3apeructpupoBano B Muntocte P® 6 mapta 2007 r. N 9059

MUHUCTEPCTBO KYJIBTYPBI H MACCOBBIX KOMMYHUKALUI
POCCHUIICKOM ®EJEPALIUUA

IMPUKA3
ot 18 suBaps 2007 r. N 19

OB YTBEPKJIEHHWUU ITPABUJI
OPTAHU3ALIMU XPAHEHUS, KOMIIJIEKTOBAHUSI, YYETA
" UCHOJIB30BAHUS JOKYMEHTOB APXUBHOT'O ®OH/IA
POCCHHCKON
®EJIEPALIVNA U IPYTUX APXUBHBIX JOKYMEHTOB B
T'OCYJAPCTBEHHBIX
U MYHUIIUIIAJIBHBIX APXUBAX, MY3ESX U BUBJINOTEKAX,
OPTAHM3ALINAX POCCUMCKOMN AKAJIEMHU HAYK

(B pen. ITpukaza Munkynetypsl PO ot 16.02.2009 N 68)

B coorBerctBuM ¢ myHktoM 2 yactu | crarbu 4, yactu 5 crateu 14
®denepanbHOro 3akoHa oT 22 okts0pst 2004 r. N 125-®3 "OO6 apxuBHOM Jeie B
Poccuiickoit ®enepanun" (Codbpanue 3akonogarenscrBa Poccuiickoit denepanuu,
2004, N 43, ct. 4169; 2006, N 50, ct. 5280) npukasbiBaro:

I. VYrtBepmute  mnpunaraemeie  [IpaBuia  opraHuMzanuM — XpaHEHWUS,
KOMITJIEKTOBAHUSI, y4eTa M HCIOJIb30BaHUS JOKYMEHTOB ApxXuBHOro (oHma
Poccutickon @enepauuy U Ipyrux apXuBHBIX JOKYMEHTOB B TOCYJIAPCTBEHHBIX U
MYHUITUTIATBHBIX apXWBax, My3esX W Oubnmorekax, opraHuzanusx Poccuiickoit
aKaJIeMUu HayK.

2. KoHrtpons 3a wucnonHeHueMm Hacrtosimiero IIpukasa BO3JOXKHUTH Ha
3amecturens Munuctpa .M. AmyHiia.

Munuctp
A.C.COKOJIOB

[Ipunoxenue

MPABUJIA

OPTAHU3AIIMU XPAHEHUS, KOMILUIEKTOBAHUS, YUETA

N UCHIOJIb30BAHUSA TOKYMEHTOB APXUBHOI'O ®OHJIA
POCCHUMCKOM
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®EJEPAIIUA U IPYTUX APXUBHBIX JOKYMEHTOB B
IT'OCYJAPCTBEHHBIX
U MYHUITUIIAJBHBIX APXUBAX, MY3ESIX 1 BUBJIMOTEKAX,
OPTAHM3BAIINAX POCCUMCKOM AKAJJEMUHU HAYK

(B pen. Ilpukaza Munkynbtypsl PO ot 16.02.2009 N 68)
[. O6mmume monoxxeHus

1.1. Hactosimue enunble [IpaBuna oprann3anny XpaHeHUs, KOMIUIEKTOBaHUS,
yueTa M UCHOJIb30BaHus TOKyMeHTOB ApxuBHoro (onaa Poccuiickoit denepanuu
U JpYTHX apXHUBHBIX JOKYMEHTOB B TOCYJAapPCTBEHHBIX W MYHULUIAIbHBIX
apxuBax, My3esX M OuOIMoTeKax, opraHu3auusx Poccuiickoil akaaeMuu Hayk
(manee - IlpaBuia) pazpaboTaHbl B COOTBETCTBHM C DelnepalbHbIM 3aKOHOM OT
22.10.2004 N 125-®3 "O06 apxuBHoM jneine B Poccutickoit @enepanuun (Codbpanue
3aKkoHoAaTenbcTBa Poccuiickoit dDeneparuu, 2004, N 43, cr. 4169) wu
pPacIpoCTPaHsIOTCS Ha TOCYAApCTBEHHBbIE M MYHHIMIAIBHBIC APXUBBI, MY3€H H
oubnuotexku, opranuzanuu Poccuiickoil akagemun Hayk (apxuB PAH, HayuyHbie
apXUBBl PETHOHAIBHBIX OTACJICHWA MW Hay4yHbIX ILeHTpoB PAH, HaydHO-
oTpacieBble W MeMopuanbHble apxuBbl PAH, ocymecTBisOmKe NOCTOSHHOE
XpaHeHue JOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®denepauun) (maiee -
apXuBbl), KOTOpblE B COOTBETCTBUM C 3aKOHOAATEIbCTBOM Poccuiickoii
denepanuy  OCYIIECTBISAIOT ITOCTOSIHHOE XPaHEHUWE JIOKYMEHTOB ApXHBHOIO
donna Poccuiickoit denepaiinu, a Takke BpEMEHHOE XPAaHEHUE JIPYTUX apXUBHBIX
JOKYMEHTOB, IPUHATHIX OT JIMKBUJAMPOBAHHBIX OPraHOB FOCYIapCTBEHHOM BIIACTH,
MHBIX TOCYJAapCTBEHHBIX OPraHoB (Jajee - TOCyJapCTBEHHbIE OpraHbl), OPraHOB
MECTHOT'O CaMOYIIPABJICHUS U OPTaHU3aLIAM.

1.2. Jlokymentsl ApxuBHoro (onma Poccuiickoit denepanuu - apXuBHBIC
JOKYMEHTBI, IPOIIEAIINAE dKCIIEPTU3Y LIEHHOCTU JTOKYMEHTOB, IIOCTABJICHHbBIC HA
rOCYJapCTBEHHBIN YUYET U MOJICKAIINE IIOCTOSHHOMY XPaHEHHIO.

1.3. JIOKyMEHTBHI IO JINYHOMY COCTaBY, a TAKXKE apXHUBHBIE JOKYMEHTBI, CPOKH
BPEMEHHOI'O XPAaHEHMsI KOTOPBIX HE HCTEKIIH, OTHOCATCS K APYIMM apXWBHBIM
JIOKYMEHTAaM.

1.4. TocynmapCTBEHHblE M MYHHIMNAIbHbIE My3ed U OUOJIMOTEKH,
MYHULMNAIbHBIE APXUBBI PYKOBOACTBYIOTCS HactosimuMu [IpaBunamu ¢ yuerom
CBOETO IIPABOBOr'0 CTATyCa U OCOOEHHOCTEH 1eATeIbHOCTH.

1.5. Opranuzanuss xpaHEHHUs, KOMIUIEKTOBAaHMS, y4e€Ta WU HCIIOJIb30BaHUS
nokymeHToB ApxuBHoro ¢onna Poccuiickoit denepanuu u Apyrux apxXxuBHBIX
JIOKYMEHTOB B (peiepanbHbIX OpraHax MCIOJHUTEIbHON BJIACTH M OpraHU3ALMIX,
OCYILECTBISIONUUX JAEMO3UTAPHOE XpaHEHHE JOKYMEHTOB ApXHMBHOro (¢oHaa
Poccuiickonn @enepanuu, peryimpyercss APYTMMUA HOPMATHUBHBIMU IPAaBOBBIMU
aKTaMH.

1.6. ®opmbl Y4YETHBIX W MHBIX JOKYMEHTOB AapXHBOB, YIIOMHHAaeMble B
HacTosimmx  [IpaBwiiax w®  OTCYTCTBYIOIIME B INPUIOKEHHAX K  HUM,
YCTaHaBIMBAIOTCA  CIEUMAJIbHO YIOJHOMOYEHHBIM (efepalbHbIM  OpraHoOM
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WCITOJTHUTEIILHOH BJIACTH B cepe apXUBHOTO JIea.

II. Opranuzanus XxpaHeHus TOKYMEHTOB ApXUBHOTO (oH/Ia
Poccuiickon denepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B apXUBE

2.1. B apxuBe gokymeHTHl ApxuBHoro ¢onaa Poccuiickoit deneparuu u
JIPYTUE apXUBHBIE JTOKYMEHTBI OPTraHU3YIOTCS MO0 MCTOPUYECKH W/WIN JOTUYECKU
CBSI3aHHBIM COBOKYITHOCTSIM - apXUBHBIM (poHgam. [Io OTHOIIEHHIO K HEKOTOPHIM
BUJIaM apXMBHBIX JOKYMEHTOB JIOMyCKaeTcs MX He(OHA0Bas opraHnu3zanus (CM. II.
2.10).

2.1.1. Pa3HOBUAHOCTSIMU apXUBHOTO (POHIA SABIISAIOTCS:

apxXuBHBIM  (QOHJ  TOCYIapCTBEHHOTO  OpraHa, OpraHa  MECTHOTO
caMOYIIpaBJIEHUs, OPraHU3aluu, COCTOSIIIUNA U3 00pa30BaBIIMXCS B IMPOLIECCE UX
JeATEeILHOCTH JOKYMEHTOB ApxuBHOTO QoHna Poccuiickoit denepain u Apyrux
apXHUBHBIX IOKYMEHTOB;

0OBEIMHEHHBIN apXUBHBIN (POH[, COCTOALIUIN U3 00Pa30BaBIINXCS B MPOIECCEe
NESATEILHOCTH JBYX WM 0oJjiee opraHu3aluii, a TaKXKe TIPakJIaH JIOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit denepanuu M JIpyrux apXUBHBIX JOKYMEHTOB,
UMEIOLINX MEXIy COOON MCTOPUUECKH U/UITHU JIOTUYECKU O0YCIIOBIIEHHBIE CBSI3U;

apXUBHBIA (DOHJ] JTMYHOTO MPOUCXOXKACHUS (CEMbH, poja), COCTOSIIUNA W3
00pa30BaBIIMUXCS B MPOLECCE XKU3HU U JIEATEIbHOCTH OTIEIBHOIO Tpa)kAaHUHA,
CEMbHU, pOJa APXUBHBIX JOKYMEHTOB, BKIIOYEHHBIX B cOCTaB ApXHMBHOro (poHaa
Poccuiickon ®@enepanum.

K apxuBHomy (¢oHIYy TNpUpPaBHUBAECTCS  COBOKYMHOCTh  OTIEIBHBIX
nokymeHToB ApxuBHoro ¢onna Poccuiickoit denepanuu u Apyrux apxXxuBHBIX
JOKYMEHTOB, ~ OOpa3oBaBIUIMXCS B  JACSATENbHOCTH  Pa3HbIX  HMCTOYHUKOB
KOMITJIEKTOBaHUsI apxuBa ((hoHm000pa3oBareneii), 00beIMHEHHBIX IO OJTHOMY WJTU
HECKOJbKMM  TpU3HAKaM (TEeMAaTHYEeCKOMY, HOMHUHAIBHOMY, OOBEKTHOMY,
aBTOPCKOMY, XpPOHOJIOTMYECKOMY U JIPYTUM) (Jajiee - apXuBHAS KOJUICKIIHS).

2.2. Tlo crenmenu uLEHHOCTH IOKyMeHThl ApxuBHoro Qonmga Poccuiickoi
denepanuu Aendrcs Ha IEHHbIE, 0CO00 LIEHHbIE U YHUKAJIbHBIE.

2.2.1. Bce orHecennble Kk coctaBy ApxuBHoro ¢onma Poccuiickoi
denepanuu JOKYMEHTBI BHE 3aBUCUMOCTH OT UX MPOUCXOXKICHUS, BUIa HOCUTENS,
CTENIEHU CEKPETHOCTH, MeCTa XpaHeHUs U (QOpMbI COOCTBEHHOCTH SBISIOTCS
IIEHHBIMH.

2.2.2. B cocraBe ApxuBHoro (onma Poccuiickoit ®denepanvu BbIACISIIOTCS
0Cc000 IIEHHBIE JOKYMEHTbI, UMEIOIINE HEMPEXOAAIYI0 KYJIbTYPHO-UCTOPHUUECKYIO
U HAy4YHYI0 LEHHOCTh, OCOOYI0 Ba)XHOCTh JUIsl OOIECTBA M TrocyJapcTBa U B
OTHOUIEHUM KOTOPBIX YCTAaHABIMBAETCS OCOOBIA pPEXUM YyuyeTa, XpaHEHHUS U
UCITOJIb30BAHUSI.

2.2.3. B coctaBe 0c000 ULEHHBIX JOKYMEHTOB BBIJICISIIOTCS YHUKAJIbHBIC
JIOKyMEHTBI, HE UMerolre cede MmoJo00HBIX TI0 CoJIepKaIeicss B HUX HHPpOpMaIuu
Y (WIM) UX BHEIIHUM MPU3HAKAM, HEBOCIIOJHUMBIE TP yTPATE C TOUKHU 3PEHUS UX
3HA4YeHHUA U (WIK) aBTorpapuuHocT (cM. 1. 3.7.4).

Koncynpranrlntoc: npumevanue.



B odurnuansHOM TekcTe NOKYMEHTa, BUAUMO, JOIYIICHA OTeYaTKa: MyHKT
5.3.2 B JOKyMEHTE OTCYTCTBYET, MO BOIIPOCY, KACAarOUIEMYyCsl YHUUYTOXXKECHHS
apXUBHBIX IOKYMEHTOB, CM. ITYHKT 4.3.2.

2.2.4. ApxuBHBIE TOKYMEHTHI BPEMEHHOI'O XPaHEHUsI, UMEIOIIUECS B COCTABE
apXUBHBIX (OHJIOB, B TOM 4YHUCJE OT JIMKBUJIWPOBAHHBIX OpraHU3aLUNA, WM
MOCTYIUBIIKUE B APXUBBI BCIEJCTBUE YPE3BBIYAHHBIX OOCTOSITENILCTB, BBIACIISAIOTCS
K YHUYTOXCHUIO B YCTAaHOBJICHHOM TOpsiAKe (cM. 1. 5.3.2).

2.3. Ilo kareropusam IOCTyna apXWBHBIE JOKYMEHTBI IEIATCS HAa OTKPBITHIE,
OrpaHUYEHHOI0 JTOCTYIA U HA XPAHAILIMECS Ha OCOOBIX YCIOBUSAX JOCTYIA K HUM.

2.3.1. OTKpBITBIMH SABJISIOTCS BCE apXUBHBIE JTOKYMEHTHI, IOCTYIl K KOTOPBIM
HE OrpaHUYEH B COOTBETCTBHM C MEXAYHApOIHBIMU Jorosopamu Poccuiickon
@enepanuu, 3akoHOAATENbCTBOM  Poccuiickonn @Penepanuu, a Takke B
COOTBETCTBHUM C paCHOpSDKEHHMEM COOCTBEHHHMKA WM BJaJebla apXUBHBIX
JIOKYMEHTOB, HAXOIAIINXCS B YACTHON COOCTBEHHOCTH.

2.3.2. K apXxuBHBIM JOKYMEHTaM OIPAHUYEHHOI'O JOCTYIIA OTHOCSTCS:

apXMBHBIE  JIOKYMEHTBI,  COJEp)KAllM€  CBEACHUS,  COCTaBJISAIOLIUE
rOCYAapCTBEHHYIO TAalHY MJIM UHBIE OXpaHsAEMbIE 3aKOHOIATEIbCTBOM Poccuiickoi
denepanuy TaliHbI,

apXMBHBIE JOKYMEHTBHI, COJIEPKAIIUE CBENCHUA O JINYHOM M CEMEWHOW TailHE
IrpaKJaHWHA, €r0 YaCTHOM JKM3HM, a TAKXKE CBEACHHS, CO3JAIOIIUE yrpo3y €ro
0e301acHOCTH;

apXMBHbBIE TOKYMEHTbI, COOCTBEHHUKH WM BJaJENbLbl KOTOPHIX, NEpenaBas
UX B apXWB, YCTAaHOBWJIM B JIOTOBOPE YCJIOBHMS JOCTyHa K HUM M HX
UCITOJIb30BAHUSI.

JlocTyn K yKa3aHHBIM apXUBHBIM JOKYMEHTAM /0 YTPaThl UMU CEKPETHOCTU
WIM KOHQUACHLIMAJIBHOCTH, a TaKKE HMX MCIOJb30BAaHUE OCYIIECTBISIOTCA B
YCTaHOBJICHHOM IOPSIJIKE.

2.3.3. OrpaHnnuuBaeTcst JOCTYI K MOJJIMHHUKAM 0CO0O0 IIEHHBIX, B TOM YHCIIC
YHUKaIbHBIX, JOKYMEHTOB M K JOKyMeHTamM ApxuBHoro ¢onaa Poccuiickoi
denepanuu, MPU3HAHHBIM B MOpPSAKE, ycTaHOBIeHHOM 1. 2.11.7.1 Hactosmmx
[TpaBui1, HaXOASIIMMUCS B HEYJOBIETBOPUTEIHLHOM (PU3MUECKOM COCTOSTHUH.

PoHAMPOBAHUE APXUBHBIX TOKYMEHTOB

2.4, Pabota mo QoHaMpOoBaHUIO (OMpEAEICHNUI0, YTOUYHEHHUIO (OHIO0BOM
MPUHAICKHOCTH apXUBHBIX JOKYMEHTOB M XPOHOJOTHYECKHX T'PAHMI] apXUBHBIX
GOHIOB)  OCYIISCTBISETCS B  HCTOYHHMKAX  KOMILICKTOBAHHUS  apXHBOB
(bonmooOpazoBaTesix) B mporecce popMUpOBaHUS JeJ HAa OCHOBE HOMEHKJIATYP
nen u oTbopa JOKYMEHTOB MJis Mepefayd Ha XpaHEHHWE B apXWB, a TaKXKe B
apXWBax - MPU OMHMCAHUY MPUHSATHIX HEYMOPSIOUYECHHBIMU apXUBHBIX JIOKYMEHTOB,
nepepadoTKe HEYIOBIECTBOPUTEILHO COCTABIICHHBIX OMUCEH, TpU CO3JaHUU
OOBEMHEHHBIX APXMBHBIX (OHIOB M APXUBHBIX KOJUICKIIWM, WCIPABICHUH
omrOoK HOHAUPOBAHMUS.

2.4.1. Omnpenenenne ¢GOHAOBOM MPUHAIJICKHOCTH APXUBHBIX JTOKYMEHTOB
3aKJTF0YACTCS B OTHECCHHMM WX K apXWBHOMY (OHIY COOTBETCTBYIOIIETO



dboHm000pazoBaTes.

ApXUBHBIE JOKYMEHTHI, SBISIOIIMECS BXOASIIMMHU, OTHOCATCS K apXUBHOMY
dbonay Toro honmoodpazoBares, KOTOPbINA UX MOTYUHI.

ApXMBHBIE JTOKYMEHTHI, SIBIISIONIMECS UCXOIAIMMU KOMHUSAMU (OTIyCKamu),
OTHOCATCA K apXuBHOMY (poHIy TOro (hoHI000pa3oBaTesi, KOTOPbIN SBISETCA UX
aBTOPOM.

ApXHMBHBIE JTOKYMEHTHl BHYTPEHHEro OOpalieHusi OTHOCATCA K apXUBHOMY
dbonay Toro hoHIO000pa3OBaTEINA, B KOTOPOM OHHU CO3/IaHBbI.

2.4.2. B cnyyae peopranu3aluy Wi JUKBUIAIMA OpTraHU3alliu C Mepeaadeii
ee (pyHKIMII BHOBbH CO3JJaHHOW OpraHWU3AIMK 3aKOHYCHHBIE MPOW3BOJCTBOM Jeja
BKIIIOYAIOTCS B ApXUBHBIM (POHJ peopraHu3yeMoil WM JIMKBUAUPOBAHHON
OpraHu3allid, a HEe3aKOHYEHHbIE Jiella, TMepeJaHHble IS  OKOHYAHUS
MPOU3BOJICTBOM OpPTraHU3aAlUU-TIPABONPEEMHUKY, BKIIIOYAIOTCS B apXUBHBIN (POH]
IIOCJICIHEM.

N3 apxuBHOro (oHAA JHUYHOTO MPOUCXOXKJCHUS APXUBHBIE JOKYMEHTHI
OpraHU3allid BBIIEISAIOTCSA U MPUCOEAUHSAIOTCS K COOTBETCTBYIOIIEMY apXUBHOMY
dboHAYy NpU YCIOBHM, €CIIM ITOT ApXWUBHBIA (POHJ HAXOAUTCA HA XPAHEHUU B
JAHHOM AapXWBE W AapXUBHbIC JIOKYMEHTHl OpraHW3allil HE CBS3aHbl C
NESATEIbHOCThIO  TpakJIaHWHA, OOpa30BaBIIETO aApXWUBHBIA (OHA  JMYHOTO
npoucxoxxenus. He mojanexaT BBIJCICHUIO U3 apXUBHOTO (hOHA TpaKJaHUHA -
PYKOBOJUTENSE M 4JI€HAa COOTBETCTBYIOIIMX OOIIECTBEHHBIX OpraHU3allni
apXUBHBIE TOKYMEHTBI 3TUX OOIIECTBEHHBIX OpPraHU3alIHil.

2.4.3. EnuHplil apXuBHBIA (OHJ ¢ apXMBHBIMH JOKYMEHTAMH OpraHU3aluu
COCTABJISIIOT:

apXUBHBIE JOKYMEHTHI IPEJACTABUTEIILCTB U (DUIINAJIOB;

apXMBHBIE  JIOKYMEHTHl  COBEILATEJIbHBIX OpPraHoOB, CO3JaHHBIX IIpPHU
OpraHu3aluy;

apXWBHbIE  JOKYMEHTbl ~ BPEMEHHBIX  aJIMHHUCTpAlMid  OpraHu3aluu,
HaXO/JIAIIEHCs B CTauu OAaHKPOTCTBA,

apXWBHbIE  JOKYMEHTHl CO3JA@HHBIX MpPH  OpraHU3alMud  NEPBUYHBIX
oOIIEeCTBEHHBIX opranu3anuii (3a uckimouennem opranuzanuii KIICC u BJIKCM),
CYIIIECTBOBABIIMX JI0 MPHHATHSA 3aKoHoAaTeiabcTBa Poccuiickoit denepanum o6
OOIIECTBEHHBIX 00BEIMHEHUSIX;

aApXUBHBIE JOKYMEHTHI JIMKBUAAITMOHHON KOMUCCUU OpraHU3aIUu.

ApXUBHBIC JOKYMEHTHI OOIIECTBEHHOW opraHu3anuu (mpo¢coro3HON U ap.),
CYILIECTBYIOIIECH MPHU OpraHu3aliid ¢ MOMEHTA PETUCTPALUM ITOW OOIIEeCTBEHHOMN
OpraHu3allid B COOTBETCTBUU C 3aKOHOAATEIHCTBOM Poccuiickoit denepanuu oo
OOIIIECTBEHHBIX OOBEIUHEHUSIX, MPH HMX TMOCTYIUICHMM Ha XpaHEHUWE B apXuB
COCTABJISIIOT CaMOCTOSITEIbHBIM  apXWBHBIM (POHI WM MPUCOCHAUHSIOTCS K
apXMBHOMY (DOHIy COOTBETCTBYIOIICH OpraHu3aiui, o0pasys OOBbeIUHEHHBIH
apXUBHBIN (HOH]I.

2.5. OObenuHEHHBIW apXWBHBIM GOHA (GOPMHUPYETCS U3 aAPXUBHBIX
JIOKYMEHTOB:

OpraHu3alvii, OJHOPOJHBIX TO I[IeJIEBOMY HAa3HAYEHUI0O U (PYHKIUSAM,
JIEVCTBYIOIIMX Ha OINPEICICHHON TEPPUTOPUH;



PYKOBOJSILIETO OpraHa W MOJAYWHEHHBIX €My OpraHH3alui, JeHCTBYIOIUX HA
ONPEIEIICHHOW TEPPUTOPHH;

opraHu3ainii, 00beIMHEHHBIX 0OBEKTOM JIESITEIbHOCTH;

MOCJIEIOBATEIbHO CMEHSBIIUX JAPYr Jpyra OpraHu3auuid, eciu (QyHKIUU
MPEAIIECTBEHHUKOB MOJHOCTHIO WJIM YAaCTHUYHO IMEPENABANCH U MEPENAIOTCA HUX

IIPEEMHUKAM,;
IBYX WM 0Oojiee apXUBHBIX (OHJOB JIMYHOTO TMPOUCXOXKIEHUS, €CIU
rpakaaHe CBSI3aHBI MEXKIY co0oit OJIM3KUMU POJCTBEHHBIMH,

npohecCHOHANBFHBIMU, TBOPYECKUMH, IETOBBIMU OTHOIICHUSIMH.

2.6. ApxuBHas KOJUIEKIIUA MMOCTYTAET B apXUB WU (GOPMUPYETCS B apXUBE U3
OTHEJIBHBIX Pa3pO3HEHHBIX APXMBHBIX JOKYMEHTOB, WMEIOMNUX IMPU3HAKU
oOmHocTH. McTopuyecku CIoKMBIIASCS apXUBHAs KOJUICKIIUS, MOCTYIHBIIAS U3
JIpYroro apxvBa, OT OpPraHU3ALMHM WIA TpaXJIaHWHA, NepeOHAUPOBAHUIO HE
IIOJJIEIKUT.

2.7. ApXuBHbIE JOKYMEHTBHI, C(OpPMHUPOBAHHbIE B apXWUBHbIA (POHI,
00BETMHEHHBIN apXUBHBIN (OH]T MM APXUBHYIO KOJUIEKIIHIO, TepedOHIUPOBAHUIO
He mnoanexar. llepepoHnupoBaHrne apXMBHBIX JOKYMEHTOB JOIYCKaeTCsi B
UCKJIIIOYUTENBHBIX ClydasxX Mpu OOHApyXeHHM OIIMOOK (OHIUPOBAHUA,
3aTPyIHSIOLIIMX [TOMCK apXUBHBIX JOKYMEHTOB.

2.8. B 3aBucuMOCTHM OT BpeMeHH 00pa3oBaHUs M IIPaBOBOIO cCTaryca
VMCTOYHHUKA KOMIUIEKTOBaHUS ((poHa000pa3zoBaTess) €ro apXWBHBIE JOKYMEHTHI
IIPUHAMAIOTCS B apXWB WM KakK IPOJOJDKAIOMIASCA YacTh YK€ HMMEIOMIETOCs
apXMBHOTO (POHJA, MM KaK HOBBIM apXUBHBIA QOH/I.

2.8.1. B cBa3u ¢ npunarueM Koncrturynun Poccuiickonn @enepannu B 1993
roay:

2.8.1.1. HOBBIE apXHUBHBIE (DOH]IBI COCTABIISAIOT APXUBHBIE IOKYMEHTHI:

OpraHoB 3akKoHOAaTenbHON BiacTu Poccuiickoirt denepanmu u CyOBEKTOB
Poccuiickon ®@enepanuy;

OpraHOB HUCIOJIHUTETHHOM BiacTu Poccuiickoit denepanuu U pecryOsivK B
cocrase Poccuiickon @enepannu;

riaB (ry0oepHaTOpoB) KpaeB, 00yiacTeil, aBTOHOMHBIX OKpyroB Poccuiickoi
denepaliii ¥ UX AAMAHUCTPALINAM;

OTpacCJIEBbIX OPraHOB MCIIOJIHUTEIHLHON BIIACTU KpaeB, oOyiacteid, MOCKBBI U
Cankr-lletepOypra, aBTOHOMHBIX OKpyroB Poccuiickoil ®enepauuu, eciid HX
3a/la4yu U QYHKIUU U3MEHWINCD;

opraHoB cyaeOHoi Biactu Poccuiickoit denepanuu;

OpPraHoOB MECTHOTO CaMOYyIIPaBJICHNUS;

I'enepanbHOM IpOKypaTypel Poccuiickoit denepannu;

Cuertnout nanartsl Poccuiickont @enepanuu;

[lentpansHoro 6anka Poccuiickoit deneparuu (banka Poccun);

IlenTtpanpHoii  m30MpaTenpbHOM  Komuccum — Poccmiickori ~ Deneparuu,
n30UpaTeabHbIX KOMHUCCHUH OpraHOB TOCYJIApCTBEHHOM BIACTH CyOBEKTOB
Pocculickon ®@enepanumu.

Hlomyckaetrcst  ¢opMupoBaHHEe OOBEAMHEHHBIX apPXUBHBIX (OHIOB U3
apXUBHBIX JOKYMEHTOB W30MpaTeNbHBIX KOMHCCHUH 10 BbIOOpaM OpraHoB
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MECTHOT'O CaMOYIIPaBJIEHUS;
2.8.1.2. enunble apxuBHbBIC (DOHJIBI COCTABIISIOT APXUBHBIE TOKYMEHTHI:
OTPACIIEBBIX YHOPABIECHUA W OTAEJIOB HCIOJKOMOB COBETOB HApOJIHBIX

JIenyTaToB Kpaes, oOinacteil, r. . MockBbl u Cankt-IleTepOypra, aBTOHOMHBIX

okpyroB PCOCP u COOTBETCTBYIOUIMX OTPACIEBBIX OPraHOB HCIIOJHUTEIBHON

BJIACTU KpaeB, oOsactedd, r. r. MockBel u Cankr-IlerepOypra, aBTOHOMHBIX

okpyroB Poccuiickoit deneparuu, ecid uX 3a7adyd U (YyHKIHH OCTaIHCh 0e3

WU3MEHEHUS;

OpraHoB CyJIeOHOM BJIACTH M MPOKYpATyp pECIyONHK, KpaeB, 00JacTeil, I. T.
MockBel u Cankr-lIleTepOypra, aBTOHOMHBIX OKpPYTOB, TOpOJOB U pailOHOB
PCOCP u COOTBETCTBYIOIIMX OpraHOB CyAeOHOM BJIACTH M NIPOKYypaTyp B
pecmy0OinKkax, Kpasx, oomnactsx, r. r. Mockse u Cankrt-IlerepOypre, aBTOHOMHBIX
okpyrax Poccuiickon ®Penepanuy, MyHULHMNAIbHBIX pPaliOHAX M TOPOJCKHUX
OKpYyrax;

IPEICTAaBUTEIIBHOIO U HCIIOJHHUTEIBHO-PACIOPAIUTENIBHOIO  OPraHOB
MYHHUIUIAIBHOTO ITOCEIEHUS.

2.8.2. B cBsa3u ¢ mpeoOpazoBaHMEM MYHHUIIMNAIBHBIX OOpa3oBaHuil (MX
OoObEIMHEHUEM, pa3/eJIeHUEM, a TakKe€ HW3MEHEHUEM CTaTyca TOpOJCKOTO
IIOCEJICHUs]) HOBbIE AapXUBHbIE (DOHIBI COCTABISAIOT APXUBHBIE JOKYMEHTHI
CO3JaHHBIX OPraHOB MECTHOI'O CaMOYTIPABIICHHUS.

W3meHenue rpaHul] MyHULUIIAJbHBIX 00pa30BaHUN HE SBIISIETCS OCHOBAaHUEM
JUISL CO3/JaHMSl HOBBIX apXWUBHBIX (OHAOB M3 APXUBHBIX JIOKYMEHTOB
COOTBETCTBYIOIIUX OPraHOB MECTHOT'O CaMOYIIPaBJICHHUSI.

2.8.3. Ilpu peopranuzanuy opraHu3aIii HOBbIE apXUBHBIE (DOHJIBI CO3/IAI0TCS
B CIIyYasx:

M3MEHEHUSl 1IeJIEBOr0 Ha3HA4YeHUs, NpoPMiIs AESITENbHOCTH U (PYyHKUUN
OpraHU3alny;

npeoOpa3oBaHus OpraHW3alMk ¢ H3MEHEeHHEeM (OpMBI  COOCTBEHHOCTH
MMYyIllECTBA OpraHu3aluy (IIpUBaTHU3alMs, aKIMOHUPOBAaHWE, HAMOHAIN3ALUS U
T.IL.).

N3 apxuBHBIX JOKYMEHTOB TOCYJapCTBEHHOW WM MYHULHWNAIbHOU
OpraHu3alMy, TOJABEpriueiicss mnpeoOpa3oBaHUI0 C H3MEHEHHEM  (OpPMBI
COOCTBEHHOCTM MMYULIECTBAa OpraHU3allid, M apXUBHBIX JOKYMEHTOB BHOBb
BO3ZHMKIIEH opraHu3anuu(ii)-npaBonpeeMHuKa(oB) nonyckaercs (HopMHpOBaHUE
OOBEMHEHHOTO ApXMBHOTO (OHAA B Clyyae IEepelladyd apXUBHBIX JOKYMEHTOB
opraHu3anuu(i)-paBornpeeMHrKa(0B) B rOCYJapPCTBEHHYIO WM MYHHUIIUIAIbHYIO
COOCTBEHHOCTb.

2.8.4. He sByisieTCsi OCHOBAHHMEM JIJISI CO3/IaHUSI HOBOT'O apXUBHOTO (hOH/IA:

pacUIMpEeHUe WM CY>KEHHE TEePPUTOPHAIBHBIX TPaHUI] JEATEIBHOCTH WM

GyHKIMIA OpraHu3aIy;

BBIJICJICHHE U3 OpPraHU3aly{ OJHOW WM HECKOJBKHMX HOBBIX OpraHU3ALMN C
nepeaadeit UM OTAETbHBIX (DYHKIIMI MepBOW OpraHU3aIlNH;

VU3MEHEHUE MOJYMHEHHOCTH OpPraHU3allid, €€ CTPYKTYpPhl, IEPEUMEHOBAaHUE
WIM BHECEHUWE W3MEHEHMI B Ha3BaHHWE, HE CONPOBOKIAIOUIMECS W3MEHEHUEM
NePBOHAYAIILHBIX (PYHKITUH;



CMeHa yupeauTens(el) opraHusanuu 0e3 u3MeHeHUus PopMbl COOCTBEHHOCTH
UMYILECTBA 3TON OpraHU3alHH.

2.8.5. ApxuBHblE JIOKyMEHTBl OpraHU3allUM, MPEKPATUBLIEH  CBOIO
JESATEIbHOCTh BCIIEACTBUE JINKBUAALNY, B TOM YHCJIE 110 IPUYKUHE YpE3BbIYaliHbIX
OOCTOATENBCTB WM CTUXUUHBIX O€ACTBUIA, a 3aT€M BOCCTAHOBJIEHHOW C TEMH XK€
(GYHKIUSAMU, COCTABIIAIOT €AUHBIA apXUBHBIN (QOH/.

2.8.6. XpOHOJIOTMYECKUMU T'PaHUIIAMH apXUBHOTO (POHJIA ABIISIOTCS:

apXMBHOro  (OHJAa TOCYAapCTBEHHOIO  OpraHa, oOpraHa MECTHOI'O
CaMOYIIPABJICHUS, OPraHHU3alMU - YCTAHABJIMBAEMbIE HAa OCHOBE HOPMATHBHBIX
aKTOB O(UIMANbHBIE TaThl UX 00pa3oBaHUsA (peructpanuu) U aukBuaanuu. [Ipu
HaJIMYUM  HECKOJbKMX  HOPMAaTMBHBIX  aKTOB 3a  JaTy  0Opa3oBaHMs
roCyJapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIpPaBJIEHUS, OpraHU3aluu
PUHUMAETCS AaTa HanOosee paHHEro U3 HUX;

OOBEIMHEHHOTO0 apXWBHOro (oHAa - JaThl 00pa3oBaHUs (PEruCcTpaIm)
HauOosiee paHHEN M JMKBUAALMM HauOosiee MO3JHEH MO BPEMEHU JIEATEIbHOCTH
OpraHu3alMid, JOKyMEHTbl KOTOPBIX BOILIM B COCTaB OOBEAMHEHHOI'O apXHMBHOTO
donma;

apXUBHOTO (POHJA JIMYHOIO MPOUCXOXKACHHUS - AAThl POXKICHUS U CMEPTH
rpa)<1aHWHa, WIEHOB CEMbU WK poJia (110 aHAJIOTMU C OObEAMHEHHBIM apXHUBHBIM
dbonaOM);

apXMBHOW KOJUIEKIMM - JIaTbl CaMOro paHHEro M C€aMoOro TMO3JHEro
JIOKYMEHTA.

XPOHOJIOTUYECKUE TpaHUIbl ApXMBHOrO (POHAA MOTYT HE COBIAJATh C
KpallHUMHU JaTaMU COCTABJISIFOLIUX €r0 APXUBHBIX JTOKYMEHTOB:

B (OHIE TroCyJapCTBEHHOTO OpraHa, opraHa MECTHOTO CaMOYIpAaBIICHUS,
OpraHu3allid - B CBSI3M C BO3MOXHBIM OTCYTCTBUEM apXHMBHBIX JOKYMEHTOB
HAYaJbHOTO W/WJIM 3aBEPIIAIOIIETO 3TaloB JESATENIBHOCTH TOCYJapCTBEHHOI'O
oprasa, OpraHa MECTHOT'O CaMOYIIPaBJICHUs, OPraHU3aliH, BKJIIOYEHUEM B COCTAB
¢doHna Oojee paHHUX ApPXUBHBIX JOKYMEHTOB, IMEPENaHHBIX MJI1 3aBEpPLICHUS
IIPOU3BOJICTBOM JI€a IPEALIECTBEHHUKOM TIOCYJIapCTBEHHOIO OpraHa, OpraHa
MECTHOTO CaMOYITPaBJIEHUs, OpraHU3alny;

B (poHAE JMYHOTO MPOUCXOXKIEHUS - 3a CUET JOKYMEHTOB, CBS3aHHBIX C
OTKJIMKAMU Ha CMEpPTh TpaXJIaHWHA, [POBEJIECHUEM MaMSITHO-IOOMIEHHBIX
MEpPONPUATHN U JIP.

Opranuzanus apXuBHBIX JJOKYMEHTOB B IPEeIax apXMBHOro (poHaa

2.9. B npenenax apxuBHOTO (OHAA apXUBHBIE JOKYMEHTHI OPTraHU3YIOTCS 110
eAMHUIIAM XPaHEHUSI.

EauHunel XpaHeHUs] CUCTEMATU3UPYIOTCS COIIACHO CXEME CHUCTEMaTH3alld
apXUBHBIX JTOKYMEHTOB B apXUBHOM (OH/IE.

2.9.1. Cxema cucTtemaTu3allid apXWBHBIX JOKYMEHTOB B apXWBHOM (OHIIE
ABJIIETCSI OCHOBAHMEM JUIA BHYTPEHHEH OpraHu3alud €IWHUIL XPaHEHUs
apXUBHOTO (POHIA U 3aKPEIISETCS OMUCKIO (OMUCAMU) 171, TOKYMEHTOB.

CucremaTuzanusi €IUHMI] XpaHEHUS B TMpeIesax apxXuBHOro QoHga IO



paznenaMm (moapaszesiaMm) CXeMbl CUCTEMAaTU3allui MPOBOJUTCS C YYETOM OJHOTO
WJIM HECKOJIBKUX CHEAYIOIINX MPU3HAKOB:

CTPYKTYPHOTO (B COOTBETCTBUHM C MPUHAJICKHOCTHIO €AMHMI] XPAHEHHS K
CTPYKTYPHBIM MOAPA3ACICHUSIM);

XpOHOJIOTHYECKoro (1o TepuojaM WM JlaTaM, K KOTOPBIM OTHOCSITCS
CAMHUIIBI XPAHEHUS );

(GYHKIMOHATBHOTO, OTPACIEBOT0, TEMAaTUYECKOT0, MPEIMETHO-BOTIPOCHOTO (C
yaeTroM GYHKIWA OpraHU3alWHM, TEM WJIA BOMPOCOB, KOTOPBIX KacaeTcs
COJIep>KaHKE €ANHUI XPAHEHU);

HOMHUHAJIBHOTO (MO  JIEJIOMPOM3BOJACTBEHHOW  (opmMe - BHIAM W
Pa3HOBUIHOCTSIM JJOKYMEHTOB);

KOPPECMOHJAEHTCKOTO (110 OpraHu3aIusaM U JIIaM, B pe3yJIbTaTe NEPEMUCKH C
KOTOPBIMH 00pPa30BaIMCh €IUHUIIBI XPAHEHUS);

reorpadu4eckoro (B COOTBETCTBHUHM C ONPEACICHHBIMU TEPPUTOPHUIMH,
HACEJICHHBIMU IYHKTaMHU U JAPYTHUMH Teorpa@uueckuMu 00beKTaMu, C KOTOPhIMU
CBSI3aHO COZIEp>KaHUE JJOKYMEHTOB, UX aBTOPbI, KOPPECIIOHACHTHI );

aBTOPCKOTO (10 Ha3BaHUSM OpraHu3aluil Wik (QamMuwiusgM JIHil, KOTOpPbIe
SIBJISIOTCSI aBTOPAMH JIOKYMEHTOB).

[Ipu cucremaTu3aluu €QUHUL XPAaHEHUS aAyJHOBHU3YyalbHON U BJIEKTPOHHOM
JIOKYMEHTAIIUU JIOTIOJIHUTENIbHO HCIOJIb3YIOTCS OOBEKTHBIH U (OpMaTHBIN
MPU3HAKH.

Enununbel  XpaHeHUs] TPYNIHUPYIOTCS MOCIEAOBATEIBLHO IO MPHU3HAKAM,
IPUMEHEHUE KOTOPBIX SBIIAETCS HamOoJee LenecooOpa3HbIM JUIsl BCEX WIU
OTJICJIbHBIX TPYIIT apXUBHBIX JOKYMEHTOB apXUBHOTO (POHA.

JIOKyMEHTBI MO JINYHOMY COCTaBY, a TaKKE€ HAYYHO-TEXHUYECKUE IOKYMEHTBI
B apxXuBHBIX (OHIAX HAYYHO-UCCIEIOBATEIBLCKUX OpraHu3alui, pyKONUCH B
W3/IaTeIbCTBAX, HWCTOpUM OOJE3HEH B MEAMIIMHCKAX OPraHu3aIusiX, aKThl
MPOBEPOK B (DOHIAX KOHTPOJBHBIX OPTaHOB BBIIEISIOTCS B OCOObIE TPYMIBI U
CUCTEMATU3UPYIOTCS 000COOJICHHO.

ApXHMBHBIE JOKYMEHTBI apXHBHOTO (DOHIA CEMbH, pOjJa CUCTEMATU3UPYIOTCS
BHAYaJIe€ IO OTACJIbHBIM Tpa)KJaHaM, JITOKYMEHTBhl KaXJOro TpaKJaHWHA - IO
paszienam cxeMbl cucTteMarusainuu. B apxuBHOM (oHAE ceMbU Ha MEPBOE MECTO
BBIHOCSITCSl apXWBHBIE JOKYMEHTHl HAamOOJiee W3BECTHOTO Tpak/laHWHA, 3aT€M -
apXHUBHBIE TOKYMEHTHI YWICHOB CEMbHU B IMOPSJIKE CTENEHU POACTBA. B apXuBHOM
dboHIe poaa apXUBHBIE JIOKYMEHTBI PAacIoJiaratoTcs B MOPSJIKE TeHEaJToTHUeCKOM
MOCJIE0BATEILHOCTH, MPUYEM AapXUBHBIC JOKYMEHTBHI, OTHOCSIIHMECS KO BCEMY
poay (reHeaJloTHYecKre TaOIUIbl, UMYIIECTBEHHO-XO035UCTBEHHBIE JOKYMEHTHI),
MOMEIIAIOTCS B HayYaJIe.

Enununpel XpaHeHus, BKJIIOYEHHbIE B OOBEIWHEHHBIM apXUBHBIA (DOH]I,
pacrmoyiaraloTcsi 1O 3HAYUMOCTH (HOHIA000pa3oBaTeNe, MO XPOHOJOTUU WX
co3manusi, mo andaBuTy Ha3BaHUW. J[ns apxuBHBIX (OHIOB OITHOTHUITHBIX
OpraHu3aluid UCTIONB3YETCs 00Ias CXemMa CHCTeMaTH3allUH.

B mnpenenax apXuBHOW KOJUIEKIIMM AapXWUBHBIE JIOKYMEHTHI OJHOTO BHJIA
(pa3HOBUIIHOCTU) TPYNOUPYIOTCA MO ABTOPCKOMY IPU3HAKY C PACIOJIOKEHHEM
Ipynn €IUHUIl XpaHEeHHs] B andaBUTHOM MOPSJIKE HAa3BAaHWU OpPraHU3AIMKA WU



dbamummii  rpaxkgaH. B mpenmenax apXMBHOM  KOJUIGKIIMM, CO3JaHHOW IO
TEMaTHUYECKOMY IIPU3HAKY, IPYNIMPOBKA apXUBHBIX JOKYMEHTOB IPOBOJUTCS IO
TEMaM WIA BOIPOCaM, PACHOJIOKECHHBIM B IOPSAKE HMX 3HAYMMOCTH WIH
XPOHOJIOTHH.

B cooTBeTcTBMM €O CXEMOM CHCTEMAaTH3alllMd €AWHMIBI XPaHEHUs
IPYNIUPYIOTCS B CIEIYIOLIEM HOPSJIKE:

CAVHUIBI XPAHEHHUSI OTHOCATCS K TOMY IOy, B KOTOPOM OHHM HadaTbl
IPOU3BOJACTBOM WJIM B KOTOPOM TMOCTYNWIA B JaHHYK OpPraHU3ALMIO
(CTpYyKTypHOE IOJApa3felIeHue) W3 JAPYyrod OpraHu3alud  (CTPYKTYpHOTO
NOJIpa3eIeHus) Ul POJOJIKEHUS IPOU3BOCTBA,

€AVHUIBI XPAHEHUs, COAEPKAIlUE IUIAHbI, OTYEThI, CMEThl U MaTepuaibl K
HUM, OTHOCSTCS K TOMY IOAY, Ha KOTOPBIA WM 32 KOTOPBI OHH COCTABJICHBI,
HE3aBUCUMO OT JaTbl MX COCTaBJICHUS; JOJTOCPOYHBIE IUIaHBI OTHOCATCS K
HAa4aJIbHOMY T'OJYy MX JEWCTBHS, & OTYETHI 3a 3TH TOJBl - K IOCIEAHEMY TOAY
OTUYETHOTO NEPHUOJA;

€AVHUIBl XPAHEHMsI, HAayaTbhle MPOU3BOACTBOM B OJHOM MOAPA3LACICHUU H
IIEPENAHHbIC Ul MPOAODKEHUS B JPYroe MOIpa3leleHUE, OTHOCATCA K TOMY
N0JIpa3esIEHUI0, B KOTOPOM OHM OBLIIM 3aKOHYEHHBI,

B Ipeaesax roja WIM XPOHOJIOTMYECKOrO IEpUOAa €OUHULBI XPAaHEHUS
pacrnojarailoTcs IO 3HAYUMOCTH (yHKUMH opraHu3anuu (Wi B MOPSJKE
3HAYMMOCTH U JIOTHYECKOM B3aMMOCBSA3U BUJOB U PA3HOBUIHOCTEN JOKYMEHTOB);

E€AVMHUIBI  XpaHEHWs,  MNpeACTaBISIoONMe  coOOM  JHMYHBIE  Jeina,
CUCTEMATU3HUPYIOTCS MO T'OAaM YBOJIbHEHUS U an(aBUTy paMUIU.

['pynnel  eguHUL XpaHeHUsT B TMpeAeliax TMOCIeAHUX (3aBepIIaronX)
CTYINEHEW cUCTeMaTH3alluu PACIPEEISIOTCS 10 UX 3HAYMMOCTH WUJIU XPOHOJIOTHH.

HedonnoBas opranuzaimsi apXuBHbBIX JOKyMEHTOB

2.10. HedonnoBas opraHuzaiusi apXWBHBIX JIOKYMEHTOB - OpraHU3alUs
CO3JaHHBIX B  JEATEIBHOCTH PA3JIMYHBIX HUCTOYHHUKOB  KOMILIEKTOBAHMS
ayJIMOBU3YaJIbHBIX JIOKYMEHTOB (KHHO-, (OTO-, (HOHO- ¥ BUJICOJOKYMEHTOB) IO UX
BUJIaM, OJTHOMY WJIM HECKOJBKMM BHEITHUM MpHU3HAKaM (IIBETHOCTHU, MaTepUATy
HocuTens uHdopmaimu, ero Gpopmaty, CUCTEME 3allUCH 3BYKOBOM MH(OpMAIuu u
ap.).

KuHOMOKYMEHTH W BHUACOJOKYMEHTHI CHUCTEMATHU3HPYIOTCS IO BHIAM -
(GUIBMBI, CHENBBITYCKH, KWHOXYPHAJIBI, OTICIBbHBIC KHHO- W TEICCIOKCTHI
pa3IMYHOM 1BETHOCTH. Ha KMHOJOKYMEHTBI M BHICOJOKYMEHTBI OINPEICICHHOTO
BHJIa COCTABJISICTCS OT/EIbHAS OIHCh.

DOTOAOKYMEHTBI CHCTEMATH3UPYIOTCS TIO BHUIAM - HETATUBBI Pa3INIHOU
IIBETHOCTH M pa3Mepa; CIalbl (IMAMO3UTHBEI) Pa3TUIHON IIBETHOCTH; MTO3UTUBHI,
dboTOOTIEYATKY; b oTOaTEOOMBI; napuIbMBI. Ha (hOTOIOKYMEHTHI
OTIPEJICTICHHOTO BH/Ia COCTABJISIETCS OT/ICTbHAS OTHCH.

DOHOOKYMEHTHl ~ CUCTEMATH3UPYIOTCS IO BHUJAM 3alllCH  3BYKOBOU
uHdopmaruu - GoHorpadudaeckasi, rpaMMooHHAs, TIOPUHOPOHHAS, ONITUYECKAS,
MarHuTHasi, JaszepHas. Ha (OHOIOKYMEHTHI ONpENeIeHHOTO BHA 3aIlUCH



COCTABJIISIETCS OTJIENIbHASI OTKCh.

DONeKTpOHHbIE JOKYMEHTBl CHCTEMAaTH3UPYIOTCS MO BHUJIAM HOCUTENEH
uH(popMaIuu (MarHUTHBIE JICHTHI, Ja3epHbIE U JKECTKUE JUCKHU, KOMIAKT-TUCKH,
JTIMCKETHI); BHYTPU BUJIOB - 1O (hopMaTam MpeacTaBieHuss MHGOpMAIMKU U Jajee -
1o Xapakrepy 3apuKCUpOBaHHON MHGOPMAIIHH.

OO0ecrieucHne COXpPAaHHOCTH apXHUBHBIX TOKYMCHTOB

2.11. KoMIuieKC MepONpUATHM 10 CO3JaHUK0 HOPMATUBHBIX YCJIOBUHU,
COOJIIOJICHUI0O HOPMATUBHBIX PEKMMOB W HAJUJIEKAIIEd OpPraHU3aluy XpaHECHHUS
apXMBHBIX  JOKYMEHTOB, MCKIIOYAIOIIMX WX XHWIIEHHWE U  yTpary H
00eCreunBaOIIUX TOJJCpKAaHHNE HX B HOPMAIbHOM (DHU3HUECKOM COCTOSHUH,
o0ecIeynBaeT COXPaHHOCTh APXUBHBIX IOKYMEHTOB B apXHUBE.

ObecnieueHre HOPMATUBHBIX YCIOBHM XpaHEHUS
aApXUBHBIX JIOKYMEHTOB

2.11.1. HopmaTuBHBIE YyCIOBUSA XpaHEHUS APXUBHBIX JIOKYMEHTOB
o0ecreunBaroTCs:

CTPOUTEIBCTBOM, PEKOHCTPYKIMEN U PEMOHTOM 3[JaHUIM apXUBOB;

CO3JaHUEM ONTUMAJIbHBIX (HOPMATHBHBIX) MPOTHUBOIIOKAPHOIO, OXPAHHOIO,
TEMIIEpaTypPHO-BIAXKHOCTHOTO, CBETOBOTO U CAHUTAPHO-TUTHEHUYECKOT0 PEKUMOB
B 3/IaHUH U TIOMEUICHUSIX ApXUBA;

MIPUMEHEHUEM CIEUUANIbHBIX CPEJCTB XPAaHEHUSI U MEPEMEIICHUs] apXUBHBIX
JIOKYMEHTOB (CTeaxu, Kadsl, ceibl, KOpOOKH, MANKU U Ap.).

Tpe6OBaHI/I$I K 3JaHHAM U IIOMCIHICHUAM apXHUBa

2.11.1.1. ApxuB pa3Memaercs B CIHEIUATBLHO TOCTPOCHHOM(BIX) WU
MPUCTIOCOOICHHOM(BIX) JUIsl XpaHEHUS apXMBHBIX JOKYMEHTOB 3JaHUU(SX) WU
OTJICJIbHBIX TMOMEIIEHUAX 3/aHMsl, yJIaJeHHOM(BIX) OT OIACHBIX B TOKapHOM
OTHOIIEHUU 00BEKTOB (HePTeXpaHUIIHUIIIA, OCH30KOJIOHKH, aBTOCTOSTHKU, TaPaKU U
T.II.) ¥ TPOMBIIUICHHBIX OOBEKTOB, 3arpsI3HSIONIMX BO3JYyX (arpeCCHUBHBIE Ta3kbl,
HEMEHTHas TbUIb W T..). [IpUTOTHOCTE MECTOPACTIONOXKEHHS]  apXuBa
OMpEIENsieTCsl C Y4YeTOM 3aKIIOYEHUH CIIy’)KObl TOXKapHOM  OXpaHbl |
CaHAMUEMCTAHIINN O CTETICHHU 3arPsS3HEHHOCTH BO3IyXa.

CTpouTenbCTBO ¥ PEKOHCTPYKIUS 3MaHHUS apXvWBa TMPOU3BOASATCS B
COOTBETCTBHM C HOPMATUBHBIMHU IPABOBBIMH aKTaMH, COJEPIKAIIUMH TPEOOBAHHMSI
K OOBEKTAM TEXHHYECKOTO pEryJIHpPOBaHHUS W TPOCKTHOW TOKyMEHTAaIUEH,
COTJIaCOBaHHOM C COOTBETCTBYIOIIUM YIOJIHOMOYEHHBIM OpraHom
WCITOJTHUTEIILHOM BJIacTH B cepe apXUBHOTO Jiea.

3maHue  apxuMBa  TPEACTABISIET  COOOW  KOMILJIEKC  OCHOBHBIX U
BCIIOMOTATENbHBIX TOMEIICHUM, TMpeAHa3HAYEHHBIX /IS BBHITIOJIHEHUS 3a/1a4
apxvBa MO XpaHEHWIO, 00pabOTKe, MCIOJb30BAHUIO APXWUBHBIX JTOKYMEHTOB H
3a/lady aJIMUHUACTPATUBHO-XO3SIICTBEHHOTO, TEXHUYECKOTO, OBITOBOTO XapakTepa,



OTBEYaTh TPEOOBAHUSIM PAINMOHATHLHOUN MIAHUPOBKY MIOMETIIEHUH.

CocraB, pacnoyiokeHue, 000pyJoBaHUE MOMENICHUI OCHOBHOIO Ha3HAYEHUS
JIOJDKHBI 00€CIeYnBaTh COXPAHHOCTh APXMBHBIX JOKYMEHTOB Ha BCEX y4yacTKax
paboThl ¢ HUMH, COOJOJIeHHE TpeOOBaHUU TEXHOJOTUU PAOOT, OXpaHbl TPyHa,
TEXHUKU O€30MaCHOCTH U MPOU3BOACTBEHHON CAHUTApUU, a TAKKe pallMOHAIbHOE
B3aMMOJICHCTBHE TO/Ipa3iejieHui apxuBa. K moMeieHusM OCHOBHOTO Ha3HAYCHUS
OTHOCATCS:

apPXUBOXPAHIIINIIA;

paboune moMeIIeHnss pAOOTHUKOB apXUBa;

MOMEIICHUS JUIsi TpreMa W BPEMEHHOTO XpaHCHHS, aKKIMMaTH3alluu
apXUBHBIX JIOKYMEHTOB;

MOMEIICHUS ISl W3OJISAIHNH, AC3UMHPEKINA W JIe3UHCEKIUH TOPaKEHHBIX
aApXUBHBIX JIOKYMEHTOB;

MOMEIIeHUsT I OOCCHBbUIMBAHMS, TEpEIUieTa W PECTaBpallud apXUBHBIX
JIOKYMEHTOB;

MOMEIICHUST [T KONMUPOBAHHUS M pECTaBpallid apXUBHBIX JIOKYMEHTOB
(MuKpo-, Kcepo-, (oTokomupoBaHus, (oropectaBpanuu U T.I.), 00paOOTKHU
IJICHKU Y TIPOBEICHUS TEXHUYECKOTO KOHTPOJIS Ay IMOBU3YaNIbHBIX JOKYMEHTOB;

MIOMEIIICHUS 11l XPaHEHUS YYETHBIX JIOKYMEHTOB;

KOMIUJIEKC YHWTAJbHOTO 3ajia (C ydacTKaMu BbIJA4M JIel W CIPABOYHO-
MTOMCKOBBIX CPEACTB, BPEMEHHBIM XPAHIIIHAIIEM );

Hay4HO-CIIpaBOYHAas OMOIHOTEKA;

METOJIMYECKUN KaOMHET;

BBICTABOYHBIN 3aJ1.

Pa3memnienne apxuBa B MPHUCIOCOOJEHHBIX 3HaHUSAX UM MTOMEIICHHUSIX
MIPOU3BOJNTCS B YCTAHOBJIEHHOM TIOPSJKE ITOCTE TPOBEICHUS WX DKCIICPTHU3HI.
DKcnepTr3a yCTaHABIMBAET CTENEHb OTHECTOMKOCTH 3[IaHUs, JOJITOBEYHOCTH €T0
OCHOBHBIX KOHCTPYKIIMA W TPOYHOCTh MEXKITAXKHBIX MEPEKPHITUNA C YYETOM
MOTCHIIMAIBHBIX ~ HArpy30K, COCTOSIHME TIOMEIIeHU 37aHus  (TIOITaXHBIX,
MOJBAJIBHBIX, UYEPAAUHBIX), HAJIMYUE€ U  COCTOSIHUE  OTOMUTEIBbHBIX |
BEHTWISIIIUOHHBIX CHCTEM. OJKCHEpTHU3a IMPOBOJIUTCS TMPEJACTABUTEISIMU apXUBa,
MOXKAPHBIX, OXPAaHHBIX, CTPOUTENIbHBIX, CAHUTAPHO-IMUIAECMHOJIOTUYECKUX U
JPYTUX CIIENHABHBIX cIyk0. [1o uToram skcnepTu3bl COCTABISAETCS aKT.

He nmomyckaercs pa3MeleHHe apxuBa B BETXHX CTPOCHUSAX, JIEPEBSIHHBIX
MOCTPOMKAX, 3JaHUSAX C CBHIPBIMH OCHOBHBIMH, TIOJBAJIbHBIMHU, YepIAaduHBIMU
MTOMEIICHUSAMHU, TICYHBIM OTOIIJICHUEM.

[IpenHa3zHaueHHBIC IS XPAHEHUS AapPXUBHBIX JOKYMEHTOB IIOMCIICHHS B
MPUCTIOCOOJICHHBIX ~ 3JaHUSAX JO/DKHBI OBITh HM30JIMPOBAHBI OT  OCTAJIBHBIX
noMenieHn 3aaHusa. He momyckaeTcss pa3MeleHHE apXWBHBIX JOKYMEHTOB B
MOMENICHUIX 37aHUs, 3aHITOTO CIIy>)kOamMu OOIIECTBEHHOTO MUTAHUS, MMHUIIEBHIMU
CKJIaJaMH, OpraHu3alUsIMH, XPaHSAIUMHU T0XKAPOOIACHBIE W arpecCUBHBIC
BEIIECTBA WU MPUMEHSIONUMH TT0KAPOOTIACHBIC U XUMUYECKUE TEXHOJIOTHH.

TpebGoBaHus K apXUBOXPAHUITUIITY



2.11.1.2. ApxuBoxpaHWiuIle JOHKHO OBITh MAaKCHUMaJIbHO YAQJIEHO OT
71a00paTOPHBIX, MPOU3BOJCTBEHHBIX, OBITOBBIX NOMEIIEHUI apXuBa U HE UMETh
OOIMX C HUMHU BEHTWISLMOHHBIX KAaHAJIOB. APXMBOXpPAHWIMLIE OTAEISAETCS OT
COCEIHUX IIOMEIIECHUNM apXuBa HECTOPAEMBIMM CTEHAMHM M IEPEKPBITHAMHU C
IIpefeslaMid OTHECTOMKOCTM HE MEHeEe JBYX 4acoB. B apXuBOXpaHWIHILE HE
JIOTTYCKAeTCs MPOKIaKa TPyO BOJOCHAOKEHUS U KaHAJIU3alluU, TEXHOJIOIMUECKHE
WIH OBITOBBIE BBIBOJIBI BOJIBI.

[Ipy npoeKTUPOBaHUM Pa3MELIEHUsT APXUBOXPAHWIIUIIA B CHELHAIBHOM HIIA
IPUCHOCOOJICHHOM  3[JaHWW  NOpeanodyTeHue  (Ipu  paBHBIX  TEIJIOBBIX
XapaKTEPUCTUKAX) OTAAETCS IOMEIIECHUSIM C CEBEPHOM OpPUEHTALUEN OKOH.

Marepuanbl MOKPBITHS CTEH, IOJIOB, IIOTOJIKOB, BHYTPEHHEW apMarypbl
apXWBOXPAHWIMIIA, IPUMEHAEMbIE IIPU HU3TOTOBJICHUH OOOPYIOBAHMS U CPEJACTB
XpaHEHUs] AapXMBHBIX JOKYMEHTOB, HE JIOJDKHBI COOMpaTh IbUIb, OBITH €€
VCTOYHHUKOM WJIY BBIACIIATH ArPECCUBHBIE XUMHUYECKHUE BEIIECTBA.

ApXMBOXpaHWIMILE JODKHO HMMETh €CTECTBEHHYIO HJIM HMCKYCCTBEHHYIO
BeHTWIsIIMIO.  CHcTeMbl  KOHJUIIMOHUPOBAHUSA  JOJDKHBI  00ecleuyuBaTh
PELMPKYJISIIUI0 BO3AyXa C KpaTHOCTbIO oOMeHa 2 - 3, cTaOWIBHOCTb
TEMIIEPaTypPHO-BIAKHOCTHOTO PEXKUMA, OYUCTKY BO3/1yXa OT IIBUIA U arpeCCUBHBIX
npuMeceld, a TakKe OTBEYaTh COBPEMEHHBIM TpeOOBaHUSAM KOMIIAKTHOCTH U
HKOHOMHUYHOCTH.

BricoTa apXuMBOXpaHWIIMIIA 3aBUCUT OT TEXHOJOTMYECKOrOo OOOPYIOBaHUA,
MIPUHATOTO JUIsl XPAHEHMsI apXUBHBIX JIOKYMEHTOB, HO HE MeHee 2,25 M J0 Hu3a
BBICTYTAIOIINX KOHCTPYKIUI U, KaK MPAaBUJIO, HE BBILIE 4 M.

ApXHMBOXpaHWIMILE JODKHO HMMETh YIOOHbIE BBIXOABI K JHPTamM u
JIECTHUYHBIM KJIETKAM.

He nomyckaercs xpaneHue (oHO-, BUIEO- U AJIEKTPOHHBIX JTOKYMEHTOB Ha
HOCUTEJISIX C MAarHUTHBIM PabOUYMM CJIOEM B apXMBOXPAHWIMIIE C Mapa3sUTHBIMU
NOCTOSIHHBIMU WJIM TIEPEMEHHBIMM MAarHUTHBIMH TMOJIIMH HAaNPsKEHHOCTHIO OoJiee
400 a/m.

ApXUBOXpaHWIMIIE APXMBHBIX JOKYMEHTOB Ha HHUTPOOCHOBE (OMAacCHOM,
roproyei)  TEppPUTOPUATIBHO  OTHENSAETCI W M30JIMPYEeTCs  OT  JPYTHX
apXWBOXpaHWIMLI. B HMKHEN 30HE apXUBOXPAHWIMILA aPXHUBHBIX TOKYMEHTOB Ha
HUTPOOCHOBE MPEyCMaTPUBAETCS AOTIOTHUTENIBHAS BBITSKKA BO3AYyXa.

HopMmaTtuBHbIE peKUMBI XpaHEHUS apXUBHBIX JIOKYMEHTOB.
[IpoTuBOIIOKAPHBIN PEKUM

2.11.2.1. IIpoTBOMOXKAPHBIA PEXUM B 3JaHUU(SX), TJI€ pa3MEUIAETCsl apXUB,
Y B apXMBOXPAHWIMIIAX PETIAMEHTUPYETCS COOTBETCTBYKOLIMMH HOPMAaTUBHBIMU
mpaBOBBIMH akTaMu Poccutickoit @eaepannu B 00J1acTH MOKapHON O€30TaCHOCTH.

OxpaHHBIN peKUM

2.11.2.2. OxpaHHBIA PEKUM apXuBa 00ECTIEUUBACTCS KOMIUIEKCOM MEp IO
00€eCIeUeHNI0 WHKEHEPHO-TEXHUUYECKOW YKPETUICHHOCTH, 000PY/I0BAaHUIO 3/IaHHUS



(moMelleHns1) apxuBa CpPEICTBAMHM OXPAHHOM CUTHAIM3aUUU, OpraHu3aluu
nocta(oB) OXpaHsl, OIIEYaThIBAHUIO IIOMEIICHU, COOJIIOICHUIO
BHYTPUOOBEKTOBOIO M MPOIMYCKHOI'O PEKUMOB, XPAHEHHUIO KIIFOUEH OT CIIyKEOHBIX
IOMEIIEHUH.

TpeboBaHusi K apXMBOXpaHWIMILIAM M JPYrUM I[OMEUIEHUSM apXuBa, B
KOTOPBIX XPAHSTCS CEKPETHBIE apXMUBHbBIE JIOKYMEHTHI U NPOBOJAATCA PabOTHI C
HUMH, YCTAaHOBJIEHbl HOPMATUBHBIMU NIPABOBBIMU JIOKYMEHTAMH IO 00€CIIEUEHUIO
pexuMa cexkpetHocTu B Poccniickon denepannu.

Opranuszanusi OXpaHbl AapXMBa OCYIIECTBIAETCS B COOTBETCTBHHM C
TpeOOBAaHUSIMHU 3aKOHOAATENBHBIX W HMHBIX HOPMATUBHBIX TPABOBBIX aKTOB
Poccniickonn ®enepanun, a Ttakke WHCTpyKIMM O MNOPSAIKE OCYIIECTBICHUS
OXpaHbl apXHBa, COTJIIACOBAHHOW B YCTAHOBJIECHHOM ITOPSAKE C OCYIIECTBISIONIUM
OXpaHy apXHBa MOAPA3IAECICHUEM U COOTBETCTBYIOIIMM OPraHOM BHYTPEHHHUX €I
Poccuiickon ®@enepanum.

OxpaHa apxuBa OCYHIECTBISETCS HA OCHOBAaHUU JIOTOBOPA MEXKIY apXWBOM U
COOTBETCTBYIOIIMM IIOJAPA3JCICHUEM OXpPaHbl, B KOTOPOM IIPEAYCMATPUBAIOTCS
00s13aTeIbCTBA CTOPOH IO OXPaHE apXHBa, COOJIOJCHUI0 BHYTPUOOBEKTOBOTO U
IIPOIIyCKHOI'O PEXKUMOB, IPEIyCMAaTpUBAIOIIUX B TOM YHCIE JOCMOTPOBBIE
meponpusitus. IlepeueHp noMeleHU apxuBa, O00OPYAYEMBIX CpeICTBaMHU
OXpPaHHOM CUTHAJIM3ALMHU, IPUMEHAEMbIE HHKECHEPHO-TEXHUYECKUE CPELICTBA, BULL,
YCJIOBHUSL OXpPaHbl M JMCIOKAUUs ITOCTOB ONPENEIAIOTCA YCIOBUSMH JIOIOBOpA
UCXOJI U3 MPUHLHUIIOB HAJIEKHOCTH U SKOHOMUYECKONH 0OOCHOBAHHOCTU TapU(OB,
a TAK)K€ C YYETOM IOJIO)KEHHUN MEKBEJOMCTBEHHOT'O aKTa 00OCJIEI0BAHUS apXUBa U
TpeOOBaHMI HOPMATUBHBIX NMPaBOBbIX akToB MBI Poccuu.

OO0s3aTeTbHOMY  OCHAIIEHUIO CPEJICTBAMHM OXPAaHHON CHUTHaIU3alUd U
ONEYATBIBAHUIO MOJJIEkKAT ApPXMBOXPAHWIHILA W IOMEIIEHUS, B KOTOPBIX
IIOCTOSIHHO WJIM BPEMEHHO XPAHATCSA ApXUBHBIE JOKYMEHTBI, a TaKke
MaTepUaJIbHbIE LIEHHOCTH, aBapUUHBIC W 3aIlaCHbIC BBIXOJBI U3 3JaHUs apXUBa,
OCHOBHOM BXOJ1 IIPU OTCYTCTBUM KPYIJIOCYTOYHOT'O ITIOCTA OXPAHBI.

OneyaTpIBaHUIO MOJJIEKAT METaNIMYecKue MmKapbl U cedsl, rae BPeMEHHO
XPaHATCS BBIJAHHBIE W3 apXUBOXPAHWIMIL apXHWBHBIE JIOKYMEHTBI, YYETHBIC
JOKYMEHTBl W HAay4YHO-CIPAaBOYHBIM  ammapar, €CclIi OHU HaxomiATCi B
HEOIIEYaThIBAEMBIX ITOMELIECHUSAX.

ApXUBOXpaHWIMIIA U JIPYTHE IMOMEIICHUS, TJ€ IMOCTOSHHO WJIM BPEMEHHO
XpaHATCS apXMBHBIE JIOKYMEHTBHI, OOOPYIYIOTCS JBEPSIMH C IOBBIIICHHON
TEXHUYECKON YKPEIUIEHHOCTBhIO IPOTUB BO3MOKHOTO B3JI0Ma, OCHAUIEHHBIMU
3aMKaMH MOBBIIIEHHON CEKPETHOCTH.

Bce sk3eMIuisipsl Kitouei (3a UCKITIOYEHUEM OTHOCSALIUXCS K TMOMEILIEHUSIM,
Ha KOTOPBIE PacCHpOCTPaHSIOTCS CIieUaIbHble TPEOOBAHMS PEKUMA CEKPETHOCTH)
YUYUTBIBAIOTCS B JKYpHaJ€ PErMCTpaluy KIHYEHd K 3aMKaM IOMELIEHUW apXuBa,
BEJICHUE KOTOPOIrO IPHUKAa30M PYKOBOAMUTENSA apXuBa  BO3JIAraercs Ha
OTBETCTBEHHOE JOJDKHOCTHOE JIMIO. B yKa3aHHOM >KypHaje OTMEYAeTCs, y KOrO U3
pabOTHUKOB apXHMBa UMEIOTCS KJIIOYM OT Ka)JO0ro M3 MOMEUICHHH, C paciuCKOu
paOOTHHKA B MOJTYYEHUH SK3EMIUISIpa KIIt04a.

Ko Bcem momenieHusM apxuBa, OCHAIICHHBIM 3aMKaMH, JTOJDKHO OBITH HE



MEHEE JIByX KOMIUIEKTOB KIJIIOYEH, OJUH M3 KOTOPBIX MOCTOSIHHO HAXOJUTCS B
CiIy0€e OXpaHbl apXUBa.

[lopsimok xpaHeHusl Kio4edl B pabouee M Hepabodee BpeMs, IOJyUECHHs
KIoueld B CiyxOe oOXpaHbl, cAaud KIo4Yed U TMOMEUICHUH T10J] OXpaHy
yCTaHaBIMBAETCA MHCTPYKIHEH 00 OXpaHHOM pEXKUME apXuBa, YTBEPKICHHOU B
YCTaHOBJICHHOM TOPSIJIKE.

ApxuBOXpaHWIHILE B paboyee BpeMsl, €CJIM B HEM HE pabO0Tal0T COTPYAHUKH,
JIOJKHO OBITh 3aKphITO Ha KoY. Kiltoum oT apxuBoxpaHwiuiia B padoyee BpeMs
HAXOJATCA y 3aBEIYIOLIEr0 apXUBOXPAHWIHILEM WJIH JIULA, €r0 3aMEIIA0IIETO.

B apxuBoxpaHunuiie MMEIOT MPaBO JOCTyHa 3aBEAYIONIMNA U paOOTHUKHU
JTAHHOTO apXMBOXPAHWJIUILA, a TAKXKE€ PYKOBOJMTENIb apXHBa U €r0 3aMECTUTENH,
TJIaBHBIA XpaHuTedb (GoHmOoB. CHUCOK JUIl, WMEIOIIMX TMPaBO JOCTyNMa B
apXUBOXPAHWIIUIIE, OOHOBIIEMBIN 10 MEpPEe HEOOXOIUMOCTH, AOJIKEH HAXOIUThCS
Ha T1OCTy oOXxpaHbl. Bce apyrue paOOTHUKM apXxuBa JOIMYCKAlOTCS B
apXUBOXPAHWIUILE TOJIBKO B COMPOBOXKICHUH 3aBEAYIOMIETO apXUBOXPAHUIUIIEM
WM JIMLA, €ro 3aMelaroniero. MHele nuna A0MyCKalTCsl B apXUBOXPAHWIHILE B
UCKJIFOYUTEIBHBIX CIIy4asX TOJBKO MO MUCHbMEHHOMY pPa3pelICHHUI0 PYKOBOJCTBA
apXvBa U B CONPOBOXKJICHUHU 3aBEIYIOLIET0 apXMBOXPAHWIIMILEM WM JUIA, €ro
3aMEILAOIIETO.

BriHOC U3 apxuBa apXUBHBIX JOKYMEHTOB, MaT€PUATIbHBIX IEHHOCTEN U KHUT
HAay4YHO-CIPABOYHOU OMOIMOTEKH, a TakKe Hay4HO-CIHPABOYHOrO arapara
paspeliaercss TOJBKO MO  CHEIUaIbHbIM  MPOMYyCKaM, BbIJlaBa€MbIM B
YCTaHOBJICHHOM TOPSIJIKE.

TemnepaTypHO-BIa)KHOCTHBIN PEXKUM

2.11.2.3. B apxuBOXpaHUJIMIIE APXUBHBIX JIOKYMEHTOB Ha OyMa)XHOW OCHOBE,
00OpYyZIOBaHHOM CHUCTEMaMH KOHJIUIIMOHUPOBAHUS BO3/yXa, MOJACPKUBACTCS
HOPMAaTUBHBIM TEeMIEPaTypHO-BIAXKHOCTHBIA pexuM: Temmneparypa 17 - 19 °C,
OTHOCHTEJIbHAS BIIAYKHOCTh Bo3ayxa 50 - 55%.

TeMneparypHO-BIaXKHOCTHBIE TAapaMETpPbl BO3AyXa ISl JOJTOBPEMEHHOTO
XpaHEHUs  ayJIMOBU3yalbHbIX M  JJIEKTPOHHBIX  JIOKYMEHTOB  JOJKHBI
COOTBETCTBOBATh HOPMaM, MPUBEICHHBIM B TAOJIHIIE:

Bun moxkyMeHTa Temnepatypa, rpan. C OTHOCHUTEJIbHAA
BJIQXHOCTBL BO3IOyXa, %
yepHO-0eJte LIBETHEIE yepHo-0eJitle | LIBETHHE
JOKYyMEHTEl Ha
KMHOIJIEHKE :
HUTPOOCHOBA He Boeae +10 He BmIe -5 40 - 50 40 - 50
BeszomacHasa He BwIIe +15 He BmIIEe -5 40 - 50 40 - 50
OCHOBA
GOTOODOKYMEHTE &
CTEKJIO He BwIIe +15 He BmIIEe -5 40 - 50 40 - 50
JIeHKa He Bwmue +15 He BpmIe -5 40 - 50 40 - 50
boTobymara He BBmIe +15 He BBmIE -5 40 - 50 40 - 50




IOOKYMEHTE Ha +8 - +18 45 - 65
MaTHUTHOM

JIeHTe U

OVICKOBBIX

HOCUTEJIIX

B apxuBoxpaHwnMine ¢  HEPEryJUpPyeMbIM  KIUMATOM  JOJIKHBI
OCYUIIECTBJISATHCS MEPONPUATHS IO ONTUMHU3ALMH TEeMIEpaTypHO-BIAKHOCTHOTO
pexuMa ¢ TPUMEHEHHUEM OINTUMAJBHOTO OTOIUIGHHS U TMPOBETPUBAHUS
MOMEIICHUM, a TaKKe MEXaHHMYECKUX CPEJICTB YBIAKHEHHS WM OCYIIEHUS
Bo3yxa. Pe3kue koneOaHus (CE30HHBIE U B TEUCHHE OJHUX CYTOK) TEMIIEPATyphl
(+/- 5 °C) m oTHOCHTETBPHOM BIAXKHOCTH Bo3yxa (+/- 10%) He JOIyCKaloTCsl.

[Ipy nnuTenbHOM HApYIIEHUH TEMIEPaTypPHO-BIAXKHOCTHOTO pexkuma (ot 3
CYTOK U 00Jjee), CONPOBOXKAAIOIEMCS MOBBIIIEHHEM OTHOCHTEIBHON BIAKHOCTH
Bo3ayxa 10 70 - 90%, npuHUMAalOTCsI MEPHI 1O €ro HopMalu3aluu (MHTEHCUBHOE
MIPOBETPUBAHUE, OCYIIICHUE apXUBOXPAHWIHIIA).

B nepuon rexHomornueckoi 00pabOTKU apXUBHBIX TOKYMEHTOB JIOITyCKAETCs
WX BpPEMEHHOE XpaHeHue (10 2 MecslleB) B MOMEHICHHUSIX C HEPEeryJupyeMbIM
TEMIIEpaTypHO-BIQKHOCTHBIM peXUMOM Tipu Temmepatype 20 +/- 5 °C wu
OTHOCHUTEIBHOM BIIAKHOCTH Bo3ayxa 50 +/- 20%.

TemnepaTypHO-BIaKHOCTHBIA PEKUM KOHTPOJIUPYETCS MYTEM PETYISIPHOTO
U3MEPEHUS TEMIIEPATyPbl U OTHOCUTEIHLHOM BIAXKHOCTH KOMHATHOTO U HAPY>KHOTO
BO3JlyXa B OJIHO U TO K€ BpeMs: B KOHJIUIIMOHUPYEMBIX TTOMEIICHUSX - HE pexe |
pasza B HEJCNIO; B apXUBOXPAHWIMIIAX C HEPETYJIUPYEMBIM KJIMMATOM - 2 pas3a B
HEJIEII0; MPU HAPYIIECHUX pexkuMa - 1 pa3 B CyTKH.

[ToxazaHusi KOHTPOJIBHO-MU3MEPUTENBHBIX MPUOOPOB  (UKCUPYIOTCS B
CHEIUATBHBIX PETUCTPAIMOHHBIX JKYpHATIaX, B KOTOPBIX TaKKE OTPaAKAIOTCS
MpoBepKa TMPaBUJIBHOCTH TIOKa3aHWM TPHOOPOB ¥ MEpPhI, MPHUHATHIE II0
HOPMAaJIU3aIMKU TEMIIEPATYPHO-BIAXKHOCTHOTO PEKKUMA B CIydasiX €ro HapyIIeHHUs.

Homenknatypa npuUMEHSIEMBIX KOHTPOJIbHO-U3MEPUTEIBHBIX MPUOOPOB, a
TaK)Ke MOPSA0K U3MEPEHUS U PETUCTPAIIUU TapaMEeTPOB KOMHATHOTO U HAPY>KHOTO
BO3/lyXa OMNPEACISIOTCS JACUCTBYIOIIMMH HOPMATUBHBIMA W METOJAMYECKUMU
JIOKyMEHTaMH.

KoHTponbHO-U3MepuTeNbHbIE MPUOOPHI MOHTUPYIOT Ha OJHOM IIUTKE,
pa3MEIIEHHOM B TJIaBHOM IMPOXOJE apXMBOXPAHWIMINA HAa CTEJUIaKe, BIAAIU OT
OTOMUTENBHBIX M BEHTWJISIIHOHHBIX CHUCTEM (KOHTPOJbHAs TOYKA), IO HOPMAaM:
Npd KOMHATHOW CHCTEME - OJIHa KOHTpOJIbHAs TOYKa Ha KOMHATy, IpH
MHOTOSIPYCHOM - OZIHA Ha SPYC.

CBETOBOM pEXKUM

2.11.2.4. XpaHeHne apXMBHBIX JOKYMEHTOB OCYIIECTBIISIETCS B TEMHOTE. DTO
o0ecrieunBaeTCs XpaHEHHWEM apXMBHBIX JOKYMEHTOB B IeperuieTax, Iarkax,
KopoOkax, mikadax, Ha CTeUTaKax 3aKpBITOTO THIA, a TaKXe COOII0JCHUEM
YCTaHOBJIEHHOT'O CBETOBOI'O PEKUMA.

OcBenieHne B apXMBOXPAHUJIMILE MOXET OBITh €CTECTBEHHBIM WU



HMCKYCCTBEHHBIM; ApPXUBHBIE JOKYMEHTHI MOTYT Pa3MEIIaTbCs B IMOMEIIEHUSX C
OKHaMu WM 0e3 OKOH. Pa3zmMellieHrne apXMBOXpaHWIMIIA B OMEIIEHUIX 0€3 OKOH
JIOITyCKAETCsl MPU HAJTUYUU B HEM UCKYCCTBEHHOM MJIM €CTECTBEHHOW BEHTUIISILIUA
BO3JlyXa C YCTAaHOBJIICHHOM KPAaTHOCTHIO BO3/TyXO0OMEHa.

EcrecTBeHHOE OCBEIIEHHE B apXMBOXPAHWIMILE JOIMYCKAETCS PaCCEIHHBIM
CBETOM IIpM  YCIOBHMM TPUMEHEHUS Ha OKHAaX CBETOpacceuBaTeseH,
aBTOMATUYECKUX PEryJATOPOB CBETOBOIO MOTOKa (CHEUUATBHBIX CTEKOJI),
3aIUTHBIX (PUIBTPOB, KaJO3U, IITOP, HAHECEHHBIX HA CTEKIIO MOKPBITHI U T.1I.

JIns ICKyCCTBEHHOT'O OCBEIICHUSI B APXUBOXPAHUIINIIE MPUMEHSIOTCS JIaMIIbI
HaKaJIMBaHMUS B 3aKpbIThIX IUIadOHAX C TJIAJKOM HApYyKHOM MOBEPXHOCTHIO.
Jlormyckaercsi ~ NMPUMEHEHHWE  JIIOMHUHECIEHTHBIX  JIaMIIL €  YPE3aHHbBIM
ynbpTpaduoneToBeiM  yuactkoMm crektpa tuna JIb, JIXb, JITB. VYposens
OCBECIIICHHOCTA B JHMAlla30HEC BUJIUMOTO CIEKTpa HE JOJDKEH MPEBBINIATH: Ha
BEPTUKAJILHON MOBEPXHOCTU CTellaxka Ha BhicoTe 1 M ot mona - 20 - 50 sk, Ha
pabounx crojuax - 100 nk.

3ammTa apXMBHBIX JOKYMEHTOB OT pa3pylIAOIIETro ACHCTBUS €CTECTBEHHOTO
Y UCKYCCTBEHHOI'O CBETAa OCYLIECTBIISICTCS BO BCEX ITOMELICHUAX apXuBa IIpU
JTOOBIX BUJIaX pabOTHI C ApXUBHBIMU JJOKYMEHTaMHU.

CaHUTapHO-TUTUEHUYECKUN PEKUM

2.11.2.5. ApXUBOXpaHWIMIIA U APYrMe NOMELICHUsS apXUBa COAEPKATCS B
YUCTOTE€ W TMOPSAJKE, MCKIIOYAIOIIEM BO3MOXHOCTh IIOSIBJICHUSI HACEKOMBIX,
I'PBI3YHOB, JIECEHU U TIBUIH.

B apxuBoxpaHuiuine MNpoBOISATCS CHUCTeMaTHYecKas BiakHas yOopka, He
peke OAHOro pasza B ToJl OOECHbUIMBAHUE MbUJIECOCAMM CTEJUIaKEH, IKadoB,
CPEIICTB XpaHEHHs (KOpOOOK, IMarokK, ymakoBOK). [Ipu 3TOM IIOKOJIbHBIE YacTH
CTEJUIAXKEM, MOJbI, MIUHTYCHI, MOJOKOHHUKHA MPOTHPAIOT BOJHBIMH PacTBOpaMU
AHTHUCENTUKOB.

B apxuBoxpanunuine 3anpeniaetcsi npeObIBaHWE B BEPXHEH OACK]Ie, MOKPOU
U Tpsi3HOW OOYBH, XpaHEHHE JIOOBIX MOCTOPOHHUX MPEAMETOB, UCIOJIb30BAHUE
MUILIEBBIX TPOIYKTOB, a TAKKE KYpEHHUE.

B apxuBoxpanunuiie oOecnedrBaeTcss CBOOOJHAs LHUPKYISAIUS BO3AyXa,
UCKJTIOYAOIIast oOpa3oBaHue HEMPOBETPUBAEMBIX ~ 30H  YCTOMYMBOTO
MukpokiauMmara. He momyckaercs pasmelieHrHe apXUBHBIX JOKYMEHTOB Ha TOJY,
MOJOKOHHUKAX, B HEPA300paHHBIX KUTIAX.

OkHa B TIOMEIIECHUSIX apXuBa, OTKPHIBAIOIIMECS B TEIUIOE BpeMs Toja,
3aIMIIAIOTCA CETKAaMU C TMAMETPOM stueek He Oosiee 0,5 MM. 3alIUTHBIMU CETKaMU
000pYyIyIOTCSl TaKX € BEHTUJISIMOHHBIE OTBEPCTUSI B CTEHAX, MOTOJIKAaX, MOJax
apXWBOXPAHWIIUIIA, HAPYKHBIC OTBEPCTHS BEHTHUIISIITUOHHBIX CHCTEM.

C mnenpto OOHApY)KEHHS HACEKOMBIX M IUJICCHEBBIX TPUOOB apXUBHBIC
JIOKyMEHTBI (BBIOOPOYHO) W TIOMEIICHHS apXWBOXPAHWIHWII JBa pa3a B roxa (B
HaYyaJie ¥ MO0 OKOHYAHWW OTOMHUTEIHHOTO CE30HA) MOJBEPraroTCsi 00sA3aTEIHbHOMY
HPHTOMOJIOTUYECKOMY W  MHUKOJOTHYeCKOMy ocMmoTpy. I[lpum oOHapyxkeHUU
OMOJOTUYECKUX BpEAMTENICH MPUHUMAIOTCA HEMEIJICHHBIE MEphl M0 00paboTke



APXUBHBIX TOKYMCHTOB, CPCACTB XPAHCHUS, APXUBOXPAHUJINIII.
I[J'IH IMPOBCACHUSA CaAHUTAPHO-TUTUCHUYCCKHUX pa60T IIAHUPYIOTCA
CaAHHUTApPHBIC THU.

O6opynoBaHue apXUBOXPAHUJIMINA CPEACTBAMU XPAHECHUS

2.11.3. ApXVBOXpAHUIUIIE obopyayercs CTallMOHAPHBIMHU WJn
MEPEBIKHBIMA  METAUIMYECKUMHU ~ cTelutaxaMu. Jlomyckaercsl 3KCIUTyaTanus
CYILIECTBYIOIIMX CTAIlMOHAPHBIX JEPEBSHHBIX CTEJUIAKEW, HaXOJAIIUXCA B
HOPMAJIbHOM  CaHUTApPHO-OMOJIOTHUYECKOM  COCTOSIHUM W 00pabOTaHHBIX
OTHE3AlIUTHBIMU  COCTaBaMM. B apXuMBOXpaHWUJUIIE C  HOPMATUBHBIM
TEMIEPATYPHO-BIAXKHOCTHBIM PEKUMOM JOMYCKAETCS MPUMEHEHUE MEPEABUKHBIX
METaJUIMYECKUX CTelUlakeil. B kauecTBe BCIOMOraTelabHOrO WM CIELHUAIBHOTO
00OpyZI0BaHUSI MOTYT UCIIOJIb30BaThCA METauInueckue mkadol, ceildpl, mkadobi-
CTeJJIAXHU, a TaKkKe CTal[MOHAPHBIE OTCEKU-OOKCHl € METaUIMUYEeCKUMU
MEePEropoaKaMH U MOJIKAMHU.

KuHOoOKyMEHTBI, PYJIOHHBIE MUKPODUIBMBI XPAHATCS B TOPU30HTAIHHOM
MOJIOKEHUU B METAJUTMYECKUX WM IJIACTUKOBBIX KOPOOKax Ha CTelUlakax THUIa
"emouka" OO Ha CTAIMOHAPHBIX CTeIaxax. KHUHOJOKYMEHTh Ha HETOprOYei
TPUALIETATHOM OCHOBE XPAHATCA B HEIUIOTHO 3aKPBIBAIOIIMXCS METATIMYECKHUX
WJIU TUTACTUKOBBIX C OTBEPCTUSIMU KOPOOKax JJisl MPEAOTBPAICHUSI CKAILJIMBaHUS
BHYTPHU KOPOOKHU MAPOB YKCYCHOM KUCJIOTHI, BBIJIEISIEMBIX OCHOBOW KMHOIIJICHKH.

BuneonokymMeHTbl XpaHATCS B BEPTUKAIBHOM TMOJOXKEHUH B 3aBOJCKOM
YIaKOBKE.

He nomyckaercs XpaHeHHE apXMBHBIX JOKYMEHTOB Ha HOCUTEIAX C
MarHuTHBIM pabOYMM CJioeM Ha (EepPOMATHUTHBIX METALIMYECKUX CTeJUIa)Kax;
CTaJIbHBIC CTEJUIAXKU MOTYT OBITh HCIOJB30BaHbl B HCKIIOUUTENBHBIX CIydasXx,
TOJIBKO TPH YCIOBUM pa3MarHUYMBAHUS M 3aMBIKaHHUS KOHTYPOB CTEJUIaXKa
(coemuHeHUME METAIUIMYECKUX YacTell CTeiaka »dJIEKTPONpPOBOAOM M HUX
s HeKTUBHOE 3a3EMIICHHE).

B apxuBoxpaHmIUIE C €CTECTBEHHBIM OCBEUIEHHUEM CTEIUIAKH U IIKA(BI
OTKPBITOTO THWIIA YCTAHABIMBAIOTCS TMEPIEHANKYJISIPHO CTEHaM C OKOHHBIMHU
npoemamu. B apxuBoxpanumuiie 6€3 OKOH CTeIUIaXH U MIKa(bl yCTaHABIUBAIOTCS
C YYETOM OCOOEHHOCTEHW MOMEIIEHHUs, KOHCTPYKIUU O00OPYJOBaHUS U HOPM €ro
pasmerienus. He nomyckaercs pa3MmelieHue CTeuiaxked, MmKapoB U APYroro
o0OpyIoBaHUS JJIsi XpPaHEHUS apXUBHBIX JOKYMEHTOB BIUIOTHYIO K Hapy>KHBIM
CTEHaM 37aHus U K UICTOYHUKAM Terlia.

CrarmoHapHbI€ CTEUIAKH U KAl yCTAaHABIMBAIOTCS B apXUBOXPAHUIINIIAX
C cOOJIIOICHUEM CIIETYIOUIUX HOPM:

paccTosiHiE MEXAY psAaMU cTeJuiaxen (raBHbii mpoxon) - 120 cwm;

paccrosiHue (MMPOX0.1) MEXKY CTEJUIaKaMu - 75 cM;

pacCTosSTHUE  MEXAYy Hapy)KHOM CTEHOM 3JaHusd U CTEJUIAKAMHU,
MapajuieIbHBIMUA CTEHE, - 75 CM;

PacCTOsTHUE MEXTy CTEHOM U TOPIIOM CTeJuiaxa min mkada (06xon) - 45 cMm;

pPacCTOsTHUE MEX]y MOJIOM UM HUXKHEH MOJKOoM cremnaxka (mkada) - He MeHee



15 cM, B IIOKOJBHEIX dTa)kax - He MeHee 30 cm.

PaccrossHus (mpoxoasl) Uit OOOpYAOBAaHUS C BBIABMKHBIMH  SIITUKAMHU
pacCUMTBIBAIOTCSA IO  CICHHAJIBHBIM HOpPMaM €  Y4eTOM  THIIOpa3Mepa
000py10BaHUS.

ApXHMBHBIC JOKYMEHTHI Ha OyMaXXHOM OCHOBE pa3MEIaloTCs Ha CTEUIaXKax, B
METaUIMYECKUX IMKadax TOPHU30HTAIBLHO WM BEPTUKAIBHO B KOPOOKax WU
JIPYTUX IMEPBUYHBIX CPEACTBAX XpaHCHHS (IMankax, pyTisapax u T.10.).

Kaxxnmas emuHunia XpaHeHHWs] ayJUOBU3YAIBHOTO WA  BJICKTPOHHOTO
JIOKyMEHTa YKJIQJbIBACTCSI B HETEPMETHYHYIO WHAMBUAYAJIbHYIO yHakoBKy. [lpu
ATOM JIOJDKHO OBITh MCKIIFOUEHO CBOOOHOE MEpEMEIIECHNE apXUBHOTO TOKYMEHTA
BHYTPH YIIaKOBKH.

OpFaHI/ISaHI/IH XpaHCHUA apXUBHBIX JOKYMCHTOB B apXHBOXPAaHWUIINIIC

2.11.4. Opranuzanus XpaHEHUs apXUBHBIX TOKYMEHTOB B apXHWBOXPAaHUJIUIIE
- CHCTEMa MEpONPUATHN, BKJIIOYAIONIas palMOHAIbHOE PA3MEIICHHE ApXWBHBIX
JIOKYMEHTOB, KOHTpPOJIb 3a HX JBWKEHUEM U (U3HUYECKHUM COCTOSHUEM,
KOIMPOBAaHUE APXUBHBIX JOKYMEHTOB C II€JIbIO CO3/IaHUs CTpaxoBoro (oHaa u
dboHMa TOJIb30BaHUS, BOCCTAHOBJIEHHE (pecTaBpalllio) IEePBOHAYAIBHBIX WM
ONM3KMX K TIEPBOHAYAIBHBIM CBOMCTB W BHENIHUX MPU3HAKOB apXUBHBIX
JIOKYMEHTOB, MOJIBEPTIINXCS MOBPEKICHUIO JIMOO Pa3pyIICHUIO.

OO6mume TpeOoBaHMS K Pa3MEILEHUIO apXUBHBIX JOKYMEHTOB

2.11.4.1. ApxuBHBIE NOKYMEHTHl B apXUBOXPAHWIHWIIE PACIOJIaTalOTCs B
NOpsJIKE, OOECIEUMBAIOIIEM HX KOMIUIEKCHBIE YYE€T W XpaHEHHe, a TaKke
OIIEPATHUBHBIN TOUCK.

[Topsnok pacnoyoKeHus: apXUBHBIX (DOHIOB B apXUBE ONPEAEIIAETCS MIIAHOM
(cxeMoif) ux pa3MelleHus!, yTBepK/1aeMbIM pyKoBoauTeaeM apxuBa. [lnan (cxema)
npelycMaTpUBaeT paclpesesieHue apXUBHBIX (OHIIOB MO APXMBOXPAHUIIMILY C
yKa3aHWEeM [pH HEOOXOJMMOCTH HX HOMEPOB M0 KaXJIOMY CTEeJIaxy
apxuBoxpanunuma.  [lman  (cxema)  HaxoAguTcss B MOJAPa3/ClICHUH,
OCYILECTBIISIOLIEM YUYEeT JOKYMEHTOB apXHBa, UM y paOOTHUKA, OTBETCTBEHHOI'O
3a YYET, @ COOTBETCTBYIOIIME €TI0 PA3JIEIIbl - B apXUBOXPAHWIINLLIE.

Pa3Melienrie apXuBHBIX JOKYMEHTOB 000COOJIEHHOTO XpaHECHUS

2.11.4.1.1. O6GocOONEHHOMY XpAaHEHHMIO MOMJIEKAT CIEIYIOUUE apXHUBHbBIC
JIOKYMEHTBI: CEKPETHbIEC; YHUKAJIbHbIE; UMEKINUEe B O(QOpMIICHHH WM
NPWIOKEHUM K HUM JIParollcHHbIE METAJUIbI W KaMHW; HAa HUTPOOCHOBE;
NOpaXCHHbIE OMOJOTMYECKUMH BpEIUTENSIMU; TMEpelaHHble 10 JOrOBOPY Ha
XpaHEHHE B apXWB U HE OTHECEHHBbIE K cocTaBy ApxuBHOro ¢onma Poccuiickoi
denepanum.

MecTo pacronokeHus: U IIom@aab, BeIAEIsIEMas JJIsl pa3MELICHUS apXUBHBIX
JIOKYMEHTOB 0OOCOOJICHHOTO XpaHEHHs, OIpPENeNsIOTCS apXHWBOM HCXOAS U3



peanbHBIX BO3MOKXHOCTEW U MEPCIEKTUBHBIX OOBEMOB KOMILJIEKTOBAHUS apXHBa.

Pa3zMelieHre CEKpPETHBIX AapXMBHBIX JOKYMEHTOB OCYILIECTBIISIETCS B
COOTBETCTBUHM C TPEOOBAHUSIMU HOPMATHBHBIX JIOKYMEHTOB IO OOECIECUECHHIO
pexuma cexkpetHoctu B Poccuiickon denepamuu.

BpemeHHOE COBMECTHOE XpaHEHHUE CEKPETHBIX U PACCEKPEUYCHHBIX JE€1 B
apXMBOXPAHWIMILE CEKPETHBIX AapXHWBHBIX JOKYMEHTOB JONYCKaeTcsi B
UCKIIIOUUTENFHBIX CIIy4asX TpU OTCYTCTBHMHM CBOOOJHBIX IUTOMIAACH  Juis
pa3MeNIeHUsl paCCEKPEYEHHBIX €.

VYHUKaJIbHbIE JOKYMEHTBI U apXUBHBIE JJOKYMEHTBI, UMEIOIIKNE B 0()OPMIICHUN
WJIU TIPUJIOKEHUU K HUM JParoleHHbIEe METaJUIbl U KAMHH, U3BIMAIOTCS U3 COCTABA
apxuBHBIX (OHIIOB M MOJuIekaT ceiipoBomMy xpaHeHuto. Ha mecTo u3bATOrO
aApXMBHOIO JIOKYMEHTa BKJIAJbIBAETCS KapTa-3aMECTUTENb U MPU HEOOXOIUMOCTH
KOIIMS apXUBHOTO JOKYMEHTA.

AynuoBU3yallbHbIE U 3JEKTPOHHBIE JOKYMEHTBHI XPAaHATCS B 000COOJIEHHBIX
NOMEIICHUAX B 3aBHCHUMOCTH OT HOPMAaTUBHBIX PEXUMOB XPAHEHUS [UISI KX
HOCUTEIIEH.

B 0gHOM apXMBOXpaHWJIMIIE MOTYT pa3MEIIAaTbCsl apXWUBHBIE JOKYMEHTBI
pa3HOro BUAA, HO TpeOyIOlIMEe OJMHAKOBBIX PEKUMOB XpaHEHUs (Hampumep,
apXMBHbIE JOKYMEHTbl HA MAarHUTHBIX JIEHTaX W JUCKOBBIX HOCHUTEISIX C
MarHUTHBIM CJIOEM; apXUBHbIE IOKYMEHTHI Ha KHHOIIJICHKE, MUKPO(OPMBI U Ip.).

Pazmemienre ¢poHaa mosib30BaHUs

2.11.4.1.2. ®onp mnONB30BaHUSI PA3MEIIACTCA B 3aBUCUMOCTH OT BHIA
HOCHUTEIS KOTIHH.

Konuu donna nons3oBanus Ha OyMakHOM OCHOBE (B TOM 4mciie (POTOKOIHUN),
KaK TPaBWIO, XPaHITCAd BMECTE C MOJJIUHHBIMHA ApPXUBHBIMM JOKYMEHTAMM Ha
OyMa)kHOM OCHOBE Ha OTJIEJIbHBIX CTe/UIaKaX WIIM B IMKadax B MOPSIAKE HOMEPOB
apXUBHBIX (POHJIOB U JICIL.

Komum ¢onma monp30BaHUS Ha IUICHOYHOHW OCHOBE pa3MEIIaloTCs B
apXMBOXPaHWINIIAX C HOPMATUBHBIMHU JIJI1 HUX PEKUMAMHU XPaHCHMUS.

B xaxaprit 010KC BKJIQJBIBACTCS OTPE30K IUICHKH, HA KOTOPOM OTCHSTO OJIHO
JIeJI0 WJIM €r0 4YacTh. B Mopsake MCKIIOYEHUS TpH HEOOJBIIOM O0BbeMe Jiejla B
OJIHOM OTPE3KE MOXKET HAXOJAUThCS HE 00Jiee TPEeX CKOMMPOBAHHBIX JEJ.

Pa3M€H_[CHI/IC YUYCTHBIX TOKYMCHTOB

2.11.4.1.3. OcHoBHble (0Osi3aTeNbHBIE) U BCIOMOTATEIbHBIE YYETHBIC
JIOKYMEHTBI apxuBa (CM. I1. 3.4) pa3MellaTcsl B U30JIMPOBAHHOM MOMEIIEHUH WU
paboueM momerneHnu paboTHUKA(OB), OTBETCTBEHHOTO(BIX) 32 Y4ET JOKYMEHTOB
apXuBa.

OCHOBHBIE W BCIOMOTaTEJIbHbIE YYETHBIE JTOKYMEHTBHl apXHBOXPaHWIHILA
pa3MelalnTcsl B apXUBOXPAHWIMIIE WIM B paboyeM MOMEIIEHUH PaOOTHUKOB
apXWBOXPAHWINIIA.

OTBETCTBEHHBIMH 32 COXPAHHOCTh M HMCIOJIb30BAaHUE YUYETHBIX JIOKYMEHTOB



SBIISAIOTCA PAOOTHHUKH, OCYIIECTBIIAIOIIME HMX BEICHHE B COOTBETCTBYIOIIEM
CTPYKTYPHOM TOIPA3IEIICHUHN U TI0 AQPXUBY B LIEJIOM.

[lepBbie  JK3eMIUISAPBI  OMHCEH Jel, JOKYMEHTOB pa3MelaloTcs B
W30JIUPOBAHHOM TIOMEIICHUH WM pabodeM IOMEIIEHUH paboTHUKA(OB),
OTBETCTBEHHOTO(BIX) 32 Y4€T JOKYMEHTOB apXHBa, C 00s3aTeIbHBIM COOIIOICHIEM
PEKMMOB XpaHEHUs, YCTAHOBJICHHBIX IS MOJIMHHBIX apXUBHBIX JOKYMEHTOB Ha
OyMa)KHOM OCHOBE.

Bropple sKk3eMIUIApbl omMced  Jed, JOKYMEHTOB  pa3MeEIarTcs B
U30JIMPOBAHHOM 30HE apXMBOXPAHUJIMILA Ha CTEJUIAXE WK B MIKady.

Tperbu 3K3eMIUISPBI ONMUCEH e, JOKYMEHTOB Pa3MElIaloTCs B YUTAJIbHOM
3a’e.

[Topsinok HymMepaluu NOMEIEHU apXHuBa, CTeJUIaXel, Kkados.,
noJyiok. Bengenue Tonorpaguyeckux ykazaresiei

2.11.42. Bce mnomemnieHuss apxuBa  (37aHus,  OTaXH,  SPYCHI,
apXWBOXPAHWIIUIIA, KOMHATBI), a TaKXKe CTEIUIaXH, Cceldbl, MmKadbl U TOJIKH
HYMEPYIOTCSL.

B kaxmoM oOToeapHOM TMOMENICHUH CTeIUIaKH W IKadbl HyMepYyrTCs
CaMOCTOATENLHO ClieBa HampaBo OT Bxoja. [lonku Ha cremnaxax W B mikadax
HYMEPYIOTCS CBEPXY BHU3 CJIEBA HAIIPABO.

B nensix 3akpernsieHus MecTta XpaHEHHUS W MOMCKA apXUBHBIX JIOKYMEHTOB B
apXMUBOXPAHWIINIIE COCTAaBJISIIOTCSA 0(OH/TOBbIE U NOCTEJIJIAXKHbIE
tonorpaduyeckue ykazareiau. Tomorpaduueckue ykaszaTeld COCTaBIISIOTCS B
KApTOYHOM WJIM JIMCTOBOU (popMe B HEOOXOAMMOM KOJIMYECTBE IK3EMILISPOB.

Kaprouka mnodoHmoBOrOo TOMOrpauueckoro ykasaTedsi COCTaBIIAETCS
OTJZIEJIbHO Ha KaXKIIbIi apXUBHBIN (OHJI; 3TU KAPTOUYKHU PACIIOJIAraloTcsl B TOPSIKE
HOMEPOB apxXWBHBIX (QoHIOB. KapTouka mMOCTEIaXHOTO TOMOrPaPUIECKOTO
yKa3aTessi COCTaBIISECTCS HAa KaXKIbId CTEJUIAXK; 3TU KapTOUYKHU PacHoyararoTcs 1o
MOPSIAKY HOMEPOB CTEJUIAXKEW B Mpenesax OTAENbHOro mnomemieHus. OauH
PK3EMIUISIp  Tomorpauueckux  ykaszarened XpaHuTcs y  paboTHUKa(OB),
OTBETCTBEHHOTO(BIX) 32 YUET JOKYMEHTOB apXHBa, BTOPOI - B apXUBOXPAHUIIHUIIIC.

Benenne Ttomorpaduueckux —ykazareiaeil MOXKET OCYIIECTBISTHCA Ha
OyMa)KHOM HOCHUTEJIE WJIM B aBTOMATHU3UPOBAHHOM PEKMME B COOTBETCTBHM C
YCTAHOBJICHHBIMU PEKBU3UTAMH.

N3MeHeHuss B pa3MEIICHUM apXUBHBIX JOKYMEHTOB CBOEBPEMEHHO
OTpaXaroTcsd BO BCEX JK3EMIUIpax Tomorpaduyeckux ykaszaTelei, a Takke B
1iaHe (cxeme) pa3MelieHus] apXUBHbBIX (POHJIOB.

OdopmiteHne SpIBIKOB Ha MIEPBUYHBIX CPEACTBAX XPAHEHUS
APXUBHBIX IOKYMEHTOB

2.11.4.3. Kaxaoe nepBUYHOE CPEIACTBO XPAHEHHSI APXUBHBIX JIOKYMEHTOB
(kopoOka, mamka W T.JI.) CHa0XaeTcs SPJIBIKOM, Ha KOTOPOM YKa3bIBAIOTCS
Ha3BaHUE W HOMEP apXWBHOTO (POHJA, a TAK)KE HOMEP OIMUCH JIeJl, TIOKYMEHTOB,



HOMCpa CAMHUI XPAHCHHWA, HAXOAAIINXCA B KOpO6Ke.

Hanrmcn Ha ApJIbIKaX HUCIIOJHAKOTCA TI/IHOFpa(i)CKI/IM CHOCO6OM, TYIIBIXO HJIA
CIiICouaJIbHBIMH YCPpHBIMHA BOI[OCTOﬁKI/IMPI YCpHUJIaMMU. ﬂOHYCKaCTCSI
HCIIOJIB30BAHUC IITAMIIOB U JPYI'UX aHAJIOTHUYHBIX CPCACTB.

HpOBepKa HaJIM4YKUA U COCTOAHUS apXHUBHBIX JOKYMCHTOB
H opraHu3anusia po3bICKa HCO6Hap}I)K€HHI>IX HOKYMCHTOB

2.11.5. IlpoBepka HAIM4YKS U COCTOSIHUSI ADXUBHBIX JTOKYMEHTOB IPOBOJIUTCS
B LEJISX YCTAHOBJIEHUA (PAaKTUUECKOrO HAIWYMS HAXOMAIIMXCA Ha XpaHEHUU
APXMBHBIX JTOKYMEHTOB U BBIABJICHUS OTCYTCTBYIOIINX APXUBHBIX JOKYMEHTOB JUIS
OpraHM3allid WX pO3bICKA; BBIABICHUSA M YCTPAHEHHUS HEINOCTATKOB B Y4YETE
apXUBHBIX JJOKYMEHTOB; BBIABICHHS U y4€Ta APXUBHBIX JOKYMEHTOB, TPEOYIOIIUX
pEeCTaBpallMOHHOM,  KOHCEPBALMOHHO-IPO(MUIAKTUYECKOW U TEXHUYECKOM
00paboTKH.

IIpoBepkn Hamuuusg M COCTOSHHUS ApXUBHBIX JOKYMEHTOB IIPOBOJSATCSA B
IUTAHOBOM TIOPSIZIKE, @ TAKXKE €IUHOBPEMEHHO (BHEOUEPEIHBIE).

B rocynmapcTtBeHHOM apxuBe, My3ee, OuOimMoreke, apxuBe Poccuiickoit
akaJeMHM HayK IUIAaHOBasg LUKJIMYHAsg IIPOBEpPKA HAIMYUSA U COCTOSHUA
IIPOBOAUTCH:

YHUKAJIbHBIX IOKYMEHTOB - €KETOHO;

0co00 I[EHHBIX JOKYMEHTOB Ha OymMa)XHOM OCHOBE - ofuH pa3 B 10 jet (B
roCyJ1IapCTBEHHOM OMOJIMOTEKE - OJIUH pa3 B 5 JIET);

ayIMOBU3YaJIbHBIX U 3JIEKTPOHHBIX JOKYMEHTOB - OJUH Pa3 B 5 JET;

KMHOJOKYMEHTOB Ha HUTPOOCHOBE - OJIVH pa3 B 2 ToJa.

[[UKIMYHOCTP TPOBEPKM HAJUYMSA OCTAJIBHBIX APXUBHBIX JIOKYMEHTOB
OINPEIENSIETCS HA OCHOBAaHUU PEIIEHUS IKCIIEPTHO-METOANYECKON KOMUCCUU (MU
JPYroro COBELIATENBHOTO OpraHa) apXvBa B 3aBUCUMOCTH OT HWHTEHCHBHOCTHU
WCIIOJIb30BaHUs U COCTOSIHUS Yy4Y€Ta apXUBHBIX JOKYMEHTOB, HO HE MEHEE OJHOIO
paza B 25 neT (B ToCy1apCTBEHHON OMOIMOTEKE - OJIMH pa3 B 15 jeT).

IIpoBepka Hamuuusg UM COCTOSIHHUS CEKPETHBIX AapPXMBHBIX JIOKYMEHTOB
OCYILECTBISIETCA B IOPAJKE, YCTAHOBIEHHOM JUIA CEKPETHBIX ApXMBHBIX
JIOKYMEHTOB.

B MyHMIMOanibHOM apxuBe, My3ee, OMONMOTEKE [IaHOBas LMKIMYHAS
IIPOBEPKA HAINYHNS ApXUBHBIX JOKYMEHTOB npoBoauTcs 1 pa3 B 10 ner.

B cnywyae crTuxuilHpiXx O€ICTBUI, MACCOBBIX NEPEMEIICHUH U JIpYyrux
00CTOSITENBCTB, B PE3YyJbTAaTE€ KOTOPBHIX MOTYT OBbITh yTpay€Hbl WM MOBPEKICHBI
apXMBHBIE JOKYMEHTHI, & TAKXKE€ IPU CMEHE 3aBEAYIOLINX APXUBOXPaHUIUIIAMU
MIPOBOAMUTCS BHEOUYEPEAHAs E€OUHOBPEMEHHAs NPOBEPKA HAJWYUSA U COCTOSIHUSA
BCEX JOKYMEHTOB apXHBa WJIH UX OTIEIbHBIX YacTeu (rpyIIIn).

B Hauvanme mnpoBEpKM HamM4YMA M COCTOSHHS ApXUBHBIX JIOKYMEHTOB
IIPOBOAMTCS BBIBEPKA YUYETHBIX JOKYMEHTOB, KOTOPas BKJIOYAET: yCTAHOBJICHUE
MOJIHOTHI YYETHBIX JOKYMEHTOB Ha MpOBEpseMble apXUBHbIE (DOHIBI U apXUBHBIE
JOKYMEHTBI, CBEPKY MX COIIOCTAaBUMBIX II0Ka3aTeJIed, YTOYHEHHE IOpPsAKa
HyMEpALlMK E€AVHUI] XPAaHEHHs 0O ONHCH JAeN, JOKYMEHTOB (KHHMIe ydera M



OMHKCaHUsl) W TPOBEPKY MNPABUIBHOCTU COCTaBICHHUS MX MTOTOBBIX 3alMCel.
BriBepka ydyeTHOM TOKYMEHTAllMU U MPOBEPKA €€ HAJUYMsI MOXKET MPOBOJIUTHCS U
KaK CaMOCTOSATENbHBIN BU paOOTHI.

[IpoBepky HaNM4YUs U COCTOSIHUSI apXUBHBIX JOKYMEHTOB B TOCY/IapCTBEHHOM
apXuBe MPOBOJST, KaK MPaBuio, ABa paOOTHUKA.

[Ipu mpoBepke HamUuMs €AUHUI] XPAHEHUSI, APXUBHbBIE JOKYMEHThI KOTOPBIX
YYT€Hbl 10O BHYTPEHHUM OINHCSM, MPOBOAUTCS CBEPKAa HAIMYUA apPXUBHBIX
JIOKYMEHTOB C BHYTPEHHEH ONHCHIO, a TAKXKE CBEPKA HAJMUHUS JTUCTOB B €UHHUIIAX
XpaHEHMs, OJISKAINUX XPAHEHUIO B HECOPOILIIOPOBAHHOM (0€3 MOIIMBKH) BUJE.
EnuHuiel XpaHeHus ¢ YHUKAIbHBIMHU JOKYMEHTaMH 0O0s3aTEIbHO MPOBEPSIIOTCS
TIOJIUCTHO.

ApXUBHBIE TOKYMEHTBI, BbI/IAHHBIC B YUTAJIBHBIN 3371 U paboure MOMEIICHHS
apxuBa, MPOBEPSAIOTCA HA OOIIMX OCHOBAHUAX, WX MIM(PHI YCTAHABIUBAIOTCS IO
KapTaM-3aMEeCTUTENIIM M KHMraM BbIJJaYd  apXWUBHBIX JOKYMEHTOB U3
aApXUBOXPAHWIUII.  ApXUBHBIE JIOKYMEHTBHI, BBIJIAaHHBIE BO  BPEMEHHOE
MOJIb30BAHUE, MPOBEPAIOTCS IO KHUTaM M aKTaM BbIJAYM M CUHUTAIOTCS
UMEIOIIUMHUCS B HATMYHUU.

[Tpu npoBepke HAIMUUS U COCTOSIHUSI ApXUBHBIX JOKYMEHTOB HEOOXOAUMO:

COXPaHSATh MOPSIIOK PACIIOJIOKEHUS ApXUBHBIX JJOKYMEHTOB Ha CTEJIaXKax U B
MEPBUYHBIX CPEJICTBAX XPAHCHUS,;

MOJKJIAJbIBaTh HAa CBOM MECTa OOHapy>KEHHbIE BO BpeMs MPOBEPKH
HEMPaBUIIBHO TMO/JIOKEHHBIC SIMHUIIBI XPaHEHHsI TAHHOTO apXUBHOTO (OH/IA;

U3bIMaTh W3 TPOBEPSIEMOro apxuBHOrO (oHAA (KOMILIEKCa AapXUBHBIX
JIOKYMEHTOB) M TIE€pe/aBaTh XPAHUTENI0 HEMPABUIIBHO IOJIOKECHHBIC €IUHUIIBI
XpaHECHUS IPYTUX apXUBHBIX (OHIIOB;

M3bIMaTh EAWHMIIBI XpaHEHUS, 3apaXCHHbIE IUIECEHBIO WM JPYTUMH
OMOJIOTMYECKUMHU BPEAUTEISIMH, JUIsl HEMEJUIEHHON MX U30JIALNN;

U3bIMaTh €JUHMIIBI XPAHEHUs, HE BHECEHHbIE B OMHUCH [eN, JOKYMEHTOB
(KHUTY y4yeTa Y OIHCaHWs), W TIOMEIIaTh WX B KOHEIN apXuBHOro (HoHAa
(KOMIUTIEKCa apXUBHBIX TOKYMEHTOB) I TIOCTEAYIOIIeH 00pabOTKH U OMUCaHUS B
CPOKH, YCTaHOBJIEHHbIE PYKOBOJICTBOM apXHBa.

B Xxonme mnpoBepkM HaIWYUS M COCTOSHHUSA apXUBHBIX JIOKYMEHTOB HeE
JIOTTyCKaeTCs:

BHOCHUTH B ONHCH JEJ, JOKYMEHTOB (KHUTY y4deTa U OMNHCAHHS) HEYYTCHHBIC
CIMHMIIBI XPaHCHHUS,

JeNnaTh Kakue-THOO TOMETHI, WCIPABJICHUS WM 3alUCH B OMHCIX e,
JIOKYMEHTOB ¥ IPYTHX yYETHBIX TOKYMEHTAX.

Pe3ynbpTathl MpoOBEpKH HATWYHMSI U COCTOSHUS AapXHBHBIX JOKYMEHTOB U
OOHapy>XCHHBIE B €€ XOJ€ HEAOCTAaTK (UKCUPYIOTCS B JIUCTE TIPOBEPKU HATUUHS
U COCTOSIHMSI apXMBHBIX JOKYMEHTOB U B aKT€ MPOBEPKU HATUYMSI U COCTOSHUS
aApPXWBHBIX JIOKYMEHTOB.

JIcT mpoBEepKU HAIMYUS U COCTOSIHUSI apXUBHBIX JJOKYMEHTOB COCTaBIISICTCS
HEMOCPEACTBEHHO B XOJIe¢ MPOBEPKU, KAaK MPaBWIO, HA KaXAYyI0 ONHUCH e,
JTOKyMEHTOB OT/AeNbHO. [Ipu mpoBepke HEOOIBIINX MO 00BEMY apXUBHBIX (POHTIOB
JIOTIYCKAeTCsl COCTaBJ€HHE OJHOrO JIMCTa IMPOBEPKM Ha BCE ONUCU Jell,



JTOKyMEHTOB. B ciiydae oOHapyXeHHS B XOJ€ MPOBEPKU HAJTUYHS W COCTOSHUS
apXUBHBIX JIOKYMEHTOB HEJOCTATKOB, HE MPEAyCMOTPEHHbIX rpadaMu JUCTa
MIPOBEPKH, a TAKXKE MPHU MOJUCTHON MPOBEPKE ACN B JUCT BBOASATCS YTOUHEHUS U
JOTIOJTHUTENIbHbIE PEKBU3UTHL. JIMCTHI MPOBEPKU HYMEPYIOTCSI B BAJIOBOM MOPSIIKE
B TIpelenax apxXuBHOro ¢(oHAa MO KaXIOW MpOBEPKE U MOAMUCHIBAIOTCS
UCITOJIHUTEIISIMU.

Ha ocHoBanuu mnucra (JMCTOB) MPOBEPKH COCTABIAETCS aKT MPOBEPKU
HaJIMYusl U COCTOSIHUSI apXUBHBIX JTOKYMEHTOB. OJTHOBPEMEHHO C aKTOM IPOBEPKHU
HAJIMYMsI ¥ COCTOSIHUS ApXUBHBIX JIOKYMEHTOB IMPU HEOOXOAMMOCTH COCTABIISTFOTCS
aKT O TEXHWYECKUX OIMMOKaX B YYETHBIX JOKyMEHTaX; akT 00 OOHapyXeHUH
apXMBHBIX JIOKYMEHTOB; aKT O HEUCIPaBUMBIX MOBPEKICHUIX JOKYMEHTOB
(mpmtoskerne N 1) U Ipyrue aKThI.

[To okOHYaHWM MPOBEPKH HAIUYUSA M COCTOSHUS apPXUBHBIX JOKYMEHTOB B
KOHIIE OITUCH JeJ, TOKYMEHTOB (KHUTH y4eTa U OMUCAHUSA) IPOCTABIISIIOTCS IITAMIT
"mpoBepeHo", nara, TOJKHOCTh M HOIKCH JIMIA, IPOU3BOJUBILETO POBEPKY.

B cnydae oOHapy>keHHsI B UTOTOBOM 3alIMCH OIMUCH e, JOKYMEHTOB (KHHUTH
ydeTa U OIKCAaHMS) HEYYTEHHBIX JHUTEPHBIX W TMPOMYIICHHBIX MOPSAKOBBIX
HOMEPOB, BBIOBIBIIUX B COOTBETCTBUU C YCTAHOBIICHHBIM MOPSAKOM E€IUHUIL
XPaHEHUs1, UTOrOBAas 3aIIUCh [IEPECOCTABIISIETCSI.

Ha Bce orcyTcTByronme B X0/1€ IPOBEPKU HAIUYHS U COCTOSHUSI apXUBHBIX
JOKYMEHTOB  €JMHHUIIBI ~ XPAaHEHHS  COCTAaBISIOTCA  KApTOYKM  ydeTa
HEOOHAPY>KEHHBIX apXMBHBIX TOKYMEHTOB. BejieHrne kapToTeku HeOOHapYKEHHBIX
apXMBHBIX JIOKYMEHTOB OCYILIECTBIISIETCS IIEHTPAJIU30BAHHO Ha OyMaXXHOM
HOCHUTEJIC WM B aBTOMAaTU3WPOBAHHOM PEXHME B COOTBETCTBUU C PEKBU3UTAMU
KapTOYKH y4eTa HEOOHAPYKEHHBIX apXUBHBIX JTOKYMEHTOB.

Pe3ynbTaThl MNpPOBEPKH (PUBHMYECKOTO COCTOSIHUSI ApPXUBHBIX JIOKYMEHTOB
3aHOCATCS B KapTOTEKy (KHUTY) ydeTa (PU3NYECKOro (TEXHHYECKOTO) COCTOSHUS
aApXWBHBIX JIOKYMEHTOB.

[IpoBepka HanMuMsi W COCTOSIHUA APXUBHBIX JOKYMEHTOB CUHUTACTCS
3aBEPUIEHHOM MOCJIE BHECEHHS] U3BMEHEHUI BO BCE YUETHbBIEC JOKYMEHTBHI.

[Tocne mpoBepKr HAMMYUS U COCTOSIHHSI apXUBHBIX JOKYMEHTOB KOPOOKHU C
apXWBHBIMHU JJOKyMEHTaMH OIE€YaThIBAIOTCA.

Po3bick apXMBHBIX JIOKYMEHTOB, HE OOHApPYKEHHBIX B XOJ€ TPOBEPKHU
HaJM4Yusl U COCTOSIHMS, OPTaHU3YETCSI C MOMEHTA BBISBJIICHUSI UX OTCYTCTBUS U
MPOBOAUTCS B TEUCHHE OJHOTO Tojla KaK HEMOCPEJCTBEHHO B apXWBE, TaK U B
JIPYTUX OpraHu3anusx. PykoBOJICTBO apXuBa BHOpaBe MPOJIUTH CPOK PO3bICKA Ha
OCHOBAHUHU JOKJIQJHOM 3aMUCKH PYKOBOAUTENS COOTBETCTBYIOLIETO CTPYKTYPHOTO
No/Ipa3/ieNICHus: apXuBa.

ApXUBHBIC JIOKYMEHTBI, OOHapy>XEHHbIE B XOJ€ pO3bICKa, MNEPEAAIOTCS
XPaHHUTEI0, KOTOPHIA TMOJAKIANbIBACT WX Ha MecTo. B mucte mpoBepku B rpade
"[Ipumeuanue” B KapTOTEeKe HEOOHAPYKEHHBIX APXUBHBIX JOKYMEHTOB JEIACTCS
OTMETKa 00 0OHAPYKCHUH apXUBHBIX JOKYMEHTOB, KOTOPAs 3aBEPSIETCSI MO ITUCHIO
3aBEAYIOINIETO APXUBOXPAHUIIUIIEM (MYHHUIIUTIAIEHBIM apXUBOM).

ApXHMBHBIE JOKYMEHTBI, TPHUUYMHBI OTCYTCTBHSI KOTOPBIX TOJTBEPKIACHBI
JOKYMEHTAJIbHO, CHUMAIOTCS C y4€Ta B YCTAHOBJIEHHOM HOPSIZIKE.



Ha apxuBHBIE TOKYyMEHTHI, HE 0OHAPY>KEHHBIEC B X0JI€ PO3BICKA, COCTABIISIIOTCS
aKT O HEOOHAapY)KEHHH JOKYMEHTOB, IyTH pPO3bICKA KOTOPBIX HCYEPIIAHbI
(mpunoxxerre N 2), U moapoOHas CHpaBKa O MPOBEACHUM PO3BICKA, KOTOPBIC
BMECTE C AaKTOM IIPOBEPKH HAJIWYUSA U COCTOSIHUSA apXUBHBIX JIOKYMEHTOB
MPEACTABISAIOTCA B BBIIIECTOSIIUN YIIOJHOMOYEHHBIM OPraH HMCIOJIHUTEIbHON
BJIACTU B cdepe apXWBHOrO Jefia JUIsl MPUHATHUS OKOHYATENIbHOTO PEHICHUs O
CHSAITUH C YYETa TAKMX APXUBHBIX JOKYMEHTOB.

Pemenve o CHATHU apXWBHBIX JOKYMEHTOB C y4eTa 0(OpMIISIETCS TPUKA30M
PYKOBOAMTENSL  apXWBa  HAa  OCHOBAHMM  MHUCBMEHHOIO  Pa3pelICHUs
COOTBETCTBYIOIIETO YIOJTHOMOYEHHOTO OpraHa WCIOJHUTEIBHOU BIACTH B cepe
apXUBHOIO J€ENa.

CHatue ¢ ydera aokymMeHTOB ApxuBHoro ¢onna Poccuiickoit ®@enepammu,
OJIHOBPEMEHHO BXOAAIIUX B cocTaB MyseitHoro (onma Poccutickoit denepariuu,
OCYILIECTBIIETCS B COOTBETCTBUM C HacTosAmnMmHu IIpaBuiamu u  mopsakowm,
YCTAaHOBJICHHBIM  CIICIIMAJIBHO  YIOJHOMOYEHHBIM  (ellepaibHbIM ~ OpPraHOM
UCIIOJIHUTENbHOM BiacTH st Myselnoro donaa Poccuiickoit deneparyu.

Cusatue ¢ ydera JokymMeHTOB ApxuBHoOro (ouna Poccuiickoit denepanuu,
OJIHOBPEMEHHO BXOJSIIUX B COCTAaB OMONMMOTEYHBIX (DOHIOB, OCYIIECTBISETCS B
COOTBETCTBMM C HacTtosmuMu [IpaBuinamMu W TOPSAKOM, YCTaHOBJIEHHBIM
CHEIUATBHO YIIOJHOMOYEHHBIM (peiepaIbHbIM OpraHOM HMCIOJHUTEIHLHOU BIACTH
1151 6nbmoteunbix GoHAoB Poccuiickoit deneparuu.

B kapToTeke HeOOHApYKEHHBIX apXUBHBIX JTOKYMEHTOB JEIAeTCs OTMETKA O
CHATHYU apXUBHBIX JIOKYMEHTOB C y4€Ta.

B cpoku, ycTaHOBIECHHBIE PYKOBOJACTBOM apXMBa, CHCTEMATHYECKHU
MPOBOJASTCS MOJHBIE WJIM BEIOOPOYHBIC MPOBEPKU HATTUYMS U COCTOSTHUS apXUBHBIX
JIOKYMEHTOB, BBIJABABIIUXCS W3 apXUBOXPAHWJIWIL B TE€YEHHUE roja. Pe3ynbraTh
yKa3aHHOU MPOBEPKU O(POPMIISIOTCS:

Y TOATBEPXKICHUM HAJTUYHS JIeT - B BUJC JOKJIAIHON 3alMUCKU pabOTHUKA,
OTBETCTBEHHOTO 32 OPTaHU3ALUI0 ITIPOBEPKU HAIUYMS;

IIPU OTCYTCTBUU KAaKUX-TTHOO J1e71 0€3 JOKYMEHTUPOBAHHOTO OOOCHOBAHHS - B
YCTaHOBJIEHHOM TOPSIKE.

[Ipu BBISIBICHUUM HEOOOCHOBAHHOTO OTCYTCTBUSI APXUBHBIX JIOKYMEHTOB
OCYIIECTBIISIETCSI UX OTIEPATUBHBINA PO3BICK. B citydae 6€3pe3yIbTaTHOCTH PO3bICKA
OTCYTCTBYIOIIME€  ApXMBHBIE  JOKYMEHTBHl  BKIIOYAKOTCA B  KapTOTEKY
HEOOHAPY>KEHHBIX JOKYMEHTOB JIJIsl JaJIbHEUIIIET0 UX PO3bICKa.

[IpoBepka TEXHUUECKOTO U (PUBUKO-XUMUYECKOTO COCTOSTHUS
apXUBHBIX IOKYMEHTOB. BBIABIEHNE apXUBHBIX JOKYMEHTOB
C TIOBPEXKICHUAMHU MATEPUATIbHBIX HOCUTENEH U TEKCTOB

2.11.6.1. TIlpueMm u pa3MelieHUE B AapPXUBOXPAHWIMINAX aPXHUBHBIX
JIOKyMEHTOB, TIOCTYIIMBIIIUX B apXuB 0€3 MpeABapUTEIbHON TMPOBEPKU WX
(bU3MYECKOr0 COCTOSIHUSA, HE Jomyckarorcs. [locTynuBiime B apXuB apXUBHBIC
JIOKYMEHTBI JI0 TIepeadd B apXUBOXPAHIIIUIIE PA3MEIIAlOT B MOMEIIEHUH TTpHUeMa
¥ BPEMEHHOT'O XPaHEHHUS, OCBOOOXKIAIOT OT TPAHCIIOPTHOM Taphl, PACKIAIbIBAIOT


consultantplus://offline/ref=00541F43714A7916DDA8F3FE4BDA551DBA6E4A94551AB9D3ACDEDE415B763521DDF2B322455B1AFEb0SDF

Ha CcTeiaxax H crojax. He pgomyckaeTcss CKIaAUpOBaHUE MOCTYHMHUBIINX
apXMBHBIX JIOKYMEHTOB B HEpa300paHHOM BHUJIE.

Onenka (pU3NYECKOTO M TEXHUYECKOTO COCTOSTHUSI MOCTYMUBIIUX aPXUBHBIX
JIOKYMEHTOB, a TaKXKe€ MX CTPAXOBBIX KOMUN MPOBOAMUTCS HE MO3THEE 3 MECAIEB C
MOMEHTA IIpUeMa ApXUBHBIX JJOKYMEHTOB B apXUB.

B pesynbrare ouleHKHM (PU3MUECKOrO COCTOSHUSI apXUBHBIX JTOKYMEHTOB Ha
OyMa)XKHOM  OCHOBE  BBISBJISIIOTCA ~ apXUBHBIE  JIOKYMEHTBHI:  TIOpaKCHHBIE
OMOJIOTHUECKUMHU BPEIUTENSIMH; C MOBBIIIEHHON BIQXKHOCTBIO; C MOBPEKICHUSIMH
Oymaru u Tekcra; 3anbuieHHbIe. [Ipu 3ToM yaaneHunio moaiexar Bce MOoCTOPOHHUE,
HaxojsIIMecs B Jeiax, I[amkax, KopoOKax TMpeaMeThl: MeTaJUIMYecKue,
KapTOHHBIE, OyMa)KHbIE U APYTUE 3aKJIATKH, MPOKIAIKH, CKPEIKU U T.II.

[Ipu omeHKe TEXHUYECKOTO COCTOSIHHUS ayJAHOBU3YAIbHBIX M AJIEKTPOHHBIX
JIOKYMEHTOB, a TaKXE€ HUX CTPaXOBbIX KOMHUU YCTaHABIMBAECTCA BO3MOXKHOCTDH
CUMTHIBaHUS MH(POpPMALMK C  MaTEpUaIbHOIO  HOCUTENS, COOTBETCTBUE
TEXHUYECKUX XAPAKTEPUCTHK ATHX JTOKYMEHTOB CBEJICHUSM, COJEpKalIUMCS B
COINPOBOXAAIOIINX AaKTaX TEXHUUYECKOro cOCTOsIHUA. OTHOBPEMEHHO BBISIBIISIETCS
BUJ| OCHOBbl KHHO(POTOJOKYMEHTa. ApXHUBHBIE JOKYMEHTbI Ha HHUTPOOCHOBE
NOJIJIeKaT HEMEIJICHHON POBEPKE Ha CTA0MIIBHOCTb.

[Ipu oOHapyxeHHH IePEKTOB COCTABIAETCA AaKT IMPOU3BOJIBHON (HOPMBI,
OTpaKalIUMi XapakTep AePEKTOB M MEphl MO HX YCTPAHEHUIO. YCTpaHEHHE
nedeKTOB MPOBOAUTCS 3a CUET UCTOUYHMKA KOMIUIEKTOBAHUSI.

[loctynuBire apXuBHbIE JOKYMEHTBHI, TOPaXCHHbIE OMOJOTHYECKUMHU
BpeaUTEIsIMU (HACEKOMBIC, aKTHUBHAs IJIECEHb), HAIMPABIAIOTCS Ha CaHUTAPHO-
TUTHEHUYECKYI0 00paboTKy (1e3MH(EKIMs, 1€3NHCEKIINS).

[Ipn oOHapykeHWU YBIA)KHEHHBIX apXWBHBIX IOKYMEHTOB MPOBOJIUTCS WX
oOsi3aTenbHasl aKKIMMATHU3alMs JO TIOJHOTO BBICYIIMBAHUS. AKKIMMATH3AIMIO
IPOBOJST B MOMEILEHUH MTPHEMa U BPEMEHHOT'O XpaHEeHus B TeueHue 7 - 14 cyTok
(B 3aBUCHUMOCTHU OT CTEINIEHU YBJIQXKHEHUSI) IPU UHTEHCUBHOM BEHTUJISILIUM BO3/1yXa
Y pa3MEILEHUH eIMHULl XPaHEHHsI B pa3BEpHYTOM BHUJE Ha CTOJIaX, CTEIJIaXax.

KauectBo Oymarm ¥ TeKCTa MOCTYNUBUIMX apXUBHBIX JOKYMEHTOB
MpOBEPsETCS BEIOOPOUHO JIsl OOIIEH OIEHKH WX COCTOSTHUSI.

OOecnbulMBaHWE MOCTYNUBUIMX AapPXUBHBIX JOKYMEHTOB MpPOBOJIAT B
CHELMATIbHOM MOMEUIEHUH C MPUMEHEHUEM BBITSDKHBIX IIKA(QOB U COOJIIOIEHUEM
Mep CaHUTapuu U TUrueHsl. O0s3aTeIbHOMY 00SCTIBIITMBAHUIO TTOIJIEKAT KOPOOKH,
Marnku, 00JI0KKHU, KOPEILIKHU JEI.

[TocTynuBime ayanoBU3yaIbHBIE U SJICKTPOHHBIC JOKYMEHTHI MOJIE)KAT:

OYHUCTKE OT MBUTU U MIEPEMOTKE - ApXUBHBIC TOKYMEHTHI HA MATHUTHOM JICHTE;

OUYHUCTKE OT 3arpsA3HEHUN - apXWBHBIC JJOKYMEHTHI HA TUCKOBBIX HOCHUTENSX U
apXUBHBIC (DOTOJJOKYMEHTHI,

aKKJIMMaTU3alliU B 33JJaHHBIX TEMIIEPATYPHO-BIAKHOCTHBIX YCIOBUSX;

YIaKOBBIBAHHUIO.

AKKIMMAaTH3alMs ayJuOBU3YAIbHBIX M JJEKTPOHHBIX JIOKYMEHTOB Ha
IUICHOYHOM M JTMCKOBOM OCHOBax IeEpe]l pa3MEIIeHWEM UX B apXHUBOXPaHUIIMILE
MPOBOJIUTCS B OTKPHITOM ymakoBke mpu Temmepatype 20 +/- 3 °C wu
OTHOCUTENFHOM BJIQXHOCTH Bo3ayxa 35 +/- 15%; nans UBETHBIX KHHO- U



(GOTOIOKYMEHTOB - TpU  OTHOCHUTENHHOM  BiaxkHoctu 35 +/-  15%.
[IpoIOIKUTENFHOCT  AKKJIMMATH3alMM  KUHOJOKYMEHTOB M PYJIOHHBIX
MUKpPO(DUIEMOB HE JNOKHA ObITh MeHbIlle 10 CyTOK, apXMBHBIX JOKYMEHTOB Ha
MarHUTHOM JIEHTE U JUCKOBBIX HOCUTENSX - HE MeHee 3 CYTOK, (POTOJIOKYMEHTOB U
MUKpPOQHUII - HE MeHee 24 JacoB.

2.11.6.2. TlpoBepka (QHU3UKO-XUMHUYECKOTO M TEXHUYECKOTO COCTOSHUS
apXUBHBIX JIOKYMEHTOB B MPOLIECCE XPAHECHHS MPOBOAMUTCS C LIENBIO BBISBICHUS
MOBPEXKJICHHBIX aPXUBHBIX JOKYMEHTOB M APXUBHBIX JOKYMEHTOB C NOTEHLIUAIBHO
OMacHbIM (U3NYECKUM WM OHOJOTHUYECKUM COCTOSHUEM U OCYIIECTBISIETCS:
LEJIEBbIM TOPSAJKOM; B XOAE€ NPOBEPKH HAIWYHAA M COCTOSHUS apXHBHBIX
JOKYMEHTOB; TP TOJATOTOBKE apXWBHBIX JOKYMEHTOB K BbIJaue W3
apXMBOXPAHWJIMIIA, a TaKXKe IMpU BCEX JPYrux padoTax, CBA3AHHBIX C
NOEMHUYHBIM (TIOJUCTHBIM) IPOCMOTPOM APXUBHBIX JOKYMEHTOB.

IleneBass mpoBepka (HU3MUECKOTO COCTOSIHMSI apXHMBHBIX JOKYMEHTOB
IIPOBOJUTCS B IOPSIAKE OYEPETHOCTH C YYETOM LIEHHOCTH apXHUBHBIX JTOKYMEHTOB.
IleneBoii mpoBepke (PU3MUECKOTO COCTOSHUS MOJJIEkKAT BCE apXHUBHbBIC
JOKYMEHTBI, TMOCTpPAJaBIIME€ B JKCTPEMAJIbHBIX YyciaoBuax. Ilo pe3ynbraTam
KOHTPOJISL JIeJIaeTCsl 3aKII0YEHUE O HEOOXOAMMOCTH IMPOBEJIEHUS PEeCcTaBpalu U
KOHCEpBAalUK M B 3aBUCUMOCTM OT COCTOSIHUS apXUBHBIX JOKYMEHTOB
YCTaHaBJIMBAIOTCSI CPOKU MTPOBEACHUS CIECAYIOIIEH KOHTPOIBHON ITPOBEPKHU.

[IpoBepka (HU3MUECKOTO COCTOSHHSI APXUBHBIX JIOKYMEHTOB Ha OyMa)KHOU
OCHOBE B MPOLECCE XPAaHEHUS IPOBOJUTCS C LEIbI0O BBISABICHUS BIAXHBIX;
NOPAKEHHBIX  OMOJOTMYECKUMH  BpEeAUTENIMH  (TUIECEHb, HACEKOMBIE); C
nedekramu OyMaru M TEKCTa apXUBHBIX IOKYMEHTOB.

VBrnaxXHEHHbIE ApXUBHBIE JIOKYMEHTHI ([€na, TpYIIbl Jel) MOoJjexar
HEMEIJICHHOMY BBIJICJICHUIO, BHEOUEPETHOMN 00paboTke (cy1ika,
akkuMatuzauus). Ilpy  MaccoBoM  yBIaXXHEHUHM AapXUBHBIX JIOKYMEHTOB
MPUHUMAIOTCS MEPBI M0 OCYIICHHIO apXUBOXPAHWINILA, HOPMAJIU3AlUU PEXKUMa
XpaHEHUs.

ApXHMBHBIE JTOKYMEHTBI, TOPaXEHHbIE OMOJOTUYECKUMH BPEIAUTEISIMU
(mneceHb, HACEKOMBIE), MOJUIEKAT HEMEIJICHHON H30JIS1UY.

Hanuune nedextoB Oymarm W TEKCTa YCTAHABIMBACTCS BHU3YAJIbHO IIPH
HNOJUCTHOM mpocMoTpe aen. [ledekTsl knaccuuuupyroTcs Ha OCHOBE €AMHOMN
OYKBEHHO-LIM(PPOBOM HMHAEKCALMKW MO TUIIOBBIM MpHU3HAKaM Je(eKTOB Oymaru
(OyxBeHHas uHAekcanusi) U Tekcta (1udpoBas MHAEKCAIUs) B COOTBETCTBUU C
METOJIUYECKUMU pa3pabOTKaMHU.

[IpoBepka TEXHHUYECKOTO COCTOSIHUS ayJAMOBHU3YaJIbHBIX W 3JIEKTPOHHBIX
JIOKYMEHTOB B TIPOLIECCE XPAHEHUSI OCYILIECTBIISIETCS C LIEBIO OMPEACIICHUS:

COCTOSIHUS UX YTIAKOBKH;

HaJIM4yus CTAHIAPTHBIX PAKOPJIOB;

TEXHUYECKOTO COCTOSIHUS MX MOBEPXHOCTU M MEPPOPAIMOHHBIX JOPOXKEK U
CKJIEEK;

HAJIMYKS 3aTPSI3HEHUNA U MEXAHUYECKUX TTOBPEKICHUM;

CTaOUIBHOCTU HUTPOOCHOBBI;

mara nepdopary KWHOTUICHOK U MATHUTHBIX JICHT MUPUHOM 35 1 16 Mwm;



(U3UKO-MEXaHUYECKUX  XapaKTepUCTHK  (KOpoOJieHHe,  OTCIauBaHHE
IMYJIBCUOHHOTO WM OCBhIIIaHhe paboyvero ciios u Ap.);

HINYUS JA€PEKTOB XHMUYECKOTO M OHOJIOIMYECKOTO IPOUCXOXKIECHUS
(mopaxeHMe  MHKPOOpraHU3MaMH, HACEKOMBIMHM M  IpPbI3yHAMM,  CJEJbI
KPUCTAJUIM3AaMU  COJIEH M Pa3joKEHUs OCTaTOYHBIX MPOAYKTOB XHMHKO-
dboTorpaduyeckoit 06pabOTKM);

AJIEKTPOAKYCTUYECKUX XapAKTEPUCTUK (POHO- U BUJIEOJOKYMEHTOB;

apamMeTpoOB BUICOJOKYMEHTOB B BUICOKAHAJIE;

KauecTBa M300pakeHus: KUHO-, (POTO-, BUAECOAOKYMEHTOB;

YPOBHSI  NApaMEeTpOB,  XapaKTEPU3YIOIIHUX  BJEKTPOHHBIE  JTOKYMEHTHI
(Hampumep, 4ucao cOOEB MPH CYUTHIBAHUN WH(GOPMAIIUU B €IUHUILY BPEMEHH );

Hajau4us "BUPYCOB" B 3JIEKTPOHHBIX JOKYMEHTAX;

HAIMYUSL pPa3MarHWYCHHBIX YYaCTKOB W MEXAHUYECKUX TOBPEKICHUIM
OTJEJIbHBIX YUYaCTKOB MAIlIMHHOTO HOCUTEIS;

HaJINYUS KOPPO3UH HA IOBEPXHOCTH METAJUIMYECKUX TPAaMOPUTHUHAJIOB;

HaJINYMUS YKCYCHOTO CHUHIpPOMA TPUALIETATHOM IJICHKU.

[IpoBepka TEXHMUECKOTO COCTOSIHUS ApXUBHBIX JOKYMEHTOB OCYIIECTBIISETCS
IIPY BHELIHEM OCMOTPE B OTPAXKEHHOM CBETE.

[IpoBepky  DJIEKTPOAKYyCTUYECKHMX  XapaKTEPUCTUK  (POHOAOKYMEHTOB
(4aCTOTHBIE HCKAXXEHUS, YPOBEHb Komup3(dekra, ypoBeHb (oHa U ULIYMOB,
HaJIM4YME TpecKa W IIETYKOB, IIyM TMay3bl) MOPOBOJAT C MCHOJIb30BAaHUEM
CHEUATBHOTO 000PYIOBAHHUS.

[IpoBepky TEXHUYECKUX NApPAMETPOB BHJIEOAOKYMEHTOB MPOBOJAAT C
MOMOILBIO KOMIUIEKCa KOHTPOJIbHO-U3MEPUTENBHOMN arnapaTyphl.

[IpoBepKy TEXHUUYECKHX MapaMETPOB JIEKTPOHHBIX JTOKYMEHTOB MPOBOJSAT C
WCIIOJIb30BAaHUEM CHEIMANIbHOW anmaparypbl M HPOrpaMMHOro oOecreueHus,
OpeIHa3HAaYeHHbIX JJi1 pabdoThl C COOTBETCTBYIOUIETO BHJA apPXUBHBIMHU
JOKYMEHTaMHU.

BrisiBienne nokymeHTOB ApXUBHOTO (pOHIA
Poccuiickon @enepanuu, HAXOIAMUXCSA B HEYIOBIETBOPUTEILHOM
(bU3MYECKOM COCTOSTHUH, M HEUCTIPABUMO MOBPEKICHHBIX apXUBHBIX
JTOKYMEHTOB. CHATHE C yueTa HEUCIIPAaBUMO MOBPEKIECHHBIX
APXUBHBIX IOKYMEHTOB

2.11.7.1. HaxoasuuMucs B HEYIOBJIETBOPUTEIIBHOM (PU3UUECKOM COCTOSIHUHU
NpU3HAIOTCS JOKYMEeHThl ApxuBHOro (ponga Poccuiickoii denepanuu ¢ BHICOKON
CTETMICHbIO pa3pyIICHUs MaTepUAIbHBIX HOCUTENEH, yrpokarolieil ¢u3ndeckon
LETTOCTHOCTH JOKYMEHTOB.

Pemenne o mpusHanum pokymeHta ApxuBHoro (onma Poccuiickoi
denepani HAXOIANIUMCS B HEYIOBIECTBOPUTEILHOM (DU3UYECKOM COCTOSTHUU H
€ro IOCTAaHOBKE Ha CIEIUAIbHBIM Y4YeT JJIsi OPTaHU3aldh B CPOYHOM IOPSJIKE
cneruanbHoi 00paboTku (cM. 1. 2.11.9.1) mpuHUMaeT pyKOBOAWTENb apXyWBa Ha
OCHOBAHMM  DKCHEPTHOIO  3aKJIIOUECHUS  pecTaBpaTopa H  PYKOBOJMUTENS
MOApPa3AeJIeHUsl, OTBETCTBEHHOI'O 3a XPAHEHUE APXUBHBIX JOKYMEHTOB.



2.11.7.2. HeucnpaBuMO MOBPEXJCHHBIMA APXUBHBIMU  JIOKYMEHTaMH
IPU3HAOTCS APXUBHBIE TOKYMEHTHI, (PU3NUECKOE COCTOSIHUE KOTOPBIX MCKIHOYAET
BO3MO>XHOCTb BOCCTAHOBJIEHMSI MX MAaTE€pPHAJIbHBIX HOCHUTENEH M HCIOJIb30BaHUS
coJieprKalieiics B HUX JTOKyMEHTHON HH(pOpMaLHH.

Pemennie o npu3HaHUU apXWBHOTO JOKYMEHTA HEUCIIPABUMO IOBPEXKICHHBIM
U CHATUM €ro C ydera MPUHUMAET COOTBETCTBYIOLIMI YIIOJIHOMOUYEHHBIM OpraH
UCIIOJIHUTENIbHOM  BiacTh B cdepe apXuUBHOTO Jeja Ha  OCHOBAaHUU
IPEACTABIIIEMBIX PYKOBOJCTBOM apXHBa 3KCIEPTHOIO 3aKJIIOYEHUs pecTaBpaTopa
U PYKOBOJMTENA TOJpAa3Jei€HUsl, OTBETCTBEHHOIO 3a XpaHEHUE apXHBHBIX
JIOKYMEHTOB, U aKTa O HEUCIIPAaBUMBIX MOBPEXKICHHUIX JOKYMEHTOB (IPUIIOKEHHE
N 1).

Ha ocHOBaHMM NUCBMEHHOIO PEIICHHS BBIIIECTOSALIETO YIOJIHOMOYEHHOIO
OpraHa HCIHOJHUTENIBHOM BJIacTH B c(epe apXMBHOIO Jejla W3JAeTCs IMpPUKa3
PYKOBOJMTEIN apXWBa O CHATUM HEUCHPABUMO IIOBPEXKACHHBIX AapPXUBHBIX
JOKYMEHTOB C y4eTa.

CHsTHE C ydyeTa U YHUYTOKEHUE HEMCIPABUMO IOBPEKIACHHBIX YHUKAJIBHBIX
JIOKYMEHTOB HE JIOITyCKAKOTCS.

Yuyer (bHBI/I‘lGCKOF 0 1 TCXHHUYCCKOI'O COCTOAHUA
APXUBHBIX JOKYMCHTOB

2.11.8. VYyer (u3MyeckOoro M TEXHUYECKOIO COCTOSIHUS ApPXUBHBIX
JIOKYMEHTOB Ha OYMa)KHOUM OCHOBE OCYIIIECTBIISICTCS B:

nucre-3aBepurene (npuiokenue N 3);

JIMCTE U aKTE€ MPOBEPKH HAIMYHNS U COCTOSHUS APXUBHBIX JTOKYMEHTOB;

KapTOYKE y4eTa apXUBHBIX JOKYMEHTOB C ITOBPEKIECHUAMHU HOCUTEIS;

KapTOYKE y4eTa apXUBHBIX JJOKYMEHTOB C IOBPEKACHUIMU TEKCTA;

KapToTeke (KHUTe) yueTa GU3NYECKOr0 COCTOSIHUS apXUBHBIX JJOKYMEHTOB.

Yyer (Qu3MUECKOT0O M TEXHUYECKOIO COCTOSIHUS — ayJHOBHU3YyaJbHBIX
JIOKYMEHTOB OCYIIECTBIISIETCS B:

KApTOYKE y4eTa TEXHUYECKOI0 COCTOSIHUSA KUHOLOKYMEHTA;

KapTOYKe yyeTa TEXHUUYECKOIO COCTOSHUS (POTOAOKYMEHTA;

KapTOYKe yyeTa TEXHUUYECKOTO COCTOSIHUS (POHOJOKYMEHTA;

KapTOYKE y4eTa TEXHUYECKOTO COCTOSIHUS BUACOIOKYMEHTA.

Jlns  ydera nmokymeHTOB ApxuBHOro ¢ounga Poccuiickoit ®enepanuu,
HaXOJSAIIUXCS B HEYAOBIETBOPUTEIBHOM (PU3UUYECKOM COCTOSIHUHU, BEIETCA
crnenrasibHas KHUra. COOTBETCTBYIOIIME OTMETKH ITPOCTABIISIFOTCS TAKXKE B IPYTHUX
JOKyMEHTax yyera (U3UYECKOTO U TEXHUYECKOTO COCTOSIHUS apXHBHBIX
JIOKYMEHTOB.

VYyer (u3NUecKoro M TEXHUYECKOTO COCTOSHUS ApXUBHBIX JOKYMEHTOB
MOJKET OCYIIECTBIATHCS Ha OyMaKHOM HOCHUTEJE WM B aBTOMATHU3HPOBAHHOM
peXuMe B COOTBETCTBUM C YCTAHOBJICHHBIMU PEKBU3UTAMU KOHTPOJBHO-YYETHBIX
JIOKYMEHTOB.

OU3NKO-XUMUYECKas U TEXHUIECKass 00padoTKa
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APXHUBHBIX TOKYMCHTOB

2.11.9.1. ®usuko-xuMHUuYecKass W TEXHHUYECKass 0OpabOTKa apXWBHBIX
JIOKYMEHTOB MPOBOAUTCS C LIEJIbIO:

YCTpAHEHUsI TPUYUH YCKOPEHHOTO CTAapeHUsT W pa3pylICHHUs apXUBHBIX
JIOKYMEHTOB;

BOCCTAHOBJICHHS X CBOMCTB, TEXHUYECKUX XapaKTEPUCTHUK, JOJITOBEUHOCTH;

BOCIIPOU3BEJCHUS JTOKYMEHTHON uH(poOpManuu Ha Oojee yCTONYHBBIX
HOCHTEIISX.

OCHOBHBIMHM BHJAaMHU 3TOW 00pabOTKH apXUBHBIX JTOKYMEHTOB Ha OyMa)KHOMU
OCHOBE SIBJISIFOTCSI:

nae3uH(GeKIns,  Je3UHCEKIMs,  JepaTh3alis  apXUBOXPAHWIMI]  Kak
COBOKYITHOCTb ~ Mep  OuonpouiakTuky, OWO3alMUTBl U YHUYTOXKCHUS
OMOJIOTUYECKUX BpEAUTENEH B apXUBOXPAHIIININAX U HA apXUBHBIX JOKYMEHTAX;

pecTtaBpalus (pecTaBpalliOHHO-KOHCEpBAIIMOHHAS 00pab0TKa) KaK KOMILIEKC
paboT W TEXHOJOTMYECKUX OIepaludid 1O BOCCTAHOBJIEHUIO CBOWCTB U
JIOJITOBEYHOCTH OPUTHHAJIOB APXUBHBIX JOKYMEHTOB;

BOCIIPOM3BEICHUE apXMBHBIX JOKYMEHTOB C LEJIBK CO3JaHHUS CTPaxOBOIO
dboHma KONUN YHUKAIBHBIX JTOKYMEHTOB UM 0CO0O IIEHHBIX JIOKYMEHTOB M (poHIa
NoJib30BaHus; (GoTOpecTaBpalusi AapXUBHBIX JOKYMEHTOB C yraciuiuMm |
CIIa0OKOHTPACTHBIM TEKCTOM; 3aMEHa OpPUTHMHAJIOB C HEJOJITOBEYHBIMU WM
pa3pylIEHHBIMA  HOCHUTEISIMA  KOMUAMH  JIJII  COXpaHEHUsS JOKYMEHTHOM
uH(pOpMaLUu U JIp.;

MeperJieT apXUBHBIX JTOKYMEHTOB;

00eCcTbUIMBAaHNE APXUBHBIX JJOKYMEHTOB;

0o0paboTKa apXHWBHBIX JOKYMEHTOB B pEXKHME aBapHUilHO-ClIacaTesIbHbIX
paboT, B TOM YHCIJI€ C IPUMEHEHUEM CPEJCTB U CIIOCOOOB CYIIKH, Ae3UH(DEKINH,
JI€3UHCEKIMH, 3aMOPaXUBAHUS, PECTaBPAIliU, BOCIIPOU3BEICHHUS, 1I€3aKTUBALIUH U
JPYTUX BHUJIOB 11€JIeBOM 00pabOTKH.

AyIuoBU3yallbHbIE M DJICKTPOHHBIE JTOKYMEHTBI B 3aBUCUMOCTH OT
(bu3MYeCcKOoi MPUPOJIbI HOCUTEIIS MOBEPTAOTCS CIASAYIONIUM PECTaBPAIlMOHHBIM U
KOHCEPBAMOHHO-TIPODUITAKTUIECKUM PaboTaM:

apXWBHbBIC JOKYMEHTHI HA MAarHUTHOU JICHTE:

OYMCTKE TIOBEPXHOCTH OT TMbBUIA M YaCTUI[ TPpsA3M Ha CHelHaIbHOM
OYUCTUTEIBLHOM 000pYI0BAHUH;

3aMeHEe MePeCcOXIINX U MOKOPOOJIEHHBIX CKIIEEK;

0hOpPMIICHUIO PYJIOHOB MarHUTHOW JIGHTHI 3al[UTHON MAarHUTHOW JICHTOU C
JIBYX CTOPOH 110 2 - 2,5 M;

MEPEMOTKE C IIETbIO CHATHUS BHYTPEHHUX HAMPsHKEHUN B PYJIOHAX MarHUTHBIX
JICHT, BO3HUKIINX W3-3a MEPENaJ0B TEMIEPATyphl U BIAKHOCTH NPH XPaHEHUU U
TPAaHCTIOPTUPOBAHUH APXUBHBIX IOKYMEHTOB,;

apXWBHBIC JJOKYMEHTHI Ha JUCKOBBIX HOCUTEISIX:

00eCIBLUTMBAHHIO;

MPOTUPKE AaHTUCTATUKOM,;

KHHO(POTOAOKYMEHTHI, MUKPO(GOPMBI U (POHOTPAMMBI K KHHO(DUITBMAM:



00eCTIbUINBAHHIO;

yJIaJI€HUIO BOCKOBBIX, dKUPOBBIX U UHBIX 3arpsi3HEHUM;

YKPETJIEHUIO CKJIEEK U IPOCEUEK;

peMOHTY nepdopanuy;

nepeaeske rpyobix, KOPOOIEHHBIX 3aIjIaT U CKIIEEK;

PEMOHTY MOBPEXIEHHBIX MOJEHN KaJpoB.

I'pamopurvHanel  GOTOAOKYMEHTOB IOABEPralOTCA  AIEKTPOXUMHUUYECKOM
OUHCTKE.

2.11.9.2. PabGotbl 1o (HUBHKO-XUMHUYECKOW M TEXHUYECKOW 0O0paboTke
apXUBHBIX JIOKYMEHTOB NOJIPA3JIESAIOTCS HA IJIAHOBBIE U BHETJIAHOBBIE.

[InanoBass 00pabOTKa apXMBHBIX JTOKYMEHTOB MPOBOJMUTCS MO pE3yJbTaTaM
IIPOBEPKU HUX COCTOSIHUSL B MOPSAKE OYEPENHOCTH, YCTAHOBJIEHHOW B apXHBE C
Y4E€TOM MPUHAJIEKHOCTA X K Pa3IMYHbIM LIEHHOCTHBIM IpyIIaM, 0COOCHHOCTEN
(U3NYECKOTO COCTOSIHUSL ~ apXMBHBIX JOKYMEHTOB pa3MYHbIX BHJIOB H
BO3MOXKHOCTEH apxuBa. [IpuoputeT oTAaeTCS YHUKaIbHBIM JOKYMEHTaM M 0c000
LEHHBIM JJOKYMEHTaM.

K BHemnaHOBBIM OTHOCSTCS  paOOThl, BBHINOJHSEMBIE B  aBapHUilHO-
criacaTeJIbHBIX CUTYalMsIX, CBSI3aHHBIX C JIOKAJbHBIM WJIK MacCOBBIM MOPAKEHUEM
ApPXUBHBIX JIOKYMEHTOB OTHEM, BOJOW, XMMHUYECKUMH WM PaJUOaKTUBHBIMU
BenlecTBaMu. CpouHble MEpBI MO BBIACICHUIO, U30JIALNMN, CAHUTapHOW 00paboTKe
ApPXUBHBIX JOKYMEHTOB W MECT HMX XpaHEHHS MNPEANPUHUMAIOTCS TaKXKe IMpU
NOPAKEHNUU apXUBHBIX JOKYMEHTOB OMOJIOTMYECKUMU BPEAUTEISIMH.

HomeHnkiatypa, MOpsSAOK HPOBEACHHS W TEXHOJOTHUS padOT 1O (U3HKO-
XUMHUYECKON U TEXHMUYECKOW 00pabOTKE apXHMBHBIX JTOKYMEHTOB OINPEIEISIOTCS
OTpaclieBBHIMH HOPMATUBHBIMU M METOAMYECKUMHU JJOKYMEHTaMHU.

OO6mue TpeOboBaHMs K BbIIaue apXUBHBIX
JIOKYMEHTOB M3 apXHUBOXPAHHIIIUIIA

2.11.10. ApxuBHBIE JOKYMEHTHI, HMEIOIIME (OHJ TMOJIH30BAHUS, U3
apXMBOXPAHWIIMIIA, KaK [TPABUIIO, HE BBIJAIOTCS.

ApXUBHBIE TOKYMEHTHI, HE MPOUIEANINE HAYYHOTO OMUCAHUS U TEXHUYECKOTO
opopMIIeHUS, W3 aAPXUBOXPAHWIUIIA HE BBIJAIOTCS JUISI HUCIOJIB30BAHUSA H
MPOBEJICHUS pabOT MO CO3AaHUI0 CTPaxoBOro (poHa U PoHIA MOTB30BAHUS.

Briaua u3 apxuBoXpaHWIMIIA TOMIMHHUKOB 0CO00 IEHHBIX JOKYMEHTOB, B
TOM YHCJIC€ YHHKaJIbHBIX JOKYMEHTOB, a TaKXe JIOKYMEHTOB ApPXUBHOTO (QoHAA
Poccuiickoit denepanyiv, HaxXOASAIIMXCS B HEYIOBJICTBOPUTEIHLHOM (PU3HMUYECKOM
COCTOSIHUHM, OCYIIECTBIISECTCS B HCKIIOYUTEIBHBIX CIydasX C MHUChMEHHOTO
pa3pelieHus: pyKOBOAUTENS apXUBa.

ApXUBHBIE JOKYMEHTHI BBIIAIOTCS W3 apXUBOXPAHWIMINA FOCYJaPCTBEHHOTO
apxuBa, My3es, OWOIMOTEeKH, opranm3anuu Poccuiickoli akageMuu HayK C
MHACbMEHHOTO Pa3pELICHHUS:

3aBEAYIONIETO ApPXUBOXPAHWIUIIEM (OTIEJIOM OOECIeYeHus: COXPAHHOCTH) -
MOJIB30BATENSIM B YUTAIBHBIN (IIPOCMOTPOBBII) 3al1 apXuBa U pabOTHUKAM apXuBa
JUTSI CITY>KEOHBIX 11eiel B paboune OMEIICHHUS;



PYKOBOAMTENS apxuBa WM €ro 3aMectutens - (HoHA000pa3oBaTENIIM,
CYIEOHBIM, NPAaBOOXPAHUTEIbHBIM W HHBIM YIIOJIHOMOYEHHBIM OpraHam BO
BPEMEHHOE IIOJb30BaHME TPU HAIWYUM TapaHTUWHOTO MHCbMAa OT HHUX;
OpraHM3alMsIM - JUIs SKCIIOHUPOBAaHUS MpPU HAJTUYMU JOTOBOpA O IPOBEICHUU
BBICTABKM M COOTBETCTBYIOIIETO IIPHKa3a PYKOBOAWUTENIS apXxuBa; pabOTHUKaM
7a00paTopun apxuBa, CIEUUATU3UPOBAHHBIM OpPraHMU3ALMAM - JJI HPOBEACHUS
paboT mo co3gaHuio CTpaxoBOoro (oHAa U (GoHAa MONB30BAHUSA U CHELHUAIBLHOU
00pabOTKH apXUBHBIX JOKYMEHTOB MPU HAJHMYMUU COOTBETCTBYIOIIETO JOTOBOPA CO
CHeUaIN3uPOBAaHHON OpraHu3alue.

Bbigaua ~ apXuBHBIX ~ JOKYMEHTOB  BBIIIEYNIOMSHYTBHIM  KaTEroOpHsIM
NOJIb30BATENIE W3 apXUBOXPAHWIMINA MYHULUIAIBHOIO apXuBa, My3es,
OMOMMOTEKM OCYILECTBIETCS C IMHCbMEHHOIO pa3pelieHHs 3aBeAYIOIIEro
MYHHUIUNIATBHBIM apXHUBOM, My3€€M, OUOIHOTEKOM.

Bbigauy apXuBHBIX TOKYMEHTOB U3 apXUBOXPAHUJIMILA U IPUEM UX OOpaTHO,
B TOM YHCJIE MOJUCTHYIO MPOBEPKY HAMYMS U COCTOSIHUS apXUBHBIX JJOKYMEHTOB
nepes Bblauel UX U3 apXUBOXPAHUIIMILA U IIPU BO3BpATE, IPOU3BOIUT PaOOTHHUK
apxuBOXpaHwauIia. [IOJUCTHYI0 NpPOBEPKY HAIMUUs M COCTOSHUS apXUBHBIX
JIOKYMEHTOB, BO3BpAIlla€MbIX IOJIb30BATEISIMU B YUTAJIBHOM 3aJI€, OCYLIECTBIISET
pabOTHUK YUTAIBHOTO 3aja.

OO0s13aTeIbHON MOJIMCTHOW MPOBEPKE HAIMUUS M COCTOSHUS IEpell Bblaaden
apXUBHBIX JJOKYMEHTOB M3 apXUBOXPAHWIIMINA U TIPU UX BO3BpATE MO JICKAT:

YHHUKAJIbHBIE TOKYMEHTHI M 0CO00 IIEHHBIE IOKYMEHTHI;

apXUBHBIE JOKYMEHTHI, UMEIOIINEe B O(QOPMIICHUN WU MPUIOKEHUH K HUM
JparolieHHbIe KAMHH U METAJLIBL;

HECOpOIIIOPOBAaHHBIC APXUBHBIE JOKYMEHTHI,

JieNa, paHee He BbIAABABLIMECS U3 apXUBOXPAHUIIUIIA U HE UMEIOLIUE JTUCTOB-
3aBEPUTEIIEH;

Jena, cojepkaiiue aBTorpadbl, rpapuueckue JIOKYMEHTbI, MOYTOBBIE U
repOOBbIE 3HAKH, ME€YaTH, OTKPHITKU, KOHBEPTHI C aapecaMu, MapKaMu, U JApyrue
apXUBHBIE  JTOKYMEHTbI, IOTEHIMAJIbHO MPEACTABIAIOIINE HUHTEpeC IS
KOJUIEKIIMOHEPOB.

CocTtaB npyrux jen, MOAJEXKAIUX IOJMCTHOM MpPOBEpPKE, OIpenesseTcs
PYKOBOJICTBOM apXMBa Ha OCHOBE PELIEHMSI SKCIIEPTHO-METOINYECKON KOMUCCHUHU.

OTMeTKa 0 MPOBENEHHOM MTOJIMCTHOM MPOBEPKE CTABUTCS B JIUCTE-3aBEPUTEIIE
(mpunoxenne N 3).

Ha mecto BbIIaBaeMbIX M3 apXWBOXPAHWIUIIA SAMHHII XPAHCHUS U OIHUCEH
1€, TOKyMEHTOB MOJIKJIAbIBAETCS KapTa-3aMeCTUTETb.

ApXUBHBIE TOKYMEHTHI, BbIJJaBAEMbIC U3 apXHUBOXPAHUJIMINA, JOKHBI HUMETh
apXHMBHBIN MUP, TPOHYMEPOBAHHBIC JINCTHI, JINCT-3aBepUTeIb (puiioxenne N 3)
U JIUCT UCTIOIb30BAHUS JOKYMEHTOB (rpuiioxenue N 4).

[lonroroBka apXuBHBIX JOKYMEHTOB K BbIJade W3 apXWBOXpaHWIHIIA
BKJIIOYAET:

BBIEMKY apXHUBHBIX JIOKYMEHTOB;

CBEpPKY apXWBHOTO IM(pa W 3arojOBKOB (aHHOTAIMI) C OMUCHIO (KHUTOMN
yudeTa ¥ ONUCaHus) Je, JOKYMEHTOB;



MOJIUCTHYIO IPOBEPKY APXUBHBIX JIET - B YCTAHOBJICHHBIX CITydasx.

CBepka apXuWBHOTO mudpa apXUBHBIX JTOKYMEHTOB C OMUCHIO (KHUTOHN ydeTa
U ONHUCaHWs) Jel ¢ JOKYMEHTOB TMPEANOoJaracT IMpPOBEPKY MPaBUIHLHOCTH
oopmiteHust 00JI0KKH U TUTYJIBHOTO JIMCTA JIeJia, IEPBUYHOTO CPECTBA XPAaHCHHSI
ayJMOBHU3yalIbHOTO, DJIGKTPOHHOTO JIOKYMEHTA, NPABHJIBHOCTH COCTaBIICHUSI
3arojioBKa W mudpa eauHuIbl XpaneHus. [Ipy Haawmuuu OONBIIUX UCTPaBICHUH
00JI0KKa W TUTYJIBHBIA JIMCT 3aMCHSIOTCS C COXPAaHEHHWEM IMPH HEOOXOJAUMOCTH
CTapoil 00JIOKKHU.

[Ipu moaroToBKe K BHIAAY€ W3 ApPXWBOXPAHWIWINA OTIEIBHBIX APXUBHBIX
JIOKYMEHTOB, U3BSTHIX U3 JIE], HA 0OOPOTHOW CTOPOHE KaXKJIOTO JINCTAa BHE TEKCTa
apXWBHOTO JJOKYMEHTA MPOCTABIISETCS IITAMII C ApXUBHBIM IIH(PPOM.

CpOKI/I Bbl/Ia41 apXWBHBIX JOKYMCHTOB

2.11.10.1. ApxuBHBIE JOKYMEHTHI BBIJAIOTCS U3 ApXUBOXPAHWIMIIA HA CPOK:

JI0 OJTHOTO MECSIIa - TOJIb30BATENISIM B YUTAJIbHBIN 341 U paOOTHUKAM apXuBa
(kpome 0c000 IIEHHBIX JOKYMEHTOB, BbIJJABAEMBIX Ha CPOK HE O0Jiee IBYX HE/ECIb);

JI0 TpeX MecsIIeB - GOHI000pa30BaTEISAM;

70 1IeCTU MeECSIeB - CyIAcOHBIM, MPABOOXPAHUTEIbHBIM U  HWHBIM
YIOJHOMOYEHHBIM OpraHaM.

Briiaua apXuBHBIX JOKYMEHTOB W3 apXWBOXPAHUJIUIIA JJIsI SKCIIOHUPOBAHUS
OCYILECTBIISIETCS HA CPOK, OMPEACIICHHBIN IOTOBOPOM O ITPOBEIACHUN BHICTABKH.

Cpok BbIJIaud apXUBHBIX JIOKYMEHTOB ISl CO3/JaHUsl CTpaxoBoro ¢oHa,
dboHIa TONB30BaHUS W JJIsl CHEHHAIBHOM OOpabOTKU ompeaenseTcs IulaHaMu
paboThl apxyMBa W JOrOBOpaMHM Ha MPOBEACHUE COOTBETCTBYIOIIUX pPabOT co
CTOPOHHUMU OpTaHU3aAIUSIMHU.

[Iponnenue CpOKOB BbIAAYM APXUBHBIX JIOKYMEHTOB JOMYCKAaeTCs C
pa3pelleHNs] pyKOBOJICTBA apXHBa.

OdopmiieHne BbIJaYH ApXUBHBIX JJOKYMEHTOB

2.11.10.2. Bblgaya apXUBHBIX JOKYMEHTOB W3  apXMBOXPAHMIIUILA
perucTpupyercs B KHHrax BbIJa4d AapXUBHBIX JIOKYMEHTOB, Komui QoHma
MOJIB30BaHUSI M3 XPaHWIUIA, KOTOPbIE BEAYTCS pa3AeiibHO IO KaKIOMY
apXUBOXPAHWIUIILY U BUY BBIJIAYH.

Briiaua apXuBHBIX JTOKYMEHTOB B YHMTAJIbHBIN 3a)1 OQOpMIIIETCS 3aKa3oM
(TpeboBaHMEM) Ha BBIJIaYy ApXUBHBIX JOKYMEHTOB, KOMHUHU (POHIA MOJIb30BaHUS,
omuced JeN, JOKYMEHTOB M PETUCTPUPYETCS B KHHUTE BBIJAYU apXUBHBIX
JIOKYMEHTOB, KONMUW (POHAA TOJIb30BaHMUSI U3 XPAaHWIWINA B UYUTAIBHBIM 3ajl, B
KOTOPOM pacmuchiBaeTcs PaOOTHUK YHTAJIbLHOIO 3aja. VICIOTHEHHBIM 3aka3s
(TpeboBaHME) TIONB30BATENISI HAMPABIACTCS B YHTAIBHBIA 3all BMECTE€ C
BBIJJAHHBIMU APXUBHBIMH JIOKYMEHTAMH U XPAHUTCS B JINYHOM JIEJI€ TTOJIb30BaTENS.

Brimaya apXuBHBIX JOKYMEHTOB PaOOTHUKY apXuBa IS WCIIONB30BAaHUS B
CITy’KEOHBIX TeNsIX 0dopMIIIeTCS 3aKa3oM (TpeOOBaHMEM) Ha BBIJAYy apXHBHBIX
JIOKyMEHTOB, KOmui (hoHAA TOJB30BaHMS, OMHUCEH M€, JOKYMEHTOB, KOTOPBIU



BU3HPYETCA  PYKOBOJIUTEIEM  COOTBETCTBYIOUIETO  MoOJpa3iefieHus.  3aka3
(TpeboBaHNE) PETUCTPUPYETCS B KHUTE BBIAYM ApPXUBHBIX JOKYMEHTOB, KOIHI
¢doH/1a MOJIB30BAHUS M3 XPAaHWJIHINA B paboune MOMEIIEHHUs, B KOTOPOi pabOTHHK,
MOJyYMBINUN apXUBHBIE JTOKYMEHTBHI, PACHUCBIBACTCA 3a KAXKAYIO EIUHHILY
XpaHeHus. 3aka3 (TpeOOBaHHME) HAXOJIUTCA B apXMBOXPAHWIMILE IO HCTECUCHUS
CpOKa ero XpaHCeHHsI.

Brigaua apXwBHBIX JOKYMEHTOB B JabopaTopuio apxuBa 0OGOpMIISETCs
3aKa30M Ha IPOBEICHHE COOTBETCTBYIOIIUX pPa0OT W PETHCTPUPYETCS B KHUTE
BBIJIAYM APXHMBHBIX JOKYMEHTOB, KONMWU (DOHJA TOJB30BAHMS W3 XPaHWUJIUINA B
JabopaTopuio, B KOTOPOM paclmuChiBaeTCS paOOTHUK Jlabopartopuu. 3akas
YYUTHIBACTCS B JTAOOPATOPUU W B COOTBETCTBYIOIIEM IOAPA3ICICHUN apXuBa H
CIIY’)KUT KOHTPOJIBHBIM JJOKYMEHTOM 32 XOJOM IPOBEICHUS BCEX ITAMOB PadOTHI C
apXWBHBIMU JJOKyMCHTaMHU.

Brimaya apXuBHBIX JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUE OGOpMIIIETCS
aKTOM O BbIJla4€ AapXUBHBIX JIOKYMEHTOB BO BpPEMEHHOE IIOJIb30BAaHUE W
perucTpupyercss B KHHUI€ BbIAYM AapXUBHBIX JOKYMEHTOB, Komuil ¢oHaa
MOJIb30BAHUS U3 XPAHWINILA BO BPEMEHHOE MOJIb30BaHHUE.

Briiaua ona moias3oBaHus

2.11.10.3. Bplgaua Komuii apXWBHBIX JOKYMEHTOB M3 (POHIA MOJIb30BAHUS
oopmsieTcss 3aka3oM (TpeOOBaHMEM) Ha BbIIAYy APXUBHBIX JOKYMEHTOB, KOIHIA
dboHAa MONB30BaHUA, OMHMCEH [€J, JOKYMEHTOB M PErHCTPUPYETCS B KHUTE
(kHurax) BwlIaud (GOHAA TMOJb30BAHUS, BEAYIIUXCS IIEHTPAIU30BAHHO WJIU
pa3zIeNabHO MO KaXKIOMY apXHUBOXPAHWIIUILLY.

Brigaua onucent gei, 10KyMEHTOB

2.11.10.4. Onucu nen, JOKYMEHTOB BBIIAIOTCA Ha CPOK, HE MPEBBIMIAIOIINIA
IATH AHEW. Brpimaya onucen e, JOKYMEHTOB, UMEIOIIUXCSA B OJHOM JK3EMILIAPE
U XPaHSIIMXCS LEHTPAIU30BAHHO, JIOMYCKAETCA B HCKIIOUUTENIBHBIX CIydasX C
pa3pellIeHns] PyKOBOAUTENS apXUBa WM €r0 3aMECTUTEIS Ha CPOK, Kak MpaBuUIIoO,
HE TMPEBBIIAIONUN OJUH JeHb, WU OQOPMIISETCS MO aHAJOTUU C BbIaueH
MOJIMHHBIX apPXUBHBIX TOKYMEHTOB.

Brimaua onumceit e, JOKyMEeHTOB oopMiisieTcs: 3aka3oM (TpeOOoBaHHEM) Ha
BbIJJady AapXUBHBIX JOKYMEHTOB, Komuil ¢oHAa TOJIb30BaHMs, OIHUCEH Jell,
JIOKYMEHTOB U PETUCTPUPYETCS B KHUTE BBIJAUYM apXUBHBIX JIOKYMEHTOB, KOTHUM
dboHAa TOJIL30BaHUS W3 XPAHWIIUIIA, B KOTOPOW PACIHMCHIBAECTCS MOJIYYHUBIIHMA
OMHUCh PAOOTHHUK apXUBa WUJIU MOJIb30BATEb.

KoHTposb 32 COXpaHHOCTBHIO BBIJIAHHBIX APXUBHBIX JOKYMEHTOB.
Bo3Bpanienrne apXuBHBIX JOKYMEHTOB B apXUBOXPAHUJIUILLIE

2.11.10.5. BbiBepka KHUT BbIAa4M apXUBHBIX JIOKYMEHTOB IMPOBOJAUTCS HE
pexe OHOTO pa3a B KBapTajl Wi B nonyroaue. Eciau B pe3ynbTaTe BHIBEPKH KHUT



BBIJIAYM yCTAHOBJIGH (haKT HaApYIIEHUS CPOKOB BO3BPAIICHUS aAPXUBHBIX
JOKYMEHTOB, BBIICHSIOTCSI €r0 NPUYHMHBI M IPUHUMAIOTCS MEpPhl K BO3BpATy
apXMBHBIX JTOKYMEHTOB. EClIM HEBO3BpAIlICHUE apXHWBHBIX JOKYMEHTOB B CPOK B
apXWBOXPAHWIIUIIE BbI3BAHO HEOOXOAMMOCTHIO UX JAIbHEUIIIEr0 MCIOIb30BAHMUS,
BbIjaua nepeodopmiisercs. [Ipu 3anepkke BO3BpalleHHUs] apXUBHBIX JTOKYMEHTOB
0€3 YBOKUTENbHBIX IPUYUH MPUHUMAIOTCS MEPHI ISl UX HEMEIJIEHHOTO BO3BpaTa
B ApXUBOXPAHWIHIIIE.

B nensax KOHTpoIs 3a COXPAaHHOCTBIO APXUBHBIX JJOKYMEHTOB MOAPA3/ICICHUE,
OTBETCTBEHHOE 3a XpAaHEHUE apPXUBHBIX JIOKYMEHTOB, MPOBOJMUT TPOBEPKHU
COXPAHHOCTU BBIJIAHHBIX U3 APXMBOXPAHWJIMUIA APXMUBHBIX JIOKYMEHTOB.
[TpoBepku MPOBOIATCS B IUIAHOBOM TOPSJIKE WM MO MEpe HEOOXOAMMOCTH TIO
COTJIACOBAHMIO C PYKOBOJCTBOM APXMUBA.

[Ipu  BO3BpallleHUU  ApXUBHBIX  JOKYMEHTOB B  apXHWBOXPaHWJIUIIE
OCYUIICCTBJISICTCS  MOJUCTHAsT TMpoBepKa HX (U3UUECKOTO COCTOSIHUS B
ycTaHoBJieHHOM rmopsiake (cm. 1. 2.11.10). B kHure BblJjauu apXUBHBIX
JOKYMEHTOB JE€JNAeTCs OTMETKa O BO3BpAlICHUU ApPXUBHBIX JOKYMEHTOB B
MPUCYTCTBUM BO3BPATHBIIMX WX PaOOTHUKOB apxuBa WM (POHI000pa3zoBaTers.
Ecau  BbISIBJIEHBI TOBPEXKIEHUS  BO3BPAIla€MbIX  apXHUBHBIX JOKYMEHTOB,
COCTAaBJISIETCS] aKT B MPOU3BOJIBHOM (hOpME, KOTOPBIM MOMUCHIBACTCA paOOTHUKOM
apXMBOXpPAaHWIWINA W JHUIOM, BO3BpAlJAIOIIMM apXUBHbIE JIOKYMEHTBI, U
MPEJICTABISIETCS HA pACCMOTPEHHUE PYKOBOJICTBA apXMBA.

ApxuB 00s3aH YBEJIOMHThL IMOJB30BATENsl O TOM, YTO OH OTBEYaeT 3a
COXPAHHOCTb MOJIYYEHHBIX apXUBHBIX JOKYMEHTOB M COOJIIOICHUE MPaBUI pabOThI
C HUMU B COOTBETCTBUU C 3aKOHOAATENLCTBOM Pocculickoi denepanumu.

B cnyuasix xuiieHus: Wid NOBPEXIACHUS ApXUBHBIX IOKYMEHTOB, B TOM YHUCJIE
BHECEHHUS B UX TEKCT U3MEHEHUM (€C/Id ITO MOXKET ObITh KBATU(UIIMPOBAHO KaK
MOBPEXKJICHUE apXUBHOTO JOKYMEHTA), apXUB OOpaIaeTcsi ¢ COOTBETCTBYIOIIUM
3asBJICHMEM B OpraH BHYTPEHHUX J€JI N0 MECTy paclOJOXEHUs apXxuBa, B
TPEXTHEBHBIA CPOK MHPOPMHUPYET CIEIUATBLHO YIIOJTHOMOYECHHBINH (enepanbHbIi
OpraH HWCHOJIHUTEJIbHOW BJIACTH, YIOJIHOMOYEHHBIE OpraHbl HCIOJIHUTEIbHOMN
BIacTU CcyOBekToB Poccuiickoit denepaniuu, OCYIIECTBISIONIUNE KOHTPOJb 32
cOOJTI0/IeHNEM 3aKOHOAaTeNbcTBa 00 apxuBHOM nene B Poccuiickoit deneparumy,
NpUHUMAET Jpyrue Mephl K BO3MENICHUIO yiiepda B COOTBETCTBHUH C
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanni.

TpaHCHOpTI/IpOBKa " IICPEMCIICHUC apXUBHBIX JOKYMCHTOB

2.11.11. Tlpu TpaHCHOPTUPOBKE AapXUBHBIX JOKYMEHTOB Ha JIOOBIE
paccTosiHusl COOMIOAAOTCA MEpbl MO OXpaHe M 3alllUTe HMX OT BO3ICHCTBUSA
BpEAHBIX (DAKTOPOB OKPY KAIOLIEH cpeibl MyTeM MPUMEHEHHUS CIICHUAIbHBIX BUIOB
YIIaKOBOK, 00ECIEUNBAIOIIUX 3aIIUTY apXUBHBIX JOKYMEHTOB OT OCaJKOB, CBETA,
MEXAHUYECKUX MTOBPEXKICHUN.

TpancriopTUPOBKAa apXMBHBIX JOKYMEHTOB ITPOM3BOJMUTCS IPU UX IUIOTHOM
YKJIQJKE, WCKIIOYAIOIIEH BO3MOKHOCTh IEPEMEIIEHUsS] apXUBHBIX JOKYMEHTOB
BHYTPM  YNAKOBKM, YIApOB M  pAa3IMYHBIX COTPSACEHUH, TNPU  OTOM



$hoTOPOHOTOKYMEHTHI YIAaKOBBIBAIOTCS B BEPTUKAIBHOM IOJIOKEHUU B KOPOOKHU
KECTKOW  KOHCTPYKIIMM  COOTBETCTBYIOIIETO  pa3Mepa, OOEpHyThIE  BO
BJIArOHETIPOHHUIIAEMYIO TKaHb. Jlpyrue aynuoBU3yaJIbHBIE U AJICKTPOHHBIC
JOKYMEHTHI, Tpaduueckue W KpynmHOpOpMaTHbIE Jeina W JOKYMEHTHI
MIEPEMEIIAIOTCS TOIBKO B YIIAKOBKE, B KOTOPOH OHU XPAHSTCS, WA B CIICIIHMAIHLHO
npeIHa3HAYCHHBIX TSl KX TICPEMEIICHHSI CPEICTBAX.

Jlis mepeMeneHnsl apXuBHBIX JTOKYMEHTOB BHYTPH apXHBa HCIIOJIB3YIOTCS
TIePEABIKHBIC TEJICKKHU U IPYTHUE CPEACTBA TPAHCIIOPTHPOBKH.

BHyTpuroposickue MmepeBO3KH apXWUBHBIX JOKYMEHTOB TPOU3BOISATCS B
3aKPBITHIX aBTOMAITUHAX MPU 00s3aTETHHOM COMTPOBOXKICHUN paOOTHIKA apXHBa.

TpancmopTpoBKa AapXWBHBIX JIOKYMEHTOB Ha JAJbHHE PACCTOSHUS
MPOU3BOANTCS B YIMAaKOBAHHOM BHJICE B KPBITOM TPAHCIOPTHOM CpPEICTBE B
COOTBETCTBHM C TPABUJIAMH IIEPEBO3KH IICHHBIX TPY30B, YCTAHOBJICHHBIMH IS
COOTBETCTBYIOIIETO BUa TPAHCIIOPTA.

BrisBaeHue YHUKAJIbHBIX TOKYMCHTOB
1 0co00 OCHHBIX TOKYMCHTOB

2.11.12. BoigBieHHE YHUKATBHBIX IOKYMEHTOB U 0CO0O IIEHHBIX JIOKYMEHTOB
OpPOBOAUTCA B  IUIAHOBOM  MOpsJIKE  Hambojee  KBAIU(PUIMPOBAHHBIMU
CHEeUaIlCTaMi Ha OCHOBAaHUM OTPACJIEBBIX HAYYHO-METOJAMYECKUX Pa3pabdOTOK U
METOJAMYECKUX MOCOOUIA, TOATOTOBICHHBIX B ApXUBE.

Onpenenenue B coctaBe ApxuBHOro ¢onga Poccuiickoit ®enepanuu
YHUKQJIBHBIX JOKYMEHTOB OCYLIECTBIIIETCS B COOTBETCTBUM € PermameHTOM
['ocynapcTBEHHOrO0 peecTpa YHUKaJIbHBIX JIOKYMEHTOB ApXMBHOTO (poHIa
Poccuiickoii @eaepaunu U BKIOYAET B CeOs:

3a0JIHEHUE HA KaXK/Ibli BBISIBICHHBIA MOTEHIUAIBHO YHUKAIBbHBIA TOKYMEHT
JIMCTA Yy4YeTa U ONHUCAHUS YHUKAIBHOIO JOKYMEHTA;

PAacCCMOTPEHHUE  IKCIEPTHO-METOAUYECKOM  KOMHccHer (WId — ApYyTUM
COBEIIATEJIbHBIM OPraHOM) apXHBa NPEACTAaBIECHHBIX MaTEPHAJIOB;

IPEICTABIICHUE MPEMJIOKEHUN O BKIOYEHUU BBISBICHHBIX NOTEHIIMAIBHO
YHUKAJIBHBIX JTOKYMEHTOB B ['OCyAapCTBEHHBIN pEeCTp YHUKAJIbHBIX JTOKYMEHTOB
ApXHUBHOTO dboHa Poccuiickoit denepanuu B COOTBETCTBYIOIINI
YIOJHOMOYEHHBIN OpraH UCIOJHUTENBHON BJIACTH B c(hepe apXHUBHOIO Jena.

Omnpenenenue B cocraBe ApxuBHoro donaa Poccuiickoit deneparuu ocobo
LIEHHBIX JIOKYMEHTOB OCYLIECTBISIETCS JKCIEPTHO-NIPOBEPOYHOM KOMHUCCHEN
(BIIK) dpenepanbHoro rocynapcrsennoro apxuna, JIIK ynoaHomoueHHOro oprana
UCIIOJIHUTENbHOM BiacTu cyobekTa Poccuiickoit denepannu B chepe apXUBHOTO
nena, AKCIepTHOW (HOHIOBO-3aKyNOYHONM KOMHMCCHEH TIOCYJapCTBEHHOTO WU
MYHULIMNIAIBHOTO  My3€s, OKCIIEPTHOM KOMHCCHEW TOCYyNApCTBEHHOM WIIH
myHUIUnanpHoM Oubnmuorexn, OIIK ApxmBa Poccuiickoil akamemMun HayK W
3aKpEIIAETCS YYETHBIMU JOKYMEHTAMH apXMBa B YCTAHOBIIEHHOM MOPSAKE (CM. II.
3.7.5).

OIIK ymosHOMOYEHHOTO OpraHa HCIOJHUTENBHOW BIIACTH CYOBEKTa
Poccuiickoit ®enepanun B cdepe apXMBHOTO Jieja BIpPaBe JeIeTUPOBATH
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MOJITHOMOYHMSI 1O OTpENeTeHUuI0 B cocTaBe ApxuBHOTO ¢GoHma Poccuiickoit
denepanuun 0c000 LIEHHBIX JIOKYMEHTOB AKCHEPTHO-METOIUYECKOMN
(MeToauYecKol) KOMHCCHHM TOCYJIapCTBEHHOTO apxuBa cyoObekTa Poccuiickoit
denepanum.

Coznanue ctpaxoBoro ¢hoHaa

Koncynpranrlntoc: npumevanue.

B odunmansHOM TEKCTe AOKyMEHTa, BUIAMMO, JOIMYIICHA OIEYaTKa: MyHKT
4.13.3 B [OKyMEHTE€ OTCYTCTBYET, MO BOIIPOCY, KACAIOUIEMYCS XpaHEHUs
cTpaxoBoro ¢oHma, cM. myHKT 2.11.13.3.

2.11.13. CoBOKYITHOCTh CTPaxOBbIX KOMUN YHHUKAJbHBIX U 0CO0O IEHHBIX
noKyMeHTOB ApxuBHOro ¢onna Poccuiickoit denepanuu (nanee - cTpaxoBoid
dboHm) co3maeTcs B IENSAX COXpPAaHEHUS JOKYMEHTHOM HMH(OpMalMKd Ha Ciydai
yTpaTbl WM TOBPEKIEHUS OPUTHHAIOB ATHUX JOKyMEHTOB. CTpaxoBoil (oHI
SBJIIETCSI HEMPUKOCHOBEHHBIM M XPAHUTCA TEPPUTOPUATIBLHO OOOCOOJEHHO OT
OpUTHHAJIOB YHHUKAJbHBIX JOKYMEHTOB W 0CO0O IIEHHBIX JOKYMEHTOB B
CIICMATBHBIX apXUBOXpaHWIHIIAX (cM. 1. 4.13.3).

OdepeTHOCTh  CTPAXOBOTO  KOMMPOBAHMUS  OMNPEIENISETCS C  y4eTOM
(U3UYECKOr0 COCTOSIHUSL YHUKAIbHBIX JOKYMEHTOB U 0CO0O0 LEHHBIX JOKYMEHTOB
YW MHTEHCUBHOCTH oOpamieHusi Kk HuUM. [lepBoouepeaHOMY KOMMPOBAHHMIO CPEIU
HUX TOAJEeXaT HauboJIee WHTEHCUBHO HCIOJIb3yeMble, C MOBPEXICHUIMU
MaTepUaIbHOIO HOCUTENS U IOKYMEHTHON MH(POPMALIHH.

[ToaroroBka yHMKaJIbHBIX JIOKYMEHTOB M OCO0O IIEHHBIX JOKYMEHTOB K
CTPaxOBOMY KOIHUPOBAHUIO OCYLIECTBIISIETCS B COOTBETCTBUU C MOPSAIKOM BbIIAYU
apXMBHBIX JOKYMEHTOB M3 apXuBOXpaHuwuil (cM. 1. 2.11.10).

CrpaxoBoe KONMHUPOBAHHME TPOBOJUTCS C COOJIIOJIEHUEM CHUCTEMAaTHU3aluU
€AUHULl XPAHEHHS B OMNUCU JIeNl, JOKYMEHTOB, KOTOpas KOMUPYETCS TMepen
eauHULaMu XpaHeHHs. CTpaxOBOMY KONMMPOBAHUIO MOJJIEKAT BCE BXOSIIUE B
€AUHUILY XPAHEHUSI aPXUBHBIE JOKYMEHTHI.

[Ipu cTpaxoBOM KONMMPOBAHUU JI€Ja, KaK MPABUIIO, PACIIMBKE HE MOJJIEKAT.
PacmmBka en mpou3BOAMUTCS B MCKIIOYUTENBHBIX CIIydasX IO COTJACOBAHUIO C
PYKOBOJICTBOM apXHBa IPH MOJHON HEBO3MOKHOCTH KOMHMPOBAThH MEPEIIETEHHOE
neno. Ilo oxoHwanun paOOTBl [€N0 TMepervieTaeTcs Jadopatopue Wiu
OpTraHU3aIMEN - U3TOTOBUTEJIEM CTPAXOBBIX KOIUU 3aHOBO.

CtpaxoBoe KONMUPOBAaHUE YHUKAIbHBIX JIOKYMEHTOB U 0C000 II€HHBIX
JOKYMEHTOB  OCYLIECTBJISIETCSI B  COOTBETCTBHM C  TEXHOJOTMYECKUMU
periiaMeHTaMiu ¥ APYTUMH  JICUCTBYIOIIMMH  HOPMATUBHO-TEXHHUYECKUMHU
JIOKYMEHTaMHU.

CrpaxoBoii Konuel apXUBHOTO JOKyMEHTa Ha OyMa)KHOW OCHOBE SIBJISETCS
HeraTuBHas Mukpodopma (MukpodmibM wuiau Mukpodwuina) 1-ro TMOKOJIEHHUS,
U3rOTOBJICHHAass  Ha  (ororpaduueckoi  rajoreHU0CepeOpsTHOM  TUICHKE
COOTBETCTBYIOLLIETO  THUNA  METOJOM  OMNTHYECKOro  (ororpadupoBaHus
JIOKYMEHTOB.



CrpaxoBoil Komueld KWHOJOKYMEHTA SBIISIETCS NEpBas COBMEIICHHAS! KOIMHUSA
OpUTHHANa, W3rOTOBJIEHHAas Ha IUIGHKE COOTBETCTBYIOLIEIO THUIA METOJI0M
KOHTaKTHOM TeYaTH.

CrpaxoBoii komnuen (OTONOKYMEHTa SIBISECTCS TeEpBas KOMMS OpUTHHAIIA,
U3rOTOBJIICHHAass  Ha  (DOTOIUIEHKE  COOTBETCTBYIOUIETO  THUMA  METOJIOM
PEenpoIyIIUPOBAHUS UJIM KOHTAKTHOM MEeYaTH.

CrtpaxoBoii konued (OHOJIOKYMEHTa SBJISETCA TEpBas KOMUS OpUTHHAIA,
W3TOTOBJICHHAs] COBPEMEHHOM CUCTEMOM 3aIIHCH.

CrpaxoBoil Komuel BHICOIOKYMEHTa SBISETCS MEpBas KOMHUS OpUTHHAjA,
U3rOTOBJICHHAasT B (opMare opurhHaisa CrnocoOOM BHACO3BYKO3AlUCH Ha
MAarHUTHOU JICHTE.

Coznanue, KOMIUIEKT U cocTaB (DOH/Ia MOIb30BaHUs

2.11.13.1. CoBOKYIHOCTh KOIHI ApXMBHBIX JOKYMEHTOB, BBINOJHEHHBIX Ha
Pa3IMYHBIX MAaTEPUAIBHBIX HOCUTENSIX U MPEIHA3HAYEHHBIX ISl UCIIOJIb30BAaHHUS C
1eIbI0 00€CTeueHUs COXPAaHHOCTH OPUTMHAJIOB apXUBHBIX JOKYMEHTOB (1ajee -
dboHA TMONB30BaHUSA), CO3JACTCH, Kak IPaBUIIO, OJHOBPEMEHHO C CO3JaHHEM
cTpaxoBoro ¢GoHaa, a TakKe IEJEBBIM IMOPSAKOM Ha Hanbosee MCIOIb3yeMble
apXUBHbBIE JOKYMEHTBI, B TIpOLIeCCEe APYTHUX padoT (paccekpeunBaHUE apXUBHBIX
JIOKYMEHTOB, OpraHu3aIlusl UX UCIIOIb30BaHUN).

®oHJ MOJIB30BaHUs, U3TOTOBJICHHBIN OJTHOBPEMEHHO CO CTPaxoBbIM (POHIOM,
co3gaeTcs B 003aTEIbHOM KOMILUIEKTE, BKIIOYAIOLIEM:

JUIS apXUBHBIX JIOKYMEHTOB Ha OyMaKHOW OCHOBE - OJIHY MUKpPOGOpMy 2-TO
MOKOJICHUST Ha TaJOTeHUA0CepeOpsHON IJIeHKe (HeraTWBHAash WM TO3WTHUBHAs),
U3TOTOBJICHHYIO C HETraTUBHONW MHUKpPOGOpPMBI 1-TO TOKOJEHUS, U OJHY
MUKpOhopMy 3-T0 OKOJIEHHUS, U3TOTOBJICHHYIO ¢ MUKPO(OPMBI 2-TO TTOKOJICHHUS,

utst GOTOJJOKYMEHTOB - OJIMH MO3UTUBHBIM (POTOOTHEUATOK U OJUH AYyOIIb-
HETaTUB;

U1l KMHOJIOKYMEHTOB - OJIHY MO3UTHUBHYIO COBMELICHHYIO KOIHUIO, OJUH
MIPOMEKYTOUHBIN TO3UTUB H300paKEHUsI U OJUH KOHTpATUI (hoHOTpaMMBbl (1Jis
3BYKOBBIX KUHOJOKYMEHTOB). [lo3MTHMBHAas KOMUS U NPOMEXKYTOUYHBIN IMO3UTHUB
M300paKEHUSI JTODKHBI BXOJAUTH B KOMIUIEKT KMHOJOKYMEHTa, MIPUHUMAEMOro Ha
MOCTOSTHHOE XpaHeHue. Jlomyckaercss JOMOJHUTENIBHOE U3TrOTOBIEHUE (HOoHIA
MOJIb30BaHUsI KUHOJOKYMEHTOB B BuUje BujeodoHorpamm B popmarax Betacam u
VHS;

1151 GOHOJOKYMEHTOB - OJIHY KOITMIO Ha MATHUTHOM JICHTE;

JUISl BUJIEOJJOKYMEHTOB - OJHY Komuto B (popmate VHS.

Bxitouenne B (QoHA TONB30BaHUSI KOMUN apXMBHBIX JOKYMEHTOB, B TOM
YUCJIE€ Ha DJICKTPOHHBIX HOCHUTENSIX, CO3JaHHBIX B MpoOIlecce APYyTrux pador,
OCYILECTBIISIETCS aDXUBOM CaMOCTOSATEIIBHO.

B ¢onn mosb30oBaHUS BKIIOYAIOTCS KOIMWW TOJHOCTHIO CKOIMMPOBAHHBIX
enuHUI] XpaHeHus. Komwu OTHETbHBIX apXUBHBIX JTOKYMEHTOB MOTYT OBIThH
BKJIFOYCHBI B (DOHJ] MOJTH30BAHUSI B COCTABE TEMAaTUYECKHUX MOJOOPOK apXHBHBIX
JIOKYMEHTOB.



[IpoBepka HaNMUKA U COCTOSIHUS, TEXHUYECKUI KOHTPOJIb
cTpaxoBoro ¢hoHaa u HoHaa NOJI30BaAHUS

2.11.13.2. Bce cTrpaxoBble KOMUHU JOJDKHBI COOTBETCTBOBATH OPUTHMHAIY KaK
M0 COJIEP’KAaHUIO, TAK U MO PSAY BHEIIHUX MPU3HAKOB.

N3rotoBuTenb CTPaxoBbIX KOMUN 0OOECHeUYMBAET COOTBETCTBUE BCEX
BBIITYCKAEMBIX KOMHH TpeOOBaHUSAM JCUCTBYIOIMHUX HOPMATHBHO-TEXHUYECKHUX
JIOKYMEHTOB M0 CTPaxOBOMY KOMHPOBAHHUIO.

Bce cTpaxoBble KONUU MPOXOAST TEXHUYECKHI KOHTPOJIb B TJA0OPAaTOPHH HIIN
OpraHM3alMU-U3TOTOBUTENE, CBEJACHUS 00 UX KadecTBe (PUKCHPYIOTCS B aKTax
TEXHUYECKOTO COCTOSHUA KOmuil cTpaxoBoro (onaa (mo ¢gopMam B COOTBETCTBUU
C OTpacJIeBBIMU HOPMATUBHBIMU JOKYMEHTAMHU ).

[Tpu nmpueme cTpaxoBBIX KOMUI MPOBEPSETCSA MOJHOTA BBIMOJIHEHUS 3aKa3a Ha
KOMHMPOBAHUE, KOJIMYECTBO KOIMUW, KOMIUIEKTHOCTb, MPABWJIBHOCTh M MOJHOTA
3aII0JIHEHUS aKTOB TEXHUYECKOTO COCTOSIHUS, BU3YaIbHO-TEXHUYECKOE COCTOSIHHAE
KOIIUH.

B nponecce XxpaHeHus1 CTpaxoBbIe KOIUH IOJIEXKAT:

POBEPKE HATUYMS U COCTOSHUSI B IEISAX YCTAHOBJICHUS (DAKTUUECKOTO
HaJIM4yusl CTPAXOBBIX KOMUI, UX COOTBETCTBUS JJAHHBIM YYETHBIX IOKYMEHTOB;

TEXHUYECKOMY KOHTPOJIIO COCTOSIHHSI W CBOEBPEMEHHOMY IPOBEICHUIO
HEOOXOIMMBIX KOHCEPBAIMOHHO-TPOPUIAKTUUECKUX MEPOITPUATHIH.

TexHHnueCcKril KOHTPOJIb CTPaxoBOT0 (POH/IA OCYLIECTBISETCS OJIMH pa3 B TPU
rofa, Mpu 3TOM KOHTPOJO nomiuexuT 20% CTpaxoBbIX KONUK IMPOU3BOJCTBA
Ka)KJI0T0 roja.

Pe3ynbTaThl TEXHHYECKOTO KOHTPOJISI (PUKCUPYIOTCS B JIOKYMEHTax o
TEXHUYECKOM COCTOSIHUM CTPaxOBbIX KOMNHWH, TAE€ JAlTCS 3aKIIYEHUs O
HEOOXOJIMMOCTH M CPOKax MPOBEACHUS MPOPUIAKTUUECKUX M PECTaBPAIMOHHBIX
paboT, ¥ yCTaHABIUBAIOTCS CPOKU CIETYIOIIETO TEXHUUECKOTO KOHTPOJISL.

[IpoBepka Hanmuuusi U COCTOSTHUSL (POHIA TMOJIB30BAHUS OCYIIECTBISETCS C
[EIbI0 KOHTPOJIS 3a COXPAaHHOCTHIO KOMHM W OpraHu3aluud  padoThl  TI0
CBOEBPEMEHHOMY BOCCTAHOBJICHHIO (POH]IA MOJIb30BAHUSI.

O0beM U MepUOANYHOCTh PadOTHI MO MPOBEPKE HANMUUS M COCTOSIHUS (POHa
MOJIb30BAaHUSL  ONPENENSAIOTCS €  Y4eToM ero oOumero o0bema, COCTaBa,
WHTEHCUBHOCTH BBIJIa4W KOIHMI ¥ 4YaCTOThI UX BOCIIPOU3BECHHUS, a TAKKE YCIOBUIN
XpaHEeHUs.

[Tepenaua crpaxoBoro ¢oH/a Ha CIICIUATBHOE XPAaHCHHE

(. 2.11.13.3 He pacnpocTpaHseTCs Ha rOCyIapCTBEHHBbIC U MYHHIIMITAIbHbIC
My3eu U OMOIMOTeKH, opranu3anuu Poccuiickoii akaneMun HayK)

2.11.13.3. llenTpanu3oBaHHOE XpaHEHHE CTPaxOBOr0 (POHIA OCYIIECTBIISCT
dbenepanbHBI TOCYTapCTBEHHBIM apxuB - LleHTp XpaHeHus crpaxoBoro (onma
(IXCD).

Xpanenue CTpaxoBoro (oHAA TOCYIAapCTBEHHOTO apXWBa CyOBEKTa



Poccniickonn @enepanum ¥ MYHUUMIIAJBHOIO apXWMBA MOXET OCYILECTBIISITH
CHEeIUaIbHOE apPXUBOXPAHWIUILE, PACIOJIOKEHHOE Ha TEPPUTOPUHM CYyObEeKTa
Poccuiickon @enepanum.

Pa3zpemienue Ha mepenauy crpaxoBoro ¢onga B [[XCD naer cnenuanibHO
YIOJHOMOYEHHBIN (pefiepalibHblil OpraH WCIOJHUTENIbHON BiIacTH B cdepe
apXMBHOTO J€la [0 pe3ylbTaTaM pPACCMOTPEHUS JOKJIAJAHOW  3alMCKH
dbenepaibHOrO  TrOCYJIapCTBEHHOTO apXWBa WM  YIOJHOMOYEHHOIO OpraHa
UCTIOTHUTENbHOM BiacTu cyobekTa Poccuiickoit denepanuu B chepe apXUBHOTO
JIeJ1a O TOTOBHOCTH K OTIIPABKE CTPAXOBBIX KOIUH.

Paspemienne Ha  mepemayy — crpaxoBoro  (oHza B CHEUAIBHOE
aApXMUBOXPAHWIUIIE, PACIOJOKEHHOE Ha TeppuUTOpuu cyObekTa Poccuiickoit
denepauun, ToCyIapCTBEHHOMY apxuBy cyObekta Poccuiickoit ®denepanuu u
MYHULANAIBHOMY APXUBY J1A€T YIIOJHOMOYEHHBIN OPraH UCIIOJHUTENBHON BIACTH
cyosekta Poccuiickoit ®enepanyii B cdepe apXMBHOIO Jiejla Ha OCHOBAHUU
JIOKJIaTHOM 3aIIMCKU apXUBa O TOTOBHOCTH K OTIIPABKE CTPaXOBBIX KOIIHM.

[Tpuem-nepenaya ctpaxoBoro ¢poH/1a OCYIIECTBIIIETCS HA OCHOBAaHUM MpUKa3a
COOTBETCTBYIOLLETO YIOJHOMOYEHHOI'O OpraHa HCIOJIHUTEIbHOU BIIACTH B cdepe
apXUBHOTO JIeJ1a aKTOM YCTaHOBJIEHHOM ()OPMBI, K KOTOPOMY IIPUJIAratoTCsl:

OINUCU 0CO0O0 LIEHHBIX JeJl, JOKYMEHTOB WJIM KOIIUH ONHUCEH e, JOKYMEHTOB,
C KOTOPBIX M3TOTOBJIEH CTPaxoBOM (POHJ, WIH MEPEUeHb HOMEPOB 0CO00 IIEHHBIX
JieJ, TOKYMEHTOB (HOMEPHUK);

OMKCH MEPEJABAEMOI0 CTPaxoBoro (hoHma;

aKThl TEXHUYECKOT'O COCTOSIHUS KOIUM CTPaxoBOro poHa;

CONIPOBOJIUTEINIBHBIE IOKYMEHTBI HA TPAHCIIOPTHYIO Tapy.

CtpaxoBble KONUU B MOPSIKE PACIOIOKEHUS UX B OITUCU CTPAxoBOro (poxaa
MIOMEIMIAIOTCA B COOTBETCTBYIOLIYIO Tapy Ui TPAHCHOPTUPOBKH, HMEIOLIYIO
IIOPSAKOBYIO HyMEPALMIO B IIpeenax OTIPAaBIIEMON NIApTUU, U HAIIPABIISIOTCS B
OMJIOMOMPOBAHHBIX KOHTeHHepax. B conmpoBoauTENTbHOM JOKYMEHTE Ha
TPAHCIIOPTHYIO Tapy YKa3bIBAIOTCSA €€ KOJWYECTBO M YMCIIO CTPaXOBBIX KOIUU B
HEW, CTAaBATCA MOAINCH TOJKHOCTHBIX JIML, OTBETCTBEHHBIX 3a IIepeaayy.

AKTBI mpueMa-nepefayd C MPUWIOKEHUSIMH IOMEIIAITCS B OTAEIBHYIO
YIAKOBKY ¢ moMeTkoi "ConpoBOIUTENIbHbIE JOKYMEHTHI'.

Omata pacxoloB IO OTIpaBKE CTPAxoBOro (oHIa MPOU3BOAUTCA
OTHPABUTEIIEM.

CrpaxoBaHue TOKYMEHTOB ApXUBHOTO (OoHIA
Poccuiickon Oenepanunu

2.11.14. CrpaxoBanue JokymeHTOB ApxuBHoro ¢ounga Poccuiickoi
denepanyy HampaBIeHO Ha oOeclieuyeHre UX COXPAHHOCTH, BO3MEIIEHHUE yiiepoa
B CJIy4ae Kpa)<u, yTpaThl, MOBPEXKACHUI U MTHOIO BO3MOXKHOTO yiiepoa.

CtpaxoBaHHIO MMOJIJICKAT:

nokymeHTsl ApxuBHoro ¢onma Poccuiickoit ®enepamuu, a Takxke
NOJUIeKAl[e  BO3BPALICHUI0 MX KOMHMH, BBIBO3UMBIE 3a pyOex s
DKCIIOHUPOBAHUA Ha BBICTABKAX, PECTABPALIMU WIIH C IPYTUMH LEISAMU;
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YHUKAQJIbHBIE JTOKYMEHTBI, IPEAOCTABISAEMBbIE JUI OJKCIOHUPOBAHUSA Ha
BBICTAaBKaxX BHYTPH CTPaHBI.

B uCKIIOYMTENBHBIX ciydasx Moj 00s3aTeIbCTBO B JOIOBOPE O BO3MEIEHUU
OpraHM3aToOpaMM BBICTaBKM yIlepOa B cilyyae yTpaTbl WM NOPYH YHHUKAJIbHBIE
JOKYMEHTbl MOTYT 3KCIIOHHUPOBAaTbCA 0€3 CTPaxOBaHHA HA OPIraHU3YEMBIX B
Poccuiickon denepannu BbICTaBKax.

CrpaxoBas olieHKa TOKyMEHTOB ApxuBHoro ¢onna Poccuiickoit ®@enepanuu
IIPOBOAUTCS B APXUBE KOMUCCHOHHO.

Kareropusi 1meHHoctd gokymeHTOB ApxuBHOro (onma Poccuiickoit
@enepanuu U pasMeEp HUX CTPAaXOBOW OLIEHKM YCTAaHABJIMBAIOTCA HAa OCHOBE
CHEeUaIbHBIX METOIUYECKHUX Pa3padbOTOK.

Pe3ynbrathl cTpaxoBoil OlleHKH TOKyMEHTOB ApxuBHOTO (oHaa Poccuiickoil
denepaunu 0POPMISIOTCS aKTOM CTPaxOBOM OLIEHKH APXUBHBIX JOKYMEHTOB,
KOTOPBIM IPEACTABIACTCS B  COOTBETCTBYIOLIMK  YIIOJHOMOYEHHBIM OpraH
UCIIOJTHUTENILHOM BIIACTH B cpepe apXUBHOTO Jieia.

OdopmiieHre BpeMEHHOTO BbIBO3a JOKYMEHTOB APXUBHOTO (POH]IA
Poccuiickoii @eaepannu 3a pyoex

2.11.15. Jlng paccMOTpeHUsT BOIPOCAa O BO3MOKHOCTH BPEMEHHOTO BBIBO3a
TOKyMeHTOB ApxuBHOTO (oHna Poccuiickoit denepanuu apxuB Npe/ICTABISAET B
CHEUaIbHO YIOJIHOMOYEHHBIA (perepanbHblii OpraH MCIOJHUTENbHOW BIIACTU B
chepe apXUBHOTO Jiena:

KOIIMIO JTOTOBOpA O INMPOBEICHHUH BBICTABKH, PECTABPALMOHHBIX WU APYTUX
paborT;

nepeyeHb JOKyMeHTOB ApxuBHoro ¢ounga Poccuiickoit ®eneparuu
YCTaHOBJIEHHON ()OPMBI, ITpeIHa3HAUYEHHBIX K BpEMEHHOMY BBIBO3Y;

KOIIMM CTPAXOBOTO TIOJINCA, TAPAaHTUM IPUHUMAIOIIEH CTOPOHBI H
rOCyJIapCTBEHHBIX OpPraHOB CTPaHbl HAa3HAYEHUS B OTHOILIEHWHU COXPAaHHOCTH U
BO3BPATa BPEMEHHO BBIBO3UMBIX KYJBTYPHBIX LIECHHOCTEW;

NUCbMEHHOE TIOATBEPKICHHUE YA0BIECTBOPUTEIBHOTO (PU3NYECKOTO COCTOSHUS
nokymeHToB ApxuBHOTO (oHma Poccuiickoit deneparuu, MO3BOJSIONIETO HX
TPaHCIIOPTUPOBATh U IEMOHCTPUPOBATD, & TAKKE HAIMYNS UX CTPAXOBBIX KOIU;

pa3penieHue ynoJIHOMOYEHHOIO OpraHa HCIOJHHMTENIbHOM BIIAcTU CyOBEKTa
Poccuiickoit denepannu B chepe apxuBHOTO Jeia (TOIbKO JJI TOCYIapCTBEHHBIX
apxuBOB cyObekTOB Poccuiickoit denepanun);

paspenieHue  opraHa  MECTHOrO0  caMoOyIpaBlieHus  (TOJBbKO  JUIs
MYHULIUTATILHOTO apXHUBa);

Ipyrue HeoOXOAUMble JTOKYMEHThI B COOTBETCTBUU C YCTaHOBJICHHBIM
MOPSIAKOM.

B cooTBeTcTBUM C YCTaHOBIJIEHHBIM ITOPSAKOM I'OCYAAPCTBEHHOW IKCIIEPTU3bI
YU KOHTPOJS 3a BBIBO3OM M BBO30M KYJBTYPHBIX LEHHOCTEH IS IMOIYYEHUS
CBUJETENBCTBA HA MPABO BbIBO3a KYJbTYPHBIX ILEHHOCTEW C TEPPUTOPHHU
Poccniickonn @enepanuu  yKa3aHHbIE JOKYMEHTBI BMECTE C 3aKIIOYEHUEM
CHELHMAIBHO YIIOJTHOMOUYEHHOTO (heJIepajIbHOr0 OpraHa UCIOIHUTEIbHON BIIACTH B



chepe apxXWMBHOTO Jela MW JPYyTMMH  HEOOXOAWMMBIMH  JOKyMEHTaMU
NPEACTABIAIOTCS B  CIIELMAIbHO  YIOJIHOMOYEHHBIA (enepanbHbld  OpraH
UCIIOJIHUTENLHON BJIACTU B cdepe rocyAapCTBEHHOTO KOHTPOJS 32 BBHIBO3OM M3
Poccuiickon denepannu U BBO30M Ha €€ TEPPUTOPUIO KYJIbTYPHBIX IEHHOCTEH.

JIist mpoJiieHusT B OCOOBIX CIIydasiX CpOKa BPEMEHHOTO BBIBO3a JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit ®denepanvu apXuB MNPEACTABISET B CHEHAIBHO
YIOJHOMOYEHHBIN (efiepalibHblil OpraH HCIOJHUTEIbHONM BiIacTH B cdepe
rOCyAapCTBEHHOI'0 KOHTPOJIA 3a BbIBO30M M3 Poccuiickor denepanyu 1 BBO30M Ha
€€ TEPPUTOPHUIO KYJbTYPHBIX IEHHOCTEM:

KOMHUIO JIOTOBOpPAa O NPOJJIEHMH CpPOKa BBICTABKH, PECTABPALMOHHBIX WU
JIpYyrux paoor;

KONMU CTPaxOBOTO TMOJIMCA, TapaHTUWM [PUHUMAIOLIEN CTOPOHBI U
FOCYyJapCTBEHHBIX OPTraHOB CTPAaHbl HA3HAYCHHUS B OTHOIIEHWH COXPAHHOCTU H
BO3BpAaTa BPEMEHHO BBIBO3UMBIX KYJIbTYPHBIX IEHHOCTEN;

3aKJIIOYEHUE  CIEIMAIbHO  YIIOJHOMOYEHHOro  (penepanbHOr0  OopraHa
UCIIOJIHUTENILHOM BIAcTH B cepe apXUBHOTO JEIIa;

Ipyrue HeoOXOJUMble JTOKYMEHTHI B COOTBETCTBHU C YCTaHOBJICHHBIM
MTOPSIKOM.

ObecrnieyueHre COXpaHHOCTU apXUBHBIX JTOKYMEHTOB
IIPU YPE3BBIYANHBIX CUTYALMSIX

2.11.16. K upe3BbIYafHBIM CHTYaI[UsIM OTHOCSTCS OOCTOSITENbCTBA, MPU
KOTOPBIX HEBO3MOYKHO BBITIOJIHEHHE apXHWBOM B MOJTHOM 00BbEME BO3JIOKEHHBIX Ha
HEro 3ajad B COOTBETCTBMM € TpeOoBaHUsAMHM Hactosuux [IpaBun u npyrux
HOPMAaTUBHBIX NPABOBBIX AKTOB, CO3JAE€TCS Yrpo3a >KU3HH W 3J0POBBIO JIFOJIEW,
COXPaHHOCTH apXMBHBIX JOKYMEHTOB apXHBa.

K upe3BpuaiiHbIM CUTyalusaM OTHOCSTCS:

00BsBIICHHUE CTEIIEHEN TOTOBHOCTHU TPAXIAHCKON 0O0OPOHHI;

BBEJICHUE B JICHCTBUE MJIAHOB TPAXIAHCKON 0O0OPOHBI;

OOBSIBJIEHHE B TOCYAapCTBE (PErHOHE, Tropojie) pekHMa 4Ype3BbIYANHHOTO
MIOJIOKEHUS;

HOKap, TEXHOTEHHbIE KaTacTpo(bl U CTUXUIHBIE O€ICTBUSA, MOBIMUIBIINE HA
KU3HENEATEIPHOCTh ApXUBA;

UCYE3HOBEHUE WJIM TOpYa apXMBHBIX JOKYMEHTOB, XHUILIEHUE WM TOpya
UMYIIIECTBA B pe3yJbTaTe MPOHUKHOBEHUS B apXWB IOCTOPOHHUX JIIOJEH WIU
JIPYyTUX NPOTUBOIIPABHBIX JIECHCTBUM;

aBapuu CUCTEM >KM3HE0OECTIeueHNs apX1Ba, a TAKXKe 3aHUs apXUBa;

CHSITUE OXPaHbl apXHBA;

Apyrue OOCTOSTENbCTBA, BBIHYXKIAIOIIME PYKOBOJACTBO apXvBa MPHUHSITH
pemieHne 00 M3MEHEHUH pEeKKMMa pabOThl apXuBa WM MPUOCTAHOBIEHUH €ro
NESATEIbHOCTH.

C yueToM BO3MOKHBIX YpE3BBIYAMHBIX CUTYallUi apXuB pa3padaThIBaeT U MPU
HEOOXOJUMOCTH  TEPUOJMYECKHM  TepecMaTpUBaeT  IUIAHBI  KOHKPETHBIX
MEPONPUITHIA U Jpyrue HOPMATHUBHBIE JOKYMEHTBHI O paboTe B UpE3BbIUANHBIX



CUTYyaLUsIX.

[Inanpl W fpyrue JAOKYMEHTBHI 1O MOOWJIM3ALMOHHON IMOATOTOBKE,
rpakJaHCKON 000pOHEe apXuBa pa3padaThIBAIOTCS B YCTAHOBICHHOM MOPSIKE.

[L1ranbl MepornpusTHM apxXWBa Ha CIIydaldl 4Ype3BbIYAWHBIX CHUTYalMid, HE
OTHOCAILIMECS K MOOMUIIM3AIMOHHON TMOJATOTOBKE W TPa)xJAaHCKON 000poHe,
JIOJDKHBL ~ COTJIACOBBIBATBCSL C  OPraHU3ALMOHHBIMU W PACHOPSIUTEIbHBIMU
JIOKyMEHTaMU  apXuBa, pa3pa0OTaHHBIMU MO JIMHUM  MOOWJIM3AIMOHHOU
MOATOTOBKH U TPAXIAHCKON 00OPOHBI.

C coxepkaHHeM IJIAaHOB MEPONPUATUN U APYTUX HOPMATUBHBIX IOKYMEHTOB,
OTIPEEISIIONTNX pabOTy apXWBa NPH YPE3BBIUYAWHBIX CUTYAIHSX, TOJDKHBI OBITH
O3HAKOMJICHBI PAaOOTHUKHA apXWBa B YaCTH, WX KacCalOMIEHCs, C 00s3aTeIbHBIM
BBITIOJTHEHHUEM TPEOOBaHUM, YCTAHOBJICHHBIX B OTHOLIEHUH JOCTYIA K CBEICHUSIM,
COCTaBJISIFOIIMM FOCYAapPCTBEHHYIO TalHY.

BrinonHeHne B apxXxuBe MEPOIPUATHNA, NPEAYCMOTPEHHBIX ILIAHAMU
MOOWJIM3AIIMIOHHON TMOATOTOBKU M TPAXKIAHCKOM OOOPOHBI, OCYIIECTBIISACTCS
COIJIACHO ITUM IUIaHAM B YCTAHOBJICHHOM IOPSIJIKE.

[I1. Opranuzamus yuera JOKyMEHTOB apXUBHOTO (oHAa
Pocculickon ®@enepanuu u Ipyrux apXuBHbIX JOKYMEHTOB B apXUBE

3.1. OnpeneneHue KOJIMYECTBA M COCTAaBa JIOKYMEHTOB ApPXHMBHOro (oHaa
Poccniickont ®enepanmu W JIpYyrHX AapXWBHBIX JIOKYMEHTOB B dpXMBE B
YCTAHOBJICHHBIX €IMHMIAX y4€Ta U OTPAXKEHHE HTOTO KOJIMYECTBA M COCTAaBA B
YUETHBIX JIOKYMEHTaX O0O€CleurnBaeT OPraHU3alUOHHYIO YHOPSJOYEHHOCTh U
BO3MOXHOCTh QJIPECHOTO TIOMCKAa apXUBHBIX JOKYMEHTOB, KOHTpPOJS 3a HX
HaJIMYUEM U COCTOSIHHEM.

ApXMB OCYIIECTBIIIET TOCYHApPCTBEHHBIA Y4Y€T ApXUBHBIX JOKYMEHTOB.
CocTaB M NOPANOK BEACHUS JTOKYMEHTOB TIOCYJApPCTBEHHOI'O Y4Y€Ta apXHUBHBIX
JOKYMEHTOB, B TOM uucie (opMbl NacrnopTa apXuMBa M MNacropTa HMCTOYHHUKA
KOMILJIEKTOBAHHSI apXWBa, M TMOPSAOK MX IPEACTABICHHS YCTAaHABIMBAKOTCS
PernamMeHTOM TOCYyZIapCTBEHHOIO y4yeTa JOKYMEHTOB ApXMBHOro (¢oHJIa
Poccutickon ®@enepanuu.

VYuery nomsexar:

XpaHALIMECS B ApXUBE apXHMBHBIE JOKYMEHTBI, B TOM YHCJIE HEONMCAHHBIE U
Henmpo(WIbHbIE JUISI TaHHOTO apXHBa, a TaKKe CTPAxXOBbIE KONMUU apPXHUBHBIX
JIOKYMEHTOB M KOTHUH (POH]1a TOJIb30BAHUS, OTIUCH JIE] U IOKYMEHTOB;

noKyMeHThl ApxuBHoro ¢ounaa Poccuiickoit @enepaiinu, a Takke JOKYMEHTHI
10 JINYHOMY COCTaBY, XpaHAIIMECS B ICTOYHNKAX KOMIUIEKTOBAHHS apXHBa.

VY4eT npou3BoAUTCA IMyTEM MPUCBOEHUSI apXUBHBIM JIOKYMEHTaM (€IUHULIAM
XpaHEHUs/€IMHUIIAM Y4eTa) YUETHbIX HOMEPOB, SIBIISIOLIMXCS COCTAaBHOM YacCThIO
apXWBHBIX MHU(PPOB.

ApxuBHbIil mdp (0603HaUEHUE, HAHOCUMOE Ha KXy €IUHUILY XpaHEHHS
C 1IeJIbI0 OOecreueHus ee ydeTra U HUISHTHU(PHUKALUU) COCTOUT W3 CIETYIOIIHUX
AJIEMEHTOB: COKpPAIIIEHHOTO Ha3BaHWs apxuBa (ero oduimaibHOM abOpeBUaTyphl)
¥ HOMEPOB: apXWBHOro (poHAa, OMHCH Jeld, JOKYMEHTOB, €IMHHUIbI XpaHEHUS,
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€MHMIIBI yUeTa.

B cocraB apxuBHOro mudpa eAUHHUIBI XpPAaHEHUs AayJIMOBHU3yaJIbHbBIX
JIOKYMEHTOB BKJIFOYAIOTCS Takke o0o3HaueHus (OykBEHHbIE U IHHUQPPOBBIC)
AJIEeMEHTa KOMILIEKTa, pa3Mepa HeraTuBa, BUIa HOCUTEI 3BYKOBOW MH(MOpMAIINH;
CAVHUIIBI XpaHEHUs! JJIEKTPOHHBIX JOKYMEHTOB - (opmaTa 3amMcud M BUJA
HOCHTEJIS UH(pOpMaIUK.

3.1.1. Jloxymentel  ApxuBHoro (Qonma Poccuiickoit  Dexaeparum,
OJIHOBPEMEHHO Bxondmme B coctaB MyseliHoro ¢ponga Poccuiickoit denepanum,
VUYUTBHIBAIOTCS B COOTBETCTBUM C TOPSAJIKOM, YCTAHOBJIEHHBIM HACTOSIIUMU
[IpaBunaMu M TOPSAIKOM, YCTAHOBJEHHBIM CIEUUAJIBHO YIOJHOMOYEHHBIM
denepanbHBIM OpraHOM HCIIOJHUTEIBHOW BiacTd aiusi  MyseiiHoro ¢oHaa
Pocculickon ®@enepanumu.

HoxymenTtsl ApxuBHoro ¢onna Poccuiickoit ®exnepanuu, OAHOBPEMEHHO
BXOJISIIME B COCTaB OMONMOTEYHBIX (DOHIOB, YUUTHIBAIOTCS B COOTBETCTBUU C
Hactosimumu  [IpaBunmamMu W MOPSAKOM,  YCTAHOBJIGHHBIM  CHEIHMAIBHO
YIOJHOMOYEHHBIM  (he/lepaibHBIM OpPraHOM  HUCIIOJIHUTENbHON BJACTH A
oubmoreunbix ¢poHA0B Poccutiickoit deneparum.

3.2, VYyer apxXWBHBIX [JIOKYMEHTOB B TOCYJapCTBEHHOM apXWUBE,
rOCyJapCTBEHHOM U MYHHULHUIIAJBHOM My3ee, OHOIMOTeKe, OpraHu3aluu
Poccuiickoil akageMuyd HayK OCYLIECTBIISIETCS CIEHUAIbHBIM MOAPA3ACICHUEM
WJIM BO3JIaraeTcs Ha ClelMaIbHO BBIIEICHHOTO paOOTHHKA.

B apxuBoxpanunmuie rocyrapCTBEHHOIO apxXuBa, opraHusannu Poccuiickon
aKaJeMUd HayK Ha3HadaeTcsl pa0OTHHK, OTBETCTBEHHBIM 3a YYET AapXHBHBIX
JIOKYMEHTOB apXUBOXPaHUJIUIIA.

VYyer apXUBHBIX JOKYMEHTOB, XPAaHSIIUXCS B MCTOYHUKAX KOMIUICKTOBAHMS
apXuBa, OCYIIECTBIISIETCS  CIELMAJIBHBIM  TOAPA3ACICHUEM apXuBa WM
BO3JIaraeTCsl Ha CHEIHAIbHO BBIJICIEHHOTO pa0OTHHMKA, OTBETCTBEHHOTO 3a
OpraHM3alMI0 KOMIUIEKTOBAHUS ApXMBa APXUBHBIMHU JOKYMEHTAMH.

VY4eT apXWBHBIX JOKYMEHTOB B MYHHUIIMITAIILBHOM apXHWBE€ M apXUBHBIX
JIOKYMEHTOB, XPaHSIIUXCS B €r0 MCTOYHMKAX KOMILIEKTOBAHUS, OCYIIECTBIISIIOT
3aBEAYIONIUNA MYHUIIMIIATBHBIM apXUBOM W/WUJU  CHEIUAIbHO  BBIJICICHHBIN
pabOTHUK.

3anuicu B yY4YETHBIE JOKYMEHTHI BHOCATCS TOJBKO pPaOOTHHUKAMH,
OTBETCTBEHHBIMHU 32 yYeT.

3.2.1. B apxuBe pa3palaTbIBalOTCS MOPSJAOK M CXE€Ma ydeTa apXHUBHBIX
JIOKYMEHTOB.

[lopsimok ydera apXWBHBIX JOKYMEHTOB OIPEAENsieT COCTaB YYETHBIX
JIOKYMEHTOB M YUY€THBIX 0a3 JaHHBIX, BEIYIIMXCS LEHTPAIU30BAHHO U B KaXJI0OM
ApXMBOXPAHWIMIIE; 3aKPEIUISIeT MOCIEA0BATEIbHOCTh BBIMOJIHEHUST PadboT 1o
yaery. Cxema ydyera apXWBHBIX JIOKYMEHTOB B rpaduueckoil ¢opme duxcupyer
NOPAJIOK y4eTa.

[Topsimoxk m cxema ydeTa apXUMBHBIX JOKYMEHTOB B apXWBE YTBEPKIAIOTCS
MPUKA30M PYKOBOAUTENS (3aBEAYIOIIEr0) apXxuBa(om).

3.2.2. VYyeTHble JOKYMEHTBI, KpPOME ONHUCEW Jell, JIOKYMEHTOB,
MpeIHA3HAYCHBI JIJIS1 CITYKEOHOTO TI0JIb30BaHUS U MOJIH30BATENSIM HE BhIJat0TCs. B
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OTAEIBHBIX CIyYasX [0 PEIICHUIO PYKOBOJACTBA apXHUBa MOYKET OBITh BBIIAHO EIIO
dbonna.

3.2.3. XpaHECHUE YYCTHBIX JOKYMEHTOB OCYILIECTBIIICTCS B YCTaHOBICHHOM
nopsake (em. m. 2.11.4.1.3).

EI[I/IHI/IHI)I yY4ucTa apXHUBHBIX TOKYMCHTOB

3.3. OCHOBHBIMH EAMHUIIAMHU Y4YeTa APXUBHBIX JOKYMEHTOB HE3aBHUCHMO OT
BHJIa HOCHUTENS, CMOoco0a W TEXHHUKU 3aKpericHUusS WHGOPMAIMH  SBIISIOTCS
apXWBHBIN (DOHJ U CTUHUIIA XPAHCHHUS.

AyauoBHU3yallbHBIE W DJIEKTPOHHBIC JTOKYMEHTHI YUYWUTHIBAIOTCS TAKXKE I10
eIMHUIIAM yYeTa.

ApXHWBHBIE JOKYMEHTBI JIMYHOTO TIPOUCXOXKIACHUS, MPOIISAIINE TOJIBKO
NEPBUYHYIO 00pabOTKY, YUUTHIBAIOTCS 110 JOKYMEHTaM HIIA JTUCTaM.

Heynopsnouennble apXuBHBIE JOKYMEHTHI (POCCHINb) YUYUTHIBAIOTCS U3
pacyeta 150 TUCTOB B OJIHOM YCIIOBHOM €IMHUIIC XPAHCHHUSI.

3.3.1. B nensax nactosimux [TpaBui UCTIONb3yI0TCS CAEAYIOMINE MTOHSTHS:

eAVHUIIA XpaHEeHUs - (U3UYECKH 00O0COOJICHHbIE apXMBHBIM JOKYMEHT WA
apXWBHbBIC JOKYMEHTHI;

eAMHUIIA XPAHEHUs apXUBHBIX JOKYMEHTOB Ha OyMa)KHON OCHOBE - JIEJNO -
OT/ICJIbHBIN(E) apXUBHBIN(€) MOKYMEHT(bI), 3aKJIIOYEHHBIN(E) B 000COOJICHHYIO
00JIOKKY, NAIKY;

€AVMHUIA XPAHEHHUS] KHUHOJOKYMEHTOB - (pu3nyecku 0OOCOOJIEHHBIA PYJIOH
KUHOTUICHKU WJIM MAarHUTHOM JICHTHI C 3aMHUChI0 N300pa3UTEIIbHOM U/UIIN 3BYKOBOM
uH(popmanuu;

eAUHUIA XpaHeHHUS (OTONOKYMEHTOB - (DU3MYECKH OOOCOOJICHHBIN Kaap
(meratuB, AyOJb-HETaTWB, TMO3UTUB, CJaa (AMAMO3UTHB), HECKOJBKO KaJpOB
MaHOPAMHOU ChEMKH, (DOTOOTIIEUATOK, pyJIOH quaduibma, poroaboom;

eAUHUIIA XpaHeHUsT (OHOIOKYMEHTOB - (uU3MUecKu 000COOJEHHBIE PYJIOH
KHMHOTUICHKH, MATHUTHOM MUTK OyMa)KHOM JISHTHI, KacCeTa, BOCKOBOM BaJIK, IUCK C
3aMKChI0 3BYKOBOM MH(POpMAIINK;

EAVHUIIA XpaHEHUS! BUJCOJIOKYMEHTOB - (PU3MUYECKH 00O0COOJICHHBIE PYJIOH
MarHdTHOM JIGHTBI, KacceTa, JHUCK C 3alKChi0 H300pa3UTEIIbHOW M 3BYKOBOU
uH(popmanuu;

€AMHUIA XPAHEHUS 3JIEKTPOHHBIX TOKYMEHTOB - (PU3UYECKH 000COOIEHHBIN
HOCHUTEJh C 3aMUChI0 YaCTH DJIEKTPOHHOTO JOKYMEHTa, OAHOTO WM HECKOJIbKHUX
AJICKTPOHHBIX IOKYMEHTOB;

eAVHMUIIA yYeTa KWHOJOKYMEHTOB - YacTh CIWHHIIBI XPAaHCHHS, OJIHA WIIN
HECKOJIBKO EIMHMII XPaHEHHUS C 3allMChI0 OMPEICIICHHOTO (MIbMa, KypHala,
CHEIBBIMYCKA, CIOXKETa U T.I1.;

eauHMIa yaeTa (POTOIOKYMEHTOB - OJIHA WJIM HECKOJBKO €IMHUI] XPAHECHUS C
3aMKChIO OTPEIETICHHOTO MUaduiIbMa;

eauHUIa ydeta (POHOMOKYMEHTOB - YacTh €AWHUIIBI XpaHEHHS, OJIHA WIIU
HECKOJBbKO €IWHUII XPaHEHHUS C 3amuChi0 3BYKOBOW uHpOpmaruu 00
OTIPEJICTICHHOM COOBITHH, TIPOU3BEIACHUU JINTEPATYPhl M MCKYCCTBA (HECKOIBKUX



IIPOU3BEJACHUN JIUTEPaTypbhl W MCKYCCTBA, OOBEAMHEHHBIX I10 aBTOPCKOMY,
TEMaTUYECKOMY WM JPYTUM MPU3HAKAM) U T.I1.;

€IUHULIA y4YeTa BUIACOJAOKYMEHTOB - YAaCTh E€JAWUHULBI XPAHCHHUS, OJHA WU
HECKOJIBKO €IVHUIl XPAHEHUS C 3alUMChI0 ONPENEIICHHOTO CIOKETa, MTPOU3BEACHUS
JUTEPATYPBl U UCKYCCTBA (HECKOJIBKUX MPOU3BEICHUN JTUTEPATYPbl U HUCKYCCTBA,
O00BEMHEHHBIX M0 ABTOPCKOMY, TEMAaTUUYECKOMY WJIU APYTUM MPU3HAKAM) U T.I1.;

€UHULIA y4eTa JIEKTPOHHBIX IOKYMEHTOB - YaCTh €AUHULBI XPAHCHHS, OHA
WIM HECKOJIBKO E€AMHMI] XPAaHEHUs C 3alUChI0 YaCTU 3JIEKTPOHHOIO JIOKYMEHTa,
OJIHOTO WJIM HECKOJIBKUX 3JIEKTPOHHBIX JTOKYMEHTOB.

Cucrema YUCTHBIX TOKYMCHTOB apXHBa

3.4, B apxuBe BeIyTCsl OCHOBHBIE (00s3aTENbHBIE) W BCIIOMOTaTEIbHBIE
y4eTHble JOKyMEeHThl. CocTaB U (POPMbI OCHOBHBIX YUYETHBIX JOKYMEHTOB (KpoMe
nacrnopTa apXuBOXpaHWIHINA) onpeneneHsl Hactosmumu [IpaBunamu. CoctaB u
GbopMBl  BCIIOMOTATENBHBIX YYETHBIX JIOKYMEHTOB OIPEACISIOTCS apXHUBOM
CaMOCTOSITENIBHO.

3.4.1. B cocraB ocHOBHBIX (00s3aTENbHBIX) YYETHBIX JOKYMEHTOB apXuBa
BXOJISIT:

KHUTA ydeTa TOCTYIUICHHH JOKYMEHTOB (mpuiiokeHue N 5) - mus ydera
KaXXIO0T0 MOCTYIUICHUSI apXWBHBIX JOKYMEHTOB B apXWB, a TaKKe€ KOJIWYECTBA U
COCTaBa apXMBHBIX JOKYMEHTOB, MOCTYNUBIINX HA XPaHEHUE 3a OMPECICHHBIN
XPOHOJIOTHYECKHI MEPUO]T BPEMEHH; COCTOSIHUS UX OMHCAHMS,

cnucok (oumoB (npuiokenne N 6) - JiIs pPErUCTpaAllMK TPHHSITHIX Ha
XpaHEeHUE apXWBHBIX (OHIOB, MPHCBOCHUA WM HOMEPOB, ydyeTa KOJUYECTBA
apXUBHBIX (POHIOB, HAXOAIINXCS HA XPAHCHUH M BHIOBIBIIIHX;

mucT ¢oHAA - JUIs ydeTa B paMKax apXMBHOTO (POHJIa KOJUYECTBA M COCTaBa
OMHCEN e, TOKYMEHTOB M WX HyMEpallud, KOJMYECTBA W COCTaBa apXUBHBIX
JIOKYMEHTOB, COCTOSIHUSI MX OMUCAHUS, TMHAMUKA MU3MEHEHUU MO Ka)XJIO0W OMUCH
Jien, JOKYMEHTOB M apXuBHOMY (GOHAY B I1eloM, (QUKcallud H3MEHEHUW B
HA3BaHUU apXUBHOTO (HOHA;

JUCT y4YeTa ayJuOBHU3yalbHBIX JOKYMEHTOB - I ydYeTa KOJIMYecTBa
ayJIMOBU3YaJbHBIX JTIOKYMEHTOB OMPEIEICHHOr0 BHUJa NpH HX HEePOHIOBOM
OpraHM3alfy;, y4deTa W HyMepalldid ONHCEeH ayauOBH3yalbHBIX TOKYMEHTOB,
JTUHAMUKHA X U3MCHCHUH;

OINMUCH JIeT, JOKyMeHTOB (npuioxkenus N 7 - 8) - s MOSAMHUYHOTO H
CYMMapHOTO y4YeTa apXWBHBIX JOKYMEHTOB, 3aKpeIUICHUS TMOpsaKa HuX
CHCTEMAaTH3alll1, yuyeTa U3MEHEHUI B COCTaBe M 00bEME apXUBHBIX JIOKYMEHTOB,
BKJIFOUCHHBIX B JAHHYIO OIHCH;

peecTp omMced Jen, JOKYMEHTOB - JJsi PETUCTpaluu OMNHMCEH Jel,
JIOKyMEHTOB, y4eTa UX KOJMYECTBA M COCTaBa;

WHBEHTApHAs KHUTA y4eTa JIel, UMEIOINUX B 0(DOPMIICHUH WIIN B MPUIIOKCHUH
K HAM JIparolieHHbIE METAJUTbI M KAMHH, - JJIS IOSUHUIHOTO ¥ CYMMapHOTO y4yeTa
COCTaBa M COCTOSTHUS TAKUX JICIT;

MacropT apXWBOXpaHWIUIIA (TIPOU3BOJIBHONW (OPMBI) - JJII CyMMapHOTO
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yueTa apXUBHBIX (DOHJIOB M apXUBHBIX JTOKYMEHTOB JJAHHOTO apXHUBOXPAHWIIUINA;

JUCT y4eTa U OMMCaHUs YHUKAJIBHOTO JJOKYMEHTA;

crucokK (hOHAOB, CoAepKaTUX 0c000 IIEHHBIE IOKYMEHTHI,

OMKUCh O0CO00 WEHHBIX JIeN, JOKYMEHTOB WM IepeYeHb HOMEPOB 0C000
IIEHHBIX J1eJT (HOMEPHUK);

peecTp onuceit 0co00 IEHHBIX /1N, JOKYMEHTOB;

KHHTa y4yeTa MOCTYIIEHUH cTpaxoBoro ¢hoHaa u (poHIa MoJIb30BaHUS;

ONKCh CTPAXOBOro POHIA;

aeno (QonHga - KOMIUIEKC JOKYMEHTOB IO HCTOPUU  HCTOYHHKA
KoMIiekToBaHus ((hoHm000pa3oBaTeNisi) M apXuBHOTO (OHAA, BEAYIIUKCS Ha
KOKABIA apXuBHBIA (OHI, OObEIUHEHHBIM AapXWBHBIA (OHI U APXUBHYIO
KOJUIEKIMIO; NP HEPOHIOBOM OpraHU3alMH ayJUOBU3YaJIbHBIX U 3JIEKTPOHHBIX
JIOKYMEHTOB - JIEJI0 OpraHu3aliy - CIATYMKA JOKYMEHTOB;

JUCT-3aBEPUTENb JI€NIa - IS y4eTa KOJIMYECTBA JINCTOB B Jieje (IIPUIOKEHNE
N 3);

BHYTPEHHSSI OIUCh JTOKYMEHTOB Ji€jia - JUIsl JIeNl, B COCTaB KOTOPBIX BXOJIST
YHHUKAJIbHbBIE IOKYMEHTBHI.

3.4.2. B coctaB BCIIOMOTaTeNIbHBIX YYETHBIX IOKYMEHTOB apX1UBa BXOJIAT:

KapTOYKW W KHUTU JBWXKEHUS (DOHAOB, OMHMCEH JN€J, JOKYMEHTOB, KHUTHU
yueTa JIOKyMEHTOB, NEpEJaHHbIX B JPYrHe apXuBbl, KHUIM ydeTa (OHAOB U
JOKYMEHTOB, BBIJICJIEHHBIX K YHHUYTOXXCHHIO, KHHUIM IIOBHUJIOBOTO y4eTa
JIOKYMEHTOB H JIp.

ApxuB BIIpaB€ BECTU JPYrH€ BCIIOMOTaTEJIbHbIE YYETHBIE JOKYMEHTHI,
KOTOPbIE BKIIFOUAIOTCS B CXEMY y4€Ta JTOKYMEHTOB.

BcnomorartenbHble Yy4eTHbIE JOKYMEHTBI MOTYT BECTUCh HA OYMa)KHOM H/WIIA
AIIEKTPOHHOM HOCHUTEJISIX.

OO6mme TpeOoBaHMs K yUETHBIM JOKYMEHTAM apXuBa

3.5. Y4eT apxuBHBIX TOKYMEHTOB nepuonaa 1o 1917 r. Benercs pa3nesnbHO OT
ydyeTa apXWBHBIX JOKYMEHTOB nepuoja mnocie 1917 r. ¢ caMmocrositenbHON
TTOPSIAKOBOM HyMepaluen (hoHIOB. Uckirouenue COCTaBJISAIOT
CHEUHUAIM3UPOBAHHBIE APXWBBI, XPaHSIINE apXUBHbIE JOKYMEHTHI JIMYHOIO
MPOUCXOXKICHUS U ayTUOBU3YATIbHYIO TJOKYMEHTAITUIO.

Homepa apxuBHbIX (hoHI0B niepuoaa nocie 1917 r. B apxuBe DOTKHBI UMETh
uHaekc "P", otnenseMbrit oT udpoBOro 0003HauYCHUsI HOMEpa apXUBHOTO (hoHIA
yeproit (P-1, P-2 u t.1.).

Homepa apxuBHBIX (OHIOB JHKBUAUPOBAHHOTO MApPTHUHHOTO apXxuBa,
BKJIIOUEHHBIX B COCTaB apXWUBHBIX (POHIOB I'OCYIapCTBEHHOTO apXHBa CyObEKTa
Poccuiickoit @eneparuu, 10KHBI ©METh HIEKC "I1", oTnensemslil oT ¢ POBOTo
o0o3HaueHus Homepa apxuBHoro ¢honaa ueproi (I1-1, I1-2 u 1.1.).

[lepenymepanusi apXuBHBIX (DOHIOB TMPOU3ZBOJUTCA B HCKIIOUUTEIHHBIX
CIy4yasiX M TOJBKO C pa3pelieHusi COOTBETCTBYIOIIETO YIOJIHOMOYEHHOTO OpraHa
WCITOJIHUTEIILHOM BJIacTH B cepe apXUBHOTO Jiea.

3.5.1. 3MeHeHust B y4eTHbIE JOKYMEHTHI BHOCSTCS TOJBKO HAa OCHOBAHUU
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COOTBETCTByIOIMX akTtoB (cm. mm. 3.7.1, 3.7.2, 3.7.3), yTBEpXKICHHBIX B
YCTaHOBJICHHOM TOPSIJIKE.

[locne BHeceHUs] M3MEHEHHM B YYETHBIE JOKYMEHTHI aKThl MOMEIIAIOTCS B
neno ¢oHaa, Mpu HEPOHIOBOM OpPraHU3alMU APXUBHBIX JTIOKYMEHTOB - B JIEJIO
OpraHu3alliy - CAaT4YMKa JTOKYMEHTOB.

AKTBI HyMepyloTCs B zienie ¢GoHAa MO BUJaM aKTOB B BAJIOBOM MOPSJIKE; MPHU
He(OHJOBOM OpraHU3allMd apXUBHBIX JOKYMEHTOB - B JieJie OpraHu3aluu -
CaT4rKa JJOKYMEHTOB.

3.52. B KkHHry yd4era TOCTYIUICHUH JOKYMEHTOB (mpuiiokeHue N 5)
MOCJIEIOBATEIBHO BHOCSTCS BCE€ IIEPBUYHBIE W IOBTOPHBIE MOCTYIUICHUS
apXMBHBIX JIOKYMEHTOB. Kakqoe MOCTymiieHHe B MpeAeNax OTYETHOTo Toja
MOJIy4aeT MOPSAKOBBII HOMEP B BaJOBOM MOCJIEI0BATEIBHOCTH.

Exerogno Ha 1 ssHBapsi MOABOAMTCS UTOT KOJMYECTBA MOCTYNHMBIIMX 33 TOJ
aApXUBHBIX JIOKYMEHTOB.

3.5.3. B cniucok dounoB (nmpusioskernre N 6) apxuBHbIN (OH 3aMMChIBACTCS
TOJIBKO OJIMH pa3 Ipu IIEPBOM NOCTYIUIEHUHU B apxuB. He gomyckaercs BHeceHHe
apxXuBHOro (oOHJAa B CHUCOK (DOHJIOB paHEE IMOCTYIUIEHHUS €ro apXHUBHBIX
JIOKyMEHTOB Ha XpaHEHUE.

Howmep, nmpucBoeHHBIN apXUBHOMY (POHIY MO CHHMCKY (POHIOB, SIBISETCA €T0
YYETHBIM HOMEPOM, COXPAHAETCS 3a HUM BO BCEX YUETHBIX JJOKYMEHTaX.

B cnenuann3npoBaHHOM apXWBE JOKYMEHTOB MO JINYHOMY COCTaBYy K HOMEpPY
apXMBHOTO (POHJA, TPUCBOEHHOMY KOMILUIEKCY JOKYMEHTOB IO JINYHOMY COCTaBY
dbongooOpazoBaTensi, dyepe3 ApoOb A00aBisieTCs HOMEp apXuBHOro (oHma, 3a
KOTOPBIM yYT€Ha JOKYMEHTAIUS IO OCHOBHOM J1eATeNbHOCTH (POHI000pa30BaTelIs.

JUist  ydyera apXxuBHBIX (DOHIAOB HCHOJB3YIOTCS HOMEpa B BaJOBOMU
MOCJIEIOBATEIBHOCTH, a TaKKe "CBOOOIHbIE HOMEPA" - HOMEpa apXUBHBIX (POHIOB,
apXUBHBIE JIOKYMEHTBl KOTOPBIX paHee ObUIM BbIIEICHBl K YHHUYTOKEHHUIO B
YCTaHOBJIEHHOM IMOPSJIKE WJIM BKJIIOYEHBI B COCTaB OOBEIUHEHHBIX apXUBHBIX
(OHIIOB M KOTOpbIE paHee HE UCIIOJIB30BAJIKCh.

Homepa yTpaueHHBIX, N€peaHHbIX B JIPYrUe€ apXWUBbl apXUBHBIX (POHIOB, a
TakkKe HOMepa apXWMBHBIX (DOHAOB, BOLIEAIIUX B COCTaB OOBEIUHEHHOIO
apxuBHOro (hOHNA, apXUBHBIE JOKYMEHThI KOTOPBIX paHEee HCIOJb30BalINCh, HE
MOTYT OBITh IPUCBOEHBI BHOBb MMOCTYNUBIINM apXUBHBIM (OHIAM.

OObenHEeHHbIE apXUBHBIE (DOHABI U APXUBHBIE KOJUIEKIUU YYUTHIBAIOTCS Ha
oOuux ocHoBaHusX. OOBEAMHEHHOMY apXUBHOMY (GOHAY, OOpa30BaHHOMY U3
apXUBHBIX (POHJIOB, paHEE YUTEHHBIX CAMOCTOSITEIBHO, MPUCBAUBACTCS HOMEP
OJIHOTO U3 apXMBHBIX (DOHOB, BKIIOUEHHBIX B €70 COCTAB.

Ha3Banue apxuBHOro (¢oHma BHOCUTCS B CIHMCOK (DOHIOB HAa OCHOBAHHUHU
MCTOPUYECKON CIIPaBKU WJIM TUTYJIBHOTO JIMCTA OMUCHU JEJ, JOKYMEHTOB.

HazBanue apxuBHOTO (hOHIA COCTOUT M3 MOJHOTO U (B CKOOKaX) O(pHUIIHATILHO
IOPUHATOTO COKPAIIEHHOTO Ha3BaHHUs (oHA00Opa3zoBaTeNis C YKa3aHHEM €ro
IOJIYMHEHHOCTH, MECTOHAXOXJEHUs, KpaHMX JaT CcyulecTBoBaHudA. Eciun
Ha3BaHue (PoHTO000pa3z0oBaTENST MEHSIOCH, TO B CIUCKE (DOH/IOB YKA3bIBAE€TCS €T0
NOCJIEHEE Ha3BaHWE B paMKax IIE€pUOJa, 3a KOTOPBIA NPHUHATHI ApPXUBHBIE
JOKYMEHTBI.



Haspanne o0OBEAMHEHHOTO apXWBHOTO (POHAA COCTOUT M3 OOOOIIEHHOTO
Ha3BaHUSl BKJIOYEHHBIX B HEr0 apXMBHBIX (POHJIOB, M3 HA3BaHUSA PYKOBOJSIIECH
OpraHu3alud M OOOOLIEHHOTO Ha3BaHUA NOJYMHEHHBIX €M OpraHuzanui, us3
NepeyHsl Ha3BaHUW CMEHSBIIMX APYT JApyra opraHu3anuii. KoHkpeTHbIe Ha3BaHUS
BCEX OpraHM3alui, apXvBHBIE JOKYMEHTBHl KOTOPBIX BOIUIM B OOBEAMHEHHBIN
apXUBHBIN (DOHJI, a TAKXKE UX TIEPEUMEHOBAHUS YKa3bIBAIOTCS B JIUCTE (POHTA.

Ha3Banue apxuBHOro (hoHAa TUYHOTO MPOUCXOKIACHUSI COCTOUT U3 (haMHIIUU
Y MHUIIMAJIOB JIUIIA, €T0 MICEBIOHNMA, TUTYJIA, paHTa, 3BaHUs; HA3BaHUE apXUBHOTO
doHa ceMbH WM poja - U3 (HaMUIUI U UHUIHAJIOB TJIaBHBIX YICHOB CEMbH WJIH
poJia U UX TUTYJIOB, PAaHTOB, 3BaHW. DaMIIINK, UMEHA, OTYECTBA, TUTYJbI, PaHTH,
3BaHMSI, POJICTBEHHBIC OTHOLICHHS BCEX UICHOB CEMbU MJIM POJAA YKa3bIBAIOTCS B
mucte GoHa.

B Ha3BaHMM apXWBHOW KOJUIEKIIMM YKa3bIBae€TCsS NpU3HAK (TMPU3HAKH) ee
(dbopMupoBaHUs, a IPU HEOOXOIUMOCTH - U €€ COCTaBUTENb (MPEKHUN BIIaJeINeEl,
cobuparesb KOJUIEKIIH).

Exxeronno Ha | siHBapst K crucKy (DOHAOB COCTaBISIETCS MUTOrOBas 3alHCh O
KOJIMYECTBE ApXMBHBIX (DOHAOB, MOCTYNUBIIMX U BBIOBIBIIMX B T€UEHHE Tofa, U
o0I11eM KOJIMYECTBE apXUBHBIX (DOH/I0B, HAXOAAIIUXCS HA XPAaHEHUH B apXUBE.

Crincok (OHIOB 3aKIIOYaeTCs B TBEPAYIO OOJIOXKKY, JHCTBI HYMEpYHOTCH,
COCTaBJISICTCS JINCT-3aBEPUTETT.

[lepemeuaTka cmucka (OHAOB OCYMIECTBISIETCS TOJIBKO C pa3perieHus
COOTBETCTBYIOIIETO YIOJTHOMOYEHHOTO OpraHa MCIIOJHUTEIHHOU BIACTH B cepe
apxuBHOTO Jiena. B aTom cimyyae B circok (poHIOB 00s13aTEIBHO BHOCATCS HOMEPA,
HA3BaHUA W OCHOBAHHS BBIOBITHS BCEX ApPXMBHBIX (OHIOB, HOMEPA KOTOPBIX
3aHUMAaTh 3aIlperaeTcs.

3.5.4. Jluct QoHga cocTaBisieTcs Ha KaxAbld apxuBHbIA (oHA. B Hem
YUUTBHIBAIOTCS BCE AapXUBHBIE JIOKYMEHTHl apXMBHOIO (OHJA, BKIIOYas
HEOIHMCAaHHBIE U CEKPETHBIE.

Jluct donmaa MoxeT OBITh MEPECOCTaBIEH TOJBKO B Ciy4yae, €CIM OH
HEUCHPAaBUMO TMOBPEXKIEH WJIM NEPEeCcTaeT OTpaxarbh (PaKTUYECKOE COCTOSIHHE U
o0beM apxuBHOTO (hoHJIA, MOcie mepepaboTKH apXUBHOTO (OHIA WM CO3JIaHUS
00BEMHEHHOTO apXUBHOTO (OHAA, YTOUHEHUs: uctopuu (oHmooOpazoBatens. B
cllyyae IEpecoCTaBiCHMs JUCTa (oHOa paHee AeWCTBOBAaBUIMI JUCT (oHIa
nomMemiaercss B Jeino (onma. B BepxHeM mpaBoM yrily 000ouX JUCTOB (hoHIa
nenarorcs oTMeTKH: "JIueT mepecocTaBiieH" ¢ yKa3aHUWEM J1aThl IEPECOCTABIICHUS,
JOJKHOCTH | TTOATHCH JIWIIA, OTBETCTBEHHOTO 32 yYeT.

JIuctel POHAOB XpaHATCS B MOPSAIKE HOMEPOB apXUBHBIX (OHIOB B mamnke. K
KaXXIOW TaIKe COCTaBJSIETCS JINCT-3aBEPUTEINb, T/I€ YKa3bIBAIOTCS HadadbHBIC U
KOHEYHBbIE HOMEpPA apXHMBHBIX (OHAOB U OOIIEe KOJIMYECTBO apXUBHBIX (DOHIOB,
JMCTBI KOTOPBIX HAXOATCS B TAIKe.

K nucram GoHnoB BeayTcs ykazaTenu AJIs ONEPATHUBHOTO MOMCKA B apXHBE
APXUBHBIX JJOKYMEHTOB TOW WJIM UHOW OPraHU3ALUU.

3.5.5. Jluctel ydera aynMOBU3YaJIbHBIX JOKYMEHTOB COCTaBJISIOTCS MpU
HE(OHIOBOM OpraHM3allUKd apXMBHBIX JOKYMEHTOB pa3/elbHO Ha pa3IUYHbIC
BUJbI KHHO(POTODOHO- U BUACOJOKYMEHTOB. [lopsmok Hymepanuu M XpaHEHUs



JIMCTOB Y4Y€Ta ayJUOBU3YAJIbHBIX JOKYMEHTOB aHAJIOTHYEH MOPSAKY HyMEpaluu 1
XpaHEHUs JTUCTOB (POHJIOB.

3.5.6. B omwmcu nen, mokymeHToB (mpuioxkenus N 7 - 8) eauHUIBI
XpaHEHUs/CIMHUIIBI yUeTa YUYUTHIBAIOTCS B COOTBETCTBUM C UX CHCTEMaTH3aluen
3a OPSAKOBBIMU YYETHBIMU HOMEPAMU.

Homepa gen ¢ TEKCTOBOM  CONPOBOJIUTEIBHOM  JOKYMEHTAalMEW K
ayAMOBU3YaJIbHBIM JIOKYMEHTaM JOJDKHBI COOTBETCTBOBATh YYETHBIM HOMEpaM
ayIMOBHU3YaJIbHBIX TJOKYMEHTOB.

OnucsaM fien, TOKYMEHTOB IPUCBAUBAIOTCS YIETHBIE HOMEpa 10 JUCTY (HOHMa;
npu HEe(POHIOBOW OpraHU3AMKM APXHMBHBIX JOKYMEHTOB - II0 JIUCTy Yy4eTa
ayIMOBHU3YaJIbHBIX JOKYMEHTOB OIPEICICHHOTO BUA.

He pomyckaercs mnpucBOCHME OIMHUCSAM JI€J, JOKYMEHTOB OJWMHAKOBBIX
YYETHBIX HOMEPOB, 32 HCKIIFOYEHUEM CITy4aeB, MPEAYCMOTPEHHBIX II. 3.7.7.

B koHI1e onrcu zei1, TOKYMEHTOB BO BCEX €€ AK3EMIUISPAx JI€IaeTCsl UTOTOBas
3alliCh, B KOTOPOM YKa3bIBACTCSI KOJUUYECTBO HAXOASAIIMXCS HA XPAHEHUM €IUHUIIL
XpaHEHUS/eIMHUIT ydeTa, IIEPBBIN U TOCICIHUI HOMepa €IUHHUIl XpaHSHU s/ TUHUIT
y4yeTra MO OIMCH, OrOBapUBAIOTCI HMMEIOIIMECS MPONYCKM HOMEPOB, JUTEPHBIC
HOMEpa, BHIOBIBIIINE €AUHUIIBI 1 OCHOBAHUE UX BBHIOBITHS.

B wroroBoii 3amumcu K OMMCH Jed  apXUBHOTO (OHJIA JTUYHOTO
MPOUCXOXKICHUSI, BKIIOYAIOMICH E€AWHHUIBI  XpaHEHUWS/CAUMHUIIBI ydeTa Ha
Pa3IMYHBIX HOCUTEISIX, JOTIOJHUTEIBHO YKAa3bIBACTCA KOJUYECTBO TAKWX €IUHUIL
XpaHEHUsI/€AUHUL] yUeTa.

[Tocne Kkaxaoro TMOCTYIUICHUS WM BBIOBITUS APXUBHBIX JIOKYMEHTOB
COCTaBJISIETCSI HOBAasi WTOrOBas 3alllCh K OMNUCH JAEN, JOKYMEHTOB, KOTOpas
MOJIUCHIBAETCS €€ COCTABUTENIEM C YKA3aHUEM JIOJIKHOCTH U JAThl COCTABJICHUS.

Ecnu onucek nen, 1OKyMEHTOB COCTOUT M3 HECKOJIBKMX T'OJIOBBIX Pa3ieioB,
TOMOB, WTOTOBas 3aIllUCh COCTABIIAETCS K KaXXIOMY TOJIOBOMY pasAeiy, TOMY;
KpOME TOro, K KaxJIOMy I[OCJIEAYIOIEMY TOJ0BOMY pa3aeiny, TOMY B
HApacCTAIOIIEM MOPSIJKE COCTABIISIETCS CBOJHAS UTOTOBas 3aMUCh.

Kaxpmas omnmce nei, JTOKYMEHTOB, TOM OINHWCH JAEJ, HOKYMEHTOB JOJIKHBI
UMETh JINCT-3aBepUTEND (mpuioxerue N 3).

3aKOHYEHHAs OMMCH JeJ, JOKYMEHTOB JOJDKHA BKJIIOYATh, KaK MPABUIIO, HE
6omnee 9999 equHuI XpaHeHus, eAUHUIL yUeTa.

ApXUB NOJDKEH UMETh 3 DK3EMIUIAPA ONMUCEH JeJ, JOKYMEHTOB, IEPBBIM W3
KOTOPBIX SIBJISIETCS CTPAXOBBIM.

Ecnu onuck aen, JOKyMEHTOB NEPECOCTABJICHA, TO OJWH JK3EMIUISIP paHee
JICCTBOBABIIIEN OMHUCHU JNI€JI, JOKYMEHTOB BKJIIOYAECTCA BO BHOBb COCTABJICHHYIO
OMUCh JIeJI, JIOKYMEHTOB 3a TOCJEAHHUM YYE€THBIM HOMEpPOM, OCTaJbHbIC
AK3EMIUISPHI BBIJCIAIOTCS K YHUUTOKEHUIO B YCTAHOBJICHHOM TTOPSIIKE.

3.5.7. Ilo peectpy onuceil BEAETCS OEIUMHUYHBIN 1 CYMMApHBIA y4eT Onucei
JieN, TOKYMEHTOB apXuBa. B 3aBUCMMOCTH OT opraHu3anuud paboThI MO y4eTy B
apXHBE PEECTPhl OMUCEN BEAYTCS B paMKaxX apXMBOXPAHWIIHIL TOCYJApPCTBEHHBIX
apXWBOB W/WJIM apXWBa B II€JIOM, YTO OTPAKAaeTCAd B CXEME ydeTa JIOKYMEHTOB.
Kax ol HOBOM omucH e, TOKYMEHTOB IPUCBAUBACTCS OUEPEAHOM MOPSAIKOBBIN
HOMED TI0 PEECTPY, KOTOPHII MPOCTABISIETCS HA O0JIOKKE OMUCH JIEII, TOKYMEHTOB



B BEPXHEM JICBOM YTIy.

Exerogno Ha 1 ssHBapsi B peecTpe OMUCEN COCTaBJISETCS UTOTrOBasi 3alUCh O
KOJIMYECTBE OMUCEH e, TOKYMEHTOB, MOCTYNMUBIIUX W BBHIOBIBIIUX B TEUCHUE
rojia B apXuB, U UX OOIIEM KOJIMYECTBE.

3.5.8. TlacnopT apXMBOXpaHWIHILIA COCTABISIETCS €XKErOJHO KaXKIIbIM
apXMBOXPAHWIUIIEM U OTPa)kaeT 00BEM pa3MEIICHHBIX B HEM apXUBHBIX (POHIIOB,
JIe U apXUBHBIX JOKYMEHTOB.

[lokazaTenn macnopra AapXUBOXPAaHWJIMINA  ONPEIEHSAIOTCA  apXHWBOM
CaMOCTOATEJIBHO C YYETOM COCTaBa M COCTOSIHUSL XPAHALIUXCS B KOHKPETHOM
apXUBOXPAHUIIUILIEC APXUBHBIX JTJOKYMEHTOB.

3.5.9. lleny dbonaa nmpucBanBaeTcss HOMEP apXUBHOTO (OH/IA, Ha KOTOPHIH OHO
3aBeieH0. B gmeno Qonma BKITIOYAIOTCS: MCTOpPUYECKas CIpaBKa IO HCTOPUHU
donmooOpazoBaresis M MCTOPUM APXMBHOrO (POHIA; AaKThl, (PUKCHUPYIOIIHE
U3MEHEHUSI B COCTaBe M 00bEeME apXWBHOTO (OHIA, B TOM YHCIE aKThl O
pacCeKpeuyMBaHUM JOKYMEHTOB; KOMNHUS XapaKTEPUCTUKH apXuBHOro (HoHza,
COCTABJICHHOW i1 TYTEBOJUTENS (CIPAaBOYHHMKA); HHCTPYKIMH MO pabore C
apXMBHBIMU  JIOKYMEHTaMH  apxuBHOro ¢GoHAa, B TOM  4YHUCIE IO
YCOBEPIICHCTBOBAHUIO U TepepadoTKe Omuced Jeda, JOKYMEHTOB, CXEMbl
CUCTEMATHU3AIIMH APXUBHBIX JJOKYMEHTOB apXUBHOTO (hOoHA.

Ecnu apxuBHBIE JOKYMEHTBHI, MOJJICKAIME BKIIOUYEHHUIO B Jeno ¢oHaa,
HaXOJATCA B COCTABE €IMHULl XPAHEHUs, TO B JIeJI0 (POHIA BKIIFOYAETCS CIPABKA C
MEPEUYUCIICHUEM 3TUX €IMHUI] XPAHECHUS U UX ApXUBHBIX ITU(POB.

Hena dounoB opranoB KIICC, BJIKCM, B koTOpble BKJIIOUEHBI apXUBHbBIC
JIOKYMEHTBI MO HUCTOpUM (DOHJIOB MEPBUYHBIX MAPTUHHBIX U KOMCOMOJIBCKUX
opraHuzainui, pachopMupoBaHHIO HEe Toasiexkar. B nema (oHIOB TMEpBUUHBIX
MApTUMHBIX W KOMCOMOJIBCKMX OpraHM3aluid IOMEIIAKTCA CIPaBKU  CO
CBEJICHUSIMU O HAXOXKJIEHUU apXUBHBIX JOKYMEHTOB MO HCTOPUU AaHHOTO (OHMA B
nene aApyroro (oHma.

Jena ¢GoHAOB, BOMIEANIMX B COCTaB OOBEAMHEHHOTO apXWBHOTO (OHIA,
BKJIIOUYAIOTCS B €ro jeio (oHa.

JlokymeHTsl Aena (oHAa MOJDKHBI OBITh MPOHYMEPOBAHBI C COCTaBICHHUEM
JIUCTa-3aBEPUTEIS], TOAMNTHI (TIPOITHYPOBAHBI), 3aKJIFOUEHBI B TBEPAYIO OOJIOKKY.
K neny ¢onma cocrtaBisiercss BHyTpeHHsisi omnuch. Jlema (oHIOB XpaHATCS B
MopsiIKE HOMEPOB (POHJIOB.

CocTaB JOKYMEHTOB Jejla OpraHu3aldd - HCTOYHMKA KOMIUIEKTOBAHUS
JIOKYMEHTOB TP HE(POHIAOBOM OpraHU3allMi apXUBHBIX JOKYMEHTOB aHaJOTMYCH
COCTaBYy JOKYMEHTOB ziefia (hoHAa.

OO61ue TpeboBaHMs K yUYETHBIM 0a3aM JaHHBIX

3.6.  VYuernsie ©Oa3ei mamvbix (BJl) B apxuBe o0ecmedHMBAIOT:
WHOOPMAITMOHHYIO  TOMJEPKKY  ydeTa;  BEJACHHUE  IEHTPATM30BAHHOTO
rOCyJIapCTBEHHOTO y4deTa JIOKYMEHTOB B aBTOMATHU3UPOBAHHOM PEXKUME;
OTIEpAaTUBHOE TPEACTABJICHUE CBEJACHUN O HAIMYUU B apXUBE JOKYMEHTOB TOTO
ui ©HOTO (poHI000pa3oBaTENS.



[lepeuenp pexBuU3UTOB YyueTHBIX bJl Qopmupyercss B COOTBETCTBUHU C
MOKa3aTeNIIMU OCHOBHBIX (00s3aTENIbHBIX) YYETHBIX JOKYMEHTOB apXuBa U
ONpENENsIieTCs]  CHEIUaIbHO  YIOJHOMOYEHHBIM  (ellepalibHbIM  OpraHoM
UCITOJIHUTENILHOM BJIacTH B cepe apXUBHOTO JIea.

VYyernsie bJ] apxuBa [OMKHBI OBITh COBMECTUMBI C Yy4eTHbIMH bBJ[
COOTBETCTBYIOILIETO YIOJTHOMOYEHHOTO OpraHa MCIIOJIHUTENIbHON BIIACTU B cdepe
apXHBHOTO Jena.

Yuer IMOCTYIINICHUSA U BBIOBITHSA APXUBHBIX TOKYMCHTOB

3.7.1. Y4er nocTymieHuss apXuBHBIX JTOKYMEHTOB B apXWB OCYIIECTBISECTCS
HA OCHOBAHHH:

aKTa rnpreMa-Tepeadn JOKyMEeHTOB Ha XpaHeHue (npuiokenue N 9);

aKkTa I@pUeMa Ha XpaHEHUE JOKYMEHTOB JIMYHOIO MPOUCXOXKICHUS
(mpunnoskenne N 10).

ApXUBHBIE JOKYMEHTBI CTABATCS Ha YUET TAKXKE 110 pe3yJbTaTaM MpOBEACHUS
OT/ICIBHBIX BHJIOB apXHBHBIX pabot (cM. 1. 3.7.3).

Bce npuHsAThIe B apXuB apXMBHBIE JOKYMEHTHI BHOCSTCS B KHUTY yueTa
NOCTYIUIEHUN TOKYMEHTOB. Kaxkiplii BrepBble NOCTYNHUBIINNA B apXUB apXHUBHBIN
doHn, 00beTUHEHHBIH apXUBHBIA (OHJ, apXHMBHAsl KOJUIEKLMsS 3alMChIBAETCS B
cnucok GoHaoB (npuinoxenue N 6), Ha HEro 3anoJHAIOTCS JUCT (POHIA, KAPTOUKU
yKazatensa K Jucty (onpa, 3aBoautca aeno ¢ouaa. Ha ayanoBusyanbHbie
JOKYMEHTHl TpU UX HEPOHIOBOW OpraHM3aldd 3aroJHSIIOTCS JHCTHI ydeTa
KHUHO(POTO(HOHOJOKYMEHTOB U BHICOIOKYyMEHTOB. Kakasi BliepBbIe MOCTYTUBIIAS
OIKCH 1N, TIOKYMEHTOB YUUTHIBAETCS B PEECTPE OIMUCEH.

COOTBETCTBYIOLIME YUYETHHIE CBEJICHUS B YCTAHOBIEHHOM IOPSIIKE BHOCATCS
Takxke B yueTHble b/I.

3.7.2. Yuer BbIOBITUSL aQpXUBHBIX JTOKYMEHTOB M3 apXMBa OCYILECTBISETCS HA
OCHOBaHUMU:

aKTa O BBIJCJICHUU K YHUUTOXXEHHIO TOKYMEHTOB, HE MOJIJIEKALIUX XPAHEHUIO
(mpunoxxenne N 11);

aKTa O HEMCIPABUMBbIX NMOBPEKICHUSIX JOKYMEHTOB;

aKTa mpueMa-Tiepe/iauu JJOKYMEHTOB Ha XxpaHeHue (rmpusioxenue N 9);

aKTa O HEOOHapyKeHHWU JOKYMEHTOB, MYTH PO3bICKA KOTOPHIX HCYEPHaHBI
(mpunoxxenue N 2);

aKkTa BO3BpaTa JOKYMEHTOB COOCTBEHHHUKY;

aKkTa 00 U3BATUH MOMTUHHBIX €IUHUI XpPAaHEHHsI, TOKYMEHTOB.

ApXUBHBIE TOKYMEHTHI CHUMAIOTCS C y4eTa TaKXKe B pe3ybTaTe MPOBEIACHHUSI
OTJCNIBHBIX BUJOB apXHMBHBIX padoT (cM. 11. 3.7.3).

HeoOxomumble u3MEHEHUSI BHOCATCS B OCHOBHBbIE (00si3aTeNbHBIE) U
BCIIOMOTaTeNIbHbIE YUeTHbIE TOKYMEHTHI apxuBa. [Ipu aTom B ciyuae:

BBIOBITHS BCEX APXMBHBIX JOKYMEHTOB OMUCH /€N, JOKYMEHTOB HOMEp 3TOM
ONKCU JPYIMM OIHUCAM JieJ, JOKYMEHTOB HE TPUCBAWBAETCA M OCTaeTC
cBOOO/IHBIM; B PEECTPE OMHCEH JeIaeTcsi COOTBETCTBYIONIAs OTMETKA,

BBIOBITUS apXuBHOTO (oHma B crucke (oumoB (mpuinoxkenue N 6) B rpade


consultantplus://offline/ref=00541F43714A7916DDA8F3FE4BDA551DBC6B44955118E4D9A487D2435C796A36DABBBF23455B1BbFSEF
consultantplus://offline/ref=00541F43714A7916DDA8F3FE4BDA551DBC6B44955118E4D9A487D2435C796A36DABBBF23455B1FbFS9F

"OTMeTKka O BBIOBITHH" yKa3bIBaeTCs, KyAa BBIOBUT apXWBHBIM (OHHA, U aKT, HA
OCHOBAaHUH KOTOPOI'O OH BBIOBLI.

IIpu nepenaye apxuBHOTrO OHIA U3 OJHOTO ApXUBa B IpYyrod mepenarorcs 3
IK3EMIUIsIpa OMNMCH JeJl, JOKyMEHTOB MU Jeno ¢onna. Kommsa ommcu gen,
JOKYMEHTOB OCTA€TCS B apXUBE-CAATYMKE U B KAayeCTBE NPUIIOKEHUS K aKTy
npueMa-nepesaul TOKyMEHTOB Ha XpaHeHue (mpuioxkeHue N 9) Bkirodaercs B
apXUBHBIA (DOH/ apXHBa-CAATUUKA.

[Ipu BBIOENEHUH K YHUYTOKEHHIO BCEX ApXUBHBIX JOKYMEHTOB apXHBHOTO
doHIa OIUH FK3EMILUIIP €ro OMUCEN NN, JOKYMEHTOB U JIUCT (POHAA MTOMEIIA0TCS
B neno ¢ouaa. Jleno honma BkirodaeTcs B apXuBHBIN (GOH]T apXHBa.

3.7.3. Konn4ecTBo apXMBHBIX JIOKYMEHTOB apXUBA U3MEHSETCS B PE3YJIbTaTE:

BBIBEPKU YYETHBIX JOKYMEHTOB, MO HTOraM KOTOPOH BBISBJICHBI OLINOKH,
JIOTYIIIEHHBIE MPH MOACYETE KOJINYECTBA XPAHAIIUXCS apPXUBHBIX TOKYMEHTOB,;

IOPOBEPKU HAJIMYUS U COCTOSIHUSI apXMBHBIX JIOKYMEHTOB, B XOJA€ KOTOPOH
OOHapy>XeHbl HEYYTECHHbIC, 3a JMTEPHBIMM WJIM MPOIYIIEHHBIMH HOMEpaMu
€IMHHULbI XPAHEHUS/€IUHULIb] yUeTa;

pecTaBpallii apXUBHBIX JTOKYMEHTOB, IOCIE KOTOPOU OJHO JIEN0 pa3esieHO
Ha HECKOJIBKO JIET;

ONHCAaHUsl apXUBHBIX TOKYMEHTOB, IIepepabOTKU Omucel Jied, JOKYMEHTOB, B
IPOLECCE KOTOPbIX BO3MOXKHO paslelieHue Wi OOBEAUHEHHE EAMHUIL
XpaHEHUsI/€AUHUL] yUeTa.

OcHoBaHMEM I BHECEHHS W3MEHEHUU B y4eTHBIC JOKYMEHTHI U yUETHBIC
b/l mo pe3ynpTaTaM ykazaHHBIX paOOT SIBISIOTCA:

aKT O TEXHMYECKUX OMMOKAX B YUYETHBIX TOKYMEHTAX;

akT 00 oOHapyXeHHH TOKYMEHTOB, HE OTHOCAIIMXCA K JAaHHOMY apXHuBY,
¢dboHIy, HEyUTEHHBIX H T.1.;

akT O pa3ielieHud, OOBEIWHEHUU JeJl, BKIIOUYEHUU B JIEJIO HOBBIX
JIOKYMEHTOB;

aKT ONHCAHUs JOKYMEHTOB, IEPepabOTKU OMHCEH.

Yuer YHUKAJIbHBIX TOKYMCHTOB U 0c000 IHCHHBIX JOKYMCHTOB

3.7.4. YHUKaJIbHBIE TOKYMEHTHI MOJJIEKAT CHIEHUAIBHOMY IOCYJapCTBEHHOMY
y4eTy B ['ocyaapCTBEHHOM peecTpe YHUKaIbHBIX JTOKYMEHTOB APXHMBHOTO (DOHIIa
Poccuiickon denepannu, nopsaoK BEACHUS KOTOPOrO ONPEAEIAECTCA CIEIUAIBHO
YIOJIHOMOUYEHHBIM (e/iepaIbHbIM OpPraHOM HCIIOJHUTEILHON BIacTu B cdepe
apXMBHOTO J€la, U TOCYJapCTBEHHBIX peecTpax YHUKAIbHBIX JOKYMEHTOB
apxuBHBIX (POHII0B cyObekTOB Poccuiickoit deneparuu.

Ha yHukanbHbIE JOKYMEHTBI COCTAaBJSIOTCSA JIMCTHI y4eTa M OIHCAHUS
YHUKaQJIbHBIX TOKYMEHTOB.

3.7.5. YdeT 0c000 1IeHHBIX JOKYMEHTOB BEAETCS T1O:

cnucKy (hOHAOB, COACPIKAITUX 0CO00 IIEHHBIE TOKYMEHTHI,

OMHCSAM O0CO0O0 IIEHHBIX €, JOKYMEHTOB WJIU TEPEYHSIM HOMEPOB 0C000
LEHHBIX €1 (HOMEPHUKAM).

B ommcsax ocobo TEeHHBIX M€, JOKYMEHTOB 3a HUMH COXPAHSIOTCA WX
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IIPEKHUE YYETHBIE HOMEDPA.

Onuce 0co00 LEHHBIX €7, JTOKYMEHTOB COCTABIIETCS HAa 0OCOOO LIEHHBIE
JOKYMEHTBI OJTHOW MJIM HECKOJIBKMX OMMCEN J1eN, JOKYMEHTOB apXUBHOTO ()OHJIA B
3aBHCHUMOCTH OT KOJIMYECTBA OCOOO LIEHHBIX €IMHUIl XPaHEHMsI/€IUHUL y4yeTa B
JAaHHOM OMHCH B HEOOXOJUMOM I apXHBa KOJIMUYECTBE IK3EMILISIPOB.

Eciyu OOJBIIMHCTBO apXMBHBIX JTOKYMEHTOB IO ONHMCH [€l, JOKYMEHTOB
SBIIIIOTCA 0CO00 LIEHHBIMM, OTAEJIbHASL OIUCh 0CO00 IIEHHBIX A€, JOKYMEHTOB HE
COCTaBJISIETCS, 4 KONMUPYETCS HMEKIasics onucb. B TakoMm ciiydyae K HeEH
COCTABJIIETCSI HOMEPHUK.

CBeneHMsIT O KONMPOBAHUM OCOOO WEHHBIX JeJN, JIOKYMEHTOB B LEJIAX
CO3/IaHHUs CTPAxOBOrO (POHA BHOCSTCS B COOTBETCTBYIOIINE OMUCH 0COO0 LIEHHBIX
Jel, JOKYMEHTOB WM HOMEPHUKH [0 MEpe NPOBEACHUS HX CTPAaxOBOIO
KOITMPOBAaHUS.

B uToroBoii 3anmucu ykasblBaeTcs o0I1ee KOJIMYECTBO 0CO00 LEHHBIX €IUHMUII
XpaHEHUs/€AMHUL] y4eTa, BKIIIOUEHHBIX B OMMCh WM HOMEpHUK. 1o 3aBepiieHun
KOIIMPOBAaHUS BCEX EAMHUIl XPAHEHUS/€IUHUI] y4yeTa MO JaHHOW ONHCH WU
HOMEpPHUKY  yKa3biBaeTcs: "Bce  eIuMHUIBI  XpaHEHUS/€OUHUIBI  ydeTa
CKOIIMPOBAaHbI, AaTa, JOJKHOCTb, IIOJAIUCH" .

Onucu 0co00 LEHHBIX Jel, AOKYMEHTOB M HOMEPHHUKH YUMTHIBAIOTCA B
peecTpe onucel 0co00 LEHHBIX J1e1, JOKYMEHTOB.

[Ipu oTHeceHHH apXUBHBIX JOKYMEHTOB K 0COOO IIEHHBIM B ONHUCSIX B rpade
"[Ipumevanus” HaIpOTHUB 3aroJIOBKOB COOTBETCTBYIOIIUX EIMHULL
XpaHEeHMsI/€AUHUL] yYeTa IpocTaBisitoTest otMeTku "OL1".

B nmpyrux ydernesix pokymeHTtax ormerka "OL" mpocraBnsercs kK HOMeEpY
apXMBHOTO (POHJA, HOMEPY OMMCH JIeJl, JOKYMEHTOB; JaHHAs OTMETKa SBIISIETCS
CIIy’k€OHOW 1 HE BXOJIUT B apXMBHBIN MNP €AMHUL] XpPaHEHUS/€IMHULL yUeTa.

Y4eT CEKpETHBIX U PACCEKPEUYEHHBIX aPXUBHBIX IOKYMEHTOB.
OdopmiieHne pacceKpedeHHBIX el

3.7.6. Y4eT CeKpeTHbIX apXHUBHBIX JOKYMEHTOB BEIETCS B COOTBETCTBHH C
HOPMAaTUBHBIMHU MPABOBBIMU JOKYMEHTaMU. B y4eTHBIX IOKYMEHTaX M apXHWBHBIX
mudpax eIUHUIl XPAHCHUS/CAUHUI] yueTa CEKpPETHbIe apXUBHbIC (OHIBI, OMHUCH
JieJ1, JOKYMEHTOB, €AMHUIIBI XpaHEHUS/€IUHUIBI yueTa 0003HaYaroT HHAEKCOM "c"
(cexpeTHO), "cc" (coBepIIeHHO CEKPETHO), "OB" (0C000M BaXKHOCTH).

3.7.7. I3MeHeHUs B yYETHBIE JOKYMEHTHI IO pe3yJIbTaTaM PacCEeKpEUrBaHUS
apXMBHBIX JIOKYMEHTOB BHOCATCSI Ha OCHOBAaHHMU aKTa O PaCCEKPEUMBAHUU
JTOKyMEHTOB (mipriiokenue N 12).

ApxuBHbIe (POHJIBI, OMTUCH JIEJI, JOKYMEHTOB U €IMHUIILI XPaHCHUS/CTUHULIBI
y4eTa, BKJIIOYAIOIINE Hapsy C CEKPETHBIMU HECEKPETHbIE (PacCEeKPEUCHHBIC)
JIOKyMEHTBI, B YyYETHBIX JOKYMEHTaX M AapXUBHBIX IMH(pax €IUHHUIL
XpaHCHUsI/SAMHUI] yueTa 0003HaYat0TCsI UHIEKCOM "cu" (CEKpETHO YaCTUYHO).

[Ipu paccexkpeunBaHUU BCEX €AMHUI] XPAHCHUSI/CAUHUI] yUeTa MO0 CEKPETHOM
OMUCH JIeJI, JOKYMEHTOB JIaHHAsl OMUCh TAK)KE PACCEKPEUMBAETCs, MepeaeTcsl Ha
OTKPBITOE XpAaHEHUE W YUYUTHIBACTCA B JIUCTE (POHJIA 32 TEM K€ HOMEpOM, HO 0e3



uHAeKca "c", KOTOpbIN 3aUuepKUBAETCS Ha OOJ0XKKE U HAa TUTYJIHLHOM JIMCTE JAHHOMN

onucu. B mpaBoM BepxHEM YIily OOJIOKKM W THUTYJIBHOTO JIUCTa OIMUCHU JIEd,
JIOKYMEHTOB IIPOCTaBJIsieTcA mrami "PaccekpedyeHo".

[Ipu paccekpeurBaHUU YacTH €Nl U apXUBHBIX JOKYMEHTOB IO CEKPETHOM
ONKMCHU JIeNl, JOKYMEHTOB Ha pPACCEKpPEUYCHHbIC JieJa U apXUBHBIC JIOKYMEHTHI
COCTaBJISIETCSl ~ OTHEJbHAs  OMUCh  JIed, JIOKYMEHTOB, HOMEpa  EIUHUI]
XpaHEeHUsI/€IMHUI] Yy4YeTa B KOTOpPOM oOcTaroTcs mnpexHumu. [l BaioBoi
HyMEpaIli¥ TaKuX SIWHUI] XPAaHCHUS/CIMHNI] y4eTa UCTIoNb3yeTcs rpada 2 onucu
nen, NoKyMeHToB. HoBast omuce Jied, JOKYMEHTOB BMECTE C PACCEKPEUEHHBIMU
JeJaMd W apXUBHBIMU JOKYMEHTAMHU TIEPEJaeTCs Ha OTKPBITOE XpaHEHHE,
YUUTHIBaeTCSI B JMCTE (DOHAOB 3a TEM K€ HOMEPOM, YTO M CEKpeTHas, HO 0e3
uHaekca "c".

IIpu paccekpeurBanuu OOJbIIEH YaCTU JI€ U APXUBHBIX JOKYMEHTOB IO
CEKpPETHOW OMNMCHU [IeJl, TOKYMEHTOB C JAHHOM OINKHCH CHHMAEeTCsl KOMWS, IMpHU
KOIMPOBAaHUU 3aroJIOBKH €IWHUIl XPaHCHUS/CAUHMI] y4eTa, OCTaBJICHHBIX Ha
CEKpPETHOM XpaHEHHH, 3aKpblBatoTCs. Komus omnucu Ha pacceKpeyeHHbIE Jeia U
apXHUBHBIE JOKYMEHTHI NIEPEAAETCS HA OTKPHITOE XpaHEHUE. B ak3eMIusipe onucu
JeJ, JOKYMEHTOB, OCTaBUICHCA Ha CEKPETHOM XpPAHEHUHU, COXpAHSIETCA HX
Hymepanus. B nmcre QoHma Takas ONUCh YYHUTHIBAECTCS JIBAXKIBI: K3EMILIAP
OMMCH, OCTABILINIKCS HA CEKPETHOM XPaHEHUH, - C COOTBETCTBYIOIIEH MHEKCAIUEN
CEKPETHOCTH, CKOITUPOBAHHBIN SK3EMILISIP, IEPEIAHHBIA Ha OTKPBITOE XpaHEHUE, -
0e3 unaekca "c".

IIpu paccekpeurBaHUM OTAECIBHBIX €IUHUI] XPAHCHUS/CIUHUI] Yy4yeTa [0
CEKpPETHOM OMHCH JIeJl, JOKYMEHTOB OHHM BKJIIOUAIOTCS B ONHUCH JIEJ, JOKYMEHTOB
OTKPBITOTO XPAaHEHHsI COOTBETCTBYIOIIETO apXWBHOro (OHAA 3a JUTEPHBIMU
HOMEpPAMH WJIM B BAJIOBOM MOCIEA0BATEILHOCTH.

B onucsx men, 1OKyMEHTOB, OCTAIOIIMXCA HAa CEKPETHOM XpaHEHUH, B rpade
"[Ipumeuanus" TPOTHUB 3aroJIOBKOB PACCEKPEUCHHBIX €AMHUI] XPaHECHMUS/CIMHHUIL
ydeTa mpocTtasisiercs mramn "PaccekpedeHo". B ciyuae, korga pacceKpeueHHbIE
CAVHUIIBl XPAHEHUS/CIUHUIIBI Yy4YeTa BKJIIOYEHBI B OMHUCh J€J, JTOKYMEHTOB
OTKPBITOTO  XpaHEHUs (32 JIUTEPHBIMM HOMEpaMU WJIM B  BaJoOBOH
MOCJIEIOBATEILHOCTH), B CEKpeTHOU omucu B rpade "llpumeuanus"” ykaspiBaeTcs
VX HOBBIA HOMED.

[locne paccekpeunBaHusi K ONHUCSAM JieJ, JOKYMEHTOB OTKpPBITOTO U
CEKPETHOT0 XpaHEHHUS COCTABISIIOTCS HOBBIE HWTOTOBBIE 3amucH 00 00beMax
(haKTUYECKHU YUYTEHHBIX B HUX €JUHUIl XpaHEHUsI/CAUHUI] yUeTa.

[Ipu paccekpeurnBaHUM OJIHOTO WJIM HECKOJBKUX apXUBHBIX JIOKYMEHTOB B
COCTaBE CEKPETHOI'O JieJla OHO OCTAaeTCsl Ha CEKPEeTHOM XpaHeHuu. K apxuBHOMY
mundpy Ha 00J0XKKe Jena K uHaekey "¢ modasisercs Oyksa "u". Homepa nuctoB
pacCeKpeYeHHBIX apXUBHBIX JOKYMEHTOB Tiepeuncisitorcs B rpade "llpumevanus”
HaIMpOTHUB 3arojlOBKa YaCTUYHO PACCEKPEUECHHOTO JIela, a TaKXKE BO BHYTPEHHEU
onucu Jena. Ilpu oTcyTcTBMM B Jejie BHYTPEHHEHW OIKUCH CBEICHHUS O
PACCEKPEUYECHHBIX apXUBHBIX JIOKYMEHTaX OTPaXarTCsl B JIMCTE-3aBEPUTEIE C
yYKa3aHUEM HOMEPOB COOTBETCTBYIOLIUX JIUCTOB.

B mpaBoMm BepxHeMm yriy OOJIOKKH PACCEKPEUCHHOTO Jejia MPOCTaBIIACTCS
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Yuyer APXUBHLIX JOKYMCHTOB JIMYHOI'O IIPOHUCXOKIACHHUA

3.7.8. Y4eT noCTyIUIEHHI apXWBHBIX JOKYMEHTOB JINYHOTO IPOUCXO0XKICHUS,
nepe1aBaeMbIX COOCTBEHHUKOM B (he/iepalibHyI0 COOCTBEHHOCTh, B COOCTBEHHOCTh
cyonexTa Poccuiickoii denepanuy uiam MyHULIUNIATBHYIO COOCTBEHHOCTD, BEIETCS
Ha OCHOBaHUM aKTa MPHUEMa Ha XPAaHEHUE JTOKYMEHTOB JUYHOIO IMPOUCXOXKIACHUS
(mpunoxernne N 10). K akry mnpumararoTcs cIaTOYHAs ONKCHh apPXHUBHBIX
JOKYMEHTOB W pEHIEHUE HKCIEPTHO-NMPOBEPOYHON KOMHCCHH apXuBa WU
AKCIIEPTHO-IIPOBEPOYHON KOMHUCCUU YIIOJTHOMOYEHHOIO OpPraHa HUCIOIHUTEIbHON
Bractu cyoOwnekta Poccuiickoii denepannu B cdepe apXxuBHOro jena (nainee -
OIIK) o npueme 3TUX JOKYMEHTOB B ApXUB.

Y4eT apXuBHBIX JOKYMEHTOB JIMYHOTO IPOUCXOXKJICHHUS, HAXOIAIIUXCS B
YaCTHOM COOCTBEHHOCTH, NEpEJaHHbIX IO JOrOBOPY HAa XpaHEHUE B apXUB,
OCYIIECTBIIACTCS B YCTAHOBJICHHOM Topsiike (cm. 1. 3.7.11).

W3meHeHuss KolIM4YecTBa M COCTaBa ApPXMBHBIX JOKYMEHTOB JIMYHOIO
IIPOUCXOXKJICHUS B PE3YyJIbTaTe UX ONMUCAHUSA JOKYMEHTHUPYIOTCS aKTOM OIMCAHHS
JOKyMEHTOB, Ha OCHOBAHMHM KOTOPOTO BHOCATCA W3MEHEHUS B YYETHBIC
JOKyMEHThL. Ha JOKYMEHTHI, HEe MOJIeKalIUe XPAaHEHUIO B apXHUBE, COCTABIISETCS
aKT BO3BpaTa JOKYMEHTOB COOCTBEHHHUKY B JIBYX SK3EMIUISpax, OJUH U3 KOTOPHIX
BMECTE C JOKyMEHTaMU MepelaeTcs COOCTBEHHUKY.

He pomyckaercst xpaHeHHE B apXMBE HEYUTEHHBIX APXUBHBIX JOKYMEHTOB
JMYHOTO MPOUCXOKICHHUS.

Y4eTr JOKyMEHTOB 110 JTUYHOMY COCTaBY

3.7.9. Yuer 10KyMEHTOB IO JIMYHOMY COCTaBY, 32 UCKIIFOYEHUEM MPUHATHIX
M0 JOTOBOPY Ha XpaHEHUE B apXWB JOKYMEHTOB IO JIMYHOMY COCTaBy (CM. II.
3.7.11), ocymiecTBisieTcst Ha OOIIMX OCHOBAHUSX.

VY4yeT Konu4ecTBa XpaHIIIMXCA B apXUBE JIOKYMEHTOB IO JIMYHOMY COCTaBY
MIPOBOJIUTCS HA OCHOBE MX IOJCYETa MO JUCTaM (OHIIOB M OIMHUCAM Jed IO
JUYHOMY COCTaBY ¢ (hMKcaIuel pe3yabTaToB MO0 KaxaoMy (OHIY U CyMMapHO TIO
apXWBY B KHHUTC y4eTa JOKYMEHTOB 10 JUYHOMY COCTaBY (TIPOU3BOJILHON (hOPMBI).

[To pe3ympraTaM TPOBEACHHS DSKCHEPTH3bl IIEHHOCTH JOKYMEHTOB 10
JUYHOMY COCTaBY I10 HMCTEUEHUHW 75-JIETHETO CpOKa WX XPaHCHHUS B YYCTHBIC
JIOKYMEHTBI BHOCSTCSI COOTBETCTBYIOITUE U3MCHCHHUS.

VYuer ACJI, UMCIOIIINX B O(bOpMHeHI/II/I AparouCcHHbIC MCTAJJIBI 1 KaMHHU

(m. 3.7.10 He pacmpoCTpaHsACTCS Ha TOCYAapCTBEHHBIE W MYHHUIIMITAIbHBIC
My3er U OMOJIMOTEKN)

3.7.10. ApxuB, XpaHsmmii jema, uMeronme B OQOPMICHUU WIA B
MPWIOKEHUU K HHUM JpParolleHHbIE METaNIbl U KaMHH, B COOTBETCTBHU C



3aKOHOJATEIbCTBOM Poccniickon denepanun perucrTpupyercs B
COOTBETCTBYIOLIEH MHCHEKIUH MNPOOUPHOro Haa3opa MuHuCTepcTBa (DMHAHCOB
Poccuiickon @enepanum.

VY4eT yka3aHHBIX J€]l OCYIIECTBIIIET MAaTepUalbHO-OTBETCTBEHHOE JIMIO, C
KOTOPBIM  pYKOBOIMUTENIb apXWBa 3aKJIOY4aeT JOrOBOp O MaTepHalbHOU
OTBETCTBEHHOCTH 3a COXPAaHHOCTb U Y4YE€T J€J, UMEIOUX B O()OPMIIEHUU WUIIU B
IIPWIOKEHUHU K HUM JPArOll€HHbIE METAJUIBI U KAMHH.

VYKazaHHblE J€J1a TEPEeNaroTCi MAaTepUAIbHO-OTBETCTBEHHOMY JIMIY Ha
ceiipoBoe XpaHEHHE, O YeM JellaeTcsi COOTBETCTBYomIas oTMeTka ("ceidoBoe
XpaHeHue") B ONWUCH Jel, JOKYMEHTOB, W BKIIOYAIOTCS B CIEHHAIBHYIO
MHBEHTApHYIO KHUTY y4yeTa JIeJl, UMEIOIUX B O(DOPMIICHUU HIIM B MPUIIOKEHUU K
HUM JIparoleHHbIE METAJUIbl U KaMHHU. /[aHHAsi ”THBEHTapHAasi KHUTA COCTABIISIETCS U
Benercss B 3 ak3eMmiunsipax. [IepBbIl dK3eMIUIAp XpaHUTCS B MNOAPa3JCICHUH,
OCYILECTBIISIOLIEM ILIEHTPAIU30BAHHBIN (B paMKax apXuBa) Y4YeT JTOKYMEHTOB,
BTOPOI1 - y MaTepHaIbHO OTBETCTBEHHOTI'O JIUIIA, TPETUH - B OyXTraJITEpUH apXUBa.

Jlena BHOCATCS B HMHBEHTApHYIO KHHUTY IO IOPSIIKY HOMEPOB apXHBHBIX
(GOHIIOB U omMCEN Ael, JOKYMEHTOB, a BHYTPU KaXKJ10i OMMCH Jell, TOKYyMEHTOB -
10 TOPsIIKY HOMepoB jaen. Ha Oupke, npukperuisieMol K 00JI0KKE Kaxa0ro jeina
(mpeamera), yKa3blBaeTCsi HOMEp, 32 KOTOPHIM OHO YYT€HO B MHBEHTapHOU KHHIE.
Homep mpocraBnsieTcst yepe3 poOb ¢ apXWBHBIM WUGpoM (Hampumep, UHB. N
I/TAP®, ¢. 572, on. 1, o. 17).

K vHBEHTapHOW KHUT€ COCTABISETCS UTOTOBAas 3alIUCh, B KOTOPOM udpamu u
IPOIHKCHIO YKA3BIBAIOTCA KOJIMYECTBO JIe] (IPEAMETOB), BHECEHHBIX B KHUTY, JaTa
COCTABJICHHSI MTOTOBOM  3alUCH, JODKHOCTh U (amuiusg  MaTepuansbHO
OTBETCTBEHHOTO JIMLA.

JIucThl NHBEHTAPHON KHUTH JI0 Hadajla €€ 3al0JIHEHUS IPOHYMEPOBBIBAOTCS,
IPOLIHYPOBBIBAIOTCS M CKPEIUIIOTCS Medarbio apxuBa. Ha obopote mocneaHero
JIMCTa KHUTHU JIEJIAETCS 3aIMCh O KOJMYECTBE JIMCTOB B KHUTE, KOTOpas 3aBEPSETCs
HOJIITUCAMU PYKOBOJUTEIS apXUBa, INIABHOTO XpaHUTENS (DOHAOB M CKpEIUIIeTcs
Ne4yaThIo apXuBa.

ExeronHo cnenuaibHOM KOMHUCCUEH, CO31aBA€MOU ITPUKA30M PYKOBOJUTENS
apxuBa, MPOBOJUTCS HMHBEHTApU3aluUs JeJ, UMEIIUX B O(OPMICHUH WU B
IPWIOKEHUM K HUM JparoleHHble MeTaulbl W KaMHU. VHBeHTapu3anus
IIPOBOAMUTCS TAaKXKE B CIy4ae CMEHBl MAaTE€pUAIbHO OTBETCTBEHHOTO JIMIIA,
PYKOBOAMTEN  apXWBa,  IJIaBHOrO  XpaHutens  (GoHgoB.  Pe3ynbTaThl
WHBEHTApU3ALMH O(POPMIISIIOTCS aKTOM, COCTaBIISIEMbIM B TPEX 3K3EMIUIAPAX, OJUH
M3 KOTOPBIX HAIpPaBIIETCS B COOTBETCTBYIOIIWM YIIOJHOMOYEHHBIN OpraH
UCITOJIHUTENILHOM BJIAacTH B cepe apXUBHOTO Jea.

Yuer apXUBHBIX JOKYMEHTOB, HAXOISIIUXCS B YACTHOU
COOCTBEHHOCTH, IPUHSTHIX TI0 JOTOBOPY HA XpaHEHUE B apXUB

3.7.11. VYyer nokymentoB ApxuBHOro ¢onma Poccuiickoit ®Denepanuu,
MPUHATBIX 1O JOTOBOPY HA XpaHEHHWE B apXMB Ha OCHOBAHWU aKTa MpHUema-
nepegaym JOKYMEHTOB Ha XpaHeHue (mpuiiokeHue N 9), ocyliecTBisieTcss B



OCHOBHBIX yYETHBIX JOKyMEHTaX apXuBa C COOJIIOJCHHEM CIECAYIOIIUX
OCOOEHHOCTEI:

B KHHUT'€ y4eTa IMOCTYIUIEHUW NOKYMEHTOB (TmpuiiokeHrue N 5) ykaszblBaeTcs
COOCTBEHHMK WJIM Bjajeliel] JOKyMeHTOB (rpada 3), HoMep U JaTa akTa MnpueMa-
nepenaun (rpada 4), nata MOANKUCAHMS JIOTOBOpa O MEpeaade U CPOK JIEUCTBUS
JIOTOBODA;

Py BKJIIOYEHUHU apXUBHOTO (GoHAa B cmHCOK (oHAOB (mpuiiokeHue N 6) k
ero HoMepy nooasmusiercst unaexce "J1" ("moroBop'"), KOTOPHIM cOXpaHseTCa 3a HUM
BO BCEX YUYETHBIX JOKYMEHTaX M apXWBHBIX MHUppax eAUHUI] XPAHCHHS, CIMHUIL
ydaeta; B rpade "[Ipumeuanus” crmcka (HOHIOB TaKKe YKa3bIBAIOTCS COOCTBEHHUK
WU BIAJeNel] apXWMBHBIX JOKYMEHTOB, JaTa MOANUCAHUS U CPOK JEHUCTBUS
JIOTOBODA.

KonuuectBo apxuBHBIX (DOHJOB, MPUHSATHIX IO JOTOBOPY HAa XpaHEHUE B
apXuB, YKa3bIBACTCs OTJEIBHOM CTPOKOI B UTOTOBBIX 3aIUCSAX B CHUCKE (POHIOB,
KHUT€ y4YeTa MOCTYIUIEHUI JOKYMEHTOB.

DK3eMIUIAp J0rOBOpa, 3aKIIOUYEHHBIH C COOCTBEHHHMKOM WJIU BIIAJIENbIIEM
apXUBHBIX JIOKYMEHTOB, BKJIIOUaeTCs B /€0 (PoHTa.

[Ipu BHIOBITUM apXMBHBIX JOKYMEHTOB apXWBHOro (OHIA B CBA3U C
HMCTEUECHHEM CpPOKAa €ro XpaHEHUsi B COOTBETCTBUU C JIOTOBOPOM €ro HOMEpP HE
MOKET ObITh MPUCBOCH JPYTOMY apXUBHOMY (HOHTY.

[IpuHsITHIE MO TOTOBOPY HA XpaHEHUE B apXUB JOKYMEHTHl ApXUBHOTO (hOH/A
Poccuiickoit ®denepannu, HaXOAMBIIMECS B YaCTHOW COOCTBEHHOCTH M Ha
3aKOHHOM  OCHOBaHMM Iepelreqamue B  (enepanbHyl0  COOCTBEHHOCTD,
coOcTBeHHOCTh cyObekTa Poccuiickoit ®enepanu Wi  MyHUIUNAIbHYIO
COOCTBEHHOCTb, YYUTBHIBAIOTCS B OCHOBHBIX YYETHBIX JOKYMEHTaX HapaBHE C
OCTaJIbHBIMHU JJOKYMEHTAMH apXuBa. B yueTHBIX JOKYMEHTaX U apXUBHBIX IIHppax
CAVHMI] XpaHEHus, eAuHul] yuyera wuHAekc "JI" 3auepkuBaercs, B Tpady
"[Ipumeuanus" cnucka HOHIOB BHOCITCS COOTBETCTBYIOIINE CBEICHMUS.

ApXUBHBIE TOKYMEHTHI, HE BKIIOUYEHHbBIE B YCTAHOBJIEHHOM MOPSJIKE B COCTaB
ApxuBHoro (ouga Poccuiickoit ®exepanuud, B TOM YHUCIE JAOKYMEHTHI I10
JUYHOMY COCTaBY, IMPUHSITHIE MO JOTOBOPY HAa XPAaHEHUE B apXUB, YUUTHIBAKOTCS
OTJICNIBHO OT JIOKYMeHTOB ApxuBHoro ¢onna Poccmiickoii denepannm. Jis ux
ydyeTra BEIyTCS OTHAENbHbIE CHUCOK (DOHAOB, KHHUTA Yy4YeTa MOCTYIUICHHUM
JIOKYMEHTOB, a TaK»e JUCThI (POHAOB U IPYTHE YUETHBIC JTOKYMEHTHI.

Y4er konui APXHUBHBIX JOKYMCHTOB Ha IIpaBax IIOJJIMHHHUKOB

3.7.12. KonusiMu apXUBHBIX JOKYMEHTOB Ha IIpaBax MOMJIMHHUKOB SBIISIOTCS
BKJIIOYEHHBIE B YCTAHOBJIEHHOM TNOpAJIKE B cocTaB ApxuBHOTO (hoHaa Poccuiickoi
denepanuu:

MUKPO(QHIbMBI apXUBHBIX JOKYMEHTOB, W3TOTOBJIEHHBIE U O(OPMIICHHBIE
¢doH1000pa3oBaTeneM B COOTBETCTBUHU C CYIIECTBYIOIIMMU HOPMaTHUBAMU;

KOIUA apXWBHBIX JOKYMEHTOB, IOJJMHHUKA KOTOPBIX YTpPAay€Hbl WIH
HaXOJATCSI B COOCTBEHHOCTH IOPUAMYECKUX WM (GU3NYECKUX JIMLI, B CHIIy YETrO He
MOTYT IIOCTYIIUTh HA IOCTOSIHHOE XPAHEHUE B apXHUB;



KOIMKA apXUBHBIX JOKyMeHTOB, mnepememieHHbix B CCCP B pesynbrare
Bropoii MupoBOM BOWHBI M HaxOMAIIMXCA HAa Tepputopur Poccuiickon
denepanuu, NOMIMHHUKA KOTOPBIX BO3BPAILICHBI B CTPAHBI UX TPOUCXOKICHUS.

Konuu apXWBHBIX [TOKYMEHTOB Ha IpaBaxX IMOJJIMHHUKOB, NEPEIAHHBIE B
apxuB (oHI000pa3oBaTesieM, YUUTHIBAIOTCS B cOCTaBe ero (oHAa MO OTIEIbHOM
omucH Jiel, TokyMeHToB. [Ipu 3ToM B rpade ganHoi omnucu "KoaudecTBo 11McTOB"
yepe3 1po0b yKa3bIBACTCS TAKXKE KOJIMYECTBO KaJIPOB, OTCHATBHIX C OJHOIO Jiea.

Konum apXuBHBIX JOKYMEHTOB Ha MpaBax MOJJWHHUKOB, OTCHSTHIE C
NOJJIMHHBIX JIOKYMEHTOB, KOTOpPbHIE yTpay€Hbl WJIM HaXOASATCS B COOCTBEHHOCTH
IOPUINICCKUX WA (PU3UICCKUX JINII, & TAK)KE KOIUU MTePEMEIICHHBIX JOKYMEHTOB,
MO/JTMHHUKHN KOTOPBIX BO3BPAIECHBI B CTPAHBI UX MPOUCXOXKICHUSA, POPMUPYIOTCS
B ApXUBHBIC KOJUICKIIUU. APXHBHBIC KOJUICKIIMHM YYUTHIBAIOTCS B CIHCKE (POHIOB
(mpurnoxxerre N 6) B yCTAaHOBJICHHOM TOPSIJIKE.

Konuu apxuBHBIX [TOKYMEHTOB Ha IpaBaxX MNOMJIMHHUKOB, WU3TOTOBJICHHBIE
MaITUHOMHUCHBIM WJIM 3JIEKTPOTpadUuecKrM CIIOCOOOM C apXUBHBIX JTOKYMEHTOB
Ha OyMaXXHOW OCHOBE, a TakXKe KOMHUHU AayJUOBU3YAIbHBIX JOKYMEHTOB
bopMHpYIOTCA B €IUHUIIBI XPAaHEHUS/CIUHUIIBI yueTa, KOTOPhIE YYUTHIBAIOTCS B
OMUCSX T, JOKYMEHTOB 10 aHAJIOTUU C NMOJJIMHHBIMU apXUBHBIMHU JOKYMEHTAMHU
Ha COOTBETCTBYIOIINUX HOCUTEIISX.

3a eAUHUIy XpaHEHUsT KOMUM apXWBHBIX JOKYMEHTOB Ha MpaBax
MOJJIMHHUKOB, M3TOTOBJICHHBIX B BHUJIE MHUKPOKOINUWN, MPUHUMAETCA (PU3MUECKHU
000CO0JICHHBIN pYJIOH MUKPO(DHIIbMA UITM KOMILIEKC MUKPO(UII BHE 3aBUCUMOCTH
OT KOJIMYECTBA OTCHATHIX HAa HEM JIeJI U apXUBHBIX TIOKYMEeHTOB. Kaxnas enununa
XpaHEHUs] YYMTBIBAETCSI B OMNHUCH JI€J, JOKYMEHTOB I0J CaMOCTOSITEIbHBIM
HOMEPOM. B WTOTOBOM 3amucH K ONUCH AeN, JOKYMEHTOB HApPAIY C KOJUYECTBOM
CAVHMI] XPAaHEHUS MHUKPOKOMHMI  yKa3bIBa€TCS CYMMApHOE  KOJIMYECTBO
COCTaBIISIFOIIUX MX KaJpPOB.

VYyet nuctoB B aene, PoTooTrneyaTkoB
B (hoToasibOOME, €IMHUI] XPAaHEHHS B COCTABE €AMHUIIBI yueTa
ayIMOBHU3YaJIbHBIX JIOKYMEHTOB

3.7.13. Kosm4ecTBO JIUCTOB B JI€JI€ U €IUHUIL XPAHEHUSI B COCTABE €IVHUIIbI
yueTa ayAMOBU3YaIbHBIX JOKYMEHTOB yUMTHIBACTCS Ha OCHOBE MX HyMepalluu U
bukcupyercs:

JUCTOB B Jelie - B JucTe-3aBeputene (mpwiokenne N 3) u B
COOTBETCTBYMOIIEH rpade omucu nen, TokyMeHToB (ripuiioxerust N 7 - 8);

dboTooTtneuarkoB B ¢oToaIbOOME - BO BHYTpeHHEW omnucu ¢GoToanbboMa, a
TaKke B COOTBETCTBYIOIIEH rpade onucu (oToaaTr00MOB;

CAVHUITBI  XpaHEHUs JPYTUX  ayJuOBU3YaJbHBIX JOKYMEHTOB - B
COOTBETCTBYIOIIUX Irpadax onucen ITUX JOKYMEHTOB.

[Ipu ydere eauHUI] XpaHEHHS] B COCTABE SIUHUIIBI yueTa ayJuOBU3YaTbHBIX
JTIOKYMEHTOB:

€IMHULIBI XpaHEHUs AUaQUIbMOB pacHoaraloTcs MO MOPAIKY HOMEPOB
PYJIOHOB;



€UHULIBl XPaHEHUsS KHUHOJOKYMEHTOB PpAacHoJIaraloTcs IO >AJIEeMEHTaMm
KOMILJIEKTA, BHYTPH KOTOPOTO HYMEPYIOTCS MO MOPSAKY HOMEPOB YacTel;

CAVHUIBI  XpaHEHUs  (POHOJOKYMEHTOB  pacrlojliaralorcs B MOPSAKE
MIPOU3BOICTBEHHBIX HOMEPOB.

VYyert crpaxoBoro gona u GoHAa MOJIH30BAHUS

3.7.14. O6bem crtpaxoBoro (oHaa u ¢GoHIA TMOJIH30BAHUS H3MEPSETCA B
eIMHUIIAX XPAHECHUs/eTUHHUIIaX yueTa, a TAKXKe B:

Kazpax - JUIsl KONUU apXUBHBIX JIOKYMEHTOB Ha OYMa)XKHOH OCHOBE U
($OTOAOKYMEHTOB;

MeTpax - JJIsl KO KHHOJIOKYMEHTOB;

BPEMEHU 3BY4YaHUS - AJII KOMUK (OHOJOKYMEHTOB;

B MerabaiTax - 1151 KOIHUM 31eKTPOHHBIX IOKyMEHTOB.

IIpy STOM OTHENBHO YYMTBIBAKOTCS CTPAaXOBbIE KONUM YHUKAJIBHBIX
JOKYMEHTOB M 0CO00 LIEHHBIX JOKYMEHTOB M KONHMHM (POHJA IOJIb30BaHU,
OTCHATBIE C AaPXMBHBIX JIOKYMEHTOB Ha OyMa)XHOW OCHOBE (pa3ielpHO Ha
PYJOHHOM IUIEHKE M MHUKpOQUIIAX); KHUHOJOKYMEHTOB; (POTOIOKYMEHTOB;
(OHOJOKYMEHTOB; BU1€0(OHOIPaMM; AJIEKTPOHHBIX JOKYMEHTOB.

VY4er BefeTcs Mo KHUTaM ydyeTa MOCTYIUIEHHHM cTpaxoBoro ¢oHaa u goHaa
NOJIb30BAaHUSI U OMUCAM CTPaxoBoro (GoHAa. YYeT MOCTYIUJIEHUS M BBIOBITHS
CTPAaXOBBIX KOIHUWA OCYIIECTBISIETCA HA OCHOBAaHMU 3aKa30B HA H3TOTOBJICHHE
CTPaxXxOBbIX KONUW M KomWi (OHJA TMOJIB30BAHMS, AKTOB IpUEMa-Iepeaadn
CTPaxOBBbIX KONUH Ha CHEUalbHOE XpaHEHHWE M Apyrux akTtoB. K kHUram ydera
MOCTYIJIEHUH €KEroJHO COCTABISETCS UTOTOBasl 3aIUCh.

Onucu crpaxoBoro ¢oHAa cocTaBisitoTcs B 3 sk3emivisipax. IlepBbie
DK3EMIUISIPBl  MEPEJAIOTCSI BMECTE CO CTPAaXOBBIMH KONUSMH  YHHMKAJIbHBIX
JIOKYMEHTOB M 0C000 IEHHBIX JIOKYMEHTOB B CII€LUAJIbHBIA apXuB, BTOpbIE U
TPETBU OCTAIOTCS B apXUBE.

I[lo mepe KONMpOBaHWS W NEPENAYN CTPAXOBBIX KOIHHA YHUKAJIBHBIX
JOKYMEHTOB U 0CO0O0 IIEHHBIX JIOKYMEHTOB B CHEIHAJIbHBIM apXuB K OINHUCAM
CTPaxoBOro (poHAa COCTAaBJISIOTCS HOBBIE WTOTOBBIE 3alMCH B YCTAHOBJICHHOM
nopsizke (cm. 1. 3.5.6).

B onucsax nen, nokymeHTtoB B rpade "IIpumedyaHus" HampoTHB 3arojoBKa
CKONMPOBAHHOW E€IUHUIBI XPaHEHUS/€IUHUIBI y4eTa MPOCTABISETCS IITaMI
"C®". Ecnu cKONMMpOBaHbI BCE JI€1a, JOKYMEHTBI, BKJIIOUCHHBIE B ONKCH, IITAMII
"CO" mnpocTaBiseTCs TOJBKO Ha THUTYJIBHOM JIUCTE M OOJOXKKE OMHUCH Jel,
JIOKYMEHTOB.

3.7.14.1. 3a eauHuly XpaHEHHUSA/€IUHUIy Yy4eTa CTpaxoBoro (oHaa
YHHUKAJIbHBIX JOKYMEHTOB U 0CO00 LEHHBIX JOKYMEHTOB Ha OyMaXHONH OCHOBE Ha
PYJIOHHOM TIJIEHKE MPUHUMAaeTCs (pu3ndecku 060CO0JICHHBIN PYITIOH MUKPO(DHIIbMA.

B kuury yuera mocTyruieHui cTpaxoBoro ¢onna u (oHAa MOJb30BaHUS Ha
PYJIOHHOH IUIEHKE B BaJlOBOM MOpsijaAKe (BHE 3aBUCUMOCTH OT (OHIOBOM
NPUHALJIEKHOCTH JOKYMEHTOB) HA OCHOBAaHMM 3aKa3a Ha M3TOTOBJIECHUE
CTPaxOBbIX KOIMUN 3aHOCUTCS KakJas €AMHMIIA XpaHeHus cTpaxoBoro (ouma. [lo



KHUTe ydera mocTymieHud (rpada 1) emuHuIlaM XpaHeHHsI cTpaxoBoro (onma
MPUCBAUBAIOTCSl YYETHbIE HOMEpA, KOTOPBIE SBIISIIOTCS COCTABHOM YacThIO HX
apXMBHBIX MHU(POB.

Ha Bce crpaxoBble KOMUM YHHUKAJbHBIX JOKYMEHTOB M 0CO00 IEHHBIX
JIOKyMEHTOB BHE 3aBUCHUMOCTH OT UX (POHIIOBOM NMPUHAIJICKHOCTH COCTaBIISETCA
ONMKCh CTpaxoBoro ¢GoHAa, HyMepalus €JUHUIl XpaHEHUs cTpaxoBoro (oHma B
KOTOPOM COOTBETCTBYET YYETHBIM HOMEpaM, MPUCBOCHHBIM MM IO KHUTE yyeTa
MOCTYTUICHUH.

ApXWBHBIM MHU(GPOM EIUHUIBI XpaHEHUS CTPaxoBOro (oHIA SBISACTCS
Ha3BaHHWE apXvBa, HOMEp OMHUCHU CTPaxoBOro (oHAa, HOMEp ydeTa EIMHHIIBI
XpaHeHus cTpaxoBoro ¢oHaa ¢ fodbasnenneM unaekca "Cd".

3.7.14.2. 3a enuHuily ydera cTpaxoBoro (oHAa AOKYMEHTOB Ha OyMa)KHOU
OCHOBE Ha MHUKpOo(HIIAX NPUHUMACTCS OJHA WJIM HECKOJIBKO MHUKPOQHIIL,
OTCHSITBIX C OJTHOTO JieJia ¥ TIOMEIICHHBIX B OJIMH KOHBEPT, 38 €AUHUILY XPAHECHUS -
MUKpOQHUIIIA.

[lo xHMre ydera MOCTYIUIEHUN cTpaxoBoro GoHaa U (PoHJa MOJIb30BAHUS Ha
MUKpO(UIIAX KaKJIOMY TMOCTYIJICHUIO TPUCBAUBACTCS TMOPSJIKOBBIA HOMED.
KonuyecTBeHHBIE TMOKa3aTeM BHOCATCS C y4yeTOM (OHJIOBOM MPUHAJJICKHOCTU
OTCHSTBHIX KOMUU MO KaXIOMY apXWMBHOMY (DOHIY M OMHCH e, JOKyMEHTOB
OTJIEIBHO.

Onucu crpaxoBoro (QoHIa Ha MHUKPO(HIIAX COCTABISIOTCS Pa3AeiibHO Ha
CTPaxOBbI€ KOMHUH KaXKJI0r0 apXUBHOr0O (POH/IA, OJAHY WJIM HECKOJIBKO €T0 OIHUCEH.

YyeTHBIM HOMEpPOM EIUHHUIIBI yueTa cTpaxoBoro (onma u (Qonna
MOJIb30BAaHUSI JJOKYMEHTOB Ha OYMa)XHOM OCHOBE, M3rOTOBJIEHHOTO Ha
MUKpO(HUIIAX, SABIICTCS YYETHBI HOMEP OTCHATOTO Jeia, apXUBHBIM MH(poOM -
COOTBETCTBEHHO, ApXUBHBIN MIKU(P OTCHATOTO Jiea ¢ 1obaBieHueM unaekca "Co"
- mst ctpaxoBoro donma u "II" ("Iloszutus"), "1" ("duazoxonus") - mias Gonma
MOJIb30BaHUSI.

3.7.14.3. EnuHunbl XpaHeHUsI/€AMHUIIBI y4eTa cTpaxoBoro Gouma u (onma
MOJIb30BAaHUSI ~ AyJMOBU3yaJIbHBIX  JIOKYMEHTOB  HWJCHTHUYHBI  EAUHHUIIAM
XpaHEeHUsI/eIMHUIIAM yUYeTa ayIMOBU3yaJIbHBIX TOKYMEHTOB.

CtpaxoBble KOMUU KHUHO- U (DOTOIOKYMEHTOB YYUTBHIBAIOTCS HE3aBHUCHUMO OT
BUJIa KUHO- W (POTOJOKYMEHTOB B KHUTaxX YyueTa TOCTYIUICHMH U OIUCIX
ctpaxoBoro ¢hoHa u (GoH/Ia MOTH30BAHUS.

CrpaxoBeie  KOmWU  (OHOJOKYMEHTOB HAa  MAarHUTHOM  JICHTE W
IPaMOPUTHHAJIOB H3-32 UX O00O0COOJIEHHOTO XpaHEHUsl YUYHUTBIBAIOTCS B PAa3HBIX
KHHWTax ydeTa MOCTYIICHUH U OTHCSX.

B uTOroBBIX 3amucsax KHUT ydeTa MOCTYIUICHUN M OMHCeN CTpaxoBoro QoHaa
u (oHga mONB30BaHUA KUHO(MOTOJOKYMEHTOB U  (POHOJOKYMEHTOB Ha
METaJUIMYECKUX JTUCKAX JOTOTHUTEIBHO MOXKET YKa3bIBATHCSI KOJWYECTBO €WHUIL
XpPaHEHHUs] COOTBETCTBEHHO TMPOMEXKYTOUYHBIX TIO3UTUBOB W KOHTPATHUIIOB;
MO3UTHUBOB U AyOsb-HeratuBoB; HeueTHHIX (1) 1 yetHbIx (II) rpamopurnHaios.

B UTOTOBBIX 3aIUCAX K OITUCSAM CTPaxOBBIX KONUU
KMHO(POTODOHOTOKYMEHTOB YKa3bIBa€TCsl TaKKe MX OOBEM B MeTpax, Kajpax,
yacax 3ByYaHMUsI.



Homep enununpl ydera cTpaxoBoro ¢oHma KaHOPOTOPOHOIOKYMEHTOB
MEPEHOCUTCS B OMHCh W3 KHUTU Yy4eTa MOCTYIUICHUH. ApPXUBHBIM HIH(poM
SIUHUIIBI y4YeTa cTpaxoBoro GoxHma KUHOPOTOPOHOJOKYMEHTA SBIISICTCSI HA3BaHUE
apXuBa, HOMEP CAUHUIILI yueTa cTpaxoBoro (oHa ¢ qobaBiaeHueM nHjaekca "Cd".

3.7.14.4. Yder xonmii apXuBHBIX JOKYMEHTOB, CO3JaHHBIX B IPOLIECCE UX
WCIIOJIB30BaHUsA W BKIIOYEHHBIX B (DOHJ TIOJB30BaHUS, BEIETCS B apXuBe B
OT/ICJIbHOM KHUTE y4eTa KOMUH ATUX JOKYMEHTOB.

YdeT My3eHHBIX MPEAMETOB U OMOIMOTEUHBIX (POHIOB

3.7.15. Yyer My3eHHBIX MNPEIMETOB, SBIAIONIMXCS BIIOXEHHEM B JIEIO,
BEJICTCS B YCTAHOBJICHHOM Topsiake (cm. 1. 3.7.13).

My3eiiHbple PEeIMETBI, HE SBILIIOIIMECS BIIOKEHUSMHU B JEJ0, IPUHATHIE HA
XpaHEHHUE B COCTaBE apXUBHOTO (POH/A, YUUTHIBAIOTCS B COCTaBE 3TOro (hoHAA Kak
eAUHULBI XpaHeHus. [Ipy 3HaUYNTETPHOM KOJMYECTBE TAKUX €IMHUI] XPAaHEHUS Ha
HUX COCTaBIIECTCS OTIEIbHAS OIUCH AEII, JTOKYMEHTOB.

Bxotouenue B coctaB Myseiinoro ¢onna Poccuiickoit denepanuyu U y4er
JAHHBIX MY3EHHBIX IPEAMETOB OCYILECTBIISIIOTCS B COOTBETCTBUM C IIOPSALKOM,
YCTaHOBJIEHHBIM  CHEIHAJIbHO  YIOJHOMOYEHHBIM  (hefepajabHbIlM  OpraHOM
UCIIOJIHUTENbHOM BiacTH st Myselnoro donaa Poccuiickoit deneparym.

Yyer My3eHHBIX IPEAMETOB, COACP/KANX PArOLICHHbIE METAJUIbl U KAMHU,
BEJICTCS B YCTAHOBIICHHOM Topsiake (cm. 1. 3.7.10).

3.7.16. Yyet 6MOIMOTEUHOTO (CIIPaBOYHO-UH(POPMALIMOHHOr0) (POHAA apXUBa
BEIETCSI B  COOTBETCTBUM C  TOPSAKOM, YCTAHOBJIEHHBIM  CIIEHHAIBHO
YIOJHOMOYEHHBIM  (heJlepaibHbIM OpPraHOM HUCIOJHUTENbHON BJIAcTH A
O1OIMOTEUHBIX (POHIOB.

IV. Opranuzanusi KOMIUIEKTOBAHUS apXHBa JOKYMEHTAMU
apxuBHOro (ponna Poccuiickoit @enepanuu u ApyrumMu
ApXUBHBIMU JOKYMEHTAMU

(B pa3mene Ha rocyAapCTBEHHbIE U MYHULUNAIbHbIE My3€d U OUOIMOTEKH
pacripoctpansitores mi. 4.3, 4.3.1,4.3.2,4.4.2,4.4.3,4.4.4, 4.7)

4.1. CuctemaTu4ecKoe MOMOJHEHUE apXUBa JOKYMEHTaMu ApXUBHOTro GoHIa
Poccuiickoit @eaepannn (KOMIJIEKTOBAHUE apXHUBa) BKIIOYAET:

onpeeneHre HCTOYHUKOB KOMIUIEKTOBAHUS apXUBa;

OMpeJeeHNe COCTaBa AapXMBHBIX JIOKYMEHTOB, MOISKAIIUX MpHEMY B
apXuB;

npueM-rnepesady apXuBHBIX JOKYMEHTOB B apXUB.

M cTOYHMKY KOMIUIEKTOBAHUS apXUBa
4.2. TocynmapCTBEHHbIE OpraHbl M OpraHbl MECTHOTO CaMOYIPAaBICHUS

BKIIIOYAOTCA B CIIMCKHM HMCTOYHHUKOB KOMINUICKTOBAHUA TOCYAAPCTBCHHBIX U
MYHUIUIIAIBHBIX apXUBOB B 00s13aTeIbHOM IMOPAOKE.
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HNctouHnkaMyu KOMILJIEKTOBAHUS apXHMBa BBICTYIMAIOT TAKXKE OPraHU3ALMNU U
rpaxjaaHe, B Ipolecce MACSITENbHOCTH KOTOPBIX 00pa3yroTcs JAOKYMEHTbI
ApxuHoro ¢onaa Poccuiickoit deaeparum.

HerocynapcTBeHHbIE OpraHU3aliy, a TAKKE TPAKIAHE BKIFOYAIOTCA B CIIUCKU
HMCTOYHUKOB KOMILJIEKTOBAHUS apXMBa HA OCHOBAHMHU JIOTOBOPA.

HerocynapctBeHHble oOpraHu3anuyd, BpPEMEHHO XpaHAIIUME JOKYMEHTHI
ApxuBHoro ¢onaa Poccuiickoit denepanuu, oTHOcAmuecs K denepanbHON
COOCTBEHHOCTH, COOCTBEHHOCTH CyObekTOB Poccuiickoit ®Denepauuu uian
MYHUITUTIATPHOM ~ COOCTBEHHOCTH, BKJIIOYAIOTCS B  CIOUCKH  HWCTOYHHKOB
KOMIUICKTOBAHHMSI TE€X AapXWBOB, HWCTOYHUKAMHU KOMIUIEKTOBAHHMS KOTOPBIX
ABJSUTUCh HMX MPENIICCTBEHHUKH - TOCYAapCTBEHHbIE M MYHUIUNAIbHBIC
OpraHU3aIUU.

4.2.1. OTHeCEHNE K UCTOYHMKAM KOMIUIEKTOBAHUS apXHWBa IPOU3BOJIUTCS Ha
OCHOBAHUHU KPUTEPHEB:

JUISl OpTaHU3aIUN:

(GYHKIIMOHATBHO-IIENIEBOTO  HA3HAYEHUsT  OpraHu3anuud  (IJIs  TPYIIbI
OpraHu3alliii, BBIMOJHSIONUX aHAJIOTHYHbIC (YHKIUMU, HUCIOJb3yeTcs Gdopma
BBIOOPOYHOTO TIPUEMA);

MOJIHOTHl OTPAKEHUS MHPOPMALUU O JCATEIBHOCTH OpraHu3aluu B
apXUBHBIX (POHJIaX APYTUX OpraHU3AlIUA;

JUISL TPaXKIaH:

BKJaJ TpaXJaHWHA B pa3BUTHE HAyKU, KYJIbTYpPhl W JpYyrux oobOsacteit
JESITEbHOCTH;

€ro pojib B Ka4eCTBE YYACTHHUKA, OYEBHU/IIA BBIIAIOIIUXCS COOBITUMN B KU3HU
00IIIeCTBA;

POJCTBEHHBIC, JIPYKECKHE, TBOPUYECKUE CBS3U Tpa)KJaHWHA, MECTO PadOThI,
3aHUMaeMasi JOJIKHOCTB;

TUMUYHOCTh €r0 APXMBHBIX IOKYMEHTOB JIJISl 3MOXHU (JOKYMEHTHI "psAIOBBIX"
rpak/iaH);

COCTaB | COJIEP’KaHNE COOPAHHBIX TPAKIAHUHOM apXUBHBIX JTOKYMEHTOB.

CHMCKHM UCTOYHUKOB KOMIIJICKTOBAHHUS dpXuBa

4.2.2. COuCKM HCTOYHUKOB KOMIUICKTOBAHUSA COCTABJISIIOTCA apXWUBOM Ha
OCHOBAaHHUU 3aKOHOJATENhCTBA 00 apxuBHOM Jeie B Poccuiickoit denepanuu,
HopMm mm. 4.2 u 4.2.1 Hacrosmux [IpaBui, a Takke peKOMEHAAIMN CHENUATBHO
YIOJIHOMOUYEHHOTO (heliepajJbHOTO0 OpraHa MCIOJHUTEIBHOW BiIacTd B cdepe
apXUBHOTO J€J1a, TOATOTOBJIEHHBIX CAMOCTOSITEJIbHO WMJIM COBMECTHO C JAPYTUMHU
dbenepadbHBIMA  OpraHaMHM  UCIIOJHUTEIBLHOM  BJIACTH, B  TOM  YHUCJE
OCYIIECTBIISIONIMMHU JICTIO3UTAPHOE XPAHEHUE JTOKYMEHTOB ApXWBHOTO (hoHIa
Pocculickon ®@enepanumu.

ApXUB BeJET CIHCOK OpraHM3aluil - HMCTOYHUKOB KOMILJIGKTOBAHUS IO
YCTaHOBJICHHOH (hopMme.

Crmcok rpaxaad (COOCTBEHHUKOB WM BJIQ/ICNIbIIEB apXUBHBIX JOKYMEHTOB) -
MCTOYHUKOB KOMIUICKTOBaHHUS BEIETCS 110 TPHHATONH B apxuBe (opme ¢



00s13aTeNbHBIM yKa3aHUuEM (paMHUIIuil, UMEH, OTYECTB, a[pECOB MECTA KHUTEIbCTBA,
IOPUIUYECKOTO 000CHOBAHUSI BO3MOXKHOCTH TIEPEIayu UX apXHWBHBIX JOKYMEHTOB
B ApXUB.

B apxuBe, mnpuHMUMawIIEM Ha XpAaHEHUE pAa3JIMYHbIE BUABl aAPXUBHBIX
JIOKYMEHTOB, COCTaBJISIFOTCS U BEAYTCSl CAMOCTOSITENIBHBIE CIIMCKU OPraHU3aluN -
VCTOYHUKOB KOMIUIEKTOBAaHUsI HAYy4YHO-TEXHUYECKOM JOKYMEHTALUEH, CIIUCKU
Opra’Hu3alyvi - ICTOYHUKOB KOMIUIEKTOBAHUS ayAMOBU3YaAJIIbHBIMU JJOKYMEHTAMMU.

4.2.2.1. TlpoekTsl CHHCKOB HCTOYHHUKOB KOMIUJICKTOBaHUS (eaepatbHbIX
rOCYJTapCTBEHHBIX APXMBOB IIOCJIE PACCMOTPEHUS UX HA HKCIIEPTHO-NPOBEPOUHOU
komuccun (OIIK) apxuBa mnpencraBisieTrcs Ha corjacoBaHue LleHTpanbHOU
skcrnepTHo-npoBepoyHoit komuccuu (I[DIIK) cnenuanbHO YMOJIHOMOYEHHOTO
denepanbHOrO OpraHa HCIOJMHUTEIBHOW BIAacTU B cdepe apXWBHOTO Jiena;
roCyJIapCTBEHHBIX apXUBOB CyObekTa Poccuiickoit denepanyu 1 MyHULIUTATBHBIX
apxuBOB - Ha cornacoBaHue OIIK ymoaHOMOYEHHOro opraHa MCIOJTHUTEIbHOMN
BiacTu cyobekTa Poccuiickoit @enepanuu B chepe apXUBHOTO JieJia; OpraHu3aIui
Poccuiickoii akamemun Hayk - Ha corjacoBanne OIIK ApxuBa Poccuiickoit
aKaJeMHU HayK.

Pemenne DMK cnenuanbHO yHOJIHOMOYEHHOTO (eepaTbHOTO OpraHa
UCIIOJIHUTENILHON BIacTu B cdepe apxuBHoro jaena, JIIK ymomHomoueHHOTO
opraHa HCIOJHUTEIbHOU BiacTu cyobekTa Poccuiickoit denepaumu B chepe
apxuBHoro nemna, JIIK ApxwuBa Poccuiickoil akageMuud HayK O COIJIaCOBAHUU
CIIMCKAa HCTOYHMKOB KOMIUIEKTOBAHUS apXWBa SIBJSIETCS OCHOBAHHMEM JUIA €0
YTBEPKIAEHUS PYKOBOJICTBOM COOTBETCTBYIOIIETO apXUBA WM OPTAHOM MECTHOTO
camoyrpaBiieHusi ([Ji1 MyHULMIAJIBHBIX apXHMBOB), Mpe3uanymMoM Poccuiickoii
aKaJeMuu HayK.

ApXUB BIPABE BECTU CHUCOK BO3MOKHBIX ICTOYHUKOB KOMILJICKTOBAHUS.

CrpaBku, SKCIIEPTHBIE 3aKIFOUECHHS O BKIFOYEHUN OpraHU3aluid U rpaxiaaH B
CIIUCKH MCTOYHHMKOB KOMIUJIEKTOBAHUS ApXWBA WM UCKIFOUEHUH UX U3 YKa3aHHBIX
CIIUCKOB, a Takke O (QopMe mpuemMa apXMBHBIX JOKYMEHTOB Ha XpaHEHUE H
MIPEICTABIISIOTCS:

denepanbHBIMU TOCYAAPCTBEHHBIMU apXuBaMu - Ha paccmorpenue [[DIIK
CHEIUATBHO YIIOJHOMOYEHHOTO (peiepaibHOr0 OpraHa UCTIOJIHUTENILHOM BJIaCTH B
chepe apxuBHOro jena (pemieHue 00 MCKIIOUEHHWH OpTaHM3allid M3 CIIHMCKa
MCTOYHHUKOB KOMILUIEKTOBAaHMS (peiepaibHOro rocyAapCTBEHHOIO apXHBa B Cilydae
ee nukBuanuu npuaumaetcs JIIK dengepanbHOro rocyapcTBEHHOTO apXuBa);

roCyJlapCTBEHHBIMU apXuBaMH CyObeKkTOB Poccuiickoit ®exaeparuu u
MYHULHMNAIBHBIMU apXUBaMH - Ha paccMoTpenne DIIK ynoiHoMo4YeHHOrO opraHa
UCIIOJIHUTENbHOM BiacTu cyobekTa Poccuiickoit denepannu B chepe apXUBHOTO
Jiena;

opranuzauusimMu Poccuiickoil akagemuu Hayk - Ha paccmorpenne OIIK
ApxuBa Poccuiickoil akajieMun HayK.

YTOUHEHHE U TIEPEYTBEPKIACHHUE CIHCKOB HCTOYHUKOB KOMILJIEKTOBAHUS
apXUBOB TMPOBOJUTCS MO Mepe HeoOoxoauMocTH. (OcCHOBaHHEM [UJIsl 3TOTO
ABJISIFOTCS: CO3JIaHUE, PEeOopraHu3anus, JUKBUAALWS TOCYIJapCTBEHHOIO OpraHa,
OpraHa MECTHOIO CaMOYIPAaBJICHUS, OpPraHu3alMy; OTKa3 HETrOCYJIapCTBEHHBIX



OpraHu3alyid U rPAXKJaH OT COTPYJHUYECTBA C ApXUBOM (PACTOPKEHHUE TI0IOBOPA);
pemenne [IDIIK cnemuanbHO  yHmoJIHOMOYEHHOTro  (elepasibHOrO  OpraHa
UCIIOJIHUTENbHON BiacTu B cdepe apxuBHoro naena, JIIK ymomHomodeHHOTO
opraHa HCHOJHUTEIILHOW BiacTu cyobekra Poccuiickoit ®depeparuu B chepe
apxuBHoro gena u OIIK ApxwuBa Pocculickoil akageMuu HayK O Iepenaye
OpraHM3allid B CHOUCOK HCTOYHHUKOB KOMIUIEKTOBAHMS JPYroro apxmuBa.
Opranuzaiusi MOXeT ObITh MCKIIIOYEHA U3 CIUCKA MCTOYHHUKOB KOMILIEKTOBAHMS
apXuBa, €CJIM B IPOLECCE IEATEIbHOCTH OPraHU3alMH NEePEeCcTaau 00pa30BbIBATHCS
TOoKyMeHTBhI ApxuBHOTO (oHma Poccuiickoit deneparum.

4.2.3. ApxuB BeAeT HAOIIOJATENBHOE NEJI0 Ha KaXAbld IOCYyAapCTBEHHBIN
Opral, OpraH MECTHOIO CaMOYNpPaBICHUS W OPraHU3alHMI0 - HCTOYHUK
KOMIUJIEKTOBAHUS APXMBA, B KOTOPOE BKJIIOUAIOTCS JJOKYMEHTHI, XapaKTEPU3YIOIINE
€ro MpaBOBOW CTaTyC U AESATENBHOCTh, a TaKKe padOTy apXuBa U OPraHHU3aLUIO
JIOKYMEHTOB B JIeNIONPOU3BOJIcTBE. HabmogaTenbHoe 1510 MOKET ObITh 3aBEICHO
Y Ha TPaKJaHWHA - UCTOYHUK KOMIUIEKTOBAHUS apXuBa, B KOTOPOE BKIIKOYAIOTCS
CBEJICHUs O COCTABE U COJIEPIKAHUU €TI0 apPXUBHBIX JIOKYMEHTOB.

B nensx ydera paboThl ¢ MCTOYHHMKAMHU KOMIUIEKTOBAaHUSI apXUB BIIPaBe
CO3/1aBaTh yUYETHO-CIPABOYHBIE KAPTOTEKH U 0a3bl JaHHBIX.

HOpHIIOK OKCIICPTHU3bI HCHHOCTU JOKYMCHTOB

4.3. ApxuBHbBIE JOKYMEHTBI BKJIOYAIOTCSI B cocTaB ApXuUBHOro (oHaa
Poccuiickoit denepanrii Ha OCHOBAaHUU SKCIIEPTU3BI IIEHHOCTH JTIOKYMEHTOB (T.€.
W3Y4YEHHS TOKYMEHTOB Ha OCHOBE KPUTEPUEB MX LIEHHOCTH B LIEISIX ONMPEACICHUS
CPOKOB XpaHEHHs JOKYMEHTOB U UX 0TOOpa Ha MOCTOSIHHOE XPaHEHUE).

Bxitouenne nokymeHTOB B cocTaB  ApxuBHoro ¢onma Poccuiickoi
denepanuu OCYIIECTBISETCS HA OCHOBE KOMILIEKCHOTO IIPUMEHEHUSI KPUTEPUEB
INPOUCXOXKICHUS JOKYMEHTOB ((PYHKIIMOHAIBHO-IIEIEBOE€ Ha3HAUEHHE HMCTOYHUKA
KOMIUIEKTOBAHUS C YYETOM €ro 0coOOW PO WIJIM THUIIOBOTO XapakTepa, Bpems U
MECTO CO3/aHusl JOKyMEHTa U T.N.), COJAEPKaHHUA JOKYMEHTOB (3HAYMMOCTh
uHpOpMallMU, B TOM YHCJIIE €€ YHUKAJIbHOCTb, TUITMUYHOCTh WJIM MOBTOPSIEMOCTD,
BUJ] JOKYMEHTA, €ro MOJJUHHOCTD), BHEIITHUX OCOOEHHOCTEH JOKYMEHTOB ((opMma
¢ukcupoBaHHSd M Mepefaud COAEpKAHUS, YAOCTOBEpEHUS U OPOPMIICHHUS
JIOKYMEHTA).

[Ipu BKIIOYEHUM AOKYMEHTOB B cocTaB ApxuBHOro (onga Poccuiickoi
denepauMyd UCMOJIB3YETCS Takke (opMa TMMOBHJIOBOTO WM TPYHIIOBOrO
BBIOOPOYHOTO ITpUEMaA IOKYMEHTOB.

4.3.1. Pemenue Hay4HO-METOJIUYECKUX BOMPOCOB, CBA3aHHBIX C DKCIIEPTU30M
LIEHHOCTH JIOKYMEHTOB U BKJIIOYEHHEM UX B cocTaB ApxXuBHOro (QoHaa
Poccuiickoit @eneparuu, a TakKe ¢ ONMPEACICHUEM B €r0 COCTaBe 0C000 IEHHBIX
JOKYMEHTOB, B TOM YHCJI€ YHUKaJBHBIX JOKYMEHTOB, ocyuectisercs LOIIK
CHELMAIBHO YIIOJTHOMOUYEHHOTO (heJIepajIbHOr0 OpraHa UCIOJIHUTEIbHON BIACTH B
cdepe apxXuBHOTO Jena.

OKcnepTh3a LEHHOCTHM JIOKYMEHTOB OCYILECTBIIIETCS YHOJHOMOYEHHBIM
OpraHOM HCIIOJTHUTENbHONW BiacTu cyOwbekta Poccuiickoit denepammu B chepe



ApXUBHOI'0 nAcjia, apXWBOM COBMCCTHO C COOCTBEHHHKOM HJIH BJIaACIIbLIEM
APpXUBHBIX JOKYMCHTOB B COOTBECTCTBHUU C KPUTCPHUAMHU, YCTAHOBJICHHBIMU B II. 4.3
HaCTOAIIINX HpaBI/IJ'I.

Koncynprantlntoc: npumedanue.

[Ipukazom MuHkyneTypbel PO yrBepxkaeH llepeueHb THUINOBBIX APXUBHBIX
JIOKyMEHTOB, O0Opa3yloIIMXCd B HAyYHO-TEXHHUYECKOM U TMPOU3BOJICTBEHHOU
JESITEIbHOCTH OPraHU3alui, C YKA3aHUEM CPOKOB XPAaHCHMUSI.

IIpn npoBeneHnn dKCHEPTU3BI HEHHOCTH JOKYMEHTOB U ONPEIEICHUHA CPOKOB
XpaHEeHUs1 TOKYMEHTOB ApXUB PYKOBOJCTBYETCS IEPEUYHSIMHU THUIIOBBIX apXHWBHBIX
JOKYMEHTOB C YyKa3aHHEM CpPOKOB XpPAaHEHUS; IEPEYHSAMH JOKYMEHTOB,
oOpa3yomuxcsi B TpoOIecce  JEATENbHOCTH  (eiepalbHBIX  OPraHoB
rOCyJapCTBEHHOM BJIAaCTH, WHBIX TOCYJApCTBEHHbIX oOpraHoB Poccuiickoi
Qenepanuu, a TaKKe B IPOLECCE AEATEIBHOCTH IOABEIOMCTBEHHBIX UM
OpraHu3aliii, ¢ yKa3aHHEM CPOKOB XpaHEHMs (OTpacieBble MEPEUYHM); a TaKKe
CPOKaMH XpaHEHHMs OTHAECJIBHBIX BUJIOB apPXHUBHBIX JOKYMEHTOB, B TOM YHCIIE HE
BOLIEIINX B yKa3aHHbIE IIEPEYHU, KOTOPBIE YCTaHaBJIMBAIOTCS
3aKkoHoAaTenbcTBOM Poccuiickon denepannu.

Pemenus o BkitoueHuu B coctaB ApxuBHoro ¢ponaa Poccuiickoit @enepanuu
KOHKPETHBIX JOKyMEeHTOB mnpuHuMarotcs JIIK ¢enepaibHbIX rocyaapCTBEHHBIX
apxuBoB, JIIK ymnmosHOMOYEHHBIX OpPraHOB MCHOJHUTEIBLHOW BIACTH CYOBEKTOB
Poccuiickoii ®enepanuu B cdepe apXMBHOrO Jena, 3KCHEPTHbIMH (HOHIAOBO-
3aKyNOYHBIMM KOMMCCUSMHM T'OCYJAapCTBEHHBIX W MYHHIMIAJIBHBIX MY3€EEB,
HKCIIEPTHBIMU KOMHUCCHUSIMH TOCYJApPCTBEHHBIX W MYHUIMIAIbHBIX OHOJIMOTEK,
OIIK ApxuBa Poccuiickoii AkanemMunm HayK IpU YTBEPKICHUM ONUCEH JEll,
JOKYMEHTOB IIOCTOSIHHOTO CPOKa XPAHEHUS.

[TonHoMOUMS W MOPANOK AeATeNbHOCTH ykazaHHbIXx OIIK omnpenensrorcs
MOJIOKEHUSIMU O HHUX, pa3pabaTblBaMbIMM Ha OCHOBE COOTBETCTBYIOIIHUX
IIPUMEPHBIX  TOJIOKEHUW, YTBEPKIAAEMBIX  CHELUUAIBHO  YIOJHOMOYEHHBIM
denepanbHBIM OPraHOM UCIOJIHUTEIBLHON BJIACTH B cpepe apXUBHOTO Jea.

ApxuB paccMaTpuBaeT M rotoBUT K yTBepxkaeHuto OIIK ynosHOMO4YeHHOro
opraHa HCHOJHUTEIbHONU BiacTu cyobekTa Poccuiickoit denepaunu B cdepe
apXMBHOTIO JIeJ1a OMUCH e, JOKYMEHTOB (KMJIM UX FOJIOBBIE pa3/ielibl) IOCTOSIHHOTO
CpoKa XpaHeHusi, oOOpa30BaBIIMXCA B  JIEATEIbHOCTH €ro HCTOYHHUKOB
KOMIUIEKTOBaHMs. DenepalibHble TOCYIapCTBEHHBIE apXuBbl, ApxuB Poccuiickon
AKaneMny HayK yTBEPKAAKOT YKa3aHHbIE ONTMCU CAMOCTOSATEIBHO.

ApxuB TrOTOBUT K cortacoBanuto OIIK  ymomHomMoueHHOro oprana
WCIIOJIHUTENLHOM BiacTu cyObekTa Poccuiickoit denepamnuu B chepe apXUBHOTO
JleJJa WU  COIVIaCOBBIBAET B COOTBETCTBUM C IPENOCTABICHHBIMH  €MY
MOJIHOMOYHSIMH OITHUCH JI€] M0 JUYHOMY COCTaBYy (MJIM MX TOJOBBIE Pa3J€ibl), AKThI
O HEUCIIPAaBUMBIX MOBPEKICHUSIX TOKYMEHTOB (mpuioxkenne N 1). denepanbHbie
rocyJapCTBEHHbIE apXuBbl, ApxuB Poccuiickoii AkagemMuu HayK MPOBOJAT
COTJIACOBAHME NEPEUUCIIEHHBIX JTOKYMEHTOB CAMOCTOSITEIBHO.

BxiroueHne TOKyMEHTOB, HaXOSAIIMXCS B YACTHOM COOCTBEHHOCTH, B COCTAaB
ApxuBHoro ¢onga Poccuiickoit ®denepanuy OCYIIECTBISECTCS Ha OCHOBAaHUU
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OKCIIEPTU3Bl IIEHHOCTH JOKYMEHTOB U OQOPMIISIETCS JOTOBOPOM  MEXKIY
COOCTBEHHMKOM WJIM BJIAJIENIbIIEM apXMBHBIX IOKYMEHTOB U apXuBOM. B nanHOM
JIOTOBOPE YKa3bIBAIOTCSI O0S3aHHOCTU COOCTBEHHMKA WJIM BIAJENblla apXUBHBIX
JOKYMEHTOB TI0 XPaHECHHIO, YYETYy U HCIOJIb30BAHHIO JTOKYMEHTOB APXHBHOIO
dbonna Poccuiickoit deaeparumu.

4.3.2. DkcnepTr3a EHHOCTH IOKYMEHTOB B apXUBE ITPOBOIUTCS:

[0 UCTEYEHUN CPOKOB BPEMEHHOI'O XPAHEHHUSI apXMBHBIX JOKYMEHTOB, B TOM
Yyuciae JOKYMEHTOB 1O JIMYHOMY COCTaBy, IOCTYNUBIIUX B apXWB OT
JUKBUUPOBAHHBIX rOCyJ1IapCTBEHHBIX OpTraHoB, OpraHoB MECTHOTO
CaMOYIPaBJIEHUS U OPTaHU3ALUM;

IpU TOCTYIUICHUUM B apPXWB B HCKIIOYUTEIBHBIX CIIy4yasiXx JOKYMEHTOB B
HEYNOPSAOUYCHHOM COCTOSIHUM;

B cllydae 0€3BO3BPATHOIO BBIBO3a APXUBHBIX JIOKYMEHTOB 32 PyOEIK.

[To pe3ynbTaTaM SKCHEPTU3bI LEHHOCTU JOKYMEHTOB, CPOKA BpPEMEHHOTO
XpaHEHUsI KOTOPBIX HCTEKJIM, B TOM YHCIE AOKYMEHTOB IO JUYHOMY COCTaBY,
apXWB COCTaBIIIET AKT O BBIJCICHUM K YHUUYTOXKEHUIO JOKYMEHTOB, HE
nojyiexanux xpaHenuto (mpwioxkenue N 11), U B yCTaHOBJICHHOM MOPSIKE
BHOCHUT U3MEHEHUS B YUETHBIE JOKYMEHTHI apXHUBa.

B pesynbTare skcnepTr3bl HEHHOCTH JOKYMEHTOB, IMOCTYIUBIINX B aApXUB B
HEYNOPSIAOYEHHOM COCTOSIHUM, apXUB COCTaBISI€T OINKHCH JEd, JOKYMEHTOB
MOCTOSTHHOT'O XpaHEHHUsI, OMUCH Jie]d BpeMeHHoro (cBbimie 10 jieT) cpoka XpaHeHus,
OMUCU JeJd TO JHUYHOMY COCTaBy M aKT O BBIICJICHUM K YHHUTOXEHUIO
JOKYMEHTOB, HE TOJIJICKAIINX XpaHeHuto (puitokenue N 11).

[Tognexamniye YHUYTOXKEHHIO apXUBHbIE JOKYMEHTHl TMEepelaloTcs Ha
nepepaboTKy (YTWIM3ALMIO) U CHUMAIOTCS C yuyeTa B YCTAHOBJICHHOM TMOPSIJIKE.
Cnaua nen opopmIsieTcst MPUEeMO-CIaTOYHON HaKJIaHOM, B KOTOPOH yKa3bIBAIOTCS
JaTa Tepeiadu, KOJIMYeCTBO CAABAEMBIX JIEN U BeC OyMaKHOM MaKyJaTyphl.

[Topsnok mpuema apXuBHBIX JOKYMEHTOB

4.4. OT UICTOYHUKOB KOMIUICKTOBAHUS apXUBa JOKYMEHTHI ApXUBHOTO (hOoHIA
Poccutickonn ®enepaun NPUHUMAIOTCS TOCYIAPCTBEHHBIM W MYHUUMIAIBHBIM
apXuBamu, opraHu3anuerd Poccuiickoi akaJeMHM HAayK 110 UCTEUYEHUH CPOKOB HX
BPEMEHHOIO XPAaHEHUSA, YCTAHOBJIEHHBIX 3aKOHOJATEIBLCTBOM Poccuiickoit
denepaunm.

B HCKIIOUMTENBHBIX CiIydasiX CpPOKM BPEMEHHOTO XPaHEHUA JOKYMEHTOB
ApxuHoro ¢gonna Poccuiickoit denepanum Moryt ObITh IPOJUICHBI IO POCHOE
MCTOYHUKOB KOMIUJICKTOBaHUSI apXvBa TIPU HEOOXOAUMOCTH MPAKTUUYECKOTO
MCIMOJIb30BaHUs APXUBHBIX JOKYMEHTOB WJIM OTCYTCTBHUSI Y apXHWBa BO3MOXHOCTHU
Ui TpUeMa  yKAa3aHHBIX  JIOKYMEHTOB B CPOKH,  YCTAHOBJICHHBIC
3akoHoarenbCcTBoM Poccuiickorn @enepanuu. [IpomieHue yka3aHHBIX CPOKOB
OCYIIECTBIISICTCS: IS WCTOYHHKOB KOMIUICKTOBaHUSA (DerepaibHBIX apXUBOB -
pemernem OIIK denepanbHBIX apXWBOB; UIsi MCTOYHHUKOB KOMIUICKTOBAHUS
JIpyrux apxuBoB - pemieHueM JIIK ynmoiHOMOYEHHBIX OPraHOB MCIOJHUTEIBHOU
BiIacTu cyOwnekToB Poccuiickoit ®enepanuu B cdepe apXUBHOTO Jeia; s



HMCTOYHUKOB KOMIUIEKTOBaHUSI ApxuBa Poccuiickoil akajieMun HayK - pelieHUueM
OIIK sToro apxusa.

Cpoxu BpEMEHHOTO XpaHEHHs TOKyMeHTOB ApxuBHoro (onga Poccuiickoit
@enepalii B HETOCYJAPCTBEHHBIX OPraHU3ALUAX OIPEACISIOTCS B JI0TOBOpE
MEXIy apXHUBOM M COOCTBEHHUKOM WJTU BJIa/ICNIbLIEM YKa3aHHBIX JOKYMEHTOB.

4.4.1. Tlpuem noxymeHntoB ApxuBHOro (onmaa Poccuiickoit denepannu ot
MCTOYHUKOB  KOMIUICGKTOBAHUS  OCYLIECTBJISACTCS  TOCYJAapCTBEHHBIM WU
MYHULIMNIAIBHBIM apXWBaMH, oOpranusanuend Poccuickod axkageMuu HaykK B
COOTBETCTBUHM C IUIAHOM-TPa(UKOM, KOTOPBIM YTBEpXKIaeTCsl PYKOBOJICTBOM
apX#Ba I10 COTJIACOBAHMIO C NCTOYHMKAMU KOMIUIEKTOBAHMS. BHETUIAHOBBIN NIpUEM
TOKyMeHTOB ApxuBHOTO (onma Poccuiickoit demeparun, a TakkKe apXUBHBIX
JIOKYMEHTOB, CPOKM BPEMEHHOT'O XPAaHEHUS KOTOPBIX HE UCTEKIIH, OCYIECTBIISIETCS
B Cllyyae JIMKBUJAIMM HCTOYHMKA KOMIUIEKTOBAHMS WJIA B CIy4ae yIpO3bl
COXPAaHHOCTHU APXUBHBIX JOKYMEHTOB.

[Io mpochbe HCTOUHUKOB KOMIUIEKTOBAHHMS W TPU HAJIMYUU CBOOOHBIX
IUIOIAJECA TOCYJAapCTBEHHBbIM W  MYHUUHMNAIbHBIA  ApXWUBBI, OpTraHU3aLMs
Poccuiickonn akageMuM HayK MOXET OCYLIECTBIISATH JIOCPOYHBIA IIPUEM
NokyMeHTOB ApxuBHoro Qouna Poccuiickoit ®denepaunu, a Takke BpEMEHHOE
XpaHEHUE AapXUBHBIX JOKYMEHTOB Ha OCHOBE J0rosopa. IlpueM apxuBHBIX
JIOKYMEHTOB Ha BpPEMEHHOE XpaHeHHe O(OpMIISIETCS TakKe aKTOM MpuemMa-
nepefavyn JIOKYMEHTOB Ha XpaHeHue (mpuiokeHne N 9) u mpou3BOIUTCS IO
CIATOYHOU OIHCH.

ApXUBHBIE  JIOKYMEHTBl  NPUHUMAIOTCS B  TOCYJApPCTBEHHBIH U
MyHULMNAIBHBIM  apXuBbl, oOpraHusanuioo Poccuiickoii akazemMum HayKk B
YHOOPSIAOYEHHOM ~ COCTOSIHUM C  COOTBETCTBYIOIIMM  HAyYHO-CIPABOYHBIM
anmnapaToM M CTPaXOBBIMHU KOMHSMHU Ha 0CO0O LIEHHbIE TOKYMEHTHI M YHUKAJIbHBIE
JTOKyMEeHThI. Bce paboThl, CBsA3aHHBIE C OTOOPOM, IMOATOTOBKOM M Tepeaaudei
apXMBHBIX JOKYMEHTOB Ha IIOCTOSIHHOE XpaHEHHWE, B TOM UHCIE C HX
YHOOPSAOYEHUEM U TPAHCHOPTUPOBKOM, BBINOJIHAIOTCA 3a CYET CPEACTB
VMCTOYHMKOB KOMIUIEKTOBAHMS, IIEPEIAOIINX YKA3aHHbIE JOKYMEHTHI.

[Ipu npuemMe apXMBHBIX JOKYMEHTOB MPOBOASTCS MPOBEPKA UX (PU3UUECKOTO,
CAaHUTAPHO-TUTMEHUYECKOI0, TEXHUYECKOIO COCTOSHMS, a TaKXKe IpOBEpKa
CTPaxOBBIX KOMHK Ha 0CO0O IEHHBIE JOKYMEHTHI U YHUKAIbHBIE TOKYMEHTHI U
IIPOBEPKA KOMIUJIEKTHOCTH YYETHBIX JTOKYMEHTOB.

Jlokymentsl ApxuBHoro (onma Poccuiickoit ®denepanuu TPUHUMAIOTCS B
FOCYIapCTBEHHbI Y MYHULMIIAIBHBIA apXuB, oOpraHusaluuio Poccuiickon
akazemMuu Hayk no yreepxkacHHbIM OIIK onmmcsam nen, TOKyMEHTOB; HJOKYMEHTHI
[0 JUYHOMY COCTaBy - 1o coryacoBaHHbiM OIIK omucsam nen, JOKyMEHTOB;
apXHUBHBIE JTOKYMEHTBI C HEMCTEKIIMMH CpPOKAMU BPEMEHHOIO XPAHEHUS - MO
CHATOYHBIM OIHCSIM.

[Tpuem nen mpou3BOAUTCS MOEAMHUYHO; 0CO00 IICHHbIE Jefla IPUHUMAIOTCS C
MX T[IOJUMCTHOM TmpoBepkou. Ha Bcex sK3eMIuripax OmMcCu Jeil, JOKYMEHTOB
JIEJIAI0TCS. OTMETKH O MPUEME apXMBHBIX JOKYMEHTOB B apxuB. [Ipu orcyrcrBun
€IVHUL] XPAaHEHHUS, YKA3aHHBIX B OINKCH €], JOKYMEHTOB, B HEN J€JaeTCs HOBas
WUTOroBasi 3amucb. Homepa OTCYTCTBYIOIIMX €AWHUL] XPAaHEHUS W MPUYHUHBI



OTCYTCTBHUS OTOBapHBAIOTCA B aKTe€ IpHEMa-Iepeladi JOKyMEHTOB HAa XpaHEHUE U
B [IPUJIAraeMOM K aKTy clpaBKe. MICTOUHHMK KOMIIJIEKTOBAHUS IPUHUMAET MEPBHI 110
PO3BICKY HE IMOCTYNMBIIMX HAa XPAHEHHME APXUBHBIX JOKYMEHTOB. Y TpadycHHBIC
HOJITMHHBIE apXUBHBIE JOKYMEHTBI MOTYT OBITh 3aMEHEHBI UX KOHSIMH.

[Ipuem apxuBHBIX JOKYMEHTOB O(OpPMIIETCS aKTOM IpUeMa-lepeaadu
JOKYMEHTOB Ha XpaHeHue (npuiokeHue N 9), cocraBiasieMblM B JIBYX
sK3eMIuIIpax. OIUMH SK3EMIULIP OCTAeTCsl B apXUBE, APYIOM - B HMCTOYHHUKE
KOMILJIEKTOBaHUs. BMecTe ¢ apXMBHBIMH TOKYMEHTAaMHU B apXUB MEPEHAIOTCS TPU
AK3EMIUISIPA ONUCH AEJI, JOKYMEHTOB.

[Ipu nepBoM npueMe apXUBHBIX JOKYMEHTOB OT HCTOYHMKA KOMIUIEKTOBAHUS
NPUHUMAETCSl TAaK)K€ MCTOpUYECKas CIpaBKa O HEM U ero (oHze, KoTopasi 3aTeM
JOTIOJIHSAETCS CBENCHUSMU 00 HM3MEHEHUSAX B Ha3BaHWU, (DYHKLIUSAX, CTPYKType
MCTOYHUKA KOMIUIEKTOBaHUA ((poHm000pa3oBates).

[Tpriem apXUBHBIX JOKYMEHTOB Ha BPEMEHHOE XpaHEHHE 0(QOPMIISIETCSI aKTOM
npueMa-nepesadl JOKYMEHTOB Ha xpaHeHue (npuioxenue N 9) u npousBoauTcs
10 CTaTOYHOMN OIMCH.

4.4.2. JIoKyMEHTBI OT IpaXkJaH MOCTYNAKT B apXWUB U BKJIKOYAIOTCS B COCTAB
ApxuBHoro ¢onaa Poccuiickoit denepanuu MO JOTOBOPY JapeHHs], IO
3aBEIIAHMIO, 10 JOTOBOPY KYIUIM-IPOAAXKH, I10 PEILIEHUIO CyAa.

IIpueM yka3aHHBIX JOKYMEHTOB B apXHUB OCYILECTBIIETCS HA OCHOBAaHUU
peLIeHus OIIK benepanbHOTO roCy1apCTBEHHOTO apXuBa; OIIK
YIOJHOMOYEHHOIO OpraHa HCIOJHUTEIbHON BiacTH cyObekra Poccuiickoi
Oenepanun B chepe apXMBHOTO JieNla; IKCIEPTHOM (POHAOBO-3aKyMOUYHOU
KOMUCCHUM TOCYIapCTBEHHOTO WJM MYHULHUIAIBHOTO My3€s; AKCHEepTHON
KOMHUCCHUM TOCYJapCTBEHHOM WM MyHHUIMNanbHOW Ombnmoreku; DIIK Apxwusa
Pocculickoll akanemMuyd HayK 1O pe3yJibTaTaM PAacCMOTPEHUS CHATOYHOM WIIH
OLICHOYHOM OMHMCH M 3aKJIIOUEHHUsl 3KcrepTa U o(opMIIsieTCs akTOM IpHeMa Ha
XpaHeHHE JOKYMEHTOB JIMYHOTO MpoucxokacHus (mpuioxenne N 10).

[Ipy oTpuLaTE€IbHOM pELIEHUH BOMpOCa O MpUEMEe WIM NPUOOPETEHUHU
apXMBOM YKAa3aHHBIX apXWBHBIX JOKYMEHTOB, a TaKK€ BO3BpaTe IO PE3yJIbTaTaM
DKCIIEPTU3bl LICHHOCTU MX YaCTH U3 YMCJIA HAXOAMBIINXCS B apXUBE COCTABIISIETCS
aKT BO3BpaTa JOKYMEHTOB B JABYX 3K3eMIULipax. OIMH 3K3eMIUIIP aKTa OCTAaeTCs B
apxuBe, Jpyrod BMecTe C JOKyMEHTaMH (MX YacThiO0) BO3BpAIAETCS
COOCTBEHHMKY WJIM BIIAJEIIbILy.

4.4.3. AynuoBusyanpHble JIOKYMEHTHl TNPUHUMAIOTCS HA XpPAaHEHUE B
CJIEIYIOLIEM KOMIUIEKTE: KHUHOJOKYMEHTHI ((pUIbMBI, CIELBBITYCKH) - HEraTHB
U300paKEeHUsI, HeratuB (POHOrpaMMbl, MATrHUTHBIA OpHUTMHAN (POHOIPAMMBI,
MO3UTHBHAS KOMMSI, MAarHUTHasi (jOHOTrpamMma IIyMOB M MY3bIKH, TPOMEKYTOUHBII
MO3UTUB M300pa)KE€HUs, YCTAHOBOUHBIE POJUKH M TMACIOpPTa HJsi LBETHBIX
KMHOJOKYMEHTOB (B HCKIIIOUHMTEIBHBIX CIIy4yasX [PUHUMAETCA HEMOJIHbBIN
KOMIUIEKT); (POTONOKYMEHTBI - HEraTHUB, KOHTPOJIbHBIM  (POTOOTHEUATOK;
(OHOIOKYMEHTBl W BHUACOJOKYMEHTHI - OpUTMHal u Komusi. OIHOBPEMEHHO
PUHUMAETCS TEKCTOBAS COINPOBOJIUTEIbHAS JOKYMEHTALUS: VIS
KMHOJOKYMEHTOB - MOHTA&XHbBIE JIUCTbl, AHHOTAlWH, pa3pELIUTEIbHbIC
YIOCTOBEPEHUS K 3aKOHYEHHBIM MTPOU3BEIECHUSAM, aKThl TEXHUYECKOTO COCTOSHHUS,



3aIKCH IIBETOBBIX M CBETOBBIX MACIIOPTOB; /7151 (POTOIOKYMEHTOB - aHHOTAIIHS; JIJISI
(OHOJIOKYMEHTOB - COMPOBOJAUTENbHAS JOKYMEHTALUS; Il BUJACOIOKYMEHTOB -
aKThl TEXHUYECKOTO COCTOSIHUS.

DJIEKTPOHHBIE JTIOKYMEHTHl NPHUHUMAIOTCS HAa XPAHEHHE B COIMPOBOXKICHUU
MPOTrPAMMHBIX CPEJCTB, MO3BOJIAIONIMX WX BOCIPOU3BECTH, U C HEOOXOJIMMBIM
KOMILIEKTOM COIIPOBOJUTEIIBHON TOKYMEHTAIUU.

4.4.4. ]JIOKyMEHTBI, CO3[JaHHbICE apXMBOM B pE3yJIbTATE HHUIUATHBHOTO
JOKYMEHTHUPOBAHUSI COOBITUM  COBPEMEHHOCTHM WJIHM MPONUIOrO  (QHKETHI,
dboTorpaduu, 3amucu BOCTIOMHHAHWK, Oecell, MHTEPBbIO W T.J.), BKIIOYAIOTCS B
coctaB ApxuBHoro ¢onga Poccuiickoii ®enepaniu U BHOCATCS B ONUCH JIEd,
JIOKYMEHTOB, KoTopas ytBepxkaaercs OIIK denepanbHOro rocynapcTBEHHOTO
apxuBa, OIIK ymnoJHOMOYEHHOro opraHa HCHOJHUTEIBHOW BIIACTH CYyOBEKTa
Poccuiickoit ®denepanuu B cdepe apXUBHOrO Jiejia, AKCHEPTHOM (POHIOBO-
3aKyNOYHOM KOMHCCHEH TOCYIapCTBEHHOIO WJIM MYHUUHUIAIBHOTO MY3€s;
HKCIIEPTHOM KOMHUCCHUEW TOCYIapCTBEHHOW WM MYHUIMIAIBLHOM OHOIHMOTEKH,
OIIK ApxuBa Poccuiickoil akagemun Hayk. [Ipuem yka3aHHBIX JIOKYMEHTOB
oopMIISIETCSl aKTOM TTpUeMa-Tiepe/iladu JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHHUE.

4.4.5. 1lpueM CEKpETHBIX AOKYMEHTOB OT HCTOYHHKOB KOMIUIEKTOBAHUS
roCyJapCTBEHHOTO M MYHUILHMNAIBHOTO AapXWBOB, opranu3aunu Poccuiickoi
aKaJIeMUud HAyK OCYIIECTBISIETCSI B COOTBETCTBUM C 3aKOHOJATEIHCTBOM
Poccuiickon @enepanyu 0 rocyJapCTBEHHOW TallHE MO aKTy W OTACJIbHBIM OIKCSIM
JeJl, JOKYMEHTOB.

[Iprem apXMBHBIX JOKYMEHTOB OT JUKBUAUPOBAHHBIX OPTaHU3ALMI

4.5. Tlpuem nokymeHToB ApxuBHOro ¢ounnga Poccuiickoit ®enepanuu u
JIPYTUX apXUBHBIX JOKYMEHTOB, CPOKM BPEMEHHOIO XpPaHEHUs KOTOPBIX HE
VCTEKJIA, OT JIMKBUAUPOBAHHBIX I'OCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYIIPABJIEHUs,  TOCYHAPCTBEHHBIX W  MYHULMNAJIBHBIX  OpraHU3aluiu
OCYIIECTBIIETC B COOTBETCTBUU C JCHUCTBYIOIIMM 3aKOHOAATEICTBOM U B
HOpsiJIKe, yCTaHOBJICHHOM HacTosumu [IpaBunamu (cm. 1. 4.4.1).

[Ipu nuWKBHIAMM HETOCYJAPCTBEHHBIX OpraHM3auii 00pa3oBaBIIMECS B
mpolecce HUX JACATENBHOCTH JOKyMEHThl ApxuBHOTO (oHma Poccuiickoit
denepanyv, JOKYMEHTHI MO JIMYHOMY COCTaBY, a TAK)KE€ apXUBHbBIC JOKYMEHTHI,
CPOKM BPEMEHHOIO XPAHEHHUSI KOTOPBIX HE HCTEKJIW, MOCTYyNalT B apXWB B
COOTBETCTBUM C 3aKOHOAATENILCTBOM Poccuiickon denepauvvi MU Ha OCHOBAHUM
JIOTOBOPA MEXKIY JMKBUIAIMOHHON KOMHUCCUEHN (JTUKBUAATOPOM) U apxuBoM. [lpu
ATOM JIMKBUJAIIMOHHAST KOMHUCCHUS (JIMKBUJIATOP) OPraHU3yeT UX YHOPsIOUEHUE B
YCTAHOBJIEHHOM TOPSIIKE.

ApXUBHBIE JOKYMEHTHl C HEHCTEKIIMMH CPOKAMH BPEMEHHOI'O XPAaHEHUS,
MPUHATBIE APXMBOM OT JIMKBUJAMPOBAHHOW OpraHW3alliM, BBIICISIOTCA K
YHUYTOXXEHUIO [0 HMCTEYEHUU YCTAHOBJIEHHBIX CPOKOB XpaHEHUSA. ApPXUBHBIC
JOKYMEHTBI, HMMEIOIINE B COOTBETCTBUM C THUIOBBIMH WJIM OTPACIEBBIMU
nepeyHsiMu Ccpok xpaHeHusi ¢ nomeTkor "OIIK", BeIAENSIOTCS K YHUYTOXKEHUIO
TOJIBKO TIOCJIE TIPOBENCHMS IKCIEPTU3bl MX IIEHHOCTH U OTOOpa Ha MOCTOSHHOE



XpaHEHHUE.
Ilepenaya apXUBHBIX JOKYMEHTOB U3 apXUBa B apXUB

4.6. Ilepemaua apXuBHBIX JOKYMEHTOB, HaxoAsIIUXCi B (deaepaibHOM
COOCTBEHHOCTH, COOCTBEHHOCTH cyOBbekTa Poccuiickoit deaeparuu  Wiu
MYHUIIUNIATBHOM COOCTBEHHOCTH, U3 OJJHOTO apXMBa B JIPYroil OCYIIECTBISECTCS B
COOTBETCTBUU c 3aKOHOJATENBCTBOM Poccniickon denepanum,
3aKOHO/JATeNhCTBOM cyObekTa Poccuiickoit denepannu, MyHULIUNAIBHBIMU
MmpaBoBbIMH akTamu. [lpu mnepemaue coCTaBiIsAE€TCS aKT IpUEMa-Tiepeaadu
JOKYMEHTOB Ha XpaHeHue (mpuioxkenne N 9) B AByX 3K3eMIUIspax,
OJIHOBPEMEHHO TEPEAIOTCS TPU JK3EMIUISIpPA OMUCEUW NN, JTOKYMEHTOB, JEIIO
dbonga u auct hoHaa.

KommiekroBanue APXUBHBIMHU JOKYMCHTAMHU H3-34a py6e>1<a

4.7. ApXUB MOKET KOMIUIEKTOBAThCS apXUBHBIMH IOKYMEHTAMU POCCUKCKOTO
IPOMCXOXKIACHHS, HAXOMAIIMMUCS [0 PA3JIWYHBIM IIPUYMHAM 34 [peAciIaMu
Poccuiickoit ®enepaniuu, WWIM apXUBHBIMH JIOKYMEHTaMHU 3apyOe:KHOTO
IIPOMCXOXKICHHUS, UMEIOIINMU 3HaueHue i Poccuu.

[Ipuem mnosy4eHHBIX H3-3a pyOeka apXUBHBIX JOKYMEHTOB B apXHB
OCYILECTBJISIETCS. B COOTBETCTBUU C JIOTOBOPOM MEXAY COOCTBEHHHKOM WJIU
BJIAJICJIBIIEM YKa3aHHBIX JIOKYMEHTOB U APXHUBOM O MPOAAKE, TAPEHUU MO ITMHHBIX
JOKYMEHTOB WJIM WX KON, OOMEHE KOMUSIMHU JIOKYMEHTOB. 3aKJIIOUCHHE
JIOTOBOpA OCYILECTBJISAETCS C YYETOM 3aKOHOJATEIbCTBA COOTBETCTBYIOLIEH
cTpaHbl. B jgoroBope MOTyT OroBapuBaThCsi OCOOBIC YCJIOBUS HCIOJIH30BAHUS
nepeIaBacMbIX apXMBHBIX JOKYMEHTOB. [lpueM odopmisiercs akToMm mnpuema-
nepeayu JOKYMEHTOB Ha xpaHeHue (npuioxenue N 9).

ApXHBHBIE JTOKYMEHTBI, TIOCTYIIMBIIIME HU3-3a pyOeka B BUJIEC MOJJIUHHUKOB
WM KONMUM Ha MpaBax IOJJIMHHUKOB, MPUHATHICE HA ITOCTOSHHOE XPaHEHUE B
apXWB, HE3aBUCUMO OT UX NPOUCXOKIAECHUSA BKIIOYAIOTCS B COCTAaB APXUBHOIO
donma Poccuiickoit deneparuu 1 MojjIekaT rocyJapcTBEHHOMY yUeTy.

BSaHMOHeﬁCTBHC apxuBa ¢ MCTOYHUKAMH KOMILJICKTOBAHUA

4.8. ApXHB COBMECTHO C HCTOYHMKAMU KOMIUIEKTOBAaHHUS  apXHBa
paccMaTpuBaeT U TOTOBUT K COTJIAaCOBAHUIO COOTBETCTBYIOIIUM YITOJTHOMOUYECHHBIM
OpraHoOM MCIOJIHUTEJILHOUM BJIacTH B cepe apXUBHOTO JieJia UJIM COTJIACOBHIBACT B
COOTBETCTBHM C TMPEIOCTABICHHBIMU €My IMOJHOMOYHMSMU MHCTPYKIIUH TIO
JIEJIONPOU3BOJCTBY, MNPUMEPHbIE W WHAUBHUIYAJIbHBIE HOMEHKJIATYPhl e,
MOJIOKEHHS 00 apXuBax M AKCIEPTHBIX KOMHCCHSIX MCTOYHHUKOB KOMILJICKTOBAHUS
apxuBa.

ApxuB yuyactByeT B padote [[IK (OK) ncTtouHrKOB KOMIIJIEKTOBAHUS apXHBA.

ApXHB IPUHUMAET y4acTHE B MPOBEPKAX COOIIOJCHUS MPaBUJI OpraHU3alUU
XpaHEHHUs, KOMIUIEKTOBAHHUS, Y4€Ta W HUCIOJIb30BaHUSI APXUBHBIX JOKYMEHTOB B



MCTOYHUKAX KOMIUIEKTOBAaHMS apXuBa, OpPraHU3yEMBIX CIIELIMAIBHO
YIOJHOMOUYEHHBIM (peiepabHbIM OpraHOM HCHOJHUTEIBHOM BiacTH B cdepe
apXMBHOIO JleJia, OpraHaMu TOCYJIapCTBEHHOM BiacTH cyObekToB Poccuiickoit
denepanuu, B TOM YHCIIE YIIOJHOMOYEHHBIMU OpraHaMy UCIIOJIHUTEIBHOMN BIACTH
cyobekToB Poccuiickoit @eneparuu B chepe apXUBHOTO Jiea.

4.9. ApxuB B mpenenax NPEAOCTABICHHBIX €My IOJHOMOYMNA B UEJAX
dbopmupoBaHus U 00O€CleUeHUsT COXPAHHOCTH JTOKYMEHTOB ApXUBHOro (GoHzaa
Poccniickon @enepanuu, HaXOAAIMXCSI HA BPDEMEHHOM XPaHEHUHN, OCYIIECTBIISET
B3aMMOJICHCTBUE C JICJIIONPOU3BOJCTBEHHBIMH, AapPXUBHBIMH W OJKCIIEPTHBIMU
CIIy’kOaMH UICTOYHUKOB €r0 KOMILIEKTOBAHMUS.

B sTux wensx apxwB OKa3blBA€T YKAa3aHHBIM CIIy>)kOaM METOJMYECKYIO U
IIPAKTUYECKYIO MIOMOIb, B TOM YUCJIE€ HA JOTOBOPHOM OCHOBE:

B OpraHu3aliy J0KYMEHTOB B JI€JIONPOU3BOACTBE U (POPMHUPOBAHUU JIET;

o oTOOpy JOKYMEHTOB B cocTaB ApxuBHoro ¢onaa Poccuiickoit @enepanuu
Y IIOATOTOBKE UX K IIepefaye Ha IIOCTOSIHHOE XPAaHECHUE,;

10 YIIOPSAA0YEHHUIO TOKYMEHTOB 110 JINYHOMY COCTaBY;

[0 BEJCHUIO yueTa TOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit @enepanum,
HaxXOJAIIMXCs HA BPEMEHHOM XPaHECHUH;

[0 MOATOTOBKE HOPMATHUBHBIX M METOJAMYECKUX JTOKYMEHTOB (IIOCcOOMii) 1O
BOIIpOCaM JEJI0NPOU3BOACTBA U ApXUBHOIO JIE]14;

[0 COBEPUICHCTBOBAHUIO PAOOTHI JEIONPOU3BOACTBEHHBIX, APXUBHBIX U
HKCIIEPTHBIX CIYKO UCTOYHUKOB KOMIUIEKTOBAHMUS;

B MOBBIIIEHNN NPO(ECCUOHANBHOW KBaM(PHUKAIUU paOOTHUKOB YKa3aHHBIX
CITYKO.

V. Opranusanus UCIoIb30BaHUS JOKYMEHTOB apXUBHOTO (hoHAa
Poccutickon ®@enepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B apXUBE

JlocTyIl monp30Barene K apXUBHBIM JIOKyMEHTaM

5.1. ApxuB npenoCcTaBIsSIET MOIb30BATENI0 OTKPBITHIE JOKYMEHTHI APXUBHOTO
donna Poccuiickoit deneparuu u Apyrue apxuBHBIE JOKYMEHTBHI, a TaKXKe
CIIPABOYHO-TIOUCKOBBIC CPEJICTBA K HUM W H3JaHUsI OMOIMOTEYHOro (CIpaBOYHO-
nH(pOpMaMOHHOT0) (hOHAA.

ApxuB oOecreurBaeT JOCTYN TOJIb30BaTelid K CEKPETHBIM JiejaM, JAeliaM,
cojiepKalluM KOHGUICHIMAIbHYIO HH(MOpManuio, 0a3aM JaHHBIX C Y4ETOM
OTPaHUYECHUM, YCTAHOBJICHHBIX 3aKOHOAATENILCTBOM Poccuiickon denepanuu, U
YCJIOBUH, KOTOPHIC YCTAHOBWJIM COOCTBEHHUKHU WJIW BIAJEIbIBI apXUBHBIX
JIOKYMEHTOB MPH UX NIEpeiaue B apXUB.

JlocTyn mosib30BaTeNsl K MOJIMHHAKAM 0CO0O0 IEHHBIX JOKYMEHTOB, B TOM
YHCclie YHUKaJIbHBIX JOKYMEHTOB, K JJOKyMeHTaM ApxuBHOro Qgonna Poccuiickoit
denepanuy, HaAXOIANIUMCS B HEYIOBIECTBOPUTEIBHOM (DU3MYECKOM COCTOSHUH,
OCYILECTBIISIETCS B HCKJIIOYUTENBHBIX CIydasX (B TOM 4YHUCIE JJIsl MPOBEICHUS
paboT TO W3yYeHHIO mnaneorpapuueckux OCOOCHHOCTEH TEKCTOB apXHMBHBIX
JIOKYMEHTOB) C MUCbMEHHOTO pa3pellIeHus] pyKoBoauTens apxusa. [lonp3oBaTemnto



NPEIOCTABISAIOTCA KOIMUU YKa3aHHBIX JOKYMEHTOB ((OHI TOJB30BaHUS) WU
JOKYMEHTAJIbHbIE MMyOIUKAIMH, COJepKAIUe TaHHbIE TOKYMEHTHI.

ApXUB He BIpaBe OTPAHWYMBATHL WU ONPEACIATH MOJIH30BATENIO YCIOBUSA
UCTIOJIb30BaHUsT MH(OPMAINK, TOJYYCHHON UM B pe3yJbTaTe CaMOCTOSTEIHLHOTO
MIOVCKA WJIM MPEIOCTABICHHON eMy B MOPSIIKE OKa3aHUS apXUBOM IUIATHBIX YCIIYT,
3a HUCKIIOYEHHEM CIIydaeB, MPelyCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccuiickoii
denepani UM OTOBOPEHHBIX B JIOTOBOPE apXHWBa C IOJIB30BaTEEM IO
UH(POPMAITMOHHOMY 00CITY>KUBAHUIO.

Opranu3zaius paboThI IO PACCEKPEUNBAHHUIO APXUBHBIX IOKYMEHTOB

5.2. PykoBoauTenb apXxyuBa OpraHu3yeT NpOBEAECHUE padOTHI 10 KOHTPOJIIO 3a
CPOKaMU CEKPETHOCTH apXUBHBIX JOKYMEHTOB, UMEIOIIUX TPUPHI CEKPETHOCTH, U
UHOOPMUPYET  PYKOBOJUTENECH  TOCYJapCTBEHHBIX  OpPraHOB,  HaJIEJIEHHBIX
[IOJJHOMOYMSAMU IO OTHECEHHIO CBEICHUM K TOCYJApPCTBEHHOM TaWHE, a TaKkKe
PYKOBOAMUTENIEW OpraHu3alMid O HaJIWYUM B apXUBE CEKPETHBIX APXUBHBIX
JIOKYMEHTOB CO CPOKaMU CEKPETHOCTH COJEP>KAIIMXCS B HUX CBeIEeHMH cBbIie 30
JIET, UX COCTaBe U 0OBbEMax.

PykoBoaurens apxuBa OpraHu3yeT pacCEKpEeUMBAaHUE APXUBHBIX JOKYMEHTOB
B cily4ae O(QUIHAIBLHOTO JIeNIErMPOBaHUsA TOJHOMOYMM Ha TPOBEJACHUE OSTOMN
paboThl PYKOBOAMUTENIEM COOTBETCTBYIOLIEIO TOCYJAapCTBEHHOIO OpraHa WId
OpraHU3alHN.

B apxuBe co3zmaercss KOMHCCHS 110 PACCEKPEUNBAHNUIO APXUBHBIX JTOKYMEHTOB.
[TonoxeHnue 0 KOMUCCUU U IEPCOHATIBHBIN COCTAaB YTBEPKAAIOTCA: B (peiepaTbHOM
rocyJJapCTBEHHOM apXWBE - PYKOBOJMTENIEM; B apxuBe cyOnbekTta Poccuiickoit
denepanuu - pyKOBOAUTEIEM YIIOJIHOMOUYEHHOTO OpraHa UCTIOJHUTEIBHON BIACTH
cyorekta Poccuiickoit ®eneparuu B cdepe apxuBHOro jgena. Komwmccus
OCYIIECTBJISIET pabOTy B IUIAHOBOM TOPSAJIKE, a TAKKE€ B CBS3H C OOpaIllCHUSIMU
II0JIb30BATEIIEH.

Pemenne komMuccuu BCTYNAET B CUIIY IIOCJIE YTBEPXKACHUS PYKOBOJIUTEIEM
apxuBa. Ha ocHoBaHuU perieHuss KOMUCCUU O(POPMITSIETCST aKT O PACCEKPEUMBAHUU
apXUBHBIX JOKYMEHTOB (cM. 1. 3.7.7), KOTOpBIA COTJIACOBBIBACTCS C
rOCyIapCTBEHHbIM  OpPraHOM  WJIM  OpraHu3alMeld, HAJACIMBIIUM  apXUB
COOTBETCTBYIOIIMMH ITOJTHOMOYHSIMHU.

3anpochl MOJB30BATENEM O PACCEKPEUYMBAHMM APXMBHBIX JIOKYMEHTOB
paccMaTpUBAKOTCS apXMBOM B YCTAaHOBJIEHHBIM 3aKOHOJATENBCTBOM CpOK. Ecnm
apXvB HE TMOJHOMOYEH pPACCEKPEUYMBATH 3allPAllMBACMbIE CBEICHUSA, OH B
MECSIYHBI CPOK € MOMEHTa TIOCTYIUIEHHMS 3ampoca HalpaBiSIET €ro B
COOTBETCTBYIOIIIMN TOCYJApCTBEHHBbI OpraH, MOJHOMOYHBIN paccMaTpyUBaTh
BOIPOC 00 WX paccekpeurnBaHuu, Wi B MexBenomcTBeHHY0 komruccruio (MBK)
[0 3alIUTE TOCYJAPCTBEHHOW TAaWHBI WJIM B MEXBEIOMCTBEHHYIO 3KCIIEPTHYIO
KOMHUCCUIO, JCHCTBYyMOIIyl0 B cyOwnekre Poccuiickoit ®eneparuu, o dYem
YBEIOMIISIET MOJIb30BATENS, HAIIPABUBIIIETO 3aIPOC.

ApXUB MpENOCTABIACT MJi1 H3YYCHUS W OpPraHu3alll PaCCEKPEUMBAHUS
YJIEHAM JKCHEPTHBIX KOMMCCHM, CO3JAaHHBIX B OpraHU3alMsaX, PYKOBOIWUTEIH



KOTOPBIX HAJCJICHBI MOJTHOMOYHUSMU 10 OTHECEHUIO CBEJICHUU K TOCYIapCTBEHHOM
TallHe, YIeHaM OJKCIEepPTHBIX Tpymm, chopmupoBanHeix MBK mo 3ammre
TOCy/lapCTBCHHOM TalHbBI, a TaKKe WICHAM WHBIX KOMHCCHUH, IOJHOMOYHBIX
paccekpeunBaTh JOKYMEHTHI JIMKBUJAMPOBAHHBIX OpTaHU3AIMA, HE HWMEIOIIUX
NIPABOIIPEEMHUKOB, apXUBHBIC JOKYMEHTHI WJIM AapXUBHBIC KOMHH, a TakKkKe
HE0O0X0IMMYI0 HH(OPMAIIUIO.

CripaBOYHO-TIOMCKOBBIE CPENICTBA
(Hay4yHO-CIIPaBOYHBIN armapaT) K apXMBHBIM JOKyMEHTaM

53. Jnsa obecneueHuss JOOCTyNa K apXWBHBIM JIOKYMEHTaM apXuB
IPENIOCTABIIET  MOJIb30BATENIO  CIPABOYHO-TIOUCKOBBIE  CPEACTBA K  HUM
(COBOKYITHOCTh ONMCAaHUN apXMBHBIX JOKYMEHTOB, MPEICTABICHHBIX B apXUBHBIX
CIPAaBOYHMKAX, IPEIHA3HAYCHHBIX JUISI IIOMCKA apXHWBHBIX JIOKYMEHTOB H
coJieprKalleiicst B HUX JOKYMEHTHON HHQOpMAIIIH).

5.3.1. KoMIuiekc B3aMMOCBSI3aHHBIX U B3aWMOJOIIOIHAEMBIX, CO3/1aBaEMbIX Ha
€AVHOW HAYyYHO-METOJUYECKON OCHOBE APXUBHBIX CIIPABOYHUKOB O COCTaBE H
COJICP’)KaHUU apXUBHBIX JOKYMEHTOB (CHCTEMa Hay4YHO-CIIPaBOYHOTO ammapara
(HCA) apxuBa) BritouaeT oOs3aTeNbHBIE [JIs1 BEJICHUS B apXUBE apXUBHBIC
CIPABOYHUKM (ONUCH JEJ, JOKYMEHTOB; IIyTE€BOAMUTEND, CHCTEMATHYECKUM
KaTaJyior) W JONOJHUTEIbHBIE apXUBHBIE CIIPABOYHUKHU (yKa3aTelb; 0030p).

B apxuBe Benerca ananu3 m yder cocrosiHus cucrembl HCA apxuBa Ha
OymaxkHoMm Hocutene (KypHan mo ydery coctosiHuss HCA, xaproreka) w/uiud B
aBTOMATU3UPOBAHHOM pPEKUME.

OO6mue TpeOoBaHMs K OMMCAHUIO APXUBHBIX JOKYMEHTOB

5.4. OnucaHwe apxXWBHBIX JOKYMEHTOB (co3maHue WHOOPMAIUA IS
aAPXMBHBIX CIPABOYHHKOB) IPOBOJAUTCS Ha TPEX YPOBHAX: apXHMBHBIN (DOHII,
CAVHUIIA XpaHCHMS/CIUHUIIA yUeTa, apXUBHBIM JOKyMeHT. [Ipu HeoOxoammocTh
OMHMCaHNUE MOXET MPOBOJIUTHCS 10 TPYIIaM apXUBHBIX (DOHJIOB, TPYIIIAM €IHHUIT
XpaHEHUs/CAMHUIl yueTa, KOMIUIEKTaM, IpymnnaM apXHUBHBIX JOKYMEHTOB, YacTH
apXWBHOI'0 JOKYMEHTA.

Onucanne apXWBHBIX JOKYMEHTOB MPOBOJUTCS HA TOCYAAPCTBEHHOM S3bIKE
Poccuitickon ®enepauii U MOXKET JONOJHUTEIBHO IPOBOAUTHCS HA SA3bIKax
cyobekToB Poccuiickoit Denepalinu v sa3bIKkax MEHBIIIMHCTB.

OCHOBOM  apXMBHOTO CIIPABOYHMKA SIBJISIETCSI  ONMHUCATEJbHAS  CTaThs,
cocTosIas u3 (1 (14710111170 00s3aTeJIbHBIX 2JIEMEHTOB: CBEJICHHUH,
UISHTUPUIUPYIONTUX UH(POpMaIUIO (Ha3BaHWE U CIIPABOYHBIE JTAaHHBIC apXUBHOTO
dboHma, eAUHUIBI XPAHCHHS/CAMHUIIBI yUeTa, apXUBHOTO JOKYMEHTA); CBEICHUI O
COCTaBe U COJAEpX)aHWUW WHPOPMAIMH, CBEACHWM 00 YCIOBHIX J0CTyla W
YCJIOBUSIX MCTIONB30BaHMS WH(DOpMAIUU; CBEACHHUIN 10 UCTOPUU apXUBHOTO (OoHIIA
(mmst ypoBHS apXxuBHOTO (hOH/IA).

[Ipu HEOOXO0IMMOCTH B ONMCATENBHYIO CTaThIO BKJIFOYAIOTCS
JIOTIOJITHUTEIIBHBIC CBEJICHUSI O MECTOHAXOXJICHUU OPUTHMHAJIOB; O HAIMYUHU



apXUBHBIX JJOKYMEHTOB (hOHI000pa30BaTeNsi B COCTaBE APYIMX apXUBHBIX (POHIOB
U MeCTaX UX XpaHeHus, oudnauorpadus u ap.

5.4.1. OnucarenpHas CTaThsd apXUBHOTO CIPaBOYHHMKA HA YPOBHE apXUBHOTO
dboHma BKItOYAET: Ha3BaHUE apXuBHOTO ¢oHAa (cM. . 3.5.3), cipaBOYHbIEC TaHHbBIE
O HEM, UCTOPUYECKYIO CIpPaBKy K ()OHIY, aHHOTALUIO O COCTABE U COJIEP KaHHUU
aApXUBHBIX JIOKYMEHTOB, MHGOpMAIMIO 00 YCIOBUAX JOCTyNa M HMCIHOJb30BaHMUS,
oubimorpaduro.

5.4.1.1. CrpaBouHble JaHHBIE OO0 apXWBHOM (OHIE COCTOST W3 DJIEMEHTa
apxuBHOTO mUppa (Homepa (oHma); oObemMa apXWBHOTO (OHIA B EIUHUIIAX
XpaHEHUs W/WIM eIWHUIAX ydeTa IO BUAAM JOKyMEHTAlluW; KpaWHUX JaT
ApXUBHBIX IOKYMEHTOB MO KaXJI0OMY BUIY JOKYMEHTAIMH; MIEPEUHs NMEIOIIETOCS
BHYTPU(OHIOBOTO HAYYHO-CIIPABOYHOTO anmnapara.

5.4.1.2. Ucropuueckas crnpaBka K (OHAY COCTOUT U3 HUHGOpMAIUHU I10
UCTOpUH (POHI000pa3oBaTeNsl U UCTOPUU ApXUBHOTO (PoHAA.

CBenenuss 1mo wucTopuu (OHI000pa3oBaTeist BKIIOYAIOT: JAThl  €ro
oOpa3oBaHus, NIEPEUMEHOBAHUS, PEOPTaHU3AIUH, JIMKBUJAIUU, BEIOMCTBEHHYIO
NPUHAIIICKHOCTh,  CTPYKTYPY M (DYHKIMM, Ha3BaHUA  OpraHU3allUU-
OpeallecTBeHHUKa W mpaBonpeeMHuka. CeneHus o (oHmooOpazoBaTene
apxuBHOTO (OHAA JIMYHOTO TIPOUCXOXKJEHHUS BKIIOYAIOT €ro  KpaTKue
ouorpaduyeckue aaHHple (paMHIUIO, UMS, OTYECTBO, IICEBIOHUM, JAEBUYBIO
dbamuinio, AaThl KU3HU, MPOGECcCHio, JaHHBIE O CIYXeOHOMW W OOIIECTBEHHOU
nestenpbHocTH). (st apxuBHOrO (OHIA CEMbH, pOJAa AHAIIOTHYHBIE CBEICHUS
JAIOTCSL O KaXJIOM W3 POACTBEHHHUKOB. JlJisi 00BEAMHEHHOrO0 apXuBHOro (PoHma
COCTAaBJISIETCS OOIIasi HCTOPUYECKas CIpaBKa.

CBeneHus IO HCTOPUM apXMBHOTO (POHJIA BKIIOYAIOT AaTy €ro NOCTYIJICHUS B
apxuB, 00beM U KpallHUE JaThl apXUBHBIX JTOKYMEHTOB, CTEIIEHb X COXPAHHOCTH;
ocobeHHOCTH (OPMHUPOBAHUSA, OMUCAHUA M CUCTEMATU3alMK;, WHOOpMAIUIO 00
U3MEHEHUSIX B COCTaBe M 00beMe apXMBHOTO (POHJA U MX MPUYUHAX, O HATUYUHU
aApXUBHBIX JOKYMEHTOB JAPYTUX OpraHu3anuii win juil ((OHIOBbIE BKIIOYCHHS); O
COCTaBE HAy4HO-CIIPABOYHOIO ammapara K apxuBHomy ¢ouay. s apXuBHOI
KOJUIEKLIUN YKa3bIBAIOTCS CBEACHUSI O BPEMEHH, YCIOBUSIX, IPUUMHAX €€ CO3/IaHus;
npUHIMNaX (OpMUPOBAHUS; MECTOHAXOXKICHUHM KOJUJICKIIUUA JO TMOCTYIUICHUS B
apXuB; COCTABUTEJIE.

Hcropuueckas crpaBka K (QOHIY KOPPEKTHPYETCS MPU M3MEHEHUH 00beMa
apxuBHOrO (oHIAa, a TAaKXKe B CIydyae PEOpPraHu3alMu, U3MEHEHUsSI CTPYKTYpHI,
bynkuuii pongo00pazoBaTeNs U T.11.

5.4.1.3. AHHOTanusg O COCTaBE€ WM COJEPKAHWUU AapPXHUBHBIX JOKYMEHTOB
apXMBHOrO (HOHJA BKIIOYAET KPATKyl0 OOOOIICHHYIO XapaKTEPUCTHKY 3THUX
JIOKYMEHTOB TI0 BUJIAM M MX COJEpPXaHUS MO0 TeMaM, OTPa)KalolUuM HaIpaBiIeHUsS
nestenpHOCTH  (DOH000pa3oBaTeNs, C yKa3aHWEM XPOHOJOTHHM TEM U
o0o3HaueHWeM UX Treorpapuveckux (aIMUHUCTPATHBHO-TEPPUTOPUATHHBIX)
TpaHHUIL.

5.4.1.4. YcnoBus gocTyna K apXUBHBIM JJOKYMEHTaM apXUBHOTO (OHIA U UX
WCITOJIb30BAHUS BKIIFOYAIOT CBEJICHUS O HAIMYUU apXUBHBIX JIOKYMEHTOB, JOCTYT K
KOTOPBIM ¥ TOPSIZIOK WX HKCIOJIB30BAHMS OTPAaHUYEHBI 3aKOHOJIATEIHLCTBOM



Poccutiickoit @enepannn wim GoHI000pa3oBaTENEM, a TAKKE CBEJICHUS O HATMYUN
NOJJIMHHUKOB 0CO00 IIEHHBIX JIOKYMEHTOB, B TOM YHCJE YHHUKAIbHBIX
JOKYMEHTOB, M JOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit ®enepanuu,
HaXOJAIIUXCS B HEYJOBJICTBOPUTEILHOM (PU3UYECKOM COCTOSHUM, O HAJIWYUU
dboHa MOIB30BaAHMUS.

5.4.1.5. bubmuorpadus K apxuBHOMY (OHIYy BKJIIOYAET  CIIUCOK
OIMyOJIMKOBAaHHBIX  CIPABOYHUKOB IO JaHHOMY (oHIy U  1O0(GOHIOBBIX
JIOKYMEHTAJIBHBIX TyOJIUKAIINA, BRITTOJITHEHHBIX Ha €70 OCHOBE.

5.4.2. OnucarenpHas CTaThs apXWBHOTO CIPABOYHHMKA HA YPOBHE €IUHMUIIBI
XPAaHCHUS/€AMHUITBI ~ y4eTa  BKJIIOYACT:  TMOPSAKOBBI  HOMEP  COUHUIIBI
XPaHCHUS/CAMHUITBI YUIeTa; CTAaphlii WHBEHTAPHBIA HOMEpP; 3arOJIOBOK €IMHUIIBI
XpaHCHUS/CAMHUITBI  y4deTa; CIPaBOYHBbIC JAaHHBIE O HEH; yKa3aHuWe Ha
MOJIMHHOCTB/KOTMITHOCTh, BUJT HOCUTENA (UM CIIOCOO BOCIPOU3BEACHUS), S3BIK,
BHEIIHWE OCOOEHHOCTH, YCJIOBHSI JIOCTYNla W HCIOJIb30BAHUA ApPXUBHBIX
ToKyMeHTOB. OnucaTenbHas CTaThsl P HEOOXOAUMOCTH JOTIOTHSAETCS Ha3BaHUEM
apxuBHOTO (OHAA M €ro CTPYKTypHOH dYacTh (OMUCH JeN, JIOKYMEHTOB),
aHHOTAIIMEHN OTIEIBHBIX aPXUBHBIX JOKYMEHTOB WJIM WX TPYMN JAHHOW €TUHUIIBI
XpaHEHUsI/€IMHUIIBI yUeTa.

5.4.2.1. 3arojoBOK €IUHUIIBI XPAHEHHs YMIPABJICHUYECKOW JOKYMEHTAIIUH,
CAMHUIIBI XPAHEHUSI APXUBHBIX JTOKYMEHTOB JIMYHOTO MPOUCXOKIEHHUS BKIIOYACT:
HAaMMCHOBAaHHWE  BHJA  AaPXUBHBIX  JOKYMEHTOB;  aBTOpa(OB)  apXHBHBIX
JTOKyMeHTa(0B); ajapecaTa(oB) WU KOPPECHOHAEHTA(OB), KOTOPHIM HaIlpaBJICHBI
WIM OT KOTOPBIX IIOJTYYEHBI JOKYMEHTBI, BONPOC WM TIPEIAMET, Ha3BaHUS
coObITHS, (hakTa, MECTHOCTH, (DAMIJINA W WHHUIIHAIIBI JIUI], K KOTOPBIM OTHOCHUTCS
collep)kKaHME YKa3aHHBIX JIOKYMEHTOB; JaThl cOOBITHH. B ciywae otcyrcTBUS
HEOOXOJMMBIX CBEICHWN B 3arojOBOK BKIIFOYACTCS MOSCHSOMAS WH(OpMaIms
"aBTOp HE YCTAHOBIICH".

3aroyioBOK €IUHUIBI y4e€Ta KHHOBHJICOJOKYMEHTA BKJIIOYAET aBTOPCKOE
Ha3BaHuEe (uiIbMa, CHEIBBHINYCKA, KUHOXXYypHaJlla WM Ha3BaHHE COOBITHS,
OTPAXEHHOTO B KWHO- WM TEJIECIOKETE, ATy MPOU3BOJCTBA U/WUJIU J1aTy ChEMKH,
dbaMuUTuu 1 THUITHAIBI PEKHUCCEepa U/UITH OllepaTopa CheMKH.

3aroyioBOK eAMHMIIBI y4eTa (HOHOJOKYMEHTA BKJIOYAET Ha3BaHUE W SKAHP
dboHOIOKYyMEHTa, Ha3BaHHWE, MECTO M JaTy OTpaXXeHHOTo coObiTus. I[lpu
OTCYTCTBUHU Ha3BaHMS (POHOJOKYMEHTA YKa3bIBACTCSI OCHOBHOE COJICpKAHUE Telle-
WM paguoriepe/iadd, BBICTYIUICHUS, Oecenbl M Jp. 3aroJioBOK CIWHHUIIBI ydeTa
(GhOHOIOKYMEHTA, COJACPIKAIIETO 3aMMCh MPOU3BEACHUS JTUTEPATyphl U MUCKYCCTBa,
BKJIFOYACT HAa3BaHUE MPOM3BEICHUS U €ro XaHp, IMEePBYI0 CTPOKY TEKCTa, KOTopas
3aKJTFOYACTCS B KaBBIUKHM, €CIM (DOHOJOKYMCHTOM SIBJISCTCS HE HWMEIOIIee
aBTOPCKOTO Ha3BaHWS M HE OMYyOJMKOBAHHOE paHee MPOU3BEICHUE; (paMUIHKM H
WHUIIMATBl aBTOPOB W/WJIM UCIOJIHUATENIEH KaK CaMOro MPOU3BEICHUS, TaK U €ro
00paboTOK, IEPENIOKEHUI, TIEPEBOIOB; SA3bIK (DOHOTOKYMEHTA.

3aroyioBOK €IWHUIIBI XpaHEHHUS (POTOJOKYMEHTA BKIIOUACT OIHUCAHUE
n3o0pakeHns: Wi Ha3BaHme (oToanbOOMa, ciaiija, HeraTuBa, (aMHIHIO U
WHUIIAAJIBI aBTOPA, MECTO U ATy ChEMKH.

5.4.2.2. CnpaBoyHble JaHHbIE O €AMHMIIE XPAHEHUS/EIMHUIE y4yeTa COCTOST



u3:

AJIEMEHTOB apxuBHOro mmmdpa (HoMmepa ¢GoHAA; HOMEpa ONUCH Jell,
JIOKYMEHTOB; HOMEpa €AMHUIIbI XpAaHEHUS/CUHUIBI YUETA);

o0beMa eMHUIIbI XPaHEHUS/€IMHULIBI yUeTa: JUIsl apXUBHBIX JIOKYMEHTOB Ha
OyMa)KHON OCHOBE - KOJMYECTBO JIUCTOB; JJisi KUHOBUACO(POHOAOKYMEHTOB (B
3aBUCUMOCTH OT BHJA) - KOJUYECTBO CAMHUI] XpAHEHHS B €IMHUIIEC y4yeTa WIIU
CAMHMI] yYeTa B €IMHUIIC XPAHEHUS, METPaX, XPOHOMETPaX, BpeMs 3BydaHus (B

MUHYTaX H CEKyHJaxX); i1 (OTOJOKYMEHTOB - KOJHYECTBO HETaTHBOB,
COCTaBJIIIONIMX ~ CIUHUILy XpaHCHHs;, i1 (POTOATLOOMOB -  KOJHUYECTBO
(bOTOOTIEYATKOB;

KpallHUX JaT apXUBHBIX JOKYMEHTOB; JJISl ayJIMOBU3yalbHBIX JOKYMEHTOB -
JIaThI 3aIIMCH WIIH TIEPE3AMKCH.

5.423. B kayectBe BHAOB MATEPUAIBHOTO HOCUTENSI  €OUHHUIIBI
XpaHEeHUsI/€AMHUIIBI yUeTa MPU ONMMCAHUM YKA3bIBAIOTCS:

JUISl  YIIPABJICHUYECKON JTOKYMEHTAIlMM W apXUBHBIX JOKYMEHTOB JIMYHOTO
MIPOUCXOXKJICHHUS - OyMara, KajbKa, IepraMex u T.1.;

1U1st POHOJJOKYMEHTOB TpaMMO(GOHHOM 3aITUCH - MaTepral HOCUTEIIS;

JUTs1 POHOJJOKYMEHTOB MAarHUTHOM 3aIUCH - TUTT MATHUTHOU JICHTHI;

JUTSI BUZICOJIOKYMEHTOB - (popMaT 3arnmucu;

Uit OTO- M KHHOJOKYMEHTOB - (hOpMaT ¥ OCHOBA TUICHKH, I[BETOMEpEIaya;

JUISL DJIEKTPOHHBIX JOKYMEHTOB - KOMITAKT-AUCK WU/WJIM JPYyTrOd COBPEMEHHBIN
HOCHTEb.

54.2.4. YcnoBus goctyna K €IWHULIAM XPAaHECHUS/€IMHHUIIAM y4eTa M HUX
WCIIOJIb30BaHUs BKIIIOUAIOT CBEJICHUS O HAIMUUU APXUBHBIX JOKYMEHTOB, JOCTYI K
KOTOPBIM M TMOPSIOK KX MCIOJIB30BAHMS OrPAaHUYEHBl 3aKOHOJATEIHCTBOM
Poccuiickoit @enepanuu i GoHa000pa3oBaTesieM, a TakKe CBEJACHUS O HATMYUU
MOJIMHHUKOB 0CO00 IIEHHBIX JIOKYMEHTOB, B TOM YHCJE YHHUKAIbHBIX
JIOKyMEHTOB, M JIOKyMEHTOB ApxuBHOro ¢onaa Poccuiickoit deneparuu,
HAXOJISAIIUXCS B HEYJTOBJICTBOPUTEIHLHOM (U3UUYECKOM COCTOSIHUU, CBEICHUS O
HaTMYuu (POHJA TOJIH30BAHMS; O S3bIKE M BHEIIHUX OCOOCHHOCTSX apXHBHBIX
nokymeHToB; 0 Hanmuun HCA k enuHuIle XpaHeHMsI/eAMHUIIE yUeTa.

5.4.3. OnucarenbHas CTaThsl ApXUBHOTO CIIPABOYHHUKA HA YPOBHE APXUBHOTO
JIOKYMEHTa BKJIFOYAET: 3aroJOBOK; CIPABOYHBIE JAHHBIE O HEM; yKa3aHUWE Ha
NOJIMHHOCTH/KOMMUMHOCTh; BUJ HocHuTens (WM crnoco0 BOCHPOU3BEIAECHUS);
YCIJIOBHUSI IOCTYTA U UCTIOIb30BaHUS.

5.4.3.1. 3aronoBOK apXMBHOI'O JIOKYMEHTAa BKJIIOYAET: HAMMEHOBAHUE BHJA
apXMBHOIO JIOKYMEHTa; aBTOpa; ajpecara WM KOPPECHOHJEHTa, KOTOPOMY
HaIpaBJIeH WU OT KOTOPOTrO MOJIyYeH JOKYMEHT; BOMPOC WU MPEIMET, COOBITHE,
(dakT, Tu10, Ha3BaHWE MECTHOCTH, K KOTOPbIM OTHOCUTCS COZEpPKaHUE YKa3aHHOTO
JIOKyMEHTa; NaTy coObITus. B cimydae OTCyTCTBHS HEOOXOIMMBIX CBEICHUN B
3aroJIOBOK BKJTIOYAETCS MOsICHsIoMas nHdopmarus: "aBTop He ycTaHOBJeH", "6e3
natei". Ilpm  HeoOXoAMMOCTH  3arojIOBOK  JOTIONHSETCS  aHHOTAIIUCH,
PaCKpBIBAIOIIEH HE OTPAKEHHOE B 3ar0JIOBKE COAECPKaHNE JaHHOIO TOKYMEHTA.

5.4.3.2. CopaBouHble JaHHbIE 00 AapXMBHOM JOKYMEHTE COCTOST U3
AJIEMEHTOB apXuBHOTO Imudpa (HoMepa (hoHAa;, HOMEpa OMUCH JCI, JTOKYMEHTOB,



HOMEpa €JMHHUIBI XPAHEHUS/CIUHUIBI y4ueTa; HOMEpPOB JIMCTOB); 0ObeMa
(KoJIM4ecTBa JUCTOB) QpXUBHOIO IOKYMEHTA; JaThl €r0 CO3/1aHusl.

54.3.3. VYcinoBua 1I0CTynma K apXMBHOMY JOKYMEHTY M MCIOJb30BaHUS
BKJIFOYAKOT CBEJCHUS O HAJIWYMM OTPAHWYCHUM Ha JOCTYIl M OIPaHUYEHUH II0
WCIIOJIB30BAHUIO, YCTAHOBJIEHHBIX 3aKOHOAaTenbCcTBOM Poccuiickoir denepanuun
win (poHnooOpa3zoBaTesieM, a Takke 00 OTHECEHHWHU €ro K YHUCIy O0CO00 LEHHBIX
JOKYMEHTOB, B TOM YHCJIE YHHUKAJIBHBIX JOKYMEHTOB, WM JOKYMEHTOB
ApXHBHOIO donma Poccuiickon ®enepanuu, HaXOIALLUXCS B
HEYJIOBJICTBOPUTEIFHOM (PU3UYECKOM COCTOSIHUU; CBEACHHS O Hanuuuu (oHa
NOJIb30BAHUS; O S3BIKE M BHEIIHUX OCOOEHHOCTSIX ApXUBHOIO JOKYMEHTA; O
BKJIFOUeHUHU HHPopmaruu o HeMm B cuctemy HCA.

5.5. Ilpu co3znanun HCA apxuB y4uThIBae€T HE TOJIBKO OO0IIME TpeOOBaHUS K
COCTABJICHHUIO ONMKCATENIbHBIX CTATE apXUBHBIX CIPABOYHUKOB, HO U OCOOEHHOCTH
IIOATOTOBKM UX KaKJI0T'0 TUIIA U BUJA.

Onuck ACJ1, IOKYMCHTOB

Koncynbranrliroc: npumedanue.

B oduuuanbHOM TEkcTe AOKYMEHTA, BUAUMO, AOIYIIEHA OMNeYaTKa: IMyHKT
6.4.2 B IOKyMEHTE OTCYTCTBYET, IIO BOIIPOCY, KAaCAOIIEMYCsS OIUCATEIIbHBIX
cTaTed €IMHUIL] XPaHCHUSI/€IUHUIL YUeTa, CM. TyHKT 5.4.2.

5.5.1. Onucek gen, JOKYMEHTOB (apXHUBHBIA CIPAaBOYHHK, MPETHA3HAUYCHHBIN
JUIS PAcKpBITHSL COCTaBa W COACPXAHHS CIWHUIl XpaHCHUS/CAWHMI] Y4eTa,
3aKpeIIeHHs] NX BHYTPU(OHAOBOM CHCTeMaTH3allui U ydeTa; mpuioxkenus N 7 -
8) cocToUT M3 ONMCATENbHBIX CTAaTEd €IUHUI] XpaHEHUs/€AUHMI] y4yeTa (CM. II.
6.4.2), utoroBoii 3amucu (cM. m. 3.5.6), nmucra-3aBeputens (npuwioxenue N 3) u
CHPaBOYHOTIO ammnapara K OIHUCH.

B cnpaBouHbIl amnmapar ONMCH €N, JOKYMEHTOB BXOJIAT: TUTYJIbHBIN JIUCT;
colepkaHue (OrjaBjiCHHE), MNPEIAUCIOBUE; CIHMCOK COKpPAILLEHUI; MepeBOIHbIE
TaOJIHIIBI APXUBHBIX MUQPPOB (B CiIyyae nepepabOTKU OMKCH); YKa3aTEeH.

Ha tutynbHOM 1nucTe ONUCH [, AOKYMEHTOB IIOMEINAIOTCS: TOJHOE
Ha3BaHWE apXWBa, HAa3BaHWE W HOMEpP apXuUBHOrO (oHAA, HOMEpP W Ha3BaHUE
OIWCH, KpaifHUEe JaThl BHECEHHBIX B OMTUCHh apXUBHBIX TOKYMEHTOB.

[IpeaucnoBue coctaBigeTcsl TMO0 K Ka)XJAOW OMUCH Jell, TOKYMEHTOB, JINOO
oO1ree KO BCEM OMUCSIM apXMBHOro (oHaa. B mpeauciioBun KpaTKO M3J1ararorcs
uctopus ¢GoHmooOpazoBaress M apXWMBHOrO (OHIA; AaHHOTALMS COCTaBa U
COJIep KaHMsI apXUBHBIX JOKYMEHTOB (C BBIICIEHUEM Hau0O0JIee TUITMYHBIX TPYIII
CAVHMI] XPAaHCHUS/CAWHMI] y4deTa IO WX BHAAM UM PA3HOBUIHOCTSM, IO
COJICP’KAaHUIO); COCTaB CIPABOYHOro ammapata K omnucd. [lpu cocraBieHUH
OTJEJIbHBIX MPEIUCIOBUN K KaXKJI0M OMKMCH apXUBHOTO (poHAa BCce OOIIME AaHHbIE
no ucropuu (GpoHmooOpazoBaTesss U UCTOPUS APXUBHOTO (POHIA MOMENIAIOTCS B
IPEIUCIOBUN K IEPBON OMUCH Jell, JOKYMEHTOB.

[Ipy HEOOXOAMMOCTH K OMHUCHU JeJ], JOKYMEHTOB COCTAaBJISIOTCS OOLIMe U
CHelMaIbHbIC YKa3aTellu.



5.5.1.1. ApxuB B HEOOXOAUMBIX CIIy4asX OpraHU3yeT YCOBEPUICHCTBOBAHUE U
nepepaboTKy onucei e, JOKyMEHTOB.

VY COBEpLICHCTBOBAHNUE OIUCU JI€J1, JOKYMEHTOB - KOMIUIEKC padoT Mo
HNOBBIUIEHUIO HMH(OPMATUBHOCTH OMNMCH: YTOYHEHHIO 3aroJIOBKOB  €IMHUI
XpaHeHus/eAuHULl ydeTa (0€3 M3MEHEHUs UX CUCTEMaTH3alliM), COCTaBICHUIO
HEOO0XOMMOr0 CIIPABOYHOTO arlnapara K OMKCH.

IlepepaboTka onucu e, JOKYMEHTOB - COCTaBJIEHHE HOBOW OINKCH B3aMEH
CTapoi, HE OTBEYarolleld TpeOOBaHUSAM IMOMCKA U y4€Ta apXWUBHBIX TOKYMEHTOB.
[lepepaboTka ONMMCH BKIIOYAET: H3yYEHUE CIMHHI] XPAHEHUS/EAMHHUIl Yy4eTa C
NPOBEJCHUEM OSKCIEPTU3bl WX I[IEHHOCTH, YyTOYHEHHEeM uX (oHI0BOM
NPUHALJICKHOCTH;  YTOYHEHHE  WJIM  COCTABJICHHE  3arojOBKOB  €IUHUI]
XpaHEHUS/CMHUI] y4yeTa; ONpeAesieHHe WIM YTOYHEHHWE WX KpaWHUX Jar,
NEPECUCTEMATU3ALMIO €IMHUL] XPAHCHHS/€AUHUIL] YyYeTa 10 HOBOM cXeMme
CUCTEMAaTH3allud U COCTaBJICHHE HEOOXOIMMOro CIPAaBOYHOIO ammapara K OINKCH.
[Tpu nepepaboTKe ONMUCH COCTABIIAETCS MEPEBOAHAs TaOJHMIa CTapblX M HOBBIX
apXUBHBIX MHU(PPOB EIMHULl XPAHECHUS/COUHMI] y4yeTa. YHHUTOKEHUE CTapbIX
onucel Jen, JOKYMEHTOB Mocie MX nepepaboTku 3amperiaerca. Crapbple OnUCH
YUYHUTBIBAKOTCS IO HOBBIM OIMCAM HA MpaBaxX OTACIBHBIX €IWHMI] XPAaHEHUS U
IIOMEIIAIOTCA B KOHLE HOBOM ONMCH 3a IIOCIEIHMM HOMEpPOM II0J CBOUM
3aroJ0oBKOM U ¢ oTMeTKOM "Onuck nepecocrapiena. Cum. om. N ...".

[TyreBoauTenu

5.5.2. IlyreBoauTenb (apXUBHBIN CIPABOYHMK, COACPX AU CBEIEHUS 00
apXUMBHBIX (OHIAaX apxuBa (apXMBOB) B CHUCTEMAaTU3UPOBAHHOM BHUAE H
NpEeIHA3HAYEHHBIM 711 O3HAKOMJICHHS TMOJb30BATENII C HMX COCTaBOM U
COJIEP’)KaHUEM) COCTOUT M3 ONHUCATENbHBIX CTAaTEll HAa ypOBHE apXUBHOro (oHaa
(cm. . 5.4.1) 1 crIpaBOYHOTIO armapara.

Bunamu nyteBoguTens SBISAIOTCA IMyTeBOAUTENb 1O (OHAAM apXuBa
(apxuBOB); KpaTKUil CIpaBOYHMUK MO (OHAAM apXxuBa (apXHUBOB); TEMATHUYECCKUI
nyTeBoAuTeNb 1o (oHaam apxuBa (apxuBoB). IlyTeBoauTenu mnoapasnesstoTcs
TaK)Ke Ha apXUBHbIE (BHYTPHAPXUBHBIE) U MEKAPXUBHBIE.

Bun nyreBoguTenss M cxemMa ITOCTPOEHUS OIPEAEISAIOTCS €ro IEeJIEBbIM
Ha3HAYECHHUEM.

5.5.2.1. OcHoBHasi yacTh myTeBoAUTENsA MO (oHgaM apxuBa (apXUBOB)
COCTOMT W3 ONUCATENbHBIX CTaTell apXUBHBIX (POHIOB WM TPYMI AapPXUBHBIX
dbouoB. B myreBoguTens no (oHmaMm apxuBa (apXMBOB) JOHKHBI BKJIFOYATHCS
CBEJICHUSI O BCEX OTKPBITHIX apXUBHbIX (oHmax. Hekortopsie apxuBHbIE (POHIBI
MOTYT OBITh MIPEICTABIICHBI B BUJIE CIMCKA HEAHHOTUPYEMbIX apXUBHBIX (POHJIOB.

5.5.2.2. OcHOBHasi 4YacTh KpaTKOTO CIIPaBOYHHMKA 10 (OHIAM apXuBa
(apXMBOB) COCTOUT U3 CUCTEMATU3UPOBAHHOI'O IEPEYHS ONUCATEIBHBIX CTAaTEH Ha
apXuBHBIEC (DOHBI WK TPYNIbI APXUBHBIX (OHJIOB.

Kpatkue  crnpaBOYHMKM  MOAPA3JENSIOTCS Ha  aHHOTUPOBAaHHbIE U
HEaHHOTUpOBaHHbIe. OmnucaTenbHas CTaThi B AaHHOTHPOBAHHOM KpPaTKOM
CIPaBOYHMKE COCTOMT W3 Ha3BaHUS  apXuBHOrO (OHIA CO  BCEMH



nepeuMeHoBaHusAMUA (OHI000pa30BaTENsA, CIPABOYHBIX JAHHBIX 00 apXWBHOM
dboHAe W KpaTKOM aHHOTAIlMM HAa AapXUMBHbIE JIOKYMEHThI 3TOro (QoHna.
OnucartenbHasi CTaThsl B HEAHHOTUPOBAHHOM KPAaTKOM CIIPABOYHHUKE COCTOUT W3
Ha3BaHUS apXUBHOTO (POHJIA U CIIPABOYHBIX JJAHHBIX O HEM.

5.5.2.3. OcHOBHasl 4YaCTh TEMaTUYECKOTO IyTEBOAUTENs MO (OHAAM apXHBa
(apXUBOB) COCTOUT U3 CUCTEMATU3UPOBAHHOIO MEPEUHs OMUCATEIbHBIX CTaTeH 1Mo
OTIpEJICTICHHOW TeMe Ha apXUBHbIE (DOHBI UM UX YaCTH.

5.5.2.4. B chopaBouHBIli ammapaT IMYTEBOIUTENS JIFOOOTO BHAA BXOIAT
TUTYJIBHBIN JIUCT, COAEPKaHNE (OTJIABICHHE), IPEIUCIOBUE, CIMCOK COKPAILIEHUN,
npuiIoKeHus, ykazatenu. K myreBoguTento cocrapisiercs: oOuias Oubnuorpadusi.

B MHOrOoTOMHBIX W3JaHUSX MYTEBOJUTEIEH COCTABISIETCS CIPABOYHBIN
anmapar Kak JUisl BCero U3/1aHus B LIEJIOM, TaK U JJI OT/AEJIbHBIX TOMOB.

Karamorun

5.5.3. Karanoru (MexdoHIOBbIE apXWBHBIC CIPABOYHUKH, B KOTOPBIX
CBCJICHHS O COJICp)KAHUM apXHMBHBIX (DOHJIOB, €IUHUII XPAHCHUS/CIUHMI] YUeTa,
apXMBHBIX JOKYMEHTOB (MJIM WX 4YacTeW) apXWBa CTPYNIIUPOBAHBI MO MpeIMeTaM
(Temam, oTpacisiM), pacrojIOKEHHBIM B COOTBETCTBUU C OIPEICIICHHON CXEMOM
KJaccupuKalul JOKYMEHTHOM wuHOpMaIui) 00pa3yloT CHCTEMYy KaTajoroB
apxuBa. CocTaB CHCTEMBI KaTaJlOTOB apXWBa OMNPEICTSAETCS COCTaBOM U
COZICp)KaHUEM apPXHUBHBIX JOKYMEHTOB; WHTEHCHUBHOCTHIO WX HCIIOJIH30BaHMUS;
CTETICHBIO Pa3pabOTAaHHOCTH ApXUBHBIX (DOH/IOB; HAIMYMEM M KauyeCTBOM JPYTHUX
TUTIOB apXWUBHBIX CHPaBOYHUKOB. OCHOBHBIMH B CHCTEME KaTajJoroB apXxuBa
SIBJISTIOTCSA CUCTEMATHYECKUI 1 UMEHHOM KaTaJloTH.

Karamorn mnompasfensitorcss Ha CHCTEMaTHYECKHME, TEMaTHYeCKHEe | UX
Pa3HOBUIAHOCTH (KaTajJloTM 1O WCTOPHUU YUPEKICHHHM, aJIMHUHUCTPATHBHO-
TEPPUTOPHAIBHOTO JICTICHUS U JP.), IPEAMETHBIC U UX Pa3HOBUIHOCTH (MMEHHOM,
reorpau4eckuii, 0ObLEKTHBIN).

OnucatenpHass CTaThs Karajiora BKJIIOYACT: Ha3BaHHE apXHBa; HWHICKC;
pyOpHKY U TIOAPYOPHUKY; AaTy COOBITHS; MECTO COOBITHS, CBEICHUS U3 apXHUBHOTO
JOKYMEHTa, CIWHMIIBI  XpaHEHUS/CAWHUIIBI  y4dera, apXuBHOro  (oHma
(comepkanue); apXWBHBIM  mU@dpP; A3BIK  JOKYMEHTa M CIOCOO  €ro
BOCITPOU3BEICHUS; (PAMUIMIO COCTAaBUTENS WM JAaTy COCTABJICHHS OIKMCATEIIBHOMN
CTaThH.

JIJIsl  yCTAaHOBJICHUS CBS3W MEXAY paslejaMd Karajora WiId pPas3zciioB
Karajora C JPYTMMH apXHWBHBIMH CIPAaBOYHHUKAMH TPUMEHSCTCS CHCTEMa
OTCBUIOK.

VYkazarenu u 0030pbl

5.5.4. VYkazarenu (apXxuBHbIE CIPAaBOYHHMKH, TMPEACTABISIONINE COOOM
anQaBUTHBIE, CHUCTEMATHYECKHE WJIM COCTaBJIEHHBIE IO KAKOMY-THOO HHOMY
MpU3HAKy TEpPEYHU Ha3BaHWM (HAMMEHOBAHWI) MPEIMETOB, YINOMHHAEMBIX B
aApXWBHBIX JOKYMEHTAX, C YKa3aHUEM MX apXUBHBIX IMUGPOB) MOAPA3ISIIIOTCS Ha



BHYTpU(OHIOBbIE, MEXK(POHIOBBIC, MEKAPXUBHbIE, a TaK)Ke€ HAa TEMaTHUECKUE,
npeaMeTHble (OOIIMe M CHeuualbHbIE), XpoHoJoruueckue. PazHOBUIHOCTSIMU
MPEAMETHOIO YKa3aTelsl SIBISIOTCS UMEHHON U Teorpauueckuil ykazaTenu.

VYkazaTenan MOryT ObITh CaMOCTOSITEIbHBIMU APXWUBHBIMU CIPABOYHHUKAMHU B
cucteme HCA apxuBa Win BXOIAUTh B COCTAB BCIIOMOTAaTEIbHOIO CIIPABOYHOTO
amnmapara K JIpyruM TUIaM apXUBHBIX CIIPABOYHHUKOB.

OnucarenpHasi CTaThsl yKaszarels JIIOOOr0 BHJA COCTOUT M3 MPEIMETHOTO
noHsTUs (pPyOpUKH) U apXUBHOTO Mudpa.

B yka3zarene mnpuMeHsieTCS CHUCTeMa OTCBUIOK [IJIsl yCTAHOBJICHUS CBsI3eil
MEXIy TOKIECTBEHHBIMH MPEAMETHBIMH ITOHSATHSIMH.

5.5.5. O0630pb1 (apxuBHBIC CIIPaBOYHUKH, BKJIIOYAIOIIIHE
CHUCTEeMAaTHU3UpPOBAaHHBIC CBEACHHUA O COCTaB€ U COJCPXKAHUM  OTAEIbHBIX
KOMIUIEKCOB apXUBHBIX JOKYMEHTOB, JIOIOJHEHHBIE MX HCTOYHHKOBETYCCKUM
aHaJIn30M) MOAPA3EISIOTCS Ha 0030phl (POHIOB U TEMAaTUYECKHUE 0030PBbI.

O030p (QoHIa BKIIOYAET CHCTEMATU3UPOBAHHBIE CBEJEHUS O COCTaBe U
COJIEp’KaHUU apXUBHBIX IOKYMEHTOB OJIHOTO apXUBHOTO (pOHAA.

Temaruueckuii 0030p BKIHOYAET CUCTEMATU3UPOBAHHBIE CBEJCHUS O COCTaBE
U COJICpKAHUU APXUBHBIX JOKYMEHTOB OJIHOTO WJIM TPYMIbI apXUBHBIX (POHIOB
OJTHOTO UJIM HECKOJIbKUX apXHUBOB I10 OINPENEICHHON TEME.

B cnpaBounbiii amnmapar o0030pa BXOAST TUTYJIBHBIM JIUCT, COJEp)KaHUE
(ormaBieHue), MPeAUCIOBUE, CIMCOK COKpalleHul, yka3zarenu. K teMarnueckoMmy
0030py JOKHBI OBITH COCTABIIEHBI CIHCOK (POHIOB, MH(POpPMAIHS O KOTOPBIX
coJiepKUTcs B 0030pe, u oubauorpadus mo Teme 00630pa.

AstomaTtusupoBanHbii HCA

5.6. ApxXuBHbBIE  CHOPaBOYHUKM  MOIYT BECTHUCh B  apXWBE B
aBTOMATU3UPOBAHHOM pEXUME, 00ECIICUNBAIONIEM BO3MOKHOCTH OMEPATUBHOTO U
MHOTOACIIEKTHOTO MOWCKA U TPEACTABJICHUS TOKYMEHTHON HHpopMaimu (B TOM
YuCJe B PEKUME YAAICHHOTO JOCTYIIA).

Nudopmarnmonnoe wHamosHenue aBromatuzupoBanHoro HCA cocraBiser
COZIEp’)KaHHE OINUCATENbHBIX CTAaThEll AapXWBHBIX CIIPABOYHHKOB HA YpPOBHE
apxuBHOro (Qonma (cM. m. 5.4.1), eqUHUIBI XpaHEHUs/€IUHUIBI y4deTa (CM. TI.
5.4.2), apxuBHOro AokymeHta (cM. m. 5.4.3), a Takke KJIIOYEBBIE CIIOBA U
pyOpHUKATOPBI.

OO6s3aTeIbHBIMU BUJIAMHU KJIFOUEBBIX CJIOB (TEPMHUHOB, XapaKTEPU3YIOIIUX B
00OOIIIEHHOM M CXXaTOM BHUJIE COJIEpYKAHUE OMMUCATEIBHBIX CTAaThell apXUBHBIX
CIIPaBOYHUKOB) MpH BeJieHnu aBTomatusupoBanHoro HCA seusitotTcst: "temarnka',
"mepconanuu", "reorpadus". B ciydae HE0OXOAMMOCTH MOTYT CO3/1aBaThCS
JpyTH€ BUAbI KIIFOYEBBIX CJIOB.

PyOpukaTopbl - cUCTEMaTHYECKME M TEMAaTUYECKHE CXEMbl TOHSITHH C
WHJEKCAaMH IS CTPYKTYPUPOBAHMSI M TIOMCKA JOKYMEHTHOW uWHMOpmaruu B
aproMaru3upoBanHoM HCA.

(DOpMLI HCIIO0JIb30BAHUA apXUBHBIX JTOKYMCHTOB



5.7.  OcHoBHble  (OpPMBI  HCIOJB30BAaHUS  APXMBHBIX  JIOKYMEHTOB
(mpenocTaBieHUs] apXUBOM O€3BO3ME3HO WJIM BO3ME3IHO  IMOJIb30BATENIO
MH(OPMAIMOHHBIX YCIYT U UH(MOPMAIIMOHHBIX MPOAYKTOB JJISl YJIOBJIETBOPECHHUS
ero HHGOPMAaITMOHHBIX MMOTPEOHOCTEN):

uH(pOPMAIIMOHHOE OO0ecCreYeHue IM0JIb30BaTeIeii B COOTBETCTBUM C HX
3alpocaMu, a TaK’Ke€ B MHULUATUBHOM TOPSIJIKE;

MPEOCTaBICHUE APXUBHBIX JOKYMEHTOB MOJIb30BATENISIM B YUTAIBHOM 3ajie
apXuBa,;

AKCIIOHUPOBAHUE aPXUBHBIX JIOKYMEHTOB Ha BBHICTABKAX;

WCIIOJIh30BAaHNE aPXUBHBIX JIOKYMEHTOB B CPEACTBAX MacCOBOW MH(MOpMAITUH;

MpoBeicHre MHGOPMAIIMOHHBIX MEPOIPHUATHH (BCTpEY C OOIMIECTBEHHOCTHIO,
DKCKYPCUHM B ApXUBBI, IIPE3EHTALMN, THEW OTKPBITBIX IBEPEH, JICKINUN, TOKIAIO0B,
YCTHBIX JKypHAJIOB, KOH(PEPEHIINA, YPOKOB JJIsl CTYICHTOB M IIKOJILHUKOB U JIp.) C
WCIIOJIb30BaHUEM APXUBHBIX JOKYMEHTOB;

myOJIUKAaIKs ApXUBHBIX JJOKYMEHTOB.

5.7.1. 3anpocsl, MOCTYNAIOMINE B apXUBBI, HOAPA3AECISAIOTCS Ha!

3aMpockl O TPENOCTaBICHUU HMHQPOPMALMU TIO OIPEJCICHHOW mpobdiieme,
TeMe, coObITHIO, (akTy  (TeMaTWyecKue  3ampochkl).  Pa3HOBHUIHOCTHIO
TEMaTUYECKUX 3alpoCOB SBISIIOTCA Ouorpaduueckue 3ampochl, MO KOTOPHIM
YCTaHABJIMBAIOTCSI CBEICHUS, HEOOXOIUMBIC /I U3YUCHUS KU3HU U JEATCIbHOCTH
KOHKPETHBIX JIUII;

3ampochl O MPEIOCTAaBICHUU UH(DOpMAILIMKM, HEOOXOAUMOM /1JIsi YCTaHOBIICHUS
POJICTBA, POJCTBEHHBIX CBSI3eM JBYX WM Oojiee JUIl, UCTOPUU CEMbH, poJia
(reHeasornYecKue 3amnpochl);

3apoChl, CBSI3AHHBIE C COI[MATIBLHOM 3allIMTON Tpa)kJaH, MpeaycMaTpUBAIOIINE
X TEHCHOHHOE OOECIMeYeHHE, a TaKKe IMOIy4YeHUEe JIbrOT U KOMIICHCAIMi B
COOTBETCTBUU C 3aKOHOJATECJILCTBOM Poccuiickoit denepanuun u
MEXKIYHAPOJHBIMH  00s3aTenbcTBaMU  Poccuiickort  denepanmm  (3ampochl
COIMAJIbHO-TIPABOBOTO XapaKkTepa).

5.7.2. B uensix Hactosimux [TpaBuit nConb3yrOTCS CAEAYIOLINE MTOHSITHS:

apXvBHas CIIpaBKa - JOKYMEHT apXHBa, COCTABJICHHBI Ha OJaHKE apXuBa,
UMEIOIINNA IOPUINYECKYI0 CHITy U COJIEepKallui JOKYMEHTHYIO HH(OpMAIUIO O
npeaMeTe 3amnpoca ¢ yKa3aHUEeM apXUBHBIX MIU(PPOB U HOMEPOB JUCTOB €AUHUIL
XpaHEHUs TeX apXUBHBIX JOKYMEHTOB, HA OCHOBAaHHH KOTOPBIX OHA COCTABJICHA;

apXWBHas KOIMS - JOCJIOBHO BOCIIPOU3BOJIAIIAS TEKCT apXUBHOTO JTOKYMEHTA
KOIMMS C YKa3aHUEM apXWBHOTO Mudpa WU HOMEPOB JUCTOB €AUHHUIIBI XpaHCHUS,
3aBEpEHHAs B YCTAHOBJICHHOM TOPSIIKE;

apXWBHas BBIMUCKA - JIOKYMEHT apXHWBa, COCTABJICHHBIM Ha OJIaHKE apXuBa,
JIOCJIOBHO BOCIPOM3BOJISAIINNA YaCTh TEKCTa apXUBHOIO JTOKYMEHTA, OTHOCSIIUICS
K ompenencHHOMY (GakKTy, COOBITHIO, JIUILy, C yYKa3aHHEM apXWBHOTO mmdpa u
HOMEPOB JIMCTOB €UHULIBI XPAHEHUS;

nH()OPMAITMOHHOE THCHMO - MHUCHMO, COCTABIICHHOE Ha OJIaHKEe apXWBa IO
3ammpocy MOJIb30BaTeNs WK TI0 UHUITMATUBE apXHBa, CoJEpKaiiee HHPOPMAIIUIO O
XPAHSIIUXCSA B apXUBE apXUBHBIX JIOKYMEHTaX 10 ONpEIeTICHHOM mpobiieMe, TeMe;



TEMaTUYECKUA MEPEYEHb APXUBHBIX JIOKYMEHTOB - CHCTEMAaTHU3WPOBAHHBIN
KpaTKUM WM AHHOTHUPOBAHHBIM IE€PEUEHb 3aroJIOBKOB APXMBHBIX JIOKYMEHTOB,
€IMHULl XPAHEHUS/€IUHUL] yyeTa M0 ONpPEACIEHHON TeME C yKa3aHUEM HX JaT U
apXUBHBIX MHU(POB, COCTABIECHHBIN 110 3aIIPOCY MOJIB30BATENS I IO HHULIUATUBE
apXuBa;

TeMaTH4eCcKast noJ100pKa KOIMii apXUBHBIX JOKYMEHTOB -
CUCTEMATHU3UPOBAHHBIN KOMILJIEKT KOMHUK apXUBHBIX JOKYMEHTOB MM MX 4YacTei
II0 ONPEICIICHHOW TeME, MOATOTOBJICHHBI apXMBOM IO 3aIllpOCy IOJIb30BATEISA
WIM 1[I0 WHULMATUBE apxuBa. TemMarnyeckas MoAOOpPKa BKIIOYAET THUTYJIbHBIN
JIUCT, TEMAaTHYECKUI NEpEeYeHb apXHBHBIX JOKYMEHTOB M IPU HEOOXOJAMMOCTU
HUCTOPUYECKYIO CIIPABKY I10 TEME;

TEMaTUYECKHI 0030p apXUBHBIX JOKYMEHTOB - CM. II. 5.5.5.

HOpHI[OK HCIIOJIHCHHUA 3aIIpOCOB I10JIb30BaTEIICH

5.8. 3ampoc monb3oBaTenss pacCMaTPUBAETCS U HCIOJIHSETCS apXUBOM IpU
HAJIMYUM B 3alpoce HAWMEHOBAHUSA IOPUJMYECKOrO Jula (s TpaxiaaH -
damMuiIMM, HMMEHM M OTYECTBA), IIOYTOBOI'O W/MJIM 3JEKTPOHHOIO ajapeca
MOJIb30BATENsI, yKa3aHUs TeMbl (BOMpOca), XPOHOJOTHM 3ampaniuiBaeMoin
uHpopmaIuu.

3ampoc MONB30BATENsl PAcCMATPUBAETCS PYKOBOJACTBOM apXvBa WM
YIIOJTHOMOYEHHBIM  JOJDKHOCTHBIM — JIUIIOM  (JIMIIJaMU), HAMpaBlIAeTCA  Ha
UCIIOTHEHHE B COOTBETCTBYIOIIME TOApPA3ACICHUS WM HEMOCPEACTBEHHO
UCTIOTHUTENI0O W HCIOJHSIETCS MO apXWBHBIM JIOKYMEHTaM W/WIM TE€YaTHBIM
U3JITAaHUSIM, OTHOCSAIIIUMCS K TIPEIMETY 3arpoca.

3anpoc, HE OTHOCSIIMICA K COCTaBy XpPaHSIIMXCS B AapXUBE ApPXUBHBIX
JOKYMEHTOB, B T€UEHUE 5 JHEH C MOMEHTa €ro PErucTpalliy HalpaBiseTcs B
JIPYrol apxXuB WM OpPraHU3alMI0, TJ€ XpaHIATCS HEOOXOJIMMbIE apXUBHBIC
JIOKYMEHTBI, C YBEJIOMJIEHHEM 00 3TOM TOJIb30BATEINs, WM MOJIb30BATEIIO JAAETCS
COOTBETCTBYIOIIAsl PEKOMEHIAIusl.

ITpu nocrymienun B apxuB VHTepHET-00paleHus (3anpoca) nojb30BaTes ¢
yKa3aHHEM aJpeca d3JCKTPOHHOM TOYTHl W/MJIM TOYTOBOIO ajpeca emy
HaIpaBJIsIETCs YBEAOMJICHHE O MpueMe oOpaiieHus (3ampoca) K pacCMOTPEHUIO
WIM MOTHBHPOBAaHHBIA OTKa3 B paccMOTpeHHH. [IpuHATOE K paccMOTpPEeHHIO
oOpaiiieHue (3amnpoc) pacreuaTbiBaeTcs, U B JajdbHEUIIeM paboTa ¢ HUM BEICTCS B
YCTaHOBJICHHOM TIOPSIKE.

OTBeT Ha 3ampoc TOJB30BATENd MJAaeTCd Ha TOCYAApCTBEHHOM SI3BIKE
Poccuiickon denepanum.

ApXUB OCYIIECTBJISICT MpPUEM TpaKIaH B MPUEMHOW WM CTOJE CIPAaBOK H
BEJIET UX YYeT M0 YCTaHOBJIEHHOH (opme. PykoBoACTBO apxuBa HECET JUYHYIO
OTBETCTBEHHOCTb 32 OPraHU3aLMIO MTPHUEMa U PACCMOTPEHUS 3alIPOCOB TPaKIaH.

5.8.1. Temaruueckuil 3ampoc TOCYIAapCTBEHHOIO OpraHa WM OpraHa
MECTHOTO CaMOYIIpaBJICHUS, CBS3aHHBIA C WCIOJHCHUEM WMH CBOUX (DYHKITUH,
apxXuB paccMaTpUBaeT B IEPBOOYEPETHOM IMOPAJKE B  YCTaHOBJICHHbBIE
3aKOHO/IaTEJIbCTBOM JINOO B COTJIACOBAHHBIE C HUMH CPOKHU. VcmoHeHue Takoro



3aIrpoca OCYIIECTBIsIETCS Ha 0€3BO3ME3AHON OCHOBE.

HcnonHenne TeMaTUYECKOroO 3ampoca OpraHu3aluy  WIM  TIPpakJaHHWHA
OpraHM3yeTCsl B MOPAJKE OKa3aHMs IUIATHBIX yCIyr (B TOM YHCJIE HAa OCHOBE
noropopa) wind 0e3Bo3mMe3qHO. CpOKM M CTOMMOCTh pabOT IO HCHOJHEHUIO
YKa3aHHOTO 3ampoca B IIPEABApPUTEIBHOM IIOPSAJKE COIVIACOBBIBAIOTCS €
II0JIB30BATEIIEM.

IIpy HEOOXOAMMOCTH TPOBEIEHHS OOBEMHONM pabOThl IO IOHUCKY U
KOIIMPOBAHUIO apXUBHBIX JOKYMEHTOB apXHUB MMCbMEHHO M3BEIIAET MOJIb30BATEIS
O MNPOMEXYTOUYHBIX pe3yinbTaTax padoThl. Bua MHPOPMALMOHHOIO TOKYMEHTA,
NOATOTaBIMBAEMOT0 APXHUBOM I10 3aMPOCY MOJIb30BATENS, COTJIACOBBIBAETCS C HUM,
ecJi 00 3TOM HE YKa3aHOo B 3alpoce.

5.8.2. I'eHeanornyecKui 3ampoc IMOJb30BaTENA APXUB HCIIOIHSAET B MOPSAJIKE
OKa3aHUs TUIATHBIX YCIyT (B TOM YKCJIE€ HA OCHOBE JIOTOBOpPA). YKa3aHHBIN 3arpoc
MOXXET HCIIOJIHATBCA KAaK B OTHOILIECHUU 3asiBUTENS, TAK U B YCTAHOBICHHOM
NOPSJIKE B OTHOUIEHUH JPYTUX JIMII.

WNupopmanins noap30BaTelNo0 NpeacTaBisieTcs B popMe poJOCIOBHOTO JIPEBa,
IeHEaJOTUYECKON POCHHCH, T€HEATOrMuecKoi TaOJMIbl WM apXUBHBIX CIIPABOK,
ApXUBHBIX BBIIIMCOK, KONWH AapXUBHBIX JOKYMEHTOB, YCTAHABJIMBAIOIIUX
poncTBeHHbIE CBsi3W. lIpM  OTCYTCTBMM BO3MOXHOCTEM IO HCIOJIHEHUIO
IEHEAIOMYECKUX 3alpOCOB ApXUB PEKOMEHAYET IOJb30BATEN0 IPOBOJIUTH
CaMOCTOATEIbHBI MOUCK WHTEPECYIOIIEH €ro MHQPOPMAIMH T'€HEaJIOrH4ecKoro
XapakTepa B UATAJIHLHOM 3aJI€ apXUBa.

5.8.3. 3ampoc cCOIMaIbHO-TIPABOBOIO XapakTepa WCHOJHIETCS apXUBOM
0€3BO3ME3THO.

Cpox HMCHOJHEHHUs 3alpoca COLMAIbHO-TIPABOBOTO XapakTepa B apXHMBE HE
noJpKeH npesblmate 30 qHEW ¢ MOMEHTa peructpanuu 3ampoca. C paspemeHus
PYKOBOJCTBa apXuWBa 3TOT CPOK MOKET OBbITh NMPU HEOOXOAMMOCTH MPOJJIEH C
00s13aTeIbHBIM YBEAOMIICHHMEM 00 3TOM MoJib3oBaress. Cpok UCHOIHEHMS 3ampoca
no HCA apxwuBa - He OoJiee 15 nHE# ¢ MOMEHTa €ro perucTpaliyim.

IIpu uCnoJIHEHHH MMOBTOPHOTO 3aIIPOCa COLUAIBHO-TIPABOBOIO XapaKkTepa WiH
COCTaBJICHUH IO MPOChOE MOJIb30BaTENs APXUBHOM CIIPABKH, aHAJIOTMYHOW paHee
BBIJJAHHOW, apXWB IIPOBEPSET COOTBETCTBHE CBEICHUM, BKJIIOYEHHBIX B 3Ty
CIpPaBKy, TE€M, KOTOpPbIE HMEIOTCS B apXHMBHBIX JOKYMEHTAaX, M B Clyd4ae
OOHapy>KEHHUsI TIONOJIHUTEIbHBIX CBEICHUI BKJIIOYAET UX B IOBTOPHO BBIJIAaBAEMYIO
apXUBHYIO CIIPaBKYy.

OdopmileHrne apXUBHBIX CIIPABOK,
APXUBHBIX BBIMUCOK U ApXUBHBIX KOTIHIA

5.9. ApxuBHas cripaBKa ¥ apXUBHAs BBIITUCKA COCTABIISIIOTCS ¢ 0003HaUYEHUEM
Ha3BaHUS MHQPOPMAIMOHHOTO JOKyMmMeHTa "ApxuBHas crpaBka', "ApxuBHas
BbINIHCKA'".

(B pen. [Ipukaza MunkyneTypsl P® ot 16.02.2009 N 68)

59.1. Tekct B apxuBHOW cmpaBke (mpwiokenne N 13) maercs B

XPOHOJIOTHYECKOW TOCIIEIOBATEIPHOCTA COOBITUM C YKAa3aHWEM BUJIOB apXHBHBIX
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JIOKYMEHTOB M MX J1aT. B apXMBHOM clipaBKe AOMYCKAETCS IUTUPOBAHUE apXUBHBIX
JIOKYMEHTOB.

HecoBnazeHnne oTnenbHBIX TaHHBIX APXMBHBIX JOKYMEHTOB CO CBEJICHHSIMU,
W3JIOKEHHBIMH B 3aIllpoCe, HE SBJSETCA MPEMATCTBUEM JJISl BKIIOYEHUS HX B
apXHUBHYIO CIPABKY IPU YCIOBHUH, €CJIM COBIAJICHUE BCEX OCTAJIbHBIX CBEJICHUI HE
BbI3BIBAET COMHEHHUW B TOXJECTBEHHOCTH JHUIA WM (HaKTOB, O KOTOPBIX
TOBOPUTCSI B AapXMBHBIX JOKYMEHTaxXx. B apXuBHOM CHpaBKE 53TH JIaHHbBIC
BOCIIPOMU3BOJATCS TaK, KAaK OHM M3J0KEHbl B apXMBHBIX JOKYMEHTax, a
pacxXOoXJCHUsI, HECOBIAJEHUS M HETOYHbIE HAa3BaHUS, OTCYTCTBHE WMEHHU,
OTYECTBA, WHHULHMAJIOB WM HAJIMYHUE OJHOTO M3 HHUX OTOBAPUBAIOTCS B TEKCTE
cipaBku B ckoOkax ("Tak B mokymente", "Tak B TekcTe opurnnaia').

CBenmenusi o pabore, yueOe B HECKOJbKHUX OpraHU3alUAX, Y4YEOHBIX
3aBEICHUSX BKJIIOYAIOTCA B OJHY apXUBHYIO CIIPABKY.

B npumedaHusix mo TEKCTy apXHMBHOM CIpaBKH OrOBapUBaIOTCS HEPa300pUUBO
HaIlMCaHHBIE, UCIIPABIECHHBIE aBTOPOM, HE MOJAIOIIMECS IPOYTEHUIO BCIEACTBUE
noBpexaeHusa Tekcra opuruHana mecta ("Tak B Tekcre opuruHana", "B Tekcre
HepazoopuuBo").

B Tekcre apXMBHOW CHpaBKH HE JONMYCKAIOTCS W3MEHEHHsI, MCIPABIICHUS,
KOMMEHTapuHu, COOCTBEHHBIE BBIBOJABI HMCIOJHUTENS IO COACPKAHUIO apXUBHBIX
JOKYMEHTOB, HA OCHOBAaHMHU KOTOPBIX COCTaBJIEHA apXUBHAs CIIPABKa.

B koHIIe apXUBHOU CIIpaBKU MPUBOAATCS apXUBHbIE U(PBI U HOMEPA JINCTOB
€IMHHII XpaHEHHUS apXUBHBIX JIOKyMEHTOB, nevyaTHbIe U3JIaHus,
WCIIOJIb30BABIINECS JJISI COCTABJICHHUsS apXWBHOM CIIPaBKH. B TekcTe apXuBHOU
CIPABKHU JIOMYCKAETCs MPOCTABJICHHE AapXUBHBIX IIM(PPOB U HOMEPOB JHCTOB
CAVHUI] XPAHEHUs ApPXUBHBIX JOKYMEHTOB Cpa3y MOCIE HU3JI0XKEHHUS KaxKIoro
(dhaxTa Ui coObITHS.

B apxuBHO# cnpaBke, 00beM KOTOPOW TMPEBBINIAET OJUH JIUCT, JUCTHI
JOJKHBI OBITH MPOLIMTHI, IPOHYMEPOBAHbl U CKPEIUIEHBI Me4YaThlo apXxuBa (AJis
MYHULMIATBHOTO apXWBa, HE SABISIIOLIETOCS FOPUINYECKUM JIMLOM, - IEYaThIO
OpraHa MECTHOT'O CaMOYIIPaBJICHNUS).

ApxuBHas clipaBKa, IpPEeIHA3HAYEHHAs JUIsl MCIIOJIb30BAHUS HA TEPPUTOPUHU
Poccuiickon ®enepaunu, NOANMUCHIBACTCA PYKOBOJICTBOM apXuBa, U 3aBEPSIETCSA
NeYaThio apXuBa (AJ11 MYHULIMIIATBHOIO apXUBa, HE SBISIOLIETOCS IOPUIANYECKUM
JUIOM, - TI€YaThbl0 OpraHa MECTHOTO CaMOyNpaBieHHs). ApXMBHas CIpaBKa,
npeaHa3HaYeHHas JJid HampaBlieHUs 3a pyOek, MOJNUCHIBAETCS PYKOBOJICTBOM
apxuBa M 3aBepsieTcss repOOBOM mNedarbio (AJI1 MYHULMIAIBHOTO apXWBa, HE
SBJIAIONIETOCS  IOPUAMYECKUM  JIMLOM, - Te4aThbl0 oOpraHa  MECTHOIO
caMOyTpaBJICHUs).

(B pen. ITpukaza Munkynetypsl PO ot 16.02.2009 N 68)

[Ipy HEOOXOAMMOCTH K apXUBHOW CIIpaBKE MPHJIATarOTCs KOMHHM apXHUBHBIX
JOKYMEHTOB WJIM BBIIIMCKH U3 HUX, MOATBEP>KIAIOIINE CBEIACHUS, U3JI0KEHHBIE B
apXUBHOW CIIPaBKeE.

ApXHBHBIE CIIPAaBKH, HAPaBJIIEMbIE B FOCyAapcTBa, NOANKCABIINE ['aarckyro
KOHBEHIMIO 1961 r., B COOTBETCTBHUHM C KOTOpOM He Tpedyercs KOHCYJIbCKas
jgeranu3anusi O(pUIMATBHBIX JIOKYMEHTOB, 3aBEpPAIOTCS IPOCTAaBICHHUEM U
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3aMOJIHEHUEM CHENUAbHOrO INTaMma - anocTuwis. Ha apxuBHBIX cropaBkax
MPOCTABIIAECTCS W 3alOJIHAETCA HaJJIekKaluM 00pa3oM amoCTHIIb PYKOBOJCTBOM
BBIIIECTOAIIETO YIOJIHOMOYEHHOTO OpraHa HWCIIOJHUTENbHON BiacTu B cdepe
apXMBHOTO Jiefla. AIMNOCTUJIL HE TMPOCTABIAETCS HA AapXUBHBIX CIPAaBKaXx,
NpeIHa3HAYCHHBIX IS HaIpaBJeHUsI B rocylapcTBa, ¢ KoTtopbiMu Poccuiickas
denepanys 3aKJIIOYNUIA JOTOBOPHI O MPABOBOM MOMOIIM U MPABOBBIX OTHOIICHUSIX
M0 TPaXIaHCKUM, CEMEWHBIM M YTOJIOBHBIM JI€JIaM, a TaKXe B TocylapcTBa -
yaactankd CHI', mommucaBmme Cormamenne o TpuHIUNax #u - ¢dopmax
B3aMMOJICHCTBHSI B 0OJAcCTH HCIHOJB30BAHUS ApXUBHOW HH(POpPMAIUHU, WIH C
KOTOPBIMU UMEIOTCSI IBYCTOPOHHHUE COTJIAIIEHUS] O COTPYAHUYECTBE.

[Ipu oTcyTCTBUM B apXWBE apXUBHBIX JOKYMEHTOB, HEOOXOJIUMBIX IS
WCITOJIHEHHSI 3aIIpoca, Ha OJaHKe apXHWBa COCTABIIIETCS OTBET, MOATBEPKIAIOIINN
HEIOJIHOTY COCTaBa apXMBHBIX JIOKYMEHTOB MO Teme 3ampoca. [lpu
HEOOXOJMMOCTH OTBET MOKET OBITh 3aBEpPEH repOOBOM MEYATHIO.

B cnydae AOKyMEHTAJbHO TMOJITBEPKACHHBIX (DAKTOB YTpPaThl apXUBHBIX
JIOKYMEHTOB, COAEPKAIINX 3aMpPAIINBAEMbIE CBEJICHUS, aDXUB BBIIAET CIIPABKY MO
JTAHHOMY BOIIPOCY, IPU HEOOXOJUMOCTH 3aBEPEHHYIO NIEYaThIO apXUBa.

5.9.2. B apXuBHOl BBINIUCKE HA3BAHUE APXUBHOTO JOKYMEHTA, €r0 HOMEp H
JlaTa BOCIIPOM3BOJSATCS TMOJIHOCTHbIO. [I3BIIEUEHMSIMH U3 TEKCTOB apXHUBHBIX
JIOKyMEHTOB JIOJDKHBI OBITh HMCUEpIaHbl BCE HMMEIOUIUECS JaHHBIE IO 3arpocy.
Hayano u KoHell KaXkJI0ro M3BJIEYEHUS, a TAKXKE IMPOIYCKH B TEKCTE apXHBHOIO
JIOKYMEHTA OTJEIBHBIX CIOB 0003HAYAKOTCS MHOTOTOUYHEM.

B nmpumMeuaHusx K TEKCTy apXMBHOW BBIMUCKH JEIAIOTCSI COOTBETCTBYIOIIUE
OFOBOPKM O 4YacTsIX TEKCTa OpUIMHalIa, Hepa300puYuBO  HAMMCAHHBIX,
WCITPaBJIEHHBIX aBTOPOM, HE MOJIAIOIIMUXCS TPOUYTEHUIO BCIIEICTBUE MOBPEKACHUS
Tekcta W T.4. OTAeNnbHbIE CIIOBA W BBIPAXKEHUS OPUTMHANA, BbI3bIBAIOIINE
COMHEHHUSI B UX TOYHOCTH, OTOBApUBAIOTCS clioBaMM '"Tak B TEKCTe opurumHaia’,
"Tak B nokymente". Ilocne TekcTa apXMBHOM BBIMUCKH YKa3bIBAKOTCS apXHUBHBII
mudp ¥ HOMEpa JIMCTOB €IUHUIIBI XPAaHEHUS! apXHUBHOTO JOKYMEHTA.

AYTEHTUYHOCTh  BBIAAHHBIX 1O  3alpocaM  apXMBHBIX  BBIMHCOK
YAOCTOBEPSIETCA TMOANUCHI0 PYKOBOJMTENSI apXUBa WM YINOJHOMOYEHHOIO
JIOJDKHOCTHOTO JIMIIa W TedYaThl0 apxuBa (IJIs1 MYHUIMIIAIBHOTO apXuBa, HE
ABJISIFOIIETOCS  IOPUIAMYECKMM  JIMLIOM, - TI€4aThl0  OpraHa MECTHOIO
caMOyTpaBJICHUs).

5.9.3. Ha o0opore Kaxaoro JIMCTa AapXWMBHOM KOMHHM MPOCTABIIAIOTCS
apXuBHbIE MHUEGPLI U1 HOMEpA JMCTOB €IUHUIl XPAHCHHUS apXUBHOTO JIOKYMEHTA.
Bce aucThl apXMBHOW KONMUU CKPEIUIAIOTCS M HA MECTE CKPEIUICHUS 3aBEpPSIIOTCS
neyaTbl0 apxuBa M TOJIMHUCHIO €ro PYKOBOAMUTENS WJIA YIOJIHOMOYEHHOTO
JOJDKHOCTHOTO JIMLA. ApXUBHAs KOMMs, MpeHAa3HAUYCHHAs JJI1 HAlpaBliCHUs 3a
pyOex, 3aBepseTcs repOoBOi NEYaThiO U TOMUCHIO PYKOBOAUTEIS apXHBa.

5.10. ApxuBHas cnpaBka (npunioxxenue N 13), apxuBHasi BbIIIMCKA, apXUBHAs
KOIHS ¥ OTBETHI Ha 3aMPOCHI BBICBUIAIOTCS 10 MOYTE NPOCTHIMUA MUChbMaMH.

ApxuBHas  CIpaBKa, AapXWBHAs  BBIIMCKA W apXUBHAas  KOMWUS,
npeaHa3HaueHHbIE JJIsI HAMpaBlIeHUs B rocygapctsa - yuactHuku CHI', Bkitouas
OTBETHl 00 OTCYTCTBUM 3alpalllUBAaEMbIX CBEICHHUM, BBICHUIAIOTCS apXHBOM



HEIIOCPEACTBEHHO B a/Ipeca 3asiBUTENEH.

ApxuBHas  CIpaBKa, AapXWBHAas  BBIIMCKA W  apXWMBHAasA  KOMUA,
MpeAHa3HAYECHHbIE JUIsl HANpPABJIEHUS B TOCYNapCTBa, HE  SBISIOLIUECS
yuyactHukamu CHI', BKitodasi oTBeThl 00 OTCYTCTBUM 3allpallliBa€MbIX CBEICHUM,
OoQOpPMIISIIOTCSI U BMECTE C 3alpocaMu (aHKETaMu, JIMYHBIMU 3asBIICHUSAMH U T.I1.)
HaMpaBJsIOTCd  apXMBOM B COOTBETCTBYIOIIMN  (efiepalibHbId  OpraH
VCIIOJTHUTEIILHOM BJIACTH B YCTAHOBJIIEHHOM HOPSIIKE.

ApXuBHas CIpaBKa, apXWBHAs BBINMCKA U APXHUBHASI KOMUS B CIIy4ae JIMYHOTO
oOparieHus rpakJIaHiHa WA €ro JOBEPEHHOTO JINIIA B APXUB BBIAAIOTCS €MY IO
pacmucKy TIpU NPEABABICHUHM IMACHOpPTa WJIM HHOTO  YJIOCTOBEPSIOLIETO
JIOKYMEHTA; JIOBEPEHHOMY JIMIly - TPU TPEAbSIBICHUU JOBEPEHHOCTH,
oopMIICHHOW B YyCTaHOBIEHHOM Tmopsake. [lomydaTenh apXWBHOW CHpaBKH M
apXMBHOM BBINMUCKKA PACIHUCHIBAETCA HAa MX KOMUSIX WIA Ha 000poTe
COIIPOBOJMTEINILHOTO IMUCbMa K HUM, YKa3bIBas JaTy UX MOJy4YECHUS.

3aBepeHHas anoCTUIIEM apXWBHAs CIpaBKa, apXWBHAs BBIMUCKA W apXUBHAs
KOIKS B CJIy4ae JIMYHOTO OOpallleHus Tpak/laHWHA UM €ro JIOBEPEHHOTO JIMIA B
apXvB BBIJAIOTCS €My Ha PYKH TpPU TPEAbSIBICHUM KBUTAHIIUM 00 yIuaTe
rOCyIapCTBEHHOM IMOLUIMHBI 3@ IIPOCTABJIEHUE AllOCTHUIIA.

BOBBp&HIGHI/Ie INOJJIMHHUKOB apXHUBHLIX JOKYMCHTOB

5.11. Ilo mUCBMEHHBIM 3asBICHHUSAM C pa3pEIICHUs PYKOBOIWTEIS apXWBa
peadWINTUPOBAHHBIE JIMIA W MX HACIEJHUKH HMMEIOT NpaBO Ha MOJy4YEHUe
MOJJIMHHUKOB COXPaHUBIIMNXCS B ITPEKPAILEHHBIX YTOJIOBHBIX 17§
aIMUHUCTPATUBHBIX, & TAaKXKe (PUIBTPAMOHHO-TIPOBEPOUYHBIX JEJIaX apXHBHBIX
JIOKYMEHTOB TBOPYECKOTO XapakTepa - pykonucei, gpororpaduii, muceM u Jpyrux
JUYHBIX JIOKYMEHTOB (32 MCKJIIOYEHHEM MAaclopTOB, BOEHHBIX OWJIETOB,
CIIy’)K€OHBIX YIAOCTOBEPEHHUNH M APYTUX ApPXUBHBIX JOKYMEHTOB O(PHUIIMAIBHOTO
MIPOUCXOXKICHUS ).

I1o nmuCchbMEHHBIM 3asBICHUSM C pa3pelIeHUs PyKOBOIUTEI apXUBa IpaxkaaHe
MMEIOT IPAaBO HA IIOJYYEHHE COXPAHUBIIUXCA B apXWBE IOJJIMHHUKOB
COOCTBEHHBIX TPYJIOBBIX KHUKEK.

C wu3pIMaeMbIX apXMBHBIX JIOKYMEHTOB JENAKOTCA KOIHH, KOTOPBIE
npuoOIaTes K aenaM. M3bsaTre apXUBHBIX TOKYMEHTOB, a TaKXKE UX 3aMEHa Ha
KOIIMH OTPAXKAKOTCS B JIMCTAX-3aABEPUTENAX JIEII, B OMUCSX JIET, JOKYMEHTOB.

Bo3sBpailienre apXuBHBIX JOKYMEHTOB O(DOPMIISIETCS aKTOM 00 U3BSITHH M3
JIe]l YKa3aHHBIX TOKYMEHTOB. AKT U JIpyTHE JTOKYMEHTBI, HA OCHOBAaHUU KOTOPBIX
MIPOU3BEACHO BO3BpAIEHUE APXMBHBIX JIOKYMEHTOB, M pacmucka Jula,
MOJIYYMBIIETO UX HA PYKH, BKIIOUAIOTCS B 1€710 (POH/A.

OO0cyXuBaHUE MOTH30BATEIICH B YUTAIILHOM 3aJie
5.12. Ins oGcmykuBaHUS MOIB30BATEICH B apXuBax JCUCTBYIOT YMTAIbHBIN

3a]l, MPOCMOTPOBBIM 3aj, KOMHATa MPOCTYIIMBAHUS (POHOJOKYMEHTOB CO
CHEeIUaIbHBIM 000pyIOBaHUEM [JIi pabOT C MHKPOKOMHUSIMHU apXUBHBIX



JOKYMEHTOB, AayJIHOBU3yaJIbHBIMU M DJJIEKTPOHHBIMU JOKyMeHTamu. [lpu
OTCYTCTBUH crernyaibHO BBIJICJICHHOTO ITIOMEIICHUS o0cITyKuBaHUE
MOJIb30BaTeNIC TMPOM3BOJUTCS B paboueld KOMHATE€ apXWBa I10J KOHTPOJEM
COTPY/IHUKA apXHuBa.

[Topsimox pa®oThI MOIB30BATENICH C APXHWBHBIMU JOKYMEHTAMU B YUTAJIIBHOM
3aJIe apxXuBa, MX MpaBa W OOS3aHHOCTH OMPEACISIOTCS MpaBUiIaMU PadOThHI
MOJIb30BATEIICM B UYMTAIbHBIX 3ajax apxuBoB Poccuiickon ®Depepanuu,
YTBEP)KIAEMBIMUA  CTCIHAIBHO  YIIOJTHOMOYEHHBIM  (helepaIbHBIM  OPTaHOM
WCITOJTHUTEIILHON BIACTH B cepe apXuBHOTO jena. ApXuB 0053aH O3HAKOMUTH
MOJIb30BATENIE C ATUMM npaBwiaMu. VCXoass U3 KOHKPETHBIX BO3MOXKHOCTEU
oOCTy)KMBaHUS TOJh30BaTEICH apXWB MOXKET YCTAHABIHMBATh OYEPEIHOCTh W
BpEMS MMOCEIICHU UMY YATAIBHOTO 3aJ1a.

B cnydwasx XxwumieHus WIM TOBPEXKICHUS IOJIB30BATEIIEM apXUBHBIX
JIOKYMEHTOB, TEXHHYECKOTO OO0OPYIOBaHMS M HMMYIIECTBA apXuB oOpalaercs ¢
COOTBETCTBYIOUIAM  3asBJICHUEM B OpraH BHYTPEHHUX [I€JI TI0 MECTY
pacIioyioKeHUsT apXuBa, MPUHUMAET APYrde Mepbl K BO3MEIICHHIO yiiepOa B
COOTBETCTBHHM C 3aKOHOJATENBCTBOM Poccuiickoit denepanuu.

5.13. ITo 3akazaM NOJB30BATENIEM C YYETOM TEXHUUYECKUX BO3MOXKHOCTEH
apXxyMBa M3rOTABIMBAIOTCS KOMHUU APXUBHBIX JOKYMEHTOB: KCEpPOKOIIHH,
MUKPOKOITUH, (hoTOOTIIEUATKH, KUHOKOIINH, BHU/JICOKOITUH, KOITUM
(hOHOIOKYMEHTOB, a TAK)KE KOMUU HA SJIEKTPOHHBIX HOCUTEIISIX.

He npousBoauTcst KonvupoBaHue T0KyMEHTOB ApxuBHoro gonna Poccuiickoit
deneparuu, HAXOASIIUXCS B HEYAOBICTBOPUTEIHLHOM (DHU3UYECKOM COCTOSIHUM.

KonupoBanue apXuBHBIX JOKYMEHTOB OIPAaHUYEHHOTO JOCTYMa (CEKPETHBIX U
coAepKaIlnx KOH(PUICHIIUATIbHYIO uH(opMaIuio) MIPOU3BOIUTCS B
YCTaHOBJIEHHOM TOPSIIKE.

[Topsimok BBIMOJHEHHMS 3aKa30B Ha KOIMHMPOBAHHWE, B TOM YHCIEC OOBEMBI
KOIMPOBAHUS apXMBHBIX JIOKYMEHTOB, HCOMYOJUKOBAaHHBIX OIHUCEH eI,
JIOKYMEHTOB, JIPYTMX apXHWBHBIX CIIPABOYHO-TIOMCKOBBIX CPEJCTB M 0a3 JaHHBIX,
CTOMMOCTh HM3TOTOBJICHUSI KOMMUKW W MOPSJIOK PACcU€TOB 3a HX H3rOTOBJICHHUE
OIPEICIISIOTCS PYKOBOJACTBOM apXHBa.

Ha xonuu apxyMBHOro HOKyMEHTA, U3rOTOBJIEHHOM MO 3aKa3y MOJIb30BaTENA,
apXMB YKa3bIBaeT apXWBHBIM MHU(Pp W HOMEpa JIMCTOB EIWHUIIBI XPaHCHHS
apXuBHOTO JoKyMeHTa. [Ipu odopmieHHH KOMMHU PACCEKPEUEHHOTO0 APXUBHOTO
JIOKYMEHTA Ha JIMIEBON CTOPOHE B MPABOM BEPXHEM YIUIY MEPBOTO U MOCIETHETO
JUCTOB Komuu mpoctaBisiercs wmramn "Paccekpeueno". Ilpu HeoOxoaumocTu
JIAHHBIM IITaMI MPOCTABIACTCS HA JIMIIEBOW CTOPOHE BCEX JMCTOB KOIUH
PACCEKPEUYEHHOT0 ApXUBHOTO IOKYMEHTA.

Konuu apXuMBHBIX AJOKYMEHTOB BBIIAIOTCS TOJIb30BATENSIM, UX JIOBEPEHHBIM
JIUIIAM WJIH MOTYT OBITh BBICTIAHBI 110 YKa3aHHBIM apecam.

VY4yeT 3aka30B Ha KOMUPOBAaHUE BEACTCS HAa OYMa)KHOM HOCHUTENE WJIA B
aBTOMAaTH3UPOBAaHHOU (popMe.

NuunmatuBHOE MHGOPMUPOBAHKE TIOJIB30BATENECH.
[ToaroToBka BHICTABOK M MyOJUKALMN apXUBHBIX TOKYMEHTOB



5.14. NuunmatuBHOEe MHOOPMUPOBAHKME FOCYAAPCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYMPABJICHUS, OPraHU3aldid WU TpaxJaH OCYLIECTBISIETCA ITyTEM
HarmpaBjieHUs] UM HWH()OPMAIMOHHBIX TMHCEM WM JPYruX HWH()OpMAIMOHHBIX
JOKYMEHTOB.

5.15. ApxuB opraHu3yeT HOATOTOBKY W TPOBEICHUE BBICTABOK APXUBHBIX
JOKYMEHTOB CaMOCTOATEIIbHO WJIM COBMECTHO C JPYTMMH apXuBaMH U
OpraHu3alusIMH.

JIIsi TIONTOTOBKM BBICTABKM apXWBHBIX JIOKYMEHTOB pa3palaThIBAIOTCS
TeMaTUYECKUM TJ1aH (KOHIIENIMS) ¥ TEMAaTHUKO-PKCIO3UIIMOHHBIN m1adH. Ha ocHOBe
TEMaTUYECKOIO IJIaHA MPOBOJATCS BBISIBICHHE M OTOOP apXMBHBIX JOKYMEHTOB,
WUTIOCTPATUBHBIX W HWHBIX MaTepuajoB. B TeMaTHMKO-3KCHO3UWIIMOHHBIA ILJIaH
BKJIIOYAETCSI aHHOTUPOBAHHBIN TME€peYeHb OTOOpPAHHBIX ISl HKCIOHUPOBAHUS
apXMBHBIX  JIOKyMEHTOB,  WJUIIOCTPAaTHUBHBIX M  HWHBIX  MAaTepHUasoB,
CUCTEMATU3UPOBAHHBIX B COOTBETCTBHM C Pa3/ieiaMH BBICTABKH, C YKa3aHUEM HX
pa3MepoB U MOpsiKa pa3MElIeHUsl Ha CTeHIax WM B BUTpUHaX. Bce oToOpanHbIe
JUIS1 SKCTIOHUPOBAHUSI apXUBHBIC IOKYMEHTBI U IPYTHE MaTeprajibl aHHOTUPYIOTCS.
K wuHOS3BIYHBIM MaTepuajiaM TMpU HEOOXOJMMOCTH JAeTCs TMEepeBOJ| WIU
pa3BepHyTasi aHHOTALUS CONECPIKAHMUS.

OTBETCTBEHHBIMH 32 COXPAHHOCTh ApPXUBHBIX JIOKYMEHTOB SIBJISIFOTCS
OpraHU3aTOpPbl BHICTABKU. ApPXHUB, MPEICTABUBIINNA apXUBHBIE JTOKYMEHTHI JIJIs
BBICTABKH, O0OECIEUMBAET KOHTPOJb 3a COOJII0JeHuEM TpeOOoBaHMI obecrieueHus
COXPAHHOCTU JIOKYMEHTOB MPH SKCIIOHUPOBAHUH.

CrtpaxoBaHKe apXUBHBIX JOKYMEHTOB U OPOPMIICHHE WX BPEMEHHOI'O BHIBO3a
3a mpenensl Poccuiickorn ®denepanmu sl DKCIIOHMPOBAHUSA MPOBOIATCA B
yCTaHOBJICHHOM Topsiake (cm. . 2.11.14, 2.11.15).

5.16. Tlpm mnoAroTroBke MyOJUKAIUN AapXUBHBIX JOKYMEHTOB apXWB
PYKOBOJCTBYETCSI HAYYHBIMHU MPABUJIAMU U3IAHUS UCTOPUUECKUX JOKYMEHTOB.

Tunel (Hay4HBIN, HAYYHO-TIOMYJISPHBIA W y4eOHbIN) W BUABI (TTOPOHIOBAS,
TeMaTU4YecKasl Wi JAp.) MyOJUKaIil apXWBHBIX JOKYMEHTOB OMPEIEISIOTCS HX
I[eJIeBBIM Ha3HaueHueM, crenudukoil ordéopa MCTOYHUKOB, MPUEMOB TEpeaayvu
TEKCTa apXUBHBIX TOKYMEHTOB U coctaBoM HCA k HuM.

®opMbI MyOIMKAIMKA APXUBHBIX JOKYMEHTOB:

neyatHasi: cepusi, COOpPHUK, aibOOM, OYyKJIeT, TIUIaKar, MyOoJUKauus B
CpelICTBaX MacCcOBOI MH(PpOpMaALINH;

nyOJuKalMs Ha TUJIEHOYHBIX HOCUTENSAX: MUKPODUIBM, MUKPOUIIIA;

AJNIEKTPOHHAS: TUIIEPTEKCT, MyJIbTUMEINA, 0a3a JaHHBIX.

ApXHMB  OCYIIECTBJISIET  MEpONPUATHS 1O  OOECHEYEHHID  Hay4dHO-
HCCIIEIOBATENIbCKUX M TEXHUYECKHUX MPOIECCOB IMOJATOTOBKU JOKYMEHTAIbHBIX
nyOnukanuii:  (GOpMHpOBaHME  PEJAKIIMOHHOW  KOJUIETHMH,  KOJUICKTHBA
COCTaBUTEJICH, COCTABJIICHHE  OPraHU3AlMOHHO-METOJANYECKUX JOKYMEHTOB,
3aKJIFOUYECHHE JIOrOBOpPA C 3aMHTEPECOBAHHBIMU OPraHU3alMsIMU U U3/1aTeIbCTBAMU
U T.II.

[ToaroroBieHHass U OTpeAAKTHPOBAHHAS PYKOMHUCH MPOXOAUT BHYTPEHHEE U
BHEIITHEE PEICH3UPOBAHUE M OOCYXKIAeTCs HAyYHO-COBEIIATEIHLHBIM OPTaHOM



apXHBa,06H&H3KHHHNIHpaBONIpeKOMCHﬂOBaTBee](HBHaHHKL

PYKOHHCB CUHUTACTCA HOHFOTOBﬂeHHOﬁ, cCin B COOTBETCTBUH C
YCTAaHOBJICHHBIMU TpGGOBaHHHNHI nopa60TaHa 10 3aMCYaHMUAM PCLHCH3CHTOB H
uroram 06C}’)KI[€HHSI " YTBCPIKIACHA B IICYATD. PYKOHI/ICH MCIKAPXHUBHBIX I/IS,Z[aHI/Iﬁ
NpEaACTABJLAIOTCA PCAKOJUICTHM HA PACCMOTPCHHUC WM YTBCPKICHHUC K H3IAHHUIO

TOJIOBHOW OpTraHU3aIUEH.

C u3AaTeNnbCTBOM 3aKJIIOYAeTCsl JOTOBOP, B KOTOPOM IMPEAYCMAaTpPUBAIOTCS
mpaBa ¥ 00sS3aHHOCTH U3/1ATENIbCTBA U 3aKa3UMKa (apXuBa).

5.17. ApxuB OCYyIIECTBISIET YYET MCIOJIb30BAHUS apXUBHBIX JOKYMEHTOB Ha
OyMa)KHOM HOCHTEJIE WM B 3JIEKTPOHHOU (popme.

[Tpunoxenue N 1
k. 2.11.5,2.11.7.2,

3.7.2,43.1
(B pen. [Tpukaza Munkynetypsl PO ot 16.02.2009 N 68)
(HazBaHMe apxuBa)
AKT YTBEPXIAI
N InpexTop
(mnaTa) (Ha3BaHME apxuBa)
O HEeMCHPAaBUMEX I[NOBPEXIEHMUAX [loonucso Pacumpposra
APXMBHEIX IOJOKYMEHTOB IIoOrnmcCum
TaTa
doHnm N
HasepaHue ooHIa
B boHme oOOHaApPyYXeHBl EOMHMLE XPaHEHWUHd, [IPM3HAHHBIE HEeUCIPaBUMO
IIOBPEXIOESHHBIMN
N Homep |Homep |3arosioBok Kpan- KommuecTBO JIMCTOB CymHOCTE U
n/n | onmcu en. [IOBPEeXIeH— HUe (BpeMs 3ByYaHUsA, MIPUYMHEL
Xp. HOM en. Xp. |ZIaTel MeTpax) [IOBPEeXOEeHUA
1 2 3 4 5 6 7
JITOTO OOHapyXeHO HEMCIPaBMMO NOBPEeXIEHHBIX en. Xp.
(undpamm

BaBenyomui OTIOEJIOM

M INIPONUCBI)

(momnmmchk, pacumdpoBKa MIOIINCH)
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3aBenyommii apXUBOXPaHUIIMIIEM

(momnmuchk, pacumdporka MIOIINCHU)

[lepeunCcyieHHEIE apPXMBHBE INOKYMEHTEl NOLJIeXAaT CIMCAHMIO BBUIOY

OKCIIEPTH :
(HaMMeHOBaHME IOJDKHOCTEM DKCIEePTOB, IONNMUCH,
pacumbpoBka MNOIONMCEV, HOaTa)
(N m mara nOpukasa PYKOBOOUTEJIA apxMBa O CHATUM HEeUCIPaBUMO

IIOBPEXIEeHHBIX apPXMBHBIX INOKYMEHTOB C ydueTa)
VI3MeHeHMsS B YUETHHE IOOKYMEHTH BHECEHH
HamMeHOBaHMUE

IOJIXHOCTHU

paboTHuKa lNomnuce PacumdppoBKa IOONUCK

IDaTa
CDopMa aKTa O HCHUCIIPABHUMBLIX ITOBPCKACHUAX aAPXHUBHBIX JTOKYMCHTOB

dopmar A4 (210 x 297)

[Tpunoxenue N 2
kmr 2.11.5,3.7.2

(B pen. [Tpukaza Munkynstypsl PO ot 16.02.2009 N 68)

(HasBaHMe apxuBa)

AKT YTBEPXIIA
N InpexTop

(mara) (HasBaHMe apxuBa)
O HeOOHAPYXeHUM apXMUBHBIX [lomnmce PacumppoBra
IOOKYMEHTOB, IIyTM PO3HCKA IOIONNCHU
KOTOPEIX MCUEepPIIaHbL IHaTa

doung N

B pesymabTarTe YCTAaHOBJIEHO OTCyYTCTBHMEe B QoHIe
[IePEeUNCIIEHHEIX HIMXE AapPXMBHEIX HOOKYMEHTOB. I[IpeONpMHATHE apPXMUBOM

MEPEBI I10 PO3EICKY IIOJIOXMTEJIbHBIX pe3sysibTaTOBR He najii, B CBA3M C 4UEM
cuyTaeM BO3MOXHEBIM CHATb C ydeTa:
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N Homep Homep |3aronoesok |KpamnHue KommuecTBO [IpennosiaraemMere
/o | onmcu en. en. xp. OaTH JIMCTOB (BpeMA [IPUYMHEL
Xp. 3BYYaHUA, OTCYTCTBUA
METPax)
1 2 3 4 5 6 L
NToro en. xp.

(undpaMm M MOPONMCHI)

ConepmaHme YTPAQUEeHHEIX apXMBHEIX IOOKYMEHTOB MOXeET OBEITE YaCTUUHO
BOCIIOJIHEHO cCJlegyrmyMmM e€I. Xp.:

dopmMma akTa 0 HeOOHAPY>KEHUU APXUBHBIX JOKYMEHTOB,
IIyTH PO3bICKA KOTOPBIX HCUEPITAHBI

®opmat A4 (210 x 297)

BaBenymoumy OTIOeJIOM Noonmce PacumppoBka NOONMUCHU
BaBenyouMy apxXmuBoxpaHunumeMm IIoAnNmMcChb PacumppoBra NOONMUCHU
I'JIaBHEIM XPaHUTEIb [Mopgnmuce Pacumdpporka nommnmcu
(N m maTa nprkKasza PYKOBOIMUTEJIS apxXMBa O CHATUM C
ydeTa HeOOHapyXeHHBIX apxXMBHEIX INOKYMEHTOB, IYyTHU

POBEICKa KOTOPBIX MCYEPIIAHH)
V/I3MeHeHMs B y4YeTHEE IOKYMEHTBH BHECEHH
HamMeHOBaHME
IOOJIKHOCTM
paboTHMKA [lonnmce PacumdppoBka NOONMUCHK
HaTa

dopma akTa 0 HeOOHAPYKEHUU aPXUBHBIX JOKYMEHTOB,
MyTH PO3bICKA KOTOPHIX UCUEPIAHBI (ITPOIOJKEHUE)

dopmar Ad (210 x 297)

[Tpunoxenue N 3
k. 2.11.8, 2.11.10, 3.4.1,
3.5.6,3.7.13,5.5.1



JMCT-3ABEPUTEJIE IEJIA

B meJjie nommmTO M IIPOHYMEPOBAHO JIMCTOB
(umbpaMy M MNPONMUCHIO)

c N no N

B TOM 4YMCJIe:
JIMTEPHBIE HOMEpa JIMCTOB
IIPOINIyIIEeHHBEIE HOMepa JIMCTOB

+ JIMCTOB BHyTpeHHeﬁ onncum

OcobeHHOCTM QUBUUECKOTO COCTOSHUS U Homepa smcTOB
bopmMmpoOBaHMA IeJa
1 2
HammMveHOBaHMeE
IOOJIDXKHOCTHU
paboTHMKA [lonnmce PacumppoBKa NOONUCHK
HaTa

CDopMa JIMCTA-3aBCPUTECIIA ACIIa

®opmat A4 (210 x 297)

[Ipunoxenue N 4
kom. 2.11.10

(B pen. ITpukaza Munkynetypsl PO ot 16.02.2009 N 68)

(HasBaHMe apxuba)

JIMCT MNCIIOJIB30OBAHNMA
APXVIBHEHX JIOKYMEHTOB

®ono N Onmuce N IHesio N

3aroJIOBOK ImeJia

HaTa Komy BEIIAHO XapakTep Howmepa I[lognuce muua,
bavmnms, VICIIOJIb30BAaHMA VICHOJIB30— MICIIOJIE30BaB—
VICIIOJIb — VHULIMAJIBL (konmpoBaHue, BaHHBIX mero nejio
(paszbopumBO) BBEIIMCKM, IIPOCMOTP |JIMCTOB
30BaHMUSA ¥ Op.)
1 2 3 4 5
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CDopMa JINCTA HUCIIOJIB30BAHUA apXUBHLIX JOKYMCHTOB

dopmat A4 (210 x 297)

[Tpunoxenue N 5

kmm. 3.4.1,3.5.2,3.7.11

(B pen. [Tpukaza Munkynstypsl PO ot 16.02.2009 N 68)

KHUT'A YUETA [NOCTYIUIEHUNA IJOKYMEHTOB
N JarTa HamMeHOoBaHMe | HamMeHOBa- Haszea- | I'omel Kos-BoO Kparkasa Homep don- ITpume—
n/n | nocryn- | opraHmsauun HUEe, HOMEep HUe OOKYy— en. xp. xapakTe- | ma, nOpmucBoO- | YaHuUS
JIEHUSA (pammnms, U mara no- dboHma MEHTOB | Miau He-— pUcCTUKa €HHBIM I1OC—
VIHMIIMAJIEL KyMeHTa, IO omnmMcaH- cocTosa- TYHIMBIMM
auua), oT KOTOPOMY HBEIX IIO— HUSA OOKyMeHTaM
KOTOPOM TIPUH A TEL KYMEHTOB IO CIMUCKY
MIOCTYNMIN IOKYMEHTEHI (nmmcToB) doHIOB
IDOKYMEHTEL
1 2 3 4 5 6 7 8 9 10
MTOoro mOCTYyNMJIIO 3a ron en. Xp.
(undppaMm ¥ OPONMCHIO)
(DOKYyMEeHTOB, JIMCTOB)
B TOM umcie <*>:
HammMveHOBaHMeE
IOOJIKHOCTIU
paboTHUKA [lonnmce PacumppoBKa MNOONMUCHU
ITaTa

<*> JlomyckaeTcsi BeJJleHUEe €AMHOW KHUTH y4€eTa MOCTYIICHUA Ha JOKYMEHTBI

BCCX BHJIOB C YKA3aHUCM HX 00BEMOB B HTOIOBOM 3aITHCH.

@dopma KHHATHY ydeTa NOCTYIUIEHUN TOKYMEHTOB

®opmat A3 (420 x 297)
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ITpunoxxenue N 6
k o 3.4.1, 3.5.3,
3.7.1,3.7.11, 3.7.12

CIIMCOK ®OHOOB

Howmep IHaTa nepsoro |HaszseaHume oboHDa OTmMeTKa O [lpuMeyaHU g
doHma IOCTYILJIEHUS BHIOBIT UM
1 2 3 4 5
Nroro Ha 01.01.... . bormos
(undpaMm M HOPONMCHI)
B T.d. [NOCTYyOMJIO 3a .. I. borzmos
(undpaMm M HOPONUCHIO)
BEIOBIJIO B3 « v v e v o.. T. doHIOB
(undpaMm M HOPONMCHIO)
HammMveHOBaHMeE
OOJIKHOCTU
paboTHMKA [lonnmce PacumppoBka NOIONMUCHU
HaTa

dopma ciucka GoHI0B

dopmar A4 (210 x 297)

ITpunoxenue N 7
k . 3.4.1, 3.5.6,
3.7.13,55.1

(B pen. ITpukaza Munkynetypsl PO ot 16.02.2009 N 68)

YTBEPXIEHO

[Iporokon 3K

(HaMMeHOBaHME YIIOJIHOMOUEHHOTO OopTraHa

MCIIOJIHUTEJILHOM BJIACTU CcyObeKTa POCCHUIMCKON

Pepmepauyy B OOJIACTM apPXMBHOTO IHeia,

bemepalIbHOT'O I'OCYIapCTBEHHOI'O apxuBa)
oT N
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N HesonpomsBoncT— |3aroyioBok nejsia |KpanHue |Kosmuectso |IlIprMeuaHma
/0 | BEHHEIE MHIOEKCEH OaTH JIMCTOB
WM HOMepa IO
CTapo¥ ONuCHU
1 2 3 4 5 6
B omnmce BHeCeHO
(umdpaMm M MOPONMCHI)
ne

c N no N
HamMeHOBaHUE

IOJIXKHOCTHU

COCTaBUTEJIA OIIUCU [Nomnmce
BaBenyoumi OTIOeJIOM
(apxXMBOXpPaHUIIMIIEM ) [lognmchb

OaTa

PacumdpoBKa MOOIUCU

PacumdppoBKa IOONUCK

dopma onucu <*> e NOCTOSTHHOTO XpaHEHU s, COCTABJICHHOM

B ApXUBE

®opmat A4 (210 x 297)

<*> K onucu coCTaBiIseTCS TUTYIbHBIN JIUCT.

IIpunoxenue N 8
k . 3.4.1, 3.5.6,
3.7.13,5.5.1

(B pen. ITpukaza Munkynetypsl PO ot 16.02.2009 N 68)

(HaMMeHOBaHME OpITaHM3alLUM)

YTBEPXIAIO

HamMeHOBaHME OOJDKHOCTU
PYKOBOIOIMTEJIA OpITaHM3alumn

®ono N
OIlMCh N [Nomnmce
OeJl MIOCTOSHHOTO XPaHEeHUd

TaTa

3a

ron

Pacumpposka
IOONMCHU
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N Hpmekc |3arosioBok nesia | KpalHme naTel KommuecTBO [IpuMeuvaHmsa
/o neJia JIMCTOB
1 2 3 4 5 6
B OaHHBEM pasnesl ONMCUM BHECEHO e
(umbpaMy M MNPONMUCHIO)
c N no N , B TOM UMCJIE:

JIMTEPHBIE HOMEpa:
IIPOIIyIIEeHHBIE HOMEPa:

HamMeHOBaHME IOOJDKHOCTU
COCTaBUTEJNIA ONUCHK [lopnuce Pacumbpporka nomgnmucu

BaBenyoumul apxXMUBOM

opraHmM3aluum [lopnuce Pacumbporka nomgnmucu
ITaTa
COTJIACOBAHO YTBEPXIOIEHO
[IpoToxois LOK (3K) [IpoToxos 3IK
(HaMMeHOBaHUE (HaMMeHOBaHUE
opraHM3alunN) YIIOJIHOMOYEHHOT'O opraHa

MCIIOJIHUTEJIBHOM BJIACTU CyOBeKTa
Poccuiickor demepaumy B 0OJIaCTHU
APXMBHOTO neja, benmepalibHOT'O
TOCYHOapCTBEHHOT'O apxmuBa)
oT N oT N

dopma rogoBoro paszesa Onucu A€l HOCTOSTHHOTO
XpaHEHUSI OpraHru3aluu

dopmat A4 (210 x 297)

IIpunoxenue N 9
k. 3.7.1,3.7.2,3.7.11,
4.4.1,4.6,4.7

(B pen. ITpukaza Munkynetypsl PO ot 16.02.2009 N 68)

YTBEPXIAIO YTBEPXIAIO
(HaMMeHOBaHMe IOJIKHOCTU (HaMMeHOBaHMEe IOOJIKHOCTU
PYKOBOOUTEJIA PYKOBOOUTEJIA
OpraHM3aluMU-CIaT4YMKa) OpTraHM3aLNM-IPVEMIIVKA )

[Topgnuce PacumppoBKa MNOONMUCHU [Topgnuce PacumppoBKa MNOONMUCHU
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ITaTa I[leuaThb ITaTa I[leuaThb

AKT

N

(naTa)

InprueMa-Iiepenadm apXMBHBIX
JOKYMEHTOB Ha XpPaHeHMte

(ocHOBaHMeE Iepenadu)

(Ha3BaHMe InepenaBaeMoTro QoHIa)

cnaj,

(HaszBaHME OpTraHMB3aALUM-CHOATUMKA)
TIPWHSJI

(HaBBaHMe OpPaHMBaHMM—HpMeMMMKa)
OJOKYMEHTEI Ha3BaHHOTI'O @OHﬂa n Haquo—cnpaBquuﬁ arriapaT K HMM:

N HaspaHme, HOMepP KosmmuecTBO KosmmuecTBO [IpuMeuyaHud

n/n onmcu 5K3EMIJISAPOB en. xp.
OonucCHu
1 2 3 4 5
JITOTO HOPUMHATO en. xp.
[lepemauy HOpPOUBBEJINM: [IpyeM OpPOMU3BEJINM:
HosmxHOCTh [lomnmce Pacumdpporka HosmxHOCTh llomnmmuchk Pacumdpposka
MOONMCHU MOONMCHU

ITaTa ITaTa

doHnmy npmuceoeH N

VIBMEHEHMA B YyUETHBEE IOKYMEHTEl BHECEHEL
JOJIXHOCTB I[Toonmuce PacumppoBka NOIONMUCHK

ITaTa
CDopMa aKTa aneMa-nepeJ:[an/I apXI/IBHBIX ,Z[OKYMCHTOB Ha XpaHCHI/IG

dopmar Ad (210 x 297)

[Tpunoxenue N 10
k. 3.7.1,3.7.8,4.4.2

(B pen. ITpukaza Munkynetypsl PO ot 16.02.2009 N 68)
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AKT YTBEPXIIAI
N InpexrTop
(marTa) (Ha3BaHMe apxuBa)
IpreMa Ha XPaHEeHMVe apPXUBHHX [loonuchb PacumppoBKa
OOKYMEHTOB JIMUHOTO MNPOUCXOXIEHUS NOIONVCU
TaTa [leuaTsb
Ha ocrHomaHuMm pemeHuda 3IIIK
(mpoTokKOJ OT N )
1 IOTOoBOpa OT
coan
(®.1.0. cobcrTBeHHMKA/Bamenblia)
IPUHSATE ITOKYMEHTEH
(obmasa xapakKTepUcTUka OOKYMEHTOB)
B KOJIMUECTBE en. xp. (YyCJOBHEIX) IOKYMEHTOR (JIMCTOB)

10 apxXMBHOM (CHATOYHOM) ONUCHK

dounmy mnpmcsoeH N

CoBCcTBEHHUK/ BJamesell Noonmucek
(HyXHOE TIOIYEPKHYTH)
HauMeHOBaHME IOOJDKHOCTU oonmce

paboTHMKA

PacumdppoBKa NOONMUCHK

PacumppoBKka NOONMUCHU

V3MeHeHMda B ydUeTHBEe OOKYMEHTEl 10 pe3sysibTaTaM OIIMCaHMA BHECEHEL

HamMeHOBaHME IOOJIXHOCTU
paboTHMKA

IDaTa

Noonmce

PacumdppoBka NOONMUCHK

dopma akTa npremMa Ha XpaHEHUE JOKYMEHTOB
JUYHOTO MTPOUCXOKIACHHUS

dopmar Ad (210 x 297)

[Tpunoxenune N 11
Kk . 3.7.2,4.3.2

(B pen. ITpukaza Munkynetypsl PO ot 16.02.2009 N 68)

(Ha3BaHMe apxuBa)
AKT

N

(nara)

YTBEPXIAIO

InpexTop

(HazBaHMe apxmBa)
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O BBIOEJIEHUM K YHUUTOXEHUIO [onnmce Pacumpporkra
APXMBHBEIX OOKYMEHTOB, HE IOONnMCHU
nonjiexalmx XpaHeHUIo HaTa

K yHMUTOXEeHMIO OTOOPAaHE: HOOKyMeHTH GoHzma N

(HazBaHMe QoHIa)

Ha OCHOBaAHMM:

(CcchIIKM Ha HOPMATMBHO-METOINUECKME ITOKYMEHTEL

OJid INPOBEeIOEeHUA SKCHepTMBH)

N HaszBaHnua KparHue |Howmepa Homepa en. |KommuecTso |IIpuMeuaHusa

n/n TPy A TEL onmcem Xp. IO en. xp.
IOOKYMEHTOB ONMCAM

1 2 3 4 5 6 7

NToro en. xp. 3a roxn (Bl)
(umdppaMm ¥ OPONMCHIO)

KommuecTBO en. xXp., KpayHMe HaTH M KpaTkKas xXapakTepucTuka
IOOKYMEHTOB, OCTaKUMXCHa Ha XPaHEeHUU

BaBenymoummu OTIOeJIOM

(apxXMBOXpPaHUIIMIIEM ) [loponuce PacumppoBra NOONMUCHU
HammeHOBaHME

IOOJIXHOCTHU

paboTHMKA [lonnmce PacumppoBka NOONMUCHU
HaTa

cI)OpMEl aKTa O BBIACIICHHUHU K YHUYTOXCHHNIO apXHUBHBIX JOKYMCHTOB,
HC ITIOJICKAIIUX XPaHCHHUIO

dopmar Ad (210 x 297)

JOKYMEHTEl CIOaHE

(Ha3BaHME OpTraHM3aLUM)

Ha IepepaboTKy 10 IPMEeMO-CIaTOYHOM HakKJIaIHOM N
(mara)
HammeHOBaHUE
IOJIXHOCTU
paboTHMKa [Nomnmce PacumppoBkra NOONMUCHU

VI3MeHeHMS B yUeTHBE IJOKYMEHTH BHECEHE
HamMeHOBaHUE

IOOJIXHOCTHU
paboTHUKA [lomnmce PacumppoBKa MNOONMUCHU
HaTa

YTBEPXIOEHO

[Iporokon 3K




(HaMMeHOBaHMUE YIIOJIHOMOYEHHOT'O

opraHa MCIOJIHUTEJIBHOM BJIACTU CyODBeKTa

Poccumickoy Odenmepauum B 006JIACTM APXMBHOTO Iejia,

benmepalIbHOTO T'OCYOapCTBEHHOT'O apxMuBa)
oT N

dopMma akTa 0 BBIICIECHUN K YHUITOKEHUIO apXUBHBIX TOKYMEHTOB,
HE MOJIKAIINX XPaHEHUIO (TIPOI0KEHUE)

®opmat A4 (210 x 297)

[Tpunoxenue N 12
K . 3.7.7

(B pen. ITpukaza Munkynbtypsl PO ot 16.02.2009 N 68)

(HazBaHMe apxuBa)

AKT YTBEPXIOAI
N InpexTop
(mara) (HasBaHMe apxuBa)
O pacCekKpeuMBaHUM APXUBHEIX [Tognuce PacumppoBra
OOKyMeHTOB QoHma N IIOONIUCHK
TaTa
Kommccusa
(HazBaHME KOMMCCUM)
npoToxkoisi N or 00.00.00 paccekpeTrmyia OOKyMeHTH QoHma N
(HazBaHme ¢oHIa)
N Howmep KommuecTBO Homepa en. Homepa en. xp., |lpume-
n/n | onmcu pacCeKpedeHHBIX Xp., paccek- pPacCceKpeuYeHHBIX YaHUA
en. xp. PEeUYeHHBIX IOoJI- |YacTU4YHO, C
HOCTBhIO <*> yKa3aHMeM HOMe-—
IoJI— YaCTUUH
oJ1 ac © POB JIMCTOB He-
HOCTb
OCTBIO PaCCeKpeUeHHBIX
OOKYMEHTOB
1 2 3 4 5 6 7
JITOro paccekKpedeHOo en. xXp. (MIOJIHOCTBLIO)
(umdpamMmu M NPONMUCHIO)
3a

(XPOHOJIOTMUYECKHME PAMKM IOKYMEHTOB)
ern. xXp. (YacTmdHO) 3a
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(XpOHOJIOTMUECKME PaMKU

IOOKYMEHTOB)
HamMeHOBaHME IOJDKHOCTHM pPabOoTHUKA [lopnuce Pacumbpporka nomnmucu
[IpMHATO Ha OTKPEITOE XpPaHeHUe en. xp.
(undpaMm M MOPONMCHEI)
B
(xpaHmIMIE)

HamMeHOBaHME HOOJDKHOCTHM paboTHMKA [loonuce PacumppoBka NOONMUCHK
IDaTa

VIzMeHeHra B yUeTHHE IOKYMEHTH BHECEHEH
HauMeHOBaHME IOOJDKHOCTU pa@OTHMKa [omnuce PaCLLU/I(I)pOBKa nongrimcum

ITaTa

<*> He gomyckaeTrcs MepeurciieHue HOMEPOB €]1. Xp. uepe3 TUpe.

(I)opMa dKTa O PaCCCKPCUYNBAHNN APXHUBHBIX TOKYMCHTOB

®opmat A4 (210 x 297)

IIpunoxenue N 13
k om. 5.9.1

(B pen. ITpukaza Munkynetypsl PO ot 16.02.2009 N 68)

(Ha3BaHMe apxuBa)

Apnpecart
(IOUTOBHEIM MHIEKC, aIpec,
TeyeboH, dakc)
ApxmMBHadA CIpaBKa
N
(mara)
Ha N oT
OcHOBaHUE:
PykopomouTesb OpITaHM3aLUMU [Momnmce PacumppoBkra NOONMUCHK
I[leuaThb
VcrioJIHUTEeIb

TejiedoH
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dopma apXHUBHOU CITPABKU

®dopmat A4 (210 x 297)




