3apeructpupoBano B Muntocte PO 6 mapta 2007 r. N 9059

MUHUCTEPCTBO KYJIbTYPbI U MACCOBBIX KOMMYHUKAIIUIA
POCCUHUCKOU ®EJEPALINN

INPUKA3
ot 18 snBaps 2007 r. N 19

OB YTBEPKJIEHWUU MPABUT
OPTAHU3AIINU XPAHEHUS, KOMIUIEKTOBAHUSL, VUETA
U UCITOJIL30BAHMS JOKYMEHTOB APXUBHOI'O ®OH/JIA
POCCHUICKO ®EJEPAIIAN U IPYTUX APXUBHBIX JOKYMEHTOB
B TOCYJIAPCTBEHHBIX 1 MYHUIIUTIATTHbHBIX APXUBAX, MY3ESIX 1
BUBJNOTEKAX, OPT AHM3AIIMSAX POCCUIICKOM AKAJIEMUAM HAYK

CnucoK U3MEHSIOIUX JOKYMEHTOB
(B pen. ITpukaza Munkynbtypsl PO ot 16.02.2009 N 68)

B coorBerctBuM ¢ myHKTOM 2 yactu 1 crarem 4, wactm 5 crarem 14
®denepanpHOro 3akoHa OT 22 okTsiopst 2004 1. N 125-03 "OO6 apxuBHOM jelie B
Poccuiickoit deneparun" (Cobpanue 3akoHomaTenbcTBa Poccuiickoit deneparum,
2004, N 43, ct1. 4169; 2006, N 50, cT. 5280) npuka3bIBalo:

1. VYrBepaute  mpunaraemeie  I[IpaBuna  opraHuzanuu  XpaHEHHS,
KOMITJIEKTOBAHUS, yde€Ta U MCIOJb30BaHUS JIOKYMEHTOB ApXHBHOTO (hoHa
Poccuiickon ®enepaunu U APYrux apXMBHBIX JTOKYMEHTOB B I'OCYJapCTBEHHBIX U
MYHUIMINAIBHBIX apXUBax, My3edaX M OuOiMoTekax, opraHuzanusx Poccuiickoi
aKaJeMUU HayK.

2. KonTpoub 3a ucnonsennem Hactosiuiero [Iprkasa BO37I0KUTh HA 3aMECTUTENIA
Munuctpa .M. AmyHna.

Munuctp
A.C.COKOJIOB
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[Ipunoxenue

MPABUJIA
OPTAHU3AIINU XPAHEHUS, KOMIUIEKTOBAHUSL, VUETA
U UCIOJIL30BAHMS JOKYMEHTOB APXUBHOI'O ®OH/JIA
POCCHUICKON ®EJEPAILIAN U IPYTUX APXUBHBIX JOKYMEHTOB
B TOCYJIAPCTBEHHBIX 1 MYHUIIUTIAJTBHBIX APXUBAX, MY3ESIX 1
BUBJNOTEKAX, OPTAHM3AIIMSX POCCUIICKOM AKAJIEMUAM HAYK

Crrcok U3MEHSIOIUX JOKYMEHTOB
(B pen. Ilpukaza MunkyneTypsl PO ot 16.02.2009 N 68)

[. O0ume mosI0KEHUA

1.1. Hacrostme emuubie [lpaBuiia opraHu3anuy XpaHEHHs, KOMIUIEKTOBAHUS,
ydeTa U UCIOJIb30BaHUs JOKYMEHTOB ApxuBHOTO ¢oHna Poccuiickoii Denepannu u
IPYTUX APXUBHBIX JOKYMEHTOB B TOCYAApPCTBEHHBIX M MYHUILIHMMNAIbHBIX apXHBax,
My3eax U OubimoTekax, opranmzanusx Poccuiickoil akajgemuu Hayk (nanee -
[IpaBumita) pazpadoTtanbl B COOTBeTCTBUM ¢ DenepanbHbiM 3akoHOM oT 22.10.2004 N
125-®3 "OO6 apxuBHoMm gene B Poccuiickoit  ®enepanuu"  (CoOpanue
3akoHoAaTenbcTBa Poccuiickoit  ®Depeparuu, 2004, N 43, cr. 4169) wu
pacrpoCTpaHsIOTCS. Ha TOCYJApCTBEHHBIE W MYHUIMIIAIbHBIC apXUBBI, MYy3€U U
oubnuoreku, opranusauuu Poccuiickoii akanemun Hayk (apxuB PAH, nHayuHble
apXMBbl PETHOHAIBHBIX OTAEJIECHUN U HaydHbIX HeHTpoB PAH, HayuHO-OTpacieBrie u
MeMmopuainbHble  apxuBbl PAH, ocymecTBiusfonMe NOCTOSIHHOE  XPaHEHHE
NOKyMEHTOB ApxuBHOTO (¢onHna Poccuiickoit ®enepauuu) (nanee - apXuBbl),
KOTOpPhIE B COOTBETCTBUM C 3aKOHOAATeabCcTBOM Pocculickon denepanuu
OCYHIECTBJISIIOT MOCTOSTHHOE XpaHeHue JOKyMEeHTOB ApxuBHoro (onma Poccuiickoi
Qenepanuy, a TakKe BPEMEHHOE XPAaHEHUE JPYTrMX apXUBHBIX JOKYMEHTOB,
MPUHATBHIX OT JIMKBUJIUPOBAHHBIX OPraHOB T'OCYJIAPCTBEHHOM BIACTH, WHBIX
roCyJapCTBEHHBIX OPraHOB (Jajiee - TOCyJapCTBEHHBIE OPTaHbl), OPraHOB MECTHOTO
caMOyIpaBJIE€HUS U OPTaHU3ALIUIA.

1.2. Hoxymentsl ApxuBHoro ¢ounaa Poccuiickoii denepaimu - apXvBHBIC
JIOKYMEHTBI, TPOIICANINE AKCIEPTU3Y IIEHHOCTH JOKYMEHTOB, IOCTABJICHHBIE Ha
roCyJIapCTBEHHBIN yUeT U MOoyIeKallie MOCTOSIHHOMY XPaHEHHUIO.

1.3. JIokyMeHTBI IO JIMYHOMY COCTaBYy, a TaK€ apXWBHBIC JOKYMEHTHI, CPOKHU
BPEMEHHOTO XPaHEHMUS KOTOPBIX HE MCTEKJIU, OTHOCSITCS K JPYIMM apXUBHBIM
JIOKYMEHTaM.

1.4. TocynmapcTBeHHbIE UM  MYHUIUMNAJIbHBIE My3ed U  OUOJHUOTEKH,
MYHULIMIATbHBIE APXUBBI PYKOBOACTBYIOTCS HacTosiuiuMu [IpaBunamu ¢ yuerom
CBOETO MPABOBOT0 CTaTyca U OCOOCHHOCTEH e TEIbHOCTH.

1.5. Opranuzanus XpaHEHUs, KOMIUIEKTOBaHUS, Y4Ye€Ta M HCIOJIb30BaHUs
TOoKyMeHTOB ApxuBHOTO (oHma Poccuiickoit deneparuu M JIpyrux apXUBHBIX
JIOKYyMEHTOB B (peiepajbHBIX OpraHax HWCIIOJHHUTEILHON BJIACTH M OPraHU3aIusX,
OCYIIECTBJISIONINX JICTIO3UTAPHOE XPaHEHHE JOKYMEHTOB ApXuBHOro (oHIa
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Poccuiickoii ®enepauuu, peryaupyercs IpYrMMU HOPMATHBHBIMM MPaBOBBIMU
aKTaMHU.

1.6. ®dopmbl yYETHBIX U HHBIX JOKYMEHTOB apXHBOB, YIOMHHAaeMbie B
HacTosAmux [IpaBunax v OTCYTCTBYIOIIKE B MPUIIOKEHUSAX K HUM, YCTAHABIUBAKOTCSA
CHEIUaIbHO YIMOJTHOMOYEHHBIM (DeiepanibHbIM OpPraHOM HCIIOJIHUTENILHOM BJIACTH B
cdepe apXuBHOTO Jena.

I1. Opranu3zanus XxpaHeHHUs TOKyMEHTOB ApXUBHOTO (oH/a
Poccniickon @enepanuu U Apyrux apXuBHBIX TOKYMEHTOB B apXUBE

2.1. B apxuBe nokymeHntsl ApxuBHoro pouaa Poccuiickoit deaeparuu u 1pyrue
apXUBHBIC IOKYMEHTHI OPTraHU3YIOTCS 110 UCTOPUUECKU U/UIIH JTIOTUYECKU CBA3aHHBIM
COBOKYMHOCTSM - apXuBHbIM (QoHnaM. [lo OTHOIIEHHIO K HEKOTOpPHIM BHIaM
apXMBHBIX JOKYMEHTOB JIOIyCKaeTCsl MX HeoHIoBas opranuzanms (cM. 1. 2.10).

2.1.1. PazHoBUAHOCTAMM apXUBHOTO (HOHA SIBISIOTCS:

apXUBHBINA (DOH/ rOCYAAPCTBEHHOTO OpraHa, OpraHa MECTHOI'O CaMOYIIPaBJICHNUS,
OpraHu3allM, COCTOAIIMN K3 OOpa30BaBIIMXCS B INPOLECCE HUX JAEATEIbHOCTH
JOKyMeHTOB ApxuBHOro ¢onnga Poccuiickoil ®epepanuu U ApPYrux apXUBHBIX
JIOKyMEHTOB;

OOBEIMHEHHBIN apXUBHBIM (OHJI, COCTOALINI M3 00pa30BaBIIUXCS B IpPOLECCE
NEeATEeNbHOCTH JBYX WM Oojiee OpraHu3alui, a TakXKe TIpakJaH JOKYMEHTOB
ApxuBHoro ¢ouga Poccuiickoii ®denepanuu U JIpyrux apXUBHBIX JOKYMEHTOB,
MMEIOIIUX MEXIY COO0M NCTOPUUECKU U/ U JIOTUYECKU 00YCIIOBIICHHBIC CBSI3H;

apXUBHBIA (OHJA JMYHOIO MPOUCXOXKIECHUS (CEMbU, pOJA), COCTOALIMU U3
00pa30BaBIIMXCA B NPOLECCE KU3HU U JESITEIBHOCTU OTIEIBHOIO TIpakIaHWHA,
CEMbHU, POJia APXUBHBIX JOKYMEHTOB, BKJIIOUEHHBIX B COCTaB ApXUBHOro (oHma
Poccutickon ®@enepamnum.

K apxuBHOMY (pOHIY mpUpaBHUBAETCS COBOKYIHOCTb OTJIEIbHBIX JOKYMEHTOB
ApxuBHoro ¢ouga Poccuiickoit denepanuu W JIpyrux apXUBHBIX JOKYMEHTOB,
00pa30BaBIIMXCS B JACSATEIBHOCTH Pa3HbIX HCTOYHUKOB KOMIUIEKTOBAHMSI apXuBa
(bonmooOpaszoBaTeneii), OObETUHEHHBIX IO OJHOMY WM HECKOJBKUM IPU3HAKaAM
(TeMaTuyeckoMy, HOMMUHAJIbHOMY, OOBEKTHOMY, aBTOPCKOMY, XPOHOJIOTHYECKOMY U
JIpyTruM) (ajnee - apXuBHask KOJUICKITUS ).

2.2. Tlo cremeHM UEHHOCTH JOKyMeHTbl ApxuBHoro ¢onaa Poccuiickoit
®denepanuu JeNSATCS Ha LIEHHbIE, 0CO00 LIEHHbIE U YHUKAJIbHBIE.

2.2.1. Bce oTHecenHble Kk coctaBy ApxuBHoro ¢onaa Poccuiickoit @enepanmu
JOKYMEHTBhl BHE 3aBUCHUMOCTH OT MX MPOUCXOXKIEHUS, BUAA HOCHUTEIIS, CTEIECHU
CEKPETHOCTH, MECTA XpAHEHUSI U (POPMBI COOCTBEHHOCTH SIBJISIIOTCS LICHHBIMU.

2.2.2. B cocraBe ApxuBHoro (onma Poccuiickoit denepannu BBIACISIOTCS
0c000 IIEHHbIE TOKYMEHThI, UMEIOLINE HENPEXOIALIYI0 KyIbTYPHO-UCTOPUUECKYIO U
HAy4YHYI0 II€HHOCTh, OCOOYI0 Ba)XHOCTb JUId OOIleCTBa M TOCyJapcTBa U B
OTHOIIEHWU KOTOPHIX YCTAHABIMBAETCS OCOOBIM pPEXUM ydeTa, XpaHEHUS U
HCITOJIb30BaHUSI.

2.2.3. B cocraBe 0c0o00 ILIEHHBIX JOKYMEHTOB BBIICISAIOTCS YHUKAJIbHbIE
JOKYMEHTBI, HE UMEIoINe cede MOAO0HBIX MO CoAepKalelcs B HUX HHGOpMAIuu |
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(W) WX BHENIHUM MpPU3HAKaM, HEBOCIIOJHUMBIC TPH YTpaTe C TOYKH 3PEHUS HX
3HaueHUs M (WiK) aBrorpaguaHocTs (cm. . 3.7.4).

Koncynpranrllntoc: npumedanue.

B o¢dunmansHOM TeKCTe TOKyMEHTa, BUAUMO, AOMYIIEHA OeyaTka: MyHKT 5.3.2
B JIOKYMEHTE OTCYTCTBYET, IO BOIPOCY, KaCalIIEeMyCs YHUUYTOKEHHS apXUBHBIX
JIOKYMEHTOB, CM. MyHKT 4.3.2.

2.2.4. ApxuBHbIE JOKYMEHTHI BPEMEHHOI'O XPaHEHUS, UMEIOIIHUECS B COCTaBE
apXuWBHBIX (OHIOB, B TOM YHCJIEC OT JMKBUAUPOBAHHBIX OpPTaHU3AIMMA, WIN
MTOCTYTNHBIIINE B apXHUBBI BCIICJCTBUE UPE3BBIYAMHBIX OOCTOSITENIBCTB, BBIJCISIIOTCS K
YHHUYTOXXCHHIO B YCTAHOBIICHHOM TMOpsIKe (cM. 11. 5.3.2).

2.3. Ilo kareropusM IOCTyna apXWBHBIE JOKYMEHTBHI JEISTCA Ha OTKPBITHIC,
OTPaHUYEHHOTO JIOCTYIIA U HA XPAHAIIMECS Ha OCOOBIX YCIOBUSX JOCTYIA K HUM.

2.3.1. OTKpBITBIMH SIBIIIFOTCS BCE aPXHUBHBIE TOKYMEHTBI, IOCTYIl K KOTOPBIM HE
OTPAaHUYEH B COOTBETCTBUM C MEXIYHApOAHBIMU JOroBopaMu Pocculickoit
®enepanuu, 3aKkoHOAaTENIbCTBOM Poccuiickor denepanuu, a TakkKe B COOTBETCTBUU
C pacrnopspkeHHeM COOCTBEHHHMKA WM BIAJeNblla apPXUBHBIX JOKYMEHTOB,
HaXOJIAIIUXCS B YACTHOU COOCTBEHHOCTH.

2.3.2. K apxuBHBIM JOKYMEHTaM OTPaHUYECHHOTO JI0CTYIa OTHOCSTCA:

apXUBHBIE JOKYMEHTHI, coaepKalue CBEJICHUA, COCTaBIIAIOLINE
rOCy/IapCTBEHHYIO TallHy WJIA MHBIE OXPAHSIEMbIE 3aKOHOAATENBCTBOM Poccuiickon
denepany TaiHbI;

apXMBHBIE JOKYMEHTBI, COAEP KAIUE CBEACHUSA O JINYHOM M CEMEWHOW TalHe
rpaXXJaHWHa, €ro 4YacTHOW >KM3HM, a TaKXe€ CBEIACHMS, CO3JAIOIIUE YTPO3y €ro
0e30I1aCHOCTH;

apXWBHbBIC JOKYMEHTbI, COOCTBEHHUKH WJIM BIAACNIbIIbl KOTOPBIX, TIEpeIaBas ux
B ApXUB, YCTAHOBHIIU B JIOTOBOPE YCIOBHUS IOCTyNa K HUM U UX HUCIOJIb30BAHMUSI.

JocTyn K yka3aHHBIM apXUBHBIM JOKYMEHTaM JI0 YTPaThl HMU CEKPETHOCTH WIH
KOH(DHICHIIMAILHOCTH, a TakKe UX HCIOJb30BAaHWE OCYIICCTBISIOTCS B
YCTaHOBJICHHOM NOPSIKE.

2.3.3. OrpanuuuBaeTcsi AOCTYN K MOJJIMHHUKAM 0CO00 IIEHHBIX, B TOM YHCIIE
VHUKAJIbHBIX, JOKYMEHTOB W K JoKymMeHTaM ApxuBHoro ¢onma Poccuiickoii
Oenepanyuy, MPU3HAHHBIM B MOpSAKE, ycTaHOBIeHHOM mn. 2.11.7.1 nHacrosmmx
[TpaBui1, HAXOAAITUMHUCS B HEYAOBJIETBOPUTEIHLHOM (PU3NUECKOM COCTOSIHUH.

CDOHJII/IpOBaHI/IC APXUBHBIX TOKYMCHTOB

2.4, Pabora mo QoHaupoBaHHIO (OMNpeAeICHUI0, YTOYHEHHIO (POHIOBOM
MPUHAIJICKHOCTH APXUBHBIX JOKYMEHTOB U XPOHOJIOTHYECKUX TPAHMI] apXHBHBIX
(GOHIOB)  OCYNmIECTBISAECTCS B HMCTOYHHMKAX  KOMIUICGKTOBAaHHS  apXHBOB
(dbonmoobpazoBarensx) B mporecce GopMupoBaHus AeNI HA OCHOBE HOMEHKIIATYP T
1 0TOOpa JOKYMEHTOB JIJIsl TIepe/Iaur Ha XpaHEHHUE B apXUB, a TAKXKE B apXHUBaX - IPH
OMHMCAHUHM TPHUHATHIX HEYMOPSATOYCHHBIMU apXHBHBIX JTOKYMEHTOB, TEpepadOTKe
HEY/IOBJIETBOPUTEIILHO COCTABJICHHBIX OMUCEH, TpHU CO3JaHUU OOBETUHEHHBIX



apXWBHBIX (JOHMIOB U APXUBHBIX KOJUICKITUH, HCTIPABIICHUN OMHOOK (POHIUPOBAHMS.

2.4.1. Omnpenenenne (HOHIOBOM NPUHAMICKHOCTH aAPXMBHBIX JOKYMEHTOB
3aKJII0YAETCSi B OTHECEHWHM UX K apXMBHOMY (OHIY COOTBETCTBYIOILIETO
dhonmoo0pazoBaTesi.

ApXUBHBIE JOKYMEHTBI, SBJISIONIMECS BXOISIIMMH, OTHOCATCA K apXUBHOMY
¢dbonay Toro hoHm000pazoBaTeis, KOTOPbIA UX MOTYYHUI.

ApXUBHBIE JOKYMEHTBHI, SBJISIONIMECS HUCXOJAUIMMU KOMHUSAMHU (OTIyCKaMu),
OTHOCATCA K apXuBHOMY (oHIY TOTO (HOHI000pa30oBaTENs, KOTOPHIM SBISETCS HX
aBTOPOM.

ApXUBHBIE JOKYMEHTBHl BHYTPEHHETO OOpalEHUsSI OTHOCATCS K apXUBHOMY
dbonay Toro hoHI000pa3oBaTENss, B KOTOPOM OHU CO3IaHBbI.

2.4.2. B ciiydyae peopraHu3alyy WIN JUKBAJALUN OPTaHU3aLUU C TIepeayei ee
(yHKIIUA BHOBH CO3JJaHHOM OpraHM3allMd 3aKOHUYCHHbBIC IPOU3BOJICTBOM JIeJia
BKJIIOYAIOTCS B apXWMBHBIM (OHJ peopraHu3yeMoill WM JIMKBUIUPOBAHHOU
OpraHM3allii, & HE3aKOHYEHHBIE JIeNa, IEPEJaHHbIe ISl OKOHYAHUSI TPOU3BOICTBOM
OpraHu3alUU-TIPABONIPEEMHUKY, BKIIOUAIOTCS B @pXUBHBIN (DOH/I MTOCIICTHEH.

N3 apxuBHOrOo (OHIA JMYHOTO TMPOUCXONKIACHUS aPXUBHBIC JOKYMEHTHI
OpraHU3aldU BBIJICTSAIOTCS U MPUCOEAUHSIOTCS K COOTBETCTBYIOUIEMY apXHBHOMY
dboHAy NpU YCIOBUH, €CITU ITOT apXUBHBINM (OH HAXOJIUTCS HA XPAaHEHUH B TAaHHOM
apXvB€ W AapXUBHBIC JOKYMEHTBHl OPTraHU3AllMM HE CBS3aHbl C JIEATEIBHOCTHIO
rpaXJaHnuHa, OOpa30BaBIIETO apXUBHBIM (OHA JHMYHOrO MpoUCcXoxaeHus. He
MOJIeXKAT BBIJICIICHUIO U3 apXUBHOTO (POHAA TpaKIaHWHA - PYKOBOJUTEIS U 4JieHa
COOTBETCTBYIOIIMX OOIECTBEHHBIX OpraHu3aluii apXUBHBIC JIOKYMEHTBHI JTHX
0O0I11IeCTBEHHBIX OpraHu3aIui.

2.4.3. Engunblidi apXxuBHBIA (DOHJ C apXUBHBIMH JIOKYMEHTAMHU OpTaHU3ALMH
COCTABJISIIOT:

apXUBHbBIC JOKYMEHTBI TIPEICTAaBUTENLCTB U (PHIIUATIOB,;

apXHUBHBIE TOKYMEHThI COBEUIATEIbHBIX OPTaHOB, CO3JaHHBIX MPHU OPTaHU3ALINY;

apXWBHbIE  JOKYMEHTHl ~ BPEMEHHBIX  aJMUHUCTpPAIUH  OpraHU3allNH,
HaXOJIAIIEHCS B CTaIuU OAHKPOTCTBA,

apXUBHbIE  JOKYMEHTBHl  CO3JaHHBIX TPH  OpraHU3alMM  MEPBUYHBIX
oOIIecTBeHHBIX Oopranu3aiuil (3a uckimouenuem opranuzaiuii KIICC u BJIKCM),
CYIIECTBOBABIIMX JI0 MNPHUHATHSA 3aKoHodaTenbcTBa Poccmiickori ®eneparnuu 00
OOIIIECTBEHHBIX O0BEIMHEHHUSX

apXUBHBIE TOKYMEHTHI JIMKBUIAITMOHHON KOMUCCHH OpraHU3aIuu.

ApXUBHBIE JOKYMEHTHI OOIIECTBEHHOW opraHu3anuu (mpodcoro3HoN u Ap.),
CYIIECTBYIOIIEH MPU OPTaHU3alMK C MOMEHTa PETHCTPAIMU ITOW OOIIECTBEHHOM
OpraHu3allid B COOTBETCTBHM C 3aKOHOJAaTeslbcTBOM Poccuiickoit deneparuu 00
OOIIIECTBEHHBIX OOBEAMHEHUAX, MPU HUX TMOCTYIJICHUM Ha XpaHCHUE B apXuB
COCTABJISIIOT CAMOCTOSITEIIbHBIA apXUBHBIN (DOH/T WIJIU MPUCOSAUHSIOTCS K aPXUBHOMY
(GhOoHY COOTBETCTBYIOIICH OpraHu3aIiuu, o0pa3ys 00beMHEHHBIN apXUBHBIN (POH]I.

2.5. O6benuHEeHHBIN apXUBHBIN (HOHA POPMUPYETCS U3 APXUBHBIX IOKYMEHTOB:

OpraHu3aliii, OJHOPOJHBIX IO IIEJICBOMY HAa3HAYCHHIO M QYHKIHAM,
JNEUCTBYIOIIUX Ha ONPEACICHHON TEPPUTOPUH;

PYKOBOJISILLIETO OpraHa M MOAYMHEHHBIX €My OpraHu3aluii, ACHCTBYIOIIMX Ha



ONPENEIICHHOW TEPPUTOPUH;

opraHu3zaiuii, 00beIMHEHHbBIX 00bEKTOM JI€ATEIbHOCTH;

MOCJIEIOBATEIbHO CMEHSBIIMX JApPYyr Jpyra OpraHu3auui, eciau (QyHKIuu
NPEAIIECTBEHHUKOB MOJHOCTBIO WM YaCTUYHO MEPENABAIUCh M IEPENAIOTCA X
IPEEMHUKAM;

JBYX WK 00Jiee apXUBHBIX (POHJIOB JTUYHOT'O MPOUCXOKIACHUS, €CIIU TPaXkKIaHe
CBSA3aHBl MEXIy COOOM OJNM3KUMU  POJCTBEHHBIMHU, MPOGECCUOHATBHBIMH,
TBOPYECKUMHU, JEIOBBIMU OTHOLICHUSIMU.

2.6. ApxuBHasi KOJUICKIMS TOCTYMAET B apXUB WM (POPMHUPYETCS B apXUBE U3
OTJIEJBHBIX PA3PO3HEHHBIX APXUBHBIX JOKYMEHTOB, UMEIOIINX MMPU3HAKUA OOUTHOCTH.
Hcropuyecku ClOKUBIIASCA apXUBHAS KOJUIEKLHMs, NOCTYNHMBLIAS W3 JPYroro
apxuBa, OT OPTaHU3AINN WIH TPAKIAHUHA, IEpe(POHINPOBAHUIO HE TOJICHKUT.

2.7. ApxuBHbIE JOKYMEHThHI, C(HOPMHpPOBAHHbIE B apXWBHBIM (OHT,
O0OBEIMHEHHBIN apXUBHBIN (POHJ WU aApXUMBHYIO KOJUICKIIHIO, Mepe(OoHIupOBaHUIO
He mnomnexar. IlepegoHaupoBaHue apXUBHBIX JOKYMEHTOB JOIYCKaeTcsl B
UCKIIIOUUTENFHBIX ~ CIIydasiX TMpu  OOHApy>KeHWH OmuOOK  (HOHAUPOBAHMUS,
3aTPYAHSAIOLIMX ITOMCK aPXUBHBIX JIOKYMEHTOB.

2.8. B 3aBucHMOCTH OT BpeMEHHU 00pa30BaHUs U IPABOBOI0 CTaTyca UCTOYHMKA
KoMIUiekToBaHus ((poHI000pa3zoBaTens) ero apXuBHbBIE JOKYMEHTHI IPUHUMAIOTCS B
apXMB WIH KakK MPOJOJIKAIOMIAsACA YaCTh YK€ UMEIOIIETrocs: apXuBHOro (oHAa, WU
KaK HOBBIW apXUBHBIN (DOH]I.

2.8.1. B cBsasu ¢ npunsatueM Konctutynmu Poccuiickoii ®enepannu B 1993
rouay:

2.8.1.1. HOBBIE apXUBHBIE (DOH/IBI COCTABIISIOT APXUBHBIE TOKYMEHTHI:

OpraHoB 3akoHonareiabHOM Biactu Poccuiickoit ®enepanyii U CyOBEKTOB
Poccuiickon @enepaiuuy;

OpraHOB HCIIOJTHUTENbHONW BiacTu Poccuiickoit denepanuu U pecnyOanuK B
cocrase Poccuiickon ®Penepanuu;

rnaB (TyOepHATOpOB) KpaeB, oOJlacTel, aBTOHOMHBIX OKpYyroB Poccuiickoit
denepanuu ¥ UX aIMUHUACTPALUN;

OTpacJeBbIX OPraHOB HCIIOJHUTEIILHOW BIACTH KpaeB, oOsacteir, MOCKBBI U
Cankr-IleTepOypra, aBTOHOMHBIX OKpyTroB Poccuiickoit @eaepanuu, eciv Ux 3a1auu
1 QYHKIIMHA U3MEHUJIUCH;

opraHoB cyaeOHoM Biactu Poccuiickoit deaeparuu;

OpraHOB MECTHOTO CaMOYTPaBJICHUS;

I'enepanbHOM IpoKypaTypsl Poccuiickoint Penepannu;

Cuetnoit nanarsl Poccuiickoin denepanuu;

[lentpanbHoro 6anka Poccuiickoit @enepanuu (banka Poccun);

[lentpanbHoli ~ um3buparenbHOM  Komuccuu  Poccuiickoit — Denepanuu,
n30UpaTeabHbIX ~KOMHUCCUH  OpPraHoB TOCYJAapCTBEHHON BIIACTH  CYOBEKTOB
Poccuiickon ®@enepanumn.

Jlomyckaetcst hopMupoBaHre OOBEAMHEHHBIX apXUBHBIX (DOHIOB M3 apXUBHBIX
JOKYMEHTOB M30MpaTeNbHbIX KOMHCCHA TIO BbIOOpaM OpPraHOB MECTHOIO
CaMOYIIPABJICHUS;

2.8.1.2. enunble apxuBHBIC (DOHIBI COCTABIISIOT APXUBHBIC TOKYMEHTHI:
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OTPACJEBBIX YIIPABJICHUN U OTAEJIOB UCIIOJKOMOB COBETOB HAPOAHBIX JACMyTAaTOB
KpaeB, obsactei, . . MockBbl u Cankt-IlerepOypra, aBToHOMHBIX OKpyroB PCOCP
U COOTBETCTBYIOIIMX OTPACIIEBBIX OpPraHOB HCIIOJHUTEIBHOM BJIACTU KpaeB,
obOnactelt, r. . MockBbl U CankTt-IleTepOypra, aBTOHOMHBIX OKpyroB Poccuiickoi
®denepanuu, €Ciy UX 3aJ1a4d U GYHKIIUU OCTAIIUCH 0€3 U3MEHEHUS;

OpraHoB Cy/neOHON BIACTH U MPOKYypaTyp pecnyOiuK, KpaeB, 00JiacTei, T. T.
Mocksbl u Cankt-IleTepOypra, aBTOHOMHBIX OKPYTOB, TOpoioB U paiioHoB PCDOCP u
COOTBETCTBYIOIMX OPTaHOB Cy/eOHOM BIACTH M MPOKYpaTyp B pecmyOiuKax, Kpasx,
oOnactsx, r. r. MockBe u Cankrt-lleTtepOypre, aBTOHOMHBIX OKpyrax Poccuiickoi
denepanv, MyHHUIUMIIAIBHBIX PAOHAX U TOPOJACKUX OKpyrax;

MPEJICTABUTEIILHOTO u VCIOJIHUTEIbHO-PACHOPSIANTETBHOTO OpraHoB
MYHHUIUATIATBHOTO MOCEIEHHUS.

2.8.2. B cBsa3u ¢ mnpeoOpa3oBaHMEM MYHUIMIAIBHBIX OOpa3oBaHUN (MX
oObeIMHEHUEM, pa3JeieHHeM, a TaKkXke U3MEHEHHEM CTaTyca TOpPOJCKOIro
MOCEJICHHSI) HOBbIE apXUBHBIC (DOH/IBI COCTABIISIOT ApXUBHBIE JOKYMEHTBI CO3/JaHHBIX
OPraHOB MECTHOT'O CaMOYIIPAaBJICHUS.

W3meHenue rpaHul] MyHUIIUNAIBHBIX OOpa30BaHUN HE SIBISETCS OCHOBAHHEM
JUISL  CO3[IaHWs  HOBBIX  apXUBHBIX (OHJOB W3  apXHUBHBIX JIOKYMEHTOB
COOTBETCTBYIOIIMX OPTaHOB MECTHOI'O CaMOYIIPABIICHUS.

2.8.3. Ilpu peopranuzanuu OpraHu3aliiid HOBbIEC apXUBHBIE (JOHJIBI CO3/IAIOTCS B
CIIy4asx:

W3MEHEHHS 1IeJIEBOT0 Ha3HA4YeHUs, NpoPuis JeATeIbHOCTH U (PYHKIHM
OpraHu3aluy;

npeoOpa3oBaHUsl OpraHu3alud ¢ U3MEHEHHEeM (QOpMbl  COOCTBEHHOCTH
MMYIIECTBA OpraHu3anuu (MpUBaTH3aLMs, AKIMOHUPOBAHUE, HAIMOHATU3ALMS U
T.IL.).

N3  apXWBHBIX JIOKYMEHTOB TIOCYJAapCTBEHHOW WM  MYHHUIUIIAIBHOU
OpraHu3alliM, TMOJBEPrmielics  MNpPeoOpa3oBaHUI0O C  U3MEHEHHEM  (HOpMBI
COOCTBEHHOCTH HWMYIIECTBA OpraHu3allid, W AapXUBHBIX JIOKYMEHTOB BHOBb
BO3ZHHKIIIEH oOpraHu3amnuu(ii)-nmpaBonpeeMHruKa(oB) aomyckaercs (GopmMupoBaHue
00BEIMHEHHOTO apXWBHOTO (OHJA B Cllydae NEpenayd apXUBHBIX JOKYMEHTOB
opraHu3anuu(ii)-mpaBonpeeMHUKa(0B) B TOCYJAPCTBEHHYIO WM MYHHUIIMITAIBHYIO
COOCTBEHHOCTb.

2.8.4. He siByisieTCsi OCHOBAHHUEM JIJISI CO3/IaHUSI HOBOT'O apXMBHOTO (hOHA:

pacIIMpEeHre WU CYXKEHHE TEPPUTOPUAIBHBIX TPAHUIl ACATECIBHOCTH WIIU
(GyHKLMIA OpraHu3anuy;

BBIJICJICHUE W3 OPTraHU3allMd OJIHOM WJIM HECKOJBKUX HOBBIX OpraHu3aluid C
nepeaaven UM OTAEIbHBIX (PYHKIIMI epBOW OpraHu3aluy;

M3MEHEHNE OAYMHEHHOCTH OpPraHu3alluM, €€ CTPYKTYpPhl, IEPEUMEHOBAHUE WIIH
BHECEHME W3MEHECHHU B Ha3BaHUE, HE COIMNPOBOXKIAKIIAECA HW3MEHCHUEM
MepBOHAYAIILHBIX (DYHKITHI;

cMeHa yupeauTelnsi(ei) opraHuzanuu 0e3 u3MeHeHHus (GopMbl COOCTBEHHOCTHU
MMYIIECTBA 3TOW OpPraHU3ALNH.

2.8.5. ApXxuBHbIE IOKYMEHTbI OpraHu3aluu, MPEKPATUBIIEH CBOIO JEATEIbHOCTD
BCIIE/ICTBYE JIMKBUIAIIMN, B TOM YHCJIE 10 MPUYMHE YPE3BBIYANHBIX OOCTOATEIHCTB



WM CTUXUWHBIX OENCTBHI, a 3aTEM BOCCTAHOBICHHOW C TeMHU K€ (YHKIHUSIMH,
COCTaBJIAIOT €AUHBIN apXUBHBIN (HOH]T.

2.8.6. XpOHOJOTMYECKUMH TPAHUIIAMHU apXUBHOTO (POHIA SIBISIOTCS:

apXUBHOT'O dboHIa  TOCYyIapCTBEHHOIO  OpraHa, opraia  MECTHOTO
CaMOYIIPABJICHUSI, OPraHU3alMK - YCTAHABIMBAEMbIE HA OCHOBE HOPMATHUBHBIX aKTOB
oduLMaIbHBIC AaThl X 00pa3oBaHus (perucTpanuu) U JukBuaanuu. [lpu Hamuuuu
HECKOJIbKUX HOPMATHBHBIX aKTOB 3a JIaTy oOpa3oBaHUs T'OCYJapCTBEHHOTO OpraHa,
OpraHa MECTHOTO CaMOYyMIpaBJICHHUs, OpraHU3alMd NpPUHUMAETCS Jara HauOoliee
PaHHETO U3 HUX;

Oo0OBEMHEHHOTO apXWBHOTO (oHIAa - JaThl 0Opa3oBaHUS (PETHUCTPAIUH)
HauOosiee paHHEW U JIMKBHUJALMM HamOoJiee TO3JHEH IO BPEMEHU IEATEIBHOCTU
OpraHu3aluii, JOKYMEHThl KOTOPBIX BOIILNIM B COCTaB OOBEIUHEHHOTO ApPXUBHOIO
dboHna;

apXuBHOTO (OHAA JUYHOTO TPOUCXOXKIACHUS - JIaThl POXKIACHUS U CMEPTH
rpakJIaHNHA, YJICHOB CEMbH WM poja (MO aHAJIOTHMU C OOBEIWHECHHBIM apXUBHBIM
dbona0M);

apXMBHOM KOJUIEKIMH - JaThl CAMOTO PAHHETO U CaMOI'0 MO3/IHETO JOKYMEHTA.

XPpOHOJIOTHYECKUE TPAHMUIBI apXWBHOTO (DOHJA MOTYT HE COBIAJATh C
KpallHUMU JJaTaMU COCTaBJISIIOIIMX €0 apXUBHBIX JOKYMEHTOB:

B (oHAE TOCYIapCTBEHHOIO OpraHa, oOpraHa MECTHOIO CaMOYyIIpaBJIeHUS,
OpraHu3allid - B CBA3M C BO3MOXHBIM OTCYTCTBHEM apXMBHBIX JOKYMEHTOB
HayaJbHOTO W/WJIU 3aBEPIIAIOIIETO JTAMOB JCATEILHOCTH FOCY1apCTBEHHOTO OpraHa,
OpraHa MECTHOTO CaMOYIpPAaBJICHUS, OpraHW3alliM, BKIIOYEHUEM B COCTaB (oHAa
Oojiee  paHHUX AapPXMBHBIX JIOKYMEHTOB, TMEPEIaHHBIX [JI1  3aBEPIICHUS
MPOM3BOJCTBOM JI€Jla MPEAUIECTBEHHUKOM TOCYJapCTBEHHOIO OpraHa, OpraHa
MECTHOT'O CaMOYyIIPaBJICHUS, OPraHU3allNH;

B (OHJEC JIUYHOTO TPOUCXOXKIACHUS - 3a CYET JOKYMEHTOB, CBSI3aHHBIX C
OTKJIMKAMH Ha CMEpPTh TpaXJIaHWHA, IPOBEJACHHUEM IaMITHO-IOOUJICHHBIX
MEPOTIPUATHAN U JIP.

OpraHuzaiusi apXMBHBIX JIOKYMEHTOB B MpeJiesiax apXUBHOTO (poHIa

2.9. B mpenenax apXuBHOTO (poHAAQ apXHBHBIE JOKYMEHTHI OPTaHU3YIOTCS IO
€AMHUIIAM XPaHEHUS.

EauHuiel XpaHeHusi CHUCTEMAaTH3UPYIOTCS COTJIACHO CXEME CHUCTEeMaTu3aliu
apXMBHBIX JIOKYMEHTOB B apXHUBHOM (OH/IE.

2.9.1. Cxema cucTeMaTU3allUM APXUBHBIX JIOKYMEHTOB B apXUBHOM (HOHE
ABJISIETCSI OCHOBAHHMEM JIJI BHYTPEHHEH OpraHU3alluM €IMHULl XPAaHEHUsS] apXHUBHOIO
(dhoHIa 1 3aKperIsieTCs OMUCHIO (OMUCIMU) J1eJ1, JOKYMEHTOB.

CucremaTu3zanus eUHNIL XpaHEHUS B TpeJiesiax apXUBHOro (oHJIa MO pasnenam
(mompazzenam) CXeMbl CHCTEMATH3alUMU IPOBOAMTCS C YYETOM OJHOTO WA
HECKOJIBKHMX CJIEIYIOIINX IPU3HAKOB:

CTPYKTYPHOTO (B COOTBETCTBMM C IPUHAJICKHOCTBIO E€JUHULl XPAaHEHUS K
CTPYKTYPHBIM MOAPA3ACIICHUSIM);

XPOHOJIOTMYECKOT0 (110 MEPUOJaM MM JaTaM, K KOTOPBIM OTHOCSTCS €IUHULIBI



XpaHEHHUs);

(GYHKIHMOHATIBHOTO, OTPACIEBOT0, TEMAaTUYECKOIO, MPEAMETHO-BOMPOCHOTO (C
yueToM (YHKIUNA OpraHu3alliy, TEM WU BOIPOCOB, KOTOPHIX KAacaeTcsl COJEp KaHHe
SAMHUI] XpaHEHU);

HOMHUHAJIBHOTO (TI0 AEIONPOU3BOJICTBEHHOM (hopMe - BUIAM U PAa3HOBUIHOCTSIM
JTOKYMEHTOB);

KOPPECTIOHJEHTCKOTO (10 OpraHM3alysM U JIUIAM, B PE3yJIbTaTe MEPENUCKU C
KOTOPBIMH 00pa30BaINCh EIUHUIIBI XpPAaHEHUS);

reorpauueckoro (B COOTBETCTBHM C ONPEIACICHHBIMH TEPPUTOPUSIMH,
HACEJICHHBIMH IyHKTAaMH U JAPYTUMHU reorpapuuecKuMu OOBEKTaMu, ¢ KOTOPBIMU
CBA3aHO COJEpP/KaHUE JOKYMEHTOB, HX aBTOPbI, KOPPECIIOHAECHTHI);

aBTOPCKOTO (M0 HA3BaHUAM OpTraHM3alMi WK (QaMIIAAM JIUL, KOTOpbIE
ABJISIFOTCSL aBTOPAMH JIOKYMEHTOB).

[Ipn cucremaTuzaluu €QUHUL XPAHEHUS AyJWOBH3YaJIbHON M JIIEKTPOHHOM
JOKYMEHTAIMH JTOTIOJIHUTEIBHO UCIIOJIb3YIOTCA OOBEKTHBIN U (POPMATHBIN PU3HAKH.

EquHunbel  XpaHeHHWs TPYNIUPYIOTCA —MOCIEAOBATEIbHO IO IPU3HAKAM,
IPUMEHEHHE KOTOPBIX SBISIETCA HauOojee LeaecooOpa3HbIM ISl BCEX WIH
OTJICTILHBIX TPYII APXUBHBIX JIOKYMEHTOB apXHUBHOTO (POHIA.

JIOKyMEHTBI IO IMYHOMY COCTaBY, a TAKXKE HAYYHO-TEXHUYECKHE JOKYMEHTHI B
apXUMBHBIX (OHIAX HAyYHO-UCCIEOBATEIIbCKUX OpraHu3alfii, pPYKOMHCH B
M3/1aTEeIbCTBAX, UCTOPUU 00JIE3HEN B MEIUIIMHCKUX OPTaHU3aLUsAX, AKThl IPOBEPOK B
(¢oHAaX  KOHTPOJIbHBIX  OpPraHOB  BBIIEISIOTCS B OCOOBIE  IPYNIBl U
CUCTEMaTU3UPYIOTCSI 000COOICHHO.

ApXHBHBIE JOKYMEHTBI apXMBHOro ()OHAA CEMbHU, POJa CUCTEMATU3UPYIOTCS
BHauaje MO OTIEIbHBIM TpaxkaaHaMm, JAOKYMEHTbl KaXXJOro TrpaXJaHWHA - II0
paszenam cxXxeMmbl cucTemaTu3auud. B apxuBHOM (oOHIE ceMbU Ha MEPBOE MECTO
BBIHOCATCS AapXMBHBIE JOKYMEHTbl HamOojee H3BECTHOrO TIpaXkJaHWHA, 3aTeM -
apXMBHBIE JIOKYMEHTHl YJIEHOB CEMbU B IMOPSIAKE CTENEHU POACTBA. B apXmBHOM
doHe pola apXMBHBIE JOKYMEHTBI PACIIONAraloTCsi B MOPSAKE T€HEalorHuecKon
IIOCJIEIOBATEIbHOCTH, IPUYEM APXUBHBIE JOKYMEHTBI, OTHOCAILUECS KO BCEMY POAY
(reHeanmorvyeckre  TAOJMIBI,  WMYIIECTBEHHO-XO3SMCTBEHHBIE  JOKYMEHTHI),
IIOMEIIAKOTCS B HaYaJIe.

Eqununpel  XpaHeHus, BKIIOYEHHbIE B OOBCAMHEHHBIM apXWBHBIM  (OHI,
pacnoJiararotcs 1o 3HauuMocTu (poHa000pa3zoBaTeieH, N0 XPOHOJIOTUU UX CO3aHus,
no andaButy Ha3BaHUW. 11 apXUBHBIX (POHIOB OJHOTUIIHBIX OpraHU3alun
HCIIONIb3yeTCsl 00IIasi cXxemMa CUCTeMaTH3aluu.

B nmnpenenax apxuBHOM KOJUIEKIMM apXHMBHBIE JIOKYMEHTHI OJIHOTO BHJA
(pa3HOBUAHOCTH) TPYHIUPYIOTCS MO aBTOPCKOMY MPU3HAKY C PACIIOJIOKEHUEM TPYIII
€AVHUI] XpaHeHUs B ajapaBUTHOM MOPSAKE HA3BaHWUW OpraHu3auui uiau Gamuimi
rpaxnad. B mpenemax apXWBHOM KOJUICKLIMH, CO3JAHHOM II0 TEMaTHYECKOMY
MIpU3HAaKy, TPYNIHPOBKA APXUBHBIX JOKYMEHTOB IIPOBOJMUTCS IO TEMaM WIH
BOITPOCAM, PACIIOJIOKEHHBIM B IOPSAKE UX 3HAYMMOCTH UJIM XPOHOJIOTHH.

B coorBercTBMM €O CXE€MOM  CHUCTEMATHU3alMd  €IUHULBI  XPAHECHHS
IPYNIIUPYIOTCS B CIEIYIOIEM MOPSJIKE:

€AUHULIBI XPaHEHUsS OTHOCATCS K TOMY TOJy, B KOTOpPOM OHH HaydaTbl



MIPOU3BOJICTBOM WJIM B KOTOPOM MOCTYNWIH B JIAHHYIO OpPTraHHU3alMI0 (CTPYKTYpPHOE
noJipa3/ieJieHue) U3 JPYyrodl opraHu3aluu (CTPYKTYpPHOTO MOJpa3JeieHus) s
IPOJIOJKEHUS IPOU3BOJICTBA;

€AUHULBI XPAHEHHUS, COJEPKAIIUE TUIAHbI, OTYEThI, CMETBI U MaTEpHUANIbl K HUM,
OTHOCSITCSL K TOMY 'Oy, HA KOTOPBII WJIM 332 KOTOPBIA OHU COCTABJIEHBI, HE3aBUCHUMO
OT JIaThl UX COCTABJICHUS; JOJTOCPOUYHBIE IIJIAHBI OTHOCSTCS K HA4aJIbHOMY TOAYy HMX
NEUCTBUS, @ OTUETHI 3 3THU OB - K MOCIEIHEMY IOy OTYETHOTO NIEPUO/A;

€AUHULIBI XPAHEHMs, HAyaTble TMPOU3BOJACTBOM B OJHOM MOJPA3ACICHUN U
NEepeJaHHble Ui TMPOJODKEHHS B JIPYyroe NOoJApa3JeieHUe, OTHOCITCA K TOMY
MoJIpa3iesIeHUI0, B KOTOPOM OHH OBLITH 3aKOHYEHBI;

B IpeAenax ToJa WIM XPOHOJOTUYECKOTO TMepHoJia EAUHUIBI XpaHEHUS
pacmoJiararoTcs Mo 3HAYMMOCTH (PYHKITUH OpraHu3auy (WA B TIOPSIKE 3HAYUMOCTH
Y JIOTUYECKOM B3aUMOCBSI3U BUIOB M Pa3HOBUIHOCTEH IOKYMEHTOB);

€AUHULIBI XpaHEHUs, pPEACTABIISIONINE coOoit JNYHbBIC nena,
CUCTEMATU3UPYIOTCS IO TOJaM YBOJIbHEHUS U aidaBUTy haMuIui.

['pynmbl eAHUI] XpaHEeHUs] B TpejiesaX MOCIeHUX (3aBepIIalONInuX) CTYIEeHEH
CUCTEMATHU3ALNH PACHPEACIIAIOTCA 10 UX 3HAYUMOCTH WJIA XPOHOJIOTHH.

He(l)OHI[OBaH OopraHu3anu:Aa apXUuBHBIX JOKYMCHTOB

2.10. HedonmoBas opraHuzanus apXUBHBIX JOKYMEHTOB - OpraHU3alus
CO3JaHHBIX B  JCATENBHOCTH  PA3JIMYHBIX  HCTOYHUKOB  KOMIUIEKTOBaHUSA
ay/IMOBU3YAJIbHBIX JOKYMEHTOB (KUHO-, ()OTO-, (JOHO- U BHUJICOJOKYMEHTOB) MO UX
BHUJIaM, OJHOMY WJIM HECKOJbKMUM BHEIIHMM IpU3HAaKaM (LIBETHOCTH, MaTepuaiy
HOCHUTENST UHpOpMaluK, ero Gopmary, CUCTEME 3alMCH 3BYKOBOW HMH(OpMaLUUU U
Ap.).

KuHOIOKYyMEHTBI U BUACOJOKYMEHThI CUCTEMATU3UPYIOTCA MO BUIaM - (PUIIbMBI,
CHEUBBINYCKH, KHHOXYPHAJbl, OTAEJIbHbIE KHHO- W TEJIECIOKEThl Pa3INIHON
IBETHOCTM. Ha KHHOJOKYMEHTBI M BHUACOJOKYMEHTBHI OIPEACIICHHOIO BHJA
COCTABJISIETCS OTAENbHAS OIHCH.

@DOTOAOKYMEHTBl CHCTEMATU3UPYIOTCS 1O BHUAAM - HETaTHBBI Pa3JIMYHOU
LIBETHOCTU W pa3Mepa; Claijpl (IMANO3UTHBBI) Pa3JU4YHON LIBETHOCTH; IO3UTHUBBI,
dotoornevatkyu; poroanbOoMbl; nuadguiabmMbl. Ha HOTOMOKYMEHTHI ONpeeIeHHOTO
BHJIa COCTABJISIETCS OTJEIbHAS OMKCH.

@DOHOJOKYMEHTBl ~ CHUCTEMATH3UPYIOTCS 1O  BUJAM  3allCH  3BYKOBOM
nHpopmaruu - poHorpaduueckas, rpaMmmodoHHas, MOpUHOPOHHAS, ONTHUYECKas,
MarHuTHasi, Ja3zepHas. Ha QOHOJOKYMEHTBHI OIpPEAEICHHOIO BHUJA 3alKCH
COCTABJISIETCS OTJEIbHAS OIUCH.

DONEKTPOHHBIE JOKYMEHThl CHCTEMATH3UPYIOTCSI 1O BHJIaM HOCHUTENeH
uHpopmaruu (MarHUTHBIC JICHTHI, Ja3epHBIC M YKECTKUE IUCKH, KOMIIAKT-IHUCKH,
JIMCKETHI); BHYTPH BHJIOB - TI0 (hopMaTam MpeACTaBICHH WHPOpMAIUU U Jajiee - 10
XapakTepy 3apuKcupoBaHHON HHGOPMAIIHH.

OObecnieueHre COXpaHHOCTH apXUBHBIX JTOKYMEHTOB



2.11. KoMmmiekc MEpONnpusTUd IO CO3JaHUI0 HOPMATHBHBIX YCJIOBHIA,
COOJIIOICHUIO HOPMATHMBHBIX PEXKUMOB M HAIJIEXKALIEH OpraHu3aluyd XpaHEHUs
ApPXUBHBIX JIOKYMEHTOB, UCKJIIOYAIOIIMX UX XMILEHUE U yTpaTy U 00eCIeUMBAOLINX
HoJJepXKaHUe MX B HOPMAJIbHOM (DU3MUECKOM COCTOSIHUHM, OOECIeuHBaET
COXPaHHOCTh APXUBHBIX JOKYMEHTOB B ApXUBE.

ObecnieueHrie HOPMATUBHBIX YCIOBUM XpaHEHUS
ApPXUBHBIX JJOKYMECHTOB

2.11.1. HopmaruBHBIE  YCIIOBHS  XpPaHEHHMs  apPXMBHBIX  JOKYMEHTOB
o0ecreunBaroTCs:

CTPOUTENILCTBOM, PEKOHCTPYKLIUEW U PEMOHTOM 31aHUM apXHUBOB;

CO3JaHUEM ONTHMAJIbHBIX (HOPMATUBHBIX) MPOTHBOMOXKAPHOTO, OXPAHHOIO,
TEMIIEPATYpPHO-BIIA)KHOCTHOI'O, CBETOBOI'0 U CAHUTAPHO-TUTHEHUYECKOIO PEKUMOB B
31aHUU U IOMELICHUAX apXUBa;

IIPUMEHEHUEM CIICHHUAIBHBIX CPEACTB XPAHEHUS U IEPEMELICHUsS apXUBHBIX
JOKYMEHTOB (CTeiaxHu, mKagsbl, ceidbl, KOpOOKH, TANKU U 1p.).

Tp€6OBaHI/I}I K 3JaHWAM U IIOMCIHICHUAM apXHuBa

2.11.1.1. ApxuB pa3memiaeTca B CHEIUATBHO MOCTPOCHHOM(BIX) WIH
MPUCIOCOONEHHOM(BIX) Uil XpPaHEHWS apXMBHBIX JIOKYMEHTOB 3/IaHUHU(SX) WIH
OTIEIBHBIX MOMEUICHUSAX 37aHus, yJIaJeHHOM(bIX) OT ONACHBIX B MOXapHOM
OTHOIIIEHUU OOBEKTOB (HEePpTEeXpaHWIHIIA, OCH30KOJOHKHU, aBTOCTOSIHKH, TapaKu U
T.I.) U MPOMBIIIJIEHHBIX OOBEKTOB, 3arpsA3HSIOIIMX BO3AYyX (arpeccMBHbIE TIa3bl,
LIEMEHTHAs MbUIb U T.11.). [[pUrogHOCTh MECTOPACIIONOKEHUS apXUBA ONPEACIISIETCS C
YUETOM 3aKJIIOUEHUN CITy>KOBI MOXApHON OXpaHbl M CAaHAMUIEMCTAHIIMU O CTEIECHU
3arpsiI3HEHHOCTH BO31yXa.

CTpouTeNnbcTBO M PEKOHCTPYKUHMS  3JaHHUsS  apXuBa IPOU3BOJATCA B
COOTBETCTBUHM C HOPMATHUBHBIMH TPABOBBIMH aKTaMH, COAEPKAIIUMU TPEOOBaHUS K
OOBEKTaM  TEXHUYECKOIO  PEryJUpOBaHHUS U  TMPOEKTHOW  JOKyMEHTAlUEH,
COIJIaCOBAaHHOM C COOTBETCTBYIOIIMM YIOJHOMOYEHHBIM OPTaHOM HCIIOJIHUTEIBHON
BJIACTH B c(hepe apXUBHOTO Jiea.

31aHue apxuBa NPEACTaBISET COO0N KOMIUIEKC OCHOBHBIX M BCIIOMOTATENIbHBIX
MOMEIICHUH, MpeJHA3HAUYCHHBIX JJI BBIIOJHEHHS 3aJad apXuBa IO XPaHEHHIO,
00paboTKe, MCIHOJIb30BAHUIO ApPXMBHBIX JOKYMEHTOB W 3aJa4 aJAMUHUCTPATHBHO-
XO035IMCTBEHHOIO, TEXHMYECKOT0, OBITOBOIO XapakTepa, OTBeYaTh TpPeOOBaHUSM
paLMOHAIBHON IUIAHUPOBKU ITOMEILICHUN.

CocraB, pacrnoyioxeHue, 000pyIOBaHHE MOMEIICHU OCHOBHOTO Ha3HAYEHUS
JIOJDKHBI  00€CTIeUrBaTh COXPAHHOCTh ApPXMBHBIX JOKYMEHTOB Ha BCEX YYacTKax
paboThl C HUMH, COOJIIOJICHHE TPEeOOBaHUN TEXHOJOTUU pPaboT, OXpaHbl Tpyha,
TEXHUKH O€30MaCHOCTH M MPOM3BOJCTBEHHOW CAHHUTApHUM, a TAKXKE PAlMOHAIBHOE
B3aMMOJEHUCTBUE MOApa3ieiieHui apxuBa. K momenieHnsiM OCHOBHOIO Ha3HAYCHUS
OTHOCATCS:

apXUBOXPAHWIIUIIA;



paboune momenieHus: pabOTHUKOB apXUBa;

MIOMEIIEHUS JIJIs PUeMa U BPEMEHHOTO XpaHCHHMsI, aKKJIIMMAaTHU3alluN apXUBHBIX
JTOKYMEHTOB;

MOMEIIEHUST JUISI M30JIALNU, Je3WHGEKIHH ¥ JC3UHCEKIUU TOPaKEHHBIX
apXUBHBIX JOKYMEHTOB;

MOMEIIEHUST JUIsi OOSCHBbUIMBAHUS, TMEperieTa W PECTaBpalldd  apXHUBHBIX
JTOKYMEHTOB;

MOMEIIEHUS JUTsI KOMPOBAHUS U PECTaBPAIIMH apXUBHBIX JOKYMEHTOB (MHUKpO-,
Kcepo-, (¢oTokomupoBaHus, (oropectaBpanud W T.1.), OOpaOOTKH TUICHKA U
MPOBE/ICHUS] TEXHUYECKOTO KOHTPOJIS Ay AHOBU3YAITLHBIX IOKYMEHTOB;

MIOMEIIECHUS JIJISl XpPAaHCHHS YICTHBIX JOKYMCHTOB;

KOMILIEKC YATAIBHOTO 3aJia (C y9aCTKaMH BBIIAYH NI U CIIPABOYHO-TIOMCKOBBIX
CPEACTB, BPEMEHHBIM XPaHHJIHILEM);

HAy4YHO-CIIPaBOYHAas OMOIMOTEKA;

METOINICCKUI KaOWHET;

BBICTABOYHBIN 3aJl.

Pasmemenne apxwiBa B TPUCIOCOOJICHHBIX 3JAaHUSX W MOMEIICHUSIX
MPOU3BOJUTCS B YCTAHOBJICHHOM IIOPSKE IOCIE MPOBEACHUS HMX HKCHEPTHU3BL.
OKcIepTr3a yCTaHABIMBAET CTENEHb OTHECTOMKOCTH 3/aHUs, TOJTOBEYHOCTH €r0
OCHOBHBIX KOHCTPYKIIMA M TPOYHOCTh MEKITAKHBIX TEPEKPHITHA C Yy4ETOM
MOTCHIMANBHBIX ~ Harpy30K, COCTOSIHHE TIOMENICHWH 37aHus  (TIOATaXKHBIX,
MOJIBAJIbHBIX,  YCPJAYHBIX), HAJIUYHEC MW  COCTOSHHE  OTONHTCIbHBIX U
BEHTHISAIUOHHBIX CHCTEM. OKCIIEPTH3a TPOBOIUTCS TMPEICTABUTEISIMH apXHBa,
MOKapPHBIX, OXPAHHBIX, CTPOUTEIBHBIX, CAHUTAPHO-IMUACMHOIOTHYCCKUX M JPYTUX
CTeUATBHBIX CITyK0. [To nTOram 3KCrepTrU3bl COCTABISETCS aKT.

He nmomyckaeTcst pa3MmellieHHEe apXWBa B BETXHUX CTPOCHHSX, JICPECBSHHBIX
MOCTPOMKAX, 3JaHUAX C CHIPHIMH OCHOBHBIMH, ITOJBAJIBLHBIMH, YepAauyHBIMU
MIOMEIICHUSMU, IICYHBIM OTOTUICHHUEM.

[TpennasHaueHHBIC JUIS XPaHCHHUS AapXHBHBIX JIOKYMEHTOB IIOMEIICHHS B
MIPUCIIOCOOJICHHBIX 3IaHUSX JODKHBI OBITh U30JIMPOBAHBI OT OCTAIBHBIX ITOMEIICHUN
s3manus. He pgomyckaeTcst pa3MeleHHe apXWBHBIX JIOKYMEHTOB B TIOMEIICHHSX
3MIaHUs, 3aHATOrO CIy>KOaMU OOIIECTBEHHOTO WHUTAHUS, IHUIICBBIMUA CKJIAJIaMH,
OpTraHM3AIsIMH, XPaHAIIMMH I10)KapOOIAcHbIe W arpecCHBHBIC BEIIECTBA WU
MPUMEHSIONIMMU TI0KAPOOTACHBIC U XUMUYECKHE TEXHOJIOTHH.

TpeOGoBaHUs K apXUBOXPAHUITUIILY

2.11.1.2. ApXUBOXpaHWIHILE JOJDKHO OBITh MAaKCHUMAJbHO YIAJI€HO OT
1a00paTOPHBIX, MPOU3BOACTBEHHBIX, OBITOBBIX IMOMEUICHUN apXuBa M HE HMETh
OOIIMX C HUMU BEHTWISIMOHHBIX KAHAJIOB. APXHUBOXPAHWIHILE OTIEISICTCS OT
COCEAHUX IIOMEIIEHUM apXuBa HECTOPAEMBIMU CTEHAMHM U NEPEKPBITUAMHU C
IpefenaMu  OTHECTOMKOCTH HE MeHee JBYX 4YacoB. B apXuBOXpaHWIMILE HE
JOIyCKaeTCsl MpOKIIagKka TpyO BOJOCHAOXKEHHS M KaHAJIW3allWU, TEXHOJIOTHYECKHe
WM OBITOBBIE BHIBOJIBI BOJIBI.

IIpy mpoeKTUpOBaHMM PA3MEILIECHHUS APXUBOXPAHWIMILA B CIELUUAIBHOM WIH



OPUCIIOCOOJICHHOM  3JAaHMM  TOpeanouTeHue  (Opu  PaBHBIX  TEIUIOBBIX
XapaKTePUCTHKAaX) OTJAETCSI IOMEIIEHUSAM C CEBEPHON OPUEHTALMEN OKOH.

Marepuasibl TOKPBITHSL CTE€H, IIOJIOB, IIOTOJKOB, BHYTPEHHEH apMaTyphl
apXUBOXPaHWINIIA, MPUMEHSEMblE NPU H3TOTOBICHUHM OOOpPYIOBAaHUS M CPEICTB
XpaHEHUs apXUBHBIX JOKYMEHTOB, HE JOJKHBI COOMPATh MbLIb, ObITh €€ HCTOUHUKOM
WIH BBIJIEIATH arpECCUBHBIE XMMUYECKHE BELIECTBA.

ApXMBOXpaHWIMILE JOJDKHO HMMETh €CTECTBEHHYI0 WA HCKYCCTBEHHYIO
BEHTWISILIUIO. Cucremsl KOHJIWIIMOHUPOBAHMS JTOJKHBI o0ecrieunBaTh
PELUPKYJISIHUIO BO3yXa C KPaTHOCTbIO 0OMeHa 2 - 3, cTabMIIBHOCTh TeMIepaTypHO-
BJI&KHOCTHOT'O PEXUMA, OYHUCTKY BO3JyXa OT IBUIM M arpeCCUBHBIX NPHUMECEH, a
TaK)K€ OTBEYaTh COBPEMEHHBIM TPEOOBAHHUSIM KOMITAKTHOCTH ¥ SKOHOMHYHOCTH.

BricoTa apxuBOXpaHWIHIA 3aBUCUT OT TEXHOJIOTHYECKOTO OOOpYyH0BaHUS,
IIPUHATOTO [JJIl XPAHEHWS APXMBHBIX JHOKYMEHTOB, HO HE MeHee 2,25 M 10 HuU3a
BBICTYNAKOIIMX KOHCTPYKIUI U, KaK IIPABUJIO, HE BBIIIE 4 M.

ApXHBOXpaHWIHILE JOJKHO UMETh YA00HBIE BBIXObI K TU(PTAM U JIECTHUYHBIM
KJIETKaM.

He nomyckaercss xpaHeHue (OHO-, BUAEO- U 3JIEKTPOHHBIX JOKYMEHTOB Ha
HOCHUTEJISIX C MAarHUTHBIM pabO4yMM CJIOEM B apXUBOXPAHWIHUIIE C Mapa3uTHBIMU
MOCTOSIHHBIMUA WJIM TIE€PEMEHHBIMU MarHUTHBIMHM TOJISIMH HAIPsHKEHHOCTBIO OoJiee
400 a/m.

ApXUBOXpaHWIMILE apPXMBHBIX JOKYMEHTOB Ha HUTPOOCHOBE (OIACHOM,
roproyeil) TEppUTOPUATIEHO OTIEISETCS U U30JUPYETCS OT IPYTUX apXUBOXPAHUIIUII.
B HwKHEN 30HE apXMBOXPAHWIMILA AaPXUBHBIX JIOKYMEHTOB Ha HUTPOOCHOBE
MIPEAyCMaTPUBAETCS AOMOJHUTENbHAS BBITSKKA BO3/1yXa.

HopmaTtuBHbIE peXKUMBI XpaHEHUSI APXUBHBIX TOKYMEHTOB.
[IpoTUBOIIOXKAPHBIN PEKUM

2.11.2.1. TIpoTUBOMIOKAPHBIN PEKUM B 3TaAHUH(SIX), TJIE Pa3MEIIAETCs apXUB, U B
apXMBOXPAHWIIUILAX  PETJaMEHTHPYETCd  COOTBETCTBYIOUIMMHU  HOPMAaTHUBHBIMU
nmpaBoBbIMU akTaMu Poccutickoit @enepanuu B 001aCTH MOXKAPHOU O€30MaCHOCTH.

OxpaHHBII peKUM

2.11.2.2. OxpaHHBII pEeXUM apxuMBa OOECIEYMBACTCS KOMIUIEKCOM MeEp IO
00€eCreyeHn0 MHKEHEPHO-TEXHUYECKOW YKPEIJIEHHOCTH, OOOPYJOBaHUIO 3[aHUs
(moMelieHrs) apXxuBa CpeICTBAMHU OXPAaHHOW CUTHAM3ALMK, OPTaHU3alUU OCTa(OB)
OXpaHbl, OMNEYATHIBAHUIO TOMEIICHUH, COOJIIOICHUI0 BHYTPUOOBEKTOBOTO U
MPOITYCKHOT'O PEXUMOB, XPAHEHUIO KIIFOUEH OT CIIyKEOHBIX TOMEIIEHUH.

TpebGoBanus K apXUBOXPaHUJIMILAM U IPYTHUM MOMEILIEHUSIM apXuBa, B KOTOPbHIX
XpaHATCS CEKPETHbIE AapXUBHBIE JOKYMEHThl M MPOBOAATCS pabOThl C HUMH,
YCTaHOBJICHbl HOPMAaTUBHBIMH MPABOBBIMU JTOKYMEHTAMHU MO OOECIEUEHUI0 PeXUMa
cekpetHocTH B Poccuiickon @enepanuu.

OpraHu3anuss OXpaHbl apxXMBa OCYIIECTBISETCA B  COOTBETCTBUM C
TpeOOBaHUSIMU 3aKOHOJATEIbHBIX W HHBIX HOPMATHUBHBIX IPABOBBIX aKTOB



Poccuniickon @enepannn, a Takke MHCTpyKINM O MOPSAAKE OCYIIECTBICHUS OXPaHBI
apXvBa, COTJIACOBAHHOM B YCTAaHOBJICHHOM IIOPSIKE C OCYIIECTBIIIOLIMM OXPaHY
apxyMBa IIOAPA3ACICHHEM M COOTBETCTBYIOLIMM OpPraHOM BHYTPEHHHUX €Il
Poccuiickon denepanum.

OxpaHa apxuBa OCYLIECTBJISETCS HAa OCHOBAHMM JIOTOBOpPAa MEXAY apXUBOM U
COOTBETCTBYIOIIIMM IOAPA3ACICHUEM OXpaHbl, B KOTOPOM IPEIyCMaTPUBAIOTCA
00s13aTeNbCTBA CTOPOH IO OXpPaHE apXuBa, COOJIIOJEHUI0 BHYTPUOOBEKTOBOTO U
IIPOIIYyCKHOI'O  PEKUMOB, IPEIyCMAaTPUBAKOIIMX B TOM 4YHUCIE JTOCMOTPOBBIE
Meponpuatus. [lepedeHb nomenieHnii apxuBa, 000pyIyeMbIX CPEICTBAMH OXPAaHHOM
CUTHAJIU3ALUKN, TPUMEHSAEMbIE HHXKECHEPHO-TEXHUYECKUE CPEICTBA, BUJ, YCIOBHS
OXpaHbl M JHCIOKAMUSA IOCTOB OIPENECIAIOTCS YCIOBHSIMHU JOTOBOpPa MCXOAA M3
MPUHIIUIIOB HAJAECKHOCTH U HKOHOMUYECKOM OOOCHOBAaHHOCTH Tapu(OB, a TAKXKE C
Y4ETOM MOJI0KEHU MEXBEJOMCTBEHHOI0 aKTa 00CIeA0BaHMs apXUBa U TPEOOBAHMIA
HOPMATUBHBIX MPaBOBbIX akT0B MB/[ Poccuu.

OOs13aTEIBHOMY ~ OCHAILEHUIO CPEJICTBAMH OXPAaHHOM CUTHAJIM3ALUU U
OIEYaTBhIBAHUIO ITOJJICKAT APXUBOXPAHUIIUIIA U IIOMEIIEHUS, B KOTOPBIX IIOCTOSHHO
WJIM BPEMEHHO XPaHATCS apXUBHBIE JOKYMEHTHI, @ TAKKE€ MaTCpPUAJIbHBIE [IEHHOCTH,
aBapUIHBIC U 3aIIaCHBIC BBIXOJBI U3 37aHUs apXHUBa, OCHOBHOM BXOJ [P OTCYTCTBUU
KPYIVIOCYTOYHOT'O IIOCTa OXPAaHBI.

OmneyaTelBaHUIO MOJUIEkKAT METAUIMYECKUE IIKapbl U CeUPbl, T€ BPEMEHHO
XpaHATCA BBIJAHHBIE U3 ApPXUBOXPAHWIHIL ApPXUBHBIE JOKYMEHTBI, YYETHBIE
JOKYMEHTBl M  HAay4YHO-CIPAaBOYHBIM  ammapar, €ClId OHU HaxXOoUATCsS B
HEOITEYaThIBAEMbBIX ITOMEIIECHUSX.

ApXUBOXpaHWIMIIA W JAPYIHE IOMEIIEHUS, TI€ TMOCTOSHHO WM BPEMEHHO
XpaHITCSl apXUBHBIE JTOKYMEHTBI, OOOpYAYIOTCS JABEPSIMH C  MOBBIIIEHHOU
TEXHUYECKOM YKPEIUIEHHOCTBIO TMPOTHUB BO3MOXKHOTO B3JIOMa, OCHAIICHHBIMU
3aMKaMU ITOBBIIEHHON CEKPETHOCTH.

Bce sx3eMIuspel Kiarouel (3a MCKIHOYEHUEM OTHOCSIINXCS K MOMEIICHUSIM, Ha
KOTOpBIE PACIIPOCTPAHSIOTCS CIeNUaIbHble TPEeOOBaHUS pPEKMMa CEKPETHOCTH)
YUYUTBHIBAIOTCS B JKypHaJle PErMCTpallUM KIIOYEH K 3aMKaM ITIOMEIECHHUM apXuBa,
BEJICHUE KOTOPOr0 MPUKA30M PYKOBOAMTEIS apXHUBa BO3JIAracTCs Ha OTBETCTBEHHOE
JIOJDKHOCTHOE JIMLO. B yka3aHHOM JKypHajie OTMeyaeTcs, y KOro u3 pabOTHUKOB
apxXuBa HMMEIOTCA KJIIOYM OT KaXJOro U3 MOMELICHWH, ¢ pacIHUCKOil paboTHHMKa B
MTOJTYYEHHUH DK3EMIUISAPA KITFO4a.

Ko Bcem nmomenieHusiM apxuBa, OCHAIIEHHBIM 3aMKaMH, JOJHKHO ObITh HE MEHee
JIBYX KOMIUIEKTOB KIIOYEH, OJMH M3 KOTOPHIX IMOCTOSHHO HAXOJMUTCS B CIIyXOe
OXpaHbI apXUBA.

[Topsinok xpaHeHus Kiro4ei B paboyee u Hepabouee BpeMs, MOTyYEHUs KITIoUel
B Cly:kO€ OXpaHbl, CJaud KIIOYEeW M MOMEIIEHUH MOJ OXpaHy yCTaHaBIMBAETCA
MHCTPYKLHMEH OO0 OXpaHHOM pEXKUME apXuBa, YTBEP)KIEHHOW B YCTaHOBJIECHHOM
MTOPSIKE.

ApxuBoxpaHuiuile B pabodee Bpems, €M B HEM HE pabOTaloT COTPYIHHUKH,
JOJDKHO OBITh 3aKphITO Ha Koy, Kiroun oT apxumBoxpaHwiuiia B pabouee Bpems
HaxXOAATCA y 3aBEAYIOLIEr0 ApXUBOXPAHUIMILEM WM JIMLA, €T0 3aMELIAIOLLETO.

B apxuBOXpaHWIMIIE HMEIOT MpaBO JAOCTYNa 3aBEAYIOUIMH U PaOOTHUKH



JAHHOTO APXWBOXPAHWIIMINA, a TAKK€ PYKOBOJIUTETh apXWBa M €r0 3aMECTUTEIH,
rNaBHBIM  xpaHuTenb (oHmoB. CHUCOK JHUIl, HMEIOIIMUX MPaBO JOCTyna B
apXUBOXPAHHIIUIIE, OOHOBJISIEMBIN TT0 MEpe HEOOXOAMMOCTH, JTIOJDKEH HAXOAUTHCS Ha
nocTy oxpasbl. Bece npyrue paOOTHHKH apXvBa JIOMYCKAIOTCS B apXHBOXPAHUJIHINE
TOJILKO B COINPOBOXKICHUM 3aBEYIOMIETO ApXMBOXPAHWUJIMINEM WU JIMIA, €ro
3amMernaromiero. MHeie Jua J0myCcKalTcs B apXUBOXPAHIIINIIE B UCKITFOUNTEIBHBIX
CllydasiXx TOJBKO 110 MHCBMEHHOMY pa3pelieHHI0 PYKOBOJCTBA apXWBa H B
COTIPOBOXJACHHUU 3aBEIYIOIIETO APXUBOXPAHUIIUILIEM MM JIUIA, €r0 3aMEUIalOIIero.

BriHOC M3 apxuBa apXWBHBIX JOKYMEHTOB, MAaT€pUAIbHBIX IIEHHOCTEH M KHUT
HAy4YHO-CIIPABOYHOM OMONHMOTEKHW, a TakKe HAyYHO-CIPABOYHOTO ammapara
paspeniaeTcs TOABKO MO CIECIMATBHBIM MPOITyCKaM, BBIABAEMBIM B YCTAHOBJICHHOM
MOPSIZIKE.

TemmnepaTypHO-BIa)KHOCTHBIN PEKUM

2.11.2.3. B apxuBOXpaHUJIUIIEC apXUBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE,
000pYJJOBAaHHOM CHUCTEMAaMH KOHJIMIIMOHUPOBAHMS BO3/AyXa, IMOJAJIECPKUBACTCS
HOPMAaTUBHBIM TEMIIEPATYpPHO-BIAXHOCTHBIN pexum: Temmneparypa 17 - 19 °C,
OTHOCHUTEJIbHAs BIAXKHOCTh Bo3ayxa 50 - 55%.

TeMrneparypHO-BIaKHOCTHBIE [apaMETpPbl BO3AyXa IS JOJTOBPEMEHHOTO
XpaHEHUs ayJIMOBU3YaIbHBIX U 3JICKTPOHHBIX IOKYMEHTOB JOJIKHBI COOTBETCTBOBATh
HOpMaM, IIPUBEJICHHBIM B Ta0JIHIIE:

Bun Temneparypa, rpaa. C OTHOCHUTENBbHAS BIAXHOCTh
JIOKYMEHTA BO3yXa, %
YepHO-OeIbIe I[BETHBIE YepHO-OeIbIe IIBETHBIE
JIOKyMEHTBI Ha
KHHOTIJICHKE:
HUTPOOCHOB | He BbIe +10 HE BBIIIIE -5 40 - 50 40 - 50
a
O0e3omacHast | He BbIme +15 HE BBIIIIE -5 40 - 50 40 - 50
OCHOBa
dboTooKyMmMe
HTBI
CTEKJIO He BbImIe +15 HE BBIIIIE -5 40 - 50 40 - 50
TIJICHKA He BbImIe +15 HE BBIIIIE -5 40 - 50 40 - 50
doToOymara | He Bbiie +15 HE BBIIIIE -5 40 - 50 40 - 50
JIOKyMEHTHI Ha +8 - +18 45 - 65




MarHuTHOM
JICHTE U
JIMCKOBBIX
HOCHUTEIISIX

B apxuBoxpaHuimiie ¢ HeperyaupyeMbIM KIMMATOM JOJKHBI OCYIIECTBIATHCS
MEPOIPUATHS MO  ONTUMH3AIMU  TEMIIEPATypHO-BIAKHOCTHOTO  peXuMa ¢
NPUMEHEHUEM ONTUMAIBHOTO OTOIUICHUS M MPOBETPUBAHUS MOMEIICHUH, a TakxKe
MEXaHUYECKUX CPEACTB YBIAXHEHUS WIM OCYLIEHUs Bo3ayxa. Peskue konebaHus
(ce30HHBIE U B TE€YEHHE OJHUX CYyTOK) Temmeparypbl (+/- 5 °C) U OTHOCUTEIbHOU
BJIQXXHOCTH Bo3ayxa (+/- 10%) He momyckarorcs.

[lpu nmuTENHPHOM HAPYIICHHMH TEMIEPAaTypHO-BIAXKHOCTHOTO pexuma (0T 3
CyTOK W 0oJjee), CONPOBOXKIAIOIMIEMCS! TOBBIIICHUEM OTHOCHUTEIHHOW BIIAXKHOCTH
Bozayxa 10 70 - 90%, mpuHUMAIOTCSI MEPBI MO €r0 HOpMalu3aluu (MHTEHCHUBHOE
MIPOBETPUBAHUE, OCYIICHUE apXUBOXPAHUIIHILA).

B nepuopn TexHomormyeckod oOpabOTKM apXHMBHBIX JOKYMEHTOB JOIYCKAETCS
WX BpPEMEHHOE XpaHECHHE (10 2 MECSIEB) B TOMEIICHHUSIX C HEPETyIHPyEMbIM
TEMIIEPAaTypHO-BIQKHOCTHBIM pEXHUMOM mHOpu Ttemneparype 20 +/- 5 °C u
OTHOCUTEJILHOM BIaXKHOCTH Bo3ayxa 50 +/- 20%.

TemnepaTypHO-BIOKHOCTHBIM PEKUM KOHTPOJIHUPYETCS IMyTEM PEryJsipHOTO
MU3MEPEHUs] TEMIIEPaTypbl U OTHOCUTEIHHOM BJIAYXXKHOCTH KOMHATHOT'O U HAPY>KHOTO
BO3/lyXa B OJTHO U TO K€ BpEMsl: B KOHIUIIMOHHUPYEMBIX MOMEIIECHUAX - HE pexe |
paza B HEJENIO; B apXMBOXPAHWIIUIIAX C HEPETYJIUPYEMbIM KIMMATOM - 2 pas3a B
HEJISNI0; IPU HAPYIICHUIX pekuma - 1 pa3 B CyTKH.

[Toka3aHusi  KOHTPOIBHO-U3MEPHUTEIBHBIX  MPUOOPOB  (PUKCHUPYIOTCS B
CHEIUATbHBIX PETUCTPAIMOHHBIX JKypHalTaX, B KOTOPBIX TaKXe OTPaKaroTCs
MPOBEpKa TPABWIBHOCTH TIOKa3aHWUH TPHOOPOB H  MEphI, TMPUHATBIE TIO
HOpMAaJIM3AIMU TEMIIEPATYPHO-BIAXKHOCTHOTO PEXUMA B CIIy4asiX €ro HapyIlieHusl.

HomenknaTypa nmpuMeHsSIeMbIX KOHTPOJIbHO-U3MEPUTEIHHBIX TPHOOPOB, a TAKKE
MOPSIOK U3MEPEHHsSI ¥ PETHCTPAIlMU TapaMeTPOB KOMHATHOTO M HApY>KHOTO BO3TyXa
OTIPEIENSAIOTCS JEHCTBYIONTUMH HOPMATUBHBIMH M METOAUYECKUMHU JOKYMECHTAMHU.

KoHTponbHO-U3MepUTENbHBIE MPUOOPHI  MOHTHPYIOT Ha OJHOM  IIUTKE,
pPa3MEIIEHHOM B TJIABHOM TMPOXOJi€ apXMBOXPAHWIWINA Ha CTEJIaXe, BAAIA OT
OTOIUTEIBHBIX U BEHTWISIIMOHHBIX CUCTEM (KOHTPOJbHAs TOYKA), IO HOpPMaM: MpHU
KOMHATHOW CHCTEME - OJlHAa KOHTPOJIbHAS TOYKAa Ha KOMHATY, MPU MHOTOSIPYCHOM -
OJIHAa Ha SIpYC.

CBeToBOM pexuM

2.11.2.4. XpaneHue apXuBHBIX JOKYMEHTOB OCYIIECTBIISIETCS B TEMHOTE. JTO
o0OecreuynBaeTcsi XpaHEHHWEM apXHMBHBIX JOKYMEHTOB B IepervieTax, IMarnkax,
KopoOkax, Imkadax, Ha CTellakaX 3aKpbITOr0 THIA, a TakXke COOJ0/IEHUEM
YCTaHOBJIEHHOI'O CBETOBOTO PEXHUMA.

OcBemieHre B apXMBOXPAHWIMILE MOXET ObITh  €CTECTBEHHBIM  WJIU




WCKYCCTBEHHBIM; apXWBHbIC JOKYMEHTBI MOTYT pPa3MEIIATbCid B IOMEIIEHUSX C
OKHaMHU uju 0e3 OKOH. Pa3MmelieHne apXuMBOXpaHWIMINA B MOMEIIECHUIX 0€3 OKOH
JOMYCKAeTCsl IPU HAIMYMU B HEM HMCKYCCTBEHHOM WJIM €CTECTBEHHON BEHTWJIALIMU
BO3/lyXa C YCTAHOBJICHHOM KPAaTHOCTHIO BO3/TyXO0OMEHa.

EcTecTBEHHOE OCBEIIEHUE B ApPXUBOXPAHWIMIIE JOMYCKAETCS PAaCCEIHHBIM
CBETOM IIpU YCJIOBUU MPUMEHEHUSI Ha OKHaX CBETOPACCEUBATEINIEH, ABTOMATUYECKUX
PEryJISTOPOB CBETOBOIO IMOTOKAa (CHEHHAIBbHBIX CTEKOJ), 3allUTHBIX (UIBTPOB,
YKAIFO3U, IITOP, HAHECEHHBIX HA CTEKJIO MOKPBITUX U T.II.

JIns MCKyCCTBEHHOTO OCBEIICHUS B APXUBOXPAHWIHIIE MPUMEHSIOTCS JIaMIIbI
HaKAJIMBaHWS B 3aKPBITHIX IUadoHAX C TIAAKOH HAPYKHOW TMOBEPXHOCTHIO.
Jlommyckaercst MIPUMEHCHUE JIFOMUHECIEHTHBIX JIamI c ypE3aHHBIM
ynbTpaduoneToBeiM  yuactkoMm crnektpa tuna JIb, JIXb, JITh. VYpoens
OCBEIICHHOCTH B JHMAala3oHe BHAUMOIO CIEKTpa HE JOJDKEH MPEBBIIATH: Ha
BEPTUKAJILHON TMOBEPXHOCTU CTeUIaka Ha BeicoTe 1 M oT mona - 20 - 50 5k, Ha
pabounx cronax - 100 k.

3ammTa apXUBHBIX JIOKYMEHTOB OT Pa3pyILIAIOMIEr0 JEHCTBUS €CTECTBEHHOIO U
MCKYCCTBEHHOT'O CBETa OCYIIECTBIISIETCS BO BCEX MOMEIIEHUSAX apXHBa MPHU JIFOOBIX
BUJIaX pabOTHI C ApXUBHBIMU JJOKYMEHTaMH.

CaHUTapHO-TUTUEHUYECKUN PEKUM

2.11.2.5. ApxuBoxpaHWiuIia W JAPYyrHe IOMEIICHUS apXWUBa COAEPKATCS B
YUCTOTE U TOPSAKE, HWCKIIOYAIONIEM BO3MOXKHOCTh TIOSIBICHUS HACEKOMBIX,
I'PBI3YHOB, TJIECEHU U TIBUIH.

B apxuBoXpaHuWIMILE MPOBOIATCS CUCTEMAaTHUeCKas BiakHas yOOpKa, HE pexe
OJIHOTO pa3a B ToJ OOECHbUIMBAHHME NbUIECOCAMHU CTeJUIaXeH, ImKadoB, CPeaCTB
XpaHeHus (KOpoOOK, MarnokK, ynakoBok). [Ipu 3ToM 11OKOJbHBIE YaCTH CTEIIaKEH,
IOJIbI, TJIMHTYCHI, IOJJIOKOHHUKH MPOTUPAIOT BOJHBIMH PACTBOPAMH aHTUCEIITUKOB.

B apxuBoxpanumiuiie 3amnpemaercs npeobBaHNEe B BEPXHEH O€Xk1€, MOKPOM U
Ipsi3HON  00yBH, XpaHEHHE JIOOBIX TMOCTOPOHHUX TIPEIMETOB, HCIOJIb30BAHUE
MUILEBBIX TPOAYKTOB, a TAKKE KYpEHHUE.

B apxuBoxpanunumie oOecreunBaeTcsi CBOOOJHAS IMHMPKYJSLUS BO3IyXa,
MCKITIOYaroIiasi o0pa3oBaHUe HEMPOBETPUBAEMBIX 30H YCTOWYMBOTO MHKPOKJIMMATA.
He nomyckaercs pa3MellieHHe apXUBHBIX JOKYMEHTOB Ha MOJYy, MOJOKOHHUKAX, B
Hepa300paHHbIX KUMaX.

OkHa B TIOMENIEHUSX apXuBa, OTKPBHIBAIOIIMECS B TEIUIOE BpeMsl Troja,
3alIMUIIAIOTCS CETKAaMH C JUaMeTpoM siueek He Oosiee 0,5 MM. 3alIUTHBIMU CETKaMU
000pynyIOTCSl Tak)XK€ BEHTWIALIMOHHBIE OTBEPCTHS B CTEHAxX, IOTOJIKaX, IOJax
apXUBOXPAHWIINILA, HAPY>KHBIE OTBEPCTHUS BEHTHIISIITUOHHBIX CUCTEM.

C uenpio 0OHapyKEHUST HACEKOMBIX U TJIECHEBBIX TPHOOB apXUBHBIC TOKYMEHTHI
(BRIOOPOYHO) W TIOMEIICHUSI apXWBOXPAHWJIUI JBa paza B Troj (B Hadaje U IO
OKOHYaHUH OTOIHUTEIBHOTO CE€30HA) MOJABEPraroTCs 00s13aTeTLHOMY
HSHTOMOJIOTUYECKOMY M  MHKOJIOTHUYECKOMY ocMmoTpy. Ilpm  oOHapykeHuu
OMOJIOTUYECKUX BpEAUTENeH NPUHUMAIOTCS HEMEUICHHBIE MEphl M0 00paboTKe
apXHUBHBIX JIOKYMEHTOB, CPEJICTB XPAaHEHUSI, apXUBOXPAHUIIHILI.



Jlis mpoBeeHNs CAaHUTAPHO-TUTMEHUYECKUX paboT IUIAHUPYIOTCS CaHUTApHBIC
J(HU.

O6opynoBaHNE apXUBOXPAHWIHILA CPEJACTBAMU XPAHEHUS

2.11.3. ApxuBoxpaHUIUIIE 000PYyETCsS CTAIIMOHAPHBIMUA WM TIePEBUKHBIMU
METANIMYECKUMH  cTeJutaxaMu. JlomyckaeTcss dKCIUTyaTalsi — CyIIECTBYIOIIMX
CTAllMOHAPHBIX JIEPEBSIHHBIX CTEIUIAXEH, HAXOMSIINXCS B HOPMAJIbHOM CaHUTApPHO-
OMOJIOTUYECKOM COCTOSIHUM M OOpabOTaHHBIX OTHE3AIMUTHBIMU COCTaBaMu. B
apXMBOXPAHWIIUILE C HOPMATUBHBIM TEMIEPATYPHO-BIAXKHOCTHBIM  PEXKHUMOM
JOTyCKaeTCsl MMPUMEHEHUE TMEPE/IBIKHBIX METAUIMYECKUX cTeiaxeid. B kauectse
BCIIOMOT'aTE€JIbHOTO WJIM CIIEHUAJIBbHOTO OOOpYAOBaHUS MOTYT HCIIOJIb30BaTHCA
MeTajuInuecKkue mKkadbl, celbl, MKAPbI-CTEIUIAKH, a TAKKE CTALIMOHAPHBIE OTCEKU-
OOKCBI C METaJUIMYECKUMH MEPErOpOAKaMHU U TIOJIKAMHU.

KuHOOKYMEHTBI, PYJIOHHBIE MHUKPO(MUIBMBI XpaHATCS B TOPU30HTAIHLHOM
MOJIOKEHUU B METALTMYECKUX WJIM TUIACTUKOBBIX KOpOOKax Ha CTeUIaKax THIIA
"emouka" MO0 Ha CTAIlMOHAPHBIX CcTelutakax. KHUHOMOKYMEHTh Ha Heroprouei
TPUALIETATHOM OCHOBE XPAHATCS B HEIUIOTHO 3aKPBIBAIOIIMXCS METAUNIMYECKUX WIU
MJTACTUKOBBIX C OTBEPCTUSMU KOPOOKaxX JJisi MPEIOTBpAICHHs CKaIUTMBaHUSI BHYTPHU
KOpPOOKH MapoB YKCYCHOM KUCIIOTHI, BBIJIEISEMbIX OCHOBOM KMHOTICHKH.

BuaeookyMeHTbl XpaHSITCSA B BEPTUKAIBHOM TIOJIOKEHUM B 3aBOJICKOM
YIaKOBKE.

He nomyckaeTcs XpaHeHUE apXUBHBIX JOKYMEHTOB Ha HOCUTEIISAX C MAaTHUTHBIM
pabounm cioeM Ha (QEepPpPOMATHUTHBIX METAJUIMYECKUX CTeJUIaXKaX; CTajJbHbIe
CTEJUTAXKU MOTYT OBITh MCIOJIb30BaHbl B HCKIIOUUTENBHBIX CIIy4asX, TOJIBKO MpU
YCJIOBUM pa3MarHMYMBaHUSI U 3aMbIKaHUS KOHTYPOB CTeJUIaxka (COCIUHEHUE
METaJUIMYECKMX YacTell CTeiulaka »dJIEKTPOINpPOBOJIOM H  UX dPPEeKTUBHOE
3a3€MJICHHUE).

B apxuBoxXxpaHUIUIE C ECTECTBEHHBIM OCBEIICHHEM CTEIUIAXH M IIKaQbI
OTKPBITOTO THWIIA YCTAaHABIMBAIOTCS MEPIEHIUKYJISIPHO CTEHaM C OKOHHBIMH
npoemamu. B apxuBoxpanunuiine 6€3 OKOH CTE/UIKU U MmKadbl YCTAaHABIUBAIOTCS C
y4eTOM OCOOCHHOCTEH TOMENICHHs, KOHCTPYKIIMH OOOpYJAOBaHHS M HOPM €ro
pasmemienus. He nmomyckaercs pasmelnieHue creiiaxei, mkadoB U JIPyroro
o0opynoBaHusl ISl XpaHEHUs] ApXUBHBIX JIOKYMEHTOB BIUIOTHYIO K Hapy>KHBIM
CTEHaM 37[aHus U K UCTOYHUKAM Tera.

CranmonapHbie cTe/UIaXu U mKadbl YCTAaHABIMBAIOTCS B ApXUBOXPaHUJIUIIAX C
COOJIFOICHUEM CIIETYIOLIUX HOPM:

paccTosIHUE MEXAY psllaMH cTeJUTakel (riaBHbIN mpoxon) - 120 cwm;

paccTosiHue (MPOX0J1) MEXKy CTEIUIaKaMu - 75 cM;

pacCTOsSIHUE MEXKAY HApYKHOM CTEHOM 3/IaHMs U CTeUIaKaMu, NapajlieIbHbIMU
CTeHe, - 75 cm;

PaCCTOSIHME MEX]Ty CTCHOW M TOPIIOM CTeyuiaxa wim mkada (ooxon) - 45 cMm;

pacCTOsIHME MEXy TI0JIOM U HIDKHEW ToJIKoW cTeiaxa (mkada) - He menee 15
CM, B IIOKOJBHBIX dTaKax - He meHee 30 cM.

Paccrosinus (mpoxompl) s OOOpPYIOBaHMS C  BBIIBIDKHBIMU — SIIAKAMHU



PACCUUTBIBAKOTCS MO CIIELMAIIBHBIM HOPMAM C YYETOM TUIIOpa3zMepa 000py 0BaHMUS.

ApXHUBHBIE TOKYMEHThl Ha OyMa)KHOW OCHOBE pa3MEIAIOTCS HA CTEJUIakKax, B
METaNIMYECKUX MIKadax TOPU30HTAIBHO MM BEPTHKAIBHO B KOPOOKAX WM APYTHX
HEPBUYHBIX CPEACTBAX XpaHEHU (Mamnkax, GyTispax v T.II.).

Kaxxnas envHuiia XxpaHeHus: ayJAMOBU3YyaIbHOTO WA 3JIEKTPOHHOTO JOKYMEHTA
YKJIa/IbIBACTCSI B HETEPMETUYHYIO MHAMBUAYAJIbHYIO YMakoBKY. IIpu 3TOM A0MAKHO
OBITb HUCKIIIOYEHO CBOOOJHOE TIEPEMEIICHHE apXUBHOTO JIOKYMEHTa BHYTpU
YIIaKOBKH.

OpraHmauH;{ XpaHCHHU apXUBHBIX JOKYMCHTOB B apXHBOXPAHUJINIIC

2.11.4. Opranu3zanus XpaHEHUs! apXUBHBIX JOKYMEHTOB B ApXUBOXPAHUJIUIIE -
CUCTEMAa MEPONPHUATUM, BKIIOYAKOMIAS pPANUOHAIBHOE pPAa3MEIICHUE aPXHBHBIX
JOKYMEHTOB, KOHTPOJIb 33 UX JBMKEHUEM U (PU3UUECKUM COCTOSIHUEM, KOTIUPOBAHUE
apXUBHBIX JIOKYMEHTOB C LE€IbI0 CO3JaHusi CcTpaxoBoro ¢oHaa u ¢oHna
M0JIb30BAaHUs, BOCCTaHOBJIEHUE (pecTaBpallio) NEPBOHAYAIBHBIX WU OJIM3KUX K
[IEPBOHAYAJIBHBIM CBOMCTB M BHEIIHUX IIPU3HAKOB AapPXUBHBIX JTOKYMEHTOB,
MOJIBEPIILIUXCSI TOBPEKIECHUIO JTUOO0 pa3pyLICHUIO.

OO6mmue TpeboBaHMs K Pa3MEIIEHUIO0 aPXUBHBIX JJOKYMEHTOB

2.11.4.1. ApxuBHBIE JOOKYMEHTBI B AapPXHWBOXPAaHWJIMIIE paCIOAraroTcs B
MOpsIIKE, OOECHeYMBAIOIIEM WX KOMIUIEKCHBIE Y4Ye€T W XpaHEHHE, a TaKkKe
OTNIEPATHUBHBIN MOUCK.

[Topsinok pacrnonokeHus apXUBHBIX (POHIOB B apXHUBE ONPEIEISETCS IJIaHOM
(cxemol) MX pa3MelleHus, YTBEPKIAaeMbIM pyKoBoauTeneM apxuBa. [lman (cxema)
npelycCMaTpUBaeT paclpesesieHue AapXUBHBIX (OHJOB MO apXMBOXPAHWIMLILY C
yKa3aHHEeM TpU HEOOXOAMMOCTH HX HOMEpPOB IO KaKIOMY CTEJUIaxy
apxuBoxpanuwnuiia. [lnan (cxema) HaXOAUTCS B MOAPA3/IEICHUN, OCYIIECTBISIOIEM
yuyeT JIOKyMEHTOB apxuBa, WM y paOOTHHMKA, OTBETCTBEHHOIO 3a Yy4eT, a
COOTBETCTBYIOIIME €0 Pa3eiibl - B apXUBOXPAHUIINLLE.

Pazmernienne apXuBHBIX JOKYMEHTOB 000COOICHHOTO XpaHEHUS

2.11.4.1.1. OO0oCOOJIEHHOMY XpaHEHHUIO TOJJIEKAT CIEAYIOIUE AapPXUBHBIC
JOKYMEHTBI: CEKPETHbBIE; YHUKAIbHbIE; UMEIOIINE B O(POPMIICHUH WA MPUIIOKEHUU K
HUM JIparoleHHble METa/llbl W KaMHU; Ha HHUTPOOCHOBE; MOpa)XCHHbIE
OMOJIOTUYECKUMH BPEIUTEINSIMU; MEepeJaHHbIe 0 IOTOBOPY HAa XpaHEHUE B apXHB U
HE OTHECEHHbIE K cocTaBy ApxuBHOro gonaa Poccuiickoit @enepanuu.

MecTo pacnosiokeHHsl W IUIOLadb, BblAEIAeMas JUIsl Pa3MELIEHUsS apXUBHBIX
JOKYMEHTOB 00OCOOJIGHHOTO XpaHEHMs, OMNPEICNSIIOTCS AapXHUBOM HCXOIsl U3
pealIbHbIX BO3MOXKHOCTEH U MEPCIIEKTUBHBIX 00bEMOB KOMIUIEKTOBAHUS apXHUBa.

Pa3menieHne  CEKpEeTHBIX  apXHMBHBIX JIOKYMEHTOB  OCYILECTBIISIETCS B
COOTBETCTBUM C TpPEOOBAHHUAMHU HOPMATUBHBIX JOKYMEHTOB IO O0OECIEUEHUIO
pexnma cekpeTHocT B Pocculickon @enepanuu.



BpemeHHOE COBMECTHOE XPaHEHHE CEKPETHBIX W PACCEKPEUYEHHBIX JE€1 B
ApXMBOXPAHWIIMILE  CEKPETHBIX  apXUBHBIX  JOKYMEHTOB  JIONyCKAaeTCs B
UCKITFOUMTEIBHBIX CIIydasix MPU OTCYTCTBUHM CBOOOJHBIX TUIOMIANEH JIJIs pa3MeleHUs
pacCceKpeUYCHHBIX eI

YHUKaJIbHBIE JOKYMEHTHl M apXWBHBIC JOKYMEHTBI, UMEIOIINE B O(POpMIICHUM
WM TIPUIJIOKEHUW K HUM JIparolieHHble METaUIbl 1 KaMHHU, U3bIMAIOTCS M3 COCTaBa
apXuBHBIX (OHJIOB W mojexar ceidoBoMy XpaHeHHIo. Ha wmecTto H3BATOrO
apXMBHOTO JIOKYMEHTA BKJAJbIBACTCS KapTa-3aMECTUTENIb U MPU HEOOXOIUMOCTH
KOIIHSI apXUBHOTO JJOKYMEHTA.

AyAMOBU3yaIbHBIC W AJICKTPOHHBIE JTOKYMEHTHI XPaHSATCI B 00OCOOJICHHBIX
MIOMEIIECHUSIX B 3aBUCUMOCTH OT HOPMATHUBHBIX PEXKHUMOB XpaHECHHS ISl MX
HOCHUTEIICH.

B oIHOM apxuBOXpaHWIHMIIE MOTYT pa3MEUIaThCsl AapXUBHBIE JTOKYMEHTHI
pa3HOro BHJA, HO TPEOYIOIIME OJMHAKOBBIX PEKUMOB XpaHEHHUS (HaIpuMep,
aApXUBHBIC IOKYMEHTbl HA MAarHUTHBIX JICHTaX U JUCKOBBIX HOCUTEJAX C MAarHUTHBIM
CJI0€M; apXHUBHBIE JOKYMEHTHI Ha KMHOIUICHKE, MUKPO(QOPMEI U Ip.).

PaSMeIHGHI/IG (bOHI[a IIOJIB30BaHMA

2.11.4.1.2. ®oHa noJab30BaHUS PA3MEIIACTCS B 3aBUCUMOCTH OT BUA HOCUTEJIA
KOTIHM.

Komuu donna nmonbp3oBaHus Ha OyMaXHOW OCHOBE (B TOM 4HCie (DOTOKOIMHM),
KaKk TpaBUJIO, XPaHATCA BMECTE C MOJJIMHHBIMU APXUBHBIMH JOKYMEHTaMHU Ha
OyMa)kHOW OCHOBE Ha OTJEIBHBIX CTEJUIAKaX WM B IIKadax B MOPSIKE HOMEPOB
apXUBHBIX (POHJIOB U JEJI.

Komun ¢onaa mnonb30BaHUS Ha IUICHOYHOM OCHOBE pa3MeEIlaloTcs B
apXMBOXPAHUIIUILAX C HOPMATUBHBIMHU IS HUX PEKUMaMH XPaHEHHUS.

B kaxapiii OIOKC BKJIQIBIBACTCS OTPE30K IUICHKH, HA KOTOPOM OTCHSITO OJHO
JIEJIO WJIM €T0 4acTh. B mopsijike NCKIIIOUeHUs pyu HEOOJIbIIOM 00beMe Jieia B OJTHOM
OTpE3KEe MOXKET HaXOJIUThCS HE 00Jiee TPeX CKOMUPOBAHHBIX JIEI.

PaBMeH_[eHI/Ie YUYCTHBIX JOKYMCHTOB

2.11.4.1.3. OcHoBHble (00sI3aTeNbHBIE) W  BCIOMOTATEIbHBIE  YYETHBIE
JOKYMEHTBI apxuBa (cM. 1. 3.4) pa3MelaloTcss B U30JMPOBAHHOM MOMEIICHUH WU
paboueM moMelleHuH pabOTHUKA(OB), OTBETCTBEHHOrO(bIX) 3a y4Y€T JOKYMEHTOB
apxuBa.

OCHOBHBIE U BCIIOMOTATEIbHbIE YYETHbIE JOKYMEHTHI apXUBOXPaHUIIMINA
pa3MenialTcs B apXMBOXPAHWIMILE WIM B paboyeM TMOMENeHUH pPaObOTHUKOB
apXMBOXPAHWINILA.

OTBETCTBEHHBIMU 3a COXPAHHOCTb W HCIIOJb30BAHWE YYETHBIX JIOKYMEHTOB
ABIIIIOTCS  PAaOOTHHUKH, OCYIIECTBIISIOIIME WX BEJIEHHE B COOTBETCTBYIOIIEM
CTPYKTYPHOM IOAPA3ACIICHAN U IO APXUBY B LIEJIOM.

[lepBbie  BK3eMIUIAPBI  ONMKCENM  J€, JOKYMEHTOB  pa3MElalTCa B
M30JIMPOBAaHHOM  TIOMELIEHHMM WM  paboyeM MOMENIeHWH  paboTHUKA(OB),



OTBETCTBEHHOTO(BIX) 32 YYET IOKYMEHTOB apXHBa, C 00sS3aTEIILHBIM COOJIO/IEHUEM
PEKUMOB XpaHECHHMsI, YCTAHOBJIICHHBIX /ISl TMOJUIMHHBIX apXWBHBIX TOKYMEHTOB Ha
OyMa)kHOM OCHOBE.

BTopbie 3K3eMIUISpHI Onrcei e, JOKYMEHTOB pa3MEeIaloTCsl B U30JIMPOBAHHON
30HE apXMBOXPAHUIIUINA HA CTEIUIAKE WK B KAy .

TpeTbu 3K3eMIUIpHI OMHCEH e, JOKYMEHTOB pPa3MEIaloTCs B YUTAITLHOM
3a’e.

[Topsimok HyMepalnuu MOMENIeHU apXuBa, CTeaxei, mkagdos,
noyiok. Benenne Tonorpaduueckux ykazarenen

2.11.4.2. Bce nomenieHusi apxvBa (3aHUs, 3TaXH, SIPYChl, apXUBOXPAHWIHIIIA,
KOMHATHI), & TAKXKE CTEJUIaXKU, CeU(BbI, MKapbl U OJIKHA HYMEPYIOTCS.

B kaxIoM OTOENbHOM TNOMELIEHUH CTEJUIaKW U IKadbl HyMEpyrTCs
CaMOCTOSITEJIFHO CJeBa HampaBo OT Bxoja. [losku Ha cremiaxax u B IIKadax
HYMEPYIOTCSI CBEPXY BHU3 CJIEBA HAIIPABO.

B mensx 3akperieHuss MecTa XpaHEHHs M ITOMCKAa apXMBHBIX JOKYMEHTOB B
apXUBOXPAHWIUIIE COCTABIAIOTCA MO(OHAOBBIE U MOCTEIIAXKHbBIE TONOrpaduyeckue
ykazarenu. Tonorpaduueckue yka3aTelu COCTABIISIOTCS B KAPTOUHOM MM JINCTOBOM
¢dbopMe B HEOOXOUMOM KOJIMUECTBE IK3EMILISIPOB.

Kaprouka nodoHgoBoro tonorpadguueckoro ykasaTessi COCTaBISETCS OTIEIbHO
Ha KaXJbld apXUBHBIA (POHJ; 3TH KAPTOUKHU PACIOJIararoTcs B MOPSAJIKE HOMEPOB
apxuBHbIX (oHAOB. KapTouka mOCTEIIAXKHOTO TOMOrpaUUecKoro ykasaress
COCTABJISIETCSl HA KaXIbId CTEIJIaX; 3TH KAPTOUKU PACIONararTcs MO MOPAIKY
HOMEPOB CTEJUTAXKEeW B TMpefenax OTAEIbHOro mnomemieHus. OJIUH 3K3EeMIUIp
TonorpaMyecKux ykazarejaed XpaHUTCS y paOOTHUKA(OB), OTBETCTBEHHOrO(bIX) 3a
y4eT JOKYMEHTOB apXMBa, BTOPOM - B apXWBOXPAHWIINILE.

Benenue tonorpadguueckux ykasareneil MOXKET OCYUIECTBIATHCA HAa OyMakKHOM
HOCHUTEJIE WIM B aBTOMAaTU3UPOBAHHOM PEKHME B COOTBETCTBUU C YCTAHOBJIICHHBIMU
PEKBU3UTAMH.

M3MeHeHus B pa3MEIIeHNH apXUBHBIX JJOKYMEHTOB CBOEBPEMEHHO OTPAKAIOTCS
BO BCEX JK3EMIUIpax Tomnorpauyeckux ykaszaTelled, a Takke B IJIaHe (cxeme)
pa3MelleHns apXUBHBIX (DOHIOB.

OdopmiieHre sipabIKOB Ha MEPBUYHBIX CPEACTBAX XPAaHEHUS
ApXHUBHBIX JIOKYMEHTOB

2.11.4.3. Kaxngoe mnepBUYHOE CPEACTBO XPAHEHUsS ApPXUBHBIX JOKYMEHTOB
(kopoOka, mamnka u T.J.) CHaOXKaeTCsl SAPJIBIKOM, Ha KOTOPOM YKa3bIBaIOTCS Ha3BaHHE
¥ HOMEp apXUBHOTo (hOHAA, a TAaKXKe HOMEP OMHUCH eI, JOKYMEHTOB, HOMEpPa €ANHHUII
XpaHEHUs!, HAXOIALIUXCS B KOPOOKe.

Haanucu Ha sipibIkax MCIOJHSAIOTCS TUMOTPAQCKUM CIOCOOOM, TYUIBIO WM
CHelHabHBIMA YEPHBIMH BOJOCTOMKMMU YepHWIaMU. JlomycKaeTcs MCIOIb30BaHHUE
HITAMIIOB U IPYTUX aHAJIOTHYHBIX CPEJCTB.



HpOBepKa HaJIn4ug U COCTOSAHUA apXHUBHBIX JJOKYMCHTOB
N opraHu3anusia po3bICKa HCO6Hap}7)K€HHBIX HOKYMCHTOB

2.11.5. IIpoBepka HamM4us U COCTOSHUSI APXUBHBIX JTOKYMEHTOB ITPOBOJUTCS B
HEJSIX YCTAaHOBJICHUS (DAKTUYECKOTO HAIMYUS HAXOMSIIUXCS HA XPAHEHUU apXUBHBIX
JOKYMEHTOB ¥  BBISIBJICHUS OTCYTCTBYIOUIMX apPXUBHBIX JOKYMEHTOB JJIA
OpraHM3allid WX pO3bICKA; BBISIBJICHUA M YCTPAHEHUS HENOCTAaTKOB B YYETe
apXMBHBIX JOKYMEHTOB; BBISIBICHHS W y4Y€Ta apXUBHBIX JOKYMEHTOB, TPEOYIOIIMX
pecTaBpaliOHHOM, KOHCEPBaIMOHHO-TIPO(UITAKTUYECKON 51 TEXHUYECKOU
00paboTKH.

[IpoBepkr HaMM4Msi W COCTOSIHUS APXMBHBIX JIOKYMEHTOB MIPOBOMSITCS B
IIJIAHOBOM MOPSKE, a TAKXKE €AMHOBPEMEHHO (BHEOUEPEIHBIE).

B rocymapctBeHHOM apxuBe, My3ee, OubiuoTeke, apxuBe Poccuiickoii
aKaJIeMUU HayK IUIAHOBAsl HUKJIMYHAS TPOBEPKA HAJIMYUA U COCTOSIHUS IPOBOJIUTCS:

YHUKaJIbHBIX IOKYMEHTOB - €KETOJIHO;

0c000 IIEHHBIX JIOKYMEHTOB Ha OyMa)kHOW ocHOBe - onuH pa3 B 10 mer (B
rocyJapCTBEHHOM OMOIMOTEKE - OJIMH Pa3 B S JIeT);

ay/IMOBU3YaJIbHBIX U 3JIEKTPOHHBIX JOKYMEHTOB - OJUH Pa3 B 5 JET;

KHHOJIOKYMEHTOB Ha HUTPOOCHOBE - OJIMH pa3 B 2 roja.

[{UKINYHOCT, TPOBEPKH HAIMYMUS OCTAIbHBIX APXUBHBIX JOKYMEHTOB
OTpENIENIICTCS Ha OCHOBAHUU PEILICHHS SKCIEPTHO-METOIUYECKOM KOMHUCCUU (WU
JIPYroro COBEHIATEIbHOTO OpraHa) apXWBa B 3aBUCUMOCTH OT HMHTEHCHBHOCTH
WCIIOJIL30BAaHUSA M COCTOSIHUS y4yeTa apXMBHBIX JOKYMEHTOB, HO HE MEHEE OJHOIO
pasa B 25 neT (B rocy1apcTBEHHOM OMOIMOTEKE - OJIMH pa3 B 15 jeT).

[IpoBepka Hamu4yusi U COCTOSIHUSI CEKPETHBIX apXHUBHBIX JOKYMEHTOB
OCYILIECTBJISIETC B  TMOPSAJKE, YCTAHOBJIECHHOM [IJII CEKPETHBIX apPXUBHBIX
JIOKYMEHTOB.

B myHunumnanbHOM apxuBe, My3ee, OMOJIMOTEKE IIaHOBAas IIMKJIMYHAS TPOBEPKA
HaJIn4yusl apXUBHBIX JOKYMEHTOB mpoBoauTcs 1 pa3 B 10 sner.

B cnydae cTuxuiiHbIX O€ACTBUM, MAacCOBBIX TIEPEMEIICHHH U JPYTux
00CTOSITENBCTB, B PE3YJbTATE KOTOPHIX MOTYT OBITh YTpayeHBbI WJIM TOBPEKICHBI
apXMBHBIE JOKYMEHTBI, a TaKXE€ NPU CMEHE 3aBEAYIOLIMX apXUBOXPAHWIUIIAMU
MIPOBOAUTCSL BHEOUEPEIHASI €IMHOBPEMEHHAsI MPOBEPKA HAIMYUS U COCTOSHHS BCEX
JIOKYMEHTOB apXHBa WJIH UX OTACIbHBIX YacTeu (rpyrn).

B Hauane nmpoBepKU HaJWYUS U COCTOSIHUSI apXUBHBIX JIOKYMEHTOB MPOBOIUTCS
BBIBEPKAa YUYETHBIX JOKYMEHTOB, KOTOpas BKJIIOYACT: YCTAHOBJICHUE TOJHOTHI
YYETHBIX JJOKYMEHTOB Ha MpPOBEpsieMble apXUBHBbIC (POHABI U aApPXUBHBIC JOKYMEHTHI,
CBEPKY HX COINOCTAaBUMBIX IOKa3aTesiei, YTOYHEHHUE TOpsSIKa HyMepallud €IUHUIL
XpaHEHUs IO OMHUCH JeJ, JIOKYMEHTOB (KHUT€ y4dyeTa W OMNHCAHUS) U TPOBEPKY
MPAaBUJIBHOCTU  COCTABJICHUSI WX MTOTOBBIX 3amuced. BeiBepka  ydeTHOU
JOKYMEHTAIlMM MW TMPOBEpKAa €€ HaJIW4Yusg MOXET MPOBOJUTHCA M  Kak
CaMOCTOSITEIIbHBIN BUJ] paOOTHI.

[IpoBepKy HaU4WsSI U COCTOSIHUSI apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHOM
apXuBe MPOBOJIST, KaK MPaBUIIO, ABa PaOOTHHUKA.

[Ipu mpoBepke HaNW4UMsl €AUHUIl XPAHEHUS, APXUBHBIE JIOKYMEHTBHI KOTOPBIX



YUYT€Hbl 1O BHYTPEHHHM OINMCSM, IPOBOJUTCA CBE€pPKAa HAJIWYUS apPXUBHBIX
JOKYMEHTOB C BHYTPEHHEW OIKChIO, & TAKXKE CBEpKAa HAJIW4YMsI JHUCTOB B €IMHMIIAX
XpaHEHHUs, MOJIeKAITUX XPAHEHUIO B HECOpouItopoBaHHOM (0€3 MOMIIMBKHU) BHUJE.
Eaununel XpaHeHus C yHUKaJIbHBIMU JOKYMEHTaMHU 0053aTE€IbHO MPOBEPSIIOTCS
MOJIUCTHO.

ApXHBHBIE JTOKYMEHTBI, BbIJIAHHBIC B YMUTAJbHBIM 3a1 U pabodyne MOMEIICHUS
apXuBa, MPOBEPSIOTCA Ha OOIIMX OCHOBAaHUAX, MX MHU(PHI yCTAaHABIUBAIOTCS IO
KapTaM-3aMECTUTENIIM W KHHATaM  BbIAAYd  aApXUBHBIX  JIOKYMEHTOB U3
apXMBOXPAHWINII. APXHUBHBIE TOKYMEHTHI, BBIIAHHBIE BO BPEMEHHOE MOJIb30BAHUE,
MIPOBEPSIOTCS IO KHUTAM M aKTaM BbIIAYM U CYMTAIOTCS UMEIOIIMMHUCS B HATUYUU.

[Tpu mpoBepke HATUUKUS U COCTOSIHUSI apXUBHBIX IOKYMEHTOB HEOOXOIUMO:

COXPaHSATh MOPSAOK PACHOJIOKEHHSI apXUBHBIX JOKYMEHTOB Ha CTeJUIaXaX U B
MEPBUYHBIX CPEICTBAX XPAHECHHUS;

NOJKJIaJbIBaTh HAa CBOM MecCTa OOHapy)XEHHble BO BpeMs IMPOBEPKH
HENPABWIBHO MOJIOKEHHBIE €UHUIIBI XPAaHEHHS JaHHOTO apXUBHOTO (POH/IA;

U3bIMaTh U3 MPOBEPSIEMOr0 apXMBHOrO (QoHAa (KOMIUIEKCA apXUBHBIX
JOKYMEHTOB) U TIepeAaBaThb XPAHUTENIO HENPaBUIbHO IOJUIOKEHHbBIE €IUHUIIbI
XPaHEHHUsI IPYTUX apXUBHBIX (POHJIOB;

U3bIMaTh CIWHUIBI XPAHEHUs, 3apaKCHHbIC IUJICCEHbI0 WIH JPYTUMH
OMOJIOTMYECKUMHU BPEAUTEISIMU, ISl HEMEUIEHHON MX U30JISLINY;

U3bIMaTh €UHULBI XPAHEHUS, HE BHECEHHBIE B OMUCH JIEJ, IOKYMEHTOB (KHUTY
ydyeTa U ONHCaHHUA), W TOMEIaTh MX B KOHEI apXuUBHOro QoHaa (KoMILUIeKca
apXMBHBIX JTOKYMEHTOB) ISl MOCIEAyoled oOpadOTKM M ONMCaHUS B CPOKH,
YCTaHOBJICHHBIE PYKOBOJICTBOM apXHBa.

B Xxome mnpoBepkM HaIWYUS M COCTOSHHMSI apXMBHBIX JIOKYMEHTOB HeE
JOITyCKAeTCsl:

BHOCUTH B OIIUCH JEJI, JOKYMEHTOB (KHHTY yd€Ta M OIMCaHUs) HEYYTCHHBIC
€VHULIbl XPAHEHUS;

JieNaTh Kakue-TMOO TOMEThI, MCIPaBICHHUS WM 3allMCM B OMNHCIX e,
JOKYMEHTOB M JIPYTUX YYETHBIX JOKYMEHTAX.

Pe3ynbTaThl NpPOBEPKM HAIUYMUS U COCTOSIHUSI ApPXUBHBIX JOKYMEHTOB H
oOHapyXEHHbIE B €€ X0JI¢ HEJOCTaTKU (PUKCUPYIOTCS B JIMCTE MPOBEPKU HAIMUUSA U
COCTOSIHHSI apXMBHBIX JOKYMEHTOB M B aKT€ IPOBEPKH HAIMYUSA U COCTOSHUSA
apXMBHBIX JIOKYMEHTOB.

JIucT mpoBEpKM HAIUYUSA M COCTOSHUS APXUBHBIX JOKYMEHTOB COCTaBIISIETCS
HETMOCPEJICTBEHHO B XOJ€ IMPOBEPKH, KaK NPaBWIO, HA KAXKIYIO OIHUCH eI,
JTIOKYMEHTOB OTJeNbHO. [Ipu mpoBepke HEOOIbIIUX MO 00BbEMY apXHMBHBIX (OHIOB
JIOIYCKAETCsl COCTABJICHUE OJITHOTO JINCTAa MPOBEPKHU HA BCE OMMCH 1€, JOKYMEHTOB.
B cinydae oOHapyxeHUss B XOJ€ MNPOBEPKM HATUYMS M COCTOSIHUSA apXUBHBIX
JOKYMEHTOB HEIOCTaTKOB, HE MPEyCMOTPEHHBIX IpadamMu JUCTa MPOBEPKH, a TAKIKE
IIPU TOJMCTHOM NPOBEPKE J€71 B JUCT BBOIATCA YTOYHEHUS U JOMNOJHUTEIbHBIC
peKkBU3UTHI. JIMCTBI MNPOBEPKH HYMEPYIOTCS B BaJOBOM HOPSJAKE B Mpeaesiax
apXUBHOTO (POHA MO KaXJI0H MPOBEPKE U MOAMUCHIBAIOTCS UCTIOTHUTEISMHU.

Ha ocHoBaHMM nucTa (JUCTOB) MPOBEPKU COCTABIISIETCS AKT MPOBEPKU HATUYHMS
Y COCTOSIHUS apXHUBHBIX TOKYMEHTOB. OTHOBPEMEHHO C AaKTOM IPOBEPKH HAJUYMS U



COCTOSIHUSI apXWBHBIX JOKYMEHTOB TIPU HEOOXOJAMMOCTH COCTaBISIOTCS aKT O
TEXHUYECKUX OIMMOKAaX B YYETHBIX JAOKYMEHTaX; akT 00 OOHapyKeHHH apXWBHBIX
JIOKYMEHTOB; aKT O HEHCIPABUMBIX MOBPSKICHUAX TOKYMEHTOB (mpuiioxenue N 1)
U IPYTHUE aKTHl.

[Io OKOHYaHWUM MPOBEPKH HATUYUS M COCTOSIHUS ApXUBHBIX JOKYMEHTOB B
KOHIIE OIMHUCHU JIe, JOKYMEHTOB (KHUTH y4eTa U OMUCAHUs) MPOCTABIISIIOTCS IITAMII
"mpoBepeHo", n1arta, T0HKHOCTh U TIOJNUCH JTUIA, TIPOU3BOJIMBILIETO TPOBEPKY.

B cinyuae oOHapykeHUsI B UTOTOBOW 3allMCH OMHCHU e, NTOKYMEHTOB (KHUTH
y4eTa U OMUCAHUS) HEYUYTEHHBIX JINTEPHBIX U MPOMYIIEHHBIX TOPSIKOBBIX HOMEPOB,
BBIOBIBIIMX B COOTBETCTBHU C YCTAHOBJCHHBIM TMOPSIKOM CIAWHHI] XPAHCHWS,
WUTOTOBAasl 3aIIUCh MIEPECOCTABIISIETCSI.

Ha Bce oTCyTCTBylOIIME€ B XOJ/i€ MPOBEPKH HAIUYUS U COCTOSIHUSI apXUBHBIX
JIOKYMEHTOB €JIMHUIIBI XPAHEHUSI COCTABISIOTCS KAPTOUYKU yueTa HEOOHapY>KEHHBIX
apXMBHBIX JIOKYMEHTOB. BeneHue KapTOTeKd HEOOHAPY>KEHHBIX apPXUBHBIX
JIOKYMEHTOB OCYIIECTBISICTCA IEHTPAIM30BAaHHO Ha OyMa)KHOM HOCHUTENIe WIH B
aBTOMATHU3UPOBAHHOM PEXUME B COOTBETCTBHUM C PEKBU3UTAMU KAPTOUYKH y4deTa
HEOOHAPY>KEHHBIX apXUBHBIX IOKYMEHTOB.

PesynpTaThl mpoBepKkd (HUIUYECKOTO COCTOSHUS APXUBHBIX JOKYMEHTOB
3aHOCATCSI B KapTOTEeKy (KHUTY) ydeTa (U3HUECKOro (TEXHHYECKOT0) COCTOSHUS
apXHUBHBIX IOKYMEHTOB.

[IpoBepka HamMuusi W COCTOSIHUSL ApPXUBHBIX JIOKYMEHTOB CUUTAETCS
3aBEPIIEHHOMN MOCJIE BHECEHUS] U3BMEHEHU BO BCE YUETHBIC IOKYMEHTHI.

[Tocne mpoBepKM HAMWYUs M COCTOSIHUSI apXMBHBIX JOKYMEHTOB KOPOOKHU C
apXUBHBIMU JJOKYMEHTAMU OTNI€YaThIBAIOTCS.

Po3bICK apXMBHBIX JTOKYMEHTOB, HE OOHAPY>KEHHBIX B XOJ€ MPOBEPKU HATUUHUS
Y COCTOSIHUSI, OPTaHU3YETCSI C MOMEHTA BBISIBIICHUS UX OTCYTCTBHUS U MPOBOJUTCS B
TEUEHHE OJHOTO ToJa KaK HENOCPEACTBEHHO B apXuBe, TaKk M B JPYIUx
opraHu3anusx. PykoBoJaCTBO apXuBa BIIpaBe MPOJJIUTh CPOK PO3bICKA HA OCHOBAHUU
NOKJIAQOHOM  3alMCKH  PYKOBOJMTENS  COOTBETCTBYIOLIETO  CTPYKTYPHOIO
MOApAa3CICHUS ApXUBA.

ApXHUBHBIE JIOKYMEHTBHI, OOHAapyXKCHHbIE B XOJIE PO3BICKA, TMEPEIAIOTCS
XPaHUTEI0, KOTOPHIA TMOAKIAABIBAET UX Ha MecTo. B mmcrte mpoBepku B rpade
"Ilpumeuanue" B KapTOTEKE HEOOHAPYKEHHBIX APXUBHBIX TOKYMEHTOB JE€JACTCS
OTMETKa 00 OOHApYKEHUU apXMBHBIX JOKYMEHTOB, KOTOpas 3aBEpseTCs MOAMUCHIO
3aBEAYIOIIETO APXUBOXPAHUIIUIIEM (MYHUIIUIIATBEHBIM apXUBOM).

ApXUBHBIC JIOKYMEHTBI, TNPUYUHBI OTCYTCTBUS KOTOPBIX TMOATBEPHKICHBI
JIOKYMEHTAJIbHO, CHUMAIOTCSI C y4eTa B YCTAaHOBJICHHOM MOPSIJIKE.

Ha apxuBHBIE TOKYMEHTBI, HE OOHAPY>KEHHBIC B XOJI€ PO3BICKA, COCTABIISIIOTCS
aKT O HEOOHApY)KCHUM JOKYMEHTOB, NIyTH PO3bICKA KOTOPBIX HCYEPIIaHbI
(mpunoxenne N 2), 1 moapoOHast CripaBKa O MPOBEACHUN PO3BICKA, KOTOPHIC BMECTE
C aKTOM MPOBEPKU HAIUYUS U COCTOSHUSI APXUBHBIX JIOKYMEHTOB MPECTABIISIIOTCS B
BBIIIECTOSAIINNA  YIIOJHOMOYCHHBI OpraH HWCIOJHUTEIBHOM BIIacTU B  cdepe
apXMBHOTO JieNla JIJIsl IPUHATUS OKOHYATEIIbHOTO PEIICHUS! O CHATHHU C y4eTa TaKhX
apXHUBHBIX JIOKYMEHTOB.

Pemenne o CHATHM apXMBHBIX JTOKYMEHTOB C ydeTa o(opmisieTcsi MpuKa3oMm



PYKOBOAMUTENSA apXHBa HA OCHOBAHUM MMHUCbMEHHOTO Pa3peIIE€HNs] COOTBETCTBYIOLIETO
YIOJIHOMOYEHHOT'0 OpraHa UCIIOJTHUTEIBLHOM BJIACTH B cpepe apXUBHOTO Jea.

Cusatue ¢ ydera JOKyMeHTOB ApxuBHOro ¢Gouaa Poccuiickoit ®Denepanuu,
OJTHOBPEMEHHO BXOJSIIMX B cocTtaB MyseiiHoro ¢onaa Poccuiickoit denepanmm,
OCYIIIECTBJISIETCSI B COOTBETCTBUM C HAcTosimuMHu [IpaBuinaMu W TMOPSAAKOM,
YCTAQHOBJIEHHBIM  CIEIUAJBLHO  YIOJHOMOYEHHBIM  defiepalbHbIM  OpPTaHOM
UCIIOTHUTEILHOM BlIacTu 111 My3eiHoro dhonna Poccuiickoit deneparuu.

CHarue c ydera JOKYMEHTOB ApxuBHOro ¢ounaa Poccuiickoit ®enepanuu,
OJTHOBPEMEHHO BXOJSIIMX B COCTaB OMOMMOTEYHBIX (DOHIOB, OCYIIECTBISCTCS B
COOTBETCTBHHM C HacTOSIMMH [IpaBriiamu v nopsiAKOM, YCTAHOBJICHHBIM CIIEIIUATIBHO
YIOJHOMOYCHHBIM  (peiepadbHBIM  OpPTaHOM  WCIOJHUTEIHLHOM  BIACTH  JUIS
o6ubnnoreunsix GouaoB Poccuiickoit deaeparuu.

B kapToTexke HEOOHAPYKEHHBIX apXUBHBIX JOKYMEHTOB JEIAeTCsi OTMETKa O
CHSITUM apXUBHBIX JOKYMEHTOB C y4€Ta.

B cpoku, yCcTaHOBIJIEHHBIE PYKOBOJICTBOM apXHBa, CUCTEMATUYECKHU MPOBOISITCA
MTOJTHBIC WJIM BBIOOPOYHBIC MPOBEPKH HAJTUYHUSA U COCTOSHHUS apXMBHBIX JTOKYMEHTOB,
BBIJIABABIIMXCSA M3 APXUBOXPAHWJIUII B TEUYEHHE Tojaa. Pe3ynbTaTbl yKazaHHOMU
MIPOBEPKH O(POPMIISIIOTCS:

IIpU TIOATBEPXKIACHUNU HAIMYMS JCNT - B BHUJAC JOKJIQJTHOM 3alMCKU pabOTHHKA,
OTBETCTBEHHOI'O 32 OPTaHU3ALUIO IIPOBEPKU HATUYKS;

MpU OTCYTCTBUHU KAaKUX-THMOO Jen 0€3 JOKYMEHTUPOBAHHOTO OOOCHOBAaHUS - B
YCTaHOBJIEHHOM TOPSIJIKE.

[Ipn BbIsIBIEHUH HEOOOCHOBAHHOTO OTCYTCTBUSI ApPXUBHBIX JOKYMEHTOB
OCYILIECTBIISIETCS UX OMEPATUBHBIN PO3BICK. B ciydae Oe3pe3yinbTaTHOCTH PO3bICKA
OTCYTCTBYIOILIME ApXUBHBIC JOKYMEHTHI BKJIFOYAIOTCS B KAPTOTEKY HEOOHAPYKEHHBIX
JOKYMEHTOB ISl JAIBHEUIIIETO UX PO3BICKA.

[TIpoBepka TEXHMYECKOTO U (PU3UKO-XUMUYCCKOTO COCTOSTHUS
apXHMBHBIX JIOKYMEHTOB. BBISABICHHE apXUBHBIX JIOKYMEHTOB
C TIOBPEXICHUSIMHU MaTEpUATIbHBIX HOCUTEJIEH U TEKCTOB

2.11.6.1. [Ipuem 1 pa3MeUIEHUE B ApXHWBOXPAHUJIUIIAX APXUBHBIX JTOKYMEHTOB,
MOCTYIMHBIINX B apXHB 0€3 MpeaBapUTEIHLHON MPOBEPKH UX (HU3UIECKOTO COCTOSHUSA,
He nonyckaroTcsa. [locTynuBiive B apXuB apXUBHBIE JOKYMEHTHI 1O TEpeaadd B
apXMBOXPAHWIMIIE PAa3MEUIAIOT B MOMEUICHUU IMpPUEMa U BPEMEHHOTO XpaHEHWS,
0CBOOOXK/IAIOT OT TPAHCIIOPTHOM Taphl, PAaCKJIAJbIBAIOT HA CcTelUlakax U cronax. He
JOMYCKaeTCsl  CKJIAJUPOBAHME  TOCTYNMHUBIIUX  ApPXMBHBIX  JIOKYMEHTOB B
Hepa300paHHOM BUJIE.

OneHka (U3UYECKOTO W TEXHUYECKOTO COCTOSHUS TMOCTYMHUBIIUX apXHUBHBIX
JOKYMEHTOB, & TaKX€ MX CTPAXOBBIX KOINWU NPOBOJUTCS HE IO3JIHEE 3 MECSLEB C
MOMEHTa MpHeMa apXUBHBIX JIOKYMEHTOB B apXUB.

B pesynbTaTe oOneHKH (PU3NYECKOTO COCTOSIHUS apXWBHBIX JOKYMEHTOB Ha
OyMa)XHOH  OCHOBE  BBIABISIFOTCS ~ apXUBHBIE  JOKYMEHTHI:  MOPaXCHHBIC
OMOJIOTUYECKUMH BPEUTEISIMU; C TOBBIIMICHHONW BIAXKHOCTBIO; C TOBPEKICHUSIMU
OyMaru W TEKCTa; 3ambUieHHBIC. [Ipr 3TOM yhaleHuio MmojaJie)aT BCe MOCTOPOHHUE,
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HaxOJIAIIMECs B JlefaxX, Mamnkax, KopoOKax MpeIMeThl: METATUYECKHEe, KapTOHHEIE,
OyMaKHBIE U IpyTUE 3aKIaIK1, MPOKIAIKU, CKPENKH U T.I1.

[Ipn oOlleHKE TEXHUYECKOrO0 COCTOSIHUSI ayJMOBU3YalbHBIX U 3JIEKTPOHHBIX
JOKYMEHTOB, a TaKKe MX CTPaxOBbIX KOMHM YCTaHABIMBAETCS BO3MOKHOCTh
CUMTBIBAHMS MH(GOPMAIIMU C MAaTEPUAIBHOTO HOCUTENS,, COOTBETCTBUE TEXHHUYECKHUX
XapaKTEPUCTUK ITUX JOKYMEHTOB CBEJCHUSIM, COJEPKAIIMMCS B COMPOBOMKIAIOLIUX
aKTax TEXHUYECKOTo cocTosiHUS. (OJIHOBPEMEHHO BBISIBIISIETCS BHUJ OCHOBBI
KHHO(POTOMOKYMEHTAa. ApXWUBHBIC JOKYMEHTHI HAa HHUTPOOCHOBE TOJJICKAT
HEME/JIEHHOW MPOBEPKE HA CTAOMIIBHOCTD.

[Ipu oOHapyxeHUU 1e(PEKTOB COCTaBISETCS AaKT TMPOU3BOJBHONH (OPMBEI,
OTpaXkaromuii xapakrtep AehEeKTOB M MeEphl 10 WX YCTPAaHEHUIO. Y CTPaHCHHE
ne(heKTOB MPOBOIUTCS 32 CUET UCTOYHUKA KOMIIJICKTOBAHHUS.

[locTynuBmirie  apXuWBHBIE  JOKYMEHTBI, MOPaXEHHbIE  OHOJOTUYECKUMHU
BpeUTEISIMU  (HACEKOMBbIE, aKTHMBHAs TUIECEHb), HAMPABIAIOTCS HA CAHUTAPHO-
TUTHEHUYECKYI0 00paboTKy (1e3uHdeKIus, 1e3NHCEKITHS).

[Ipn oOHapyeHWU YBIAKHEHHBIX apXHBHBIX JOKYMEHTOB IIPOBOJIUTCA UX
oOs3aTeNbHAs aKKJIMMATH3allMs [0 TOJHOTO BBICYIIMBAHMS. AKKIMMATHU3AIUIO
MIPOBOJIAT B MMOMEIICHUH ITpHeMa U BpEMEHHOI0 XpaHeHus B TeueHue 7 - 14 cyTok (B
3aBUCHUMOCTH OT CTEIEHHU YBJIAKHEHUS) IMIPU MHTEHCHUBHON BEHTWIALIMU BO3]yXa W
pa3MENIEHNU €IMHUL] XPAHEHHS B Pa3BEPHYTOM BHUJE Ha CTOJIAX, CTEJUIaXKaX.

KadecTBo OyMaru u TeKcTa MOCTYNUBIINX apXUBHBIX JOKYMEHTOB MPOBEPSAETCS
BBIOOPOYHO JJ1s1 OOIIEH OIIEHKH UX COCTOSIHHUSL.

OOecnbUIMBaHWE  MOCTYIUBIIMX ~ apPXUBHBIX  JIOKYMEHTOB  MPOBOJAT B
CIIeIMAIBHOM MOMEIICHUHU C TPUMEHEHUEM BBITSKHBIX ITKAPOB U COOTIOEHUEM MEp
caHUTapuu U TurueHnl. OO0s3aTeNILHOMY OOECHBUIMBAHUIO TMOJICKAT KOPOOKH,
TManku, 00JI0KKH, KOPEIIKHU JE.

[TocTynuBiIKe ayIMOBU3yaIbHBIE U 3JICKTPOHHBIE IOKYMEHTBI MOJJIEXKAT:

OUYHCTKE OT MBI U MEPEMOTKE - ApXUBHBIE TOKYMEHTHI HA MATHUTHOM JIEHTE;

OUHCTKE OT 3arpsi3HEHUN - apXUBHbIE JOKYMEHTHI Ha JIUCKOBBIX HOCHUTEIISIX U
apXuBHbBIE (DOTOJIOKYMEHTHI;

aKKJIMMATH3aIlM1 B 3aJIaHHBIX TEMIIEPATyPHO-BIAKHOCTHBIX YCIOBHSIX;

YMaKOBBIBAHUIO.

AKKITUMaTU3alMs  ayJIMOBU3YaJbHBIX M  OJJEKTPOHHBIX JOKYMEHTOB Ha
MJIEHOYHOM W JMCKOBOM OCHOBaxX IEpe]] pa3MEIIEHHEeM HX B apXUBOXPAHWIMIIEC
MIPOBOJIUTCSA B OTKPBITOM yrakoBke mpu temrepatype 20 +/- 3 °C u 0THOCHUTEIbHOM
BIIAXXHOCTH Bo3ayxa 35 +/- 15%; nns uBETHBIX KMHO- M (DOTOJOKYMEHTOB - TpH
OTHOCHUTENbHON BiaxHoCcTH 35 +/- 15%. IIpomomKUTEIbHOCTh AKKIMMATH3ANH
KMHOJOKYMEHTOB U PYJOHHBIX MUKPO(MUIBMOB HE JOJKHA ObITh MeHbIle 10 CyTOK,
ApXMBHBIX JOKYMEHTOB Ha MarHUTHOMW JICHTE€ M JUCKOBBIX HOCHUTEIISIX - HE MEHee 3
CYTOK, (DOTOTOKYMEHTOB U MUKPO(DUIII - HE MeHee 24 JacoB.

2.11.6.2. TIlpoBepka (PU3HMKO-XUMHUYECKOTO M TEXHHYCCKOTO COCTOSHHUS
ApXMBHBIX JOKYMEHTOB B MPOIECCE XPAHEHUS! MPOBOJUTCA C LEIbIO BbISIBICHUS
MTOBPEKJIECHHBIX APXUBHBIX JOKYMEHTOB M APXUBHBIX JOKYMEHTOB C MOTEHIIMAILHO
OMAacHBIM (PU3UYECKUM WM OHOJOTUYECKUM COCTOSIHUEM U OCYIIECTBIISCTCS:
LEJEBbIM TMOPSAKOM; B XOJ€ TMPOBEPKM HAIMYMUS M COCTOSIHUSI apXUBHBIX



JOKYMEHTOB; TpU MOJATOTOBKE AapXWUBHBIX JOKYMEHTOB K  BblJau€ U3
apXMBOXPAHUWIIMIIA, & TAKXKE MPHU BCEX IPYTruX paboTax, CBA3aHHBIX C MOEAMHUYHBIM
(TOTUCTHBIM) MPOCMOTPOM APXUBHBIX TJOKYMEHTOB.

[leneBas mpoBepka (PU3MYECKOTO  COCTOSTHUSI ~ ApXMBHBIX  JOKYMEHTOB
IPOBOJUTCS B MOPSAKE OYEPEAHOCTH C YUYETOM LIEHHOCTH apXHUBHBIX JOKYMEHTOB.
LleneBoit nmpoBepke PU3UYECKOTO COCTOSHUSA TOJJICKAT BCE apXUBHbBIC JIOKYMEHTHI,
NOCTPAaBIIME B JKCTPEMAaIbHBIX YycCJIOBHX. 110 pe3ynpraram KOHTpOJS JejaeTcs
3aKJIIOUCHUE O HEOOXOJIMMOCTH MPOBEIACHUS pPECTaBpalluM W KOHCEpPBAllUM U B
3aBUCHUMOCTH OT COCTOSIHUSI apXUBHBIX JIOKYMEHTOB YCTaHABJIMBAIOTCS CPOKH
MPOBEACHUS CIEAYIOIIEH KOHTPOJIbHOW NPOBEPKH.

[IpoBepka (U3MYECKOTO COCTOSHUS AapXHMBHBIX JOKYMEHTOB Ha OyMa)KHOM
OCHOBE B TMPOIECCE XPAHEHUS MPOBOJMUTCS C IUEIbIO BBIABICHUS BIAXKHBIX;
MOPaXEHHBIX OMOJIOTUYECKUMU BPEAUTEISIMU (TJIECEHb, HACEKOMBIE); C HaedexTamMu
OyMaru u TeKCTa apXUBHBIX JTOKYMEHTOB.

VBrnaXHEHHbIE apXUBHBIE JOKYMEHTHI (7ena, TpyHmbel Jeid) MOAJIexaT
HEMEJIJICHHOMY BBIJICJICHUIO, BHEOUEpPEIHOU 00padoTKe (CyllKa, aKKIMMaTH3aIlus).
IIpy MaccoBOM YBIQXXHEHUU AapXHUBHBIX JOKYMEHTOB NPUHUMAIOTCA MEPHI IO
OCYILICHHIO apXUBOXPAHWIHILA, HOPMAJIM3alMU PEKUMA XPAHEHUS.

ApXUBHBIE TOKYMEHTHI, TOPAKEHHbIE OMOJIOTUYECKUMH BPEIUTENISIMU (TIJIECEHD,
HACEKOMBIE), MOJIeKAT HEMEJICHHOM U30JISIIUH.

Hanuuue nedexktoB Oymarm M TEKCTa YCTAaHABIMBACTCA BU3YaJIbHO TIPH
MOJIUCTHOM MpocMoTpe Aen. JedexTsl KiaccuPUIMpyIOTCs Ha OCHOBE €IMHOU
OyKBEHHO-IIM(POBOM MHAEKCAMM MO THUIIOBBIM MpU3HaKaM AePEeKTOB Oymaru
(OykBeHHasi WHJIEKcalus) U TekcTa (1udpoBas WHAEKCAIUs) B COOTBETCTBUM C
METOJUYECKUMU pa3pabOTKaMHu.

[IpoBepka TEXHUYECKOTO COCTOSHUS ayJAHOBU3YAIbHBIX U 3JIEKTPOHHBIX
JOKYMEHTOB B IIPOLIECCE XPAHEHUS OCYILIECTBIISIETCA C LIEJIbIO ONPEICIICHHUS:

COCTOSIHUS UX YIIaKOBKU;

HaJIM4yusl CTAaHIAPTHBIX PAKOPJIOB;

TEXHUYECKOTO COCTOSIHUSI UX TOBEPXHOCTH M TEPPOPAIMOHHBIX TOPOKEK H
CKJIEEK;

HAJINYKS 3aTPSI3HEHUN U MEXAHUYECKUX ITOBPEKICHUM;

CTaOMIIBHOCTH HUTPOOCHOBBI;

miara nepgopary KUHOIUIEHOK M MAarHUTHBIX JIGHT UPUHON 35 1 16 mMm;

(bU3UKO-MEXaHUYECKHUX XapaKTEPUCTHUK (kopobuiieHue, OTCJIaUBaHHE
AMYJILCHOHHOTO UJI OChIMIaHuE pabouero cios U ap.);

Hamuuus Je(EKTOB XUMHUYECKOTO M OMOJIOTMYECKOTO IMPOUCXOXKICHUS
(mopakeHHME  MHUKpPOOPTraHM3MaMH, HACEKOMBIMU W TPBI3YHaMH,  CIIEJbI
KpUCTAUTU3AIMA  COJIE M PAa3JOKEHHS OCTaTOYHBIX TMPOJYKTOB  XHUMHKO-
doTorpadudeckoit 00paboOTKH);

AIIEKTPOAKYCTUUECKHUX XapaKTEPUCTUK (POHO- U BUICOTOKYMEHTOB;

napaMeTpoOB BUICOJIOKYMEHTOB B BUICOKAHAJIE;

KauecTBa U300pakeHusI KUHO-, POTO-, BUIACOJOKYMEHTOB;

YPOBHSI [TAPaMETPOB, XapaKTEPU3YIOLIUX IEKTPOHHBIE JTOKYMEHTHI (Hapumep,
YHCJIO COOEB MPY CYUTHIBAHUHN HHPOPMAIIUU B €TUHUILY BPEMEHH );



HaJI4us "BUPYCOB" B 3JIEKTPOHHBIX TOKYMEHTAX;

HaJIWYUS ~ Pa3sMarHUYEHHbIX YYacTKOB M  MEXAaHUYECKUX IOBPEXKICHUI
OTJEJIbHBIX YYaCTKOB MAIlIMHHOTO HOCUTES;

HaJIMYUs KOPPO3UH HAa MOBEPXHOCTU METAUIMUECKUX TPAMOPUTHHAJIOB;

HaJIMYUSl YKCYCHOTO CUHIPOMA TPUALETATHOM TUIEHKH.

[TpoBepka TEXHHUYECKOIO COCTOSIHMSI apXUBHBIX JTOKYMEHTOB OCYILECTBIISETCS
[P BHEUIHEM OCMOTPE B OTPAKEHHOM CBETE.

[TpoBepKy 3JIEKTPOAKYCTUUECKUX XapaKTEPUCTUK (POHOAOKYMEHTOB (4aCTOTHBIC
UCKaXEHUS, YpoBeHb Komupa(hdekTa, ypoBeHb (pOHA W IIYMOB, HaJUYHUE TpecKa U
IETYKOB, IIIyM Iay3bl) MPOBOIST C UCIIOIB30BAHUEM CIICIIMATLHOTO 000PYAOBAHUS.

[TpoBepKy TEXHUYECKHX MapamMeTPOB BUACOAOKYMEHTOB MPOBOJSAT C TMOMOIIBIO
KOMIUIEKCa KOHTPOJIBbHO-U3MEPUTENIBHON anmapaTyphl.

[TpoBepKky TEXHHUYECKHX MapaMeTpPOB SJIEKTPOHHBIX JOKYMEHTOB MPOBOJIAT C
UCIOJIb30BaHUEM CIICLMAJbHOW amnmapaTypbl W MPOrpaMMHOrO 00ecHedyeHus,
IpelHa3HaYeHHbIX JJi1 paboThl C  COOTBETCTBYIOIIETO BUAA  aApPXUBHBIMU
JOKYMEHTaMHU.

BrisiBnenue 1okyMeHTOB ApXUBHOTO (DOH/IA
Poccuiickon denepannu, HaXOAAMMUXCSA B HEYIOBIETBOPUTEILHOM
(U3UIECKOM COCTOSIHUM, M HEUCITPABUMO MOBPEKICHHBIX apXUBHBIX
JTOKYMEHTOB. CHSTHE C yueTa HEMCPABUMO MOBPEKICHHBIX
APXUBHBIX IOKYMEHTOB

2.11.7.1. HaxogsmMucsi B HEYAOBIETBOPUTEIBHOM (PU3UYECKOM COCTOSIHUU
MPU3HAIOTCS JTOKyMeHThl ApxuBHOro (ponma Poccuiickoii denepanuiu ¢ BBICOKOU
CTEMCHBIO pa3pYILICHUs] MaTEepUANIbHBIX HOCUTENEH, yrpoxawmied (uanueckoit
LIEJIOCTHOCTH JOKYMEHTOB.

Pemenue o npusnanuu nokymenta ApxusHoro (onna Poccuiickoit denepanyu
HaXOZSAIIUMCS B HEYIOBJIETBOPUTEIBHOM (PU3HMUECKOM COCTOSIHUU U €r0 MOCTaHOBKE
Ha CHEUHAIBHBIM YyYE€T Uil OpraHu3alid B CPOYHOM TOPSAKE CHEHHATIbHOU
obpabotku (cm. m. 2.11.9.1) mpuHMMaeT pyKOBOAWUTENh apXvBa Ha OCHOBAaHUU
DKCIIEPTHOIO  3aKJIIOUEHMs pecTaBparopa M PYKOBOAMTENS  IOJAPA3JCIICHMUS,
OTBETCTBEHHOTI'O 3a XPAaHEHHUE APXUBHBIX JTOKYMEHTOB.

2.11.7.2. HeucnpaBUMO  TOBpPEKICHHBIMH  apXUBHBIMHA  JOKYMEHTaMH
MPU3HAIOTCS APXUBHBIE TOKYMEHTHI, (PU3HMUECKOE COCTOSHHE KOTOPBIX HCKIIIOYAET
BO3MO>KHOCTb BOCCTAHOBJIEHUSI MX MAaTEPHUAIbHBIX HOCHUTENIEW W HCIOJIb30BaHUSA
COJIep KaIlleicsl B HUX JOKYMEHTHON MH(pOpMaIu.

Pemienne 0 npu3HaHUM apXUBHOTO JOKYMEHTA HEHUCIIPABUMO MOBPEXKICHHBIM U
CHATHM €ro C YydeTa NPUHUMAET COOTBETCTBYIOIIMI YIIOJTHOMOYEHHBIM OpPraH
WCIIOJTHUTEIILHON BIIACTH B cpepe apXMBHOTO Jiejia HA OCHOBAHUU TMPEJCTABISIEMBIX
PYKOBOJCTBOM apXMBa JKCIIEPTHOIO 3aKIIOYEHHsI PECTaBparopa M PyKOBOAUTEISA
IIOAPA3JAEIEHUs, OTBETCTBEHHOIO 34 XPAHEHHME ApPXMBHBIX TOKYMEHTOB, U aKTa O
HEHCIIPABUMBIX MOBPEKICHHUIX TOKyMeHTOB (npuiioxenue N 1).

Ha ocHOBaHMHM NMCBMEHHOTO pPELICHHs BBIMIECTOSALIEIO YIOJHOMOYEHHOIO
OpraHa HCIIOJHUTEIBHOW BiAacTU B cdepe apXUBHOrO Jefla H3JaeTcs MpHKa3



PYKOBOIOMTENS apXuBa O CHATUM HEHUCHPABUMO NOBPEXACHHBIX APXUBHBIX
JOKYMEHTOB C yYeTa.

CHATHE C y4YeTa M YHHYTOKEHHE HEUCIPABUMO ITOBPEXKICHHBIX YHUKAJIBHBIX
JOKYMEHTOB HE JIOITyCKalOTCs.

Yuer (I)I/ISI/I‘IGCKOI‘O N TCXHUYCCKOT'O COCTOAHUA
APXUBHBIX JOKYMCHTOB

2.11.8. Yuer ¢pu3ndeckoro u TEXHHUYECKOTO COCTOSHUSI apXUBHBIX JOKYMEHTOB
Ha OyMa)XHOW OCHOBE OCYILIECTBIISICTCS B:

mucte-3aBeputene (npmioxenue N 3);

JIUCTE U aKTE MPOBEPKH HAIMYMS U COCTOSIHUSA apXUBHBIX JOKYMEHTOB;

KApTOUYKE yYeTa apXMBHBIX JIOKYMEHTOB C IOBPEKICHUSIMH HOCUTENS;

KApTOYKE yYeTa apXUBHBIX JIOKYMEHTOB C TIOBPEKICHUSIMHU TEKCTA,

KapToTeke (KHUTe) yueTa (U3NYECKOTO COCTOSIHUSI apXUBHBIX JOKYMEHTOB.

VYyer (pu3NUecKoro U TEXHUYECKOTO COCTOSHUS ayJAHMOBHU3YyaJbHBIX JOKYMEHTOB
OCYLIECTBJIISIETCS B:

KAapTOUYKE y4eTa TEXHHUECKOTO COCTOSIHUSA KHHOJOKYMEHTA;

KapTOUKe yyeTa TEXHUUYECKOTO COCTOSIHUS (POTOAOKYMEHTA;

KapTOUKE yyeTa TEXHUUYECKOTO COCTOSIHUS (POHOJOKYMEHTA;

KApTOUYKE yyeTa TEXHHYECKOTO COCTOSIHUS BUEOIOKYMEHTA.

Hns  ydera nokymeHTOB ApxuBHOoro ¢onaa Poccuiickoit ®eneparuu,
HaxOJAIIMXCS B HEYJIOBIETBOPUTEILHOM (PU3NYECKOM COCTOSIHUM, BEIETCA
cnenuaibHas KHUra. COOTBETCTBYIOIIME OTMETKM MPOCTABISIOTCS TAKXKE B APYTHX
JOKyMEHTax ydeTa (DU3MYECKOTO U TEXHUYECKOrO COCTOSHHMSI ~ apXMBHBIX
JOKYMEHTOB.

VYyer pU3n4ecKoro U TEXHUUYECKOIO COCTOSHUS apXUBHBIX JOKYMEHTOB MOXKET
OCYIIECTBISATHCSA HAa OyMa)KHOM HOCHUTENIE WM B aBTOMATH3UPOBAHHOM PEXHUME B
COOTBETCTBHUM C YCTAHOBJICHHBIMHA PEKBU3UTAMH KOHTPOJIBHO-YYETHBIX TOKYMEHTOB.

OU3NKO-XUMUYECKAs U TEXHUYECKass 00padoTka
ApPXUBHBIX JIOKYMEHTOB

2.11.9.1. ®uszuko-xuMHYecKass W TeXHHYecKas o0pabdoTKa apXUBHBIX
JOKYMEHTOB MPOBOJIUTCS C LETBIO:

yCTpaHEHUS] TMPHUYMH YCKOPEHHOTO CTapeHHUs W Pa3pyLICHUS apXUBHBIX
JTOKYMEHTOB;

BOCCTAHOBJICHHSI X CBOMCTB, TEXHUUYECKUX XapaKTEPUCTHUK, TOITOBEYHOCTH,

BOCTIPOM3BEIICHUS JTOKyMEHTHONH wWHQOpMalmu Ha 0Oojlee  yCTOHYHMBBIX
HOCHUTEJISIX.

OCHOBHBIMU BHJIaMU 3TOH 00paOOTKM apXUBHBIX JOKYMEHTOB Ha OyMaKHOM
OCHOBE SIBJISIFOTCSI:

ne3uH(EeKIMs, Te3UHCEKIINS, IepaTU3alus apXUBOXPAHUIIUI KaK COBOKYITHOCTh
Mep OnonpouIakTHKY, OUO3AIUTH U YHHUTOXXCHUS OMOJIOTHYECKUX BPEIUTENCH B
apXUBOXPAHWINIIAX U HA apPXUBHBIX JOKYMEHTaX;
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pecTtaBparusi (pecTaBpallMOHHO-KOHCEPBAIIMOHHAs 00paboTKa) KaK KOMILUIEKC
paboT ¥ TEXHOJOTUYECKUX OTEpalliii 0 BOCCTAHOBIIEHUIO CBOMCTB U 10JTOBEYHOCTH
OpUTHHAJIOB apXUBHBIX JOKYMEHTOB;

BOCITPOU3BEICHUE apXUBHBIX JIOKYMEHTOB C II€JIbIO CO3JaHus CTPaxoBoro ¢hoHaa
KONUN YHUKAJIBHBIX JIOKYMEHTOB M 0CO00 II€HHBIX JOKYMEHTOB U (oHIa
MOJIb30BaHUS;  (pOoTOpecTaBpalisi apXMBHBIX  JIOKYMEHTOB C  yracuiuM u
C1a0OKOHTPACTHBIM TEKCTOM; 3aMEHa OpPUTHMHAJIOB C HEJOJTOBEUHBIMU WU
pa3pyIICHHBIMA HOCUTEIISIMUA KOTUSMH JJII COXPAaHEHUS TOKYMEHTHON MH(MOpMAIHH
U ap.;

TIEPETUIET APXUBHBIX JOKYMEHTOB;

00eCIbUTMBAaHUE APXUBHBIX IOKYMEHTOB,;

00paboTKa apXMBHBIX JOKYMEHTOB B PEKUME aBapHHO-CIIacaTeIbHBIX padoT, B
TOM 4YHCIIE C TPUMEHEHHEM CpPEICTB M CIOCOO0B CYIIKH, Je3WH(EKITNH,
JIC3UHCEKIIUHU, 3aMOPAKUBAHUS, PECTaBpallii, BOCIPOU3BEACHUS, JI€3aKTUBALMUA U
JIPYTUX BUJIOB 11EJIE€BOI 0OpabOTKH.

AyanoBU3yalIbHbIC U JICKTPOHHBIC JOKYMEHTHI B 3aBUCUMOCTH OT (PU3UYECKOM
NPUPOJBI  HOCHUTENSL  TOJBEPraroTCs  CIHEAYIOIIMM  PECTaBpPAallMOHHBIM U
KOHCEPBaLMOHHO-TIPODUIAKTUYECKUM PabOoTaM:

apXWBHbBIC JOKYMEHTHI HA MAarHUTHOM JICHTE:

OYHCTKE TMOBEPXHOCTH OT TMBUIM W YaCTHI[ TpsI3d Ha CHEIUAIbHOM
OYHCTUTEIHLHOM 000PYI0BAHHH;

3aMEHE MEePECOXIINX B MTOKOPOOJIECHHBIX CKIICEK;

0(OPMIICHUIO PYJIOHOB MAarHUTHOM JICHTHI 3aIllIUTHON MAarHUTHOM JIGHTOM C IBYX
CTOPOH 110 2 - 2,5 M;

MIEPEMOTKE C IEIbI0 CHATUS BHYTPCHHHUX HAMPSOKCHWHA B PYJIOHAX MarHUTHBIX
JICHT, BO3HHKIINX HM3-3a TEPEMaJ0B TEMIEPATYpPhl M BIAKHOCTH TPH XPAHCHUU H
TPAaHCTIOPTUPOBAHUY APXUBHBIX JTOKYMEHTOB;

apXWBHbBIC JOKYMEHTBHI Ha JUCKOBBIX HOCUTEISIX:

00eCIIBLUTUBAHHIO;

MPOTUPKE AHTUCTATUKOM;

KMHO(DOTOAOKYMEHTBI, MUKPO(POPMBI 1 (POHOTPAMMBI K KHHO(DUITIHBMAM:

00eCIIBLUTMBAHHIO;

yIAJICHUIO BOCKOBBIX, YKUPOBBIX U UHBIX 3arPA3HEHUM;

YKPETUICHUIO CKJICEK U MPOCEUEK;

peMoHTY niepdopalny;

nepesienKe rpyobIx, KOpOOJIEHHBIX 3aIlIaT U CKIICCK;

PEMOHTY MTOBPEXKICHHBIX TOJICH KaIpOB.

['pamopuruHansl  GOTOJOKYMEHTOB  TOABEPTAIOTCS  AJICKTPOXUMHYCCKOM
OUHCTKE.

2.11.9.2. PaboThl 0 PUBNKO-XUMUYECKON U TEXHUYIECKON 00pabOTKe apXUBHBIX
JOKYMEHTOB MOJIPA3/CIISIFOTCS Ha TIAHOBBIC U BHETIJIAHOBBIE.

[InanoBass 00paboOTKa apXWBHBIX JOKYMEHTOB IPOBOJUTCS IO pPE3yJIbTaTam
MPOBEPKU HMX COCTOSHHSI B TIOPSJKE OYEPETHOCTH, YCTAHOBIICHHOW B apXWBE C
Y4E€TOM TMPUHAJICKHOCTH WX K Pa3IUYHBIM IIEHHOCTHBIM TPyIMIaM, 0COOEHHOCTEH
(M3UYECKOTO COCTOSIHUSI ADXUBHBIX IOKYMEHTOB PA3JIMYHBIX BUOB M BO3MOKHOCTEH



apxuBa. llpuopurer oTHaeTcs yHUKaJIbHBIM JOKYMEHTaM M 0c000 IICHHBIM
JOKYMEHTaM.

K BHeENIaHOBBIM OTHOCSITCSI paOOTHhI, BHINOJIHSAEMbIE B aBAPUITHO-CIIaCaTENIbHBIX
CUTyallUsX, CBSA3aHHBIX C JIOKAIbHBIM WJIM MAaCCOBBIM IIOPAKECHUEM apXUBHBIX
JOKYMEHTOB OIHEM, BOJOW, XMMHUYECKMMHU WIM PAJUOAKTUBHBIMU BELIECTBAMMU.
CpouHble Mepbl TO BBIJECIECHUIO, W30JSLUH, CAaHUTApHOW 0OpabOTKE apXUBHBIX
JOKYMEHTOB M MECT HUX XPaHECHMs MNPEANPUHUMAIOTCS TAKXKE IIPU I[OPAXKECHUU
ApPXUBHBIX JOKYMEHTOB OMOJIOTHYECKUMH BPEIUTEISIMU.

Homenknarypa, MOpsSAOK MPOBEAEHUS M TEXHOJOTHS paboT mo (U3MKO-
XUMHUYECKON W TEXHHUYECKOH 00paboTKe apXHMBHBIX JOKYMEHTOB OIPEACISIOTCS
OTPACJIEBBIMU HOPMATUBHBIMHA M METOJIMYECKUMH TOKYMEHTAMHU.

OO01ume TpeOOBaHMs K BbIIau€ apXUBHBIX
JOKYMEHTOB M3 apXUBOXpaHWINIIA

2.11.10. ApxuBHBIE JOKYMEHTHI, uMewIKe GOHA TOJb30BaHUS, U3
apXMBOXPAHWIINILIA, KaK [TPABUIIO, HE BBIIAIOTCS.

ApXUBHBIE TOKYMEHTBI, HE MPOUIECAIINE HAYYHOIO OMUCAHUS U TEXHUYECKOTO
opopMIICHUSI, U3 apXUBOXPAHWIMINA HE BBIJAIOTCS JUJII HUCIOJIB30BAaHUSA U
IPOBEJEHUS padOT MO CO3JJaHUI0 CTPAaXOBOTo (oHIa U POH/IA MOIB30BAHUS.

Bbljaua U3 apXMBOXpaHWIUIIA TMOJIMHHUKOB OCOOO LEHHBIX JOKYMEHTOB, B
TOM YHCJI€ YHUKAIbHBIX JTIOKYMEHTOB, a TaKXe JOKYMEHTOB ApPXMBHOTO (oHIA
Poccuiickoii denepanuy, HaxOASAMIMXCA B HEYJIOBIETBOPUTEIBHOM (PU3MYECKOM
COCTOSIHMM, OCYILIECTBIISIETCS B HCKIIOYUTENIBHBIX CIIy4asX C M[UCbMEHHOIO
pa3penieHus: pyKOBOJIUTENS apXUBa.

ApXHUBHBIE JTOKYMEHTBHI BBIJAIOTCS W3 APXMBOXPAHUJIMINA TOCYJApPCTBEHHOTO
apxvBa, My3es, OWOTMOTEeKH, OpraHu3anuu Poccuiickoil akageMuu HayK C
IIMCBMEHHOIO Pa3peIICHUS:

3aBEJIYIOIIETO0 apXUBOXPAHWIMIIEM (OTAEIOM OOECHEYEHUs COXPAaHHOCTH) -
MOJIb30BATENISIM B YUTAIBHBINA (IIPOCMOTPOBBIN) 3all apxuBa U pabOTHHUKAM apXuBa
JUTSI CITy>KEOHBIX 11eJIel B paboyune MoMeIleHuUs;

PYKOBOAMTENSL apxXuBa WJIM €ro 3aMmecTturens - (QoHI000pa3oBaTessM,
CyleOHBIM, TIPABOOXPAHUTEIBHBIM W HWHBIM YIOJHOMOYEHHBIM OpraHaM BO
BPEMEHHOE TMOJb30BAHME MPU HAIWYUU TAPAaHTUHHOTO MHCbMA OT HUX;
OpraHu3alMsIM - JJs SKCIOHUPOBAHUS MPH HAJUYMHM JOTOBOPA O MPOBEICHUU
BBICTABKM M COOTBETCTBYIOIIETO TMpHKa3a PYKOBOIUTENS apXxuBa; pabOTHUKaM
nabopaTopur apxuBa, CHEUUATU3UPOBAHHBIM OpraHU3AlMsAM - Uil MPOBEACHUS
paboT 1Mo co3JaHuio0 cTpaxoBoro (GoHma u QoHAA TMOIB30BAHUS M CIEIHATBHOM
00pabOTKN apXMBHBIX JOKYMEHTOB MPU HAJIMYMK COOTBETCTBYIOILIETO JIOrOBOpa CO
CIICLIMAJIM3UPOBAHHON OpraHU3aluei.

Bbistaua apXuBHBIX JOKYMEHTOB BBIIICYIIOMSHYTBHIM KaTETOPHIM MOIb30BaTENCH
W3  apXMBOXpAHWIMIA  MYHHUIIMIAIBHOTO  apXWBa, My3esd, OHOIUOTEKH
OCYLIECTBJISIETCS € IHUCBMEHHOIO pa3pelleHUs] 3aBEAYIOIIEr0 MYHHUIMNAIbHBIM
apXHWBOM, My3eeM, OMOINOTEKOM.

Brijauy apXuBHBIX TOKYMEHTOB U3 apXMBOXPAHWININA U TIPUEM UX OOpaTHO, B



TOM YHCJIE TMOJHMCTHYIO MNPOBEPKY HAIMYMS M COCTOSHUS apXHMBHBIX JOKYMEHTOB
nepeq BblJa4eld MX M3 apXMBOXPAHWIMILA M NPU BO3BpaTe, MPOU3BOAUT PAaOOTHHK
apxuBoxpaHwmiia. [loJMCTHYI0 NpPOBEpPKY HAJIWYMS W COCTOSHUSA apXUBHBIX
JOKYMEHTOB, BO3BpPALIAa€MbIX MOJIb30BATENIIMU B UYUTAIBHOM 3aji€, OCYILIECTBIISIET
pabOTHUK YUTAJIBHOTO 3aJIa.

OO0s13aTe/IbHON TOJUCTHOM IPOBEPKE HAIMYUS M COCTOSHUS TEpe] BblIadyeit
aApPXUBHBIX JOKYMEHTOB M3 apXUBOXPAaHMWIMILA U IIPU UX BO3BpATE MOAJIEKAT:

YHHUKAJIbHBIE IOKYMEHTBI B 0CO00 1IEHHBIE TOKYMEHTHI;

apXUBHBIC JTIOKYMEHTBHI, UMEIOIINE B OQGOPMICHUU WU TPUIOKEHUU K HHUM
JparoleHHble KAMHU U METAJLJIBI,

HECOPOUTIOPOBAHHBIE APXUBHBIE IOKYMEHTHI;

Jiea, paHee HE BbIIABABLIMECS M3 apXMBOXPAHWIMILA U HE UMEIOIINE JINCTOB-
3aBEPUTENIEH;

Jena, cojepkaue astorpagbl, rpauueckue JOKYMEHTHI, IIOYTOBBIE U
repOOBbIE 3HAKH, MEYATH, OTKPBITKU, KOHBEPTHI C aJpecaMu, MapkaMu, U Jpyrue
apXMWBHBIC  JIOKYMEHTBI, IIOTEHLUMAJIbHO  MPEACTABISIOIIME  HMHTEpeC  JUIA
KOJUIEKIIUOHEPOB.

CoctaB aApyrux Jei, MNOJJIEKAIUX IOJUCTHOM IPOBEPKE, ONpPENEIseTCs
PYKOBOJICTBOM apXHBa Ha OCHOBE PEIICHUS 3KCIIEPTHO-METOAUUYECKON KOMUCCHUU.

OTMeTKa 0 IPOBEIECHHOM NOJIMCTHOM MPOBEPKE CTABUTCS B JIMCTE-3aBEPUTEINE
(mpmitoskenue N 3).

Ha mecTo BbI1aBaeMbIX U3 apXMBOXPAHWINILA €IUHULL XPAHEHUS U OIUCEN Je,
JOKYMEHTOB MOJKJIAbIBAETCS KapTa-3aMECTUTETb.

ApXHBHBIE JIOKYMEHTBI, BBIIABAEMbIE W3 APXMBOXPAHUJIMINA, JOJKHBI HUMETh
apXUBHBIU MIH(p, MPOHYMEPOBAHHBIE JIUCTHI, JIUCT-3aBEPUTEND (TIpriiokeHre N 3) u
JIMCT UCTIOJIB30BaHUs IOKyMEHTOB (Tipuiiokenue N 4).

[ToaroToBKa apXMBHBIX JOKYMEHTOB K BbIJIaY€ U3 apXUBOXPAHWIMILA BKIOYAET:

BBIEMKY apXHUBHBIX JOKYMEHTOB;

CBEPKY apXHBHOTO IM(pa 1 3aroJOBKOB (aHHOTAIMI) C OMUCHIO (KHUTOM ydeTa
Y OIKCAaHUs) J1e]1, JOKYMEHTOB;

MIOJINCTHYIO TPOBEPKY APXUBHBIX JI€] - B YCTAHOBJIEHHBIX CIIydasX.

CBepka apXMBHOTO IK(]pa apXUBHBIX JOKYMEHTOB C OMUCHIO (KHUTON yuyeTa U
ONKCaHUs) JIe] U JOKYMEHTOB IpEeNIoaraeT MpoBEepKy MPaBUIbLHOCTU O()OpMIICHUS
OOJIO)KKM W TUTYJIBHOTO JIMCTa J€Ja, MEePBUYHOIO CPEICTBA  XPaHEHUs
ayJIMOBU3YaJIbHOTO,  3JIEKTPOHHOTO  JTIOKYMEHTa, TMPAaBWIBHOCTH  COCTaBJICHUS
3arosioBka W mudpa eauHUIbl xpaHeHus. [Ipu Hamuuuu OOJBIIMX MCHpPABICHUMA
00JIO’)KKa YU THUTYJBHBIA JIUCT 3aMEHSIOTCS C COXpaHEHUEM MpU HEOoOXOIUMOCTH
CTapoi 00JI0XKKHU.

[Ipy moAroToBKE K BbIAaUY€ M3 APXUBOXPAHWIMILNA OTACNBHBIX apXHBHBIX
JOKYMEHTOB, U3BATHIX M3 JIe], HA 0OOPOTHOM CTOPOHE Ka)XJOro JINCTAa BHE TEKCTa
apXUBHOTO JOKyMEHTa MPOCTABJISETCS IITAMII C apXUBHBIM MIH(POM.

CpOKI/I BbIJIaYHW apXHUBHBIX JJOKYMCHTOB

2.11.10.1. ApxuBHBIE JOKYMEHTHI BBIAAIOTCS U3 apXUBOXPAHWIHILA HA CPOK:



70 OJJHOTO MecsIa - IMOJIb30BATeNIsIM B YHTAJbHBIN 3a]1 U paOOTHHKAM apXwBa
(kpoMe 0co00 IIEHHBIX JOKYMEHTOB, BbIIaBaEMbIX Ha CPOK HE OoJiee TBYX HE/IENb);

710 TPEX MECSIIEeB - POHI000pa30BATEINSM;

0 TIECTH MECSIEeB - CyIeOHbIM, TPAaBOOXPAHUTEIBHBIM H  WHBIM
YIIOTHOMOYECHHBIM OpTaHaM.

Bbiaua apXMBHBIX JTOKYMEHTOB W3 apXUBOXPAHHJIMINA IS SKCIOHUPOBAHUS
OCYIIECTBIIICTCS] HA CPOK, OMPEACICHHBIN IOTOBOPOM O MPOBEICHUN BBICTABKH.

Cpok BbLIaYM apXMBHBIX JOKYMEHTOB JUI CO3JaHUS CTpaxoBoro ¢ouma, pouaa
MOJIb30BaHUA W U CICHUATBHON 00pabOTKH ompenessieTcs IUlaHaMH PadOThI
apx¥WBa W JOTOBOpaMHU Ha IMPOBEICHHWE COOTBETCTBYIOMIMX PabOT CO CTOPOHHUMH
OpTaHU3aIUSIMH.

[IpoaneHne CPOKOB BIIAYH APXUBHBIX JIOKYMEHTOB JIOITYCKACTCS C Pa3pelICHUS
PYKOBOJICTBA apXHUBa.

O(bOpMJ'IeHI/IC BbIAa49M aPpXHUBHBIX JTOKYMCHTOB

2.11.10.2. Bblmaya  apXWBHBIX JOKYMEHTOB W3  apXUBOXPAHMIIUILA
pPETHCTpUPYETCSI B KHUTAX BbIJAYM apXMBHBIX JOKYMEHTOB, Komuii (QoH1a
NOJIb30BAHUSl M3 XpaHWIUIIA, KOTOpbIE BEAYTCS pa3[elbHO 10 KaXJIOMY
aApXMWBOXPAHWIIUIIY U BUIY BbIJIAUU.

Bbljaua apXuBHBIX JOKYMEHTOB B UHWTaJbHBIM 3a1 0(OpMIIAETCS 3aKa30M
(TpeboBaHMEM) Ha BbIAYy APXMBHBIX JIOKYMEHTOB, KONHM (hOHIA IMOIb30BaHUA,
omuced Jen, JOKyMEHTOB M pPETUCTPUPYETCSs B KHUTE BBIIAYU apPXUBHBIX
JOKYMEHTOB, KONUH (OHIA TMOJIb30BAHUS M3 XPAHWIMIIA B YWUTAJIBHBIN 3al, B
KOTOpPOM pacnuchiBaeTcsi pabOTHUK YUTAIBHOTO 3aia. VIcmodHEHHBIM 3akas
(TpeboBaHuE) MOJIb30BATENSI HAMPABISAETCS B YMTAIbHBINA 3aJ1 BMECTE C BbLAAHHBIMU
ApPXWBHBIMU JJOKYMEHTaMHU U XPAHUTCS B JIMYHOM JIEJI€ MTOTH30BATENS.

Bbeimaya apXuBHBIX JOKYMEHTOB pPAaOOTHUKY apXwBa JUIsl WCIOJIb30BaHUS B
CIIyKeOHBIX 1eNax odopmiseTcss 3aKka3oM (TpeOoBaHMEM) Ha BbIIAYY aPXHBHBIX
JIOKYMEHTOB, Komui ¢OHJa IOJIH30BAaHMS, OIKMCEH Jel, JOKYMEHTOB, KOTOPBIN
BU3UPYETCS  PYKOBOAMUTEIEM  COOTBETCTBYIOLLEIO  MOJApA3JECieHUs.  3aKa3s
(TpeboBaHUE) PETUCTPUPYETCS B KHUTE BBIIAYM APXUBHBIX JOKYMEHTOB, KOIUN
dboHAa MONBK30BAHUS U3 XpAaHUIHUIIA B pabodyre MOMENIECHUs, B KOTOPOW PabOTHUK,
MOJIYYUBUINI apXWBHBIE JOKYMEHTBI, PACHUCBIBAETCS 3a KAKIYI EIUHUILY
XpaHeHus. 3aka3 (TpeOOBaHNE) HAXOAUTCA B apXUBOXPAHMIIUILE O UCTEUECHUS CPOKa
€ro XpaHeHHUs.

Bbiaua apXuBHBIX JOKYMEHTOB B JabopaTopuio apxuBa oopmisieTcs: 3aKa3oM
Ha TPOBEJIEHUE COOTBETCTBYIOLIMX pabOT W PErUCTPUPYETCS B KHUIE BbLAAYU
apXMBHBIX JJOKYMEHTOB, KOMUW (POH/IA TOJB30BaHUS U3 XPAHWIKIIA B J1a00OpaTOpHIO,
B KOTOpPOM pachuchiBaeTcsi pabOTHUK JlabopaTopuH. 3aKa3 YYMUTHIBAETCS B
nabopatopud ¥ B COOTBETCTBYIOLEM TOJPA3ACICHUM apXuBa U  CIYXKHT
KOHTPOJIbHBIM JIOKYMEHTOM 32 XOJIOM IPOBEJIEHUS BCEX JTaloB padOThl C
apXWBHBIMU JJOKyMEHTaMHU.

Brimaua apXuBHBIX JTIOKYMEHTOB BO BPEMEHHOE IOJIb30BaHUE OMOPMIISETCS
aKTOM O BbIIa4€ AapXUBHBIX JIOKYMEHTOB BO BpPEMEHHOE IIOJIb30BAaHUE U



pEeTUCTpUpYeTCd B KHHUI€ BBIJAYM AapXUBHBIX JOKYMEHTOB, Komuil (oHaa
[10JIb30BAHMS U3 XPAHUIIUIIA BO BPEMEHHOE I10JIb30BAHHUE.

Brinaua ponna moas3oBaHus

2.11.10.3. Bpigaua komuii apXuBHBIX JIOKYMEHTOB M3 (OHIA IOJb30BaAHUS
odbopmisieTcss 3aka3oM (TpeOOBaHHWEM) Ha BbIAAYYy apXUBHBIX JOKYMEHTOB, KOITHMA
dboHaa MOTK30BAHUSA, OMKCEH 1€, JOKYMEHTOB U PETUCTPUPYETCS B KHUTE (KHUTAX)
BbIZIaun (DOHIA TIOJIE30BAHUS, BEAYIIUXCS IICHTPAIM30BAHHO HWJIM Pa3lEIbHO TIO
KaXJIOMY apXUBOXPAHWIHIILY.

Brigaua onmuceit nen, TOKyMEHTOB

2.11.10.4. Onucu e, JOKYMEHTOB BBIIAIOTCS HAa CPOK, HE MPEBBIIAIOIIUHN MTATH
nHer. Beimaua ommced nen, TOKYMEHTOB, MUMEIOIIMXCS B OJHOM 3K3EMIULSIPE H
XPaHSAIUXCS [EHTPAIN30BAHHO, JOIMYCKAeTCd B MCKIIOUUTENBHBIX CIy4yasX ©C
pa3pelICHNs] pYKOBOJMTEINS apXMBa WA €ro 3aMECTUTENSI Ha CPOK, KaK MPaBUIIO, HE
MPEBBIMIAIONIMN OJUH JI€Hb, U 0GOPMIIIETCA MO aHAJIOTUHU C BBIJaYed TOJJTUHHBIX
apXHUBHBIX IOKYMEHTOB.

Boijaua omuceit gen, AJOKyMEHTOB odopmiisieTcsi 3aka3oM (TpeboBaHUEM) Ha
BbIJJa4yy apXUBHBIX JOKYMEHTOB, KOMWH (OHIA TOJB30BaHUS, OINUCEH Je,
JOKYMEHTOB M PETUCTPUPYETCA B KHUIE BbIAAYM apXUBHBIX JTOKYMEHTOB, KOIHMA
(hoHIa OJIb30BaHMS U3 XPAHUIIUIIA, B KOTOPOH pacHUCHIBACTCS MOTYUYUBIIHI OMUCH
pPabOTHUK apXHBa WIH MOJb30BATEb.

KoHTpoJIb 32 COXPaHHOCTHIO BBIJIJAHHBIX APXHUBHBIX JOKYMEHTOB.
Bo3BpaiieHne apXuBHBIX JOKYMEHTOB B apXUBOXPAHUIINILLIE

2.11.10.5. BeiBepka KHUT BbIJa4M APXUBHBIX JOKYMEHTOB MPOBOAUTCS HE PEXKE
OJIHOTO pa3a B KBapTaj Wi B noiayroaue. Eciau B pe3ynbTaTe BRIBEPKH KHUT BbLAA4YH
YCTaHOBJIEH (DaKT HaApYIIEHHUS CPOKOB BO3BPAIICHUS aPXUBHBIX JOKYMEHTOB,
BBICHSIFOTCSL €r0 TMPUYMHBI W TNPUHUMAIOTCA MEpbl K BO3BpPATY ApPXHBHBIX
NOKYMEHTOB. Eclii  HEBO3BpallleHWE AapXWBHBIX JIOKYMEHTOB B CpPOK B
ApXUBOXPAHWIUILE BHI3BAHO HEOOXOJMMOCTBIO WX JalbHEUIIEro MCIOJIb30BaHMUS,
BbIJIaya nepeodopmisiercs. [Ipu 3aepikke BO3BpaIlleHUs apXUBHBIX JIOKYMEHTOB 0e3
YBOKUTEJIBHBIX MPUUUH TPUHUMAIOTCA MEPBI Uil UX HEMEJICHHOTO BO3BpaTa B
apXUBOXPAHUIIUIIIC.

B 1mensix KOHTpos 32 COXPAHHOCTHIO apXMBHBIX JIOKYMEHTOB MOJIpa3/ieliCHHE,
OTBETCTBEHHOE 3a XpaHEHUE apPXMBHBIX JIOKYMEHTOB, TMPOBOJUT MPOBEPKU
COXPAHHOCTH BBIJIAaHHBIX M3 apXUBOXPAHWIIMILA apXUBHBIX NOKYMEHTOB. [IpoBepku
MIPOBOJIATCS B IIAHOBOM TOPSIIKE WJTH TI0 MEpe HEOOXOAMMOCTH TI0 COTIIACOBAHHIO C
PYKOBOJICTBOM apXHBa.

[Ipy  BO3BpalleHMHM  apXUBHBIX  JOKYMEHTOB B  apXUBOXPAHWIMIIE
OCYIIECTBJISIETCS  TMOJUCTHAsT TMpOBEepKa WX  (U3MUECKOTO  COCTOSHHUS B
yCTaHOBJIEHHOM nopsjike (cM. 1. 2.11.10). B kHHre BhI1aun apXUBHBIX JOKYMEHTOB



JeIaeTcss OTMETKa O BO3BpAICHUM AapXMBHBIX JOKYMEHTOB B MPUCYTCTBUH
BO3BpPATUBIIHUX WX paOOTHUKOB apxuBa Wi (poHmooOpaszoBarens. Eciu BbIsSBICHBI
MOBPEXKJCHUS BO3BpAIlAEMbIX AapXUBHBIX JIOKYMEHTOB, COCTABJISIETCSI aKT B
IPOU3BOJIBHON (DOpME, KOTOPBIM MOAMUCHIBACTCS PAOOTHUKOM apXMBOXPaHWINILA U
JIUIIOM, BO3BpAIIAOIIIM apXUBHbBIEC JJOKYMEHTBI, U TIPEICTABIISIETCS HA pACCMOTPEHHE
PYKOBOJICTBA apXUBa.

ApxuB 0053aH YBEJIOMUTH TIOJIb30BaTeNli O TOM, YTO OH OTBEYaeT 3a
COXPaHHOCThH IMOTYYCHHBIX apXUBHBIX JOKYMEHTOB M COOJIIOICHHE TIPaBUII PaOOTHI ¢
HHMU B COOTBETCTBHUH C 3aKOHOAATENbCTBOM Poccuiickon denepanuu.

B chnydasx XuleHUsl WY TOBPEXKACHUS apXUBHBIX JOKYMEHTOB, B TOM YHCIIE
BHECCHHSI B MX TEKCT M3MEHCHUU (€CIIM 3TO MOXET OBITh KBATH(PHUIIMPOBAHO KaK
MOBPESXKICHUE apXUBHOTO JOKYMEHTa), apXwB OOpamaeTcsi C COOTBETCTBYIOIIMM
3asBJICHUEM B OpraH BHYTPEHHUX JEJ 10 MECTy paclojio)KEHUsT apxuBa, B
TPEXJIHEBHBIA CPOK WHOOPMHUPYET CHEIUAIBHO YIOJIHOMOYECHHBIN (enepaabHbIi
OpraH UCHOJHUTEIBHON BIIACTH, YIIOJTHOMOYEHHBIE OpraHbl HCIOJHUTEIBHOW BIACTU
cyonektToB Poccuiickoit denepaiiuu, oCyIECTBISIONINE KOHTPOJIb 3a COOJIOIEHUEM
3aKOHOJIaTeIhCTBA 00 apxuBHOM Jiefie B Poccuiickoit denepanuu, MpuHUMAET APYTHE
Mephl K BO3MENICHHUIO yiepba B COOTBETCTBUU C 3aKOHOAATelbcTBOM Poccuiickoi
denepanum.

TpaHCHOpTI/IpOBKa H ICPEMCIICHUC apXHUBHBIX TOKYMCHTOB

2.11.11. Ilpu TpaHCHIOPTUPOBKE APXUBHBIX JOKYMEHTOB Ha JIFOOBIE PACCTOSHHUS
COOJIIOJIAI0TCSI MEPBI M0 OXPaHE W 3aIUTE MX OT BO3JAECUCTBUS BPEIHBIX (DAKTOPOB
OKPYKAIOIIEW Cpeapl IyTEM NPUMEHEHHUS CIEHHAIBHBIX BHJIOB  YIIAKOBOK,
00€CreynBaOIMX  3alIUTy  apXMBHBIX JOKYMEHTOB OT  OCaJKOB, CBETa,
MEXAHUYECKUX MOBPEKICHUM.

TpaHCHOPTUPOBKA ApXUBHBIX JIOKYMEHTOB MPOU3BOJIUTCA MPU HUX IUIOTHOM
YKJIaJKe, MCKIYAIOUEd BO3MOXKHOCTh IIEPEMEIIECHUS apXUBHBIX JOKYMEHTOB
BHYTPU  YIAaKOBKH, yJapOB W  DPa3jIM4HBIX  COTPSACEHUW, MpPU  3ITOM
($hoTOPOHOTOKYMEHTHI YMAKOBBIBAIOTCS B BEPTUKAJIBLHOM TIOJIOKEHHH B KOPOOKHU
KECTKOM  KOHCTPYKIMM  COOTBETCTBYIOIIETO  pa3Mepa,  OOEpHyTblE  BO
BJIATOHETIPOHUIIAEMYIO0  TKaHb. JlpyrHme ayAuOBH3yaJlbHbIE M 3JIEKTPOHHBIC
JOKYMEHTBI, Tpaduyeckre u KpynHodopmMaTHbIE Jejia U TOKYMEHThI IepeMenatoTcs
TOJBKO B YIIAKOBKE, B KOTOPOW OHHM XPAHATCS, WIK B CIEUHUAIBHO MPEIHA3HAYECHHBIX
IUISl X TIEPEMENIEHUS CPENCTBAX.

Jlns mepeMeleHus: apXMBHBIX JIOKYMEHTOB BHYTPHU apXHBa HCIOJIb3YIOTCS
MEPEABUKHBIC TEJIEKKHU U IPYTUE CPEACTBA TPAHCIIOPTUPOBKH.

BHyTpuropojckue mepeBO3KM apXHMBHBIX JOKYMEHTOB TMPOU3BOJATCS B
3aKpBITHIX ABTOMAIIMHAX MPU 0053aT€TbHOM COMPOBOKICHUHN paOOTHUKA apXUBa.

TpaHCHOPTUPOBKAa  apXMBHBIX  JOKYMEHTOB Ha  JAJIbHUE  PACCTOSHHMS
MIPOU3BOAMUTCS B YNAKOBAaHHOM BHUJE B KPBITOM TPAHCIOPTHOM CpPEACTBE B
COOTBETCTBUM C IpaBUJIAMU I€PEBO3KM LIEHHBIX I'PY30B, YCTAHOBJIEHHBIMH JJIS
COOTBETCTBYIOIIETO BU/IA TPAHCIIOPTA.



BrisBienue YHUKAJIbHBIX TOKYMCHTOB
1 0c000 IHCHHBIX JOKYMCHTOB

2.11.12. BelsBIeHHE YHHKAJIbHBIX JOKYMEHTOB M OCO0O II€HHBIX JOKYMEHTOB
IIPOBOJIUTCS B IJIAHOBOM MOPsJIKE Hanbojee KBAIUPUIIMPOBAHHBIMU CIIEIIUATTUCTAMHU
HAa OCHOBAaHMU OTPACJIEBBIX HAYYHO-METOJMYECKUX PpPa3pabOTOK U METOJMYECKHX
nocoOuM, MOJITOTOBJICHHBIX B apXUBE.

Omnpenenenue B coctaBe ApxuBHoro Qonga Poccuiickoit ®exneparuu
YHUKAQJIBHBIX JOKYMEHTOB OCYLIECTBIIIETCS B COOTBETCTBMM C PermameHTrom
['ocynapcTBEHHOrOo peecTpa YHHKAIbHBIX JOKYMEHTOB ApxuBHOro ¢oHa
Poccuiickoit @eneparuul 1 BKIIOYAET B CeOS:

3alIOJTHEHHE HA KaXbI BBISBICHHBIA MOTECHIHAIBHO YHUKAIbHBIA JOKYMEHT
JIMCTA y4eTa U OMMCAHUs YHUKAJIbHOTO JOKYMEHTA;

pPacCMOTPEHHE  JKCIEPTHO-METOAMYECKOW  KoMHUccHed (MU JpyruMm
COBENIATEIbHBIM OPraHOM) apXHBa MPEICTAaBICHHBIX MaTEPUAJIOB;

IPEJICTABJICHUE TMPEIJIOKECHUN O BKJIIOUYCHUM BBISBICHHBIX IIOTEHUHAAIBHO
YHUKAJbHBIX JIOKYMEHTOB B ['OCYZapCTBEHHBI PEECTP YHHUKAJIBHBIX JOKYMEHTOB
ApxusHoro (ponna Poccuiickoit @enepaniu B COOTBETCTBYIONIUN YITOJTHOMOYCHHBIN
OpraH MCIOJHUTEIHLHOM BJIaCTU B cpepe apXUBHOTO JIeTa.

Omnpenenenue B coctaBe ApxuBHOro (ouna Poccuiickoit ®epepanunu 0cob6o
IIEHHBIX JIOKYMEHTOB OCYIIECTBIISIETCSI dKCIEPTHO-TIpoBepouHoi komuccuein (DI1K)
denepanpHOro rocymapcrBeHHoro apxupa, OIIK ymoaHOMOYeHHOro opraHa
WCIIOJIHUTENIbHOM BiacTu cyObekTta Poccuiickoit @enepauuu B cdepe apXUBHOIO
Jiena, OKCIEePTHOM (POHII0BO-3aKYNMOYHOW KOMHCCHEW TOCYJapCTBEHHOTO WIIU
MYHULIMNAIBHOTO ~ My3€d, OKCIEPTHOM KOMHCCHEW TOCYIAapCTBEHHOM WM
MyHuIunaibHo Oubmmoreku, OIIK ApxuBa Poccuiickoli akagemMuu HayK U
3aKpEIUIIeTCsl YYETHBIMUA JOKYMEHTAMH apXHBa B YCTAHOBJICHHOM TOpSKe (CM. TI.
3.7.5).

OIIK  ynoiHOMOYEHHOTO OpraHa HCIOJIHUTENIBHOW BJIacTH  CyOBeKTa
Poccuiickoii ®eneparun B cdepe apXUBHOTO JieJla BIpPaBe JIEJIETrUPOBATH
MMOJTHOMOYHMSI IO ONpEACIICHHI0O B cocTaBe ApxuBHOro ¢onaa Poccuiickoii
®denepanuu 0co00 IEHHBIX JOKYMEHTOB 3KCHMEPTHO-METOANYECKON (METOIUIECKOI)
KOMHUCCHUM TOCYJaPCTBEHHOTO apxuBa cyobekTa Poccuiickoit deneparuu.

Coznanue ctpaxoBoro ¢poHaa

Koncynpranrllntoc: npumedanue.

B odunmanbHOM TEKCTe NOKyMEHTa, BHUIUMO, IOIYIIEHA OMeyaTKa: IMyHKT
4.13.3 B 1OKyMEHTE OTCYTCTBYET, I10 BOIIPOCY, KACAIOLIEMYCS XPAHEHUS CTPAXOBOIO
¢donpaa, cMm. myHkt 2.11.13.3.

2.11.13. CoBOKYMHOCTH CTPaxOBbIX KOMWUA YHUKAIBHBIX W OCO0O0 IIEHHBIX
nokymMeHToB ApxuBHOTO (GoHna Poccuiickoit deneparnuu (nanee - ctpaxoBoil GPoHT)
CO3/7IaeTCs B IEJSIX COXPAHEHUS TOKYMEHTHOW MH(pOpMAIUK HA CIy4dall yTpaThl WA
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MOBPEXKACHUS OPUTHHAJIOB O3TUX JOKYMeHTOB. CTpaxoBod (QoHI sBiseTcs
HENPUKOCHOBEHHBIM M XPAaHUTCS TEPPUTOPUAIBLHO OOOCOOJIEHHO OT OPUTMHAJIOB
YHUKQJIBbHBIX JOKYMEHTOB U 0CO0O IIEHHBIX JOKYMEHTOB B CIEHHUAJIbHBIX
apxuBoxpaHuauiiax (cMm. 1. 4.13.3).

OuepeHOCTh CTPAaxOBOI'0 KONHUPOBAHMS ONPEAEISAETCS C y4eTOM (PU3UYECKOTO
COCTOSIHUSI ~YHUKQJIBHBIX JOKYMEHTOB M 0C000 IIEHHBIX JIOKYMEHTOB U
MHTEHCUBHOCTH oOOpalieHus K HUM. [lepBoouepeHOMY KONMHMPOBAHMIO CPEIU HHUX
MO/JIEXKAT HanboJIee MHTEHCUBHO HCIIOJIb3YyEMbIE, C MMOBPEXKICHUSIMU MaTEPUAIIBHOTO
HOCHUTENS 1 TOKyMEHTHON HH(POPMAIIH.

[ToAroToBKa YHUKAJIbHBIX JTOKYMEHTOB M 0CO0O II€HHBIX JOKYMEHTOB K
CTPaXOBOMY KOMHMPOBAHHIO OCYHIECTBISIETCS B COOTBETCTBHU C IMOPSAKOM BbLAAYU
apXHWBHBIX JOKYMEHTOB M3 apXuBOXpaHwimi] (cM. 1. 2.11.10).

CrtpaxoBoe KOIMUPOBAHUE MPOBOJUTCS C COOJIOJIEHUEM CUCTEMATHU3AIUU €IMHHII
XpaHEHMsI B OIHACH I, JOKYMEHTOB, KOTOpas KONUpPYETCs Mepell €IWHULIAMU
xpaHeHus. CTpaxoBOMYy KONMPOBAHMIO IIOJJIEKAT BCE BXOASAIIME B ECAVHUILY
XPaHEHHMsI APXUBHBIE TOKYMEHTHI.

[Ipn cTpaxoBOM KOIHMPOBAaHUM J€JIa, KaK MPABUIIO, PACIIMBKE HE IOJIEHKAT.
PacmmBka nen mpou3BOAMTCA B HCKIKOYMTENBHBIX CIIy4asX IIO COTJIACOBAHUIO C
PYKOBOJICTBOM apXHWBa IPH IOJIHOW HEBO3MOYKHOCTU KONMPOBATH MEPEIJIETEHHOE
neno. [lo okoHuaHUM pabOTHI J1EJ10 MeperieTaeTcs JabopaTtopuel niu opraHu3anuen
- U3TOTOBUTENEM CTPAaXOBBIX KOIUI 3aHOBO.

CrpaxoBoe€ KONUPOBAHME YHUKAJIBHBIX JOKYMEHTOB H 0CO00 IEHHBIX
JOKYMEHTOB OCYUIECTBIISIETCSI B COOTBETCTBUU C TEXHOJIOTMUYECKUMU PErjIaMEHTaMU
U APYTHUMH IEUCTBYIOIIMMH HOPMATUBHO-TEXHUYECKUMU JOKYMEHTAMH.

CrpaxoBoil KONueH apXWBHOIO JOKYMEHTa Ha OyMa)KHOM OCHOBE SIBIISETCS
HeraTuBHas Mukpodopma (MUKpoDUIBM WM MHUKpoduina) 1-ro mMnokoneHus,
M3TOTOBJICHHAS Ha  (dororpaduueckoi  rajoreHUAOCEPEOPSHONW  IUICHKE
COOTBETCTBYIOIIETO TUIIA METOOM ONTUYECKOT0 (POTOrpapupoBaHuUs TOKYMEHTOB.

CrpaxoBoii KOIHEW KHUHOJOKYMEHTA SIBISETCS II€pBas COBMEILECHHAs KOIMS
OpUTMHaNa, W3TOTOBJIEHHAas HA IUIEHKE COOTBETCTBYIOLIETO THMIA METOAOM
KOHTAKTHOM I1€YaTH.

CrpaxoBoil komueil (OTOIOKYMEHTa SBISIETCSl MepBas KOIWsS OpUIHMHAaja,
U3TOTOBJIEHHAass  Ha  (POTOIUIEHKE  COOTBETCTBYIOIIETO  THMA  METOIOM
pPENpOaYLIMPOBAHUS UM KOHTAKTHOW MEeYaTH.

CrpaxoBoii konued QOHOJOKYMEHTa SABJISETCS IepBas KONUS OpUTHHAIA,
M3TOTOBJICHHAs! COBPEMEHHON CUCTEMOMU 3aIlUCH.

CrpaxoBoii KomueW BHACOJOKYMEHTa SBJISETCA IepBas KOMMsS OpUTHHAIA,
M3rOTOBJICHHAs B (hopMaTe OpUTHHANIa CIOCOOOM BHJIC€O3BYKO3aIIMCH HAa MAarHUTHOM
JICHTE.

Coznanue, KOMITIEKT U cOCTaB (hOH/IA MOIH30BaAHUS
2.11.13.1. CoBOKYNHOCTh KOMUW apXUBHBIX JIOKYMEHTOB, BBINOJIHEHHBIX Ha

Pa3IMYHBIX MATEPUATBHBIX HOCHUTENSAX W NMPEIHA3HAYEHHBIX JJI1 UCIIOJIb30BaHUS C
IEJBI0 O0ECIeYeHUs COXPAaHHOCTH OPWUTHMHAJIOB apXWBHBIX JOKYMEHTOB (1ajee -



dboHA TONB30BAHUSA), CO3MAETCSA, KaK NPABWIO, OJHOBPEMEHHO C CO3JaHUEM
CTpaxoBOTro (oHIa, a TakKe IeJIeBbIM MOPSIKOM Ha HauboJee HCIOJIb3yeMble
apXMBHBIE JIOKYMEHTBI, B TIpoliecce APYruX padoT (paccekpeurBaHUE apPXUBHBIX
JOKYMEHTOB, OpraHu3aIisl UX UCTIOJIb30BaHUS).

®oHJT MOJIB30BAHMS, U3TOTOBJICHHBIN OJHOBPEMEHHO CO CTPaXOBBIM (OHIOM,
co3gaeTcs B 0043aTEIbHOM KOMILUIEKTE, BKIIOYAIOLIEM:

JUIsl apXMBHBIX JOKYMEHTOB Ha OyMa)KHOH OCHOBE - OJIHY MHUKpohopMmy 2-TO
MOKOJICHUSI Ha TaJoreHua0cepeOpssHOM IUJIeHKe (HeraTMBHAasT WM TMO3UTHBHAs),
M3TOTOBJICHHYIO C HETATUBHOU MUKPOGOPMBI 1-r0 TTOKOICHHS, U OJTHY MUKPO(OopMy
3-r0 MOKOJIEHUS, U3TOTOBIICHHYIO C MUKPOGOPMBI 2-TO TTIOKOJICHNUS,

U1t (POTOOKYMEHTOB - OJWH TO3WTWUBHBIA (POTOOTIEYATOK M OAUH TyOJIh-
HETaTHUB;

JUIST KMHOJIOKYMEHTOB - OJHY IIO3WTHBHYIO COBMEIICHHYIO KOTIHIO, OJUH
MPOMEKYTOUHBIN TMO3UTUB HM300pa)KEHUS W OJIMH KOHTpaTUN (QOHOrpaMMmbl (JJis
3BYKOBBIX KHHOJIOKYMEHTOB). [lo3uTHMBHasg KOMMST W MPOMEXKYTOUHBIH TO3UTUB
M300paKEeHMs JTOJDKHBI BXOJUTh B KOMIUIEKT KHMHOJIOKYMEHTA, MPUHUMAEeMOro Ha
MOCTOSIHHOE XpaHeHue. Jlomyckaercs JOMOJMHUTENbHOE M3TrOTOBJICHHE (oHIA
MOJIb30BAaHUsI KUHOJIOKYMEHTOB B BuJE BuaeodoHorpamm B (dopmartax Betacam u
VHS;

JU1s1 POHOJTOKYMEHTOB - OJHY KOIHUIO HA MATHUTHOM JICHTE;

JUTSl BUACOJJOKYMEHTOB - OJHY Komuio B opmare VHS.

Bxirouenue B (hoH MOTB30BaHUS KON apXUBHBIX JOKYMEHTOB, B TOM YHCIIE
Ha AJIEKTPOHHBIX HOCUTENSAX, CO3JaHHBIX B MIPOIIECCe APYTUX PabOT, OCYIIECTBISETCS
apXHBOM CaMOCTOSITEIIBHO.

B dona monb30BaHus BKITIOYAIOTCS KOMTAW TMTOJTHOCTHIO CKOMMPOBAHHBIX €IMHHII
XxpaHeHus. Konmuu OTHeNnbHBIX apXWUBHBIX JTOKYMEHTOB MOTYT OBITh BKIJIFOUYCHBI B
(G oH/ TOJTB30BaHUS B COCTaBE TEMATHUECKHUX MOA00POK apXUBHBIX TJOKYMEHTOB.

IIpoBepka HaMWYUs U COCTOSIHUS, TEXHUYECKUH KOHTPOJIb
ctpaxoBoro ¢hoHaa U (oH/a MOTH30BaAHUS

2.11.13.2. Bce cTpaxoBble KOMHUH JOTAKHBI COOTBETCTBOBATH OPUTHMHAIY KaK IO
COJIEpP KaHMIO, TaK U 1O Py BHEIIHUX ITPU3HAKOB.

M3rotoBuTeNnb  CTPaxoBbIX  KOMHUA  OOECIIEUMBAET COOTBETCTBUE  BCEX
BBIITYCKAEMbIX KOMHM TpeOOBaHUSIM JEHCTBYIOUIMX HOPMATHUBHO-TEXHUYECKUX
JOKYMEHTOB 110 CTPAXOBOMY KOIIMPOBAHUIO.

Bce cTpaxoBble KOMUM MPOXOAST TEXHUYECKUN KOHTPOJIb B JAOOPATOpUU WM
OpraHu3allMU-U3rOTOBUTENE, CBEIEHUS 00 HX KadecTBE (UKCHPYIOTCA B aKTax
TEXHUYECKOTO COCTOSIHUS KOMHI cTpaxoBoro ¢ouHzaa (1mo ¢gopmMaM B COOTBETCTBHH C
OTpacJIEBBIMU HOPMAaTUBHBIMU JOKYMEHTaMH ).

[Ipu npuemMe CTpaxoBBIX KOMMI MPOBEPSETCS MOJHOTA BBINOJIHEHUS 3aKa3a Ha
KOIMPOBAHUE, KOJWYECTBO KOMMM, KOMIUIEKTHOCTb, MPABWIBHOCTH M IOJHOTA
3aI0JHEHUSI AKTOB TEXHUYECKOIO COCTOSIHMS, BU3YaJlbHO-TEXHHYECKOE COCTOSIHUE
KOIIUH.

B nporecce xpaHeHus: CTpaxoBble KOMUM MOJJIEXKAT:



IPOBEPKE HATMYUS U COCTOSHUS B LIEJSIX YCTAHOBICHUS (PaKTUYECKOTO HATMYHS
CTPAXOBBIX KOIHUH, UX COOTBETCTBHSI JAHHBIM YYETHBIX JOKYMEHTOB;

TEXHUYECKOMY KOHTPOJIFO COCTOSIHUSI M CBOEBPEMEHHOMY IPOBEJICHUIO
HEOOXOAMMBIX KOHCEPBALMOHHO-TIPOPUIAKTUUECKUX MEPOTIPUATHUH.

TexHn4yeckuil KOHTPOJIb CTPAXOBOro (POHAA OCYLIECTBISIETCS OAUH pa3 B TPH
roja, IpU 3TOM KOHTPONKO NOMIEKUT 20% CTpaxoBbIX KONMK IPOU3BOJCTBA
Ka)KJ10T0 Toja.

Pe3ynbrarhl TEXHHMUECKOTO KOHTpOJA (UKCUPYIOTCS B JOKYMEHTax o
TEXHUYECKOM COCTOSIHUM CTPAaxOBbIX KOINHW, TI/€ JAIOTCA 3aKIIOYEHUs O
HEOOXOUMOCTH M CpPOKax MPOBEACHHS MPO(UIAKTUYECKHUX M PECTaBPAIlMOHHBIX
paboT, U yCTaHABIMBAIOTCA CPOKH CIEAYIOUIETO TEXHUIECKOTO KOHTPOJIS.

[TpoBepka Hanuuus U COCTOSHUS (POHAA MOTB30BAHUS OCYIIECTBISIECTCS C IENbIO
KOHTPOJII 32 COXPAHHOCTBIO KONUU M OpraHU3alMU pPadOThl 1O CBOEBPEMEHHOMY
BOCCTAHOBJICHUIO ()OH]IA TIOJIb30BAHUSI.

OO0BeM M MEPUOJUYHOCTh PabOThl MO MPOBEPKE HAJIWYMS U COCTOSTHUS (POoHIa
MI0JIb30BAHUS OMPEEIIAIOTCS C YUETOM €ro 0011ero oobemMa, coctaBa, MHTEHCUBHOCTU
BBIJIa4M KOIIMI M YaCTOTHI MX BOCIIPOU3BEICHNUS, & TAKKE YCIOBUN XPAHECHHUS.

Hepez[aqa CTpaxoBOIo (bOHI[a Ha CIICOHNAJIBHOC XPpaHCHHC

(m. 2.11.13.3 He pacnpocTpaHseTcsi Ha TOCYJapCTBCHHBIC M MYHUIIHITAJIbHBIC
My3eH 1 OMOJIMOTEeKH, opranuzanuu Poccuiickoit akajieMun HayK)

2.11.13.3. lleHTpaJM30BaHHOE XPAHEHHE CTPaxoBOro (OoHAA OCYIIECTBIISET
(denepalibHbI TOCYJAPCTBEHHBIM apxuB - LleHTp XpaHeHus cTpaxoBoro ¢onnaa
(IXCD).

XpaHeHue cTpaxoBoro (oHAa TOCyIapCTBEHHOIO apXxuBa cyobekTa Poccuiickoit
Penepald M MYHHIMOAIBHOIO apXHWBa MOXET OCYIIECTBISTh CIIELHAIBHOE
apXMBOXPAHWIIMIIE, PpACIOJIOKEHHOE Ha Tepputropun cyobekta Poccuiickoi
denepanum.

Pazpemenune Ha mepemady crtpaxoBoro ¢onma B IIXCD paer cmernuaibHO
VIOJIHOMOYCHHBIN  (pefiepalbHbIii  OpraH HCHOJHUTEILHOM BIacTd B  cdepe
apXUBHOTO JIeJIa TI0 pe3yJIbTaTaM PacCMOTPEHHUS JAOKJIAIHON 3aUCKU (eaepatbHOro
roCyJapCTBEHHOIO apXMBa WJIM YIIOJIHOMOYEHHOTO OpraHa MCIOJHUTEIbHOW BIIACTH
cyobekta Poccuiickoit ®denepannu B cdepe apXuMBHOro Jeina O TOTOBHOCTU K
OTIPABKE CTPAXOBBIX KOIMHUH.

Pa3pemienne  Ha  mepemayy — cTpaxoBoro  ¢GoHAa B CHEUUAIBHOE
apXMBOXPAHWIIMIIE, pACMOJIOKEHHOE Ha TeppuTtopun cyobekta Poccuiickoi
deneparuu, TOCyIapCTBEHHOMY apxuBy cyoObekTa Poccuiickoit denepauvu wu
MYHUIUMTNIAJTBHOMY apXHBY J1a€T YIOJHOMOYEHHBIH OpraH MCHOJHUTEIBLHOW BiIACTH
cyorekta Poccuiickoit ®enepani B cepe apXUBHOTO Jejla Ha OCHOBAaHUU
JOKJIAIHOM 3alUCKHU apXMBa O TOTOBHOCTH K OTIIPABKE CTPAXOBBIX KOMUM.

[Tpuem-niepenaya cTpaxoBOoro (oOHIA OCYIIECTBISETCS Ha OCHOBAHWU IpHUKa3a
COOTBETCTBYIOILIETO YIMOJHOMOYEHHOI'O OpraHa HCIIOJIHUTEIbHON BJacTh B cdepe
apXUBHOTO JIeJ1a aKTOM YCTaHOBJIEHHOW ()OPMBI, K KOTOPOMY IIPUIIATratOTCsL:

ONKCU 0CO00 LEHHBIX JeJ, JTOKYMEHTOB WM KON OMMCEN /1€, JOKYMEHTOB, C
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KOTOPBIX M3TOTOBJIEH CTPAaxOBOHM (POH[, UM MEPEUYeHb HOMEPOB 0CO0O0 LEHHBIX e,
JIOKYMEHTOB (HOMEPHHUK);

OIKCH NEPEaBAEMOro CTpaxoBoro (GpoHma;

aKThl TEXHUUYECKOTO COCTOSIHUSI KOIIUN CTPaxoBOro (hoHaa;

COIPOBOJMTEIIBHBIE JOKYMEHTHI Ha TPAHCIIOPTHYIO Tapy.

CrpaxoBble KOIIMU B MOPSAKE PACHOJIOKEHUS HUX B OIMUCH CTPaxoBOro (oHaa
[OMEIIAIOTCA B COOTBETCTBYIOLIYK) Tapy [UIi TPAaHCHOPTUPOBKH, HWMEIOILYIO
MIOPSAKOBYIO HYMEpALMIO B MPEIENax OTIPABIIEMOM IMAPTUH, M HANPABISIOTCS B
OIUIOMOMPOBAHHBIX  KOHTEWHepax. B compoBOIMTENbHOM  JOKYMEHTE  Ha
TPAHCIIOPTHYIO Tapy YKa3bIBalOTCs €€ KOJIMYECTBO U YHCIIO CTPAXOBBIX KOIHMU B HEH,
CTaBSITCS MOANMCHU JOJDKHOCTHBIX JIML], OTBETCTBEHHBIX 34 Mepenady.

AKTBl mnpueMa-niepefayd C MNPWIOKEHUSIMHA T[OMEIIAIOTCS B  OTIACIbHYIO
YIAKOBKY ¢ ToMeTKOM "COnpOBOIUTENBHBIE TOKYMEHTHI'.

Omulata pacxol0B MO  OTHpPaBKE CTPaxoBOro (oHJIAa  IPOU3BOJIUTCS
OTIPABUTEIIEM.

CrtpaxoBaHue TOKYMEHTOB ApXUBHOTO (pOH]1a
Poccutickon ®@enepanuu

2.11.14. CrpaxoBanue 1okymMeHTOB ApxuBHoro ¢onma Poccuiickoit @enepanmu
HaIpaBJI€HO Ha O0ECHeYeHHEe HMX COXPAHHOCTH, BO3MEIIEHHE yuiepOa B cllydae
KPa)KH, YTPaThl, MOBPEKICHUI 1 THOTO BO3MOYKHOTO yiepoa.

CrpaxoBaHHIO MTOJIEKAT:

ToKyMeHTbl ApxuBHoro (onaa Poccuiickoit denepannu, a Takke MOJICKAIINE
BO3BPAIIEHUIO UX KOIMHH, BEIBOBUMBIC 32 pyOexk ISl SKCTIOHUPOBAHUS HA BBICTABKAX,
pecTaBpalyu Ui ¢ IpyTUMU LIEJISIMU;

YHUKAJIbHBIE ~ JOKYMEHTBI, IIPEAOCTaBISIEMbIE JUIl OKCIIOHMPOBAHUS  Ha
BBICTABKaxX BHYTPU CTPAHBI.

B HCKITIOYMTENBHBIX CITydasX TMOJl 0053aTeIbCTBO B JIOTOBOPE O BO3MEIICHHUH
OpraHu3aTopaMHu BBICTABKM yIepOa B ciydyae yTpaThl WM TOPYH YHUKAIHHBIC
JOKYMEHTBl MOTYT OKCIIOHMpPOBaThCA ©O€3 CTpaxoBaHUSI HA OpPraHU3yeMbIX B
Poccutickon @enepanumy BbICTaBKaX.

CrpaxoBas oneHka TOKymMeHTOB ApxuBHoro (onna Poccuiickoit ®enepanuu
MPOBOJIUTCSI B ApXUBE KOMUCCHUOHHO.

Kareropust nenHoctu nokymeHToB ApxuBHoro gonna Poccuiickoit @enepanyu
U pasMep HX CTPAaxOBOM OLEHKM YCTAHABIMBAIOTCA HA OCHOBE CHELUAIbHBIX
METOJUYECKUX pa3paboToK.

Pe3ynbpTaThl cTpaxoBOW OLIEHKH IOKyYMEHTOB ApxuBHOro (onga Poccuiickoit
Odeneparun  0pOPMIISIIOTCSI aKTOM  CTPaXOBOM OIIEHKH apXMBHBIX JOKYMEHTOB,
KOTOpPBIA  MPEICTABISAECTCS B  COOTBETCTBYIOUIMKA  YIIOJTHOMOYEHHBIM  OpraH
WCIIOJTHUTEIILHOMN BJIAcTH B cepe apXUBHOTO Jiea.

OdopmiieHre BpeMEHHOTO BhIBO3a IOKYMEHTOB APXHUBHOTO (POH/Ia
Poccuiickoii @eaepannu 3a pyoex



2.11.15. Jlns paccMOTpeHuss BOIpPOca O BO3MOXXHOCTH BPEMEHHOIO BbIBO3a
nokyMeHTOB ApxuBHoro ¢onaa Poccuiickoii denepanuin apXxuB MpPEJICTABISIET B
CHEIUaIbHO YIOJIHOMOYEHHBIH (enepaibHblii OpraH HCIOJIHUTEIbHONW BIACTU B
cdepe apXUBHOTO JIena:

KOIMIO JOTOBOpa O IPOBEICHHUM BBICTABKH, PECTABPALMOHHBIX WM JAPYIUX
pabor;

nepedeHb  JIOKyMeHTOB  ApxuBHoro ¢onga Poccuiickoit  denepanun
YCTaHOBJICHHON (DOPMBI, TIpETHA3HAYCHHBIX K BDEMEHHOMY BBIBO3Y;

KOMMM  CTPAXOBOTO  IMOJIACA, TapaHTUW NPUHUMAIONIEH CTOPOHBI U
rOCYy/IapCTBEHHBIX OPraHOB CTPaHbl HA3HAYEHHS B OTHOUICHHH COXPAHHOCTU U
BO3BpAaTa BPEMEHHO BBIBO3UMBIX KYJIbTYPHBIX IEHHOCTEN;

NUCBMEHHOE TOATBEPKIACHHUE YIOBICTBOPUTEIHLHOTO (DU3MUECKOTO COCTOSHHS
nokyMeHTOoB ApxuBHoro ¢onnga Poccuiickoit ®Depepaiiuu, MO3BOJISIIONIETO UX
TPaHCIIOPTUPOBATH U AEMOHCTPUPOBATH, & TAKKE HAITUYUS UX CTPAXOBBIX KOIUN;

paspenieHue YIoJHOMOYEHHOTO OpraHa HCIIOJIHUTEIbHON BJIACTH CYObEKTa
Poccuiickoit ®@enepannn B cepe apXUBHOTO jenia (TOIBKO JJIS TOCYJapCTBEHHBIX
apxuBOB cyObekTOB Poccuiickoit deneparun);

paspelnieHue opraHa MECTHOTO CaMOYTIpaBiieHUs (TOJBKO IS MyHUITUIIATILHOTO
apXuBa);

JIpyrue HeoOXOJUMble JOKYMEHThI B COOTBETCTBHUM C YCTAHOBJIECHHBIM
MIOPSJIKOM.

B cooTBeTCTBUM C YCTaHOBIIEHHBIM IMOPSAJIKOM TOCYIapCTBEHHOM SKCIEPTU3BI U
KOHTPOJISI 3a BBIBO30OM M BBO30M KYJBTYPHBIX II€HHOCTEM [JI1 TOJYYCHUS
CBHJIETEJILCTBA HA MPABO BBIBO3a KYJIbTYPHBIX LIEHHOCTEN C TeppuTOoprn Poccuiickoi
Qenepauuy  yKa3aHHbIE JIOKYMEHTBI BMECTE€ C 3aKJIIOYEHHWEM  CIIELUAIbHO
YIOJHOMOYEHHOTO (peiepaibHOr0 OpraHa MCIOJHUTEIBHOM BIacTH B  cdepe
apXMBHOTO JieJla U JPYTUMH HEOOXOJIMMBIMU JTIOKYMEHTAaMHU TMPEICTaBISIOTCS B
CHeIUaIbHO YIOJHOMOYECHHBIH (DenepanbHbli OpraH HWCIOJHUTEILHON BJIAcTH B
chepe rocymapCTBEHHOTO KOHTpOJS 3a BBIBO30M U3 Poccuiickoit denepanum u
BBO30M Ha €€ TEPPUTOPHUIO KYJIbTYPHBIX LIECHHOCTEM.

Jlnst mpojsieHrs B OCOOBIX Cy4yasix CpOKa BPEMEHHOTO BBIBO3a JOKYMEHTOB
ApxuBHoro (ouna Poccuiickoit denepanuyn apxuB MPEJCTABISET B CHEIUATBHO
VIOJIHOMOYCHHBIN  (pefiepalbHblii  OpraH HCHOJHUTEILHOM BIacTd B  cdepe
roCy1apCTBEHHOTIO KOHTPOJIS 32 BbIBO30M M3 Poccuiickoil denepaiuu 1 BBO3OM Ha
€€ TEPPUTOPHUIO KYJIbTYPHBIX LICHHOCTEM:

KOMUIO JOTOBOPA O MPOJJICHUU CPOKA BBICTABKH, PECTABPALIMOHHBIX WU APYTHUX
pabor;

KOMMU  CTPAXOBOTO  TMOJIUCA, TapaHTUM NPUHUMAIONIEH CTOPOHBI U
rOCyIapCTBEHHBIX OPraHOB CTpaHbl HA3HAYEHHS B OTHOUICHHH COXPAHHOCTH H
BO3BpAaTa BPEMEHHO BBIBO3UMBIX KYJIbTYPHBIX EHHOCTEN;

3aKTIOYCHUE  CICNHUAIBHO  YIOJHOMOYEHHOTO  (hefiepaiIbHOTO  OpraHa
WCIIOJTHUTEIILHOMN BJIAcCTH B cepe apXUBHOTO JIEIa;

Ipyrue HeoOXOIWMbIe JTOKYMEHTBI B COOTBETCTBHH C YCTAHOBJIECHHBIM
MOPSIKOM.



ObecnieueHne COXpaHHOCTH aPXUBHBIX JOKYMEHTOB
IIPU YPE3BBIYANHBIX CUTYAIUAX

2.11.16. K upe3BblYallHBIM CHUTYyallUsIM OTHOCSITCSA OOCTOSITEILCTBA, TIPH
KOTOPBIX HEBO3MOKHO BBIMIOJHEHUE apXHMBOM B IMOJHOM OOBEME BO3JIOKEHHBIX Ha
HEro 3aJad B COOTBETCTBUU C TpeOoBaHMsIMU HacTosimux [lpaBun u Apyrux
HOPMAaTUBHBIX ITPABOBBIX AKTOB, CO3JAETCSA yIrpo3a >KU3HH M 3J0POBBIO JIIOJIEH,
COXPAaHHOCTH APXUBHBIX JOKYMEHTOB ApXMUBA.

K 4pe3BpI4aiiHbIM CUTYyalUsIM OTHOCSATCS:

OOBSIBJICHHE CTENIEHEN TOTOBHOCTH IPaKAAHCKOW 00OPOHBI;

BBEJICHHE B JICWCTBHE IUITAHOB I'PAXKIAHCKONH OOOPOHBI;

OOBSIBJICHHE B TOCyJapcTBe (PETHOHE, TOpPOJAE) pEeKUMa UYPE3BbIYAHHOTO
ITOJIOKECHUS;

NOKap, TEXHOTCHHbIE KaTacTpo(pbl U CTUXUNHBIE OEICTBUSA, NMOBIUSABIINE Ha
KU3HEACATEIIBHOCTh apXUBA;

VCYE3HOBEHNE WM II0pYa apXMBHBIX JIOKYMEHTOB, XHILIEHHE WIM I0pYa
MMYILIECTBA B PE3yJIbTaTe NPOHUKHOBEHUS B APXUB IIOCTOPOHHUX JIFOAEH WIN IPYTUX
IIPOTUBONPABHBIX JICUCTBUM;

aBapUU CUCTEM JKU3HEO0OECTIEUeHUs apXHBa, a TAKXKe 3aHUs apXUBa;

CHSTHE OXPaHbl APXUBA;

Ipyrue oOCTOSITENbCTBA, BBIHYKIAIOIIME PYKOBOJCTBO apXuWBa MPUHATH
pemieHMe 00 M3MEHEHMHM pexuMma padoThl apXvBa WIH MPUOCTAHOBJICHUH €ro
NEATEIIBHOCTH.

C yyeToM BO3MOKHBIX YpE3BBIYAMHBIX CUTyallUid apXuB pa3paldaThIBaeT U MpU
HEO0OXOJAMMOCTH MEPUOIUYECKH MEPECMATPUBAET IJIaHbI KOHKPETHBIX MEPONPUATUN
U Apyrrie HOPMaTUBHBIE JOKYMEHTBI O pad0Te B UPE3BbIYAITHBIX CUTYALIMSIX.

[Inanel U Ipyrue TOKyMEHTHI 0 MOOMIM3aIMOHHOM MOATOTOBKE, TPaXKIAHCKOM
000poHe apxuBa pa3pabaThIBAlOTCS B YCTAHOBJIEHHOM IOPSIJIKE.

[Imanpl MepoONpUATHIM apXWBa HaA CJIy4aldl YpE3BbIYANHBIX CUTyallHUi, HE
OTHOCSIIHMECS K MOOWJIM3aLlMOHHON MOATOTOBKE U I'Pa)KAAaHCKOW OOOpOHE, TOJIKHbI
COIJIaCOBBIBATBCS C OPraHU3alMOHHBIMA M PaCHOPSAUTEIBHBIMU JTOKYMEHTaMHU
apxuBa, pa3padOTaHHBIMU 10 JIMHUHA MOOUIN3AaLMOHHON OJTOTOBKU U I'PaX1aHCKON
00O0pOHBI.

C conepaHuEM IUIAHOB MEPONPHUITUN W APYTMX HOPMATUBHBIX JOKYMEHTOB,
OMpENENAIoNMX padoTy apXuBa MNPU YPE3BBIYANHBIX CUTYyalUsX, JOJKHBI OBITH
O3HAKOMJICHbI PAaOOTHUKM apxXvBa B YACTH, HMX Kacawolieics, ¢ o00sg3aTelbHbIM
BBITIOJIHEHUEM TpPeOOBaHUM, YCTAHOBJIEHHBIX B OTHOIIEHUM JOCTyNa K CBEICHUSIM,
COCTaBJIIFOLIIUM IOCYJapCTBEHHYIO TalHY.

BeimonHeHne B apXuBE€  MEPONPHUATHH, NPEAYCMOTPEHHBIX  IUJJAHAMH
MOOWIM3AaIMOHHON TOJATOTOBKM M TPaXJAaHCKOM O0OOpOHBI, OCYLIECTBIIAETCS
COTJIACHO JTUM ILJIAHAM B YCTAHOBJICHHOM IOPSIIKE.

II1. Opranuzamnus y4eta JOKyMEHTOB apXUBHOTO (OHIa
Pocculickon @enepanuu u Ipyrux apXuBHBIX JOKYMEHTOB B apXUBE



3.1. OmnpeneneHue KOJIMYECTBA M COCTaBa JOKYMEHTOB ApPXHUBHOrO (oHaa
Poccuitickonn ®epepanun ¥ ApYyrUX ApXHMBHBIX JOKYMEHTOB B apXuWBE B
YCTAHOBJICHHBIX €IMHUIAX YYETa M OTPAXKEHHE HSTOr0 KOJUYECTBA U COCTaBa B
YUETHBIX JOKYMEHTAaX OO0EeCrneYrBaeT OPraHu3allMOHHYIO YIOPSAOYEHHOCTh M
BO3MOKHOCTb aJJPECHOTO IMOUCKA APXUBHBIX IOKYMEHTOB, KOHTPOJIS 32 UX HAJIMYUEM
U COCTOSTHUEM.

ApXUB OCYILIECTBIISIET FOCY/IAPCTBEHHBIN Y4E€T apXUBHBIX JOKyMEHTOB. CocTaB
Y TIOPSAJOK BEAEHUS TOKYMEHTOB FOCYJapCTBEHHOTO Y4Y€Ta aPXUBHBIX JOKYMEHTOB, B
TOM uucie (QopMbl MAcrmopra apxuBa M MACIOpTa HWCTOYHUKA KOMIUICKTOBAHMS
apxvBa, W TMOPANOK MX IPEIACTABICHUS YCTAHABIMBAIOTCA PerimamenTom
rOCyJapCTBEHHOTO y4eTa TOKyMEeHTOB ApxuBHoro ¢onma Poccutickoii @eaepamnmm.

Yuery nojexar:

XpaHAIIMECS B apXUBE apXWBHBIE TOKYMEHTBI, B TOM YHCIIE HEONUCAHHBIE U
Henpo(uiIbHBIE [UIsI JAHHOTO apXHBa, a TAaKXXE CTPAaXOBble KONUHM apXUBHBIX
JOKYMEHTOB UM KOIMHU (POH]IA TIOJIb30BaHUs, ONUCH JI€T U TJOKyMEHTOB;

JNOKyMeHThl ApxuBHoro ¢onna Poccuiickoit ®@enepanuu, a Takke JTOKYMEHTbI
I10 JINYHOMY COCTaBY, XpaHALIMECS B UCTOUHUKAX KOMIUIEKTOBAHMSI ApXUBA.

Yyer npous3BOAWTCA IMyTEM IPUCBOCHUS apXWBHBIM JOKYMEHTaM (€IMHHMIIAM
XpaHEHUs/€AUHUIIAM y4YeTa) YYETHBIX HOMEPOB, SIBIISIFOIIMXCS COCTAaBHOM YacCThbIO
apXUBHBIX MHU(POB.

ApxuBHbIN mudp (0003HaUYEHNE, HAHOCUMOE Ha KKIYI0 €AUHUILY XPaHEHUS C
LEIbI0 OOecrevyeHus €€ ydyeTra U HIASCHTU(HUKAUU) COCTOUT U3 CIEIYIOIINX
AJIEMEHTOB: COKPAIIEHHOTO0 Ha3BaHUsS apxuBa (ero opuuuanbHO abOpeBUATyphl) U
HOMEPOB: ApXUBHOTO (hOHAA, ONTUCH eI, JOKYMEHTOB, €AMHULIbI XPAaHEHUS, €AMHULIbI
y4erTa.

B cocraB apxuBHOro mmdpa €IUHULBI XPAHEHHUS ayJHOBHU3YyaJbHBIX
JTIOKYMEHTOB BKJIIOUAIOTCS Takke 0003HaueHMs (OyKBEHHbIC U ITUGPOBBIC) IJIEMEHTA
KOMIUIEKTa, pa3Mepa HEeraTtuBa, BHJIa HOCHUTENs 3BYKOBOW HMH(OpMalMU; €IUHUIBI
XpaHEHUs! JJEKTPOHHBIX JOKYMEHTOB - (opmara 3amucd W BHJAAa HOCUTEINS
uHdopmaIuu.

3.1.1. loxymentsl ApxuBHoro (onna Poccuiickoit denepariu, 0JHOBPEMEHHO
Bxojsmue B coctaB MyseitHoro ¢onaa Poccuiickoit depepanuu, y9uTHIBAIOTCS B
COOTBETCTBHUHM C IMOPSIKOM, YCTAaHOBJIIEHHBIM HacTosIMMU [IpaBriiaMu 1 mopsikoM,
YCTAaHOBJICHHBIM  CIELHUAIBHO  YIMOJHOMOYEHHBIM  (eAepalibHbIM  OpraHOM
WCTIOJHUTENbHOM BiiacTH 111 My3seiinoro ¢onna Poccuiickoii @enepanuu.

Joxymentsl ApxuBHoro ¢ounga Poccuiickoit ®enepannu, OIHOBPEMEHHO
BXOJSIIME B COCTaB OMOIMOTEUHBIX (POHMIOB, YUYUTHIBAIOTCS B COOTBETCTBUHU C
HactoAamMu  [IpaBumaMu ¥ TOPSIAKOM,  YCTAHOBJICHHBIM  CHELUAJIBHO
YIOJHOMOYEHHBIM  (peiepalbHbIM  OpPraHOM  HWCIHOJIHUTEIBHOM  BIACTU  JUIS
oubmmoTteunbix GhoHI0B Poccuiickoit deaeparumn.

3.2.  VYyer apxuBHBIX JOKYMEHTOB B  TOCYJAapCTBEHHOM  apXWUBE,
rocy/1apCTBEHHOM M MYHHULIMIIAIBLHOM My3ee, OnbinoTeke, opranusauun Poccuiickoi
aKaJeMHH HayK OCYLIECTBJISETCS CHELUATbHBIM IMOAPA3/ACIICHUEM WJIM BO3Jaraercs
Ha CMENHAIBHO BBIICIEHHOTO paOOTHHKA.

B apxuBoxpaHWwIHIlEe TOCYIAPCTBEHHOTO apxWBa, OpraHu3auuu Poccuiickou
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aKaJeMUd HayK Ha3HayaeTcsi pa0OTHHK, OTBETCTBEHHBIM 3a YYEeT apXUBHBIX
JOKYMEHTOB apXUBOXPAaHUIMILIA.

Yyer apXuBHBIX JTOKYMEHTOB, XPAaHAIIUXCS B HCTOYHHMKAX KOMIUIEKTOBAHMSI
apXMBa, OCYLIECTBISETCS CHELUAIbHBIM ITOAPA3ICICHUEM apXHUBa WJIM BO3JIAracTCs
Ha CIELHAJbHO BBIJCIEHHOTO pa0OTHUKA, OTBETCTBEHHOTO 3a OpraHHU3aLUI0
KOMIUJIEKTOBAaHUS apXHBa apXUBHBIMU JOKYMEHTAMM.

Yyer apXMBHBIX JOKYMEHTOB B MYHULHUIIAJBHOM apXMWBE M apPXHUBHBIX
JOKYMEHTOB, XPaHAIIUXCS B €ro HMCTOYHUKAX KOMIUIEKTOBAHMS, OCYLIECTBISIOT
3aBeIYIONINI MyHUIIUTIATbHBIM apXUBOM H/WIIH CHEIUAIBHO BBIJEICHHBIN PaOOTHHK.

3amucu B yYeTHbIE  JOKYMEHThI ~ BHOCSTCS  TOJNBKO  pabOOTHUKaMH,
OTBETCTBEHHBIMHU 32 yYeT.

3.2.1. B apxuBe pa3pabaTbiBaloTCA TMOPAJOK M CXeMa YydeTa apXHUBHBIX
JOKYMEHTOB.

[lopsimok ydera apXWBHBIX JIOKYMEHTOB OINPENEISET COCTAaB  YYETHBIX
JOKYMEHTOB M YYETHBIX 0a3 JIaHHBIX, BEAYLIUXCS LEHTPAIU30BAHHO U B KaXJI0M
apXUBOXPaHWIHUIIE; 3aKPEIISeT MOCIEI0BATEIbHOCTh BBIIIOJIHEHUS padoOT MO yUeTy.
Cxema yyeTa apXMBHBIX JIOKYMEHTOB B rpaduueckoil ¢popme (PUKCHPYET MOPSIOK
y4era.

[lopsimok M cxema ydyera apXHWBHBIX JOKYMEHTOB B ApXUBE YTBEPKIAIOTCS
MPUKA30M PYKOBOJUTENA (3aBEIYIOIIET0) apXUBa(OM).

3.2.2. Y4eTHbIE€ JOKYMEHTHI, KPOME OIUCEMN eI, TOKYMEHTOB, MPEIHA3HAUYCHBI
IUISL CIIY’KEOHOTO TOJIb30BaHUSI M TIOJB30BATENIM HE BbIAAIOTCA. B OTHeNbHBIX
CIIyYasix IO PEIICHHUIO PyKOBOJCTBA apXHUBa MOXET ObITh BBIAAHO A0 (OoHAA.

3.2.3. XpaHEHHE YYETHBIX IJOKYMEHTOB OCYLIECTBIIIETCS B YCTaHOBJIECHHOM
nopsiake (em. 1. 2.11.4.1.3).

EnvHunel yuera apXuBHBIX TJOKYMEHTOB

3.3. OCHOBHBIMU €IMHUIAMH Yy4Y€Ta apXHBHBIX JOKYMEHTOB HE3aBHUCHUMO OT
BHJIa HOCUTEJISI, CIIOC00a M TEXHUKH 3aKpeTieHUs: WH(POpMaIUU SBIISIOTCS apXUBHBIN
GboHA U eTMHUIIA XPAHCHHUS.

AyIUMOBU3yaIbHBIE W BJEKTPOHHBIE JOKYMEHTHI YUMTBIBAIOTCS TaKXe [0
€UHULIAM YyYeTa.

ApXUBHBIE JOKYMEHTHl JIMYHOTO TPOUCXOXKACHUS, TMPOIICANINE TOJIBKO
MIEPBUYHYIO 00PA0OTKY, YUUTHIBAKOTCS MO JOKYMEHTAM WM JIUCTAM.

HeynopsimoueHHble apXUBHBIE TOKYMEHTHI (POCCHINB) YYUTHIBAIOTCS U3 pacyeTa
150 nmucTOB B OJTHOM YCIIOBHOM €MHUIIE XPaHCHHUS.

3.3.1. B nensax Hactosiuux [IpaBui uCMosib3y0TCs CIEIYIONIUE MOHSITUS

CIUHUIIA XpaHEHUsI - (PU3NYECKU O00O0COOJECHHBIE APXUBHBIM JOKYMEHT WIIU
apXUBHBIE JOKYMEHTHI;

CAVHUIIA XPAHCHUSI ApXWBHBIX JOKYMEHTOB Ha OyMaKHOW OCHOBE - JIENIO -
OTIIETbHBIN(E) apXuBHBIN(E) JOKYMEHT(BI), 3aKIIOYCHHBI(€) B 000COOJICHHYIO
00JIOXKKY, MaIKYy;

eIMHULA XpaHEHUS KHUHOJAOKYMEHTOB - (U3MYECKH OOOCOOJIEHHBIM pYJIOH
KHUHOIIJIEHKH WJIM MarHUTHOM JICHTHI C 3aMHMChI0 M300pa3UTENIbHON W/WIIA 3BYKOBOM



uHbOopMaIuy;

eIUHUIIA XpaHEHUs (POTOJOKYMEHTOB - (HU3WYECKH O0O0COOJEHHBIN Kajp
(weratuB, AyOib-HEraTuB, IO3WTUB, CJAWI (IIUAMO3UTHUB), HECKOJBKO KaJpOB
aHOpPaMHOM CheMKH, (P OTOOTIIEYATOK, PYJIOH TuaduiIbMa, poToaaroom;

eAVHUIIA XpaHEHUS (POHOJOKYMEHTOB - (DU3UYECKH OO0O0COOJICHHbIE PYJIOH
KUHOIUJICHKU, MATHUTHON WM OyMa)KHOM JICHTBI, KacceTa, BOCKOBOM BAJIMK, JHUCK C
3aMKChIO 3ByKOBOM MHPOpPMALIUU;

CAVHMIIA XPAaHCHUS BHUACOJOKYMEHTOB - (pu3udyecku 000COOJIEHHBIC PYJIOH
MarHMUTHOM JIGHTBI, Kaccera, IUCK C 3aluChi0 H300pa3UTENbHON U 3BYKOBOU
uHbOpMaIuy;

eIMHUIIA XPAHEHHUS SJCKTPOHHBIX TOKYMEHTOB - (U3NYECKH 000COOICHHBIN
HOCHUTEJb C 3aIUCBhI0 YaCTU BJICKTPOHHOTO TOKYMEHTAa, OJHOTO WM HECKOJBbKHX
AIIEKTPOHHBIX TOKYMEHTOB;

CAVHUIA yYeTa KUHOJIOKYMEHTOB - 4YacTh €JMHMIIBI XPAaHEHHWS, OJIHA WM
HECKOJIbKO €JMHHULl XpaHEHHs C 3alliChi0 ONPENEICHHOTO (uiibMa, >XypHaia,
CHELBBINTYCKA, CIOKETA U T.IL.;

eIMHULA y4yeTa (POTONOKYMEHTOB - OJHA WM HECKOJBKO €IUHUI] XPAHEHHUS C
3aMKChI0 ONPEEICHHOTO AUaduibma;

eauHUIa ydeTra (OHOIOKYMEHTOB - 4YacTh EJUHUIIBI XPAaHEHHs, OJIHA WIH
HECKOJIBKO €MHMII XPaHEHUs C 3alKChi0 3ByKOBOM MH(pOpManuu o0 onpeaeaeHHOM
COOBITHH, TPOU3BEJICHUU JIUTEPATYPbl M HMCKYCCTBAa (HECKOJIBKHX MPOU3BEICHUMN
JUTEepaTypbl M HCKYCCTBA, OOBEAMHEHHBIX IO aBTOPCKOMY, TEMAaTHUECKOMY WU
APYTUM HpU3HAKaM) U T.I1.;

eIMHUIIA y4YeTa BHUACOJOKYMEHTOB - YaCTh CJAMHHUIIBI XPAaHEHHS, OJHA WJIH
HECKOJIBKO €JIMHUI] XPaHEHHUsS C 3alUCBhI0 ONMPENEJICHHOTO CIOKETa, MPOU3BEACHUS
JUTEepaTyphl U HCKycCTBAa (HECKOJNBKHX MPOM3BEICHUIN ITUTEpaTyphl U HCKYCCTBA,
O0OBEIMHEHHBIX IO aBTOPCKOMY, TEMAaTHUECKOMY WJIM APYTUM IpPU3HAKAM) U T.I1.;

CAMHMIIA y4YeTa JICKTPOHHBIX TOKYMEHTOB - YacTh €JMHHUIIBI XpAaHEHUS, OJHA
WIM HECKOJIbKO €JIMHUI[ XPAaHEHHUS C 3alUChI0 YaCTH 3JIEKTPOHHOTO JOKYMEHTa,
OJIHOTO UJTU HECKOJIBKUX 3JIEKTPOHHBIX JOKYMEHTOB.

CucreMa y4eTHBIX JOKYMEHTOB apX1Ba

3.4. B apxuBe BeyTCs OCHOBHBIE (00s13aTENIbHBIE) U BCIIOMOTaTEIbHBIC YUETHbBIC
nokyMmeHTbl. CocTtaB U (POPMbI OCHOBHBIX YYETHBIX JOKYMEHTOB (KpOMeE Macropra
apXMBOXpaHWiIMIa) onpeneneHsl HactosmmMmu [IpaBunamu. CoctaB U (opmbl
BCIIOMOT'aTEJIbHBIX YYETHBIX TOKYMEHTOB OMPEIETSIOTCS apXUBOM CAMOCTOSATEIBHO.

3.4.1. B cocrtaB OCHOBHBIX (0053aTE€NbHBIX) YYETHBIX JIOKYMEHTOB apXuBa
BXOJISIT:

KHUTa y4yeTa IMOCTYIUIGHUH ITOKYMEeHTOB (mpmioxenue N 5) - mist ydera
KKJIOTO MOCTYIUIEHUS APXUBHBIX JTOKYMEHTOB B apXHWB, a TaKK€ KOJIMYECTBA WU
COCTaBa APXMBHBIX JOKYMEHTOB, IMOCTYNMBIIMX HA XPAaHEHUE 3a ONPEIACICHHBIN
XPOHOJIOTMYECKHUI EPUOJ BPEMEHH; COCTOSIHUSI MX OMUCAHUS;

criucok GouoB (puioxkerne N 6) - IUIss pErucCTpaIiy MPUHATHIX Ha XpPaHCHUE
apXUBHBIX (DOH/IOB, IPUCBOCHUS UM HOMEPOB, yUeTa KOJIMYECTBA apXUBHBIX (DOH/IOB,



HAXOJIANIUXCS HA XPAaHEHUHU U BHIOBIBIIHNX;

mucT GoHAa - Ui yyeTa B paMKax apXMBHOro (POHJIa KOJMYECTBA M COCTaBa
omucel nen, AOKYMEHTOB M MX HyMEpallH, KOJWYECTBa MU COCTaBa apXHBHBIX
JIOKYMEHTOB, COCTOSIHUSI UX ONUCAHUSI, TMHAMUKN U3MEHEHUI 10 KaXKI0M OMUCH Je,
JOKYMEHTOB W apXUBHOMY (OHAY B 1eJoM, (DUKCAlMM M3MEHEHUW B Ha3BaHUU
apXuBHOTO (POH[A;

JUCT YyuyeTa ayJAMOBU3yaJIbHBIX JIOKYMEHTOB - [JIsi y4yeTa KOJUYEeCTBa
ayTMOBU3yaJIbHBIX JOKYMEHTOB ONPEICICHHOTO BHAA TMpH UX HEPOHAOBOMH
OpraHM3aliy;, y4yeTa M HyMepaluh OIUCeH ayJIuOBU3YAIbHBIX JIOKyMEHTOB,
TUHAMUKHA X U3MCHCHH;

OIUCH i€, JNOKyMeHTOB (mpwioxkenuss N 7 - 8) - g MOSIUHWUYHOTO U
CYMMapHOTO y4yeTa apXWMBHBIX JOKYMEHTOB, 3aKpeIUICHHs TMOpsAaKa HX
CHUCTeMAaTHU3alllM, y4eTa M3MEHEHH B cOCTaBe M 00BbEME apXMBHBIX JTOKYMEHTOB,
BKJIIOYEHHBIX B JAHHYIO OIKCH;

peecTp omnucel zea, JOKYMEHTOB - JJIsl perUCTpallii OIUCEH Jell, TOKyMEHTOB,
yudeTa UX KOJIMYeCTBa U COCTaBa;

WHBEHTApHAsl KHUTA y4eTa Jiell, UMEIOIIMUX B 0(OPMIICHUU WM B TIPUIIOKEHUU K
HUM JparolieHHbIE METAJUIbl U KaMHH, - JUJISl TOCIMHUYHOTO M CYMMapHOIO ydeTa
COCTaBa M COCTOSHUS TaKHUX JIET;

NacropT apXUBOXPaHWIHINA (IPOU3BOIBHOM (POPMBI) - ISl CYMMapHOTO y4eTa
apXUBHBIX (POHJIOB U aPXUBHBIX JJOKYMEHTOB JaHHOTO apXUBOXPAHUIIUIIA;

JIMCT y4eTa U OMMCaHUs YHUKAIBHOTO IOKYMEHTA;

CIHUCOK (POHAOB, COIEPKALINX 0COO0 IIEHHBIE JOKYMEHTHI;

OTMMHKCh 0CO00 IIEHHBIX JIeJ, TOKYMEHTOB WM MepeueHb HOMEPOB 0CO00 IEHHBIX
nen (HOMEpHHUK);

peectp omnuceit 0co00 IEeHHBIX JeN, JOKYMEHTOB;

KHHTa y4eTa MOCTYIUIEHUH CTpaxoBoro (oHaa v PoH 1A MOJIb30BAHUS;

OIHCH CTPaxoBoro GhoHa;

neno GoHaa - KOMIUIEKC JOKYMEHTOB 110 UCTOPUU UCTOYHHKA KOMIUIEKTOBAHUS
(dbonmoobpazoBarens) u apxuBHOTO (POHA, BEAYITUNCS HA KaXK/IbIi apXUBHBIN (OHI,
OOBEMHEHHBIN apXuBHBIM (OHA W APXUBHYIO KOJUICKIMIO; Tpu HEDOHIOBOU
OpraHu3allly ayIUOBU3YaATBbHBIX U JIEKTPOHHBIX TOKYMEHTOB - JIEJI0 OPTaHU3aIUH -
cAaT4uKa TOKYMEHTOB;

JUCT-3aBEpUTENb JeNa - JUIsl y9eTa KOJIMYECTBa JTUCTOB B jelne (mpuioxeHne N
3);

BHYTPEHHSISI ONHWCh JOKYMEHTOB Jelia - Ui Jell, B COCTaB KOTOPBIX BXOJST
YHUKAJIbHBIE TOKYMCHTHI.

3.4.2. B cocTaB BCIOMOTATENIbHBIX YUYETHBIX JOKYMEHTOB ApPXUBA BXOJISAT:

KapTOYKU W KHHUTH JBWXKEHUS (DOHIOB, ONMHCEH J1eJ1, TOKYMEHTOB, KHHTH y4eTa
JIOKyMEHTOB, TIEPEIaHHBIX B JIPYTUE apXWBHI, KHUTH ydeTa (JOHJIOB M JOKYMEHTOB,
BBIJICJICHHBIX K YHHUTO)XCHHIO, KHUTH TTOBUIOBOTO y4€Ta JOKYMEHTOB H JIp.

ApXHB BIpaBe BECTH APYTHUE BCIIOMOTATEIbHBIC YUETHBIE IOKYMEHTHI, KOTOPHIE
BKJIIOUYAIOTCA B CXEMY y4yeTa IOKyMEHTOB.

BcnomorarenbHpie ydeTHbIE JOKYMEHTHI MOTYT BECTHCHh Ha OyMa)KHOM W/WIIH
AJIEKTPOHHOM HOCHUTEJISIX.
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OO61ue TpeObOBaHMs K YUYETHBIM JOKYMEHTaM apXuBa

3.5. Yder apXuMBHBIX JOKYMEHTOB Iepuoja 10 1917 r. Bemercs pa3aeiabHO OT
yuyeTa apXUBHBIX JOKYMEHTOB Tiepuoja mnocie 1917 r. ¢ caMmocTosTenbHOU
NopsAIKOBOM Hymepanuen GpoHaoB. VckioueHne cocTaBisiioT crieluain3upOBaHHbIC
apXuBbl, XpaHAIIUME AapXUBHbIE JOKYMEHTHl JIMYHOTO MPOUCXOXKICHUS U
ayIMOBU3YaJIbHYIO IOKYMEHTAIIUIO.

Homepa apxuBHBIX ¢oHAOB mepuonaa mocie 1917 1. B apXuBe TOJKHBI UMETh
uHaekc "P", otmensemsiii oT nudpoBoro 0003HAUYECHHS HOMEpPA apXUBHOTO (hOHIA
yeproit (P-1, P-2 u 1.11.).

Homepa apxuBHBIX (OHIOB JHMKBHAUPOBAHHOTO TMAPTUHHOTO apXHBa,
BKJIIOUCHHBIX B COCTaB apXMBHBIX (POHJIOB TOCYIapCTBEHHOTO apxuBa CyOBEKTa
Poccuiickoit denepanuu, 10mkHBI UMeTh MHIEKC "I1", oTnenseMblid oT 1U(POBOro
o0o3HaueHus Homepa apxuBHoro ¢ouaa ueptoii (I1-1, I1-2 u 1.1.).

[lepenymeparniust apXuBHBIX (POHIOB IPOU3ZBOAUTCS B UCKIIOUUTEIBHBIX CIIydasix
U TOJBKO C Ppa3pelieHHus COOTBETCTBYIOUIETO YIIOJTHOMOYEHHOIO OpraHa
WCIIOJIHUTEJILHOM BJIAcTH B cepe apXUBHOTO Jiea.

3.5.1. V3MeHeHUsT B YYETHBIE JIOKYMEHTBI BHOCSTCA TOJIBKO Ha OCHOBAHUU
COOTBETCTBYyIOmUX aktoB (cm. mnm. 3.7.1, 3.7.2, 3.7.3), YTBEpXKIEHHBIX B
YCTaHOBJICHHOM MOPSIJIKE.

[Tocne BHECEHHSI U3MEHEHUMN B yUETHBIC JOKYMEHTHI aKThl IOMEIIAIOTCS B JIETI0
dbonna, npu HEDOHIAOBOM OpraHuU3alMd apXHUBHBIX JOKYMEHTOB - B JIEJO
OpraHU3alliy - CaTYMKA JIOKYMEHTOB.

AKTBI HYMEpPYIOTCS B Jiejie (poHIa MO BUAAM aKTOB B BAJIOBOM MOPSJIKE; MPHU
He(OHI0BOI OpraHU3aIluy ApXUBHBIX JJOKYMEHTOB - B JI€JIe€ OpraHU3alluy - CIaTYuKa
JIOKYMEHTOB.

3.52. B kHHry yuera mOCTYIUICHHH JOKYMEHTOB (mpuiokenue N 5)
MOCJIEAOBATEIBLHO BHOCSTCA BCE NMEPBUYHBIE M MOBTOPHBIE MOCTYIJIEHUSI apXUBHBIX
NOKyMEHTOB. Kaxgoe mocCTyruieHue B MOpenesiax OTYETHOrO Troja MOJydaeT
MOPSIKOBBIA HOMEDP B BAJIOBOM ITOCJIEI0BATEILHOCTH.

Exeronno Ha 1 siHBapsi MOJBOJWUTCS WTOT KOJMYECTBA MOCTYMHMBIIMX 3a TOJ
aApXHUBHBIX IOKYMEHTOB.

3.5.3. B crnucok ¢onaos (npusoxenue N 6) apXxuBHbIN (HOHJ 3amuChIBACTCS
TOJBKO OJIMH pa3 MpH MEPBOM MOCTYIUICHUH B apxuB. He mormyckaeTrcs BHeceHHE
apXUBHOTO (OH/A B CIMUCOK (POHIOB paHee MOCTYIUICHUSI €70 apXUBHBIX JOKYMEHTOB
Ha XpaHEHUe.

Homep, npucBoeHHBIN apXMBHOMY (OHAY IO CHUCKY (DOHJIIOB, SIBISETCS €ro
YYETHBIM HOMEPOM, COXPaAHSETCS 32 HUM BO BCEX YUETHBIX JOKYMEHTaX.

B cnenuanu3npoBaHHOM apXWBE JIOKYMEHTOB IO JIMYHOMY COCTaBY K HOMEPY
apXuBHOTO (HOHA, MPUCBOCHHOMY KOMILJIEKCY JOKYMEHTOB 1O JIMYHOMY COCTaBY
dbonmoobOpazoBaTess, uepe3 apoOb mg00aBisSeTCS HOMEp apXUBHOTO (oHAA, 3a
KOTOPBIM yUT€Ha JOKYMEHTAITUS TI0 OCHOBHOM IeATeTbHOCTH (hOHI000pa3oBaTels.

Jlnst  ydera apxuBHBIX (DOHIOB UCIIOJNB3YIOTCS HOMEpa B  BaJlOBOM
ITOCJIEA0OBATEILHOCTH, a Takke "CBOOOJHBIE HOMepa' - HOMEpa apXWUBHBIX (OHIOB,



apXMBHbIE JOKYMEHTBl KOTOpPBIX paHee ObUIM BBIACIECHBl K YHUYTOXEHUIO B
YCTaHOBJIEHHOM IIOPSAKE WIM BKIIOYEHbl B COCTaB OOBEAMHEHHBIX apXUBHBIX
(OHI0B M KOTOPBIE paHEE HE UCIIOJIb30BAJIHCh.

Homepa yTpaueHHbIX, NEpEJaHHBIX B APYTrU€ apXUBbl apXUBHBIX (POHNIOB, a
TaK)K€ HOMEepa apXMBHBIX (DOHIOB, BOLIEIINX B COCTaB OOBEAUHEHHOTIO apXUBHOTO
(¢oHza, apXUBHBIE JOKYMEHTHl KOTOPBIX pPAHEE MCIIOIb30BAINCh, HE MOTLYT OBITh
IPHUCBOEHBI BHOBb NOCTYNUBIIUM apXUBHBIM (POHIAM.

OObenuHeHHbIE apXUBHBIE (DOHABI W apXHUBHBIC KOJUICKIIMHA YYHUTHIBAIOTCA HA
oOumx ocHoBaHusX. OOBEAMHEHHOMY apXxUBHOMY (OHIY, OOpa3oBaHHOMY U3
apXUBHBIX (OHJOB, pPaHEE YUYTCHHBIX CAMOCTOSITEIBHO, MPHCBAUBACTCS HOMEP
OJIHOTO U3 apXHUBHBIX (DOHOB, BKIIOUYEHHBIX B €M0 COCTAB.

Ha3Banue apxuBHOTO (OHOA BHOCHUTCS B CHHCOK (POHIOB Ha OCHOBAaHUU
MCTOPUYECKON CIIPaBKH WM TUTYJIBHOTO JIMCTA OMKCH J€M, JOKYMEHTOB.

Ha3Banune apxuBHOro (POH/Ia COCTOMT W3 IMOJHOTO M (B CKOOKax) ohHUIIMAIBHO
IPUHATOTO COKPAIIEHHOTO Ha3BaHus (oHAooOpa3oBaTelss C yKa3aHUEM €ro
ITOJTYMHEHHOCTH, MECTOHAXO0X/ICHMS, KpalHUX JaT CYIIECTBOBaHMs. Ecin Ha3BaHue
¢donooOpazoBarenss MEHSIOCh, TO B CIUCKE (DOHAOB YKa3bIBAETCSl €0 IOCIEIHEE
Ha3BaHME B paMKax MEepHO/a, 32 KOTOPbIN MPUHATHI ApXHUBHBIE IOKYMEHTBHI.

Ha3anue o0O0BEIMHEHHOrO AapXUBHOTO (HOHAA COCTOMT M3 OOOOIIEHHOTO
HA3BaHMs BKJIIOYEHHBIX B HETO AapXMBHBIX (POHIOB, M3 Ha3BaHMs PYKOBOJISAIIEH
OpraHu3alyy U 0000IIEHHOTO Ha3BaHUS MOJUYMHEHHBIX €l OpraHu3alui, U3 NepeyHs
Ha3BaHWM CMEHSBIIMX JApYyr JApyra opranu3annii. KoHKpeTHble Ha3BaHUS BCEX
OpraHu3alMii, ApXUBHBIE JOKYMEHTbhl KOTOPBIX BOLLIM B OOBEIUHEHHBIN apXWBHBIN
(boHA, a TaK)Ke UX NEePEUMEHOBAHUS YKa3bIBAIOTCS B JIUCTE (POHIA.

Ha3Banue apxuBHOro (poHIa JIMYHOTO MPOUCXOXKIECHUS COCTOUT U3 (PaMUIUU U
WHULMAJIOB JIMIA, €r0 ICEBJOHMMA, THUTYJA, PaHra, 3BaHMs; Ha3BaHWE APXUBHOIO
¢doHma ceMbr WM poja - U3 GaMWIMKA U MHULMAJIOB TJIABHBIX YJIEHOB CEMbU WIIU
poJla U MX TUTYJIOB, PAaHTOB, 3BaHUil. PamMWINM, UMEHA, OTYECTBA, TUTYJIbI, PAHTH,
3BaHUs, POJCTBEHHBIE OTHOLIEHHUS BCEX YJIEHOB CEMbH WJIM POJA YKa3bIBAIOTCS B
mucte dhoHaa.

B Ha3BaHuMM apXMBHOM KOJUIEKIIMM YKa3blBaeTcid MpU3HAK (MPU3HAKU) ee
(dbopMUpoBaHUs, a MPU HEOOXOJUMOCTU - M €€ COCTaBUTENb (MPEXKHUH Biazesell,
coOupaTeNb KOJJICKIIUHN).

ExxerogHo Ha 1 gHBapst K CHUCKY (POHIIOB COCTaBIIETCS MTOrOBas 3alUCh O
KOJIMYECTBE ApXMBHBIX (POHJIOB, MOCTYMHUBIIMX W BBIOBIBIIMX B TEYEHHE ToAa, U
0011IeM KOJIMYECTBE apXUBHBIX (POHIOB, HAXOASAIIMXCA Ha XPAHEHUH B apXUBE.

Crnucok (oHIOB 3aKiIOYaeTcsl B TBEPAYIO OOJOXKKY, JUCThI HYMEPYIOTCH,
COCTABJISIETCS JINCT-3aBEPUTEIIb.

[lepeneuarka cnucka (OHAOB OCYIIECTBISIETCS TOJBKO C  pa3pelieHus
COOTBETCTBYIOILIETO YIMOJHOMOYEHHOTO OpraHa HCIIOJHUTENBHON BIACTH B cdepe
apxuBHOTO nena. B 3Tom ciydae B ciucok (oHAOB 00s3aTENIbHO BHOCATCS HOMEpA,
Ha3BaHMUS M OCHOBAaHMS BBIOBITHA BCEX AapPXMBHBIX (POHIOB, HOMEpPAa KOTOPBIX
3aHMMAaTh 3aIPEIIACTCS.

3.5.4. Jluct ¢donma cocTaBiseTcs Ha KaXIbli apxuBHBIM (oHA. B Hem
YUUTBHIBAIOTCSl BCE apXUBHBIE IOKYMEHTHI apXUBHOTO (DOHAA, BKIIOYAsi HEONUCAHHBIE



U CEKPETHBIE.

Jluct Qonma MoxkeT OBITh NEPECOCTaBIEH TOJIBKO B Cily4yae, €CId OH
HEUCIIPAaBUMO TOBPEXKJEH WU TEpecTaeT oTpaxkaTh (HaKTHUYECKOE COCTOSHUE U
o0beM apxuBHOTO (oHIa, TMocie MepepaboTKU ApXUBHOTO (OHIA WM CO3/IaHUA
00BEIMHEHHOTO apXUBHOTO (GOHAA, yTOYHEHUss uctopuu GoHaooOpa3oBatens. B
cllyyae TIepecocTaBieHusi Jiucta (OHAA paHee JeWCTBOBABIIMK JUCT (QoHIa
nomeiaercs B 1eno Gonaa. B BepxHeM npaBom yriry 000ux JucToB (HOHAA JeTatoTCs
otMmeTkH: "JIMCT mepecocTaBieH" ¢ yKa3aHUEM JaThl IEPECOCTABICHUS, TOJDKHOCTH U
MOJIIMCH JIUIA, OTBETCTBEHHOTO 32 Y4eT.

JIuctel QOHIOB XpaHATCSA B MOPSIAKE HOMEPOB apXHBHBIX (PpoHAOB B mamke. K
KKIOW TamKe COCTaBISETCS JIMCT-3aBEPHUTENb, TJE YKa3bIBAIOTCS HayallbHBIE U
KOHEYHBIE HOMEpa apXUBHBIX (OHIOB U OOIIee KOJUYECTBO ApXUBHBIX (DOHAOB,
JUCTHI KOTOPBIX HAXOJIATCS B TIATIKE.

K nuctam ¢GhoHAOB BeayTcs ykKaszaTeld JUisl ONEpPaTUBHOTO TOKWCKAa B apXHBE
aApXMBHBIX JIOKYMEHTOB TOW WJIM MHOM OpTaHU3aIuu.

3.5.5. Jluctel ydera ayduOBU3YaIbHBIX JOKYMEHTOB COCTAaBIIAIOTCS TIPH
He(OHIOBOM OpraHU3allMd apXUBHBIX JOKYMEHTOB Pa3JeibHO Ha pa3iu4Hble BUIbI
KMHO(OTO()OHO- U BUIACOJOKYMEHTOB. llopsaok HyMmMepanuu U XpaHEHHUS JHUCTOB
yueTa ayJJMOBU3YyaJIbHbIX JIOKYMEHTOB aHAJIOTHUEH MOPSIKY HyMEpalluu U XpaHEHUs
JUCTOB (POHJIOB.

3.5.6. B ommcu nen, mokyMeHTOB (mpuiokeHmss N 7 - 8) eIuHUIBI
XpaHEHUS/€AMHNIIBI YUeTa YUUTHIBAIOTCS B COOTBETCTBUH C UX CHCTEMaTH3allMel 3a
MOPSITKOBBIMH YYCTHBIMA HOMEPaMHU.

Homepa gen ¢ TEKCTOBOM  CONPOBOJUTENBHOM  JOKYMEHTAIIMEW K
ayJMOBU3yalIbHBIM JOKYMEHTaM JOJDKHBI COOTBETCTBOBAaThH YUYETHBIM HOMEpam
ayJMOBHU3yaJIbHBIX TOKYMEHTOB.

Omnwucsm e, JOKYMEHTOB IPHUCBaUBAIOTCS yYeTHbIE HOMEpA IO JHUCTY (HOHAA;
npu HePOHJOBOW OpraHU3ANMM APXUBHBIX JOKYMEHTOB - TIO JIUCTYy YydYeTa
ayJIMOBU3yaJIbHBIX JOKYMEHTOB ONPEEICHHOIO BUA.

He nomyckaeTrcsi mpucBOE€HUE OMUCAM JIeJ, TOKYMEHTOB OJMHAKOBBIX YUETHBIX
HOMEPOB, 32 UCKIIFOUCHUEM CIIy4aeB, NPEIyCMOTPEHHBIX 1. 3.7.7.

B koHue onucu Jen, JOKYMEHTOB BO BCEX €€ AK3eMIUIpax JeaeTcsi UTOroBast
3aMKCh, B KOTOPOW YKa3bIBAETCS KOJUYECTBO HAXOJSIIMXCS HAa XPAaHCHUM €IUHUIL
XpaHEHUS/CAUHNL] y4eTa, IEPBBId U TIOCTEAHUNA HOMEpa EAMHHII XPaHCHHUS/eIMHHULL
ydera TIO ONKCH, OTOBApPHUBAIOTCS HMMEIOIIHUECS MPOIMYCKH HOMEPOB, JHUTEpPHBIC
HOMEPA, BEIOBIBIIIME STUHUIIBI 1 OCHOBAHNE WX BBIOBITHS.

B uTOroBoif 3amucu K OMUCH J1eJ apXUBHOTO (DOHAA TUYHOTO MPOUCXOXKIICHUS,
BKJIIOUAIOIIEH €MHUIBI XPAHCHUS/COUHUIIBI y4eTa Ha pPAa3IWYHBIX HOCHTETSX,
JOTIOJTHUTETHHO YKa3bIBACTCS KOJMYECTBO TAKUX SAMHUII XPaHEHUS/CAMHUIL yUeTa.

[Tocne Kaxmoro TMOCTYIUICHHWS WM BBIOBITHS apXWBHBIX JOKYMEHTOB
COCTaBJISIETCSl HOBasi MUTOroBas 3allCh K ONWUCHU Jed, JIOKYMEHTOB, KOTOpas
MOJIIMCHIBACTCS €€ COCTAaBUTENIEM C YKa3aHUEM JOJKHOCTH U JaThl COCTABJICHMUS.

Ecnu onuce gen, JOKYMEHTOB COCTOUT W3 HECKOJIBKMX TOJIOBBIX Pa3felioB,
TOMOB, UTOT'OBasl 3alUCh COCTABISETCS K KAKIOMY TOJIOBOMY pa3zieily, TOMY; KpoMe
TOT0, K KaXJIOMY IHOCIEAYIOUIEMY TOJOBOMY paslely, TOMY B HapacTarolleM



MOPSIIKE COCTABIICTCS CBOJIHASI UTOTOBAS 3aITUCh.

Kaxxnas onucey aen, JOKyMEHTOB, TOM OMMCH JIeJl, TOKYMEHTOB JOJIKHBI UMETh
JAUCT-3aBeputeb (mpuroskenne N 3).

3aKoHYEHHAs] OMHCh JeJ, JOKYMEHTOB JOJDKHA BKIIIOYaTh, Kak IMPaBUIIO, HE
6osiee 9999 enuHUIl XpaHEHUS, CAMHUIL yUeTa.

ApXHB JOKEH MMETh 3 SK3eMIUIsipa ONUCeH e, NTOKYMEHTOB, MEepPBBIA W3
KOTOPBIX SIBJISIETCS] CTPAXOBBIM.

Ecnu onuce nen, JOKYMEHTOB IEPECOCTABICHA, TO OJMH JK3EMIUISP paHee
JICHCTBOBABIIIC OMHUCH JEJ, JOKYMEHTOB BKJIOUACTCS BO BHOBBH COCTABJICHHYIO
OTHChH JIeJI, TOKYMEHTOB 3a MOCJICAHIM YYSTHBIM HOMEPOM, OCTaJIbHBIC dK3EMILISPHI
BBIJICISIFOTCS. K YHUYTOXKEHUIO B YCTAHOBJICHHOM TIOPSIIKE.

3.5.7. Ilo peectpy onucend BeOETCA NMOCANHUYHBIA U CYMMAapHBIN YYET OIUCEU
7ieNn, JTOKYMEHTOB apxuBa. B 3aBHCHMOCTH OT Opranu3anuyd paboThl MO y4eTy B
apXMBE peecTphl OMUCEH BEIYTCS B paMKaxX apXUBOXPAHWIMIL TOCYJAapPCTBEHHBIX
apXMBOB W/WJIM apXuBa B IIEJIOM, YTO OTPAXAETCS B CXEME ydeTa JOKYMEHTOB.
Kaxnoit HOBOM omucu Jen, JOKYMEHTOB IMPUCBAWBACTCS OYEPETHOM IMOPSAKOBBIMA
HOMED IO PEecTpy, KOTOPBIM MPOCTABISETCS Ha 00JIOKKE OMUCH JeN, JOKYMEHTOB B
BEPXHEM JIEBOM YTITy.

EsxxerogHo Ha 1 siHBaps B peecTpe OMHCEl COCTaBISETCS UTOTOBAsl 3alKCh O
KOJIMYECTBE OMMCEH J1eT1, JOKYMEHTOB, MTOCTYNUBIINX U BHIOBIBIIMX B T€UEHHUE I'0J1a B
apXuB, U UX OOIIEM KOJIMYECTBE.

3.5.8. IlacmopT apXWBOXpPaHWIHILA COCTABISIETCA  €XKErOJAHO  KaXKIbIM
ApPXWBOXPAHWIUIIEM U OTpakaeT 00bEM pa3MEIICHHBIX B HEM apXWBHBIX (OHIOB,
TN U apXUBHBIX JTOKYMCHTOB.

[TokazaTenmn  macmopTa  apXWBOXPAHWIMINA  ONPEACISIFOTCS  apXUBOM
CaMOCTOSATEIILHO C YY€TOM COCTaBa W COCTOSHHUS XPAHSIIUXCSA B KOHKPETHOM
ApPXMWBOXPAHUIIUIIE APXUBHBIX IOKYMEHTOB.

3.5.9. leny ¢onma nmpucBauBaeTcsi HOMEp apXUBHOTO (HOHIA, HA KOTOPBIM OHO
3aBefieHO. B jmeno QoHma BKIIOYAIOTCS: HMCTOPUYECKAash CIpaBKa MO HCTOPHH
dhoHa000pa3oBaTeNs U HICTOPUHU apXUBHOTO (POHJIA; aKThI, ((UKCUPYIOIINE U3MEHEHUS
B COCTaBe M oOBbeMe apXWMBHOTO (POHIA, B TOM YHCJIE aKThl O PACCEKPEUYMBAHUU
JIOKYMEHTOB; KOMUS XapaKTEPUCTHUKUA apXWBHOTO (OHAA, COCTABICHHOW s
MyTeBOAUTENS (CIIPABOYHMKA); MHCTPYKIIMHU IO padOTE ¢ apXUBHBIMH JTOKYMEHTAMHU
apXUBHOTO (DOHIA, B TOM YHCJIE IO YCOBEPIICHCTBOBAHUIO W TIEpepabOTKe Omnucen
JIeNN, JTOKYMEHTOB, CXEMbl CHUCTEMATH3allMM apXWBHBIX JOKYMEHTOB apXHWBHOTO
dhoHna.

Ecnm apxuBHBIE JOKYMEHTBI, IOJUICKAIIUME BKIIOYCHHIO B jaeio (oHAa,
HAxXOJIATCS B COCTaBE €IWHMWII XPaHECHHs, TO B A0 (OHIA BKIFOYACTCS CIpaBKa C
MEPEUYHCIICHUEM dTUX CIUHUII XPAHCHUS M KX apXUBHBIX IIH(PPOB.

Hena doumgoB opranoB KIICC, BJIKCM, B KOTOpbIe BKIIOUEHBI apXUBHBIC
JOKYMEHTBI 10 WCTOPUU (OHAOB TMEPBUYHBIX MAPTHUHHBIX M KOMCOMOJBCKHX
opraHuzanuii, pacopmMupoBaHui0 He Tomnexkar. B nmema (oHIOB TMEepBUYHBIX
MAapPTUIHHBIX ¥ KOMCOMOJIBCKUX OPTaHU3AIui TTOMEIIAIOTCS CIIPABKU CO CBEICHUSIMU
0 HaXOXXJIEHWW apXUBHBIX JJOKYMEHTOB IO UCTOPUHU JAHHOTO (DOHIA B JIeTIe IPYroro
dhonma.



Jlema ¢oHIOB, BOMIEANNX B COCTaB OOBEAMHEHHOTO AapXWBHOTO (OHIA,
BKJTIOYAIOTCS B €T0 J1eJ10 (hoHa.

JlokyMeHTsI jaena (OoHAA OJDKHBI OBITh TPOHYMEPOBAHBI C COCTABICHHUEM
JUCTa-3aBEPUTEIISI, TIOIIIUTHI (TIPOIIHYPOBAHBI), 3aKITIOYCHBI B TBEPIYIO 00J0KKY. K
neny (GoHIa cocTaBiseTcs BHYTPEHHssA omuch. Jlema (OHIOB XpaHSATCS B MOPSIIKE
HOMEpPOB (HOHIOB.

CoctaB [OKYMEHTOB Jiefla OpraHM3allid - MCTOYHHMKA KOMILIEKTOBAHMS
JOKYyMEHTOB TIpu HE(POHJOBOW OpraHU3ANK apXWBHBIX JOKYMEHTOB AaHAJIOTHYCH
COCTaBy JIOKYMEHTOB Jiena (hoH/a.

OO1ue TpeboBaHUA K YU€THBIM 0a3aM JaHHBIX

3.6. Yuetnbie 6a3bl 1aHHbix (BJl) B apxuBe oOecreynBaroT: HHPOPMALIMOHHYIO
MOAACPKKY YyuyerTa; BEICHUE LEHTPAIM30BAHHOIO T'OCYJApPCTBEHHOIO  yd4eTa
JOKYMEHTOB B aBTOMAaTU3MPOBAHHOM pEKHME; OIEPAaTUBHOE IIPEICTABIICHUE
CBEJCHMI O HAJIMYUU B apXUBE JOKYMEHTOB TOTO WJIM UHOTO (hOHA000pa3oBaTels.

[lepeuenr pexBu3uTOB YyueTHBIX bJ[ ¢dopMupyercs B COOTBETCTBUU C
MOKAa3aTeIsIMM  OCHOBHBIX (0OSI3aTENIbHBIX) YYETHBIX JIOKYMEHTOB apXuBa U
ONpEAENsAeTCs  CIHEUUalIbHO  YINOJHOMOYEHHBIM  (peepaJbHBIM  OpraHOM
UCIIOJTHUTENIbHOM BJIACTH B cpepe apXUBHOTO JiejIa.

VYyernsle B/l apxuBa [HOMKHBI OBITH COBMECTUMBI C Y4Ye€THbIMU b/l
COOTBETCTBYIOILEIO YIOJHOMOYEHHOIO OpraHa HCIIOJHUTENBHON BJIACTH B cdepe
apXUBHOTIO Jea.

Vuer IMMOCTYINJICHUS 1 BBIOBITHS APXHUBHBIX TOKYMCHTOB

3.7.1. Yuer nocTyniaeHus: apXUBHBIX JOKYMEHTOB B apXHUB OCYILIECTBISETCS HA
OCHOBAaHMH:

aKTa rpreMa-Tepeaadn JOKyMEHTOB Ha xpaHeHue (npunoxkenue N 9);

aKTa IpueMa Ha XpaHEHUE JOKYMEHTOB JIMYHOTO ITPOUCXO0XKICHUS (IIPHIIOKEHHE
N 10).

ApXMBHBIE JOKYMEHTBI CTAaBATCS Ha y4eT TaKXKe MO pe3yJibTaTaM IPOBEICHHMS
OTJCIBHBIX BHIOB apXUBHBIX padoT (cM. 1. 3.7.3).

Bce mnpuHsAThIE B apXWB apXUBHBIE JOKYMEHTbI BHOCATCA B KHHUTY YydeTa
MOCTYIUIEHUM NOKYMEHTOB. KaKIplii BIEpBbIE MOCTYNHMBIIMK B APXWB apXHUBHBIN
¢dboHa, OOBEAMHEHHBIM apXWBHBIA (OHJ, apXHMBHAs KOJUICKIMS 3aluChIBAaeTCS B
criiucok (ponnoB (mpuiokeHne N 6), Ha HEro 3amnoJHAKTCA JUCT POoHAA, KAPTOUKU
yKazaTtens K JucTy QoHpaa, 3aBoauTcs aAeno ¢oHma. Ha aynumoBusyanbHbIE
JOKYMEHTBl TpU UX HEPOHIOBOM OpraHU3aAlMM 3aMOJIHAIOTCS JHUCTHl y4deTa
KMHO(OTO()OHOJOKYMEHTOB M BUACOJOKYMEHTOB. Kakias BrepBble NMOCTYNHBILIAS
OIKCH JIE]T, JTOKYMEHTOB YUYHUTHIBAETCS B PEECTPE OIHUCEH.

CoOOTBETCTBYIOLIME YUYETHBIE CBEIACHUS B YCTAHOBJIEHHOM IOPSAKE BHOCATCA
TaKxke B yueTHole b/1.

3.7.2. Yder BBIOBITHS apXUBHBIX JOKYMEHTOB U3 apXHBa OCYIIECTBISETCS Ha
OCHOBAaHMH:



aKTa O BBIICJICHUN K YHUYTOXKEHHIO TOKYMEHTOB, HE MOJJIEKAIIUX XPAaHEHUIO
(mpuoskenne N 11);

aKTa 0 HEHCIPABUMbBIX TTOBPEKICHUSAX JTOKYMEHTOB;

aKTa IpreMa-Tepe1adn JOKyMEHTOB Ha XpaHeHue (tipuioxkenue N 9);

aKTa O HEOOHApYKEHUU JIOKYMEHTOB, IyTH PO3bICKA KOTOPBIX HCUEpIaHbl
(mpunnoskenue N 2);

aKTa BO3BpaTa JOKYMEHTOB COOCTBEHHHUKY;

aKTa 00 U3BATUH MOTMHHBIX SAWHUI] XpaHEHUS, TOKYMCHTOB.

ApXMBHBIE TOKYMEHTBI CHUMAIOTCS C y4e€Ta TAKXKE B PE3yJIbTATe MPOBEIACHUS
OTIEIBHBIX BHJIOB apPXUBHBIX padoT (cM. 1. 3.7.3).

HeoOxoaumpie W3MEHEHHS BHOCSITCS B OCHOBHBIC (0Os3aTenbHBIC) W
BCIIOMOT'aTeJIbHbIE YYETHBIE TOKYMEHTHI apxuBa. [Ipu aTom B ciryyae:

BBIOBITHS BCEX APXUBHBIX JOKYMEHTOB OMHUCH JI€J], JOKYMEHTOB HOMEp 3TOU
OIIUCHU IPYTHM OIUCAM JIeJ, JOKYMEHTOB HE MPUCBAUBAETCS U OCTAETCsI CBOOOIHBIM;
B PEECTPE ONUCEN AENIaeTCs COOTBETCTBYIOIIAs OTMETKA,;

BBIOBITUSA apXuBHOrO (oHma B crnucke ¢GoHaoB (mpuioxenue N 6) B rpade
"OTMeTKa O BBIOBITUM" YKa3bIBaeTCs, KyJa BBIObUT apXWUBHBIA (OHMA, W aKT, Ha
OCHOBAaHUU KOTOPOT'O OH BBIOBLI.

ITpu nepenavye apxuBHOro (OHJIA M3 OJHOTO apXuBa B APYyroil mepenarorcs 3
HK3EMILISIpa OMUCHU JIe], JOKYMEHTOB U Aeno ¢onaa. Konus onucu aen, T0KyMEHTOB
OCTAeTCsl B apXHMBE-CAATUMKE U B KAYECTBE MPWIOKEHUS K aKTy MpUeMa-TIiepeaadyn
JIOKYMEHTOB Ha XpaHeHue (mpujioxkeHue N 9) BKIIOYaeTcss B apXWUBHBIM (HOH]T
apXuBa-caTYMKA.

[Ipy BBIIETEHUH K YHHUYTOXKEHHUIO BCEX APXWBHBIX JTOKYMEHTOB apXHWBHOTO
(dboHAa OMH HK3EMIUISIP €ro ONUceH J1e, JOKYMEHTOB U JIUCT (POH]Ia MOMEIIAIOTCS B
neno ¢ponaa. eno ponaa BItoUaeTca B apXUBHBIN (POH]T apXUBa.

3.7.3. Konu4ecTBO apXUBHBIX JOKYMEHTOB apXUBA U3MEHSIETCS B PE3YJIbTATE:

BBIBEPKM YYETHBIX JOKYMEHTOB, MO HWTOTaM KOTOPOW BBISBICHBI OIIUOKH,
JIOTMTYIIIEHHBIE MPH TOJICUETE KOJIMUECTBA XPAHSIINXCS apXUBHBIX JJOKYMEHTOB;

MPOBEPKH HAIMYUSA W COCTOSHHMSI ApXUBHBIX JTOKYMEHTOB, B XOJE€ KOTOPOM
oOHapy>KEeHbl HEYUYTCHHBIE, 32 JINTEPHBIMH WJIA MPOMYIIEHHBIMH HOMEPAMH €TUHUIIBI
XpaHECHUsI/CTUHUIIBI YUETa;

pecTaBpalii apXUBHBIX JOKYMEHTOB, I10CIE KOTOPOM OAHO JEJIO Pa3AeiICHO Ha
HECKOJIBKO JEJT;

ONMMCAHUS APXUBHBIX TOKYMEHTOB, MEpepabOTKU ONUCed Nel, JOKYMEHTOB, B
Mpolecce  KOTOPBIX  BO3MOXKHO  pas3felieHue WM  OObEAMHEHHE  €JIMHUIL
XpaHEHUs/eAMHUIL yUeTa.

OcHoBaHWEM JIJI1 BHECCHHUS] M3MCHCHUM B YYETHBIC JOKYMEHTHI U y4eTHBIC b/l
M0 pe3yJbTaTaM yKa3aHHBIX paOOT SIBISIOTCA:

aKT O TEXHUYECKUX OIMOKAX B YUETHBIX TJOKYMEHTAX;

aKT 00 0OHapy>XKEeHUU JOKYMEHTOB, HE OTHOCSIINXCS K JAHHOMY apXHBY, GOHIY,
HEYYTCHHBIX U T.1.;

aKT O pa3/ieNieHnu, OObEANHEHUH JIeJl, BKIIFOUCHHUH B JIEJI0O HOBBIX IOKYMEHTOB;

aKT OINKCAHUS JOKYMEHTOB, IEPepabOTKU OMHCEH.
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VYuer YHUKAJIbHBIX TOKYMCHTOB U 0c000 ICHHBIX JOKYMCHTOB

3.7.4. YHUKanbHbIE JOKYMEHTHI MOJJIEXKAT CIEHHAIBHOMY TOCYAAapCTBEHHOMY
yuery B ['ocyaapcTBEHHOM peecTpe YHUKAIbHBIX JIOKYMEHTOB APXUBHOTO (oHIa
Poccuniickoit ®@enepanuu, MOpsAAOK BEACHUS KOTOPOTO OMPEAENSIETCS CIEIUATbHO
YIOJHOMOYEHHBIM (e/lepaibHbIM OpPraHoOM HCIIOJIHUTENIbHOM BIacTu B cdepe
apXHMBHOTO JI€JIa, U TOCYAAPCTBEHHBIX PEECTPaX YHUKAIBHBIX JOKYMEHTOB apXHBHBIX
dbona0B cyopekTOB Poccuiickoit denepanuu.

Ha yHuKanbHBIE JIOKYMEHTBI COCTABJSIIOTCSL JIUCTHI y4Ye€Ta U  ONHUCAHUSA
YHUKaJIbHBIX IOKYMEHTOB.

3.7.5. YdeT 0co060 1IeHHBIX JOKYMEHTOB BEAETCS T10:

cucky (OHIOB, COAECPKAIIIX 0CO00 IICHHBIC TOKYMEHTHI,

OMUCSIM 0CO00 IIEHHBIX [IeJl, JOKYMEHTOB WM MEPEUHSIM HOMEPOB 0CO00
IIEHHBIX JIe]1 (HOMEpHUKAM).

B onmcsix 0co00 EHHBIX JIeJ1, TOKYMEHTOB 32 HUMH COXPAHSIOTCS UX MPEKHUE
y4ETHBIE HOMEPA.

Onuck 0c000 IIEHHBIX JI€JN, JIOKYMEHTOB COCTaBIIsIeTCS Ha 0CO000 IICHHBIC
JOKYMEHTBI OJTHOM MM HECKOJBKHUX OIHUCEH Jiel, TOKYMEHTOB apXUBHOTO (poHIa B
3aBUCUMOCTH OT KOJIMYECTBa OCO0O IICHHBIX €JIMHHUIl XPAHEHUS/CMHUIl y4YeTa B
JTAHHOM OMUCH B HEOOXOAMMOM JIJIsl apXUBa KOJUYECTBE IK3EMILISIPOB.

Ecau OONBIIMHCTBO apXUBHBIX JIOKYMEHTOB IO ONUCH Jed, JOKYMEHTOB
SBJISIIOTCSL 0CO0O0 IIEHHBIMH, OTJIENIbHAS OMHUCh 0CO0O IIEHHBIX €M, TOKYMEHTOB HE
COCTaBJISICTCS, @ KONUPYETCA HMEIOIAsics Onuch. B Takom ciaydyae K Heu
COCTaBJIIETCSI HOMEPHHUK.

CBefieHUs O KOMUPOBAHUU OCOOO IIEHHBIX i), TOKYMEHTOB B IIEJISIX CO3JaHUs
cTpaxoBoro (¢oHAa BHOCSATCS B COOTBETCTBYIOIIME OMUCH OCO00 IIEHHBIX e,
JOKYMEHTOB WJIM HOMEPHHKH 10 MEpE MPOBEAECHUS UX CTPAXOBOr0 KOMMUPOBAHMUSL.

B wurtoroBoii 3amucu ykaspiBaeTcsl 00Iee KOJUYECTBO OCOOO IEHHBIX €IMHMII
XpaHECHMsSI/€AMHUI] y4eTa, BKIIOUCHHBIX B OMHCh WM HOMEpHUK. [lo 3aBepiienuun
KOMUPOBAHUSI BCEX C€JWHUIl XPAHCHUS/CNUHUI] ydeTa [0 JIaHHOW OIHUCH WIH
HOMEPHHKY yKa3biBaeTcs: "Bce equHUIbl XpaHeHUs/€IUHUIIBI Y4eTa CKOIMPOBAHBI,
JlaTa, JOJDKHOCTD, IMMOJITHCE.

Onucu 0co60 EeHHBIX J1e, JOKYMEHTOB U HOMEPHUKH YUUTHIBAIOTCS B PEECTpe
ornucel 0co00 IEHHBIX Je, TOKYMEHTOB.

[Ipn oTHECEHHM apXMBHBIX JOKYMEHTOB K OCOOO IIEHHBIM B OMHUCAX B Tpade
"IIpumevanus" HAIPOTUB 3ar0JIOBKOB COOTBETCTBYIOIIMX €IUHUI] XpaHEHUSI/IUHUIL
ydeTa nIpocTaBistoTcss otmeTku "OLL".

B napyrux yderHelx nokyMeHTax otMmeTrka "OII" mpocraBisieTcss K HOMeEpy
apxuBHOTO (OHIA, HOMEPY OIUCHU Jej, JOKYMEHTOB; JlaHHAs OTMETKa SBISETCS
CITy’kK€OHOM U HE BXOJUT B apXUBHBIN mU(p eTUHUI] XpaHEHHUS/€IUHULL yUeTa.

VY4er CeKpeTHBIX U PACCEKPEUCHHBIX apPXUBHBIX TOKYMEHTOB.
OdopmiieHne pacceKpedeHHBIX JeIT

3.7.6. Yder CeKpeTHBIX apXUBHBIX JOKYMEHTOB BEIETCSI B COOTBETCTBUH C



HOPMATHBHBIMHM IPABOBBIMU JOKYMEHTaMHU. B y4eTHBIX TOKyMEHTaX M ApXUBHBIX
mudpax eIUHUI] XPaHEHUS/€IUHUL] yYeTa CEKPETHbIE apXUBHbIE (POH[IbI, OIUCH eI,
JIOKYMEHTOB, €JIMHHUIIBI XpPaHEHUS/€IMHUIIBI Yy4yeTa OO0O3HayaloT HHJAEKCOM "c"
(cexpeTHO), "cc" (coBepIIeHHO CEKPETHO), "0B" (0c000M BaXKHOCTH).

3.7.7. I3MeHeHUsI B Y4YETHbIE JOKYMEHTHI MO PE3yIbTaTaM PacCEKpEeUUBaHUS
apXMBHBIX JOKYMEHTOB BHOCSTCS Ha OCHOBaHUM akKkTa O PaCCEKPEUHMBAHUU
IOKYMeHTOB (rprtoskenne N 12).

ApxuBHble (DOHABI, OMUCH e, TOKYMEHTOB M €IMHHUIIbI XpaHEHUS/CIMHUIIBI
y4eTa, BKJIIOYAIOIIME HapsAy C CEKPETHbIMA HECEKPETHbIE (PACCEKPEUECHHBIE)
JOKYMEHTBI, B  YYETHBIX JOKYMEHTAaX W AapXuBHBIX mudpax eAUHHUIL
XpaHEHUs/eAMHUILL yueTa 0003HAYAI0TCSI UHIEKCOM "c4" (CeKPETHO YaCTUYHO).

[Ipu paccekpeynMBaHUM BCEX EIUHUI] XPAaHEHUS/CIUHHI] yueTa MO CEKPETHOMN
OMKCH [N, JOKYMEHTOB JaHHasl OIKCh TakKK€ PacCEKpEUMBAETCS, MEpPENaeTcs Ha
OTKpBITOE XpaHEHHE U YYUTHIBAETCS B JiUCTe (OHIA 32 TEM XK€ HOMEpPOM, HO 0e3
uHzAeKca "c", KOTOpbI 3a4epKUBAETCA HA OOJIOKKE W Ha TUTYJIBHOM JIUCTE JAHHOU
onucu. B mpaBom BepxHeM yrily OOJOXKKA M THUTYJIBHOTO JIHMCTA OIUCH JIE,
JOKYMEHTOB IpOCTaBiseTcs mramn "PaccekpedeHo”.

[Ipn paccekpeuyMBaHMM YAaCTH JAEJI M apXUBHBIX JTOKYMEHTOB IO CEKpPETHOU
ONMCHU [IeJ, JOKYMEHTOB Ha pPACCEKPEUCHHBIC JI€Jla M apXWBHBIE JOKYMEHTBI
COCTABJISIETCSL  OTHEJbHAs  ONUCh  JEN, JOKYMEHTOB, HOMEpAa  €IHHHIL
XPaHEHHMsI/€AMHUI] YUeTa B KOTOPOM OCTalOTCs MpexXHUMU. {151 BanoBoi Hymepauuu
TaKuX €IWHUIl XPAHCHUS/€MHMI] ydeTa WUCIHoab3yeTcsa Tpada 2 omucu Jed,
noKyMeHTOB. HoBas omuch zie1, JTOKYMEHTOB BMECTE C PACCEKPEUEHHBIMU J€IaMH U
apXMBHBIMU JIOKYMEHTaMHU TMEpeAaeTcsi Ha OTKPBITOE XpaHEHUE, YYUTHIBAETCS B
nmucte (GOHIOB 3a TEM K€ HOMEPOM, YTO U CEKpeTHas1, HO 0e3 uHaekca "c".

[Ipn paccexkpeuriBaHuM OOJbIIEH YAaCTU J€J U aApPXUBHBIX JOKYMEHTOB IIO
CEKPETHOM ONUCH J€J, JOKYMEHTOB C JAaHHOM OIMCH CHUMAETCs KOnus, MpHU
KONUPOBAHUU 3arojIOBKM €UHMI] XpaHEHUS/€AWHMI] Yy4yeTa, OCTaBJICHHBIX Ha
CEKpETHOM XPAaHEHMHM, 3aKpbiBaroTCs. Komms omnmcu Ha pacceKkpedeHHbIE Jena U
apXMBHBIE JIOKYMEHTBI IIEPENAETCS Ha OTKPBITOE XpaHEHWe. B sk3emIuripe omnwvcu
7€, JOKYMEHTOB, OCTABIIEHCS HAa CEKPETHOM XPAHEHWHU, COXPAaHIETCA uX
HyMmepauusi. B nucre ¢oHna Takas onuch yUYUTHIBACTCS JBAXbl: IK3EMIUISP OMHCH,
OCTaBIIMMCS Ha CEKPETHOM XPaHEHWHU, - C COOTBETCTBYIOIIEH WHJIECKCALUEH
CEKpPETHOCTH, CKOMMPOBAHHBIN 3K3EMILUIAp, MEPEIaHHbIi Ha OTKPBITOE XpaHEHHeE, -
0e3 nnaekca "c".

[Ipn paccekpeuynBaHUM OTACNIBHBIX E€IWHUIl XPAHEHUS/€IUHUI] Yy4YeTa IO
CEKpPETHON OmuCH Jed, JOKYMEHTOB OHHM BKJIIOYAIOTCA B ONUCH M€, JTOKYMEHTOB
OTKPBITOTO XPAaHEHMsS] COOTBETCTBYIOILIETO AapXWBHOro (OHAA 32 JUTEPHBIMU
HOMEpPaMH WJIM B BAJIOBOM MOCIIE0BATEIILHOCTH.

B onmcsax nen, JOKYMEHTOB, OCTAlOUIMXCS Ha CEKPETHOM XpaHEHUH, B Tpade
"Ilpumeyanusi" TPOTUB 3aroJOBKOB PACCEKPEUCHHBIX EIUHUI] XPaHCHUS/CIUHUIL
ydera mpocrtasisiercss mramn "Paccekpedeno”. B ciywae, Korja pacceKpedeHHBIE
€IMHULIBI XPaHEHMsI/€IUHUIBl Yy4eTa BKJIIOYEHbl B OMNHCHh JI€d, JIOKyMEHTOB
OTKPBITOTO  XpaHeHWd (32  JUTEpPHBIMM  HOMEpaMH WM B  BaJOBOM
MOCJIEIOBATEIILHOCTH), B CEKpeTHOM omucH B rpade "[Ipumeuanus” ykaspiBaeTCs MX



HOBBIN HOMED.

[Tocne paccekpeunBaHus K OMUCAM €1, JOKYMEHTOB OTKPBITOTO U CEKPETHOIO
XpaHEHMsI COCTABIISIIOTCS HOBBIE HWTOTOBBIE 3amucH 00 o00beMax (QaKTUUECKH
YUTEHHBIX B HUX €IUHUI XpaHECHUS/€IUHUI] YUETa.

[Ipn paccekpeurBaHUM OJHOTO WM HECKOJbKUX ApPXUBHBIX JIOKYMEHTOB B
COCTaBE CEKPETHOro Jieja OHO OCTAeTCs Ha CEKpPETHOM XpaHeHuu. K apXuBHOMY
mudpy Ha 0OJIOKKE Jiesia K MHiekcy "c" mobasnsercs Oyksa "4". Homepa nmcToB
pacceKpeueHHBIX apXMBHBIX JTOKYMEHTOB mepeuucisiorcs B rpade "llpumeuanus"
HaIlPOTHB 3arojIOBKa YaCTUYHO PACCEKPEYEHHOTO JENa, a TaKKe BO BHYTPEHHEU
onucu pena. Ilpu OTCyTCTBUM B Jel€ BHYTPEHHEW ONHCH CBEIEHUS O
PACCEeKpEUYEHHBIX ApPXUBHBIX JOKYMEHTAaX OTpaXaloTCi B JIMCTE-3aBEPUTENIEC C
yYKa3aHUEM HOMEPOB COOTBETCTBYIOIINX JIUCTOB.

B npaBoMm BepxHeM yriy OOJOXKKH PACCEKPEUEHHOIO JieJla IMPOCTABIISIETCS
mramn "Paccekpeueno". Maaeke "c", "cc" unm "oB" B HOMepe nena 3auepKuBaeTCsl.

Yuer APXHUBHLIX JOKYMCHTOB JIMYHOI'O IIPOUCXOKACHUA

3.7.8. Y4er NOCTYIUIEHHHA apXWBHBIX JOKYMEHTOB JIMYHOI'O ITPOMCXOKICHHUS,
nepeaBaéMbIX COOCTBEHHUKOM B (heliepajbHyl0 COOCTBEHHOCTh, B COOCTBEHHOCTb
cyobekTa Poccuiickoit denepanny i MyHUIUNAIBHYIO COOCTBEHHOCTD, BEAECTCS Ha
OCHOBAaHHMM aKTa IpHeMa Ha XpPaHEHUE JOKYMEHTOB JIMYHOTO MPOUCXOKICHUS
(mpunoxenne N 10). K akTy mpuiararorcsi c1aTouHasi OMUCh apXUBHBIX JOKYMECHTOB
M PEIICHHE SKCIEPTHO-TPOBEPOYHOM KOMHUCCHM apXWBa WA 3KCIIEPTHO-
MIPOBEPOYHOM KOMHUCCHUHU YIOJHOMOYEHHOI'O OpraHa MCIOJHUTEIBHOW BJIACTH
cyobekta Poccuiickoit denepanu B chepe apxuBHoro jaena (maiee - OIIK) o
MpUeMe ITUX JOKYMEHTOB B apXUB.

Yyer apxXuBHBIX JOKYMEHTOB JIMYHOTO HPOUCXOXKIAECHUS, HAXOASAIIMXCA B
YaCTHOM COOCTBEHHOCTH, MEpEeJaHHbIX I10 JOrOBOpY Ha XpaHEHHE B apXUuB,
OCYIIECTBIIACTCS B YCTAHOBJIEHHOM Topsizike (cm. 1. 3.7.11).

V3MeHeHusT KOJIMYEeCTBA M COCTaBa AapXMBHBIX JOKYMEHTOB JIMYHOIO
IIPOUCXOXKJICHHUS B PE3YJbTATE HUX OINHUCAHMUS JTOKYMEHTUPYIOTCS AKTOM OIMCAHUS
JOKyMEHTOB, HA OCHOBAHUM KOTOPOT'O BHOCATCSI U3MEHEHUS B YUYETHBIEC JOKYMEHTHI.
Ha nokyMeHThI, HEe MOJUIeKAIlUe XPAHEHUIO B apXMBE, COCTABIIAETCS aKT BO3BpATa
JOKYMEHTOB COOCTBEHHHMKY B JBYX 3K3EMIUISIpax, OAUH M3 KOTOPBIX BMECTE C
JOKYMEHTaMU MepelaeTcs COOCTBEHHUKY.

He nonyckaercs XpaHeHHWE B apXMBE HEYUYTEHHBIX AapXUBHBIX JOKYMEHTOB
JUYHOTO MPOUCXOKICHHUS.

VYyeTr JOKyMEHTOB 110 TUYHOMY COCTABY

3.7.9. Y4eT TOKyMEHTOB MO JUYHOMY COCTaBY, 32 UCKJIIOYEHUEM MPUHATHIX 110
JIOTOBOPY Ha XpaHEHHE B apXHB JOKYMEHTOB IO JHYHOMY cocTaBy (cm. m. 3.7.11),
OCYILIECTBISETCS Ha OOIIMX OCHOBAHUSX.

VY4yer konuuecTBa XpaHSIIMXCS B apXHUBE JTOKYMEHTOB MO JMYHOMY COCTaBy
MIPOBOAMTCSA Ha OCHOBE MX MOJCYETa MO JIMCTaM (POHAOB U OMUCSIM e MO JTUYHOMY



COCTaBy ¢ (pUKcanueil pe3yabTaToB MO KaXAOMY (OHAY U CYMMAapHO IO apXHUBY B
KHHUI€ yyeTa JOKYMEHTOB I10 JIMYHOMY COCTaBy (IIPOU3BOJILHON (HhOPMBI).

[To pe3ynbraraM MpoOBEAEHUSI SKCHEPTU3BI LIEHHOCTU JOKYMEHTOB IO JINYHOMY
COCTaBy IO HMCTEUYECHHHM 75-JIETHErO CpOKa MX XpaHEHUSI B YUYETHbIE JOKYMEHTHI
BHOCSITCSI COOTBETCTBYIOIINE U3MEHEHUS.

Yuyer ACJI, HMCIOIITHUX B O(l)OpMJICHI/II/I AparouCcHHbIC MCTAJIJIbI K KaMHHA

(mm. 3.7.10 He pacnpocTpaHseTcss Ha TOCYAapCTBEHHBIC H MYHHIIUTIATBHBIC My3€U
1 OMOIMOTEKN)

3.7.10. ApxuB, XpaHsIIN J1e1a, UMEIoIUe B 0POPMIIEHUHU WIH B IPHIIOKEHUU K
HUM JparoleHHble METalIbl U KaMHH, B COOTBETCTBUU C 3aKOHOJATEIbCTBOM
Poccuiickonn @enepaniiu  pErUCTPUPYETCS B COOTBETCTBYIOIIEH  WHCHEKIUU
npoOupHoro Hajzopa MunucrepcTBa ¢punancoB Poccuiickoit denepanuu.

Yyer yka3aHHBIX J€J OCYIIECTBIIET MaTE€pPUAJIbHO-OTBETCTBEHHOE JIMIO, C
KOTOPBIM  pYKOBOAMTENIb  apXWMBa  3aKJIKOYacT JOTOBOpP O  MarepuajbHOU
OTBETCTBEHHOCTH 33 COXPAHHOCTb M Yy4eT JieJ, UMEIIUX B OQOPMIIEHHU WU B
MPUJIOKEHUU K HUM JIPAarol€HHbIE METAJIJIbl K KAMHH.

VKazaHHbIE Jella [EepelaroTcs MaTepHUAbHO-OTBETCTBEHHOMY JIMIly Ha
ceilpoBoe XpaHEHHE, O 4YeM JeJaeTcsi COOTBETCTBYHoIIas oTMmeTKa ("ceildoBoe
XpaHeHue'") B ONUCHU Jeld, JOKYMEHTOB, M BKIIOYAIOTCS B CIELHAIBHYIO
MHBEHTAPHYIO KHUTY ydeTa €], UMEIOIMX B OQOPMIIEHUU WIH B NPHIOKEHUU K
HUM JIparoleHHble METaUIbl U KaMHH. JlaHHas MHBEHTapHas KHUIa COCTAaBJISETCS U
Benercss B 3 ok3emiuisipax. llepBhlii SK3eMIUISIp XpaHUTCS B MOAPA3IACICHUM,
OCYUIECTBJISIIOIIEM LEHTPAIU30BaHHBIA (B paMKax apxuBa) YYeT JOKYMEHTOB,
BTOPOM - y MaTepuaibHO OTBETCTBEHHOI'O JIMI[A, TPETUH - B OyXTaJITEpUU apXUBa.

Jlena BHOCATCS B MHBEHTApHYIO KHUTY IO MOPSJIKY HOMEPOB apXUBHBIX (POHIOB
Y ONMUCEN AeJI, JOKYMEHTOB, & BHYTPH Ka)KI0M OMMUCH J€JI, JOKYMEHTOB - M0 MOPSIAKY
HoMmepoB jen. Ha Oupke, mpukperuisieMoil K OOJIOKKE Kaxaoro jena (mpeaMmera),
YKa3bIBa€TCs HOMEp, 3a KOTOPBIM OHO Y4YT€HO B HHBEHTapHOM KkHure. Homep
MPOCTABIISIETCS Yepe3 Apo0b ¢ apXuBHBIM mudpom (Hampumep, uHB. N 1/TAPD, ¢.
572, om. 1, 1. 17).

K uHBeHTapHOU KHUTE COCTABJISETCS UTOTOBAsl 3allUCh, B KOTOPOW nudpamu u
MPOMKCHIO YKA3bIBAOTCS KOJIMYECTBO A€y (IPEeIMETOB), BHECEHHbIX B KHUTY, JaTa
COCTABJICHMSI MTOIOBOM  3alMCH, JOJDKHOCTh W (aMuiusg  MaTepuaibHO
OTBETCTBEHHOTO JIMIIA.

JIucThl MHBEHTApPHOW KHUTU O Hayaja €€ 3aloJHEHUs NPOHYMEPOBBIBAIOTCS,
MPOIIHYPOBBIBAIOTCS M CKPEIUIAIOTCS TeyaThio apxuBa. Ha obopote mocnenHero
JUCTAa KHUTH JEJAeTCS 3alKMCh O KOJUYECTBE JMCTOB B KHUIE, KOTOPAsl 3aBEPAETCS
MOJMUCAMU PYKOBOAMTENS apXuBa, TJIABHOTO XpaHUTENs (OHIOB MU CKpEIUIseTCs
MeYaThbio apXUBa.

ExerogHo cnennanbHOM KOMHMCCHEHM, CO3JaBa€MOW ITPUKA30M PYKOBOIAUTEIIS
apxuBa, NPOBOAMUTCA WHBEHTApHU3alUsl JeJl, HUMEIIUX B OQPOPMIICHUH WU B
MPUJIOKEHUU K HUM JIPAaroli€eHHbIE METaIbl U KaMHU. VIHBeHTapu3alus NpoBOIUTCA
TaK)X€ B CIy4yae CMEHbl MaTepUaJIbHO OTBETCTBEHHOIO JIMIA, PYKOBOAUTEIS apXHBa,



IJIaBHOTO XpaHutens ¢GoHnoB. Pe3ynpTaTsl MHBEHTapU3alMu OGOPMIISIIOTCS aKTOM,
COCTaBIIEMBIM B TpeX DJOK3EMIULIpaX, OIMH H3 KOTOPBIX HAIPABIIETCA B
COOTBETCTBYIOIIMN YIIOJIHOMOUYEHHBI OpraH HCIHOJHUTENIBbHON BIAcTH B cdepe
apXMBHOTO Jea.

Yuyer APXUBHLIX JOKYMCHTOB, HAXOIAIIUXCA B YaCTHOM
CO6CTBCHHOCTI/I, IIPUHATBIX I10 AOT'OBOPY Ha XpaHCHUC B ApXUB

3.7.11. VYuer noxymeHTtoB ApxuBHOro ¢onaa Poccuiickoii ®Pexnepaunu,
MPUHSATHIX 10 IOTOBOPY HA XPAHEHHUE B apXUB HA OCHOBAHHMM aKTa MpUEMa-TIepeIaun
JOKYMEHTOB Ha XpaHeHue (mpuioxkeHue N 9), OCyHIECTBISETCS B OCHOBHBIX
YUETHBIX JOKYMEHTaX apXuBa C COOJIIOIEHUEM CIIETYIOMNX 0COOEHHOCTEH:

B KHUTE ydeTa MOCTYIUICHHH JOKYMEHTOB (mpuiiokeHue N 5) yka3bIBaeTcs
COOCTBEHHHMK WJIM BIaJeNel] JOKYMEHTOB (rpada 3), HoMep M jJaTa akTa npuemMa-
nepenaun (rpada 4), mara moanmucaHus JOTOBOpa O Mepeiadye U CPOK JEHCTBUSA
ZOTOBOPA;

IpHU BKJIIIOYEHUHU apXUBHOTO (hoHAA B cCOK PoHI0B (mpuiiokenre N 6) K ero
Homepy nobammisiercss uHaekc /1" ("moroBop"), KOTOPBIA COXpaHSETCS 3a HUM BO
BCEX YUYETHBIX JOKYMEHTAaX M apXUBHBIX MHUpax eIUHUI] XpAaHEHUs, CAMHUI] YIETa;
B rpade "llpumeyanus" cnucka (OHIIOB TaKKe YKa3bIBAIOTCS COOCTBEHHUK WIIU
BJIaJIETIEL] ADXUBHBIX TOKYMEHTOB, AaTa NOANMCAHUS U CPOK IEUCTBUSA TOTOBOPA.

KonnuecTBo apXuBHBIX (DOHIOB, MPUHATHIX MO IOTOBOPY HA XpaHEHUE B apXUB,
YKa3bIBA€TCS OTJEIBLHON CTPOKOM B HUTOTOBBIX 3alHUCAX B CHUCKE (POHIOB, KHUTE
y4eTa NOCTYIUIEHUN JOKYMEHTOB.

DK3EMIUISIp JOTrOBOpa, 3aKJIIOUYEHHBIM C COOCTBEHHHUKOM WJIM BIIQJICNIbIIEM
apXMBHBIX JIOKYMEHTOB, BKIIIOUAETCS B 1€710 POHIA.

[Tpu BBIOBITHM apXUBHBIX TOKYMEHTOB apXUBHOTO (DOHA B CBSI3U C UCTCUCHUEM
CpOKa €ro XpaHEeHHs B COOTBETCTBHUU C JOTOBOPOM €ro HOMEpP HE MOXET ObITh
MIPUCBOEH JIPYTOMY apXUBHOMY (POHIY.

[TpuHsTHIE TIO TOTOBOPY HA XpaHEHUE B apXUB JIOKYMEHThI ApXuBHOTO (hoHIA
Poccuiickoit @eneparuy, HaXOAUBIITUECS B YaCTHOW COOCTBEHHOCTH M Ha 3aKOHHOM
OCHOBaHHUH Tepereanue B penepaibHyt0 COOCTBEHHOCTh, COOCTBEHHOCTh CyOBhEKTa
Poccuiickoii denepaniuu WM MYHHUIUNAIBHYIO COOCTBEHHOCTH, YYUTBHIBAIOTCS B
OCHOBHBIX YYETHBIX JOKYMEHTaX HapaBHE C OCTAJIbHBIMHM JIOKYMEHTaMHU apxuBa. B
YYETHBIX JOKYMEHTaX W apXUBHBIX MIM(Ppax €AUHUI] XpaHEHUs, CAUHUIl ydeTa
ungaekc "JI" 3adepkuBaercs, B rpady "llpumeuanus" cnucka (GOHIOB BHOCATCS
COOTBETCTBYIOIIUE CBEJICHMUS.

ApXUBHBIE JOKYMEHTBI, HE BKJIIOUEHHBIC B YCTAHOBJIECHHOM MOPSAKE B COCTaB
ApxusHoro ¢onaa Poccuiickoii @enepanuu, B TOM YUCIE JTOKYMEHTHI 1O JIMYHOMY
COCTaBy, MPUHSATHIE 10 JONOBOPY Ha XPAHEHUE B aPXUB, YUUTHIBAIOTCS OTHAEIBHO OT
nokymeHToB ApxuBHOro (onma Poccuiickoit @enepanuu. J[ns ux ydera BemayTCS
OTIIETIbHBIE CITUCOK (DOH/IOB, KHUTA Y4eTa TMOCTYIUICHUI JOKYMEHTOB, a TAKXKe JIMCTHI
(OHIOB U IPYTUE YUYETHBIE TOKYMEHTHI.

VYuet konuit APXUBHBIX JOKYMCHTOB Ha IIpaBax IIOJIMHHUKOB



3.7.12. KonusaAMH apXUBHBIX JOKYMEHTOB Ha IpaBaxX MOIJWHHHUKOB SBISIOTCS
BKJIFOUEHHBIE B YCTAHOBJIEHHOM MOpsiike B coctaB ApxuBHoro ¢onaa Poccuiickoi
denepanum:

MUKPO(MUIBMBI apXMBHBIX JIOKYMEHTOB, W3TOTOBJICHHBbIE U OQGOPMIICHHBIC
(dboHa000pa3oBaTesieM B COOTBETCTBUM C CYIIECTBYIOIIMMUA HOPMATUBAMU;

KOIIMH apXHUBHBIX JOKYMEHTOB, MOJIJIMHHUKU KOTOPBIX YTPAYEHbI WIIM HAXOIATCS
B COOCTBEHHOCTH IOPUIMYECKHX WU (PU3UYECKHX JUI, B CHJIy YEero HE MOTYT
MIOCTYIIUTh HA MOCTOSIHHOE XPAHEHHE B ApXUB;

KOIIMW apXHMBHBIX JOKyMeHTOB, nepeMenieHHbix B CCCP B pesynbrare Bropoii
MHUpPOBOM BOWHBI M Haxomdmmxcs Ha Tteppuropun Poccuiickon ®eneparumy,
MO/JIMHHUKHU KOTOPBIX BO3BPAILEHBI B CTPAHbI UX MPOUCXOXKICHHUS.

Konuu apXuBHBIX JOKYMEHTOB Ha MpaBax MOJIMHHHUKOB, MEPEJAHHbIE B apXUB
¢donooOpazoBareneM, yUUTHIBAIOTCA B COCTaBE €ro (POH/AA MO OTAEIBbHOM OIHICH JE,
nokymeHToB. [Ipu sTom B rpade ganHoit onucu "KonudecTBo aucToB" yepe3 ApooOb
YKa3bIBAECTCS TAKKE KOJIMYECTBO KaJIPOB, OTCHATHIX C OJHOIO JeNa.

Konuu apxuBHBIX JIOKYMEHTOB Ha IMpaBaX MOMJIMHHUKOB, OTCHSTBIE C
NOJJIMHHBIX JOKYMEHTOB, KOTOpbIE YTpay€Hbl WJIM HaXOASTCS B COOCTBEHHOCTHU
IOPUMYECKUX WIH (PU3NYECKUX JIUL, a TAKXKE KOIUHU MEPEMEIEHHBIX JOKYMEHTOB,
NOJJTMHHUKU KOTOPBIX BO3BPAILEHbI B CTPAHbI UX MPOUCXOXKACHUS, GOPMUPYIOTCS B
apXMBHbIE KOJUIEKUIHMHA. APXUBHBIE KOJUIEKIMU YYHUTHIBAIOTCS B CIHUCKE (POHJIOB
(mpmitoskerre N 6) B yCTaHOBJICHHOM ITOPSIZIKE.

Komnuu apxuBHBIX JOKYMEHTOB Ha IIpaBax MOJJIMHHUKOB, HW3TOTOBJICHHBIE
MAalIMHOMMUCHBIM WM 3JEKTpOrpaduyeckuM CrocoOOM C apXMBHBIX JTOKYMEHTOB Ha
OyMa)KHOH OCHOBE, a TaK)K€ KONUU AyJUOBU3YAIbHBIX TOKYMEHTOB (POPMHUPYIOTCS B
€AVHUIBI XPAHEHUS/€IMHULBI y4YeTa, KOTOpbI€ YUYHUTHIBAIOTCA B ONUCAX eI,
JOKYMEHTOB [0 AaHAJOTUM C TOMJIMHHBIMU APXUBHBIMM JIOKYMEHTaMU Ha
COOTBETCTBYIOIINX HOCUTEIISX.

3a eIMHUIYY XpaHEHUs KOIMHIM apXUBHBIX IOKYMEHTOB Ha IMpaBaxX MOJJIMHHUKOB,
M3TOTOBJICHHBIX B BHUJEC MHUKPOKONUH, MpUHUMAETCs (puanyecku 000COOICHHBIN
PYJOH MUKpO(QHUIbMA WM KOMIUIEKC MUKPO(HII BHE 3aBUCUMOCTU OT KOJIMYECTBA
OTCHAITBIX HAa HEM JI€J U apXMBHBIX NOKYMEeHTOB. Kaxpgas enuHuIla XpaHEHUS
YUYHUTBIBAETCSI B OINKCH JI€J], JOKYMEHTOB IIOJI CaMOCTOSITEJIbHBIM HOMEpoM. B
WUTOTOBOM 3alUCU K ONHUCU JIeNl, JOKYMEHTOB HapsAy C KOJHWYECTBOM E€IUHUIL
XpaHEHHs] MUKPOKONUM YKa3bIBAETCS CYMMAapHOE KOJMYECTBO COCTABJISIOIIMX HUX
KaJIpOB.

Ydert 1ucToB B Aeine, POTOOTIEIaTKOB
B (poToanprOome, eUHUIL XpaHEHHUS B COCTaBE €IMHUIIBI yUeTa
ayJIMOBU3YaJbHBIX JOKYMEHTOB

3.7.13. Konu4ecTBO JIMCTOB B JieJie M €IWHMIl XPAHCHUS B COCTaBE C€IUHMUIIBI
y4eTa ayAuOBU3YAIbHBIX JOKYMEHTOB YUHMTHIBAETCS Ha OCHOBE MX HyMEpaIuu |
(buKcupyercs:

JIMCTOB B JieJie - B JiUcTe-3aBepurenie (mpuioxkenre N 3) U B COOTBETCTBYIONIEH



rpade onucH aei, ToKyMeHTOB (npuioxenus N 7 - 8);

dbotoorneyarkoB B ¢oToaibOOMe - BO BHYTPEHHEH omucu (oroaarboma, a
Tak)Ke B COOTBETCTBYIOIIEH Tpade omucu GoToarr00MoB;

CIWHUIIBI ~ XpaHEHUS  JAPYTUX  ayJAHOBU3YaIbHBIX  JIOKYMEHTOB - B
COOTBETCTBYIOIINX Irpadax OMUCen ITUX JOKYMEHTOB.

[Tpu ydere emMHUIl XpaHEHHUS B COCTaBE CIWHUIBI ydeTa ayJHOBH3yaTbHBIX
JOKYMEHTOB:

CIMHULBI XpaHEHUs uaduiIbMOB pAcloNaraloTCsi MO TMOPSAKY HOMEpOB
PYJIOHOB;

CIMHULBI XpaHEHWs KUHOJOKYMEHTOB pAaclojaraloTcs IO  DJIeMEHTaM
KOMIUIEKTa, BHYTPU KOTOPOTO HYMEPYIOTCS IO MOPSIKY HOMEPOB YacTeil;

CIMHULBI ~ XpaHEHUS  (POHOMOKYMEHTOB  pacHojliaraloTcsi B TOPSKE
MIPOM3BOJICTBEHHBIX HOMEPOB.

VYuer ctpaxoBoro ¢hoHaa U HoH/A MTOTB30BaAHUS

3.7.14. O6bem crpaxoBoro ¢onma u ¢GoHAA TOJb30BAHUS HU3MEPSETCS B
eAMHUIAX XPAHCHUSI/CAMHUIAX YUeTa, a TAKXKE B:

KaJpax - JJs KOMHUM apXUBHBIX JIOKYMEHTOB Ha OyMaXXHOM OCHOBE H
(OTOJIOKYMEHTOB;

MeTpax - I KOTTHA KHHOJIOKYMEHTOB;

BPEMEHU 3BYUYaHUS - JJII KO (POHOJOKYMEHTOB;

B Mera0aiTax - I KOTHHA SJIEKTPOHHBIX JTOKYMEHTOB.

[Tpu 3TOM OTIETBHO YUYHUTHIBAIOTCS CTPAXOBbIE KO YHUKAIBHBIX JOKYMEHTOB
1 0c000 IIEHHBIX JTOKYMEHTOB M KOMHH (POHJIA TIOJIb30BaHUS, OTCHATHIE C apXHBHBIX
JOKYMEHTOB Ha OyMaXHOW OCHOBe (pa3leiabHO Ha PYJOHHOW TIUIGHKE U
MUKpodHUIIax); KHUHOJIOKYMEHTOB; (OTOIOKYMEHTOB; (hOHOIOKYMEHTOB;
BUJ1I€0(hOHOTPaAMM; AIEKTPOHHBIX TOKYMEHTOB.

VYyer BefeTcs MO KHUTAM yuyeTa MOCTYIUIeHHWH cTpaxoBoro (onma u donaa
MOJIb30BAHUSI M OMNUCSAM CTPaxoBOTO (oHIa. YUeT TMOCTYIUICHHS W BBIOBITHS
CTPaxOBbIX KOMUW OCYIIECTBIISIETCS HAa OCHOBaHMM 3aKa30B Ha W3TOTOBJICHUE
CTPaxOBbIX KOMHM W Komuii (OHAA TOJTB30BAHMS, AaKTOB IpUEMa-TIepeadn
CTPaxOBBbIX KOMUW Ha CHENHAIbHOE XpaHEHWe M Jpyrux akTtoB. K kHHram ydera
MOCTYIIJIEHUH €KEroJHO COCTABISETCS UTOrOBas 3auCh.

Onucu crpaxoBoro (oHAa COCTaBIAIOTCS B 3 3Kk3emiunsipax. llepBeie
DK3EMIUISAPBl  MEpPEJaloTCs BMECTE CO CTPAXOBBIMH  KOMHSAMHU  YHUKAJIBHBIX
JOKYMEHTOB U 0C000 IIEHHBIX JOKYMEHTOB B CIICIIUAILHBIN apXUB, BTOPHIC U TPETHU
OCTaIOTCSl B apXUBE.

[To Mepe KoMMPOBaHUS U MEpeAavn CTPAXOBBIX KOTMI YHUKAIBHBIX JOKYMEHTOB
1 0co00 IEHHBIX JIOKYMEHTOB B CIEIIUAJBHBIA apXUB K OMHUCSM CTpaxoBoro ¢oHmaa
COCTaBJIIOTCS HOBBIC HTOTOBBIC 3aMMCH B YCTAHOBJICHHOM MOpsiake (cM. 1. 3.5.6).

B omucax gen, moxkymentoB B rpade "llpumedanus" HampoTHB 3aroyioBka
CKOMMPOBAHHOM €MHUITHI XPaHCHUS/CIUHUIIBI y4deTa npocTasisieTcss mramm "CO".
Ecnu ckonmpoBaHbl Bce fena, JOKYMEHTHI, BKJIIOYEHHbIE B ONucCh, mramn "CO"
MIPOCTABIISIETCS TOJIBKO HA TUTYJIBLHOM JIUCTE U 0OJIOKKE OIMHCH JIE], TOKYMEHTOB.



3.7.14.1. 3a equHuIly XpaHEHUs/€IMHUIY y4eTa CTPaxoBoro (poHaa yHUKAIbHBIX
JOKYMEHTOB M 0CO0O0 IIEHHBIX JOKYMEHTOB Ha OYMa)KHOM OCHOBE Ha PYJOHHOU
IJICHKE MPUHUMAaETCs PU3NIECKU 000COOJIEHHBIN PYJIOH MUKPODHUIIbEMA.

B kHury ydera moctymieHud crpaxoBoro (onma u ¢GoHAa MOIB30BaHUS Ha
PYJIOHHOM TIUJIGHKE B BaJOBOM TOpsAJKE (BHE 3aBUCUMOCTH OT (DOHIOBOMA
NPUHAJICKHOCTH JOKYMEHTOB) HA OCHOBAHHMM 3aKa3a Ha M3TOTOBJICHHE CTPAXOBBIX
KOMUM 3aHOCUTCS KaK/Ias eJUHUIAa XpaHeHus: cTpaxoBoro (ouaa. [fo kHure ydera
noctyruieHud (rpada 1) emuHHIIaM XpaHEHUs cTpaxoBoro (hoHIA MPUCBAUBAIOTCS
y4eTHbIE HOMEPA, KOTOPbIE SBJISIOTCS COCTAaBHOM YaCThIO MX apXUBHBIX MIH(POB.

Ha Bce cTpaxoBble KONMWM YHUKQJIBHBIX JOKYMEHTOB M 0CO0O IIEHHBIX
JOKYMEHTOB BHE 3aBUCHUMOCTH OT UX (DOHIOBOM NPHUHAIEKHOCTH COCTABIACTCS
OMHUCh CTpaxoBoro (oHma, Hymepanusi €IMHULl XpaHEHUS CTpaxoBoro ¢GoHaa B
KOTOPOH COOTBETCTBYET YYCTHBIM HOMEpPAM, NPHCBOCHHBIM MM [0 KHUTE y4YeTa
MOCTYILICHUM.

ApPXUBHBIM MU(PPOM €AUHUIBI XPAHEHUS CTPAxoBOro (GoH/IA SABISIETCS Ha3BaHUE
apxvMBa, HOMEp OIKCHU CTpaxoBoro ¢oHIa, HOMEp ydeTa EIUHMIIBI XPaHCHUS
cTpaxoBoro ¢onHaa ¢ qodasnenueM unaekca "Cd".

3.7.14.2. 3a enuHuily ydeTra CTpaxoBOro (oHja JOKYMEHTOB Ha OyMaKHOU
OCHOBE Ha MUKPO(]HIIIaX TPUHUMAETCS OJIHA UM HECKOJIBKO MUKPOQUIIL, OTCHATHIX C
OJIHOTO JIeJIa U TIOMEIICHHBIX B OJIMH KOHBEPT, 33 €IMHUILY XpaHEHUS - MUKpOQUIIIA.

[lo kHMre y4era MOCTYIUIEHUMH cTpaxoBoro ¢oHAa ¥ (oHIA MOIb30BAaHUSA HA
MUKpO(DHIIAX KaXJAOMY TOCTYIUICHHIO TIPHCBAWBACTCS IOPSIKOBBIA  HOMED.
KonnuecTBeHHble moOKazaTenu BHOCATCA € y4eToM (DOHAOBOM MPHHAICKHOCTU
OTCHSTBIX KONMHHA TIO0 KaKIOMY apXWBHOMY (OHIY M ONHCH e, JOKYMCHTOB
OTJIIETIBHO.

Onucu crtpaxoBoro (oHAa HAa MHKPOQUIIAX COCTaBISAIOTCS pa3leibHO Ha
CTPaxOBbIE KOMH KaXJI0T0 apXUBHOTO (OH/IA, OJHY WM HECKOJIBKO €T0 OIHUCEH.

Y4eTHBIM HOMEPOM E€IMHUIIBI YUeTa CTpaxoBoro (oHaa 1 (oHAA MOTH30BAHMS
JIOKyMEHTOB Ha OYMa)KHOW OCHOBE, M3TOTOBJIEHHOTO Ha MHUKpo(dUIax, sSBIsSETCS
YYETHBIA HOMEP OTCHSATOTO JIeJia, apXUBHBIM IH(PPOM - COOTBETCTBEHHO, APXUBHBIM
mudp OTCHATOTO nena ¢ nobasnenueMm uHaekca "CD" - mis crpaxoBoro (oHma u
"TII" ("IMozutus"), "1" ("Auazoxonus") - ayis GpoHIa OIB30BAHUS.

3.7.14.3. EguHunel xpaHeHUs/€IUHUIBI ydeTa cTpaxoBoro (onma u ¢onma
MOJIb30BaHUS ayJTMOBU3YyaJTbHBIX JTOKyMEHTOB UJCHTUIHBI eAMHUIIAM
XpaHeHUs/eAMHNIIAM yUeTa ayJHOBH3yaTbHBIX JOKYMEHTOB.

CrtpaxoBble KONMMM KWUHO- W (POTOAOKYMEHTOB YYHUTBIBAIOTCS HE3aBUCHMO OT
BHJIa KHHO- U ()OTOJOKYMEHTOB B KHHUTAX ydeTa IMOCTYIUICHHH U OMUCAX CTPAXOBOTO
dbonma u hoHIa MOTB30BAHUS.

CrpaxoBble KomuH (DOHOJTOKYMEHTOB Ha MarHUTHOM JICHTE M TPaMOPUTHHAIIOB
u3-3a UX 000COOJEHHOTO XpAaHEHHS YUYWUTHIBAIOTCS B pa3HBIX KHHUTAX ydeTa
MOCTYIUICHUH U OITUCSX.

B uTOroBBIX 3amMcsX KHUT ydeTa MOCTYIUICHUIN U omucel CTpaxoBoro GoHmaa u
dboHAa MoIB30BaHUS KUHO(DOTOMOKYMEHTOB U (DOHOJOKYMEHTOB Ha METAJUTMYECKUX
JUCKaX JOTMOJHHUTEIIbHO MOXET YKa3bIBaThCA KOJUYECTBO €IWHUIl XPAHCHUS
COOTBETCTBEHHO MPOMEKYTOYHBIX MO3UTUBOB M KOHTPATHUIIOB; TIO3UTUBOB U JTyOJIb-



HeratuBoB; HeueTHbIX (1) u yeTHbIX (II) rpamopurnHanos.

B UTOroBBIX 3amMCsIX K OMHUCSIM CTPAXOBbIX KOMHUM KUHOGOTOPOHOAOKYMEHTOB
YKa3bIBACTCS TAKKE UX 00bEM B METPaAX, KaJpax, 4acax 3BydaHUs.

Homep enunuipl ydera crpaxoBoro ¢oHaa KuHOGOTOPOHOJOKYMEHTOB
NEPEHOCUTCS B ONMKCh U3 KHUTU y4yeTa MOCTYIUICHUH. APXUBHBIM MIHU(PPOM €AUHUIIBI
yuera ctpaxoBoro (oHaa KMHO(DOTODOHOJOKYMEHTA SBIISETCS Ha3BaHUE apXuBa,
HOMEp €AMHUIIBI yueTa cTpaxoBoro Gonaa ¢ nobasieHueM uHaekca "Co".

3.7.14.4. Yyer komuii apXMBHBIX JOKYMEHTOB, CO3JaHHBIX B IIPOLIECCE HX
WCIIOJIb30BAaHUS W BKJIIOYEHHBIX B (DOHJ TIOJIH30BAaHUS, BEIETCS B apXHUBE B
OTZEJIBHOW KHUTE y4eTa KOIUMN ITUX JTOKYMEHTOB.

Ydet My3eiHBIX PEAMETOB U OUOINOTEUHBIX (POHAOB

3.7.15. Yuer My3eiHbIX IPEIMETOB, SBJISIOMINXCS BIOKEHHEM B JIET0, BEACTCS B
YCTaHOBJICHHOM mopsiake (cM. 1. 3.7.13).

My3eiiHble TPEAMETHI, HE SIBJISIIOIIAECS BIOXEHUSMHU B JI€JIO, NMPUHATHIE HA
XpaHEHHE B COCTaBE apXWUBHOTrO (hOHIA, YUUTHIBAIOTCS B COCTaBE TOTO (POHJIA Kak
eauHULbl XpaHeHud. [Ipy 3HAUYUTENIBHOM KOJIMYECTBE TAKWX EIWHUI] XPAHEHUS Ha
HUX COCTABJIAETCS OT/IEJIbHAS OMUCH AEN, TOKYMEHTOB.

Bxnrouenue B coctaB MyseiiHoro ¢onna Poccuiickoit ®enepanuui ¥ ydeT
JAHHBIX MY3E€HHBIX TPEAMETOB OCYIIECTBISIOTCS B COOTBETCTBHHM C TOPSIKOM,
YCTAHOBJICHHBIM  CHEHUUAJIBHO  YIOJHOMOYEHHBIM  (ellepalbHBIM  OpraHOM
WCTIOTHUTENbHOM BiacTu i1 My3eitnoro ponna Poccuiickoii denepanuu.

VYyer My3elHBIX MPEAMETOB, COACPKAIIUX APArOlEeHHbICE METAJIBI U KaMHH,
BEJICTCS B YCTAaHOBJICHHOM Topsike (cm. 1. 3.7.10).

3.7.16. Yuer OubnuoreyHoro (crnpaBOYHO-MH(OPMAIIMOHHOTO) (OHAA apXHBa
BEIETCSI B  COOTBETCTBUM C  TOPSJKOM,  YCTAHOBJIICHHBIM  CIIEIIUAIBHO
VIOJHOMOYEHHBIM  (peiepaabHBIM  OpraHOM  HMCIHOJIHUTEIBHOM  BIACTH  JUIA
OMOIMOTEeUHBIX (DOHIOB.

[V. Opraauzanusi KOMILUIEKTOBAHUS apXUBa JOKYMEHTAMH
apxuBHOrO (poHna Poccuiickoit denepanuu u ApyrumMu
apXUBHBIMU JOKYMEHTaMH

(B pa3zzmene Ha TroOCyIapCTBEHHbIE M MYHHULHUIAIbHbIE MY3€HM U OMOJIMOTEKU
pacnpoctpansitores . 4.3,4.3.1,4.3.2,4.4.2,4.4.3,4.4.4,4.7)

4.1. CucremaTu4ecKkoe IMOIMOJHEHUE apXvBa JOKyMEHTaMH ApXUBHOro ¢oHaa
Poccuiickoii @eaepannn (KOMILUIEKTOBAHUE apXUBa) BKIIIOYAET:

OTpe/ieieHre UCTOYHUKOB KOMILJIEKTOBAHMSI ApXUBA;

OIpPEJEIEHUE COCTAaBA APXUBHBIX JOKYMEHTOB, MTOJIEKAIUX IPUEMY B apXHUB;

npueM-Tfepeayy apXrMBHBIX JOKYMEHTOB B apXHUB.

McToYyHNKHM KOMITJIEKTOBAHUS dpXuBa

4.2. TocynmapCTBEHHbIE OpraHbl M OpraHbl MECTHOIO CaMOYIPaBJICHUS
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BKJIIOYAIOTCS B CIHCKA MCTOYHUKOB KOMIUIEKTOBAHUSI TOCYJAPCTBEHHBIX H
MYHUIIMTIAIBHBIX QPXUBOB B 00513aT€ILHOM TOPSJIKE.

HcroyHrkaMy KOMIUIEKTOBAHHUSI apXyMBa BBICTYIMAIOT TAKXKE OpPraHU3ALMH U
rpakJaHe, B MPOIECCe EATETbHOCTH KOTOPBIX 00Pa3yroTCcsi JOKYMEHTbl APXHUBHOIO
dbonna Poccuiickoit deneparuu.

HerocynapctBeHHbIE OpraHU3allMK, a TaKKe IPAKJaHE BKIIOYAIOTCS B CIIHUCKH
MCTOYHHUKOB KOMIUIEKTOBAHUS apXHBa HA OCHOBAHUU JIOTOBOPA.

HerocynapcTBeHHble  OpraHu3alMyd, BPEMEHHO  XpAHSIIME  JOKYMEHTHI
ApxuBHoro ¢onma Poccuiickoit deneparuu, oTHOcAmEecs K QeaepaabHOM
COOCTBEHHOCTH, COOCTBEHHOCTH CyOBekToB Poccuiickoit ®enepauuu  win
MYHUITUTIATBHOM ~ COOCTBEHHOCTH,  BKIIOYAOTCS B CIHCKH  MCTOYHUKOB
KOMIUIEKTOBAHUSI T€X apXUBOB, UCTOYHUKAMHU KOMILJIEKTOBAHUSI KOTOPBIX SIBIISUIUCH
UX TIPEAIIECTBEHHUKH - TOCYJJAPCTBEHHBIC U MYHUITUIIAbHBIC OpTaHU3allUH.

4.2.1. OTHEceHHE K UCTOYHMKAM KOMIUJIEKTOBAaHUSA apXuBa IMPOU3BOJUTCS Ha
OCHOBAaHUU KPUTEPHUEB:

JUISL OpTaHU3ALINN:

(GyHKIHMOHATBHO-TIENIEBOTO  HAa3HAYEHUsT  OpraHm3anuud  (Uisl  TPYIIBI
OpraHu3allvii, BBHIMOJHSAIOMIUX AaHAJIOTHYHbIE (YHKIUU, WUCIOJIb3yeTCs QopMma
BBIOOPOYHOTO MTPUEMA);

MOJIHOTHI OTPaXKEHUsI UHPOPMALIUU O JIEATEITLHOCTH OpTraHU3allii B apXUBHBIX
(dhoHax Apyrux opraHuzaiui;

JUISL TPK]IaH:

BKJaJ TpaxJaHWHA B pa3BUTHE HAyKW, KYyJIbTYpbl M Jpyrux obiacteut
NeATEIIbHOCTH;

€ro pojb B KauyeCTBE YYAaCTHHMKA, OYEBU/IIIA BHIAAIOIMIUXCA COOBITUN B JKU3HU
00IIIeCTBA;

POJICTBEHHBIC, JPYXKECKHE, TBOPUYECKUE CBSI3M TPa)xJTaHHUHA, MECTO paboTHI,
3aHUMaemasi JOJIKHOCTb;

TUNMUYHOCTh €r0 APXMBHBIX JTOKYMEHTOB JJISI 3MOXU (JOKYMEHTHI "psIOBBIX"
rpaxiaaH);

COCTaB M COJIEp’KaHNE COOPAHHBIX IPAKIAHUHOM apXUBHBIX JIOKYMEHTOB.

CHuCcKH MCTOYHUKOB KOMITIJICKTOBAHUS apxXnuBa

4.2.2. COoucku HCTOYHUKOB KOMIUICKTOBAHUSA COCTABJISIIOTCS apXWBOM Ha
OCHOBaHUM 3aKOHOJIaTeNIbCTBA 00 apxuBHOM jene B Poccuiickoit denepanniu, HopM
mn. 42 u 4.2.1 wnacrosmux IIpaBun, a Takke peKOMEHAAMN CHEUATBHO
YIOJTHOMOUYEHHOTO (e/lepabHOr0 OpraHa HCIOJIHUTEILHON BJIacTH B cdepe
apXMBHOTO JieJa, IMOJTOTOBJICHHBIX CAMOCTOSITEIbHO WJIM COBMECTHO C JPYTUMH
dbenepadTbHBIMA ~ OpraHaMH  HMCIOJHUTEIBHOM  BJIACTM, B TOM  4YHCIE
OCYIIECTBIISIONIMMU JCTIO3UTAPHOE XpaHEHUE JOKYMEHTOB ApXUBHOTO (oHIa
Poccuiickon ®@enepanumn.

ApXHUB BeIEeT CHOUCOK OpraHu3alui - HUCTOYHHUKOB KOMILJICKTOBAHUS 10
YCTaHOBJICHHOU (hopme.

Crucok rpaxaaH (COOCTBEHHHKOB WJIM BIIAJEbIIEB apXWBHBIX JIOKYMEHTOB) -



HMCTOYHUKOB KOMIUIEKTOBAaHUSI BEAETCA IO TMPHUHATOM B apxuBe Qopme ¢
o0s3aTeNbHBIM YKa3aHueM (aMuIui, UMEH, OTYECTB, aJIPECOB MECTa >KUTEIbCTBA,
IOPUANYECKOTO 0OOCHOBAHUSI BO3ZMOXHOCTH TIEpE/layd UX apXUBHBIX JOKYMEHTOB B
apXuB.

B apxuBe, mNpuUHHMAIONIEM HAa XpaHCHHE pPaA3JIMYHbIC BHIBl APXHBHBIX
TOKYMEHTOB, COCTaBIISIIOTCSI M BEAYTCS CaMOCTOSITEIBHBIE CIUCKH OpraHU3alui -
UCTOYHUKOB KOMIUIEKTOBAHUS HAYYHO-TEXHUYECKOW JTOKYMEHTAIlMEH, CHUCKH
OpPraHU3alNN - NCTOYHUKOB KOMILIEKTOBAHUS aAyINOBU3yaIIbHBIMU JOKYMEHTAMM.

4.2.2.1. TIpoekTbl CIUCKOB HMCTOYHMKOB KOMIUICKTOBaHHUSA (heaepaabHbIX
rOCYJJapCTBEHHBIX APXMBOB IIOCIIE PACCMOTPEHMS MX HA JKCHEPTHO-IIPOBEPOUYHOMU
komuccun (OIIK) apxuBa mnpencraBnsieTcs Ha coryacoBaHue LleHTpanbHOU
sKkcnepTHo-npoBepoyHot  komuccuun (IIDIIK) crneunanbHO — YIIOTHOMOYEHHOTO
(denepalbHOTO OpraHa MCHOJHUTEIBHOM BIAaCTH B cdepe apXHUBHOIO JIENa;
roCy/1apCTBEHHBIX apXUBOB cyObekTa Poccuiickoit ®enepany 1 MyHUIUIAIbHBIX
apxuBoB - Ha corsacoBaHue OIIK yIOIHOMOYEHHOTO OpraHa HCIOJHUTENBHOU
BlacTu cyonekra Poccuiickoit deneparuu B cepe apXuBHOTO jiela; opraHU3alui
Poccuiickoii akagemun Hayk - Ha corjacoBanue OIIK ApxuBa Poccuiickoit
aKaJeMHUH HayK.

Pemenne [[DIIK cnenuanbHO yHOJHOMOYEHHOTO (peiepalibHOTO OpraHa
MCIIOJIHUTENIbHOM BiacTH B chepe apxuBHoro aena, IIIK ynorHomMoueHHOro oprana
WCIIOJIHUTENIbHOM BiacTu cyObekTta Poccuiickoit @enepauuu B cdepe apXUBHOIO
nena, OIIK ApxuBa Poccuiicko akageMuu HayK O COIJJAaCOBAHMM CIIMCKA
HMCTOYHUKOB KOMIUIEKTOBAHMS apXMUBA SIBISAETCS OCHOBAHHUEM JJISI €T0 YTBEPKACHUS
PYKOBOJCTBOM COOTBETCTBYIOIIETO apPXMUBA WIM OPTaHOM MECTHOTO CAMOYITPABIICHUS
(mns MyHUIMTIATBHBIX aPXMBOB), Tpe3uauyMoM Poccuiickoii akaieMuu HayK.

ApXUB BIIpaBe BECTH CIIMCOK BO3MOYXHBIX HICTOYHUKOB KOMIUIEKTOBAHMUS.

CripaBKy, 3KCHEPTHBIEC 3AKIFOYEHUS O BKJIIOYEHUM OpPraHU3alUil UM TpaxkJaH B
CIIUCKM MCTOYHUKOB KOMIUJICKTOBAHMUS apXMBa WM UCKIIOUYCHUM MX U3 YKa3aHHBIX
CIHMCKOB, a TakXke O (opme MpuemMa apXUBHBIX JOKYMEHTOB Ha XpaHEHHE U
IIPEACTABIIAIOTCSA:

dbenepalbHBIMU TOCYIApCTBEHHBIMU apXuBamMu - Ha paccMmotperue [[DITK
CHELMAJIbHO YIOJIHOMOUYEHHOro (efepaibHOr0 OpraHa HCIOJHUTENbHON BIacTH B
chepe apxuBHOrO jena (pemeHne o0 UCKIIOUEHUHM OpPTaHU3AIMK U3 CIHCKA
MCTOYHUKOB KOMILJIEKTOBAHUS (heepaIbHOTO FOCYJapCTBEHHOIO apXuBa B CIydae ee
mukBuanuu npuaumaetrcs 1K dbenepanbHOro rocy1apcTBEHHOTO apXuBa);

rOCYJapCTBEHHBIMU  apxuBamMu cyObekToB Poccuiickoii ®Deneparuu  u
MYHULIMIAIBHBIMU apXuBaMH - Ha paccMorpeHue JIIK ymosHoMouYeHHOro oprana
MCIIOJIHUTENIbHOM BiacTu cyObekTta Poccuiickoit @epepauuu B cdepe apXUBHOIO
nena;

opranuzanusamu Pocculickoil akagemMun Hayk - Ha paccmoTpenue DIIK Apxua
Poccuiickoit akagemMun HayK.

YTOYHEHHE U MEPEYTBEPKICHHUE CIIMCKOB HCTOYHUKOB KOMIUIEKTOBAHUS
apXUBOB MPOBOAUTCA MO Mepe HeoOXoauMocTH. OCHOBAaHUEM JIL 3TOTO SIBJSIOTCS:
CO3[JaHHE, peopraHu3anus, JMKBUJALMSA TOCYJAapCTBEHHOTO OpraHa, OpraHa
MECTHOT'O CaMOYINPABJIECHUS, OPTaHU3aLMK; OTKA3 HErOCYJapCTBEHHBIX OPraHU3aLAN



U TpaxJaH OT COTPYJHHYECTBA C apXMBOM (paCTOPKEHHE IOrOBOPA); PEILICHUE
LDIIK crnenuanbHO YHOJHOMOYEHHOTO (eepalbHOr0 oOpraHa MCIOJHUTEIbHON
BJacTH B cepe apxuBHOro nena, K ynosrHoMoueHHOTro opraHa UCTIOTHUTEIbHON
BiacTu cyobekrta Poccuiickoit @enepannu B chepe apxuBHoro aena u IIIK Apxusa
Poccuiickoii akazemMuum HayK O MEpeladye OPraHu3alMi B CIUCOK HCTOYHUKOB
KOMIUJIEKTOBAHHUS APYroro apxusa. Opranuzaiusi MOKeT ObITh HCKIIIOYEHA U3 CIIHCKA
MCTOYHUKOB KOMIUIEKTOBAHMS apXUBA, €CJIM B IIPOLIECCE IEATEIIBHOCTH OpPraHU3alun
nepectaii  o0pa3oOBBIBATBCS  JOKYMEHThI  ApxuBHOro ¢onga Poccuiickoit

denepanum.
4.2.3. ApxuB BemeT HAOMIOJATENBHOE JEJI0 Ha KaXAbld TOCYJapCTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYMpaBICHUS ¢ OpraHu3alui0 - HCTOYHUK

KOMIUICKTOBAHHSI apXHBa, B KOTOPOE BKIIIOYAIOTCS JOKYMEHTHI, XapaKTEPU3YIOIIHE
€ro MpaBOBOM CTaTyC M MEITEIBHOCTh, a TakKe pabOTy apxuBa M OpPraHU3AIUIO
JIOKYMEHTOB B JeJIonpou3BoacTBe. HabmonaTeapHoe 1e710 MOXKET ObITh 3aBEACHO U
Ha TPaXJaHWHA - HCTOYHUK KOMIUIEKTOBAaHUS apXuWBa, B KOTOPOE BKIIOYAIOTCS
CBEJICHUS O COCTABE U COJACPIKAHUM €r0 apPXUBHBIX JOKYMEHTOB.

B mensax ydera paboThl ¢ HUCTOYHUKAMHU KOMILJIEKTOBAHUS apXUB BIIPaBE
CO3/1aBaTh yUETHO-CIPABOYHBIC KAPTOTEKHU U 0a3bl JaHHBIX.

HOpﬁIIIOK OKCIICPTHU3bI HCHHOCTHU JOKYMCHTOB

4.3. ApxuBHBIE JOKYMEHTHl BKJIIOYAIOTCA B cocTaB ApxuBHOTro (¢GoHaa
Poccuiickoit ®@enepaniii Ha OCHOBAaHWUU SKCIEPTU3bI LIEHHOCTH JIOKYMEHTOB (T.€.
M3y4YEHHS] JOKYMEHTOB Ha OCHOBE KPHUTEPHUEB UX LIEHHOCTU B LIENSAX ONPEICICHUS
CPOKOB XpaHEHUs JOKYMEHTOB U UX 0TOOpa Ha MOCTOSIHHOE XPaHEHHUE).

BxitoueHue 10KyMeHTOB B coctaB ApxuBHOro ¢onna Poccuiickoit denepamuu
OCYILECTBIISIETCA HA OCHOBE KOMIUIEKCHOTO IIPUMEHEHHMS] KPUTEPUEB ITPOUCXOKICHHUS
JOKYMEHTOB ((hyHKIIMOHAJILHO-1I€JIEBOE HAa3HAYCHHE MCTOYHMKA KOMIUIEKTOBAaHUS C
Y4eTOM €ro oco0Ol pOoJM WM TUIOBOIO XapakTepa, BpeMs M MECTO CO3/aHus
JOKYMEHTa U T.I.), COJAEpP’KaHUS JOKYMEHTOB (3HAUMMOCTh MH(pOpMAIUH, B TOM
YUCJIE €€ YHMKAIBbHOCTb, TUIIMYHOCTb HJIM IOBTOPSAEMOCTb, BHJ JIOKYMEHTA, €ro
MO/JIMHHOCTH), BHEIIHUX OCOOCHHOCTEW JOKYMEHTOB (dopma (UKCUPOBaHHS U
nepeayu coiep KaHusl, y10CTOBEpEHUS U 0(OPMIICHHSI TOKYMEHTA).

[Ipn BKIIOYEHHH JOKYMEHTOB B cocTaB ApxuBHOro ¢onga Poccuiickoii
denepaliviy UCTIONB3YETCS Takke (popMa MOBUAOBOIO WIIM FPYIIIOBOTO BEHIOOPOUHOTO
IpyueMa JTOKYMEHTOB.

4.3.1. Pemenue Hay4YHO-METOJIMYECKUX BOIPOCOB, CBA3AHHBIX C DKCIEPTU30M
IIEHHOCTH JIOKYMEHTOB W BKJIFOUEHHUEM MX B cocTaB ApxuBHoro ¢onaa Poccuiickoi
@denepannu, a TaKXKe ¢ ONPEJIETICHUEM B €r0 COCTaBe 0c000 IIEHHBIX JTOKYMEHTOB, B
TOM YHCJE YHUKAIBHBIX JOKYMEHTOB, ocymectBisiercs LOIIK cnenmansHO
YIOJHOMOYEHHOTO (pefepalbHOrO OpraHa HCIHOJHUTENbHON BiactTd B cdepe
apXMBHOTO J€a.

OKcnepTh3a LEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS — YIOJIHOMOYEHHBIM
OpraHOM HCIIOJIHUTENbHON Biactu cyOwbekta Poccuiickoit ®enmepammu B chepe
apXUBHOTO JIeJla, ApXUBOM COBMECTHO C COOCTBEHHUKOM WJIM BJIAJIEIbIIEM apXUBHBIX



JIOKyMEHTOB B COOTBETCTBUU C KPUTEPHSIMHU, YCTAHOBJICHHBIMH B 1. 4.3 HACTOSAIIUX
[TpaBun.

Koncynpranrllntoc: npumedanue.

[Ipukazom MuHkynbTypel P® yrBepknen llepedeHp THIOBBIX apXUBHBIX
JOKYMEHTOB, O0Opa3ylolmuxcs B HAYyYHO-TEXHMYECKOM M  MPOU3BOJCTBEHHOU
NEATEIIBHOCTA OPTaHU3alMi, C YKa3aHUEM CPOKOB XPaHEHHS.

[Ipy mpoBeneHNH SKCIEPTU3bl EHHOCTH JOKYMEHTOB M OIPEINEICHUNA CPOKOB
XpaHEHUsT JOKYMEHTOB apXUB PYKOBOJACTBYETCS IIEPEUYHSMM THIIOBBIX APXUBHBIX
JOKYMEHTOB € YKa3aHHEM CpPOKOB XPaHEHHWs; IIEPEYHSIMU  JTOKYMEHTOB,
00pa3yoIUXCs B POIECCE AEATENbHOCTH (efiepalbHbIX OpPraHOB TOCYIapCTBEHHOMN
BJIACTH, WHBIX TOCYJApCTBEHHBIX OpraHoB Poccuiickonn @enepauuu, a TakkKe B
IIPOLIECCE ACATEIBHOCTU NOJABEJOMCTBEHHBIX UM OpraHU3alui, C YKa3aHUEM CPOKOB
XpaHeHus: (OTpaciieBble MEPEYHM); a TAK)KE CPOKAMH XPAHEHHsI OTICJIbHBIX BHJIOB
APXMBHBIX JOKYMEHTOB, B TOM YMCJI€ HE BOLIEAIINX B YKa3aHHbIC IIEPECYHU, KOTOPBIE
YCTaHABJIMBAKOTCSA 3aKOHOAATENBCTBOM Poccuiickon denepanuu.

Pemenus o BxirodeHun B coctaB ApxuBHoro (ouga Poccuiickoit deneparuu
KOHKpETHBIX JOKyMeHTOB mnpuHumatorcs OIIK ¢denepanbHbiXx rocynapcTBeHHBIX
apxuBoB, OIIK ynoJHOMOYEHHBIX OPraHOB HCIHOJHUTENIBHON BIACTU CYOBEKTOB
Poccuiickoii ®enepann B cdepe apXMBHOIO JieJa, SKCHEPTHHIMU (POHIOBO-
3aKyIIOYHBIMM KOMHCCHSIMHM TOCYIJApPCTBEHHBIX W MYHULHNAIBHBIX MY3€EEB,
AKCIIEPTHBIMU KOMUCCHUSIMU TOCYAAPCTBEHHBIX U MYHULIMNAJIBHBIX OnOnunorek, DIIK
ApxuBa Poccuiickoii AxkanemMun HayK NPHU yTBEPKACHUU ONMCEMN NIEJ, TOKYMEHTOB
ITIOCTOSTHHOTO CPOKA XPaHEHHS.

[lomHoMOuUMsT W mOpsAOOK AesTenbHOCTH yKazaHHbIX OIIK  ompenenstorcs
MOJIOKEHUSIMU O HHUX, pa3pa0aTblBaéMbIMH Ha OCHOBE COOTBETCTBYIOIIMX
IIPUMEPHBIX  IOJIOKEHUH,  YTBEPXKAAEMBIX  CIELUAIBHO  YIIOJIHOMOYECHHBIM
benepaibHBIM OPraHOM UCHOJIHUTEIBLHOM BJIACTH B cpepe apXUBHOTO JIEa.

ApxHUB paccMaTpuBaeT M TOTOBUT K yTBepxkaeHuro OIIK yrnomHOMO4YeHHOro
OopraHa WCIIOJHUTENILHOW BlacTh cyObekra Poccuiickoit ®Denepanuu B cdepe
apXMBHOI'O JIeJla OMMCH JAEJ, JOKYMEHTOB (MJIA MX T'OJIOBBIE Pa3/eiibl) MOCTOSHHOTO
CpOKa  XpaHeHHs, 0Opa30oBaBUIMXCA B  JIEATEIbHOCTH €r0  HMCTOYHUKOB
KOMIUIEKTOBaHUs. DenepanbHble TOCYHAapCTBEHHbIE apxuBbl, ApxuB Poccuiickon
AKaZeMHH HayK YTBEPKIAKOT YKa3aHHBIE OITMCU CAMOCTOSITEIBHO.

ApxuB rotoBUT K corinacoBanuto OIIK  ymomHomouenHoro oprasna
MCIIOJIHUTENIbHOM BiacTu cyObekTta Poccuiickoit @epepauuu B cdepe apXUBHOIO
JieJ1a WU COTJIACOBBIBAET B COOTBETCTBUU C MPEIOCTABICHHBIMHA €MY ITOJTHOMOYHSIMU
OMKCH JIeJI 10 JIMYHOMY COCTaBY (MJIM UX TOJOBBIE Pa3/ielibl), aKThl O HEMCIIPABUMBIX
MOBPEKICHUIX AOKyMEHTOB (mpuioxkenne N 1). DenepanbHble rocyIapCTBEHHBIE
apxuBbl, ApxuB Poccuiickoii AkagemMuum HayK MPOBOJSAT  COTJIACOBaHUE
IIEPEYUCIIEHHBIX TOKYMEHTOB CAMOCTOSATEIBHO.

BxutoueHne JOKYMEHTOB, HAaXOJSIIMXCA B YAaCTHOW COOCTBEHHOCTH, B COCTaB
ApxuBHoro ¢onma Poccuiickoii ®Denepanuu OCYIIECTBISECTCS Ha OCHOBAHHH
AKCIEPTU3bl LIEHHOCTH JOKYMEHTOB M O(QOpPMIISIETCS  JIOTOBOPOM  MEXIY
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COOCTBEHHHKOM WJIM BIIAJCNBIIEM APXWUBHBIX JIOKYMEHTOB M apXMBOM. B maHHOM
JIOTOBOPE YKa3bIBAIOTCS OO0S3aHHOCTUM COOCTBEHHUKA WJIM BIIJEblla APXUBHBIX
JOKYMEHTOB 110 XpaHEHUIO, YUETY U UCTIOIb30BAHUIO TOKYMEHTOB ApXUBHOTO (hOHIA
Poccuiickon denepanum.

4.3.2. DkcrnepTr3a NEHHOCTU JOKYMEHTOB B apXHUBE IIPOBOJIUTCH:

M0 MCTEYCHUH CPOKOB BPEMEHHOI'O XpaHEHUS apXHUBHBIX JIOKYMEHTOB, B TOM
4yyclie JOKYMEHTOB IO JIMYHOMY COCTaBy, IMOCTYNHMBIIMX B apXuB OT
JUKBUJAMPOBAHHBIX TOCYAAPCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CaMOYTPABICHHUS
Y OpraHMU3aLNi;

OpU TOCTYIJIEHUM B apXWB B MCKIIOYUTENbHBIX CIydasX JOKYMEHTOB B
HEYTOPSAIOYEHHOM COCTOSIHHH;

B Cily4ae 0€3BO3BpAaTHOTO BHIBO3a APXUBHBIX JTOKYMEHTOB 3a pPyOex.

[Io pe3ynbTaTam »>KCHEPTHU3bl LEHHOCTH JOKYMEHTOB, CPOKHM BPEMEHHOTO
XPaHEHUsI KOTOPBIX UCTEKIIM, B TOM YUCIIE€ JOKYMEHTOB IO JUYHOMY COCTaBY, apXHB
COCTAaBIJIIET AKT O BBIJICJICHUH K YHUYTOXKECHUIO JOKYMEHTOB, HE IMOJJIEXKaIINX
xpanenuto (npusioskenre N 11), 1 B yCTaHOBJIEHHOM MOPSIKE BHOCUT W3MEHEHUS B
YYETHBIE JIOKYMEHTBI apXUBA.

B pesynbprare sKcnepTu3bl LEHHOCTH JOKYMEHTOB, MOCTYIHUBIIMX B ApXUB B
HEYNOPSJOYCHHOM COCTOSIHUM, AapXUB COCTaBJISET ONWMCH JI€], JOKYMEHTOB
MIOCTOSIHHOTO XPaHEHMsI, ONUCHU JIe] BpeMeHHOro (cBbiiie 10 jieT) cpoka XpaHEeHHUs,
OMKCH JIeJ MO JUYHOMY COCTaBY M aKT O BBIJEICHUHM K YHUUYTOKEHHIO TOKYMEHTOB,
HE MMO/ISKANINX XpaHeHu o (mputokenue N 11).

[Topnexanie YHUUYTOKEHHIO apXWBHBIE JTOKYMEHTHl IMEpeNalTcs Ha
nepepaboTKy (yTHUIM3AIlMI0) W CHUMAIOTCS C yde€Ta B YCTAaHOBJICHHOM MOpSJIKE.
Cnava nen odopmiigeTcsi MPUEMO-CIATOYHONM HAKJIAJHOW, B KOTOPOM yKa3bIBalOTCA
JaTa nepeaadyu, KOJIMYECTBO CAABAEMBIX JIEN U BeC OyMaKHOU MaKyJaTyphl.

[Topsnok nmpuema apXuBHBIX JOKYMEHTOB

4.4. OT UCTOYHUKOB KOMIUICKTOBAaHUSI apXuBa NOKYMEHThI ApxXuBHOTO (oHIa
Poccutickonn ®@enepanuy NPUHUMAKOTCS TOCYJAPCTBEHHBIM W MYHHULUUIIAIBHBIM
apxuBamu, opraHusanuer Poccuiickol akaJeMuu HayK MO HMCTEUYEHUU CPOKOB HX
BPEMEHHOI0  XPaHEHUs, YCTAHOBJIEHHBIX  3aKOHONATENBCTBOM  Poccuiickon
denepanum.

B UCKIIOUMTENBHBIX Clly4asix CpPOKH BPEMEHHOIO XPAaHEHHUS JOKYMEHTOB
ApxuHoro ¢onaa Poccuiickoit denepanuu MOTyT OBITH MPOAJIEHBI MO MPOCHOE
MCTOYHMKOB KOMIUIEKTOBAHUS apXWBa MPHU HEOOXOAUMOCTH MPAKTHUYECKOIrO
HCIIOJIb30BaHUsl APXUBHBIX IOKYMEHTOB MJIM OTCYTCTBHUS y apXHUBa BO3MOKHOCTH JJIS
IIPUEMA YKA3aHHBIX JIOKYMEHTOB B CPOKH, YCTAHOBJICHHBIE 3aKOHOJATEIbCTBOM
Poccuniickonn ®enepauyu. IlpomyieHne yka3aHHBIX CPOKOB OCYILECTBIIETCS: JIS
HMCTOYHUKOB KOMIUIEKTOBaHUS  (enepanpHbIXx apxuBoB - pemenueM OIIK
(dbenepaibHBIX apXWBOB; I WCTOYHUKOB KOMIUJICKTOBAHUS JIPYTUX apXUBOB -
pemerrem OIIK ymomHOMOYEHHBIX OPraHOB HWCIIOJHHUTEIBHON BIACTH CyOBEKTOB
Poccuiickoii  ®eneparun B cepe  apXuMBHOTO  Jena; IS HCTOYHUKOB
KOMILIeKTOBaHMsT ApxuBa Poccuiickoii akanemun Hayk - pemenuem OIIK storo



apxuBa.

Cpoku BpEeMEHHOTO XpaHEHHUs JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoi
denepanuu B HETOCYIAPCTBEHHBIX OPraHU3ALUSIX ONPENEIIAIOTCSA B IOTOBOPE MEKIY
apXMBOM U COOCTBEHHUKOM WJIM BJIAJIETBIEM YKA3aHHBIX JOKYMEHTOB.

4.4.1. Ilpuem noxymeHtoB ApxuBHOro ¢onga Poccuiickoit denepanuu oT
HUCTOYHUKOB KOMILIEKTOBAHUS OCYILIECTBIISIETCS rOCyJapCTBEHHBIM U
MYHULHANAIBHBIM ~apXWBaMH, oOpraHu3anveil Poccuiickoii akaaeMuu HayK B
COOTBETCTBUM C IJIAHOM-TpauKOM, KOTOPBIM YTBEPKAAETCS PYKOBOJCTBOM apXHBa
[0 COMJIaCOBAHUIO C MCTOYHMKAMU KOMIUICKTOBAHUSA. BHEMIaHOBBIA MpHEM
nokymeHToB ApxuBHOro (Qonma Poccuiickoit denmeparuu, a TakKe apXUBHBIX
JOKYMEHTOB, CPOKH BPEMEHHOI'O XPaHEHUsI KOTOPBIX HE UCTEKIIN, OCYIIECTBIISIETCS B
Cly4ae JMUKBHUJAIMA WCTOYHWMKA KOMIUIEKTOBAHMS WJIM B CIIy4ae Yrpo3bl
COXPaHHOCTH APXUBHBIX JOKYMEHTOB.

[Io mnpocbOe HCTOYHMKOB KOMIUIEKTOBAHMS W TIPU HAJIUYUU CBOOOJHBIX
IJIOLIAJICH TOCYTApCTBEHHBIN U MyHULIMIIAIBHBIA apXUBbI, Opranuszauus Poccurickon
aKaJIeMUU HAyK MOXET OCYUIECTBIIATH JTOCPOUHBIA MPUEM AOKYMEHTOB APXUBHOIO
donna Poccuiickoit @Denepanuu, a TakkKe BPEMEHHOE XpPaHEHHUE APXUBHBIX
JOKYMEHTOB Ha OCHOBE J0roBopa. [IpueM apxuBHBIX JIOKYMEHTOB Ha BPEMEHHOE
XpaHeHHe OPOPMIISIETCSl TaKKEe aKTOM MpUeMa-Tiepesaur JOKYMEHTOB Ha XpaHEHHE
(mpunoxenue N 9) ¥ IPOU3BOJUTCS 1O CTATOYHOMN OIHCH.

ApXHBHBIE TOKYMEHTBI MPUHUMAIOTCS B TOCYIAPCTBEHHBIA U MYHHIUITAIBHBIN
apXUBbI, OPraHU3alMI0 POCCHIICKON aKaJeMuy HAyK B YNOPSIAOYEHHOM COCTOSIHUU C
COOTBETCTBYIOIIUM HAy4YHO-CIIPABOYHBIM aMIapaToM M CTPaXxOBbIMU KOINHSIMH Ha
0Cco00 IIEHHbIE JOKYMEHThl U YHUKAJIbHbIC TOKYMEHTHL. Bce paboThl, CBS3aHHBIE C
0oTOOpPOM, TMOJTOTOBKOM M TMepenadeid apXUBHBIX JOKYMEHTOB Ha TIOCTOSHHOE
XpPaHEHUE, B TOM YHCJIE C UX YNOPSJAOUYEHUEM M TPAHCIOPTUPOBKOM, BBIMOJHIIOTCS
324 CUET CpEACTB MCTOYHHUKOB KOMIUIEKTOBAaHMS, MEPEHAOIIMX YKa3aHHbIC
JOKYMEHTHI.

[Ipy npueme apXuBHBIX JTOKYMEHTOB IMPOBOJSATCS MPOBEpPKa UX (U3HUECKOTO,
CaHUTAPHO-TUTMEHUYECKOTO, TEXHUYECKOTO COCTOSHHUS, a TaKXKe [MPOBEpPKa
CTPaxOBbIX KOMUN HAa 0CO0O IIEHHBIE JOKYMEHTHI M YHUKAJIbHBIE JTOKYMEHTHI U
MIPOBEPKA KOMIUIEKTHOCTH YYETHBIX JIOKYMEHTOB.

Joxymentsl ApxuBHoro (onna Poccuiickoit ®enepanui NPUHUMAIOTCS B
rOCy/1apCTBEHHBI U MYHUIMIIAIBHBIA apXWB, OpraHu3anuio Poccuiickoil akaaemMuu
Hayk no yTtBepxiaeHHbIM OIIK omucsam aen, 1OKyMEHTOB; TOKYMEHTHI MO JTUYHOMY
cocTaBy - no coryiacoBanHbIM JDIIK onucsam ngen, JOKyMEHTOB; apXUBHbBIE TOKYMEHTBI
C HEHCTEKIIMMH CPOKAMHU BPEMEHHOTO XPAHEHUS - IO CAATOYHBIM OIHCSIM.

[Ipuem nen nmpou3BOAUTCS MOCAMHUYHO, 0COOO IIEHHBIC Jejia MPUHUMAIOTCS C
HX TIOJIMCTHOM MpoBepKoW. Ha Bcex ak3eMmuisspax OmucH J1es, JOKYMEHTOB JAEJIatTCs
OTMETKA O MPUEME AapXMBHBIX JOKYMEHTOB B apxuB. [Ipu OTCyTCTBUM eIuHUIL
XPaHEHMS, YKa3aHHBIX B OMUCH €], JTOKYMEHTOB, B HEM JI€JIACTCS HOBAsl UTOTOBas
3anuch. HoMepa OTCYTCTBYIOIIMX €AWHUL] XPAaHEHUS W NPUYUHBI OTCYTCTBUS
OrOBapMBAIOTCA B AaKTE€ MNOpUEMA-NIEPENayd JOKYMEHTOB Ha XpaHECHHE U B
MPUJIAraéMoON K aKTy cCIpaBKe. VICTOYHHMK KOMIUIEKTOBAaHHMS NPUHUMAET MEPBI IO
PO3BICKY HE IIOCTYIIMBIIMX HA XPAaHEHHUE APXUBHBIX JIOKYMEHTOB. YTpPayCHHbIC



MTO/VTMHHBIE APXUBHBIE JOKYMEHTHI MOTYT OBITh 3aMEHEHBI UX KOTHSIMHU.

[IpyeM apxuBHBIX JOKYMEHTOB OGOpMIISIETCA aKTOM MpueMa-mnepesadyu
JOKYMEHTOB Ha xpaHeHue (mpuioxkeHue N 9), cocTaBiIsieMbIM B JIBYX 3K3EMILISIpaXx.
OnuH >K3EMIUIAP OCTAeTCsl B apXUBE, APYrol - B HCTOYHUKE KOMILICKTOBAaHHS.
Bwmecre ¢ apXMBHBIMU JOKYMEHTAMH B apXUB IMEPENAIOTCA TPHU SK3EMIUISIpA OIMHCH
1€, TOKYMEHTOB.

[Ipn mepBoM mpHieMe apXUBHBIX JOKYMEHTOB OT MCTOYHUKA KOMILIEKTOBAHUS
MIPUHUMAETCSl Tak)Ke€ MCTOpPHUYECKasi CIpaBKa O HEM U ero (oHjae, KoTopas 3aTeMm
JIOTIONHSIETCSL CBEJACHUSMH 00 HW3MEHEHHUSX B Ha3BaHWU, (PYHKIUAX, CTPYKTYpe
HMCTOYHHMKA KOMIUIEKTOBaHUSA ((HOHI000pa30oBaTEN).

[Ipuem apXWBHBIX JOKYMEHTOB Ha BPEMEHHOE XpaHEHHE O(OPMIIICTCS aKTOM
npueMa-fnepeiaun J0KyMEHTOB Ha XpaHeHue (mpuioxenue N 9) 1 mpou3BOAUTCS 10
CIATOYHOM OITHCH.

4.4.2. JIoKyMEHTBl OT TPa)KJlaH MOCTYIAIOT B apXMB M BKIIOYAIOTCS B COCTaB
ApxusHoro ¢onna Poccuiickoit denepaiyiv Mo JOrOBOPY AapeHUs, MO 3aBEUIAHUIO,
10 IOTOBOPY KYIUIU-MIPOJAXKH, IO PELICHUIO CYa.

[IpueMm yKa3aHHBIX [IOKYMEHTOB B apXWB OCYILIECTBISETCA HAa OCHOBAaHHUH
pemenus DIIK denepanbHoro rocynapcrsennoro apxuna; IIIK ynoiHOMO4YeHHOTO
opraHa HCIIOJHUTEILHON BIacTH cyObekTa Poccuiickoit ®enepanuu B cdepe
apXMBHOIO JIeJia; PKCIEPTHOU (hOHIOBO-3aKyMOYHON KOMUCCHM TOCYAapCTBEHHOIO
WIM MYHUIMOAIBHOTO My3€sl; SKCIEPTHOM KOMHMCCUU TOCYJApCTBEHHOW WM
MyHunMnanpHot Oubnmoreku; OIIK ApxuBa Poccuiickoil akajgeMuu HayK IO
pe3ysibTaTaM PACCMOTPEHUSI CAATOYHOW WJIA OLEHOYHOM ONHUCHU W 3aKIFOYEHUS
skcepTa U OQOpPMIISIETCS aKTOM IMpUeMa Ha XpaHEHUE JOKYMEHTOB JIMYHOTO
npoucxoxaeHus (npunoxenue N 10).

[Ipu oTpuLIaTeIBHOM PENICHUN BOMPOCA O MIPUEME UIIU MPUOOPETEHUN apXHUBOM
YKa3aHHBIX apXUBHBIX JOKYMEHTOB, & TAK)KE€ BO3BpAaTe MO pe3yJibTaTaM SKCIEPTU3bI
LEHHOCTH MX YaCTH U3 YKCJIa HAXOJIMBIIMXCS B ApXMBE COCTABJISIETCS aKT BO3BpaTa
JOKYMEHTOB B JIBYX 3K3eMIuIsgpax. OJIMH 3K3eMIUISIP aKTa OCTAETCSl B apXUBE, APYIrou
BMECTE C JOKyMEHTaMU (MX 4acThl0) BO3BPAIAETCsl COOCTBEHHUKY HJIA BIIAJIEIIBILY.

4.4.3. AynuvoBusyajbHble JOKYMEHTHl MPHUHUMAIOTCS HA XpPaHEHUE B
CJIEYIONEM KOMIUICKTE: KHHOJOKYMEHTHI ((PHJIbMBI, CIEUBBITYCKH) - HETaTHB
M300pakeHusi, HeraTuB (HOHOTPAMMBI, MATHUTHBIA OpPUTHHAI (HOHOTPAMMBEI,
MO3UTUBHASI KOMMS, MarHUTHas (poHOrpaMMa IIYMOB W MY3bIKH, ITPOMEXYTOUYHBIN
MO3UTUB H300paXEHMs, YCTAHOBOUHBIC POJIMKA M Macmopra JJisg IBETHBIX
KMHOJOKYMEHTOB (B UCKJIIOUUTEIBbHBIX CITydasX MPUHUMACTCS HETIOJIHBIN KOMILJIEKT);
(hOTONOKYMEHTHI - HEraTuB, KOHTPOJBHBIA (HOTOOTHEHATOK; (HOHOAOKYMEHTHI H
BHUJICOJIOKYMEHTBI - OpUTHHAT W Komus. OJHOBPEMEHHO MPUHUMAETCS TEKCTOBAs
CONPOBOJIUTENIbHAS JOKYMEHTAIUS: JJII KUHOJOKYMEHTOB - MOHTA)KHbBIC JIUCTHI,
AHHOTAllUM, Pa3pPEUIUTENIbHbIE YAOCTOBEPEHUSI K 3aKOHUCHHBIM IPOU3BEICHUSIM,
aKThl TEXHUYECKOTO COCTOSIHUSI, 3allMCH I[BETOBBIX M CBETOBBIX MACIOPTOB; IS
(OTOIOKYMEHTOB - aHHOTanus; Juisi (OHOJOKYMEHTOB - COMPOBOJHUTEIIbHAS
JOKYMEHTALUS; ISl BUJIEOJOKYMEHTOB - aKThl TEXHHYECKOTO COCTOSTHUS.

DONEeKTPOHHbIE JOKYMEHTBI IMPUHHUMAIOTCSI HA XPAHEHUE B COMPOBOXKIECHUU
MPOTPAMMHBIX CPEJICTB, TO3BOJISIIONIUX WX BOCIPOM3BECTH, M C HEOOXOIUMBIM



KOMIUIEKTOM COMPOBOJAUTEILHOM IOKYMEHTAIUU.

4.4.4. ]JloKyMEHTBI, CO3JJaHHBIE apXWMBOM B pE3yJbTaT€ WHHUIMATUBHOTO
JOKYMEHTUPOBAHUSI COOBITHIA COBPEMEHHOCTH WJIM MPOILIOTO (aHKEeThI, poTorpaduu,
3aMucy BOCIOMUHAHUM, Oecel], THTEPBBIO U T.J.), BKIIOYAIOTCA B COCTaB APXUBHOTO
donna Poccuiickoit ®denepanii U BHOCATCA B OMHUCH I, JIOKYMEHTOB, KOTOpas
yrBepxknaerca  OIIK  ¢denepanbHOoro  rocymapctBenHoro — apxupa,  OIIK
YIOJHOMOYEHHOTO OpraHa HCIOJHUTENbHOW BiacTu cyObekta Poccuiickoii
®enepanyu B cepe apXUBHOTO JI€TIa, SKCIEPTHOU (POHI0BO-3aKYIIOYHON KOMHUCCHEN
rOCYJJapCTBEHHOTO WJIM  MYHHUIIMIAIBHOIO  My3€sl; OKCIEPTHOM  KOMHUCCHEH
rocyJlapCTBEHHOM wuiu MyHuuunaiabHo OumOnmorexku, DIIK ApxwuBa Poccuiickoit
akamemMun Hayk. [IpreM yka3aHHBIX JOKYMEHTOB OQOpPMIIIETCS aKTOM TpHUeMa-
nepeayu JOKyMEHTOB Ha MOCTOSSHHOE XPaHEHHUE.

4.4.5. IlpueM CEKpeTHBIX JOKYMEHTOB OT HWCTOYHUKOB KOMIUIEKTOBAHHMS
rOCYJJapCTBEHHOTO M MYHHUIMIIAJIBHOTO AapXWBOB, OpraHu3anuu Pocculickoii
aKaJIeMUU HAYK OCYIIECTBISIETCS B COOTBETCTBUHU C 3aKOHOAATENBCTBOM Poccuiickoit
@enepanui 0 TOCYJAPCTBEHHOW TalHE MO aKTy W OTAEJIbHBIM ONUCAM JEJ,
JOKYMEHTOB.

HpI/ICM APXHUBHBIX JOKYMCHTOB OT JTUKBHAWPOBAHHBIX OpFaHH3aHI/Iﬁ

4.5. ITpuem noxymeHnToB ApxuBHoro (ponna Poccuiickoit denepanuu u Ipyrux
ApXUBHBIX JOKYMEHTOB, CPOKH BPEMEHHOTO XPAaHEHUS KOTOPBIX HE HCTEKJIH, OT
JMKBUAMPOBAHHBIX TOCYJAPCTBEHHBIX OPTaHOB, OPTAHOB MECTHOI'O CAMOYIIPABIICHMUS,
TOCYIapCTBEHHBIX W  MYHHUIMINAIBHBIX  OpPraHU3alMid  OCYILIECTBIAECTCA B
COOTBETCTBUM C JCUCTBYIOIIMM 3aKOHOJATEIILCTBOM U B MOPSAAKE, YCTAaHOBICHHOM
HacTosmumu [IpaBunamu (cMm. 1. 4.4.1).

[Ipy nuKBMAAIMK HETOCYAApCTBEHHBIX OpraHu3alii 00pa3oBaBIIMECS B
Mpoliecce Ux JAesTeIbHOCTH TOKyMeHThl ApxuBHOro (ponna Poccuiickoit denepanuu,
JOKYMEHTBI II0 JIMYHOMY COCTaBy, a TaKX€ apXWBHbIC JIOKYMEHTBI, CpPOKHU
BPEMEHHOI'0 XPAHEHUSI KOTOPBIX HE UCTEKJIM, IOCTYNAIOT B ApXUB B COOTBETCTBHUHU C
3akoHomarenbCcTBoM Poccuiickoii denepanyn ¥ Ha OCHOBAHUM JOTOBOpPA MEXKIY
JUKBUIAIIMOHHONW  KOMHUCCHMEW  (IMKBUOATOpOM) ©  apxuBoMm. llpu sTom
JUKBUIAIIMOHHAS KOMHCCHUS (JIMKBUIATOP) OPraHU3yeT WX YIOPAIOYCHHE B
YCTaHOBJICHHOM MOPSJIKE.

ApXHUBHBIE JOKYMEHTHI C HEUCTEKIIMMH CPOKaMH BPEMEHHOTO XpaHEHWS,
NPUHATBIE apXWMBOM OT JIMKBUAUPOBAHHOM  OpPraHU3allMM, BBIACISIOTCA K
YHUUTOXKCHUIO MO HWCTEYEHUHM YCTAHOBJICHHBIX CPOKOB XpaHEHUsS. ApPXHUBHBIC
JOKYMEHTBI, UMEIOIINE B COOTBETCTBUU C TUIOBBIMHM WJIM OTPACJIEBBIMU MEPECUHIMU
cpok xpaHeHus ¢ nomerkoil "IIIK", BBIAEHAIOTCS K YHUYTOXKEHHIO TOJIBKO IOCIIE
MPOBEICHHMSI DKCIIEPTU3BI UX IIEHHOCTH U 0TOOpA Ha MOCTOSTHHOE XpaHEHUE.

[Iepenaua apXUBHBIX JOKYMEHTOB U3 apX1Ba B apXUB

4.6. llepemavya apXWBHBIX JOKYMEHTOB, HaXOJSIIUXCS B QeaeparbHON
cOOCTBEHHOCTH, COOCTBEHHOCTH cyObekTta Poccuiickori  ®enepanuu  win



MYHUITUTIATBHOW COOCTBEHHOCTH, W3 OJHOTO apXWBa B JPYrOW OCYIIECTBISICTCS B
COOTBETCTBUM C 3aKOHOJATeNbCcTBOM Poccuiickoit denepannu, 3aKOHOJATEIBCTBOM
cyobekTa Poccuiickoit ®enepaiiiu, MyHUIUMIIAJIbHBIMH TPAaBOBBIMH akTamMu. [lpu
nepegaye  COCTaBIIETCS aKT MpHeMa-Tepeayd JOKYMEHTOB Ha  XPaHCHHE
(mpunoxernne N 9) B JBYX OK3eMIULIpaX, OJHOBPEMEHHO IMEPEIAlOTCs TpHU
AK3EMIUISIpa ONUceH Aell, JOKYMEHTOB, Jesio (hoHAa U JUCT hoHAA.

KoMruiektoBanne apXuBHBIMH TIOKYMEHTaMH HU3-3a pyOexa

4.7. ApXUB MOXET KOMIUIEKTOBAaTbCA apXUBHBIMH JTOKYMEHTAaMU POCCHUUCKOTO
IIPOMCXOKICHUSI, HAXOMAIIMMHUCSA II0 PA3JIMYHBIM [PUYMHAM 33 MNPEAeIaMU
Poccuiickoit  @enepanu, W/WIM  apXUBHBIMH  JOKyMEHTaMU  3apyOeXHOTO
ITPOUCXOKICHNS], UMEIOIIMMU 3HaYeHUe 111 Poccun.

[Ipuem mnondyuyeHHBIX U3-3a pyOeka apXMBHBIX JOKYMEHTOB B apXUB
OCYILECTBIISIETCSI B COOTBETCTBUUM C JOTOBOPOM MEXKIY COOCTBEHHHKOM WIIU
BJIAJICIIBLIEM YKA3aHHBIX JTOKYMEHTOB M apXUBOM O IIPOJAXKE, NAPECHUU I1OJJIUHHBIX
JOKYMEHTOB WJIHM UX KONUH, OOMEHEe KOMHUSIMH JOKYMEHTOB. 3aKIOYEHHE JT0TOBOpa
OCYILECTBIIIETCA C YYETOM 3aKOHOAATEJIbCTBA COOTBETCTBYIOLIEH CTpaHbl. B
JIOTOBOPE MOTYT OrOBapuUBaThCs OCOOBIE YCIIOBUSI HCIOJIb30BaHUS IEpEaBaeMbIX
apXUBHBIX TOKYMEHTOB. [Iprem ogopmisiercs akToM npuemMa-nepesauu JOKyMEHTOB
Ha xpaHeHue (mpuioxenne N 9).

ApXHUBHBIE TOKYMEHTHI, TOCTYIUBIIHNE MU3-3a pyOeka B BHJI€ NOJJIMHHUKOB WU
KOIMM Ha NpaBax IMOJIMHHUKOB, IPUHATHIE HAa IOCTOSIHHOE XPAaHECHHE B apXWB,
HE3aBUCUMO OT MX MPOMCXOXKACHHUS BKIIOYAIOTCA B COCTaB ApXUBHOro (¢oHjaa
Poccutickon @enepanuy U noJIexkaT rocyJapCTBEHHOMY YUETY.

BzanmopericTBue apxuBa ¢ MICTOUHUKAMU KOMIUIEKTOBAHUS

4.8. ApXUB COBMECTHO C UICTOYHUKAMU KOMILIEKTOBAHHS apXHUBa PaCCMaTpPUBAET
M TOTOBUT K COTJIACOBAHUIO COOTBETCTBYIOIIUM YINOJHOMOYEHHBIM OPTraHOM
UCIIOJIHUTENIbHOM BJIACTH B cQepe apxXMBHOTO Jeja WM COIJIaCOBBHIBACT B
COOTBETCTBHUM C TMPEIOCTABICHHBIMU €My [OJHOMOYMSIMU HWHCTPYKIUH 1O
NEJIONPOU3BOACTBY, MPUMEPHbIE U HWHAWUBUIyaJIbHbIE HOMEHKIATYPBHI  JET,
MOJIOKEHHUST 00 apXuBaX U JKCIEPTHBIX KOMHUCCHUSX HCTOUYHMKOB KOMILIEKTOBAHUS
apxuBa.

ApxuB yuyactByeT B padote [[IK (OK) ncTouHnKoB KOMITJIEKTOBAaHUS apXHBa.

ApXHB NPUHHUMAET ydyacThE B NPOBEpPKaxX COOJIOJEHHUS MpPaBUJI OpraHU3aLNH
XpaHEeHHUs, KOMIUICKTOBAHMS, ydeTa WU HCMOJb30BAHUSI APXUBHBIX JOKYMEHTOB B
HMCTOYHHUKAX KOMILUIEKTOBAaHHUS apXuBa, OpraHU3yeMbIX CHeIUaIbHO
YIOJHOMOYEHHBIM (heiepaibHbIM OPTaHOM WCTIOJHUTEIBHOM BJacTH B cdepe
apXMBHOTO JIeJla, OpraHaMH TOCYJapCTBEHHOW BlacTh CyOBeKkToB Poccuiickoi
®denepanuy, B TOM YHUCIE YIIOJIHOMOYEHHBIMU OpraHaMH HUCIOJTHUTEILHON BIIACTH
cyonsekToB Poccuiickoit deneparuu B cepe apXuBHOTO Jea.

4.9. ApxuB B mpeaenax NPEAOCTABICHHBIX €My IIOJHOMOYMNA B UEJAX
dbopmupoBaHusT W OOECIEUYEHUS] COXPAHHOCTU JOKYMEHTOB ApXWBHOTO (oHIa



Poccuniickonn @enepanuu, HaXOOAMMXCS HA BPEMEHHOM XPAaHEHUH, OCYLIECTBIIET
B3aMMOJICHCTBUE C  JICJIONPOU3BOJICTBCHHBIMH, AapPXMBHBIMM M  3KCIEPTHBIMU
Ci1y>k0aMU UCTOYHUKOB €r0 KOMIIJIEKTOBAHUS.

B 3Tux wmensx apxXuB OKa3bIBaeT YKa3aHHBIM CIIy)K0aM METOIUYECKYIO MU
PAKTUYECKYIO ITIOMOIIb, B TOM YHCJIE Ha JJOTOBOPHOM OCHOBE:

B OpraHM3alK JOKYMEHTOB B JAEJIONPOU3BOACTBE U (POPMUPOBAHUH JIETT;

1o 0TOOpY TOKYMEHTOB B cocTaB ApxuBHOro gonaa Poccuiickoit denepauuu u
ITIOATOTOBKE MX K IIepelaye Ha ITOCTOSTHHOE XPAHEHUE;

10 YIIOPSAIOYEHHUIO TOKYMEHTOB 10 JINYHOMY COCTaBY;

M0 BEJCHUIO y4eTa JOKYMEHTOB ApxuBHOTO (poHma Poccuiickoit ®denepanmw,
HaxXOJSAIIMXCS HA BPEMEHHOM XPaHECHUH;

0 TMOATOTOBKE HOPMATHBHBIX M METOAMYECKUX JOKYMEHTOB (ITOCOOMI) IO
BOIIPOCaM JEJONPOU3BOACTBA U APXUBHOTO JIEIIA;

[0 COBEPILICHCTBOBAHMIO pabOThl JEIONPOU3BOACTBEHHBIX, ApPXUBHBIX MU
HKCIIEPTHBIX CIYkKO NCTOUHUKOB KOMIUIEKTOBAHUS;

B TOBBIIIEHUH NPOPECCHOHATBHON KBaTU(pUKAUUU PaOOTHUKOB YKa3aHHBIX
CITYX0.

V. Opranuzanus UCIoyib30BaHUs JOKYMEHTOB apXUBHOTO (hoHIa
Poccuiickon @enepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B apXUBE

JlocTyn noJsib30BaTenel K apXuBHBIM JJOKYMEHTAM

5.1. ApxuB NpenoCTaBISIET MOJIB30BATENIO OTKPBITBIE JOKYMEHTHI APXUBHOIO
¢onna Poccuiickoit ®enepanuu U Opyrue apxXuBHbIE JIOKYMEHTBI, a TaKxKe
CIIPAaBOYHO-TIOMCKOBBIE CPEJCTBA K HUM M HU3JaHUA OMOIMOTEYHOro (CrpaBOYHO-
uHdopmaImoHHoro) GoHa.

ApxuB oOecrednBaeT JOCTYH IOJb30BAaTENsl K CEKPETHBIM JiejaM, JeliaM,
colepkalmM KOH(pHUICHIMANbHYI0 HWHGOpMaIluio, 0a3aM JaHHBIX C Y4E€TOM
OTPaHUYECHUM, YCTAHOBJICHHBIX 3aKOHOAATENLCTBOM Poccuiickonn deneparuu, u
YCIIOBUHM, KOTOpbIE YCTAaHOBWJIM COOCTBEHHMKM WJIM BIAJENblbl apXHUBHBIX
JOKYMEHTOB IIPU UX MEpeadye B apXuB.

Jloctyn mosp3oBaTens K MOIMHHUKAM 0CO00 LEHHBIX JOKYMEHTOB, B TOM
YHUCJI€ YHUKAJIbHBIX JIOKYMEHTOB, K JOKymMeHTaM ApxuBHOro ¢onaa Poccuiickoii
@denepalvy, HAXOIAIIMMCS B HEYIOBIETBOPUTEIHLHOM (DU3MYECKOM COCTOSHUU,
OCYUIECTBJISICTCSl B UCKIIIOUUTEIBHBIX CIIy4asx (B TOM 4YMCIe IJs1 IPOBEIeHUs padboT
M0 M3yYEHUIO najieorpauueckux 0COOEHHOCTEN TEKCTOB apXMBHBIX IOKYMEHTOB) C
MMCbMEHHOTO pa3pelleHUs pyKOBOAUTENS apxuBa. [loap30BaTento npeocTaBiIsoTCs
KOIMUM YKa3aHHbIX JOKYMEHTOB ((POHI TMONb30BaHUA) WM JOKyMEHTaJIbHbIE
nyOJIMKaIUK, COAepIKAIUE TaHHbIE TOKYMEHTBI.

ApXHWB HE BIpPABE OrpaHUYMBATH WM ONPEIEIATH IOJIB30BATENI0 YCIOBHS
HCIIOJIb30BaHUsl MH(POpPMAIHU, TMOJYYEHHOM MM B pe3ysibTaTe€ CaMOCTOATEIHLHOTO
ITOMCKa WUJIM IIPEIOCTABIECHHON €My B MOPSAJAKE OKa3aHUs apXUBOM IUIATHBIX YCIYT, 32
WCKIIIOYEHHEM CIIy4aeB, NPEAYCMOTPEHHBIX 3aKOHOAATEIbCTBOM Poccuiickon
@enepaud WIM OrOBOPEHHBIX B JOTOBOPE apxXxWBa C IIOJIb30BATEIEM [0



MH(OPMALMOHHOMY OOCITY>KHBAHHUIO.
Opranuzanus paboThI IO PacCEKPEUNBAHUIO APXUBHBIX JIOKYMEHTOB

5.2. PykoBoauTenb apXuBa OpPraHU3yeT MPOBEACHUE padOThI MO KOHTPOIIO 32
CpPOKaMHU CEKPETHOCTH apXMBHBIX JOKYMEHTOB, UMEIOIIMX TPU(DBI CEKPETHOCTH, U
UHQOPMUpPYET  PYKOBOAMTENIEH  TOCYAApCTBEHHBIX  OPraHoB,  HaJEJIEHHBIX
MOJJHOMOYHUSMUA TI0 OTHECEHHIO CBEACHUW K TOCYJApCTBEHHOW TalHE, a TaKke
PYKOBOAMTENECH OpraHu3alvidl O HAIWYUM B APXUBE CEKPETHBIX apPXUBHBIX
JOKYMEHTOB CO CPOKaMH CEKPETHOCTH COJEPIKAIIMXCSA B HHUX CBeIeHUM cBbie 30
JIET, UX COCTaBE U 00bEeMax.

PykoBoauTens apxuBa OPraHU3yeT PACCEKPEUMBAHUE ApPXHWBHBIX TOKYMEHTOB B
ciy4yae O(QUIMaIbHOTO JAEJIErMpOBaHUs MOJIHOMOYMN Ha MPOBEIECHHE 3TON padOThI
PYKOBOJUTEIIEM COOTBETCTBYIOIETO I'OCYIapCTBEHHOIO OPIraHa WM OPraHUu3alvu.

B apxuBe co3paercs KOMHUCCHUS 0 PACCEKPEUMBAHUIO APXUBHBIX JTOKYMEHTOB.
[Tono>xeHrne 0 KOMHUCCUU U MEPCOHANBHBIA COCTaB YTBEPKIAIOTCA: B (elepaIbHOM
rocyJapCTBEHHOM apXuBE€ - PYKOBOJMUTENEM; B apxuBe cyObekTa Poccuiickoit
@Penepanuu - pyKOBOAUTEIEM YIIOJHOMOYEHHOIO OpraHa MCIOJHUTEIbHOM BJIACTU
cyorekta Poccuiickoit ®epepanuun B chepe apxuBHOoro jena. Komwuccus
OCYHIECTBJISIET pabOTy B IUIAHOBOM MOPSIKE, a TaKKe B CBA3U C OOpalleHUSIMU
ITOJIb30BATEIIEH.

Pemienne xomMuccnM BCTyNaeT B CHIY ITOCIE YTBEPKICHUS PYKOBOJIHUTEIIEM
apxuBa. Ha ocHOBaHMU pelIeHusi KOMUCCUU O(OPMIISIETCSI aKT O PacCeKpEUYMBAHHUH
apXMBHBIX  JOKyMEHTOB (cM. 1. 3.7.7), KOTOpbIA  COIJIacOBBIBAE€TCS €
rOCYyJapCTBEHHbIM  OpPraHOM  WJIM  OpraHH3alyel,  HAACIUBIIMM  APXUB
COOTBETCTBYIOIIMMU ITOJTHOMOYHUSMH.

3anpochkl MOJIb30BATEIEH O PACCEeKPEUMBAHMM  APXUBHBIX JOKYMEHTOB
paccMaTpUBaKOTCAd APXMBOM B YCTAHOBJIEHHBIM 3aKOHOAATEIBCTBOM CpOK. Ecim
apXuB HE MOJHOMOYEH PACCEKPEUMBAThH 3aIIPALINBAEMbIE CBEICHUS, OH B MECSYHBIN
CPOK C MOMEHTAa NOCTYIUICHHS 3alpoca HaIlpaBJIsE€T €ro B COOTBETCTBYIOLIUU
rOCyJapCTBEHHBI  OpraH, TIOJHOMOYHBIM paccMaTpuBaTh BOMpPOC 00 UX
paccekpeunBanuu, win B MexBegoMmcTBeHHY0 kKomuccuto (MBK) mo 3amute
rOCy1apCTBEHHOM TaWHbl WA B MEXBEIOMCTBEHHYIO JSKCIIEPTHYIO KOMHUCCHIO,
nedcTByroIyro B cyobekTte Poccuiickoit dDeneparuu, O dYeM  yBEJOMIISET
TOJIb30BATENS], HAIIPABUBILIETO 3aMPOC.

ApXUB NIPEAOCTABIAET I U3YUYEHHUS U OPTraHU3alUN PACCEKPEUMBAHUS YJICHAM
AKCIIEPTHBIX KOMHMCCHM, CO3JaHHBIX B OpraHU3alMsAX, PYKOBOIUTEIN KOTOPBIX
HAJEJEHbl MOJHOMOYUSIMU II0 OTHECEHUIO CBEAEHHUM K TOCYIapCTBEHHOM TaliHE,
YJIeHaM ASKCIEePTHBIX rpymnmd, chopmupoBanHbix MBK 1o 3amure rocynapcTBeHHOM
TalHbl, a TAaKXKE WWICHAM WHBIX KOMHUCCHM, IOJHOMOYHBIX PaCCEKPEUNBATH
JOKYMEHTHI JIMKBUJIMPOBAHHBIX OPraHU3alldi, HE HMEIOIIMX MPaBONPEEMHUKOB,
apXWBHBIC JOKYMEHTBHI UM apXUBHBIE KOTIMH, a TAKKE HEOOXOAUMYI0 HH(HOPMAITHIO.

CrpaBOoYHO-TIOMCKOBBIE CPEJICTBA
(Hay4HO-CIPABOYHBIN aIlapar) K ApXUBHBIM JIOKYMEHTaM



5.3. JIns obecnieueHus 4OCTyNa K apXUBHBIM JOKyMEHTaM apXUB MPEAOCTABIISIET
[I0JIb30BATENI0 CIIPAaBOYHO-TIOMCKOBBIE CPEJICTBA K HUM (COBOKYIHOCTb OIHMCAaHUMN
apXUBHBIX  JOKYMEHTOB, IIPEJCTABICHHbIX B  apXUBHBIX  CIPAaBOYHMKAX,
peIHAa3HAYEHHBIX JJIS [OMCKAa apXWBHBIX JOKYMEHTOB M COJEp)Kalleiicsi B HUX
JOKYMEHTHOU MH(GOPMAIIUH).

5.3.1. Kommiekc B3aMMOCBSI3aHHBIX M B3aUMOJIOTNOJIHIEMBIX, CO3aBa€MbIX Ha
€IMHON HAay4YHO-METOJMYECKOH OCHOBE AapXMBHBIX CIPABOYHUKOB O COCTaBE U
COJICpP)KaHUU AapXHUBHBIX JIOKYMEHTOB (CHCTeMa Hay4YyHO-CIIPaBOYHOTO arapara
(HCA) apxuBa) BKiIIOYaeT o0Osi3aTelIbHBIC [JI1 BEACHUS B AapXMBE AapXUBHBIC
CIPaBOYHHUKH (OIMHUCH €N, TOKYMEHTOB; ITyTEBOJUTEINb; CUCTEMAaTUYECKHI KaTauor)
U JIONIOJTHUTEIIbHBIE apXUBHBIE CIIPABOYHUKH (yKa3aTesb; 0030p).

B apxuBe Bemercs aHaim3 u yder cocrosHus cucrembl HCA apxmBa Ha
OymakHOM HocuTene (KypHan mno yuery coctostHuss HCA, kaproreka) w/uiam B
aBTOMATHU3UPOBAHHOM PEXUME.

O6HII/IC Tpe6OBaHI/I$I K OIIMCAHHUIO apXHNBHBIX TOKYMCHTOB

5.4. Onucanue apXvMBHBIX JOKYMEHTOB (CO37aHuEe WH(MOPMAIUHU JJI1 apXUBHBIX
CIIPABOYHUKOB) TIPOBOJUTCS Ha TpeX YPOBHAX: AapXUBHbIM (OHI, eauHUIA
XpaHEHUs/eIMHUIIA y4eTa, apXUBHBIA JNOKYMEHT. [Ipy HEOOXOAMMOCTH ONUCaHHE
MOXET TMPOBOJAUTHCS MO TpynmnaM apXuUBHBIX (OHAOB, TPYINaM €IUHHUII
XpaHEHUs/€ANHUIl Yy4YeTa, KOMIUIEKTaM, TPYIIaM apXUBHBIX JIOKYMEHTOB, YacTH
apXUBHOTO JJOKYMEHTA.

OnucaHue apXWBHBIX JOKYMEHTOB IPOBOAMUTCS Ha TOCYAApPCTBEHHOM SI3BIKE
Poccuiickont ®@enepauini U MOXKET JOMOJHUTEIBHO TMPOBOJUTHCA Ha S3BIKAX
cyonekToB Poccuiickoit deneparvivl v sI3bIKaX MEHBIITHHCTB.

OCHOBOI apXMBHOTO CIPABOYHHUKA SBJISETCS OMHCATEIbHAs CTaThs, COCTOAILAS
U3 CIEAYIOIUX O00S3aTeNbHBIX JJIEMEHTOB: CBEJIEHUHN, HWISHTUDUIUPYIOITUX
uHdopmaruio (Ha3BaHWE W CIPABOYHBIC JAaHHBIE ApPXWBHOTO (POHIA, €TUHUIIBI
XpaHCHUSI/CAMHUIIBI  y4€Ta, apXUBHOTO JOKYMEHTa);, CBEACHHM O COCTaBe U
comepkaHuu uHMOpPMAIMU; CBEACHHM 00 YCIOBHSX JIOCTylma U YCIOBHSIX
MCIIOJIb30BaHUsI MH(POPMAIIUK; CBEACHUI TI0 HICTOPUHU apXuBHOTO GoHAA (17151 yPOBHSA
apXuBHOTO (POHJIA).

[Ipn HEOOXOAMMOCTH B OIMHUCATEIIBHYIO CTaThlIO BKJIFOYAIOTCS JTOMOJHUTEIBHBIC
CBEJICHUS O MECTOHAXOXXJICHUM OPUTMHAJIOB;, O HAJIMYUM ApPXHMBHBIX JTIOKYMEHTOB
(dhonmo00pazoBaTessi B COCTaBEe JIPYTUX apXUBHBIX (DOHIOB M MECTaX WX XpaHCHWS,
oubnmorpadus u zp.

5.4.1. OnucarenpHas CTaThsi apXMBHOTO CIIPABOYHMKA HA YPOBHE apXUBHOIO
dboHaa BKIIIOYAET: Ha3BaHUE apXxuBHOTO (oHAa (cM. 1. 3.5.3), cipaBOYHBIE JAHHBIE O
HEM, HCTOPUYECKYIO CIpaBKy K (OHIy, aHHOTAIMIO O COCTaBE U COJCpPKaHUU
apXUBHBIX JOKYMEHTOB, MH(OpMaIuio 00 YCIOBUSAX JOCTYNAa W HCIOIb30BaHMUS,
oubmuorpaduro.

5.4.1.1. CnopaBounbsle gaHHbIE 00 apXWBHOM (OHJE COCTOAT M3 DIIEMEHTa
apxuBHoro mmdpa (HOMepa ¢oHma); odbema apxuBHOro (OHIA B EAMHHIIAX



XpaHECHHsI W/WIM eMHUIAX ydeTa 1O BUAaM JOKYMEHTAINH; KPalHUX JTaT apXUBHBIX
JOKYMEHTOB MO KaXJIOMy BHUAY JOKYMEHTAllMW; TE€PEeUHs HMMEIOLIErocs
BHYTPU(POHIOBOTO HAYYHO-CIIPABOYHOTI'O ammapara.

5.4.1.2. Uctropuueckasi cupaBka K (GOHIY COCTOUT U3 UHPOPMALIUU MO UCTOPUU
(dhonmo000pa3oBaTess U UCTOPUU aPXUBHOTO (DOH/IA.

Ceenenust o uctopuu QoH1000pa3oBaTessl BKIIOYAIOT: IaThl €ro 00pa30BaHus,
NeperMEHOBaHUS, pEOPTraHU3alNK, TUKBUIAIUN, BEJOMCTBEHHYIO MPUHAJJIC)KHOCTb,
CTPYKTYpY ®  (YHKIIMW, Ha3BaHWSI  OpPraHU3ANHWH-TIPEAIICCTBEHHUKA U
npaBonpeeMHuka. CeaeHuss o (OHAO0Opa3oBaTese APXUMBHOTO (POHAA JUYHOIO
MIPOMCXOXKICHUS BKIIFOYAIOT €T0 KpaTkue Omorpaduyeckue AaHHbIC (PaMUIHio, uMs,
OTYECTBO, IICEBJAOHUM, JCBUYBIO (PaMUJIMIO, MATHl JKU3HHU, MPO(ECcCHio, NTaHHBIE O
CITykeOHOUM M OOIIeCTBeHHOU nesTenbHoCcTH). Jljis apxuBHOTO (OHIA CEMbBH, pOJa
aHAJIOTUYHBIC CBEJCHUS JAIOTCSA O KaKIOM M3 POACTBEHHUKOB. JlJIsT 00beTMHEHHOTO
apXMBHOTO (POHJIA COCTABIISIETCS O0IIasi HCTOPUYECKas CIIpaBKa.

CeneHusl IO UCTOPUU APXUBHOTO (POHJA BKIIIOYAIOT JIaTy €ro MOCTYIUICHHS B
apxuB, 00bE€M U KpalHHE JaThl apXUBHBIX JIOKYMEHTOB, CTEIIEHb UX COXPAHHOCTH;
0COOEHHOCTH (OPMHUPOBAHUSA, ONMUCAHUS U CHUCTEMaTH3aluu; HHPOpMALUIO 00
M3MEHEHUSIX B COCTaBe M 00bEeMe apXMBHOTO (OHNIA M UX NPUYMHAX, O HATUYUU
aApXMBHBIX JIOKYMEHTOB JPYTUX OpraHu3anuii uiau Jmi (POHIOBBIE BKIIOYEHUS); O
COCTaBE HAyYHO-CIPABOYHOIO armapara K apxuBHOMYy GdouHay. s apxuBHOU
KOJUICKITUY YKa3bIBAIOTCS CBEACHHUS O BPEMEHH, YCIOBHSIX, MPUYMHAX €€ CO3JaHUS;
npuHIMIAX (OpMUPOBAHUSA; MECTOHAXOXKJICHUHM KOJUICKIIUA 10 TOCTYIUICHUS B
apXuB; COCTABHUTETIE.

Hcropuueckas crnpaBka K (OHIY KOPPEKTHUPYETCS IMPH H3MEHEHHH OO0bema
apXuBHOTO (OHIA, a TAKXKE B CIlydae pPEOpPTraHU3aIliU, WU3MEHCHHS CTPYKTYPHI,
¢bynkumii poHgooOpazoBaTes U T.1I.

5.4.1.3. AnHOTamusg O cCOCTaB€ U COJEpPKAHUH aPXHMBHBIX JOKYMEHTOB
apxuBHOTO (HOHJA BKJIIOYACT KpPAaTKyl0 OOOOIIEHHYI0 XapaKTePUCTUKY ITHX
JIOKYMEHTOB TI0 BUJAM U HMX COJEpP>KaHUSA MO TeMaM, OTPAXKAIOU[UM HAINpaBIICHUS
nesTenbHOCTH (DOH000pa30BaTENsl, C YKa3aHUEM XPOHOJIOTHH TeM W 0003HaueHUEM
ux reorpaduueckux (aAMUHUCTPATUBHO-TEPPUTOPUATHHBIX ) TPAHUII.

5.4.1.4. YcioBus JoCcTyna K apXMBHBIM JIOKYMEHTaM apXUBHOTO (OHIA U UX
WCIIOJIb30BaHUSI BKJIIOYAIOT CBEJCHUSI O HAJUYHH apXWBHBIX JOKYMEHTOB, JHOCTYM K
KOTOPBIM H TIOPSIIOK WX HWCIIOJNB30BAaHUS OTPAaHUYCHBI 3aKOHOAATECIIBCTBOM
Poccuiickoit denepanuu i GhoHa000pa3oBaTeIeM, a TaKKe CBEJACHUS O HATUYUU
MONTMHHUKOB 0CO00 IIEHHBIX JJOKYMEHTOB, B TOM YHCJIC YHUKAIBHBIX JOKYMEHTOB, U
nokyMeHTOB ApxuBHoro ¢onma Poccuiickoit ®enepaunn, HaxXOASAMMXCS B
HEYIOBJICTBOPUTEIIBHOM (DU3UIECKOM COCTOSHUM; O HAIMYUHU (POHIA ITOJIH30BaHHUS.

5.4.1.5. bubnuorpapuss K  apxuBHOMY (OHIY  BKIIOYAET  CIHCOK
OMyOJMKOBAaHHBIX  CIPAaBOYHUKOB 1O JaHHOMY (oHay ©  TO(OHIOBBIX
JTOKYMEHTAJIbHBIX MTyOIMKAIINNA, BEIIOJHEHHBIX Ha €r0 OCHOBE.

5.4.2. OnucarenbHas CTaThsl apXMBHOTO CIIPABOYHMKA HA YPOBHE E€IWHHUIIBI
XpaHCHMSI/€AMHUIIBI ~ ydeTa  BKIIOYAeT:  TMOPSJKOBBIA ~ HOMEp  €AWHUIIBI
XpaHCHUsSI/€AMHUITBl YY€Ta; CTapblii WHBEHTAPHBIM HOMEpP; 3arojOBOK €IMHUIIBI
XpaHCHMsSI/€AMHUIIBI ~ ydeTa; CIpaBOYHBbIC JaHHBIE O HEW; yKa3aHWe Ha



MO/ VTMHHOCTE/KOTMMUHOCTh, BUJ HOCHUTENS (WM Croco0 BOCIPOWM3BENCHUS), S3BIK,
BHEILITHUE OCOOCHHOCTH, YCIIOBUSA JIOCTYTNa U UCIIOIb30BAHUS APXUBHBIX JOKYMEHTOB.
OnucarenbHasi CTaThsl NMPU HEOOXOJUMOCTH JIOMOJHSAETCS HA3BaHUEM AapXUBHOIO
dboHAa U ero CTpyKTYpHOM 4acTH (OIMHUCH JIe]1, TOKYMEHTOB), aHHOTAIME OT/IEeIbHBIX
apXMBHBIX JIOKYMEHTOB WJIM UX TPy JAaHHOU €TUHUIBI XpaHEHUS/CIUHUIIBI yUeTa.

5.4.2.1. 3arojioBOK €IWHUIIBI XPaHECHUS YIPABJICHYECKON JOKYMEHTALIWH,
CAVHUIIBI XPAHEHUSI apXUBHBIX JOKYMEHTOB JIMYHOIO IMPOMCXOKICHUS BKIIOYAET:
HAaVMEHOBAHHE BHJIa apXMBHBIX IOKYMEHTOB; aBTOPA(OB) apXUBHBIX JOKYMEHTA(OB);
anpecaTta(oB) WM KOPPECHOHAECHTA(OB), KOTOPHIM HAIPABICHBI WM OT KOTOPBIX
MOJYYEHbl JOKYMEHTBHI; BOINPOC WJIM TNPEAMET, Ha3BaHUA COOBITHS, (aKTa,
MECTHOCTH, (aMWUJIUU W HWHUIHAAIBI JIAI, K KOTOPHIM OTHOCHUTCS COJICpP’KaHUC
YKa3aHHBIX JIOKYMEHTOB; JaThl COOBITHMH. B ciyuae OTCYTCTBHS HEOOXOIUMBIX
CBEJIEHMH B 3arojOBOK BKJIKOYAETCS MOsACHAIOMAs uH(OpManus "aBTOp He
YCTaHOBJIEH".

3arojoBOK €IMHUIBI ydyeTa KHWHOBHJCOJOKYMEHTAa BKJIIOYAET aBTOPCKOE
Ha3BaHuE (uiibMa, CHEIBBINYCKa, KUHOXYpHajla WM Ha3BaHUE COOBITHUSA,
OTPaXEHHOTO B KMHO- WJIM TEJECIOXKETE, ATy MPOU3BOJACTBA W/WIHM ATy CHEMKH,
(dbaMUIIMK 1 MTHUITMATIBI PEKHUCCEepa U/UITH ONepaTopa CheMKH.

3arosioBOK €IUHUIIBI y4yeTa (OHOJOKYMEHTa BKJIIOYACT HA3BAaHUE U IKAHP
(hOoHOIOKYMEHTa, Ha3BaHUE, MECTO U JaTy OTpakeHHOro coowiTusa. [Ipu oTcyTcTBUM
Ha3BaHUS (POHOJOKYMEHTA YKa3bIBa€TCSI OCHOBHOE COJEp)KaHUE Teje- WU
paguoniepenadr, BBICTYIUICHUS, Oeceapl W JAp. 3arojoBOK E€IWHUIIBI  y4eTa
(hOHOZOKYMEHTA, COJEpKaIIero 3aluch MPOU3BEICHUS JUTEpPaTypbl U HCKYCCTBa,
BKJIIOUAET Ha3BaHUE MPOU3BEJCHUS M €ro >KaHp, MEPBYIO CTPOKY TEKCTa, KOTOpas
3aKJIFOYAETCS B KaBBIYKH, €CJTM (DOHOJOKYMEHTOM SIBJISIETCS HE UMEIOIIEe aBTOPCKOTO
Ha3BaHMWS W HE OIMYyOJIMKOBaHHOE paHee MNpou3BeAcHUE; (PaMUIUU U HHUIUATIBI
aBTOPOB W/WJIM WCTIOTHUTENICH KaK CaMoro IMpOU3BENEHHUS, TaK M ero oOpadoOTOK,
MIePEJIOKEHUH, IEPEBOJIOB; S3bIK POHOJOKYMEHTA.

3arosioBOK  €AMHUIBI  XpaHEHUs (OTOJOKYMEHTa BKJIIOYAECT  OIMHMCAHHE
n3o0pakeHusT WIM Ha3BaHue (oroadpbOoma, ciaiiga, HeratuBa, GaMHIMIO |
WHUIIAAJIBI aBTOPA, MECTO U ATy ChEMKH.

5.4.2.2. CipaBOYHbIE TaHHBIC O CIMHUIIEC XPAHCHHUS/CAUHUIIE YUETa COCTOST U3:

AJIEMEHTOB apxuBHOro mmudpa (HoMepa QoHIa; HOMEpa OMHCH e,
JIOKYMEHTOB; HOMEpPa €AMHUIIbI XPAHCHUS/CTUHULIBI YUETA);

o0beMa €IUHUIBI XPaHEHUS/CAUHUIIBI yuyeTa: JJIsi apXWBHBIX JOKYMEHTOB Ha
OyMa)XHOM OCHOBE - KOJUYECTBO JUCTOB; [JIi KUHOBUIEO()OHOJOKYMEHTOB (B
3aBUCHUMOCTH OT BHJA) - KOJWUYECTBO EAMHUIl XPaHCHUS B CAUHUIIC ydeTa WU
€UHUIl yuyeTa B €IUHUIIC XPAHCHUS, METPaX, XPOHOMETPaX, BpeMs 3BydaHus (B

MUHYTax M CeKyHaax); a1 (OTOJOKYMEHTOB - KOJHMYECTBO HETaTHBOB,
COCTaBIISIIONIUX  CIUHUILy XpaHCHWs;, I  (OTOAThOOMOB -  KOJHYECTBO
(hOTOOTIICUATKOB;

KpallHUX JaT apXUBHBIX JOKYMEHTOB; NJIsl ayJAHOBHU3YAJIbHBIX JOKYMEHTOB -
JAThI 3aICH WM TIEPE3aITiCH.

5.423. B KkavecTBeé BHJOB  MAaTEPUAIBLHOTO  HOCUTENS  €IUHMUILBI
XPpaHEHWsI/€AUHUIIBI YI€Ta MPU OTMMMCAHUH YKA3bIBAIOTCS:



JUIS.  YIPABIICHUYECKON JOKYMEHTAllMM M apXUBHBIX JOKYMEHTOB JIMYHOTO
POUCXOXKIEHHUS - OyMara, KajbKa, IepramMex u T.1.;

1151 (POHOJJOKYMEHTOB rpaMMO(GOHHOM 3aITUCH - MaTepuall HOCUTEIIS;

JUTs1 (POHOJJOKYMEHTOB MAarHUTHOM 3aIUCH - TUIT MATHUTHOMU JICHTBI;

JUTSL BUAICOJIOKYMEHTOB - pOpMaTt 3armucu;

JUTst OTO- M KWHOJOKYMEHTOB - (hopMaT M OCHOBA IUICHKH, I[BETOIIEpeiaya;

JUTISL AJIEKTPOHHBIX JIOKYMEHTOB - KOMIIAKT-TUCK W/WIM APYrod COBPEMEHHBIN
HOCHTEb.

54.2.4. VYcrnoBus HOOCTyna K €AMHULIAM XpaHEHHs/€IUHUIIAM Y4yeTa U UuX
WCIIOJb30BaHUs BKJIIOYAIOT CBEJICHUS O HAJIMYWMU apXUBHBIX JTOKYMEHTOB, IOCTYH K
KOTOPBIM M TOPSJOK WX KCIOJIb30BaHHMS OrpaHUYEHbl 3aKOHOJIATEbCTBOM
Poccuiickoit ®enepanuu nwin GormooOpazoBareneM, a TAaKKe CBEACHHUS O HATUYIHH
MOJTMHHUKOB 0CO00 IEHHBIX JOKYMEHTOB, B TOM YHUCJIE€ YHUKAJIBHBIX JTOKYMEHTOB, U
TOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit ®enepannn, HaXOMAIMMXCS B
HEY/IOBJIETBOPUTEIILHOM (PU3NYECKOM COCTOSIHUM, CBEACHHUS O Hanuyuu ¢GoHaa
MOJIb30BAHUS; O A3BIKE W BHEIIHMX OCOOCHHOCTSX AapXMBHBIX JOKYMEHTOB; O
Hamnunn HCA k enuHuIle XpaHEeHUsI/€IUHULIE YUeTa.

5.4.3. OnucarenpHas CTaThsl apXMBHOTO CIPABOYHMKA HA YPOBHE apXUBHOIO
JOKYMEHTa BKJIIOYAET: 3arojiOBOK; CIPABOYHBIC [aHHBIE O HEM; YyKa3aHUE Ha
MO/NIMHHOCTE/KOMUMHOCTD; BUJ] HOCUTENS (MJIM CIIOCOO BOCTIPOM3BEICHMUS); YCIOBUS
JOCTYIIa U UCITOJIb30BaHMUSL.

5.4.3.1. 3aronoBOK apXHWBHOIO JOKYMEHTA BKJIIOYA€T: HAMMECHOBAaHHE BH]IA
apXMBHOTO JIOKyMEHTa; aBTOpa; aJpecaTa WIM KOPPECHOHIACHTA, KOTOPOMY
HalpaBJICH WJIA OT KOTOPOro MOJYy4YEeH JOKYMEHT; BOIPOC WM MPEAMET, COOBITHE,
(dakT, TUI0, HaA3BaHUE MECTHOCTH, K KOTOPHIM OTHOCHUTCS COJICp’KaHHE yKa3aHHOTO
JIOKYMEHTAa; JaaTy coObITusi. B ciydae OTCYyTCTBUSI HEOOXOIAUMBIX CBEJICHUNU B
3aroJIOBOK BKJIFOYAETCS TMOsICHsOMmAs uHbopmaius: "aBTop He ycTaHoBjeH", "0e3
natel". IIpr HEOOXOAUMOCTH 3aroJIOBOK JOMOJHSIETCS aHHOTAIMEH, PacKphIBAKOIICH
HE OTPaXXEHHOE B 3ar0JI0BKE COJIEPKAHUE JAHHOTO IOKYMEHTA.

5.4.3.2. CnpaBouHbie laHHbIE 00 apXUBHOM JOKYMEHTE COCTOSIT W3 JIEMEHTOB
apxuBHOoro mmdpa (HoMepa (oHa; HOMEpa ONMHUCH Jei, JOKYMEHTOB; HOMeEpa
CAVHUIBI XPaHEHUS/CTUHUIIBI y4YeTa; HOMEPOB JIUCTOB); 00beMa (KOJIWYECTBA
JIMCTOB) apXUBHOIO IOKYMEHTA; AaThl €r0 CO3JaHUS.

5.43.3. VYcnoBua [octyna K apXMBHOMY JOKYMEHTY U HCIIOJIb30BaHUS
BKJIIOYAIOT CBEACHUS O HAJIMYUM OTPAHUYCHHM Ha JIOCTYNl M OTPaHUYEHUM TIO0
HCIIOJIb30BAHUIO, YCTAHOBJIEHHBIX 3aKOHOATENBLCTBOM Poccuiickoint denepanuu Ui
dbonmooOpazoBaTeseM, a TakKe 00 OTHECEHHMH €ro K YHCIy O0C000 IIEHHBIX
JIOKYMEHTOB, B TOM YHCJI€ YHUKAJIBHBIX IOKYMEHTOB, UJIU IOKYMEHTOB APXHWBHOTO
dbouna Poccuiickoit @Denepanuy, HaXOIAIIUXCI B  HEYJIOBJICTBOPUTEIHHOM
(M3UYECKOM COCTOSIHMM, CBEJEHHUS O Hamuduu (OHIA TOJIb30BAHUS; O S3bIKE U
BHEIITHUX OCOOEHHOCTSIX apXUBHOTO JOKYMEHTA; O BKIFOUEHUU MH(OpMAITUK O HEM B
cuctemy HCA.

5.5. llpu cozmanuu HCA apxuB y4uThIBA€T HE TOJILKO OOIIME TpeOOBaHUS K
COCTABJICHHIO OINUCATEIHHBIX CTATEH apXWUBHBIX CIPABOYHUKOB, HO U OCOOCHHOCTH
MOATOTOBKHU UX KaXKJIOTO TUIIA U BUA.



Omnuch e, JOKyMEHTOB

Koncynpranrlntoc: npumedanue.

B o¢dunmansHOM TeKCTe TOKyMEHTa, BUAUMO, AOMYIIEHA OeyaTka: MyHKT 6.4.2
B JIOKYMEHTE OTCYTCTBYET, IO BOIPOCY, KAaCAOIIEMYCsS OIMCATENbHBIX CTaTEN
€IMHULl XpaHEHUS/€AMHUIL yUeTa, CM. TyHKT 5.4.2.

5.5.1. Onuce nen, JT0OKyMEHTOB (apXUBHBIN CIIPaBOYHHK, TPEIHAZHAYEHHBIA IS
PacKpBITUSI COCTaBa U COJIEPKaHUS CIUHUIl XPAaHCHUS/CIUHUI] Y4eTa, 3aKpEIUICHHUs
uX BHYTpU(DOHIOBOM cHUCTEeMaTH3allMKM U ydera; mpuioxkeHus N 7 - 8) cocTouT u3s
OMHCATENIbHBIX CTaTel CAWHWI] XpaHCHUs/eauHUI] ydeTa (cM. 1. 6.4.2), UTOTOBOM
3ancu (cM. 1. 3.5.6), nucra-3aBeputens (mpuwiokeHue N 3) U CIPaBOYHOTO
amnmapara K OIHCH.

B cnpaBouHblii amnmapaT ONUCH Jed, JOKYMEHTOB BXOJST: TUTYJbHBIN JIHUCT;
cojepkaHue (OIJIaBJI€HHUE), MPEIUCIOBUE; CIHUCOK COKpAIEHUH; MEepEeBOIHbBIE
Ta0IUIIBI APXUBHBIX MHUQPPOB (B ciydae nepepadoTKU OMKUCH); YKa3aTEeH.

Ha tutynbHOM JMcTE ONMUCH J1€], JOKYMEHTOB IIOMEIIAIOTCS: MOJIHOE Ha3BaHUE
apXvBa, Ha3BaHWE W HOMEpP apXuBHOro (oHAA, HOMEpP U Ha3BaHHE OMHCH, KpaliHuE
JaThl BHECCHHBIX B OIHCHh APXUBHBIX JOKYMEHTOB.

[IpenucnoBue coctaBnsieTcss MO0 K KaKIOW OMHCH JeN, JOKYMEHTOB, JHOO
o0miee KO BCEM OMHUCSAM apxXwBHOro (oHma. B mpeaucrioBuM KpaTKo H3IararoTcs
ucropusi (poHmooOpazoBarenss U apxXuUBHOro (HOHIA; AHHOTAIMS COCTaBa M
COJIEp)KaHUsl apXUBHBIX JOKYMEHTOB (C BBIACIIEHHEM HanOoJiee TUIMYHBIX TPYII
€IMHULL XpaHEHUs/CAMHMII yIeTa M0 UX BUAAM U PA3HOBUIHOCTSIM, TI0 COAEPIKAHUIO);
COCTaB CIIPABOYHOTO arapara kK onucu. [Ipu coctaBiennn OTAeNbHBIX TPEIUCTOBUIN
K Kaxaod omucu apxuBHOTO (OHAA BCce OOIME JaHHbIE 10 HUCTOPUU
dboHg000pazoBaTeNss U UCTOPUSI apXUBHOTO (HOHAA MOMEMIAIOTCS B MPEIUCIOBUU K
NEepBOM OMUCHU e, JTOKYMEHTOB.

[Tpy HEOOXOAMMOCTHM K OMNMCH J€J, JOKYMEHTOB COCTaBIISIIOTCS OOIIME U
CeIMaIbHbIC YKa3aTeIH.

5.5.1.1. ApxuB B HEOOXOAMMBIX CIIy4asXx OpPTraHU3yeT YCOBEPIIEHCTBOBAHUE U
nepepaboTKy Onucel e, TOKyMEHTOB.

Y COBEpIICHCTBOBAHNE OMHUCH €], JOKYMEHTOB - KOMIUIEKC pPaldoT 1o
MOBBIIICHUIO  MH(POPMATUBHOCTA  OMHCH: YTOYHEHHWIO 3aroJIOBKOB  €IMHHII
XpaHeHus/eAuHUI] ydeTa (0€3 H3MEHEHUsT UX CHUCTEMAaTH3alliu), COCTaBJIECHUIO
HEO00XOIMMOTO CITPABOYHOTO arapara K OMUCH.

[lepepaboTka omucu 1ed, JOKYMEHTOB - COCTaBJICHHE HOBOW OMUCH B3aMEH
CTapoi, HE OTBeYaloleld TpeOOBaHHSAM TMOMCKAa M y4eTa apXWUBHBIX JOKYMEHTOB.
[lepepaboTka ONUCH BKJIIOYAET: H3yYEHUE EAMHULl XPaHCHUS/CIUHUI] Yy4eTa C
NPOBEJCHUEM  OKCIEPTH3bl WX  LEHHOCTH, YTOYHEHHEM HX  (OHIOBOU
MPUHAAJICKHOCTH;  yTOYHEHWE WM  COCTABJIICHHE  3arojIOBKOB  €WHUIIL
XpaHCHUSI/€AMHUI] y4yeTa; OMNpeAesieHHe WIM YTOYHEHHWE WX KpalHUX JarT,
NepecucTeMaTH3alMI0  €IWHUIl XPAaHEHUS/€OUHUI] ydeTa IO HOBOM cXxeme



CHUCTEMATH3AIMM W COCTaBJICHHE HEOOXOIMMOTO CIPABOYHOTO ammapara K OIHCH.
[Ipu nepepaboTke OMHCH COCTaBIAETCS IEpPEBOJHAs TaOJMIA CTAPhIX W HOBBIX
apXUBHBIX MUGPOB SAMHUI] XPAHSHUSI/CAUHUI] y4eTa. Y HUYTOKEHHUE CTApPbIX ONHUCEn
7eNi, JIOKYMEHTOB TIocie UuX TmepepaboTku 3ampemaercs. Crapble  onucu
YUUTHIBAIOTCS O HOBBIM OIKUCSM Ha TNpaBaxX OTIEIbHBIX €IUHUIl XpaHEHUS U
MOMEIIIAIOTCS B KOHIIE HOBOM OIMUCH 32 MOCJIETHUM HOMEPOM 0]l CBOUM 3aroJIOBKOM
u ¢ otMeTkoi "Omnuck nepecoctaBieHa. Cm. om. N ...".

[lyreBoaurenu

5.5.2. IlyreBoauTenb (apXUBHBIM CHOPABOYHUK, COJAEPKAIIUMNA CBENEHHS OO0
apxuBHBIX (oHAax apxuBa (apXMBOB) B CHUCTEMAaTHU3UPOBAHHOM BHUIE U
MpEeIHA3HAYEHHBIM JUIsl O3HAKOMIIGHHMSI TOJb30BaTENsl C HMX COCTaBOM U
COJIep’KaHUEM) COCTOUT U3 ONMMCATEIbHBIX CTAaTeW Ha ypOBHE apXUBHOTro ¢oHAa (CMm.
. 5.4.1) u cnpaBOYHOTO ammapara.

Bunamu nyteBoauTeNs SABISIIOTCS MMyTEBOAUTEND 1O (DOHIaM apXuBa (apXUBOB);
KpaTKUil CIpaBOYHUK MO (OHAAM apXuBa (apXUBOB); TEMATHUUECKHUM MyTEBOJAUTEIb
o ¢ougam apxuBa (apxuBoB). [lyTeBoauTe N MOAPA3ACISIIOTCS TAKKE HA ApXUBHBIC
(BHYTpUApXUBHBIC) U MEXKAPXUBHbIC.

Bun nyreBomurens M cXemMa IMOCTPOCHMS OIPEACISIOTCS €ro  LEJIEBbIM
Ha3HAYECHUEM.

5.5.2.1. OcHOBHas 4acTh IMyTEBOAUTEINS MO (HOHAAM apXuBa (ApXHUBOB) COCTOMT
M3 OIMCATENIbHBIX CTaTed apXWMBHBIX (DOHIOB WJIM TpyNn apxuBHBIX (GOHAOB. B
MyTeBOAUTEND MO (OHAAM apXxuBa (apXHMBOB) JOJKHBI BKIIIOUATHCS CBEICHHS O BCEX
OTKPBITHIX apXuBHBIX (oHaax. Hexortopele apxuBHbIE (QOHABI MOTYT OBIThH
MIPE/ICTABIICHBI B BUJIE CITUCKA HEAHHOTUPYEMBIX ApXUBHBIX (POHIOB.

5.5.2.2. OcHOBHas 4acTh KPaTKOrO CIIPaBOYHHKA MO (OHIaM apXxuBa (apXHUBOB)
COCTOUT W3 CHUCTEMAaTU3UPOBAHHOTO TMEPEUHSI OMUCATENIbHBIX CTATel HAa apXWUBHBIC
(GOHABI WM TPYTINBI APXUBHBIX (POHJIOB.

Kparkue  cnpaBOYHMKH  TOAPA3ACISAIOTCS  HA  AHHOTUPOBAaHHBIE U
HEaHHOTHpOBaHHbIE. OmnmucaTenbHas CTaTbsi B  AHHOTUPOBAHHOM  KPaTKOM
CHPaBOYHHUKE COCTOUT M3 Ha3BaHUs apXUBHOTO (JOHJIA CO BCEMU NMEPEUMEHOBAHUSIMU
dbong000pa3oBaTeNsi, CHOPABOYHBIX JaHHBIX 00 apXxuBHOM (OHIE H KpaTKou
AHHOTAIlMM Ha apXMBHBIE JOKYMEHTbl 3TOro (onga. OmnucarenbHas CcTaThs B
HEaHHOTUPOBAHHOM KPAaTKOM CIIPABOYHHUKE COCTOUT W3 Ha3BaHMs apXUBHOTo (oHAA
Y CIIPABOYHBIX JIAHHBIX O HEM.

5.5.2.3. OcHOBHas 4YacTb TEMAaTHYECKOTO IMyTEBOAMTENS MO (POHIAM apXuBa
(apXuBOB) COCTOMT M3 CHUCTEMATU3UPOBAHHOIO MEPEYHS OMUCATEIbHBIX CTATEd IO
ONpeeIeHHOW TeMe Ha apXUBHbIEC (DOH/IBI MU UX YACTH.

5.52.4. B cmnpaBouHBIi amnmapaT MyTEBOAWTENS JIOOOTO BHAAa BXOIST
TUTYJIBHBIN JIUCT, COJEpKaHHe (OTJIaBJICHUE), MPEAUCIOBUE, CIIMCOK COKpAICHUH,
NpuIoKeHus, ykazaTenu. K myreBoauTento cocrapisercs oOuiast Oudnuorpadusi.

B MHOTOTOMHBIX M3JaHUSX IYTEBOAUTENICH COCTABISAETCS CIPABOYHBIN armapar
Kak JIJIsl BCEro U3/IaHMs B LIETIOM, TaK U JIJIsl OTACJIbHBIX TOMOB.



Karanorn

5.5.3. Karanoru (Mexx(oHI0BbIE apXUBHBIE CIIPABOYHUKH, B KOTOPBIX CBEJICHUS
O COJEpX aHUU AapXUBHBIX (DOHIOB, EAUHUI] XPAHEHUS/CIUHUIl Y4yeTa, apXUBHBIX
JOKYMEHTOB (WJIM MX 4YacTel) apXuBa CrpyNIHPOBaHbI IO MpeaMeTaMm (Temawm,
OTpacisiM), pacloJIOKEHHBIM B COOTBETCTBHM C  OIpPEACNIEHHONM  CXeMOou
KJaccuUKauu JOKyMEHTHOW nHGOopMaIi) o0pa3yroT CUCTEMY KaTaJloroB apXuBa.
CocTaB cHCTEMBl KaTaJIOTOB apXWBa ONPENEISCTCS COCTaBOM W COJACpKaHHUEM
apXWBHBIX  JOKYMEHTOB, HMHTCHCHUBHOCTBIO WX HCIIOJIb30BAHMS; CTEIEHBIO
pa3pabOTaHHOCTH AapXWBHBIX (OHIOB, HATMYMEM U KA4eCTBOM JPYTHX THIIOB
aApPXUBHBIX CIPABOYHUKOB. OCHOBHBIMH B CHCTEME KAaTaJIOTOB apXWBa SIBISIOTCS
CUCTEMATHUYECKUN U UIMEHHOW KaTAJIOTH.

Karamorn moapa3fensioTcss Ha CHCTEMAaTHYECKHE, TEMAaTHYeCKHe W UX
Pa3HOBUJIHOCTH  (KaTaJord 1O HCTOPUM  YUYPESKICHUM, aIMUHUCTPATUBHO-
TEPPUTOPUAIBHOTO JIEJICHUS U Jp.), IPEIMETHbIE U UX PAa3HOBUIHOCTU (MMEHHOM,
reorpadudeckuii, 0OObEKTHBIN).

OnucarenbHasi CTaThsl KaTaJlora BKIIIOYAET: HA3BaHUE apXUBa; MHJCKC; pyOpUKY
U MOAPYOPUKY; JaTy COOBITHS; MECTO COOBITHS;, CBEJICHUS U3 apXUBHOTO JOKYMEHTA,
CAVHUIIBI XPAaHEHUS/CIUHULIBI Y4eTa, apXuBHOro (oHAa (comep:kaHHe), apXUBHBINA
mudp; A3bIK TOKYMEHTa U CIOCO0 €ro BOCHPOU3BEIACHUS; (DAMIIIUIO COCTABUTEINS U
JaTy COCTaBJICHUS OMMCATEIILHON CTaThH.

JIs1 yCTaHOBIIGHHUSI CBSI3U MEXTY pa3/ieslaMH KaTajlora Wik pa3/iesioB KaTajora C
JIPYTUMU apXUBHBIMU CITPAaBOYHUKAMU MTPUMEHSIETCS CHCTEMa OTCHIJIOK.

VYkazatenu u 0030pbl

5.5.4. VYxkazarenu (apXuBHbIE CIPAaBOYHHUKH, MPEACTABISIIONIUE COOOM
an(aBUTHBIE, CHCTEMATHYECKHE WM COCTABJICHHBIC IO KaKOMY-JTHOO HWHOMY
MPU3HAKy TIEPEYHH Ha3BaHWU (HAMMEHOBAaHUMN) TMPEIMETOB, YIMOMHUHAEMBIX B
aApXMBHBIX JIOKYMEHTaX, C yKa3aHHEM HMX apXWUBHBIX MU(POB) MOIPA3IEISIIOTCI Ha
BHYTpU(OHIOBbIE, MEXK(DOHIOBBIE, MEXapXWUBHBIC, a TaKKe Ha TEMaTHYECKHE,
npeaMeTHble (00IMe W CHenualibHbIE), XpOHOJoruyeckue. PazHoBUAHOCTIMHU
MPEAMETHOTO YKa3aTelsl SIBJISIOTCS UMEHHON U Teorpaduueckuil ykazaremnu.

VYkazaTenn MOTYT OBITh CaMOCTOSITEIBPHBIMH APXHBHBIMH CIIPABOYHUKAMH B
cucteMe HCA apxwBa WM BXOAWTh B COCTaB BCIIOMOTATEIILHOTO CIIPABOYHOTO
amnmapara K JpyruM THUIIaM apXUBHBIX CITPABOYHHKOB.

OnucarenpHass CTaThsd yKazaTels J00OTO BHJIAa COCTOWT W3 IPEIMETHOTO
NMOHATUS (PyOpHUKHM) U apXUBHOTO MIHU(pAa.

B ykazatene mpuMeHseTCs CUCTEMa OTCHUIOK JIJISl YCTAHOBJICHUS CBS3CH MEXTY
TOI€CTBEHHBIMH MPEAMETHBIMH TOHATUSIMH.

5.5.5. O0630psI (apXUBHBIC CIPABOYHHMKH, BKIIOUYAIOIINE CHCTEMATH3HPOBAHHBIC
CBEJICHUS O COCTaBE U COJEPKAHUH OTJEIHHBIX KOMIUIEKCOB apXUBHBIX JOKYMEHTOB,
JIOTIOJTHEHHBIE WX HCTOYHHKOBEAYECKUM aHAIM30M) TOJPA3IEiSIoTCS Ha 0030pbl
(OHIOB U TEMAaTUYECKHUE 0030PHI.

O630p doHma BKIOYAET CHCTEMAaTHU3UPOBAHHBIE CBEIEHUS O COCTAaBE W



COJICP’)KaHUU apXUBHBIX JIOKYMEHTOB OJIHOTO apXUBHOTO (POH/IA.

Temaruueckuii 0030p BKJIFOUACT CHCTEMATU3UPOBAHHBIC CBEJCHUS O COCTAaBE U
COJICpKAHUU apXUBHBIX JOKYMEHTOB OJIHOTO WMJIM TPYIIIBI apXUBHBIX (DOHIOB OJJHOTO
WJIM HECKOJIBKUX apXHMBOB IO ONPEICICHHON TeMeE.

B cmpaBouHbIi ammapar 0030pa BXOJAT THTYJBHBIA JIMCT, COJCpPKAHUC
(ornamiieHue), TPEAMCIOBHE, CIIMCOK COKpAalleHHWH, ykazarend. K TeMaTHueckomy
0030py JOJDKHBI OBITH COCTaBJICHBI CIUCOK (OHIOB, HH(MOpMAIUS O KOTOPBIX
conepxkuTcs B 0030pe, u oubanorpadus mo reme ood3opa.

AstomarusupoBanubii HCA

5.6. ApxXuBHbIE CIPAaBOYHUKH MOT'YT BECTUCh B apXHBE B ABTOMATH3UPOBAHHOM
pexume, 00ecrneurnBarouIeM BO3MOXXHOCTH OINEPATUBHOTO M MHOTOACIEKTHOIO
MOMCKAa W TMPEACTABICHUS JTOKYMEHTHOW WHMOpManuu (B TOM YHUCIE B PEXHUME
YIJIEHHOTO JOCTYIA).

NudopmanmonHoe HamnonHenue apTomarusupoBanHoro HCA — coctaBisieT
COJIEpKaHHE OMKCATENbHBIX CTATHEH aPXUBHBIX CIPABOYHUKOB HA YPOBHE apXUBHOIO
donaa (cM. 1. 5.4.1), eqUHUIBI XpaHEHUsI/€AUHUIBI yueTa (cM. 1. 5.4.2), apXUBHOIO
ToKyMeHTa (cM. 1. 5.4.3), a Tak»Ke KIIF0UEBbIE CII0OBA U PyOPUKATOPHI.

OO0s3aTenbHBIMU BUJAMHU KJIIOYEBBIX CJIOB (TEPMHHOB, XapaKTEpHU3YIOMIMX B
00OOIIEHHOM U CXaTOM BHUJE COJIEP)KAHHE OINUCATEIbHBIX CTAaThed apXHBHBIX
CIIPAaBOYHUKOB) MpH BejeHuu aBTomaTuzupoBaHHoro HCA saBnstorcs: "Temartuka',
"mepconanuu", "reorpadua”. B ciiyyae HEOOXOIUMOCTH MOTYT CO3/1aBaThCs APYrue
BU/IbI KJTFOYEBBIX CJIOB.

PyOpukaTopbl - CUCTEMaTHYECKUE€ M TEMATHUYECKUE CXEMbl TOHATHH C
WHJEKCAaMU IS CTPYKTYpUpPOBAaHHMSI U TIOMCKAa JOKYMEHTHOM HWHQpOpMaIuu B
aBTroMatu3zupoBanHoM HCA.

@opMBbI UCTIOJIB30BAHUS APXUBHBIX JOKYMEHTOB

5.7. OcHoBHble  (GOPMBI  HCHOJIB30BAHMS  APXUBHBIX  JIOKYMEHTOB
(mpegocraBieHUs] apXWBOM  O€3BO3ME3HO WJIM  BO3ME3IHO  IOJIb30BATEIIO
MH(GOPMALIMOHHBIX YCIYT U UH()OPMALMOHHBIX MPOAYKTOB JIJIsl YIOBIETBOPEHUS €TO
MH(OPMAIIMOHHBIX TOTPEOHOCTEN):

nH(OpPMAIMOHHOE OO0EeCreYeHre IOoJIb30BaTele B COOTBETCTBUM C HX
3ampocaMu, a TaKKe B MHUIIUATUBHOM TOPSIJIKE;

MPEIOCTABICHUE ApXUBHBIX JOKYMEHTOB IOJb30BATEISIM B UYHUTAJILHOM 3ajie
apXuBa;

HKCIIOHUPOBAHUE aPXUBHBIX IOKYMEHTOB Ha BbICTaBKaX;

UCIOJIb30BaHUE apXUBHBIX JIOKYMEHTOB B CPEJICTBAX MACCOBOM MH(OpMALINY;

npoBefieHne WH(GOPMAIMOHHBIX MEpPONpUATHH (BCTped C OOIIECTBEHHOCTHIO,
AOKCKYpPCHHM B apXHUBBI, MPE3CHTALUN, JHEW OTKPBITBIX JBEPEU, JIEKIUU, HOKJIAI0B,
YCTHBIX KYpPHAJIOB, KOH()EPEHIIHN, YPOKOB AJisi CTYJCHTOB U IIKOJBHUKOB U JIp.) C
MCIIOJIb30BAaHUEM apXUBHBIX JTOKYMEHTOB;

nyOIMKaIUs apXUBHBIX IOKYMEHTOB.



5.7.1. 3anpocsl, NOCTyNAIOIIUE B apXUBBI, OAPA3ACISIIOTCS Ha:

3aMmpochkl O MPEOCTaBICHUU WH(OpPMAIMK MO ONpPEACICHHON MpodiieMe, TeMe,
coObITHIO, (akTy (TeMaTHuecKue 3ampochbl). Pa3sHOBHAHOCTHIO TEMAaTHYECKHX
3aMpoCOB  SABJSIIOTCS Ouorpaduueckre 3ampochl, MO KOTOPHIM YCTaHABJIMBAIOTCS
CBEJICHUS1, HEOOXOIUMBbIE I U3YUEHUS KUZHU U JIEATEIbHOCTH KOHKPETHBIX JIUILL;

3aMpochkl O MPEJOCTABICHUH HH(POpPMALMU, HEOOXOIUMOW IJii YCTAaHOBJICHUS
pPOJICTBa, POACTBEHHBIX CBSI3eM JABYX WM OoJyiee JIMIl, HCTOPUU CEMbU, pOja
(reHeamornyeckue 3ampochl);

3aMpoChl, CBSI3aHHBIE C COLMAJIIBHOM 3aIUMTON TpaXkJaH, MPEeAyCMAaTPUBAIOIINE
X TIEHCMOHHOE OOECIEYEeHHE, a TaKXKe IOJy4YeHHE JIbrOT M KOMIEHCAaluud B
COOTBETCTBUM C 3aKOHOAATENBLCTBOM Poccuiickon denepanuy U MeKyHapOIHBIMU
oOsa3arensctBamMu  Poccuiickoir  ®Denepanuu  (3ampocskl  COUMAIBHO-IPABOBOIO
Xapaxkrepa).

5.7.2. B uensax Hacrosmux [IpaBui1 HCTIONB3YIOTCS CAEAYIOLINE MOHATHS:

apXuBHas CIpaBKa - JOKyMEHT apXuBa, COCTABJIICHHbIN Ha OJaHKE apxuBa,
UMEIOLIUI IOPUINYECKYIO CHIIy M COJEpKalluil JTOKyMEHTHYI0 HH(OpPMALUI0 O
npeIMeTe 3ampoca C yKa3aHMEM apXUBHBIX HIM(PPOB U HOMEPOB JHMCTOB E€AMHHIL
XPaHEHHMsI TEX apXMBHBIX JJOKYMEHTOB, HA OCHOBAaHUH KOTOPBIX OHA COCTABJICHA,;

apXWBHAsI KONUSA - JOCJIOBHO BOCIPOU3BOJSIAS TEKCT apXMBHOIO JAOKYMEHTA
KONUSl C YKa3aHUEM apXUBHOro MM(pa U HOMEPOB JIMCTOB E€AMHHULIBI XpPaHEHMUS,
3aBEpEHHAs B YCTAHOBJIEHHOM MOPSIKE;

apXMBHAsl BBIUCKA - JOKYMEHT apXuBa, COCTABJICHHbIA Ha OJaHKE apXuBa,
JOCJIOBHO BOCIPOU3BOJSIINNA YacTh TEKCTa apXUBHOTO JOKYMEHTA, OTHOCSLIMMICS K
onpeneneHHoMy (hakTy, COOBITHIO, JIUIY, C YKa3aHUEM apXUBHOTO IM(pa 1 HOMEPOB
JIUCTOB €IMHUIIBI XPAHEHHUS;

MH()OPMAIMOHHOE MUCHBMO - MHCbMO, COCTAaBJICHHOE Ha OJIaHKE apxuBa IO
3arpocy MoJb30BaTelNls WIM M0 WHULMATUBE apXuBa, cojaepikallee MHPOPMAIHIO O
XpaHALIMXCS B apXMBE apXUBHBIX JOKYMEHTaX 0 ONpeeIeHHOM npolieme, TeMe;

TEMaTUYECKU IE€peUYeHb apXHUBHBIX JIOKYMEHTOB - CHCTEMaTHU3UPOBAaHHBIN
KpaTKUil WIM AaHHOTUPOBAHHBIM I€PEYEHb 3aroJIOBKOB apXHWBHBIX JOKYMEHTOB,
€MHULl XpaHEHUs/€IMHUL] y4eTa MO OMNpEJEJICHHONM TeMe C yKa3aHHEeM HX JaT U
apXUBHBIX MM(PPOB, COCTABIECHHBIN MO 3aMpocy IMOJb30BaTENs WIM MO0 UHULUATUBE
apXuBa;

TeMaTu4yecKas noadopka KOIUU aApXUBHBIX JOKYMEHTOB -
CUCTEMATU3UPOBAHHBIN KOMIUIEKT KONUN apXMBHBIX JOKYMEHTOB WJIM MX YacTell 1o
ONpEJETICHHOW TeMe, MOJATOTOBIECHHBIM apXHUBOM MO 3alpoCy MOJIb30BATENS WIH 1O
WHULIMATHBE apxuBa. TemMaruyeckas mOAOOpKa BKIIOYAET THUTYJIbHBIM JIUCT,
TEMAaTUYECKU TepeyeHb AapXWMBHBIX JIOKYMEHTOB W TIPU  HEOOXOJUMOCTH
HCTOPUYECKYIO CIIPABKY I10 TEME;

TEMaTUYECKUI 0030p apXUBHBIX JOKYMEHTOB - CM. TI. 5.5.5.

[Topsimok MCOJIHEHUS 3aIPOCOB MOJIH30BATEIICH

5.8. 3ampoc moJsib30BaTeNil PAcCMATPUBAETCS W HUCHOJHAETCS apXUBOM IpU
HaJUYMH B 3alPOCE HAMMEHOBAHUS IOPUIUYECKOTO JHIa (71 TpaxaaH - (haMuium,



MMEHH U OTYEeCTBAa), IOYTOBOTO W/WIM BJIEKTPOHHOTO ajpeca IO0JIb30BaTes,
yKa3aHus TeMbI (BOIPOCA), XPOHOJIOTUH 3allpalliuBaceMON HHPOPMAIUH.

3anpoc  MOJB30BATENs  PACCMATPUBAETCS  PYKOBOJACTBOM  apXWBa WM
YIIOJTHOMOYEHHBIM JI0JKHOCTHBIM JIMIIOM (JIMLIAMHU), HAIIPABJISETCS HA UCIIOJHEHUE B
COOTBETCTBYIOIIME TOJAPA3JCICHUS WM HEINOCPEACTBEHHO MCIOJHUTEI U
UCTIOJHSETCS IO apXUBHBIM JIOKYMEHTAM W/WIN MEYaTHBIM U3AaHUSAM, OTHOCSILIUMCS
K IIPEAMETY 3a1poca.

3anpoc, HE OTHOCSAUIMICS K COCTaBy XpaHAIIMXCS B apXWBE ApPXUBHBIX
JOKYMEHTOB, B TEYEHHE 5 THEW C MOMEHTA €T0 PEruCTpalyy HANPABISAETCA B IPyTron
apXyWB WJIM OpraHU3allMIo, TIE XPaHATCA HEOOXOAMMBIE apXHUBHBIE JOKYMEHTHI, C
yBEJOMIICHMEM 00  3TOM  IMOJIb30BATENs, WJIM  IOJb30BATENIO  JIAETCA
COOTBETCTBYIOIAs] PEKOMEHIaLUs.

[Ipu noctynnenun B apxuB MHTepHeT-0OpaieHus (3ampoca) MoJIb30BaTeNs C
yKa3aHUEM aJpeca 3JIEKTPOHHOM MOYTHl W/WIK MOYTOBOTO aJpeca eMy HallpaBisieTcs
yBEIOMJICHME O TpueMe oOpamieHust (3ampoca) K  PACCMOTPEHUIO WU
MOTHBHPOBAaHHBIA OTKa3 B paccMOTpeHHH. [IpuHsATOE K paccMOTpeHHIO oOpalleHue
(3ampoc) pacmeuaThlBaeTCcd, M B JaJbHeWlIeM paboTa € HUM BEAETCA B
YCTaHOBJICHHOM ITOPSIJIKE.

OTBeT Ha 3anpoc NoJIb30BaTeNIs aeTCs Ha rOCYAapCTBEHHOM s3bike Poccuiickon
denepanum.

ApXHB OCYIIECTBIIIET IPUEM TPaXJAaH B MPUEMHON HIIM CTOJIE CIIPABOK U BEJET
UX Yy4YeT [0 YCTaHOBJIEHHOW (opMe. PyKOBOACTBO apxXxuBa HECET JHUYHYIO
OTBETCTBEHHOCTh 33 OPraHU3ALMIO IPHEMa U pACCMOTPEHHSI 3aIIPOCOB I'PAXK/IAH.

5.8.1. Tematnueckuil 3anpoc rOCyJIapCTBEHHOTO OpraHa WJM OpraHa MECTHOTO
CaMOYIIPABJICHUS, CBSA3aHHBIM C UCHOJIHEHHMEM HWMHM CBOUX (PYHKUUN, apXuB
paccMaTpUBaEeT B MEPBOOYEPETHOM MOPSIIKE B YCTAHOBIEHHBIE 3aKOHOJATEIHCTBOM
aMbo B COIJIaCOBaHHbIE C HUMHU Cpokd. lMcnojmHeHHe Takoro 3ampoca
OCYIIECTBIIsIETCS Ha 0€3BO3ME3AHON OCHOBE.

HcrnonHeHne TEMAaTMYECKOTO 3ampoca OpraHu3allMM  WIA  TpaXKIaHWHA
OpraHM3yeTcsi B MOPSAKE OKa3aHUsl IJIATHBIX YCIYr (B TOM YHCIE HAa OCHOBE
noroBopa) uiaum 0Oe3Bo3Me3qHO. CpOKM MW CTOMMOCTH pabOT IO HCIOJHEHHUIO
YKa3aHHOTO 3ampoca B NPEIBAPUTEIBHOM  IOPSJAKE  COIVIACOBBIBAKOTCS  C
II0JI30BATEJIEM.

[Ipy HeoOXOIMMOCTHM TpPOBENECHHS OO0OBEMHON pabOThl MO TOHCKY H
KOIHUPOBAHUIO APXHUBHBIX JOKYMEHTOB apXHUB MUCbMEHHO M3BEUIAET MOJIb30BATENS O
MPOMEKYTOUHBIX pe3yibTaTax padoTel. Buj uHGOpMALMOHHOIO JOKYMEHTa,
MOATrOTaBIMBAEMOI0 apXMBOM IO 3alpoCy MOJIb30BATENS, COTVIACOBBIBAETCS C HUM,
eciu 00 3TOM He YKa3aHo B 3ampoce.

5.8.2. I'eHeaJIOTMYECKUI 3alpoOC MOJIB30BATENS APXUB HCIIOJIHSAET B IOPSIKE
OKa3aHMs IJIATHBIX YCIYT (B TOM YHCJIE Ha OCHOBE JOrOBOPA). YKa3aHHBIM 3aIpoc
MOKET UCITOJIHATHCS KaK B OTHOILIECHHUH 3asIBUTENS, TAK U B YCTAHOBJIEHHOM MOPSIKE
B OTHOILLIEHWUU JPYTUX JIUL.

WNudopmanus monbp3oBaTeNio NpeAcTaBisercs B (opMe pOJIOCIOBHOTO ApEBa,
IeHEAJIOTUYECKOW POCHIHCH, T€HEAJIOrMYecKON TaOJIMLbl WIM apXUBHBIX CIPaBOK,
ApXMBHBIX  BBINMCOK, KONHMM  apXUBHBIX JOKYMEHTOB, YCTaHABIIMBAIOIIMX



poACTBEeHHBbIE CBs3W. [Ipm  OTCYTCTBMM  BO3MOXKHOCTEM IO  HCIIOJHEHHUIO
reHeaJlorM4ecKuX 3almpoCcoB apXWB PEKOMEHJYET TMOJb30BATEN0 IMPOBOJUTH
CaMOCTOSTENbHBI TMOUCK MHTEpecyloue ero uH(opManuu TeHealoTHYecKoro
XapaKTepa B YNTAIBHOM 3aJI€ apXHBa.

5.8.3. 3ampoc conuaibHO-IPABOBOTO XapaKTepa UCIOJHAETCS apXUBOM
0€3B0O3ME3THO.

Cpox HCIOJHEHHsS 3ampoca COLMAIbHO-TIPABOBOTO XapaKTepa B apXuBE HE
JoJDKEH mpeBblath 30 gHE ¢ MoMmMeHTa peructpauuu 3ampoca. C pa3pelieHus
PYKOBOJICTBA apXHBa 3TOT CPOK MOXET OBITh MPH HEOOXOAUMOCTH MPOIJICH C
00s13aTeNbHBIM yBeIOMJIEHHEM 00 3TOM mojb30oBaTens. CpoK MCIONHEHHUs 3arpoca
no HCA apxwuBa - He 6osiee 15 qHElH ¢ MOMEHTA €r0 peruCTPAIIHH.

[Ipu ucmosHEeHUU MOBTOPHOTO 3aIllpoca COIMAIBLHO-IPABOBOIO XapaKTepa WU
COCTaBJICHUH IO MPOCchOe MOIB30BATENS ApPXWBHOUM CIpPaBKH, aHAJIOTUYHOU paHee
BBIIAHHOM, apXHB IIPOBEPSIET COOTBETCTBUE CBEACHMM, BKIIOUEHHBIX B 3Ty CIIPABKY,
TE€M, KOTOpble HMEIOTCS B apXMBHBIX JOKYMEHTaXx, M B cllyuae OOHapy>KeHUs
JIOTIOJIHUTENBHBIX CBEJICHUI BKJIIOYA€T WX B IOBTOPHO BBIAABAEMYIO apXHUBHYIO
CIIPaBKYy.

OdopmileHre apXUBHBIX CIIPABOK,
ApPXWBHBIX BBIMMHCOK U APXUBHBIX KOMUN

5.9. ApxuBHas clpaBKa W apXWBHas BBIMHUCKA COCTABIAIOTCS ¢ 0003HAYECHUEM
Ha3BaHUs MH(POPMALMOHHOTO JOKyMeHTa "ApxuBHas crpaBka", "ApxuBHasd
BBINTHACKA".

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

59.1. Tekcr B apxuBHON cnpaBke (mpuioxenue N 13) pgaercs B
XPOHOJIOTHYECKON MOCIIEA0BATEIbHOCTH COOBITHUM C yKa3aHMEM BHJIOB apXMBHBIX
JOKYMEHTOB M UX JaT. B apXuBHOI cnpaBKe JONMYCKaeTCs LUTHPOBAHHUE APXUBHBIX
JOKYMEHTOB.

HecoBnagenue OTAENBHBIX JaHHBIX apXMBHBIX JTOKYMEHTOB CO CBEICHHSMM,
W3JI0)KEHHBIMA B 3aIIpoCe, HE SBISECTCA MPENATCTBHEM JUIs BKIIOYEHHS HX B
apXMBHYIO CIPaBKY IPU YCJIOBHH, €CIM COBIAJEHUE BCEX OCTAJbHBIX CBEJACHHI HE
BbI3bIBAET COMHEHUH B TOKJIECTBEHHOCTH JIMIIA WU (PAaKTOB, O KOTOPBIX TOBOPUTCS B
apXMBHBIX IOKYMEHTax. B apXuBHOM clipaBKe 3THU JaHHbIE BOCIPOU3BOJIATCS TaK, KaK
OHM W3JIOKEHbl B AapXMBHBIX JOKYMEHTaX, a pAaCXOXKIEHUS, HECOBMAJACHUS U
HETOYHbIC HAa3BaHUs, OTCYTCTBHE UMEHH, OTYECTBA, MHULIUAJIOB WM HAIUYUE OJHOTO
M3 HUX OrOBAapUBAIOTCS B TEKCTE crpaBku B ckoOkax ("Tak B gokymente", "Tak B
TEKCTe OpuruHaia").

Ceenenust 0 pabote, yueOe B HECKOJIbKHX OpraHU3alMsIX, YYeOHBIX 3aBEICHUSIX
BKJIFOYAKOTCS B OJIHY aPXHUBHYIO CIIPABKYy.

B npuMeuaHusx mo TEKCTy apXMBHOW CIPAaBKH OTOBapUBAIOTCS HEPAa30OPUMBO
HaIlMCaHHbIE, WCIPABJICHHBIE aBTOPOM, HE IMOJAIOIIMECS MPOYTEHUIO BCIIEICTBUE
noBpexaeHus Tekcta opuruHaina mecra ("Tak B Tekcre opuruHana", "B Tekcre
Hepa3oopuuBo").

B TekcTe apXWBHOI CHpaBKM HE JOMYCKAKOTCS HM3MEHEHUs, HUCIpPaBJICHMUS,
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KOMMEHTapuH, COOCTBEHHBIE BBIBOJABI HCIOJHUTENS MO COACPKAHUIO APXUBHBIX
JOKYMEHTOB, HA OCHOBAHMHU KOTOPBIX COCTABJICHA apXWBHAs CIIPABKa.

B KxoHIle apXMBHOM CHpaBKU MPUBOASTCS apXHUBHBIC MU(PHI U HOMEpA JHUCTOB
€IUHUL] XpPAHEHUSI apXUBHBIX JOKYMEHTOB, NE€YaTHbIE U3JAHUsA, UCIIOIb30BaBIINEC
IUISl COCTAaBJICHUS APXWUBHOW CIpaBKU. B TekcTe apXMBHOW CIIPABKU JOMYCKAETCA
NPOCTaBIIEHWE apXUBHBIX MHU(GPOB U HOMEPOB JUCTOB €AUHUI] XPAHEHUS apXUBHBIX
JOKYMEHTOB Cpa3y MOCJIE U3JI0KEHUS KaKI0T0 (aKTa UIu COOBITHS.

B apxuBHOU cripaBke, 00bEM KOTOpPOIl NMPEBBIIAET OJHUH JIUCT, JUCTBI JOJIKHBI
ObITh MPOIIMTHI, TPOHYMEPOBaHBI M CKpPEIJICHBl TIeYaThio apxuBa (7
MYHULIMIAIBHOTO apXWBa, HE SBIBIIOLIETOCS OPUAUYECKUM JIMIIOM, - II€YaThIO
opraHa MECTHOT'O CAaMOYIIPaBJICHHUS).

ApxuBHas clpaBKa, OpeIHAa3HAYCHHas i1 MCIOJb30BAHHUS HA TEPPUTOPHUHU
Poccuniickonn ®denepanuu, MOANUCHIBAETCS PYKOBOJACTBOM apXWBa, W 3aBEPSACTCA
NevyaTrblio apxuBa (Ui MYHULMIAIBHOIO apXHBa, HE SBISIOLIETOCS HOPUANYECKUM
JULOM, - II€YaTbI0 OpPraHa MECTHOI'O CaMOYNIpAaBJICHMs). ApXUBHas CIIPaBKa,
npelHa3HaueHHasl JUIsl HampaBieHHUs 3a pyOeX, MOJIMUCHIBAETCS PYKOBOACTBOM
apxuBa U 3aBepsieTcss TepOOBOM Mevarbio (AJI1 MYHULIUOAIBHOTO apXuBa, HE
SBJISIIOLLETOCS FOPUANYECKUM JIMIIOM, - IEYaThI0 OPraHa MECTHOT'O CaMOYIPaBIICHUS).
(8 pen. [Ipukaza Munkynbtypsl PO ot 16.02.2009 N 68)

[Tpy HEOOXOOUMOCTHM K apXMBHOW CIpaBKE MPUJIATalOTCsl KOIUU apXHUBHBIX
JOKYMEHTOB WJIA BBIIMCKA W3 HUX, MMOATBEPKIAIOIIME CBEIACHHUS, HU3JI0KCHHBIE B
apXHWBHOM CIIPaBKE.

ApXUBHBIE CIPaBKH, HAIPaBIIEMBIE B TOCYAApCTBa, MOJNKCABIINE ['aarckyro
KoHBeHIIMIO 1961 T., B COOTBETCTBMM C KOTOpPOM HE TpeOyeTcs KOHCYJIbCKas
jeranu3anus  OQUUUATIBHBIX  JOKYMEHTOB, 3aBEpSIOTCS  NPOCTABICHUEM U
3alI0JIHEHUEM CIEIUAJIBHOTO IITammna - anocTwid. Ha apXuBHBIX CIpaBKax
MPOCTABJISIETCSl M 3allOJIHAETCS HaJUIeXalluM Oo0pa3oM anoCTH/Ib PYKOBOJCTBOM
BBIIIECTOSIIIETO0 YIOJHOMOYEHHOIO OpraHa MHCIOJHUTEIbHOM BIacTM B cdepe
apXMBHOIO JieJa. ANOCTWIb HE MPOCTaBISETCS Ha apXUBHBIX CIIpaBKax,
IIpeHAa3HAYCHHBIX Ul HAIpaBJIeHUs B TOCYyIapcTBa, ¢ KOTopsiMM Poccuiickas
Penepanys 3aKJIF0YWIA TONOBOPHI O IIPABOBOM ITOMOIIHU U IIPABOBBIX OTHOLIEHUSX 110
IPAXKIAHCKAM, CEMEUHBIM U YIOJIOBHBIM JI€JIaM, & TAKXKE B FOCY1apCTBa - YYaCTHUKHU
CHI', nmommucaBmme CornamieHue O MNpUHIMNAX U (PopMax B3aMMOJICHCTBUS B
00JIaCTU HCIOJIb30BAaHUS APXUBHOM HH(OpMauM, WIM C KOTOPHIMU HMETCS
IBYCTOPOHHHE COTJIAIEHUS O COTPYIHUYECTBE.

[Ipy OTCYTCTBUM B apXHMBE apXUBHBIX JOKYMEHTOB, HEOOXOIUMBIX IS
WCIIOJIHEHMSI 3ampoca, Ha OJIaHKE apXuBa COCTABIISETCS OTBET, MOATBEPKIAIOIIUN
HETOJIHOTY COCTaBa apXMBHBIX JOKYMEHTOB MO TeMe 3ampoca. [Ipu HeodxoaumocTu
OTBET MOKET OBITh 3aBEPEH repOOBOM MEYaThIO.

B ciydae nokyMEeHTaJbHO TMOATBEP)KIEHHBIX (PAKTOB yTpaThl apXUBHBIX
JOKYMEHTOB, COJEpKaLMX 3alpalllMBacMble CBEIACHUS, APXUB BBIAACT CIPABKY IIO
JaHHOMY BOIIPOCY, IPU HEOOXOAUMOCTH 3aBEPEHHYIO MIeUaThiO0 apXUBa.

5.9.2. B apxuBHOI BBIIUCKE HA3BAHUE apXHWBHOTO JOKYMEHTA, €r0 HOMEp U JlaTa
BOCIIPOM3BOJATCS TOJHOCTBIO. M3BIIEUEHUSIMU U3 TEKCTOB APXUBHBIX JOKYMEHTOB
JOJDKHBI OBITh MCUEpHaHbl BCE MMEIOIIMECs JaHHble Mo 3ampocy. Hauano u xoHen
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KOKJIOrO M3BICYEHUS, A TAKXKE IPOIYCKH B TEKCTE AapXMBHOIO JOKYMEHTa
OTJZIETIbHBIX CJIOB 0003HAYAIOTCS MHOTOTOYHUEM.

B npumeyaHusxX K TEKCTy ApXWBHOW BBIIMCKHU AENAIOTCS COOTBETCTBYIOIIHE
OTOBOPKHU O YaCTAX TEKCTa OpUTMHAJNIA, HEPa300pUYMBO HANIMCAHHBIX, UCIIPABICHHBIX
aBTOPOM, HE MOJJAIOIINXCS MPOYTEHUIO BCJIEIACTBHUE IOBPEKICHHUS TEKCTa U T.H.
OtnenpHblE COBa M BBIPAKEHUS OpPUTHMHANA, BBI3BIBAIOIINE COMHEHHS B HX
TOYHOCTH, OTOBapUBaIoTCs cioBaMu '"Tak B Tekcte opuruHana', "Tak B nokymeHTe".
[Tocne TekcTa apXUBHOM BBIMKMCKH YKA3bIBAIOTCS apXUBHBIM MM(p 1 HOMEpa JTUCTOB
€AVHUIBI XPAHEHHS QpXUBHOIO JJOKYMEHTA.

AYTEHTUYHOCTh BBIIAHHBIX I10 3aIIPOCaM apXMBHBIX BBIITUCOK YJIOCTOBEPSETCS
MOANKCHI0 PYKOBOJUTENS apXWMBA WM YIOJTHOMOYEHHOIO JOJKHOCTHOTO JIMIA U
[€YaThl0 apXuBa (11 MYHULUIAIBHOIO APXWBA, HE SBISIOLIETOCS FOPHINYECKHM
JIULOM, - I€YaThl0 OpraHa MECTHOTO CaMOYIIPABIICHU).

5.9.3. Ha 060opoTe KaXJ10To JIMCTa apXUBHOW KOIUH MPOCTABISAIOTCS apXUBHBIE
mudpsl 1 HOMEpa JIUCTOB EAUHUI] XpaHEHUS apXUBHOTO JOKYMeHTa. Bce nucTh
apXMBHOM KOIUH CKPEIUISIOTCS U HA MECTE CKPEIUICHUS 3aBEPSIOTCS NIEYAThI0 apX1Ba
U IOANKCBHI0 €ro PYKOBOAWUTENS WIM YIOJIHOMOYEHHOIO JIOJDKHOCTHOTO JIMIIA.
ApxuBHasi KOMMs, NpeIHAa3HA4YCHHas IS HalpaBJICHUS 3a pyOex, 3aBepsercs
repOOBOI MIEYaThIO U MOJIMUCHI0 PYKOBOAUTENS apXUBa.

5.10. ApxuBHas cnpaBka (nmpuiokenre N 13), apXxuBHasi BBINHCKA, apXUBHAS
KOIKS U OTBETHI HA 3alPOCHI BBICBUIAIOTCS MO MOYTE MPOCTHIMU MHUCbMaMHU.

ApXxuBHasl ClpaBKa, apXWBHAsl BBIIUMCKA M apXWBHAsl KOMUsA, NMPEAHA3HAYEHHBIE
IUTsL HampaBJIeHUsl B rocyaapceTsa - yyactTHuku CHI', Bkitouast oTBETHI 00 OTCYTCTBHH
3aMpalinBaeMblX CBEJICHHM, BBICBUIAIOTCS apXMBOM HEMOCPEACTBEHHO B ajpeca
3asIBUTEIIEH.

ApxuBHas ClpaBKa, apXMBHAsI BBIIUCKA M apXWBHAs KOMUsA, NMPEAHA3HAYEHHBIE
JUIsl HaIlpaBJIEHHUs] B TOCYJapcTBa, He sBistomuecss ydactHukamu CHI', Bkirouas
OTBETHl 00 OTCYTCTBHM 3alpalllMBa€MbIX CBEICHUH, O(QOPMIIAIOTCS U BMECTE C
3anpocamMu (aHKETamH, JIMYHBIMU 3asBICHUSMU M T.I.) HAMPAaBISIOTCS apXHUBOM B
COOTBETCTBYIOIINIA (he/iepabHbI OpraH UCTIOJTHUTEIBHON BJIACTH B YCTAHOBJICHHOM
MOPSIZIKE.

ApxuBHas cOpaBKa, apXUBHAas BBIMCKA U ApXUBHAs KOMUS B CIIy4yae JIMYHOTO
oOparieHusi rpakJIaHiHa UM €r0 JIOBEPEHHOTO JIMIIA B apXWUB BBIJAIOTCS €My O]
PACIUCKy MpHU MPEIbSIBICHUHU MACIOPTa WIM WHOTO YAOCTOBEPSIOIIErO0 JOKYMEHTA;
JOBEPEHHOMY JIUIly - TMpU TPEIbSABICHUU JOBEPEHHOCTH, O(POPMIIEHHON B
YCTaHOBJIEHHOM Tnopsiake. llomydarens apXMBHOM CIPAaBKU U apXHUBHOM BBIIUCKU
pPACIUCBHIBAETCS HA UX KOMMSIX MM Ha 000pOTE COMPOBOAUTEIHLHOTO MUChMA K HUM,
yKa3bIBas ATy UX MOTYYEHUS.

3aBepeHHasi aroOCTWJIEM apXMBHAs CIpaBKa, apXWBHAas BBIMUCKA U apXUBHAS
KONUSl B Clyyae JIMYHOTO OOpallleHusl Tpa)<IaHWHA WM €ro JOBEPEHHOIrOo JuIa B
apXvMB BBINAIOTCS €My Ha PYKH TPH TNPEIbSBICHUM KBUTAHIIMM OO0 yruiate
rocyJapCTBEHHOW IMOIUIMHBI 332 IPOCTABIIEHNUE AlTOCTHIIA.

BOSBpaI]_[eHI/Ie MMOAJIMHHUKOB apXHWBHBIX TOKYMCHTOB



5.11. Ilo nuCbMEHHBIM 3asBJICHUSAM C pPa3pellICHUs] PYKOBOIWUTENS apXuBa
peaOUIUTUPOBaHHBIE JMIA M MX HACIEAHUKM HMEIOT IpaBO Ha IOJy4YeHHUE
[OJJIMHHUKOB COXPaHUBIIMXCS B IPEKPALICHHBIX YTOJIOBHBIX U aIMIHACTPAaTUBHBIX,
a Takke (PUIBTPALIMOHHO-IIPOBEPOUYHBIX JI€JaX apXUBHBIX JOKYMEHTOB TBOPUYECKOIO
XapakTepa - pykomuceul, gororpaduil, muceM M APYrux JIUYHBIX JOKYMEHTOB (3a
UCKJIIOYEHHEM MAcIOPTOB, BOCHHBIX OMJIETOB, CIIy’KEOHBIX YIOCTOBEPEHUI U JPYTUX
aApPXUBHBIX JOKYMEHTOB O(QUIIMAIBHOTO IPOUCXOXKICHUS).

[Io mMCBMEHHBIM 3asBJIICHUSAM C Pa3peIIeHUs PYKOBOIMTENS APXUBA I'PAXKIAHE
MMEIOT MPABO HA MOJYYEHHE COXPAHUBILMXCSA B apXMBE MOJJIMHHUKOB COOCTBEHHBIX
TPYAOBBIX KHUKEK.

C wu3bIMaeMbIX AapXUBHBIX JIOKYMEHTOB JICJIAIOTCS  KOMHMH, KOTOpPBIE
npuoOIaTca K aenam. M3bsaTHe apXWBHBIX JTOKYMEHTOB, a TaKXe MX 3aMEHa Ha
KOIIMM OTPAYKAKOTCS B JINCTAX-3aBEPUTEIAX AEI, B ONUCIX €I, JOKYMEHTOB.

BosBpaiienne apXuBHbBIX JOKYMEHTOB OOPMIIAETCS aKTOM 00 M3BSATUH U3 /€T
YKa3aHHBIX JOKYMEHTOB. AKT M JpYyru€ JOKYMEHTbI, Ha OCHOBaHHMU KOTOPBIX
IIPOU3BEACHO BO3BPAILLICHUE aPXUBHBIX JTOKYMEHTOB, U PACIMCKa JIMLA, IIOJYYUBILIETO
UX Ha PyKH, BKJIFOYAIOTCS B €70 QOoHIA.

O6CJIy}I(I/IBaHI/Ie MOJIb30BaTENICH B YUTAJILHOM 3aJI¢

5.12. Insg oOciyXKMBaHUS MOJIb30BATENE B apXUBax JEWCTBYIOT YUTAIbHBIN
3], MPOCMOTPOBBIM 3al, KOMHATa MPOCIyIIMBaHUS (DOHOJOKYMEHTOB CO
CIIeMAIBHBIM 000PYA0BaHUEM JJIsI pAa0OT C MUKPOKOIMUSIMHU apXUBHBIX TOKYMEHTOB,
ayJAMOBHU3yaJIbHbIMU U JJIEKTPOHHBIMU JTOKYMEHTaMHU. [Ipy OTCyTCTBHM Cli€IIMaIbHO
BBIJICJIEHHOT'O MOMEIIIEHHST 00CITyKUBaHUE T0JIb30BATENICH MPOU3BOAUTCS B paboueit
KOMHATe apXHBa IO KOHTPOJIEM COTPYAHUKA APXHUBA.

[Topsimok paboTHI TOJB30BaTENIe C APXUBHBIMH JIOKYMEHTAMHU B YUTAIHLHOM
3aJle apxuBa, WX TMpaBa M OOSI3aHHOCTH OMPENETSAIOTCS TpaBUiIaMu pPabOThI
MOJIb30BATEJIEM B  UYMTaJbHBIX 3ajax apxuBoB Poccuiickon  Depepanuu,
VTBEPXKIAEMbIMU  CIICIIHAIBHO  YIOJHOMOYEHHBIM  (peiepajbHBIM  OpraHOM
WCIIOJIHUTENIbHON BiacTu B cdepe apXMBHOTO Jeja. ApXHWB 0053aH O3HAKOMHUTH
MOJIb30BATENIEM C A3TUMHU NpaBwiaMu. McXolsi U3 KOHKPETHBIX BO3MOXKHOCTEU
o0CITy>KMBaHUS TIOJIb30BATENICH apXUB MOXET yCTAHABIMBATH OUYEPETHOCTh M BpEMs
MTOCELIEHNS] UMY YUTAIBHOTO 3aJIa.

B ciydasx XulieHus uiav MoBpeXACHUS MOJIb30BATEIIEM aPXUBHBIX JIOKYMEHTOB,
TEXHUYECKOTO 000PYI0BaHUS U UMYLIECTBA apXHUB 00paIIaeTcsi ¢ COOTBETCTBYIOIIUM
3as1BJICHUEM B OPTraH BHYTPEHHUX JI€JI [0 MECTY PACHOJIOKEHUS apXUBa, TPUHUMAECT
JIpyrue Mepbl K BO3MEUIEHUIO yiiepbda B COOTBETCTBUU C 3aKOHOAATEIbCTBOM
Poccuitckon denepanum.

5.13. I1o 3aka3am moJib30BaTEJIC C YUETOM TEXHUUYECKUX BO3MOKHOCTEN apXuBa
M3TOTaBIMBAIOTCS. KOMUU apPXUBHBIX JOKYMEHTOB: KCEPOKOIHUH, MUKPOKOIIHH,
(dhoTOOTIEYATKH, KHHOKOIIHH, BUACOKOIHH, KOTTMU (DOHOTOKYMEHTOB, a TAKXKE KON
Ha 3JIEKTPOHHBIX HOCHUTEJISIX.

He mpowmsBoauTcsi konmupoBaHue AOKyMEHTOB ApxuBHOTO (onma Poccuiickoit
denepanuu, HAXOIANTUXCS B HEYIOBIETBOPUTEILHOM (DU3UUYECKOM COCTOSTHUH.



KonupoBanue apXuBHBIX JOKYMEHTOB OIPAHHMYEHHOTO JOCTYMa (CEKPETHBIX U
coJiepKaluX KOHPUACHIMAIbHYIO WH(OPMAIMIO) MPOU3BOJUTCS B YCTAHOBICHHOM
HOPSIIKE.

[Topsimok BBITIOJIHEHUST 3aKa30B Ha KOMUPOBAHHWE, B TOM YHCIE OOBEMBI
KONMPOBAHUSI  apXMBHBIX  JIOKYMEHTOB, HEOMYOJIMKOBAHHBIX  OINHUCEH  Jel,
JOKYMEHTOB, JPYIMX apXHMBHBIX CIPABOYHO-TIOMCKOBBIX CPEACTB M 0a3 JaHHBIX,
CTOMMOCTh H3TOTOBJICHHSI KONHMI MW TMOPSJAOK pacyeToB 3a HUX HU3TOTOBJICHUE
ONPENEIISAIOTCA PyKOBOJICTBOM apXHBa.

Ha xomum apxXuMBHOTO JOKYMEHTA, W3TOTOBJIEHHOW MO 3aKa3y ITOJIb30BaTEls,
apXWB YKa3bIBACT apXUBHBIA MU(p 1 HOMEpa JTUCTOB €IUHUIIBI XPAHCHUS ApXUBHOTO
nokymeHnTa. [Ipu odopmiieHNH KOMUK PacCEKPEYCHHOTO apXMBHOTO JOKYMEHTAa Ha
JIMIIEBOM CTOPOHE B MPABOM BEPXHEM YIJIy HEPBOrO W IMOCIEIHETO JINCTOB KONUU
npoctaBisiercs: mrTamn "Paccekpedeno". Ilpu HEOOXOAMMOCTH JaHHBIA IITAMII
MPOCTABJISACTCS HA JIMLEBOW CTOPOHE BCEX JIUCTOB KONMU PACCEKPEUEHHOIO
ApXUBHOI'0O JOKYMEHTA.

Konuu apXuWBHBIX JOKYMEHTOB BBIJAIOTCSA IMOJIb30BATENSAM, UX JIOBEPEHHBIM
JUIAM WM MOTYT OBITh BBICIIAHBI 110 YKA3aHHBIM aJ[pecaM.

VYyer 3aka30B Ha KONUPOBAHHE BeACTCS Ha OyMaKHOM HOCHUTENE WIH B
aBTOMATU3UPOBAHHOM (opMme.

NunnmatuBHOE MH(POPMUPOBAHKE MTOJIb30BATEIEH.
[ToaroToBKa BHICTABOK U MyOJIMKAIIUI apXUBHBIX IOKYMEHTOB

5.14. NauuuatuBHOE MH(POPMUPOBAHUE TOCYAAPCTBEHHBIX OpPraHOB, OpPraHOB
MECTHOTO CaMOYIpaBJi€HUs, OpPraHU3aluid M TPAXKIAH OCYIIECTBISIETCS IyTEM
HampapJeHUsT UM HMHPOPMAIMOHHBIX MMHUCEM WIH APYruX HUHPOPMAIMOHHBIX
JOKYMEHTOB.

5.15. ApxuB opraHuszyeT NOATOTOBKY M MPOBEIAEHUE BBICTABOK apXMBHBIX
JOKYMEHTOB CaMOCTOSITEIbHO WJIM COBMECTHO C JIpyTMMHU apXuBamMu U
OpraHU3alUsIMU.

JInsi  TIOATOTOBKM  BBICTABKM ~ apXUBHBIX JOKYMEHTOB pa3pabaThIBarOTCs
TEMaTUYECKUM TUIaH (KOHIEMIMs) U TeMaTHUKO-IKCIIO3UIIMOHHBIN 1uiaH. Ha ocHoBe
TEMaTUYECKOr0 TUTaHA TPOBOJSATCA BBISBICHUE M OTOOP APXMBHBIX JOKYMEHTOB,
WUIIOCTPATUBHBIX M HHBIX MaTepuajoB. B TeMaTHKO-3KCHO3ULIMOHHBIA IUIaH
BKJIIOYAETCS AHHOTHPOBAHHBIA TE€pPEUYeHb OTOOPAHHBIX JJisi SKCIOHUPOBAHUS
apXUBHBIX JIOKYMEHTOB, WJUTIOCTPATUBHBIX U UHBIX MaTepHuaoB,
CUCTEMATU3UPOBAHHBIX B COOTBETCTBHM C pa3/ieslaMUd BBICTaBKH, C YKa3aHUEM HX
pa3MepoB U NOpsAJIKa pa3MEIICHHs Ha CTeHJIaX WK B BUTpUHAX. Bce oToOpanHbie Juist
HKCIIOHUPOBAHUSI apXMBHbIE JOKYMEHTBHI W JPyrue maTepuaibl aHHOTUpYROTcs. K
WHOSI3BIYHBIM MaTepuaiaM Mpu HEOOXOJAMMOCTU JACTCsl TIEPEBOJI WM pPa3BEpHYyTas
AHHOTAIIUS COJIEPKAHUS.

OTBETCTBEHHBIMH 32 COXPAHHOCTb ApPXUBHBIX JOKYMEHTOB  SIBJISIFOTCS
OpraHu3aToOpbl BBICTABKU. ApPXHB, MNPEACTABUBIIMN apXUBHBIE JTOKYMEHTBI MJIs
BBICTABKHM, OOECIeYrBaeT KOHTPOJh 3a COONIOJICHHEM TpeOoBaHU obecreueHus
COXPaHHOCTH JJOKYMEHTOB MPH 3KCIIOHUPOBAHUMU.



CrtpaxoBaHHe apXUBHBIX JOKYMEHTOB M O(OPMIICHUE UX BPEMEHHOTO BHIBO3a 32
npenensl  Poccuiickonn  ®@enepaumu A OKCIIOHUPOBAHUS — MPOBOIATCA B
yCTaHOBJICHHOM mopsiake (cMm. . 2.11.14, 2.11.15).

5.16. Ilpu mnoaroroBke nyOIUKAM apXWBHBIX JIOKYMEHTOB apXuB
PYKOBOJICTBYETCS HAYYHBIMU MPABUIIAMU U3JIaHUS UCTOPUUECKUX TOKYMEHTOB.

Tunbel (Hay4HBIM, HAYYHO-TIOMYJSAPHBIA W y4eOHBIM) M BuAbl (mModoHIoBasd,
TeMaThyeckass WM Jp.) NMyOJuKalMil apXUBHBIX JOKYMEHTOB OIPEACISIIOTCS UX
IIEJICBBIM Ha3HA4YeHUEM, CHeru(UKoil OoTOOpa HMCTOYHHUKOB, MPUEMOB IMepeaadn
TEKCTa apXUBHBIX JOKyMEHTOB 1 cocTaBoM HCA k HuM.

dopMbI MyOIMKAINA APXUBHBIX JOKYMEHTOB:

neJyaTHas: cepusi, COOpHHK, anb00M, OYKIIET, IIakar, myOoJuKaius B CpeACTBaX
MaccoBoi HHGOpMaIUy;

nyOJuKalys Ha MICHOYHBIX HOCUTENSAX: MUKPODUIBM, MUKPOUIIIA;

AJIEKTPOHHAA: TUTIEPTEKCT, MyJIbTUMEIMA, Oa3a JaHHBIX.

ApXHB  OCYHIIECTBJISICT  MEpPOIPHUATHUS MO  OOECNEYeHUI0  HAy4HO-
MCCJIEIOBATENIbCKUX M TEXHUYECKHUX IPOIIECCOB TMOJATOTOBKH JOKYMEHTAJbHBIX
nyonukamuii: GopMupoBaHue pEeIaKIMOHHONW KOJIJIETMH, KOJUIEKTHBA COCTaBUTENEH,
COCTaBJICHHE OPTaHU3allMOHHO-METOAUYECKUX JTOKYMEHTOB, 3aKIIFOUEHUE JIOTOBOPA C
3aMHTEPECOBAHHBIMU OPraHU3AIUSIMH U U3AATEIbCTBAMH U T.I1.

[ToaroToBiieHHass W OTpPEAAKTUPOBAHHAS PYKOMHUCH MPOXOJUT BHYTPEHHEE H
BHEIIIHEE PEIEH3UPOBAHUE U OOCYXIAETCd HAyYHO-COBEIIATEIIBHBIM OpPraHOM
apxuBa, 00JIaJal0IINM ITPAaBOM PEKOMEHI0BATh €€ K U3/IaHUIO.

Pykonuce  cumTaeTcss ~ MOATOTOBJICHHOM, €CIM B  COOTBETCTBUU  C
YCTAHOBJICHHBIMH TpeOOBaHMSIMHU J0pabOTaHa IO 3aMEUaHMUSIM PEIEH3EHTOB U
UTOTaM OOCYXKICHHMS W YTBEP)KICHA B IedaTh. PyKommcu MeXapXWBHBIX W3IaHUN
MPEJCTABIAIOTCA PEAKOJUIETHUA Ha PACCMOTPEHHME W YTBEPXKICHUE K U3JAHUIO
TOJIOBHOM OpTraHU3alueH.

C U31aTenbCTBOM 3aKIIFOUAETCS JOTOBOP, B KOTOPOM IPEAYCMAaTPUBAIOTCS ITpaBa
1 00S13aHHOCTH M3JAaTENIbCTBA U 3aKa34MKa (apXuBa).

5.17. ApXHB OCYHIECTBIISIET YYET HCIOJIb30BAHMUSI APXUBHBIX JOKYMEHTOB Ha
OyMa)kKHOM HOCHUTEJIC WIIH B DJICKTPOHHOM (hopme.



[Tpunoxenue N 1
k. 2.11.5,2.11.7.2,

Cnucok U3MEHSIOMUX JOKYMEHTOB
(B pen. Ilpukaza Munkynetypsl PO ot 16.02.2009 N 68)

(HaB3BaHME apxuBa)

AKT YTBEPXIAI
N IvpexTop
(maTa) (Ha3BaHMe apxuBa)
O HEUCIPaBUMEBIX I[IOBPEXISHUAX Moonuce Pacumpporka
APXMBHEIX IOOKYMEHTOB infePitnizierss
DaTa
doHnm N

HazBaHMre GoHIa

3.7.2,43.1

B @OHH@ o@HapyerH S IOVIHWMIIBL XpaHeHu4d, IIPVI3HaHHEIE HelCIlipaBMMO
IIOBPEXIOESHHBIMN
N | Homep | Homep 3arosioBok | Kpaiinue KonunuectBo CymHoCTh U
/T | OMUCH | €. XP. | IOBPEXKJICHHOM | JaThl JIUCTOB (BpeMst MIPUYUHBI
el. Xp. 3BYyYaHUs, METPaX) | MOBPEKIACHUS

1 2 3 4 3) 6

7

VToro OOHAPYyXEeHO HEMCIPaBMUMO [NOBPEXIEeHHBIX en. xp.
(undpamm
Y MNPONMCHI)

BaBenyromulil OTIeJIOM

(momnmchk, pacumdpoBKa IIOINMUCH)

BaBelyouMyl apXMBOXPaHUIMIIEM

(nomnmucek, pacumdpoBka MIOIOMINUCHK)

HepeqmcneHHbIe APXVMBHEIE IOOKYMEHTEI IIOIJIeXaT CIIMCAaHMIO BBUIOY

OKCIIEPTHL:
(HaMMeHOBaHME IOJIKHOCTEM SKCIePTOB, IMIOANMCH,
pacumrppoBKa IIOANMCEN, IaTa)
(N m mara npukasza PYKOBOOMTEJNIS apxXMBa O CHSITUM HEUCIPaBUMO

IIOBPEXIOEHHEIX APXMBHEIX IOOKYMEHTOB C yqua)

VI3MeHeHMS B YyUeTHHE IOOKYMEHTHE BHECEHEH
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HammeHoBaHME
OOJDKHOCTU
paboTHHUKA Homnmce Pacumbporka nomnmucu

IaTa
CDopMa aKTa O HCHUCIIPAaBUMBIX ITOBPCKACHUAX APXHUBHBIX TOKYMCHTOB

®dopmat A4 (210 x 297)



[Tpunoxenue N 2
k. 2.11.5,3.7.2

Cnucok U3MEHSIOMUX JOKYMEHTOB
(B pen. Ilpukaza Munkynetypsl PO ot 16.02.2009 N 68)

(HaB3BaHME apxuBa)

AKT YTBEPXIAI
N IupexTop

(maTa) (HaB3BaHME apxuBa)
O HeOOHapyXeHUU apXMBHEIX [Momnuce Pacumpporka
IOOKYMEHTOB, IyTM PO3EICKA NOONMUCHU
KOTOPEIX MCUYepPIlaHBL JaTa

doHnm N

B pesynesTare YCTaHOBJIEHO OTCYyTCTBME B QOoHHOe
[IepeunCII€HHEIX HIMXEe AapPXMBHEIX HOOKYMEHTOB. I[IpeldNpMHATEE apxXUBOM

MEPEIL I10 POSBBEICKY IIOJIOXMTEJIbHBIX pesyJsibTaTOB He naJjiM, B CBA3M C YEeM
cymMTaeM BO3MOXHBEIM CHATB C ydeTa:

N | Homep | Homep | 3aronoBok | Kpaiinue KomuuectBo |IIpennonaraem

/I | ONMCH | €H. Xp. el. Xp. JaThI JIUCTOB (BpeMs | bl€ IPUYHHBI
3ByYaHUs, OTCYTCTBUS
METPax)

1 2 3 4 5 6 7

NToro en. Xp.
(umbpaMy ¥ OPONMUCHIO)

Conepmaﬂme YTPAUYEHHBIX AaPXMBHEIX ITOKYMEHTOB MOXET OBITH YACTUYHO
BOCIIOJIHEHO cCJiegymoumyMmM €. Xp.:

dopmMma akTa 0 HeOOHAPY>KEHUH aAPXUBHBIX JJOKYMEHTOB,
IIyTH PO3BICKA KOTOPBIX UCUEPITAHbI

®opmar A4 (210 x 297)
B3aBpenyoimmy OTIEJIOM INoomnmce PacumppoBka nomnmcu
Bapenyoumy apxUBOXpPaHmUIMieM I[IOONmucCh PacumppoBka NOONUCK

TJIaBHEM XpPaHUTEJb INommnmce Pacumpporka nomnmcu
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(N u mara IIprKas3a pykKoBOOMUTEJIA apXyupa O CHATUM C

yueTa HeoOHapyXeHHBIX AaPXMBHBIX IOKYMEHTOB,
PO3EICKAa KOTOPHIX MCUEPIIaHH)

VIBMeEHEHMA B YyUEeTHBHE IJOKYMEHTE BHECEHEH
HammMmeHOBaHME
OOJIXKHOCTU

paboTHMKA [lonnuce

IaTa

oy Tr

PacumbppoBka MOOONIUCU

®dopMma akTa 0 HEOOHAPYKEHUH apXUBHBIX JOKYMEHTOB,
MyTH PO3BICKA KOTOPBIX UCUEPIIaHbI (TPOIOTKEHUE)

®opmar A4 (210 x 297)



[Tpunoxenue N 3
k. 2.11.8, 2.11.10, 3.4.1,
3.5.6,3.7.13,55.1

JMCT-3ABEPUTEJIE IEJIA

B mejie mNOOMMTO UM IIPOHYMEPOBAaHO JIMCTOB
(umbpaMm M NPONMCHIO)

c N no N

B TOM UYMCJIe:
JINTEPHBIE HOMEepa JIMCTOB
[IPOIIyUIEHHEIE HOMEPAa JIMCTOB

+ JIMCTOB BH'_\/‘I‘peHHeIZ OInmMcum

Oco0eHHOCTH (PU3UYECKOr0 COCTOSHUSA U Howmepa nucroB
(bOphﬂIpOBaHHﬂQHGHa
1 2
HammveHnoBaHMe
IOOJIXHOCTMU
paboTHMKA [Momnmce PacumppoBka NOONUCK
JaTa

CDopMa JIMCTA-3aBCPUTEIIA ACTIa

dopmar A4 (210 x 297)



(HaB3BaHME apxuBa)

JIMCT WNCIIOJIb3OBAHUA
APXVBHEX JOKYMEHTOB

Cnucok U3MEHSIOMUX JOKYMEHTOB
(B pen. Ilpukaza Munkynetypsl PO ot 16.02.2009 N 68)

[Tpunoxenue N 4
kmm. 2.11.10

®oHnm N Onuce N Iesno N
3aroJIoOBOK meja
Jara Kowmy BbI1aHO Xapakrep Howmepa [Toanucs nuna,
HCIIOJIb30B dbamuus, WCMOJIb30BaHUs | HCTIIOJIb30BAHH | UCMOJIB30BABILIETO
aHus VHULAAJIBI (komMpoBaHUE, bIX JINCTOB JEJ10
(pa300punBO) | BBIMTUCKU, TPOCMOTP
up.)
1 2 3 4 3)

CDopMa JIMCTA UCIIOJIb30BAHUA aPpXHUBHBIX TOKYMCHTOB

dopmar A4 (210 x 297)
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Cnucok U3MEHSIOMUX JOKYMEHTOB
(B pen. Ilpukaza Munkynetypsl PO ot 16.02.2009 N 68)

KHUTA YYETA M[NOCTYIJIEHUA IOKYMEHTOB

[Ipunoxenue N 5
k. 3.4.1,3.5.2,3.7.11

N Jara HaumenoBanne |HaummenoBanwme, | Hazpanu| I'ombr | Kon-Bo en. | Kparkas | Homep donna, | [Ipumeu
I/T1 | IOCTYIUIE | OpTraHU3aIuN HOMEp U AaTa | ¢ hoHJa |IOKYMEH | Xp.WIH |XapaKTepuC | MPHUCBOCHHBIM aHus
HUSA (bammus, JIOKYMEHTA, 10 TOB HEONMCaHH THKA MOCTYTIMBIIAM
MHUIMAJIBI JTUI1IA), KOTOPOMY BIX COCTOSIHUS | JOKYMEHTaM IO
OT KOTOPOM IIPUHSATHI JIOKYMEHTO CIIUCKY (pOHJIOB
MOCTYTTJIN JIOKYMEHTBI B (JIUCTOB)
JIOKYMEHTBI
1 2 3 4 5 6 7 8 9 10
WToro mnocTynmio 3a ron en. XxXp.

(DOKYMEeHTOB,
B TOM uUmcje <*>:

HammeHOBaHmue
OOJDKHOCTU
paboTHHUKA

ITaTa

JIVICTOB)

(umbpaMy M MNPONMUCHIO)

I[Toonuce

PacumppoBka NOONUCK
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<*F> ﬂOHYCKaCTCH BCIACHUC €IIHHOﬁ KHHUI' Y4CTa HOCTYHJ'ICHI/Iﬁ Ha OOKYMCHTBI BCCX BHUJOB C YKA3dHUCM HX 00BEMOB B
HWTOIOBOM 3aITHCH.

dopMa KHUTY y4eTa MOCTYIUICHUH JOKYMEHTOB

®dopmat A3 (420 x 297)



CIIMCOK $OHIOB

[Tpunoxenue N 6
k o 3.4.1, 3.5.3,
3.7.1,3.7.11,3.7.12

Howmep JlaTta mepBoro Ha3zBanue OtmeTka o [Ipumeuanus
donma MOCTYIUICHUS dbonga BBIOBITUU
1 2 3 4 5
Uroro uHa 01.01.... . boHImOB
(umdpaMr ¥ OPONMUCHI)
B T.4. INOCTYNWUJIO 3a& .. TI'. boHImOB
(umbdpaMm M MNPONMCHIO)
BEIOBIJIO 33 « v v v v v .. T. GOHOOB
(umdpaMr ¥ OPONMUCHI)
HammeHOBaHMeE
OOJIXHOCTU
paboTHMKa IMoanmchb PacumppoBka DOONIUCU
IIaTa

®dopmMma criucka QoHI0B

dopmar A4 (210 x 297)




IIpunoxenue N 7
k . 3.4.1, 3.5.6,

Crucok N3MCHANOIHNX NOKYMCHTOB

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

YTBEPXIEHO

[IpoToxkomn 3IIK

(HaMMeHOBaHME YIIOJIHOMOUEHHOTO OpTraHa

MCIIOJIHUTEJILHOM BJIACTU CyDBekTa Poccumckom

denmepauum B OBJIACTM APXMBHOIT'O Heja,

benepasIbHOTO T'OCYHAapPCTBEHHOT'O apXMBa)
oT N

3.7.13,55.1

N |JemonpousBonactBenn| 3aronioBok | Kpaitnue | KomudectBo | [Ipumedanu
n/m bI€ UHIEKCHI WU nena JIAThI JUCTOB b
HOMeEpa 10 CTapoi
OTHUCH
1 2 3 4 5 6

B onmce BHEeceHO

(umbpaMy M MNPONMCHIO)

et
c N no N
HamveHnoBaHMe
IOOJDXKHOCTU
COCTaBUTEJIA ONUCHU [lononuce Pacumpporka nomnmcu
BaBenyomuil OTIeJIOM
(2apPXVBOXPAHUIIMIIEM ) [Momnmce PacumppoBKka NOONUCK

HaTa

®dopma onucu <*> e NOCTOSITHHOTO XpaHEHUsI, COCTABJIICHHOM

B apXUBE

dopmar A4 (210 x 297)

<*> K onucu cOCTaBIsAETCS TUTYIbHBIN JIUCT.
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[Tpunoxenue N 8
k . 3.4.1, 3.5.6,
3.7.13,55.1

Cnucok U3MEHSIOMUX JOKYMEHTOB
(B pen. Ilpukaza Munkynetypsl PO ot 16.02.2009 N 68)

(HaMMeHOBaHME OpIaHM3aLUM)

YTBEPXIAIO

HavMeHOBaHMEe HOOJIXHOCTU

doHnm N PYKOBOIOUTEJIA OpTaHM3aLumn
OIlMCh N [Moonmce Pacumpporka
noOnmncum
OeJl INTOCTOAHHOI'O XPpaHeHuA
ODaTa

3a Iron
N /i | Uunexe 3arogoBoK Kpaitnue natsl KomnuectBo | [Ipumeuanus

nena nena JIUCTOB

1 2 3

4 5 6

B HmaHHEIL pasnesl ONMCU BHECEHO

neJl

(umbdpaMm M MNPONMCHIO)

c N no N , B TOM UMCJIE:
JIMTEPHBIE HOMEepa:
ONPOIylleHHEIE HOMEpPa:
HamMmeHOBaHMe OOJDKHOCTU
COoCTaBUTEJNIA OIUCHU [loonucse Pacumpporka nomnmcu
BaBenynoumil apXMBOM
opraHmsaumum [Topgnuce PacumppoBKka NOONUCK
HaTa
COT'JIACOBAHO YTBEPXIEHO
[IpoToxon LSK (3K) [IpoTokosn OJIIK
(HauMeHOBaHME (HauMeHOBaHME
opraHu3aumum) YIIOJIHOMOUYEHHOT'O OpIaHa
VCIIOJIHUTEJIbHOM BJIACTU CyOBEeKTa
Poccurickon demepauum B 0OOJIACTU
APXMBHOTO Heja, ¢emepallbHOT'O
TOCYyOapCTBEHHOT'O apxmuBa)
oT N oT N

dopma rogoBoOro pazzesa Onucu A€ NOCTOSTHHOTO
XpaHEHUS! OpTaHU3aluu

®opmar A4 (210 x 297)
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[Tpunoxenue N 9
k. 3.7.1,3.7.2,3.7.11,
44.1,46,4.7

Cnucok U3MEHSIOMUX JOKYMEHTOB
(B pen. Ilpukaza Munkynetypsl PO ot 16.02.2009 N 68)

YTBEPXIAIO

YTBEPXIAIO

(HaMMeHOBaHME IOJIXHOCTU
pyrkoBOOUTEIIA

(HaMMeHOBaHME IOJIXHOCTU
pyrkoBOOUTEIIA

OpI‘aHMBaLU/IM—C,Ha‘I‘qMKa)

[Mopnuce Pacumbporka nomnmucu
JaTa [leuaTs
AKT
N
(mara)

IIprueMa-Iliepenady apPXVMBHBIX
OJOKYMEHTOR Ha XPaHeHNte

opraHM3aUuuM-IIpUeMIMrKa )
Ilopnmce

IaTa I[leuaTsb

Pacumbporka nomnmucu

(OCHOBaHME Iepenadn)

(HazBaHMe IHepemaBaeMoro QoHna)

cnoai,

(HaBsBaHMEe OpTraHM3aALUK-CIOATUMKA)

IPMHAII

(HaBBaHMe OpI‘aHMBaLLMM—HpMeMLL[MKa)
JOKYMEHTEI Ha3BaAHHOTI'O @om:a n Hay":IHO—CHpaBOT{HbIﬁ alriapaT K HMM:

N n/m | Ha3zBanue, Homep
OTIHCHU

KomnnuectBO
AK3EMILIAPOB OMUCH Xp.

KommuecTtBo €.

[Ipumeuanus

1 2

3 4

NTOoro MNPMHATO

en.

[lepemauy NOpPOM3BEJNU:

HospxkHOCTh  [lommmce PacumdppobBka
MOONNCH

TaTa

donny npucsoeH N

[lpyeM MNPOM3BEIN:

HospxHOCTE Illognmce PacumdpporBka

TIOOMNIMCHU
ODaTa

VI3MeHeHUd B YUYeTHEIE IOJOKYMEHTEI BHECEHEI

JIOJIXHOCTB

HaTa

INoomnmce

Xp.

PacumrppoBka HOOIUCU

dopma akTa npuemMa-rnepeauu apxXuBHbIX JOKYMEHTOB HA XPaHCHUE

dopmar A4 (210 x 297)
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[Tpunoxenue N 10
k. 3.7.1,3.7.8,4.4.2

Cnucok U3MEHSIOMUX JOKYMEHTOB
(B pen. Ilpukaza MunkyneTypsl PO ot 16.02.2009 N 68)

AKT YTBEPXIA
N IvpexTop
(mara) (HaB3BaHME apxuBa)
IpreMa Ha XpPaHeHMVe apXUBHEX lomnucse PacumppoBka
OOKYMEHTOB JIMUHOTO MNPOUCKOXIEHUS OONNCU
IDaTa IleuaThb

Ha ocHoBaHmm pemeHua OSIIK
(NpoTOKOJI OT N )
1 DOTOoBOpa OT

cnan
(©.1.0. cobBcrTeBenHyKka/BlagesNbLA)
OPUHSATE JOKYMEHTEL
(obmas xapaKTepucTHUkKa OOKYMEHTOB)
B KOJIMUECTBE en. xp. (yCJIOBHEIX) IOOKYMEHTOB (JIMCTOB)
IO apXMBHOM (CIOaTOYHOM) OIUCHU
donny npucsoeH N
CoBCcTBEeHHUK/BIanesel] Nomnmuce PacumppoBKa IOIONMUCH
(HyXHOEe MNOOYEPKHYTH)
HammeHnoBaHMe IOOJDKHOCTU [loonmcsob Pacumpporka nomnmcu
paboTHMKa
/I3MeHeHMUsa B ydYeTHBEE IOKYMEHTH 10 pes3yJjibTaTaM OIMCaHUA BHECEHH
HammveHoBaHMe IOOJDKHOCTU [loonmucsob Pacumpporka nomnmcu
paboTHMKAa
JaTa

dopmMa akTa npueMa Ha XpaHEeHHUE JOKyMEHTOB
JUYHOTO MTPOUCXOKICHHUS

®opmar A4 (210 x 297)
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[Tpunoxenue N 11
Kk . 3.7.2,4.3.2

Cnucok U3MEHSIONIMX JOKYMEHTOB
(B pen. Ilpukaza Munkynetypsl PO ot 16.02.2009 N 68)

(HaB3BaHME apxuBa)

AKT YTBEPXIA
N IupexTop
(maTa) (HaB3BaHME apxuBa)
O BHIIOEJIEHUM K YHUUTOXEHUIO Momnuceo Pacumpporka
apXMBHbIX IJOKYMEHTOB, He Inonornmncum
nonjiexammx XpaHEeHUI IaTa

K yHUMUTOXeHMIO OTOOpAaHBI: HOKYMeHTH donHma N

(HazBaHMe oG¢oHIa)

Ha OCHOBAaHUM:

(CC}':IJ'[KI/I Ha HOPMaTMBHO-MeTOIMYEeCKMe IJOKYMEHTEI

OJ19 NPOBEeNeHMS D3KCIEePTU3H)

N | Ha3Bauus | Kpaitnue | Homepa | Howmepa en. |Kommuectso | [Ipumeuanus

/I |  rpymmn JAThI ONHUCEH |Xp. IO ONHUCAM |  €1. XP.

JIOKYMEHTO
B

1 2 3 4 3) 6 7

NToro en. xp. 3a Tox (br)
(umdpaMm ¥ OPONMCEI)

KomnmuecTso en. xXp., KparHue HaTEl M KpaTkas XapaKTepUCTHKA
OOKYMEHTOB, OCTAKIMXCHA Ha XPaHeHUU

BaBenyromylil OTIeJIOM

(2apPXVBOXPAHUIIMIIEM ) [Homnmce PacumbppoBKa MNOAONUCHU
HammveHoBaHMe

IOOJIKHOCTM

paboTHUKA [Mopnmce PacumppoBka NOONUCK
JaTa

CDopMa aKTa O BbIACJICHHUHU K YHUYTOXCHHUIO apXUBHBIX JOKYMCHTOB,
HC MoAJICKallX XpaHCHUIO

®opmar A4 (210 x 297)
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IIOKYMEHTEl CIaHE

(Ha3BaHMEe OpraHM3aLNUN)

Ha [HepepaboTKy IO NPMEMO-CIOAaTOYHOM HAaKJIAOHOMU N
(mara)
HammeHOBaHME
OOJDKHOCTU
paboTHMKA [lonnmuce PacumppoBka NOONUCHK

/I3MeHeHMA B ydeTHEE IOKYMEHTH BHECEHEH

HammeHOBaHME

OOJDKHOCTU

paboTHHUKA Homnmce Pacumbporka nomnmucu
IaTa

YTBEPXIEHO

[IpoTokos 3IIK

(HaMMeHOBaHME YIIOJIHOMOUEHHOT'O

opTr'aHa MCIIOJIHUTEJIBHOM BJIACTU CyOBeKTa

Poccurickoy denmepalum B OOJIACTM apXMBHOTO neja,

benepasIbHOTO T'OCYIapCTBEHHOT'O apxmuBa)
oT N

dopMa akTa 0 BEIICJICHUN K YHUITOKEHUIO apXUBHBIX JOKYMEHTOB,
HE MOJIeKAIINX XPAaHEHUIO (MPOJOJKEHHE)

dopmar A4 (210 x 297)



[Tpunoxenue N 12
K . 3.7.7

Cnucok U3MEHSIOMUX JOKYMEHTOB
(B pen. Ilpukaza Munkynetypsl PO ot 16.02.2009 N 68)

(HaB3BaHME apxuBa)

AKT YTBEPXIIA
N IrpexkTop
(maTa) (HaB3BaHME apxuBa)
O pacCekpeurBaHUY APXUBHBIX Monnmce PacumbpoBka
OOKYMEHTOB doHma N NOONMCU
HaTa
Kommccusa
(HazBaHME KOMMUCCUMU)
npoTokos N or 00.00.00 paccekperuysa HOOKyMeHTH GoHma N
(HazBaHMe QoHIa)
N | Homep KonnuectBo Howmepa en. xp.,| Howmepa en. xp., | Ilpumeua
/1 OITUCH PACCCKPCUYCHHBIX €. | PACCCKPCUYCHHBI | PACCCKPCUCHHBIX HUs
Xp. X IMOJIHOCTBHIO YaCTHUYHO, C
<*> yKa3aHueM
IIOJIHOCTH | YaCTUYHO HOMEPOB JINCTOB
10 HCPACCCKPCUCHHBIX
JOKYMCHTOB
1 2 3 4 5 6 7

JITOoTo pacceKpedeHOo en. xp.
(umppaMm ¥ MOPONMUCEHIO)

3a

(IIOJIHOCTHIO)

(XpOoHOJIOTMUECKME PaMKM IOKYMEHTOB)
en. xp. ("wacTmMuHO) 3a

(XPOHOJIOTMUECKME PaMKU
IOKYMEHTORB)

HammMeHOBaHME IOOJDKHOCTHM pPabOoTHUKA [Mopgnmce PacumppoBka NOONUCK

[IpMHATO Ha OTKPETOE XpPaHeHNe

en. xp.

(umdpaMy ¥ MOPONUCHI)
B

(xpaHunMIEe)

HamMeHOBaHME IOOJDKHOCTHM pPabOoTHUKA [Mopnmce PacumppoBka NOONUCK

TaTa
VIeMeHeHuda B YUYeTHBEIE IJOKYMEHTEI BHECEHEI
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HammMeHOBaHME IOOJDKHOCTM PabOTHUKA [ognuce Pacumbpporka nomnmcu

IaTa

<*> He nomyckaercs nepeyucieHie HOMEpPOB €JI. Xp. uepe3 TUpeE.
dopma aKTa 0 paCCEKpEUNBaHUU APXUBHBIX JTOKYMEHTOB

®dopmat A4 (210 x 297)



[Tpunoxenue N 13
K m. 5.9.1

Cnucok U3MEHSIOMNX JOKYMEHTOB
(B pen. Ilpukaza Munkynetypsl PO ot 16.02.2009 N 68)

(HaB3BaHME apxuBa)

AnpecartT
(mouToOBEIM MHOEKC, aznpec,
TeyiedoH, Gakc)
ApxMBHAaA CIpaBKa
N
(mara)
Ha N oT
OcHOBaHMeE :
PykopomomuTesib OpraHmU3aLumn Nognuce PacumppoBka NOONUCUK
I[leuaTshb
VICIIOJIHUTEJIb
TejiedoH

dopma apXMBHOM CIIPABKU

dopmar A4 (210 x 297)
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