[Ipuka3 MunuctepcTBa KyJabTyphl U MacCOBbIX KOMMYyHUKaluid PD ot 18 suBaps 2007 r. N 19
"O06 yrBepkaeHuu IIpaBuin opranuzanyuy XpaHeHus, KOMIUIEKTOBAHUS, YU€Ta U UCIIOIb30BaHUS
nokyMmeHToB ApxuBHoro (ouaa Poccuiickoit denepaiuu u Ipyrux apXuBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX U MYHHUIMIAJIBHBIX apXUBaX, My3esX U OMOIMoTekax, opranuzauusix Poccuiickoit
aKkajeMuu HayK"

C u3MeHeHHSIMH H JOIMOJTHCHUSAMM OT:

16 despans 2009 .

B cootBerctBuu ¢ nynktom 2 yactu 1 crareu 4, yactu 5 crareu 14 denepanbHOro 3akoHa oT 22
okTsa0pss 2004 1. N 125-®3 "O6 apxuBHoM gene B Poccuiickori ®eneparuu" (Cobpanue
3akoHoaarenbcTBa Poccuiickoit denepanuu, 2004, N 43, ct. 4169; 2006, N 50, ct. 5280) npuka3biBaio:

1. YrBepautps mnpunaraemble [lpaBuia opraHuzanuu XpaHEHUS, KOMIUICKTOBAHMsS, YdeTa U
UCTIOJIB30BaHUSl JTOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit ®exepaund © JAPYrHX apXUBHBIX
JOKYMEHTOB B TOCYIAPCTBEHHBIX M MYHHIIMITAJIBHBIX apXHBaX, My3esiX M OMOIMOTEKaX, OpTaHU3aIHsIX
Poccuiickoil akagemMun HaykK.

2. KoHTponb 3a UCHOJHEHHEM HACTOSILEro IpHKa3a BO3JIOXKUTh Ha 3aMmectuTens MuHucTpa
JAM. AmyHua.

Munuctp A.C. Cokonos

3apeructpupoBano B Muntocte PO 6 mapra 2007 r.
Peructpanuonsnsiii N 9059

Ipunoxenne

IIpaBuana
OpPraHM3anMy XpaHeHHUsi, KOMILICKTOBAHMS, y4eTa H HCI0/Ib30BaHUs JOKYMEHTOB APXHBHOI0
¢ponna Poccniickoii @enepauuu U Apyrux apXuBHbIX JOKYMEHTOB B IOCYy1apPCTBEHHbIX H
MYHHIMIATbHBIX APXUBaX, My3eX U 0u0IHoTeKaX, oprannsanuax Poccuiickoi akageMnu HaAyK
(yTB. niprikazoM MHHHCTEPCTBA KYJIbTYPbl 1 MaCCOBbIX KOMMYHUKanuil P® ot 18 sinBaps 2007 r.
N 19)

C u3MeHeHHSIMH H JAOIOJITHCHUSAMMU OT:

16 despans 2009 r.
T'APAHT:

Cwm. IlpaBuna opraHu3aluy XpaHEHUs, KOMIUIEKTOBaHMs, y4de€Ta W HCIIOJIB30BAHMUS JOKYMEHTOB
ApxuBHoro ¢onHga Poccuiickoit @enepanu W ApYTMX apXUBHBIX JOKYMEHTOB B OpraHax
roCy/lapCTBEHHOM BJACTH, OpraHaX MECTHOTO CaMOYIIPAaBJIICHHUS W OpPraHHU3alUsaX, YTBEpPXKICHHbIE
npukazoM MunkynsTypsl Poccun ot 31 mapra 2015 . N 526

I. O01mue moJ10KeHus

1.1. Hacrosume enunbpie IlpaBuna opraHus3anuu XpaHEHUs, KOMIUIEKTOBAHMS, YydeTa H
UCIIOJIb30BaHUSl JTIOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu M Apyrux apXHBHBIX
JOKYMEHTOB B TOCYAAPCTBEHHBIX M MYHHIIMIIAJIbHBIX apXUBaX, My3esiX M OMOIMOTEKaX, OpTraHU3aIHsIX
Poccuiickoii akagemuun Hayk (nanee - [IpaBwmiia) pazpaboTanbl B COOTBETCTBHH ¢ DejiepaibHBIM 3aKOHOM
otr 22.10.2004 N 125-®3 "O6 apxusHoM nene B Poccuiickoit @enepanuun" (CobpaHue 3aK0OHOIATENbCTBA
Poccuiickoit ®enepammn, 2004, N 43, c1.4169) u pacupoCTpaHsIOTCS Ha TOCYAapCTBEHHBIC |
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MYHUIUTAIbHBIE apXUBBI, My3eH 1 OuOinoTeku, opranuzauuu Poccuiickoil akagemun Hayk (apxuB PAH,
Hay4HbIC apXWBbl PETHMOHAJIBHBIX OTACJIICEHMA M HaydHbIXx LeHTpoB PAH, HayuyHO-OTpacneBble u
MeMopHuabHble apxuBbl PAH, ocymecTBIsifonme MoCTOSHHOE XpaHEHUE TOKYMEHTOB ApXUBHOTO (oHIa
Poccuiickoit ®enepanun) (qanee - apXuBbl), KOTOPbIE B COOTBETCTBUM C 3aKOHOJIaTEILCTBOM Poccuiickoit
@denepanil  OCYLIECTBISIOT MOCTOSHHOE XpaHEHHE JIOKyMEHTOB ApxuBHOro ¢ouaa Poccuiickoit
Qenepauny, a TaKKe BPEMEHHOE XpaHEHUE JPYIMX AapXWBHBIX JOKYMEHTOB, MPHUHATBIX OT
JUKBUJIMPOBAHHBIX OPraHOB TOCYJAapPCTBEHHON BIIACTH, HMHBIX TOCYAapCTBEHHBIX OpraHoB (manee -
roCy/1apCTBEHHbBIE OPIaHbl), OPraHOB MECTHOI'O CAMOYIIPaBJICHUS U OpraHU3aLUil.

1.2. Jloxymentsl ApxuBHoro ¢onma Poccuiickoit ®enepanuu - apXWBHBIE JTOKYMEHTHI,
IOPOUIEIINE D3KCIEPTU3Y ILIEHHOCTUM JOKYMEHTOB, IIOCTaBJIEHHbIE Ha TIOCYJApCTBEHHBIH Yy4YeT U
MO/IJIEXKAIINE TOCTOSHHOMY XPaHEHUIO.

1.3. JIOKyMEeHTBl MO JINYHOMY COCTaBYy, a TaKX€ apXHWBHbIE JOKYMEHTbI, CPOKH BPEMEHHOIO
XpaHEHUs! KOTOPBIX HE UCTEKIIU, OTHOCSITCS K APYTMM apXUBHBIM JOKYMEHTaM.

1.4. TocynmapcTBeHHBIE ¥ MYHUIUNAJIbHBIE My3€H H OWOIMOTEKH, MYHUIUIAIBHBIC APXUBBI
PYKOBOJACTBYIOTCA HacTosAlmuMHU [IpaBuiamu ¢ y4eToM CBOErO MPAaBOBOTO CTaTyca U OCOOEHHOCTEH
JIeATEIbHOCTH.

1.5. Opranu3anus XpaHeHusi, KOMIJIEKTOBaHMsI, y4€Ta U UCIOJIb30BaHUs JOKYMEHTOB APXHUBHOIO
donna Poccuiickoii ®Dexepanuu U JAPYrUX AapXUBHBIX JIOKYMEHTOB B (eaepanbHBIX OpraHax
UCIIOJTHUTENIbHOM BJIACTH M OpraHU3alusX, OCYIIECTBIISIOIIUX JICMIO3UTAPHOE XPAaHEHHE JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit ®enepanuu, peryaupyeTrcss APYTUMU HOPMATHUBHBIMH IPaBOBBIMHU
aKTaMHu.

1.6. ®opMBI y4ETHBIX M MHBIX JOKYMEHTOB apXUBOB, YIIOMHHaeMble B HacTosimux [IpaBunax u
OTCYTCTBYIOILIIME B IPUIIOKEHUAX K HUM, YCTAHABIMBAIOTCA CIIEHUAIBHO YIIOJIHOMOUYEHHBIM (heiepaabHbIM
OpraHOM MCIOJHUTENIBHON BIacTU B chepe apXUBHOTO Jena.

I1. Opranusanus XxpaHeHHus JOKYMEHTOB ApXxuBHOro ¢ponaa Poccuiickoit ®@egepauuu u Apyrux
apXMBHBIX IOKYMEHTOB B apXHBe

2.1. B apxuBe nokymeHTbl ApxuBHOro ¢onna Poccuiickoit ®enepauuu M Apyrue apxXuBHBbIE
JIOKYMEHTBI OPraHU3YIOTCA MO0 UCTOPUYECKU /MU JIOTUYECKH CBSA3aHHBIM COBOKYITHOCTSIM - apXHMBHBIM
¢onnam. Ilo OTHOIIEHMIO K HEKOTOPHIM BHMJIAM apXUBHBIX JOKYMEHTOB JOMYCKaeTcs MX He(OHIoBas
opranuzarus (cm. 1. 2.10).

2.1.1. Pa3HOBUAHOCTAMU apXUBHOTO (POH/IA ABISIOTCA:

apXUBHbIM (OHJI TOCYAApCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYNpaBJI€HUs, OpraHHU3aluH,
COCTOALIMM W3 00pa3oBaBIIMXCA B MPOLECCE HUX JAEATENBHOCTH JIOKYMEHTOB ApXHMBHOro (hoHIa
Poccniickoit denepanuy 1 Apyrux apXUBHBIX JOKYMEHTOB;

00BeAMHEHHBIN apXUBHBIA (OHJ, COCTOSIIINN U3 00pa30BaBIIMXCS B MPOLIECCE AEATEIbHOCTH JABYX
win OoJiee OpraHu3alyii, a Takxke TpakaaH JTOKyMEHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanuu u
JIPYTUX apXUBHBIX JOKYMEHTOB, HMEIOIINUX MEXy COOON UCTOPUYECKU U/WIIH JIOTUYECKH 00YCIOBIIEHHBIE
CBSI3H;

apXUBHBIM (OHJ JIMYHOTO MPOUCXOXKICHHS (CEMbHU, POJAA), COCTOSIIMNA U3 00pa30BaBIIUXCS B
IPOLECCE KU3HU U JIEATENbHOCTH OTIAEIBHOIO TIpakJaHWHA, CEMbHM, pPOJA APXUBHBIX JOKYMEHTOB,
BKJTFOYCHHBIX B cocTaB ApxuBHOro ¢onma Poccuiickoit deneparum.

K apxuBHOMYy (hoHIY IpUpPaBHUBAETCS COBOKYMHOCTH OTJENIBHBIX JOKYMEHTOB APXUBHOIO (OHAA
Poccuiickoit ®denepannu u APYrUX apXUBHBIX JOKYMEHTOB, OOpa30BaBIIUXCS B JICSITEIIBHOCTH Pa3HBIX
UCTOYHHUKOB KOMIUJICKTOBaHUS apxuBa (poHmooOpa3oBateneii), OOBEIMHEHHBIX IO OJHOMY WIIH
HECKOJIbKUM IIpU3HAKaM (TemMaTudyeckomy, HOMHHAJILHOMY, 00BEKTHOMY, aBTOPCKOMY,
XPOHOJIOTHYECKOMY U IPYTUM) (J1ajiee - apXrUBHAS KOJUICKITHS ).

2.2. Ilo cTemeHu LEHHOCTH JOKyMEHTHl ApxuBHoro (onma Poccuiickoit denepanuu aeisarcs Ha



[IEHHBIC, 0CO00 IICHHBIC ¥ YHUKATbHBIC.

2.2.1. Bce otHeceHHble k cocTaBy ApxuBHoro (onmga Poccuiickoit denepanun JOKyMEHTHI BHE
3aBHCUMOCTH OT MX MPOMCXOXICHUS, BUJAa HOCUTENS, CTETIEHU CEKPETHOCTH, MECTa XpaHEHUSI U (POPMBI
COOCTBEHHOCTH SIBJISIFOTCS IEHHBIMHU.

2.2.2. B cocraBe ApxuBHoro ¢onma Poccuiickoii ®Denepaunu BBIEISIIOTCS 0CO00 IIEHHBIE
JOKYMEHTBI, HMEIOLIUE HENPEeXOsallyl0 KyJIbTYPHO-UCTOPHYECKYI0O W HAy4YHYIO ILIEHHOCTb, OCOOYIO
BaXHOCTh JJIsi OOILECTBA M TOCYIapcTBa W B OTHOLIEHUH KOTOPBIX YCTaHABJIMBAETCA OCOOBIN pEXHUM
yueTa, XpaHEHUsI U UCII0JIb30BaHUs.

2.2.3. B coctaBe 0c000 LIEHHBIX IOKYMEHTOB BBIICISAIOTCS YHUKAJIbHbIE JOKYMEHTHI, HE UMEIOIIHE
cebe MOAOOHBIX MO cojaepkamielics B HuUX UHPopMauuu u (MIM) HMX BHEIIHUM IPU3HAKAM,
HEBOCITOJIHUMBIC TIPH yTpaTe C TOYKH 3PCHUS X 3HAUYCHHS U (MiIu) aBTOrpaduaHOCTH (CM. 11. 3.7.4).

2.2.4. ApxuBHBIE JOKYMEHTHI BpEMEHHOTO XPaHEHUs1, HIMEIOIIHECS B COCTABE apXMBHBIX (DOHJIOB, B
TOM YUCJE OT JIMKBUIUPOBAHHBIX OpraHU3alWid, WM MOCTYIUBUIME B apXUBbI BCJIECJICTBUE YPE3BbIUAUHBIX
00CTOSITENILCTB, BBIACISAIOTCS K YHUUTOKEHHUIO B YCTAHOBIIEHHOM MOpsiIKe (CM. 1. 5.3.2#).

2.3. Ilo xareropusiM JOCTylla apXWBHbIE JOKYMEHTBI NEIATCA HA OTKPBIThIE, OTPAaHUYEHHOTO
JIOCTYTIA M HA XPAHALINECs Ha OCOOBIX YCIOBHUSAX JTOCTYIA K HUM.

2.3.1. OTKpBITBIMU SIBIISIFOTCS BCE apXUBHBIE JIOKYMEHTHI, JOCTYIl K KOTOPbIM HE OTPaHUYEH B
COOTBETCTBUM C MEXAYHapoJHbIMU JoroBopamu Poccuiickoii ®enepanuu, 3aKOHOAATEIHCTBOM
Poccuiickoit ®deneparuu, a Takke B COOTBETCTBHHM C PACHOPSHKEHHEM COOCTBEHHMKA WIIM BIIAJIEibIla
ApPXUBHBIX JOKYMEHTOB, HAXOJSIIUXCS B YaCTHOM COOCTBEHHOCTH.

2.3.2. K apXuUBHBIM JJOKyMEHTaM OTPaHMYEHHOT'0 JOCTyIa OTHOCATCS:

apXMBHBIE JIOKYMEHTBI, COJEpXAIIUe CBEICHHUS, COCTABISAIOIIME TOCYJAPCTBEHHYIO TaillHy WIH
VHBIEC OXpaHsAEeMbI€ 3aKOHOAaTeNbCTBOM Poccuiickoi denepanniv TalHbL;

apXUBHBIE JIOKYMEHTHI, COAEpKAllMe CBEJCHHUS O JUYHOM M CEMEWHOHN TaliHe IpaKIaHWHA, €ro
YaCTHOM JKU3HM, a TAKXKe CBEJICHUS, CO3/Ial0IUe YIPo3y ero 6€30MacHOCTH;

apXUBHBIE JIOKYMEHTBI, COOCTBEHHHKHM WJIM BIAJENbIbl KOTOPBIX, IepefaBas HX B apXWuB,
YCTaHOBUJIM B IOTOBOPE YCJIOBHS IOCTYIA K HUM M MX UCIIOJIb30BaHUS.

Joctynm K yKa3aHHbIM apXUBHBIM JIOKYMEHTaM JIO0 yTpaTbl UMM CEKPETHOCTH WU
KOH(HJICHIIMATBHOCTH, a TAKXKE UX UCIOJIb30BaHUE OCYIECTBISIOTCS B YCTAHOBIEHHOM TOPSIJIKE.

2.3.3. OrpaHuumBaeTcs JOCTYN K TMOUIMHHUKAM OCO00 IIEHHBIX, B TOM YHCJI€ YHUKAJIbHBIX
JOKYMEHTOB, M K JOKyMeHTaM ApxuBHoro ¢onaa Poccuiickoii ®enepanuu, Npu3HaHHBIM B HOPSJIKE,
ycraHoBieHHOM 11. 2.11.7.1 Hactosimux IIpaBui, HaXOQAIMMMHCS B HEYOBIETBOPUTEILHOM (PU3MUECKOM
COCTOSIHUM.

(I)OH)II/IPOBZIHI/IC APXUBHBLIX JOKYMECHTOB

2.4. Pabora mo ¢doHaMpoBaHHIO (OMPENEICHUIO, YTOYHEHHUIO (HOHIOBOW MPHUHAICKHOCTH
apXMBHBIX JOKYMEHTOB U XPOHOJIOTHYECKUX I'PAaHMI] apXUBHBIX (DOHJIOB) OCYLIECTBISAETCS B UCTOUHUKAX
KOMIUIEKTOBaHHUS apXxuBOB ((poHIO0OpazoBarensx) B mporecce (GopMupoBaHus €1 HAa OCHOBE
HOMEHKJIATyp Jie1 U 0TOOpa TOKyMEHTOB JJIs Tepe/laud Ha XpaHEHHE B apXMB, a TaKXkKe B apXHBax - MpH
OTMCAaHWH TIPUHSATHIX HEYIOPSIOUYECHHBIMH apXUBHBIX JOKYMEHTOB, TIepepadOTKe HEYIOBIECTBOPUTEIHHO
COCTaBJIEHHBIX OIHKCEH, NMpU CO3/1aHUM OOBEAMHEHHBIX APXMBHBIX (DOHIOB M apXUBHBIX KOJJICKIIHIH,
UCIPaBJIEHUH OUIMOOK (POHAUPOBAHMUSL.

2.4.1. Ormpenenenue (GOHIAOBOM TNPUHAUICKHOCTH APXUBHBIX JIOKYMEHTOB 3aKJIOYaeTcsl B
OTHECEHUU UX K apXUBHOMY (DOHAY COOTBETCTBYIOIIEr0 (hOoHA000pa3oBaTeNs.

ApXUBHBIC JIOKYMEHTBI, SIBISIOMIMECS BXOIAIIMMHU, OTHOCSATCA K apXMBHOMY (OHAY TOTrO
¢donn000pazoBarTens, KOTOPhIH UX MOTYUHII.

ApXUBHBIE [OKYMEHTBI, SBJISIFOIIMECS HUCXOAALUIMMH KOMUSAMHU (OTIYCKaMHU), OTHOCATCS K
apxuBHOMY (OHy TOTO (POHI000pa30BaTENsl, KOTOPHII SABISETCS UX aBTOPOM.
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ApXUBHBIE JIOKYMEHTHl BHYTPEHHETO OOpaIleHUsi OTHOCATCS K apXuBHOMY (oHay TOTO
(doHn000pa3oBaresis, B KOTOPOM OHU CO3/IaHBl.

2.4.2. B cnyyae peopraHu3alii WIKA JUKBUAALUK OpPraHU3alldu C mepenadeil ee GpyHKIU BHOBb
CO3/JaHHOM OpraHu3alM 3aKOHYEHHblE IPOM3BOJICTBOM Je€ja BKJIKYAIOTCA B AapXUBHbIM (oHA
peopraHu3yeMoil Win JHMKBUIUPOBAHHOW OpraHU3alMi, a HE3aKOHUYEHHbIE Jea, MepefaHHble s
OKOHYaHUs MPOU3BOJCTBOM OpraHU3allMU-IIPaBONPEEMHHUKY, BKIIIOUAIOTCS B apXUBHBIN (OHA MOCIeHEH.

N3 apxuBHOTro (poHIA TUYHOTO IPOUCXOKICHUS APXUBHBIC JOKYMEHTHI OPraHU3alMH BbIACIISIOTCS
U TIPUCOSAMHSAIOTCS K COOTBETCTBYIOLIEMY apXHUBHOMY (DOHJY MPH YCIOBHHM, €CIU 3TOT apXUBHBINA (OHT
HaXOJUTCsl Ha XpaHEHUM B JAHHOM apXHMBE€ U APXMBHbIE JOKYMEHTbl OpPraHU3ALMU HE CBS3aHbl C
JeSITeIbHOCTBIO TPaXKAaHWHA, 00Pa30BABIIET0 apXUBHBINA (HOHI JTMYHOTO MpoucxoXkaeHus. He mommexar
BBIJICJICHUI0 U3 apXUBHOIO (OHJA TIpakJaHMHA - PYKOBOAMUTENS M WIEHA COOTBETCTBYIOLIMX
OOLIECTBEHHBIX OpPraHU3alluil apXUBHBIE JOKYMEHTBI 3TUX OOLECTBEHHBIX OPraHU3aLUM.

2.4.3. Equnblif apxuBHbIN (OHA ¢ apXUBHBIMH JJOKYMEHTAMH OpraHU3allMy COCTaBIISIOT:

apXUBHBIE IOKYMEHTHI MPEJICTABUTEIHCTB U (PHITHAIIOB,

apXUBHbBIE JOKYMEHTHI COBEILATENbHBIX OPraHOB, CO3AaHHBIX PH OpPraHU3aLUY;

apXUBHbIE JOKYMEHTbl BpPEMEHHBIX aJMHHHUCTpAllMi OpraHu3aluy, HaxoJsdllelcs B CTaauu
0aHKpPOTCTBA;

apXUBHbBIE JTOKYMEHTBI CO3/IaHHBIX ITPH OPraHU3aLUHU IEPBUYHBIX OOIIECTBEHHBIX OpraHu3anuii (3a
uckmouenreMm opranuzanuii KIICC u BJIKCM), cymiecTBOBaBIIMX 1O HPUHATUSA 3aKOHOJATEILCTBA
Poccuiickoit @enepannn 06 001IECTBEHHBIX 00bEANHEHUSIX

apXUBHBIE JOKYMEHTHI JIUKBUIALMOHHON KOMUCCUM OpraHU3aliu.

ApXUBHBIE TOKyMEHTBI OOILECTBEHHOM OopraHu3anuu (Ipo¢Cor03HOM U Jp.), CYIECTBYIOLIEH Mpu
OpraHu3allii C MOMEHTa PEerucTpald d3TOW OOIIECTBEHHOW OpraHW3alii B COOTBETCTBHU C
3akoHoJiaTenbCTBOM Poccuiickoit ®@enepannn 00 00IIECTBEHHBIX 00BEIMHEHUSAX, IPH UX MOCTYIVIEHUH Ha
XpaHEHUE B apXUB COCTABIISIIOT CAMOCTOSTEIbHBIA apXUBHBIN (POH WM MPUCOETUHSIOTCA K apXUBHOMY
(GOHIy COOTBETCTBYIOLIEH OpraHu3anuu, 0opasys o0beTMHEHHbIH apXUBHBIN (OH.

2.5. O6bearHEeHHBIN apXUBHBIN (OH HOopMUpPYETCS U3 ApXUBHBIX TOKYMEHTOB:

OpraHM3alnuii, OJHOPOJHBIX IO IEJIEBOMY Ha3HAYCHUI0 M (QYHKIUSAM, JCHCTBYIOIIMX Ha
OIIPEACIEHHON TEPPUTOPHH;

PYKOBOJSIIETO OpraHa W IMOJAYMHEHHBIX €My OpraHu3alui, NEHCTBYIOIIMX Ha OIpPEJeIeHHON
TEPPUTOPUH;

OpraHu3anuii, 00beJMHEHHBIX 0OBEKTOM AESITETbHOCTH;

MOCJIEI0BATEIbHO CMEHSBIIUX JpPYr Jpyra OpraHu3aiuil, eciu (QyHKIUH MpeaIeCTBEHHUKOB
MOJIHOCTHIO MJTM YaCTUYHO MepeaaBaliicCh U MepeatoTcsl X IPEEMHUKaM;

JBYX WIM Ooyiee apXUBHBIX (DOHIOB JTMYHOTO MPOUCXOXKIEHHS, €CIU I'pa)K/laHe CBA3aHBI MEXIY
co00i1 OIM3KUMHU POJCTBEHHBIMHU, MPOGECCHOHATBHBIMHU, TBOPUECKUMH, JETOBBIMUA OTHOIICHUSIMH.

2.6. ApxuBHasi KOJUIEKIIMSI IMOCTyHaeT B apXWB WM (opMHpyeTcs B apXuBe M3 OTIENIbHBIX
Pa3pO3HEHHBIX APXMBHBIX JOKYMEHTOB, UMEIOIIUX MPU3HAKU OOIIHOCTU. MCTOPHUYECKH CIIOXKHUBILASCS
apXuBHas KOJUIGKIMS, TIOCTYNMUBIIAS U3 JpPYroro apxuBa, OT OpraHM3alMM WM TpaxkJaHUHA,
nepeOHIUPOBAHHIO HE TTOJICKHUT.

2.7. ApxuBHBIE JOKYMEHTHI, C)OPMUPOBAHHbIE B apXUBHBIN (POHJ, OObEIUHEHHBIH apXUBHBIN
(GOoHI WM apXUBHYIO KOJUIEKILIMIO, MepedoHIupoBaHuI0 He mojuiexar. IlepedonaupoBaHne apXUBHBIX
JOKYMEHTOB JIONYyCKAaeTCsl B HCKIIOUYMUTEIbHBIX ClIydasx, MpU OOHapyKEeHUH OLIMOOK (POHIMpPOBaHUS,
3aTpyIHSIOIINX ITOUCK APXUBHBIX JOKYMEHTOB.

2.8. B 3aBucuMOCTH OT BpeMeHH 00pa30BaHUsl M MPABOBOIO CTaTyca MCTOYHUKA KOMIUIEKTOBAaHUS
(ponmoobpazoBaTenss) ero apXuMBHbBIE JTOKYMEHTHI NMPUHUMAIOTCS B apXHB WM KakK IPOJOJIKAIOIIAsICS
YacTh yXKe UMEIOIIEToCcsl apXUBHOTO (POHA, WIIM KaK HOBBIM apXUBHBIN (OH/I.

2.8.1. B cBsi3u ¢ nmpunaruem Konctutyimn Poccuiickoit @eaeparnuu B 1993 rony:

2.8.1.1. HOBBIE apXHUBHBIE (POH/IBI COCTABIISIIOT APXUBHBIE JIOKYMEHTHI:

OpraHoOB 3aKOHOJATeNbHOM Biactu Poccmiickoit ®enepanmmu u  cyobekToB Poccuiickoit
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®denepaunu;

OpraHOB HCIOJHUTENbHOU BiacTH Poccuiickoii denepanuu u pecnyOonmk B coctaBe Poccuiickoit
®denepaunu;

raB (ryoepHaTOpoB) KpaeB, oOJsiacTell, aBTOHOMHBIX OKpyroB Poccuiickoit dexepannm U ux
aIMHUHUCTPALUA;

OTpAacJIeBbIX OPraHOB MCIIOJHUTEIHHON BJIACTU KpaeB, obmacteit, Mocksbl u Cankr-IletepOypra,
aBTOHOMHBIX OKpyroB Poccuiickoii @enepanu, eciu Ux 3aadu 1 GyHKIMU U3MEHUITUCH;

opraHoB cyneOHou Bnactu Poccuiickoit denepanuuy;

OpraHOB MECTHOT'O CaMOYITPaBIICHUS;

I'enepanbHol pokypaTypsl Poccuiickoit denepanuu;

Cuetnoit nanatel Poccuiickoit @enepanuu;

LleatpansHoro 6anka Poccuiickoii @enepanuu (banka Poccun);

[lenTpanpHoii u3bupaTenbHOil Komuccuu Poccuiickoit ®exeparuu, U30HpPATEIbHBIX KOMHCCUN
OpraHOB roCyIapCTBEHHOH BiacTH cyObekTOB Poccuiickoii deneparum.

Jomnyckaercs dopmupoBaHre OOBEAMHEHHBIX apXHWBHBIX (DOHIOB M3 APXUBHBIX JIOKYMEHTOB
n30upaTeabHbIX KOMUCCUI IO BHIOOpaM OPraHOB MECTHOT'O CAMOYTIPABJICHHUS;

2.8.1.2. enqunble apXuBHBIC (POH]IBI COCTABIISIOT APXUBHBIE TOKYMEHTHI:

OTpACJIeBBIX YIPABJICHUN U OTIEIIOB UCIIOJIKOMOB COBETOB HAPOJIHBIX JIEMyTaTOB KpaeB, 00JIacTei,
r. MockBsl u 1. Cankr-IlerepOypra, aBroHOMHBIX OKpYyroB PCOCP 1 COOTBETCTBYIOIIMX OTpPACIEBBIX
OpraHOB HCIIOJHUTEIHHOW BIAacTU KpaeB, oOnacteil, . MockBsl u Cankrt-IlerepOypra, aBTOHOMHBIX
okpyroB Poccuiickoit @eneparuu, eciu ux 3a1a9d U QYHKIIMHA OCTAITUCH 03 H3MCHCHHS,

OpraHoB CyJeOHON BIACTH U TMPOKypaTyp pecmyOsiuK, KpaeB, oOnacTeil, rIT. MOCKBBI H
Cankr-IlerepOypra, aBTOHOMHBIX OKPYTOB, ropozioB U pailoHoB PCDOCP u coOTBETCTBYIOMIUX OpraHOB
cyneOHOM BJIAaCTH M MPOKYpaTyp B pecryOiukax, Kpasx, oodmactsax, r. Mockse u r. Cankt-IlerepOypre,
aBTOHOMHBIX OKpyrax Poccuiickont @enepanny, MyHUIUIIAIbHBIX PalOHAX Y TOPOJICKUX OKPYTax;

IPEICTAaBUTEIIBHOIO M UCIOJHUTENIBHO-PACHOPAIUTEIBHOTO  OPraHOB  MYHHIIMIIAJIBHOTO
MIOCEJICHUS.

2.8.2. B cBa3u ¢ mnpeoOpazoBaHMEM MYHHUIMIAIBHBIX 00pa3oBaHuii (WX OOBEAMHEHHEM,
pas3jiereHrueM, a TakkKe H3MEHEHMEM CcTaTyca TOpOJCKOrO TIOCENIeHHs]) HOBblE apXWBHbIE (OH[bI
COCTaBJISIIOT apXUBHBIE TJOKYMEHTBI CO3JJaHHBIX OPraHOB MECTHOT'O CAMOYIIPaBJIECHUSI.

M3MeHeHne rpaHuLl MyHUIIUIATIBHBIX 00pa30BaHUil He ABJISIETCS OCHOBAHUEM JUIS CO3aHUsI HOBBIX
apXUBHBIX (DOH/IOB U3 APXUBHBIX JOKYMEHTOB COOTBETCTBYIOIIMX OPraHOB MECTHOI'O CaMOYIIPABJICHUS.

2.8.3. [Ipu peopranu3anuu opraHu3ali HOBbIE apXUBHBIE (POHIBI CO3AIOTCS B CIIydasiX:

M3MEHEHUS 1IeJIEBOr0 Ha3HAYEeHUs, TPO(UIIS 1eATEIbHOCTU U (YHKIIMHA OpraHu3aliuy;

npeoOpa3oBaHusl OpraHU3alliu ¢ U3MEHEHHeM (OpMbI COOCTBEHHOCTH MMYIIECTBA OpraHHU3aluu
(mpuBaTU3aLys, aKIIMOHUPOBAHKE, HAITMOHATU3AUS U T.I1.).

W3 apXuBHBIX JTOKYMEHTOB IOCYJAapCTBEHHON WJIM MYHULIUIIAJIIBHON OpraHWU3allMH, IMOJABEPIIIEHCS
npeoOpa3oBaHUI0 € H3MEHEHHEM (OpPMBI COOCTBEHHOCTH MMYIIECTBA OpraHU3allMd, U apXUBHBIX
JIOKYMEHTOB BHOBb BO3HHUKIIEH opraHu3anuu(ii)-mpaBorpeeMHUKa(0B) JOMycKaeTcs (OopMUpOBaHUE
00BETUHEHHOTO apXUBHOTO ¢donma B ciydae nepenadn apXUBHBIX JIOKYMEHTOB
opranu3aruu(ii)-mpaBonpeeMHIKa(0B) B TOCYAaPCTBEHHYIO HJIM MYHHUIIUTIAIbHYIO COOCTBEHHOCTb.

2.8.4. He siBisieTcst oOCHOBaHUEM JUIsl CO3/IaHUSI HOBOT'O apXMBHOTO (OHAA:

paciIMpeHye Wik Cy>KeHHE TEPPUTOPHAIBHBIX I'PaHUI ASSITEIFHOCTH WM QYHKIUN OpraHU3allky;

BBIIEJICHUE W3 OpraHU3alliyd OJHOW WJIM HECKOJIBKMX HOBBIX OpraHM3aluil C Iepenaded um
OTJIEeNbHBIX (PYHKINN NEPBON OpraHU3aIH;

U3MEHEHUE IIOJAUYMHEHHOCTU OpraHu3allud, €€ CTPYKTYpbl, IEPEMMEHOBAaHUE WJIH BHECEHHE
U3MEHEHUH B Ha3BaHUE, HE COIPOBOKIAIOIIMECS N3MEHEHHEM NEPBOHAYANIBHBIX (DYHKITHIA;

CMeHa yupeauTelns(el) opraHu3anuu 0e3 W3MEHEHHS (OpPMBI COOCTBEHHOCTH HMMYIIECTBA ITOU
OpraHH3alH.

2.8.5. ApxXuBHBIE JOKYMEHTBI OpraHW3alliH, MPEKPATHUBIIEH CBOIO JEATEIBHOCTH BCIEACTBUE



JMKBUJALUH, B TOM YHCJIE 110 IPHYUHE YPE3BBIYAHHBIX 00CTOSTEIBCTB WIIM CTUXUIHBIX OEICTBHIA, a 3aTeM
BOCCTaHOBJIEHHOM ¢ TeMH ke (QYHKLUHAMHU, COCTABIISIOT €IUHbIN apXUBHBINA (QOH.

2.8.6. XpOHOJOTMUECKUMH IPaHUIIAMH apXUBHOTO (OHA SBISIOTCS:

apXUBHOI'O (POH/A TOCYAAPCTBEHHOIO0 OpraHa, OpraHa MECTHOI'O CaMOYIPaBJIeHUs, OpraHu3aluu -
yCTaHaBJIMBaEMble HA OCHOBE HOPMATHBHBIX aKTOB O()UIIMAIBHBIC JaThl X 00pa30BaHUs (PETUCTPAINH) U
nukBuAanuy. Ilpn HanMuMKM HECKOJIbKUX HOPMATUBHBIX AaKTOB 3a JIaTy 0Opa3oBaHUs IOCYAapCTBEHHOTO
oprasa, opraHa MECTHOI'O CaMOYIIpaBJIEHUs], OpraHU3alluy IPUHUMAETCS JaTa HauOoJiee paHHEro U3 HUX;

00BETMHEHHOTO apXMBHOTO (oHAa - maTel 0OpazoBaHMs (pErucTpanuu) HauOosiee paHHEH H
JUKBUAALMY HanOoJiee MOo31HEeH 110 BpeMEHHU JIeATeIbHOCTH OpraHu3aliil, TOKYMEHThI KOTOPbIX BOLLIU B
cocTaB 00BEAMHEHHOTO apXUBHOTO (POHIA;

apXUBHOTIO ()OHJA JIMYHOIO IPOMCXOXKAEHUS - JaThl POXKACHUSA M CMEPTU TPaKIaHHWHA, YWICHOB
CEMBH WK poja (110 aHAJIOTUHU ¢ 00beTUMHECHHBIM apXUBHBIM (DOHIOM);

apXUBHOM KOJUIEKLIMH - ]aThl CAMOI'O PAaHHET0 U CaMOro MO3JHET0 JOKYMEHTA.

XPpOHOJIOTHUECKUE TPaHUIBl apXWBHOTO (OHIA MOTYT HE COBIAAATh C KpalHUMH JaTaMH
COCTABJIAIOLIMX €r0 ApPXUBHBIX I0KYMEHTOB:

B (poH/IE TOCYIapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPABIICHUS, OPTaHU3AIMH - B CBS3H C
BO3MOXHBIM OTCYTCTBHEM apXMBHBIX JOKYMEHTOB HA4YaJbHOTO W/WJIM 3aBEPINAIONIETO ATAroB
NeSTeIbHOCTH  TIOCYJapCTBEHHOTO OpraHa, oOpraHa MECTHOIO CaMOYIPAaBJICHMS, OpraHU3allH,
BKIIIOYCHHEM B cocTaB (hoHma Oosiee paHHMX ApXHMBHBIX JOKYMEHTOB, NMEPEAAHHBIX JJISI 3aBEpIICHUS
IPOM3BOJICTBOM Ji€jia MPEIIeCTBEHHUKOM T'OCYAapCTBEHHOI'0 OpraHa, OpraHa MECTHOT'O CaMOYIPaBJIeHHUS,
OpraHu3aIii;

B (pOHJIE JTMYHOI'O MPOUCXOXKJEHHS - 3a CUET JIOKYMEHTOB, CBS3aHHBIX C OTKJIMKAaMHU Ha CMEPTh
rpakJIaHIHA, TIPOBEICHIEM aMATHO-IOOMICHHBIX MEPONIPUSATHI U Ap.

Opranu3anusi apXuBHBIX JOKYMEHTOB B Npe/iejiax apxuBHOro ¢ponaa

2.9. B npenenax apxuBHOTO (OHJa ApXUBHBIE IOKYMEHTBI OPraHU3YIOTCS IO €IMHULIAM XPaHEHHUS.

EnuHunbel  XpaHeHMsI CHCTEMATH3UPYIOTCS COTJIACHO CXEME CHCTEeMaTH3allud  apXUBHBIX
JIOKYMEHTOB B apXUBHOM (hoHIe.

2.9.1. Cxema cucreMaTH3alluu apXUBHBIX JTOKYMEHTOB B apXHWBHOM (POHJIE SIBISIETCS OCHOBAHHUEM
JUIs. BHYTPEHHEH OpraHu3alyy €IWHUI] XpaHEeHHUs apXUBHOTO (OHJA U 3aKpeIuIsieTcs OMUCHIO (OMUCIMMU)
JeJ1, TOKYMEHTOB.

Cucremaruzanus €IMHUL] XpaHEHUs1 B Ipejenax apXuBHOro (oHJa mo paszzienam (mojapaszzenam)
CXEMBbI CHCTEMAaTU3alll1 IPOBOAUTCS C YUETOM OJJTHOTO MJIM HECKOJIBKUX CIIECAYIOIUX MPU3HAKOB:

CTPYKTYpPHOTO (B COOTBETCTBUM C MPUHAAJIECKHOCTBIO €IMHULl XPAHEHUS K CTPYKTYPHBIM
NoJIpa3iesIeHUsIM);

XPOHOJIOTUYECKOTO (IO MEePHOoaM WK AaTaM, K KOTOPBIM OTHOCSTCSI €IMHULIBI XPAHEHHUS);

(YHKIMOHATIBHOTO, OTPACIEBOT0, TEMAaTHUECKOTO, MPEIMETHO-BOIIPOCHOTO (C y4eToM (yHKIUN
OpraHu3aIiy, TEM WIH BOIPOCOB, KOTOPBIX KaCaeTCs COAepKaHUe eTUHUIL] XPaHEHHUS);

HOMUHAJIBHOTO (TI0 I€JONPOU3BOJICTBEHHOM (popMe - BUFaM U pa3HOBHIHOCTSM JIOKyMEHTOB);

KOPPECHOHJIEHTCKOro ([0 OpraHu3alusM U JIMIAM, B pe3ylbTare MEepernucku ¢ KOTOPBIMU
00pa30BaINCh €UHUIIBI XPAHEHUS);

reorpauueckoro (B COOTBETCTBUU C ONPEACTIEHHBIMUA TEPPUTOPUIMH, HACEIEHHBIMU ITYHKTaMHU U
JIPYTUMH TeorpapuuecKuMu OOBEKTaMH, ¢ KOTOPBIMU CBSI3aHO COJIEP’KaHHE JOKYMEHTOB, MX AaBTOPHI,
KOPPECTIOH/ICHTHI);

aBTOPCKOrO (M0 Ha3BaHMAM OpraHU3alMil WM (HaMWIMSM JIML, KOTOpBIE SBIAIOTCS aBTOPAMHU
JIOKYMEHTOB).

[lpu cucremaru3anuu €OUHMIl XPAHEHUS AayAMOBU3YaJIbHOM M AIIEKTPOHHOM JOKYMEHTALlMH
JIOTIOJTHUTEIBLHO HCTIONIB3YIOTCS OOBEKTHBIN M (DOpMATHBII MPU3HAKH.



EnvHuLBI XpaHEHUs TpYNIUPYIOTCA MOCIEAO0BATEIbHO IO IPU3HAKaM, MPUMEHEHHE KOTOPBIX
ABJIsIeTCSA Haubouiee 11es1eco00pa3HbIM AJIs BCEX WIIM OTENbHBIX I'PYI apXUBHBIX JOKYMEHTOB apXHUBHOI'O
donna.

JIOKyMEHTBI 110 JINYHOMY COCTaBY, a TAK)KE HAYYHO-TEXHUUYECKUE JOKYMEHTBI B apXUBHbBIX (poHIaX
HAYYHO-MCCIIEIOBATEIbCKUX ~OpPraHM3aluil, PpPYKONHUCH B H3/aTENbCTBAX, HUCTOpUM Ooye3HEH B
MEIMIUHCKUX OpraHMU3aLUsAX, aKThl IPOBEPOK B (POHAAX KOHTPOJIBHBIX OPraHOB BBIAEISAIOTCS B OCOObIE
IPYMNIIbl U CUCTEMATU3UPYIOTCS 000CO0IEHHO.

ApXUBHBIE JIOKyMEHTBHI apXWBHOTO (OHIA CeMbH, pOJa CHUCTEMATH3UPYIOTCS BHadaje IO
OTJENIBHBIM TPpaKJaHaM, JOKYMEHTbl KaXKJIOT0 I'pakJaHMHA - IO pa3jieslaM CXeMbl cucTeMaTu3auuu. B
apXUBHOM ()OHJE CEMbU Ha TEPBOE MECTO BBIHOCITCS ApXUBHBIC JIOKYMEHTHI HauOojee H3BECTHOTO
rpaXkJlaHUHA, 3aTEM - apXUBHbIC JOKYMEHTHI WIEHOB CEMbM B IOPSJIKE CTENEHH poicTBa. B apxuBHOM
¢doHIe poma apXHMBHBIE JOKYMEHTHI PacrojiararoTcs B MOPAIKE M€HEaJOrHYeCKOW MOCIIeA0BaTENIbHOCTH,
OpUYeM apXHUBHbIE JOKYMEHTBI, OTHOCSIIMECS KO BceMy poay (reHeajoruyeckue TaOIMIIbI,
UMYILECTBEHHO-X035IIICTBEHHbIE IOKYMEHTHI), IOMEILAI0TCS B HAaYaJle.

Enununpsl XpaHeHus, BKJIIOYCHHblE B OOBEIMHEHHBIN apXuBHBIA (DOHJ, pacroyiaralorcs Io
3HaYMMOCTH (pOHI000pa3zoBaTeseii, 0 XPOHOJIOTHU UX CO3IaHus, 10 andaBUTy Ha3BaHUM. J{JIs1 apXUBHBIX
(OHIIOB OTHOTUITHBIX OPraHU3AINI UCIIOIB3YETCs 00IIas CXeMa CUCTEMaTH3AIHH.

B nmnpenenax apxXuBHON KOJJIEKIMM apXUBHbIE JOKYMEHTHl OJHOTO BHJAa (pa3HOBHUIHOCTH)
TPYNIUAPYIOTCS TI0 aBTOPCKOMY TPHU3HAKY C PACIOIOKEHHWEM TPYII €IWHHI] XpaHEHHUs B an(aBUTHOM
HOpsi/IKe Ha3BaHUM opranuzanuil wim damunuil rpaxaad. B npeaenax apXuBHON KOJJIEKIIUH, CO3JaHHOMN
[0 TEMAaTUYECKOMY IIPU3HAKY, TPYIIUPOBKA AapXUBHBIX JOKYMEHTOB IIPOBOAMTCS [0 TeMaM WIH
BOIIPOCAM, PACIIOJIOKEHHBIM B IOPAIKE UX 3HAUUMOCTH MU XPOHOJIOTHH.

B cooTBeTcTBUM €O CXEMOH cuUCTEMaTU3alMM €AUHUIIBI XpPaHEHUS TPYNIUPYIOTCS B CIIEIYIOIIEM
HOpSIIKE:

€MHMIIBI XpaHEHUsI OTHOCATCS K TOMY TroJly, B KOTOPOM OHHM HayaTbl MPOU3BOJCTBOM HIJIH B
KOTOPOM TMOCTYIHJIM B JaHHYIO OpPraHM3alUI0 (CTPYKTYpHOE MOJpa3J/ielieHne) U3 IpYroll opraHu3alnuu
(CTpYKTYpHOTO MoApa3esneH s ) A1 MPoI0JKEHUS IPOU3BO/ICTBA;

€MHMIIBI XpPaHEHUs, COJIEprKalllie TUIaHbl, OTYETHl, CMEThl U MaTepuaibl K HUM, OTHOCSITCS K TOMY
roJly, Ha KOTOPbIM WM 3a KOTOPHII OHM COCTAaBJICHBI, HE3aBUCUMO OT JaTbl MX COCTaBJICHMS,
JOJITOCPOYHBIE TUIaHBI OTHOCATCS K HAaYaJIbHOMY TOJly UX JIEHCTBUS, @ OTUETHI 3@ 3TU TOJbI - K OCIEAHEMY
roJly OTYETHOTO NEPUOJIA;

€MHMIIBI XpaHEHMsI, HadaTble IMPOU3BOJCTBOM B OJHOM IOJpPA3ACICHUM U NEepeJaHHble s
IPOJIOJDKEHUs B JPYroe MOJpa3/ielieHne, OTHOCATCS K TOMY IOApa3ieiieHHI0, B KOTOPOM OHHU ObLIH
3aKOHYEHBI;

B IpeAenax ToAa WIM XPOHOJOTMYECKOTO IEpUOJa E€OUHUIBI XPAHEHUs PpacIojlararorcs I0
3HAUUMOCTHU (YHKIHUI opraHu3anuyl (WK B MOPAIKE 3HAUMMOCTH U JIOTUYECKOW B3aMMOCBSI3M BUIOB U
Pa3HOBUIHOCTEHN IOKYMEHTOB);

€IMHUIBl XPAHEHUs, IPEJICTABIAIONINEe COOOW JHMYHBIE Jela, CHCTEMAaTH3HPYIOTCS MO TojAaM
YBOJIbHEHUS U alihaBUTY QaMIIINK.

['pynnbl eTuHUI] XpaHeHUsl B IMpenenax MOCIeIHUX (3aBeplIalolInuX) CTYIEeHEH CHCTeMaTH3aIliu
pacnpenensroTcs Mo X 3HaYMMOCTH HIJIM XPOHOJIOTHH.

HedgonnoBas opranusanusi apXuBHbIX JOKYMEHTOB

2.10. HedonmoBas opraHu3zanus apXWBHBIX JOKYMEHTOB - OpraHW3alMs CO3JIaHHBIX B
NESTENIbHOCTH Pa3IMYHBIX HCTOYHHKOB KOMIUIEKTOBAHUS aylIMOBU3YAIbHBIX IOKYMEHTOB (KUHO-, OTO-,
($OHO- ¥ BUICOJOKYMEHTOB) MO WX BUAAM, OJHOMY WM HECKOJBKUM BHEIIHHM MpPU3HAKaM (IIBETHOCTH,
MaTepuary HOCUTENsI HHpOpMaIluH, ero popMary, CHCTEME 3alMCH 3BYKOBOW HH(POPMAIIHH H JIP. ).

KMHOZOKYMEHTBI ¥ BHICOJOKYMEHTBI CUCTEMATU3UPYIOTCS MO BUAAM - (UIbMBI, CIICUBBITYCKH,



KHHOXXYPHAJIBI, OTACIbHBIC KHHO- U TEJICCIOKEThl Pa3IMYHOW [BETHOCTH. Ha KHUHOJOKYMEHTHI H
BUICOIOKYMEHTBI OIIPEICIIEHHOTO BUIa COCTABIISICTCS OT/ICIbHAS OIUCH.

DOTOMOKYMEHTH CHCTEMATU3UPYIOTCS MO BUJAAM - HETATHBBI PA3IMYHON IIBETHOCTH H Pa3Mepa;
CIaibl (IMAITO3UTHBEI) PA3IMYHON IIBETHOCTH; MO3UTUBHI, (POTOOTIIEUATKH; (POTOATHOOMBI; AHAPUIBMBI.
Ha ¢oTomokyMeHTHI OnpeeIeHHOTO BH/1a COCTABIISETCS OT/IENIbHAS OTIHCh.

@DOHOIOKYMEHTBI ~ CHCTEMAaTH3MPYIOTCS 10  BHJAM 3allCH  3BYKOBOW HHGpoOpMaImu -
¢donorpaduueckas, rpammodoHHAs, WIOpUHO(OHHAS, ONTHUYECKas, MarHUTHas, JiasepHas. Ha
(OHOIOKYMEHTHI OIPECIIEHHOTO BU/1a 3aITUCH COCTABIISIETCS OTACIbHAS OINCh.

DJIEKTPOHHBIC TOKYMEHTBI CUCTEMATH3UPYIOTCS 110 BHIAM HOCHUTENeH WH(popManuu (MarHUTHBIC
JICHTBI, JIA3epPHBIC M JKECTKUE JIUCKH, KOMIIAKT-JAMCKH, IUCKETHI); BHYTPH BHJIOB - MO (opmaram
npecTaBICHNs HHPOPMALIMY | Jaliee - TI0 XapakTepy 3aduKCHPOBaHHON HH(OpMAIUH.

Oo0ecneyeHue COXPAHHOCTH AaPXUBHBLIX TOKYMECHTOB

2.11. Komrnekc MepOIpHUsITHA 0 CO3JaHUI0 HOPMATUBHBIX YCIOBHM, COOIIOIEHUI0 HOPMAaTUBHBIX
PEXKUMOB M HaJUISKAIEH OPraHU3allui XPAaHECHUS apXUBHBIX IOKYMEHTOB, UCKITIOYAIONTUX WX XUIICHUE U
yTpaTy ¥ 00eCIeUYMBAONINX IMOAJCP)KAHUE MX B HOPMAIBHOM (PH3UYECKOM COCTOSIHUH, OOCCIICYMBACT
COXPAHHOCTh apXMBHBIX JOKYMEHTOB B apXHUBE.

Oo0ecneyeHue HOPpMAaTHUBHBIX yCHOBHﬁ XPaHEHUSA aPpXUBHBLIX JOKYMECHTOB

2.11.1. HopMaTuBHbBIE YCIOBUS XPAaHEHUS ApXUBHBIX IOKYMEHTOB 00ECIIEUMBAIOTCS:

CTPOUTEIBCTBOM, PEKOHCTPYKIIMEN U PEMOHTOM 3JJaHUN apXHUBOB;

CO31aHUEM ONTUMAJIbHBIX (HOpMaTHBHBIX) IIPOTUBOIOXKAPHOTO, OXPaHHOTO,
TEMIIEpaTypHO-BIAKHOCTHOIO, CBETOBOIO M CAHUTAPHO-TUTMEHUYECKOTO pEXUMOB B 3JaHHM U
MIOMEILEHUAX APXUBA;

IIPUMEHEHUEM CIIELUAIbHBIX CPEICTB XPAHEHUS M IEPEMEUICHMsS] apXUBHBIX JOKYMEHTOB
(crennaxwu, mkadsl, celbl, KOpOOKH, MANKU U AP.).

TpebGoBanus K 31aHUSIM U IOMEIIEHUSIM apXUBa

2.11.1.1. ApxuB pa3mMeniaercs B CHELMAIBbHO MOCTPOEHHOM(BIX) WM MPUCTOCOOIEHHOM(BIX) AJIs
XpaHEHMs apXUBHBIX JIOKYMEHTOB 3JaHMM(SX) WIN OTJEIBHBIX MOMEIIECHHUSIX 3JaHUs, yJaleHHOM(BIX) OT
OIIACHBIX B MM0KAPHOM OTHOIIEHUU 00BEKTOB (HepTexpaHUIuIIa, OEH30KO0JIOHKH, aBTOCTOSHKH, Tapaxu 1
T.1.) U TIPOMBIIIJIEHHBIX 0OBEKTOB, 3arPA3HAIONIMX BO3AYX (arpecCUBHBIC Ta3bl, IIEMEHTHAs MbLIb U T.I1.).
[TpUrogHOCT MECTOPACHOJIOKEHHUS apXHBa OINPENENAETCS C YYETOM 3aKJIIOUCHHMH CIIyKObI MOXKapHOH
OXpaHbl ¥ CAHAMHUEMCTAHLIUN O CTENIEHH 3arPS3HEHHOCTH BO3IyXa.

CTpouTEnbCTBO M PEKOHCTPYKIMS 3[aHMs apXuBa IPOU3BOAATCA B COOTBETCTBHH C
HOPMAaTUBHBIMHM IPaBOBBIMU aKTaMH, COJEp)KallUMHU TpeOoBaHUS K OOBEKTaM TEXHHUYECKOTO
pETYJIMPOBAHUS, U NMPOEKTHOM JOKYMEHTAIMEH, COrJTaCOBAHHOM C COOTBETCTBYIOIIUM YIIOJTHOMOYEHHBIM
OpraHOM UCIOJIHMUTENIBHOM BIACTU B c(pepe apXUBHOIO Jiea.

31aHKe apXuBa IPEJCTaBISET COOOM KOMIUIEKC OCHOBHBIX M BCIOMOTAaTEIbHBIX IOMEIEHHIH,
npelHa3HaYeHHBIX JJI BBIIOJIHEHHUS 33/1a4 apXUBa 10 XpaHEHUI0, 00paboTKe, UCTOIb30BAaHUIO aPXHUBHBIX
JOKYMEHTOB M 3aJad aJMUHHCTPATUBHO-XO3SIIICTBEHHOIO, TEXHMYECKOro, OBITOBOIO XapakTepa,
OTBEYAIOIIUX TPEOOBAHUAM pallMOHAIBLHON TNIAHUPOBKH TOMELICHUH.

CocraB, pacnonoxxeHue, OOOpYJOBaHME IOMEUICHUH OCHOBHOTO HAa3HAUEHHUS JIOJDKHBI
o0ecreynBaTh COXPAaHHOCTh APXMBHBIX JOKYMEHTOB Ha BCEX Y4acTKax pabOThl C HUMH, COOIIOACHHE
TpeOOBaHUI TEXHOJIOIUU PAOOT, OXPaHbl TPYZa, TEXHUKU 0€30IIaCHOCTU U MPOU3BOJCTBEHHON CAaHUTAPHH,
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a TakKe palMoOHAIIbHOE B3aUMOCHCTBUE MOApa3ielieHnid apxuBa. K moMenieHusiM OCHOBHOTO Ha3HAYEHUS
OTHOCSTCS:

apXUBOXPAHWIHIIA;

paboune momenieHus: pabOTHUKOB apXHUBa;

MOMEIICHUS JJI PUEMa U BPEMEHHOI'O XPaHEHU S, AKKJIMMATU3aI[UU apXUBHBIX JOKYMEHTOB;

MTOMEIICHUS JJII U30JIALNH, TE3UHPEKIINH U IE3UHCEKIIUN TTOPAKCHHBIX apXUBHBIX IOKYMEHTOB;

MOMEIICHUS JJI 00CCIIBUTNBAHMS, TIEPEIIIETa U peCTaBpallui apXUBHBIX JJOKYMEHTOB;

MOMEIICHUST Il KOMHUPOBAaHUS M PECTaBpallid apXHMBHBIX JIOKYMEHTOB (MHKpPO-, KCEpO-,
dboTokonMpoBaHus, GOTOPECTABPAIIUMH U T.I1.), 00paOOTKH IIJICHKH M ITPOBEICHUS TEXHHYECKOTO KOHTPOJIS
ay/IMOBU3YaJIbHBIX JIOKYMEHTOB;

TTOMEIICHUS JJISI XPAaHEHHUS YUYETHBIX IOKYMEHTOB;

KOMIUIEKC YHUTAJIBHOTO 3aya (C y4YacTKaMH BbIJAYM €1 U CIPaBOYHO-IIOMCKOBBIX CPECTB,
BPEMEHHBIM XPaHHUJIUIIEM );

HAy4YHO-CIIPaBOYHAs OMOIHOTEKA;

METOIUYECKUH KaOUHET;

BBICTABOYHBIN 3aI1.

Pa3memenne apxmBa B TPHCIOCOOJCHHBIX 3MaHHMSX W IMOMEIICHHUSX MPOU3BOJIUTCS B
YCTAQHOBJICHHOM IIOPSAJIKE IIOCJIE€ IPOBEICHUSI HX HKCIEPTU3bl. DKCIEPTHU3a YCTAaHABIMBAET CTENEHb
OTHECTOMKOCTU 3/JaHUs, JIOJITOBEYHOCTh €ro OCHOBHBIX KOHCTPYKIMA M TPOYHOCTH MEKITAKHBIX
MNEPEeKPLITHI € y4eTOM MOTEHIHUAJIbHBIX HArpy30K, COCTOSIHHE TIOMEIIEHUN 37aHus (IIO3TaXHBIX,
MOJABAIBHBIX, YEPJAAYHBIX), HAJIWYUE W COCTOSHHE OTOMUTEIBHBIX W BEHTWISIIMOHHBIX CHCTEM.
OKcnepTu3a MNPOBOAMTCS — MPEACTAaBUTEISIMU  apXWBa, [OKAPHBIX, OXPAHHBIX, CTPOUTEIbHBIX,
CaHUTAPHO-IIUIEMUOJIOTHYECKUX U JPYTUX CHEIHUATbHBIX cayK0. [lo utoram skcnepTU3bl COCTaBIACTCS
aKT.

He nmomyckaetcst pa3MelieHne apxuBa B BETXHX CTPOCHUSX, JIEPEBIHHBIX MOCTPONKAX, 3/IaHUAX C
CBIPBIMU OCHOBHBIMH, MTOJABAJIbHBIMH, YUEPAAUHBIMU TOMELICHUSIMHU, IE€YHBIM OTOTJIEHUEM.

[IpennazHaueHHbIe ISl XpaHEHUS apXHUBHBIX JOKYMEHTOB TOMEIICHHS B TMPUCIOCOOIEHHBIX
3IaHUSX JIOJDKHBI OBITH M30JIMPOBAHBI OT OCTAJIBHBIX MOMEIIeHUM 3aaHus. He momyckaeTcs pa3MeneHme
ApPXUBHBIX JIOKYMEHTOB B TIOMEIICHMSX 3JaHHUs, 3aHITOrO CIyKO0amMu OOIIECTBEHHOTO MUTaHUS,
MUIIEBBIMU CKJIaJlaMU, OPTaHU3AIUsIMU, XPAHSAIIMMHU T0XKapOOTacHble M arpeCcCHMBHBIC BEIIECTBA WM
MPUMEHSIOIIMMHU MOKAPOOINACHBIE 1 XUMUUECKUE TEXHOJIOTUU.

TpebGoBanusi K apXUBOXPAHUJIMIILY

2.11.1.2. ApXxUBOXpaHWJIHILE JOJKHO OBITh MaKCHUMaJbHO YAAJEHO OT JabopaTOpHBIX,
IIPOU3BOJICTBEHHBIX, OBITOBBIX TOMEUICHUI apX1UBa U HE UMETh OOLIUX C HUMHU BEHTHJISILIMOHHBIX KaHAJIOB.
ApXMBOXpaHWIHILE OTAENSETCS OT COCEAHMX TIOMEUICHHH apXxuBa HECropaeéMbIMH CTE€HAMH U
NEPEKPBITUAMHU C NIPEAEIAMU OTHECTOMKOCTH HE MEHEE JBYX 4acoB. B apXMBOXpaHMIMILE HE T0ITyCKaeTCs
IpOKJIaaKa TpyO BOJOCHAOKEHUS U KaHAIU3AIMH, TEXHOJIOTMYECKHE WIH OBITOBBIE BHIBOIBI BOJIBI.

[Tpr mpOEKTHPOBAHUHU pa3MEIICHUS apXMBOXPAHWIHUINA B CIEUUAIBHOM WIM MPUCIOCOOICHHOM
3/JaHUU TPENouTeHUe (MPU PaBHBIX TEIUIOBBIX XapaKTEPUCTHKAX) OTAAETCS MOMEUICHHUSIM C CEBEpHOM
OpUEHTAIEN OKOH.

Matepuanbl TOKpBITHS CTEH, IOJIOB, IMOTOJIKOB, BHYTPEHHEHW apMmarypbl apXUBOXpaHWIIUIIA,
IpUMEHsIeMble TPH H3TOTOBJIEHUM OOOPYIOBaHMS W CPEACTB XPAHEHUS AapXMBHBIX JOKYMEHTOB, HE
JIOJIKHBI COOMPATH MbLIb, OBITh €€ HCTOYHUKOM HJIM BBIJIESTh arpeCCUBHBIE XUMUYECKUE BEILIECTBA.

ApXMBOXpaHWIMILE JOJKHO HMETh €CTECTBEHHYIO WJIM MCKYCCTBEHHYIO BEHTWIALNIO. CHCTEMBI
KOH/IMIIMOHUPOBAHUS JIOJDKHBI 00€CHeunBaTh PEUMPKYJSIHIO BO3AyXa C KpPaTHOCTbIO oOMeHa 2-3,
CTa0MWJIBHOCTb TEMIIEPATypHO-BIAXKHOCTHOIO PpEXHMMa, OYHUCTKY BO3[yXa OT MbUIM M arpeCcCUBHBIX
IpUMecei, a TakXKe OTBeYaTh COBPEMEHHBIM TPEOOBAHUSM KOMIIAKTHOCTH M SKOHOMHYHOCTH.



BricoTa apXMBOXpaHMJIMIIA 3aBUCHT OT TEXHOJIOTHYECKOTO OOOPYIOBaHUS, NPHHITOTO JUIS
XpaHEHMs apXMBHBIX JOKYMEHTOB, HO HE MeHee 2,25 M 10 HM3a BBICTYNAIOUIMX KOHCTPYKLUHMH H, Kak
IIPaBUJIO, HE BBILIE 4 M.

ApPXUBOXpaHWINLIE JOJPKHO UMETh yI0OHBIE BBIXO/bI K JIN(TAM U JIECTHUYHBIM KJIETKaM.

He nomyckaercs xpanenwe (oHO-, BHIACO- M IJIEKTPOHHBIX JIOKYMEHTOB Ha HOCHTEISX C
MarHUTHBIM PAabOYMM CIIOEM B apXUBOXPAHWIHUILE C Mapa3sUTHBIMHU IOCTOSHHBIMU WJIM IE€PEMEHHBIMU
MarHUTHBIMH TOJISIMHA HaIPsDKEHHOCTRIO 6oitee 400 a/M.

ApXMBOXpaHWIMILE  APXMBHBIX  JOKYMEHTOB HAa  HUTPOOCHOBE  (OIACHOW,  Troprouei)
TEPPUTOPUAIBHO OTHENSAeTCd M M30JMpPYeTCss OT JPYIHX apxuBoxpaHwiuil. B HukHed 30He
apXMBOXpPAHWINIIA APXUBHBIX JOKYMEHTOB Ha HUTPOOCHOBE IPEAyCMaTpUBAETCS JOINOJHUTENIbHAS
BBITSKKA BO3JlyXa.

HOpMaTI/IBHI)Ie PEKUMbI XPaAaHCHUS aPXUBHBIX TOKYMEHTOB

IIpoTuBOMOXKAPHBINA peKUM

2.11.2.1. TIpoTUBOMOXApHBIA PEXKUM B 3IaHUH(IX), TA€ pa3MeliaeTcss apxwB, U B
ApPXUMBOXPAHWIUIIAX PETJIAMEHTHPYETCS COOTBETCTBYIOIIUMH HOPMATUBHBIMH TPABOBBIMU aKTaMU
Poccuiickoit @denepanuu B 001acTy NOKapHON OE30M1aCHOCTH.

OxpaHHBIH pesKuM

2.11.2.2. OxpaHHBI pexUM apxuBa O00ECIEUMBACTCSI KOMILJIEKCOM Mep MO0 00ecHnedyeHHIo
MH)KEHEPHO-TEXHUYECKON YKPEIJIEHHOCTH, O0OpYZOBaHHMIO 374aHMs (ITOMEIICHHUs) apXuBa CpeACTBaMHU
OXpaHHOM CUTHAJIM3allui, OPraHu3aluu MOcTa(0B) OXpaHbl, ONEYATHIBAHUIO MOMEIIEHUH, COOIIOIEHUIO
BHYTPUOOBEKTOBOI'O U IIPOMYCKHOTO PEKUMOB, XPAaHEHHUIO KITFOUEH OT CITy>KEOHBIX MOMEIICHUH.

TpeboBaHMs K apXMBOXpAaHWIMLIAM M JPYTMM IIOMELIEHHUSM apXuBa, B KOTOPBIX XPaHATCS
CEKpPETHbIE AapXUBHbIE JOKYMEHTbI M MPOBOJATCS pabOThl C HHUMM, YCTAaHOBJIEHbl HOPMAaTHUBHBIMU
IPaBOBBIMH JIOKyMEHTaMHM M0 00eCIeueHHIO pekuMa cekpeTHocTH B Poccuiickoit deneparuu.

Opranuzanys OXpaHbl apXuBa  OCYLIECTBISETCS B  COOTBETCTBUM C  TpeOOBaHUSMU
3aKOHOJATENbHBIX WM MHBIX HOPMAaTUBHBIX IpaBOBBIX akToB Poccuiickoin ®enepaunn, a TaKxke
HNHcTpykinn 0 mopsKe OCYHIECTBIEHUS OXpaHbl apXMBa, COIIACOBAHHOM B YCTAHOBJICHHOM IOPSAKE C
OCYILIECTBISIOIMM OXPaHy apXuBa IMOAPA3JEICHUEM U COOTBETCTBYIOIIMM OpPraHOM BHYTPEHHUX [EI
Poccuiickoit @enepanuu.

OxpaHa apxuBa OCYILECTBISAETCS HA OCHOBAHUM JOTOBOpA MEXKIY apXMBOM M COOTBETCTBYIOLIUM
MoJipa3fieiecHueM OXpaHbl, B KOTOPOM TNpeaycCMaTpHUBarOTCsl 00sA3aTeNbCTBA CTOPOH MO OXpPaHE apXuBa,
COONIOCHUIO BHYTPHOOBEKTOBOTO M MPOIYCKHOTO PEXUMOB, MPEAYyCMaTpPUBAIOIIUX B TOM YHCIE
JOCMOTpOBbIe MeporpusTus. [lepedeHb momemieHU apxuBa, 00OPYAYEMBIX CpEICTBAMH OXpPaHHOU
CUTHAJIM3alluH, PUMEHsIEMbIe HHKEHEPHO-TEXHUYECKUE CPECTBA, BUJ, YCIOBUS OXPaHbl U JUCIIOKAIUS
IIOCTOB OIPEAEIAIOTCA YCIOBUSIMHU JIOTOBOpPA, MCXOAS W3 NPUHIUIIOB HAJEKHOCTH U SKOHOMHUYECKOU
000CHOBAHHOCTH TapH(OB, a TaKKE C YYETOM IMOJIO)KEHUH MEXKBEJIOMCTBEHHOIO aKTa 00CIeIOBaHUS
apxuBa U TpeOOBaHMI HOPMATHUBHBIX MpaBoBbIX akToB MB/I Poccun.

O0s13aTeNIbHOMY OCHAIIEHUIO CPEACTBAMU OXPAHHON CHUTHAJIM3ALMK M ONEYaThIBAHUIO MOJJIEKAT
apXMBOXPaHWINIIA U IOMEIIEHNUS, B KOTOPBIX IIOCTOSIHHO MJIM BPEMEHHO XPaHATCS apXUBHBIE JOKYMEHTHI,
a TaK)Ke MaTepUaJIbHbIC LIEHHOCTHU, aBapUMHBIC U 3allaCHBIC BBIXOJBI U3 3IaHMs apXMBa, OCHOBHOW BXOJ
IIPY OTCYTCTBUH KPYIJIOCYTOUHOT'O I1OCTa OXPAaHBI.

OmneyaThIBaHUIO MOJJICKAT METAJUIMYECKHE KA(BI U ceiibl, I1e BpEMEHHO XPaHSATCS BbIIaHHBIC
U3 apXUBOXPAHWINIL] apXUBHBIC JOKYMEHTBI, YY4ETHBIE JOKYMEHTBI U HayYHO-CIIPABOYHBIN anmnapar, eciu
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OHM HaxXOJATCSl B HEOIIEYAThIBAEMbBIX [IOMEIICHUSIX.

ApPXUBOXpaHWINIIA U JAPYTHe MOMELIEHUs, I'/le IOCTOSHHO WM BPEMEHHO XPAHATCS apXHUBHBIE
JOKYMEHTBI, 000pYAYIOTCS IBEPSIMH C TOBBIIICHHON TEXHHYECKOW YKPEIUIEHHOCTBIO MIPOTHB BO3MOXKHOTO
B3JIOMa, OCHALLICHHBIMH 3aMKaMU TOBBIIICHHON CEKPETHOCTH.

Bce osx3eMmspbl kitoued (32 MCKIIOYEHMEM OTHOCSIIMXCS K IIOMELIEHUSM, Ha KOTOpbIE
pacIpOCTPAHSIOTCS CHElMaIbHbIE TPEeOOBAaHUS pEXKHUMA CEKPETHOCTH) YUMTBHIBAIOTCA B JKypHalle
perucTpanuy Kirodei K 3aMKaM MOMEIEHUH apXKBa, BeIeHHEe KOTOPOTo MPUKa30M PYKOBOAMUTEINS apXUBa
BO3JIaraeTCsi Ha OTBETCTBEHHOE NOJDKHOCTHOE JIMIO. B yKa3aHHOM »KypHalle OTMEYaercs, y KOro u3
pabOTHUKOB apXUBa UMEIOTCS KJIHOUM OT KaXI0r0 U3 MOMEIEHHH, ¢ pacClMCKOM paOOTHUKA B IOJIY4YEHUHU
AK3EMIULIpa KIIIoYa.

Ko Bcem nomenieHusM apxuBa, OCHAILIEHHBIM 3aMKaMH, JJOJDKHO ObITh HE MEHEe JABYX KOMIUIEKTOB
KJIFOYEH, OIMH U3 KOTOPBIX TOCTOSSHHO HAaXOJUTCS B CIY’KO€ OXpaHbl apXUBa.

[Topsimox xpaHeHust Kiarouedl B pabouee um Hepabouee BpeMs, MOJy4YeHMs Kirouell B ciyxOe
OXpaHbl, C1aYy KJII0YEeH U MOMEIIEHUH 1101 OXpaHy YCTaHABJIMBAETCA HHCTPYKLKUENH 00 OXpaHHOM pEXHUME
apxuBa, yTBEP)KICHHOM B yCTAaHOBJICHHOM IOPSIKE.

ApxuBOXpaHWIMILE B pabouee BpeMs, €CIM B HEM HE pabOTarOT COTPYAHMKH, JTOJKHO OBITH
3akpplTOo Ha Kmod. Kiroun oT apxuBoxpaHWiIMIAa B pabouee BpeMsl HAXOAATCA Yy 3aBEAYIOLIEro
apXMBOXPAHWIHUILEM WU JIUIIA, €r0 3aMEeLIaroILero.

B apxuBoxpaHmiMie MMEIOT IpaBO JOCTyHa 3aBeAYIOIUMHA M paOOTHUKU  JIaHHOTO
apXMBOXPAaHWIMINA, a TAK)KE PYKOBOAMTENb apXWBa M €ro 3aMECTUTENH, IVIaBHBIM XpaHUTEIb (OHIOB.
Cnucok ul, UMEIOUIMX MPaBo JOCTYyNa B apXHWBOXPAaHWIMILE, OOHOBISIEMBbIN 110 MEpe HEOOXOIUMOCTH,
JIOJDKEH HAaXOAWThCS Ha TIOCTY OXpaHbl. Bce japyrue paOOTHUKM apxuBa JONYCKAlOTCS B
apXMBOXPAHWIUIIE TOJBKO B COINPOBOXACHUU 3aBEAYIOLIEr0 AapXMBOXPAHWJIMILEM WU JIUIA, €ro
3aMeraroniero. MHele una QoMmycKarTcs B apXUBOXPAHUIIUILE B UCKIIOUUTENBHBIX CIy4asX TOJIBKO IO
MUCbMEHHOMY pa3pelIeHNI0 pyKOBOJCTBA apXHBa U B COMPOBOXKICHUH 3aBEYIOIIEr0 apXUBOXPAaHWINIIEM
WM JIMIA, €r0 3aMEUIAlOIIErO0.

BbIHOC M3 apxuBa apXUBHBIX IOKYMEHTOB, MaTEpHUaIbHBIX LIEHHOCTEN U KHUT HAyYHO-CIIPAaBOYHOM
OMOIMOTEKH, a TAK)KE HAyYHO-CIIPAaBOYHOTO alapaTta pa3penaeTcsi TOJIbKO MO ClelUalbHbIM MIPOITycKaMm,
BBI/IaBAEMBIM B YCTAHOBJIEHHOM IIOPSIZIKE.

TemnepaTypHO-BJIAKHOCTHBIN PesKUM

2.11.2.3. B apXMBOXpaHMJIMILE ApPXUBHBIX JTOKYMEHTOB Ha OyMaXKHOW OCHOBE, 00OpYJOBAHHOM
CUCTEMAaMU KOHJIMIIMOHUPOBAHUS BO3/yXa, MOIEPKUBAETCSI HOPMATUBHBIN TEMIIEPAaTypHO-BIa)KHOCTHBIN
pexxuM: Temneparypa 17-19°C, oTHocuTenbHast BIaXXHOCTh Bo3ayxa 50-55%.

TemnepaTypHO-BIaXKHOCTHBIE ~ MapaMeTpbl  BO3[Ayxa JUIsl  JIOJITOBPEMEHHOTO  XpaHEHHUs
ayJMOBU3YaJIbHBIX W AJIEKTPOHHBIX JTOKYMEHTOB JOJKHBI COOTBETCTBOBATH HOPMaM, IPUBEIEHHBIM B
Ta0nuue:

Buo mokyMeHTa TeMmnepatypa, °C OTHOCUTENIbHAS BJIAXHOCTDL

o)

BO3OyXa, %

yepHO-0BeJte IIBE THEIE yepHO-0Oeskte LIBE THEIE

JOKYyMEHTH Ha
KMHOIIJIEHKE ©

HUTPOOCHOBA He BoIie +10 He BHIIE -5 40-50 40-50




fesonacHasa He Bromue +15 He BbmIe -5 40-50 40-50
OCHOBaA

GOTOMOKYMEHTHI :

CTEeKJIO He Bbme +15 He Bbmue -5 40-50 40-50
IIJIeHKa He Bbme +15 He Bbmue -5 40-50 40-50
boTobBymMara He BhIe +15 He BHIIe -5 40-50 40-50
IOOKYMEHTH Ha +8 - +18 45-65
MaT'HUTHOM

JIeHTe "

OMCKOBBIX

HOCUTEeJIAX

B apxuBoXxpaHWIHIE C HEPETYIHPYEMBbIM KIMMATOM JOJDKHBI OCYIIECTBIATHCS MEPOTPHUSITHS T10
ONTUMH3ALMU TEMIEPATYPHO-BIAKHOCTHOTO DPEXUMa C IPUMEHEHHEM ONTHUMAJIbHOTO OTOIUIEHUS U
NPOBETPUBAHMS MMOMEUICHUH, a TaK)Ke MEXaHHMYECKUX CPEACTB YBIAKHEHHUS WM OCYIICHHS BO3/ayXa.
Pe3kue konebGaHus (Ce30HHBIE M B TEUEHHME OJHUX CYTOK) Temreparypbl (+-5°C) u OTHOCHUTENBHOM
BIIAXKHOCTH Bo3ayxa (+-10%) He gomyckaroTcsi.

[Ipy nMTenbHOM HapyLIEHHH TeMIepaTypHO-BJIQXXHOCTHOTO pexuma (0T 3 cyTok u Ooiee),
COIPOBOYKAAIOIIEMCS [TOBBIILIEHUEM OTHOCUTEIBHON BIAXXHOCTH Bo3ayxa /10 70-90%, npuHUMaroTcss Mepbl
10 €ro HOpMalIu3aluuu (MHTEHCUBHOE MTPOBETPUBAHKE, OCYILICHHE apXHUBOXPAHUIIUIIA).

B nepuox TexHonornuyeckoi oOpabOTKM apXHMBHBIX JTOKYMEHTOB JONYCKAaeTCs WX BPEMEHHOE
XpaHeHHne (10 2 MecAleB) B MOMEMIEHHSIX C HEPETyINPYyEeMbIM TeMIIepaTypPHO-BIAKHOCTHBIM PEXUMOM
npu temneparype 20+-5°C 1 OTHOCUTENBHON BIaKHOCTH Bo3ayxa 50+-20%.

TemriepaTypHO-BIKHOCTHBIA ~ PEXHM  KOHTPOJHMPYETCS IYTEM PETYISpPHOTO  H3MEPEHUs
TeMIIepaTypbl 1 OTHOCUTEILHON BIQXKHOCTH KOMHATHOTO M HAPYXKHOT'O BO3/yXa B OJJHO U TO K€ BpeMs: B
KOHIWITMOHUPYEMBIX TIOMEIICHUX - He peke | pas3a B HEEI0; B apXUBOXPAHIIUIIAX C HEPETYIUPYEMBIM
KJIMMATOM - 2 pa3a B HEJEJI0; IPU HapyLIECHUAX peXuMa - 1 pa3 B CyTKH.

[Toka3aHuss ~ KOHTPOJBHO-M3MEPUTENBHBIX  MPHOOPOB  (UKCHUPYIOTCS B CHEIHaIbHBIX
PETUCTPALIMOHHBIX JKypHajaX, B KOTOPBIX TaKXe OTpa)kaloTcs IpOBEpKa MPaBWIBHOCTU IOKa3aHHM
nprOOPOB M MEPHI, MIPHUHATHIC 110 HOPMATU3AIMH TEMIIEPAaTypPHO-BIAKHOCTHOTO PEXMMa B CIydasX €ro
HapyIICHHUS.

HomeHnknatypa mNpuUMeHSIEMbIX KOHTPOJIbHO-U3MEPHUTEIbHBIX MPUOOPOB, a TakkKe MOPSAIOK
U3MEPEHUs] W PETUCTpPAIlMd IapaMeTpPOB KOMHATHOTO ¥ HApPYXHOTO BO3JAyXa OIPEICISIFOTCS
JeMCTBYIOIMMHI HOPMAaTHUBHBIMU U METOAMYECKUMHU JOKYMEHTAMHU.

KoHTponbHO-M3MepUTENhHBIE TIPUOOPEI MOHTHPYIOT Ha OJHOM IIMTKE, Pa3MEIICHHOM B TJIaBHOM
POXOJIe ApXMBOXPAHWIHUINA Ha CTEJUIaKe, BJIAIM OT OTONHMTEIbHBIX M BEHTWISLMOHHBIX CHCTEM
(KOHTpOJIbHAS TOYKA), IT0 HOPMaM: NPH KOMHATHOW CHUCTEME - OJTHa KOHTPOJIbHAS TOUYKA Ha KOMHATY, TIPH
MHOT'OSIpYCHOMH - 0JTHa Ha sIpycC.

CBeToBOMH pexum

2.11.2.4. XpaHneHue apXWBHBIX JOKYMEHTOB OCYIIECTBISIETCS B TEMHOTE. DTO 00eCreuynBaeTCs
XpaHEHHWEM apXHUBHBIX JOKYMEHTOB B MepeIuieTax, mamnkax, Kopookax, mkadax, Ha cTeiaxax 3aKpbITOro
THUIIA, & TAKXKE COOJIIOIEHNEM YCTaHOBJIIEHHOTO CBETOBOTO PEKUMA.

OCBeH_[eHI/Ie B apXHUBOXPAHUIIUIIC MOKCT 6I>ITI: CCTCCTBCHHBIM HWJIM HCKYCCTBCHHBIM; APXWUBHBIC



JIOKYMEHTBI MOTYT pa3MeIIaThCsl B IOMEIICHUSIX ¢ OKHAMU WM 03 OKOH. PazMelieHre apXuBOXpaHUIIHINA
B IIOMEILIEHUSX Oe3 OKOH [OMYyCKaeTcs MNpU HAIMYUU B HEM MCKYCCTBEHHOM WM €CTeCTBEHHOM
BEHTHJISIIIMH BO3/yXa C YCTAHOBJIIEHHOW KPaTHOCTBIO BO3yX000OMEHA.

EctecTBeHHOE OCBellleHHE B apXUBOXPAHWIUIIE JOMYCKAETCS PACCeSHHBIM CBETOM IIPHU YCIOBHUH
NpUMEHEHUsS Ha OKHAX CBeTOpacceuBaresed, aBTOMATHMUYECKUX PETYJISITOPOB CBETOBOTO MOTOKA
(criennanbHBIX CTEKOM), 3aUIUTHBIX (PUIBLTPOB, XKAI03H, IITOP, HAHECEHHBIX HAa CTEKJIO MOKPBITUH U T.1I.

Jl1si MCKYCCTBEHHOTO OCBEILEHUS B apXMBOXPAHWIIUINE MPUMEHSIOTCS JaMmIlbl HAaKaIUBaHUS B
3aKPBITHIX TIAQOHAX C TIAJAKOW HAPY>KHOM MOBEPXHOCTHIO. JlomycKkaeTcsl MpruMEeHEHNEe TIOMUHECIICHTHBIX
JIaMII ¢ ype3aHHBIM YiIbTpaduoseToBbiM yuacTkoM criektpa tuna JIb, JIXb, JITh. Ypoenb ocBenieHHOCTH
B JMana3oHe BUIAUMOTO CIIEKTpa HE JOJKEH IMPEBHIIIATh: HA BEPTUKAIBHON MOBEPXHOCTH CTEUIaKa Ha
BbicoTe 1 M oT mona - 20-50 5k, Ha pabouux cronax - 100 Jk.

3amura apXUBHBIX JIOKYMEHTOB OT pa3pyIIarolIero JACUCTBUS €CTECTBEHHOTO M MCKYCCTBEHHOTO
CBETa OCYIIECTBISIETCS BO BCEX IOMEUICHHSIX apxuBa MpU JOOBIX BUAAX pabOThl C apXUBHBIMU
JIOKYMEHTaMHU.

CaHuTapHO-TUTHEeHUYECKHUIl peKUM

2.11.2.5. ApXuBOXpaHWIMILIA U JAPYrHMe MOMEIICHUS apXWUBa COAEPKATCA B YUCTOTE U MOPSJIKE,
MCKJIIOYAIOIIEM BO3MOKHOCTD TOSIBJIEHUSI HACEKOMBIX, IPbI3YHOB, IUIECEHU U MBLIH.

B apxuBoxpaHuiuie NpoBOAsATCA CUCTEMaTHYeCcKas BlakHasi yOOpKa, He pexe OJHOIo pas3a B Ioj
o0ecTbUIMBaHUE TIBUIECOCAMU CTEIUTaXKeH, mKadoB, CPEACTB XpaHEHHs (KOPOOOK, ManoK, YIIakoBoK). [Ipu
3TOM LOKOJIbHbIE YAaCTHU CTEJUIAXKEH, MOJIbl, IUIMHTYCHI, NOJJOKOHHUKU IPOTUPAIOT BOAHBIMH PAacTBOPAMHU
AQHTHCENTHUKOB.

B apxuBoxpaHuimiLe 3anpeniaercs npeOblBaHUE B BEpXHEH onexJie, MOKpOH U Ips3HOI 00yBH,
XpaHeHue JII0ObIX TOCTOPOHHUX MPEIMETOB, UCIIOJIb30BAHNE MUIIIEBBIX TPOYKTOB, a TAK)XKE KypeHHE.

B apxuBoxpaHunuiie obOecrieuuBaeTcsi CBOOOAHAs IMPKYJISALMS BO3JyXa, HMCKIIOYaroIas
o0pa3oBaHNE HEMPOBETPUBAEMBbIX 30H YCTOMYMBOIO MHKpoKiIuMaTta. He nomyckaercss pa3merieHue
apXMBHBIX JOKYMEHTOB Ha MOJTy, TOJIOKOHHUKAX, B HEPa300PAHHbIX KUIIAX.

OxkHa B NIOMELIEHUAX apXWBa, OTKPBIBAIOIIKECS B TEIUIOE BPEMS roja, 3aIUIIAIOTCS CETKaMH C
nuameTpoMm siueek He Oosnee 0,5 MM. 3alUTHBIMU CETKaMU OOOPYAYIOTCS Takke BEHTHJIALMOHHBIE
OTBEPCTUSl B CTEHAX, IOTOJKAX, IOJAX apXMBOXPAHWIMILNA, HApYXKHbIE OTBEPCTHSI BEHTHIISALMOHHBIX
CHUCTEM.

C nenbto 0OHapy)KEHUSI HACEKOMBIX U IUIECHEBBIX IPUOOB apXUBHBIE TOKYMEHTHI (BHIOOPOYHO) U
MOMEIIEHUSI apXMBOXPAHWIMI] JBa pa3a B roja (B Hayajle U MO OKOHYaHMM OTONUTEIBHOI'O CE30HA)
MOJBEPraroTCsa 0053aTeTbHOMY 3HTOMOJIOTHYECKOMY M MHKOJIOTHYECKOMY OcMOTpy. IIpu oOHapyxeHuun
OHMOJIOTHYECKHUX BpeauTeNiel MPUHUMAIOTCS HEMEIJIEHHbIE MEpbI M0 00paboTKe apXHBHBIX JOKYMEHTOB,
CPEICTB XpaHEHUS], ApXUBOXPAHUIIHILL.

Jnis mpoBeieH!s] CAaHUTAPHO-TUTHEHUYECKUX padoT IIaHUPYIOTCS CAaHUTAPHbIE THH.

ObopynoBaHue apXMBOXPAHWIHILA CPEACTBAMHU XPAHEHUSA

2.11.3. ApxuBOXpaHUJIHILE 000PYIyeTCsl CTAMOHAPHBIMU WM MEPEIBUKHBIMA METAJUINYECKUMU
creiutaxxamu. Jlommyckaercsi SKCIUTyaTalusl CYIMIECTBYIONIMX CTAIllMOHAPHBIX JCPEBSHHBIX CTEJUTaXeH,
HAXOJSAUIMXCSl B HOPMAJIbHOM CaHUTApHO-OMOJIOTMYECKOM COCTOSHUM U 00pabOTaHHBIX OTHE3AIIUTHBIMU
cocTaBaMH. B apXuBOXpaHWIHIIE C HOPMAaTHBHBIM TEMIEPATypHO-BIAKHOCTHBIM PEKHUMOM JOIYCKAeTCs
NPUMEHEHHE TMEPEIBIKHBIX METAJUIMYECKHX CTelulaxkeil. B kadecTBe BCIOMOTaTeNbHOTO — MITH
CHELHATBHOTO 000PYIOBaHMSI MOTYT UCIOJIb30BATHCS METATNYECKUE KadbI, ceiidbl, mKadbI-CTeIIIaKH,
a TaKKe CTAI[MOHAPHBIE OTCEKH-OOKCHI C METAIMYECKIMU TTEPErOPOIKAMH U TTOJIKAMH.



KuHOIOKYMEHTBI, pPYJIIOHHBIE MHUKPOQWIBMBI XPaHATCSA B TOPU30HTAJIHHOM IIOJIOKEHUH B
METAJUIMYECKUX WM IUIACTUKOBBIX KOpOOKax Ha cTelakax Tuma "enodka" OO Ha CTalMOHapHBIX
creuiaxax. KUHOJOKYMEHTHI Ha HETrOploYed TpHALETaTHOM OCHOBE XpaHATCA B  HEIUIOTHO
3aKpBIBAIOLINXCA METANIMYECKUX WM IUIACTUKOBBIX C OTBEPCTUSAMHM KOpOOKax A MpeloTBpAIlEHUs
CKaIUIMBaHUS BHYTPU KOPOOKHU MapOB YKCYCHON KHCIIOTHI, BBIICISIEMBIX OCHOBOM KUHOIUICHKH.

BuneonokyMeHThl XpaHATCs B BEPTUKAIBHOM IOJIOKEHUH B 3aBOACKON YIIaKOBKE.

He nomyckaercs XxpaHeHHe apXHUBHBIX JOKYMEHTOB Ha HOCHUTEJIIX C MarHUTHBIM pabOuuM CIIOEM
Ha (DeppPOMArHUTHBIX METAJUTMYECKUX CTEJUIAXKaX; CTAIbHBIE CTEJUIaXH MOTYT OBITh HCIIOJNBb30BaHBI B
UCKJIIOUUTENBHBIX CIIy4asiX, TOJBKO NPHU YCIOBUM Pa3MarHUYMBAHMUS M 3aMbIKaHHUS KOHTYpPOB CTeJlIaxa
(coenmuHEeHNE METANTMYECKHUX YacTel CTeJUIaxa AIIEKTPOIPOBOIOM U HX 3(h(HEKTUBHOE 3a3eMIICHHUE).

B apxuBoXpaHMJMIE C €CTECTBEHHBIM OCBELICHHEM CTE/UIaXH U IIKa(bl OTKPHITOrO THIIA
YCTaHABJIMBAIOTCS TEPIEHAMKYISPHO CTEHAM C OKOHHBIMH IpoeMamH. B apxuBoxpaHuiuiie 0€3 OKOH
CTeJUIAXHM M IIKadbl YCTAaHABIMBAIOTCS C YYETOM OCOOCHHOCTEH IOMEUICHHs, KOHCTPYKLUHU
00opyIOBaHUSI U HOPM ero pa3merneHus. He nomyckaercss pa3MenieHne CTelutaxei, mKapoB U Ipyroro
00OpyJOBaHUS Ul XPaHEHHs apXMBHBIX JOKYMEHTOB BIJIOTHYIO K HapyKHbIM CTE€HaM 3JaHUS U K
MCTOYHUKAM TerIa.

CramnyoHapHbIe CTEIIAKK W KAl YCTAHABIMBAIOTCA B APXMBOXPAHWIUIIAX C COOJIIOJICHHEM
CJICAYIOIIUX HOPM:

paccTosiHiE MEXy psAamMu cTesuiaxei (r1aBHbId npoxon) - 120 cm;

paccTosiHuE (IIPOXO) MEXIY CTEIUIaXaMH - 75 cM;

paccTosiHie MKy Hapy>KHOW CTEHOM 3/1aHMsI U CTEJUIAXKaMH, TTapajuIeIbHBIMK CTEHE, - 75 CM;

paccTosHUuE MEXy CTEHOM U TOPIIOM cTeiaxa uiH mkada (00xon) - 45 cMm;

paccTosiHie MeXy TI0JIOM U HIDKHEW TOJIKOH cTeiutaxa (mkada) - He MeHee 15 cM, B IIOKOJIBHBIX
JTaxkax - He MeHee 30 cM.

Paccrostaust (mpoxojsl) st 00OpYIOBaHUS C BBIABM)KHBIMH SIIITUKAMH PAaCCUUTHIBAIOTCS 10
CrellMaIbHBIM HOpMaM € Y4eTOM TUIopazMepa 000pya0BaHus.

ApXuBHBIE JOKYMEHTbl Ha OyMa)XHOW OCHOBE pa3MEINAOTCsl Ha CTelulaXkaX, B METaNTH4eCcKuX
mKadax TOPU30HTAIHFHO WM BEPTHKAIBHO B KOPOOKaxX WIIM JPYTrUX INEPBHYHBIX CPEACTBAX XPaHEHUS
(mamkax, QyTaspax u T.IL.).

Kaxnas emuHuUIa XpaHEHUs! ayIMOBH3YaIbHOTO WJIHM AJIEKTPOHHOTO JTOKYMEHTA YKIIAJBIBACTCS B
HErepMETUYHYI0 HHIUBUAYaJIbHYIO YIAakoBKY. Ilpm 3TOM [OMKHO OBITH MCKIIOYEHO CBOOOJHOE
nepeMenIeHre apXUBHOTO JIOKYMEHTa BHYTPH YIIaKOBKH.

Opranu3anus XpaHeHusl aPXUBHBIX JIOKYMEHTOB B apXUBOXPaHHUJIHIIE

2.11.4. Opranusanuss XpaHEHUs ApPXUBHBIX JOKYMEHTOB B AapXMBOXPAHWIHILE - CHCTEMa
MEPOIIPUATHM, BKIIOYAIOIIAS PAlMOHAIBHOE pa3MEIICHHE apXMBHBIX JOKYMEHTOB, KOHTpPOJIb 33 HX
JBIDKEHUEM U (U3NYECKHM COCTOSIHHEM, KOIMPOBAHUE APXUBHBIX JIOKYMEHTOB C IEJbI0 CO3JaHHS
cTpaxoBoro ¢oHna U (OoHJA TOJIb30BaHMS, BOCCTAHOBJIEHHE (pecTaBpalllio) IMEpBOHAYAIbHBIX WIH
ONMU3KUX K MEpPBOHAYAIbHBIM CBOMCTB M BHEIIHUX IMPH3HAKOB APXWBHBIX JOKYMEHTOB, IOJBEPTIIMXCS
MOBPEXICHHIO JTHOO Pa3pyIICHUIO.

OO0mme TpeOOBaHUSA K pa3MEILICHNI0 APXHUBHBIX JOKYMEHTOB

2.11.4.1. ApxuBHble JOKYMEHTHl B apXUBOXPAHWIMIIE pacrojaralorcss B  TOPSIKE,
o0ecreynBaroIeM UX KOMITJICKCHBIE YUeT U XpaHeHHE, a TAKXKE OIePaTUBHBIN MOUCK.

[Topsimok pacroyio>keHusl apXMBHBIX (DOHIOB B apXUBE OIpENeNseTcsl IUIAaHOM (CXeMOi) uX
pa3MenieHusi, yTBepKIaeMbIM pyKoBoauTeneM apxuBa. [lnan (cxema) mpeaycmaTpuBaeT pacrperesieHne



apXUBHBIX (OHIOB M0 APXUBOXPAHWIUILY C YKa3aHHEM NPU HEOOXOAWMOCTH UX HOMEPOB MO KAXKIOMY
CTeIUIaXKy apxuBoxpaHunuiua. Ilman (cxema) HaXOAWTCS B MOJpa3fesieHHH, OCYIIECTBISIONIEM YYeT
JOKYMEHTOB apXHBa, WIH Y paOOTHUKA, OTBETCTBEHHOTO 32 YYE€T, a COOTBETCTBYIOILIME €r0 pa3ieiibl - B
apXHUBOXPaHWIHILE.

Pa3meinenue APXUBHBLIX TOKYMEHTOB 000Cc001€HHOTO XpaHEeHUs

2.11.4.1.1. OGocobeHHOMY XpaHEHHIO TOJIJICIKAT CICAYIOIINE APXUBHBIE IOKYMEHTBI: CEKPETHBIC;
YHHUKaJIbHbIE; UMEIOIINE B O(QOPMIICHUU WU MPUIOKEHUH K HUM JIparolieHHble METaulbl U KaMHU; Ha
HUTPOOCHOBE; MOPAKCHHBIE OMOJIOTMYECKUMHU BPEAUTENSAMH; TEepelaHHbIe 10 JOTOBOPY Ha XpaHEHHUE B
apXHB M HE OTHECEHHBIE K cocTaBy ApxuBHOro ¢onna Poccutickoit denepammm.

MecTo pacnosjoXeHuss M IUIOIIaJb, BbIAEIseMas A pa3MELICHHUs] apXUBHBIX JOKYMEHTOB
000COOJICHHOTO XpaHEHUs, OIpPENeNsSIOTCS apXWBOM, HCXOAS M3 pPEaJbHBIX BO3MOXKHOCTEH W
NEePCIEKTUBHBIX 00bEMOB KOMIUIEKTOBAHUS apXUBa.

Pa3merienue CEKpeTHBIX ApPXUBHBIX JIOKYMEHTOB OCYIIECTBISIETCA B COOTBETCTBUU C
TpeOOBaHUSMH HOPMATHBHBIX JIOKyMEHTOB IO OOECIICYCHHIO pEeXHMa CEKpeTHOCTH B Poccuiickoi
®denepauuu.

BpemeHHOoe COBMECTHOE XpaHEHHE CEKPETHBIX M PACCEKPEUEHHBIX JeN B apXUBOXPAHUIUIIE
CEKPETHBIX AapXUBHBIX JOKYMEHTOB JOIYCKAeTCsi B MCKIIOUUTEIbHBIX CIIydasX IpH OTCYTCTBHHU
CBOOOIHBIX IIOMIAACH ISl pa3MEIICHHs PACCEKPEUEHHBIX eIl

YHUKaJIbHBIE TOKYMEHTHI U apXUBHBIC TOKYMEHTHI, HIMEIOLIHE B OPOPMIICHHH WU MPUIOKECHUH K
HUM JIparolieHHbIe METAJIbl U KAMHH, U3BIMAIOTCSI U3 COCTaBa apXUBHBIX (POHJIOB U MOJUIEkKAT celipoBomMy
XpaHeHuto. Ha MecTo H3bATOro apXuMBHOTO JOKYMEHTA BKJIAJbIBACTCS KapTa-3aMeCTUTENb W TpHU
HEOOXOIMMOCTH KOIUS apXUBHOTO JJOKYMEHTA.

AynuoBu3yalbHble W 3JEKTPOHHBIE JIOKYMEHTHI XpPaHATCS B OOOCOOJIEHHBIX IOMEIICHUSAX B
3aBUCUMOCTH OT HOPMATUBHBIX PEKUMOB XPAHEHHUS 1151 UX HOCUTETIEH.

B ogHOM apXMBOXpaHWIMILE MOTYT pa3MeEIlaThCsl apXWBHBIE JOKYMEHTHI pPa3HOro BHIA, HO
TpeOyroIIe OIMHAKOBBIX PEXKUMOB XpaHEHUs (HallpuMep, apXUBHbIE JOKYMEHThl HA MAarHUTHBIX JICHTAX U
JTUCKOBBIX HOCUTENSIX C MATHUTHBIM CJI0€M; apXUBHBIE TOKYMEHTHI Ha KHHOIUIEHKE, MUKPO(GOPMBI U Ap.).

Pa3memienue ponxa nojib30BaHus

2.11.4.1.2. ®oHA N0NB30BaHUS PA3MEIIAETCA B 3aBUCUMOCTH OT BUJA HOCUTENSI KOIIUM.

Konuu ¢onna nonbp3oBaHus Ha OyMa)KHOM ocHOBe (B TOM uHciie (OTOKOIMH), KaK IPaBHIIO,
XpaHATCS BMECTE C TMOJJIMHHBIMH apXWBHBIMU JIOKYMEHTaMH Ha OyMaXHOW OCHOBE Ha OTAEIThHBIX
CTeJUIaXKax WX B mkadax B TOPSIKE HOMEPOB apXUBHBIX (POHJIOB U JIEI.

Kormuu ¢onaa monb3oBaHWsS HaA TJICHOYHOH OCHOBE pPa3MEIIAOTCS B apXHBOXPAHWIIMIIAX C
HOPMATUBHBIMU JIJI1 HUX PEKUMaMU XpaHEHUSI.

B kaxxnprit OrOKC BKJIQJIBIBAETCSI OTPE30K IUICHKH, HA KOTOPOM OTCHATO OJTHO JIEJO WJIM €r0 YacTh.
B mnopsiake uckimoueHus: mpu HEOOIBIIOM 00BEME Jiella B OJIHOM OTpPE3Ke MOXKET HaXOJIUThCS He Oolee
TPEX CKOMMMPOBAHHBIX JIETI.

Pa3memenue Y4Y€THBIX JOKYMEHTOB

2.11.4.1.3. OcHoBHBIE (00s3aTeNbHBIC) M BCIOMOTATEIBHBIC YYETHBIC JOKYMEHTBHI apXwBa (CM.
n. 3.4) pa3MemaroTcss B HM30JUPOBAHHOM IIOMEIICHWH WM paboueM MOMEUIeHUH pabOTHHUKA(OB),
OTBETCTBEHHOT'O(BIX) 32 yUE€T TIOKYMEHTOB apXHBa.

OCHOBHBIE M BCIOMOTraTelbHbIE YYETHBbIE JOKYMEHTBl AapXWBOXPAHWIMIIA pa3MeElaloTcs B
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ApPXUBOXPAHWIUIIE WU B pad0YeM MOMEIICHUH PaOOTHIUKOB apXHUBOX PAHUIIHIIA.

OTBETCTBEHHBIMHU 32 COXPAHHOCTh U MCIOJIb30BAHUE YYETHBIX JOKYMEHTOB SIBIISIIOTCS PAaOOTHUKH,
OCYIIECTBIISIONINE UX BEJICHUE B COOTBETCTBYIOIIEM CTPYKTYPHOM MOIPA3JICJICHUU U TI0 apXUBY B IIEJIOM.

[TepBble SK3EMIUISAPHI ONUCEH Je]l, JOKYMEHTOB Pa3MENIaloTcsl B U30JMPOBAHHOM MOMEUICHUH WIIN
pabodem moMenieHnn paboTHUKA(OB), OTBETCTBEHHOTO(BIX) 32 yUET JOKYMEHTOB apXHBa, C 00s3aTEIHbHBIM
COONIOZICHHEM pPEKUMOB XPaHEHMsI, YCTAHOBJICHHBIX U1 TOJJIMHHBIX apXUBHBIX JOKYMEHTOB Ha
OyMa)KHOW OCHOBE.

Bropeie »Kk3eMIUIsIppl  OmHMCEW e, JAOKYMEHTOB pPa3MEUIaloTCs B W30JMPOBAHHOW 30HE
apXMBOXpaHWIKIIA HA CTEJJIaXKe WM B IIKady.

TpeTbu 3K3eMIUISIPI ONHUCEH J1e]1, IOKYMEHTOB Pa3MeIAl0TCs B YUTAILHOM 3aJie.

ITopsimoxk Hymepamum NOMeENIEHUH apXUBa, CTe/LIaXel, MKadoB, MOJIOK

Benenne Tonorpaguueckux ykazaresei

2.11.4.2. Bce nomenienus apxuBa (34aHUsL, 3TaXHU, SIPYChl, ApXUBOXPAHWINIIA, KOMHATHI), a TAK)KE
CTeJUIaXH, Cei(Pbl, mIKa(bl U MOJIKH HyMEPYIOTCS.

B kaxz1oMm OTIENbHOM IMOMELIEHHH CTEUIaXH W IIKa(bl HyMEpYIOTCS CaMOCTOSITEIbHO ClieBa
Hanpaso oT Bxoja. [Tonku Ha cTemnaxax U B mkagax HyMEpYyOTCs CBEPXY BHU3 CJIEBA HAIIPABO.

B nensx 3akperuieHuss MecTa XpaHEHHs U IOMCKAa apXMBHBIX JIOKYMEHTOB B apXMBOXPAaHWIMILIE
COCTaBJISIIOTCS MO(OHIOBBIE M IOCTENIaXHbIE Tomorpaduueckue ykaszarenu. Tomorpaduueckue
yKa3aTeJIu COCTABIISAIOTCS B KAPTOYHOM MM JIUCTOBOM (popMe B HEOOXOIUMOM KOJIMYECTBE SK3EMILISPOB.

Kaprouka mnooHI0BOro ToOmorpapuueckoro ykas3aTeias COCTaBJIETCS OTIEIBHO Ha KaxJblIi
apxuBHBII (OHJ; 3TH KAPTOUKHM paACHOiararoTcs B TMOpPSJIKE HOMEPOB apXMBHBIX (oHJI0B. Kaprouka
MOCTEJIIAKHOTO TOMOTpapUUECcKOro ykasaTeisl COCTaBISeTCSs Ha KaXKIbld CTEUIaX; 3T KapTOUYKU
pacroararoTcs 1o MopsAKYy HOMEPOB CTEIIaXXe B Mpezesax OTAeIbHOro noMenieHus. OauH dK3eMILLIp
Tonorpagpuueckux ykaszarened XpaHUTCS y paOOTHUKA(OB), OTBETCTBEHHOTO(bIX) 3a y4YeT IOKYMEHTOB
apxuBa, BTOPOU - B apXUBOXPaHUIIUIIE.

Benenue Tonorpaduueckux ykazaTeneil MOXKET OCYLIECTBIATHCS Ha OyMa)kHOM HOCHTENE WU B
AaBTOMATHU3MPOBAHHOM PEKHUME B COOTBETCTBUH C YCTAHOBJIEHHBIMU PEKBU3UTAMHU.

W3MeHeHns B pa3MELICHUM AapXWBHBIX JOKYMEHTOB CBOEBPEMEHHO OTPaXKalOTCsl BO BCEX
JK3EMILIApaxX Tonorpaduyeckux ykaszarenel, a Takxke B IJIaHe (CXeMe) pa3MeIleHUs apXUBHBIX (DOH/IOB.

OdopmieHue ApPabIKOB HA EPBUYHBIX CPeICTBAX XPAHEHUS] APXUBHBIX TOKYMEHTOB

2.11.4.3. Kaxxoe nepBUYHOE CPECTBO XPAaHEHUS] apXUBHBIX JOKYMEHTOB (KOpoOka, mamka u T.1.)
cHaOkaeTcs SIPJIBIKOM, Ha KOTOPOM YKa3bIBalOTCSA Ha3BaHHE M HOMEpP apXHUBHOTO (hOHMAA, a TaKkKe HOMEP
OTIHCH JIeJ1, JOKYMEHTOB, HOMEpa €AMHUI] XPAHEHHs, HAXOALINXCS B KOPOOKE.

Haanucu Ha spibplkaX HCHOJHSAIOTCS TUHOTPA(CKUM CrocoOOM, TYIIBIO WU CHEUHaIbHBIMU
YEpHBIMM BOJOCTOMKMMHU 4epHMWIaMHU. JlOMyCKaeTcsl UCHOIb30BAaHUE IUTAMIIOB M JPYTUX AHAJOTUYHBIX
CpPEICTB.

IIpoBepka HATUYNUS U COCTOSIHUS APXUBHBIX JOKYMEHTOB M OPraHU3alus PO3bICKA
HEOOHAPYKEHHBbIX JOKYMEHTOB

2.11.5. TlpoBepka HaJIW4yusi M COCTOSHUS ApPXMBHBIX JOKYMEHTOB IIPOBOJUTCS B LENSIX
YCTaHOBIICHHSI (PAaKTUUYECKOTO HAIMYMSA HAXOAIMINXCS HAa XPAaHEHUU apXUBHBIX JOKYMEHTOB U BBISBICHUS
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OTCYTCTBYIOILIUX APXMBHBIX JIOKYMEHTOB Uil OpPraHU3allMd HMX pPO3bICKA; BBIABICHUS U YCTPAaHEHUS
HEJIOCTaTKOB B y4Ye€T€ apXUBHBIX JIOKYMEHTOB; BBISBICHUS U ydeTa apXUBHBIX JIOKYMEHTOB, TPEOYIOIINX
pecTaBpallMOHHON, KOHCEPBAIMOHHO-TPO(DUIAKTUIECKON U TEXHUIECKOU 00pabOTKH.

IIpoBepkr Hamu4Ms U COCTOSIHMS apXUBHBIX JTOKYMEHTOB IPOBOJATCS B IUIAHOBOM IOpPSIKE, a
TaK)Ke €IMHOBPEMEHHO (BHEOUYEPEIHBIE).

B rocynapctBeHHOM apxuBe, My3ee, Oubimoreke, apxue Poccuiickoil akageMuu Hayk IJIaHOBas
LUKJIUYHAs IPOBEPKA HAIMYUSA U COCTOSHHUS TPOBOAUTCS:

YHHUKAQJIbHBIX JOKYMEHTOB - €KETOJHO;

0c000 IEHHBIX JOKYMEHTOB Ha OyMa)KHOH OCHOBE - oAMH pa3 B 10 jer (B rocyaapcTBEHHOMH
O6ubnuoTeke - OAUH pa3 B 5 Je€T);

ayJIMOBU3YAJIbHBIX U 3JIEKTPOHHBIX JOKYMEHTOB - OJIUH Pa3 B 5 JIET;

KMHOJOKYMEHTOB Ha HUTPOOCHOBE - OJIUH pa3 B 2 roja.

[[MKIMYHOCT IIPOBEPKUM HAJIWYMs OCTAIbHBIX APXUBHBIX [JOKYMEHTOB OIpENCIAETCS Ha
OCHOBAaHUHU PELIEHMS] IKCIEPTHO-METOJUYECKON KOMHMCCHM (WJIM JIPYyroro COBELIATEIbHOIO OpraHa)
apXuBa B 3aBUCUMOCTH OT HHTEHCUBHOCTHU UCIIOJIb30BaHUSA U COCTOSIHUS Yy4ETa apXUBHBIX JIOKYMEHTOB, HO
HE MEHee OJIHOTO pa3a B 25 JieT (B rocyaapCcTBEHHOM OUOIMOTEKE - OJIuH pa3 B 15 jer).

[TpoBepka HaJIMYMS U COCTOSTHUSL CEKPETHBIX apXUBHBIX JIOKYMEHTOB OCYIIECTBIISETCS B MOPSIIIKE,
YCTaHOBJICHHOM JJIs1 CEKPETHBIX apPXUBHBIX JOKYMEHTOB.

B MyHununaiabHOM apxuBe, My3ee, OMOIMOTEKE IJIaHOBas IMKJIMYHAs IPOBEpKA HaJIWYMs
apXMBHBIX JOKYMEHTOB npoBoautcs 1 pa3 B 10 ner.

B cnyyae cTtuxuiiHBIX OE€ICTBHIA, MACCOBBIX NEPEMEIICHHH U IPYTUX OOCTOSTENLCTB, B PE3yJIbTaTe
KOTOPBIX MOTYT OBITh YTpauyeHbl MU IOBPEXKIEHbl apXUBHbIC JIOKYMEHTHI, a TaKK€ IPU CMEHE
3aBEAYIOLINX apXWBOXPAHWIMILAMU MPOBOAMUTCS BHEOUEPENHAs €IMHOBPEMEHHAs IPOBEpPKAa HAIMuUs U
COCTOSIHUS BCEX JIOKYMEHTOB apXUBa WJIM UX OT/ENbHBIX YacTel (Tpymm).

B Hauane npoBepku HaaMuMs U COCTOSIHMSI QpXUBHBIX JOKYMEHTOB ITPOBOAMTCS BBIBEPKA YUETHBIX
JOKYMEHTOB, KOTOpas BKJIKYAET: YCTAHOBJIEHUE IIOJHOTHI YYETHBIX JOKYMEHTOB Ha IIPOBEPSIEMbIE
apxuBHbIE (DOHJIBI M apXMBHBIE JOKYMEHTBI, CBEPKY MX COINOCTaBMMBIX MOKa3aTelell, yToUHeHHne MmopsaKa
HyMepaluy €JWHULl XpaHEHUs IO OIMUCH JeJ, JOKYMEHTOB (KHMIe ydyeTa M OIHCaHus) U IPOBEPKY
IIPABWJIBHOCTH COCTAaBJICHHUSI MX WTOTOBBIX 3amlMceld. BbIBepka ydyeTHOM NOKYMEHTALIMM M NPOBEpPKA €€
HAJIMYUS MOKET MPOBOJUTHCS M KaK CaMOCTOSITENIbHBIN BUJT paOOTHI.

[TpoBepKy HaJIMuMs U COCTOSHUS APXMBHBIX JOKYMEHTOB B I'OCYJapCTBEHHOM apXHUBE IPOBOMSIT,
KaK MpaBuio, JBa pabOTHHUKA.

IIpu mnpoBepke HaIW4Msl €OUHUL XPAaHEHHUs, APXMBHBIE JOKYMEHTBI KOTODPBIX YUYTEHBI IIO
BHYTPEHHUM OIMCSIM, IPOBOJUTCS CBEpKAa HAIWYMsS apXUBHBIX JIOKYMEHTOB C BHYTPEHHEHW OIHKCBHIO, a
TaKXe CBEpKa HAJMYMs JIMCTOB B €IUHMIIAX XPAHEHUS, MOMAJIEKAIIMX XPAaHEHUIO B HECOPOIIIOPOBAHHOM
(0e3 moamuBkM) Buae. EAMHMIIBI XpaHEHUs ¢ YHUKAJIbHBIMU JIOKYMEHTaMU 00s3aTeNbHO MPOBEPSIOTCA
MOJIUCTHO.

ApXUBHBIE JIOKYMEHTBHI, BBbIIaHHBIE B YHMTAJbHBIM 3a1 W paboune TOMENIEHHUs apxuBa,
MIPOBEPSIIOTCS Ha OOLIMX OCHOBAHUAX, UX IIHU(PHl YCTAHABIMBAIOTCS MO KapTaM-3aMECTHTENSAM U KHUTaM
BbI/IaYM ApXMBHBIX JTOKYMEHTOB U3 apXMBOXpPAHWINL]. APXHUBHbBIE TOKYMEHTHI, BbIJaHHBIE BO BPEMEHHOE
M0JIb30BAaHUE, POBEPSIOTCS 110 KHUTAM U aKTaM BbIIaYl U CYUTAIOTCS] UMEIOIMMUCS B HATMUUH.

[Tpu npoBepke HAIM4KS U COCTOSTHUS apXUBHBIX TJOKYMEHTOB HEOOXOIUMO:

COXpaHATh MOPSAOK PACHOJIOKEHUSI apXMBHBIX JOKYMEHTOB Ha CTeUlaXaX M B MEPBHUYHBIX
CPEICTBaX XpaHEHUS;

MOJIKJIaJIbIBaTh Ha CBOM MecTa OOHapy)XEHHbIE BO BpeMsl MPOBEPKH HEMPABHIIBHO IMOAJIOKEHHBIE
€/IMHUIIBI XPaHEHUs TaHHOT'O apXUBHOTO (POHA;

U3bIMaTh U3 MPOBEPSIEMOro apXUBHOTO QoHIA (KOMIUIEKCAa apXMBHBIX JOKYMEHTOB) M NEpEaaBaTh
XPaHUTENIO HEMTPABUIIBHO MOJIOKEHHBIE €JMHULIBI XPAaHEHUS APYTHX apXUBHBIX (DOHJIOB;

U3bIMAaTh EIWHUIBI XPAaHEHHs, 3apak€HHbIC IUJICCEHBIO WM JAPYTUMH OHOJOTHYECKUMHU
BPEIUTEISIMU, [UIsl HEMEJUICHHON UX U3O0JIALNN;
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U3bIMaTh €IUHMIBI XPAHEHWS, HE BHECCHHBIE B OIUCH JeJ, JOKYMEHTOB (KHUTY ydeTa Hu
OMKCaHUA), U TOMEIIaTh UX B KOHEL apXWBHOTO ¢oHAa (KOMIUIEKCa apXWMBHBIX JOKYMEHTOB) JUIS
nocieayromei 00paboTKH U ONMCaHUS B CPOKH, YCTAaHOBIICHHBIE PYKOBOJICTBOM apXHBa.

B xoje npoBepku HAMYMSI U COCTOSTHUSL QpXUBHBIX JIOKYMEHTOB HE JIOIyCKAETCS:

BHOCHUTH B OIIKCH JIeJT, TOKYMEHTOB (KHUTY y4eTa U ONUCAHNSA) HEYUYTCHHbIC SAMHULIBI XPAaHCHHUS;

JeNiaTh Kakue-mu00 MOMETHI, MCIPABICHUS WM 3allCH B OMUCSAX JeJN, JOKYMEHTOB U JAPYTUX
YUETHBIX JTOKYMEHTAX.

Pe3ynbTaThl MpOBEpKH HAJIMYMSA M COCTOSIHUSL apXUBHBIX JOKYMEHTOB U OOHapy)KEHHBIC B €€ X0/
HEJOCTaTKU (UKCHUPYIOTCA B JIMCTE MPOBEPKU HANUYMSI U COCTOSHUS apPXMBHBIX JOKYMEHTOB M B aKTe
NPOBEPKH HAINYHS U COCTOSHUS ApXUBHBIX IOKYMEHTOB.

JIucT nmpoBepKH HaJIM4Usl U COCTOSIHUSI apXHMBHBIX IOKYMEHTOB COCTAaBJISIETCSI HETIOCPEICTBEHHO B
XO0JIe TIPOBEPKH, KaK MPaBUIIO, HA KAKAYIO OMHCH JIeJ, JOKYMEHTOB OTAeNbHO. [Ipu mpoBepke HEOOIbIINX
no 00beMy apXHBHBIX (POHIOB JIOMYCKAETCA COCTABIEHUE OJHOTO JIUCTAa MPOBEPKH HA BCE OIHUCHU e,
JOKYMEHTOB. B ciryuae oOHapyXeHUS B XOZ€ NPOBEPKHM HAIUYUS M COCTOSHUS apXUBHBIX JOKYMEHTOB
HEJOCTaTKOB, HE MPEAYCMOTPEHHBIX rpadamu JIHcTa MPOBEPKH, a TAK)KE MPHU MOJIUCTHOM MPOBEPKE /el B
JIMCT BBOJATCS YTOYHEHHSI W JIOMOJHHUTEIbHBIC PEKBU3UTHL. JIMCTHI NMPOBEPKH HYMEPYIOTCS B BaJIOBOM
HOPSIZIKE B TIpeJiesiaX apXUBHOTO (OHIA MO KaXKAOH MPOBEPKE U MOIUCHIBAIOTCS UCTIOTHUTEISIMU.

Ha ocHoBanum nucrta (JMCTOB) MPOBEPKU COCTABISIETCA AKT MPOBEPKU HAIMYUS M COCTOSHHUS
ApXUBHBIX TOKYMEHTOB. OJTHOBPEMEHHO C aKTOM MPOBEPKU HAIMYHS U COCTOSIHUS aPXUBHBIX TOKYMEHTOB
npu HEOOXOIMMOCTH COCTaBISAIOTCA AKT O TEXHHMYECKHX OIMMOKAaX B YYETHBIX JOKYMEHTaxX; akT 00
O0OHapy>KEHHH apXWBHBIX JOKYMEHTOB; aKT O HEHCIPABUMBIX MOBPEKICHUAX JOKYMEHTOB (IIPHUIIOKEHHE
N 1) u npyrue aKThl.

[To OKOHYAaHWM TPOBEPKHM HAJIMYUS W COCTOSIHHS ApXHMBHBIX JIOKYMEHTOB B KOHIIE ONHCH JIEl,
JOKYMEHTOB (KHHUTHY y4eTa M OMHUCAHMs) TPOCTABIsAETCS MTaMI "poBepeHo", naTa, JOHKHOCTh U MOHCH
JIMIIA, TIPOU3BOMBIIETO TPOBEPKY.

B ciydae oOHapyXeHMs B UTOTOBOI 3alMCH OMUCH JeJl, TOKYMEHTOB (KHUTH y4yeTa U OIUCAHUSA)
HEYUYTCHHBIX JUTEPHBIX M TMPOIMYIIEHHBIX TMOPSAKOBBIX HOMEPOB, BBIOBIBIIUX B COOTBETCTBUHU C
YCTaHOBJICHHBIM TTOPSIKOM €IMHUI] XPAaHEHHSI, UTOTOBas 3aIMCh IEPECOCTABIISETCS.

Ha Bce oTcyTCcTBYIOIIME B X0J1€ IPOBEPKU HAINYMS U COCTOSIHUS apXUBHBIX JIOKYMEHTOB €MHHUIIBI
XpaHEHHS COCTABIISIOTCS KapTOUKM y4eTa HEOOHApYKEHHBIX apXHUBHBIX JJOKYMEHTOB. BeneHne kapToTekn
HEOOHAPYKEHHBIX apXMBHBIX JOKYMEHTOB OCYIIECTBISETCS LIEHTPAJIU30BaHHO Ha OyMa)KHOM HOCHUTElNe
WIA B aBTOMaTH3UPOBAHHOM PEXHME B COOTBETCTBUU C PEKBU3UTAMH KapTOYKH ydeTa HeOOHApYKEHHBIX
ApPXUBHBIX JOKYMEHTOB.

PesynbraTel mpoBepKH (PU3MUECKOTO COCTOSHUSI APXHUBHBIX JIOKYMEHTOB 3aHOCSTCS B KapTOTEKY
(xHUTY) ydeTa (U3HUECKOTO (TEXHUYECKOT0) COCTOSIHHS apXUBHBIX IOKYMEHTOB.

[TpoBepka HAIMYHS U COCTOSIHUSI QpXUBHBIX JJOKYMEHTOB CYMTAETCS 3aBEPIICHHON TIOCIIe BHECCHHUS
U3MEHEHH BO BCE YUETHBIC JOKYMEHTHI.

[Tocne mnpoBepkM HATUUUS M COCTOSHUS APXUBHBIX JOKYMEHTOB KOPOOKH C apXHMBHBIMH
JOKYMEHTaMH OTeYaThIBAIOTCSI.

Po3bick apXMBHBIX JOKYMEHTOB, He OOHApy>KEHHBIX B XOJI€ NPOBEPKU HAIUYHUS U COCTOSHHUS,
OpPraHU3yeTcsi C MOMEHTa BBISBICHHS HMX OTCYTCTBHS W TPOBOJUTCS B TEUEHHWE OJHOTO Toja Kak
HEMOCPEJCTBEHHO B apXHUBE, TaK U B IPYTUX OpraHu3alusx. PyKkoBoJCTBO apXxuBa BIIpaBe MPOUIUTH CPOK
pO3bICKa HA OCHOBAaHWW [OKJIQJHOM 3alMCKH PYKOBOAMTENS COOTBETCTBYIOMIETO CTPYKTYPHOTO
NOJpa3/IeJIeHUs apXUBa.

ApXUBHBIE JOKYMEHTbI, OOHapyXEHHbIE B XOJ€ PO3bICKA, MEPEHArOTCs XPAHUTENI0, KOTOPHIH
MOJKJIabIBaET UX Ha MecTo. B nucte nposepku B rpade "[Ipumeuanue" B kapToTeke HEOOHAPYKEHHBIX
apXUBHBIX JIOKyMEHTOB JIEJIaeTCsI OTMETKA 00 0OHAPY)KEHUH apXUBHBIX JIOKYMEHTOB, KOTOpas 3aBEpseTCs
MOJIHUCHIO 3aBEIYIOIIETO APXUBOXPAHWIHNILIEM (MYHUIIUTIAIBHBIM apXHUBOM).

ApXMBHBIE JOKYMEHTBI, TNPUYHHBI OTCYTCTBHS KOTOPBIX TOATBEPKACHBI JOKYMEHTAIIBHO,
CHUMAIOTCS C y4€Ta B YCTAHOBJICHHOM TOPSIKE.
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Ha apxuBHBIE JOKYMEHTHI, HE OOHapy)XeHHbIE B XOJ€ pO3BICKA, COCTABISETCI aKT O
HEOOHAPYKEHUH JOKYMEHTOB, IYTH PO3bICKa KOTOPBIX Hcuepmnansl (mpuiokenue N 2), © moapoOHas
CIpaBKa O IPOBEJAECHUM PO3bICKA, KOTOPHIE BMECTE C aKTOM IPOBEPKU HAIMUYUS U COCTOSIHUS apXUBHBIX
JOKYMEHTOB MPEACTABISAIOTCS B BBIIIECTOSIIMN YIOJHOMOUYEHHBI OpPraH HMCHOJHUTEIbHOM BIACTH B
cdepe apXMBHOTO Jena JUIsl MPUHATHS OKOHYATEIBHOTO PEHICHUS O CHATHM C y4yeTa TaKuX apXHUBHBIX
JIOKYMEHTOB.

Pemennie o CHITUM apXUBHBIX JJOKYMEHTOB € yueTa opopMIIIeTCss IPUKA30M PYKOBOIUTENS apX1Ba
Ha  OCHOBaHMM IIMCBMEHHOIO  pa3pellieHUus  COOTBETCTBYIOLIETO  YIOJHOMOYEHHOIO  OpraHa
UCIIOJTHUTEINIbHOM BJIaCTU B cpepe apXUBHOTO JIeTa.

Cusate ¢ ydera JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit ®exepanuu, OJHOBPEMEHHO
BXO/SIIIMX B coctaB MyseliHoro ¢onma Poccuiickoii denepaiiuu, OCYIIECTBISIETCS B COOTBETCTBUHU C
HacTtosmuMH [IpaBuiiaMu M TOPSAKOM, YCTaHOBJIGHHBIM CIIELUAIBHO YIIOJTHOMOYEHHBIM (heaepanbHbIM
OpraHOM UCHOJHUTENbHOM BracT 1 My3selinoro ¢onna Poccuiickoit @enepanuu.

CHsatTHe ¢ ydera JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit ®exepannu, OJHOBPEMEHHO
BXOJIIMX B COCTaB OWONMMOTEUHBIX (DOHAOB, OCYIIECTBISETCS B COOTBETCTBUM C HACTOALIUMU
[IpaBunamu M TOPSAKOM, YCTAaHOBIIEHHBIM CIICIHAIBHO YIMOJHOMOYEHHBIM (hefiepaibHbIM OpTraHOM
WCTIOJTHUTEIILHOM BJIACTH JIJIs OnOmmoTeuHbix (oHmoB Poccuiickoii demeparium.

B kaproreke HeOOHapy>KEHHBIX apPXUBHBIX JOKYMEHTOB JENAETCS OTMETKAa O CHATUU apXUBHBIX
JIOKYMEHTOB C yYerTa.

B cpoku, ycTaHOBJIEHHBIE PYKOBOJCTBOM apXHBa, CUCTEMAaTUYECKH IPOBOJAATCS IMOJHBIE WIH
BbIOOpDOYHbIE MPOBEPKM HAJIMYMUg U  COCTOSHHUS ApPXMBHBIX JOKYMEHTOB, BbIJABaBIIMXCSH U3
apXUBOXPAHWIHUII B TeUEHHUE rojia. Pe3ynbTaThl yKa3aHHOM MPOBEPKH 0HOPMIISIOTCS:

IpU MOATBEPKIACHUM HAJIUYUS /1€ - B BUJE JOKIAJAHON 3alUCKU paOOTHUKA, OTBETCTBEHHOI'O 3a
OpraHM3aLMI0 IPOBEPKU HAINYMS,

IpU OTCYTCTBUM KaKHUX-JIMOO aen 0e3 JTOKYMEHTHUPOBAHHOI'O OOOCHOBAHHUS - B YCTAaHOBJIEHHOM
HOpsJIKE.

[Tpu BbIsIBIEHUM HEOOOCHOBAHHOI'O OTCYTCTBUSI ApXHMBHBIX JIOKYMEHTOB OCYIIECTBIISETCS HX
ONepaTUBHBIM po3bICK. B ciayuyae 6e3pe3yabTaTHOCTH PO3bICKA OTCYTCTBYIOIIME ApXHMBHBIE JOKYMEHTBI
BKJIIOYAIOTCS B KAPTOTEKY HEOOHAPY)KEHHBIX TOKYMEHTOB JUIsl JAJIbHEHIIIEro uX po3bICKa.

HpOBepKa TEXHUYECKOIo 1 (l)I/I3I/lKO-XI/lMI/l‘leCKOF0 COCTOSIHUSA AapPXUBHBIX JOKYMECHTOB

BoisiBiieHne APXUBHBIX JOKYMEHTOB C MOBPC/KACHUIAMUA MATCPHUAJIBbHBIX HOCHTeJIeil 1 TEKCTOB

2.11.6.1. Ilpuem n pa3MmelieHHE B apXUBOXPAHWJIMINAX apXUBHBIX JOKYMEHTOB, MOCTYNHUBIIUX B
apxuB 0e3 MpeaBapuUTENbHON MPOBEPKU X (U3UYECKOTO COCTOSHUS, He Aomyckatorcs. [loctynuBiive B
apXUB apXMBHBIE JOKYMEHTHI JI0 Mepelayd B apXUBOXPAHUIIMINE Pa3MEIIaloT B MOMELIEHUH MpuemMa U
BPEMEHHOI'0 XpaHEHHs, OCBOOOXKIAIOT OT TPAHCHOPTHOM Taphl, PacKiIa/JbIBalOT Ha CTEJUIaXKaX MU CTOJaXx.
He nomyckaercs ckiiagupoBaHye NOCTYNHMBIINX apXUBHBIX JOKYMEHTOB B HEpa300paHHOM BHUJIE.

Ornenka GU3NYECKOr0 M TEXHUUYECKOTO COCTOSIHUS MOCTYMHUBIIUX apXUBHBIX JJOKYMEHTOB, a TaKKe
UX CTPaxOBbIX KOMWI MPOBOJUTCS HE MO3JHEEe 3 MECALlEB C MOMEHTAa MpUeMa apXUBHBIX JIOKYMEHTOB B
apXuB.

B pesynbTate OIEHKHM (PU3UYECKOTO COCTOSHHUS apXUBHBIX JOKYMEHTOB Ha OyMa)KHOH OCHOBE
BBISBIISIIOTCSL ApXUBHBIE JOKYMEHTBI: MOPaXCHHbIE OWOJOTMYECKUMH BPEIUTENSIMH; C IOBBIIIEHHON
BJIQKHOCTBIO; C MOBPEXAECHUSIMH OyMaru M TEKCTa; 3amblieHHble. Ipu 3ToM ynaneHuro mojyexar Bce
IIOCTOPOHHHUE, HaXOJIAIIMEcs B Jenax, Mankax, KOpoOKax MpeaMeThl: MeTaJUIMYecKHe, KapTOHHBIE,
OyMa’kHBIE U IpYTHE 3aKJIa/IKH, TIPOKJIAJKU, CKPEKH U T.II.

ITpu oleHKe TEXHUYECKOIO COCTOSHUS ayJUOBHU3YaJIbHBIX U 3JIEKTPOHHBIX JOKYMEHTOB, a TaKKe
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UX CTPaxOBBIX KOMHIA, YCTaHABIMBAETCS BO3MOXKHOCTh CUUTHIBAHHS HH(OpMAIMH C MaTepHATBLHOTO
HOCHUTEIIS, COOTBETCTBUE TEXHUYECKUX XAPAKTEPUCTUK ATHUX JOKYMEHTOB CBEIEHUSM, COIEpKALIUMCS B
CONPOBOXKAAIOIIUX AKTaX TEXHUYECKOro cocTosiHUSA. OIHOBPEMEHHO BBIABISAETCS BUJ OCHOBBI
KUHO(OTOJOKYMEHTA. ApPXUBHBIE JIOKYMEHTbl Ha HUTPOOCHOBE MOJJIEKAT HEMEJUIEHHOW NpOBEpKe Ha
CTaOMIIBHOCTb.

[Tpu oOHapyxeHuu Ne(EeKTOB COCTABISIETCS aKT MPOU3BOIBHOM (OPMBI, OTpaXKarOIUN XapaKTep
NeQeKToB M Mepbl MO0 HMX YCTpPaHEHHMIO. YCTpaHeHHE JAe(EeKTOB IPOBOAUTCS 3a CYET HCTOYHHUKA
KOMILUIEKTOBAHHSI.

[TocTynuBnive apXUBHbIE JOKYMEHTBI, IOPAKEHHbIE OMOJIOTMYECKMMHU BPEAUTEISIMUA (HACEKOMBIE,
aKTUBHAsl IJIECEHb), HANpABIAIOTCA HAa CAHUTAPHO-TUTHEHHUYECKYI0 00paboTKy (ae3mHpexums,
JIE3UHCEKIINSA).

[Ipu oOHapy)XeHUH YBIAKHEHHBIX AapXMBHBIX JOKYMEHTOB IPOBOJUTCS HX 00s3arenbHas
aKKJIMMaTu3alus 10 IOJHOIO BBICYIIMBAHUA. AKKIMMATH3aLMIO MPOBOAAT B IMOMEIIEHUM INpHEMa U
BPEMEHHOI'O XpaHEHUsi B TedeHue 7-14 cyTok (B 3aBUCUMOCTHM OT CTENEHH YBIQXKHEHUS) IpU
MHTEHCUBHOW BEHTWIALMU BO3JyXa M Pa3MEUICHUM €IUHMIl XPAHEHUs B pa3BEPHYTOM BHJE Ha CTOJAX,
CTeJlIaXax.

KagecTtBo Oymaru u TeKCTa MOCTYNHUBIIUX apXHBHBIX JOKYMEHTOB MPOBEPSETCS BHIOOPOYHO IS
o0111eli OLIEHKU X COCTOSTHHSL.

ObecnpUIMBaHNE TOCTYMUBIIMX apXUBHBIX JOKYMEHTOB IPOBOJAAT B CHEIMAIBHOM TOMEIICHHH C
IPUMEHEHHEM BBITSDKHBIX IIKAaOB U COOJMIOACHHWEM Mep CaHUTapuu M Turhensl. OOs3aTenbHOMY
00€CTIBIITMBAHUIO TIOIJIEKAT KOPOOKH, TTAITKK, 00JI0KKH, KOPEIIKH eIl

[TocTynuBiive ayJMOBU3yalibHbIE U AJIEKTPOHHBIE TOKYMEHTHI IIOJJIEXKAT:

OYHUCTKE OT MBUIN U IEPEMOTKE - ApXUBHBIC JJOKYMEHTHI HA MAarHUTHOM JICHTE,

OUYUCTKE OT 3arps3HeHUH - apXUBHbIE JOKYMEHThl Ha JHCKOBBIX HOCHTEISIX M apXHUBHBIC
(OTOAOKYMEHTBHI;

aKKJIMMaTH3alUH B 3aJIaHHBIX TEMIIEPATypHO-BIaXKHOCTHBIX YCIOBHSIX;

YIIaKOBBIBaHHUIO.

AKKIMMaTH3aIus ayJAHOBU3YaJIbHBIX W JJEKTPOHHBIX JTOKYMEHTOB Ha TUIGHOYHOW W IMCKOBOM
OCHOBax Iiepe] pa3MelleHHeM HUX B apXWBOXPAHWIMIIE IPOBOAUTCS B OTKPHITOH YINAKOBKE IpH
temriepatype 20+-3°C U OTHOCHUTEIBHOM BIAXHOCTH BO3nyxa 35+-15%; nns 1BETHBIX KWHHO- U
(OTOIOKYMEHTOB - MPH OTHOCHUTENIBHOW BIAXHOCTU 35+-15%. [IpoaomKuTenbHOCTh aKKIMMaTH3aLUuU
KAHOJIOKYMEHTOB W PYJIOHHBIX MHKPO(QWIBMOB HE JODKHA OBITh MeHbIme 10 CyTOK, apXWBHBIX
JIOKYMEHTOB Ha MAarHUTHOW JIEHT€ M JUCKOBBIX HOCHUTENISIX - HE MeHee 3 CYTOK, ()OTOJIOKYMEHTOB M
MUKpOQHUII - HE MeHee 24 JacoB.

2.11.6.2. TIpoBepka (hPU3HKO-XUMHUUECKOTO M TEXHUYECKOTO COCTOSHUS apXUBHBIX JOKYMEHTOB B
nporecce XpaHEHUs TPOBOIMTCS C IETbI0 BBIABICHHUS IOBPEXKACHHBIX AapPXWBHBIX JIOKYMEHTOB W
apXMBHBIX JOKYMEHTOB C IOTCHIIMAIHLHO OMACHBIM (U3WYECCKHM WM OHOJOTMYECKHM COCTOSTHHEM U
OCYILIECTBIISICTCS: 1IE€JIEBBIM MOPSIKOM; B X0Ji€ IPOBEPKU HAIWYMS U COCTOSHUS apXMBHBIX JOKYMEHTOB;
IPY TTOJITOTOBKE apXWBHBIX JOKYMEHTOB K BbIauye M3 apXMBOXPAHIIHUING, a TAKKE MPH BCEX JAPYTHX
paboTax, CBA3aHHBIX C HOSAMHUYHBIM (IIOJMCTHBIM) IPOCMOTPOM aPXUBHBIX JTOKYMEHTOB.

[leneBast mpoBepka (PU3MUECKOTO COCTOSHUS ApXUBHBIX JIOKYMEHTOB IPOBOAMTCS B MOPSIKE
OYEPEHOCTH C YYETOM IIEHHOCTH apXUBHBIX JOKYMEHTOB. LleneBoil mpoBepke (U3NYECKOro COCTOSHHUS
MOJJIeKAaT BCE apXMBHbBIE JIOKYMEHTBHI, MOCTpaJaBIIME B IKCTPEMaJbHBIX ychoBusx. [lo pesynbTaram
KOHTPOJISL JIeNIaeTcs 3aKI0YeHHe O HeOoOXOIMMOCTH TMPOBEIEHHs pECTaBpallid U KOHCEPBALUU U B
3aBUCHUMOCTH OT COCTOSIHUSI apXUBHBIX JOKYMEHTOB YCTaHABJIMBAIOTCSI CPOKM MPOBEICHUS ClEAYIOLIe
KOHTPOJILHOM NMPOBEPKHU.

[TpoBepka (GHU3NUECKOTO COCTOSHUS apXMBHBIX JOKYMEHTOB Ha OyMa)kKHOH OCHOBE B Ipolecce
XpaHEHHs IMPOBOJAUTCS C LEIbIO BBIABICHMS BIIAXKHBIX; MOPAKEHHBIX OMOJOIMUECKUMH BpPEAUTENSAMU
(mIecenb, HaCEKOMBbIE); ¢ 1eeKTaMu OyMaru U TeKCTa apXMBHBIX JOKYMEHTOB.

VYBIa)KHEHHbIE ApXUBHBIE TOKYMEHTBHI (J1e/1a, TPYMNIbI Ae) MNOAJIEeKaT HEMEJIEHHOMY BBIAEICHHIO,



BHEOYepenHO 00paboTke (cymika, axkkiauMmaru3amus). IIpp MaccoBOM YBIQXHEHHH apXWBHBIX
JIOKYMEHTOB MPUHUMAIOTCS. MEPHI 110 OCYIICHUIO apXMBOXPAHUIIUINA, HOPMAIHU3AIMH PEXKUMA XPaHEHUSI.

ApXUBHBIE JIOKYMEHTHI, MOpPAKEHHBbIE OMOJOTHUECKUMH BpEeIUTENSIMHU (IUIECEHb, HACEKOMBIE),
MOJIJIeKaT HEMEIJICHHON U30JISILIHH.

Hanmnune nedexToB Oymarn um TEKCTa yCTAaHABIMBACTCA BU3YaJIbHO IPH IMOJUCTHOM IMPOCMOTPE
nen. JlegexTsl kiaccuUUUpPYIOTCS HAa OCHOBE €IMHON OyKBEHHO-IM(POBOM HMHIEKCAIUU MO THUIIOBBIM
npu3zHakam JedekToB Oymarm (OykBeHHas WHAEKcanus) ©W Tekcta (umudpoBas WHACKCAIUsA) B
COOTBETCTBUH C METOJAUYECKIMHU Pa3pabOTKaMH.

[TpoBepka TEXHUUYECKOTO COCTOSHUS ayJJMOBH3YaJbHBIX U AJIEKTPOHHBIX JOKYMEHTOB B MpoOIlecce
XPaHEHUs OCYIIECTBISETCS C LEIbI0 ONPEACICHUS:

COCTOSTHUS MX YIIaKOBKHU;

HAJIMYMS CTAHJAPTHBIX PAKOP/IOB;

TEXHUYECKOTO COCTOSIHHSI UX TIOBEPXHOCTH U MEePPOPAIIMOHHBIX JOPOKEK U CKIIEEK;

HaJIN4Ms 3arPsI3HEHUNA U MEXaHUYECKUX TTOBPEKICHUN;

CTaOUITBHOCTU HUTPOOCHOBHI;

nrara nep@opanuyu KHHOTUICHOK U MarHUTHBIX JICHT IHPUHON 35 1 16 MMm;

(U3UKO-MEXaHUYECKUX  XapaKTEPUCTHUK (KOpOOJieHHE, OTCIauBaHUE SMYJIbCHOHHOTO WU
OCBITTAHKE PAabOYero CJI0s U JIp.);

HAIMYAA ~ Ae(PEKTOB  XUMHYECKOTO ¥ OHOJOTMYECKOTO  MPOUCXOXKICHHS  (TIOpaKeHHE
MUKpPOOPTraHM3MaMH{, HACEKOMBIMU U TPBI3YHAMH, CIHEAbl KPUCTAJUIM3AIMU COJeH U Pa3IOoKEeHUS
OCTaTOYHBIX POJYKTOB XUMUKO-(PoTOrpaduieckoit 0opadboTkm);

AMEKTPOAKYCTHUECKUX XapaKTEPUCTUK (DOHO- U BUIACOJOKYMEHTOB;

napaMeTpoB BUJCOJOKYMEHTOB B BHICOKAHAIIE;

KadyecTBa U300paxeHNs KUHO-, (OTO-, BUIEOIOKYMEHTOB;

YPOBHSI TTapaMETPOB, XapaKTEPU3YIOIINX JIEKTPOHHBIC JTOKYMEHTHI (HallpuMep, YUCiIo cOOEB MpH
CUMTHIBAHUU MH(OPMAIMU B €AUHUILY BPEMEHH);

HaJIM4uus "BUPYCOB' B 2JIEKTPOHHBIX JOKYMEHTAX;

HAJIMYMAS Pa3MAarHUYEHHBIX YyYacTKOB M MEXAaHWYECKHX TOBPEXKACHUH OTAEIBHBIX YJacTKOB
MAaIIMHHOTO HOCUTEJIS;

HAJIMYHS KOPPO3HU Ha MMOBEPXHOCTH METAJUNTMIECKUX TPAMOPUTHHAIIOB;

HaAJINYMS YKCYCHOT'O CUHPOMA TPUALIETAaTHON TICHKH.

[IpoBepka TEXHWYECKOTO COCTOSHUS APXHMBHBIX JOKYMEHTOB OCYIIECTBISIETCS IPH BHEUTHEM
OCMOTpE B OTPaKEHHOM CBETE.

[TpoBepKy dIIEKTPOAKYCTUYECKHX XapaKTEPUCTHK (POHOMOKYMEHTOB (YaCTOTHBIC HCKAKCHHUS,
ypoBeHb Konupaddexra, ypoBeHb (OHA U IIYMOB, HATMYUE TPECKA U IIETYKOB, IIyM May3bl) IPOBOJAT C
UCTIOJIH30BaHUEM CIEIIHATHLHOTO 000PYIOBAHHS.

[TpoBepKy TEXHHYECKUX IMapaMeTPOB BHUICOJOKYMEHTOB MPOBOISAT C IOMOIIBIO KOMIUIEKCA
KOHTPOJIbHO-U3MEPUTENHHON anmaparypsl.

[TpoBepKy TEXHHUYECKUX MapaMeTPOB JIIEKTPOHHBIX JOKYMEHTOB ITPOBOMAST C HCIIOJIB30BAaHHEM
CHelMaNbHOM amnmaparypbl M IPOrpaMMHOTIO oOOecledeHusi, MpeJHa3HaYeHHbIX s paldoThl C
COOTBETCTBYIOIIETO BHJIa APXUBHBIMH JJOKYMEHTAMH.

BrisiBiieHHE JOKYMEHTOB ApXUBHOIo (poHaa Poccuiickoit @enepanum, HaXOAAMMXCH B
HECYAOBJETBOPUTEJIHLHOM (l)PI3I/I‘leCKOM COCTOSIHUU, 1 HEUCIIPABUMO MMOBPECKACHHBIX AP XUBHBIX
JOKYMEHTOB

CHsTHE C YueTa HEUCIIPABUMO MMOBPEKACHHBIX APXUBHBIX TOKYMEHTOB



2.11.7.1. Haxopsmumucs B HEYAOBIECTBOPUTEILHOM (PU3HMUYECKOM COCTOSIHMM IPH3HAIOTCS
TOoKyMeHThl ApxuBHOro (Gonma Poccuiickoit @Penepaniuu C BBICOKOH CTENEHBIO pa3pyIICHHS
MaTepuaIbHBIX HOCUTEINICH, YIpoXKaroIel (U3nIecKoil eT0OCTHOCTH JOKYMEHTOB.

Pemenue o npuzHanuu gokymeHTa ApxuBHoro (onmga Poccuiickoit denepanun HaXOIAITMMCS B
HEYJIOBJICTBOPUTEIHLHOM (U3MUYECKOM COCTOSSHUM M €ro IOCTAaHOBKE HAa CHCHHAIBHBIA y4eT IS
OpraHu3aIy B CPOYHOM TOPSIJIKE CIIeHAIbHON 00paboTku (cm. 1. 2.11.9.1) mpuHUMaeT pyKOBOJIUTEIh
apxXyMBa Ha OCHOBAaHWHU OHKCIIEPTHOIO 3aKJIIOUEHHUS pecTaBpaTopa M PYKOBOAUTENS TMOJpa3AeieHus,
OTBETCTBEHHOTI'O 32 XpaHEHUE apXUBHBIX JOKYMEHTOB.

2.11.7.2. HeucnpaBuMO MOBPEXKIACHHBIMU aAPXUBHBIMH JIOKYMEHTAMHU MPU3HAIOTCA apXUBHbBIC
JOKYMEHTBI, (U3HUYECKOE COCTOSHHUE KOTOPBIX WCKIIOYaeT BO3MOXXHOCTH BOCCTAHOBJICHHS UX
MaTepuaibHBIX HOCUTENIEH U HCIIOIb30BAHUS COAepKAILEHCS B HUX JJOKYMEHTHOU HH(OpMaLUK.

Pemienne o mpu3HaHUM apXUBHOTO JOKYMEHTa HEUCIPABUMO IOBPEXKICHHBIM U CHSTUU €T0 C
yuyeTa NPUHUMAET COOTBETCTBYIOIIMN YIIOTHOMOYEHHBIM OpraH HUCHOJHUTENbHON BiacTu B cdepe
apXMBHOTO JI€JIa Ha OCHOBAaHMM TPEJICTABISEMBIX PYKOBOJCTBOM apXHBa SKCIEPTHOTO 3aKIIOUYEHUS
pecTaBpaTopa U pyKOBOJIUTENS MOAPA3/ICICHHs], OTBETCTBEHHOTO 32 XpPaHEHUE apXUBHBIX JOKYMEHTOB, U
aKTa 0 HEUCIPABUMBIX IMMOBPEXKACHUSAX TOKYMEHTOB (riprioxkenue N 1).

Ha ocHoBaHMM NHCHMEHHOTO  PEIICHUS  BBIIMICCTOAIIECTO  YIOJHOMOYEHHOrO  OpraHa
UCIIOTHUTENIbHOM BJlacTU B cepe apXMBHOIO Jiela M3JAeTCs MPUKa3 PYKOBOAUTENSI apXuBa O CHITHH
HEHCIIPAaBUMO MTOBPEXKICHHBIX apXUBHBIX JIOKYMEHTOB C y4eTa.

CHsTHE C ydyeTa U YHUUYTOKEHHE HEHCIPABUMO IMOBPEKICHHBIX YHUKAJIBbHBIX JOKYMEHTOB HE
JIOTTYCKaIOTCA.

Yuer (l)I/I3I/I‘leCKOI‘O U TEXHUIECCKOI'O COCTOAHHUSA APXUBHBIX TJOKYMECHTOB

2.11.8. Yyer (u3HuecKOro M TEXHUUYECKOI'O COCTOSIHMSI apXHMBHBIX JOKYMEHTOB Ha OyMakKHOM
OCHOBE OCYIIIECTBIISIETCS B!

nucte-3aBeputene (npunoxenue N 3);

JIMCTE U aKTe IPOBEPKU HAJIMYMS U COCTOSIHUSL apPXUBHBIX JOKYMEHTOB;

KapTOYKe yueTa apXUBHBIX JOKYMEHTOB C MTOBPEXKIECHUSIMH HOCUTEIS;

KapTOUKE yyeTa apXUBHBIX JIOKYMEHTOB C MOBPEXKICHUSIMHU TEKCTA;

KapToTeke (KHUTe) yueTa (U3MUECKOro COCTOSIHUS apXUBHBIX JOKYMEHTOB.

VY4yer pu3ndeckoro U TEXHUYECKOIO COCTOSHUS aylIHOBU3YAJIbHBIX JTOKYMEHTOB OCYILIECTBIISETCS

KAapTOYKe yueTa TEXHUYECKOTO COCTOSIHUSI KHHOJOKYMEHTA;

KapTOUKe yueTa TEXHUYECKOTO COCTOSTHUS (POTOJOKYMEHTA;

KapTOUYKe yyeTa TEXHUYECKOr0 COCTOSHUS (POHOJJOKYMEHTA;

KapTOYKE yuyeTa TEXHUYECKOTO COCTOSIHUSI BUACOJOKYMEHTA.

Jns  ydera poxkymeHTOB ApxuBHoro ¢onna Poccuiickoit ®eneparnuu, HaxOoAsSIUXCs B
HEYJIOBJIIETBOPUTEIHLHOM (PU3UYECKOM COCTOSIHUHM, BeAeTcs creuuanbHas KHUra. CoOTBETCTBYIOIIHE
OTMETKHU MPOCTABISAIOTCS TAaK)KE B IPYTUX JOKYMEHTax ydera (PU3MYECKOro M TeXHHYECKOI'O COCTOSIHHUS
ApXMBHBIX JOKYMEHTOB.

VYyer pu3nuecKoro U TEXHUUECKOTO COCTOSHHUS apXUBHBIX JOKYMEHTOB MOXET OCYLIECTBISATHCS
Ha OyMa)XKHOM HOCHUTENIE WM B aBTOMATHU3HPOBAHHOM pEXHME B COOTBETCTBUU C YCTAaHOBJIEHHBIMH
PEKBU3UTaMH KOHTPOJIbHO-YUYETHBIX JTOKYMEHTOB.

DuU3NKO-XUMHYECKAS] M TEXHUYeCKas 00padoTKa apXUBHbBIX JOKYMEHTOB

2.11.9.1. ®usuko-xuMHYecKasi ¥ TEXHUYECKass 00pabOTKa apXWBHBIX JIOKYMEHTOB MPOBOIUTCS C
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LENIbIO:

yCTpaHEHUs IPUYMH YCKOPEHHOTO CTAPEHUS U pa3pyLICHUs! apXUBHBIX JOKYMEHTOB;

BOCCTAHOBJIEHMSI UX CBOMCTB, TEXHUUYECKUX XapPAKTEPUCTHUK, JOITOBEYHOCTH;

BOCIPOM3BEICHUS TOKYMEHTHON MH(pOpMAIIUN HAa O0Jiee YCTOWYMBBIX HOCUTEIISIX.

OCHOBHBIMHU BH/IaMU 3TOW 00paOOTKH apXUBHBIX JOKYMEHTOB HAa OyMa)KHOW OCHOBE SIBJISIFOTCSL:

ne3uHpexus, Je3MHCEeKIUs, JepaTu3alus AapXUBOXPAHWIUIL KaK COBOKYIIHOCTb  MeEp
OunonpouIakTUKU, OMO3AIUTHl M YHUYTOXKEHHUS OMOJIOTMYECKUX BpEAUTENCH B apXUBOXPAHMWIMILAX U Ha
apXUBHBIX JJOKYMEHTAaX;

pectaBpaius  (pecTaBpallMOHHO-KOHCEpPBAllMOHHAs 00pa0OTKa) KaK KOMIUIEKC paboT U
TEXHOJOTMYECKHUX OIlEepaluil 10 BOCCTAHOBJIEHUIO CBONCTB M JOJTOBEYHOCTH OPUTMHAJIOB APXUBHBIX
JTIOKYMEHTOB;

BOCIIPOM3BEJICHHE APXUBHBIX JIOKYMEHTOB C IIEJIbI0 CO3/aHUSl CTpaxoBoro (oHma KOMHUA
VHHUKQJIbHBIX JOKYMEHTOB M 0CO0O IEHHBIX JOKYMEHTOB U (OHIAa MOJIb30BaHUS; (oTopecTaBpanus
apXUBHBIX JIOKYMEHTOB C YyracmiuM U CJIa0OKOHTPAacCTHBIM TEKCTOM; 3aME€Ha OpHUIMHAIOB C
HEJOJTOBEYHBIMU WM Pa3pylICHHbIMA HOCUTENSIMU KOMHUSAMHU JUISI COXPaHEHHUs JOKYMEHTHOM
UHOpPMALIUH | JP.;

NEPEIJIET APXUBHBIX IOKYMEHTOB;

o0ecnbplUTBaHUE apXUBHBIX TOKYMEHTOB;

00paboTKa apXWBHBIX JTOKYMEHTOB B PEKHUME aBAapUHHO-CIACATENBHBIX pabOT, B TOM YHCIE C
MPUMEHEHUEM CPEJICTB U CIOCOOOB CYIIKHU, Ne3UH(EKINH, Te3UHCEKIINH, 3aMOPAKUBAHUs, PECTaBpaluHy,
BOCIIPOM3BEICHHS, I€3aKTUBALIMH U APYTHX BUIOB IIETIEBOH 00pabOTKH.

AynuoBU3yanbHbIE W JJIEKTPOHHBIE JOKYMEHTBHl B 3aBUCUMOCTH OT (DU3MUECKOH MPHUPOIBI
HOCHUTENS TIOABEPraloTCs CIEAYIOIIMM PECTaBpAallMOHHBIM M  KOHCEPBAIIMOHHO-TTPOMUIAKTUISCKUM
pabortam:

apXUBHbIE JOKYMEHTbHI HA MAarHUTHOM JIEHTE:

OYHCTKE MMOBEPXHOCTH OT MBUIM U YACTHIL TPSA3U Ha CHEMATbHOM OYUCTUTEILHOM 000PY/A0BAHNUY;

3aMeHe MePEeCOXUINX 1 MOKOPOOJIEHHBIX CKIIEEK;

0pOpMIICHHUIO PYJTOHOB MAarHMTHOM JIEHTHI 3alIUTHOM MAarHUTHOW JIGHTOM C JBYX CTOPOH TIO
2-2.5 m;

MEPEMOTKE C LIEIbI0 CHATUS BHYTPEHHUX HANpsHKEHUH B PYJIOHAX MArHUTHBIX JIEHT, BOSHUKIIMX
u3-3a [IepernajoB TEeMIEepaTypbl M BIAKHOCTH IPU XPAaHEHHMM U TPAHCHOPTHPOBAHUU APXUBHBIX
JIOKYMEHTOB;

apXUBHbBIE JOKYMEHTHI Ha JUCKOBBIX HOCUTESX:

00eCIIBEUIMBAHUIO;

IPOTHPKE aHTUCTATHUKOM,;

KMHO(POTOJOKYMEHTBI, MUKPOPOPMBI U (POHOIpaMMBbI K KHHO(PHUIIEMaM:

00eCIIBUTMBAHMIO,

yaJIE€HUI0 BOCKOBBIX, JKUPOBBIX U UHBIX 3aTrPsI3HEHUN;

YKPEIJIEHUIO CKJIEEK U MPOCEUEK;

PEMOHTY nepdopanuu;

nepeiesike rpyobIX, KOpoOJEHHBIX 3aIUIaT U CKIICEK;

PEMOHTY NOBPEKIEHHBIX MOJIEH KaapoB.

['pamopurunansl HOHOIOKYMEHTOB HOJIBEPTaIOTCA INEKTPOXUMHUUYECKON OUHCTKE.

2.11.9.2. PaboTsl 10 (HUBHKO-XUMHUYECKOM M TEXHHUYECKOM 00paboTKe apXWUBHBIX JOKYMEHTOB
MOJIpa3/IeAI0TCs Ha IUIAHOBbIE U BHEIIJIAHOBBIE.

[TnanoBas 00pabOTKa AapXMBHBIX JOKYMEHTOB IPOBOAMUTCS IO pe3yiabTaTaM IPOBEPKH UX
COCTOSIHUSI B IIOpSAKE OUYEPENHOCTH, YCTAaHOBJIEHHOM B apXHMBE C YYETOM IPUHAJIEKHOCTH HX K
Pa3IUYHBIM IIEHHOCTHBIM TpyMaM, OCOOEHHOCTEeH (PU3MUECKOro COCTOSHUS apXUBHBIX JOKYMEHTOB
pa3IMYHBIX BUJOB M BO3MOXKHOCTEW apxuBa. [IpuopuTer oTmaercs yHHMKaTbHBIM JOKYMEHTaM U 0c000
HEHHBIM JJOKYMEHTaM.



K BHEMJIaHOBBIM OTHOCATCS pPAOOTHI, BBIMOJIHSAEMbIE B aBapUITHO-CIIACATENILHBIX CHUTYAIUsX,
CBSA3aHHBIX C JIOKAJbHBIM MJIM MAacCCOBBIM IOPKEHUEM apXHUBHBIX JOKYMEHTOB OTFHEM, BOJIO,
XUMUYECKUMH WM PAJIUOAKTHUBHBIMHU BellecTBaMu. CpouHble MeEpbl 10 BBIJCICHUIO, HW30JSLUH,
CaHUTapHON 00pabOTKEe apXMBHBIX AOKYMEHTOB M MECT MX XPaHEHMs MPEeANPUHUMAIOTCS TaKkKe MpU
MOPAKCHUH aPXUBHBIX JTOKYMEHTOB OMOJIOTMYECKUMU BPEIUTEIISIMH.

Homenknarypa, mnopsgoK NpOBEIACHHS M TEXHOJIOTHA paboT 1o (PUIUKO-XMMHUYECKOH U
TEXHUUYECKOH 00paboTKe apXHMBHBIX JIOKYMEHTOB OIPEACISIOTCS OTpAcieBbIMU HOPMATHUBHBIMU U
METOMYECKUMU JOKYMEHTaMHU.

O61mme TpedOBaHMs K BblIade ApXUBHBIX JOKYMEHTOB M3 apXHBOXPAHUJIUIIA

2.11.10. ApxuBHBIE JOOKYMEHTHI, UMeromue (OHI TOJIH30BAHUSA, M3 APXUBOXPAHWIWINA, Kak
IPaBUJIO, HE BBIJAIOTCA.

ApXUBHBIC JIOKYMEHTHI, HE MPOMICJIINE HAYYHOTO OIMHMCAHUS M TEXHUYECKOTO O(pOpMIICHUS, U3
apXMBOXPAHWIMUINA HE BBIJAIOTCA Ul HUCHOJIB30BAHUSA M IPOBEIEHHUs paboT MO CO3JaHHIO CTPaxOBOIO
¢doHma 1 POoH/A TTOTH30BAHMUS.

Boigaua w3 apxXuBOXpaHWIMINA IOJJMHHUKOB OCO0O LIEHHBIX JOKYMEHTOB, B TOM YHCIE
YHUKAJIbHBIX JIOKYMEHTOB, a Takke JOKyMeHTOB ApxuBHoro ¢onga Poccuiickoit ®enepanuu,
HAXOJSAUIMXCSI B HEYJOBJICTBOPUTEIBHOM (H3MUECKOM COCTOSHHH, OCYIIECTBIISIETCS B MCKIFOUUTEIBHBIX
cllyyasix ¢ MMCbMEHHOI'0 pa3pelieH sl pyKOBOJIUTENS apXUBa.

ApXMBHbIE JOKYMEHTBHI BBIJAIOTCS W3 apXMBOXPAHWIMILA TOCYIAapCTBEHHOI'O apXuBa, My3es,
6ubnuorexu, opranuzanuu Poccuiickoil akajeMun HayK ¢ MUCbMEHHOTO pa3peLIeHus:

3aBEYIOLIEr0 apXMBOXpaHWINIIEM (OTIAEIIOM O0ECledeHHUs] COXPAHHOCTH) - TOJb30BaTENsIM B
YUTaJIbHBIN (IPOCMOTPOBBIN) 3aJl apXuBa M pabOTHHKAM apXuBa Ui CIY)KEOHbIX Lieneid B pabouune
MOMEIIEHUS;

PYKOBOJIUTENS apxuBa MJIM e€ro 3amecturens -  (onaooOpas3oBaTensiM, CyAeOHBIM,
IIPABOOXPAHUTEIBHBIM U WHBIM YIOJHOMOYEHHBIM OpPraHaM BO BPEMEHHOE IOJb30BAaHUE IIPHU HAIWYUU
rapaHTUHHOrO MHCbMa OT HUX; OpraHU3alusAM - JUIsl DKCIOHMPOBAHUS NpPH HAJIWYUM JOrOBOpa O
IPOBE/IEHUH BBICTABKM M COOTBETCTBYIOIIETO MPUKa3a PyKOBOJUTENS apXuBa; pabOTHUKAM J1abopaTopuu
apxuBa, CIEIUAIN3UPOBAHHBIM OPraHU3aALMSIM - Ul IPOBEACHUS pabOT MO CO3/aHUI0 CTPAaxoBOro GoHaa
U  (QoHAAa TONB30BAaHMA M CHENMATBHOM OOpabOTKM apXMBHBIX JIOKYMEHTOB TpU  HAJIUMYUHU
COOTBETCTBYIOILIETO JOIOBOPA CO CIIENUATN3UPOBAHHON OpraHu3aluen.

Bbiaua  apXuBHBIX ~ JOKYMEHTOB  BBILICYHNOMSHYTBIM  KaTerOpHsM  IOJb30BaTesled U3
apXMBOXpAaHWINIIA MYHUILMIAJIBHOTO apXHWBa, My3es, OUOJIMOTEKHM OCYIIECTBISETCS C HMUCHBMEHHOTO
pa3pelIeHus 3aBeAyIOIIEero MyHUIUITAIBHBIM apXUBOM, My3eeM, OMOIHOTEKOM.

Bbiiauy apXMBHBIX JOKYMEHTOB M3 apXMBOXPAHWIMIIA U TMPUEM HX OOpaTHO, B TOM 4YHCIIE
MOJIUCTHYIO TMPOBEPKY HAIWYMsI U COCTOSHUS AapXMBHBIX JOKYMEHTOB IIepel BblJaued UX U3
apXMBOXPAHWIHUINA U MPH BO3BpaTe, MPOU3BOIUT PaOOTHUK apXUBOXpaHUIUIIA. [loMMCTHYIO TpOBEpKY
HaJIMYUSl U COCTOSIHHSA apXMBHBIX JOKYMEHTOB, BO3BPAILAEMbIX IOJIb30BAaTESIMH B YUTAJILHOM 3aje,
OCYILECTBIISICT paOOTHUK YUTAJIBHOT'O 3aJ1a.

OO0s3aTenbHON TOJMCTHOM TIPOBEpPKE HANWYMs W COCTOSHUS Tepel Bblgaueldl apXUBHBIX
JOKYMEHTOB M3 apXMBOXPaHWJINIIA U IIPU UX BO3BPATE MOJJIEKAT:

YHHUKaJIbHbBIE TOKYMEHTBI 1 0CO00 1IEHHbIE IOKYMEHTHI;

apXUBHBIE JOKYMEHTBI, UMEIOIIME B 0(OPMIICHUH WU PUIOKEHUU K HUM JpParolieHHble KaMHH U
MeETaJlIbL;

HECOPOIIIOPOBAHHBIE APXUBHBIE IOKYMEHTHI;

JIeN1a, paHee He BbIJABABILINECS U3 apXUBOXPAHUIIUINA U HE UMEIOILNE JINCTOB-3aBEPUTEIIEH;

Jiena, cojepraliue aBrorpadsl, rpadpuueckue T0KyMEHTBI, TIOYTOBBIE U TepOOBBIE 3HAKH, II€YATH,
OTKPBITKH, KOHBEPTHl C ajJpecamMH, MapKaMH, M Jpyrue apxuBHbIE JIOKYMEHTHI, MOTEHIHMAIBHO



IPEJICTaBIISIIOIINE HHTEPEC AJIs1 KOJUIEKIIMOHEPOB.

CoctaB pyrux e, NouIeXkaluX MOJIMCTHON IPOBEpKE, ONPEAEsieTcs pyKOBOJACTBOM apXHBa Ha
OCHOBE PELIEHUS 3KCIEPTHO-METOINYECKON KOMUCCHUU.

OTMeTKa 0 MPOBEAECHHON NOJMCTHONM IPOBEPKE CTAaBUTCS B JIMCTe-3aBepuTene (npuioxenue N 3).

Ha mecto BBIIaBaeMbIX U3 apXUMBOXpaHWIMIIA €AUHMI] XPaHEHUS M ONMCEH Jell, JTOKYMEHTOB
HOJKJIaIbIBAETCS KapTa-3aMeCTUTEIb.

ApXuBHBIE JOKYMEHTBI, BbIIaBa€Mbl€ M3 apXMBOXPAHWJIMILA, JOJDKHBI MMETh apXUBHBIN MMUOD,
IIPOHYMEPOBAHHbBIE JIMCTHI, JIUCT-3aBepUTENb (TpuiokeHue N 3) U JHMCT MCHOJIB30BaHUS JOKYMEHTOB
(mpunoxxenne N 4).

[TonroroBka apXMBHBIX JOKYMEHTOB K BbIJIa4€ U3 ApXUBOXPAHUIIUILA BKIIIOYAET:

BBIEMKY apXMBHBIX JOKYMEHTOB;

CBEPKY apXUBHOTO IIH(pa U 3aroJ0BKOB (AHHOTALMN) C ONMUCHIO (KHUTOM y4eTa U OMHCaHUs) JIeI,
JIOKYMEHTOB;

MOJINCTHYIO ITPOBEPKY apXUBHBIX JIE€J - B YCTAHOBJICHHBIX CITy4asX.

CBepka apxMBHOTO IM(pa apXUBHBIX JOKYMEHTOB C ONUCHIO (KHUIOM ydeTa M ONHUCAaHus) el U
JOKYMEHTOB MPE/IojaraeT MpoBEpKy MPAaBUIBHOCTH OGOPMIICHHUS OOJOXKH M THUTYIBHOTO JIUCTA JIeNa,
NEPBUYHOTO CPEJCTBA XPAHEHHs ayJUOBHM3YyaJbHOTO, JJEKTPOHHOIO JIOKYMEHTa, IPAaBHJIBHOCTH
COCTaBJICHUS 3arojoBKa M mudpa eAuHuUIbl XxpaHeHus. [Ipy Hanmnuuy OONbIINMX UCTIpaBiIeHUI 0010KKa U
TUTYJBHBINA JIMCT 3aMEHSIOTCS C COXPAHEHUEM MPH HEOOXOAUMOCTHU CTAPO OOJIOKKH.

[Tpu moAroToBKe K BblJaue U3 apXUBOXPAHWINIIA OT/IEJIBbHBIX aPXUBHBIX JOKYMEHTOB, U3bATHIX U3
JieJl, Ha 00OPOTHOM CTOPOHE KaXK/I0TO JINCTA BHE TEKCTa apXMBHOI'O JOKYMEHTa MPOCTABISAETCS LITaMII C
apXUBHBIM LIUPPOM.

CpOKI/l BbIJaY4 apXUBHBIX TOKYMEHTOB

2.11.10.1. ApXuBHBIE TOKYMEHTHI BBIJJAIOTCS U3 APXUBOXPAHMWIMILA HA CPOK:

JI0 OJJHOTO Mecsla - MOJb30BaTENIIM B YUTAJIBHBIA 3al U pabOTHUKAM apxuBa (KpoMe 0co0o
[IEHHBIX IOKYMEHTOB, BbIIaBA€MbIX Ha CPOK HE O0Jiee IBYX HE/EIb);

JI0 TpeX MecsIeB - (poHI000pazoBaTENsIM;

JI0 IIECTU MECSLEB - CYAEOHBIM, IPAaBOOXPAHUTEIBHBIM U UHBIM YIOJHOMOYEHHBIM OPIaHaM.

Bbitaua apXMBHBIX JJOKYMEHTOB M3 apXMBOXPaHWIMILA [T SKCIIOHUPOBAHMSI OCYILECTBIISAETCS Ha
CpPOK, ONpeeNIEHHBIN JOrOBOPOM O MPOBEIEHUHU BBICTABKH.

Cpok BbIJIaul apXHMBHBIX JTOKYMEHTOB Ul CO3JIaHMs CTpaxoBoro (oHia, (poHAa MOIb30BAHUS U
JUIsL cHelMalibHOM 00paboTKK oIpenesseTcsl IUlaHaMud padoThl apXMBa U JOTOBOpAaMHU Ha INPOBEACHUE
COOTBETCTBYIOLIMX Pa0OT CO CTOPOHHUMHU OpPraHU3alMSIMU.

[Ipo/uieHre CpOKOB BBIJAYM APXMBHBIX JOKYMEHTOB JOITYCKaeTCsl C pa3pelieHuss pyKOBOJCTBa
apXuBa.

OdopmieHue BbIIa4u ApXMBHBIX JOKYMEHTOB

2.11.10.2. Bplgaya apXMBHBIX JOKYMEHTOB W3 apXMWBOXPAHWIHILA PETUCTPUPYETCA B KHHUIAX
BBIJIaUM aPXUBHBIX JIOKYyMEHTOB, KONMHA (OH/Ia MOIB30BaHUS U3 XPAHWINIIA, KOTOPBIE BEyTCs pa3AeabHO
10 KaXJOMY apXHWBOXPaHWINILY Y BUAY BBIIAYH.

Bbiiaua apXMBHBIX JTOKYMEHTOB B UHMTAIBHBIA 3all oopmisieTcs 3aka3oMm (TpeboBaHueM) Ha
BblJIauy apXMBHBIX JOKYMEHTOB, KONUI ()OH/A M0JIb30BAHU, ONMCEN A€, TOKYMEHTOB U PETUCTPUPYETCS
B KHHI'C BBIIAYM apXHMBHBIX JTOKYMEHTOB, KONUH (hOH/IA MMOJIB30BAaHMS U3 XPAaHWINIIA B YUTAIBHBIN 341, B
KOTOPOH pacmuchIBaeTcs paOOTHUK YMTAIBHOTO 3aia. VICTIOJIHEHHBIN 3aKka3 (TpeOOoBaHME) MOJIb30BATEIS
HaIPAaBJIAETCS B YNTAIBHBIN 3aJ1 BMECTE C BBIIAHHBIMYM apXHWBHBIMHU JTOKYMEHTAMU U XPAHUTCS B JINYHOM
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JieJie OJIb30BaTEeIs.

Brijaua apXWBHBIX JOKYMEHTOB paOOTHUKY apXuBa Ul HMCIOJB30BAHHS B CIIY)KEOHBIX LEINISX
oopmisiercs 3akazoMm (TpeOoBaHKE) Ha BBIAAYy apXHMBHBIX JOKYMEHTOB, KOMHMU (DOHAA IMOJIB30BAHMS,
OIUCel J1eJI, TOKYMEHTOB, KOTODPBIH BU3HPYETCS PYKOBOJIHUTEIEM COOTBETCTBYIOIIEIO IMOpPA3JICICHUS.
3aka3 (TpeOOBaHMEM) pPETUCTPUPYETCS B KHUTE BBIJAYM APXUBHBIX JOKYMEHTOB, Komuil QoHaa
HOJIb30BAaHMS M3 XPAaHWIMIIA B paboyre MOMENICHHS, B KOTOpOW pabOTHUK, MOJYYMBIIMN apXUBHBIC
JOKYMEHTBI, PACIHCBIBACTCS 3a KXY CAMHUIYY XpaHeHus. 3aka3 (TpeOoBaHHE) HAXOAWUTCS B
ApXMBOXPAaHWIUIIE 10 HCTEYCHHUS CPOKA €r0 XpaHEHHUSI.

Brijaua apXMBHBIX JOKYMEHTOB B JIA0OPaTOPHIO apXuBa OQOPMIIIETCS 3aKa30M Ha IPOBEACHUE
COOTBETCTBYIOIIMX PabOT M PErHCTPUPYETCS B KHUIE BBIJAYM ApXMBHBIX JIOKYMEHTOB, Komuil (onma
HOJIB30BAHMS M3 XPAaHWIHIIA B JTaOOPAaTOPHIO, B KOTOPOH pacHHChIBaeTCs PabOTHHK J1abopaTopuu. 3akas
YUUTBIBACTCS B JIA0OPATOPUU M B COOTBETCTBYIOIIEM IOJAPA3ACICHUN apXHBa U CIYKUT KOHTPOJIbHBIM
JOKYMEHTOM 32 XOJIOM IIPOBEICHUS BCEX ATANOB PAOOTHI C apXUBHBIMHU JOKYMEHTAMHU.

Bbitaya apXMBHBIX JOKYMEHTOB BO BPEMEHHOE IOJIb30BaHHE O(GOPMIIAETCS aKTOM O BbLIaye
apXMBHBIX JIOKYMEHTOB BO BPEMEHHOE IOJIb30BaHHWE M PETUCTPHPYETCS B KHHUIE BBLIAYM APXHBHBIX
JIOKYMEHTOB, KONTUI (pOH/1a TOTH30BAHUS M3 XPAHWINIIA BO BPEMEHHOE IOJIb30BAHHE.

Brinaya pona nmojib30BaHus

2.11.10.3. Beigaua konuid apXMBHBIX JOKYMEHTOB U3 (DOH/A MOJIb30BAHUS O()OPMIISETCS 3aKa3oM
(TpeboBanmeM) Ha BbIIAYy apXUBHBIX JIOKYMEHTOB, KOMTUH (DOH/IA ITOJIB30BAHUS, OITUCEH JIeT, JOKYMCHTOB
U pEerucTpupyercss B kuure (KHMrax) BblIadu (pOHIA MOJB30BaHUS, BEAYIIMXCS LEHTPATU30BAHHO WIIU
pa3ieNbHO M0 KAXKJIOMY apXHUBOXPAHHUIIUIILY.

Bbinaya onucei aeJ1, J0KyMEHTOB

2.11.10.4. Onucu nen, AOKYMEHTOB BBIIAIOTCS HAa CPOK, HE MPEBBIMIAIONINN MATH AHEW. Beiaaua
OmHuCeN Jed, JOKYMEHTOB, HMEIOIIUXCS B OJHOM OHK3EMIUISIPE W XPAHSAIIMXCS IEHTPAIM30BaHHO,
JIOTTYCKAEeTCsl B UCKIIFOUUTENIBHBIX CIy4YasX C pa3pelleHHs] PyKOBOJIUTENSI apXUBa WM €ro 3aMECTUTENS Ha
CPOK, KaK MpPaBUJIO, HE MPEBBIMIAOIINI OAUH JIeHb, U 0()OPMIISIETCS 110 AaHAJIOTHH C BbIaued MOTUHHBIX
ApXMUBHBIX JOKYMEHTOB.

Boigaua onuceit nen, 1oOKyMeHTOB odopmiisieTcss 3akazoMm (TpeOoBaHMEM) Ha BbIAAuy apXUBHBIX
JIOKYMEHTOB, KOMHI (pOHIA TOTB30BaHUs, OMUCEH e, JOKYMEHTOB M PErHCTPUPYETCS B KHUTE BBIAAUU
ApXMBHBIX JIOKYMEHTOB, KOMWH (OHIA TOJIB30BAHUS M3 XPAaHWIHUINA, B KOTOPOH pacIUCHIBACTCS
MOJTYYUBIIUI OMUCH paOOTHUK apXHUBa WUIIH MOJTH30BATEb.

KOHTpO.J'Ib 34 COXPAHHOCTBHIO BHITAHHBIX APXUBHBIX TOKYMEHTOB. B03Bpame}me APXMBHBIX
AOKYMECHTOB B apXUBOXPaHUJIUIIIE

2.11.10.5. BeIBepka KHWI' BBIJIaYM apXMBHBIX JTOKYMEHTOB IIPOBOJMUTCS HE PEXE OJHOTO pasa B
KBapTal Wiu B noxyrogue. Ecnu B pesynbrare BBHIBEPKM KHHUI BBIIAYM YCTAHOBJIEH (PAKT HapyIICHUS
CPOKOB BO3BpAILEHUSI apXMBHBIX JOKYMEHTOB, BBIACHSIOTCS €r0 INMPUYMHBI M NPUHUMAIOTCS MEPHI K
BO3BpaTy apXMBHBIX JOKYMeHTOB. Eciu HeBO3BpallleHHE apXUBHBIX JOKYMEHTOB B CpPOK B
ApXMBOXPAHWIMINE  BbI3BAHO  HEOOXOAMMOCTBIO  MX  JaJbHEHIIEro  HCHOJb30BAaHUSA,  BbIJaua
nepeodopmisiercs. [Ipu 3amepikke BO3BpallEHUS apXMBHBIX JOKYMEHTOB 0€3 YBa)KUTEJIBHBIX NPUYUH
IPUHUMAIOTCSI MEPHI I UX HEMEJUIEHHOTO BO3BpaTa B apXHUBOXPAaHUIIMILIE.

B nensx KOHTpoIs 32 COXPaHHOCTBIO APXMBHBIX JOKYMEHTOB IMOAPA3/EICHUE, OTBETCTBEHHOE 3a
XpaHEHHE APXMBHBIX JOKYMEHTOB, IPOBOJUT IMPOBEPKH COXPAHHOCTH BBIAAHHBIX U3 apXMBOXPaHMIHUILA
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apXUBHBIX JIOKyMEHTOB. [IpoBepku mpoBOAATCSA B IUIAHOBOM IOPSAJKE WM 110 MEpPE HEOOXOAMMOCTH 10
COTJIACOBAHUIO C PYKOBOJICTBOM apXMBa.

IIpn BO3BpallcHUM APXUBHBIX JOKYMEHTOB B apXMBOXPaHWIMILE OCYLIECTBIAETCS IIOJUCTHAS
MpoBepKa MX (U3UYECKOTO COCTOSIHUS B YCTaHOBJIEHHOM mopsake (cm. 1. 2.11.10). B kuure BwImaum
apXUBHBIX JOKYMEHTOB JI€JaeTcsd OTMETKAa O BO3BPAIICHUM apXHUBHBIX JOKYMEHTOB B IPUCYTCTBHUU
BO3BpAaTUBIIMX WX paOOTHUKOB apxuBa uiu (ougoodpazoBatens. Eciau BbIsBICHBI MOBPEXKICHUS
BO3BpAIlla€MbIX AapXHUBHBIX JOKYMEHTOB, COCTaBJISIETCd aKT B IPOMU3BOJIbHON ¢dopMe, KOTOpHIii
HOJNKCHIBACTCS PAaOOTHUKOM apXUBOXPAHWIMINA M JIMIIOM, BO3BPAIAIOIIMM apXWUBHBIC OKYMEHTHI, U
IIPEICTABIISIETCS] HA pACCMOTPEHUE PYKOBOJCTBA apXHBa.

ApxuB 00s13aH YBEJOMUTH MOJB30BATENSI O TOM, YTO OH OTBEYACT 33 COXPAHHOCTbH IOJYUYEHHBIX
aApXUBHBIX JOKYMEHTOB U COOJIIOJICHHE MpaBUI paOdOThl ¢ HUMH B COOTBETCTBUHU C 3aKOHOIATEIHCTBOM
Poccuiickoit @enepanuu.

B cnydasix XuieHus: niv NOBPEKIECHUS APXUBHBIX JIOKYMEHTOB, B TOM YHMCJIE€ BHECEHUS B UX TEKCT
U3MEHEHUH (€CIM 3TO MOXKET ObITh KBAJU(UIMPOBAHO KaK MOBPEXKICHUE apXUBHOIO TOKYMEHTA), apXUB
oOpallaeTcsi ¢ COOTBETCTBYIOIIUM 3asBIICHUEM B OPT'aH BHYTPEHHUX JIeJ M0 MECTY PACIIONIOKEHHS apXHBa,
B TPEXTHEBHBIH CpPOK HWHPOPMHPYET CHEIHAIbHO  YHNOJHOMOYECHHBIH  (enepanbHbIi  OpraH
UCIIOJTHUTENIbHOM BJAacTH, YHNOJHOMOYEHHBIE OpraHbl MCIIOJIHUTENBHON BJIACTH CyOBEKTOB Poccuiickoii
@Denepalliy, OCYIIECTBIISIIONINE KOHTPOIb 3a COOJIIOJIGHHEM 3aKOHOAATENIhCTBA 00 apXWBHOM Jielie B
Poccuiickoit ®enepanuu, NPUHUMAET JPyrue€ MeEPbl K BO3MEHIEHUIO yIiiepda B COOTBETCTBHH C
3aKoHoJ1aTesbcTBOM Poccuiickoit deneparum.

TpaHClIOpTI/IPOBKa U NEPEMEIICHUEC APXUBHBIX TOKYMECHTOB

2.11.11. Ilpu TpaHCHIOPTUPOBKE apXMBHBIX JIOKYMEHTOB Ha JIOObIE PACCTOSHUS COOIIOAAIOTCS
MEpbl MO0 OXpaH€ U 3alUTe MX OT BO3ACHCTBUS BPEIHBIX (PAKTOPOB OKpYXKaIOLIEH Cpeasl MyTeM
NPUMEHEHHs CHELHaNbHBIX BHUJIOB YIAKOBOK, OOECIEUMBAIOLIMX 3aIIUTY ApXUBHBIX JOKYMEHTOB OT
OCaJIKOB, CBETa, MEXAaHNYECKUX IOBPEKICHUMN.

TpaHCOpTUPOBKAa apXMBHBIX JOKYMEHTOB IIPOM3BOJUTCA TP UX IUIOTHOM  YKJIAJKe,
UCKIIIOYAIOIIEH BO3MOXHOCTb II€PEMEIIEHUs AapXUBHBIX JTOKYMEHTOB BHYTPHU YIIAKOBKH, YAApOB H
Pa3IUYHBIX COTPACEHUHN, IPU 3TOM POTOPOHOAOKYMEHTHI YIIAKOBBIBAIOTCS B BEPTUKAIILHOM TOJIOKEHUU B
KOPOOKH >KECTKOW KOHCTPYKIIMM COOTBETCTBYIOLIETO pa3Mepa, OOEpHYThle BO BIArOHENPOHUIAEMYIO
TKaHb. [I[pyrue ayinoBu3yajbHbIE U 3JEKTPOHHBIE JOKYMEHTHI, Tpadudyeckue U KpynHopopMaTHbIE Jea U
JOKYMEHTBI IMEPEMEINAIOTC TOJBKO B YINAKOBKE, B KOTOPOM OHM XpaHATCS, WIA B CIELUAIbHO
IIPEIHA3HAYEHHBIX JUISl UX [IEPEMEIICHUS CPEICTBAX.

s nepemerienst apXUBHBIX TOKYMEHTOB BHYTPU apXHUBa UCIOJb3YIOTCS IIEPEABUKHBIE TEICKKU
U IPYTHE CPEICTBA TPAHCIOPTUPOBKH.

BHyTpUrOopoicKue nepeBO3KH apXHMBHBIX JOKYMEHTOB IIPOM3BOIATCS B 3aKPBITBIX aBTOMAIIMHAX
npu 0053aTETLHOM COMPOBOKACHUU paOOTHHUKA apXUBa.

TpaHcOpTHPOBKA APXUBHBIX JOKYMEHTOB Ha JAJIBHUE PACCTOSHUS IPOU3BOJANUTCS B YIIAKOBAHHOM
BHUJIC€ B KPBITOM TPAHCIIOPTHOM CPEACTBE B COOTBETCTBUU C IPaBUIIAMU IIEPEBO3KU LEHHBIX I'PY30B,
YCTaHOBJIEHHBIMH JUUISI COOTBETCTBYIOIIETO BU/IA TPAHCIIOPTA.

BoisiBj1eHHe YHUKAQAJIBbHBIX TOKYMEHTOB U 0€000 IEHHbIX JOKYMEHTOB

2.11.12. BrwigBieHME YHUKAJIBHBIX JOKYMEHTOB M OCO0O IIEHHBIX JTOKYMEHTOB IPOBOJMTCS B
IIJIaHOBOM Hopsun(e HaI/I60.H€e KBaJII/I(bI/H_[I/IPOBaHHBIMI/I criequaJancraMmM Ha OCHOBaHUU OTpaC.HeBI:IX
HaYYHO-METOJIMYECKUX pa3padOTOK U METOJMUECKUX MOCOOUH, MOATOTOBICHHBIX B apXMBE.

Onpenenenne B cocraBe ApxuBHoro (gonma Poccuiickoii denepanuy yHUKAIbHBIX JOKYMEHTOB
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OCYILIECTBIISIETCS. B COOTBETCTBUU ¢ Pernamentom I'ocyapcTBEHHOTO peecTpa YHUKAIBHBIX JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit denepanuu v BKIFOYAET B ceOs:

3all0JJHEHUE HA KaXK/IbIM BBISIBICHHBIM NOTEHUUAIbHO YHMKAJIbHBI JOKYMEHT JlMCTa y4yeTa U
ONMCAHUS YHUKAJIBHOIO JOKYMEHTA;

paccMOTPEHHUE SKCIIEPTHO-METOIUYECKOW KOoMHcCUeH (WIM JIpYrMM COBELIATEIbHBIM OPIraHoOM)
apXuBa IPEJICTaBICHHBIX MAaTEPUAJIOB;

IPEJICTaBICHUE NPEUIOKEHUM O BKIOYCHWHM BBIABICHHBIX IOTEHLHMAJIbHO  YHUKAJIBHBIX
JOKYMEHTOB B [ OoCynapcTBEHHBI peecTp YHUKaIbHBIX TOKYMEHTOB ApxuBHOro (onna Poccuiickoii
denepanuy B COOTBETCTBYIOIUI YIIOJTHOMOYEHHBIM OpraH UCIOJHUTEIBHON BIACTH B c(hepe apXHUBHOIO
Jena.

Onpenenenne B coctaBe ApxuBHOro ¢onma Poccutickoit deaepanuui 0cod60 IEHHBIX JOKYMEHTOB
OCYILECTBIISICTCS IKCIIepTHO-TIpoBepouHoit komuccueit (DIIK) dhenepanbHoro rocy1apcTBEHHOTO apXuBa,
OIIK ynonHOMOYEHHOro0 OpraHa HUCHOJHHUTENbHOH BiacTH cyObekTa Poccuiickoit @enepanuu B chepe
apXMBHOTO  JleNa,  3KCHEepTHOM  (OHIOBO-3aKyMOYHOW  KOMHMCCHEHW  TOCYJapCTBEHHOIO  WJIU
MYHUIUIAIBHOIO MYy3es, SKCIEePTHOH KOMHUCCHEH rocylapCTBEHHOM WJIM MYHMLMIIAIbHOM OMOIMOTEKH,
OIIK ApxuBa Poccuiickoil akageMuu HayK M 3aKpeIUlsieTcs YYETHBIMH JOKYMEHTaMH apxuBa B
YCTaHOBJICHHOM Mopsiake (cm. 1. 3.7.5).

OIIK ynonHOMOYEHHOro opraHa MCIHOJIHMTENbHOM BiacTu cyobekra Poccuiickoit depepanuu B
cepe apXMBHOIO Jiela BIpaBe JEJIErMpOBaTh IOJHOMOYMS IO OINPEAEIEHUI0 B cOCTaBe APXUBHOIO
¢donna Poccuiickoit @enepanun 0co00 EHHBIX JOKYMEHTOB 3KCIIEPTHO-METOIUYECKON (METOIMUECKOi)
KOMUCCHH FOCYAapCTBEHHOr0 apxuBa cyobekTa Poccuiickoil @enepanuu.

Co3nanue cTpaxoBoro gonga

2.11.13. CoBOKYIHOCTb CTPaxOBBIX KOIUI YHUKAJIBHBIX U 0CO00 IIEHHBIX IOKYMEHTOB APXHBHOIO
donna Poccuiickoit @enepanuu (nanee - ctpaxoBoil (oHI) co3qaeTCs B LENSIX COXPAaHEHUS JOKYMEHTHOM
UHPOpPMALUK Ha ciaydail yTpaTbl WJIH IMOBPEXKIEHUS OPUTHHAJIOB 3THX JOKyMeHTOB. CTpaxoBoil (oHx
ABJIIETCS HEIIPUKOCHOBEHHBIM U XPAHUTCS TEPPUTOPHAIBLHO 00OCOOIEHHO OT OPUTHMHAIOB YHUKAIbHBIX
JIOKYMEHTOB M 0CO00 IIEHHBIX IOKYMEHTOB B CIIELUAIbHBIX apXUBOXpaHWIUIIax (cM. 1. 2.11.13.3).

OdepeaHOCTh CTPaxOBOTO KOINHPOBAHUS OINpEAETsSeTcsl € Y4eTOM (U3NYECKOTO COCTOSHUS
YHUKAJIBHBIX JIOKYMEHTOB M 0CO0O0 LEHHBIX JOKYMEHTOB W WHTEHCHBHOCTH OOpAaIleHHs K HHM.
[lepBoouepeqHOMY KONMHMPOBAHUIO CPEIU HUX MOAJIekKAT Hanbojiee HHTEHCUBHO HCIOJb3yeMblE, C
HOBPEXJICHUAMHU MaTepUaIbHOIO HOCUTENS U JOKYMEHTHON MH(OPMAIIUH.

[TonroroBKa yHMKaJNbHBIX IOKYMEHTOB U 0CO00 IIEHHBIX JOKYMEHTOB K CTPAXOBOMY KOMHPOBAHUIO
OCYILIECTBIISIETCS. B COOTBETCTBUU C MOPSAKOM BBIIaYU ApXUBHBIX TOKYMEHTOB U3 apXUBOXPAHMUIUIL (CM.
n. 2.11.10).

CrpaxoBoe KONUpPOBAaHUE MPOBOAMUTCA C COONIOJCHHEM CHCTEMaTH3allud €JUHUI] XpaHEHHUS B
OINMCH J€Jl, TOKYMEHTOB, KOTOPasi KONMUPYETCs Nepes eAMHUIIaMH XpaHeHusl. CTpaxoBOMy KOIIMPOBAHHUIO
MOJIJIeKAT BCE BXOSIINE B €AMHUILY XpaHEHHS apXUBHbBIE TOKYMEHTBHI.

ITpu cTpaxoBOM KONMPOBaHUM [€Nla, KaK IpPaBUJIO, pacUIMBKE HE Mojiexar. PacmmBka aen
MPOU3BOJUTCS B UCKIIOYUTENBHBIX CIydyasX IO COTJACOBAHMUIO C PYKOBOJICTBOM apXHBa IpPHU IOJHOU
HEBO3MOXXHOCTH KOIIUPOBaTh MeperieTeHHoe Jjeno. Ilo okoHuaHuu paboThl Jeno TMeperieTaeTcs
nabopaTopue UM OpraHU3AIMEH - U3TOTOBUTEIEM CTPAXOBBIX KO 3aHOBO.

CrpaxoBoe KOMMPOBAHWE YHUKAJIBHBIX JIOKYMEHTOB M  0C000 IIGHHBIX JOKYMEHTOB
OCYIIIECTBIISIETCS. B COOTBETCTBUU C TEXHOJOTMYECKHMMH periiaMeHTaMu M JIPYTMMH JIeHCTBYIOIIMMHU
HOPMAaTHUBHO-TEXHUYECKUMHU JOKYMEHTaMH.

CrpaxoBoil KomuweW apXWBHOTO JIOKyMEHTa Ha OyMaXHOW OCHOBE SBISICTCS HEraTHBHas
Mukpodopma (MUKpOUIEM WM MHKpoduIIa) 1-ro MOKOJEHHUs, M3TOTOBJICHHAs Ha (GoTOrpapuvecKoit
raJloOTeHUI0CEPEOPSAHON TIICHKE COOTBETCTBYIOLIETO THIIA METOJOM ONTHYECKOTo (oTorpadupoBaHus


http://ivo.garant.ru/document?id=6049580&sub=200
http://ivo.garant.ru/document?id=12056418&sub=31000

JIOKYMEHTOB.

CtpaxoBOil KOIHMEW KHWHOJAOKYMEHTAa SBIIACTCS TIepBas COBMEIICHHAs KOIMHsS OpPUTHMHANA,
M3TOTOBJICHHAS HA IJIEHKE COOTBETCTBYIOIIETO TUIIA METOJOM KOHTAKTHOM MEYaTH.

CrtpaxoBoil komueidl (OTOMOKYMEHTa SIBIISIETCS TIEpBas KOIMUS OpPUTMHANIA, W3TOTOBJICHHAs Ha
(OTOIUIEHKE COOTBETCTBYIOIIETO THUITA METOIOM PENPOAYIIUPOBAHUS UITH KOHTAKTHOM MEYaTH.

CrpaxoBoil komueld (OHOJOKYMEHTA SBISICTCS IepBas KOIWS OpWUTHHANA, HW3TOTOBJICHHAS
COBPEMEHHOM CUCTEMOM 3aIHCH.

CrpaxoBoil Komued BHJICOJOKYMEHTa SBISETCS MepBas KOIMUS OpUTHMHAIa, M3rOTOBJICHHAs B
dbopmare opurnHaiia crmocoooM BUICO3BYKO3aITMCH HA MAarHUTHOM JICHTE.

C0311a}me, KOMIIJIEKT U COCTaB (l)OHIla MMoJIb30BaHUA

2.11.13.1. CoBOKYNHOCTb KOIMI apXMBHBIX JOKYMEHTOB, BBIIIOJIHEHHBIX Ha pa3JIM4HBIX
MaTepuaibHbIX HOCUTENSAX U MPEAHAa3HAUEHHBIX JUIsl HCIIOJIB30BaHUs C 1I€JIbI0 00€CIeYeHNs COXPaHHOCTH
OPUTHHAJIOB apXMBHBIX JIOKYMEHTOB (#anee - (OHJ IOJB30BaHMA) CO3/aeTCs, KaK MpPaBUIIO,
OJTHOBPEMEHHO C CO3JaHHEM CTpaxoBoro (hoHOA, a TaKXKe IeJIEBBIM TOPSIIKOM Ha Hamboiee
UCIIOJIb3YEMBIE APXMBHBIE JIOKYMEHTBI, B IIpOLECCE JApPyrux padoT (paccekpeurBaHHUE apPXMUBHbIX
JIOKYMEHTOB, OpraHHU3alusl UX UCIIOJIb30BaHUS).

@oH/ TOJIb30BaHMSI, W3TOTOBICHHBIM OJHOBPEMEHHO CO CTPaxOBBIM (DOHIOM, CO3JAaeTCs B
00513aTeJIbBHOM KOMILIEKTE, BKIIIOYAIOILEM:

JUIL apXUBHBIX JIOKyMEHTOB Ha OyMa)KHOW OCHOBE - OJHY MHKPOQOpMY 2-TO TIOKOJCHHUS Ha
raJloreHU10cepeOpsHO IJIeHKe (HeraTuBHAs WJIM MO3UTHUBHAs), H3FOTOBJIEHHYIO C HEraTUBHOU
MUKpPOQOPMBI 1-TO MOKONEHUs, U 0HY MUKpO(opMy 3-ro MOKOJEHUS, U3TOTOBICHHYIO ¢ MUKPO(GOPMBI
2-TO OKOJICHUS,

JUIst POTOIOKYMEHTOB - OJMH IMO3UTUBHBIN (POTOOTHEUATOK M OJUH 1yOIb-HETaTUB;

JUIsl KHHOJOKYMEHTOB - OJIHY TIO3UTHBHYIO COBMEIIEHHYIO KOIHIO, OUH IPOMEKYTOYHBIN MTO3UTHB
U300pakeHHs U OJMH KOHTPATUIl (POHOTPAMMBI (JUIsl 3BYKOBBIX KMHOAOKYMEHTOB). [lo3uTHBHAs Komus U
IIPOMEKYTOUHBIM MO3UTUB U300paKeHUs JOJKHBI BXOAUTh B KOMIUIEKT KHHOJIOKYMEHTA, IPUHUMAEMOI0
Ha T[IOCTOSIHHOE XpaHeHHue. JlomyckaeTcs MJONOJHUTENbHOE H3TOTOBIEHHE (OHIA TOJIb30BAaHUS
KMHOJOKYMEHTOB B BUJIe BuaeodoHorpamm B popmarax Betacam u VHS;

U1 (POHOTOKYMEHTOB - OJIHY KOITMIO HA MAarHUTHOM JIEHTE;

TSl BUJICOJIOKYMEHTOB - OJIHY Komnuto B ¢popmare VHS.

Bkitouenne B (hOHI MOJI30BaHMS KONHUI apXMBHBIX JOKYMEHTOB, B TOM YHCIIE Ha 3JEKTPOHHBIX
HOCHTEJSIX, CO3/JAHHBIX B MIPOLIECCE IPYrUX paboT, OCYIIECTBIISAETCS apXUBOM CAMOCTOSITEIBHO.

B ¢ona nmonb30BaHUs BKIIOYAIOTCS KOMMHU MOJHOCTHIO CKOMIMPOBAHHBIX eMHUIL XpaHeHus. Konuu
OTJIEbHBIX APXUBHBIX TOKYMEHTOB MOTYT OBITh BKIJIFOUEHBI B (DOH/I MOJIH30BaHMSI B COCTaBE TEMATUYECKUX
0/I00POK apXUBHBIX JTOKYMEHTOB.

IIpoBepka HAIM4YHSA M COCTOSAHUS, TEXHHYECKHH KOHTPOJb CTPaxoBoro ¢onaa u ponaa
M0JIb30BAHUA

2.11.13.2. Bce cTpaxoBble KONMUU JIOJKHBI COOTBETCTBOBATH OPUTMHANY KAaK IO COACPKAHUIO, TaK
Y TIO PSTY BHEIITHUX TPU3HAKOB.

H3rotoBuTeNh CTPaxOBBIX KOMH 00ECIEYMBACT COOTBETCTBHME BCEX BBIMYCKAEMBIX KOMHIA
TpeOOBaHUSIM JCHCTBYIONTUX HOPMATHBHO-TEXHUYECKUX JIOKYMEHTOB I10 CTPaXOBOMY KOITMPOBAHHUIO.

Bce crpaxoBele KONMWMM  TPOXOASAT  TEXHWYECKUUW  KOHTPOIb B  Jaboparopuu  WiH
OpTraHU3aIMN-U3TOTOBHUTENE, CBEICHUSI 00 MX KadecTBe (PUKCUPYIOTCS B aKTaX TEXHUYECKOTO COCTOSTHHS
Komuii cTpaxoBoro ¢onsa (mo popmamM B COOTBETCTBUHU C OTPACIEBEIMU HOPMATUBHBIMH JIOKYMEHTAMH ).



IIpy npueme CTpaxoBbIX KONMH IPOBEPSETCS IOJHOTA BBIIOJHEHUS 3aKa3a Ha KONMPOBAHUE,
KOJINYECTBO KOIUH, KOMIUIEKTHOCTb, IPAaBUJIBHOCTh W IIOJHOTA 3alOJHEHUS aKTOB TEXHUYECKOTO
COCTOSAHUS, BUSYAJIIbBHO-TCXHUYICCKOC COCTOAHUC KOITHH.

B nporecce xpaHeHus cTpaxoBble KOIUU MOAJIEKAT:

IMPOBCPKC HAJIWYUA U COCTOAHHA B LCIAX YCTAaHOBJICHHA (baKTI/I‘IeCKOI‘O HaJIM4YHAg CTPaxOBbIX
KOIMM, UX COOTBETCTBHSI JAHHBIM YUETHBIX JOKYMEHTOB;

TEXHUYECKOMY KOHTPOJIFO COCTOSSHUSL U CBOEBPEMEHHOMY IIPOBEJCHHMIO HEOOXOIUMBIX
KOHCEPBAIIMOHHO-TTPO(DUIAKTUICCKIX MEPOTIPHUSITHIA.

TexHuueckuil KOHTPOJb CTPaxoBOro (POHAA OCYHIECTBISIETCS OAMH pa3 B TPHU roja, IpU 3TOM
KOHTPOJTIO MOoIeXUT 20% cTpaxoBbIX KON MPOU3BOACTBA KAXKIO0I0 Ioja.

Pe3ynpTaThl TEXHUYECKOTO KOHTPOJS (UKCUPYIOTCS B JOKYMEHTaX O TEXHMYECKOM COCTOSIHUU
CTPaxXOBBIX KOIHUH, TJe JAIOTCS 3aKIIOUCHHS 0 HEOOXOIUMOCTH U CPOKaX MPOBEACHUS MPOPUIAKTHISCKUX
U pecTaBpallMOHHbBIX Pa0dOT, U YCTAHABIMBAIOTCS CPOKH CIIEIYIOLIET0 TEXHUYECKOTO KOHTPOJIS.

[TpoBepka HamMuusi U COCTOSHHS (OHJA TOJH30BAHUS OCYIIECTBICTCS C LEINBIO KOHTPOJS 3a
COXPaHHOCThIO KONMM M oOpraHu3anmuu paboThl 10 CBOEBPEMEHHOMY BOCCTAHOBIEHHIO (hOHIA
N10JIb30BaHHU.

O0beM W TEePHOJUYHOCTH PAOOTHI MO MPOBEPKE HAIMYUS M COCTOSIHHS (DOHAA TOJIB30BaHUS
OIpeieNIIeTCsl C y4eToM ero oOmiero o0bema, cocrtaBa, MHTEHCHUBHOCTH BbIJAauu KOMHMM M YacCTOTHI UX
BOCIIPOM3BEJICHNUS, & TAK)KE YCIIOBUM XpPaHEHUS.

IMepexaua crpaxoBoro GpoHxa HA cienMAJIbHOE XPAHEHHUE
(m. 2.11.13.3 He pacnpocTpaHsieTcs HA TOCYAAPCTBEHHbIE U MYHHIMNIAJbHbIE MYy3eH U OUOJIMOTEKH,
opranuszaunnu Poccuiickoil akajeMun HayK)

2.11.13.3. IllenTpanu3oBaHHOE XpaHEHHE CTpPaxoBoro (OHAA OCYIIECTBISET (eaepaabHbIi
rocyJapCTBEHHbIHN apxuB - LleHTp xpanenus crpaxosoro gonaa (LIXCD).

XpaHeHue cTpaxoBoro (oHaa rocynapcTBeHHoro apxmsa cyOwbekta Poccuiickoit denepanyu u
MYHHUIMIIAJBHOTO APXUBA MOYKET OCYLIECTBJIATH CIELUAIBHOE APXMBOXPAHWIMILE, PACIIOIOKEHHOE HA
TeppuTopuu cyobekta Poccuiickoit denepanun.

Pazpemiennie Ha mepenauy crpaxoBoro (onma B LUXC®D nmaer cnenuanbHO YIOTHOMOYEHHBIN
(benepanbHBI OpraH UCIOJHUTENBLHON BIAcTU B cepe apXUBHOIO Jiefla MO0 pe3yibTaTaM pacCMOTPEHUS
JOKJIaJHOW 3amucku  (efepaibHOro TOCYJAapCTBEHHOIO apXuBa WM  YIOJIHOMOYEHHOTO OpraHa
UCTIOJIHUTENbHOU BiacTH cyOobekra Poccuiickoit denepannn B cdepe apXUBHOIO Jieia O TOTOBHOCTH K
OTIPABKE CTPAXOBBIX KOIMIA.

Paspemenne Ha nepenady cTpaxoBoro (oHJa B CHEIHATIBHOE apXUBOXPAHUIIHUILE, PACTIOI0KEHHOE
Ha TeppuTopum cyobekta Poccuiickoit denepaunu, rocyrnapcTBeHHOMY apXxuBy cyObekTa Poccuiickoii
denepan ¥ MYHULUIIAJBHOMY apXHWBY JaeT YIOJHOMOYEHHBIM OpraH MCHOJHUTEIbHON BIACTH
cyobekta Poccuiickoit denepanmu B chepe apXxMBHOTO Jie1a HA OCHOBAaHMM JOKJIQJHOM 3aIIMCKH apXHBa O
TOTOBHOCTH K OTIIPaBKE CTPAXOBBIX KOIHUH.

[Tpuem-niepenava cTpaxoBoro GpoHIa OCYIIECTBIAETCS HA OCHOBAHUH MPUKa3a COOTBETCTBYIOIIETO
YIIOJTHOMOYEHHOTO OpraHa MCIIOJIHUTEIBHON BJIAacTH B cepe apXMBHOIO Jejla aKTOM YCTaHOBIJIEHHOM
(dopMBI, K KOTOPOMY MPHJIATAIOTCS:

onucu 0co0O0 IEHHBIX JeJ, JOKYMEHTOB WM KOMHMM OMHCEeH [el, JOKYMEHTOB, C KOTOPBIX
U3TOTOBJIEH CTPAXOBOH (POH, MK TTepeueHh HOMEPOB 0CO00 IIEHHBIX /1€, JOKYMEHTOB (HOMEPHHUK);

OIHCH NEPEIaBaEMOro CTPaxoBOro poH/a;

aKThl TEXHUYECKOTO COCTOSIHUS KOTHIA CTPaxoBOro (oH/a;

COIPOBOJUTEINILHBIE IOKYMEHTHI Ha TPAHCIIOPTHYIO Tapy.

CrpaxoBble KOMMU B HOPSJIKE PACHOJOXKEHUS MX B OMUCH CTPaxoBOro (pOHAA MOMEMIAITCS B
COOTBETCTBYIOIIYIO Tapy I TPAHCIOPTUPOBKH, HMEIOIIYI0 IOPSAJKOBYIO HyMEpALUI0 B Ipelenax
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OTIIPaBISIEMON MAPTUU, M HANpPABIAIOTCA B OIUIOMOMPOBAHHBIX KOHTEHHepax. B compoBoauTensHOM
JOKYMEHTE Ha TPAHCHOPTHYIO Tapy YKa3bIBaeTCs €€ KOJIMYECTBO M YHCIO CTPAaXxOBBIX KOMUH B HEH,
CTaBSITCS TOJMKCH JOJDKHOCTHBIX JIMII, OTBETCTBEHHBIX 3a Mepeavy.

AKXTBI TIpreMa-nepesaduu ¢ MPUIOKEHUSIMH MOMEIIAIOTCS B OTACNBHYIO YIIAKOBKY C IOMETKOM
"ConpoBOAUTENbHBIE JOKYMEHTHI'".

Omata pacxo/I0B 10 OTIPAaBKE CTPaxoBOTo (HhOHA IPOU3BOIAMUTCS OTIIPABUTEIIEM.

CrpaxoBaHue J0KYMeHTOB ApXuBHOro ponjaa Poccuiickoii ®enepanun

2.11.14. CrpaxoBanue nokyMeHTOB ApxuBHoro ¢gouaa Poccuiickoii dexepannn HampaBieHO Ha
o0ecreyeHne UX COXPAHHOCTH, BO3MEILEHHE YIIepOa B Cilydae KpaXkH, YTpaThl, IOBPEXJIEHUH U UHOIO
BO3MOXKHOTO yiepoa.

CrpaxoBaHUIO OIEKAT:

NoKyMeHThl ApxuBHoro (onna Poccuiickoii @eneparum, a TakKe MOAIEKAIINE BO3BPAILICHUIO UX
KOIIMHU, BBIBO3UMBIE 32 pyOexk Ul SKCIIOHUPOBAHMS Ha BHICTABKaX, PECTaBpaLlMM WK C IPYTUMU LESAMM;

YHUKAJIbHBIE JOKYMEHTBI, IIPEIOCTABIIIEMbIE JJI DKCIIOHUPOBAHUSI HA BBICTABKAX BHYTPU CTPaHBI.

B uckirounTenpHBIX Cilydasx IOJ 0053aTelnbCTBO B JOIOBOPE O BO3MELIEHUH OpPraHU3aTOpaMu
BBICTaBKU yIIepOa B cilydae yTpaThl WM MOPYM YHUKAJIbHbIE JOKYMEHTHI MOTYT 3KCIIOHMPOBAThCS 0e3
CTpaxoBaHHMs Ha opranu3yeMbix B Poccuiickoil denepanny BbICTaBKAX.

CrpaxoBass oOlleHKa JTOKyMEeHTOB ApxuBHoro ¢onga Poccuiickoit ®Denepanuu NpoBOAUTCS B
apXHUBE KOMUCCUOHHO.

Kareropusi neHHoctu 1okyMeHTOB ApxuBHoro (onna Poccuiickoit depepauuu u pasmep ux
CTPaxoBOM OLIEHKH YCTAHABIIMBAIOTCS Ha OCHOBE CHEIMAIbHBIX METOJUYECKUX Pa3pabOTOK.

Pe3ynbpTaThl CTpaxoBOM OLEHKH JIOKyMeHTOB ApxuBHOro ¢ounaa Poccuiickoit ®enepaunun
OQOpPMIISIFOTCSL  aKTOM CTPaxOBOM OLIEHKM apXWBHBIX JOKYMEHTOB, KOTOPBIM NPEICTaBISIETCS B
COOTBETCTBYIOILIUH YIIOJTHOMOYEHHBIH OpraH UCIIOJIHUTENILHON BIACTH B c(epe apXHUBHOIO JIea.

OdopmiieHue BpeMEHHOT0 BHIB03a JOKYMEHTOB ApXuBHOIro poraa Poccuiickoii Penepanuu 3a
pyoe:x

2.11.15. [Insa paccMOTpeHuss BOIIpOca O BO3MOXXHOCTHM BPEMEHHOIO BBIBO3a JIOKYMEHTOB
ApxuBHoro (onna Poccuiickoit denepanuu apXwB TPEACTABISICT B CHENUATBLHO YIOTHOMOYEHHBIN
(denepanbHBIN OpraH UCIOIHUTENBHOM BIACTH B chepe apXUBHOTO Jiera:

KOIHUIO JOrOBOpa O MPOBEACHUN BBICTABKH, PECTABPALIMOHHBIX WU APYTUX padoT;

nepevyeHb JOKyMEHTOB ApxuBHOro ¢(onna Poccuiickoit ®enepauuu yCTaHOBIEHHOW (HOPMBI,
IIpEHA3HAYEHHBIX K BpDEMEHHOMY BBIBO3Y;

KOIUA CTPAXOBOTO IOJKMCA, TApaHTHM NPUHUMAIOLIEH CTOPOHBI M TOCYJApPCTBEHHBIX OpPraHOB
CTpaHbl HAa3HAYECHHWS B OTHOLICHUU COXPAaHHOCTM M BO3Bpara BPEMEHHO BBIBO3MMBIX KYJIbTYPHBIX
IIEHHOCTEI;

NUCbMEHHOE TOATBEP)KICHHE YJOBJIETBOPUTEIBHOTO (DU3UYECKOTO COCTOSHHUS JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepannu, Mo3BoNSIIOIIETO UX TPAHCIIOPTUPOBATh U IEMOHCTPUPOBATH,
a TaK)Ke HaJIM4Msl UX CTPaXOBbIX KOIIHI;

pasperieHue yImoJHOMOUYEHHOTO OpraHa WCIOJHUTEIBHOW BiacTH CcyOwbekTa Poccuiickoit
Oenepanuu B cepe apXUBHOTO jena (TOJBKO JJISl TOCYIAapCTBEHHBIX apXUBOB CyObeKTOB Poccuiickoit
denepanun);

pa3peleHue opraia MECTHOIO CaMOYIIPaBJIEHUs (TOJIBKO 711 MyHUIIMIIAIIBHOTO apXH1Ba);

Jpyrue HeoOXOoMMbIe TOKYMEHTBI B COOTBETCTBUU C YCTAHOBJICHHBIM MOPSIKOM.

B cooTBeTCTBMM € YCTAaHOBJIEHHBIM IOPSAKOM TOCYJApCTBEHHOM AKCHEPTU3BI U KOHTPOJSA 32
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BBIBO30M M BBO30M KYJIBTYPHBIX IIEHHOCTEH /JIs TOJIYYSHUS! CBUIETEIHCTBA HA TPABO BHIBO3a KYJIbTYPHBIX
LeHHOCTeN ¢ Tepputopuu Poccuiickoit denepanni yKazaHHbIE JOKYMEHTBI BMECTE C 3aKJIHOUYECHHEM
CHEHATBHO YIOJTHOMOUYEHHOTO (hefiepaibHOTrO OpraHa UCIOJHUTEIBHOH BIACTH B cepe apXUBHOTO Jera
U JPYTMMH HEOOXOIUMBIMU JOKYMEHTaMHU [MPEJICTaBJSIOTCS B  CIEHUAIBHO  YIIOJIHOMOYEHHBIH
¢denepanbHBIl OpraH MCHOJIHUTENIBHOW BJIACTH B cepe TOCYAapCTBEHHOTO KOHTPOJS 3a BBIBO3OM M3
Poccuiickoii denepanyiu ¥ BBO30M Ha €€ TEPPUTOPHUIO KYJIbTYPHBIX IEHHOCTEH.

s mpojuieHrs B 0cOObIX Ciy4asX CpOKa BPEMEHHOI'O BbIBO3a JOKYMEHTOB ApXUBHOro (oHAa
Poccuiickoit ®@enepannu apxuB MPEACTABISET B CHEIMAIbHO YHNOJHOMOYECHHBIN (enepanbHblii opran
UCIIOJTHUTENIbHOM BacTU B chepe rocyIapCTBEHHOIO KOHTPOJIS 3a BbIBO30M U3 Poccuiickoit @enepanuu u
BBO30M Ha €€ TEPPUTOPHIO KYJIbTYPHBIX LIEHHOCTEH!

KOITUIO JOTOBOPA O MPOAJICHUH CPOKA BBICTABKH, PECTaBPALIMOHHBIX WM IPYTHX padoT;

KOIIMM CTPAXxOBOI'O IOJMCA, TApaHTUU INPUHUMAIOIIEH CTOPOHBI U TOCYAAPCTBEHHBIX OpPraHOB
CTpaHbl HA3HAUYEHHMS B OTHOUIEHUU COXPAHHOCTH U BO3BpaTa BPEMEHHO BBIBO3UMBIX KYJIbTYPHBIX
IIEHHOCTEI;

3aKJIIOUYEHHUE CIEIUAIBHO YIMOJIHOMOYEHHOTO (heepaabHOr0 OpraHa HCIOJHUTEIHHOW BIIACTH B
chepe apXUBHOTO JIeNa;

JIpyrue HeoOX0IMMbIe JOKYMEHTBI B COOTBETCTBUU C YCTAHOBJIEHHBIM MOPSIKOM.

O0ecneyeHne COXPAHHOCTH APXUBHBIX JOKYMEHTOB MPH YPe3BbIYANHBIX CUTYyaAUAX

2.11.16. K uype3BpluaiiHbIM CHUTYyallMsIM OTHOCSTCS OOCTOSITENIbCTBA, MPU KOTOPHIX HEBO3MOXHO
BBINOJIHEHHE apXHBOM B IOJIHOM 00BbEME BO3JIOKEHHBIX HA HETO 3a/1a4 B COOTBETCTBUM C TPEOOBaHUSIMU
HacTtossmmx [IpaBuin ¥ ApyrMX HOPMATHMBHBIX IIPABOBBIX AKTOB, CO3JACTCS YIpo3a JKU3HU U 3J0POBBIO
JIOJIEH, COXPAaHHOCTH apXUBHBIX IOKYMEHTOB apXHUBa.

K 4upe3BbIYaliHbIM CUTYalMsIM OTHOCATCS:

00BsIBIIEHUE CTENEHEN TOTOBHOCTH IPaX/1aHCKOW 00OPOHBI;

BBEJICHUE B JICHCTBHE TUIAHOB I'PaXX/IaHCKOW 0OOPOHBI;

00BsIBJICHHE B TOCYAAPCTBE (PErMOHE, TOPO/Ie) PeKUMa YPE3BBIYAHOTO TIOJI0KEHUS;

HoXKap, TEXHOT'eHHbIE KaTacTpo(bl M CTUXUHHBIE OECTBUS, MOBIUABIINE HA JKU3HEAEATEIbHOCTh
apXuBa;

VCYE3HOBEHHE WIN TI0pYa ApXUBHBIX JTOKYMEHTOB, XUIIEHNE WU [10pYa UMYIIECTBA B PE3YNIbTATE
IIPOHUKHOBEHUS B apXUB IOCTOPOHHUX JIIOAEH WM IPYTUX IPOTUBONPABHBIX AEHCTBHIA;

aBapuu CUCTEM XKU3HEOOECTIeUeHUs apX1Ba, a TAKXKE 3/1aHUS apXUBa;

CHSITHE OXpaHbl apXUBa;

Jpyrue oOCTOSATENBCTBA, BHIHYX/IAIOUINE PYKOBOJACTBO apXMBa MPHHATH pelleHne 00 M3MEHEHUH
pexuma paboThl apX1Ba WIHM IPUOCTAHOBIIEHUH €T0 JIeATEIbHOCTH.

C ydeTroM BO3MOYKHBIX YpE3BBIYAWHBIX CUTyallUd apXuB pa3palaThiBaeT U NpU HEOOXOIUMOCTHU
NEPUOANYECKH NTEPECMATPUBAET IUIAHBI KOHKPETHBIX MEPONPUATUN U JPYTHE€ HOPMATHUBHBIE JOKYMEHTHI O
paboTe B Upe3BbIYANHBIX CUTYALIUAX.

[Tnanel U Apyrue JOKYMEHTHI O MOOMJIM3AIMOHHON MOJATrOTOBKE, I'PaKJaHCKOH 000pOHE apXHBa
pa3pabaThIBalOTCS B yCTAHOBJIEHHOM IOPSIJIKE.

IInanel MepOIpUATHN apXuBa Ha Cllydad 4Ype3BblYAaMHBIX CHUTyallUd, HE OTHOCAILIMECS K
MOOWIM3allMOHHON  MOJATOTOBKE M  TpaXJaHCKOW  OOOpOHE, JIOMKHBI  COIJIAaCOBBIBATHCA  C
OpPraHU3allMOHHBIMU U PACIOPSAAUTEIbHBIMA JIOKYyMEHTaMU apXuBa, pPa3pabOTaHHBIMU 10 JIMHUHU
MOOMIIM3AITMOHHON IMOJATOTOBKH M TPAXKIaHCKOW 0OOPOHBI.

C conepkaHueM IUIAHOB MEPOIPHUATHI U APYrUX HOPMATUBHBIX JOKYMEHTOB, OINpPEAEISIOLINX
paboTy apxuBa MpHU Ype3BbIYANHBIX CUTYAIUX, JODKHBI OBITH 03HAKOMJICHBI pAOOTHUKH apXHUBa B YaCTH,
UX Kacarolleics, ¢ 00s3aTeIbHBIM BBIIIOJHEHUEM TPEOOBaHMM, YCTAHOBJIEHHBIX B OTHOIIEHUH JOCTYIA K
CBEICHMSIM, COCTABIISAIOIIUM I'OCYJaPCTBEHHYIO TalHY.



BreimonHenne B apXWBe MEpOINPHATHN, MPEAYCMOTPEHHBIX IUIaHAMH MOOWIM3alMOHHOM
HOJArOTOBKM M TIPaXKJAHCKOW OOOPOHBI, OCYIIECTBISETCA COIJIACHO 3TUM IUIAHaM B YCTAHOBJIECHHOM
HOpsIZIKE.

II1. Opranmn3anus ydera 10KyMeHTOB ApxuBHoOro ¢gouaa Poccuiickoii @exepauum u Apyrux
ApXMBHBIX /IOKYMEHTOB B apXHBe

3.1. Onpenenenne KOIUYECTBA U COCTaBa TOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepannn
U JIPYTUX apXHWBHBIX JOKYMEHTOB B apXMBE B YCTAHOBJICHHBIX €IMHUIAX ydeTa U OTPAXKECHHE ITOrO
KOJIMYECTBA U COCTaBa B YYETHBIX JAOKYMEHTaX 00ECIIEYMBAET OPraHU3ALMOHHYIO YIOPSAJIOYEHHOCTb U
BO3MO>KHOCTb aIpECHOTO IIOMCKA APXUBHBIX TOKYMEHTOB, KOHTPOJIA 32 UX HAJIUYUEM U COCTOSTHUEM.

ApXHB OCYHIECTBIISIET TOCYIaPCTBEHHBIN YUET apXUBHBIX JJOKYMEHTOB. COCTaB U NMOPSAIOK BEACHUS
JIOKYMEHTOB T'OCY/IapCTBEHHOI'0 yueTa apXUBHBIX JIOKyMEHTOB, B TOM 4ucie (OopMbl acnopra apxusa u
nacropTa MCTOYHMKA KOMIUIEKTOBAHMSI apXuBa, U IOPAJOK HUX MPEJCTABICHUS YCTaHABIMBAIOTCS
PernameHnToM rocyjapcTBEHHOTO yueTa JoKyMeHToB ApxuBHoro ¢onaa Poccuiickoit @enepanuu.

VYuery nopyexar:

XpaHsIIMecs] B apXUBE apXWBHBIC JOKYMEHTHI, B TOM YHCJIE HEONHMCAHHBIC M HEMPOQUIBHBIC IS
JTAHHOTO apXMBa, a TAK)KE CTPAXOBbIe KOIUHM APXUBHBIX JOKYMEHTOB M KOIUM (OHAA M0JIb30BAHUSI, OIMCU
JIe1 ¥ TOKYMEHTOB;

JNOKyMeHTbl ApxuBHoro ¢onga Poccuiickoit ®enepanuu, a Takke JOKYMEHTHl MO JIMYHOMY
COCTaBY, XpaHsIILMECS B UCTOYHUKAX KOMILJIEKTOBaHMSI apXUBa.

VYueT npou3BOAUTCS MyTeM MPUCBOCHUS apXMBHBIM JOKYMEHTaM (€IMHULIAM XpaHEHUs/eInHUIIaM
yueTa) YYETHBIX HOMEPOB, SIBISIFOIINXCS COCTaBHOM YacCThIO apXUBHBIX MIH(POB.

ApxuBHbli 1mmMpp (0O603HAUEHHWE, HAHOCHUMOE Ha KAXKAYK €AWHUIY XpaHEHHS C LENbIo
o0ecrnievyeHus ee yuyera U UJIeHTU(UKALMN) COCTOUT U3 CIEIYIOIIUX 3JE€MEHTOB: COKpPAIIEHHOTO Ha3BaHUs
apxuBa (ero oduuuanbHOM ab0peBHaTypbl) U HOMEpPOB: apXHWBHOTO (DOHJA, OMUCHU JieNl, JTOKYMEHTOB,
€AVHMILIBI XPaHEHHUs], EAVNHUIIBI YUETa.

B cocraB apxuBHOro mm¢pa €AMHUILBI XpaHEHHUS ayIUOBU3YaJIbHBIX JIOKYMEHTOB BKJIIOYAIOTCS
Takxke o0o3HaueHus (OykBeHHbIE U IIM(POBBIE) PJIEMEHTA KOMIUIEKTa, pa3Mepa HeratuBa, BUJa HOCUTEIS
3BYKOBOM MH(OpMAaIMM; €AWHMIIBI XPaHEHUs 3JEKTPOHHBIX JTOKYMEHTOB - (opMara 3amucH U BHJIA
HOCUTENs HH(POpMAIUH.

3.1.1. Hoxymentsl ApxuBHoro ¢onma Poccuiickoit ®enepanuu, OJHOBPEMEHHO BXOISIINE B
coctaB My3seitHoro ¢onna Poccuiickoit denepanyu, y4UTBIBAIOTCS B COOTBETCTBUU C MOPSAKOM,
YCTaHOBJIEHHBIM HacTOSIIKUMHU [IpaBunamMu v mopsiAKOM, YCTAaHOBJIEHHBIM CHEIHATIBHO YIIOJTHOMOYEHHBIM
(benepaabHBIM OpraHOM HCIIOJIHUTENbHON BinacTH uid My3zelinoro ¢onna Poccuiickoit @eneparui.

Joxymentsl ApxuBHoro (onaa Poccuiickoit denepanuu, 0JHOBPEMEHHO BXOJSIIME B COCTaB
OuOIMOTEYHBIX (POHAOB, YUMTHIBAIOTCS B COOTBETCTBMM C HacTosmuMu I[lpaBunmamMu u mopsiakom,
YCTQHOBJICHHBIM CIIEHUAIBHO YMOJTHOMOYEHHBIM (pe/iepaibHbIM OpPraHOM HCIOJHUTENBHON BIACTH JUIS
oubmmoTeuynsix ¢hoHaoB Poccuiickoit deneparun.

3.2. VYder apxuBHBIX JOKYMEHTOB B TOCYJapCTBEHHOM apXuB€, TOCYAapCTBEHHOM U
MYHUIIMIIAJIBHOM My3ee, Oubnuoreke, opraHuzauuu Poccuiickoil akageMuu HayK OCYIIECTBIISIETCS
CIeLMaTbHBIM MOJIpa3/IeJIeHUEM UM BO3JIaraeTcs Ha CIIEUAIbHO BbIIEIEHHOTO PA0OOTHHUKA.

B apxuBoxpaHunuIie rocyaapCTBEHHOTO apxuBa, OpraHu3anuu Poccuilckoill akageMuu Hayk
Ha3HayaeTcs pabOTHUK, OTBETCTBEHHBIN 32 YUET apXMBHBIX JOKYMEHTOB apXHWBOXPAHWIMIIIA.

Yyer apxXuBHBIX JOKYMEHTOB, XpaHSAIIMXCA B HCTOYHHMKAX KOMIUIEKTOBaHMSI apXuUBa,
OCYIIIECTBIISIETCS CIIELMAIBHBIM [TOIPA3ACIEHUEM apX1Ba WM BO3JIAracTCsl Ha CHELMAIBHO BBIAECIEHHOTO
paboOTHHKA, OTBETCTBEHHOTO 32 OPTaHU3AIMIO KOMIUIEKTOBAHHSI apXUBa APXUBHBIMU JIOKYMEHTAMH.

Y4eT apXuBHBIX JOKYMEHTOB B MyHHIIMIIAJILHOM APXHUBE U apXHUBHBIX JTOKYMEHTOB, XPaHALINXCA B
€ro HCTOYHHMKAX KOMIUIEKTOBAHHS, OCYIIECTBIISIOT 3aBEAYIOIIMNA MYHHUIMIIATBHBIM apXUBOM H/HIH
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CHELHATbHO BBIACICHHBIH PaOOTHUK.

3anucy B yUeTHbIE JOKYMEHTBI BHOCATCS TOJBKO paOOTHUKAMHU, OTBETCTBEHHBIMU 32 Y4eT.

3.2.1. B apxuBe pa3pabaTbIBatoTCs MOPAJIOK U CXEMA YUETa APXUBHBIX JOKYMEHTOB.

[Topsimok ydera apXUBHBIX JOKYMEHTOB OINPENENSIET COCTaB YUETHBIX JTOKYMEHTOB U YYETHBIX 0a3
JAHHBIX, BEIYIIUXCS [EHTPATU30BAHHO U B KaXKIOM apXHWBOXPAHWINIIE; 3aKPEIUIAET MOCIEI0BATEIbHOCTh
BBINOJIHEHHS paboT 1o ydery. CxeMa yueTa apXHMBHBIX JIOKYMEHTOB B Ipaduueckoil popme duxcupyer
HOPS/IOK y4erTa.

[Topsimok W cxemMa y4yera apxXUBHBIX JIOKYMEHTOB B apXHMBE YTBEPKIAIOTCA IPHKA30M
PYKOBOJMTENS (3aBEAYIONIETO) apXuBa(oM).

3.2.2. Y4eTHble TOKYMEHTBHI, KPOME OIUCEH 1€, JOKYMEHTOB, IpeJHa3HAuCHBI ISl CIIY)KeOHOTO
II0JIb30BAHUS M MOJIb30BATENSIM HE BBIIAIOTCS. B OTIENBHBIX clydasx M0 pelIeHHI0 PYKOBOJCTBA apXUBa
MO>KET OBITh BBIJAHO JeJI0 POHIA.

3.2.3. XpaHeHHE YUYETHBIX JOKYMEHTOB OCYIIECTBISETCS B YCTAHOBJICHHOM HOpsaKe (CM.
m. 2.11.4.1.3)).

EnumHuubl yyeTa apXuBHBIX JOKYMEHTOB

3.3. OCHOBHBIMM €IMHHUIIAMU Y4eTa apXUBHBIX JOKYMEHTOB HE3aBHCHUMO OT BHJIa HOCHTEI,
croco0a ¥ TeXHUKH 3aKPETICHNsT HHPOPMALIUH SIBIISTIOTCS apXUBHBINA (DOHIT ¥ €IMHUALIA XPAHEHHUSL.

AynuoBH3yallbHbIE U 3JIEKTPOHHbIE JOKYMEHTbI YUUTBIBAIOTCS TAKXKE 0 €AMHUIIAM y4eTa.

ApXMBHbBIE JOKYMEHTBI JUYHOTO MPOUCXOXKIEHUS, MPOIIEIIINE TOJBKO MEPBUYHYIO 00paboTKYy,
YUUTBIBAIOTCS 110 IOKYMEHTaM WJIM JIUCTaM.

HeynopsinouenHnsle apXuBHbIE JOKYMEHTHI (POCCHINb) YUMUTHIBAlOTCA M3 pacuera 150 smcroB B
OJIHOM YCIIOBHOM €MHUILIE XPAHECHHUS.

3.3.1. B nensx Hacrosmux [IpaBun ucnoab3yroTCs CaeaAYOUIUe TOHATHUS:

€IMHUILIA XpaHEHUS - PU3HUECKH 000CO0IeHHbIE apXUBHBIM JOKYMEHT WJIN apXUBHbIE JOKYMEHTHI;

€IMHUIIA XPAHEHUS apXUBHBIX JOKYMEHTOB Ha OYMaXHOM OCHOBE - J€J0 - OTJENbHBIH(e)
apXUBHBII(€) TOKYyMEHT(bI), 3aKJIFOUEHHBIH(€) B 000CO0IEHHYIO0 00JI0KKY, NAIKY;

€IMHUIA XPAaHEHUs KUHOJOKYMEHTOB - (U3MuecKd O0OOCOOJIECHHBIH PYJIOH KHUHOIUIEHKH MWIIH
MarHUTHOM JIEHTHI C 3aIIUChI0 U300pa3UTENbHON W/WIIK 3BYKOBOI HHQOpMaIINH;

eMHMIIA XpaHEeHUs (POTOJOKYMEHTOB - pU3NYECKH 000COONIECHHBIN Kaap (HeraTus, AyOJib-HETaTHB,
MO3UTHUB, CJai (IMAanoO3UTHB), HECKOJBKO KaJpOB IAHOPAMHON CBEMKH, (POTOOTIEUYATOK, PYJIOH
nraduiabma, GoToansooM;

eMHUIIA XpaHEHUsT (POHOJOKYMEHTOB - (U3NUECKH O000COOJICHHbIE PYJIOH KHHOTUICHKH,
MarHUTHOM MM OyMa)kKHOM JIEHTHI, KacceTa, BOCKOBOM BaJIMK, TUCK C 3alMChIO 3BYKOBOM MH(pOpMAaIINH;

eMHMIIA XPAaHEHHUS BHJICOJOKYMEHTOB - (PU3MYECKH 00O0COOJIEHHBIE PYJIOH MAarHUTHOW JIEHTHI,
KacceTa, TUCK C 3allMChI0 N300pa3uTENbHON U 3BYKOBOI MH(OpMaINH;

€IMHUIA XPAaHEHUS HJIEKTPOHHBIX JOKYMEHTOB - (PM3MUECKH 000COOJIEHHBI HOCUTENb C 3aHChIO
YacTH AJEKTPOHHOTO TOKYMEHTA, OHOTO MJIM HECKOJIBKUX 3JEKTPOHHBIX TOKYMEHTOB;

€IMHUIA y4eTa KUHOJOKYMEHTOB - 4acThb €JAMHHUIBl XPAaHEHHs, OJHA WM HECKOJBKO eIMHHIL
XPaHEHUs C 3aIUCHIO ONpeeNIEeHHOTo (puibMa, )XypHaia, CIIeIBbIITYCKa, CIOXKETa U T.I1.;

eIMHuIa y4yera (OTOJOKYMEHTOB - OJHAa MM HECKOJIBKO €IWHUIl XPAHEHUS C 3alHChio
OTIpeIeTICHHOTO AHapUIbMa;

eIMHUIa ydeTa (POHOJOKYMEHTOB - YacTh €IMHUIIBI XPAHEHUS, OJHA WM HECKOJIbKO €IMHHIL
XpaHEHUs C 3alKChio 3ByKOBOW MH(pOpMaIuu 00 ONpeeIeHHOM COOBITUH, TPOU3BEACHUN JIUTEPATYPhI U
UCKYCCTBa (HECKOJIbKMX TPOM3BENEHUM JUTEpaTypbl M HCKYCCTBAa, OOBEIMHEHHBIX IO aBTOPCKOMY,
TEMAaTUYECKOMY WIJIM APYTUM MPU3HAKaM) U T.I1.;

€IMHHUIA y4yeTa BUAEOJOKYMEHTOB - YaCTh €IVHMLBI XPaHEHUs, OJHA WIM HECKOJIBKO €IMHMHIL
XPaHEHUsl C 3aIUCBIO0 OIPENEICHHOIO CHOXKETa, NMPOU3BEACHMSI JIMTEPATypbl U HCKYCCTBAa (HECKOJIBKUX



MPOU3BEICHUI JTUTEPATyphl U UCKYCCTBA, OOBEIMHEHHBIX 10 aBTOPCKOMY, TEMATHYECKOMY HIIU JIPYTHM
MPU3HAKaM) | T.I1.;

eAMHMIIA y4YeTa IJICKTPOHHBIX JOKYMEHTOB - YacTh CJIMHUIIBI XPAaHEHUsS, OJHA WM HECKOJIBKO
€IMHUI] XPAaHCHUS C 3alMChI0 YaCTH AJIEKTPOHHOT'O JTOKYMEHTA, OJHOTO MIIM HECKOJIBKHX 3JEKTPOHHBIX
JTIOKYMEHTOB.

Cucrema YUYE€THBIX JOKYMECHTOB apxXxuBa

3.4. B apxuBe BeayTcsi OCHOBHBIE (00si3aTelbHBbIC) U BCHOMOrAaTeIbHBIE y4YETHBIE JTOKYMEHTHI.
CoctaB 1 (OpMBI OCHOBHBIX YUETHBIX JOKYMEHTOB (KpOME MMacmopTa apXUBOXPAHWIWINA) ONpPEACTICHBI
Hactosaummu [IpaBunamu. CoctaB ¥ (popMBbl BCIIOMOTaTeIbHBIX YYETHBIX JOKYMEHTOB OMNPEIENISIIOTCS
apXUBOM CaMOCTOSTEIIBHO.

3.4.1. B cocTaB 0CHOBHBIX (00513aT€IbHBIX ) YUETHBIX JOKYMEHTOB apXHUBa BXOJAT:

KHHUra y4eTa MOCTYIUIEHUM TOKYMEHTOB (mpuioxkeHue N 5) - g ydyera KaKIoro MOCTYIUICHUS
ApPXUBHBIX JTOKYMEHTOB B apXUB, a TaKXKe KOJIWYECTBA U COCTaBa apXMBHBIX JOKYMEHTOB, IMOCTYMHUBIIUX
Ha XpaHEHHE 3a ONPEEICHHbII XPOHOJIOTHYECKUI NIEPUOJT BPDEMEHH; COCTOSIHUS UX OIMCAHMS;

cnucok (oumoB (mpuiokenue N 6) - ISl PEerucTpaldd TPUHATHIX Ha XpaHEHHWE apXUBHBIX
¢$OHI0B, IPUCBOCHUSI UM HOMEPOB, yueTa KOJIWYECTBA apXUBHBIX (DOHAOB, HAXOASIIMUXCS HAa XpPAaHEHUH U
BBIOBIBIINX

muct (oHAa - AN ydeTa B paMKax apXuBHOro (oHJa KOJIMYEeCTBa M COCTaBa OIMHCEH e,
JIOKYMEHTOB M MX HyMepalluHu, KOJIMYECTBA U COCTaBa apXUBHBIX JOKYMEHTOB, COCTOSIHUS UX OINHCAHUS,
TUHAMHUKA U3MEHEHUH MO0 KaXKIOW OMHCH JIe, JTOKYMEHTOB M apXMBHOMY (OHIY B LIeJIoM, (hUKcaiuu
M3MEHEHUH B HA3BaHUU apXUBHOTO (POH[A;

JUCT y4yeTa ayJWOBU3YAIBbHBIX JOKYMEHTOB - JUIsl ydeTa KOJM4YECTBAa AayAMOBHU3YyaJIbHBIX
JIOKYMEHTOB OIPEENIEHHOr0 BUJAa NpU MX HE(POHIOBOM OpraHU3allMy; ydyeTa W HyMepaluu omnuceit
ayJIMOBU3YaJIbHBIX JOKYMEHTOB, TUHAMUKU UX U3MEHEHUI;

ONHUChH [eJl, JOKYMEHTOB (mpuioxenuss N 7-8) - Uil MOEAWHUYHOTO M CYMMapHOro yd4era
apXUBHBIX JIOKYMEHTOB, 3aKpEIUJICHHUs MOpSAAKa HUX CHUCTEMAaTH3allMM, ydyeTa HW3MEHEHMH B COCTaBe U
o0beMe apXMBHBIX JOKYMEHTOB, BKIIFOUEHHBIX B IaHHYIO OIUCH;

peecTp oOmMMCEW Jel, JOKYMEHTOB - JJI PErucTpallud ONUCEH Jel, JOKyMEHTOB, yueTa HX
KOJIMYECTBA U COCTABa,

MHBEHTApHas KHUTa y4yeTa JIed, UMEIoIuX B 0hOpMIICHUH WK B IPUIIOKEHUHU K HUM JparoleHHbIe
METAJIJIbl ¥ KAMHHU - JUISl IOEAMHUYHOTO U CyMMAapHOTI'0 Y4€Ta COCTaBa U COCTOSIHUS TaKUX JET;

NachopT apXUBOXpaHWIKIIA (IPOU3BOIBHON (DOPMBI) - Ui CYMMapHOIO y4eTa apXUBHBIX (POHOB
Y apXUBHBIX JIOKYMEHTOB JaHHOI'O apXHWBOXPaHWINIIA;

JINCT y4eTa ¥ ONMUCaHUsl YHUKAJIBbHOTO TOKYMEHTA;

CIHICOK (POHJOB, COJIEPIKALIUX 0COO0 LIEHHBIE JOKYMEHTHI;

onuch 0c000 LEHHBIX e, TOKYMEHTOB WU TepeueHb HOMEPOB 0CO00 IIEHHBIX /1€ (HOMEPHUK);

peecTp omnucelt 0cod0 IEHHBIX /1€, JOKYMEHTOB;

KHUTA y4yeTa MOCTYIJIeHUH cTpaxoBoro ¢poHaa U (oH/a MMOJIb30BaHMS;

OTIUCH CTPAxOBOTO (HOH/IA;

neno  (GoHma - KOMIUIEKC JIOKYMEHTOB IO HCTOPUM  HMCTOYHMKA  KOMIUIEKTOBAHMS
(pormoobpazoBarens) u apxuBHOro (HoHIA, BEIYIIMICS HA KaXAbIH apXWBHBIA (OHI, O00BETMHEHHBIN
apXUBHBI (OHJ M apXHMBHYIO KOJUICKLHUIO; MpU HE(POHIOBOH OpraHU3allMyd ayJuOBU3YAIBHBIX U
JJIEKTPOHHBIX IOKYMEHTOB - JI€JI0 OpPraHU3aliy - CAATYMKA JOKYMEHTOB;

JIUCT-3aBEpUTENH JeJIa - AJI yUeTa KOJIMYeCTBa JUCTOB B Aeine (rpuioxenue N 3);

BHYTPEHHSs OIMCh JIOKyMEHTOB Jeia - JUIsl Jell, B COCTaB KOTOPBIX BXOJAST YHUKAJIbHBIE
JIOKYMEHTHI.

3.4.2. B cocTaB BCIOMOTaTEJIbHBIX YYETHBIX TOKYMEHTOB apX1UBa BXOJAT:
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KapTOYKA W KHHUTU JBIWOKEHUS (DOHIOB, OmMHMCEW e, JOKYMEHTOB, KHHTHM ydeTa JOKYMEHTOB,
NepeJaHHbIX B JPYrUe€ apXuBbl, KHUTH yueTa (DOHIOB U JOKYMEHTOB, BBIICICHHBIX K YHUUYTOXKECHHIO,
KHHUTHU [TOBUIOBOTO yueTa JOKYMEHTOB H JIp.

ApXuB BHpaBe BECTU JAPYrUe€ BCIOMOTaTelIbHbIE yYETHbIE JOKYMEHTBI, KOTOpPhIE BKIIOYAIOTCS B
CXEMY y4eTa JOKYMEHTOB.

BcrnomoratenbHbple y4eTHbIE JOKYMEHTHI MOTYT BECTHCh Ha OyMa)KHOM H/WIHM 3JIEKTPOHHOM
HOCHUTEJIE.

OO0mme TpeOOBAHMA K YYeTHBIM JOKYMEHTaM apXuBa

3.5. Y4er apXMBHBIX TOKYMEHTOB mepuoza 10 1917 rona Benercs pa3eiabHO OT yyeTa apXUBHBIX
JOKYMEHTOB mepuoja mocie 1917 roma ¢ camMOCTOATENBHOM MOPSAKOBOM HyMmepauuen (oHIoB.
HckmroueHne COCTaBISIOT CHENMATU3UPOBAHHBIE APXUBBI, XPAHAILIUE APXUBHBIE TOKYMEHTBHI JIMYHOTO
IIPOUCXOXKICHUS U ayJUOBU3YaJIbHYIO JOKYMEHTALIUIO.

Homepa apxuBHbIX (poHIOB mepuoma mociae 1917 roma B apXuBe TOJDKHBI MMETh HHAECKC "P",
oTIeNseMbIi OT H(ppoBOTrO 0603HAUECHUST HOMEpa apxuBHOTO poHaa ueptoit (P-1, P-2 u T.1.).

Homepa apxuBHBIX (OHIOB JMKBUIMPOBAHHOTO MAPTHUMHOIO apXHBa, BKIIOYEHHBIX B COCTaB
apXUBHBIX (DOHIOB rocyaapcTBEHHOro apxuBa cyobekTa Poccuiickoii deneparuu, JOIKHBI UMETh HHJIEKC
"IT", oTnensiemsiid oT MppoBoro od6o3HadeHsI HoMepa apxuBHoro ¢onna ueptou (I1-1, I1-2 u T.1.).

[lepenymepanus apxuBHBIX (DOHIAOB MPOM3BOAUTCA B HCKIIOYUTENBHBIX CIy4yasiX U TOJBKO C
pa3penieHns COOTBETCTBYIOIIETO YIIOJIHOMOYEHHOTO OpraHa MCIIOJHUTEIHHON BIAaCcTH B cepe apXUBHOTO
nena.

3.5.1. 3meHeHusI B y4yeTHbIE JOKYMEHTBHI BHOCSATCS TOJBKO HAa OCHOBAaHUU COOTBETCTBYIOIIMX
akToB (cM. 1.1 3.7.1, 3.7.2, 3.7.3), yTBepK/IeHHBIX B YCTAHOBJICHHOM IOPSIKE.

[Tocne BHeceHHs] M3MEHEHHI B YYETHbIE JOKYMEHTBI aKThl MOMEIIAIOTCS B Jieno (oHAa, IpU
HE(QOHI0BOM OpraHNU3alMy APXUBHBIX TOKYMEHTOB - B JIEJI0O OPIaHU3ALMY - CIaTYUKA JJOKYMEHTOB.

AKTBl HyMepyroTcs B Jene (oHAa MO BUAAM aKTOB B BAJIOBOM MOPSAJKE; NMPH HEPOHIAOBOM
OpraHM3ali ApXUBHBIX JOKYMEHTOB - B JIeJIe OpraHU3alluu - cJaTYhKa JTOKYMEHTOB.

3.5.2. B kHury ydera nocTyImjieHUH JOKYMEHTOB (npuiioxkeHue N 5) mocieaoBaTeIbHO BHOCITCS
BCE MEPBUYHBIE U MOBTOPHbIE MOCTYIUIEHUSI apXMBHBIX JOKYMEHTOB. Kaxkjaoe mocTyruieHue B npeaenax
OTUYETHOTO I'0JIa MOJy4yaeT MOPSIKOBBII HOMED B BaJIOBOM MTOCIIEA0BATEIBHOCTH.

ExeronHo Ha 1 sHBapsd NOABOAMTCA MTOI KOJIMYECTBA IOCTYMUBIIMX 3a TOJA apXUBHBIX
JIOKYMEHTOB.

3.5.3. B cniucok ¢onnoB (npuiioxenre N 6) apXuBHbIN (POHJ 3aMKChIBa€TCS TOJIBKO OAMH pa3 MpH
IepBOM MOCTYIJICHUU B apxuB. He nomyckaercss BHeceHHE apXMBHOTO (OHAA B CIUCOK (DOHJIOB paHee
MOCTYIJIEHUS €70 apXUBHBIX JOKYMEHTOB Ha XpaHEHHE.

Howmep, npucBoeHHBIN apXxuUBHOMY (OHIY MO CIUCKY (DOHAOB, SBISETCS €r0 YYETHBIM HOMEPOM,
COXpaHsIeTCA 3a HUM BO BCEX YUETHBIX JIOKYMEHTaX.

B cnenmanu3upoBaHHOM apXHBE JOKYMEHTOB IO JIMYHOMY COCTaBy K HOMEpY apXHMBHOro (oHja,
IPUCBOCHHOMY KOMIUIEKCY JOKYMEHTOB IO JMYHOMY cocTaBy (oHmooOpazoBaTens, udepe3 ApoOb
no0aBisieTcsl HOMEp apXUBHOTO (OHJIA, 32 KOTOPHIM YYTE€HA JIOKYMEHTAllMs 10 OCHOBHOM J€ATeIbHOCTU
dbonmooOpazoBarens.

s yyeta apXuBHBIX (POHIOB UCHOJB3YIOTCS HOMEpPA B BaJOBOM IOCIIEOBATEILHOCTH, a TAKXKe
"cBOOOgHBIE HOMeEpa'" - HOMepa apXUBHBIX (OHAOB, apXHBHBIE JTOKYMEHTBHl KOTOPBIX paHee ObUIM
BbIJIEJICHbl K YHUYTOXXEHHUIO B YCTAHOBJICHHOM MOPSAJKE WM BKIIOYEHBI B COCTAaB OOBEIUHEHHBIX
apXUBHBIX (DOHJIOB U KOTOPBIE PaHee HE UCTIOIb30BAIHCE.

Homepa yTpadeHHBIX, TEpEeNaHHBIX B APYrUe apXUBBl apXHWBHBIX (OHIOB, a TaKXKe HOMeEpa
apXUBHBIX (OHJIOB, BOLIEAIIUX B COCTaB OOBEAMHEHHOTO apXMBHOTO (DOHAA, apXHUBHBIE JOKYMEHTHI
KOTOPBIX paHee MCIOIb30BAIUCH, HE MOT'YT OBITh MPHUCBOCHBI BHOBB TOCTYIHBIIUM apXUBHBIM (OHIAM.



OObenuHeHHBIC apXUBHBIC (DOHIBI M APXUBHBIC KOJUICKIIMH YYUTHIBAIOTCA HA OOIIUX OCHOBAHUSX.
OO0benuHeHHOMY apXMBHOMY (oHIY, OOpa3oBaHHOMY U3 apXWUBHBIX (DOHAOB, paHee YUYTEHHBIX
CaMOCTOSTENIHO, IPUCBANBAETCS HOMEP OJTHOTO U3 apXUBHBIX (DOHJIOB, BKIIFOUEHHBIX B €I'0 COCTAB.

Hazpanue apxuBHOro (poHJa BHOCUTCSA B CHHCOK (POHJIOB HA OCHOBAHUHU MCTOPUYECKOW CIIPaBKU
WIM TUTYJIBHOTO JIUCTA OIUCH JIE]1, JOKYMEHTOB.

Ha3Banue apxuBHOro ¢oHAA COCTOUT M3 MOJHOTO M (B CKOOKax) O(GHUIIMAIBHO MPHHSATOTO
COKpallleHHOro Ha3BaHUs (oHmooOpa3oBaTeNs C YKa3aHHMEM €ro MOJYMHEHHOCTH, MECTOHAaXOXICHUS,
KpailHuX JaT cymectBoBaHus. Ecnm Ha3zBanue (oHmooOpazoBaTenss MEHsJIOCh, TO B CHHCKEe (HOHIOB
YKa3bIBAETCs €ro MocieHee Ha3BaHUE B paMKaxX MEepHUoa, 3a KOTOPBIM MPUHATHI apXUBHBIE JOKYMEHTHI.

Ha3Banue 00beIMHEHHOTO apXUBHOTO (POHIA COCTOUT U3 0OOOIIEHHOTO HAa3BaHUS BKIIFOUYCHHBIX B
HEro apXuBHbIX (OHIOB, W3 HA3BaHUA PYKOBOIAUICH oOpraHu3alMi U O0O0O0OIIEHHOTO Ha3BaHUS
MOJYMHEHHBIX €M OpraHu3aluii, U3 TNEpPedyHs Ha3BaHUM CMEHSBLIMX JAPYr Jpyra OpraHu3auui.
KonkpeTHble Ha3BaHUS BCEX OpraHU3alldi, apXWBHBIE JTOKYMEHTHI KOTOPBHIX BOLLIM B OOBEAWHEHHBIH
apXUBHBIN QOH/, a TAK)KE WX MEPEUMEHOBAHUS YKa3bIBAIOTCS B JIHCTE (POHA.

Hazpanue apxuBHOTO pOHIA TUYHOTO MPOUCXOKICHUS COCTOUT U3 (haMUIMKM U MHHUIIMAJTIOB JIUIIA,
€ro ICEeBJOHMMA, TUTYJIA, PaHra, 3BaHUs; Ha3BaHUE apXUBHOrO (pOHIA CEMbU WM poja - U3 paMWIUN U
VMHUIMAJIOB IJIABHBIX WIEHOB CEMbU WUJIM POJIa U UX TUTYJIOB, PaHTOB, 3BaHui. DdaMuiInu, UMEHA, OTYECTBA,
TUTYJIbl, PAHTH, 3BaHMsI, POJICTBEHHBIE OTHOIICHHUS BCEX WIEHOB CEMbH WJIHM POJia YKA3bIBAIOTCS B JIUCTE
donna.

B Ha3zBaHuMM apXWBHOWM KOJUIEKIIMM yKa3bIBaeTcs MpHU3HAK (MpU3HAKH) ee (popmupoBaHUS, a MpU
HEOOXOIUMMOCTH - M €€ COCTAaBUTEIb (IIPESIKHUH BT IENIeIl, COOUPATETh KOJIICKIUH ).

Esxxeronno Ha 1 ssHBaps K cnucKy (DOHAOB COCTABIISIETCS UTOTOBAs 3aMKUCh O KOJIMYECTBE apXUBHBIX
(OHIOB, TOCTYNUBIIMX M BHIOBIBIIMX B TEYEHHWE T0Ja, W OOUIEM KOJIMYECTBE apXHUBHBIX (DOHJIOB,
HAXOJSAIINXCS Ha XpAaHEHUU B apXUBE.

Cnucoxk (QOHIOB 3aKiIOYaeTCsl B TBEPAYIO OOJIOXKKY, JMCTBl HYMEPYIOTCS, COCTaBIIsIeTCA
JUCT-3aBEPUTEID.

[TepeneuaTka cnucka (OHIOB OCYIIECTBISAETCS TOJBKO C PAa3pelIeHUs] COOTBETCTBYIOIIETO
YIIOJTHOMOYEHHOT'O OpraHa HCIOJIHUTENBHOM BlacTu B cdepe apXuBHOro Jena. B aTom ciyyae B crucok
(GOoHIOB 00s3aTeNbHO BHOCATCS HOMEpA, Ha3BaHUS M OCHOBAHHUS BBHIOBITHS BCEX AapXMBHBIX (DOHJOB,
HOMEpa KOTOPBIX 3aHUMAaTh 3alperiaeTcs.

3.5.4. Jluct ¢oHIa cocTaBisieTcs Ha KaK/bli apXUBHBIM (poHA. B HEM yuUTBIBAIOTCS BCe apXUBHBIE
JIOKYMEHTBI apXUBHOTO (POH/1A, BKJIOUAsi HEOIIMCAHHBIE U CEKPETHBIE.

JIuct ¢poHIa MOXKET OBITH NEPECOCTABIIEH TOJBKO B CIIydae, €CIM OH HEUCIIPAaBUMO HOBPEKICH WIH
NepecTaeT OTpakaTh (PaKTUUECKOE COCTOSIHME U 00bEM apXUBHOTO (OH/Ia, TIOCTE NepepabOTKH apXUBHOTO
doHIa MM co3AaHusl OOBbETUHEHHOTO0 apXWMBHOIO (OHJA, YTOUHEHUS MCcTOpuHM (poHmooOpazoBaTens. B
CiTy4ae MepecoCTaBIeHHs JucTa (GoHIa paHee AeCTBOBABIINK JTUCT (PoHIa momMernaeTcs B aeno ¢houga. B
BEPXHEM IPAaBOM YIiIy oOOMX JHUCTOB (QoHIa nenaroTcst oTMeTKku: "JIUCT mepecocTtaBieH" ¢ yka3aHHEM
JIaThl IEPECOCTABIIEHNUS, TOJDKHOCTH U TIOJIIUCH JIMLA, OTBETCTBEHHOTO 3a y4eT.

Jluctel QOHIOB XpaHATCS B IMOPSIKE HOMEPOB apXMBHBIX (OHIOB B mamke. K kaxmoil mamke
COCTAaBJISIETCS JIUCT-3aBEPUTEINb, TJI€ YKA3bIBAIOTCS HaYaJIbHbIE M KOHEUHbIE HOMEpPA apXUBHBIX (POHIIOB U
oO11ee KOJTMYECTBO apXUBHBIX (DOHJIOB, JIUCTHI KOTOPBIX HAXOASTCS B MaIKe.

K nucram GoHA0B BeayTcs yKazaTenu A ONepaTUBHOTO MOMCKA B apXUBE apXUBHBIX JOKYMEHTOB
TOW WJIM UHOW OpraHu3aluu.

3.5.5. JIucTel ydeTa ayAMOBU3YaJIbHBIX IOKYMEHTOB COCTABIISIOTCS IPU HE(OHIOBOM OpraHu3anuu
ApXMBHBIX JJOKYMEHTOB pa3/ieJIbHO Ha Pa3IUYHbIE BUJbI KUHO(DOTOPOHO- U BHUI€010KYyMEHTOB. [lopsaok
HyMEpaluu 1 XpaHEHUs JIUCTOB yUeTa ayIMOBU3YaJIbHBIX IOKYMEHTOB aHAJIOTUYEH MOPSIKY HyMEpaluu 1
XpaHEeHHs JTUCTOB (POH/IOB.

3.5.6. B omucu ngen, moxkymeHTOB (rmipuiiokeHus N 7-8) eIUHHIBI XpaHEHUS/CIUHUIIBI yYeTa
YUUTBIBAIOTCS] B COOTBETCTBUM C UX CHUCTEMATH3ALUEH 3a MOPSAKOBBIMU YUYETHBIMU HOMEPAMH.

Homepa nient ¢ TeKCTOBOUM COMPOBOAUTEILHON TOKYMEHTAMEW K ayJMOBH3YyaJIbHbIM JTOKYMEHTaM
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JIOJKHBI COOTBETCTBOBATh YYETHBIM HOMEPAM ayIHOBU3YAJIbHBIX JJOKYMEHTOB.

Ornucsm e, JOKYMEHTOB IIPUCBAUBAIOTCS y4eTHbIE HOMepa Mo JUCTy (GoHa; MpH HEePOHIOBOU
OpraHu3aluy apXUBHBIX JOKYMEHTOB - II0 JIUCTY y4eTa ayJUOBU3YaJbHBIX JOKYMEHTOB OIIPEIAECICHHOIO
BH/JIA.

He nomyckaercss npuCBOCHHE ONHUCAM €I, JTOKYMEHTOB OJMHAKOBBIX YYETHBIX HOMEpOB, 3a
HCKIIFOUEHHEM CIIy4aeB, IPETyCMOTPEHHBIX 11. 3.7.7.

B koHue onucH fen, JOKYMEHTOB BO BCEX €€ 3K3EMIUIApax JIEJaeTCsl UTOroBas 3aluch, B KOTOPOU
yKa3bIBAETCSl KOJMYECTBO HAXOJSAIIMXCS HA XPAHEHUHM EIMHULl XPAHCHUS/CAWHUI] ydeTa, NEPBbIA U
MOCNIEAHUIM HOMEpa €IUHUI] XpPaHEHUS/€AUHUL Y4eTa [0 OMKCH, OTOBAPUBAIOTCS MUMEIOIINECS MPOIYCKU
HOMEPOB, TUTEPHBIC HOMEPA, BHIOBIBIINE €TUHHUIIBI 1 OCHOBAaHHE UX BHIOBITHSI.

B uToroBoii 3amucu K ONUCH J1€J apXUBHOTO (DOHAA JIMYHOTO MPOUCXOXKICHUS, BKIHOYAIOIIEH
€IMHUIIBI XPAaHECHHUS/€AMHUIBI YYeTa Ha PA3IUYHBIX HOCUTEISX, JOMOJHUTEIBHO YKa3bIBACTCS KOJIUYECTBO
TaKUX €IMHULl XpPaHEHUS/€AUHHULL yYeTa.

[Tocne KaXAOro MOCTYIUICHUS WM BBIOBITHS APXMBHBIX JOKYMEHTOB COCTaBIISICTCS HOBAs
UTOTOBAas 3allUCh K ONUCU €], JOKYMEHTOB, KOTOpasl MOJANHCHIBAECTCS €€ COCTaBUTEIEM C YKa3aHHUEM
JIOJKHOCTH M 1aThl COCTABIICHHUS.

Ecnu ommce pAen, TOKYMEHTOB COCTOMT M3 HECKOJBKUX TOJOBBIX pPa3JeloB, TOMOB, UTOIOBas
3allUCh COCTABJSETCA K KaXJIOMY TOJOBOMY paszienly, TOMY; KPOME TOro, K KaXJIOMy HOCIEIYIOLIEMY
roJI0BOMY pasjieily, TOMY B HapacTaroLIEM IOPSAJIKE COCTABIIAECTCS CBOIHAs UTOIOBAasl 3aIllCh.

Kaxnas onuchk nen, JOKYMEHTOB, TOM OIMCH JI€J, JOKYMEHTOB JOJKHBI UMETh JUCT-3aBEPUTEIH
(mpunoxenue N 3).

3akoHUYEHHAas OMHCH JeJ, JOKYMEHTOB JOJKHA BKJIIOYATh, KaK MpaBuiio, He Oonee 9999 enunun
XpaHEeHUs, CAMHUL] y4eTa.

ApXMB OJDKEH MMETh 3 DK3EMIUISIpA ONUCEH N1eN, JOKYMEHTOB, NEPBBIA M3 KOTOPBIX SBISAETCS
CTPaxXOBBIM.

Ecnu onuce nen, IOKyMEHTOB IIEPECOCTABIICHA, TO OJMH JK3EMIUIAP PaHEe ACHCTBOBABIIEH OIKUCH
Jiel1, JOKYMEHTOB BKJIFOYAETCs BO BHOBb COCTABJIEHHYIO OIMCH JI€Jl, JOKYMEHTOB 3a IIOCIECJHUM YyUYETHBIM
HOMEPOM, OCTAJIBHBIE IK3EMIUIAPHI BBIICISIIOTCS K YHUUTOKEHUIO B YCTAHOBIIEHHOM IOPSJIKE.

3.5.7. Tlo peectpy onuceil BeAeTCsl MOSAUHUYHBIM U CyMMapHbId y4eT Onuced 1€, JOKYMEHTOB
apxuBa. B 3aBucHMMOCTH OT opraHuzanuy padOThl IO YUETY B apXUBE PEECTPbl OMHCEH BEAYTCSA B paMKax
ApPXUBOXPAHWIUI TOCYAAPCTBEHHBIX apXWBOB W/WIM apXuBa B IEJIOM, YTO OTpa)kaeTcs B CXEMe ydera
NOKyMeHTOB. Ka)k/1011 HOBOW ONKCH eI, JOKYMEHTOB IIPUCBAUBACTCS OYEPEIHON MOPSIAKOBBIM HOMED IO
peecTpy, KOTOPBIH MpocTaBiIsgeTcss Ha 00JI0KKE OMKUCH A€, JOKYMEHTOB B BEpXHEM JIEBOM YTIIy.

ExxeronHo Ha 1 sHBapsi B peecTpe ONHMCEW COCTaBIISIETCS UTOTOBas 3allUCh O KOJIMYECTBE OMMCEN
Jiel1, TOKYMEHTOB, MOCTYIHUBIINX U BHIOBIBIIMX B TE€UEHHUE I'0J1a B ApXUB, M UX 00OIIEM KOJINYECTBE.

3.5.8. IlacnmopT apXuBOXpaHWJIMUIIA COCTABJISETCS €XKETOAHO KaXIbIM APXWBOXPAHWIUILEM U
oTpakaeT 00bEM pa3MEeIEHHBIX B HEM apXUBHBIX (DOHIIOB, JI€J1 U apXUBHBIX JTOKYMEHTOB.

IlokasaTenu macmopra apXMBOXPAHWIHILA OIPEIEIAIOTCS apXUBOM CaMOCTOSTENIBHO C Y4E€TOM
COCTaBa M COCTOSHUSI XPAHALIUXCSI B KOHKPETHOM apXHWBOXPAHWINIIE aPXUBHBIX JJOKYMEHTOB.

3.5.9. leny doHaa nprcBauBaeTCsl HOMEp apXUBHOTO (hOHMA, Ha KOTOPBIM OHO 3aBeneHo. B neno
doHIa BKIIIOYAIOTCS: MCTOpUYECKasi CIpaBKa MO UCTOpUH (POHI000pazoBaTesis U UCTOPUU ApXUBHOTO
¢doHIa; akThl, (PUKCHUPYIOIINE U3MEHEHHUS B COCTaBe U 0ObeMe apXUBHOTO (hOHJA, B TOM UYHCIIE AKTHI O
pacceKpeunBaHUU JIOKYMEHTOB; KOMNHS XapaKTePUCTHUKU apXUBHOIO (OHJA, COCTAaBIEHHOW s
MyTeBOAUTENS (CIIPABOYHUKA); HHCTPYKIMH MO paboTe ¢ apXMBHBIMU JOKYMEHTAMH apXHWBHOTO (OHIA, B
TOM YHCJIE 110 YCOBEPUICHCTBOBAHMIO U MEepepadOTKe OMUCEH Jied, JOKYMEHTOB, CXeMbl CUCTEMAaTH3aI[u1
APXUBHBIX JOKYMEHTOB apXHBHOTO (hOH/A.

Ecnu apxuBHBIE JOKYMEHTHI, MOAJIEKAIINE BKIIOUEHHIO B Jes0 (DOHNA, HAXOAATCS B COCTaBE
€MHUII XPaHEeHHUs, TO B JesI0 (OHJIa BKIIIOUAETCS CIPaBKa C MEPEUNCICHUEM dTUX €INHUI XpaHEHUS U UX
apXUBHBIX MIH(POB.

Hena ¢pornos opranos KIICC, BJIKCM, B koTOpbI€ BKIFOYCHBI apXUBHBIC JIOKYMEHTHI TI0 HCTOPHH
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(OHZIOB MEPBUYHBIX MAPTUHHBIX U KOMCOMOJIBCKMX OpTraHU3allfid, pac)OpPMHPOBAHUIO HE MOIJIexKaT. B
nena (GOHMOB MEPBUYHBIX MAPTUHHBIX M KOMCOMOJBCKAX OPTaHM3allMii MOMEIIAIOTCS CIPABKH CO
CBEICHHSIMH O HAXO0XK/ICHUU apXUBHBIX JIOKYMEHTOB IO UCTOPUH JAHHOTO (OHJIA B JieTie Ipyroro GoHma.

Jlena (hOHIOB, BOIICANIMX B COCTaB OOBEANHEHHOIO apXUBHOTO (OHA, BKJIOYAIOTCS B €r0 JICJO
donna.

JlokyMeHThI fena (GoHIa JOHKHBI OBITH MPOHYMEPOBAHBI C COCTABJICHUEM JIMCTa-3aBEPHUTEIS,
HOMIKUTHI (MIPOIIHYPOBAHbI), 3aKIOUYEHBI B TBEpAYyI0 0010%kKy. K meiny doHma cocTaBiasieTcss BHYTPCHHSSA
onuck. Jlena GoHI0B XpaHITCS B OPSIIKE HOMEPOB (hOHIOB.

CoctaB JOKYMEHTOB [iejla OpraHH3allMd - HMCTOYHHKA KOMILICKTOBAHUS JIOKYMEHTOB IIpH
HE(OHI0BOM OpraHMU3alMy ApPXUBHBIX TOKYMEHTOB aHAJIOTMUEH COCTAaBY IOKYMEHTOB Jieja (hoH Ia.

O61mme TpedOBaHMS K Y4eTHBIM 0a3aM TaHHBIX

3.6. Yuernsie 6a3wl nansabix (b/1) B apxuBe obecneunBaoT: HHOOPMAIIMOHHYIO TOICPXKKY YUeTa,
BE/ICHUE LEHTPAIN30BAaHHOI'O I'OCYJapCTBEHHOI'O yuyeTa JOKYMEHTOB B aBTOMATHU3MPOBAHHOM PEXUME;
ONEpPaTUBHOE TMPEJCTABICHHE CBEJACHUH O HAIMYAM B apXHBE JOKYMEHTOB TOTO WM HWHOTO
dbonmooOpazoBares.

[Tepeuenp pexBu3uTOB yueTHbIX B/] (opmupyeTcs B COOTBETCTBUH C IOKA3aTENIIMH OCHOBHBIX
(0Os13aTeNbHBIX) YYETHBIX JIOKYMEHTOB apXWBa U ONpPEIENSeTCS CHEIHaIbHO YIMOTHOMOUYEHHBIM
(benepaabHbIM OPraHOM HCIIOJIHUTENBHON BIACTH B c(epe apXUBHOI'O Jea.

VYuernble bJl apxuBa JOMKHBI OBITH COBMECTHUMBI € YdeTHbIMM bBJl cooTBeTcTBYyMOIIErO
YIOJIHOMOYEHHOT'0 OpraHa UCIIOJIHUTEIBbHON BIACTH B c(epe apXUBHOI'O Jiea.

Yuyer MNOCTYIIJICHUSA U BBIOBITHS APXUBHBIX JIOKYMEHTOB

3.7.1. Yuer nocTymniaeHus apXUBHBIX JTOKYMEHTOB B apXUB OCYLIECTBIIIECTCS HA OCHOBaHUM:

aKTa rnpuemMa-repesiauu JOKYMEHTOB Ha XpaHeHue (rpuioxenne N 9);

aKkTa IpUeMa Ha XpaHeHHE JOKYMEHTOB JINYHOTO MpoucxoxaeHus (npuioxenne N 10).

ApXMBHBIE JOKYMEHTBI CTAaBATCSA Ha y4eT TAK)KE€ IO pe3ylbTaTaM MPOBEIEHUS OTAEIbHBIX BUIOB
apXUBHBIX padoT (cM. 1. 3.7.3).

Bce mnpuHATBIE B apXUB AapXUBHBIE JOKYMEHTBI BHOCATCS B KHHUIY Yy4yeTa IIOCTYIUICHUH
JNOKyMeHTOB. Kaplii BHepBble MOCTYNMBIIMKA B apXWB apXWUBHBIA (DOHA, OOBEIUHEHHBIH apXUBHBIN
(boHJ, apXuBHas KOJUIEKIMS 3alUChIBaeTCs B CMUCOK (oHIOB (rpuioxkenue N 6), Ha HEro 3amoJHAIOTCA
mucT (oHaa, KapTOuKM ykazarens K JucTy (onaa, 3aBoautcs neio ¢onma. Ha ayanoBusyanbHble
JOKYMEHTBI IIpY UX HE(OHJIOBOI OpraHu3aIlluy 3aMoJHIIOTCS JIUCTH yueTa KHHO(POTO(POHOJOKYMEHTOB U
BHJICOOKYMEHTOB. Kakiass BrHepBble IOCTYNHBIIAS ONUCH €], JTOKYMEHTOB YUYMTBIBAETCS B peecTpe
OIIHCEH.

CoOOTBETCTBYIOLINE YUETHBIE CBEICHUS B YCTAHOBIEHHOM MOPSAKE BHOCATCA TakKe B yueTHbIE b/I.

3.7.2. Yuert BBIOBITHS apXUBHBIX JOKYMEHTOB M3 apXHUBa OCYIIECTBIISIETCS HA OCHOBAaHUU:

aKTa O BBIICJICHUM K YHUYTOXECHHIO JOKYMEHTOB, HE MOMJIEKAIUX XPAaHEHHUIO (IIPUIIOKEHUE
N 11);

aKTa O HEUCIIPAaBUMBIX IIOBPEKICHUAX JOKYMEHTOB;

aKTa nmpuemMa-nepesadr JOKyMEHTOB Ha XpaHeHue (npusoxenue N 9);

aKTa 0 HeOOHapy>KEHUH JJOKYMEHTOB, IIyTH PO3bICKa KOTOPBIX Hcyepnansl (rpuioxenne N 2);

aKTa BO3BpaTa JOKYMEHTOB COOCTBEHHHUKY;

aKTa 00 U3BATHU NOUIMHHBIX €JMHULl XPAHEHUS, TOKYMEHTOB.

ApXMBHBIE JOKYMEHTBHl CHUMAIOTCSI C y4eTa TaKK€ B Pe3yJbTaTe IMPOBEACHUS OTIECIbHBIX BUIOB
apXHUBHBIX paboT (cMm. 1. 3.7.3).
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HeoOxoanmMbie n3MEHEHUSI BHOCATCS B OCHOBHBIE (00s3aTeNbHBIC) U BCIIOMOTaTeIbHBIC yYETHBIC
JTOKYMeHTHI apxuBa. [Ipu sTom B ciyyae:

BBIOBITHSI BCEX AapXMBHBIX JOKYMEHTOB OIHCH e, JOKYMEHTOB HOMEp 3TOW ONHUCH JIPYTUM
OMHCSM JeJl, TOKYMEHTOB HE MPHUCBAMBAETCA M OCTAeTCs CBOOOJHBIM; B peecTpe OMHCEH Jenaercs
COOTBETCTBYIOIAs] OTMETKA;

BBIOBITHS apXUBHOTO (poHIa B crivcke poumoB (npunoxenne N 6) B rpade "OTmeTka o BEIOBITHH"
YKa3bIBAETCs, Ky/1a BBIOBLT apXUBHBIM (POH, U aKT, HA OCHOBAHUU KOTOPOTO OH BBHIOBLI.

[Tpu nmepenaye apxuBHOTO (POHAA U3 OJHOTO APXUBA B JPYTrOil mepenaroTcs 3 AK3eMIUIIpa ONUCH
nenn, AOKyMeHToB U aeno ¢ouga. Komusa ommcu aen, HOKYMEHTOB OCTAaeTCs B apXuBe-CAaTUYMKE U B
KauecTBE IPWIOKEHUA K akTy I[pueMa-lepesayd JOKYMEHTOB Ha XxpaHeHue (npuwioxenue N 9)
BKJIIOYAETCS B ApXUBHBIN (DOH]I apXUBa-CAATYUKA.

[Tpu BeIIEIEHNH K YHHUTOXKEHUIO BCEX aPXUBHBIX JJOKYMEHTOB apXUBHOTO (DOH/Ia OJJMH SK3EMIUISIP
€ro omucei nein, JOKyMEHTOB M JucT (oHAa momemiatorcs B aeno ¢onxaa. Jlemo dhonma BkitouaeTcs B
apXUBHBIN QOHI apXuBa.

3.7.3. Konn4ecTBO apXUBHBIX JOKYMEHTOB apXHUBa U3MEHSETCS B PE3yJIbTaTe:

BBIBEPKH YUYETHBIX JOKYMEHTOB, II0 WTOraM KOTOPOW BBISBICHBI OIIMOKH, IOMYIIEHHBIE NpPU
MOJICUETE KOJIMYECTBA XPAHSIIUXCS apXUBHBIX JOKYMEHTOB;

MPOBEPKHM HAIWYUS U COCTOSIHMSI apXMBHBIX JOKYMEHTOB, B XO/€ KOTOpO OOHapyX eHbI
HEYYTEHHBIE, 32 JTUTCPHBIMH WJIH MPOMYIIEHHBIMA HOMEPAaMH €IUHHIIBI XpaHEHHS/CTUHHLIBI YUeTa;

pecTaBpaluy apXUBHBIX JOKYMEHTOB, IIOCTIE KOTOPOM OJTHO JIENO pa3/iesieHO Ha HECKOJIBKO eIl

OTMCAHMsI APXUBHBIX JOKYMEHTOB, NMEPEepadOTKHU OMKCEH AeJ, TOKyMEHTOB, B MpoIlecce KOTOPBIX
BO3MOXKHO pa3JieJIeHHe Wik 00beTUHEHNE eTUHUI] XPAHESHUS/CIUHUI] YUeTa.

OcHoBaHMeM JIJIs1 BHECEHHS M3MEHEHUH B yYeTHBIC TOKyMEHTHl W yueTHble B/l mo pesynpraram
yKa3aHHBIX padoT SABISAIOTCS:

aKT O TEXHHYECKUX OIMOKAX B YUETHBIX JOKYMEHTaX;

akT 00 OOHapy>KE€HHM JTOKYMEHTOB, HE OTHOCSIIUXCS K JaHHOMY apXHBY, (POHAY, HEYUTEHHBIX U
T.J.;

aKT O pa3JesieHIH, O0bETUHEHNH JIeNT, BKIIIOYESHUH B JIEJI0 HOBBIX JOKYMEHTOB;

aKT OIMMCAHUs JIOKyMEHTOB, IepepabOTKU OMUCEH.

Yuer YHUKAJIBbHBIX TOKYMEHTOB U 0c000 HECHHBIX TOKYMCHTOB

3.7.4. VYHUKaJIbHBIE JIOKYMEHTHl TOJUIEKAT CIEHNMAIBHOMY TOCYJapCTBEHHOMY Y4YeTy B
locynapcTBeHHOM peecTpe YHUKAJIBHBIX JOKYMEHTOB ApxuBHOTO ¢oHma Poccuiickoit ®eneparum,
HOPSIOK  BEJIEHHsI KOTOPOTO OIpENeNsieTcsl CHEelHalbHO YIOJHOMOUYEHHBIM (pefiepanbHbIM OpPraHoM
UCIIOJTHUTENIbHOM BIacTM B cdepe apXMBHOTO Jefla, W TOCYIJapCTBEHHBIX pEeecTpax YHHUKaIbHbBIX
JIOKYMEHTOB apXUBHBIX POHI0B cyObeKkTOB Poccuiickoii deneparun.

TAPAHT:

CM. AJIMUHUCTPAaTHUBHBIM PEIVIAMEHT MO HCNONHEHHIO @DenepaqbHbIM apXUBHBIM areHTCTBOM
rOCYJapCTBEeHHON (YHKIMM 10 BEIACHHIO [0CylapCTBEHHOIO peecTpa YHUKAIbHBIX JIOKYMEHTOB
ApxuBHoro @¢onga P®, yTBepkAeHHBI MpuKa3oM MMHHCTEPCTBA KYJIbTYpbl U MAacCOBBIX
komMmyHHKalui PO ot 23 oxts10pst 2007 r. N 1296

Ha YHUKAJIBHBIC JOKYMCHTBI COCTABJIATOTCA JIMCTHI YU€Ta U OIMMCAaHWA YHUKAJIbHBIX TOKYMCHTOB.

3.7.5. Yuet 0c000 EeHHBIX JTOKYMEHTOB BEAETCS T10:

criucky (oHIO0B, coepKalux 0co00 IIEHHbIE TOKYMEHTHI;

OIIHUCAM 00060 OCHHBIX [J€JI, MAOKYMCHTOB WM IICPCUHAM HOMCPOB 00060 IOECHHBIX [OCJI
(HOMepHHUKaM).

B ommcsax OC060 HCHHBIX JCJI, JOKYMCHTOB 3a HUMHU COXPAHAIOTCA UX IMMPCIKHUC YICTHBIC HOMCpPA.
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Omnuck 0c000 IEHHBIX JIeN, JOKYMEHTOB COCTaBISETCS Ha 0CO0O0 LEHHBIC TOKYMEHTHI OJHON HIIU
HECKOJIbKUX OMMCEH e, TOKYMEHTOB apXUBHOIO ()OHJAa B 3aBUCUMOCTH OT KOJMYECTBA 0CO0O0 LIEHHBIX
€IMHUI] XpaHEHHsI/€TUHHIL] yYeTa B JaHHOW ONUCH B HEOOXOAUMOM JIsl apXHBa KOJIMYECTBE HK3EMIUISIPOB.

Ecnu OGONBIIMHCTBO apXMBHBIX JIOKYMEHTOB IO ONHUCH J€J, JOKYMEHTOB SIBJISIOTCS 0CO00
IEHHBIMH, OTJAENbHAs ONuch 0co00 IIEHHBIX [eJl, JOKYMEHTOB HE COCTAaBJIAETCS, a KOMHPYETCs
UMeEIOILasics ONKUCh. B TakoM cityuae k Hell COCTaBIIA€TCSI HOMEPHUK.

CBenieHHs O KOIIMPOBAaHUM 0CO0O LIEHHBIX €T, JOKYMEHTOB B LI€JIIX CO3JIaHHsI CTpaxoBOro (GoHaa
BHOCATCSI B COOTBETCTBYIOIIME ONKUCH OCO0O0 HEHHBIX e, JOKYMEHTOB WM HOMEPHUKH IO Mepe
IPOBE/IEHUS UX CTPaxXOBOI'0 KONUPOBAHUS.

B uToroBoii 3amucu ykasplBaeTcs O0IIee KOJIMYECTBO OCOOO IICHHBIX CIMHUI] XpaHCHUS/CIMHHII
ydeTa, BKJIIOYEHHBIX B ONHMCh MM HOMepHUK. [lo 3aBepiieHMM KONMMPOBaHUS BCEX EAMHUIL
XpaHCHHUS/€JUHULl ydYeTa 1O JaHHOM ONUCH WM HOMEPHUKY YKas3biBaeTcsa: "Bcece eamHUIBI
XpaHEHUs/€JUHULIBI yueTa CKOIMPOBAHBI, aTa, TOJHKHOCTb, OJMUCE" .

Omnmcu 0co00 MEHHBIX e, TOKYMEHTOB U HOMEPHHKH YYUTHIBAIOTCS B pEecTpe Omucerd 0co0o
LICHHBIX J1€]1, JOKYMEHTOB.

[Ipy oTHeceHMM apXHMBHBIX JOKYMEHTOB K 0CO0O IIeHHbIM B omucsix B rpade "llpumedanus"
HAIpPOTHB 3arojIOBKOB COOTBETCTBYIONIMX EIMHUIl XPAaHEHHS/CIUHMIl y4eTa MPOCTABISIOTCS OTMETKH
"OL1".

B apyrux yderHeix mokymeHtax otmerka "OL[" mpocraBisiercs K HOMEpY apXUBHOTO (OHIA,
HOMEpY OIMCH JIeJl, JOKYMEHTOB; JaHHAs OTMETKa SIBJSETCs CIyXKeOHOM M He BXOAUT B apXUBHBIN IM(pP
€IMHUI] XpaHEHHsI/€TUHHLL yUeTa.

Yder ceKpeTHBIX U pacceKpeuyeHHbIX APXUBHBIX JOKYMeHTOB. OdopMiieHHEe pacceKpeuyeHHbIX e

3.7.6. Yd4er CeKpeTHBIX apXHWBHBIX JOKYMEHTOB BEIETCS B COOTBETCTBUM C HOPMAaTHBHBIMHU
IPaBOBBIMH JOKYMEHTaMHU. B y4eTHBIX NOKYMEHTax W apXUBHBIX LIM(pax eIuHHI] XpaHESHUs/eAUHUI]
ydeTa CEeKpeTHble apXHUBHbIE (OH[bI, ONUCH M€, JAOKYMEHTOB, €IMHUIIBI XpaHEHHs/€TUHMIIBI y4yeTa
0003Ha4ar0T UHAEKCOM "¢" (CeKkpeTHO), "cc" (CoBepIIeHHO CEKPETHO), ""oB" (0C000# BaXKHOCTH).

3.7.7. V3MeHeHMs B Yy4YeTHble JOKYMEHTBI IO pe3yJbTaTaM pPAaCCEKPEUUBAHMS APXHUBHBIX
JIOKYMEHTOB BHOCSITCSI HA OCHOBAaHUH aKTa O PAacCEKPEUNBAHUH JOKYMEHTOB (ripriioskenne N 12).

ApxuBHbI€ (DOH[IBI, OMTUCH JIeJI, JOKYMEHTOB U €AMHUIIbl XpPAaHEHUS/€AMHUIIBI yUeTa, BKIIOYAIOIIHE,
HapsIy C CeKPETHBIMU HECEKPETHBIE (pacCeKpeUeHHBIC) JOKYMEHTHI, B YUETHBIX IOKYMEHTaX U apXUBHBIX
mudpax eIUHUL XpaHSHHUS/€JUHUL ydeTa 0003HayaroTCcs HHAEKCOM "cu" (CeKpEeTHO YaCTUYHO).

[lpu paccekpeumBaHWHM BCEX €IWHUI] XPAHEHUS/CIWHUI] yYeTa IO CEKPETHOW OMUCH [Iell,
JIOKYMEHTOB JaHHAs OMUCH TaKXKe PAaCCEKPEUMBAETCs, MEPelacTCsa Ha OTKPHITOE XpaHEHHE U YUUTHIBACTCS
B jHcTe (OHMAA 332 TEM K€ HOMEpOoM, HO 0e3 MHIekca "c", KOTOpbIN 3auepKHUBaeTcs Ha OOJIOKKE M Ha
TUTYJIBHOM JINCTE JAHHOW OmucH. B mpaBoM BepXHEM Yrily OOJIOKKH M THUTYJIBHOTO JIMCTA OTHCH [,
JIOKYMEHTOB IpocTaBisercs mramn "PaccekpeueHo".

[lpn paccekpeyrBaHWU 4YacTH el M apXUBHBIX JOKYMEHTOB IO CEKPETHOW ONHCH JIe,
JIOKYMEHTOB Ha pAacCeKpeueHHbIC Jejla U apXUBHBIE JOKYMEHTHI COCTAaBIISIETCS OTIENIbHAS OMMChH JIell,
JOKYMEHTOB, HOMEpa €AMHHUI] XPAaHCHUS/SINHUI] ydeTa B KOTOPOH OCTaloTcs MpeXHUMHU. [l BaloBOH
HYMEpaluu TaKuX €AWHUI] XpaHEHMS/€JUHUIl ydeTa HCHOJb3yeTcs rpada 2 omMmcu Jen, JTOKYMEHTOB.
HoBast ommch nen, MOKYMEHTOB BMECTE C PACCEKPEUCHHBIMHU JI€IaMH M apXHUBHBIMH JIOKyMEHTaMHU
nepeaaeTcsi Ha OTKPHITOE XpaHEHUe, YUUTHIBAETCS B JIMCTE (POHJIOB 3a TEM K€ HOMEPOM, UTO M CEKpEeTHas,
HO 0e3 unaekca "c".

[Tpu paccexkpeunBaHUM OOJBINEH YACTH /€T U apXUBHBIX JIOKYMEHTOB IO CEKPETHOM OMUCH e,
JOKYMEHTOB C JaHHOW OMUCH CHUMAETCsl KOMUS, PU KOMMMPOBAHUY 3ar0JIOBKU €IMHULL XPAaHEHUS/€MHULL
ydeTa, OCTAaBJICHHBIX Ha CEKPETHOM XPAaHEHHH, 3aKpblBatoTcs. Konus onucu Ha paccekpedeHHsbIe Jena U
apXUBHBIC JTOKYMEHTHI TepelacTcs Ha OTKPBITOE XpaHEeHHe. B sk3eMIuisipe OmucH [ell, JTOKYMEHTOB,
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OCTaBIICHCS HAa CEKPETHOM XpAaHCHHWH, COXpaHseTCs HMX Hymepanus. B mmcre ¢onga Takas ONUCH
YUUTBIBACTCS JABAXbI: HK3EMIUISIP OIMCH, OCTABLIMICA HAa CEKPETHOM XPaHEHHM - C COOTBETCTBYIOLICH
MH/IEKCAIIMeH CEKPETHOCTH, CKOMHMPOBAHHBIA JK3EMIUIAP, MEPEAaHHBI Ha OTKPHITOE XpaHeHHe, - 0e3
uuaekca "c".

[Ipu paccexkpeyrMBaHUM OTICIBHBIX €IUHMIl XPAHCHHUS/CAMHUI] y4eTa 10 CEKPETHOW OIUCH JIel,
JIOKYMEHTOB OHH BKJIIOYAIOTCA B OIUChH J€J, JOKYMEHTOB OTKPBITOI'O XPaHEHHsI COOTBETCTBYIOLIETO
apXUBHOTO (POHJA 32 IUTEPHBIMA HOMEPaMH WJIU B BaJIOBOH 11OCIE10BaTEIbHOCTH.

B ommcsx nen, MOKYMEHTOB, OCTAIOIIMXCS Ha CEKpEeTHOM XpaHeHuH, B rpade "llpumeuanus"
IPOTUB 3aroJOBKOB pACCEKPEUEHHBIX E€AMHUI] XPaHCHMs/€IMHMI] YydeTa [pPOCTaBJIAETCS IITaMII
"Paccekpeueno". B ciydae, Korja pacCeKpeYeHHBIC €IMHMIIBI XPAaHEHUs/eIUHUIBI ydeTa BKIIIOYCHBI B
ONUCh JIeNl, JIOKYMEHTOB OTKPBITOTO XpaHEHUs (32 JIMTEpHbIMH HOMEpaMH WIM B BaJlOBOM
MOCJIEIOBATENIBHOCTH ), B CEKpeTHOMU onucH B rpade "[Ipumedanns” yka3piBaeTcsi KX HOBBIM HOMED.

[Tocne paccekpeurBaHMS K ONUCSAM JeJ, JOKYMEHTOB OTKPBITOTO U CEKPETHOTO XpaHEHHs
COCTaBJISIIOTCS HOBBIE HTOrOBble 3amucu 00 oObeMax (PAKTUUECKH YUTEHHBIX B HHUX E€IUHMIIL
XpaHEHUs/€JUHHUL yUeTa.

ITpu paccekpeunBaHUU OJITHOTO WJIM HECKOJIBKMX apXHUBHBIX JIOKYMEHTOB B COCTaBE CEKPETHOIO
Jiefa OHO OCTaeTCsl Ha CeKpeTHOM xpaHeHuH. K apxuBHOMYy mudpy Ha 00JI0kKKe 1ena K uHiaekcy 'c'
nobasinsercst Oyka "u". Homepa JIMCTOB PacCeKpeYEHHBIX apXMBHBIX JOKYMEHTOB HEPEUUCISIIOTCS B
rpade "llpumedanus" HAMPOTUB 3aroJiOBKa YaCTHYHO PACCEKPEUYEHHOTO Jeja, a TaKKe BO BHYTPEHHEH
onucu pgena. Ilpu oTcyTcTBMM B Jefie BHYTPEHHEH ONMCH CBEJIEHHS O PACCEKPEYEHHBIX apXUBHBIX
JIOKYMEHTaX OTPa)karoTCs B JINCTE-3aBEPUTENIE C YKa3aHUEM HOMEPOB COOTBETCTBYIOLIUX JIUCTOB.

B npaBom BepxHeM yriry 00J0KKH pacCeKpedeHHOro Jieia npocranisgercs mramn "PaccekpeueHo".
WNuneke "c", "cc" unu "oB" B HOMepe sie1a 3a4epKHUBAETCS.

Yuer APXMBHBIX JTOKYMEHTOB JIHYHOI'O ITPOUCXOKACHUSA

3.7.8. Yder NOCTYIUIEHHH apXMBHBIX JOKYMEHTOB JIMYHOIO IPOMCXOXKIEHUS, IEPEIaBaeMbIX
cOOCTBEHHUKOM B (heliepaibHyI0 COOCTBEHHOCTh, B COOCTBEHHOCTh CyObekTa Poccuiickoit deneparuu
WIA MYHUIUNAJIBHYI0 COOCTBEHHOCTb, BEJIETCSI Ha OCHOBAHMHU aKTa NpHEMa Ha XpaHEHHE JOKYMEHTOB
angHoro mnpoucxoxaeHus (npwiokenue N 10). K akTy mnpumaratoTcsi claToyHash OIKCh apXUBHBIX
JOKYMEHTOB M PELIEHUE DKCIIEPTHO-IIPOBEPOYHOM KOMHUCCHUHM apXHMBa WM DKCIEPTHO-IPOBEPOYHON
KOMHUCCHH YIIOJIHOMOUYEHHOTO OpraHa HCIHOJHUTENbHOM BiacTu cyOobekTa Poccuiickoir denepanuu B
cdepe apxuBHoro nena (nanee - 1K) o npueme 3TUX JOKYMEHTOB B apXUB.

VY4er apXUBHBIX JOKYMEHTOB JINYHOTO MTPOUCXOXKACHUS, HAXOASIINXCS B YACTHOW

VY4er apXUBHBIX TJOKYMEHTOB JMYHOT'O MIPOUCXOXKACHUS, HAXOIAIINXCS B YACTHON COOCTBEHHOCTH,
nepeJaHHbBIX 10 JIOTOBOPY HAa XpaHEHHWE B apXMB, OCYLIECTBIISIETCS B YCTAHOBJIIEHHOM HOpSAKe (CM.
m. 3.7.11).

M3MeHeHnsl KOJIMYEeCcTBa U COCTaBa apXMBHBIX JOKYMEHTOB JINYHOTO NTPOUCXOKIAEHHS B PE3yJbTaTe
UX OMHCAHHUS JOKYMEHTUPYIOTCS aKTOM ONHUCAHHUS JIOKYMEHTOB, Ha OCHOBAaHUU KOTOPOI'O BHOCSTCS
WU3MEHEHHUS B YUETHbIE IOKYMEHTHl. Ha JOKyMEHTBI, HE MoAIekKallue XPaHEHUIO B apXUBE, COCTABIISAETCS
aKT BO3BpaTa JOKYMEHTOB COOCTBEHHUKY B JIBYX 3K3EMIUISIPax, OJUH U3 KOTOPHIX BMECTE C IOKYMEHTaMH
nepeaaeTcsi COOCTBEHHHKY.

He nomyckaercs XxpaHeHHe B apXuB€ HEYYTEHHBIX apXMBHBIX JOKYMEHTOB JINYHOTO
IIPOUCXOXKICHUS.

Y4er JOKYMEHTOB 110 JINYHOMY COCTABY

3.7.9. Y4eT HOKyMEHTOB MO JUYHOMY COCTaBY, 3a HMCKIIOYEHUEM IMPHUHATHIX IO JOTOBOPY Ha
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XpaHEHHWE B apXUB JOKYMEHTOB IO JUYHOMY cocTaBy (cMm. 1. 3.7.11), ocymiecTBisieTcs Ha OOIIMX
OCHOBAHHUSIX.

Y4er Koaru4ecTBa XpaHsIIMXCs B apXUBE JOKYMEHTOB I10 JIMTYHOMY COCTaBY IMPOBOJIUTCSI HA OCHOBE
UX MOJcYeTa MO JUCTaM (DOHIOB W OMUCSAM JeN MO JMYHOMY COCTaBy C (PHKcalued pe3ysnbTaToB IO
KaKI0MYy (OHYy U CyMMAapHO I10 apXHMBY B KHUTE Y4eTa JOKYMEHTOB T10 JIHYHOMY COCTaBY (IIPOU3BOILHOM
dbopmpbI).

[To pe3ynbpratam MPOBEICHHS SKCIEPTU3bI IIEHHOCTH JOKYMEHTOB MO JMYHOMY COCTaBy IIO
UCTCUYCHUU 75-JIETHETO CpPOKA HMX XpPaHEHUS B YUYETHBIC JOKYMEHTHI BHOCATCS COOTBETCTBYIOIIHE
U3MEHCHUSI.

TAPAHT:

CM. Meronnyeckne pexoMeHAanuu "DKCHepTH3a IIEHHOCTH U OTOOp B cocTtaB ApXuBHOro (oHzaa
Poccuiickoit @enepanuu 10KyMEHTOB 10 JUYHOMY COCTaBy"

Yuert e, umeromux B 0popMiIeHHH APAroueHHble MeTALIbI 1 KAMHH
(m. 3.7.10 He pacnpoCcTPaHsIeTCHA HA TOCYIaPCTBEHHbIE U MYHHUIMIIAJIbHbIE My3€eH U 0UOJIHOTEKH)

3.7.10. ApxuB, XpaHAIMiA gena, WUMEOMmKe B O(GOPMICHHHM WIA B NPWIOKEHUH K HUAM
JparolieHHble METallyIbl U KaMHHU, B COOTBETCTBUM C 3aKOHOJaTelabcTBOM Poccuiickoir ®enepanuun
pEeruCTpUpyeTCss B COOTBETCTBYIOIIEH HMHCIEKIWK NpoOMpHOTO Ham3opa MuHHCTEpCTBAa (HUHAHCOB
Poccuiickoit @enepanuu.

VY4yer yKa3aHHBIX JeJl OCYLIECTBISET MAaTepUAIbHO OTBETCTBEHHOE JIMIO, C KOTOPBIM
PYKOBOJIUTENb apXHBa 3aKIOYAeT JOTOBOP O MaTEpUATbHON OTBETCTBEHHOCTH 33 COXPAaHHOCTh U y4eT
Jiel1, UMEIOIIMX B 0()OPMIIEHUH WM B IPUIIOKEHUU K HUM JPArolieHHbIe METAUIbl U KaMHH.

VYka3zaHHBIC JieNla IEPEAar0TCs MaTepUAIbHO OTBETCTBEHHOMY JIMITY Ha ceiipoBOe XpaHEHHUE, O YeM
JienaeTcs COOTBETCTBYIOMIast oTMeTKa ("'ceiihoBoe XxpaHeHHe') B ONUCH JIeN, TOKYMEHTOB, U BKJIFOUAIOTCS
B CIEIMAJbHYI0 WHBEHTAPHYIO KHUTY ydeTa JIeJ, MMEIOUINX B O(OPMIICHUH WM B TPUIOKEHUH K HUM
JparolieHHble MeTasibl M KaMHHU. JlaHHass WHBEHTapHas KHUIAa COCTaBIseTcs M BeleTcs B 3-X
sKk3eMIuIsipax. [1epBoIil 9K3eMIUISAp XpaHUTCS B TIOJPa3ICIICHNH, OCYIIECTBISIONIEM [IEHTPAIM30BaHHEIH (B
paMKax apxuBa) ydeT JOKYMEHTOB, BTOpOHl - y MaTepHalbHO OTBETCTBEHHOIO JMIA, TPETHH - B
Oyxrajarepuu apxusa.

Jlena BHOCATCS B MHBEHTApHYIO KHUTY IO TOPSAKY HOMEPOB apXHWBHBIX (POHIOB M OMHUCEH JNe,
JOKYMEHTOB, a BHYTPM KaXIOW ONUCH JeJ, AOKYMEHTOB - IO MOpsAAKYy HomepoB nen. Ha Oupke,
NPUKPETUIIEMON K OOJIOKKE KaXJ0ro Jerna (mpeaMeTa), yKa3blBaeTcsi HOMep, 32 KOTOPhIM OHO YYTEHO B
UHBEHTapHOI kHHre. Homep mpocramisiercss depe3 ApoOb C apXUBHBIM IIH(poM (HAampUMep, HHB.
N I/TAP®, ¢. 572, onn. 1, 1. 17).

K uHBeHTapHOW KHHI€ COCTaBJsIe€TCS WTOrOBas 3aluCh, B KOTOPOH IM(paMH M TMPONHUCHIO
yKa3bIBACTCSl KOJIMUYECTBO JIeN (TMPEIMETOB), BHECEHHBIX B KHHTY, JlaTa COCTaBJICHUS MTOTOBOW 3aIlVCH,
JIOJDKHOCTB M (paMuiIMs MaTepHaIbHO OTBETCTBEHHOTO JIMIIA.

JlucTel  MHBEHTAapHOW  KHUTH 10 Hadaja €€  3aloJIHEHUS ~ TPOHYMEpPOBBIBAIOTCS,
IPOIIHYPOBBIBAIOTCS M CKPEIUIAIOTCA MevaThio apxuBa. Ha o0opoTe mocieqHero JucTa KHUTH J1ETaeTcst
3alUCh O KOJMYECTBE JIMCTOB B KHUTE, KOTOpPasi 3aBEPSETCS MOJIMUCSIMHU PYKOBOAMUTENS apXUBa, TJIABHOTO
XpaHUTeNs (POHIOB M CKPETUISETCS NeYaThI0 apXHBa.

EsxeronHo cnenuanbHOM KOMHUCCHEH, CO3/1aBaeMON MPUKA30M PYKOBOIMTENS apXUBa, IPOBOJUTCS
WHBEHTApH3aNKs e, UMEIOINUX B OQPOPMIICHHH WA B TPWIOKEHUH K HUM JIparoleHHbIe METaLTbl U
KaMHHU. VHBeHTapu3auusi NpPOBOAMTCS TaKXKe B Cllydyae CMEHbl MaTepHalbHO OTBETCTBEHHOIO JIHIIA,
PYKOBOJUTENS apXHBa, INIaBHOI'O XpaHUTENs (poHI0B. Pe3ynbTraThl MHBEHTapU3aLUU O)OPMIISIFOTCS AaKTOM,
COCTaBJIIEMBIM B TpeX OK3EMIUIApax, OJUH M3 KOTOPBIX HANpaBlseTCs B COOTBETCTBYIOIIUI
YIOJIHOMOYEHHBIH OpraH MCIOJIHUTEIBHON BIACTH B c(epe apXUBHOIO JAea.
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YdeT apXUBHBIX JOKYMEHTOB, HAXOAAIIUXCS B YACTHOH COOCTBEHHOCTH, NPUHATHIX 10 IOTOBOPY HA
XpaHeHHE B apXHUB

3.7.11. Yuer noxymentoB ApxusHoro ¢onna Poccuiickoit @enepariiu, NpUHATHIX 110 IOTOBOPY Ha
XpaHEHUE B apXUB HA OCHOBAHWHU aKTa MpHUeMa-Nepesaud JOKYMEHTOB Ha XpaHeHue (npuioxenue N 9),
OCYILECTBIISICTCSI B OCHOBHBIX YUETHBIX JJOKYMEHTAX apXuBa ¢ COOJIIOJICHHUEM CIICAYIOUIMX OCOOCHHOCTEH:

B KHUT€ yd4eTa IOCTYIUICHWH IOKYMEHTOB (Tprmiokenue N 5) yKa3blBalOTCS COOCTBEHHHMK MWIIH
BIajenen; JokymMeHToB (rpada 3), HoMep M jJara akra mpuema-nepenadu (rpada 4), mara MOAMHCAHHS
JIOTOBOpA O IEpeaue U CPOK JEHCTBUS 10T0BOPA;

Opu BKIIOYEHHH apxuBHOro ¢oHma B cnucok ¢oupoB (mpuioxenue N 6) K ero HoMmepy
nobasisiercst uuaeke "" ("moroBop"), KOTOPBIA COXpaHIETCS 32 HUM BO BCEX YYETHBIX TOKYMEHTaX U
apXUBHBIX MH(pax eIUHUI] XpaHeHus, eAuHull yueta; B rpade "lIpumeuanus" cnucka GOHIOB Takxke
YKa3bIBAIOTCS COOCTBEHHUK WJIM BIIAJIEJIEL] apXUBHBIX JIOKYMEHTOB, JlaTa MOANMCAHUSA U CPOK JEHCTBUS
JIOTOBOPA.

KonuuecTBo apXuBHBIX (OHIIOB, MPHUHATHIX IO JAOrOBOPY HAa XpaHEHUE B apXuB, YKa3bIBAETCS
OTJICIbHON CTPOKOI B UTOTOBBIX 3aMUCAX B CIHCKE (POHIOB, KHUIE y4eTa MOCTYIUICHUIH TOKYMEHTOB.

OK3eMIUISIp A0r0BOpa, 3aKJIOUYEHHBIH ¢ COOCTBEHHUKOM WIIM BIIAJIEIIbLEM apXUBHBIX JOKYMEHTOB,
BKJTIOYAETCS B J1e710 (OH/IA.

[Ipu BBIOBITHHM apXUBHBIX JOKYMEHTOB apXWBHOTO (POHIA B CBSI3U C HMCTEYCHHEM CpPOKa €ro
XpaHEHUs1 B COOTBETCTBUM C JIOTOBOPOM €r0 HOMEpP HE MOXET OBIThb IPHUCBOEH JAPYroMY ApXUBHOMY
donny.

[TpunsThle 10 JOrOBOPY Ha XpaHEHHWE B apXWUB JOKyMeHThl ApxuBHoro ¢onaa Poccuiickoit
Oenepalyiy, HaXOAMBIIMECS B YaCTHOM COOCTBEHHOCTH W Ha 3aKOHHOM OCHOBaHHMH IMeEpelIeAlIne B
benepabHyt0 COOCTBEHHOCTh, COOCTBEHHOCTh cyObekTa Poccuiickoit denepanuu Win MyHUIIATIATBEHYIO
COOCTBEHHOCTb, YUHUTBIBAIOTCS B OCHOBHBIX YUYETHBIX JJOKYMEHTaX HapaBHE C OCTAJIbHBIMH JOKYMEHTaMHU
apxuBa. B yueTHBIX JAOKyMEHTaX W apXUBHBIX IIH(pax €IUHUIL] XpaHEHMs, equHHI] ydyera uHaekc "1
3auepkuBaetcs, B rpady "llpumedanus" criucka GOHIOB BHOCITCS COOTBETCTBYIOIINE CBEJICHUS.

ApXUBHBIE JOKYyMEHTBI, HE BKJIIOUEHHBIE B YCTaHOBJIEHHOM IMOPSAJIKE B cOCTaB ApXMBHOTO (poHaa
Poccuiickoit @enepannn, B TOM YUCIE JOKYMEHTBHI MO JUYHOMY COCTaBY, MPHUHATHIE MO JOTOBOPY Ha
XpaHEHHE B apXMB, YUUTHIBAIOTCA OTAEIBHO OT TO0KyMeHTOB ApxuBHOro (onna Poccuiickoit deneparum.
Jlng ux yuyera BemyTcsl OTHENbHBIE CNMCOK (DOHAOB, KHUra y4yeTa MOCTYIJICHUH JOKYMEHTOB, a TaKXke
JUCTHI (OHNIOB U APYTHE YUETHBIE TOKYMEHTHI.

Yuer xonmuii APXUBHLIX JOKYMEHTOB Ha NpaBax nmoAJJMHHUKOB

3.7.12. KonusMu apXMBHBIX JOKYMEHTOB Ha IpaBax MOJJIMHHHMKOB SBIISIFOTCS BKJIIOUEHHBIE B
YCTaHOBJICHHOM IOpsAIKe B cocTaB ApxuBHoro ¢ponaa Poccuiickoit denepannu:

MUKPO(QHIbMBI apXUBHBIX JOKYMEHTOB, U3TOTOBJIEHHbIE U 0OopMIIeHHbIE (POHI000pa3oBaTeIeM B
COOTBETCTBHUH C CYILECTBYIOIIMMHA HOPMaTUBaMU;

KOIUU apXUBHBIX JJOKYMEHTOB, MO/UIMHHUKHA KOTOPBIX YTpauyeHbl UM HAXOASTCS B COOCTBEHHOCTH
IOPUJINYECKUX WM (PU3NYECKUX JIUI], B CHITy YeTO HE MOT'YT IOCTYIHUTh Ha MOCTOSTHHOE XPaHEHHE B apXUB;

KOITMH apXMBHBIX JOKYMEHTOB, IepemenieHHbIXx B CCCP B pesynbrate BTOoOpoit MUpOBOI1 BOWHEI U
HaxoZAIMXcs Ha Tepputopuu Poccniickoit denepanuy, NOJJIMHHUKY KOTOPBIX BO3BPAILEHbI B CTPAHBI UX
IIPOUCXOXKICHUS.

Konum apxuBHBIX JIOKyMEHTOB Ha IpaBaXx IO/JUIMHHHUKOB, II€PElaHHbIE B  apXUB
(doHn000pa3oBareseM, yUUThIBAIOTCS B COCTaBE €ro (poHAa MO OTIENBHON OMUCH Jell, TOKyMEHTOB. [Ipu
aTOoM B rpade ganHou omucu "KomnyecTBo MMCTOB" Yepe3 Apo0h yKa3bIBACTCS TAK)KE KOJIMYECTBO KaJIPOB,
OTCHATBIX C OJTHOTO Jiena.

Konuu apXxuBHBIX JOKYMEHTOB Ha IIpaBaxX IOJUIMHHHUKOB, OTCHATBHIC C IOJUIMHHBIX JOKYMEHTOB,



KOTOPBIC YTPAYCHBI HJIM HAXOSATCS B COOCTBEHHOCTH IOPUINYECKUX WU PU3NICCKUX JIHII, & TAKIKE KOTHH
NEPEeMEUICHHBIX JIOKYMEHTOB, MOJJIMHHUKUA KOTOPBIX BO3BpAILllEHbl B CTpPaHbl UX MPOUCXOKIACHUS,
GOpMUPYIOTCS B apXUBHBIC KOJUICKIIMU. APXHUBHBIC KOJUICKIIMM YYHUTHIBAIOTCA B CHHUCKE (DOHIOB
(npunoxenrie N 6) B yCTAHOBJICHHOM HOPSJIKE.

Konuu apxmBHBIX JTOKYMEHTOB Ha IpaBax MOJJIMHHUKOB, W3TOTOBJICHHBIE MAIIMHOMUCHBIM WM
aeKTporpaduyeckuM CHocoOOM C apXMBHBIX JOKYMEHTOB Ha OyMa)XHOW OCHOBE, a TakKe KOIUU
ayJMOBU3YaAJIbHBIX JOKYMEHTOB (OPMHPYIOTCS B €IWHHUIBI XPaHEHUS/CIUHUIIBI y4yeTa, KOTOphIE
YUUTHIBAIOTCS B OMUCAX JEJ, JOKYMEHTOB MO aHAJOTUM C MOJUIMHHBIMA apXUBHBIMU JOKYMEHTaMH Ha
COOTBETCTBYIOIIUX HOCUTEIISX.

3a eMHUIlY XpaHEHHS KON apXHUBHBIX JTJOKYMEHTOB Ha MpaBaxX MOJJIMHHUKOB, U3TOTOBJICHHBIX B
BUJIC MUKPOKONHHA, NpUHUMAaeTcs (U3NYECKH 000COOJICHHBIH PYJOH MHUKpO(UIbMA WM KOMILIEKC
MUKPO(UII BHE 3aBUCUMOCTH OT KOJUYECTBAa OTCHSTBHIX HA HEM JEJI M apXUBHBIX JOKyMEHTOB. Kaxmas
eMHMIIA XPAaHEHMsI YYUTHIBACTCS B OMHCHU JeJ, JOKYMEHTOB IIOJ CaMOCTOSTEIbHBIM HOMEpoM. B
WTOTOBOM 3aIllMCH K OIKCHU JIeJ, TOKYMEHTOB HApSAIy C KOJMYECTBOM CIMHHI] XPAHCHHUS MHKPOKOIIHIA
YKa3bIBAETCSl CYMMapHOE KOJIMYECTBO COCTABIISAIOIINX HX KaJIpOB.

Ydet JmcToB B ejie, GoTooTnedaTkoB B GoT0ATbOOME, eTMHUIl XPAHEHHUSI B COCTaBE eUHHUIIBI
yuyeTa ayIMOBU3YyAJIbHbIX JOKYMEHTOB

3.7.13. KomuuyecTBO JMCTOB B Je€id€ U E€IUHMUIl XPaHEHUs B COCTaBe EAMHUIBI Yydera
ayJMOBU3YAIbHBIX IOKYMEHTOB YYUTHIBACTCS HA OCHOBE X HyMepaIuu U QUKCUPYETCS:

JHMCTOB B JIeJIe - B JIUCTe-3aBeputene (npuioxenre N 3) U B COOTBETCTBYIOLIEH rpade onucu nen,
JOKYMEHTOB (ripuiioxenust N 7-8);

¢doroorneuaTtkoB B (oToasbbOMe - BO BHYTpeHHeH ommcu ¢oroanrpboMa, a TaKxke B
COOTBETCTBYIOIICH rpade onucu HoToaibOOMOB;

€IMHULIBI XpPaHEeHUs APYIUX ayAHMOBU3YaJIbHBIX IOKYMEHTOB - B COOTBETCTBYIOLIMX I'padax onucei
9THX JIOKYMEHTOB.

[Tpu y4yere enuHUI] XpaHEHHSI B COCTABE €IMHHIIBI yUeTa ayINOBU3yaIbHBIX JOKYMEHTOB:

€/IMHULIBI XpaHEeHUs AuadUIbMOB pacloyararoTcs Mo NOpsSAKY HOMEPOB PYJIOHOB;

€IMHUIBl XPAHEHUS KUHOJAOKYMEHTOB pAacIlOJIaraloTCsi IO DJIEMEHTaM KOMIUIEKTa, BHYTPH
KOTOPOT'0 HyMEpYIOTCS IO HOPSIIKY HOMEPOB YacTel;

€/IMHUIIBI XpaHEeHUs! (OHOTIOKYMEHTOB PACIIOIaraloTCs B MOPSIKE MPOU3BOACTBEHHBIX HOMEPOB.

Yuer crpaxoBoro ¢poHaa u poHAa MOJIH30BAHUS

3.7.14. O6bvem crtpaxoBoro ¢GoHma © (PoHZA TOIB30BAHUS H3MEPSETCS B  EIMHHUIAX
XpaHEHUS/€TUHUIIAX y4eTa, a TAKXKE B!

KaJ[pax - JIsl KO apXUBHBIX JOKYMEHTOB Ha OyMa)XHOW OCHOBE U ()OTOJOKYMEHTOB;

MeTpax - JJIs KO KHHOJIOKYMEHTOB;

BPEMEHH 3BYUYaHUS - JIJIsl KOTHA (DOHOIOKYMEHTOB;

B MerabaiTax - JUIsl KOTTHI 3JIEKTPOHHBIX JOKYMEHTOB.

[Tpu >TOM OTIENBHO YUUTHIBAIOTCS CTPAXOBBIE KOMMHMH YHUKAIBHBIX JOKYMEHTOB U 0CO00 IEHHBIX
JIOKYMEHTOB ¥ KOMWU (DOHIA TOJIb30BAHUS, OTCHATHIE C apXWUBHBIX JIOKYMEHTOB Ha OyMa)XHOW OCHOBE
(pa3menbHO HA  PYJIOHHOW TIUIEHKE W MHUKpOQHINAX); KHHOJOKYMEHTOB; (DOTOJOKYMEHTOB;
($hOHOTIOKYMEHTOB; BHI€0()OHOTPAMM; SJICKTPOHHBIX JOKYMEHTOB.

VY4er BeeTcst o KHUTaM y4eTa MOCTYIUICHUH cTpaxoBoro GoHaa v OH/a MOJIb30BAHUS U OTIHCIM
cTpaxoBoro (oHAa. YUeT MOCTYIJICHHUS U BHIOBITHS CTPaXOBBIX KOMHI OCYIIECTBIISETCS Ha OCHOBAHHUH
3aKa30B Ha HW3TOTOBJICHHE CTPAxXOBBIX KOMHH M KoM (OHIA TOJB30BaHUS, AKTOB IpHUEMa-Tiepenaydn
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CTPaxOBbIX KOMHI HA CIELUATBLHOE XPAaHEHUE U JIPYruxX akToB. K KHHraMm yudera mOCTYIICHUN €XKEeTrOqHO
COCTaBJISICTCS] UTOTOBAs 3aMKCh.

Onucu cTpaxoBoro (oHAA COCTABISAIOTCS B 3 dK3eMIUmsipax. [lepBbie 3K3eMIUISPHI MEPenatoTcs
BMECTE CO CTPaxOBBIMU KOMUSAMHU YHUKAJIBHBIX TOKYMEHTOB U 0CO00 IIEHHBIX JTOKYMEHTOB B CIIEI[HAIbHBII
apXHB, BTOPBIE U TPEThU OCTAIOTCS B apXUBE.

[To Mepe KonMpoOBaHUS U MEepeladyl CTPAXOBbIX KOMHUIl YHUKAIBHBIX TOKYMEHTOB U 0CO00 LIEHHBIX
JIOKYMEHTOB B CII€LIUaJIbHBIA apXUB K OMUCSIM CTPaxOBOr0 (JOHJA COCTABISIOTCS HOBbIE UTOTOBBIE 3aIIUCU
B YCTaHOBJICHHOM Mopsiake (cm. 1. 3.5.0).

B ommcax pgen, nokymentoB B rpade "llpumeuaHus" HampOTHB 3arojoBKa CKOIMHUPOBAHHOM
€IMHUIBl XpaHEHUs/eMuHUIBl ydeTa npocraBiserca mramn "CO". Ecium ckomupoBaHbl Bce jena,
JIOKYMEHTBI, BKJIFOUEHHBIE B ONUCH, mTaMIil "CD" nmpocTaBiIseTcss TOJIBKO HA TUTYJIBHOM JIUCTE U OOJIOKKE
OMUCH JIeJl, JOKYMEHTOB.

3.7.14.1. 3a eguHUIly XpaHEHUsI/€IUHUILy y4eTa CTPaxoBOro (hoHAa YHHKAIbHBIX HOKYMEHTOB U
0cO000 IIEHHBIX JOKYMEHTOB Ha OyMa)XHOM OCHOBE Ha PYJOHHOW IUIEHKE NpPUHUMAETCA (PU3nyecKku
000CO0JICeHHBII pyTOH MUKPODUIbMA.

B kHury ydera moctyrmieHui ctpaxoBoro ¢oHa U (GoHAa MOJB30BaHUS HA PYJOHHOH IUICHKE B
BaJIOBOM MOPsIIKE (BHE 3aBUCUMOCTH OT (DOHIOBOM MPUHAIICKHOCTH JOKYMEHTOB) HA OCHOBAHUU 3aKa3a
HA U3TOTOBJICHHE CTPAXOBBIX KOMHM 3aHOCUTCS KaXKJasi eqUHUIA XpaHeHUs cTpaxoBoro gouaa. [lo kuure
ydera noctyruieHui (rpada 1) equHUIaM XpaHeHHs CTPaxoBOro (OH/Ia MPUCBAUBAIOTCS YUETHBIC HOMEPA,
KOTOPBIE SBIISIOTCA COCTABHOM YaCThIO UX APXUBHBIX MIU(POB.

Ha Bce cTpaxoBble KONMHMHM YHUKAIBHBIX JOKYMEHTOB W 0CO0O IIEHHBIX JOKYMEHTOB BHE
3aBUCHUMOCTH OT HUX (DOHIOBOM MPUHAIJICKHOCTH COCTaBISIETCS OMHUCH CTPaxoBoro ¢GoHma, HyMeparus
€IMHHI] XPAHCHUS CTPAXOBOr0 JOH/A B KOTOPOUW COOTBETCTBYET YUCTHBIM HOMEpaM, IPUCBOCHHBIM UM IO
KHHUT€ y4eTa MOCTYIUICHUM.

ApXMBHBIM HIM(PPOM €IUHUIIBI XPaHEHUS CTPaXxoBOro (OHJA SIBISIETCS Ha3BaHUE apXKBa, HOMEP
OTHCH CTPaxoBOTo oHIa, HOMEP y4eTa eIUHUIIBI XpaHEeHUs cTpaxoBoro ¢oHaa ¢ 1o0aBIeHUEM WHICKCA
"Co".

3.7.14.2. 3a enuuunly yuyera CTpaxoBoro (QoHAAa [OKYMEHTOB Ha OyMaXHOW OCHOBE Ha
MUKpOQHUIIAX TPUHUMAETCS OJJHA WJIM HECKOJIbKO MUKPO(UII, OTCHATBIX C OJJHOTO Jie]a U MIOMEIICHHBIX B
OJINH KOHBEPT, 32 €AMHUILY XPAHCHHS - MUKPOQHIIIA.

[To xuure y4era MOCTYIJIEHHH cTpaxoBoro (ouaa U (oHAA MONB30BaHUS HAa MHKpOdHUIIaxX
KKJIOMY TIOCTYIIJICHUIO TIPUCBAUBACTCS MOPSIKOBBIN HOMep. KomuecTBeHHbIE MOKA3aTeNu BHOCSTCS C
yueToM (OHIOBOM MPUHAICKHOCTH OTCHSITHIX KOMHHA MO KaKIOMY apXWBHOMY (DOHIY U OMUCH Jed,
JIOKYMEHTOB OTJIETHHO.

Onucu crpaxoBoro (oHAa Ha MUKPOQHILIAX COCTABISIOTCS pa3/eIbHO Ha CTPaxOBbIE KOMHUU
KaKJIOTO apXUBHOTO (OH/IA, OJTHY WJIH HECKOJIBKO €TO OIHUCEH.

Y4eTHBIM HOMEpPOM E€AMHUIIBI ydeTa CTpaxoBoro ¢oHaa u ¢GOHAA MOITH30BaHUS JTOKYMEHTOB Ha
OyMaXxHOW OCHOBE, W3TOTOBIEHHOTO Ha MHUKpPOQUIIAX, SBISETCS YYETHBI HOMEp OTCHSATOTO Jea,
aApXUBHBIM IIH(POM - COOTBETCTBEHHO apXUBHBIN mKdp OTCHATOrO Aena ¢ nodasieHueM uHjaekca "Cd" -
st crpaxoBoro gouga u "I1" ("[Tozutus"), "J1" (Auazokonws) - ans ¢hoHIA TOTB30BaAHUS.

3.7.14.3. EnuHunbl XpaHEHUs/€AWHHIBI ydeTa cTpaxoBoro ¢oHmaa u (QoHIa TMOIH30BAHUS
ayUOBU3YAIbHBIX JOKYMEHTOB HWICHTHYHBI €IUHUIIAM XPaHEHHs/CAMHUIIAM yueTa ayIuOBU3YaIbHBIX
JIOKYMEHTOB.

CrpaxoBble KOMHHU KHHO- M (OTOJAOKYMEHTOB YUHMTHIBAIOTCS HE3aBHCHUMO OT BHJAa KHHO- U
($OTOIOKYMEHTOB B KHUTAX ydeTa MOCTYIJICHUN U OTUCAX CTpaxoBoro ¢hoHaa u (poHa moJIb30BaHUS.

CrpaxoBble komuu (OTOAOKYMEHTOB Ha MArHUTHOM JIEHTE M TPaMOPUTHHAIIOB U3-3a HUX
000COOJICHHOTO XpaHEHHsI YIUTHIBAIOTCS B PA3HBIX KHUTAX y4eTa MOCTYIUICHUH U OTIHCSX.

B WTOroBhIX 3amMcsX KHUT ydeTa TMOCTYIUICHMH W omnuced crpaxoBoro (ouma u ¢oHma
MOJIb30BaHUS KUHO(POTONOKYMEHTOB M (DOTOJOKYMEHTOB HA METANIMYECKUX IUCKAX JOMOJHUTEIHHO
MOJKET YKa3bIBaThbCsS KOJIMYECTBO EIMHHUIl XPAHEHHsS] COOTBETCTBEHHO NPOMEXKYTOUYHBIX IO3UTHBOB H
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KOHTPATHUIIOB; TO3UTHBOB U 1y0ub 6 -HeraTtuBoB; HeueTHBIX (I) 1 uetnbix (II) rpamopuruHanos.

B uTOroBBIX 3amMcSIX K OMUCSAM CTPaxOBbIX KOMHM KUHO(GOTO(HOHOJOKYMEHTOB YKa3bIBAaeTCs
TaKXe X 00beM B MeTpax, Kaapax, yacax 3BydaHusl.

Homep eaunuibl yueta crpaxoBoro ¢onna KuHOGOTO(HOHOIOKYMEHTOB EPEHOCUTCS B OMUCH U3
KHUTH  y4deTa TIOCTYIUIGHHH. ApXUBHBIM IMHUGPOM  €IUHHMIBI  ydeTa CTpaxoBoro  (oHma
KMHO(POTO(HOHOJOKYMEHTA SIBJISIETCS Ha3BaHHME apXHBa, HOMEP EIMHHUIBI y4yeTa CTpaxoBoro (GoHaa c
nobGasienneM nHuekca "CoD".

3.7.14.4. Yder xonuil apXxUBHBIX JOKYMEHTOB, CO3/JIaHHBIX B IPOLIECCE HMX HCIOJIb30BaHUS U
BKJIIOUEHHBIX B ()OH]I TIOJIb30BaHUS, BEIETCS B apXUBE B OTJICILHON KHUTE yueTa KOMHM 3TUX TOKYMEHTOB.

Yuer My3elHbIX peAMeTOB U OMOJIMOTEeYHBIX (POH/I0B

3.7.15. Yuer My3elHBIX IPEAMETOB, ABJISIFOLIIUXCS BIOKEHUEM B JIENIO, BEIETCS B YCTAHOBJICHHOM
nopsiake (em. 1. 3.7.13).

My3elinble peaMEThI, HE SBISIOIIMECS BIOXKEHUSIMHU B JEIJI0, IPUHATHIE HA XpPaHEHUE B COCTaBE
apXuUBHOTO (DOHIA, YIUTHIBAIOTCA B COCTaBe 3Toro ()OHAA KaK eIWHUIBI XpaHeHUs. [Ipu 3HaYnTEIHHOM
KOJIMYECTBE TAKUX CAMHUI] XPAaHEHHUS HA HUX COCTABIIACTCS OTAC/IbHAS OMKCH JIET, JOKYMEHTOB.

Bxurouenue B cocraB MyseitHoro ¢onaa Poccuiickoit denepannu ¥ yueT NaHHBIX MY3EHHBIX
MPEJAMETOB  OCYIIECTBISIIOTCSI B COOTBETCTBHM €  MOPSJAKOM, YCTAaHOBJICHHBIM  CHEIUATBHO
YIIOJTHOMOYEHHBIM (heJiepaTbHBIM OPraHOM HCIIOIHUTENBHON BiacTu st My3seitHoro ¢onna Poccuiickoit
®denepauuu.

VYyer My3eHHBIX NPEIMETOB, COAECPKALIMX JPArOLEHHbIE METaUIbl W KaMHHU, BEIETCi B
yCTaHOBJICHHOM mopsiake (cm. 1. 3.7.10).

3.7.16. Yyer OubiuoreyHoro (crpaBOYHO-UH(POPMALMOHHOTO) OHIA apxuBa BeleTCs B
COOTBETCTBUHU C TIOPSIKOM, YCTAaHOBJICHHBIM CIEIMATBHO YIOJHOMOUYEHHBIM (eepalbHbIM OpPraHOM
UCTIOTHUTENLHOM BIIACTH 17151 OMOIHOTEYHBIX (DOH/IOB.

IV. Opranmnsanusi KOMIVICKTOBAHHUS apXMBa JOKYMEHTaMu apXuBHOro ¢ponaa Poccuiickoit
denepanuy U APYrUMH ApXUBHBIMHU JOKYMEHTAMU
(B pa3zesie Ha rOCYAapPCTBEHHbIE © MYHUIIUNIAJIbHbIE My3ed U OMOJIHOTEKH PACHPOCTPAHAIOTCS
nm. 4.3,4.3.1,4.3.2,4.4.2,4.4.3,4.4.4,4.7)

4.1. CucremaTnueckoe IONOJIHEHHE apXuBa JOKyMeHTamMH ApxuBHOro (onaa Poccuiickoii
®enepanyu (KOMIUIEKTOBAHUE apXMBa) BKIIIOYAET:

OIpeie/IEHNE NUCTOYHUKOB KOMIIJIEKTOBAHMSI apXHBa;

OIpezieNIeHUe COCTaBa apXUBHBIX JOKYMEHTOB, MOJIEKALIUX IPHEMY B apXUB;

npueM-nepeiady apXUBHbBIX JOKYMEHTOB B apXHUB.

N CcTOoYHNKHN KOMILIEKTOBAHMSA apxmBa

4.2. T'ocygapCTBEHHbIE OpraHbl WU OpraHbl MECTHOIO CaMOYIPAaBJICHHS BKJIIOYAIOTCA B CIHCKH
HUCTOYHUKOB KOMIUIEKTOBAHUS TOCYJaPCTBEHHBIX U MYHUIIUTIATHHBIX aPXUBOB B 00532 TEIHLHOM TOPSIAKE.

HcTounnkaMy KOMILIEKTOBAHUS ApXHWBa BBICTYIIAIOT TAKXKEC OPraHu3alliu U I'paXJaHE, B IIPOLECCC
JeSTEIbHOCTH KOTOPBIX 00pa3yroTcs ToKyMeHThl ApxuBHOro gonaa Poccuiickoit denepanuu.

HerocymapcTBeHHBIE OpraHHM3alWd, a TaKKe TpakIaHe BKIIOYAIOTCS B CIHUCKA HCTOYHHKOB
KOMIIJICKTOBAHUA apXrUBa HA OCHOBAHUH JOr0BOpa.

HerocynapcTBeHHble OpraHM3alyd, BPEMEHHO XpaHSIIME JOKYMEHTh ApXHWBHOro (QoHAa
Poccuiickoit ®denepanuu, oTHOcAmuecs K (enepanbHOM COOCTBEHHOCTH, COOCTBEHHOCTH CYOBEKTOB



Poccuiickoit ®enepanuu UaM MYHHIMIAILHOW COOCTBEHHOCTH, BKIIOYAIOTCS B CIMCKH HCTOYHUKOB
KOMILJIEKTOBAHMS TE€X apXHWBOB, ICTOYHUKAMHU KOMILJIEKTOBAHMS KOTOPBIX SIBJISIUCH UX MPEAIIECTBEHHUKU
- TOCYZApCTBEHHBIE U MYHUIIUIIAIbHBIE OPTaHU3ALNH.

4.2.1. OtHeceHMe K HCTOYHHMKAM KOMIUIEKTOBAHMS apXWBa IPOU3BOAUTCS HA OCHOBAaHUHU
KPUTEPUEB:

JUISl OpraHu3aLMii:

(GyHKIIMOHAIBHO-1IEJIEBOI0 HAa3HAYEHUS! OpraHU3alMy (IJi TPYMIbl OpraHU3alHi, BHIIOIHSIIOIINX
aHAJIOTMYHBIC (DYHKIUU, HCTIONIB3yeTCsl (hOpMa BEIOOPOYHOTO MIPHEMA);

MOJIHOTBI OTPaXeHUsS HMH(GOPMALUU O AEATEIbHOCTH OpPraHMU3allMd B apXMBHBIX (DOHAAX APYTUX
OpraHu3aLui;

JUISL TPaXKaH:

BKJIaJ] Tpa’KJaHUHA B Pa3BUTHE HAYKU, KYJIbTYPbI U APYrUX 00JacCTeN NeATEIbHOCTH;

€ro poJib B KaUeCTBE yYaCTHHKA, OYEBU/ILIA BBIIAIOIINXCS COOBITUH B )KU3HH OOIIIECTBA;

POJICTBEHHBIE, IpPYKECKHE, TBOPUECKHE CBSI3U TpaxkJaHWHA, MeECTO palboThl, 3aHUMaeMmas
JOJKHOCTB;

TUIIUYHOCTh €r0 APXUBHBIX JIOKYMEHTOB JJISl ATIOXH (JOKYMEHTHI "pAI0BBIX" rpaKaaH);

COCTaB U COJIep’KaHue COOPAHHBIX IPAKIAHUHOM apXUBHBIX JIOKYMEHTOB.

CnHuCcKH HCTOYHHKOB KOMILJIEKTOBAHUS apxuBa

4.2.2. COUCKM HCTOYHUKOB KOMIUIEKTOBAHUSI COCTaBJISIOTCS apXMBOM Ha OCHOBAaHHUHU
3aKOHOJIaTeILCTBA 00 apXuBHOM Jnene B Poccuiickoit denepanuu, HopMm 1. 4.2 u 4.2.1 HaACTOSIIHMX
[IpaBui, a Takke peKOMEHJAIUi CeUaIbHO YIOJIHOMOYEHHOTO (heIepaJbHOr0 OpraHa uCIOJHUTENIbHON
BJIACTH B cdepe apXUBHOIO JieNa, IMOJATOTOBJIEHHBIX CaMOCTOSTENbHO WJIM COBMECTHO C JPYTUMHU
denepanbHBIMU OpraHaMU HCIOJIHUTEIbHOW BIACTH, B TOM YHCJIE OCYLIECTBIISIIOIIMMU JEMO3UTapHOE
XpaHeHHe JOKyMeHTOB ApxuBHoro ¢onja Poccuiickoit denepannn.

ApXUB BeJIET CIIUCOK OpraHU3aluil - HCTOYHUKOB KOMITJIEKTOBAHUS 110 YCTaHOBIIEHHOH (opMe.

Cnucok rpaxnaaH (COOCTBEHHHMKOB WM BJAJEIbLEB APXUBHBIX JOKYMEHTOB) - HCTOYHHKOB
KOMIIJIEKTOBAHUS BEJETCS 10 MPUHATON B apxuBe popme ¢ 00s3aTenbHBIM yKa3aHHeM (haMuIIni, UMEH,
OTYECTB, aJ[PECOB MECTA JKUTEIbCTBA, OPUINUECKOr0 000OCHOBAHUS BO3MOKHOCTH MEepeaaun UX apXUBHbBIX
JIOKYMEHTOB B apXHUB.

B apxuBe, npyHMMAaIONEM Ha XPaHEHHUE Pa3jIUYHbIC BBl APXUBHBIX JOKYMEHTOB, COCTABISAIOTCS
U BEAYTCA CaMOCTOATENIbHbIE CIIMCKUA OPraHU3alui - ICTOYHUKOB KOMIIJIEKTOBAHMS HayYHO-TEXHUYECKON
JOKyMEHTAlMel, CHUCKM OpraHM3aludid - HWCTOYHMKOB KOMIUIEKTOBAHMS  ayJUOBU3YaJbHBIMHU
JIOKYMEHTaMHU.

4.2.2.1. TIpoexThl CIUCKOB HCTOYHUKOB KOMIUIEKTOBAHUS (DelepalbHbIX TOCYAapCTBEHHBIX
apXMBOB IOCJIE PACCMOTPEHUS UX Ha 3KcrepTHO-1poepouHoil komuccuu (DIIK) apxuBa npeacrapnsoTcs
Ha cornacoBaHue LleHTpanmbHOM  sKcmepTHO-TipoBepounHoil  komuccuu  (L[DIIK)  cmenumansHO
YIIOJHOMOYEHHOTO (eiepalbHOr0 OpraHa HCIHOJHUTENbHOM BiacTU B cdepe apXUBHOTO JIeNa;
rOCyJapCTBEHHBIX apXUBOB cyObekTa Poccuiickoit dexepanuu ¥ MyHHIMIIAIBHBIX apXWBOB - Ha
cornacoBanue OIIK ymosHOMOYEHHOTO OpraHa WCIOJHUTEIBHOW BiIacTH CyObekTa Poccuiickoit
Oenepanun B chepe apXUBHOTO Jiena; opranusanuii Poccuiickoii akagemMuun Hayk - Ha coriacoBanue DITK
ApxuBa Poccuiickoli akaieMun HayK.

Pemenune 1DIIK cnenuanbHO YHOJTHOMOYEHHOTO (peepalbHOTO OpraHa MCIOJIHUTENBHON BIACTH
B cdepe apxuBHOro jmgena, OIIK ymomHOMOYEHHOTO oOpraHa WCIOJHUTEIHPHOM BJIACTH CyOBEKTa
Poccuiickoit ®enepauuu B cdepe apxuBHoro nena, IIIK ApxuBa Poccuiickoii akajgeMuu Hayk o
COIJIaCOBAHUU CIIMCKA UCTOYHUKOB KOMIIJIEKTOBAHUS apXUBA SIBJISIETCS. OCHOBAHUEM ISl €70 YTBEPKICHUS
PYKOBOJICTBOM ~ COOTBETCTBYIOIIETO apXuBa WJIM OPraHOM MECTHOIO  CaMOyIlpaBleHUs (Ui
MYHULIMINIAJIBHBIX ApXUBOB), Ipe3uanymMoM Poccuiickoil akaneMun Hayk.
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ApXHUB BIpaBe BECTH CIIMCOK BO3MOXKHBIX HCTOUHUKOB KOMIUIEKTOBAHUS.

CrpaBky, 3KCIEPTHBIE 3aKJIFOUYEHUS O BKIIFOYEHUM OPraHu3aliil U Irpa)1aH B CIIMCKA UCTOYHUKOB
KOMIUICKTOBAHUSl apXvBa WJIM HCKIIOYEHUH HMX W3 YKa3aHHBIX CIHCKOB, a TaKxke o (opme mpuema
apXMBHBIX JOKYMEHTOB Ha XpaHEHUE U MPEICTABIIAIOTCS:

denepanbHBIMU TOCYAApCTBEHHBIMH apxuBamu - Ha paccmorperue [[OIIK crenuanpHO
YIIOJTHOMOYEHHOTO (he/iepabHOr0 opraHa MCHOJIHUTEIBHOM BiacTU B chepe apXUBHOrO jena (pelieHue
00 MCKITIOYEHUH OpraHu3alliy U3 CIIUCKAa HCTOYHUKOB KOMIUIEKTOBaHUS (hefiepaibHOro rocy1apCTBEHHOTO
apxuBa B ciydae ee ukBuaanun npuaumaetcs J1IK denepanbHoro rocy1apcTBEeHHOTO apXuBa);

roCy/IapCTBEHHBIMU apxuBaMu cyObekToB Poccuiickoii ®enepauud M MyHHIMIAIbHBIMU
apxuBaMu - Ha paccmorpenue OIIK ynoJHOMOYEHHOTO OpraHa HCHOJTHHUTENBHOM BIAcTH CyObeKTa
Poccutickoit ®eneparnuu B chepe apXUBHOTO J1€71a;

opranuzaiusamMu Poccuiickoil akagemun Hayk - Ha paccMmorpeHue OIIK ApxuBa Poccuiickoii
aKaJIeMHUH HAYK.

YTO4YHEHHUE U NMEPEYTBEPKACHHUE CIIMCKOB MCTOYHUKOB KOMIUIEKTOBAHUS apXUBOB IPOBOJATCS 110
Mepe HeoOxoaumocTu. OCHOBaHMEM [Jisi 3TOTO SBJSIOTCS: CO3JaHHE, peopraHu3anusi, JIUKBUIALUS
roCyJapCTBEHHOI'0 OpPraHa, opraHa MECTHOI'O CaMOYIIPaBJIEHUs, OPTaHU3aLUN; OTKa3 HETOCY1apCTBEHHBIX
OpraHu3alyil U rpakJaH OT COTPYIHHUYECTBA C apXWUBOM (pacTop:keHHe aoroBopa); pemenue L[IIIK
CIEIHMAIbHO YIOJIHOMOYEHHOTO (heIepaabHOro OpraHa UCIOTHUTEIbHON BIACTH B cepe apXHUBHOTO Jena,
OIIK yrmoJIHOMOYEHHOTO OpraHa WCIOJIHUTEIBHON BiacTH cyOobekra Poccuiickoit @enepanuu B chepe
apxuBHoro gena um OIIK ApxuBa Poccuiickoil akazemMuu Hayk O Iepelaye OpraHu3aluy B CIIHCOK
MCTOYHUKOB KOMIUIEKTOBAaHUS JIpyroro apxupa. OpraHuzanusi MOKET OBbIThb HCKJIIOYEHAa W3 CIHCKa
HMCTOYHMKOB KOMIUJIEKTOBAHUSI apXUBa, €CIM B MpoOLEcce AEATEIbHOCTH OpraHU3alud [epecTaln
00pa30oBbIBaThCS JOKYMEHTHI ApxuBHOTO (oHaa Poccuiickoit denepanuu.

4.2.3. ApxuB BeJieT HaOMIOJaTeIbHOE JIENI0 Ha KaX/Ibli TOCY/1apCTBEHHBIN OpraH, OpraH MECTHOTO
CaMOYTIPABJICHUsI M OPraHU3alMI0 - MCTOYHUK KOMIUIEKTOBAHHS AaApXWBA, B KOTOPOE BKIIIOYAKOTCS
JIOKYMEHTBI, XapaKTepHU3YIOLIHE €ro MpaBOBOM CTaTyc M JEATEIbHOCTb, a TakXke pabdoOTy apxuBa M
OpraHu3alfio JOKYMEHTOB B JeJoIpou3BojacTBe. HaOmronaTenbHoe 1ey0 MOXeT ObITh 3aBEIEHO M Ha
IPAKJAHWHA - HMCTOYHMK KOMIUIEKTOBAaHHs apXMBa, B KOTOPOE BKIKOYAKOTCA CBEICHUS O COCTaBE H
COJIEpKAaHUU €r0 apXUBHBIX JOKYMEHTOB.

B memsx ywera pabGoThl € UCTOYHMKAMU KOMIUIEKTOBaHMSI apXWB BIIpaBe CO3/1aBaTh
YYETHO-CIIPaBOYHbIE KAPTOTEKU U 0a3bl JAHHBIX.

IMopsinok IKCHEepPTU3bI HEHHOCTH TOKYMEHTOB

4.3. ApxuBHbIE TOKyMEHTHI BKIIIOYAIOTCS B cOCTaB ApxuBHOro ¢onaa Poccuiickoit deneparun Ha
OCHOBaHUHU SKCIEPTHU3bl LIEHHOCTH JOKYMEHTOB (T.€. M3y4€HHUS JOKYMEHTOB Ha OCHOBE KPHUTEPHEB HX
LEHHOCTH B IIEJIIX OINpPEAETIeHHs CPOKOB XpaHEHUs JOKYMEHTOB M UX 0TOOpa Ha MOCTOSTHHOE XpaHEHUE).

BxutoueHne JOKyMEHTOB B cocTaB ApxuBHOro (ouaa Poccuiickoit denepanuu ocyiecTBiseTcs
Ha OCHOBE KOMIUIEKCHOTO MIPUMEHEHUS KpUTEpUEB MIPOUCXOKACHUS JIOKYMEHTOB
(pyHKIIMOHANBHO-1I€IEBOE HA3HAUEHUE HCTOYHMKA KOMIUIEKTOBAHUS C yYETOM €ro ocoOoi posid WU
TUIIOBOTO XapaKTepa, BpeMs U MECTO CO3JaHMs JOKYMEHTA U T.II.), COJIEp:KaHus JOKYMEHTOB (3HAUUMOCTb
UHpOpPMAllMK, B TOM 4YHCJE €€ YHUKAJIbHOCTh, THIIMYHOCTh HJIM MOBTOPSEMOCTb, BHJl JOKYMEHTA, €ro
MOJJIMHHOCTH), BHEUTHUX OCOOEHHOCTEeH JOKYMEHTOB ((hopMa (UKCHPOBAHMS U Mepedaud CoIepKaHus,
yJI0OCTOBEpeHHs U OPOPMIICHUS JJOKYMEHTA).

[Ipu BKITFOYEHUU TOKYMEHTOB B cocTaB ApxuBHOTo ¢Gonma Poccuiickoit denepannu UCHOIb3yeTCs
Takxe (hopMa MOBUAOBOTO WM IPYIIIOBOIO BEIOOPOYHOTO MpUEMa JOKYMEHTOB.

4.3.1. PewmeHne Hay4YHO-METOJUYECKHMX BOIPOCOB, CBS3AHHBIX C OKCIEPTU30il ILIEHHOCTH
JIOKYMEHTOB M BKJIOUGHHEM WX B cocTtaB ApxuBHOro (onma Poccuiickoit denepanuu, a Takxke C
OTIpEeNIeJICHUEM B €ro COCTaBe 0CO00 IICHHBIX IOKYMEHTOB, B TOM YHCJIE YHHKAJIBHBIX JOKYMEHTOB,



ocymectsisiercst LIOIK cnennanbHO ymoimHOMOYEHHOTO (hefepabHOTO OpraHa WCHOJHUTEIBHON BIacTH
B chepe apXUBHOTO JeJa.

OKcnepTuza  LEHHOCTM  JOKYMEHTOB  OCYILECTBISETCS  YIOJIHOMOYEHHBIM  OpPraHOM
WCIIOJTHUTENIbHON BJIacTU cyObekTa Poccuiickoit ®Deneparuu B cdepe apXHWBHOrO Jelia, apXHBOM
COBMECTHO C COOCTBEHHHKOM HJIM BJIQJIENbLIEM apXUBHBIX JOKYMEHTOB B COOTBETCTBHU C KPUTEPHUSIMHU,
YCTaAHOBJICHHBIMHU B 11. 4.3 HacTosimux [IpaBui.

IIpy mnpoBeneHHMH OHKCHEPTHU3Bl LEHHOCTH JOKYMEHTOB M ONPEIEICHHH CPOKOB XpaHCHHS
JIOKYMEHTOB apXUB PYKOBOJCTBYETCS MEPEUYHSIMU TUIIOBBIX apXUBHBIX JOKYMEHTOB C YKa3aHHEM CPOKOB
XPaHEHUs; MEPEeYHSIMHU JOKYMEHTOB, OOpa3yIOIIMXCS B IpoLEcce AEATENbHOCTH (efepalbHbIX OpraHOB
rOCYyJIapCTBEHHOW BJIACTH, HHBIX TOCYJAapCTBEHHBIX OpraHoB Poccuiickoir depepanuu, a Takxke B
IIpOLECCe ACATEIbHOCTH IOJBEIOMCTBEHHBIX MM OpraHU3allMid, C YKa3aHMEM CpPOKOB XpaHEHHUs
(oTpacneBble NEPEYHU); a TAKKE CPOKAMHU XPaHEHMsI OTAEIbHBIX BUAOB apXUBHBIX JOKYMEHTOB, B TOM
YHCJIE HE BOLIEIINX B yKa3aHHBIEC IEPEUYHHU, KOTOPBIE YCTaHABIMBAIOTCS 3aKOHOJATEIBCTBOM Poccuiickoi
®denepauuu.

Pemenus o BkiatoueHun B coctaB ApxuBHoro ¢ouaa Poccuiickoil ®enepanuu KOHKPETHBIX
nokymentoB npunumarorcs DIIK denepanbHbIX rocymapcTBeHHBIX apxuBoB, JIIK ymomHoMoueHHBIX
OpPraHOB HCIOJHUTEILHON BIACTH CyOBekToB Poccuiickoii @Dexeparmuu B chepe apXwBHOro jena,
9KCHEPTHBIMU  (POHJIOBO-3aKYIIOUYHBIMU KOMMCCHUSMU TOCYAAPCTBEHHBIX M MYHHUIMIAIbHBIX MY3€EB,
IKCIEPTHHIMI KOMHCCHUSIMH TOCY/IapCTBEHHBIX U MyHUIIMNANBHBIX Onbmmorek, DIIK ApxuBa Poccuiickoit
AKazeMuu HayK IIpY YTBEPKAEHUH OIUCEH J1e]1, JOKYMEHTOB IIOCTOSIHHOTO CPOKA XPAHEHUS.

[TortHOMOUMS U TOPAAOK JeATenbHOCTH yka3zaHHbIX OIIK ompenenstorcs MONOXKEHUSIMH O HUX,
pa3pabaTbIBA€MbIMU Ha OCHOBE COOTBETCTBYIOUIMX NMPUMEPHBIX MOJ0KEHUH, YTBEPKAAEMBIX CIEIHMAIbHO
YIIOJTHOMOYEHHBIM (pe/iepalIbHbIM OPTaHOM MCIIOJIHUTEIBHON BJIACTH B cpepe apXUBHOIO JIena.

ApxHMB paccMaTpuBaeT M TOTOBUT K yrBepxkacHuio OIIK  ymonHomoueHHOro oprana
WCIIOJTHUTENIbHONM BlacTu cyObekTa Poccuiickoit ®denepanun B cdepe apXUBHOTO Jiejla OMHUCH e,
JIOKYMEHTOB (WJIM UX TOJIOBBIE pa3ziesibl) MOCTOSHHOIO CPOKA XPaHEHUs!, 00pa30BaBIIUXCS B JEATEILHOCTH
€ro MCTOYHHUKOB KOMIUIEKTOBaHUs. DenepanbHble TIOCylapCTBEHHbIE apxuBbl, ApxuB Poccuiickoit
AKaJieMuu HayK yTBEP)KIAOT YKa3aHHbIE ONMCH CaMOCTOSITENIBHO.

ApxuB TOTOBUT K coracoBanuto OIIK ylmonHOMOYEHHOro OpraHa MCIIOJHUTEIBHON BIIACTH
cyowekTta Poccuiickoit ®@enepanuu B chepe apXMBHOTO Jejia WKW COTJIACOBBIBAET B COOTBETCTBUM C
IPEOCTABICHHBIMU €My MOJHOMOYMSMHU OMMCHU JIeNl 10 JMYHOMY COCTaBY (MJIM MX T'OJIOBBIE pa3felibl),
aKThl O HEMCIPABUMBIX MOBPEXKJIECHUAX JOKYMeHTOB (rpuiiokenue N 1). @enepalibHble TOCYy1apCTBEHHbIE
apxuBbl, ApxuB Poccuiickoli AKaJeMHH HayK IpPOBOAAT COIVIACOBAHME MEPEYMCIEHHBIX JOKYMEHTOB
CaMOCTOSITEIIBHO.

BkiroueHrne JOKyMEHTOB, HaXOASIIUXCSA B YaCTHOW COOCTBEHHOCTH, B COCTaB APXHMBHOTO (poHAA
Poccniickoit @epepannu OCYHIECTBISETCS HAa OCHOBAHMM OKCHEPTHU3bl IIEHHOCTH JOKYMEHTOB U
oQopmIIsieTcs I0TOBOPOM MEX1y COOCTBEHHUKOM WJIM BJIaJI€bIIEM apXUBHBIX IOKYMEHTOB U apXuBoM. B
JTAHHOM JIOTOBOPE YKa3bIBalOTCS 00S3aHHOCTH COOCTBEHHHUKA WJIM BJIAJEINblla apXUBHBIX JOKYMEHTOB I10
XPaHEHUIO0, yYEeTY U HCIOIb30BaHUIO JOKYMEHTOB ApxuBHOro onaa Poccuiickoit deneparun.

4.3.2. DxcnepTu3a HEHHOCTU TOKYMEHTOB B apXUBE ITPOBOAUTCS:

M0 MCTEYEHUH CPOKOB BPEMEHHOI'O0 XPAaHEHMsI apXUBHBIX JOKYMEHTOB, B TOM YHUCIJIE JOKYMEHTOB
10 JINYHOMY COCTaBY, INOCTYIIMBIINX B apXUB OT JINKBUAUPOBAHHBIX TOCYIAPCTBEHHBIX OPraHOB, OPraHOB
MECTHOT'O CaMOYIIPABJICHUS U OpraHU3alIHiA;

IpU MOCTYIJIEHWM B apXUB B HCKIIOUUTENIBHBIX CIy4asX JOKYMEHTOB B HEYNOPSA0YEHHOM
COCTOSTHUM;

B cllyyae 0€3B0O3BPATHOrO BHIBO3a aPXUBHBIX JOKYMEHTOB 32 PyOeK.

ITo pe3ynbpraraM 3KCIEPTH3bl LIEHHOCTH AOKYMEHTOB, CPOKM BPEMEHHOIO XPaHEHHs KOTOPBIX
UCTCKIM, B TOM YHUCIIE JOKYMECHTOB IO JINYHOMY COCTaBY, apXHB COCTaBISIET aKT O BBIICICHUM K
YHMUTOKEHUIO JOKYMEHTOB, HE NOJIEKAUIMX XpaHeHUto (mnpuioxxkeHue N 11), ¥ B yCTaHOBIECHHOM
NOPSIIKE BHOCUT U3MECHEHHUS B yUETHBIC JOKYMEHTBI apXHUBA.



B pesynbrare 3KcnepTU3bl LIEHHOCTH JOKYMEHTOB, IIOCTYNUBLIMX B apXUB B HEYHNOPSJOUYEHHOM
COCTOSIHUH, apXUB COCTABJIAET ONMCH JEJ, JOKYMEHTOB IIOCTOSHHOIO XPaHEHHUs, OIUCH JIe]l BPEMEHHOIO
(cBbiie 10 seT) cpoka XpaHEHUs, OIUCH JIEN 110 JINYHOMY COCTaBy M aKT O BBIIEIEHUM K YHUYTO)KEHHUIO
JIOKYMEHTOB, He MOAJIeXKAIINX XpaHeHuto (rpuioxenue N 11).

[Toanexamnye YHUUTOXKESHUIO apXUBHBIE JOKYMEHTHI MEPEJAloTCs Ha NepepaboTKy (yTHUIIM3AINIO)
U CHUMAIOTCAd C ydeTa B YCTaHOBJIEHHOM mopszake. Chaua nen odopmisercss NpHEeMO-CIaTO4YHOM
HaKJIaJHOM, B KOTOPOH yKa3blBalOTCA Jara Iepeladyd, KOJMYECTBO CJAaBAaeMbIX el U BeCc OyMa)KHOH
MaKyJaTypsbl.

ITopsinok npuemMa apXuBHBIX JOKYMEHTOB

4.4. OT WCTOYHHMKOB KOMIUIEKTOBaHHS apXwBa JOKyMEHTH ApxuBHOro ¢onma Poccuiickoii
®denepan IPUHUMAIOTCSA FOCYAAPCTBEHHBIM M MYHHUILIMIIAJIbHBIM apXMBOM, opraHusauueil Poccuiickoi
aKaJIeMHM HAyK II0 MCTEYECHHHM CPOKOB MX BPEMEHHOI'O0 XPAaHEHMsI, YCTAHOBJICHHBIX 3aKOHOIATEIBCTBOM
Poccuiickoit @enepanuu.

B uCKIIOUMTENBHBIX CIydasx CPOKH BPEMEHHOTO XPaHEHHUsS JTOKYMEHTOB ApXHBHOTrO (oHAa
Poccuiickoit depepannu MOTYT OBITH MPOJUICHBI IO MPOCHOE HCTOYHMKOB KOMIUIEKTOBAHHS apXvBa IpU
HEOOXO/MMOCTH TPAKTHUECKOTO HCHOJIb30BAHUS apXMBHBIX JOKYMEHTOB MM OTCYTCTBHMSI Yy apXHBa
BO3MOYKHOCTH Il IIpMEMa YKAa3aHHBIX JOKYMEHTOB B CpPOKH, YCTAHOBJICHHBIE 3aKOHOIATEIIbCTBOM
Poccuiickoit ®enepanuu. IlpoaneHue yka3aHHBIX CPOKOB  OCYIIECTBISETCS: M MCTOYHUKOB
KOMIUIEKTOBaHUS (penepanbHbIXx apxuBoB - pemenneM DIIK ¢denepanbHBIX apXUBOB; A HCTOYHHKOB
KOMIUIEKTOBAHUS JPYTUX apXUBOB - penieHreM OIIK yrnosHOMOUYEHHBIX OPraHOB UCIIOJHUTEIBHOM BJIACTH
cyowsekToB Poccutickoit deneparuu B chepe apXUuBHOTO JeIa; 11 HCTOYHUKOB KOMIUIEKTOBAaHUS ApXHBa
Poccuiickoii akanemun Hayk - pemenuem 11K atoro apxusa.

Cpoku BpEeMEHHOIO XpaHEHHUs IOKyMeHTOoB ApxuBHoro ¢onna Poccuiickoit ®enepanuu B
HEroCy/1apCTBEHHBIX OpPraHU3alUAX ONPEIENSIOTCS B JIOTOBOPE MEXAY apXHMBOM M COOCTBEHHUKOM HIIU
BJIA/IETIBLIEM YKA3aHHBIX JIOKYMEHTOB.

4.4.1. Tlpuem noxymeHTOB ApxuBHOoro ¢onna Poccuiickoit ®enmepanuu OT HCTOYHUKOB
KOMIUIEKTOBAHHS OCYILECTBIISIETCS TOCYJAapCTBEHHBIM W MYHUIMNAJIBHBIM apXWBOM, OpraHM3alueu
Poccuiickoil akagemMus Hayk B COOTBETCTBUM C IJIAHOM-TpaUKOM, KOTOpBIN yTBEpKaaercs
PYKOBOACTBOM apxXHBa IO COIJIACOBAHUIO C HCTOYHMKAMU KOMIUIEKTOBaHUS. BHeEIUIaHOBBIM mpueM
NOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoii ®denepauuu, a TakKe apXHUBHBIX JOKYMEHTOB, CPOKH
BPEMEHHOIO XPAHEHUS KOTOPBIX HE MCTEKJIM, OCYILECTBIISIETCS B Cilydae JIMKBHJIALMU HMCTOYHHKA
KOMIUIEKTOBAHMS WM B CIIy4ae yIpO3bl COXPAHHOCTH APXUBHBIX JTOKYMEHTOB.

[To mpockbe HCTOYHMKOB KOMIUIEKTOBaHMS W TPU HAIWYMM CBOOOJIHBIX  IUIOIIAAEH
FOCYJAapCTBEHHBII M MYHHMIMNAIbHBIM apXWB, oOpraHu3anus PoOCCHMICKONM akageMHMH HayK MOXKET
OCYIIECTBIISATh JOCPOYHBIA TpHeM T0KyMeHTOB ApxuBHoro (onma Poccmiickoit denepanuu, a Takxke
BPEMEHHOE XPAHEHUE ApXMBHBIX JIOKYMEHTOB Ha OCHOBE J10roBopa. IIpreM apXMBHBIX JOKYMEHTOB Ha
BPEMEHHOE XpaHeHue oQopMIsieTcsl TakKe akTOM IpueMa-lepeladd JOKYMEHTOB Ha XpaHEHUe
(mpunokenrie N 9) 1 MpOU3BOAUTCS MO CAATOUYHOM OMHUCH.

ApXMBHBIE JOKYMEHThl TPUHUMAIOTCS B TOCYJApCTBEHHBIH W MYHHUIMNAIbHBIM apXuB,
opraHusanuilo PoccuiiCKOM akaJleMUH HayK B YIOPSAJOYEHHOM COCTOSHMM C COOTBETCTBYIOLIUM
HAyYHO-CIIPABOYHBIM aIlllapaToM M CTPAXOBBIMH KOMHSIMH Ha 0CO0O LIE€HHbIE TOKYMEHTHI U YHUKAJIbHBIE
JOKyMeHThI. Bece paboThl, cBs3aHHBIE ¢ OTOOPOM, TOATOTOBKOM M Iepenaueil apXUBHBIX JOKYMEHTOB Ha
IIOCTOSIHHOE XPAaHEHHUE, B TOM YHCIE C UX YINOPSIAOYEHUEM WU TPAHCHOPTUPOBKOM, BBIOJIHSIOTCS 34 CUET
CPEICTB UICTOYHMKOB KOMILJIEKTOBAHUS, IEPEAAIOIINX YKa3aHHbBIE TOKYMEHTBHI.

[lpy  npueme  apXMBHBIX  JOKYMEHTOB  IPOBOJAATCS  IpOBEpKAa WX  (U3UYECKOTO,
CaHUTapPHO-TUTUEHUYECKOr0, TEXHUYECKOI'O COCTOSIHMSI, a TaKKe IMPOBEpPKa CTPAXOBbIX KOMUI Ha 0c000
LIEHHBIE JOKYMEHTBI U YHUKAJIbHbBIE JOKYMEHTHI U IPOBEPKA KOMIUIEKTHOCTH YUETHBIX JOKYMEHTOB.



Hokymentsl ApxuBHoro ¢onga Poccuiickoit ®@enepanuu NpUHUMAIOTCS B TOCYJapCTBEHHBIN U
MYHULIMNIAIBHBIA apXuB, opraHu3anuio Poccuiickoil akageMuun Hayk mo yTBepxaeHHbIM OIIK omucam
JeJ1, JOKYMEHTOB; IOKYMEHTBI 110 IMYHOMY COCTaBy - 10 coryiacoBaHHbIM DIIK onucsam nein, 10KyMeHTOB;
ApPXUBHBIC JOKYMEHTBI C HEUCTEKIIMMH CPOKaMH BPEMEHHOI'O XPaHEHMS - 110 CATOYHBIM OITHCSM.

[Tpuem nen MpoW3BOIUTCS MOSAMHUYHO; OCOOO IIEHHBIC Jiela MPUHUMAIOTCS C UX MOJHCTHOU
npoBepkoil. Ha Bcex sk3emIuripax ONMCH J€j, AJOKYMEHTOB JENAIOTCS OTMETKH O IPUEME apXHUBHBIX
JOKYMEHTOB B apxuB. [Ipy oTCyTCTBMM €IUHUI] XpaHEHHUs, YKa3aHHBIX B OIMCH €], JOKYMEHTOB, B HEU
JIeJIaeTcsl HOBask UTOroBas 3anuch. Homepa OTCyTCTBYIOUIMX €AMHHULl XPaHEHUsI U MPUYMHBI OTCYTCTBHS
OrOBapHBAIOTCs B aKTE MpUEMa-Iiepesadyn JOKYMEHTOB Ha XpaHCHHE W B IIPWJIAraéMOM K aKTy CIIPaBKe.
HcTOuHNK KOMIUIEKTOBAaHUS NPUHMMAET MEpbl 10 PO3BICKY HE NOCTYNMBIIMX Ha XPaHEHUE apXUBHBIX
JOKYMEHTOB. Y TpaueHHbIE IIOJUIMHHBIC ADXUBHBIE JOKYMEHTBI MOT'YT ObITh 3aMEHEHBI UX KOMUAMHU.

[Tprem apXUBHBIX TOKYMEHTOB O(OPMIIIETCS aKTOM IpHEMa-TIiepeiad JOKYMEHTOB Ha XpaHEHHE
(mpunokennie N 9), cocTaBiasieMbIM B IBYX 3K3eMIUIsipax. OJUH 3K3eMIUISIp OCTaeTcs B apXuBe, Ipyroi - B
MCTOYHUKE KOMILIEKTOBaHUS. BMecTe ¢ apXMBHBIMM JOKYMEHTaMH B apXUB IEPEAAIOTCS TPU IK3EMILIsIpa
OIMCH €I, JOKYMEHTOB.

[Tpu nepBoM npueMe apXHUBHbBIX TOKYMEHTOB OT UCTOYHMKA KOMIUJIEKTOBAHUS IPUHUMAETCS TAKXKE
UCTOpHUYECKast CIIpaBKa O HEM H ero (oHze, KOTOpas 3aTeM JOIOJHACTCS CBEACHUSIMHU 00 M3MEHEHHSX B
Ha3BaHUU, QYHKIUAX, CTPYKTypE UCTOYHHKA KOMIUIEKTOBaHUs ((poHI000pazoBaTes).

[IprieM apXUBHBIX JTOKYMEHTOB Ha BPEMEHHOE XpaHEHHE O(QOPMIISIETCS aKTOM IpHeMa-Iieperadn
JIOKYMEHTOB Ha XpaHeHue (rpuioxkenre N 9) 1 Ipou3BOAUTCS 110 CJATOYHON OIKCH.

4.4.2. JIokyMeHTbI OT IrpaKJaH MOCTYNAOT B apXUB M BKJIIOYAIOTCS B cOCTaB ApXUBHOrO (hoHAa
Poccuiickoit @enepanyy 1o IOroBOpY JapeHHUs, MO 3aBEIIAHUIO, 10 JOTOBOPY KYIUIM-NIPOJAXH, II0
pELIEeHHUIO cya.

[Ipuem yka3aHHBIX JOKYMEHTOB B apXHB OCYILECTBISETCS Ha oOcHoBaHMM pemeHns OIIK
denepanbHOro rocyaapctBeHHoro apxupa; OIIK ynogHOMOYEHHOro opraHa HCHOJHUTENBHON BJIAacTH
cyobekta Poccuiickoit ®enepauuu B cdepe apXUBHOIO Jiela; SKCIEPTHOH (OHIOBO-3aKyIOYHOM
KOMHCCHH F'OCYAApCTBEHHOI0 WJIM MYHULIUIIATBHOIO My3€sl; DKCIIEPTHON KOMHUCCHHU IOCYIapCTBEHHON WIIH
MyHununaabHon Oubnmorexu; DIIK Apxua Poccuiickoil akageMun HayKk MO pe3ysibTaTaM pacCMOTPEHHUS
C/IaTOYHON WMJIM OLICHOYHOW ONMCH U 3aKJIIOUEHUs dKcrepTa U oopMisieTcss akToM MpHeMa Ha XpaHEeHHe
JIOKYMEHTOB JINYHOTO MpoucxoxaeHus (rnpuioxenne N 10).

[Ipu oTpuIaTEeTLHOM peIIeHHH BONpOca O NpUeMe WM NPUOOPETEHHH apXHWBOM YyKa3aHHBIX
apXMBHBIX JOKYMEHTOB, a TAaK)K€ BO3BpaTe IO pe3yibTaTaM 3KCHEPTHU3bl LIEHHOCTH MX YacTU M3 4Yucia
HaXOJMBIIHXCS B apXUBE, COCTABIISIETCA AKT BO3BpaTa JOKYMEHTOB B ABYX 3K3eMIUIApax. OMH DK3EMILIAP
aKTa OCTaeTCsl B apXHBe, IPYroil BMECTE C JOKYMEHTaMH (MX YacThIO) BO3BPALLAETCS] COOCTBEHHUKY WM
BJIA/IETIbILY.

4.4.3. AynnoBu3yalbHbIE JOKYMEHTHI NPUHUMAIOTCS HAa XPaHEHUE B CIEAYIOIMIEM KOMILIEKTE:
KMHOJOKYMEHTHI ((DUIbMBI, CIIEUBBIMYCKH) - HETaTUB M300paXK€HUs,, HEraTuB (POHOTpaMMbl, MarHUTHBIN
OpuUrMHaN  (OHOrpaMMBbl, MO3UTHBHAs KOMUS, MarHuTHas (QoHOrpamMmMa MIYMOB M  MY3bIKH,
IPOMEXKYTOUHBIM TO3UTHB H300pa)KE€HUsS, YCTAaHOBOYHBIE POJMKH U Macmopra s ILBETHBIX
KWHOJIOKYMEHTOB (B MCKJIIOUMTEIBHBIX CIIydasX NMPUHUMACTCS HEMOJHBIA KOMILIEKT); (OTOTOKYMEHTHI -
HEeraTuB, KOHTPOJBbHBIA (HOTOOTHEUATOK; (HOHOJOKYMEHTHI M BHAECOJAOKYMEHTBHI - OPUTHMHANI M KOIHS.
OnHOBPEMEHHO NPUHUMAETCS TEKCTOBAas CONPOBOAUTENbHAS JOKYMEHTAIMs: [UIsl KMHOJOKYMEHTOB -
MOHTa)KHBIE JIUCTHI, aHHOTAI[UH, pa3pelINTEIbHbIE YIOCTOBEPEHHS K 3aKOHYEHHBIM MTPOU3BEICHUSAM, aKThI
TEXHUYECKOTO COCTOSIHUS, 3aIIUCH IIBETOBBIX U CBETOBBIX MACMOPTOB; /Ui (POTOJOKYMEHTOB - aHHOTAIIMS;
JUIst (POHOJTOKYMEHTOB - CONPOBOAMTENbHAS TOKYMEHTAIUS; ISl BUAECOJOKYMEHTOB - aKThl TEXHHUECKOTO
COCTOSIHUS.

DNEKTPOHHBIE TOKYMEHTHI IPUHUMAIOTCS HA XPAaHEHHUE B CONPOBOXKAECHUH NTPOTPAMMHBIX CPECTB,
MO3BOJISIOIINX UX BOCIIPOU3BECTH, U C HEOOXOJUMBIM KOMIUIEKTOM CONPOBOAUTEIBHON JOKYMEHTAIUH.

4.4.4. JIOKyMEHTBI, CO3/1aHHbIE apXMBOM B pE3yJbTaTe WHULUATUBHOIO JTOKYMEHTHPOBAHMUS
COOBITUH COBPEMEHHOCTH WJM Tponuioro (aHkeTsl, QoTorpaduu, 3amucd BOCIIOMHUHAHUH, Oecen,
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MHTEPBBIO U T.[.), BKIIOYAIOTCS B cocTaB ApxuBHOTO Gonaa Poccuiickoit denepannu u BHOCATCS B ONUCH
Jen, JOKyMEeHTOB, Kotopas yrBepxaaercs OIIK denepambHoro rocymapcrBeHHoro apxusa, OIIK
VIIOJJTHOMOYEHHOTO OpraHa HCIOJHHUTEIbHOW BiacTu cyOwbekTa Poccuiickoit ®enepanuu B chepe
apXMBHOTO  JleNa, OKCHepTHOM  (OHIOBO-3aKYMOYHOW  KOMHCCHEW  TOCYJapCTBEHHOTO  WIIU
MYHUIUIAIBHOTO MY3€sl; SKCIIEPTHOW KOMUCCHEW TOCYAapCTBEHHOW WJIM MYHHULMIAILHOW OMOIHMOTEKH,
OIIK ApxuBa Poccuiickoit akagemuu Hayk. [IpueM yka3aHHBIX JOKYMEHTOB O(GOPMIISIETCS aKTOM
npueMa-nepeiadyu JOKyMEHTOB Ha OCTOSIHHOE XpaHEHHE.

4.4.5. Tlpuem CEKpETHBIX [IOKYMEHTOB OT HCTOYHMKOB KOMIUIEKTOBAaHHUS TIOCYIAapCTBEHHOI'O U
MYHHULUIIAJIBHOTO apXuBa, opraHu3anuu Poccuiickoil akaeMuu HayK OCYIIECTBIISIETCS B COOTBETCTBUU C
3akoHoarenscTBOM Pocceniickoil @enepanuy 0 roCyJapCTBEHHOM TalHE M0 aKTy M OTAEIBHBIM OIUCAM
JieN1, TOKYMEHTOB.

HpneM APXUBHBIX JOKYMEHTOB OT JIUKBUAUPOBAHHBIX opraﬂn3aum71

4.5. Tlpuem poxkymentoB ApxuBHoro ¢onaa Poccuiickoit ®epepanuu U JIpyrux apXUBHBIX
JIOKYMEHTOB, CPOKHM BpPEMEHHOIO XpPaHEHUsS] KOTOPbIX HE WCTEKJIH, OT JUKBUIUPOBAHHBIX
roCyJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOT'O CaMOYIPABJIEHUs, TOCYIapCTBEHHBIX U MYHUITUTIATHHBIX
OpraHu3alMil OCYILIECTBIISIETCS B COOTBETCTBUM C JIEHCTBYIOIIMM 3aKOHOJATEIbCTBOM U B IMOpPSJIKE,
ycTaHOBJICHHOM HactosiuuMu [IpaBunamu (cm. 1. 4.4.1).

[Ipy nuUKBUAALMKM HETOCYAAPCTBEHHBIX OpraHu3aluid oOpa3oBaBIIMECS B Mpolecce UX
NesITeIbHOCTH JJOKYMEeHThI ApxuBHOro (horna Poccuiickoit denepanyn, JOKYMEHTHI IO THYHOMY COCTaBY,
a TaK)K€ apXHUBHBIE TOKYMEHTbI, CPOKH BPEMEHHOI'O XpaHEHUsI KOTOPBIX HE UCTEKJIHU, [IOCTYNAIOT B APXUB B
COOTBETCTBUU C 3aKOHOJATENbCTBOM Poccuiickoii ®enepanri ¥ HAa OCHOBAaHUM JOTOBOpPAa MEXIY
JUKBUJIAIIMOHHON KOMHUCCHEH (JIMKBHAATOpPOM) M apXuBOM. [Ipu 3TOM NUKBHIAIIMOHHAS KOMHCCHS
(IUKBUATOP) OPTraHU3YET UX YIOPSI0YCHHE B YCTAHOBIEHHOM TMOPSIJIKE.

ApXUBHBIE JOKYMEHTBI C HEUCTEKIIMMHU CPOKAaMU BPEMEHHOI'O XpaHEHUsl, IPUHATHIE apXUBOM OT
JUKBUAUPOBAHHON OpPraHU3allUU, BBLACISAIOTCS K YHUUYTOXKEHHMIO MO MCTEYEHUM YCTAHOBJIEHHBIX CPOKOB
XpaHeHHusl. ApXUBHBIEC JOKYMEHTBI, UMEIOIINE B COOTBETCTBUHU C TUTIOBBIMU WJIM OTPACIICBBIMH MEPEUHSIMU
cpok xpaHeHuss ¢ mnoMetrkod "OIIK", BbIIENAIOTCS K YHHUUYTOXKEHHIO TOJBKO IIOCIE€ NPOBEICHUS
SKCTEPTU3BI UX IIEHHOCTH M 0TOOpa Ha MOCTOSIHHOE XpaHECHHE.

Ilepenaua apxuBHBIX JOKYMEHTOB M3 apXHBa B apXUB

4.6. Ilepemaya apxWBHBIX JOKYMEHTOB, HaxXxoJsimmxcs B (enepanbHO COOCTBEHHOCTH,
cobctBeHHOCTH cyObekTa Poccuiickoil denepanuy MM MYHHUIMIIAIBHOM COOCTBEHHOCTH, U3 OJHOTO
apxuBa B JPYroll OCYIIECTBISIETCS B COOTBETCTBUM C 3aKOHOAaTenbcTBOM Poccuiickoit denepamuu,
3aKOHOJATENbCTBOM cyObekTa Poccuiickoil denepannu, MyHULIMNIAIbHBIMUA IMPaBOBBIMU akTamu. llpu
nepeaue COCTaBIsIETCA akKT IMpUeMa-liepefadyd JOKYMEHTOB Ha XpaHeHue (mnpuiiokenne N 9) B IByX
9K3EMILIApPaX, OTHOBPEMEHHO NEPENAIOTCs TPU SK3EMIUISIpa ONMKUCEN Jell, JOKYMEHTOB, J1e10 (GOoHAa U JIHCT
donna.

KoMiuiekToBaHue apXuBHBIMH J0KYMEHTAMHM U3-32 pyOeka

4.7. ApXUB MOXXET KOMIUIEKTOBAThCS apXUBHBIMHU JOKYMEHTAMH POCCHUHCKOIO MPOUCXOXKIACHUS,
HaxOJIAIMMHUCS TI0 Pa3JIMYHBIM TPUYMHAM 3a npenenamu Poccuiickoit deneparu, W/Wiad apXUBHBIMH
JOKYMEHTaMH 3apy0eKHOT0 MPOUCX0XKICHHS, UIMEIOIMMH 3HadeHue 1t Poccun.

[lpueM mTONY4YEeHHBIX H3-3a pyOeka apXUBHBIX JIOKYMEHTOB B apxXHB OCYLIECTBISECTCS B
COOTBETCTBHUH C JIOTOBOPOM MEXIY COOCTBEHHUKOM HJIM BJIAJICTBIIEM YKa3aHHBIX JOKYMEHTOB M apXHBOM
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0 Tpojxaxe, NApPEHUH MOJUIMHHBIX JOKYMEHTOB WJIM HMX KONWH, OOMEHE KOMHUAMHU JIOKYMEHTOB.
3aKIoYeHue J0roBopa OCYHIECTBISETCA C Y4YE€TOM 3aKOHOAATENIbCTBA COOTBETCTBYIOLIEH CTpaHbl. B
JIOTOBOPE MOTYT OTOBapUBATHCS OCOOBIE YCIOBHS MCIIOIB30BAHUS MEPEIAaBACMbIX aPXUBHBIX JOKYMEHTOB.
[Tpuem odopmiasieTcst akToM IpUeMa-nepesad JOKyMEHTOB Ha XxpaHeHue (npusosxenue N 9).

ApXUBHBIC TOKYMEHTHI, ITOCTYIUBILINE M3-3a pyOeka B BUJE MOJUIMHHUKOB WM KOTMIA HA TpaBax
MO/VINHHUKOB, NPHUHATHIE HA IOCTOSHHOE XPAaHEHUE B apXUB, HE3aBUCUMO OT HUX IPOUCXOXKICHUS
BKJIIOUAIOTCS B cocTaB ApxuBHoro ¢onna Poccuiickoit denepauuu U mojyiexar TOCyJapCTBEHHOMY

yUery.
B3aumopeiicTBHe apXHBa ¢ HCTOYHHUKAMH KOMILJIEKTOBAHUS

4.8. ApXUB COBMECTHO C HMCTOYHMKAMHM KOMILUIEKTOBAHHS apXMBa PacCMAaTPUBAECT U TOTOBUT K
COTJIACOBAHUIO COOTBETCTBYIOIIUM YIMOJHOMOYEHHBIM OPTraHOM HCIIOJHUTENBHONW BiacTu B cdepe
apXMBHOTO JieJla WM COIJIACOBBHIBAET B COOTBETCTBUU C TMPEAOCTABICHHBIMU €MY IOJTHOMOYHUSIMHU
UHCTPYKIUU IO JEJIOMPOU3BOJCTBY, IPUMEPHBIE U UHIUBUIYATbHbIE HOMEHKIIATYPBI [, MOJI0XKEHUS 00
apXMBaXxX U SKCIEPTHHIX KOMUCCHUSIX HCTOYHUKOB KOMIUIEKTOBAHUS apXHBa.

Apxus yuactByeT B pabore [I1OK (OK) HCTOUHNKOB KOMIUIEKTOBAaHHUS apXHBa.

ApXMB TpPHUHHMAaeT ydacTHE B TPOBEpPKaxX COONIIOJEHUS TPaBUI OpPraHU3alUH XpaHEHUS,
KOMILUIEKTOBAHMS, y4€Ta W HCIOJIb30BAHUSI APXUBHBIX JOKYMEHTOB B HCTOYHHMKAX KOMILJICKTOBAHUS
apXuBa, OPraHU3yeMbIX CHEIMAIBHO YIIOJTHOMOYEHHBIM (heJiepaibHbIM OPTaHOM HCIOIHUTENBHON BIACTH
B c(hepe apXUBHOTO Jelia, OpraHaMU TOCYIapCTBEHHOM BiIacTh cyOnekToB Poccuiickoii deneparinu, B TOM
YHClie YIOJHOMOYEHHBIMU OpraHaMH HCIOJHUTENBbHON BiacTu cyObekToB Poccuiickoit @enepanuu B
chepe apXUBHOTO Jiena.

4.9. ApxuB B mpeaenax MPeIOCTaBIEHHBIX €My TOJHOMOYMN B IensX (OPMUPOBAHUS H
obecrieueHnsi COXpaHHOCTU JOKYMEHTOB ApxuBHOTO ¢oHma Poccuiickoit depepannn, HaXOIAMUXCSA Ha
BPEMEHHOM XPaHEHUHU, OCYIIECTBIISIET B3aUMOJCHCTBUE C AEIONPOU3BOIACTBEHHBIMHU, APXUBHBIMU H
9KCIIEPTHBIMU CIIY’KO0aMU UCTOYHHKOB €r0 KOMILJIEKTOBAHUSI.

B oTHX nensx apxuB OKa3bIBAeT YKAa3aHHBIM CIYKO0aM METOJAMYECKYIO U TPAKTUYECKYIO IOMOIIIb, B
TOM YHCJI€ Ha JJOTOBOPHON OCHOBE:

B OpraHu3aIuy JOKYMEHTOB B JIETIOTIPOM3BOICTBE U (JOPMUPOBAHUU JIET;

o oTOOpy JOKYMEHTOB B cocTaB ApxuBHoro ¢onna Poccuiickoit denepanuu 1 moaAroToBKe UX K
nepeiade Ha NOCTOSTHHOE XPAHEHMUE,;

10 YIOPSIIOYEHUIO TOKYMEHTOB IO INYHOMY COCTaBY;

M0 BEJCHUIO ydeTa JOKYMEHTOB ApxuBHOro (onma Poccuiickoit deneparnu, HaXOIAUUXCS Ha
BPEMEHHOM XPAHEHUH;

M0 TOJATOTOBKE HOPMATHUBHBIX W METOJMYECKHX JOKYMEHTOB (IOcoOWii) TO0 BOIpoOcam
JIETIONIPOU3BO/ICTBA U APXHUBHOTO JIENA;

M0 COBEPIICHCTBOBAHUIO PAa0OTHI JENOMPOU3BOACTBEHHBIX, APXUBHBIX W OKCIIEPTHBIX CIYXKO
HMCTOYHHKOB KOMITJIEKTOBAHHS;

B TIOBBIIIEHUH NMPOJeCcCHOHANBHON KBaTH(PUKAIIUN pAOOTHUKOB YKa3aHHBIX CITYKO.

V. Opranusanusi MCIOJIb30BAHUS JOKYMEHTOB ApXuBHOIo (ponaa Poccuiickoii @enepaunu u
JAPYIrHX apXUBHBIX JOKYMEHTOB B apXHBe

I[OCTyl'I noJb30BarTelei K APXUBHBIM NJOKYMEHTaAM

5.1. ApXuB NpenoCTaBIsAeT MOIb30BATENIO0 OTKPBITHIE TOKYMEHTH ApxuBHOTro (ponma Poccuiickoit
®denepanuu U Apyrue apXUBHbIE TOKYMEHTBI, @ TAKXKE CIIPABOYHO-TIOMCKOBBIE CPEACTBA K HUM U U3JAHUA



OnOIMOTEYHOTO (CIIPaBOYHO-MH(POPMAITMOHHOTO) (hoHIA.

ApxuB oOecrieunBaeT JOCTYN TOJb30BaTeNsl K CEKPETHBIM JelaM, JiejaM, COJepKaliuM
KOH(QUICHIMANbHYIO UH(pOpManuio, ©0a3aM JaHHBIX C Yy4EeTOM OrpPaHMYEHUH, YCTaHOBJICHHBIX
3akoHoaaTenbcTBoM Poccuiickoit denepanuu, U yCIOBHM, KOTOpbIE YCTAHOBHJIM COOCTBEHHHUKH WM
BIIAJICJIbIIBI APXUBHBIX JJOKYMEHTOB IPU UX TEpe/iaye B apXUB.

Joctyn nonb3oBaTens K MOAJMHHUKAM 0CO00 IEHHBIX JOKYMEHTOB, B TOM YHCII€ YHHKAJIbHBIX
JOKYMEHTOB, K JOoKyMeHTaM ApxuBHoro ¢onma Poccuiickoit ®Denepanuu, HaXOIAUUMCI B
HEY/IOBJICTBOPUTEIHLHOM (PU3NYECKOM COCTOSIHHH, OCYIISCTBIISICTCS B MCKIIOUUTENBHBIX CIydasx (B TOM
yHuclie A MpoBeAeHHs] paboT MO H3y4YeHHUIO Naieorpaduiyeckiux OCOOCHHOCTEH TEKCTOB apXUBHBIX
JIOKYMEHTOB) C MHCBMEHHOTO pa3pelieHusi PYKOBOJIUTENs apxuBa. [lonb3oBarento MpemnoCcTaBIsIOTCS
KOIUU YKa3aHHBIX JOKYMEHTOB ((OHJ MOJb30BaHUS) WM JOKYMEHTalbHbIC IMyOIMKALUM, COJEp Kalue
JTAHHBIE IOKYMEHTHI.

ApXMB He BIIpaBE OrPAaHUYMBATH WJIM ONPEIENATH I10JIb30BATEII0 YCIOBHSI HCIIOJIb30BAHUS
uH(pOpMAIINH, TIOTYYCHHOW UM B Pe3yJbTaTe CAMOCTOSTEILHOTO IMOWCKA WM MPEIOCTABICHHONH €My B
MOpSAIKE OKa3aHWs apXMBOM IIIATHBIX YCIYr, 3a HUCKIIOYEHHEM CIy4aeB, MPEAyCMOTPEHHBIX
3aKoHOAaTenbCcTBOM Poccuiickon denepauu Uiy OroBOPEHHBIX B IOTOBOPE apXMBa € IOJIb30BATENIEM 110
UH(POPMALIMOHHOMY 00CITYKUBAHHIO.

Opranu3anus padoThl 10 pacceKpeYuBAHNI0 APXUBHBIX JOKYMEHTOB

5.2. PykoBoauTenb apxuMBa OpraHU3yeT MpPOBEACHHE pabOThl IO KOHTPOJIO 32 CpPOKaMu
CEKPETHOCTH apXUBHBIX JOKYMEHTOB, MMEIOUINX IPU(DBI CEKPETHOCTH, U MHPOPMHUPYET PYKOBOAUTENIEH
rOCYJapCTBEHHBIX OPraHOB, HAJIEJICHHBIX IOJHOMOYHAMM II0 OTHECEHHIO CBEICHHMM K rOCYJapCTBEHHOM
TaliHe, a TaK)Ke PYKOBOAMTENEH OpraHu3aluii O HAJIMYMU B apXUBE CEKPETHBIX apXUBHBIX TOKYMEHTOB CO
CpPOKaMU CEKPETHOCTH COJIEPKAIIMXCS B HUX CBeJieHUH cBhitie 30 JieT, uX cocTaBe U 00beMax.

PykoBoguTens apxuBa OpraHM3yeT pPAacCEKpEeYMBaHUE apXMBHBIX JOKYMEHTOB B Cllydae
ouIMaNbHOrO  JAEJIeTUpOBaHMS IMOJHOMOYMM Ha TpOBeJIEHHE 3TOM pabdoThl  PYKOBOAMTENEM
COOTBETCTBYIOIIETO TOCYAAPCTBEHHOTO OPTaHa MIIM OpTaHU3aLNH.

B apxuBe co3maercsi KOMHUCCHS IO PacCEKPEUYMBAHMIO ApXUBHBIX JOKyMeHTOB. I[lonoxenue o
KOMHUCCHUM M TEpPCOHAJBHBIA COCTaB YTBEPXKIAIOTCA: B (enepaibHOM TOCYJapCTBEHHOM apXHBE -
pykoBojuTeneMm; B apxuBe cyObekta Poccuiickoit ®enepanuu - pyKOBOIUTENIEM YIIOJIHOMOYEHHOTO
opraHa UCHOJHUTENbHOU BiacTu cyobekTa Poccuiickoit ®denepaunu B chepe apxuBHoro jena. Komuccus
OCYILECTBIIsIET pabOTy B IJIAHOBOM MOPSAKE, & TAKXKE B CBSI3U ¢ OOPALIEHUSMHU MOJIb30BaTENEH.

Pemenne komuccum BCTynaeT B CHITy IOCIIE YTBEPKICHUS pyKOBOAUTENEM apxuBa. Ha ocHOBaHMM
peleHnss KOMHUCCUM O(OopMIIsieTcss aKT O pacCeKpeuMBaHUM AapXHMBHBIX JIOKYMEHTOB (cM. 1. 3.7.7),
KOTOPBIN COIJIACOBBIBAETCSI € TOCYJAPCTBEHHBIM OPraHOM HWJIM OpraHU3alWel, HaJACJIMBIIMM apXHB
COOTBETCTBYIOIIUMHU TTOJTHOMOYHSIMH.

3anpocsl MoIb30BaTENEN O PACCEKPEUNBAHNN apXUBHBIX JIOKYMEHTOB pacCMaTpPHUBAIOTCS apXUBOM
B YCTaHOBJICHHBIH 3aKOHOJATEIbCTBOM CpOK. Eciam apxXxuB HE IIOJIHOMOYEH pPacCeKpedrBaTh
3ampaiiuBacMble CBEICHUS, OH B MECSYHBI CPOK C MOMEHTA IMOCTYIUIEHMsI 3allpoca HAIpaBIsE€T €ro B
COOTBETCTBYIOIIMH TOCYJapCTBEHHbI OpraH, IIOJHOMOYHBIA paccMaTpuBaTh BOmpoc 00 uX
paccekpeunBaHuy, Wik B MexBenoMcTBeHHY0 komuccnto (MBK) no 3amure rocynapcTBEHHON TalHbI
WIM B MEXBEIOMCTBEHHYIO 3KCIIEPTHYIO KOMHUCCHIO, AEHCTBYIONIYIO B cyOBhekTe Poccuiickoit denepanum,
0 YEM YBEJOMJISET IOJIb30BATENS, HAIIPABUBILIETO 3aIpPOC.

ApXMB TpENOCTaBIseT Ui M3y4EHUS M OpPraHu3alMM pPAacCEeKPEUMBAHMS 4YJI€HAM HKCIEPTHBIX
KOMHUCCHI, CO3JaHHBIX B OpraHM3alUsAX, PYKOBOJAUTENN KOTOPBIX HAJEJIEHbl IOJHOMOUYUSAMHU 10
OTHECEHMIO CBEACHUHN K TOCYAapCTBEHHOM TaifHe, YJeHaM KCIEepPTHBIX rpyil, chopmupoBanHeix MBK mo
3aIUTE TOCYAAPCTBEHHOW TalHBI, & TAaKXE YICHAM MHBIX KOMHUCCHUH, IOJHOMOYHBIX PACCEKPEYMBATh
JOKYMEHTBI JIMKBUJMPOBAHHBIX OpraHU3aluii, HE MMEIOIIUX IPAaBOIPEEMHUKOB, apXUBHBIE JTIOKYMEHTHI



WJIM apXUBHBIE KOIHH, a TAKKE HEOOX0IMMYI0 HH(OPMAIIHIO.
CnpaBo4YHO-NIOMCKOBBIE CPEACTBA (HAYYHO-CIIPABOYHBIN ANNAPAT) K ApXUBHBIM JJOKYMEHTaM

5.3. JIns obecrnieyeHust AOCTyna K apXUBHBIM JIOKYMEHTaM apXUB MPETOCTABIISIET MOJIb30BATEIIO
CIIPAaBOYHO-TIOMCKOBBIE  CPEICTBA K HHUM (COBOKYIMHOCTh ONHCAHUH apXWBHBIX JOKYMEHTOB,
MIPE/ICTABJIICHHBIX B aPXMBHBIX CIPABOYHUKAX, MPETHASHAYCHHBIX ISl TIOMCKA apXWBHBIX TOKYMEHTOB H
coJiepKalieiics B HUIX JOKYMEHTHON MH(pOpMaIum).

5.3.1. KoMmiekc B3aMMOCBS3aHHBIX M B3aMMOJONIOJHIEMBIX, CO3JaBacMbIX Ha CEIHHOMU
HAay4YHO-METOJIMUYECKOM OCHOBE apXMBHBIX CIPABOYHUKOB O COCTaBE U COACPKAHUU APXUBHBIX
JTIOKYMEHTOB (cucteMa Hay4dHo-crpaBouyHoro ammapata (HCA) apxuBa) BKIItOUaeT 00s3aTeNbHBIE IS
BEJICHUS B apXUBE apXUBHBIC CIIPABOYHHUKHU (OMHUCH JI€J, JOKYMEHTOB; IMyTEBOAMUTEIb, CUCTEMATUYECKUM
KaTajor) U AOMOJIHUTEIbHBIC ApXUBHBIE CIIPABOYHHKH (yKa3zaTesb; 0030D).

B apxuBe Bemercs aHanm3 W yder coctossHus cucreMbl HCA apxwBa Ha OyMa)XHOM HOCHTEIIE
(xypHaun o y4ery cocrosiHuss HCA, kapToTeka) W/mim B aBTOMaTU3UPOBAHHOM PEKUME.

O01mume TpeOOBAHMS K ONUCAHUIO APXMBHBIX IOKYMEHTOB

5.4. Onucanue apXWBHBIX JOKYMEHTOB (CO3/laHME MH()OPMALUH JJIsl apXHUBHBIX CIIPAaBOYHHKOB)
IPOBOJUTCS Ha TPEX YPOBHAX: AapXMBHbIM (OHI, €IUHMIIA XpPaHEHWs/€IUHHMLA YydueTa, apXHUBHBIN
NOKyMeHT. [Ipy He0OX0JMMOCTH OMMCAaHUE MOKET MPOBOAMUTHCS 110 TPYIIAM apXUBHBIX (DOHIOB, rpyIIiamMm
€IMHUL] XpaHEHMs/€IUHUIl Yy4eTa, KOMIUIEKTaM, IpyIIaM apXHUBHBIX JIOKYMEHTOB, YacTU apXHBHOI'O
JIOKYMEHTA.

Onucanue apxXuBHBIX JIOKYMEHTOB IIPOBOJWTCS Ha TOCYJapCTBEHHOM s3blke Poccuiickoi
@denepallii 1 MOXKET JOIMOJHUTENIBHO MPOBOAMTHCA HA sI3bIkax cyObekToB Poccuiickoit denepauuu u
A3BIKaX MEHBIINHCTB.

OcCHOBOI apXMBHOI'O CIIPaBOYHHUKA SIBJISIETCA ONUCATENIbHAs CTaThs, COCTOSAIIAs M3 CIEAYIOLINX
00s3aTeNbHBIX 3JEMEHTOB: CBEACHMM, HACHTU(UUUPYIOIUX HHGOpMalUIO0 (Ha3BaHHUE U CIIPABOYHBIE
JTaHHbIE apXMBHOTO (OHAA, €AMHHUIBI XPaHEHMs/€UHMIBI y4eTa, apXMBHOI'O JOKYMEHTA); CBEIEHHH O
COCTaBe U COJAEpKaHUM HH(OpMalMu; cBeleHUH 00 YCIOBHUSX JIOCTYNA M YCIOBHSX MCIIOJIb30BAHUS
UH(OPMALINK; CBEJIEHUH 10 HCTOPUU apXUBHOTO GoHAA (1151 ypOBHS apXUBHOTO (DOH/IA).

[Ipy HEoOXOaUMOCTH B OMNHMCATEIbHYIO CTaThblO0 BKJIKOYAIOTCS JOMOJHUTEIbHBIE CBEJIEHUS O
MECTOHAXOXKJACHUU OPUTMHAIOB; O HAJMYUU apXUBHBIX JOKYMEHTOB (POHm000pa3oBaTenss B COCTaBe
JIPYTUX apXUBHBIX (DOHJIOB M MECTaxX UX XpaHEeHUsI, Onbmuorpadus u ap.

5.4.1. OnucarenbHas CTaThsl apXMBHOTO CIIPABOYHHMKA HA YPOBHE apXHMBHOrO (hoHIA BKIHOYAET:
Ha3BaHME apXMBHOTO (poHza (cM. 1. 3.5.3), cipaBOYHbIE 1aHHbIE O HEM, HCTOPUYECKYIO CIPaBKy K (OHIY,
AQHHOTALIMIO O COCTaBE€ U COJACPKAHMM APXMBHBIX JOKYMEHTOB, MH(OpMalLKIO 00 YCIOBHSIX JOCTyNa W
UCIONIb30BaHus1, Oubmuorpaduto.

5.4.1.1. CnpaBouHble NaHHble 00 apXUBHOM (OHJE COCTOST M3 AJIEMEHTa apXWBHOIO HiMdpa
(Homepa (oHzaa); oObeMa apXMBHOrO (GOHJA B €IMHULAX XPAaHEHHs W/WIM €JUHUIAX ydeTa MO BHJAM
JOKYMEHTAllMi; KpallHUX JaT apXWUBHBIX JIOKYMEHTOB M0 KaXXJOMY BHJY JOKYMEHTAllUM; MEepedHs
MUMEIOILErocsi BHYTPU(OHJOBOTO HAyYHO-CIIPAaBOYHOTO anmapara.

54.1.2. Hcropuueckass cmpaBka K (oHAy cocToMT U3 UHGOpMalUuWd 1O HCTOPUU
¢donn000pa3oBarTens U HICTOPUN APXUBHOTO (HOHJIA.

Ceenenus o ucropuu GoHA000pa3oBaTeNs BKIOYAIOT: JaThl €r0 00pa30oBaHus, IEPEMMEHOBAHHUS,
peopraHu3alyy, JUKBUIAIMK, BEIOMCTBEHHYIO MPHUHAIICKHOCTh, CTPYKTYpy W (YHKLIHH, Ha3BaHUSA
OpraHu3aIlH-TIPEIIIECTBEHHUKA U MpaBonpeeMHuka. CBeaeHust o GoHaoo0pa3oBaTene apxuBHOro (Gonaa
JUYHOTO TPOMCXOKICHHS BKIIFOYAIOT €ro KpaTkue Omorpaduyeckue maHHbIC ((PpamMuius, uMs, OTYECTBO,



IICEBJIOHUM, JI€BUYbI0 (DaMHIIUIO, TAThl JKU3HU, NpOodeccuio, JaHHBIE O CIy)XeOHOW M OOIIeCTBEHHOMH
nesitenbHOCTH). st apxuBHOro ¢oHIa ceMbd, poJa aHAJIOTMYHBIE CBEIEHHUS NAIOTCS O KaXIOM U3
POACTBEHHUKOB. /1111 00bETMHEHHOTO apXUBHOTO (POHIA COCTABIISIETCS 00Iasi HCTOPUYECKask CIPaBKa.

CeneHusi 0 UCTOPUM apXMBHOTO (OHJA BKJIKOYAIOT ATy €ro MOCTYIUIGHHSI B apXuB, 00bEM U
KpailHHe JaThl apXUBHBIX JIOKYMEHTOB, CTENEHb MX COXPAaHHOCTH; OCOOEHHOCTH (OopMHUpOBaHMUS,
OMMCAHUA U CUCTeMaTU3aluu; HHPOpMaIHo 00 U3MEHEHHUIX B COCTaBe U 00beMe apXUBHOTO (poHAa U UX
MPUYMHAX, O HAIMYUKM apXUBHBIX JTOKYMEHTOB JAPYTUX OpraHu3anuil uian jull (oHI0BbIE BKIIOYEHHS); O
COCTaBe HAYYHO-CIIPABOYHOTO ammapara K apxuBHOMY (GoHay. s apXuBHOW KOJUIEKLIMHU yKa3bIBAIOTCS
CBEICHMSI O BPEMEHH, YCIIOBUSAX, IPUYMHAX €€ CO3JIaHus; MPUHIHUMIAX (OPMHUPOBAHUS; MECTOHAXOXKIACHUU
KOJUIEKIIUHU JI0 IOCTYIUICHUS B QpXUB; COCTABUTEIIE.

HcTtopuueckasi cupaBka K (GOHAY KOPPEKTUPYETCs MPU U3MEHEHHH o0beMa apXuBHOro (oHna, a
TaKXe B CIIydae peopraHu3alii, U3MEHEHHS CTPYKTYpbI, QyHKIMHA HoHI1000pa3zoBaTeis 1 T.11.

5.4.1.3. AuHOTanUs O COCTaBe M COACPKAHUU ApXUBHBIX JOKYMEHTOB apXHUBHOTO (hOH/Ia BKIIIOYAET
KpaTKyto OOOOIIEHHYIO XapaKTEPUCTUKY ATHX JOKYMEHTOB IO BUAAM U HX COJEp)KaHUSA IO TeMaw,
OTpPaXKAIOIIUM HampaBlIeHUs JesTeNbHOCTH (oHAO00Opa3oBaTensi, C YKa3aHHEM XpPOHOJIOTUU TeM H
0003HaueHNEM UX TeorpaduyecKkux (aAMHHUCTPATHBHO-TEPPUTOPHATIEHBIX ) TPAHHII.

5.4.1.4. YcnoBust JOCTyNa K apXWBHBIM JIOKyMEHTaM apXHBHOTO (OHIA M WX HCHOIH30BAHHS
BKJIIOYAIOT CBEJCHUS O HAIWYUH apXUBHBIX JOKYMEHTOB, JOCTYH K KOTOPBIM U TMOPSAJOK UX
WCIIOJIb30BaHUsI OTPaHUYCHBI 3aKOHOIATENIbeTBOM Poccutickoit @enepanyu win (GoHmooOpa3oBarenem, a
TaKk)Ke CBEJEHUS O HAJIMYUU TMOMJIMHHUKOB OCO0O IICHHBIX JOKYMEHTOB, B TOM YHCIE YHHKaIbHBIX
JOKYMEHTOB, W JIOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit ®enepanuu, HaxoAsImUXCA B
HEYIOBJIETBOPUTEIHLHOM (PU3MUECKOM COCTOSIHUH; O HATMYMH (POH/A MOTb30BAHMUSL.

5.4.1.5. bubmmorpadust k apxuBHOMY (OHJIY BKIIOYACT CIIUCOK OMYOJMKOBAHHBIX CIPABOYHUKOB
10 JaHHOMY (pOHAY U MO(POHAOBBIX TOKYMEHTAIBHBIX MyOINKALMH, BHITIOJTHEHHBIX HAa €r0 OCHOBE.

5.4.2. OnucarenbHas CTaTbs apXMBHOI'O CIPAaBOYHUKA HA YPOBHE €IUHUIBI XPAHEHUS/€IUHULIBI
yueTa BKJIIOUAET: MOPSIKOBBIM HOMEp €AMHUIIBI XpaHEHUS/€AMHULIBI yYeTa; CTapblii MHBEHTAPHBII HOMED;
3arojIOBOK €AMHHUIBI XPAaHEHMS/€MHUIBl YydeTa, CIpPaBOYHbIC JaHHblE O HeW; yKa3aHMe Ha
MOJJTMHHOCTE/KOMUIHOCTD, BUJ HOCUTENS (MJIM CIOCOO BOCTIPOU3BEICHMS), A3bIK, BHEIIHUE OCOOCHHOCTH,
YCIIOBUS AOCTYIAa U UCTOJIb30BaHUS apXUBHBIX JOKYMEHTOB. OmucarensHasi CTaThsl IPU HEOOXOIUMOCTH
JOTIONHSIETCS Ha3BaHUEM AapXUBHOTO (OHJA M €ro CTPYKTYpHOM YacTH (ONMUCH Jel, JOKYMEHTOB),
aHHOTAallMel OTAENbHBIX APXMBHBIX JOKYMEHTOB HIJIM HX TPYNN JaHHOW €IWHUIBI XpaHEHHs!/eIUHUIIbI
yuera.

5.4.2.1. 3aronoBOK €IWHUIIBI XPAaHEHHs YNPaBICHUYECKONH TOKYMEHTAIlUW, €IUMHHIIBI XpaHEHUs
apXMBHBIX JIOKYMEHTOB JIMYHOTO IPOUCXOXKIACHUS BKJIOYAeT: HAMMEHOBAaHME BHJA aPXUBHBIX
JIOKYMEHTOB; aBTOpa(OB) apXMBHBIX JOKYMEHTa(OB); aapecara(oB) WM KOPPECIOHAECHTA(OB), KOTOPHIM
HaIpaBJIEHbl UJIM OT KOTOPBIX IMOJIyY€HbI TOKYMEHTBI; BOIIPOC WM MPEAMET, Ha3BaHMs COOBITHUSA, (akTa,
MECTHOCTH, (aMWJIMM U MHULIKAJIOB JIMIA, K KOTOPBIM OTHOCHUTCS COJAEpKaHHE YKa3aHHBIX JOKYMEHTOB;
natbl coObITHi. B cimyyae oTcyTCTBUSI HEOOXOAMMBIX CBEJCHHMH B 3arojIOBOK BKIIIOUACTCS MOSCHSIOIIAS
uH(popManus: "aBTOp HE yCTaHOBJEH".

3aroJOBOK €IMHUIIBI y4yeTa KHHOBUICOJAOKYMEHTA BKJIIOYAET aBTOPCKOE Ha3BaHHE (UiIbMa,
CIEIBBINYCKA, KUHOKYypHaja WM Ha3BaHUE COOBITUS, OTPaKEHHOTO B KHUHO- WJIM TEJECIOKETe, JaTy
IPOM3BOJICTBA U/WJIM JaTy CheMKH, (DaMUIIMK ¥ HHUIIMAJIOB PEeKUCCEPa U/UIIH OTIEpaTOpa ChbEMKH.

3arosoBOK €IUHUIBI y4yeTa (OHOJOKYMEHTa BKJIIOYAET Ha3BaHUE U JKaHpP (POHOIOKYMEHTa,
Ha3BaHWE, MECTO M JlaTy OTpaXeHHOro coObITHs. Ilpm oTcyTcTBMM Ha3zBaHUS (HOHOAOKYMEHTa
YKa3bIBA€TCSl OCHOBHOE COJIEp)KaHUE Telle- WIM paJuonepeaul, BhICTYIUICHHs, Oecellbl U JIp. 3arojoBOK
€IMHUIBl y4yeTa (OHOJOKYMEHTa, COEp)KAIIero 3aluch IMPOU3BEACHHUS JIMTEPaTypbl M HCKYCCTBa,
BKJIIOUAET HA3BaHUE IIPOM3BEIEHUS M €ro JKaHp, MEPBYIO CTPOKY TEKCTa, KOTOpas 3aKIIo4yacTcs B
KaBbIYKH, €CIH (DOHOJIOKYMEHTOM SBIIIETCS HE MMEIOIEe aBTOPCKOr0 Ha3BaHUSA U HE OMYOJIMKOBAHHOE
paHee mpousBeeHNe; (aMIIUN ¥ MHUIMAIBl aBTOPOB M/WJIM MCIIOMHHUTENEH KaK CaMOro NMpOU3BEICHHUS,
TaK M ero 00paboTOK, MePesIoKEHUH, TIEPEBOJIOB; SA3BIK (HOHOTOKYMEHTA.



3aroJ0BOK €IMHHUIIBI XpaHEHUs (POTOJOKYMEHTA BKJIIOYACT ONMUCAHHE M300paKEHUS WM Ha3BaHHE
doroanbOoma, ciaiiia, HeraTuBa, PaMIIINIO U HHUIUAIIBI aBTOPA, MECTO U ATy ChbEMKH.

5.4.2.2. CripaBouHbIC JaHHBIC O CUHUIIC XPAHCHUS/CTUHUIIE YI€Ta COCTOST H3:

3JIEMEHTOB apXUBHOTO mudpa (Homepa GoH/1a; HOMEpa OIUCH e, IOKYMEHTOB; HOMepa €AMHUIIbI
XpaHEHHsI/€TUHHLIBI YUeTa);

o0beMa eTMHUIBI XpPaHEHUS/CIUHULIBI YUeTa: JJi1 apXUBHBIX JOKYMEHTOB Ha OyMa)KHON OCHOBE -
KOJIMYECTBO JIMCTOB; JJIsi KHHOBHI€O(GOHOJOKYMEHTOB (B 3aBUCHMOCTH OT BHJA) - KOJIWYECTBO €IMHUIL
XpaHEHUsl B €IMHULE ydeTa WIM €IMHHULl Y4eTa B €IMHULE XPaHEHUS, METPaX, XPOHOMETPaXK, BpeMs
3By4aHMsI (B MUHYTax M CeKyHAax); A (OTOAOKYMEHTOB - KOJMYECTBO HETAaTHUBOB, COCTABIISIOIINUX
€IMHUILY XpaHeHus; 171 poToanb00MOB - KOIUYECTBO (POTOOTIIEYATKOB;

KpallHUX J1aT apXUBHBIX JIOKYMEHTOB; JJISl ayJHOBU3YAJIbHBIX JOKYMEHTOB - JaThl 3allUCH WJIU
nepe3anucH.

5.4.2.3. B xauyecTBe BUIOB MaTepUATBHOIO HOCHUTEINS €IWHUIBI XPaHEHUs/€IUHUIBI y4eTa Mpu
ONMCAHUU yKa3bIBAKOTCS:

JUIsL  yTIPaBICHUYECKON TOKYMEHTAllUd W AapXHUBHBIX JOKYMEHTOB JIHYHOTO MPOUCXOXKIACHUS -
Oymara, KajbKa, neprameH u T.J1.;

Ut (POHOTOKYMEHTOB IpaMMO()OHHOMH 3aKCcH - MaTeprall HOCUTEIIS;

JUTst POHOTOKYMEHTOB MAarHUTHOM 3aIIMCH - TUII MATHUTHOM JICHTHI;

JUTSL BUACOJOKYMEHTOB - (popMart 3aIucH;

TUTst POTO- M KHHOJIOKYMEHTOB - JOpMaT U OCHOBA IJICHKH, 1IBETONEpeIaya;

JUTS DJIEKTPOHHBIX JJOKYMEHTOB - KOMITAKT-IHCK U/WJIHA APYrOod COBPEMEHHBI HOCUTEIT.

54.2.4. VYcnoBus AoCTyna K EAWHMIIAM XPaHEHWs/€IWHUIAM Yy4YeTa W HX HCHOJIb30BaHUs
BKJIIOYAIOT CBEJICHUS O HAJWYMM AapXUBHBIX JOKYMEHTOB, JOCTYH K KOTOPBIM U MOPSAJOK UX
UCIIOJIb30BaHUSI OTPaHUUYEHbl 3aKOHOJATEIbCTBOM Poccuiickoit ®enepanuu uiu GpoxngooOpa3oBaTenem, a
TaK)K€ CBEJEHUS O HAJIMYMU TOJJIMHHUKOB 0OCO0O IIEHHBIX JOKYMEHTOB, B TOM 4YHCJE€ YHUKaJIbHBIX
JOKYMEHTOB, M JOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoii @Penepauuu, HaxoAsAmUXcs B
HEYJOBJIETBOPUTEIILHOM (PU3MUYECKOM COCTOSIHUH; CBEJIEHHUS O HAIW4YMM (POH/IA MOJIB30BAHUS; O SI3BIKE U
BHEIIHUX OCOOEHHOCTSIX apXUBHBIX JOKYMEHTOB; 0 Hanuuuu HCA k eauHMIle XpaHEHUs/€JMHUIIE yUeTa.

5.4.3. OmnwucarenpHass CTaTbsd apXMBHOI'O CIPABOYHMKA HAa YPOBHE apXMBHOIO JOKYMEHTa
BKJIIOUAET: 3arojiOBOK; CIPAaBOYHBbIE JaHHbIE O HEM; YKa3aHHEe Ha MOJJIMHHOCTH/KONUIHOCTB; BHUJ
HOCUTeNs (M criocoO BOCIIPOM3BEICHNS); YCIIOBUS JIOCTYTIA U UCIOJIb30BaHMUS.

5.4.3.1. 3aroyi0BOK apXMUBHOTO JOKYMEHTA BKJIIOUAET: HANMEHOBAHUE BHJIa APXUBHOTO IOKYMEHTA;
aBTOpAa; aJpecara WIN KOPPECIOHIEHTAa, KOTOPOMY HAIpaBJIE€H MM OT KOTOPOTO IOJIyYEH JIOKYMEHT;
BOIPOC WM IPEIMET, coObITHE, (DAKT, MO0, HA3BAHUE MECTHOCTH, K KOTOPBIM OTHOCHUTCS COJAEpKaHHE
yKa3aHHOTO JIOKYMEHTa; AaTy coOblTus. B ciydae OTCYTCTBHMS HEOOXOAMMBIX CBEJEHMH B 3arojlOBOK
BKJIIOUAeTCsl TMOsICHsIoNas uHpopmanus: "aBTop He ycraHoBieH", "0e3 natel". Ilpu HeobxoaumocTu
3aroJIOBOK JIOTIOJIHSIETCS aHHOTAIlMel, pacKpbIBaIOIel He OTPaKEHHOE B 3ar0JIOBKE COJIep KaHUEe TAaHHOTO
JIOKYMEHTA.

5.4.3.2. CnpaBoyHble JaHHbIE 00 APXUBHOM JIOKYMEHTE COCTOSIT U3 3JIEMEHTOB apXHUBHOTO 1udpa
(Homepa (oHIa; HOMEpA OMUCH JIeN, IOKYyMEHTOB; HOMepa €AMHUIIbI XPaHEHHsI/€TUHHIIBI y4eTa; HOMEPOB
JUCTOB); 00BbeMa (KOJIMUYECTBA JINCTOB) apXUBHOIO JOKYMEHTA; 1aThl €r0 CO3AaHMs.

5.4.3.3. YcnoBust gocTyna K apXMBHOMY JIOKYMEHTY M HMCIOJIb30BAaHUS BKJIIOYAIOT CBEAEHHUSA O
HAJIMYUU OTpaHMYEHUH Ha JOCTYl M OrpaHUYEHUH MO0 UCIHOJIb30BAHUIO, YCTAHOBJIEHHBIX
3aKoHoJIaTeNnbCTBOM Poccuiickoit @enepauuu ummn GoHaooOpa3oBareneM, a Takke 00 OTHECEHHWHU €ro K
YHCIIy 0CO00 IIEHHBIX JOKYMEHTOB, B TOM YHCJI€ YHUKAJIbHBIX JOKYMEHTOB, UJIU JOKYMEHTOB APXHUBHOIO
¢onna Poccuiickoit Denepanuy, HaXOMSAIUXCS B HEYJOBICTBOPUTEIBHOM (U3UUYECKOM COCTOSHUM,
CBEJICHUS O HAJTMYUM (POH/A MOIB30BAHUS; O SI3BIKE U BHEUTHUX OCOOCHHOCTSAX apXMBHOTO JOKYMEHTA; O
BKJIFOUCHUHU MHGopMaruu o HeM B cuctemy HCA.

5.5. llpu cozpannu HCA apxuB y4yuThIBa€T HE TOJBKO OOIIME TPeOOBAHUS K COCTABICHHUIO
OMHCATENbHBIX CTaTE€Hl apXMBHBIX CIPABOYHUKOB, HO U OCOOCHHOCTH MOJATOTOBKM MX KaXJIOTO THMA U



BUAA.
Onmucek e, 10KyMEHTOB

5.5.1. Onuce nen, NOKyMEHTOB (apXUBHBIM CIIPaBOYHUK, IPEIHA3HAYEHHBIH JUIsl PACKPBITUS
COCTaBa W COJAEP)KaHWS €AMHUL] XPAaHCHMSA/€IUHML[ YydeTa, 3aKpeluieHHs UuX BHYTPU(OHIOBOMH
cucTeMaTH3alMM UM ydera; npuiokeHus N 7-8) COCTOMT U3  ONMCATENbHBIX CTaTedl  eIUHMUIL
XpaHeHus/equHUIl  ydera (cM. 1. 6.4.2.)), wuroroBol 3ammcu (cMm. 1. 3.5.6), JHCTa-3aBEPUTENS
(npunoxenrie N 3) U CIpaBOYHOTO anmapara K OMUCH.

T'APAHT:

[To-BuauMOMYy, B TEKCTE MPEIbLAYIIETO ab3ama JonyiieHa oneyarka. Mimeercs B Buny "m. 5.4.2."

B cmpaBouHblif anmapaT omucu fel, JAOKYMEHTOB BXOZST: THUTYJBHBIN JIMCT; COJAEp)KaHUE
(oryaBieHue), IPEIUCIOBUE; CIIMCOK COKPALIEHMI; MepeBOIHbIE TaOIMIIbl ApXUBHBIX MIU(POB (B ciydae
nepepaboTKU OMKCH); yKa3aTelu.

Ha turynpHOM nucTe onucu e, JOKYMEHTOB IIOMEIAIOTCA: II0JJHOE Ha3BaHUE apXHBa, HA3BaHUE
U HOMep apXuBHOrO ()OHJA, HOMEP U Ha3BaHHE OINHCHU, KpailHHE JAaThl BHECEHHBIX B OMHCH apXHMBHBIX
JIOKYMEHTOB.

[IpenucnoBue cocraBnsercs AUMO0 K KaKIOM OMUCH JeN, JOKYMEHTOB, JHOO oOIliee KO BCeM
omucsM apxuBHoro ¢(onma. B mpeaucrnoBum KpaTko u3NararoTcs HcTopus (QoHao00pazoBatens U
apXUBHOTO (OH/A; AHHOTAIMS COCTaBa U COZIEPIKAHUS apXMBHBIX JIOKYMEHTOB (C BBbIIEIEHHUEM Hamboiee
TUTIUYHBIX TPYII AUHHI] XPAaHEHUS/€AUHUIl y4eTa M0 UX BUAAM U PA3HOBUIHOCTSM, MO COICPIKAHUIO);
COCTaB CIPABOYHOIrO ammnapara K onucH. [Ipu coCTaBII€HHMM OTAENIBHBIX MPEAUCIOBUNA K Ka)XI0M OMHCH
apxuBHOTO (OHJa Bce O0IIMe JaHHbIE MO UCTOpuM (oHA000pa3oBaTeNss U MCTOPUS apXUBHOro (hoHIA
MOMEIIAIOTCS B IPEIUCIIOBUHN K IIEPBOW OMMCH JIEJ1, JOKYMEHTOB.

[Tpy HEOOXOIMMOCTH K OMKCH A€, JOKYMEHTOB COCTABIISIOTCS OOIIME U ClIeUalIbHbIe yKa3aTemHq.

5.5.1.1. ApxuB B HEOOXOJUMBIX ClIydasX OpPraHU3yeT YCOBEpIICHCTBOBAHHWE U IEpepadOTKy
OIMUCEN eI, JOKYMEHTOB.

YcoBepuieHCTBOBaHHE ONMCH [IeJI, JOKYMEHTOB - KOMILJIEKC paboT M0 MOBBILICHUIO
WH()OPMATUBHOCTH OMKCH: YTOYHEHHIO 3ar0JIOBKOB €IMHUI] XpaHEHUs/eIMHUL yueTa (6€3 M3MEHEHUS UX
cUCcTeMaTHU3alli1 ), COCTABIEHUIO HEOOXOIMMOTO CIIPAaBOYHOI'0 armnapara K OMUCH.

IlepepadoTka ommcu e, JOKYMEHTOB - COCTaBJICHHE HOBOM ONKNCH B3aMEH CTapod, He
oTBevaroleil TpeOOBAaHUSAM IMOMCKAa W y4eTa apXMBHBIX JIOKyMeHTOB. [lepepaboTka omucH BKIIIOYAET:
M3YyYEHUE €IMHUIl XPaHEHUsI/€IMHUI] y4eTa C MPOBEJECHUEM SKCIEPTH3bl UX LIEHHOCTH, YTOUYHEHHEM HUX
(OHI0BOI MPUHAIEKHOCTH; YTOUHEHHE WM COCTaBJICHUE 3ar0JIOBKOB €IMHHUIL XpaHEHUS/€IMHUL] yUeTa;
orpeziesieHue WM YTOUHEHHE UX KpalHUX J1aT, IepecucTeMaTU3aliio eIMHULl XpaHeHUs/€AMHULL yueTa 110
HOBOH cXeMe CHCTeMaTHU3allid M COCTaBJIeHME HEOO0XOAMMOro CIpPaBOYHOrO ammapara K omucu. llpum
nepepaboTKe OMHMCH COCTaBIISIETCS IMEpeBOJHAsl TabJIWIa CTapbIX U HOBBIX ApPXUBHBIX HIU(PPOB €AMHMIIL
XpaHEHUS/€JUHULl y4yeTa. YHHMUYTOXKEHHE CTapbIX OMHCeH Jed, JOKYMEHTOB IOclieé UX MepepadoTKu
3anpemtaercsa. Ctapble ONMUCH YYUTBIBAIOTCS 110 HOBBIM OIUCSAM Ha MPaBax OTAENIBbHBIX €AVNHUIL XPaHEHUS U
MOMEIIAIOTCS B KOHIIE HOBOM OMUCH 3a MOCIEIHUM HOMEpPOM IIOJI CBOMM 3aroJIOBKOM M C OTMETKOM
"Onucek nepecoctaBieHa. Cum. om. N...".

IIyreBoauTenu

5.5.2. TlyreBoauTenb (apXUBHBIH CHPABOYHHK, COAEPKAIIMUA CBeACHUs 00 apXUBHBIX (oHIAX
apxuBa (apXMBOB) B CUCTEMaTU3MPOBAHHOM BUJE M NpeJHA3HAUCHHBIN U1 O3HAKOMJIEHUS I10JIb30BaTENs



C UX COCTAaBOM M COJIEP’KaHHEM) COCTOMT M3 OINHUCATENbHBIX CTaTe Ha ypOBHE apXHBHOTO (oHaa (cM.
. 5.4.1) ¥ cipaBOYHOTO arapara.

Bugamu myrteBoamTeNs SBISAIOTCS IMYTEBOAMTENb MO (OHAaM apxuBa (apXHWBOB); KpaTKHMA
CIIPaBOYHHMK 110 (hoHJaM apxuBa (apXHWBOB); TEMATHUYECKUM MyTEBOAMUTENb 1O (pOHIaM apXuBa (apXHBOB).
[TyreBoanTenn NOAPA3ALNAIOTCS TAK)KE Ha apXUBHBIC (BHYTPUAPXUBHBIC) U MEKapPXUBHBIE.

Bupn nyreBoauTens u cxema MOCTPOSHUS ONPEAETSIOTCS €ro 1eJIeBBIM Ha3HAUCHHUEM.

5.5.2.1. OcHoBHas 4acTh MyTEBOAMUTENS 1O POHIAM apXHBa (apXMBOB) COCTOUT M3 OMUCATEIbHBIX
cTareil apxXUBHBIX (POHIOB WM IPYHI apXUBHBIX (poHIOB. B myreBomuTens mo ¢poHgam apxusa (apXHUBOB)
JOJKHBI BKJIIOYAThCS CBEJCHHS O BCEX OTKPBITHIX apXUBHBIX (oHmax. Hekoropwle apxuBHbIE (HOHIBI
MOTYT OBITh IPEJICTABIICHBI B BUJIE CITMCKA HEAHHOTUPYEMbIX apXUBHBIX (DOHJIOB.

5.5.2.2. OcHOBHas 4acTh KpaTKOro CIpaBOYHMKAa 1O (oHgaM apxuBa (apXWBOB) COCTOUT U3
CHCTEMaTH3MPOBAHHOTO TEPEUHsl ONMMCATENbHBIX CTAaTe Ha apXWBHBIC (DOHMABI WM TPYIIBI apXHUBHBIX
boHIOB.

Kparkue chnpaBOYHHMKHM TOJPA3NENAIOTCS HAa AaHHOTHPOBAaHHBIE M HEAaHHOTHUPOBAHHEIE.
OnucarenpHas CTaThsl B aHHOTUPOBAHHOM KPAaTKOM CIPABOYHHMKE COCTOMT U3 Ha3BaHUS apXUBHOTO (oHIA
CO BCEMU MEepPEHMMEHOBaHUAMH (HOHI000pa30BaTEINs, CIPABOYHBIX JTAHHBIX 00 apXUBHOM (POH/IE U KPaTKOMH
AQHHOTAIIMW HAa apXHWBHBIE IOKYMEHTHI 3TOTO (oHaa. OnucarenbHas CTaThsi B HEAHHOTUPOBAHHOM KPAaTKOM
CIIPaBOYHHMKE COCTOUT W3 Ha3BaHUS apXUBHOTO (DOH/IA U CIPABOYHBIX TAHHBIX O HEM.

5.5.2.3. OcHOBHas YacCTh TEMaTHYECKOIO IMYTEBOAUTENS 10 (OHAAM apXHBa (apXUBOB) COCTOUT U3
CUCTEMAaTU3HPOBAHHOTO MEPEUHs OMUCATEIbHBIX CTaTEl MO ONPEIEICHHON TeMe Ha apXUBHBIE (DOHIBI WK
UX YacTH.

5.5.2.4. B cmpaBouHBIi ammapar MyTeBOAUTENS IOOOT0 BUAA BXOAST TUTYIBHBIM JUCT,
cojepkaHue (OrJaBlieHHE), TPEAUCIOBUE, CHHCOK COKpAIleHWH, NpuiokeHus, ykazarend. K
MyTEBOAMUTENIO COCTABIsETCS 001Ias Oudbmuorpadus.

B MHOTOTOMHBIX W3JAQHHSX IMYTEBOJHUTECH COCTABISIETCS CIPABOYHBINA ammapar Kak JUisi BCETO
U3JIaHUS B 1IEJIOM, TaK U I OTAEIHHBIX TOMOB.

Karajaorn

5.5.3. Karasnoru (MeX{(OHJI0BbIE apXUBHbBIE CIIPABOUYHUKH, B KOTOPBIX CBEJCHHS O COJIEpPKaHUU
apXUBHBIX (DOHJOB, €IMHUI] XPAHEHUS/€IUHUL] yueTa, apXUBHBIX JOKYMEHTOB (WJIM MX yacTed) apXxuBa
CTpYNIUPOBAHbI MO MpeAMETaM (TeMaM, OTPacisiM), pPacHoOJIOKEHHBIM B COOTBETCTBHM C ONPECICHHON
cXeMol Kiaccu(uKaluu JOKYMEHTHOM HH(popMmanuu) obpa3yloT cucTeMy KartanoroB apxupa. CocraB
CHUCTEMBbl KaTaJOrOB apXHBa ONPEAENAETCS COCTaBOM U COJEP)KaHHEM apXUBHBIX JOKYMEHTOB;
MHTEHCUBHOCTBIO MX HCIOJb30BAHUSA; CTENEHbIO Pa3paOOTaHHOCTH AapXMBHBIX (OHAOB; HAJIMYUEM U
KayeCTBOM JIPYT'MX THUIIOB apXMBHBIX CIIPaBOUYHUKOB. OCHOBHBIMU B CHCTEME KAaTaJOroB apXUBa SBISIOTCA
CHUCTEMAaTUYECKU 1 IMEHHOM KaTaJIOTH.

Karanoru noapasaenstorcs Ha CUCTEMATUYECKUE, TEMATUYECKUE U UX PA3HOBUAHOCTH (KaTaloru
[0 MCTOPUU YUPEXKIEHUH, aJIMUHHUCTPATUBHO-TEPPUTOPHAILHOTO JAENEHUS U Jp.), MPEeIMETHbIE U HX
Pa3sHOBUIHOCTH (MIMEHHOM, reorpadudeckuii, 00bEKTHBIN).

OrnucarenpHasi CTaThs KaTajora BKIIIOUAeT: Ha3BaHUE apXMBa; MHIAEKC; pyOpHKY U MOAPYOpHUKY;
JIaTy COOBITHS; MECTO COOBITHUS; CBEIEHHUS U3 apXUBHOTO JOKYMEHTA, €AMHUIBI XpaHEHUS/€AMHUIIBI yUeTa,
apxuBHOTO (QoHIa (ComepikaHue), apXUBHBIN MUDP; A3BIK TOKYMEHTA M CIIOCOO €ro BOCIPOU3BEICHNS,
(amMHUIINIO COCTaBUTEINS U JIaTy COCTaBJIEHUS ONUCATENbHOM CTaThU.

Jns ycTaHOBIEHHMS CBSI3M MEXIYy pas3fellaMu Karajora WM pas3fesioB Karajora ¢ JApyruMU
ApXUBHBIMH CIIPAaBOYHUKAMHU IIPUMEHSIETCSA CUCTEMA OTCHLIOK.

Yxka3arteau u 0030pbl



5.5.4. VYkazarenu (apXuUBHBIC CIPABOYHUKH, MPEACTABIAIONIME CcOoOOW  andaBUTHBIC,
CHUCTEMaTHYECKHE WM COCTAaBICHHBIC 110 KaKOMY-THOO MHOMY TpHU3HAKy II€pEeYHH Ha3BaHHUM
(HauMEHOBaHMM) NPEAMETOB, YIIOMMHAEMBIX B APXUBHBIX JOKYMEHTax, C YKa3aHHEM WX apXHUBHBIX
mudpoB) MOAPA3NENAIOTCS HAa BHYTPHU(POHIOBBIC, MEXK(DOHIOBBIC, MEKapXUBHBIE, a TaKkKe Ha
TeMaTU4yeckue, IpeaMeTHble (o0IuMe M CHeuualbHble), XpoHosorndyeckue. Pa3sHOBUAHOCTAMU
IPEIMETHOTO yKa3aTess SBJIAI0TCS UMEHHON U reorpauuyeckuil yka3arenu.

VYkaszaTtenu MOTyT ObITh CaMOCTOSTEIbHBIMU apXUBHBIMU clipaBouHuKaMu B cucreMe HCA apxuBa
WIA BXOJIUTb B COCTaB BCIIOMOIaTEJIbHOTO CIIPAaBOYHOIO ammnapara K JPYTUM THIIAM apXHUBHBIX
CIIPAaBOYHHKOB.

OmnwucarenbHas cTaThs ykKa3aTels JO0ro BHJIA COCTOMT M3 MPEIMETHOIrO MOHATUS (PYOpHKH) U
apXUBHOTO HUdpa.

B ykazarene npuMeHseTcs cucteMa OTCBhIIOK JJIsl YCTaHOBJICHHSI CBSI3eH MEXy TOXKIECTBEHHBIMU
NPEIMETHBIMU TOHSATHSIMH.

5.5.5. OO030pbl (apXMBHbIE CHPABOYHUKHU, BKIIIOYAIONIME CUCTEMAaTU3UPOBAHHBIC CBEACHUS O
COCTaB€ U COJACpPKAHMM OTIEIbHBIX KOMIUIEKCOB apXMBHBIX JOKYMEHTOB, JOIOJIHEHHBIE HX
HCTOYHHUKOBEIYECKIM aHAIIN30M) TIOPA3IEIAIOTCS Ha 0030pbI OHIOB M TEMaTUYECKHE 0030PHI.

O0630p (oHma BKIHOYAET CUCTEMATU3UPOBAHHBIE CBEJECHUS O COCTABE M COJEP’KAaHUM apXUBHBIX
JIOKYMEHTOB OJIHOTO apXUBHOTO (hOHIIA.

Tematuueckuil 0030p BKJIIOYAET CHUCTEMAaTU3HPOBAHHBIE CBEJIEHUS O COCTaBE M COJEpKaHUU
ApXUBHBIX JJOKYMEHTOB OJHOTO WJIM TPYIIIbl ApXUBHBIX (POHJIOB OJHOTO WM HECKOJIBKMX apXHUBOB IIO
OIIpeJIeIEHHON TeMe.

B cnopaBounblii anmapaT 0030pa BXOAAT THUTYJIbHBIM JIUCT, CoOJep)KaHue (OrjaBlIEHUE),
IpEeUCIOBHE, CIIMCOK COKpalleHHH, ykasarenu. K TemarnueckoMy 0030py AOJKHBI OBITH COCTABIICHBI
CIUCOK (OHI0B, HH(OPMALIKS 0 KOTOPBIX COIEPKUTCS B 0030pe, n 6ubanorpadus rno reme od3opa.

ApTomatusupoBannbiii HCA

5.6. ApxXuBHBIE CIPaBOYHUKH MOTYT BECTHCb B apXHWBE B aBTOMAaTU3MPOBAaHHOM pPEXHUME,
o0OecrieunBaroleM BO3MOYKHOCTH OINEPATHUBHOIO W MHOTIOACHEKTHOTO TIOMCKa M IPEICTaBJICHUS
JOKYMEHTHOM nH(popManuu (B TOM YHUCJIE B PEKUME yIAIEHHOTO JOCTYIA).

WudpopmanmonHoe HamosHeHue aBTromarusupoBaHHoro HCA — cocraBisieTr  conepikaHue
OTHCATENbHBIX CTaThed apXUBHBIX CIIPABOYHHUKOB Ha YpPOBHE apXMBHOro ¢oHaa (cM. 1. 5.4.1), eqUHULBI
XpaHEHUs/eTUHULIBI yueTa (CM. 11. 5.4.2), apXuBHOr0 TIOKyMeHTa (cM. 11. 5.4.3), a TakKe KII0YEeBbIE CJI0BA U
pPYOpHUKaTOPBHI.

OO0s3aTeNbHBIMU BUJAMH KJIIOUYEBBIX CJIOB (TEPMHHOB, XapaKTEPU3YIOIIUX B OOOOIIEHHOM U
C)KaToOM BHJE COJEp)KAHME OMNUCATEeNbHBIX CTaThe€l apXMBHBIX CIPABOYHHUKOB) TIPU BEIEHUU

aBromatusupoBanHoro HCA  sBusrotcs:  "tematuka', '"mepconamuu', ‘'reorpadus”. B ciydae
HEO0OXOIMMOCTH MOTYT CO3/1aBaThCsl IPYTUE BUJIBI KIIFOUEBBIX CJIOB.
PyOpukatopbl - cHCTeMaTH4YeCKHME W TEMAaTUYECKHE CXEMbl TOHATUH C WHACKCAMH IS

CTPYKTYpUPOBAaHHUS U NOUCKA TOKYMEHTHON HHpopMaIu B aBTomaTuznpoBannoM HCA.
DopMbI HCIIOJIL30BAHUA APXUBHBIX JOKYMEHTOB

5.7. OcHoBHBIE (DOpPMBI HCHOJB30BAHUS APXUBHBIX JOKYMEHTOB (IIPEJIOCTABICHUS apXHUBOM
0€3BO3ME3/IHO WJIM BO3ME3IHO IOJIb30BATENI0 MHPOPMALMOHHBIX YCIYT U MH(POPMALMOHHBIX MPOTYKTOB
JUIsL yTOBIIETBOPEHUS €r0 HH()OPMAIIMOHHBIX TOTPEOHOCTEH):

nH(pOpMallMOHHOE OOecrevYeHre MOoJIb30BaTele B COOTBETCTBUM C UX 3alpocaMH, a Takke B



VHHIIMATUBHOM TOPSIIKE;

MPEOCTABICHUE apXUBHBIX JJOKYMEHTOB MOJb30BATEAM B YUTATLHOM 3aJI€ apXHBa;

AKCIOHUPOBAHUE APXMBHBIX IOKYMEHTOB Ha BBICTABKAX;

HCITOJI30BaHNE aPXUBHBIX JOKYMEHTOB B CPEJICTBAX MAaCCOBON MH(POPMAIIHH;

npoBeJicHNEe HHPOPMAIIMOHHBIX MEPONPUITUN (BCTPEY ¢ OOIIECTBEHHOCTHIO, SKCKYPCUH B apXUBHI,
MPE3CHTALINM, THEH OTKPBITHIX JBEPEH, JIEKIIMH, TOKIAI0B, YCTHBIX )KYPHAJIOB, KOHPEPEHIINHI, YPOKOB JJIs
CTYJICHTOB Y IIKOJIbHUKOB U JIp.) C UCIIOJIb30BAHUEM apXUBHBIX JOKYMEHTOB;

nyOJIuKAaIs apXUBHBIX JOKYMEHTOB.

5.7.1. 3anpockl, TOCTyNAOIINE B apXUBbI, TOAPA3ICAIOTCA Ha:

3ampockl 0 MPEIOCTABICHUH HH(POPMAIMK MO ONpEAeTIeHHONW mpobieme, TeMe, COOBITHI0, QaKTy
(TemaTtuyeckue 3ampochl). Pa3HOBHUIHOCTBIO TEMATHYECKHUX 3allPOCOB SIBIAIOTCS Ouorpaduyeckue
3ampocCkl, O KOTOPHIM YCTAaHABIMBAIOTCS CBEJICHUS, HEOOXOAUMBIC JJIsI U3YUYCHUS )KU3HU U JICSITEIIbHOCTU
KOHKPETHBIX JIUII;

3ampockl O MpeAoCTaBiICHHH WH(OpMamuu, HEOOXOMUMOW JUIsi YCTAaHOBICHUS POJICTBA,
POJICTBEHHBIX CBSI3EH ABYX HIIM OOJiee JHUI, UICTOPUU CEMbH, poJia (TeHEaIOTHYECKUE 3aIPOCHI);

3aIpOChl, CBSI3AHHBIE C COLIMAJIBHOM 3aIIMTON TpaxkAaH, MPEAyCMaTPUBAIOILIUE HUX MEHCUOHHOE
obOecrieueHre, a TaKKe IOJIyYeHHUE JIbIOT U KOMIICHCAIIM B COOTBETCTBHMU C 3aKOHOAATEIbCTBOM
Poccuiickoit denepanuu U MeEXIyHApOAHBIMH o0si3aTtenbcTBaMu Poccuiickoit denepaunu (3ampochl
COIIMAIbHO-TIPABOBOT'O XapaKTepa).

5.7.2. B uensax nacrosmux [IpaBuin ucnosb3yroTcs Cleyomue NOHATUS:

apxMBHasi CIHpPaBKa - JIOKYMEHT apXWBa, COCTABJIICHHBIH Ha OJaHKe apXuBa, WMEIOIIHUNA
IOPUIMYECKYIO CUITy W COJEpKallMii JOKYMEHTHYI0 HMH(]OpMalMIio O MpeAMeTe 3ampoca ¢ yKa3aHHeM
ApXMBHBIX MHU(POB U HOMEPOB JIMCTOB CAMHHI] XPAHCHHUS TEX apXUBHBIX JOKYMEHTOB, HA OCHOBAHHH
KOTOPBIX OHA COCTABJIEHA;

apXMBHAasl KONMS - JOCJIOBHO BOCHPOM3BOISIIAS TEKCT APXUBHOIO JOKYMEHTa KOMUS, C
yKa3aHWeM apXWBHOTO MU(pa ¥ HOMEPOB JIMCTOB €IMWHUIIBI XpPaHEHHs], 3aBEPEHHAs B YCTAHOBIEHHOM
MOPSAIKE;

apxuBHasi BBINHMCKA - JIOKYMEHT apXWBa, COCTABJICHHBIM Ha OJaHKEe apXxuBa, JJOCIOBHO
BOCTIPOM3BOSAIINNA YacTh TEKCTa apXMBHOTO JOKYMEHTa, OTHOCSIIMICS K ompeaencHHOMY ¢akTy,
COOBITHIO, TTUITY, C YKa3aHUEM apXUBHOTO MHU(pa U HOMEPOB JIUCTOB €AMHUIIBI XPAaHEHUS;

HH(OPMANOHHOE MHCHMO - TUCbMO, COCTaBJICHHOE Ha OJaHKE apXHBa M0 3aMpoCy MOIb30BaTeNs
WJIM TI0 MHUIIMATUBE apXUBa, coJiepkaiiee HHGOPMAIMIO O XPAHSIIUXCS B apXUBE apXUBHBIX JOKYMEHTaX
M0 OMpPEIEICHHON Mpobieme, TeMe;

TeMATHYECKH IMepeyeHb APXMBHBIX [OKYMEHTOB - CHCTEMAaTH3WPOBAHHBIA KpaTKUM WIIH
AHHOTHUPOBAHHBIN TEpeueHb 3aroJOBKOB apXMUBHBIX JOKYMEHTOB, €IMHHII XPaHEHUS/CAUHUIl y4yeTa IO
OTIpENIETICHHOM TeMe, C YKa3aHUeM HMX JaT ¥ apXWBHBIX MIM(POB, COCTABICHHBIH 10 3aIIPOCY MOJIb30BaATEIIS
WJIY TI0 MHUIIMATHUBE apXUBa;

TeMATH4YeCKas MOAOOPKA KONMUII APXMBHBIX JOKYMEHTOB - CUCTEMaTU3UPOBAHHBIN KOMIUIEKT
KOMUI apXMBHBIX JOKYMEHTOB WJIM WX YacTEW IO OMNPEJCICHHOW TeME, MOATOTOBJICHHBIM apXHWBOM IO
3ammpocy MoJIb30BaTEINS WU 110 MHUIIMATUBE apXuBa. Temaruueckas moi00pka BKIIOUAET TUTYIIBHBIN JIUCT,
TEMaTUYECKHH MepeueHb apXUBHBIX JOKYMEHTOB M TIPU HEOOXOIUMOCTH HCTOPHUIECKYIO CITPABKY IO TEME;

TeMaTH4eCKHUI 0030p apXUBHBIX JOKYMEHTOB - CM. I1. 5.5.5.

IMopsiiok HcnoTHEHH 3aNIPOCOB MOJIb30BaTe el

5.8. 3ampoc moib30BaTeNs pacCMaTPUBACTCA W UCIIONHACTCS apXHMBOM IPU HAJMYUHU B 3ampoce
HaMMEHOBAHUS IOPUIUYECKOro JHLa (JUIs TpaxaaH - (GaMHJIMU, UMEHH W OTYECTBa), MOYTOBOTO W/WIIN
9JIEKTPOHHOTO aJpeca TIONb30BaTeNs, YKa3aHUs TeMbl (BOMpoOca), XPOHOJOTHH  3alpamInBaeMoi
UHpOpMaLIUH.



3ampoc  MOJIb30BATENsl paccMaTpUBACTCSl PYKOBOJICTBOM apXHMBa WM  YIOJIHOMOYECHHBIM
JOJDKHOCTHBIM JIMLIOM (JIMIIAMM), HAIIPaBJIETCsl HA UCIIOJHEHNUE B COOTBETCTBYIOINE OAPA3/IEIEHUS WIN
HCIMMOCPCACTBCHHO HMCIIOJHUTCIIO U UCIIOJHACTCA MO apXHUBHBIM JOKYMCHTAM H/WIIN TIeYaTHBIM U3aaHusAM,
OTHOCALIMMCSA K IIPEMETY 3arpoca.

3anpoc, He OTHOCSIIMNCA K COCTaBy XpaHALIUXCA B apXMBE apXUBHBIX JOKYMEHTOB, B TEUEHHUE 5
JHEW C MOMEHTa €ro perucTpaluy HampaBiseTcsl B JAPYrod apXuB WM OpPraHU3ALUIO, IJI€ XPAHATCS
HEOOXO/UMBbIE apXUBHBIE JOKYMEHTHI, C YBEIOMJIEHHMEM 00 3TOM I10JIb30BaTelNs, WJIN IOJb30BATENIO
JIAE€TCsl COOTBETCTBYIONIAs] pEKOMEH AL

[Tpu nocrynnenun B apxuB VHTepHeT-oOpaleHus (3ampoca) MOJIb30BATENs C YKa3aHUEM ajpeca
AJIEKTPOHHOM TMOYTHI W/WIIM TIOYTOBOTO aJipeca €My HaIpaBIIeTCs YBEIOMIICHHE O MpHeMe OOpalieHus
(3ampoca) K pacCMOTPEHHUIO MM MOTHBHPOBAHHBIA OTKa3 B paccMOoTpeHHuH. [IpuHATOE K pacCMOTPEHUIO
oOpareHue (3ampoc) pacreyaThiBaeTCs W B JaJbHEWUIIEM padoTa C HUM BEICTCS B YCTAaHOBICHHOM
HOPSIZIKE.

OTBeT Ha 3ampoc MOJIb30BATEIS TA€TCs Ha TocyaapcTBeHHOM si3bike Poccuiickoit denepanumn.

ApXUB OCYIIECTBIISIET MPHEM TPaKAaH B MPUEMHOW WM CTOJE CIPaBOK M BEIET MX Y4YET IO
yCTaHOBJICHHOH (opme. PyKOBOICTBO apXuBa HECET JINYHYIO OTBETCTBEHHOCTh 33 OPTaHU3AIUIO TIPHEMa U
paccMOTPEHHS 3aIIPOCOB IPaKIaH.

5.8.1. Temartuueckuii 3ampoc rocy1apcTBEHHOr0 OpraHa WJIM OpraHa MECTHOIO CaMOYIpPaBICHMS,
CBSI3aHHBIN C HMCIOJHEHUEM UMHU CBOMX (DYHKIMH, apXUB pacCMaTpUBAET B IEPBOOUYEPEHOM IOPSAIKE B
YCTaHOBJICHHbIE 3aKOHOAATEJILCTBOM JIMOO B COIVIACOBAHHBIE C HUMM CPOKH. VIcrosgHeHne Takoro 3amnpoca
OCYIIECTBIISICTCSI Ha 0€3BO3ME3THON OCHOBE.

VcnonHenue TeMaTHYECKOro 3alpoca OpraHU3allid WIN IpaJaHHMHA OpraHu3yeTcs B MOpSJIKe
OKa3aHUs IUIATHBIX YCIYT (B TOM 4YMCJIE HAa OCHOBE JOroBopa) wiu 0e3Bo3me3gHo. CpoKH M CTOUMOCTb
paboT MO MHCIOJHEHHWIO YKa3aHHOTO 3alpoca B IPEABAPUTEIBHOM MOPSAAKE COTJIACOBBIBAIOTCS C
TI0JTb30BATEIIEM.

[Tpu HeoOXxoauMocTH TpoBeaeHHs OOBEMHON pPabOThl MO MOMCKY M KONHPOBAHUIO apXHMBHBIX
JIOKYMEHTOB apXMB NMHCBMEHHO M3BEIAeT MOJb30BATEN O MPOMEXYTOUHBIX pe3yinbTaTax paboTsl. Bupg
WHPOPMALIMOHHOTO  JIOKYMEHTa,  MOJTrOTAaBIMBAEMOrO  apXMBOM [0  3alpocy  IIOJB30BaTels,
COI'JIACOBBIBAETCS C HUM, €CIM 00 3TOM HE yKa3aHO B 3alpoce.

5.8.2. I'eneanoruyeckuil 3ampoc MoJIb30BATENsl ApXUB HUCIIOJIHAET B MOPSJIKE OKa3aHUS IUIATHBIX
ycayr (B TOM 4YHMCII€ Ha OCHOBE JIOTOBOpA). YKa3aHHBIA 3alpoc MOXKET HCIOJHATHCS KaK B OTHOILEHUH
3asABUTCIIA, TaK U B YCTAHOBJICHHOM HOPAAKEC B OTHOIICHUHN APYTUX JIMII.

WNudopmanus noap30BaTeNio MpeacTaBiseTcss B popMe pOoAOCIOBHOIO ApeBa, FeHealormyeckon
pocCrucu, reHeaJormuyecKomn Ta6J'II/IHI>I WM apXHUBHBIX CIIPABOK, APpXMWBHBIX BBIIIHCOK, KOITHH APXUBHBIX
JIOKYMEHTOB, YCTaHABJIMBAIOIIUX POJCTBEHHBIE CBA3U. IIpH OTCYTCTBUM BO3MOXKHOCTEH MO MCHOJIHEHUIO
TeHEATOTHYECKUX 3allPOCOB apXHB PEKOMEHIYET TOJIh30BATENIO IMPOBOJNUTH CAMOCTOSTEIBHBIA TIOUCK
MHTEpecyIolei ero nHGOpPMAIMK TeHEATOTHIECKOTO XapaKkTepa B YATATHHOM 3aJle apXUBa.

5.8.3. 3ampoc conuanbHO-IPaBOBOI0 XapaKTepa UCIOIHIETCS apXHUBOM 0€3BO3ME3 THO.

CpOK HCIIOTHEHHS 3aITpoca CONUAITBHO-TIPABOBOTO XapaKkTepa B apXUBe HE JIOJDKEeH MpeBbimath 30
JIHeW ¢ MOMeHTa peructpanuu 3amnpoca. C pazpeneHust pyKoBOACTBa apXHBa 3TOT CPOK MOXKET OBITh MPH
HEOOXOMMOCTH TIPOJUICH ¢ 00s3aTeNIbHBIM YBEJIOMIIEHHEM 00 3TOM moib3oBareis. CpoK HCTIONTHEHUS
3arpoca no HCA apxuBa - He Gosee 15 1Hel ¢ MOMEHTa €ro perucTpanuy.

[Ipr MCNOTHEHWH TIOBTOPHOTO 3arpoca COIUATBLHO-TIPABOBOTO XapaKTepa WM COCTABICHHH IO
npocb0e TONb30BaTENsl ApPXUBHOM CIpPaBKW, AHAJIOTMYHOM paHee BbIIAHHOW, apXWB IPOBEpSET
COOTBETCTBUE CBC}IGHI/Iﬁ, BKIIFOYCHHBIX B 3Ty CIIPAaBKy, TCM, KOTOPBLIC UMCIOTCA B apXUBHBIX TOKYMCHTAX,
U B Cllyyae OOHApYXEHUS JOTOJHUTEIbHBIX CBEJICHUH, BKIIOYAET UX B IOBTOPHO BBIJABAEMYIO apXUBHYIO
CIIPaBKY.

T'APAHT:
CMm. MeToanueckue peKOMEHIANNH TI0 MCIIOJHEHHUIO 3alPOCOB COLMAIBHO-TIPABOBOTO XapakTepa oT 20
mapta 2012 r. N 250
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O(l)OpM.J'IeHI/Ie APXHUBHBLIX CIIPABOK, apXHUBHBIX BBINMUCOK U aPXUBHBLIX KOnuii

Wndopmarust 06 H3MEHEHHSX:

[Ipuxazom Munxyromypwor Poccuu om 16 ¢gpespana 2009 o. N 68 6 nynkm 5.9 nHacmosiwe2o npunodcenust
8HeCeHbl U3MEeHeHUs

Cm. mexcm nyHKkma 6 npeovloyujeli pedakyuu

5.9. ApxuBHasg crnpaBKa W apXWBHas BBIIUCKA COCTABISIIOTCS C OOO3HAYCHHEM Ha3BaHUs
nH(OpMaITMOHHOTO TOKYMeHTa "ApxuBHas cupaBka', "ApXuUBHas BBITHUCKA'.

Wuopmarus 06 H3MEHEHHSX:

Ilpukazom Munxynemypsr Poccuu om 16 ¢pespans 2009 2. N 68 6 nynkm 5.9.1 nacmosweco
NPUTLONCEHUS. BHECEHbL UZMEHEHUS

Cm. mexkcm nyHkma 6 npeovloyujeli peoaxyuu

5.9.1. Tekctr B apxuBHOM cmopaBke (npwiokenue N 13) gaeTrcss B XPOHOJIOTHYECKOM
[IOCJIEI0BATENILHOCTH COOBITUH € yKa3aHHMEM BMJIOB apXMBHBIX JOKYMEHTOB M HUX JaT. B apxuBHOI
CIIPaBKE JI0IyCKAeTCA LUTUPOBAHNUE APXUBHBIX JOKYMEHTOB.

HecoBnanenue OTHENBHBIX NaHHBIX apXUBHBIX JOKYMEHTOB CO CBEICHHUSMH, HM3JI0KCHHBIMU B
3arpoce, He SBJSETCS NPENATCTBUEM sl BKIIOUEHHS MX B apXHMBHYIO CIPABKy IIPU YCJIOBHMH, €CIH
COBIIA/ICHUE BCEX OCTAJbHBIX CBEJCHUI HE BHI3bIBAET COMHEHUI B TOXAECTBEHHOCTH JIMLIA MU (DAKTOB, O
KOTOPBIX TOBOPUTCSI B APXMBHBIX JOKYMEHTaX. B apXuBHOM cIpaBKe 3TH JaHHBIE BOCHPOM3BOIATCS TakK,
KaK OHU H3JIO)KEHbI B apXMBHBIX JOKYMEHTAaX, a PacXO)K/I€HUs, HECOBMAJEHUS U HETOYHbIE Ha3BaHMUS,
OTCYTCTBHE UMEHH, OTYECTBA, MHULIUAJIOB WJIM HAJIMYUE OJJHOTO U3 HUX OFOBAPUBAIOTCS B TEKCTE CIIPABKU
B ckoOkax ("Tak B nokymente", "Tak B TekcTe opuruHana").

Ceenenus o pabote, yueOe B HECKOJIBKMX OpraHM3alMsAX, y4eOHBIX 3aBEJICHUSIX BKIIIOYAIOTCS B
OJIHY apXMBHYIO CIIPaBKY.

B npumeuaHusx 1Mo TEKCTy apXUBHOM CIIpaBKUM OrOBapHBAIOTCS HEPa300pUYMBO HAaNKCaHHbIE,
UCIPaBJIEHHBIE aBTOPOM, HE MOJJAIOIIMECS MPOYTEHHIO BCIEACTBHE MOBPEXKACHUS TEKCTa OpUTHMHAja
Mmecta ("Tak B TekcTe opurnnana, "B Tekcte Hepa3zdoopunBo").

B Tekcre apxuBHOW CHOpaBKM HE [JOMYCKAIOTCS W3MEHEHHUs, HCIPABICHUS, KOMMEHTapHH,
COOCTBEHHBIE BBIBOJIbI MCIIOJIHUTENS MO COJAEP’KAHUIO apXUBHBIX JOKYMEHTOB, HA OCHOBAaHMHM KOTOPBIX
COCTaBJIEHA ApXMBHAs CIIPaBKa.

B koHIle apXUBHOW CIIpaBKU MPUBOAATCS apXUBHbIE MU(PHI U HOMEpa JUCTOB €IMHUI] XPAHEHUS
apXUBHBIX JOKYMEHTOB, [I€UYAaTHbIE U3aHUs, NCIIOJIb30BABILNECS IJIs1 COCTaBJICHUs apXUBHOH clipaBku. B
TEKCTE apXUBHOW CIPaBKHU JIOMYCKAETCS MPOCTABIEHUE APXMBHBIX IIU(PPOB M HOMEPOB JIMCTOB €IMHMUIIL
XpaHEHUs apXUBHBIX JJOKYMEHTOB Cpa3y MOCIe U3JI0KEHHS KaXI0T0 (PaKTa Wi COOBITHSL.

B apxuBHOI1 cnpaBke, 00be€M KOTOpPOIl MPEBBILIAET OJUH JIUCT, JUCTHI JOJDKHBI OBITH MPOIIUTHI,
IIPOHYMEPOBaHbl U CKPEIUIEHBI I€YaThIO apXuBa (UIsI MYHULHMIIAIBHOIO apXHWBa, HE SBISIOIIETOCS
IOPUAMYECKHM JIMIIOM, - [I€YaThI0 OPraHa MECTHOTO CaMOYTIPABIICHUS).

ApxuBHasl cIpaBKa, NpelHa3HayeHHas [Js UCIHOJIb30BaHUS Ha Tepputropun Poccuiickoit
@enepanyy, MOANMCHIBAETCS PYKOBOJACTBOM apxXuMBa U 3aBEpsieTCs IeYaTbl0  apxuBa  (IId
MYHUIIMIIAJIBHOTO apXHBa, HE SBISAIONIETOCS IOPUIUYECKUM JIMIOM, - I[€4aTbl0 OpraHa MECTHOTO
caMmoyITipaBlieHUs). ApXHUBHas CIIpaBKa, NMpeJHa3HAYCHHAs JJIs HalpaBJIeHUS 3a pyOek, IMOIIUCHIBACTCS
PYKOBOJICTBOM apXHBa U 3aBepsieTCsl repOOBOM MevaTbio (U1 MyHULMIAIBHOTO apXUBa, HE SIBJIAIOLIET0Cs
IOPUAMYECKHM JIMIIOM, - [I€YaThI0 OPraHa MECTHOTO CaMOYIPABIICHUS).

[Tpy HeoOXOAMMOCTH K apXMBHOW CIpaBKe NPUJIAralOTCsl KOMHUU apXHMBHBIX JOKYMEHTOB WIH
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BBIIMCKYU U3 HUX, IOATBEP)KIAIOIINE CBECHUS, U3JI0)KEHHbIE B ApXUBHOMN CIIPABKE.

ApXUBHbBIE CIIPABKH, HalpaBIsieMble B TOCYIapCcTBa, MoANMcaBIue [ aarckyio kousennuio 1961 r.,
B COOTBETCTBHHM C KOTOpOH He TpeOyeTcsi KOHCYJIbCKas Jeraau3anus O(QHIMAIbHBIX JTOKYMEHTOB,
3aBEPSIFOTCS MPOCTABICHUEM U 3all0JJHEHUEM CIELUaIbHOrO mTamia - anoctwid. Ha apXuBHBIX cipaBkax
IPOCTABISIETCd M 3alOJHSAETCS HaJuleXkalluM o00pa3oM aloCTW/Ib PYKOBOJCTBOM  BBIIIECTOSIIETO
YIIOJJHOMOYEHHOTO OpraHa WCIHOJHUTENbHONM BiacTd B cdepe apXUBHOrO Jiena. AINOCTUIb He
IIPOCTABJISIETCS] HA APXUBHBIX CIIPaBKax, MPeJHA3HAYEHHBIX JUJIS HAIIPaBJICHUS B TOCY1apCTBa, C KOTOPHIMU
Poccniickas @epepanus 3akirO4niia JOTOBOPHI O IIPAaBOBOM IOMOIIM M IIPABOBBIX OTHOLICHUAX I10
rPaXKJIaHCKUM, CEMEHMHBIM M YrOJIOBHBIM JI€aM, a TaKKe B rocynapctsa - yyactiuku CHI', moanucasmue
Cornamenve o mOpUHOMOAX H (GOpMax B3aMMOJACHCTBHS B OOJAcCTH MCIOJNB30BAaHUS aApXUBHOMN
uH(pOpMaIlNK, UK C KOTOPBIMU UMEIOTCSI IBYCTOPOHHHUE COTJIAIIEHUS] O COTPYTHUYECTBE.

[Ipu oTCyTCTBUU B apXWBE apXUBHBIX JOKYMEHTOB, HEOOXOAMMBIX IJIi MCIOJIHEHHUS 3alpoca, Ha
OJlaHKe apXuBa COCTABJISIETCS OTBET, MOATBEPXAAIOIINNA HEMONIHOTY COCTaBa apXUBHBIX TIOKYMEHTOB I10
Teme 3amnpoca. [Ipu HeoOX0UMOCTH OTBET MOKET ObITh 3aBEPEH repOOBOI NIEYATHIO.

B cinydae JOKyMEHTaJbHO TMOATBEPXKACHHBIX (DAKTOB YTpaThl aAPXUBHBIX JIOKYMEHTOB,
COJIepKallluX 3alpalliuBacMble CBEACHHUSA, apXUB BbIIAET CHOPaBKYy [0 JAaHHOMY BONpOCY, IIpH
HEO0OXOJMMOCTH 3aBEPEHHYIO [1eYaThi0 apXH1Ba.

5.9.2. B apXuUBHOM BBIIKCKE HAa3BaHUE apPXUBHOTO JOKYMEHTA, €0 HOMEP U J1aTa BOCIIPOU3BOJIATCS
NOJHOCTBIO. M3BNeUeHWsIMM W3 TEKCTOB apXUBHBIX JOKYMEHTOB [OJDKHBI OBITh HCYEPIIAaHBI BCE
MMEIOIIKECs JaHHbIe M0 3anpocy. Havano u KoHel KaXk10ro M3BJICUEHHUs, a TAKKE MPOMYCKH B TEKCTE
ApXMBHOT'O JIOKYMEHTA OT/I€JbHBIX CJIOB 0003HAYAIOTCS MHOTOTOYHEM.

B npumedaHusix K TEKCTY apXMBHOM BBINHMCKHU JIEJIAIOTCS COOTBETCTBYIOLIME OTOBOPKH O YacTsX
TEKCTa OpUTHHAJTA, HEPa30OPUMBO HANMCAHHBIX, UCIPABICHHBIX aBTOPOM, HE MOJIAIONIIUXCS MPOUYTCHHIO
BCJIE/ICTBUE TOBPEXACHMs TeKCTa U T.A. OTAEnbHBIE CIOBA U BBIPAXEHUS OPUTMHAJA, BBI3BIBAIOLIME
COMHEHHUSI B UX TOYHOCTH, OTOBapuBalOTCs cioBamu "Tak B Tekcte opuruHaina", "Tak B qokymeHte'.
[Tocne TekcTa apXMBHOM BBINMMCKM YKa3bIBAIOTCSI apXUBHBIM MK(p U HOMEpa JUCTOB €UHUIIBI XpaHEHUs
apXUBHOTO JIOKYMEHTA.

AYTEeHTUYHOCTh BBIIaHHBIX IO 3alpocaM apXHUBHBIX BBIIUCOK YAOCTOBEPSETCS IOJIHUCHIO
PYKOBOJUTENS apXMBa WM YIOJHOMOYEHHOIO JOJDKHOCTHOIO JIMLA M T[eYaThlo apxuBa (Ais
MYHUIIMIIAJIBHOTO apXMBa, HE SBISAIOIIETOCS HOPUIMYECKUM JIMLOM, - I[€4aTbl0 OpraHa MECTHOTO
CaMOYIIpaBIICHUS).

5.9.3. Ha obopoTe ka)x/10ro JUcTa apXMBHOM KOIUU MPOCTABJISAIOTCS apXUBHbIE IIU(PBI 1 HOMEpa
JIMCTOB €IMHULl XPAaHEHHsI apXUBHOI'O JOKYMEeHTa. Bce JINCThl apXMBHOM KOIIUMU CKPEIUISIFOTCS U Ha MECTE
CKpEIUIEHUSI 3aBEepAIOTCS Ie4YaTbl0 apXuBa U TMOJNHUCHIO €ro PYKOBOJAUTENS WM YIOJIHOMOYEHHOTO
JOJDKHOCTHOTO JIMIa. ApXMBHas KON, NMpeJHAa3HAueHHas s HamlpaBieHus 3a pyOex, 3aBepsercs
repOOBOM NEYaThIO U MOJIMKUCHI0 PYKOBOAUTENS apXHUBa.

5.10. ApxuBHas crpaBka (npunokerre N 13), apxuBHas BBITTMCKA, apXWBHAsI KOMUS U OTBETHI HA
3aMpocChl BBICHUIAIOTCS 10 MOYTE MPOCTHIMU MUCbMaMHU.

ApxHBHasl cTipaBKa, apXHUBHAs BBIITMCKA U apXWBHAs KOIUs, IpelHa3HaYCHHbIE JJIs HaIllpaBJICHUS B
rocynapctBa - ywactHuku CHI', Bkirodas oTBeThl 00 OTCYTCTBMM 3alpalllMBaeMbIX CBEJIEHUI,
BBICBUIAIOTCSI ApXHBOM HEIIOCPEACTBEHHO B aJipeca 3asBUTEINEH.

ApxuBHas clipaBKa, apXUBHAas BBINIMCKA M apXMBHAsI KOMUs, TpeAHA3HAYEHHBIE /1JIs1 HAIPABJICHUS B
rocynapcTBa, He sBistomuecs ydactHukamu CHI', Bkitodast oTBETHI 00 OTCYTCTBHHU 3allpalliBaeMbIX
cBelleHUl, oQopMIIAIOTCS M BMECTe C 3ampocaMy (aHKeTaMM, JHMYHBIMH 3asBICHUAMH U T.I1.)
HANpaBIAIOTCS apXUBOM B COOTBETCTBYIOIIMN (elepalbHbIl OpraH HCIOJHUTENBHON BIACTH B
YCTaHOBJIEHHOM OPSKE.

ApxuBHasl ClpaBKa, apXWBHAs BBIMCKA W apXWBHAs KOMUS B CIydyae JIMYHOTO OOpaIIeHUS
rPKJaHWHA WIM €ro JOBEPEHHOrO JHUIA B APXUB BBLAAKOTCA €My IOJ PACHUCKY MPHU IPENbSIBICHUHN
nacnopra WM HMHOIO YJIOCTOBEPSIOIIETO JOKYMEHTAa; JOBEPEHHOMY JIMLY - IpU NPEAbSIBICHUU
JIOBEPEHHOCTH, O(DOPMIICHHOW B YCTaHOBJICHHOM Topske. [lomydyarens apXuBHOW CIPaBKU U apXUBHOU
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BBINKMCKN PACIUCHIBACTCS HAa UX KOMHUSAX WIM HA 000pPOTE CONPOBOIUTEIHHOIO MUChbMA K HUM, YKa3bIBas
JlaTy UX MOJIYYCHUS.

3aBepeHHasl allOCTUJIEM apXWBHas CIIpaBKa, apXWBHAs BBIIMCKA U apXHMBHAs KOMNMs B Cilydae
JUYHOrO OOpallleHusl IpakJaHMHA WIM €ro JOBEPEHHOIO JMIa B apXUB BbIIACTCS €My Ha PyKH IIpH
NpeIbABICHIH KBUTAHIIMK 00 YIUIaTe rOCyIapCTBEHHON MOIUIMHBI 32 IPOCTAaBIICHUE allOCTHIIS.

Bo3Bpame}me MOAJIMHHUKOB apPXMBHBIX IOKYMEHTOB

5.11. Ilo nUCbMEHHBIM 3aBIICHUSIM C pa3pellieHUs PYKOBOIUTENS apXuWBa peaOUIUTUPOBAaHHBIC
JUIa U MX HacleAHMKU MMEIOT IIPAaBO Ha IOJIyYEHHE MOJUIMHHUKOB COXPAHMBILUXCS B MPEKPALIEHHBIX
YTOJIOBHBIX U aIMUHUCTPATUBHBIX, a TaKkKe (QHIbTPALIIOHHO-IIPOBEPOYHBIX JIeJaX apXHUBHBIX TOKYyMEHTOB
TBOPYECKOTO XapakTepa - pyKomuceHd, ¢ororpaduii, muceM © JAPYrHX JHYHBIX JIOKYMEHTOB (32
UCKJIIOYCHHEM IacllOpPTOB, BOEHHBIX OWIIETOB, CIYXEOHBIX YAOCTOBEPEHUH U JAPYrUX apXUBHBIX
JTOKYMEHTOB O(UITHATIEHOTO IPOUCXOMKIACHUS).

[lo mMCbMEHHBIM 3asiBICHUSAM C pa3pelICHUs PYKOBOJWTENS apXuBa Ipa)kJaHe MUMEIOT MPaBO Ha
[OJIyYE€HUE COXPAHUBILIUXCS B apXUBE MOAJTUHHUKOB COOCTBEHHBIX TPYJIOBBIX KHUKEK.

C u3bIMaeMBIX apXHMBHBIX JOKYMEHTOB [ENIAIOTCS KOIMH, KOTOpBIE NPHOOIIAIOTCS K JeIaM.
N3bsiTHE apXMBHBIX JOKYMEHTOB, a TAKXKE UX 3aMEHA Ha KOIHMH OTPAXKaroTCs B JINCTAX-3aBEPUTEISIX 1€, B
OINMCSX A€, JOKYMEHTOB.

BosBparienne apXuBHBIX JOKYMEHTOB OGOpPMIISIETCS akTOM 00 HU3BATUU U3 e YKa3aHHBIX
JOKYMEHTOB. AKT W JIpyrue JJOKYMEHTbI, HA OCHOBAHUU KOTOPBIX IPOU3BEIEHO BO3BpALICHHE apXHUBHbBIX
JIOKYMEHTOB, U paclucKa JUIa, MOTYYHUBILEro UX Ha PyKH, BKIIIOUAIOTCS B A€o (GoHma.

O0cay;kuBaHue NMOJb30BaTeeH B YNTAJIBHOM 3aJ1e

5.12. Jlna oOcnyXHBaHUS MOJIb30BaTENIeH B apXMBax JEHCTBYIOT YMTAIbHBIN 3], IPOCMOTPOBBII
3aJ, KOMHaTa NpOCHylIMBaHUA (HOHOAOKYMEHTOB CO CIEIHaJbHBIM 000pyAOBaHMEM s paboT ¢
MUKPOKOIIMSIMM apXMBHBIX JIOKYMEHTOB, AayJUOBU3YaJbHBIMH M DJJIEKTPOHHBIMU JOKyMeHTaMu. llpwu
OTCYTCTBUM CIIEI[MAJIbHO BBIJEIEHHOTO TIOMEIEHHUs] O0O0CTy)KMBAaHUE TI10JIb30BaTeNIel MPOU3BOJAUTCA B
paboyeil KOMHaTe apXuBa MO KOHTPOJIEM COTPYIHUKA apXUBa.

[Topsimox paboThl monb30BaTeNeil ¢ apXMBHBIMHM JOKYMEHTAaMH B YHUTAJIBHOM 3aj€ apxuBa, UX
npaBa U OOS3aHHOCTH ONPEIENAIOTCS MpaBWIaMU pabOTHI MOJIb30BaTeNel B YMTAIBHBIX 3a7aX apXUBOB
Poccuiickoit ®enepaunu, yTBEpKIAaeMbIMH CIIEHUAIBHO YIIOJIHOMOYEHHBIM (hefiepalbHbIM OpPraHoOM
UCIIOJTHUTENIbHOM BiIacTu B cepe apXUBHOTO Jieia. ApXHUB 0053aH 03HAKOMHUTH MOJIb30BaTeNel C ITUMHU
npaBuwiaMu. Mcxons M3 KOHKPETHBIX BO3MOXHOCTEH OOCIY)XHBaHUS TNOJb30BaTeNel, apXUB MOXKET
YCTaHABIMBATh OYEPEIHOCTh U BPEMS NOCEIIECHNS] IMH YUTAIIBHOIO 3aJ1a.

B cinydasx XuIieHus WU NOBPEXKICHHS IOJIB30BATEIEM apXMBHBIX JTOKYMEHTOB, TEXHHUYECKOTO
000pyJIOBaHUSI M UMYIIECTBA apXHB 00pallaeTcs ¢ COOTBETCTBYIOIIUM 3asiBJICHHEM B OpraH BHYTPEHHHX
JIeJT TI0 MECTY pacIoJIOKEHHUs apX1Ba, IPUHUMAET JIPYrHe Mephl K BO3MEIIEHHUIO yiepOa B COOTBETCTBUHU C
3aKoHoAarenbCcTBOM Poccutickoit denepanuu.

5.13. Tlo 3aka3am TOnb30BaTeled C y4ETOM TEXHUYECKHX BO3MOXKHOCTEM  apXuBa,
U3TOTABIMBAIOTCS KOMMHM ApXHMBHBIX JIOKYMEHTOB: KCEPOKONWH, MHKPOKOMHMH, (POTOOTIEUaTKH,
KMHOKOIHNH, BUJICOKOIUH, KOTUH (POHOJOKYMEHTOB, a TAK)KE KOIHUU Ha 3JIEKTPOHHBIX HOCUTEISX.

He npousBomuTcs KomupoBaHHe TOKYMEHTOB ApxuBHoro ¢onga Poccuiickoit ®@eneparum,
HaXOJALIMXCS B HEYJOBJIECTBOPUTEIBHOM (PU3HMUECKOM COCTOSHUU.

KonupoBanue apXMBHBIX JOKYMEHTOB OIPaHMYEHHOIO JO0CTyna (CEKpPETHBIX M COAEpIKallnuxX
KOH(HICHIIMATBHYIO HH()OPMAINIO) TPOU3BOJANUTCS B YCTAHOBICHHOM IOPSIKE.

[Topsimok BBIMONHEHUS 3aKa30B HAa KOIMMPOBAHUE, B TOM YHCIIE 00bEMbI KONMMPOBAHUS apXHBHBIX
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JIOKYMEHTOB, HEOITYOJIMKOBAaHHBIX OMUCEH JeJ, JOKYMEHTOB, APYTMX apXUBHBIX CIPABOYHO-TIOMCKOBBIX
cpenctB u 0a3 JaHHBIX, CTOMMOCTb HM3TOTOBJICHHS KOIUW W TMOPSAOK PAacUETOB 3a WX H3TOTOBIICHUE
OMPEIEISAIOTCS PYKOBOACTBOM apXHUBa.

Ha xomuu apxXuBHOTO JOKYMEHTA, M3TOTOBJIICHHOW IO 3aKa3y I10Jb30BaTElis, apXHUB YKa3bIBaeT
apXUBHBIN (P 1 HOMEpA JINCTOB SAMHHIIBI XPAHEHUSI apXUBHOTO JTOKyMeHTa. [Ipu odopMiIeHHH KOTHH
PacCCEKpEeYEHHOTO apXMBHOTO JOKYMEHTa Ha JIMIICBOM CTOpPOHE B IPAaBOM BEPXHEM YINIy IMEPBOTO M
MOCJICTHETO JINCTa KOMUHU TMpocTaBisieTcs mrami "Paccekpeueno". [Ipn He0OXOAMMOCTH JaHHBIN IITAMIT
MIPOCTABIISIETCS HA JIMLIEBOU CTOPOHE BCEX JIMCTOB KOIHMH PACCEKPEUYECHHOTO apXUBHOTO JIOKYMEHTA.

Komuu apXWBHBIX JOKYMEHTOB BBIJAIOTCS IOJIH30BATEISIM, MX JIOBEPEHHBIM JIUIIAM WJIH MOTYT
OBITH BBICTIAHBI 110 YKA3aHHBIM aJIpecam.

VY4eT 3aKka30B Ha KONMUPOBAHHE BeIETCS HAa OyMa)KHOM HOCHUTEJIE WMJIUM B aBTOMAaTU3WPOBAHHOM

dopme.

NuunuatuBHoe nH(popMupoBaHue noJab3oBaresieil. [loaroroBka BbICTABOK U MO IMKAIUI
apPXUBHBIX JOKYMEHTOB

5.14. VuunuatuBHoe UHQPOPMUPOBAHUE TOCYAApPCTBEHHBIX OPraHOB, OpPraHOB MECTHOI'O
caMOYIIpaBJIEHUs], OPraHU3aLUi U IpaXJlaH OCYLIECTBISETCS IyTEM HAIpaBJICHHUsI UM MH(POPMALUOHHBIX
MUCEM WU APYTHX MHPOPMAITMOHHBIX TOKYMEHTOB.

5.15. ApxuB oOpraHusyeT IOArOTOBKY U IIPOBEJEHHE BBICTABOK APXUBHBIX JOKYMEHTOB
CaMOCTOSITEJIbHO WJIM COBMECTHO C JPYTMMM apXUBAMU U OpraHU3ALUSAMHU.

JUis TOArOTOBKM BBICTaBKM apXHUBHBIX JOKYMEHTOB pa3paOaThIBAIOTCS TEMaTHUECKUH IIaH
(KOHLIETILIMSA) M TEMaTHKO-3KCIO3ULIMOHHBINA IU1aH. Ha ocHOBe TeMaThyeckoro IulaHa MPOBOAMUTCS
BBISIBIEHME M OTOOpP AapXMBHBIX JOKYMEHTOB, WUIIOCTPAaTUBHBIX W HWHBIX MaTepuaioB. B
TEMAaTHUKO-IKCIIO3UIIMOHHBIA  IUIaH  BKJIIOYAETCSl AHHOTHUPOBAHHBIM MEpeueHb OTOOpaHHBIX  JUIS
9KCIIOHUPOBAHUS apXUBHBIX JOKYMEHTOB, WILIIOCTPATUBHBIX U MHBIX MaTEPUAIOB, CUCTEMATU3NPOBAHHBIX
B COOTBETCTBUU C pa3JIelaMH BBICTAaBKH, C YKa3aHHUEM MX PAa3MEPOB U MOPsAKA pa3MELIEHUS Ha CTEHJaX
WIM B BUTpUHaX. Bce oToOpaHHBIE [UIsl SKCIIOHUPOBAHUSI apXUBHBIE JOKYMEHTHI U JIpYrHe MaTepuabl
aHHOTHpYIoTCA. K MHOS3BIYHBIM MaTepHuajaM HpU HEOOXOJMMOCTH JaeTcsl MEepeBOJl MM pa3BepHyTas
AQHHOTALUs COJIEPIKaHUS.

OTBETCTBEHHBIMU 32 COXPAHHOCTb APXMBHBIX JIOKYMEHTOB SIBJIIOTCSI OPraHM3aTOPbI BBICTABKH.
ApxuB, peACTaBUBIINN apXUBHbIE JOKYMEHTHI JUIsl BBICTAaBKH, 00ECIIeUnBaeT KOHTPOJIb 332 COOIIOICHUEM
TpeGoBaHUI 0OecreueHusI COXPaHHOCTH JOKYMEHTOB ITPH SKCIIOHUPOBAHHH.

CrpaxoBaHue apXMBHBIX JOKYMEHTOB U O(OpMIEHHE KX BpPEMEHHOTO BbIBO3a 3a Ipeleibl
Poccuiickoit @eneparuu /Ui SKCIOHUPOBAHUS MPOBOASTCS B YCTAHOBIECHHOM nopsake (cM. r.a. 2.11.14,
2.11.15).

5.16. Ilpu moarotoBke MyOIMKaIMil apXUBHBIX JTOKYMEHTOB apXUB PYKOBOJCTBYETCS HAYyYHBIMU
IIPaBWJIaMU U3JaHUS HICTOPUUYECKUX IOKYMEHTOB.

Tuns! (HayyHBINA, HAYYHO-TIONMYJSPHBINA U y4eOHBIN) U BUJBI (TOGOHI0BAs], TEMaTUUECKas WU Jp.)
nyOJNMKaluil apXMBHBIX JOKYMEHTOB OIpPEIENSIOTCS MX LEJIEeBBIM Ha3HaueHueM, cnenudukoit ordopa
HCTOYHUKOB, IPUEMOB TI€pe/layll TEKCTa apXUBHBIX TOKyMEHTOB U cocTaBoM HCA k HUM.

®opmbl MyOIMKAIMK APXUBHBIX JOKYMEHTOB:

nevatHasi: cepus, COOpPHHMK, anb0oM, OYKJeT, IjakaT, MyOJuKalus B CpEICTBaX MacCOBOU
uHpOpMaInH;

myOIMKaus Ha MJIEHOYHBIX HOCUTENSIX: MUKPOQHUIBEM, MUKpO(dHIIIa;

AIIEKTPOHHAS: THIIEPTEKCT, MyJIbTUMEINA, 0a3a TaHHBIX.

ApPXUB OCYLIECTBIISIET MEPOIPUATHS 110 0OECIICUCHUIO HAYYHO-UCCIIEIOBATENBCKUX U TEXHUYECKUX
IPOLIECCOB IMOJATOTOBKM JOKYMEHTAJIbHBIX MyOiIMKalMid: (OpPMHPOBAHUE PENAKLIUOHHOW KOJUIETHH,
KOJUIEKTHBA COCTABUTEJEH, COCTABJIEHUE OPIraHU3alMOHHO-METOAMUYECKUX JIOKYMEHTOB, 3aKJIIOUEHUE



JIOTOBOpPA C 3aMHTEPECOBAHHBIMU OPTaHU3AIUAMH U U3AATEIbCTBAMH U T.II.

[lonroroBneHHas U OTPENAKTUPOBAHHAS PYKOMHCh MPOXOJUT BHYTpEHHEE U BHEIIHEE
PELEH3UPOBaHUE U OOCYKIAETCS HAyYHO-COBEUIATEIbHBIM OpPraHOM apXHBa, OO0JAJAIOUIMM IPABOM
PEKOMEH/IOBaTh €€ K U3/IaHuIO.

Pykomnuchk cunTaeTcsi OArOTOBJICHHOM, €CITH B COOTBETCTBUU C YCTAHOBJIICHHBIMHU TPEOOBAHUSIMH
nopaboTaHa MO 3aMEYaHHUsSM PEIEH3EHTOB M UTOraM OOCYXJECHUS M YTBEp)KJeHa B medarb. Pykomucu
MEXAPXUBHBIX W3/IaHUN MPEJICTABISIOTCS PEIKOJUIETHH HAa PACCMOTPEHHE U YTBEPXKICHHE K W3AaHUIO
TrOJIOBHOM OpraHu3aluei.

C u37aTenbCTBOM 3aKJIIOYAETCs JIOTOBOP, B KOTOPOM IpelycMaTpuBaloTCa MpaBa U O0S3aHHOCTH
M3/1aTeNbCTBA U 3aKa34MKa (apXuBa).

5.17. ApXHB OCYIIECTBISICT YUET UCIIOJIb30BAHUS aPXUBHBIX IOKYMEHTOB Ha OyMa)>KHOM HOCHUTEIEe
WIH B 3JICKTPOHHOU (hopMme.

IMpunoxenns
(o0pa3ubl popm)

Undopmargist 06 n3MEHEHUAX:

Ipuxazom Munkyremypor Poccuu om 16 gpespana 2009 2. N 68 nacmosiwee npunodxicerue usiodceHo 8
HOB0UL pedarKyuu

Cm. mekcm npunodxcenus 8 npeovloyujell peoaxKyuu
TAPAHT:
Cwm. nannyto ¢popmy B penakrope MS-Word
Mpuaoxenne N 1
knm. 2.11.5,2.11.7.2,3.7.2,4.3.1.
(c usmenenusimu ot 16 gpeBpass 2009 r.)

(Ha3BaHME apxuBa)

AKT YTBEPXIAIO
N IMpexrTop
(mara) (HasBaHue apxuBa)
O HEeMCIIPABMMEIX IIOBPEeXIOEeHUSIX Mopnmce Pacumpporka
ApXMBHEIX OOKYMEHTOB IOINNCH
ITaTa
donnm N

HasBanue OGoHIOa

B (pOHI[e O6H&py>i(CHBI CAWHUIBI XPAHCHUS, IPU3HAHHBIC HCUCITPABUMO IMOBPCIKACHHBIMUA

N | Homep | Homep 3aroyI0BOK Kpaitnu | KonnuectBo nucroB CymHocTs U
I/ | ONUCH | €nA.Xp. | MOBPEXKIEHHOM ell. | € JaTel | (BpeMms 3By4aHHs, HPUYMHBI
Xp. METpPax) TTOBPEKICHHS
1 2 3 4 5 6 7
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VTor0o ODHAPYXEHO HEUCIPABUMO IIOBPEXIEHHEX en. xp.
(umdpaMm M HOPONMCHIO)

BaBenynommi OTIEJIOM

(momnmucek, pacumdpoBKa NOANMUCH)

Bapenynoummil apXUBOXPAaHUIINIIEM

(momnmmck, pacumbpoBKa IMMOANMUCH)

HepeqmcneHHble APXMBHBIE IOOKYMEHTHl IIOILJieXaT CIIMCAaHMIO BBUIOY

OKCIIEPTH:
(HamMeHOBaHME IOJDXKHOCTEM BSKCIEepTOB, IOIANMCH, pacumdpoBka IIOANMCEN,
marTa)

(N m mara IIpMKaza pPpyKOBOIMTEJIA apXVMBa O CHATUM HEMCIIPAaBMMO IIOBPEXIOEHHBIX
APXMBHEIX IJOKYMEHTOB C yqua)

VI3MeHeHMa B ydYeTHBEe OOKYMEHTEl BHECEHEL

HamMmeHOBaHME
IOOJLKHOCTU
paboTHMKA lloonmcsob PacumppoBka NOONMUCHU
HaTa
dopma akTa o HEMCIPAaBMMEX I[IOBPEXISHMAX APXUBHEIX OOKYMEHTOB

dopmaT A4 (210x297)

Wndhopmargust 06 n3MEHEHUSX:

Ipuxazom Munkyremypor Poccuu om 16 gpespana 2009 2. N 68 nacmosiwee npunoxceHue usiodceHo 8

HOB0UL pedaKyuu

Cm. mexcm npunodxcenus 8 npeovloyujell peoaxKyuu
TAPAHT:

CwM. nannyto ¢popmy B penakrope MS-Word

IIpuioxenne N 2
k. 2.11.5,3.7.2.
(c i3menenusimu ot 16 geBpaus 2009 r.)

(Ha3BaHMEe apxXuBa)

AKT YTBEPXIAI
N InpeKrTop
(maTa) (Ha3BaHMEe apxuBa)
O Heo6BHapyXeHUMN [Tomgnmce Pacumbporka
apXMBHEIX OOKYMEHTOB rnonmnmucu
nIyTH POBHCKAa KOTOPEIX HaTa

MCYepnaHH
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B pesynbTare

®oHng N

YCTAHOBJIEHO OTCYTCTBME B (DOHHe IIEePEeUYmMCIIEHHBIX

HUXE APXUBHEIX HOOKYMEHTOB. [IpeONPUMHATHE apxXMBOM MEPH 10 PO3HEICKY
IIOJIOXMTEJIBbHEIX Pe3yJIbTaTOB He nOaJjiM, B CBA3M C dUYeM CcUMTaeM BO3MOXHEM CHATDb
c yuerTa:
N oo | Howmep Howmep 3aronoBok | Kpaiinu KonuuectBo nuctoB [Ipennonaraemele
ONUCH eln. Xp. el. Xp. € J1aThl (Bpemsi 3ByuaHus, MPUYHHBI
METPaXK) OTCYTCTBHS
1 2 3 4 5 6 7
WToro ern. xXp.
(umbpaMm M HOPONUCHIO)
ConeraHme YTPAUYEeHHBIX APXUMBHEBIX IJOKYMEHTOB MOXeT OBITH YaCTUYHO
BOCIIOJIHEHO cCJienymnyMM €. XpP.:
®opMa aKTa O HeO@Hapy?KeHI/[M APXMBHEIX IOOKYMEHTOB,
IIyTM PO3BICKA KOTOPLRIX MCUEPIIaHEI
dopmaT A4 (210 x 297)

Bapenyoummy OTIEeJIOM

BaBenyoumMi apxMBOXPAaHUIIMIEM

I'JaBHEI XPaHUTEJb

(N m maTa npukaszsa PYyKOBOIUTEJIA

apxmusa o CHATUN
HeOOHAPYXEeHHBIX
IOOKYMEHTORB, oyTHr

yueTa

AP XMBHBIX
PO3BICKaA
KOTOPEIX I/ICL_TepHaHbI)

[Toonmuce
[Toonmuce
[Toonmuce

VI3MeHeHVd B yUYeTHEIE INOKYMEHTHE BHECEHEL

HammMmenoBaHMe
IOOJIKHOCTU
paboTHMKA

TaTa

[Toonmuce

Pacumpporka nomnmcu
Pacumpporka nomnmcu
Pacumpporka nomnmcu

Pacumbpporka nomgnmcu

dopMa akTa O HeOOHApPyXEeHUM APXMBHEX IOKYMEHTOB,

IIyTV PO3BICKA KOTOPEIX MCUEepIIaHEBI

TAPAHT:

Cwm. nannyio ¢popmy B penakrope MS-Word

(mpomoirxeHMe )

dopmaT A4

(210 x 297)

Ipunoxenne N 3



ko 2.11.8,2.11.10, 3.4.1, 3.5.6,3.7.13, 5.5.1

Jince —8aBepuTelsir geJa

B meJsie moammToO ¥ NPOHYMEPOBAHO

JIICTOB

c N rno N

B TOM YUCJIE:
JIMTEPHBIE HOMEepa JIMCTOB

(undpaMmt M OPONMUCHI)

IIPOoIIyumeHHBIE HOMEpPa JIMCTOB

+ JIMCTOB BHYTPEHHEN OIMUCHU

OcoBeHHOCTM (QUMBUUECKOT'0 COCTOSHUSA
n QopMMPOBaAHMUA Ieiia

Homepa mnmcTOB

1 2
HammeHoBaHMe
IOOJIKHOCTH
paboTHMKA [Tognmce Pacumpporka nomnmcu
HaTa

dopmMma JucTa-3aBepuTeIId Aej1a

Wndopmaryst 06 n3MEHEHHSAX:

®opmar A4 (210 x 297)

IIpuxazom Munxyremyper Poccuu om 16 gespans 2009 2. N 68 nacmosiwee npunodcerue uznoxHceHo 6

HOB01U pedaKyuu

Cm. mexcm npunodxcenus 8 npeovloyujell peoaxKyuu

TAPAHT:
Cwm. nannyo ¢hopmy B penakrope MS-Word

(Ha3BaHMe apxuBa)

JIUCT MHCIIOJIL3OBAHUA
APXVBHBIX NOKYMEHTOB

®oHnm N Onmce N

IIpuioxenne N 4
k. 2.11.10.
(c usmenenusimu ot 16 gpespass 2009 r.)

Ieso N

3aroJIOBOK IeJjia
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Hara Komy BrImano XapakTep UCIOIb30BaAHUS Homepa [Toanucek nua,
UCTOJNB30 | (haMuITvs, MHUIHAIIBI (xommpoBaHME, BBHITTUCKH, WCIIONBb30BaHH | HCIIOJBH30BaBIIIEC
BaHMS (pa36opunBO) MIPOCMOTP | JIp.) BIX JIUCTOB TO JIeJ0
1 2 3 4 5
CDopma JIMCTa MCIIOJIB30OBAaHMA APXUMBHEIX ITOKYMEHTOB
dopmaT A4 (210 x 297)

Undopmariust 06 n3MEHEHUX:

Ipuxazom Munxyremypor Poccuu om 16 ¢espans 2009 2. N 68 nacmosiwee npunodxicenue uziodceHo 8

HOB0UL pedarKyuu

Cm. mexcm npunodxcenus 8 npeovloyujell peoaxKyuu

T'APAHT:

CwMm. nannyto ¢hopmy B penakrope MS-Word

IIpunoxenne N 5

k. 3.4.1,3.5.2,3.7.11.
(c usmenenusimu ot 16 gpespans 2009 r.)

Knura yuera l'lOCTyl'l.]'lel-[I/lﬁ AOKYMEHTOB
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N n/n [Hara HanmenoBanue HanmenoBanue, Ha3Banue I'oxbr Kon-Bo exn. xp. Kparkas Howmep donna, [Ipumeu
ITOCTYILI OpraHu3alyy, HOMEp U J1ata ¢boHga JOKYMEHTO WIH XapakTep IIPUCBOCHHBIN aHus
eHus (pamummns, JIOKYMEHTA, 10 B HEOINMCaHHBIX HCTHUKA MOCTYIUBIINM
MHHULHAJIBI JIULA), OT KOTOpOMY apx. JOKyMEHTOB | COCTOSIHU | JOKYMEHTaM I10
KOTOpPOH MOCTYIUIIN MIPUHSTHI (ucToB) i cnucky (GoHI0B
JOKYMEHTBI JOKYMEHTBI
1 2 3 4 5 6 7 8 9 10
NToro IIOCTYIINMIIO 3a oo en. Xp. (HOKyMeHTOB, J'[T/ICTOB)

B TOM UMCJIe™*:

HamMmeHnoraHUe
OOJIXKHOCTU
paboTHMKA

DaTa

(umdpaMm M OPONMCHIO)

[Tognuce

PacumbpoBKa NOIONMUCU




* JlomyckaeTcs BeJCHHE €IMHOW KHUIM ydeTa IOCTYIUIEHMH Ha JOKyMEHThl BCEX BHJOB C
YKa3aHHWEM UX 00bEMOB B UTOIOBOM 3aIIUCH.



dopMa KHUI'M ydeTa I[NOCTYIJIEHUN IOOKYMEHTOB
dopmaT A3 (420 x 297)



'APAHT:

CwMm. nannyto ¢popmy B penakrope MS-Word

IIpuiaoxenne N 6
k. 3.4.1,3.5.3,3.7.1,3.7.11, 3.7.12

Comcok oHIOB

Howmep IlaTa nepeoro Hazranme ¢oHIa OTmMeTKa O [MpuMmeuaHUA
doHma MIOCTYILJIEHUSA BEIOBITUM
1 2 3 4 5
Uroro Ha 01.01............ T. boHmoB
(undpaMm M OPONUCHI)
B T.U. THOCTYIMUIIO B3+ s esesa. T. bonnmos
(undpaMm M OPONUCHI)
BEIOBITIO B« v e v e v oo oo s anasas T. boHmoB

(undpaMm M OPONMUCHD)

HarvmMeHOBaHUE
IOJIDKHOCTHU
paboTHHUKA IMonnucob PacumdppoBka MNOANUCU
DaTa
®opma cnucka ponaos
®opmar A4 (210 x 297)
TAPAHT:

Cwm. nannyto ¢hopmy B penakrope MS-Word

Wndhopmarust 06 n3MEHEHUSX:

Ipuxazom Munkyromypor Poccuu om 16 gpespana 2009 2. N 68 nacmosiwee npunodxceHue uziotceHo 8
HOBOUL pedarKyuu

Cm. mexcm npunodcerus 8 npedvloyujeli peoaKyuu

Ipunoxenune N 7
knn. 3.4.1,3.5.6,3.7.13,5.5.1.
(c i3menenusimu ot 16 gespans 2009 r.)

YTBEepPXIEeHO
[poToxkos 3IIK

(HaMMeHOBaHME YIIOJIHOMOUEHHOT'O OpIaHa
MCIIOJIHUTEJIbHOM BJIACTU cyObrekTa Poccurickon
depmepauum B 0OOJIaCTM apXMBHOTO nmejia, denmepalbHOTO
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TOCYIapCTBEHHOTO apxXmMBa) OT N

N Jenonpon3BoiICTBEHHbIE 3aroJioBOK Kpaiinue KomuuectBo | Ilpumeuanus
/Tl | WHICKCHI UM HOMEPA 0 CTapoi nena JIaThl JIUCTOB
OIHCH
1 2 3 4 5 6

B onmce BHecCceHO

(undpaMm M OPONUCHD)

et
c N no N

HamMmeHnoBaHUe

IOOJIXKHOCTU

COCTaBUTEJIA OIMUCHU [Togonuce Pacumbporka nomnmcu
BaBenynimmmi OTIEJIOM

(apxXMBOXPaHUIIMIIEM) [Toonuce Pacumbpporka nomnmcu

DaTa

* K onmucH cocTaBisieTcsl TUTYJIbHBIN JIUCT

CDopMa ONMMCUM* »OeJl MNOCTOSHHOTO XPaHeHu4d, COCTaBJIEHHOM B apxmuee

dopmaT A4 (210 x 297)

FAPAHT:

Cwm. nannyto ¢hopmy B penakrope MS-Word

Wndhopmarust 06 n3MEHEHUSX:

Ipuxazom Munkynemyper Poccuu om 16 gpespana 2009 2. N 68 nacmosiwee npunoxceHue usiotceHo 8

HOBOUL pedarKyuu

Cm. mexcm npunodxicenust 8 npeovbloyuell pedaKyuu

(HamMMeHOBaHME OpIaHM3aLUM)

IIpuaoxenne N 8
knn. 3.4.1,3.5.6,3.7.13,5.5.1.
(c usmeHenusimu ot 16 ¢gespans 2009 r.)

YTBEepXIamn
HammeHOBaHME OOJDKHOCTU
dounm N PYKOBOIUTEJIA OpITaHM3alun
I[Toonmcoe Pacumpporka
Ommce N IIOININCHU
OeJl I[IOCTOSIHHOT'O XpaHeHus HaTa
Ba roxn
N WNHupekce nena 3aroyioBOK jena Kpaiinue KomnuecTtBo [Ipumeuanus
n/o JaThbl JIUCTOB
1 2 4 5 6
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B naHHB pasznesl ONMCU BHECEHO

eJ1

c N
JIMTEPHEIE HOMEpPa:

10

(umdpaMm M HOPONMCHIO)

N , B TOM UmMCJIe:

IIpOoIlIylleHHBIE HOMEPa:

HamMeHOBaHME IOOJDKHOCTU

COCTaBUTEJA ONUCHU [Toonmce Pacumbpporka nomgnmcu
BaBenyoumy apxXmMBOM
opraHmM3almm [Toonmce Pacumbpporka nomgnmcu
TaTa
CoryiacoBaHO YTBEPXIOEHO
[IpoToxkos L9K (3K) [IpoToxos 3IIK
(HamMMeHOBaHUE (HamMMeHOBaHME YIOJIHOMOUEHHOT'O OpraHa
opTraHm3aLmn) VCIOJIHUTEJILHOM BJIaCTHU cybBekTa
Poccurickol dermepalmum B 0OOJIaCTU apPXMBHOITO
nesa, benmepasbHOTO TOCYHOAapCTBEHHOTO
apxmuBa)
oT N oT N

@opma I'OOoOBOT'O pazmejlia

opTraHmM3auun

Wndhopmargust 06 n3MEHEHUSX:

ONMCKU IeJl IIOCTOSHHOT'O XpPaHeHUS
dopmaT A4 (210 x 297)

Ipuxazom Munkyremypor Poccuu om 16 gpespana 2009 2. N 68 nacmosiwee npunodxceHue usiotceHo 8

HOB0UL pedarKyuu

Cm. mexcm npunodxcenust 8 npeovloyujell peoaxKyuu

T'APAHT:

CM. nannyto ¢popmy B pegaktope MS-Word

YTBepXoamn

IIpuaoxenne N 9
k. 3.7.1,3.7.2,3.7.11,4.4.1, 4.6, 4.7.
(c i3menenusimu ot 16 gespans 2009 r.)

YTBEpPXIan

(HaMMeHOBaHMUE JOJIXHOCTIM

(HamMeHOBaHUE JOJIXHOCTIM

PYKOBOOMTEJS OPTaHM3aLUM-COATUMKA )
PacumbpoBka NOIONMUCHU

[loonucoe

PYKOBOIUTEJNS OpTaHU3aLUMU-IIPUEMIIMKAE )
I[Toonmuce PacumdppoBka NOIONNUCHU
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TaTa I[leuaTsb DaTa I[leuaTshb

AKT
N

(mnaTa)
npueMa-Iriepenady apXmpBHEX
JOKYMEHTOB Ha XpaHeHne

(ocHOBaHMEe mnepemauu)

(Ha3BaHMe ImepelaBaeMoro GoHma)

cnaJsi,
(Ha3zBaHMe oOpraHM3aluUM-CIaTIMKa)
IPUHAJTL
(HasBaHMe OpTraHM3aUMM-IPMEeMINKAa)
IOOKYMEHTH HasBaAHHOTO (QOHIA M Hay4dHO—-CIPaBOUYHBI allapaT K HUM:
N HasBanue, Homep Konungectso Komngectso exn. xp. [Ipumeuanus
n/m OIINCH OK3CMILIAAPOB OIIMCHU
1 2 3 4 5
VTOTO MNPMHATO en. Xp.
llepenauy MNPOMSBEJIN: [lpyeM NPOU3BEJIN:
HOJIXHOCTB [Tognmce Pacumpporka HOJIXKHOCTB [Topnmce Pacumpporka
IOLONNUCH IIOIINCH
Hara JaTa
douny npmucsoeH N
/I3MeHeHuAa B ydeTHBEe INOKYMEHTEl BHECEHEH
JOJIXKHOCTB lloonmcob PacumppoBka NOONMUCHU

DaTa
dopmMa akxkTa NpMeMa-lnepenauy apxXMBHEIX IOOKYMEHTOB Ha XpaHEeHMe

dopmaT A4 (210 x 297)

Wudopmarus 06 H3MEHEHHSX:

IIpuxazom Munxyremyper Poccuu om 16 gpespans 2009 2. N 68 nacmoswee npunodicenue u3noxHceHo 6
HOB01 pedaxkyuu

Cm. mexcm npunodxcenus 8 npeovloyujell peoaxKyuu
TAPAHT:

CwM. nannyto ¢popmy B pegakrope MS-Word
Ipuiaoxenne N 10
knm. 3.7.1,3.7.8,4.4.2.
(c usmenenusimu ot 16 gpespass 2009 r.)
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AKT YTBEPXIAIO

N IrpexTop
(marTa) (Ha3BaHMe apxuBa)
npmueMa Ha XpPaHeHMe apXMBHBIX Ilonomnuce PacumdpoBKa MNOANMCHU
LOKYMEHTOE JIMYHOI'O IPOMCXOXIEHUS
ITaTa [TleuaThb
Ha ocHoBaumm pemeHwma 3IIK
(mpoTokOJI OT N )
¥ OoroBoOpa OT
coagt
(®.1.0. cobCcTBeHHMKA/BJIAIeblA)
IPUHSATE JOKYMEHTEHL
(obmas xapaKTepuCcTUKa IOKYMEHTOB)
B KOJIMUECTBE en.xp. (yCJIOBHHX) IOKYMEHTOR (JIMCTOB)
10 apxXMBHOM (CIOaTOUYHOM) OIUCU
dounmy npmceoeH N
CobcTBEeHHMK/ BIanesell [Mopnmce PacumppoBka NOONMUCHU
(HyXHOEe MNOOYEpPKHYTH)
HammMeHORaHME IOJDKHOCTU
paboTHHUKA lloonmcsob PacumppoBka NOONMUCHU
TaTa
VI3MeHeHMS B YyUYeTHBE IOKYMEHTHl IO pe3yJjibTaTaM OIMCAaHMA BHECEHEH
HamMeHoBaHMEe IOOJIKHOCTU
paboTHMKA [Tognmce Pacumpporka nomnomucu
HaTa
dopMa akTa NpueMa Ha XpaHeHMe HOOKYMEHTOB
JIMYHOTO MNPOMCXOXIOEHUA dopmaT A4 (210 x 297)

Wndopmaryst 06 n3MEeHEHHSAX:

IIpuxazom Munxyremyper Poccuu om 16 gpespans 2009 2. N 68 nacmoswee npunodicenue u3nodHceHo 6

HOB01U pedaxKyuu

Cm. mexcm npunodxcenus 8 npeovloyujel peoaxKyuu
TAPAHT:

Cwm. nannyro ¢hopmy B penakrope MS-Word

IIpunoxenne N 11

K. 3.7.2,4.3.2.

(c usmenenusimu ot 16 gpespasisi 2009 r.)

(HazBaHME apxuBa)

AKT YTBEPXIAIO
N JIrpexrTop

(mara) (Ha3BaHVEe apxuBa)

o BHOEJIeHUN K YHUYTOXEHUIO [lonnmucoe PacumppoBka

Inoarnmcum
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APXVBHEIX

JOKYMEHTOB,

NOoAJIexXalyX XPaHEeHMIo

K yHMUTOXEHMIO OTOOPAaHH:

He

ITaTa

OOKyMeHTE ¢oHzma N

(Ha3BaHMe QoHIa)

Ha OCHOBaHUMNM:

(CCbL]'[KT/I Ha HOPMATMBHO—-MeTOIMUYECKNVE IOOKYMEHTEI

IOJIs NPpOBEeIEeHMS SKCIePTU3H)

N n/n HasBanus rpynn Kpaiinue Howmepa Howmepa en. KomuuectBo | [Ipumeuan
JOKYMEHTOB JaThl omnucen Xp. IO OUCIM el. Xp. us

1 2 3 4 5 6 7

NToro en. xp. 3a T0n (BI)

(umbpaMm M HOPONMCHI)

KosmmuecTBO en. Xp., KpaIZHMe IOaTel N KpaTkad XapaKTepmMCcTMKa JOKYMEHTOB,

OCTaKnIMXCs Ha XPaHEeHUU

BaBenynoimi OTIeJIOM

(apxMBOXpPaHUIIMIIEM) [lonnuce PacumdpoBka [IOONNCU

HammeHoBaHMe

IOOJDKHOCTU

padoTHMKA [lonnuce PacumdpoBka MIOONNCU

Hara

@opMa akKTa O BBIOCJIEHUM K YHMUTOXEHMIO APXVMBHEBEIX IOOKYMEHTOB,

JOKYMEeHTHE CIOaHH

He IonJjiexaliuxX XPaHEeHMIO dopmaT A4 (210 x 297)
(HaBzBaHMe opraHM3alMUM)
Ha HepepaboTKy 10 IPpMEeMO—-CIOaTOUYHOM HaKJIaIHOW N
(mara)

HamMmeHnoBaHUe
IOJIXHOCTU
paboTHHKKA

[loonmuce

VI3sMeHeHusa B YUYeTHBIEe IOOKYMEHTHBI BHECEHEI

HammMmenoBaHMe
IOOJIKHOCTU
paboTHMKA

TaTa

YTBEepPXIOEHO

[IpoTOoKOJ

SIK

[Toonmuce

PacumbpoBKa NOONMUCU

Pacumbpporka nomgnmcu




(HaMMeHOBaHMUE YIIOJIHOMOYEHHOTI'O OopraHa

MCIIOJIHMTEJIBHOM BJlacTu CcybOBekTa Poccumckon denmepaluun

B obJyacTu APXUBHOTO nena, benepasiIbHOTO

TOCYOAapCTBEHHOTO apXMuBa)
oT N

dopMa akTa O BHIOEJEHUM K YHUUTOXEHUIO apPXMBHEIX INOKYMEHTOR,
He MOoIJIeXalMxX XPaHeHMI (MpOoIoJrkeHMme)

Wndopmariust 06 M3MEHEHUSX:

dopmaT A4 (210 x 297)

Ipuxazom Munxyremypor Poccuu om 16 ¢espans 2009 2. N 68 nacmosiwee npunodicenue uzioiceHo 8

HOB0UL pedarKyuu

Cm. mexcm npunodxcenus 8 npeovloyujell peoaxKyuu

Ha3BaHUEe apXMBa)

pniaoxenne N 12
K. 3.7.7.
(c usmenenusimu ot 16 gpeBpans 2009 r.)

AKT YTBEPXIA
N IMpexrTop
(mara) (HaBBaHMEe apxXuBa)
O pacCekpeuMBaHMM APXMBHEIX [loonmcob PacumppoBka nomOnmcu
OOKYMeHTOR ¢orHma N
HaTa
KomMmmccusa
(Ha3BaHME KOMMCCUN)
npoToxos N or 00.00.00 paccexperuya HOOKyMeHTH GoHIa N
(HazBaHmMe o¢oHIma)
N o/n | Homep KonunuectBo Howmepa en. xp., Howmepa en. xp., [Ipumeu
OIIUCH pacCeKpeyYEeHHBIX €. pacCeKpEeYEeHHBIX | PACCEKPEUYECHHBIX YACTUYHO, aHud
Xp. MOJTHOCTBIO * C YKa3aHHEM HOMEPOB
MOJIHOCTh | YaCTUYHO JINCTOB HEPACCEKPEUECHHBIX
0 JTOKYMEHTOB
1 2 3 4 5 6 7
VTOTO pacCeKpeueHOo en. Xp. (IOJHOCTBI)

(umbpaMy M MOPOINMCHIO)

3a

(XPOHOJIOTUUYECKHME PaMKM HOOKYMEHTOB)

en. xp. (YacTUYHO)

3a
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(XpoHOJIOTMUECKME PAMKM INOKYMEHTOB)
HamMeHORaHME IOJDKHOCTM paboTHuka [loanmchb Pacumbpporka nomnmcu

[IPMHATO Ha OTKPHITOE XpaHeHUue en. xp.
(umbpaMm M OPONMCHIO)

(xpaHmIMEe)

HamMeHORaHME IOJDKHOCTM paboTHuka [loanmchb Pacumbpporka nomnmcu
TaTa

VI3aMeHeHVsS B YyUYeTHHE IOKYMEHTE BHECEHEH
HammMeHOBRaHME IOJDKHOCTM paboTHuka [loanmchb Pacumbporka HOOONMUCHU
HaTa

* He AOITYCKACTCA MEPCUUCIICHUE HOMCPOB C/I. Xp. UC€PE3 TUPC.
®opMa dKTa O pacCCeKpedUMBaHUM aAPXMBHEIX ITOKYMEHTOB

dopmaT A4 (210 x 297)

Wndopmarys 06 n3MEeHEHHAX:

Ipuxazom Munxynemypor Poccuu om 16 ¢espana 2009 2. N 68 nacmosiwee npunodicenue uzioxiceHo 8
HOBOUL pedaKyuu
Cm. mexcm npunodxcenus 8 npeovloyujel peoaxKyuu
TAPAHT:
Cwm. nannyto ¢hopmy B penakrope MS-Word
IIpuaoxenne N 13
k1. 5.9.1.
(c u3menenusimu ot 16 gepans 2009 r.)

(Ha3BaHMe apxuBa)

(mouToOBE MHIOEKC; aznpec, Anpecart

TenedoH, dakc)

ApxmBHasi CIpaeka

N
(mara)
Ha N oT
OcHOBaHUE:
PyxkoromuTesnrs opraHmM3alUMn [Toonuce Pacumbpporka nomgnmcu

I[TleuaTsb

VicriosiHUTEJIb
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TejiepoH

dopMa apxXMBHOM CIIPaBKU dopmaT A4 (210 x 297)



