3apeructpupoBaHo B Muntocre PO 6 mapra 2007 r. N 9059

MHUHUCTEPCTBO KYJIbTYPbI U MACCOBBIX KOMMYHUKAIINIA
POCCUUCKOU ®EJEPALINU

IMPUKA3
ot 18 suBaps 2007 r. N 19

OB YTBEPKJIEHUU NTPABU.I
OPI'AHM3ALIMU XPAHEHUSI, KOMILUIEKTOBAHUS, YUETA
1 UCITIOJIb30BAHUSI JOKYMEHTOB APXUBHOI'O ®OHJA POCCUMCKOMI
®EJEPALIMU U IPYTUX APXUBHBIX JOKYMEHTOB B 'OCYJIAPCTBEHHbBIX
U MYHULIMIIAJIBHBIX APXUBAX, MY3ESIX U BUBJIMOTEKAX,
OPT'AHMBALIUSIX POCCUMICKOM AKAJJEMUHU HAYK

CHmCcoK M3MEHSIOIINX JTOKYMEHTOB
(8B pea. [Ipukaza Munkynbtypsl PO ot 16.02.2009 N 68)

B cooTtBercTBUU ¢ myHKTOM 2 yactu | cratbu 4, yactu 5 ctatbu 14 denepanbHOro 3aKoHa
otT 22 okTsa0psa 2004 r. N 125-®3 "O6 apxuBHoMm nene B Poccuiickoit denepauun" (Cobpanue
3akoHoarenscTBa Poccuiickoit deneparuu, 2004, N 43, ct. 4169; 2006, N 50, ct. 5280)
MIPUKA3BIBAIO:

1. YTBepaute npunaraemsle [IpaBuiia opranu3anuu XxpaHeHusl, KOMIJIEKTOBAHUS, y4eTa U
UCTIOJIB30BaHUS JOKYMEHTOB ApxuBHOTO (oHIa Poccuiickoit denepanuu U Ipyrux apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX M MYHHUIIMIAIBbHBIX apXuBaxX, My3esix W OuOIMoTeKax,
opraHusanusax Poccuiickoil akageMnn Hayk.

2. KonTpons 3a wucnonHeHuem Hactosuero Ilpukaza BO3MOXUTP Ha 3aMECTUTENA
Munuctpa .M. AmyHna.

Munuctp
A.C.COKOJIOB
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[Tpunoxenue

IMPABUJIA
OPI'AHM3AILINU XPAHEHUSI, KOMILJIEKTOBAHUS, YUETA
U UCHOJB30BAHUSA JOKYMEHTOB APXUBHOI'O ®OHJA POCCUNCKOM
®EJIEPALIMA U IPYTUX APXUBHBIX JOKYMEHTOB B T'OCYJAPCTBEHHBIX
U MYHULUIIAJBHBIX APXUBAX, MY3ESIX U BUBJIMOTEKAX,
OPIAHM3AIIMSX POCCUMCKOM AKAJIEMAUN HAYK

CHucoK U3MEHSIOIMUX TOKYMEHTOB
(B pen. ITpukaza MunkynbTypsl PO ot 16.02.2009 N 68)

|. O01mre moIoXKEHNS

1.1. Hacrosamue enuueie IIpaBuia opraHu3anyvy XpaHEHUs, KOMIUIEKTOBaHMs, ydeTa H
UCTIOJIB30BaHUs TOKYMEHTOB ApxuBHOTO (oHaa Poccuiickoit deneparnyin 1 Ipyrux apXuBHBIX
JIOKYMEHTOB B TOCYJapCTBEHHBIX M MYHHULUIAIBHBIX apXMBax, My3esiX M OubIMoTeKax,
opranuzanusax Poccuiickoil akagemun Hayk (nanee - IlpaBuna) pazpaboTaHbl B COOTBETCTBHHM C
®denepanbHbiM  3ak0HOM 0T 22.10.2004 N 125-®3 "OO6 apxuBHOM jeine B Poccuiickoi
Oeneparuu" (Cobpanue 3akoHomarenbcTBa Poccmiickoit @eneparmu, 2004, N 43, ct. 4169) u
pacIpOCTPaHSIOTCS Ha TOCYAapCTBEHHbIE W MYHMILMIAIbHBIE apXUBbI, My3ed U OMOIMOTEKH,
opranuzanuu Poccuiickoil akanemun Hayk (apxuB PAH, HayuHble apXMBBl pEernOHaJIbHBIX
OT/ENIeHU W HayudHbIX LeHTpoB PAH, HayuHO-OTpacneBble U MemopuaibHble apxuBbl PAH,
OCYIECTBIISIIONINE IOCTOSTHHOE XpaHEHHe JOKyMEHTOB ApxuBHoro ¢onma Poccuiickoit
®enepanun) (nanee - apxXuBbl), KOTOpblE B COOTBETCTBUHM C 3aKOHOJATEILCTBOM Poccuiickoit
®denepaliii OCYIIECTBISAIOT TOCTOSHHOE XpaHEHHE IOKYMEHTOB ApxuBHOTo (hoHaa Poccuiickoi
Qdenepan, a TaKKE BPEMEHHOE XPAHEHHE NPYIMX AapXMBHBIX JOKYMEHTOB, IPHHATHIX OT
JIMKBUJIMPOBAHHBIX OPraHOB I'OCYJApPCTBEHHOH BJIAacTH, HHBIX FOCY/AapCTBEHHBIX OpraHoOB (Jayee
- TOCYJapCTBEHHbIE OpraHbl), OPfaHOB MECTHOI'O CAaMOYIIPABJICHUS U OpraHU3alMi.

1.2. Noxkymentsl ApxuBHoro ¢onaa Poccuiickoit denepauuu - apXuBHbIE JOKYMEHTHI,
IIPOLIEIIINE IKCIIEPTU3Y LEHHOCTU JIOKYMEHTOB, IIOCTaBJICHHBIE HA TOCYJIAapPCTBEHHBIN Y4eT U
MOJITIeXKAIINe TOCTOSHHOMY XpaHEHHUIO.

1.3. JIOKyMEHTHI IO IMYHOMY COCTaBY, & TAKXKE apXUBHBIE TOKYMEHTBI, CDOKH BPEMEHHOT'O
XPaHEHUs1 KOTOPBIX HE UCTEKIIN, OTHOCATCS K JPYTMM apXHUBHBIM IOKYMEHTAM.

1.4. T'ocynapcTBeHHbIE U MyHUIIUTNIAIBHBIE MYy3€U U OMOJIMOTEKH, MyHUIIMIIAIbHbIE apXUBBI
PYKOBOJCTBYIOTCSI HacTtosimuMmu IlpaBuimamMu Cc  y4eToM CBOEro IpaBOBOIO cCTaTyca H
0CcOOEHHOCTEH NesITeTbHOCTH.

1.5. Opranuzanus XpaHeHHUs, KOMIUIEKTOBAHMS, y4eTa U HCIIOJIb30BaHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepauy u Apyrux apXUBHBIX JOKYMEHTOB B (peliepaibHbIX
OpraHax HUCIOJIHUTEJIBHON BIACTH M OPraHMU3alMIX, OCYIIECTBISIIOIINX JEMO3UTAPHOE XPaHEHHE
JNOKYMEeHTOB ~ ApxuBHoro ¢ouma Poccuiickoit ®exepauuu, peryaupyercs JIpyruMu
HOPMAaTUBHBIMH [TPAaBOBBIMU aKTaMHU.

1.6. ®opmbl YYEeTHBIX M HHBIX JOKYMEHTOB apXHBOB, YINOMHHAaeMble B HACTOSILIMX
[IpaBuiiax © OTCYTCTBYIOIIME B TMPWIOKEHUSIX K HHUM, YCTaHABJIMBAIOTCS CIEUAIBHO
YIIOJIHOMOYEHHBIM (eiepaibHbIM OPTaHOM HCIIOJIHUTENIBHON BIAcTH B chepe apXUBHOIO Jea.

II. Opranu3zanust XpaHeHus TOKyMEHTOB ApXUBHOTO (oHIa
Pocculickoit denepanuu 1 Ipyrux apXuBHBIX JOKYMEHTOB B ApXUBE

2.1. B apxuBe nokymeHThl ApxuBHOro ¢onma Poccuiickoit Deaepanuu U Apyrue
APXUBHBIC HNOKYMCHTBI OPraHU3YIOTCA 110 HCTOPUYCCKU I/I/I/I.HI/I JJIOTUYCECKN CBs3aHHbBIM
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COBOKYITHOCTAM - apxXUBHBIM (oHmaM. [lo OTHOIIEHMIO K HEKOTOPHIM BHAAM AapXHUBHBIX
JOKYMECHTOB JIOITyCKaeTcs uX HeoHI0Bast opranusamus (cm. 1. 2.10).

2.1.1. Pa3HOBUAHOCTAMYU apXUBHOTO (POHIA SBISIOTCS:

apxuBHbII (OHJ TrOCYylapCTBEHHOI'O OpraHa, oOpraHa MECTHOIO CaMOYIIpaBlICHUS,
OpraHu3aliy, COCTOSALIMKA M3 00pa30BaBIIMXCA B IPOLECCE HMX JACATEIBHOCTH JOKYMEHTOB
ApxusHoro ¢honaa Poccuiickoit Deaepannu U Ipyrux apXuBHBIX TOKYMEHTOB;

OOBEIUHEHHBIH apXUBHBIA (OHJ, COCTOSIIMI W3 O00pa3oBaBIIMXCA B Ipolecce
NEeSITeIbHOCTH IBYX WM OoJiee OpraHu3alyii, a Takke TpakaaH JOKYMEHTOB ApXUBHOro (oHAa
Poccuiickoit @enepanui ¥ IpYruX apXUBHBIX JOKYMEHTOB, HMMEIOLIMX MEXAy COOOn
UCTOPUYECKH W/WIIH JIOTHYECKH 00YCIIOBICHHbIE CBA3H;

ApXUBHBIA (POH TMYHOTO TPOUCXOKIACHUS (CEMBH, POJIA), COCTOSIINI 13 00Pa30BaBIINXCS
B IIPOLIECCE JKU3HM M JEATCIBHOCTH OTIENbHOIO TIpakJaHUHA, CEMbHM, pPOAA aApPXUBHBIX
JIOKYMEHTOB, BKJIFOUCHHBIX B cOcTaB ApxuBHOro (¢onna Poccuiickoit denepanun.

K apxuBHOMYy (OHIY IPUPABHUBAETCS COBOKYIHOCTb OTJIEJIbHBIX JOKYMEHTOB APXHUBHOTO
¢onna Poccuiickoit @Denepauuu M JAPYruX apXUBHBIX JOKYMEHTOB, OOpa30BaBIIUXCS B
NEeSITeIbHOCTH  Pa3HbIX MCTOYHMKOB KOMIUIEKTOBaHUS apxuBa (¢poHgooOpaszoBareneil),
O0OBEAMHEHHBIX 110 OJIHOMY WJIM HECKOJIbKMM IpHU3HaKaM (TEMAaTUYECKOMY, HOMHHAJIBLHOMY,
00BEKTHOMY, aBTOPCKOMY, XPOHOJIOTMUECKOMY U APYTUM) (Jlajee - apXUBHasi KOJUIEKLIUSA).

2.2. Tlo crenenn meHHOCTH HOKyMeHTHl ApxuBHOTO (oHma Poccuiickoir Deneparuu
JIeNIATCS Ha IIeHHbIe, 0c000 LIEHHbIE U YHUKAJIbHbIE.

2.2.1. Bce oTHeceHHBbIE K cocTaBy ApxuBHOro (ponma Poccuiickoit depepanun JOKYMEHTHI
BHE 3aBUCUMOCTH OT HX IIPOUCXOXAEHHUS, BHJIAa HOCUTEINA, CTENEHU CEKPETHOCTH, MECTa
XpaHeHHs U GOPMBI COOCTBEHHOCTH SIBIISIFOTCS [IEHHBIMHU.

2.2.2. B cocraBe ApxuHoro ¢onna Poccuiickoii denepaiuu BbICISIIOTCS 0C000 IICHHBIC
JOKYMEHTBI, HMEIOLIUE HENPEXOAIlYyI0 KYJIbTYpPHO-UCTOPUUECKYI0 M HAY4YHYIO LEHHOCTb,
0c0o0yI0 Ba)KHOCTh JUIsl OOIIECTBAa M IOCYJapCTBAa M B OTHOLIECHMH KOTOPBIX YCTaHABIMBAETCS
0COOBIN PEKUM yUeTa, XPaHEHUS U UCIIOIb30BaHMSL.

2.2.3. B cocraBe 0c000 LIEHHBIX JOKYMEHTOB BBLIEISIOTCS YHUKAJIbHBIE JOKYMEHTHI, HE
uMerone cedbe MoJOoOHBIX MO cojepikamieiics B HUX HMHpopManuu U (WIM) UX BHEIIHUM
IpU3HAKaM, HEBOCIIOJIHUMBIE TpH yTpaTe C TOYKM 3peHHs UX 3HaueHUs u (Win)
aBTorpaduunocty (cm. 1. 3.7.4).

Koncynsrantlntoc: npumevanue.

B o¢unumansHOM TekcTe NOKYMEHTa, BHUJIMMO, JOMYIIeHa oOmedaTka: MyHKT 5.3.2 B
JIOKYMEHTE OTCYTCTBYET, 110 BOIIPOCY, KACAIOIIEMYCSI YHUUTOKEHNS ApXUBHBIX JOKYMEHTOB, CM.
NyHKT 4.3.2.

2.2.4. ApxuBHbBIE JOKYMEHTHl BPEMEHHOI'O XPaHEHUS, UMEIOIINECS B COCTaBE apXMBHBIX
GOoH/I0OB, B TOM 4HCJE OT JUKBUAMPOBAHHBIX OpPraHU3alUil, WM IOCTYNUBIINE B apXUBBI
BCJIEJICTBHE YPE3BBIYAHBIX OOCTOSTENBCTB, BBIACISIOTCS K YHUUYTOXXEHUIO B YCTaHOBJIIEHHOM
nopsiike (cm. 1. 5.3.2).

2.3. Ilo xareropusM JOCTyNa AapXWUBHBIE JOKYMEHTBHl JENATCA Ha OTKPBITHIE,
OTPaHMUYEHHOTO0 JIOCTYNa U Ha XpaHsAIIMecs Ha 0COObIX YCIIOBUSAX JIOCTYIA K HUM.

2.3.1. OTKpBITBIMU SBIISIFOTCS. BCE AapXUBHBIE JOKYMEHTBI, JOCTYI K KOTOPBIM HeE
OTPaHMYEH B COOTBETCTBUM C MEXKIYyHAPOAHBIMH JoroBopamu Poccuiickonn @enepannu,
3aKoHOAaTenbCcTBOM Pocculiickonn @enepanuu, a TakkKe B COOTBETCTBUHM C PACIOPSIKEHUEM
COOCTBEHHMKAa WJIM BIaJeNblla apXWUBHBIX JIOKYMEHTOB, HaxoJsAUIMXCd B  YacTHOU
COOCTBEHHOCTH.

2.3.2. K apXUBHBIM JJOKYMEHTaM OTPAaHUYEHHOTO JOCTYyIa OTHOCATCSA:

apXMUBHBIEC JTOKYMEHTBI, COJIEp KAILUE CBEIACHUS, COCTABIIAIOIINE IOCYJapCTBEHHYIO TalHY
WJIM MHBIE OXpaHsieMble 3aKOHOaTeIbCTBOM Poccuiickoit denepannu TailHbI;

apXHUBHBIEC JOKYMEHTHI, COACPIKALIUE CBEACHMS O JUYHOU U CEMEHUHOM TaliHe Tpa)KAaHUHa,
€ro YaCTHOM HU3HU, a TAKXKE CBEJICHMS, CO3/IAal0LINE Yrpo3y €ro 0€30IacHOCTH;



apXMBHBIC JTOKYMEHTBI, COOCTBEHHUKU WM BIIAJEIbIBI KOTOPBIX, IIepeaBas UX B apXHB,
YCTaHOBHWJIM B IOTOBOPE YCIOBHUS JOCTYIAa K HUM M X HUCIIOJIb30BaHMUS.

JlocTynm K yKa3aHHbIM apXUBHBIM JIOKYMEHTaM JI0 yTpaTbl MMH CEKPETHOCTH WJIU
KOH(MUICHIIMATBHOCTA, a TaKXe HUX HCIOJb30BaHUE OCYIIECTBIAIOTCS B YCTAHOBJICHHOM
HOPSJIKE.

2.3.3. OrpannumBaeTcs JOCTYH K MOJJIMHHUKAM 0CO00 IIEHHBIX, B TOM YHCIIE€ YHUKAIbHBIX,
JOKYMEHTOB M K JoKyMeHTaM ApxuBHoro ¢onna Poccuiickoit ®denepannu, Npu3HaAHHBIM B
nopsiake,  ycraHoBieHHoMm 1. 2.11.7.1  wactosmux  [lpaBuin,  HaxogsmuMmucs B
HEYIOBJIETBOPUTEILHOM (PU3UYECKOM COCTOSHUH.

(DOH,Z[I/IpOBaHI/Ie APXUBHBIX JOKYMCHTOB

2.4. Pabora no ¢poHIUPOBaHUIO (OMPEAETICHUIO, YTOUHEHHUIO (DOHIOBON NPUHAAIC)KHOCTH
ApPXUBHBIX JOKYMEHTOB M XPOHOJIOTMYECKUX TPaHUIl apXUBHBIX (POHIOB) OCYILECTBISETCS B
HMCTOYHHMKAX KOMIUIEKTOBaHUS apXuBOB ((poHI000pa3oBaresisax) B mpoiecce GopMupoBaHus aei
Ha OCHOBE HOMEHKJIATyp el U OTOOpa JOKYMEHTOB Ui Iepeladd Ha XpaHEHWe B apXuB, a
TaKK€ B apXWBaX - NPH ONUCAHUM TMPUHATHIX HEYMOPSIAOYECHHBIMH apXUBHBIX JOKYMEHTOB,
nepepaboTke HEYTOBJIETBOPUTEIHLHO COCTABIEHHBIX OIHUCEH, MPU CO3JIaHUU OOBEIUHEHHBIX
ApPXUBHBIX (DOH/IOB M apXWBHBIX KOJUICKIIUH, HCIIPABJIICHUN OMNOOK (POHIUPOBAHUS.

2.4.1. Onpenenenrie GOHIOBON MPUHAAIEKHOCTH apXUBHBIX JOKYMEHTOB 3aKIIOYaeTCs B
OTHECEHHH MX K apXMBHOMY (POHJy COOTBETCTBYIOMIETO (pOHI000pa3oBaTemNsl.

ApXUBHBIE JOKYMEHTBI, SIBJISIOIINAECS BXOASIIMMHU, OTHOCSATCS K apXUBHOMY (DOHAY TOTO
¢doHt000pazoBaressi, KOTOPbIN UX MOJTYUYHII.

ApPXUBHBIE JOKYMEHTBI, SIBISIOUINECS HUCXOIANIMMU KOMUSMHU (OTIIyCKaMu), OTHOCATCS K
apxuBHOMY (hoHIY TOrO (HOHI000pa30BATEIIS, KOTOPBIN SBISETCS HX AaBTOPOM.

ApXUBHBIE JOKYMEHTHl BHYTPEHHETO OOpallleHUsI OTHOCATCS K apXUBHOMY (DOHIY TOTO
dhoHI000pa3oBaTENSI, B KOTOPOM OHU CO3JIaHBI.

2.4.2. B cnyuae peopraHu3aiiy Wik JUKBUJAIINN OpraHU3aIlluy ¢ mepefadeii ee QyHKIU
BHOBb CO3JJaHHOWM OpraHW3aIlMy 3aKOHYCHHBIC MPOU3BOJICTBOM JIe€fia BKIIIOUYAIOTCS B apXWBHBIN
dboHI peopraHuzyeMod WIM JHUKBUANPOBAHHOW OpraHM3alMM, a HE3aKOHUEHHBIC Jena,
nepeaHHble JIi OKOHYAHHUS TPOU3BOJCTBOM OPraHU3alUHU-TIPABONIPEEMHHUKY, BKIIOUYAIOTCS B
ApXUBHBIN QOHT MOCTEeTHEN.

N3 apxuBHOrO (PoHIA JMYHOTO TPOUCXOXKICHUS APXUBHBIE JOKYMEHTHI OpraHU3alNH
BBIICTISIIOTCS. ¥ IPUCOEIUHSIOTCS K COOTBETCTBYIOIIEMY apXHUBHOMY (POHIY MIPH YCIOBUH, €CITU
ATOT apXWBHBIM (POHJI HAXOAUTCS HA XPAHEHWU B JAHHOM apXHBE M apXUBHBIE JTOKYMEHTHI
OpraHM3aIli HE CBS3aHbI C JIEATEIbHOCTHIO TPaKIAaHMHA, OOpPA30BaBIIETO ApXUBHBIN (OHT
JUYHOTO TpoucxoxaeHus. He monanexar BBIICICHHIO M3 apXUBHOTO (OHAA TpaXKJaHWHA -
PYKOBOIMTENS U YJieHa COOTBETCTBYIOIINUX OOIIECTBEHHBIX OPTaHHU3AINI apXUBHBIE JOKYMEHTHI
ATUX OOIIECTBEHHBIX OpTraHU3aIlHi.

2.4.3. Enunelit apxuBHBIN (DOHJ C ApXUBHBIMHA JJOKYMEHTAMHU OPTaHU3aIMHA COCTABIISIOT:

apXUBHBIC IOKYMEHTHI MPEJACTABUTEILCTB U (DUITNATIOB;

apXUBHBIE JOKYMEHThI COBELIATEIbHBIX OPTraHOB, CO3AaHHBIX MTPU OPraHU3alUN;

apXUBHBIC IOKYMEHTHI BPEMEHHBIX aJIMUHUCTPAINI OpraHU3aINK, HAXOSIICHCS B CTaIUN
0aHKpPOTCTBA;

apXWBHBIC JIOKYMEHTBI CO3JIaHHBIX TIPH OpPraHU3aIMU TEPBUYHBIX OOIIECTBEHHBIX
opranm3anii (3a wuckmouenuem opranumzamuii KIICC u BJIKCM), cymiecTBoBaBmIUX 0
MPUHATHSA 3aKOHOMaTenbcTBa Poccuiickoit deneparuu 00 001MIECTBEHHBIX O0BEAMHEHUSX;

apXHUBHBIE JOKYMEHTHI TUKBUIAIMOHHON KOMHCCUHM OpraHU3alnH.

ApXUWBHBIE JOKYMEHTHI  OOIIECTBEHHOW opraHm3anuu (mMpodCoro3HOW ©  Ap.),
CYIIECTBYIOIIEH P OpraHU3allii C MOMEHTA PEruCTPaIliy 3TOM 0OIIEeCTBEHHON OpraHu3aluy B
COOTBETCTBMM C  3aKOHOAATeNbCcTBOM  Poccuiickoit  @Depepanmmu 00  0OIIECTBEHHBIX
O0BEAMHEHUSAX, MIPU WX TMOCTYIUICHHHM HAa XpaHEHHE B apXUB COCTABISIOT CaMOCTOSTEIbHBIN



apXUBHBIN (POHJ WM MPUCOSAUHSAIOTCS K apXUBHOMY (DOHIY COOTBETCTBYIOILIEH OpraHHM3alluy,
00pasys 00beTMHEHHBIN apXUBHBIA (POH/I.

2.5. O0bearHEeHHBIN apXUBHBIN (oHI HOPMUPYETCS U3 APXUBHBIX JTOKYMEHTOB:

OpraHu3alyii, OMHOPOJIHBIX MO LEJEBOMY HA3HAYCHHUIO M (DYHKLUAM, NEHCTBYIOIIMX HA
OIIPEIEIICHHON TEPPUTOPHUH;

PYKOBOJAIET0 oOpraHa M IIOAYMHEHHBIX €My OpraHM3alui, JCHCTBYIOIIMX Ha
OIIPEIEIICHHON TEPPUTOPHUH;

opraHu3anuii, 00beIMHEHHBIX 00BEKTOM JIESATEIBbHOCTH;

MOCTIeIOBATEIbHO ~ CMEHSBIIMX  JpYyr  JApyra  OpraHu3auuii, ecim  (QyHKIUH
IIPEIUIECTBEHHUKOB ITOJIHOCTBIO WIIM YACTUYHO NEPENABAINCh U NIEPENAIOTCA UX IPEEMHUKAM;

IBYX WM Oojiee apXUBHBIX (DOHIOB JTUYHOTO MPOHMCXOMKACHUS, €CIIU T'Pa)KJTaHE CBSI3AHBI
MEXIy €000l OJU3KMMHU POJCTBEHHBIMH, HPOPECCHOHATIBHBIMH, TBOPUYECKHUMHM, J1€JIOBBIMU
OTHOLIEHUSIMH.

2.6. ApxMBHas KOJUIEKLIUS ITOCTYMAET B apXUB WM (OPMHUPYETCS B apXUBE U3 OTIEIIbHBIX
pPa3po3HEHHBIX ApPXUBHBIX JIOKYMEHTOB, HMEIOIUX MpH3HAKH O0OmHOCTH. VcTopuyecku
CJIOKMBILASACA apXMBHAs KOJUIEKLHs, IIOCTYNMBINAA U3 APYroro apxwusa, OT OpraHUu3alud WU
rpaxIaHNHA, TIepEPOHIUPOBAHUIO HE TTOIIICIKHUT.

2.7. ApXuBHBIE JOKYMEHTbI, C(HOpPMUpPOBAaHHbIE B AapXWUBHbIH (QOHA, 0O0BEINHEHHBIHI
apxuBHBIH  (QOHA WIM apXMBHYIO KOJUICKIIMIO, TepeOHIUPOBAHUIO HE  IOMJIEKAT.
[TepedonaupoBaHue apXUBHBIX JOKYMEHTOB JONYCKAETCS B HCKJIIOUUTENBHBIX CIydasx MpU
oOHapy>KeHHH OMUOOK (QOHIUPOBAHHUS, 3aTPYTHIIOMINX ITOMCK APXUBHBIX TOKYMEHTOB.

2.8. B 3aBuUCMMOCTH OT BpeMEHU 00pa3oBaHMS M IIPABOBOI'O CTaTyca HCTOYHHUKA
KOMIUIEKTOBaHUs ((hOHI000pa30BaTes) €ro apXuBHBIE JOKYMEHTHI IPUHUMAIOTCS B apXUB MU
KaK IMPOJIOJIKAIOIIAACA YaCTh yXKe MMEIOLIEerocs apXUBHOrO (POHJA, UM KaK HOBBIM apXUBHBIN
donz.

2.8.1. B cBsa3u ¢ npunstueM Koncrutynun Poccniickoit @enepanuu B 1993 rony:

2.8.1.1. HOBBIE apXUBHBIE (POH/IBI COCTABISAIOT APXUBHBIE TOKYMEHTBI:

OpraHoB 3akoHojaTenbHOW BiacTu Poccuiickoit ®enepanmuu u cyobekToB Poccuiickoit
denepannu;

OpPraHOB MCIIOJHUTENbHOM BiacTu Poccuiickoit @Penepanuu M pecnyOMK B COCTaBe
Poccuiickoit @enepanuu;

rinaB (ryOepHaTOpoB) KpaeB, obiacTeil, aBTOHOMHBIX OKpyroB Poccuiickoit denepanuu u
MX aIMUHUCTpaLU;

OTpacjeBbIX OpPraHOB MCIIOJHUTEIBLHOW BIacTH KpaeB, oOmacteif, MockBbl u CaHKT-
[TerepOypra, aBTOHOMHBIX OKpyroB Poccuiickoit denepanmu, eciu WX 3adaud U (PyHKIUU
W3MEHUIIUCH;

opraHoB cyne0Hoi Biactu Poccuiickoit @enepanuu;

OpPraHOB MECTHOI'O CaMOYIIPABJICHUS;

I'enepanpHOl npokypaTypsl Poccuiickoit @eaepanuu;

Cuetnoit nanarsl Poccutickoii @denepanuy;

HenTpansHoro 60anka Poccuiickoit ®enepanuu (banka Poccun);

IlentpanpHoii wu3buparenbHoil komuccuu Poccuiickoit depepanmu, H30UpPATENBHBIX
KOMHCCHI OPTaHOB rOCYJIapCTBEHHOH BiIacTH cyOhekToB Poccuiickoit deneparum.

Jonyckaercst (QopMupoBaHHEe OOBEAMHEHHBIX apXUBHBIX (POHIOB M3  apXUBHBIX
JIOKYMEHTOB M30MpaTeIbHbIX KOMUCCUH MO BEIOOpaM OpraHOB MECTHOTO CaMOYIIPaBJICHMUS;

2.8.1.2. equnble apXuBHBIE (POH/IBI COCTABIISAIOT APXUBHBIE TOKYMEHTHI:

OTpAaCJEBBIX YIPaBICHUN W OTJAEIOB MCIOJKOMOB COBETOB HAPOJHBIX JEIYTAaTOB Kpaes,
obmacreit, r. 1. MockBel u Cankr-llerepOypra, aBTOHOMHBIX OKpyroB PCOCP wu
COOTBETCTBYIOIIUX OTPACIEBBIX OpPraHOB MCIOJIHUTENBHOM BIAcTH KpaeB, oOiacTei, TI. T.
Mockssl u Cankt-IlerepOypra, aBToHOMHBIX OKpyroB Poccuiickoit deaepannu, eciiy ux 3a1a4u
1 QYHKIIMH OCTaIUCh O€3 U3MCHEHUS;

OpraHoB Cy[eOHOW BJIACTH U MPOKypaTyp pecnyOnuk, KpaeB, obmactei, I. . MOCKBBI U
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Cankr-IlerepOypra, aBTOHOMHBIX OKpPYroB, ropojioB u paiioHoB PCOCP u coOTBETCTBYIOLIMX
OpraHoB CyAcOHOW BJIACTH W MPOKYypaTyp B pecmyOnuKax, Kpasx, ooiactsax, r. T. MockBe u
Canxkr-IlerepOypre, aBTOHOMHBIX OKpyrax Poccuiickoii @enepannu, MyHUIMTIAIBHBIX paifoHax
U TOPOJICKUX OKpYyTax;

IIPEICTAaBUTENBHOIO U HCIIOJIHUTEIBHO-PACTIOPSIUTENBHOIO OPraHOB MYHHUIIMIIAIBHOIO
HOCENIEHUS.

2.8.2. B cBs3u ¢ mpeoOpa3oBaHHEM MYHHIMMIAIBHBIX 00pa3oBaHUi (MX OOBEAMHEHHEM,
pasziereHreM, a TaKkke U3MEHEHHUEM CTaTyca FOpOJICKOro MOCEIECHUs) HOBbIE apXUBHbIE (DOH]IBI
COCTaBJISIIOT APXUBHBIE JOKYMEHTBI CO3/JaHHBIX OPIaHOB MECTHOI'O CaMOYIIPABJICHUS.

M3MeHeHMe TIpaHMIl MYHUIMNAIBHBIX OOpa3oBaHUN HE SBISIETCS OCHOBAHUEM JUIS
CO3/IaHUSI HOBBIX APXHMBHBIX (POHJOB U3 APXMBHBIX JTOKYMEHTOB COOTBETCTBYIOUIMX OPraHOB
MECTHOI'0 CaMOYIIpaBJICHUS.

2.8.3. Ilpu peopranusamnuu OpraHU3aIi HOBbIC apXHUBHBIC (POH]IBI CO3JAOTCS B CIyUasX:

M3MEHEHHMSI L1eJIEBOT0 Ha3HAUYEHUs, PO(UIIst AesTeIbHOCTH U (YHKLIUN OpraHu3aluy;

npeoOpa3oBaHusl OpPraHM3alMU C W3MEHEHHEM (OpMBI COOCTBEHHOCTH HMYILECTBA
opraHu3anuu (IpuBaTH3alMsl, aKIUOHUPOBaHHUE, HALIMOHAIM3ALUSA U T.I1.).

N3 apxuBHBIX JOKYMEHTOB TOCYJAapCTBEHHOM WJIM MYHULMIAIBHOW OpraHu3aluy,
HOJBEpriueiicss MNpeoOpa3oBaHUI0O € HM3MEHEHHeM (OpMbl  COOCTBEHHOCTH HMYIIECTBA
OpraHM3ali, W  apXWBHBIX  JOKYMEHTOB  BHOBb  BO3HHUKIIEH  opranuzauuu(ii)-
IPaBONpPEEeMHUKA(OB) JlolycKaeTcsi (popMupoBaHue 00beJUHEHHOIO apXUBHOIO (OHIA B Cilyyae
nepeJayd apXUBHBIX JIOKYMEHTOB OpraHu3aluu(ii)-npaBonpeeMHUKA(0B) B TOCYJapCTBEHHYIO
WIA MYHULUIIAJIbHYI COOCTBEHHOCTb.

2.8.4. He siBisieTcst OCHOBaHUEM IS CO3/IaHUSI HOBOTO apXUBHOTO (hOH/IA:

paclIMpeHre WIM CYXEHHE TEpPUTOPHUAIBHBIX TI'paHUIl JESITEIbHOCTH WIM (YHKUUN
OpraHu3aluy;

BBIICJICHUE U3 OpPraHU3alliy OJHOM WIN HECKOJIBKUX HOBBIX OPTaHM3ALMN € Iepenadeii um
OTJIENbHBIX (PYHKIINI EPBON OpraHU3alUY;

MU3MEHEHHE NTOUYNHEHHOCTH OpraHU3aliy, €€ CTPYKTYpBl, IEPEMMEHOBAHNE UIIM BHECEHUE
M3MEHEHUH B Ha3BaHUE, HE COMPOBOXKIAIOLINECS U3MEHEHHEM ITEPBOHAYAIBHBIX (DYHKINIT;

CMEHa yupenuTensi(ei) opranuzanuu 06e3 u3MeHeHus: GopMbl COOCTBEHHOCTH HMMYIIECTBA
ATON OpraHu3alkH.

2.8.5. ApxuBHBIE JIOKYMEHTbl OpraHW3alM{, TMPEKPATUBIIEH CBOIO JEATEIbHOCTb
BCJIE/ICTBUE JIMKBUJAALMK, B TOM YHCIE IO MNPUYMHE YPE3BBIYAMHBIX OOCTOATEIBCTB WIIU
CTUXUIHBIX O€JCTBUH, a 3aTeM BOCCTAHOBIIEHHON C TEMHU k€ (PYHKIUSAMH, COCTABIISAIOT €IUHBIN
apXUBHBIN QOH/.

2.8.6. XpOHOJIOTUYECKUMH IPaHUIIAMH aPXUBHOTO (POHJA SBIISIOTCS:

apXuBHOTO (oHAA TOCYJAapCTBEHHOIO OpraHa, opraHa MECTHOI'O CaMOYINpaBJeHus,
OpraHu3allii - yCTaHaBJIMBAE€Mble HAa OCHOBE HOPMATHBHBIX aKTOB O(UIMAIbHBIE JaThl HX
o0Opa3oBaHus (perucTpanuu) 1 JMKBUAAMK. [Ipyu HadMUMK HECKOJIBKUX HOPMAaTUBHBIX aKTOB 3a
naty o0pa3zoBaHMs rOCyJapCTBEHHOT'O OpraHa, OpraHa MECTHOTO CaMOYIpPaBJICHUs, OpraHU3aluu
MPUHUMAETCS 1aTa Haubosiee paHHETO U3 HUX;

00BbETMHEHHOTO0 apXUBHOTO (pOHAA - JaThl 00pa3oBaHus (perucTpalym) Haubosee paHHeH
U JIUKBHJALMU HauOojiee MO3JHEH MO BpPEMEHH JESTeNbHOCTH OpraHMU3allli, JOKYMEHTbI
KOTOPBIX BOIIUIA B COCTaB 0OBEAMHEHHOTI0 apXUBHOTO (POHA;

apXUBHOTO (OHJA JTUYHOTO MPOUCXOXKACHUS - NaThl POKIACHHUS U CMEPTU IpaKIaHWHA,
YJICHOB CEMbU WJIM po/ia (110 aHAJIOTUU C 0ObEAMHEHHBIM apXUBHBIM (DOHIOM);

aApXUBHOM KOJUIEKIIMH - AaThl CAMOT'O PaHHET0 U CaMOro MO3AHET0 TOKYMEHTA.

XPOHOJIOTHYECKUE TPAHUIIBI APXUBHOTO (POHJ]a MOTYT HE COBIAJAATh C KpaHUMHM JaTaMu
COCTABJISIFOLIUX €0 aPXUBHBIX TOKYMEHTOB!

B (OHJIE TOCYAAPCTBEHHOT0 OpraHa, OpraHa MECTHOI'O CaMOYIPABJICHHUS, OPTaHNU3aLUH - B
CBSI3U C BO3MOXKHBIM OTCYTCTBHEM apXMBHBIX JOKYMEHTOB HA4aJbHOI'O W/MJIM 3aBEPIIAIOIIErO
JTaloOB  JEATEIBHOCTH TI'OCYAApCTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIpaBJlE€HUS,



OpraHu3aliiy, BKJIIOYEHHEM B cocTaB (oHIa Oonee paHHUX APXUBHBIX JIOKYMEHTOB,
NEPENAHHBIX Ul 3aBEPLICHUs IIPOU3BOACTBOM J€jla IMPEALIECTBEHHUKOM TI'OCYIapCTBEHHOIO
Oprasa, OpraHa MeCTHOIO CaMOYIIpaBJICHMsl, OpraHU3aluu;

B (OHJE JUYHOTO IMPOUCXOXKACHUS - 32 CUET JIOKYMEHTOB, CBSI3aHHBIX C OTKIMKaMH Ha
CMEPTH I'PaXIaHNUHA, IPOBEACHUEM NTaMATHO-IOOUIICIHBIX MEPOTIPUATHI U 1.

Opranu3anys apxuBHBIX JTOKYMEHTOB B IIpeiesiaX apXHUBHOTO (oHIa

2.9. B nmpenenax apxuBHOTO (POHJA apXHUBHBIC JTOKYMEHTHI OPTaHU3YIOTCS IO €IMHHUIIAM
XpaHEHHUS.

Enununsl XpaHeHUsT CUCTEMATH3MPYIOTCS COTJIACHO CXEME CHUCTEMaTH3allMd apXUBHBIX
JIOKYMEHTOB B apXUBHOM (hoHIe.

2.9.1. Cxema cucTeMaTH3allMd ApXHBHBIX JOKYMEHTOB B apXUBHOM (OHIE SBISETCA
OCHOBaHMEM Uil BHYTPEHHEM OpraHuzalMyd €JUHMIl XpaHEHHs apXuBHOro ¢GoHIa u
3aKpEIUIAETCS ONUCHIO (OMUCSAMH) JeTl, TOKYMEHTOB.

Cucrtematuzansi €JUHMIl XpaHEHUs B IpeAerax apxuBHOro ¢oHAa Mo pas3zaenam
(mozmpaszzmenaM) CXeMbl CHCTEMATH3alUU TPOBOAMUTCS C YYETOM OIHOTO WM HECKOJIBKHX
CJICAYIOIIMUX MPU3HAKOB:

CTPYKTYPHOTO (B COOTBETCTBHH C MPUHAUICKHOCTHIO €AMHUI] XPAHEHUSI K CTPYKTYPHBIM
HOJpPa3/ICJICHUSIM);

XPOHOJIOTUYECKOTO (IO MEPUOIaM HITH JTaTaM, K KOTOPBIM OTHOCSTCSI €IMHUIIBI XPAHEHUS);

(YHKLIMOHAIBHOTO, OTPAaciIeBOr0, TEMaTHYECKOro, IMPEeIMETHO-BOIPOCHOIO (C Y4EeTOM
(GyHKIMH OpraHU3alyy, TEM HIIM BOIIPOCOB, KOTOPBIX KAacaeTcsl COACP)KaHNE SIUHHI] XPAaHECHNU );

HOMHUHAQJIBHOIO (IO  JIeJIONPOU3BOACTBEHHOW (opMe - BHJIAM M Pa3HOBHUIHOCTSIM
JIOKYMEHTOB);

KOPPECTIOHIEHTCKOrO (110 OpraHu3alysM U JUIaM, B pe3yJbTaTe Nepeniucki ¢ KOTOPbIMU
00pa30oBaJINCh €AMHUIIBI XPAaHEHMS);

reorpaguueckoro (B COOTBETCTBUU C OIpPENEIEHHbIMU TEPPUTOPUSMH, HACEIEHHBIMHU
NYHKTaMH W JIPYTUMH TreorpaduyecKuMu OOBEKTaMH, C KOTOPBIMH CBSI3aHO COJIEpIKaHHE
JIOKYMEHTOB, UX aBTOPbI, KOPPECIIOHICHTHI);

aBTOPCKOTrO (MO0 Ha3BaHUSAM OpTraHM3aUWH WM (AMIUIUSM JIHI, KOTOPBIC SBISIOTCS
aBTOpPaMHU JOKYMEHTOB).

IIpn cucremaTmzanuu  €IMHHLl XPAHEHUS  ayJUOBU3YaJbHOM U  DJIEKTPOHHOU
JIOKYMEHTAIUH JIOTIOJIHUTEILHO UCTIONb3YIOTCS OOBEKTHBIA U (JOPMATHBIN MPU3HAKY.

EnuHunel XpaHeHHWs TPYNIHUPYIOTCS IIOCIEAOBAaTENIbHO TI0 MpH3HAKaM, NPUMEHEHHUE
KOTOPBIX SIBJSIETCS Hambosee I1enecoo0pa3HbIM JUIsl BCEX WM OTAEIbHBIX TPYII apXHUBHBIX
JIOKYMEHTOB apXUBHOTO (hoHAA.

JIOKYMEHTBI 110 JUYHOMY COCTaBY, a TaK)K€ HayYHO-TEXHUYECKHUE TOKYMEHTHI B apXUBHBIX
(doHIaX HAyYHO-HWCCIENOBATEIbCKIX OpPraHW3allii, PYKOIMCH B HW3JATEIbCTBAX, HCTOPUU
0osie3Hel B MEIUIIMHCKMX OpPraHM3alUsAX, aKThl MPOBEPOK B (hOHIAX KOHTPOJIBHBIX OPraHOB
BBIJIETISIIOTCSL B 0COOBIE TPYIIIBI M CUCTEMATU3UPYIOTCS 000CO0IEHHO.

ApXUBHBIE TOKYMEHTHI apXUBHOTO (POH/IA CEMbH, pOJia CUCTEMATH3UPYIOTCS BHAyaye I0
OTIENBFHBIM TpaXKJaHaM, JOKYMEHTHl KaXJO0TO TpaXJaHWHA - T[I0 pasfeliaM  CXEMBI
cucremMatuzanud. B apxuBHOM (OHIE ceMbH Ha TEpBOE MECTO BBIHOCATCS apXUBHBIE
JOKYMEHTHI HanOoJiee M3BECTHOTO TPAKAAHNHA, 3aTEM - APXUBHBIC IOKYMEHTHI WICHOB CEMBH B
HOpsi/IKE CTENEeHU pojcTBa. B apxuBHOM (oHJIIE posa apXUBHBIE TOKYMEHTHI PACIONArarTcs B
MOPSI/IKE TEHEATIOTHIECKOH TOCIIeI0BATEIbHOCTH, IPUYEM apXUBHBIC TOKYMEHTHI, OTHOCSIIIHECS
KO BCeMY poAay (TreHeasiornyeckue TaOJHIlbl, MMYIIECTBEHHO-XO3SHCTBEHHBIE TOKYMEHTBHI),
TIOMEIIAI0TCS B HaYale.

Enununesl XxpaneHus, BKIIOUEHHbIE B 00BbETMHEHHBIH apXUBHBIN (DOHJ, PacIoIaralTcs Mo
3HAYUMOCTH (HOHI000pa30BaTENCH, 110 XPOHOJIOTHH MX CO3JaHus, Mo ajndaBuTy HazBaHUU. J[is
apXUBHBIX (DOHJIOB OJHOTUITHBIX OpPraHU3alUN UCIIONIb3YyeTCs 00IIas cXxeMa CHCTeMaTH3alliu.



B npepenax apXuMBHOW KOJUIEKIIMM apXHMBHBIE JOKYMEHTBI OJHOIO BHUJA (pPa3HOBHUIHOCTH)
TPYIIHUPYIOTCS IO aBTOPCKOMY IPU3HAKY C PACHOJIOKEHHEM TIPYNI €IUHMI XpPaHCHHsS B
a(aBUTHOM TOPSAAKE Ha3BaHWH opraHM3anuii win GaMuimid rpaxnad. B mpeaenax apXxuBHOM
KOJUIEKLIUH, CO3/JaHHOM IO T€MaTH4YE€CKOMY IPU3HAKY, IPYIIIMPOBKA ApXMUBHBIX JOKYMEHTOB
IIPOBOJUTCA 10 TE€MaM WM BOIIPOCAM, PACIOJIOKEHHBIM B IOPSAAKE MX 3HAYMMOCTH WIIU
XPOHOJIOTHH.

B coorBeTcTBMEM CO CXEMOW CHUCTEMAaTHU3alUU CIMHULBI XPAHEHUs TIPYNIUPYIOTCS B
CJIEIYIOILEM ITOPSAJKE:

€AVHULbI XPAHEHUS OTHOCATCS K TOMY IOy, B KOTOPOM OHHU HAyaThbl IPOM3BOJICTBOM WM
B KOTOPOM HOCTYIWIM B JAHHYIO OpIraHU3alui0 (CTPYKTYpHOE MOJpa3/eleHue) U3 ApYyroi
OpraHu3anuu (CTPYKTYPHOIO OJpa3AesieHus) UIsl POI0JKEHUS IPOU3BO/ICTBA;

€IMHULIBI XPAaHEHUS, COJEPIKAIIME UIAHbl, OTYETHI, CMETHI U MaTEPHUAJIbl K HUM, OTHOCSITCS
K TOMY IOy, Ha KOTOPBIM WM 3a KOTOPBIM OHU COCTABJICHBI, HE3aBUCUMO OT JaThl HX
COCTAaBJICHUS; OJITOCPOYHBIE IIJIaHBl OTHOCSTCS K Ha4aJIbHOMY I'OJly UX JEWUCTBHUSA, @ OTYETHI 3a
9TH TOJBI - K ITOCIEAHEMY TOly OTYETHOTO IEPUOJIA;

€IMHULIBI XPaHEHHUs, HA4aThble IPOU3BOICTBOM B OJJHOM IIOIPA3JEJICHUN U NIEPEAAHHBIE [
IPOJOJDKEHHS B APYroe IMOAPAa3JIEIeHHE, OTHOCATCA K TOMY IOAPA3AEICHUI0, B KOTOPOM OHHU
ObUIN 3aKOHYEHBI;

B IpeJeIIax roja Wik XpOHOJIOTHYECKOTO NEPUOJa €AVMHMIIBI XPAHEHUS PACIIOIararoTcs 0
3HAYMMOCTU (PyHKIMM opraHu3anuu (Wi B MOPSAAKE 3HAUMMOCTU U JIOTMYECKON B3aMMOCBSI3U
BUJIOB U Pa3HOBUIHOCTEN JOKYMEHTOB);

€IMHUIIBl XPAaHEHUs, MpPEJCTaBIAIOIINE COOOH JIMYHBbIE Jeia, CUCTEMATH3UPYIOTCA IO
rojJlaM yBOJBHEHUS U aj(paBUTy (paMUITHd.

I'pynnbel  eaMHUIl XpaHEeHUs B IpeAenax NOCIeIHUX (3aBeplUaoLINX) CTYyNEHeiH
CHUCTEMAaTU3alUHU PACTIPEEIISIOTCA 110 X 3HAYMMOCTH WJIA XPOHOJIOTHH.

Hedonnosas opranu3zanus apxuBHBIX T0KYMEHTOB

2.10. Hedonnoasi opranusanusi apXUBHBIX JOKYMEHTOB - OpraHu3allis CO3/IaHHBIX B
JEATEIIBHOCTH PA3JIUYHbIX HCTOUHUKOB KOMIUIEKTOBAHUS ayINOBU3YaAJIbHBIX JOKYMEHTOB (KHHO-
, (oTo-, poHO- W BHUIECOJOKYMEHTOB) IO WX BHJaM, OJHOMY WM HECKOJIbKUM BHEIIHUM
npU3HaKaM (LIBETHOCTH, MaTepHajay HOCHTeNs HMH(popMmaiuu, ero ¢opmary, CUCTEME 3alucu
3BYKOBOM MH(pOpMAIUH U Ip.).

KHHOIOKYMEHTBI U BHJICOJOKYMEHTBI CHUCTEMAaTH3UPYIOTCS 1O BHJIAM - (HUIbMBI,
CHEIBBITYCKH, KUHOXXYpPHAJbl, OTAEIbHbIE KMHO- M TEJIECIOKEThl pa3iuyHol nBeTHOcTH. Ha
KMHOJOKYMEHTBI U BUACOJOKYMEHTBI ONPEJEIIEHHOTO BUAA COCTABIISECTCS OTIENIbHASI OIUCH.

@DOTOIOKYMEHTBl CHCTEMATU3UPYIOTCS 10 BUJAM - HEraTUBBl Pa3IMYHOW IBETHOCTU U
pasmepa; crlaiapl (AMANO3UTHBBI) PA3TUYHOM [BETHOCTH; IMO3UTHUBBI, (DOTOOTIIEUATKH;
dotoans0ombr, auaduiabMbl. Ha (HOTOMOKYMEHTHI ONpENeNeHHOTO BHAA COCTaBIISICTCS
OTJIE/IbHAsSI OITUCH.

@DOHOOKYMEHTBl CHUCTEMATU3UPYIOTCA 10 BHUJAM 3alMCH 3BYKOBOM HH(pOpMauuu -
¢donorpaduueckas, rpamMmmooHHas, MOPUHO(DOHHAS, ONTHYECKas, MarHuWTHas, ja3epHas. Ha
(OHOJJOKYMEHTHI OMPEIEIIEHHOTO BUIA 3allUCH COCTABIISETCS OTAENIbHAS OMKCH.

DJNEeKTPOHHBIE JIOKYMEHTBl CHCTEMAaTH3UPYIOTCA 10 BUAAM HOCHTENed HHbOpMaIu
(MarHUTHBIE JICHTBI, JJA3epHBIE U )KECTKHE TUCKU, KOMIAKT-AUCKH, TUCKETHI); BHYTPU BUJIOB - 110
dopmaram mpencraBieHuss HMHGOpMAIMM W Jalee - MO XapakTepy 3adUKCHPOBAHHOMN
uH(pOpMaLIUH.

ObecrnieueHne COXpaHHOCTH apXUBHBIX JOKYMEHTOB

2.11. Kommiekc MepomnpuaTHA IO CO3AaHHI0 HOPMATUBHBIX YCIOBUM, COOJIIOJICHUIO
HOPMATHUBHBIX DPEXKMMOB M HAJIEXKallled OPraHu3aluyd XPAaHEHHs APXUBHBIX JTOKYMEHTOB,



UCKITIOYAIOIINX MX XWIIEHUE W YTpaTy U 00ECNeUMBAIONIMX TOJACPKAHUE WX B HOPMAILHOM
(bU3NYECKOM COCTOSIHUU, 00ECIIEUNBAET COXPAHHOCTh APXUBHBIX IOKYMEHTOB B apXUBE.

ObecrieyeHrie HOPMATHUBHBIX YCIIOBUHN XpaHEHUS
APXUBHBIX JOKYMEHTOB

2.11.1. HopmaTuBHBIE YCIOBUS XPAHEHUS! ApXUBHBIX JTOKYMEHTOB 00ECIIEYNBAIOTCS:

CTPOUTENIBCTBOM, PEKOHCTPYKLIMEH U PEMOHTOM 3/1aHUI apXUBOB,;

CO3/IaHHEM  ONTHMAJbHBIX  (HOPMAaTUBHBIX)  IMPOTHUBOIIOKAPHOIO,  OXPAHHOIO,
TeMIIepaTypHO-BIa)KHOCTHOI0, CBETOBOI'O U CaHUTAPHO-TUTMEHUYECKOT0 PEXHMMOB B 3/1aHUH U
IIOMEILEHUSX apXUBa;

IIPUMEHEHUEM CIELMATIbHBIX CPEJICTB XPAaHEHUs U MEPEMELICHUs] apXUBHBIX JOKYMEHTOB
(cremnaxku, mkadsl, ceribl, KOPOOKH, ANKH U Ap.).

Tpe6OBaHI/I$I K 3JaHUAM U ITIOMCIHICHUAM apXHBa

2.11.1.1. Apxus paszMeraercs B CIIELIUAJIbHO HOCTPOEHHOM(BIX) WU
MPUCTIOCOONCHHOM(BIX) Ui XPaHEHUS apXUBHBIX JIOKYMEHTOB 3JaHHUH(SX) WU OTAEIbHBIX
MOMEIICHUSX 3JaHus, yOaJeHHOM(BIX) OT OMNACHBIX B TIOKAPHOM OTHOIICHUH OOBEKTOB
(nedrexpanunuina, 6E€H30KOJIOHKH, aBTOCTOSTHKH, Tapaky U T.I.) U MPOMBIIUICHHBIX 00BEKTOB,
3arps3HSIOIMX BO3AYX (arpeccWBHBIE Ta3bl, LEMEHTHas 0L © T.1.). llpurogHocts
MECTOPACIOJIOKEHUS apXUBa ONPEENISIETCA C YIETOM 3aKII0YSHHH CITYKObI M0KapHOU OXpaHbl
¥ CaHAMHIEMCTAHIIH O CTETICHN 3arPs3HEHHOCTH BO3/yXa.

CTpouTenbCTBO M PEKOHCTPYKIMS 3JaHUS apXuBa IMPOHU3BOASTCS B COOTBETCTBHH C
HOPMATHUBHBIMU TIPAaBOBBIMH aKTaMH, COACPKALIMMU TPeOOBaHHS K OOBEKTaM TEXHUYECKOTO
peryaupoBaHus M MPOEKTHOW JIOKyMEHTallMeH, COINIaCOBAHHOM C  COOTBETCTBYIOIIUM
YIIOJITHOMOYEHHBIM OPTaHOM HCTIOTHUTEILHOM BJIAcTH B cpepe apXuBHOTO JeTa.

31aHue apxuBa MpeJACTaBiIsAeT COOOW KOMIUIEKC OCHOBHBIX W BCIIOMOTATENIbHBIX
MIOMEIICHUH, MperHa3HAUYEeHHBIX JUIS BBITIOJHEHUS 33734 apXWBa IO XpaHEHHI0, 00paboTke,
UCMOJIb30BAaHUIO  apXUBHBIX JOKYMEHTOB M 3ajad  aJMMHUCTPATHBHO-XO3SHCTBEHHOTO,
TEXHUYECKOTO, OBITOBOTO XapakTepa, OTBeYaTh TPEOOBAHWSAM pAIMOHAIBHON IJIAHUPOBKH
ITOMEILEHH.

CocraB, pacnoyiokeHHe, 00OpyJAOBaHHE TOMEIICHH OCHOBHOTO HAa3HAYECHHS JIOJKHBI
o0ecreunBaTh COXPAaHHOCTb APXUBHBIX JOKYMEHTOB Ha BCEX ydyacTKax pabOThl C HUMH,
coOnrofieHre TpeOOBaHMN TEXHOJOTMM paboT, OXpaHbl Tpyda, TEXHUKH O€30IaCHOCTH U
IPOM3BOJICTBEHHON CaHUTapuu, a TakXKe palHOHAIBHOE B3aMMOJEHCTBHE IO/pa3AeiIeHUui
apxuBa. K moMenieHnsM 0CHOBHOTO Ha3HAYE€HUSI OTHOCSTCS:

apXMBOXPAHMIHUINA;

paboune nmomemnieHust pabOTHUKOB apXHBa;

MOMENICHUsT [UId TpHEeMa W BPEMEHHOTO XPAaHEHWs, AaKKIMMAaTH3alMM apXUBHBIX
JIOKYMEHTOB;

MOMEIICHUs I W30JLUM, Je3UH(PEKIMH W JAE3HMHCEKLUUH TMOPAKEHHBIX apXUBHBIX
JIOKYMEHTOB;

MOMENICHUS IS 00eCTIbTMBaHMS, TIepeIlieTa U PeCTaBpaIlii apXUBHBIX JOKYMEHTOB,;

MOMEMICHUS JIUIsl KOMUPOBAHUS M PECTaBPAIlMM apXHMBHBIX JTIOKYMEHTOB (MHUKpO-, KCEpO-,
¢doroxonupoBanus, GoTOpeCTaBpalvy U T.I1.), 0OPaOOTKHU IMJICHKH M MPOBEIECHUS TEXHUYECKOTO
KOHTPOJISI ayIMOBU3yaTbHBIX JOKYMEHTOB;

MOMEIICHUS JJIS1 XPAHEHUs YUETHBIX JOKYMEHTOB;

KOMIUIEKC YUTAIBFHOTO 3aJa (C Y9aCTKaMH BBIIAYH JeNl U CIIPAaBOYHO-TIONCKOBBIX CPEICTB,
BPEMEHHBIM XPaHUJIHUILEM);

Hay4YHO-CITpaBOYHAs ONOINOTEKA;

METOINYECKUN KaOUHET;



BBICTABOYHEBIN 3aI.

Pa3memnienne apxuBa B TPHUCIOCOOJICHHBIX 3[QHUAX W TOMEIICHHSIX IPOU3BOJIUTCSA B
YCTAaHOBJICHHOM TOPSIIKE IIOCJI€ MPOBEACHMUS] HX OSKCHEPTHU3bl. DKCIEPTH3a YCTAHABIIUBACT
CTENEeHb OTHECTOMKOCTH 3J/IaHMs, JOJITOBEYHOCTh €r0 OCHOBHBIX KOHCTPYKIMA M TPOYHOCTH
MEKATAKHBIX MEPEKPBITUN C YUETOM MOTEHUMAIBHBIX HArPy30K, COCTOSHUE IMOMEILICHUIN 31aHus
(MOATaXHBIX, TMOJBAJIbHBIX, YEPAAYHbIX), HAJUYME W COCTOSIHUE OTONHTEIbHBIX U
BEHTWIALIMOHHBIX CHCTEM. OKCIEepTH3a IPOBOJIUTCS MPEACTABUTEISIMU apXHBa, MOKAPHBIX,
OXpaHHBIX, CTPOUTEIIbHBIX, CAHUTAPHO-IIUICMHUOIOTHYCCKIUX M JPYTUX CIHEIUAIbHBIX CITYXKO.
ITo uroram skCepTU3bI COCTABIISIETCS AKT.

He nomyckaercs pa3MmelieHHMe apXuBa B BETXUX CTPOCHHUAX, JEPEBSHHBIX IMOCTPOMKAX,
3JaHUAX C CBIPBIMHM OCHOBHBIMH, [OJBAJIbHBIMU, YEPAAYHBIMU NOMEUIEHUSIMU, NEYHBIM
OTOIIJICHHEM.

[IpennasHaueHHble  JUIsi  XpaHEHUS  ApPXMBHBIX  JIOKYMEHTOB  TIOMEUIEHUS B
MPUCTIOCOOICHHBIX 3/IaHUSAX JODKHBI OBITh M30JUPOBAHBI OT OCTAJIbHBIX MOMEIICHUIN 37aHUs.
He pomyckaercsi pa3menieHWe apXMBHBIX JOKYMEHTOB B IOMEIICHUSAX 34aHUsA, 3aHSITOrO
cinyx0aMu OOIIECTBEHHOTO MUTAHUS, MUIIEBBIMU CKJIaJlaMH, OpPraHU3alUsSMHU, XPAHALIUMU
MOXKApPOOIMACHbIE W arpecCMBHBIC BEIIECTBA WJIM IPUMEHSIONMMH TMOKAPOONACHbIE H
XMMHYECKHE TEXHOJIOTHH.

TpeGoBaHus K apXUBOXPAHUITUIILY

2.11.1.2. ApxuBoXpaHWIHUIIE TOJDKHO OBITh MaKCHMaJbHO YIaJ€HO OT JabOpaTOpPHBIX,
NPOM3BOJICTBEHHBIX, OBITOBBIX IOMEUICHWH apXWBa W HE HMETh OOMUX C HHUMH
BEHTWISILIMOHHBIX KaHAJIOB. APXMBOXPAaHUIIMILE OTAENSETCS OT COCEJHUX MOMEIICHUN apXuBa
HECTOPAa€MbIMHU CTEHAMU M MEPEKPBITUAMHU C MpEeAeSIaMU OTHECTOMKOCTH HE MEHEE JBYX YacOB.
B apxuBoxpanunuine He AOMyCKaeTcs MPOKIaaka TpyO0 BOJOCHAOXKEHHMS W KaHaTU3alluHy,
TE€XHOJIOTUYECKHE NN OBITOBBIE BHIBOJIBI BOJIBI.

[Ipy  TOpOEKTUPOBAaHWMU  pa3MEIIEHUS aApPXUBOXpPAHWIWIA B  CHEIHMATBLHOM  WIU
MPUCTIOCOOIEHHOM 3JaHUU NPEANoUTeHHE (IIPU PaBHBIX TEIUIOBBIX XapaKTEPUCTUKAX) OTIAETCS
MIOMEILEHUSAM C CEBEPHOU OPUEHTALUEN OKOH.

Matepuansl  TOKPBITHSL ~ CT€H,  MOJOB,  IOTOJKOB,  BHYTPEHHEH  apMmarypbl
aApXUBOXpAHWIUIIA, TMPUMEHSEMbIE MPH HW3TOTOBICHUH OOOPYAOBAaHUSA U CPEACTB XpaHEHUS
apXUBHBIX JOKYMEHTOB, HE JOJDKHBI COOMpaTh MbUIb, OBITh €€ MCTOYHUKOM HJIM BBIIEIATH
arpecCUBHBIE XMMUYECKHE BELIECTBA.

ApPXUBOXpaHWIHILE JIOJDKHO HMETh €CTECTBEHHYIO WJIM MCKYCCTBEHHYIO BEHTHJISALUIO.
CucTteMbl KOHAMIIMOHUPOBAHUS JODKHBI 00€CeunBaTh PELUPKYIIAIMIO BO3yXa ¢ KPaTHOCTBIO
oOMeHa 2 - 3, cTaOUIIBHOCTD TEMIIEPATYPHO-BIAXKHOCTHOTO PEKMUMA, OUHUCTKY BO3JlyXa OT MbUIN
U arpecCUBHBIX IMpPHUMECEH, a TakKe OTBEYAaTh COBPEMEHHBIM TPEOOBAaHHMSIM KOMIIAKTHOCTH M
HKOHOMUYHOCTH.

BricoTa apXuBOXpaHUIIHIA 3aBUCUT OT TEXHOJIOTUYECKOTO 000PYAOBaHUS, IPUHATOTO IS
XpaHEHUs! apXUBHBIX JJOKYMEHTOB, HO HE MeHee 2,25 M /10 HM3a BBICTYNAOIIUX KOHCTPYKIUH H,
KaK MPaBUJIo, HE BBIIIE 4 M.

ApPXHUBOXpaHWIHILE JOJKHO UMETh yI0OHBIE BHIXO/IBI K TU(PTAM U JIECTHUYHBIM KJIETKAM.

He nomyckaercst xpaHeHue (poHO-, BUJEO- U IJIEKTPOHHBIX JOKYMEHTOB Ha HOCUTENSAX C
MarHUTHBIM pabO4YUM CJIOEM B AapXMBOXPAHWJIHUINE C TMAapa3UTHBIMU TOCTOSIHHBIMU WU
MEePEeMEHHBIMH MarHUTHBIMU TIOJISIMU HampshKeHHOCTRIO Oonee 400 a/m.

ApXUBOXpaHWIMILE ApPXHUBHBIX JOKYMEHTOB Ha HHUTPOOCHOBE (OMAacHOM, Toprodeii)
TEPPUTOPUAIBHO OTAENSAETCS U W30JMPYETCs OT JAPYTUX apXMBOXpaHWIMIL. B HukHEell 30He
apXMBOXpAaHWIWIA  ApXMBHBIX  JOKYMEHTOB  Ha  HUTPOOCHOBE  IpEyCMaTpPUBAETCS
JOTIOTHUTEIIbHAS BBITSKKA BO3/yXa.

HopmaTtuBHBIE peKUMBI XpaHEHUsI APXUBHBIX JJOKYMEHTOB.



IIpoTHBOMIOKAPHBIN PEKUM

2.11.2.1. IlpoTruBOmOXKapHbI pPEXUM B 3HAaHUU(SX), A€ pa3MELIACTCs apXuB, U B
apXMBOXPAHWIHUINAX PErIAMEHTHPYETCS COOTBETCTBYIOUIMMHM HOPMAaTHBHBIMU IIPABOBBIMHU
aktamu Poccuiickoit @enepanuu B 061acTu NoXKapHOH 6€30MaCHOCTH.

OxpaHHBIN peXUM

2.11.2.2. OxpaHHBI{ PEXUM apXHBa 00ECIEUYNBACTCS KOMILJIEKCOM MeEp MO 00ECIIeYeHHIO
MH)KEHEPHO-TEXHUYECKON YKpPEIUIEHHOCTH, OOOpYIOBAaHUIO 3JaHUsA (IIOMELIEHHs) apXuBa
CpPEICTBAMU OXpaHHOW CUTHAIM3ALMU, OpraHM3alMu I10CTa(0OB) OXpaHbl, OIEYATHIBAHUIO
IIOMEIIEHUH, COOIOACHNI0 BHYTPHOOBEKTOBOIO U MPOIYCKHOIO PEKHUMOB, XPaHEHHUIO KIHOuei
OT CITY»KEOHBIX MOMEIICHUH.

TpeGoBanust K apXUBOXPAHUIMILAM U JPYTUM IMOMEIIEHUSAM apXUBa, B KOTOPBIX XpaHATCA
CEKpETHBIC apXUBHBIE JJOKYMEHTHI U IPOBOJATCS pabOTHI C HUIMH, YCTAaHOBJICHBI HOPMAaTUBHBIMU
IIPaBOBBIMH JIOKyMEHTaMHU M0 00ECIIeUeHHIO peskuMa cekpeTHocTu B Poccuiickoit deneparuu.

Opranuzanys OXpaHbl apxuBa OCYLIECTBISETCS B COOTBETCTBUU C TpeOOBaHUSIMU
3aKOHOJATEIbHBIX U MHBIX HOPMATHUBHBIX IIPABOBBIX akToB Poccuiickon denepanuu, a Takxke
WNHCTpyKIMu O MOpsAJKE OCYHIECTBIEHUS OXpaHbl apXHBa, COIJIACOBAHHOM B YCTAHOBJIEHHOM
MOPSIKE C OCYIIECTBISAIOIUM OXPaHy apXuBa MOJAPA3CIEHUEM U COOTBETCTBYIOIUM OPraHOM
BHYTpeHHUX Jien Poccuiickon @enepannu.

Oxpana apxuBa OCYILIECTBJISIETCI Ha OCHOBAaHUM JIOTOBOpAa MEXKIY apXWBOM H
COOTBETCTBYIOIUM TOJPA3/ICIICHUEM OXPaHbI, B KOTOPOM IPEIyCMaTPUBAIOTCS 00s3aTeIbCTBA
CTOPOH IO OXpaHE apXuBa, COOJIOJEHHIO BHYTPUOOBEKTOBOTO M IPOIYCKHOI'O PEKUMOB,
IIPEAYCMAaTPUBAIOIIMX B TOM YHUCIIE JOCMOTPOBBIE MeponpusaTys. [lepedeHs nomeleHmnii apxusa,
000pyyeMBIX CPEICTBAMU OXPAHHON CUTHAIM3ALUHU, IPUMEHSIEMble MHKEHEPHO-TEXHUYECKHE
CpencTBa, BUJ, YCIOBHUS OXPaHbl M JMCIIOKALMS IOCTOB ONPENEISIIOTCA YCIOBHAMHU JOTOBOPA
UCXO0/ M3 NMPHUHLMIIOB HAJAEKHOCTH U 3KOHOMUYECKOH OOOCHOBAaHHOCTH Tapu(oOB, a TaKXkKe C
Y4E€TOM IIOJIO)KEHUH MEKBEJOMCTBEHHOIO aKTa o0OcleloBaHUs apxuBa U TpeOOBaHUU
HOPMAaTHUBHBIX ITpaBOBbIX akToB MBI Poccun.

OO0s13aTeIbHOMY OCHAILIEHUIO CPEJICTBAaMU OXPaHHOW CHUTHAJIM3allMd M OIEeYaThbIBAaHHUIO
MOJJIEXKAT APXMBOXPAHUIIMINA M MTOMEIIEHUS, B KOTOPBIX IOCTOSHHO MM BPEMEHHO XPaHATCS
apXUBHbIE TOKYMEHTHI, a TaKK€ MaTepHalIbHbIe LIEHHOCTH, aBapUilHbIe U 3allaCHbIE BBIXOJbI U3
3/1aHUs AapXUBA, OCHOBHOW BXOJI IIPU OTCYTCTBHH KPYIJIOCYTOYHOT'O TIOCTA OXPAHBI.

OnedaThIBaHUIO MOJUIEkKAT METaNIMYecKue IKadbl U cel(bl, I71e€ BPEMEHHO XpaHSATCS
BBIIaHHBIE U3 APXUBOXPAHMIIUIL APXUBHBIE JOKYMEHTBHI, YUYETHBIE JIOKYMEHTBHI U HAy4HO-
CIIPaBOYHBIN ammapar, €CJIM OHU HaXOJASTCS B HEONEUaThIBAEMbIX TOMEIIECHUSX.

ApXVMBOXpaHMJIMIIA W JAPYyTH€ INOMELIEHUs, TA€ MOCTOSHHO WJIM BPEMEHHO XpaHSTCA
apXUBHbIE TOKYMEHTbI, 000PYAYIOTCS IBEPSIMH C MOBBIIIEHHOW TEXHUYECKON YKPEIIEHHOCThIO
IIPOTUB BO3MO>KHOT'O B3JIOMa, OCHALLICHHBIMU 3aMKaMH ITOBBIIIEHHON CEKPETHOCTH.

Bcee sx3eMmisipsl kimrouel (3a MCKITIOYEHHEM OTHOCSIIMXCS K TOMEUICHHSIM, Ha KOTOphIe
pacIpoCTPaHSIOTCs CHelHaIbHbIe TPEOOBAaHUS PEKUMa CEKPETHOCTH) YUUTHIBAIOTCS B JKypHaJIe
perucTpalMM KJIIOYEeM K 3aMKaM [IOMEIIEHWHA apXWBa, BEJECHHE KOTOPOro IPHUKa30M
PYKOBOAMTENS apXHWBa BO3JIAra€Tcsi Ha OTBETCTBEHHOE JOJDKHOCTHOE JMIO. B ykaszaHHOM
KypHaJle OTMEYaeTcs, y KOro M3 pab0OTHHUKOB apXuBa HMEIOTCS KIHOYH OT KaXAOro H3
MOMEIIEHUH, ¢ pacCIMCKON paOOTHHUKA B MOTYYEHUH dK3EMIUIpa KIH0Ya.

Ko Bcem momenieHusiM apxuBa, OCHAIIEHHBIM 3aMKaMH, JOKHO OBITh HE MEHee ABYX
KOMILJIEKTOB KIIFOYEH, OJJMH U3 KOTOPBIX OCTOSHHO HAXOAMUTCS B CIIyX0e OXpaHbl apXHBa.

[Topsnox xpaneHus kitoueit B paboyee U Hepabouee BpeMs, MOJIyUEHHUs KIIIoUel B City:x0e
OXpaHbl, Cla4YM KIOYeH U TOMEIIEHHH MOJ OXpaHy YCTaHAaBIMBACTCSA WHCTPYKIMEH 00
OXPaHHOM PEKUME apXHUBa, YTBEP/KICHHON B YCTAHOBJICHHOM IOPSIKE.

ApXUBOXpaHWIHIIE B pabodee Bpems, €cll B HEM HE paboTaioT COTPYTHHKH, JOJIKHO



ObITh 3aKkpbhITO Ha Kio4. Kiroum oT apxuBoxpaHwiHiia B pabouee BpeMs HaxoIsATca Y
3aBEYOIIETO apXUBOXPAHIIIUILEM WIIU JINIIA, €T 3aMEIIAIOIIEero.

B apxuBoxpaHmiMie HMEIOT MpaBO AOCTyHa 3aBEAYIOIIMA W PaOOTHUKH JTAHHOTO
apXMBOXPAaHWININA, & TaK)KEe PYKOBOAWUTENb apXvuBa M €ro 3aMECTUTENH, IJaBHBIM XPaHUTEIb
¢onnoB. CIUCOK JIUI, UMEIOIIKX MPABO JOCTYNA B apXUBOXPAHMIIUINE, OOHOBIISIEMBIN TT0 Mepe
HEOOXOIMMOCTH, JOJDKEH HAXOIUThCA Ha IIOCTy OXpaHbl. Bce npyrume pabGOTHUKH apXuBa
JIOMyCKAIOTCS B ApPXMBOXPAHWIMIIE  TOJNBKO B CONPOBOXKICHHM  3aBEAYIOIIETO
apXMBOXPAaHWIUILEM WIM JIMI@, €ro 3aMemaromero. MHple nauma pomyckaroTcst B
ApPXMBOXPAaHWIHUIIE B HCKIIOYUTENBHBIX CIIy4asX TOJBKO IO MHUCHBMEHHOMY pa3peIieHUIo
PYKOBOJICTBA apXHBa M B COIPOBOXJICHHUU 3aBEAYIOIIEr0 apXMBOXPAHWIMIIEM WU JIMIA, €ro
3aMEIaroIETO.

BeiHOC M3 apxuBa apXUBHBIX JOKYMEHTOB, MaTEpHAIbHBIX LEHHOCTEH M KHUT Hay4YHO-
CIIPaBOYHON OMOJIMOTEKH, a TAaKXKEe HAy4HO-CIIPABOYHOIO ammapaTra pa3pelraercs TOJNBKO IO
CIeUaIbHBIM MIPOITYCKaM, BBIIaBAEMbIM B YCTaHOBJICHHOM TTOPSIZIKE.

TemnepaTypHO-BIaXKHOCTHBINA PEKUM

2.11.2.3. B apXuBOXpaHWIHILE AapXUBHBIX JOKYMEHTOB Ha OyMakKHOH OCHOBE,
000py/IOBaHHOM CHCTEMaMU KOHJMIIMOHMPOBAHUSA BO3/yXa, MOJJIEPKUBACTCS HOPMATHUBHBIN
TEMIIEpaTypHO-BIAXKHOCTHBIA pexuM: Temreparypa 17 - 19 °C, oTHocuTenbHasi BIaXHOCTb
Bo3ayxa 50 - 55%.

TemnepaTypHO-BIaXXHOCTHBIE TapaMeTpbl BO3AyXa MJii JOJITOBPEMEHHOIO XpaHEHHS
ayIMOBU3YAJIbHBIX U DJIGKTPOHHBIX JOKYMEHTOB JIOJDKHBI ~COOTBETCTBOBATh HOpMaM,
MPUBEICHHBIM B Ta0JIHIIE:



Bun noxymenra

Temnepartypa, rpaa. C

OrHOCUTENbHASA BIAKHOCTD

BO31yXa, %
4yepHO-0eble LIBETHBIE yepHO-0Oerbie LIBETHBIE
JIOKyMEHTBI Ha KUHOIUICHKE:
HUTPOOCHOBA He BoIme +10 HE BBIIIIE -5 40 - 50 40 - 50
Oe3omacHast He BbIIIe +15 HE BBIIIIE -5 40 - 50 40 - 50
OCHOBa
(OTOIOKYMEHTHI:
CTEKJIO He BbImie +15 HE BBIIIE -5 40 -50 40-50
MIJICHKA He BbImie +15 HE BBIIIE -5 40-50 40-50
¢dorobymara He BbIIIe +15 HE BBIIIIE -5 40 - 50 40 - 50
JOKYMEHTBI Ha MarHUTHOM +8 - +18 45 - 65

JICHTC U JUCKOBBIX
HOCUTECIIAX




B apxuBoxpaHmnMie ¢ HEpEryJupyeMbIM KIMMAaTOM JOJDKHBI — OCYILECTBISTHCS
MEPONPHSTHS. 10 ONTUMHU3AIMHA TEMIEPATyPHO-BIAKHOCTHOTO PEKMMa C TPUMEHEHHUEM
ONTUMAJIBFHOTO OTOIJICHUS M MPOBETPUBAHUS IMOMEIIECHUHM, a TaKK€ MEXaHMYECKUX CpEACTB
VBIIQKHEHUS WU OCYIICHHS BO3ayxa. Peskue koneOaHus (CE30HHBIC M B TCUCHHUE OJIHUX CYTOK)
temneparypsl (+/- 5 °C) 1 oTHOCUTENBHON BIaKHOCTH Bo3ayxa (+/- 10%) He gomyckaroTcs.

[Ipy naUTENTEHOM HAPYIIEHUH TEMIIEPATypPHO-BIAKHOCTHOTO pexuma (0T 3 CYTOK U
0oJiee), COMPOBOXKIAIOIIEMCS TTOBBIIICHHEM OTHOCHUTEIBLHON BiIakHOCTH Bo3ayxa g0 70 - 90%,
NPUHUMAIOTCS MEPBI [0 €ro HOpMalu3alud (MHTEHCHUBHOE TIPOBETPUBAHHE, OCYIICHUE
ApPXUBOXPAHWINIIA).

B mnepuom TexHOMOrMuYecKoil 00pabOTKH AapXWBHBIX JOKYMEHTOB JOITYCKaeTCs HX
BPEMEHHOE XpaHEHHE (0 2 MecCsIeB) B IMOMEIICHUAX C HEPETYIUPYEeMbIM TEMIIEpPaTypHO-
BJIQKHOCTHBIM peXuMoM Iipu Temmeparype 20 +/- 5 °C 1 OTHOCHTEIbHOH BIQXKHOCTH BO3/yXa
50 +/- 20%.

TemmepaTypHO-BIQXKHOCTHBI PEKHUM KOHTPOJIUPYETCS IYTEM PEryIspPHOTO H3MEpPEHUS
TEMIEPaTypbl U OTHOCUTENbHOI BIQKHOCTH KOMHATHOTO U HAPY)KHOTO BO3/1yXa B OJTHO M TO ke
BpeMs: B KOHJIUIIMOHUPYEMBIX MTOMEIICHUSAX - HE pexke | pa3a B HEJEN0; B apXUBOXPAHIIIUIIAX
C HeperyJanupyeMbIM KJIMMATOM - 2 pa3a B HEJIENI0; MPU HApYIIEHUAX pexuma - 1 pa3 B CyTKH.

[TokazaHuss KOHTPOJHHO-U3MEPUTEIEHBIX MPHOOPOB (UKCHPYIOTCS B CHEIHAIBHBIX
PETUCTPALIMOHHBIX JKypHallaX, B KOTOPBIX TakKe OTpakaroTcsl MpPOBEpKa MPaBUILHOCTU
MOKa3aHUW MPUOOPOB M MEpPbHI, MPHUHATHIC 1O HOPMAIU3ALNWUU TEMIIEPATYPHO-BIKHOCTHOTO
pEeXHUMa B CITy4asiX €ro HapyIICHHUS.

Homenknarypa nmpuMeHSIEMBIX KOHTPOJIbHO-HU3MEPUTEIBHBIX MPUOOPOB, a TAKKE MOPSIIOK
M3MEpPEHUS] M PErucTpaluu MapaMeTpoB KOMHATHOTO M HAPYKHOTO BO3AyXa OMPEIENISIIOTCS
JNEHCTBYIOIUMH HOPMATUBHBIMHA U METOINICCKUMH JIOKYMCHTAMHU.

KoHTponbpHO-u3MepHuTensHble MpuOOpPhl MOHTHPYIOT Ha OJHOM MIMTKE, pa3MEIIEHHOM B
[JIABHOM TIPOXOJC apXHMBOXPAaHWIWINA Ha CTEJUIaXe, BIAIA OT OTONUTEIBHBIX U
BEHTWISIIIMOHHBIX CUCTEM (KOHTPOIbHAS TOYKA), 10 HOpMaM: MPH KOMHATHOW CHUCTEME - OJIHA
KOHTPOJIbHASI TOYKA Ha KOMHATY, TIPA MHOTOSIPYCHOM - OJTHA Ha SpYC.

CBeToBOM pexxum

2.11.2.4. XpaHeHue apxXWBHBIX JIOKYMEHTOB OCYILECTBISI€TCS B TEMHOTE. OTO
o0ecrieynBaeTcsi XpaHEHHEM apXUBHBIX JOKYMEHTOB B IepervieTax, namnkax, Kopookax, mkagax,
Ha CTeJUIaXKaX 3aKpbITOrO TUIIA, a TAK)KE COOII0EHUEM YCTaHOBIEHHOI'O CBETOBOIO PEKHMA.

OcgelieHre B apXMBOXPAHMUJIMILE MOXET OBITh €CTECTBEHHBIM WM HCKYCCTBEHHBIM;
apXUBHbIE JOKYMEHThl MOTYT pa3MeIlaTbCsi B IOMEIICHHUSIX C OKHaMH WM 0€3 OKOH.
Pa3mMerienne apXMBOXpaHWIIMILA B IMOMEIIEHUSIX 0€3 OKOH JIOIyCKaeTcs MpU HAIWYMU B HEM
UCKYCCTBEHHOM MWJIM €CTECTBEHHOW BEHTHJIALMU BO3/yXa C YCTAHOBJIEHHOM KpaTHOCTHIO
BO3IyX000OMEHa.

EctecTBeHHOE OCBelieHHE B apXHWBOXPAaHWJIMILE JOIYCKAETCS PACCESIHHBIM CBETOM IPHU
YCIIOBUU ITPUMEHEHHS HA OKHAX CBETOPACCEUBATENEH, aBTOMAaTHUYECKUX PErYISTOPOB CBETOBOIO
MOTOKA (CHEIHalIbHBIX CTEKOJI), 3alIUTHBIX (PUIIBTPOB, *KaJlt03H, IITOP, HAHECEHHBIX HA CTEKJIO
IIOKPBITUH U T.II.

JUis  MCKYCCTBEHHOTO  OCBELIEHUS B  apXMBOXPAHWJIMILE MPUMEHSIOTCS  JIAMIIbI
HaKaJIMBAaHUS B 3aKpBITHIX IIadOHAX C TIJVIAAKOW HApYKHOW IMOBEPXHOCTHIO. Jlomyckaercs
MPUMEHEHNUE JIOMUHECIEHTHBIX JaMIl C YPE3aHHbIM YIbTPa(HOIETOBBIM YYacTKOM CIIEKTpa
tuna JIb, JIXb, JITb. YpoBeHb OCBELIEHHOCTH B AWAIla30HE BUIMMOIO CIIEKTpa HE IOJIKEH
NPEBHIIATh: HAa BEPTUKAIHHON MOBEPXHOCTH CTeIIaka Ha BbicoTe 1 M ot mona - 20 - 50 5k, Ha
pabounx cronax - 100 k.

3ammra apxXMBHBIX JOKYMEHTOB OT pa3pyLIAKONIEro JEHCTBHUS €CTECTBEHHOIO H
UCKYCCTBEHHOTO CBETa OCYILECTBIISICTCSI BO BCEX IMOMEIIEHHSIX apXuBa MpH JIIOOBIX BUIAX



paboThI ¢ apXUBHBIMH JOKYMEHTAMHU.
CaHUTapHO-TUTUEHUYECKUN PEKUM

2.11.2.5. ApxuBoxpaHWIHIA U JAPYTrU€ TMOMEIIECHUS apXuBa COJIEPKATCSI B YUCTOTE U
NOPSAJKE, UCKIHYAIOIIEM BO3MOKHOCTD IOSBJICHUS HACEKOMBIX, I'PBI3YHOB, IUIECEHU U NBUIH.

B apxuBoxpaHmiMIIe NMPOBOAATCS CHCTEMaTH4ecKas BIaXHas yOOpKa, HE pexXe OJHOTO
pasa B rojJi o0ecnbUIMBaHUE IBUIECOCAMH CTEJIaXeH, IIKa(oB, cpencTB XxpaHeHUs (KOpOOOK,
[ANoK, yNakoBOK). IIpu 3TOM IIOKOJIbHBIE YacTU CTEJUIa)KEH, MOJIbl, INIMHTYCHI, TOJOKOHHUKHU
IIPOTUPAIOT BOJHBIMU PACTBOPAMU AHTHUCEIITUKOB.

B apxuBoxpaHHIHILE 3anpeniaeTcs npedblBaHUE B BEPXHEH OleXKIe, MOKPOH M TPA3HOM
00yBH, XpaHEHHME JIHOObIX MOCTOPOHHUX MPEAMETOB, WCHOJIb30BAHME IMUILEBBIX HMPOAYKTOB, a
TaK)Ke KypeHHUe.

B apxuBoxpanunuiie oOecrieunBaeTcs CBOOOJIHAS LMPKYJALMS BO31yXa, WCKIHOYAOLIAs
00pa3oBaHME HEMPOBETPUBAEMBIX 30H YCTOWYMBOTO MHUKpokiaumarta. He momyckaercs
pasMelleHre apXUBHBIX JOKYMEHTOB Ha IOJY, I0JI0OKOHHUKAX, B HEPAa300paHHbIX KUIAX.

OxHa B INOMEIIEHUSAX apXMBa, OTKPBHIBAIOUIMECS B TEIUIOE BPEMs Ioja, 3alllULIArOTCS
ceTkaMM C jauameTpoM siueek He Oosee 0,5 MM. 3alIUTHBIMH CETKaMU OOOpPYIYIOTCS TaKkKe
BEHTWISILIMOHHBIE OTBEPCTHUSI B CTEHAX, IOTOJKAX, IOJaX apXWBOXPAHWUJIMUINA, HapYXKHbIE
OTBEPCTHUS BEHTWIIALIMOHHBIX CHCTEM.

C uenpio OOHapy)XEHUSI HACEKOMBIX M IUIECHEBBIX TI'PHOOB apXWBHBIC JIOKYMEHTHI
(BBIOOPOYHO) M TOMEIIEHUsI ApXHWBOXPAHMJMI JBa pa3a B Toj (B Hayaje M MO OKOHYAHUHU
OTONHTEIBHOTO  CE30HA)  TOABEPralTCs  0043aTeIbHOMY  JHTOMOJOTHYECKOMY U
MHKOJIOTHYECKOMY ocMOTpy. Ilpu oOHapykeHuM OMOJIOTMYECKUX BpeAUTENIeH NPUHUMAIOTCS
HEMEJJIEHHblE Mepbl 10 00pabOTKe apXUBHBIX JOKYMEHTOB, CpPEICTB  XpaHEHU,
apXMUBOXPAHWIHLL.

Jlj1g mpoBeIeHUs] CAHUTAPHO-TUTMEHNYECKUX PadOoT MIaHUPYIOTCSI CAHUTAPHbIE THU.

OOGopynoBaHue apXUBOXPAHWIUIIA CPEJICTBAMH XPaHEHUS

2.11.3. ApxuBOoXpaHwiuie OOOpyIyeTCs CTAllMOHAPHBIMH WM  TEpeABHUKHBIMU
METAINIMYECKUMH  CTeJUTaKaMu. JlOMyCKaeTcsl HKCIUTyaTalusl CYIIECTBYIOIIMX CTallMOHAPHBIX
JIEPEBSIHHBIX CTeJUIaKeH, HaXOASIIMUXCS B HOPMAJIbHOM CAaHMTApHO-OMOJIOTUYECKOM COCTOSIHUU
U 00pabOTaHHBIX OTHE3AIIMTHBIMU COCTaBaMU. B apXuBOXpaHWIMIIE C HOPMAaTHBHBIM
TEMIIEPATYPHO-BIIAYKHOCTHBIM ~ PEXHMOM  JONYCKAeTcsl  NPUMEHEHHE  TEepeABHKHBIX
METaJUIMYECKUX cTelaxel. B kauecTBe BCIIOMOrareinbHOTO MIIHM CIEIHAIbHOIO 000pYAOBaHUS
MOTYT HCIIOJIb30BAaThCA MeTalIMyeckue IKkadoel, celdpl, MmKabI-CTENIaXU, a TaKke
CTallMOHAPHBIE OTCEKH-OOKCHI ¢ METANTMYECKUMU TIEPErOpOIKaAMHU H MOJIKAMHU.

KuHOI0KYMEHTBI, pyJIOHHBIE MUKPO(UIBMBI XPAHATCS B FOPU30HTAILHOM MOJIOKEHUU B
METAJUIMYECKUX WM IUIACTHUKOBBIX KOpPOOKax Ha cTeulaxax Tuma "emouka" nmubo Ha
CTaIlMOHApHBIX cTeuiaxaX. KHHOMOKYMEHTHl Ha HEroproyeil TpualueTaTHOH OCHOBE XpaHSTCS B
HEIJIOTHO 3aKPBIBAIOLINXCS METAITIMUECKUX WM IUIACTUKOBBIX C OTBEPCTUSIMU KOPOOKaxX st
NPEOTBPALICHHs] CKAIUIMBaHUsI BHYTPH KOPOOKM MapoB YKCYCHOM KHCIIOTBI, BBIJIEISIEMbIX
OCHOBOW KHHOILICHKH.

BuneonokyMeHTbl XpaHATCS B BEpTUKAIBHOM IOJI0KEHUH B 3aBOJICKOM YIIaKOBKE.

He nomyckaercsi XpaHeHUE apXUBHBIX TOKYMEHTOB Ha HOCHUTENSX ¢ MarHUTHBIM PabOYMM
ClIoeM Ha (EeppOMArHUTHBIX METAITIMYECKHX CTeJUIaXkaX; CTaJIbHbIE CTEIIa)Kh MOTYT OBITh
WCIIOJIb30BaHbl B MCKJIIOYMTEIBHBIX CIIy4asX, TOJIbKO IIPU YCIOBUU pPa3MarHUYMBaHUS U
3aMbIKaHUs  KOHTYpOB  CTeilaka  (COeIMHEHHWE  METAIMYEeCKMX  4acTed  cTesuiaxa
3IIEKTPOIPOBOIOM U UX 3((HEKTUBHOE 3a3eMIICHUE).

B apxuBOXpaHMIIHILE C €CTECTBEHHBIM OCBEILEHUEM CTEUIAXH U HIKa(bl OTKPHITOrO THUIIA
YCTaHaBJIMBAIOTCS NEPICHIUKYISPHO CTEHAM C OKOHHBIMH ITpoeMaMu. B apxuBoxpanwmiuiie 6e3



OKOH CTeJJIAXXM W ImKapbl yCTAaHABIUBAIOTCA C YYETOM OCOOCHHOCTEH MOMEIIEHUS,
KOHCTPYKIMU 00OpyAOBaHHA M HOpPM ero pasmemeHus. He pomyckaercs pasMeleHue
CTeJIaxkel, mKagpoB U IPyroro 000pya0BaHUS ISl XPAaHCHHS ADXUBHBIX JOKYMEHTOB BIUIOTHYIO
K Hapy»XHbIM CTEHaM 3/1aHUS U K UCTOYHUKaM Teria.

CranuoHapHbIC CTEIUTAXXU U IMKAa(Qbl YCTAHABIMBAIOTCS B aPXHBOXPAHWIMINAX C
COOIOICHUEM CJIEIYIOIINX HOPM:

paccTosiHue MEXy psAAaMu cresuiaxel (riaBHbli npoxon) - 120 cm;

paccrosinue (Mpoxoa) MEXy CTeaxamu - 75 cm;

paccTosiHue MEXIy HapyKHOW CTEHOMW 3/IaHUS U CTEJUIaXKaMH, MMapaJlIeIbHBIMU CTEHE, - 75
cM;

paccTosiHue MKy CTEHOM M TOPIIOM CcTeJUIaxa wiy mkada (006xoxn) - 45 cMm;

paccTostHue MEXAy IMOJOM M HIDKHEW Mojkod cremwiaxka (mkada) - He meHee 15 cm, B
LIOKOJBHBIX 3TaXkax - He MeHee 30 cMm.

Paccrostnust (ipoxo/iel) A1t 000pyA0BaHUS C BBIIBHKHBIMH SIIIIUKAMU PACCUYUTBHIBAIOTCS 110
CHeHaTbHBIM HOPMaM € Y4eTOM TUIIOpazMepa 000pyAOBaHUsI.

ApXUBHBIE JOKYMEHTHI Ha OyMaXHOH OCHOBE pa3MeIlalTcs Ha CcTeuiaxax, B
METATMYECKHUX MKadax TOPU3OHTAIHLHO WM BEPTHKAIBHO B KOPOOKAX WM JAPYTUX MEPBUYHBIX
CpelcTBaxX XpaHeHud (mankax, Gyriaspax u T.IL.).

Kaxnas enuHWIla XpaHEHWS AayJUOBH3yaJbHOTO WM JJIGKTPOHHOTO JOKYMEHTa
VKJIQIbIBAETCSI B HErepMETHUYHYI0 HHAMBHIYalbHYIO YHakoBKY. [Ipm 3ToM 10mKHO OBITH
HCKJTFOUEHO CBOOOTHOE TIEpEMEICHHE apXHUBHOTO IOKYMEHTA BHYTPH YITAKOBKH.

Opranuzanys XpaHeHus! apXUBHBIX JIOKYMEHTOB B apXHUBOXPAaHWINIIE

2.11.4. Opranusanus XpaHeHUs apXUBHBIX JOKYMEHTOB B apXMBOXPAaHWIMILE - CHCTEMA
MEPONPUITHH, BKIIIOYAIOIIAs PAllMOHAIBHOE PAa3MEIIEHNE apXUBHBIX TOKYMEHTOB, KOHTPOJIb 32
UX JBWKEHHEM M (PU3UUYECKHM COCTOSHUEM, KOIMPOBAHHWE ApXUBHBIX JOKYMEHTOB C IIEJIBIO
co3naHus crpaxoBoro ¢GoHna u (OHIA TOJIb30BAHUS, BOCCTAHOBJIEHHME (pecTaBpaltio)
NepBOHAYAJIbHBIX WM ONM3KUX K MEpBOHAYaIbHBIM CBOMCTB M BHEUIHMX NPU3HAKOB apXMBHBIX
JIOKYMEHTOB, MTOJIBEPTIINXCS TOBPEKIECHUIO JIHOO pa3pylIEHUIO.

O6H_II/Ie Tpe6OBaHI/I}I K PasMCIICHHUIO apXUBHBIX TOKYMCHTOB

2.11.4.1. ApxuBHble JOKYMEHTBl B apXMBOXPAaHWIMILE pACIOJAraloTCcs B IOPAIKE,
o0ecreunBaroIleM X KOMIUIEKCHBIE YUET U XpaHEHHE, a TAK)KE ONePATUBHBIN MOUCK.

[Topsimok pacmonoxeHus: apXUBHBIX (POHIOB B apXHBE OIPEEIIAeTCs IIaHOM (CXEeMOM) nux
pa3MelieHus, YTBEpXKJIaeMbIM pyKoBojauTeneM apxuBa. llmaH (cxema) mnpemycmaTpuBaer
pacripeielieHie apXUBHBIX (DOHJIOB MO aPXUBOXPAHIIUIILY C YKa3aHHUEM HpU HEOOXOIUMOCTH MX
HOMEpPOB MO KaXJAOMy CTeUIaxy apxuBoxpaHwiumia. Ilman (cxema) HaxoauTcs B
NOJpPA3/ICIEHUH, OCYIIECTBISIONIEM yd4eT JIOKYMEHTOB apxuBa, WIM Yy pabOTHHKa,
OTBETCTBEHHOTO 3a YY€T, & COOTBETCTBYIOIIHE €r0 pa3/eiibl - B ApXUBOXPAHUIIHILE.

Pazmernienne apXuBHBIX TOKYMEHTOB 000COOJICHHOTO XpaHEHHUS

2.11.4.1.1. O0GoCO6IEHHOMY XpaHEHHUIO MOJJIeKAT CJENYIOIINE apXUBHbIE TOKYMEHTBHI:
CeKpEeTHbIC; YHHMKAJIbHbIC; UMEIONIMEe B O(QOPMIICHUM WM TPUIOKEHHH K HUM JIparoleHHbIE
MCTaJIJIBI 1 KaMHU,; HAa HUTPOOCHOBE, TOPAKCHHBIC OHMOJIOTHYECKUMH BPCOAUTCIIIMU; IICPCAAHHEBIC
10 IOTOBOPY Ha XpaHEHHUE B apXHB M HE OTHECEHHBIE K cocTaBy ApxuBHOro ¢oHaa Poccuiickoit
denepanuu.

Mecto PACIOJIOXKCHUA U TIOIIAaAb, BIACIIACMAA IJId Pa3MCIICHHUA apXUBHBIX JOKYMCHTOB
000COOJIEHHOTO XPaHEHMsI, ONPENENSIOTCA apXUBOM HCXOJs U3 PEalbHBIX BO3MOXHOCTEH U
MEPCICKTUBHBIX 00BEMOB KOMIIJIEKTOBAHMUS apxuBa.



Pa3menienne CEKpeTHBIX ApPXUBHBIX JOKYMEHTOB OCYIIECTBISETCS B COOTBETCTBUHU C
TpeOOBaHUSMU HOPMATHUBHBIX JOKYMEHTOB IO OOCCIICUYCHUIO pPEKUMa CEKPETHOCTH B
Poccuiickoit @enepanuu.

BpemeHHOE  COBMECTHOE  XpaHEHHE CEKPETHBIX M PAcCeKpPeUeHHBIX  Jel B
APXUBOXPAHWIUIIE CEKPETHBIX AaAPXHBHBIX JOKYMEHTOB JIOMYCKAE€TCSI B WCKIIOYHTEIHHBIX
CJIydasix MpH OTCYTCTBUHM CBOOOJIHBIX TUIOIIAICH /ISl pa3MEIEeHHUS paCCeKPEUYCHHBIX JIEIT.

YHUKaIbHBIC JOKYMEHTHl W apXUBHBIC JOKYMEHTBI, UMEIONIME B OQOPMIICHUH HIIU
NPUIOKCHUW K HHUM JParoleHHbIC METaUTbl M KaMHH, W3BIMAIOTCS W3 COCTaBa apXHBHBIX
doHmOB M momnexar ceioBomMy xpaHeHHI0. Ha MecTo H3BATOrO apXWUBHOTO JIOKYMEHTA
BKJIQ/IBIBACTCS KApTa-3aMECTUTEIb U IPH HEOOXOAUMOCTH KOIIHSI QpXHUBHOTO IOKYMEHTA.

AynroBu3yanbHbIC U JIEKTPOHHBIE IOKYMEHTHI XPaHATCS B 000COOJICHHBIX TOMEIIEHUSX B
3aBUCUMOCTH OT HOPMATHBHBIX PEKHUMOB XPAHECHUS JIJIsl UX HOCHTEJICH.

B ogHOM apXHBOXpaHWIIHINE MOTYT pa3MeNaThCsl ApXUBHBIC JOKYMEHTHI PA3HOTO BUJA, HO
TpeOYIOIIHE OIMHAKOBBIX PEKUMOB XpaHEHHUs (HAIIpUMEp, apXUBHbBIC IOKYMEHTBI HA MAarHUTHBIX
JICHTaX W JUCKOBBIX HOCHTEJSX C MAarHUTHBIM CJIO€M; apXUBHBIC JOKYMEHTHl Ha KUHOTUICHKE,
MHUKPO(OPMBI | JIp.).

Pa3mernienue ¢poHaa Moab30BaHUSA

2.11.4.1.2. ®ouHp noab30BaHUS Pa3MENIAETCA B 3aBUCUMOCTH OT BUJIa HOCUTENS KOTUH.

Konmu ¢onna monp3oBaHus Ha OyMakKHOW OCHOBE (B TOM 4YHcle (OTOKOIMHHU), Kak
MIPABHUIIO, XPAHATCS BMECTE C MOIMHHBIMHU apXUBHBIMU JOKYMEHTaMH Ha OyMa)KHOW OCHOBE Ha
OTJICIBHBIX CTEJUIAXKaX WK B MIKadax B MOPSAKE HOMEPOB apXUBHBIX (DOHJIOB U JICTI.

Komuu dhonga monp3oBaHus Ha IJICHOYHOW OCHOBE Pa3MEIIAIOTCS B apXUBOXPAHUIIUIIAX C
HOPMATHBHBIMU JIJII HUX PEKUMAMH XPaHEHUS.

B xaxnprii 6r0KC BKJIabIBaeTCS OTPE30K IMJICHKH, HA KOTOPOM OTCHSITO OJTHO JI€JI0 MITU €ro
yacTh. B mopsake HCKIIOYEHHS TpH HEOONBIIOM OO0bEeMe Jiela B OJHOM OTPE3KE MOXKET
HAXOJHUThCS HE OOJiee TPeX CKOMUPOBAHHBIX JIET.

Pazmenienue YUCTHBIX TOKYMCHTOB

2.11.4.1.3. OcHoBHbIe (00s3aTeNbHbIE) U BCIOMOTaTeNbHbIE YUETHbIE JOKYMEHTHI apXHBa
(cm. m. 3.4) pa3memaroTcs B HM30JMPOBAHHOM IOMENICHUH WM pabodeM TOMEIICHUN
paboTHHKA(OB), OTBETCTBEHHOIO(bIX) 32 YUET JOKYMEHTOB apXHUBa.

OcCHOBHBIE U BCIIOMOTATEJIbHBIE YUETHbIE JOKYMEHThI apXUBOXPAaHWIMILA Pa3MEILIAlOTCs B
apXMBOXPAaHWIHUILE WK B paboueM MoMeleHNH pabOTHUKOB apXUBOXPaHMWIMIIA.

OTBETCTBEHHBIMU 32 COXPAHHOCTh W HCIIOJIb30BAHWE YYETHBIX JIOKYMEHTOB SBIISIFOTCS
pabOTHUKH, OCYIIECTBISIOMINE X BeJIEHHE B COOTBETCTBYIOLIEM CTPYKTYPHOM MOJpa3/IeIeHUH
U TI0 apXUBY B LIEJIOM.

IlepBple 3K3eMIUISIPBl OMMCEM JAEN, JNOKYMEHTOB pa3MELIaloTCsl B HW30JIMPOBAHHOM
MOMEIICHNH WiIn pabodeM TMoMemeHnn paboTHUKA(OB), OTBETCTBEHHOTO(BIX) 3a ydYeT
JIOKYMEHTOB apXHBa, C 0053aTeNbHBIM COOJIIOZICHUEM PEKUMOB XpAaHEHHUS, YCTaHOBJIEHHBIX IS
MOJJIMHHBIX apXUBHBIX TOKYMEHTOB Ha OyMa)KHOI OCHOBe.

Bropble 3K3eMIUISIpbl OnuUced n1€d, JOKYMEHTOB pPa3MEIIAloTCs B W30JIMPOBAaHHOW 30HE
apXMBOXpaHWINIIA HA CTEJIJIaXKe WM B IIKady.

Tperpu 3K3eMIIIAPHI ONUCEN €T, JOKYMEHTOB Pa3MEIIAIOTCS B YUTAIBHOM 3aJIe.

[Topsimox HyMepanuu MoMeIIeHni apXuBa, cTeJutaxei, mkados,
nosnok. Bexgenue Tonorpaduueckux ykazaTtenei

2.11.4.2. Bce nomemeHus apxuBa (3AaHUs, 3TaXH, APYChI, apXHUBOXPAHUJIUIIA, KOMHATHI),
a TaKKe CTeJUTaXH, cei(bl, mTKadbl U MOJIKH HYMEPYIOTCS.



B kaxI0M OTIEIbHOM TNOMEIIEHUH CTEJUIaXH U IMIKapbl HyMEPYIOTCS CaMOCTOSTEIBHO
cieBa HampaBo OT Bxoja. [losiku Ha cTemnaxax M B mIKagdax HyMEpYIOTCsS CBEPXY BHM3 ClieBa
HaIpaso.

B nenmsx 3akperuieHuss MecTa XpaHEHMsT M IIOMCKAa AapXMBHBIX JIOKYMEHTOB B
APXUBOXPAHWIUIIIE COCTABIISIIOTCS MOPOHIOBIE U MOCTEIIAKHBIE TOOrpaduuecKue yKa3aTemm.
Tonorpaduyeckue ykasaTeau COCTaBISIFOTCA B KapTOYHOM WM JUCTOBOM  Qopme B
HE00XOJUMOM KOJIMYECTBE IK3EMILISIPOB.

Kaprouka mnogoHI0BOro Tomorpapuueckoro ykasaTels COCTaBJIAETCS OTAEIbHO Ha
KaXIbli apXuBHBIA (DOHI; ATU KAPTOUKH pACIONAraloTCs B TOPAJKE HOMEPOB apXHBHBIX
¢donnoB. Kaprouka mocremna)kHOro Tonorpaguyeckoro ykasaTels COCTaBIISIETCS Ha KaKIbld
CTeJIaXK; 3TH KapTOYKU pacrojararTcs [0 TMOpPsSAKY HOMEPOB CTEJUIAKEH B Ipenesax
oraenpHoro mnomemeHus. OIUH SK3eMIUIAp Tomorpauueckux ykaszaTellell XpaHUTcAd Y
paboTHUKA(OB), OTBETCTBEHHOIO(bIX) 3a y4YyeT JOKYMEHTOB apXuBa, BTOPOH - B
apXUBOXPaHMIIHUILE.

Benenune Tonorpaguieckux ykazaTeleli MOXKET OCYHIECTBIATHCS HAa OyMa)XKHOM HOCHTENE
WIN B aBTOMATU3UPOBAHHOM PEKUME B COOTBETCTBUU C YCTAaHOBJICHHBIMHU PEKBU3UTAMHU.

W3meHeHus B pa3MelllEHUU apXMBHBIX JOKYMEHTOB CBOEBPEMEHHO OTPA)KAIOTCS BO BCEX
9K3eMIUIIpax Tonorpaduyeckux ykasaTelleH, a Takke B IUIaHe (CXeMe) pa3MelIeHUs] apXUBHbIX
(boHI0B.

OdopmiieHne SpIBIKOB Ha MEPBUYHBIX CPEIICTBAX XPAHECHUS
apXHUBHBIX JOKYMEHTOB

2.11.4.3. Kaxxgoe nepBUYHOE CPECTBO XPaHEHHs apXUBHBIX JOKYMEHTOB (KOpOOKa, Mamka
U T.JI.) CHa0XKaeTCs SIPJIBIKOM, Ha KOTOPOM YKa3bIBAIOTCSI Ha3BaHUE M HOMEP apXHBHOTO (HOHMA, a
Tak)ke HOMEp OIUCH JIeTl, TOKYMEHTOB, HOMEpa eUHUI] XPaHEeHHU s, HaXOSIINXCS B KOpOOKe.

Hannucn Ha  Apapikax  UCHOJMHSIOTCS — TUMOTPACKUM — CIIOCOOOM, TYIIBIO — WJIH
CIIEUAJIbHBIMU YEPHBIMU BOJIOCTOMKMMHU YepHUIaMu. J[onmyckaercs UCIoIb30BaHUE TAMIIOB U
JIPYTUX aHATIOTHYHBIX CPEJICTB.

HpOBepKa HaJIN4UA U COCTOSAHUSA apXHUBHBIX JOKYMCHTOB
" OpraHu3anus po3bICKa HCO6HaPY)KeHHLIX JAOKYMCHTOB

2.11.5. IlpoBepka HagM4YUsI U COCTOSIHUS APXMBHBIX JIOKYMEHTOB INPOBOAMTCS B LENAX
YCTAHOBJICHHA (baKTI/ILIeCKOFO HAJIMYWAg HaXOOAIIMUXCA Ha XPAHCHUH APXUBHBIX JOKYMCHTOB H
BBISIBJIEHHS] OTCYTCTBYIOIIUX APXUBHBIX JOKYMEHTOB JJIsi OPTaHU3aLUU UX PO3BICKA; BBIIBICHUS
N YCTpaHCHHA HCOOCTATKOB B YYCTC APXUBHBIX JOKYMCHTOB, BBIABJIICHUA W Yy4€Ta apXHBHBIX
JOKYMEHTOB,  TpeOYIOLIMX  pEeCTaBpallMOHHOH, KOHCEPBALIMOHHO-TPO(PUIAKTHUECKOW U
TEXHUYECKON 00pabOTKH.

[IpoBepkn HaIWYMSA W COCTOSHHMSI ApPXUBHBIX JJOKYMEHTOB IPOBOJAATCS B IJIAHOBOM
HIOPSIIIKE, & TAKXKE SIMHOBPEMEHHO (BHEOUEPEIHBIE).

B rocymapctBenHOM apxuBe, My3ee, Oubimoreke, apxuBe Poccuiickoil akajgeMuu Hayk
IJIaHOBAsA MUKIWYHAA IPOBEPKa HAITUYNA U COCTOSHUS IPOBOJUTCS:

YHUKAJIBHBIX JJOKYMEHTOB - €XKErOJHO;

0c000 IIEHHBIX JOKYMEHTOB Ha OyMaxXxHOW oOcHOBe - oauH pa3 B 10 jer (B
rocyJapCTBEHHOH OMOIMOTEKe - OJIMH pa3 B 5 JIeT);

AYANOBHU3YAJIbHBIX U 3JICKTPOHHBIX JOKYMECHTOB - OAWH pa3 B 5 JET,

KMHOJIOKyMEHTOB Ha HUTPOOCHOBE - OJIUH Pa3 B 2 roja.

HI/IKHH‘IHOCTB MIPOBEPKHU HAJIUYUA OCTAJBbHBIX APXHMBHBIX NTOKYMCHTOB OIPCACIACTCA Ha
OCHOBAHMHU PEIIEHHs 3KCIEPTHO-METOIUYECKON KOMHUCCHHM (MM JAPYroro COBEUIATEIbHOTO
OopraHa) apxuBa B 3aBUCHMOCTH OT HMHTCHCHBHOCTH HCIIOJb30BAaHUS M COCTOSIHHS YdYeTa
apXMBHBIX JOKYMEHTOB, HO HE MEHEEe OJHOTO0 pa3a B 25 JeT (B rocyJapCTBEHHON OMOIHOTEKE -



o/MH pa3 B 15 ner).

[TpoBepka HaMM4YUS W COCTOSIHHMS CEKPETHBIX apXMBHBIX TOKYMEHTOB OCYIIECTBISCTCS B
HOpSI/IKE, YCTAHOBJICHHOM [Tl CEKPETHBIX apPXUBHBIX IOKYMEHTOB.

B myHununansHOM apxuBe, My3ee, OMONIMOTEKe IIaHOBAsK MUKIMYHAS MPOBEPKA HATHYHS
apXUBHBIX JOKYMEHTOB npoBoautcs 1 pa3 B 10 sner.

B ciyuae ctuxuitHbIX O€ACTBHIL, MAacCOBBIX NEPEMENICHUH M JIPYruxX OOCTOSTENHCTB, B
pe3ysbTaTe KOTOPBIX MOTYT OBITh YTpaueHbl WM MOBPEKACHBI apXUBHBIC TOKYMEHTHI, a TaKXKe
Py CMEHE 3aBEYIOIIMX apXWBOXPAHWJIHMIAMU ITPOBOJHUTCS BHEOYEpEIHAs €IMHOBPEMEHHAs
NPOBEPKA HAINYMS U COCTOSHUS BCEX JTOKYMEHTOB apXUBa UM UX OTIENBHBIX YacTel (TpyIm).

B nauane mpoBepkH HaJIMYUS M COCTOSIHUSI apXUBHBIX JOKYMEHTOB IPOBOJUTCS BBIBEPKA
YUYETHBIX JOKYMEHTOB, KOTOpas BKJIIOYAET: YCTAHOBJICHHE IOJHOTHI YYETHBIX JOKYMEHTOB Ha
npoBepsieMble apXWBHBIE (OHIBI M AapXUBHBIE JIOKYMEHTBI, CBEPKY HX COIIOCTaBHMBIX
nokaszaresei, yTOYHeHHE MOopsAAKa HyMepaluu €IUHHIl XPAaHEHUs MO OMUCH Jell, JOKYMEHTOB
(KHHTE ydyeTa W ONMCaHWs) M NPOBEPKY NPABHIBHOCTH COCTABICHUS WX HUTOTOBBIX 3aIHCEH.
BriBepka y4eTHOW JOKyMEHTAallMM W TPOBEPKAa €€ HaJM4YUs MOXKET IPOBOAMUTHCS M Kak
CaMOCTOSATEINILHBIIN BUJ PaOOTHI.

[IpoBepky HalM4Msg W COCTOSIHUS apXUBHBIX JTOKYMEHTOB B TOCYJApCTBEHHOM apXHBE
IPOBOJIAT, KAK MPABUIIO, 1BAa paOOTHHKA.

[Tpu mpoBepke HaTMUUS €IUHUIl XPAHEHUS, apXUBHBIE JOKYMEHTHI KOTOPBIX YYTEHBI IO
BHYTPEHHHUM OIIMCSIM, TIPOBOJUTCS CBEpKa HAINYMS ApPXUBHBIX JIOKYMEHTOB C BHYTPCHHEH
OIKCHIO, a TAK)KE CBEPKA HAIWYHS JINCTOB B €IUHHIIAX XPAHEHHUS, MOAJICKAIIUX XPAHCHUIO B
HecOpOoUTIOpOBaHHOM (0€3 MOIIINBKY) BUAe. EAMHUIIBI XpaHEHUS ¢ YHUKAJIbHBIMH JOKYMEHTAMH
00513aTEIbHO MPOBEPSIFOTCS TIOJIMCTHO.

ApXUBHBIE JTOKYMEHTHI, BBIIAHHBIE B YMTAIBHBIA 3aJl U pabouue MOMEIICHHS apXuBa,
IIPOBEPSIOTCS Ha OOLINX OCHOBAHMAX, UX MUl YCTAHABIMBAIOTCS MO KAPTAM-3aMECTHTEIISIM U
KHUTaM BbIIaYM apXMBHBIX JOKYMEHTOB M3 apXMBOXPAHWIHUIL. ApPXUBHBIE JOKYMEHTHI,
BBIJJAHHBIE BO BPEMEHHOE IOJIb30BaHKE, IPOBEPSIOTCS 110 KHUTAM M aKTaM BBIJJAYU M CUUTAIOTCS
UMEIOIMMUCS B HATUYHH.

[Tpu mpoBepke HATUYHS U COCTOSTHUS APXUBHBIX IOKYMEHTOB HEOOXOIUMO:

COXPaHATh MOPSJIOK PACHOJIOKEHNS APXUBHBIX JOKYMEHTOB Ha CTEJJIakaX M B NEPBUYHBIX
CpeACTBax XpaHEHMUS,

MOJIKJIa/IbIBaTh HAa CBOM MecTa OOHapyKeHHbIEe BO BpeMs IPOBEPKU HENPaBUIBHO
MIOJUTO’KEHHBIE eIMHUIIBI XPaHEHHsI TAHHOTO apXHUBHOTO (HOH/IA;

U3bIMaTh U3 IPOBEPSIEMOr0 apXMBHOIO (oHAAa (KOMIUIEKCAa apXHMBHBIX JOKYMEHTOB) U
nepeaaBaTh XPaHUTENIO0 HEMPABHIBHO IO/JIOKEHHBIE €IWHUIBI XPaHEHHS JAPYTHX apXHUBHBIX
boHI0B;

M3bIMaTh E€IWHUIBI XPAHEHUS, 3apaXKCHHBIC TUICCEHBIO WM JPYTUMH OHOJOTHYECKUMHU
BPEIUTENSIMHU, /U1 HEMEUIEHHON MX U30JISAIHH;

W3bIMATh €UHHIIEI XPAHEHUsS, HE BHECEHHBIC B OIHUCH JIEJI, JOKYMEHTOB (KHUTY y4eTa H
OTKCAHMS), ¥ TIOMEIIAaTh UX B KOHEIl apXUBHOTO (hoHa (KOMIUIEKCA apXUBHBIX JOKYMEHTOB) JUIs
NocJeyomeit 00paboTKH U ONMCAaHUS B CPOKH, YCTAaHOBIICHHBIE PYKOBOJICTBOM apXHBa.

B xoze nmpoBepkH HAIUYMS U COCTOSIHUSI apXUBHBIX JIOKYMEHTOB HE JIOMYCKAaeTCs:

BHOCHUTH B OITUCH JIEJ, JOKYMEHTOB (KHHWTY y4eTa W ONUCAHWS) HEYYTCHHBIC €MHHIIBI
XpaHEeHHUS;

JenaTh KaKhe-THOO TIOMETHI, MCTPABJICHUS WM 3allUCH B OMHCAX JeJl, TOKYMEHTOB H
JPYTUX YYETHBIX JOKYMEHTaX.

PesynbTaThl MPOBEPKU HAJIHYUS M COCTOSIHUSI apXHMBHBIX JTOKYMEHTOB U OOHApYy>XCHHEIC B
ee XoJle HEJOCTaTKH (UKCHPYIOTCS B JIUCTE IMPOBEPKM HATUUUS M COCTOSHHS apXHUBHBIX
JOKYMEHTOB H B aKT€ MIPOBEPKU HATTMYMS H COCTOSIHHS apXUBHBIX JOKYMEHTOB.

JIuct TpOBepKM HAIMYMA U COCTOSHHUS APXMBHBIX JOKYMEHTOB COCTaBISIETCS
HETIOCPECTBEHHO B XOJ€ IPOBEPKH, KaK IPAaBUIIO, Ha KaXAYI0 ONHUCH JIeN, JTOKYMEHTOB
otaensHo. [Ipu nmpoBepke HEOOMBIIUX IO 0OBEMY apXUBHBIX (POHJIOB JOIMYCKACTCS COCTABICHUE



OJIHOTO JIMCTa TPOBEPKH HAa BCE OMHCU eI, JOKYMEHTOB. B ciydae oOHapyKeHUS B XOe
MIPOBEPKU HAIMYWS U COCTOSHMS apXUBHBIX JTOKYMEHTOB HEJOCTAaTKOB, HE MPEAYyCMOTPEHHBIX
rpadamu JgrCcTa TPOBEPKH, a TAKXKE MPH IMOJTUCTHOMN MPOBEPKE JIENT B TUCT BBOAATCS YTOYHCHHS U
JIOTIOJIHUTEIIbHbIE PEKBU3UTHI. JIUCTHI MPOBEPKH HYMEPYIOTCS B BAJIOBOM IOPSAKE B MpEAesax
aApXUBHOTO (POHJIA TIO0 KAXKIAOW MPOBEPKE U MOMUCHIBAIOTCS UCTIOTHUTEIISIMHU.

Ha ocHoBanum nucra (JUCTOB) MPOBEPKU COCTABISIETCS aKT IPOBEPKH HAIM4UUs U
COCTOSIHUSI apXUBHBIX JOKYMEHTOB. OJIHOBPEMEHHO C aKTOM ITPOBEPKU HAJIMYUS U COCTOSTHUS
ApPXUBHBIX JIOKYMEHTOB NpU HEOOXOAMMOCTH COCTaBIISIOTCS aKT O TEXHHMYECKHX OHIMOKax B
YYETHBIX JIOKYMEHTax; akT 00 OOHapy>KeHUHM apXMBHBIX JOKYMEHTOB; aKT O HEHCIPaBUMBIX
MOBPEXACHUSIX JOKYMEHTOB (mpuiioskenue N 1) u 1pyrue akTol.

[To okOHYaHWM MPOBEPKU HAIMYUSI U COCTOSHUSI ApPXUBHBIX JOKYMEHTOB B KOHIIE OIUCU
JeN, JOKYMEHTOB (KHWMIM Y4eTa U OIKCaHus) MPOCTaBISIOTCA IITaMmIl "MpoBepeHo'", naara,
JIOJKHOCTB U TIOJINMUCH JIUIA, TPOU3BOAUBIIETO IPOBEPKY.

B cnydae oOHapyXeHHs B HTOTOBOHM 3alMCHU OMUCH JIeNd, JOKYMEHTOB (KHUTU y4eTa U
ONHUCAHUsI) HEYYTEHHBIX JUTEPHBIX M MPOMYIICHHBIX TMOPSIKOBBIX HOMEPOB, BBIOBIBIIUX B
COOTBETCTBUM C YCTAHOBJIEHHBIM IOPSJAKOM €IMHUIl XPAHEHHUs, WTOroBas  3aIUCh
IIEPECOCTABIIAETCS.

Ha Bce orcyrcTByIolue B X0J€ MPOBEPKU HAJIUYMS U COCTOSHMS apXUBHBIX JOKYMEHTOB
€JIMHUIIBI XPAHEHHUS COCTABIISIOTCS KAPTOUKHU yueTa HEOOHAPYKEHHBIX apXUBHBIX JIOKYMEHTOB.
Benenne — kapTroTek = HEOOHApYKEHHBIX  APXUBHBIX  JOKYMEHTOB  OCYILECTBISETCS
HEHTPAIM30BAaHHO Ha OyMa)XHOM HOCHUTENIE WM B aBTOMAaTU3WPOBAHHOM pEXUME B
COOTBETCTBUU C PEKBU3UTAMH KapTOUKH yueTa HeOOHAPY>KEHHBIX apXUBHBIX JOKYMEHTOB.

Pesynbrarhl mpoBepku (PU3NYECKOTO COCTOSIHUS APXUBHBIX JIOKYMEHTOB 3aHOCSTCS B
KapTOTeKy (KHUTY) ydeTa (PU3MUECKOTO (TEXHHUYECKOTr0) COCTOSIHUSI apXUBHBIX JOKYMEHTOB.

[IpoBepka HaMUYMS U COCTOSHUS apPXUBHBIX JOKYMEHTOB CUMTAETCS 3aBEPIICHHOMN IOCIEe
BHECEHMSI U3MEHEHHI BO BCE YUETHBIE JOKYMEHTHI.

[Tocne mpoBepku HaTUYHMS M COCTOSHUS apXHBHBIX JOKYMEHTOB KOPOOKU C apXHWBHBIMU
JIOKYMEHTaMH ONeYaThIBAIOTCS.

Po3bick apXWBHBIX JOKYMEHTOB, HE OOHApPYKEHHBIX B XOJE€ MPOBEPKH HAIUYMUS U
COCTOSIHMS, OPTaHU3YeTCs C MOMEHTa BBISBIEHUS WX OTCYTCTBUS M MPOBOAUTCS B TEUCHUE
OJIHOTO TOJla KaK HEMOCPEJCTBEHHO B apXWBe, TaK W B JPYIHX OpraHu3anusx. PykoBoacTBo
apxMBa BIIpaB€ MPOJJIUTh CPOK PO3bICKA HA OCHOBAaHUM JOKJIAJHOW 3alUCKU PYKOBOJIUTEIS
COOTBETCTBYIOILIETO CTPYKTYPHOT'O MIOJIpa3Ae/ICHUs] apXUBa.

ApXUBHBIE JOKYMEHTBI, OOHapy>KEHHbIE B XOJ€ pO3bICKa, IMEPEHAAOTCS XPaHUTEIIO,
KOTOPBIN MOJAKJIAIbIBaET UX Ha MecTo. B nucte npoBepku B rpade "[Ipumeuanue” B kapToTEeKe
HEOOHAPYKCHHBIX apXUBHBIX JOKYMEHTOB JAeNaeTcsi OTMETKa 00 OOHapyKeHHH AapXUBHBIX
JOKYMEHTOB,  KOTOpasl ~ 3aBepsieTcss  MOAMKMCHIO  3aBEAYIOIIEro  apXHUBOXPAaHUIMILEM
(MyHUITUTIAILHBIM apXHBOM).

ApXUBHBIE JOKYMEHTBI, IPUUYUHBI OTCYTCTBHUS KOTOPBIX MOJTBEPIKICHBI TOKYMEHTAIBHO,
CHUMAIOTCS C yYeTa B YCTAaHOBJICHHOM IOPSIKE.

Ha apxuBHBIE JOKYMEHTHI, HE OOHAPYKEHHBIE B XOJE PO3BICKA, COCTaBIAIOTCS aKT O
HEOOHAPYKEHHH JTOKYMEHTOB, MYTH PO3bICKAa KOTOPBIX HcUepnaHbl (mpunoxkeHue N 2), u
noaApoOHast CIpaBKa O MPOBEACHUHU PO3BICKA, KOTOPHIE BMECTE C aKTOM MPOBEPKH HAIMYUS U
COCTOSIHMSI apXUBHBIX JIOKYMEHTOB MPEACTABIISIOTCS B BBIIIECTOSIIIIUM YIOJIHOMOYEHHBIM OpraH
WCITOJTHUTEJIbHON BJIACTH B c(pepe apXUBHOTO Jena NIl MPUHATHS OKOHYATEIHPHOTO PEIICHUS O
CHATUHU C y4€Ta TAKUX apXUBHBIX JOKYMEHTOB.

Pemenne o0 CHATUM apXWBHBIX JOKYMEHTOB C YydeTa oO(OpMIISIETCS MpPUKa30M
PYKOBOJMTENS apXvBa Ha OCHOBAHMM THCbMEHHOTO Pa3pelIeHUs] COOTBETCTBYIOLIEIO
YIIOJTHOMOYEHHOT'O OpraHa UCIIOJHUTENbHOM BIIacTH B cepe apXUBHOTO Jiena.

CusTe ¢ yyeTa 10KyMeHTOB ApxuBHOro ¢onna Poccuiickoit @eneparuu, 0 JHOBPEMEHHO
BXOMIMMX B coctaB MyseiiHoro ¢onna Poccuiickoit ®eneparnuu, OCYIIECTBISIETCS B
COOTBETCTBUM C HactodmuMu IlpaBunamMu W MOPSAKOM, YCTAHOBICEHHBIM —CIIELIHAIBHO



YIIOJTHOMOYEHHBIM (pellepaibHBIM OpraHOM HCIOJTHUTENBHOW BiIacTu s MyseiHoro ¢onma
Poccuiickoit denepanumu.

Custre ¢ yyera 1oKyMeHTOB ApxuBHOro (onna Poccuiickoit @enepanuu, 0JJHOBPEMEHHO
BXOJISIIMX B COCTaB OMOJMOTEYHBIX (DOHIOB, OCYIIECTBIISETCS B COOTBETCTBUHU C HACTOSIIUMU
[IpaBuiiaMd W TMOPSIIKOM, YCTAHOBJICHHBIM CIEIUAIBHO YIIOJHOMOUYEHHBIM (eIepabHBIM
OpraHoOM MCIOJIHUTEILHOM BIacTH 1Jis1 OnOimoTedHbix oHa0B Poccuiickoit denepanuu.

B kaproreke HEOOHAPYKEHHBIX APXUBHBIX JOKYMEHTOB JCNACTCS OTMETKAa O CHSATHU
APXUBHBIX JOKYMEHTOB C y4eTa.

B cpoku, ycTaHOBIIEHHBIE PYKOBOJICTBOM apXHBa, CUCTEMAaTHYECKU MPOBOJATCS IOJHBIC
WJIM BBIOOPOYHBIE TTPOBEPKU HAIMYMS M COCTOSIHUS apXWUBHBIX JOKYMEHTOB, BBIJIABABIIMXCS W3
ApXUBOXPAHWIHUII B TCUEHHUE rojia. Pe3ynbTaThl yKa3aHHOHN MPOBEPKH 0(HOPMIISIOTCS:

NPy TMOATBEPKICHUM HaIWYMsl Jed - B BUAC JOKJIAAHOW 3alUCKH pabOTHHKA,
OTBETCTBEHHOTI'O 32 OPTaHHU3AIMIO IPOBEPKU HATTUUHMS;
IpH  OTCYTCTBHUM KaKuX-TMOO Jnen 0e3 JOKyMEHTHUPOBAHHOTO OOOCHOBaHUS - B

YCTaHOBJICHHOM ITOPSIKE.

IIpu BBIsABIEHUH HEOOOCHOBAaHHOTO OTCYTCTBHUSI APXUBHBIX JOKYMEHTOB OCYILIECTBIISETCS
UX ONEpPaTUBHBIN po3bick. B ciayuae Oe3pe3ynbTaTHOCTH pO3bICKA OTCYTCTBYIOIIHME apXHUBHBIE
JOKYMEHTBI BKJIIOYAIOTCS B KapTOTEKY HEOOHApYKEHHBIX JOKYMEHTOB /s JajbHEHMIIEero ux
pO3BICKa.

[TpoBepka TEXHHUECKOTO ¥ (PH3UKO-XUMUIECKOTO COCTOSHUS
ApXUBHBIX JOKYMEHTOB. BbIsSBIIEHUE apXUBHBIX JOKYMEHTOB
C MOBPEKICHUAMU MaTEPUAIbHBIX HOCUTEIEN U TEKCTOB

2.11.6.1. Tlpuem u pa3melleHUE B apPXHUBOXPAHWIMILIAX APXUBHBIX JIOKYMEHTOB,
IOCTYNUBIIMX B apXWB 0e3 MpeABAPUTEIbHON NPOBEPKH HMX (U3UYECKOTO COCTOSHHS, HE
nomyckatores. [loctynuBiiie B apXuB apXMBHbBIE JOKYMEHTHI JI0 TIEpeaur B apXUBOXPAHUIIHUILE
pasMelaroT B IMOMEIIEHUH IpUeMa U BPEMEHHOTO0 XpaHEHUs, 0CBOOOXKIAI0T OT TPaHCIIOPTHOU
Tapbl, pacKJIaJbIBalOT Ha CTeJIakax M crosax. He nomyckaercs ckiaJupoBaHHE MOCTYHMUBIIMX
apXMBHBIX JJOKYMEHTOB B HEPa300paHHOM BHJIE.

Onenka (pU3NYECKOT0 U TEXHUUYECKOTO COCTOSIHMSI MMOCTYMUBUIMX apXUBHBIX JOKYMEHTOB,
a TaK)Ke UX CTPAXOBBIX KOMUN MPOBOJUTCS HE MO3HEE 3 MECALEB C MOMEHTA IpueMa apXUBHBIX
JIOKYMEHTOB B apXUB.

B pe3synbrare OLEHKH (PU3MUECKOTO COCTOSIHHS apXUBHBIX JOKYMEHTOB Ha OyMa)kKHOM
OCHOBE BBISIBIISIIOTCS ApXMBHBIE JOKYMEHTBI: MOpPAKEHHbIE OMOJOTHYECKHUMH BPEIUTEISIMH; C
MOBBIIIEHHON BJIQXHOCTBHIO; C MOBPEXICHUSAMU OyMmMaru W TEKCTa; 3amnbuleHHbIE. Ilpu 3TOM
yIaJeHUIO MO/AJIeKAT BCe MOCTOPOHHME, HAXOAIIMECs B JIeNax, Markax, KOpoOKax MpeaMeThl:
MeTaJUIn4eCcKHue, KapTOHHbIE, OyMa)kHbIE U IPyTUe 3aKIaJIK1, TPOKJIAIKH, CKPETIKH U T.II.

[Ipu oneHKe TEXHUYECKOTO COCTOSHUS ayJUOBH3YaJbHBIX U 3JEKTPOHHBIX JOKYMEHTOB, a
TaKXKe WX CTPAaXOBbIX KOMWH YCTAHABIMBAETCS BO3MOXHOCTb CUMTBHIBAHUS HH(POpPMALUU C
MaTepuaIbHOTO HOCUTENS, COOTBETCTBME TEXHUYECKUX XapaKTEPUCTUK OJTUX JOKYMEHTOB
CBEICHMSIM, COJEpXKAIIMMCS B  CONPOBOXKIAIOUIMX AaKTaX TEXHUYECKOTO  COCTOSHUS.
OnHOBpEMEHHO BBISBISIETCSI BHUJlT OCHOBBI KHMHO(OTOJOKYMEHTAa. ApPXHUBHBIE JOKYMEHTHI Ha
HUTPOOCHOBE TOJIeKAT HEMEJIEHHON MPOBEpPKE Ha CTAOMIBHOCTb.

[Ipn oOHapyxeHHH IePEKTOB COCTAaBISIETCS aKT MPOMU3BOJIBHON (OPMBI, OTpakaroliuit
XapakTep 1e(eKTOB U MEphl M0 WX YCTPaHEHHIO. YCTpaHEeHue NePEeKTOB MPOBOAMTCS 3a CUET
MCTOYHUKA KOMIUIEKTOBAHHUS.

[ToctynuBiive apxuBHBIE JOKYMEHTbI, HNOpPaKEHHbIE OHOJOTMYECKUMM BpEIUTEISIMU
(HacekoMble, aKTUBHas IUIECEHb), HANPABISIOTCS HAa CAHUTAPHO-TUTHMEHUYECKYI0 00paboTKy
(mesuH(eKus, Te3MHCEKIIHS).

IIpu oOHapyXeHNUHU YBJIAXXHEHHBIX apXMBHBIX JOKYMEHTOB IPOBOAUTCS UX 00s3aTelbHasI
aKKJIUMAaTU3aluusl 0 TIOJHOTO BBICYIIMBAaHUS. AKKIMMATHU3aLUIO TMPOBOAAT B TOMEIICHUHU
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IIpMeMa U BPEMEHHOIO XpaHEHUs B TeueHue 7 - 14 cyTok (B 3aBUCHUMOCTH OT CTENEHU
YBJIQXKHEHUs) NP MHTCHCUBHOM BEHTWIALMHU BO3JyXa M pa3sMEIEHUM €IUHMI[ XPaHEHUs B
pa3BepHYTOM BHJIE€ Ha CTOJNAX, CTEIUIAXKaX.

KayectBo Oymarm u TeKcTa HOCTYNUBIIMX AapXHMBHBIX JOKYMEHTOB IIPOBEpSETCS
BBIOOPOYHO /151 O0IIEH OIIEHKH UX COCTOSTHHSL.

OOecnbUIMBaHUE MOCTYNUBIIMX APXUBHBIX JIOKYMEHTOB IIPOBOJAAT B CIELUUAIBHOM
MIOMEIICHUHU C IPUMEHEHHUEM BBITSDKHBIX IIKAa(oB M COOMIOIEHUEM MEp CAaHUTAPHU U TUTHCHBI.
O06s13aTenbHOMY 00ECTIBUIMBAHUIO MOAJIEKAT KOPOOKH, MANKU, 00JI0KKHU, KOPELIKHU /eI

[ToctynuBuive ayanoBU3yalbHbIE U 3JIEKTPOHHBIE JOKYMEHTHI ITOJIEXKAT:

OYMCTKE OT IBbLIM U IEPEMOTKE - ApXUBHBIE JJOKYMEHThI HA MAarHUTHOM JIEHTE;

OUHUCTKE OT 3arpsi3HEHUH - apXUBHBIE JOKYMEHTHl Ha JHUCKOBBIX HOCHUTEJISX U apXHUBHBIE
(OTOIOKYMEHTHI;

aKKJIMMAaTU3alluu B 3aJJaHHBIX TEMIIEPATYPHO-BIAKHOCTHBIX YCIIOBUSX;

YI1aKOBBIBAHUIO.

AKKIMMaTH3alMsl ay[MOBU3YAIbHBIX U JJIEKTPOHHBIX JOKYMEHTOB Ha IUICHOYHOH U
JMCKOBOI OCHOBax Iepej, pa3MEIEHHEM UX B apXUBOXPAHWIHUILE IPOBOJAUTCA B OTKPBITOH
ymakoBke rpu tremmeparype 20 +/- 3 °C 1 0THOCHUTENBHOW BIAXKHOCTH Bo3ayxa 35 +/- 15%; mus
[BETHBIX KHHO- U (DOTOJOKYMEHTOB - MpPH OTHOCHTEIbHOW BiaxHoctu 35 +/- 15%.
[TpomOIKUTETPHOCTh AKKIUMATH3aUN KHHOJOKYMEHTOB M PYJIOHHBIX MHUKPO(QHIEMOB HE
JOJDKHA ObITh MeHblIe 10 CyTOK, apXMBHBIX JOKYMEHTOB Ha MAarHUTHOM JICHTE€ U JMCKOBBIX
HOCHUTEIISIX - HE MeHee 3 CyTOK, (POTOJOKYMEHTOB 1 MUKPO(DUII - HE MeHee 24 JacoB.

2.11.6.2. TlpoBepka (PU3HKO-XHUMHUYECKOTO U TEXHHYECKOTO COCTOSHUS apXHUBHBIX
JIOKYMEHTOB B IPOIIECCE XPAHEHUSI IIPOBOJIUTCS C LIEIIbIO BBISABIICHUS TOBPEKICHHBIX aPXUBHBIX
JOKYMEHTOB ¥ apXMBHBIX JOKYMEHTOB C IIOTEHIMAJIbHO ONACHBIM (U3NYECKUM WU
OMOJOTUYECKUM COCTOSSHUEM M OCYIIECTBISETCS: LIEJEBbIM IOPAIKOM; B XOJ€ HPOBEPKHU
HaJIMYUSg U COCTOSHUS apXMBHBIX JIOKYMEHTOB; INpPH MOATOTOBKE APXUBHBIX JOKYMEHTOB K
BbIJIay€ U3 apXUBOXPAHWIHUIIA, a TAKXKe IPU BCEX JAPYrux paboTax, CBSI3aHHBIX C MOEAUHUYHBIM
(TTOJIUCTHBIM) IPOCMOTPOM APXUBHBIX IOKYMEHTOB.

[leneBast mpoBepka (U3MUECKOrO COCTOSHUS APXUBHBIX JIOKYMEHTOB IPOBOAUTCS B
NOPSAIKE O4YEPENHOCTH C YUYETOM LIEHHOCTH AapXUBHBIX JOKyMEHTOB. lleneBoil mnpoBepke
(Gu3NYECKOTr0 COCTOSIHMSI TOJUIeKaT BCE apXWUBHBIE JOKYMEHTBI, IOCTpaJaBIIME B
JKCTpeMalibHBIX ycioBUsX. [1o pe3ynbTataM KOHTPOJIS /1e1aeTcsl 3aKI0UYeHUEe O HE00X0AUMOCTH
IIPOBEJCHUS pEecTaBpallid M KOHCEpBAllMM U B 3aBUCUMOCTH OT COCTOSIHUSI apXHBHBIX
JIOKYMEHTOB yCTaHaBJIMBAKOTCSI CPOKU IIPOBEACHMS CIEAYIOLIEH KOHTPOJIBHOU MPOBEPKH.

[IpoBepka (puU3MUECKOrO COCTOSHUS apXMUBHBIX JIOKYMEHTOB Ha OyMa)KHOM OCHOBE B
npoliecce XpaHeHUs IPOBOAMTCS C 11EJbI0 BBIBICHUS BIAXKHBIX; TOPAXKEHHBIX OMOIOTHYECKUMU
BpEAUTEISIMU (IIJIECEHb, HACEKOMBIE); C eheKTaMHU OyMaru U TeKCTa apXUBHBIX JOKYMEHTOB.

VBIaXHEHHbIE apXHBHBIE JOKYMEHTHI (Jeda, TPYIIbl JAed) MHOoJuIekaT HeMEJIEHHOMY
BBIJICJICHHUIO, BHEOUYEPETHON 00paboTke (cymika, akkiumatu3anus). [Ipn MaccoBoM yBIaKHEHUH
ApXUBHBIX JJOKYMEHTOB MPUHUMAIOTCS MEPHI [0 OCYIIEHUIO apXUBOXPAHMINIIA, HOPMATU3aLuU
pEeXHMMa XpaHEHUS.

ApXUBHBIE JOKYMEHTBI, TIOPa)KCHHbIE OWOJIOTUYECKUMHU BpeIuTeNnsiMu  (TJIECEHb,
HACEKOMBbIE), MTO/AJIEeKAaT HEMEJIEHHON H30ISI1H.

Hannune nedextoB Oymardm M TEKCTa YCTaHABIMBAETCS BU3YAJIbHO IPU MOJHUCTHOM
npocmotpe nen. [edexTsr kimaccuuIUpyroTcsi Ha OCHOBE €IWHON OyKBEHHO-IIU(POBOM
MHJIEKCAllUM 10 THUIIOBBIM IpH3HaKaM jaedekToB Oymaru (OyKBeHHass MHJEKcCAllMsi) U TEKCTa
(undpoBas MHAEKCAIMsI) B COOTBETCTBUU C METOIMUECKUMHU pa3pabOTKaMH.

IIpoBepka TEXHHUYECKOTO COCTOSHUS ayJUOBH3YaJIbHBIX M 3JEKTPOHHBIX JTOKYMEHTOB B
MIPOLIECCEe XPAHEHUSI OCYIIECTBIISIETCS C LIETBIO ONPEICICHUS:

COCTOSIHUS MX YIIaKOBKH;

HQJINYMSI CTAaHJIAPTHBIX PaKOPAOB;

TEXHUYECKOTO COCTOSIHHS UX MMOBEPXHOCTHU U NMEePPOPALMOHHBIX TOPOKEK U CKIICCK;



HaJIU4Ms 3arpsiI3HEHUM U MEXaHUYECKUX ITOBPEXKICHUN;

CTaOUIILHOCTU HUTPOOCHOBBI;

mara nepgopanuyu KHHOIUICHOK M MAarHUTHBIX JICHT UPUHON 35 1 16 MMm;

(bU3MKO-MEXaHMUYECKUX XapaKTEPUCTUK (KOpoOJieHHe, OTCIauBaHUE 3MYJIbCHOHHOTO WIU
OChINanue pabodero cios u Jp.);

HaMUuus JePEeKTOB XHUMUYECKOTO M OHOJIOTMYECKOTO MPOUCXOXKICHHUS (TOpaskeHue
MHUKpPOOPraHU3MaMHU, HACEKOMBIMH U I'PbI3yHAMH, CJIEbl KPUCTAUIN3ALUMN COJIEH U pa3IoKEHUs
OCTATOYHBIX MPOAYKTOB XUMHUKO-(poTorpaduueckoit 00padboOTKH);

AJIEKTPOAKYCTUYECKHUX XapaKTEPUCTUK (POHO- U BUICOIOKYMEHTOB;

MapaMeTpoB BHUJICOIOKYMEHTOB B BUJICOKAHAIIE;

KauecTBa M300pakeHUs KHHO-, POTO-, BUICOJOKYMEHTOB;

YpOBHSI MapaMeTpOB, XapaKTEPU3YIOUIUX AIJIEKTPOHHBIE JOKYMEHTHI (HAampuMmep, 4YUcio
cOO0€eB MpH CYUTHIBAHUN MHPOPMALIMH B €MHULLY BPEMEHHN);

Hajau4us "BUPYCOB" B 3JIEKTPOHHBIX TOKYMEHTAX;

HaJIM4us pPa3MarHUYEHHbBIX YYaCTKOB U MEXAaHUUYECKUX MOBPEXKIEHUHN OTAEIbHBIX Y4aCTKOB
MaIIMHHOTO HOCUTEJS;

HaJIM4Yusl KOPPO3UH Ha MOBEPXHOCTU METAINIMYECKUX IPaMOPUTHHAJIOB;

HaJIM4YUs YKCYCHOTO CUHIPOMa TpUaleTaTHOU TUICHKH.

[IpoBepka TEXHUYECKOTO COCTOSIHUSI AapXMUBHBIX JOKYMEHTOB OCYIIECTBISETCS IPU
BHEIITHEM OCMOTpPE B OTPAKEHHOM CBETE.

[IpoBepky  DIEKTPOAKyCTHYECKHX  XAPAKTEPUCTHK  (OHOTOKYMEHTOB  (YacCTOTHBIE
UCKaXEHUS, YPOBEeHb Komupiaddekra, ypoBeHb (OHA U LIYMOB, HAIUYHE TPECKa U ULIEITYKOB,
IIYM Tay3bl) IPOBOJAT C UCIIOIb30BAHUEM CIIELUATBHOIO 000PYA0BaHUS.

[IpoBepky TEXHUYECKUX MMAPaMETPOB BUICOJOKYMEHTOB IPOBOAST C MOMOIIBI0 KOMITJIEKCA
KOHTPOJIbHO-U3MEPUTEIBLHOM arnmnaparypsl.

IIpoBepky TEXHMYECKMX IIapaMETPOB  IEKTPOHHBIX JOKYMEHTOB IIPOBOAAT C
MCIIOJIb30BaHUEM CIIELMAIBHOMN amnmaparypbl U MPOrpaMMHOI0 OOecreueHus, peIHa3HaYeHHbIX
JUIs pabOTHI C COOTBETCTBYIOLIETO BUJIAa ApXUBHBIMU JIOKYMEHTaMH.

BeisiBieHne JOKyMeHTOB ApXMBHOTO (pOHAA
Poccuiickoit denepanuy, HaXOAANMXCS B HEYJOBIETBOPUTEIBHOM
(U3MYECKOM COCTOSIHMM, M HEUCTIPAaBUMO MOBPEKICHHBIX apXUBHBIX
JTOKyMeHTOB. CHSITHE C yueTa HEMCIIPAaBUMO MOBPEKICHHBIX
apXHUBHBIX JOKYMEHTOB

2.11.7.1. HaxoasgmuMucst B HEy1OBJIETBOPUTEIBHOM (PU3MUECKOM COCTOSIHUU MPU3HAIOTCS
JTOKyMeHThl ApxuBHOro ¢onna Poccuiickoit denepanny ¢ BBICOKOM CTENEHBIO pa3pyLIECHUs
MaTepHaJIbHBIX HOCUTEJNEH, yrpoxaromeil pu3nueckoi eJI0CTHOCTH T0KYMEHTOB.

Pemenne o mnpuszHaHum JokymeHTa ApxuBHoro ¢ouga Poccuiickoit ®enepanuun
HaXOJAUIMMCS B HEYAOBJIETBOPUTEILHOM (DU3UYECKOM COCTOSHUM M €ro IOCTaHOBKE Ha
CHEIHUANIbHBIM y4YeT Ui OpraHu3alid B CPOYHOM MOPSAKE CHEelHalbHOM 00paboTKu (CM. II.
2.11.9.1) npuHMMaeT pPyKOBOAMUTENb apXHMBAa HAa OCHOBAaHMM HKCHEPTHOTO 3aKIHOUYECHUS
pecTaBpaTopa W PYKOBOAMTENSI MOJPA3JEiICHUs, OTBETCTBEHHOIO 3a XPAaHEHHWE apXUBHBIX
JIOKYMEHTOB.

2.11.7.2. HeucnpaBuMO TOBpPEXJACHHbIMA apPXWBHBIMH JIOKYMEHTAMH IPHU3HAKOTCA
apXUBHBIE JTOKYMEHTBHI, ()U3MYECKOE COCTOSHHE KOTOPBIX HCKJIIOYAeT BO3MOXKHOCTh
BOCCTAHOBJICHUSI WX MAaTEPUAIBHBIX HOCHUTENIEW M HCIOJIb30BaHUSA COJAEpIXKAIIEHCI B HHX
JOKYMEHTHOM HH(pOpMaIUH.

Pemenne o nmpu3HaHMM apXMBHOTO JOKYMEHTa HEUCIPABUMO NOBPEXKJIECHHBIM M CHATHH
€ro ¢ y4yera IPMHUMAET COOTBETCTBYIOIIUI YIIOJTHOMOYEHHBIN OpPraH UCIIOJIHUTEIBHON BJIACTH B
cdepe apxXMBHOIO Jejla Ha OCHOBAaHMM IPEJCTABISAEMBIX PYKOBOACTBOM apXHBa 3KCIEPTHOTO
3aKJIIOYEHUs] PeCTaBparopa U PYKOBOIUTENS IOApA3JEICHUs, OTBETCTBEHHOI'O 3a XpaHEHHUE



ApXUBHBIX JOKYMEHTOB, U aKTa O HEMCIPAaBUMBIX MOBPEXACHUSIX AOKYMEHTOB (MpuioxeHue N
1).

Ha ocHOBaHMM INHCBMEHHOIO pEUICHUS BBILIECTOAILEIO YIOJHOMOYEHHOIO OpraHa
UCIIOJIHUTEJIBHOW BJIaCTH B c(pepe apXUBHOIO Jiela M3AAETCS MpHUKa3 PYKOBOAUTEINS apXHUBa O
CHSATHUH HEHUCIIPABUMO MTOBPEXKICHHBIX APXUBHBIX JIOKYMEHTOB C y4eTa.

CHATHE C ydeTa U yHMUYTOKEHUE HEHCIIPAaBUMO NOBPEKACHHBIX YHUKAJIBHBIX JOKYMEHTOB
HE JI0IIyCKaTC.

Yyer pu3uveckoro u TEXHUIECKOTO COCTOSIHUS
APXUBHBIX JOKYMEHTOB

2.11.8. Yuer (u3nyeckoro M TEXHUUYECKOTO COCTOSHHUS AapXUBHBIX JIOKYMEHTOB Ha
OyMa)KHOW OCHOBE OCYILIECTBIISIETCS B!

nucte-3aBeputene (mpunoxenue N 3);

JIUCTE U aKT€ MPOBEPKU HATUYMS U COCTOSTHUS apPXUBHBIX JOKYMEHTOB;

KapTOYKE yuyeTa apXUBHBIX JOKYMEHTOB C MOBPEXKACHUSIMU HOCUTEIS;

KapTOYKE yuyeTa apXUBHBIX JOKYMEHTOB C IMOBPEKICHUSMU TEKCTA;

KapToTeke (KHUTe) yueTa GU3NYECKOro COCTOSHUS apXUBHBIX TOKYMEHTOB.

VYyer @uznueckoro W TEXHUYECKOTO COCTOSIHUS —ayJUOBU3YaJbHBIX JOKYMEHTOB
OCYLIECTBIISICTCS B:

KapTOUYKE yuyeTa TEXHUYECKOTO COCTOSHUS KUHOJAOKYMEHTA,

KapTOUYKEe yueTa TEXHUYECKOTO COCTOSHUS (DOTOJJOKYMEHTA;

KapTOYKe yueTa TEXHUYECKOTO COCTOSHUS (POHOIOKYMEHTA;

KapTOYKE yuyeTa TEXHUYECKOTO COCTOSHHS BUJCOIOKYMEHTA.

s yuera moxkymeHToB ApxuBHOro (onnma Poccuiickoit denepainuu, HaxOASIIUXCS B
HEYJIOBIIETBOPUTEIILHOM  (PU3WYECKOM  COCTOSIHMM,  BEIETCS  CHeIalibHas  KHUTa.
CooTBeTCTBYIOUINE OTMETKU MPOCTABIIAIOTCS TAKXKE€ B IPYIrMX JOKYMEHTaX ydeTa (pU3NYEcKOro
Y TEXHUYECKOTO COCTOSIHUS APXUBHBIX TOKYMEHTOB.

Yyer GU3NUECKOTO W TEXHHMYECKOTO COCTOSHUS ApXUBHBIX JIOKYMEHTOB MOMKET
OCYIIECTBIISATHCS Ha OyMa)KHOM HOCHUTEJE WJIM B aBTOMAaTU3MPOBAHHOM PEXKHUME B COOTBETCTBUU
C YCTaHOBJIEHHBIMU PEKBU3UTAMU KOHTPOJIbHO-YUETHBIX JIOKYMEHTOB.

OuU3NKO-XUMUYECKast U TEXHUYECKast 00paboTka
ApPXUBHBIX JOKYMEHTOB

2.11.9.1. Ousuko-xMMHUYecKas U TEXHUYECKas o0O0pabOTKa apXMBHBIX JOKYMEHTOB
IPOBOJUTCS C LIEIIbIO:

yCTpaHEHUsI IPUYMH YCKOPEHHOT'O CTAPEHMSI U Pa3pyLICHHs apXUBHBIX JOKYMEHTOB;

BOCCTAHOBJICHHS X CBOMCTB, TEXHUYECKUX XapPaKTEPUCTHUK, JOJITOBEYHOCTH;

BOCIIPOU3BEICHHS TOKYMEHTHOM nH(popManuu Ha 60jee yCTOMYMBBIX HOCUTEIISX.

OCHOBHBIMU BHAAMH 3TOW OOpabOTKM apXUBHBIX JOKYMEHTOB Ha OyMa)KHOH OCHOBE
ABIISIOTCS:

ne3uH(peKuusi, AE3UHCEKIUs, JepaTu3alys apXUBOXPAHWIUI] KAaK COBOKYIHOCTb MeEp
OMONpOPHUIAKTUKH, OWO3aUTBl W YHUYTOXKEHUS  OMOJOTMYECKMX  BpenuTenel B
apXMBOXPAHWINIIAX U HA apXUBHBIX IOKYMEHTaX;

pectaBpanusi (pecTaBpallMOHHO-KOHCEPBALlMOHHAs 00paboTka) Kak KOMIUIEKC paboT u
TEXHOJOTMYECKUX ONepaluil M0 BOCCTAHOBJIEHHWIO CBOICTB U JOJTOBEYHOCTH OpPUTHMHAJIOB
ApXUBHBIX JOKYMEHTOB;

BOCIPOU3BE/ICHUE APXMBHBIX JIOKYMEHTOB C LI€JbIO CO3/JaHUS CTPaxoBoro (oHaa KOmuil
YHUKAJIBHBIX ~JIOKyMEHTOB W 0C000 IIGHHBIX JOKYMEHTOB M (oHAAa MOJB30BAHHUS;
(oropecTaBpanys apXUBHBIX JOKYMEHTOB C YraclIMM M CIa0OKOHTPAaCTHBIM TEKCTOM; 3aMeHa
OpUTMHAJIOB C HEIOJITOBEYHBIMHU WJIM Pa3pyLICHHBIMH HOCUTENSIMM KOIUSAMHU JJISl COXPAHEHUS
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JOKYMEHTHOM nH(pOpMaIuy 1 1Ip.;

MeperieT apXUBHBIX IOKYMEHTOB;

o0ecTIbUIMBaHNE aPXUBHBIX TOKYMEHTOB;

0o0paboTKa apXHMBHBIX JOKYMEHTOB B DPEKHUME aBapuUHHO-CIacaTelbHBIX PadOT, B TOM
quciIe C TNPUMEHEHHEM CpEeICTB W CHOCOOOB CYIIKHM, Je3WH(EKIUH, Je3WHCEKIHH,
3aMOpPaKMBaHUsS, PECTaBpallid, BOCIPOU3BEICHUS, IE3aKTHUBAIMM U APYTUX BUIOB II€JIEBOI
00paboTKu.

AynuoBU3yallbHbIE U JJIEKTPOHHBIE JOKYMEHTBI B 3aBUCUMOCTH OT (PU3UYECKOU MPHUPOIbI
HOCUTENS  IIOJIBEPralOTCsl  CIEAYIOIIMM  pPECTaBpallMOHHBIM M KOHCEPBAallMOHHO-
PO UITAKTHISCKUM paboTaM:

apXHUBHBIC JOKYMEHTHI HA MAarHUTHOH JICHTE:

OYHCTKE TOBEPXHOCTH OT MBbUIM M YaCTUI[ Tpsi3U HA CHEHHATLHOM OUYHUCTUTEIILHOM
000py1I0BaHUU;

3aMeHe MEePEeCOXIIUX U MOKOPOOICHHBIX CKIICEK;

0OPMIICHHIO PYJIOHOB MarHMTHOHN JICHTHI 3aIIUTHOW MArHUTHOW JICHTOW C JBYX CTOPOH
mo 2 - 2,5 m;

MEPEMOTKE C IENbI0 CHATUS BHYTPEHHHMX HANPSOHKCHWH B PYJIIOHAX MArHUTHBIX JICHT,
BO3HUKIIIUX M3-3a MEPEMaioB TEMIEPATyphbl U BIAKHOCTH MIPHU XPAHEHUU U TPAHCIOPTHUPOBAHUU
ApXUBHBIX JOKYMEHTOB;

apXUBHBIE JOKYMEHTHI Ha JUCKOBBIX HOCUTEIISIX:

00€CIbUIMBAHHMIO;

MIPOTUPKE aHTUCTATUKOM;

KHHO(OTOJOKYMEHTBI, MUKPO(OPMBI U JOHOTPAMMBI K KHHO(PHUIBMaM:

00eCIbLUTUBAHUIO;

YIIaJICHUIO0 BOCKOBBIX, )KUPOBBIX M WHBIX 3arpsI3HEHUN;

YKPEIUIEHUIO CKJIEEK U MPOCEUEK;

peMoHTY nepdopaiuu;

nepezenKe rpyobIx, KOpOOJIEHHBIX 3aIUIaT U CKIIEEK;

PEMOHTY MOBPEXKIEHHBIX MOJIEH KaapOB.

I'pamopuruHamsl GOTOIOKYMEHTOB MOJBEPratOTCs AIEKTPOXUMUYECKOI OUHCTKE.

2.11.9.2. PaboTel 1m0 (PU3IMKO-XUMHUYECKOM U TEXHUYECKOW 00paboTKe apXUBHBIX
JIOKYMEHTOB MOIpa3eIs0TCs Ha TJIAHOBbIE U BHETJIAHOBBIE.

[InanoBasg 00paboTKa apXUBHBIX JOKYMEHTOB IIPOBOAMUTCA MO pe3yJbTaTaM IMPOBEPKU HX
COCTOSIHUS B TIOPSIJIKE OYEPETHOCTH, YCTAHOBIEHHOM B apXMBE C yYETOM HMPUHAMISKHOCTH UX K
pPa3IUYHBIM IEHHOCTHBIM TpyIIaM, OCOOEHHOCTEH (U3UYECKOTO COCTOSIHUSI apXMBHBIX
JIOKYMEHTOB pa3IMuYHBIX BHJIOB M BO3MOXKHOCTEH apxuBa. [Ipumopurer oTAaeTcst yHUKaJIbHBIM
JOKYMEHTaM M 0c000 IIEHHBIM JIOKYMEHTaM.

K BHemnaHOBBIM OTHOCATCS palOThI, BBIOJHSAEMBIE B AaBapUITHO-CIACATENbHBIX
CUTYallUsX, CBS3aHHBIX C JIOKAJHHBIM MM MAacCOBBIM IOPAKEHUEM AapXHMBHBIX JOKYMEHTOB
OTHEM, BOJIOM, XMMUYECKHMHU WM PpAJAUOAKTHBHBIMHM BemiecTBamMu. CpoyHble Mephl I10
BBIJIETICHUIO, U30JISIUH, CAHUTApHON 00pabOTKe apXUBHBIX JOKYMEHTOB M MECT MX XpaHEHHS
OPEANPUHUMAIOTCS TakXkKe TMpU TOPAKEHUM apXUBHBIX JOKYMEHTOB OHOJIOTHYECKUMHU
BpPEAUTEISIMHU.

Homenknarypa, mopsoK HPOBEAEHUS U TEXHOJOTHS PadOT Mo (PU3MKO-XMMHUYECKOH U
TEXHUUYECKON 00pabOTKe apXUBHBIX JOKYMEHTOB OMpPENENSIIOTCS OTPacieBbIMH HOPMATHUBHBIMU
U METOJIMYECKUMH JIOKyMEHTAMHU.

OO6mme TpeboBaHUS K BbJJaue apXUBHBIX
JOKYMEHTOB M3 apXHBOXPAHUIIHIIA

2.11.10. ApxuBHBIE TOKYMEHTHI, UMetomure (OHJ TMOJIH30BAHUS, U3 apXUBOXPAHUIIUIIA,
KaK MpaBujIo, HE BBIAAIOTCS.



ApXMBHBIE JIOKYMEHTbI, HE€ IMpOLIEAIINE HAyYHOTO ONHUCAHMSI W TEXHUYECKOIO
o(opMIIeHHUS, U3 apXUBOXPAHWINIIA HE BBIAAIOTCS AJIsS UCIIOIb30BaHUS U MPOBEAEHUS paboT 1o
CO3IaHHIO CTPaxoBOro GoHaa u HoHIa MOIE30BAHMUS.

Bobigaua u3 apXuBOXpaHWIUIIA MOAJUHHUKOB O0CO0O0 LIEHHBIX JOKYMEHTOB, B TOM YHCIIE
YHUKaJBHBIX JOKYMEHTOB, a TaKXke JOKYMEHTOB ApxuBHoro ¢onmga Poccuiickoit deneparum,
HAXOJSIIUXCS B HEYIOBJICTBOPUTEIHLHOM (U3UYECKOM COCTOSIHMM, OCYLIECTBISETCA B
UCKJIIOYMTEINBHBIX CIIydasX ¢ MMCbMEHHOI'O Pa3pelIeHHs] pyKOBOJAUTENS apXUBa.

ApXUBHBIE JOKYMEHTBHI BBIAAIOTCS W3 apXHWBOXPAHWIMILNA TOCYAAPCTBEHHOIO apXHBa,
My3esi, OMOIMOTEeKH, opranu3anuu Poccuiickoli akaJeMi HayK C MUCbMEHHOTO Pa3pelIeHUS:

3aBEyIOIIEr0  apXWBOXpaHWIHMIIEM  (OTAeNOM  oOecriedeHHs:  COXpPAaHHOCTH) -
[I0JIb30BATENSIM B YMUTAJIBHBIM (IIPOCMOTPOBBINM) 3al apxXuBa M pabOOTHUKAM apXuBa JUIs
CIIy’keOHBIX 11eJieil B paboune MOMeIIeHus;

PYKOBOIUTENSl apXuBa WJIM €ro 3aMecTHTedst - (oHI000pa3oBaTessaM, CyaeOHBIM,
MIPaBOOXPAHUTEILHBIM M MHBIM YIIOJIHOMOYEHHBIM OpraHaM BO BPEMEHHOE MOJb30BaHUE MpU
HAJIMYUU TFapaHTUHHOrO NMUChbMa OT HUX; OpraHMU3alUsAM - JJisl SKCIIOHUPOBAHUS MPU HAJIUYUU
JIOTOBOpa O TPOBEACHHM BBICTABKM M COOTBETCTBYIOUIETO MpHUKa3a PYKOBOIHUTENS apXuBa;
paboTHUKaM J1a0OpaTOpUU apXxHBa, CHEUAIM3UPOBAHHBIM OpPraHU3aLMSIM - JJIS HPOBEACHUS
paboT 1o co3gaHuio cTpaxoBoro (oHma u GoHAA IMOJIB30BAHHMS M CICIHAIBHOW 00pabOTKH
apXUBHBIX JOKYMEHTOB IPU HAJMYMHU COOTBETCTBYIOIIETO JOTOBOpPA CO CHELMATU3UPOBAHHOMN
OpraHu3aIuen.

Bblgaua apXMBHBIX JOKYMEHTOB BBIIIEYNOMSHYTBIM KAaTE€rOpUsM IOJb30BaTeNed U3
ApXMBOXpPAHWIUIA MYHHIIMIAIBHOTO apXuBa, My3es, OHOIHMOTEKH OCYIIECTBISIETCA C
NUCHbMEHHOTO Pa3peICHUs 3aBEAYIOIIEr0 MYHHUIIUITAIBHBIM apXUBOM, My3eeM, OMOITMOTEKOM.

Brigauy apXuBHBIX TOKYMEHTOB U3 apXMBOXpaHWIUIIA U MIPHUEM UX 00paTHO, B TOM YHCIIE
MOJIMCTHYIO IPOBEPKY HAJIWYMS U COCTOSHUSI apXMBHBIX JIOKYMEHTOB IE€pE] BbIJAUEeH UX U3
apXMBOXPAaHWIMINA M TPU BO3BpaTe, NMPOU3BOAUT PAabOTHUK apxuBoxpaHuiauina. [lomucTtHyro
MIPOBEPKY HAJIWYMS U COCTOSHUS apXMBHBIX JOKYMEHTOB, BO3BpAalla€MbIX IOJb30BaTEISIMU B
YUTAIBHOM 3aJie, OCYILECTBIIAET pAOOTHUK YUTAIBHOIO 3aJ1a.

OO0s13aTeIbHON MOJIMCTHOW TPOBEPKE HAIMUUSA U COCTOSIHUS NEpe]l BblAauel apXHBHBIX
JIOKYMEHTOB M3 apXMBOXPaHWINIIA U IIPU UX BO3BPATE MOJIEKAT:

YHHUKaJIbHbIE TOKYMEHTBI U 0CO00 IIEHHbIE IOKYMEHTHI;

apXHUBHbBIC JJOKYMEHTHI, UMEIOIINEe B O(POPMIICHUN WM MPUIOKEHUU K HUM JparoleHHbIe
KaMHHU U METaJlJIbL;

HEeCOPOIIIOPOBAHHBIE APXUBHBIE IOKYMEHTHI;

Jiena, paHee HE BbAABaBIIMECSd U3 AapXUBOXPAHWUJIMUINA M HE HMEIOLUEe JIMCTOB-
3aBEPUTEIICH;

Jiena, cojiepkaiie aBTorpadsl, rpaguyeckue JOKYMEHTHI, IOYTOBbIE U repOOBbI€ 3HAKH,
IeyaTH, OTKPBITKM, KOHBEPTHI C aJpecamMM, MapKaMH, M Jpyrue apXWUBHbIE IOKYMEHTHI,
MOTEHLHUAIBHO MPEJICTABISIIOIINE HHTEPEC 1JI KOJIIEKIIHOHEPOB.

CocraB apyrux Jnen, HOJUIekKAIlUX IOJMCTHOM IPOBEPKE, OMPENENAETCs PYyKOBOJACTBOM
apXuBa Ha OCHOBE PEIICHUS IKCIIEPTHO-METOUYECKON KOMUCCHH.

OTmeTka O TMpPOBEAECHHON IOJIMCTHOM NIPOBEPKE CTAaBUTCA B  JINCTE-3aBEPUTEIIE
(mpunoxenue N 3).

Ha wmecto BblgaBacMbIX M3 apXMBOXPAaHWIMILA €IUHUI] XpaHEHHUS M ONHUCEH Jell,
JIOKYMEHTOB MOJIKJIa/IbIBAETCS KapTa-3aMeCTUTEIb.

ApXuBHBIE JOKYMEHTHI, BbIIaBaeMble U3 apXUBOXPAHWIIHINA, JOKHBI UMETh apXHUBHBIM
mu@p, TPOHYMEPOBAHHBIE JTUCTHI, JIUCT-3aBEpUTEND (MpuiokeHne N 3) U JUCT UCIOIB30BaHUS
JOKyMeHTOB (npuitokerne N 4).

[ToaroroBka apXUBHBIX JOKYMEHTOB K BblJ1aye U3 apXHUBOXPAHUJIUIIA BKIIIOYAET:

BBIEMKY apXHMBHBIX JTJOKYMEHTOB;

CBEPKY apXWBHOTO Iudpa W 3arojoBKOB (aHHOTAIMKA) C OMHUCHIO (KHUTOW yuyeTa u
omnucaHusl) e, JOKyMEHTOB;



MOJIMCTHYIO MPOBCPKY apXUBHBIX ACI - B YCTAHOBJICHHBIX ClIydadXx.

CBepka apxuBHOTO MH(pa apXUBHBIX TOKYMEHTOB C OMUCKHIO (KHUTOM y4eTa W ONHUCAHMUS)
el W JIOKYMEHTOB TIPEIIoJiaraeT MPOBEPKY MPABUIBHOCTH OGOPMIICHHUS OOJIOKKH U
TUTYJIBHOTO JIUCTA JieNia, MEPBUYHOTO CPEICTBA XPAaHEHUS ayJAHOBU3YalbHOTO, JJIEKTPOHHOTO
JIOKYMEHTa, TPAaBWJILHOCTH COCTABJICHUS 3arojioBka W Immmdpa eauHunbl XpaHeHus. [lpu
HAJIMYUUA OOJIBININX MCIIPABICHHUI 0OJI0KKA U TUTYJIBHBIH JINCT 3aMEHSFOTCS C COXPAaHEHUEM TIPU
HEOO0XOIUMOCTH CTApPOi 0OJIOKKH.

[Ipu moAroTroBke K BbIIa4e M3 apXWBOXPAHWIMINA OTICIBHBIX aPXUBHBIX JIOKYMCHTOB,
U3BATHIX W3 JIeJ, Ha OOOPOTHON CTOpPOHE KaXKJOro JINCTAa BHE TEKCTAa apXHWBHOTO JOKYMEHTa
MPOCTABIISETCS MITAMII C APXUBHBIM IU(POM.

CpOKI/I BbIIA4YM apXHUBHBIX JOKYMCHTOB

2.11.10.1. ApxuBHBIE JOKYMEHTHI BBIIAIOTCS U3 apXUBOXPAHUIIUIIA HA CPOK:

70 OJTHOTO MecsIa - TMOJb30BATEIIIM B YUTAIBHBIN 3a]l U PabOTHHKAM apxuBa (Kpome
0c000 IIEHHBIX IOKYMEHTOB, BbIJIaBa€MbIX Ha CPOK He OoJiee ABYX Heleb);

JI0 TpeX MecsIeB - GOHA000pa30BaTEIsIM;

70 IIEeCTH MecSleB - CyAeOHBIM, MPAaBOOXPAHUTEIbHBIM M HWHBIM YHOJIHOMOYEHHBIM
OpraHam.

Bbigaua  apXWBHBIX ~ JOKYMEHTOB M3  apXMBOXpAaHWIMINA JUIsI  SKCIIOHHUPOBAHUS
OCYIIECTBIISIETCS HAa CPOK, ONPECICHHBIA JOTOBOPOM O MPOBEICHNUU BHICTABKH.

Cpok BbIaYM apXMBHBIX JOKYMEHTOB JJIs CO3JaHusi cTpaxoBoro ¢Gonaa, ¢oHaa
MOJIb30BAHUS W IS CICIHATBHOW OOpaOOTKH OINpeAessseTcss IIaHaMu pPadOThl apXuBa M
JIOTOBOpaMH Ha MPOBEJICHUE COOTBETCTBYIOLIUX PAabOT CO CTOPOHHUMU OPraHU3AIUSIMH.

[Iponnenue CpokOB BbAAYM APXUBHBIX JIOKYMEHTOB JOIYCKAeTCs C pPa3pelieHus
PYKOBOJICTBA apXHBa.

OCI)OpMJIeHI/Ie BbLJIaY1 apXUBHBIX JOKYMCHTOB

2.11.10.2. Bplmaya apXMBHBIX JOKYMEHTOB W3 apXMBOXPAaHWIMILA PETUCTPUPYETCA B
KHHUTaxX BBbIJJa4M apXUBHBIX JOKYMEHTOB, KONMI ()OHMIA MOJIb30BAHUS U3 XPaHWJIUIIA, KOTOPbHIE
BEAYTCsl pa3ieibHO MO KaXIOMY apXHUBOXPAHUJIMIIY U BUJTy BbIIAUH.

Bblgaua apXuBHBIX IOKYMEHTOB B UMTalbHBIN 3a7 opopMmisIeTcs 3aKa3oM (TpeOoBaHHEM)
Ha BBIaYy apXUBHBIX JOKYMEHTOB, KONMHUI (OHAA MOJIb30BaHUSA, OMHUCEH Jel, TOKYMEHTOB U
perucTpupyercsi B KHHUI€ BBIJIAUM apXMBHBIX JOKYMEHTOB, KONHMH (pOHAA MOJIb30BAaHUS U3
XpaHWIWIIA B YHUTAJbHBIM 3al, B KOTOPOM pacnuchiBaeTcsi pabOTHMK YWTAJIBHOTO 3aja.
HcnonnenHsli 3aka3 (TpeOoOBaHUE) MOJIL30BATENS] HANPABISAETCS B YMTAJIbHBIA 3al BMECTE C
BBIJJAHHBIMHM apXUBHBIMHU JIOKYMEHTAMHU U XPAHUTCS B JIMYHOM JIeJIe MOJIb30BaTENs.

Bbigaua apXuBHBIX JOKYMEHTOB PaOOTHHKY apXuBa JJIsl UCIIOJIb30BAHUSA B CIY>KEOHBIX
nensax opopmisieTcs 3aka3zoM (TpeboBaHHEM) Ha BbIAAYy apXMBHBIX JTOKYMEHTOB, Komui (oHma
MOJIb30BAHUSA,  OMHMCEeH  JieJl, JOKYMEHTOB, KOTOpPBI  BU3HUPYETCSd  PYKOBOAMTEIEM
COOTBETCTBYIOLIIETO MOJpa3/ieneHus. 3aka3 (TpeOOBaHHE) PErUCTPUPYETCs B KHUTE BBIJAUU
apXMBHBIX JIOKYMEHTOB, KOMUHN (oHAa MOJIB30BaHUS M3 XpaHWIUIIA B pabodue MOMEIICHUs, B
KOTOPOH pabOTHMK, MOJYYHMBIIUI apXHUBHbIE JOKYMEHTBI, PACHHUCHIBACTCS 33 KAXKAYIO CIUHHILY
XxpaHeHus. 3aka3 (TpeOoBaHHE) HAXOAUTCS B apXHWBOXPAHWIMILE /10 HMCTEYEHMS] CpOKa €ro
XpaHEHHUS.

Bbigaua apXuBHBIX JIOKYMEHTOB B JIabOopaTOpui0 apxuBa oQopmiisercs 3aka3oM Ha
IPOBE/IEHUE COOTBETCTBYIOUIMX pa0OT M PETUCTPUPYETCS B KHHUIE BbIIAYM ApPXUBHBIX
JIOKYMEHTOB, KOMWW (OHIA TONB30BAaHUS W3 XPAaHWIWIA B JTA0OPATOPHIO, B KOTOPOM
pacriuceiBaeTcst paOOTHHMK Jabopatopuu. 3aka3 y4YUTHIBaeTcs B J1adoOpaTopuu H B
COOTBETCTBYIOLLIEM MOJPA3/EIEHUN apXUBa U CIY>)KUT KOHTPOJIBHBIM JIOKYMEHTOM 3a XOAO0M
IPOBE/ICHUS BCEX 3TANIOB PAOOTHI C ApXUBHBIMH JJOKYMEHTAMH.



Bbinaua apXuBHBIX JOKYMEHTOB BO BPEMEHHOE II0JIb30BaHHE OQOPMIISETCS aKTOM O
BBIZIa4€ APXUBHBIX JOKYMEHTOB BO BPEMEHHOE IOJIb30BAHUE U PETUCTPUPYETCSA B KHUI'E BbIIAYU
apXUBHBIX JJOKYMEHTOB, KONIMH (DOH/IA TTOIb30BaHMS U3 XPaHUIIUIIA BO BPEMEHHOE MOJIb30BaHHUE.

Brigaua ¢ona nois30BaHUs

2.11.10.3. Bpinaya xonuii apXMBHBIX JOKYMEHTOB M3 (POHAA TOJIB30BAHUS OPOPMIISETCS
3aKka3oM (TpeOOBaHMEM) Ha BbIAAYY apXMBHBIX JJOKYMEHTOB, KOIIMH (poH/a MOIb30BaHus, onHcel
Jiell, IOKyMEHTOB U PETUCTPUPYETCs B KHUTE (KHUTaX) BbIaun (DOHIA TOIH30BAHUS, BEAYIIUXCS
LEHTPAJIM30BaHHO WJIM Pa3AeIbHO MO KaXIOMY apXUBOXPAHUIIMILLY.

Brimaua onuceit gen, 10KyMEHTOB

2.11.10.4. Onucu nen, TOKYMEHTOB BBIAAIOTCA Ha CPOK, HE MPEBBIIAIOLIMN ISATH JHEH.
Brimaua ommceit nen, MOKYMEHTOB, WMEIOIIMXCA B OJHOM OK3EMIUIAPE U XPaHSIIUXCS
[EHTPAIN30BaHHO, JOMYCKAETCsl B UCKIIOYUTENBHBIX CIy4asX C pa3pellieHuss PYKOBOAMUTEIS
apXvBa WIM €ro 3aMECTHTENII Ha CpPOK, Kak MpPaBWJIO, HE NPEBBIMIAIOIMIMA OIUH J€Hb, U
oQopMmIIsIeTCs 10 aHAJIOTHH C BblAaueil MOUIMHHBIX aPXUBHBIX JOKYMEHTOB.

Breigaua omumceit nen, AOKYMEHTOB odopMiIsieTcsl 3aka3oM (TpeOOBaHWMEM) Ha BBITAUY
ApXUBHBIX JOKYMEHTOB, Komuid (¢oHIAa TIOJIb30BaHUS, OMUCEH J1ed, JOKYMEHTOB H
pEruCTpUpyETCs B KHHUI€ BBIJAYM APXUBHBIX JIOKYMEHTOB, KOMUW (OHIA TOJIL30BaHUS U3
XpaHWIMNINA, B KOTOPOHM pACIUCHIBAeTCSd TMONYYUBIIMM OMHCh pPAOOTHHK apXuWBa WIU
IIOJIE30BaTEIb.

KOHTpOJII) 34 COXPAaHHOCTHIO BhIAAHHBIX apXHUBHBIX JOKYMCHTOB.
BO3BpaH_IeHI/Ie APXUBHBIX TOKYMCHTOB B ApXHUBOXPaHUIIUIIC

2.11.10.5. BeIBepka KHUT BBIJA4YM apPXUBHBIX JOKYMEHTOB IPOBOJUTCS HE PEXKE OIHOTO
pasa B KBapTaj WiM B nosyroaue. Eciau B pe3yibTaTe BBIBEPKH KHUTI BbIJAYU YCTAHOBJIEH (akT
HapylIEHUs CPOKOB BO3BPALICHMsI APXMBHBIX [JOKYMEHTOB, BBICHSAIOTCA €ro IPUYUHBI U
IPUHUMAIOTCST MEpPbl K BO3BpaTy apXMBHBIX JOKYMEHTOB. Eciu HeBO3BpallleHHE apXUBHBIX
JOKYMEHTOB B CpPOK B apXMBOXPAHWIMIIE BBI3BAHO HEOOXOIMMOCTBIO HUX JajbHEHIIEro
UCIIONIb30BaHusA, Bblgaua nepeodopmisiercs. [lpu  3aaepikke BO3BpallleHUs apXUBHBIX
JIOKYMEHTOB 0€3 yBaKUTENbHBIX IPUUNH MPUHUMAIOTCSI MEPHI JJIS UX HEMEUIEHHOTO BO3BparTa B
apXMBOXpaHWINIIE.

B 1memax KOHTpois 3a COXPaHHOCTBIO ApXUBHBIX JIOKYMEHTOB IOJpa3/eicHHE,
OTBETCTBEHHOE 3a XpaHEHUE apXMBHBIX JOKYMEHTOB, IPOBOJUT TMPOBEPKU COXPAHHOCTU
BBIIaHHBIX U3 apXUBOXPaHWINIIA apXUBHBIX JOKYMEHTOB. IIpoBEpKH IPOBOASTCS B MJIAHOBOM
HOPSIIKE WIK IO MEpe HEOOXOIMMOCTH IO COTIACOBAHUIO C PYKOBOACTBOM apXHUBa.

IIpn BO3BpalleHMM apXMUBHBIX [JOKYMEHTOB B AapXMBOXPAHMUJIMILE OCYIIECTBISAETCS
MOJINCTHAS MPOBEpKa X (PU3MUECKOr0 COCTOSTHUS B YCTaHOBJIEHHOM mopsiake (eum. . 2.11.10). B
KHUI€ BBIJAYM AapXUBHBIX JIOKYMEHTOB JENAeTCsl OTMETKAa O BO3BPAIEHUU apXUBHBIX
JIOKYMEHTOB B MPUCYTCTBHM BO3BPATHBIIMX UX PaOOTHUKOB apxuBa WM (oHI000pa3oBaTes.
Ecnn BBISIBIEHBI NMOBPEXKIEHUS BO3BPALLAEMBIX APXMBHBIX JTOKYMEHTOB, COCTABIIIETCA aKT B
MPOU3BOJLHON (hopMe, KOTOPBIA MOMANMUCHIBAETCS PAOOTHUKOM apXUBOXPAHWUJIUINA U JIMIIOM,
BO3BpAIIAIOIIMM apXUBHBIE JIOKYMEHTBHI, U TPEACTABIAETCA HAa PACCMOTPEHUE PYKOBOJCTBA
apXuBa.

ApxuB 00s3aH yBEJOMUTH IMOJH30BATEIs] O TOM, YTO OH OTBEYAET 3a COXPAHHOCTh
MOJIyYEHHBIX apXUBHBIX TOKYMEHTOB M COOJIIOJEHHE MPaBMJI pabOThl C HUMH B COOTBETCTBUU C
3aKoHoAarenbecTBOM Poccutickoit denepanuu.

B cnydasx XHINEHUS WU NTOBPEKICHUS apXUBHBIX JOKYMEHTOB, B TOM YHCJIC BHECEHUS B
UX TEKCT U3MEHEHUH (eCIM 3TO MOXKET ObITh KBAJU(HUIIMPOBAHO KaK MOBPEKICHUE apXUBHOIO



JIOKYMEHTA), apXUB 00paIIaeTcsi ¢ COOTBETCTBYIOIIUM 3asiBJIEHUEM B OpraH BHYTPEHHUX JIEJN 110
MECTy pACIOJIOKEHHMsI apXuWBa, B TPEXJHEBHbI CpPOK HHPOPMHpPYET CHEIHAIbHO
YIIOJIHOMOYEHHBINA (e/iepaibHbIii OpraH HCIOJHUTEIBHON BIACTH, YIOJIHOMOYEHHBIE OPraHbl
WCITOJTHUTEIIbHON BJIacTH CyOBeKTOB Poccuiickoit deneparu, OCyIIEeCTBISIONINE KOHTPOJb 3a
COOJIIOJICHHEM 3aKOHOJATEeNbCTBA 00 apxuBHOM jaene B Poccuiickoit depepannu, NpuHUMAET
JIpyrue Mepbl K BO3MEILIEHHUIO yliepda B COOTBETCTBUU C 3aKOHOJATENbCTBOM Poccuiickoit
®denepauuu.

TpaHcIOpTUPOBKA U NIEPEMELICHUE APXUBHBIX JOKYMEHTOB

2.11.11. Tlpu TpaHCIOPTUPOBKE apPXHUBHBIX JOKYMEHTOB Ha JIFOOBIE PAaCCTOSHUS
cOOIOAAIOTCS] MEPHI IO OXpaHE U 3alUTE UX OT BO3ACHCTBHS BPEeIHBIX (DAKTOPOB OKpY>KaIOLIEH
Cpensl TyTeM TPUMEHEHHUsS CICNHATbHBIX BHJIOB YIAKOBOK, OOECIEUYHBAIONINX 3aIIUTY
APXUBHBIX JJOKYMEHTOB OT OCaJKOB, CBETa, MEXaHUYECKUX MMOBPEKICHHUI.

TpancnopTupoBKa apXUBHBIX JOKYMEHTOB IPOM3BOAMTCS TPH WX IUIOTHOM YKIIAIKE,
MCKJTIOYAIOIIEeH BO3MOXKHOCTH MEPEMEIIEHUSI apXUBHBIX IOKYMEHTOB BHYTPHU YIAaKOBKH, YJIapOB
W Pa3IUYHBIX COTPICCHHM, TP 3TOM (HOTOPOHOIOKYMEHTHI YIIAKOBBIBAIOTCS B BEPTHUKAIHHOM
MOJIO)KEHUU B KOPOOKHM >KECTKOM KOHCTPYKIIMU COOTBETCTBYIOIIETO pa3Mepa, OOEpHYThIE BO
BJIATOHETIPOHUIIAEMYIO TKaHb. [[pyrue ayamoBU3yaldbHbIE M JJICKTPOHHBIC JOKYMEHTHI,
rpaduueckue u KpynHoopMmaTHbie Aefla U TOKYMEHTHI NepeMenIatoTcsl TOJIbKO B yIaKOBKeE, B
KOTOPOW OHH XPAHATCSA, UM B CIIEIUATIBHO NMPEHA3ZHAUYCHHBIX JIJIS UX ITEPEMEIICHUs CPEICTBAX.

Jl1ia mepemelniieHus apXUBHbBIX JIOKYMEHTOB BHYTPU apXHUBa HCIONb3YIOTCS MEepeABUKHbBIC
TEJICKKU U JPYTHe CPEICTBA TPAHCIIOPTUPOBKH.

BuyTpuropojickue mepeBO3KM apXHUBHBIX JIOKYMEHTOB MPOU3BOIATCS B  3aKPBITHIX
aBTOMAIIIMHAX MPH 005A3aTEIIFHOM COIPOBOXICHUN PAaOOTHHKA apXHBa.

TpancnopTupoBKa apXMBHBIX JOKYMEHTOB Ha JalbHUE PACCTOSHUS MPOU3BOAMUTCS B
YIaKOBAaHHOM BHJI€ B KPBITOM TPAaHCIIOPTHOM CPEJICTBE B COOTBETCTBHH C MPABHIIAMH TIEPEBO3KHU
LEHHBIX TPY30B, YCTAHOBJIEHHBIMH JIJIi COOTBETCTBYIOIIETO BUA TPAHCIIOPTA.

BbIsiBIeHNE YHUKATBHBIX TOKYMEHTOB
1 0c000 IIEHHBIX IOKYMEHTOB

2.11.12. BpIsiBIeHNE YHUKAJIbHBIX JTOKYMEHTOB U 0CO00 LIEHHBIX IOKYMEHTOB IPOBOAUTCS
B IUIAHOBOM TMOpsAJKe Hanbosiee KBaIM(PUUUPOBAHHBIMHM CHEIHMAINCTaMH Ha OCHOBAHUU
OTpacJIeBbIX HAyYHO-METOJANYECKUX Pa3pabOTOK U METOJUYECKUX MOCOOMH, OJTOTOBIECHHBIX B
apXuBe.

Ompenenenue B coctaBe ApxuBHoro ¢onaa Poccuiickoit ®Denepannu yHUKaIbHBIX
JIOKYMEHTOB OCYLIECTBIISIETCS B COOTBETCTBUU C Permamentom l'ocymapcTBeHHOro peecrpa
YHHUKAJIbHBIX TOKYMEHTOB ApxuBHOTO oHa Poccuiickoit denepani U BKIIIOYaeT B ceOsl:

3aII0JIHEHNE HA KaXK/IbIil BBISIBJICHHBIN NOTEHLIUAIBHO YHUKAIbHBIA TOKYMEHT JINCTA y4eTa
Y OTIMCAHUs YHUKAJIbHOTO JOKYMEHTA,

paccMOTpeHHe SKCIEPTHO-METOJIMYECKON KoMHccHel (WM JApYyruM COBELIaTeIbHBIM
OpraHoOM) apXHBa MpeACTaBIEHHBIX MaTepUAIIOB;

IIPEJICTABICHUE MPENJIOKEHUN O BKIIIOUEHUH BBISBICHHBIX MOTEHIUAIBHO YHUKAJIbHBIX
JTOKyMEHTOB B ['ocynapcTBeHHBIH peecTp YHUKAJIbHBIX JOKYMEHTOB ApxXuBHOro (¢oHIa
Poccuiickoit @enepanuu B COOTBETCTBYIOIIMM YIIOTHOMOYEHHBI OpraH HUCIOJIHUTEIBHON
BJIACTU B c(hepe apXUBHOTO JIela.

Omnpenenenue B cocraBe ApxuBHoro ¢onga Poccuiickoit deneparnuu 0co00 IIEHHBIX
JIOKYMEHTOB OCYIIIECTBIISIETCS AKcrepTHO-TIpoBepounoit komuccuer (DIIK) denepanbrOoTro
rocyaapcTBeHHOro apxusa, JI1K ynoiHOMOYEHHOTO opraHa MCIOJIHUTENBHOM BIACTH CyObeKTa
Poccuiickoit ®enepani B cdepe apXHMBHOTO Jiesia, DKCIEPTHOW (HOHIOBO-3aKYMOYHOU
KOMHUCCHEW TOCYAApCTBEHHOIO WM MYHULHUIIAIBHOIO My3€s, DOKCIEPTHOM KOMUCCUEH
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rOCyJapCTBEHHON WM MyHuuunaneHou Oumbnmortexu, DIIK ApxuBa Poccuiickoil akagemun
HayK M 3aKperuisieTcss y4YeTHbIMU JOKYMEHTaMH apXuBa B YCTAHOBJIEHHOM MOpsAKe (CM. II.
3.7.5).

OIIK yrnoaHOMOYEHHOTO OpraHa HWCIOJHUTEIBHOW BlacTH CcyObekTra Poccuiickoit
@enepanun B cepe apXUBHOTO Jiea BIpPaBE JEIEIMPOBATH MOJHOMOYHS 10 ONPEACICHUIO B
coctaBe ApxuBHOro ¢donma Poccuiickoit deneparuu 0co00 IEHHBIX JOKYMEHTOB 3KCIEPTHO-
METOJIUYECKON (METOJAMYECKON) KOMUCCHUHM TOCYAapCTBEHHOro apxuBa cyOwekTa Poccuiickoit
denepanuu.

Co3zmanme crpaxoBoro GpoHa

Koncynerantllntoc: npumeuanue.
B odunmansHOM TekcTe MOKYMEHTa, BUAMMO, IOMyIIeHa oredarka: myHKT 4.13.3 B

JAOKYMCHTC OTCYTCTBYCT, I1O BOIIPOCY, KACAOIIEMYCA XPAaHCHUSA CTPAXOBOI'O (I)OHI[a, CM. IIYHKT
2.11.13.3.

2.11.13. CoBOKYNHOCTb CTPaxOBBIX KONHUW YHHUKAJIbHBIX M OCO0O ILEHHBIX JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepauuu (naigee - cTpaxoBod (OHI) cO3aeTcs B IENIX
COXpaHEHHsI JOKYMEHTHOW HMH(OpMAaIuy Ha CIydail yTpaThl WU TOBPEXKICHHUS OPUTHHAIOB
9TuX JokyMeHToB. CTpaxoBoi (OHI  SBISETCS HENPUKOCHOBEHHBIM M XPAaHUTCS
TEPPUTOPUATBHO 00O0COOJIEHHO OT OPHTHMHAJIOB YHHKAJIBHBIX JOKYMEHTOB M 0OCO0O IE€HHBIX
JOKYMEHTOB B CHCIUAIBHBIX apXUBOXpaHUIUINAX (CcM. 1. 4.13.3).

OuepeHOCTh CTPAaXOBOTO KOMMMPOBAHUS OMPEACISIETCS ¢ YIeTOM (PU3NIECKOTO COCTOSTHUS
YVHHUKAJIbHBIX IOKYMEHTOB U 0CO00 IEHHBIX JOKYMEHTOB U MHTEHCHUBHOCTU OOpallleHus K HUM.
[TepBoouepesHOMY KOMMPOBAHUIO CPEIU HUX MOAJIEKAT HAauOOJIee HHTEHCUBHO HCIOJIb3YEMbIE,
C TMOBPEXACHUSIMH MaTEpUAIbHOTO HOCUTEIS U IOKYMEHTHOH MH(OpMAIHH.

[lonroroBka yHHKalbHBIX JIOKYMEHTOB M 0CO0O II€HHBIX JIOKYMEHTOB K CTPaxOBOMY
KOIIMPOBAHUIO OCYLIECTBIISIETCA B COOTBETCTBUM C MOPSAKOM BBIJa4M APXHUBHBIX JOKYMEHTOB U3
apxuBoxpaHmwuil (cM. 1. 2.11.10).

CtpaxoBoe KOUPOBaHUE IPOBOIUTCS C COOJIIOJICHUEM CHCTEMATHU3alUU eIUHHI] XpaHEHUs
B OIIMCHU [IeN, IOKYMEHTOB, KOTOpas KONHMpYyeTcs mepes eAuHHUIaMHu XpaHeHus. CTpaxoBoMmy
KOIMHUPOBAHUIO MOJUIEKAT BCE BXOASAIINE B €AMHUILY XPAHEHUS apXUBHBIE IOKYMEHTHI.

[Ipu cTpaxoBOM KONMMPOBaHUHM Ji€jIa, Kak MIPaBUIIO, paclIUBKe HE MoJyiekaT. PaciimBka aen
IIPOU3BOJUTCS B UCKIIOYUTENBHBIX CIy4asX II0 COIVIACOBAHUIO C PYKOBOJCTBOM apXuBa IIpH
MOJIHOM HEBO3MOXHOCTH KOIUPOBATh IeperieTeHHoe feno. [lo oxoHuaHuum paboThl Aeo
nepernieTaercs Jadopatopruel Wi opraHu3aueil - U3ArOTOBUTENEM CTPAXOBBIX KOMHM 3aHOBO.

CrtpaxoBoe KOMHMPOBAHME YHUKAJIBHBIX JOKYMEHTOB M 0C0O00 LEHHBIX JIOKYMEHTOB
OCYIIECTBIISIETCSI B COOTBETCTBUM C TEXHOJOTMYECKMMM perjaMeHTaMH U JIpYyTUMHU
JEHCTBYIOIIMMHA HOPMATUBHO-TEXHUUYECKUMU JOKYMEHTAMM.

CrtpaxoBoil Komuel apXWBHOTO JOKYMEHTa Ha OYMa)KHOW OCHOBE SIBIIICTCS HETaTHBHAs
MuKpodopma (MUKpOQHUIBM WM MUKpoduiIa) 1-r0 TOKOJEHHUs, HW3rOTOBJICHHAs Ha
doTorpaduyeckor TaJOTCHUAOCEPEOPSHONW IUIEHKE COOTBETCTBYIONIETO THIA METOJIOM
ONTHUYECKOro GoTorpadupoBaHus JOKYMEHTOB.

CtpaxoBoil KONMHEN KUHOJOKYMEHTa SIBIIAECTCS IMEpBas COBMEIICHHAs KOMUS OpPUTHMHAIIA,
M3TOTOBJIEHHASI HA IUIEHKE COOTBETCTBYIOLIETO TUIIA METOJIOM KOHTAKTHOM IEYaTH.

CrtpaxoBoii konuer (OTOJOKYMEHTA SBISICTCS TEepBas KOMUS OpUTHHAIA, U3TOTOBJICHHAS
Ha (DOTOIUIEHKE COOTBETCTBYIOLIETO THIA METOJOM PENpOAYLHMPOBAHUS WM KOHTaKTHOM
MeYyaTu.

CrpaxoBoii korueil (OHOOKYMEHTA SBISETCS MepBasi KOMUs OpUTHHANA, U3TOTOBICHHAS
COBPEMEHHOM CHCTEMOM 3aIlKCH.

CrpaxoBoil kKonuel BUACONOKYMEHTA SIBISETCS MepBas KONUS OpUTHMHAJA, U3TOTOBIICHHAS
B (hopMare opurnHasa crnocoOOM BHI€03BYKO3aIMCH HA MATHUTHOM JICHTE.



Co3nanue, KOMIUIEKT ¥ cOCcTaB (POH/1a TTOJIh30BaAHUS

2.11.13.1. CoBOKYIHOCTb KOIIMI apXHBHBIX JOKYMEHTOB, BBIIIOJHEHHBIX Ha Pa3IMYHbBIX
MaTepUaIbHBIX HOCUTENSIX U MpeAHA3HAYEHHBIX JIJIS MCIOJIb30BAHUS C IIEJIbI0 OOecreueHus
COXPaHHOCTH OPUTHHAJIOB apXMBHBIX JIOKYMEHTOB (fasiee - GOH/[I MOJIb30BaHUA), CO3AAETCS, KaK
NPaBUJIO, OJHOBPEMEHHO C CO3/IaHHEM CTpPaxoBOro (pOHAA, a TAaKXKE LEJIEBBIM IOPSIIKOM Ha
HauboJsee UCIOJIb3yeMble apXHUBHBIE JOKYMEHTHI, B IIpoLecce APYrux paboT (pacceKkpeurBaHUe
ApPXMBHBIX JOKYMEHTOB, OPraHU3aIUsl UX UCIIOJIb30BAHMS).

@DoHJ M0IH30BaHMS, U3TOTOBICHHBIN OJHOBPEMEHHO CO CTPAaXOBBIM (POHIOM, CO3/1a€TCs B
0053aTeIbHOM KOMILJIEKTE, BKJIFOYAIOILIEM:

JUIS apXUBHBIX JOKYMEHTOB Ha OyMasKHOI OCHOBE - OHY MUKPOQOPMY 2-TO MOKOJICHUS Ha
raJIOTeHUI0CePEOPSTHON TUIeHKE (HEeraTUBHAS WU TO3UTHBHAS), U3TOTOBJICHHYIO C HETAaTHBHOMN
MUKpPOQOpPMBI 1-rO TOKONEHUs, U OAHY MHUKPO(OpMy 3-TO TOKOJEHHS, HU3TOTOBIECHHYIO C
MUKPO(QOPMBI 2-T0 ITOKOJICHUS;

Ui (HOTOIOKYMEHTOB - OJMH MO3UTUBHBIN (DOTOOTHEUATOK M OJUH TyOIb-HETaTUB;

JUTsl KHHOJIOKYMEHTOB - OJIHY MO3UTHUBHYIO COBMEIICHHYIO KOTHIO, OJJUH MPOMEKYTOUHBIN
MO3UTUB HM300paKeHUs U OAMH KOHTpaTuil (OHOrpaMMbl (A1 3BYKOBBIX KHHOJOKYMEHTOB).
[To3utuBHAs KOMUS M MPOMEXKYTOUHBIA MO3UTHUB MU300PAKEHHS JTOJDKHBI BXOJIUTH B KOMIUICKT
KMHOJOKYMEHTa, MPUHHUMAEeMOIo Ha IOCTOSHHOE XpaHeHue. Jlomyckaercs AOIMOJHUTEIbHOE
W3roTOBJICHHE (OHJA TOJIH30BAHUS KHHOJOKYMEHTOB B BHIE BHICOPOHOrpamMM B (hopmarax
Betacam u VHS;

It POHOTOKYMEHTOB - OJHY KOTIMIO HAa MATHUTHOM JICHTE;

JUIS BUJICOJIOKYMEHTOB - OJJHY Kornuio B (hopmare VHS.

Brirouenne B (OHI TONB30BaHUS KONMWK apXWBHBIX JIOKYMEHTOB, B TOM YHCJIC Ha
AIIEKTPOHHBIX HOCHUTENSAX, CO3JaHHBIX B TpOIecce APYTUX padoT, OCYIIECTBIAETCS apXUBOM
CaMOCTOSITENIbHO.

B ¢ona monap3oBaHus BKIIOYAIOTCS KOMUH MOTHOCTHIO CKOMMUPOBAHHBIX €AMHUII XPaHEHUSI.
Komuu oTAeNbHBIX apXUBHBIX JTOKYMEHTOB MOTYT OBITh BKJIFOYEHBI B (DOHJ TOJIL30BaHUS B
COCTaBe TEMaTHYECKHX MOJOOPOK apXUBHBIX TIOKYMEHTOB.

[TpoBepka HATUYUS U COCTOSHUS, TEXHUYECKUH KOHTPOIIb
cTpaxoBoro (GoHa u GoHAa MOTH30BAHUS

2.11.13.2. Bce cTpaxoBble KONHH JOJKHBI COOTBETCTBOBATH OpPUTHMHANYy Kak I10
COJIEPKAHHUIO, TAK U MO PsIIy BHEIIHUX NTPU3HAKOB.

M3roroBuTeNh CTPaXOBBIX KOMUI 00ECTIEUNBAET COOTBETCTBHE BCEX BBITYCKAEMBIX KOIHIMA
TpeOOBaHUSAM  JIEHCTBYIOUIMX HOPMAaTHBHO-TEXHHYECKUX JOKYMEHTOB II0 CTPaxoBOMY
KOTIMPOBAHUIO.

Bce cTpaxoBble KOMUU TPOXOAAT TEXHUYECKMH KOHTPOJIb B Ja0OpaTOPUM WM
OpraHW3allMN-U3TOTOBHUTENE, CBEICHUS 00 MX KadecTBE (UKCUPYIOTCS B aKTaX TEXHUYECKOTO
COCTOSIHUSL KOMUH cTpaxoBoro ¢Gouma (mo ¢opmMaM B COOTBETCTBUM C OTpacieBbIMHU
HOPMATHBHBIMU JOKYMEHTaMH).

IIpu mnpueMe CTpaxoBBIX KOMMH IpOBEPsIETCSs IMOJHOTA BBINOJHEHHS 3aKa3a Ha
KOTIMPOBAaHNE, KOJIWYECTBO KOMHUH, KOMIUIEKTHOCTh, MPAaBWJIBHOCTh M IOJHOTA 3allOJTHEHUS
AKTOB TEXHUYECKOT'O COCTOSHUS, BU3YaJIbHO-TEXHUUYECKOE COCTOSIHUE KOTTHH.

B mporiecce xpaHeHus1 CTpaxoBble KOITUH TTOJIEKAT:

NPOBEPKE HAIMYMS W COCTOSHUS B LEISIX YCTAaHOBJICHUS (DAKTHUECKOTO HAIWYHS
CTPaXOBBIX KOITUH, UX COOTBETCTBUS JaHHBIM YYETHBIX JJOKYMEHTOB;

TEXHUYECKOMY KOHTPOJIIO COCTOSIHUSI M CBOEBPEMEHHOMY IPOBEACHUIO HEOOXOIMMBIX
KOHCEPBAILIHOHHO-TIPOPHIAKTHIECKUX MEPOIIPUATHH.

TexHuueckuil KOHTPOJIb CTPAaXxOBOToO (hOHIA OCYIIECTBISIETCS OAMH pa3 B TPHU TOAA, MPH



ATOM KOHTPOIIO OANIeKUT 20% CcTpaxoBBIX KOMUM MIPOU3BOACTBA KAXKIOTO roja.

Pe3ynbrarthl TEXHUYECKOTO KOHTPOJII (UKCHUPYIOTCS B JOKYMEHTaX O TEXHHYECKOM
COCTOSSHUM CTPaxOBBIX KOIHW, TJ€ JAIOTCS 3aKIIOUEHUS O HEOOXOAMMOCTH M CpOKax
MPOBEACHUS TMPOPHIAKTHUCCKUX W PECTaBPAIMOHHBIX padOT, W YCTAaHABIWBAIOTCS CPOKH
CJIEIYIOIIET0 TEXHUYECKOr0 KOHTPOJIS.

[TpoBepka HamU4Ms U COCTOSTHUS (POH/IA IMOJIB30BAHMS OCYIIIECTBIISETCS C IEJIbI0 KOHTPOJIS
32 COXPAHHOCTBIO KOMHIA M OpraHU3aluu padoThI IO CBOEBPEMEHHOMY BOCCTAHOBJICHHIO (DOHIA
MOJIb30BaHUS.

O0beM U IEPUOANIHOCTD PAOOTHI 10 TMPOBEPKE HATMYHS M COCTOSTHUS (POHA ITOTH30BAHUS
OTIPENIETISAIOTCS. ¢ Yy4eToM ero oOmiero o0beMa, cocTaBa, MHTEHCHBHOCTH BBbIJAYW KOMHH W
Y4acTOTHI X BOCIIPOU3BEICHHUSI, a TAK)KE YCIOBUM XpaHEHUSI.

[Tepenada crpaxoBoro poHAa Ha CIICUATBHOEC XPAaHCHHE

(m. 2.11.13.3 He pacmpocTpaHseTcsi Ha TOCYJapCTBCHHbIC M MYHHIMIAJIbHBIC MYy3€H W
Ooubnuoreku, opranuzanuu Poccuiickoil akageMun HayK)

2.11.13.3. LenTpanu3oBaHHOE XpaHEHHE CTPAXOBOro (OHIA OCYIIECTBISET (eaepaabHbIi
rocynapcTBeHHbIN apxuB - LlenTp xpanenus crpaxosoro pouaa (LIXCD).

XpaHeHue crpaxoBoro (¢oHJIa TIOCYIapCTBEHHOro apxuBa cyObekTa Poccuiickoi
®denepani ¥ MyHULMIIAJIBHOTO apXUBA MOXKET OCYIIECTBIIAT CIEUAIIBHOE apXUBOXPAHNIIMILE,
pacroyioxkeHHOe Ha TeppuTopun cyobekta Poccuiickoit @enepanmi.

Paspemenne Ha mepemauy crtpaxoBoro ¢ouma B IXC®D gaer cmenuanbHO
YIIOJIHOMOYEHHBIN (heZiepaibHbIid OpraH MCIOJHUTEIBHON BIACTH B cepe apXUBHOTO JAeja 10
pe3yibTaTaM pacCMOTPEHHUs TOKJIAAHOM 3auCKH (eiepabHOrO rocy1apCTBEHHOIO apX1UBa U
YIIOJTHOMOYEHHOTO OpTraHa MCIIOTHUTEIBHON BIIacTH cyOhekTa Poccuiickoii Meneparuu B chepe
apXMBHOIO JI€JIa O TOTOBHOCTHU K OTIIPABKE CTPAXOBBIX KOIUU.

Paspemenne Ha mnepenady cTpaxoBoro (QoHJa B CHEIHAJbHOE apXUBOXPAHUIIUIIE,
pacroyio’)keHHOe Ha TeppuTopun cyonsekta Poccuiickoit deaepannu, rocyjapcCTBEHHOMY apXUBY
cyonekTa Poccuiickoit denepaniuu 1 MyHUIMIIAIbHOMY apXUBY JA€T YHNOJHOMOYEHHBIH OpraH
UCTIOJIHUTENIbHOW BiacTH cyObekTa Poccuiickoit denepanuu B cdepe apXWBHOro jena Ha
OCHOBAHUU JOKJIATHOM 3alIUCKU apXMBA O TOTOBHOCTH K OTIIPABKE CTPAXOBBIX KOIHUM.

[Ipuem-nepenaua cTpaxoBoro (oHAAa OCYHIECTBISETCS Ha OCHOBAaHMM IPHUKa3a
COOTBETCTBYIOILIETO YIOJIHOMOYEHHOTO OpraHa HMCIOJIHUTEIbHOW BiacTh B cepe apXUBHOTO
Jiefia aKTOM YCTaHOBJIEHHOM (hOpMBI, K KOTOPOMY HPUIIararoTCs:

onucH 0cob0 IEHHBIX eI, JOKYMEHTOB WJIM KOIUU OMHUCEH NI, JOKYMEHTOB, C KOTOPBIX
U3TOTOBJIEH CTPaxoBOW (OHA, MM NepeyeHb HOMEpPOB 0CO000 IIEHHBIX JIeJl, JOKYMEHTOB
(HOMEpHUK);

OIKCH TIepeIaBaeMOro cTpaxoBoro GpoHma;

aKThl TEXHUYECKOI'O COCTOSIHUS KOMHM CTpaxoBoro (GoHma;

COIIPOBOAUTENBHBIE JOKYMEHTBI HA TPAHCIIOPTHYIO Tapy.

CrtpaxoBble KOIUHU B MOPSJIKE PACIIONIOKEHHUS UX B OMKUCH CTPAXOBOTo (POHIA MOMEIIAI0TCs
B COOTBETCTBYIOLIYIO Tapy M TPAHCIOPTUPOBKH, UMEIOILYI0 IOPSIAKOBYH0 HYMEpALHIO B
npenenax OTIPaBIIeMON MapTHH, W HAMpaBJISIOTCS B OIUIOMOMpPOBAaHHBIX KOHTeWHepax. B
COIPOBOJUTEIBHOM JOKYMEHTE HAa TPAHCIIOPTHYIO Tapy YKa3bIBAIOTCS €€ KOJIUYECTBO U YHCIIO
CTPaxOBBIX KOMHUI B HEH, CTABATCS MOANMCH JTOHKHOCTHBIX JIMIL, OTBETCTBEHHBIX 3a Iepeaavy.

AKTBI TIpueMa-nepefauyd C NPUIOKEHUSAMHU IIOMEIAIOTCS B OTAEIbHYIO YIIAKOBKY C
noMeTko# "ConpoBOaUTENbHBIE TOKYMEHTHI'".

OmnuaTa pacxo/10B MO OTIPABKE CTPAXOBOT0 (POHAA MPOU3BOAUTCS OTIIPABUTEIIEM.

CrpaxoBaHue JOKYMEHTOB ApXMBHOTO (pOH/Ia
Poccuiickoit deneparuu
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2.11.14. CrpaxoBanue J0KyMeHTOB ApxuBHoro ¢onna Poccuiickoiri @eneparuu
HaIpaBJIeHO Ha 00ECIICUCHNE UX COXPAaHHOCTH, BO3MEIICHHUE yIiepOa B ciydae Kpaxu, yTpaThl,
MOBPEKACHUI U MHOTO BO3MOXKHOTO yIepoa.

CtpaxoBaHUIO MOAJIEHKAT:

IOKyMeHThl ApxuBHOro Qouaa Poccuiickoit ®exepanuu, a TaKkKe MNOIICKAIIUE
BO3BPAIICHUIO HMX KOIHMH, BBIBO3MMBIC 3a pPyOEX JUIsi SKCIIOHUPOBAHHS Ha BBICTABKAaX,
pecTaBpaly Win ¢ IpyrUMH LETSIMH;

YHUKAJIbHbBIC IOKYMEHTBI, TPEAOCTABISIEMbIC 111 SKCIIOHUPOBAHUS HAa BBICTABKAX BHYTPU
CTpaHBbI.

B wuckmounTenpHBIX Cciaydasx 1o 00s3aTENIbCTBO B JOTOBOPE O BO3MEIICHUH
OpraHW3aTOpaMH BBICTABKH YyIIepOa B cllydae yTpaThl WIH IMOPYU YHUKAIBHBIC JTOKYMEHTBI
MOTYT DJKCIIOHUPOBAaThCsl 0€3 CTpaxoBaHWsS Ha opraHuzyeMbix B Poccuiickoit deneparuu
BBICTaBKaXx.

CrpaxoBas oleHKa TOKyMeHTOB ApxuBHOro ¢onna Poccuiickoii @enepanuu mpoBOIUTCS
B APXMBE KOMHCCUOHHO.

Kareropus nennoctu gokymeHToB ApxuBHoro ¢onaa Poccuiickoit @exepanu u pasmep
WX CTPaXOBOW OICHKH YCTAHABJIMBAIOTCS HA OCHOBE CIICIIUAIBHBIX METOJMYCCKUX pa3pabOTOK.

Pe3ynbTarhl cTpaxoBOi OLIEHKH TOKyMEHTOB ApxuBHOTO ¢donna Poccuiickoii @eneparumn
0hOPMIIAIOTCSI AKTOM CTPAXOBOM OIIEHKH apXUBHBIX JOKYMEHTOB, KOTOPBIM MPEACTABISETCS B
COOTBETCTBYIOIIUHN yIIOJTHOMOYEHHBIH OpraH UCIOTHUTEILHON BIACTH B chepe apXUBHOIO Jiela.

OdopmieHne BpeMeHHOT0 BbIBO3a JOKYMEHTOB ApXUBHOTO (poHIa
Poccuiickoit deneparuu 3a pyodex

2.11.15. lna paccMOTpeHHsI BOIPOCa O BO3MOXXHOCTH BPEMEHHOT'O BBIBO3a JOKYMEHTOB
ApxuBHoro Qonma Poccuiickoii @Denepanuu  apXMB NPEACTaBISET B  CIEHUAIBHO
YIIOJTHOMOYEHHBIHN (esiepalibHbIil OpraH UCIOIHUTEILHON BIACTH B cpepe apXUBHOTO Jena:

KOIIMIO JIOTOBOPA O MPOBEECHUH BBICTABKH, PECTAaBPALIMOHHBIX WU IpYTUX paboT;

nepeyeHb JOKyMeHTOB ApxuBHOro (onaa Poccuiickoit ®enepanuy ycTaHOBIEHHOU
(bopMmBbl, IpeIHa3HAYEHHBIX K BPEMEHHOMY BBIBO3Y;

KOIIMM CTPaxoBOTO IIOJICA, TapaHTHUU MPUHUMAIOIIEH CTOPOHBI U TOCYAApCTBEHHBIX
OpraHoOB CTPAaHbl Ha3HAYECHMsI B OTHOILIEHUU COXPAaHHOCTH M BO3BpaTa BPEMEHHO BBIBO3HUMBIX
KYJIbTYPHBIX LIEHHOCTEH;

IUCBbMEHHOE  TOJATBEP)KACHHWE  YIOBICTBOPUTEIBHOIO  (U3UYECKOTO  COCTOSHUS
nokymeHToB  ApxuBHoro  ¢onma  Poccumiickoii ~— ®exepanuu, — MO3BOJSAIOIIETO  HMX
TPAaHCIIOPTUPOBATH U AEMOHCTPUPOBATh, a TAKKE HAIUYUSA UX CTPAXOBBIX KOIHIA;

paspelnieHue yrnoJHOMOUYEHHOTO0 OpraHa HMCIOJHUTEIBHON BiIacTH cyObekTa Poccuiickoii
Oeneparun B chepe apXMBHOTO Jena (TONBKO JUIsl TOCYAAPCTBEHHBIX apXMBOB CYOBEKTOB
Poccutickoit @eneparnym);

paspelieHrne oprana MeCTHOTO CaMOYIPaBIeHUS (TOIBKO Il MyHHUIIMIIATBHOTO apXUBa);

Ipyryue HeoOXOUMbIEe JOKYMEHThI B COOTBETCTBUU C YCTAHOBJIEHHBIM MOPSIKOM.

B cooTBeTcTBUUM C YCTAaHOBIEHHBIM MOPSAKOM IOCYIAPCTBEHHON AKCHEPTU3BI U KOHTPOJIISA
3a BBIBO30M U BBO30M KYJIBTYPHBIX IIEHHOCTEH AJIs TOJIy4E€HHUsI CBUJIETEIbCTBA HA MPABO BHIBO3a
KYJIBTYPHBIX IIEHHOCTEHN ¢ TeppuTopuu Poccuiickoii denepanun yka3aHHbIE JOKYMEHTBI BMECTE
C 3aKJIIOYEHHEM CIIeHaIbHO YIIOJHOMOUYEHHOTO (peIepaIbHOr0 OpraHa UCIOJHUTEIBHOMN BIacTH
B cepe apxuBHOro nena W JpYIrMMH HEOOXOAMMBIMHU JIOKYMEHTaMHM NPEACTaBISIOTCA B
CHEIHAIbHO YIOJIHOMOUYEHHBIH (QenepalibHblil OpraH MCIOJHUTEIBLHOW BIAacTH B chepe
rOCy/IapCTBEHHOTO KOHTpPOJS 3a BbIBO30M M3 Poccuiickoit ®Penepani U BBO30OM Ha €€
TEPPUTOPUIO KYJIBTYPHBIX LIEHHOCTEH.

Jlnist IpojyIeHUsT B OCOOBIX CIIydasiX CpOKa BPEMEHHOT'O BBIBO3a JOKYMEHTOB APXHUBHOTO
donga Poccuiickori denmepanuu apxuB MPEACTABISET B CHEIUAIBHO YITOJTHOMOYEHHBIN
denepanbHBI OpraH HCIOJHUTEIHHONH BIACTH B cepe TrocylaapcTBEHHOTO KOHTPOJS 3a



BBIBO30M U3 Poccuiickoint @enepanuu U BBO30OM Ha €€ TEPPUTOPUIO KYJIBTYPHBIX LIECHHOCTEM:
KOIIHIO JIOTOBOpPA O MPOAJIEHUH CPOKA BBICTAaBKH, PECTaBPALIMOHHBIX WIH IPYTHX padoT;
KOIIMM CTPaxOBOI'O IIOJINCA, TAPAHTUHM IPUHUMAIOLIEH CTOPOHBI U TOCYAAPCTBEHHBIX

OpraHOB CTpaHbl HA3HAYEHUS B OTHOIIEHUM COXPAHHOCTH M BO3BpAaTa BPEMEHHO BBIBO3MMBIX

KYJIbTYPHBIX LIEHHOCTEH;
3aKJIIOUYEHHE CHENHaIbHO YIOJIHOMOYEHHOro (eaepaabHOro opraHa HCHOJHUTEIbHON

BJIACTH B c(hepe apXUBHOTO JIeTIa;

Ipyrue HeoOXOUMbIEe JOKYMEHTBI B COOTBETCTBUHU C YCTAHOBJICHHBIM MOPSIKOM.

ObecneueHne COXpaHHOCTH apXUBHBIX JTOKYMEHTOB
IIpY YPE3BbIYANHBIX CUTYyaLUAX

2.11.16. K 4pe3BblUaiiHBIM CHTyallUsIM OTHOCSTCS OOCTOSITEIbCTBA, MPHU KOTOPBIX
HEBO3MOXXHO BBINIOJJHEHUE apXMBOM B IIOJIHOM OOBbEME BO3JIOKEHHBIX Ha HEro 3ajxad B
COOTBETCTBUM C TpeOOBaHUAMHU HacToAumx [IpaBun U apyrux HOpMaTHBHBIX MPABOBBIX aKTOB,
CO3/aeTcsl yrpo3a KU3HU U 3J0POBBIO JIFOEH, COXPAHHOCTH apXUBHBIX JOKYMEHTOB apXHBa.

K upe3BbpIualiHbIM CUTYalMsIM OTHOCATCSL:

00BbsIBIIEHUE CTENEHEH TOTOBHOCTH I'PaX/1aHCKOH 00OpOHBI;

BBEJICHUE B JIEUCTBUE IUIAHOB I'PAXK1aHCKOH 0OOPOHBI;

00BbsIBIIEHHE B TOCYJApCTBE (PETHMOHE, FOPOE) PEXKUMA YPE3BBIUAIHOTO MTOJI0XKEHUS;

MoXKap, TEXHOTEHHbIE KaracTpodbl W  CTUXUHHBIE OCICTBHS, TOBJIHMSBIINE Ha
KU3HEJEATECIIBHOCTh apXUBA;

HCYE3HOBEHHME HWJIM I0pYa apXMBHBIX JOKYMEHTOB, XUUICHHWE WIHM IIOpYa MMYILECTBA B
pe3yJbTaTeé NPOHUKHOBEHHS B apXUB IIOCTOPOHHUX JIIOJEH WIM JPYTHX IPOTHUBOIPABHBIX
JIEUCTBHIA;

aBapuy CUCTEM KXU3HEOOeCTIeUeHUs apXHBa, a TAKXKE 3/1aHUS apXUBa;

CHSITHE OXPaHbl APXUBA;

Jpyrue 0OCTOSITENbCTBA, BBIHYKIAIOIIME PYKOBOACTBO apXHWBa HPUHATH pELIeHHE 00
M3MEHEHUH pekuMa paboThl apXHUBa UIIH MPUOCTAHOBJICHUHU €0 ACSITEIbHOCTH.

C yuyeToM BO3MOXHBIX YpE3BbIYAHHBIX CHUTyalluii apXWB pa3pabaTblBaeT W NpHU
HEOOXOUMOCTH TEPUOJINYECKU MEepecMaTpUBAET IUIaHbl KOHKPETHBIX MEPONPUSITHH U Jpyrue
HOpPMAaTUBHBIE JOKYMEHTHI 0 pab0Te B Upe3BbIYAHBIX CUTYalIHsX.

[Inansl U Apyrve JOKYMEHTHI MO MOOMIM3AallMOHHON MOJATOTOBKE, I'Pa)IaHCKONH 000poHE
apxuBa pa3padaTbIBalOTCs B YCTAHOBJIECHHOM IOPSIKE.

[Inanel MeponpusATHH apXuBa Ha Ciydail 4pe3BBIYAMHBIX CUTyaluid, HE OTHOCSIIMECS K
MOOWJIN3AaLMOHHOW MOJrOTOBKE M TIpa)JIaHCKOW O0OOpOHE, JOJKHBI COIJIACOBBIBATHCSA C
OpPraHU3aI[MOHHBIMH U PACIOPAIUTEIbHBIMU JOKYMEHTaAMH apXUBa, pa3pabOTaHHBIMH 1O JIUHUU
MOOMIN3aMOHHON OJTOTOBKU U TPAXKAaHCKOW 00OPOHBI.

C copepxaHWeM IIJJAHOB MEPOINPUATHNH W JPYTUX HOPMATHBHBIX JOKYMEHTOB,
OTpeNIeNAIOIUX paboTy apXKBa MPH YPE3BbIUANHBIX CUTYALUAX, JOJDKHBI OBITh O3HAKOMJICHBI
pabOTHUKM apxuBa B YacTH, UX KacarolleWcs, ¢ 00s3aTeNIbHBIM BBIIIOJIHEHHEM TpeOOBaHUM,
YCTaHOBJICHHBIX B OTHOILLIEHUHU JOCTYIIA K CBEICHMM, COCTABIIIOIINM I'OCYIapCTBEHHYIO TaliHYy.

BoinonHenue B apXuBe MEPOINPHUATHI, MPETyCMOTPEHHBIX IJIaHAMH MOOUIU3alMOHHON
HNOJArOTOBKM U TPAKIAHCKOH OOOpOHBI, OCYHIECTBISIETCS COIJIACHO JTHUM IUIaHaM B
YCTaHOBJIEHHOM IOPSIKE.

1. Opranusamus ydera JOKyMEHTOB apXUBHOTO (hoHAa
Poccuiickoii denepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B apXUBe

3.1. Ormpenenenue KOJIMYECTBAa M COCTaBa JOKyMEHTOB ApxuBHOro ¢onma Poccuiickoit
®denepanuy U APYyrux apXHUBHBIX JOKYMEHTOB B apXMBE B YCTAaHOBJIECHHBIX €IMHUIAX ydeTa U
OTpaKE€HHE S3TOr0 KOJMYECTBA M COCTaBa B YYETHBIX JOKYMEHTaX oO0ecleuynBaeT



OpPraHM3alIOHHYIO  YIOPSIIOYEHHOCTh U BO3MOJKHOCTH ~ @JPECHOIO  IIOMCKAa apXUBHBIX
JIOKYMEHTOB, KOHTPOJIS 32 UX HAJIMYUEM U COCTOSHHUEM.

ApXHB OCYIIECTBIISIET TOCYAAPCTBEHHBIM yUeT apXUBHbBIX JOKYMEHTOB. COCTaB U MOPSIIOK
BE/ICHUS JIOKyMEHTOB T'OCYAApCTBEHHOI'0 yueTa apXUBHBIX JJOKYMEHTOB, B TOM uucie (OpMbI
nacropra apxuBa M IaclIOpTa HCTOYHUKA KOMIUIEKTOBAHUS apXuBa, U TOPSIOK HX
IIPEICTaBICHNUs YCTaHABJIMBAIOTCS PeriiaMeHTOM TIoOCyAapCTBEHHOIO Y4eTa JOKYMEHTOB
ApxusHoro ¢ponga Poccuiickoit denepanuu.

VYuery noajyiexar:

XpaHAILIMECS] B apXUBE AapXUBHbIE JOKYMEHTbl, B TOM 4YHUCIIE HEOIHMCAaHHBIE U
Henpo(uiIbHbIE Ul JTAHHOI'O apXHBa, a TAKXKE CTPAXOBbIe KOIUHU aPXUBHBIX JIOKYMEHTOB U
Konuu (HPOHJIA TTOJIb30BAHMSL, OTIMCH JIEN U JIOKYMEHTOB;

noKyMeHThl ApxuBHOro (ponna Poccuiickoii deneparuu, a TakkKe JOKYMEHTBI 110 JTHYHOMY
COCTaBY, XpaHsIILHEC B UCTOYHUKAX KOMILJIEKTOBaHUS apXHBa.

Yder mpou3BOAMTCS IyT€M IPUCBOCHMSI apXMBHBIM  JOKYMEHTaM (€AMHULAM
XpaHEHHS/€TUHULIAM YYeTa) YYETHBIX HOMEPOB, SBIISIOLIMXCS COCTABHOM YacThIO apXUBHBIX
U poB.

ApxuBHbll m@pp (0003HAUEHHE, HAHOCUMOE Ha KaXAYI0 €IUHUIY XPAaHEHHs C LEJIbIO
oOecrieyeHus ee yyeTa U WICHTU(UKALIMN) COCTOUT U3 CIEAYIOIIHUX JIEMEHTOB: COKpAIlEHHOIO
Ha3BaHU apxuBa (ero oQuIHaTbHON a00peBHATyphl) 1 HOMEPOB: apXUBHOTO (OHA, OTIUCH JIE,
JIOKYMEHTOB, €IMHUIIbl XPAaHEHUS, CIUHULIB] yUeTa.

B cocraB apxuBHOro mmu¢pa €AMHULBI XPaHEHUS ayJUOBH3YaJbHBIX JIOKYMEHTOB
BKJIIOYAIOTCS Takke 00o3HaueHHs (OykBeHHble M LM(POBBIE) 3I€MEHTa KOMIUIEKTa, pa3mepa
HEeraTHBa, BHJA HOCHTENsS 3BYKOBOM WH(OpMANUM; eIWHHUIBI XPAaHEHUS DIEKTPOHHBIX
JIOKYMEHTOB - (hopMara 3allucH U BU1a HOCUTeNs MH(OpMaIuy.

3.1.1. Joxkymentsl ApxuBHoro ¢gonnua Poccuiickoit @eaepannu, 0THOBPEMEHHO BXO/ISIINE
B coctaB My3eiiHoro ¢onna Poccuiickoit ®enepanuu, y4UTHIBAIOTCS B COOTBETCTBUHM C
MOPSAJKOM, YCTAaHOBJIEHHBIM HacTtosummu [IpaBunamMu W MHOPSAKOM, YCTaHOBJIEHHBIM
CHelMaTbHO YHOJIHOMOYEHHBIM (peJiepalibHbIM OpraHOM HCHOJHMTENBHOM BIacTu s
Myseitnoro ¢onaa Poccuiickoit denepanuu.

JoxkymeHnTsl ApxuBHoro (onna Poccuiickoii ®enepanuu, OJHOBPEMEHHO BXOMSIIUE B
cocTtaB OMOIMOTEYHBIX (POHJOB, YUHUTHIBAIOTCS B COOTBETCTBUU ¢ Hactosmumu [IpaBunamu u
MOPSIKOM,  YCTAHOBJICHHBIM  CIEIHAJbHO  YHOJHOMOYEHHBIM  (efepajibHbIM  OpPraHoOM
WCIIOJTHUTENIbHON BIIACTH i OnbnroreuHsix GouaoB Poccuiickoit denepanuu.

3.2. Yder apXMBHBIX JOKYMEHTOB B TOCYJapCTBEHHOM apXHMBE, TOCYJapCTBEHHOM U
MYHULIMIIAJIbHOM ~ My3ee, Oubnmoreke, opraHu3auuu Pocculickoll — akajgeMuu  Hayk
OCYILIECTBIISIETCS  CHELUAIBbHBIM  [OAPA3JCIICHUEM WM  BO3JaraeTcsi Ha  CHENUAIBHO
BBIICJICHHOTO PAaOOTHHKA.

B apxuBOXpaHMIMILE IOCYyIapCTBEHHOI'O apXWBa, opraHu3auuu Poccuiickoll akaaeMuun
HayK Ha3HayaeTcs  pabOOTHUK, OTBETCTBEHHBI 3a y4yeT AapXUBHBIX JOKYMEHTOB
apXMBOXpaHWINLIA.

VY4er apXUBHBIX JOKYMEHTOB, XPaHSIIMXCS B HCTOYHMKAX KOMIUIEKTOBAaHHUS apXuBa,
OCYIIIECTBIISIETCS CIELMAIBHBIM IOAPA3JAECICHUEM apXWBa WJINM BO3JIAraeTcsi Ha CHEUAIBHO
BBIIEJICHHOTO pabOTHUKA, OTBETCTBEHHOI'O 3a OpraHU3alldi0 KOMILJIEKTOBaHHUS apXuBa
apXUBHBIMH JIOKYMEHTaMHU.

VY4er apXMBHBIX JOKYMEHTOB B MYHHUIMIAIbHOM apXHBE U AapXUBHBIX JOKYMEHTOB,
XpaHAIMXCd B €r0  WCTOYHUKAX  KOMIUIEKTOBAHMSI,  OCYILECTBISIOT  3aBEAYIOLIUN
MYHUIIMIIAJIBHBIM aPXHUBOM H/WIIN CHEIHAIbHO BBIJEIIEHHBIN paOOTHUK.

3anucy B y4eTHbBIE JOKYMEHTBI BHOCATCS TOJIBKO paOOTHUKaMU, OTBETCTBEHHBIMU 32 YYeT.

3.2.1. B apxuBe pa3pabaTbIBalOTCS MOPSJIOK U CX€Ma y4eTa apXUBHBIX IOKYMEHTOB.

Ilopsanok ywera apXMBHBIX JOKYMEHTOB OIIPEAEISET COCTaB YYETHBIX JOKYMEHTOB M
yUeTHbIX 0a3 JaHHBIX, BEAYIIUXCA LEHTPAIU30BAHHO M B KaXJIOM apXUBOXPAaHWIHUIIE;
3aKpeIuIIeT IMOCIEeI0BaTeIbHOCTh BBIMOJHEHHS paboT mo ydery. (Cxema ydera apXUBHBIX
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JOKYMEHTOB B rpadudeckoi popme GUKCUpYET MOPSAOK yUeTa.

[lopsmox u cxema ydeTa apXUBHBIX JTOKYMEHTOB B apXUBE YTBEPKAAIOTCS MPHUKA30M
PYKOBOAUTEA (3aBEAYIONIETO) apXUBa(OM).

3.2.2. VdeTrHble JTOKYMEHTBI, KPOME OIMCEH JieJl, JOKYMEHTOB, IpEIHAa3HAYEHBI IS
CITy’)keOHOTO TIOJIb30BAHUS U MOJIH30BATEIISIM HE BBIAAIOTCS. B OTIENBHBIX CIydasx MO PEIICHHUIO
PYKOBOJICTBA apXHBa MOKET OBITh BbIIaHO J1e10 (HOH/A.

3.2.3. XpaHeHHe y4YETHBIX JIOKYMEHTOB OCYILECTBIIICTCS B YCTAHOBJICHHOM MOPSIKE (CM.
n. 2.11.4.1.3).

EI[I/IHI/II_IBI Y4u€Ta apXUBHBIX TOKYMCHTOB

3.3. OCHOBHBIMH €IMHHUIAMU Y4€Ta AapXUBHBIX JIOKYMEHTOB HE3aBUCUMO OT BHUJA
HOCHUTENS, Croco0a M TEXHUKH 3aKpervieHHss HMH(OpMAIMH SIBIAIOTCS apXUBHBIA (OHI U
eMHHIIA XPaHEHUSI.

AynnoBu3yallbHbIE U 3JIE€KTPOHHBIE JJOKYMEHThI YUUTHIBAIOTCS TAKXKE 110 €AMHULIAM y4eTa.

ApXUBHBIE JOKYMEHTBHI JIHMYHOTO IPOUCXOXKACHUS, TMPOIICAIINE TOJIBKO MEPBUUHYIO
00paboTKY, YUUTHIBAIOTCS 110 JTOKYMEHTAM WJIH JIHCTaM.

Heymopsinouennble apXuBHbIE JOKYMEHTBI (POCCHINb) YYHMTHIBAIOTCA M3 pacuera 150
JIMCTOB B OJTHOM YCIIOBHOM €AMHULE XPAHEHUS.

3.3.1. B nensax Hacrosmux [TpaBui ucronb3yroTcs Clieayronue MOHATHS:

eIMHUIIA XpaHeHHs - (u3nyeckun 00O0COOJIEHHBIE ApXHMBHBIA JTOKYMEHT WM apXHUBHBIC
JIOKYMEHTHI;

€IMHULIA XPaHEHUS! apXUBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE - JI€JI0 - OTAEJIbHBII(€)
apXUBHBII(€) TOKYyMEHT(bI), 3aKIIFOUEHHBIH(€) B 000COOIEHHYIO0 00JI0KKY, MaIKY;

eIMHUIIA XPAaHEHUS! KUHOJOKYMEHTOB - (hM3MUYECKH O0OCOOJCHHBIH PYIIOH KHHOILICHKH
WJIM MarHUTHOM JICHTHI € 3aIIUChIO U300pa3nuTeNIbHON M/UITH 3BYKOBOM MH(pOpMaLNH;

€MHUIIAa XpaHEeHHs (POTOJOKYMEHTOB - PU3NYECKH 000COOIEHHBIN Kaap (HeraTus, AyOJib-
HEeraTHB, TO3UTHUB, Claix (IMANO3UTHUB), HECKOJBKO KaJpOB IAHOPAMHOM CBEMKH,
dboTooTneyaTok, pysioH auaduabrMa, GoToanTbo0M;

eIMHUIA XpaHEeHUs] (OHOJOKYMEHTOB - (U3NYECKH 000COOJICHHBIE PYJIOH KHHOIUICHKH,
MarHuTHOM WM OyMa)KHOW JIEHTBHI, KacceTa, BOCKOBOW BajWK, TUCK C 3alHChi0 3BYKOBOM
uHpOpMaInH;

€IMHUIIa XPaHEHUS BUICOJOKYMEHTOB - (PU3MYECKH 000COOJEHHBIE PYJIOH MarHUTHOMN
JIEHTBI, KacceTa, IUCK C 3alHUChI0 H300pa3uTeIbHOM U 3BYKOBON MH(POPMALIUY;

€IMHUIIa XPAHEHUS 3JIEKTPOHHBIX JTOKYMEHTOB - (PU3MYECKH 000COOJIEHHBIH HOCUTENb C
3aMMChI0 YAaCTH JIEKTPOHHOIO TOKYMEHTA, OJJHOTO MM HECKOJBKUX 3JIEKTPOHHBIX JOKYMEHTOB;

€IMHMIIa y4YeTa KHHOJOKYMEHTOB - YacThb €IWHUIBI XpaHEHHs, OJHAa WM HECKOJBKO
€IMHUL] XPaHEHHs C 3alIUChI0 ONPEAETICHHOTO (PUIbMa, )KypHaJIa, CIIELBBIITYyCKa, CIOXKeTa U T.11.;

eAuHMIa ydera (OTOJOKYMEHTOB - OJHA HJIM HECKOJIbKO €IUHHI] XpaHEHHs C 3alHChio
oTIpesieIeHHOro Auaduabpma;

eIMHMIIa y4yeTa (OHOAOKYMEHTOB - YacThb EAMHHIIBI XPAaHEHUS, OJHA WJIM HECKOJBKO
€IMHUI] XpaHEHMs C 3alUChI0 3BYKOBOM HMHQpOpPMaLUU 00 OIpenesieHHOM COOBITHH,
MIPOU3BEICHUH JIUTEPATYPhl U UCKYCCTBA (HECKOJIBKHUX MPOU3BEACHUN JTUTEpATyphl U UCKYCCTBA,
00BbEeTMHEHHBIX 110 aBTOPCKOMY, TEMAaTHUECKOMY HJIU IPYTUM IpU3HAKaM) U T.IL.;

€IMHMIIa y4yeTa BUJCOJOKYMEHTOB - YacThb €IWHUIBI XPAHEHHUS, OJHAa WJIM HECKOJBKO
€MHMI] XPaHEHHUS C 3aIMChI0 ONPEIEIIEHHOTO CIOXKETa, IPOU3BEAECHUS JINTEPATYPhl U UCKYCCTBA
(HECKOJbKUX TIPOMU3BEACHUN JHUTEpaTypbl M HCKYCCTBA, OOBEAMHEHHBIX I10 aBTOPCKOMY,
TEMaTU4YECKOMY WM APYTUM MPU3HAKaM) U T.I1.;

€IMHUIIA Yy4yeTa JJIEKTPOHHBIX JIOKYMEHTOB - 4YacTb EIWHMIIBI XpaHEHUs, OJHA WIIU
HECKOJIbKO E€IMHMIl XPAaHEHUS C 3alMCbI0 YacTH AJIEKTPOHHOIO JOKYMEHTA, OJHOTO WJIU
HECKOJIbKUX AJIEKTPOHHBIX TOKYMEHTOB.



Cucrema y4eTHBIX JOKYMEHTOB apX1Ba

34. B apxuBe BemyTrcsi OCHOBHBbIC (00s3aTeNbHBIC) M BCIIOMOTATEIIbHBIE YYECTHBIE
nokyMeHTbl. CocTaB M (OpPMBI OCHOBHBIX YYETHBIX JOKYMEHTOB (KpOME€ IacnopTa
apXUBOXpaHWIWIIA)  ompexaeieHbl  Hactosmumu  [IpaBumamu.  CoctaB  u  (QOpMBI
BCIIOMOTaTENbHBIX YUETHBIX JOKYMEHTOB OIPEIEIAIOTCS ApXUBOM CaMOCTOSTENbHO.

3.4.1. B coctaB OCHOBHBIX (00sI3aTE€IBHBIX) YUETHBIX TIOKYMEHTOB apXHBa BXOIAT:

KHUra ydeTa IOCTYIUICHHH JOKyMeHTOB (mpwioxkenue N 5) - Ui ydera KaxIOro
NOCTYIUICHUSI apXUBHBIX JIOKYyMEHTOB B apXMB, a TAaKX€ KOJMYECTBA M COCTaBa APXMBHBIX
JIOKYMEHTOB, IIOCTYNIMBIIMX Ha XpaHEHHE 3a OIpPEICNICHHbI XPOHOJIOIMYECKHH Mepuon
BpPEMEHU; COCTOSTHUSI UX OTMCaHUS;

criucok GounoB (npuiokenue N 6) - Ui perucTpaluy IPUHATHIX Ha XPaHCHUE apXHBHBIX
($OHIOB, MPHUCBOCHUS MM HOMEPOB, ydeTa KOJIMYECTBA apXUBHBIX (DOHIOB, HAXOMSIIMXCS Ha
XPaHEHHUHU U BBIOBIBIIINX;

mict (oHIa - IS ydeTa B paMKax apXWBHOTO (DOHJIA KOJMYECTBA M COCTaBa OIUCEH Jel,
JOKYMEHTOB U MX HyMepaluH, KOJIMYECTBA U COCTaBa apXUBHBIX JOKYMEHTOB, COCTOSHUS MX
OTMCAHMS, TUHAMUKHA M3MEHEHHH 10 KaXKI0H ONMUCH Jiel, TOKYMEHTOB U apXUBHOMY (oHIY B
1esIoM, (PMKCcaly M3MEHEHUH B Ha3BaHUM apXUBHOI'O (POHA;

JUCT ydeTa ayIuOBH3YaIbHBIX JOKYMEHTOB - Ui y4eTa KOJWYECTBA ayJIHMOBU3YabHBIX
JIOKYMEHTOB OIPEEICHHOI0 BHJAA NpU HUX HE(OHIOBOM OpraHu3alMy; ydeTa M HyMepaluu
OTHCell ayInOBU3yaIbHBIX JOKYMEHTOB, JMHAMUKN UX N3MEHECHUH;

OIHKCH JeJ, JOKYMEHTOB (mpuiioxenust N 7 - 8) - i HOeIMHUYHOTO U CyMMapHOIo y4eTa
apXUBHBIX JIOKYMEHTOB, 3aKpCIUICHUS MOpSAIKAa WX CHCTEMAaTHU3allud, y4yeTa W3MEHEHUH B
cocTaBe U 00beMe apXMBHBIX JJOKYMEHTOB, BKIIFOUEHHBIX B IaHHYIO OIUCH;

peecTp ommcel en, JOKYMEHTOB - JJISi PerHCTPalud OMUCEH Jel, TOKYMEHTOB, y4eTa UX
KOJINYECTBA M COCTaBA;

WHBEHTApHAs KHUTA ydeTa Jell, UMEIOIUX B O(QOPMIICHUH WIA B NPUIOKEHUH K HUM
JparolieHHble MEeTaJUIbl M KaMHH, - JUId MOEJUHMYHOIO M CYMMapHOIO yd4eTa cocTaBa H
COCTOSIHUS TAKHX JIET,

NacrnopT apXUBOXPAaHUIHUILA (IIPOU3BOJIHOM (POPMBI) - JUIsI CYMMapHOI'O yueTa apXUBHBIX
(OHIOB M apXMBHBIX JIOKYMEHTOB JJAHHOTO apXUBOXPAHWIINIIIA;

JIMCT y4yeTa U ONUCAHUS YHUKAIBHOTO IOKYMEHTA;

CTIHCOK (POHJIOB, COAEPIKAIINX 0CO00 IEHHBIE TOKYMEHTHI,

ONUCh 0CO00 WEHHBIX [eJ, JOKYMEHTOB WM IepeueHb HOMEPOB 0CO00 LEHHBIX /el
(HOMEpHUK);

peecTp omnuceil 0cob0 IEeHHBIX /1€, JOKYMEHTOB;

KHMIa y4yeTa MOCTYIUIEHUH cTpaxoBoro (oHaa u (GoH/1a IOJIb30BaHuUs;

OIUCH CTPaxOBOTo (OHAA;

neno ¢GoHAAa - KOMIUIEKC JOKYMEHTOB II0 HCTOPUM HWCTOYHHMKA KOMILICKTOBAHUS
(ponmoobpazoBatenss) u apxuBHOro (OHIA, BEOYLIMICS Ha KaXAbli apXuBHBIA (OHI,
O0OBETMHEHHBI apXWBHBIA (DOHII M ApXWBHYIO KOJUICKIMIO; TPU HE(QOHIOBOW OpraHH3aluu
ayJMOBU3YaIIbHBIX U JIEKTPOHHBIX JOKYMEHTOB - J€JI0 OPTaHU3aIlUH - CIaTYNKA JOKYMEHTOB;

JIMCT-3aBEPUTEITB JIEJIa - JIJIsl yueTa KOJMUEeCTBa JIUCTOB B jeie (npuioxenue N 3);

BHYTPEHHSS ONHCH JIOKYMEHTOB JieJla - JJIs Jiell, B COCTaB KOTOPBIX BXOJAT YHHUKAJIbHBIE
JIOKYMEHTHI.

3.4.2. B cocraB BcioMorareabHbIX YUETHBIX JOKYMEHTOB apXHBa BXOJAT:

KapTOYKM H KHHUTH JBWKECHUsS (OHIOB, ONMHCEH e, JOKYMEHTOB, KHUTH yd4eTa
JIOKYMEHTOB, IepelaHHbIX B IPYrHe apXUBbl, KHUTH ydeTa OHIOB U JJOKYMEHTOB, BBIICICHHBIX
K YHUYTOXXEHUIO, KHUTH TOBUIOBOTO y4eTa JOKYMEHTOB H JIp.

ApXuB BIIpaBe BECTH JpPYrH€ BCIIOMOTaTelbHbIE YYETHbIE JOKYMEHTBI, KOTOpbIE
BKJIIOYAIOTCS B CXEMY y4eTa JOKYMEHTOB.

BcnomorarenbHple  y4eTHBIE JOKYMEHTHI MOTYT BECTHCh Ha OyMaXHOM W/WJH
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AJIEKTPOHHOM HOCHUTEJISIX.
OO6mre TpeOoBaHUS K YUETHBIM JOKYMEHTAM apXHBa

3.5. Yyer apXuMBHBIX OKYMEHTOB mepuojaa a0 1917 r. Bemercs pa3ieibHO OT ydera
ApXUBHBIX JIOKYMEHTOB mepuoja mnocie 1917 r. ¢ camocTosITebHOM MOPSAKOBOM HyMepaluein
¢donnoB. VCKIOYeHHE COCTaBISIOT CHEIHMAIM3UPOBAHHBIC AapXMBBI, XPAHSIIIUME apXUBHBIC
JOKYMEHTBI JIMYHOTO IPOMCXOKACHUS U ayJUOBU3YAJIbHYIO TOKYMEHTALUIO.

Howmepa apxuBHBIX (poHI0B niepruoaa nocie 1917 r. B apxuBe AOKHBI UMETh uHIEKC "P",
OTJEJIIeMbIH OT U(PPOBOTOo 0003HAYCHHS HOMEpa apxuBHOTO doHaa ueptoi (P-1, P-2 u T.1.).

Homepa apxuBHBIX ()OHIOB JMKBUAWPOBAHHOTO IMAPTHHHOTO apXHBa, BKIIOYEHHBIX B
COCTaB apxXUBHBIX (OHIOB TrOCYIapCTBEHHOro apxuBa cyOwnekTa Poccuiickoit deneparuu,
noKHBI uMeTh uHaekc "I1", oraensemslil OT 1UQpPOBOro 0003HAYEHHMS HOMEpA APXUBHOTO
donmga ueproit (I1-1, I1-2 u T.1.).

[lepenymepanust apXuBHBIX (POHIOB MPOU3BOIAMUTCS B HCKIIOYUTEIBHBIX CIIy4asX U TOJIBKO
C pa3pelieHus: COOTBETCTBYIOLIET0 YIOJHOMOUYEHHOIO OpraHa UCIOJIHUTEIBHOM BIIACTH B cdepe
apXUBHOTO JIeNa.

3.5.1. H3meHeHuss B yuYeTHbIE JOKYMEHThl BHOCSTCS TOJBKO Ha OCHOBaHWMHU
COOTBETCTBYOIMX akToB (cM. mm. 3.7.1, 3.7.2, 3.7.3), yTBepKIEHHBIX B YCTaHOBJICHHOM
HOPSIZIKE.

[locne BHECEHMsS] U3MEHEHUN B y4YETHBIE JOKYMEHTBI aKThl IOMEILAIOTCA B Aeio (oHAa,
npu HepOHIOBOM OpraHM3allii apXUBHBIX JOKYMEHTOB - B JIeJIO OpraHU3allMM - CIaT4HKa
JIOKYMEHTOB.

AKTBI HyMepyroTCs B Jiesie pOoHIa IO BUJIaM aKTOB B BAJIOBOM IMOPSJIKE; MPU HE(POHIOBOM
OpraHM3ali ApXUBHBIX JOKYMEHTOB - B JIeJIe OpraHU3aluu - CJaTYUKa JTOKYMEHTOB.

3.5.2. B kHury ydera HoCTyIJIEHHH IOKYMEHTOB (mpumiiokeHue N 5) mocienoBaTesibHO
BHOCSITCSI BC€ IE€PBUYHBIE W TIOBTOPHbIE IIOCTYIJIEHUS apXWMBHBIX JOKyMEHTOB. Kaxmoe
NOCTYIUIEHUE B TIPEJeNax OTYETHOTO TroJa IIOJydaeT MOPSAKOBBI HOMEP B BaJOBOM
MOCJIEI0BATEIbHOCTH.

ExxerogHo Ha 1 sHBaps MOABOJAUTCA UTOT KOJMYECTBA MOCTYNMHBLIMX 3a TOJl apXUBHBIX
JIOKYMEHTOB.

3.5.3. B cnucok ¢onnos (mpusnoxenue N 6) apXuBHBIA (OH 3aITUCHIBAETCS TOJIBKO OJUH
pa3 mpu MepBoM MOCTYIUIEHUH B apxuB. He pomyckaeTcst BHeceHue apXUBHOIO (POH/JA B CIIMCOK
(GOHII0B paHee MOCTYIUIEHUS €r0 apXUBHBIX JJOKYMEHTOB Ha XpaHEHUE.

Howmep, npucBoeHHblit apXxuUBHOMY (DOHAY MO CHHUCKY (DOHMIOB, SIBISIETCS €r0 YYETHBIM
HOMEPOM, COXPAHSIETCS 3@ HUM BO BCEX YUETHBIX JOKYMEHTAX.

B cnenmanu3upoBaHHOM apXHBE TOKYMEHTOB IO JIMYHOMY COCTaBY K HOMEPY apXHWBHOIO
¢doHIa, MPUCBOCHHOMY KOMIUIEKCY JTOKYMEHTOB IO JIMYHOMY COCTaBy (oHmooOpas3oBaTes,
yepe3 ApoOb 100aBiseTCs HOMEpP apXMBHOro (OHIA, 32 KOTOPHIM y4YTeHa JOKyMEHTAlHs IO
OCHOBHOMH JIeATeIbHOCTH (POHA000pa30BaTENIs.

Jlyia ydera apXuBHBIX (DOHIOB HCIIOJIB3YIOTCS HOMEpPA B BAJIOBOW IOCIIEOBATEIBHOCTH, a
Takxke "cBOOOAHbIE HOMepa" - HOMepa apXHMBHBIX ()OHIOB, apXHMBHbIE JOKYMEHTHI KOTOPBIX
paHee ObUIM BBIJEJIEHBI K YHUYTOKEHHUIO B YCTAHOBJICHHOM IOPSIIKE WM BKJIIOYEHBI B COCTaB
00BbEeTMHEHHBIX apXUBHBIX (POHIIOB U KOTOPBIE paHEe HE HCIIOJIb30BAIUCH.

Howmepa yTpaueHHBIX, IEpeJaHHBIX B IPyrHe apXUBbl apXUBHBIX (JOHIOB, a TaKXKe HOMeEpa
apXUBHBIX (DOHIOB, BOMIEJIIMX B COCTaB OOBEAMHEHHOIO AapXMBHOTO (OHIA, apXUBHBIC
JIOKYMEHTBI KOTOPBIX paHEe MCIOJIb30BATUCH, HE MOT'YT ObITh MPUCBOEHBI BHOBb MOCTYNHUBIIUM
aApXUBHBIM (OHIAM.

OObenuHEeHHbIE apXUBHBbIE (OHIBI W apXUBHBIE KOJJIEKUWH YYUTHIBAIOTCS Ha OOIIMX
ocHOBaHUAX. OObEIUHEHHOMY apXuMBHOMY (oHAy, 0Opa3oBaHHOMY W3 apXWMBHBIX (OHIOB,
paHee YUYTCHHBIX CaMOCTOSATENbHO, IPUCBAMBAETCS HOMEP OJHOIO M3 AapXMBHBIX (DOHJIOB,
BKJIIOUEHHBIX B €70 COCTaB.



HazBanue apxuBHOro (hoHIAa BHOCHUTCS B CIUCOK (DOHIOB Ha OCHOBAHMU HCTOPUYECKOMN
CIIPABKHU WJIXA TUTYJIBHOTO JUCTA OIMCH J€JI, JOKYMEHTOB.

Haspanne apxuBHOTO (h)OHIIAa COCTOMT U3 MOJHOTO H (B CKOOKaxX) OPUIMAILHO MPUHITOTO
COKpAIlleHHOr0o  Ha3BaHus  (oHI00Opa3zoBaTedst C  yKa3aHHEM €ro  IOJYUHEHHOCTH,
MECTOHAXOXKACHUS, KpallHMX naT cymlectBoBaHus. Ecnu HasBanue (oHmooOpazoBaTens
MEHSIOCh, TO B CIIUCKE (DOHIOB yKa3bIBaeTCsl €ro MOCiIeAHEe Ha3BaHUE B PAMKax NEpuoja, 3a
KOTOPBIN MPUHSTHI apXUBHBIE JOKYMEHTHI.

Ha3Banue 0OBEIMHEHHOTO apXUBHOrO (OHIA COCTOUT M3 OOOOLIEHHOrO Ha3BaHMS
BKJIIOYCHHBIX B HEr0 AapXUBHBIX (DOHIOB, W3 HA3BaHUS PYKOBOISIICH OpraHu3alud |
0000I1IeHHOr0 Ha3BaHMs MOJYMHEHHBIX €W OpraHu3aluid, U3 NepedyHs Ha3BaHUH CMEHSBILUX
Ipyr apyra opraHusanui. KoHKpeTHbIE Ha3BaHMsI BCEX OPraHMU3alUi, apXWBHBIE JOKYMEHTHI
KOTOPBIX BOIIJIM B 0ObEAMHEHHBIN apXUBHBIN (OH, a TAK)KE UX IEPEUMEHOBAHUS YKa3bIBAIOTCS
B rcte (oHA.

Ha3zBanue apxuBHOro (poH/a JIMYHOIO MPOUCXOMKIAECHHUS COCTOUT U3 (paMUIIMK U MHULIKAJIOB
JIMIIA, eTo TICEBJIOHMMA, TUTYJIA, PaHTa, 3BaHUs; Ha3BaHWE apXMBHOTO (pOHIA CEeMbU WM poja -
u3 GaMuiIMii U MHUIUAJIOB TJIaBHBIX WIEHOB CEMbM WM POAA U MX TUTYJIOB, PAHTOB, 3BAHUH.
®amminy, UMEHa, OTYECTBA, TUTYJIbI, PaHTU, 3BaHUS, POJACTBEHHbIC OTHOILIEHUS BCEX YJICHOB
CeMbU WJIM POJA YKa3bIBAIOTCS B JIUCTE (POHJA.

B Ha3zBaHWM apXMBHOM KOJUIEKIIMU YKa3bIBAETCS MPU3HAK (IPU3HAKK) ee (OPMHUPOBAHUS, a
pU HEOOXOMMOCTH - M €€ COCTaBUTENb (IPEXHUHN BiIajenel], coOupaTelb KOJIEKIUN).

Exxerogno Ha | sHBaps K cnucKy ()OHIIOB COCTABIISIETCSI UTOTOBAs 3aIHCh O KOJMYECTBE
apXUBHBIX (POHIOB, MOCTYNMBIIMX M BHIOBIBIIMX B TEYEHHE TIOAa, W OOIIEM KOJINYECTBE
apXUBHBIX (DOHIIOB, HAXOMSAIINXCS HA XPAaHCHUHU B apXHUBE.

Crniucok (hoHIOB 3aKiIOYaeTCs B TBEPAYIO OOJIOXKKY, JIMCThl HYMEPYIOTCS, COCTaBIsAETCS
JUCT-3aBEPUTEND.

IlepeneuaTka crucka (OHIOB OCYIIECTBIISETCS TOJBKO C pa3pelieHts: COOTBETCTBYIOIIETO
YIIOJTHOMOYEHHOT'O OpraHa UCIOJHUTENbHOM BiIacTu B cdepe apXuBHOro jaena. B atom ciydae B
CHHCOK (OHIOB 0053aTeNbHO BHOCATCS HOMEpa, Ha3BaHMS U OCHOBAaHUS BBIOBITHS BCEX
apXUBHBIX (DOH/I0B, HOMEpA KOTOPBIX 3aHUMATh 3aIlpeliaeTcs.

3.5.4. Jluct donna cocrapiseTcss Ha KaXAblil apXxuBHbIM QoHA. B HeM yuuThIBatoTcs Bce
apXUBHBIE JOKYMEHTBI apXUBHOTO (hOH/A, BKIIOYAsi HEOIIMCAHHBIE U CEKPETHBIE.

JIuct Qonaa MoxeT ObITh MEpPEecOCTaBICH TOJBKO B CiIydae, €CIM OH HEHCIIPaBHMO
MOBPEXAECH WM TEPECTaeT OTpaxaThb (HaKTHMUECKOE COCTOSHHE M 00bEeM apXMBHOro (oHIa,
nocie mnepepaboTKM apXuUBHOro (OHIA WM CO3JaHMs OOBEIMHEHHOTO apXMBHOTO (oHAA,
yTOYHEHMsI UcTopuM (oHnooOpa3oBarens. B cimyuae mepecocrtaBieHus nucra (QoHaa paHee
JeiicTBoBaBIIMM JTUCT (OHJA MoMmeliaercs B Jieno QoHaa. B BepxHeM mpaBoM yrily 000HMX
aucToB (oHAa fenaroTcst oTMeTKu: "JIucT nepecocrasien" ¢ yKa3aHUEM JaThl IEPECOCTABICHUS,
JOJKHOCTH Y TTOATMCH JIMIIA, OTBETCTBEHHOT'O 3 YYET.

JIuctel (hOHAOB XpaHATCS B MOPSAJKE HOMEPOB apXUBHBIX (oHAOB B mamnke. K kaxmoi
IIAIIKE COCTAaBJISETCS JIMCT-3aBEPUTENb, A€ YKA3bIBAIOTCA HayaJbHbIE M KOHEUHBIE HOMEpa
apXUBHBIX ()OHNIOB M 00Iee KOJUYECTBO ApXMBHBIX (POHIOB, JUCTHI KOTOPBIX HAXOIATCS B
Hanke.

K nucram ¢onaoB BemyTcs ykazaTenu A ONEPAaTUBHOTO IMOMCKA B apXHMBE apXUBHBIX
JIOKYMEHTOB TOW WJIM MHOW OpraHU3aliy.

3.5.5. Jluctel ydera ayaMOBU3YaJIbHBIX JOKYMEHTOB COCTaBJISIOTCA HpH HE(POHIOBOM
OpraHu3allii apXMBHBIX JOKYMEHTOB pa3/eibHO Ha pa3IUYHble BHJBI KHHOPOTOPOHO- H
BUJCOJOKYMEHTOB. [lopsok HyMepanuu H XpaHEHHUsS JIMCTOB Y4eTa ayAHOBU3YyalIbHBIX
JIOKYMEHTOB aHAJIOTMYEH MOPSAAKY HyMepaluu 1 XpaHeHHs JUCTOB (POH/IOB.

3.5.6. B ommcu ngen, nokymMeHTOB (mpuiokeHust N 7 - 8) enUHHIIBI XPaHCHHUS/IUHUIIBI
ydeTa YUMTBHIBAIOTCS B COOTBETCTBMM C HX CHUCTEMAaTH3alUel 3a NOPAAKOBBIMU YUYETHBIMU
HOMEpaMHU.

Homepa nen ¢ TEKCTOBOM CONPOBOAUTEIBHOM JNOKyMEHTAlUMEHd K ayAUuOBU3YyaJbHBIM



JIOKYMEHTaM JOJIKHbI COOTBETCTBOBATh YUETHBIM HOMEpaM ay/IMOBU3YaIbHBIX TOKYMEHTOB.

OnucsM fen, JAOKYMEHTOB IPUCBAaWMBAIOTCS YYETHbIE HOMepa MO JHUCTY (OHAA; TMpHU
He(OH/IOBOM OpraHu3allii apXUBHBIX JOKYMEHTOB - IO JIUCTY Yy4YeTa ayJuOBH3yalbHBIX
JIOKYMEHTOB OIPEJEICHHOr0 BUA.

He nomyckaercs npucBoeHHE OMHUCSAM JIe], JOKYMEHTOB OJIMHAKOBBIX YYETHBIX HOMEPOB,
3a UCKJIFOYEHUEM CITy4aeB, IPeTyCMOTPEHHBIX II. 3.7.7.

B xoH1e onucu nei1, TOKYMEHTOB BO BCEX €€ AK3EMIUIIpax AEIacTCs UTOrOBasl 3alucCh, B
KOTOpPOM YKa3bIBaeTCs KOJMYECTBO HAXOASIIMXCA HAa XPAHEHUU EIUHMI] XPaHEHUS/EeTUHUI
yuera, TMEpBbIA W TOCICTHUN HOMEpa CIWHUIl XPAaHCHUS/CAWHHI[ y4deTa [0 OIHCH,
OrOBapUBAIOTCSI MMEIOIIMECS MPOIMYCKH HOMEPOB, JUTEPHBIE HOMEPA, BHIOBIBIINE EAMHUIIBI U
OCHOBaHHUE MX BBIOBITHS.

B wuroroBoii 3amucu K ONUCH JAeNl apXUBHOTrO (OHAA JHYHOTO IPOUCXOXKIACHUS,
BKITIOYAIOIIEH €MHUIIBI XPAaHCHWSI/CIMHUIIBI YIeTa HAa PA3IUYHBIX HOCHUTENSIX, JOTIOJHUTEIHHO
YKa3bIBAETCS KOJIMYECTBO TAKUX €IMHUI XPAHCHHUsI/€IUHULL yUeTa.

[Tocme kaxma0ro MOCTYIUICHUS WM BBIOBITHS apXUBHBIX JOKYMEHTOB COCTABIISICTCS HOBAs
UTOTOBAasl 3alMChb K ONMCH M€, JIOKYMEHTOB, KOTOpas IOJIMCBHIBAETCS €€ COCTABUTENIEM C
yKa3aHUEM JOJKHOCTH M JIaThl COCTABJICHUS.

Ecan onuck ngen, OKYMEHTOB COCTOMT M3 HECKOJBKHUX TOJOBBIX pPa3leioB, TOMOB,
WTOTrOBas 3alHUCh COCTABIIAECTCS K KAKIOMY TOJIOBOMY pa3feny, TOMY; KPOME TOr0, K KaXIOMY
MOCJIEIYIOLIEMY TOAOBOMY paszfeny, TOMY B HapacTaroUleM MOPSJIKE COCTABIISIETCS CBOJHAs
WUTOTOBAs 3aIHUCh.

Kaxnasa onuck nen, JOKyMEHTOB, TOM OIMCH €1, JOKYMEHTOB JOJDKHBI MMEThb JIUCT-
3aBeputeib (mpuaoxenue N 3).

3aKkOoHYEHHAas] OMUCH JIed, JOKYMEHTOB JOJKHA BKIIIOYATh, KaK MpaBuio, He Oonee 9999
SIMHUI XPaHECHUSI, €TUHULL yUEeTa.

ApXUB JOJKEH HMMETh 3 SK3eMIUIsIpa ONMCEH nel, AOKYMEHTOB, MEpPBbIA M3 KOTOPBIX
SIBJISICTCS] CTPAXOBBIM.

Ecau onucek nen, JOKyMEHTOB MEPECOCTaBIEHA, TO OJUH HK3EMIUISP paHee JeHCTBOBABILEH
ONMCH JIeJNl, IOKYMEHTOB BKJIFOYAE€TCS BO BHOBb COCTABJICHHYIO OIUCH JEJ, JOKYMEHTOB 3a
MOCJIEIHUM YYETHBIM HOMEpPOM, OCTAJbHBIE 3K3EMIUIAPHl BBLACIAIOTCS K YHHUYTOXEHUIO B
YCTaHOBJICHHOM TTOPSIIKE.

3.5.7. Tlo peectpy omnuceil BeneTcssi NMOSAMHUYHBIM M CyMMapHBI ydeT ONHCeH e,
JIOKYMEHTOB apXxuBa. B 3aBUCHMOCTH OT OpraHu3aiiu pabOTHI MO YYETY B apXHBE PEECTpPhI
omHcel BeIyTCs B paMKax apXMBOXPAHUIIUII TOCYAaPCTBEHHBIX apXUBOB H/HIIM apXUBa B IEJIOM,
YTO OTpaXaeTcs B CXEME YydyeTa JOKyMEHTOB. KaxJioi HOBOW OMNMCH Jie]l, JOKYMEHTOB
MIPUCBAMBAETCS OYEPEIHOM MOPSAIKOBBIH HOMEpP IO PEEeCcTpy, KOTOPbIM MPOCTaBIAETCS Ha
00JI0’KKE OTIHCH JIeJT, JOKYMEHTOB B BEPXHEM JIEBOM YTITy.

Exerogno Ha 1 gHBapsi B peecTpe Onmuced COCTaBISIETCA UTOTOBasl 3alUCh O KOJIMYECTBE
OTHMCEN JieN, TOKYMEHTOB, IMOCTYMUBIINX M BBHIOBIBIIUX B TEUYCHHE TOJa B apXWB, U UX OOIIEeM
KOJIMYECTBE.

3.5.8. IlacmopT apXMBOXpPAHWIINILA COCTABIISIETCS €KETOTHO KAKIbIM apXUBOXPAHWIUILEM
U OTpakaeT 00beM pa3MEelIeHHBIX B HEM apXUBHBIX (DOH/IOB, €T M apXUBHBIX IOKYMEHTOB.

[Tokazatenu nacrmopra apXMBOXPAHWIMINA ONPEICTAIOTCA apXUBOM CAMOCTOSITENBHO C
Y4E€TOM COCTaBa M COCTOSIHUSI XPAHALIMXCS B KOHKPETHOM apXUBOXPAHWIMIIE aAPXMBHBIX
JIOKYMEHTOB.

3.5.9. Jleny dhonma nmpucBanBaeTcsi HOMEp apXuBHOTO (hOHIA, HA KOTOPBIK OHO 3aBe/ieHO. B
neno GoHa BKIIOYAIOTCS: UCTOpUYECKas CIpaBka 1Mo uctopuu (GoHmooOpazoBarens U UCTOPUN
apXUBHOTO (OHJIA; aKThI, (PMKCHPYIOIINE U3MEHEHHUsSI B COCTaBe U 00beMe apXHUBHOTO (OHJA, B
TOM YHUCJI€ aKThl O PAaCCEKPEYMBAHUU JIOKYMEHTOB; KOS XapaKTEPUCTUKH apXHUBHOro (GoHA,
COCTaBIICHHOW JJIsi TYTEBOAMUTENS (CIPAaBOYHHKA); WHCTPYKIHUHU TIO paboTe C apXUBHBIMHU
JOKyMEHTaMHU apXUBHOTO (OHJIa, B TOM YHCJIE TI0 YCOBEPIIEHCTBOBAHUIO U NIepepaboTKe onucen
JeJT, JOKYMEHTOB, CXeMbl CUCTEMAaTHU3aIlMH aPXHUBHBIX JOKYMEHTOB apXHBHOTO (DOHAA.



Ecnu apxuBHBIE NOKYMEHTHI, MOJJEKANINE BKIIOUEHUIO B 1ei0 (OHAA, HAXOAATCS B
COCTaBe €IMHHUIl XpaHEHMs, TO B JeJ0 (OHJa BKIIOYAETCS CIpaBKa C MEPEUUCICHHUEM AITHX
SIMHHMII XPAaHEHUS U X apXUBHBIX MHU(POB.

Hena dhongor opranos KIICC, BJIKCM, B KoTOpbI€ BKIIOYEHBI apPXUBHBIC JOKYMEHTHI 110
UCTOPUH (POHIOB NMEPBUYHBIX MAPTUHHBIX U KOMCOMOJIbCKHX OPTaHU3alUl, pac)OpMHUPOBAHUIO
He mnoanexar. B nena (oHAOB NEpBUYHBIX MAPTUHHBIX W KOMCOMOJIBCKMX OpraHu3alui
MOMEIIAIOTCS CIPAaBKU CO CBEACHUSMU O HAXOXKJIEHUU apXHMBHBIX JOKYMEHTOB IO HCTOPUU
naHHoro (ouzaa B nene apyroro ¢poHa.

Jlena ¢hoHI0B, BOMIEAIINX B COCTaB 0O0BEIUHEHHOTO apXUBHOTO (POH/IA, BKIIOYAOTCS B €r0
neno doHpa.

JlokymeHTsl gena (oHIa JOHKHBI OBITH TPOHYMEPOBAHBI C COCTABICHHEM JIHCTa-
3aBepuTelisd, MOAIUTHI (MPOIIHYPOBAHBI), 3aKJIIOYEHbl B TBepAylo 00moxky. K nemy ¢onna
COCTaBIISIETCS BHYTPEHHSIS ONKUCh. Jena pOHI0B XpaHATCS B TOPSIKE HOMEPOB (OHIIOB.

CocTaB JOKYMEHTOB Jiejia OpraHHU3alMH - UCTOYHUKA KOMIUIEKTOBAHUS JTOKYMEHTOB MPHU
He(OHIOBOM OpraHu3ald apXMBHBIX JOKYMEHTOB AaHAJIOTMYEH COCTaBY JOKYMEHTOB Jiejia
donma.

OO6mue TpeboBaHUs K YUETHBIM 0a3aM JaHHBIX

3.6. Yuetnsle 6a3bl nanHbix (bJ]) B apxuBe o0ecneunBaroT: HHPOPMAITMOHHYIO TOJAEPKKY
ydeTa;  BelIEHHE  I[EHTPAJIM30BAaHHOTO  TOCYJapCTBEHHOTO  y4deTa  JOKYMEHTOB B
ABTOMATU3UPOBAHHOM PEXKHUME; ONEPATUBHOE MPEACTABICHUE CBEACHUN O HATMYUH B apXHUBE
JOKYMEHTOB TOTO MJIM HHOTO (hOHI000pa30oBaTerIs.

[lepeuens pexBU3UTOB yueTHBIX bBJ] dopmupyercs B COOTBETCTBHHM C TMOKa3aTelsMU
OCHOBHBIX (00S3aTENBbHBIX) YYETHBIX JOKYMEHTOB apXWBa M ONpPEHCISeTCS CHEeIHaIbHO
YIIOJIHOMOYEHHBIM (heiepaibHbIM OPraHOM HCIIOJIHUTENIbHON BIAacTH B chepe apXUBHOIO Jena.

VYuernbie B/ apxuBa 10kHBI ObITH COBMECTUMBI C yueTHbIMU BJ[ cooTBeTcTBYlOLIETO
YIIOJIHOMOYEHHOT'0 OpraHa UCIIOJIHUTENFHON BIIACTH B c(epe apXUBHOI'O JIea.

Vyer MOCTYIIICHUA U BBIOBITHS APXUBHBIX JOKYMCHTOB

3.7.1. Yuer nocTyniaeHus: apxuBHBIX JOKYMEHTOB B apXUB OCYLIECTBIISIETCS HA OCHOBaHHM:

aKTa pueMa-repeayn JOKYMEHTOB Ha XpaHeHue (rmpuiokerue N 9);

aKTa MpreMa Ha XpaHeHHe TOKYMEHTOB JINYHOTO MpoucxoxaeHus (npunoxerue N 10).

ApXUBHBIE TOKYMEHTBI CTABATCSA Ha Y4eT TaKXKe 110 pe3ylbTaTraM MpPOBEACHUS OTAEIbHBIX
BUJIOB apXUBHBIX padoT (cM. 1. 3.7.3).

Bce npuHsAThIE B apXMB apXUBHBIE JOKYMEHTBI BHOCATCS B KHHUT'Y ydeTa IMOCTYIUICHHUH
JOKYMEeHTOB. Kaxplii BrHepBble MOCTYNUBIIMA B apXUB apXHUBHbIM (oHA, 00BETMHEHHBIN
apXUBHBIA (HOH, apXUBHAS KOJIJIEKIIHS 3alUCHIBAETCS B CUCOK (poHI0B (mpuioxkenne N 6), Ha
HEro 3aroJHAI0TCS JUCT (OH/A, KAPTOUKH YKaszarens K JUCTY (OHIa, 3aBOAUTCA Aeno (oHIa.
Ha aynuoBusyaibHble AOKYMEHTBHI NMpU HUX HE(POHIOBOW OpraHU3allMy 3arOIHSIOTCS JHCTHI
yueTa KHUHO(POTO()OHOTOKYMEHTOB M BUJCOAOKYMEHTOB. Kax/as BepBble MOCTYNMBINAs OIHUChH
JieJ1, JOKYMEHTOB YUUTHIBAETCSI B PEECTPE OMUCEH.

CooTBeTCTBYIONIME YYETHBIE CBEICHHS B YCTAHOBIEHHOM IOPSIKE BHOCATCA TaKXKE B
yuetHsle B/l

3.7.2. Yder BBIOBITHS apXUBHBIX JOKYMEHTOB M3 apXMBa OCYIECTBIISAETCS HA OCHOBAHUU:

aKTa O BBICNEHUHM K YHUUYTOKEHHIO JOKYMEHTOB, HE TMOJIeKAIUX XpPaHEHUIO
(mpunoxenne N 11);

aKTa O HEMCIPABUMBIX IMOBPEKICHUSIX TOKYMEHTOB;

aKTa mpueMa-repeayn J0KyMEHTOB Ha XpaHeHue (rpuiokeHue N 9);

aKTa 0 HeoOHapyKEHUH JOKYMEHTOB, IIyTH PO3bICKAa KOTOPBIX McueplaHsbl (mpuioxenne N

2);



aKTa BO3BpaTa JOKYMEHTOB COOCTBEHHHUKY;

aKTa 00 U3BATUM MOUIMHHBIX €AMHULl XpPaHEHUS, TOKYMEHTOB.

ApXUBHBIE JOKYMEHTBl CHUMAIOTCS C y4eTa TaKKe B PE3yJIbTaTe MPOBEICHUS OTICIbHBIX
BUIOB apXMBHBIX pabot (cM. 1. 3.7.3).

Heo0xoauMble M3MEHEHUS! BHOCSTCS B OCHOBHBIC (00s3aTENIbHBIC) W BCIIOMOTATEIbHbIC
yueTHbIE JOKYMEHThI apxuBa. [Ipu sTom B ciyyae:

BBIOBITHS BCEX apXMBHBIX JOKYMEHTOB OMHCH /€T, JOKYMEHTOB HOMEp 3TOH OMHICH APYTHM
OMHCSIM JIeJI, JOKYMEHTOB HE IMpPHCBAaMBACTCSI M OCTA€TCA CBOOOIHBIM; B peecTpe Omnucei
JIeNIaeTCsl COOTBETCTBYIOIIAS! OTMETKA,

BBIOBITHSI apXWBHOTO (GoHIa B cnucke (GoHmoB (mpuioxkenne N 6) B rpade "OTmeTka o
BBIOBITUN" YKa3bIBaeTCs, KyAa BBIOBUI apXHUBHBIH ()OHI, U aKT, Ha OCHOBAaHHMH KOTOPOTO OH
BBIOBLIL.

[Tpu nepenaye apxuBHOTO (OHIA U3 OJHOTO apXWBa B APYroM MmepemaroTcs 3 3K3eMIuisipa
OmucH Jell, TOKyMEeHTOB U neino ¢donaa. Komus onucu nen, JOKYMEHTOB OCTAaeTCs B apXuBe-
CIaTYMKEe M B KA4eCTBE NPUIOKEHUS K aKTy NpHeMa-Tiepelayd JOKYMEHTOB Ha XpaHCHHE
(mpunosxerre N 9) BKiIr0OYaeTCs B apXMBHBINA (DOHJT apXHUBa-CAATIHKA.

[Ipu BBIZENEHNHM K YHUYTOKEHHIO BCEX apXUBHBIX JOKYMEHTOB apXMBHOTO (pOHAA OIHMH
9K3EMILIApP €ro OMHUCeH Jaen, AOKYMEHTOB M JHCT (oHaa momemiaroTcs B neno ¢ouma. Jeno
¢doHIa BKIIOYAETCSl B ApXUBHBIN (DOH]T apXHBa.

3.7.3. KonnyecTBO apXUBHBIX JOKYMEHTOB apXHUBa U3MEHSIETCS B Pe3yJbTaTe:

BBIBEPKH YYETHBIX JOKYMEHTOB, [0 MTOTAM KOTOPOW BBISBJICHBI OIIMOKH, TOIYIICHHbIC
IIPU MO/ICYETE KOTUYECTBA XPAHAILIUXCS APXUBHBIX JOKYMEHTOB;

MPOBEPKH HAJMYMSA M COCTOSIHHS apXHMBHBIX JOKYMEHTOB, B XOJi¢ KOTOPOH OOHAapY)KECHBI
HEYUYTCHHbIC, 32 JMTEPHBIMU WU TPOMYIICHHBIMA HOMEpPAaMU E€AMHMIIBI XPaHEHUS/EAMHULIBI
yueTa,

pecTaBpaliy apXUBHBIX TOKYMEHTOB, IIOCJIE€ KOTOPOH OJIHO JIEJI0 Pa3/IeleHO Ha HECKOJBKO
ACI,

OIMCAHMs APXUBHBIX JOKYMEHTOB, MepepalOTKH omucel e, JTOKyMEHTOB, B Ipolecce
KOTOPBIX BO3MOXHO pazJielieHie Wik 00beTMHEHNE eTMHUI XPaHSHHS/SIMHULL yIeTa.

OcHoBaHMEM Ul BHECEHHMs HM3MEHEHUIl B y4eTHble JOKYMEHTHhl M YydeTHole BJ[ mo
pe3yabTaTaM yKa3aHHBIX paOOT SBISIOTCS:

aKT O TEXHHUYECKHUX OLTMOKAaX B YUETHBIX JOKYMEHTAX;

aKT 00 OOHapYXEHHWU JOKYMEHTOB, HE OTHOCSAIIMXCS K JaHHOMY apXuBy, (OHIY,
HEYUYTCHHBIX U T.J.;

aKT O pa3JesieHNH, 00beTMHEHNH /1T, BKIIFOYCHUH B JIEJIO HOBBIX JIOKyMEHTOB;

aKT OMHUCAHUS TOKYyMEHTOB, IepepabOTKU OMHUCEH.

Yuer YHUKAJIBHBIX JOKYMCHTOB U 0c000 HECHHBIX JOKYMCHTOB

3.7.4. YHUKaNbHBIE JOKYMEHTHI IMOJJIEXAT CIEIHAIbHOMY TOCYAapCTBEHHOMY Y4YE€Ty B
['ocymapcTBeHHOM peecTpe YHHKaIbHBIX JTOKyMEHTOB ApxuBHOTO (oHma Poccuiickoi
Qenepauny, MNOPANOK BEAEHUS KOTOPOrO ONPEAENAETCS CIELHAIBHO YIIOJIHOMOYEHHBIM
benepanbHBIM OPraHOM HCIIOJIHUTENBHOM BJIACTU B cepe apXUBHOTO JI€1a, U TOCYIapCTBEHHBIX
peecTpax YHHUKAIbHBIX TOKYMEHTOB apXUBHBIX (GOHIOB cyObekTOB Poccuiickoii Deneparuu.

Ha yHuKkanpHBIE JOKYMEHTBI COCTABIISIOTCS JIUCThI y4e€Ta M ONHMCAHWUS YHUKAJIbHBIX
JIOKYMEHTOB.

3.7.5. YueT 0c000 1IEHHBIX JOKYMEHTOB BEJIETCS T10:

CIHCKY (POHOB, COIEPIKAIINX 0CO00 IIEHHbIE JOKYMEHTHI;

ONMUCSIM 0CO00 IEHHBIX J€J, JOKYMEHTOB WJIHM IMEpPEeYyHsSM HOMEPOB 0CO00 IIEHHBIX e
(HOMEpHHKaM).

B onucsax 0co0o0 1EHHBIX JeN, JOKYMEHTOB 32 HUMHU COXPAHSAIOTCS UX MPEKHUE YUETHBIE
HOMEDA.
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Onuch 0co00 IEHHBIX e, JOKYMEHTOB COCTaBISieTCS Ha 0CO0O ILIEHHBIE JOKYMEHTHI
OJTHOW WM HECKOJBKHUX ONHCEH Jel, JOKYMEHTOB apXMBHOro (poHHa B 3aBUCUMOCTH OT
KOJINYECTBA 0CO00 HEHHBIX EAMHUI] XPAHEHUs/eIMHUI] yYeTa B JAHHOW OMHCU B HEOOXOIMMOM
JUI apXUBa KOJIMYECTBE IK3EMILISIPOB.

Ecnu OONMBIIMHCTBO apXMBHBIX JOKYMEHTOB I10 OMHCH €T, JOKYMEHTOB SIBIISIIOTCS 0CO00
LICHHBIMM, OTJIEJIbHASI ONUCh 0CO0O0 IIEHHBIX JAEJ, JOKYMEHTOB HE COCTABIISAETCS, a KOIUPYETCs
UMEIOILAsACS ONKUCh. B TakoM cilydae K Hell COCTaBIIIETCSI HOMEPHUK.

CBezieHHs 0 KOMMPOBAaHUM 0CO00 LIEHHBIX JIeJ1, JOKYMEHTOB B IIEJISIX CO3AAHUS CTPAXOBOTO
(oHIa BHOCATCS B COOTBETCTBYIOIINE OMUCH 0COOO IEHHBIX JEJl, TOKYMEHTOB WJIM HOMEPHUKH
110 Mepe MPOBEJIEHHS UX CTPAXOBOI0 KOIUPOBAHMSL.

B wuTOoromoif 3ammcu ykaspIBaeTcss o0OmIee KOJIMYECTBO OCO0O IIEHHBIX EIWHUII
XpaHEHMs/€IUHUL] YU€eTa, BKJIIOUCHHBIX B ONMCh WM HOMEpHUK. [lo 3aBepiieHn KOMMpPOBaHUS
BCEX €IMHHI] XPAHECHUS/EAUHUI] y4eTa MO JaHHOW ONKMCH WM HOMEPHHKY yKasbiBaercs: "Bce
€/IMHULIbl XPaHEHUS/€AMHULIBl YUeTa CKOITMPOBaHbI, 1aTa, JOJKHOCTh, [TOJIITUCH".

Onucu 0cobo0 IEHHBIX e, JOKYMEHTOB U HOMEPHUKU YUMTHIBAIOTCA B PEECTpe Onuceil
0c000 LIEHHBIX JIeJ1, TOKYMEHTOB.

[Ipy oOTHECeHWM apXWBHBIX JOKYMEHTOB K 0C000 IIEHHBIM B OmucsiXx B rpade
"Ilpumedanus" HaOpPOTHB 3arojIOBKOB COOTBETCTBYIOIIMX €IMHUL] XPaHEHUs/€IUHUI] YydeTa
npocTasisitores: ormetku "OL".

B nmpyrux yderHelx gokyMeHTax ormerka "OIl" mpocraBisiercs K HOMEPY apXHUBHOIO
¢doHIa, HOMEPY OMHKCH eI, TOKYMEHTOB; JIaHHasi OTMETKA SIBIISICTCS CIIY’)KEOHOH M HE BXOAMT B
apXUBHBII UQP €AUHUL] XPAaHEHUSI/€IUHULL yUeTa.

VYdeT CEeKpETHBIX U PACCEKPEUYCHHBIX APXUBHBIX IOKYMEHTOB.
OdopmieHre pacCeKPEUCHHBIX ACIT

3.7.6. Y4er ceKpeTHBIX apXUBHBIX JOKYMEHTOB BEJETCS B COOTBETCTBUU C HOPMATHBHBIMU
MPAaBOBBIMU JIOKYMEHTaMH. B y4eTHBIX [IOKyMEHTaXx M apXHUBHBIX IHU(pax eauHUIl
XpaHEHHS/€TUHALl y4eTa CEKPETHbIE apXWBHBIC (DOHMBI, OMHCH [el, JOKYMEHTOB, €IMHUIIBI
XpaHEHUs/eTUHUIIBI yueTa 0003HauatoT HHAeKcoM "¢ (cekpeTHo), "cc" (COBEPILIEHHO CEKPETHO),
"oB" (0c00OM BaKHOCTH).

3.7.7. VI3MeHeHus: B y4eTHbIE JOKYMEHTBI MO PE3ylbTaTaM pPAacCeKpEeUHBAHUS apXUBHBIX
JIOKYMEHTOB BHOCATCS Ha OCHOBAaHMM aKTa O PAacCEKPEUYMBAHMM JOKYMEHTOB (mpuioxeHue N
12).

ApxuBHbIE (OHJIBI, OMUCH JAEJ, JOKYMEHTOB WM CIWHHUIIBI XPAHCHUS/CIUHUIIHI yUeTa,
BKJTIOYAIOIIME Hapsly ¢ CEKPETHBIMU HECEKPETHbIE (PacCceKpeueHHbIE) TOKYMEHTHI, B YYETHBIX
JIOKYMEHTaX W apXUBHBIX MU(pax €IUHUIl XpaHEHUS/CIUHUI] yuyeTa 0003HAYaI0TCs UHIEKCOM
"cq" (CEeKpEeTHO YACTHUYHO).

[Ipu paccekpeunBaHUM BCEX EIUHHII XPAHEHHsI/CIUHUI] y9eTa MO0 CEKPETHON OIHCH e,
JIOKYMEHTOB JaHHAsi OMHCh TAKXKE PACCEKPEUMBAETCS, MepelaeTcsi Ha OTKPBITOE XpaHEHHE U
YUUTBIBAeTCs B JUCTE (OHJA 3a TEM K€ HOMEPOM, HO 0e3 mHaekca "c", KOTOpbIi 3auepKrBaeTCs
Ha OOJIO)KKE M Ha THUTYJIBHOM JIUCTE JaHHOW omucu. B mpaBoM BepxXxHEM YIriIy OOJOXKKH M
TUTYJIBHOTO JINCTA OIMCH JIeJT, JOKYMEHTOB IPOCTaBIsAETCs mTamn "'PaccekpedeHo".

[Ipu paccexkpedyrBaHUM YACTH €T U APXUBHBIX JOKYMEHTOB IO CEKPETHOM OIWCH e,
JIOKYMEHTOB Ha pacCeKpeueHHbBIE Jieja U apXUBHbIE JOKYMEHThI COCTABIISIETCS] OTJENIbHASI ONKChH
Jiell, TOKYMEHTOB, HOMEpa €IMHUI] XpaHEHUS/€JMHUL y4eTa B KOTOPOH OCTalOTCs MPEKHUMH.
J11st BaJloBO# HyMepaIuy TaKuX IUHHIl XpaHSHHs/SIMHHL] yIeTa UCTIoNb3yeTcs rpada 2 onwcu
nen, AoKymMeHToB. HoBas ommch e, JOKYMEHTOB BMECTE€ C PAaCCEKPEYCHHBIMU JIeIaMU U
aApXUBHBIMH JIOKYMEHTAMH TIepeIaeTCsl Ha OTKPBHITOE XPaHEHUE, YIUTHIBACTCS B JIHCTE (POHIOB 32
TEM K€ HOMEpPOM, UTO U CeKpeTHas, Ho 0e3 nHaekca "c".

[Ipu paccexkpeunBaHUM OOJBIIIEH YaCTH €T M APXUBHBIX JOKYMEHTOB IO CEKPETHON OMHUCH
JIeNI, TOKYMEHTOB C JAHHOW OMHCH CHUMAETCSl KOIUsS, MPH KOIMHMPOBAHHH 3arOJIOBKH €IUHUIL



XPaHEHUs/€IUHUI] Y4eTa, OCTABJICHHBIX Ha CEKPETHOM XPAaHEHWH, 3aKpbIBaroTcs. Komus omucu
Ha DPAaCCEKpEUYCeHHbIE Jejla U apXUBHbIE JTOKYMEHTHI IEpeqaeTcsi Ha OTKpPhITOEe XpaHeHue. B
AK3EMILISIPE OMMUCH JI€N, JOKYMEHTOB, OCTaBIIEICS Ha CEKPETHOM XPAaHEHUH, COXPAHSETCS HX
Hymepanus. B nucre ¢hoHma Takas OnuCh YUYUTHIBACTCS ABAXKIbI: SK3EMIUISAP ONMHUCH, OCTABIIUICS
Ha CEKPETHOM XPAaHEHUH, - C COOTBETCTBYIOLIEH WMHJIECKCALMEN CEKPETHOCTH, CKOIHMPOBAHHBIN
9K3EMILISP, MIEPeIaHHbIi Ha OTKPBITOE XpaHEHUE, - 0e3 uHaekca "c".

[Ipu paccekpeurBaHUU OTIENBHBIX €IMHULl XPaHEHHS/CTUHHI] YUeTa M0 CeKPETHOW ONMUCH
JeJl, JOKYMEHTOB OHM BKJIIOYAIOTCS B OMNHUCh M€, JOKYMEHTOB OTKPBITOIO XpaHEHUs
COOTBETCTBYIOIIIETO apXMBHOTO (OHAA 3a JIMTEPHBIMM HOMEpPaMH WJIM B  BaJOBOU
MOCIIEI0BATEIHLHOCTH.

B onmcax gen, MOKYMEHTOB, OCTAalOIIMXCS Ha CEKPETHOM XpaHeHHWH, B Tpade
"[Ipumeyanus’" MNPOTHUB 3arojIOBKOB PACCEKPEUYCHHBIX CIWHUIl XPAHCHUS/CAWHMI] ydeTa
npocrasisiercs mraMmin  'Paccekpeueno". B cimyuyae, Korja pacCeKpedeHHbBIE  EOMHUIIbI
XPaHEHUs/€TUHUIIBl y4eTa BKJIIOYEHbI B OMUCH Jell, JOKYMEHTOB OTKPBITOTO XpaHEeHHs (3a
JUTEPHBIMM HOMEpaMHU WJIM B BaJIOBOW IOCJIEN0BATEIbHOCTH), B CEKPETHON omucH B rpade
"IIpumeuanus" yka3zplBaeTcsa UX HOBBIM HOMED.

[locne paccexkpeunBaHMs K OIUCAM JI€J, JOKYMEHTOB OTKPBITOIO M CEKPETHOTO XPaHEHUS
COCTaBIISIIOTCS HOBBIE HUTOTOBBIE 3alucu 00 oObeMax (PaKTHUYECKHM YYTCHHBIX B HHUX EIUHUIL
XpaHEHUS/CIMHHUL] yIeTa.

[Ipn paccekpeyMBaHUU OIHOTO WJIM HECKOJIBKMX AapXUBHBIX JIOKYMEHTOB B COCTaBE
CEKPETHOrO JieJla OHO OCTAaeTCs Ha CeKpeTHOM XpaHeHuu. K apxuBHOMy mmdpy Ha 00JI0kKKe
nena k uHaekcy "c" mobaensercs OykBa "du". Homepa NHMCTOB pacceKpeueHHBIX apXUBHBIX
JOKYMEHTOB mepeuucisitorcs B rpade "[Ipumeuanus" HanmpoTUB 3arojioBKa YacTHYHO
paccekpeueHHoro jena, a TakKe BO BHYTpPEeHHeW omucu jnena. llpu orcyrcTBuum B jene
BHYTPEHHE! ONUCH CBEJEHUS O PACCEKPEUEHHBIX ApXMBHBIX JOKYMEHTaX OTpPa)KaroTCs B JIUCTeE-
3aBEpUTEIIE C YKa3aHUEM HOMEPOB COOTBETCTBYIOIINX JINCTOB.

B mnpaBom BepxHeM yrily OOJOXKH pAacCEKpeueHHOro Jeja IpPOCTaBISIETCS ILITaMII
"Paccexpeueno”. Muaexc "c¢", "cc" wim "oB" B HOMepe [ena 3auepKuBaeTCsl.

Yuyer APXUBHBIX JOKYMCHTOB JIMYHOT'O TPOUCXOXKIACHUS

3.7.8.  Yuer TNOCTYIUICHHH apXWBHBIX JOKYMEHTOB JIMYHOIO IPOMCXOXKJEHUS,
nepeaaBaeMbIX COOCTBEHHUKOM B (efepalibHyl0 COOCTBEHHOCTh, B COOCTBEHHOCTh CYOBEKTa
Poccuiickoii depepanuu WM MyHMLIMIAIBHYIO COOCTBEHHOCTh, BEIETCSI HA OCHOBAHUH aKTa
IpUeMa Ha XpaHEHUEe JOKYMEHTOB JIMYHOro mpoucxoxaeHus (mpuioxenue N 10). K akty
IIPWJIATalOTCsl CIAaTOYHAs ONHUCh APXUBHBIX JOKYMEHTOB M PELIEHUE DKCIIEPTHO-IIPOBEPOYHOU
KOMHUCCHUHM apXWBa WM OSKCHEPTHO-NPOBEPOYHON KOMHUCCHUHU YIOJHOMOYEHHOI'O OpraHa
UCTIOJIHUTENIbHON BiacTu cyObekTa Poccuiickoit @enepanuu B chepe apxuBHOro jaena (naiee -
OIIK) o npueme 3TUX TOKYMEHTOB B apXUB.

VY4er apXMBHBIX JOKYMEHTOB JIMYHOI'O IIPOMCXOXAECHHS, HAXOASIIMXCS B YacTHOU
COOCTBEHHOCTH, NEpEJaHHBIX 110 JOrOBOPY Ha XpaHEHHWE B AapXuB, OCYIIECTBISIETCS B
YCTaHOBIIEHHOM Topsiike (cm. 1. 3.7.11).

W3MeHeHns KoMM4ecTBa M COCTaBa apXMBHBIX JIOKYMEHTOB JMYHOIO IMPOUCXOXACHUS B
pe3yJbTaTe UX ONMCAHUS JTOKYMEHTHUPYIOTCS aKTOM OIHMCaHUs JIOKyMEHTOB, Ha OCHOBAaHUU
KOTOpPOTO BHOCSTCS M3MEHEHHs B YYeTHble JOKYMEHThl. Ha NOKyMEeHTBI, He MojaJexalue
XpaHEHHI0O B apXuBE, COCTaBJsETCS AaKT BO3BpaTa JOKYMEHTOB COOCTBEHHUKY B JBYX
HK3EMILISpax, OJUH U3 KOTOPBIX BMECTE C JOKYMEHTaMHU MePEeIaeTcsi COOCTBEHHUKY.

He nomyckaercs XpaHeHHME B apXHMBE HEYYTEHHBIX AapXUBHBIX JOKYMEHTOB JIMYHOIO
IIPOUCXOXKICHUS.

VY4eT JOKYMEHTOB I10 JINYHOMY COCTaBY



3.7.9. Yuer N0OKyMEHTOB 110 JUYHOMY COCTaBY, 32 UCKIIOYEHUEM IPHUHATHIX 11O JOTOBOPY
Ha XpaHEHHWE B apXWUB JOKYMEHTOB IO JIMYHOMY cocTaBy (cM. 1. 3.7.11), ocymecTBisercs Ha
OOLIMX OCHOBAHHUSX.

VY4yer KoInMYecTBa XpPaHAIMIUXCS B apXUBE JOKYMEHTOB IO JIMYHOMY COCTaBY MPOBOJIUTCS
Ha OCHOBE MX MOJICYETa IO JIUCTaM (H)OHIIOB M OMHUCAM JIeJ M0 JJUYHOMY COCTaBy € (uKcaruen
pe3yNbTaTOB MO KaXKIOMYy (OHIY M CyMMapHO IO apXHBy B KHHUI€ yueTa JOKYMEHTOB IO
JUYHOMY COCTaBY (IIPOU3BOJILHON (hOPMBI).

[To pe3ynbpTaTam NpoBenEeHUS SKCIEPTU3bI IICHHOCTH JOKYMEHTOB 110 JTUYHOMY COCTaBY I10
UCTEUYEHUU 75-JIETHErO CPOKA UX XPAHEHUSI B yUETHBIE JIOKYMEHTHI BHOCSITCSI COOTBETCTBYIOILINE
M3MEHEHUSI.

Vuer J€J1, UMCHOINUX B O(I)OpMJ'IeHI/II/I AparoucHHbBIC METAJLJIbl U KAMHHA

(m. 3.7.10 He pacmpocTpaHseTCs Ha TOCYJAapCTBCHHbIE W MYHHIHUIAIbHBIE My3ed H
OMOTMOTEKH )

3.7.10. ApxuB, XpaHAIIMH Jeia, UMEIoNMe B OGOPMICHUH WM B MPUIOKEHUU K HUM
JparoleHHble METaUIbl M KaMHH, B COOTBETCTBHM C 3aKOHOJATEIbCTBOM Poccuiickoi
Oenepallil  PETUCTPUPYETCS B COOTBETCTBYIOIIEW HMHCIEKIMM TPOOMPHOTO  HaA30pa
Munuctepcra ¢punancos Poccuiickoit denepanun.

VY4er yka3aHHBIX JI€J OCYIIECTBISET MaTepUajbHO-OTBETCTBEHHOE JHIIO, C KOTOPBIM
PYKOBOJIUTEINb apXHBa 3aKJIOYAET JOTOBOP O MaTepHAIbHOW OTBETCTBEHHOCTH 33 COXPAHHOCTH
U y4eT Jied, UMEeoIuX B OGOpMICHUN WU B MPUIIOKEHUM K HUM JIParolieHHbIE METaJUIbl U
KaMHH.

VYkazaHHble [lena TepefaroTcs MaTepualbHO-OTBETCTBEHHOMY JIMIy Ha ceiidoBoe
XpaHEHHe, 0 YeM JIeJlaeTCa COOTBETCTBYMOIIas oTMeTka ("ceiidoBoe xpaHeHue") B ONMHUCH L,
JIOKYMEHTOB, M BKJIIOYAIOTCS B CIELHAIbHYI0O MHBEHTAapHYIO KHUTY ydeTa Jell, UMEIOIIUX B
oopMIICHHH WM B TIPHIIOKEHUH K HUM JIParolleHHbIE METaJUTBl U KaMHU. JlaHHas MHBEHTapHAS
KHUTa COCTaBlsieTcss W Benaerca B 3 sk3emiuisipax. IlepBelif sk3eMIuIip XpaHUTCA B
MIOJIpa3/IeIEHUH, OCYIIECTBIISIFOIIEM IICHTPATM30BAHHBIA (B paMKax apXwBa) y4eT JTOKyMEHTOB,
BTOPOH - y MaTepUaJIbHO OTBETCTBEHHOT'O JIUIIA, TPETHI - B OyXTraiTepuu apxuBa.

Jlena BHOCSATCSI B MHBEHTAPHYIO KHUTY TIO TOPSIKY HOMEPOB apXUBHBIX (DOHIIOB M OIIHCEH
Jiell, TOKYMEHTOB, @ BHYTPH KaXKJI0M OMMCH JIeJl, JOKYMEHTOB - 10 MOpPsIKY HoMepoB aen. Ha
OupKe, MPUKPEIIAIEMON K 00JI0KKEe KaXA0ro Jena (IpeaMeTa), yKa3blBaeTcsi HOMEp, 3a KOTOPhIM
OHO YYTEHO B MHBeHTapHOW kHure. Homep mpocraBnsercs uyepes IpoOb ¢ apXUBHBIM MIH(poM
(nanpumep, uHB. N 1/TAP®, ¢. 572, on. 1, 1. 17).

K uHBEeHTapHOI KHHUI'e COCTaBIIETCS UTOTOBAas 3alUCh, B KOTOPOIl LU(ppaMu U IPOMHCHIO
YKa3bIBAIOTCSL KOJIIMYECTBO JeN (TIPEMETOB), BHECEHHBIX B KHHUTY, JIaTa COCTABIICHHUS WTOTOBOM
3aI1cH, JOIDKHOCTD M (paMuiys MaTepralIbHO OTBETCTBEHHOTO JIMIIA.

JIucTel WHBEHTAapHOW KHUTHM [0 Hayala €€ 3aloJIHeHHs] TPOHYMEpPOBBIBAIOTCS,
IPOIIHYPOBBIBAIOTCS M CKPEIUIAIOTCS Mevarbio apxuBa. Ha obopoTe mocieaHero gucra KHUTH
JIeNTaeTCs 3aIHUCh O KOJMYECTBE JINCTOB B KHUTE, KOTOPasi 3aBEPSIETCS MOIIMTUCSIMHA PYKOBOIUTEIS
apxuBa, TJIABHOT'O XpaHUTENs (POHJIOB U CKPEIUISIETCS MeYaThio apXuBa.

ExerogHo crenuanbHOM KOMHCCHEHN, CO3JaBA€MOM MPHKA30M PYKOBOJMTENS ApXHBa,
NPOBOJIUTCS WHBEHTApH3alMs Jel, UMEIIUX B O(GOpPMICHHH WM B TNPHIOKEHHUM K HHUM
NparolieHHble METAUTbl M KaMHH. VIHBEHTapu3amusl TPOBOJUTCS TaKXKe B CIIy4ae CMEHBI
MaTepHaIbHO OTBETCTBEHHOTO JIMIA, PYKOBOJHUTENS apXuBa, TJIABHOI'O XpaHUTENs (OHIOB.
PesynbpTaThl nHBEeHTapHU3aIi 0QOPMIISIOTCST aKTOM, COCTABIISIEMBIM B TPEX AK3EMIUIIpax, OJWH
U3 KOTOPBIX HANpaBisieTCs B COOTBETCTBYIOIIMHM YMOJHOMOYEHHBIH OpraH HCIOJHUTEIbHON
BJIACTU B c(hepe apXUBHOTO Jela.

VY4er apXUBHBIX JOKYMEHTOB, HAXOJAINXCS B YACTHON
COOCTBEHHOCTH, MPUHATHIX 110 JIOTOBOPY HAa XpaHEHHE B apXHB



3.7.11. Yuer noxymeHToB ApxuBHOrO (poHma Poccuiickoit denepanuu, TPUHITHIX 10
JIOTOBOpPY Ha XpaHEHUE B AapXUB HAa OCHOBAHMM aKTa IpUeMa-lepeaayd JOKYMEHTOB Ha
xpaHeHue (npuioxeHue N 9), ocylIecTBIsETCS B OCHOBHBIX YUYETHBIX JOKYMEHTaX apxuBa ¢
COOJIIOJICHHEM CIICAYIOIIMX OCOOCHHOCTEH:

B KHMUIE y4eTa IOCTYIUIEHHH JOKyMEHTOB (mpuiiokeHue N 5) ykas3biBaeTcs cOOCTBEHHMK
WM Bajesen JoKyMeHToB (Tpada 3), Homep W Jara akrta npuema-niepenauu (rpada 4), mara
MOJAIUCAHUS JOrOBOPa O Nepefaye U CPOK NEHUCTBUSA AOIOBOPA;

IpU BKJIIOUYEHUH apXMBHOTO (OHJA B CIUCOK (OHIOB (mpuiiokeHue N 6) K ero HoMepy
nobapisiercs: uHaeke "J[" ("moroBop'"), KOTOPBIM COXpaHSETCS 3a HUM BO BCEX YYETHBIX
JOKYMEHTaxX M apXHMBHBIX IMIU(pax eIWHHIl XpaHEHUs, equHull ydera; B rpade "llpumeuanus"
crucka (OHJIOB TaKXKe YKa3bIBAIOTCS COOCTBEHHUMK WIIM BIaJieliel] apXUBHBIX JOKYMEHTOB, AaTa
MOJIUCAHUS U CPOK JIEHCTBUS AOIOBOPA.

KonnyectBo apxuBHBIX (OHIOB, MPHHATHIX 10 JOrOBOPY HAa XpaHEHHWE B apXWHB,
YKa3bIBAETCS OTIEIBHOW CTPOKOH B HTOTOBBIX 3alMCAX B CHUCKE (OHIOB, KHHTE Yydera
IOCTYIUIEHU! JOKYMEHTOB.

OK3eMIULSIp JI0TOBOpA, 3aKIIOYEHHBI € COOCTBEHHMKOM WJIM BIIAJIENIBLIEM apXUBHBIX
JIOKYMEHTOB, BKJIIOUaeTcs B 1710 (poHJa.

[Tpu BBIOBITHY apXUBHBIX JOKYMEHTOB apXHUBHOTO ()OHJA B CBSI3U C MCTEYEHHUEM CPOKa €To
XpaHEHUs B COOTBETCTBMM C JIOTOBOPOM €ro HOMEp HE MOXKET OBbITh NPUCBOEH JPYromy
apXUBHOMY (OHTTY.

[IpuHsATHIE IO JOrOBOPY HAa XpaHEHUE B apXUB JOKYMEHTbI ApxuBHOTO Gonaa Poccuiickoii
®denepanu, HAXOIUBIIMECS B YACTHONH COOCTBEHHOCTH M Ha 3aKOHHOM OCHOBAaHUU IEpELIeAIINe
B (enepaibHyl0 COOCTBEHHOCTb, COOCTBEHHOCTh cyObekTa Poccuiickoit ®exnepauuu wim
MYHULIMNIAJIbHYIO COOCTBEHHOCTh, YUYUTHIBAIOTCS B OCHOBHBIX YUETHBIX JOKYMEHTaX HapaBHE C
OCTaJIbHBIMU JIOKYMEHTaMM apxuBa. B ydeTHBIX JOKYMEHTaX W apXMBHBIX MIU(pax eIUHUI
XpaHeHus1, euHUL yyeta uHaekc "JI" 3auepkuBaercs, B rpady "llpumeuanus” cnucka GoHA0B
BHOCSITCSI COOTBETCTBYIOILIUE CBEICHUS.

ApXUBHBIE JOKYMEHTBI, HE BKJIFOUEHHBIE B YCTAHOBJIEHHOM IOpPSIKE B COCTaB APXHUBHOTO
donna Poccuiickoit dexepannu, B TOM YUCIE JOKYMEHTHI 110 JINYHOMY COCTaBY, MPUHSATHIE 110
JIOTOBOPY Ha XpaHEHHE B apXUB, YUUTHIBAIOTCA OTIEIBHO OT JOKYMEHTOB ApXHBHOro (hoHaa
Poccuiickoit ®eneparuu. [l ux ydera BeOyTCs OTHAENbHbIE CHMCOK (DOHJOB, KHUTA y4yeTa
MOCTYIUIEHUH JOKYMEHTOB, a TaKXKe JTUCTHI (POHJIOB U IPYrUe YUETHBIE TOKYMEHTHI.

Yyer ko APXUBHBIX JOKYMCHTOB Ha IIpaBax MOAJIMHHUKOB

3.7.12. KonusMu apXyMBHBIX TOKYMEHTOB Ha MpPaBax MOJIMHHUKOB SIBJISIFOTCS] BKJIIOUEHHbIE
B YCTaHOBJICHHOM MoOpsiKe B cocTaB ApxuBHoro gounaa Poccuiickoit @eneparuu:

MUKPOQWIbMBI ~ apXMBHBIX  JOKYMEHTOB,  H3TOTOBJIEHHbIE U  OGOpPMIICHHbIE
¢doHg000pa3oBaTeeM B COOTBETCTBHHU C CYIIECTBYIOIIUMHI HOPMaTHBAMU;

KOIUU apXUBHBIX JIOKYMEHTOB, IMOJUIMHHUKH KOTOPBIX YyTpau€Hbl WM HaxoIATCS B
COOCTBEHHOCTH HOPUAMYECKHX WM (U3NYECKUX JIMI, B CHJIy YEro He MOTYT HOCTYIUTh Ha
ITOCTOSIHHOE XPAaHEHHUE B apXUB;

KOIIMU apXUBHBIX IOKyMEHTOB, nepeMenieHHbIx B CCCP B pe3ynbrare Bropoii muposoit
BOMHBI M HaxomdIIuXxcsi Ha Ttepputopun Poccuiickorn ®Penepannu, NOMIMHHUKA KOTOPBIX
BO3BpAILIEHbI B CTPaHbl UX IPOUCXOKIACHHUSI.

Konuu apxuBHBIX [JOKyMEHTOB Ha TMpaBax IOJIMHHUKOB, TEpeJaHHbIE B apXHB
¢donno00pa3oBareneM, Y4YUTHIBAIOTCS B cocTaBe €ro (oHaa Mo OTAENbHOW OmUCH Jiel,
nokymeHTOB. [Ipu aTom B rpade nannoit onucu "KonnuecTBo mmucTtoB" uepes n1podh yKa3bIBaeTCs
TaKKe KOJIMYECTBO KaIPOB, OTCHATHIX C OAHOIO Jea.

Konum apxXuBHBIX [OOKYMEHTOB Ha IIpPaBax IOJJIMHHHMKOB, OTCHATBIE C IOMJIMHHBIX
JOKYMEHTOB, KOTOpBIC YyTpauyeHbl WM HAXOIATCd B COOCTBEHHOCTH IOPHIMYECKUX WIH



GU3MYECKUX JIHIl, a TaKXe KOMUU TMEePEMEIIEHHBIX TOKYMEHTOB, MOMIUHHUKUA KOTOPBIX
BO3BpAIICHbI B CTPaHbl UX MPOUCXOKICHUS, GOPMUPYIOTCS B apXUBHBIE KOJJIEKIIUN. APXUBHbBIE
KOJUICKIIMH YYUTBIBAIOTCS B criicke GpoHIoB (mpuioskeHre N 6) B yCTaHOBJICHHOM MOPSIJIKE.

Komnuu apxuBHBIX JOKYMEHTOB Ha MpaBax MOJIMHHUKOB, U3rOTOBJICHHBIE MAITUHOMCHBIM
WIH DJICKTPOrpaduuecKuM CrocoOOM ¢ apXHUBHBIX JTOKYMEHTOB Ha OyMa)KHOH OCHOBE, a TaKXkKe
KONUU ayJUOBHU3YaJbHBIX JOKYMEHTOB (POPMUPYIOTCS B €IMHHUIIBI XpPaHEHUS/CIUHUIIBI y4deTa,
KOTOpPbI€ YUUTHIBAIOTCSA B OMHCSX JEJ], JOKYMEHTOB IO aHAJIOTUU C MOJJIMHHBIMU apXUBHBIMU
JOKYMEHTaMH Ha COOTBETCTBYIOIINX HOCUTENSX.

3a eQuHUIY XpaHEHUsT KONUW AapXUBHBIX JOKYMEHTOB Ha MpaBax MOJIMHHUKOB,
U3TOTOBJICHHBIX B BHJIE MHUKPOKONUI, NIpUHHUMaeTcs (usndyecku 0O0OCOOJIEHHBIN pPYJIOH
MUKPO(PIIbMa MU KOMIUIEKC MUKPO(UII BHE 3aBUCUMOCTH OT KOJMYECTBA OTCHATHIX Ha HEM
Jel W apXMBHBIX JOKyMeHTOB. Kaknmas enuHuIla XpaHEHUs YYHUTHIBA€TCS B OMHUCH eI,
JIOKYMEHTOB IO/ CAMOCTOSATEIbHBIM HOMEPOM. B MTOroBOI 3amucu K OMUCH e, JOKYMEHTOB
Hapsly ¢ KOJUYECTBOM €IUHUI] XPaHEHUS MHUKPOKOMUI YKa3bIBAETCS CYMMAapHOE KOJIHYECTBO
COCTABJISIONINX UX KaJPOB.

VYuer aucToB B z1ene, HOTOOTIEYATKOB
B (hoToanbOb0Me, eAMHUL XPAHEHUS B COCTABE €IMHUIIbI yUeTa
ayJIMOBU3yaJIbHBIX JOKYMEHTOB

3.7.13. KonuyectBo NHMCTOB B Jelie¢ W EIUHMII XPAHEHHUS B COCTAaBE CIMHMIBI ydeTa
ayIMOBHU3YaJIbHBIX JOKYMEHTOB YUUTHIBACTCS HA OCHOBE UX HyMepaluu u GUKCHPYETCS:

JUCTOB B JIeNie - B JIMCTe-3aBepuTene (mpuioxenne N 3) U B COOTBETCTBYIOLICH rpade
OIKCH JIeN, JOKYMEHTOB (TipriokeHus N 7 - 8);

¢doroorneuaTkoB B (poToanbboMe - BO BHYTpeHHeW omucu ¢oroanbboma, a Takke B
COOTBETCTBYIOLIEH rpade onucu GpoToanbo0MoB;

€IMHUIIBI XPAaHEHHUS APYTUX ayJHOBU3YAbHBIX JJOKYMEHTOB - B COOTBETCTBYIOIINX Tpadax
omnucell 3TUX JOKYMEHTOB.

[Tpu yuere eMHUI XpaHEHUS B COCTABE SIMHUIIBI YUeTa ayANOBU3yaIbHBIX JJOKYMEHTOB:

€IMHUIIBl XpaHEHUs TUapUIbBMOB PacIoyiaratloTcs Mo MOPsIIKY HOMEPOB PYJIOHOB;

€IMHUIIBI XPAHEHUS! KHHOJOKYMEHTOB PACIIONIaratoTCsl TI0 DJIEMEHTaM KOMIUIEKTa, BHYTPH
KOTOPOT'0 HyMEpYIOTCs TI0 MOPSIIKY HOMEPOB YacTel;

eNMHUIIBl XpaHeHUs (DOHOTOKYMEHTOB pACIONIATraloTCsi B MOPSAKE MPOU3BOJICTBEHHBIX
HOMEPOB.

Yuyer CTPaxoBOTO (I)OHI[a u (I)OHI[a IMOJIb30BAaHUA

3.7.14. O6beMm ctpaxoBoro ¢oHma u (oHIA MOIB30BaHMUA H3MeEpseTCs B E€AMHUIAX
XpaHEHHS/€TUHATIAX YUeTa, a TAKKe B!

KaJpax - 715l KOMUI apXUBHBIX IOKYMEHTOB Ha OyMa)kHOI OCHOBE M (DOTOJOKYMEHTOB;

MeTpax - Uit KOMU KHHOJIOKYMEHTOB;

BPEMEHU 3BYUYaHHUsI - 17151 KOMUH (OHOJOKYMEHTOB;

B Mera0anTax - JyIsl KOMUH 3JIEKTPOHHBIX IOKYMEHTOB.

[Ipu 5TOM OTIENBHO YYHTBHIBAIOTCS CTPaXOBbIE KOMHMHU YHUKAJIBHBIX TOKYMEHTOB U 0C000
[ICHHBIX JTOKYMEHTOB M KONMWHU (HOHIA TMOJB30BaHUS, OTCHATHIE C APXWBHBIX JOKYMEHTOB Ha
OyMa)kHOW OCHOBE (pa3felbHO Ha PYJIOHHOW IUIGHKE M MHKpPOQHILNAX); KUHOJOKYMEHTOB;
($oTOTIOKYyMEHTOB; (POHOTOKYMEHTOB; BUIEO()OHOTPAMM; AIEKTPOHHBIX IOKYMEHTOB.

VYuder BefeTcs M0 KHUraM ydeTa MOCTYIJICHUH cTpaxoBoro (¢oHaa 1 (GOHIA MOJIb30BAaHUS U
OIHCSIM CTPaxoBOTo (OHAA. YUET MOCTYIUICHHUS M BBIOBITHS CTPAXOBBIX KOIHU OCYIIECTBIISICTCS
Ha OCHOBAaHUU 3aKa30B HAa M3TOTOBJIEHHE CTPAXOBBIX KOMMIA M KOMUM (poHIa MOTB30BaHMUS, AKTOB
npruemMa-repeauyn CTpaxoBbIX KONUH Ha CHENMAIbHOE XpaHEHUe M Jpyrux akroB. K kHuram
ydeTa MOCTYIJICHUN €XKEr0JHO COCTABIISAETCS HTOTOBAs 3aITUCh.



Onucu cTpaxoBoro (¢oHAa COCTAaBIAIOTCS B 3 sk3eMmIuiipax. llepBele HK3eMIUISIPHI
NEepealoTCs BMECTE CO CTPAaxXOBBIMU KOIMHUSMU YHHUKAJIbHBIX JOKYMEHTOB M 0CO0O IEHHBIX
JIOKYMEHTOB B CIIELIMAJIbHBINA apXUB, BTOPBIE U TPEThU OCTAIOTCS B aPXUBE.

[To mMepe komupoBaHMs U MEpeauld CTPAXOBBIX KOMUN YHUKAIBHBIX JOKYMEHTOB U 0C000
[ICHHBIX JJOKYMEHTOB B CIEIIMAJIbHBII apXUB K OIUCSIM CTPaxoBOro (poH/Ia COCTABIAIOTCS HOBBIC
UTOTOBBIC 3aITUCH B YCTAHOBJICHHOM Mopsiake (cM. 1. 3.5.6).

B onmcsx nen, nokymentoB B rpade "llpumedanus" HapoOTHB 3aroj0BKa CKOMUPOBAHHOM
€IMHUIIBI XpaHEHU /€ IMHULIBI yueTa npocTtaBisiercs mrami "CD". Eciu ckonmupoBaHbl Bee aena,
JIOKYMEHTBI, BKJIFOUEHHbIE B ONKCh, WTamn "CO" npocTaBisieTcs TOIbKO Ha TUTYJIBHOM JINCTE U
00JI0KKE OMHCH JIe]1, JOKYMEHTOB.

3.7.14.1. 3a eauHUIly XpaHEHUS/ENWHUIy YydYe€Ta CTPaxoBOro QoHIa YHUKaIbHBIX
JOKYMEHTOB U 0CO0O0 IIEHHBIX JOKYMEHTOB Ha OyMa)kHOH OCHOBE Ha PYJIOHHOW IUJIEHKE
npUHUMAETCS GU3HUECKHA 000COOICHHBIN PYJIOH MUKPO(DUITBMA.

B kuury ydera moctymieHuil crpaxoBoro ¢oHna u ¢GoHIa MONb30BAHHUS HA PYJIOHHOM
IUIEHKE B BaJIOBOM TOPsIIKE (BHE 3aBUCHMOCTH OT (DOHOBOM NMPUHAICKHOCTH JTOKYMEHTOB) Ha
OCHOBaHUU 3aKa3a Ha M3TOTOBIIEHUE CTPAXOBBIX KOMHUI 3aHOCHTCS Kaxaas €IMHUIA XPaHEHUS
ctpaxoBoro (ouma. [To kaure yuera nmocrymieHuit (rpada 1) emuHUaM XpaHEHHS CTPAXOBOTO
¢dboH/1a TPHUCBANBAIOTCS YUETHBIE HOMEPA, KOTOPHIE SIBISIFOTCSI COCTABHOW YaCThIO UX apXHMBHBIX
mmdpoB.

Ha Bce cTpaxoBble KOMHMHM YHUKaJIbHBIX JTOKYMEHTOB U 0CO0O IICHHBIX TOKYMEHTOB BHE
3aBHCUMOCTH OT WX (OHAOBOW NPUHAIICKHOCTH COCTABISACTCS OMKCH CTPaxoBOro (QoHza,
HyMepalus eIMHHI] XPaHEHHUs CTPaxoBOro OHa B KOTOPOM COOTBETCTBYET YYETHBIM HOMEpaM,
IPUCBOEHHBIM UM 10 KHUI'E y4YeTa MOCTYIUICHUH.

ApXUBHBIM MIHU(PPOM €IUHHULIBI XPAHEHUsI CTPaXxoBOro (oHJIa SBISETCS Ha3BaHUE apXUBa,
HOMEp OIMMCH CTpaxoBoro (oHma, HOMEp y4yeTa EIUHHIBI XPAaHEHHs CTPaxoBoro (oHIA C
nobasneHnem unaekca "CoO".

3.7.14.2. 3a eguHuIly yd4era CTpaxoBOro (oHJa JOKYMEHTOB Ha OyMa)XHOM OCHOBE Ha
MUKpO(UIIAX MPUHUMAECTCS OAHA WMIU HECKOIBbKO MHUKPOQHIN, OTCHATHIX C OJHOTO Jeja U
MOMEILEHHBIX B OJJUH KOHBEPT, 3a €IMHUILY XPaHEHUS - MUKpoduIa.

[To xHUTE yyeTa moCTyIIIeHUH cTpaxoBoro ¢poHaa U (poHaa MOTB30BaHUS HA MUKPOQUIIAX
KaKJOMYy IOCTYIUIEHHIO IpHCBaMBaeTcs MOPsAIKOBbIM Homep. KomnuecTBeHHBIE MOKa3aTesln
BHOCSITCSI C y4eToM (POHIOBOW MPUHAMJICKHOCTH OTCHATHIX KOMUU MO KAKIOMY apXUBHOMY
¢boHly U OHCH eI, JOKYMEHTOB OTAEIBHO.

Onwucu crpaxoBoro (oHIa Ha MHUKPOQUINAX COCTABISIOTCS PAa3/ielNbHO Ha CTPaxoBbIE
KOIIUU KaX/10I0 apXUBHOTO (POHJA, OAHY WJIM HECKOJIBKO €r0 ONHCEH.

VYdeTHBIM HOMEpPOM €IMHHUIBI y4yeTa cTpaxoBoro ¢oHIa M (OHOA IOJIb30BAHMS
JIOKyMEHTOB Ha OyMa)XHOW OCHOBE, M3TOTOBJIEHHOTO Ha MHKpO(UIIax, SBISIETCA Y4YETHBIN
HOMEpP OTCHATOrO JIeJla, apXMBHBIM IITHU(PPOM - COOTBETCTBEHHO, apXHMBHBIM IIHU(P OTCHATOTO
nena c¢ pobaBineHueM uHuekca "CO" - mus crpaxoBoro ¢ouma u "II" ("Tlosutms"), "I"
("duazoxomnus") - anst GoHIA TTOTB30BaHUS.

3.7.14.3. Eaunauibl XpaHeHUs/€qUHUIIBI yueTa cTpaxoBoro (Gonaa u (HoHaa Moab30BaHUS
ayIMOBU3YAIbHBIX  JIOKYMEHTOB  WJSHTHYHBI  €IWHUIIAM  XPAaHCHUsS/€IWHUIIAM  yueTa
ayJIMOBU3YalIbHBIX JOKYMEHTOB.

CtpaxoBble KOMUU KMHO- U (DOTOJOKYMEHTOB YUMTHIBAIOTCS HE3aBUCUMO OT BHJIA KMHO- U
(GOTOIOKYMEHTOB B KHHUIAaX ydera IOCTYIUIEHMM W omucsx crpaxoBoro ¢ouaa u donaa
M10JIb30BAHUS.

CrpaxoBble KONUU (POHOJAOKYMEHTOB HAa MAarHUTHOW JIEHTE U I'PaMOPUTHMHAJIOB H3-3a UX
000CO0JIEHHOTO XPaHEHHsI YUUTHIBAIOTCS B Pa3HBIX KHUraX ydeTa MOCTYIUICHUH U OTHCSX.

B uTOroBBIX 3ammcsx KHHAT ydeTa MOCTYIUIGHWM W ONMHUCe cTtpaxoBoro ¢oHaa u ¢GoHma
NOJb30BaHUS KUHO(OTOZOKYMEHTOB M  (DOHOZOKYMEHTOB Ha METAUNTMYECKUX JUCKaX
JOTIOJTHUTEIPHO MOXET YKa3bIBaThCsl KOJIMYECTBO €AMHMIl XPAHEHHS COOTBETCTBEHHO
MIPOMEKYTOUHBIX TO3UTUBOB M KOHTPATHUIIOB; MMO3UTUBOB M AYyOIJIb-HEraTHBOB; He4eTHHIX (1) u



yeTHbIX (II) rpamopurunanos.

B uTOroBpIx 3amucsX K OMNHCSIM CTPaxoOBBIX KOMHH KHUHOGOTO(HOHOIOKYMEHTOB
YKa3bIBAETCS TAK)KE UX 00bEM B METPAX, KaJ[pax, yacax 3ByJaHMUS.

Homep enununel yyera ctpaxoBoro ¢onga KMHO(GOTO(POHOIOKYMEHTOB MEPEHOCUTCS B
OMKCh U3 KHUTU y4yeTa MOCTYIJICHUH. APXUBHBIM MH(DPOM SIUHUIIBI yUeTa CTPaxoBOro GoHa
KMHO(GOTO()OHOJOKYMEHTa SIBIISIETCS Ha3BaHHWE apXuBa, HOMEP E€AMHUIIBI ydeTa CTPaxoBOTO
donna c nobasnenuem uHaekca "CD".

3.7.14.4. Yyer xonuili apXUBHBIX JTOKYMEHTOB, CO3JJaHHBIX B MPOIIECCE UX MCIOJIb30BaHUSA
Y BKJIIOYCHHBIX B (DOH]I IMOJTH30BAHMS, BEJCTCS B apXUBE B OT/ACIHHONW KHUTE ydeTa KOMUU ITUX
JIOKYMEHTOB.

VYyeT My3elHbIX IPEAMETOB M OMOIMOTEUHBIX (POHIOB

3.7.15. Yuer My3elHBIX IPEIMETOB, SBIAIOLIMXCA BIOKEHUEM B JI€J0, BEIETCA B
YCTaHOBJICHHOM Mopsike (cm. 1. 3.7.13).

Myz3elinbple npeaMeThl, HE SIBIIAIOLIMECS BIOXKEHUSMHU B JI€J10, IPUHATHIE HA XpaHEHUE B
COCTaBe apXMBHOTO ()OH[A, YIUTHIBAIOTCS B COCTAaBE ATOTO (HOHMA KaK eNuHUIBI XpaHeHus. [lpu
3HAYUTEIBHOM KOJHMUYECTBE TAaKUX EIUHMIl XpAaHEHHsS HAa HHMX COCTABISETCS OT/ENbHAas ONUCh
Jiell, TOKYMEHTOB.

Bxmouenne B coctaB MyseitHoro ¢onna Poccuiickoit @exepanu U ydeT JaHHBIX
MY3€WHBIX TIPEJIMETOB OCYIIECTBISIOTCS B COOTBETCTBHH C TIOPSIIKOM, YCTaHOBIICHHBIM
CHeLMaTbHO YHOJIHOMOYEHHBIM (peJepalbHbIM OpPraHOM HCHOJHMUTENbHOM BIACTH Ui
Myseitnoro ¢onna Poccuiickoit denepanun.

VYder My3eHHBIX NPEAMETOB, COJEpPKAIMX JPAaroleHHble MeTalslbl U KaMHH, BeleTCs B
YCTaHOBIICHHOM Mopsike (cm. 1. 3.7.10).

3.7.16. Yuer 6uOnuoTeyHOro (CnpaBo4yHO-HH(OPMAIIMOHHOIO) (hOHJIA apXHBa BEIETCS B
COOTBETCTBUHM C TOPSIKOM, YCTAaHOBJICHHBIM CIEIHAIBHO YIIOJIHOMOYEHHBIM (enepaTbHbIM
OpraHOM MCHOJHUTEIBHOM BIacTH A1 OMOINOTEUHBIX (POHIOB.

IV. Oprannsanysi KOMIJIEKTOBaHUS apXuBa JOKyMEHTaMU
apxuBHOro Qonaa Poccuiickoit denepannu u 1pyrumMu
apXHUBHBIMU TOKYMEHTaMU

(B pa3zene Ha TOCYyIapCTBEHHbIE M MYHHIIMNAIbHBIE My3eH U  OUOIHMOTEKH
pacnpoctpanstores mi. 4.3, 4.3.1,4.3.2,4.4.2,4.4.3,4.4.4,4.7)

4.1. CucremaTiueckoe MOMOTHEHNE apXuBa TOKyMeHTaMu ApxuBHoro (ouaa Poccuiickoit
®denepannn (KOMIUIEKTOBAaHUE apXHBa) BKITIOYAET:

oTpesieNieHue HCTOYHUKOB KOMITJIEKTOBAHHS apXHBa,

oTpeielIeHUE COCTaBa ApXUBHBIX JIOKYMEHTOB, TIOUIC)KAIINX TPHEMY B apXUB;

npueM-mepeiady apXUBHBIX JOKYMEHTOB B apXHB.

HcTOYHNKY KOMILIEKTOBAaHUS apxuBa

4.2. T'ocynapCTBEHHbIE OpPraHbl M OpraHbl MECTHOIO CaMOYIpPaBJICHUS BKIIOUAIOTCS B
CIIMCKM HWCTOYHUKOB KOMINICKTOBAHUA TOCYAAPCTBCHHBIX W MYHUIHMIIAJIBHBIX A4pPXWBOB B
00s13aTeNTLHOM MOPSIJIKE.

McTtoynnkaMyu KOMIUIEKTOBAaHUSA apXWBa BBICTYIAIOT TAKXKC OpPraHU3aliid U TI'paXIaHC, B
mpolecce AESITeTbHOCTH KOTOPBIX 00pa3yroTcs NOKyMeHThl ApxuBHOro (onma Poccuiickoit
denepanuu.

HerocynapcTBeHHble OpraHu3aiim, a TakKe rpak/1aHe BKIIOYAIOTCS B CHIUCKH HCTOYHUKOB
KOMIUIEKTOBAHMSI apXHUBa Ha OCHOBAaHUH JI0TOBOPA.

HerocynapcTBeHHbIE OpraHU3alMy, BPEMEHHO XpaHAIIHe JOKYMEHThl ApXHUBHOTO (OHIa
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Poccuiickoit ®eneparuu, oTHOcsmuecs K ¢eaepanbHOW COOCTBEHHOCTH, COOCTBEHHOCTH
cyosekToB Poccuiickoit ®Denepariuiu WM MYHHUIIUTIATBHOM COOCTBEHHOCTH, BKJIIOUAIOTCS B
CIIMUCKU MCTOYHUKOB KOMILUIEKTOBAHHUSI T€X apXWBOB, MCTOUHMKAMU KOMILJIEKTOBAHHS KOTOPBIX
ABIISTUCH MX MPEIIIECTBEHHUKH - TOCYJapCTBEHHbBIC U MYHHUIIUIATbHBIE OpraHU3aIiH.

4.2.1. OTHeceHUEe K MCTOYHHMKAM KOMIUIEKTOBAHHUS apXUBa MPOMU3BOJIUTCS HA OCHOBAaHUH
KPUTEPUEB:

JUISL OpraHU3aLui:

(YHKIIMOHATBHO-LIEJICBOTO HA3HAYEHMsI OpraHuM3aluu (I TPYNIbl  OpraHu3aluu,
BBITIOJHSIONINX aHATOTHYHBIC (DYHKIIUH, HCIIOIB3yeTCsl (hopMa BEIOOPOYHOTO IIPHEMA);

MOJIHOTHI OTpaXkeHUs] MHGOpPMAIMU O ACSITEIbHOCTH OpraHU3allid B apXUBHBIX (OHAAX
JIPYrUX OpraHu3aLui;

JUIS TPaXKaaH:

BKJIAJ] TPaKIaHUHA B PA3BUTHE HAYKH, KYJIbTYPBI U APYTUX 00JIACTEH EATEIHHOCTH;

€ro poJib B KaUeCTBE YYaCTHHUKA, OYCBH/ILIA BBIIAIONINXCS COOBITUH B )KU3HH OOIECTBA;

POJICTBEHHBIC, PYKECKUE, TBOPUECKHUE CBSI3M TpakJIaHMHA, MECTO pabOThI, 3aHUMaeMasi
JOJIKHOCTB;

TUIMMMYHOCTH €r0 apXUBHBIX JOKYMEHTOB JIJISl ATIOXU (JOKYMEHTHI "psAIOBBIX" TpaXKIaH);

COCTaB U COJEpKaHUE COOPAHHBIX MPAXKAAHUHOM apXUBHBIX JTOKYMEHTOB.

CIMCKH HCTOYHUKOB KOMIUICKTOBAHUS apxXrBa

4.2.2. COuCKM HCTOYHUKOB KOMIUIEKTOBAHMSI COCTAaBJISIIOTCS apXWBOM Ha OCHOBAaHUHU
3aKoHONATeNbCTBA 00 apxuBHOM nene B Poccuiickoir ®enepanun, HopMm mm. 4.2 u 4.2.1
Hacrosmux IlpaBui, a Takke peKoMeHAALUUH CHEIHUAIbHO YIOJIHOMOYEHHOro (eaepaabHOro
OpraHa UCIIOJIHUTEIILHOW BIIACTH B cpepe apXMBHOTO Je€ja, MOATOTOBICHHBIX CAMOCTOSTEIHHO
WIA COBMECTHO C IpYruMH (hefepalbHbIMU OpraHaMy HCIIOJHUTEIbHOM BIAcTH, B TOM YHCIE
OCYIIECTBISIOIIMMU JCTIO3UTAPHOE XpaHEHUE JOKyMEHTOB ApxuBHOro ¢(ouaa Poccuiickoit
®denepanuu.

ApXUB BEIET CIHCOK OpraHU3alUil - UCTOYHUKOB KOMIUIEKTOBAHMS 1O YCTAaHOBJIEHHOMN
dopme.

Crnucok rpaxzaaH (coOOCTBEHHHUKOB MJIU BJIa/I€bIEB apXUBHBIX IOKYMEHTOB) - HCTOYHUKOB
KOMILJIEKTOBAHUS BEAETCS MO MPUHATON B apXuBe opMe ¢ 00s3aTeNbHBIM YKa3aHUueM (paMuiInid,
UMEH, OTYECTB, aJ[pECOB MECTa KHUTEJIbCTBA, IOPUAMYECKOTO0 OOOCHOBAaHHSA BO3MOKHOCTHU
NepeJayl X apXUBHBIX TOKYMEHTOB B apXUB.

B apxuBe, mpuHHMAaloleM Ha XpaHEHUE pa3JIUYHbIE BBl APXMBHBIX JTOKYMEHTOB,
COCTaBISIIOTCA M BEAYTCA  CAMOCTOATEIbHBIE CIIMCKM  OpPraHM3alMii - HCTOYHUKOB
KOMIUIEKTOBAHUSI HAYYHO-TEXHUYECKOM JOKYMEHTAIMel, CIMCKU OpraHu3aluil - HCTOYHUKOB
KOMIUIEKTOBAHHUS ay/IMOBU3YaJIbHBIMH IOKYMEHTAMHU.

4.2.2.1. TIpoeKTsl CIUCKOB HCTOYHUKOB KOMIUJIEKTOBAHUS (pe/iepalibHbIX TOCYAapCTBEHHBIX
apXMBOB TIIOCJIE€ PAacCMOTPEHMsI MX Ha JKcrepTHo-mpoBepouHoil komuccuu (DIIK) apxua
npeJcTaBisieTcs Ha corjlacoBanue LlenTpanbHo#l skcniepTHO-TipoBepoyHoi kKomuccuu (LIDIIK)
CHELHaTbHO YIOJIHOMOYEHHOTo (hefepalbHOTO OpraHa MCIOJHHUTEIBHOM BIacTH B cdepe
apXMBHOTO JIeJla; TOCYAApCTBEHHBIX apXWBOB cyObekTa Poccmiickoit ®Denepamuu u
MYHMIIMIIAJIBHBIX apXUBOB - Ha cornacoBanue JIIK ynoiHOMo4YeHHOToO opraHa UCIIOIHUTEIbHON
Biactu cyonekTta Poccuiickoit @enepanuu B chepe apXUBHOTO Jeina; opranuzauuii Poccuiickoit
akajgeMuu Hayk - Ha cornacoanue DIIK Apxusa Poccuiickoii akageMuu Hayk.

Pemenne LIDIIK cnennanbHO yroJIHOMOUYEHHOTO (heiepaabHOr0 OpraHa WCIOJHUTENbHON
BiacTd B chepe apxuBHOro aena, IIIK yrnoiHOMOYEHHOro OpraHa MCIOJHUTEIHHON BIacTH
cyosekta Poccuiickoit ®enepanuu B chepe apxuBHoro nena, DIIK ApxuBa Poccuiickoit
aKaJeMUM HayK O COIJAaCOBAHHWM CIMCKAa HCTOYHUKOB KOMIUIEKTOBAHUS apXWBa SBISETCS
OCHOBAaHUEM Ul €0 YTBEP)KIEHUS PYKOBOICTBOM COOTBETCTBYIOLIETO apXWBa MU OPraHOM
MECTHOI'O CaMOYIpAaBJIEHUs (A7 MYHUIUNAIBHBIX apXUBOB), Mpe3uauyMoMm Poccuiickoit



aKaJeMHUH HayK.

ApXUB BIIpaBE BECTH CIIMCOK BO3MOKHBIX UICTOUHUKOB KOMIIJIEKTOBAHUS.

CripaBkH, DKCIEPTHBIE 3aKIIOYEHHS O BKIOYEHMM OpraHU3alllii M TpakJaH B CIIMCKHU
MCTOYHMKOB KOMILJIEKTOBAHHS APXWBA WJIM UCKIIOUEHUU UX U3 YKA3aHHBIX CIIMCKOB, a TAKXE O
¢dopme mpreMa apXHUBHBIX JJOKYMEHTOB Ha XpaHEHHE U MPEACTABISIOTCA:

(benepanbHBIMU TOCYJApCTBEHHBIMH apxuBaMu - Ha paccmorpenue LIDIIK cnenumanbno
YIIOJIHOMOYEHHOTO (heZiepalbHOrO OpraHa MCIOJHUTENBHOW BIAcTH B cepe apXMBHOTO Jiena
(pemieHre 00 HMCKJIIOYEHHWH OpraHU3alMd M3 CIOUCKAa HCTOYHUKOB KOMIUICKTOBAHUS
(denepaabHOrO TOCYAApCTBEHHOTO apXuWBa B cllyyae ee JMKBUaamuu npuauMaercs ODIIK
denepanbHOro rocy1apcCTBEHHOI'O apXUBa);

rOCy/IapCTBEHHBIMU apXUBaMU CyObeKTOB Poccwuiickoii denepanuvi 1 MyHUITUTIATbHBIMU
apxuBamMu - Ha paccmorpeHue OIIK yrmoaHOMOYEHHOTrO opraHa MCIOJHUTEIBHOM BIIACTH
cyonekTa Poccuiickoit @enepannu B chepe apXUBHOTO JIEIia;

opranuzanusamMu Poccuiickoil akanmemMun Hayk - Ha paccmorpeHue OIIK  ApxwuBa
Poccniickoii akagemMun HayK.

YTouHeHHME M NEepeyTBEPKIACHUE CIUCKOB HMCTOYHHUKOB KOMILJIEKTOBAHUS apXUBOB
npoBoAMTCS 1O Mepe Heobxoaumoctu. OCHOBAaHMEM [UIsl 3TOrO SIBISIOTCSA: CO3/IaHUE,
peopraHuzanus, JUKBUAALMS TOCYJAapCTBEHHOIO OpraHa, OpraHa MECTHOI'O CaMOYIIPaBJICHHS,
OpraHu3aluyi; OTKAa3 HEroCyJapCTBEHHBIX OpraHU3allMd M TPaXKIaH OT COTPYIHHUYECTBA C
apxuBoM (pactopxeHue pgoroBopa); pemenne LIDIIK cnenuanbHo — yNmOTHOMOUYEHHOTO
¢denepanbHOrO OpraHa HUCIHOJIHHUTENBHOW BiacTh B cdepe apxuBHOTO jaena, OIIK
YIIOJTHOMOYEHHOT'O OpraHa UCIOJIHUTENbHOM BiacTu cyobekTa Poccuiickoit denepanuu B cdepe
apxuBHoro naena u OIIK ApxuBa Poccuiickoil akageMuu Hayk O IMepefaye OpraHu3aliu B
CIIUCOK MCTOYHHUKOB KOMIUJICKTOBAHHMsI Ipyroro apxupa. Opranuzainus MoKeT ObITh MCKIIIOUEHa
U3 CIIMCKA UCTOYHUKOB KOMIUIEKTOBAHUS apXMBa, €CIU B IIPOLECCE NEATEIbHOCTH OPraHU3aLUuU
nepecTaan 00pa3oBbIBAaTHCS JOKYMEHThI ApxuBHoro ¢onja Poccuiickoit denepanun.

4.2.3. ApxuB BefeT HaOIIOJATENILHOE JIEI0 Ha KaXKIbl TOCYJAapCTBEHHBIN OpraH, opraH
MECTHOI'O CaMOYIPABJIEHUS M OPraHU3alUI0 - UCTOYHHUK KOMILJIEKTOBAaHHUS apXHBa, B KOTOPOE
BKJIFOYAKOTCSA JOKYMEHTBI, XapaKTEPU3YIOIIUE €ro NMPAaBOBOM CTaTyC W JACSITEIBHOCTh, a TAKKE
paboTy apxuBa M OpraHM3alMI0 JIOKYMEHTOB B Jesonpou3BojcTBe. HabmomarenbHoe neno
MOKET OBbITh 3aBEJCHO M Ha TpakJlaHWHA - MCTOYHUK KOMIUIEKTOBAHHS apXuBa, B KOTOPOE
BKJIFOYAIOTCS CBEIEHUS O COCTABE U COJAEPKAHUU €T0 apXUBHBIX JOKYMEHTOB.

B nensx ydera paboThl ¢ HCTOUHUKaMH KOMILJIEKTOBAHUS apXHUB BIPABE CO3/1aBaTh YYETHO-
CIPaBOYHBIE KAPTOTEKU U 0a3bl TaHHBIX.

HOpHI[OK OKCIICPTU3BI HCHHOCTHU JOKYMCHTOB

4.3. ApxuBHbIE JOKYMEHTHl BKJIOYAlOTCS B cocTaB ApxuBHoro ¢onna Poccuiickoii
®enepaliii Ha OCHOBAaHUH SKCHEPTU3bI IIEHHOCTU JOKYMEHTOB (T.€. M3y4eHHUs JTOKYMEHTOB Ha
OCHOBE KPUTEPHUEB HUX LIEHHOCTU B LIEIAX OIPEAEICHUS CPOKOB XpPaHEHUS NOKYMEHTOB U UX
0TOOpa Ha MOCTOSIHHOE XPAHEHUE).

Bxitouenne JokymMeHTOB B coctaB ApxuBHoro ¢(onma Poccuiickoit ®Deneparuu
OCYLIECTBIISIETC HAa OCHOBE KOMIUIEKCHOTO TPHUMEHEHUS KPUTEPHEB IPOUCXOKICHUS
JIOKYMEHTOB (()yHKIIMOHAJIBHO-1IeNIEBOE€ Ha3HAYCHHE MCTOUYHMKA KOMIUIEKTOBAHHUS C YYETOM €ro
0cO0OH pOJM WM THUIIOBOTO XapaKTepa, BpeMs M MECTO CO3/JaHHsA JOKYMEHTa M T.II.),
COJepKaHUs JOKYMEHTOB (3HAQUUMOCTh HMH(POpPMAIMM, B TOM YHCIE €€ YHUKAIbHOCTb,
TUIIUYHOCTh WJIM TIOBTOPSEMOCTb, BUJI IOKYMEHTA, €ro MOUIMHHOCTb), BHEIIHUX O0COOEHHOCTEN
JOKYMEHTOB ((popma puKkcHpoBaHUS U Tepeadu COAEPIKaHUs, YAOCTOBEPEHUS U OPOPMIICHUS
JIOKYMEHTA).

[Ipu BKIIOYEHHH IOKYMEHTOB B cocTaB ApxuBHOTO (onma Poccuiickoir Deneparuu
UCTONb3yeTCsl Takke (hopMa MOBUAOBOIO WM IPYIIIOBOIO BBIOOPOYHOTO NPUEMA JOKYMEHTOB.

4.3.1. Pemenne Hay4HO-METOJUYECKHX BOIIPOCOB, CBSI3aHHBIX C AKCIEPTHU30M LIEHHOCTH



JIOKYMEHTOB M BKJIIOUEHHEM UX B cocTaB ApxuBHoro (ouna Poccuiickoit @eneparum, a TaKxe ¢
OlpejieiecHHeM B €ro cocraBe 0co00 IIEHHBIX JOKYMEHTOB, B TOM YHCIIE€ YHUKaJIbHBIX
JTOKyMeHTOB, ocymiectBisiercss [[DIIK crnennanbHO YMOTHOMOYEHHOTO (eepalbHOrO OpraHa
UCIIOJTHUTEINIbHOM BJIaCTH B cpepe apXUBHOTO JIeIa.

OKcnepTu3a LEHHOCTH JIOKYMEHTOB OCYILECTBJISIETCSI  yIIOJIHOMOYEHHBIM OpPIaHOM
UCIIOJTHUTENIbHOM BiacTu cyobekta Poccuiickoit @enepanuu B chepe apXuBHOTO Jelia, apXuBOM
COBMECTHO C COOCTBEHHHMKOM WJIM BIIAJENbIEM apXUBHBIX JIOKYMEHTOB B COOTBETCTBUHU C
KPUTEPUSMHU, YCTAHOBIICHHBIMU B 11. 4.3 HacTosimux [IpaBui.

Koncynsrantlntoc: npumevanue.

IIpukazom Munkynetypsl PO yTBepxkaeH llepeueHb THUIOBBIX apXWBHBIX JTOKYMEHTOB,
0o0pa3yromuxcsi B Hay4YHO-TEXHUUYECKON M IPOU3BOJCTBEHHOW AEATEIbHOCTU OpraHu3alui,
YKa3aHUEM CPOKOB XPAHEHHUS.

IIpn mpoBeneHUM SKCIEPTU3BI LEHHOCTH JOKYMEHTOB M OINPEAEICHUH CPOKOB XpPaHEHUS
JIOKYMEHTOB apXHB PYKOBOJCTBYETCS IIEPEUYHIMU TUIIOBBIX APXUBHBIX JTOKYMEHTOB C YKa3aHUEM
CPOKOB XpaHEHMs; IEpeYHsIMHM JOKYMEHTOB, 00pa3yloluxcs B Mpolecce IesATelbHOCTH
(denepanbHbBIX OpPraHOB TIOCYJApCTBEHHOH BIACTH, MHBIX TOCYJAapCTBEHHBIX OpPraHOB
Poccuiickoit ®enepauuu, a TakkKe B IPOLECCE IEATEIbHOCTH IIOABEIOMCTBEHHBIX UM
OpraHM3aiuii, ¢ ykKa3aHHEM CpPOKOB XpaHEHUs (OTpacieBble IEPEYHH); a TAKKE CpPOKaMH
XPaHEHUs OTIENIbHBIX BUJOB APXMBHBIX JTOKYMEHTOB, B TOM YHCJIE HE BOIUEIIINX B YKa3aHHbIC
IIEPEYHH, KOTOPBIEC YCTAHABIMBAIOTCS 3aKOHOAATENBCTBOM Poccuiickoit @enepannu.

Pemenus o BxiitoueHuu B coctaB ApxuBHoro gonaa Poccuiickoit deaepannn KOHKPETHBIX
nokymentoB npuauMatotcst  OIIK  denmepanpHbIXx  rOCymapcTBeHHBIX — apxuBoB, OJIIK
YIIOJIHOMOYEHHBIX OpPIraHOB MCIIOJHUTEIbHOM BiacTH cyObekToB Poccuiickoir ®enepauuu B
cdepe apXHUBHOIO Jielia, SKCIEPTHBIMU (POHI0BO-3aKYIIOYHBIMU KOMHUCCHSIMH TOCYAApCTBEHHBIX
Y MYHMIMIAJIBHBIX MY3€€B, dKCIIEPTHBIMA KOMHMCCHSMH TOCYJApCTBEHHBIX M MYHULIUIAIbHBIX
oubmotek, OIIK ApxuBa Poccuiickoit AxanemMun HayK TpU YTBEPXKIACHUU ONMUCEH JIed,
JIOKYMEHTOB IIOCTOSIHHOTO CPOKA XpPAHECHMUS.

[TontHOMOUMS M MOpsIOK AestenbHOoCcTH ykazaHHBIX DIIK onpenenstorcst monoxeHUs MU 0O
HUX, pa3pa0aThIBa€MbIMH Ha OCHOBE COOTBETCTBYIOIIMX IPUMEPHBIX  IOJIOKEHHH,
YTBEPKAAEMbIX CIIEHUATbHO YIIOJTHOMOYEHHBIM (eepaibHbIM OpPraHoM HCIIOJIHUTEIbHON
BJIACTH B c(hepe apXUBHOIO JeTa.

ApxuB paccmaTpuBaeT M TOTOBUT K yrBepxkaeHuto OIIK ymomHomoueHHoro oprana
UCTIOJIHUTENIbHON BiacTH cyObekTa Poccuiickoit @enepanuu B chepe apXUBHOTO Jieia ONUCH
JieJ1, TOKYMEHTOB (MJIM UX TOJIOBBIE pa3/iesibl) IOCTOSHHOIO CPOKa XpaHEHUs, 00pa30BaBIIUXCS B
JIEATEIbHOCTH €r0 MCTOYHHKOB KOMIUIEKTOBaHUA. PDenepaibHble I'OCYJIapCTBEHHBIE apXUBBI,
Apxus Poccuiickoil AkaseMnn HayK YTBEPKIAIOT yKa3aHHBIE OMMCH CAMOCTOSITENIBHO.

ApxuB TOTOBUT K cornacoBanuto OIIK yrmoaHOMOYEHHOro opraHa HCIOJIHUTEIbHOU
Biactu cyOwbekta Poccuiickoit ®@enepaunu B cdepe apXUBHOrO Jefla WM COTJIACOBHIBAECT B
COOTBETCTBUU C MPEIOCTABICHHBIMH €My IOJTHOMOUYHUSMHU OMUCH JeJI 110 JIUYHOMY COCTaBYy (MM
UX TOJIOBBIC Pa3JIeIibl), aKThl O HEUCIIPABHUMBIX TOBPEXKICHHUAX JOKyMEHTOB (mpuioxenue N 1).
QenepalibHble TOCyIapCTBEHHbIE apXxuBbl, ApxuB Poccuiickoil AkaaeMuu HayK NPOBOIAT
COTIJIaCOBAHUE NIEPEUHCIICHHBIX TOKYMEHTOB CAMOCTOSTEINBHO.

Bxomtouenne JOKyMEHTOB, HaXOJISIIIUXCS B YACTHOW COOCTBEHHOCTH, B COCTaB APXHWBHOTO
¢onna Poccuiickoit ®Peneparuy OCYIIECTBISIETCS HAa OCHOBAHWU D3KCIEPTU3BI 1IEHHOCTH
JIOKYMEHTOB M O(OpPMIISIETCSI T0TOBOPOM MEXYy COOCTBEHHMKOM WJIM BIIAJENIbLIEM apXUBHBIX
JIOKYMEHTOB U apXMBOM. B JaHHOM J0roBOpe YKa3bIBalOTCs 00sS3aHHOCTH COOCTBEHHHMKA WU
BIIAJENIbIIa APXUBHBIX JOKYMEHTOB [0 XPAaHEHHIO, YYETy M MCIOJIb30BAaHUIO JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit deneparyu.

4.3.2. DxcnepTr3a IEHHOCTH JOKYMEHTOB B apXHUBE MPOBOJIUTCS:

[0 UCTEYCHUH CPOKOB BPEMEHHOI'O XPAaHEHHs APXUBHBIX JOKYMEHTOB, B TOM YHUCIE
JOKYMEHTOB II0 JIMYHOMY COCTaBy, IIOCTYNMBIIMX B AapXWB OT JMKBHJIWPOBAHHBIX
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rOCYJapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIIPABJICHUS U OPTaHU3aI1i;

MIPH MOCTYIIJICHUH B aPXUB B UCKIIOUUTEIBHBIX CIIydasx JOKYMEHTOB B HEYNOPSI0YEHHOM
COCTOSIHUH;

B Ciy4ae 0€3BO3BPaTHOTO BHIBO3a APXMBHBIX JJOKYMEHTOB 32 pyOex.

[To pesynmpraraMm HSKCHEpTU3bl LIEHHOCTH JOKYMEHTOB, CPOKHM BPEMEHHOT'O XpaHEHHUS
KOTOPBIX MCTEKJIM, B TOM YHCIIE JOKYMEHTOB IO JUYHOMY COCTaBY, apXUB COCTaBJISET aKT O
BBIJICJICHUH K YHUUYTOXKEHHUIO JOKYMEHTOB, HE MOJIekKAIIMX XpaHeHuto (rpuioxenue N 11), u B
YCTaHOBJICHHOM MOPSIKE BHOCUT U3MEHEHHUS B YUETHBIE JOKYMEHTHI apXUBa.

B pesynbraTe OSKCHepTH3bl 1IEHHOCTH JOKYMEHTOB, IOCTYNHUBIIMX B apXuUB B
HEYIMOPSAIOYEHHOM COCTOSIHMHM, apXWUB COCTAaBJISIET OMUCH JeJ, JOKYMEHTOB IOCTOSIHHOTO
XpaHEeHUs, ONUCHU JieJ BpeMeHHOro (cBeimie 10 jeT) cpoka XpaHEHUs, ONMUCU JIe 10 JIUYHOMY
COCTaBy M aKT O BBIJCICHUM K YHUYTOXEHHIO JOKYMEHTOB, HE IOJUICkKAIIUX XPaHEHUIO
(mpunoxenne N 11).

[Topnexamue yHUYTOKEHHUIO apXWMBHBIE JOKYMEHTHI TMEpeNaloTcs Ha mepepaboTKy
(yTMnM3alnMio) U CHHMAIOTCS C ydeTa B yCTaHOBJIEHHOM mopsiake. Crmada gen odopmisercs
MPUEMO-CIaTOYHOM HaKIaAHOW, B KOTOPOM YKa3bIBaIOTCS JaTa IMepelayd, KOJIUYEeCTBO
CIaBaeMbIX JIeJ U BeC OyMa)KHOM MaKyJaTyphbl.

HOp?[IIOK IIprueMa apXuBHBIX JOKYMCHTOB

4.4. OT UCTOYHUKOB KOMIUIEKTOBAHUS apXuBa JOKyMEHTHI ApxuBHoro (onna Poccuiickoii
®denepali NPUHUMAIOTCSA T'OCYJAapCTBEHHBIM UM MYHMIMIIAJBHBIM apXUBaMH, OpraHU3aluen
Poccniickoil akageMuu HayK 110 UICTEYEHUHM CPOKOB MX BPEMEHHOI'O XPAHEHMS, YCTAaHOBJICHHBIX
3aKkoHoJiaTenbcTBOM Poccuiickoit denepaiuu.

B uCKIIOUMTENBHBIX CilydasX CPOKM BPEMEHHOI'O XPAaHEHUS JOKYMEHTOB ApPXHBHOIO
donna Poccuiickoit @enepanuu  MOryT OBbITh HPOAJEHBI IO MPOChOE HCTOUYHUKOB
KOMIUIEKTOBAHUSI apXHUBa MpPU HEOOXOAMMOCTH MNPAKTUYECKOTO HCIOIb30BAHUS apXUBHBIX
JIOKYMEHTOB WJIM OTCYTCTBHS Y apXHMBa BO3MOKHOCTHU I IIpUEMa YKa3aHHBIX JOKYMEHTOB B
CPOKH, YCTAaHOBJIEHHBIE 3aKOHOAATeNbCTBOM Poccuiickon ®enepanuu. [IpoaneHne yka3aHHBIX
CPOKOB OCYIIECTBIISIETCS: JJs MCTOYHHKOB KOMIUIEKTOBaHUS (elepabHbIX apXUBOB -
pemenueM OIIK denepanbHbIX apXMBOB; /11 ICTOYHUKOB KOMIUIEKTOBAHUS APYTUX apXHBOB -
pemerreM DIIK yrnosHOMOYEHHBIX OPraHOB MCIIOJHUTENBHONW BIIACTH cyObekToB Poccuiickoit
Oenepannu B chepe apXUBHOTO JIeNa; /I UCTOYHUKOB KOMIUIEKTOBaHHS ApxuBa Poccuiickoi
akajgemMuu Hayk - pemienreM OIIK atoro apxusa.

Cpoku BpeMEHHOr0 XpaHeHus JOKyMeHTOB ApxuBHoro gonaa Poccuiickoit ®enepanuu B
HErOoCyJapCTBEHHBIX OpPraHM3alMAX OINPEACIAITCA B JOTOBOPE MEXAYy apXuBOM U
COOCTBEHHUKOM WJIM BJIa/I€bIIEM YKa3aHHBIX TOKYMEHTOB.

4.4.1. llpuem noxymeHntoB ApxuBHoro ¢onna Poccuiickoit denepanuu OT UCTOYHUKOB
KOMILUIEKTOBAHHUSI ~ OCYIIECTBIIACTCS TOCYAAPCTBEHHBIM UM  MYHUIHWIIAJBHBIM  apXUBaMHU,
opranuzanueil Poccuiickoll akajeMuu HayK B COOTBETCTBUHU C IUIAHOM-TPapHUKOM, KOTOPBIH
YTBEPKIAETCSI PYKOBOJCTBOM apXHMBa IO COIJIACOBAaHUIO C MCTOYHUMKAMH KOMIUIEKTOBAHUSA.
BuerutanoBelit mpueM J0kyMeHTOB ApxuBHoro ¢onna Poccuiickoit ®enepauuu, a TaKxke
ApXMBHBIX JIOKYMEHTOB, CPOKH BPEMEHHOTO XPaHEHUsI KOTOPBIX HE UCTEKIIM, OCYIIECTBISECTCS B
CiIy4ae JIMKBUJALMKY UCTOYHUKA KOMIUIEKTOBAHUS WIH B CIIy4ae YIrpO3bl COXPAHHOCTU apXHUBHBIX
JIOKYMEHTOB.

IIo mpochOe HMCTOYHMKOB KOMIUIEKTOBaHMA M IPH HAIWYMM CBOOOJHBIX IUIOIIAJCH
TOCYJApCTBEHHBII M MYHULHWIIAJBHBIA apXWBBI, OpraHu3anus PoCCHIICKOM akaJieMHH Hayk
MOXET OCYIIECTBJIATh JOCPOYHBIM IpHeM JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit
®denepann, a TaK)Ke BpEMEHHOE XPaHEHHUE apXUBHBIX IOKYMEHTOB Ha OCHOBE Ji0oroBopa. [Ipuem
apXMBHBIX JJOKYMEHTOB Ha BPEeMEHHOE XpaHeHHe 0()OpMIISIETCS] TAaKXKE aKTOM IpueMa-repeaadn
JIOKYMEHTOB Ha XpaHeHue (nmprioxenue N 9) v mpou3BOIUTCS TIO CTATOYHON OTIHCH.

ApXxuBHBIE JOKYMEHTBI NIPUHUMAIOTCSI B TOCYJAapPCTBEHHBIH M MYHUIMIAIbHBIA apXUBBI,



opraHusanuio Poccuiickol akajgeMuu HayK B YIOPSZAOYEHHOM COCTOSHMH C COOTBETCTBYIOLIUM
HAy4YHO-CIIPABOYHBIM aIlllapaTOM M CTPAaxOBBIMM KONMSIMHM Ha 0COOO IIEHHBIE JAOKYMEHThHI U
YHUKaJbHBIE JTOKYMEHTHL. Bce paboTbl, CBsi3aHHBIE C OTOOPOM, MOATOTOBKOW M Tepenadeit
apXUBHBIX JOKYMEHTOB Ha IIOCTOSSHHOE€ XPaHEHHE, B TOM YHUCJIE C HMX YINOPAIOYECHUEM H
TPaHCIIOPTUPOBKOM,  BBIIOJHAIOTCA 3@ CUET CpPEICTB HCTOYHUKOB  KOMIUIEKTOBAHMSI,
NepeJarolX YKa3aHHbIE JOKYMEHTHI.

[Tpu npueme apXUBHBIX JOKYMEHTOB MPOBOJSATCS MPOBEPKA UX (PU3UYECKOTO, CAHUTAPHO-
TMTMEHUYECKOr0, TEXHUYECKOTO COCTOSIHUA, a TakXKe IPOBEpKa CTPAXOBBIX KOMUH Ha 0c000
LIEHHbIE JOKYMEHTbl U YHUKaJbHbIE JOKYMEHTbl U IIPOBEPKAa KOMIUIEKTHOCTH YYETHBIX
JIOKYMEHTOB.

Hokymentsl  ApxuBHoro ¢onma Poccwmiickoit  ®Dexepanu  NPUHUMAIOTCS B
rOCYapCTBEHHBII M MYHULMIAIBHBIA apXUB, OpraHu3anuio PoccHICKON akaJeMuu HaykK IO
yrBepxkacHHbIM OIIK onmcaMm nen, ITOKYMEHTOB; JOKYMEHTHI IO JIMYHOMY COCTaBy - IO
cornmacoBanHblM OIIK omnmcaM nen, NOKyMEHTOB; apXUBHBIE IOKYMEHTBI C HEHUCTEKIIMMU
CPOKaM{ BPEMEHHOI'O XPaHEHUS - 110 CIaTOUYHBIM OIUCSM.

[Ipuem nen NpOM3BOAMUTCS MOEAWHUYHO, OCOOO IIEHHBIE Jefla MPUHUMAIOTCS C HX
IIOJINCTHOM IIpoBepKoM. Ha Bcex sk3eMIunsIpax ONHCH JeN, TOKYMEHTOB JAENIAI0TCS OTMETKHU O
IIpUEME apXMBHBIX JOKYMEHTOB B apxuB. IIpu OTCyTcTBMM €IMHUIl XpaHEHUS, YKa3aHHBIX B
ONMCU JIeJ, TOKYMEHTOB, B HEW Jenaercs HOBas WUTOromas 3amuch. Homepa OTCyTCTBYROIIHX
€IVHMI] XPaHEHUS M IPUYUHBI OTCYTCTBMS OIOBapUBAIOTCA B AaKTE IpueMa-lepenadu
JOKyMEHTOB Ha XpaHEHHWE U B IpWIaraeMoi K axkTy crpaBke. VICTOUHHMK KOMIUIEKTOBaHUS
IPUHUMAET MEpbl II0 PO3BICKY HE IIOCTYIMBIIMX Ha XPAaHEHHUE AapXUBHBIX JOKYMEHTOB.
YTpaueHHbI€ NOJJIMHHBIE APXUBHBIE JOKYMEHTBI MOTYT OBITh 3AMEHEHBI UX KOIHSIMH.

[IpueM apXuBHBIX JOKYMEHTOB O(OpMIISIETCS aKTOM IpueMa-liepefadd JOKYMEHTOB Ha
xpaHeHue (npuioxenue N 9), cocTaBisieMbIM B IBYX dK3eMIusipax. OJIUH 3K3eMIUISIp OCTAeTCs B
apxuBe, Ipyroi - B ICTOYHUKE KOMIUIEKTOBaHUA. BMecTe ¢ apXMBHBIMU TIOKYMEHTaMHU B apXUB
NepeatoTcsl TPU FK3EMILISPa OMUCH JIET, TOKYMEHTOB.

IIpy mnepBoM npHeMe AapxXUBHBIX JOKYMEHTOB OT MCTOYHMKAa KOMIUIEKTOBaHUS
NPUHUMAETCS TAaK)K€ MCTOpPUYECKasl CpaBKa O HEM U ero (oHJe, KOTopasi 3aTeM JONOJHAETCS
CBEIEHUSIMH 00 M3MEHEHUSX B Ha3BaHUM, QYHKLHUAX, CTPYKType UCTOYHHMKA KOMIUIEKTOBAHMS
(bonmoobpazoBatens).

[IpueM apXuBHBIX JOKYMEHTOB Ha BPEMEHHOE XpaHEHHE OQOpMIISeTCs aKTOM IpHeMa-
nepeaaur JOKyMEHTOB Ha XpaHeHue (nmpuioxenue N 9) u mpou3BOAUTCS MO CJATOYHOMN OMHCH.

4.4.2. JIoOKyMeHTBI OT TpakJlaH IOCTYNAOT B apXUB U BKJIIOYAIOTCS B COCTaB APXHMBHOIO
donga Poccuiickoit deneparuu Mo JOrOBOPY AapeHUs, MO 3aBEUIAHUIO, TIO JIOTOBOPY KYILIH-
IIPOJAXKH, TIO PELLIEHUIO CYy/a.

[Ipuem yka3zaHHBIX JTOKYMEHTOB B apXHUB OCYLIECTBIIAETCS Ha ocHOBaHMM pemeHus DK
denepanbHOro rocynapcteHHoro apxusa; JIIK ymonHomMo4eHHOro opraHa HMCIOJHUTEIbHON
BlacTu cyobekta Poccmiickoit deneparuu B chepe apXUBHOTO Jiefia; SKCHEPTHOU (OHIOBO-
3aKyNOYHON KOMHUCCUH TOCYJapCTBEHHOIO MM MYHULIMIIATBHOIO MYy3€sl; SKCIIEPTHOM KOMUCCUU
TOCYJapCTBEHHON Wiau MyHununambHou OmOmmoreku; DIIK Apxua Poccuiickoil akamemun
HayK II0 pe3ylbTaTaM pPACCMOTPEHUS CHATOYHOM MM OLEHOYHOM ONHMCH U 3aKIIOYECHMS
JKCIepTa U OPOpPMIISIETCS aKTOM NpHeMa Ha XpaHEHHE JTOKYMEHTOB JIMYHOIO MPOMCXOXKIECHUS
(mpunoxenue N 10).

[Ipn oTpuIIaTENFHOM pEHIeHHH BOMpOca O IMpHEME WIA TNPHOOPETEHUH apXHBOM
YKa3aHHBIX apXMBHBIX JOKYMEHTOB, a TaK)K€ BO3BpATE IO pe3yJbTaTaM 3KCIEPTU3bI LIEHHOCTU
UX YacTU U3 YKCIIa HaXOJUBIIMXCS B apXUBE COCTABIISAETCS aKT BO3BpaTa JOKYMEHTOB B JIBYX
sKk3eMIuIgpax. OMH 3K3eMIUIIp aKTa OCTaeTcsl B apXHBeE, JAPYrod BMeCTe C JOKyMEHTaMH (MX
4acThI0) BO3BPALIAETCSI COOCTBEHHUKY WJIM BIIAJEIIbILY.

4.4.3. AypauoBusyaibHble [JOKYMEHTbl NIPHUHMMAIOTCS Ha XpaHEHUE B CIEAYIOLIEM
KOMIUIEKTE: KHHOJOKYMEHTHI ((UIBMBI, CIICUBBITYCKH) - HETaTHMB H300pa)KEHUs, HEraTHB
(oHOrpaMMBl, MAarHUTHBIA OpUTHHAT (OHOTPAMMBbI, TIO3UTUBHAS KOMHs, MAarHUTHas



¢oHOrpaMMa HIYMOB M MY3BIKH, MPOMEKYTOUHBIM IO3UTHB H300paKeHHsI, YCTaHOBOYHBIE
POJIMKH U NACHOPTa I BETHBIX KMHOJOKYMEHTOB (B UCKIIIOUUTEIbHBIX CIy4asX NIPUHUMAETCS
HEMOJHBIA  KOMIUIEKT); (OTONOKYMEHTHI - HEraTWB, KOHTPOJBHBIA  (POTOOTIEUATOK;
(OHOIOKYMEHTBl M BHJCOJAOKYMEHTHl - OpUrMHag M Komnus. OJHOBPEMEHHO IPUHUMAETCS
TEKCTOBasi COINPOBOAMUTENbHAS JOKYMEHTALMS: [UIsl KUHOJOKYMEHTOB - MOHTA)KHBIE JIMCTBI,
AQHHOTALlUM, PAa3pELIMTEIbHBIE YAOCTOBEPEHUS K 3aKOHYEHHBIM IIPOU3BEACHUSAM, aKThI
TEXHUYECKOTO COCTOSIHMS, 3aIMCH IIBETOBBIX M CBETOBBIX MACIOPTOB; A (POTOJOKYMEHTOB -
aHHOTaLM; A1 (POHOJOKYMEHTOB - COMPOBOJAUTEIbHAS JOKYMEHTALMS; A1 BUJICOJOKYMEHTOB
- aKThl TEXHUYECKOTO COCTOSIHUS.

ONEKTPOHHBIE TOKYMEHTHI IIPUHUMAIOTCA HAa XPaHEHUE B CONPOBOKICHUM IPOTPaMMHBIX
CPEJICTB, MO3BOJISAIOLIMX UX BOCIIPOU3BECTH, U C HEOOXOAUMBIM KOMILIEKTOM COIPOBOIUTEIBHOMN
JOKYMEHTaL1H.

4.4.4.  JloKyMEHTBl,  CO3JaHHbIE  apXUBOM B  pe3yJabTaTe€  HWHHUIMATHBHOIO
JOKYMEHTHPOBAHUS COOBITHIM COBPEMEHHOCTH MJIM MPOLUIOro (aHKeThl, ¢ororpaduu, 3anucu
BOCIIOMHHAHUH, Oecell, WHTEPBBIO M T.O.), BKIIOYAIOTCS B cocTaB ApxuBHOro (oHzma
Poccuiickoit denepauuy U BHOCITCS B OIUCH 1€, JOKYMEHTOB, KoTopas yrBepxkuaercs JOIIK
denepanbHOro rocyaapcTBeHHoro apxupa, JIIK yrnmoiHOMOYEHHOro opraHa MCIOJHUTEIbHOU
Biactu cyobekra Poccuiickoit @enepauuu B chepe apXMBHOTO jAeia, SKCIEPTHOM (POHIOBO-
3aKyIIOYHOM KOMMCCHEH TOCYJApCTBEHHOIO HWJIM MYHMIMIAIBHOIO MYy3€s; OKCIEPTHOU
KOMHUCCHEN TocylapCTBeHHOW wiu MyHHIHMnansHoM Oubmmorexku, DIIK Apxua Poccuiickoii
akageMuu Hayk. l[Ipmem yKa3zaHHBIX JOKYMEHTOB O(OpMIIsIeTcs aKTOM IpHeMa-Tieperadn
JIOKYMEHTOB Ha ITIOCTOSIHHOE XpPaHECHHUE.

4.45. Ilpuem  CeKpeTHbBIX  JOKYMEHTOB  OT  HCTOYHHUKOB  KOMILIEKTOBAHUS
rOCyIapCTBEHHOIO W MYHMIMIIAJBLHOIO ApXWMBOB, OpraHu3auuu Poccuiickodl akageMuu Hayk
OCYLIECTBIISIETCS B  COOTBETCTBHHM C 3aKOHOJATeNbCTBOM Poccuiickon ®Penepauuu o
rOCy/IapCTBEHHOW TallHE 110 aKTy U OTAEJIBHBIM OIUCAM JEJl, JOKYMEHTOB.

HpI/IeM APXUBHBIX JOKYMCHTOB OT JINKBUAUPOBAHHBIX Opl"ﬁ.HPB&LIHﬁ

4.5. Ilpuem noxkymentoB ApxuBHoro ¢onna Poccuiickoit deneparyu u Apyrux apXuBHBIX
JIOKYMEHTOB, CPOKH BPEMEHHOI'O XPAHEHUS KOTOPBIX HE HCTEKIH, OT JIMKBUIMPOBAHHBIX
FOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CaMOYIIPABICHHs, TOCYJAapCTBEHHBIX U
MYHUIUIIAJIBHBIX ~ OpPraHM3aluil  OCYIIECTBISIETCS B COOTBETCTBUM C  JICWCTBYHOLIUM
3aKOHOJATENILCTBOM M B MOPSIIKE, YCTAHOBICHHOM Hactosmumu [IpaBunamu (cm. 1. 4.4.1).

[Ipy nukBUAaLMM HETOCYAApCTBEHHBIX OpraHu3aluii oOpa3oBaBIIMEcs B Ipolecce UX
NeSITeIbHOCTH JOKYMEHThl ApxuBHoro ¢onaa Poccuiickoit ®enepanuu, AOKYMEHTHI IO
JUYHOMY COCTaBY, a TAKXKE apXUBHBIE JOKYMEHTBI, CPOKH BPEMEHHOIO XPAHEHUS KOTOPBIX HE
UCTEKIIY, IIOCTYIAKT B apXUB B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickon denepauuu u
Ha OCHOBaHHUH JI0rOBOPa MEXY JINKBUAAIIMOHHONW KOMUCCHEH (JTMKBUIATOPOM) U apxuBoM. [1pu
TOM  JIUKBUJALIMOHHAs KOMHCCHUS  (JMKBUAATOP) OpPraHuU3yeT UX YIOpsAAOYEHHE B
YCTaHOBJIEHHOM IOPSIKE.

ApXMBHBIE JOKYMEHTHl C HEUCTEKIIMMHM CpPOKaMH BPEMEHHOI'O XpaHEHMs, NPUHATHIC
apXMBOM OT JMKBUJMPOBAHHOM OpPraHU3AlMH, BBIJCIAIOTCS K YHUYTOXEHHUIO 10 HCTEYEHUU
YCTAaHOBJIEHHBIX CPOKOB XpaHEHMs. ApPXUBHbIE JOKYMEHTBI, MMEIOIINE B COOTBETCTBUHU C
THTIOBBIMU WJIM OTPACJIEBBIMHM IEPEUHSAMM CPOK XxpaHeHus ¢ noMmerkon "OIIK", Beigemnstores k
YHUYTOKEHUIO TOJIBKO TOCIIE MPOBEIEHHs SKCIEPTU3bI X IIEHHOCTH U OTOOpa Ha MOCTOSIHHOE
XpaHEHHeE.

[Iepenava apXuMBHBIX TOKYMEHTOB U3 apXUBa B apXHB

4.6. Tlepemadya apXWBHBIX JOKYMEHTOB, HAXOIAIIMXCS B (enepabHOM COOCTBEHHOCTH,
cobctBeHHOCTH cyOBbekTa Poccuiickoit denepanuy WM MyHULIUMOAIBHOW COOCTBEHHOCTH, U3



OJIHOTO apXuBa B APYIOW OCYILECTBIIIETCS B COOTBETCTBUM C 3aKOHOIATENILCTBOM Poccuiickoin
®denepannn, 3aKOHOJATEIBCTBOM cyObekTa Poccuiickorr denepanuu, MyHUIIUTATBHBIMA
npaBoBbIMU akTamu. [lpu mepenmadye cocTaBisieTCss akT IpUeMa-lepeaud JOKYMEHTOB Ha
xpanenue (npuioxenue N 9) B IByX 3K3eMILUIsIpax, OHOBPEMEHHO MepeAatoTcsl TPU dK3EeMIUIIpa
OTIHCEH JIelT, JOKYMEHTOB, Aesi0 poHaa 1 TUCT QoHAA.

KommiekToBanne apXuBHBIMU JOKYMEHTaMH H3-3a pyOexa

47. ApxuB MOXET KOMIUICKTOBATHCS APXUBHBIMU JOKYMEHTAMH POCCUHCKOIO
MPOUCXOXKICHUS, HAXOAAIIUMUCS 10 pazIUYHbIM [pPUYMHAM 3a mpenenamu Poccuiickoit
Oenepanyivi, W/WIM apXUBHBIMU JOKYMEHTAMHU 3apy0e)HOT0 MPOUCXOXKICHUS, UMEIOITUMHI
3HaueHue s Poccun.

[IpueM monyuyeHHBIX U3-3a pyOeka apXUBHBIX JOKYMEHTOB B apXHB OCYIIECTBIISIETCS B
COOTBETCTBUU C JOTOBOPOM MEXAY COOCTBEHHUKOM WJIH BJaJIebIIeM YKa3aHHBIX JOKYMEHTOB H
apXMBOM O NPOJAXKe, JAPEHUU TOJJIMHHBIX TOKYMEHTOB WM HUX KOMHUM, OOMEHE KOMHUSMHU
JOKYMEHTOB.  3akJIIOUEHHE JIOrOBOpa OCYIIECTBISIETCS € YYETOM 3aKOHOJATEIbCTBA
COOTBETCTBYIOIICH CTpaHbl. B 10roBOpe MOryT OroBapmuBaThCsi 0COOBIE YCIOBUS UCIIOJIb30BAHUS
nepesaBaeMbIX apXUBHBIX JOKyMeHTOB. [Ipuem odopmisercs akToMm mnpuema-nepenadu
JIOKYMEHTOB Ha XpaHeHue (npuioxerne N 9).

ApXUBHBIE IOKYMEHTBHI, IOCTYIUBIIIHE U3-32 pyOexka B BUJE MOJIMHHUKOB WM KONl Ha
npaBax IOJJMHHUKOB, MPUHSATHIE HA IOCTOSIHHOE XpaHEHHWE B apXWB, HE3aBUCUMO OT HX
MPOUCXOXKACHUS BKIIOUAlOTCSA B cocTtaB ApxuBHOro ¢onna Poccuiickoit @enepanuu u
MOJIJIEXKAT TOCYJaPCTBEHHOMY YUETY.

BSaHMOHeﬁCTBHG apxuBa C UCTOYHHUKAMH KOMIIJICKTOBAHUA

4.8. ApxuB COBMECTHO C MCTOYHHKAMM KOMIUIEKTOBAHMSI apXuMBa paccMaTpUBaeT U
TOTOBUT K COIVIACOBAHUIO COOTBETCTBYIOUIMM YIIOJHOMOYEHHBIM OpPraHOM MCIIOJIHUTEIbHON
BJIACTH B c(pepe apXUBHOTO JiejIa I COTJIACOBBIBAET B COOTBETCTBHUHU C MPEIOCTABIEHHBIMUA EMY
MIOJIHOMOYMSAMH  MHCTPYKIIMM IO  JIEJONPOU3BOJCTBY, IIPUMEPHBIE U HWHAWBHUAYAJIbHBIC
HOMEHKJIATyphl [eJI, TIOJIO)KEHUs OO0 apxuBaX U DOKCHEPTHBIX KOMMCCHUAX HCTOYHHMKOB
KOMIUIEKTOBAHHUS apXUBa.

ApxuB yuactByeT B pabore [[OK (OK) HCTOUHNKOB KOMIUIEKTOBAHHUS apXHBa.

ApXUB NpPUHMMAET y4acTHe B MpPOBEpKax COOJIOJACHUS MpPaBUII OpraHMU3ALUU XPaHEHUS,
KOMIUIEKTOBAHMSI, Yy4yeTa M HUCIHOJb30BAaHUS AapXUBHBIX JOKYMEHTOB B HCTOYHHKAX
KOMIUJIEKTOBAHUSl apXHBa, OPraHU3YeMbIX CIEIHAIbHO YIOJIHOMOYEHHBIM (heepaibHbIM
OpraHOM HCIOJHUTENIbHOM BJIacTH B cdepe apXWBHOIO Jejla, OpraHaMu TOCyJapCTBEHHOM
BlacTu cyOobekToB Poccuiickoii @Denepanuy, B TOM 4YHCIE YIOJIHOMOYEHHBIMH OpraHaMu
WCIIOTHUTENIbHON BilacTu cyOnekToB Poccuiickoit deneparuu B chepe apXxuBHOTO Jena.

4.9. ApxuB B mpezenax MpeIOoCTAaBICHHBIX €My MOJHOMOYHUI B IeNsX (OPMHPOBAHUS U
o0OecrieyeHnss COXpPAaHHOCTU JOKyMeHTOoB ApxuBHoro ¢onna Poccuiickoit ®enepanuuy,
HaxXOJAIIMXCS  HAa  BPEMEHHOM  XpPaHEHMM,  OCYLIECTBJIAET  B3aUMOJEHCTBUE  C
JIEIIONPOU3BOJCTBEHHBIMU, APXUBHBIMH M JKCHEPTHBIMH  CIIy)kOaMU HCTOYHUKOB  €rO
KOMIUIEKTOBAHMSI.

B 3TuX mensx apxuB OKa3bIBaeT yKa3aHHBIM CIy>KOaM METOAMYECKYI0 U MPaKTHYECKYIO
IIOMOIIIb, B TOM YHCJIE HA JOTOBOPHOM OCHOBE:!

B OpraHHu3aliy JTOKYMEHTOB B J€JIONPON3BOACTBE U (DOPMHUPOBAHUHU JIET;

no orOopy HOKYMEHTOB B cocTaB ApxuBHOro ¢onga Poccuiickoit ®enepanuu u
MIOATOTOBKE HX K IIepeade Ha MOCTOSTHHOE XPaHEHUE;

10 YIOPSAOYEHHUIO JOKYMEHTOB 110 INYHOMY COCTaBY;

0 BEIEHUIO YydeTa JOKYMEeHTOB ApxuBHoro ¢onma Poccuiickoii ®deneparnum,
HaXOJAIIMXCS HA BPEMEHHOM XPaHEHUHU;



[0 TMOJATOTOBKE HOPMAaTHBHBIX W METOAMYECKHX IOKYMEHTOB (IocoOuii) mo BoIpocam
JIeTIONPOMU3BOACTBA U apXUBHOTO JIEJ1a;

[0 COBEPIICHCTBOBAHHMIO PAOOTHI JIEIONPOU3BOJICTBEHHBIX, APXMBHBIX U OSKCIEPTHBIX
CITy0 MCTOYHHKOB KOMIUICKTOBAHHS;

B TIOBBIIIEHUH MTPO(PECCHOHATBHON KBaTH(PUKAUK paOOTHUKOB YKAa3aHHBIX CIIYKO.

V. Opranusanys UCHoJIb30BaHUs JOKYMEHTOB apXUBHOTO (hOHIA
Poccuiickoit denepanuu u Apyrux apXmuBHBIX JOKYMEHTOB B apXHUBE

Z[OCTYH MoJIb30BaTelIel K APXHWBHBIM JOKYMCHTaAM

5.1. ApXuB MpenoCTaBISET MOJb30BATEII0 OTKPBIThIE TOKYMEHTHl ApXUBHOro (oHaa
Poccuiickoit ®@enepauui U Apyrue apXUBHBIE JTOKYMEHTBI, & TAKXKE CIPABOYHO-IIOMCKOBBIE
Cpe/CTBa K HUM U U3J1aHus OMOIMOTEYHOTO (CIIPaBOYHO-MH(GOPMAIIMOHHOTO) (hoHIA.

ApxuB obecrneuynuBaeT JOCTYI IOJIb30BATENSl K CEKPETHBIM JelaM, JeJlaM, COJIEpKalluM
KOH(pUICHIMANbHYI0 WH(pOpMaluio, 0a3aM JaHHBIX C Y4E€TOM OTPaHUYEHUH, YCTAaHOBIIEHHBIX
3aKoHozaTenbcTBOM Poccuiickoit @enepanum, U yCiI0BUM, KOTOPbIE YCTAHOBWIM COOCTBEHHUKHU
WJIU BJaJI€IIbLIbl @pXMBHBIX JIOKYMEHTOB IIPU UX [I€peaade B apXUB.

Joctyn mnonb3oBarens K MOJJIMHHMKAM 0CO00 IIEHHBIX JOKYMEHTOB, B TOM 4YHCIIE
VHHUKQJIbHBIX JIOKYMEHTOB, K JIOKyMeHTaM ApxuBHOro (ouaa Poccuiickoit denepauuu,
HaXOMAUIMMCS B HEYIOBJICTBOPUTEIHFHOM (DU3NYECKOM COCTOSIHMM, OCYIIECTBISIETCS B
UCKITIIOYUTENBHBIX Cllydasgx (B TOM 4YHCIE JUIs [POBENEHUS pabdoT MO H3YYCHUIO
naneorpauyeckux O0COOEHHOCTEH TEKCTOB apXWMBHBIX JOKYMEHTOB) C HHCHMEHHOTO
paspenieHusi pykoBoauTeNs apxuBa. lloyb3oBaTento MNPEJOCTABISIIOTCA KONMHU YKa3aHHBIX
JOKYMEHTOB ((pOHJ TOJH30BAHMUS) WM JOKYMEHTAIbHbIC IMyOJHKAIMH, COJIEpKAIIUe JTaHHBIC
JIOKYMEHTHI.

ApXUB He BIIpaBe OrPaHUYMBATH UM ONPEIENIATh MOJIb30BATEN0 YCIOBUS UCIIOJIb30BAHUS
uH(pOpMaIIKH, MOITYYCHHON UM B pe3ylbTaTe CaMOCTOSTEIHLHOTO MOMCKA WU MPEIOCTaBICHHOM
€My B TOpSAKE OKa3aHUs apXUBOM IUIATHBIX YCIyr, 3@ UCKIIOYEHHEM CIy4aes,
IIPElyCMOTPEHHBIX 3aKOHOATENbCTBOM Poccuiickoi denepanuy Uil OrOBOPEHHBIX B JOTOBOPE
apxuBa C MOJIb30BaTeNIEM 10 HH(POPMALIMOHHOMY 00CITY>KMUBaHHUIO.

Opranuzanys paboTsl IO PACCEKPEUMBAHUIO APXUBHBIX JOKYMEHTOB

5.2. PykoBoauTenb apXuBa OpPraHU3yeT MPOBEAEHHE pabOThl MO KOHTPOIIO 32 CPOKaMH
CEKPETHOCTH AapXUBHBIX JOKYMEHTOB, HMEIOIIUX TpHU(Bl CEKPETHOCTH, U HHPOPMUPYET
pYKOBOJUTENIEH TOCYAApCTBEHHBIX OPraHoB, HAJEJCHHBIX ITOJHOMOYHMSMHU [0 OTHECEHUIO
CBEICHUM K TOCYJapCTBEHHOW TaWHE, a TaKXe€ PYKOBOJIWUTENIEW OpraHu3alvil O HAIUYUHU B
apXMBE CEKPETHBIX APXUBHBIX JOKYMEHTOB CO CPOKAMH CEKPETHOCTH COJEPIKAIIMXCS B HHUX
cBenenuil cpoime 30 Jer, X cocTaBe U 00beMax.

PykoBonuTens apxuBa OpraHu3yeT pacCeKpedrBaHUE apXMBHBIX JOKYMEHTOB B CIlydae
O(UIMATEHOTO JEJeTUPOBAHUS MOJHOMOUYUN Ha MPOBENEHUE STOW PabOTHI PYKOBOAMTEIEM
COOTBETCTBYIOIIETO TOCYAAPCTBEHHOTO OPTaHa WIIM OpraHU3aliy.

B apxuBe co3gaeTcsi KOMHCCHS TIO PACCEKPEUUBAHUIO ApXUBHBIX JOKYMEHTOB. [lonoxeHue
0 KOMHCCHU U TIEPCOHAIIbHBIN COCTaB yTBEPXKJIal0TCA: B (peiepaibHOM rocyapCTBEHHOM apXHUBe
- pykoBoauTeneMm; B apxuBe cyObekta Poccwuiickoit ®enmepanuu - PYKOBOAHUTEIEM
YIIOJTHOMOYEHHOT'O OpraHa HCIOJIHUTEIbHOM BiacTu cyObekTa Poccuiickoit denepannu B chepe
apxuBHOTO nena. Komuccus ocymiecTBisier paboTy B IUIAHOBOM TOPSIKE, a TAKXKE B CBSI3U C
oOpaleHus M1 MOJIb30BaTeNEH.

Pemenre komuccuu BCTymaeT B CUJY IOCJE YTBEPXKIECHUS pyKOBoAuTesneM apxupa. Ha
OCHOBaHUU pEIIEHUS] KOMUCCHH O(OpPMIIIETCS aKT O PacCEKPEUMBAHUU apXUBHBIX IOKYMEHTOB
(eM. m. 3.7.7), KOTOpBIA COIJIACOBBIBAETCS C IOCYAAPCTBEHHBIM OPraHOM MWJIHM OpraHu3alueH,



HAJIEIMBIINM apXUB COOTBETCTBYIOIIUMU MOJHOMOYHSIMHU.

3ampockl MOJIb30BATENECH O PACCEKPEUMBAHUM apXHMBHBIX JOKYMEHTOB PAacCMaTpPUBAIOTCS
apXMBOM B YCTAHOBJICHHBIM 3aKOHOJATEICTBOM CpOK. Eciu apXuB HE MNOJTHOMOYEH
pacceKkpeynBaTh 3alpalivBacMble CBEJICHHUS, OH B MECSYHBIA CPOK C MOMEHTa MOCTYIUICHUS
3aIIpoca HalpapiIseT €ro B COOTBETCTBYIOUIUMM TIOCYAAPCTBEHHBIM OpraH, IOJIHOMOYHBIN
paccMaTpuBaTh BOIPOC 00 UX pacCeKpEeUYnBaHUH, WM B MexBeTOMCTBeHHYIO Komuccuio (MBK)
M0 3alUTE TOCYAApCTBEHHOM TallHbI WMJIM B MEXKBEIOMCTBEHHYIO 3KCIEPTHYI0 KOMHUCCHIO,
nercTBylomy B cyobekte Poccuiickorn ®eneparuu, 0 4YeM YyBEAOMIISET I1OJIb30BATEIS,
HaIIPaBUBIIIETO 3aIPOC.

ApXUB TMPEIOCTaBISCT [JIsi M3Y4YEHUs] W OpraHU3alMM PACCEKPECYMBAHUS UJICHAM
AKCIIEPTHBIX KOMHUCCHUM, CO3JaHHBIX B OpraHU3alMsIX, PYKOBOJUTEIU KOTOPBIX HAJEJICHbI
MOJTHOMOYMSIMA T10 OTHECEHUIO CBEJICHHH K TOCYJapCTBEHHOM TaliHE, WieHaM HKCHEPTHBIX
rpymni, cpopmupoBanHsix MBK 1o 3ammre rocygapcTBEHHOM TaifHBI, a TaKKe YiICHAM HMHBIX
KOMHUCCHI, MOTHOMOYHBIX PAacCeKpeurBaTh JOKYMEHTHI JUKBUIAMPOBAHHBIX OpraHU3alUid, HE
MMEIOIIMX TPABONPEEMHHUKOB, APXUBHBIE JIOKYMEHTHl WJIM AapXUBHBIE KOMHHU, a TaKkKe
HEO00XO0IUMYI0 HH(OPMALIHIO.

CrpaBO4HO-TIOUCKOBBIE CPENCTBA
(Hay4HO-CIIPaBOYHBIH anmnapar) K apXUBHBIM JOKYMEHTaM

5.3. Jlna oOecrieueHUs: IOCTyrna K apXUBHBIM JIOKYMEHTaM apXHWB IPEIOCTaBISIET
MOJIb30BATENI0 CIIPABOYHO-TIOMCKOBBIE CPEJCTBA K HUM (COBOKYITHOCTH OMHCAHUNA apXUBHBIX
JIOKYMEHTOB, TPEICTABICHHBIX B APXUBHBIX CIPABOYHHUKAX, MPETHA3HAYCHHBIX IS ITOUCKA
ApPXUBHBIX JJOKYMEHTOB U COJIEpKaIEICs B HUX JOKYMEHTHOU nH(pOpMaInn).

5.3.1. Komruiekc B3aMMOCBSI3aHHBIX M B3aUMOJIONOJHSEMBIX, CO3/1aBA€MbIX Ha €IWHOU
HAyYHO-METOJIMYECKON OCHOBE apXHMBHBIX CIIPABOYHHKOB O COCTaBE M COAEPIKAHUHU apPXUBHBIX
JIOKYMEHTOB (cuctema Hay4yHo-cripaBoyHoro anmnapara (HCA) apxuBa) BkirogaeT o0s3aTeIbHbIC
JUISL BEJICHUS B apXWBE apXUBHBIE CIPABOYHUKU (OMHCH JEN, JOKYMEHTOB; IyTE€BOAMUTENb;
CHUCTEMAaTUYECKHUM KaTaJIor) U IOMOJIHUTEIbHBIE apXUBHBIE CIIPABOYHUKH (yKa3aTelb; 0030D).

B apxuBe Benmercss aHanm3 u y4deT coctosiHus cucteMbl HCA apxuBa Ha OymMakHOM
HocuTene (kypHan mo ydery coctosauss HCA, kaproreka) u/wid B aBTOMaTU3HMPOBAHHOM
pexume.

O6H_[I/Ie Tpe60BaHI/I$I K OIMMCAHUIO apXUBHBIX TOKYMCHTOB

5.4. Omnucanue apxWBHBIX JIOKYMEHTOB (co3AaHMe HHGOpMAIMM ISl apXUBHBIX
CIIPAaBOYHHMKOB) MPOBOAMUTCS HA TPEX YPOBHSX: apXUBHBIM (POHA, €AMHUIA XpaHEHMs/eIUHUIA
yuyeTa, apXUBHbBIH JOKyMeHT. [Ipu He0OXOAMMOCTH OMUCAHWE MOXKET MPOBOAMTHCSA 1O TPYyMIIaM
apXUBHBIX (OHJIOB, TpyNNaM €AWHUIl XPaHEHWs/€IUHUI[ YydeTa, KOMIUIEKTaM, TpyIamM
ApPXUBHBIX JOKYMEHTOB, YaCTH apXHUBHOI'O JOKYMEHTA.

Onncanne apXHWBHBIX JTOKYMEHTOB IPOBOAMTCS HA TOCYAAPCTBEHHOM s3bIKe Poccuiickon
denepaui ¥ MOXKET JOIMOJHHUTEIBHO MPOBOJIUTHCS Ha fA3bIKaX CcyObekToB Poccuiickoit
®denepalii U A3bIKaX MEHBIIUHCTB.

OcCHOBOIl apXMBHOIO CIIPaBOYHUKA SBJIIETCS OIMCATENIbHAs CTaThs, COCTOSALIAs W3
CIEIYIOMUX O0O0sA3aTEeNbHBIX JJIEMEHTOB: CBEACHUN, WACHTUDUUIUPYIOMUX HHPOPMAIIIO
(Ha3BaHUE W CHPABOYHBIC JAHHBIE apXWBHOrO (POHAA, €AMHHUIBI XPaHEHMs/CTUHMIBI YydeTa,
apXMBHOTO JOKYMEHTA); CBEACHHUH O COCTaBe M COJECpKaHWW HHPOpMAIUM;, CBEACHUN 00
YCIIOBHAX JOCTYIA U YCIOBUAX MCIIOJIb30BAaHMs UH(OPMAIMK; CBEACHUN IO HCTOPUU aPXUBHOTO
donna (115 ypoBHS apXUBHOTO (HOH/IA).

[Tpu He0OXOAUMOCTH B ONUCATENBHYIO CTaThIO BKIIIOYAIOTCS OTOJHUTENILHBIE CBEICHUS O
MECTOHAXOKACHUU OPUTHMHAJIOB; O HAIMYMM APXUBHBIX JOKYMEHTOB (DOHI000pa3oBareis B
COCTaBe JPYTUX apXUBHBIX (POHIOB M MECTAaX MX XpaHEHUs, Onbauorpadus u ap.



5.4.1. OmucarenbHas CTaTbs apXMBHOTO CIPAaBOYHMKA HA YPOBHE apXHMBHOTO (oHIA
BKJIFOYACT: Ha3BaHWe apxuBHOro ¢oHmaa (cm. 1. 3.5.3), cmopaBOYHBIC JIaHHBIE O HEM,
UCTOPUYECKYIO CIPABKY K (POHTY, aHHOTALIUIO O COCTABE M COJIEP’KAaHUH apXUBHBIX IOKYMEHTOB,
nHpopMaIro 00 yCI0BUAX JOCTYNA M UCIIOIb30BaHMs, OuOIrnorpaduro.

5.4.1.1. CopaBounble NaHHBIE 00 apXUBHOM (POHIE COCTOST M3 DIIEMEHTAa APXUBHOTO
mudpa (Homepa (onma); odObemMa apxWBHOrO (OHIA B CAMHHUIAX XPAHEHUS W/WIM €IUHUIIAX
ydeTa MO BHJAM JOKYMEHTAIMH; KpPalHUX JaT apXHUBHBIX JTOKYMEHTOB IO KaXXJIOMY BHUIY
JIOKYMEHTAIUH; IEpeYHs] UMEIOLIErocss BHYTPU(OHI0BOr0 HayqHO-CIIPAaBOYHOI'O armnapara.

5.4.1.2. HUcropuueckas cmpaBka K (oHAY COCTOMT U3 HMHPOPMAIMH IO HCTOPHHU
dhoHI000pa30oBaTENS M HCTOPUHU apXHUBHOTO (POHIA.

Cenenuss mo wuctopud (GoHg000pa3oBarTeNs BKIOYAIOT: JaTbhl €ro o0pa3oBaHUS,
NEePEeUMEHOBAHMsI, pEOPraHU3alH, JTUKBUIALNHY, BEIOMCTBEHHYIO IIPUHAJIEKHOCTD, CTPYKTYPY
U (QYHKUMH, HA3BaHUS OpraHU3alMU-TIPEIIICCTBEHHUKAa M IpaBolpeeMHuKa. CBeneHUs o
donno00pa3oBaresie apXUBHOrO (POHJAA JIMYHOTO MPOUCXOXKIEHHUS BKIIOYAIOT €ro KpaTKue
Oouorpaduueckue naHHble ((HaMIIUIO, UM, OTYECTBO, MCEBJOHHUM, JCBHYBIO (PaMHUIIMIO, TATHI
XKHU3HHU, TPOPECCUIo, TaHHbIE O CIIY)KEOHOH M OOILECTBEHHOM AedrenbHOCTH). s apXuBHOTO
doHIa ceMbH, poJa AHAIOTUYHBIE CBEICHHS MAIOTCI O KaKJOM M3 POACTBEHHHKOB. Jlist
00BbEeIMHEHHOT0 apXUBHOTO (DOHJIAa COCTABISIETCs 00IIasi UICTOpPUYECKas CIPaBKa.

CBenieHHsI IO UCTOPHM apXWBHOTO ()OHIA BKIIOYAIOT ATy €ro IOCTYIUJICHHUS B apXUB,
o0beM M KpailHHME JaTbl AapXUBHBIX JOKYMEHTOB, CTENEHb HX COXPAaHHOCTH; OCOOEHHOCTH
(dopMHpOBaHUs, ONUCAHHUS M CHUCTEMaTH3alUH;, HH(QOpManmuio 00 W3MEHEHHSX B COCTaBEe H
o0beMe apXMBHOro (OHJA M HX HPUYMHAX, O HAJIMYUM APXHUBHBIX JIOKYMEHTOB JPYIHX
oprau3anuii uau iul (pOHIOBBIE BKIIIOUEHHS); O COCTaBE HAayYHO-CIIPABOYHOIO ammnapara K
apxuBHOMY (oHay. [ apXMBHOM KOJUIEKLIMU YKa3bIBAIOTCS CBEACHUS O BPEMEHH, YCIIOBHSIX,
OpUYMHAX €€ CO3/JaHus; NpUHOHIAX (HOPMHUPOBAHUSA;, MECTOHAXOXKIACHUU KOJUICKIUH 0
NOCTYIUIEHUS B apXMB; COCTABUTEIIE.

Hctopuueckast cupaBka K (QOHIY KOPPEKTHUPYETCS NPH HW3MEHEHHH 00beMa apXWBHOTO
doHma, a TaKkKe B cIydae peopraHu3alMM, U3MEHEHUs CTPYKTYpbl, (QYyHKUUI
¢donooOpazoBarens v T.I1.

5.4.1.3. AHHOTaLUs O COCTaBe M COAEP)KAHUHU APXHUBHBIX JTOKYMEHTOB apXMBHOIO (poHIa
BKITIOYAET KpaTKyl0 OOOOIIEHHYI0 XapakTepUCTHKY OSTHX JOKYMEHTOB IO BHIAM H HX
COJIepKaHUs 1O TEeMaM, OTPAKAIOUIMM HAampaBIEeHUs JeATeNbHOCTH (hOoHI000pa3zoBarens, ¢
yYKa3aHWEM XpOHOJOTMM TeM U o0o03HaueHueM uX reorpaduyueckux (aAMHUHUCTPATUBHO-
TEPPUTOPUATIBHBIX ) [PAHMUIL.

5.4.1.4. VYcnoBus pgocTyna K apXuBHBIM JOKYMEHTaM apXxuBHOro ¢oHIa U HUX
UCIIOJIb30BaHUS BKIIIOYAIOT CBEACHUS O HAJIMUYMU APXUBHBIX JIOKYMEHTOB, IOCTYIl K KOTOPBIM U
MOPSIIOK MX HMCIIOJIB30BAaHUs OIPAaHMYEHBI 3aKOHOAATENBCTBOM Poccuiickon dPenepannu WU
donn000pa3oBareseM, a Takke CBEJCHHUS O HATMYUH MOJATMHHUKOB 0CO00 LIEHHBIX TOKYMEHTOB,
B TOM 4YHCJII€ YHUKAJIBHBIX JOKYMEHTOB, M JOKYMEHTOB ApxuBHOro Qonaa Poccuiickoit
denepanuy, HaXOIAMIUXCS B HEYIOBIECTBOPUTEIHHOM (DU3MYECKOM COCTOSHHM; O HAJIMYUU
dboHaa MOTB30BAHMS.

5.4.1.5. buGmuorpadus K apxuBHOMY (OHIY BKIIOYAET CIHCOK OIyOJIMKOBAaHHBIX
CIPaBOYHUKOB TIO JaHHOMY (QOHAY ¥ TOQPOHIOBBIX TOKYMEHTAJIbHBIX ITYOJHKAIIHIA,
BBITTOJIHEHHBIX HA €70 OCHOBE.

5.4.2. OnwucarenbHas CTaThsl AapXMBHOTO CIPAaBOYHMKA HA YPOBHE  €IHMHMIIBI
XpaHEHUs/€TUHULIBI ydeTa BKIIOYACT: OPSIKOBbIM HOMEp €IMHUIIbI XpaHEHHs/€TUHHIIBI yUeTa;
CTapblii MHBEHTApHBI HOMEp; 3aroJIOBOK €IUHHIIBI XPaHEHHs/CIUHHIIBI ydeTa; CIPaBOYHBIE
JaHHble O Hell; yKka3aHMe Ha MOJUIMHHOCTH/KOMMMHOCTb, BHJ HOCUTENs (MIu crocod
BOCIIPOM3BEJICHHSI), S3BIK, BHEIIHHE OCOOCHHOCTH, VYCIOBHS JOCTyNla W HCIOJIh30BAHUS
apXUBHBIX JOKYMEHTOB. OmucarenbHasi CTaThsl MPH HEOOXOAMMOCTHU JIOMOJHSAETCS Ha3BaHUEM
apXUBHOTO ()OHJA U €r0 CTPYKTYPHOU 4acTu (OIMCH Jiell, JOKYMEHTOB), aHHOTALlMEH OTAEIbHBIX
ApXUBHBIX JJOKYMEHTOB MJIM UX TPYIII JAHHOW €MHUIIBI XpPaHEHUS/€AMHUIIBI yUeTa.



5.4.2.1. 3aros0oBOK €IMHHLbI XPAHEHUS YIPABICHUECKON JIOKYMEHTALMM, €IWUHMIIBI
XPaHEHMs ApXMUBHBIX JOKYMEHTOB JIMYHOIO IMPOMCXOKIEHUS BKIIIOYAECT: HAUMEHOBAaHUE BUAA
apXUBHBIX  JIOKYMEHTOB; aBTOpa(OB) apXUBHBIX JOKyMeHTa(oB); aapecara(oB) WU
KOPPECIIOHIEHTA(0B), KOTOPBIM HAIPAaBJIEHbl WIM OT KOTOPBIX HOJIYYEHbI JOKYMEHTBI; BOIIPOC
WIN TIpEeIMeT, Ha3BaHHs cOObITHA, (aKkTa, MECTHOCTH, (haMWIMU ¥ MHUIUAIBI JIHI, K KOTOPBIM
OTHOCHUTCSl COJEp)KaHUE YKa3aHHBIX JOKYMEHTOB; JAarhl coOblTuil. B ciydae orcyrcTBus
HEOOXOUMBIX CBEJCHUI B 3aroJIOBOK BKIJIFOYASTCS MOsICHsIONas WHGopMmanus "aBTop He
YCTaHOBJIEH".

3aroJ0BOK €IMHUIIBI y4eTa KWHOBH/ICOJOKYMEHTA BKIIIOYAET aBTOPCKOE Ha3BaHUE QHibMa,
CIELBBINYCKA, KNHOXYpPHAIa WIM Ha3BaHUE COOBITHSA, OTPAKEHHOTO B KMHO- WU TEJECIOKETE,
JaTy TMPOU3BOJCTBA W/WIIM JIaTy CHEMKH, (aMHIMM ¥ WHHUIHAIBI PeKUCCepa W/WIM omepaTopa
CBhEMKH.

3aroJ0BOK €AMHUIIBI yueTa (POHOJOKYMEHTA BKIIIOYAEeT HA3BaHUE U JKaHP (POHOIOKYMEHTA,
Ha3BaHUE, MECTO U JIaTy OTpaxeHHOro coObiTus. [Ipu orcyrcTBUM Ha3zBaHUS (POHOJOKYMEHTA
YKa3bIBA€TCSl OCHOBHOE COJIEp)KaHUE Telle- WM paJuolepeiauy, BBICTYIICHUS, Oeceabl U JIp.
3aroJ0BOK €IMHUIIBI yuyeTa (POHOJOKYMEHTA, CO/IEPIKAIIEro 3alicCh MIPOU3BEACHUS JINTEPATYyPhl
U MCKYCCTBa, BKJIIOYAET Ha3BaHUE MPOU3BEICHUS U €ro XaHp, NEPBYIO0 CTPOKY TEKCTa, KOTOpast
3aKJII0YAeTCs] B KaBbIUKHU, €CIM (POHOOKYMEHTOM SIBJIIETCSI HE UMEIOIIEe aBTOPCKOIO HAa3BaHUS
U He OomyOJIMKOBaHHOE paHee IMpou3BeleHHe; (aMWiIMM W HHUIMAIBl aBTOPOB  H/HIH
UCTIOJIHUTENIEH KaK caMOro IpPOM3BEACHUsS, TaK M €ro oopabOTOK, MepesioKeHHH, MepeBoioB;
S3BIK (DOHOTOKYMEHTA.

3aroj0BOK €IUHMIIBI XpaHEHHUsI (POTOAOKYMEHTAa BKIIIOYAET ONUCAHHE M300PAKEHUS WIIH
HazBaHue (oroamrOOMa, ciaiina, HeraTuBa, (aMWIMIO W WHHUIMAILI aBTOpPA, MECTO M JaTy
CHEMKH.

5.4.2.2. CripaBo4YHbIC JaHHBIC O CIUHUIIE XPAHCHUS/CIUHUIIE YI€Ta COCTOST H3:

3JIEMEHTOB apXMBHOTO 1Mdpa (Homepa (oHma; HOMEpa ONMUCH JIell, JOKyMEHTOB; HOMepa
€MHMIIBI XpaHEHMsI/€IMHULIBI YUeTa);

o0beMa eUHHIIBI XpaHEHHs/€IUHULIBI y4yeTa: JJIs apXUBHBIX JIOKYMEHTOB Ha OyMasKHOU
OCHOBE - KOJIMYECTBO JIUCTOB; JJII KHHOBHACO()OHOAOKYMEHTOB (B 3aBHCHMOCTH OT BHJA) -
KOJIMYECTBO E€IVHMI] XPAaHEHUS B €IMHUIE ydeTa WIM €IWHHIl ydeTa B €IUHMIIE XPaHEHU,
METpaXX, XpOHOMETpaXX, BpeMs 3By4aHHs (B MUHYTaX U CEKyHJaX); A (OTOAOKYMEHTOB -
KOJINYECTBO HETaTUBOB, COCTABIIAIOIINX €IUHMILY XpaHEHUs; A1 (OToaIb00MOB - KOJUYECTBO
($OTOOTIIEYaTKOB;

KpaliHUX JaT apXUBHBIX JOKYMEHTOB; AJI ayJMOBU3YaJIbHBIX JOKYMEHTOB - JIaThl 3alMCH
WM [Iepe3anucH.

5.4.2.3. B xadyecTBe BHJIOB MaTepUAIIbHOTO HOCUTENS €IUHHIIBI XPaHCHUS/€IMHULBI yyeTa
IIPU ONMCAHUM YKA3bIBAIOTCS:

JUIS YIIPaBJIE€HYECKONW JOKYMEHTAIMU U apXUBHBIX JOKYMEHTOB JIMYHOIO IPOUCXOXKACHHUS -
Oymara, KajbKa, meprames u T.1.;

111 POHOTOKYMEHTOB I'paMMO(OHHOI 3amucy - MaTepral HOCUTEIS;

U1 (POHOTOKYMEHTOB MarHUTHOM 3aMKCH - TUI MAarHUTHOM JIEHTHI,

U1 BUACOTOKYMEHTOB - (JOpMaT 3aIuCH;

U1 (pOTO- M KHHOJIOKYMEHTOB - (OpMaT U OCHOBA IUIEHKH, LIBETONEpeaya;

JUIS1 DJIEKTPOHHBIX JOKYMEHTOB - KOMITAKT-AMCK /WK APYTrOd COBPEMEHHBI HOCUTEITb.

5.4.2.4. YcnoBus OCTyNa K €AMHHUIIAM XPAHCHUS/CUHUIIAM y4YeTa U X HCIOJIb30BaHUS
BKJIIOYAIOT CBEJEHUS O HAJIWYMHM ApPXUBHBIX JOKYMEHTOB, IOCTYIl K KOTOPBIM U IOPSIOK HX
WCIIOJIb30BAaHNsI ~ OTPAaHWYEHBl  3aKOHOJATenbCTBOM  Poccmiickont ~— ®enepanuum Wi
donn000pa3oBareneM, a TakkKe CBEJACHUS O HATMYUH MOJAIMHHUKOB 0CO00 LIEHHBIX JOKYMEHTOB,
B TOM 4YHCII€ YHUKAJIBHBIX JOKYMEHTOB, M JOKYMEHTOB ApxuBHOro Qonaa Poccuiickoit
@denepauy, HaXOAIUXCS B HEYJOBICTBOPUTEIHHOM (PU3UUYECKOM COCTOSHUH, CBEICHHS O
HaJIMYUK (POHJAA MOJIb30BAaHUSA; O SI3bIKE M BHEIIHUX OCOOEHHOCTSIX ApXMBHBIX TOKYMEHTOB; O
Hanmunu HCA k enuHHIle XpaHEHUs/€AUHUIIE YUeTa.



5.4.3. OnucarenbHas CTaThsl apXUBHOT'O CIIPABOYHMKA HA YPOBHE apXMBHOI'O JOKYMEHTA
BKJIIOUYAET: 3ar0J0BOK; CIIPAaBOYHBIEC JaHHBIE O HEM; YKa3aHHE Ha MOJIMHHOCTH/KOMMHHOCTD; BU]
HOCUTENS (MM CIT0cO0 BOCIIPOM3BEICHHS); YCIOBUS JIOCTYIIA M UCIIOIb30BaHMUA.

5.4.3.1. 3aroyioBOK apXMBHOI'O JOKYMEHTa BKJIIOUA€T: HAMMEHOBAaHUE BHJIa APXUBHOIO
JIOKYMEHTa; aBTOpa; ajpecara WIM KOPPECIIOHAEHTa, KOTOPOMY HAampaBi€H WIH OT KOTOPOIo
MOJIy4eH JOKYMEHT; BOIIPOC WM HpeaMeT, coObiThe, (akT, JUI0, HAa3BaHHME MECTHOCTH, K
KOTOPBIM OTHOCHUTCS COZIEp)KaHUe YKa3aHHOTO TOKYMEHTa; JaTy cOOBITHS. B citydae oTcyTcTBUS
HEOOXOIUMBIX CBEJCHHUH B 3arojIOBOK BKJIIOYAETCA MOsICHsMOMas HHopmanus: "aBTop HeE
ycranoBieH", "0e3 pmatel". [lpum HEOOXOOUMOCTH 3arojoOBOK JOIOJHSETCS aHHOTAIIMCH,
PacKphIBaIOLLEH HE OTPAKEHHOE B 3ar0JIOBKE COJIEPKaHUE JAHHOTO IOKYMEHTA.

5.4.3.2. CipaBouHbI€ 1aHHbIE 00 apXUBHOM JIOKYMEHTE COCTOSIT U3 3JIEMEHTOB apXUBHOI'O
udpa (HoMmepa QoHIa; HOMEpa OIMUCH Jell, JOKYMEHTOB; HOMEpa €IMHUIIbI XPAHESHU /e TUHULIbI
ydeTa; HOMEpOB JIUCTOB); oObeMa (KOJIMYECTBA JIMCTOB) apXMBHOTO JOKYMEHTA; JaThl €ro
CO3J1aHUA.

5.4.3.3. VYcnoBusi nocTyna K apXWBHOMY JOKYMEHTY W HCIOJB30BAHHUS BKJIIOYAIOT
CBEJICHHWA O HAJIUYMKU OIPAHWYEHUN HaA JOCTYH M OrPAaHUYEHUHW [0 MCIOJb30BAHHUIO,
YCTaHOBJICHHBIX 3aKOHOJATeNbCTBOM Poccuiickoit ®enepanmuu wimm (ormooOpa3oBareneM, a
Takke 00 OTHECEHHHM ero K YHCIy 0CO0O ILIEHHBIX AOKYMEHTOB, B TOM YHCIE YHUKAIbHBIX
JIOKYMEHTOB, WJIH JIOKYMEHTOB ApxumBHOro ¢onna Poccuiickoii denepariuu, HaXOMSIIUXCS B
HEYIOBJIETBOPUTEILHOM (DHU3HUECKOM COCTOSIHUM; CBEIACHHS O HAMW4UK (OHAA MOJIb30BAHUS; O
SI3BIKE M BHEIIHUX OCOOCHHOCTSIX apXWBHOTO JOKYMEHTA; O BKJIFOYCHWU MH(OpPMAIMU O HEM B
cucremy HCA.

5.5. Ilpu coznannn HCA apXxuB y4uTBIBaeT HE TOJBKO 00IIMe TPeOOBAHUS K COCTABICHUIO
OMHCATEIbHBIX CTAaTeH apXUBHBIX CIIPABOYHUKOB, HO U OCOOCHHOCTH IMOATOTOBKH MX KaXJOTO
THUIIA U BUJIA.

Onuce e, TOKyMEHTOB

KoncynprantlIntoc: npumeydanue.

B odunmanbHOM TekcTe NOKyMEHTa, BUAMMO, JOMYIIEHa oleyaTka: HyHKT 6.4.2 B
JOKYMEHTE OTCYTCTBYET, II0 BOINPOCY, KacaloUleMyCs ONMCATEIbHBIX CTAaTe€ld EIMHHULL
XpaHEHUs/€TUHUI] y4eTa, CM. MyHKT 5.4.2.

5.5.1. Onuce Jen, AOKYMEHTOB (apXMBHBIM CHpPaBOYHUK, NpeAHA3HAYCHHBIH JUis
PacKpbITUsl COCTaBa U COJEP)KaHUS EIUHUI] XPaHEHUS/€IUHUL] YyYeTa, 3aKperyieHUs HX
BHYTpHU(OHIOBOW CUCTEMAaTH3aIlMK U ydeTa; mpuiokeHuss N 7 - 8) COCTOMT U3 OnucaTelbHBIX
cTaTel eAVHUII XpaHeHus/equHuIl yueTa (cM. 1. 6.4.2), uToroBoi 3amucu (cm. 1. 3.5.6), mucra-
3aBeputens (mpuioxenre N 3) U CIpaBOYHOTO arnmapara K OMUCH.

B cnpaBouHBIif anmapaT ONMUCH 1€, JOKYMEHTOB BXOMST: TUTYJBHBIM JIUCT; COAEp)KaHHUe
(ornaBieHue), IPEIUCIOBUE; CIUCOK COKPAIEHHI; TepeBOIHbIE TaOJINIIbI ApXUBHBIX MIK(POB (B
ciryyae rnepepaboTKH ONKCH); YKa3aTelu.

Ha TtutynbHOM nucTe omucu nien, JOKYMEHTOB IOMEIAIOTCS: MOJIHOE Ha3BaHHE apXuBa,
Ha3BaHHE M HOMEp apXMBHOTO (OHJa, HOMEP M Ha3BaHUE OIMCH, KpaifHHE J1aThl BHECEHHBIX B
OIHCH APXHUBHBIX JTJOKYMEHTOB.

[IpenucnoBue cocrapisiercs AUMO0 K KaXXAOH OMUCH JeJ, TOKYMEHTOB, JHOO0 obmiee Ko
BCEM ONHCSIM apxXuBHOro @QoHga. B mnpeaucioBun KpaTKO  M3/araloTcs  UCTOPHUS
¢donnooOpa3oBarenss M apxXUBHOTO (POHAA; aHHOTALUS COCTaBa M COZIEPIKAHUS APXHUBHBIX
JIOKYMEHTOB (C BblieJieHueM HanloJiee TUITMYHBIX TPYII €UHUL] XpaHEHUS/€TMHUL] yUeTa M0 UX
BUJAaM M PA3HOBHIHOCTSM, IO COJEPXKAHMIO); COCTAaB CIIPABOYHOTO ammapara K onucu. Ilpu
COCTaBJICHUH OTJEIbHBIX MPEAUCIOBHM K Ka)XJI0H OMUCH apXUBHOTO (JOHJA BCce OOIIME JaHHbBIE
1o uctopuu GoHA000pa30BaTEN U UCTOPUS APXUBHOTO (POH/IA MOMEIAIOTCS B MPEAUCIOBUU K
NEepBOM OMKCH Jell, JOKYMEHTOB.



[Tpu HEoOXOAMMOCTH K OIHUCH €N, JOKYMEHTOB COCTaBJISIOTCS OOILIME U CHelHalbHbIe
yKa3aTeny.

5.5.1.1. ApxuB B HEOOXOAMMBIX CIIydasX OpraHU3yeT YCOBEPILICHCTBOBAaHHE U
nepepabOTKy Omucel Aei, JOKyMEHTOB.

VY COBepIICHCTBOBAHUE OMUCH J€J, JOKYMEHTOB - KOMIUIEKC pPa0OT IO MOBBIIICHUIO
UH(GOPMATUBHOCTH ONMCH: YTOYHEHHIO 3arojOBKOB CIMHHWI] XpaHEHWs/eauHun ydera (0e3
U3MEHEHHS UX CUCTEMAaTH3alllH ), COCTABICHUIO HEOOXOIMMOTO CIIPAaBOYHOT'O armapara K OMUCH.

[TepepaboTka omucH jaen, JOKYMEHTOB - COCTABJIEHHE HOBOW OIMCH B3aMEH CTapoil, He
OTBeYamIIeil TpeOOBaHMAM MOWCKAa M YydeTa apXHWBHBIX JOKyMeHTOB. Ilepepaborka ommcu
BKJIIOYACT: W3YYCHHWE EAWHUI] XPAHCHUS/CAMHMI[ y4deTa C MPOBEICHHEM OJKCIEPTU3Bl HX
[IEHHOCTH, YTOYHEHHEM WX (OHJOBOH NPUHAUICKHOCTH; YTOYHEHHE WM COCTaBJICHUE
3aroJIOBKOB €JIMHUI] XPaHEHHs/CAMHUI] y4eTa; ONpeesICHNe WIM YTOUYHCHHE UX KpalHMX JarT,
NepecrCcTeMaTH3alMI0 eIMHUI] XPAHESHUS/€AUHUI] y4YeTa 10 HOBOW CXEMe CHUCTeMAaTH3alud U
COCTaBJICHHE HEOOXOIMMOro CIPABOYHOro ammapara K omucH. llpum mnepepaboTke omucu
COCTABIIICTCSl TEPEBOJHAS TaONUIAa CTaphlX M HOBBIX AapXHMBHBIX IMH(POB  EIUHHMIL
XpaHEHUS/€IUHULl YydeTa. YHUUYTOXKEHHE CTapbhlX ONMCeH Jies, JIOKYMEHTOB TIIOCie HX
nepepaboTku 3ampemaercs. Crapble ONUCH YYHTHIBAIOTCS IO HOBBIM ONKCSIM Ha IPaBax
OTAEJBHBIX SIUHMI] XPAaHEHHUS U MOMEIIAI0TCS B KOHIIE HOBOW ONHUCH 3a MOCIECTHHUM HOMEPOM
MO/ CBOMM 3arojIOBKOM U ¢ oTMeTKOo# "Omnuch nepecoctaBieHa. Cum. om. N ...".

[IyreBoagurenn

5.5.2. IlyreBoauTtens (apXUBHBIM CIPaBOYHUK, COJEP)KALIUI CBEAECHHUS 00 apXUBHBIX
¢doHmax apxuBa (apXMBOB) B CHCTEMAaTM3MPOBAHHOM BHJAE U IpeJHa3HAuYEHHBIA I
03HAKOMJICHHUS I10JIb30BATENS C UX COCTABOM U COJIEP>)KAHUEM) COCTOUT U3 OIHUCATEIbHBIX CTaTeN
Ha ypoBHe apXuBHOTO (oHJa (cM. 1. 5.4.1) U crIpaBOYHOTO armnapara.

Bunamu nyreBoauTens SBISAIOTCA MMyTEBOAUTEND 1O (OHIAM apXuBa (apXUBOB); KpaTKUI
CIPAaBOYHUK 1O (HOHJAM apxuBa (apXMBOB); TEMATUYECKHH MyTEBOAMTENb MO (OHIAM apXHBa
(apxuBoB). IlyreBoauTenu mMOApPa3NEAIOTCS TaKKe€ Ha apXUBHbIE (BHYTPUApXUBHBIE) H
MeKapXUBHbIE.

Bun nyreBoauTens U cxema MOCTPOEHUS ONPEAEISIOTCS €ro 1eJIEBBIM Ha3HAUEHHUEM.

5.5.2.1. OcHoBHast 4YacTh MyTeBOAUTENs MO (OHJIAM apxuBa (apXMBOB) COCTOUT W3
ONMCATEIbHBIX CTaTe apXUBHBIX (DOHIOB WJIM TPYMI apXUBHBIX (HOoHAOB. B myreBoautens 1o
¢doHmam apxuBa (apXMBOB) JIOJDKHBI BKJIHOYATHCS CBEIEHUS O BCEX OTKPBITBIX APXHMBHBIX
¢onnax. Hexoropble apxuBHblE (OHABI MOTyT OBITH MpPEACTAaBIEHbl B BHUAE CIHCKA
HEaHHOTHPYEMBIX apXUBHBIX (POHIOB.

5.5.2.2. OcHOBHas 4acTh KpaTKOTO CIPaBOYHMKA MO (poHIaM apXxuBa (apXUBOB) COCTOUT M3
CHCTEMaTH3MPOBAHHOTO IE€PEYHs ONMHUCATENbHBIX CTaTe Ha apXuBHBbIC (OHIBI WIM TPYIIHI
apXUBHBIX (DOH/IOB.

Kparkue crnpaBOYHHMKM MOApa3AEsAIOTCS HAa aHHOTUPOBAHHBIE M HEAHHOTHPOBAHHBIE.
OnucarenpHass cTaThsi B aHHOTHPOBAHHOM KpaTKOM CIIPABOYHUKE COCTOMT U3 Ha3BaHUS
apxXUBHOTO (poH/A CO BCEMM MEepeMMEHOBaHUAMHU (HOHI000pa30oBaTesl, CIIPaBOYHBIX JTaHHBIX 00
apXMBHOM (DOH/I€ M KPaTKOW aHHOTAIlMU HA apXHUBHbIE JOKYMEHTHI 3TOro ponaa. OnucarenbHas
CTaThsl B HEAHHOTHPOBAHHOM KPAaTKOM CIIPABOYHHMKE COCTOUT M3 HA3BaHUS apXUBHOTro (oHIa U
CIIPABOYHBIX TAHHBIX O HEM.

5.5.2.3. OcHOBHas yacTb TEMAaTHYECKOTO IyTEBOAUTENS MO (OHAaM apXxuBa (apXUBOB)
COCTOMT U3 CHCTEMATHU3UPOBAHHOTO MEPEUHs OMHCATENbHBIX CTaTel MO ONpeAeseHHOW TeMe Ha
apxXuBHbBIE (POH/IBI UM UX YaCTH.

5.5.2.4. B crnpaBoYHBINA anmapar MMyTEBOAUTENS JIFOOOTO BUIA BXOMAT TUTYJIHHBIA JIUCT,
coJiep)kaHue (OIJaBJICHUE), MPEIUCIOBUE, CIIMCOK COKpALICHWM, NpUIoKeHus, ykasareau. K
MyTEBOJIUTEIIO COCTaBIIsIeTCs 001ast Oubauorpadus.

B MHOTOTOMHBIX M3aHUAX MYTEBOJHUTEICH COCTABISETCS CIPABOYHBIN ammapar Kak JUIsd



BCEro M3JaHMs B 1LIEJIOM, TaK U JIJISI OTAEJIBHBIX TOMOB.
Karanoru

5.5.3. Karanoru (Mex(oHIOBbIE apXUBHBIC CIPABOYHHKH, B KOTOPBIX CBEIEHHUS O
COJIepKAHNUU apXUBHBIX (DOHIOB, €AMHMIL XPaHEHHsI/€IUHUIL] yueTa, apXUBHBIX JIOKYyMEHTOB (WU
UX 4acTei) apxuBa CTPYNIIMPOBaHbI 0 NpeAMeTaM (TeMaM, OTpaciisiM), PaclOJIOKEHHBIM B
COOTBETCTBUM C ONPEAEICHHON cXeMol KiaccupuKauy JOKYMEHTHOM HH(popMalun) o0pa3yroT
CUCTEMY KaTaJloroB apxuBa. CocTaB CHCTEMbI KaTaJoOroB apXHBa ONPEIENSETCS COCTaBOM U
COJIEP’)KaHUEM APXMBHBIX JOKYMEHTOB; MHTEHCHUBHOCTBIO HX HCIOJIb30BAHUSA; CTEIECHBIO
pa3pabOTaHHOCTH apXHMBHBIX (OHIOB; HAIMYMEM M KadeCTBOM JPYTrUX THUIIOB apXHBHBIX
CIIpaBOYHMKOB. OCHOBHBIMM B CHCTEME€ KAaTaJOroB apXuBa SBJISAIOTCS CUCTEMATHYECKUM H
MMEHHOM KaTaJIOTH.

Karanorn nonpasaenstorcs Ha CUCTEMATHYECKUE, TEMATHUYECKUE U UX Pa3HOBUIHOCTH
(kaTaJlorM 1O UCTOPUM YUPEXKJEHUH, aIMUHUCTPATUBHO-TEPPUTOPUATIBHOIO AENEHUS U [Ip.),
IpeIMETHBIE U UX PA3HOBUIHOCTH (MMEHHOM, reorpaduueckuii, 00beKTHbIH).

OnucarenpHasi cTaThsl Karajora BKJIIOYACT: Ha3BaHUWE apXWBa; HHJIEKC, pPYOpUKY U
noapyOpHKy; AaTy COOBITHS; MECTO COOBITHS; CBEACHUS M3 apXMBHOTO JOKYMEHTA, €IMHUIIbI
XpaHEHHS/€TUHULBI  y4eTa, apXWBHOTO QoHAa (ColepKaHWe), AapXHWBHBIM MMHUQp; SA3BIK
JIOKYMEHTa M CIOCO0 €ro BOCHPOM3BEACHUS; (PAMUIMIO COCTaBUTENS U JATy COCTaBICHMS
ONMCATEIbHOU CTATBH.

JUIs ycTaHOBIIEHUS CBSI3U MEXKIY pa3/ielaMH Karajora Wi pa3felloB KaTajuora ¢ ApyruMu
apXUBHBIMH CIIPAaBOYHUKAMHU IIPUMEHSIETCSA CUCTEMA OTCHLIOK.

VYkazarenu 1 0030pbl

5.5.4. Vkazarenu (apXUBHBIE CIPABOYHUKH, TMPEJCTABISAIONIME CO00M andaBUTHEIE,
CHUCTEMaTHYEeCKHE HJIM COCTaBJIIEHHBIE MO KAaKOMY-JIMOO MHOMY NpPU3HAKy NEpeYHHM Ha3BaHUMN
(HauMEHOBaHUI) MpEAMETOB, YINOMHHAEMbIX B AapXUBHBIX JOKYMEHTaX, C yKa3aHUEM HX
apXUBHBIX MHU(POB) MOAPA3AENAIOTCA Ha BHYTPUDOHIOBBIE, MEXK(POHIOBBIC, MEKAPXUBHBIE, a
TaKkk€ Ha TEeMaTUYeCKHe, TpeIMeTHble (00mue ¢ CHenuaibHbIe), XPOHOJOTUYECKUE.
Pa3HOBHIHOCTSAIMU NMPEIMETHOTO YKa3aTells ABJISI0TCS HMEHHON U reorpapuuecKuil ykazaTenu.

VYkazarenu MOTyT ObITh CAMOCTOSITEJIbHBIMU apXUBHBIMH clipaBoYHMKamMu B cuctreme HCA
apxXMBa WJIM BXOJUTh B COCTaB BCIIOMOIaTEJIbHOIO CIPAaBOYHOIrO ammapaTa K JIpyruM TUIIaM
ApXUBHBIX CIIPABOYHHUKOB.

OmnwucarenbHas cTaThsl yKasaress JIO00r0 BHJA COCTOMT W3 MPEIMETHOTO IOHSTHUS
(pyOpukm) 1 apxuBHOTO T dpa.

B ykazarene mnpuMeEHsAETCs CHCTEMa OTCBUIOK JUISl YCTAaHOBJIEHMSI CBSI3€H MEXAY
TOIE€CTBEHHBIMH MPEIMETHBIMU TTOHSATUSIMU.

5.5.5. O630ps! (apXMBHBIE CIIPABOYHUKH, BKIIOYAIOIINE CUCTEMATH3UPOBAHHbIE CBEICHUS
0 COCTaBe U COJEPKAHUU OTIEIbHBIX KOMILIEKCOB apXUBHBIX JOKYMEHTOB, JOIOJIHEHHBIE WX
UCTOYHHUKOBEIUECKUM aHaJIM30M) MOJAPA3JENAoTCs Ha 0030psl (OHIOB U TeMaTHYeCKHe
0030pHI.

O0630p (oHIa BKIIOYACT CHUCTEMATH3UPOBAHHBIE CBEIEHHUS O COCTaBE M COJEp)KaHUU
apXMBHBIX JOKYMEHTOB OJHOT'O apXHMBHOTO (OH[A.

TemaTnueckuit 0030p BKIIOYAET CHCTEMAaTU3MPOBAHHBIE CBEACHHS O COCTaBe U
COJIEp’)KaHUU apXMBHBIX JOKYMEHTOB OJIHOTO WJIM TPYMINbl apXUBHBIX (POHJOB OIHOTO WU
HECKOJIbKUX apXUBOB I10 ONPEACIEHHON TEME.

B cnpaBounblil anmapaT 00630pa BXOAST TUTYJBHBIM JIMCT, cojepxaHue (OrjaBJieHHE),
IpPEIUCIOBHE, CIHUCOK COKpalleHud, ykaszarenu. K Temartmueckomy 0030py TOJDKHBI OBITh
COCTaBJICHBI CITUCOK (hOHAO0B, HH(OPMAITUS O KOTOPBIX COJAEPKUTCS B 0030pe, u Oubnumorpadus
o TeMe 0030pa.



ABtomatuzupoBanHbii HCA

5.6. ApXuBHBIC CIIPABOYHHKH MOTYT BECTHUCh B apXMBE B aBTOMAaTH3MPOBAHHOM PEXKHME,
00ecreynBaroIeM BO3MOKXHOCTH ONEPATUBHOTO M MHOTOACIIEKTHOTO MOMCKA U MPEACTABICHUS
JOKYMEHTHOH HH(OpMaIny (B TOM YHCIIE B PEKUME yIAICHHOTO JOCTYIIA).

Wudopmannonnoe nHamomHeHnue aBTroMatusupoBanHoro HCA cocraBnsieT copaepkaHue
OIMCATENIbHBIX CTaThell apXMBHBIX CIPABOYHHKOB HAa YpOBHE apxuBHOro Gonma (cM. 1. 5.4.1),
€IMHUIIBI XPaHEeHUS/€AMHUIIBI yueTa (CM. 11. 5.4.2), apXHUBHOTO TOKyMeHTa (cM. 1. 5.4.3), a Taxke
KJIFOUEBBIC CIIOBA U PyOPUKATOPEI.

O0s3aTenbHBIMHE BUIAMHU KITIOUEBBIX CJIOB (TEPMHHOB, XapaKTEPU3YIOIIUX B 000OIICHHOM
U CKaTOM BHJIE COJCp)KaHUE OMHMCATENbHBIX CTaTheil apXMBHBIX CIIPABOYHHKOB) MPU BEACHUH
aBromarusupoBanHoro HCA sensitorcs: "temartuka", "mepconanuu', "reorpadus". B cioyuae
HEOOXOAMMOCTH MOTYT CO3/1aBaThCsl IPYTUe BUABI KIIFOYEBBIX CIIOB.

PY6pI/IKaTOpI>I - CHCTEMAaTHYECKHE M TEMaTHYECKHE CXEMBI MOHSITHHU C HHACKCAMU OJIs1
CTPYKTYPHUPOBAHUS U ITOUCKA JOKYMEHTHOW MHpopManuu B aBTomaruzupoBanHoM HCA.

CDOprI HCIIOJIb30BAHUA AapXUBHBIX JOKYMCHTOB

5.7. OcHoBHBIE (HOPMBI UCTIOIB30BAHUS APXUBHBIX TOKYMEHTOB (IIPEI0CTaBICHUS apXUBOM
0€3BO3ME3/IHO HJIM BO3ME3JIHO II0JIB30BATEN0 WH(OPMAIMOHHBIX YCIYr W MH(POPMALMOHHBIX
MPOJYKTOB JIs YIOBIETBOPEHHS €ro MH(POPMAIIMOHHBIX OTPeOHOCTEH):

nH(POPMAIIMOHHOE 00eCTIeYeHNE TI0IH30BATENEeH B COOTBETCTBHH C MX 3alIPOCAMH, a TAKKe
B HHUILIMATUBHOM MOPSIKE;

IIPEAOCTABIICHUE APXUBHBIX JJOKYMEHTOB I10JIb30BATEISIM B YUTAJIBHOM 3aJI€ apXHBA;

SKCIIOHUPOBAHUE aPXUBHBIX JOKYMEHTOB HA BHICTABKAX;

HCIOJIb30BaHNE apXUBHBIX JJOKYMEHTOB B CPEJICTBAX MacCOBOM MH(pOpMaLny;

poBeieHne HH(POPMAIIMOHHBIX MEPONPHUITUH (BCTped ¢ 0OLIECTBEHHOCTHIO, SKCKYpCHUil B
apXMBBI, IPE3CHTAIMM, JHEW OTKPBITBIX [BEpEH, JIEKUHUH, TOKJIAJA0B, YCTHBIX JKYPHAJIOB,
KOH(epeHIUHA, YpOKOB JJsl CTYACHTOB M HIKOJBHMKOB M JIp.) C MCIIOJb30BaHMEM apXUBHBIX
JIOKYMEHTOB;

MyOIMKaIUs QpXUBHBIX JOKYMEHTOB.

5.7.1. 3anpockl, MOCTyNAIONINE B apXHUBBI, MOAPA3ACIAIOTCS Ha!

3aIlpochl O MPEeIOCTAaBICHUN UHPOPMALIMKU 10 OIpeesIeHHON nmpobiaeme, TeMe, COOBITHIO,
¢dakty (Temaruuyeckue 3amnpochl). Pa3HOBHUIHOCTBIO TEMATUYECKUX 3allpOCOB  SBISAIOTCA
Ouorpaduueckue 3amnpochl, MO KOTOPHIM YCTaHABIUBAIOTCS CBEAEHUS, HEOOXOAMMBIE IS
W3YYEHHUS KU3HU U 1€ATETbHOCTH KOHKPETHBIX JIMII;

3aMpochkl O MPEJOCTaBICHUH HH(OpManK, HEOOXOIUMOW Al YCTaHOBJIEHUS POJICTBA,
POJICTBEHHBIX CBSI3€W ABYX WJIM OOJiee JUI], UICTOPUU CEMbH, poJia (TeHeaIOTnYEeCKUe 3arpocChl);

3alpoChl, CBS3aHHBIE C COLMAJIBHOM 3alIUTON TIpaxJaH, IPEAyCMaTPUBAIOIINE HX
NIEHCUOHHOE O0ecleyeHne, a TakkKe MOJydeHHe JbIOT U KOMIIEHCAllUd B COOTBETCTBUM C
3akoHONaTenbCcTBOM  Poccmiickoit  ®enepann U MEXAYHAPOTHBIMH  00s13aTEIbCTBAMU
Poccutickoit deneparyu (3arrpochl COMATIBLHO-TTPABOBOTO XapaKTepa).

5.7.2. B uensax Hacrosmux [IpaBui ucnonb3yroTcs caeayonue NOHATHS:

apxXuBHas CIpaBKa - JIOKYMEHT apXHBa, COCTABJICHHBIM Ha OJlaHKe apXHBa, WMEIOLIUI
IOPUJIMYECKYIO CHJIYy M COJAEpKAIlMi JOKYMEHTHYI0 HH(OpPMAaLMI0O O MHpeaMeTe 3ampoca ¢
yKa3aHWEM apXMBHBIX IIH(YPOB U HOMEPOB JHMCTOB EIAMHHII XPaHEHHs] TeX apXUBHBIX
JIOKYMEHTOB, HA OCHOBAaHUH KOTOPBIX OHA COCTaBJIEHA;

apXMBHas KOMHUS - JOCIOBHO BOCIIPOM3BOJAIIAS TEKCT apXHWBHOTO JOKYMEHTA KOMHS C
yKa3zaHHEM apXHBHOTO ImUdpa ¥ HOMEPOB JHCTOB EAMHHUIBI XPAHEHUS, 3aBEpeHHas B
YCTaHOBJICHHOM IOPSAKE;

apX¥WBHAas BBIMHCKA - JTIOKYMEHT apXuBa, COCTABJICHHBIM Ha OJaHKe apXuBa, JTOCIOBHO



BOCIIPOM3BOSIINI YacTh TEKCTa apXMBHOTO JOKYMEHTA, OTHOCSAIIMUUCS K OIPEACICHHOMY
dakTy, COOBITHIO, JHIy, C yKa3aHHMEM apXWUBHOTO IUdpa W HOMEPOB JIUCTOB EIUHHUIIBI
XpaHEHUS;

nH(OPMALIMOHHOE MUCHBMO - MHCbMO, COCTaBJICHHOE Ha OJIaHKe apXuBa IO 3ampocy
MOJIL30BATES WM 110 MHUIIMATHBE apXHBa, cojepkaiiee HHHOPMAIIUIO O XPAHSIINXCS B apXUBE
apXUBHBIX JOKYMEHTaX IO ONpeeTIeHHON npodaeme, TeMe;

TEMaTUYECKUM MepeyeHb apXMBHBIX JOKYMEHTOB - CHUCTEMATH3WPOBAHHBIN KpPaTKUU WU
AHHOTHUPOBAHHBIN MEpPEeYeHb 3aroJIOBKOB ApXHMBHBIX JOKYMEHTOB, €IMHHI] XpaHEHHs/CIUHHULL
ydeTa 1o ONpeAeNiCHHOW TeMe ¢ yKa3aHWEM MX JaT M apXHUBHBIX IIU(PPOB, COCTABICHHBIN IO
3arpocy Mojab30BaTels WK 110 MHULIUATUBE apXUBa;

TEMaTHYeCKass TMOJ00pKa KONMUN apXUBHBIX JOKYMEHTOB - CHCTEMAaTH3UPOBAHHBIN
KOMIUIEKT KOIUH apXWBHBIX JOKYMEHTOB WJIM MX YacTed 10 ONpelIelIeHHON TeMe,
MOATOTOBJICHHBIA apXWBOM IO 3alpocy TOJIb30BaTEeNsl WM 10 HWHUIMATHBE apXUBa.
Temaruueckass MmoaOOpKa BKJIIOYAET TUTYJABHBIM JUCT, TEMAaTUYECKUN IepeYeHb AapXUBHBIX
JIOKYMEHTOB M TIPU HEOOXOTUMOCTH UCTOPUYECKYIO CIIPABKY I10 TEME;

TEMaTUYECKHI 0030p apXUBHBIX JOKYMEHTOB - CM. II. 5.5.5.

HOprI[OK HCIIOJIHCHHA 3aIlIPpOCOB ITOJIb30BaTeIICH

5.8. 3ampoc moznb30BaTeNsl paccMaTPUBAETCS M HCIOJNHSAETCS apXUBOM IpU HAJIMYUHU B
3arpoce HauMEHOBAaHUS IOPUAMYECKOro Jinna (s rpaxkaaH - (paMuimu, UMEHH W OTYECTBA),
IIOYTOBOT'O W/WJIM 3JIEKTPOHHOIO aJpeca MOoJb30BaTeNs, yKa3aHus TeMbI (BOIIpOca), XPOHOJIOTUU
3arpamuBaeMoil HH(OpMaIiH.

3ampoc MoJib30BaTeNsl pacCMaTPUBAETCS PYKOBOJACTBOM apXvBa WIM YIOJHOMOYEHHBIM
JOJDKHOCTHBIM ~ JIMIIOM  (JIMI]aMH), HAMpaBiIsIeTCS HAa HCIOJHEHHE B COOTBETCTBYIOIIHUE
NOJpPA3/IeIeHUus] MJIM HEMOCPEICTBEHHO MCIOJHUTENI0 U MHCIOJNHAETCS 10 apXUBHBIM
JOKYMEHTaM H/WJTU TIeYaTHBIM U3JJaHUSIM, OTHOCSIIIMMCS K TIPEAMETY 3aIpoca.

3anpoc, He OTHOCSALIMICSA K COCTaBY XPaHSIIMXCS B apXUBE apXHUBHBIX JIOKYMEHTOB, B
TEUYEHHUE 5 THEeW ¢ MOMEHTA €r0 PEeruCTPaliy HAIPaBIISETCS B APYTrol apXuB WIH OPTaHU3AIHUIO,
I7le XpaHATCS HEOOXOIUMbIE apXUBHBIE JOKYMEHTHI, C YBEIOMIIEHMEM 00 3TOM IOJb30BATEIs,
WM TIOJTH30BATEIIO JJAETCSl COOTBETCTBYIOMIASI PEKOMEHIAIINS.

ITpu nocrymnenun B apxuB MHTepHeT-0OpalieHus (3ampoca) Mojb30BaTeisl C yKa3aHUeM
ajzipeca DIEKTPOHHON IMOYTHl W/MIM TMOYTOBOTO aJpeca €My HaIlpaBIsieTCs YBEIOMIICHHE O
npueme oOpaleHus (3arnpoca) K paCCMOTPEHHIO WIM MOTUBHPOBAHHBIM OTKa3 B paCCMOTPEHUU.
[TpunsiTOE K paccMOTpEeHHIO OOpallleHre (3apoc) pacluedyaTbIBacTCs, U B JanbHelemM padoTa ¢
HUM BEJIETCS B YCTAaHOBJICHHOM IOPSJIKE.

OTBeT Ha 3ampoc TMOJB30BATENs JAaeTCsl Ha TOCYIAapCTBEHHOM s3bike Poccuiickoit
denepanuu.

ApXUB OCYyIIECTBIISIET MIPHEM TPaKJaH B MPHUEMHOW WM CTOJE CIPABOK M BENET MX y4eT
[0 YCTaHOBJIEHHOW ¢opme. PyKOBOJACTBO apXuBa HECET JHUYHYIO OTBETCTBEHHOCTh 32
OpraHu3aINIo TIPHEMa U PACCMOTPEHHSI 3aIPOCOB TPaXK/IaH.

5.8.1. Temaruueckuil 3ampoc TOCYJAapCTBEHHOIO OpraHa WJIM OpraHa MECTHOTO
CaMOYTIpaBIICHHS, CBS3aHHBIA C WCIIOJHEHHEM MMM CBOMX (YHKIMH, apXWUB pacCMaTpPHBAcT B
IEpBOOYEPETHOM MOPSAKE B YCTAHOBJICHHbIE 3aKOHOJATEILCTBOM JIMOO B COIJIACOBAHHBIE C
HUMH CPOKH. VIcTIOTHEHHEe TaKOTo 3a1poca OCYIIECTBIISIETCS] Ha 0€3BO3ME3THOW OCHOBE.

VcnonHeHne TeMaTH4eCKOTo 3ampoca OpraHu3allMd WM TpaKAaHWHA OPraHU3yeTcsl B
MOpSIKE OKa3aHWs IUIATHBIX YCIyr (B TOM 4YHCJIE Ha OCHOBE JIOTOBOpA) HMJIM OE3BO3ME3JIHO.
CpokH ¥ cTOMMOCTB paboT MO UCIOJIHEHUIO YKAa3aHHOTO 3alpoca B MPEABAPUTEIBHOM MOPSIKE
COTJIACOBBIBAIOTCS C TIOJH30BATEIIEM.

IIpu HeoOXoAMMOCTH TPOBENEHUS O0BEMHOW pPAaOOTHI MO TMOUCKY MU KOIMHUPOBAHUIO
apXUBHBIX [JOKYMEHTOB apXWB IHCbMEHHO H3BEINAET I0JIb30BaTENsl O IPOMEXKYTOUHBIX
pesyibrartax paboThl. Bua mH(pOpMalMOHHOTO JOKYMEHTA, MOJArOTaBIMBAEMOIO apXWBOM IO



3aMmpocy MOJIb30BaTEINs, COTIACOBBIBAETCS C HUM, €CIIK 00 3TOM HE YKa3aHO B 3aIpoce.

5.8.2. I'eHeanornueckuii 3ampoc MOJIb30BATENSI apXHUB HCIOJHSIET B TMOPSIKE OKa3aHUS
MJIATHBIX YCAYT (B TOM YHCJE HAa OCHOBE JIOrOBOpa). YKa3aHHBIN 3alPOC MOKET UCHOJHITHCS
KaK B OTHOILICHUH 3asBUTEJIS, TAK U B YCTAHOBJIEHHOM MOPSAKE B OTHOIICHUU JAPYTUX JIUII.

Wudopmanus monb30BaTeNI0 MpEACTaBiIseTcs B (GOpME  POIOCIOBHOTO  JpEBa,
TreHealOTHYeCKO POCIHCH, T'€HEealoTHYecKOol TaONUIbI WM apXUBHBIX CIIPABOK, apXUBHBIX
BBIIIMCOK, KOINWW apXWBHBIX JOKYMEHTOB, YCTaHAaBJIMBAIOLIUX PpOACTBEHHbIC CBsa3u. [lpu
OTCYTCTBHHM BO3MOXHOCTEH MO HCHOJHEHHUIO T'€HEATOrHYeCKUX 3alpOCOB apXHUB PEKOMEHAYET
MOJIb30BATEI0 MPOBOJUTH CAMOCTOSITENILHBIM TIOMCK WHTEpeCyrIneld ero uHGOpMaluu
TFeHealOTHYeCcKOro XxapakTepa B YUTAIHLHOM 3aJie apXH1Ba.

5.8.3. 3ampoc conuaabHO-TIPABOBOTO XapaKTepa UCIIOHAETCS apXUBOM 0€3BO3ME3IHO.

Cpok HCIIOJNIHEHHUs 3ampoca COIMAIbHO-TPAaBOBOTO XapaKTepa B apXWBEe HE JOJKEH
npesbimarh 30 mgHEH ¢ MOMeEHTa peructpanuu 3ampoca. C paspenieHus pyKOBOJICTBA apXuBa
3TOT CPOK MOXKET OBITh MPU HEOOXOAUMOCTH MPOAJIEH C 0043aTeNbHBIM YBEIOMIIEHHEM 00 3TOM
nosb3oBaress. Cpok ucnonHeHus 3amnpoca no HCA apxuBa - He 6osee 15 qHelt ¢ MOMEHTa ero
pEerucTpalyi.

[Ipy WCMOJIHEHWH TOBTOPHOTO 3ampoca  COIHAIBHO-TIPABOBOTO  XapakTepa WIH
COCTaBJICHUH MO MPOchOe MOJIb30BaTENsl ApXUBHOW CIPAaBKH, aHAJOTUYHON paHee BBIAAHHOM,
APXUB IIPOBEPACT COOTBETCTBUC CBGIICHI/Ifl, BKJIFOYCHHBIX B OTY CIIPABKY, TCM, KOTOPLIC HMCIOTCS
B apXUBHBIX JIOKYMEHTAaX, M B Cllydae 0OHapy>KEHUs JOMOJIHUTEIbHBIX CBEICHUN BKIIIOYAET UX B
IIOBTOPHO BBIIABAEMYIO apXUBHYIO CIIPABKY.

OdopmiieHre apxXUBHBIX CIIPABOK,
ApXUBHBIX BBIMUCOK U APXUBHBIX KOIHIA

5.9. ApxuBHas clpaBKa W apXHMBHas BBIIHMCKA COCTAaBIIAIOTCA ¢ O0O3HAYEHHEM Ha3BaHMUs
MH(OPMaLMOHHOIO JJOKyMeHTa "ApxuBHas cupaBka', "ApxuBHas BbIHUCKA".

(B pexn. IIpukaza Munkynstypsl PO ot 16.02.2009 N 68)

5.9.1. Tekcr B apxuBHOH cnpaBke (mpuioxkeHue N 13) maercs B XpPOHOJIOTHMUECKOMN
MOCJIEIOBATEIbHOCTH COOBITUI C yKa3aHHMEM BHJOB apXUBHBIX JIOKYMEHTOB M MX Jjar. B
apXMBHOM CIIpaBKE JOMYCKAeTCsl IMTUPOBAHHE apXUBHBIX TOKYMEHTOB.

HecoBnanenue oOTHENbHBIX  JAaHHBIX  ApXMBHBIX  JIOKYMEHTOB CO  CBEJICHUSIMU,
U3JI0’)KEHHBIMU B 3aIIpOCE, HE SIBJIAETCS MPENSTCTBUEM I BKIOUEHHS X B ApXUBHYIO CIIPaBKY
DU YCIIOBUM, €CIM COBIAJCHHE BCEX OCTAJbHBIX CBEJCHUI HE BBI3BIBAET COMHEHHMH B
TOKJIECTBEHHOCTH JIMIa WJIM (PAKTOB, O KOTOPBIX TOBOPUTCS B apXWUBHBIX JIOKyMEHTax. B
apXUBHOHM CIpaBKE 3TH JIAaHHBIE BOCIPOU3BOJATCSA TaK, KaK OHM M3JI0KEHBI B APXMBHBIX
JIOKYMEHTaX, a pacXO)KJEHUS, HECOBMAJEHUS M HETOYHbIE Ha3BaHUS, OTCYTCTBHUE HMEHH,
0TYECTBAa, MHULIMAJIOB WJIM HAJIMYUE OJHOTO M3 HUX OrOBApUBAIOTCS B TEKCTE CIPABKH B CKOOKax
("Tax B nokymenTte", "Tak B TekcTe opuruHana').

Cenenuss o pabore, yuebe B HECKOJBKHUX OpraHU3alUAX, YUEOHBIX 3aBEIEHUSX
BKJIIOYAIOTCS B OJIHY apXUBHYIO CIIPABKY.

B nmpumedaHusx MO TEKCTy apXMBHOM CIpaBKM OrOBapHBAIOTCS Hepaz0OpuMBO
HalMCaHHbIE, UCTIPABJICHHbIE aBTOPOM, HE MOIAI0IIUECS IPOUTEHUIO BCIIEACTBHE MOBPEXKICHUS
Tekcta opuruHana mecrta ("Tak B Tekcre opurunana', "B Tekcre HepazdbopuuBo").

B TekcTe apXuMBHOI CHpaBKU HE JIOMYCKAIOTCS M3MEHEHUS, MCIPABIIEHUSI, KOMMEHTapUH,
COOCTBEHHBIE BBIBOJBI MCIIOJIHUTEINS MO COJACPKAHUIO apXMBHBIX JTIOKYMEHTOB, HA OCHOBaHWUU
KOTOPBIX COCTaBJIeHa apXUBHasl CIIPaBKa.

B KoHIle apXuBHOW CHpaBKHU MPUBOAATCS apXHUBHBIE IUGPHI U HOMEpa JUCTOB €IWHUIL
XpaHEHHUsl apXMBHBIX JOKYMEHTOB, MeuYaTHbIE M3/aHUS, MCIIOJIb30BABIIMECS JUJISI COCTABIIECHUS
apXMBHOM CIpaBKM. B TekcTe apXMBHOM CHIpPaBKU JOIIYCKAaeTCA IIPOCTABICHUE aPXMBHBIX
MK (POB 1 HOMEPOB JIMCTOB €INHUL] XPAaHEHUSI apXUBHBIX JOKYMEHTOB Cpa3y IOCIE U3JI0KEHUS
KaXI0r0 (haKTa Uil COOBITHSI.
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B apxuBHOW crnpaBke, 00beM KOTOPOH NPEBBINIAET OJUH JIUCT, JUCTHI JOJDKHBI OBITH
IPOIIUTHI, IPOHYMEPOBAHBI M CKPEIUIEHBI M€YaThi0 apXKBa (A1 MYHUIMNAIBHOIO apXHBa, HE
ABJISAIOILETOCS FOPUANYECKUM JIMLIOM, - I€YaThl0 OPraHa MECTHOTO CAMOYIIPABIICHHUS).

ApxuBHas cIipaBKa, IpeJHA3HAYCHHAs Ul MCIIOJIB30BaHMs Ha TeppuTopuu Poccuiickon
®enepany, MOANUCHIBAETCS PYKOBOACTBOM apXHBa, M 3aBEpsieTCsl Ie4aTblo apxuBa (A
MYHHLIMIIAJIBHOTO apXUBa, HE SBJISIOLIETOCS IOPUANYECKUM JIUIOM, - I1€4aThl0 OpraHa MECTHOIO
caMmoyTipaBlieHHs). ApXUBHas CIpaBKa, NpeAHA3HAYCHHAs I HaNpaBiCHUs 3a pYyOex,
HOJIMCHIBACTCS PYKOBOJCTBOM apXuBa M 3aBepseTcs repOoBOM MedaThio (A1 MyHUIMIIAIBHOIO
apxuBa, HE SBISIOUIETOCS  IOPUAMYECKMM  JIMIIOM, - II€4aThl0 OpraHa MECTHOI'O
CaMOYTIPaBJICHHUSA).

(8B pea. IIpukaza Munkynstypsl PO ot 16.02.2009 N 68)

IIpy HEOOXOIUMOCTH K apXMBHOM CIIPAaBKe MPUJIAraroTCsl KOIMM apXUBHBIX JOKYMEHTOB
WJIM BBIIUCKU U3 HUX, IOJTBEPKIAIOLINE CBEICHUS, U3JI0KEHHBIEC B ApXUBHOM CIIpaBKe.

ApXHBHBIE CIIPaBKHU, HAIIPABJISIEMbIE B FOCY1apCTBa, MOANKUCABIINE ['aarcKyt0 KOHBEHLUIO
1961 r., B COOTBETCTBHHM C KOTOPOW HE TpeOyeTCs KOHCYJIbCKas Jieralu3anus O(QHUIIMaIbHBIX
JIOKYMEHTOB, 3aBEPSIOTCS IIPOCTABICHUEM M 3aII0JHEHUEM CIIELIMAJIBHOIO LITaMIla - aroCTHIIA.
Ha apxuBHBIX chpaBKax MPOCTABISETCS M 3alOIHIETCS HAAJeKAmUM 00pa3oM amoCTHIIb
PYKOBOJICTBOM BBIIIECTOSAIIETO YIMOJHOMOUYEHHOI'O OpraHa HCIIOJIHUTEIbHON BIAacTU B cdepe
apXUBHOTO Jieja. ANIOCTUIIb HE MPOCTABISAETCS Ha apXUBHBIX CIIPABKAX, MpPEAHA3HAYEHHBIX AJIs
HalIpaBJIEHUs1 B roCynapcTBa, ¢ KoTtopbiMM Poccuiickas denepanus 3akiatoduiia JIOTOBOPHI O
[IPAaBOBOM IOMOIIM W TPABOBBIX OTHOLIEHUSX IO TPaKIAHCKUM, CEMEUHBIM U YTOJIOBHBIM
JienaM, a Takke B rocynapcrsa - yyactHuku CHI', nmoanucasmme Cornamenue o NpUHLIMINAX U
dopmax B3aMMOACHUCTBUS B OOJIACTH UCIIOIB30BAHUS apXUBHOW MH(OPMAINH, WM C KOTOPBIMHU
MMEIOTCS IBYCTOPOHHME COTJIAILIEHUS O COTPYIHUYECTBE.

[Ipu oTcyrcTBUM B apxXWBEe AapXWBHBIX JOKYMEHTOB, HEOOXOAWMBIX ISl HMCIIOJHEHHS
3ampoca, Ha OJaHKe apxuBa COCTaBISAETCS OTBET, MOATBEPXKJIAIOIIMKA HEMOJHOTY COCTaBa
apXUBHBIX JIOKYMEHTOB I10 TeMme 3ampoca. [Ipy HeoOXOAMMOCTH OTBET MOXKET OBbITh 3aBepeH
repOOBOM MIEYATHIO.

B cinydae noxkyMeHTalbHO IMOATBEPKAECHHBIX (AKTOB YTpaThl apXUBHBIX JIOKYMEHTOB,
coJlepKalluX 3alpaliiBacMble CBEICHMSI, apXHUB BBIJAET CIPaBKYy 10 AAHHOMY BOIIPOCY, NpPHU
HEO0OXOJUMOCTH 3aBEPEHHYIO MeYaThi0 apXH1Ba.

5.9.2. B apxuBHOW BBINNCKE HA3BAaHUE APXMBHOIO JOKYMEHTa, €ro HOMEp M JaTa
BOCIPOM3BOJATCS MOJHOCTHIO. VI3BNEUeHHsAMHU M3 TEKCTOB APXMBHBIX JOKYMEHTOB JOJKHBI
OBbITh MCUEpIIaHbl BCE UMEIOIIMECS JaHHbIE MO 3anpocy. Hayano u KoHel KaXJ10ro U3BJIeUCHMUS,
a TakKe IMPOMYCKM B TEKCTE apXWBHOIO JIOKYMEHTa OTAENbHBIX CJOB 0003HAYaroTCs
MHOTOTOYHEM.

B npumMeuaHusx K TEKCTy apXHMBHOM BBIUCKHU JIETAOTCSI COOTBETCTBYIOIIME OTFOBOPKU O
YacTsAX TEeKCTa OpHUruHajia, Hepa30OpuMBO HAMMUCAHHBIX, HWCIPABICHHBIX aBTOPOM, HeE
MOAJIAIOIIMXCA MPOYTEHUIO BCIIEJICTBHE TMOBPEXKIEHUA TekcTa W T.A. OTAenbHBIE CI0BA U
BBIPAXEHHSI OPUTHHAJA, BHI3BIBAIOLINE COMHEHUS B UX TOYHOCTH, OrOBapUBarOTCs cioBaMu "Tak
B Tekcre opurnHana', "Tak B gokymente". Ilocine TekcTa apXMBHOM BBIITMCKH YKa3bIBAKOTCS
apXUBHBIN UG U HOMepa JTUCTOB €IMHUIIBI XPAHEHHs apXUBHOTO JJOKYMEHTA.

AYTEeHTUYHOCTb BBIIaHHBIX IO 3allpOCaM apXMBHBIX BBIMHCOK YIOCTOBEPSAETCS MOJIIUCHIO
PYKOBOAMTENS apXHWBa WJIM YIOJIHOMOYEHHOTO JODKHOCTHOTO JIMIA M Ie4aTblo apxuBa (A
MYHUIIMIIAJIBHOTO apX1Ba, HE SBJISIOUIETOCs IOPUANYECKUM JIUIOM, - I€YaThl0 OpraHa MECTHOTO
CaMOYIIPABJICHU).

5.9.3. Ha o0opoTe Ka)kq0ro JUCTa apXUBHOM KOIWHU MPOCTABIIAIOTCS apXUBHbIE MUGPHI U
HOMEpa JIMCTOB EAVHMII XPAHEHUS apXMBHOIO JOKyMEHTAa. Bce JMCTBI apXMBHOM KOIUH
CKPEIUIIOTCSI W HAa MECTE CKPEIUICHUs 3aBEpPSAIOTCSA I1€YaThl0 apXWBa W MOJIUCBIO €ro
PYKOBOAMTENS  WIM  YINOJHOMOYEHHOTO  JIOJDKHOCTHOTO  JIMIA.  ApXHMBHas  KOIHA,
IpeJHa3HAauYeHHas JUIsl HalpaBlIeHUs 3a pyOex, 3aBepsieTcsd repOOBOM IEYaThl0 U MOANHUCHIO
PYKOBOIMTENS apXUBa.
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5.10. ApxuBHas cnpaBka (mpuiokeHue N 13), apxuBHas BBITUCKA, apXWBHAs KOS H
OTBETHI Ha 3aMPOChl BBICBUIAIOTCS 10 MOYTE IPOCTHIMU MUChbMAMHU.

ApxuBHasi CIpaBKa, apXWBHAas BBbINMCKA W apXUBHas KOIUA, IpPEAHA3HAUYEHHBIE IS
HampaBieHuss B rocyngapctBa - ydactHuku CHI, Bximroyas oTBeThl 00  OTCYTCTBHHU
3anpainiiBacMbIX CBEJICHUH, BBICBUIAIOTCS apXUBOM HETOCPEICTBEHHO B aJpeca 3asBUTENEH.

ApxuBHasl cCrpaBKa, apXuBHas BBIIMCKA W AapXMBHAs KOIMs, MpeJAHAa3HAYEHHBbIE IS
HalpaBJIeHUs B TOCyIapcTBa, He sBistromuecss ydactHukamu CHI, Bkimowyas oTBeThl 00
OTCYTCTBUM 3allpALIMBAEMbIX CBEICHUH, OPOPMIISIOTCS M BMECTE€ C 3alpocaMy (QHKETaMH,
JMYHBIMU 3asBICHUSIMA M T.I.) HANpPABIISIOTCS ApXMBOM B COOTBETCTBYIOIIMH (hemepabHbIN
OpraH MCIOJIHUTEIbHOMN BJIACTH B YCTAHOBJICHHOM MOPSIKE.

ApXuBHas CIpaBKa, apXWBHAs BBINMHMCKA M apXHMBHAsl KOIMHUS B CIIy4ae JMYHOTO OOpaIieHus
rpaXJaHMHA WIM €ro JOBEPEeHHOI0 JIMLA B apXWB BBLAAIOTCA €My IOJ PacHucKy Ipu
IPEIbSABICHUM M1acIIOPTa WIM UHOTO YJOCTOBEPSIOIIET0 JOKYMEHTA; JOBEPEHHOMY JIMLY - IPU
OpeIbSBICHUM JJOBEPEHHOCTH, O(OPMIIEHHOW B YyCTaHOBJIEHHOM mopsake. [lomyuarens
apXMBHOHM CHpaBKM U apXUBHOM BBINMCKM PACHUCBHIBAETCS HAa HMX KONUAX WJIM Ha 000poTe
COIIPOBOJIUTENIEHOTO MUCbMa K HUM, YKa3bIBasi 1aTy UX MOJyYECHHUS.

3aBepeHHasl anoCTWJIEM apXHBHas CIpPAaBKa, apXWMBHAas BBIIMCKA M apXUBHAs KONUs B
cilyyae JIMYHOTO OOpallleHusl ITpakJaHUHA WK €ro JIOBEPEHHOI'O JIMLA B apXHB BBIAAIOTCA €My
HAa pYyKd 0pU MPEeIbsSBICHUM KBUTAaHIMM 00 yIUulaTeé TOCYJAapCTBEHHOM IOLUIMHBI 3a
IPOCTaBJICHHUE allOCTHJIS.

BOSBpaH_IeHI/Ie MNOMJIMHHUKOB apXUBHLBIX TOKYMCHTOB

5.11. Tlo nKCbMEHHBIM 3asBICHHUSAM C pPa3pelICHUS PYKOBOJMTEIS  apXuBa
pea6I/IJII/ITI/IpOBaHHI)I€ Juia M KX HACICAHUKHW HUMCIOT IIpaBO Ha IOJYYCHUC IIOAJIMHHUKOB
COXPaHMBIIUXCS B MPEKPAIICHHBIX YTOJIOBHBIX U aJIMUHUCTPATUBHBIX, a TAKXe (PUIBTPAIIMOHHO-
IIPOBEPOYHBIX J€JIaX AapXMBHBIX JIOKYMEHTOB TBOPYECKOTO XapakTepa - PYKOIIMCEW,
dororpaduii, muceM U APYTHX JUYHBIX JOKYMEHTOB (32 MCKJIIOUYEHHEM MacropTOB, BOSHHBIX
OnyIeTOB, CIIYKEOHBIX YJOCTOBEPEHMH W JIPYyrUX apXUBHBIX JOKYMEHTOB OQHUIMAIBLHOTO
MIPOUCXOXKICHHUS).

[Io nucbMEHHBIM 3asBICHUSM C pa3pelIeHUsT PYKOBOIWTENS apXWBa IpaXAaHE HMEIOT
MPaBO Ha MOJYYCHHE COXPAHUBIIHNXCS B apXUBE MOITMHHIUKOB COOCTBEHHBIX TPYJIOBBIX KHUKEK.

C u3bIMaeMbIX APXUBHBIX TOKYMCHTOB IACJIAOTCA KOIIMU, KOTOPBIC HpI/IO6HIaIOTC$I K aeijiam.
W3baTre apXuBHBIX JOKYMEHTOB, a TaKK€ HMX 3aME€Ha Ha KONUU OTPaKalTCi B JIMCTaX-
3aBEPUTEIISX JICJ, B OMUCAX JIEN, JOKYMEHTOB.

BosBpartienne apXxuBHBIX JOKYMEHTOB 0(hOPMIISIETCS aKTOM 00 U3BATUU U3 JIeN YKa3aHHBIX
JOKYMCHTOB. AKT 1 APpYyruc JOKYMCHTHI, HAa OCHOBAHHMHU KOTOPBIX MNPOU3BCACHO BO3BpAIlICHUC
ApPXUBHBIX JIOKYMEHTOB, M PACIUCKa JIUIA, MOJyYUBIIETO UX Ha PYKH, BKIIOYAIOTCS B JEIO
dbonma.

OO0cnyXuBaHME MOTB30BaTENIeH B YUTATHHOM 3aJ1e

5.12. Jlns obcmyxkMBaHUS TOJIb30BaTeled B apxuBax JEHCTBYIOT 4YMTaJbHBIA 3al,
OPOCMOTPOBBI ~ 3all, KOMHATa TNPOCIYHNIMBaHUSA (OHOJAOKYMEHTOB CO  CIEIHAIbHBIM
o0opysoBaHueM ig pabOT ¢ MUKPOKONMSIMH apXHMBHBIX JIOKYMEHTOB, ayJIMOBU3YaJIbHBIMH U
NIEKTPOHHBIMU JTOKyMEHTaMHu. [Ipy OTCYTCTBUM CHEIUAIBbHO BBIACIEHHOTO IIOMELICHUS
o0ciyXMBaHUE IMOJIb30BaTENe MPOU3BOAUTCS B pabouell KOMHATe apxuBa MOJ KOHTPOJEM
COTPY/AHUKA apXHBa.

[Topsimox paboThI Mosb30BaTENEH ¢ APXUBHBIMH JOKYMEHTAMHU B YHUTAJIBHOM 3aJi€ apXuBa,
UX MpaBa U 0053aHHOCTH OMPEACISIOTCS MpaBUiIaMH pabOoThI MOJIb30BATENCH B YUUTATIBHBIX 3aJIaxX
apxuBoB Poccuiickoii  ®Depeparuu, YTBEPXKIAEMBIMH  CHEHUATBHO  YIOJTHOMOYEHHBIM
(denepaabHBIM OpPraHOM HCIIOJIHUTENFHOW BJIAacTH B cepe apXxuBHOro jena. ApXuB 00s3aH



O3HAKOMHTB TIOJIb30BATENIE C 3TUMHU MpaBuiaMu. McXoas M3 KOHKPETHBIX BO3MOYKHOCTEU
00cyKUBaHUS MOJIb30BATENECH apXUB MOXKET YCTaHABIMBATH OYEPEAHOCTh U BPEMsI TIOCELICHUS
MMHU YUTAIBHOTO 3aJja.

B caywasx XxwuileHuss WM TOBPEXIEHUS TOJb30BaTEIEM AapXUBHBIX JIOKYMEHTOB,
TEXHHYECKOTO OOOpYJOBaHHS ¥ UMYIIECTBA apXWB O0pamaercs C COOTBETCTBYIOIIUM
3asBJICHUEM B OpraH BHYTPEHHHUX JieJ IO MECTy pacIOJIOKEHUS apXHBa, MPUHUMAET APYTUe
MephI K BO3MEIIEHUIO yIepda B COOTBETCTBHH € 3aKOHOAATeNbcTBOM Poccuiickoit @enepannu.

5.13. Ilo 3aka3zaM mMoJb30BaTelied C Y4Y4E€TOM TEXHUYECKHUX BO3MOXXHOCTEH apXxuBa
W3TOTABIIMBAIOTCS KOMHUH APXUBHBIX JTOKYMEHTOB: KCEPOKOIMH, MHUKPOKOIHH, ()OTOOTIICYATKH,
KMHOKOINH, BUACOKONUH, KOMHH (OHOJOKYMEHTOB, a TaKXKe KOINUU Ha 3JICKTPOHHBIX
HOCHUTEJISIX.

He npousBonutcs konupoBanue J0KyMeHTOB ApxuBHoro ¢onaa Poccuiickoit deneparum,
HAXOJSAIIUXCS B HEYAOBIECTBOPUTEIHHOM (PU3HUECKOM COCTOSIHUU.

KomupoBanue apXuBHBIX JIOKYMEHTOB OrPaHUYEHHOrO JOCTyma (CEeKpEeTHbIX U
coJiepKanux KOH(GUICHINATLHYIO HH(POPMAIIHMIO) TPOU3BOIUTCS B YCTAHOBJICHHOM ITOPSIJIKE.

[TopsoK BBHIMOTHEHUS 3aKa30B Ha KOMHPOBAaHHE, B TOM 4YHCIE OOBEMBl KOMUPOBAHUS
ApXMBHBIX JOKYMEHTOB, HEOIYOJMKOBAaHHBIX OMUCEH JeJ, JOKYMEHTOB, APYTUX aPXHUBHBIX
CIIPaBOYHO-TIOMCKOBBIX CPEICTB U 0a3 JaHHBIX, CTOUMOCTh H3TOTOBJICHHS KONMHUI U MOPAIOK
pacyeToB 3a UX U3TOTOBJICHUE OMPEIEISIOTCS PYKOBOJACTBOM apXUBa.

Ha xommu apXuMBHOrO [OKYMEHTa, HM3TOTOBJICHHON M0 3aKa3zy IOJb30BaTelNs, apXuB
YKa3bIBaeT apXHUBHBIN MU(P U HOMEpa JTUCTOB €IMHULIBI XPAaHEHUSI apXUBHOTO ToKymeHTa. [Ipu
O(OPMIICHUH KOMHH PACCEKPEUEHHOTO apXHMBHOIO JOKYMEHTA Ha JIMIIEBOW CTOPOHE B MPaBOM
BEPXHEM YIJIy MEPBOr0 U MOCJIEIHEro JIMCTOB KOMUHU MpocTaBisgercs mramn "PaccekpeueHo".
[Tpu He0OXOIMMOCTH JAHHBIN IITAMI MPOCTABISETCS HA JHMIIEBOW CTOPOHE BCEX JUCTOB KOMUU
PacCeKpeueHHOT0 apXUBHOTO JIOKYMEHTA.

Konun apxuBHBIX JTOKYMEHTOB BBIJAIOTCS IOJIb30BATENSIM, UX JIOBEPEHHBIM JIMIIAM WU
MOTYT OBITh BBICJIAHBI 10 YKA3aHHBIM aJIpecam.

Yyer 3aka3oB Ha KONUPOBaHWE BeAeTCS Ha OyMaXHOM HOCUTENEe WM B
aBTOMAaTU3UPOBAHHOU (popme.

NHuunmatuBHOE HH()OPMUPOBAHUE MTOJIB30BATEIEH.
ITonroToBka BBICTaBOK M MyONMKALUN apXUBHBIX TOKYMEHTOB

5.14. anumatuBHOE HMH(GOPMHUPOBAHUE TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYTIpaBIICHHs, OpraHW3alMidi W TPaXKIaH OCYIIECTBISIETCS IyTEM HAlpaBICHUS UM
UH(POPMALIMOHHBIX MMMCEM WU IPYTUX UH(OPMAIIMOHHBIX JOKYMEHTOB.

5.15. ApxuB OpraHu3yeT TMOATOTOBKY M TPOBEIEHHE BBICTABOK APXHBHBIX JIOKyMEHTOB
CaMOCTOSITENIbHO WJIM COBMECTHO C IPYTMMH apXMBaMHU M OpraHU3alUsIMHU.

J171st TOATOTOBKY BHICTABKH apXMBHBIX JOKYMEHTOB pa3pabaThIBAIOTCS TEMAaTHUECKUH TUTaH
(KOHIENUMA) M TEMaTHUKO-dKCIO3MIMOHHBIM TulaH. Ha ocHOBe TeMaTHuYecKoro IulaHa
NPOBOJISITCSL  BBISIBJIGHWE H  OTOOp AapXHMBHBIX JOKYMEHTOB, WJUTIOCTPATHBHBIX W HHBIX
MaTepHajoB. B TeMaTHKO-3KCIIO3UIMOHHBIN IJIaH BKIIIOYAETCS aHHOTHPOBAHHBIA IepeuyeHb
OTOOpaHHBIX JUIS OKCIIOHHPOBAHUS ApPXWUBHBIX JOKYMEHTOB, W/UTFOCTPATUBHBIX W HWHBIX
MaTepHajoB, CUCTEMAaTH3UPOBAHHBIX B COOTBETCTBUU C Pa3/iellaMU BBICTABKHU, C YKa3aHMEM HX
pasMepoB M TOps/IKa pa3MelIeHWs Ha CTeHJaX WM B BHTpHHaX. Bce oToOpaHHBIE ISt
HKCTIOHUPOBAHMS apXUBHBIE JTOKYMEHTHI M JIpyrue MaTepuaibl aHHOTUPYIOTCS. K MHOS3BIYHBIM
MatepuaiaM Mpu He0OXOAUMOCTH JTaeTCsl IEPEBOJI WIIA Pa3BepHYTasi aHHOTAIUS COICPIKAHMSL.

OTBETCTBEHHBIMH 3a COXPAHHOCTb APXUBHBIX JOKYMEHTOB SBISIOTCS OPraHU3aTOPHI
BBICTABKH. ApXHB, TPEACTABUBIINK apXWBHBIE ITOKYMEHTHI U BBICTABKH, OOECIICYHBACT
KOHTPOJb 3a coOmioeHueM TpeOOBaHUI o0OecrieuyeHuss COXPAaHHOCTH JIOKYMEHTOB TIpH
9KCTIIOHUPOBAHHU.

CrpaxoBaHue apXUBHBIX JOKYMEHTOB U O(OPMIIEHHE WX BPEMEHHOTO BBIBO3a 3a MPEEIIbI



Poccuiickoit @enepanyu A SKCIOHUPOBAHUS POBOJATCS B YCTAHOBJIEHHOM MOPSAJAKE (CM. III.
2.11.14, 2.11.15).

5.16. Tlpm moaroroBke myONIMKaNMi apXWBHBIX JOKYMEHTOB apXHB PYKOBOJCTBYETCS
Hay4YHBIMHU IIPABWJIAMU U3JaHUS UCTOPUUECKUX JTOKYMEHTOB.

Tumnbl (Hay4HBIH, HAYYHO-TIONYJISIPHBIA M y4eOHBIN) U BUAB (TO(OHIOBAS, TEMAaTHYECKast
WIA Jp.) NyOnauKauuid apXUBHBIX JIOKYMEHTOB OIPENENAIOTCS HX LENEBbIM Ha3HAYCHUEM,
cneunukoil oTOOpa HMCTOUYHUKOB, IMPHEMOB IEpElayd TEKCTa AapPXUBHBIX JIOKYMEHTOB U
cocraBoM HCA k Hum.

®opmbl TyOIMKALMU apXUBHBIX TOKYMEHTOB:

neJaTHasi: cepus, COOpHHK, aabOoM, OyKJIeT, IIakaT, MyOoInKalus B CpeicTBaX MaccOBOM
uHpOpMaLnu;

yOJIMKaLus Ha IUIEHOYHBIX HOCUTENSIX: MUKPOQHIBM, MUKpO(dHUIIa;

9JIEKTPOHHAS: TUIIEPTEKCT, MYJIbTUMEINA, 0a3a TaHHBIX.

ApPXUB OCYILECTBIIICT MEpPONPUATHS MO OOECHEeUeHHIO Hay4YHO-HCCIIEI0BATENbCKUX U
TEXHUYECKUX TIPOIECCOB TOATOTOBKM JOKYMEHTAIBHBIX IyOnuKanui: (opMupoBaHHe
PENAKIIMOHHOM  KOJUIETMM, KOJUIEKTMBA COCTABUTENIEH, COCTABJIEHHWE OPraHU3alliOHHO-
METOANYECKUX JTOKYMEHTOB, 3aKJIIOYEHHME JTOTOBOPA C 3aMHTEPECOBAHHBIMUA OPraHU3aLUsIMU U
W3J1aTENIbCTBAMH U T.II.

[TogroroBneHHass ¥ OTPEIAKTUPOBAHHAS PYKONMCh IMPOXOJUT BHYTPEHHEE M BHEILHEE
peLeH3UpOBaHUE M O0CYXKIAaeTCs Hay4dHO-COBELIATEIbHBIM OPraHoOM apxuBa, 00JaJarolM
IIPaBOM PEKOMEH/I0BATH €€ K U3JJaHUIO.

Pykonuch cumTaercsi NOATOTOBJIEHHOH, €CIM B COOTBETCTBUM C YCTaHOBJICHHBIMHU
TpeOOBaHUSAMU OpabOTaHa [0 3aMEYaHUSIM PELIEH3EHTOB U UTOraM OOCY)KJIEHUSI U YTBEpKJeHa
B I1e4aTh. PyKkonucyu MeKapXUBHBIX U3/IaHUMN NPEICTABIIIOTCS PEIKOUIErMY Ha PpACCMOTPEHUE U
YTBEPKJICHHUE K U3/IaHUIO T'OJIOBHOW OpraHu3aluei.

C u31aTeNnbCTBOM  3aKJIHOYAETCS JIOTOBOP, B KOTOPOM IIPENyCMaTpHUBAalOTCS IpaBa U
00s13aHHOCTH U3/IaTEIhCTBA U 3aKa3unKa (apXxuBa).

5.17. ApXuB OCYyIIECTBJISIET y4eT MCIOJIb30BAHUS APXUBHBIX TOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE UJIU B 3JIEKTPOHHOU (opMe.

[Tpunoxxenue N 1
kmm 2.11.5,2.11.7.2,
3.7.2,43.1

CIMCOK M3MEHSIONINX JTOKYMEHTOB
(B pexn. IIpukaza Munkynstypsl PO ot 16.02.2009 N 68)

(HasBaHMe apxuBa)

AKT YTBEPXIAI
N IrpexkTop
(mara) (HaszBaHMe apxuBa)
O HEMCIIPaBMMBIX [IOBPEeXIEHMUAX [Momnuce Pacumpposka
APXMBHEIX INOKYMEHTOB IOONNCHU
HJaTa

doHnm N
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HazBaHuue ¢poHIa

B bounme oOHaApPYXeHH eOVMHMIE XPaHeHMs, I[IPMU3HAHHEE HEWCIPAaBUMO
IIOBPEXIEHHEMM



N Homep | Homep 3aroJioBOK Kpaitane | KonudecTBo TUCTOB (Bpems CymHocTh U
/T | ONMWCH | €I.Xp. |HOBPEKICHHOH €1.| JaThl 3BYUYaHUsI, METPAK) MPUYUHBI
Xp. MOBPEXKACHUS
1 2 3 4 5 6 7




VToro OOHAPYXEHO HEUCIPABUMO IIOBPEXIEeHHEIX en. xp.
(unppamm
Y TIPOINMCHIO)

3aBenyommii OTIEeJIOM

(momnmucek, pacumdpoBkKa MIOIINCH)

3aBenyommy apxXUBOXPAHUIIMIEM

(momnmuchk, pacumdporka MIOIINCH)

[lepeuncyieHHEIE apPXMBHBE NOKYMEHTEl NOLJIeXAaT CIMCAHMIO BBUIOY

OKCIIEPTH :
(HaMMeHOBaHME IOOJIKHOCTEM SKCIepTOoB, IONIMUCH,
pacumdpoBKa MIOANMCENM, HaTa)
(N m npara npuxkasa PYKOBOOMTEJII apxmupa O CHATUM HEMCIPaBUMO

IIOBPEXIEHHBIX apPXMBHBIX INOKYMEHTOB C ydeTa)
3MeHeHMUSI B YyUEeTHHE IOOKYMEHTHE BHECEHH
HamMeHOBaHMUE

OOJIKHOCTHU

paboTHuKa lNomnuce PacumdppoBKa IOONUCK

IDaTa
d)opMa aKTa o HeI/ICHpaBI/IMHX HOBpe)K}IeHI/IﬂX apXI/IBHI)IX )IOKYMGHTOB

®opmar A4 (210 x 297)



CHHcoK U3MEHSIOMUX IOKyMEHTOB
(B pen. ITpukaza MunkynbTypsl PO ot 16.02.2009 N 68)

(HaB3BaHKE apxuBa)

AKT YTBEPXIAI
N IupexTop
(mara) (HaB3BaHME apxuBa)
O HeOOHapyXeHUM apXMBHBIX lMoonmce PacumppoBka
IOOKYMEHTOB, IyTM POS3HCKAa NOONNCHU
KOTOPEIX MCUEepPIIaHb JaTa
doHnm N

B pesynbTare YCTaHOBJIEHO OTCYTCTBME B QOHIOe
[IepPeUMCIJIEHHEIX HIMXE AapPXMBHBEIX HOOKYMEHTOB. I[IpeONpMHATEE apXUBOM

MEPEI I10 PO3EICKY TIIOJIOXMTEJIbHBIX re3syjapTaTOR HE nmaijn, B CBA3M C UEM
CuyTaeM BO3MOXHBIM CHATb C ydeTa:

N Homep | Homep | 3aronoBok en. Kpaiinne KonunyecTBo nucroB [Ipennonaraemelie
n/n OIHCH en. Xp. Xp. JIaThl (BpeMs 3By4aHus, IIPUYMHBI OTCYTCTBUS
METpPax)
1 2 3 4 5 6 7
HToro en. Xp.

(umbpaMy M MNPONMCHIO)

COHeraHMe YTPAa4YEeHHBIX aPXVMBHEIX IIOKYMEHTOB MOXET OBITH YAaCTUYUYHO

[Tpunoxenue N 2
kmm. 2.11.5,3.7.2
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BOCIIOJIHEHO cJjiegymoumyMm €. Xp.:

dopma akTa 0 HEOOHAPYKEHUU apXUBHBIX JOKYMEHTOB,



IIyTH PO3BICKA KOTOPBIX UCUEPIIAHbI

dopmar A4 (210 x 297)

BaBenyomuil OTIEJIOM [Toonmchb Pacumbpporka nomnmucu
BaBelyommMM apxMBOXpaHmIMmeM IIognomuchk PacumdppoBka NOONUCHK
I'JIaBHEIM XPaHUTEJb [Mopnmuce Pacumdpporka nommnmcu
(N » pmpaTa npukKasa PyKOBOIMTEJIA apxmuba O CHATUM C
ydeTa HeOOHapyXeHHEIX AapPXMBHBEIX IOKYMEHTOB, IIyTHU

PO3EICKA KOTOPHIX MCUEPIIaHE)
VIsMeHeHra B y4YeTHHE NOKYMEHTH BHECEHH
HammeHoBaHME
OOJIKHOCTHU
paboTHMKA [Nomnuce Pacumpporka nNOONMUCH
ITaTa

dopma akTa 0 HEOOHAPY)KEHUU apXUBHBIX JOKYMEHTOB,
IYTH PO3bICKA KOTOPBIX UCUEpPIIaHbl (IIPOJOKEHUE)

®opmat A4 (210 x 297)



[Tpunoxenue N 3
kmm. 2.11.8, 2.11.10, 3.4.1,
3.5.6,3.7.13,55.1

JMCT-3ABEPUTEJIE IIEJIA

B @mejie nommmMTO ¥ NPOHYMEPOBAHO JIMCTOB
(umdpaMr ¥ OPONMUCHI)

c N rno N

B TOM 4YMCJIE:
JIMTEePHBEIE HOMepa JIMCTOB
IIPOIIylleHHEBIe HOMepa JIMCTOB

+ JIMCTOB BHYTPEHHEN ONUCHK

()CO6CHHOCTH(pHSquCKOFOCOCTOHHHH}I@OpMHpOBaHHﬂ I{OMepaHHCTOB
Jciia
1 2
HammvenoBaHme
IOOJDKHOCTU
paboTHUKA [Mopgnmce PacumppoBka NOONUCK
JaTa

d)opMa JIMCTAa-3aBEPUTEIIA ACJIa

dopmar Ad (210 x 297)



(HazBaHMe apxuBa)

JMCT HCIIOJIb3OBAHUA
APXVBHEX JOKYMEHTOB

CHUCOK M3MEHSIOINX JTOKYMEHTOB
(8B pea. IIpukaza Munkynbtypsl PO ot 16.02.2009 N 68)

®oHnmg N Onuce N Oeso N
3aroJioBOK meja
[Hara Komy BbIaHo XapakTtep UCIOJIb30BaHUs Homepa ITognuce nuna,
UCIIOJIb30BaH | (haMuiusl, UHULUANb! | (KOMMpPOBAHUE, BHIMCKHU, |HMCIONb30BAHHBIX | HCIIOIB30BABIIETO JEJI0
us (pa3bopuuBo) IPOCMOTP U JIp.) JIUCTOB
1 2 3 4 5

d)opMa JIMCTA UCIIOJIb30BaAHUA apXUBHBIX TOKYMCHTOB

[Ipunoxenue N 4
Kk mm. 2.11.10

dopmar A4 (210 x 297)

[Tpunoxenue N 5
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Crmcok HN3MCHAIOMIUX JTOKYMCHTOB

(8B pea. IIpukaza Munkynstypsl PO ot 16.02.2009 N 68)

KHUTA YYETA MNOCTYIJIEHUA JOKYMEHTOB

k. 3.4.1,3.5.2,3.7.11

N Hara HaumenoBanue Haumenosanue, | Ha3Banue T'onbr Kou-Bo en. Kparkas Howmep donna, [Tpumeua
/Tl | HOCTYIICHU OpraHu3aluu HOMEp U J1aTa doHna | TOKyMEHT Xp. WK XapaKTEPUCT IIPUCBOEHHBII HUS
S (pammns, JIOKYMEHTA, 110 OB HEONMCAHHBI HKa MOCTYIIUBIIIUM
WHUIMAJIBI JTUIA), OT KOTOpOMY X COCTOSIHUS JIOKYMEHTaM I10
KOTOpPOM MOCTYIUIIN MPUHSTHI JIOKYMEHTOB cnucky (GoHI0B
JIOKYMEHTBI JIOKYMEHTBI (;tucToB)
1 2 3 4 5 6 7 8 9 10
VToro IIOCTYIINJIO 3a Ion en. Xp.
(umbpaMy ¥ OPONMUCHI)
(DIOKYyMEeHTOB, JIMCTOB)
B TOM umcje <*>:
HammvenorBaHmne
TOJIXHOCTM
paboTHMKA [Momnuce PacumppoBka nomnmucu
IaTa

<*> JlomyckaeTcsi BeICHUE eIMHON KHUTU y4eTa MOCTYIUIEHUI Ha JOKYMEHTBI BCEX BUOB C YKAa3aHUEM UX 0OEMOB B UTOTOBOM 3aITUCH.

@dopMa KHUTH y4eTa OCTYIUIEHUH JOKYMEHTOB
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CIMCOK ©OHIOB

Homep donna Jara nepBoro HazBanue dponna OtMmeTka o [Tpumevanus
MOCTYIIJICHHU A BBIOBITHH
1 2 3 4 5
Wroro uHa 01.01.... 1. dboHIOB
(umdpaMy ¥ MOPONUCHIO)
B T.d. [IOCTYyNOMJIO 3a T. doHIOB
(umdpaMm ¥ HOPONMCEI)
BHIOBIJIO 38 .+ ev.... T. bonmon
(umdpaMm ¥ OPONMCEI)
HammveHnoBaHMe
IOOJDKHOCTU
paboTHUKA [Mopgnmce PacumppoBka NOONUCK
IaTa

dopwma crircka GoHI0B

®opmar A3 (420 x 297)

[Ipunoxenue N 6
k om. 3.4.1, 3.5.3,
3.7.1,3.7.11,3.7.12



Crucok HU3MCHAOMNUX JOKYMCHTOB

(B pex. [Tpukaza Munkynbtypsl PO ot 16.02.2009 N 68)

YTBEPXIOEHO

[IpoToxkomn 3IIK

(HaMMeHOBaHMe YIIOJIHOMOUEHHOTO OopTaHa

VCIIOJIHUTEJIbHOM BJIACTU CyOBbeKkTa Poccumickom

@enepaumm B obJjacTu APXMBHOT'O IeJia,

bemepasIbHOTO TOCYINAapPCTBEHHOTO apXMBa)

oT N
N | Jlenonpou3BoACTBEHHbIE 3arojoBOK Jena Kpaiinue KonunuectBo [Ipumeuanus
/11 | MHJIEKCHI WIIK HOMEpa 1o JIaThl JIMCTOB
CTapoil onucu
1 2 3 4 5 6

B omnmchb BHECEHO

(umbpaMy M MNPONMCHIO)
oeJj

dopmar A4 (210 x 297)

ITpunoxenune N 7
k. 3.4.1,3.5.6,
3.7.13,55.1
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c N no N

HammMmeHOBaHME
OOJIXKHOCTU
COCTaBUTENA ONUCU lloanmcheb

3aBenyoummM OTIOeJIOM
(apxXUBOXpPaHUIIMIIEM) [Nognuchb

HaTa

Pacumbporka nomnmucu

PacumdpoBKa IOONUCU

dopma ormcu <*> e MOCTOSTHHOTO XPaHEHUS!, COCTABICHHOM
B apXHBE

<*> K onucu cocTaBigeTcs TUTYIbHBIN JHCT.

(HaMMeHOBaHME OopIaHM3aLuUM)

CIMCOK M3MEHSIONINX JTOKYMEHTOB
(B pexn. IIpukaza Munkynstypsl PO ot 16.02.2009 N 68)

YTBEPXIAIO

HamvmMeHOBaHmMe OOJIXHOCTU

dopmar A4 (210 x 297)

[Ipunoxenne N 8
k. 3.4.1,3.5.6,
3.7.13,55.1
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®oHnm N

pykoBOOUTEIJIA OpIT'aHM3alMM

OIlICb N [Homnmce Pacumbpporka
Inogrmcum
neJl IIOCTOAHHOIT'O XpaHeHudA
IDaTa
3a Tron
N o/m | Unanekc 3aroyioBoOK jela Kpaitnue natol KonnuectBo [Ipumeuanus
nena JINCTOB
1 2 3 4 5 6




B DaHHBE pas3nesl ONMCUM BHECEHO

c N
JIMTEPHBIE HOMEepa:

el

(umbpaMy M MNPONMUCHIO)
, B TOM UMCJIe:

IIPOIIyIIEeHHBIE HOMEPa:

HamMeHOBaHMEe IOOJIKHOCTMU

COCTaBUTEJNIA ONUCHK [lopnuce Pacumbpporka nomnmucu
BaBenyoumul apxXMUBOM
opraHms3aluumn [lopnuce Pacumbporka nomnmucu
ITaTa
COTJIACOBAHO YTBEPXIOIEHO
[IpoToxos LOK (3K) [IpoToxos 3IK
(HaMMeHOBaHUE (HaMMeHOBaHUE
opraHmM3almmn) YIIOJIHOMOYEHHOT'O OopIraHa
VICIIOJIHUTEJIbHOM BJIACTM CyDOBeKTa
Poccurickor demepaumy B OOJIACTHU
APXMBHOTO neja, benmepalJibHOI'O
TOCYHapCTBEHHOT'O apxmuBa)
oT N oT N

(DopMa roJoBOIo pasacia OImucHu A€ IHOCTOAHHOI'O

XPaHEHHS OpraHu3alu

®opmar A4 (210 x 297)

[Tpunoxenue N 9
kom. 3.7.1,3.7.2,3.7.11,
441,46,4.7

CIMCcOK M3MEHSIONINX JTOKyMEHTOB
(B pexn. IIpukaza Munkynstypsl PO ot 16.02.2009 N 68)

YTBEPXIAI

(HaMMeHOBaHME HOOJIXHOCTU
pykopOIONUTEIIA

opraHM3auMr-CcOaTuuKa)

[Nopgnmuco Pacumdpporka nommnmcu
IDaTa [leuaThb
AKT
N

(naTa)

YTBEPXIAI

(HaMMeHOBaHME HOOJIXHOCTU
pykopOIONUTEIIA

opTraHM3auuM-IrIprueMImKa)
[Nopgnmuco Pacumdpporka nommnmcu

DaTa [leuaThb


consultantplus://offline/ref=E0267D050B2A6F127A5351E5F07DF8B699588FB6FD5E56157CE6D84D8FF00FBB66139E1954A294C1f6K

nprueMa-rnepenady apxMUBHEX
OOKYMEHTOB Ha XpaHeHUe

(ocHOBaHME Iepenaum)

(Ha3BaHMe HnepenaBaeMoro QoHIa)

cman,

(Ha3BaHMe oOpraHM3aALUM-COaATUMKA)
IPUHAJL

(HazBaHUE OpI‘aHMBaLLMM—HpMeMLLU/IKa)
OJOKYMEHTEI Ha3BaHHOI'O @OH,JIa n Hay‘{HO—CHpaBO‘{HBUZ arriapaT K HMM:



N n/n HasBanue, Homep onucu KonnuectBo KonnuectBo en. xp. [Ipumeuanus
AK3EMILISIPOB OIMUCH

TOro NpMHATO en. Xp.
[lepenauy NPOUBBENN: [IlpyeM OpoMBBEJINM:
IommxHocTh llomnmce Pacumpporka IommxHOoCTh Iloanmchk PacumbdpoBka
[IOOINNCH [IOOINNCH
HaTa Iara

donny npucsoeH N

VI3MEHEeHrsS B yUYeTHBEE OOKYMEHTH BHECEHH
IIOJIXHOCTh oOmnmchb PacumppoBka HOOIUCU

IlaTa

dopmMa akTa npueMa-repeaadyn apXuBHbBIX JOKYMEHTOB Ha XpaHEHUE




dopmar A4 (210 x 297)

ITpunoxxenne N 10
kmm. 3.7.1,3.7.8,4.4.2

CHUCOK M3MEHSIOINX JTOKYMEHTOB
(8B pea. IIpukaza Munkynstypsl PO ot 16.02.2009 N 68)

AKT YTBEPXIAI
N IupexTop
(marTa) (HazBaHMe apxuBa)
IpreMa Ha XpPaHEHMEe apXUBHHX [loanucob PacumppoBra
OOKYMEHTOB JIMUHOTO MNPOUCXOXIEHUS IOOMNNUCU
JaTa [leuaTsb

Ha ocHoBaHuu pemeHusa OIIK
(IpOoTOKOJI OT N )
" OoroBopa OT

coan
(®.1.0. cobcrTBeHHMKA/BJIamenblia)
IIPUHATE OOKYMEHTE
(obmasa xapaKTEepMUCTUKa HOOKYMEHTOB)
B KOJIMUECTBE en. xp. (YyCJOBHEIX) IOKYMEHTOB (JIMCTOB)
10 apxXMBHOM (CHATOUHOM) ONUCHU
donny npmucsoeH N
CobcTBeHHUK/ BIanesel] [Mopgnuce Pacumdpporka NOONMUCH
(HyXHOE NOOYEPKHYTH)
HavMeHOBaHME IOJIKHOCTU [loonucob PacumdpoBKa NOIOIMUCU
paboTHUKA
VIsMeHeHMS B yUYeTHHE INOKYMEHTH IO pes3yJibTaTaM OINMCAaHMS BHECEHH
HavMeHOBaHME IOJIKHOCTU [loonucob PacumdpoBKa NOIOIMUCU
paboTHUKA
IDaTa
dDOpMa aKTa IIprueéMa Ha XpaHCHHUEC JJOKYMCHTOB
JIMYHOT O HpOI/ICXO)KJIeHI/ISI
®opmar A4 (210 x 297)

[Tpunoxenue N 11
k. 3.7.2,4.3.2
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(HaB3BaHME apxuBa)
AKT

N

(nara)

O BBIIOEJIEHUNM K YHUUYTOXESHMIO

APXMBHEIX IOOKYMEHTOB, HE
nmomjieXxammx XpaHeHNMIo

K yHMUTOXEeHMI0O OTOOPAHH:

CHHUCOK M3MEHSIOIUX JTOKYMEHTOB
(8B pea. IIpukaza Munkynstypsl PO ot 16.02.2009 N 68)

YTBEPXIAL
IrpexTop
(Ha3BaHMe apxuBa)
[Momnmce Pacumpporka
n{edrinizierss
HaTa

OOKyMeHTH GonHma N

(HazBaHMe QOHIAa)

Ha OCHOBAHMM:

(CCHHKM Ha HOPMaTMBHO-MeTOIMYEeCKMe IJOKYMEHTEI

IOJ1 TPOBEeNeHMS BKCIEePTUS3H)

N Hasanusa rpynn | Kpaiiaue Homepa Howmepa en. xp. | Konmuuecto en. | I[lpumedanus
n/m JTIOKYMEHTOB JIaThI onucen 10 ONHCAM Xp.

1 2 3 4 5 6 7
NToro en. xp. sBa Toxn (br)

(urbdpaMm M HNPONMCEIO)

KommnuecTrO en. Xp.,

3aBenyouuii OTIOEJIOM

KpalnHue
OOKYMEHTOB, OCTAaKNUMXCS Ha XPaHeHMU

IIaTheL n KpaTkad XapaxkTreprucTrmuka
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(2apXVBOXPaHUIIMILIEM )
HammMmeHOBaHMUE
IOOJDKHOCTU

paboTHUKA

IaTa

[Moonmce Pacumpporka nomnmcu

[Mopnuce Pacumbporka nomnmucu

d)opMa adKTa O BBIACIICHUU K YHUYTOXKCHUIO aPXHUBHbBIX JOKYMCHTOB,



HC MOJJIC)KAIIUX XPAaHCHHUIO

dopmar A4 (210 x 297)
IJOKYMEHTEl CIOaHEI
(Ha3BaHME OpraHM3aLUM)
Ha [epepaboTKy IO NPMEMO—-CHATOUHOM HAaKJIaIOHOM N
(mara)
HamMeHOBaHUE
IOOJDKHOCTU
paboTHMKA [Momnmceb PacumppoBka NOONMUCHK
VI3MeHeHMS B yUeTHBE IJOKYMEHTH BHECEHH
HaumMveHOBaHME
IOOJIDKHOCTU
paboTHMKa [logmnmchb PacumppoBra NOONMUCHU
DaTa
YTBEPXIEHO

[IpoTokoJs 3IIK

(HaVIMeHOBaHMe YIOJIHOMOUYEHHOTI'O

opraHa MCIOJIHUTEJIBHOM BJIACTU CyOBeKTa

Poccurickoy demepalumy B OOJACTM apxXMBHOTO Heja,

benepalIbHOTO T'OCYIapCTBEHHOTO apXMuBa)
oT N

®dopma aKkTa O BBIJICTICHUH K YHUYTOKEHUIO apXUBHBIX IOKYMEHTOB,
HE TOJIeKAITUX XpaHEHUTO (TTPOI0JKEHNUE)

®opmar A4 (210 x 297)



(HaB3BaHKE apxuBa)

AKT

N

(mara)

O PaCCeKpedUNMBaHMNM aPXVMBHBIX

OOKyMeHTOB doHma N

Kommccusa

CHHcoK U3MEHSIOIMUX TOKYMEHTOB
(B pen. ITpukaza MunkynbTypsl PO ot 16.02.2009 N 68)

YTBEPXIA
IupexTop
(HaB3BaHME apxuBa)
IlNonnmce Pacumpporka
IIOONUCH
ITaTa

nporoxkoJi N

(Ha3BaHME KOMMCCUM)
or 00.00.00 paccexperuina IOOKyMeHTH GoHZma N

(HazBaHMe QOHIa)

N Howmep Konunuectso Howmepa en. xp., Howmepa exn. xp., IIpumeua
n/m OIUCH PAaCCEKpEUYEHHBIX €1I. XP. pacCeKpeYeHHBIX pacCeKpeyeHHBIX HUSA
MOJTHOCThIO <*> YaCTUYHO, C YKa3aHUEM
MIOJIHOCTBIO | YaCTUYHO HOMEpOB JIHCTOB
HEpaCCEKPEYEHHBIX
JTOKYMEHTOB
1 2 3 4 5 6 7
VTOTO pacceKpeudyeHOo en. xp. (IIOJHOCTBIO)

[Tpunoxenue N 12
K . 3.7.7
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(urdpaMy M HOPONMCHIO)
3a

(XpOoHOJIOTMUECKHME PaMKM IOKYMEHTOB)
en. xp. ("gacTmMuHO) 3a

(XpOoHOJIOTUUECKME PaMKU
IOKYMEHTOR)

HamMeHOBaHME IOJDXHOCTM pPaboTHMKA llonnuce PacumdpoBKa IOONUCU

[IPMHATO Ha OTKPBEITOE XpaHeHMe en. xp.
(umdpaMm ¥ HOPONMCHI)

(xpaHMIMILE)
HamMeHOBaHME IOJIXKHOCTM paboTHMKA Ioanmchb PacumppoBka HOOIUCU

IlaTa



/I3MeHeHMAa B y4YeTHBEE OOKYMEHTHl BHECEHEH
HamMeHOBaHME IOJDKHOCTHM pPabOoTHUKA [lopnuce Pacumbpporka nomnmucu

DaTa

<*> He nomyckaercs rnepeurcieHre HOMEPOB €/I. Xp. Yepe3 THpE.
dopma aKkTa 0 pacceKpeurBaHUH APXUBHBIX JOKYMEHTOB

®dopmar A4 (210 x 297)

[Tpunoxenue N 13
K mm. 5.9.1

CHHCcoK U3MEHSIOINX IOKYMEHTOB
(8 pen. IIpukaza Munkynbtypsl PO ot 16.02.2009 N 68)

(Ha3BaHME apxuBa)

Apmpecar
(IOUTOBHEIM MHIEKC, aIpec,
TesedoH, dakc)
ApxmMBHasA CcIpaBka
N
(mara)
Ha N oT
OcHOBaHue:
PyxkopomuTesb OpITaHM3aLUU [logmnmchb PacumppoBkra NOONMUCHU
I[leuaThb
VcrioJIHUTEeJb
TejiedoH

dopma apXHBHOM CIPABKU

dopmar A4 (210 x 297)



consultantplus://offline/ref=E0267D050B2A6F127A5351E5F07DF8B699588FB6FD5E56157CE6D84D8FF00FBB66139E1954A39EC1f0K

