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I. OBIIUE ITOJIOXEHUA

1.1. Hacrosmue enunble [lpaBuia opraHu3anuu XpaHEHHUs, KOMIUIEKTOBAaHUS, yyeTa H
UCIOJb30BAHUS JIOKYMEHTOB ApxuBHOro (onaa Poccuiickoit ®Penepauuu U Jpyrux apXUBHBIX
JOKYMEHTOB B TOCYJJapPCTBEHHBIX 1 MyHULIUTIAIILHBIX apXUBaX, My3esiX U OMOIHOTeKaX, OpraHU3aIHsIX
Poccuiickoif akanemun Hayk (nanee - IlpaBuma) paspaboTaHbl B cooTBeTcTBUHM ¢ DenepalbHbIM
3akoHOM OT 22.10.2004 Ne 125-®3 "OO apxuBHoMm jnene B Poccuiickoit @enepanuu" (CoOpanue
3akoHonatenbcTBa Poccuiickoit ®enepaunu, 2004, Ne 43, cr. 4169) u pacnpocTpaHsioTcs Ha
rOoCy/JapCTBEHHbIE M MYHMIMIIAJIbHBIE apXHUBBI, My3eH U OuOIMOTEKH, opraHuszanuu Poccuiickoit
akagemuu Hayk (apxuB PAH, HayuHble apXMBbI PerHOHAJIBHBIX OTAENCHUIH U HayuHbIX 1IeHTpoB PAH,
Hay4yHO-OTpacjeBble M MeMopuanbHble apxuBbl PAH, ocymiecTBisioniye NOCTOSHHOE XpaHEHHE
NoKyMeHTOB ApxuBHOro gonaa Poccuiickoit @enepannn) (aanee - apxuBbl), KOTOPbIE B COOTBETCTBUU
C 3aKOoHOJATeNnbCTBOM Poccuiickoin ®denepanuu OCyLIECTBISIOT MMOCTOSIHHOE XpPaHEHUE JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoii ®epepanuu, a TakkKe BPEMEHHOE XpaHEHHE JAPYTHMX AapXHUBHBIX
JNOKYMEHTOB, TMPHUHATBIX OT JIMKBUJMPOBAHHBIX OPraHOB TOCYJAapCTBEHHOM BJACTH, MHBIX
rOCyJIJapCTBEHHBIX OPraHOB (Jjajiee - roCy1apCTBEHHbIE OPraHbl), OPraHOB MECTHOI'O CaMOYIpaBJICHUs
Y OpraHu3aiui.

1.2. Hoxymentsl ApxuBHOro ¢Gonma Poccuiickoit ®enepanuu - apXuUBHbIE TOKYMEHTHI,
MPOLIEIIINE 3KCHEPTU3Y ILIEHHOCTH JIOKYMEHTOB, IIOCTaBJIEHHbIE HA TOCYJIApPCTBEHHBI YYeT H
MOJIEKAIIUE TIOCTOSTHHOMY XPaHEHHUIO.

1.3. JIoKkyMeHTBI 1O JINYHOMY COCTaBy, a TaKX€ apXHBHbIE JOKYMEHTbI, CPOKH BPEMEHHOIO
XpaHEHUs KOTOPBIX HE UCTEKIIN, OTHOCATCS K JPYTMM apXHUBHBIM JTIOKyMEHTAM.

1.4. TocynapcTBeHHBIE U MYHHUIUIAIbHBIE My3€H W OMOJMOTEKH, MYHHUIIMITAJIbHBIC apXHBHI
PYKOBOJICTBYIOTCA HacTosiiuMmu [IpaBuiamMu ¢ yd4eToM CBOEro NMpaBOBOIO cTaTyca U O0COOEHHOCTEH
NESITEIbHOCTH.

1.5. Opranuzanusi XpaHEHUs, KOMIUIEKTOBAHHSA, y4e€Ta W HCIIOJIB30BAHUSA JIOKyMEHTOB
ApxuBHoro ¢onga Poccuiickoii ®enepannu u Ipyrux apXUBHBIX JOKYMEHTOB B (pemepanbHBIX
OpraHax MCIOJHUTEIbHOM BJIACTM W OPTraHU3ALMAX, OCYIIECTBISIOIMUX [ENO3UTAPHOE XPAHECHHE
nokyMeHToB ApxuBHoro (onna Poccuiickoit deneparyn, peryaupyercs JpyTMMH HOPMATHBHBIMU
IIPaBOBBIMU aKTaMH.

1.6. ®opMbl yUETHBIX U UHBIX IOKYMEHTOB apXHUBOB, YIOMMHAaeMble B HacTosmux [IpaBunax u
OTCYTCTBYIOIIME B MPWIOKEHUAX K HUM, YCTAHABIMBAIOTCS CIELHUAIBHO YIOJHOMOYEHHBIM
(dbenepaabHBIM OPraHOM UCTIOTHUTEILHOM BIACTH B chepe apXUBHOTO JIeia.

II. OPTAHM3ALIUSA XPAHEHUS JOKYMEHTOB APXMBHOI'O ®OHJIA POCCUMCKOU
OEJJEPAIINMN U IPYTUX APXMBHBIX IOKYMEHTOB B APXVBE

2.1. B apxuBe nokymeHThl ApxuBHOTO GoHma Poccuiickoit denepanuu U APyrue apXvBHBIC
JTOKYMEHTbl OpPTraHU3yIOTCS MO HMCTOPUYECKH W/MIM JIOTMYECKH CBS3aHHBIM COBOKYITHOCTSIM -
apxuBHbIM (poHIaM. I1o OTHOLIEHHIO K HEKOTOPBIM BHJAM apXUBHBIX JOKYMEHTOB JOITyCKAeTCs HX
HedoHoBas opranuzanys (cm. . 2.10.).

2.1.1. Pa3HOBUIHOCTSIMU apXUBHOTO (hOH/IA SBIISIFOTCS:

- apXuBHBIA (DOHI TOCYNApCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpaBJICHUS, OpraHH3allly,
COCTOALIMM M3 00pa30oBaBIIMXCS B MpOLECCEe HUX JEATEIbHOCTH JOKYMEHTOB ApXHMBHOro (oHza
Poccuiickoit denepanuu U Apyrux apXUBHBIX JOKYMEHTOB;

- 00beAMHEHHBIN apXUBHBIM (OHA, COCTOALMI U3 00pa30BaBIIUXCA B MpOLECCE NAESITEIbHOCTH JBYX
i OoJiee opraHu3alni, a Takke rpakaaH JOKyMeHTOB ApxuBHoro (¢onma Poccuiickori denepamnmu
U JpYyTHX AapXMBHBIX JIOKYMEHTOB, MMEIOLUIMX MEXIy COOOH MCTOPHUYECKH W/WIHM JIOTUYECKU
00yCIIOBJICHHBIE CBSI3U;

- apXWBHBIM (OHJ JHYHOTO TPOUCXOXKACHHS (CEMBbH, POJa), COCTOSIIIMK M3 0O0pa30BaBIIUXCS B
IIPOLIECCE YKU3HU M JAEATEIbHOCTH OTAEJIBHOTO I'pa)XAaHWHA, CEMbU, pOJla APXMBHBIX JOKYMEHTOB,
BKJIIOYEHHBIX B cocTaB ApxuBHOTO (hoHaa Poccuiickoit denepanmm.

K apxuBHOMY (oHAY HpHUpaBHUBAETCS COBOKYIHOCTb OTIEIbHBIX JOKYMEHTOB APXUBHOTO
¢donna Poccuiickoit @enepannu U APYTUX apXUBHBIX TOKYMEHTOB, 00pa30BaBIIUXCS B JEATEILHOCTH
Pa3HBIX HCTOYHMKOB KOMIUICKTOBaHUsA apxuBa ((GpoHm000pa3oBaTeeii), 0ObCIMHEHHBIX MO OTHOMY



WIM HECKOJIBKUM I[pU3HAaKaM (TEeMaTUYeCKOMY, HOMHUHAJIbHOMY, OOBEKTHOMY, aBTOPCKOMY,
XPOHOJIOTHYECKOMY U IpYTMM) (J1ajiee - apXUBHAsL KOJIJICKIIHS).

2.2. Tlo cremeHn EHHOCTH AOKyMEHTHI ApxuBHoro (onma Poccuiickoit deneparmm aensrcs
Ha LIeHHbIE, 0C000 LIEHHbIE U YHUKAJIbHBIE.

2.2.1. Bce otHeceHHbIe K cocTaBy ApxuBHoro ¢onna Poccuiickoii @enepanuu TOKyMEHTHI,
BHE 3aBHCHMOCTH OT MX IIPOUCXOXICHHUS, BUJAa HOCUTEIS, CTEIICHU CEKPETHOCTH, MECTA XPAHEHHUS U
(hopMBI COOCTBEHHOCTH, SBIISFOTCS [ICHHBIMHU.

2.2.2. B cocraBe ApxuBHoro ¢onaa Poccuiickoii denepanuu BBIAETSIOTCS 0CO00 IIEHHBIE
JOKYMEHTBI, HMEIOIINE HEMPEXOAIIyI0 KyJIbTypHO-UCTOPUYECKYI0O M HAayYHYIO IIEHHOCTb, OCOOYIO
B)XHOCTb I OOIIECTBA M IOCYapCcTBAa U B OTHOIIEHUH KOTOPBIX YCTaHABIMBAETCS OCOOBIM peKUM
ydera, XpaHeHUs U UCII0JIb30BaHUSI.

2.2.3. B cocraBe 0c000 LIEHHBIX JOKYMEHTOB BBIACISIOTCS YHHUKAJIbHBIC JOKYMEHTBI, HE
uMmeromue cede mogoOHBIX MO coneprKalleicss B HUX MHPOPMAIWU U (MIIM) UX BHEITHUM MPH3HAKAM,
HEBOCIIOJIHUMBIE NIPH yTpaTe ¢ TOUKH 3peHHsI UX 3HaUeHMs U (WiK) aBTorpadudHocty (cM. 1. 3.7.4.).

2.2.4. ApxuBHBIE OKYMEHTHI BPEMEHHOI'O XpaHEHUsS, HWMEIOIIMECS B COCTABE AapXUBHBIX
(OHIIOB, B TOM YMCJIE OT JIMKBUIUPOBAHHBIX OpraHU3allMi, WIM NOCTYIHUBIINX B apXHUBBI BCICACTBUE
Ype3BbIYAHBIX OOCTOSITENBCTB, BBIICISIOTCS K YHHUYTOXKEHHIO B YCTAHOBJIEHHOM IMOpsJKE (CM. II.
5.3.2).

2.3. [lo kareropusiM JOCTyIla apXUBHbIE JTOKYMEHTBI JEJISATCS HA OTKPBIThIE, OTPAHUYEHHOTO
JIOCTYTIA M HA XPAHALIMECS Ha OCOOBIX YCIOBUAX JIOCTYIA K HUM.

2.3.1. OTKpBITBIMHU SIBJISIFOTCS BCE apXUBHBIE JOKYMEHTBI, JOCTYIl K KOTOPHIM HE OTPAHUYEH B
COOTBETCTBUM C MEXKAYHapOJHBIMU JoroBopamu Poccuiickoii ®enepanuu, 3aKOHOAATENbCTBOM
Poccuiickoit denepanuu, a Takke B COOTBETCTBHH C PACTIOPSIKEHUEM COOCTBEHHHKA WM BJIaJIEIIbIIA
apXMBHBIX JOKYMEHTOB, HAXOASAILIMXCS B YACTHOM COOCTBEHHOCTH.

2.3.2. K apXuBHBIM JOKyMEHTaM OTPAaHUYEHHOTO JIOCTYIa OTHOCSTCSL:

- apXUBHBIE JOKYMEHTBI, COAECPKAIINE CBEACHHUS, COCTABIISIIOIINE TOCYJaPCTBEHHYIO TallHy WUJIM UHBIE
OXpaHsieMbI€ 3aKOHOJATENbCTBOM Poccuiickon @enepanyu TaHbL;

- apXMBHBIE JIOKYMEHTBI, COAEp)KALME CBEICHUSA O JIMYHOM M CEMEMHOM TaliHEe TpakIaHWHA, €ro
YaCTHOM JKHU3HMU, a TAKXKE CBEJICHUS, CO3/IaI0IUE YIPO3y €ro 6€301acHOCTH;

- apXUBHbBIE IOKyMEHTbI, COOCTBEHHUKH WMJIH BIIa/IEbIIbl KOTOPBIX, IEpeaBasi UX B ApXUB, YCTAHOBHIU
B JIOTOBOPE YCJIOBHSI JOCTyIa K HUM U UX UCIIOJIb30BAHMS.

Joctyn K yKasaHHBIM apXMBHBIM JOKYMEHTaM [JO YTpaTbl HMH CEKPETHOCTH HWIIHU
KOH(HUICHIIMATHLHOCTH, a TAK)KE MX MCIIOJIB30BAHUE OCYIIECTBIISIOTCS B YCTAHOBICHHOM TIOPSIZIKE.

2.3.3. Orpanu4mBaeTcst 10CTyN K MOJIMHHMKaM OCO0O LIEHHBIX, B TOM YHCJE YHUKAJIbHBIX
JIOKYMEHTOB, U K JoKyMeHTaM ApxuBHoro ¢onaa Poccuiickoit @enepaiuu, Npu3HaHHBIM B MOPSJIKE,
ycraHoBieHHOM 1. 2.11.7.1. nHactosiuiux [IpaBui, HaxXoAsMIMMUCS B HEYAOBIECTBOPUTEIHLHOM
(U3NIECKOM COCTOSTHHH.

DOHIMPOBAHUE APXUBHBIX JTOKYMEHTOB

2.4. Pabota mo (oHAMPOBAHUIO (OMPEAEICHUIO, YTOYHEHUIO (OHAOBOM NPUHAIIECKHOCTH
apXMBHBIX JOKyMEHTOB M XPOHOJIOTMYECKMX TpPaHUI] APXUBHBIX (OHAOB) OCYLIECTBISETCA B
MCTOYHHMKAX KOMIUJIEKTOBAaHU apXuBOB ((poHmooOpaszoBaTensx) B mporecce (GOpMHpPOBAHUS AET Ha
OCHOBE HOMEHKJIATyp 1€l U 0TOOpa JAOKYMEHTOB Ul Iepelaud Ha XpaHEHHWE B apXWB, a TAaKKe B
apxuBax - NPU OMHMCAHUHM MPHUHATHIX HEYNOPSAJOYCHHBIMU apXMBHBIX JIOKYMEHTOB, IepepaboTke
HEYJIOBJICTBOPUTEIBHO COCTABJIEHHBIX OMHUCEH, MPU CO3AAHUU OOBEAMHEHHBIX apXUBHBIX (DOHIIOB U
apXMBHBIX KOJIJICKIMA, UCTIPABIEHUH OIINOOK (DOHTUPOBAHMUS.

2.4.1. Omnpenenenue GOHAOBOW NPUHAJICKHOCTH ApPXWBHBIX JOKYMEHTOB 3aKJIIOYaeTCsS B
OTHECEHUH MX K apXUBHOMY (DOHIY COOTBETCTBYIOIIErO (hOHI000pa3oBaTesl.

ApXUBHBIE JOKYMEHTHI, SIBJISIFOIIMECS BXOJSAIIMMH, OTHOCATCS K apXMBHOMY (QOHIY TOrO
(oHn000pazoBarTes, KOTOPbIM UX MOTYYHIL.

ApXI/IBHBIC AOKYMCHTEI, SABJIAOMIHUCCA HCXOAAIMNMU KOIMUAMU (OTHYCKaMI/I), OTHOCATCA K
apxuBHoMy (hoHy TOrO (pOHTOOOpa30BaTENSI, KOTOPHIHN SBISETCS UX aBTOPOM.

ApXUBHBIE JIOKYMEHTBHl BHYTPEHHETO OOpAaIlIeHUs OTHOCATCA K apXuUBHOMY (oHIY TOTO
(dhonm000pazoBaTes, B KOTOPOM OHH CO3JIaHBHI.



2.4.2. B ciayuyae peopraHu3allviyd WU JUKBUJALUU OpraHU3alluu ¢ repefadeil ee (QyHKIMM
BHOBb CO3/IaHHOI OpraHU3alny, 3aKOHYCHHBIC MTPOM3BOJCTBOM JIejIa BKIIOYAIOTCS B apXUBHBIN (POHT
peopraHu3yeMoil WM JIMKBUIUPOBAHHON OpraHW3allii, a HE3aKOHYCHHBIC JieNa, TepelaHHble IS
OKOHYAHMSI TPOU3BOJCTBOM OPTraHU3AaLUH-TIPABOIIPEEMHUKY, BKJIIOYAIOTCS B apXWBHBIA (OHT
MOCIICTHEN.

N3 apxuBHOro (H)OHAA JMYHOTO TIPOUCXOXKAEHHS AapXHBHBIE JOKYMEHTBI OpraHH3allUH
BBIJICIISIFOTCSA Y TIPUCOCIMHSIOTCS K COOTBETCTBYIOIIEMY apXWBHOMY (DOHIY MpPH yCIOBHH, €CITH 3TOT
apXvBHBIN (POH/ HAXOIUTCS HA XPAaHCHUH B IaHHOM apXMBE M apXUBHBIC JOKYMEHTHI OPraHU3alliH HE
CBSI3aHBI C JESTEIHHOCTHIO TPaXKIaHMHA, 00Pa30BaBIIEr0 apXUBHBINA (DOH] JTUIHOTO MPOUCXOKICHUSI.

He moanexar BbIgeNeHHI0O H3 apXWBHOTO (OHAA TpakJaHMHA - PYKOBOIUTENS H UJieHa
COOTBETCTBYIOIIMX OOIIECTBEHHBIX OPTaHHW3alMd apXWBHBIE JOKYMEHTBHI JTHX OOIIECTBEHHBIX
OpraHu3aLui.

2.4.3. Equnelii apxuBHBIN (OH ¢ apXUBHBIMH JOKYMEHTaMHU OpPTraHU3aIlN COCTABIISIOT:
- apXUBHBIE JOKYMEHTHI IPEICTABUTENLCTB U (DUITHATIOB;
- apXMBHbIE JTOKYMEHTBI COBEILIATENbHBIX OPraHOB, CO3JAHHbIX [IPH OpPraHU3alNN;
- apXUBHbBIE JOKYMEHTbl BPEMEHHBIX aJIMHUHHUCTPALMW OpraHu3alud, HaXOAAIIeHcs B CTaauu
0OaHKpPOTCTBA;
- apX¥WBHBIE JOKYMEHTHI CO3[JaHHBIX MPU OpraHU3aIlMU MEPBUYHBIX OOIIECTBEHHBIX OpraHu3anui (3a
uckmouennem opranuzanuii KIICC u BJIKCM), cymiecTBOBaBUIMX /10 MPUHITHS 3aKOHOJATENbCTBA
Poccuiickoit @eneparinu 00 00IIECTBEHHBIX 00BEAMHEHUSX;
- apXMBHbIE JOKYMEHTHI JIMKBUAAIIMOHHOW KOMUCCUU OPTaHU3aLINH.

ApXUBHBIE JTOKYMEHTHI OOLIECTBEHHON opraHu3aluu (MpodCcor3HON U ZIp.), CYIIECTBYIOLIEH
MpU OpraHU3allii C MOMEHTA PETUCTPAIMH 3TOW OOIIECTBEHHON OpraHM3alid B COOTBETCTBUH C
3aKkoHOAaTenbCcTBOM Poccuiickoit ®egepanuu 00 OOIIECTBEHHBIX OOBEIWHEHUSX, TPH HUX
MOCTYIUICHUA Ha XpaHEHHWE B apXUB COCTABISAIOT CaMOCTOSTENBHBIA apXWBHBIA (OHI WIH
MIPUCOSANHSIIOTCS K apXUBHOMY (DOHAY COOTBETCTBYIOIIEH OpraHu3aliu, oopasys oO0beIMHEHHBIH
apXWBHBIN (QoHI.

2.5. O0beAMHEHHBIN apXuBHBIN (GOHIT HOPMHUPYETCS U3 APXUBHBIX JOKYMEHTOB:

- OpraHu3anuii, OJHOPOJHBIX IO [EJIEBOMY HAa3HAYCHHIO W (QYHKIUSAM, JEHCTBYIOIIMX Ha
ONPENIETICHHON TEpPUTOPUH;

- PYKOBOJAIIETO OpraHa M IOJAYMHEHHBIX €My OpraHu3alui, IEHCTBYIOIIMX Ha OIpeneIeHHON
TEPPUTOPHH;

- OpraHu3anuii, 00beTMHEHHBIX 00BEKTOM JIESATEILHOCTH;

- TIOCNEAOBAaTEIbHO CMEHSIBIIMX JPYr Apyra OpraHu3anuid, eciu (yHKIUU TNpeIecTBEHHUKOB
MOJIHOCTBIO WJIM YaCTUYHO NEPEABAINCh U IEPEAIOTCS UX TPEEMHUKAM;

- ABYX WM Oojee apXUBHBIX (DOHAOB JIMYHOTO MPOMCXOXKIEHUS, €CIHM TPakJaHE CBA3aHBl MEXKIY
co00i OJIM3KUMU POJICTBEHHBIMH, TIPO(PECCHOHATBHBIMH, TBOPUECKUMHU, JIETIOBBIMU OTHOIICHUSMH.

2.6. ApxuBHas KOJUIEKIMs TMOCTYNMAaeT B apXUB WIM (OPMHUPYETCS B apXWBE M3 OTIEIbHBIX
Pa3po3HEHHBIX APXUBHBIX JOKYMEHTOB, UMEIOIIUX MPU3HAKU OOIIHOCTU. VICTOPHUYECKH CIIOKUBLIASICS
apXMBHas KOJUIEKLHs, MOCTYNHMBIIAsg M3 JPYroro apxuBa, OT OpPraHU3alUMd WIM TPaKJaHUHA,
nepeOHIUPOBAHUIO HE TTOAJICHKHUT.

2.7. ApxuBHBIC JOKYMEHTHI, C(OOPMUPOBAHHBIC B apXUBHBIA (POHI, OOBEAMHEHHBIN apXUBHBII
(GoHI WK apXUBHYIO KOJUIEKIUIO, TIepeOHIMPOBaHUIO He nojyuiexart. [lepedonnupoBane apXuBHBIX
JIOKYMEHTOB JIOIIyCKaeTCs B MCKIIOYUTENbHBIX CIIy4asx, Ipu oOHapy>KeHUHM oMO0OK (HOHAMPOBaHMUS,
3aTpyIHSAIOLIUX [TOMCK apXUBHBIX JOKYMEHTOB.

2.8. B 3aBUCMMOCTH OT BpEeMEHH O00pa3oBaHHWA W TMPABOBOTO CTaTyca MCTOYHUKA
KoMIUIeKTOBaHus ((hoHI000pa3oBaTess) ero apXuBHBIC TOKYMEHTHI MMPUHUMAIOTCS B apXUB WM Kak
MIPOJIOJIKAIOIIASICS YACTh YKEe UMEIOIErocs apXUBHOTO (POH[IA, T KaK HOBBIA apXUBHBIN QOH/I.

2.8.1. B cBa3u ¢ npunsitueM Konctutynuuu Poccuiickoit @eneparuu B 1993 rony:

2.8.1.1. HOBBIE apXMBHbIE (DOH/IBI COCTABIISIIOT APXUBHBIE TOKYMEHTHI:
- OpraHoB 3aKOHOAaTeNIbHOU BiacTu Poccutickoit @enepamnuu u cyonekToB Poccuiickoii deneparuy;
- OpraHoB HUCHOJHUTENbHOU BiacTu Poccuiickoit @enepauuu u pecrnyoauk B coctaBe Poccuiickoit
denepannu;



- riaB (ryOepHAaTopoB) KpaeB, oOiacTell, aBTOHOMHBIX OKpyroB Poccwuiickoit Dexepanuu u HX
aZMMHHCTpALW;

- OTpPAaCJIEBBIX OPraHOB WCIOJIHUTEIBHOW BIIACTH KpaeB, oOmacteit, Mocksbl u Cankr-llerepOypra,
aBTOHOMHBIX OKpyroB Poccuiickoit @enepannu, eciam ux 3agadn 1 GyHKIUH H3MEHWINCH;

- opraHoB cyaeOHoi Bitractu Poccuiickoit denepanmu;

- OPraHOB MECTHOT'O CAMOYTIPaBIICHMUS;

- 'enepanbHoil mpokypaTypbl Poccuiickoin denepanuu;

- CuetHoii manatel Poccuiickoit @enepannu;

- HenTpanbroro 6anka Poccuiickoit @enepanmu (banka Poccun);

- llentpanbHoit u3buparenbHO komuccuu Poccwuiickoii Depeparuu, H30HpPATENbHBIX KOMHCCUN
OpTaHOB roCyIapCTBEHHOH BiacTH cyOBekTOB Poccuiickoii deneparui.

Jonyckaercss popMHpoBaHUE OOBEJUHEHHBIX APXMBHBIX (POHIOB M3 APXUBHBIX JOKYMEHTOB
n30upaTeabHbIX KOMUCCHIH IO BBIOOpAaM OPraHOB MECTHOI'O CaMOYIIPABIICHUS;

2.8.1.2. equHble apXuBHBIE (POH/IBI COCTABIISAIOT APXUBHbIE JOKYMEHTBI:

- OTpaciieBbIX YIPABIECHUH U OTJEIOB UCIIOJIKOMOB COBETOB HAPOJHBIX JEMYTAaTOB KpaeB, 00iacTe, I.
Mockssl u 1. Cankr-IletepOypra, aBToHOMHBIX OKpyroB PCOCP 1 COOTBETCTBYIOLIMX OTpPACIEBBIX
OpPTraHOB WCIIOJIHUTEIHHON BJacTH KpaeB, obmactedd, . MockBa u Caskt-IleTepOypr, aBTOHOMHBIX
okpyros Poccuiickoit denepanuu, eciau UxX 3a1a4i U QyHKIUN OCTAIUCh O€3 U3MEHEHUS;

- OpraHoB CyJeOHOH BJIacCTH W MPOKypaTyp pecmyOnuk, kpaeB, oOmacteil, rr. MockBa u CaHKT-
IleTepOypr, aBTOHOMHBIX OKpYyroB, ropojoB u paiioHoB PCOCP u COOTBETCTBYIOIIHMX OpPraHoOB
cyneOHOM BJIACTH WU TPOKypaTryp B pecnyOnaukax, Kpasx, obmactsax, r. MockBel u T. CaHKT-
[TerepOypra, aBTOHOMHBIX OKpyrax Poccuiickoit @enepanuu, MyHULIUIATBHBIX palioHAX U TOPOACKUX
OKpyrax;

- IPEACTABUTEIBHOTO U UCTIOJHUTEIBHO-PACIIOPSAAUTEILHOTO OPraHOB MYHUIIMIIAIIBHOTO TIOCETICHHUS.

2.8.2. B cBs3u ¢ mpeoOpa3oBaHHEM MYHHUIMIAIBHBIX 00pa3oBaHuil (WX OOBEAMHEHHEM,

pa3feneHueM, a TaKKe HM3MEHEHHEM CTaTyca TOPOACKOIrO IOCENeHHs) HOBbIE apXHUBHbIE (DOHJIBI
COCTaBJISIIOT aPXUBHBIE JOKYMEHTBI CO3JJaHHBIX OPraHOB MECTHOI'O CaMOYIIPaBJICHUSI.
V3MeHeHne TpaHULl MyHULMIAIbHBIX 00pa30BaHUN HE SBJISIETCS OCHOBAHUEM Ui CO3JaHMs HOBBIX
apXuBHBIX (OHJOB U3  ApPXMBHBIX JOKYMEHTOB COOTBETCTBYIOIIMX OpPraHOB  MECTHOIO
CaMOYyIIPaBJICHUS.

2.8.3. Ilpu peopranu3anuy OpraHu3aIlii HOBbIC apXUBHBIC (POH]IBI CO3JAIOTCS B CITyJasX:

- I3MEHEHMsI LIeJIEBOT0 Ha3HAYeHHUs, TPO(UIIS 1eATENbHOCTH U QYHKIMNA OpraHUu3aIiy;
- mpeoOpa3oBaHUs OpraHU3alUMU C U3MEHEHUEM (QOpMbl COOCTBEHHOCTH HMYILIECTBA OpraHU3alluu
(mpuBaTH3anus, aKIMOHUPOBAHUE, HALTMOHAIN3ALUS U T.I1.).

W3 apXuMBHBIX JOKYMEHTOB TOCYJAapCTBEHHOM WJIM MYHHUIMIAIBHOW  OpraHU3aluy,
MOJIBEpPrIIEHCs TPeoOpa3oBaHUIO ¢ U3MEHEHUEM (HOpMbI COOCTBEHHOCTH MMYIIECTBA OpraHU3alluu, U
apXUBHBIX JIOKYMEHTOB BHOBb BO3HMKIIEH oOpraHu3anuu(ii)-npaBoIpeeMHUKA(0B) IOIyCKAaeTCs
¢dopmupoBaHue OOBEIMHEHHOTO apXMBHOTO (OHIAa B Cllyyae Iepefadd AapXHUBHBIX JOKYMEHTOB
opranu3anuu(ii)-mpaBonpeeMHUKa(0B) B TOCYIAPCTBEHHYIO MJIM MYHHUIMIIATbHYIO0 COOCTBEHHOCTb.

2.8.4. He siBnsieTcst OCHOBaHMEM JJIS CO3/IaHUSI HOBOT'O apXHBHOTO (OHA:

- paclIMpeHe WK CY>KEHHE TePPUTOPUATIBHBIX TPAHUIL JEATEIbHOCTH WK (DYHKIMI OpraHu3aIumg;

- BBIJEJICHME W3 OpraHW3alUd OJHOM WJIM HECKOJIBKHMX HOBBIX OPTraHM3ALMA C INepefadeld UM
OTIENbHBIX (DYHKIMI TepBOI OpraHu3anuu;

- W3MCHCHHME IOJYMHEHHOCTH OPTraHU3allMM, €€ CTPYKTYpbl, IEPEMMEHOBAHME WJIM BHECECHHE
M3MEHEHHI B Ha3BaHHE, HE CONPOBOXKIAIOIINECST U3MEHEHUEM IIEPBOHAYAIBHBIX (PYHKINH;

- CMeHa yupeauTersi(eil) opranuszanuu, 0e3 m3MeHeHUs (POpMbI COOCTBEHHOCTH HMMYIIECTBA ATOM
OpraHM3alHH.

2.8.5. ApXuBHbBIE JOKYMEHTBI OPraHU3AIMU, MPEKPATUBIICH CBOIO JESATEIHLHOCTh BCIIEICTBUE
JMKBUJIALUH, B TOM YHCJIE 10 MPUYMHE YPE3BBIYAMHBIX OOCTOSTENLCTB UM CTUXUHHBIX OCICTBUH, a
3aTeM BOCCTAHOBJIEHHON C TEMU k€ (DYHKLUSAMH, COCTABIISIFOT €UHBIN apXUBHBIN (OH.

2.8.6. XpOHOJIOTHYECKUMH TPAaHUIIAMH apXUBHOTO (DOH/IA SBIISIOTCS:
- apXuMBHOTO (JOHJA TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPaBIICHUS, OpraHU3alluU -
yCTaHABIIMBaeMble Ha OCHOBE HOPMATHUBHBIX aKTOB O(UIMANbHBIE JaThl HX 00pa30BaHUA



(peructpanuu) u TUKBHIAIMH. [Ipy HAIMYMK HECKOJIBKMX HOPMATHBHBIX aKTOB 3a JAaTy 00Opa30BaHUs
TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUS, OpraHW3allMyd MpPUHHMAaETCs Jara
HanOoJIee paHHETO U3 HHX;

- 00BEeIMHEHHOTO apxWBHOrO ¢oHIA - AaThl oOpa3oBaHMs (perucrpaluu) Haubolee paHHEH u
JTUKBUJAUN HanOoJiee TMO3MHEH MO BpEMEHH MAEATENBHOCTH OpraHW3aluid, JOKYMEHTHI KOTOPBIX
BOLITH B COCTaB 00BEMHEHHOTO apXUBHOTO (DOHA;

- apxWBHOTO (hOHAA JUYHOTO TPOMCXOXNKACHUS - NAThl POXKACHUS W CMEPTHU TPAXKTaHWHA, YIJICHOB
CEMbH UK poAa (10 aHaJOTHH ¢ 00bETMHEHHBIM apXUBHBIM (DOHAOM);

- apXMBHOW KOJUIEKIIMH - JATHl CAMOTO PAHHETO M CaMOT0 MO3/IHETO IOKYMEHTA.

XPOHOJIOTHYECKHE TPAaHUIBI APXUBHOTO (DOHOA MOTYT HE COBHANATh C KpailHUMH JaTaMu
COCTABJISIOIINX €T0 APXUBHBIX IOKYMEHTOB:

- B (hoHIE rOoCyIapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBIICHUS, OPTaHU3AIMU - B CBS3U C
BO3MOYKHBIM OTCYTCTBHEM AapXHMBHBIX JIOKYMEHTOB HAUYaJbHOTO W/WIIM 3aBEPUIAIONIETO STAroB
JEATENIFHOCTH TOCYJapCTBEHHOT'O OpraHa, OpraHa MECTHOTO CaMOYIpAaBJICHHS, OpraHW3allHH,
BKIIFOYCHHEM B cocTaB (hoHIa Oosiee paHHUX apXWBHBIX JOKYMEHTOB, IEPENAaHHBIX JUIS 3aBEPLICHUS
MPOM3BOACTBOM  Jlefla  NPEIIICCTBEHHHMKOM TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOT'O
caMOyTIpaBJICHUS, OpTaHNU3alNH;

- B (pOHJE JIMYHOTO MPOMCXOXKICHUS - 32 CYET JOKYMEHTOB, CBS3aHHBIX C OTKIMKAMHU Ha CMEpPTh
rpakJIaHIHA, TIPOBEICHIEM aMSITHO-IOOMIICHHBIX MEPOTIPUSTHIA U JIp.

Opranu3anus apxMBHbIX JOKYMEHTOB B IIpeJieiax apXuBHOro (oH1a

2.9. B mpenenax apXuWBHOTO (OHIA apXHWBHBIC JOKYMEHTBHI OPTaHU3YIOTCS IO EAMHHIIAM
XpaHEHUS.

EnuHunps XpaHeHUs CHCTEMATU3UPYIOTCSl COTIIACHO CXEMe CHCTEMAaTH3alui apXUBHBIX JIOKYMEHTOB B
apXuBHOM (oHTIE.

2.9.1. Cxema cucTeMaTH3allUd AapXHWBHBIX JOKYMEHTOB B apXHBHOM (OHIE SBIISETCS
OCHOBaHHMEM /I BHYTPEHHEH OpraHM3allMi eIUHHI] XPAaHEHHs apXWBHOTO (OHAA M 3aKPEIUIIEeTCS
OINUCHIO (OMHUCSIMU) JIEJ1, JTOKYMEHTOB.

Cucremaru3alys €AMHUII XpaHEHUs B Ipeneiax apXuBHOrO (OHAA MO pasznenam (Mojpasaenam)
CXEMBI CUCTEMATH3AIMH POBOJUTCS C YIETOM OJHOTO WIJIH HECKOJIBKUX CIIEIYIONINX MPU3HAKOB!

- CTPYKTypHOTO (B COOTBETCTBUM C NPUHAUICKHOCTHIO EIMHUIl XPAaHEHUS K CTPYKTYPHBIM
MOAPA3ACIICHUSM ),

- XpOHOJIOTHYECKOTo (TI0 MepruoJaM UK JaTaM, K KOTOPBIM OTHOCSITCSI €JMHUIIBI XPaHEeHN );

- (YHKIHMOHAJIBHOTO, OTPACIEBOTO, TEMAaTHYECKOTO, IMPEIMETHO-BOIMPOCHOTO (C y4eToM (YHKIUMH
OpraHHU3alUH, TEM HIIH BOIIPOCOB, KOTOPBIX KacaeTcs COJACPIKaHUEe eTUHUI] XPAaHCHN);

- HOMHHAJIBHOTO (TI0 JAEITIOTIPOU3BOICTBEHHON (JOpPME - BHIAM U PAa3HOBUIHOCTSAM JOKYMEHTOB);

- KOPPECHOHAEHTCKOTrO (M0 OpraHu3anusAM M JHIAM, B pPE3yJbTaTeé INEPEeNuCKH C KOTOPBIMHU
00pa30BaIMCh €ANHUIIBI XPAHEHUS);

- reorpauyecKoro (B COOTBETCTBHH C OINpPENCIICHHBIMUA TEPPUTOPHUSMH, HACEICHHBIMU IYHKTaMU U
JIPyTUMH reorpapuueckuMu 00BbEKTaMH, C KOTOPBIMH CBSI3aHO COJEpKAaHUE TOKYMEHTOB, UX aBTOPHI,
KOPPECTIOH/ICHTHI);

- aBTOpCKOro (MO0 Ha3BaHWSM OpraHU3alMi Wi (aMUIAAM JUI, KOTOpBIE SIBJISIOTCS aBTOPAMHU
JIOKyMEHTOB).

[Ipu cucremMaTu3alMy €IUHULl XPAHEHUS ayJUOBU3YAIbHOW W DJIEKTPOHHOH JIOKYMEHTAIUU
TOTIOJTHUTEIHHO UCTIONB3YeTCsl OOBEKTHBINM M (YOPMATHBIN IPU3HAKY.

EnuHunp! XxpaHeHus: TpyHIUpYIOTCS MOCIEN0BATENbHO O MPHU3HAKaM, MPUMEHEHHE KOTOPBIX
ABJIIETCST HamOojee IeJIeco0OpasHbIM ISl BCEX WM OTICNBHBIX TPYHI ApXHMBHBIX JOKYMEHTOB
apXHBHOTO (POHAA.

JIOKyMEHTHI 10 JIMYHOMY COCTaBYy, a TaKK€ HAyYHO-TEXHHYECKHE IOKYMEHTHI B apXWBHBIX
(oHIaX HAYYHO-HCCIICAOBATEILCKUX OPTaHU3aINi, PyKOIIMCH B U3AATENbCTBAX, HCTOPUHN OOJIe3HEH B
MEIUIMHCKUX OpPTaHU3alMAX, aKThl NPOBEPOK B (OHAAX KOHTPOJIBHBIX OPraHOB BBINENSIOTCS B
0c00bI€ IPYMIIBI U CUCTEMATH3UPYIOTCS 000COOTICHHO.

ApXVBHBIE JOKYMEHTBHI apXHBHOTO ()OHAA CEMBbH, poJa CHCTEMAaTH3HPYIOTCS BHAdYale IO
OTJENBHBIM IpakaHaM, JOKYMEHTHI KaXKJI0T0 TpayKAaHUHA - 110 pa3JiellaM CXeMbl cucTeMaTu3anuu. B
apXuBHOM (DOHJIE CEMBbH Ha IEPBOE MECTO BBIHOCATCSI apXWBHBIC JOKYMEHTHI HanbOoJjiee M3BECTHOTO




rpakJlaHMHA, 3aTEM - ApXHUBHBIC IOKYMEHTHI YWICHOB CEMBH B MOPSAKE CTETIEHH POJACTBA. B apXxuBHOM
doHne poda  apxHMBHbIE  JIOKYMEHTBI  pAaclojlaraloTcsi B MOPSAKE — T'€HeaJlorndyecKoi
MOCTIEIOBATEIbHOCTH, ~ NPUYEM  apXUBHBIE  JOKYMEHTBI, OTHOCAIIMECS KO BCEMY POy
(reHeanoruyeckue TabIUIbl, UMYIIECTBEHHO-X035ICTBEHHBIE TOKYMEHTHI) IOMEIAI0TCs B HavaJe.

EnuHunel XpaHeHus, BKIIOYCHHbIE B OOBEIWHEHHBIM apXUBHBIH (POH, PacmojararoTcs Io
3HaYMMOCTH (OoHI000pa3oBaTeself, MO0 XPOHOJOTUM HUX CO3JaHMs, MO andaBuTy Ha3BaHul. s
apXHWBHBIX ()OHIOB OJTHOTUITHBIX OPTaHU3AINN HCIIONB3YyeTCsS 00IIast CXeMa CHCTEMaTH3allnH.

B mpenenax apxXuBHOM KOJIJIEKIIMM apXHMBHBIE JTOKYMEHTBI OJHOTO BHJA (Pa3HOBUIHOCTH)
TPYNIIUAPYIOTCS TI0 aBTOPCKOMY TPU3HAKY C PACIIONIOKEHUEM TPYII €AMHUI] XpaHeHUS B an(aBUTHOM
NopsiIke Ha3BaHUM opranuzanuii win Qamunuii rpaxaad. B mpenenax apXMBHOM KOJIIEKIMH,
CO3JIaHHOW M0 TEMAaTHYECKOMY NpPHU3HAKY, TPYMIIMPOBKA APXHWBHBIX JTOKYMEHTOB IIPOBOAMTCS II0
TEMaM WM BOIIPOCAM, PACIIOJIOKEHHBIM B IMOPSAIKE MX 3HAUMMOCTH MM XPOHOJIOTHH.

B cooTBeTcTBMM CO CXeMOW CHCTEMAaTH3allMM EIWHUIBI XPAaHEHUS TPYNIHPYIOTCS B
CJIEYIOLIEM MOpSAKE:

- ©IUHMIBI XpaHEHHWs OTHOCATCS K TOMY TOAy, B KOTOPOM OHM HaudaThl IMPOHM3BOJCTBOM, WU B
KOTOPOM HOCTYIIWJIM B JaHHYIO OPTaHU3aMIo0 (CTPYKTYpHOE NOJpa3ielIeHUe) U3 Ipyroil opraHu3anun
(cTpyKTypHOTO TIOJpa3IeIeHus ) UTs IPOIOJIKSHUS IPOU3BO/ICTBA;
- eIMHMIIBI XPaHEHUs, COAEprKallHe MIaHbl, OTUYEThl, CMEThl U MaTepUalbl K HUM OTHOCATCS K TOMY
roAy, Ha KOTOPbIM WJIM 3a KOTOPBI OHM COCTABJICHBI, HE3aBHCHMO OT JaThbl WX COCTaBJICHUS;
JI0JTOCPOYHBIE TJIaHbl OTHOCSTCS K HadalbHOMY TOAYy MX JEHCTBHSA, a OTYETHI 3a 3TH TOABl - K
MOCJIEIHEMY TOy OTUETHOTO MEPHO/Ia;
- eIMHMIIBI XpaHEHUs, HayaTble MPOM3BOJACTBOM B OJHOM MOAPA3JECNCHUM M TEpelaHHble st
MIPOJOIDKEHHS B JPyroe MOApasJesieHHe, OTHOCITCS K TOMY MOJpPAa3/IeNIeHUI0, B KOTOPOM OHHU ObUIH
3aKOHYEHBI;
- B TpeAenax ToJa WM XPOHOJOTWYECKOTO TIEpPHOAA EAWHUIBI XPAHEHHUS pacloyiaraloTcs II0
3HaYMMOCTH (DYHKIMH OpraHu3anuy (UM - B MOPSAAKE 3HAUMMOCTH U JIOTHUECKOHW B3aMMOCBSI3U BUI0B
Y pa3HOBHIHOCTEH TOKYMEHTOB);
- ©IMHUIBl XpaHEHMs, MPEACTaBIAIOLME COOOWH JMYHBIE J€1a, CHUCTEMAaTU3UPYIOTCS MO Trojaam
YBOJIBHEHUS U al(PaBUTy (paMUITHIA.
I'pynmel enuHUI] XpaHeHHs B Ipelenax MOCIeIHUX (3aBepIIaolINX) CTYNEHEeH cucreMaTh3aluu
pacnpenessiFoTcs o UX 3HAYMMOCTH WIJIA XPOHOJIOTHH.

HedonnoBas opranu3zanus apXuBHBIX JIOKYMEHTOB

2.10. HedonmoBas opraHu3aius apXWBHBIX JOKYMEHTOB - OpraHU3allds CO3JIaHHBIX B
NEeSITeIbHOCTH PA3IUYHBIX HMCTOYHUKOB KOMIUIEKTOBAHUS ayJHOBU3yallbHBIX JOKYMEHTOB (KHMHO-,
¢oTo-, GOHO- ¥ BHICOJOKYMEHTOB) MO WX BUAAM, OJHOMY WJIM HECKOJIHKHM BHEIIHUM TpPU3HAKAM
(IBeTHOCTH, MaTepually HocHUTels wuHpopManuu, ero ¢GopmaTy, CHCTEME 3aluCH 3BYKOBOM
uHpOpMAaLIUHU U IP.).

KHHOOKYMEHTBI ¥ BHAEOJOKYMEHTHl CHCTEMAaTH3MpYIOTCA IO BHJIAM -  (UIbMBI,
CHELBBINYCKH, KHHOXYpPHAJbl, OTJAEIbHbIE KHHO- W TEJECIOKEThl pPa3Nu4HOM 1BeTHocTH. Ha
KMHOJIOKYMEHTBI M BUJICOJJOKYMEHTHI OIPEAEICHHOTO BUJIa COCTABISAETCS OTJEJIbHAS OIUCH.

@DOTOAOKYMEHTBl CHUCTEMAaTU3UPYIOTCS 1O BUAAM - HETaTHBBI DPA3IUYHOM ILIBETHOCTH H
pasmepa; craaiapl (IMAMO3UTHBEI) PA3IUNYHON IIBETHOCTH; TIO3UTHUBHI, (POTOOTIIEUATKH; (POTOATHOOMBI;
mraduabmbl. Ha GoTOI0OKYMEHTHI OIIPpeIeIeHHOTO BH/1a COCTABIISICTCS OT/IEIbHAS OIUCH.

@DOHOJNOKYMEHTbl CUCTEMAaTU3UPYIOTCS 10 BHMJAM 3allUCU  3BYKOBOM HMH(poOpManuu -
¢doHorpaduueckas, rpaMMoQoHHas, MIOPHHO(POHHAS, ONTHYECKas, MarHUTHas, JazepHas. Ha
(OHOIOKYMEHTBI OIIPEIEIIEHHOTO BUA 3aIIUCH COCTABIISETCS OTAEIbHAs! OIKCh.

OJEeKTPOHHBIE JIOKYMEHTBl CHUCTEMAaTH3UpPYIOTCSI TI0 BHJAM HOCUTeNnedl UHpOpManuu
(MarHUTHBIE JICHTHI, JIA3€PHbIE M JKECTKUE JUCKH, KOMIAKT-IUCKH, TUCKETHI); BHYTPU BHJOB - IO
¢dopmaTam npeacTaBiIeHUs HHPOPMALIUH, U 1ajee - 10 XapakTepy 3aUKCUPOBAHHON HHPOPMALIUH.

ObecnevyeHne COXpaHHOCTU apXUBHBIX JIOKYMEHTOB

2.11. Kowmmaekc MeponpusITUid IO CO3JaHHUI0O HOPMATHBHBIX YCIOBHM, COOJIOIECHUIO
HOPMAaTHUBHBIX PEKUMOB M HaJUIeXkKallled OpraHu3alul XpaHEHUs apXUBHBIX JOKYMEHTOB,
UCKJTIOYAIONINX HMX XHUIIEHHWE W yTpaTy M O0O0eCHeuMBaIONIMX MOJACp)KaHHE UX B HOPMaIbHOM
(U3NYECKOM COCTOSTHMM, 00ECTIEYMBAET COXPAHHOCTh APXUBHBIX JOKYMEHTOB B apXMBE.




ObecneueHne HOPMATUBHBIX YCIOBUN XpaHEHUs ApXUBHbBIX JIOKYMEHTOB
2.11.1. HopmaTuBHBIE YCIOBHS XpaHEHHUS aPXUBHBIX JOKYMEHTOB 00ECIIEUNBAIOTCS:
- CTPOUTENBCTBOM, PEKOHCTPYKIIMEH U PEMOHTOM 3/1aHUM apXUBOB;
- CO3JaHMEM ONTHUMAJbHBIX (HOPMATUBHBIX) MPOTHUBOMOXKAPHOTO, OXPAHHOTO, TEMIEpPaTypPHO-
BJIQ&)KHOCTHOT'O, CBETOBOT'O U CAHUTAPHO-TUTHEHNYECKOTO PEKUMOB B 3/[aHUU U MIOMEIICHUAX apXUBa;
- MPUMEHEHUEM CIEIMATbHBIX CPEICTB XPAaHEHUS U TIepPEeMEIICHHS apXUBHBIX JOKYMEHTOB (CTEIIAXH,
mKadwl, celbl, KOPOOKH, TTATTKH U JIP. ).
TpeGoBanus K 3AaHUSIM U TOMEIICHUSM apX1Ba

2.11.1.1. ApxuB pa3MemaeTcst B CHEUAIBHO MOCTPOSHHOM(BIX) WM MPUCIOCOOIEHHOM(BIX)
JUISE  XpaHEHUS apXWBHBIX JOKYMEHTOB 3/aHUHU(SX) WIM OTACNbHBIX TMOMEIICHUSX 3IaHHs,
yAJIEHHOM(BIX)OT OMACHBIX B TMOKapPHOM OTHOIICHUH OOBEKTOB (HEPTEXpaHWIHUIA, OCH30KOJIOHKH,
ABTOCTOSHKM, TapaKd U T.N.) U MPOMBIIUICHHBIX OOBEKTOB, 3arps3HAIONIMX BO3AYX (arpecCUBHBIC
raspl, lIEMEHTHAs MbUIb U T.1L.). [IpUrogHOCTH MECTOPACHONOKEHUSI apXUBa ONPENEISIETCS C YUYETOM
3aKJIIOUEHUN CITyKObI MOKAPHOM OXpaHbl U CAaHAMUIEMCTAHIIMH O CTETICHU 3arPSI3HEHHOCTH BO3AyXa.

CTpouTenbcTBO M PEKOHCTPYKLMS 3/aHUs apXuBa IPOU3BOJATCS B COOTBETCTBHM C
HOPMAaTUBHBIMH TIPABOBBIMH aKTaMH, COAEpXKAIIUMU TpeOOBaHUS K OOBEKTaM TEXHUYECKOTO
peryIupoBaHus M NPOEKTHOM  JOKYMEHTallMEed, COrJIaCOBAaHHOM C  COOTBETCTBYIOLIUM
YHIOJTHOMOYEHHBIM OPTaHOM HCIIOJTHUTEIHHON BJIACTH B chepe apXHUBHOTO Jea.

3/1aHue apXyBa MPEACTABIAET COOOM KOMIUIEKC OCHOBHBIX M BCIOMOIATEIbHBIX NMOMELIEHUH,
MpeIHa3HAYEHHBIX JUIS BBIMONHEHUS 3a7ad apxXuBa IO XpaHEHHIO, 00pabOTKe, HCHOIB30BaHUIO
apXWBHBIX JIOKYMEHTOB M 3a7ad aJMHHHCTPATHBHO-XO3SHCTBEHHOTO, TEXHUYECKOTO, OBITOBOTO
XapakTepa, 0TB€4aTh TPeOOBAHUSAM PallMOHATFHON MJIAaHUPOBKU MOMEILICHUH.

CocraB, pacnojio)keHue, O00OpyIOBaHME IOMEUIEHUH OCHOBHOIO HA3HAYEHUS JIOJKHBI
obecrneunBaTh COXPAaHHOCTh apPXUBHBIX JOKYMEHTOB Ha BCEX y4acTKaxX paOOThl C HUMH, COOITIOJCHHE
TpeOOBaHUIl TEXHOJOTUU pabOT, OXpaHbl Tpyda, TEXHUKH O€30MaCHOCTH M IPOU3BOJCTBEHHOU
CaHWUTapUH, a TaKXKe palMOHAJIbHOE B3aMMOJCICTBUE mMoJpa3ieiaeHuil apxuBa. K mnomeieHusm
OCHOBHOT'O Ha3HaUY€HUsI OTHOCSTCS:

- APXUBOXPAHUIIUIIA;

- paboune nomenieHus paboOTHUKOB apXHBa;

- IOMEILIEHUS JIJIsl IpreMa U BPEMEHHOTO XPaHEHU s, aKKJIMMaTU3aLNKI APXUBHBIX TOKYMEHTOB;

- MOMEIICHUS JJ1s1 M3OJISIHH, 1e3UH(EKINN 1 JIe3UHCEKIINY TTOPAKEHHBIX apXUBHBIX JOKYMEHTOB;

- IOMENICHUS JUIs 00ECTIbUIMBAHUS, TIEPETITIETa U PECTaBpAIlUU ApXUBHBIX TOKYMEHTOB;

- TIOMEILEHHUs Il KONHPOBAHMWA M PECTaBpallUd AaApXMBHBIX JOKYMEHTOB (MHUKpO-, KCEpO-,
¢doTokonupoBanus, ¢GoTopecTaBpail M T.N.), OOpaOOTKM TUIEHKH W TPOBEACHHUS TEXHUYECKOTO
KOHTPOJISI ayAMOBU3YaJIbHBIX IOKYyMEHTOB;

- IOMEILEHHUS ISl XPAHEHUs YYETHBIX JOKYMEHTOB;

- KOMIUIEKC YHMTaJIbHOTO 3ajla (C y4yacTKaMM BBIJQYM JEN M CIPABOYHO-TIOMCKOBBIX CPEJCTB,
BPEMEHHBIM XPaHWIUIIEM);

- Hay4YHO-CTIpaBOYHasi OMOIMOTEKa;

- METOIUYCCKUH KaOUHET;

- BBICTABOYHBIM 3aJI.

Pa3memienue apxuBa B TMPUCHOCOOJIEHHBIX 3/1aHUSAX UM TOMEIIEHUSX MPOU3BOAUTCS B
YCTAaHOBJIEHHOM MOPAJKE IOCJIE MPOBEAEHUS UX 3KCIEPTU3bl. DKCIIEPTH3a YCTAHABIMBAET CTEIECHb
OTHECTOMKOCTH 3JaHMS, JOJTOBEYHOCTh €r0 OCHOBHBIX KOHCTPYKHIHMA M TPOYHOCTh MENKITAXKHBIX
MEPEKPHITUIl ¢ YUYETOM NOTEHUUAIbHBIX HArpy30K, COCTOSHUE IMOMELICHMH 34aHUs (II03Ta)HBIX,
MO/IBAJIbHBIX, YEpJayHbIX), HAJIWYHME W COCTOSIHHUE OTOMUTENIbHBIX U BEHTUJISIUMOHHBIX CHCTEM.
OKcnepTuza NPOBOAMUTCA IPEICTAaBUTENSIMM apXHBa, IOKApHBIX, OXPaHHBIX, CTPOUTENIBHBIX,
CaHUTAPHO-3MUJAEMHUONIOTHUECKUX U JAPYTUX CHenuanbHbiX ciyx0. [lo wuroram skcmepTussl
COCTaBJISIETCS aKT.

He nonyckaercs pa3MmelleHre apXuBa B BETXUX CTPOEHUSX, AEPEBSIHHBIX IOCTPOUKAX, 3AaHUAX
C CBIPBIMU OCHOBHBIMH, I10JIBaJIbHBIMHU, YEPAAUHBIMH [TOMEILIEHUSMH, [IEUHBIM OTOIIJIEHUEM.

[IpenHazHaueHHble Ui XpPaHEHUS ApXUBHBIX JOKYMEHTOB MOMEILIEHUS B MPHUCIIOCOOICHHBIX
3MAQHUSIX JIOJDKHBI OBITh M30JIMPOBAaHBl OT OCTAJbHBIX MOMelIeHWH 3aanus. He momyckaercs
pa3MelieHle apXUBHBIX JOKYMEHTOB B NMOMEIIEHUSX 3JaHUS, 3aHITOrO CIy»KOamMH OOIIECTBEHHOTO




MUTaHMUs, THUILEBBIMU CKJIaJaMM, OPraHU3alUsMH, XPaHALIMMH I0YKapOOMACHBIE U arpecCUBHBIC
BEILIECTBA UM MPUMEHSIOUIMMHU OXKAapOONacHbIe U XUMUYECKHUE TEXHOJIOTHH.
TpeboBaHus K apXMBOXPAHUIIUIILY

2.11.1.2. ApXMBOXpaHWJIMILE JOJDKHO OBITh MAaKCHUMAallbHO YyAaJeHO OT Ja0opaTOpHBIX,
IIPOU3BOJICTBEHHBIX, OBITOBBIX MOMEIEHUN apXyWBa M HE HMMETh OOIIMX C HUMHU BEHTHJISLIMOHHBIX
KaHaJIOB. APXHMBOXPAHWIMILE OTAEISIETCS OT COCEHUX MOMEIICHUH apXKWBa HECTOPaeMbIMH CTEHAMHU
U TNEpEeKphITUSIMU C NpEelelaMHu OrHECTOMKOCTH HE MEHee IBYX 4acoB. B apxuBoxpaHuiuiie He
JIOMyCKAeTCsl MpPOKJIaJka TpyO BOJOCHAOXKEHMsS M KaHAJTU3alUMM, TEXHOJIOTMYECKUE WM OBbITOBBIE
BBIBOJIBI BOJIBI.

[Ipy  OpPOEKTHPOBAHMM  pa3MEIIEHUS  apXMBOXpPAHWJIMIA B  CHELHATBLHOM MU
MPUCTIOCOOJICHHOM 3[aHWW TPEANOoYTeHUE (MPH PaBHBIX TEIUIOBBIX XapaKTEPUCTHKAX) OTHACTCS
MIOMEUICHUSIM C CEBEPHOI OpHeHTalnel OKOH.

Matepuansl MOKPBITUS CTEH, IOJIOB, MOTOJKOB, BHYTPEHHEH apMarypbl apXHWBOXpPaHWIMILA,
IIPUMEHSIEMbIE TPU M3TOTOBJICHUU OOOPYIOBAaHUS M CPEJICTB XPAHEHUS apXMBHBIX JOKYMEHTOB, HE
JIOJKHBI COOMPATH MBLTb, OBITH €€ HCTOYHHKOM HITH BBIJCIISTh arPECCUBHBIC XUMHUECKUE BEIIECTBA.

ApPXUBOXpaHWIMIIE JODKHO MMETh €CTECTBEHHYI0 WIM HCKYCCTBEHHYIO BEHTUIIALHUIO.
CucreMbl KOHAMLIMOHUPOBAHUS JIOJDKHBI OOECHEYMBATH PELUPKYJALHIO BO3AyXa C KPaTHOCTHIO
oOmeHa 2-3, cTaOUIBHOCTh TEMIEpPaTypPHO-BIAXKHOCTHOTO PEXHMA, OYUCTKY BO3AyXa OT MbUIM U
arpeccCUBHBIX IIpUMEcEH, a TaKXKe OTBeYaTb COBPEMEHHBIM TpeOOBaHUSAM KOMIAKTHOCTU U
SKOHOMHYHOCTH.

BbicoTa apXMBOXpaHWIWIIA 3aBUCUT OT TEXHOJIOTMYECKOTO OOOPYAOBaHUS, MPUHSATOTO IS
XpaHEHUs apXUBHBIX JOKYMEHTOB, HO HE MEHee 2,25 M J0 HM3a BBICTYNAIOIUX KOHCTPYKLUUH U, KaK
MIpaBWJIO, HE BhIIIE 4 M.

ApPXUBOXpaHWINILIE JOKHO UMETh Y100HBIE BBIXO/IbI K JTU(TAM U JECTHUYHBIM KIETKaM.

He momyckaercst xpaneHue (OHO-, BHIEO- M DIIEKTPOHHBIX JTOKYMEHTOB HA HOCHUTEISX C
MarHuTHBIM pabOuuM CJI0€M B apXMBOXPAHMJIMILE C NMAapa3UTHBIMU MOCTOSHHBIMU WM MEPEMEHHBIMU
MarHUTHBIMH TIOJISIMU HaIIPsDKEHHOCTHIO Ooree 400 a/M.

ApXUBOXpaHWIMIIE AapXMBHBIX JIOKYMEHTOB Ha HHUTPOOCHOBE (OHacHO#, roproyeii)
TEPPUTOPUAIBHO OTAENSAETCS U U30JIMPYETCs OT JPYruX apxuBoxXpaHwiuil. B HikHel 30HE
apXMBOXPAHWIHUILA APXUBHBIX JOKYMEHTOB Ha HHUTPOOCHOBE NpPEIyCMaTpUBAETCs JOMOJHUTENIbHAS
BBITSDKKA BO3/1yXa.

HopMaTtuBHBIE peXMMbI XpaHEHHS APXUBHBIX JOKYMEHTOB.
Ilpomuesonoowcapmsiii pexcum

2.11.2.1. TIpoTuBomoXKapHbIi pEeKUM B 3HaHUM(SX), TAEC pa3MelaeTcs apXuB, U B
apXMBOXpPaHWINIIAX PErJIAMEHTUPYETCS COOTBETCTBYIOIIMMHU HOPMATHBHBIMHU IPAaBOBBIMHU aKTaMU
Poccuiickoit deneparuu B 00J1aCTH TTOKAPHOI 6€30MaCHOCTH.

OxpanHulil pesxicum

2.11.2.2. OxpaHHBII peXUM apxXuBa O0CCIICUMBAETCS KOMIUIEKCOM MeEp IO O00eCIeUeHHUIO
WH)XEHEPHO-TEXHUYECKOH YKPEIUIEHHOCTH, 000PYIOBAHUIO 31aHNUs (IOMEIICHNUS) apXUBa CPEACTBAMU
OXpaHHOW CHUTHaJW3allMM, OpraHu3aluu IOocTa(0OB) OXpaHbl, OMNEYaTHIBAHUIO ITOMELICHUH,
COOJIIOJICHUIO BHYTPUOOBEKTOBOTO M TPOITYCKHOTO PEXHMOB, XPAaHEHUIO KIIOYEH OT CIyKeOHBIX
HOMEIIEHUH.

TpeboBaHus K apXMBOXpPAHWIUILAM W JPYT'MM IOMELICHUSIM apXHBa, B KOTOPBIX XPAaHSATCS
CEKPETHBIE apXMBHbBIE JIOKYMEHTBI M IPOBOAATCA PAaOOThl ¢ HUMM, YCTAHOBJIEHBI HOPMAaTHUBHBIMHU
MIPaBOBBIMU JIOKyMEHTaMH 10 00eCIIeUeHUI0 pexXuMa cekpeTHOCTH B Poccuiickoit @enepanuu.

Opranu3anus OXpaHbl apxuBa OCYIIECTBISETCS B COOTBETCTBUHM C TpeOOBAHUAMU
3aKOHOJATEIbHbIX W HMHBIX HOPMAaTHBHBIX IIPABOBBIX akTOB Pocculiickon @exepauuu, a Takxke
WHcTpyKIny 0 MOpsiAKE OCYIIECTBICHUS OXPaHbl apXUBa, COTJIACOBAHHON B YCTaHOBJIICHHOM IIOPSIZIKE
C OCYLIECTBJISIOLIMM OXpaHy apXuBa IMOAPA3JCICHUEM U COOTBETCTBYIOIIMM OPraHOM BHYTPEHHMX
nen Poccuiickoi @enepanu.

OxpaHa apxuBa OCYLIECTBJIIETCS Ha OCHOBAaHHMU JOTOBOpa MEXIy apXUBOM W
COOTBETCTBYIOLIUM IOAPA3ACICHUEM OXPaHbl, B KOTOPOM MpeayCcMaTpUBAIOTCs 00543aTeNbCTBA CTOPOH
10  OXpaHe  apxuBa, COOJIOJCHUIO  BHYTPUOOBEKTOBOIO W  MPOIMYCKHOTO  PEKUMOB,
IIPEeyCMaTPUBAIOIINX, B TOM YHUCIIE IJOCMOTPOBBIE MepomnpusaTus. [lepedyeHp momemeHui apxusa,




000OpyAyeMBIX CpEJCTBAMH OXpPAaHHOW CUTHAJIU3alUU, I[PUMEHSEMbIE HWHKXEHEPHO-TEXHUUYECKHE
CpeACcTBa, BUJI, YCIOBUSL OXPaHbl U IUCIOKALKS TOCTOB OMPEAEISAIOTCS YCIOBUSAMHU JI0TOBOPA. UCXOAS
W3 TIPUHIWIOB HAJEKHOCTH W DIKOHOMHYECKOW OOOCHOBAaHHOCTH Tapu(]oOB, a TaKkKe C y4eTOM
MOJIOKEHUH MEXBEJIOMCTBEHHOTO aKTa 00CJIeIOBaHMsI apXHBa U TPeOOBaHU HOPMATUBHBIX TIPABOBBIX
aktoB MB/I Poccumn.

OO0s3aTeNnbHOMY OCHAIICHUIO CPEACTBAMHM OXpPAaHHOW CHUTHANM3allMd U OINEYaThIBAHUIO
MOAJICKAT APXUBOXPAHUJIUINA M IOMEIIEHHUS, B KOTOPBIX IOCTOSHHO WJIM BPEMEHHO XpaHSTCA
apXMUBHbBIE IOKYMEHTBI, a TAKKE MaTEpUaJIbHbIEC LICHHOCTH, aBAPUIHBIE U 3aI1aCHBIC BBIXOJIbI U3 3/1aHUS
apxuBa, OCHOBHOW BXOJI IPU OTCYTCTBUU KPYIJIOCYTOUYHOT'O TIOCTA OXPAHBI.

OneyaTbIBaHUIO TOMAJNIEXKAT METaTM4Yeckue MmKappl U celdbl, IAe BPEMEHHO XpaHSITCA
BBIJJAHHBIC U3 apXUBOXPAHUJIUIN APXUBHBIC JOKYMEHTHI, YUETHBIE TOKYMEHTHI U HAy4YHO-CITPAaBOYHBIN
amnmnapar, €clid OHU HaXOZATCS B HEONEYaThIBAEMbIX TOMEIICHUSIX.

ApXHUBOXpaHWINILA U JPYTHe MOMEIIEHHUS], TI€ OCTOSIHHO WM BPEMEHHO XPAHATCS apXUBHBIE
JOKYMEHTBI, OOOpYIyIOTCS JBEpPSIMH C TMOBBIIMICHHOW TEXHUYECKOW YKPEIUICHHOCThIO MPOTUB
BO3MOKHOT'O B3JIOMa, OCHAILIEHHBIMH 3aMKaMU MOBBIIIEHHON CEKPETHOCTH.

Bcee sx3eMmsipbl kirouel (3a HCKITIOYEHHEM OTHOCSIIMXCS K TMOMEIICHHSM, Ha KOTOpBIE
pacnpoCTpaHsIOTCA CHEUMaIbHble TPEeOOBAHUSA pEXUMa CEKPETHOCTH) YUWTBHIBAIOTCS B JKypHaje
pErucTpaluy KiIoueld K 3aMKaM TOMEIIEHUH apXuBa, BEACHHE KOTOPOrO MPUKA30M PYyKOBOAMTEIS
apxXuBa BO3J1araeTcsi Ha OTBETCTBEHHOE JIOJDKHOCTHOE JUI0. B ykazaHHOM »XypHaje oTmedaercs, y
KOT0 M3 pabOTHUKOB apXHBa UMEIOTCS KIIFOUU OT KaXKIOrO M3 MOMEIICHUHN, C paCIUCKO pabOoTHHKA B
MOJIyYEHUH IK3EMILIsIpa KIItoya.

Ko Bcem momenieHusiM apxuBa, OCHAIEHHBIM 3aMKaMH, JOJDKHO OBITh HE MEHEE JIBYX
KOMIUIEKTOB KJIIOUEH, OJJUH U3 KOTOPBIX MOCTOSHHO HAXOJUTCS B CIIyK0€ OXpaHbl apXHBa.

[Topsimox xpaHeHHs Kirouel B pabodee u Hepabouee BpeMms, MOMYUYCHHS KIIOUEH B CIyxOe
OXpaHBl, CAAYM KIIOYEH M TOMEIIEHUH IO OXpaHy yCTaHABJIMBACTCS MHCTPYKIUEH 00 OXpaHHOM
pexuMe apXuBa, YyTBEPKACHHOW B YCTAHOBJICHHOM MOPSIKE.

ApxuBOXpaHWIMILE B pabodee BpeMs, €Clid B HEM He pabOTaroT COTPYIHHUKH, JTOJKHO OBITh
3aKpbITO Ha Kmo4d. Kirounm oT apxuBoxpaHWiuIIa B pabodee BpeMsi HaxXOIATCS y 3aBEIYIOIIErO
apXUBOXPAHWINILIEM WJIH JIULA, €70 3aMEIAOIIETO.

B apxuBoxpaHWIuIle HWMEIOT TPaBO JOCTyNa 3aBeAyIOMUNA © pPaOOTHUKU JAHHOTO
apXMBOXpaHWINIIA, a TAKXKE PYKOBOAMUTEIb apXUBa U €r0 3aMECTUTENH, TJIaBHbIA XpaHUTEIh (DOHIOB.
Crnucok 7uI, UMEIONIMX TMpaBO JOCTYNa B apXUBOXpPAHWIHUIIE, OOHOBISEMBI TIO Mepe
HEOOXOIUMOCTH, JOJDKEH HaXOAMTbCd Ha TIOCTy oOXpaHbl. Bce papyrue paOOTHHKHM apXxuBa
JIOMYCKAIOTCS B ApXUBOXPAHWINIIE TOJBKO B COMPOBOXKICHUU 3aBEAYIONIET0 apXUBOXPAHWIHILEM WU
JMIa, €ro 3aMmemaroniero. MHele nuua OOMycKaloTcs B apXUBOXPAHWIIMILE B MCKIIIOUUTENBHBIX
CIy4yasx TOJNBKO II0 IHCbMEHHOMY pa3pelIeHUI0 PYKOBOJACTBA apXWBa M B CONPOBOXKIACHUHU
3aBEYIOUIET0 APXUBOXPAHUIIUILEM WIIH JIMIIA, €r0 3aMELIAaIOIIETO.

BelHOC W3 apxuBa apXMBHBIX JOKYMEHTOB, MAaT€pHUAJbHBIX LEHHOCTEH M KHHUI HAay4YHO-
CIpaBOYHOW OMONMOTEKH, a TaKKe Hay4YHO-CIPABOYHOTO ammapara pa3pemaeTcss TOIbKO TI0
CIELMAaJIbHBIM IPOITyCKaM, BbIJABAEMbIM B YCTAHOBJIEHHOM MOPSAIKE.

TemnepaTypHO-BJIa)KHOCTHBIN PEKUM

2.11.2.3. B apxuBOXpaHWIHIIE apXUBHBIX TOKYMEHTOB Ha OyMaKHOH OCHOBE, 000pY0BaHHOM
CUCTEMaMHM KOHJIMLIMOHUPOBAHUS BO3[yXa, NOAJEPKUBACTCS HOPMATHBHBIM  TeMIlepaTypHO-
BJIAYKHOCTHBINA pexuM: Temieparypa 17-19°C, oTHOocHuTeNnbHAS BIa)KHOCTB Bo3ayxa 50-55%.

TemnepaTypHO-BIIaXKHOCTHBIC napaMeTphl BO3TyXa IS JIOJITOBPEMEHHOTO XpaHeHUs
ay,[[I/IOBI/ISyaJIBHLIX nu BHGKTpOHHBIX ,Z[OKYMGHTOB JOJIP)KHBI COOTBETCTBOBATH HOpMaM, HpI/IBCI[eHHBIM B
Ta0JIHIIE:

Bun noxymenra Temmneparypa, °C OTHOCHUT. BIIaXKHOCTb BO31yXa, %o
JIOKyMEHTBI Ha KHHOIUIEHKE:
yepHO-OeTbIe I[BETHBIE yepHO-Oebie L[BETHBIE
HUTPOOCHOBA He Bpie +10 HE BBILIE -5 40-50 40-50

Oe3ormacHas He BeIme +15 HE BBIIIIE -5 40-50 40-50



OCHOBAa

(OTOIOKYMEHTHI:
CTEKJIO He BbIlIe +15 HE BBIIIIE -5 40-50 40-50
IUICHKA He BeIIIe +15 HE BBIIIE -5 40-50 40-50
¢dorobymara He BbIIIE +15 HE BBIIIE -5 40-50 40-50
JIOKYMEHTBI Ha +8 - +18 45-65
MAarguTHOM JIEHTE
H JIIMCKOBBIX
HOCHUTEIIIX

CBETOBOM pexUM

2.11.2.4. XpaHeHue apXUBHBIX JOKYMEHTOB OCYILECTBISIETCSI B TEMHOTE. JTO 00ecreunBaeTcs
XpaHEeHHEM AapXHUBHBIX JOKYMEHTOB B Ieperierax, IMamkax, KopoOkax, Ikadax, Ha cTejuiaxax
3aKpBITOTO THUIIA, & TAK)KE COOIIIOCHUEM YCTAaHOBIEHHOTO CBETOBOTO PEKUMA.

OcsgellieHe B apXUBOXPAHWIMILE MOXKET ObITh €CTECTBEHHBIM MJIM UCKYCCTBEHHBIM; apXUBHbBIE
JOKYMEHTbl MOTYT pa3MeIlaTbCs B IMOMEIIEHUAX C OKHaMM uian 0e3 OkoH. Pa3menienue
apXMBOXPAHWIHUILA B IMOMELICHUAX 0€3 OKOH JOMyCKaeTcs MpH HAJUYUU B HEM HCKYCCTBEHHOM WU
€CTECTBEHHOM BEHTWJIALIMU BO3/yXa C YCTAHOBJIECHHON KPATHOCTBIO BO3TyX000OMEHa.

EcTecTBEHHOE OCBEIIEHWE B APXMBOXPAHWIMILE JAOIYCKAETCS PACCESHHBIM CBETOM IIPH
YCIIOBUM IPUMEHEHUS Ha OKHAaX CBETOPACCEUBATENIEH, aBTOMATHYECKUX PEryJATOPOB CBETOBOTO
MOTOKa (CHEIMATIBHBIX CTEKOJ), 3alUTHBIX (QHUIBTPOB, XKaJIIO3H, IITOP, HAHECEHHBIX Ha CTEKJIO
ITOKPBITHH U T.II.

JIJ11 MICKYCCTBEHHOTO OCBEILEHUSI B apXWBOXPAHWIMILE IPUMEHSIOTCS JIAaMIIbl HAKAJIMBAHUS B
3aKpBITBIX  TIAdOHAX C TIAAKOH HApPY)KHOW TIOBEPXHOCTHIO. Jlomyckaercs mTpUMEHEHHE
JIOMUHECIICHTHBIX JIaMII ¢ Ype3aHHbIM yibTpaduoneToBsiM yuacTkoM crektpa tumna JIb, JIXb, JITh.
YpOoBEHb OCBEHIEHHOCTH B AMANa30HE BUIMMOIO CIIEKTPA HE JIOJKEH IPEBBIIATh: HA BEPTUKAIBHON
MOBEPXHOCTH CTeIlJIaka Ha BeIcoTe 1 M oT mona - 20-50 5k, Ha padouux cronax - 100 nk.

3amuTa apXUBHBIX JOKYMEHTOB OT pa3pylIaloOIIero JeHCTBUS  €CTECTBEHHOIO H
HCKYCCTBEHHOI'O CBETa OCYIIECTBISETCS BO BCEX MOMELICHHUSX apXHBa MpH JIIOOBIX BUAAX pabOTHI €
apXUBHBIMH TOKYMEHTaMHU.

CaHUTapHO-TUTMEHUYECKUN PEeXUM

2.11.2.5. ApxruBOXpaHWINIIA U JPyTrUe MOMELICHNUS apX1Ba COJIEPIKATCS B UNCTOTE U MOPSIJIKE,
HCKJIIOYAIOLIEM BO3MOXKHOCTbH MOSIBICHUS] HACEKOMBIX, TPBI3YHOB, TJIECEHU U NbLIH.

B apxuBoxpaHuiuiie NpoBOASITCS CUCTEMAaTUYECKas BlIaykHasi yOOpKa, HE peXe OJTHOro pas3a B
roj oOecnbUIMBaHME IbUIECOCAMH CTeIaXel, IKadoB, CpeACTB XpaHEHHs (KOpPOOOK, Marok,
ynakoBoOK). [Ipu 3TOM IOKOJbHBIE YACTH CTEJIa)KEW, IMOJIbI, TUIMHTYChI, NOJOKOHHUKU MPOTUPAIOT
BOJIHBIMU PAaCTBOPaMH aHTHCENTHKOB.

B apxuBoxpaHuiuiie 3amnpeniaercs npeObIBaHUe B BEPXHEH 0/1eXk/1e, MOKPOH U I'psA3HOI 00yBH,
XpaHEeHHE JIIOOBIX TOCTOPOHHUX NPEIMETOB, HCII0JIb30BaHUE MUILEBBIX MPOIYKTOB, a TAKXKE KypEHHE.

B apxuBoxpanwiuiie oOecneunBacTcs CBOOOAHAS IMPKYJSALUS BO31yXa, HMCKIIOYAIONIAs
o0pa3oBaHNe HENPOBETPUBAEMBIX 30H YCTOWYMBOrO MHUKpokiaumara. He nomyckaercs paszmerieHue
apXMBHBIX JOKYMEHTOB Ha MOJY, I0OJIOKOHHUKAX, B HEPAa300paHHbIX KUTIaX.

OxHa B NOMEIIECHUAX apXUBA, OTKPBIBAIOLINECS B TEIUIOE BpPeMs IO/, 3alIUIIAI0TCS CETKaMU C
araMeTpoM stueek He Oosee 0,5 MM. 3alIMTHBIMU CeTKaMH OOOpYIYIOTCS TakKe BEHTHIISLMOHHBIC
OTBEPCTUS B CTEHAX, MOTOJKAaX, MOJIaX apXMBOXPAHWIMUILA, HAPY>KHbIE OTBEPCTUS BEHTHJIALIMOHHBIX
CHUCTEM.

C nenpro 0OHAPYKEHUSI HACEKOMBIX U TUIECHEBBIX TPHOOB apXUBHBIE JOKYMEHTHI (BBIOOPOYHO)
U TIOMELIEHUS apXUBOXPAHUIIMIL JBA pa3a B roJ (B HayaJle U MO0 OKOHYAaHUHM OTONUTEIBHOIO CE30HA)
MOJIBEPraroTcsi  00sA3aTeNbHOMY JHTOMOJIOTMYECKOMY UM MHKOJIOrMYeckoMy ocMmoTpy. Ilpum
oOHapy>keHHMH OWOJIOTUUECKUX BpEAUTETICH NPUHUMAIOTCS HEMEIUIGHHbIE MeEpbl 1Mo 00paboTke
apXMBHBIX JOKYMEHTOB, CPEJICTB XPAaHEHHsI, ApXUBOXPAHUIIUIIL.

Jlnist mpoBeIeHHsI CAHUTAPHO-TUTHEHUYECKUX padoT IUIaHUPYIOTCSI CAHUTAPHbIE THH.
O6opy10BaHNE apXUBOXPAHUIIMIIA CPEJICTBAMU XPAHEHHUS

2.11.3.  ApxuBoxpaHwiuiie  oOOpyIyeTcsi  CTallMOHAPHBIMU WM  TEepEABHKHBIMHU

METAJUIMYECKUMH  cTelakaMu. JlomyckaeTcst SKCIUTyaTalusi CyLIECTBYIOIIMX —CTallMOHAPHBIX




NEPEBSIHHBIX CTEIUIAKEH, HAXOMANUXCS B HOPMAIBHOM CaHUTApHO-OMOJIOTHYECKOM COCTOSHUU H
00pabOTaHHBIX OTHE3AIIUTHBIMU COCTaBaMHU. B apXHWBOXpaHWIHIIE ¢ HOPMATHUBHBIM TeMIIEpaTypHO-
BJIQYKHOCTHBIM PEKHUMOM JIOTYCKAETCS NMPUMEHECHUE TEPEIBHIKHBIX METaUIMYECKUX CTeuiaxeil. B
KauecTBE BCIOMOTATENbHOTO WM  CHEIHAIbHOTO  OOOpYIOBAaHUS  MOTYT  HCIIOJIb30BAThCA
MeTaJuTMdeckne MmKapel, ceidpl, MKa]bI-CTEIAXKN, a TaKKe CTAMOHAPHBIE OTCEKU-OOKCHI C
METAJTHYECKUMU TEPErOPOIKaMHU U MOJIKAMHU.

KHHOTOKYMEHTBI, PYJOHHBIE MHUKPO(PWIBMBI XPAHATCS B TOPU30HTAIBHOM ITOJIOKCHHH B
METAJTHYECKNX WU TJIACTUKOBBIX KOpOOKaxX Ha cTelutakax Tuma "ejouka' nubo Ha CTallMOHAPHBIX
creaxax. KUHOZOKyMEHTHI Ha HETOpIOYEd TPUALETATHOM OCHOBE XpAHATCA B HEIJIOTHO
3aKPBIBAIOIIUXCS METAIUTUYECKUX WM TUIACTUKOBBIX C OTBEPCTHAMH KOpOOKax AJisl MpeJoTBpAIICHUS
CKaITMBaHUS BHYTPH KOPOOKH IMapOB YKCYCHOW KHUCIIOTHI, BBIICIIIEMbIX OCHOBOW KMHOIIJICHKH.

BuneonokyMeHThI XpaHATCs B BEPTUKAIBLHOM IMOJIOKEHUH B 3aBOJICKOH YIIaKOBKeE.

He nmomyckaeTcsi XpaHEHHWE apXUBHBIX JOKYMEHTOB Ha HOCHUTEISIX C MAarHUTHBIM pPabovnM
cinoeM Ha (EeppOMarHUTHBIX METAUIMYECKUX CTeJUIaKaxX; CTajbHble CTEIUIaKH MOTYT OBITh
WCIIOJIb30BAaHbI B MCKITFOUUTEIBHBIX CIyYasX, TOJBKO TPU YCIOBHH Pa3MarHUYMBAHHS W 3aMBIKAHHS
KOHTYpOB cTeaxa (COeIUHEHHE METANTMYECKUX 4YacTel cTesuiaxa »dJIeKTPONPOBOJAOM M UX
3¢ (heKTHBHOE 3a3eMIICHUE).

B apxuBoxpaHWIHIIE C €CTECTBEHHBIM OCBEIICHHWEM CTEIUIaKU M MIKadbl OTKPHITOrO THIA
YCTaHABIIMBAIOTCS MEPIICHIUKYJIISIPHO CTEHAM C OKOHHBIMH TIpoeMaMu. B apxuBoxpanwmiie 6e3 OKOH
CTeIIa)KU M IMIKa(bl yCTAaHABIMBAIOTCA C YYETOM OCOOEHHOCTEH TMOMEIIEHHUs, KOHCTPYKIUU
00OpyIOBaHUSI M HOpPM €ro pasMmemnieHus. He momyckaercss pa3melieHue CTejutaxei, mkadoB U
JIpyroro oOOpYyHOBaHUS ISl XPaHEHUS AapXUBHBIX JTOKYMEHTOB BIUIOTHYIO K Hapy»XHbIM CTEHAM
3/1aHUS ¥ K UICTOYHHUKAM TeIlIa.

CranuoHapHble CTEJUIaXHU U IIKa(bl yCTAaHABIMBAIOTCA B aPXUBOXPAHUWIHINAX C COOTIOACHUEM
CIICAYIOUINX HOPM:

- paccTosIHUE MEX]y psAaaMu cTeutaxel (raBHbIN npoxon) - 120 cm;

- pacctosinue (TTPOX0/1) MEXAY CTEIUTaKaMH - 75 CM;

- paccTosIHUE MEX]Ty Hapy>KHOM CTEHOM 3/1aHUA U CTellIaKaMu, apajuieIbHbIMU CTEHE - 75 cMm;

- pacCTOSIHAE MEX]Ty CTCHOM M TOPIIOM cTeJuTaXka wiu Imkada (06xoxn) - 45 cM;

- paccTosiHMe MEeXAy MOJIOM M HIDKHEH MOJKOo# cremnaxa (mkada) - He MeHee 15 ¢M, B I[OKOJIBHBIX
JTaxkax - He MeHee 30 cM.

Paccrostnust (mpoxonbl) amsi 000pyAOBaHUS C BBIABMKHBIMU SIIIUKAMU PACCUUTHIBAIOTCS IO
CHEIMAILHBIM HOPMaM C yYETOM THUIIOpa3Mepa 000pyT0BaHUS.

ApXUBHBIE JOKyMEHTHI Ha OyMa)XHOH OCHOBE pa3MeEIIaloTcs Ha CTEIUIaXKaX, B METAJUIMYECKUX
mkadax TOPU30HTAIBLHO WM BEPTHKAIBHO B KOPOOKAX HITU IPYTHX MEPBHYHBIX CPEACTBAX XPAHCHHUS
(mamkax, ¢yTispax u T.I.).

Kaxxgas equHuIa XpaHEeHUs ayTMOBU3YAIbHOTO WU 3JIEKTPOHHOTO TOKYMEHTA YKJIabIBACTCS
B HErepMETHUYHYIO0 MHIWBHUIYalbHYIO YMAaKoBKY. [Ipu 3TOM [1OMKHO OBITH HCKIIOYEHO CBOOOJHOE
MepeMeIIeHUE apXUBHOTO TOKYMEHTA BHYTPH YIIAKOBKH.

Opranuzaiys XpaHeHusl apXUBHBIX JIOKYMEHTOB B apXHWBOXPAHUJIHIIE

2.11.4. Opranuzanus XpaHEHUs apXUBHBIX JOKYMEHTOB B apXMBOXPAaHWIMILE - CUCTEMA
MEpPOIPUATHH, BKIIOYAOIIas palloHaIbHOE pa3MEIICHHE apXHUBHBIX JTOKYMEHTOB, KOHTPOJIb 3a UX
IBUKCHHEM W (PU3UYECKUM COCTOSIHHEM, KOIHMPOBAHHE APXHUBHBIX JTOKYMEHTOB C LIEIbIO CO3TAHUS
cTpaxoBoro ¢GoHma u (oHIA TMOITH30BAHUS, BOCCTAHOBJICHHE (PECTaBpAIMIO) MEPBOHAYAIBHBIX WU
OJIM3KUX K MEePBOHAYATHHBIM CBOWCTB U BHEIIHUX MPHU3HAKOB aPXUBHBIX JOKYMEHTOB, MOJABEPTIINXCS
MTOBPEXKACHUIO JTMO0 pa3pyIICHUIO.

Oo6mue TpeOoBaHMsI K pa3MENIEHUI0 aPXUBHBIX JOKYMEHTOB

2.11.4.1. ApxuBHBIE JOKYMEHTHl B apXUBOXPAHWIMIIE pPACIOJIATalOTCA B  MOPSAJIKE,
00ecrevYnBaroIIeM X KOMIUIEKCHBIE YUeT U XpaHeHHE, a TAK)Ke ONePATUBHBIN IMOUCK.

[Topsimok pacmoyioKeHus: apXUBHBIX (DOHIOB B apXWBE OMNpPEACISICTCS IUIAHOM (CXEMOM) WX
pasMelieHus, yTBEPXKAAEMBIM pyKOBoguTeleM apxuBa. [lmaH (cxema) mpeaycMaTpuBacT
pacnpeneneHue apXuUBHBIX (OHIIOB MO apXUBOXPAHWIUILY, C YKa3aHHEM IPH HEOOXOAUMOCTH HX
HOMEPOB MO KaXAOMY CTeIIaXy apxXxuBoxpaHwiuiia. [naH (cxema) HaXOIUTCS B TOJIpa3/IeICHUH,




OCYUIECTBIISIIOIIEM YYeT JIOKyMEHTOB apXuBa, WIM y pabOTHUKA, OTBETCTBEHHOTO 3a YYeT, a
COOTBETCTBYIOIIIUE €r0 Pa3Jebl - B ApXUBOXPAHUIIHILE.
PasmMernienre apXWBHBIX IOKYMEHTOB 000COOJICHHOTO XpaHEHHSI

2.11.4.1.1. OGocoOaeHHOMY XpAaHEHHIO TMOAJEKAT CIEAYIOUIME AapXUBHBIE JOKYMEHTBHI:
CEKpEeTHBIC; YHUKAJIbHBIC; HMEIONIHE B O(OPMIICHUH WM MPHIOKEHUH K HAM JIParoleHHBIE METaITBI
U KaMHH; Ha HUTPOOCHOBE; MOPaXEHHbIE OMOJIOIMYECKMMH BpPEIUTENAMH; MepelaHHbIe 110 10TOBOPY
Ha XpaHEHHE B apXUB M HE OTHECEHHBIE K cocTaBy ApxuBHOTO (poHma Poccuiickoit deneparum.

MecTo pacnonoxeHust M IUIOIIAJb, BblAEseMas JJIs pa3MELICHUs apXUBHBIX JOKYMEHTOB
000COOJICHHOTO XpaHEHHS, OIPEICIAIOTCS apXWBOM, HCXOAS W3 pPEaJTbHBIX BO3MOXHOCTEH U
NEPCIEKTUBHBIX 00BEMOB KOMIJICKTOBAHUS apXUBa.

Pa3menieHne CEKpeTHbIX apXMBHBIX JOKYMEHTOB OCYIIECTBISETCS B COOTBETCTBUU C
TpeOOBaHUSAMH HOPMATHUBHBIX JOKYMEHTOB IO OOECHEUeHHIO peKuMa CeKpeTHocTH B Poccuiickoit
denepanuu.

BpemeHHOEe COBMECTHOE XpaHEHHE CEKPETHBIX M PACCEKPEUYEHHBIX NNl B apXWBOXPAHWIMIIE
CEKPETHBIX ApPXMBHBIX JOKYMEHTOB JIOMYCKAE€TCAd B MCKIIOUUTEIbHBIX CIIydasX HOpU OTCYTCTBUU
CBOOOJHBIX IUIOMIAJCH Ul pa3MELIeHUs] PACCEKPEUCHHBIX €.

VYHUKanpHbIE JOKYMEHTBI M apXUBHBIE JIOKYMEHTHI, HUMEIONIME B OQOPMIICHUU WIIHU
MPUIIOKEHUN K HUM JParolieHHble METaIbl U KaMHHU, U3bIMAIOTCS U3 COCTAaBa apXUBHBIX (POHAOB U
noJyuiexar cerihoBoMy xpaHeHuto. Ha MecTo M3BSATOr0 apXMBHOTO JOKYMEHTAa BKJIQ/IBIBACTCS KapTa-
3aMeCTHUTENb U, TP HEOOXOAMMOCTH, KOTIUS apXUBHOT'O IOKYMEHTA.

AynuoBu3yanbHblE U 3JIEKTPOHHBIE JOKYMEHTBHI XpaHATCS B 000COOJIEHHBIX MOMEUICHUSX B
3aBHCUMOCTH OT HOPMATHBHBIX PEKUMOB XPaHEHUS IJIs1 UX HOCUTEJEH.

B ogHOM apXMBOXpaHWIMILE MOTYT pa3MELIaThCsl apXUBHBIE JTOKYMEHTHI Pa3HOrO BHJA, HO
TpeOyIole OAMHAKOBBIX PEKHMOB XpaHEHUs (HampuUMep, apXUBHbIE JOKYMEHThl Ha MarHUTHBIX
JEHTaX W JUCKOBBIX HOCHUTEISX C MAarHUTHBIM CJIOEM; apXHBHbIE JOKYMEHTbl Ha KHUHOIUIEHKE U
MUKPO(QOPMBI U JP.).

Pasmemenue ¢oHaa MoJb30BaHUs

2.11.4.1.2. ®oHA M0IB30BaHUS PA3MEIIAECTCS B 3aBUCUMOCTH OT BUJAa HOCUTEIISL KOTIUM.

Komuu donaa nmonp3zoBanus Ha OymMakHOUW OCHOBE (B TOM uucie (POTOKOMUM), KaK MPABHIIO,
XpaHATCS BMECTE C MOAJTMHHBIMU ApPXWBHBIMH JOKYMEHTaMH Ha OyMa)kKHOM OCHOBE Ha OTJENbHBIX
CTeIIaKax WU B MKadax B MOPSIKE HOMEPOB apXUBHBIX (DOHJIOB H JICI.

Komuu ¢onaa monp3oBaHus Ha TIEHOYHON OCHOBE Pa3MEIIAIOTCS B apXMBOXPAHWIMINAX C
HOPMAaTUBHBIMU JJII HUX PEKUMaMHU XPaHCHUS.

B kaxnapiii OrOKC BKIIQJBIBAECTCS OTPE30K IUICHKH, HA KOTOPOM OTCHATO OIHO AENO WJIH €ro
4yacTh. B mopsiike uckitoueHus mpu HeOOJIbIIOM 00bEeMeE Jieia B OJTHOM OTPE3KE MOKET HAXOJUTHCS HE
0oJiee TpexX CKOMMMPOBAHHBIX JIEIT.

Pa3menieHne y4eTHbIX IOKYMEHTOB

2.11.4.1.3. OcHoBHbIE (00s3aTeNbHbIC) U BCIIOMOTATENIbHbIE YUETHBIC TOKYMEHTBI apXHBa (CM.
m. 3.4.) pa3memnialoTcs B HM30JMPOBAHHOM ITOMEIICHUH WIM pabodeM IMOMEIIeHHH paboTHUKA(OB),
OTBETCTBEHHOT'O(bIX) 32 yUET IOKYMEHTOB apXHBa.

OcHOBHBIE U BCIOMOTAaTeJIbHbIE YYETHbIE JAOKYMEHTHl apXMBOXPAHWUJIUINA pPa3MELIAIOTCs B
apXMBOXPAHWIHUILE WK B pabodyeM NOMeIIeHUN paOOTHUKOB apXMBOXPaHUIIHILA.

OTBETCTBEHHBIMU 3a COXPAaHHOCTh W HCIOJB30BAaHUE YUYETHBIX JIOKYMEHTOB SBIISIOTCS
pabOTHUKH, OCYIIECTBISIONINE UX BEJICHHE B COOTBETCTBYIOLIEM CTPYKTYpHOM HOJpPA3JeICHUH U MO
apXUBY B LIEJIOM.

[TepBble HK3eMIUISIPBI OMUCEH e, TOKYMEHTOB pa3MEIIaloTCs B M30JIMPOBAHHOM MOMEIICHUHT
W pabodeM TMOMENIEHUU pabOTHUKA(OB), OTBETCTBEHHOTO(BIX) 3a YYET ITOKYMEHTOB apXuBa, C
00s13aTeNIbHBIM COOJIIOIGHUEM PEXHMOB XpPAaHEHHS, YCTAHOBJICHHBIX JUIS TOMJUHHBIX apPXUBHBIX
JIOKYMEHTOB Ha OyMaKHOI OCHOBe.

Bropele 3K3eMIULIpBl ONUCEH Jell, JOKYMEHTOB pPa3MEIIAlOTCs B HW30JMPOBAHHOW 30HE
apXUBOXpaHWIKIIA HA CTEJJIAXEe UM B IIKady.

TpeTbH SK3eMIUTSIPBI OHUCEH J1eT, JOKYMEHTOB Pa3MeNaloTCs B YUTAIBHOM 3alle.

Hopsanox HyMepaly NoMeneHuid apxusa, crejutakei, mkagos, MOJIOK.




Benenue Tonorpadmuieckux ykazarenei

2.11.4.2. Bce momenieHusi apxuBa (30aHUS, STaXH, SPYChl, apXUBOXPAHWINIIA, KOMHATHI), a
TaKXKe CTEIUTAXH, CEH(BI, Ka(DbI U TIOJIKH HyMEPYIOTCS.

B kax710M OTAETbHOM MOMEIIEHUH CTEIaXH U IIKA(bl HyMEPYIOTCS CaMOCTOSITENbHO ClieBa
Hanpaso oT Bxoja. [Tomku Ha cTemakax u B mkadax HyMEpYIOTCS CBEpXy BHH3 CJIEBa HAIPaBO.

B nensix 3akpemsieHust MecTa XpaHeHUs U IIOUCKA apXUBHBIX JIOKYMEHTOB B apXHWBOXPAHMIMILE
COCTaBJISIIOTCS TO(OHIOBBIE M MOCTE/UIAXKHBIE Tomorpaduyeckue ykaszarenu. Tomnorpadudeckne
yKa3aTelld COCTaBISIOTCS B KApTOYHOM MM JHUCTOBOM ¢opMe B HEOOXOAMMOM KOJIMYECTBE
9K3EMILISIPOB.

Kaptouka nmodoH10BOr0 TONOrpauuyeckoro ykasareisl COCTaBISETCS OTIEIbHO Ha KaXJbli
apX¥WBHBIN (DOHI; ST KapTOYKH PACIOJIAraloTCs B TMOPSIKE HOMEPOB apXMBHBIX (oHIOB. Kaprouka
MOCTEJJIA)KHOTO TOMOTpaUUECKOro ykaszaTessl COCTaBISeTCS Ha KaXKAbIM CTeNIaX; 3TH KapTOUKU
pacronararorcsi IO MOpPSIKYy HOMEPOB CTEIaKell B Tpenenax OTAeabHOro mnomenieHus. OnuH
9K3EMILIAP TOmOorpaUuecKux ykKazarenel XpaHUTCs y paOOTHHKA(OB), OTBETCTBEHHOTO(bIX) 3a Y4eT
JTOKYMEHTOB apXHBa, BTOPOH - B apXUBOXPaHHIIHIIIE.

Benenue tonorpaguueckux ykasarenaed MOXKET OCYLIECTBIAThCA Ha OyMa)KHOM HOCHUTENE WU
B aBTOMATH3UPOBAHHOM PEKHUME B COOTBETCTBHHU C YCTAHOBIEHHBIMU PEKBU3UTAMH.

V3MeHeHMs B pPa3MELICHUM apXHUBHBIX JOKYMEHTOB CBOEBPEMEHHO OTPaXKalOTCs BO BCEX
SK3EMIUIIpax TOmorpauyeckux yKa3zaTellel, a Takke B IulaHe (CXeMe) pa3MEUICHHs apXHBHBIX
(boHIO0B.

OdopmiteHre IPIIBIKOB HA MIEPBUYHBIX CPEJICTBAX XPAHCHHUS apXHUBHBIX JIOKYMEHTOB

2.11.4.3. Kaxxgoe nmepBUYHOE CPEICTBO XPAaHEHHsI apXUBHBIX JOKYMEHTOB (KOpoOKa, Mamka u
T.JI.) CHa0>KaeTcCsl SIPIBIKOM, Ha KOTOPOM YKa3bIBAIOTCS Ha3BaHWE W HOMEp apXUBHOTO (DOHIIA, a TaKKe
HOMEp ONMCH /€T, JOKYMEHTOB, HOMEpa €JMHULl XPaHEHUs, HAaXOSIIUXCs B KOPOOKe.

Hanamucyn Ha sipibIkaX UCTIONHSIOTCS TUMOTPA()CKUM CIIOCOOOM, TYIIBIO HIIM CIICIHATbHBIMU
YepHBIMU BOJOCTOMKUMU YepHUIAMHU. J{0MMyCKaeTcs CIOIb30BaHUE ILTAMIIOB M JPYTUX aHAJIOTUYHBIX
CPEJICTB.

[TpoBepka HamMuusi W COCTOSIHMS AapXMBHBIX JOKYMEHTOB W OpraHM3alus po3bICKa
HEOOHAPYKEHHBIX JOKYMEHTOB

2.11.5. IlpoBepka HajaM4Yusi U COCTOSHUS APXUBHBIX JOKYMEHTOB IPOBOAMUTCS B LEIAX
YCTaHOBNICHHUST (PAKTHYECKOTO HAIWYMS HAXOAAIIMXCS HA XPAaHEHHWH AapXWUBHBIX JIOKYMEHTOB W
BBISIBJICHUSI OTCYTCTBYIOLIMX APXUBHBIX JOKYMEHTOB JUIsl OpPraHM3allMd HUX PO3bICKA; BBISBICHUSA U
YCTPaHEHUS HEIOCTaTKOB B YyUYeTe AapXWBHBIX JOKYMEHTOB, BBIBICHHS W YydYeTa AapXHBHBIX
JIOKYMEHTOB, TPeOYyIOIINUX pECTaBpallMOHHON, KOHCEPBALMOHHO-MPO(PMIAKTUYECKON M TEXHUYECKOU
00paboTKH.

[TpoBepku HaMU4Ms U COCTOSHUS apXUBHBIX JJOKYMEHTOB IIPOBOJAATCS B IUIAHOBOM IOPSIKE, a
TaK)Ke€ €IMHOBPEMEHHO (BHEOUYEPEHBIE).

B rocynmapctBeHHOM apxmBe, My3ee, OuOmmoTeke, apxuBe Poccuiickoil akameMun Hayk
TUTAHOBAs LMKJIMYHAS MPOBEPKA HAJMYUSI U COCTOSIHUS IPOBOTUTCS:

- YHUKAJIbHBIX JOKYMEHTOB - €XKET0/IHO;

- 0c000 IEHHBIX JOKYMEHTOB Ha OyMakKHOW OCHOBE - onuH pa3 B 10 yer (B rocynapcTBEHHOMH
OMOIMOTEKE - OIUH pa3 B 5 JeT);

- ayIMOBHU3YaJIbHBIX U 3JIEKTPOHHBIX IOKYMEHTOB - OJIUH pa3 B 5 JIET;

- KUHOJIOKyMEHTOB Ha HUTPOOCHOBE - OZIMH Pa3 B 2 roja.

[IUKIMYHOCTh TPOBEPKU HAJIMYUS OCTAJIBHBIX APXUBHBIX JOKYMEHTOB ONpEIenseTcss Ha
OCHOBAHUU DPELICHHUs IKCHEPTHO-METOAMYECKON KOMMCCUHU (MM JIPyroro COBEIIATENBHOTO OpraHa)
apxvBa B 3aBUCUMOCTH OT WHTCHCHBHOCTU WCIOJBb30BAHUS W COCTOSHHS Y4eTa apXUBHBIX
JIOKyMEHTOB, HO HE MEHEE OJHOTO pa3a B 25 jeT (B rocyJapCTBEHHON OMOIMOTEKE - OAuH pa3 B 15
JIeT).

[TpoBepka HanmMuMsi M COCTOSIHUS CEKPETHBIX apXHMBHBIX JOKYMEHTOB OCYILECTBISETCS B
MOPSAJIKE, YCTAHOBJIIEHHOM JIJISl CEKPETHBIX aPXUBHBIX JJOKYMEHTOB.

B MyHununansHOM apxuBe, My3ee, OMOIMOTEKe, IJIaHOBas LMKIMYHAS MPOBEpPKA HAIMUUS
apXUBHBIX JOKYMEHTOB npoBoautcs 1 pa3 B 10 ner.



B ciydae cTuxuiiHbIX O€ICTBUIN, MAacCOBBIX MEPEMEIIEHUH U JPYyrux OOCTOSTENBCTB, B
pe3ynbTare KOTOPHIX MOTYT OBITh yTpayeHbl UM MOBPEXKACHBI apXUBHBIC JOKYMEHTHI, & TaKKe MpHU
CMEHE 3aBEAYIOLIUX apXWBOXPAHWIMIIAMU MPOBOJIUTCS BHEOUEpEIHAs €IMHOBPEMEHHas IPOBEpKa
HAJIMYUs U COCTOSIHHSI BCEX JOKYMEHTOB apXvBa WUJIM UX OTAENbHBIX YacTel (TpyIil).

B Hauane npoBepKM HaJIWYUS U COCTOSHUS ApPXUBHBIX JIOKYMEHTOB IPOBOJUTCS BBbIBEpKa
YUYETHBIX JOKYMEHTOB, KOTOpas BKJIIOYAET: YCTAHOBJIEHHUE TIOJHOTHl YYETHBIX JOKYMEHTOB Ha
MpoBepsieMbIe apXHWBHbBIC (HOHIBI U apXUBHBIC JTOKYMEHTHI, CBEPKY MX COMOCTaBUMBIX IOKa3aTesei,
YTOYHEHHE MOpSIKa HyMEpalud €AUHHI] XPAaHEHHUs MO OIMUCH JAel, JHOKyMEHTOB (KHHUIE yyeTa U
OMMCaHUs) U TPOBEPKY MNPAaBUIBLHOCTU COCTABJIEHUS UX WTOTOBBIX 3amuceld. BpiBepka yueTHOMU
JOKYMEHTAIIUH 1 MIPOBEPKA €€ HAIUYHUS MOXKET MPOBOJUTHCS M KaK CAaMOCTOSITENIbHBIN BUJT paOOTHI.

[IpoBepKky HaaMuuMsg M COCTOSHUS ApPXMBHBIX JOKYMEHTOB B TOCYJIapCTBEHHOM apXHBE
MIPOBOSAT, KaK MPaBUIIO, Ba paOOTHHUKA.

IIpu mpoBepke HalMU4us €IWHULl XPAHEHMs, apXUBHbIE JOKYMEHTbl KOTOPBIX YUYTEHBI IO
BHYTPEHHHUM OIIHUCSIM, IPOBOJUTCS CBEpKAa HAJIMYUS apXUBHBIX IOKYMEHTOB C BHYTPEHHEW OMHUCHIO, a
TaKK€ CBEpKa HaIW4Ms JIMCTOB B  €AMHULAX XpAaHEHHUs, MOJIEKAIIMX XPaHEHHIO B
HecOpoIopoBaHHOM (0€3 MOAIIMBKK) BHIE. EAMHUIBI XpaHEHHs] C YHUKAIbHBIMH JOKyMEHTaMH
00513aTeIBbHO MPOBEPSIOTCS MOJIUCTHO.

ApXUBHBIE JOKYMEHTHI, BBIJIAHHBIE B YHUTAIbHBIM 3a1 W paboune MOMEIIEHUS apXuBa,
MPOBEPSAIOTCS Ha OOLIMX OCHOBAHUAX, MX IMM(PBHI YCTAHABIMBAIOTCS IO KapTaMm-3aMECTHTEISIM U
KHUTaM BbIJJaYM APXUBHBIX JOKYMEHTOB M3 apXWBOXPAHWIHIL. APXUBHbIE JOKYMEHTHI, BbIIAHHBIE BO
BPEMEHHOE MOJIb30BAaHUE, IPOBEPSIIOTCS MO KHUTaM M aKTaM BBIJAYM M CUUTAIOTCS MUMEIOLIUMUCS B
HaJU4YMH.

[Tpu mpoBepKe HATMYHS U COCTOSTHUS APXUBHBIX IOKYMEHTOB HEO0XOIUMO:

- COXpaHATh MOPSAJOK PACIHOJOKEHHUS apXUBHBIX JIOKYMEHTOB Ha CTEIaKaXx M B MEPBUYHBIX
CPEICTBAX XpaHEHUS;

- TOJKJIAJbIBATh HA CBOM MecTa OOHApy>XEHHbIE BO BpEMS MPOBEPKU HEMPABUIIHHO MOAJOKEHHBIC
€MHUILIBI XpaHEHUsI JTaHHOTO apXUBHOTO (OH/A;

- U3bIMaTh U3 MPOBEPSEMOr0 apXWBHOTO (QoHIa (KOMIUIEKCA apXWBHBIX JOKYMEHTOB) M IEpenaBaTh
XPaHHUTEIIO HEMTPABUIILHO TTOJIOKEHHBIE €IMHHIIBI XPAaHEHHS APYTUX apXUBHBIX (DOHIIOB,

- U3BIMATh €AMHUIIBI XPAHCHHUSI, 3aPAKECHHBIC TNIECEHBIO WM IPYTUMH OHOIOTUYECKUMU BPEIUTEISIMH,
JUISI HEMEIJICHHOM MX H30JISAIUH;

- U3BIMAaTh CAMHUIIBI XPAHEHUS, HE BHECCHHBIE B OMHUCH JeJl, JOKYMEHTOB (KHUTY y4eTa U OMUCaHUs), U
roMeniaTh UX B KOHEIl apXWBHOro (GoHAa (KOMIUIEKCA apXWBHBIX JOKYMEHTOB) IUJISl TOCJIEIYIOMIEH
00paboTKHU U OMUCaHUS B CPOKH, YCTAHOBIIEHHBIE PYKOBOJCTBOM apXHUBa.

B xoj1e npoBepku HaMMYKsI U COCTOSIHUSL QpXUBHBIX JOKYMEHTOB HE JIOIYCKAeTCs:

- BHOCHUTb B OIKChH J€JI, JOKYMEHTOB (KHUTY yueTa 1 OIUCAaHMsI) HeyUYTeHHbIEe €IMHUIIBI XPaHECHHUS,
- JenaTh Kakue-THOO TOMETHI, MCIPABIICHUS WM 3alMUCH B OMHCAX JAEN, JOKYMEHTOB M JIPYTHX
YYETHBIX IOKYMEHTAX.

Pe3ynbTaThl IpOBEpKH HAJMYUS U COCTOSIHUSI apXUBHBIX JOKYMEHTOB M OOHAapYy>KCHHbIE B €€
X0JIe HEZJOCTAaTKU (PUKCUPYIOTCS B JIMCTE MPOBEPKHU HAIWYMS U COCTOSIHUS apXUBHBIX JOKYMEHTOB U B
aKTe MPOBEPKU HAJIUYHS U COCTOSHUS aPXUBHBIX JJOKYMEHTOB.

JIuct npoBepKu HAMYKSA U COCTOSTHUSL aPXUBHBIX JOKYMEHTOB COCTABIIIETCSI HEMOCPEACTBEHHO
B XOJ€ NPOBEPKH, KaK IPaBUJIO, HA KaXAyI ONMCh [Jel, AOKYMEHTOB OTAenbHO. Ilpu mposepke
HEOOJBIINX M0 00bEMY apXHUBHBIX (POHIIOB JAOMYCKAETCsl COCTABICHHE OJJHOTO JINCTA MIPOBEPKU Ha BCE
OIUCH JIeJl, JOKYMEHTOB. B ciyuae oOHapyskeHUs B X0J1¢ IPOBEPKH HAIWYHS U COCTOSIHUSI apXHUBHBIX
JIOKYMEHTOB HEJOCTAaTKOB, HE MPEIyCMOTPEHHBIX TpadaMu JTUCTa IPOBEPKH, a TAK)KE MPHU MOJIUCTHOM
IIPOBEpPKE M€, B JIUCT BBOAATCA YTOYHEHMSI U JOIOJIHUTENBHBIE PEKBU3UTHL. JIMCTBI NMpOBEpKU
HYMEpyIOTCSI B BaJOBOM TMOpSAKE B TMpefesax apXuBHOro (oHAa MO KaxIOoH MpoBepke H
MOJNNCHIBAIOTCS UCTIOHUTEISIMHU.

Ha ocHoBanuu nucta (JIMCTOB) MPOBEPKU COCTABISETCS aKT MPOBEPKHU HATUYUS U COCTOSHUS
apXUBHBIX JOKyMEHTOB. OJHOBPEMEHHO C aKTOM IPOBEPKH HAJIM4YUs U COCTOSHHUS apXUBHBIX
JOKYMEHTOB TIpU HEOOXOJMMOCTH COCTAaBJISIIOTCS aKT O TEXHHYECKUX OMMOKaX B YYETHBIX
JOKYMEHTaX; akT 00 OOHapy»XCHHH apXUBHBIX JOKYMEHTOB; aKT O HEHCIPABUMBIX MMOBPEKICHUSIX
TOKyMEHTOB (mpuiioskerne Ne 1) u 1pyrue akThl.



ITo okOH4YaHMM MPOBEPKH HAJIMYUS U COCTOSHUS apXUBHBIX JOKYMEHTOB B KOHIIE OIMCH €T,
JIOKYMEHTOB (KHUTM yuyeTa M ONHMCAaHHWs) MPOCTaBJsieTcs IITaMIl "TpoBepeHo", naTa, JODKHOCTh U
MOAIKUCH JIMLIA, TPOU3BOAUBIIETO IIPOBEPKY .

B ciywyae oOHapyxeHUs B HUTOrOBOM 3allMCH OINUCH Jiel, JOKYMEHTOB (KHMI'M YydeTa M
ONMCAaHUS) HEYUYTCHHBIX JIMTEPHBIX M MPOIYIIEHHBIX IOPSJIKOBBIX HOMEPOB, BBIOBIBIIMX B
COOTBETCTBUH C yCTAHOBJIECHHBIM IOPSAIKOM €IMHUL XPAaHEHMSI, NTOTOBAasl 3aIIUCh IIEPECOCTABIIAETCS.

Ha Bce orcyTcTBylOlIME B XOJA€ MPOBEPKU HAJIMUYUS U COCTOSHUS apXUBHBIX JIOKYMEHTOB
€IMHUILIBl XPAHEHUs] COCTABJISIIOTCA KapTOUYKM Y4yeTa HEOOHAapyKEHHBIX AapXUBHBIX JOKYMEHTOB.
Benenne kapToTeku HEOOHAPYKEHHBIX apXHBHBIX TJOKYMEHTOB OCYIIECTBIISICTCS IICHTPAIM30BAHHO HA
OyMa)XHOM HOCHTEJE WU B aBTOMATU3UPOBAHHOM PEKUME B COOTBETCTBUU C PEKBU3UTAMU KapTOUKU
ydeTa HeoOHapyKEHHBIX apXUBHBIX JJOKYMEHTOB.

Pe3ynbTaThl NpoBepkH (DU3UYECKOTO COCTOSHHMS apXUBHBIX JOKYMEHTOB 3aHOCATCS B
KapTOTEKy (KHUTY) y4yeTa (pU3n4ecKoro (TEXHUYECKOr0) COCTOSIHUS ApXUBHBIX IOKYMEHTOB.

IIpoBepka HalM4Msi U COCTOSHMS APXUBHBIX OKYMEHTOB CUMTAETCS 3aBEPLICHHON I0CIE
BHECEHUS U3MEHEHUH BO BCE yUETHBIE JOKYMEHTHI.

[Tocne mpoBepkM HAIWYMS W COCTOSHHS apXUBHBIX JOKYMEHTOB KOPOOKH C apXUBHBIMHU
JIOKYMEHTaMU OI1eYaTbIBAIOTCS.

Po3bICKk apXUBHBIX JOKYMEHTOB, HE OOHApy>KEHHBIX B X0Jl¢ TPOBEPKU HAJIMYMSA U COCTOSHUS,
OpPraHM3yeTCs C MOMEHTA BBISBICHHUS UX OTCYTCTBMS, M IPOBOAMUTCA B TEUYEHHWE OIHOIO roja Kak
HENOCPEACTBEHHO B apXMBE, TaK U B IPYTUMX OpraHu3anusix. PyKoBOACTBO apXuBa BIpPaBe MPOJIUTH
CPOK pO3bICKa HAa OCHOBAHMHU JIOKJIAJHOM 3allUCKU PYyKOBOJIUTENSI COOTBETCTBYIOIIEIO CTPYKTYPHOIO
MOZIpa3JICJICHUs apXUBa.

ApXUBHBIE TOKYMEHTHI, OOHApY>KEHHbIE B XOJI€ PO3BICKA, MEPEIAIOTCS XPAHUTENIO0, KOTOPBIN
NoJKJIaabIBaeT MX Ha Mecto. B mmcre mnposepku B rpade "lIpumeuanue" B KapToTeke
HEOOHApPY)KEHHBIX apXHMBHBIX JOKYMEHTOB [IEJIA€TCsl OTMETKa 00 OOHapyXEHHH apXHBHBIX
JIOKYMEHTOB, KOTOpasi 3aBepsieTcsl MOJIMUCHIO 3aBEeIyIOIIEro apXMBOXpPaHWIUILEM (MyHULIUIAIbHBIM
apXUBOM).

ApXHBHBIE JOKYMEHTBI, IPUYUHBI OTCYTCTBHA KOTOPBIX IOATBEPKIEHBI IOKYMEHTAJIBHO,
CHUMAIOTCS C Y4€Ta B yCTAHOBJICHHOM TOPSIKE.

Ha apxuBHbIE [OKYMEHTBI, HE OOHAapy>XEHHbIE B XOJ€ pO3bICKAa, COCTaBISETCA aKT O
HEOOHapYKEHHH JOKYMEHTOB, ITyTH PO3bICKa KOTOPBIX McUepraHbl (mpuinokenue Ne2), u moapoOHast
CIpaBKa O IPOBEACHUM PO3BICKA, KOTOPBIE BMECTE€ C AKTOM IPOBEPKM HAJIWYUS U COCTOSHUSA
apXUBHBIX JTOKYMEHTOB IIPEICTABISIOTCS B BBIIIECTOSAIIMIN YIIOJTHOMOYEHHBIN OpraH UCIIOIHUTEIbHON
BJIACTH B cepe apXUBHOI'O Jeja JUIsl MPUHATUS OKOHYATEIbHOTO PEIICHUS O CHATHM C ydeTa TaKMX
aApPXUBHBIX JOKYMEHTOB.

Pemienne o CHATUM apXUBHBIX JTOKYMEHTOB C ydeTa 0(OpMIIAETCS NMPHUKA30M PYKOBOJUTEIS
apxXuBa Ha OCHOBAaHMM IMCBMEHHOI'O Pa3peUICHMs] COOTBETCTBYIOIIEIO YIIOJIHOMOUYEHHOTO OpraHa
UCIIOJIHUTEJIBHOM BIAcTH B cpepe apXUBHOIO Jea.

Custe ¢ ydera JIOKyMeHTOB ApxuBHOro (onma Poccuiickoii deneparuu, 0JHOBPEMEHHO
BXOASIIMX B cocTaB My3seitHoro ¢onna Poccuiickoit Deaepanuu, OCymecTBIIETCS B COOTBETCTBUU C
HacTosimuMu  [IpaBunamMu W MOPSIIKOM,  YCTaHOBJIEHHBIM  CHELMAIBHO  YIOJIHOMOYEHHBIM
(henepaybHBIM OPTaHOM HCIIOJIHUTENIbHOM BiacTu g MyseitHoro gonna Poccutickoii @enepariym.

Custe ¢ ydera JOKyMeHTOB ApxuBHOro (onma Poccuiickoii deneparuu, 0JHOBPEMEHHO
BXOJSIIUX B COCTaB OMONIMOTEUHBIX (DOHIOB, OCYLIECTBISETCS B COOTBETCTBUU C HACTOALIMMHU
[IpaBunamMu U MOPSAIAKOM, YCTAHOBJICHHBIM CIICHHAIBHO YIOJIHOMOYEHHBIM (ellepaibHbIM OpPraHOM
WCTIOTHUTEIBHON BIIACTH 1t Onbnroreunbix poumoB Poccuiickoit deaepanmm.

B kapToTeke HeoOHapy)KEHHBIX APXUBHBIX JIOKYMEHTOB JIEJIAETCSI OTMETKA O CHATHH apXUBHBIX
JOKYMEHTOB C y4eTa.

B cpoku, ycTaHOBIEHHBIE PYKOBOJCTBOM apXUBa, CUCTEMATHUYECKU MPOBOJSATCS IOJIHBIE WU
BbIOOpOUHBIE TIPOBEPKM HAJIWYMA U COCTOSHMSI apXUBHBIX JIOKYMEHTOB, BBIJABAaBIIUXCA U3
apXMBOXPAHWIHUIL B TeUCHHE ToAa. Pe3ynpTaThl yka3aHHOU MPOBEPKU OhOPMIISIOTCA:

- IIpU NOATBEPXKIECHUM HAJIWYMs Jie]l - B BUJE JOKIAJHON 3amMCKU pabOTHUKA, OTBETCTBEHHOIO 3a
OpraHM3alMI0 IPOBEPKU HAINYMS;



- TIpU OTCYTCTBUM KaKHUX-IMOO Jen 0e3 JOKYMEHTHPOBAHHOTO OOOCHOBAaHHS - B YCTAHOBJIEHHOM
MIOpSIZIKE.

[Tpu BBIABIEHHH HEOOOCHOBAHHOTO OTCYTCTBHUSI apXMBHBIX JOKYMEHTOB OCYIICCTBIIIETCS HX
OIepaTUBHBIN po3bICK. B ciyuyae Ge3pe3yabTaTHOCTH pO3bICKA OTCYTCTBYIOIME apXUBHBIE JOKYMEHTHI
BKITIOYAIOTCS B KAPTOTEKY HEOOHAPYKEHHBIX JTOKYMEHTOB ISl TaJIbHEUIIIETO UX PO3BICKA.

ITpoBepka TEXHUYECKOTO U (PU3NKO-XUMHUYECKOTO COCTOSIHUS apXMBHBIX JIOKYMEHTOB. BhlsiBiieHue
ApPXUBHBIX JIOKYMEHTOB C NOBPEXKACHUSIMU MaT€PUAIbHBIX HOCUTENEH U TEKCTOB

2.11.6.1. IIpueM u pa3menieHre B apXUBOXPAHWIMILAX APXUBHBIX JOKYMEHTOB, MOCTYIUBIINX
B apxuB 0e3 TMpeABapuUTENbHOM NPOBEPKHM UX (PU3UUECKOrO COCTOSHUS, HE JIOIMYCKaroTCs.
[loctynuBiive B apXuB apXWBHbIE JOKYMEHTHI JI0 MepeJaud B apXMBOXPAHMJIMILE pa3MEIIalT B
MIOMEILIEHUH [TpHeMa U BPEMEHHOI'O XPaHEHHUs, OCBOO0XK/1al0T OT TPAHCIIOPTHOM Tapbl, pacKJIabIBAIOT
Ha cTeiiaxkax M crojax. He momyckaercst ckiainpoBaHUE MOCTYNMBLIMX APXHUBHBIX JTOKYMEHTOB B
Hepa300paHHOM BUJIE.

OneHka (QU3MUECKOr0 U TEXHUYECKOTO COCTOSHHS MOCTYNHMBIIUX apXUBHBIX JIOKYMEHTOB, a
TaK)K€ MX CTPAaxOBBIX KOMWUW MPOBOAMTCS HE MO3/7HEE 3 MECALEB C MOMEHTa IpHEMa apXHUBHBIX
JIOKYMEHTOB B apXUB.

B pesynbrate omneHKH (HU3NYECKOTO COCTOSHUS apXUBHBIX JOKYMEHTOB Ha OyMa)kKHOW OCHOBE
BBISBJISIIOTCSL apXMBHBIE JIOKYMEHTBI: MOpPAKEHHbIE OMOJIOTMYECKMMHU BPEIUTEISIMH; C TOBBIILICHHON
BJIQ)KHOCTBIO; C TIOBPEXACHUAMU OyMaru U TEKCTa; 3anbuleHHbIe. [Ipu 3ToM ynaneHuio noJjiexar Bce
MIOCTOPOHHUE, HAaXOJAIIMEcs B Jejax, HamnkaxX, KOpoOKax IMpeIMeThl: MeTalIMYeCKHe, KapTOHHBIE,
OyMakHbI€ U IpyTUE 3aKJIaJKH, IPOKJIAIKH, CKPETKHU U T.II.

[Tpu olEeHKEe TEXHHYECKOTO COCTOSHHUS ayJHOBU3YalbHBIX M 3JIEKTPOHHBIX JIOKYMEHTOB, a
TaKK€ MX CTPaxOBBIX KOINHWM, YCTAHABIMBAECTCSI BO3MOXHOCTb CUMTHIBAHUS HHPOpPMALUU C
MaTepHaIbHOTO HOCHUTEJNS], COOTBETCTBHE TEXHUUYECKUX XapaKTEPUCTUK 3TUX JTOKYMEHTOB CBEJICHMSM,
COJIEpKalMCsl B COIPOBOXKAAIOIINX aKTaX TEXHMYECKOTo COCTOsIHMS. OIHOBPEMEHHO BBIABISAETCS
BUJI OCHOBBI KHHO()OTOAOKYMEHTA. ApXUBHBIE TOKYMEHThI HA HUTPOOCHOBE MOAJIEKAT HEMEIJICHHON
MIPOBEPKE Ha CTAOMIIBHOCTD.

[Ipu oO6HapyxeHHH [e(pEKTOB COCTABIAETCS aKT MPOU3BOJBHONW (OPMBI, OTpaXkaroIui
xapaktep Ae(peKToB M Mephl M0 MX YCTPaHEHUIO. YCTpaHEHHE JePEeKTOB MPOBOIUTCS 3a CYET
UCTOYHHKA KOMIJIEKTOBAHUSI.

[TocrynuBiivie apXuBHbIE JOKYMEHTBI, IOPaKEHHbIE OHMOJIOIMUECKUMU BPEIUTEISIMU
(HacekoMble, aKTUBHas IUIECEHb), HAMpaBIAIOTCA HAa CAHUTAPHO-TUTMEHHYECKYI0 00paboTKy
(me3uH(EKIHs, Te3MHCEKITHS).

[Tpu oOHapy>XeHUM YBIaXXHEHHBIX AapXMBHBIX JOKYMEHTOB IPOBOAMUTCS HMX OO0s3aTelbHas
aKKJIMMAaTU3alus 10 MOJIHOTO BHICYIIMBAHUS. AKKIMMATHU3alMIO MPOBOAST B MOMEIICHUU NpUeMa U
BPEMEHHOIO0 XpaHEHHs B TeueHue 7-14 cyTok (B 3aBUCHUMOCTH OT CTENEHHU YBIAXHEHHs) IpU
MHTEHCUBHOW BEHTUJISLIMM BO3/1yXa U pa3MELICHUH €JUHUI] XPaHEHHs] B pa3BEpPHYTOM BUJIE HA CTOJIAX,
CTeJulaXxax.

KadectBo Oymaru u TekcTa MOCTYMHMBIIUX apXHMBHBIX JOKYMEHTOB IPOBEPSETCS BHIOOPOUHO
111 OOIIEN OLIEHKU UX COCTOSTHMSL.

ObecnplIMBaHNE TOCTYUBIINX APXUBHBIX JIOKYMEHTOB IIPOBOJIAT B CIICIIUATIEHOM OMEIICHUT
C NMPUMEHEHHEM BBITSKHBIX IIKA()OB M COONIONEHHUEM MEp CaHUTapuu U rurheHsl. OOs3aTeNbHOMY
00eCIBUTUBAHUIO TIOIJIEKAT KOPOOKH, IMANKH, OOJI0KKH, KOPEIIKH JIET.

[ToctynuBive ay1MOBU3yalIbHbIE U 3JIEKTPOHHBIE JOKYMEHTBI [I0JJIEXkKAT:

- OYMCTKE OT MbUIM U IEPEMOTKE - ApXUBHBIE IOKYMEHTHI HA MATHUTHOM JIEHTE;

- OYHMCTKE OT 3arps3HEHUIl - apXWBHbIE JOKYMEHTbl Ha JUCKOBBIX HOCHUTEISIX U apXUBHbIC
(OTOTOKYMEHTHI;

- aKKJIMMAaTHU3allM1 B 33/1aHHBIX TEMIIEPaTypPHO-BJIAXKHOCTHBIX YCIOBUSAX;

- YIIAaKOBBIBaHMUIO.

AKKIMMaTH3alus ayAMOBU3YaJIbHBIX M MIEKTPOHHBIX JOKYMEHTOB Ha IJICHOYHOH M TUCKOBOM
OCHOBax INEpe] pa3MEUICHHMEM HMX B apXMBOXPAHWIMLIE IPOBOAUTCA B OTKPHITOW YIAKOBKE MpU
temriepatype 20+3°C M OTHOCHUTEIBHOM BIAXHOCTH Bo3ayxa 35+15%; nmd 1IBETHBIX KHUHO- U
(hOTOJOKYMEHTOB - MPU OTHOCUTENBHOMN BIaxXHOCTH 35+15%. [IpoMomKUTENIbHOCTh aKKIMMAaTH3AIUN
KMHOJIOKYMEHTOB M PYJIOHHBIX MHUKpPO(HUIBMOB HE J0JKHAa ObITh MeHblIe 10 CyTOK, apXMBHBIX




JOKYMEHTOB Ha MarHMTHOH JIEHTE€ U UCKOBBIX HOCHUTENSAX - HE MEHee 3 CyTOK, (OTOOKYMEHTOB U
MUKpOQHUII - He MeHee 24 Jacos.

2.11.6.2. [IpoBepka pU3HKO-XUMHUUECKOTO U TEXHUYECKOTO COCTOSIHUSI apXUBHBIX JOKYMEHTOB
B MPOLIECCE XPAHEHHs MPOBOJUTCS C IIEJIbIO BBIABICHUS MOBPEKICHHBIX APXHUBHBIX JTOKYMEHTOB U
ApXHMBHBIX JOKYMEHTOB C TOTCHIMAIBHO OMACHBIM (PM3UYECKUM WM OMOJOTUYECKHM COCTOSTHUEM U
OCYIIECTBIISIETCS: I1ENEBBIM TMOPAAKOM; B XOJ€¢ MPOBEPKHM HAIMYUS W COCTOSHUS apXUBHBIX
JOKYMEHTOB; MpPHU MOATOTOBKE apXMBHBIX JOKYMEHTOB K BBIJAU€ M3 apXMBOXPAHWIHIIA, & TAKXKE MPU
BCEX JpYyrux paboTax, CBSI3aHHBIX C TMOEAMHUYHBIM (MOJMCTHBIM) MPOCMOTPOM apXUBHBIX
JIOKYMEHTOB.

IleneBas mpoBepka (HU3MUECKOTO COCTOSIHHSI apXMBHBIX JOKYMEHTOB NMPOBOIUTCS B TMOPSIKE
OUYEPEIHOCTH C YYETOM IIEHHOCTH apXMBHBIX JOKyMEHTOB. llemeBoil mpoBepke (U3NIECKOTO
COCTOSTHUSI TIOJIJIE)KAaT BCE apXHMBHBIE JOKYMEHTHI, MOCTPAJaBIINE B AKCTpeMalbHBIX ycioBusx. Ilo
pe3ynbTataM KOHTpOJIS [eNaeTcs 3aKII0UYeHHEe O HEOOXOJMMOCTH IPOBEAEHUS pECTaBpaluud U
KOHCEpBAllMK M, B 3aBUCHUMOCTH OT COCTOSIHUS apXHUBHBIX JTOKYMEHTOB, YCTAHAaBIUBAIOTCS CPOKH
MPOBEICHUS CIAEAYIOLIEH KOHTPOJIBHON MPOBEPKH.

[TpoBepka GHU3NYECKOTO COCTOSHHUS apXUBHBIX TIOKyMEHTOB Ha OyMa)kKHOI OCHOBE B MpoIiecce
XpaHEHUsl IPOBOAMUTCS C LIEIbIO BBISBICHUS BIIAXHBIX; OPAXKEHHBIX OMOJIOTMYECKUMU BPEIUTEISIMU
(necens, HaceKOMBIe); ¢ AedexTaMu OymMaru U TeKCTa apXUBHBIX TOKYMEHTOB.

VBna)kKHEHHbIE apXUBHbIE JOKYMEHTHl (Z€da, TPYMIbl Jei) TMOAJekKaT HEMEAJICHHOMY
BBIJICTICHUIO, BHeodepeqHol oOpaboTke (cymika, akkaumatuszamus). [Ipy MaccoBoM yBIaKHEHUU
apXUBHBIX JOKYMEHTOB MPHUHUMAIOTCSI MEpPHl IO OCYLICHHUIO apXUBOXPaHWIHUINA, HOPMalu3aluu
peXrMa XpaHEHHUSI.

ApXUBHBIE TOKYMEHTBI, IOPAXKEHHbIE OMOJIOTMYECKUMHU BPEAUTEISIMU (IIJIECEHb, HACEKOMBIE),
MOAJIE)KAT HEMEJIEHHOW U30ISIIH.

Hannune nedexToB OyMaru u TeKCTa yCTaHABIMBAETCS BU3YAJbHO MPH ITOJIMCTHOM TPOCMOTpE
nein. JlegekTsl KacCuuIupyoTcs Ha OCHOBE €IMHON OYKBEHHO-IIU(PPOBOI HHIEKCALIUU TIO TUIIOBBIM
npu3HakaMm JedekToB Oymarn (OykBeHHas WHAEKcanus) W TeKcTa (IUdpoBas HHICKCAHsA) B
COOTBETCTBUM C METOJAUYECKUMU Pa3pabOTKaMH.

[IpoBepka TEXHMYECKOI'O COCTOSIHUS ayJUOBH3YalbHBIX U 3JEKTPOHHBIX JOKYMEHTOB B
MpoLIecce XPaHEHHsI OCYIIECTBISIETCS C LENbIO OMPeICICHHS:

- COCTOSIHUA UX YIAKOBKH;

- HaJTM4Msl CTAaHAAPTHBIX PAKOPJIOB;

- TEXHUYECKOTO COCTOSHUS UX IMIOBEPXHOCTH U TIEPHOPAIIMOHHBIX JOPOXKEK U CKIIEEK;

- HaNTU4us 3arpsi3HEHUN 1 MEXaHUYECKHX TTOBPEXKACHUN;

- CTa0MJIBHOCTH HUTPOOCHOBBI;

- mara nepgopanuyu KHHOTUICHOK U MarHUTHBIX JICHT MUPUHOHN 35 u 16 MM;

- (pu3MKO-MEXaHMUYECKUX XapaKTEPUCTUK (KOpOOJIeHUE, OTCIauBaHUE SMYJIbCHOHHOTO WIIM OCBIITAHUE
pabouero cios u Jip.);

- Hamuuus  JePEeKTOB  XUMHYECKOT0O M OMOJOTHMYECKOro  NMPOUCXOXKICHHS  (TOpa)keHue
MHUKpPOOPTaHW3MaMH, HAaCEKOMBIMU M TpbI3yHaMH, CJelbl KPUCTAUTM3aLMU COJeH U Pa3IoKEeHUS
OCTaTOYHBIX MPOITYKTOB XUMUKO-(PoTOrpaduieckoii 00paboTkm);

- 3JIEKTPOAKyCTHUECKHUX XapaKTEPUCTUK (DOHO- U BUACOJOKYMEHTOB;

- MIapaMETPOB BUACOJOKYMEHTOB B BU/IEOKAHAJIE;

- Ka4eCcTBa N300paKeHHsI KHHO-, (POTO-, BUI€OJOKYMEHTOB;

- YPOBHSI MapaMeTPOB, XAPAKTEPUIYIOIIUX IEKTPOHHBIE JTOKYMEHTHI (HampuMep, YUClIo cOOEB MpHU
CUMTHIBAHUHU UH(OPMAIINH B €IUHUIY BPEMEHH);

- Hanu4us "BUPYCOB" B AJIEKTPOHHBIX JOKYMEHTAX;

- HaJIM4Yusl pa3MarHUYEHHBIX YYAaCTKOB M MEXAaHHUYECKHX TIOBPEXKJEHUN OTAEIbHBIX YYaCTKOB
MalIMHHOI'O HOCHUTEJIS;

- HaJIM4Msl KOPPO3UHU Ha MOBEPXHOCTH METANINYECKUX IPAMOPUTHHAIIOB;

- HaJIM4Msl YKCYCHOI'O CUHApPOMA TPUALIETATHOM IJIEHKH.

[IpoBepka TEXHUYECKOTO COCTOSIHUS apXUBHBIX JOKYMEHTOB OCYLIECTBIISETCS MPU BHEIIHEM
OCMOTpE B OTPaXEHHOM CBETE.



[TpoBepKy 2JIEKTPOAKYCTHUUECKUX XapaKTEPUCTUK (POHOTOKYMEHTOB (YAaCTOTHBIE MCKaKCHHS,
ypoBeHb Konupaddekra, ypoBeHb (OHa W IIyMOB, HaJUYMe TpPECKa M ILIETYKOB, IIyM Iay3bl)
MIPOBOJSAT C UCHOJB30BAHUEM CIEIIMATILHOTO 000PY10BaHUS.

IIpoBepKy TEXHMYECKMX MapaMeTpOB BUICOJOKYMEHTOB IMPOBOIAT C IMOMOIIBIO KOMIUIEKCA
KOHTPOJIbHO-U3MEPUTEIBLHON anmnaparypsl.

ITpoBepKy TEXHMUYECKHX [apaMeTPOB IEKTPOHHBIX JOKYMEHTOB IIPOBOJSAT C MCIIOJIb30BAHUEM
CHECNMANBHON ammaparypbl ¥ MPOTPaMMHOTO OOECTeUeHHs, TNpeIHA3HAYCHHBIX i paboThl ¢
COOTBETCTBYIOILETO BUJIa ApDXUBHBIMU JJOKYMEHTaMHU.

BroisiBnenue 10kyMeHTOB ApxuBHOro ¢onna Poccuiickoit denepanyy, HaXOAAMUXCS B
HEYJIOBJIETBOPUTEIbHOM (DU3UYECKOM COCTOSHUM, U HEUCIPABUMO MOBPEXKJICHHBIX aPXUBHbBIX
JOKYMEHTOB.

CHsATHE C yyeTa HEMCIPABMMO NOBPEXKACHHBIX aPXUBHBIX JJOKYMEHTOB

2.11.7.1. Haxonmdummmucsi B HEYJOBJIETBOPUTEIHLHOM (PU3UYECKOM COCTOSHUU IMPU3HAIOTCS
NOKyMeHTbl ApxuBHoro ¢onna Poccuiickoit ®enepanyu ¢ BBICOKOH CTENEHbIO pa3pyLICHUs
MaTepuaIbHBIX HOCUTENEH, yrpoxkaroniel (u3n4eckoil eJIOCTHOCTH IOKYMEHTOB.

Pemenue o npusHanuu JokymeHTa ApxuBHoro Gonaa Poccuiickoit denepanuy HaXo AIUMCS
B HEY/IOBJIECTBOPUTEIHLHOM (PU3MUYECKOM COCTOSHHHM M €Tr0 TOCTAaHOBKE HA CIICIUAIBHBIA ydYeT IS
OpraHM3allii B CPOYHOM TMOpSAKE CHenuanbHoOl o0pabotku (cm. 1. 2.11.9.1.) mnpurHMaer
PYKOBOJUTENb apXWBa HAa OCHOBAaHUU DSKCIEPTHOTO 3aKIIOYEHMS] pecTaBpaTopa W PYKOBOAMUTENS
MIO/Ipa3JeJICHNs, OTBETCTBEHHOTI'O 3a XpPaHEHUE apXUBHBIX JOKYMEHTOB.

2.11.7.2. HeucnipaBUMO MOBPEKICHHBIMU apXUBHBIMU JOKYMEHTaMH NPU3HAIOTCA apXUBHBIE
JOKYMEHTBI, (PU3UYECKOE COCTOSHUE KOTOPBIX MCKIIOYaeT BO3MOXKHOCTh BOCCTAHOBJIEHUS MX
MaTepHUaJIbHBIX HOCUTENIEH U UCTIOIb30BaHUS COJEpIKaIIecs B HUX TOKYMEHTHON HHQOpMAaIIIH.

Pemenne o npu3HaHUM apXUBHOTO JTOKYMEHTA HEUCIIPABMMO IOBPEXACHHBIM U CHATUU €T0 C
ydeTa MPUHUMAET COOTBETCTBYIOIIMI YIOJHOMOYECHHBIH OpPraH HCIIOJIHUTENBFHONW BIIACTH B cdepe
apXMBHOTIO JieJla Ha OCHOBAaHMHU IPEICTAaBIISIEMBIX PYKOBOJICTBOM apXHMBa JKCIIEPTHOIO 3aAKIIIOUEHUS
pecTaBparopa U pyKOBOAUTENS MOJPa3AeICHHs, OTBETCTBEHHOIO 3a XPAHEHNUE apXUBHBIX JOKYMEHTOB,
U aKTa O HEUCIPABUMBIX MMOBPEXKICHUAX JOKYMEHTOB (mpuioxenue Ne 1).

Ha ocHOBaHMM TMCBMEHHOI'O PpELICHHUS BBIIIECTOSIIETO YIMOJIHOMOYEHHOIO OpraHa
UCTIOJHUTEJILHOM BJIACTH B cepe apXUBHOTO Jejia U3JaeTCs MPUKa3 PyKOBOAMUTEINS apXHBa O CHATUU
HEUCIPAaBUMO MOBPEXACHHBIX apPXUBHBIX JOKYMEHTOB C yU€Ta.

CHsATHE ¢ yyeTa U YHMUYTOKEHUE HEMCIPABUMO IOBPEXKICHHBIX YHUKAIbHBIX JTOKYMEHTOB HE
JIOTTy CKaeTCsl.

Yder pU3NUecKoro ¥ TEXHUYECKOT0 COCTOSIHUS apXUBHBIX JJOKYMEHTOB

2.11.8. Yuer pu3uuecKkoro u TEXHUYECKOTO COCTOSHUS apXUBHBIX JOKYMEHTOB Ha OyMaKHOM

OCHOBE OCYIIECTBIISICTCS B!

- ucTe-3aBepurene (mpuioxxenue Ne 3);

- IMCTE W aKTE MPOBEPKU HAJIMYMS U COCTOSIHUSI ADXUBHBIX JIOKYMCHTOB;

- KApTOYKE y4eTa apXUBHBIX IOKYMEHTOB C MIOBPEKACHUSIMHU HOCUTEIIS;

- KapTOUYKE y4eTa apXUBHBIX JJOKYMEHTOB C ITOBPEKACHUSIMU TEKCTA;

- KapTOoTeKe (KHUTE) yueTa (PU3NIECKOTO COCTOSHUS apXUBHBIX IOKYMEHTOB.

Vuer ¢Qusndyeckoro W TEXHWYECKOTO  COCTOSHHS — ayIHOBU3YaJbHBIX  JIOKYMEHTOB
OCYILIECTBIISICTCS B:

- KapTOUYKE y4eTa TeXHHYECKOTO COCTOSHUSI KHHOJJOKYMEHTA;
- KApTOYKE y4eTa TEXHUYECKOTO COCTOSHUS (POTOIOKYMEHTA;
- KapTOUYKE y4eTa TeXHHYECKOTO COCTOSHUS (DOHOTOKYMEHTA;
- KapTOYKE y4eTa TEXHUYECKOTO COCTOSHUS BHICOI0KYMEHTA.

Hns yuera noxymeHToB ApxuBHOro ¢oHaa Poccuiickoit ®denepanuu, HaXOIAMUXCS B
HEYJIOBJICTBOPUTEIHHOM (PH3MUECKOM COCTOSHHM, BEAETCS crenuanbHas KHura. COoOTBETCTBYIOIINE
OTMETKH TIPOCTABISIOTCA TAaKKe B JPYTUX MJOKYMEHTaX ydeTa (HU3MUECKOr0 M TEXHHYECKOTO
COCTOSIHUS apXUBHBIX JIOKyMEHTOB.

Vuer (u3ndeckoro W  TEXHHYECKOTO COCTOSHHMSA APXHMBHBIX  JIOKYMEHTOB  MOJKET
OCYILECTBIIATHCS Ha OyMa)XHOM HOCHUTEJE MJIM B aBTOMAaTU3MPOBAHHOM PEKUME B COOTBETCTBHU C
YCTaHOBJICHHBIMH PEKBU3UTAMHU KOHTPOJIBHO-YUETHBIX JOKyMEHTOB.




du3uKo-XUMUYecKas U TeXHUYecKast 00paboTKa apXUBHBIX JOKYMEHTOB
2.11.9.1. ®dusuko-xumuueckass U TEeXHHUYECKass oOpabOTKa apXMBHBIX JOKYMEHTOB IPOBOJAUTCS C
LEJIBIO:
- yCTpaHEHUs MPUYMH YCKOPEHHOI'O CTApEHUs U pa3pyLICHUs! apXUBHBIX 10KYMEHTOB;
- BOCCTAHOBJICHHSI UX CBOMCTB, TEXHUUECKUX XapaKTEPUCTHK, JOJITOBEUYHOCTH;
- BOCIIPOM3BEIEHUS TOKYMEHTHOM nH(popMaluu Ha 6ojiee yCTOMUUBBIX HOCUTESIX.

OCHOBHBIMH BUAAMH JTOH OOpaOOTKM apXWBHBIX JOKYMEHTOB Ha OyMaXHOW OCHOBE
SBIISIOTCSL:

- nme3uHQEKIus, Je3WHCEeKIWs, [epaTH3als apXWBOXPAHWIHMI] KaK COBOKYHHOCTb Mep
OuonpopUIAKTHKY, OMO3ALIUTHI U YHUYTOXKEHUST OMOJIOTHYECKUX BPEIUTENIeH B apXUBOXPAHMWINIIAX
Y Ha apXUBHBIX JOKYMEHTAX;

- pecraBpanus (pecTaBpallMOHHO-KOHCEpBAllMOHHAas 00pa0oTKa), Kak KOMIUIEKC paboT U
TEXHOJIOTUYECKUX OTIepaIfii IO BOCCTAHOBIICHHIO CBOMCTB U JIOJITOBEYHOCTH OPUTHHAIOB apXHBHBIX
JIOKYMEHTOB;

- BOCTIPOM3BE/ICHUE aPXUBHBIX JOKYMEHTOB C LIEJIBIO CO3aHUs CTPAXOBOro (POHIA KOMUI YHUKAIBHBIX
JOKYMEHTOB M 0CO00 IEHHBIX IOKYMEHTOB M (POHAa MOJb30BaHMA; (HOTOpEcTaBpallusl apXHUBHBIX
JOKYMEHTOB C yTacIluM U CIIa0OKOHTPACTHBIM TEKCTOM; 3aMEHa OPUTHHAJIOB C HEJOJITOBEYHBIMHU WIIH
pa3pyIIeHHBIMU HOCUTEISIMH KOIMSMM Il COXpAaHEHUs JOKYMEHTHOW HHpOpMAaLUU U Jp.;

- IEPEeTIeT APXUBHBIX JOKYMEHTOB;

- 00ecnblIIMBaHNE apXUBHBIX JIOKYMEHTOB;

- 00paboTKa apXHWBHBIX JOKYMEHTOB B PEKHUME aBapHIHO-CIIacaTelbHBIX paboT, B TOM YHUCIE C
IPUMEHEHUEM CPEJICTB M CHOCOOOB CYUIKH, J€3MH(EKLUUH, [AEe3MHCEKIUH, 3aMOPAKUBAHMS,
pecTaBpanuu, BOCIPOU3BEACHUS, IE3aKTUBAIMH U IPYTHX BUIOB IIEJIEBOH 00pabOTKH.

AynuoBH3yalbHbIE U AJIEKTPOHHBIE JOKYMEHTHl B 3aBUCHUMOCTH OT (PU3MUYECKOW HPUPOIBI
HOCHUTEIIS TIO/IBEPTAIOTCS CIEAYIONMM pPECTaBPAllMOHHBIM W KOHCEPBAaIMOHHO-TTPOPUIAKTUICCKUM
paboTam:

- apXUBHBIC JIOKYyMEHTHI HA MAarHUTHOH JICHTE:

- OYMCTKE MOBEPXHOCTH OT MBIJIM U YAaCTHI] I'PSA3U Ha CIIELHMATbHOM OYHCTUTEILHOM 000pY/I0BAHNUHY;

- 3aMEHE TEePECOXIINX 1 MOKOPOOIEHHBIX CKIICEK;

- 0()OPMIICHHIO PYJIOHOB MarHUTHOM JIEHTHI 3aIIUTHOW MarHUTHOM JIHTOH ¢ ABYX CTOPOH MO 2-2,5 M;
- TIEPEMOTKE C LEJIbI0 CHATHS BHYTPEHHHUX HANPSHKCHUU B PyJIOHAX MarHUTHBIX JICHT, BOZHUKIINX W3-
3a MepenajoB TEeMIEpaTypbl M BIAKHOCTH IPU XPAaHEHUH U TPAHCIOPTUPOBAHUHM apXHMBHBIX
JOKYMEHTOB;

- apXUBHbBIE JIOKYMEHTHI Ha JUCKOBBIX HOCUTEIAX:

- 00CCIIBIINBAHMIO;

- IPOTUPKE aHTUCTATUKOM;

- KHHO(OTOIOKYMEHTBI, MUKPO(OPMBI U (POHOTpaMMBbI K KHHO(PHIIbMaM:

- 00eCIIBIIMBAHMUIO;

- YIaJICHUIO BOCKOBBIX, )KUPOBBIX U MHBIX 3arpsSA3HEHUH;

- YKPEIJIEHUIO CKJIEEK U MPOCEUEK;

- peMOHTY nepdopanuu;

- mepeienKe rpyObIX, KOPOOJICHHBIX 3aIlIaT U CKIIEEK;

- PEMOHTY TOBPEXKACHHBIX MOJICH KaJIpOB.

I'pamopuruHamsl GOHOLOKYMEHTOB IOABEPratoTCsl AEKTPOXUMHUYECKON OYHMCTKE.

2.11.9.2. PaboTsl N0 (HU3NKO-XUMHUYECKOW U TEXHUUYECKOH 00pabOTKE apXMBHBIX JOKYMEHTOB
MOJIPA3/ENISIOTCS Ha IIAHOBBIE M BHEILIAHOBBIE.

[TnanoBast 00pabOTKa apXWBHBIX JOKYMEHTOB IPOBOJAUTCS MO pe3yJbTaTaM IPOBEPKU HX
COCTOSIHUSL B IOPSZKE OYEPEIHOCTH, YCTAHOBJICHHON B apXHBE C Y4ETOM HPHUHAMJICKHOCTH HMX K
Pa3IMYHBIM LEHHOCTHBIM TpYIIaM, 0COOEHHOCTEH (PM3NYECKOrO COCTOSIHHMS apXHMBHBIX JIOKYMEHTOB
pa3IMYHBIX BUJIOB U BO3MOXKHOCTEN apxuBa. [IpropureTr oTaaercss yHUKaIbHBIM JOKyMEHTaM U 0c000
LIEHHBIM JIOKYMEHTaM.

K BHEIIaHOBBIM OTHOCSTCA paOOThI, BBIOJHIEMbIE B aBapUHHO-CIACATENBHBIX CUTYaLMsIX,
CBSI3aHHBIX C JIOKAIBHBIM MJIM MAacCOBBIM IOPRXEHUEM AapXHMBHBIX JOKYMEHTOB OTHEM, BOJIOH,
XUMHUYECKUMH WJIHM PaJUOaKTUBHBIMU BellecTBaMU. CpouHble MEpbl IO BBIIEICHUIO, H3OJALMH,




CaHUTApHOW 00pabOTKe apXMBHBIX JOKYMEHTOB U MECT UX XPAaHEHHUs NMPEANPUHUMAIOTCS TaKkKe Mpu
MOPa’KEHUH aAPXUBHBIX IOKYMEHTOB OMOJIOTHYECKUMHU BPEIUTEISIMH.

Homenknatypa, HopsIoK NpPOBEACHHUS M TEXHOJOTHS paboT Mo (PU3MKO-XUMHUYECKON H
TEXHUYECKOH 00paboTKe apXUBHBIX JOKYMEHTOB ONPEIEISAIOTCS OTPACIEBBIMH HOPMATUBHBIMU MU
METO/IMYECKUMU JTOKYMEHTaMH.

OOu1re TpeOoBaHUS K BbLIAY€ APXHUBHBIX JIOKYMEHTOB U3 apXMBOXPaHHUIUINA

2.11.10. ApxuBHBIE HOKYMEHTHI, UMeIOIKe (OHJ TOIH30BAHUS, M3 APXMBOXPAHMIIMINA, KaK
IIPaBUJIO, HE BBIIAIOTCS.

ApXUBHBIE JOKYMEHTBI, HE IIPOLIEIIINE HAYYHOI'O OMMCAHUS U TEXHUYECKOT0 0(OpMIICHHUS, U3
apXMBOXPAHWIHUINA HE BBIIAIOTCS I UCIOJIb30BaHUS U NMPOBEACHHS pabOT MO CO3aHUIO0 CTPaXOBOIO
¢donma u hoHIa OTH30BaAHUS.

Bbinaua u3 apxuBOXpaHMIMILA TOAJMHHUKOB OCO0O IEHHBIX JOKYMEHTOB, B TOM 4YHCIE
YHHUKAJIBHBIX JIOKYMEHTOB, a TaKXXe HOKyMeHTOB ApxuBHoro ¢(onna Poccuiickoii ®eneparmm,
HaXOAALIMXCS B  HEYJOBJIETBOPUTEIBHOM  (DU3UYECKOM  COCTOSIHMM,  OCYIIECTBIISETCS B
UCKJTIOYUTENBHBIX CIIy4asiX ¢ MMCbMEHHOIO pa3pelIeHNs] pyKOBOIUTEIS apXUBa.

ApXHBHBIE JTOKYMEHTBI BBINAIOTCA W3 ApXMBOXPAaHMJIMILA I'OCYJapCTBEHHOI'O apXuBa, Mys3es,

OMOIMOTEKH, OpraHu3aluu Poccuiickoi akaieMun HayK ¢ MUCbMEHHOTO Pa3peIICHUS
- 3aBeNyIOIEro apXMBOXPaHWJIMILEM (OTIEIOM O0ECleYeHUs COXPAaHHOCTH) - IIOJIb30BaTeNsIM B
YUTAJIBHBIM (IIPOCMOTPOBBIN) 3all apxvBa U paOOTHHKAM apXuBa AJIs CIIyKEOHBIX ILiejiell B pabouue
IIOMEILEHUS;
- PDYKOBOAWTENS apxwBa WM €ro 3aMecTurenss -  ¢GoHgooOpa3oBarensaM, CyIaeOHBIM,
IIPaBOOXPAHUTEIBHBIM M HHBIM YIIOJIJHOMOUYEHHBIM OpraHaM BO BPEMEHHOE IT0JIb30BAHUE ITPU HATMYHUH
rapaHTUHHOrO MUChbMA OT HMX; OpPraHM3ALMSIM - JJs 3KCIOHUPOBAHUS NPU HAIMYUU JIOTOBOpA O
IIPOBEJICHUU BBICTABKM U COOTBETCTBYIOIIEIO IIpHKa3a pPYyKOBOAMTENS apxuBa; pabOTHHUKaM
n1abopaTopun apxuBa, CIIEIUATN3UPOBAHHBIM OPTaHU3AIMAM - JUISI TIPOBEJICHHUS padOT 1O CO3/IaHUI0
cTpaxoBoro ¢oHaa U (oHJA MOJIb30BAHMUS U CHELUANbHOM 00pabOTKM apXUBHBIX JOKYMEHTOB IpHU
HaJMYUU COOTBETCTBYIOILETO JOIOBOPA CO CIELUAIN3UPOBAHHON OpraHu3alyen.

Bblgaua apxXWBHBIX JTOKYMEHTOB BBIIICYINIOMSHYTBIM KaTETOPHUAM IOJIb30BAaTEIEH U3
apXUBOXPAHIIUINA MYHHUIIMIIATBHOTO apXuBa, My3es,, OMOIMOTEKH OCYIIECTBISICTCS C MUCHMEHHOTO
pa3pelieHns 3aBeAyIOIero MyHUIMIAIbHBIM apXUBOM, My3€eeM, OMOIHOTEKOH.

Bbigauy apXuBHBIX JOKYMEHTOB M3 apXUBOXPAaHWJIMIIA U MPUEM MX OOpaTHO, B TOM YHUCIIE
MOJINCTHYIO TPOBEPKY HAIWYMs M COCTOSHUS AapXMBHBIX JOKYMEHTOB II€pe] BbIAYel HX U3
apXMBOXpaHWIWIIA W TMpU BO3BpaTe, NPOU3BOAUT padOTHUK apxuBoxpaHwauma. I[loaucTHyio
IIPOBEPKY HAJIW4Ms M COCTOSHUS AapXMBHBIX [JOKYMEHTOB, BO3BpAallacMbIX I0JIb30BaTEISIMU B
YUTAIBHOM 3aJI€, OCYIIECTBIISIET paOOTHUK YUTAILHOTO 3aJ1a.

OO0s3aTeNIbHON  TTOJIMCTHOW TIPOBEPKE HAIMYMUS M COCTOSHUS TIEpe] BBIJAYeH apXWUBHBIX
JOKYMEHTOB U3 apXUBOXPaHWINIIA U IPU UX BO3BPATE MOJJIEKAT:

- YHUKaJIbHBIE JIOKYMEHTBI M 0CO0O0 IIeHHBIE JOKYMEHTHI,
- apXUBHBIE JOKYMEHThI, UMEIOIINE B O()OPMIICHUN WM MPUIOKEHUU K HUM JParoleHHble KaMHU U
MeETaJlIbl;
- HeCOpOLIIOPOBaHHbIE APXUBHBIE JTOKYMEHTHI;
- Jlefa, paHee He BBIIABaBIIMECS U3 apXUBOXPAHWINILA U HE UMEIOIINE JIUCTOB-3aBEPUTEIIEH;
- Jena, cojepxalie aBTorpadsl, rpaguyeckiue NOKyMEHTHI, IOYTOBbIE U repOOBbIE 3HAKH, MEYaTH,
OTKpBITKH, KOHBEPTHl C ajJpecamMH, MapKamMH, U JApyTHe AapXHUBHbIE JTOKYMEHTHI, HNOTEHLHUAIbHO
MIPEJCTABISIONINE UHTEPEC IS KOJUIEKIIMOHEPOB.

CoctaB npyrux ziei, NoJieXxallux IOJUCTHON IPOBEPKE, ONPEAEIAETCS PyKOBOACTBOM apXuBa
Ha OCHOBE PEUICHUs IKCIIEPTHO-METOINYECKOI KOMUCCHH.
OTMmeTKa 0 IPOBEEHHON MOJUCTHON ITPOBEPKE CTABUTCS B JINCTE-3aBepUTENe (MpritoxkeHue Ne 3).

Ha mecTo BbIIaBaeMBbIX M3 apXMBOXPAaHMIIMILA €IMHUI] XpPaHEHHsI U OMUCEH /e, JOKYMEHTOB
MOJIKJIAJIbIBAETCS KapTa-3aMECTUTEID.

ApXUBHBIE TOKYMEHTBI, BbIJaBa€MbI€ U3 APXUBOXPAHUIIMILA, TOJDKHBI UIMETh apXUBHBIM D,
IIPOHYMEPOBAHHbBIE JINCTBI, JIUCT-3aBEPUTEND (IIpuitokeHne Ne 3) 1 JIMCT UCIOJIb30BaHUs IOKyMEHTOB
(mpunoxxerne Ne 4).



[TonroroBka apXMBHBIX JJOKYMEHTOB K BbIJIa4€ U3 ApXUBOXPAHUIIMILA BKIIOYAET:
- BBIEMKY apXUBHBIX JJOKYMEHTOB;
- CBEpPKYy apXMBHOTO ImHdpa U 3arojJOBKOB (aHHOTALWK) C ONMHCHIO (KHUTOW ydeTa W OTMHCaHUs) Jell,
JIOKYMEHTOB;
- TIOJIUCTHYIO TIPOBEPKY apXUBHBIX JIEN - B YCTAHOBJIEHHBIX CIIy4asiX.

CBepka apxuBHOTO IH(]pa apXUBHBIX JOKYMEHTOB C OMHCHIO (KHUTOW y4eTa U OMHCAHUsA) [
U JIOKyMEHTOB MpEJIojaraeT NpoBepKy MPaBUILHOCTU O(QOPMIIEHUS OOJI0KKH M TUTYJIBHOTO JIUCTA
Jiena, TIEpPBUYHOTO CPEJCTBA XPAHECHUS ayIMOBU3YaIbHOTO, ANIEKTPOHHOTO JOKYMEHTA, IPABHIbHOCTH
COCTaBJIGHUSI 3arojoBKa W Imudpa eauHUNbl XpaHeHus. Ilpw Hamumuum OONBIIMX WCTPABICHUN
00JI0%KKa ¥ TUTYJIbHBIHN JIUCT 3aMEHSIOTCS C COXPaHEHHUEM TIPU HEOOXOJUMOCTHU CTapOil OOJI0KKH.

[Ipy moAroToBke K BbIJAYE M3 APXUBOXPAHWIMIIA OTAEIbHBIX APXUBHBIX JOKYMEHTOB,
U3BATHIX M3 JIeJ, Ha OOOpPOTHOM CTOpPOHE Ka)XJOro JIMCTa BHE TEKCTa apXWBHOTO JIOKyMEHTa
MIPOCTABIISICTCS IITAMIT C ApPXUBHBIM MH(POM.

Cpoku BbIIa4YM aPXUBHBIX JJOKYMEHTOB

2.11.10.1. ApxuBHBIE TOKYMEHTHI BBIIAIOTCS U3 apXUBOXPAHUIIHUIIA HA CPOK:

- 10 OIHOTO Mecslia - MOJIb30BATENSIM B UNTANBHBIN 327 U pabOTHHKAM apXuBa (KpoMe 0c000 LIEHHBIX
JIOKyMEHTOB, BBIJIaBa€MbIX Ha CPOK HE O0Jiee IBYX HEMEIb);

- 10 TpeX MecsIeB - POHI000pa30BaTENSIM;

- JIO IIECTH MECALIEB - CyJI€OHBIM, IPAaBOOXPAHUTEIBHBIM U UHBIM YIIOJIHOMOUYEHHBIM OpraHaM.

Bbigaua apXuBHBIX JJOKYMEHTOB U3 apXUBOXPAHWIMINA JIJISI SKCTIOHUPOBAHUS OCYIIECTBIISIETCS
Ha CPOK, OTIpeEIECHHBIN JOTOBOPOM O MTPOBE/IEHUU BBICTABKH.

Cpok BbIJa4M apXUBHBIX JOKYMEHTOB JJIsl CO3/IaHUs CTpaxoBoro GoHaa, poHma Monbp30BaHUs U
JUIS CTIealIbHON 00paboTKM ompenesnsercs IlaHaMyu padoThl apXHuBa U JOrOBOpaMH Ha IPOBEJCHUE
COOTBETCTBYIOIIUX padOT CO CTOPOHHUMHM OPTaHU3AIUSIMHU.

[IpoasieHre CpoKOB BbIJaUM apXUBHBIX TOKYMEHTOB JIOIIYCKAEeTCs C pa3pelieHns] PyKOBOACTBA
apxuBa.

OdopmiieHne BbIaYH aPXUBHBIX JOKYMEHTOB

2.11.10.2. Bpigaya apXuBHBIX JTOKYMEHTOB U3 apXMBOXPAHWJIMIIA PErUCTPUPYETCS B KHUTAX
BBIIAYM APXHMBHBIX JOKYMEHTOB, KOMHH ()OHJA IOJIb30BAaHHUS W3 XPAHWIMINA, KOTOPBIE BEIYTCS
pa3AeabHO MO KaXI0OMY apXUBOXPAHWIMIY U BULY BbIAAYH.

Bbigaua apXuBHBIX JOKYMEHTOB B YMTAJIBHBIM 3a7 opopMIisieTcsl 3aka3oM (TpeOoBaHHMEM) Ha
BbIJauy apXUBHBIX JOKYMEHTOB, KONUH (oHAa TMOJIBb30BaHUs, OINUCEH JAen, JAOKYMEHTOB U
pETUCTPUpPYETCS B KHUTE BBIJAYM apXUBHBIX JOKYMEHTOB, KON (POHMA MMOJIb30BAaHMS M3 XPaHUIIUIIIA
B YMTAJbHBIM 3aJl, B KOTOPOH pacmuchiBaeTcs paOOTHUK YHUTAJIBHOrO 3aja. VICHOJIHEHHBIH 3aka3
(TpeOoBaHMEe) TONH30BATENS HANPABISAETCS B UYUTAJIBHBIN 3al BMECTE C BBIIAHHBIMH apXUBHBIMHU
JOKYMEHTaMH U XpPaHUTCS B INYHOM JIeJI€ TI0JIb30BaTeIs.

Bbinaya apXuBHBIX JOKYMEHTOB PaOOTHHKY apXuBa JUIsl UCIOJIb30BAHUS B CIIY)KEOHBIX LENIAX
opopmisieTcss 3aka3oMm (TpeOOBaHMEM) Ha BbIJIa4y AapXUBHBIX JOKYMEHTOB, Komuid (oHaa
MOJIb30BAHUSA, OMUCEH e, TOKYMEHTOB, KOTOPBIA BU3UPYETCS PYKOBOIUTEIEM COOTBETCTBYIOIIETO
nojpaszeneHus. 3aka3 (TpeOOBaHUEM) PETUCTPUPYETCS B KHUIE BbIIAYM APXUBHBIX JIOKYMEHTOB,
Konuii (OHIA TONB30BAaHUS W3 XpaHWIWIIA B pabouyne TOMEIIEHUs, B KOTOpOil pabOTHUK,
MOJyYMBIIUN apXUBHbIE JIOKYMEHTBl pACIHUCBIBACTCS 3a KaXIYI0 €IUHMIy XpaHeHHus. 3aka3s
(TpeboBaHME) HAXOAUTCS B ApXUBOXPAHUIIHUILE 10 UCTECUEHUS CPOKA €r0 XPaHEHHUS.

Bbinaya apXuBHBIX JOKYMEHTOB B JJAOOPAaTOPHUIO apXKBa 0(hOpMIISIETCS 3aKa30M Ha IIPOBEAECHUE
COOTBETCTBYIOIIUX Pa0OT U PErUCTPUPYETCS B KHUI'C BBIAAYM APXUBHBIX JOKYMEHTOB, KOMHHA (hoHIA
MOJIH30BaHUS M3 XPaHWIHINA B JTAOOPATOPUIO, B KOTOPOW pacHHCHIBACTCS PaOOTHUK JabOpaTOpHHU.
3aka3 y4MTBHIBaE€TCS B J1IAOOpPAaTOPUM W B COOTBETCTBYIOIIEM IOJAPA3ACICHUM apXHBa U CIYXUT
KOHTPOJIbHBIM JIOKYyMEHTOM 32 XOJIOM ITPOBEACHUS BCEX 3TANOB Pa0OThI C apXUBHBIMH JOKYMEHTAMHU.

Bbinaya apXMBHBIX JOKYMEHTOB BO BPEMEHHOE IMOJb30BaHHE O(OPMIIAETCS aKTOM O BBIIaue
apXMBHBIX JIOKyMEHTOB BO BPEMEHHOE IOJIb30BAaHUE U PETUCTPUPYETCS B KHUTE BbIJAUYU APXUBHBIX
JIOKYMEHTOB, KOITUH (pOH/1a OIH30BAHUS U3 XPAHWIMIIA BO BPEMEHHOE TTOJIb30BaHHE.

Beiava donsia nonb3oBaHus

2.11.10.3. Brlgaua Komuil apXWMBHBIX JOKYMEHTOB W3 ()OHIA TOJIB30BaHUS O(GOpPMIIIETCS

3aKa3oM (TpeOoBaHWEM) Ha BbIIaUy apXHBHBIX JIOKYMEHTOB, KOTIHI (DOH/A MOTH30BaHUS, OMUCEH eI,




JOKYMEHTOB M PETUCTPUPYETCSI B KHHUre (KHUTax) BbIIaud (OHAA TOJIB30BAHUS, BEAYIIUXCS
LEHTPAIN30BaHHO WIH Pa3/IeTIbHO MO KaXXI0MYy apXUBOXPAaHUIIUILY.
Briaua onmceit gen, TIOKYMEHTOB

2.11.10.4. Onucu nen, JOKYMEHTOB BBIJIAIOTCS HA CPOK, HE MPEBBILAIOMINANA MATH JHEH.
Boigaua omucedt  nen, JOKYMEHTOB, HMEIOLIMXCST B OJHOM OK3EMIUIIpE M XpaHALUXCA
LEHTPAIN30BaHHO, JIONMYCKAETCA B UCKIIOUUTEIBHBIX CIy4yasX C pa3peuieHUs pyKOBOJIUTENS apXuBa
WIA €r0 3aMECTUTENsl Ha CPOK, KaK MPaBHJIO, HE MPEBBIMLAIONINNA OAWH JI€Hb, U OPOPMIISETCS TI0
AHAJIOTUU C BbIIaue MOJAJIMHHBIX APXUBHBIX JTOKYMEHTOB.

Brinava onmceit e, JOKyMEHTOB 0QOpMIISETCs 3aKa3oM (TpeOoBaHMEM) Ha BbIIA4y apXHUBHBIX
JOKYMEHTOB, KOMHH (OHIa MOJIb30BAHUSA, OMHUCEH e, JOKYMEHTOB M PETHCTPUPYETCS B KHUTE
BBIJIAYM apPXWBHBIX JIOKYMEHTOB, KOMHH (OHJA IIOJIb30BAHHMS W3 XPAHWIUIIA, B KOTOPOWM
pacnuchIBaeTCs MOMYUMBIINI OMUCH PAOOTHUK apXHUBa WU MOJIH30BATENb.

KoHTpoJIb 32 COXpaHHOCTHIO BBIAHHBIX aPXUBHBIX JIOKYMEHTOB. Bo3BpallieHre apXuBHbIX
JOKYMEHTOB B apXHWBOXPAHWIIHIIIE

2.11.10.5. BeiBepka KHUT BbLAAUU apXUBHBIX JOKYMEHTOB IIPOBOAUTCS HE PEXKE OJHOIO pasa B
KBapTaa Wi B nonyroaue. Ecnu B pe3ynbTaTe BHIBEPKH KHUT BBIAAUM YCTAHOBIICH (DAKT HAPYIICHHUS
CPOKOB BO3BpAIICHUSI APXUBHBIX JIOKYMEHTOB, BBISICHSIOTCS €r0 MPUYUHBI U TMPUHUMAIOTCS MEPHI K
BO3BpAaTy AapXUBHBIX JOKyMEHTOB. Eciu HEBO3BpalleHUE AapXUBHBIX JOKYMEHTOB B CpPOK B
ApXMBOXPAHWIUINE BBI3BAHO HEOOXOIMMOCTBIO WX JalbHEHIIEro WCIIONb30BaHUS, BbIJaua
nepeodopmisiercs. [Ipu 3aaepkke BO3BpAILEHUS apXUBHBIX JOKYMEHTOB 0€3 yBaKUTEIbHBIX MPUUYHH
MPUHUMAIOTCSI MEPBI JUISL UX HEMEJYIEHHOT'O BO3BpaTa B apXUBOXPAaHUIIHILIE.

B mensx KOHTPOJsS 32 COXPAHHOCTBIO APXUBHBIX JOKYMEHTOB MOJIpa3/IeJI€eHUE, OTBETCTBEHHOE
32 XpaHEHHE apPXUBHBIX JIOKYMEHTOB, IIPOBOJUT TMPOBEPKU COXPAHHOCTH BBIJAHHBIX W3
apXMBOXPAHWINILA aPXUBHBIX JOKYMEHTOB. IIpoBepKH MpOBOAATCS B IJIAHOBOM MOPSAJIKE WIIH 110 MEPE
HE00XOIMMOCTH MO COTJIACOBAHUIO C PYKOBOJCTBOM apXHUBa.

[Ipu BO3BpalllEHUH APXUBHBIX JOKYMEHTOB B apXMBOXPAHWIMILE OCYIIECTBIISIETCS MOJIUCTHAS
MPOBepKa MX (U3HUYECKOTO COCTOSIHUS B YCTaHOBJICHHOM mopsake (cm. 1. 2.11.10.). B kaure Beigaun
apXMBHBIX JOKYMEHTOB JEJIaeTCs OTMETKAa O BO3BPAICHUHM apXWUBHBIX JOKYMEHTOB B IPHUCYTCTBUH
BO3BpATHUBIINX MX PaOOTHUKOB apxwBa WM (QoHHZO00Opa3oBaTens. Eciu BBISABICHBI TOBPEKICHUS
BO3BpAIlla€MbIX apXUBHBIX JIOKYMEHTOB, COCTaBISIETCS aKT B MPOU3BOJIBHON ¢opMe, KOTOPHIH
MOJNKCHIBAETCSI PAOOTHUKOM apXUBOXPAHUJIUINA U JIULIOM, BO3BPAILAIONIMM apXUBHbBIE JOKYMEHTHI, U
MPEACTABISETCS HA PACCMOTPEHUE PYKOBOJICTBA apXHBA.

ApxuB 00513aH YBEJJOMUTb ITOJIG30BATEIISI O TOM, YTO OH OTBEYAET 32 COXPAHHOCTD MOJYYEHHBIX
ApPXUBHBIX JOKYMEHTOB U COOIIOACHHE MPaBUJI padOThl C HUIMH B COOTBETCTBHH C 3aKOHOJIATEIbCTBOM
Poccuiickoit ®enepanumn.

B ciydasx XunieHus: WM NOBPEXKICHUS apXUBHBIX JOKYMEHTOB, B TOM YHCJIE BHECEHUS B UX
TEKCT W3MEHEHUH (eciam OSTO MOXKeT OBITh KBATH(PHUIMPOBAHO KaK TMOBPEKICHUE AaPXUBHOTO
JIOKYMEHTA), apXHB 00paIaeTCsl C COOTBETCTBYIOIIUM 3asIBICHUEM B OpraH BHYTPEHHUX JIE] 10 MECTY
paclONIOKEHUsT apXWBa, B TPEXJHEBHBI CPOK HWHMDOPMHUPYET CHEIHAIBLHO YIOJTHOMOYECHHBIN
(denepaibHBI OpraH MCHOJHUTENBHOM BIIACTH, YIOJHOMOYEHHBIE OpPTraHbl WCIIOJHUTENBHON BIIACTH
cyosexkToB  Poccuiickoit ~ ®Denepanuu, — OCYIIECTBISIONIME  KOHTPOJIb 32  COOJIIOJICHUEM
3aKOHOJIaTeNbCTBA 00 apxuBHOM jnenie B Poccwuiickoit depepannu, NMPUHUMAET JIPYyTHE MEPHI K
BO3MEIIEHUIO yIIlepOa B COOTBETCTBHH C 3aKOHOAATEILCTBOM Poccuiickoit Deneparuu.

TpaHCOPTUPOBKA U NEPEMENICHUE APXUBHBIX JIOKYMEHTOB

2.11.11. IIpu TpaHCTIOPTUPOBKE APXUBHBIX JTOKYMEHTOB Ha JIIOOBIE PACCTOSHUS COOIONAIOTCS
Mephl MO0 OXpaHE W 3alllUTe MX OT BO3ACHCTBUS BpPEAHBIX (DAKTOPOB OKpPYXkAIOIIEH Cpelbl MyTeM
MPUMEHEHUS CIEIUAITBHBIX BUJOB YIAaKOBOK, 00ECIIEUYMBAIONINX 3alIUTY apXUBHBIX JOKYMEHTOB OT
OCaJIKOB, CBETa, MEXAHUYECKUX MOBPEKICHUM.

TpaHCOPTUPOBKA APXMBHBIX JOKYMEHTOB IMPOM3BOAUTCS TMpPU UX IUIOTHOM YKIAJIKe,
HCKJIFOYAONIEN BO3MOXXHOCTh IE€PEMEIIEHUs] apXHUBHBIX JOKYMEHTOB BHYTPU YMAKOBKH, yAapOB U
Pa3IUYHBIX COTPSICEHUHM, Mpu ASTOM (HOTOPOHOMOKYMEHTHl YIMAKOBHIBAIOTCS B BEPTUKAILHOM
MOJIOKEHUH B KOPOOKHM >KECTKON KOHCTPYKIIMM COOTBETCTBYIOIIEro pa3Mepa, OOepHYyThle BO
BIIATOHETIPOHUIIAEMYIO TKaHb. [Ipyrue ayanoBu3yanbHbIE U JIEKTPOHHBIC IOKYMEHTHI, TpaduuecKue 1




KpyImHO(OpMAaTHBIE Jea ¥ IOKYMEHTHI TIEpEMEIAIOTCS TOJIBKO B YIIAKOBKE, B KOTOPOH OHU XpaHSTCA,
WM B CIIELUAIBHO NIPEIHA3HAYEHHBIX ISl UX IIEPEMELICHMSI CPEACTBAX.

1 mepeMelieHns apXUBHBIX JTOKYMEHTOB BHYTPH AapXUBa HCIOJB3YIOTCS IEPEIBUKHBIE
TEJIEKKH U APYTHUE CPELICTBA TPAHCIIOPTUPOBKH.

BHyTpuropoackue IepeBO3KHM APXUBHBIX JOKYMEHTOB IIPOM3BOIATCA B 3aKPBITBIX
aBTOMAIlIMHAX IpU 00513aTEILHOM COIPOBOKICHUN paOOTHHUKA apXHUBa.

TpaHcopTUpPOBKAa ApXMBHBIX JOKYMEHTOB Ha JaJIbHUE PACCTOSIHUS IPOU3BOJUTCS B
YIaKOBaHHOM BHUJE B KPBITOM TPaHCIOPTHOM CPEICTBE B COOTBETCTBUU C IPABWJIAMHU IIEPEBO3KH
LIEHHBIX IPY30B, YCTAHOBJIECHHBIMU JIJII COOTBETCTBYIOLIETO BUJIa TPAHCIIOPTA.

BrlsBieHHE YHUKAJIBHBIX JIOKYMEHTOB U 0CO00 IIEHHBIX JIOKYMEHTOB

2.11.12. BpIsIBI€HHE YHUKAIBHBIX JTOKYMEHTOB U 0CO0O LEHHBIX JOKYMEHTOB MPOBOJUTCS B
IUTAHOBOM TOpsAJKe Hambosee KBATU(DUUIMPOBAHHBIMM CHELHMATMCTAMH Ha OCHOBAaHMM OTpPACIEBBIX
HayYHO-METOJANYECKHUX pa3pabOTOK M METOJUYECKUX MTOCOOUH, TOATOTOBICHHBIX B apXHBE.

Onpenenenne B coctaBe ApxuBHOro ¢(onna Poccuiickoiri @enepanun yHUKaJIbHBIX
JIOKyMEHTOB OCYIIECTBIISIETCS. B COOTBETCTBUHM C PermameHtoM ['ocynmapcTBeHHOro peecrpa
YHHUKaJIbHBIX JOKYMEHTOB ApxuBHOTro (poHna Poccuiickoit denepanun u BKIOYaeT B ceOsl:

3aI0JHEHNE HAa Ka)KJbIM BBISABICHHBIA MOTCHIHMAIBHO YHUKAJIBHBIA JTOKYMEHT JINCTA y4eTa U
OIMCAaHUs YHUKAJIBHOIO JOKYMEHTA;

paccMOTpPEHHE SKCIEPTHO-METOINYECKON KOMUCCHEN (MU JPYTUM COBELIATEIbHBIM OPIaHOM)
apXuBa IPEJCTaBICHHBIX MaTEPUAIIOB;

MIPEACTABICHUE TIPEIJIOKEHUM O BKJIOYEHUU BBIABICHHBIX IOTCHIUAJIBHO YHUKAIBHBIX
JOKyMEHTOB B ['ocynapcTBEHHBIN peecTp yHHKaJIbHBIX JOKYMEHTOB ApxuBHOro ¢oHma Poccuiickoit
@enepaii B COOTBETCTBYIOLIMH YIOJTHOMOYEHHBIM OpraH HCIOJHHUTEIBHON BIAacTH B cdepe
apXUBHOIO Jieja.

Onpeneneane B coctaBe ApxuBHoro ¢onma Poccuiickoii @Denmeparuii 0co00 IICHHBIX
JOKYMEHTOB  OCYLIECTBJISIETCS  3KcIepTHO-poBepouyHoil  komuccuedr  (OIIK)  denepanbHOro
rocyaapctBeHHoro apxuBa, OIIK ymoiHOMOYEHHOro oOpraHa HCHOJHUTENIBHON BJIacTH CyObEeKTa
Poccuiickoit ®enepanu B chepe apXUBHOTO Jena, SKCIEPTHOH (POHIOBO-3aKyMOUYHON KOMHUCCHEH
rOCyJapCTBEHHOT0 WJIM MYHHLHIIAJIBHOIO My3€s, JKCIEPTHOM KOMHUCCHEHW TOCYJapCTBEHHOM WU
MyHULunansHoi Oubmmoreku, JIIK Apxusa Poccuiickoil akaneMun HayK M 3aKperuisieTcs Y4eTHbIMU
JIOKYMEHTaMU apXuBa B YCTaHOBJIEHHOM Mopsiike (cM. 1. 3.7.5.).

OI1K ynoiHOMOYEHHOTO OpraHa UCIOJIHUTENbHON BiacTu cyobekTa Poccuiickoit deneparun B
cepe apXMBHOTO Ji€jia BIIpaBe JEJIErMpOBaTh MOJHOMOYHS IO ONpPEAEIEHUIO0 B COCTaBe APXMBHOIO
¢donna Poccuiickoit @exmepamui  0c000  LEHHBIX  JOKYMEHTOB  OJKCIIEPTHO-METOIUYECKOU
(MeToanueckoi) KOMHCCHU TOCYIapCTBEHHOT0 apxuBa cyobekTa Poccuiickoit denepannu.

Coznianme ctpaxoBoro goxaa

2.11.13. CoOBOKYIHOCTh CTPaxOBBIX KONHH YHHUKAJIbHBIX M OCO0O IEHHBIX JOKYMEHTOB
ApxuBHoro ¢onma Poccuiickori ®enepanuu (mamee - cTpaxoBol (oHI) co3maercs B IMENIX
COXpaHEHUS JOKYMEHTHOW WH(POpMAIMU Ha CIIydaidl yTpaThl WIU MOBPEXKIEHUS OPUTHHAIOB ITHX
nokyMeHTOB. CTpaxoBod (OHI SBJISETCS HENPUKOCHOBEHHBIM W XPAHUTCS TEPPUTOPUATIHLHO
000CO0JICHHO OT OPUTHHAIOB YHUKAIBHBIX JOKYMEHTOB U 0CO00 LIEHHBIX JOKYMEHTOB B CIIELIUAIBHBIX
apxuBoxpaHmwHmax (cm. m. 4.13.3.).

OuepeHOCTh CTPAXOBOTO KOMHUPOBAHUS OMPEACISIETCS € Yy4eToM (PU3UUECKOTO COCTOSHUS
YHHUKAJIbHBIX JOKYMEHTOB U 0CO00 IIEHHBIX JOKYMEHTOB W HMHTEHCHUBHOCTH OOpallleHHs K HHM.
[lepBoouepeHOMY KOMMPOBAHUIO CPEAM HHUX IMOAJIEKAT Hanbolee MHTEHCHBHO HCIIONB3yEeMbIE, C
MOBPEXKICHUSIMH MaT€PHAIbHOTO HOCUTENS U JOKYMEHTHOU HH(pOpMaIuu.

[ToaroToBka yHHKaJIbHBIX JIOKYMEHTOB M 0CO00 IICHHBIX JOKYMEHTOB K CTPaXxOBOMY
KOIMPOBAHUIO OCYILECTBISIETCS B COOTBETCTBUM C TMOPSAKOM BbIJAUYM apXHUBHBIX JTOKYMEHTOB W3
apxuBoxpaHwinn (cM. 1. 2.11.10.).

CrtpaxoBoe KOMHMPOBAHHE MPOBOJUTCS C COOMIOJEHHUEM CHUCTEMATHU3allUU €IUHUI] XpPAaHEHUS B
ONUCH JIeN, JOKYMEHTOB, KOTOpas KOMHMPYETCS TMepel eauHUuIaMu XpaHeHus. CTpaxoBoMy
KOIMPOBAHUIO MOAJIEKAT BCE BXOAIINE B €AUHUILY XpPaHEHUS apXUBHBIE JOKYMEHTHI.




IIpu cTpaxoBOM KONHWPOBAHMU JI€JIa, KaK MPaBUIIO, pacUIMBKE He mojyiexkaT. PaciimBka nen
MIPOU3BOJUTCS B UCKIIOUUTEIBHBIX CIydasx MO COTJIACOBAHUIO C PYKOBOJICTBOM apXHBa MPU MOITHOM
HEBO3MOXXHOCTH KONUPOBAaTh IeperieTeHHoe neno. [lo okoHuaHum paboThl JEN0 MepersieTaeTcs
naboparopueit Wi OpraHU3aIUeii-u3rOTOBUTEIEM CTPaXOBbIX KONl 3aHOBO.

CrpaxoBoe KONMMpPOBAaHHE YHUKAJIbHBIX JOKYMEHTOB UM 0CO0O IIEHHBIX JIOKyMEHTOB
OCYIIECTBIISIETCS B COOTBETCTBHM C TEXHOJIOTMYECKUMHU PETJIAMEHTAMU M IPYTUMH JIEHCTBYIOIIUMU
HOPMAaTHBHO-TEXHUYECKHMHU JOKYMEHTAMH.

CrtpaxoBoil KOMHMEW apXUBHOTO JOKYMEHTa Ha OyMaKHOH OCHOBE SIBISIETCSl HEraTHBHAS
Mukpohopma (MukpoduibM niu Mukpodumia) 1-ro moKoeHus, U3roToBIEHHAas Ha (oTorpaduuecKon
raJIoOreHU0cepeOPSHOM TIIEHKE COOTBETCTBYIOIIETO TUIIA METOJOM ONTHYECKOro ¢oTtorpadupoBaHus
JIOKYMEHTOB.

CrpaxoBoif Komued KHWHOJOKYMEHTa SIBIISIETCS TepBas COBMEIICHHAs KOMHUS OpHUTUHAaja,
M3rOTOBJICHHAS HA IJIEHKE COOTBETCTBYIOIETO THIIA METO/I0M KOHTAKTHOM TeYaTH.

CrpaxoBoii komuel (OTOIOKyMEHTa SBISETCS TepBas KOMHUS OpUTHMHAJA, WU3TOTOBJICHHAs Ha
(OTOTIIIEHKE COOTBETCTBYIOIIETO THITA METOAOM PENPOIYIIMPOBAHUS HIIM KOHTAKTHOM TTEYATH.

CrpaxoBoii komuel (OHOZOKYMEHTa SIBISIETCS TepBas KOMHsI OpPHUTMHANa, WU3TOTOBJICHHAS
COBPEMEHHOM CUCTEMOM 3aIHCH.

CrtpaxoBoii Komuel BUICOJOKYMEHTa SIBISICTCS TepBas KOIMHWs OpUTHHANA, U3TOTOBJICHHAS B
(dopmaTe opurrHaa criocoOOM BHIC03BYKO3AIMCH HA MAarHUTHOM JICHTE.

Coznianme, KOMIUIEKT M cOCTaB ()OH/A MOIb30BAHUS

2.11.13.1. CoBOKyHnHOCTh KONHI apXMBHBIX JOKYMEHTOB, BBIIIOJIHEHHBIX Ha pa3JIU4HbIX
MaTepHUaIbHBIX HOCHUTEISX M TMPEAHA3HAYCHHBIX [UIsI MCHOJB30BAaHUS C I1ENbl0 00ecrnevYeHus
COXPAHHOCTH OpPWUTHMHAJIOB apXMBHBIX JOKYMEHTOB (Hanee - (OHJ MOJIb30BaHMsI) CO3/JaeTcs, Kak
MIPaBUJIO, OJTHOBPEMEHHO C CO3JIaHUEM CTPaxoBOro (hoHMAA, a TaKXKe IENEeBBIM MOPSIIKOM Ha Hambosee
HCIOJIb3YEMBIE apXMBHBIE JIOKyMEHTBI, B MpOIEcCe IPYrHMX paboT (paccekpedrBaHHE apXHUBHBIX
JIOKYMEHTOB, OpraHU3allks UX UCIIOJIb30BAHMUS).

®oHx MONTB30BAHUS, M3TOTOBJICHHBI OJHOBPEMEHHO CO CTPAaxOBBIM (POHIOM, CO3/1AETCS B
00513aTeTbHOM KOMITJIEKTE, BKIIOYAIOIIEM:

- Ui apXWBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE - OJHY MHKpO(QOpMYy 2-r0 TOKOJIEHHUS Ha
raJloreHu0cepeOpssHON TJIeHKE (HeraTHBHAas WM TO3WTHUBHAS), M3TOTOBJICHHYIO C HETaTUBHOM
MUKpPOGOpPMBI  1-TO TIOKOJIEHHS, W OAHY MHUKpopopMy 3-ro TOKOJICHHs, H3TOTOBICHHYIO C
MHUKPO(POPMBI 2-TO MOKOJICHUS;

- U1 (DOTOTOKYMEHTOB - OZIMH MO3UTHUBHBINA ()OTOOTIEUATOK U OJMH TyOJIb-HETaTHB;

- ISl KHHOJJOKYMEHTOB - OJIHY TMO3UTHUBHYIO COBMEILEHHYIO KOMHIO, OJIMH MPOMEKYTOUHBII MO3UTUB
M300pakeHNs U OJTMH KOHTPATUI (POHOTpaMMBI (JUIs 3BYKOBBIX KHHOZAOKYMEHTOB). [lo3uTnBHAs KOTHs
U TPOMEKYTOUYHBIH TMO3UTHUB M300paKeHHUsI JODKHBI BXOJIUTh B KOMIUIEKT KHHOJOKYMEHTA,
MPUHUMAEMOT0 Ha IOCTOSIHHOE XpaHeHue. Jlomyckaercss JOMOJIHUTENbHOE H3TrOTOBIEHHE (POHAA
MOJTb30BaHUsI KHHOJOKYMEHTOB B BHE BuacopoHorpamm B popmarax Betacam u VHS;

- U1 (POHOTOKYMEHTOB - OIHY KOIIMIO HA MAarHUTHOM JICHTE;

- 711 BUJICOOKYMEHTOB - OJIHY Koruio B opmate VHS.

Brirouenne B (OHA MONB30BaHUS KOMHM apXHWBHBIX JOKYMEHTOB, B TOM YHCJIE Ha
ANEKTPOHHBIX HOCHUTENAX, CO3JaHHBIX B IIPOLECCe JMAPYTruxX padoT, OCYIIECTBISETCS apXHUBOM
CaMOCTOSITENILHO.

B ¢onn monb30BaHMS BKIIOYAIOTCS KOMUU IMOJIHOCTbIO CKONMUPOBAHHBIX €IUHUI] XpaHEHUS.
Komuu oTnenbHBIX apXUBHBIX JOKYMEHTOB MOTYT OBITh BKIIIOUEHBI B (DOHJ MOJB30BAaHUS B COCTABE
TEMaTHYECKHUX MOJI00POK apXUBHBIX TOKYMEHTOB.

IIpoBepka HANUYKS U COCTOSHUS, TEXHUYECKHI KOHTPOJIb CTPaxoBOTo (oHAa ¥ (OoHIa NOIH30BAHUS
2.11.13.2. Bce cTpaxoBbl€ KOIUH JOJKHBI COOTBETCTBOBATH OPUTHHATY, KaK MO COJAEPKAHUIO,
TaK U 0 PsiIy BHEITHUX MPU3HAKOB.

H3roroBuTeNnb CTPaxOBBIX KOMHI 00ecrnedyrBaeT COOTBETCTBHE BCEX BBIMYCKAEMbIX KOIHIA
TpeOOBaHUAM JIEHCTBYIOIIMX HOPMAaTHBHO-TEXHUUYECKUX JOKYMEHTOB 10 CTPaXOBOMY KOIHMPOBAHUIO.

Bce crpaxoBble KOMUHM MPOXOAST TEXHUYECKUN KOHTPOJIb B Ja0OpaTopuu WM OpraHU3aluu-
M3rOTOBHTENE, CBEIACHUS 00 MX KadecTBE (DUKCHUPYIOTCS B aKTaX TEXHHUUYECKOTO COCTOSHUS KOMHN
ctpaxoBoro (oHaa (mo opmam B COOTBETCTBUHU C OTPACICBEIMU HOPMATUBHBIMH JIOKYMEHTAMH ).




[Tpu npueme cTpaxoBBIX KON MpOBEpsiETCs MOJTHOTA BHIIOJHEHMS 3aKa3a Ha KOIMMPOBAHUE,
KOJIMYECTBO KOMMM, KOMIUIEKTHOCTH, IPAaBWJIBHOCTb M IIOJIHOTA 3aIlOJHEHMS AKTOB TEXHHUYECKOIO
COCTOSIHUSI, BU3yaJIbHO-TEXHUUECKOE COCTOSIHUE KOIUH.

B npouecce xpaHeHHsI CTpaxoBbIe KOIIUY MOJUIEKAT:

- IPOBEPKE HAJMYMUS U COCTOSHHS B LIEJSIX YCTAHOBICHUS (PAaKTUUECKOTO HAIWYHS CTPAXOBBIX KOTIHH,
UX COOTBETCTBHS JaHHBIM YUETHBIX JTOKYMEHTOB;

- TEXHHUYECKOMY KOHTPOJIO COCTOSIHHUS H CBOEBPEMEHHOMY TIPOBEIECHHIO HEOOXOIUMBIX
KOHCEPBALMOHHO-NIPOPHUIAKTUUECKUX MEPOIPUATHH.

TexHu4yeckuil KOHTPOJIb CTPaxoBOro (hOHAA OCYLIECTBIIAETCS OJMH Pa3 B TPU ToAad, IPU 3TOM
KOHTPOJIO NMOIEkKUT 20% CTpaxoBbIX KONUHI MPOU3BOACTBA KaKJOTO roJa.

Pe3yabpTaThl TEXHUUECKOTO KOHTPOJISI GUKCHUPYIOTCS B TOKYMEHTaX O TEXHUYECKOM COCTOSIHUM
CTpaxOBBIX KOMHWH, TJAE JAIOTCA 3aKIIOYEHHS O HEOOXOJUMOCTH M CpOKax HpPOBEAEHUS
NpoWIAKTUIECKUX W PECTaBPAlMOHHBIX pabOT W  yCTAHABIMBAIOTCS CPOKH  CIIEAYIOIIErO
TEXHUYECKOTO KOHTPOJIS.

[IpoBepka Hanuuus U cOCTOAHUSA (POH/A MOJB30BAHUS OCYIIECTBISAETCS C LEIbI0 KOHTPOJIS 3a
COXPAaHHOCTbIO KOMMH M OpraHu3anuud paboTbl 1O CBOEBPEMEHHOMY BOCCTAHOBJIEHUIO (HOHIA
MI0JIb30BAHMUS.

O0BbeM M NepUuoJUYHOCTh PA0OTHl MO MPOBEPKE HAJIMYMA U COCTOSHHS (DOHNIA MOIb30BAHUS
OTIPENIeNISIETCS C YUETOM ero oomero o0bema, cocTaBa, HHTECHCHBHOCTH BBIZIAYM KOITUH W YaCTOTHI HX
BOCIIPOM3BEJICHUS, a TAKKE YCIOBUM XpPaHEHUS.

[lepenaya crpaxoBoro ¢oHja Ha crienUalbHOE XpaHEHHE

(m. 2.11.13.3. He pacmpocTpaHsieTCsl Ha TOCYJapCTBEHHbIE W MYHHUIUIAIbHBIE My3€d H
6ubanoTexu, opranuzanuu Poccuiickoil akageMun HayK)

2.11.13.3. LleHTpanu3oBaHHOE XpaHEHUE CTPAXOBOTO (OHIA OCYIIECTBISET (penepanbHbIii
rocyAapcTBEHHbIN apxuB - LlenTp xpanenus crpaxosoro ponaa (LIXCD).

XpaHeHue cTpaxoBoro (poHaa rocy1apcTBEHHOro apxuBa cyobekTa Poccuiickoit denepanuu u
MYHUIUIAIBHOTO apXHBa MOXKET OCYILECTBIIATh CIELMAIbHOE apXUBOXPAHMIIHILE, PACIIOIOKEHHOE Ha
TeppuTopuu cyonekTa Poccuiickoit denepanuu.

Paspemenne Ha mepenady crpaxoBoro ¢onma B [IXCD maer cnenuanbHO YIIOJTHOMOYCHHBIH
(denepanbHBIi OpraH HCHOJHUTENBHOM BiIacT B cdepe apXUBHOro Jeja IO pe3yjbTaraMm
paccMOTpeHMsI JOKIAAHON 3aMuCKH (efepaibHOro rocyJapCTBEHHOTO apXUBa UIH YIIOJTHOMOUYEHHOTO
opraHa HCIOJHUTENbHOU BiacTu cyObekra Poccuiickoit ®enepaunu B cdepe apXUBHOTO jaena O
TOTOBHOCTHU K OTIPABKE CTPaXOBBIX KOMHIA.

Pazpemienne Ha mepemady cTpaxoBoro (oHma B - CHELMAIbHOE apXMBOXPAHMWIUILE,
pacmojio’)KeHHOEe Ha TeppuTopuu cyobekta Poccuiickoit ®enepaiuu, rocygapCTBEHHOMY apXUBY
cyobekta Poccuiickoit ®eneparii U MyHUIIMTIAIBHOMY apXWBY JaeT YIOJHOMOYECHHBIA OpraH
UCTIOJTHUTENBHOM BiacTu cyowsekTa Poccuiickoit @enepannu B chepe apXHUBHOTO Jiela HA OCHOBAaHUU
JOKJIaJTHOM 3aIIMCKH apXHUBA O TOTOBHOCTH K OTIIPABKE CTPAXOBBIX KOIUH.

[Ipuem-nepenaua  crpaxoBoro  (oHAAa  OCYWIECTBISETCS HA  OCHOBAaHMU  TpPHKas3a
COOTBETCTBYIOLIETO YMOJIHOMOYEHHOIO OpraHa MCIIOJHUTEIbHOM BIacTU B cepe apXUBHOIO Jeina
aKTOM YCTaHOBJICHHOU (DOPMBI, K KOTOPOMY IPUIIararoTCs:

- omucu 0co0O0 IEHHBIX JeJ, JOKYMEHTOB WM KOMMM ONHMCEH Jell, JOKYMEHTOB, C KOTOPBIX
M3TOTOBJIEH CTPAaXOBOH (POH, MK IepeueHb HOMEPOB 0CO00 IIEHHBIX /1€, JOKYMEHTOB (HOMEPHUK);

- OIMCHU IIepeIaBaeMoro CTpaxoBoro (hoH/a;

- aKThl TEXHUYECKOT'O COCTOSTHUSI KOITUI CTpaxoBoro (ouna;

- COIIPOBOUTENBHBIC JOKYMEHTBI HAa TPAHCIIOPTHYIO Tapy.

CTpaxoBble KONMUH B MOPSIKE PACHOIOKEHUS UX B OIMUCU CTPAXOBOro (POHIA MOMEIAIOTCS B
COOTBETCTBYIOIYIO Tapy [Ulsl TPAaHCIOPTUPOBKH, MMEIOINYIO MOPAIKOBYI0 HYMEPALMIO B Ipelenax
OTIPABISIEMON MApTUH, U HANPABISAIOTCS B OIJIOMOMPOBAHHBIX KOHTEHHepax. B compoBoauTensHOM
JOKYMEHTE Ha TPAHCIOPTHYIO Tapy yKa3bIBAa€TCs €€ KOJMYECTBO M YUCIIO CTPAXOBBIX KONUU B HEW,
CTaBSTCS IOJIMCH JIOJKHOCTHBIX JIMLI, OTBETCTBEHHBIX 32 Ilepeady.

AKTBI IIpueMa-Iepeadu ¢ NPUWIOKEHUIMA IIOMEIAIOTCS B OTACIBHYI0 YIIAKOBKY C TOMETKOU
"ConpoBoAUTENbHBIE JOKYMEHTHI".

OmutaTa pacxoJ10B IO OTIPaBKE CTPaxoBOro (OHIA MPOU3BOAUTCS OTIPABUTEIIEM.




CrpaxoBaHue JIOKyMeHTOB ApxuBHOTO onaa Poccuiickoii Penepannu

2.11.14. CtpaxoBanue 10KyMeHTOB ApxuBHOro ¢onaa Poccuiickoit @enepannu HanpaBiIeHO
Ha oOecrieueHre X COXPaHHOCTH, BO3MEIIEHHE ymiepOa B cilydae Kpakd, yTpaTbl, OBPSKIACHUN U
MHOT'0 BO3MOXHOT0 yliepoa.

CrpaxoBaHUIO NOJJIEKAT:

- TOKyMeHThl ApxuBHoro ¢onaa Poccuiickoit deneparnum, a Takke MoJuIekKallyue BO3BPALLCHUIO UX
KOIIMM, BBIBO3UMBIE 3a pyOex JUisl SKCIIOHMPOBAHMSI HA BBICTABKaX, PECTaBpallUd WIH C JPYTHMMH
LETSIMUY;

- YHUKaJIbHbIE JOKYMEHTBI, IPEOCTaBISEMBbIE JUIsl SKCIIOHUPOBAHUS Ha BHICTABKAX BHYTPHU CTPAHBI.

B uckiarounTenbHbIX ciiyyasx, HoJ 0053aTeIbCTBO B JOTOBOPE O BO3MEILEHUHN OpraHu3aTopaMu
BBICTaBKU yllepOa B ciydyae yTpaThl WJIM MOPYM, YHUKAJIbHBIE JOKYMEHTBHl MOTYT 3KCIOHHPOBATHCA
0e3 cTpaxoBaHuUs Ha opranusyembix B Poccuiickoit denepanun BbICTaBKaX.

CrpaxoBas oleHKa JOKyMeHTOB ApxuBHOro Qonma Poccuiickoit ®@enepanuu NpoBOAUTCS B
apXuB€ KOMHUCCHOHHO.

Kareropust neHHoct moKymeHToB ApxuBHOTo (oHma Poccuiickoit denepanym u pazMep ux
CTPaxOBOM OLIEHKU YCTaHABIUBAIOTCS HA OCHOBE CHELHATbHBIX METOANYECKHX pa3pabOToK.

Pe3ynbpTaTthl cTpaxoBoil OLIEHKH TOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit Denepanuu
0(pOpMIISIOTCSI aKTOM CTPAaXOBOM OLIEHKHM AapXMBHBIX JIOKYMEHTOB, KOTOPBIM NpeACTaBiseTcs B
COOTBETCTBYIOIIUI YIIOJTHOMOYCHHBIH OpTraH UCTIOJIHUTEIILHON BIIACTH B c(hepe apXUBHOTO JIeIa.
OdopmiieHne BpeMEHHOT0 BbIBO3a JOKYMEHTOB ApxuBHOTro (onma Poccuiickoi deneparun 3a pyoex

2.11.15. Ins paccMOTpeHUs: BOIpoca O BO3MOYKHOCTH BpPEMEHHOIO BBIBO3a JIOKYMEHTOB
ApxusHoro ¢onna Poccuiickoil @enepanuu apxXuB NPeACTaBISIET B CINELUUAIBHO YIOJIHOMOYEHHBIN
(benepanbHBIN OpraH UCIOTHUTEIBHON BIACTH B Cepe apXUBHOTO Jela:

- KOITUIO JIOTOBOPA O MPOBEJCHNUHU BBICTABKH, PECTaBPALIMOHHBIX WU APYTHX padoT;

- TIepedYeHb JOKyMeHTOB ApxuBHOro ¢onma Poccuiickoii denepanum ycTaHOBICHHOH (HOPMBI,
IIPEIHa3HAYEHHBIX K BpEMEHHOMY BBIBO3Y;

- KOIIMU CTPAXOBOTO IMOJIMCA, FTAPAHTUHU IPUHUMAIOLIENH CTOPOHBI M T'OCYTapCTBEHHBIX OPIaHOB CTPAHBI
Ha3HA4Y€HUS B OTHOLIEHUHU COXPAHHOCTH U BO3BpaTa BPEMEHHO BBIBO3UMBIX KYJIBTYPHBIX LIEHHOCTEH;

- THCHhMEHHOE TIOATBEP)KICHHUE YIOBICTBOPUTEIBHOTO (DU3UYECKOTO COCTOSIHUS JIOKYMEHTOB
ApxuBHoro Qonma Poccuiickoit ~®expepauuu, MO3BOJAIOIIETO0 MX  TPAHCHOPTUPOBAaTH U
JEMOHCTPUPOBATh, a TAKKE HAJIMYMSI UX CTPAXOBbIX KONUM;

- paspeleHue yIoJIHOMOYEHHOr0 OpraHa UCIOJHUTENbHOM BiacTh cyobsekTa Poccuiickoit @enepanuu
B cdepe apxuBHOTO jena (TOMBKO IS TOCYIJapCTBEHHBIX apXWBOB CyOBEKTOB Poccuiickoii
Oeneparnun);

- pa3pelieHrne opraia MeCTHOTO CaMOYIIpaBiIeHUs (TOJIBKO JJIsi MyHHULIUIIAIbHOIO apXUBa);

- Ipyrue HeoOXOJUMbIE JOKYMEHTHI B COOTBETCTBUHU C YCTAHOBIICHHBIM IOPSAIKOM.

B CcOOTBETCTBUM C yCTaHOBJIEHHBIM IOPSAJIKOM IOCYJapCTBEHHOM 3KCIEPTU3bl U KOHTPOJS 3a
BBIBO30M M BBO30M KYJIBTYPHBIX LEHHOCTEH /U1 IONY4YCHMs] CBHAETENbCTBA HA IPABO BBIBO3A
KYJBTYPHBIX LIEHHOCTEM C Teppuropun Poccuiickonn Penepauyu, yKa3aHHBIE JOKYMEHTBI BMECTE C
3aKJIIOYEHHUEM CIEIHATIBHO YIOJIHOMOYEHHOTO (heAepalbHOrO0 OpraHa HUCIOJHUTENIBHOW BIIACTH B
cdepe apXMBHOTO Jiela U APYTUMH HEOOXOAMMBIMH JOKYMEHTAMHU MPEACTABISIIOTCA B CHEIMAIBHO
YIOJIHOMOYEHHBIH (peiepabHbIil OpraH HCIOJHUTENBHOW BIIACTM B cdepe IrocynapCTBEHHOIO
KOHTpoJIA 3a BbIBO30M u3 Poccuiickoii ®denepauuu M BBO30OM HAa €€ TEPPUTOPUIO KYJBTYPHBIX
[IEHHOCTEH.

Jlnist mponieHns B 0COOBIX CIIydasix Cpoka BPEMEHHOTO BBIBO3a JIOKYMEHTOB ApXUBHOTO (hOHIA
Poccuiickoit @eneparuu apxuB MPEACTABISIET B CHCIIHATBHO YIOJHOMOYCHHBIN (heiepalbHbIA OpraH
WCTIOJIHUTENIBHOM BIIACTH B c(epe TOCYJapCTBEHHOTO KOHTPOJS 3a BBIBO30M H3 Poccuiickoi
®denepanyy 1 BBO30M Ha €€ TEPPUTOPHUIO KYJIBTYPHBIX IEHHOCTEH:

- KOITUIO JIOTOBOPA O MPOJICHUH CPOKA BBICTABKHU, PECTaBPALIMOHHBIX WU APYTHX padoT;

- KOIIMH CTPAXOBOTO IMOJIMCA, TAPAaHTUH IPUHUMAIOIIEH CTOPOHBI U TOCYIaPCTBEHHBIX OPTraHOB CTPaHbI
Ha3HAYEHUS B OTHOLLIEHUHU COXPAHHOCTH U BO3BpaTa BPEMEHHO BBIBO3UMBIX KYJIBTYPHBIX LIEHHOCTEH;
-- 3aKJIIOYEHHUE CHEIHaJIbHO YHNOJHOMOYEHHOIO (heepanbHOro OpraHa HMCIOJHUTEIbHON BIACTH B
cdepe apXUBHOTO JeNa;

- Ipyrue HeoOXOJUMbIE JOKYMEHTHI B COOTBETCTBUHU C YCTAHOBIICHHBIM IOPSAIKOM.




ObecneyeHne COXpaHHOCTH apXUBHBIX JOKYMEHTOB IPU YPE3BbIYANHBIX CUTYALHIX

2.11.16. K 4pe3BbI4ailHBIM CUTYyAIHSIM OTHOCSITCSI OOCTOSITENIECTBA, IPU KOTOPHIX HEBO3MOKHO
BBITIOJIHEHUE apXMBOM B TIIOJIHOM OOBEME BO3JIOKCHHBIX Ha HEro 3aJa4y B COOTBETCTBUU C
TpeOoBaHUAMHU HacToAUMX [IpaBui M APYrMX HOPMATUBHBIX IPABOBBIX aKTOB, CO3/AeTCsl yrpo3a
YKU3HU U 370POBbIO JIFOJIEH, COXPAaHHOCTH apXUBHBIX JOKYMEHTOB apXHBa.

K upe3BplualiHbIM CUTYyalUsIM OTHOCSTCS:

- 00bsIBJIEHUE CTETIEHENW TOTOBHOCTH I'PaXkIaHCKOI 0OOPOHBI;

- BBEJICHHE B JACHCTBUE MJIAHOB IPAXKAAHCKOI 000POHBI;

- 00BsIBJIEHUE B TOCYIapCTBE (PETHOHE, TOPOJIE) PEXKUMA YPE3BBIYAITHOTO MTOJIOKEHHUS;

- MOKap, TEXHOTCHHbIE KaTacTpO(bl M CTUXUIHBbIE O€JCTBUSA, MOBIMSBILINE HA KHU3HEIEATEIBHOCTh
apxuBa;

- MCYE3HOBEHHE WJIM IIOpYa apXMBHBIX JOKYMEHTOB, XMILEHUE MM NOpYAa MMYLIECTBA B pE3yJbTaTe
IIPOHUKHOBEHUS B apXUB NOCTOPOHHUX JIIOAECH WM IPYTUX MPOTUBONPABHBIX JAEHCTBHI;

- aBapMM CUCTEM >KH3HeoOeCieueHHs apXuBa, a TAKKE 3[aHNs apXHBa;

- CHATHE OXPaHbl apXUBa;

- Jpyrue oOCTOSATENbCTBA, BBIHYKAAIOLIME PYKOBOJICTBO apXWBa NPUHATH pelIeHHuEe 00 M3MEHEHUU
pexurmMa paboThl apX1Ba WM IPUOCTAHOBIIEHUH €T0 JI€ATEIbHOCTH.

C yueToM BO3MOXKHBIX UpEe3BbIUANHBIX CUTYALUI apXuB pa3pabaThIBaeT U MPU HEOOXOJUMOCTH
MEPUOANYECKH [EepPeCMAaTPUBAET IUJIaHbl KOHKPETHBIX MEPONPUSTUIL U Jpyrue HOpPMAaTUBHBIC
JIOKYMEHTBI 0 paboTe B Upe3BbIUANHBIX CUTYALHSX.

[Inanbl U npyrue JOKYMEHTHl MO MOOMIM3AIMOHHOM MOJArOTOBKE, I'PaKAaHCKOW 00OpoHE
apxuBa pa3padaTbIBalOTCs B yCTAaHOBJICHHOM IOPSIKE.

IInanel mMeponpusTHH apxuBa Ha Cily4adl 4Ype3BbIYAMHBIX CUTyalud, HE OTHOCSIIMECS K
MOOMJIM3aLIMOHHOM  MOArOTOBKE M TIPa)XJIaHCKOM 00OpOHE, JIOJMKHBI — COIJIACOBBIBATHCS €
OpPraHM3allMOHHBIMM U PACHOPSAUTEIbHBIMU JOKYMEHTAMU apXuBa, pa3pa0OTaHHBIMM 110 JIMHUU
MOOMJIM3aLIMOHHOM MOJTOTOBKH U TPa’KAaHCKON 000POHBI.

C coneprkaHuEM IJIAHOB MEPONPUITUNA U JPYTHMX HOPMATHUBHBIX JOKYMEHTOB, ONpPEACISIONINX
paboTy apxuBa NpHU YPE3BBIYAWHBIX CUTYaLUSX, OJKHBI OBITh O3HAKOMJIEHBI PAaOOTHMKHM apXvBa B
94acTH, WX Kacalolleics, ¢ 00s3aTebHBIM BBITIOJIHEHUEM TPeOOBaHUH, yCTAaHOBICHHBIX B OTHOIICHUU
JIOCTyTa K CBEICHUSM, COCTABIISAIOIIUM IOCYJapCTBEHHYIO TaiiHy.

BeinonHeHne B apXMBE MEpONPUATHH, MNPEAYCMOTPEHHBIX IUIAaHAMU MOOMIN3AlIMOHHOM
MOJrOTOBKM U TPAKAAHCKON OOOpPOHBI, OCYIIECTBIISIETCS COTJACHO 3THUM IUIaHAM B YCTAHOBJIIEHHOM
MOPSJIKE.

III. OPTAHM3ALIMSA VYUYETA JIOKYMEHTOB APXMBHOI'O ®OHJIA POCCUNCKOU
OEJEPAIIMN U IPYTUX APXWUBHBIX JOKYMEHTOB B APXIBE

3.1. Ompenenenue KoJIMYeCTBa M COCTaBa JOKyMEHTOB ApxuBHoro ¢onga Poccuiickoii
@Denepani U APYTHX APXMBHBIX JTOKYMEHTOB B apXMBE B YCTAHOBJICHHBIX €IAMHMIAX Y4e€Ta U
OTpa)KE€HHE 3TOT0 KOJIMYECTBA U COCTaBAa B YUETHBIX JOKYMEHTaX OOeCleYHBAET OpraHU3alMOHHYIO
YIOPSAOYEHHOCTh M BO3MOXHOCTH aJpPECHOTO ITOMCKAa APXMBHBIX JOKYMEHTOB, KOHTPOJSA 3a HX
HaJMYUEM U COCTOSHUEM.

ApXUB OCYHIECTBIIICT T'OCYIAapCTBEHHBIM YYE€T apXMBHBIX JOKYMEHTOB. COCTaB M MOPAIOK
BEJICHUS JIOKYMEHTOB TOCYJapCTBEHHOTO yueTa apXHBHBIX JOKYMEHTOB, B TOM 4HCIE (OPMBI
[IacropTa apxvBa M IACIOpTa MCTOYHUKA KOMIUIEKTOBAHHSA apXMBA, W MOPANOK MX IPEICTaBICHHUSA
yCTaHaBIMBAIOTCS PeriiaMeHToM ToOCyJapCTBEHHOTO yudeTa JOKYMEHTOB ApxXuBHOTO (oHzaa
Poccuiickoit ®enepanumu.

VYuery nojexar:

- XpaHsIIUecs B apXUBE apXUBHbIC JOKYMEHTBI, B TOM YHCJE HEONMCAHHbIE M HENPO(QUIbHbIE A
JTAHHOTO apXHBa, a TAKXKE CTPAXOBBbIE KOMUHU APXHUBHBIX JTOKYMEHTOB M KONMUHU (DOHIA IMOJIB30BAHMA,
OIIHMCH JCJI U TOKYMEHTOB;

- nokyMeHThl ApxuBHoro ¢onna Poccuiickoit denepanmu, a TaKke JOKYMEHTHI IO JUYHOMY COCTaBY,
XpaHALIMECS B HICTOYHUKAX KOMIUIEKTOBAHUS apXUBA.



Yyer  npous3BOIMTCS ~ MyTE€M  IPUCBOEHUS  apXUBHBIM  JOKYMEHTaM  (eIuHUIAM
XpaHeHUs/eIMHHUIIAM y4eTa) YYETHBIX HOMEPOB, SBIISIFOIIMXCS COCTABHOM YaCThIO apXUBHBIX MIH(POB.

ApxuBHblii mudp (oOo3HAUECHUE, HAHOCMMOE HAa KAXKIYI0 CAWHHUILY XPaHEHHUsI C IICJIbIO
obOecrieueHus e€ ydera M UACHTHU(PHUKAIMM) COCTOMT U3 CIEAYIOMIMX S3JEMEHTOB: COKPAILIEHHOTO
Ha3BaHWs apxuBa (ero OQPUIMAIEHON a0OpeBHATYphI) M HOMEPOB: apXWBHOrO (H)OHMIA, OMUCH I,
JIOKYMEHTOB, €IMHUIIbI XPAHEHMUSI, €IMHUILIBI yUETa.

B cocTaB apxuBHOTo mu@pa eJUHULBI XPaHEHUS ayIHOBU3YAIbHBIX TOKYMEHTOB BKJIIOUAIOTCS
Takke oOo3HaueHus (OykBeHHbIE M LHU(POBBIC) dIEMEHTa KOMIUIEKTa, pa3Mepa HeraTtuBa, BUAa
HOCHUTEIIS 3ByKOBOH WH(MOPMAINN; SIUHHUIIBI XpPAaHEHUS SJICKTPOHHBIX TOKYMEHTOB - hopMara 3amnucu
Y BUJa HOCUTENs HHGOpMaIUH.

3.1.1. Hoxymentsl ApxuBHoro (onma Poccuiickoit deneparuu, 0qJHOBPEMEHHO BXOJSIINE B
coctaB My3seitHoro ¢onga Poccuiickoit denepanuu, y4YuTHIBAIOTCS B COOTBETCTBUU C TIOPSAKOM,
YCTAaHOBJEHHBIM  HacToAmuMu IlpaBuiaMu W HOPSAKOM,  YCTAHOBJIEHHBIM  CIIELMAJIbHO
YHIOJTHOMOYEHHBIM (heiepadbHbIM OPraHOM HWCIHOJHUTENBbHON BiIacTH A MyseitHoro ¢Qouaa
Poccuiickoit ®enepanumn.

Joxymentsl ApxuHoro (onaa Poccuiickoit @eneparuu, OJHOBPEMEHHO BXOJISIINE B COCTaB
OuOMMOTEYHBIX (POHIOB, YUHTHIBAIOTCS B COOTBETCTBHM C HacTOSIMMHU [IpaBuiamMu U MOPSIKOM,
YCTaHOBJICHHBIM CHEIHAIbHO YIOJHOMOYEHHBIM (eepanbHbIM OPraHOM HCIIONTHUTEIBHONW BJIACTH
11 6ubnmoteunsix poH0B Poccuiickoit denepannu.

3.2. Yuer apXuBHBIX JOKYMEHTOB B TOCYJAapCTBEHHOM apXuB€, TOCYIJapCTBEHHOM H
MYHHIIUTIAIBHOM My3ee, OMOJIHOTeKe, opraHu3anuu POoCCHCKONW akaaeMHUu HayK OCYIIECTBISIETCS
CHEIMAbHBIM MOAPa3/IeJICHHEM WU BO3JIaraeTcs Ha CHEIHalbHO BBIJEIIEHHOTO paOOTHHUKA.

B apxuBoxpaHmiIHIlEe rocygapCTBEHHOTO apXHWBa, OpraHu3alnd POCCHUICKON akaJieMuu HayK
Ha3HayaeTcsl paOOTHUK, OTBETCTBEHHBIH 32 yUEeT apXUBHBIX JJOKYMEHTOB apXHUBOXPAHUIIHUIIA.

VY4eT apXMBHBIX JIOKyMEHTOB, XpaHSIIMXCA B HCTOYHUKAX KOMIUIEKTOBAaHUS apXuBa,
OCYILECTBIISIETCA CIELUMAIbHBIM TMOJpa3JeiIC€HUEM apXvMBa WM BO3Jaraercss Ha CIEUUAIbHO
BBIICJIEHHOTO pPa0OTHUKA, OTBETCTBEHHBIX 3a OPraHU3alldi0 KOMILJIEKTOBaHHS apXuBa apXUBHBIMU
JIOKyMEHTaMHU.

VY4er apXuUBHBIX JOKYMEHTOB B MYHHUIMIAJIBHOM apXWBE U AaApXMBHBIX JOKYMEHTOB,
XPAHAIMIMXCA B €r0 MCTOYHHMKAX KOMIUIEKTOBAHHUS, OCYIIECTBIIAIOT 3aBEAYIOIIMA MYHULIMNAIBHBIM
apXMBOM H/HJIU CIICIIAIILHO BBIICIICHHBIN paOOTHHK.
3anucy B yueTHbIE JOKYMEHTBI BHOCSITCS TOJIBKO paOOTHUKAMU, OTBETCTBEHHBIMHU 32 YYET.

3.2.1. B apxuBe pa3pabaTbIBaOTCs MOPSAIOK U CXEMa y4eTa apXUBHBIX JOKYMEHTOB.

[Topsinok yyeTa apXuUBHBIX JTOKYMEHTOB ONPEEISET COCTAB YUETHBIX JOKYMEHTOB U YUETHBIX
0a3 JaHHBIX, BEAYIIMXCS I[EHTPAIM30BAHHO M B KAXKIOM apXMBOXPAHWIMILE; 3aKpEIUIsIeT
MOCJIEZIOBATEIbHOCTh BBINMOJIHEHUA paboT 1o yweTy. (Cxema yuera apXHMBHBIX JOKYMEHTOB B
rpadudeckoil popme GUKCHPYeET NOPSIIOK yUeTa.

ITopsimok M cxema ydeTra apXHWBHBIX JIOKYMEHTOB B AapXUBE YTBEPKIAIOTCS MPUKAZOM
pyKoBOUTENS (3aBEAYIOIIEr0) apXuBa(oM).

3.2.2. VY4YeTHble JOKYMEHTBI, KpPOME ONHUCEH €], JOKYMEHTOB, IpEeAHa3HAYEHbI JIs
CIIy’)KeOHOTO TI0JIb30BAaHMsI U TIOJB30BATENAM HE BBIAIOTCSA. B OTHAENBHBIX clydasx MO peIIeHUI0
PYKOBOJICTBA apXHBa MOXET OBITh BBIZAHO N0 (poHa.

3.2.3. XpaHeHUE YUYETHBIX JIOKYMEHTOB OCYILIECTBISETCS B YCTAHOBJICHHOM MOpSAKE (CM. II.
2.11.4.1.3.).

EnuHuie! yyera apXuBHbIX JIOKYMEHTOB

3.3. OCHOBHBIMM €JIMHUILIAMM y4€Ta apXUBHBIX JOKYMEHTOB HE3aBHUCHUMO OT BHMJIda HOCHUTEI,
croco0a ¥ TEXHUKH 3aKpeTuieHUs] HHPOPMAIUH SIBISTFOTCSI apXUBHBIN (DOH]T U €IUHUIA XPAHCHHSI.

AyanoBu3yanbHbIE U 3JIEKTPOHHBIE JOKYMEHTBI YYUTBIBAKOTCS TAK)KE 110 €AMHUIAM yUeTa.

ApXHUBHBIE JTOKYMEHTHl JIMYHOTO IPOMCXOKIAEHHS, MPOLIEAIINE TOJBKO MEPBUYHYIO
00paboTKy, YUUTHIBAIOTCS MO JOKYMEHTAM HJIN JIUCTaM.

Heynopsinouennsie apXuBHbIE JOKYMEHTHI (POCCHINb) YUUTHIBAIOTCA U3 pacyeTa 150 nucTOB B
OJIHOM YCJIOBHOM €IMHUIIE XPAaHEHHUSI.

3.3.1. B nensax nHacrosmux IIpaBui uCnonb3yoTCs CIEAYIOINE TOHATHSA:

- €IMHUIIA XPAHEHUS - GU3NYECKU 000COOIEHHBIE APXUBHBIIN IOKYMEHT WM apXUBHbBIE TOKYMEHTHI;




- ©IMHMIA XPAaHEHUS AapXWBHBIX JIOKYMEHTOB Ha OyMa)XKHOW OCHOBE - JI€JI0 - OTICIbHBIH(E)
apXUBHBIH(€) TOKyMEHT(bI), 3aKIIFOUEHHBIN(€) B 000COOIEHHYIO 00JI0KKY, MAMKY;
- eAMHUIA XPAaHCHHS KWHOJOKYMEHTOB - (HU3UYECKH OOOCOOJICHHBIH pYJOH KHUHOIUICHKH WU
MarHUTHOM JIGHTHI C 3alIMChI0 U300pa3UTENbHON U/UTH 3ByKOBOM MH(OpMAIINY;
- eIUHHIIA XpaHEHUsT (OTOJTOKYMEHTOB - (PM3NYECKH 000COOJICHHBIN Kaap (HEraTtus, JyOJb-HEraTUB,
MO3UTHUB, CHaiJ (IUANO3UTHUB), HECKOJBKO KaapoB MAHOPAMHON ChEMKH, (POTOOTIEYATOK, PYJIOH
muadpmibMa, GoToanro0M;
- eIUHUIIA XpaHeHus: (OHOAOKYMEHTOB - (PU3NYECKH 000COOICHHBIC PYJIOH KUHOIIJICHKH, MATHUTHON
W OyMa)kKHOM JICHTBI, KacCeTa, BOCKOBOW BAJIMK, AMCK C 3aITMCHIO 3BYKOBOUW WH(OpMAIINH;
- eIVHMIIA XPAHEHHsI BUICOJOKYMEHTOB - (PU3UYECKH OOOCOOJCHHBIE PYJIOH MAarHUTHOW JICHTHI,
KacceTa, JMCK C 3aIHChi0 N300pa3uTeNbHON M 3BYKOBOM HH(OpPMAIINH;
- MHHIIA XPAHEHUS SJCKTPOHHBIX TOKYMEHTOB - (PM3MUYECKH 00OCOONICHHBIM HOCHUTENh C 3AMHUCHIO
9aCTH JEKTPOHHOTO TOKYMEHTA, OJJTHOTO FJIM HECKOJIBKHX JICKTPOHHBIX JIOKYMEHTOB;
- eQUHMIIA y4YeTa KUHOJOKYMEHTOB - 4YacTh CAWHUIBI XpaHEHUs, OJHA WJIM HECKOJIbKO EIWHUIL
XpaHEHUs C 3aIUChIO ONPEAEIEHHOro (pUIbMa, XypHaja, ClIeIBbITYCKa, CIOXKETA U T.I1.;
- enuHUIA y4yeTa (POTONOKYMEHTOB - OJHA WM HECKOIbKO EIWHHII XPaHEHUs C 3aIlUChI0
OTpeIeNIeHHOT0 TuaduiIbMa;
- eauHMIA y4yeTa (DOHOJOKYMEHTOB - YacTh €OUHUIIBI XPAHEHMs, OJHA WM HECKOJBKO EIMHUIL
XpaHeHHs C 3amichi0 3BYKOBOM wuH(poOpMammu 00 OINpeneeHHOM COOBITHH, MPOU3BEICHUN
JUTEpPaTYphl U UCKYCCTBA (HECKOJIBKUX MPOU3BEICHUN JTUTEPATyphl U UCKYCCTBA, OOBEIMHEHHBIX IO
aBTOPCKOMY, TEMaTHYECKOMY WJIM APYTHM MPHU3HAKAM) | T.IL.;
- eIMHHIIA ydYeTa BHJICOJIOKYMEHTOB - YacTh CAWHUIIBI XpPaHEHHs, OJHA WM HECKOJbKO €IWHUIL
XpaHEHUs C 3aIllUChIO ONPEAEIEHHOTO CIOKETA, IPOU3BEICHUS JTUTEPATYPhl U UCKYCCTBA (HECKOIbKUX
MPOU3BECHUN JHUTEpPaTyphl U HCKYCCTBA, OOBEIMHEHHBIX MO aBTOPCKOMY, TEMAaTUYECKOMY WIIH
JIpYyTUM MPU3HAKaM) U T.I1.;
- €IMHUIIA YUYeTa ANEKTPOHHBIX TOKYMEHTOB - YaCTh €IMHUIIBI XPaHEHUS, OJJHA UM HECKOJIBKO €IMHUIL
XpaHEHUs C 3aIHUChIO JIEKTPOHHOTO IOKYMEHTA.
CucreMa yYETHBIX JIOKYMEHTOB apXHBa

3.4. B apxuBe BeAyTCsl OCHOBHBIC (00s3aTeIbHBIC) M BCIIOMOTATEIBHBIC YUETHBIE TOKYMEHTEHI.
CocTtaB 1 (popMBI OCHOBHBIX YUETHBIX TIOKyMEHTOB (KpOME MacrnopTa apXHUBOXPAHUIIHUINA) ONPEAeTICHBI
HacrosimuMmu [IpaBunamu. CoctaB U GOPMBI BCITIOMOTATENBHBIX YUETHBIX JTOKYMEHTOB OIPEIEISIOTCS
apXUBOM CaMOCTOSTEIHHO.

3.4.1. B coctaB 0CHOBHBIX (00513aT€IbHBIX) YUETHBIX JOKYMEHTOB apXHUBa BXOJST:
- KHUTA y4eTa MOCTYIUICHUH JOKYMEHTOB (mpumiokeHue Ne 5) - nmis yuyeTa Ka)IOTO MOCTYIUICHUS
apXWBHBIX JIOKYMEHTOB B apXWB, a TaKKe KOJMYECTBA M COCTaBa apPXUBHBIX JIOKYMEHTOB,
MOCTYNUBUINX HAa XpaHEHHUE 3a ONPECNICHHBIH XPOHOJOTHYECKUH MEepUOJ] BPEMEHHU; COCTOSHUS UX
OTIMCAHUS;
- criicok ¢GoHI0B (mpuiokerune Ne 6) - I perucTpaliuy MPUHATHIX Ha XpaHCHUE apXUBHBIX (POHIIOB,
MPUCBOCHUS UM HOMEpPOB, y4yeTa KOJIMYECTBA APXUBHBIX (POHAOB, HAXOIAIIMXCS HAa XPAaHCHUU WU
BBIOBIBIIINX;
- muct ¢oHAa - AN ydyeTra B paMKax apxXMBHOTO (oHAAa KOJIMYECTBA M COCTaBa OIHUCEH Jel,
JOKYMEHTOB W HMX HyMEpalWd, KOJMYECTBA MU COCTaBa apXUBHBIX JOKYMEHTOB, COCTOSIHMSI HUX
OTMCaHM, TMHAMHUKH U3MEHEHUH M0 KaXKJI0W OMHUCH /e, JOKYMEHTOB M apXHUBHOMY ()OHIY B IIEJIOM,
(buKcanuy n3MEHEHUI B HA3BaHUU apXUBHOTO (POHIA;
- JINCT y4eTa ayIMOBU3YaIbHBIX JOKYMEHTOB - JIJIsl y4eTa KOJIMYECTBA ayAMOBH3YaJIbHbBIX JOKYMEHTOB
ONpeeNIeHHOr0 BUAA MNpU HUX HE(POHIOBOM OpraHM3alMM; y4yeTa M HyMepaluu onucen
ayIMOBU3YaAIIbHBIX JOKYMEHTOB, TUHAMUKU UX U3MECHECHUN;
- ONUCh Jel, NOKyMeHTOB (mpuiokeHuss NeNe 7 - 8) - nmias MOEIMHUYHOTO M CYMMapHOTO yd4eTa
apXMBHBIX JIOKYMEHTOB, 3aKPEIUICHUS MOPSAIKA WX CHCTEMaTH3allld, yuyeTa U3MEHEHUH B COCTaBe U
o0beMe apXUBHBIX IOKYMEHTOB, BKIIFOUEHHBIX B IaHHYIO OIHUCH;
- peecTp omnmcel e, JOKYMEHTOB - JJIsl PETHCTPALIUU OITUCEH Jell, TOKYMEHTOB, y4eTa UX KOJIM4eCTBa
U COCTaBa;
- UHBEHTApHAasl KHUTA y4eTa Jell, UMEIOIMUX B O(OPMIICHUH WM B TPUIIOKEHUN K HUM JIparoleHHbIe
MeETaJTbl U KaMHU - JUJISl IOEAMHUYHOTO U CYMMAapHOTO Y4YeTa COCTaBa U COCTOSIHUS TaKuX e,




- TIACTIOPT apXUBOXPAHIIUIIA (IPOU3BOIBHON (DOPMBI) - Ui CyMMAapHOTO ydeTa apXUBHBIX (DOHIIOB U
apXMBHBIX JOKYMEHTOB JaHHOTO apXHWBOXPAHWINIIIA,

- JIUCT y4€Ta U ONHCAHUSl YHUKAJIBHOTO TI0KYMEHTA;

- CITUCOK (DOHJIOB, COJIEpKAIUX 0COOO0 LIEHHBIE TOKYMEHTHI;

- OIIUCh 0000 IEHHBIX J€JI, JOKYMEHTOB UJIU IIEpEYeHb HOMEPOB 0CO00 IIEHHBIX /11 (HOMEPHUK);

- peecTp onucelt 0co00 LEHHBIX A€, JOKYMEHTOB,;

- KHHATA y4eTa IMOCTYIUICHHH cTpaxoBoro (GoHma u (hoHIa MOTb30BaHuUS;

- OMMCh CTPaxoBOro (HoH/a;

- gemo ¢oHAA - KOMIUIGKC JIOKYMEHTOB TI0 HCTOPHM HWCTOYHHKAa KOMILJICKTOBAHUS
(ponmoobpa3zoBarens) M apxXuBHOTO (HOHAA, BEAYIIMICA HA KaXAbli apXUBHBIN (HOH, 00beTUHEHHBIN
apXUBHBIM (OHJI M APXMBHYIO KOJUIEKIUIO; NMPU HE(OHIOBOM OpraHu3aliy ayJuOBH3YaJIbHBIX U
JIEKTPOHHBIX JOKYMEHTOB - JIeJI0 OpPraHu3alluy - CIaTYNKaA JOKYMEHTOB;

- JINCT-3aBEPUTEIIb JeNa - JUIsl y4eTa KOJIMUeCTBa JIMCTOB B Aeine (rpunoxenue Ne 3);

- BHYTPEHHSISI ONMUCh JOKYMEHTOB JIeJia - JJIsl 1€J1, B COCTaB KOTOPBIX BXOJSAT YHUKAIbHBIE JOKYMEHTHI.

3.4.2. B coctaB BCIIOMOraTe/bHbIX YUYETHBIX JIOKYMEHTOB apX1Ba BXOJISAT:

- KapTOYKM M KHUTHU JBWXEHHUA (QOHIOB, OMHMCEH Jesl, TOKYMEHTOB, KHHUIM Yy4yeTa JIOKyMEHTOB,
MepeJaHHbIX B JIPYTHe apXWBbI, KHUTH y4eTa (POHIOB M JOKYMEHTOB, BBIIIEICHHBIX K YHHUTOXCHHIO,
KHUTH [TOBHUJIOBOT'O y4eTa JOKyMEHTOB U JIp.

ApXUB BIpaBe BECTU JPYTrHe BCIIOMOTaTENIbHbBIE YUETHBIE JOKYMEHThI, KOTOPBIE BKJIIOUAIOTCS B
CXeMy yueTa JOKYMEHTOB.

BcrnoMorarenbHbpie yYeTHBIE JOKYMEHTBI MOTYT BECTHUCh Ha OyMa)KHOM W/WIIM DJIEKTPOHHOM
HOCHUTEJIE.

OO6me TpeOOBaHMUS K YIETHBIM JOKYMEHTAM apXHBa

3.5. Y4er apXuBHBIX JOKYMEHTOB nepuoja 10 1917 r. Beaercs pas3ienbHO OT yuyeTa apXUBHBIX
JTOKyMEHTOB Tiepuona mocie 1917 1. ¢ caMOCTOSTENbHOM MOPSAKOBOM HyMepanuend (QOHJIOB.
HckiroueHne cocTaBiIsIOT CIEHUAIN3UPOBAHHBIC APXUBBI, XPAHALINE apXUBHbIE JOKYMEHTbI JUYHOTO
MIPOUCXOXKACHUS U ayTMOBU3YAJIbHYIO JOKYMEHTAIHIO.

Homepa apxuBHbIX (poHIOB mepuona mocine 1917 r. B apxuBe AOMKHBI UMETh HMHAEKC "P",
OTIeINsIeMBIi OT IH(POBOTO 0003HAUCHHUST HOMEpa apXxuBHOTO PoHma yeptoit (P-1, P-2 u T.11.).

Homepa apxuBHBIX (POHIOB JMKBUAMPOBAHHOI'O MAPTUHHOTO apXMBa, BKIIOYEHHBIX B COCTAB
apXUBHBIX (POHIOB TOCYAApCTBEHHOro apxuBa cyOnekTa Poccuiickoit denepaiuu, NOKHBI UMETh
ungaexc "I1", ornensemslit oT HEQPpoBOro odo3HaUeHUs HOMepa apxuBHOro Gouaa ueptoit (I1-1, I1-2 u
T.J.).

[lepenymepanus apXuBHBIX (OHIOB MPOU3ZBOJUTCS B UCKIIOYUTEIBHBIX CIy4YasX U TOJBKO C
paspenieHnss COOTBETCTBYIOIIETO YIOJHOMOYEHHOTO OpraHa HWCIOJIHHUTENBHOW BiacTH B cdepe
apXUBHOTO JiejIa.

3.5.1. VI3mMeHeHus B y4eTHbIE JOKYMEHTHI BHOCSITCSI TOJIBKO Ha OCHOBAaHUHM COOTBETCTBYIOIINX
akToB (cM. .11. 3.7.1, 3.7.2, 3.7.3), yTBEpKICHHBIX B YCTAHOBJIICHHOM TOPSIJIKE.

[Tocre BHeCeHUsT M3MEHEHHUI B YUYETHBIE JOKYMEHTBI aKThl TIOMEMIAIOTCS B Jeno (OoHIa, MpH
He(OHI0BOI OpraHu3aliy apXUBHBIX JOKYMEHTOB - B JIeJI0 OpraHU3allluy - CaTYUKA JOKYMEHTOB.

AKTBI HyMepylOTCs B 1ene (poHAa Mo BHIAM aKTOB B BaJIOBOM MOpsIKe; Tpu He()OHIOBOM
OpraHM3allK apXUBHBIX JTOKYMEHTOB - B JIeJIe OpraHU3aluu-CclaTYhKa T0KyMEHTOB.

3.5.2. B kuury yuera MNOCTYIUICHMH HOKYMEHTOB (rmpuioxkeHue Ne 5) mocnenoBaTesbHO
BHOCSITCSI BCE MEPBUYHBIC U MOBTOPHBIE MOCTYIUICHUSI apXUBHBIX TOKYMEHTOB. Kaxknoe mocryruieHue
B IIpe/ieJiaX OTYETHOTO ToJa TOTYYaeT MOPSIIKOBBIN HOMEP B BAJIOBOM MOCIIEIOBATEILHOCTH.

ExxeronHo Ha 1 siHBaps MOABOJUTCS WUTOT KOJMYECTBA MOCTYMHMBIIMX 32 TOJA apXHUBHBIX
JIOKYMEHTOB.

3.5.3. B criucok ¢onmoB (mpunoxxkenne Ne 6) apXuBHBIN (OH]] 3aIMMCHIBACTCS TOJBKO OJIMH pa3,
MIPH TIEPBOM TOCTYIICHUH B apXuB. He momyckaercs BHeceHUE apXWBHOTO (poHIAa B CIHCOK (HOHIOB
paHee MOCTYIJICHUS €r0 apXUBHBIX JOKYMEHTOB Ha XpaHEHUE.

Homep, mpucBOoeHHBIN apXwBHOMY (OHIY MO CHOUCKY (OHIOB, SBISETCS €ro0 y4YeTHBIM
HOMEPOM, COXpaHSETCs 32 HUM BO BCEX YUETHBIX JOKYMEHTaX.

B crnenuanu3upoBaHHOM apXHWBE JOKYMEHTOB IO JIMYHOMY COCTaBy K HOMEpPY apXUBHOTO
¢boHIa, MPUCBOCHHOMY KOMIUIEKCY AOKYMEHTOB IO JHYHOMY COCTaBy (poHA000pa3zoBaTels, depes



npoOb m100aBnsieTcss HOMEP apXWBHOTO (DOHIA, 32 KOTOPHIM YYTEHA JOKYMEHTAIHs MO0 OCHOBHOW
NesITeabHOCTH (POHI000pa3oBaTessl.

Jis yueta apXuBHBIX (POHIOB HCIIONB3YIOTCS HOMEpa B BaJOBOWM IOCIEIOBATEIBHOCTH, a
Takxke '"CBOOOJIHBIE HOMepa" - HOMepa apXUBHBIX (DOHIOB, apXMBHBIE JTOKYMEHTBI KOTOPBIX paHee
ObUIM BBIJCIIEHBI K YHHYTOXKCHHUIO B YCTAaHOBICHHOM TIOPSIKE WJIM BKIIOYEHBI B COCTaB
00bETMHEHHBIX apXUBHBIX (POHJIOB, M KOTOPBIE paHEe HE HCIIOJIb30BAINCH.

Howmepa yTpadyeHHBIX, MepelaHHBIX B JPYTHE apXUBBI apXWBHBIX (OHIOB, a TaKkKe HOMepa
apXMBHBIX (DOHIOB, BOLIEALIMX B COCTaB OOBEIUHEHHOTO ApXMBHOTO ()OHJA, APXUBHBIE JTOKYMEHTHI
KOTOPBIX paHee WCIOJIb30BAINCh, HE MOTYT OBITh INPHCBOCHBHI BHOBb MOCTYNHBIINM apXHWBHBIM
dbonmam.

OObenuHeHHBIE apXWBHBIE (OHIBI W AapXWBHBIE KOJUICKIMM YYWUTBHIBAIOTCS Ha OOIIHMX
ocHoBaHUAX. OObEIUHEHHOMY apXMBHOMY (OHIY, OOpa30BaHHOMY M3 apXMBHBIX (POHIOB, paHee
YUYTEHHBIX CAMOCTOSATEIBHO, IPHCBANBACTCSI HOMEP OJHOTO U3 apXUBHBIX (DOHIOB, BKIIFOYCHHBIX B €TI0
COCTaB.

Ha3Banme apxuBHOro ()oHIA BHOCHUTCS B CHUCOK (DOHIOB Ha OCHOBAHWU HMCTOPUYECKOMN
CIPABKU WJIN TUTYJILHOTO JIUCTA OIKCH A€, TOKYMEHTOB.

HaszBanme apxuBHOTO (pOHIA COCTOMT M3 TOJHOTO W (B CKOOKax) OQUIMAIBHO NPHHITOTO
COKpAIllEHHOT'0 Ha3BaHMs (OHI000pa30BaTENsl C YKa3aHUEM €ro MOJAYMHEHHOCTH, MECTOHAXOXKCHHUS,
KpailHuX gar cymectBoBaHus. Ecnm Ha3Banme (hoHI000pa3zoBaressi MEHJIOCh, TO B CIHCKE (OHIOB
yKa3bIBA€TCSl €ro IOCJEe[Hee Ha3BaHME B pPaMKax IEpHOAa, 3a KOTOPbIM INPHUHATHI apXUBHBIE
JOKYMEHTBI.

Ha3Banue o0O0bEIMHEHHOTO apXWBHOTO (OHAA COCTOMT M3 OOOOIIEHHOrO Ha3BaHUS
BKJIIOYCHHBIX B HETO apXWBHBIX (DOHIOB, U3 HA3BaHUS PYKOBOJSAIICH OpPraHU3aIH M 00OOIIEHHOTO
Ha3BaHUS IMOJYMHEHHBIX €l oOpraHu3auuii, W3 TMepeuHs Ha3BaHWH CMEHSBIIMX JApYyr Jpyra
opranu3anuii. KOHKpeTHbIC Ha3BaHHS BCEX OpraHM3alWi, apXMBHBIE JOKYMEHTHI KOTOPHIX BOILIH B
00bEeTMHEHHBIN apXUBHBIN (POH, a TAKXKE UX MEPEUMEHOBAHUS YKa3bIBAIOTCS B JHCTe (HOHTA.

HaszBanme apxuBHOro (hOHIA JIMYHOTO MPOUCXOXKIEHHS COCTOMT W3 (DaMWIMK M MHHUIUATIOB
JMIa, €ro TCEBJIOHKMMA, TUTYJA, paHra, 3BaHMs; Ha3BaHUE apXUBHOTO (OHIA CEMbHM WM poja - U3
(dbamMIIMii 1 MHUIIUATIOB TJIABHBIX WICHOB CEMBH WM POJia U MX TUTYJIOB, paHTOB, 3BaHWi. DaMuimm,
HUMEHa, OTYECTBa, TUTYJIbl, paHTH, 3BaHUA, POJACTBEHHbIE OTHOIIECHUS BCEX WICHOB CEMbU WJIM POJA
YKa3bIBAIOTCS B JIUCTE (HOHIA.

B Ha3zBaHuM apXHMBHOM KOJJICKIIMH YKa3bIBaeTCsl NPU3HAK (IPU3HAKK) ee (POpMUPOBaHMS, a IPU
HEO0OXOIUMOCTH - U €€ COCTaBUTENb (IIPEKHUIN Biasemel], coOupaTesb KOJIEKIINN).

ExxeronHo Ha 1 sHBaps K chnucKy (DOHAOB COCTaBIISIETCS WTOrOBasl 3alUCh O KOJUYECTBE
apXUBHBIX ()OHIIOB, MOCTYMHUBIIUX W BBIOBIBIIMX B T€YEHHE rojia, U OOLIEM KOJUYECTBE apXUBHBIX
(hOHIOB, HAXOAAIIUXCS HA XPAaHECHUH B apXUBE.

Crincox (OHIIOB 3aKJII0YAETCS B TBEPAYIO OOJIO0XKKY, JTUCTHl HYMEPYIOTCS, COCTaBISETCS JIUCT-
3aBEPUTENb.

[lepeneuaTka crucka (QOHIOB OCYIIECTBISETCS TOJIBKO C pa3pelieHUs COOTBETCTBYIOIIETO
YIOJIHOMOYEHHOTO OpraHa WCIOJHHUTENIBbHOM BiacTu B cdepe apXxuBHOTO aena. B stom ciaydae B
CHUCOK (POHIOB 0053aTEIbHO BHOCSTCS HOMEpa, Ha3BaHUS M OCHOBAHMS BBIOBITHS BCEX apXUBHBIX
(oH0B, HOMEPA KOTOPBIX 3aHUMATh 3aIlPeLIaeTcs.

3.5.4. Jluct doHma cocraBiseTcs Ha KaXIbld apXuBHBIA (poHI. B HeM ydHTHIBArOTCS BCe
apXUBHBIC TOKYMEHTHI apXUBHOTO (HDOH/IA, BKIIFOUAsi HEOITMCAHHBIC U CEKPETHBIE.

Jluct dponma MoXKeT OBITH MEPECOCTABIIEH TOJIBKO B ClIydae, €CIM OH HEUCIIPABUMO MOBPEKIEH
WIN TIEPECTaeT OTpaXkaTh (PaKTHUECKOE COCTOSHHE M 00bEeM apXMBHOTO (OHAA, Mocie NepepadoTKu
apxuBHOro ¢oHIAa WIM CcO3JaHusl OOBEAMHEHHOTO AapXuUBHOrO (OHJA, YTOYHEHHUS HCTOPUU
dbonmoodOpazoBarens. B cnyuae mepecocraBieHus aucTta (HOHAA paHee NEHCTBOBABIIHMKA JHCT (OHIA
romeniaeTcs B eio Gorma. B BepxHem npaBom yriry 06oux JUCTOB OHIA eTaloTcss OTMETKH: "JIucT
IIEpECOCTaBIIEH" ¢ yKa3aHUEM J1aThl IEPECOCTABIICHNUS, TOJDKHOCTH M MOANKCH JINLA, OTBETCTBEHHOIO
3a yyer.



Jluctel GOHAOB XpaHATCS B MOPSAKE HOMEPOB apXUBHBIX (PoHIOB B mamke. K kaxmoi marnke
COCTaBIISIETCS JINCT-3aBEPUTEND, TJI€ YKA3bIBAIOTCS HaYaIbHBIC U KOHEUHBIE HOMEpPA apXUBHBIX (DOHIOB
1 00I1Iee KOJTMYECTBO apXUBHBIX (JOHIIOB, TUCTHI KOTOPBIX HAXOMATCS B TIATIKE.

K nuctam ¢oHIOB BeayTcs ykasaTenu A ONEPAaTUBHOTO TOHMCKA B apXUBE apXUBHBIX
JIOKYMEHTOB TOW WM UHOW OPTraHU3ALNY.

3.5.5. Jluctel yyeTa ayAWOBU3YAIbHBIX JOKYMEHTOB COCTaBISIIOTCA Tipu HEDOHIIOBOM
OpraHHW3alli ApXWBHBIX JIOKYMEHTOB pa3leidbHO HA pa3IMyHbie BHUABI KHUHOPOTOPOHO U
BUJICOJOKYMEHTOB. llopsiok Hymepauuu U XpaHeHHUs! JUCTOB y4eTa ayJAHOBH3yalbHBIX JOKYMEHTOB
aQHAJIOTUYEH TOPSAJIKY HyMEpaIluu U XpaHEeHUs JTUCTOB (POH/IOB.

3.5.6. B onucu nen, nokymeHTOB (mpuiiokeHust NeNe 7-8) e JMHHIIBI XpaHEHUS/€IUHUIIBI yUeTa
YUYHUTBIBAIOTCSI B COOTBETCTBUU C UX CUCTEMAaTH3allMeN 3a MOPSIKOBBIMU YUETHBIMU HOMEPAMHU.

Homepa nen ¢ TEKCTOBOM CONPOBOAUTENBHOM JOKYMEHTalMEHd K ayJuOBU3YaJIbHBIM
JIOKyMEHTaM JOJIKHBI COOTBETCTBOBATh YUETHBIM HOMEpaAM ayIMOBU3YaAJIbHBIX IOKYMEHTOB.

OnucsM  1en, JOKYMEHTOB TIPHUCBAMBAIOTCS Y4YeTHbIE HOMepa IO IJHUCTy (OHIa; MpH
He(OHIOBOI OpraHu3aliy apXUBHBIX JJOKYMEHTOB - I10 JINCTY y4eTa ayJuOBH3yabHBIX JOKYMEHTOB
ONPENIETICHHOT O BUA.

He nomyckaeTcsi mprCBOCHUE OMUCSIM 1], JOKYMEHTOB OJMHAKOBBIX YYETHBIX HOMEPOB, 3a
HCKJIIOYEHUEM CITy4aeB, IPeayCMOTPEeHHBbIX 1. 3.7.7.

B koHile omumcu nen, TOKYMEHTOB BO BCEX €€ JIK3eMIUIIpax JeNaeTCs WUTOrOoBas 3alucCh, B
KOTOpPOM YKa3bIBa€TCs KOJIMYECTBO HAXOIAUIMXCA HA XPAHECHUHM EIWHUI] XpaHECHHs/€IUHUIl ydyeTa,
MEpBBIA W TIOCICAHUNA HOMEpa CIWHUI[ XPAaHCHUS/CAMHUI[ ydeTa IO OIHCH, OTOBAPUBAIOTCS
HMMEIOIIUECS MPOMYCKH HOMEPOB, INTEPHBIE HOMEPA, BHIOBIBIIINE €TUHUIBI U OCHOBAHUE UX BHIOBITHS.

B uTOrOBOIi 3ammcu K OMHCH JeJI apXUBHOTO (POHIA JIUIHOTO TMPOUCXOXKICHHUS, BKIIOYAIOIICH
€AVHUIIBI XPAHCHUS/CMUHUIIBl Yy4YeTa Ha Pa3IUYHBIX HOCHUTENSNX, JOMOJHUTENIBHO YKa3bIBaeTCs
KOJIMYECTBO TAKMX CAMHHUI] XPAHCHUS/CIMHUI] yIeTa.

[Tocrme KaXaOro MOCTYIJICHUS WIM BBIOBITHS apXUBHBIX JOKYMEHTOB COCTaBIISIETCS HOBas
WTOTOBAsI 3aITUCh K OMHCH JIeJI, TOKYMEHTOB, KOTOpasi MOJMHUCHIBACTCS €€ COCTABUTEIEM C yKa3aHUEM
JIOJDKHOCTH U TaThl COCTaBJICHUS.

Ecam onucek nmen, TOKyMEHTOB COCTOMT M3 HECKOJBKHX TOJOBBIX Pa3/iesIOB, TOMOB, UTOTOBAas
3alUCh COCTABIIAETCS K KaXXI0My TOJIOBOMY pa3zienly, TOMY; KpOME TOr0, K KaKJIOMY MOCJEAYIOIEMY
roJIOBOMY pa3jielly, TOMy B HapacTaroleM MOPSIKE COCTABIISIETCS] CBOIHASI HTOTOBAsI 3aIKCh.

Kaxnas omuce naen, JOKYMEHTOB, TOM OINHUCH J€J, JOKYMEHTOB JOJDKHbI HWMETh JIUCT-
3aBepuTeb (rpunoxenue Ne 3).

3aKkoHUEHHAs OMHUChH [N, JOKyMEHTOB JIOJDKHA BKJIIOYATh, Kak MpaBmiio, He Oomee 9999
€UHUL XPAaHEHHUs, €AUHUL] yJeTa.

ApXUB JIOJKEH UMETh 3 AK3EMIUIsIpa OMHUCEH J1ed, JOKYMEHTOB, IEPBBIM U3 KOTOPBIX SBIISETCS
CTPAaXOBBIM.

Ecnu onmces nen, JOKyMEHTOB IEPECOCTaBIIEHA, TO OJAWH SK3EMIUISIP paHee EeWCTBOBABLIEH
OMMCH J€eJI, TOKYMEHTOB BKJIIOYAETCSI BO BHOBb COCTABJIEHHYIO OIUCH JIeJ, JOKYMEHTOB 3a IMOCIEAHUM
YUYETHbIM HOMEPOM, OCTaJbHBIE SK3EMIUIAPHI BBIIEISAIOTCS K YHUYTOXKEHUIO B YCTAHOBJIEHHOM
MOPSIAKE.

3.5.7. Tlo peectpy omnuceld BeAeTCS NOECIUHUYHBII W CyMMapHbI ydeT oOmuced e,
JOKYMEHTOB apxuBa. B 3aBHCHMOCTH OT opraHuzanuy paboThl 1O y4eTy B apXHMBE PEecTpbl OMHCEH
BEIyTCS B paMKax AapXUBOXPAHWIUII TOCYJAPCTBEHHBIX AapXWBOB W/WIM apXWBa B IEJIOM, YTO
OTpaXkaeTcs B CXeMe ydeTa JOKyMEHTOB. Kak10l HOBOM omucu e, JOKYMEHTOB IPHCBAaWBAETCS
OYEepeHON MOPSAKOBBII HOMEp MO pPEecTpy, KOTOPBIM MNPOCTaBIseTCS Ha OOJIOKKE OINHUCH [ell,
JOKyMEHTOB B BEPXHEM JIEBOM YIIIy.

Exeroqno Ha 1 siHBapss B peecTpe ONHCEH COCTaBIISIETCSl UTOTOBasi 3alUCh O KOJIMYECTBE
omucel en, NTOKYMEHTOB, MOCTYNHUBIIMX W BBIOBIBIIMX B TEUYEHHWE IoJa B apXWB, U HX 00IIEeM
KOJINYECTBE.

3.5.8. IlacmopT apXuMBOXpaHUJIUIIA COCTABIISIETCA €KETOJHO KaXKIIbIM apXMBOXPAHWJIUILEM M
oTpakaeT 00beM pa3MEIIEHHBIX B HEM apXHUBHBIX (POHIIOB, JIENI U ApXUBHBIX JOKYMEHTOB.



[Tokazarenu macnopTa apXMBOXpPAaHWINIIA ONPEIEIISIIOTCS apXUBOM CaMOCTOSITENIBHO C YUYETOM
COCTaBa U COCTOSIHUS XPAHALIMXCS B KOHKPETHOM apXMBOXPAHWINIIE aPXUBHBIX JOKYMEHTOB.

3.5.9. leny donma mpucBauBaeTCsi HOMEpP apXWBHOro (POHIA, HA KOTOPHIM OHO 3aBeiecHO. B
neno (oHOa BKIIOYAIOTCA: HCTOpUYECKas CIpaBKa MO HUCTOpUM (OHI000pa3oBaTesis M HCTOPUU
apxXuBHOTO (OH[A; aKThl, (PUKCUPYIOIINE U3MEHEHHS B COCTaBE M 00BbeMe apXMBHOTO (OHIA, B TOM
Yyciae AaKThl O PACCEKPEUMBAHMM JOKYMEHTOB; KOMNMS XapaKTEPUCTHUKU apXUBHOro (QoHza,
COCTaBJIEHHOW JUId IyTeBOAUTENs (CHOpaBOYHMKA); MHCTPYKIMH IO paboTe C apXUBHBIMU
JOKyMEHTaMH apXUBHOT0O (JOHZA, B TOM YHUCIIE [0 YCOBEPIIEHCTBOBAHUIO U MepepaboTKe OMUcel Je,
JIOKYMEHTOB, CXEMBbI CUCTEMATH3AI[1 apXUBHBIX JOKYMEHTOB apXUBHOTO (OH[A.

Ecnu apxuBHbBIE TOKYMEHTBI, MOAJIEXKAINE BKIIOYEHHIO B JIe0 (OHIA, HAXOAATCS B COCTaBe
€IMHUI] XpaHEHHsI, TO B JIeJI0 (pOH/Ia BKITFOYAETCS CIIpaBKa C MEPEYNCICHHEM ITHX CIUHHIl XPAaHCHUS U
UX apXUBHBIX HIH(POB.

Hena ¢oumos opranoB KIICC, BJIKCM, B KoTOpbIE BKJIIOYEHBI apXUBHBIC JOKYMEHTHI IO
UCTOpUU (DOHJIOB NMEPBUYHBIX MAPTHHHBIX M KOMCOMOJIbCKUX OpraHu3alui, pacOpMHUpPOBAHUIO HE
nouiexkar. B genma GoHAOB NMEpBUYHBIX MAPTHUHHBIX U KOMCOMOJBCKHX OpTraHH3alMid MOMEIIAI0TCS
CIPaBKU CO CBEACHUSAMH O HAXOXJIEHUHM apXUBHBIX JOKYMEHTOB IO MCTOPUH JTaHHOTO (OHMA B Jeine
npyroro GhoH/a.

Jlena ¢GoHAOB, BOUIEANIMX B COCTaB OOBEIMHEHHOTO apXWUBHOTO (DOHIA, BKIIIOYAIOTCS B €0
neno ¢oupa.

JlokyMeHThI Jiena (oHa AOJKHBI ObITh MPOHYMEPOBAHBI C COCTABJIEHUEM JIMCTA-3aBEPUTEIIS,
MOAIIMUTHl (IPOIIHYPOBaHbI), 3aKIIOUYEHbI B TBepayro o0moxkky. K nemy ¢donma cocraBisercs
BHYTPEHHss onuch. Jlena poHA0B XpaHATCS B OPSAIKE HOMEPOB (POHIOB.

CocTaB NOKyMEHTOB Jiela OpraHM3alUU-UCTOYHMKA KOMIUIEKTOBAHUS JOKYMEHTOB IIpH
He(OHIOBOI OpraHM3aly apXMBHBIX JOKYMEHTOB aHAJIOTHYEH COCTaBy JOKYMEHTOB Jiena (oH/a.

Oo6ume TpeOOBaHUS K YIETHBIM 0a3aM JTaHHBIX

3.6. Yuernsle 0a3bl nanHbiX (BJl) B apxuBe obecnednBaroT: MHPOPMALMOHHYIO MOAICPKKY
y4deTa; BEICHHE LIEHTPAJIM30BAaHHOIO IOCYAApCTBEHHOrO ydyeTa JOKYMEHTOB B aBTOMATU3HMPOBAHHOM
peXuMe; ONepaTUBHOE MPECTAaBICHUE CBEACHUI O HAIMYMU B apXUBE JTOKYMEHTOB TOTO MM MHOTO
(dhonmO00pa3oBaTEIIS.

[Tepeuenp pexkBU3NUTOB yueTHbIX bl popMHpyeTcsi B COOTBETCTBUU C MOKA3aTEISIMH OCHOBHBIX
(00s13aTEeNBHBIX) YYETHBIX JIOKYMEHTOB apXWBa M ONPEICNSETCS CIEHUAIBHO YIOTHOMOUYEHHBIM
(benepanbHBIM OPraHOM UCIIOJIHUTENILHON BIACTH B c(hepe apXUBHOIO Jea.

Vuernsle BJ] apxuBa m0KHBI OBITH COBMECTHMBI € YydeTHbIMU bBJ] cooTBercTBylOIIETO
YIOJIHOMOYEHHOT'O OpIraHa MCIIOJIHUTEIBHOMN BIACTH B cepe apXUBHOTO Jiea.

Y4eT nocTyrnIeHHs U BEIOBITHS apXUBHBIX JIOKYMEHTOB

3.7.1. Yd4eT nocTyIieHUsI apXUBHBIX JOKYMEHTOB B apXUB OCYIIECTBIISIETCS HA OCHOBAHUU:

- aKTa IpueMa-repeayu J0KyMEHTOB Ha XpaHeHHe (IpuitokeHue Ne 9);
- aKTa ImpreMa Ha XpaHEeHHEe JOKYMEHTOB JINYHOTO TPOoUcXokaeHus (rmpuioxkenue Ne 10).

ApXUBHBIE JOKYMEHTBI CTAaBSTCS Ha y4YeT TAaKXKe IO pe3ysbTraTaM MPOBEACHHS OTACIHHBIX
BHJIOB apXMBHBIX padoT (cm. m. 3.7.3.).

Bce mpuHsATBIE B apXUB apXWUBHBIE JOKYMEHTHI BHOCSATCS B KHUTY y4YeTa MOCTYILUICHHMA
TOKyMeHTOB. KaXKplii BriepBbI€ MOCTYIUBIINNA B apXWUB apXUBHBIN (HOHI, OOBEAMHEHHBIN apXUBHBIN
¢oHa, apXuBHas KOJUIGKLHUS 3alHChIBaeTCs B CHUCOK (QOHAOB (mpuioxkeHue Ne 6), Ha Hero
3amMoJHAIOTCS JUCT (POHIA, KapTOYKM YyKazarens K Jucty ¢GoHma, 3aBoautcs naeno ¢ouma. Ha
ay/IMOBU3yalIbHBIC JIOKYMEHTHl TpU WX HE()OHIOBON OpraHM3alMK 3aroJIHSIIOTCS JIUCTHI y4eTa
KMHO(OTO(DOHOIOKYMEHTOB U BHAEOAOKyMeHTOB. Kaknas BrepBble MOCTYNHUBIIAsl OINUCH JIE,
JOKYMEHTOB YUHUTBHIBAECTCS B pEECTPE OMHCEH.

CooTBeTCTBYIONINE YUETHBIE CBE/ICHUS B YCTAHOBICHHOM MOPSAKE BHOCATCA Takxke B yueTHble b/I.

3.7.2. Yuer BBIOBITHS apXUBHBIX JOKYMEHTOB M3 apXUBa OCYIIECTBISETCS HA OCHOBAHUU:

- aKTa O BBIJICJICHUH K YHUUTOXKEHUIO JOKYMEHTOB, HE MOAJIEKAIUX XpaHeHUIo (mpuiiokeHue Ne 11);
- aKTa 0 HEHCIPABUMBIX TOBPEKICHUIX JOKYMEHTOB;
- aKTa rpuema-rnepeaayu J0KyMEHTOB Ha XpaHeHHe (mpuiiokeHue Ne 9);




- aKTa 0 HEOOHapy>KEHNUHU JOKYMEHTOB, ITyTH PO3bICKa KOTOPBIX HcuepnaHsbl (puioxeHue Ne 2);
- aKTa BO3BpaTa JJOKyMEHTOB COOCTBEHHUKY;
- aKTa 00 U3bATUN NOJUIMHHBIX €UHUI] XPAHEHUS, JOKYMEHTOB.

ApXUBHBIE JOKYMEHTHl CHUMAIOTCA C Y4eTa TaKXKe B pe3yJjbTaTe MpPOBEIEHHs OTAEIbHBIX
BUJIOB apXMBHBIX padoT (cMm. 1. 3.7.3.).

HeoOxonumble W3MEHEHHMs BHOCSTCS B OCHOBHBIE (00s3aTesibHBIE) M BCIIOMOTAaTeIbHbIC
y4eTHbIe TOKYMEHThI apxuBa. [Ipu aTom B ciyuae:

- BBIOBITUS BCEX apXMBHBIX TOKYMEHTOB OIHUCH /€], JOKYMEHTOB HOMEp 3TOM OMUCH APYTUM OIHUCSIM
7en, JOKYMEHTOB HE IPUCBAMBAeTCd M OCTAaeTCsl CBOOOAHBIM; B pPEECTpe ONUCEH JenaeTcs
COOTBETCTBYIOIIAs] OTMETKA;

- BBIOBITHSL apXuBHOTO (poHAa B criicke ¢oHoB (mpriiokeHue Ne 6) B rpade "OTMeTka 0 BHIOBITHH"
yKa3bIBAa€TCs, Kya BbIOBIT apXUBHBIN (DOHJI, U aKT, HA OCHOBAHUU KOTOPOTO OH BBHIOBLI.

[Tpu nepenade apXxuBHOro (OHAA M3 OJHOIO apXMBA B JAPYrod HepefaroTcs 3 dK3eMIuisipa
OIUCH JeJl, JOKYMEHTOB U Aeno Gonaa. Konus onucu nen, JOKyMEHTOB OCTAeTCs B apXUBE-CAATUMKE
U B Ka4eCTBE MPUJIOKEHHS K aKTy MpHeMa-leperadu JOKYMEHTOB Ha XpaHeHue (rpuiiokenue Ne 9)
BKJIIOYAETCs B apXUBHBIN (POH]] apXUBa-CIaTUUKA.

[lpr BBIOENEHHMH K YHHUYTOXKEHHIO BCEX APXUBHBIX JOKYMEHTOB apXMBHOTO (OHIA OIWH
9K3EMIUISIp €ro OMHUCeH e, JOKYMEHTOB M JHUCT (GoHAa nmoMemarorcs B Aeno ¢onga. Jleno onaa
BKJIIOUAETCS B apXUBHBIN (DOH/ apXuBa.

3.7.3. Konn4ecTBO apXUBHBIX JOKYMEHTOB apXHBa U3MEHSETCS B Pe3ysbTaTe:

- BBIBEPKM YYETHBIX JOKYMEHTOB, IO WTOraM KOTOpPOM BBIABIEHBl OMIMOKH, IOMYLIEHHbIE NpU
MOJICYETE KOJIMUYECTBA XPAHIIINXCS aPXUBHBIX JJOKYMEHTOB,;

- TPOBEPKH HAIWYMsI M COCTOSHUS apXMBHBIX JOKYMEHTOB, B XOJ€ KOTOpPOH OOHapy» eHbI
HEYYTEHHBIE, 32 INTEPHBIMHU WJIU MPOIYIIEHHBIMI HOMEPaMH €AMHUIbI XPAaHEHU /€ AMHULIBI YUETa;

- pecTaBpaliu apXUBHBIX JOKYMEHTOB, II0CJIE€ KOTOPOH OJHO JIEJI0 Pa3JeIeHO HAa HECKOJIBKO JIET;
ONMCAaHMs AapXUBHBIX JOKYMEHTOB, NepepabOTKH OMHUCEH e, AOKYMEHTOB, B MpOILEcCe KOTOPBIX
BO3MOYKHO Pa3JieIeHNe WM 00beIMHEHNE SAMHUI] XPAHEHUS/eIMHUIT yUeTa.

OcHoBaHUeM [l BHECEHHSI U3MEHEHHH B yUeTHbIE JOKYMEHTHI U yueTHble b/ mo pesyiabTatam

YKa3aHHBIX palOoT SIBJISIOTCS:

- aKT O TEXHHYECKUX OIIMOKaX B YUETHBIX JOKYMEHTAX;

- aKT 00 0OHAPY’KEHUU JOKYMEHTOB, HE OTHOCSILUXCS K JaHHOMY apXUBY, QOH/Y, HEYUYTECHHBIX U T.J.;
- aKT O pa3/ieleHnH, 00bEAUHEHHUH JIeJl, BKIIIOUEHUH B 1€JI0 HOBBIX JTIOKYMEHTOB;

- aKT OIMCaHMs IOKyMEHTOB, IepepabOTKU OMUCEH.

Y4er yHUKaNbHBIX TOKYMEHTOB U 0C000 IIEHHBIX JOKYMEHTOB

3.7.4. VYHuUKalbHbIE JOKYMEHTHl MOJJICKAT CIEUUATbHOMY TOCYJIapCTBEHHOMY YYETy B
lNocynapcTBeHHOM peecTpe YHHUKaIbHBIX JOKyMEHTOB ApxuBHOTO (hoHma Poccuiickoit denepanuu,
MOPSZIOK BEJCHUS KOTOPOTO OMpPENENsieTCsl CIEeNHUaabHO YIOJTHOMOYCHHBIM (heepaabHbIM OpPraHOM
WCIIOJIHUTENILHON BJIacTH B cdepe apXMBHOTO Jela, M TOCYAApCTBEHHBIX pEeecTpax YHHKAJIbHBIX
JOKYMEHTOB apXUBHBIX (OHI0B cyObekToB Poccuiickoit deneparyu.
Ha yHukanbHble TOKyMEHTBI COCTaBIISIFOTCS JINCTHI y4€Ta U ONMUCAHUS YHUKAIBHBIX JOKYMEHTOB.

3.7.5. Yuer 0c0o00 IEeHHBIX JOKYMEHTOB BEACTCS I10:
- cnucKy (GOHIOB, COACPIKANTUX 0COOO0 IEHHBIE TOKYMEHTHI;
- OMUCSIM 0000 IIEHHBIX JIEN, JOKYMEHTOB WU TIEPEYHIM HOMEPOB 0CO00 IEHHBIX J1e] (HOMEPHUKAM).

B ommcsx 0cob0 NEHHBIX e, JTOKyMEHTOB 32 HHUMH COXPAaHSIOTCS HX MpPEXKHHE YUETHbIE
HOMEpa.

Onuce 0co00 IEHHBIX e, TOKYMEHTOB COCTaBIISIETCSd Ha 0CO0O IIEHHBIE JOKYMEHTBI OJTHOM
WM HECKOJILKUX OMHCEH Jel, JOKYMEHTOB apXUBHOTO (POHA B 3aBUCHMOCTH OT KOJIHYECTBA OCO0O
LEHHBIX €IMHUIl XpaHEHUS/€JUHUI] YUeTa B JaHHOW OMUCH B HEOOXOIMMOM JUIsl apXHUBa KOJIUYECTBE
3K3EMILISIPOB.

Ecnu GONBIIMHCTBO apXMBHBIX JOKYMEHTOB IO OINHWCH JEJ, JOKYMEHTOB SIBIISIOTCS 0OCO00
[IEHHBIMH, OTJENbHAS OMHCh OCO00 IIEHHBIX JEJ, NOKyMEHTOB HE COCTAaBJISIETCS, a KOMHPYETCS
MMEIOIIAscs ONUCh. B TakoM cityyae K Heil cocTaBisieTcss HOMEPHUK.




CBenieHHsI 0 KOMMPOBAaHUU 0CO0O IEHHBIX JIEN, JOKYMEHTOB B LIEJSIX CO3JAHHS CTPAaXxOBOTO
(¢oHIa BHOCATCA B COOTBETCTBYIOLIME ONMUCH OCOOO IIEHHBIX J€], TOKYMEHTOB WJIM HOMEPHUKHU I10
Mepe IPOBEICHUS UX CTPAXOBOTO KOMMMPOBAHHUS.

B wuroroBoil 3ammcu  ykasplBaeTcssi o0Iiee KOJMYECTBO 0COOO IEHHBIX  €AMHUIL
XpaHEeHHS/€IMHAL yYeTa, BKIIOUYEHHBIX B ONMHCh WM HOMEpHUK. 110 3aBepmieHNH KONMMPOBAaHUS BCEX
€IMHUL] XpAHEHUs/eIMHUI] y4yeTa 10 AAHHOW ONMMCH WJIM HOMEPHHUKY YKas3biBaeTcs: "Bce enuHUIIbI
XpaHEeHHS/ € IMHALIBI yUeTa CKOITMPOBAHEI, AaTa, TOJKHOCTb, TIOIHCE".

Omnucu 0co00 LEHHBIX /1€, TOKYMEHTOB U HOMEPHHUKH YUUTHIBAIOTCS B PEECTpe omuceit 0cob6o
LEHHBIX JeJl, TOKYMEHTOB.

ITpu oTHECeHMM apXMBHBIX TOKYMEHTOB K 0c000 IIeHHbIM B omucsx B rpage "lIpumeuanus”
HAIpPOTHB 3ar0JOBKOB COOTBETCTBYIOIIUX €AMHHUI] XPAHECHUS/EAUHUI] YUeTa TPOCTABISIFOTCS OTMETKA
"OoL".

B npyrux yderHsix mokymeHTax ormerka "OLI" mpocTaBnsieTcs Kk HOMepy apxuBHOTO (hoHIa,
HOMEpY OIHUCH JeJ, JOKYMEHTOB; JaHHAas OTMETKa SIBJISETCS CIyXkeOHOW M He BXOIHUT B apXUBHBIN
mudp eTuHAUI XpaHSHUS/ €IMHALL yUeTa.

Y4er CeKpeTHbIX U PACCEKPEUCHHBIX APXHUBHBIX JIOKYMEHTOB.
OdopmiieHre paccekpeueHHbIX eI

3.7.6. Y4er CeKpeTHbIX apXUBHBIX TOKYMEHTOB BEJECTCS B COOTBETCTBHM C HOPMATHBHBIMU
MPAaBOBBIMU JTOKYMEHTaMH. B y4eTHBIX JOKyMEHTaX M apXWUBHBIX MIH(pax eAUHUI] XpPaHCHUS/CIMHALL
yueTa CEKpeTHbIe apXMBHbIE (DOHJIbI, OMUCH JeJ, JOKYMEHTOB, €MHULbl XpaHEHUs/€AUHUIBl yUyeTa
0003HavaroT UHJEKCOM "c" (ceKpeTHO), "cc" (COBEpIIEHHO CEKPETHO), "0B" (0c000i1 BaKHOCTH).

3.7.7. V3MeHeHUs B YyYeTHble JOKYMEHTHI IO pe3yjibTaTaM pacCEKpEUMBAHUSA apPXUBHBIX
JIOKyMEHTOB BHOCSITCSI HA OCHOBaHUH aKTa O PaCCEKPEUMBAHUU JOKYMEHTOB (Tipuiioxenue Ne 12).

ApxuBHble (OHIBI, ONHMCH JIeJI, JOKYMEHTOB U €AMHHUIbI XpPaHEHHs/€IUHHLBI YYeTa,
BKJTIOYAOIINE, HApSAY C CEKPETHBIMH, HECEKpeTHbBIE (PacCEeKpEeYeHHBIE) JOKYMEHTBI, B YUYETHBIX
JOKYMEHTaxX M apXMBHBIX MIM(pax €AUHUI] XpaHCHHs/eIUHMIl yyeTa 00O3Ha4yaroTcs MHIEKCOM "cu"
(CEeKpeTHO YaCTHYHO).

IIpu paccekpeurMBaHUM BCEX EIUHMIl XPAaHEHMs/€IUHMI] ydeTa IO CEKPeTHOH OMuCH el,
JOKYMEHTOB JaHHas OINHKCh TAaKKE pPACCEKPEUMBACTCS, IMEPEacTCss Ha OTKPBITOC XpaHCHHE U
YUUTBIBAETCs B JIUCTE (DOHMAA 3a TeM ke HOMEpPOM, HO Oe3 mHiekca "c", KOTOpbIi 3a4epKHUBaeTCs Ha
00JIO)KKE M Ha TUTYJIBHOM JINCTE JaHHOW OMUCH. B mpaBoM BepXHEM yTiIy OOJIOXKKH U TUTYJIHHOTO
JMCTa OMUCH Jiell, TOKYMEHTOB IpocTaBisiercs mramn "Paccekpedeno”.

[Ipn paccexkpeymMBaHMM YacTH J€1 W APXHMBHBIX JOKYMEHTOB II0 CEKPETHON OMHCH e,
JIOKYMEHTOB Ha pacCeKpeyeHHbIe Jejla U apXUBHbIE JOKYMEHTbI COCTABISIETCS OTAEIbHAsI OMUCH JIe,
JOKYMEHTOB, HOMepa eIWHUI] XpaHEHHs/eIMHUI] y4eTa B KOTOPOH OCTAarOTCs MpeHUMH. J{71s1 BatoBOH
HyMepaluu TaKUX €IUHHI] XpaHEHUs/€MHUL yUeTa UCIob3yeTcs rpada 2 ONmucH Jell, 10KyMEHTOB.
HoBas onmch nen, JOKYMEHTOB BMECTE C PACCEKPEUCHHBIMH JI€IaMU M apXMBHBIMHM JOKYMEHTaMU
nepesaeTcss Ha OTKPBITOE XPaHEHUE, YYHTBIBAETCs B JIMCTE (DOHAOB 3a TEM K€ HOMEPOM, YTO U
CeKpeTHasi, HO 0e3 nHaekca "c¢'".

ITpu paccexpeurBaHuM OOJIBIIEH YAacTH A€ M apXUBHBIX JOKYMEHTOB IO CEKPETHOMW ONUCHU
7eql, JOKYMEHTOB C JAaHHOW ONWCH CHUMAETCs KOMHUs, NMPH KONMPOBAHWU 3aroJIOBKH €JUHMIL
XpaHEHMs/€JUHUL] y4eTa, OCTAaBJICHHBIX HAa CEKPETHOM XpaHEHMH, 3akpbiBatoTcs. Komms ommcu Ha
pacceKkpeueHHbIe Jiefla U apXUBHBIE JIOKYMEHTHI IepeJaeTcs Ha OTKPHITOE XpaHeHHue. B sx3emiuisipe
OIUCH JIeJ, TOKYMEHTOB, OCTaBIIECHCSl HA CEKPETHOM XPaHEHMHU, COXpaHsIeTca UX HyMepauus. B nucre
(doHIa TaKkast OMUCHh YUUTHIBACTCS ABAXKIBI: SK3EMIUIAP OMUCH, OCTABIIUIICS Ha CEKPETHOM XPAaHEHHH -
C COOTBETCTBYIOIIECH WHIEKCAME CEKPETHOCTH, CKOMMPOBAHHBIA SK3EMIUISIp, IMEpPEIaHHbIA Ha
OTKPBITOE XpaHeHue - 6e3 nujexca "c".

ITpu paccekpeunBaHUM OT/ENBHBIX €AMHUL] XPAHEHUS/CIUHULL Y4eTa 10 CEKPETHOM OMMCH Jel,
JOKYMEHTOB OHM BKJIIOYAIOTCSI B OMMCH JIEJI, JOKYMEHTOB OTKPBITOTO XPaHEHHUSI COOTBETCTBYIOIIETO
apXMBHOTO (POHJA 32 JIUTEPHBIMU HOMEPAMHU WU B BAJIOBOH MOCII€0BATENBLHOCTH.

B onmcsax gen, TOKyMEHTOB, OCTAIOLIMXCSl HA CEKPETHOM XpaHeHuu, B rpade "lIpumeuanus”
IIPOTHB 3aroJIOBKOB PACCEKPEUYEHHBIX €AMHUI] XPAHEHUS/CIMHUI] ydeTa IPOCTABISACTCA IITAMII
"Paccekpeueno". B cimyuae, korja paccekpeueHHbIC €JMHULIBI XPAHEHUS/IUHUIIBI yueTa BKIIOUEHBI B




ONKCH JIed, JOKYMEHTOB OTKPBITOIO XpaHEHUs (32 JUTEPHHIMH HOMEpaMH WM B BaJOBOM
MOCJIeI0BAaTEIbHOCTH), B CEKPETHOM onucu B rpade "[Ipumeuanus” ykas3piBaeTcs UX HOBBII HOMep.

[Tocne paccexkpeumBaHHsI K OIHCSAM JIeJd, JOKYMEHTOB OTKPBITOTO W CEKPETHOTO XpaHEHUS
COCTABJIAIOTCS HOBBIE MTOTOBBIE 3amucH 00 oObeMax (PaKTUUECKH YUYTEHHbIX B HHUX €AMHUI
XpaHEeHHUs/ €IMHUL] YUETa.

[Tpu paccekpeunBaHUM OJHOTO MM HECKOJIBKMX apXMBHBIX JJOKYMEHTOB B COCTaBE CEKPETHOTO
JieJia, OHO OCTaeTCs Ha CeKpeTHOM XpaHeHHH. K apxuBHOMY mmdpy Ha 00JI0KKe Jena K uHiaekcy "¢
nobasinsercst Oyksa "u". HoMmepa JIHCTOB pacceKpeuyeHHBIX apXUBHBIX JOKYMEHTOB MEPEUUCIISIOTCS B
rpade "[IpuMedanus” HaPOTHB 3arojI0OBKa YaCTHYHO PACCEKPEUEHHOTO JIeNa, @ TAK)KE BO BHYTPEHHEN
onucu nena. Ilpu oTcyTCTBUM B Jiejie BHYTPEHHEH OIUCH CBEJEHHS O PACCEKPEUYEHHBIX APXHUBHBIX
JOKYMEHTaX OTPA)KaIOTCs B JINCTE-3aBEPHUTENIE C YKa3aHHEM HOMEPOB COOTBETCTBYIOIIHUX JIUCTOB.

B nmnpaBoM BepxHeM yriay OOJOXKKH pacCEKpEUYeHHOro Jiea IPOCTAaBJIAETCS —IITaMIl
"Paccekpeueno"”. Unaekc "c", "cc" nnu "oB" B HOMepe /ena 3a4epKUBAETCA.

Yder apXUBHBIX JIOKYMEHTOB JMYHOI'O IPOUCXOKACHUS

3.7.8. YueT mocTymiieHnid apXMBHBIX JTOKYMEHTOB JINYHOTO MPOWCXOXKICHHS, TEepPelaBacMbIX
COOCTBEHHUKOM B (pesiepaibHy0 COOCTBEHHOCTh, B COOCTBEHHOCTh cyObekTa Poccuiickoit denepanun
WM MyHHUIIUTIAIBHYIO COOCTBEHHOCTH, BEIETCSl HA OCHOBAHUH aKTa MpUeMa Ha XpaHEHHE TOKYMEHTOB
au4yHOro mpoucxoxaeHus (mpuioxkenue Ne 10). K akty mpuiaraercst cjaTodHas ONUCh apXMBHBIX
JOKYMEHTOB M PEIICHUE JKCIIEPTHO-IPOBEPOYHON KOMUCCHHM apXWBa WM SKCHEPTHO-TIPOBEPOYHON
KOMHCCHHU YTIOJIHOMOYEHHOTO OpraHa MCHOJHUTENbHOM BiacTH cyobekta Poccuiickoit denepaunu B
cthepe apxusHoro nena (nanee - 1K) o mpueme 3THUX JOKYyMEHTOB B apXUB.

Vder apxXUBHBIX JIOKYMEHTOB JIMYHOTO IPOMUCXOXKIEHHs, HaxXOJAIUXCd B YacCTHOM
COOCTBEHHOCTH, TIEPEAAHHBIX IO IOTOBOPY Ha XpaHEHHE B apXHB, OCYIIECTBISETCS B yCTAHOBICHHOM
nopsnke (cm. m. 3.7.11.).

V3MeHeHHsT KONMYECTBAa M COCTaBa AapXMBHBIX JOKYMEHTOB JIMYHOTO TPOUCXOXKICHHUS B
pe3yJbTaTe UX ONMUCAHUS JOKYMEHTUPYIOTCS aKTOM OIMCAHUsS JOKYMEHTOB, HA OCHOBAHHUU KOTOPOTO
BHOCSTCS I3MEHEHHUS B YUETHBIC JOKYMEHTHL. Ha TOKyMEHTHI, HE TIOAJIe)KAIIe XPAaHCHNIO B apXHBeE,
COCTaBJIIETCSl aKT BO3BpaTa JOKYMEHTOB COOCTBEHHHMKY B JBYX 3K3EMIUIIPax, OAWH M3 KOTOPBIX
BMECTE C JIOKyMEHTaMH TIePeaeTcsi COOCTBEHHUKY.

He nomyckaercs XpaHeHHE B apXUBE HEYUTCHHBIX AapXHMBHBIX JIOKYMEHTOB JIMYHOTO
MIPOUCXOKICHUS.

Y4er J0KYMEHTOB [0 IMYHOMY COCTaBY

3.7.9. Y4er 1OKyMEHTOB MO JMYHOMY COCTaBY, 32 MCKIFOUEHHEM MPHHATHIX MO TOTOBOPY Ha
XpaHEHHE B apXHWB JIOKYMEHTOB II0 JMYHOMY cocTaBy (cM. m. 3.7.11), ocymecTBusercss Ha OOIIUX
OCHOBAHHSIX.

VYueT KOoIM4YecTBa XPAHSIIMXCS B apXUBE JOKYMEHTOB MO JIMYHOMY COCTaBY HPOBOAWTCS HA
OCHOBE HX TMOJACYETa MO JUCTaM (OHIOB M OMHMCAM JeN IO JMYHOMY COCTaBy C (QHKcanuei
PEe3yIbTaTOB MO KaXI0My (OHAY M CyMMAapHO IO apXHWBY B KHHUIE ydeTa JOKyMEHTOB IO JIMYHOMY
cocTaBy (IPOU3BOIBHOM (POPMBI).

[To pe3ynpTatamM NMpOBeAEHUS SKCHEPTH3bI IEHHOCTH IOKYMEHTOB IO JINYHOMY COCTaBy IIO
UCTEUCHUM 75-JIETHETO CpPOKAa WX XpPaHEHHs B YYETHBIE JOKYMEHTHI BHOCSTCS COOTBETCTBYIOIINE
U3MCHEHUSL.

Yuer ges, UMEOMUX B 0)OPMICHUH APATOIICHHBIC METAJUIbI U KaMHHU
(. 3.7.10. HE pacmpocTpaHsAeTCs Ha TOCYIapPCTBEHHBIC M MYHHIIUIAIBHBIC My3€H U ONOJIMOTEKH )

3.7.10. ApxuB, XpaHALIMHA J1ena, UMEIOImKe B O(GOPMIICHHHM WM B MPUIOKEHUH K HHUM
JIparolieHHbIE METaulbl U KaMHHU, B COOTBETCTBHM C 3aKOHOAATenbCTBOM Poccuiickoit deneparuu
pPErUCTpUpyeTcs B COOTBETCTBYIOIICH HMHCIEKIUMH MPOOMPHOro Haazopa MuHHcTepcTBa (pUHAHCOB
Poccuiickoit denepanumu.

Y4er yKa3aHHBIX [€J1 OCYIIECTBISICT MaTepUAIbHO-OTBETCTBEHHOE JIMIIO, C KOTOPBIM
PYKOBOJUTEIb apXUBa 3aKII0YAET JOTOBOP O MaTepUAIbHON OTBETCTBEHHOCTH 33 COXPAHHOCTH M YUET
JIeJT, UMEIOINX B O)OPMIICHUN WIIH B IPUJIOKEHUU K HUM JAPAroleHHbIe METAJUTbI U KAMHHU.

VYka3aHHbIE JIea MepealTcs MaTepruaibHO-OTBETCTBEHHOMY JIMILy Ha celioBoe XpaHEHHE, O
YeM JieNlaeTcs COOTBETCTByromiasi otMmerka ('ceiidoBoe xpaHeHue") B OmMCH JeJ, JOKYMEHTOB, U
BKJIIOUAIOTCA B CIIEHUANbHYI0O WHBEHTapHYIO KHUTY ydeTa Jell, UMEIOIMUX B O(QOpMIIEHMH WIH B




MPWIOKEHUN K HUM JparoleHHble MEeTaJUlbl U KaMHU. /laHHas MHBEHTapHAas KHUTA COCTaBISAETCS U
BeZieTCsl B 3-X dK3eMmiuripax. lIepBblil dK3eMIULIp XpaHUTCS B NOIAPA3ACICHUH, OCYLIECTBIIIOILIEM
LEHTPAJIN30BaHHbIN (B paMKax apxuBa) y4eT JOKYMEHTOB, BTOPOH - y MaTepHaIbHO-OTBETCTBEHHOIO
JMLA, TPETUH - B OyXraJTepuu apxuBa.

Jlena BHOCATCS] B MHBEHTAPHYIO KHUTY TI0 TIOPSIKY HOMEPOB apXUBHBIX (POHIOB U OIUCEH Je,
JOKYMEHTOB, a BHYTPHM KaXJOW OMMCU [eJl, JOKYMEHTOB - MO MOpsAAKy HomepoB aen. Ha Oupke,
MPUKPETIEMOM K 00JI0KKE KaXKI0ro jena (IpeaMeTa), yKa3blBaeTcsi HOMED, 32 KOTOPBIM OHO YUTEHO
B MHBEHTapHOH kHure. Homep npocrasinsercs yepes3 ApoOb C apXUBHBIM IIUPPOM (Hanpumep, HHB. No
1 /TAP®, ¢. 572, on. 1, 1. 17).

K uHBEHTapHOW KHHUI€ COCTaBISETCSI UTOrOBas 3alucCh, B KOTOPOM IM(PpaMU U TNPOIMUCHIO
YKa3bIBAETCsl KOJIMYECTBO e (IIPEIMETOB), BHECEHHBIX B KHUTY, JaTa COCTaBJIEHUs UTOTOBOM 3amuCH,
JOJKHOCTB M (paMuiIus MaTepHaIbHO-OTBETCTBEHHOTO JIMLIA.

Jluctel WMHBEHTApHOM KHMIM JO Hayajla €€ 3all0JIHEHUS [POHYMEPOBBIBAIOTCH,
MIPOIIHYPOBBIBAIOTCSI M CKPEIUIIOTCS IedyaTrbio apxuBa. Ha oOopore mnocienHero jnucra KHUTH
JIeJIaeTCsl 3alluCh O KOJHMYECTBE JINCTOB B KHUIE, KOTOpas 3aBEpseTCsl MOJNHUCIMH PyKOBOIUTEIS
apxuBa, TJIaBHOI'O XpaHUTENs (POHJIOB U CKPEILISIETCs IIeUaThio apXUBa.

ExerogHo crenuanbHOM KOMHMCCHEH, CO31aBacéMOM IPUKA30M pPyKOBOAMTENS apXHBa,
IIPOBOJIUTCSI UHBEHTApU3ALMs JIe], UMEIOIUX B 0(OPMIICHUH UM B NMPHJIOKEHUH K HUM JIparoleHHbIe
MeTalsibl U KamMHHU. VIHBeHTapu3alusi MpPOBOAUTCS TAaKKe B Clydae CMEHbl MaTepHalbHO-
OTBETCTBEHHOI'0 JIMIa, PYKOBOJAWTENS apXuBa, TJaBHOTO XpaHuTenss (oHAOB. Pe3ynbraThl
MHBEHTapHU3alMi OQOPMIISIIOTCS aKTOM, COCTABJISIEMBIM B TPEX 3K3EMIUISIpPax, OJWH M3 KOTOPBIX
HamnpaBJsieTcss B COOTBETCTBYIOLIMI YIOJIHOMOYEHHBIH OpraH MCIOJHUTEIBHOM BIACTH B cdepe
apXUBHOTO JiejIa.

Yder apXMBHBIX JIOKYMEHTOB, HAXOJIAIIUXCS B YACTHOW COOCTBEHHOCTH,
IPUHSTHIX [0 JIOTOBOPY HAa XpPaHEHHUE B apXUB

3.7.11. Vuer nokymeHToB ApxuBHoro ¢onna Poccuiickoit denepanuu, NPUHATHIX 10
JIOTOBOPY Ha XpaHEHHWE B apXMB Ha OCHOBAaHUM aKTa MpHEMa-Nepelayd JOKYMEHTOB Ha XpaHEHHE
(mpunoxenue Ne 9), ocyIliecTBIIsSIeTCSI B OCHOBHBIX YUETHBIX JOKYMEHTAaX apXHBa C COOJIOACHUEM
CJIEIYIOIIUX OCOOEHHOCTEH:

- B KHHUI€ ydYeTa MOCTYIUIEHHH NOKyMeHTOB (mpuioxkeHue Ne 5) yka3bpIBaeTcsi COOCTBEHHHMK WIIU
BIIaJIeIIel] TIOKyMeHTOB (rpada 3), Homep U Jata akta npueMa-tiepenaun (rpada 4), para moaIuCcCaHus
JIOTOBOpa O IEpeave U CPOK AECHCTBUSI TOTOBOPA;

- TIPH BKJIFOYCHHUH apXUBHOTO QOHIA B cUCOK (HOHIOB (Tpuitoxenne Ne 6) K ero Homepy 100aBiseTcs
unaexc "/{" ("moroBop"), KOTOPBIN COXpaHAETCSA 32 HUM BO BCEX YUETHBIX JOKYMEHTaX U apXHUBHBIX
mmdpax eauHWI XpaHEeHWs, eauHul ydera; B rpade "llpumeuanms" crnmcka (oHIOB TaKKe
YKa3bIBAIOTCA COOCTBEHHUK WM BIIAJENEl] apXUBHBIX JOKYMEHTOB, JaTa HOJIMCAHUS M CPOK
JEUCTBHS 10rOBOpA.

KonndecTBo apXuBHBIX (DOHIOB, MPUHATHIX 10 JOTOBOPY Ha XpaHEHHE B apXHB, YKa3bIBAETCS
OTJIeNTbHON CTPOKOM B UTOTOBBIX 3aIUCSAX B CIHUCKE (DOHIOB, KHUTE yUeTa MOCTYIICHHH JOKYMEHTOB.

OK3eMIUISIp J0roBOpa, 3aK/IIOUEHHBIH C COOCTBEHHMKOM MM BJIAJENBLEM apXUBHBIX
JOKYMEHTOB, BKJIIOUaeTcs B 1e710 (GoHTa.

[Tpy BBIOBITMM apXMBHBIX JTOKYMEHTOB apXHMBHOIO ()OHJA, B CBSI3M C UCTEUEHHEM CpPOKa €ro
XpaHEHHs B COOTBETCTBUU C JJOTOBOPOM, €r0 HOMEpP HE MOXKET OBbITh MPUCBOCH JPYroMy apXMBHOMY
dbonmy.

[TpuHsATHIE O TOTOBOPY Ha XpaHEHHE B apXWMB JOKYMEHTbl ApxuBHoro ¢onga Poccuiickoit
denepaluy, HaXOIUBIIMECS B YACTHOW COOCTBEHHOCTHM M Ha 3aKOHHOM OCHOBAaHUM IEpeuleNIne B
denepanbHyl0  COOCTBEHHOCTh, COOCTBEHHOCTh cyObekTa Poccuiickoit  ®Depepanuu  wiu
MYHHULIUIAIBHYIO COOCTBEHHOCTb, YYMTBHIBAIOTCS B OCHOBHBIX YYETHBIX JIOKYMEHTaxX HapaBHE C
OCTaJIbHBIMU JIOKYMEHTaMH apXHBa. B y4eTHBIX TOKyMEHTaX M apXUBHBIX MIH(pax eTUHNULl XPaHCHHUS,
equHUI] ydera wHAekc "JI" 3adepkuBaetcs, B rpady "llpumeuanus" cmucka (QOHIOB BHOCATCS
COOTBETCTBYIOILINE CBEACHHUSI.

ApPXUBHBIE JOKYMEHTBI, HE BKJIIOYECHHBIE B YCTAHOBJICHHOM IIOPSJIKE B COCTaB ApPXHUBHOIO
¢onma Poccuiickoit ®enepannu, B TOM 4YHCIE JOKYMEHTBHI O JIMYHOMY COCTaBy, NPHUHSITHIE II0
JIOTOBOPY HAa XpaHEHUE B apxHB, YUYMUTHIBAIOTCA OTAENBHO OT JOKYMEHTOB ApXUBHOrO (oHzaa




Poccuiickoit ®enepanum. [y ux yuyera BemyTCs OTHENbHBIE CINHUCOK (DOHIOB, KHHTAa YyYeTa
MOCTYIJICHUH JOKYMEHTOB, a TAK)KE JINCTHI (POHIOB U JIPYTHe YUETHbIE JJOKYMEHTBI.
Y4eT Konuii apXUBHBIX JOKYMEHTOB Ha IpaBax NOJUIMHHUKOB

3.7.12. KonusAMu apXMBHBIX JOKYMEHTOB Ha MpaBax MOJJIMHHUKOB SBJISIIOTCS BKJIIOUCHHBIE B
YCTaHOBJICHHOM TOpsiAKe B cocTaB ApxuBHOTO (oHAa Poccuiickoit denepanuu:

- MUKpO(MIBMBI apXUBHBIX JOKYMEHTOB, M3TOTOBJIECHHBIE U O(QOpMIIeHHbIE (OHI000pa3oBaTeIeM B
COOTBETCTBUHM C CYIIECTBYIOUIMMH HOPMAaTUBAMU;

- KOIIMU apXMBHBIX JOKYMEHTOB, MOJUIMHHUKU KOTOPBIX yTpaueHbl WJIM HaXOJAATCS B COOCTBEHHOCTH
IOPUINYECKUX WU (U3NIECKUX JIUI], B CHJIy YeTro HE MOTYT MOCTYNHUTh Ha MOCTOSTHHOE XpPaHEHUE B
apXxuB;

- KOIHMM apXHUBHBIX JOKyMeHTOB, nepemenieHHbix B CCCP B pesynbrare Bropoit MupoBoil BOiHBI U
HaxoAdumxcs Ha Teppuropun Poccuiickoit deneparuy, NOoUIMHHUKN KOTOPBIX BO3BPAIIEHBI B CTPaHbI
UX TPOUCXOKICHUS.

Konuu apxuBHBIX JOKYMEHTOB Ha IpaBax IOJIMHHUKOB, II€pEJaHHbIE B apXHB
(dbonmooOpa3oBareneM, yUUTHIBAIOTCS B COCTaBe ero ()OHJA IO OTACIHLHOW ONMUCH JIeN, JTOKyMEHTOB.
ITpu sToM B rpade nannoit onucu "KonuyectBo mucToB" yepes ApoOb yKa3bIBaeTCs TAKKE KOJIMYECTBO
KaJIpOB, OTCHATHIX C OJTHOTO JieNa.

Konuu apXuBHBIX JOKYMEHTOB Ha TpaBax MOAJUHHUKOB, OTCHATBIE C MOJUIMHHBIX
JOKYMEHTOB, KOTOpPbIE yTpadeHbl WM HAXOIATCS B COOCTBEHHOCTH IOPHIMYECKUX WM (PU3HUECKUX
JIMIL, a TaKXKe KOIHMM MEepEeMEIIEeHHbIX JOKYMEHTOB, IMOJJIMHHUKNA KOTOPBIX BO3BpAIIECHbI B CTPAaHbl UX
MIPOUCXOXKACHUS, (POPMUPYIOTCS B apXUBHBIC KOJUICKIIMH. APXWBHBIC KOJUICKIIMW YYHUTHIBAIOTCS B
cnucke (hoH0B (mpuioxkeHne Ne 6) B yCTaHOBJIEHHOM HOPSIZIKE.

Konuu apxuBHBIX JOKYMEHTOB Ha IpaBaX MNOJJIMHHUKOB, M3TOTOBJICHHbIE MalIMHOIMCHBIM
WIH 3JeKTporpaduIeckuM crocoOoM ¢ apXUBHBIX TOKYMEHTOB Ha OyMa)XHOH OCHOBE, a TaKkKe KOMHUU
ayIMOBH3YAIIbHBIX JIOKYMEHTOB (OPMHPYIOTCS B EIUHHIBI XPAaHEHUS/CIWHUIIBI y4deTa, KOTOPBIE
YUUTBIBAIOTCS B OMUCAX /€T, TOKYMEHTOB 110 aHAJIOTUH C MOJIMHHBIMU apXUBHBIMH JTIOKyMEHTaMH Ha
COOTBETCTBYIOILIUX HOCUTEIISX.

3a enuHUIly XpaHEHHs KOMMH AapXMBHBIX JOKYMEHTOB Ha IpaBaxX IOAJUHHUKOB,
M3TOTOBJICHHBIX B BU/I€ MUKPOKOITUH, MPUHIUMAETCS (PU3NIECKH 000COOICHHBIN PYJIOH MUKPO(DUIBMA
WIA KOMIUIEKC MHUKPOQUII BHE 3aBUCHUMOCTH OT KOJMYECTBA OTCHSTHIX Ha HEM JIeJl M apXHMBHBIX
nokyMeHTOB. Kaxnas eauHMIIa XpaHEHUS YUYUTBHIBAETCS B ONHCH J€Jl, JOKYMEHTOB II0J]
CaMOCTOSITENIbHBIM HOMEPOM. B UTOroBOI 3amucu K ONMUCH Jell, TOKYMEHTOB, Hapsly ¢ KOJIMYECTBOM
€MHUI] XpaHEHUS! MUKPOKOIINH, YKa3bIBAETCA CyMMapHOE KOJMYECTBO COCTABISIONINX UX KaJIPOB.

VY4er nucToB B aene, poTooTnedaTtkoB B (GoToanb00Me, €AUMHULl XPAHEHUS B COCTABE €IMHUIIBI
ydera ayJuOBH3yalbHBIX JOKYMEHTOB

3.7.13. KosauuecTBO JUCTOB B J€J€ U EAUHUIl XPAHEHHUS B COCTAaBE EIWHMIBI ydeTa
ayIMOBU3YAIbHBIX JOKYMEHTOB YUUTHIBAETCS HA OCHOBE X HyMepaluu U (UKCUPYETCS:
- JINCTOB B JIeNie - B JIUCTe-3aBepuTene (mpuioxkenne Ne 3) U B COOTBETCTBYIOIIEH rpade Omucu jael,
JTOKyMEHTOB (mipuiioxenus Ne 7 - 8);
- (doroormeuatkoB B ¢oToamrboMe - BO BHYTpeHHEW omucu (QoroanpboMa, a Takke B
COOTBETCTBYMOIIEH Tpade omucu HoToaTLO00MOB;
- €IMHUIBl XpaHEHUs APYTUX ayAHOBU3YaJbHBIX TOKYMEHTOB - B COOTBETCTBYIOLIUX rpadax omnucent
3TUX JOKYMEHTOB.

[Tpu ydere eauHMII XpaHEHUS B COCTAaBE €AMHMUIIBI YUEeTa ayAMOBU3YaTbHBIX JOKYMEHTOB:
- €IMHUIIBI XpaHEHUs TUa(PUIEMOB PaCIONIararoTCs MO MOPSAKY HOMEPOB PYJIOHOB;
- €IMHUIIBI XPAaHEHUS KMHOJOKYMEHTOB PACIIONaraloTcs Mo 3JeMEHTaM KOMILIEKTa, BHYyTPU KOTOPOIO
HYMEPYIOTCS TI0 TIOPSIKY HOMEPOB YacTei;
- €IMHUIIBI XpaHEeHUs! (OHOJOKYMEHTOB PacoJaraloTcs B MOPSIIKE MPOU3BOJICTBEHHBIX HOMEPOB.

Yuer crpaxoBoro dbonma u GoHIA M0JIb30BaAHUS

3.7.14. O06bem crpaxoBoro (oHma u ¢oHAA TONH30BAHUSA H3MEPSIETCS B CAMHHIAX
XpaHEHUs/eTUHUIIAX yUeTa, a TAKXKE B!
- KaJipax - JJIsl KOMHM apXUBHBIX JOKYMEHTOB Ha OyMa)kHON OCHOBE U (DOTO/IOKYMEHTOB;




- METpax - JIsl KOMUM KUHOJOKYMEHTOB;
- BPEMEHH 3BYyYaHUS - JJ1s1 KONUN (POHOIOKYMEHTOB;
- B Merabaiitax - 1Jig KONUH 3J€KTPOHHBIX JOKYMEHTOB.

[Tpy 3TOM OTHENBHO YUYUTHIBAIOTCS CTPaxXOBble KOMHMU YHHUKAJIbHBIX JTOKYMEHTOB U 0C000
LIEHHBIX JOKYMEHTOB M KONHUHU (POH/IA MTOJI30BAHUSI, OTCHSTHIE C APXUBHBIX JOKYMEHTOB Ha OyMayKHOM
OCHOBE (pa3/ielbHO Ha PYJOHHOW IUIEHKE W MHUKpOQUINAX); KMHOIOKYMEHTOB; (DOTOJOKYMEHTOB;
(hOHOTOKYMEHTOB; BUICO()OHOTPAMM; AIEKTPOHHBIX JOKYMEHTOB.

VYder BeneTcs Mo KHUraM ydera MOCTYIUIEHHH cTpaxoBoro (Gonaa u (GoHAa MoJb30BaHUS U
OIMUCSM CTPaxoBOro (oHJA. YUET MOCTYIJICHUS M BBIOBITHSI CTPAXOBBIX KOIMWH OCYIIECTBIISIETCS Ha
OCHOBAHMU 3aKa30B Ha U3TOTOBJIEHUE CTPAXOBBIX KOMMM U KOMUH (POHA MOJIb30BaHUs, aKTOB IpUEMa-
Ieperayl CTPaxOBbIX KOMWH Ha CHENualbHOE XpaHeHHWEe M JApyrux axkTtoB. K kHuram yuera
MOCTYTIJICHUH €XErOHO COCTABISAETCS HTOIOBas 3aMHCh.

Onucu crpaxoBoro (hoHAA COCTaBISAIOTCS B 3-X 3K3eMmIiuiipax. llepBble 3K3eMIUIApHI
NepesialoTc BMECTE CO CTPaxOBBIMH KOMHUSMH YHUKAIbHBIX JOKYMEHTOB M 0CO0O0 IEHHBIX
JIOKYMEHTOB B CIIELIMAJIbHBI apXUB, BTOPBIE U TPEThU OCTAIOTCS B apXUBE.

[To mepe KonmMpoBaHHS M TepeAadd CTPAXOBBIX KOMHMH YHUKAIbHBIX IOKYMEHTOB M 0C000
LIEHHBIX JIOKYMEHTOB B CIIELHUAJbHBI apXUB K ONUCAM CTPAaxoBOro (hOHAA COCTABISAIOTCS HOBBIE
UTOTOBBIE 3aIIUCH B YCTAHOBJIEHHOM Topsiike (cM. 1. 3.5.6.).

B ommcsx gen, nokymentoB B rpade "IlpuMedanus" HampoTHB 3arojOBKa CKOIMPOBAHHOMN
€IMHULIBl XpaHEHUs/eNuHUIBl yuera npoctaBisgercss mramn "C®". Ecau ckonmupoBaHbl Bce Jiena,
JOKYMEHTBI, BKJIIOUEHHbIE B OmHCh, mTamn "C®" mpocraBisieTcss TOJBKO Ha TUTYJIBHOM JIUCTE U
00JI0KKE OMHCH JIe], JOKYMEHTOB.

3.7.14.1. 3a enuHMIy XpaHEHUs/E€IMHUILY Y9eTa CTPaxoBOro ()OHAA YHUKAJIHHBIX JOKYMEHTOB
1 0c000 LIEHHBIX JOKYMEHTOB Ha OyMa)XHOH OCHOBE Ha PYJIOHHOW IUIEHKE NPUHUMAETCs (PU3UYECKU
000COOJICHHBIN PYJIOH MUKpO(DHUITBMA.

B kHury yuera noctymieHuil ctpaxoBoro ¢poHja 1 (oH/a MoJIb30BaHuUs Ha PYJIOHHOH IJICHKE B
BaJIOBOM TOpsIIKE (BHE 3aBUCUMOCTH OT (DOHIOBOM MPUHAMJIEHKHOCTH JOKYMEHTOB) Ha OCHOBAHHUH
3aKa3a Ha U3rOTOBJICHHE CTPAXOBbIX KOMMHA 3aHOCUTCS KaXK/1asi €IMHUIIA XpPaHEHHsI CTPaxoBOro (GoHAA.
[To kaure yuera mocrymieHui (rpada 1) eauHUIAM XpaHEHHS CTPaxoBOro ()OHIA MPUCBAMBAIOTCS
yUYeTHbIE HOMEpa, KOTOPbIE SIBIISIOTCS COCTABHOM YacThIO UX apXUBHBIX HIH(POB.

Ha Bce crpaxoBble KONMUHM YHHKAIBHBIX JOKYMEHTOB W 0OCO0O IEHHBIX JTOKYMEHTOB BHE
3aBHCUMOCTH OT UX (POHIOBON MPHUHAIICKHOCTH COCTABISIETCS ONMUCH CTPAXOBOro (poHAA, HyMepauus
€MHUIl XPaHEHHsI CTPaxoBOro ()OoHJa B KOTOPOH COOTBETCTBYET YUETHBIM HOMEpPAM, MPHUCBOCHHBIM
UM T10 KHUIe y4eTa MOCTYIUICHUH.

ApXUBHBIM MH(QPOM EIUHHIBI XPAHEHUS CTPAaXoBOro (OHAA SBIISETCS Ha3BaHHE apXWBa,
HOMEp ONHCH CTpaxoBOro (oHAa, HOMEp yueTa EIUHMIBI XpaHEHHs CTPAaxoBoro QoHaa c¢
nobasnenneM unaekca "Cd".

3.7.14.2. 3a eauHMIly yuyera CTpaxoBoro (oHga TOKyMEHTOB Ha OyMa)KHOH OCHOBE Ha
MUKpO(UIIaX NPUHUMAETCS OJHA WIM HECKOJIbKO MHUKPOQUII, OTCHATHIX C OIHOTO Jela Hu
MIOMEUICHHBIX B OIUH KOHBEPT, 33 €ANHULY XpPaHEHUS - MUKpO(pUIIA.

[To xHMre ydera mOCTYIJICHHH cTpaxoBoro (oHna u ¢GoHIa MONb30BaHUS HA MHUKpoduIax
KaX/10My NOCTYIUICHHUIO IPUCBAaUBAaeTCs NOPAAKOBbIN HoMep. KoianuecTBeHHbIE TOKa3aTeNn BHOCATCS
¢ yuetoM (hpoHI0BOM NMPUHAIJICKHOCTH OTCHATBIX KOUN MO KaXXI0MY apXHUBHOMY (DOH]Ty U OIUCH eI,
JOKYMEHTOB OTAEIBHO.

Omnwucu crpaxoBoro (GpoHAa Ha MUKPOQUINAX COCTABIAIOTCS Pa3/ebHO HAa CTPaXOBBIE KOIUHU
KaX/10r0 apXUBHOTO (DOH/1A, OAHY MJIM HECKOJIBKO €r0 OMHUCEH.

Y4eTHBIM HOMEPOM EAMHUIIBI yueTa cTpaxoBoro (GoHaa u POoHAA MOJIb30BaHHS TOKYMEHTOB Ha
OyMa)XHOM OCHOBE, M3TOTOBJIEHHOIO Ha MHUKPOQUIIAX, ABIAETCS Y4YETHBIH HOMEpP OTCHATOrO Jelna,
apXMBHBIM IIU(PPOM - COOTBETCTBEHHO ApXMBHBIM HIM(P OTCHATOTO Jeia ¢ J00aBICHHEM HHJIEKCa
"C®" - nys crpaxosoro ¢gorma u "I1" ("Tlozutus"), "1" (Anazokomnus) - ms HoHIa TOTB30BaAHUS.

3.7.14.3. EnuHuubl XpaHEHUS/€AMHUIBI y4yeTa cTpaxoBoro (ouaa u (oHIA IMOJIB30BAHHS
ayIMOBU3YaJIbHBIX JOKYMEHTOB MJICHTUYHBI €AMHUIIAM XPaHEHUS/€AUHUIAM Y4eTa ayIMOBU3YaJIbHBIX
JIOKYMEHTOB.



CrpaxoBble KOMHH KWHO- W (POTOJOKYMEHTOB YUYHUTBIBAOTCS HE3aBHCHMO OT BHUJA KWHO- H
(hOTOJOKYMEHTOB B KHUTAX y4yeTa MOCTYIUICHHH U OMUCAX CTpaxoBoro ¢oHaa u GoHaa MOJIb30BaAHUS.

CtpaxoBbie KomuH (OHOJOKYMEHTOB HAa MAarHMTHOW JIGHTE W TPAMOPUTHHAIOB H3-3a WX
000COOJICHHOTO XpaHEeHHsI YYUTHIBAIOTCS B Pa3HBIX KHUTAX y4YeTa MOCTYIICHUH U OTHCSX.

B uTOroBBIX 3amucsX KHHUI ydeTa TOCTYIUIGHHH W omucedl crtpaxoBoro Qonma u ¢doHaa
MOJIb30BaHUSA KMHO(MOTOJOKYMEHTOB U (DOHOJTOKYMEHTOB Ha METaJUIMYECKUX TUCKAX TOTOTHUTEIHHO
MOXET yKa3bIBaThCSl KOJUYECTBO €IMHUII XPAHEHUS] COOTBETCTBEHHO MPOMEKYTOUYHBIX MO3UTUBOB U
KOHTPATHUIIOB; IO3UTHBOB U AyOnbHeraTuBoB; HeueTHBIX (1) u yetHbIX (II) rpamopurunanos.

B UTOTrOBBIX 3aMHCAX K OMHCSIM CTPAXOBBIX KOMUH KMHO(DOTO()OHOIOKYMEHTOB YKa3bIBACTCS
TakKe UX 00beM B METpax, KaJipax, 4yacax 3By4aHusl.

Homep enuHuipl yuera ctpaxoBoro Ggonaa KHHO(GpOTOPOHOTOKYMEHTOB IEPEHOCUTCS B OMKCH
W3 KHUTH Y4eTa TOCTYIUIEHUH. ApXUBHBIM IHU(POM €IUHHUIBI Y4yeTa CTpaxoBoro (ouaa
KHHO(POTO()OHOJOKYMEHTA SBISETCS HAa3BaHWE apXHBa, HOMEp EAMHUIIBI ydeTa cTpaxoBoro (onma c
nobasnenneM unaekca "Cd".

3.7.14.4. Yyer Komuii apXMBHBIX JOKYMEHTOB, CO3[JaHHBIX B MPOILIECCE WX MCIOJIb30BAHMS U
BKJIIOUEHHBIX B (DOHJ TONB30BaHUsS, BEIETCS B apXWBE B OTACIbHOM KHHMIe ydeTa KOMHHA ATHX
JIOKYMEHTOB.

Ydet My3eHHBIX IPEIMETOB U OMOANMOTEYHBIX (POHIOB

3.7.15. Yyer My3eMHBIX TIPEAMETOB, SBISIOMIMUXCA BJIOKEHHEM B J€J0, BEACTCS B
yCTaHOBJICHHOM Topsiake (cwm. 1. 3.7.13.).

My3eiiHble TpeIMEeThl, HE SIBIAIONIMECS BJIOXEHUSMH B JEJIO, NMPUHATHICE HAa XpaHEHUE B
cocTaBe apxXuBHOTO (hOHAA, YYUTHIBAIOTCS B cocTaBe 3TOro (GoHIa Kak €AMHUIBI XxpaHeHus. [lpu
3HAYUTEIIBHOM KOJMYECTBE TAKUX €IUHUI] XPAaHEHHUS HAa HUX COCTABJSETCS OTHEbHas OMHCH e,
JIOKYMEHTOB.

Bxitouenne B coctaB My3seitHoro ¢onma Poccuiickoit denepaiiui U ydeT JaHHBIX MY3€WHBIX
MPEeIMETOB  OCYIIECTBIISIIOTCS B COOTBETCTBUM C TMOPSAAKOM, YCTAaHOBIEHHBIM CHEIHAIBHO
YIIOJTHOMOYEHHBIM ~ (pefiepaibHBIM  OpPraHOM HCIOJHHUTENBHOM BiacTH ans  MyseliHoro Qonpaa
Poccuiickoit denepanun.

VYyer My3eMHBIX NpPEAMETOB, COAEPXKALIUX JparoleHHbIE METalIbl U KaMHHU, BEIETCS B
yCTaHOBJIEHHOM Topsiake (cwm. 1. 3.7.10.).

3.7.16. Yder OuOnmMoTeyHOTrO (CHpPaBOYHO-UHPOPMALMOHHOTO) (OHAA apxXuBa BeIeTCS B
COOTBETCTBUM C MOPSIAKOM, YCTAHOBJICHHBIM CIEIHMAIBHO YIOTHOMOYEHHBIM (efepaibHbIM OPraHOM
WCTIOTHUTEJILHON BJIACTH ISl OUOIMOTEUHBIX (POHIOB.

IV. OPTAHU3ALIMA KOMIUIEKTOBAHUA APXUBA JOKYMEHTAMU APXUBHOI'O
®OHJIA POCCUMCKOMN ®EJIEPALIAM U JIPYTUMUM APXUBHBIMU JJOKYMEHTAMMU

(B paszene Ha rocylapCTBEHHbIE M MYHHIMINAIbHBIE My3eH W OMOIMOTEKH PacIpOCTPAHSIOTCS IIII.
43.,43.1.,43.2.,442.,443.,444.,4.7.)

4.1. Cucremaruyeckoe IMOINOJIHEHUE apXuBa JTOKyMeHTaMH ApxuBHOro (onma Poccuiickoit
®denepanun (KOMIUIEKTOBAaHUE apXHBa) BKIIIOYAECT:

- OIIPEJIETICHNE NCTOYHUKOB KOMIUIEKTOBAHUS apXUBa;
- OIIPEEIICHNE COCTAaBA apPXUBHBIX JOKYMEHTOB, MOUIEKAIINUX IPUEMY B APXUB;
- IpUeM-Tiepeauy apXUBHBIX JOKYMEHTOB B apXUB.

W cTOYHMKY KOMIUIEKTOBAHUS apXUBA

4.2. I'ocy1apCTBEHHBIE OpPIaHbl M OPraHbl MECTHOI'O CaMOYIIPABIIEHUS BKJIIOYAIOTCS B CIMCKHU
HMCTOYHUKOB KOMIUIEKTOBAHUS TOCYJAapCTBEHHBIX M MYHHUIMMNAIbHBIX apXUBOB B 0053aTE€IbHOM
HOPSJIKE.

HcrouHnKaMy KOMIUIEKTOBAaHUSI apXMBa BBICTYNAIOT TAKKE OpPraHU3allUd M TpaxaaHe, B
Mpolecce AESITeTbHOCTH KOTOPBIX 00pa3yroTcss JOKyMeHThl ApxuBHOro ¢oHma Poccuiickoii
denepanuu.

HerocynapcTBeHHblE OpraHM3alluy, a TaKXe Ipa)<JIaHe BKJIIYAIOTCS B CIHUCKH HCTOYHHUKOB
KOMILUIEKTOBaHMS apXMBa HA OCHOBAHUHU JOTOBOPA.




HerocynapcTBeHHBIE OpraHH3alMyd, BPEMEHHO XpaHsIIUe IOKYMEHTHI ApXHWBHOTO (oHIA
Poccuiickoit ®@eneparuu, oTHOCSIKECS K (eaepanbHO COOCTBEHHOCTH, COOCTBEHHOCTH CYOBEKTOB
Poccuiickoit @eaepanuyi WiIM MyHULUITATBHON COOCTBEHHOCTH, BKJIIOYAIOTCS B CIUCKH MCTOYHHKOB
KOMIUIEKTOBaHUSI TE€X ApPXUBOB, MCTOYHUKAMHM KOMIUIEKTOBAaHUS KOTOPBIX SIBJSUIMCh — HX
MPEIECTBEHHUKH - TOCYIaPCTBEHHbIE U MYHHULIUIIAIbHBIE OPTaHU3ALINH.

4.2.1. OTHeceHHME K HMCTOYHUKAM KOMIUIEKTOBAHUS apXvBa IPOU3BOAUTCS HAa OCHOBAHUH
KpUTEPUEB:
0J15 Op2anu3ayul:

- (PYHKIIMOHAJIBHO-IIEJIEBOIO HA3HAYEHUS] OpraHM3alMM (UIsl TPYIIbl OPraHU3alyid, BBIIOIHSIIOIINX
aHaJIOTUYHBIE (DYHKIIMH, UCTIONB3YyeTCs (hopMa BEIOOPOYHOTO MTPHEMA);
- TIOTHOTBHI OTPAXKEHHUS WHPOPMALUHU O NEATSTPHOCTH OPraHM3allMd B apXHUBHBIX (OHIAX APYTHX
OpraHu3aluil;
OJIs1 2PAdHCOaH:
- BKJIQJl TPaX/IaHWHA B Pa3BUTHE HAyKU, KyJIbTYpbl U JPYTUX 00NacTel AeSITeTbHOCTH;
- €ro poJib B KAYECTBE YUACTHUKA, OUEBU/IIIA BBIJAIOIINXCS COOBITUI B KU3HU OOIIECTBA;
- POZICTBEHHBIE, APy KECKHE, TBOPUECKUE CBS3H IPaKAAHUHA, MECTO PaOOTHI, 3aHUMAaeMasl IOJKHOCTB;
- TUIIMYHOCTh €T0 apXUBHBIX IOKYMEHTOB I SIIOXU (JIOKYMEHTHI "psiIoBbIX" TpakJaH);
- COCTaB | cofiepKaHHe COOPAaHHBIX TPAKJAHUHOM apXUBHBIX JOKYMEHTOB.
CIucKH HCTOYHUKOB KOMIUIEKTOBAaHHUS apXUBa

4.2.2. ChOucku UCTOYHMKOB KOMIUIEKTOBAHMS COCTABIISIIOTCS apXMBOM Ha OCHOBAHUH
3aKoHoAaTenscTBA 00 apxuBHOM Jiene B Poccuiickoit denepaunu, HopM nm. 4.2 u 4.2.1 HacToAIMX
[IpaBun, a Takke pEKOMEHIAIUMN CHEIHalbHO YIOJIHOMOYEHHOTO (eiepallbHOTO  OpraHa
HCIIOJIHUTEJILHOM BJIacTU B cepe apXUBHOTI'O /€A, MOATOTOBIEHHBIX CAMOCTOSITEILHO UM COBMECTHO
c Apyrumu (QenepalbHbBIMU OpraHAMH HCIOTHUTEIBHOW BIIACTH, B TOM YHCIE OCYIIECTBISIOMIUMU
JIETIO3UTAPHOE XpaHEHUE TOKyMeHTOB ApxuBHOTO oHma Poccuiickoii deneparium.

ApXHUB BeJIeT CIIHCOK OpraHU3aluil - NICTOYHUKOB KOMIUIEKTOBAHUS M0 YCTAaHOBICHHON (hopMe.

Crncok rpaxxaaH (COOCTBEHHUKOB WJIM BIAJENIbLIEB apXUBHBIX JOKYMEHTOB) - HCTOYHUKOB
KOMIUICKTOBaHMSI BEJETCSl MO MPUHATON B apxuBe (opme, ¢ 00s3aTenbHBIM yKa3zaHuEeM (aMuiuii,
HMMEH, OTYECTB, aJIPECOB MECTA KUTEJIbCTBA, OPUANUECKOI0 000CHOBAHUS BO3MOYKHOCTH ME€peIadu uxX
apXUBHBIX JOKYMEHTOB B apXUB.

B apxuBe, mnpuHUMAIONIEM Ha XpaHEHHWE pa3IUYHblE BUABl APXUBHBIX JOKYMEHTOB,
COCTaBJISIIOTCS M BEAYTCS CAaMOCTOSTEIbHBbIE CIHUCKU OpPraHu3alui - NCTOYHUKOB KOMILJIEKTOBAHMS
HAayYHO-TEXHUYECKON JIOKyMEHTAllMeW, CHHCKU OpraHu3aluid - HCTOYHUKOB KOMIUIEKTOBAHHUS
ay/MOBHU3yaJIbHBIMUA JJOKYMEHTaMHU.

4.2.2.1. TIpoeKTsl CHHCKOB HMCTOYHHKOB KOMIUIEKTOBaHUS (DeepalibHBIX TOCYIapCTBEHHBIX
apXMBOB TIOCIIE PACCMOTPEHUs HX Ha HKcrnepTHo-mpoBepounor komuccnn (OIIK) apxwuBa
NpeACTaBIseTCs Ha corjacoBanue LleHTpanbHOM sKkcnepTHO-TipoBepouHoi komuccuu (L[DIIK)
CHEIMAJIbHO YIIOJIHOMOYEHHOTO (eiepalIbHOTO OpraHa MCIIOJIHUTEIbHON BIACTH B cdepe apXUBHOIO
Jienia; TOCYJapCTBEHHBIX apXUBOB cyObekTa Poccuiickoit denepanuy 1 MyHUIMTATBHBIX apXUBOB - HA
cornacoBanne OIIK ymomHOMOYEHHOTO oOpraHa HCIOJHUTEIBHOM BIAcTH CyObekTa Poccuiickoit
@deneparn B chepe apXUBHOTO Jena; opraHu3anuil Poccuiickoil akajeMun HayK - Ha COTJIaCOBAaHUE
OIIK ApxuBa Poccuiickoil akaieMuun HayK.

Pemenne LOIIK cnemmanbHO yHOJTHOMOYEHHOTO (heepanbHOr0 OpraHa HCIOJHUTEIBHON
Biactu B cepe apxuBHoro nena, DIIK ymoarHOMOUEHHOTO OpraHa UCIOJHUTEIBLHOM BJIACTH CYOhEKTa
Poccuiickoit ®enepamun B chepe apxusHoro nena, IIIK ApxuBa Poccuiickoil akanemMuu Hayk o
COTJJaCOBAaHMHU CIIMCKAa HMCTOYHHUKOB KOMIUIEKTOBAHHS ApXUBA SBJISIETCS OCHOBAaHUEM JUISL €r0
YTBEPKACHHUSI PYKOBOJICTBOM COOTBETCTBYIOLIETO apXvBa WJIM OpPraHOM MECTHOTO CaMOYIIpaBJICHHUS
(s MyHUIIMTIATIEHBIX apXuBOB), [Ipe3suanymom Poccuiickoit akageMun HayK.

ApXHUB BIIpaBe BECTU CIIMCOK BO3MOXKHBIX HCTOUHUKOB KOMIUIEKTOBAHUS.

CrpaBku, HKCIEpPTHBIE 3aKIIOYEHHMS O BKJIIOUEHWHM OPraHM3aluid W TPaXkIaH B CIHUCKH
HCTOYHHUKOB KOMIUICKTOBAHHUS apXUBa WJIM UCKITIOUEHUH MX U3 YKa3aHHBIX CIIMCKOB, a TaKXke 0 (popme
MIpUEMa apXUBHBIX JOKYMEHTOB HAa XpaHEHUE NPEICTABIIAIOTCS:

- (enepasbHBIMU TOCYHApCTBEHHBIMH apxuBamMu - Ha paccmorpenune LDIIK cnenmansHO
YIOJHOMOYEHHOTO (heiepaqbHOrO OpraHa HCIOJHUTEIBHOW BIIACTH B cdepe apXUBHOTO Jiena




(pemrenue 00 WCKIIIOYCHWH OPTaHU3AMM W3 CIHMCKAa MCTOYHUKOB KOMIUICKTOBAHHUS (erepaabHOro
rOCyapCTBEHHOIO0 apxuBa B ciydae ee JukBuaauuud npunumaetrcs OJIIK denepansHOrO
roCyAapCTBEHHOTO apXUBa);

- TOCYJJapCTBEHHBIMH apXuBaMu cyObekToB Poccuiickoit denepanyu 1 MyHUIIUTATIBHBIMA apXHUBAMHU -
Ha paccmoTpenue DK ymoslHOMOYEHHOTO OpraHa MCIOJHUTENHHOM BiacTU cyObekTa Poccuiickoi
®eneparyu B chepe apXUBHOTO JeNa;

- opranmzauuaMmu Poccuiickoil akamemun Hayk - Ha paccmorpenue OIIK ApxuBa Poccuiickoit
aKaJIeMHH HayK.

YTouHeHue U nepeyTBepkACHNUE CIIUCKOB UCTOYHUKOB KOMIUIEKTOBAHUSI apXUBOB ITPOBOJUTCS
o Mepe HeooxoauMocTH. OCHOBaHUEM IJISl ATOTO SIBJISIFOTCS: CO3JaHKEe, pEOpraHU3aIlHsl, JUKBUAANS
rOCyJapCTBEHHOIO0  OpraHa, oOpraHa MECTHOTO  CaMOYIpaBJIEHUS,  OpraHU3aluH;  OTKa3
HEroCy/lapCTBEHHBIX OpraHW3aluil U TpaxIaH OT COTPYAHMYECTBA C apXUBOM (pacTOpKEHHE
norosopa); pemenue [[OTIK crennanpHO YIIOJIHOMOUYEHHOTO (eepaTbHOr0 OpraHa UCTIOTHUTEIHLHOM
Biactu B chepe apxuBHoro aena, DK ynmoaHoMoueHHOro oprana UCIOTHUTEIBHON BIACTH CyOBbeKTa
Poccwuiickoit @eaepanuu B cdepe apxuBHoro nena u DIIK ApxuBa Poccuiickoil akajgeMuu HayK O
rnepefadye OpraHu3aluy B CIHMCOK HCTOYHMKOB KOMIUIEKTOBAHMS JApyroro apxusa. OpraHuszanus
MOXXET OBITh HCKIIIOUEHA M3 CIHCKA HCTOYHUKOB KOMIUIEKTOBAaHHUS apXxHBa, €CIM B IpoIecce
NEeSTeIbHOCTH OPTaHHU3aIMH MepecTalu 00pa30BhIBAThCS NOKyMEHTHl ApxuBHoro (Gonaa Poccuiickoii
®denepanuu.

4.2.3. ApxuB BeneT HaOmoAaTenbHOE AENO0 Ha KaXAbli TOCYJapCTBEHHBIM OpraH, OpraH
MECTHOTO CaMOYIIPaBJIEHUS M OpPraHU3alUI0 - HCTOYHUK KOMIUIEKTOBAaHUS apxuBa, B KOTOpOE
BKJIIOYAIOTCSl IOKYMEHTBI, XapaKTepU3YIOIIUE €ro MPaBOBOI CTAaTyC U JIEATEIbHOCTh, a TaKXke padoTy
apxuBa W OpraHU3alMI0 JIOKyMEHTOB B JeJoNpou3BojcTBe. HalbmtonaTenbHoe 1eo MOXKET ObITh
3aBEJCHO U Ha rpakJIaHMHA-UCTOYHUK KOMILJIEKTOBAHMS apXUBA, B KOTOPOE BKJIIOYAIOTCS CBEICHUS O
COCTaBE U COJEP)KAHUU €r0 APXUBHBIX IOKyMEHTOB.

B nensx yudera paGoThl ¢ UCTOYHMKAMU KOMIUIEKTOBAaHUSI apXUB BIIPaBe CO3[aBaTh YUYETHO-
CIPaBOYHbBIE KAPTOTEKU U 0a3bl JAHHBIX.

[TopsA0K 3KCHEepTU3bl IEHHOCTHU JOKYMEHTOB

4.3. ApxuBHBIE JOKYMEHTHI BKJIIOYatOTCs B cocTaB ApxuBHoro ¢onna Poccuiickoit @enepanuu
Ha OCHOBAHHH HKCIEPTU3BI IICHHOCTH JOKYMEHTOB (T.€. U3YYEHUS JOKYMEHTOB HA OCHOBE KPUTEPUEB
WX IIEHHOCTH B IIETSIX OMpEENICHHUs] CPOKOB XPAHEHWS JOKYMEHTOB M HMX OTOOpa Ha TOCTOSHHOE
XpaHEHUe).

BxmioueHne JokyMeHTOB B coctaB  ApxuBHoro (¢onaa Poccuiickoit  ®Denepanuu
OCYILECTBIISIETC HAa OCHOBE KOMIUIEKCHOTO MPHUMEHEHHUS KPUTEPHUEB MPOUCXOKIAEHUS TOKYMEHTOB
(pyHKIMOHATBHO-1IETIEBOE HAa3HAYCHNE MCTOYHMKA KOMIUIEKTOBAHHS C YYETOM €ro 0Co0O0W PO HITH
TUIIOBOTO XapakTepa, BpeMsi U MECTO CO3JaHMs JOKyMEHTa U T.I.), COAEP)KaHUSA JIOKyMEHTOB
(3HaUUMOCTh MH(OPMAIUK, B TOM YHCIE €€ YHUKAJIbHOCTb, TUIMYHOCTh WM TOBTOPSEMOCTh, BHJ
JIOKyMEHTA, €r0 TOJJIWHHOCTh), BHEIIHMX OCOOCHHOCTEH IOKyMEHTOB (popma (uKCHpoOBaHUS U
nepeauu CoiepiKaHus, yI0CTOBEpEHUs U 0POPMIICHUS JOKYMEHTA).

[Ipu BrIIOYEHWHM HOKYMEHTOB B coctaB ApxuBHoro (onma Poccuiickoit ®deneparm
UCTIOJB3YEeTCs TakKe (opMa MOBUIOBOTO MITH TPYIIIOBOTO BEIOOPOUYHOTO MpHUEMa IOKYMEHTOB.

4.3.1. Pemenue Hay4yHO-METOAUYECKHX BOIPOCOB, CBA3AHHBIX C HKCHEPTU30M I[IEHHOCTH
JOKYMEHTOB M BKJIIOYEHHEM HMX B cocTtaB ApxuBHoro ¢onna Poccuiickoit dexepanuu, a Takke ¢
OTIpe/IeNIEHUEM B €ro cocTaBe 0c000 LIEHHBIX JOKYMEHTOB, B TOM YHCIJI€ YHHUKAJIbHBIX JOKYMEHTOB,
ocymectBisiercst L[DIIK cnenmanbHo yNOMIHOMOYEHHOTO (ellepalbHOTO OpraHa HCIOJHUTEIbHON
BJIACTHU B c(pepe apXHBHOTO JIeTa.

OKcnepTuza  LEHHOCTH  JOKYMEHTOB  OCYILECTBISETCS  YINOJIHOMOYEHHBIM  OpPraHOM
WCTIOTHUTENIPHOU BiacTH cyOwnekta Poccuiickoit ®denmeparuu B cdepe apXMBHOTO Jeia, apXUBOM
COBMECTHO C COOCTBEHHHMKOM WJIM BIAJEIbIIEM AapXWBHBIX JOKYMEHTOB B COOTBETCTBUH C
KpPUTEPHUSIMH, YCTAHOBJIEHHBIMU B 11. 4.3. HacTosimux [IpaBuir.

IIpy mpoBeneHUM 3KCHEPTU3bl IIEHHOCTH JOKYMEHTOB U OIPEACIEHUM CPOKOB XpaHEHMS
JIOKyMEHTOB apXUB PYKOBOJACTBYETCSl IMEPEYHSIMHU THIIOBBIX APXMBHBIX JIOKYMEHTOB C YyKa3aHUEM
CPOKOB XpaHEHUS; EPEYHIMU TOKYMEHTOB, 00pa3yIOLIMXCs B MPOLIECCE AEATEILHOCTH (heaepabHBIX
OpraHoB TOCYJIAapCTBEHHOM BJIACTH, MHBIX TOCYJApCTBEHHBIX OpraHoB Poccuiickoit denepauuu, a




TAaK)K€ B IPOLECCE MEATEIBHOCTH IIOJBEIOMCTBEHHBIX WM OPraHM3alldid, C YKa3aHHEM CpPOKOB
XpaHeHUs (OTpacieBble IEpPeYHH); a TaKKE CPOKAMH XpPaHEHHsI OTHAENbHBIX BHUAOB apXHMBHBIX
JOKYMEHTOB, B TOM 4YHUCJIE HE BOILEJIIMX B YKa3aHHbIE IMEPEYHH, KOTOpPHIE YCTAHABIIMBAIOTCS
3akoHoarenbeTBOM Pocceuniickoit deneparuu.

Pemenust o BkimoyeHnn B coctaB ApxuBHOTO (oHma Poccuiickoit denepanyin KOHKPETHBIX
nokymeHToB npuHuMarotcs DIIK ¢enepanbHbIX rocyaapcTBeHHbIX apxuBoB, DIIK ynoiaHoMoueHHbIX
OpraHOB HMCIOJIHUTENHbHON BiacTu cyOwnekToB Poccuiickoit denepanmu B cdepe apXxuBHOTO jena,
9KCHEPTHBIMU (DOHJIOBO-3aKYTIOUYHBIMU KOMHUCCHUSMHU T'OCYJApCTBEHHBIX U MYHHMLMIAIBHBIX MY3€EB,
HKCHEPTHHIMH KOMHCCHUSIMH TOCYAAapCTBEHHBIX ¥ MYyHHUIMIAIBHBIX OmOmmorek, DIIK Apxwusa
Poccuiickoil akageMuM HayK IpU YTBEPKACHUHM OIMUCEM J€J, JOKYMEHTOB IIOCTOSIHHOTO CpOKa
XpaHEHUS.

ITostHOMOYMS U MOPANOK AEATENBHOCTH yKa3aHHbIX JDIIK onpenenstorcs nonoxeHus MU O HUX,
pa3zpabaTblBa€MbIMU Ha OCHOBE COOTBETCTBYIOIIMX MPUMEPHBIX IOJIOKEHUM, YTBEPKIAEMBIX
CHELHAIbHO YIIOJIHOMOYEHHBIM (pesiepanbHbIM OPraHOM MCIIOJHUTEIBHOM BIACTH B cpepe apXUBHOTO
Jena.

ApxXxHUB paccMaTpuBaeT M TOTOBUT K YyTBepxkzaeHuto OIIK ymoaHoModeHHOro oprana
WCTIOJTHUTEIIBHON BiacTu cyObekra Poccuiickoit denepannu B cepe apXWBHOTO Jeiia OMHCH e,
JOKYMEHTOB (MJIM HUX TOJOBBIC pa3Jiesibl) IOCTOSHHOIO CpOKa XpaHEeHHs, OOpa30BaBLIMXCS B
JESTEIbHOCTH €r0 MCTOYHUKOB KoMIUIeKToBaHUs. denepanabHble TOCYIapCTBEHHbIE apXUBBI, APXUB
Poccuiickoii akazeMnu HayK yTBEPKIAIOT YKa3aHHbIE OIIMCH CaMOCTOSITENIBHO.

ApxuB rotoBut k cornacoanuio JIIK ymnonHomMoueHHOro opraHa MCHOJIHUTEIBLHOW BIIACTH
cyobekra Poccuiickoit @enepanun B chepe apXUBHOTO Jeja WM COTJIACOBBIBAET B COOTBETCTBUU C
MIPEIOCTABICHHBIMU €My TIOJTHOMOYMSIMHM OIIUCH JIEN 110 JINYHOMY COCTaBy (MM UX TOAOBBIE pa3Jenbl),
aKThl O HEHUCHPAaBUMBIX TOBPEXICHUAX JOKyMEHTOB (mpuioxenue Ne 1). dexnepanbHble
rocyapcTBEHHbIE apxuBbl, ApxuB Poccuiickoil akageMuu HayK MpPOBOISAT COIJIaCOBaHHE
NIEPEUNCIICHHBIX JOKYMEHTOB CaMOCTOSITENILHO.

BxiroueHne JOKYMEHTOB, HaXOJSIIMXCS B YAaCTHOM COOCTBEHHOCTH, B COCTaB ApPXUBHOIO
¢donna Poccuiickoit deneparyy ocyIecTBIIeTCS HA OCHOBAaHUM SKCHIEPTU3bI IEHHOCTH JOKYMEHTOB U
oopmisieTcss JOTOBOPOM MEXIy COOCTBEHHHMKOM WIJIM BIQJENBIEM apXHBHBIX JOKYMEHTOB U
apxuBOM. B 1aHHOM J0roBOpe yKa3bIBalOTCS 005S3aHHOCTH COOCTBEHHMKA WJIM BJIAJEIblia apXUBHBIX
JOKYMEHTOB TI0 XPAaHEHUIO, YUE€Ty W HCIOJIB30BaHUIO JOKYMEHTOB ApxuBHoOro (onma Poccuiickoit
denepanuu.

4.3.2. DKcnepTu3a HEHHOCTH JOKYMEHTOB B apXUBE IMPOBOJUTCS:

- 10 UCTEYECHUN CPOKOB BPEMEHHOI'O XPAaHEHUS apXUBHBIX JOKYMEHTOB, B TOM YHCJIE€ JIOKyMEHTOB IO
JUYHOMY COCTaBY, NOCTYNUBUIMX B apXUB OT JUKBUIUPOBAHHBIX FOCYAAPCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYIIPaBJICHHS U OPraHM3aLINT;

- IpU IOCTYIUIEHUH B apXWB B HCKIIOYUTENBHBIX CllydasX JOKYMEHTOB B HEYNOPSAIOYEHHOM
COCTOSIHUH;

- B ciIy4ae 6€3BO3BpAaTHOTO BHIBO3a APXUBHBIX IOKYMEHTOB 32 PyOexK.

ITo pe3ynpTaraM 3KCIIEPTU3BI LIECHHOCTH JTOKYMEHTOB, CPOKH BPEMEHHOI'O XpaHCHMsI KOTOPBIX
HCTEKJIM, B TOM YHUCJIE JOKYMEHTOB IO JIMYHOMY COCTaBY, apXHUB COCTABJISIET aKT O BBIJECIIEHUU K
YHUUYTOXKEHUIO TOKYMEHTOB, HE MOJUIeXKAIUX XpaHeHHo (mpuiiokeHue Ne 11), U B yCTaHOBIIEHHOM
MOPSAJIKE BHOCUT U3MEHEHHUSI B YUETHBIE JOKYMEHTHI apXHBa.

B pesyibraTe 3KCnepTU3bl HEHHOCTH TOKYMEHTOB, IIOCTYNMBILNX B APXUB B HEYIIOPAJOUYEHHOM
COCTOSIHUM, apXUB COCTAaBJSIET ONWUCHU €], JOKYMEHTOB IIOCTOSSHHOTO XpaHEHUs, ONHUCH el
BpeMeHHOro (cBbime 10 jeT) cpoka XpaHeHHs, OIMCH JIeJI 110 JIMYHOMY COCTaBY U aKT O BBIJICJIIEHUH K
YHUYTOKECHUIO JJOKYMEHTOB, HE MOAJISKAIINX XpaHeHHIo (mpuioxenne Ne 11).

[Topnexamue yHUYTOXKEHUIO ApXUBHBIE JIOKYMEHTBl IEpelaloTcsi Ha HepepaboTKy
(YTHIIM3aIMio) U CHUMAIOTCS C y4eTa B YCTaHOBJIEHHOM mopsiake. Crava nen oopmisiercs mpuemMo-
CHATOYHOM HAKJIaJHOM, B KOTOPOM YKAa3bIBAIOTCS JaTa MEpeladyd, KOJIUYECTBO CAAaBAaEMBIX NI U BEC
OyMa)kKHOM MaKyJaTyphl.

ITopsnoK mpuemMa apXUBHBIX JTIOKYMEHTOB

4.4. OT UCTOYHMKOB KOMIUIEKTOBaHMS apXWBa JIOKYMEHTHl ApxuBHOro ¢onma Poccuiickoi

@denepal  IPUHUMAKOTCA TOCYJAPCTBEHHBIM W MYHHMIMIIAJIBHBIM  apXMBOM, OpraHu3anuen




Poccniickoil akageMuu HayK II0 MCTEYEHMM CPOKOB MX BPEMEHHOIO XPAaHEHMs, YyCTAaHOBJIEHHBIX
3akoHoJarenbeTBOM Pocceniickoit deneparuu.

B UCKIIIOYUTENBHBIX CIIydasX CPOKH BPEMEHHOTO XpaHEHHs JOKYMEHTOB ApXWBHOTO (hoHIA
Poccuiickoit ®enepanunt MOryT OBITH NMPOJUIEHBI MO MPOCHOE MCTOUHUKOB KOMIUIEKTOBAHUS apXHBa
Ipy HEOOXOJUMOCTH MPAKTHUECKOIO MCIONb30BAHUS apXUBHBIX JOKYMEHTOB WU OTCYTCTBUS Y
apxuBa BO3MOXKHOCTH JUId IIpUEMa YKa3aHHBIX JIOKyMEHTOB B CpPOKH, YCTaHOBJICHHbBIE
3aKoHoarenbcTBOM Poccuiickon ®@enepanuu. IIpoanenne ykasaHHBIX CPOKOB OCYIIECTBIISETCS: IS
HCTOYHHUKOB KOMIUIEKTOBaHMs (efiepabHbIX apXUBOB - peuieHneM DIIK denepanbHbIx apXuBOB; 115
HMCTOYHUKOB KOMIUIEKTOBAaHUS Apyrux apxuBoB - pewmeHueM OIIK ymoaHOMOYEHHBIX OpraHoB
UCTIOJHUTENBbHOM BnacTu cyObekToB Poccuiickoit ®Penepauuu B cdepe apXMBHOTO Jena; Jis
HMCTOYHUKOB KOMIUIEKTOBaHUS ApxuBa Poccuiickoit akagemun Hayk - pemenueM DIIK storo apxusa.

Cpokr BpeMEHHOI0 XpaHEeHHs JAOKyMeHTOB ApxuBHoro ¢onma Poccuiickoii denepanuu B
HEroCy/IapCTBEHHbIX OPraHU3aLUAX ONPEAEIAIOTCA B JIOTOBOPE MEXAY apXUBOM M COOCTBEHHHKOM
WJIM BJIAJIENIBLIEM YKA3aHHBIX JOKYMEHTOB.

4.4.1. Tlpuem noxymeHToB ApxuBHOro ¢ouma Poccuiickoit denmepanuu OT HCTOYHUKOB
KOMIUIEKTOBAHMSI OCYLIECTBIISIETCSI TOCYAAPCTBEHHBIM M MYHHMIMIIAJIBHBIM apXUBOM, OpraHHU3alel
Poccmiickoif akajeMuu HayK B COOTBETCTBHHM C IUIAHOM-TpaUKOM, KOTOPBIA yTBEPIKIACTCS
PYKOBOJCTBOM apxuBa IO COIVIACOBAHUIO C MCTOYHMKAaMH KOMIUIEKTOBaHHsA. BHeEIIaHOBBIN Npuem
NOKYMeHTOB ApxuBHoro ¢onaa Poccuiickoii ®enepainuu, a TakKe apXUBHBIX JOKYMEHTOB, CPOKH
BPEMEHHOI'O XPAHEHHUS KOTOPBIX HE HCTEKJIM, OCYLIECTBIETCSA B Cllydae JIMKBUAALMHM HCTOYHUKA
KOMIUIEKTOBAHUS WIH B CIIy4ae YrpOo3bl COXPAHHOCTH apXUBHBIX JTOKYMEHTOB.

[To mpockbe HCTOYHMKOB KOMIUIEKTOBAHHMS W TIpU HAJIWYUKM CBOOOJHBIX IUIOLIa/eH
rOCYJapCTBEHHbI M MYHHLIMIAIBHBIA apXWB, OpraHu3auus POCCHMICKOW akaJleMuu HAayK MOKET
OCYILECTBIISATh JOCPOUHBIHM MpHeM ToKyMeHTOB ApxuBHOro (onna Poccuiickoit @enepanunu, a Takxke
BPEMEHHOE XpPaHEHUE apXMBHBIX JJOKYMEHTOB Ha OCHOBE JI0ToBOpa. IIprieM apXHBHBIX JOKYMEHTOB Ha
BpPEMEHHOE XpaHEeHHe o(opMIsieTcs TakkKe aKTOM IpUeMa-Nepeaayd JTOKYMEHTOB Ha XpaHEHHe
(mpunoxenue Ne 9) 1 mpou3BOAUTCS MO CAATOYHOMN OMHUCH.

ApXHBHBIE JIOKyMEHTBl TPUHUMAIOTCS B TOCYJAapCTBEHHBII M MYHMIMIAJIbHBIA apXUB,
opranm3anuio PoccHiCKOM akageMHH HAyK B YIOPSJAOYEHHOM COCTOSHHHM C COOTBETCTBYIOIIMM
HAy4YHO-CIIPAaBOYHBIM aIllIapaTOM M CTPAaXxOBBIMM KOMMAMU Ha 0CO00 LEHHBIE JOKYMEHTHI H
YHHUKaJIbHbIE TOKyMEHTHI. Bce paboThl, cBSi3aHHbIE ¢ 0TOOPOM, MTOATOTOBKOM M IMeperadyeil apXUBHbIX
JOKYMEHTOB Ha IIOCTOSIHHOE XPAaHEHHE, B TOM 4YHCJE C UX YNOPSIOYEHHEM U TPaHCIOPTUPOBKOM,
BBIITOJIHSIIOTCSA 3a CUET CPEACTB UICTOYHUKOB KOMIUIEKTOBAHUSA, IIEPEAAIOIINX YKA3aHHBIE TOKYMEHTHI.

[Ipy mpueme apXMBHBIX JOKYMEHTOB IPOBOJATCS NMPOBEpKAa MX (PU3NYECKOIr0, CaHUTAPHO-
TUTHEHUYECKOT0, TEXHUUECKOIO COCTOSIHUS, a TaK)Ke MPOBEPKa CTPAXOBbIX KOMUN Ha 0CO0O LIEHHBIE
JOKYMEHTBI M YHUKAQJIBHBIE TOKYMEHTHI M IPOBEPKA KOMIIJICKTHOCTH YYETHBIX IOKyMEHTOB.

Jokymentsl ApxuBHoro ¢onna Poccuiickoit @enepannu NpuHAMAIOTCSA B TOCYAAPCTBEHHBINA U
MYHHIUIIAJIBHBIA apXUB, OpraHu3amuio Poccuiickoi akaneMuu Hayk 1o yreepxkaeHHbIM JIIK onucsam
JieNl, JOKYMEHTOB; JOKYMEHTBHI IO JIMYHOMY COCTaBy - M0 coracoBaHHeIM OIIK ommeam nedn,
JNOKYMEHTOB; apXUBHBIE JOKYMEHTBl C HE MCTEKIIMMU CPOKAMH BPEMEHHOIO XPAaHEHHA - IIO
CIHATOYHBIM OIHCSM.

[Tpuem nen nmpou3BOAMTCSA MOEAMHUYHO; 0COOO0 LIEHHBIE J€a NMPUHUMAIOTCS C UX MOJMCTHON
npoBepkoil. Ha Bcex sk3eMIurgpax onmmcu Jell, JOKYMEHTOB J€Jal0TCsd OTMETKH O IIPUEME apXHUBHBIX
JOKYMEHTOB B apxuB. [Ipu OTCyTCTBMM €IMHUI XpaHEHUs, YKa3aHHBIX B OIMCH J€J, TOKyMEHTOB, B
HEW Jesaercss HOBas WTOroBas 3amuch. Homepa OTCYTCTBYIONIMX €OUHMI] XPAaHEHUS U IPUYUHBI
OTCYTCTBHSI OrOBAPUBAIOTCA B aKTe MpHEMA-TIEPENadd TOKyMEHTOB Ha XpaHCHHE W B MPHJIAracMou K
aKkTy cropaBke. VCTOYHMK KOMIUIEKTOBAaHMS IMPUHMMAET MEpPbl IO PO3bICKY HE INOCTYNUBIIMX Ha
XpaHEHHE apXUBHBIX JOKYMEHTOB. YTpau€HHbIC MOJUIMHHBIE apXUBHBIE JOKYMEHTBI MOTYT OBITh
3aMEHEHBI UX KOMSIMH.

[TpueM apxMBHBIX JOKYMEHTOB O(GOpPMIIIETCS aKTOM IpueMa-lepefadyd JIOKyMEHTOB Ha
xpaHeHue (mpunoxenue Ne 9), cocTaBisseMbIM B ABYX JK3eMIULipax. OAMH 3K3EMIUIIp OCTAaeTcs B
apxuBe, APYroil - B HMCTOYHHMKE KOMIUIEKTOBaHMS. BMmecTe ¢ apXMBHBIMEH JOKYMEHTaMH B apXuB
IepeaaroTcs TPU K3EMIULIPA OIUCHU AEJI, JOKYMEHTOB.



[Ipu mepBOM npuemMe apXMBHBIX JTOKYMEHTOB OT MCTOYHHKA KOMIUIEKTOBAHMS NMPUHUMAETCS
TaKXKe HCTOpUYECKas CIpaBKa O HEM U ero (oHxpe, KOTopas 3aTeM JOMOJHSAETCS CBEACHUSAMHU 00
W3MEHEHHSX B Ha3BaHWH, PYHKIUAX, CTPYKTYype HCTOUHUKA KOMITIEKTOBaHU ((hOoHI000pa3zoBates).

[TpueM apXuBHBIX JOKYMEHTOB Ha BpEMEHHOE XpaHeHHe O(OpMISIETCs AaKTOM IpHeMa-
nepesayu JOKyMEHTOB Ha XpaHeHue (npusoxxenue Ne 9) u npon3BoAUTCS MO CTATOYHOM OMHCH.

4.4.2. JIokyMeHTbl OT TpaXJaH IOCTYNalOT B apXWUB M BKIIOYAIOTCA B COCTaB ApPXMBHOIO
¢donma Poccuiickoit deaepariuu Mo JOroBOPY JapeHUs, TI0 3aBEIIAHHUIO, TIO JOTOBOPY KYILIU-IIPOJIAXKH,
0 PELICHUIO CY/Ia.

[Ipyem yka3aHHBIX JOKYMEHTOB B apXWB OCYILECTBISETCS Ha ocHoBaHuu perieHus OIIK
¢benepanpHOro rocyaapcTBeHHoro apxusa; 11K ynoJHOMOYEHHOTO opraHa UCIOJIHUTENIBHONW BIACTH
cyonsekra Poccuiickoit @eneparyii B cepe apXWBHOTO [eia; IKCHEPTHOW (HOHIOBO-3aKyTOTHON
KOMHCCHHU T'OCYJIJapCTBEHHOT'O MJIM MYyHHUIMIIAIBHOTO My3€sl; SKCIIEPTHOW KOMUCCHM TOCYAapCTBEHHON
unu MyHununanbHou Omonuoteku; DIIK ApxuBa Poccuiickoi akameMuu Hayk MO pe3yjbTaTaM
paccMOTpEeHHsI CIATOYHOM MM OLICHOYHOM ONMCH M 3aKJIIOYEHHUs 3KcrepTra U opopmisieTcs akToM
IpyeMa Ha XpaHEHHUE JIOKyMEHTOB JIMYHOTO NMpoucxoxkaeHus (rpuiioxxenue Ne 10).

[Tpu oTpuLIATENFHOM pEIIEHWH BOIPOCA O IpUeMe WIM NPUOOPETEHHH apXMBOM YKa3aHHBIX
apXUBHBIX TOKYMEHTOB, a TaKyK€ BO3BpATE IO pe3yJbTaTaM 3KCHEPTU3bI LIEHHOCTH UX YacTH U3 YHUCIIa
HaXOJMBILIMXCS B apXUBE, COCTABIIAETCS aKT BO3BpaTa JOKYMEHTOB B JBYX 3K3eMiuigpax. OauH
9K3EMIUIAP aKTa OCTAeTCs B apXMBeE, APYTroil BMECTE€ C JOKYMEHTaMU (MX YacTbhi0) BO3BpallaeTCs
COOCTBEHHUKY WJIM BJIa/IENIbILy.

4.4.3. AynuoBuzyaibHble JOKYMEHTbl IPUHUMAIOTCS Ha XpaHEHUE B CIEAYIOIIEM KOMIUIEKTE:
KHHOJIOKYMEHTBI ((pUabMBI, CHELBBINYCKM) - HEraTHB H300pak€HUs, HEraTuB (POHOTPAMMBI,
MarHUTHbIN OpUrHHAJI (POHOTPAMMBI, IO3UTHBHAS KOMMS, MarHUTHAas (pOHOrpaMMa LIYMOB U MY3BIKH,
MIPOMEKYTOUHBIM TO3UTHB HM300paK€HMs, YCTAaHOBOYHBIE POJMKM M TacrmopTa s IBETHBIX
KMHOJAOKYMEHTOB (B HUCKJIOYHMTENBHBIX  CllydyasgX [PUHUMACTCS  HEMOJIHBIM  KOMILIEKT);
(OTOTOKYMEHTBI - HEraTUB, KOHTPOJBHBINH (POTOOTIEYATOK; (POHOJAOKYMEHTHI M BUJCOJOKYMEHTHI -
opurvHai 1 konusi. OTHOBPEMEHHO NMPUHUMAETCS TEKCTOBAasi CONPOBOAUTEIbHAS JOKYMEHTALUS: AJIs

KHHOJOKYMCHTOB - MOHTAQXHBIC JIMCTBI, AHHOTALlUH, Pa3pCHIUTCIIbHBIC YIOCTOBCPCHHUA K
3aKOHYCHHBIM TMPOU3ZBCACHUAM, AKTbl TCXHHYCCKOI'O0 COCTOSHHA, 3aIllMCH LBCTOBBIX KW CBCTOBBIX
macropToB, I (I)OTOI[OKYMGHTOB - AaHHOTaluuda, AJId (bOHO,Z[OKYMeHTOB - COIpOBOAUTCIIbHAA

JIOKYMEHTAIUS; 711 BUJICOTOKYMEHTOB - aKThl TEXHUYECKOT'O COCTOSTHUSI.

DJEeKTPOHHBIE JOKYMEHThl MPUHUMAIOTCS HA XpaHEHHE B COMPOBOXKICHHH IMPOTPAMMHBIX
CPEICTB, TO3BOJISIONIMX WX BOCIPOU3BECTH, U C HEOOXOAMMBIM KOMIUJIEKTOM COIMPOBOIUTEIBHOMN
JIOKYMEHTAIUH.

4.4.4. JIOKyMEHTBI, CO3JJaHHbIC apXMBOM B pE3yJbTaT€ WHUIIMATUBHOTO TOKYMEHTHUPOBAHUS
COOBITUI COBPEMEHHOCTH WJIM TPOULIOro (aHKeTHl, (oTorpaduu, 3amucud BOCIIOMHHaHU, Oecen,
WHTEPBBIO U T.J.), BKIIOUYAIOTCS B cocTaB ApxuBHOro ¢onma Poccuiickoit deaepanuivi 1 BHOCATCS B
OIUCH JIeN, JIOKYMEHTOB, KoTopas yrtBepxmaercs DIIK ¢denepanbHOro rocynapcTBEHHOTO apXuBa,
OIIK yrmostTHOMOYEHHOTO OpraHa UCIIOTHUTEIBHON BiacTH cyObekTa Poccuiickoit deneparuu B chepe
apXMBHOTO  JleNla, OJKCIEePTHOH  (OHIOBO-3aKYNOYHOW KOMHUCCHEH TOCYAapCTBEHHOTO WU
MYHHIUIIAJIBHOTO  MYy3€s; OKCIHEPTHOM KOMHCCHEH TOCYJapCTBEHHOM WM MYHHUIMNAIbLHON
oubmuorekn, OIIK ApxuBa Poccuiickoii akagemun Hayk. [IpueM yka3aHHBIX JOKYMEHTOB
oopmIIsieTcs akTOM MpreMa-Tnepeaun JOKYMEHTOB Ha ITOCTOSIHHOE XpaHEHHE.

4.4.5. Ilpuem CeKpeTHbIX JOKYMEHTOB OT HUCTOUYHUKOB KOMILJIEKTOBAHMSI FOCYJapCTBEHHOIO U
MYHULUINAJIBHOTO apXWBOB, OpraHu3aluu Poccuiickod akaJeMWH HAayK OCYIIECTBISIETCA B
COOTBETCTBUU C 3aKOHOHATENbCTBOM Pocculickoit denepanuu 0 TOCyAapCTBEHHOW TalHE IO aKTy U
OTJZIEJIbHBIM OIMCSM JIeJI, JOKYMEHTOB.

[IpueM apXMBHBIX JOKYMEHTOB OT JIMKBHIUPOBAHHBIX OpPraHU3aIlui

4.5. Ilpuem moxymeHnToB ApxuBHOro (oHma Poccuiickoit ®denepari U APYrUX apXUBHBIX
JOKYMEHTOB, CpPOKM BPEMEHHOIO XpaHEHUs KOTOPbIX HE HCTEKIM, OT JIMKBUAWPOBAHHBIX
rOCYJapCTBEHHBIX  OPraHOB, OPraHOB MECTHOTO  CaMOYINPABICHHS, TOCYJAPCTBEHHBIX U
MYHULIMIAJIBHBIX ~ OpraHM3allMii  OCYIECTBISETCSI B COOTBETCTBMM  C  JIEHCTBYIOLIMM
3aKOHOJIaTEILCTBOM U B MOPSIIKE, YCTAHOBIEHHOM HacTosmumu [IpaBunamu (cm. 1. 4.4.1.).




[Ipy nuKBHIALMU HETrOCYJAapCTBEHHBIX OpraHu3aluil oOpa3oBaBIIMECS B IPOLECCE UX
NesITeIbHOCTH JOKyMeHThl ApxuBHoro ¢onga Poccuiickoil ®denepanuu, TOKYMEHTHI 1O JUYHOMY
COCTaBy, a TaK)K€ apXWUBHbBIE JOKYMEHTBI, CPOKM BpPEMEHHOTO0 XpaHEHHUS KOTOPbIX HE HCTEKIH,
IIOCTYIAIOT B apXUB B COOTBETCTBHMHM C 3aKOHOAATENLCTBOM Poccuiickoin denepanyv 1 Ha OCHOBaHUU
JIOTOBOpa MEXJAy JHUKBUJAIMOHHOM KOMuccUel (IMKBUAatopoM) u apxuBoM. [lpu sTom
JMKBUIALMOHHAs] KOMUCCHSI (JINKBUJIATOP) OPraHU3yeT UX YNOPSAJOYEHHUE B YCTAHOBICHHOM MOPSIKE.

ApXUBHBIE JOKYMEHTBI C HE UCTEKUIMMH CPOKaMU BPEMEHHOIO XpaHEHUs!, IPUHATHIE apXUBOM
OT JIMKBMJMPOBAHHON OpPraHM3alMM, BBIACIAIOTCS K YHMUYTOXKEHHUIO IO MCTEUEHUHM YCTAaHOBIIEHHBIX
CPOKOB XpaHEHHUs. ApXUBHBIE TOKYyMEHTbI, UMEIOIINE B COOTBETCTBUM C TUIIOBBIMU WJIM OTPACIIEBBIMU
IEepeUHsIMU CpOK XpaHeHuss ¢ noMmeTkod "OIIK", BBIOENAIOTCS K YHMUYTOKEHHUIO TOJIBKO IIOCIIE
MIPOBEJICHUS SKCIEPTU3BI UX IEHHOCTU U 0TOOpa Ha MOCTOSIHHOE XpaHEHUE.

Ilepesiaya apXMBHBIX JOKYMEHTOB U3 apXUBa B apXUB

4.6. llepemavya apXWMBHBIX JOKYMEHTOB HAaXOMSIIUXCS B (QeaepalbHON COOCTBEHHOCTH,
cobctBeHHOCTH cyObekTa Poccuiickoit depepanun wiv MyHUIUNAIBHONW COOCTBEHHOCTH, U3 OJJHOTO
apxvBa B JPYroM OCYIIECTBISETCS B COOTBETCTBHM C 3aKOHOAATENbCTBOM Poccuiickont dexnepanuu,
3aKOHOJATEIbCTBOM cyOBekTa Poccuiickoit denepannn, MyHUIMIAIBHBIMU IPABOBBIMU akTaMu. [Ipu
nepeiaye CoCTaBIIAETCS aKT MpUeMa-Niepeayn JOKYMEHTOB Ha XpaHeHue (mpuioxkenue Ne 9) B 1Byx
9K3EeMIUIIpax, OAHOBPEMEHHO MepelatoTcsl TPH IK3EMIUIsIpa ONMCcel /e, JOKyMEHTOB, Aeno GoHaa U
mucT GoHaa.

KomniekToBanue apXuBHBIMU JIOKYMEHTaMH H3-3a pyOexa

47. ApxuB  MOXET KOMIUIEKTOBATbCS  ApPXUBHBIMH  JOKYMEHTaMHU  POCCHICKOTro
IIPOUCXOXKACHUS, HAXOQAIMMHUCA [0 pa3IN4HbIM NpUYMHAM 3a npenenaMmu Poccuiickoin Penepanum,
W/WIH apXUBHBIMH JJOKYMEHTAMH 3apyO0eKHOT0 IPOUCXOXKICHHSI, UMEIOIIMMU 3HaueHue it Poccu.

[TpueM noOIy4YeHHBIX HU3-3a pyOeka apXMBHBIX IOKYMEHTOB B apXHUB OCYILECTBISAETCS B
COOTBETCTBUHM C JOrOBOPOM MEXJAy COOCTBEHHHMKOM WJIM BIIAJIENIbLIEM YKa3aHHbBIX JTOKYMEHTOB U
apXMBOM O TMpOJAXe, NapeHUM MOJUIMHHBIX JOKYMEHTOB MM HUX KONHH, OOMEHE KONUAMHU
JIOKYMEHTOB. 3aKJIIOUEHHE I0T0BOPa OCYILIECTBIISIETCSA C yUETOM 3aKOHOJATENIbCTBA COOTBETCTBYIOIIEH
cTpaHbl. B joroBope MoOryT oOroBapuBaThCsi OCOOBIE YCIOBHMS MCIIOJIB30BAaHMUS MepeaaBaeMbIX
apXHWBHBIX JOKYMEHTOB. [Ipuem odopmisieTcs akToM mnpuema-repenadd JOKYMEHTOB Ha XpaHEHUE
(mpunoxenue Ne 9).

ApXUBHBIE JTOKYMEHTBI, NTOCTYNUBIINE H3-3a pyOeka B BHJE MOUIMHHUKOB WJIM KOMHMM Ha
IpaBax IOJUIMHHUKOB, IIPUHATbIE Ha IIOCTOSHHOE XpaHEHUWE B apXWB, HE3aBUCUMO OT HX
MIPOUCXOXKACHUST BKJIIOYAIOTCS B coctaB ApxuBHOro (oHma Poccwiickoit ®dexepannu u mojyiexar
rOCyJapCTBEHHOMY YUETY.

B3anmonelicTBre apxyBa ¢ MCTOYHUKaAMU KOMIIJICKTOBAHMS

4.8. ApxuB COBMECTHO C UCTOYHHMKAMH KOMIUIEKTOBAHHS apXHWBa PACCMATPUBAET U TOTOBUT K
COTJIACOBAHUIO COOTBETCTBYIOIIUM YIOJHOMOYEHHBIM OPraHOM HCIIOJIHUTENIFHONW BJIAacTH B cdepe
apXUBHOI'O JI€Ja WM COINIaCOBBIBAET B COOTBETCTBMM C IIPEIOCTABICHHBIMH €My IIOJIHOMOYUSMU
MHCTPYKLHUH I10 JEJIONPOU3BOICTBY, IPUMEPHBIE U NHIUBHyalIbHbIE HOMEHKIIATYPHI 1€, IIOJIOKCHUS
00 apXMBax M HKCHEPTHBIX KOMHCCUAX UCTOYHUKOB KOMIUICKTOBAHUS apXMBa.

ApxuB yyactByeT B padore L[9K (OK) HCTOYHMKOB KOMIJIEKTOBAHUS apXHBa.

ApXHUB NpUHUMAET y4yacTHE B IpPOBEpKax COONIONEHHsS NpaBWJI OPraHU3ALUU XPaHEHU,
KOMILUIEKTOBAHMS, Yy4€Ta U HMCIOJb30BaHUSA apXMUBHBIX JOKYMEHTOB B MCTOYHUKAX KOMIUIEKTOBaHUS
apx¥Ba, OPraHU3yeMbIX CIIELUAIBHO YIOJHOMOYEHHBIM (elepalbHbIM OPraHOM HCIIOJHUTEIbHON
BJIacTH B cdepe apXHBHOTO Jejia, OpraHaMH TOCYAapCTBEHHOW BiacTu cyObekToB Poccuiickoit
®enepanuy, B TOM YHUCIE YMNOJIHOMOYEHHBIMH OpraHaMH HCIOJHUTENBHOM BIACTH CyOBEKTOB
Poccuiickoit @enepaunu B chepe apXUBHOTO Jieja.

4.9. ApxuB B Tmpeieiiax MPEIOCTaBICHHBIX €My ITOJTHOMOYHH B IENsAX (GOpMUPOBAHUS U
o0ecrieyeHns: COXpaHHOCTU JOKyMEeHTOB ApxuBHoro (onna Poccuiickoit deneparyy, HaXOAAIIHXCS
Ha BPEMCHHOM XPaHEHUH, OCYILECTBIISIET B3aUMOIECHCTBUE C IETIONPOU3BOICTBEHHBIMH, ADXUBHBIMU U
HKCHEPTHBIMU CITY’KOaMU HCTOUHUKOB €TI0 KOMITJICKTOBAHUSI.

B »Tux nemsix apxuB OKa3bplBae€T YKa3aHHBIM CIIy’)KOaM METOAMYECKYI0 U TPAKTUYECKYIO
IIOMOILlb, B TOM YHUCJIE Ha JOTOBOPHOU OCHOBE:!

- OpraHM3aLuy JOKYMEHTOB B JI€JIOIPOU3BOICTBE U (HOPMUPOBAHUH JAEI;




- 0oTOOpY MOKYMEHTOB B cocTaB ApxuBHOro ¢onna Poccuiickoit deaepanuui U MOATOTOBKE MX K
repezaye Ha MOCTOSIHHOE XPaHEHUE;

- YNOPAIOYEHUIO JOKYMEHTOB MO JIWYHOMY COCTaBY;

- BEICHHUIO yueTa NOKyMeHTOB ApxuBHOro ¢onga Poccuiickoit ®denepannu, HaxoAsIIUXCS Ha
BPEMEHHOM XPaHEHUH;

- MOJATOTOBKE HOPMATHUBHBIX W METOIWYECKUX JTOKYMEHTOB (mocoOuil) Mo Bompocam
JEJIONPOU3BOCTBA U APXUBHOIO JIENA;

- COBEpILEHCTBOBaHUIO pabOThl JETONMPOU3BOJICTBEHHBIX, APXMBHBIX M OKCIEPTHBIX CIyXO
HWCTOYHHUKOB KOMIUIEKTOBAHUS,

- TIOBBIIIEHUH PO EeCCHOHATBHON KBaNU(UKAIIMKU PAOOTHUKOB YKa3aHHBIX CITYKO.

V. OPTAHM3ALIMA  UCIIOJIbB3OBAHUA  JJOKYMEHTOB  APXUBHOI'O ®OHIA
POCCUICKON ®EJEPAIINU U IPYTUX APXMBHBIX JOKYMEHTOB B APXUBE
JlocTyn nmosib3oBaTeneil K apXUBHBIM TOKYMEHTaM

5.1. ApXuB TMpenoCTaBisieT IIOJI30BATENI0 OTKPBITBIE JOKYMEHTBI ApPXHMBHOTO (OHIA
Poccuiickoit denepanuu u apyrue apXuBHbIE TOKYMEHTBI, @ TAKXKe CIIPAaBOYHO-ITOMCKOBBIE CPEICTBA K
HUM U W3AaHus OMOIMOTEUHOTO (CIIpaBOYHO-UH(GOPMAITMOHHOTO) (hoHa.

ApxuB o0ecreuyMBaeT AOCTYIl MOJb30BATENsl K CEKPETHBIM JejaM, JeliaM, COJEepKalliuM
KOHQHUIECHIIMATbHYI0 WHpOpMamuio, 0a3aM [aHHBIX C YYETOM OrpaHHYEHHH, YCTAaHOBJICHHBIX
3aKkoHOAaTenbCcTBOM Poccuiickoit Denepannu, U yCIOBUN, KOTOPHIE YCTAHOBHIM COOCTBEHHHUKH WIIH
BJIJICIIBIBI ADXUBHBIX JTOKYMEHTOB MPH UX TIEpe/Iaue B apXHB.

Jloctyn monp30BaTeNs K MOATUHHUKAM 0CO00 IIEHHBIX IOKYMEHTOB, B TOM YHUCJIE YHUKAJIbHBIX
JTOKyMEHTOB, K JokyMmMeHTam ApxuBHOoro ¢onma Poccuiickoii ®enepanuu, HaXOASAIMIMMCSI B
HEYIOBJIETBOPUTEIHFHOM (PH3UYECKOM COCTOSIHUH, OCYIIECTBISETCS B MCKIIOUUTENBHBIX CIydasx (B
TOM 4YHUCJE JUIsl MPOBEACHHUA pabOT MO H3YYEHMIO Majneorpapuueckux OCOOEHHOCTEH TEKCTOB
apXUBHBIX JOKYMEHTOB) C WHCHBMEHHOTO pas3pelleHuss pykoBoauTens apxuBa. [lomb3oBarento
MIPEOCTABIIAIOTCS KOMHMM YKa3aHHBIX JIOKyMEHTOB (()OHJA TOJNb30BaHMS) WM JAOKyMEHTAJIbHbIE
myOIuKaluy, cofepKaliue JaHHbIE TOKyMEHTHI.

ApXHUB HE BIpaBE OTPaHUYMBATH WM ONPEAENATH MOJIb30BATENIO YCIOBUS HCIOIb30BaHUS
nH(pOpMaIIKH, TOTYYEHHON UM B PE3yJIbTaTe CaMOCTOSATEIBHOTO MOUCKA WM MPEO0CTABICHHON €My B
MOpPSAJKE OKa3aHWs apXMBOM IUIATHBIX YCIYI, 3a HCKIIOYEHUEM CIIy4aeB, MPEIyCMOTPEHHBIX
3aKoHOaTenbCcTBOM Poccuiickoit @enepaniny Wik OroOBOPEHHBIX B JOTOBOPE apXHBa € MOJIb30BATEIEM
1o HH(GOPMAIIMOHHOMY 00CITY>)KHUBaHUIO.

Opranu3zaius paboThl N0 PACCEKPEUNBAHUIO APXUBHBIX JIOKYMEHTOB

5.2. PykoBomuTens apxwBa OpraHHU3yeT NPOBEACHHE pPAOOTBI MO KOHTPOIIO 3a CPOKAMH
CeKPETHOCTH apXUBHBIX JOKYMEHTOB, HMEIOIIUX TPUPBl CEKPETHOCTH, H HUHPOPMUPYET
PYKOBOJUTEIIEH IOCYJapCTBEHHBIX OPraHOB, HAJCIECHHBIX ITIOJITHOMOUYUSMH 110 OTHECECHUIO CBEIEHUH K
rOCyJJapCTBEHHOM TalHE, a TAaKXKE PYKOBOAMTENICH OpPraHU3alMii O HAIIMYUU B apXUBE CEKPETHBIX
apXUBHBIX TOKyMEHTOB CO CPOKaMH CEKPETHOCTH COJEPKAIUXCA B HUX CBeAeHUN cBbime 30 jer, ux
coCTaBe U 00beMax.

PykoBonuTens apxuBa OpPraHU3yeT pPACCEKPEYMBAHUE aAPXUBHBIX JOKYMEHTOB B CiIydac
opUIMaNIbHOTO JENIErMPOBAaHUS TIOJHOMOYMI Ha TpOBEIEHHE OSTOW pPabOThl PYKOBOIUTENIEM
COOTBETCTBYIOILErO FOCY IaPCTBEHHOI'O OpraHa Wiy OPraHU3alNH.

B apxuBe co3gaercsd KOMHMCCHS IO PaCCEKPEUMBAHUIO aApXMBHBIX JOKYMEHTOB. Ilonoxenue o
KOMHCCHU U TEPCOHAIBHBIA COCTaB YTBEPKIAIOTCA: B (DelepallbHOM TIOCYIapCTBEHHOM apXHBE -
pykoBonuTeneM; B apxuBe cyOwbekTa Poccuiickoit denepanun - pyKOBOJIUTENEM YIOJIHOMOYEHHOTO
opraHa HWCIIOJTHUTEIBHOW BiacTH cyOwbekra Poccuiickoit ®eneparuu B cdepe apXWBHOTO Jena.
Komuccust ocymectBisger paboTy B IUIAHOBOM TOpPSJIKE, a TakkKe B CBA3M C OOpaleHUAMHU
II0JIB30BATEICH.

Pemenne komuccuy BCTynaeT B CHIIy IIOCJIE€ YTBEp)KIEHHUS pyKoBoaMTenaeM apxusa. Ha
OCHOBAHUU PELICHHUs KOMUCCUU OQOPMIISETCS aKT O PACCEKPEUMBAHUN apXUBHBIX JOKYMEHTOB (CM. II.
3.7.7.), KOTOpBII COIACOBBIBAETCS C TOCYIAPCTBEHHBIM OPraHOM WJIM OpraHU3alueil, HaJelIuBIINMU
apXUB COOTBETCTBYIOIIMMHU OJHOMOYHUSIMHU.




3anpocsl MOJB30BaTENE O PACCEKPEUMBAHUM ApPXHUBHBIX JOKYMEHTOB paccMaTpUBAIOTCS
apXMBOM B YCTaHOBJICHHBIH 3aKOHOJATEILCTBOM CpoK. Eciin apXuB He MOJHOMOYEH pacceKpeunBaTh
3anpamiMBaeMble CBEJICHUS, OH B MECSAYHBIH CPOK C MOMEHTA MOCTYIUIEHUS 3alpoca HalpaBiseT ero B
COOTBETCTBYIOIIMI TOCYAApCTBEHHBIH OpraH, IIOJHOMOYHBIA paccMaTpuBaTh BONpPOC 00 HX
paccekpeunBaHuu, Wian B MexBenomcTBeHHylo komuccuio (MBK) mo 3ammre rocynapcTBeHHOM
TallHbI WJIM B MEXBEJOMCTBEHHYIO HKCIEPTHYIO KOMHCCHIO, AEUCTBYIONIYI0 B cyObekTe Poccuiickoit
®deneparyu, 0 4eM YBEIOMIISET IIOJIB30BATENsI, HAIIPABUBILETO 3aMpPOC.

ApXUB IpPEJOCTaBIAET Ui U3YUYEHHUS U OpPraHU3alMM PACCEKPEUMBAHUS WIEHAM 3KCIIEPTHBIX
KOMUCCHUH, CO3JJaHHBIX B OpraHU3alMsIX, PYKOBOJWUTEIM KOTOPBIX HAJENIEHbl IOJHOMOYHUSMHU IO
OTHECEHHIO CBEJCHUN K TOCYIApCTBEHHOW TaiiHe, 4jieHaM SKCHEepPTHBIX TPy, CHOPMHPOBAHHBIX
MBK mno 3amure rocyJapCTBEHHOM TaWHBI, a TaKKe WICHAM HWHBIX KOMHCCHUMN, ITOJTHOMOYHBIX
paccekpeurBaTh JIOKYMEHThl JIMKBHIMPOBAHHBIX OpPraHM3aLUN, HE HMEIOIIUX IPaBOIPEEMHHUKOB,
apXWBHBIE JOKYMEHTHI HJI apXUBHBIE KOIIHH, a TAaK)Ke HEOOX0AUMYIO HH(OPMAIIHIO.

CrpaBoOYHO-IIOMCKOBBIE CPEJICTBA (HAYUYHO-CPABOYHBIN annapar) K apXUBHBIM JJOKYMEHTaM

5.3. Jlna oOecriedeHust JOCTyna K AapXUBHBIM JIOKYMEHTaM apXuB IPEIOCTABIISET
MOJIb30BATEII0 CIPAaBOYHO-IIOMCKOBBIE CpPEACTBA K HHUM (COBOKYNHOCTb ONMCAaHUI apXMBHBIX
JIOKYMEHTOB, TIPEJICTABJICHHBIX B apXUBHBIX CIPABOYHHUKAX, IPEIHA3HAUEHHBIX I IOMCKA apXHUBHBIX
JOKYMEHTOB M CoJiepKallleiicsi B HUX JOKYMEHTHOW HH(POpPMALIUN).

5.3.1. Kommiekc B3auMOCBSI3aHHBIX U B3aUMO/IOIOJIHAEMBIX, CO3/1aBAEMbIX Ha €JUHON HAy4HO-
METOJMUYECKOW OCHOBE AapPXUBHBIX CIPABOYHUKOB O COCTABE M COAEP)KAHUM APXUBHBIX TOKYMEHTOB
(cucrema HayuHo-crpaBouHoro ammapara (HCA) apxua) BkitouaeT oOsi3aTelIbHBIC NIJIsS BEICHUS B
apXx¥Be apXUBHBIE CIIPABOYHUKH (OMHUCH J1e]1, JOKYMEHTOB; Iy T€BOUTENb; CHCTEMaTUYECKHI KaTaior)
Y JIOTIOJTHUTEIIBHBIC apXUBHBIC CIIPABOYHHKY (yKa3aTelb; 0030D).

B apxuBe Benercs aHanus u yder cocrosHus cucremMbl HCA apxuBa Ha OyMa)KHOM HOCHUTeNe
(>xypnai o yuery coctosiaust HCA, kapToTeka) i/iii B aBTOMAaTU3UPOBAHHOM PEKHME.

O6ue TpeGOBaHUS K ONMCAHUIO APXUBHBIX JOKYMEHTOB

5.4. Onucanue apXWBHBIX JJOKYMEHTOB (CO3/1aHue HH()OPMAINH [T ApXUBHBIX CITPABOYHUKOB)
MIPOBOJUTCS HAa TPEeX YpPOBHIX: apXUBHBIA (DOHA, €IMHMIA XpaHEHUS/€AMHUIA Yy4yeTa, apXUBHBIN
NokyMeHT. [Ipu HEoOXOAMMOCTH ONHMCAaHME MOKET MPOBOJIUTHCS MO TPYIIaM apXUBHBIX (OHIOB,
rpynnaMm eIuHMIl XpaHEHUs/€AMHUI] ydeTa, KOMIUIEKTaM, IpyINaM apXUBHBIX JOKYMEHTOB, 4acTH
aApXUBHOTO JIOKyMEHTA.

Onucanue apXMBHBIX JOKYMEHTOB IPOBOAUTCS Ha TOCYJIAapCTBEHHOM s3blke Poccuiickoit
®denepalii 1 MOKET JOMOJIHUTENBHO MPOBOAMUTCA Ha si3bIKax cyObekToB Poccuiickoit denepaunu u
S3bIKaX MEHBIINHCTB.

OcHOBOI apXMBHOT'O CIIPAaBOYHUKA SBJIETCS OMMCATENIbHAS CTaThsl, COCTOSILAS U3 CIAEAYIOIINX
00s13aTeIBbHBIX JIEMEHTOB: CBEICHHM, HICHTUPHUITMPYIOMKUX WHPOpMaInio (Ha3BaHWE M CIIPABOYHBIE
JTaHHbIE apXUBHOTO (POHJA, CAUHHIIBI XPAHEHUS/CAUHUIIBI yUeTa, apXUBHOTO JTOKYMEHTA); CBEJICHHUIA O
COCTaBE M COJEPKAHUM MH(POPMALUU; CBEACHUN 00 yCIOBHAX JOCTYIA M YCIOBHUAX HCIIOJIb30BAaHUS
nH(pOpMAaIKY; CBEICHUI 10 UCTOPHH apXUBHOTO (oHa (151 YPOBHS apXUBHOTO (POHA).

ITpyu HEoOXOAMMOCTH B ONHUCATEIbHYIO CTaThiO BKJIIOYAIOTCS JONOJHUTEIbHBIC CBEACHUS O
MECTOHAXOXKJICHUU OPUTHHAJIOB; O HAJMYUHM apXUBHBIX JOKYMEHTOB (hOHJ000pa3oBaTens B COCTaBe
JIPYTUX apXUBHBIX (POHIIOB U MeCTaxX MX XpaHEeHHs, Onubauorpadus u ap.

5.4.1. OnucarenbHas CTaThs apXUBHOTO CIIPABOYHUKA HA YPOBHE apXMBHOTO (POHIA BKIIOYACT:
Ha3BaHue apxuBHOro Qonma (cm. 3.5.3.), crpaBOYHBIC JaHHBIE O HEM, HUCTOPHUYECKYIO CIPABKY K
(GoHIYy, aHHOTALIMIO O COCTaBE M COJEPKAHUM APXUBHBIX JOKYMEHTOB, MH(MOpPMAIHMIO 00 yCIOBHAX
JIOCTYTIa U UCTIONIB30BaHUs, OnOIHMorpaduio.

5.4.1.1. CnpaBouHble IaHHBIE 00 apXUBHOM (POHJIE COCTOST U3 IJIEMEHTa apXMBHOTO IHdpa
(HOMepa doHaa); oObeMa apXHBHOTO (POH/IA B €AMHHUIIAX XPAHCHUS W/WIHA €IUHUIAX y4eTa M0 BHUAAM
JOKYMEHTAIlMHM; KpalHUX J1aT apXHUBHBIX JOKYMEHTOB IO KaXIOMY BUAY IOKYMEHTAIlMH; TEpEUHs
HMEIOILErocsi BHYTPU(OHI0BOIO HAYYHO-CIIPABOYHOTO aIlnapara.

5.4.1.2. HUcrtopuueckass cmpaBka K (oHIZYy COCTOMT U3 HMHPOPMALUU 10 HCTOPHH
(honm000pazoBaTENST M UICTOPUU apXUBHOTO (POH/A.

Ceenmenuss mo wucropun (HoHIOOOpa3oBaTenss BKIIOYAOT: JaThl €ro  0o0pa30BaHWA,
NIEPEUMEHOBAHMs, PEOPraHU3aliy, JIUKBUAALUHN, BEJIOMCTBEHHYIO NPHHAJICKHOCTh, CTPYKTYpYy H




GyHKIMM, Ha3BaHUS  OpPraHM3ALMU-TIPENIICCTBEHHHKAa W  MpaBonpeeMHuka. CBemeHus o
¢dbonmoodOpazoBarene apxuBHOrO (OHAA IJHUYHOTO MPOUCXOXKACHHUS BKIIOYAIOT €ro KpaTKue
ounorpaduyeckue maaHHble (HaMuIus, UMs, OTYECTBO, TICCBIOHUM, JIEBHYbS (aMWIHS, AAThl JKU3HH,
npodeccus, TaHHBIE O CIYKeOHOW M OOIIECTBEHHON NesATeNbHOCTH). [l apxuBHOTO (DOHAA CEMbH,
poJla aHAJIOTUYHbBIE CBEJICHUS AI0TCA O KaXKIOM U3 POJCTBEHHHUKOB. {151 00bEIMHEHHOIO apXUBHOTO
(donma cocrapnsieTcs 00IIast UCTOpUYECKas CIpaBKa.

CBenieHus 10 UCTOPUM apXUBHOTO (POH/IA BKIIOYAIOT JATy €ro MOCTYIUIEHUS B apXUB, 00bEM U
KpaifHuEe JaThl apXWBHBIX JIOKYMEHTOB, CTENEHb WX COXPAHHOCTH; OCOOCHHOCTH (HOPMUPOBAHMS,
OIMCAHMS U CUCTEMAaTHU3aINK; HHHOPMAIHIO 00 H3MEHEHUSIX B COCTaBE U 00beMe apXUBHOTO (HOHIIA U
WX TpUYMHAX, O HAIUYMM APXUBHBIX JOKYMEHTOB JPYIHX OpraHu3zauuid wiu mull ((hOHIOBBIC
BKJIIOUEHUS); O COCTaB€ HAy4YHO-CIPABOYHOIO ammapara K apxuBHOMY ¢oHay. Jlns apxuBHOM
KOJUIEKIIMM YKa3bIBAIOTCS CBENCHUS O BPEMEHHM, YCJOBHSIX, MPUYMHAX €€ CO3JaHus; MPUHIHUIMAX
(hopMHUPOBaHMUST; MECTOHAXOXKACHNUHU KOJUIEKIIUH JI0 TMTOCTYTUICHHSI B APXHUB; COCTABHUTEIIE.

HcTtopuueckas cripaBka K OHIY KOPPEKTUPYETCS MPU U3MEHEHHH 00beMa apXUBHOTO (OH/A,
a TaK)Ke B CIy4yae peopraHu3aliu, U3MEHEHUs CTPYKTYpbl, pyHKIMH HoHmo00pa3oBaTens u T.11.

5.4.1.3. AHHOTalMsi O COCTaBe M COJIEP’)KaHUU apPXUBHBIX JOKYMEHTOB apXuBHOro (¢HoHma
BKJTIOYAET KPATKYI0 00OOIIEHHYIO XapaKTePUCTUKY ITHUX JOKYMEHTOB 10 BHJAM M UX COJCPKaHUS 10
TeMaM, OTPaXKAIOIIUM HaIpaBJIeHUs AedaTelabHOCTH (hoHA00Opa3zoBaTelns, ¢ yKa3aHHEM XPOHOJOTHH
TEM 1 0003HAYCHHEM UX TeorpagpuuecKuX (aIMUHUCTPATUBHO-TEPPUTOPHAITEHBIX ) TPAHHII.

5.4.1.4. YcnoBusa noctyna K apXMBHBIM JOKYMEHTaM apXUBHOTO ()OHIA U UX HCIIOJIb30BAHUS
BKJIIOYAIOT CBEACHMSI O HAJIMYUU ApPXMBHBIX JOKYMEHTOB, JOCTyI K KOTOPHIM WU TMOPSAOK HX
WCIIOJIb30BaHUS OTpPaHUYECHBI 3aKOHOAATEIHCTBOM Poccwuiickoii Oenepanuu 17003
¢dboHm000pa3oBarTeneM, a TaK)Ke CBEJACHUS O HAJMYWU IMOJJIMHHUKOB OCO0O IICHHBIX JOKYMEHTOB, B
TOM YHCJI€ YHUKAIBHBIX JOKYMEHTOB, U JOKyMeHTOB ApxuBHOro Qonna Poccuiickoit ®deneparum,
HaXOJSAIIMXCS B HEYIOBJIETBOPUTEIBHOM (PU3HUECKOM COCTOSIHUM; O HATMYUM (DOHIA MOIb30BAHMSL.

5.4.1.5. bubnuorpaduss Kk apxuBHOMY (OHAY BKIIOYAET CHOUCOK OMYyOJIMKOBAHHBIX
CIPAaBOYHHUKOB TIO TAHHOMY (POHIY U MO(POHIOBBIX TOKYMEHTAJIBHBIX ITyOJIUKAIMHA, BHITOJTHEHHBIX HA
€ro OCHOBE.

5.4.2. OnmcarenbHas CTaThsl ApXUBHOTO CIIPABOYHMKA HA YPOBHE €MHHIIBI XPAaHCHHS/ € THHHILIBI
ydeTa BKJIIOYAET: MOPSAKOBBIA HOMEP €AMHHUIIBI XPaHEHUS/CAUMHHIIBI y4eTa; CTapbhlii MHBEHTAPHBIH
HOMEp; 3aroJIOBOK €IMHHIIBI XPAaHCHWS/CAUHUIBI yUeTa, CIpPaBOYHBIC JaHHBIE O HEW; yKa3aHUE Ha
MOATUHHOCTE/KOMMMHHOCTh, BHUJ HOCHUTENS (MO CHOCOO BOCIPOU3BEACHHUS), S3bIK, BHEIIHHE
0COOEHHOCTH, YCJIOBHS JIOCTyIa U UCIOJIb30BAaHUS apXUBHBIX JOKYMEHTOB. OnucarenabHasi CTaThs Ipu
HEO0OXOIMMOCTH JTOTIONHSETCS] Ha3BaHWEM apXHWBHOTO (DOHIA M €ro CTPYKTypHOH YacTu (OMHCH Jed,
JOKYMEHTOB), aHHOTAIME€H OTIENbHBIX APXUBHBIX JOKYMEHTOB WM MX TIPYNN JaHHOW €IMHUIIBI
XpaHEHUs/€IMHUIIBI yUeTa.

5.4.2.1. 3aroyioBOK €IMHHULIBI XPAaHEHUsI YIIPABIEHYECKON TOKYMEHTALlUU, €IUHULIBI XpAaHEHUS
apXUBHBIX JOKYMEHTOB JIMYHOTO TPOMCXOXKJIEHUS BKJIIOYACT: HAUMEHOBaHHE BHJAa apXUBHBIX
JIOKyMEHTOB; aBTOpa(OB) apXWUBHBIX JOKyMEHTa(OB); aapecaTta(oB) WM KOPPECMOHACHTA(OB),
KOTOpPBIM HaIlpaBJICHbl MU OT KOTOPBIX TMOJYYEeHbl JOKYMEHTBI; BONPOC WU MPEAMET, Ha3BaHUS
coObITHs, (pakTa, MECTHOCTH, (paMUIMKM W MHHULUAIOB JIMIA, K KOTOPBIM OTHOCHUTCSl COZIEp)KaHUE
yYKa3aHHBIX IOKyMEHTOB; JAaThl COObITUN. B ciyyae oTcyTCTBUSI HEOOXOIUMBIX CBEJIEHUII B 3ar0JIOBOK
BKJIIOYAETCS MOSICHIOMAst HHpOopManus: "aBTop HE yCTaHOBIEH".

3aroyioBOK €IWHUIBI yyeTa KHHOBUJCOJOKYMEHTa BKJIIOYAeT aBTOPCKOE Ha3BaHHUe (uibMma,
CIELBBINYCKa, KHHOXKYPHAJa WM Ha3BaHUE COOBITHS, OTPAXKEHHOTO B KMHO- MJIM TEJECIOXKETe, aTy
MIPOM3BOJICTBA U/WIIK AAaTy ChbeMKH, (PaMUIIUU ¥ HHUIIUAJIOB PEKUCCEpa U/UIIH ONEpaTopa ChEMKH.

3aroJoBOK €QMHMIBI ydeTa (POHOJOKYMEHTa BKIJIIOYAeT Ha3BaHWE U KaHpP (POHOJOKyMEHTa,
Ha3BaHME, MECTO M JaTy OTpakeHHOro coObITHs. [Ipu oTCyTCTBUMM Ha3BaHUS (POHOJOKYMEHTA
YKa3bIBAECTCS OCHOBHOE COJICpKAHUE TeJle- WM pPaguoliepesaud, BBICTYIUICHHs, Oeceabl W Jp.
3aroyioBOK €IWHUIBI ydeTa (POHOJOKYMEHTA, COJIEpIKAIIEero 3alKch IMPOU3BEACHUS JUTEpaTyphl U
HCKYCCTBa, BKJIIOUAET HA3BAHME IPOM3BEICHHUS U €ro JKaHp, MEPBYIO CTPOKY TEKCTa, KOTOpas
3aKJII0YAeTCsl B KaBBIUKH, €CITM (POHOJOKYMEHTOM SIBIISIETCS HE MMEIOIllee aBTOPCKOTO Ha3BaHUS U HE
oIyOJIMKOBAaHHOE paHee MpPOu3BeACHUE; (aMIIMU M MHUIMAIBI aBTOPOB H/MIIM HCIIOIHUTENCH Kak
CaMoOTO TIPOU3BEICHHUS, TaK U €r0 00pabOTOK, EPETIOKEHHUH, IIEPEBOJIOB; SA3BIK (POHOIOKYMEHTA.



3aroJoBOK €IMHMIBI XpaHEHUs (OTOJMOKYMEHTa BKIIOYAET ONMHCAHUE HW300pAKEHHS WU
Ha3BaHue (poToanbOoMa, ciaiiia, HeraTua, (paMuUIMIO U MHULIMAIBI aBTOPA, MECTO U JaTy ChEMKHU.

5.4.2.2. CripaBoUHbIC JaHHBIC O STUHUIIC XPAHCHUS/CTUHUIIC YIETa COCTOST H3:

- DJIEMEHTOB apXMUBHOTro HMdpa (Homepa GoHIa; HOMEpa ONMUCH eI, JOKYMEHTOB; HOMEpa €IUHUILIbI
XpaHEeHUs/ € IMHALIBI yUeTa);

- o0beMa eIUHMIIBI XPaHEHUs/€AMHUIBI yUeTa: JUIsl apXUBHBIX JJOKYMEHTOB Ha OyMa)KHOW OCHOBE -
KOJIMYECTBO JIUCTOB; JIJIs1 KHHOBUIEO(POHOIOKYMEHTOB (B 3aBUCHMOCTH OT BH/Ia) - KOJIMYECTBO €IHHUII
XpaHEeHUs B €IMHMIIEC yYeTa WIN €IMHUI] yueTa B €MHUIIC XpPAaHEHUs, METPaK, XPOHOMETPaX, BpeMs
3By4aHUs (B MHHYTaxX M CEKyHAax); U1 (POTOAOKYMEHTOB - KOJIMYECTBO HETATHBOB, COCTABIISIONINX
€IMHUILY XpaHeHus; s poToanbO00MOB - KOJIMYECTBO (POTOOTIIEUATKOB,;

- KpalHHUX JaT apXUBHBIX JOKYMEHTOB; ISl ayJMOBH3yaJbHBIX JOKYMEHTOB - JaThl 3allUCU WU
nepe3arucH.

5.4.2.3. B xauecTBe BUIOB MaTepUAILHOTO HOCHUTENS €IMHUIIBI XpPAaHCHHS/CIMHALIBI YIeTa TPH
OIMCaHUU YKa3bIBAIOTCS:

- JUIsl yIIPaBICHYECKON TOKyMEHTALUKA M apXUBHBIX JOKYMEHTOB JIMYHOI'O MPOUCXOXKIEHUS - Oymara,
KaJbKa, eprame, 1 T.1.;

- U151 POHOTOKYMEHTOB IpaMMO(GOHHOM 3aIlIUCH - MaTEpHUaTl HOCUTEIIS;

- Ui (POHOTOKYMEHTOB MAarHUTHOM 3aIMCH - TUIl MArHUTHOM JIEHTBI;

- JUIsl BUIEOJOKYMEHTOB - (hOopMaT 3aIUCH;

- Ui (hOTO- U KHHOJJOKYMEHTOB - (hopMaT U OCHOBA IUIEHKH, IIBETONEpeiada;

- JUTS DJIEKTPOHHBIX JJOKYMEHTOB - KOMITAKT-AMCK W/WJIHA APYTOW COBPEMEHHBI HOCUTEIT.

5.4.2.4. YcnoBus JocTyna K €IMHUIAM XPAHEHUs/€IMHHUIIAM ydeTa M HUX MCIOJb30BaHMS
BKJIIOYAIOT CBEACHMSI O HAJIMYUU ApPXMBHBIX JOKYMEHTOB, JOCTyI K KOTOPHIM U MOPSAOK HX
HCIOJIb30BAHUS OTpaHUYEHBI 3aKOHOJATEIbCTBOM Poccuiickoii Ddenepanuu Win
¢doHI000pa3oBarTeneM, a TaKKe CBEJACHUS O HAJMYWU IMOJJIMHHUKOB OCO0O IICHHBIX JOKYMEHTOB, B
TOM 4YHCJI€ YHUKAJIbHBIX JOKYMEHTOB, U JOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit deneparuu,
HAXOJAIINXCS B HEYAOBICTBOPUTEIFHOM (DU3NYECKOM COCTOSHUHM, CBEICHHS O HaIMuuu (PoHaa
MIOJIb30BaHUA; O SI3bIKE M BHEIIHUX OCOOEHHOCTSAX AapXMBHBIX JOKyMeHTOB; o Hamumuuu HCA
eIMHUIIC XPaHCHHS/CTUHALIC YUeTa.

5.4.3. OnwucarenbHas cTaThsl APXMBHOIO CHPAaBOYHMKA HA YPOBHE ApXHBHOIO JIOKYMEHTa
BKJIIOYAET: 3aroJIOBOK; CIIPABOYHBIC JaHHBIE O HEM; YKa3aHWE Ha TOUIMHHOCTH/KOMMMHHOCTB; BHJ
HoOcUTeNs (MM cII0co0 BOCTIPOU3BEICHHS); YCIOBUS OCTyIIA U UCTIOJIb30BaHMS.

5.4.3.1. 3aroioBOK apXWBHOTO JOKYMEHTa BKJIOUAET: HAWUMEHOBAHHE BHUJA AaPXUBHOTO
JIOKYMEHTa; aBTOpa; aJipecara Wil KOPPECIOHAEHTa, KOTOPOMY HalpaBiIeH WIM OT KOTOPOro MOIy4eH
JOKYMEHT; BOIIPOC WJIN MPEIMET, COOBITHE, (PAKT, JIMII0, HA3BAaHHE MECTHOCTH, K KOTOPHIM OTHOCHUTCS
coJiepKaHNe YKa3aHHOTO IOKYMEHTa; 1aTy coObITus. B cityuae oTCyTCTBHSI HEOOXOAMMBIX CBEACHUH B
3arojOBOK BKJIIOYAETCsl MOsACHsIOMAs uHpopmanus: "aBTop He ycraHoBieH', "Oe3 matel". Ilpum
HE0O0XOMMOCTH 3aroJIOBOK JOMNOJIHSETCS aHHOTALMEH, pacKphIBAIOIIEH HE OTPAKCHHOE B 3aroJIOBKE
CoJIep’KaHue JAHHOTO JOKyMEHTA.

5.4.3.2. CnpaBouHble JaHHBIE 00 ApPXWBHOM JOKYMEHTE COCTOST M3 JJEMEHTOB apXHWBHOTO
mmdpa (Homepa (oHIA; HOMEpa OMUCH [ell, JTOKYMEHTOB; HOMEpa €IMHUIbI XPaHECHUs/EIUHUIIBI
yd4eTa; HOMEpOB JINCTOB); 00beMa (KOJIMYECTBA JTUCTOB) apXUBHOTO JOKYMEHTA; JaThl €r0 CO3aHus.

5.4.3.3. YcnoBus nocTyna K apXMBHOMY JTOKYMEHTY M UCIOJIB30BaHUS BKJIIOYAKOT CBEIEHUS O
HQIMYMM OTPAHWYEHUH HAa JOCTYl W OIPAaHMYEHUH 10 MHCIOJIb30BAHUIO, YCTAHOBJIEHHBIX
3akoHoaaTenbcTBOM Poccuiickoit deneparun nwin GoH1000pazoBaTeneM, a Takke 00 OTHECEHUH €ro K
YHUCcIy 0CO00 IEHHBIX JOKYMEHTOB, B TOM YMCJIE€ YHHKAJIbHBIX JOKYMEHTOB, WIM JOKYMEHTOB
ApxusHoro ¢onma Poccuiickoit @enepanuu, HaXOIAIIMXCS B HEYJOBICTBOPUTEIBHOM (DU3UIECKOM
COCTOSIHUU; CBEJICHUS O HAIMYMM (DOH/A MOJIB30BAHHUS; O SI3bIKE U BHEHIHUX OCOOEHHOCTSIX apXHUBHOIO
JOKYMEHTa; 0 BKIII0UeHnU nHpopmarn o HeM B cuctemy HCA.

5.5. llpu co3manmu HCA apxuB yduTHIBa€T HE TOJBKO oOIIMEe TPeOOBaHMSI K COCTABJICHHUIO
OIMCATENbHBIX CTATEH apXMBHBIX CIIPABOYHHUKOB, HO U OCOOCHHOCTH MOJTOTOBKH MX KaKIOrO THUIA U
BUJIA.

Onwuce j1e1, TOKYMEHTOB




5.5.1. Onuceh nen, JOKYMEHTOB (apXMBHBIM CHPaBOYHMK, MPEJHA3HAYEHHBIN NI pacKpbITUS
cocTaBa M COJAEpKAHUSA €JMHUIl XPAHCHUS/EIUHUI] Yy4eTa, 3aKperuieHus WX BHYTPU(POHIOBOU
CHUCTEMAaTH3allud M y4era; NpuiokeHuss Ne 7 - 8) COCTOMT W3 ONUCATENbHBIX CTaTe €IMHUI
XpaHeHusi/equHUI y4deta (cM. M. 6.4.2.), uroroBoil 3amucu (cMm. m. 3.5.6), nmcTa-3aBepUTEINS
(mpunoxenue Ne 3) 1 cipaBOYHOTO anmnapaTa K OIHUCH.

B cmpaBouHbIil anmapaT omucH Jied, JHOKYMEHTOB BXOJST: THUTYJBHBIM JIHCT; COACpKAHHE
(oryaBneHue), MpeAUCIOBUE; CIUCOK COKpALICHWM; NEepeBOAHbIE TAOJUIbI apXUBHBIX MIH(PPOB (B
cilydae rnepepadOoTKH OMHCH); yKa3aTeH.

Ha TuTynapHOM JHCTE OMUCH JAEN, JOKYMEHTOB ITOMEMIAIOTCS: MOJHOE Ha3BaHWE apXWBa,
Ha3BaHHE U HOMEp apXuBHOTO ()OHMA, HOMEP U Ha3BaHUE OMMHCH, KpailHHE AaThl BHECECHHBIX B OIMHCH
ApXHWBHBIX JOKYMEHTOB.

[IpenucioBue cocraBiseTcsl MO0 K KaXKIOW OMUCH e, JOKYMEHTOB, JIMOO oOlliee KO BCEM
ONMHUCSM apXWBHOTO (oHAA. B mpenucnoBuu KpaTKo H3JIararoTcsi MCTOpPHS (OoHIZO00Opa3oBaTens U
apxuBHOTrO (OHJA; aHHOTALUA COCTaBa M COJCP)KAHUS APXUBHBIX JOKYMEHTOB (C BBIJCICHUEM
HanboJyiee TUIMYHBIX TPYNIT €AWHUI] XpAaHCHUS/CIUMHULl YUYeTa 10 WX BHUJAM U Pa3HOBHIHOCTSIM, IO
COJIEP’KaHHIO0); COCTAB CIIPABOYHOTO ammapata K onucu. [Ipu cocTaBieHnn OTAETbHBIX MPEIUCIOBUHN K
KoM omucu apXuWBHOTO ()OHIA BCce OOIIME MaHHBIE MO UCTOpUU (POHIO00O0pa3oBaTeNss U UCTOPHUS
apXUBHOTO (POH[A TTOMEMIAIOTCS B MPEANCIOBUH K TIEPBOM OIKUCH /1T, TOKyMEHTOB.

[Ipy HEOOXOAMMOCTH K ONHUCH e, JOKYMEHTOB COCTaBISIOTCS OOIIME W CICIHabHBIC
yKa3zaTemnu.

5.5.1.1. ApxuB B HEOOXOAMMBIX CIy4yasiXx OpPraHU3yeT YCOBEPILIEHCTBOBAHHE U IMEPEpabOTKY
omucel Jel, JOKYMEHTOB.

Y COBEpIIEHCTBOBAaHNE ONHCH JIeJ, JOKYMEHTOB - KOMIUIEKC padOT 10 MOBBIIICHUIO
MH(OPMATUBHOCTH OMKCU: YTOYHEHHUIO 3ar0JIOBKOB €IUHUI] XpaHEHUs/eUHUIL yueTa (6e3 U3MEHEHUS
UX CHUCTEMaTHU3all1iH), COCTABJIEHNIO HEOOXOJUMOT0 CIIPAaBOYHOTO arnmnapaTa K OIHUCH.

[lepepaboTka omucu e, AOKYMEHTOB - COCTaBJICHHE HOBOW OMNKMCH B3aMEH CTapoid, He
OTBeYaroIIei TpeOOBaHMAM TIOMCKA M y4eTa apXUBHBIX JOKyMEHTOB. [lepepaboTka ommcu BKIIIOYALT:
W3y4YCHHE €IMHUIl XPAHCHUS/CIMHUI] y4eTa ¢ MPOBEACHUEM JKCIEPTU3bl WX IEHHOCTH, YTOYHCHHEM
uX (OHIOBOW MPUHAICKHOCTH; YTOUHEHHE HITM COCTABJICHUE 3ar0JIOBKOB EAMHUI] XPAaHCHHS/€IMHHULL
ydera; OINpeAeNieHue WM YTOYHEHHWE WX KpaHUX JIaT, MepecHCcTeMaTH3alldi0  eIUHHII
XpaHCHMS/€JMHALl yYeTa 110 HOBOW CXEME CHUCTeMAaTH3allid U COCTaBJICHHE HEOOXOIUMOTO
CIPaBOYHOTIO ammapara K onucu. [Ipu nepepaboTke OMUCH COCTaBIsIeTCs MEPEBOIHAS Ta0JIUIIA CTapbhIX
Y HOBBIX apXHMBHBIX MHU(GPOB €IUHUIl XPAHCHUs/CIUHUI] ydeTa. Y HUUTOKECHHE CTAaphIX OMHUCEH Ne,
JOKYMEHTOB TIOCTIE UX MepepalboTku 3ampemiaercs. CTapble ONMUCH YYUTHIBAIOTCS MO HOBBIM OMUCAM
Ha TpaBaxX OTICIBHBIX CIUHHIl XPAaHEHHS W TOMEIIAIOTCS B KOHIIE HOBOW OIMCH 32 TIOCIICAHUM
HOMEPOM I10]T CBOUM 3aroJIOBKOM U ¢ 0OTMeTKOH "Onuck nepecoctapieHa. Cm. om.Ne ...".

IlyteBoauTenu

5.5.2. TlyreBoauTenb (apXWBHBIA CIPABOYHUK, COJACPIKAIIUNA CBEACHUS 00 apXWUBHBIX (HOHIAX
apxuBa (apXMBOB) B CHCTEMAaTH3MPOBAHHOM BHJAE M MpeJHA3HAYCHHBIH Ui O3HAKOMJICHUS
MOJIb30BATENsl C MX COCTaBOM WU COJIEP)KaHHEM) COCTOMT M3 OIMCATENIbHBIX CTaTell Ha YPOBHE
apxuBHOTO QoHAa (cM. 1. 5.4.1.) U cipaBOYHOTO anmapara.

Bunamu mnyTteBoauTens SBISIOTCS IMyTeBOAUTENb MO (QoOHIaM apxuBa (apXHUBOB); KpPaTKH
CIpPaBOYHUK IO (OHIaM apxuBa (ApXUBOB); TEMATHMYECKHH MyTeBOAUTEIb MO (OHAAM apxuBa
(apxuBoB). [TyTeBoAMTEN TTOAPA3ACIAIOTCS TAaK)KE HA apXHUBHBIC (BHYTPHAPXUBHBIE) M ME)KapXUBHEIE.

Bun nmyTeBoauTens u cxema MocTpOeHHs! OIpPEAEIIseTCs €ro 1eJIeBbIM Ha3HAYCHHUEM.

5.5.2.1. OcHoBHasi dYacTh myTeBOAUTENS 1O (OHAAM apxuBa (apXUBOB) COCTOUT U3
OIMCATENbHBIX CTaTel apXUBHBIX (DOHIOB MIIU TPYII apXUBHBIX (OHIOB. B myTeBoauTens no honmam
apxuBa (apXMBOB) JOJKHBI BKJIIOYATHCS CBEICHUS O BCEX OTKPBITHIX apXUBHBIX QoHax. HexoTopsie
apX¥BHbIE (POH/IBI MOTYT OBITH MPEJICTABIICHBI B BU/IE€ CIIMCKA HEAHHOTUPYEMBIX apXUBHBIX (POHIOB.

5.5.2.2. OcHOBHasi 9acCTh KPaTKOTO CIPaBOYHUKA MO (OHAAM apXuBa (apXHBOB) COCTOUT M3
CHCTEMaTH3HPOBAHHOTO TEPEUHs OMMUCATENLHBIX CTaTel Ha apXUBHbBIC (DOHBI UITH TPYIIIBI APXUBHBIX
($hoHI0B.

Kpatkue crnpaBOYHMKHM TMOAPA3AEAIOTCS HAa AaHHOTHPOBAaHHBIE W HEAHHOTHPOBAaHHBIC.
OnucarenpHasi CTaTbss B aHHOTHPOBAaHHOM KPAaTKOM CIIPABOYHUKE COCTOUT W3 Ha3BaHHUS apXHBHOIO




(doHIa CO BCEMH MEpEeUMEHOBaHUSIMH (POHI000pa30BaTelNsl, CIIPAaBOYHBIX JAHHBIX 00 apXUBHOM (OHIIE
U KpaTKOMl aHHOTallMM Ha apXuBHbIE JOKYMEHThl 3Toro ¢Qonna. OmnucarenbHas cTaTbsi B
HEAaHHOTHPOBAHHOM KPAaTKOM CIPAaBOYHMKE COCTOMT M3 Ha3BaHMsI apXHMBHOTO (POHJA M CHPABOYHBIX
JAaHHBIX O HEM.

5.5.2.3. OcHoOBHas 4acTh TEMaTHUYECKOIO MMyTEBOAUTENA 110 (POHIaM apXHBa (aApXUBOB) COCTOUT
U3 CUCTEMAaTU3UPOBAHHOI'O IEPEYHS OINMCATENIBHBIX CTaTed IO ONPENCIICHHOW TEeME Ha apXUBHBIC
(OH/IBI HITH MX YACTH.

5.5.2.4. B cmnpaBouHbIl amnmapaT MYTEBOAMTENS JIOOOTO BHUIA BXOIAT THUTYJIBHBIA JIHCT,
coJiepkaHue (OrjaBi€HUE), MPEAUCIOBHE, CIHMCOK COKpalleHWH, mpuioxeHus, ykazarean. K
My TeBOJUTEIO COCTaBIsgeTCs o0mas oubnuorpadus.

B MHOrOTOMHBIX M3JaHUSIX ITyTEBOAUTENEH COCTABIISIETCS CIIPABOYHBIN amnmapaT Kak JJisl BCETo
W3JIaHus B LEJIOM, TaK U JUIS OTAEIbHBIX TOMOB.

Karanoru

5.5.3. Karanoru (Mex($oH10BbIE apXUBHBIE CIIPABOYHUKHU, B KOTOPBIX CBEACHUS O CO/IEPKaHUU
apXWBHBIX (DOHIOB, EAMHULl XPAHESHUS/€AMHUI] YUeTa, apXUBHBIX JTOKYMEHTOB (MJIM UX YacTeil) apxuBa
CTPYIIIUPOBAaHbl IO TpeAMeTaM (TeMaM, OTpacisiM), pPAaCIOJOXKEHHBIM B COOTBETCTBUU C
OTpe/IeIEHHON CXeMOU KilacCU(pUKalUU TOKYMEHTHON MH(popMalnn) o0pa3yloT CUCTEMY KaTaloroB
apxuBa. CocTaB CHUCTEMBI KaTajOrOB apXHMBa ONPEIEIAETCS COCTaBOM M COIEP)KAHUEM apXUBHBIX
JIOKYMEHTOB; HHTEHCHUBHOCTBIO MX HCIOJIb30BaHUS; CTEIEHBIO pa3pabOTaHHOCTU apXUBHBIX (DOHIOB;
HaJIM4MEM U Ka4eCTBOM JAPYTHUX THUIIOB apXUBHBIX CIPaBOYHMKOB. OCHOBHBIMM B CHCTEME KaTaJOIrOB
apxuBa SBJSIOTCS CUCTEMATUYECKUN U MMEHHOMN KaTaJIOTH.

Karanorn mnoapasnensitorcss Ha CHUCTEMATHYECKUE, TEMaTUYECKUE M HUX PA3HOBHIHOCTH
(kaTaJlorn 1O MCTOPUM YUYPEKICHHUM, aJMUHUCTPATUBHO-TEPPUTOPUAIBLHOTO JEJIEHUs U Jp.),
MIPEIMETHBIE U UX PA3HOBUIHOCTH (MMEHHOM, reorpapuueckuii, 0ObeKTHBIH).

OnwucarenbHasi CTaThsd KaTajora BKJIIOYAeT: Ha3BaHUE apXWBa; WHICKC; pPYOpUKYy U
NoJpyOpUKY; JaTy COOBITHS; MECTO COOBITHS; CBEIEHUS W3 APXUBHOIO JIOKYMEHTA, €AMHUIIbI
XpaHEeHHS/IMHALIBI yUeTa, apXuBHOTO (hoHIA (coleprkaHWe); apXUBHBIA MHUQP; S3BIK JOKYMEHTa U
croco0 ero BOCIpOU3BeIeHHs; (PaMUIINIO COCTAaBUTENS U JaTy COCTABJICHHSI OMMCATENIbHON CTAThU.

Jlns ycTaHOBIIEHHUS CBSI3U MEXKIY paslielaMM KaTalora WM pa3lelioB KaTajora ¢ JIpyTruMu
apXUBHBIMM CIIPAaBOYHUKAMHU ITPUMEHSIETCS CUCTEMA OTCHUIOK.

Ykazarenu v 0630psl

5.5.4. VYkazarenu (apXWMBHblE€ CIpPAaBOYHHUKH, NPEACTABIAIOIUN c0o00i  andaBUTHBIN,
CHUCTEMAaTHYECKUI WM COCTaBJICHHBIH 10 KaKOMY-JIMOO HWHOMY NpU3HAKy IepeueHb Ha3BaHUH
(HanMEeHOBaHUI) MPEIMETOB, YIIOMUHAEMbIX B apXMBHBIX JOKYMEHTaX, C YKa3aHHEM HX apXHUBHBIX
mu(poB) MOIPA3NENSAIOTCI Ha BHYTPH(OHIOBBIE, MEK(DOHIOBBIE, MEXKApXHBHBIE, a TaKXe Ha
TeMaTU4yeckue, MpeaAMeTHble (o0mMe U CHenualbHble), XpOoHoJorudeckue. Pa3sHoBUAHOCTAMU
MIPEIMETHOTO yKa3aTells SBISIOTCSA UMEHHOM 1 reorpadpuyuecKuii ykazaTenu.

VYkazarean MOTryT OBITh CaMOCTOSITEILHBIMH ApXUBHBIMU CIpaBOYHMKaMu B cucteMe HCA
apXuBa WM BXOAUTh B COCTaB BCIIOMOI'ATEIbHOTO CIIPABOYHOIO anmnapara K ApyruM TUIIaM apXUBHBIX
CIIPAaBOYHMKOB.

OmnwucarenbHas CTaThsl yKa3aTess JII000ro BUAa COCTOUT U3 MPEAMETHOTO MOHATHUS (pyOpUKH) U
apxuBHOro mudpa.

B yka3zarene mnpuMmeHSETCS CHCTEMa OTCBUIOK JJII YCTAaHOBJIEHMS CBSI3€d  MEXIY
TOKJECTBEHHBIMU IIPEIMETHBIMU MOHATHIMH.

5.5.5. O030pbI (apXWBHBIC CIPABOYHUKH, BKIIOYAIOIINE CHCTEMATHU3UPOBAHHBIC CBEICHHS O
COCTaB€ M COJEP)KAHMU OTACIBHBIX KOMIUIEKCOB apXHMBHBIX JOKYMEHTOB, JOIOJHEHHBIE WX
MCTOYHHUKOBEAUECKUM aHAIM30M) MOJIPA3ACISIOTCA Ha 0030pbl GOHIOB U TEMAaTHUECKUE 0030DHI.

0O0630p poHAa BKIIIOYAET CUCTEMATU3MPOBAHHBIE CBEICHUS O COCTABE U COAEPIKAHUM APXUBHBIX
JIOKYMEHTOB OJHOTO apXUBHOTO (hOHJIA.

Temarndeckuil 0030p BKJIIOYAET CHCTEMAaTH3MPOBAHHBIE CBEIEHHUS O COCTAaBE U COIEPKAHUU
apXMBHBIX IOKYMEHTOB OJHOTO WJIA TPYIIBI apXUBHBIX (POHIOB OAHOTO MIJIM HECKOJIBKUX apXUBOB IO
ONPEACIICHHON TEME.




B cnpaBounblii ammapar o0030pa BXOAST THUTYJIbHBIA JIMCT, coJiep’KaHue (OrjaBiICHHUE),
MIpeIUCIOBHE, CITMCOK COKpaIleHH, yka3aTenu. K TemaTnaeckoMy 0030py JOIKHBI OBITH COCTABIICHBI
cHCcOK (OHIO0B, HHPOPMAIUSI O KOTOPHIX COAEPKUTCS B 0030pe, n Oubmmorpadus mo reme 0630pa.

AtomatuzupoBaHHbiii HCA

5.6. ApxuBHBIE CIPAaBOYHHMKM MOTYT BECTHCh B apXMBE€ B aBTOMATHU3MPOBAaHHOM pEXHME,
o0ecrevynBaroieM BO3MOXHOCTH OINEPATUBHOTO M MHOTOACHEKTHOTO TOWCKAa W MPEACTaBICHUS
JTOKYMEHTHOU nH(popMammu (B TOM YHCIIC B PSKUME YIAICHHOTO JIOCTYIIA).

NudopmanmonHoe HamoigHeHue aBTomaTu3upoBaHHoro HCA cocrtaBisieT copepxkaHue
OIMCATENbHBIX CTAaThEH ApXMBHBIX CIPABOYHHKOB HAa YpPOBHE apxuBHOro ¢ouma (cM. m. 5.4.1.),
€AMHUIIBI XpaHEHUs/eqUHUIB ydeTa (cM. m. 5.4.2.), apXuBHOTO TOKyMeHTa (cM. 1. 5.4.3.), a Takxke
KITIOYEBBIE CJI0BA M PyOPHUKATOPHI.

OO0s3aTeNbHBIMU BUAAMH KIIIOUEBBIX CJIOB (TEPMUHOB, XapaKTEPU3YIOIIUX B OOOOIIEHHOM H
C)KaTOM BHJE COJEp)KaHUE OINUCATENbHBIX CTAaTb€ll apPXMBHBIX CIPAaBOYHUKOB) IpPU BEAECHUU
aBTomaTusupoBanHoro HCA sBisroresa: "temaruka', "mepconamuu", "reorpadusa”. B ciydae
HE00XO0IMMOCTH MOTYT CO3J1aBaThCsl APYTUe BUAbI KIHOUYEBBIX CIIOB.

PyOpukaropbl - cucTeMaTHYeCKHE U TEMAaTHYECKHe CXEMbl MOHATHH ¢ WHAEKCAMH JUIs
CTPYKTYPHUPOBAHUS U TIOMCKA JOKYMEHTHOM nHpopManuu B aBTomatuzupoBanuom HCA.

@DopMBI UCMIOJIBE30BaHUS APXUBHBIX JOKYMEHTOB

5.7. OcHoBHBIE (HOPMBI HCIIOJIB30BAHHUS APXHUBHBIX TOKYMEHTOB (IIPEIOCTABICHUS apXHUBOM
0e3BO3ME3THO WJIM BO3ME3JIHO TMOJb30BATEN0 HH(DOPMAIMOHHBIX YCIYr U HWH(POPMAIMOHHBIX
MPOAYKTOB IS yIOBICTBOPEHHS €r0 HH()OPMAITMOHHBIX TOTPEOHOCTEH):

- uH(poOpMalMOHHOE OOecTeueHne MOoNb30BaTeNiell B COOTBETCTBUU C HMX 3allpocaMd, a TaKXkKe B
MHULMATUBHOM IOPSIJIKE;

- IPEAOCTABICHUE APXUBHBIX JOKYMEHTOB MOJIH30BATEINSIM B YUTATLHOM 3aJle apXUBa;

- DKCIIOHUPOBAaHUE apXUBHBIX JTOKYMEHTOB Ha BbICTABKaX;

- HCTIOJIb30BAaHKME aPXUBHBIX JOKYMEHTOB B CPEJCTBaX MacCOBOW MH(pOpMaIINK;

- TIpOBeJICHNE MH(POPMALMOHHBIX MEPOIIPHUIATUHN (BCTPEeU C OOIIECTBEHHOCTHIO, SKCKYPCHI B apXUBHI,
MIpe3eHTAIIH, THEH OTKPBITHIX JABEpEeH, JEKIINil, T0KIaI0B, YCTHBIX KypHAJIOB, KOH(EpPEHIIH, YPOKOB
JUISL CTYJIEHTOB UM LIIKOJIBHUKOB U JIp.) C UCIOJIb30BaHUEM apXUBHBIX JTIOKYMEHTOB;

- MyOJIMKAalKs apXUBHBIX JOKYMEHTOB.

5.7.1. 3anpockl, MOCTyNAIONINE B APXHUBBI, TOAPA3ACIAIOTCS Ha!

- 3alpochl O MPEAOCTaBICHUH MH(OpPMAIMK MO OMPEIETICHHON mpobieMe, TeMe, COOBITHIO, (DaKTy
(TemaTHueckue 3ampochl). Pa3HOBHIHOCTBIO TEMAaTHYECKHX 3alpOCOB SBISIOTCS OHWOrpaduueckue
3ampochl, MO KOTOPHIM YCTAaHABIMBAIOTCS CBEACHHS, HEOOXOJUMBbIC I U3YYCHUS KHU3HU H
JeSITENIbHOCTH KOHKPETHBIX JIULL;

- 3aIIPOCHI O MPEOCTaBIEHNU NH(OPMaLIUU, HEOOXOAUMOMN I YCTAaHOBJIEHUS! POJCTBA, POJICTBEHHBIX
CBsi3ell IByX WM OoJiee JIUI, UCTOPHU CEMbH, Pojia (TeHeaJOrHueCcKue 3arpochl);

- 3alpochl, CBSI3aHHBIE C COIMAJNBHOM 3alIUTON TIpaKaH, MpedyCMaTpHUBAIOIIME HX MEHCHOHHOE
o0ecrieyeHne, a TaKKe MOIY4YeHHE JbIOT M KOMIIGHCAllMH B COOTBETCTBUU C 3aKOHOJATEIHCTBOM
Poccuiickoit @eaepanun U MeXAYHApOAHBIMU oOs3aTenbcTBaMu Poccuiickoit denepanuu (3armpochl
COLIMAJIbHO-IIPABOBOI'0 XapaKTepa).

5.7.2. B uensx Hactosmux [IpaBuit HCOAb3y0TCs CIEAYIONIUE TOHATHS:

- apXMBHas CIpaBKa - TOKYMEHT apXuBa, COCTABJICHHBIN Ha OJaHKe apXKBa, UMEIOIIUHI I0PUINIECKYIO
CHWIIy M COJepXallui JOKYMEHTHYI0 HH(pOpMAIMIO O MPEAMETE 3alpoca C yKa3aHWEM apXUBHBIX
mH(poB U HOMEPOB JIMCTOB €IMHUI] XPAHEHHs T€X apXUBHBIX JOKYMEHTOB, HA OCHOBAHHUU KOTOPBIX
OHAa COCTAaBJICHA;

- apXMBHas KOIUS - JOCJIOBHO BOCHPOM3BOASIIAS TEKCT apXMBHOI'O JOKYMEHTa KOIUS, C yKa3aHHUEM
apXUBHOTO MK(pa U HOMEPOB JIMUCTOB €IUHUIIBI XPAHEHHUS, 3aBEpEHHAs B YCTAaHOBIIEHHOM TOPSIJIKE;

- apxXuBHas BBIIUCKA - [JOKYMEHT apXuBa, COCTaBJICHHbIM Ha ONaHKE apXuBa, JOCIOBHO
BOCIPOU3BOJSIINNA YacTh TEKCTa apXUBHOTO JOKYMEHTAa, OTHOCSIIUNCSA K ONpeAesieHHOMY (akTy,
COOBITHIO, JIUILY, C YKa3aHHEM apXHBHOTO MU(Pa 1 HOMEPOB JHCTOB CIUHHIIBI XPaHEHHS;

- nH(GOPMALIMOHHOE MHUCHMO - MHUCHMO, COCTABJIEHHOE Ha OJIaHKE apXuBa I0 3alpocy IMOJIb30BaTeNs
WIM 10 WHHULIMATHBE apXHBa, coJepkaiiee WHPOPMALMI0O O XPAHAIIUXCA B apXHBE AapXMBHBIX
JIOKYMEHTax I10 OIpe/ieJIeHHON pobiieMe, TeMe;




- TEMaTU4YeCKUN TMepeueHb apXUBHBIX JOKYMEHTOB - CHUCTEMAaTU3UPOBAaHHBIM KpaTKUM WU
AHHOTHPOBAHHBIN MEPEUEHb 3ar0JIOBKOB apXUBHBIX JJOKYMEHTOB, €AMHUII XPAaHEHHS/€AMHULL YUIeTa TI0
OTIPENIeICHHOW TeMe, C yKa3aHHeM HX JaT M apXUBHBIX IMHM(POB, COCTABJICHHBIA IO 3ampocy
M0JIH30BATENS WIH 110 UHULIMATHUBE aAPXUBA;
- TeMaTu4eckas MoJ00pKa KOMHUI apXMBHBIX TOKYMEHTOB - CUCTEMAaTU3UPOBAHHBIA KOMIUIEKT KOIUMN
apXMBHBIX JIOKYMEHTOB WJIM HX YacTed IO ONpPEAEICHHOM TeMe, MOATOTOBJICHHBIM apXWBOM IO
3arpocy NOoJb30BaTeNs UM 0 MHUIMATUBE apXuBa. TemaTHueckas moA0opKa BKIHOYAET TUTYJIbHBIN
JUCT, TEMaTHUYECKHH MepeuYeHb apXWBHBIX TOKYMEHTOB M, MpU HEOOXOJUMOCTHU, UCTOPUYECKYIO
CIPaBKYy I10 TEME;
- TeMaTU4YeCKuil 0030p apXUBHBIX JOKYMEHTOB - CM. II. 5.5.5.

ITops 10K UCTIOTHEHUSI 3aIPOCOB M0JIb30BaTENEH

5.8. 3anpoc noap30Baresnis paccMaTpPUBAETCS U UCHIOJIHAETCS apXUBOM NP HAJIUMYHMH B 3aIIpOCE
HAaMMEHOBAHHS FOPUAMYECKOTO JIUIA (U1 TpaxIaH - (aMHUIINH, UIMEHH M OTYECTBA), IIOYTOBOTO W/WIIN
ANEKTPOHHOTO ajpeca TMONb30BaTENs, yKa3aHHUs TEMBI (BOMpPOCA), XPOHOJOTHH 3alpalinBaecMoi
HH(pOpMaLINH.

3anpoc MOab30BaTENsl PAcCMaTPUBAETCA PYKOBOACTBOM apXHWBa WIH YIOJTHOMOYEHHBIM
JOJKHOCTHBIM JIMLIOM (JIMIIAMM), HANpaBJIseTCsl HA MCIIOJHEHNE B COOTBETCTBYIOIUE MOAPA3IECICHUS
WM HETOCPEICTBEHHO WCIOIHUTENIO U WCIOIHSACTCS MO apXWBHBIM JOKYMEHTaM W/WIU TEeYaTHBIM
W3JIaHUSM, OTHOCSIIIUMCS K [IPEIMETY 3ampoca.

3anpoc, He OTHOCSIIIUICS K COCTaBY XPAHSIIMXCA B apXUBE apXUBHBIX IOKYMEHTOB, B TEUCHUE
5 nHel ¢ MOMEHTa €ro PerucTpaliy HAMpaBJsIeTCsl B IPYTrol apXuB UM OpPraHU3aluIo, TJ€ XPaHATCS
HE0OXOUMBIE apXUBHBIC TOKYMEHTHI, C YBEIOMJICHHEM 00 3TOM MOJB30BATEINsl, MM MOJIH30BATEIIO
JIaeTCsl COOTBETCTBYIOLIAs] pEKOMEHAALIMS.

[Ipy mocTymjeHHWH B apXWB WHTEpHET-oOpalleHus (3ampoca) IMOJIb30BaTeNs C YKa3aHHEM
ajzipeca AIIEKTPOHHOW TOYTHI W/WJIHM MOYTOBOTO aapeca, eMy HampaBiseTCs YBEIOMIICHHE O MpHeMe
oOparieHus (3ampoca) K pacCCMOTPEHHMIO WJIM MOTHUBUPOBAHHBINM OTKa3 B paccMoTpeHuu. [lpunsaroe k
paccMOTpeHHI0 oOpailieHre (3ampoc) pacredarbiBaeTcs M B JajbHEHIeM paboTa ¢ HUM BEACTCS B
YCTaHOBJICHHOM IOPSIIKE.

OTBeT Ha 3ampoc MOJIB30BATEINS TACTCS Ha TOCYIApPCTBEHHOM si3bike Poccuiickoit denepannu.

ApXUB OCYIIECTBIISIET IPUEM T'PAXKJIAH B IPUEMHOM WJIM CTOJIE CIIPABOK M BEAET MX YYET IO
YCTaHOBJIEHHON Qopme. PyKkoBOICTBO apXyBa HECET JMYHYI0 OTBETCTBEHHOCTh 3a OpraHU3alUIO
MpUEMa U PACCMOTPEHUS 3alIPOCOB TPaXKIaH.

5.8.1. Temaruueckwii 3ampoc TOCYJApCTBEHHOTO OpraHa WJIM OpraHa MECTHOTO
CaMOYIPABIICHUS, CBSI3aHHBIM C HWCIONHEHWEM HMH CBOMX (YHKIMH, apXuB paccMaTpHUBAaeT B
[IEPBOOYEPEAHOM TOPSIIKE B YCTAHOBJIECHHBIE 3aKOHOJATENBLCTBOM JHOO B COIJIACOBaHHBIE C HUMHU
cpoku. McrosHeHne Takoro 3amnpoca ocyuiecTBIseTcs: Ha 0e3B03Me3JHON OCHOBE.

HcnonHenne TeMaTHYECKOTO 3allpoca OpraHu3alluy WK IpakJaHUHA OPTaHU3yeTCs B MOPSJIKE
OKa3aHUs MJIATHBIX YCIYT (B TOM YHCII€ HA OCHOBE JJOTOBOpa) uiu 6e3803Me3/1H0. CpOKU U CTOMMOCTh
paboT MO MCIOJHEHHIO YKa3aHHOTO 3alpoca B IPEIBAPUTEIBHOM IMOPSAKE COTIACOBBIBAIOTCS C
I0JIb30BATEIIEM.

[Tpu HEoOXOAMMOCTH MPOBEACHUSI 00BEMHOM pabOTHI MO MOMCKY U KOMMPOBAHUIO APXUBHBIX
JOKYMEHTOB apXWB MHCbMEHHO M3BEIIAET MOJIb30BaTENs O MPOMEXKYTOUHBIX pe3yJibTaTaX padOTHI.
Bun uH(OpManMoHHOrO JOKYMEHTa, IOATOTaBIMBAEMOrO apXMBOM IO 3alpocy MOJIb30BATEIN,
COTJIACOBBIBAETCS C HUM, €ClIi 00 3TOM HE yKa3aHO B 3aIlpoce.

5.8.2. T'eHeanoruyeckuii 3ampoc IOJIb30BATENS APXUB HCIOJIHAET B IOPSAIKE OKAa3aHUS
IUIATHBIX YCIYT (B TOM YHCJIE Ha OCHOBE JIOTOBOpA). YKa3aHHBIM 3aIIPOC MOXKET HCIOJHATHCS KaK B
OTHOILIEHUH 3aBUTENS, TaK U B YCTAHOBJIEHHOM NOPSKE B OTHOLIECHNUHU APYTUX JIULL.

Wndopmanysg  monb3oBaTenio  MpeAcTaBiseTcsi B (GopMe  POJOCIOBHOIO  JIpeBa,
TeHEATOTNYECKON POCIIHCH, TeHEATOTHYECKON TaOIMIIbI MM apXUBHBIX CIIPABOK, APXUBHBIX BBIITUCOK,
KONMM apXWMBHBIX JOKYMEHTOB, YCTaHABIMBAIOIIMX pOACTBEHHblE CBs3u. [lpm orcyTcTBUUM
BO3MOXXHOCTEH 110 MCIIOJIHEHHIO T'€HEAJOTMYECKUX 3allpOCOB apXUB PEKOMEHAYET IO0JIb30BaTEIIO
MIPOBOAUTH CAMOCTOSITENIbHBIN MOMCK MHTEPECYIOUIeH ero HHPpOopMaIi TeHeaJoTHYeCKOro Xapakrepa
B YUTAJILHOM 3aJI€ apXUBa.

5.8.3. 3anpoc conuanbHO-TIPABOBOTO XapaKTepa UCTIOMHACTCS apXHUBOM O€3BO3ME3THO.




CpoK HCIIOHEHHUS 3aIpoca COLUaIbHO-IIPAaBOBOT0 XapaKTepa B apXUBE HE JI0JKEH IPEBHIIATh
30 nHel ¢ MOMeHTa perucrtpauuu 3anpoca. C paspelieHnus pyKOBOACTBA apXHMBa ITOT CPOK MOXKET
OBITh TIPH HEOOXOTUMOCTH TIPOJUICH, C 00s3aTeFHBIM yBEIOMIICHHEM 00 3TOM mojb3oBareis. Cpox
ucnonHenus 3anpoca no HCA apxusa - He Oosiee 15 qHel ¢ MOMEHTa ero perucTparyi.

[Ipu ucroNHEHNH MOBTOPHOTO 3aIpOCa COLMAIbHO-IIPABOBOI0 XapaKTepa WIH COCTABIECHUH 10
npocs0e TOIb30BaTENsd ApPXUBHOM CIPAaBKH, AHAJIOTMYHOM paHee BBIJAHHOHM, apXuB IpOBEpsET
COOTBETCTBUE CBEACHUN, BKIIOUEHHBIX B 3Ty CIpPaBKy, TEM, KOTOpbIE HMEIOTCS B apXUBHBIX
JOKyMEHTax, U B Cilydae OOHapy>KeHHUS IOINOJHHUTEIbHBIX CBEICHMI, BKIIIOYAET MX B IOBTOPHO
BBIJIABAEMYIO aPXHUBHYIO CIIPABKY.

OdopmiieHne apXUBHBIX CIIPABOK, APXHUBHBIX BHIMUCOK U apXUBHBIX KOMUN

5.9. ApxwuBHas cnpaBka (npuioxkeHne Ne 13) u apxuBHasg BBIMHCKAa COCTaBIAIOTCS C
0003HaYeHHEM Ha3BaHUS UH()OPMALIMOHHOTO JOKYMeHTa "ApxuBHas cripaBka', "ApXuBHas BbITUCKA'.

5.9.1. Tekcr B apxuBHOU cmpaBke (mpuioxkeHue Ne 13) maercs B XPOHOJOTHMUECKOU
MOCTIeI0BATEIbHOCTH COOBITHI € yKa3aHHWEM BMJOB apXUBHBIX JOKYMEHTOB M UX jAar. B apxuBHoM
CIPaBKE JI0IyCKaeTCsl LUTUPOBAHUE apXUBHBIX JOKYMEHTOB.

HecoBnianeHne OTIENbHBIX JaHHBIX apXUBHBIX JOKYMEHTOB CO CBEACHMSMM, U3JI0)KEHHBIMU B
3ampoce, He SABJSETCS MPEMSITCTBUEM JJI BKIIOUEHHS UX B apXUBHYIO CIIPaBKy NPH YCIOBUH, €CIH
COBIMAJICHUE BCEX OCTAIBHBIX CBEICHUN HE BbBI3BIBAET COMHEHHH B TOXKICCTBEHHOCTH JIMLA WU
(akTOB, O KOTOPBIX TOBOPHTCS B AapXHMBHBIX JOKYMEHTaxXx. B apXuBHOW CIIpaBKe ATH JlaHHBIE
BOCIIPOM3BOASTCS TaK, KAK OHU U3JI0’KEHBI B aDXUBHBIX JOKYMEHTAX, a PACXOKICHHS, HECOBIIAJACHUS U
HETOYHBbIE Ha3BaHMs, OTCYTCTBUE€ HMEHH, OTYECTBA, WHMIIMAJIOB, WM HAJIWYUE OJHOTO M3 HHUX
OrOBapUBAIOTCS B TeKCTE cipaBKu B ckoOkax ("Tak B mokymente", "Tak B TekcTe opuruHana").

Ceeznenus o pabote, yueOe B HECKOJIBKUX OPraHU3alUsAX, YICOHBIX 3aBEICHUSIX BKIIIOYAIOTCS B
OJIHY apXMBHYIO CIIPaBKY.

B nmpumeuaHusix Mo TEKCTy apXMBHOM CIPAaBKM OTOBapHBAIOTCS HEPa300OpUYMBO HANMCAHHBIE,
HCIIPABJICHHBIE aBTOPOM, HE MOAJAIOLIUECS IPOUYTEHUIO BCIEICTBUE MTOBPEKICHHUS TEKCTa OPUTHHAIA
Mmecta ("Taxk B Tekcte opurnnana", "B texcre Hepazbopuuo").

B Tekcre apXWBHOW CHpaBKHM HE JAOIYCKAlOTCS M3MEHEHUs, WCIIPABJICHHS, KOMMEHTApUH,
COOCTBEHHBIE BBIBO/IbI UCTIOJIHUTEIS 110 COJIEP’KaHUIO0 apXUBHBIX JOKYMEHTOB, HA OCHOBAHUH KOTOPBIX
COCTaBJICHA apXMBHasl CIIPaBKa.

B KoHIe apXuBHOW CIpaBKHM MNPHUBOJATCS AapXUBHbIE HIM(PPHI U HOMEPA JHMCTOB E€IUHMIIL
XpaHEHUsl apXUBHBIX [OKYMEHTOB, II€YaTHbIE W3JAaHUSA, HCIIOJB30BABIINECH Ul COCTaBJICHHUS
apXWBHOH CTpaBKU. B TekcTe apXWBHOM CIpaBKU AOMYCKAETCS MPOCTABICHUE apXUBHBIX IMHU(PPOB U
HOMEPOB JIUCTOB €AMHUI] XPAHEHHs] apXUBHBIX JTOKYMEHTOB Cpa3y IOCIE U3JI0KEHHs KaXA0ro (axra
WJIH COOBITHS.

B apxuBHOIi cipaBke, 00beM KOTOPOi NPEBBIIIAET OJMH JIHCT, JIUCTHI 1OJIKHBI ObITh MPOILUTHI,
IIPOHYMEPOBAHbl M CKPEIUIEHBI IE€YaThl0 apxuBa (A1 MyHUIMIAIBHOTO apXuBa, HE SIBIISIOIIETOCH
IOPUINYECKHUM JIULIOM, - [1€4aThI0 OPraHa MECTHOI'O CaMOYIIPABIICHHUS).

ApxuBHasl CIpaBKa, IpEJHAa3HAuUEHHas IS HCIIOJIb30BaHMA Ha Tepputopuu Poccuiickoit
®denepanyy, NOANUCHIBAECTCA PYKOBOACTBOM apXHBa, UCIOJHUTEIIEM M 3aBEPACTCSA II€YaTBIO apXUBa
(17 MyHUIMIIAJIBHOTO apXMBa, HE SBIISAIOLIETOCS IOPUINYECKUM JIUIIOM, - IIEYaThI0 OPraHa MECTHOIO
camMoymnpaBiieHUs). ApXHMBHas CHpaBKa, INpeAHAa3HAayeHHas JJs HalpaBleHHs 3a pyoex,
MOJIMCHIBACTCS PYKOBOACTBOM apXHWBa M 3aBepsieTcss repOOBOi meuyaThio (A1 MYHHUIUIAIBLHOTO
apXxuBa, He ABJSIONIET0Cs IOPUINYECKUM JIUIOM, - IEUaThI0 OpraHa MECTHOTO CaMOYIIPaBIICHHUS).

[Tpr HEOOXOAMMOCTH K apXMBHOM CIpaBKe MPUIIAralOTCsl KOMHUU apXUBHBIX JOKYMEHTOB HIIU
BBIIIMCKHU U3 HUX, OATBEPKJAIOUINE CBEICHUS, U3JI0KCHHBIEC B ADXUBHOU CIIPABKE.

ApXUBHBIE CIIPABKH, HAaIpaBlsieMble B TOCyJapCcTBa, MOANMCABIINE ['aarckyto KOHBEHIIMIO
1961 1., B COOTBETCTBHH C KOTOpOH HE TpeOyeTcss KOHCYJIbCKas Jeraau3amus OQHUIIMaTbHBIX
JIOKYMEHTOB, 3aBEPSIIOTCS MPOCTABJICHUEM U 3aIMOJIHEHHEM CIIELUaIbHOTO mTamna - "anoctuia'". Ha
apXMBHBIX CIPAaBKAX MPOCTABIIAETCS M 3alOJIHAETCS HaJIeXKallMM 00pa3oM anoCTHIIb PyKOBOICTBOM
BBIIIECTOSIIETO YMOJTHOMOYEHHOTO OpraHa HCIOJHUTENbHONW BJacTd B cdepe apXMBHOTO jena.
ATNOCTHIIb HE NPOCTAaBIISIETCd HAa AapXMBHBIX CIpPaBKaX, NPEJHA3HAYCHHBIX /Ui HANpPaBICHHUS B
rocyapcrsa, ¢ koropsiMu Poccuiickas ®denepanus 3akiarounna J[OroBopsl O MPaBOBOM MOMOLIU U
IIPABOBBIX OTHOLIEHUSAX I10 TPaXXKIaHCKUM, CEMEHHBIM U YTOJIOBHBIM JI€JaM, a TaKKe B TOCyIapCTBa-




yaactauku CHI', monmucaBmme CormameHue o NMpUHOHUNAX ¥ (GopmMax B3aWMOJCHCTBHS B 00JacTH
WCIIONIb30BAaHUsl apXUBHON HH(OpPMAIMH, UM C KOTOPHIMH MMEIOTCSI IBYCTOPOHHHE COTJIAIIEHUS O
COTPYHUYECTRBE.

[Ipu OTCYTCTBUU B apXHBE apXUBHBIX JOKYMEHTOB, HEOOXOAMMBIX ISl UCTIOJHEHHs 3ampoca,
Ha OJaHKe apxuBa COCTAaBJSETCS OTBET, MOATBEPXKIAIONIMNA HEMOJIHOTY COCTaBa apXHMBHBIX
JOKYMEHTOB 10 Teme 3amnpoca. [Ipn HeoOX0AUMOCTH OTBET MOXKET OBITh 3aBEPEH TepOOBOI MeUaThIO.

B cimydae JOKYMEHTaIbHO TMOATBEPKICHHBIX (DAKTOB YTPAaThl apXUBHBIX JOKYMEHTOB,
COJIepKallX 3ampalluBaeMble CBEACHMS, apXWB BBIAACT CIpPaBKy MO JaHHOMY BOIpPOCY, MpHU
HEOOXOIMMOCTH 3aBEPEHHYIO MEYaThIO0 apXHBa.

5.9.2. B apxuBHOW BBIMCKE HA3BaHHWE AapPXUBHOTO JOKYMEHTa, €ro HOMEp M Jara
BOCIIPOU3BOJISITCS TOJTHOCTHIO. V3BICUEHMSIMU U3 TEKCTOB ApPXMBHBIX JOKYMEHTOB IOJIKHBI OBITH
vcYepriaHbl BCE MMEIOIIMECs JaHHbBIE MO 3ampocy. Hauano u KoHel[ KaXkI0ro M3BJICUCHUS, a TaKXKe
MPOIYCKHU B TEKCTE apPXUBHOTO JIOKYMEHTA OTACIIBHBIX CJIOB 0003HAYAIOTCS MHOTOTOYHEM.

B npumMeuaHusX K TEKCTy apXHBHOW BBIMUCKH AENAIOTCS COOTBETCTBYIOIIHME OTOBOPKH O
9acTsIX TEKCTa OPUTHHAJA, HEPa30OPUYMBO HANMCAHHBIX, UCTIPABICHHBIX aBTOPOM, HE ITOIAIONIUXCS
MPOYTEHUIO BCIEICTBUE MOBPEXKACHUS TeKcTa U T.A. OTAENbHbIE CIIOBA U BBIPAXKEHUS OpPUTHHAIIA,
BBI3BIBAIOIINE COMHEHHUS B UX TOYHOCTHU, OroBapuBatoTcs cioBamu "Tak B Tekcte opuruHana", "Tak B
nokymente". Ilocne Tekcta apXMBHOW BBIMUCKU YKa3bIBAIOTCA apXWUBHBIM MH(PpP U HOMEpPA JTUCTOB
€MHUIIBI XpaHEHUSI apXUBHOTO IOKYMEHTA.

AyYTEeHTHUYHOCTb BBIJJAHHBIX [0 3alpOcaM apXUBHBIX BBIIHUCOK YAOCTOBEPAETCS MOIMHCHIO
PYKOBOAMTENSI apXvMBa WJIM YIMOJHOMOYEHHOTO [IOJDKHOCTHOTO JIMIlAa W TedYaTbio apxuBa (IJis
MYHUIIUIATBFHOTO apXuBa, HE SBISIONIETOCS IOPUAWYECKUM JIMIIOM, - TI€4aThi0 OpraHa MECTHOTO
CaMOYTIPABJICHUS ).

5.9.3. Ha obopoTe Kaxa0ro JTUCTa apXWBHOM KOIMUU MPOCTABISIOTCS apXUBHbIC MHU(PH U
HOMEpa JIUCTOB €IMHUIl XPAaHEHUS apXUBHOTO JOKyMeHTa. Bce MUCThI apXUBHOW KOTTUU CKPETUISIOTCS
M Ha MECTe CKPEIUICHHS 3aBEepsAIOTCA TMeYaThi0 apXWBa M TMOAMUCHIO €ro0 PYKOBOIAUTENS WIH
YIOJIHOMOYEHHOTO JIOJDKHOCTHOTO JIHIa. ApXWBHAsl KOMUS, NPEeIHA3HAUCHHAs sl HAIpaBJICHHS 3a
pyOex, 3aBepsieTcs repOOBOM MeUaThio U MOMUCHI0 PYKOBOAUTENS apXHBa.

5.10. Apxunas crpaBka (mpuioxenue Ne 13), apxuBHas BBINTUCKA, aApXUBHAS KOMHUS  OTBETHI
Ha 3aMpOChl BHICBUIAIOTCS MO MOYTE MPOCTHIMU MTUCHMaMHU.

ApxuBHasg ClpaBKa, apXWBHas BBIMUCKA W apXUBHAs KOMMS, TMpPEIHA3HAYCHHBIC IS
HampaBlieHus: B rocyaapctBa-yuacTHuku CHI', Bkirowast oTBeThl 00 OTCYTCTBHUHU 3ampalinBacMbIX
CBEJICHUM, BBICHIIAIOTCS QpXHWBOM HEIIOCPEACTBEHHO B aJipeca 3asiBUTENICH.

ApxuBHasl CIpaBKa, apXWBHAs BBHIMHMCKA M apXWBHAsg KOMUS, TMpeJHa3HAUYCHHbIC IS
HalpaBJieHUs B TOCyJapcTBa, He sBistomuecs yuyactHukamu CHI', Bkitodast oTBETHI 00 OTCYTCTBUU
3anpamMBaeMbIX CBeICHUN, OPOPMIIAIOTCS U BMECTE € 3alpocamMy (aHKETaMU, JUYHBIMU 3asiBICHUSIMU
Y T.I1.) HAMPaBJISIOTCS apXUBOM B COOTBETCTBYIOIIUN (peiepalibHbII OpraH MCIIOTHUTEIBHOW BIACTH B
YCTaHOBJICHHOM HOPSIKE.

ApxuBHasI CHpaBKa, apXWUBHAs BBIUCKA M apXMBHAs KOMHUS B CIIy4ae JIMYHOTO OOpaIeHUsS
rpaXJIaHWHA WM €ro JOBEPEHHOIO JIMIAa B apXUB BBIIAIOTCS €My IO PAcHHCKy MpHU NPeIbsSBICHUU
nacrnopra WJIA HHOTO YAOCTOBEPSIOIIETO JOKYMEHTA; JIOBEPEHHOMY JIMIY - MHpU TMPEIbSIBICHUU
JIOBEpPEHHOCTH, O(QOPMIICHHONH B YyCTaHOBJIEHHOM rmopsnake. [lomydarens apXuBHOM CHpaBKU H
APXUBHOU BBITTUCKU PACIUCHIBACTCS HA MX KOMHSIX WJIM Ha 000pPOTE COMPOBOAMTENHLHOTO MUChMa K
HUM, YKa3bIBasi 1aTy UX MMOTYYECHHUS.

3aBepeHHasl allOCTUJIEM apXMBHAasl CIpaBKa, apXUBHAs BBIMUCKA U apXUBHAas KOMUS B Cllydyae
JUYHOTO oOpallleHus rpakJaHlHA WK €ro JIOBEPEHHOTO JIMIIA B apXUB BBIJAETCS €My Ha PYKU IpH
MPeIbSBICHUN KBUTAHIIMH 00 yIUTaTe TOCYIapCTBEHHON MOIUTHHEI 32 TIPOCTABIICHUE allOCTHIISL.

BosBpatienue noiIMHHUKOB apXUBHBIX JIOKYMEHTOB

5.11. [1o MMCEMEHHBIM 3asBICHUSAM C pa3pelIeHHs] PyKOBOIUTEIS apXUBa PEaOMINTHPOBAHHBIC
JMIA ¥ UX HACJIETHUKY UMEIOT MPaBO Ha MOJIyYeHUE MOATMHHUKOB COXPAHUBIIUXCS B MPEKPAICHHBIX
YTOJIOBHBIX W aJAMHHHCTPATHBHBIX, a Takxke (QUIbTPALMOHHO-TIPOBEPOUYHBIX JIeNlaX apXUBHBIX
JOKYMEHTOB TBOPYECKOI'O XapakTrepa - pykomuced, ¢ororpaduii, muceM U APYTUX JUYHBIX
JOKYMEHTOB (32 UCKJIIOYEHHEM aclOPTOB, BOCHHBIX OUJIETOB, CITyKEOHBIX YAOCTOBEPEHUN U APYTUX
ApPXUBHBIX JOKYMEHTOB O(UIIMAIBHOIO IPOUCXOXKICHHUS).




IIo nuCEMEHHBIM 3asBICHUSAM C Pa3pELICHUI0 PYKOBOIUTEINS apXUBA IPakJIaHEe UMEIOT IIPABO
Ha MOJIy4eHUE COXPAHMUBIIMXCS B apXUBE MOATUHHUKOB COOCTBEHHBIX TPY/OBBIX KHUKEK.

C u3bIMaeMbIX apXUBHBIX JOKYMEHTOB JEJIalOTCS KOMHHU, KOTOpBIE MPUOOLIAIOTCS K JEIaM.
W3bpaTne apXMBHBIX JTOKYMEHTOB, a TAaK)K€ MX 3aMEHA Ha KOIIMU OTPAXKAOTCSI B JIMCTAX-3aBEPUTEIAX
JieN1, B OIUACAX JEJ, JOKyMEHTOB.

BosBpaliieHre apXuBHBIX JTOKYMEHTOB O(GOpPMIIIETCS aKTOM 00 H3BATHM M3 /1] YKa3aHHBIX
JNOKyMEHTOB. AKT WM Jpyrue AOKYMEHTBI, Ha OCHOBAaHHHM KOTOPBIX IPOM3BENCHO BO3BpAIlCHUE
apXMBHBIX JOKYMEHTOB, U pacIKcKa JHIIa, OJIy4YHUBILIETr0 UX HA PyKH, BKIIIOYAIOTCA B €710 (QOH[a.

OO6cayxuBaHKE TOIb30BATENEH B YNTAIILHOM 3aJ1€

5.12. Jlna oOcmy>KMBaHUsI TMONb30BaTelel B apxuBaxX JEHCTBYIOT UWTANbHBIN 3al,
MIPOCMOTPOBBIN 3aJI, KOMHATa MPOCITYIIMBaHUS (OHOTOKYMEHTOB CO CIEIHAIBHBIM 000pyI0BaHHEM
Uis pabOT C MUKPOKONMSIMM apXHUBHBIX JOKYMEHTOB, ayJIMOBHM3YalbHBIMH U 3JEKTPOHHBIMU
nokyMeHTaMu. Ilpu  OTCYTCTBMM  CHELMaNbHO  BBIJECJIEHHOTO IMOMEUIEHHsS — 00CIy>)KMUBaHHE
M0JIb30BaTese MPON3BOAUTCS B paboueii KOMHAaTe apXuBa 1101 KOHTPOJIEM COTPYJHHKA apXUBa.

[Topsimok paboTHI MOJB30BATENENH ¢ APXHUBHBIMHU JOKYMEHTaMH B YUTaJIbHOM 3alieé apXuBa, UX
IIpaBa ¥ 00513aHHOCTH ONPEAEIAI0TCS PaBUIaMH pabOThI MOJIb30BATENCH B YMTAIBHBIX 3a]aX apXUBOB
Poccuiickoit denepannu, yTBEpkKAaeMbIMH CHELMAIBHO YIOJHOMOYEHHBIM (heepaabHbIM OPraHOM
UCIIOJHUTENIBHOM BIAacTH B cdepe apXUBHOro Jesa. ApXuB 00s3aH O3HAKOMHTbH IOJIb30BaTesel ¢
3TUMH TpaBuiaMu. Mcxoast U3 KOHKpETHBIX BO3MOKHOCTEM OOCIyKMBaHMsI MOJIb30BaTENIEH, apXUB
MO>KET yCTaHABIUBATh OYEPEIHOCTb U BPEMsI IOCEIIECHNS MU YATAIBHOIO 3aJ1a.

B cioydasx XullleHMs WM TOBPEXACHMS IOJb30BaTENEM AapXHUBHBIX JOKYMEHTOB,
TEXHUYECKOTO 00OPYJIOBAaHUS U UMYIIECTBA apXUB 0OpaIlaeTcs C COOTBETCTBYIOLIUM 3asBICHUEM B
OpraH BHYTPEHHHUX JEJI M0 MECTY PAaCIOJIOKEHUs apXuBa, IPUHUMAET JAPYTHE MEPBI K BO3MEILECHHUIO
yuep0a B COOTBETCTBUU C 3aKOHOaTeNbCTBOM Poccuiickoit deneparum.

5.13. Tlo 3aka3aMm mOJb30BaTENIEd, C YYETOM TEXHUYECKHMX BO3MOXKHOCTEH apXuBa,
U3rOTaBIMBAIOTCS KOMUHU AapPXUBHBIX JOKYMEHTOB: KCEPOKOIMH, MHUKPOKOMHMH, (OTOOTIEUATKH,
KHHOKOITNH, BUJICOKOINH, KOTIMY ()OHOTOKYMEHTOB, a TAK)KE KOITMHU Ha AJICKTPOHHBIX HOCHUTEIISX.

He npousBoautcs komupoBaHue AOKyMeHTOB ApxuBHOro (onma Poccuiickoit ®deneparnumy,
HaXOJAIIMXCS B HEYIOBJIETBOPUTEIHHOM (PU3HMUECKOM COCTOSIHHUM.

KonupoBaHue apXxMBHBIX JOKYMEHTOB OI'pPAaHHYEHHOIO JOCTyIa (CEKPETHBIX M COAEPIKALIUX
KOH(HUIECHIINATBHY0 HHPOPMAIINIO) TIPOU3BOIAUTCS B YCTAHOBICHHOM IMOPSIKE.

[Topsimox BBIMOJIHEHMsI 3aKa30B Ha KOMHMPOBAHUE, B TOM 4HCIE OOBEMBI KONMHUPOBAHUS
apXWBHBIX JIOKYMEHTOB, HEOITyOJMKOBAHHBIX ONHCEH JeNl, IOKYMEHTOB, JAPYTHX AapXHUBHBIX
CIPAaBOYHO-TIOMCKOBBIX CPEACTB U 0a3 JaHHBIX, CTOUMOCTb U3TOTOBJIECHHUS KON U MOPSIOK PacyeToB
3a UX U3TOTOBJICHHUE OIPEACIIAIOTCSA PYKOBOJICTBOM apXHBa.

Ha xonuu apXuBHOrO JOKYMEHTA, H3TOTOBIEHHOW IO 3aKa3y IOJIb30BATENsl, apXUB YKa3bIBacT
apXMBHBIM MM(p ¥ HOMEpa JHCTOB €IUHMIBI XpAaHEHUs apXUBHOTO JToKyMeHTa. Ilpu odopmienun
KOIIMM PACCEKPEUYCHHOI0 apXMBHOIO JOKyMEHTA Ha JIMLEBOM CTOPOHE B IIPAaBOM BEPXHEM YIIIy
MIEPBOTO U TOCIEAHEr0 JIUCTAa KOMUU IMpocTasisieTcs mramn "Paccekpeueno". Ilpu HeoOxoaumocTu
JaHHBIA IOTAaMI IPOCTABIAETCS HA JIMLIEBOM CTOPOHE BCEX JHUCTOB KOIHMHM PACCEKPEYEHHOIO
ApXUBHOTO IOKyMEHTA.

Konuu apXuBHBIX JOKYMEHTOB BBIIAIOTCS IOJIB30BATENSAM, UX JOBEPEHHBIM JIMLAM WM MOTYT
OBITH BBICJIAHBI TI0 YKa3aHHBIM aJ[pecam.

VYder 3aka30B Ha KONHMPOBAaHUE BEJETCA HAa OYMaKHOM HOCHUTEJIE WJIM B aBTOMAaTU3UPOBAaHHOMN

dopme.

NunnmatueHOE HHGOPMHUPOBAHUE MTOTH30BATEIICH.
HOI[F OTOBKA BBLICTABOK U HVGHHKaUI/Iﬁ APXHUBHBIX TOKYMCHTOB

5.14. NaunmatuBHOE WH(POPMUPOBAHHWE TOCYAAPCTBEHHBIX OPraHOB, OPTraHOB MECTHOTO
CaMOYIIpaBJICHUA, OpFaHH3aL[I/II>'I n TrpaxxaaH OCYHICCTBIIACTCA IMyTeM HaIlrpaBJICHUA UM
MH(OPMALIMOHHBIX MUCEM WM IPYTHX MH(POPMAIIMOHHBIX JJOKYMEHTOB.

5.15. ApxuB opraHusyerT NOATOTOBKY M IIPOBEJEHHE BBICTABOK APXMBHBIX JIOKYMEHTOB
CaMOCTOSITENIbHO MJTU COBMECTHO C JPYTMMH apXHUBaMU U OPraHU3AIUSIMHU.

JUiss OATOTOBKM BBICTaBKH ApXHMBHBIX JOKYMEHTOB DPa3pabaThIBalOTCS TEMaTHUECKUH IUIaH
(KOHILIETIIIMA) U TEeMaTHKO-IKCIIO3UIIMOHHBIN MaH. Ha ocHOBe TemMaTWyeckoro IiaHa HpPOBOAMUTCS




BBISIBJICHHE W OTOOp apXWBHBIX JOKYMEHTOB, WIUTIOCTPATHBHBIX M WHBIX MaTepuaioB. B TemaTuko-
AKCIIO3UIIMOHHBIN TUTaH BKJIIOYAECTCS aHHOTUPOBAHHBIM MepedeHb OTOOPAHHBIX Ui SKCIIOHUPOBAHUS
ApPXUBHBIX JOKYMEHTOB, WUIIOCTPATHBHBIX ¥ HMHBIX MAaTEPHAJIOB, CHCTEMATH3UPOBAHHBIX B
COOTBETCTBHUH C paz/ielaMH BHICTABKHU C YKa3aHHEM UX Pa3MEpOB U MOPsSAKA pa3MENIeHHs Ha CTeHAaX
WIH B BUTpUHaX. Bce oToOpaHHbIE 17151 SKCTIOHMPOBAHUS apXUBHBIE TOKYMEHTHI U APYTHUE MaTepPHAaJIbI
aHHOTUpYIOTCA. K MHOSA3BIYHBIM MaTepuaniaM Mpu HE0OXOTUMOCTH JAaeTCs MEePeBO WM pa3BepHyTas
AQHHOTAINS COJCPKAHMUS.

OTBETCTBEHHBIMHU 332 COXPAHHOCTh APXUBHBIX JOKYMEHTOB SIBJISIFOTCSI OPTaHU3aTOPHI BBICTABKH.
ApXUB, TPEJCTABUBIIMIA apXWUBHBIC JOKYMEHTBHI JUJII BBICTAaBKH, OOCCIICUYMBACT KOHTPOJIhL 3a
coOmroaeHreM TpeOoBaHUI 0OecTieueHUs] COXPAaHHOCTH JOKYMEHTOB MPU SKCIIOHUPOBAHHH.

CtpaxoBaHue apXUBHBIX JOKYMEHTOB W O(OpPMIICHHE WX BPEMEHHOTO BBIBO3a 3a MPEIEIIbI
Poccuiickoit denepanuu Ajis SKCIOHUPOBAHUS MPOBOASTCS B YCTAHOBICHHOM TMOpSAKE (CM. TLIL.
2.11.14, 2.11.15).

5.16. Ilpu mnoaroToBke MyONUKAUKA AapXUBHBIX JIOKYMEHTOB apXUB pPYKOBOJCTBYETCS
HAyYHBIMH MMPaBUIAMH U3JIaHUS UCTOPUICCKHUX JOKYMEHTOB.

Tunsl (Hay4HbIN, HAYYHO-TIOMYJISIPHBIN U YueOHbIN) U BUABI (MOQOHIOBAs, TEMATHUECKAS UIIH
1p.) MyOJNMKAIii apXWBHBIX JOKYMEHTOB ONPEACISIOTCS WX ILEIEBBIM Ha3HAuYCHHEM, CICIU(PHKON
0TOOpa UCTOYHHUKOB, IPUEMOB M€PEIaut TEKCTa apXUBHBIX JOKYMEHTOB U cocTaBoM HCA k HUM.
DopMBbI Ty OITUKAIIIN APXUBHBIX JIOKYMEHTOB:

- medarHas: cepus, COOpHHK, anpOoM, OyKiIeT, IUIaKaT, MyOnMKamus B CpEeACTBaX MAacCOBOMU
nH(popMaLuu;

- MyOIWKaIlKs Ha TUIEHOYHBIX HOCUTENSX: MUKPODUIbM, MUKPO(UIIIA;

- QJIIEKTPOHHAS: TUTIEPTEKCT, MyJIbTHMENA, 0a3a JaHHBIX.

ApXHUB OCYIIECTBIISIET MEPONPHUATUS IO O0OECIEeYCHUI0 HAay4YHO-HCCIEAOBATEIbCKUX U
TEXHUYECKHUX MPOIECCOB MOJTOTOBKH JOKYMEHTAIBHBIX IMyOIuKanuid: GOpMHUPOBaHUE PEIAKITMOHHON
KOJUIETHH, KOJIJISKTUBA COCTaBUTENEH, COCTAaBIEHUE OPTaHH3AI[MOHHO-METOAMYECKUX IOKYMEHTOB,
3aKIII0YCHHE JIOTOBOPA C 3aMHTEPECOBAHHBIMH OPTaHU3ALUSAMHI U U3aTeIbCTBAMU H T.II.

[ToarotoBneHHass W OTPENAKTUPOBAHHAs PYKOMHCh TMPOXOJUT BHYTPEHHEE U BHEIIHEe
PEIeH3UpPOBaHUE M O0CYKIAeTCs HAYYHO-COBEIIATEIBHBIM OPTaHOM apXWBa, OOJIAJAIOIIUM TPAaBOM
PEKOMEHI0BATh €€ K U3AaHUIO.

Pykomuce cymWTaeTcss TOATOTOBJICHHOW, €CIM B COOTBETCTBHH C  YCTaHOBJICHHBIMHU
TpeOoBaHUSIMU AopaboTaHa MO 3aMEUaHUSM PEIEH3EHTOB M HTOraM OOCYXKICHHS M YTBEp)KIEHAa B
nevats. PyKOmMcH MeXapXWBHBIX HW3JaHHWN MPEICTABISIOTCS PEIKOJUIETHH Ha PAacCMOTpPEHHE W
YTBEPKACHHUE K U3/IaHUIO TOJIOBHOW OpraHU3aIfei.

C W3maTeNnbCTBOM 3aKIIOYAETCS JIOTOBOP, B KOTOPOM IPENyCMaTPHUBAIOTCS TIpaBa M
00s13aHHOCTH M3/IaTEIhCTBA U 3aKa3unKa (apXuBa).

5.17. ApXuB OCYIIECTBISIET y4Y€T HCIOJBb30BAHUS APXUBHBIX JIOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE WU B 3JIEKTPOHHOI QopMme.



IMPUJIO’KEHUA

(o6pazusl hopm)
[Ipunoxenue N 1
kmm. 2.11.5,2.11.7.2
(Ha3BaHUE apXMBa)
AKT YTBEPXIAIO
N Jupexrop
(mara) (Ha3BaHUE apXHBa)
0 HEUCITPABUMBIX MOBPEXKICHUIX [Toamnuck Pacmmdposka
JIOKYMEHTOB IO IITUCH
Jara
®Gouag N
Haspanue ponaa
B donae o6Hapy:xeHbI €IMHUILl XpaHEHUS, MPU3HAHHbIE HEUCTIPABUMO
MTOBPEIKICHHBIMHU
Homep omucu  Howmep en.xp.  3aroioBok Kpaiiane nater  Kon-Bo nmuctoB  CymHOCTb U
MOBPEKICHHON (Bpems MIPUYUHBI
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METpax)
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Htoro o6HapyKEeHO HEUCTIPABUMO MOBPEKICHHBIX el. Xp.

(b pamMu ¥ IPOIUCHIO)

3aBenyONIMi OTACIOM

(noamnuck, pacunppoBKa MOIHCH)

XpaHutenb GOHIOB

(noamnuck, pacunppoBKa MOIHCH)

HCpC‘II/ICJ'ICHHI)IG AOKYMCHTBI IOAJICKAT CIIMCAHUIO BBUIY

OKCIIEepTHI:

(HaMMEHOBaHUE OHKHOCTEH IKCIIEPTOB, MOANKMCH, pacimudpOBKa IMOAMKCEH, AaTa)
(N u mata mpukaza pPYKOBOJUTENS apXvWBa O CHITHU HEHUCIIPABUMO
MOBPEKACHHBIX aPXUBHBIX JOKYMEHTOB C y4eTa)
N3meHeHus B ydeTHbIE JOKYMEHThI BHECEHBI
HanmenoBanue

JOJKHOCTH
paOoTHHKA Ionmuce Pacmm¢poBka noanucu



JlaTa
dopMa aKTa O HEUCIIPAaBUMBIX MOBPEKICHUSAX JOKYMEHTOB

®opmart A4 (210 x 297)

[Ipunoxenue N 2
kmm. 2.11.5,3.7.2

(Ha3BaHUE apXMBa)

AKT YTBEPXIAIO
N Hupekrop
(mara) (Ha3BaHUE apXxMBa)
0 HEOOHapY>KEHUU IOKyMEHTOB, [Moamnuck Pacmmdponka
Iy TH PO3BICKA KOTOPBIX TTOIITACH
HCYepIaHbl Hara
@Goung N
B pesynbrate YCTaHOBJIEHO OTCYTCTBHE B (pOHIE

IIEPEYMCIICHHBIX HIKE JOKYMEHTOB. IIpeAanpuHATBIE apXWBOM MEphI IO
PO3BICKY IOJIOKUTEIBHBIX PE3yJIbTATOB HE 1A, B CBA3M C UEM CYUTAEM
BO3MOJKHBIM CHSATB C y4eTa:

----T T-----T T T T -

i N \Homep Homep,3aronosok Kpaiinue | Komnuectso |[Ipennonaraemsie
\TI/IT,ONACH | €/1. | €lI. Xp. | JaThl JIUCTOB (BpeMs, NPHUYUHBI |
L Xp. | | | 3By4aHHs, | OTCyTCTBHS |

|1 MeTpax) | |
S SN + + + +
20304 050 6 7 T
S SN + + + +

|

|

|

|

|

|

Uroro el Xp.
(TmudpaMu ¥ IPOTTHUCHIO)

ConmepkaHue YTpau€HHBIX MaTepHalloB MOXET OBbITh YaCTUYHO
BOCITIOJIHEHO CJIEAYIOIIMMHU JI€TIaAMU:

®dopma akTa 0 HeOOHAPY>)KEHUH TOKYMEHTOB,
MyTH PO3BICKA KOTOPBIX UCUEPIaHbI



®opmart A4 (210 x 297)

3aBenyIoUInii 0TAEI0M [Toanuce PacumdpoBka noanucu
3aBenyromuii xpanununiem  [loamuce Pacmmdposka moamucu
I';1aBHBIN XpaHUTEIND [Tognuce PacimmdpoBka noanucu

(N u gara mpuka3za pyKOBOJUTENS apXuBa O CHATHM C  ydeTa
HEOOHapYKEHHBIX TOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX UCUEPIIaHBbI)

V3MeHeHHs B yUeTHBIE JOKYMEHTHI BHECEHBI

HanmenoBanue

JOJKHOCTH

paboTHHKA [Toanuce Pacmm¢poska noanucu

Jarta

dopma akTa 0 HEOOHapyKEHUU JOKYMEHTOB,
MyTH PO3bICKAa KOTOPBIX UCUEpIIaHbl (IIPOJOHKEHUE)

[Ipunoxenue N 3
koo 2.11.8,2.11.10, 3.4.1,
3.5.6,3.7.13,5.5.1

JIMCT-3ABEPUTEJIb AEJIA

B nene moammrTo u npoHyMEpOBaHO JICTOB
(g paMu 1 TPONHUCHIO)
cN o N

B TOM YHCIIE:
JUTEPHBIE HOMEPA JINCTOB
IIPOITYLIEHHbIE HOMEpPA JINCTOB

+ JUCTOB BHYTPEHHEH Onucu

T 1
IO 6 | H |
{OcobeHHOCTH (PU3HUYECKOTO COCTOSIHUSA H | oMmepa JIUCTOB |
' dbopmupoBaHus J1ea | |

+ +

+ +

|

+

: ! 2
+

|

|



|

|

|

|
HanmenoBanue
JIOJDKHOCTU
paboTHHKA TToamuce PacmmmdpoBka noanucu
JlaTa

(DopMa JINCTA-3aBCPUTCIIA ACJ1a

®opmat A4 (210 x 297)

[Ipunoxenue N 4
km 2.11.10

(Ha3BaHUE apXMBa)
JINCT UCIIOJIb3OBAHUSA JOKYMEHTOB

®oun N Omuce N Heno N

3aro/jI0BoOK aeia

T T T T
Hara | Komy Beimano; Xapakrep Homepa |Iloamwmce nuna,
UCTONb-; (paMIIIUS, | UCIOJB30BAaHUS UCIOIB30- UCIOIH30BAB-
30BaHMsl] WHUIMAIBI | (KONMMpPOBaHME, |BAHHBIX |IIETO JEIO

|(pa300pUHBO) |BBIMHCKU, MPOCMOTPJIUCTOB |

| | Map) |
+ + + +
1, 2 | 3 4 05
+ + + +

CDopMa JIMCTA UCTIOJIb30BaHU NOKYMCHTOB

®opmar A4 (210 x 297)

IIpunoxenne N 5
kmm. 3.4.1,3.5.2,3.7.11

KHUT'A VUETA ITOCTYIIJIEHUM JIOKYMEHTOB



----T T T T T T T T T -

I N |[lara |HammenoBanue Hammenosa- Ha3Ba-I'oner Komn-Bo Kpatkas (Homep don- Tlpume-|
\T/ITIOCTYy - OpTaHu3alliy HUEe, HOMEp |HHE |JOKY- |e/. Xp. XapakTe- Ja, MPUCBO- YaHUS |

| JeHus | (bamwnus, W garta 10- (OHIA MEHTOB WM HE- PUCTUKA |€HHBIA MOC- | |
| | |

|

L | MHALMANBl [KyMEHTa, 0] |  |ONHUCaH- ,COCTOS- TyMHUBIIUM | |
Lo | mUIa), OT |KOTOPOMY | |  |HBIX JIO- HUS | IOKyMEHTam , |

L | KOTOpOH |MpUHATBI | | | KYMEHTOB, IO CITUCKY | |

o | IOCTYNIHIIN | IOKyMEHTBI | |  |(JTUCTOB), \bormOB ||

| || OKYMEHTBI | T T L

e - - S - - ot
r 20 3 0 4 0506, 7 08 7 9 110,

e - - S - - ot
(| | | | | | | | | |

[ | | | | | | | | |

[ | | | | | | | | |

(| | | | | | | | | |

(| | | | | | | | | |

[ | | | | | | | | |

Hrtoro moctymuiio 3a rof e Xp.

(mrdpaMu ¥ TIPOTIHCHIO)
(IIOKyMEHTOB, JINCTOB)

B TOM 4HClIe; <*>

HanmenoBanue
JIOJDKHOCTU
paboTHHKA IMoamuce PacmmdpoBka nmoanucu

<*>B o0mmx apxuBax JOIMyCKAeTCS BEICHUE CIWHON KHUTH ydeTa
MOCTYIUICHUH Ha JOKYMEHTHI BCEX BHJIOB C yKa3aHHEM UX 00bEMOB B
UTOTOBOU 3aIlMCH.

@opMa KHUTH y4eTa NOCTYIUIEHUM TOKYMEHTOB

®opmat A3 (420 x 297)

ITpunoxxenne N 6
kmm. 3.4.1,3.5.3,
3.7.1,3.7.11,3.7.123.7.1, 3.7.11, 3.7.12

CITMCOK ®OHOB
T T T T -
Homep |/lata nepBoroHa3panue ¢onma; OtmeTtka o | [Ipumevanus |
¢doHIa MOCTYNIICHHUS | | BBIOBITUH | |

1 2 4 3 | 4 5

|

|

|

|

+ + + + + +
| |

| |

+ + + + + +




Hroro na 01.01.... r. ¢donm0B
(urdpaMu 1 TPOMHUCHIO)
B T.Y. MOCTYTIHJIO 32 .. T. ¢doHI0B
(urdpaMu 1 TPOMHUCHIO)
BBIOBLIO 34 ........ r. (ounos
(urdpaMu 1 TPOMHUCHIO)

HanmenoBanue

JIOJDKHOCTU

paboTHHKa TToamuce PactmmmdpoBka noanucu
JlaTa

dopma cncka HoHI0B

®opmart A4 (297 x 210)

[Ipunoxenne N 7

k1. 3.4.1, 3.5.6,
3.7.13,5.5.1
YTBEPXJIEHO

[Iporokon MK (DD3K, IK)
(HauMeHOBaHUE

apXUBHOT'O OpraHa, apXxuBa, My3es,

OMOINOTEKN)

oT N
----T T T T T -
i N | denompousBoacT-,3aronoBok nena Kpaitaue Komunaecto, [ Ipumedanms,
\T1/T1;BEHHBIE WH/IEKCHI | | aThl | JHCTOB | |
| |HJIM HOMEpa TI0 | | | : |
| |cTapoii omucH | | ! : !
-+ + + + + +
b2 3 405 7 6
-+ + + + + +

B onuck BHECEHO

(rdpamMu ¥ IPOTHCHIO)

cN no N

p1(SA) |




CocTaBUTEND:

®opma onucu <*> nen MOCTOSHHOIO XpaHEHUs,
COCTaBJICHHOW B apXUBE

®opmart A4 (210 x 297)
HanmenoBanue
JOJKHOCTH
COCTaBUTENA ITognuce PacimmmdpoBka noanucu
Xpanurenb GOHIOB ITognuce PacimmdpoBka noanucu
3aBey oIl OTAEIOM
(apXHMBOXpaHUIIMILIEM) [Tonnuce Pacmm¢poBka nonnucu

JlaTa

dopma onucu <*> nea MOCTOSHHOIO XpaHEHUs,
COCTaBJIEHHOW B apXuBe (MPOI0JKEHUE)

®opmar A4 (210 x 297)

<*>K omucu CcOCTaBISAETCS TUTYJBHBIM JHCT B YCTAaHOBIECHHOM
MOPSIZIKE.

[Ipunoxenue N 8
kmm. 3.4.1, 3.5.6,
3.7.13,5.5.1

(HaMMEeHOBaHUE OPTaHU3AIIH )

YTBEPXIAIO
HanMeHnoBanue qOKHOCTH
@®oun N PYKOBOIMTEIS OpraHU3aluu
OIINCBb N ITonnuce PacmmgpoBka
MIOATIACU

JIeJ]I IOCTOSIHHOTO XPaHEeHUSI
3a rong Hara

—

| HasBanwue pasnena (CTpyKTypHOTO OJpa3/eICHUs] OpraHu3aluu) |

R VN, T T T +

| N [Uunekc,3aronoBok aenaKpaiinue natel Konuuectso |[Ipumevanus |

/1 | gena | | | JIUCTOB | |




S S — - - +

iz 3 4 0S5 6
oot + + +

B nanHbIl pa3aen onucu BHECEHO

en

(mrdpaMu ¥ TIPOTIHCHIO)
cN mo N

JUTEPHBIC HOMEPA:

, B TOM 4YHUCJIC:

MMPOIIYIICHHBIC HOMEpaA:

HanmeHoBaune qOKHOCTA IMoamnuce PacmmdpoBka moanucu

COCTaBUTECIIA OIIMCH

3aBenyIoUInii apXuBoM [Tognuce Pacumdposka noanucu
OpraHu3aluu
JlaTa
COI'NTACOBAHO YTBEPXIEHO
[Tporoxon LK (DK) [Ipotokon DIIK
(HaMeHOBaHUE (HaMeHOBaHUE
OpraHH3al1H) YIOJHOMOYEHHOI'O OpraHa

UCTIOJTHUTENEHON BIIACTH
B 00J1aCTH apXMBHOT'O Jena,
denepanbHOTO apXuBa)

oT N oT N
®dopma ro1oBOro pasjesia OnucH e
MOCTOSIHHOTO XPAaHEHUS OpraHU3aIluu
®opmar A4 (210 x 297)
[Tpunoxenue N 9
kmm. 3.7.1,3.7.2,
3.7.11,4.4.1,4.6,4.7
YTBEPXIAIO YTBEPXIAIO
(HauMeHOBaHUE JOIKHOCTH (HauMeHOBaHUE JOJIKHOCTH
PYKOBOJUTENS PYKOBOJUTENS
OpraHu3aIuu-CIaTIYNKA) OpraHU3aIU-TIPUEMIIINKA)

[Mogmuce PacmmdpoBka noamucu  Iloamues Pacmmdposka moanucu



Jlatra  Iledath Jlara  Ileudath

AKT
N

(mara)

pueMa-nepe1adu JOKyMEHTOB
Ha XpaHECHHE

(ocHOBaHMeE Mepeaayn)

(Ha3BaHue nepeaaBaemMoro GoHaa)

cIai,

(Ha3BaHUE OpPraHU3ALNUU-CAATYUKA)
a

MIPUHSIT

(Ha3BaHUE OpPraHU3ALMU-TIPUEMILIIKA)

AOKYMCHTBI Ha3BAHHOI'O (1)OH,Z[8. n Hay‘lHO—CHpaBO‘IHBIﬁ arrapar K HUM:

T T T T -
' N | Ha3Banue, Homep | KomnuectBo | KommuectBo [[Ipumeuanns |
m/m|  omucH | OK3EMIUISIPOB | €. Xp. | :
| | | | | |
| | | OnruCH | | |
+-—t + + + +
| | | | | |
| 1 | 2 | 3 | 4 | 5 |
+-—t + + + +
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |

Hroro npunsaTO

Ilepenauy npoussenu: [Ipuem nmpowussenu:

el Xp.

Jomxuocts [loanuces Pacmmdposka  JJomknocts Iloanucs Pacmmgposka

MOJIITUCH MOIUCH
JlaTa JlaTa

@onny npucBoeH N

W3meHeHus B y4eTHbIE JOKYMEHThI BHECEHBI
JloJKHOCTE ITonnuce Pacmm¢poBka nmonnucu
JlaTa

®opMa akTa npuema-nepesadyy J0KyMEeHTOB Ha XpaHEHHE

®opmart A4 (210 x 297)



[Tpunoxxenue N 10
kmm. 3.7.1,3.7.8,4.4.2

(Ha3BaHME apXUBa)

AKT YTBEPXIAIO
N Hupexrop
(mara) (Ha3BaHUE apXMBa)
npreMa Ha XpaHEHHE IOKyMEHTOB [Toamnuck Pacmmdposka
JTUYIHOTO TIPOUCXOXKICHUS MTOIITACH
Jara

Ha ocnoBanun permenus DIIK (OIIMK, 3D3K, 5K)
(mpoToKoJT OT N )
U IOTOBOpPA OT

caall

(®.1.0. cobcTBEeHHUKA/BIAACIIBIIA)
MIPHHSTHI IOKYMEHTBI

(o0O1mas xapakTepuCcTHKa IOKyMEHTOB)
B KOJINYECTBE el1. Xp. (YCIOBHBIX) JIOKYMEHTOB (JIUCTOB)
10 ApXUBHOM CAATOYHOM OIUCH

®onpay npucsoeH N

CoOcTBeHHHUK/BIIAEICL] [Tonnuce Pacmm¢poBka nognucu
(Hy>HO€ MOTYEPKHYTh)

HaumeHnoBanue nomkHOCTH [Moamuce Pacummdposka moanucu
paboTHHKA

HN3menenus B YUETHBIC NOKYMCHTEI 110 PE3YyJIbTaTaM OIIMCAaHHA BHCCCHBI

HaumeHoBaHue nOIKHOCTH TToamuce Pacmmdposka moanucu
paboTHHKA

dopma akTa npreMa Ha XpaHeHHE JOKYMEHTOB
JIMYHOTO MPOMCXOXKACHUS

dopmar A4 (210 x 297)

[Tpunoxenue N 11
k. 3.7.2,4.3.2

(Ha3BaHME apXUBa)



AKT YTBEPXIAIO

N Hupekrop
(mara) (Ha3BaHME apXUBa)
O BBIJCIICHUU K YHUUYTOXKECHUIO [Toanuce Pacumgposka
JIOKYMEHTOB, HE MOAJIEKAINX MIOJTINCHU
XPaHEHUIO Hara

K yHn4TOoXeHuto oroOpaHsl: JOKyMeHTHI poHma N

(na3Banue GoH/a)

Ha OCHOBAaHHU:

(CCI)IJ'IKI/I Ha HOPpMATHUBHO-MCTOANYCCKUC NTOKYMCHTLIL

JUISI TIPOBENIEHUS DKCIIEPTU3bI)

----T T T T T T -
I

I N | HazBanus |KpaitauneHomepa Homepa en. Kommuecto Ilpumeyanms,

/I Tpynm | JaThl |jOMHCEH | Xp. MO | €. Xp. | |

| |IOKyMEHTOB | | | omHCAM | | !

+-—+ + + + + + +
by 2 030405 76 0 T

+-—+ + + + + + +
[ | | | | | |

[ | | | | | |

[ | | | | | |

[ | | | | | |

[ | | | | | |

[ | | | | | |

Uroro el. Xp. 3a roJi(bl)

(undpamMu U TPOMHCHIO)

KomnuectBo ¢a. xXp., KpaﬁHHe AaTbl U KpaTKass XapaKTCPUCTHKA
JOKYMCHTOB, OCTAIOIINUXCA Ha XPAaHCHHUN

3aBey ol OTaeI0M

(apXUBOXpaHWIIUIIIEM ) [Toanuce Pacmdposka moanucu
HanmenoBanue

JOJKHOCTHU

paboTHHKA [Toanuce Pacmdposka moanucu

CDopMa aKTa O BBIJACIICHUHU K YHUYTOXKCHHUIO TOKYMCHTOB,
HC MMOJJICIKAIINX XPaHCHUIO

®opmart A4 (210 x 297)

JlOKyMEHTBI ciaHbl

(Ha3BaHME OpPraHU3AIINN)
Ha repepaboTKy Mo MPUEMO-CAATOYHON HAKIIaTHON N

(mara)




(moanuch XxpaHurenst POHIO0B)

N3menenus B YUCTHBIC JOKYMCHTHI BHCCCHBI

HanmenoBanue

JOJKHOCTH

paboTHHKA [Tonnuck Pacmm¢poska noanucu

YTBEPX/IEHO COT'JTIACOBAHO

[Tporokon DMK (3D3K, 3K) [IpoTtoxon DMK
(HaMMEHOBaHUE apXUBHOTO (Ha3BaHUE apXuBa)

Oprasa, apxuBa)
oT N oT N

®dopma aKkTa O BBIJICTICHUHN K YHUYTOXKEHUIO TOKYMEHTOB,
HE TOJIeKAIINX XPAaHEHHIO (TIPOIOJKEHHE )

[Ipunoxenue N 12

km 3.7.7
(Ha3BaHUE apXMBa)
AKT YTBEPXIAIO
N Hupekrop

(mara) (Ha3BaHME apXUBa)
0 pacceKpeunBaHUU [Tonnuce Pacumdposka
JTOKYMEHTOB ¢oHa N MOJTHUCH

Jara
Komuccust
(Ha3BaHME KOMHUCCHUN)
npoTokoa N ot 00.00.00 paccekperuia 10KyMeHThl poHma N
(ma3Banue GoH/A)

----T T T T T -

i N [Homep | KommuectBo Homepa en. Homepa en. xp.,Ilpume-|

\TI/IT,0NIICH | PACCEKPEUCHHBIX XP., PACCEK- PACCEKPEUCHHBIX YaHUS |

' | ed.Xp. |PEYCHHBIX MOJ-YaCTUYHO,C | |

|
[
IR T-meeeme +HOCTBIO <*> |yKa3aHUEM HOMeE-| |
| | |TOJ- |4aCTUYHO| IDOB JTUCTOB HE- | |
| | |HOCTBIO | : |DACCEKPECUYCHHBIX | |
R T T \TIOKyMEeHTOB | |
S - + + et
120304005 16 1T



S - + - e

Hroro paccekpedeHo el1. Xp. (TIOJTHOCTBIO)
(mrdpaMu ¥ TIPOTIHCHIO)

3a

(XpOHOJIOTHYECKHE PAMKH JIOKYMECHTOB)

el. Xp. (4acTH4YHO) 3a

(XpOHOJIOTUYECKUE PAMKH
JIOKYMEHTOB)

HaumenoBanue nomxHocty padotnuka [lognucs Pacmmdposka noamnucu

[TpuHATO HA OTKPHITOE XPAHECHUE ell. Xp.
(g paMu ¥ TIPOTIHCHIO)

B

(XpaHuuIe)
HaumenoBanue nomkHocT pabotauka [lomnucs Pacmmdpoka monmucu
Jarta
N3meHenus B y4eTHbIE JOKYMEHTBI BHECEHBI
HaumenoBanue nomkHocT pabotauka [lomnuce Pacmmdpoka monmucu

Jarta

<*> He nomyckaercs nepeyrcieHre HOMEpOB €J1. Xp. 4epe3 THpeE.
dopma aKTa 0 pacCeKpeUMBAHNU TOKYMEHTOB

dopmar A4 (210 x 297)

[Tpunoxenue N 13
k. 5.10, 5.11

(Ha3BaHUWE apXWBa)
Anpecat

(OYTOBBIN MHIIEKC, aJIpec,

tenedoH, gakc)

ApXxuvBHas ClipaBKa
N

(mara)



Ha N oT

PykoBoauTens opranuzanuu ITognuce PacumpoBka noanucu

OcHoBaHnue:

Hcnonaurens ITognuce PactmmpoBka moxmucu

Hcnomuaurens Ilonnuce Pacumdposka noanucu
[Teuats

dopma apXHBHOM CIIPABKU

®opmar A4 (210 x 297)



