Kommenmaputi FTAPAHTa
Cwm. epaghuydecKyro konur oguyuansHou nybrukayuu

Mpuka3s MuHucTepcTBa KynbTypbl U MAacCOBbIX KOMMYHUKauun P® ot 18 saHBaps
2007 r.N 19
"06 yTBepxaeHuun MNMpaBun opraHnsaymm XxpaHeHUs, KOMMNJIEKTOBaHUS, y4yeTa U
Mcnonb30BaHUA AOKyMeHTOB ApxusHoro ¢poHaa Poccumnckoun depnepaumm v gpyrux
apXMBHbIX AOKYMEHTOB B rOCyAlapCTBEHHbLIX U MyHULUNANbHbIX apXuBax, My3esx u
6ubnunoTtekax, opraHmsaumax Poccumnckonm akagemmm Hayk"
(c usmeHeHnsimmn ot 16 cpespans 2009 r.)

B cootBeTtcTBMM C nyHKTOM 2 Yactu 1 cTtaTtem 4, Yactn 5 ctatemn 14 deneparnbHOro
3akoHa oT 22 oktabps 2004 r. N 125-03 "O6 apxmBHom gene B Poccuinckon depepauymn”
(CobpaHnue 3akoHogaTenbctBa Poccunckon depepaummn, 2004, N 43, cT. 4169; 2006, N 50,
cT. 5280) npukasbiBato:

1. YTBepauTb npunaraembie [lpaBuna opraHM3aumm XpaHeHUsi, KOMMIEKTOBAHUA,
yyeTa U MCnosib3oBaHUa OAOKyMeHTOB ApxmBHOro oHga Poccunckon depepauum n gpyrmx
ApPXMBHbIX [OOKYMEHTOB B T[OCYOAPCTBEHHbIX W MyHAUMNANbHbIX apxuBax, My3esx W
BmnbnunoTekax, opraHnsaumsix Poccumnckom akagemmm Hayk.

2. KoHTponb 3a WCMNOMHEHMEM HAaCTOSILLEro npukasa BO3MNOXWUTb Ha 3aMeCTUTEnNs
Mwunuctpa .M. AmyHua.

MuHucTp A.C. Cokonos

3apeructpupoBaHo B MuHiocte P® 6 mapta 2007 r.
PerncrpauyunoHHsin N 9059

MpunoxeHune

MNMpaBuna
opraHuM3auumn XxpaHeHUs, KOMMNNEeKTOBaHUA, yyeTa U UCNOSIb30BaHUSA AOKYMEHTOB
ApxuBHoro doHaa Poccuinckon Penepaumm n Apyrux apxmBHbIX AOKYMEHTOB B
rocyaapcTBeHHbIX U MyHULIMNANbHbIX apxXuBax, My3esx u 6ubnumoTrekax,
opraHusaumsax Poccuinckon akagemMmmn Hayk
(yTB. npukazom MuHuctepcTBa KynbTypbl U MAaCCOBbIX KOMMYHUKauun P® ot 18
aHBapAa 2007 r. N 19)
(c usmeHeHnsimun ot 16 cpespans 2009 r.)

. O6wme nonoxeHus

1.1. HacTtoswme eguHble NpaBuna opraHn3aumm XxpaHeHu s, KOMMNIEKTOBaHUS, y4yeTa n
ncnonb3oBaHns AOKyMeHToB ApxmBHOro poHaa Poccuinckon degepaumm n opyrmx apxXmBHbIX
AOKYMEHTOB B TOCYAApCTBEHHbIX W MYyHMUMMANbHbIX apxvBax, My3esx W OGubnuoTekax,
opraHmsaumax Poccurckon akagemum Hayk (ganee - [lpaBuna) paspaboTaHbl B
cooTtBeTCcTBUM ¢ DenepanbHbiM 3akoHOM OT 22.10.2004 N 125-d3 "O6 apxuBHOM gene B
Poccunckon ®epepauumn" (CobpaHne 3akoHopatenoctBa Poccuinckon Pepepauun, 2004,
N 43, c1.4169) 1 pacnpoCTpaHAITCA Ha roCyAapCTBEHHblE U MyHUUMNANbHbIE apXuBbl,
My3en n 6ubnmotekn, opraHmsauum Poccuinckon akagemum Hayk (apxvB PAH, HaydHble
apxmBbl pernoHanbHbIX OTAENEHUA U HaydHbIX LeHTpoB PAH, HayyHo-OoTpacnesble WU
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MemopuanbHble apxuBbl PAH, ocyuwecTtensiowme nOCTOSAHHOE XpaHeHue [OKYMEHTOB
ApxusHoro ¢oHaa Poccuiickon depepaumn) (qanee - apxmbl), KOTOPble B COOTBETCTBUN C
3akoHogaTensctBom Poccuiickon ®depepaumn  OCYLLECTBNAIOT MOCTOAHHOE XpaHeHue
AokymeHToB ApxmBHOoro c¢oHga Poccunckon depepaumm, a Takke BPEMEHHOE XpaHeHue
APYrux apxXmBHbIX JOKYMEHTOB, NMPUHATLIX OT JIMKBUOMPOBAHHbLIX OPraHoOB rocyaapCTBEHHOM
BNacTW, MHbIX FOCy4apCTBEHHbIX OpraHoB (Oanee - rocyaapCTBEHHble OpraHbl), OpraHoB
MECTHOro camoyrnpasfeHus u opraHusaunin.

1.2. JokyMeHTbl ApxuBHoro doHga Poccuickon ®epnepauum - apxmBHble AOKYMEHTHI,
npoLlegLne 3KCnepTndy LEeHHOCTN JOKYMEHTOB, NOCTaBNEHHbIE HA rOCYAapCTBEHHbLIN Y4eT U
nognexawme noCToOAHHOMY XpPaHEHMIO.

1.3. [OKyMeHTbl MO NWYHOMY COCTaBy, a TaKkKe apXxvBHble [OOKYMEHTbl, CpPOKU
BPEMEHHOIO XpaHEHMUSsI KOTOPbIX HE UCTEKMN, OTHOCATCS K APYrMM apXMBHbIM JOKYMEHTAM.

1.4. TocynapCTBEHHbIE U MyHULMNAnbHble My3eun U Gubnuoteku, MyHuuunanbHble
apxmBbl PYKOBOACTBYIOTCSA HacToswmmu lNpaBunamm ¢ y4eToM CBOEro npaBoBOro craTtyca u
0COBEHHOCTEN AEATENBHOCTMU.

1.5. OpraHusauma xpaHeHusi, KOMNEKTOBAHNSA, y4eTa U UCNONb30BaHNSA JOKYMEHTOB
ApxuBHoro doHga Poccunckon depepaumm M Opyrux  apxmBHbIX  JOKYMEHTOB B
denepanbHbIX OpraHax WCMNOMHUTENbHOM BfacTU WM OpraHu3auusix, OCYLLECTBISIOLWMX
AenosutapHoe XxpaHeHue [JoKymMeHToB ApxuBHoro doHga Poccuickon degepauuu,
perynupyeTtcsa pyrmMm HOpMaTUBHbLIMU NPaBOBbLIMW aKTaMMU.

1.6. POpMbI YYETHbIX U UHbIX JOKYMEHTOB apXMBOB, YNOMWHAEMble B HACTOSLLMX
MpaBvnax wn OTCYTCTBYHOLUME B MNPUMOXKEHUAX K HMM, YCTaHaBnMBalTCA cneuuanbHO
YNONHOMOYEHHbIM hbeaeparnbHbIM OpraHoM WCMOMHUTENBLHOW Bnactu B cdpepe apXMBHOIO
aena.

Il. OpraHu3saumua xpaHeHMA AOKyMeHTOB ApxuBHoro doHaa Poccunckon Peanepauum n
APYrMX apXuBHbIX AOKYMEHTOB B apxvmBe

2.1. B apxuBe pokymeHTbl ApxusHoro doHga Poccuinckon ®depepauum n gpyrue
apXmMBHble [OOKYMEHTbl OPraHuM3ylTCsA MO WUCTOPUYECKM W/MNM  JIOTMYECKN CBA3AHHbBIM
COBOKYMHOCTAM - apxuBHbIM oHAam. 10 OTHOWEHWMI0 K HEKOTOpbIM BUAAM apXWMBHbIX
AOKYMEHTOB JonyckaeTcst ux HedpoHaoBasi opraHmsaums (cm. n. 2.10).

2.1.1. PasHOBMAHOCTAMM apXMBHOIo ooHOa SABAAOTCA:

apxmBHbIM OOHA rOCY4AapCTBEHHOrO OpraHa, opraHa MECTHOro camMoynpaBlieHus,
opraHusauumn, CoCTosAWMA 13 0Opa3oBaBLUMXCS B NpoLecce UX OesTenbHOCTU OOKYMEHTOB
ApxusHoro ¢oHaa Poccuiickon degepaumm n gpyrux apxmBHbIX JOKYMEHTOB;

00beanHEHHbI apXuBHbIM (POHA, COCTOAWMA U3 obpasoBaBLIMXCA B npouecce
AeATenbHOCTU OBYX MM Bonee opraHusauumn, a Takke rpaxgaH OOKYMEHTOB ApPXMBHOIO
doHaa Poccuiickon degepauumn n apyrnx apxXmeHbIX JOKYMEHTOB, MMEIOLLMX Mexay cobon
NCTOPUYECKN N/UNN NOTMYECKN 0OYCNOBIEHHbIE CBA3M;

apxmBHbIi  POHA JIMMHOTO MPOUCXOXOAEHUS (CeMbu, poda), COCTOAWMA U3
obpa3oBaBLUMXCS B MPOLECCEe XU3HW U OEATENIbHOCTUM OTAENbHOrO rpaaaHuHa, CeMbM,
poda apxMBHbIX [OOKYMEHTOB, BKMIOYEHHbIX B coctaB ApxuBHOro doHga Poccuiickon
depepauymn.

K apxuBHOMy poHOy nMpupaBHUBAETCA COBOKYMHOCTb OTAENbHbIX [OOKYMEHTOB
ApxmBHoro ¢oHga Poccuiickon ®depepauum M OpYrUX  apXMBHbIX  AOKYMEHTOB,
obpa3oBaBLIMXCA B [OEATENbHOCTM pasHbiX WCTOYHMKOB KOMIMJIEKTOBaHMUS apxuBa
(dboHpooOpasoBaTenen), OObLEAWHEHHbIX MO OAHOMY WM  HECKONbKAM  MpU3HaKam
(TemaTnyeckoMy, HOMMHaNbHOMY, OGBHEKTHOMY, aBTOPCKOMY, XPOHOMOrMYEeCKOMY U APYrnMm)



(banee - apxuBHaga Konnekums).

2.2. Tlo cTeneHn LeHHOCTU AOKymMeHTbl ApxuBHoro ¢doHaa Poccuiickon depepaumm
AENATCA Ha LeHHble, 0c060 LieHHbIE U YHUKAIbHbIE.

2.2.1. Bce oTHeceHHble Kk cocTtaBy ApxuHOoro coHga Poccuiickon degepaumm
AOKYMEHTbI BHE 3aBUCMMOCTU OT UX NPOUCXOXAEHNHA, BUOA HOCUTENS, CTENEHU CEKPETHOCTMU,
MecTa XpaHeHusi n popMbl COBCTBEHHOCTU ABMSAKOTCS LLEHHLIMWN.

2.2.2. B coctaBe ApxmBHoro ¢oHaa Poccuiickon depepaunn BbligenstotTcs 0cobo
LUEHHble [OOKYMEHTbl, WMELIME HENPEXOAdALLY KyNbTYPHO-UCTOPUYECKYID W  HaY4HYIO
LEHHOCTb, OCODBYl0 BaXHOCTb Anis obulectBa M rocygapcrBa M B OTHOLUEHMM KOTOPbIX
yCTaHaBnMBaeTCs 0COObIN PEXMM yyeTa, XpaHEHNSA N UCMONb30BaHWS.

2.2.3. B coctaBe 0co60 LEHHbIX AOKYMEHTOB BblAENATCA YHUKAIbHbIE JOKYMEHTbI,
He umetowme cebe nNogobHbIX NO copepXawencs B HUX MHGopMaumMm 1 (MnNn) nx BHELLHUM
npu3Hakam, HEBOCMNOSMHUMbIE TMpPU yTpaTe C TOYKM 3peHUs WX 3HayveHus un (unu)
aBTorpadgumyHocTn (cm. n. 3.7.4).

2.2.4. ApxuBHble [OOKYMEHTblI BPEMEHHOINo XpaHeHWud, uMeloumecs B COoCcTaBe
apxmBHbIX (POHAOB, B TOM YUCEe OT JIMKBUAMPOBAHHbLIX OpraHu3auuin, unv noctynuselLUME B
apxvBbl BCNeaCTBME 4pe3BblYalHbIX OOCTOATENbCTB, BbLIAENSIOTCA K YHUYTOXEHUIO B
yCTaHOBEHHOM nopsiake (cm. n. 5.3.2 #).

2.3. llo kaTeropusaM [OCTyrna apxuBHble [JOKYMEHTbl [ensTCA Ha OTKPbITble,
OrpaHMYEeHHOro A0CTyNa N Ha XpaHALWMECS Ha OCOBbIX YCIOBUSX OOCTYNA K HUM.

2.3.1. OTKpbITbIMU SBMSIOTCA BCE apXUBHble LOOKYMEHTbl, AOCTYM K KOTOpPbIM He
OorpaHMyeH B COOTBETCTBUM C MeXOyHapoaHbiMu fgoroBopamu Poccunckon ®epepauuu,
3akoHopaTtenbcTBoM Poccuinckon degepauuun, a Takke B COOTBETCTBUN C paCnopsiKEeHUEM
cobCTBEHHMKA WM  Bragenblua apXuBHbIX [OOKYMEHTOB, Haxo4AWMXCA B 4YaCTHOW
COOGCTBEHHOCTW.

2.3.2. K apxvBHbIM JOKYMEHTaM OrpaHM4YeHHOro 4oCcTyna OTHOCATCS:

apxmBHble [OOKYMEHTbl, coAepXalue CBedeHWsl, COCTaBrsowme rocygapCTBEHHYHO
TarHy Unn NHble oOXpaHsieMble 3akoHogaTenbCcTBOM Poccuiickon Pegepaumm TamHbl;

apxmBHble [OOKYMEHTbl, codepXawue cBedeHUs O JIMYHOW W CEeMENHOW TauHe
rpakgaHwHa, ero YacTHOM XU3HU, a TakKe CBeAeHMs, co3fatoLime yrpo3y ero 6e30nacHoCTy;

apXMBHble OOKYMEHTbl, COOCTBEHHMKN WNW BRagenblbl KOTOPbIX, nepegaBas Mx B
apxvB, yCTAHOBWNWN B JOrOBOPE YCrOBUA AOCTYNA K HUM U NX UCNONb30BaHUS.

JocTyn K yKasaHHbIM apXMBHbIM [OOKYMeHTaM [0 YTpaTbl UMW CEKPETHOCTU Wnn
KOH(pMOEHUMANbLHOCTM, a Takke WX WUCMOfb30BaHME OCYLIECTBASAOTCA B YCTAaHOBIEHHOM
nopsiake.

2.3.3. OrpaHunumBaeTca AOCTYN K MOASIMHHMKAM O0COB0 UEHHbIX, B TOM u4ucrne
YHUKanbHbIX OOKYMEHTOB, U K OOKymeHTam ApxuBHoro ¢poHaa Poccunckon depepauum,
NPU3HaHHLIM B NopsAgKe, yCTaHOBMEHHOM . 2.11.7.1 HacToawmx Npasun, HaxoaswWnMncs B
HeyaoBNeTBOPUTENBHOM PU3NYECKOM COCTOSHUN.

¢0|-|p,V|pOBa|-me APXUBHbLIX AOKYMEHTOB

24. Pabota no (oHanpoBaHuio (onpedeneHunto,  YyTOYHEHUIO  (POHOOBOW
NPUHAONEXHOCTM apXMBHbIX AOKYMEHTOB M XPOHOJIOMMYECKUX FPaHuL apXMBHbIX (POHAOOB)
OCYLLIECTBMNSAETCA B WCTOYHMKAX KOMMMEKTOBaHUSA apxmBoB (GoHOoobpasoBaTensx) B
npouecce oOpMMPOBaAHMUS Oefl Ha OCHOBE HOMEHKNnaTyp Aen n oTbopa OOKYMEHTOB Ans
nepedayM Ha XpaHeHMEe B apxvB, a TakKkKe B apxuBax - MpPU OMUCAHUM MNPUHATBIX
HeynopsaovYeHHbIMM  apXMBHbIX  JOKYMEHTOB, nepepaboTke  HeyaoBNeTBOPUTENbHO
COCTaBIIEHHbIX OMUCEW, MNpU CO3A4aHUM OOBbEAMHEHHBLIX apPXUBHbLIX (POHAOB U APXMBHBLIX
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KOnnekunn, ncnpaeneHnn owmbok hoHaNpOBaHMS.

24.1. OnpepgeneHve (OHOOBOM  MNPUHALNEXHOCTU  apXMBHbIX  OOKYMEHTOB
3aKn4vaeTca B OTHECEHMM  UX K apxuBHOMy  OHOY  COOTBETCTBYHOLLEro
doHgoobpasoBartens.

ApXuMBHblE [OKYMEHTbI, ABNAIOLWNECH BXOAALWMMU, OTHOCATCHA K apXUBHOMY poHAy
Toro choHgoobpasoBaTens, KOTOPbIA UX MNOYYUS.

ApXuBHblE OOKYMEHTbI, ABMASOLWNECH UCXOAAWNMU KOMUSAMKU (OTNyCKamu), OTHOCATCA
K apxmBHOMY dooHAy Toro ooHaoobpasoBaTens, KOTOPbIV SABASETCA UX aBTOPOM.

ApXUBHbIE JOKYMEHTbI BHYTPEHHErO 00OpaLleHna OTHOCATCA K apXMBHOMY (boHAY TOro
doHaoobpasoBaTens, B KOTOPOM OHU CO3aHbl.

2.4.2. B cnyyae peopraHuszauuu unu nNukBugauMmM opraHusaumm c nepegaden ee
YHKLUMA BHOBb CO34aHHON OpraHM3auumn 3aKkoOHYeHHbIEe NPOM3BOACTBOM Aera BKoYaloTCcs B
apxmvBHbIM POHA peopraHn3yeMon Unu NIMKBUOMPOBAHHOW OpraHu3auuun, a He3akOHYeHHble
aena, nepefaHHble M9 OKOHYaHUS MPOM3BOACTBOM  OpraHM3aunmn-npaBoONpPeEEMHUKY,
BKNKOYAOTCS B apXMBHbIN OOHA NOCNeaHEN.

N3 apxuBHOro coHaa NMUYHOIO MPOUCXOXOEHUS apXMBHbIE OOKYMEHTbI OpraHv3aumm
BbIOENATCA U NPUCOEOMHSAITCA K COOTBETCTBYHOLLEMY apXMBHOMY (OOHAY MpWU YCroBUM,
€CNn 3TOT apXMBHbIN (QOHA HAXOOUTCA Ha XPaHEHMM B LaHHOM apxXuBe M apXMBHblE
AOKYMEHTbl OpraHusaumm He CBA3aHbl C AEATENbHOCTbI0 rpaxaaHuHa, obpasoBaBLUero
apXMBHbIN (POHA NIMYHOrO NPOUCXOXAEeHUS. He noanexart BblAeNEHNI0 N3 apxXMBHOro oHaa
rpaXxgaHuHa - PyKOBOAUTENS M 4neHa COOTBETCTBYIOLMX OOLLECTBEHHbIX OpraHusaunm
apXmMBHble JOKYMEHTbI 3TUX 0OLECTBEHHbIX OpraHM3aLni.

243. EOWHBIA  apxXuBHbIN (POHO C apPXUBHbIMM [OOKYMEHTaMu opraHu3auuu
COCTaBnSAOT:

apXxmBHble JOKYMEHTbI NpeacTaBUTENbLCTB U PUManos;

apXmMBHble JOKYMEHTbI COBeLLaTeNbHbIX OPraHoOB, CO34aHHbIX NPU OpraHM3auuu;

apXxmBHble OOKYMEHTbl BPEMEHHbIX agMWHUCTPaUUN opraHuM3aumm, HaxoAadlewncs B
ctagmmn BaHKpPOTCTBA;

apXMBHble [OOKYMEHTbl CO3[aHHbIX MpUM OpraHnsaunm nNepBUYHbIX OOLLECTBEHHbIX
opraHumsaunn (3a wucknoveHnem opraHmsaumn KINCC u BJIKCM), cywecTtBoBaBWNX [0
NPUHATUA 3akoHogaTtenscTea Poccuiickon ®egepauunm 06 ob6LECTBEHHBIX 0O bEANHEHUSIX;

apXmMBHble JOKYMEHTbI NIMKBUOALMOHHON KOMUCCUM OpraHn3auum.

ApXuBHble OOKYMEHTbl 0OWecTBeHHON opraHusaumm (npocdpcoto3Hon u  ap.),
CYLLEeCTBYIOLWEN NpW OpraHu3aumMm C MOMEHTa perncrtpaumm 3ToM 0O EeCTBEHHOWN
opraHusauum B COOTBETCTBUM C 3akoHogaTenbcTBOM Poccunckon dPepepaumm 06
00LLEeCTBEHHbIX 0ObegMHEHUSAX, MPU UX MOCTYMSEHUN HA XpPaHEeHMEe B apXMB COCTaBNSAIOT
CaMOCTOATENbHbIA ~ apXMBHbIK  POHA UMW MPUCOEOMHSAIOTCA K apXMBHOMY  poHAY
COOTBETCTBYHOLLEN OpraHu3aumm, obpasyst 06beaUHEHHbIN apXMBHbIA POHA,.

2.5. O6beanHeHHbIN apxXnBHbIN OHS POPMUPYETCHA N3 apPXMBHBLIX 4OKYMEHTOB:

opraHvMsauunn, OgHOPOAHbIX MO LeneBoMy Ha3Ha4yeHMo U QYHKUNAM, AENCTBYIOLLNX Ha
onpeaeneHHon TepputTopuu;

PYKOBOASALLErO oOpraHa W MOOYMHEHHbIX €My OpraHu3auuni, LOEeWCTBYHOLWMX Ha
onpeaeneHHon TepputTopuu;

opraHusaunn, o6 beANHEHHbIX 00BHEKTOM OEATENBbHOCTY;

nocrnegoBaTeNlbHO  CMEHsIBLUMX — [Apyr  Apyra — opraHusauui, ecnu  pyHKuum
npeglwecTBEHHNKOB MOMHOCTLIO MM YacTUYHO nepedaBanncb U nepejarTes  UX
npeemMHuKam;

ABYX WnNn 0Gonee apxvmBHbIX (POHAOB JIMYHOMO MNPOMUCXOXAEHUS, €Cnu rpaxaaHe
cBsAi3aHbl Mexay cobon 6nm3knmmn poacTBEHHbIMKU, MPOCEeCCUOHanNbHbIMU, TBOPYECKUMU,
AEeNOBbIMUN OTHOLLUEHNAMM.
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2.6. ApxuMBHasi Konnekuusi rnocrtynaet B apxuB unn OpMUPYeTCs B apxuBe U3
OTAENbHbIX Pa3pPO3HEHHbLIX AapPXMBHbLIX [AOKYMEHTOB, WMEILWMX MNPU3HaAKM OOLLHOCTH.
NcTopnyeckn CnoxuslUasiCA apxvMBHaAsa KOMMEKUMs, MOCTynMBLUAA W3 OPYroro apxusa, OT
opraHuMsauun unm rpaxgaHmHa, nepeoHaMpPOBaHMI0 HE NOONEXUT.

2.7. ApxuBHble OOKYMEHTbI, C(POPMUPOBaAHHbLIE B apXUBHbIA (POHA, OObEeAMHEHHbIN
apXuBHbIM  (POHL WNU  apXUBHYI KOMNEKUuumo, nepedoHANPOBaHNIO He noasiexar.
[MepedoHamMpoBaHMe apXMBHbBIX JOKYMEHTOB OMNYCKaeTCs B UCKITOYUTENBHbIX Criydasix, npu
obHapy>xeHn oWnboK hoHOMPOBAHMS, 3aTPYLAHSOLLMX NOUCK apXUBHbBIX JOKYMEHTOB.

2.8. B 3aBucMmocTn OT BpemMeHn oOpas3oBaHWs U NPaBOBOro craTyca MCTOYHMKA
KomnnekTtoBaHus (poHaoobpasoBaTens) ero apxmBHble AOKYMEHTbI NMPUHMMAOTCS B apXuB
UM Kak MpoAOSPKaKLWAACA YacTb YXXe UMEIOLWErocs apxXuBHOro doHga, WM Kak HOBbIN
apXMBHbIN (boHA.

2.8.1. B cBsa3u ¢ npuHatnem KoHctutyuun Poccuinckon @enepaumm B 1993 roay:

2.8.1.1. HOBble apXuBHble POHAbI COCTABMSAT apXMBHbIE LOKYMEHTbI:

opraHoB 3akoHogaTenbHow Bnactu Poccuiickon degepauun n cybbektoB Poccumckon
depepaumm;

OpraHoB ucnonHuTenoHon Bnactu Poccunckon ®epepaumm n pecnybnmk B coctaBe
Poccuinckon ®egepaunu;

rnae (rybepHaTtopoB) kpaes, obnacten, aBTOHOMHbIX OKpyroB Poccuiickon ®egepauum
N NX agMUHUCTpaUun;

OTpacreBblX OpPraHoB WCMOMHUTENBbHOM BRacTu Kpaes, obnacten, MockBbl 1
CaHkT-leTepbypra, aBTOHOMHbIX OKpyroB Poccunckon depepaumm, ecnn ux 3agadm U
DYHKLUUN U3MEHUIUCD;

opraHoB cygebHon Bnactn Poccurckon ®epepaunu;

OpraHoB MEeCTHOro camMoyrnpaBneHus;

"eHepanbHOW NpokypaTtypbl Poccuiickon ®epepauuu;

CueTHoM nanatbl Poccuinckon denepauunu;

LlenTpanbHoro 6aHka Poccuinckon denepaumm (baHka Poccun);

LleHTpanbHoM un3buparenbHon komuccum Poccuiickon depepauumn, nsbupartenbHbiX
KOMMCCUI OpraHoOB rocyaapcTBEHHOM BnacTu cydbekToB Poccuiickon ®egepaumm.

HonyckaeTca dopmupoBaHne 0ObeOMHEHHbIX apXMBHbIX (OHOOB W3  apPXMBHbIX
AOKYMEHTOB n3bupartenbHbIX KOMUCCUIA MO BbIBOpam opraHoB MECTHOIO CamMOyrnpaBfeHuns;

2.8.1.2. eauHble apxmBHble (POHAbI COCTaBNAIOT apXMBHbIE JOKYMEHTbI:

OoTpacneBbIX YMNpaBfeHUN U OTLAENOB WCMNOSIKOMOB COBETOB HApOAHbLIX AenyTaToB
KpaeB, obnacrten, r. Mockebl n r. CaHkT-leTepbypra, aBTOHOMHbIX OKpyroB PCOCP un
COOTBETCTBYIOLLMX OTpaACfEBbIX OpPraHOB MWCMOSIHUTENBHOW BracTu Kpaes, obnacrten, T.
MockBbl n CaHkT-lNeTepbypra, aBTOHOMHbIX OKpyroB Poccunckon ®Pepepauumm, ecnm umx
3a4a4m N PyHKUMK ocTanucb 6e3 naMeHeHus;

opraHoB cygebHoun Bractu 1 NnpokypaTyp pecnybnuk, kpaes, obnacten, rr. MOCKBbI n
CaHkT-leTepbypra, aBTOHOMHbIX OKpPYroB, ropogos n panoHos PCOCP n cooTBeTCTBYOLLNX
opraHoB cygebHon BnactTu m npokypaTyp B pecnybnukax, kpasx, obnactax, r. Mockse u
r. CaHkt-lNeTepbypre, aBTOHOMHbIX OKpyrax Poccunckon ®Pegepaunn, MyHUUMNANBbHbBIX
panoHax 1 ropoaCcKNX oKpyrax;

npeacTaBUTENbHOIO n NCMNOMNHNTENBbHO-PACNOPSANTENBHOMO opraHoB
MYHULUUNANbHOIO NocesieHuns.

28.2. B cBasn c npeobpasoBaHMEM MyHULMNanbHbiXx obpasoBaHuMnM  (UX
obbeagnHeHneM, pasgeneHnem, a Takke W3MEeHeHMeM cTaTyca ropoACKOro MOCeneHus)
HOBble apXUBHble (POHAbLI COCTABNSAT apXMBHbIE LOKYMEHTbl CO34aHHbIX OPraHOB MECTHOrO
camoynpasneHus.

M3meHeHne rpaHuy, MyHUuunanbHbIX 0Bpa3oBaHUK He SIBMASIETCA OCHOBaHMEM ANS
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CO3[aHNsI HOBbIX apXMBHbIX (POHAOB U3 apXMBHbIX AOKYMEHTOB COOTBETCTBYHOLLNX OpPraHoB
MECTHOro camoynpaBneHus.

2.8.3. lpu peopraHmsauun opraHuM3aumm HOBble apXuBHble (POHObLI CO3JalTCH B
cny4vasx:

N3MEHEHUs LeneBoro HazHadeHus, Nnpodunnsa eaTenbHOCTN N (PYHKUMIA OpraHm3anmu;

npeobpasoBaHMsa opraHuMsaumMm ¢ M3MeHeHueM (PopMbl COBCTBEHHOCTU MMYyLLEeCTBa
opraHusauun (npueaTmsaums, akuMoOHMPOBaHWE, HaUMOHanM3aums u T.n.).

N3 apxuBHbIX [AOKYMEHTOB rOCyAapCTBEHHOM WM MYHULMNANbHOM OpraHusauuu,
noaseprwencs npeobpasoBaHMo C WM3MEHeHWeM ¢OopMbl COBCTBEHHOCTU MMyLLECTBA

opraHusauum, n apXMBHbIX OOKYMEHTOB BHOBb BO3HUKLUEN
opraHusauun(i)-npaBonpeemMHunka(oB) gonyckaetca  opmupoBaHme  06beaAMHEHHOrO
apXMBHOTO doHaa B cny4vae nepegayv apXMBHbIX OOKYMEHTOB

opraHusauuun(n)-npasonpeemMHnka(oB) B FOCYJapCTBEHHYKD UM MYHUUMNANbHYHO
COBCTBEHHOCTD.

2.8.4. He siBngeTca ocHOBaHWEM Ans CO34aHNA HOBOro apXmBHOro ooHaa:

paclMpeHne Unu CyxeHune TeppuTopuarbHbIX rpaHuL, OeATEeNbHOCTU MU (PyHKUMA
opraHusauuu;

BblAENeHne u3 opraHusauunm OOHOW WNU  HECKONbKMX HOBbIX OpraHusaumm cC
nepegayen UM oTAenbHbIX PYHKUMIA NEPBOM OpraHn3aLumu;

N3MEeHeHne MNOAYMHEHHOCTU OpraHu3auuun, ee CTPYKTYpbl, NepenMeHoBaHWe Wnm
BHeCeHMe U3MEHEHUN B Ha3BaHWe, He COMPOBOXAAlLWMNECcs U3MeHeHneM nepBoHaYasrbHbIX
YHKUUI;

CMeHa ydpeautens(en) opraHmsaumm 6e3 wnameHeHna opmbl COBCTBEHHOCTM
UMyLLLEeCTBa 3TOW OpraHM3aLmu.

2.8.5. ApxvBHble [OOKYMEHTbl OpraHusauuu, npekpaTuBLLUEN CBOK [OeATerlbHOCTb
BCNeaCcTBME NUKBMOALMM, B TOM 4YUCrE MO NPUYMHE YpesBbl4alHbIX OBCTOATENBLCTB WK
CTUXUMHBIX ©eacTBMWA, @ 3aTeM BOCCTAHOBMIEHHOM C TEMU Xe (YHKUUAMMK, COCTaBMAOT
€AVHbIN apXNBHbIN OHA.

2.8.6. XpOHOMOrM4yeckMmMu rpaHmLamMm apxuBHoro ooHaa siBnsoTCS:

apXxvMBHOro oHAa rocyaapCTBEHHOro OpraHa, opraHa MEeCTHOro camoyrpaBrieHus,
opraHuvsauuun - yctaHaBnMBaeMble Ha OCHOBE HOPMATUBHbLIX aKTOB ouumnanbHble AaTbl UX
obpasoBaHus (pernctpauun) n nuksngauun. NMpu HanMuMmM HeCKONbKUX HOPMAaTMBHbBIX aKTOB
3a paty obpasoBaHMA roCygapCTBEHHOrO OpraHa, opraHa MEeCTHOro caMoyrnpaBreHus,
opraHusauumn npyHMMaeTcsa aaTta Hanbonee paHHero U3 HuXx;

06begnMHEHHOro apxmBHOro doHaa - gaTtbl obpasoBaHusa (permctpaumm) Hambonee
paHHen u nuKBMgauMm Haumbonee no3gHeM Mno BPEMEHU AeATEeNbHOCTU OpraHu3aunn,
AOKYMEHTbI KOTOPbIX BOLLMM B COCTaB 06beAMHEHHOIO apXMBHOro (OOHAA;

apXMBHOro hoHAa NMMYHOTO NPOUCXOXAEHUS - AaTbl POXOEHUA U CMEPTU rpaXaaHuHa,
YNIeHOB CeMbW UNK poaa (Mo aHanormm ¢ 06beAMHEHHbIM apXMBHbIM (POHOOM);

apXMBHOW KOMNMeKuun - Aatbl CAMOro paHHEro 1 camoro NO3AHero AOKyMeHTa.

XpoHosormyeckme rpaHviubl apxvmBHOro doHga MOryT He coBnagatb C KpanHUMU
AaTamun COCTaBnSLWMX €ro apXmMBHbIX JOKYMEHTOB:

B (poHOe rocygapCTBEHHOro oOpraHa, oOpraHa MeCTHOro camoyrnpaBneHus,
opraHusauum - B CBS3M C BO3MOXHbIM OTCYTCTBMEM apXMBHbIX OOKYMEHTOB Ha4darbHOro
n/vnn 3aBepLuatoLero 3TanoB AeATeNbHOCTU roCyAapCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpasfeHns, opraHmsaunn, BKNIOYEHMEM B cocTaB oHAa 6onee paHHMX apXMBHbIX
AOKYMEHTOB, MepedaHHbIX AN 3aBeplleHus NPOU3BOACTBOM [ena npeawecTBeHHUKOM
rocyapCTBEHHOro opraHa, opraHa MeCcTHOro caMoyrnpaBneHus, OpraHn3aunu;

B pOHAE JIMYHOIO NPOUCXOXOEHMUS - 3a CHET JOKYMEHTOB, CBA3AHHbIX C OTKIIMKaMW Ha
CMepTb rpaxkaaHuHa, NpoBedeHNeM NamAaTHO-I0OMNENHbIX MEPONPUSATUI U Ap.



Opraﬂusauuﬂ AdAPXMUBHbLIX AOKYMEHTOB B npegenax apxmBHOro (*)OHAa

2.9. B npepenax apxuBHOro doHOa apXMBHble [OOKYMEHTbl OpPraHusyTcsa Mo
eauHMLaM XpaHeHus.

EQMHMUbI  XpaHeHWs  CUCTEMaTU3UPYKOTCA  COrflacHO CxXeme cuctemaTtusaumm
APXMBHbIX JOKYMEHTOB B apXUBHOM (hOHAE.

2.9.1. Cxema cuctematmsaummn apxmeBHbIX JOKYMEHTOB B apXMBHOM (boHAE sBNsieTcs
OCHOBaHMeM AN BHYTPEHHEW opraHu3aumm enuvHuL, XpaHeHWs apxuMBHOro oHaa wu
3aKpennsieTcs onucblo (oNnUcsiMn) aen, AOKYMEHTOB.

CuctemaTtmsauma eguHUL XpaHeHuUs B npegenax apxuBHoro ¢oHga no pasgenam
(nogpasgenam) cxembl cuctemaTudaumm npoBOAMTCA C YY4ETOM OAHOMO MM HECKOSbKUX
cnegyoLwmnx nNpU3HaKoB:

CTPYKTYpHOro (B COOTBETCTBUM C MNPUHAOMEXKHOCTBIO €OMHUL  XPaHEeHus K
CTPYKTYPHbIM NOApa3aeneHnsam);

XPOHOMorMyeckoro (Mo nepuogam wnM patam, K KOTOPbIM OTHOCATCA eOuHULbI
XpaHeHus);

YHKUMOHANbLHOIO, OTPacreBoro, TeMaTuyeckoro, NpegMeTHO-BONPOCHOMO (C y4eToM
PYHKUMA OpraHusauuu, TeM WnM BOMPOCOB, KOTOPbIX KacaeTCca coaepxaHue eanHuy,
XpaHeHus);

HOMUHanNbLHOro (No Aenonpov3BOACTBEHHOW popme - BuaaMm U pPasHOBUOHOCTSM
AOKYMEHTOB);

KOppecrnoHAeHTCKOro (No opraHusauuMsMm u nuuam, B pesyrnbTaTe nepenucku c
KOTopbIMM 06pa3oBanucb eANHULbI XpaHEHNUS);

reorpadguyeckoro (B COOTBETCTBUM C OonpeaerieHHbIMU TEPPUTOPUAMUN, HACENEHHbIMU
nyHKTaMn 1 Apyrumu reorpaduyecknmm obbekTtamn, C KOTOPbIMW CBA3AHO CoAepKaHue
AOKYMEHTOB, UX aBTOPbIl, KOPPECNOHAEHTHI);

aBTOPCKOro (MO Ha3BaHUAM OpraHu3aumin Unnu amunMsaMm nuu, KoTopble ABNSATCS
aBTOpaMu JOKYMEHTOB).

Mpn cuctemaTusaumm eguHUL, XpaHeHUs ayauvoBM3yasribHOM U 3MEKTPOHHOM
AOKYMEHTauUn SONOSTHUTENbHO NCNOMb3YTCA OOBEKTHBIN U hOPMATHbBIV NPU3HAKN.

EovMHMUbl XpaHeHus rpynnupyloTcs nocnegoBaTefibHO MO MpuU3Hakam, NpUMeHeHue
KOTOpbIX ABNseTca Hanbonee uenecoobpasHbiM ANd BCEX MU OTAENbHbIX FPYNN apXUBHbIX
AOKYMEHTOB apXxmBHOro coHaa.

[OKyMeHTbl NO NWYHOMY COCTaBy, a TaKkKe Hay4YHO-TEXHUYECKMEe [OOKYMEHTbl B
apxmBHbIX (POHOAX Hay4YHO-UCCnegoBaTENbCKUX OpraHuM3auun, pykonucu B magaTtenbcrsax,
ncrtopumn 6onesHen B MEAULMHCKNX OpraHn3aumnsax, aktbl NPOBEPOK B hOHAAX KOHTPOSIbHbIX
OpraHoB BbIAENATCA B 0CObble rpynnbl U CUCTEMATU3NPYOTCA 060COBNIEHHO.

ApXu1BHblE OOKYMEHTbl apXMBHOro poHaa ceMbun, poga CUCTEMATUNPYIOTCA BHavane
Nno oTAenbHbIM rpaxgaHam, OOKYMEHTbl KaXOoro rpaxgaHuHa - no pasfjeniaMm Cxembl
cucrtematusaumm. B apxvBHOM (OoHOE CeMbM Ha NepBOe MECTO BbIHOCATCA apXvMBHblE
AOKYMEHTbl Hambornee M3BECTHOrO rpakgaHuHa, 3aTeM - apXUBHblE [OOKYMEHTbl Yf1eHOB
cemMbn B nopsagke crterneHu poactea. B apxuBHOM poHAe poda apXuBHble LOKYMEHTbI
pacnonaralTca B nopsgke reHeanornvyeckon nocrneaoBaTefnbHOCTM, MNPUYEM apXMBHbIE
OOKYMEHTBI, OoTHOCcSLWMecCs KO BCEMY poay (reHeanoruyeckue Tabnuupl,
UMYLLIECTBEHHO-XO35IMCTBEHHbIE JOKYMEHTbI), MOMELLAOTCA B Havane.

EoMHMubl  XpaHeHusi,  BKMOYEHHblE B  OOBbEAMHEHHbIN  apXMBHbIM  GOOHA,
pacnonaralTca no 3Ha4YMMoCTU poHaoobpasoBaTenier, No XPOHOMOMMU UX CO34aHus, Mo
andgaBsuTy HasBaHuW. [na apxmBHbIX (POHAOB OOHOTUMHLIX OpraHusauurM MUCNosib3yeTcs



obLasa cxema cuctemaTmsaumu.

B npegenax apxuBHOWM  KOMMEKUUM  apxXMBHble  OOKYMEHTbl OOHOro BuAa
(pasHoOBMOHOCTN) rPyNNMPYIOTCA MO aBTOPCKOMY MPU3HAKYy C pacronoXeHueM rpynn eamHuy,
XpaHeHna B angaBuUTHOM MoOpsiAKe Ha3BaHWUW opraHu3auum unu gamunuin rpaxagaH. B
npegenax apxvBHOW KOMMEKUUW, CO3JaHHOW MO TemMaTUdeCKoMy MpU3HaKy, rpynnupoBka
apXMBHbIX AOKYMEHTOB NPOBOAMTCA MO TEMaM WM BOMPOCaM, PacrnofioXeHHbIM B nopsigke
NX 3HAYMMOCTU UNN XPOHOSIOTUMN.

B cooTBeTCcTBMM CO CXeMOW cucTeMaTM3auMm €AMHULbI XPaHEHUsI TPYNNUPYIOTCS B
cnegyowemM nopsagke:

eaVNHNLbI XPaHEHNSA OTHOCATCA K TOMY rogy, B KOTOPOM OHM HayaTbl NPOM3BOACTBOM
WS B KOTOPOM MOCTYNWUIN B A@HHYIO OpraHn3auuio (CTPyKTypHoe nogpasnenenune) ns gpyrom
opraHmsaummn (CTPYKTYPHOro nogpasgeneHus) onsa npogormkeHns Npon3BoLCTBa;

edVHNUbl XpaHEeHus, coepXallime nnaHbl, OT4yeTbl, CMEeTbl U MaTtepuarbl K HUM,
OTHOCATCS K TOMY rofy, Ha KOTOPbI UK 32 KOTOPbIA OHW COCTaBfEHbI, HE3aBUCMMO OT AaTbl
X COCTaBMNEeHUs; OONrOCPOYHbIE MiaHbl OTHOCATCA K HadanbHOMY rogy WX OeucTBus, a
OTYeTbI 3a 3TU oAbl - K NOCNeaHeMy rogy OTY4ETHOro Nepmoaa;

edVHNUbl XpaHeHusi, HayaTble MNpou3BOACTBOM B OOHOM noapasgeneHnn u
nepefjaHHole ONA  NPOAOIMKEHWA B Apyroe nogpasferieHMe, OTHOCATCA K TOMy
noapasgeneHunto, B KOTOPOM OHU Bbifiv 3aKOHYEHbI;

B Npegenax roga WM  XPOHOSIOMTMYECKOro nepuoda  eauHuLbl  XpaHeHus
pacrnonaraloTCa MO 3HAYUMOCTU (OYHKUMA opraHusauum (unv B nopsgke 3Ha4YnMMocTU n
NOrnM4yecKon B3anMoCBA3N BUOOB U Pa3HOBUMAHOCTEN AOKYMEHTOB);

eOVHULbl XpaHeHnd, npeacTtaBnstowme cobor NuMYHble gena, CMcTeMaTU3npyroTcs no
rogam yBoSibHEHUSA 1 andasuTy damMunuin.

pynnbl eguHUL XpaHeHuss B npefenax nocneaHux (3aBepluarolimx) CTyneHemn
cucTtemaTusaumm pacnpenensatoTcs No UxX 3HaYMMOCTU UIU XPOHOMOIUN.

HedoHaoBas opraHusauusa apxmBHbIX AOKYMEHTOB

2.10. HedpoHaoBasi opraHM3aumnsa apXuBHbIX JOKYMEHTOB - OpraHM3aumsa co3faHHbIX B
AEeATeNIbHOCTN PasfnUYHbIX MCTOYHWKOB KOMIMMEKTOBaHUSA ayaAnoBU3yarbHbIX [OOKYMEHTOB
(kMHO-, POTO-, POHO- M BUOEOAOKYMEHTOB) MO UX BUAAM, OAHOMY UIM HECKOMBbKUM BHELLIHUM
npuaHakam (UBETHOCTU, MaTtepuarny HocuTens nHgopmMauumn, ero gopmaTty, cUCTeMe 3anucu
3BYKOBOM MH(bopMaumm n ap.).

KWHOOOKYMEHTbl U BWOEOAOKYMEHTbl CUCTEMATU3UPYIOTCA MO BuAaM - (OUMNbMbI,
CMeLUBbINYCKN, KMHOXYPHAarbl, OTAENbHbIE KUHO- U TeNnectoXeTbl pasnuyHon LBeTHOCTU. Ha
KMHOOOKYMEHTbI U BUAEOA0OKYMEHTbI OnpeaeneHHoro Buga coctaBnseTcsa oTaensHas onuch.

POTOOOKYMEHTBI CUCTEMATU3NPYOTCA NO BMAaM - HEraTyBbl PasfnM4yHON LBETHOCTU U
pasMmepa; crnamgbl (Ouano3vTuBbl) pPasfiMYHOM LBETHOCTW; MNO3UTMBLI, (POTOOTNEYaTKy;
doToansbombl; anvadcdunbmbl. Ha ¢OTOAOKYMEHTbI OnpedenieHHoro Buaa COCTaBrseTcs
oTAenbHasa onuck.

POHOOOKYMEHTbI CUCTEMATU3NPYIOTCA NO BMAAM 3anncu 3BYKOBOW WHGOpMauumn -
dooHorpadmyeckasi, rpaMmmodOHHas, LWOPUHOMOHHAs, ONTUYECKasi, MarHUTHas, fasepHas.
Ha poHOO0oKYMEHTLI onpefeneHHoro Buga 3anmcu CocTaBnseTca oTaenbHas onuchb.

ONIEKTPOHHbIE [OKYMEHTbl CUCTEMAaTU3MPYTCA MO BuAaMm HocuTenen mHdopmaumm
(MarHUTHbIE NEHTLI, NTa3epHbIe U XXECTKUEe OUCKWU, KOMNAKT-AUCKW, OUCKETbI); BHYTPU BUOOB -
no dopmaTtamMm npeacraBneHus MHgopmMaumm U ganee - no xapakrepy 3adMKCUpOBaHHOWM
nHopmauum.
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O6GecneyeHne COXPaHHOCTU aPXUBHbIX JOKYMEHTOB

2.11. Komnnekc mMeponpuaTun no Co3gaHuUo HOPMATMBHbLIX YCIOBUK, COBMOAEHUI0
HOPMATUBHbBIX PEXUMOB W HaAnexallenm opraHvsaumm XpaHeHWst apXMBHbIX OOKYMEHTOB,
NCKITHOYaoLLMX UX XMLLEHME 1 yTpaTy n obecnevmBaromnx nogaepxaHme nx B HOpmanbHOM
dun3n4ecKoOM CoCTOsIHUK, obecneunBaeT COXPAHHOCTb apXMBHbIX AOKYMEHTOB B apXmBe.

O6ecneyvyeHne HOPMATUBHbIX YCIIOBUN XPaHeHUS apXUBHbIX AOKYMEHTOB

2.11.1. HopmaTunBHbI€ YCNOBUS XpaHEHUSI apXMBHbIX JOKYMEHTOB 06ecneyYnBatoTcs:

CTPOMTENLCTBOM, PEKOHCTPYKUNEN N PEMOHTOM 3[aHUI apXMBOB;

co3gaHueM  onTuMarnbHbIX  (HOPMATUBHBLIX)  MPOTUBOMOXAPHOIO,  OXPaHHOrO,
TemnepaTypHO-BNaXXHOCTHOIO, CBETOBOMO M CaHUTAPHO-TMIMEHNYECKOT0 PEXMMOB B 34aHUM
N NOMELLEHNAX apXmBa;

NPUMEHEeHNeM crneunanbHbIX CPeAcTB XpaHeHUs U nepemMelleHns  apXUBHbIX
AOKYMEHTOB (CTennaxwu, wkadbl, cendbl, KOPOOKKU, Nanku n gp.).

Tpe6GoBaHMA K 34aHUAM U MOMELLEHUSIM apXuBa

211.1.1. ApxuB pasmewaetca B  cneuuanbHO  MOCTPOEHHOM(bIX)  UIu
npucnocobneHHoM(bIX) ANA XpaHEHUA apXMBHbIX LOKYMEHTOB 34aHUU(AX) U OTAENbHbIX
NoMeLLEeHNAX 30aHus, yAaaneHHOM(bIX) OT OnacHbIX B MOXapHOM OTHOLUEHUN OGBLEKTOB
(HedTexpaHunuwa, 6GEH30KOMOHKM, aBTOCTOSIHKM, rapaxuv W T.M.) U NPOMbILSIEHHbIX
OOBHEKTOB, 3arpsA3HAOWMUX BO3OyX (arpeccuBHble rasbl, LEeMEeHTHad nbiib W T.0.).
[MpurogHOCTb MEeCTOPaCMONIOXEHUS apXxuBa OnpedenseTcs C y4eToM 3aKIYeHUn Criyxobl
NoXXapHOM OXpaHbl U CAHANUAEMCTaHLUMM O CTENEHUN 3arpsa3HEHHOCTN BO3ayXxa.

CTponTenbCTBO U PEKOHCTPYKUMS 3[4aHUS apxvBa Mpou3BOOATCA B COOTBETCTBUU C
HOPMAaTUBHLIMW NPaBOBbIMWU akTaMu, coaepkawmmm TpeboBaHns K 06bEKTAM TEXHUYECKOro
perynimpoBaHusi, W MNPOEKTHOW [OOKyMeHTauuen, CcornacoBaHHOM C COOTBETCTBYHOLLMM
YNONHOMOY€EHHbBIM OPraHOM UCMONHUTESTbHOW BlacTn B cdhepe apXuBHOro gena.

30aHne apxvmBa npecTtaBnseT cobon KOMMMEKC OCHOBHBIX W BCMOMOraTenbHbIX
nomeLLeHnn, NpeaHasHadYeHHbIX ANA BbINOSTHEHUSA 3a4adq apxmBa Mo XpaHeHuto, obpaboTke,
MCNONb30BaHMUIO apPXUBHbIX [AOKYMEHTOB W 3a4ay aAMUHUCTPaATMBHO-XO3SIMCTBEHHOIO,
TeXHMYeckoro, ObITOBOro xapakTepa, oOTBevawwmx TpeboBaHMsaM  pauMOHanNbHON
NIaHUPOBKM NOMELLEHUN.

Cocras, pacnonoxeHue, obopygoBaHne NoMeLEeHNN OCHOBHOIO Ha3HaYeHs1 OOSTKHbI
obecrneynBaTtb COXPAHHOCTb apXMBHbIX AOKYMEHTOB Ha BCeX yyacTkax paboTbl C HUMW,
cobntogeHne TpeboBaHUM TexHonormnm paboT, oxpaHbl Tpyaa, TEXHUKM ©Ge30nacHOCTU U
NPOM3BOACTBEHHOW CaHUTaApUX, a Takke paumoHarnbHOe B3auMoAdencTBuMe nogpasgeneHumn
apxmBa. K nomeLLeHnaM OCHOBHOIO Ha3Ha4YeHNA OTHOCATCA:

apXMBOXpaHUN1LLa;

paboyre nomeLLeHms paboTHUKOB apxmBa;

noMeLlleHna aOng npueMa M BPEMEHHOro XpaHeHWs, akknumaTusauun apXuBHbIX
AOKYMEHTOB;

nomeLleHna AN U3onauuun, Oe3nHMEeKUMM U Oe3NHCEKUUU MOPaXeHHbIX apXUBHbIX
AOKYMEHTOB;

nomeLleHnsa ansa obecnbinnBaHWs, nepenneTa n pectaBpaum apXmBHbIX JOKYMEHTOB;

noMeLLleHna Ars KONUpOBaHUS U pecTaBpauuuM apXUBHbIX [OOKYMEHTOB (MUKpPO-,



Kcepo-, bOoTOKONMpOBaHWs, oTopecTaBpaumm 1 T.Mn.), 06paboTKM NNEeHKU N npoBeaeHus
TEXHUYECKOro KOHTPONs ayaAnoBu3yarnbHbIX AOKYMEHTOB;

nomeLLEeHNsa Ansa XpaHeHNs y4eTHbIX 4OKYMEHTOB;

KOMMNNEeKC YutanbHOro 3ana (C yyactkamu Bbldayum gen U CnpaBOYHO-NMOUCKOBbLIX
CPeACTB, BPEMEHHBIM XPAHUMULLIEM);

Hay4YHO-cnpaBoyHas 6ubnunoTeka;

MEeTOOMNYECKUN KaOUHET;

BbICTaBOYHbIV 3an.

Pa3smelleHne apxuBa B NpMCNOCOGNEHHbIX 34aHUSX U MOMELLEHNSX NPOU3BOANTCA B
YCTaHOBMNEHHOM MOpsiAKe Mnocne npoBedeHUs UX 3KCNepTu3bl. JKCnepTusa ycTaHaBnuBaeT
CTerneHb OrHeCTOMKOCTM 3[4aHusi, AOSTOBEYHOCTb €ro OCHOBHbIX KOHCTPYKUWA U MPOYHOCTb
MEXITAXKHbBIX MEPEKPbITUA C Yy4EeTOM MNOTEHUMAmnbHbIX Harpy3ok, COCTOSIHWE MNOMeLLEeHU
34aHusa (NO3TaXHbIX, NOABanbHbIX, YepAadHbiX), HanM4YMe N COCTOSIHUE OTOMUTESNbHbLIX U
BEHTUMNAUMOHHBLIX CUCTEM. JKCrepTusa npoBoaUTCA NpeacTaBUTENSAMU apxmBa, NOXapHbIX,
OXPaHHbIX, CTPOUTESbHBIX, CAHUTAPHO-3ANNAEMUOSIOTMYECKMX U OPYrMX cneumanbHblX Cryx6.
Mo uToram akcnepTm3bl COCTaABNAETCH akKT.

He ponyckaeTcsa pasmMelleHne apxmBa B BETXMX CTPOEHUSX, OePEBAHHbIX MOCTPOMKaX,
3[0aHMAX C CbIPbIMW OCHOBHbIMW, MNOABaSfIbHbIMU, YE€pPAayHbIMU MOMELLEHUSMU, MNEYHbIM
OTONNEHNEM.

[MpegHasHayeHHble ANA  XpaHEeHUs  apXuBHbIX  JOKYMEHTOB  MNOMELEHUs B
NPUCNOCOBNEHHbIX 34aHMAX AOMKHbI ObITb N30NIMPOBaHbI OT OCTarlbHbIX NOMELLEHUIN 30aHUS.
He ponyckaeTcs pasmMelieHue apXvMBHbIX LOKYMEHTOB B MOMELLEHUAX 3[aHus, 3aHATOro
cnyx6amy 0BLWEeCTBEHHOrO NUTaHUA, NULIEBLIMA CKNagamu, OpraHuM3auusMu, XpaHAaWwmnMm
noXapoonacHbole W arpeccMBHble BeLleCcTBa WM MPUMEHSIOWUMU  MoXapoonacHble W
XUMUYECKME TEXHOMNOTUN.

Tpe6GoBaHUA K apXUBOXPaAHUNULLY

2.11.1.2. ApxmBoxpaHunuuie SOMMKHO BbITb MakcMmanbHO yaaneHo oT labopaTopHbIX,
NPOU3BOACTBEHHbLIX, ObITOBbIX MOMELIEHUA apxuBa W He WUMeTb OobWMx C HUMK
BEHTUNALMOHHBIX KaHanoB. ApXMBOXpaHUIvLLEe OTAenseTcd OT COCeAHUX MOMeLLEHNN
apxvBa HeCcropaeMbIiMW CTEHaMWU U NEPEKPbITUSMN C NpeaeriaMm OrHECTOMKOCTU HE MeHee
ABYX 4acoB. B apxuBoxpaHunuuie He ponyckaeTcs npoknagka Tpybd BOAoOCHaGXeHus u
KaHanusaumm, TexHonorn4yeckme nnn 6oiToBble BbIBOAbI BOADI.

Mpn npoekTMpoBaHUM pasMeLleHUs apxXuBOXpaHunuuia B crneyuanbHOM  Unn
npucnocobneHHoOM 3gaHun npegnodTeHve (Npu  paBHbIX TEMnoBbIX XapakTepucTukax)
OTAaeTCs NOMELLEHNAM C CEBEPHOM OpUEHTaUNEN OKOH.

MaTtepuanbl  MNOKPbITUA  CTEH, MNOMOB, MNOTOMKOB, BHYTPEHHEW apmatypbl
apXMBOXpPaHUnMLLa, NPMMEHSEMbIe NMPU U3roTOBAEHUM 060pyLOBaHUA U CPeACTB XpaHEHMUS
apXMBHbIX OOKYMEHTOB, He AOMMKHbI cobupaTtb Mblflb, OblTb €€ UCTOYHUKOM WNKU BbIAENSATb
arpeccuBHble XMMUYeCcKMe BeLecTBa.

ApxuBoxpaHunuLle OOMKHO UMETb €CTECTBEHHYHK WUIIN UCKYCCTBEHHYIO BEHTUIALMIO.
CuctemMbl  KOHOWLMOHUPOBAHWUS  OOMMKHbI  obecnevMBaTb PEUMPKYNAUMIO  BO3dyxa C
KpaTHOCTblO obmMeHa 2-3, cTabunbHOCTb TeMnepaTypHO-BIAXXHOCTHOMO pexuma, OYUCTKY
BO34yXa OT MbIfIM N arpeCcCuBHbIX NPUMECEN, a Takke OTBeYaTb COBPEMEHHbIM TpeboBaHNSAM
KOMMNAaKTHOCTU Y 3KOHOMWYHOCTMW.

BbicoTa apxvBoxpaHunumiLa 3aBUCUT OT TEXHONOMMYECKOro 06opyaoBaHUs, NPUHATOrO
ONA XpaHEHUs apxXMBHbIX [OOKYMEHTOB, HO He MeHee 2,25M [0 HM3a BbICTynaroLmnX
KOHCTPYKLWI U, Kak NpaBuno, He Bbille 4 M.



ApxuBOXpaHunNuwie LOMKHO UMETb YAOOHbIe BbIXOAbl K NUTamMm n NECTHUYHbIM
KneTkam.

He ponyckaeTcs xpaHeHne OHO-, BUAEO- U ANEKTPOHHbBIX AOKYMEHTOB Ha HOCUTENSX
C MarHuMTHbIM paboyMM cCrnoemMm B apXMBOXPAHWUIMLLE C MapasvTHbIMU MOCTOSAHHBIMU UMK
nepemMeHHbIMU MarHUTHBIMW NONAMKN HanNpsXXeHHOCTbIo 6onee 400 a/m.

ApPXMBOXpaHUIMLLE apPXMBHbIX AOKYMEHTOB Ha HUTPOOCHOBE (OMACHOW, roproyen)
TeppuTopuanbHO OTAENAETCA U U30NMPYEeTCa OT APYrMX apXuBOXpaHunuu,. B HuMXHen 30He
apXMBOXpaHUNMLLA apXUBHbIX OOKYMEHTOB Ha HUTPOOCHOBE MpefycMaTpuBaeTcs
AONOMNHUTENBbHANA BbITSHKKA BO34yXa.

HopmaTuBHbIe peXuMbl XpaHeHUs1 apXUBHbIX AOKYMEHTOB

MpoTUBONOXAapPHbLIN PEXUM

2.11.2.1. lNMpoTuBonoxapHbIN pexum B 30aHUU(AX), roe pasMellaeTcs apxus, U B
apXMBOXpaHUNMLLAX pernaMmeHTUpyeTca COOTBETCTBYHOLMMU HOPMAaTUBHLIMU MNPaBOBbIMU
aktamun Poccuinckon ®epepauumn B obnactm noxxapHon 6e3onacHocTu.

OXpaHHbIN pexum

2.11.2.2. OxpaHHbIi pexum apxuBa obecneymBaeTcss KOMMSEKCOM Mep o
obecnevyeHnto  MHXEHEPHO-TEXHUYECKOM  YKPEMNEHHOCTW,  0obOopyaoBaHUKO  34aHUS
(nomeweHns) apxuBa cpeacTBaMyv OXPaHHOW CUrHanuMsauuu, opraHusaumm nocta(os)
OXpaHbl, onevyaTbiBaHWIO MOMELLEHNA, COBMIOAEHNIO BHYTPUOOBHLEKTOBOrO M MPOMYCKHOro
PEXUMOB, XPaHEHUIO KNKOYEN OT CNYXeOHbIX MOMELLEHMN.

TpeboBaHus K apxvBoXpaHunuwaMm v OpyrMm MOMELLEHUsSIM apxuBa, B KOTOPbIX
XPaHATCS CEKPETHble apXMBHblE LOKYMEHTbl U NPOBOAATCA paboTbl C HUMW, YCTAHOBIEHDI
HOPMaTUBHBLIMX MNPAaBOBbIMM AOKYMEHTaMM MO oObecneyeHuto pexuma CeKpeTHOCTU B
Poccunckon ®enepaunn.

OpraHunsaumsi oxpaHbl apxuBa OCYLLECTBNAETCS B COOTBETCTBMM C TpeboBaHuAMMU
3aKoHodaTesbHbIX U MHbIX HOPMAaTUBHbLIX NPaBOBbIX akToB Poccuinckon degepauum, a Takke
MHCTpYKUMM O nopsiaKe OCYLLECTBEHUS OXPaHbl apXuBa, COrfacoBaHHOW B YCTAHOBNEHHOM
nopsgke C OCYLEeCTBNAWLWNMM OXpaHy apxmBa nogpasgernieHMemM U COOTBETCTBYHOLLMM
opraHom BHyTpeHHuX aen Poccunckon ®epepaunn.

OxpaHa apxuBa OCYLLECTBISIETCA Ha OCHOBaHUM [JOroBopa Mexay apxXvBOoM WU
COOTBETCTBYWOLMM  MoApas3feneHneM  oxpaHbl, B  KOTOPOM  MpegycMaTpuBaloTCs
oba3aTenbCcTBa CTOPOH MO OXpaHe apxuBa, COBMIOAEHMIO0 BHYTPMOOBHEKTOBOIO M NPONYCKHOMO
pexuMmoB, npegycMaTpuMBalroWmMX B TOM 4YUCIE OOCMOTPOBbLIE Meponpudatud. [lepeyeHb
nomeLleHnn apxmea, obopyayemblx CpeacTBamMu OXPaHHOW CUrHanusaumu, npuMeHsiemble
WHXXEHEPHO-TEXHUYECKME CpeacTBa, BWUA, YCNOBUA OXpaHbl M gucnokauusi NOCTOB
onpeaensTcsa YCroBUSIMU JOroBopa, UCXo4s U3 NPUHLUNOB HAgEeXHOCTU U 9KOHOMUYECKON
0DOCHOBAHHOCTU TapugoB, a Takke C Y4eTOM MOMOXEHUN MEXBEOOMCTBEHHOINO akTa
obcnenoBaHns apxvea u TpeboBaHU HOpMaTUBHBIX NpaBoBbIX akToB MB[] Poccun.

Obsa3aTenbHOMY OCHaLLEHUI0 CPpeacTBaMmn OXpPaHHOW CUrHanusauum u onevyatbiBaHUIO
nognexaT apxXmBOXpaHUnuLLa n NOMeLLEHNSA, B KOTOPbIX NOCTOAHHO NN BPEMEHHO XPaHATCSA
apXmMBHble OOKYMEHTbI, a Takke MaTepuanbHble LEHHOCTU, aBapuUnHbIe N 3anacHble BbIXObl
13 30aHNS apxuBa, OCHOBHOW BXO[ MNPy OTCYTCTBUWN KPYTrIOCYTOYHOrO NOCTa OXPaHbl.

OnevaTbiBaHMIO noanexar MeTannuyeckme wWkapbl U cendbl, roe BPEMEHHO



XPaHATCA BblAaHHbIE U3 apXMBOXPAaHUMULL, apXMBHbIE OOKYMEHTbl, YY4eTHble OOKYMEHTbI U
Hay4YHO-CNPaBOYHbIN annapaT, eCNN OHM HAaXO4ATCA B HeoneYaTbiBAEMbIX NOMELLEHNSAX.

ApxuBoxpaHunuia u apyrme rnomelleHus, rge rnoCToOAHHO UIM BPEMEHHO XPaHSATCA
apxvBHble  OOKYMeHTbl, obopyaylTcs  OBEPSIMM  C  MNOBbLILWEHHOW  TEXHUYECKON
YKPENNEHHOCTb MPOTMB BO3MOXHOIO B3flOMa, OCHAaLleHHbIMW 3aMKaMWu MOBbILLEHHOM
CEKPETHOCTMW.

Bce oksemnnapbl knioyYen (3a MCKNIOYEHUMEM OTHOCSALLMXCA K MOMELUEeHUsM, Ha
KOTOpble  pacnpoCTPaHATCA  cneuuarnbHble  TpeboBaHMS  peXxuma  CEKPETHOCTM)
YUMTBIBAKOTCA B XXypHarne pernctpauumn KniyYen K 3amMkam MOMeLLeHUM apxuBa, BeJeHue
KOTOPOro MprvKasoM pPyKOBOOUTENS apxvBa BO3faraetcs Ha OTBETCTBEHHOE AOSMKHOCTHOE
nmuo. B ykazaHHOM XXypHane oTMe4vaeTcs, y KOro 3 paboTHMKOB apXxmBa UMEKTCS Koum OT
KaXKgoro n3 nomeLLeHni, ¢ pacnmckon paboTHMKa B NONYyYEeHUM IK3eMNsipa Kno4a.

Ko Bcem nomelleHnam apxmBa, OCHaLLEHHbIM 3aMKaMW, AOMKHO OblTb HE MeHee OBYX
KOMIMMEKTOB KITOYEN, OANH U3 KOTOPbIX MOCTOAHHO HaxoanTCs B cnybe oxpaHbl apxmBa.

Mopsgok xpaHeHus Kntoden B pabodee n Hepaboyee Bpems, MOMyYEHUS KIHOYEN B
cnyxbe oxpaHbl, caadn KnYen n noMeLLeHnin nog OxpaHy yCTaHaBNMBAETCHA UHCTPYKUMEN
06 OXpaHHOM pexnme apxmsa, yTBEPXKOEHHON B YCTAHOBNEHHOM NOpPSAKeE.

ApxuBoxpaHunumLie B paboyee BpemMsi, €Cfiv B HEM He paboTatoT COTPYAHUKMN, AOSTDKHO
OblTb 3aKpbITO Ha KoY. Knoun oT apxmBoxpaHunuvwa B pabovee BpeMsaA HaxXoOOAaTcs y
3aBeayloLEero apxXMBoOXpaHUuLLEM NN nuua, ero 3aMeLLatoLLero.

B apxvBoxpaHunuvie mmerT npaBo LOCTyna 3aBeaylolwmin n paboTHUMKM AaHHOro
apXMBOXpaHUnLLA, a Takke PYKOBOAUTESb apXmBa U €ro 3aMecTUTENW, rMaBHbIN XpaHUTenb
doHgoB. CnMCOK nuy, MMeKLWMX NpaBo OCTyNa B apXuBOXpaHwunuuwie, oGHOBNSIEMbIN NO
Mepe HeobXxoaAMMOCTW, OOSMKEeH HaxoAMTbCA Ha MOCTy OxpaHbl. Bce gpyrme paboTHUKM
apxmBa [OMyCcKalTCA B apXMBOXPaHUIWLLE TOMbKO B COMNPOBOXAEHUW 3aBedyloLero
apxXMBOXpaHuUNuMEM WNKU  nuua, ero 3amewatowero. KMHble nuua agonyckawoTcs B
apXMBOXPaHUMULLE B WUCKITHOYMUTENBHbLIX Crlydasx TOSIbKO MO MUCbMEHHOMY paspeLueHnto
PYKOBOACTBA apxuBa 1 B COMPOBOXAEHUM 3aBEAYHOLLErO apXMBOXPaHUULLIEM UKW NULa, ero
3amMeLlaroLLero.

BblHOC M3 apxvBa apXuBHbIX AOKYMEHTOB, MaTepuasribHbIX LEHHOCTEN W  KHWUM
Hay4HO-CNpaBOYHOM OBUBNMOTEKN, a TakKe Hay4dHO-CMPaBOYHOrO annapaTta paspellaeTcs
TONbKO MO cneynanbHbIM NPOMNyckaMm, BblaBaeMbiM B YCTAHOBIIEHHOM MOpPSiAKe.

TemnepaTypHO-BNAaXXHOCTHbLIN PEXUM

2.11.2.3. B apxvBOXpaHUNuLLE apxXMBHbIX AOKYMEHTOB Ha OyMaKHOMW OCHOBE,
060pyaOBaHHOM CMCTEMaMM KOHAMLMOHMPOBAHUSA BO34yXa, NOAAEPKMBAETCS HOPMATUBHbIN
TemMnepaTypHO-BNaXHOCTHbIM pexnm: Temnepartypa 17-19°C, oTHocuTenbHas BRAXHOCTb
Bo3ayxa 50-55%.

TemnepaTypHO-BNaXXHOCTHbIE NapaMeTpbl BO3ayxa AN OONTOBPEMEHHOIO XpaHeHMUs
ayamoBu3yarnbHbIX W 3NEKTPOHHbIX OOKYMEHTOB [AOSPKHbl COOTBETCTBOBATb HOpMam,
npvBeaeHHbIM B Tabnuue:

1
Bug mDoKyMeHTa | Temnepatrypa, _C | OTHOCUTEJIbHAS BJIAXHOCTD
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B apxuBoxpaHunuuie c HeperynvpyembiM KNUMaToM [AOSDKHbl  OCYLLEeCTBNATLCA
MEpPONPUATUS NO ONTUMMU3AUMU TeMnepaTypHO-BNAXHOCTHOTO pexuma C MpUMEHEHUEM
ONTUMAasibHOIrO OTOMSIEHNS U NPOBETPUBAHUSA MOMELLEHUN, a TaKKe MeXaHU4YeCKux cpeacTts
yBMaXHeHUs Unn ocylleHus Bo3gyxa. Peskue konebaHus (Ce30HHble U B TeYeHWe OOHWUX
cyToK) Temnepatypbl (+-5°C) u oOTHOCuTenbHOM BnaxHocTn Bo3gyxa (+-10%) He
aonyckatTcs.

Mpn onNuTenbHOM HapyLleHuu TemnepaTypHO-BMaXXHOCTHOrO pexuma (OoT 3 CYTOK n
bonee), conNpoBOXOAKLWEMCH MOBbILLEHNEM OTHOCUTENBbHOW BNAXHOCTM BO3gyxa Ao
70-90%, npuHUMaKTCA Mepbl NO €ero Hopmanusauuu (MHTEHCMBHOE MpoBeTpUBaHUE,
OCYLLIEHME apXMBOXPaHMUMMLLA).

B nepuon TexHonormyeckon 06paboTkM apXMBHbIX AOKYMEHTOB [OMYyCKaeTCca MX
BPEMEHHOe  XpaHeHne (0O 2 MecsdueB) B MOMELWEHUMAX C  HeperynupyembiM
TemnepaTypHO-BMaXHOCTHbIM pexumoM npu  Temnepatype 20+-5°C u OTHOCUTENbHOM
BflaXXHOCTKU Bo3ayxa 50+-20%.

TeMnepaTypHO-BNaXXHOCTHbLIN ~ PEXWUM  KOHTPOSNMpPyeTCcs  NyTeM  perynspHoro
n3mepeHusa TemnepaTypbl U1 OTHOCUTENBHOW BIIAXXHOCTU KOMHATHOMO M HApY>XHOro Bo3ayxa B
OLHO M TO Xe BpeMs: B KOHOMUMOHUPYEMbIX NOMELLEeHUsAX - He pexe 1 pasa B Hefenw; B
apXMBOXpaHUIMLAX C HeperynupyembiM KnumaToMm - 2 pasa B Hedent; Mpu HapyLleHUax
pexuma - 1 pa3 B CyTKW.

[MokasaHNA KOHTPOSbHO-U3MEpPUTENbHBIX MPUOOPOB (UKCUPYIOTCA B CheumanbHbIX
PEerucTpauuoHHbIX XypHanax, B KOTOPbIX TakKe OTpaXarlTCA MpoBepka MNpaBuibHOCTU
nokasaHmm nNpnbopoB U Mepbl, NPUHATbLIE MO HOpManuM3auMm TemnepaTypHO-BNaXXHOCTHOMO
pexuma B crnyyasx ero HapyLleHus.

HomeHknatypa npuMeHAeMbIX KOHTPONbHO-U3MepUTENbHbIX NpUBOpPoB, a Takke
nopsgoK M3MEpPeHUs W pernctpaumm napameTpoB KOMHATHOMO W HapyXHOro BO3Adyxa
onpegensaiTcs AeACTBYOLWMMN HOPMATUBHBIMU U METOANYECKUMWN JOKYMEHTaMMU.

KoHTponbHO-n3meputenbHble Npubopbl MOHTUPYIOT HA O4HOM LUMTKE, pa3MeLLeHHOM
B rNaBHOM MNPOXOAE apXUBOXpPaHWNULIA Ha CcTennaxe, BOanu OT OTONUTESNbHbLIX U
BEHTUSALMOHHBIX CUCTEM (KOHTPOSNbHAA TOYKa), MO HOPMaM: NPy KOMHaATHOW CUCTEME - OfHa
KOHTPOSbHas ToYKa Ha KOMHATy, NPY MHOTOSIPYCHOW - OAHa Ha SpYyC.

CBeTOBOM peXum

2.11.2.4. XpaHeHne apxMBHbIX [OOKYMEHTOB OCYLLECTBMSETCA B TeMHoTe. JTO
obecneunBaeTCa XpaHEHMEM apxXMBHbIX OOKYMEHTOB B nepennetax, nankax, Kopobkax,
WwKadhax, Ha cTenna)xax 3akpbITOro Tuna, a Takke cobnogeHMem yCTaHOBIEHHOIO CBETOBOIO
pexuma.

OcselleHne B apxuBoxpaHunuuie MoxeT BbiTb €CTECTBEHHbIM UM UCKYCCTBEHHbIM;
apXMBHble OOKYMEHTbl MOryT pasmelaTbCad B MOMELLEHMAX C OKHamMn unm 6Ge3 OKOH.
PaamelueHne apxuBoxpaHmnuuia B NnoMeLLeHnsiX 6e3 OKOH A0NyCKaeTCcs Npu HanMymum B HEM
NCKYCCTBEHHOW WM €CTEeCTBEHHOMW BEHTUNAUMM BO34yXa C YCTAHOBNEHHOM KPaTHOCTbIO
BO34yX000OMeHa.

EcTecTBeHHOE OCBelleHWe B apXuBOXpaHUNULle O0MNycKaeTcs paccesiHHbIM CBETOM
npu ycrnoBuM NPUMEHEHNA Ha OKHax cBeTopaccemBaTesier, aBTOMAaTUYECKUX PEerynatopos
CBETOBOro noToka (crneumaribHbIX CTEKOM), 3alUTHbIX UIIbTPOB, Xarnw3n, LWTop,
HaHECEHHbIX Ha CTEKINO NOKPbITUA U T.1.

[ns WCKYCCTBEHHOrO OCBELLUEHUA B apXMBOXPAHWUIMULLE MNPUMEHAIOTCH Jlamnbl
HakanmeaHUs B 3aKpbITbIX MNadgoHax C rnagkon HapyXHOW MOBEPXHOCTLI. [lonyckaeTtcs
NPUMEHEHNE JIIOMUHECLIEHTHBIX JTaMn C Ype3aHHbIM YNbTpaguorieToBbiM y4acTKOM CrnekTpa



tuna J1b, JIXB, JITB. YpoBeHb OCBellEeHHOCTM B AnanasoHe BUAMMOrO CrekTpa He OO0SDKEH
npeBbIaTh: HA BEPTUKANbHOMW MOBEPXHOCTWN cTennaxa Ha BbicoTe 1 M oT nona - 20-50 nk,
Ha paboumnx ctonax - 100 nk.

3awmTta apxmBHbIX OOKYMEHTOB OT paspyluarlollero LEWCTBUA €CTECTBEHHOIMo U
NCKYCCTBEHHOIO CBETa OCYLLECTBMSETCA BO BCEX MOMELLEHMAX apxvBa nNpu nobbix Buaax
paboTbl C apXMBHLIMWU JOKYMEHTaMMW.

CaHUTapHO-TUrMeHNYEeCKUIN PeXxnm

2.11.2.5. ApxmBoxpaHunuiia n gpyrme noMeLLeHns apxmBa cogepxarcs B YNCTOTE U
nopsiake, UCKMYarLweM BO3MOXHOCTb NOABMNEHUSI HACEKOMbIX, FPbI3YHOB, NIECEHN U NbISN.

B apxumBoxpaHunuiie npoBOAATCA cCUCTEMaTMYeckas BnaxHasi ybopka, He pexe
OAHOro pasa B rog obecnbiniMBaHME MNbinecocaMmn CTeNmaxewn, wkadgos, CcpeacTB XpaHeHUs
(kopoboK, nanok, ynakoBoK). [1pyM 3TOM UOKOSIbHblE YacTW CTennaxew, nosbl, NANHTYCHI,
NOAOKOHHMKM NPOTMPAaOT BOAHbIMM pacTBOpPaMn aHTUCENTUKOB.

B apxmBoxpanunuiie 3anpewaetcs npedbiBaHWe B BEPXHEN oaexae, MOKpoW u
rpasHon obyBu, XpaHeHue nbbIX MNOCTOPOHHUX MPEAMETOB, WMCMNOMb30BaHME MULLEBbIX
NPOAYKTOB, a Takke KypeHue.

B apxuBoxpaHunuwe obecneumBaeTtcsa  cBobogHaA  UMPKynsSuMst  BO34yXa,
ucknovawwaa obpasoBaHMe HenpoBeTpMBaeMblX 30H YCTOMYMBOrO MUKpoknumarta. He
AonyckaeTcs  pasMelleHWe apXMBHbIX AOKYMEHTOB Ha nony, MOAOKOHHWKax, B
Hepa3o0bpaHHbIX KMnax.

OkHa B NMOMELLEHMSAX apxmnBa, OTKPbIBAIOLIMECS B TEMNOE BPEMS rofa, 3alluliarTcs
ceTkamun ¢ gnameTpom siyeek He bonee 0,5 mMm. 3awMTHBIMU ceTkamu O0BOPYAYHTCA TaKke
BEHTUMSUMOHHbIE OTBEPCTMS B CTEHax, NOTONKax, Mofax apxXMBOXPaHWNWLLA, HapyXHble
OTBEPCTMA BEHTUNALMNOHHbBIX CUCTEM.

C uenbto oBHapyXeHWa HaCeKOMbIX W MNECHEBbIX rPUOOB apXMBHbIE [OKYMEHTbI
(BbIDOPOYHO) M MOMELLEHNA apXMBOXPAHWUMWLLY, ABa pa3a B rod (B Hayane un rno OKOH4YaHum
OTONUTENBHOrO  Ce30Ha) noaBeprawTca  06A3aTENbHOMY  3HTOMOSIOrMYECKOMY U
MUKONorndeckoMmy ocmoTtpy. NMpu obHapyxeHun Guonornyecknx Bpegutenen NpuHUMaroTcs
HemegneHHble Mepbl Mo 006paboTke apXxMBHbIX [OOKYMEHTOB, CPeacTB  XpaHeHus,
apX1BOXpaHMNuLL,.

[na npoBeaeHns CaHUTapPHO-TUTIMEHNYECKUX PABOT NIAHUPYIOTCHA CaHUTapHbIE OHW.

O6opynoBaHue apxuBoxXpaHunuiia cpeacTBamMm XpaHeHus

2.11.3. ApxuBoxpaHunuwe obopyayeTcs CTauMOHapHbIMKU WU NepeasvXHbIMN
MeTannmyeckummn ctennaxamu. f[lonyckaetca akcnnyaTaums CyLecTBYOLWMX CTaunoHapPHbIX
OEPEBSAHHbIX CTennaxewn, HaxXOAAWMUXCA B HOPManbHOM CaHUTaApPHO-OMOMNOrnMYyeckom
COCTOSHUM U1 obBpaboTaHHbIX OrHesawuTHbIMW cocTaBamu. B apxuBoxpaHunuwie c
HOPMaTUBHbIM  TeMMNepaTypHO-BIIAXXHOCTHLIM  PEXMMOM  JornyckaeTcss  NpUMeHeHue
nepeaBwXkHbiX — MeTannuyecknx crennaxen. B kadecTBe BCNomMoraTesribHOro  Unu
crneumanbHoro obopyaoBaHWst MOrYT WCMNONb30BaTbCA MeTannuyeckne wkadbl, cendbl,
WwKagbl-CTENNaXW, a Takke CcTauMoHapHble OTCekM-60KCbl C  MeTannnyeckumu
neperopoakamMu 1 rnosrikamu.

KMHOOOKYMEHTBI, PYNOHHbIE MUKPOMUIbMbl XPaHATCA B TOPU3OHTANIbHOM MOSIOXEHUU
B MeTanfIM4ecknx Wnm nracTMKoBbIX KOpobkax Ha ctennaxax Tuna "enodyka" nubo Ha
CTauMoHapHbIX cTennaxax. KNHOAOKYMEHTbI Ha Heroptoven TpuaLeTaTtHOM OCHOBE XpaHATCS
B HEMMOTHO 3aKpbiBalOLMXCA METanfIMYeCKMX UM MAacTUKOBbLIX C OTBEPCTUSAMM KOpOOKax



ANa  nNpefoTBpalleHMs  CKannvMBaHUS BHYTPW  KOPOOKM MapoOB  YKCYCHOW  KUCNOTHI,
BblAEeNS€MbIX OCHOBOW KMHOMMEHKM.

BnoeonokyMeHTbl XpaHATCA B BEPTMKANIbHOM MOSOXEHUN B 3aBOACKOM YNaKOBKe.

He ponyckaeTca XpaHeHWe apXMBHbIX OOKYMEHTOB Ha HOCUTENAX C MarHUTHbIM
paboymm cnoem Ha (eppoMarHMTHbIX METANNMYECKNX CTenna)ax; cTanbHble CTennaxm
MOryT OblTb MCMOMb30BaHbl B  WUCKMOYUTESNbHLIX CRyyasx, TOMbKO MNpu  YCroBun
pasMarHM4YMBaHUA M 3aMblKaHUS KOHTYPOB CTennaxa (CoeanHeHne MeTanfnyeckmx YacTtemn
cTennaxa anekTponpoBoaoM N nx aPPEKTUBHOE 3a3EMIIEHNE).

B apxuBoxpaHMnuile ¢ eCTECTBEHHbIM OCBELLEHMEM CTENMaXn U WKadbl OTKPLITOrO
TMNa YCTaHaBMMBAKOTCA MNEPNEHOUKYNAPHO CTeHaM C  OKOHHbIMM  npoemamu. B
apxvBoxpaHunuue 6e3 OKOH CTennaxu W WwKkadbl YCTaHaBNMBAKOTCA C  y4EeTOM
0COBEHHOCTEN MOMELLEHUS, KOHCTPYKUMM OBOpyaoBaHWA M HOPM €ero pasmeuieHusi. He
AonyckaeTcs pasMelleHne cTennaxen, wkadgoB n gpyroro obopynoBaHusa Ans XpaHeHus
ApPXMBHbIX JOKYMEHTOB BMNSIOTHYIO K HAPYXXHbIM CTEHAM 34aHUSA N K UICTOYHUKaM Tenna.

CraunoHapHble CcTennaxum W LwKadgbl yCTaHaBnMBalOTCA B apXMBOXpaHUNULAxX C
cobnogeHnem crneayroLmx HopMm:

paccTosiHue Mexay psgamu ctennaxen (rnasHbii npoxoa) - 120 cwm;

paccTosiHue (NPOoXoA) Mexay cTennaxamu - 75 cwm;

paccTosiHMe MeXAy HapyXHOW CTEHOM 30aHua 1 cTennaxamu, napannefnbHbiMu
CTeHe, - 75 cwm;

paccTosiHue Mexay CTEHOM M TOPLOM CcTennaxa unum wkada (o6xoa) - 45 cwm;

pacCcTosiHME Mexay NOSIOM U HKHEW NONKOW ctennaxa (wkadga) - He meHee 15 cwm, B
LIOKONbHbIX 3Taxax - He meHee 30 cm.

PacctosaHua  (npoxogbl) pgna  obopyaoBaHWa € BbIOBWXKHBIMW  SiLLMKaMWU
paccuyMTbIBalOTCA MO crneumanbHbIM HOpMaM € y4eToM Tunopasmepa obopynoBaHuS.

ApXMBHblE [OOKYMEHTbl Ha OyMaXkHOW OCHOBe pas3MeLLlalTCs Ha CcTennaxax, B
MEeTanMyeckmx LwKadgax ropm3oHTanbHO WM BepTUKaNbHO B KOpoBkax wnu Jpyrux
nepBUYHbIX CpeacTBax XpaHeHus (nankax, ytnapax u 1.n.).

Kaxxgasa eaguvHvua XpaHeHus ayamoBM3yanbHOMO WM SMEKTPOHHOTO  LOKYMEHTa
yKnagblBaeTcsi B HErepMeTudHyr WHAMBMAYarbHYH YnakoBky. [1pyM 3TOM AOMKHO ObiTb
NCKITIOYEeHO cBOHOOHOE NepeMeLLEHNE apXMBHOIO JOKYMEHTa BHYTPU YNAKOBKMU.

OpraHusauma XxpaHeHUs1 apXUBHbIX AOKYMEHTOB B apXMBOXpPaHUIMLLe

2.11.4. OpraHusdaumsi XpaHeHUa apXuBHbIX [OOKYMEHTOB B apxXmBoXpaHunuwie -
cucTemMa MepornpuaTUi, BKOYaKLWaa paunoHanbHOe pasmelleHne apXuBHbIX JOKYMEHTOB,
KOHTPOSIb 3a MX [OBWXEHWEM U (PU3NYECKMM COCTOSIHUEM, KOMUPOBAHUE apXMBHbIX
AOKYMEHTOB C Liefibio CO3[aHusa CTpaxoBoro hoHaa u hoHaa nonb3oBaHUSA, BOCCTaHOBMNEHME
(pectaBpaumio) nepBoHavasnbHbIX UK GnM3KMX K nNepBOHaYanbHbiM CBOWCTB W BHELLHMX
NPU3HAKOB apXUBHbIX JOKYMEHTOB, MOABEPTLUNXCA NOBPEXOEHNIO NMOO paspyLUEHUtO.

OOwue TpeboOBaHMSA K pa3MeLLeHU0 apXUBHbIX JOKYMEHTOB

2.11.4.1. ApxvBHble [OKYMEHTbl B apXMBOXpPaHWIMLLE pacnonaralTca B NOpsiake,
obecneynBaroLLeM NX KOMMNSEKCHbIE Y4ET U XpaHEHME, a TakkKe onepaTuBHbIN MOMUCK.

Mopsgok pacnosnoxeHus apxuBHbix (QOHAOB B apxuvBe onpegenseTrcs nnaHom
(cxemon) wux pasmeLleHus, yTBepXOgaeMbiM pykoBoauTenem apxuea. [lnaH (cxema)
npegycMmaTpmuBaeT pacnpegernieHne apxXmBHbIX POHOOB MO apXMBOXPAHUNULLY C yKasdaHueM
npy HeOBXOOUMOCTN X HOMEPOB MO KaXKAOMY CTennaxy apxmBoxpaHunuuwa. naH (cxema)



HaxoaunTcda B noAapasfgeneHunn, ocyulecTBridiowemMm ydeT OOKYMEHTOB apxuea, Unm 'y
pa6OTHVIKa, OTBETCTBEHHOIo 3a Yy4yeT, a CcooTBeTCTBylouime ero pasgeiibl - B
apxmBoxpaHunuiie.

Pa3smelyeHmne apxXmMBHbIX JOKYMEHTOB 060C0O6NEeHHOro XxpaHeHus

2.11.4.1.1. O6ocobneHHOMY XpaHEHMIO NoanexaT cneayowmne apxmBHble JOKYMEHTbI:
CEKpeTHble; YHUKanbHbIE; UMetoLme B OOPMNEHNN UK NPUMNOXKEHUN K HUM AparoueHHble
MeTanfbl M KaMHW; Ha HUTPOOCHOBE; MOPaXeHHble ONoNorMYeckuMn BpeanTeENSaMN;
nepedaHHble No JOroBOpPY Ha XpaHeHWe B apXMB W He OTHECEHHble K cocTaBy ApPXMBHOMO
doHaa Poccunckon depepauuu.

MecTo pacnonoxeHusa u nnowaab, Bblaendemas Ans pasMelleHns apXmMBHbIX
AOKYMEHTOB 0060COBMEHHOr0 XpaHeHus, OnpefensitoTCa apxvMBOM, MCXOOA W3 pearnbHbIX
BO3MOXHOCTEWN N NEPCNEKTUBHbLIX 0OBbEMOB KOMMNMEKTOBAHUSA apXuBa.

Pa3smelleHne cekpeTHbIX apXMBHbIX JOKYMEHTOB OCYLLECTBISETCA B COOTBETCTBUM C
TpeboBaHNAMN HOPMATUBHBIX [OOKYMEHTOB MO OBecneyvyeHuo pexumma CeKpeTHOCTU B
Poccunckon ®enepaunn.

BpemeHHOe COBMeCTHOE XpaHeHWe CeKpeTHbIX W pacCeKpeYeHHbIXx fen B
apXMBOXPaHUMULLIE CEKPETHbIX apXMBHbLIX AOKYMEHTOB [OMycKaeTCsd B WUCKIOYUTENbHbIX
crny4asix npu OTCyTCTBUM CBOBOAHLIX Nrowagen Ans pasMeLLeHns pacCekpeyeHHbIx aen.

YHuKanbHble OOKYMEHTbl U apXMBHble OOKYMEHTbl, Umerwme B OopMMAeHnn wunu
NPUNOXEHUN K HUM AparoueHHble MeTanfbl U KaMHW, M3bIMalTCs M3 CoCTaBa apXUBHbIX
oHOOB M nognexaTr cenpoBOMY XpaHeHuo. Ha MecTo M3BbATOro apXuBHOIO OOKYMEHTa
BKMNaAblBaeTcs KapTa-3aMecTUTesnb U Npu HeobXoAMMOCTU KOMUS apXMBHOMO JOKYMEHTA.

AyonoBusyarnbHble W 3NEKTPOHHblE OOKYMEHTbl XpaHATCA B 060CO6GMEHHbIX
NOMeLLEHNAX B 3aBUCMMOCTU OT HOPMATUBHBIX PEXUMOB XPaHEHUSA ANA UX HOCUTENEN.

B ogHOM apxuBoxpaHunuwie MoryT pasmellaTbCs apXMBHble OOKYMEHTbl pPasHoro
BMAa, HO TpelbyloLlimMe OAMHaKOBbBIX PEXMMOB XpaHEHUs (Hanpumep, apXxvBHble OOKYMEHTbI
Ha MarHUTHbIX NEeHTax U AUCKOBLIX HOCUTEMNSIX C MarHUTHbIM CITIOEM; apXMBHbIE OOKYMEHTbI
Ha KMHOMMeHKe, MUKPO(opMbI 1 ap.).

Pa3meweHue hoHaa nonb3oBaHUA

2.11.4.1.2. ®oHA Nonb3oBaHWA pa3MelaeTcsl B 3aBUMCUMMOCTM OT Bmaa HOCUTENS
KOMNWM.

Konun ¢oHpa nonb3oBaHns Ha OGymMakHOW OCHoOBE (B TOM 4ucrie (POTOKOMWUK), Kak
npaBumo, XpaHATCA BMeCTe C NOASIMHHbIMU apXUBHBIMU SOKYMEHTaMN Ha GyMakHOW OCHOBE
Ha OTAeNbHbIX CTeNnaxax unu B Wkadgax B Nopsiike HOMEPOB apXMBHbIX (POHAOB 1 Aen.

Konum doHoa nonb3oBaHWSA  Ha  MAEHOYHOW  OCHOBE  pa3MellarTcs B
apXMBOXpaHUMMLLAaX C HOPMaTUBHBIMU A4S HUX PEXMMaMUN XpaHEeHUS.

B kaxxgbin 610KC BKNagbiBaeTCst OTPE30K MIEHKN, HA KOTOPOM OTCHATO OOHO AENO Mnu
ero yactb. B nopsiake nckniodeHns npu Hebonbwom obbeme gerna B OAHOM OTpeske MOXeT
HaxoauTbCsa He Bonee Tpex CKONMPOBAHHbIX Aen.

Pa3melleHne y4yeTHbIX JOKYMEHTOB

2.11.4.1.3. OcHoBHble (ObsizaTenbHble) W BCNOMoOraTesbHble Yy4YeTHble AOKYMEHTbI
apxmBa (cMm. n. 3.4) pasMeLLatoTcs B M30SIMPOBAHHOM MOMELLEHUN UM paboyem noMeLLeHnn
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paboTHMKa(oB), OTBETCTBEHHOrO(bIX) 3@ y4eT JOKYMEHTOB apXuBa.

OcHoBHble 1 BcroMoraTtefibHble  y4eTHble  JOKYMEHTbl  apXuBOXpaHunuwia
pasmellalnTca B apxuBoxpaHunuuwe wnm B paboyem nomeweHun  paboTHMKOB
apXxvMBOXpaHUnumLLa.

OTBETCTBEHHbIMM 3a COXPAHHOCTb N UCMOJIb30BaHUE YYETHbIX JOKYMEHTOB ABNAKTCS
paboTHWKM,  OCyLleCTBNALWME WX BedeHMe B  COOTBETCTBYHOLEM  CTPYKTYPHOM
nogpasaesieHMn 1 no apxmey B LIENOM.

[MepBble aKk3eMnnspbl onucen Aer, JOKYMEHTOB pasMeLliarTcs B M30NMPOBaHHOM
nomelleHnn wunu pabovyem nomelwleHun paboTHMKa(oB), OTBETCTBEHHOro(blX) 3a y4eT
AOKYMEHTOB apxuBa, ¢ obsa3aTenbHbIM COBNI0AEHNEM PEXUMOB XpaHEHUS!, YCTAHOBMEHHbIX
ANSA NOANMMHHBIX apPXUBHbBIX JOKYMEHTOB Ha 6yMakHOM OCHOBE.

BTopble ak3emMnnapbl onvcen gen, 4OKYMEHTOB pa3MeLlaloTcs B N305IMpOBaHHON 30He
apXMBOXpaHUnuLLA Ha cTensaxe unu B WKadgy.

TpeTbu ak3eMnNapbl onucen Aen, AOKYMEHTOB pas3MeLLalTcsa B YuTanbHOM 3ane.

Mopsnok HymMepauuu NoMeLlleHU apxmBa, cTennaxeu, Wkados, NOMOK

BepneHue Tonorpachmnyeckux ykasarenemn

2.11.4.2. Bce nomewieHns apxvmBa (34aHud, 3Taxu, SPYCbl, apXWUBOXPaHUNULLA,
KOMHaTbl), @ TaKKe CTennaxm, cendebl, WwWkadbl U NOSKM HYMEPYIOTCS.

B kaxgom oOTOENbHOM  MNOMELWEHUW  CTennaxum W wkadpbl  HyMepyrTcs
CaMOCTOATENbHO crieBa Harnpaso OT Bxoda. [Monkn Ha cTtennaxax un B WKadgax HyMmepyTcs
CBepXy BHM3 CreBa Hanpageo.

B uenax 3akpenneHus Mecta XpaHEeHWA W MOoucCKa apXUBHbIX [OOKYMEHTOB B
apXxvMBOXpaHUmnuLe COCTaBnAlTCA MOOHOOBbIE W MOCTENNaXHble Tonorpaduyeckue
ykasatenu. Tonorpaduyeckne ykasatenu coctaBnalTCs B KAPTOYHOW UM NNCTOBOW (popme
B HEOOXOOUMOM KONNYECTBE SK3EMIMMSPOB.

KapToyka nodoHOoBOro Tornorpaduyeckoro ykasaTtensa COCTaBnseTcs OTAeSfIbHO Ha
KaXgbli apxXuBHbIM POHA; 3TW KapTOYKM pacnonarawTca B Mopsgke HOMEPOB apXUBHbIX
doHaoB. KapTouka nocTennaxHoro Tonorpauyeckoro ykasatens CoCTaBseTCa Ha KaxabIn
cTennax; 9TWM KapTOYKW pacnonaralTcs Mo Nopsaky HOMEpoB CTennaxen B npegenax
oTaenbHoro nomeuwleHns. OAuH 3K3eMmnnsp Tonorpaduyeckux ykasaTenem XpaHutca y
paboTHMKa(oB), OTBETCTBEHHOrO(bIX) 3a y4YeT [JOKYMEHTOB apxuBa, BTOpON - B
apxmBoOXpaHunuLie.

BeneHne Tonorpaduyecknx ykasatenenm MOXeT OCyWeCTBNATbCA Ha OymakHOM
HOocuUTENne wnNu B aBTOMATU3MPOBAHHOM peXumMe B COOTBETCTBUM C YCTAHOBIIEHHbIMU
peKBM3NTaMMU.

N3meHeHnss B pasmMelleHUn apXMBHbIX OOKYMEHTOB CBOEBPEMEHHO OTpaXarTcHa BO
BCEX 3aK3eMmnnspax Tonorpaduyeckux ykasatenen, a Takke B nnaHe (Cxeme) pasmelleHus
apXMBHbIX (POHO0B.

OdropmneHune ApnbIKOB HA NePBUYHbLIX CPeACTBaxX XpPaHEHUS apXUBHbIX JOKYMEHTOB

2.11.4.3. Kaxxgoe nepBvYHOE CPEACTBO XpaHEHUS apXMBHbIX OOKYMEHTOB (KOpobka,
nanka v T.4.) CHabxaeTcsa SAprblkOM, Ha KOTOPOM YKa3blBalOTCA Ha3BaHWE W HOMep
apxmBHoro ¢oHAa, a Takke HOMep onucu Aen, AOKYMEHTOB, HOMepa efuHWUL, XpaHeHus,
HaxoasLWwmxca B KOpoobke.
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Hagnucn Ha ApnblKax WCNOJIHAIOTCA TMHOFpaq)CKI/IM cnocobowm, TYyWwbO NN
cneunarnbHbIMU  YEPHbLIMU BOAOCTOMKNMU YepHUnamu. ,D,OI'IyCKaeTCFI ncnonb3oBaHne
LWTaMnoB U Opyrnx aHanorn4HbiX CpeactB.

MpoBepka HaNM4YUA U COCTOSIHUS aPXUBHbIX JOKYMEHTOB U OpraHu3saumsi po3bicka
HeoGHapyXeHHbIX AOKYMEHTOB

2.11.5. MNpoBepka HanNMunsa N COCTOSHUS apXMBHbIX AOKYMEHTOB NPOBOANUTCS B LIENAX
YCTaHOBIEHNA (PaKTUYECKOro HanMyYnsa HaxogsaLwWwmxcs Ha XpaHEHNN apXUBHbBIX JOKYMEHTOB U
BbISIBMEHNA OTCYTCTBYIOLUMX apPXUBHbIX AOKYMEHTOB [Afs OpraHu3aumMm WX po3biCKa;
BbISIBIEHNA N YCTPaHEHUS HEQOCTATKOB B y4eTe apXMBHbIX JOKYMEHTOB; BbISABIIEHUA U y4eTa
apPXMBHbIX AOKYMEHTOB, Tpebytowmx pecTtaBpalVOHHOMN,
KOHCEpPBaLMOHHO-NMPOMOMNAKTUYECKON U TEXHNYECKON 06paboTku.

MpoBEPKM HaNUuUNA N COCTOSIHUS apPXUBHbIX LOKYMEHTOB MPOBOAATCA B MNSIaHOBOM
nopsifke, a TaKkke eQUHOBPEMEHHO (BHEOYEepeaHbIe).

B rocypnapcteBeHHOM apxuBe, my3ee, 6ubnuoteke, apxmBe Poccuinckon akagemumm
HayK nraHoBasi UMKNUYHaA NpoBepKa HannMyunsa n COCTOSAHUSA NPOBOOUTCA:

YHUKanbHbIX JOKYMEHTOB - €XXEerogHo;

0COB0 LEHHbIX [OOKYMEHTOB Ha OymaxHonm ocHoBe - oamH pa3 B 10 net (B
rocygapcrtBeHHon 6ubnunoTeke - oguH pa3 B 5 ner);

ayanoBuayanbHbIX U 3NEKTPOHHbIX JOKYMEHTOB - OAWH pa3 B 5 neT;

KMHOOQOKYMEHTOB Ha HUTPOOCHOBE - OAMH pa3 B 2 roaa.

LINKNUYHOCTL NPOBEPKN Hanuyusi OCTallbHbIX apXMBHbIX OOKYMEHTOB onpefensietcs
Ha OCHOBAHWWN pPeLLEeHNst AKCNEPTHO-METOANYECKON KOMUCCUM (MNN OPYrOro COBELLATENbHOMO
opraHa) apxuBa B 3aBWCUMOCTU OT MHTEHCUBHOCTWM WUCMOSMb30BaHUS U COCTOSIHUA Yy4yeTa
apXMBHbIX JOKYMEHTOB, HO HE MeHee O4HOro pasa B 25 net (B rocygapcTtBeHHon bubnuorteke
- oauH pas B 15 ner).

[MpoBepka HaNM4uMst U COCTOAHNSA CEKPETHBIX apXMBHbIX JOKYMEHTOB OCYLLECTBASETCA
B NopsagKe, YCTaHOBIIEHHOM 1151 CEKPETHbIX apXUBHbIX JOKYMEHTOB.

B MyHuumnanbHOM apxuBe, My3ee, GUONMOTEKe nnaHoBasi LMKNUYHAA MNpoBepka
HanMunsa apxmBHbIX JOKYMeHTOB nposoauTtcsa 1 pa3 B 10 ner.

B cnyyae ctuxmiHbix 6€4CTBUIA, MacCoOBbIX NEepeMELLEHNI N APYTnX 0BCTOATENLCTB, B
pe3ynbTate KOTOPbIX MOryT ObiTb yTpayeHbl UMM MOBPEXAEHbl apXUBHbIE AOKYMEHTbI, a
Takke nMpM CMEHe 3aBedylLlMX apXMBOXpaHunuamuM MpoBOAUTCA BHeodepenHas
edVHOBpPEMEHHAas NpoBepKa HanuMyus M COCTOAHUA BCEX [OOKYMEHTOB apxvBa WM UX
OTAENbHbIX YacTen (rpynn).

B Havane npoBepkuM HanmMuuMs WM COCTOSIHUS apXMBHbIX [OOKYMEHTOB MNpPOBOAMTCA
BblBEPKA YYETHbIX [OOKYMEHTOB, KOTOpasi BKIOYAET: YCTAHOBMNEHME MOMHOTblI YYEeTHbIX
OOKYMEHTOB Ha MpoBepAeMble apXuBHble (OOHAOblI WU apXUBHble [OOKYMEHTbl, CBEPKY WX
COMOCTaBUMbIX MoKasaTesnen, yTOMHEHWe nopsiaka Hymepauum eanHUL, XpaHeHUst No Onmcu
aern, OOKYMEHTOB (KHUre yyeta M OnNucaHuWs) M NnpoBepKy NPaBUSTIbHOCTU COCTaBIIEHUS UX
NTOroBbIX 3anucen. BbiBepka yyYeTHOM OOKyMEHTauuu M NpoBepKa €€ Hanuums MoxeT
NPOBOANTLCS M KaK CaMOCTOSTENbHbIV BUA paboThbl.

[MpoBepKY HanMyns U COCTOAHUSA apXMBHbIX JOKYMEHTOB B roCcyJapCTBEHHOM apxuBe
NPOBOASAT, Kak NpaBusio, ABa paboTHUKA.

Mpn NpoBepKe HaNMUUA eguHUL, XpaHEHNS, apXMBHbIE AOKYMEHTbI KOTOPbIX Y4TEHbI N0
BHYTPEHHMM OMUCAM, NMPOBOOUTCA CBEPKa HANMYUA apXUBHbIX JOKYMEHTOB C BHYTPEHHEWN
OMNUCbIO, a Takke CBEpPKa Hann4ums SIMCTOB B €AUHULIAX XpPaHEeHUs!, noanexallumx XpaHeHuo B
HecbpowopoBaHHOM (6e3 noawwmsku) Buge. EOQWHMUBI XpaHeHWss C  yHUKaNbHbIMU



AOKyMeHTamu 0b6s3aTenNbHO NPOBEPSAIOTCSA NOSIMCTHO.

ApXuUBHblE JOKYMEHTbI, BblJaHHble B YMTanbHbIA 3an 1 paboyre nomeLleHnsa apxmea,
NpoBepsTCAs  Ha  obWMX  OCHOBaHMAX, WX  WKdpbl  yCTaHaBnMBaKTCA  NO
KapTam-3aMecTUTenam W KHUram Bbldayn apXMBHbIX OOKYMEHTOB M3 apXMBOXPAHWUIULL.
ApXUBHbIE LOKYMEHTbI, BblAaHHbIE BO BPEMEHHOE MOJSIb30BaHME, NPOBEPSIOTCS NO KHUram u
akTam Bbldayn U CYMTAOTCA UMEKLLMMUCS B HAnNMyuu.

[Mpn NpoBepKe HaNM4UsA N COCTOSIHUS apXUBHbBIX AOKYMEHTOB HEO6X04MMO:

COXpPaHATb MNOPSAAOK PacrofioOXeHUA apXuBHbIX [OOKYMEHTOB Ha cTennaxax u B
NepBUYHbBIX CPEACTBaX XPaHEHUS;

nogknagpiBatb Ha CBOM MecTa OBHapyXeHHble BO BpPeMs MPOBEpPKU HernpaBuiibHO
NoanoXeHHble eANHNLbI XpaHEHNA JaHHOIo apXnBHOTO PoHAa;

n3biMaTb U3 NPOBEPAEMOro apXuUBHOro oHaa (Komnsiekca apXxvMBHbIX LJOKYMEHTOB) U
nepegaBaTb XPaAHUTENO HENPABUIIBHO NOASIOXKEHHbIE €ANHWLBbI XPaHEHUSA APYTNX apXUBHbIX
¢OHAOB;

n3biMaTb €OUHULbI XPaHEHUS, 3apaXeHHble NIeCEeHb0 NN Apyrumm Guonornyecknmm
BpeauTenamu, Ans HeMeaneHHOW X n3onauuu;

n3biMaTb €4MHULblI XPaHEHWUS, HE BHECEHHbIE B ONMUCb AeN, JOKYMEHTOB (KHUrY yyeTa
1 onucaHuns), 1 NoMeLaTb UX B KOHEeL, apXMBHOMo poHaa (KOMMekca apXmBHbIX JOKYMEHTOB)
Ansa nocnegytouler 06paboTkm 1 onucaHnsa B CPOKN, YCTAHOBMNEHHbIE PYKOBOLACTBOM apXmBa.

B xone npoBepku HanMynsa n COCTOSAHUA apXUBHbBIX JOKYMEHTOB He AoMnycKaeTCcs:

BHOCWUTb B ONUCb Aerl, AOKYMEHTOB (KHWUMY y4eTa U ONUCaHUSA) HEYYTEHHblE eOUHULbI
XpaHeHus;

Aenatb Kakne-nmbo NomMeTbl, UCNPaBeHNss Uu 3annucu B ONUCSX Aen, AOKYMEHTOB U
APYTMX YY4ETHbIX JOKYMEHTax.

Pesynbtatbl NpOBEPKM HanMMuMsi W COCTOSIHUA  ApXMBHbIX  JOKYMEHTOB U
obHapyXeHHble B €€ XOo[de HedocTaTkM (UKCUPYKTCH B NUCTE MNPOBEPKU HaNUumus u
COCTOSIHUSI apXMBHbIX OOKYMEHTOB M B akTe MPOBEPKN HanMums U COCTOSIHUS apXMBHbIX
AOKYMEHTOB.

JIncT NpoBEpKM HanMMuMa U COCTOSIHUS apXMBHbIX [JOKYMEHTOB COCTaBnsieTCcs
HenocpeaCcTBEHHO B Xo4e MNPOBEPKM, Kak MpaBwuIio, Ha Kaxayw Onucb Aen, OOKYMEHTOB
oTgenbHo. [lpu npoBepke Hebonbwnx no o6beMy apxvBHbIX (POHAOB AonyckaeTcs
coCcTaBfneHve OAHOro nucTa MpOBEepKM Ha Bce Oonucu fAen, AOKyMeHToB. B cnyvae
oBGHapyXeHusi B XO4e NPOBEPKM HANUYMNS U COCTOSHUSA apXMBHbIX JOKYMEHTOB HEAOCTAaTKOB,
He NpefyCcMOTPEHHbIX rpadammn nmcta NpoBeEPKU, a Takke Mpu MONMCTHOW NpoBepke aen B
NNCT BBOAATCS YTOYHEHUA U AOMNOSHUTENbHbIE PEKBU3UTBLI. JINCTbI NPOBEPKN HYMEPYIOTCH B
BafnioBOM nopsake B npegernax apxvBHOro ooHAa Mo Kaxaow NpoBepke M NognucbiBaloTCH
NCNOSTHUTENAMM.

Ha ocHOBaHuM nucta (NMCTOB) NPOBEPKM COCTaBMSAETCH akT MPOBEPKUM Hanuvyuusa u
COCTOSHUSI apXMBHbIX AOKYMEHTOB. O4HOBPEMEHHO C aKTOM MPOBEPKN HANMYNA N COCTOSIHUS
apXMBHbIX OOKYMEHTOB Npu HeobXoOMMOCTU COCTaBMSATCA akT O TEXHUYECKUX OlmbKkax B
YYETHbIX JOKYMEHTax; akT 06 OBGHapyXeHUM apXMBHbIX OOKYMEHTOB; aKT O HEeUCrnpaBUMbIX
noBpexaeHnsax JoKyMeHToB (rnpunoxerve N 1) n gpyrue akrbl.

MO OKOHYaHWMM NPOBEPKM HANNYMA U COCTOAHUS apXMBHbIX AOKYMEHTOB B KOHLE ONUCK
Aern, OOKYMEHTOB (KHUMM yyeTa M OnMcaHus) NpocTaBnsieTca wwTtamn "nposepeHo”, gara,
AOJDKHOCTb U NOANUCHL Nnua, NPOU3BOAMBLLIETO MPOBEPKY.

B cny4ae obHapyxeHus B MTOroBOW 3anvcu onucu aen, JOKYMEHTOB (KHUMM ydeTta u
OMNUCaHUA) HEYYTEHHbIX JIMTEPHbIX U MPONYLUEHHbIX MOPSAKOBbIX HOMEPOB, BbIObIBLUMX B
COOTBETCTBUM C YCTAHOBMEHHbIM MOPSAAKOM €AWHWL, XpaHeHus, uUToroBas 3anucb
nepecocTaBrisieTcs.

Ha Bce oTcyTtcTBylOWME B XOA4e TMPOBEPKN HanMnuus M COCTOSHUS apXMBHbIX
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AOKYMEHTOB €OWHULblI XPaHEHMSI COCTaBNAOTCA KapTO4ykMm yyeTa HeoBHapyXeHHbIX
apxXmMBHbIX OOKYMEHTOB. BepgeHue KapToTekm HeOBOHapyXEeHHbIX apXMBHbIX [LOKYMEHTOB
OCYLLIECTBMNSAETCA LEeHTPanM3oBaHHO Ha BGyMaxHOM HocuTene unm B aBTOMaTU3MpPOBaHHOM
pexvme B COOTBETCTBMU C PEKBU3UTAMWU KaPTOYKM y4yeTa HeOoBHapYXXEHHbIX apXMBHbIX
AOKYMEHTOB.

PesynbTatbl NPOBEPKN (PU3NYECKOTO COCTOAHUA apXMBHbIX AOKYMEHTOB 3aHOCSATCH B
KapToTeky (KHUry) ydeTa oM3ny4eckoro (TEXHNYECKOro) COCTOSIHUS apXUBHbBIX JOKYMEHTOB.

MpoBepka HanMUuMA U COCTOSIHUS aPXMBHbIX OOKYMEHTOB CYMTAETCHA 3aBEpLLEHHOWN
nocne BHeCEeHUs1 USBMEHEHUIN BO BCE YYETHbIE JOKYMEHTHI.

[Mocne NpoBEPKM HANMMYUA U COCTOSHUS apPXMBHbIX AOKYMEHTOB KOPOOKN C apXMBHbIMA
AOKyMeHTaMu oneYaTblBalOTCA.

Po3bICk apXMBHbIX OOKYMEHTOB, HEe OOHApYXEHHbIX B XOA4Ee MPOBEPKM HanmmMuus wu
COCTOSIHUS, OPraHN3yeTCAa C MOMEHTa BbISBMEHNA UX OTCYTCTBUS U MPOBOAUTCH B TeYeHue
OAHOro rofa Kak HenocpeacTBEHHO B apxvBe, Tak U B ApYrnx opraHusaumsix. PykoBoacteso
apxmvBa Brnpase NPOANMTb CPOK pO3biCKa Ha OCHOBaHUM OOKIaAHOW 3arucKn pykoBOAUTENS
COOTBETCTBYHLLENO CTPYKTYPHOrO nogpasaeneHnst apxuea.

ApXuBHblE [OOKYMEHTbI, OOHapy>XeHHble B XO4e pOo3biCKa, NnepenarnTcs XpaHUTEnN!o,
KOTOpbIM nogknagbiBaeT MX Ha mMecto. B nucte nposepkun B rpadpe "llpumedaHne" B
KapToTeke HeoOHapyXeHHbIX apXUBHbIX LOKYMEHTOB AeraeTcsi oTMeTka 06 obHapyxeHun
apXMBHbIX LOKYMEHTOB, KOTOpasi 3aBepsieTCA NoANUCHI0 3aBeAyHOLLEro apXMBOXPaHUITMLLEM
(MyHUUMNANbHBIM apXUBOM).

ApXMBHblE  [OKYMEHTHI, NPUYMHBI  OTCYTCTBUSA  KOTOPbIX  MOATBEPXAEHDI
AOKYMeHTasbHO, CHUMAKTCA C y4yeTa B YCTaHOBMEHHOM MopsiaKe.

Ha apxuBHble LOKYMEHTbI, He OOHapyXeHHble B X04e pO3bIiCKa, COCTABMAETCA aKT O
HeoOHapy>XeHUN [OOKYMEHTOB, MyTM PO3biCKa KOTOPbIX ucyepnadbl (npunoxeHve N 2), wn
nogpobHasa cnpaBka 0 NPoOBeAEHUN PO3bICKa, KOTOPbIE BMECTE C akTOM NPOBEPKN HanNM4ms mn
COCTOSIHUSI apXWMBHbIX [OOKYMEHTOB MPEeACTaBrSOTCA B BbIWECTOAWNA YNONHOMOYEHHbIN
opraH MCMNOSIHUTENBbHOW BRacTu B cepe apXMBHOrO Aena Ans NPUHATUS OKOHYaTeSbHOro
peLleHnst O CHATUM C y4eTa Takux apXMBHbIX JOKYMEHTOB.

PeweHne 0 CHATUM apxMBHbIX [OOKYMEHTOB C ydeTa OqQopMNseTcss MpuKasoMm
PYKOBOOMUTENS apxXxvBa Ha OCHOBaHUM MUCbMEHHOTO paspelleHns COOTBETCTBYIOLLErO
YNONTHOMOYEHHOIO OpraHa UCMONHUTENBHOM BacTu B chepe apxmMBHOro aena.

CHatne c ydyeta pOokymeHTOB ApxuBHoro doHga Poccuickon ®egepauuu,
OOHOBPEMEHHO BXxogswmx B coctaB MysenHoro doHaa Poccuinckon ®epepauuu,
OCYLLEeCTBMNSeTCA B COOTBETCTBMM C HacTosAwmmMu Npasmunamm n nopsagkomM, yCTaHOBMEHHbBIM
cneumanbHO YNOSTHOMOYEHHbIM (hbeaepanbHbIM  OpPraHOM  MCMNOSMIHUTENBbHOW BfiacTnM  Ans
MysenHoro coHaa Poccuiickon ®eagepaumm.

CHatTne c y4yeTa pOokymeHTOB ApxuBHOro doHga Poccuickon ®epepauuu,
OLQHOBPEMEHHO BXOAAWMX B COCTaB OuMbnNMoTeuHbiX (OHAOB, OCYLLECTBNSAETCA B
COOTBETCTBUM C HacToswmmn [llpaBunamm m nopsigKoM, YCTAHOBIIEHHbIM ChleunanbHO
YNOMHOMOY€EHHbIM beaepanbHbIM OPraHoOM WCNOMHUTENbHOW Bnactu gns GubnuoTteyHbix
doHaoB Poccurickon degepaumn.

B kapToTeke HEOBGHapy>XeHHbIX apXMBHbIX AOKYMEHTOB AenaeTtcs OTMETKa O CHATUM
apXMBHbIX JOKYMEHTOB C yyeTa.

B cpoku, ycTaHOBrEeHHble PYKOBOACTBOM apxuBa, CUCTEMaTUYECKU MpPOBOAATCA
NnosfiHble unn BblGOPOYHbIE MPOBEPKM HaNMMYUA WU  COCTOSHUA apPXMBHbIX OOKYMEHTOB,
BblJAaBaBLUMXCA U3 apXMBOXpaHUNuLL, B TeyeHue roga. PesynbTatbl ykazaHHOW MNpPOBEPKU
othopmnaTCA:

npy nNOATBEPXKOEHUN HanuMuua fen - B BuAe [AOKNaAHOW 3anuckm paboTHUKa,
OTBETCTBEHHOIO 3a OpraHn3aLmo NPOBEPKM HaNUYns;
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npyu OTCYTCTBUM Kakux-nmbo pen 6e3 AOKYMEHTUPOBAHHOrO OOOCHOBaHWA - B
YyCTaHOBMEHHOM MOpPsIAKeE.

Mpn  BbIIBNEHMM  HEOBOCHOBAHHOIO  OTCYTCTBUSA  apXMBHbIX  OOKYMEHTOB
OCYLLECTBMNSAETCA WX OnepaTMBHbIA po3bick. B cnyyae 6e3pe3ynbTaTHOCTU poO3bicka
OTCYTCTBYIOLLUME apXMBHble [OOKYMEHTbl BKIOYAOTCA B KapTOTEeKy HeobHapy>KeHHbIX
AOKYMEHTOB ANsA AanbHENLLEro nx po3bicka.

I'IpOBepKa TeXHU4YeCKoro m (*)VI3VIKO-XVIMVI‘-IGCKOFO COCTOAHUA apPXUBHbLIX OOKYMEHTOB

BbisaBneHue APXMUBHbLIX AOKYMEHTOB C NOBpeXAeHUAMUN MaTepunanbHbIX HOCcUTenen n
TeKCTOB

2.11.6.1. lNpuem n pasmelieHNe B apXMBOXPAHUIMLLAX apPXUBHbIX [JOKYMEHTOB,
NnoCcTynuBLLMX B apxuB 6e3 npeaBapuTeribHOM MPOBEPKUM MX (PU3NYECKOrO COCTOSAHUS, He
ponyckatoTca. [locTynvMBlwMEe B apXuMB apxvMBHble [OOKYMEHTbl 00 nepefadn B
apxvBoOXpaHunue pasMeLwiarT B [MOMELEeHMM TMpuUemMa W BPEMEHHOI0 XpaHeHus,
0oCcBOOOXAAKT OT TPAHCMOPTHOM Tapbl, packnagbiBalOT Ha CcTennaxax wu cronax. He
AonyckaeTcs cKragvpoBaHue NoCTYNMBLUNMX apXMBHBLIX JOKYMEHTOB B Hepa3obpaHHOM BUae.

OueHka (pn3MYEeCKOro UM TEXHUYECKOrO COCTOSIHMS  MOCTYMMBLUMX — apPXMBHbIX
AOKYMEHTOB, a Takke MX CTpaxoBbIX KOMWUA NPOBOAMTCH He no3gHee 3 MecsueB C MOMEHTa
npuema apxmBHbIX JOKYMEHTOB B apXmB.

B pesynbtate oueHkn PU3N4eCcKoro COCTOSAHUSA apXMBHbIX JOKYMEHTOB Ha BymMaxHOWn
OCHOBE BbISABMSOTCH apXUBHbIE AOKYMEHTbI: NOpaKeHHbIe BUoNornyeckuMmn BpeguTensamm; ¢
NOBbILUEHHOW BMaXHOCTbIO; C NOBPEeXAEeHNAMU Bymarn u TekcTa; 3anblfneHHble. [1pn 3ToMm
yaaneHuio nognexar BCe MNOCTOPOHHME, Haxoaswumecs B Aenax, nankax, Kopobkax
npegMeTbl: MeTannuMyeckue, KapTOHHble, OymaxHble W JOpyrue 3aknagku, npoknagkw,
CKpEenkn u T.n.

MpM OuEHKe TEexXHUYECKOro COCTOSAHWUS  ayauMoBU3yamnbHbIX W 3NEKTPOHHbIX
AOKYMEHTOB, a TaKkKe WX CTPaxoBblX KOMWK, YyCTaHaBNMBAETCA BO3MOXHOCTb CHMTbIBAHMS
WMHopMauun ¢ MatepmanbHOro HOCUTESS,, COOTBETCTBME TEXHUYECKUX XapaKTEPUCTUK 3TUX
OOKYMEHTOB CBEAEHMSIM, COAEepXaluMCA B COMPOBOXAAKLWMX aKTax TeXHUYECKOro
coctosHus. OOHOBpPEMEHHO BbISBNSAETCA BWA OCHOBbl KMHOMOTOLOKYMEHTa. ApXMBHbIE
AOKYMEHTbI Ha HATPOOCHOBE NoAsiexaTt HeMeaneHHoM NpoBepKe Ha CTabunNbHOCTb.

Mpn obHapyxeHnn [edeKToB COCTaBMAAeTCsa akT  MNpOU3BOSIbHOWM  (POpPMBbI,
OoTpaxawLlnn xapaktep AedeKToB M Mepbl NO UX YCTpaHEeHU0. YCcTpaHeHue aedeKkToB
NPOBOANTCA 3@ CHET UCTOYHUKA KOMMMEKTOBAHWSI.

MocTynuBLIME apXMBHbIE OOKYMEHTbI, MOPaXeHHble GuonornyeckuMmn BpeauTensamMu
(Hacekomble, akTUBHaA MneceHb), HaNPaBnsTCA Ha CaHUTAPHO-TUIMEHNYECKY0 00paboTKy
(Be3nHdekumns, oe3nHcekLms).

Mpyn oOBHapyXeHWUUM YBIMAXHEHHbIX apXMBHbIX [OOKYMEHTOB MPOBOAMTCHA  UX
oba3aTenbHas akknumaTusauusa 40 NOMHOro BbICYLUMBaHUSA. AKKNUMAaTM3auuMio NPOBOAST B
nomeLLleHnn npuema U BPEMEHHOro XpaHeHusa B TedeHue 7-14 cyTok (B 3aBUCUMOCTU OT
CTENEHN YBNAXXHEHUS) NPU WHTEHCUBHOW BEHTUNAUMM BO3AyXa W pasMeLleHUn eauHuL
XpaHeHVs B pa3BepHYTOM BMAE Ha CTonax, cTennaxax.

KauyectBO Gymarm m TekcTa MOCTYNMBLUMX apXMBHbIX [OOKYMEHTOB MNpPOBEPSETCH
BbIOOPOYHO ANs 0OLLEN OLLEHKN UX COCTOAHUS.

Ob6ecnbinMBaHMe NOCTYNUBLUMX apXMBHbIX OOKYMEHTOB MNPOBOAAT B CneunanibHOM
NOMELLEHNUN C MPUMEHEHMEM BbITSXHbIX LWKadoB W cobniogeHneM Mep caHuTapum wu
rmrneHbl. ObssaTenbHOMY obecnbinMBaHMIO nognexar KopobKu, nanku, 0BMOXKM, KOpPELLKM



aen.

MocTynueLIne ayanoBuayarnbHble N 3NIEKTPOHHbIE JOKYMEHTbI nognexar:

OYUCTKE OT MbIfN N NEPEMOTKE - apXMBHbIE JOKYMEHTbI Ha MarHUTHOM fNeHTe;

OYMCTKE OT 3arpsi3HEHUN - apXUBHblE [OOKYMEHTbl Ha [AUCKOBbIX HOCUTENAX WU
apxmBHble (POTOOOKYMEHTHI;

akknumaTusaumm B 3aaHHbIX TeMnepaTypHO-BAXXHOCTHbIX YCIOBUSAX;

YyNaKOBbIBaAHUIO.

AKKNnMMaTmM3aumnsa ayamoBusyanbHbIX U 3MEKTPOHHbIX LOKYMEHTOB Ha MNIIEHOYHOW U
AWNCKOBOW OCHOBax nepef pasMeLleHMEM NX B apXMBOXPaHUNULLE NMPOBOAMTCS B OTKPbLITOM
ynakoBke npu Temnepatype 20+-3°C 1 oTHocuTENbHOW BRaXHocTU Bo3dgyxa 35+-15%; ons
UBETHbIX KMHO- W (POTOAOKYMEHTOB - MNpPUM OTHOCUTENBHOW BraXHoctn 35+-15%.
MpoJoMmKNTENBHOCTL aKKNMMaTM3aunMn KUHOLOKYMEHTOB WM PYNOHHbLIX MUKPOMUNBMOB He
AOIMkHa ObiTb MeHblle 10 CyTOK, apXMBHbIX AOKYMEHTOB HAa MarHUTHOW NEHTE U ANCKOBbIX
HOCUTENAX - He MeHee 3 CYTOK, (POTOAOKYMEHTOB N MUKPOULL - HE MeHee 24 YacosB.

2.11.6.2. lpoBepka PUINKO-XMMUYECKOTO N TEXHUYECKOrO COCTOSIHUS apXUBHbIX
AOKYMEHTOB B MpOLIECCE XPaHEHUs MPOBOAUTCA C LESbI0 BbISBEHUA MNOBPEXAEHHbIX
apXMBHbIX OOKYMEHTOB U apXMBHbIX AOKYMEHTOB C MOTEHUMaribHO OnacHbIM (PU3NYECKUM
nnm 6Uonorn4YecknM CoOCTOSHMEM U OCYLLIECTBASIETCA: LIeNeBbIM NOPSAKOM; B XO4€E NPOBEPKU
HanMynus 1 COCTOSIHUS apXMBHbIX AOKYMEHTOB; MPW MOArOTOBKE apXUBHbIX OOKYMEHTOB K
BblJadye W3 apxXuMBOXpaHWNMWa, a Takke npu Bcex Apyrmx pabdotax, CBsA3aHHbIX C
noeavHUYHbIM (MOMNCTHBLIM) NPOCMOTPOM apXMBHbLIX JOKYMEHTOB.

LleneBas npoBepka pn3N4ECKOro COCTOSIHUS apXMBHbIX LOKYMEHTOB MPOBOAUTCHA B
nopsgke ovYepegHoOCTUM C y4eTOM LEHHOCTM apxXmMBHbIX OOKYMeHTOB. LlenesBon nposepke
PM3MYECKOrO0 COCTOSIHMSA MNoAfiexaT BCe apXuBHble [OOKYMEHTbl, MNOCTpajaBwne B
aKcTpemarsnbHbIX ycrnoBusax. [lo pesynbTaTaM KOHTPONA [denaeTcsd  3akiioyeHne o
HeobXoaMMOCTM NPOBEAEHNA pecTaBpaunn U KOHCEPBALUN M B 3aBUCMMOCTN OT COCTOSIHUS
apXMBHbIX [OKYMEHTOB YCTaHaBIIMBAKOTCA CPOKM MPOBEAEHUSA creylowen KOHTPOSIbHOW
NpPoBEPKW.

[MpoBepka (pM3MYEeCKoro COCTOSIHUSA apXMBHbIX JOKYMEHTOB Ha Gyma)KHOW OCHOBE B
npouecce XpaHeHust NpPOBOAUTCS C  LENbl  BbIABEHUA  BIIAXHbIX; MNOPaXXEHHbIX
Buonormyeckumn BpeautTenammn (nneceHb, Hacekomble); ¢ gedektamm Oymarm n TekcTa
APXMBHbIX JOKYMEHTOB.

YBnaxHeHHble apxuBHble JOKYMEHTbI (gena, rpynnbl gen) nognexar HemeareHHOMY
BblAENeHno, BHeodepegHon o0paboTke (cywka, akknumatusaumsd). [lpn  maccoBom
YBNaXXHEHUUN apXMBHbBIX JOKYMEHTOB MPUHUMAKOTCA MepPbl N0 OCYLLUEHUIO apXUBOXPaHUNULLA,
HOpManu3aumm pexxmmMma XpaHeHusl.

ApXuUBHbIE OOKYMEHTbI, MNOPa)KeHHble OBuonorndyecknmmn BpeguTensamMu (nneceHb,
HacekoMble), noanexar HeMmealeHHOM N30NALUMN.

Hannune pedektoB Gymarn u TekcTa ycTaHaBnvMBaeTCs BM3yanbHO NPU MOSIMCTHOM
npocmoTpe aen. [edekTbl Knaccuuuupyotca Ha OCHoBe eanHon OyKBeHHO-UmpoBom
nHOeKcauum no TUNOBbIM NMpu3Hakam aedektoB Gymarn (bykBeHHas nHAekcaumns) n Tekcta
(undppoBas nHgekcauunsa) B COOTBETCTBMU C METOANYECKMMU paspaboTkamu.

[MpoBepka TEXHNYECKOro COCTOSHUS ayAnOBU3YyarbHbIX U 3NEKTPOHHbBIX JOKYMEHTOB B
npoLecce XpaHeHUs OCYLLLECTBASETCA C LieSNbo onpeaenieHmns:

COCTOSIHUS UX YNAKOBKMU;

HanMuusa cTtaHgapTHbIX PakopAoB;

TEXHMYECKOro COCTOSIHUS NX MOBEPXHOCTU N NepOpaLIMOHHbIX JOPOXKEK U CKIEEK;

HanMuus 3arpsa3HEHN N MEXaHNYECKNX NOBPEXOEHUN,;

CTabUNbHOCTN HUTPOOCHOBHI;

wara nepgopaunmn KUMHOMMEHOK N MarHUTHbIX NIEHT WunpuHon 35 n 16 mm;



PU3NKO-MEXAHNYECKMX XapaKTEpPUCTUK (KopobneHue, oTcravmBaHne 3MYIIbCUOHHOMO
Unu ocbinaHne padoyero cnos v ap.);

HanNUuMs OedeKTOB XMMUYECKOro M BMOMOrMyeckoro npoUCXoXaeHus (nopaxeHue
MUKPOOpPraHn3mamu, HaCeKOMbIMW U T[pbi3yHaMu, cnegbl  Kpuctannuvsaumm cornel wu
pas3noXeHns OCTaTOYHbIX NPOAYKTOB XMMUKO-(hoTorpadgudeckon obpaboTkm);

3NEKTPOaKyCTUYECKUX XapaKTEePUCTUK (POHO- N BUAEOAOKYMEHTOB;

napamMmeTpoB BUOEOLOKYMEHTOB B BUAEeOKaHarne;

KayecTBa U3obpakeHnsa KMHO-, pOoTO-, BUAEOOOKYMEHTOB;

YPOBHS NapameTpoB, XapakTepusyoLnX 3MNeKTPOHHbIE JOKYMEHTbI (Hanpumep, Y1cro
cboeB Npu cYNTbIBAHUN MH(POPMAaLUKN B €ANHULLYY BPEMEHN);

HanMuus "BUpycoB" B 3NIEKTPOHHbIX JOKYMEHTaX;

HanNUuns pasMarHUYeHHbIX Y4acTKOB W MeXaHUYecKUX MNOBPEeXOeHUNn oTAerbHbIX
y4aCTKOB MaLUWMHHOIo HOCUTENS;

HanNU4ns KOPPO3NN Ha MOBEPXHOCTU MeTaNINYECKNX rpaMopuUrmHasnos;

HarMyunsa yKCyCHOro CMHapoMa TpuaueTaTHOM MieHKN.

[MpoBepka TEXHUYECKOro COCTOSIHUS apXUBHbIX [AOKYMEHTOB OCYLIEeCTBNAeTCA npu
BHELLHEM OCMOTpe B OTPaXXeHHOM CBeTe.

[MpoBepKy 3neKkTPoaKyCTUYECKNX XapaKTepUCTUK (POHOOOKYMEHTOB (4aCTOTHble
NCKaXXeHNs, ypoBeHb Konupaddekta, ypoBeHb (poHa 1 LLIYMOB, Hanu4me Tpecka v Lenykos,
LWYM nay3bl) NPOBOAAT C UCMOMb30BAHMEM CneuunanbHOro o6opyaoBaHus.

[MpoBepKky TexHW4eckux napamMeTpoB BUOEOAOKYMEHTOB MPOBOAAT C MOMOLLbIO
KOMMeKca KOHTPONbHO-U3MePUTENBHOM annapaTypbl.

[MpoBEpPKY TEXHUYECKMX MapamMeTpoB ONEKTPOHHbIX [OOKYMEHTOB MNpoOBOAAT C
nucnonb3oBaHMEM  creuvanbHOW  annapaTypbl M nporpaMmmHoro  obecneyeHus,
npegHasHa4YeHHbIX A5 paboTbl C COOTBETCTBYHOLLENO BUAA apXUBHBIMW JOKYMEHTAMMW.

BbisiBneHne nokymeHToB ApxuBHoro cpoHaa Poccunckon deagepaumm, HaxoasLwmxca
B HeYAOBNIETBOPUTENIbHOM (PU3NYECKOM COCTOSIHUU, U HEUCNPABUMO NMOBPEXAEHHbIX
apXMBHbIX AOKYMEHTOB

CHATHe c y4dyeTa HencnpaBmMMo noBpexaAeHHbIX apXUBHbIX OOKYMEHTOB

211.7.1. Haxogawummnca B HeyaoBNeTBOPUTENBHOM  (PU3NYECKOM  COCTOSIHUM
npu3HarTCca AOKyMeHTbl ApxuBHOro ¢gpoHaa Poccurickon denepaumm ¢ BbICOKOW CTEMNEHbIo
paspylleHuss MaTepuanbHbiX  HOCUTENnewn, yrpoxawouwen u3ndeckon LenocTHOCTH
OOKYMEHTOB.

PeweHnne o npusHaHum pokymeHTa ApxuBHOro doHga Poccunckon depepaunn
Haxo4AaWMMCA B HeyOoBrneTBOPUTESNIbHOM (PU3NYECKOM COCTOSIHMM W €ero NoCTaHOBKE Ha
crneuvanbHbI y4eT ANA opraHu3auum B CPOYHOM nopsigke crneuvanbHon obpaboTkm (cwm.
n.2.11.9.1) npuHMMaeT PYKOBOAUTENb apxXxuBa Ha OCHOBAHWW JIKCMEPTHOrO 3aKNKYeHUs
pecTtaBpaTtopa M pykoBoauTensa nogpasferieHusi, OTBETCTBEHHOIO 3a XpaHeHWe apXMBHbIX
OOKYMEHTOB.

2.11.7.2. HencnpaBumo NOBpeXAEHHbIMU apXMBHbIMW [OKYMEHTaMW MNpU3HaKTCH
apXuBHble [OOKYMEHTbl, (U3NYECKOEe COCTOSIHME KOTOPbIX WCKMYaeT BO3MOXHOCTb
BOCCTAHOBNEHUS MX MaTepuarnbHbIX HOCUTENEW M UCMNOSIb30BaHUA COAepXKallenca B HUX
OOKYMEHTHOW MHpopmMaLumn.

PeweHne o npusHaHuM apxMBHOrO [OOKYMEHTa HEeuCnpaBUMO MOBPEXOEHHbIM W
CHATUM ero C ydeTa TMPUHMMAET COOTBETCTBYHOLUMA  YNOMHOMOYEHHbLIN  OpraH
WCMONHUTENbHOM BfacTu B cdepe apxXMBHOMO [Jerla Ha OCHOBaHWW npeacTaBrisieMblX



PYKOBOACTBOM apxuBa 9KCMEpPTHOro 3akfiyeHus pecrtaBpatopa W pykoBOAUTENS
nogpasgerneHnsi, OTBETCTBEHHOrO0 3a XpaHeHWe apxXMBHbIX [OOKYMEHTOB, W akta o
HencrnpaBMbIX MOBPEXAEHUAX AOKYMEHTOB (rpunoxeHve N 1).

Ha ocHOBaHUM MWCbMEHHOrO pelleHUs BbIWEeCTOAWEro YnorHOMOYEHHOro opraHa
NCMONHUTESTbHOW BNacTu B cdyepe apXMBHOro Aena nsgaeTcd npukas pykoBogutensa apxusa
O CHATUW HEUCNPAaBUMO NOBPEXAEHHbIX apXUBHbIX JOKYMEHTOB C y4eTa.

CHATME C y4eTa W YHUYTOXEHWE HeUCnpaBMMO MOBPEXAEHHbBIX YHUKAlbHbIX
AOKYMEHTOB He 0MyCKatTCS.

Yyer (*)VI3VI‘IGCKOFO N TeXHUN4YeCKOro CoOCTosAHUA apXnBHbIX OKYMEHTOB

2.11.8. Y4yeT PM3MYECKOr0 U TEXHMUYECKOrO COCTOSIHUS apXUBHbIX OOKYMEHTOB Ha
BGyMaxxHON OCHOBE OCYLLEeCTBNAETCS B:

nucte-3aBeputene (npunoxexve N 3);

NACTE N aKTe NPOBEPKM HaIMYUA N COCTOSAHUSA apXUBHBIX JOKYMEHTOB;

KapTO4Ke y4eTa apXMBHbIX OKYMEHTOB C NOBPEXAEHUSMU HOCUTENS;

KapTOYKe y4eTa apXvBHbIX JOKYMEHTOB C MOBPEXAEHUAMU TEKCTA;

KapToTeke (KkHUre) yyeta pusnyecKkoro COCTOAHUA apXnBHbIX JOKYMEHTOB.

YyeT Pu3nYeckoro M TEXHUYECKOro COCTOSAHUS ayauoBMu3yaribHbIX [OOKYMEHTOB
OCyLLEeCTBNSETCA B:

KapTO4Ke y4eTa TEXHUYECKOro COCTOSIHUSA KMHOAOKYMEHTa;

KapTO4Ke y4yeTa TEXHUYECKOro COCTOSHUSA (POTOAOKYMEHTA;

KapTO4Ke y4eTa TEXHUYECKOro COCTOSHUSA (POHOAOKYMEHTA;

KapTO4Ke y4eTa TEXHUYECKOro COCTOSHUSA BUAEOJOKYMEHTA.

Ana ydeta pokymeHToB ApxuBHoro dooHaga Poccunckon denepaumm, HaXoASaLWMUXCH B
HeyJOBMeTBOPUTENIbHOM  (DM3NYECKOM  COCTOSIHWW, BedeTca  crneuuanbHas — KHura.
CooTBeTCTBYIOLUME OTMETKM MPOCTABMATCA TakKe B OPYrMx [AOKyMeHTax Yy4yeTa
r3MYECKOro N TEXHUYECKOrO COCTOSAHNST apXUBHbIX JOKYMEHTOB.

YyeT PU3NYeckoro u TEeXHUYECKOrO COCTOSIHUA apXMBHbIX [OKYMEHTOB MOXET
OCyLLEeCTBNATbCA Ha OymaxHOM HocuTene wunM B aBTOMaTU3MPOBaAHHOM pexume B
COOTBETCTBUMN C YCTAHOBMEHHLIMU PEKBU3NTAMWN KOHTPOSbHO-Y4ETHbIX JOKYMEHTOB.

®dU3NKO-XMMUYECKas U TeXHUUYecKasi o06paboTka apXuUBHbIX JOKYMEHTOB

2.11.9.1. ®usmko-xmummyeckas n TexHuyeckas obpaboTka apXMBHbIX [OOKYMEHTOB
NPOBOAMNTCA C Lesibio:

yCTpaHEeHUs MPUYMH YCKOPEHHOIO CTapeHus U paspyLleHUs apXMBHbIX JOKYMEHTOB;

BOCCTaHOBIEHUSA NX CBONCTB, TEXHUYECKUX XapaKTepUCTUK, AONTOBEYHOCTH;

BOCMNpOn3BeAEeHNSI AOKYMEHTHOM MHGOpMaumm Ha Bonee yCToOMYMBbIX HOCUTENSX.

OcCHOBHbIMM BMAaMM 3TON 06pPabOTKM apXMBHbBIX LOKYMEHTOB Ha OyMaXHOW OCHOBE
ABNAOTCA:

Ae3nHeKUmns, Ae3MHCEKLMS, AepaTu3anms apXmMBOXPaHUImLL Kak COBOKYNHOCTb Mep
GuonpodunakTuky, OGmo3alwmTbl M YHUUTOXEHMS  BMonornyeckux BpeauTenem B
apXMBOXpPaHUIMLLAX U Ha apXMBHbIX OKYMEHTAaX;

pecTaBpauns (pecrtaBpaLMOHHO-KOHCEPBaALMOHHaA o6paboTka) kak komnnekc paboT n
TEXHOMOrMYeckux onepauumn no BOCCTAHOBMEHWUIO CBOWCTB M [OMrOBEYHOCTU OpPUrMHanoB
APXMBHbIX JOKYMEHTOB;

BOCMNpPOM3BEAEHNE apXUBHbIX AOKYMEHTOB C LErbio CO3[aHus CTpaxoBoro doHaa
KOMWUIA YHMKamNbHbIX OOKYMEHTOB M 0COB0 LEHHbIX AOKYMEHTOB M (OHOA MNONb30BaHUS;
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doTopecTaBpaumss apxXmMBHbIX OOKYMEHTOB C yracwmm u CcnaboKOHTPacTHbIM TEKCTOM;
3aMeHa OpuUrMHanoB C HeOOoNroBeYHbIMU UMW PaspyLUEHHbIMU HOCUTESNSAMU KOMUSMW O1S
COXpaHeHust AOKYMEHTHOW MHdopMauumn 1 ap.;

nepennieT apxXmMBHbLIX 4OKYMEHTOB;

oGecnbinMBaHne apXuBHbIX JOKYMEHTOB;

0bpaboTka apXxMBHbIX JOKYMEHTOB B pEXMME aBapuUMHO-crnacaTesibHbIX paboT, B TOM
yucrne € MNpUMMEHEHMEM CpPeacTB M CcnocoboB  CylwikW, Ae3uMHdEKUUn, Oe3nHCeKunn,
3aMopaxnBaHus, pectaBpauum, BOCNPOU3BEAEHNS, Ae3aKTUBaUMmM U gpyrmx BUaoB LieneBon
obpaboTkn.

AyanoBusyanbHble U 9NEKTPOHHbIE [OOKYMEHTbl B 3aBMCUMOCTU OT bmanyeckom
npupoabl HocuTens noaseprarTcs cnegyowmnm pecTaBpaunoHHbIM n
KOHCepBaLMOHHO-NpodunakTniyecknm paboram:

apXMBHblE JOKYMEHTbl HA MAarHUTHOW NEHTE:

OYUCTKE MOBEPXHOCTU OT MbIIM M YacTUl TPSA3N Ha crneumanbHOM OYUCTUTESTbHOM
obopyaoBaHuu;

3aMeHe NepecoxXLnX n NOKOPOBIIEHHbIX CKIEeK;

OPOPMIIEHNIO PYFIOHOB MAarHUTHOW IEeHTbl 3alMTHOW MarHWTHOW FNEeHTOM C ABYX
CTOPOH Mo 2-2,5 m;

NnepemMoTKe C LENbl0 CHATUS BHYTPEHHUX HaMpPshKEHWA B PYNOHax MarHUTHbIX FEHT,
BO3HUKLLUMX WM3-3a2 nNepenagoB TemnepaTtypbl W BAAXHOCTU MPU  XPaHEHUU W
TPaHCMOPTUPOBAHNN apPXMBHbIX AOKYMEHTOB;

apXMBHbIE JOKYMEHTbI Ha OUCKOBbIX HOCUTENSAX:

obecnblNMBaHUIO;

NPOTUPKE aHTUCTATUKOM;

KMHOPOTOLOKYMEHTbI, MUKPOOPMbI 1 POHOrpamMMbl K KWHOUbMaM:

obecnbIMBaHUIO;

yAaneHuto BOCKOBbIX, XMPOBbIX U MHbIX 3arpsa3HEHUI;

YKPEMMNEHUIO CKNEEK U NPOCEYEK;

pPeMOHTY nepdopauuu;

nepegernke rpyobix, KOPOBMEHHbIX 3annaT 1 CKNeex;

PEMOHTY NOBPEXAEHHbIX NOSIen Kagpos.

'pamopurmHarsbl POHOLOKYMEHTOB NOABEPraoTCH 3MNEKTPOXMMNYECKON OUNCTKE.

2.11.9.2. Pabotbl No PU3MKO-XMMUYECKON U TexHudYeckon ob6paboTke apXMBHbIX
AOKYMEHTOB NOApa3aensatoTcs Ha NNaHOBbIE N BHEMMAHOBLIE.

MnaHoBas o6paboTka apXMBHbIX 4OKYMEHTOB NPOBOAUTCA MO pe3ynbTaTtam NpoBEPKM
MX COCTOSIHMS B NOpsigKe O4YepenHOCTW, YCTaHOBMIEHHOMW B apxMBe C  Y4eTOM
NPUHAONEXHOCTU WX K Pa3fMYHbIM LIEHHOCTHbIM rpynnamMm, ocobeHHOCTen r3nyeckoro
COCTOSIHUSI apXUBHbIX JOKYMEHTOB pasfnyHbiX BUOOB M BO3MOXHOCTEN apxuBa. [Mpuoputet
OTAaEeTCs YHUKAmNbHbIM JOKYMEHTaM 1 0Co60 LEeHHbIM JOKYMEHTaM.

K BHennaHoBbIM OTHOCATCS paboThbl, BbIMOMHSAEMblIE B aBapUWHO-CnacaTeNbHbIX
CUTYyauMax, CBA3a@HHbIX C FIOKaNbHbIM UM MACCOBbIM MOPaXXEHNEM apXMBHbIX OOKYMEHTOB
OrHEM, BOAOW, XMMWYECKUMW WM pPaamMoakTUBHbIMK BellecTBamMu. CpoOYHble Mepbl Mo
BblAENEHNIO, N30NALNN, CaHUTApHON 06paboTKe apXMBHbBIX JOKYMEHTOB M MECT UX XPaHEHUS
npeanpuMHUMalOTCA  TakKe Mpyv  MOpPaXEeHUM apXMBHbIX AOKYMEHTOB Ouonormyeckumm
BpeauTeENnsaMu.

HomeHknaTtypa, nopsagok NpoBeaeHus n TexHonornsa paboTt no onanKo-XMMNYECKON n
TexHnyeckon obpaboTke  apxMBHbIX  [OOKYMEHTOB  OMNpPedensiTcsa  oTpacneBbiMU
HOPMaTUBHBLIMU U METOONYECKUMUN LOKYMEHTAMM.

O6wue TpeboBaHMA K Bblaaye apXUBHbIX AOKYMEHTOB U3 apXUBOXpaHUNULLa



2.11.10. ApXnBHbIE OOKYMEHTHI, nmeromne doHa Nonb30BaHUA, n3
apXuBOXpaHMNULLa, Kak NpaBuno, He BblaroTCs.

ApXMBHblE [OOKYMEHTbl, He npowefline Hay4YHOro OnucaHma W TEeXHUYECKOro
oopMNEHNs, N3 apXMBOXpPaHUNMLWA He BblalTCA ONA UCMOSMb30BaHUA W NpoBeAeHust
paboT no co3gaHuto cTpaxoBoro poHaa u doHaa NoNbL30BaHUA.

Bboligavya 13 apxuBoxpaHunuwia NOANMHHUKOB OCOBO0 LEHHbIX OOKYMEHTOB, B TOM
yucne YHUKamnbHbIX OOKYMEHTOB, a Takke [OOoKymMeHToB ApxumBHOro doHga Poccuinckon
degepaumn, HaxoOsWMXCA B HEYOOBIETBOPUTENBHOM  (PU3MYECKOM  COCTOSIHUM,
OCYLLECTBMSAETCA B UCKIOYUTENBHBLIX CIly4asx C NMUCbMEHHOrO paspeLleHusi pyKOBOAUTENS
apxuBa.

ApXMBHbIE OOKYMEHTbI BblOAKTCA U3 apXMBOXPAHWUIMLLA rOCyAapCTBEHHOIO apxuBea,
my3esi, bubnmnoTteku, opraHnsauumn Poccnmnckom akagemMmmm Hayk ¢ MMCbMEHHOrO paspeLleHuns:

3aBegylollero  apxumBoxpaHunuuwem (otgenom  obecneyeHust  COXpaHHOCTW) -
nonb3oBaTensM B YMTamnbHbIA (MPOCMOTPOBLIN) 3an apxvBa M paboTHMKaM apxvBa AnNd
cnyxebHbIX Lienen B paboyme nomeLleHus;

PYKOBOAUTENSA apxvBa uUnu ero 3amectutens - doHgoobpasoBatensm, cynebHbim,
NPaBOOXPaHUTESIbHBIM U MHBIM YNOSTHOMOYEHHBIM OpraHam BO BPEMEHHOE Mosfb30BaHme npu
HanMyun rapaHTUMHOIO NUCbMa OT HUX; OpraHn3aumsM - Onst SKCNOHUPOBAHUSA NPU HaNU4nn
AoroBopa O NpOBEAEHUN BbICTAaBKM M COOTBETCTBYIOLLEro Npukasa pykoBOOMTENSA apXMBa;
paboTHMkam nabopaTtopumn apxmea, crneunanm3mpoBaHHbIM OpraHn3aumsm - onsi NpoBeaeHns
paboT no co3gaHuo cTpaxoBoro doHaa n doHaa Nonb3oBaHUS U cneuuanbHon 0bpaboTku
apXMBHbIX JOKYMEHTOB MPU HaNM4Ynum COOTBETCTBYIOLLLErO JOroBopa Co cneuvann3npoBaHHON
opraHmsaumen.

Bblagaya apxvBHbIX OOKYMEHTOB BbILEYNOMAHYTBHIM KaTeropusam nonb3oBaTenen us
apxXMBOXpaHunMLa MyHULMNanbHOro apxmea, My3ed, OMBnuoTeknm oOcywecTBnaeTcs C
NMMCbMEHHOTO paspeLleHna 3aBeayoLero MyHuuunanbHbiM apxXmBom, Myseem, GubnmoTtekon.

Bblgayy apxXuBHbIX LOKYMEHTOB M3 apXuBOXpaHunuuwia v npuem mx obpatHo, B TOM
4Yucne MNOSIMCTHYK MPOBEPKY HanM4umMs U COCTOSIHUSA apXMBHbIX OJOKYMEHTOB nepeq Bbloayen
UX U3 apxMBOXpaHunuwia M npu BO3BpaTe, NPou3BoaMT pPabOTHUMK apxmBOXpaHuMnuLia.
[MoNUCTHYIO MNPOBEPKY HaNMUYMA UM COCTOSHUS apXMBHbIX [OOKYMEHTOB, BO3BpallaeMblX
nosib3oBaTeNsiM1 B YATaANbHOM 3are, OCyLLecTBsSeT paboTHUK YMTanbHOro 3ana.

O6si3aTenbHON  MONMUCTHOW MPOBEPKE HanMuMs W COCTOSIHMSA nepeq  Bbloayewn
apXMBHbIX JOKYMEHTOB M3 apXMBOXpaHunuLia u npu nx Bo3sparte nognexar:

YHUKanNbHbIE AOKYMEHTbI 1 0COB0 LiEeHHbIE JOKYMEHTDI;

apxmMBHble OOKYMEHTbl, UMelwmne B OQOPMIIEHUN UAN  TPUNIOKEHUN K  HUM
AparoueHHble KaMHU U MeTannbl;

HecOpoLUOPOBaHHbIE APXMBHbIE LJOKYMEHThI;

Aena, paHee He BblgaBaBLUMECS W3 apxXuMBOXpaHMNuWa W He umewme
NNCTOB-3aBepuUTeneu;

Aena, cogepxawme asTorpadbl, rpaduyeckme OOKYMEHTbl, NOYTOBble U repbosbie
3HaKu, Ne4vaTtun, OTKPbITKM, KOHBEPTbI C agpecamun, Mapkamu, U Apyrmne apxmBHble 4OKYMEHTHI,
noTeHUnanbHO NpeacTaBnsaoLLmMe nHTepec Ana KOSneKkLMOHepos.

CoctaB pgpyrmx gen, noanexawmx nosIMCTHOM  MNpOBEpKe, onpeaensercs
PYKOBOLACTBOM apxuBa Ha OCHOBE peLLEeHNS 3KCNePTHO-MeTOOMYECKOM KOMUCCUUN.

OtmeTka O NpOBEAEHHOW MOMUCTHOW MPOBEPKE CTaBUTCA B IMCTe-3aBeputene
(npunoxexne N 3).

Ha MecTo BblgaBaembiX U3 apxXMBOXPaHUMMLLA €OWHWUL, XPaHeHus U onucen pen,
AOKYMEHTOB NOAKMNaAbIBaeTCs kapTa-3aMeCcTUTeNb.

ApXMBHble [OOKYMEHTbl, BbldaBaemble W3 apXuBOXpaHUNuuwia, AOSMKHbI WMETb
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apXMBHbIA WNMP, NPOHYMEPOBaHHbIE NUCTLI, NUCT-3aBeputenb (nNpunoxedne N 3) n nuct
ncnonb3oBaHMsa JOKYMeEHTOB (npunoxeHne N 4).

[MogroToBKa apXmMBHbLIX JOKYMEHTOB K Bbldaye U3 apXMBOXPaHUIMLLA BKITHOYaET:

BblEMKY apXMBHbIX JOKYMEHTOB;

CBEPKY apXMBHOro wwudpa v 3arofloBKOB (aHHOTaUWUW) C ONUCLIO (KHUIOW yyeTa U
onucaHus) aen, JOKYMEHTOB;

NOJSIMCTHYIO NMPOBEPKY apXMBHbIX ES - B YCTAHOBNEHHbIX CIy4Yasix.

CBepka apxvMBHOrO LKUdpPa apXMBHbIX [AOKYMEHTOB C OMUCbK (KHUMoM yyeTta wu
onucaHusa) den U OOKYMEHTOB npejnonaraeT npoBepKy MpaBUibHOCTU OGOPMIIEHUS
OBMOXKM U TUTYNbHOrO NUCTa Aena, NepBUYHOro CpeacTBa XpaHeHUs ayavoBU3yarbHOro,
3MIEKTPOHHOIrO [AOKYMEHTa, MpPaBWUMbHOCTU COCTaBMEHUS 3arofioBka W wWudpa eguHuub
xpaHeHus. [pn HanuumMm BonbLUMX UCnpaBneHnn 0bNoXKa U TUTYNbHBLIN NNCT 3aMEHSIOTCH C
COXpaHEeHMEM Npu HeOBXO0OMMOCTM CTapon OONOXKMN.

[Mpn nogroToBKe K BblAavye U3 apXMBOXPaHUNULLA OTAENbHbLIX apXUBHbBIX AOKYMEHTOB,
N3bATbIX M3 Aen, Ha 0O0POTHOM CTOPOHE KaXOoro Nimcta BHE TEKCTa apXUMBHOMO AOKYMEHTa
NpoCcTaBNAeTCA WTaMmn ¢ apXMBHbLIM LLUNPOM.

CpOKVI BblAa4u apXUBHbLIX AOKYMEHTOB

2.11.10.1. ApxmBHbl€ AOKYMEHTbI BblAAlOTCA U3 apXMBOXPaHUNULLA Ha CPOK:

A0 OAHOro Mecsua - Nofnb3oBaTeENAM B YMTanbHbIA 3an 1 paboTHUKaM apxmBa (Kpome
0c060 LieHHbIX JOKYMEHTOB, BblAaBaeMblX Ha CPOK He Bonee AByX HeAesnb);

Ao Tpex mecsaues - oHaoobpasoBaTensw;

A0 LWeCTn mecsiueB - cyaebHbiM, NPaBOOXPaHUTENbHBIM U MHbIM YMOHOMOYEHHbIM
opraHawm.

Bblgaya apxvMBHbIX [OOKYMEHTOB W3 apXMBOXPaHWNUWA AN 3KCMOHMPOBAHUS
OCYLLIECTBMNSAETCA Ha CPOK, onpeaeneHHbIn JOroBOPOM O NPOBEAEHNN BbICTABKMW.

CpoK BblgaunM apxmMBHbIX OOKYMEHTOB [Onsi CO34aHWsl CTpaxoBoro doHga, doHaa
nonb3oBaHUA M Ans cneumanbHon obpaboTkm onpegensieTcsa nnaHamm paboTbl apxvBa n
AOroBOpamMu Ha NpoBeAeHne COOTBETCTBYOLLMX paboT CO CTOPOHHMMMK OpraHM3aunsiMm.

[MpoaneHne CpoOKOB BblgayYM apXMBHbIX [OKYMEHTOB AOMyCKaeTCa C paspelleHus
pyKOBOACTBa apxuBa.

OdopmneHne BblAaym apXMBHbIX AOKYMEHTOB

2.11.10.2. Bblgaya apxmMBHbIX AOKYMEHTOB M3 apXMBOXpaHuUnuLia permctpupyeTtcsa B
KHMrax Bbl4ayn apXxmMBHbIX JOKYMEHTOB, KONUN hOHAA NOSNb30BaHMSA U3 XpaHuUnmLLa, KOTopble
BeAyTCS pasferibHO Mo KaxaoMy apXMBOXPaHUULLY 1 BUAY BblAayun.

Bblgaya apxuBHbIX [OOKYMEHTOB B u4uTanbHbiA  3an  OoopMnseTcs  3akas3om
(TpeboBaHuem) Ha BblAavy apXmMBHbIX JOKYMEHTOB, Konuin ooHAa nonb3oBaHWs, onucen gen,
AOKYMEHTOB M PErucTpypyeTca B KHUre Bblgadyv apXMBHbIX AOKYMEHTOB, Konwui ¢oHaa
NoNb30BaHUA W3 XpaHuUnWLa B 4uTamnbHbIA 3an, B KOTOPOW pacnucbiBaeTcs pabOTHUK
yntanbHOro 3ana. WcnomnHeHHbIn 3aka3 (TpeboBaHMe) MNoOnb3oBaTeENA HanpaBnseTcs B
YnTanbHbIN 3an BMeCTe C BblOaHHbIMWU apXUBHBLIMW OOKYMEHTaMU U XPaHUTCA B JIMYHOM
Aene nonb3oBaTens.

Bblaaya apxmBHbIX JOKYMEHTOB pabOTHUKY apXxmBa AN UCNOSMb30BaHUSA B CNY>XEeOHbIX
uensx odopmnsaeTcs 3aka3oMm (TpeboBaHve) Ha Bblgayy apXMBHbLIX [OKYMEHTOB, KOMWUW
doHOa nonb3oBaHWs, onucen Aen, OOKYMEHTOB, KOTOPbIN BU3NPYyeTCs pyKoBOAUTENEM
COOTBETCTBYHLLEro nogpasgeneHus. 3akas (TpeboBaHneM) perMcTpmpyeTcs B KHUre Bblgaun
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apPXMBHbIX JOKYMEHTOB, KONUIN (poHAa Nonb30oBaHWUS U3 XpaHunuwia B pabo4dne nomeLieHus,
B KOTOpOM paboTHMK, MOMy4YMBLUMA apXMBHblE [OOKYMEHTbl, PacCnuCbiBaeTCsl 3a KaXayto
eouHuLy xpaHeHusi. 3aka3 (TpeboBaHWe) HaxXOAUTCHA B apXUMBOXPAHWUNULLE OO0 UCTEYEeHUs
CpOKa ero XxpaHeHus.

Bblgaya apxvBHbIX JOKYMEHTOB B nabopartopuio apxvBa oopMsSeTcs 3aka3oM Ha
npoBedeHne COOTBETCTBYHOLMX paboT M perucTpupyetca B KHUre Bblgaun apXUBHbIX
AOKYMEHTOB, KOMW (OHOA MONb30BaHUA M3 XpaHunuwa B nabopartopuio, B KOTOpPOM
pacnucbiBaeTca paboTHuk nabopatopun. 3akas yuuTbiBaeTcs B nabopatopym n B
COOTBETCTBYHLLEM NOAPA3AENEHNN apXmBa U CRYXXUT KOHTPOSbHbIM AOKYMEHTOM 3a XOAO0M
npoBeaeHnst BCex 3TanoB paboThbl C apXMBHbIMU AOKYMEHTaMM.

Bblgaya apxvmBHbIX AOKYMEHTOB BO BPEMEHHOE Mosib3oBaHMe 0POpPMASETCA akToM O
Bbldaye apXMBHbIX OOKYMEHTOB BO BPEMEHHOE MOSfIb30BaHWE U PErmcTpupyeTcsa B KHUre
Bblda4yn apXMBHbIX AOKYMEHTOB, KOMMM boHA4A MOMb30BaHUS U3 XpPaHUNULWA BO BPEMEHHOE
nonb3oBaHue.

Bbipaya ¢poHaa nonb3oBaHUsA

2.11.10.3. Bblgaya Konuin apxvMBHbIX OOKYMEHTOB W3 (poHOA MNOMb30BaHMUS
odpopmMmniseTca 3aka3om (TpeboBaHMEM) Ha Bblgayy apXMBHbIX OOKYMEHTOB, KONUM (poHAa
Nnonb30BaHUA, onucen Aen, AOKYMEHTOB U PerncTpupyeTcs B kHure (KHUrax) sblgadm doHga
Nnofb3oBaHUs,  BedyLUXCA  LUEHTpanuM3oBaHHO UM pasdenbHO  NO  Kaxgomy
apXMBOXPaHUMNLLY.

Bblgaua onucen aen, AOKYMEHTOB

2.11.10.4. Onncu gen, OOKYMEHTOB BbI4AKOTCA Ha CPOK, HE MpeBbIlaloWnn NsaTu
AHen. Bblgava onvcen gen, JOKYMEHTOB, MMEIOLWUXCA B OOHOM 3K3eMNNspe U XpaHALWNXCS
LeHTpann3oBaHHO, JOMYCKAaeTCA B UCKITIOUYNTENBHBLIX CNyYasax C paspelueHuss pykoBoauTens
apxmBa WNU ero 3amMecTUTEeNs Ha CPOK, KaK MnpaBwuSio, He MpeBbllalowu OANH OeHb, U
ohopMASETCS Mo aHanornmn ¢ Bblgavyen NOANMHHbLIX apXMBHbLIX AOKYMEHTOB.

Bbligaya onncen gen, JOKYMeEHTOB odpopMIisieTcs 3aka3oMm (TpeboBaHMeM) Ha Bblaadvy
apXMBHbIX [OOKYMEHTOB, KONMUW (poHAA NONb30BaHUSA, Onucen Aen, [AOKYMEHTOB W
PErMCTPUPYETCS B KHUIE BblOAYM apXMBHbIX OOKYMEHTOB, KOMuM (poHAa nonb3oBaHWsS U3
XpaHunuiia, B KOTOPOM pacnucbiBaeTCs MOMyyMBLUMA ONUCb PabOTHUK apxuBa WUnu
nosib3oBaTersib.

KoHTponb 3a COXpPaHHOCTLIO BbiAaHHbIX apXUBHbIX OKYMeHTOB. Bo3BpalueHue
apXMBHbIX AOKYMEHTOB B apXMBOXpaHUNuLLe

2.11.10.5. BbiBepka KHUI BblAa4n apXmMBHbIX JOKYMEHTOB NPOBOLMTCHA HE pexe 04HOro
pasa B KBapTasn unu B nonyrogue. Ecnv B pesyrnbTaTe BbIBEPKM KHUM Bblgayn yCTaHOBIEH
hakT HapyLLUEHNA CPOKOB BO3BPALLEHMS apPXMBHbBIX JOKYMEHTOB, BbISCHAIOTCS €ro NPUYUHbLI U
NPUHUMAKOTCH Mepbl K BO3BpaTy apXMBHbIX OOKYMEHTOB. Ecnu HeBo3BpalleHue apXMBHbIX
AOKYMEHTOB B CPOK B apXMBOXPaHWIULLE BbI3BAHO HEOOXOOUMOCTLIO WX AaribHenLero
ncnonb3oBaHuns, Bblgada nepeodopmnsaeTca. [lpu 3agepxke BO3BpaWEHUA apXMBHbIX
AOKYMEHTOB 0€3 yBaXWTENbHbIX MNPUYUH MPUHUMAOTCA Mepbl ANd WX HeMeasIeHHOro
BO3BpaTa B apXMBOXPaHUITULLE.

B uensx KOHTpONs 3a COXPaHHOCTbID apXMBHbIX AOKYMEHTOB MoapasfenexHue,
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OTBETCTBEHHOE 3a XpaHeHWe apXUBHbIX [LOKYMEHTOB, MPOBOAUT MPOBEPKUM COXPaHHOCTU
BblJaHHbIX W3 apxXMBOXpaHWIMLLA apXMBHbIX [OOKYMEHTOB. [lpoBepknm npoBOOATCA B
NnaHOBOM MNOpsSAKe MM no mMepe HeobxoaMMOCTM MO COrflacoBaHWIO C PYKOBOACTBOM
apxuBa.

Mpn BO3BpaLLEHUM apXMBHBIX OOKYMEHTOB B apXMBOXpaHWUNULLE OCYLIEeCTBRsSeTCs
NofIMCTHaAA MpoBepka MX (PU3NYECKOrO COCTOSIHUA B YCTaHOBMEHHOM nopsiake (CMm.
n.2.11.10). B kHure Bblgayun apxvBHbIX OOKYMEHTOB [JenaeTcs OTMeTKa O BO3BpalleHUn
apXMBHbIX [OOKYMEHTOB B MPUCYTCTBUM BO3BPATMBLUMX WX pPabOTHMKOB apxmBa Wn
doHooobpasoBaTenss. Ecnu  BbiIBMEHbl  MOBPEXAEHUS  BO3BPALLAEMbIX  APXMBHbIX
OOKYMEHTOB, COCTaBNnsAeTCA aKkT B [MPOU3BOSIbHON {dOpMe, KOTOpbIM MNO4MUCLIBAETCA
pabOTHNUKOM apXMBOXpaHWNULLA M NMLUOM, BO3BPaLLalOWMM apXMBHblE [OOKYMEHTbI, W
npeacTaBnaeTca Ha pacCMOTPEHME PyKOBOACTBA apxmBea.

ApxuB 0643aH yBeAOMUTb MOMb3oBaTend O TOM, YTO OH OTBEYaEeT 3a COXPAHHOCTb
NOJSTyYEHHbIX apXMBHbBIX AOKYMEHTOB 1 cobntogeHne npaBun paboTbl C HAMU B COOTBETCTBUM
C 3akoHogaTenbcTBOM Poccuiickon ®epepaunu.

B cnyyaax xuweHus unn noBpeXOeHUs apXMBHbIX [OOKYMEHTOB, B TOM 4ucrie
BHECEHNS B WX TEKCT WU3MEHeHUn (ecnn 9T0 MoXeT ObiTb KBanMMUMPOBaHO Kak
NoBpeXAeHNE apXMBHOIO JOKYMEHTA), apxmB obpallaeTcsi C COOTBETCTBYHOLLMM 3asBlIEHNEM
B OpraH BHYTPEHHWX Aefsl Mo MeCTy pacrofioXeHNa apxvBa, B TpPexOHEBHbIN CPOK
MHOpMUpPYET chneumanbHO  YNOSNMHOMOYEHHbIM  pefieparnbHbli - OpraH  UCMOSTHUTENbHOW
BNacTW, YMOSTHOMOYEHHbIE OpraHbl MWCMOMHUTENbHOW Bnactu cybbekToB Poccuinckomn
depgepaummn, ocywecTBAgAlOWME KOHTPONb 3a cobntogeHvem 3akoHogaTenbctBa 006
apxuBHom perne B Poccunckon depepauuun, npuHUMaeT gpyrve Mepbl K BO3MELLEHUHO
yuiepba B COOTBETCTBUM C 3akoHOAaTenbcTBOM Poccuiickon ®epepaunu.

TpaHCHOpTMpOBKa n nepemMeljeHne apxXxmMBHbIX OOKYMEHTOB

2.11.11. Tpn TpaHCNOPTMPOBKE apPXMBHbLIX [OOKYMEHTOB Ha nbble paccTosiHUS
cobnogalnTca Mepbl MO OXpaHe M 3awuTe MX OT BO3OENCTBUA BpeaHbiX (aKTOpoB
oKpy>KatoLen cpeabl NyTeM NPUMEHEHUS cneumnanbHbiX BUAOB YNakoBOK, 06ecneyvmBaroLmx
3aLUTY apXMBHbIX JOKYMEHTOB OT OCaZKOB, CBETA, MEXaHUYECKUX NOBPEXOEHUN.

TpaHCnopTUpOBKa apXMBHbIX OOKYMEHTOB MPOWU3BOAUTCSA NPWU MX MNNOTHOW YKNaake,
NCKITHOYatoLen BO3MOXHOCTb MEPEMELLEHUS apXMBHbIX [OOKYMEHTOB BHYTPU YMNaKOBKWM,
yaapoB U pasfnu4yHbliX COTPSACEHUN, Npu 3TOM (OTOOHOLOKYMEHTLI YNaKOBbIBAOTCS B
BEPTMKAIIbHOM MOSIOXXEHUN B KOPOOKM XKECTKOW KOHCTPYKLMM COOTBETCTBYHOLLErO pasmepa,
obGepHyTble BO BraroHenpoHuuaemyt TkaHb. [pyrme ayguoBmayanbHble U 3NEKTPOHHbIE
AOKYMEHTbI, rpaduyeckme un KpynHoopmaTtHble gena n JOKYMEHTbl NepeMeLLaoTCa TONMbKO
B YMakoOBKE, B KOTOPOM OHW XpaHATCSA, WUnM B creuvanbHO npegHasHavyeHHbIX Ans WX
nepemeLLeHns cpeacraax.

Ona nepemelleHnss apxMBHbIX [OOKYMEHTOB BHYTPU apXxvBa WCMOMb3YHTCS
nepeaBwkHble TENEXKM U ApyrMe cpeactsa TPaHCNOPTUPOBKM.

BHyTpuropoackme nepeBO3KM apXMBHbLIX [AOKYMEHTOB MNPOU3BOAATCA B 3aKpbITbIX
aBTOMaLUMHax nNpu 06s3aTenbHOM COMPOBOXAEHUN pabOTHUKA apxmBa.

TpaHCnopTUpOBKa apXMBHbIX AOKYMEHTOB Ha AalibHWE pPacCTOSIHUS NPOU3BOAUTCS B
yNnakoBaHHOM BWAe B KpPbITOM TPaHCMOPTHOM CpPeacTBe B COOTBETCTBUWM C NpaBuiamu
NnepeBO3KN LeHHbIX FPy30B, YCTAaHOBMNEHHLIMW AJ151 COOTBETCTBYHOLLErO BMAa TpaHCcnopTa.

BbisaBneHue YHUKalbHbIX OOKYMEHTOB U 0C0060 LUEeHHbIX AOKYMEeHTOB
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2.11.12. BbisBneHve yHUKanbHbIX [OOKYMEHTOB W 0COB0 LEHHbIX [AOKYMEHTOB
NpoBOANTCA B MNMIAHOBOM MNoOpsiAke Hauboree KBanuUUMPOBaHHbLIMK crieumanMcTtamn Ha
OCHOBaHWW OTpacreBblX Hay4YHO-METOAMYECKUX pPa3paboTok M MeToaudecknx nocobun,
NoAroTOBMEHHbLIX B apXuBe.

OnpepeneHne B coctaBe ApxmBHoro coHaa Poccunckon defepaumn yHUKarbHbIX
AOKYMEHTOB OCYLLEeCTBISeTCs B COOTBETCTBUM C PernameHTom [ocyaapCTBEHHOro peecrpa
YHUKanbHbIX JOKYMEHTOB ApxmBHOro poHaa Poccuiickon ®egepaumm n BrrtoyaeT B cebs:

3anosiHeHne Ha Kaxabll BbISIBNIEHHbIA MNOTEHUWAarbHO YHUKANbHbIN OOKYMEHT nucTa
yyeTa 1 OnNnucaHnUs YHUKasribHOro AOKYMEHTA;

pacCMOTPEHNE 3KCNEePTHO-MEeTOANYECKOM KOMUCCUMen (Unu ApyrMm coBellaTersibHbIM
OopraHoMm) apxuBa npeacTaBfieHHbIX MaTepuanos;

npeacraBneHne npeasiokeHWn O  BKMOYEHUMM  BbISIBIIEHHbLIX  NOTEHUMansHO
YHUKanbHbIX JOKYMEHTOB B [[OCyJapCTBEHHbIN peecTp YHUKarnbHbIX JOKYMEHTOB ApPXMBHOIO
doHoa Poccunckon  depepaumm B COOTBETCTBYHOLUMA  YNOSTHOMOYEHHbIN  OpraH
NCMNOJSTHUTENBHOW BAacTu B chepe apXMBHOro gena.

OnpepeneHne B coctaBe ApxmBHoro goHga Poccurickon ®eagepaumm ocobo LEeHHbIX
AOKYMEHTOB OCYLLECTBMSETCA 3KCnepTHO-nposepodHon komuccmen (IMK) denepansHoro
rocygapcrBeHHoro apxuea, O3lNK ynonHOMOYEHHOro opraHa WCMNOMNHUTENbHOM BracTn
cybbekta Poccunckon depepaumm B cdepe  apxXMBHOrO  gena,  9KCNepTHON
JPOHO0BO-3aKYyNOYHOW  KOMUCCUEN TOCYAAPCTBEHHOrO WUMAWM  MYHUUMMANbHOIO  My3es,
9KCMEPTHOM KOMMUCCUEN FOCYAapCTBEHHOM MnM MyHuuunansHon 6mnbnuotekn, IMK Apxumsa
Poccuinckon akagemMmm Hayk W 3akpennsgetcs  YYeTHbIMWU  [JOKYMEeHTamMu apxvBa B
yCTaHOBIeHHOM nopsake (cm. n. 3.7.5).

OlNK ynonHOMOYEHHOro opraHa WCMOMHUTENbHOW BnactTu cybbekta Poccunckon
depepaummn B chepe apxmBHOro gena Bnpase AeriermpoBaTtb NOMIHOMOYMS MO onpeaeneHnto
B coctaBe ApxumBHOro doHga Poccuiickon Pegepaumm 0C060 LIEHHBbIX OOKYMEHTOB
9KCMNEepPTHO-METOAMYECKON (METOAMYECKON) KOMUCCUM FOCYAapCTBEHHONO apxuBa cybbekTa
Poccuinckon ®egepaunn.

Co3aaHue ctpaxoBoro ooHaa

2.11.13. COBOKYMHOCTb CTPaxOBbIX KOMWUIA YHUKANbHbIX N 0COBO LIEHHbIX LJOKYMEHTOB
ApxusHoro ¢oHaa Poccurckon depepauumn (ganee - ctpaxoson oHA) co3naeTcs B Lernsx
COXpaHeHUs1 AOKYMEHTHON MHOpMaLMM Ha cryyYan yTpaTbl Unv NOBPEXOEHUS OPUTMHANOB
aTux pgokymeHTtoB. CTtpaxoBoM OHO SABNAETCH HENPUKOCHOBEHHBIM U XPaHUTCS
TepputopuanbHO 060COBMEHHO OT OPUTMHANOB YHUKaNbHbIX OKYMEHTOB U 0COB0 LEHHbIX
AOKYMEHTOB B crneLmarnbHblX apxmBoxpaHunuiax (cm. n. 2.11.13.3).

OuepenHoOCTb CTPaxoBOro KOMMPOBAHWUA OMNpenensietcsa ¢ y4eTom dU3nyeckoro
COCTOSHUSI  YHUKAmNbHbIX [OKYMEHTOB M 0OCOG0 UEHHbIX OOKYMEHTOB M MHTEHCMBHOCTU
obpalleHna Kk HuM. [lepBooyepeaHOMY KOMUPOBAHMIO cpean Hux noaniexat Haubonee
WHTEHCUBHO MCMNOJSIb3yeMble, C NOBPEXOAEHUSAMU MaTepuasribHOro HoCUTeNns N OOKYMEHTHOW
nHopmauum.

[MoaroTtoBKka yHMKanbHbIX AOKYMEHTOB M OCOBO LIEHHbIX OOKYMEHTOB K CTPaxoBOMY
KOMMPOBAHMIO OCYLLLECTBNSIETCS B COOTBETCTBUMN C NOPSAKOM Bbl4aun apXUBHbIX JOKYMEHTOB
N3 apxmBoxpaHunuiy (cm. . 2.11.10).

CTtpaxoBoe KkonMpoBaHME MNpoBOAUTCA C cobniogeHnem cuctematmsaumm enuHul,
XpaHeHus B onucu gen, OOKYMEHTOB, KOTOpas KOnupyeTcs nepeqj eauHULamMu XpaHeHus.
CTpaxoBOMy KOMMPOBAHWUIO MoanexaT BCe BXOAALWME B €OUHULY XPaHEeHUs apXMBHblE
OOKYMEHTBI.
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Mpn cTpaxoBOM KOMMPOBaHMM [ena, Kak MpaBurio, pacluMBke He nognexar.
Pacwueka pgen npou3BOOUTCA B  MCKNMIOYUTENbHbLIX Crydadx MO COrnacoBaHuUl C
PYKOBOACTBOM apXxuBa Mpu NoSIHOM HEBO3MOXHOCTM KOMMpOBaTb nepenneTteHHoe aeno. o
OKOHYaHuM paboTbl Aeno nepennetaeTca nabopatopuen wnNu  opraHu3aumen -
N3roToBUTENEM CTPaxXoBbIX KOMNIN 3aHOBO.

CTpaxoBoOe KONUPOBAHWE YHUKamnbHbIX AOKYMEHTOB M 0COBO LEHHbIX [LOKYMEHTOB
OCYyLLEeCTBNAEeTCA B COOTBETCTBMM C TEXHONOIMYECKUMU pernameHTamm wn  Opyrumu
AENCTBYIOLLMMN HOPMATUBHO-TEXHNYECKMMU AOKYMEHTAMM.

CTpaxoBoi KOMMenh apxMBHOroO [OKyMeHTa Ha OyMaxHOW OCHOBe sBnseTcs
HeraTuBHas Mukpodopma (MUKPOUITbM U MUKpodmLia) 1-ro NOKONEHUs, N3roTOBIIEHHAsA
Ha dooTorpacmyeckon ranoreHngocepebpsHOM MNNeHKe COOTBETCTBYIOLLErO TuNa MEeToLOoM
onTn4yeckoro poTtorpacmpoBaHNa JOKYMEHTOB.

CTtpaxoBon KonMuven KUHOOOKYMEHTA 4HABNAETCA nepBas COBMELLEHHas Konus
opurMHana, W3roToBfieHHast Ha MfeHKe COOTBETCTBYIOLLErO0 TuNa METOAOM KOHTaKTHOW
neyaTu.

CtpaxoBon konuen OTOAOKYMEHTA SBMSIETCA nNepBasi Konua  OpurnHana,
N3roToBrieHHast Ha POTOoNIeHKe COOTBETCTBYHOLLEro TUNa MeTogoM penpoayLmMpoBaHnS Unm
KOHTaKTHOW neyaTu.

CTtpaxoBon konuen (POHOOOKYMEHTa 4HABMNAETCA NepBad Konua  OpurnHana,
M3roToBneHHasi CoBpeMeHHOW CUCTEMOWN 3anncu.

CTtpaxoBon konven BWOEOLAOKYMEHTa SBMSeTCA nepBad KoOMUs  OpurnHana,
N3roToBrieHHasi B oopmaTe opurmHana cnocobom Bnaeo3ByKo3anmcu Ha MarHUTHOM JiEHTE.

Co3paHue, KOMMMEKT N cocTaB (bon,qa nonb30BaHuA

2.11.13.1. CoBOKYNHOCTb KOMWUI apXMBHbIX JOKYMEHTOB, BbINOMHEHHbIX HA Pa3fIMYHbIX
MaTepuarnbHbIX HOCUTENSX U NpeAHa3Ha4YeHHbIX ANA UCNoNb30BaHMS C Lenblo obecneyeHns
COXPaHHOCTN OpPUrMHaNoB apXMBHbIX JOKYMEHTOB (ganee - ooHA Nosnib3oBaHus) co3gaeTcs,
Kak npasusio, OQHOBPEMEHHO C CO34aHneM CTPaxoBoro ooHAa, a Takke LeneBbiM NopsiaKoM
Ha Haubonee wucnonb3yemble apxvBHble [OOKYMEHTbl, B Mpouecce Apyrux pabot
(paccekpeumBaHMe apX1BHbIX JOKYMEHTOB, OpraHmn3auus ux NCnosib30BaHus).

®doHO nonb30BaHWSA, W3rOTOBSIEHHbIW OOHOBPEMEHHO CO CTpPaxoBbiM (POHAOM,
co3gaeTtcd B 06a3aTeNlbHOM KOMMNMEKTE, BKOYAOLLEM:

ANS  apXMBHbIX [OOKYMEHTOB Ha OyMaXXHOW OCHOBE - OAHY MWKpodopMy 2-ro
MoKoNMeHnss Ha ranoreHngocepebpsiHon nneHke (HeraTMBHas WNM  MNO3UTMBHASA),
N3roTOBIIEHHYIO C HEraTMBHOM MUKPOMOpPMbI 1-r0 MOKOSMEHUs, U OAHY MUKpOodopMy 3-ro
NOKONEHUS!, U3FOTOBIIEHHYIO C MUKPOMOPMbI 2-F0 MOKONEHUS;

ANna POTOAOKYMEHTOB - OAMH NO3UTUBHBLIN POTOOTNEYATOK U OAMH Aybrib-HeraTus;

AN KMHOOOKYMEHTOB - OOHY MO3UTUBHYKD  COBMELLEHHYKO  KOMWI,  OAWH
NPOMEXYTOYHbIA MO3UTUB M300paXKeHMs N OAMH KOHTPATUM (OOHOrpamMmbl (AN 3BYKOBbIX
KMHOAOKYMEHTOB). [MO3MTUBHASA KOMUS M NPOMEXYTOYHbIN MO3UTUB M300PaKEeHUs AOSMKHbI
BXOOUTb B  KOMMMEKT KWHOOOKYMEHTa, TMPUHMMAEMOro Ha [MOCTOSHHOE XpaHeHue.
[onyckaeTcs gONONHUTENbHOE U3roToBreHne ooHAa NoSib30BaHUA KUMHOOAOKYMEHTOB B BUAE
BunaeodoHorpamm B dopmartax Betacam n VHS;

Ans POHOAOKYMEHTOB - OZIHY KOMWUIO HA MarHUTHOW NEHTE;

ANs BUOEOAOKYMEHTOB - OAHY Konuto B oopmaTte VHS.

BknioyeHne B (poHO MONb30BaHWA KOMUMA apXMBHbIX OOKYMEHTOB, B TOM 4ucne Ha
3NEKTPOHHbIX HOCUTENSX, CO34aHHbIX B npouecce Apyrnx paboT, oCcyLecTBSeTCs apXMBOM
CaMOCTOATESbHO.



B CbOHﬂ, NoJib30BaHNA BKITHOYAKOTCA KOMUM MNOJNMHOCTbKO CKOMMPOBAHHbIX €eduHUL
XpaHeHnA. Konun oTaenbHbIX adpXMBHbIX OOKYMEHTOB MOryT ObiTb BKMOYEHbI B (*)OH,D,
NnoJib30BaHNA B COCTaBe TEMATUYECKUX I'IOﬂ,60pOK APXNBHbIX JOKYMEHTOB.

lNMpoBepka HaNM4YnA U COCTOAHUA, TEXHUYECKUN KOHTPONb cTpaxoBoro dooHaa n ¢poHpa
nosib30BaHus

2.11.13.2. Bce cTpaxoBble KONUM AOSMKHbI COOTBETCTBOBATb OpPUrMHANy Kak Mo
cogepXxaHuto, Tak 1 No psaay BHELIHUX NPU3HAaKOB.

N3rotoBuTenb CTpaxoBbiX konuni obecneymBaeT COOTBETCTBME BCEX BbiMyCKaeMbIX
Konuin TpeboBaHWSAM OENCTBYHOLUNX HOPMATUBHO-TEXHUYECKMX AOKYMEHTOB MO CTPaxOBOMY
KOMMpPOBaHWIO.

Bce cTpaxoBble KonMMM MNPOXOAAT TEXHUYECKMM KOHTPONb B nabopatopum unm
opraHuM3aunn-n3rotoBuTene, ceeaeHnsa ob nx kayectTse PUKCUPYIOTCS B aKTax TEXHUYECKOro
COCTOSIHMS KOMuK cTpaxoBoro doHga (no dopmam B COOTBETCTBMU C OTpacneBbiMU
HOPMaTUBHBIMW LOKYMEHTaMM).

Mpn npueme CTpaxoBbiX KOMUW MNPOBEPSETCA MOMHOTA BbLINOMHEHUS 3akas3a Ha
KOonmMpoBaHWe, KONMMUYECTBO KOMUK, KOMMMEKTHOCTb, NPAaBUbHOCTb M MOSIHOTA 3anofiHEHUS
aKTOB TEXHUYECKOro COCTOAHUSA, BU3yallbHO-TEXHUYECKOE COCTOSAHME KOMUN.

B npouecce xpaHeHus cTpaxoBble Konum nognexar:

NpoBepKe Hanuyna U COCTOSIHUS B LENAX YCTaHOBIEHUS (DaKTUYECKOro Hanvyus
CTPaxoBbIX KOMNWK, UX COOTBETCTBUA AAHHbLIM YHETHbIX JOKYMEHTOB;

TEXHNYECKOMY KOHTPOSIKO COCTOSAHUSI U1 CBOEBPEMEHHOMY MPOBEAEHNID HEOOXOANMbIX
KOHCepBaLUMOHHO-NPOMUNAKTUYECKNX MEPOMNPUATUN.

TexHNn4ecKknin KOHTPOSib CTPaxoBoro poHOa OCyLEeCTBNAeTCs OAWH pa3 B TpWU roaa,
npu 3ToM KOHTposto noanexumt 20% cTpaxoBbIX KON NPOM3BOACTBA KaXgoro roga.

PesynbTaTtbl TEXHMYECKOrO KOHTPONS (OUKCUPYIOTCA B OOKYMEHTaX O TeXHUYECKOM
COCTOSIHUM CTPaxoBbIX KOMWW, rAe AatoTCs 3aKNiYeHUst O HeobXxoauMOCTM WU CpoKax
npoBeaeHnst NPoUNaKTUYECKMX U pecTaBpauMOHHbIX paboT, M yCTaHaBNMBAKOTCA CPOKM
cnenyoLwero TEXHNYECKOro KOHTPOSS.

[MpoBepka HanMuMuua M COCTOSIHUA (poHOA MOMb30BaHUS OCYLLECTBMSETCA C LENbio
KOHTPOMS 3@ COXPaHHOCTbID KOMMA W  opraHu3aumm paboTbl N0 CBOEBPEMEHHOMY
BOCCTaHOBNEHMIO DOHAA NONb30BaHUS.

O6bbem u nepmogn4yHOCTb paboTbl MO MPOBEPKE HaNMMUMA W COCTOAHMSA dhoHAa
nonb30oBaHUA onpegensieTca ¢ yyeTtom ero obuwiero obbvema, coctaBa, WHTEHCUBHOCTU
BblAa4n KOMWin N YaCTOTbl X BOCNPOU3BEAEHMS, a TaKkkKe YCIOBUN XpaHEHUS.

MNMepepaya cTpaxoBoro choHAa Ha cneunanbHoOe XpaHeHue
(n. 2.11.13.3 He pacnpocTpaHAETCA Ha rocyAapCTBEeHHbIe U MyHMLUUNanbHbIe My3en 1
6ubnunoTekun, opraHmsaumm Poccnnckon akageMmm Hayk)

2.11.13.3. LleHTpanu3oBaHHOE XpaHeHWe CTpaxoBoro oHaa ocyllecTBnseT
beniepanbHbI rocyaapCTBEHHbIM apxuB - LieHTp xpaHeHusa ctpaxoBoro poHaa (LUXCD).

XpaHeHne cTpaxoBoro ¢oHAa rocygapCTBEHHOro apxmBa cybbekta Poccunckon
degepaumm 1M MyHAUMNANbHOMO  apxvBa  MOXeET  OCYWeCTBNATb  crneuuaribHoe
apXMBOXpaHUmuLLE, pacrnonoXeHHoe Ha TepputTopumn cybbekta Poccuiickon degepaumm.

PaspeweHne Ha nepepady crtpaxoBoro ¢oHga B UXCP paet cneumanbHo
YNOJSTHOMOYEHHbIN doeiepanbHbI OpraH UCNOSTHUTESTbHOM BNacTn B chepe apxXmBHOro Aena
no pesynbTaTaM pacCMOTPEeHUs [OOKMadHOW 3anucku enepanbHOro rocygapCTBEHHOMO



apxvBa WnM YNOSIHOMOYEHHOrO OpraHa WCNONHUTENbHOW Bnactu cybbekta Poccumnckon
depnepaumm B chepe apxMBHOro Aeria 0 roTOBHOCTU K OTNPaBKe CTPaxoBbIX KOMUNA.

PaspelweHne Ha nepepady ctpaxoBoro poHaa B cneuuanbHOe apxXMBOXpaHumnuLle,
pacnonoxeHHoe Ha Tepputopum cybbekta Poccuinckon Pepepaumn, rocygapCTBEHHOMY
apxmBy cybbekta Poccunckon degepauum M MyHMUMNANbHOMY  apxuBy  OaeT
YNONMHOMOYEHHbIA OpraH WUCMONHUTENbHOM Briactu cybbekta Poccuiickon depepaumm B
chepe apxvMBHOro Aerna Ha OCHOBaHWW OOKMaAHOW 3aruvcKn apxmBa O rOTOBHOCTU K OTMpaBke
CTpaxoBbIX KOMWUMN.

Mpuem-nepenaya cTpaxoBoro oOHAA OCYLECTBSETCA Ha OCHOBaHWWM MpuKasa
COOTBETCTBYHOLLErNO YNOSIHOMOYEHHOIO OpraHa UCMOMNHUTENbHOM BNactT B chepe apXMBHOIO
Aeria akToM yCTaHOBNEHHOW (POPMbI, K KOTOPOMY MpunararoTca:

onucm 0cobo LEHHbIX Aerl, AOKYMEHTOB WM KOMUM ONucen Aer, LOKYMEHTOB, C
KOTOpbIX M3roTOBMEH CTpaxoBow (POHA, MM nepevdeHb HOMEepoB 0CO60 LEHHbIX Aen,
AOKYMEHTOB (HOMEPHMUK);

onucu nepegasaemMoro CTpaxoBoro oHaa;

aKTbl TEXHMYECKOrO COCTOAHNA KOMUIA CTPaxoBoro ¢phoHaa;

conpoBoauTerbHbIE JOKYMEHTbI HA TPAHCNOPTHYIO Tapy.

CTpaxoBble Konuu B MOpPsSiAKE PacrnofioKeHUs WX B ONMMCU CTpaxoBoro doHaa
noMeLLarTCs B COOTBETCTBYHOLLYIO Tapy AN TPaHCMOPTUPOBKU, UMEIOLLYHD MNOPSLAKOBYHO
HymMepauuio B npefenax oOTnpaBfisgeMon NapTum, U HanpaensalTCs B OMoMOMpPOBaHHbLIX
KOHTEeNHepax. B conpoBoauTenbHOM OOKYMEHTE Ha TPaHCMOPTHYK Tapy ykasblBaeTcs ee
KONMYECTBO WM YUCAO CTPaxoBbIX KOMUM B HEW, CTaBATCA MNOANUCU LOSMKHOCTHbLIX Nnu,
OTBETCTBEHHbIX 3a nepegavy.

AKTbl npuvema-nepenayn C NPUoXKeHUSAMU MOMELLAKTCA B OTAENbHYH YMAKOBKY C
nomeTkon "ConpoBoanTErnbHbIE JOKYMEHTbI".

OnnaTta pacxogoB no OTrnpaBke CTPaxoBOro ooHAa NPon3BOAUTCA OTAPaBUTENEM.

CrpaxoBaHue gokymeHToB ApxuBHoro cboHaa Poccumckon ®egepauum

2.11.14. CtpaxoBaHue [okymeHTOB ApxuBHOro ¢oHga Poccunckon depepaumm
HanpaBneHo Ha obecnevyeHve MX COXPaHHOCTW, BO3MeLleHue yuiepba B criydyae Kpaxw,
yTpaTbl, NOBPEXOEHNA N NHOrO BO3MOXHOrO yLepba.

CtpaxoBaHuto noanexar:

AOKyMeHTbl ApxmBHOro oHga Poccuinckon depepaumn, a Takke noanexaiime
BO3BPALUEHNIO MX KOMWUW, BbIBO3MMble 3a pybex Ana 9SKCNOHMPOBAHWA Ha BbICTaBKax,
pecTaBpauun unu ¢ ApyruMmn Lensamu;

YHUKanbHble OOKYMEHTbI, npefocTaBfiseMble OSf1 3KCMOHUMPOBAHUA Ha BbiCTaBKaX
BHYTPW CTpaHblI.

B wucknounTenbHbIX crnyyasx nog o6s3aTenbCTBO B [LOrOBOPE O BO3MELLEHUM
opraHusaTopamMu BbICTaBkM yulepba B crnyyae yTpaTtbl UMM NOPYM YHUKANbHbIE OOKYMEHTbI
MOrYT 3KCMOHMpoBaTbCA 6e3 cTpaxoBaHMs Ha opraHusdyemblix B Poccunckon depepaumm
BblCTaBKax.

CTtpaxoBas oueHka [fokymeHTOB ApxuBHoro ¢oHaa Poccuiickon depepaumm
NPOBOANTCHA B apXmBe KOMUCCUOHHO.

KaTeropuss ueHHocTn pokymeHTOB ApxuBHOro ¢oHga Poccunckon depepauunm wm
pasmep UX CTPaxoBOW OLIEHKM YCTaHaBNMBAKOTCHA Ha OCHOBE crneumanbHbiX MeToaUYEeCKUX
pa3paboTok.

PesynbTatbl CcTpaxoBOW OUEHKM [OKyMeHToB ApxuBHOro doHga Poccunckon
depepaumm oPOPMNAITCA aKTOM CTPaxXOBOW OLEHKM apXMBHbIX OOKYMEHTOB, KOTOPbIN
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npeacTaBnseTcss B COOTBETCTBYHOLUM YNONTHOMOYEHHbIA OpraH MUCMNOSTHUTENbHOW BracTu B
cdepe apxmBHoOro gena.

OcdopmneHne BpeMeHHOro BbiBO3a AOKYMeHTOB ApxuBHoro oHaa Poccumnckomn
depepauum 3a pybex

2.11.15. [Ona paccMOTpeHusi Bomnpoca O BO3MOXHOCTUM BPEMEHHOro BbIBO3a
AokymeHTOoB ApxmBHOro coHaa Poccuiickon ®epgepauum apxmB npeacrtaBnder B
crneumarnbHO YNOMHOMOYEHHbIN defepanbHbii OpraH MCNOSIHUTENbHOW Bractu B cdepe
apXmMBHOro gena:

KOMMWIO AOoroBopa O NpoBeAEHMM BbICTaBKW, pecTaBpaLnOHHbIX UNn gpyrux pabor;

nepedeHb OOKYMeHTOB ApxuBHOro ¢oHaa Poccuinckon Pepepaumm ycTaHOBMEHHOW
dopMbl, NpegHa3HaYeHHbIX K BPEMEHHOMY BbIBO3Y;

KOMMM CTPaxoBOro nonuca, rapaHTumM nNpuUHMMaloLWen CTOPOHbl M roCyaapCTBEHHbIX
OpraHoB CTpaHbl Ha3HA4YEHUS B OTHOLLEHUN COXPaAHHOCTM MU BO3BpaTa BPEMEHHO BbIBO3UMbIX
KynbTYPHbIX LEHHOCTEN;

NMMCbMEHHOE NoATBEpPXAeHWe YyOOBMNEeTBOPUTENbHOMO  (PU3NYECKOro  COCTOSHUSA
AOKyMeHTOB  ApxuBHOro ¢oHga Poccuickon — ®depepauun,  NO3BOMSKOWENO  UX
TpaHCNOPTUPOBAaTb N 4EMOHCTPUPOBAaTb, @ Takke Hannyns Ux cTpaxoBblX KOMUN;

paspelleHne  yrnoriHOMOYEHHOro oOpraHa WCMOSHUTENbHOW Bnactu cybbekTa
Poccunckon ®epepaunn B cpepe apxvBHOro aerna (TosnbkKo Aris rocy4apCTBEHHbIX apXnBOB
cybbekToB Poccuiickon ®epepauun);

paspelleHne opraHa MeCTHOro camoyrnpaBneHus (TONbKo ANs MYyHULMNAnbHOro
apxvBa);

Apyrne HeobxoaMMble AOKYMEHTbI B COOTBETCTBUM C YCTAHOBMEHHbLIM NOPSAKOM.

B cooTBeTCTBMM C YCTAHOBMEHHbLIM MNOPSOKOM FOCY4AapPCTBEHHOW 3KCMNEPTU3bl WU
KOHTPOSIS 3@ BbIBO3OM M BBO30OM KyJIbTYPHbIX LEHHOCTEN AN NONyYeHUs CBUAETENbCTBA Ha
npaBoO BbIBO3a KYNbTYPHbIX LIEHHOCTEN C TeppuTopun Poccuinckon denepaumm ykasaHHble
AOKYMEHTbI BMECTe C 3aKito4YeHneM crneumanbHO YyNosTHOMOYEHHOro defeparibHoro opraHa
UCMONHUTENbHOM BNactm B cdepe apxvMBHOro pfena w Aapyrumm  HeobxoammbiMu
AOKYMEeHTaMu MpeacTaBnsTCa B cneuuanbHO YNOSTHOMOYEHHbIN (hefepanbHbid  opraH
NCMNOJSTHUTENBHOM BNacTn B cdpepe rocygapCTBEHHOIO KOHTPONA 3a BbIBO30M U3 Poccuimckon
depgepaumm n BBO3OM Ha ee TEPPUTOPUIO KYNbTYPHbIX LLEHHOCTEMN.

Onsa npogneHna B 0cCOObIX Criydyasix Cpoka BPEMEHHOro BbiBO3a [OKYMEHTOB
ApxuBHoro doHga Poccunckon depepaumm  apxuB  npeacrtaBngeTr B - cneyuvanbHO
YNOSTHOMOYEHHbIN  doefeparnbHbI - OpraH  UCMOMHUTENbHOW  Bnactm B cdpepe
rocygapCTBEHHOro KOHTpOndA 3a BbiBO30OM U3 Poccuiickon ®depepaumm n BBO3OM Ha ee
TEPPUTOPUIO KYNbTYPHbIX LIEHHOCTEMN:

KONuMio [O0roBopa O MpPOASIEHUN CpPOKa BbICTABKW, PecTaBpPauMOHHBLIX WNU OpYrux
paborT;

KOMUW CTPaxoBOro rnonuca, rapaHTumM NpUHUMalroLWwen CTOPOHbI U roCyaapCTBEHHbIX
OpraHoB CTpaHbl Ha3HAY€HWS1 B OTHOLLEHUM COXPAHHOCTM U BO3BpaTa BPEMEHHO BbIBO3MMbIX
KyIbTYPHbIX LEHHOCTEN;

3aKmn4veHne cneumnanbHO YNoSTHOMOYEHHOrO doeeparibHOro opraHa UCNONTHUTENbHOM
BflacTu B chepe apXMBHOro Aena;

apyrme Heobxoanmble AOKYMEHTbI B COOTBETCTBUM C YCTAHOBMNEHHBLIM MOPSIAKOM.

O6ecne4eHune COXPaHHOCTU apXUBHbIX OOKYMEHTOB Nnpu ‘IPESBquaVIHbIX cUtTyaumax



2.11.16. K 4pesBbl4ariHbIM CUTyauUAM OTHOCATCA OBCTOATENbCTBA, MPU KOTOPbIX
HEBO3MOXHO BbINOSIHEHME APXMBOM B MOSIHOM OObLEME BO3MOXEHHbIX HA Hero 3ajad B
cooTBeTCcTBUN C TpeboBaHMaAMM HacToAwmx [MpaBun M OpyrMx HOPMATUBHBLIX MNPAaBOBbIX
aKTOB, CO3[4AaeTCs yrpo3a XWU3HW U 340POBbIO MoAen, COXPaHHOCTU apXUBHbIX LOKYMEHTOB
apxvBa.

K ypesBbl4anHbIM CUTYaLMsAM OTHOCATCS:

o6bABNEeHNE CTeNeHen roTOBHOCTU rpaX4aHCKON 0BOPOHBI;

BBeJEHNEe B AENCTBME NNIAHOB rpaXkaaHckon 06OpPOHbI;

o6bsABNeHNE B rocyaapcTBe (pPerMoHe, ropoe) pexnma YpesBblHanlHOro NonoXKeHUs;

noxap, TEXHOreHHble KaTtacTpodbl M CTUXUAHbIE ©eacTBusi, MNOBNUSABLUME Ha
XN3HeOesaATeNnbHOCTb apX1Ba;

NCYE3HOBEHME UMM NMopYa apXMBHbIX AOKYMEHTOB, XMLLEHNE UMW NopYa MMYyLLECTBA B
pesynbtarte NPOHUKHOBEHWA B apXMB MOCTOPOHHUX ftoder Unu Apyrux NpoTUBOMPAaBHbLIX
JEenucTBuUn;

aBapun CUCTEM XnsHeobecneveHns apxmBa, a Takke 34aHnNs apxvBa;

CHSITUE OXpaHbl apXuBa;

Apyrne obCTOATENbCTBA, BbIHYXAAKOLWME PYKOBOACTBO apxvBa MPUHATbL pelueHne ob
N3MEHEHNN pexnma paboTbl apxnBa UM NPUOCTAHOBIIEHUN €r0 OEeATENBbHOCTH.

C y4yeTOM BO3MOXHbIX 4Ype3Bbl4aWHbIX CUTyauui apxuB paspabaTtbiBaeT u npwm
HeobXo0OMMOCTM Nepuoauyeckn nepecMaTpmBaeT MnfiaHbl KOHKPETHbIX MEPOMnpUsaTUA Wn
Apyrne HopmaTUBHbIE OKYMEHTbI O paboTe B Ype3BblYalHbIX CUTYaLNSAX.

MnaHbl n gpyrMe AOOKYMEHTbl MO MOOUNN3aUMOHHOW NOAroTOBKE, rpaXKaaHCKoWm
obGopoHe apxmBa pa3pabaTbiBalOTCS B yCTaHOBIEHHOM MOpsiaKe.

[MnaHbl MeponNpUATUIA apxmBa Ha Crlydan YpesBbl4anHbIX CUTYaLMin, HE OTHOCALLMECH K
MOOMAN3aUMOHHOMW NOArOTOBKE W TPaXKAaHCKOM OBOpPOHe, AOSMKHbI COrfnacoBbiBaTbCA C
OpraHM3auUMoHHbIMKU U pacnopsanTENbHbIMKM OOKYMEHTaMW apxuBa, paspaboTaHHbIMW MO
NMHUM MOBUNN3ALMOHHON NOATOTOBKN U rPaX4aHCKON OBOPOHBI.

C copgepxaHveM MraHOB MepPOrNpUATUA W OPYrUxX HOPMAaTUBHBLIX [OKYMEHTOB,
onpegenawmnx paboTy apxvBa NpW  Ype3BblM4aWHbIX CUTyauusix, [AOMMKHbl  ObITb
O3HaKOMIEeHbl PaboTHUKN apxuBa B YacTu, UX KacawLencd, ¢ o6s3atenbHbIM BbINOSTHEHNEM
TpebOBaHUN, YCTAHOBMEHHbIX B OTHOLWEHUW AOCTyna K CBEOEHUSIM, COCTaBMSHOLNM
rocyapCTBEHHYIO TalHYy.

BbinonHeHve B apxuBe MEepPOMpUATUN, npeaycMOTPEHHbIX nnaHamu
MOBUNM3aUMOHHON NOATrOTOBKN U rpaX4aHCKOM ODOPOHbI, OCYLLECTBASETCA COrfacHoO 3TUM
nnaHam B yCTaHOBNEHHOM Mnopsaake.

lll. OpraHmsaumsa y4yeta nokymeHTOB ApxuBHoro ¢poHaa Poccumnckon deagepauymm n
APYrnx apXmBHbIX AOKYMEHTOB B apxuBe

3.1. OnpepgeneHve konuMyectBa M CcOCTaBa [JOKYMEHTOB ApXMBHOro ¢oHaa
Poccuiickon ®depepaumn 1 Opyrnx apxuBHbIX OOKYMEHTOB B apxvmBe B YCTAHOBMEHHbIX
eavHMuax ydyeta M OTpaXeHue I3TOro KONMMYecTBa M coCTaBa B YYETHbIX [OKYMEHTax
obecneynBaeT OpraHM3aLUMOHHYK YNOpPSAOYEHHOCTb M BO3MOXHOCTb agpecHOro noucka
APXMBHbIX JOKYMEHTOB, KOHTPOMS 3@ UX HAaNM4YMeM U COCTOSIHUEM.

ApxuB OCyLLEeCTBMSET rocygapCTBEHHbIN Y4YeT apXMBHbIX OOKymMeHTOB. CocTtaB u
nopsaok BeAeHUs OOKYMEHTOB rOCy4apCTBEHHOrO yyeTa apXMBHbIX OOKYMEHTOB, B TOM
yucne opMbl NacnopTa apxmea M NnacnopTa MCTOYHMKA KOMMMEKTOBaHMUS apXxmBa, U NopsaokK
X NpeacTaBfieHnst yCTaHaBnmBaloTCca PernameHToM rocygapCTBEHHOro yydeTa OOKYMEHTOB
ApxmnsHoro ¢poHga Poccuinckon degepauum.


garantf1://65785.100/�

YyeTy nognexar:

XpaHSALWMECS B apxvMBe apxXuMBHble [OOKYMEHTbl, B TOM 4MCNE€ HEOMNUcaHHble U
HenpogurbHbIE AN AAHHOMO apxuBa, a TakKXe CTpaxoBble KOMUU apXMBHbIX JOKYMEHTOB U
Konun poHAa NONb30BaHWs, ONUCK AN U AOKYMEHTOB;

AokyMeHTbl ApxmHoro d¢oHga Poccunckon ®depepaumm, a Takke OOKYMEHTbl MO
NIMYHOMY COCTaBY, XpPaHSALLMECS B UCTOYHMKAX KOMMNSIEKTOBAHUSA apXmBa.

YyeT npousBOOUTCA MNYyTEM [PUCBOEHUS apPXMBHbIM [JOKYMeHTaMm (ednHuuam
XpaHeHus/egnHnLam yyeTa) y4eTHbIX HOMEPOB, ABMNSIOLNXCA COCTAaBHOW YaCTbl apXUBHbIX
LWnpos..

ApxmBHbIN WP (0603HaYEHNE, HAHOCUMOE Ha KaXxayl eanHULY XPaHEHUS C Lenbio
obecneyeHna ee y4vyeta W wunaeHTUUKAUMM) COCTOUT U3  CRegyrwmnx 3NEeMEHTOB:
COKpaLLIEHHOro Ha3BaHUsA apxuea (ero oguumansHon abbpesnaTypbl) 1 HOMEPOB: apPXUBHOIO
doHaa, onucu aern, AOKYMEHTOB, €ANHULbI XPaHEHWUSA, eAVHWLbI ydeTa.

B cocrtaB apxuBHOro wwugpa enuHuubl XpaHeHust ayanoBu3yarbHbIX OOKYMEHTOB
BKMOYalTCA Takke 0603HayveHns (bykBeHHble U LMPPOBLIE) aNeMeHTa KOMMNMeKTa, pasmepa
HeraTuBa, BuAa HOCUTENSA 3BYKOBOM WHAOPMaUUKW;, e€OuHULbI XPaHEHUS 3NEKTPOHHbIX
AOKYMEHTOB - oopmaTa 3anucu n Buga Hocutens uHopmaumn.

3.1.1. [dokymeHTbl ApxmBHOro oHga Poccuinckon degepaummn, OQHOBPEMEHHO
Bxoaswme B coctaB MysenHoro doHoa Poccunckon depepauuu, ydmTbiBalOTCA B
COOTBETCTBUM C MOPSAOKOM, YCTAHOBMIEHHbIM HacTosAwmMK [lpaBunamm wn  MNOPSiAKOM,
YCTaHOBIEHHbIM creunarnbHO YNOonMHOMOYEHHbIM heaeparnbHbiM OpraHoOM MCMNONTHUTENBHOM
Bnactn ans MysenHoro ¢ooHga Poccurckon ®egepaunu.

HokymeHTbl ApxmBHoro dpoHga Poccuinckon ®enepayumn, o4HOBPEMEHHO BXoAsLME B
cocTtaB BMbnMoTeYHbIX (POHA0B, YYMTLIBAKOTCHA B COOTBETCTBMU C HacTosAwmuMn MNpasunamm un
nopsaKkoM, YCTAHOBMIEHHbIM  CreumanbHO  YMONMHOMOYEHHbIM  dpefepanbHbiM - OpraHoMm
NCMNOSTHUTENbHOW BNacTu Ans bubnunoteyHbix doHaoB Poccuiickon Pepgepaumn.

3.2. Y4yeT apXxvBHbIX OOKYMEHTOB B rocygapCTBEHHOM apxuBe, rocyaapCTBEHHOM U
MyHUUMNanbHOM  My3ee, Oubnuoteke, opraHmsaumm Poccunckon akagemum  Hayk
OCyLLeCTBNAeTCa crneumnanbHbIM nogpasfeneHneM Wnu BoararaeTcs Ha crneumaribHO
BblAE€NEeHHOro paboTHuKa.

B apxuBoxpaHunuuie rocygapCTBEHHOro apxuea, opraHusauum Poccuickon
aKkagemum Hayk HasHadaeTcsi paboOTHWK, OTBETCTBEHHLIM 3@ Yy4eT apXMBHbIX LOKYMEHTOB
apxXuBoOXpaHuMnuLia.

YyeT apXMBHbIX OOKYMEHTOB, XPaHSALMXCA B UCTOYHMKAX KOMMIEKTOBAHUA apXxmBa,
OCyLLEeCTBMAeTCsa cneuuvansHbiM noapasgeneHnemM apxvmsa unm BoarnaraeTcs Ha crneumnarbHO
BblAENEeHHOro paboTHMKa, OTBETCTBEHHOrO 3a OpraHuM3auuilo KOMMIEKTOBaHUS apxusa
apXMBHBIMW JOKYMEHTaMu.

Y4yeT apXxvBHbIX OOKYMEHTOB B MyHMUMMNANbHOM apxXuBe W apXMBHbIX AOKYMEHTOB,
XpaHAWNXCA B  €ro  WUCTOMHUKAX KOMMIIEKTOBaHMUS, OCYLIECTBASAT  3aBedyloLunn
MYHUUMNANbHLIM apXMBOM W/Unu cneumanbHO BblAeNeHHbIN paboTHUK.

3anucn B y4eTHble JOKYMEHTbl BHOCATCS TOMbKO paboTHMKamMu, OTBETCTBEHHbIMU 3a
yyer.

3.2.1. B apxuBe paspabaTtbiBaloTCs NOPAAO0K U CXeEMaA y4eTa apXMBHbIX JOKYMEHTOB.

Mopsagok ydeTa apXMBHbIX AOKYMEHTOB OMNpeaensieT cocTaB yYeTHbIX JOKYMEHTOB U
yyeTHbIX 6a3 [aHHbIX, BeOYyLWMXCA LEHTPanun3oBaHHO U B KaXOOM apXMBOXPaHUMMULLE;
3aKkpennseT nocnefoBaTenibHOCTb BbINOMIHEHMS paboT no y4yeTy. Cxema yyeTa apXMBHbIX
AOKYMEHTOB B rpaduyeckon popme prkcupyeTt nopsgok yyeTa.

Mopsagok M cxema yyeTa apXvMBHbIX LJOKYMEHTOB B apxXmBe YTBEPXOAKTCHA MPUKa3oMm
pykoBoAUTENSA (3aBeayloLlero) apxusa(om).

3.2.2. YYyeTHble OOKYMEHTbI, KpOME Onucen aesl, JOKYMEHTOB, npeAHasHa4vyeHbl AN



cnyebHOro nonb3oBaHUA K Mofb3oBaTensaM He BblgaloTcsa. B oTgenbHbIX criydyasx no
peLLeHno PYKOBOACTBA apXuBa MOXET ObITb BblAaHO Aeno doHaa.

3.2.3. XpaHeHue y4yeTHbIX JOKYMEHTOB OCYLLECTBMSAETCH B YCTAHOBMEHHOM rnopsiake
(cm.n. 2.11.4.1.3)).

EanHuubl y4dyeTa apXUBHbIX AOKYMEHTOB

3.3. OCHOBHbIMM efuHMLUaMM ydYeTa apXMBHbIX [LOKYMEHTOB He3aBUMCMMO OT BuAa
HocuTens, cnocoba M TEXHUKU 3akpenneHns MHopMauun SBRSIOTCA apXUBHbIA OHA U
eanHnLa XpaHeHus.

AyavoBusyarnbHble U 9NEKTPOHHbIE OOKYMEHTbl YYUTbIBAOTCA TaKke Mo eanHuuam
yJyeTa.

ApXMBHblE [OOKYMEHTbl JIMYHOMO MNPOUCXOXAEHUS, MNpolleimne TOSNbKO MepPBUYHYIO
00paboTKy, y4MTbIBAKOTCA MO JOKYMEHTAM UMK NIUCTaM.

HeynopsaoyeHHble apxvBHblE OOKYMEHTbI (POCChInb) yuuTbiBaoTCA M3 pacyeta 150
NNCTOB B OAHOW YCINOBHOW €OMHNLE XPaHEHUS.

3.3.1. B uensx HacToswumx NMpaBun ncnonb3yroTca cregyowme NoHATUSA:

eavHnua XpaHeHns - punsndeckn obocobreHHble apXMBHbBIA AOKYMEHT UMW apXMBHbIE
OOKYMEHTBI;

eavHnua XpaHeHUa apXMBHbIX [OOKYMEHTOB Ha OymMaxHoW ocHoBe - [Jeno -
OTAENbHbIN(E) apXUBHbIN(E€) AOKYMEHT(bl), 3aKnyeHHbIn(e) B 060COBMEeHHY0 OBMOXKY,
nanky;

eouHMLa XpaHEeHUa KNHOOOKYMEHTOB - dM3N4eckn 060COBNEHHbIN PYSTIOH KUHOMITEHKN
UM MarHUTHOM NEHTbI C 3anncbio N306pasnTensHON N/unu 3ByKOBOW MHOpMauni;

eguHuua XpaHeHusi (POTOAOKYMEHTOB - bmandeckn ob6ocobrneHHbin kagp (HeraTtus,
Aybnb-Heratme, NO3NTUB, cnang (Ouano3uTuB), HECKONbKO KagpoB MaHOPaMHOW CbEMKM,
doTooTNEYaToK, PyNoH gnadunoma, potoansobom;

eavHnua  XpaHeHusi (OHOAOKYMEHTOB - um3nyeckn o6ocobrneHHble  pyrioH
KMHOMMAEHKN, MarHUTHON Ui GyMakHOW NeHTbl, kacceTa, BOCKOBOMW BamnuvK, AUCK C 3anUChbio
3BYKOBOW MH(popMaLmu;

euHMLa XpaHeHs1 BUAEOAOKYMEHTOB - om3ndeckn o60cobneHHbIe pyrioH MarHUTHOWM
NEeHTbI, KacceTa, AUCK C 3anncbio N306pasnTenibHON 1M 3BYKOBOW MHbOopMaLni;

eauHMLa XpaHEHNS 3NEKTPOHHbIX AOKYMEHTOB - hmnanyeckn 060CobneHHbIN HOCUTENDb
C 3anucbld YacCTU INEKTPOHHOrO [OOKYMEHTa, OOHOMo WM  HECKOSbKUX 3MEKTPOHHbIX
AOKYMEHTOB;

eavHnua yyeTa KMHOLOKYMEHTOB - YacTb €AWMHWULbI XPaHEeHUsl, OAHA WS HEeCKOSNbKO
eVHNL, XpaHEeHUs C 3anucbio onpeaeneHHoro unbma, XypHana, crneusblnycka, Croxeta U
T.N.;

eanHnUa yyeta (poTogOKYMEHTOB - OHA UMW HECKOSBbKO €ANHUL, XPaHEeHUS C 3anucbio
onpeaeneHHoro anadunbma;

eavHuua yvyeta OHOAOKYMEHTOB - YaCTb e4MHULbl XPaHEHUSA, O4HA UMN HEeCKOSbKO
eOVHUL, XpaHeHusi C 3anucbio 3BYKOBOWM WHopMauunm o6 onpegeneHHoM cobbiTum,
nponssefeHun nuTepaTypbl M WUCKYCCTBa (HECKONbKUX MNpou3BedeHun nutepaTypbl Wn
NcKyccTBa, 06begMHEHHbIX MO aBTOPCKOMY, TeMaTU4YECKOMY UIU APYrM nNpu3aHakam) v T.n.;

edVHMUa yyeTa BUAEOOOKYMEHTOB - YaCTb €ANHULbI XPaHEHUHA, O4Ha UMW HECKOSbKO
eOVHNL, XpaHEeHUs C 3anucbio ONpPefeneHHoOro CcroXkeTa, Npou3BeaeHUst nuTepaTypbl U
NCKycCcTBa (HECKOSIbKMX MpOM3BEOEHUN nuTepaTypbl U WUCKycCTBA, OObEeAMHEHHbIX MO
aBTOPCKOMY, TEMATMYECKOMY UMW APYIMM NPU3HaKam) 1 T.0.;

edVHNUa yyeTa SNEeKTPOHHbIX OOKYMEHTOB - 4aCTb €AWHULbI XPaHeHWd, ogHa wunu



HECKOITbKO €OWHUL, XpaHeHUA C 3annCbio 4acCTu JJIEKTPOHHOINo AOOKYyMeEHTa, OOHOro wunu
HECKOJTIbKNX 3JTEKTPOHHbIX JOKYMEHTOB.

Cucrema Y4eTHbIX QOKYMEHTOB apxuBa

3.4. B apxuBe BeOytca OCHOBHble (064A3aTenbHble) M BCNoOMoraTesSibHble Y4YeTHble
AOKyMeHTbl. CocTtaB M (OPMbl OCHOBHBbIX YYeTHbIX [JOKYMEHTOB (Kpome nacrnopta
apxvBoxpaHunuwia) onpegeneHbl Hactoswumu  [NpaBunamu. CoctaB ©n  POpMbI
BCNOMoOraTesibHbIX Y4E€THbIX JOKYMEHTOB OonpeaensatoTcs apXMBOM CaMOCTOATENBHO.

3.4.1. B cocTtaB OCHOBHbIX (06513aTeNbHbIX) Y4ETHBIX JOKYMEHTOB apxmBa BXOOAT:

KHUra y4yeTta nocTynneHurM [JOoKyMeHToB (npurioxeHwe N5) - Ong yyeTa Kaxgoro
NOCTYNSIEHUA apXMBHbIX AOKYMEHTOB B apxvB, a Takke KONnMyecTBa M COCTaBa apXUBHbIX
OOKYMEHTOB, MOCTYMUBLUMX Ha XpaHeHWe 3a ornpeferieHHbId XPOHOSIOrMYeckun nepuos
BPEMEHN; COCTOSHUSA X ONUCaHUS;

cnnMcok oHaoB (mpunoxenne N 6) - Ona perucTpaumm MpUHATBIX Ha XpaHeHue
apXMBHbIX (POHAOB, MNPUCBOEHUA MM HOMEPOB, yyeTa KOnuMyecTBa apXMBHbIX (OOHOOB,
HaXoOOALMXCS HA XpaHEHUM U BblObIBLUNX;

nucT poHaa - Ana yyeta B paMKax apxmBHOro ooHga Konmyectsa M cocTaBa onvcen
aern, OOKYMEHTOB M UMX HymMepauuu, KOonuyecTBa UM COCTaBa apXMBHbIX [OOKYMEHTOB,
COCTOSIHUSI UX OMUCaHWUA, OMHAMUKU U3MEHEHWA MO KaXaow onucu aen, AOKYMEHTOB W
apxmBHOMY (poHAY B LieNIoM, hukcaLumm n3aMmeHeHu B Ha3BaHUN apxXmMBHOIro ooHAa;

NUCT  yyeTa  ayguoBmsyasribHbIX — [OOKYMEHTOB - Ons ydeTa  Konu4yectsa
ayanoBuayarnbHbIX JOKYMEHTOB onpefeneHHOro Bvaa npu ux HedOoHZOBOW OpraHusauuu;
yyeTa u Hymepauum onvcen ayamoBusyarbHbIX JOKYMEHTOB, AUHAMUKN UX UBMEHEHWUN;

onucb aen, OoKymeHToB (npunoxeHua N 7-8) - Ana NoeguHUYHOro U CyMMapHOro
yyeTa apxvBHbIX JOKYMEHTOB, 3aKpenseHnsa nopsgka nx cuctematusauuu, yyeta MaMeHeHun
B COCTaBe 1 06beme apXUBHbIX JOKYMEHTOB, BKITHOYEHHbIX B AAHHYIO OMUCH;

peecTp onucen aesn, AOKYMEHTOB - ANS pernctpaumm onvcen gen, JOKYMeHTOoB, yyeTa
NX KOnn4yecTBa U COCTaBa;

WHBEHTapHas KHUra y4yeta gen, UMerLwmx B 0OpMIIEHUN UNN B NPUMAOXKEHUN K HAM
AparoueHHble MeTannbl U KaMHU - ONnS NoeavHWYHOro M CyMMapHOro yyeta cocTaBa U
COCTOSIHUS Takux gen;

nacrnopt apxvBoxpaHunuviia (Npou3BOSIbHOW OPMbI) - ANA CyMMapHOro y4yeTta
apXMBHbIX (POHO0B N apXMBHbIX AOKYMEHTOB AAaHHOIO apXMBOXPaHUINLLA;

NINCT y4yeTa N ONUCaHUs YHUKaNbHOIO JOKYMEHTa;

Crnvcok ooHO0B, coaepX)aLlmx 0cobo LeHHble JOKYMEHTbI;

onncb 0cob0 UEeHHbIX Aen, JOKYMEHTOB UMW nepevyeHb HOMEpPOB 0COB0 LEHHbIX Aen
(HOMeEpHMUK);

peecTp onucen ocobo LeHHbIX Aen, AOKYMEHTOB;

KHUra y4eTa nocTynneHuin ctpaxoBoro goHaa 1 poHaa norb30BaHUS;

OMMCb CTPaxoBoro qoHaa;

aeno oHga - KOMNNEeKC OOKYMEHTOB MO MCTOPUWM MUCTOYHMKA KOMMMEKTOBAHUS
(dboHooOBpasoBaTens) M apxuBHoro oHAa, BeAYLUMACA Ha KaXObll apXMBHbIA (OHA,
00beANHEHHbIN apXMBHbIM QOHA N apPXMBHYIKO KONMEKUMIO; NpU He(OHOOBOW opraHuM3aumm
ayanoBmuayanbHbIX W 3MIEKTPOHHbIX JOKYMEHTOB - [eno opraHu3auMm - caartyuka
AOKYMEHTOB;

nncT-3aBepuTenb gena - Ans yvyeta konudecrtea NUCToB B Agene (rnpunoxenve N 3);

BHYTPEHHAS ONUCb [OOKYMEHTOB fena - Ans gen, B COCTaB KOTOPbIX BXOOAT
YHUKamNbHbIE OOKYMEHTbI.
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3.4.2. B coctaB BcnomMoraTeribHbIX YY4ETHbIX JOKYMEHTOB apXuBa BXOAAT:

KapToOYKW W KHUTU [OBWXEeHWs OHAOB, onucen aen, AOKYMEHTOB, KHWUMM y4yeTta
AOKYMEHTOB, MepefdaHHblX B [ApyrMe apxuBbl, KHUMM y4eTa QOHAOB U [OKYMEHTOB,
BblAEIeHHbIX K YHUHTOXEHWIO, KHUMM NOBUAOBOIO yyeTa JOKYMEHTOB U Ap.

ApxuB BnpaBe BeCTW [pyrme BCNoMoraTeribHble Y4YeTHble [OOKYMEHTbI, KOTopble
BKITIOYAIOTCS B CXeMy y4yeTa JOKYMEHTOB.

BcnomoratenbHble yyeTHble [OOKYMEHTbl MOrFyT BeCTUCb Ha OymaxHOM  u/unu
3MNEKTPOHHOM HocuTene.

O6wme TpeboBaHUSA K y4eTHbIM JOKYMEHTaM apXuBa

3.5. YyeT apxmBHbIX OOKyMeHTOB nepuoga o 1917 roga Begetcs pasgenbHO OT
yyeTa apxXmBHbIX JOKYMEHTOB nepuoga nocne 1917 roga ¢ camocToSATENbHOW MOPSiAKOBOM
Hymepauuen PoHAOB. VICKNoYeHne COCTaBnAT cneunanm3mpoBaHHble apXyBbl, XpaHsLmne
apXmMBHble JOKYMEHTbI JIMYHOIO NPOUCXOXAEHUA U ayaNoBU3yarnbHYH JOKYMEHTaLMIo.

Homepa apxumBHbix boHOoB nepuoga nocne 1917 roga B apxuBe OOMKHbl UMETb
nugekc "P", otaensembin oT unposoro ob6o3HavYeHNMs HOMepa apXMBHOro boHAa YepTomn
(P-1,P-2nrt.mn.).

Homepa apxmBHbIX (POHOOB NUKBUONUPOBAHHOINO NMAapTUMHOIO apxvmBa, BKITHOYEHHbIX B
COCTaB apXuBHbIX (POHOOB rocyaapcTBEHHOrO apxmpa cybbekta Poccuinckon ®Pepepauum,
AOIMKHbI MMeTb uHaekc "lM", otaensembln OT LMEPOBOro 0603HaAYEHNsT HOMEpPa apXUBHOIO
doHaa veptonm (M1-1, M-2n 1.48.).

[MepeHymepaums apxmBHbIX (POHOOB MPOU3BOAUTCA B MCKIKOYUTENBHbLIX Criydasix u
TONMbKO C paspelleHns COOTBETCTBYIOLLEro YMNOSHOMOYEHHOIO OpraHa WCNONHUTENbHON
BnacTu B cpepe apxXmBHOro gena.

3.5.1. N3MeHeHna B Yy4yeTHble [OOKYMEHTbl BHOCATCA TOSIbKO Ha OCHOBaHWU
COOTBETCTBYOLWMNX akToB (cMm. rn.n. 3.7.1, 3.7.2, 3.7.3), yTBEpPXAEHHbIX B YCTAHOBIIEHHOM
nopsiake.

[Mocne BHeCEeHWA M3MEHEHUM B YYeTHble [OOKYMEHTbl akTbl MOMeLllalTcs B Aeno
doHaa, npy HedOHOOBOW OpraHuM3auuMn apxXmMBHbLIX OOKYMEHTOB - B Jero opraHusaumm -
caaTynKa JOKYMEHTOB.

AKTbl HymepylTca B Adene ¢oHaa no BuaM akToB B BafioBOM MoOpsake; npuv
HedOHOOBOM OpraHM3aunm apxXuBHbLIX [OOKYMEHTOB - B [efle opraHusdauuuM - cgaTtyuka
AOKYMEHTOB.

3.5.2. B kHUry yyeta noctynneHu JOKYMeEHTOB (rpurnoxerHve N 5) nocrnegoBaTernbHO
BHOCATCA BCE MNEPBUYHbIE W MOBTOPHbIE MOCTYMNNEHUS apXMBHbIX OOKYMEHTOB. Kaxgoe
nocTynfneHne B npegenax OTYETHOrO roga noryvaet MnopsaKoBbIA HOMeEpP B BarioBowm
nocriefoBaTeribHOCTH.

ExxerogHo Ha 1 aHBaps NoABOAUTCSA UTOT KONMYECTBA NOCTYNUBLLMX 3a rOf apXMBHbIX
AOKYMEHTOB.

3.5.3. B cnucok ¢oHaoB (rnpunoxeHve N 6) apxvBHbIM (POHA 3annCbiBaeTCH TONbKO
O4VH pa3s npu NepBOM MOCTyNfeHNN B apxusB. He gonyckaeTca BHeECEHMEe apXMBHOro doHaa
B CNUCOK (POHO0B paHee MOCTYNIIEHNS ero apXMBHbIX JOKYMEHTOB Ha XpaHeHMe.

Homep, NpUCBOEHHbIN apXUBHOMY (POHAY MO CrUCKY POHO0B, ABMSETCH €ro y4eTHbIM
HOMEpPOM, COXPaHSETCH 3a HUM BO BCEX YYETHbIX JOKYMEHTAaX.

B cneunanuanpoBaHHOM apxvBe [OKYMEHTOB MO JIMMHOMY COCTaBy K HOMepy
apxXMBHOro (poHOa, TMPUCBOEHHOMY KOMMIIEKCY [OOKYMEHTOB MO JIMYHOMY COCTaBy
doHgoobpasoBaTtens, Yepe3 Apobb gobaBnsieTcss HOMep apxuBHOro oHAa, 3a KOTOPbIM
yyTeHa JOKyMeHTaumMsi N0 OCHOBHOW AeATensHocTh ooHgoobpasoBaTens.



Ona ydyeTa  apxuBHbIX  (POHOOB  MCMOMb3YOTCA  HOMepa B  BanoBow
nocnegoBaTenbHOCTN, a Takke "cBobogHble HomMepa" - HoOMepa apxuBHbIX GOOHAOOB,
apXMBHble JOKYMEHTbl KOTOPbIX paHee Obinn BblAeneHbl K YHUYTOXEHUIO B YCTAHOBIEHHOM
nopsigke MNu BKITKOYEHbl B COCTaB 06beAUHEHHbLIX apXMBHbLIX POHOOB N KOTOpPblE paHee He
NCMNosib30BasnuChb.

Homepa yTpayeHHbIX, NepedaHHbIX B ApyrMe apxvmBbl apXvMBHbIX DOHAOB, a Takke
HOMepa apxuBHbIX (QPOHAOB, BOLWEALWMX B COCTaB OOBLEAMHEHHOrO apxMBHOro doOHAA,
apXmMBHble LOKYMEHTbl KOTOPbIX paHee MCMNonb30Banncb, He MOryT ObiTb NPUCBOEHbLI BHOBb
NOCTYNNBLUMM apXMBHbIM pOHOaM.

O6beanHeHHble apXMBHble (POHAObI U apXMBHbIE KOMSEKUMN YYUTLIBAKOTCA Ha O6LLMX
ocHoBaHuAX. O6begnHEHHOMY apxMBHOMY ¢hoHay, 06pa3oBaHHOMY M3 apXMBHbIX (POHOOB,
paHee YYTEHHbIX CaMOCTOATESNbHO, NMpUCBanMBaeTCs HOMEP OLHOro U3 apXuBHbIX (POHAOOB,
BKITHOYEHHbIX B €ro COCTaB.

HassaHne apxuBHOro oHga BHOCUTCA B CNUCOK (POHOAOB Ha OCHOBaAHUMU
NCTOPUYECKOWN CrpaBKn U TUTYNbHOIO NNCTa ONucKu aen, JOKYMEHTOB.

HasBaHne apxmBHOro doHga COoCTOUT M3 nofHoro u (B ckobkax) oduumanbHO
NMPUHSTOrO COKpaLLeHHOro Ha3BaHMsa hoHaoobpa3oBaTens ¢ ykasaHMemM ero NnoAYNHEHHOCTH,
MECTOHaXOXAEHWs, KpanHMX AaT cyllectBoBaHus. Ecnu HasBaHme ¢oHaoobpasoBatens
MEHSNOCb, TO B Crvcke (oOHAOB YKa3blBaeTCA ero nocrnegHee HassaHve B pamMkax nepuoaa,
3a KOTOPbIN MPUHSATBI apXMBHbIE JOKYMEHTHI.

HasBaHne ob6begnHEHHOro apxXmBHOro (poHOa COCTOMT M3 0OOOGLLEHHOrO Ha3BaHWUSA
BKIMIOYEHHbIX B HEro apxvmBHbIX (POHOOB, M3 Ha3BaHWA PYKOBOLSALEW OpraHusaumm wu
06006LWEeHHOro Ha3BaHUsA NOAYMHEHHbIX €N OpraHn3aunin, n3 NepeyHsa Ha3BaHU CMEHSIBLUMX
Apyr apyra opraHusauui. KoHKpeTHble Ha3BaHUS BCEX OpraHM3aunn, apXvBHble OOKYMEHTbI
KOTOpPbIX BOWM B OObEOMHEHHbIA apXMBHbIN QOHA, a TaKKe WX NepeMMeHOBaHUs
yKasblBalTCA B NIUCTE (PoHAA.

HasBaHue apxvBHOro doHaa JIMYHOIO MNPOUCXOXOEHUS COCTOUT K3 amunmun un
WHULMaNoB nuua, ero nceBaoHWMa, TUTyna, paHra, 3BaHWs; HasBaHWE apXMBHOro dooHaa
ceMbu unn poga - u3 amMvnuim M MHULKMANOB rMaBHbIX YMEHOB CEMbW UMW poda U KX
TUTYNOB, paHroB, 3BaHuMW. dPamunum, uMeHa, OT4YecTBa, TUTYNbl, pPaHrn, 3BaHUS,
POLCTBEHHbIE OTHOLLEHNA BCEX YNEHOB CEMbM UNW poaa yKasbiBatoTCs B niucTe ooHaa.

B HasBaHuM apxmBHOW  KOMMEKUUM yKasblBaeTCs MNpu3HaK (Mpu3Hakn) ee
dopmumpoBaHna, a npu HeobxoguMoCTM - U ee cocTaBuTenb (MpexHun Brageneu,
cobupaTenb Konnekuun).

ExerogHo Ha 1 g@HBaps K cnucky (OHOOB COCTaBMSieTCA WUTOroBas 3anucb O
KONmMyecTBe apXMBHbIX (POHOOB, MOCTYNUBLUMX WU BbIOLIBLUMX B TeyeHue roga, u obuem
Konm4yecTBe apXmMBHbIX (OOHO0B, HAXOAALMNXCS HA XPaHEHUN B apXmBe.

Cnucok coHOOB 3aknyaeTcda B TBepay OBGMOXKY, JNUCTbl  HYMepylTcs,
COCTaBNsAETCS NMNCT-3aBepuUTEsb.

Mepenevatka cnucka (POHOOB  OCYLLUECTBRSIETCA  TOMbKO C  paspelleHus
COOTBETCTBYHOLLErO YNOSIHOMOYEHHOIO OpraHa UCMONHUTENbHOM BNacTu B cdhepe apXMBHOIO
gena. B atom cnyyae B cnmncok (poHOoOB 06s3aTenlbHO BHOCATCSA HOMepa, Has3BaHUA U
OCHOBaHWMS BbIObITUSI BCEX apXMBHbIX POHOOB, HOMEPA KOTOPLIX 3aHMMaTb 3anpeLaeTcs.

3.5.4. Jlnuct poHOa coctaBnAeTcHa Ha Kaxablh apxmBHbIN ooHA. B Hem ydnTbiBaroTCA
BCE apXMBHble JOKYMEHTbI apXMBHOro ooHAa, BKNOYaa HEONUCAHHbIE N CEKPETHbLIE.

Jnct poHpoa MoxeT BbITb NepecocTaBrieH TOMbKO B Clyyae, ecnn OH HeUcnpaBuMO
NOBPEXAEH UM NEPECTAET OTpaxaTb PakTUYECKOE COCTOSIHME N 06beM apxmBHoOro oHaa,
nocne nepepadboTkn apxXxMBHOro (poHaa uMnn co3gaHnsa obbegMHEHHOrO apXMBHOro dooHAaa,
yTOYHeHna uctopum congoobpasoBatens. B cnyyae nepecocrtaBneHms nucrta poHaa paHee
AencTBoBaBLINN NUCT ooHAA nomellaeTcs B geno cdoHaa. B BepxHeM npaBom yrny ob6omnx
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nuctoB oHAa penawTca  oTMeTku:  "JICT  nepecocTtaBnenH" C ykasaHveM aarthbl
nepecocTaBrieHnsl, JOSMKHOCTU U NOANUCK LA, OTBETCTBEHHOIMO 3a yYerT.

JIncTbl hoHO0B XpaHATCA B Nopsake HOMEPOB apXUBHbIX OOHAOB B nanke. K kaxaoun
nanke COCTaBnAeTCH NUCT-3aBepuTernb, rge ykasbiBaloTCA HavalibHble U KOHEYHble HoMepa
apxmBHbIX OOHAOB M O6LEEe KONMMYECTBO apXMBHbIX POHOOB, NMUCTbI KOTOPbIX HAXOAATCS B
nanke.

K nncrtam dpoHOOB BeayTCH ykasaTenu ana onepaTtMBHOrO Noucka B apxXmBe apXmBHbIX
AOKYMEHTOB TOM UM MHOW OpraHu3auuu.

3.5.5. Jluctel ydeTa ayanoBusyarsnbHbIX JOKYMEHTOB COCTaBNATCA Npyu HedOHOOBOM
OpraHu3aunn apxuBHbIX OOKYMEHTOB pas3fefsibHO Ha pasnuyHble BUObl KMHOMOTOROHO- U
BNUOEOOOKYMEHTOB. [lopsagok HymepauuuM U XpaHeHUs JIUCTOB Yy4yeTa ayauoBu3yarbHbIX
OOKYMEHTOB aHanormyeH nopsaky Hymepauum n XxpaHeHus nMcTtos oOHO0B.

3.5.6. B onvcn gen, pokymeHToB (npurnoxeHus N 7-8) eanHWUbI XpaHeHus/eAuHULbI
yyeTa yuYMTbIBAOTCA B COOTBETCTBUM C UX cUCTeMaTtmsaumen 3a NopsakoBbIMU YHETHbIMU
HOMepaMu.

Homepa gen ¢ TekcToBOW COMPOBOAUTENBHOW LOKYMEHTaunen K ayauoBu3yasibHbIM
AOKyMeHTaM A0JSKHbl COOTBETCTBOBATbL YY4ETHLIM HOMEpPaM ayanoBu3yaribHbIX JOKYMEHTOB.

Onucam gen, AOKYMEHTOB MpMCBaMBalOTCA y4eTHble HOMepa No nUcTy ¢oHaa; npu
HedOHOOBOW OpraHuM3auMn apxmMBHbIX LOOKYMEHTOB - MO IUCTY yyeTa ayauoBu3yasbHbIX
AOKYMEHTOB onpefeneHHoro smaa.

He ponyckaetca npucBoeHve onucaM Aen, LOOKYMEHTOB OAMHAKOBbIX Y4YeTHbIX
HOMepOB, 3a UCKIMIYEeHNEM CllydaeB, NPeayCMOTPEHHbIX M. 3.7.7.

B koHuUe onucu gen, OOKYMEHTOB BO BCEX €e 3K3emmnnsgpax genaetca uTtorosas
3anncb, B KOTOPOW YyKa3blBAaeTCH KOMMYECTBO HaXOAAWMXCA Ha XpaHeHUn eauHuL
XpaHeHus/eanHWLY, ydeTa, nepsbIn N NocnegHu HoMepa eanHUL, XpaHeHus/eanHuLY, ydeta no
ONuUCK, OroBapuBalOTCA UMeEIOLUMECss MNPOMNyCKM HOMEPOB, NMTEpPHble HOMepa, BblbbiBLLME
eaVHNLbI U OCHOBAHME NX BbIObLITUS.

B wutoroBon 3anucu K onucu Aen apxmBHOro doHga JIMYHOIMO MNPOUCXOXOEHUS,
BKMNOYaLWen eauHuUbl  XpaHeHus/eOvHWUbl  yd4eTa Ha  pasfnyHbiX  HOCUTEnsX,
AOMNOJSTHUTENBHO YKa3blBAETCs KONMYECTBO TaKUX eOVHUL, XpaHeHnsa/egnHuL ydeTa.

[Mocne Kaxgoro MOCTYNNEHUA WU BbIObITUA apXMBHbLIX LOKYMEHTOB COCTaBMSiETCHA
HOBasi WUTOroBad 3anncb K ONMCUM [gen, [OOKYMEHTOB, KOTopas noAnucbiBaeTcs ee
coCTaBUTENeM C yKkaszaHMeM JOIMKHOCTU N AaTbl COCTaBIIEHUS.

Ecnu onucb aen, OOKYMEHTOB COCTOUT M3 HECKONbKUX rOAOBbIX pasfgernoB, TOMOB,
UTOroBasi 3annCb COCTaBMSAETCA K KaAOMy roAoBOMY pasgerny, TOMYy; KpoMe TOoro, K
KaxgoMy nocneayroLliemMy roqoBomy pasgerny, TOMy B HapacTaloLweM nopsiake cocTaBnseTcs
cBOgHasa nToroeas 3anuchb.

Kaxpas onucb gen, OOKYMEHTOB, TOM ONUCW Aen, OOKYMEHTOB AOSKHbl UMETb
nnct-3aseputerns (npurnoxenune N 3).

3aKkoH4YeHHas onucb Aern, OOKYMEHTOB OOSKHA BKIYaTb, Kak npasBuno, He 6ornee
9999 eanHUL XpaHeHUs1, eANHUL, yyeTa.

ApxmB OOSMKEH nMeTb 3 3K3emnngpa onucen aer, JOKYMEHTOB, NepBbi U3 KOTOPbIX
SIBNAETCH CTPaxoBbIM.

Ecnu onuncb pen, OOKYMEHTOB rMepecocTaBfieHa, TO OOUMH 3K3eMnnsap paHee
AencTBoBaBLUEN ONUCKU Aen, JOKYMEHTOB BKIHOYaeTCd BO BHOBb COCTaBIIEHHYIO OMUCb Aen,
AOKYMEHTOB 3a MNocnegHuM Y4YeTHbIM HOMEPOM, OCTarlbHble 3K3eMnnspbl BblAENSATCA K
YHUYTOXEHUIO B YCTAHOBITEHHOM NOPSAKE.

3.5.7. o peecTtpy onucen BeeTca NOEOUHUYHBIN U CyMMapHbLIN y4eT onucen aern,
AOKYMEHTOB apxuBa. B 3aBncuMMOCTM OT opraHusauumn paboTbl MO y4eTY B apxmBe peecTpbl
onucen BedyTCs B paMKax apXMBOXPaHWUNUL, roCyaapCTBEHHbIX apXuBOB W/MNN apxuBa B
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LernoMm, YTo oTpaxaeTcs B CxeMe yyeTa AOKYyMeHTOB. Kaxxaon HoBown onucy gen, JOKYMEHTOB
npuceamBaeTcs ovepeHON MOPSALAKOBbIA HOMEP MO peecTpy, KOTOPbIM NPOCTaBsAEeTCH Ha
06noXke onucu gen, JOKYMEHTOB B BEPXHEM FIEBOM Yry.

ExerogHo Ha 1 dHBaps B peecTpe Onucen COoCTaBfaeTCs WUToroBasi 3anucb O
KonuyecTBe onucen aen, 4OKYMEHTOB, MNOCTYNMBLUMX U BbIObIBLUMX B TEYEHME roga B apXuB,
M nx obLiem KonmyecTse.

3.5.8. MacnopTt apxvmBoxpaHunuia cocTaBndaeTcs exerogHo Kaxkgblm
apXMBOXPaHUMULLEM U OTpaxkaeT 0bbeM pasMeLleHHbIX B HEM apXuBHbIX (POHAOB, Aen U
apXMBHbIX JOKYMEHTOB.

lMokasaTenu nacnopta apXMBOXpaHUIMLLA ONPeaensoTCa apXmMBOM CaMOCTOATESbHO
C y4eTOM COCTaBa M COCTOSHUS XPAHALLUMXCHA B KOHKPETHOM apXUBOXPaHUNULLE apXMBHbIX
AOKYMEHTOB.

3.5.9. [eny doHoa npucBamBaeTCcss HOMEP apXMBHOrO )OHAA, Ha KOTOPbLIN OHO
3aBegeHo. B pgeno oHpa  BKNOYAOTCA:  UCTOpUYeckad chnpaBka Mo UCTOpUM
doHaoobpasoBaTens M MUCTOPMM apXMBHOrO (hpoHAaQ; akThl, (PUKCMpyKOLLME U3MEHEHUS B
coctaBe M ob6beme apxmBHOro oHaa, B TOM YMCIE aKTbl O paccekpeunBaHUN LOKYMEHTOB;
KOMNA XapakTepUCTUKN apXMBHOro ooHAa, COCTaBIIEHHOM ANs nyTeBoAuTenNs (CnpaBoOYHMKa);
WHCTPYKUUK No paboTe C apXvMBHbIMW AOKYMEHTaMU apxMBHOro ¢oHga, B TOM 4ucne no
YyCOBEpPLUEHCTBOBAHMIO 1 nepepaboTke onucen fen, AOKYMEHTOB, CXeMbl CUCTEMaTu3aumm
apPXMBHbIX JOKYMEHTOB apXMBHOIO hoHAa.

Ecnn apxuBHble JOKYMEHTbI, noAnexalime BKIIYeH o B Aeno oHOa, HaxXoasaTcs B
COCTaBe efMHu1L, XpaHeHusi, TO B AeNnio ooHAa BKIIOYAETCA CnpaBka C NepeyvncrieHneM aTux
€ONHUL XpPaHEHUST N NX apXMBHbIX LLIMKPOB.

Hena cdoHgos opraHos KINCC, BJIIKCM, B kOTOpble BKOYEHbI apXUBHbIE AOKYMEHTbI
no wuctopum OHAOB MNEPBUYHBLIX MAPTUMHBIX W KOMCOMOJSIbCKMX  OpraHu3aumm,
paccopmupoBaHMio He nognexart. B pgena  dOHOOB NEPBUYHBLIX MAPTUMHBLIX U
KOMCOMOJSbCKMX OpraHu3auun MnoMeLwlarTcss CnpaBKM CO CBEOEHUSIMU O HaxOXOeHUn
apXMBHbIX JOKYMEHTOB NO MCTOPUKN AAHHOro hoHaa B Aene Apyroro ooHaa.

Hena ¢oHaoB, BoweAwnx B cOCTaB 06beAUHEHHOIO apXmMBHOMO (bOHAA, BKOYAKOTCA
B ero geno dgoHaa.

HdokymeHTbl fgena ¢oHaa [omkHbl ObiTb NPOHYMEPOBAHblI C  COCTaBIIEHMEM
nucTa-3asepuTens, nogwnTbl (NPOLUHYPOBaHbI), 3akno4veHbl B TBepayto obnoxky. K geny
doHOa cocTaBnseTca BHYTpeHHAs onuck. [ena ¢oHOOB XpaHATCA B NOPSOAKE HOMEpPOB
doHO0B.

CoctaB OOKYMEHTOB [ena opraHusauum - MCTOYHUKA KOMMSEKTOBAHUA OOKYMEHTOB
npu HedOHOOBOW OpraHM3auun apxmMBHbIX AOKYMEHTOB aHanorMyeH cocTtaBy OOKYMEHTOB
aena doHaa.

O6wme TpebOBaHUA K y4eTHbIM 6a3am AaHHbIX

3.6. YueTtHble 6a3bl gaHHbix (B) B apxuBe obecneumBaloT: MHPOPMALMOHHYIO
NoaAEPXKKY yyeTa; BedeHWE LIeHTPanvM3oBaHHOIO rocyaapCTBEHHONO yyeTa AOKYMEHTOB B
aBTOMaTU3NPOBAHHOM pexXunme; onepaTtMBHOE MpeacTaBfieHne CBEOEHUA O HanuMyum B
apxmBe JOKYMEHTOB TOro uUnv MHoro poHgoobpasosartens.

[MepeyveHb pekBM3NTOB y4eTHbIx B[l bopmupyeTcs B COOTBETCTBMM C nokasaTensaMmm
OCHOBHbIX (0643aTenibHbIX) YYEeTHbIX AOKYMEHTOB apxvBa W onpefensercs chneumnarnbHO
YNONHOMOYEHHbIM hbeaeparnbHbIM OpraHoM WCMOMHUTENBHOW Bnactu B cdpepe apXMBHOIO
aena.

YyeTHble B[] apxuBa fomkHbl ObITb COBMECTMMBI C Y4eTHbIMU B[l cooTBeTCTBYIOWErO
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YNONMHOMOYEHHOI0O OpraHa UCNONHUTENBHOW BNacTu B cdhepe apXMBHOrO gena.
Y4yeT NocTynneHns u BbiObITUA apXUBHbIX 4OKYMEHTOB

3.7.1. Y4yeT noCTynrieHns apxuMBHbIX [OOKYMEHTOB B apXuB OCYLLECTBNAETCA Ha
OCHOBaHWN:

aKkTa npuema-nepegadvm JOKYMEHTOB Ha XpaHeHue (rnpunoxexve N 9);

aKTa npuema Ha XpaHeHne JOKYMEHTOB JIMYHOro npoucxoxaeHus (npunoxenne N 10).

ApxuBHble [OOKYMEHTbl CTaBATCA Ha Yy4yeT Takke MO pesynbTatam npoBedeHus
OTAENbHbIX BUOOB apXmBHbIX paboT (cm. n. 3.7.3).

Bce npuvHATbIe B apxuB apXvMBHble OOKYMEHTbl BHOCATCSH B KHUTY y4yeTa MocTynneHun
AOKyMeHTOB. Kaxabli BnepBble MOCTYNUBLUMA B apXuB apxmBHbid ¢POHA, 06beaMHEHHbIV
apXmMBHbIA OOHA, apXMBHAA KONMNEeKUUsa 3anncbiBaeTcsd B CNNMCOK poHOoB (rpunoxeHue N 6),
Ha Hero 3anosiHAKTCA NUCT (PoHAA, KapTOYKM ykasaTens K nucty goHaa, 3aBoguTcs Aeno
doHaa. Ha ayamoBusyarnbHble JOKYMEHTbI NPpU UX HEPOHOOBOM OpraHvM3aunmn 3anosnHSaTCA
NUCTbl  yyeTa KUHO(OTOMOHOAOKYMEHTOB W  BuAeodoKyMeHTOB. Kaxgas Bnepsble
NoCcTynMBLLAs ONuUCb Aerl, AOKYMEHTOB YYNTLIBAETCSA B peecTpe Onncemn.

CooTBeTCTBYIOLLME YYETHbIE CBEAEHMS B YCTAHOBMEHHOM NOpsaKe BHOCATCH Takxe B
yyeTHble B[.

3.7.2. Y4yeT BbIObITUA apXMBHbIX [OOKYMEHTOB M3 apxumBa OCYLECTBNAETCA Ha
OCHOBaHWN:

aKktTa O BblOENEHUN K YHUHMTOXEHUIO [OKYMEHTOB, He mnoAnexalwimx XpaHeHuto
(npunoxexne N 11);

aKkTa 0 HencnpaBUMbIX MOBPEXAEHNAX AOKYMEHTOB;

aKTa npuema-nepegadn JOKYMEHTOB Ha XpaHeHue (rnpunoxexve N 9);

akTa O HeoOHapyXeHWn [OOKYMEHTOB, [MyTM poO3biCKa KOTOPbIX McYepnaHbl
(npunoxeHwne N 2);

akTa Bo3BpaTa JOKYMEHTOB COOCTBEHHUKY;

akTta 06 N3bATUN NOASIMHHBIX EOUHUL, XPaHEHUS!, JOKYMEHTOB.

ApxuBHble [OKYMEHTbl CHUMAKTCHA C YyyeTa Takke B pesynbTate npoBeaeHUs
OTAENbHbIX BUAOB apxmBHbIX paboT (cm. n. 3.7.3).

Heobxoanmble  M3MEHEHWA  BHOCATCA B OCHOBHble  (obsizaTenbHble) W
BCNoMoraTtesibHble y4eTHble JOKYMeHTbl apxusa. [pn aToM B criyvae:

BbIObITUA BCEX apXMBHbIX OOKYMEHTOB ONUCK Aefl, AOKYMEHTOB HOMep 3TOW Onucwu
APpYyrMM onucsiM gern, AOKYMEHTOB He MpucBamBaeTCs U ocTaeTcsl cBOOOAHbIM; B peecTpe
onucen genaeTca COOTBETCTBYIOLLAA OTMETKA;

BbIObITUA apxuBHOro ooHaa B cnucke oHaoB (npunoxeHve N 6) B rpade "OTmeTka o
BbIObITUN" yKa3biBaeTCA, Kyaa BblObI apXvBHbIM OOHA, U aKT, HA OCHOBaHUM KOTOPOro OH
BbIObIN.

Mpn nepepaye apxmBHOro doHAa W3 OAHOrO apxueBa B [Apyron nepepatoTcd 3
aK3emnnsgpa onucu gen, OOKYMeHToB M geno ¢oxga. Konusa onucn gen, OOKYMEHTOB
OCTaeTCs B apxuBe-caatyMke W B Ka4vyeCcTBe MNPUITOXEHUS K akTy npuema-nepegayu
OOKYMEHTOB Ha XpaHeHue (npunoxeHve N 9) Bkrw4vaeTca B apxXuBHbin  POHA
apxuBa-cgaTyuka.

[Mpn BblAENEHUN K YHUUTOXEHUIO BCEX apXMBHbIX JOKYMEHTOB apXMBHOro poHaa oauH
3K3eMnnisgp ero onucen aen, JOKYMEHTOB U NUCT (poHOa nomellaroTeda B aeno doHaa. [erno
boHOa BKOYAETCA B apXMBHbIM (DOH apXMBa.

3.7.3. KonmyecTBo apxXuBHbIX JOKYMEHTOB apxX1uBa N3MEHAETCA B pesynbTaTe:

BbIBEPKN YYETHbIX LOKYMEHTOB, MO UTOramM KOTOPOW BbISABIIEHbI OLUNGOKN, OONYLEHHbIE
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NpuW NOACHETE KONMYECTBA XPaHSILLMXCSH apXUBHbIX AOKYMEHTOB;

NPOBEPKM HanMuMsi WU COCTOSIHUS apXMBHbIX [JOKYMEHTOB, B XO4E€ KOTOPOW
OOHapyXeHbl HeYyYTeHHble, 3a JUTEPHbIMA WNU NPOMYLLEHHBIMA HOMepamn eauHULbI
XpaHeHUsi/eguHNLbI y4eTa;

pecTaBpauun apXMBHbIX OOKYMEHTOB, MOCMe KOTOPOW OAHO [eno pasferieHo Ha
HeCKONbKO Aer;

OMMUCaHUSI apXMBHbIX [AOKYMEHTOB, nepepaboTkM onucer Aern, [OOKYMEHTOB, B
npouecce KOTOPbIX BO3MOXHO pasgerieHve unum obbeauvHeHWe eAvHUL, XpaHeHusi/equHuL,
yyeTa.

OcHoBaHMeM ONsi BHECEHUSI U3MEHEHWI B YYeTHble LOKYMEHTbl U y4yeTHble B[l no
pesynbTaTam yKasaHHbIX paboT ABMsOTCS:

aKT O TEXHUYECKUX OLLIMOKaX B Y4ETHbIX JOKYMEHTaXx;

akT 06 OGHapyXeHWW [OOKYMEHTOB, He OTHOCSLUMXCS K OaHHOMY apxuBy, (OOHAY,
HEYYTEHHbIX U T.4.;

aKT 0 pasgeneHun, o6beanHEHM Oen, BKIOYEHUN B AEN0 HOBbIX JOKYMEHTOB;

aKT onucaHnsi 4OKYMeHTOB, NepepaboTKM Onuncei.

Yyer YHUKaNbHbIX OOKYMEHTOB U 0Cc0060 LEeHHbIX AOKYMEHTOB

3.7.4. YHuKanbHble JOKYMEHTbI noanexaT cneumnanbsHOMy rocygapCTBEHHOMY y4eTy B
[locynapcTBEHHOM peecTpe YHUuKamnbHbIX [OOKYMeHTOB ApxuBHOro doHga Poccuiickon
depepaumn, NOpsAoOK BeOEHWA KOTOPOro onpefensercs crneuuanbHO YNOSTHOMOYEHHbIM
dedepanbHbIM - OpraHOM  UCMOSIHUTENbHOM Bractu B cdepe apxvBHOro pgena, w
rocydapCTBEHHbIX peecTpax YHUKamnbHbIX [OOKYMEHTOB apxMBHbIX (POHOOB CyObLEKTOB
Poccunckon ®epepaunn.

Kommenmaputi FTAPAHTa
Cm. AOMuHUCmMpamueHbIl peanamMeHm o ucrosiHeHuro ®@edeparibHbIM —apXUu8HbIM

aceHmMcmeoMm eocydapcmeeHHouU yHKUuU no eedeHuro [ocydapcmeeHHo20 peecmpa
YHUKasbHbIX  OOKyMeHmos ApxusHo2o0 ¢oHOa PO, ymeepxOeHHbIU  puUKa3om
MuHucmepcmea Kynbmypbl U Maccoebix KOMMyHukayuti P® om 23 okmsabps
2007 2. N 1296

Ha yHukanbHble JOKYMEHTbl COCTaBMSAOTCA NUCTbI y4eTa M ONUCaHUA YHWUKarbHbIX
AOKYMEHTOB.

3.7.5. YueT 0c060 LieHHbIX JOKYMEHTOB BeAeTCA Mo:

cnucky poHAOoB, coaepaLlmx 0cob0 LieHHbIe JOKYMEHTHI;

onncamM 0cobo LeHHbIX Aen, JOKYMEHTOB Un nepevyHs M HOMEPOB 0COB0 LEeHHbIX Aen
(HOMepHMKam).

B onucax ocobo uUeHHbIX gen, AOKYMEHTOB 3a HUMM COXPAHSOTCA WX MpexHue
y4YeTHble Homepa.

Onucb 0cob0 UEeHHbIX Aen, JOKYMEHTOB COCTaBNAeTCA Ha 0cob0 LieHHblE JOKYMEHTbI
OOHOW WM HECKONbKUX OMNUCEn Aen, OOKYMEHTOB apxvMBHOro ¢oHaa B 3aBUCUMOCTU OT
KonuyectBa 0COB0 LUEHHbIX €eAWHWUL, XpaHeHusi/egvHul ydeTa B [aHHOM Onucu B
HeobXxoAMMOM AN apXyBa KONMYECTBE IK3EMMNNSAPOB.

Ecnvn GonblWMHCTBO apXMBHbIX OOKYMEHTOB MO ONWCU A€, JOKYMEHTOB SBMSOTCS
0c000 UEeHHbIMK, OTAenbHaa onucb 0CoB0 LIEHHbIX Aen, AOKYMEHTOB HE COCTaBnsieTcs, a
KonupyeTcsa nmeroLlasacsa onucb. B Takom cnyyae K Hel CocTaBNAeTCA HOMEPHUK.

CeefeHnsa o0 konupoBaHMM OCODO LEHHbIX Aen, AOKYMEHTOB B LENsX CcOo3gaHus
CTpaxoBoro poHaa BHOCATCA B COOTBETCTBYHOLLME OMNUCU OCOBO LIEHHbIX A, JOKYMEHTOB
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NN HOMEPHUKN NO Mepe NMPOoBEAEHNSA UX CTPAXOBOro KONMPOBaHUS.

B wuTtoroBonm 3anucu ykasbiBaeTcs obliee KOonmMyecTBO 0COBO0 LEHHbIX eauHuL
XpaHeHus/eANHUY, YyyeTa, BKIOYEHHbIX B OMNUCb UM  HomepHuK. [lo 3aBeplueHuun
KOMMPOBAHNA BCEX €OUHUL XpaHeHus/eguHuy, yveta no AaHHOW OMUCU UM HOMEPHUKY
ykasbiBaeTca: "Bce euHuUbl XpaHeHus/eOnHWUbl ydeTa CKOMUPOBaHbI, AaTa, OOSMKHOCTb,
noanuce".

Onucn 0cobo UEHHbIX Aen, OOKYMEHTOB U HOMEPHUKW YYMTbIBAOTCA B peecTpe
onucen ocobo LEeHHbIX Aer, A0OKYMEHTOB.

Mpn OTHECEeHUN apXMBHbIX AOKYMEHTOB K 0COBO0 UEHHbIM B onucax B rpacde
"MpumeyaHns" HanpoTUB 3arofIOBKOB COOTBETCTBYHOLUMX €OUHUL XpaHeHus/eanHuy, yyeTa
npocTtaengaTca otMeTkn "OLL".

B Oopyrmx yyeTHbIx AokymeHTax oTmeTka "OL" npocTaBnsieTca K HOMepy apXMBHOIMO
doHaa, HOMepy onucu aen, AOKYMEHTOB; OaHHad OTMeTKa SABMSeTcs ChnyxebHom u He
BXOAMUT B apXUBHbIN LWUNMP eOuHUL, XpaHeHUs/eauHuL, yveTa.

Y4yeT ceKpeTHbIX U pacCeKpeyeHHbIX apXUBHbIX AOKYMeHTOB. OcopmneHue
pacceKkpeyeHHbIX aen

3.7.6. Y4yeT CeKpeTHbIX apxXuBHbIX [OOKYMEHTOB BedeTCA B COOTBETCTBUM C
HOPMaTUBHLIMWU MNPAaBOBbLIMU AOKYMeHTamMu. B y4YeTHbIX OOKYMEHTax M apXMBHbIX Wudpax
eVHNY, XpaHeHus/eNHUY, y4eTa CeKpeTHble apxmBHble POHAbl, ONUCU Oen, OOKYMEHTOB,
eavHNUbl  XpaHeHus/egmHuubl  ydeta o0603HavaloT uHaekcom "c"  (cekpeTHo), "cc"
(coBepLueHHO ceKkpeTHO), "oB" (0cob0oM BaXKHOCTHN).

3.7.7. V3aMeHeHuss B y4yeTHble [JOKYMEHTbl MO pesynbTaTaM paccekpevmBaHus
apXMBHbIX [OOKYMEHTOB BHOCSATCA Ha OCHOBaHWW akTa O paccekpeyYnmBaHUW [OOKYMEHTOB
(npunoxeHne N 12).

ApxuBHble OHAbI, ONUCK Aerl, AOKYMEHTOB U eduHULbl XpaHeHus/eauHuubl yveTa,
BKMOYawLne, Hapsgy C CEKpeTHbIMUM HeCeKpeTHble (paccekpeveHHble) OOKYMEHTbl, B
YYETHbIX JOKYMEHTaxX U apXuBHbIX WNpax eanHnL, xpaHeHusi/eamHuy ydyeTta obo3HavaroTcs
NMHOEKCOM "cY" (CEeKpeTHO YacTU4HO).

Mpn paccekpeunBaHn BCex enuHUL, XpaHeHUa/eguHuL ydeTa Mo CeKpeTHOW onucu
Aen, OOKYMEHTOB [daHHas OnuCb Takke pacceKkpeymBaeTcs, nepefaeTcs Ha OTKpbIToe
XpaHeHWE 1 y4MTbIBAeTCA B NUCTE POHOA 3a TEM e HoOMepoM, HO 6e3 nHaekca "c", KoTopbIn
3a4yepkMBaeTCcs Ha OBOXKE N Ha TUTYNBLHOM NUCTe AaHHOW onucu. B npaBom BepxHeM yrny
OOGNOXKM W  TUTYNbHOrO nMCTa OnNucu [en, [OOKYMEHTOB NpOCTaBnseTca LTamn
"PaccekpeyeHo".

Mpn paccekpeunBaHnn YacTn gen u apxXmMBHbIX JOKYMEHTOB MO CEKPETHOM onucu gen,
AOKYMEHTOB Ha pacCekpeyeHHble [era U apXMBHble JOKYMEHTbl COCTaBrisieTcs oTaefbHas
onucb Aen, OOKYMEHTOB, HOMepa eaWHWUL, XpaHeHus/eguHuL ydeTa B KOTOPOW OCTakTCs
npexHnumun. [nsa BanoBon HyMepaunm Takux eguHuL, XpaHeHus/eguHuY, ydeta ucnonb3yeTcd
rradpa 2 onucu pfgen, [OOKyMeHToB. HoBas onucb Jgen, [OOKYMEHTOB BMeCcTe C
paccekpeyeHHbIMW JerlaMn U apXvMBHbIMW [OOKYMEHTamMu nepefaeTtcd Ha OTKpbIToe
XpaHeHue, y4nTbIBaeTCs B NUCTe (POHOOB 3a TEM XE€ HOMEPOM, YTO U CeKpeTHas, HO be3
mHaekca "c".

Mpu paccekpevmBaHun Gonbluen YacTn AeN U apXUBHbIX JOKYMEHTOB MO CEKPETHOM
onucu gen, AOKYMEHTOB C JAaHHOW OMUCWU CHUMaeTCs KOMWs, NPU KOMMPOBAHWW 3arofioBKM
edVHNY, XpaHeHus/eQuHWL, y4YeTa, OCTaBfEeHHbIX Ha CEKPEeTHOM XpaHeHUW, 3aKkpbiBalTCS.
Konns onucn Ha paccekpedeHHble Aena U apXuBHble OOKYMEHTbl NepefaeTcs Ha OTKPbIToe
XpaHeHue. B ak3emnnape onucu gern, JOKYMEHTOB, OCTaBLUENCA HA CEKPETHOM XpaHeHuw,
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coxpaHsieTca ux Hymepauma. B nucte poHaa Takas onnchb y4nTbIBaeTCS ABaXObl: 9K3eMnsp
OnncKu, OCTaBLUMNCA Ha CEKPEeTHOM XpaHeHMW - C COOTBETCTBYKOLWEN WHOEKcaunen
CEKPETHOCTUN, CKOMUPOBAHHLIN 3K3EMMASpP, NepefaHHbll Ha OTKPbITOe XpaHeHue, - 6e3
mHaekca "c".

Mpn paccekpeynBaHUN OTAENbHbLIX €OVHUL, XpaHeHus/eAnHWUY, ydeTa Mo CEeKpeTHOWm
onucu aern, JOKYMEHTOB OHWM BKITHOYAKOTCA B ONUCh Aerl, AOKYMEHTOB OTKPbITOrO XpaHeHus
COOTBETCTBYIOLLErO0 apxmBHOro oHaa 3a nUTEepHbLIMA HOMepamMu UM B BasrloBOW
nocrnenoBaTenbHOCTH.

B onucax pen, OOKYMEHTOB, OCTalLWMXCA Ha CEeKpPeTHOM XpaHeHwn, B rpade
"MNMpumeyaHns" nNPOTMB 3arosIOBKOB pPaCCEKPEYEHHbIX €OWHUL XpaHeHus/eauHuy, y4deTa
npoctaBngetca wramn "PaccekpeyeHo". B crnyyae, korga paccekpeyeHHble eanHUubI
XpaHeHus/eanHNLbl y4eTa BKMAOYEHbl B ONUCb Aef, OJOKYMEHTOB OTKPbITOrO XpaHeHus (3a
NNTEPHBLIMU HOMEpaMn UNu B BanoBOW NocrnefoBaTenlbHOCTU), B CEKPETHOW onucu B rpade
"MNpnmeyaHna" ykasblBaeTCcs UX HOBbI HOMEP.

[Mocne paccekpeumBaHUa K ONUCAM [en, AOKYMEHTOB OTKPbITOrO UM CEKPETHOro
XpaHEeHUs1 COCTaBMSATCSA HOBbIE UTOrOBbIE 3anMcn 06 o6bemax (PakTUYECKN YYTEHHbIX B HUX
eVHNL, XpaHeHnsa/eguHuL ydeTa.

Mpn paccekpeumBaHMM OAHOTO WS HECKOSbKMX apXMBHbIX AOKYMEHTOB B COCTaBe
CEKPETHOro Aena OHO OCTaeTCs Ha CeKpPeTHOM xpaHeHun. K apxmBHoOMY Wndpy Ha obnoxke
aena Kk nHgekcy "c" pobasnsetca byksa "4". Homepa nuCToB pacceKkpeyveHHbIX apXMBHbIX
OOKYMEHTOB nepeuucrnaiotca B rpade "lpumedanHns” HanpoTuB 3aronoBka 4YaCTUYHO
paccekpeyeHHOro fena, a Takke BO BHyTpeHHen onucu gena. [pu otcyTtcTBUM B gene
BHYTPEHHEN OMNUCU CBEAEHUA O paCCEKPEYEHHbIX apXMBHbIX OOKYMEHTax OTpaXKalTca B
nncTe-3aBepuTene ¢ ykasaHnem HOMepPOB COOTBETCTBYHOLLMX JINCTOB.

B npaBom BepxHem yriy oOGNOXKM pacCekpeyeHHOro fena npocTaBnsieTcs wTtamn
"PaccekpeyeHo". Hgekc "c", "cc" unun "oB" B HOMEpe gena 3avyepkmBaeTcs.

Yyer APXUBHbIX AOKYMEHTOB JIUYHOIo NpoucxoxaeHus

3.7.8. YyeT nNOCTYNneHUrM apxmMBHbIX [OOKYMEHTOB JIMYHOIMO MPOMUCXOXOEHUS,
nepegaBaemblx COOGCTBEHHMKOM B eaepanbHyld COBCTBEHHOCTb, B COOGCTBEHHOCTb
cybbekta Poccuinckon ®Pepepauun mMnu  MyHMumMnanbHYylO COBCTBEHHOCTb, BEOETCHA Ha
OCHOBaHWW aKTa npuemMa Ha XpaHeHue [OOKYMEHTOB JIMYHOTO  MPOUCXOXAEHUSN
(npunoxenne N 10). K akTty npunaralotcsa caaTodHas OMnUCb apXMBHbIX OOKYMEHTOB W
pelleHne 9KCNepTHO-MPOBEPOYHON KOMUCCUW apxmBa WAW  3KCAEPTHO-NMPOBEPOYHON
KOMMUCCUM  YMOSIHOMOYEHHOIO OpraHa WCMoNHUTENbHOW BRactu cybbekta Poccuinckon
depepaummn B chepe apxmHoro gena (ganee - AlK) o npneme aTux JOKYMEHTOB B apXuB.

Y4yeT apXmBHbIX JOKYMEHTOB JIMYHOIO NMPOUCXOXOEHUS, HAXOOALWMNXCA B YaCTHON #

Y4yeT apXMBHbIX AOKYMEHTOB JIMYHOrO MPOUCXOXAEHUSA, HaXOOSALMXCS B YaCTHOW
COBCTBEHHOCTKN, MepedaHHbIX MO [OroBOpy Ha XpaHEHWEe B apxmB, OCYLLECTBASAETCA B
yCTaHOBIIeHHOM nopsake (cm. n. 3.7.11).

M3meHeHuns konnyecTBa U CoCTaBa apXUBHbIX AOKYMEHTOB SIMYHOMO NPOUCXOXAEHUS B
pesynbTarte UX OMUCaHUS OOKYMEHTUPYIOTCH akTOM ONUCAHWA OOKYMEHTOB, Ha OCHOBaHUU
KOTOPOro BHOCATCS WU3MEHEHUSA B YyYeTHble OOKYMEHTbl. Ha AOKyMeHTbl, He noanexaiume
XpaHEHVIO B apxvBe, COCTaBMSETCS akT BO3BpaTa [OOKYMEHTOB COOCTBEHHMKY B ABYX
aK3emnnspax, O4AnH 13 KOTOPbIX BMECTE C AOKYMEHTaMu nepeaaeTcsi COOCTBEHHUKY.

He ponyckaeTcsi XxpaHeHWe B apXMBE HEyYTEHHbIX apXUBHbIX AOKYMEHTOB JIMYHOrO
NPOUCXOXAEHNS.
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YyeT AOKYMEHTOB MO JINYHOMY COCTaBY

3.7.9. Y4yeT [OOKYMEHTOB MO JIMYHOMY COCTaBy, 3a WCKIIHOYEHNEM TMPUHATBIX MO
AOroBOPY Ha XpaHeHWe B apxuB [OOKYMEHTOB MO fMYHOMY cocTaBy (cm. r. 3.7.11),
OCYLLIeCTBNSAETCA Ha OBOLLMX OCHOBAHUSIX.

Y4yeT KOnMuMyecTBa XpaHALWMXCA B apxmBe [OOKYMEHTOB MO JIMYHOMY COCTaBy
NpPoOBOOMTCA HA OCHOBE MX nogcyeTa no nucram poHO0B U ONUCAM Aen no fIMYHOMY COoCTaBy
C buKcaumen pesynbTaTtoB NO KaXaoMy oHAy M CyMMapHO MO apxXmBy B KHUre yyeTta
AOKYMEHTOB MO NIMYHOMY COCTaBy (MPOU3BOSIbHOW (POpMbl).

Mo pesynbTatam npoBeOeHUs 3KCNepTU3bl LIEHHOCTU [OOKYMEHTOB MO JIMYHOMY
COCTaBy MO WUCTEYEHUN 75-NeTHEero cpoka UX XpaHeHUs B Y4YeTHble [OKYMEHTbl BHOCATCH
COOTBETCTBYIOLLUNE N3MEHEHUS.

YyeT aen, umerowmnx B ochopMrieHMn aparoueHHble MeTansbl U KaMHU
(n. 3.7.10 He pacnpocTpaHsAeTCA Ha rocyAapCTBEHHbIE U MyHULIUNASIbHbIE MY3€eU U
oubnunoTtekm)

3.7.10. ApxuB, XpaHaLWwmMn gena, umerme B 0popMreHnn unm B NpUNOXeHUM K HAM
AparoueHHble MeTansfbl U KaMHW, B COOTBETCTBMM C 3akoHogaTtenbCcTBOM Poccumnckon
depgepaumn  permcTpupyetca B COOTBETCTBYIOLLEW MHCMEeKuunM npobupHOro Hagsopa
MwuHucTepcTBa chmHaHcoB Poccuinckon degepaunm.

Y4yeT ykasaHHbIX 4en OCylWecTBAseT MaTtepuanbHO OTBETCTBEHHOE NULLO, C KOTOPbIM
PYKOBOAMUTENb apxvMBa 3akf4yaeT [AOroBop O MaTepuanbHOM OTBETCTBEHHOCTM 3a
COXPaHHOCTb U y4eT fern, UMeLWmnX B 0POPMINEHNUN NN B NPUITOXEHUN K HAM AparoueHHble
MeTanmnbl U KAaMHW.

YKkasaHHble Ogena nepeparTcs MaTtepuarnbHO OTBETCTBEHHOMY nuuy Ha cendoBoe
XpaHeHne, 0 YeM fgenaeTtcsa cooTBeTcTBylowasi otmeTka ("cencpoBoe xpaHeHune") B onmcu
Aern, JOKYMEHTOB, 1 BKINIOYAlOTCH B CneumnaribHy0 UHBEHTAPHY KHUTY yyeTa fen, UMerLwmnX
B O(opMNeHMn unn B MNPUMOKEHUN K HUM [AparoueHHble MeTannbl U KamHu. [aHHas
WHBEHTapHas KHMra cocTaBndeTcs U Befetca B 3-X ak3emnnspax. [lepBbln ak3emMnnap
XpaHUTCS B nogpasfiefieHnMn, OCYLIECTBASOLWEM LEeHTpanM3oBaHHbIA (B pamMkax apxvBa)
yyeT JOKYMEHTOB, BTOPOM - Y MaTepmanbHO OTBETCTBEHHOIO nuua, TpeTun - B Byxrantepum
apxuBa.

[lena BHOCATCA B WHBEHTaAPHYK KHUTY MO MOPSAKY HOMEPOB apXvBHbIX (POHAOB U
onucen aen, JOKYMEHTOB, a BHYTPWU KaXkgon onucu aen, JOKYMEHTOB - MO NOpsiAKy HOMEpPOB
aen. Ha 6upke, npukpennsemon Kk 06noxke Kaxagoro gena (npegmerta), ykasbiBaeTcsi HOMep,
3a KOTOpbIM OHO YYTEHO B WMHBEHTApHOW KHure. Homep npoctasBnsietcs 4vepes apobb C
apxmBHbIM Wngpom (Hanpumep, nHe. N 1/TAP®, d. 572, on. 1, a. 17).

K MHBEHTapHOW KHUre COCTaBNseTCs WUToroBasl 3anucb, B KOTOpOM uupamu un
NPOMNUCbID  yKasblBaeTCs KOMMYeCTBO Aen (NpeameToB), BHECEHHbIX B KHUTY, JaTta
COCTaBMNEHNA WTOrOBOW 3anucu, AOIMKHOCTb U hamunmsa matepuanbHO OTBETCTBEHHOrO
nuua.

JInCTbl MHBEHTApPHOW KHWUIMM OO0 Havana ee 3arnofiHeHUs1 MPOHYMEPOBLIBAKTCH,
NPOLLHYPOBbLIBAKOTCA N CKPENNATCA NeyaTbio apxuea. Ha obopoTte nocnegHero nucta KHUMm
jenaeTca 3anucb O KONMMYECTBE JIMCTOB B KHUrE, KOTOpasi 3aBepsieTcs noanucamm
PYKOBOAUTENS apXmBa, rMaBHOrO XpaHuTens hoHO4OB U CKpennseTcs neyvyaTbio apxmea.

ExxerogHo cneuunansHOW KOMUCCUEN, CO30aBaeMOn NPUKasoM pPyKOBOOUTENS apxuBa,
NPOBOAUTCA WMHBEHTapusauma gen, UMeKWwmx B OPOPMIIEHUN UM B MPUIIOXKEHUN K HUM
AparoueHHble MeTansnbl U KaMHWU. VIHBEeHTapu3auusi NPOBOAUTCA TakkKe B Crydae CMEHbI
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MaTtepuarnbHO OTBETCTBEHHOIO Nuua, pykoBoaMTEeNa apxvmBa, rMaBHOro xpaHuTens (poHOoB.
PesynbTatbl MHBEHTapM3aunn opopMnNATCSA akTOM, COCTaBMSIEMbIM B TPEX 3K3eMnnsapax,
OOVH W3 KOTOPbIX HarnpaensgeTcsa B COOTBETCTBYHOLWMWA  YNOSTHOMOYEHHbIN  OpraH
NCNONHUTENBHOW BNAaCcTK B cpepe apxXMBHOro gena.

YyeT apXUBHbIX OKYMEHTOB, HAXOASALWMXCSH B YaCTHON COOCTBEHHOCTU, NPUHATBLIX NO
AOroBOpYy Ha XpaHeHWe B apxXvB

3.7.11. Y4yeT gokymeHTOB ApxmBHOro gpoHga Poccuinckon denepaumn, npuUHATBIX MO
AOroBOpYy Ha XpaHeHMe B apXMB Ha OCHOBaHUM akTa npuvema-nepenayn AOKYMEHTOB Ha
xpaHeHue (npunoxeHne N 9), ocyLecTBNAETCA B OCHOBHbIX Y4E€THbIX JOKYMEHTax apxusa C
cobnogeHnem crneayrowmx ocobeHHOCTEN:

B KHWUre yyeTa nMOCTYnfieHUA [OOKYMeHToB (npunoxeHne N 5)  ykasbiBaloTCA
cobCTBEHHMK UNW Bnagenew, AOKYMeHTOB (rpadha 3), Homep 1 gaTta akta npvema-nepenayu
(rpacha 4), paTa nognucaHusa gOroBopa O nepefade U CPoK AeNCcTBUS OOroBopa;

Npw BKITIOYEHMM apXMBHOIO PoHAa B CNMCOK poHOOoB (npunoxeHue N 6) kK ero Homepy
pobasngaetca ungekc "O" ("moroBop"), KOTOPbLIN COXPAHAETCA 3a HUM BO BCEX Y4YETHbIX
AOKYMEHTaxX N apXuBHbIX WK pax eguHUL, XpaHeHus, eauHuy yveta; B rpade "lMpumeyvaHnga”
cnucka (OHOOB Takke yKasbiBalOTCA COBCTBEHHMK UMM Bragenel, apXMBHbIX OOKYMEHTOB,
AaTa noanuMcaHusa u Cpok AencTBms 4orosopa.

KonunyecTBOo apxmBHbIX (POHAOB, MPUHATBLIX MO AOrOBOPY Ha XpaHEHMEe B apxuB,
yKasblBaeTCa OTAESIbHON CTPOKOM B WMTOrOBbIX 3anmMcsx B CNMcke (POHOOB, KHUre ydyeta
NOCTYNSNEHNUN JOKYMEHTOB.

OK3emMnnsap A0roBopa, 3aKnMiYEeHHbIN ¢ COOCTBEHHUKOM MM BRagenbLEM apXMBHbIX
OOKYMEHTOB, BKIOYaeTcs B Aeno poHaa.

Mpwn BbIGBLITUN APXMBHBIX LOKYMEHTOB apXUMBHOIO oOHAA B CBSA3M C UCTEYEHMEM CPOKa
ero XpaHeHusi B COOTBETCTBMM C JOFOBOPOM €ro HOMeEp He MOXeT ObITb NPUCBOEH OpYyroMy
apxXuBHOMY (poHAY.

[MpuHATBIE MO OOroBOpY Ha XpaHeHWe B apxXuB [LOOKYMeHTbl ApXuBHOro doHaa
Poccuinckon ®epepaummn, HaxoauMBLUMECA B 4YaCTHOM COOCTBEHHOCTM M Ha 3aKOHHOM
OCHOBaHUW nepelweawne B denepanbHyld COBCTBEHHOCTb, COOGCTBEHHOCTb CybbekTa
Poccunckon ®depepauumn mnn MyHUUMNAanNbHyt0 COBCTBEHHOCTb, YYMTbIBAOTCA B OCHOBHbIX
YYETHbIX JOKYMEHTax HapaBHe C OCTarbHbIMU JOKYMEeHTaMn apxmBa. B y4eTHbIX JOKyMeHTax
N apXMBHbIX WNdpax eguHUL, XpaHeHus, eanHul ydyeta nugekc "[" sadepkusaetcs, B rpady
"MpumeyaHus" cnncka oHOOB BHOCATCA COOTBETCTBYHOLLME CBEAEHUS.

ApXMBHblIE [OOKYMEHTbl, HEe BKMOYEHHbIE B YCTAHOBMEHHOM MOpPsiAKE B COCTaB
ApxusHoro ¢oHaa Poccunckon degepaumn, B TOM YnUCre AOKYMEHTbI MO fIMYHOMY COCTaBy,
NPUHATbIE MO AOrOBOPY Ha XpaHEeHMEe B apXuB, YYUTbLIBAKOTCHA OTAENbHO OT OOKYMEHTOB
ApxusHoro ¢oHaa Poccuinckon depepaumn. Ona mux yydyeTa BegyTcs OTAerbHble CMMUCOK
POHAOB, KHUra y4eTa NoCTynfeHNn AOKYMEHTOB, a Takke NUCTbl POHOOB U ApYrve yyYyeTHble
OOKYMEHTBI.

YyeT KOnumn AdPXUBHbLIX AOKYMEeHTOB Ha npaBax noalIMHHUKOB

3.7.12. KonuamMn apxuMBHbIX [OOKYMEHTOB Ha MpaBax MNOASNMMHHUKOB SBNSAIOTCA
BKNIOYEHHbIE B YCTaAHOBMIEHHOM nopsiake B coctaB ApxuBHOro doHga Poccurckon
depepauymm:

MUKPOMOUNBbMbI  apXMBHbIX  OOKYMEHTOB, W3rOTOBMEHHblE U O0GOPMIIEHHbLIE
doHaoobpasoBaTenem B COOTBETCTBMM C CYLLECTBYHOLWMMN HOpMaTUBaMu;



KOMUM apXUBHbIX LOKYMEHTOB, MOANMHHWMKMA KOTOPbIX yTpadeHbl UMW HaXOASTCHA B
COBCTBEHHOCTU HOPUANYECKUX UNN PU3MYECKMX NNL, B CUIy YEro He MOryT MOCTYNUTb Ha
NOCTOSIHHOE XPaHEHME B apXmB;

KOMMM apXxmBHbIX OOKYMeHToB, nepemMelleHHblx B CCCP B pesynbTate Btopon
MWPOBOM BOWHbI M Haxogswmxca Ha Tepputopumn Poccuinckon depepauumm, NOASIMHHUKK
KOTOPbIX BO3BPaLLEHbl B CTPaHbl UX NPOUCXOXAEHUS.

Konun apxuBHbIX [OKYMEHTOB Ha npaBax MOASIMHHWKOB, NepefaHHble B apxvB
doHaoobpasoBaTenem, yumTbiBalOTCA B COCTaBe ero doHga no OTAENbHOW onucu aen,
AokymeHToB. [lpn atom B rpade paHHonm onucu "KonumyectBo nucTtoB" 4Yepes apobb
yKa3blBaeTCA TakKe KONIMYeCTBO KaapoB, OTCHATLIX C O4HOro Aena.

Konun apxvmBHbIX OOKYMEHTOB Ha npaBax MNOASIMHHWKOB, OTCHATbIE C MNOASMHHbIX
AOKYMEHTOB, KOTOpble YyTpayeHbl WM HaxogsaTca B COOGCTBEHHOCTU HOPUANYECKUX WUIK
dU3NYECKNX NUL, a TakkKe KOMUU NepeMeLLeHHbIX OOKYMEHTOB, MOASIMHHUKA KOTOPbIX
BO3BpaALLlEHbl B CTpaHbl WX MPOUCXOXOEHUS, (POPMUPYIOTCA B apXMBHbIE KOSMEKLUNN.
ApXuMBHbIE KOMMEKUNN y4nUTbIBAKOTCA B crivcke ooHAoB (npuroxeHune N 6) B ycTaHOBNEHHOM
nopsigke.

Konnn apxuBHbIX LOOKYMEHTOB Ha npaBax MOASIMHHUKOB, W3rOTOBIIEHHbIE
MAaLLUMHOMMUCHBIM  UNU  3nekTporpaduyecknm CcnocobomM C apxXMBHbIX [AOKYMEHTOB Ha
OymMaXHOM OCHOBE, a TaKkKe KOMuMM ayauMoBM3yaribHbIX [OOKYMEHTOB (OPMUPYHOTCS B
eaVHNLbI XpaHeHnsa/eauHuLbl ydeTa, KOTopble YYUThIBAKOTCA B ONUCAX Aen, JOKYMEHTOB MO
aHanoruu ¢ NOANMHHLIMU apXMBHLIMU AOKYMEHTaMM Ha COOTBETCTBYHOLLUNX HOCUTENSIX.

3a eguHuLy XpaHeHUst KOMUK apXMBHbIX OOKYMEHTOB Ha MpaBax MNOASIMHHMKOB,
N3roTOBMEHHbLIX B BWOE MUKPOKOMUWA, MNpuUHMMaeTca ¢uamyeckm 06OCOBNEHHbIM pPYMOH
MUKpOMNbMa UM KOMMNIIEKC MUKPOGULL BHE 3aBUCUMOCTM OT KOSIMYECTBA OTCHATLIX HA HEM
AeNn 1 apxuBHbIX OOKYMeHTOB. Kaxgas egvHuua XpaHeHWs yyYuTbiBaeTcss B Onvcwu gen,
AOKYMEHTOB MO, CaMOCTOATESIbHbIM HOMEPOM. B nToroBon 3anucu K onnucu aesn, 4OKYMEHTOB
Hapsgy C KONMUYECTBOM €AMHUL  XPaHEeHUS MUKPOKOMUA  yKa3blBaeTCs CyMMapHOe
KONMYECTBO COCTaBMSOLMX UX KaApPOB.

YyeT nuctoB B gene, ¢porooTneyaTtkoB B hoToanbLb6ome, eguHUL XpaHEeHUs B cocTaBe
€AVHMULbI yYeTa ayaAnoBu3yarnbHbIX JOKYMEHTOB

3.7.13. KonuyecTtBo NUCTOB B Jene v eduHWL, XpaHeHUs B COCTaBe efuHuLbl yyeTa
ayanoBu3yarnbHbIX JOKYMEHTOB YYMTLIBAETCHA Ha OCHOBE UX HymMepaLumm u (OUKCUpYeTCs:

nucToB B Aene - B nucte-3aeseputene (npunoxeHve N 3) m B COOTBETCTBYHOLLEN
rpadpe onucu gen, JOKYMeHTOB (rpunoxeHust N 7-8);

doTooTneyaTkoB B poToanLbome - BO BHYTpeHHeN onucu cdoTtoansboma, a Takke B
COOTBETCTBYIOLLEN rpade onucn potoan-bomMoB;

eVHNUbl XpPaHEeHUa OpYyrnx ayanmoBu3yanbHblIX OOKYMEHTOB - B COOTBETCTBYHOLLMX
rpacax onvcemn aTUX AOKYMEHTOB.

Mpn y4yeTe egnHWU XpaHeHUss B COCTaBe efuHWUbl Yy4yeTa ayanoBuayarnbHbIX
AOKYMEHTOB:

eNHNUbI XpaHeHNs anadunbMOoB pacrnonaratTcs no nopsiaiky HOMepoB PYJIOHOB;

eOVHULbl XpaHEeHUS KMHOOOKYMEHTOB pacnofiaraloTcs No adfemMeHTaM KOMMIEeKTa,
BHYTPU KOTOPOro HyMepylTCs MO NOPsiAKy HOMEPOB YacTewn;

eVHULbl XpaHeHUs (POHOAOKYMEHTOB pacnonaratoTcs B NOpsake NpoM3BOACTBEHHbIX
HOMEpPOB.

YyeT cTpaxoBoro ¢oHaa n hoHaa nosib30BaHUSA



3.7.14. Obbem cTtpaxoBoro doHaa U doHAa NOfb30BaHUS U3MEPSETCS B eauMHULax
XpaHeHus/eanHMLax ydeTta, a Takxke B:

Kagpax - 4N Konum apxmBHbIX JOKYMEHTOB Ha ByMa)KHON OCHOBE 1 (POTOAOKYMEHTOB;

MeTpax - 4515 KONUM KUHOAOKYMEHTOB;

BpEeMEHM 3BYy4aHUs - AN Konun oHO40KYMEHTOB;

B MerabanTax - 4ns Konmm anNeKTpOHHbIX AOKYMEHTOB.

[Mpn STOM OTAENbHO YYUTHLIBAKOTCHA CTPaxoBble KOMUWU YHUKAlbHbIX JOKYMEHTOB U
0COB0 UEHHbIX AOKYMEHTOB W KOoMMM (poHAA MNOSb30BaHUS, OTCHATbIE C apPXMBHbIX
AOKYMEHTOB Ha OyMa)KHOM OCHOBe (pasfdesibHO Ha PYFIOHHOW nfieHke U MUKpouLuax);
KMHOOOKYMEHTOB; (POTOLOKYMEHTOB; (DOHOLOKYMEHTOB; BUAEOMOHOrpamMm; 3neKTPOHHbIX
AOKYMEHTOB.

YyeT BepgeTcs MO KHUraMm YyyeTa MOCTynfieHun cTpaxoBoro doHga U  doHaa
NoNnb30BaHUA U OMUCSAM CTpaxoBoro ¢oHAa. Y4yeT nocTynneHus U BblbbITUS CTPaxoBbiX
KOMU OCYLLLECTBNSAETCH HA OCHOBaHMM 3aKa30B Ha U3rOTOBMIEHNE CTPaxOBbIX KOMUMA U KON
doHOa noNb3oBaHUSA, akToB nNpuemMa-nepedadnm CTPaxoBbiX KOMUW Ha creuuanbHoe
XpaHeHue u gpyrnx aktos. K KHUram yyeta noctynsieHun exerogHo COCTaBrsieTCa UToroeas
3anuce.

Onuncu ctpaxoBoro ¢poHaa cocTtaBnsawTca B 3 ak3emnngapax. lNepBble ak3emnnsipobl
nepegatTcs BMECTe CO CTPaxoBbIMW KOMUAMM YHUKamNbHbIX JOKYMEHTOB M 0COB0 LEHHbIX
AOKYMEHTOB B CcrnevumarnbHbl apxXuB, BTOPbIE N TPETbU OCTalTCS B apXMBe.

Mo mMepe KoMMpoOBaHUA M nepefady CTPaxoBbIX KOMUW YHUKAlbHbIX OOKYMEHTOB U
0cO00 LUEHHbIX [OOKYMEHTOB B CreumanbHbil apxXMB K OMUCAM CTPaxoBOro ¢oHAa
COCTaBISAOTCA HOBbIE UTOrOBbIE 3aMNnCK B YCTAaHOBIEHHOM nopsigke (cm. n. 3.5.6).

B onucax pen, pokymeHtoB B rpadpe ‘"lNpumeyaHus” HanpoTMB 3arofioBka
CKOMMPOBaAHHOW €AWMHWLbI XpaHeHus/eanHuubl yvyeta npoctaBnseTcs wramn "CO". Ecnu
CKOMNMUpPOBaHbl BCe Aerna, AOKYMEHTbI, BKITOYEHHble B onuchk, wramn "CP" npocrtasnseTcs
TONbKO Ha TUTYNbHOM NUCTE U 0BNOXKe ONUCK Aen, JOKYMEHTOB.

3.7.14.1. 3a egvHuuy XpaHeHusi/eguHuuy y4veTa CTpaxoBOoro ooHAa YHUKarbHbIX
AOKYMEHTOB U 0COB0 LEHHbIX AOKYMEHTOB Ha OyMaXXHOMW OCHOBE Ha PYSOHHOW MIeHKe
npuHUMaeTca pusanyeckn o60CcobnNeHHbI PyNoH MUKpodunbma.

B KHUry ydeTta noctynneHun ctpaxoBoro poHga v poHaa nonb3oBaHUSA Ha PYrOHHOM
nneHke B BaroBOM nopsiake (BHe 3aBMCUMOCTU OT (POHOO0BOW NPUHAANEXHOCTU JOKYMEHTOB)
Ha OCHOBaHUW 3aKa3a Ha W3roTOBSIEHME CTPaxoBblX KOMWM 3aHOCUTCA Kaxaas eauHuua
XpaHeHus cTpaxoBoro doHaa. o kHure yyeta noctynneHun (rpadpa 1) egMHuuam xpaHeHus
cTpaxoBoro doHOa npucBamBalOTCA YYeTHble HOMepa, KOTopble SBNAKTCA COCTaBHOW
YaCTbIO MX apPXMBHbIX LM POB.

Ha Bce cTpaxoBble KON YHUKarbHbIX JOKYMEHTOB U 0COB0 LEHHbIX JOKYMEHTOB BHE
3aBMCUMOCTU OT UX (POHOOBOW MPUHAOSIEXHOCTM COCTaBIISIETCA ONUCb CTPaxoBOro (hoHaa,
HyMepauus eauHUL, XpaHeHUsi CTpaxoBOro poHaa B KOTOPOM COOTBETCTBYET YYETHbIM
HOMepaM, MPUCBOEHHbBIM UM MO KHUre ydeTa NocTynneHun.

ApPXUBHBIM LINPPOM eAnHULbI XPaHEHUS CTPaxoBOro ooHOa SABMSETCs HasBaHue
apxmBa, HOMep OnMcu CTpaxoBoro oHAa, HOMep yyeTa eauHULbl XpaHeHUs CTPaxoBOro
doHaa ¢ gobasneHnem nHaekca "Co".

3.7.14.2. 3a eguHunuy yveTta CTpaxoBoro hoHaa 4OKYMEHTOB Ha GyMakHOM OCHOBE Ha
MUKpOULLIAX MPUHUMAETCH OAHa UMW HECKOSbKO MMKPOMMULL, OTCHATbIX C OOHOro Aena wu
NnoMeLLeHHbIX B OOVH KOHBEPT, 3a eANHULY XpaHeHUs - MUKpoduLa.

Mo kHWre y4yeta nNOCTYNNEHUWW CTpaxoBoro ¢oHAa M OoHOa MONb3oBaHMA Ha
MUKpPOUMLLIAX KaXXOOoMY MOCTYNMEHNI0 NpUcBanBaeTCcs NOpPSAKOBbIN HOMep. KonnyecTBeHHble
nokasaTernim BHOCATCS C y4eToM (POHAOBOW NMPUHALNEXHOCTU OTCHATBIX KOMUA MO KaXaomy
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apxmBHOMY (boHAY 1 onncu aen, AOKYMEHTOB OTAESbHO.

Onuncu ctpaxoBoro gooHaa Ha MUKpodMLLax COCTaBASATCA pas3fefibHO Ha CTpaxoBble
KOMUW KaXKOoro apxXuBHOro ooHaa, 0gHy UNu HECKONBLKO ero onmncen.

Y4YeTHbIM HOMEPOM eauHULbl y4dyeTa CTpaxoBOro oHaa n oHOa Monb3oBaHUSA
AOKYMEHTOB Ha OGyMa)kHOW OCHOBE, W3rOTOBIEHHOMO Ha MWUKpPOULIAX, ABNAETCHA YYEeTHbIN
HOMEp OTCHATOro Aena, apxvBHbIM LLUMEPOM - COOTBETCTBEHHO apXMBHbIN LLUMAP OTCHATOrO
pena ¢ pgobaeneHvem uHgekca "CO" - gna ctpaxosoro ¢doHga u "M" ("lMosuTtns"), "O"
(dwnasokonus) - ansa poHAa NONb30BaHUA.

3.7.14.3. EpguHuubl xpaHeHus/egnHuubl yyeTa cTpaxoBoro doHga wu  doHaa
Nofib30BaHUSA ayamoBu3yarbHbIX OOKYMEHTOB WAEHTUYHbI €AWHULAM XpaHeHusi/eauHuuam
yyeTa ayamoBu3yaribHbIX JOKYMEHTOB.

CTpaxoBble KONMUU KMHO- U (POTOOOKYMEHTOB Y4YMTbIBAKOTCA HE3aBMCUMMO OT BMuAa
KMHO- N (POTOOOKYMEHTOB B KHUrax ydeTa MOCTYMNNEHUM U OMUCAX CTpaxoBoro dooHaa wu
doHaa NoNbL30BaHUA.

CTtpaxoBble Konuu ooTOAOKYMEHTOB HA MarHUTHOW JfIEHTE 1 rpaMOopUrMHanos n3-3a ux
000COBMNEHHOrO XpaHEHUS YYUTBIBAKOTCS B Pa3HbIX KHUrax ydeTa nocTynneHn u onmcsx.

B ntoroBbIx 3anncax KHUr ydeta NOCTynneHnn n onucen ctpaxoBoro ooHaa n doHaa
Nnofib30BaHUA KMHOMOTOAOKYMEHTOB UM (POTOOOKYMEHTOB Ha MeTannMyecknx Ouckax
AOMNOSTHUTENBbHO MOXeT YKasblBaTbCH KOMUYECTBO €AWHWUL, XpaHEeHUst COOTBETCTBEHHO
NPOMEXYTOYHbIX NO3UTUBOB U KOHTPATMMNOB; NO3NTUBOB M Ay6nb 6 -HeraTMBoB; HeveTHbIX (1)
n 4yeTHbIX (II) rpamopurnHarnos.

B wuToroebix 3anmcsax K ONUCAM CTPaxoBbIX KOMUW KUMHOGOTO(POHOOOKYMEHTOB
yKa3blBaeTCH Takke nx obbem B MeTpax, kagpax, 4acax 3By4HaHus.

Homep eomHuubl ydeta cTpaxoBoro poHaa KMHOGPOTOOHOAOKYMEHTOB NEpPEeHOCUTCA
B OMUCb M3 KHUIMM y4YeTa NOCTYnneHun. APXMBHbIM LWNMPOM eanHULbl ydeTa CTPaxoBOro
doHAa KMHOPOTOMOHOAOKYMEHTA SABNAETCA Has3BaHWE apxvMBa, HOMEp efuHuUbl yyeTa
cTpaxoBoro goHaa ¢ gobaeneHmem nHgekca "Co".

3.7.14.4. Y4yeT KOMMMA apxXMBHbIX [OOKYMEHTOB, CO3[aHHbIX B Mpouecce Wux
NCMNOSIb30BaHNSA M BKIKOYEHHBIX B (POHA NOSb30BaHUS, BEAETCS B apXMBe B OTAENbHOW KHUMe
y4yeTa KoM 3TUX LOKYMEHTOB.

YyeT My3elHbIX NpeaMeToB U 6MbnmoTe4yHbIX (poHOOB

3.7.15. Y4yeT My3eilHbIX NpeameToB, ABNAIOLINXCA BrOXEHMEM B AENOo, BeOeTCcHd B
yCTaHOBIeHHOM nopsake (cm. n. 3.7.13).

My3senHble NpegMeThl, He SBMSOLWMECS BOXEHNAMN B AENO0, NMPUHATLIE HA XpaHEHNE
B COCTaBe apXMBHOro ooHAa, y4UTbLIBAOTCH B COCTaBe 3TOro hoHAa Kak eANHNLbI XPaHEHUS.
Mpn 3HaYNTENBHOM KONMMYECTBE TaKMX eOuMHUL, XPaHEHUsI Ha HUX COCTaBMSeTCS OTAeNbHas
onucb Aer, JOKYMEHTOB.

BknioyeHne B coctaB MysenHoro doHga Poccuinckon depepaumm 1M yyeT AaHHbIX
MYy3eNHbIX MPegMeTOB OCYLLECTBISAOTCA B COOTBETCTBUM C MOPSAKOM, YCTaHOBMEHHbLIM
cneumanbHO YNOSTHOMOYEHHbIM (hbeaepanbHbIM  OpPraHOM MCMNOMHUTENBbHOW BlacTnM Ans
MysenHoro coHaa Poccuiickon deagepaumm.

Y4yeT My3enHbIX NPeaMEeTOB, CoAepXaLlmMx aparoueHHble MeTansbl U KaMHWU, BeaeTcs
B yCTaHOBMNEHHOM nopsiake (cm. . 3.7.10).

3.7.16. Y4yeT 6GUOAMOTEYHOrO (CNpaBOYHO-UHOPMAUMOHHOIO) oHaa apxuBa
BeJeTCqd B COOTBETCTBUM C MOPSOKOM, YCTAHOBIIEHHbIM CreumnasnibHO YNONTHOMOYEHHbIM
deaepanbHbIM OPraHOM MUCNOMHUTENBHON BNactT ansa bubnmoteyvHbix GOHO0B.



IV. OpraHusaums KOMMNJIEKTOBaHUA apXxuBa AOKYMeHTaMu apxuBHoro choHaa
Poccunckon Pepepaumm n Apyrumm apxXxmBHbIMU [OKYMEHTaMun
(B pa3pgene Ha rocyaapCTBeHHbIe U MyHULIMNANbHbIE My3en U 6MbnmoTeku
pacnpocTtpansatTea nn. 4.3, 4.3.1,4.3.2,4.4.2,4.4.3,4.4.4, 4.7)

4.1. CwuctemaTtudeckoe nMOMNOMHEHWe apxmBa [JOKYMeHTaMn ApxmBHOro ¢oHaa
Poccunckon ®epepaummn (KOMNIEKTOBAHME apXmnBa) BKITHOYAET:

onpegeneHne NCTOYHUKOB KOMMSIEKTOBaHUS apXuBa;

onpejerieHne coctaBa apxmMBHbIX JOKYMEHTOB, NoAnexallmx npuemy B apxms;

npuem-nepeaady apxmBHbIX JOKYMEHTOB B apXuB.

MCTOYHNKM KOMNEeKTOBaHUA apxuBa

4.2. l'ocygapcTBeHHbIe OpraHbl U OpraHbl MECTHOTO CamMoyrnpaBrieHns BKNHOYaTCH B
CMUCKM WUCTOYHMKOB KOMMSEKTOBAHUA TOCY4APCTBEHHBIX WU MyHMUMNANbHbIX apXMBOB B
o6a3aTenbHOM Nopsiake.

MCTOYHMKaMM KOMMNNEKTOBAHUA apXxmMBa BbICTYNalT TakKe opraHu3aumm u rpaxaaHe,
B npouecce AeATeNbHOCTU KOTOPbIX 06pasytoTca AOKYMeHTbl ApxmBHOro goHaa Poccunckonm
depepauymn.

HerocynapctBeHHble oOpraHudauuMm, a Takke rpaxgaHe BKINHYalTCA B CMUCKU
NMCTOYHMKOB KOMMSIEKTOBAHNS apXMBa Ha OCHOBaHWKW JOroBopa.

HerocynapctBeHHble oOpraHusauuM, BPEMEHHO XpaHsawue [OOKYMeHTbl ApPXMBHOIMO
doHaa Poccuinckon depepauumn, oTHocsAwmMecs K - deagepanbHOM  COOCTBEHHOCTM,
cobctBeHHOCTM cybbekToB Poccuinckon degepaumm mnm MyHULMNanbHOM COBCTBEHHOCTW,
BKMOYAOTCA B CMAUCKM  MUCTOYHUKOB KOMMSIEKTOBAHUA TeX apXuBOB, WCTOYHMKaAMMU
KOMMMEKTOBaHUS KOTOPbIX SABMASAMNCb WX MPedWeCTBEHHUKU - T[OCYyAapCTBEHHblE W
MYHUUMNAanNbHbIE OpraHu3aunu.

4.2.1. OTHeceHMe K WCTOYHMKAM KOMMIIEKTOBAHUS apxmBa MPOU3BOAUTCA Ha
OCHOBaHWUN KpUTEPUEB:

Ansi opraHMsauumn:

PYHKUMOHANbHO-LIENIEBOrO Ha3Ha4yeHUs opraHmsauuu (ana rpynnbl  OpraHu3auun,
BbIMOSTHAIOLLMX aHaNorM4Hble yHKUUKN, ncnonb3dyeTcs oopmMa BbIGOPOYHOIo npuema);

NOSIHOTblI OTPaXeHUsT UHGOPMaLUM O AOEATENIbHOCTU OpraHuM3auun B apXMBHbIX
doHOax opyrnx opraHnsauum;

AN rpaxaaH:

BKNaj rpaxkgaHuHa B pasBuUTUE HayKu, KynbTypbl U ApYrnx obnacrten AeaTenbHOCTY;

ero posfib B Ka4yeCcTBe yvacTHMKa, OYeBMLUa BblOAKOLWMXCA COObITUA B KWU3HU
obLecTBa;

POLACTBEHHbIE, [pYXEeCKne, TBOpPYECKME CBA3M rpaxgaHuHa, MecTo paboThl,
3aHMMaeMas JOJIKHOCTb;

TUMWYHOCTb €ro apXMBHbIX AOKYMEHTOB 4S5 NOXU (OOKYMEHTbI "pagoBbiX” rpaxaaH);

COCTaB 1 coepkaHne cobpaHHbIX rPaXKgaHMHOM apXMBHbIX 4OKYMEHTOB.

CnUCcKn NCTOYHUKOB KOMMJEKTOBAHUA apxuBa

4.2.2. CnNCKM NCTOYHMKOB KOMMSEKTOBAHUA COCTaBNSKTCA apXMBOM Ha OCHOBaHUMU
3akoHogartensctBa o6 apxuBHom gene B Poccuiickon Pepepaumm, Hopm nn. 4.2 n 4.2.1
HacToswmx NpaBun, a Takke pekomeHZaunn cneynanbHO YNoSTHOMOYEHHOTO doeiepanbHOro
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opraHa WCMNOSIHUTENbHOM BfnactTu B cdepe apxuBHOro Aena, nNoOAroTOBMEHHbIX
CaMOCTOATENBbHO MM COBMECTHO C ApyrMMmun denepanbHbIMU OpraHamn MUCMOMHUTESNbHON
BNacTu, B TOM 4ucCrie OCyLLeCTBNALWNMA Aeno3nTapHoe XpaHeHne OOKYMEeHTOB ApPXMBHOIO
doHaa Poccuiickon ®eagepaunn.

ApxuB BeJeT CrMCOK OpraHM3aunin - ICTOYHMKOB KOMMSIEKTOBAHUS MO YCTaHOBMEHHOMN
doopme.

Cnncok rpaxgaH (COBCTBEHHMKOB WM BRagenbLeB apXUBHbIX [LOKYMEHTOB) -
NCTOYHMKOB KOMMSEKTOBAHNA BeOETCA MO NPUHATOM B apxumee opme c¢ obsizaTtenbHbIM
ykaszaHnem amMunun, UMeH, OTYecCTB, agpecoB MecTa XWUTENbCTBa, PUOMYEeCKOro
000CHOBaHUSA BO3MOXHOCTM nepeaaydn nx apxXmBHbIX JOKYMEHTOB B apXMB.

B apxuBe, npuHumaroweMm Ha XpaHeHwe pasfnuyHble BUAbl apXMBHbLIX OOKYMEHTOB,
COCTaBMATCA W BeayTCcsd CaMOCTOATENbHble CMUCKWM  OpraHM3auun - UCTOYHUKOB
KOMIMMEKTOBaHUS Hay4YHO-TEXHUYECKOW OOKyMeHTauueun, CrMcKn opraHusaunmn - MCTOYHMKOB
KOMMMEKTOBaHMS ayamoBu3yanbHbIMU JOKYMEHTaMM.

42.2.1. TlpoekTbl  CNUCKOB  WUCTOYHUKOB  KOMMIIEKTOBaHUA  beaepanbHbIX
rocy4apCTBEHHbIX apXMBOB MOCIE PacCMOTPEHUS NX Ha 3KCMEPTHO-NPOBEPOYHON KOMUCCUN
(3MNK) apxuBa npencrtaBnAvTCS Ha cornacoBaHne LleHTpanbHOW 3KCnepTHO-NPOBEPOYHOMN
komucceum (LUSTMK) cneunanbHO ynonHOMOYEHHOrO dhefepanbHOro opraHa UCNOSTHUTENbHOMN
BNactTM B cdepe apxXMBHOrO Aena; rocyaapCTBEHHbIX apxmBoB cybbekta Poccunckomn
degepaumm n MyHMUMNanNbHbIX apXxMBOB - Ha cornacoBaHne JK ynosIHOMOYEHHOro opraHa
ncnonHuTenbHom Briactu cybwvekta Poccuiickon Pepepauumn B cdepe apxvBHOro Aena;
opraHusaunn Poccuiickon akagemMmm Hayk - Ha cornacoBaHue OJIK Apxuea Poccuickon
akagiemMmum Hayk.

Pewenne L3IMNK cneumanbHO — ynorTHOMOYEHHOro  dpefepanbHOro  opraHa
NCMONHUTENbHOW BNacTm B cdepe apxvBHoro gena, JAlNK ynosiHOMOYeHHOro opraHa
ncnonHuTenbHon Bnactu cybvekta Poccuickon ®epepaunn B cdhepe apxuBHoro gena, AlK
Apxusa Poccumnckon akagemMmm Hayk O COrfiacoBaHUM CrMCKa MCTOYHUKOB KOMMMEKTOBAHUSA
apxmBa SBMAETCA OCHOBaHWEM AN ero YTBEepXAEeHWsI PYKOBOACTBOM COOTBETCTBYHOLLErO
apxmBa WM OpPraHOM MEeCTHOro camoyrnpasneHna (Ons MyHUUuMnanbHbIX  apXMBOB),
npesngnymom Poccuinckon akagemMmmm Hayk.

ApxmB BnNpaBe BECTU CMNCOK BO3MOXHbIX MICTOYHMKOB KOMMIEKTOBAHUSI.

CnpaBkun, 3KCnepTHbIE 3aKNYEHUS O BKITHOYEHUM OpraHu3auui 1 rpaxkgaH B CrUCKK
NCTOYHMKOB KOMMMNEKTOBAHUA apXmBa UMM UCKIMIOYEHNN UX U3 yKa3aHHbIX CMIUCKOB, a TaKkke O
dopMe npuemMa apxXmBHbIX AJOKYMEHTOB Ha XpaHeHME N NpeaCcTaBNATCS:

dedepanbHbIMM  TOCYyJapCTBEHHbIMM — apxuBamMuM - Ha paccmoTtpeHve  LISMK
cneumanbHO YNONMHOMOYEHHOro doeeparnbHOro opraHa WCMNOSTHUTENBbHOW Bractn B cdepe
apxvMBHOro paena (peweHve 006 WCKIKYEHUN OpraHu3auunm u3 CrnuMcka WCTOYHMKOB
KOMMMeKToBaHMs deageparnbHOro rocyfapCTBEHHOMO apxmBa B Criydae ee nvkBugaumm
npuHumaeTcsa IAlMK deagepanbHOro rocygapCTBEHHOIO apxmea);

rocyfapcTBEHHbIMN apxmBamu cybbekToB Poccuinckon denepaummn "
MyHUUMNANbHLIMA  apxmBamu - Ha paccMmoTpeHue 3lK  ynomnHOMOYeHHOro opraHa
NcnonHUTenbLHoM BrnacTn cybbvekTa Poccuiickon Penepaumm B cpepe apxmBHOro Aena;

opraHusaumamu Poccuinckon akagemum Hayk - Ha paccmotpenve 3lK ApxvBa
Poccuinckon akagemum Hayk.

YTO4YHEHME U nepeyTBepXOeHWe CNUCKOB WCTOYHMKOB KOMIMMEKTOBaHUS apxXmBOB
npoBoaAaTcs no Mepe HeobxoaumocTtu. OcHOBaHMEM ANisi 3TOr0 SABMASKTCA: CO34daHue,
peopraHusaums, nukBMaauus rocygapCTBEHHOIO opraHa, opraHa MECTHOrO
camoynpaBfeHusi, opraHu3aumm; OTKa3 HerocyfgapCTBEHHbIX OpraHuM3aumn n rpaxgaH ot
coTpyoHMYecTBa C apxuBoM (pacTtopxeHue porosopa); pewenne LIIMK cneunanbHo
YNOSTHOMOYEHHOro doefiepanbHOro opraHa MCNOSHUTENbHOW BNacTu B cdpepe apXuBHOro



pena, OlNK ynonHOMOYEHHOro opraHa WCNOMNHWUTENbHOW BnacTu cybbekta Poccumnckon
depepaummn B cepe apxmBHoro gena m JAMNK ApxuBa Poccunckon akagemmm Hayk o
nepegaye opraHvsaumMm B CMUCOK  MUCTOYHMKOB  KOMMMEKTOBAHWA OpYyroro apxusa.
OpraHusauma MoxeT 6bITb MCKMAOYEHa M3 CMMCKa WCTOYHUMKOB KOMMSEKTOBaAHUA apxuBa,
ecnn B npouecce AeATEeNbHOCTM OpraHusaumm nepectann 06pa3oBbIBaTbCA OOKYMEHTbI
ApxnsHoro coHaa Poccuinckon egepauumn.

4.2.3. ApxvB BedeT HabnwogaTenbHoe OeNno Ha KaXAbl rocyaapCTBEHHbIA OpraH,
opraH MecTHOro caMoyrnpaBsIieHMs U OpraHM3auuio - UCTOYHUK KOMMSIEKTOBAHUA apxuBa, B
KOTOpOEe BKIHYaTCA JOKYMEHTbI, XapakTepuayoLlue ero npaBoBoKM CTaTyC U AeATeNbHOCTb,
a Takke paboTy apxuBa M oOpraHM3auml  OOKYMEHTOB B  [eronpou3BOACTBe.
HabniogatenoHoe pfeno MoxeT ©OblTb 3aBedeHO M Ha rpaxgaHuHa - UCTOYHUK
KOMMNMEKTOBaHUSA apxvBa, B KOTOPOE BKIHOYAKTCA CBEAEHUs O COCTaBe U CcoaepXaHuu ero
apXMBHbIX JOKYMEHTOB.

B uenax yyeta paboTbl C MCTOMHMKaMWU KOMMSEKTOBAHUA apXuB BrpaBe co3faBaTb
YYETHO-CMNpaBOYHbIE KAaPTOTEKM 1 6a3bl AaHHbIX.

Mopsiaok akcnepTU3bl LEHHOCTU OKYMEHTOB

4.3. ApxuBHble OOKYMEHTbl BKIOYalTCA B coctaB ApxuBHoro doHga Poccunckon
degepaumm Ha OCHOBAHUWN AKCMEPTU3bl LLEHHOCTU OOKYMEHTOB (T.€. U3Yy4YeHUs LJOKYMEHTOB
Ha OCHOBE KpUTEPMEB UX LIEHHOCTU B LleNndx onpeaeneHns CPOKOB XpaHEeHNA JOKYMEHTOB U
nx otbopa Ha NOCTOAHHOE XpPaHEHNE).

BknioyeHne pokymeHTOB B cocTaB ApxuBHOro ¢onHga Poccuickon depepaunn
OCYLLECTBMSAETCA Ha OCHOBE KOMMSIEKCHOMO MNPUMEHEHNA KPUTEPUEB MPOUCXOXOEHUS
AOKYMEHTOB (PYHKLMOHANbHO-LeNeBoe Ha3Ha4YeHne UCTOYHUKA KOMMIIEKTOBAHUS C y4eTOM
ero ocobon ponu MnNu TUNOBOrO XapakTepa, BPEMS M MEeCTO CO3[aHus AOKyMeHTa W T.M.),
cogepXaHna OOKYMEHTOB (3Ha4YMMOCTb MHJOpMauuMuM, B TOM 4YUCHE €€ YHWUKamNbHOCTb,
TUMWYHOCTD  WAW  MOBTOPSIEMOCTb, BWO OOKYMEHTa, €ero MOASIMHHOCTb), BHELUHUX
ocobeHHOCTEN  OOKYMEHTOB (popma  buMKCMpOBaHMA U nepefayn  copepaHus,
yOOCTOBEPEHNSA U OPOPMIIEHNS AOKYMEHTA).

Mpn BkNOYEHUN OOKYMEHTOB B cocTtaB ApxumBHOro ¢oHaa Poccuinckon depepaunn
ucrnonb3yeTcs Takke dopma MNoBMOOBOMO WM rPynnoBOro BbIOOPOYHOro npuema
AOKYMEHTOB.

4.3.1. PelwweHne Hay4yHO-METOOUYECKMX BOMPOCOB, CBS3@HHbIX C 3KCNEepTU3oMn
LEHHOCTU [OOKYMEHTOB W BKMOYMEeHMeM ux B coctaB ApxuBHOro ¢oHga Poccuickon
depgepaumm, a Takke C onpeaeneHneM B ero coctaBe 0cobo LEHHbIX AOKYMEHTOB, B TOM
yucrie YHuKarbHbIX OOKYMeHTOB, ocyulectBnsetcsa LISIMK crneumansHO ynoriHOMOYEHHOro
doenepanbHOro opraHa UCNOSTHUTENBLHOW BacTn B chepe apxXmBHOIro gena.

JKcnepTmsa LEHHOCTM [OOKYMEHTOB OCYLLECTBIISETCA YNOSTHOMOYEHHbIM OpraHoMm
ncnonHuTenbHon Bnactn cybbekta Poccunckon depepaumm B cdepe apxvmBHOro pena,
apXMBOM COBMECTHO C COOCTBEHHMKOM WM BnagenbLeM apXvMBHbIX [OOKYMEHTOB B
COOTBETCTBUWN C KPUTEPUAMM, YCTAHOBIEHHbIMU B . 4.3 HacTosAwmx Npasun.

Mpn npoBedeHMn 3KCNepTU3bl LIEHHOCTM [OOKYMEHTOB W oOnpeaeneHun CpoKoB
XpaHEeHUs1 AOKYMEHTOB apXmB PYKOBOACTBYETCHA NEPEYHAMU TUMOBLIX apXMBHbIX LJOKYMEHTOB
C YKa3aHMEM CPOKOB XpaHEHUs; nepedHsMn OOKYMEHTOB, obOpasyrlmuxcs B npouecce
aeaTenbHOCTU doedeparibHbIX OpraHoOB roCyAapCTBEHHOM BIaCTW, MHbIX FOCYAApPCTBEHHbIX
opraHoB Poccuinckon degepauunun, a Takke B npouecce AeATENIbHOCTU NOABEAOMCTBEHHbIX
UM OpraHmsauumn, C yKasaHMEM CPOKOB XpaHeHUS (OTpacrieBble NepeydHn); a Takke cpokamm
XpaHeHUs1 OTAEeNbHbIX BUAOB apPXMBHbIX AOKYMEHTOB, B TOM 4uCre He Boweawmx B



yKasaHHble repeyHu, KOTopble YCTaHaBNUBAKOTCA 3akoHoAdaTernbcTBOM Poccunckon
depepauymn.

PeweHnna o BknioyeHun B coctaB ApxuHoro doHga Poccuickon depepaunn
KOHKPETHbIX OOKyMeHToB npuHumatotca IlK denepanbHbiX rocyaapCTBEHHbLIX apXUBOB,
QMK  ynonHOMOYEHHbIX OpraHoB WCNOMHUTENbHOW Bnactn cybbektoB Poccuiickon
depnepaumm B cdepe apxMBHOro Aena, aKCnepTHbIMM POHAOBO-3aKYNOYHbIMU KOMUCCUAMMU
rocygapCTBEHHbIX U MyHULMNANbHbIX My3eeB, 3KCMepPTHbIMU KOMUCCUSIMU FOCY4apCTBEHHbIX
n MyHMumnanbHbiX 6ubnuotek, AINK ApxmBa Poccuickon AkageMmmn Hayk Npy yTBEPXKAEHUN
onucewn aen, 4OKYMEHTOB NOCTOSIHHOIO CpoKa XpaHeHUs.

MonHoOMOuUMsT M nNOpALAOK  AesATenbHOCTM  ykasaHHbix  JlMK  onpepgensioTtcs
MONOXEHUAMN O HUX, pa3pabaTblBa€MbiMM Ha OCHOBE COOTBETCTBYHLUUX MNPUMEPHbIX
NOSNIOXXEHNN, yTBEPXAAeMbIX CheunanbHO YMNOAHOMOYEHHbIM deaeparnbHbIM  OpraHoMm
NCMNOJSTHUTENBHOW BAacTu B chepe apXMBHOro gena.

ApxuB paccmaTpuBaeT U rotoBuT K ytBepxaeHuto OIMK ynonHomMo4yeHHOro opraHa
ncnonHuTenbHOM Bnactn cybbekta Poccuiickon dPepepaumm B cdepe apxuBHOro aena
onucu paen, AOKYMEHTOB (MNU WX rogoBble pasfenbl) MOCTOSHHOMO CpoKa XpaHeHus,
o0pa3oBaBWNXCA B [OeATENbHOCTU €ro MCTOYHMKOB KOMMMekToBaHus. deaepanbHble
rocyfapcTtBeHHble apxuBbl, ApxuB Poccuinckon Akagemum HayK yTBEpPXOatT YKasaHHble
OMNUCKN CaMOCTOSATENBHO.

ApxuB rotoBut K cornacoaHuio JlNK ynonHOMOYEHHOrO opraHa WCNOSTHUTENbHOWN
Bnactu cybvekta Poccuiickon degepaumm B chepe apxmMBHOrO Aena Unn cornacoBbiBaeT B
COOTBETCTBUN C NPeaoCTaBNEHHbIMW €My MOSTHOMOYMUSIMU ONUCK Aen MO JIMYHOMY COCTaBy
(vnn  ux rogoBble pasgenbl), akTbl O HEeUCnpaBUMbIX MOBPEXOEHUSX [OOKYMEHTOB
(npunoxenne N 1). PegepanbHble rocygapcTBeHHble apxmBbl, ApxmB Poccuinckon Akagemmn
HayK NPOBOASAT COrfiacoBaHne nepeyncrieHHbIX JOKYMEHTOB CaMOCTOATESbHO.

BknioyeHne [OKYMEHTOB, HaxXOAdAWMUXCA B 4YacTHOM COBCTBEHHOCTW, B COCTaB
ApxusHoro c¢oHga Poccunckon depepauumn ocywlecTBASETCA Ha OCHOBAHWW 9KCMepTU3bl
LEHHOCTWN LOKYMEHTOB M 0(hopMMsieTCs 4OroBOPOM MeXay COOCTBEHHMKOM UNK BRagenbLem
apXMBHbIX [OOKYMEHTOB M apxuBoMm. B pgaHHOM poroBope ykasbiBatoTcs 006513aHHOCTU
cobCTBEHHMKA WNM  Bragenbla apxMBHbIX OOKYMEHTOB MO XPaHEHWIO, Yy4eTy W
NCronb30BaHMIO JOKYMeHTOB ApxnBHoro poHga Poccuinckon denepaumn.

4.3.2. JkcnepTuaa LEeHHOCTN LJOKYMEHTOB B apXvBe NPOBOANTCS:

No UCTEYEHUN CPOKOB BPEMEHHOIO XpaHEeHUs! apXMBHbIX OOKYMEHTOB, B TOM 4ucne
AOKYMEHTOB MO JIMYHOMY COCTaBy, MOCTYMMBLUMX B apXuB OT JIMKBUOMPOBAHHbIX
rocygapCTBEHHbIX OPraHoOB, OPraHOB MECTHOro caMoynpaBSieHUs 1 OpraHn3aLuim;

npu MNOCTYNSIEHMM B apPXMB B  WUCKIKOYMUTENbHbIX Crydadx [AOKYMEHTOB B
HeynopsiA04EeHHOM COCTOSIHUM;

B crnyvyae 6e3B03BpaTHOMO BbIBO3a apXMBHbIX JOKYMEHTOB 3a pybex.

Mo pesynbTatam 3aKcnepTusbl LLEHHOCTU [OKYMEHTOB, CPOKW BPEMEHHOro XpaHeHus
KOTOPbIX UCTEKNKN, B TOM YMCNE LOKYMEHTOB MO JIMYHOMY COCTaBYy, apXuB COCTaBMSIET akT O
BblAESTIEHUN K YHUYTOXEHUIO JOKYMEHTOB, He nognexawmnx xpaHeHuno (npunoxenue N 11), n
B yCTAHOBMNEHHOM NOpSiAKe BHOCUT M3BMEHEHUS B YYETHbIE JOKYMEHThI apxmBa.

B pesynbtate okcneptusbl LEHHOCTU [OOKYMEHTOB, MOCTYMMBLUMX B apxuB B
HeynopsiA04MEHHOM COCTOSHUWN, apXMB COCTaBMSieT OMNUCKM Aen, OOKYMEHTOB MOCTOSHHOMO
XpaHeHus, onucu aen spemeHHoro (cebiwe 10 feT) cpoka XpaHeHusl, onucu Aen no JIMYHoOMy
COCTaBY W aKT O BblAENEHUM K YHUYTOXEHWIO AOKYMEHTOB, HE MoAnexalinx XpaHeHuto
(npunoxexne N 11).

Mognexaiwme YHUYTOXEHUIO apXMBHble LOOKYMEHTbl nepegarwTcs Ha nepepaboTky
(yTvnusaumio) 1 CHMMaroTCs C yyeTa B yCTaHOBMeHHOM nopsake. Caada gen ocopmnsaeTca
npUemMo-coaToOYHOW HaknagHoOW, B KOTOPOW YKasblBalOTCA AaTa nepefayv, KosrmyecTBo



coaBaeMblx Aen U Bec GyMaykHOM MakynaTtypbl.
Mopsiaok npuemMa apXuBHbIX JOKYMEHTOB

44. OT WCTOYHMKOB KOMMIMEKTOBAHUA apxuBa [LOOKYMeHTbl ApxuBHOro doHaa
Poccunckon ®depepaumm NPUHMMAOTCS FOCY4APCTBEHHbIM M MYHULUMNASbHBIM  apXUBOM,
opraHusauunen Poccnmnckon akagemMmm Hayk no UCTEYEHUN CPOKOB NX BPEMEHHOIO XpaHeHus,
YyCTaHOBIEHHbIX 3aKoHogaTenbcTBOM Poccuinckon denepaumn.

B uvckniounTenbHbIX Criydasx CPOKM BPEMEHHOr0 XpaHeHUst JOKYMEHTOB ApPXMBHOIMO
doHoa Poccunckon dPepepaumm  mMoryT ObiTb NPOANEHbl MO Npocbbe  MCTOYHMKOB
KOMMNMEKTOBAHUA apxvMBa MpuM HeOoBXOOUMOCTU MNPaKTUYECKOro MCMONb30BaHUS apXUBHbIX
AOKYMEHTOB MMM OTCYTCTBUSA Yy apXMBa BO3MOXHOCTM LMK NpMeMa yKasaHHbIX JOKYMEHTOB B
CPOKW, YCTaHOBMNEHHble 3akoHogatenbctBoM Poccunckon depepauun. [llpoaneHue
yKa3aHHbIX CPOKOB OCYLLECTBNSETCHA: AN UCTOYHUKOB KOMMIEKTOBaHUS deaeparbHbIX
apxmBoB - peweHnem J3lK denepanbHbiXx apxvBOB; ASI1 UCTOYHWKOB KOMMIIEKTOBAHUS
apyrmx apxuBoB - peweHnem IlK ynonHOMOYEHHbLIX OpPraHoOB WCMOSHUTENbHOW BRacTu
cybbvektoB Poccuiickon depepauumn B chepe apxXMBHOro fgena; Ans  UCTOYHUKOB
KomnnekToBaHus ApxmBa Poccuickon akagemMmmmn Hayk - pewieHnem JMK atoro apxusa.

Cpokn BpemMeHHOro XxpaHeHua OoKymeHTOB ApxuBHoro oHaga Poccunckon
degepaumm B HerocygapCTBEHHbIX OpraHu3auusix OnpeaensitoTca B [[OroBope Mexay
apXvMBOM 1 COBCTBEHHMKOM UNW BNagesnbLeM YKa3aHHbIX JOKYMEHTOB.

4.4.1. Npuem gokymeHToB ApxmeHoro poHaa Poccurickon degepaumm oT MICTOYHUKOB
KOMMMEKTOBaHMUA  OCYLLECTBNSAETCA rOCyJapCTBEHHbIM UM MYHUUUNANbHLIM  apXMBOM,
opraHusaunen Poccnnckon akagemum Hayk B COOTBETCTBUU C MiaHOM-rpaddMKOM, KOTOPbIN
yTBEpXOaeTCcs PYKOBOLCTBOM apxmBa Mo COrfacoBaHUK C UCTOYHMKAMWU KOMMIIEKTOBAHUS.
BHennaHoBLIM npvem AokymeHTOB ApxmBHOro ¢oHga Poccuickon depepaummn, a Takke
apXMBHbIX JOKYMEHTOB, CPOKN BPEMEHHOIO XpaHEHUS! KOTOPbIX HE UCTEKIN, OCYLLEeCTBNSEeTCA
B Cnyyae nukBMOauUMm MCTOYHWMKA KOMMMEKTOBAHWA WM B Criydae Yrpo3bl COXPaHHOCTU
apXMBHbIX JOKYMEHTOB.

Mo npocbbGe MCTOYHUKOB KOMMIIEKTOBAHUS M MPU HanuMymm CBOOOAHbLIX NIowagen
rocygapCTBEHHbI M MYHUUMNANbHbLIM apxuB, opraHu3aums Poccumnckon akagemuun Hayk
MOXET OCYLIEeCTBMIATb [AOCPOYHbLIN NpueM OOKYMeHTOB ApxuBHOro doHaa Poccumrckon
depgepaumm, a TaKke BPEMEHHOE XpaHeHWe apXMBHbIX OOKYMEHTOB Ha OCHOBE [Orosopa.
Mpyem apxuBHbIX OOKYMEHTOB Ha BPEMEHHOE XpaHeHwe OdOopMIISETCA TakkKe akToM
npuemMa-nepegadn OOKYMEHTOB Ha XpaHeHue (ripunoxeHve N 9) u npousBogutca no
COATOYHOW OMUCHU.

ApXu1BHblE OOKYMEHTbI NMPUHUMAOTCH B rOCYJapCTBEHHbIN U MYHULMNASIbHBIN apXuB,
opraHusaumio  Poccuinckon  akagemumm  Hayk B YNOPSAOYEHHOM  COCTOSHUM  C
COOTBETCTBYHOLUMM Hay4HO-CNPABOYHbIM annapatomMm M CTPaxoBbiMW KOMMAMKM Ha 0Co60
LUEHHble [OOKYMEHTbl M YHUKanbHble OOKYyMeHTbl. Bce paboTtbl, cBs3aHHble C OTGOpOM,
NnoaroTOBKOW U nepefaden apXmBHbIX JOKYMEHTOB Ha NOCTOAHHOE XpaHeHue, B TOM 4uchne C
MUX YnopsiiovEHMEM W TPaAHCMOPTUPOBKOW, BLIMOSHAKTCA 3a CYET CpencTB WUCTOYHMKOB
KOMIMMEKTOBaHMWs, nepeaarLmnx ykasaHHble JOKYMEHTbI.

Mpn nprveme apxmMBHbIX AOOKYMEHTOB MPOBOAATCA MpOBeEpka MX (pmanyeckoro,
CaHNTaPHO-TMIMEHNYECKOrO, TEXHUYECKOIO COCTOSHUS, a TakxKe NpoBepKa CTPaxoBbIX KOMUN
Ha 0COBO LUEHHble AOKYMEHTbl WU YHMKasrbHble OOKYMEHTbl M MpPOBEPKA KOMMIIEKTHOCTU
YYETHbIX JOKYMEHTOB.

HdokymeHTbl  ApxmBHOoro coHga Poccurckon depgepaumm  NpuHUMalOTCa B
rocygapCTBEHHbIM U MyHULMNANbHBIN apxus, opraHnsauuio Poccunckon akagemmmn Hayk no



yrBepxaeHHbiM MK onucam gen, OOKYMEHTOB; AOKYMEHTbI MO JIMMHOMY COCTaBy - MO
cornacoBaHHbiM MK onucam aen, OOKYMEHTOB; apXMBHble OOKYMEHTbl C HEUCTEKLMMMU
CpOKaMun BPEMEHHOIO XpaHeHUS - MO COATOYHbIM OMUCAM.

Mpuem gen nNpoumsBOAMTCHA NOEAMHUYHO; O0COBO UEeHHble Aena MpUHMMAarTCs C UX
NOSIMCTHOW npoBepkor. Ha Bcex ak3emnnsipax onvucu gen, AOKYMEHTOB AenarTca OTMETKM O
npueme apxmBHbIX JOKYMEHTOB B apxvB. [1py OTCYTCTBUM €OUHUL, XPaHEHUS, YKa3aHHbIX B
onucu aern, JOKYMEHTOB, B HEW [eNnaeTcsa HoBas utorosas 3anvcb. Homepa oTCyTCTBYHOLLMX
eOVHUL, XpaHeHWs W NpUYMHbI OTCYTCTBUS OroBapuBalOTCA B akTe npuema-nepegayu
AOKYMEHTOB Ha XpaHeHWe U B npuraraemMon K akTy cripaBke. VICTOYHWK KOMMNeKToBaHUSA
NpUHMMaeT Mepbl MO PO3bICKY HEe MOCTYNUBLUMX HA XpaHEHUEe apXMBHbIX OOKYMEHTOB.
YTpadeHHble NoASIMHHbIE apXUBHbIE AOKYMEHTbI MOTYT ObITb 3aMEHEHbI NX KOMUSIMU.

[Mprem apxmBHbIX OJOKYMEHTOB OOPMIISETCS akTOM npuema-nepenadm OOKYMEHTOB
Ha XxpaHeHue (npunoxeHue N 9), coctaBnseMbiM B ABYX ak3emnnspax. OanH ak3emnnap
OoCTaeTcs B apxuBe, OPYron - B WCTOYHUKE KOMMMekToBaHwsd. Bmecte ¢ apxvBHbIMU
AOKYMEeHTaMu B apxXuB nepenarTcs TpU 3K3emnsispa onvcu gen, JOKYMEHTOB.

Mpn nepBoM npueme apxuBHbIX [OOKYMEHTOB OT MWCTOYHMKA KOMMIEKTOBaHWUS
NPUHUMaeETCs TakkKe WCTOpuYeckad crpaBka O HeM U ero doHAe, KoTopas 3aTem
OOMNOSMHAETCHA CBeeHUAMM 06 U3MEHEeHUAX B Ha3BaHWW, PYHKUWUAX, CTPYKTYpe MCTOYHWUKA
KomnnekToBaHus (dpoHgoobpasoBaTens).

Mpvem apxmBHbIX [OOKYMEHTOB Ha BpEMEHHOE XpaHeHue OQOopMNAeTCsa aKToM
npuemMa-nepegadn [LOOKYMEHTOB Ha XxpaHeHue (rnpunoxeHve N 9) v npoussBogutca no
COATO4YHOW OMUCHU.

4.4.2. [lokyMmeHTbI OT rpaxkgaH nocTynatT B apXvB U BKITHOYAKOTCSA B cOCTaB APXMBHOIO
doHaa Poccuiickon degepaumm nNo AOroBOpy AapeHusi, MO 3aBellaHuio, no AOoroBopy
Kynsiv-npoaaxwu, no peLeHuto cyaa.

[Mprem ykasaHHbIX LOKYMEHTOB B apXMB OCYLLECTBMSETCH Ha OCHOBaHWW peLueHUs
OlNK epepanbHoro rocygapctBeHHoro apxusa; 3llK  ynonHOMOYeHHOro opraHa
ncnonHuTenbHon Bnactn cybbekta Poccunckon depepaumm B cdepe apxvMBHOro nena;
3KCNepTHOM (POHOAOBO-3aKyNOYHOW KOMUCCUM TFOCYOAPCTBEHHOIO UMW  MyHULUMNAbHOIO
My3esl; 3KCNepTHOM KOMMUCCUM FOCYOAPCTBEHHOW MW MyHuuMnanbHon 6ubnuotekn; IIK
ApxuBa Poccunckon akagemMuum Hayk Mo pesynbTtatam pacCMOTPEeHUs COATOYHOW wunu
OLEHOYHOM OMUCKU U 3aKNYeHUs aKcnepTa U ohOpMISETCH akTOM MpUeEMa Ha XpaHeHue
AOKYMEHTOB NUYHOro npoucxoxaeHus (npunoxexHve N 10).

Mpn oTpuuaTenbHOM pelleHMuM Bomnpoca O MNpueMe WUnn npuobpeTeHun apxvMBOM
YyKas3aHHbIX apXMBHbIX [JOKYMEHTOB, a TaKkKe BO3BpaTe Mo pe3ynbrataMm 3KCrnepTusbl
LUEeHHOCTU MX 4YacTu M3 4ucna HaxOAMBLUMXCHA B apxuBe, COCTaBMSETCHA akT BO3BpaTa
AOKYMEHTOB B ABYX 3k3emnnsapax. OauH aKk3eMnndap akta octaeTcs B apxvee, ApYyrov BMecTe
C AOKYMeHTaMu (MX 4YacTbio) BO3BpaLLaeTCca COOCTBEHHUKY U BnagenbLy.

4.4.3. AyaunoBusyanbHble OOKYMEHTbl MPUHUMAIOTCH Ha XpaHeHue B crefyoLlem
KOMMNNEeKTe: KUHOOOKYMEHTbI ((PUSibMbl, CNEuBbINYCKU) - HeratMB U3obpakeHus, HeraTus
poHOrpamMmbl, MarHUTHbIA OpuUrMHan {OHOrpaMmbl, MO3UTUBHAA KOMWS, MarHUTHas
oHOrpamMma LyMOB W MYy3blKW, MPOMEXYTOYHbIA MNO3NUTUB WN30OpaXXeHWsl, YyCTaHOBOYHbIE
PONYKM W nacnopta pAns UBEeTHbIX KWHOOOKYMEHTOB (B WCKMOYUTENbHBIX Cryvasax
NPUHMUMAETCA  HEMOJSIHbIN  KOMMMEKT);  (POTOAOKYMEHTbl - HeraTuB, KOHTPOJSIbHbIN
poToOTNEeYaToK; POHOLOKYMEHTbI U BUAEOOOKYMEHTLI - opurnHan v konus. OgHOBPEMEHHO
NPUHMUMaeTCa TeKCToBas CconpoBoAuTENbHAs AOKYMEeHTauusa: ANns  KAHOAOKYMEHTOB -
MOHTaXHble JUCTbl, aHHOTauuW, paspewnTerbHble YOOCTOBEPEHUA K 3aKOHYEHHbIM
npounsBeaeHNs M, akTbl TEXHUYECKOro COCTOSIHUS, 3anncu LBETOBbLIX U CBETOBbLIX MAcrnopToB;
Ana  POTOAOKYMEHTOB - aHHoTauus; Ana  (OHOOOKYMEHTOB - COonpoBoAuTeNnbHast
AOKYMeHTauus; ons BuaeogoKyMEHTOB - aKTbl TEXHUYECKOro COCTOSAHMS.
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ONIEeKTPOHHbIE  [JOKYMEHTbl MPUHUMAKOTCA Ha XpaHeHuWe B  COMpPOBOXAEHUMU
NPOrpaMMHbIX CPeacTB, NO3BOSISAKOLMX UX BOCNPOM3BECTU, U C HEODXOOMMbBIM KOMIMSIEKTOM
CconpoBOAUTENTbHOW AOKYMEHTaLNu.

4.4.4. [okymeHTbl, CO3JaHHble apxuBoM B  pe3ynbTate  MHULWMATUBHOIO
AOKYMEHTUPOBaHWS COBbITUIA COBPEMEHHOCTM UM NPOLLSIOrO (aHKeTbl, hoTorpadumm, 3anucu
BOCNOMWHaHUKN, 6eced, WHTEPBbLIO M T.4.), BKMKOYAKTCA B coCTaB ApxuBHOro doHaa
Poccuiickon ®enepaunn n BHOCATCA B ONUCh Aen, JOKYMEHTOB, KoTopas yTeepxaaetcsa IlK
deaepanbHOro rocygapcteeHHoro apxuea, JlMK ynosiIHOMOYEHHOro opraHa UCNONHUTESNTbHON
Bnactu cybwvekta Poccuinckon Pepepaumm B cepe apxvMBHOroO Aena, 9KCNepTHOM
POHAOBO-3aKYNMOYHOM  KOMUCCUEN T[OCYAApPCTBEHHOrO WU  MyHMUMNANbHOIO  My3es;
9KCMEpPTHOM KOMMUCCUEN TOCYAapCTBEHHOM MNM MyHuuunanbHou 6mnbnuotekn, SMK Apxusa
Poccuinckon akagemun Hayk. [lppem ykasaHHbIX [OKYMEHTOB OQOpPMIISETCH aKToM
npuemMa-nepegadm JOKYMEHTOB Ha NOCTOSIHHOE XpaHeHue.

4.4.5. Tlppem CeKpeTHbIX [OOKYMEHTOB OT  MWCTOYHMKOB  KOMIIEKTOBaHUSA
rocygapCTBEHHOro M MyHUUMNanbHOro apxmea, opraHusauun Poccunckon akagemummn Hayk
OCYLLEeCTBMNAETCA B COOTBETCTBUM C 3akoHogaTtensctBom Poccunckon depepaumm o
rocygapCTBEeHHOW TanHe No akTy U OTAeNbHbIM ONUCAM Aer, JOKYMEHTOB.

Mpuem apXMBHbIX 4OKYMEHTOB OT JIMKBUAUPOBAHHbLIX OpraHu3auum

4.5. lpnem pokymeHToB ApxmBHOro oHga Poccunckon depepaumm n Opyrux
apXMBHbIX [OOKYMEHTOB, CPOKM BPEMEHHOrO XpPaHEHUsI KOTOPbIX HEe WUCTEKNn, OoT
NMNKBUANPOBAHHLIX OCYAAPCTBEHHbLIX OpraHoB, OpPraHoOB MECTHOro camMoyrnpaBneHus,
rocygapCTBEHHbIX M MYHUUMNANbHbLIX OpraHM3auMi OCYLLECTBASETCA B COOTBETCTBUMM C
AENCTBYIOLWNM 3aKOHOAATENLCTBOM M B NMOPsSAKe, YCTAaHOBEHHOM HacToswmMu Npasunamum
(cm. n. 4.4.1).

Mpu nukBMaaunmn HerocyaapCTBEHHbIX OpraHn3auun obpasoBaBLUMECH B NpoLecce MX
AeaTenbHOCTU AO0KyMeHTbl ApxmBHOro coHaa Poccunckon Pepepauumun, LOKYMEHTblI MO
NIMYHOMY COCTaBYy, a TaKKe apXUBHble JOKYMEHTbl, CPOKM BPEMEHHOIO XpaHEHUsI KOTOPbIX He
WUCTEKNM, MNOCTyrnawT B apxuB B COOTBETCTBUM C 3aKOHOAATENbCTBOM PocCcuUrCKon
depepaumm N Ha OCHOBaHMM AOroBopa Mexay NMKBUOALMOHHON KOMUCCHEN (NMKBUOATOPOM)
n apxumom. [lpy 9TOM §nMKBMOAUMOHHAs KOMUCCUSA (NMKBMOATOP) OpraHmsyeT ux
ynopsgoyeHne B yCTaHOBNEHHOM nopsake.

ApXMBHbIE OOKYMEHTbI C HEUCTEKLUMMW CPOKaMMW BPEMEHHOIrO XpaHEHUs, NPUHATbIE
apxXMBOM OT NMKBMOAMPOBAHHOW OpraHvM3auunn, BblOENSTCA K YHUYTOXEHMUIO MO UCTEYEeHUU
YCTa@HOBIEHHbIX CPOKOB XpaHEHWUs. ApPXUBHblE OOKYMEHTbl, UMEOLNEe B COOTBETCTBMM C
TUMOBbLIMW UM OTPacrieBbIMU NEPEYHAMU CPOK XpaHeHus ¢ nomeTkon "IlK", BbigensaTcs K
YHUYTOXEHUIO TOSMbKO MNOCne MnpoBEOEHUS 3SKCNepTu3bl WMX LEHHOCTM W oTbopa Ha
NOCTOSIHHOE XPaHEeHMe.

MNepenaya apxMBHbIX AOKYMEHTOB U3 apX1MBa B apXuB

4.6. [lepepada apxuBHbIX [OOKYMEHTOB, Haxogdwuxcsa B  (pegepanbHou
cobcTBEHHOCTHN, cOBCTBEHHOCTU cyObekTa Poccunckon Pepepauumn mnu MyHuMUMNanbHON
CcOBCTBEHHOCTWN, M3 OOHOMO apxuBa B [pYroM OCYLECTBNAETCA B COOTBETCTBUM C
3akoHoaaTenbcTBoM Poccuinckon depepauunm, 3akoHogaTtenbCTBOM cybbekta Poccumnckon
depepaumn, MyHUUMNanNbHbIMWU MNpaBoBbiMW akTamu. [lpy nepepgadvye cOCTaBMSETCA akT
npuema-nepegadn [OOKYMEHTOB Ha XpaHeHue (npunoxeHve N 9) B ABYX 3K3emnnsipax,
OZHOBPEMEHHO NepeaarnTca TpPU 3K3eMnsipa onucen gern, JOKYMEHTOB, Aeno ooHaa u nucT
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doHaa.
KomnnekroBaHue apxXMBHbIMU [OKYMEHTaMU U3-3a pybexa

4.7. ApxvB MOXET KOMMMEKTOBaTbCHA apXMBHbIMU [OOKYMEHTaMu POCCUNCKOro
NPOUCXOXAEHNA, HaxoOAWMMUCA MO pasnuUyHbIM NpuUYMHam 3a npegenamm Poccuickon
depgepaumn, M/vnn apxmMBHbIMM AOKYMEHTAMU 3apyOexXHOro NPOUCXOXOEHWUHA, UMERLMMU
3HaveHue ansa Poccun.

Mprem nony4yeHHbIX n3-3a pybexa apxmMBHbIX JOKYMEHTOB B apXMB OCYLLECTBNAETCA B
COOTBETCTBMM C [OOrOBOPOM Mexay COBCTBEHHMKOM WM  BriagenbueM  YykasaHHbIX
AOKYMEHTOB M apXvMBOM O npoJaxe, OapeHuUM MOASIMHHbLIX AOKYMEHTOB WU UX KOMUW,
obMeHe KonMnaAMM [OOKYMEHTOB. 3akftoudeHue [OoroBopa OCYyLEeCTBAAeTCsa C  Yy4eToM
3aKoHogaTenbCTBa COOTBETCTBYIOLLEN CTpaHbl. B goroBope moryT oroBapmBaTtbCs 0OCOOble
YyCNOBMS UCMOSb30BaHMUS MNepefaBaeMblX apXMBHbIX AOKYMeEHTOB. [lpuem odopmnseTcs
aKToOM npuema-nepenayn JOKYMEHTOB Ha xpaHeHue (npurnoxeHue N 9).

ApXMBHbIE OOKYMEHTbI, MOCTYNMBLUNE M3-3a pybexxa B BUAE NOASIMHHMKOB UMM KOMWUIA
Ha NpaBax NOANMMHHUKOB, NMPUHATbIE HA NMOCTOSAHHOE XPaHEeHWe B apXuB, HE3aBUCUMO OT UX
NPOMCXOXAEHUST BKMOYalTCA B cocTaB ApxuBHoro ¢oHaa Poccuinckon depgepaummn m
nognexart rocyfapCTBEHHOMY yYeTy.

B3aunmopencteue apxuBa C ICTOYHUKaMUN KOMMNJ1EeKTOBaHUA

4.8. ApxuB COBMECTHO C MUCTOYHMKaAMW KOMMMEKTOBaHUA apxvBa paccMaTpuBaeT U
rOTOBUT K COrnacoBaHWO COOTBETCTBYIOLMUM YNOAHOMOYEHHbIM OPraHOM WCMOSTHUTENBHOMN
Bnactm B cdepe apxvMBHOro Jefia WU COrnacoBbiBaeT B COOTBETCTBUMUM C
npegoCcTaBfiEHHbIMU €MY MOSTHOMOYMSIMU UHCTPYKUMK NO AENONPON3BOACTBY, NPUMEPHbIE U
MHOnBMAYanbHblE HOMEHKNATYpbl Aen, NOMoXeHUs 06 apxmBax U IKCNEPTHbIX KOMWUCCUSIX
NCTOYHMKOB KOMIMSIEKTOBAHUS apxuBa.

ApxuB yyactByeT B pabote LISK (3K) MCTOYHMKOB KOMMMEKTOBaHUS apX1Ba.

ApxvMB nMpuvHMMaeT y4acTMe B MpoBepkax cobrnogeHus npasun  opraHu3aumm
XpaHeHUs, KOMMNNEKTOBAHNA, y4eTa U UCMONb30BaHUS apXUBHbLIX AOKYMEHTOB B MCTOYHMKAX
KOMMMEKTOBaHMUS apxuBa, OpraHu3yembliX crneuuanbHO YMNONHOMOYEHHBIM deaepanbHbIM
OpraHoOM WCMOMNHUTESNTbHOW BNacTn B cpepe apXMBHOroO Aeria, opraHamu rocygapCTBEHHOW
Bnactn cybvektoB Poccunckon depepaumm, B TOM Yucne YNONHOMOYEHHLIMU OpraHamm
ncnonHuTenbHom BnacTtn cybvektoB Poccuiickon degepaunm B cpepe apxmBHOro gena.

4.9. ApxmB B npepgeniax npeocTaBreHHbIX eMy NOSIHOMOYNIW B LIESNIAX (dOpMUpPOBaHUS
n obecneyeHns COXpaHHOCTM AOKyMeHTOB ApxuBHoro c¢oHaa Poccuiickon degepauum,
HaxOOdAWMXCA  Ha  BPEMEHHOM  XpaHEeHuW,  OCyLWecCcTBNseT  B3aumMogenucrTesme C
AENONPON3BOACTBEHHLIMU, aPXMBHbIMM U 3KCMEPTHbIMK  CNyX6amMn  UCTOYHWMKOB  €ro
KOMMMEKTOBaHMSI.

B aTux uenax apxmB okasbliBaeT ykazaHHbIM Criy)kbam MeToanu4ecKyto U NpakTM4ecKyto
NOMOLLb, B TOM YMCIie Ha AOrOBOPHON OCHOBE:

B OpraHu3aumm JOKYMEHTOB B 4eronpon3BoAcTBe U (OpMUPOBaHUM e,

no oTbopy [OOKYMEeHTOB B cocTaB ApxuBHoro doHga Poccunckon depepaummn u
noaroToBKe UX K nepegade Ha NnocTOSHHOE XpaHeHue;

no yrnopsiA04EeHNI0 JOKYMEHTOB MO JIMYHOMY COCTaBY;

no BedeHu YyyeTa [OOKymMeHTOB ApxuBHoro ¢oHga Poccuiickon ®epepauuu,
HaXOoAALLNXCA HA BPEMEHHOM XPaHEHUN;

Nno NOAroTOBKE HOPMATUBHbLIX M METOANYECKMX OOKYMEHTOB (nocobui) no Bonpocam



Aenonpon3BoACTBa U apXMBHOIO Aena;

Mo COBEPLUEHCTBOBAHUIO PaboTbl AeNOoNpPOM3BOACTBEHHbIX, aPXUBHbLIX U 3KCMNEPTHBIX
CNy>»06 UCTOYHMKOB KOMMIEKTOBAHWS;

B NOBbILLEHMN NPOdECCMOHANBHON KBanugukaunum paboTHUKOB yKa3aHHbIX Cry»o0.

V. OpraHusauus ucnonb3oBaHuUsA AOKYyMeHTOB ApxuBHoro ¢ooHaa Poccunckon
deaepauunm n opyrux apxmBHbIX AOKYMEHTOB B apxuBe

AocTyn nonb3oBaTtenen K apXMBHbIM AOKYMEHTaM

5.1. ApxvB npegocTaBnaeT Nnonb30oBaTento OTKPbITble AOKYMeHTbl ApXMBHOro ¢oHaa
Poccunckon ®epepaumm n gpyrme apxuBHble LOKYMEHTbl, @ TakkKe ChnpaBOYHO-MOUCKOBbIE
CpeAcTBa K HUM 1 n3gaHmst GubnmnoTeyHoro (CnpaBoYHO-MHAOPMALMOHHOMO) hoHAa.

ApxmB obecneynmBaeT OOCTYNn Monb3oBaTenss K CeKpeTHbIM Aenam, Aenam,
cogepXalwmm KoHumaeHumanbHyto nHgpopmauyuio, 6aszam AaHHbIX C y4ETOM OrpaHvyYeHun,
YCTaHOBMEHHbIX 3akoHogaTenbcTBoM Poccuiickon ®depepaumn, u  yCrnoBUn, KOTOpble
YCTAHOBUMN COOCTBEHHUKM UNX Briagenblbl apXvMBHbIX OOKYMEHTOB Mpu UX nepedadve B
apxuB.

HocTtyn nonb3oBatens K MOAMWHHMKAM OCOBO LIEHHbIX AOKYMEHTOB, B TOM 4ucre
YHUKanbHbIX AOKYMEHTOB, K [OKyMeHTaM ApxumBHoro doHga Poccunckon depepauuu,
Haxo4dAWNMCA B HeyaoBeTBOPUTENbHOM (OU3NYECKOM COCTOSIHUM, OCYLLECTBISIETCA B
UCKMIOYMUTENBHBIX Ccrydaax (B TOM 4ucne pgns npoBedeHuss paboT no  M3y4yeHuto
naneorpacuyeckmnx 0OCOBEHHOCTEN TEKCTOB apXMBHbIX [OOKYMEHTOB) C MNUCbMEHHOrO
paspeLlleHus pykoBoauTensa apxuea. [lonb3oBaTento NpeaocTaBnsoTCA KOMUU yKas3aHHbIX
AOKYMEHTOB (GPOoHA NOMb30BaHNS) UM AOKYMeHTanbHble nybnukauumn, cogepxalume gaHHble
AOKYMEHTBI.

ApxvB He BMpaBe oOrpaHuMyYMBaTb WM onpefendtb MNONb30BaTENO YCrNOBUA
Ncnonb3oBaHUs MHopMaunn, NOSTy4EHHOM UM B pe3yfibTaTe CaMOCTOATENBHOMO Noucka munm
npefocTaBfieHHOW eMy B MOpsiiKe OKas3aHWA apXMBOM MMaTHbIX YCNYr, 3a WUCKITHOYEHUEM
cnyyaeB, NpedyCMOTPEHHbIX  3akoHogatenoctBoM  Poccunckon  depepauum  mnm
OrOBOPEHHLIX B JOrOBOPE apxuBa C nofib3oBaTernieM no MHOpMaLMOHHOMY 06CNYXMBaHMIO.

OpraHusaumsa paboTbl N0 paccekpe4ynBaHUIO aPXMBHbIX AOKYMEHTOB

5.2. PykoBoauTenb apxvBa opraHusyeT npoBegeHve paboTbl MO KOHTPOM 3a
CpOKaMn CEKPETHOCTU apXMBHbIX [OOKYMEHTOB, WMEKLWMNX rpudbl CEKPETHOCTU, W
MHOPMUPYET pyKoBOAUTENEN rOCYyLapCTBEHHbIX OPraHoB, HaAeMNeHHbIX NOTHOMOYUAMU MO
OTHECEHUIO CBEAEHUN K roCcyJapCTBEHHOW TaHe, a Takke pykoBoauTenen opraHusauum o
HanmMuuMM B apXxvMBe CEeKPEeTHbIX apXMBHbIX [OOKYMEHTOB CO CpOKamMu CEeKpeTHOCTU
cogepawmxca B Hux ceegeHummn cebiwe 30 neT, nx cocta.se n obbemax.

PykoBoautens apxvBa oOpraHusyeT paccekpeymBaHue apxmMBHbIX [OKYMEHTOB B
cnyyae oduumanbHOro AenermpoBaHus MNOMHOMOYMW Ha MpoBedeHne 3ToW  paboThl
pyKkoBOAMUTENEM COOTBETCTBYIOLLErO rocyJapCTBEHHOIO OpraHa unm opraHmM3aumm.

B apxvBe co3gaetcsa KOMUCCUA MO pPacCEKPEYMBAHUIO apPXMBHbLIX [OOKYMEHTOB.
[MonoxeHne O KOMUCCMM W NepcoHalnbHbIA COCTaB yTBepXAdawTcsa: B deaeparnbHOM
rocygapCTBEHHOM apxuBe - pykoBoguTenem; B apxmBe cybbekta Poccunckon ®epepauum -
pyKoBOAUTENEM YMNOSIHOMOYEHHOrO OpraHa UCNONHUTENbHOM BNacTu cybbekta Poccuinckom
depepaummn B cdepe apxuBHoro gena. Komuccus ocywectsnsiet paboty B nniaHOBOM



nopsiake, a Takke B CBSA3M C obpalleHMsiMyn Nonb3oBaTenen.

PeweHne komuccum BCTynaeT B CUNy MoOcne YTBEpPXOEeHUS PYKOBOAUTENEM apxusa.
Ha ocHoBaHUM pelleHns KomMuccuuM OMOPMIISETCA aKT O pacCekpeyYnMBaHUU apXMBHbIX
AOKYMeHTOB (CM. M. 3.7.7), KOTOPbIN COrnacoBbIBAeTCA C rocygapCTBEHHbIM OpraHoM Wnu
opraHusauuven, HagenuseLLMM apXnB COOTBETCTBYIOLNMMU MONTHOMOYUSIMUA.

3anpochbl nonb3oBatenenM O  pacCeKkpevMBaHUW  apXMBHbIX  OOKYMEHTOB
paccMaTpuBaltOTCA apXMBOM B YCTAHOBSIEHHbIN 3aKOHOAATENbLCTBOM CPOK. Ecnn apxmB He
NMOSTHOMOYEH paccekpeymBaThb 3arnpallMBaemble CBeAeHUs, OH B MECAYHbIA CPOK C MOMEHTA
NOCTYNMeHns 3anpoca HanpaBnseT ero B COOTBETCTBYIOLWWA rOCyAapCTBEHHbIA OpraH,
NMOSIHOMOYHbBIM paccMmaTpuBaTb BONpoc 06 ux paccekpevmBaHuu, nnn B MexseqoOMCTBEHHYIO
komuccnro (MBK) no 3awuTte rocyaapCTBEHHOW TaWHbl WIW B MEXBEOOMCTBEHHYIO
9KCNEepTHYD KOMMUCCUIO, OencTBylowy B cybbekte Poccunckon depepaummn, O 4Yem
yBeJoMMsAeT nosib3oBaTerns, HanpasBmBLLEro 3anpoc.

ApxuB npegoctaBndeT OMS WU3YYEHUA UM OpraHu3aumm paccekpeumBaHusa 4neHam
9KCNEePTHbIX KOMWCCWUA, CO3[4aHHbIX B OpraHmsauusx, PyKoBOAUTENU KOTOPbIX HadereHbl
NOSTHOMOYNAMM MO OTHECEHUIO CBEAEHWN K rocyfapCTBEHHOW TanHe, YneHam 9KCMepTHbIX
rpynn, cpopmmpoBaHHbix MBK no 3awuTe rocygapCTBEHHOW TalHbl, @ TaKKe YneHaM UHbIX
KOMMUCCUIW, NOSTHOMOYHBIX paccekpeynBaTb OOKYMEHTbI NMKBUANPOBAHHLIX OpraHusauumn, He
UMELNX NPaBONPEEeMHUKOB, apXMBHble [OOKYMEHTbl WM apXMBHbIE KOMUU, a Takxke
HeobxoauMyt MHOPMaLMIO.

CnpaBO4YHO-NMOUCKOBbIE CpeACcTBa (Hay4YHO-CNPaBOYHbIM annapart) K apXUBHbIM
AOKYMeHTaM

5.3. na obecneyeHna [ocTyna K apXvMBHbIM OOKyMEHTaM apxuB npegoctaBnseT
nonb3oBaTesito CrNpaBOYHO-NOUCKOBbIE CPeACcTBa K HAM (COBOKYNMHOCTb OMUCAHUA apXUBHbIX
AOKYMEHTOB, MpeAcTaBfeHHbIX B apXUBHbIX CrpaBOYHUKAX, NpeAHasHa4YeHHbIX OS5 noucka
apPXMBHbIX JOKYMEHTOB U COAEPXKALLENCS B HUX AOKYMEHTHON MHGOpMaLmK).

5.3.1. Komnnekc B3auMMOCBSA3aHHbIX W B3aMMOLOMOSHAEMbIX, CO3JaBaeMblX Ha
eMHON Hay4YHO-MEeTOAMYECKON OCHOBE apXMBHbIX CMPABOYHUKOB O COCTaBeE U COOepXKaHUu
apXmMBHbIX JOKYMEHTOB (CUCTeMa Hay4HO-cnpaBodHoro annapata (HCA) apxuBa) BknioyaeT
obas3aTenbHble AN BEAEHUS B apXuBe apXuBHble CMpPaBOYHMKM (ONUCb Aen, OOKYMEHTOB;
nyTeBoAUTENb; CUCTEMATUYECKMW KaTamnor) U OOMOSHUTESbHbIE apXMBHbIE CMNPaBOYHUKN
(ykasaTtenb; 0630p).

B apxuBe Bepgetcs aHanu3 n yyeT coctosHua cuctembl HCA apxmBa Ha BymakHOM
HocuTene (KypHan no ydety coctosaHma HCA, kapToTeka) u/vnn B aBTOMaTM3MPOBaHHOM
pexume.

O6wme TpebOBaHMA K ONUCAHUIO apPXUBHbIX JOKYMEHTOB

5.4. OnucaHwe apxmBHbIX [AOKYMEHTOB (co3fjaHuve wuHdopMauuu a5 apXUBHbIX
CMpaBOYHMKOB) MPOBOAMTCA HA  TpexX YPOBHAX:  apxvBHbin  OHO, eauHuua
XpaHeHusi/eguHULa yyeTa, apXuBHbI AOKYMeHT. [lpu HeoB6XxO0AMMOCTM onMcaHue MOXeT
NpoBOANTLCA MO rpynnamM apxmBHbIX (POHAOB, rpynnaMm eauvHWL, XpaHeHus/eouHuL y4yeTa,
KOMMNeKTam, rpynnam apxmBHbIX JOKYMEHTOB, YaCT! apXMBHOIO JOKYMEHTA.

OnucaHve apxvBHbIX [OOKYMEHTOB MNPOBOAMUTCA Ha rOCyJapCTBEHHOM  A3blKe
Poccunckon ®egepaumym M MoOXeT AOMNONHUTENbHO MNPOBOAMTLCH Ha fA3blkaX CyObeKkToB
Poccuinckon ®egepaummn n a3blkax MEHbLUNHCTB.

OcHoBOM apxuBHOro CrnpaBoOYHMKA SBMSETCA OnucaTteribHas craTbsl, COCTOSLAA U3



cnegyrowmnx obsasaTenbHbIX 3NEMEHTOB: CBEAEHUN, WAEHTUULMPYIOLWMX WH(OpMaUuio
(Ha3BaHMe u cnpaBoYHble OaHHbIE apXMBHOroO (hoHaa, eauHULbI XpaHeHusi/eauHULbI y4eTa,
apXMBHOIO [OKYMEHTa); CBEAEHMIA O COCTaBe W COAepXaHun WHgopmauuun; cesegeHun ob
yCrnoBusiX [OCTyrna W YCMOBUAX WCMOMb30BaHMUS WHMOpMaunn; CBEAEHUN MO UCTOpUMK
apxmBHOro (poHaa (4N ypoBHSA apXvMBHOro ooHaa).

Mpn HeobxoaMMOCTM B OMMCATENbHYKD CTaTbio BKOYAKOTCS [OMOSHUTESNbHbIE
CBeeHUss O MEeCTOHaxXOXOEHUU OpUrMHanoB; O HanMyuuM apXMBHbIX [JOKYMEHTOB
doHOoobpasoBaTens B COCTaBe [APYrMX apXMBHbIX (OOHOOB M MecTax WX XpaHeHus,
6ubnuorpadcusa n gp.

5.4.1. OnncaTtenbHas CTaTbs apXMBHOMO CNpaBOYHMKA Ha YpPOBHE apXMBHOro hoHOa
BKIMOYaeT: HasdBaHWe apxmBHOro doHga (cMm. . 3.5.3), cnpaBOYHble [aHHble O HEeM,
NUCTOPUYECKYHD CnpaBKy K OHOY, aHHOTauMl O COCTaBe U COoAepXXaHWW apXMUBHbIX
AOKYMEHTOB, MHpOpMaLmio 06 ycnoBusax OocTyna v ncnonb3oBaHus, bubnuorpadutio.

5.4.1.1. CnpaBo4Hble gaHHble 00 apxMBHOM POHAE COCTONAT U3 ANIEMEHTA apXUBHOMO
wudpa (Homepa poHaa); obbema apxuBHOro ooHAaa B eAnHULAX XpaHeHUsa u/unu eguHmuax
yyeta no BMAaM LOKYMEHTauuMW; KpamHUX AaT apXMBHbIX AOKYMEHTOB MO Kaxaomy Buay
AOKyMeHTauuu; nepeyHs MetoLerocst BHyTpnMgoH40BOro Hay4HO-CnNpaBoOYHOro annapara.

5.4.1.2. WUctopuyeckass cnpaBka K ¢oHZY COCTOMT M3 WHGOPMauUuM Mo UCTOpUMK
doHaoobpasoBaTensa u UCTOPUN apXMBHOTO OOHAA.

CBepeHusi no uctopum doHaoobpasoBaTens BKAYAKT: AaTbl €ero obpasoBaHus,
nepeuMeHoBaHnA, peopraHvsauun, nUKBMZ4aAuuKW, BeOOMCTBEHHYIO MPUHAOSIEXHOCTD,
CTPYKTYPY M YHKUMM, Ha3BaHUS OpraHusauuu-npenlecTBeHHMKa W MpaBonpeeMHuka.
CeepeHns o coHgoobpasoBaTene apxvMBHOrO (hoHAa NMUYHOTO NPOUCXOXOEHUSA BKMAKOYAKOT
ero kKpaTtkue oGuorpaduyeckme faHHble (hamunus, Mmsi, OTYECTBO, NCEBAOHUM, AEBUYLIO
damunuio, gaTtbl  Ku3HW, npodeccuto, AaHHble O cnyxebHom un obLiecTBeHHON
aeatenbHocTn). [na apxvBHOro ¢poHaa cembW, poda aHanorMyHble CBeAEHWsA [akTca O
KakgoM u3 poacTBeHHMKOB. [Ana ob6beanHEHHOro apxmBHOro ooHAa cocTaBnsieTcs obuwas
ncTtopuyeckas cripaeka.

CBefgeHus N0 UCTOpUM apXMBHOIO POHAA BKIOYAKOT AaTy ero nocTynneHns B apxus,
o0beM n KparHue AaTbl apXMBHbLIX OOKYMEHTOB, CTEMeHb WX COXPaHHOCTU; OCOOEHHOCTU
hopMMpOBaHNA, ONNCaAHNA U cucTeMaTmsaumm; nHpopmaumio 06 N3MEHEHNSX B COCTaBe U
obbeme apxmBHOro ¢oHAa M UX MPUYMHAX, O HANMYUM aPXMBHbIX OOKYMEHTOB OpYrux
opraHusauun nnu nuuy, (GoHAOBbIE BKNIOYEHUS); O COCTaBe Hay4yHO-CMPaBOYHOro annapaTta K
apxmBHOMY poHay. [Ona apxMBHOW KOSMMEKUMN YKa3blBAOTCA CBEAEHUS O BPEMEHMH,
YCroBUSIX, MNPUYUHAX ee COo3daHus; npuHUMnax (opMMpoBaHNS; MECTOHAXOXOeHUN
KOnnekumn 0o NOCTYNNEHNS B apXuB; COCTaBUTene.

NcTopuyeckasn cnpaeka K OHAY KOPPEKTUPYETCS Npy U3MeHeHUn obbema apxXmMBHOro
doHOa, a TaKkke B Crydae peopraHu3auuu, U3IMEHEHUA CTPYKTYpbl, YHKUUI
doHooobpasoBaTens 1 T.M.

5.4.1.3. AHHOTaUua O cocTaBe M COOEepPXaHUN apXUBHbIX OOKYMEHTOB apXMBHOIO
doHOa BKNOYAET KpaTKyto 000OLLEHHYIO XapaKTEePUCTUKY 3TUX OOKYMEHTOB MO BMAAM U UX
coaepXxaHunda rno Temam, oTpaxkaloLmMm HanpaBneHus geatenbHocTn hoHgoobpasoBartens, ¢
yKasaHuem XPOHOSI0rum Tem n 0603Ha4eHnem nx reorpagouyeckmx
(aaMuHUCTPaTMBHO-TEPPUTOPUANbHBIX) FpaHnL,.

5.4.1.4. YcnoBua poctyna K apxXvMBHbIM [AOKyMEHTaM apxmBHOro doHaa u wux
NCMNONb30BaHUSA BKITOYAKOT CBEAEHUS O HaNMYUM apXmMBHbBIX JOKYMEHTOB, OOCTYN K KOTOPbIM
N NOpPsSiAOK MX MCNONb30BaHUS OrpaHuYeHbl 3akoHogaTenbcTBoM Poccunckon depepaumn
unn cdoHgoobpasoBaTenem, a TakkKe CBEAEHUS O HanMyuuu NOLSMHHUKOB OCODO LIEHHbIX
AOKYMEHTOB, B TOM YMUCE YHUKaNbHbIX OOKYMEHTOB, U LOOKYMEHTOB ApXMBHOro coHaa
Poccunckon degepaumm, HaxogawWmMXca B HEYLOBNETBOPUTESNTbHOM OU3NYECKOM COCTOSIHUM;



O HanMyum poHaa Nosb30BaHUS.

5.4.1.5. bubnuorpacdpuma kK apxumBHOoMy pOHOY BKMOYAET CMUCOK OnybnMKOBaHHbIX
CMpPaBOYHMKOB NO AaHHOMY oHAY M NOMOHAOBLIX OOKYMEHTanbHbIX Mybnukauuin,
BbIMOSIHEHHbIX HA €ro OCHOBE.

5.4.2. OnucatenbHas cTaTbd apXMBHOIMO CMpaBOYHMKA Ha YPOBHE eOuHUUbI
XpaHeHus/eanHNLUbl y4yeTa BKMOYaeT: MNOPSOKOBbIA HOMEP enuHULbI XpaHeHus/eauHULbI
yyeTa; CTapbli MHBEHTapHbIM HOMEpP; 3arofioBOK eAuHWLUbl XpaHeHus/eOuHUUbl YyyeTa;
CrnpaBOYHblE OaHHble O HEW; yKasaHWe Ha MOANIMHHOCTL/KOMUMHOCTbL, BUA HOCUTENs (Mnu
cnocob Bocnpou3BedeHus), A3blk, BHeELWHWe OCOBEeHHOCTM, YCrnoBMSA AoCTyna U
NCMONb30BaHUSA apXMBHbIX AOKYMeHTOB. OnucatenbHas ctatbs nNpu HeobxoammocTu
AOMNOSIHAETCA HasBaHMeM apxvBHOro doHAa W ero CTPYKTYpHOW 4Yactu (onucu Jen,
AOKYMEHTOB), aHHOTauMeN OTAESIbHbIX apPXMBHbIX [JOKYMEHTOB WM WX [pynn OaHHOW
eaVHNUbI XpaHeHns/eauHuLbl yyeTa.

5.4.2.1. 3aronoBoK eanHULblI XPaHEHUSA ynpaBreHYeCKoOn OOKYMEeHTauuu, eOuHuubl
XpaHEeHUs1 apXMBHbIX JOKYMEHTOB JIMYHOIO NMPOUCXOXAEHUSA BKMOYAET: HAMMeHOBaHWe Buaa
apxXmMBHbIX OOKYMEHTOB; aBTOpa(OB) apXuBHbIX AOKymMeHTa(oB); agpecata(oB) wnu
KoppecrnoHaeHTa(oB), KOTOPbIM HarpaseHbl UK OT KOTOPbIX NOMyYeHbl JOKYMEHTbI; BOMPOC
Unu npegMmeT, HasBaHus CcobbiTUSA, bakTa, MECTHOCTU, haMUnnn U UHULMAaNoB nuua, K
KOTOpPbIM OTHOCUTCSA COAepXaHWe yKasaHHbIX AOKYMEHTOB; AaTbl cobbitun. B cnyvae
OTCYTCTBMS HEOOXOOUMbIX CBEAEHMIM B 3arofiOBOK BKOYAETCS MOSICHSAOLWAA UHGOopMaums:
"aBTOp He ycTaHoBMNeH".

3aronoBoK eauHuUbl y4yeTa KMHOBWOEOAOKYMEHTA BKMOYAET aBTOPCKOE Ha3BaHue
dunbma, cneuBbinycka, KMHOXypHana unvM Ha3saHue COObITUS, OTPaXEHHOro B KMHO- UMK
TenecrtoxeTe, AaTy NpPou3BOACTBA WU/MNN AaTy CbEMKU, daMUiiMM U MHULMANOB pexuccepa
n/vnn onepaTtopa CbeMKM.

3aronoBoK eavHUUbl  yyeTa (POHOLOKYMEHTa BKMOYAET Ha3BaHME WU KaHp
OHOOOKYMEHTa, Ha3BaHMe, MeCTO W JAaTy OTpaXeHHoro cobbitms. [lpu oTcyTCcTBUM
Ha3BaHUsA POHOAOKYMEHTA YKa3blBaeTCsl OCHOBHOE COAEpXXaHue Tene- unv paguonepenayu,
BbICTyNneHnsa, 6eceapl M gp. 3aronioBOK efuHULbl ydeTa POHOAOKYMEHTa, coaepXallero
3an1cb Npou3BeneHnst nuTepaTypbl M UCKYCCTBA, BKMNOYAET Ha3BaHWE NPOM3BEAEHUSA U ero
XaHp, NepByl0 CTPOKY TeKCTa, KOTopas 3aknioyaeTcsl B KaBblYKW, €Cnn (POHOOOKYMEHTOM
SBMSIETCA HE MMELOLLLEe aBTOPCKOro Ha3BaHUA N He onybrMKoOBaHHOE paHee Npou3BeaeHue;
damMunuu 1 nHULmManbl aBTopoB U/MNn UCNOMHUTENEN KaK caMOro Npou3BeneHnsd, Tak U ero
00paboToK, NepenoXxeHnin, NnepeBoaoB; A3blK POHOOOKYMEHTA.

3aronoBoK eauHuLUbl XpaHeHus POTOLOKYMEHTa BKIIOYMaeT onucaHwe nsobpakeHus
nnn HasBaHue dotoanbboma, cnavga, HeraTuea, aMUNNIO U MHULMAaNbLI aBTopa, MECTO U
AaTy CbeMKMU.

5.4.2.2. CnpaBOYHble JaHHbIE O €AUHULE XPaHEeHUs/eAnHNLE yYeTa COCTOSAT U3:

3MIEMEHTOB apXMBHOro wudpa (Homepa doHaa; HoMmepa onucu aern, AOKYMEHTOB;
HOMepa eauH1LbI XpaHeHus/eanHNLbI yyeTa);

obbemMa eguHUUbl XpaHeHus/eauHWubl yyeTa: ANA  apXMBHbIX [LOKYMEHTOB Ha
OyMaXXHOW OCHOBE - KONMMYECTBO NUCTOB; ANA KMHOBNOEOKOHOAOKYMEHTOB (B 3aBMCUMOCTH
OT BMAA) - KONIMYECTBO eAuHUL XpaHeHUs B edvHWUEe yvyeTa unv evHul yyeta B eguHuue
XpaHeHUsi, MeTpax, XPOHOMETpPaX, BpeMs 3By4YaHus (B MUHyTax W CeKyHOax); Ans
(POTOAOKYMEHTOB - KOMWYECTBO HeraTMBOB, COCTaBMAKOLWMX eOVHULY XpaHeHus; ans
doToanLb0MOB - KONNMYeCcTBO POTOOTNEYATKOB,

KpanHUX OaT apxXMBHbIX AOKYMEHTOB; ANA ayaumoBu3yalnbHbIX OOKYMEHTOB - OaThbl
3anucu unu nepesanncu.

5.4.2.3. B ka4yecTBe BNOOB MaTepuanbHOro HOCUTENS eAnHULbI XpaHeHusi/eguHNLbI
yyeTa npu onnucaHnm ykasblBatoTCs:



Ana  ynpaBneH4YeckoM  OOKYMEHTauuMM W apXMBHbIX  JOKYMEHTOB  JIMYHOrO
npoucxoxaeHus - bymara, Kkanboka, neprameH u 1.4.;

Ans POHOAOKYMEHTOB rpaMMOOHHON 3anucuy - maTepuan HOCUTenNs;

Ans POHOAOKYMEHTOB MarHUTHOM 3anucu - TUN MarHUTHOW NEHTLI,

A8 BUOEOJ0KYMEHTOB - oopmaT 3anucy;

Ans oTo- U KNHOAOKYMEHTOB - dhopMaT M OCHOBA MIEHKN, LBeTonepenavya;

AN1S SNEeKTPOHHbIX AOKYMEHTOB - KOMMAKT-AMUCK U/UIn Apyron cCoBpeMeHHbI HOCUTENb.

5424. YcnoBus p[ocTyna K eguHuMUaMm XpaHeHus/eguHiuam  ydeta U UX
NCMONb30BaHUSA BKITHOYAKOT CBEAEHUS O HaNMYUM apXmMBHbIX JOKYMEHTOB, JOCTYN K KOTOPbIM
N NOpsSiAOK MX MCNONb30BaHUS OrpaHuYeHbl 3akoHogaTenbcTBoMm Poccunckon degepaumn
unn doHpoobpasoBaTenem, a TakkKe CBEAEHUS O HanMyuuu MOANMHHUKOB OCOOO LIEHHBLIX
AOKYMEHTOB, B TOM YMCNE YHMKamnbHbIX AOKYMEHTOB, U AOKYMEHTOB ApPXMBHOro doHaa
Poccunckon depgepaumm, HaxogaWmMXCa B Hey4OBNETBOPUTESNTbHOM (PU3NYECKOM COCTOSIHUM;
cBegeHnsa o0 Hannumn doHaa Nonb30BaHUS; O A3blKE N BHELUHUMX OCOBEHHOCTSX apXMBHbIX
AOKYMeHTOB; 0 Hanunyum HCA k eanHuue xpaHeHus/egvHule yyeTa.

5.4.3. OnucatenbHas cTaTbd apXMBHOIMO CHNpaBOYHMKA Ha YPOBHE apPXMBHOIO
AOKYMEHTa BKIIOMaEeT: 3arosfioBOK; CrnpaBOYHble [aHHble O HEeM; YyKasaHue Ha
NOAMMHHOCTL/KONMMMNHOCTL; BUA HOCUTENS (UM cnocob BOCNpomn3BeAeHUs); YCNoBUSA AocTyna
N NCNOSb30BaHuA.

5.4.3.1. 3aronoBoK apxXMBHOro AOKYMEHTA BKMOYaeT: HaMMeHOBaHMWE BUAa apXMBHOIO
AOKyMeHTa; aBTopa; agpecaTa Unn KoppecnoHaeHTa, KOTOpoMy HarnpasfeH UM oT KOTOPOro
nosily4eH AOKYMEHT; BOMPOC Mnn npegmeT, cobbitve, hakT, nuuo, Ha3BaHMEe MECTHOCTU, K
KOTOPbIM OTHOCUTCHA COAEep)XaHWe yKasaHHOro [OKYMeHTa; aaty cobbitna. B cnyyae
OTCYTCTBMS HEOOXOOUMbIX CBEAEHMIM B 3arofiOBOK BKMOYAETCS MOSCHSAOLWAA UHGOpMaums:
"aBTop He ycTtaHoBneH", "6e3 patbl". lNpy HeobXoOUMMOCTWM 3arofioBOK [OMNOSIHAETCA
aHHOTauMeNn, pacKpbiBalLWEN He OTpaeHHOe B 3arofioBke coaepXkaHue OaHHOoro
AOKyMeHTa.

5.4.3.2. CnpaBo4yHble OaHHble 00 apXMBHOM [OOKYMEHTE COCTOAT M3 3NEMEHTOB
apxmBHoro wudgpa (Homepa doHaa; HoMepa onucu Aerl, JOKYMEHTOB;, HoOMepa eAnHUUbI
XpaHeHus/eanHnUpbl yyeTa; HOMEPOB IMCTOB); obbema (KonuyectBa fMCTOB) apXMBHOIO
AOKyMeHTa; JaTbl ero co3gaHus.

5.4.3.3. Ycnosus goctyna K apXuMBHOMY [AOKYMEHTY W WCMNOSNb30BaHUSA BKIOYaKOT
CBEEHUS O HanMyuu OrpaHMYeHur Ha [OOCTYN U OrpaHNYeHur MO  MCMNOJSIb30BaHUIO,
YyCTaHOBMEHHbIX 3aKoHoAaTenbcTBoM Poccunckon degepaunmn nnm ooHgoodbpasosartenem, a
Takke 06 OTHECEHMM ero K 4Yncry ocobO0 LIEHHbIX OOKYMEHTOB, B TOM YMUCRE YHWUKanbHbIX
AOKYMEHTOB, UM AOKyMeHTOB ApxmBHoro goHga Poccurckon defepaummn, Haxogawmxcsa B
HeydoBNeTBOPUTENBHOM  (PU3NYECKOM  COCTOAHWUW; CBedeHWA O Hanuyuum  doHaa
Nofib30BaHUSA; O A3blKE U BHELIHMX OCOBEHHOCTSIX apXMBHOIO AOKYMEHTA; O BKAOYEHUU
nHdopmauumn o Hem B cuctemy HCA.

5.5. Mpn cospgaHum HCA apxvmB yuuTbiBaeT He TONbKO oOwme TpeboBaHus K
COCTaBIIEHMNIO OMMCaTENbHbIX CTaTeM apXMBHbIX CMNPaBOYHUKOB, HO W OCOBGEHHOCTU
NOAroTOBKU UX Ka)XAoro Tuna v smaa.

Onuck aen, LOKYMEHTOB

5.5.1. Onncb gen, OOKYMEHTOB (QpXMBHbIN CMNPaBOYHUK, MNpedHa3HaYeHHbIn AOns
pacKkpbITUs COCTaBa W COAEPXaHUS eAUHWL XpaHeHusa/eauHWL, ydeTa, 3aKpenneHus uXx
BHYTPMGOHAOBOW cucTeMatmsauumn n ydeta; npunoxeHms N 7-8) COCTOUT U3 onucaTenbHbIX
cTtaten eavHul XpaHeHus/egnHuy yyeta (cm. . 6.4.2.), ntoroson 3anucu (cm. n. 3.5.6),



nucTa-3aBeputens (npunoxexHne N 3) n cnpaBoOYHOro annapara K Onmcu.

Kommenmaputi FTAPAHTa
[No-eudumomy, 8 mekcme rnpeodbiOywe20 ablaua dornyuwieHa ornedyamka. Mimeemcsi 8 sudy
"n. 5.4.2."

B cnpaBouyHbin annapat onucu gen, AOKYMEHTOB BXOAAT: TUTYIMbHbIA  JICT;
cogepxaHuve (ornaereHune), npeamcrioBue; CNMCOK COKpalleHW; nepeBoaHble Tabnuubl
apXMBHbIX WKGPOB (B cnydae nepepaboTku onmucK); ykasaTenw.

Ha tutynbHOM nucte onucu Aden, AOKYMEHTOB MOMELLalTCA: MNOMHOe Ha3BaHue
apxvBa, Ha3BaHWe U HOMep apXxvMBHOro ooHAa, HOMEpP W Ha3BaHWe OMUCU, KpanHWe OaThbl
BHECEHHbIX B ONUCb apXUBHbIX JOKYMEHTOB.

Mpeancnosune coctaBnseTcs NMbO K Kagon onucu aen, 4OKYMeHToB, nnbo obuiee Ko
BCEM ONUCAM apxumBHOro oHga. B npegucnoBum KpaTko wm3naralTcs  UCTOPUA
doHaoobpa3oBaTensa M apxmMBHOro (hoHAa; aHHOTAUMA COCTaBa M COOEPXKaHUS apPXMBHbIX
AOKYMEHTOB (C BblaeneHnem Hambonee TUMUYHbBIX rpynn eguHUL, XpaHeHsi/eanHuL y4eTa no
X BMOAM U pasHOBUOHOCTAM, MO COLEPXaHWI0); COCTaB CrpaBOYHOro annapara K Ornucwu.
Mpwn cocTtaBneHun oTaenbHbIX NPEAUCIIOBMIA K KaXXOOW ONUCK apxmBHoro doHaa Bce obwime
AaHHble No uctopum doHOoobpasoBaTens U UCTOPUS apXMBHOro ¢oHAa nomeLarTcs B
npeaucrioBumn K NepBon onucu gen, JOKYMEHTOB.

Mpn HeobxogMmocTM K onucu Aen, [OOKYMEHTOB COCTaBnslTcs obuwwue u
crneunarnbHble ykasaTenu.

5.5.1.1. ApxumB B HeobXoouMMbIX Crydadx oOpraHu3yeT YCOBEpPLUEHCTBOBAHWE U
nepepaboTky onucen aen, LOKYMEHTOB.

YcoBeplLueHCTBOBaHWE ONUCK Aen, AOKYMEHTOB - KOMMNeKc paboT No NoBbIWEHNIO
MHPOPMATUBHOCTU OMUCU: YTOYHEHWUIO 3arofloBKOB €OUHUL, XpaHeHus/eanHuy ydeta (6e3
N3MEHEeHUa NX cuctemaTmsaunm), CoCTaBreHU0 HeobXOAMMOro CnpaBOYHOro annaparta K
Onucu.

NepepaboTtka onucu pAen, AOKYMEHTOB - COCTaBfieHMe HOBOW OMNUCU B3aMeH
CTapon, He oTBevawowen TpeboBaHMAM noUCKa WU YyyeTa apXMBHbIX [JOKYMEHTOB.
MepepaboTka onucK BKIKOYAET: N3yvYeHne eQuHUL, XpaHeHUs/eauHUY, ydeta ¢ NnpoBeeHneM
9KCNEepTM3bl MX LIEHHOCTWU, YTOYHEHMEM WUX (POHOOBOW MNPUHAOSIEXHOCTU; YTOYHEHUE WUNu
cOoCTaBreHne 3aronoBKOB eANHNL, XpaHeHUs/eanHuLY, ydeTa; onpeaeneHne unu yTouHeHne nx
KpanHux aaT, nepecucreMaTmsauuio eguHuL, XpaHeHus/eduHWUY ydeTa No HOBOW CXeMme
cuctemaTusauum n coctaBreHne HeobxoOuMOoro crnpaBoOYHOro annaparta K onucu. [lpu
nepepaboTke onNMCKM COCTaBnseTCs nepeBogHast Tabnvua CTapblX M HOBbIX APXUBHbIX
WKdPOB eauHUL, XpaHeHUs/eaAnHUL ydeTa. YHUYTOXEHNEe CTapbiXx onucen aen, JOKYMEHTOB
nocrne nx nepepabotkn 3anpewaetca. Ctapble ONUCK YYUTBIBAKOTCA MO HOBbIM OMUCAM Ha
npaBax OTAENbHbIX e4VMHUL XPaHEHUS U MOMELLaTCA B KOHLE HOBOMW ONWUCK 3a NocrefHUM
HOMEpPOM Mo CBOUM 3arofloBKOM 1 ¢ oTMeTkon "Onuck nepecoctasneHa. Cm. on. N...".

NMyreBOoanTENU

5.5.2. MNyTteBoguTenb (apXuBHbIA CNPaBOYHMK, CoAepXalmn ceegeHns 06 apXMBHbIX
doHOax apxmBa (apxMBOB) B CUCTEMATU3UMPOBAHHOM BUAE W NpeAHasHayYeHHbI Ons
O3HaKOMIEeHUs nosib3oBaTersis C UX COCTaBOM WU COAEpXXaHMEM) COCTOMT U3 onucaTesnbHbIX
cTaTen Ha ypoBHE apxXuBHOro doHaa (cm. n. 5.4.1) u cnpaBoOYHOro annapara.

Buoamun nyteBoguTens sBnsTCA nyteBoauTernb No oHAaM apxuBa (apxvBoOB);
KpaTKMW CnNpaBOYHUK MO poHAam apxuBa (apxXuBOB); TemMaTU4eCKUrM nyTeBoAUTENb MO
doHoam apxvBa (apxusoB). [lyTeBoauTenn noapasfendaAlTCs TakKkKe Ha apXvBHble



(BHYTpMapXxmBHbIE) U MEXaPXUBHbIE.

Bua nyteBoauTens n cxema noctpoeHus onpeaensaioTcs ero uenesbiM Ha3HavyeHneM.

5.5.2.1. OcHoBHaga 4YacTb nyTeBoauTensa no ooHAam apxusBa (apXvuBOB) COCTOUT U3
onucaTenbHbIX CTaTen apxXuBHbIX POHAO0B UMK rPynn apxuBHbIX oHA0B. B nyteBoguTens no
doHOam apxmBa (apXMBOB) LOSMKHbI BKMNIOYATLCA CBEAEHUA O BCEX OTKPbITbIX apXMBHbIX
doHaax. HekoTopble apxuBHble ¢oHAbl MOryT ObiTb NpeacTaBneHbl B BUAE ChMcKa
HeaHHOTMPYEMbIX apXMBHbIX (OOHOB.

5.5.2.2. OcHOBHasi 4acTb KpaTKOro crnpaBOYMHMKA MO dhoHAam apxuBa (apxmBOB)
COCTOUT M3 CUCTEMATU3MPOBAHHOIO MepeyHsi onucaTeribHbIX CTaTen Ha apxuBHble (POHAbI
UK rpynnbl apXUBHLIX (OOHA0B.

KpaTkue cnpaBoYHMKM NoapasfensatoTcsd Ha aHHOTUPOBAHHbIE U HEAHHOTUPOBAHHLIE.
OnucaTtenbHasi ctaTtbsl B aHHOTUPOBAHHOM KPAaTKOM CHNpaBOYHMKE COCTOUT M3 Ha3BaHUSA
apXxMBHOro oHaa CO BCEMM MNepeuMeHoBaHMaAMK OoHOo0Opa3oBaTens, CnpaBOYHbIX
AaHHbIX 06 apXxMBHOM (pOHAOE M KpaTKOM aHHOTaUMW Ha apXMBHbIE LJOKYMEHTbl 3TOro ooHAaa.
OnucaTtenbHas ctaTbss B HEAHHOTUPOBAHHOM KPATKOM CNpaBOYHWKE COCTOUT U3 Ha3BaHUSA
apXMBHOIo (poHAA M CNPaBOYHbIX JAHHbLIX O HEM.

5.5.2.3. OcHoBHad 4acTb TemaTudeckoro nyteBoauTens no QoHgam apxmea
(apxuBOB) COCTOUT M3 CUCTEMATM3MPOBAHHONO MEPEYHs OnucaTesSibHbIX cTaTten no
onpeaeneHHon TeMe Ha apxXmBHble (POHAObI UK UX YaCTu.

5.5.2.4. B cnpaBou4HbI annapat nyteBoauTens nwboro BuMaa BXOOAT TUTYIbHbIN
nncT, cogepxaHue (ornasneHue), npegucnoBue, CINCOK COKPALLEHWW, MPUIoXeHus,
ykasatenu. K nytesogurtento coctasnsietca obiasa budnunorpadus.

B MHOroTOMHbIX U3gaHWAX NyTeBOAUTENEN COCTaBIISETCA CNpaBOYHbIA annapart Kak
ANS BCEro n3gaHus B LEnoMm, Tak U ans oTaenbHbIX TOMOB.

KaTanoru

5.5.3. Katanorm (mexdoHOoOBblE apXMBHbIE CMPaBOYHUKWA, B KOTOPbIX CBEAEHUS O
coAaepXXaHnn apxmBHbIX OOHOO0B, €AUNHUL, XpPaHEHUs/eaANHWL, yvyeTa, apXMBHbIX OOKYMEHTOB
(vnn  ux yacTten) apxvBa CrpynnupoBaHbl MO npegmMeTam (Temam, oTpacnsam),
pacrnonoXeHHbIM B COOTBETCTBMU C OnpefenieHHON cxeMow Knaccudukaumm OOKYMEHTHOW
nHdopMmauumn) obpasyoT cuctemy katanoroB apxuea. CoctaB cuCTEMbl KaTanoroB apxusa
onpegensieTcs COCTaBOM W COAepXaHWeM apXUBHbIX [OOKYMEHTOB; WMHTEHCUBHOCTbI WX
NCNONb30BaHUS; CTENeHbo pa3paboTaHHOCTM apXMBHbIX (POHOOB; HaNMYMEM U KayeCTBOM
APYrMX TWUMOB apXMBHbIX CrpaBoYyHMKOB. OCHOBHbIMM B CUCTEME KaTanoroB apxvsa
ABMNAITCA CUCTEMATUYECKUIA N UMEHHOM KaTasioru.

Katanoru nogpasgensitotcs Ha cuctemaTmyeckue, TeMaTtmydeckme U Ux pasHoBUAHOCTHU
(kaTanorn No UCTOPUN yuYpeXxaeHun, agMUHUCTPATUBHO-TEPPUTOPMANBHOrO AeneHns n ap.),
npeaMeTHbIE U UX Pa3HOBUOHOCTU (MMEHHOW, reorpadnyeckmin, 06 beKkTHbIN).

OnuncaTtenbHas ctaTtbs KaTanora BKIKOYaeT: Ha3BaHME apxuBa; UHAOEKC; pyopuky u
noapyopuky; gaTty cobbiTus; MECTO COObITUSA; CBEAEHUS N3 apXMBHOIO AOKYMEHTa, eanHULbI
XpaHeHus/eanHnUbl ydeTa, apxuMBHOro doHaa (coaep)kaHue); apxvMBHbIA LWINAGP; A3bIK
AOKyMeHTa n cnocob ero BocnpousBefeHus; hamunuio coctaButensa U gaTty COCTaBfeHuUs
onucaTtesibHOM CTaTbMu.

[na yctaHoBNeHus CBA3WM Mexay pasgenamMu katanora Unu pasgenoB KaTanora C
APYrMMUN apXMBHBIMWU CIPaBOYHMKAMN NPUMEHSIETCH CUCTEMA OTCbISTOK.

Ykasatenu u 0630pbl



5.5.4. Ykaszatenun (apxvBHble CMpaBOYHWKW, NpeacTaBnsawowme cobor andasuTHbIE,
cucTeMaTu4eckmue UM COCTaBfeHHbIE NO KaKOMY-MBO MHOMY MpU3HaKy NepedHn HasBaHWin
(HanmeHoBaHW) NpeaMeToB, YNOMUHAEMbIX B apXUBHbIX AOKYMEHTax, C YyKasaHuem ux
apXMBHbIX LWWNGPOB) Noapa3aensaoTcs Ha BHYTPUGOHAOBLIE, MEX(OHA0BbLIE, MEXAapPXMBHbIE,
a Tawkke Ha TemaTtudeckue, npegMeTHble (0o6wwme M cneuunanbHbIE€), XPOHOMOrnYecKue.
PasHoBngHOCTAMM nNpeaMeTHOro ykasatena SABMAKTCA MMEHHOW W reorpaduyecknn
yKasartesnu.

Ykasatenn mMoryT OblTb CaMOCTOATENbHLIMU apXUBHBIMK CMIPAaBOYHMKAMWN B CUCTEME
HCA apxvBa nnu BXOAUTb B COCTaB BCMOMOraTesfibHOro CnpaBOYHOro annaparta K Apyrum
TMNam apXmMBHbIX CNIPaBOYHNKOB.

OnucatenbHasa ctatbsa ykasaTensa nwoboro Buaga COCTOUT M3 NPegMEeTHOro MOHATUSA
(pybpurKKM) N apxmBHOro wndgpa.

B ykasaTene npumeHsieTCa cucTema OTCbINIOK ANS YCTaHOBMEHUS CBA3er Mexay
TOXOECTBEHHBbIMU NPEeAMETHLIMU MNOHATUSMM.

5.5.5. O630pbl (apxMBHblIE CMAPaBOYHMKKW, BKOYAKOWME CUCTEMATUINPOBAHHbIE
CBeAEHUs O COCTaBe M CoAepXaHUW OTAENbHbIX KOMMSEKCOB apXMBHbIX [OKYMEHTOB,
AOMNOSMHEHHbIE MX UCTOYHMKOBEAYECKMM aHanNn3oMm) nogpasgensatTcsa Ha o630pbl POHAO0B U
TemaTtmnyeckme ob30opbl.

O630p hoHAa BKIOYAET CUCTEMATM3NPOBAHHbLIE CBEAEHNA O COCTaBe N Coaep>KaHum
apXMBHbIX JOKYMEHTOB OAHOrO apXxmMBHOro ooHaa.

TemaTtnyecknn 0630p BKMNOYAET CUCTEMATU3NPOBAHHbLIE CBEOEHWA O COCTaBe MU
coaepXaHnum apXuBHbIX LOKYMEHTOB OLHOMO WA FPynnbl apXUBHbIX POHAOB OAHOMO WK
HECKOJSbKMX apXMBOB NO OornpeaeneHHon Teme.

B cnpaBo4HbIi annapaTt 063opa BXOAAT TUTYNbHbIA NIUCT, COAepXXaHue (ornasneHue),
npegucnoBue, CNUCOK COoKpallieHur, ykasatenu. K tematmyeckomy o630py AOMKHbI ObiTb
COCTaBreHbl CNUCOK (POHAOB, WHGOPMaUUA O KOTOpPbIX coaepxutcsa B 0030pe, WU
6mnbnuorpadus no teme ob3opa.

ABTOMaTnanpoBaHHbin HCA

5.6. ApxuBHble CNpaBOYHUKA MOFYyT BECTUCb B apxmBe B aBTOMaTU3NPOBAHHOM
pexume, obecrneymBaroleM BO3MOXHOCTM OMNEPATUBHOINO M MHOrFOACMEKTHOrO Mnoucka wu
npeacTaBneHns JOKYMEHTHOM MHpopMaLnn (B TOM YUCHE B pexXumMe yaaneHHoro ocTyna).

NHdopmaumnoHHoe HanosiHeHne aBTOMaTMU3NPOBAHHOIO HCA  cocraensert
cogepxxaHue onucaTtenbHbIX CTaTben apXMBHbBIX CNPaBOYHMKOB Ha YPOBHE apXMBHOIo (poHAa
(cm. n. 5.4.1), egmHnubl XpaHeHus/egmHnubl ydeta (cMm. n. 5.4.2), apXMBHOro AOKyMeHTa (CM.
n. 5.4.3), a Takke Knto4yeBble CrioBa n pydbpukaTopbl.

Ob6gazaTenbHbIMM  BMAAMM  KIAKOYEBBLIX CrOB  (TEPMUHOB, XapakTepusylowmx B
0600WEeHHOM ©  ©kKaToM BMAE COAepXaHue onucaTeNbHblX CTaTbeW  apXMBHbIX
CNpaBOYHMKOB) nNpW BedeHunm asToMaTuanpoBaHHoro HCA asnswTcs:  "Tematuka",
"nepcoHanuun”, "reorpacus". B cnydyae HeobxogMmMoCTU MOryT co3faBaTbCs Apyrue Buabl
KNHOYEBbIX CrOB.

PyGpukaTopbl - cuctemaTU4eckme n TemaTnyeckme CXemMbl NOHATUIA C UHOEeKCaMK OIS
CTPYKTYPMPOBaHUSA N NOUCKa AOKYMEHTHOM MHopMaumm B asTomaTuamposaHHom HCA.

¢OprI MCnosib3oBaHNA apXUBHbIX OKYMEHTOB

5.7. OcHOBHble (hOpMbl MCMONb30BaHUSI apXMBHbLIX OOKYMEHTOB (NpedocTaBreHust
apxvBom 06e3BO3ME34HO WNM BO3ME3AHO MNOSb30BaATEN0 MHMOPMALMOHHBLIX YCnyr W



NMHPOPMAaLNOHHbBIX NMPOAYKTOB ANS yAOBNETBOPEHUS €ro MHAPOPMALMOHHbIX NOTpebHoCTEN):
nHpopmaunoHHoe obecneveHne nonb3oBaTtenen B COOTBETCTBUM C MX 3anpocamu, a
TaKkke B MHULUNATUBHOM MOPSAKE;

Kommenmaputi FTAPAHTa

Cm. AOMuHucmpamueHbIl peariameHm o rpedocmasrneHuo DedepasibHbIM apXUeHbIM
aceHmMcmeom 2ocydapcmeeHHoU ycryau "OpeaHu3ayus UHopMayuoHHO20 obecriedeHus
epaxk0aH, opaaHo8 20cydapcmeeHHOU 8rlacmu, MECMHO20 caMoyripaessieHusi, opaaHuzayul
u obwecmeeHHbIx 06beOUHEeHUU Ha OCHoge QOKYMeHmMo8 ApxueHo2o ¢poHOa P® u Opyaux
apxugHbix 00KyMeHmos8", ymeepxO0eHHbIU rpukazom MuHkynbsmypsl Poccuu om 21 mas
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npegocTaBfeHne apXuBHbIX JOKYMEHTOB MOMb30BaTeNAM B YNTarIbHOM 3arne apxmBa;

3KCNOHMPOBaHME apXUBHbIX JOKYMEHTOB Ha BbiCTaBKaXx;

NCronb30BaHME apXMBHbIX JOKYMEHTOB B CpefCcTBax MacCoBOW MHopMauuu;

nposegeHne WUHPOPMALMOHHBLIX MeponpusaTMA  (BCTpeY C  OOLEeCTBEHHOCTLIHO,
9KCKYPCUN B apxmBbl, Npe3eHTaunn, AHEeN OTKPbITbIX ABEpPen, NeKunn, OOKMagoB, YCTHbIX
XXypHanoB, KOH(EepPEHLMIA, YPOKOB ANA CTYOEHTOB U LUKOSbHUKOB M Ap.) C UCMNOSIb30BaHNEM
apPXMBHbIX JOKYMEHTOB;

nybnvkaunsa apxmBHbIX JOKYMEHTOB.

5.7.1. 3anpochbl, nocTynarLwme B apxusbl, NogpasgensanTca Ha:

3anpocbl O MNpPenocTaBfeHUN WMHoOpMauun Mo onpeneneHHon npobrneme, Tewme,
cobbITnio, hakTy (TemaTumyeckme 3anpocbl). PasHOBMAHOCTLIO TeMaTU4eCKUX 3anpocoB
ansaTca  Guorpacpmyeckme  3anpocbl, MO  KOTOPbIM  YCTaHaBMNMBAKOTCHA  CBEAEHMS,
HeobxoauMble sl U3YHEHNS XKU3HU U OeATENTbHOCTU KOHKPETHbIX JNL;

3anpocbl O nNpefocTaBneHnn wHdgopmaunn, HeobxoguMmMonm AnNs  yCTaHOBIEHUS
pOACTBA, POACTBEHHbIX CBA3enM [AByx wnu 6Gornee nuvd, WUCTOpUMM CeMbW, poaa
(reHeanornyeckue 3anpochl);

3anpochbl, CBA3aHHblE C COUManbHOM 3alMTON rpaxaad, npegycmaTtpuBalolime ux
NEHCUOHHOEe obecrneyeHne, a Takke MosflydYeHne fbroT M KOMMEHCAunin B COOTBETCTBUN C
3akoHogaTensctBoM Poccurickon ®Pepepaumm u  MexagyHapoaHbiMM - 0bsizaTenbcTBamum
Poccunckon ®enepaumm (3anpockl coumarnbHO-NMPaBOBOro xapakrepa).

5.7.2. B uenax HacToswmx [NpaBun Ncnonb3yTcs criegyolwmne NoHATUS:

apxuBHasi cnpaBKa - [JOKYMEHT apxvmBa, COCTaBfiEHHbI Ha OnaHke apxuBa,
UMEKLLMA IOPUONYECKYID CUITy U codepKallmMi OOKYMEHTHYI WMHJopmMauuio O npegmeTe
3anpoca C yKasaHMeM apxmMBHbIX LUIMEPPOB U HOMEPOB JIUCTOB €OVHUL, XpaHeHus Tex
apPXMBHbIX JOKYMEHTOB, HA OCHOBAHUN KOTOPbIX OHa COCTaBIIEHA;

apXxuBHasi KONUA - JOCNOBHO BOCMNPOU3BOAALLAA TEKCT apXUBHOIO JOKYMEHTA KOMus,
C yKasaHMEeM apXMBHOro LWKMdpa M HOMEPOB JIUCTOB €4MHMLbI XPaHEeHusi, 3aBepeHHasl B
YCTaHOBIIEHHOM MOPSAKE;

apxvMBHas BbINUCKa - [OOKYMEHT apxuBa, COCTaBfiEeHHbIM Ha OnaHke apxuea,
AOCMNOBHO BOCMPOM3BOAALLMA YacTb TeKCTa apXuBHOIMO [OOKYMEHTa, OTHOCALMUCA K
onpeaeneHHomy dakty, cobbiTuIo, NMuy, C YKazaHMeM apXUBHOMo Wndpa n HOMEPOB FINCTOB
eaNHNLbI XpaHEHNS;

MHc¢pOopMaLMOHHOE NMUCBLMO - MMCbMO, COCTaBNEeHHOEe Ha BnaHke apxusa no 3anpocy
nonb3oBaTens unm no MHUUMATUBE apxmBa, cogeplkaliee MHpopMauuio O XpaHALWNXCA B
apxmBe apXxMBHbIX AOKYMEHTaxX Mo onpeaeneHHon npobneme, Teme;

TeMaTU4eCKMN MnepeyvYeHb apXMBHbIX OOKYMEHTOB - CUCTEMATU3MPOBAHHbLIV
KpaTKMn UM aHHOTUPOBAHHLIN MNepeYeHb 3arofIOBKOB apXMBHbIX [OOKYMEHTOB, €AuHWL,
XpaHeHus/eanHWL, y4eTa no onpeneneHHon TeMme, C ykasaHMeM ux aaT U apXuBHbIX LLUMJPOB,
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COCTaBMEHHbIN MO 3anpocy Nonb3oBaTens Unu No NHMUMaTUBE apXxmBa;

TemaTuyeckasi noabopKa KONMN apxXuBHbIX JOKYMEHTOB - CUCTEMATU3NPOBaHHbIN
KOMMMAEKT KOMWA apXMBHbIX [OOKYMEHTOB MMM WX YacTem Mo OnpederneHHon Tewme,
MOArOTOBMEHHbI apXVMBOM MO 3anpocy nofb3oBaTens WnM no WHUMUMATMBE apxuBa.
TemaTtnyeckas nogbopka BKNOYaeT TUTYNbHbIA JIUCT, TEeMaTUYECKUN NepeyeHb apXUBHbIX
AOKYMEHTOB M NpY HEOBXOAUMOCTU UCTOPUYECKYHO CNPaBKy No Teme;

TemMaTM4eckum o630p apXUBHbIX JOKYMEHTOB - CM. M. 5.5.5.

Mopsaaok ucnonHeHUs 3anpocoB nonb3oBaTenemn

5.8. 3anpoc nonb3oBaTend paccMaTpuMBaeTCa N UCNOSHAETCA apXMBOM MPU Hanuyum
B 3anpoce HauMMEeHOBaHUS opuanveckoro nuua (gna rpaxgaH - daMminuu, MMEHW wn
OoTYyecTBa), MNOYTOBOrO W/UNN ONEKTPOHHOrO agpeca Monb3oBaTens, YKas3aHus TeMbl
(Bonpoca), xpoHonoruu 3anpaLlinsaemMomn nHpopmaumnn.

3anpoc nosfib3oBaTesns paccMmatpmuBaeTcs PYKOBOLCTBOM apxvmBa nnu
YNONMHOMOYEHHbBIM  JOSMKHOCTHBIM  NIMLIOM  (NUuamu), HanpaBnseTcss Ha WCMNOSIHEHME B
COOTBETCTBYKOLLME noapasgeneHnsa unn HenocpeacTBEHHO NUCNOSTHUTENIO N UCMOJSTHAETCA No
apXMBHbIM JOKYMEHTaM U/unn nevyatHbiM U3gaHusiM, OTHOCALLMMCS K NpeaMeTy 3anpoca.

3anpoc, He OTHOCALLMNCA K COCTaBY XPaHSALUXCA B apXnBe apXMBHbIX JOKYMEHTOB, B
TeyeHMe S5 OHEeNn C MOMEHTa €ro perucrtpauum HanpaenseTcs B OpYron apxmB wUnu
opraHusaumio, rge XpaHaTca HeoOXOAMMble apXUBHbIE AOKYMEHTbI, C yBegomreHnem 06
3TOM NONb30BaTENS, UMM NONb30BAaTENIO AAETCA COOTBETCTBYHOLLASA PpEKOMEHOALNS.

Mpn noctynnenHmn B apxuB VIHTepHeT-obpalleHnss (3anpoca) nonb3oBaTens c
yKasaHnem agpeca 3feKTPOHHOM MOYMTbl W/WMIM MOYTOBOrO agpeca emy HanpasnseTcs
yBegoMNneHne o npueme obpalieHus (3anpoca) K pacCMOTPEHUIO WU MOTMBUPOBAHHBIN
OTKa3 B paccMoTpeHun. [NpuHaToe K paccMOTpeHMo obpalleHune (3anpoc) pacneyaTbiBaeTcs
n B AanbHerwem paboTta ¢ HUM BeaeTCs B YCTaHOBIEHHOM MOPSIAKE.

OTtBeT Ha 3anpoc nonb3oBaTens AaeTcs Ha rocyaapcTBEHHOM A3blke Poccumnckon
depgepaumn.

ApXuMB OCYyLLECTBASIET NPUEM rpaxKaaH B NPUEMHOW UNKU CTOSE CnpaBoOK M BedeT MX
y4yeT no ycTaHoBMeHHoOW hopme. PykOBOACTBO apxmBa HeECET JIMYHYK OTBETCTBEHHOCTb 3a
opraHuMsaumio npuema n pacCMOTPEHNSA 3anpoCOoB rpaxaaH.

5.8.1. Tematnyecknn 3anpoc rocygapCTBEHHOrO oOpraHa WM opraHa MeCTHOro
camoynpasneHusi, CBsA3aHHbIA C UCMOSTHEHMEM UMW CBOMX PYHKLMIA, apXMB pacCcMaTpuBaEeT B
nepBoOOYEPEOHOM MOPAAKE B YCTAHOBMEHHbIE 3aKOHOA4ATENLCTBOM NMMBO B COrnacoBaHHbIe C
HUMU CPOKKU. MIcNONHEeHne Takoro 3anpoca OCyLLECTBSETCA Ha 6e3B03Me34HOM OCHOBE.

WcnonHeHne TemaTuyeckoro 3anpoca opraHMsauuu unv rpaxgaHuHa opraHusyeTcs B
nopsigke okasaHusi NnaTHbIX ycnyr (B TOM 4MCrie Ha OCHOBE Jorosopa) unm 6e3Bo3mesqHo.
Cpokn n cToMmMOCTb paboT MO WUCMOSTHEHUIO YKA3aHHOrO 3anpoca B MNpeaBapuTeribHOM
nopsiake CornacoBbIBaAlOTCA C NOMb30BaTENEM.

Mpn HeobxoomMmocTn npoBefeHns ob6bemMHOM paboTbl MO MOUCKY U KOMUPOBAHMIO
apXMBHbIX AOKYMEHTOB apxvB MUCbMEHHO M3BeLlaeT MNosfb3oBaTenss O MPOMEXYTOYHbIX
pesynbTtatax paboTtbl. Bug nHdpopmaumoHHOro JoOKyMeHTa, NOAroTaBIMBaemMoro apxXmeom no
3anpocy nonb3oBaTensd, CornacoBbIBaeTCs C HAM, ecrin 06 3TOM He yKa3aHo B 3arnpoce.

5.8.2. [eHeanornyeckui 3anpoc nonb3oBaTend apxmB WCMNOMHAET B nopsagke
oKa3aHus nnaTHbIX YCrnyr (B TOM 4uMCre Ha OCHOBE A0roBopa). YKasaHHblA 3anpoc MOXeT
NCMONHATBCA Kak B OTHOLLUEHUWN 3asiBUTESIS, Tak U B YCTAHOBMIEHHOM MOpPsiAKe B OTHOLLEHUN
ApYrux nuu.

MHdpopmauma nonb3oBaTtento npeacrasndeTcd B (OpMe POAOCIOBHOMO Apesa,



reHeanorn4yeckom pocrnucu, reHeanormyeckon Tabnuubl UM apXUBHbBIX CMPaBOK, apXMBHbIX
BbIMMCOK, KOMWA apXMBHbIX [OOKYMEHTOB, YCTaHaBMMBAKOLWMX POLCTBEHHbIE CBA3WN. [lpwn
OTCYTCTBMM BO3MOXHOCTEMN MO UCMOSTHEHUIO FreHeanorMyeckmx 3anpocoB apxms pekomeHayeT
nonb3oBaTento MpoBOAUTb CaMOCTOATENbHbIN MOUCK WHTepecywen ero uHdgopmaumnu
reHeanorn4yeckoro xapakrtepa B YMTanibHOM 3are apxmsa.

5.8.3. 3anpoc couuanbHO-NPaBOBOrO  XapakTepa  MWCMNOMHAETCA  apXUBOM
6e3B03mMe3HO.

Cpok UCnonHeHus 3anpoca CoLuManbHO-NPaBOBOro Xapakrepa B apxXuBe He AOSMKEH
npesblwaTte 30 AHEeN ¢ MOMeHTa pernctpaumm 3anpoca. C paspeLleHns pykoBoACTBa apxusa
3TOT CPOK MOXeET ObITb NpM HEOBXOAMMOCTM NPOANEH C 0bs3aTenbHbIM yBeAOMIEHNnEM 06
3ToM nonb3oaTtens. Cpok mncnonHeHus 3anpoca no HCA apxuBa - He 6onee 15 gHen c
MOMEHTA €ro perncrpaumun.

Mpn wncnonHeHMM NOBTOPHOrO 3anpoca CcouManbHO-NPaBOBOrO Xapakrepa wunm
COCTaBneHnMn no npocbbe nonb3oBaTenss apXuMBHOW CMNpaBKW, aHanorMyHom paHee
BblJAHHOW, apXMB MpOBEpPSieT COOTBETCTBME CBEAEHWN, BKITKOYEHHbIX B 3Ty CMpaBKy, TeM,
KOTOpblE MMEKTCHA B apXMBHbIX OOKYMEHTax, U B Clydae OBHapyXeHus OOMNOSTHUTENbHbIX
CBe[IeHUN, BKIKOYaeT X B MOBTOPHO BblAaBaeMy0 apXMUBHYIO CMpPaBky.

OdhopmneHne apxXmMBHbIX CMIPABOK, aQPXMBHbIX BbIMUCOK U apXUBHbIX KONWUMA

5.9. ApxvBHasi cnpaBka M apxuBHasi BbINMUCKA COCTABNATCA C OOO3HAYEHMEM
Ha3BaHNA MHOPMAaLMOHHOIO AoKyMeHTa "ApxmBHas cnpaska", "ApxmBHaa Bbinucka".

5.9.1. TekcTt B apxmBHOM cnpaBke (npunoxeHue N 13) gaeTca B XPOHONOrMYecKomn
nocrnegoBaTeNibHOCTU COObITUM C yKa3aHMEM BWOOB apXMBHbIX AOKYMEHTOB M ux gaTt. B
apXMBHOW CripaBKke 4OnycKaeTCs LMTUPOBaHNE apXUBHbIX LJOKYMEHTOB.

HecoBnageHve oTAenbHbIX [aHHbIX apXMBHbIX [OOKYMEHTOB CO CBeOeHUSIMU,
N3NOXEHHbIMM B 3anpoce, He SBMSEeTCA NPEensaTCTBMEM ANSA BKMOYEHUA UX B apXMBHYHO
crnpaBKy Mpu YCrOBMW, €Cnv COBMajeHue BCeX OCTallbHbIX CBEOEHWN He Bbl3blBaeT
COMHEHMA B TOXAECTBEHHOCTM NMua unv (pakTtoB, O KOTOPbIX FOBOPUTCA B apXMBHbIX
AOKyMeHTax. B apxuBHOW cripaBke 3TW aHHble BOCMPOU3BOAATCS TaK, KaK OHU U3FOXEHbI B
apXMBHbIX JOKYMEHTaX, a PacxoXAeHUs, HeCOBMNaAeHNA N HETOYHbIE Ha3BaHWUSA, OTCYTCTBUE
UMEHU, OTYECTBA, MHMLMANIOB UM HanNn4ne O4HOIo N3 HUX OrOBapMBAaKOTCS B TEKCTE CrNpaBKu
B ckobkax ("Tak B 4okyMeHTe", "Tak B TekcTe opurnHana").

CeepeHnss o0 pabote, yyebe B HECKONMbKMX oOpraHusaumsax, y4ebHbIX 3aBedeHuax
BKINOYAIOTCSH B O4HY apXMBHYIO CMPaBKYy.

B npumedaHnsix NO TEKCTy apXWMBHOW CnpaBkM OroBapumBaloTca Hepas3bopyumBo
HanucaHHble, WCMNpaBfeHHbIE aBTOPOM, He noajarowmecs MpoYTEHMIO BCNenCTBME
noBpexaeHna Tekcta opurnHana wmecta ("Tak B Tekcte opurMHana", "B Tekcte
Hepa3bopumeo").

B Tekcte apxuBHOWM cnpaBkM He [OOMNYyCKalTCA W3MEHEHWs, WUCMpaBreHuns,
KOMMEHTapumn, COGCTBEHHbIE BbIBOAbLI UCMOMHUTESNS MO COAEPXKAHMIO apXMBHbIX JOKYMEHTOB,
Ha OCHOBaHWN KOTOPbIX COCTaBIIeHa apXuUBHas cripaBKa.

B KOHLEe apXxMBHOM CnpaBKn NPUBOASATCHA apXMBHbIE LWUMKPbI 1 HOMEpPA NIUCTOB eANHNL,
XpaHEeHUs1 apxMBHbIX [OOKYMEHTOB, MevaTHble Wun3gaHus, UCMnofb3oBaBluMecs  Ans
COCTaBfIEHNA apXUBHOM crnpaBkn. B TekcTe apxnBHOW CripaBKW OOMNyCcKaeTCcA NnpocTaBfieHne
apXMBHbIX WNMPPOB U HOMEPOB JIUCTOB €OMHUL, XPaHEHUS apXMBHbIX OOKYMEHTOB cpasy
nocre N3noXeHusa Kaxaoro dakra nnu cobbiTna.

B apxuBHOM cnpaBke, 06bEM KOTOPOW MPEBLIWAET OAUH NINCT, NUCTbI JOMKHbI ObITb



NPOLNTBLI, MPOHYMEPOBaHbl U CKPErseHbl neYaTbio apxumea (4519 MyHUUMNanbHOro apxuea,
He ABMAILWEerocs pUaNYeCKUM fULOM, - MeYaTblo opraHa MECTHOro camoynpaBneHns).

ApxuBHas crpaBka, npefdHasHavYeHHad Ans  UCMoNb30BaHUSA Ha  Tepputopumn
Poccunckon depepaummn, nognucbiBaeTcs PyKOBOLCTBOM apxmBa WM 3aBepsAeTCs nedaTbio
apxvmBa (4N MyHUUMNAanbHOrO apxmBa, He SABMSAILWErocs pUaNYECKUM NULIOM, - NeYvaTbio
opraHa MecCTHOro camoynpasneHusi). ApxuMBHaa cnpaBka, npefHasHavyeHHas Aans
HanpaBneHus 3a pybex, nognucbiBaeTcs PYKOBOACTBOM apxvBa U 3aBepsdeTca repbosow
neyaTbio (4N MyHMUMMNANbHOIO apxmBa, He SBMSIOLWErocs IPUANYECKUM NNLOM, - NeYvaTbio
opraHa MecTHOro camoyrnpasrieHus).

[Mpn HEOBXOOUMOCTN K apXMBHOW CpaBKe npunararTCsa KOMMU apXmMBHbIX JOKYMEHTOB
UIN BbINUCKM U3 HUX, NOATBEPXAaoLme CBeAeHUS, N3MNOXEHHbIE B apXUBHOW CripaBke.

ApxuBHble crnpasku, HanpasnsemMble B rocyaapcTaa, nognucasLume
Faarckyto koHBeHUMo 1961 r., B COOTBETCTBUM C KOTOPOM He TpebyeTca KOHCynbcKas
neranusaums oduumanbHbIX JOKYMEHTOB, 3aBEPSOTCHA MPOCTaBfieHWEM U 3amnoSyIHEHUEM
crneumarnbHOro wrammna - anoctung. Ha apxmBHbIX cnpaBkax NPOCTaBNAETCs U 3arnosfHAeTCs
Hagnexawum obpasom anocTunb PyKOBOACTBOM BbILLECTOSALLErO YNOMHOMOYEHHOIO opraHa
NCMONHUTESNTbHOW BNactTu B cdepe apxuBHOro Aerna. AnoCTurib He NpoCTaBnAeTcs Ha
apXMBHbIX CrpaBkax, MpeAHasHayeHHbIX AN HanpaBfeHus B rocydapcrBa, C KOTOPbIMU
Poccunckas ®Pepepauma 3aknoyuna  [OOroBOpbl O NPaBOBOW MOMOWM M MNPaBOBbIX
OTHOLLEHMSAX NO rPaXg4aHCKMM, CEMEWHbIM M YrorioBHbIM JeriaMm, a Takke B rocygapcrsa -
yyacTHukn CHI, nognucaswwue CornaiwleHve o npuvHUMnax n dgopmax B3auMOAEWCTBUS B
obnacTn MCnonb3o0BaHUS apXMBHOW MHAOPMaLIMK, UM C KOTOPbIMU UMEIOTCH OBYCTOPOHHUE
cornawleHnsa o coTpyaHuUYecTBe.

[Mpn OTCYTCTBUM B apxmBe apXMBHbIX AOKYMEHTOB, HEOOXOOUMbIX AS1 UCMOMHEHUS
3anpoca, Ha 6naHke apxvMBa COCTaBMSETCA OTBET, NOATBEPXKOAMOLINA HEMOMHOTY COCTaBa
apXMBHbIX JOKYMEHTOB MO TeMe 3anpoca. [py HeobxoanMocTM OTBET MOXeT ObiTb 3aBepeH
repboBON neyaTbHo.

B cnyyae gokymeHTanbHO NOATBEPXAEHHbIX DAKTOB yTpaTbl apXMBHbLIX AOKYMEHTOB,
cogepxalumx 3arnpaluMBaemMble CBEAEHNSA, apXvB BblAaeT CcripaBKy no AaHHOMY BOMPOCY, nNpu
HeobX04MMOCTU 3aBEPEHHYIO NeYyaTblo apxmBea.

5.9.2. B apxvBHOM BbINUCKE Ha3BaHWE apxXMBHOrO [OKYMEHTa, ero HoMep W fata
BOCMNPOU3BOAATCH NOSTHOCTbIO. M3BNEeYeHNAMN 13 TEKCTOB apXUBHbIX AOKYMEHTOB [AOSMKHbI
OblTb MCYepnaHbl BCE WMEKLWMECs [AaHHble MO 3anpocy. Hayano wn KoHew Kaxgoro
M3BMNeYeHns,, a TakkKe TMpOMyCKM B TEKCTe apxXMBHOMO [AOKYMEHTa OTAerbHbIX CrioB
0603Ha4YalTCA MHOFOTOYMEM.

B npumevaHusx K TEKCTY apXMBHOM BbIMUCKM AeNatTcs COOTBETCTBYHOLLME OrOBOPKM
O 4YacTax TeKkcTa opwurmHana, Hepa3bopyMBO HanMCaHHbIX, WUCMPaBEHHbIX aBTOPOM, He
noagaroLnXcs NpoYTEHUIO BCNeacTBMe noBpexaeHnsa Tekcta u 1.4. OTaenbHble crnosa u
BblpaXXeHUs OpuUrnHarna, Bbi3blBalOLMe COMHEHUS B MX TOYHOCTU, OroBapmMBalTCs CrioBaMu
"Tak B Tekcte opurmHana", "Tak B pJgokymeHTe". [locrne TekcTa apXuBHOW BbIMNUCKU
YKa3blBalOTCA apXuBHbIA LWNPP W HOMepa JUCTOB eOUHULbI XpaHEHUST apXMBHOIO
AOKYMeHTa.

AyTEHTMYHOCTb BblaHHbIX MO 3anpocamM apxXMBHbIX BbIMUCOK YAOCTOBEPSETCA
noanncbd PyKoBOAUTENSA apxvsBa WM YNOSTHOMOYEHHOIO AOSMKHOCTHOMO fvua M nevartbio
apxvmBa (4N MyHUUMNAanNbHOrO apxmBa, He SABMSAILWErocs pUaMYEeCKUM NULOM, - NeYvaTbio
opraHa MecTHOro camoyrnpasfeHus).

5.9.3. Ha obGopoTe Kaxgoro nucrta apxvBHOW KOMWM MNPOCTaBNAOTCA apXMBHbIE
Wndpbl U1 HOMEepa NUCTOB eOUHUL, XPaHEHUS apXMBHOTO AOKyMeHTa. Bce nucTbl apxmBHOWM
KOMUWN CKPENSISITCA U HA MeCTe CKpensieHUsl 3aBepstoTCAa neyaTbio apxusa 1 NoANuChbIo ero
pyKoBOAUTENA UMM YMNOMIHOMOYEHHOrO  OOJDKHOCTHOrO  nuua.  ApxmBHas  Konus,
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npegHasHayeHHasa ons HanpasneHusa 3a pybex, 3aBepseTca repboBown NnevaTbio U NOANUCHIO
pyKOBOAUTENSA apxuBa.

5.10. ApxusHas cnpaska (npunoxeHve N 13), apxmBHas BbINUCKA, apXMBHAA KOMUS 1
OTBETbI Ha 3anpOChI BbICLINIATCH MO NOYTE NPOCTLIMU NUCbMaMW.

ApxuBHas cnpaBka, apXvMBHasi BbINUCKa W apXMBHas KOMUs, NpefHa3HayYeHHble And
HanpaeneHus B rocydapctBa - YyyacTHukum CHI, Bkntovas oTBeTbl 06 OTCyTCTBUM
3anpawmBaemMblXx CBeJEHUW, BbICbINAKTCA apXMBOM  HErnocpenCTBEHHO B agpeca
3assuTenen.

ApxuBHas cnpaBka, apXvMBHasi BbINUCKA W apXMBHas KOMUs, NpefHa3HayYeHHble And
HanpaBneHus B rocygapctea, He gsnsawowmecs ydactHukamu CHIT, Bknwovas oteeTbl 06
OTCYTCTBMM 3anpalumBaemMblX cBeAeHUn, oPopMIISIOTCA U BMeCTe C 3arnpocamMu (aHkeTamu,
NUYHBIMU 3a8BMIEHUAMMN U T.M.) HANPaBAITCA apXMBOM B COOTBETCTBYIOLWMIN (beaepanbHbIn
opraH UCMNoJSTHUTENbHOM BNacTu B YCTAaHOBMEHHOM MOpPsiAKe.

ApxuBHasi crnpaeka, apxXxuBHas BbINWCKA W apxXuBHas KOMUA B Clyyae JNUYHOro
obpalleHns rpaxxgaHvHa unu ero 4OBEPEeHHOro nvua B apxXmB BblAAlOTCA eMy nog pacrnmcky
npy NpeabsBreHnN nacrnopTa UM MHOro y4oCTOBEPSAIOLLEro JOKYMEHTa; AOBEPEHHOMY ML
- Npy  npeabsaBreHUn [OBEPEeHHOCTW, O(OPMIEHHONW B YCTAHOBIIEHHOM nopske.
MonyyaTenb apXUBHOW CMPaBkn U apXMBHOW BLIMUCKN PacnUCbIBAETCH HA UX KONUAX NN Ha
obopoTe conpoBOAUTENBHOIO NUCbMa K HUM, YKa3biBasi 4aTy UX NONyyYeHus.

3aBepeHHas anocTunem apxuBHas crpaBka, apXMBHas BbINUCKa U apXUBHas KONus B
criydae nuyHoro obpalleHuns rpaxgaHvHa UM ero AOBEPEHHOro Nuua B apxXvB BblgaeTcs
eMy Ha pyku npu npeabsiBrieHun KBUTaHumm o6 ynnaTte rocygapCTBEHHOW MOLMMHBbI 3a
npocTaBfieHne anocTuns.

Bosspau.l,el-wle NOAJNTMHHUKOB apPXUBHbLIX OKYMEHTOB

5.11. Tlo nNuCbMeHHbIM 3adBMNEeHUsIM C paspelleHns PYKOBOAUTENS apxvBa
peabvnUTUpOBaHHbIE NULA WU UX HacnegHUKM MMEKT MpaBO Ha MnosiyyeHue MNOANMHHUKOB
COXPaHMBLUMXCA B MpeKpaweHHbIX YrofioBHbIX UM aAMUHUCTPATUBHbLIX, a TaKxe
PUNbTPaAUMOHHO-NPOBEPOYHLIX Aenax apXMBHbIX OOKYMEHTOB TBOPYECKOrO XxapakTepa -
pykonucen, doTorpadun, nucem U Apyrux JfUYHbIX [JOKYMEHTOB (3a WCKITHOYEHMEM
nacrnopToB, BOEHHbIX BUNeToB, CryXeOHbIX YAOCTOBEPEHU U OPYIMX apXUBHbBIX JOKYMEHTOB
odunumnanbHOro NMPOUCXOXOEHUS).

M0 NMCbMEHHBIM 3asBIEHMSIM C pa3peLleHNsa PYKOBOANUTENS apXmnBa rpaxgaHe MMerT
npaBO Ha MNONyYEHNE COXPAHUBLLMXCA B apxvBe MNOAJSIMHHUKOB COOGCTBEHHbIX TPYAOBbIX
KHVDKEK.

C uM3blMaeMbIX apxvMBHbIX OOKYMEHTOB AenatTcs KONuW, KoTopble npuobLuarTca K
aenam. N3baTne apxuBHbIX OOKYMEHTOB, a Takke MX 3aMeHa Ha Konuu oTpaxalwTcs B
nncTax-3aBepuTensx ges, B onucax gen, JOKYMEHTOB.

BoaBpalleHne apxuBHbIX OOKYMEHTOB OdopMIiseTca aktom 06 u3bAaTuM M3 gen
YKa3aHHbIX OOKYMEHTOB. AKT W OpyrMe AOKYMEHTbl, HA OCHOBAHWW KOTOPbLIX MPOu3BeneHO
BO3BpALLEHNE apXUBHbIX [OOKYMEHTOB, W pacnucka nuua, noslyymMBLUErO WX Ha PYKW,
BKNtoYaloTcs B Aeno doHaa.

O6cnyxuBaHMe nonb3oBatenen B YUTaNbLHOM 3ane

5.12. Onsa obcnyxmBaHua nonb3oBaTenen B apxvmBax AEWCTBYIOT uYMTanbHbIA 3an,
NPOCMOTPOBLIA  3ar, KOMHaTa npocnywmnBaHus (OHOLOKYMEHTOB CO crneuunarbHbIM
obopyaoBaHmMeM Ang paboT C MUKPOKOMUAMM apXMBHbBIX AOKYMEHTOB, ayANOBU3YyanbHbIMU U
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3MEKTPOHHbIMW OOKYMeHTamMu. [1py OTCYyTCTBMM cneuuanbHO BblAENEHHOro MnoMeLLeHus
obcnyxusaHue nonb3oBaTenen npomMs3BoanTca B paboyvenn KomMHaTe apxmea Mo KOHTPONeM
COTpyZHVKa apxuBa.

Mopsagok paboTbl nonb3oBaTenen C apxXMBHbIMU LOKYMEHTaMW B 4YuMTanbHOM 3ane
apxvBa, Ux npaesa M 006s3aHHOCTM OMNpeaendaAlTCca npasunamym paboTbl Nonb3oBaTenen B
ynTanbHbIX 3anax apxueBoB Poccunckon depepaumn, yTBEpPXKAAEMbIMU  CneunanbHO
YNONHOMOYEHHbIM hbeaeparnbHbiIM OpraHoM WCMOMHUTENBHOW Bnactu B cdpepe apXMBHOIo
aena. ApxuB o00643aH 03HakOMUTb Nofib3oBaTenen ¢ aTuMm npasunamun. Mcxoosa us
KOHKPETHbIX BO3MOXHOCTEN OBCMyXMBaHMA MNONb30BaTenen, apxXxmB MOXET YCTaHaBnMBaTb
o4YepeaHOCTb N BPEMS NOCELLEHNA UMW YMTarbHOro 3ana.

B cnyyasax xuuweHuss unu noBpexgeHus nonb3oBaTenieM apXMBHbIX [JOKYMEHTOB,
TEXHUYecKoro obopyaoBaHUs WM uMMyLlecTBa apxuB obpawaetcs C COOTBETCTBYHOLLMM
3asiBlieHNEeM B OpraH BHYTPEHHUX Aen MO MeCTy pacnosioXeHUs apxuea, NPUHUMaeT apyrue
Mepbl K BO3MeLLeHuo yulepba B COOTBETCTBMM C 3akoHopatenbcTtBoM Poccuickon
depepaumn.

5.13. o 3akaszam nonb3oBaTeNen C Yy4eTOM TEXHUYECKUX BO3MOXXHOCTEN apXuBa,
N3roTaBfiMBalOTCA KOMUU apXMBHbIX JOKYMEHTOB: KCEPOKONUU, MUKPOKOMUU, DOTOOTNEYaTKN,
KMHOKOMWUKW, BWOEOKONMUM, KOMMM (POHOLOKYMEHTOB, a TakKkKe KOMUM Ha 3NEKTPOHHbIX
HOCUTENSX.

He npowusBogutca KonuvpoBaHue [JOKYMeHTOB ApxuBHOro ¢oHaga Poccunckon
depgepaumm, HaxXoOALWMXCH B HEYAOBMETBOPUTENBHOM PU3MYECKOM COCTOSIHUM.

KonupoBaHne apxuBHbIX [OOKYMEHTOB OFpaHUYEeHHOro pfJoctyna (CeKpeTHbIX W
cofepXalmx KOHuaeHuManbHy0 WHGOpMauuio) npousBoAMTCA B YCTAHOBMEHHOM
nopsigke.

[MopsaoK BbINOSTHEHUA 3aKa30B Ha KOMMPOBaHWE, B TOM Yucre o6beMbl KONMMPOBaHNUS
apXMBHbIX OOKYMEHTOB, HeonybnmkoBaHHbIX OMUCEN Len, OOKYMEHTOB, OPYrNX apXMBHbIX
CNpaBOYHO-MOUNCKOBLIX CPeacTB U 6a3 faHHbIX, CTOUMOCTb M3rOTOBMIEHUS KOMUI U NOPSIAOK
pacyeToB 3a UX U3roTOBIIEHME ONPeaensoTCA PYKOBOACTBOM apxusa.

Ha konuu apxvBHOro OOKYMEHTa, M3rOTOBfIEHHOW MO 3aka3y Morfb3oBaTend, apxus
yKasblBaeT apXMBHbIM WNMP M HOMEpA NINCTOB €ANHULbI XPaHEHUS] apXMBHOIO OOKYMEHTA.
Mpn opopmMneHnn Konnm paccekpevyeHHOro apxXMBHOrO LOKYMEHTa Ha NUUEBOW CTOPOHE B
npaBoM BepPXHEM yriy MepBOro M nMocnegHero nmcta Konuu npocTaBnsieTcs LwTtamn
"PaccekpeyeHo". Mpn He06X0AMMOCTM AaHHbIV WTaMn NPOCTaBNAETCA Ha NULEBOWN CTOPOHE
BCEX JIMCTOB KOMWUM pacCeEKPEeYEHHOro apXMBHOIO AOKYMEHTA.

Konun apxmBHbIX OOKYMEHTOB BblAAKTCA MNOSib3oBaTeENsAM, UX LOBEPEHHbIM Nuuam
UM mMoryT 6bITb BbiCNaHbl NO YKa3aHHbIM agpecam.

YyeT 3aka3oB Ha KoOMMpOBaHWEe BegeTca Ha OymaxHoM HocuTene unm B
aBToMaTM3npoBaHHOW hopMe.

MHuumaTtuBHOe MHopmMupoBaHue nonb3oBartenei. loarotoska BbICTaBOK U
nyénunkaumm apxmBHbIX JOKYMEHTOB

5.14. WHunumaTuBHOEe MHGPOPMUPOBAHME TOCYAAPCTBEHHbLIX OpPraHoB, OpPraHoB
MECTHOro camoyrnpaBreHns, opraHn3aumn 1 rpaxxgaH ocyLecTBAgeTCa nyTeM HanpasreHus
UM MHPOPMALIMOHHBIX NUCEM U OPYIMX MHAOPMALMOHHBIX JOKYMEHTOB.

5.15. ApxuB opraHu3dyeT noAroToBKY U NpOBeAEHNE BbICTABOK apXMBHbIX JOKYMEHTOB
CaMOCTOATESNIbHO UM COBMECTHO C APYrMMU apxXmBamu U opraHnsaunsmu.

[ns noaroToBKM BbICTaBKM apXMBHbIX JOKYMEHTOB paspabaTbiBaloTCs TeMaTU4eCcKuni
nnaH (KoHuenuusa) u TeMaTUKO-3KCNO3ULMOHHBLIM nriaH. Ha ocHoBe TemaTmyeckoro nnaHa



NPOBOANTCA BbISIBIEHME W OTOOP apPXMBHbIX [OOKYMEHTOB, WASOCTPATMBHBLIX W WHbIX
mMaTtepuanoB. B TeMaTuUKo-3KCNO3MLUNOHHBIA MNaH BKAOYAeTCAa aHHOTUPOBAHHbLIA NepeyeHb
OTOOpPaHHbIX ANA 3KCMOHUPOBAHUSA apPXMBHbIX [OKYMEHTOB, WNIKOCTPATMBHBLIX M UHbIX
MaTtepmarnoB, CUCTEMATU3NPOBAHHbBIX B COOTBETCTBMM C pasgeriamMmun BbICTaBKK, C YKa3daHUEM
X pasMepoB M nopsigka pasMeLlleHust Ha CTeHgax unn B BUTPUHaX. Bce oTobpaHHble ans
3KCMOHUPOBaAHUA apxXuMBHble [OOKYMEHTbl U Apyrue matepuanbl aHHoTupyrTcda. K
MHOA3bIYHBIM MaTepuanam npuv HeobxoguMMoCTM JaeTcs nepeBoj WM pasBepHyTas
aHHOTauma coaepXaHus.

OTBEeTCTBEHHbIMM 32 COXPAHHOCTb apPXMBHbIX OOKYMEHTOB SBIISKOTCA OpraHu3aTopbl
BbICTaBKN. ApxuB, NPEACTaBUBLLUNA apXMBHbIE OOKYMEHTbl ANs BbiCTaBku, obecneymBaeT
KOHTpONb 3a cobntogeHnem TpeboBaHun obecneveHnss COXPaHHOCTU [OKYMEHTOB npw
3KCMOHUPOBAHNN.

CTpaxoBaHve apxuBHbIX OOKYMEHTOB W O(OpMIieHWe UX BPEMEHHOro BbiBO3a 3a
npegensl Poccuinickon depepaumm ana 3KCNOHMPOBAHUSA MPOBOASATCA B YCTAHOBIIEHHOM
nopsgke (cm. n.n. 2.11.14, 2.11.15).

5.16. lMpn nogrotoBke NyGnukauum apxXmBHbIX OOKYMEHTOB apXvMB PYKOBOACTBYETCS
Hay4HbIMW NpaBunaMmmn N3gaHnsa NCTOPUYECKUX AOKYMEHTOB.

Tunbl  (HayYHbIW, HAy4YHO-NONYNAPHbIA K y4ebHbIN) WM  Buabl (NodoHAoBas,
Tematmyeckas unu ap.) nyénukaunin apxmeBHbIX OOKYMEHTOB OMpPeaensalTCs MX LeneBbiM
HasHavyeHneMm, cneumdukon oTbopa MCTOYHMKOB, MPUEMOB MNepedadn TEeKCTa apXMBHbIX
AOKyMeHTOB 1 coctaBom HCA K HUM.

dopmbl Nybnukaumm apxXmBHbIX JOKYMEHTOB:

neyaTHasa: cepusi, cOOpHUK, anbbom, GykneT, nnakaT, nybnukaumss B CpeacTBax
mMaccoBou MHdopMaLunu;

ny6nvkaumsa Ha NNEHOYHbIX HOCUTENSX: MUKPOMUIBM, MUKpOdMLLA;

3MEKTPOHHAsA: TMNEPTEKCT, MyNbTuMeauna, 6asa gaHHbIX.

ApXuUB OCyLLECTBASET MEPONPUATMA NO 0BECneYeHnto Hay4HO-UCCrnegoBaTeNbCKUX U
TEXHUYECKMX MPOLECCOB MNOAMOTOBKM AOKYMEHTasnbHbiX MNybnukauumn: ¢opMupoBaHue
peaakuMOHHON Konnerunum, KOnnekTuea coCcTaBuUTENEN, cocTaBreHune
OpraHM3aunoHHO-METOANYECKNX JOKYMEHTOB, 3aKo4YeHne 4OroBopa C 3anHTepeCoBaHHbIMU
opraHuMsaunsamMm n nsgaTenbcrBamm 1 T.1.

lMogroToBneHHasi U OTpeAaKTUPOBAHHAA PYKONUCb NPOXOANT BHYTPEHHEE U BHELUHEE
peueH3npoBaHme 1 o0bcyxgaeTca Hay4YHO-coBellaTeNnbHbIM OpraHoOM apxuBa, obnagaroLwmm
NnpaBOM PEKOMEHOO0BATb €€ K N34aHuI0.

Pykonucb cuutaetcs noaroToBNEHHOM, €CNu B COOTBETCTBUM C YCTAHOBIIEHHbIMU
TpeboBaHuamMM popaboTaHa MO 3aMevYaHUaAM pPEeLIEH3EeHTOB M UToram obcyXaeHus wu
yTBEPXAEHA B Nevatb. Pykonucn mMexapXxmBHbIX U34aHW NpeacTaBnAnTCa peakonnernm Ha
pacCMOTPEHNE 1 yTBEPXKOEHNE K U3AaHMIO TOFIOBHOW OpraHu3auunen.

C u3gatenbCTBOM 3akr4aeTcs OOroBOp, B KOTOPOM npedycMaTpuBalroTcs rnpasa u
00513aHHOCTUN M3gaTenNbCTBa M 3aKkasynka (apxumea).

5.17. ApxvB OCyLWEeCTBNSIeT Yy4yeT WUCMNOMb30BaHUS apXMBHbIX [OOKYMEHTOB Ha
OyMaXHOM HOCUTENE NN B 9NEKTPOHHON dhopMe.

MpunoxeHus
(o6pasubl hopm)

Mpunoxexnne N 1
Knn.2.11.5,62.11.7.2,3.7.2, 4.3.1.
(c usmeHeHusimun ot 16 cpespans 2009 r.)



(HazBanve apxusa)

AKT YTBEPXIAI
N IupexkTop
(mara) (HasBaHME apxXuBa)

O HENCIIPABMMEBIX IIOBPEXIOEeHUSIX lognmco Pacumpporka

apXMBHHIX JOKYMEHTOB IONNMCHU
HDaTa
®oHng N

HazpaHUe dboHIa

B ¢doHoe obHapyxeHbl eauHWUbl  XpaHeHWsl, NpU3HaHHble  HeucrnpaBMMO
NOBPEXAEHHLIMU

N | Homep | Homep 3aronoBok KpainHu KonunyectBo CywwHocTb 1
n/m | onucu | en. xp. NoBpeXaAeHHON e gathl nncTos (Bpems NPUYUHbI
en. xp. 3By4YaHus, noBpexaeHns
MeTpax)
1 2 3 4 5 6 7
VToro OOHAPYyXEeHO HEUCIPABUMO IOBPEXIEHHBIX en.
Xp.

(uMdpaMm M NOPONUCHI)

3aBenyoummi OTIOeJIOM

(momonuck, pacuM@poOBKa MNOIONMCH)

BaBenyommin APXUBOXPaAHUIIMIEM

(momnuchk, pacumM@pPoOBKa MIOINMCH)

HepeqMCﬂeHHbIe APXMBHEIE OOKYMEHTEI ITOOJIEeXaT CIIMCAHUMIO BBUOY

OKCIIEPTHL:

(HamMeHOBaHUE IOOJDKHOCTEM BKCIIEPTOB, IOIOnMcHu, pacumbpoBka
nongnmcen,
maTa)




(N 1 mara IIPMKa3a PyKOBOONMTEIIA apXMBa O CHATHUNM HEUMCIIpaBMMO IIOBPEXIOEHHBIX
APXMBHBEIX ITOKYMEHTOB C yqua)

VI3MeHeHVd B YyUeTHBEe IJOKYMEHTEl BHECEHEL

HamMeHOBaHUE

OOJIKHOCTU

paboTHUKA [Tomnucso Pacmmbporka
[IOONIUCHU

HaTa

dopma axKTa o HeMCIpPaBUMEBIX IIOBPEXIEHUAX APXUBHEIX
IOOKYMEHTOB
dopmar A4
(210x297)

MpunoxeHune N 2
Knn.2.11.5, 3.7.2.
(c usmeHeHusimun ot 16 cpeBpans 2009 r.)

(HasBaHME apxXuBa)

AKT YTBEPXIAN
N IupexkTop

(mara) (HaBBaHME apxXuBa)
O Heo6HapyXeHuUn [lomnmce PacmmbppoBKa
APXMBHBIX JOKYMEHTOB IONINMCU
IIyTHU POBHCKAa KOTOPHIX OaTa
MCYepIIaHsl

®oHng N

B pesynbTaTe YCTAHOBJIEHO OTCYTCTBME B QOHIE NepeumcIIeHHBIX
HIXE APXMBHBIX IOKYMEHTOB . [IpeanpuHATEE APXUBOM MEPHL 1o
POBEICKY

[IOJIOXUTEJILHEIX Pe3yJIbTaTOB HEe IajiM, B CBSA3M C UEM CUMTaeM BO3MOXHEM CHSATH
Cc yueTa:

Nnn| Homep | Homep | 3aronosok | KpawnH KonunyectBo nuctos | lNpegnonaraemsl
onucu | en. xp. en. Xp. ne (Bpems 3By4aHus, € MPUYNHBI
natbl MeTpax) OTCYTCTBUSA
1 2 3 4 5 6 7
NToro ern.

Xp.
(uMdpramMm M TPONUCHI)




ComepxaHue YTPadeHHBIX
YaCTUUHO
BOCIIOJIHEHO CJleOyolMMM €I. XP.:

APXUMBHEIX

JOKYMEHTOB MOXeT OBITH

dopMa akTa O HeODHAPYXEHUM AapPXMBHBIX IOTOKYMEHTOB,

IIyTHM PO3EICKa KOTOPLBIX MCUEePIIaHEL

297)

dopmaT A4 (210 x

3aBenyniui OTIeJIOM

IOINNVCHU

ZaBpenyoumri apxXuUBOXPaHUIIUIEM
[IOONMCHU

TJIaBHEIM XPaHUTEJb

IOINNVCHU

(N ¥ maTa npukasza PYKOBOOUTEJSA

apxmBa O CHATUN C yueTa
HeO6Hapy>KeHHbIX APXMBHEIX
JOKYMEHTOB, IIyTm PO3EICKA

KOTOPHIX MCUePIIaHH)

I[loonmuco

I[lognuce

I[logonuce

VIsMeHeHVd B YUYeTHBEe IJOKYMEHTBl BHECEHEL

HamMeHOBaHUE
OOJIKHOCTU
paboTHUKA
IOONIUCH

HaTa

I[lognuce

PacumbppoBka
Pacumbpporka

Pacumbpporka

Pacumbpporka

CDopMa aKTa O Heo@HapyerVH/I APXMBHBEIX IOOKYMEHTOB,

IyTM PO3ECKa KOTOPHIX MCUEPIIaHE

297)

JIMc'r—saBepwre.nb gejia

B meye nomumMTtOo M IIPOHYMEPOBAHO

(mpomoirxeHMe )

dopmaT A4 (210 x

MpunoxexHne N 3

knn.2.11.8, 2.11.10, 3.4.1, 3.5.6, 3.7.13,5.5.1




JIICTOB

(uMdpaMm M NOPONUCHI)

c N nmo N
B TOM 4YMCJIIE:
JIMTEPHEE HOMEpa JIMCTOB
[IPOIlylle HHBIE HOoMepa JIMCTOB
+ JIMCTOB BHYTPEHHEN onMcHu
| |
1
OCOBEeHHOCTM (QU3NUECKOT'O COCTOSHUA Homepa mmcCTOB
" bopmMmpOBaHMA nesna
|
1 2
i
HamMeHOBaHUE
IOOJDKHOCTMU
paboTHUKA [loonmuce Pacumbpporka
[IOOINCHU
HaTa

dPopma nucrta-3aBepuTensa gena

(HaBBaHME apxXuBa)

JIMCT MCIHOOJIb30OBAHUA

dopmat A4 (210 x 297)

MpunoxeHne N 4
Kn.2.11.10.

(c usmeHeHnssmun ot 16 cpespans 2009 r.)



APXVMBHBIX NOKYMEHTOB

®oHI N Onmce N Hejio
N
3aroJyIoBOK neja
[ata Komy BblgaHO XapakTep Homepa MNoanucek
ncnosb3 damunus, NCNoSib30BaHNSA NCMNOJSIb30BaHH nuua,
oBaHuA MHULManbl (konnpoBaHwue, BbIMUCKN, bIX NINCTOB NCcnoJsib3oBaBLU
(pa3bopumnBo) NpoOCMOTp 1 Ap.) ero geno
1 2 3 4 5
CDopMa JIICTa MWMCIIOJIBE30OBAHMA APXVMBHEIX ITOKYMEHTOB
dopmaT A4 (210 x
297)

MpunoxeHne N 5
knn. 3.4.1, 3.5.2, 3.7.11.
(c usmeHeHusimun ot 16 cpeBpans 2009 r.)

KHura yyeta noctynneHnm JOKYMEHTOB



N n/n [ata HanmeHoBaHune HaunmeHoBaHne, | HasBaHue Mool Kon-so eq. xp. | Kpatkasa | Homep doHaa, | lNpume
nocTyn opraHusauuu, HOoMep n gaTa doHaa OOKYMEHT nnu xapakTte NPUCBOEHHbIN YaHus
nexHuns (dbamunus, AOKYMeHTa, Nno o]} HEeOMNMUCaHHbIX | PUCTUKA | MNOCTYNUBLUUM

MHULManbl nuua), KOTopomMy apx. COCTOSIH | QOKYMEHTaMm no
OT KOTOpOK NPUHATBI OOKYMEHTOB nsa cnucky gooHaoB
NoCTynnnu OOKYMEHTbI (nucToB)
OOKYMEHTbI
1 2 3 4 5 6 7 8 9 10
VToro nmoCTynmiio 3a inlepit ern. Xp. (OOKYMEHTOB, JIMCTOBR)

B TOM umcie™:

HamMmMeHOBaHUE
OOJDKHOCTU
paboTHUKA

DaTa

(uMdpraMm U TPONUCHI)

ITognuce

PacumbpoBka MNOONUCH




* [lonyckaeTcs BeAeHUE eMHOM KHUMX y4eTa NOCTYMNMNEHUN Ha OKYMEHTbI BCEX BUAOB
C yKasaHneM Mx o6bemMoB B UTOTOBOW 3annCHK.



dopMa KHUIM yudeTa I[NOCTYIJIEHUNM IOKYMEHTOB
dopmaT A3 (420 x 297)



MpunoxeHune N 6
kKnn.34.1,35.3,3.7.1,3.7.11, 3.7.12

Coucox dooHOoOB

1
HOMep| IaTa mepeBoro |Ha3BaHme boHma | OTrMeTKa O [IpuMeuaHU s
®0Hﬂa| [IOCTYIIJIEHUA | BEIOBITUM

Uroro Ha 01.01............ T.
doHIOB

(umMdpaMm M NOPONUCHI)
B T.U. TOCTYIUIIO 3B3..eeoenon. T.
doHIOB

(umMdpaMm M NOPONUCHI)
BEIOBLIIO = T.
doHIOB

(umMdpaMm M NOPONUCHI)
HamMeHOBaHUE
OOJIDKHOCTU
paboTHUKA [Momnmuce PacumbppoBka
IOONMUCHU
HaTa

Popma cnucka choHaoB

dopmar Ad (210 x 297)

MpunoxeHne N 7
Knn. 3.4.1, 3.5.6, 3.7.13,5.5.1.
(c usmeHeHunsimm ot 16 chespans 2009 r.)

YTBEpPXIEHO
[IpoTOKOI SIK




(HaMMeHOBaHUE

YIIOJIHOMOYEHHOTI'O

opraHa
VCIIOJIHUTEJIL HOM BJIACTHU cybrekTa
Poccumckon
denepauum B obracTu APXMUBHOTO nejna,
bemepalZIbHOTO
TOCYyIapCTBEHHOTO apxuBa) OT N
N [enonponsBoacTBeHHbIE 3aronoBok KpanHue | KonnyectBo | lNpumevaHus
n/n WHAOEKCLI NN HoMepa Mo gena gaTthbl nMCTOB
CTapon onucu
1 2 3 4 5 6
B OIIMCH BHECEHO
(umMdpaMm M NOPONUCHI)
nej
c N o
N
HamveunoBaHue
IOJIXKHOCTU
COCTaBUTEJIA OINUCKU INonnucob PacmmbppoBKa
IOIONNCU
3aBenynmui OTIeJIOM
(apxXMBOXPaHUIIUIIEM) [onnuce PacumbppoBka

IIoOnncum

HaTa

* K onucun coctaBnsaeTcsa TUTYNbHbIN NUCT

dopma omnmmMcu™ meJ MOCTOSHHOTO XPaHeHusd,

dopMmaT A4 (210 x 297)

(HaMMeHOBaHME OpIaHM3aL M)

oo N

Oomuce N
OeJl MNOCTOSHHOI'O XpPaHeHUsS

COCTAaBJIEHHOY B apxuUBe

MpunoxeHne N 8

kKnn. 3.4.1,3.5.6,3.7.13, 5.5.1.
(c usmeHeHnsamu ot 16 cheBpansa 2009 r.)

YTBEepXOan

HamMeHOBaHUE JOJIXKHOCTM
pPyKOBOIOIMUTEJIA OPpI'aHM3alllM

I[Tognucob

HaTa

PacumbppoBka
IOONUCHU




Ba ron

N NHpekec pena 3aronoBok gena KpanHue Konnyectso MpumeyvaHus
n/n aaTbl nucToB
1 2 3 4 5 6

B HaHHHEM pas3nejl OIMCUM BHECEHO

neJ

(umbdpaMm M HOPONMCHID)
c N no N ;, B TOM
uycre:
JIUTEPHEE HOMepa :
NPONYyIEeHHBE HOoMEpa :

HamMeHOBaHMEe IOJIDKHOCTU
cocTaBuUTeIg OINMCU I[loonmcob PacmmbppoBKa
IIOONNCHU

BaBpenyoumi apxXmUBOM

opraHu3aumum [IoOmnmche PacmmdpoBKa
IOONMCHU
HaTa
CoTJlacoBAaHO YTBEepPXIEHO
[lpoToxkosn 15K (9K) [IpoToKOJ SIIK
(HamMMeHOBaHUE (HaMMeHOBaHMEe YIIOJIHOMOUEHHOT O
opraHa
opTraHu3almun) MCIIOJIHUTEJILHOM BJIACTHU
cybmekTa
Poccumckon denmepanum B obJjacTu
APXUBHOT'O
meJja, benepanbHOTO
TOCYyIapCTBEHHOTO
apxmuea)
oT N oT

N

dopMa I'OZOBOTO pasz3nejla ONMCHM IOeJl IIOCTOSHHOI'O XPaHeHUI
opraHu3aumum dopMmaT A4 (210 x

297)




MpunoxeHune N 9
Knn.3.7.1,3.7.2,3.7.11,4.4.1,4.6,4.7.
(c usmeHeHnsamu ot 16 chespansa 2009 r.)

YTBepXIOamn YTBepXIOamn

(HaMMeHOBAaHME IOOJDKHOCTU (HaMMeHOBAaHME IOOJDKHOCTU
PYKOBOIMUTEJIIA OopraHM3aluMM—COaTUUKaE ) PYKOBOIMUTEJIA
opraHu3aluM—IIpUeMImKa )
lTonnuce Pacumbpporka NOOIONUCU llonnuce Pacumbpporka
IIOONNCHU
HaTa IleuaTs HaTa IleuaTs

AKT
N
(mnaTa)

npreMa-rnepenauys apxmMBHEIX
IOOKYMEHTOE Ha XpaHeHue

(ocHOBaHME Iepenaun)

(HaBBaHMe MHepelaBaeMoTo ¢QoHIa)

coal,
(HaBsBaHVe OpTraHM3ALUUM-CIATUMKA)

IPWHAJI
(HasBaHMe OpTraHM3aAUUM-TIPUEeMIMKA )

IJOKYMEHTH Ha3BaHHOTO (QOHIA M HAYUYHO-CIIPaABOUHHIM allapaT K HUM:

N HasBaHue, Homep KonnyectBo KonuuectBo eq. xp. MpnmeyaHus
n/n onucu 9K3eMNNApPOB ONUCK
1 2 3 4 5

VToTro nOpMHATO en.




Xp .

[lepenmauy NOpoOM3BEJIN:
HOJIXHOCTB [loonmuceo
Pacumbporka

IOONMUCHU
HaTa

SoHmy
N

Pacmmbporka

[ToeM nDpomM3BENNn:

JOJIXHOCTB [oonomce
IIOOINCHU
HaTa

[IPUCBOEH

VIsMeHeHUsda B Y4YeTHBIEe ITOKYMEHTEI BHECEHEI

JOJIXHOCTB
[IOONNCU
HaTa

I[Toonuco

Pacmmbporka

@opMa daKTa IIprmeMa-Iliepeladl apXMBHBIX IOTOKYMEHTOB Ha XpPaHeHUe

dopmaT A4 (210 x
297)
Mpunoxexnune N 10
Knn. 3.7.1,3.7.8,4.4.2.
(c usmeHeHnsmu ot 16 cheBpansa 2009 r.)
AKT YTBEPXIIAI
N IupexkTop
(mara) (HazBaHUE
apxuBa)
npmueMa Ha XpaHeHre apXMBHEX llognuco PacumppoBka
infePatnizlelss
OOKYMEHTOB JIMYHOI'O IIPOMCXOXIEHUS
HaTa IleuaTs
Ha ocHoBaHum peumeHmsa 31K
(IPOTOKOJI  OT N )]
¥ JoroBopa OT
cmaj
(®.1.0. cobcrTBeHHUKA/BIAaOesbla)
[IPWH S TEL IOOKYMEHTEL
(obmas xapakTepucTMKa IOKYMEHTORB)
B KOJIMUECTBE en.xp. (YyCJIOBHEIX) IOOKYMEHTOB
(1mMcTOBR)
10 APXMBHOM (CHOAaTOUYHOM) OINMUCHU

QoHIYy NnpmcBOeH N

CoBCcTBEeHHUK/ BJlageel] [Tonnuce PacumbporBka



IOIIINCHU
(HyXHOEe MNOINUEPKHYTH)

HamMeHOBaHME IOJIKHOCTU

paboTHUKA [loonuce Pacumbporka
[IOONNCHU

HaTa

VI3sMeHeHUS B ydeTHHE HOOKYMEHTH IO pes’yJjibTaTaM OINMCAaHMSA BHECEHE
HamMeHOBaHME IOJIKHOCTU

paboTHUKA [loonuce Pacumbporka
[IOOINCHU

HaTa

dopmMa akKTa IIpMeMa Ha XpaHeHue IOOKYMEHTOB

JIMUHOTO IPOUCXOXIOEHUS dopmaT A4 (210 x
297)
Mpunoxexnne N 11
Knn. 3.7.2,4.3.2.
(c usmeHeHnsmu ot 16 cheBpansa 2009 r.)
(HaBBaHME apxXuBa)
AKT YTBEPXIAI
N IupexkTop
(mara) (HazBaHUE
apxuBa)
o BHOQJIEHNN K YVHUYTOXEHUIO I[Tomnuce PacumbpoBka
[IOONNCHU
APXMBHEIX OOKYMEHTOB, He
noajiexalmx XpaHeHMO OaTa
K YHUUTOXEHUIO OTOOPAaHBL: IOOKYMEHTEL bonzma
N
(HazBaHMe QoHIa)
Ha OCHOBAaHUM :
(CCBUIKM Ha HOPMAaTUBHO-METONMYECKME IOOKYMEHTE
IJIS TIPOBeleHUs BKCIEePTU3H)
N HassaHuga rpynn KpanHue Homepa | Howmepa en. | Konudectso | Npumeva
n/n OOKYMEHTOB JaTthbl onucen Xp. No en. xp. HUSA
onucam




NToro en. xXp. 3a
TOoI (BI)

(umbdpaMm M HOPONMCHID)

KommuecTrO em. xp., KpawHMe OHaTH U KpaTkad XapakTepuCcTuKa
OOKYMEHTOB,
OCTaKMUXCS Ha XpPaHEeHUN

B3aBengynmui OTIOeJIOM
(apxXMBOXPaHUIIUIIEM) [onnuce PacumbppoBka
IONNMCHU

HamMeHOBaHUE

OOJDKHOCTU

paboTHUKA [Tomnmuce Pacmmbporka
[IOONUCH

HDaTa

dopma akTa O BHIOEJIEHMM K YHUUTOXEHUIO APXUBHEIX HOOKYMEHTOB,
He [noajexalmx XpaHeHUD dopmaTr A4 (210 x

297)

JOKYMEHTEL CIOAaHEI

(HaBBaHMEe opIraHu3alUMn)

Ha nepepaboTKy o IpMeMo—CIaTOUYHOM HakJIaIHOM

(nara)

HamMeHOBaHUE

OOJIKHOCTU

paboTHUKA [Tomnuce Pacmmbporka
[IOONIUCHU

V3MeHeHMsa B y4YeTHBE IJOKYMEHTH BHECEHEH

HamveunoBaHue

OOJIDXKHOCTU

paboTHUKA [Tomnmuce Pacmmbporka
[IOOIUCHU

HaTa

YTBEPXIEHO
[TpoTokos JIIK

(HaMMeHOBaHMe YIOJHOMOUEHHOT'O OopraHa



VCIIOJIHUTEJIBHOM BJIaCTU CcyObekTa Poccurickom denmepalumum

B obJjlacTuU APXMBHOTO mena, bemepasIbHOTO
TOCYOAPCTBEHHOT'O apxmBa)
oT N

dopMa akTa O BHIOEJIEHUMM K YHUUTOXEHMUIO apXMBHBEIX IOKYMEHTOB,
He Tmoajiexalux XpaHeHUK (MIponoJrKeHMEe)
dopmaT A4 (210 x

297)
MpunoxexHune N 12
Kn.3.7.7.
(c usmeHeHnsamu ot 16 chespansa 2009 r.)
Ha3BaHMe apxuBa)
AKT YTBEPXIAI
N IupexkTop
(mara) (HazBaHUE
apxmuea)
O pacCCeKpedYMBAHMUNM APXMBHEIX [loonmce PacumppoBra
IOOTINCHU
OOKyMeHTOB Qdomma N
HaTa
KomMmmccusa
(HaBBaHME KOMMCCUM)
npoToKoJ N or 00.00.00 paccekpeTniia JOKyMeHTH doHma N
(Ha3BaHMe QoHIa)
N n/n | Home Konunyectso Homepa eg. Howmepa ea. xp., Mpume
p pacceKkpeveHHbIX ef. Xp., pacceKkpeveHHbIX YaHus
onncu Xp. paccekpedyeHH YaCTUYHO, C YKa3aHnem
NONMHOCTb | YAaCTUYHO | bIX MOSIHOCTbIO* HOMEPOB JTINCTOB
t0 HepacceKkpeyeHHbIX
OOKYMEHTOB
1 2 3 4 5 6 I
VToro paccexpedeHo en. Xp.
(IMoJIHOCTHBIO)

(umbdpaMm M HOPONMCHI)



3a

(XPOHOJIOTMUECKHME PaMKM INOKYMEHTOB)

en. Xp. (WacTmuHO) 3a
(XpOHOJIOTHUYUECKME PaMKMu
IOOKYMEHTOB)
HammenoBaHMe I»DOJIXHOCTU pPabOoTHMKA [Toonmce Pacumdpporka
[IOONNCHU
[[pMHATO Ha OTKPBITOE XpPaHeHUe en.
Xp.
(uMbdpaMm M HOPONMUCHID)
B
(XpaHuIMnIE )

HammMeHOBaHME IOJDKHOCTM pabOoOTHMKA [loponuce PacumppoBka
[IOONNCHU
HaTa

VIsMeHeHVd B YUeTHBE IOKYMEHTEl BHECEHEL

HamMeHOBaHME IOOJIXKHOCTU pPaboTHUKA oonuce Pacumbporka
[IONNMCHU

Hara

* He nonyckaeTtcsa nepeyncrneHne HOMEpPOoB efl. Xp. Yepes Tupe.
@opMa aKTa O paCCeKpedUMBaHUM ApPXMBHBEX ITOKYMEHTOB

dopmaT A4 (210 x

297)
MpunoxexHune N 13
Kn.59.1.
(c usmeHeHnsamu ot 16 chespansa 2009 r.)
(HaBBaHME apxXuBa)
(MOYTOBEIM MHIOEKC; alpec, Anpecar

TenedpoH, dakxc)

ApxmBHasi crnpasBkKa



(mata)
Ha N oT
OcHoOBaHMe:
PyxkoBomuTesib OpraHus3alum [Toonmuce Pacumbpporka
IIONNMCHU
[leuaTs

VcnomHUTE b
TenedoH

dopMa apxXUBHOM CIHPaABKU dopMmaT A4 (210 x

297)
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