IIpaBuia

OpraHu3alluy XpaHEHUs, KOMILJIEKTOBAHUS, yueTa U UCTIOIb30BaAHUS
JIOKYMEHTOB
ApxusHoro (ponna Poccuiickoit denepariuu u Ipyrux apXuBHBIX
JIOKYMEHTOB
B TOCYJIaPCTBEHHBIX U MYHUITUIAIBHBIX apXUBaX, My3esX U
O6ubnmoTrekax, opraHuzanusx Poccuiickoit akageMun HayK

YTBEPX/IEHbBI

MIPUKa30M

MuHucTepcTBa KYIbTyphl
MAaCCOBBIX KOMMYHUKaIUK
Poccniickoit @denepanuu ot 18
saaBaps 2007 r. Ne 19

C UBMEHEHUSIMU

(YTBEpKIEHBI TIPUKA30M
MuHucTepCTBa KYIBTYPhI
Poccniickoit ®denepanuii ot 16
depans 2009 r. Ne 68,
3aperucTpupoBaHbIM B MuHIOCTE
P® 05.05.2009,
peructparonusiii Ne 13893)

I. O0uue nmos10:xxeHU
Il. Opranuszanus XxpaHeHusi A0KyMeHTOB ApxuBHOro ¢onaa Poccuiickoii
denepauuu U APYrux apXuBHbIX JOKYMEHTOB B apXuBe
DoHIUPOBAaHUE APXUBHBIX TOKYMEHTOB
Opranu3zaiys apXuBHBIX JOKYMEHTOB B Ipejesax apXuBHOTO GoH/Ia
Hedonnosas opranu3zanus apxXuBHBIX JTOKYMEHTOB
ObecrieyeHre COXpaHHOCTH aPXUBHBIX JIOKYMEHTOB
Ob6ecrieyeHrie HOPMATUBHBIX YCIOBUN XpaHEHHs ApXUBHBIX JOKYMEHTOB
TpeGoBanus K 3AaHUSAM U MOMEILIEHUSM apXUBa
TpeGoBanus K apXUBOXPAHUIIUIILY
HopmaTtuBHbIE peKUMBI XpaHEHUS APXUBHBIX JOKYMEHTOB.
IIpoTrBOMIOkKAPHBIN PEKUM
OxpaHHBIN pexKUM
TemmepaTypHO-BIaKHOCTHBIN PEKUM
CBeTOBOM pekUM
CaHUTapHO-TUTHEHUYECKHUI peXUM
O6opynoBaHue apXUBOXPAHWINIIA CPECTBAMU XPAHEHUS
Opranu3zanus XpaHeHHs] apXUBHBIX JIOKYMEHTOB B apXUBOXPaHUIIUIIE
O61ue TpeboBaHMsI K pa3MEIEHUIO apXUBHBIX JIOKYMEHTOB
Pa3menienne apXuBHBIX TOKYMEHTOB 000COOIEHHOTO XpaHEHHS
Pa3memienue ¢pona moap30BaHUS
Pa3Menienne yueTHbIX TOKYMEHTOB
[Topsimox HyMepaluu MOMeIIeHui apXuBa, CTelutaxel, mkados, TOJIOK.
Benenue Tonorpadguueckux ykasatenei
OdopmieHue sipiabpIKOB HA TIEPBUYHBIX CPEACTBAX XPAHECHUS apXUBHBIX
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JOKYMEHTOB
[IpoBepka HaMMUMsI U COCTOSIHUSL APXUBHBIX IOKYMEHTOB U OpraHU3aIus
PO3bICKa HEOOHAPYKEHHBIX JOKYMEHTOB
[IpoBepka TEXHUYECKOTO U (PU3UKO-XUMHUYECKOTO COCTOSIHHS aPXUBHBIX
JOKYMEHTOB. BbIsiBJIeHHE apXUBHBIX JOKYMEHTOB C MIOBPEXKACHUSMH
MaTepHaAIbHBIX HOCUTEJIEH U TEKCTOB
BrisiBnenue nokymeHToB ApxuBHOTO QoHIa Poccuiickoii denepamnmm,
HAXOJISAIINXCS B HEYIOBJIETBOPUTEIHLHOM (PH3UIECKOM COCTOSTHHH, U
HEHMCIIPaBUMO TIOBPEKIACHHBIX APXUBHBIX IOKyMEHTOB. CHTHE C yueTa
HEHUCIIPAaBUMO TIOBPEKIACHHBIX APXUBHBIX JIOKYMEHTOB
VYder GU3NIecKoro U TEXHUYECKOTO COCTOSIHHUS apXUBHBIX JOKYMEHTOB
OU3MKO-XUMUYECKast U TEXHUYECKass 00paboTKa apXHBHBIX JJOKYMEHTOB
OO6uue TpeboBaHMsI K BbIJJau€ apXUBHBIX JOKYMEHTOB U3
apXUBOXPAHIIIUIIA
CpokH BbIJIa4X apXUBHBIX JOKYMEHTOB
Odopminenue BblJauy apXUBHBIX JOKYMEHTOB
Brinaua ¢onna monbp30BaHUs
Brimaua onmcent nen, 10KyMEHTOB
KoHTpoITh 32 COXpaHHOCTHIO BBIJITAHHBIX APXUBHBIX JJOKYMEHTOB.
BosBpareHne apXiuBHBIX JOKYMEHTOB B apXHBOXPaHUIIUIIIE
TpancopTHpOBKA U IEpeMEIICHNE apXUBHBIX IOKYMEHTOB
BrIsiBIIeHNE YHHKAITBHBIX JOKYMEHTOB M 0000 IIEHHBIX JOKYMEHTOB
Coznanue crpaxoBoro ¢poHa
Co3naHne, KOMIUIEKT U cOCTaB (DOH/IA TTOTb30BaHUS
[IpoBepka HaMHUMs U COCTOSIHUS, TEXHUIECKUN KOHTPOJIb CTPAXOBOTO
dbonma u hoHAA MOTH30BAHMS
[lepenaua crpaxoBoro ¢oH/a Ha ClieUaIbHOE XpaHEHHE
CrpaxoBanue 10KyMeHTOB ApxuBHOTO (hoHIa Poccuiickoit deneparuu
Odopmienue BpeMEeHHOT0 BbIBO3a JJOKYMEHTOB ApXUBHOTO (hoHIa
Poccuiickoit deneparuu 3a pyodex
ObecrieyeHre COXpaHHOCTH apXUBHBIX JIOKYMEHTOB IPH YPE3BbIUAHBIX
CUTYaIUIX
III. Opranmn3zauus yuyera 10KyMeHTOB ApxuBHOro ponaa Poccuiickoit
®enepauuu U APYrux apXuBHbIX IOKYMEHTOB B apXuBe
Enunuipl yueta apXuBHBIX JJOKYMEHTOB
Cucrema y4eTHBIX JOKYMEHTOB apX1Ba
OO61ue TpeboBaHMsI K YUETHBIM TIOKYMEHTaM apXuBa
OO6mume TpeboBaHUs K YIETHBIM 0a3aM JIaHHBIX
VY4er moCTyIUIeHUS U BBIOBITHS apXUBHBIX TOKYMEHTOB
VY4er yHUKaJIbHBIX JOKYMEHTOB U 0CO00 IIEHHBIX JOKYMEHTOB
VY4er CeKpeTHBIX U PACCEKPEUCHHBIX aPXUBHBIX TOKYyMEHTOB. OdopmieHue
pacceKpeyeHHBIX eI
VY4er apXUBHBIX JOKYMEHTOB JINYHOTO MTPOUCXOKICHUS
VY4er JOKyMEHTOB MO JUYHOMY COCTaBY
VYder nen, uMEIoX B 0)OPMIICHUU APArOlEHHbIE METAIIIbl U KaMHU
VYdeT apXUBHBIX IOKyMEHTOB, HAXOAAIINXCS B YACTHOW COOCTBEHHOCTH,
MIPUHATBIX 110 IOTOBOPY HA XpaHEHUE B apXUB
VYdeT Konuii apXUBHBIX TOKYMEHTOB Ha MpaBax MOAIMHHUKOB
VYder nmucToB B jene, (GOTOOTHEUaTKOB B (hOTOAIBOOME, EAMHUL] XPaHEHHS
B COCTaBe €JIMHMIIbI yUeTa ayTUOBU3YyaJIbHBIX JOKYMEHTOB
VYuder ctpaxoBoro ¢poHaa U GoH/a MOJIb30BAHUS
VYdeTr My3eiHbIX TPeIMETOB U OMOINOTEUHBIX (POHIOB



IV. Opranusanus KOMILIEKTOBAHUSA aPXMBA JOKYMEHTAMH APXHBHOI'0
(ponna Poccuiickoii Penepanuu ¥ JpyruMu apXMBHBIMH JOKYMEHTAMH
HcTouHNKHM KOMITJIEKTOBaHMSI apXUBa
Criucky HCTOYHUKOB KOMIUIEKTOBAHMSI apXUBa
[Topsnok 3KkCnepTU3bI IEHHOCTH JOKYMEHTOB
[Topsnok nprema apXuBHBIX JOKYMEHTOB
[Ipuem apXuBHBIX JOKYMEHTOB OT JIMKBUIUPOBAHHBIX OpraHu3alui
[lepenaua apXuBHBIX JOKYMEHTOB U3 apXUBa B apXUB
KoMmmnekroBaHue apXuBHBIMH JIOKYMEHTaMU U3-3a pyOexa
B3anmopelictBre apxuBa ¢ MCTOYHUKAMHM KOMIUIEKTOBAHUS
V. Opranusanusi MCI0JIb30BaHUs JOKYMEHTOB APXUBHOI0 (poHIA
Poccuiickoii @eaepauuu U APYyrux apXuBHBIX IOKYMEHTOB B apXHBe
JlocTyn nonb30BaTenel K apXUBHBIM TIOKYMEHTaM
Opranu3zanus paboTsl IO pacCeKpEeUMBAHUIO APXUBHBIX IOKYMEHTOB
CripaBO4HO-TIOMCKOBBIE Cpe/ICTBA (HAYYHO-CIIPABOYHBIN anmapar) K
ApPXUBHBIM JIOKYMEHTaM
OO61ue TpeboBaHMsI K ONTMCAHUIO apXUBHBIX JIOKYMEHTOB
Omnnce nien, TOKyMEHTOB
[IyreBoauTenu
Karanoru
VYkazarenu u 0030psI
AtomaruzupoBanHblii HCA
@OopMBI UCITOJIB30BAHUS APXUBHBIX JOKYMEHTOB
[TopsnoK UCHIOJIHEHUS 3aIIPOCOB MOJIb30BaTENEH
OdopmieHne apXuBHBIX CIIPABOK, APXUBHBIX BBHIITMCOK U apXUBHBIX KOITUI
Bo3Bpanienne noaIMHHUKOB ApXUBHBIX JOKYMEHTOB
OO6cmyxuBaHue MOJIb30BATEIECH B YUTAILHOM 3aJie
WuunuaruBHoe HHPOpMUpOBaHUe Nojb3oBaTeneil. [loarotoBka BeICTaBOK
U IMyONUKAlUi apXUBHBIX JOKYMEHTOB
VI. llpunoxenust

I. OBIIME ITOJIOKEHUSA

1.1. Hactosimue enuublie [IpaBuia opranuzanuu XpaHEeHUs, KOMILUIEKTOBaHMS,
ydeTa ¥ HCIOJIb30BaHusl JOKyMeHTOB ApxuBHOTO doHna Poccuiickoit @enepannu
U APYTUX apXUBHBIX JOKYMEHTOB B TOCYJApCTBEHHBIX U MYHUIIUTIAIBHBIX
apxuBax, My3esix U OMbIMoTeKax, opranuzanuax Poccuiickoit akageMun HayK
(manee - IlpaBuna) pazpabotanbl B cOOTBETCTBUU ¢ DenepanbHbIM 3aKOHOM OT
22.10.2004 Ne 125-®3 "OG6 apxuHoMm jene B Poccuiickoit @eneparn'
(Cobpanue 3akoHonatenscTBa Poccuiickoit ®enepauuu, 2004, Ne 43, ct. 4169) u
pacpoCTpaHsOTCS Ha TOCYIapCTBEHHbIE U MYHHUIIMIIAIbHBIE apPXUBBI, My3€U U
6ubnmotexu, opranuzanuu Poccuiickoii akagemun Hayk (apxuB PAH, HayuHble
apXUBbl PETHOHAIIbHBIX OT/AEJIECHUN U HayuHbIX LIeHTpoB PAH, HayuHo-
OTpaciieBble U MeMopHalibHbIe apxuBbl PAH, ocyiiecTBisomMe nocTossHHOE
XpaHeHue 10KyMeHToB ApxuBHoro ¢onja Poccuiickoit @enepanun) (naiee -
apXMBBI), KOTOPbIE B COOTBETCTBUU C 3aKOHOAATEILCTBOM Poccuiickoii
®denepaliuy OCYIIECTBISAIOT NOCTOSHHOE XPAaHEHHUE TOKYMEHTOB APXUBHOTO
¢donna Poccuiickoii @enepariuu, a TakKe BpeMEHHOE XpaHEHUE APYTHUX apXUBHBIX
JIOKYMEHTOB, IPUHSATHIX OT JUKBUAUPOBAHHBIX OPraHOB rOCYAapCTBEHHOM BIACTH,
WHBIX TOCYJAPCTBEHHBIX OPTaHOB (Jaliee - TOCYAapCTBEHHBIE OPraHbl), OPTaHOB
MECTHOI'O CAMOYIIPABIICHUSI U OPTaHU3aLIUMN.

1.2. HoxymenTsl ApxuBHoro ¢ponaa Poccuiickoit @enepanuu - apXuBHbIE
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JAOKYMCHTBI, IPOMICAIINEC SKCIICPTU3Y HEHHOCTHU JOKYMCHTOB, IIOCTABJICHHBIC HA
FOCYHapCTBeHHbIﬁ YUCT U NoAJIC)Kamue MOoCTOAHHOMY XpaHCHHUIO.

1.3. JIoKyMEHTBI 110 JIJUYHOMY COCTaBY, a TAK)XXE apXHUBHbIE JOKYMEHTHI, CPOKH
BPEMEHHOI'0 XPAHEHUS KOTOPBIX HE UCTEKIIM, OTHOCATCS K APYTHM apXUBHBIM
JOKYMEHTaM.

1.4. l'ocynapcTBEHHbIE U MYHHUIIUTIATBHBIE My3€U U OMOJIMOTEKH, MYHUIUTIATbHBIE
apXUBBI PYKOBOJACTBYIOTCS HACTOSIIIMMHU [IpaBuiiaMmu ¢ yueToM CBOEro nmpaBoBOTO
cTaryca U 0COOEHHOCTEN AESITEIbHOCTH.

1.5. Opranusanus XpaHeH!s, KOMIUIEKTOBAHHUS, ydeTa U UCII0JIb30BAHUS
nokyMeHTOB ApxuBHoro (onaa Poccuiickoit denepanuu u Jpyrux apXUBHBIX
JOKYMEHTOB B (pe/iepalIbHbIX OpraHax UCHOJHUTENbHOM BIACTH M OpraHu3alusiX,
OCYILIECTBIISIOUINX JAETIO3UTAPHOE XpaHEHUE TOKYMEHTOB ApXUBHOTO (hoHaa
Poccniickoit ®denepanuu, peryaupyercs IpyruMA HOpMaTUBHBIMHU ITPaBOBBIMHU
aKTaMH.

1.6. CDOpMBI YYCTHBIX U HHBIX JOKYMCHTOB apXHWBOB, YIIOMHUHACMBIC B HACTOAIIUX
HpaBI/max 1 OTCYTCTBYIOIIMIC B IPUJIOKCHHUAX K HUM, YCTaHABJIMBAIOTCS
CIICUAJIBHO YITOJITHOMOYCHHBIM q)ejlepaHBHBIM OopraHom HWCTIOTHUTENLHOM BIACTH
B c(hepe apXHUBHOTIO Jerna.

II. OPTAHU3AIMA XPAHEHUSA JOKYMEHTOB APXMBHOI'O
POHIA POCCUUCKOHU ®EJEPALIMA U IPYT'UX APXUBHBIX
JOKYMEHTOB B APXUBE

2.1. B apxuBe nokymeHnTsl ApxusHoro ¢onaa Poccuiickoit deneparnuu u apyrue
apXUBHBIE TOKYMEHTHI OPraHU3YIOTCS 0 UCTOPUUECKH U/UITU JIOTUYECKU
CBSI3aHHBIM COBOKYITHOCTSIM - apXUBHBIM (poHAaM. [1o OTHOIIEHHIO K HEKOTOPBIM

BHJaM apXHWBHBIX JOKYMCHTOB OOITYCKACTCA UX He(bOHIIOBaH OpraHu3anus (CM. II.
2.10.).

2.1.1. Pa3HOBHIHOCTSIMU apXHUBHOTO (hOH/IA SBJISIFOTCS:

apXUBHBIA (POH]I TOCYTAPCTBEHHOTO OpPraHa, OpraHa MeCTHOTO
caMoyTpaBlieHUs, OPraHU3allU, COCTOSIINUN U3 00pa30BaBIINXCS B
mpolecce X AeITeIbHOCTH JOKyMeHTOB ApxuBHoro (ouaa Poccuiickoii
denepalyiv U IPYrux apXUBHBIX TIOKYMEHTOB;

00BbeIMHEHHBIN apXUBHBIN (POHA, COCTOSALIMNA U3 00pa30BaBLINXCS B
npolecce AeATeNIbHOCTU IBYX MM 00Jiee OpraHu3alui, a Takxke rpaxJiaH
NoKyMeHTOB ApxuBHoro (onaa Poccuiickoii denepanuu u 1pyrux
apXMBHBIX JTOKYMEHTOB, UMEIOIINX MEX]ly COOOH UCTOPUUYECKH W/UIIH
JIOTUYECKU 00YCIIOBJIEHHBIE CBSI3H;

apXMBHBIN (OH TMYHOTO MPOUCXOXKIEHUS (CEMBH, POJA), COCTOSIUI U3
00pa30BaBIIMXCS B MPOLIECCE XKU3HU U ICATEIIHOCTH OT/AEIBHOTO
IPa’KJIaHWHA, CEMBHU, POJIa apXUBHBIX JOKYMEHTOB, BKIIOYECHHBIX B COCTaB
ApxusHoro ¢onaa Poccuiickoit @enepannu.



K apxuBHOMY (hOHIY TPUPABHUBAETCS COBOKYITHOCTh OTAEIBHBIX JOKYMEHTOB
ApxusHoro ¢onga Poccuiickoit @enepanuu u Ipyrux apXuBHBIX JOKYMEHTOB,
00pa30BaBIIMXCS B IEATEILHOCTH Pa3HBIX HCTOYHUKOB KOMITJICKTOBAaHHSI apXUBa
(dponrmooOpaszoBareneii), 00bEAMHEHHBIX TIO OJTHOMY HJIM HECKOJIBKUM MPU3HAKAM
(TeMaTHYECKOMY, HOMHHAIBHOMY, O0OBEKTHOMY, aBTOPCKOMY, XPOHOJIOTUIECKOMY
U ApyruMm) (Jasee - apxuBHasi KOJUIEKIHSA).

2.2. Tlo cTeneHu EHHOCTH JOKYMEHTHI ApxuBHOTO (hoHma Poccuiickoi
denepanun IeIATCSA HA LEHHBIE, 0CO00 IIEHHBIE U YHUKAJIbHBIE.

2.2.1. Bce oTHeceHHbIE K cocTaBy ApxuBHOTO (oHma Poccuiickoit @enepanuu
JOKYMEHTBI, BHE 3aBUCUMOCTH OT UX IIPOUCXOKIEHUS, BU1a HOCUTES, CTEIIEHU
CEKPETHOCTH, MECTa XpaHEeHHsI U (POPMBI COOCTBEHHOCTH, SIBJISIFOTCS LIEHHBIMH.

2.2.2. B cocraBe ApxuBHoro ¢onna Poccuiickoii denepannu BbLAEISIOTCS 0000
HEHHBIC TOKYMCHTBI, UMCIOIINEC HEMIPEXOAAIIYIO KYJIbTYPHO-UCTOPHUICCKYTIO U
Hay4YHYIO [IEHHOCTb, 0COOYI0 BaXKHOCTb JUIs 0OIIecTBA M FOCYJapCTBa U B
OTHOIICHWH KOTOPBIX YCTAaHABJIMNBACTCA 0coObIit PEXKUM y4d€Ta, XpaHCHUA U
UCIOJIb30BAHUS.

2.2.3. B coctaBe 0c000 LIEHHBIX JOKYMEHTOB BBIJEIISIOTCS YHUKAJIbHBIE
JIOKYMEHTBI, He UMEFOIIIHe ceOe MoJ0OHBIX 10 coIepKaIieics: B HUX HHGOpMAIUH
1 (WIM) UX BHEIIHUM MPU3HAKaM, HEBOCIIOJIHUMBIE ITPH YTPaTe C TOUKU 3PEHUS UX
3HaueHus U (UiIK) aBTorpaduuHOCTH (cM. 1. 3.7.4.).

2.2.4. ApxvBHbIE€ IOKYMEHTBI BDEMEHHOTO XpaHEHUSI, UMEIOIIHUECS B COCTABE
apXUBHBIX ()OHIOB, B TOM YHCJI€ OT JIUKBUAUPOBAHHBIX OpPraHU3alUuM, TN
MOCTYNUBIINX B apXUBBI BCIIEICTBHE UPE3BbIUANHBIX OOCTOSTENBCTB, BHIACIAIOTCS
K YHUYTOKCHHIO B YCTAHOBJIICHHOM TOpsiAKe (cM. 1. 5.3.2).

2.3. Ilo kaTeropusiM TOCTYyIa apXUBHBIE JOKYMEHTBI JIETSATCS HA OTKPBITHIE,
OTPaHUUYEHHOTO JIOCTYIA U Ha XpaHsIIHecs Ha 0COObIX YCIOBUAX IOCTYMA K HUM.

2.3.1. OTKPBITBIMU SIBJISFOTCSI BCE apPXUBHBIC IOKYMEHTBI, IOCTYI K KOTOPBIM HE
OTPaHWYEH B COOTBETCTBUU C MEXKIYHAPOIHBIMU JOoroBopaMu Poccuiickoi
®denepanuu, 3akoHoAaTeIbcTBOM Poccuiickoit denepannu, a Takke B
COOTBETCTBHUH C PACTIOPSHKEHUEM COOCTBEHHUKA WJIU BJIAJCIIbIIa apXHUBHBIX
JOKYMEHTOB, HAXOSAIINXCS B YaCTHOM COOCTBEHHOCTH.

2.3.2. K apXuBHBIM JOKYMEHTaM OTPAHUYEHHOT'O J0CTYIAa OTHOCATCA:

apXUBHbBIE JOKYMEHTBI, COAECPIKALIUE CBEICHUS, COCTABIISIOLINE
rOCYJapCTBEHHYIO TailHy UJIM UHBIE OXPAHSIEMbIE 3aKOHOJATEIIbCTBOM
Poccutiickoit denepaiuu TaiHbl;

apXMBHBIC IOKYMEHTBI, COJIEpKAIUE CBEICHHS O IMYHOU U CEMEHHOM
TailHe TPaXJIaHWHA, €r0 YaCTHOW JKU3HH, a TAK)KE CBEJICHUS, CO3/A0MINE
yrpo3y ero 6e30macHOCTH;

APXHUBHBIC NOKYMCHTBI, COOCTBEHHUKH WIIH BJIaAC/IbIBI KOTOPHBIX,
nepeaaBas ux B apXuB, YCTAHOBUJIU B IOTOBOPEC YCIIOBUA NJOCTYyIld K HUM U
X UCITIOJIb30BAaHUS.



JloCcTyn K yKa3aHHBIM apXUBHBIM JOKYMEHTAM /10 YTpaTbl MU CEKPETHOCTH HUIIU
KOH(HUIECHIINATFHOCTH, a TAKXKE MX MCIIOJIH30BaHUE OCYLIECTBISIOTCS B
YCTaHOBJICHHOM ITOPSIKE.

2.3.3. OrpannuyuBaeTcs IOCTYI K MOJUTMHHUKAaM 0C000 IIEHHBIX, B TOM YHCIIE
YHHUKAQJIBHBIX JJOKYMEHTOB, M K JOKyMeHTaM ApxuBHOTO ¢oHaa Poccuiickoit
®denepanuu, MPU3HAHHBIM B MOPSIKE, yCTaHOBIEHHOM T1. 2.11.7.1. HacTosImX
[TpaBwit, HaXOASIIUMHUCS B HEYTOBJICTBOPUTEIHLHOM (DU3HUYECKOM COCTOSTHHH.

(I)owmponam/le APXUBHBLIX JOKYMCHTOB

2.4. PaboTa no poHaupoBaHuio (OMpeeICHII0, YTOUYHEHUIO (DOHIOBOM
MIPUHAICKHOCTH APXUBHBIX JJOKYMEHTOB M XPOHOJOTHYCCKUX TPAHUI] apXHUBHBIX
(hOHJIOB) OCYIIECTBIISIETCS B HICTOYHUKAX KOMIUICKTOBAHUS apXUBOB
(bonmooOpazoBaTesix) B mpoiecce GopMHUPOBAHUS JIEJT HA OCHOBE HOMEHKJIIATYP
nen u 0TOopa TOKYMEHTOB ISl TIepelaul Ha XpaHEHHE B apXUB, a TAKXKE B
apXuBax - P OTTMCAHUH MTPUHSTHIX HEYITOPSIOYCHHBIMU apXUBHBIX JIOKYMEHTOB,
nepepadoTKe HEYAOBIETBOPUTEIBHO COCTABICHHBIX OMMCEH, IIPU CO3TaHUU
00BEIMHEHHBIX aPXUBHBIX (DOHIOB ¥ ApXUBHBIX KOJUICKITUH, UCITPABIICHUN
olnO0K GOHIUPOBAHUS.

2.4.1. Onpenenenue GoHA0BOM NPUHAAIEKHOCTH APXUBHBIX TOKYMEHTOB
3aKJIF0YAeTCs] B OTHECEHUU MX K apXUBHOMY (DOHIY COOTBETCTBYIOLIETO
dhonmooOpazoBares.

ApXHWBHBIE TOKYMEHTBHI, SIBIISTIONIAECS BXOASIIMMHE, OTHOCITCS K QpXUBHOMY
dhouy Toro poHmO000pazoBaTENS, KOTOPHIM MX TTOJTYIHIL.

ApXWBHBIE TOKYMEHTBHI, SIBJISTFOLIHECS UCXOIAIIMMHU KOTUSMH (OTITyCKaMH),
OTHOCSTCS K apXUBHOMY (OHAY TOTO (hOHI000pa30BaTENs, KOTOPBIHA SIBISICTCS UX
aBTOPOM.

ApXUBHBIE TOKYMEHTHI BHYTPEHHETO 00palIeHsI OTHOCSTCS K apXUBHOMY (DOHTY
TOro (poHI000pazoBaTesi, B KOTOPOM OHH CO3JIaHbI.

2.4.2. B ciny4yae peopranu3aiiy Wi JUKBUIAIMA OpraHu3aluu ¢ repeaayei ee
(yHKIHI BHOBBH CO3JJaHHOW OpraHHU3aIlH, 3aKOHYCHHBIE TPOM3BOJICTBOM Jelia
BKJIFOUAIOTCS B apXUBHBIN (DOH]I peopraHu3yeMOoi WM JTUKBUIUPOBAHHOM
OpraHu3aliy, a HE3aKOHYEHHbIE JIeN1a, IepeJaHHbIe ISl OKOHYAHUS
MIPOU3BOJICTBOM OPraHU3alMU-TIPABOIIPEEMHHUKY, BKIIOYAIOTCS B apXUBHBINA (HOH]
HOCJIeJHEN.

)4 & APXHUBHOT'O (bOHI[a JIMYHOT'O MPOUCXOKACHUS APXUBHBIC JTOKYMCHTLL
OpraHu3alivv BbIACIAOTCA U IPUCOCAUHAOTCA K COOTBCTCTBYIOIIEMY apXUBHOMY
(I)OH,[[y IIpHu YCJIOBUH, €CIIU 3TOT apXHBHLIfI (I)OHI[ HaXOaWUTCd Ha XpaHCHUU B
AAaHHOM apXHUBC U apXUBHBIC TOKYMCHTBI OpraHu3allui HE CBA3aHEI C
ACATCIIbHOCTBIO I'PAKAaHHUHA, 06pa30BaBmer0 apXHBHLIfI (I)OHI[ JIMYHOI'O
MIPOUCXOKACHUA. He nmoanexat BeIACICHUIO U3 APXHUBHOTO (I)OHI[a rpaxxJiaHvHa -
PYKOBOIUTEIIA U 4JICHA COOTBCTCTBYIOIIUX O6IJ.[€CTB€HHLIX OpFaHH3aHHﬁ
APXHUBHBIC TOKYMCHTBI 3THX O6I.I.I€CTB€HHLIX oprammaunﬁ.



2.4.3. EnuHblil apXuBHBINA (OH]] C apXUBHBIMH JJOKYMEHTAMH OpraHU3aluu
COCTaBJISIOT:

APXHUBHBIC TOKYMCHTBI IIPECACTABUTCIILCTB U (1)I/IHI/IaHOB;

apXUBHbBIEC JOKYMEHTHI COBEIIATEIbHBIX OPTraHOB, CO3AAHHBIX MIPH
OpraHu3aIly;

apXHUBHBIC JOKYMEHTBI BPEMEHHBIX aIMUHUCTPAIIMN OPTraHU3aLIHH,
HaxoAIIeNcs B CTaAUN OAHKPOTCTBA;

ApXMBHBIC JOKYMEHTHI CO3/JIaHHBIX IPU OPraHU3aIMy EPBUYHBIX
00111eCTBEHHBIX Opranu3anuii (3a uckinrodenuem opranuzanuii KITCC u
BJIKCM), cyiecTBOBaBIIUX /10 MPUHSITHS 3aKOHOAATeNbCcTBa Poccuiickoi
®denepannn 00 OOIIECTBEHHBIX 00hEIMHEHUSX;

APXWBHBIC TOKYMCHThGI JII/IKBPII[aHHOHHOﬁ KOMHCCHUH OpraHru3aluu.

ApXHMBHBIE TOKYMEHTHI OOIIIECTBEHHON OpraHu3aiuu (MpoQCor3HOM U Ap.),
CYIIIECTBYIOIIEH MPU OPraHU3aIi C MOMEHTA PETHCTPAIUH 3TOM 0OIIECTBEHHOM
OpraHU3aIii B COOTBETCTBHUH C 3aKOHOAaTeNbcTBOM Poccuiickoit deneparuu 00
0011eCTBEHHBIX OOBEMHEHUSX, IPU UX MMOCTYIUICHUH Ha XpaHEHUE B apXUB
COCTABJISIIOT CAMOCTOSITEIbHBIA apXUBHBIN (DOH]T WITH MPUCOCTUHSIIOTCS K
apXuBHOMY (hOHTy COOTBETCTBYIOIICH OpraHu3auu, 00pa3ys 00beTMHCHHBIN
apXUBHBIN QoH.

2.5. O0beTMHEHHBIN apXUBHBIN GOHI PopMUPYETCs U3 apXUBHBIX TOKYMEHTOB:

OpraHu3aIii, 0THOPOJHBIX IO 1IeJIEBOMY HA3HAUCHUIO M PYHKIUSAM,
JIEMCTBYIOIIMX Ha OMPEACICHHON TEPPUTOPHH;

PYKOBOJISIIIIETO OpraHa U MOAYMHEHHBIX €MY OpraHu3aluii, JeCTBYIOMINX
Ha OTpeAeNCHHONW TePPUTOPUH;

OpraHI/I3aHHI>'I, O6I>CI[I/IHCHHBIX 00BEKTOM JACATCIbHOCTH,

MOCJIEIOBATENIFHO CMEHSBLIUX JPYT Jpyra opraHu3anui, eciau GyHKIUN
MIPeIIECTBEHHUKOB MOTHOCTBIO WJIM YaCTHYHO MEPeIaBauch U
MepelaloTCsl UX MPEEeMHHKAM;

ABYX HUJIN Ooiee APXUBHBIX (1)OH,I[OB JIMYHOTI'O ITPOUCXOKACHUA, CCIIN
TpaXXJaHE CBA3aHbI MCIKIAY co0o0¥ OIM3KUMU POACTBCHHBIMU,
HpO(beCCI/IOHaJ'ILHHMI/I, TBOPUYCCKUMHU, ACTTOBBIMHU OTHOLICHUAMM.

2.6. ApxuBHasl KOJUIEKLIUS TIOCTYMAET B apXUB WIH (POPMUPYETCS B apXHBE U3
OTJICJIbHBIX Pa3pO3HEHHBIX APXUBHBIX JOKYMEHTOB, UMEIOIUX MPU3HAKH
oOmHoCTU. MlcTOpHYecKy CIOKUBIIASACSA apXUBHAs KOJUIEKIMS, ITOCTYIIUBILIAS U3
JPYyroro apxuBa, OT OPraHU3aluy UK IpaXkIaHHHA, TepePOHANPOBAHUIO HE

IO AJIEXKHT.

2.7. ApXuBHBIE JOKYMEHTHI, CPOPMUPOBAHHBIEC B apXUBHBIN (HOH]I, 00bEAMHEHHBII
apXMBHBIN (OH WM APXUBHYIO KOJUIEKIIMIO, IEpeOHUPOBAHUIO HE MOJIEKAT.



[epedonnupoBanue apXUBHBIX JOKYMEHTOB JIOIYCKAETCS B UCKIIFOUUTEIBHBIX
cllydasix, Ipu OOHApyKeHUU OMUO0K (POHIMPOBAHUS, 3aTPYAHIIONIUX TTOUCK
apXMUBHBIX JJOKYMEHTOB.

2.8. B 3aBuCcHMOCTH OT BpEMEHH 00pa30BaHMs U MPABOBOTO CTaTyca HCTOYHUKA
KoMIuieKkToBaHus ((hoHI000pa30BaTeNsl) €ro ApXUBHBIE JOKYMEHTHI IPUHUMAIOTCS
B apXUB WJIM KaK IPOJOJIKAIOIIASACSA YacTh YK€ UMEIOIIErocsl apXuBHOro (GoHxa,
WM KaK HOBBINA apXUBHBIM QOH/I.

2.8.1. B cBs3u ¢ npunstuem Koncrutynuu Poccuiickoit @enepanuu B 1993 rony:
2.8.1.1. HOBbIE apXUBHbIE (POH]IbI COCTABIISAIOT APXUBHBIE TOKYMEHTHI:

OpraHoB 3aKOHoJaTenbHOU BiracTu Poccuiickoit ®deneparuu 1 cyObeKTOB
Poccuiickoit ®eneparuu;

OpraHoB UCHOJHUTENbHOM BiacTu Poccuiickoit denepannu u pecnyoauk B
cocrase Poccuiickoit @enepanuu;

r1aB (ry0epHaTOPOB) KpaeB, 00J1acTeii, aBTOHOMHBIX OKpyroB Poccuiickoit
denepanv U UX aIMUHUCTPALIHN;

OTPACIIEBBIX OPTAHOB UCIIOJTHUTEIHHON BJIACTH KpaeB, obyacteir, MOCKBBI
u Cankr-IlerepOypra, aBToHOMHBIX OKpYroB Poccuiickoit denepannu,
€CJIM WX 33/1a4¥ U PYHKIUU U3MEHUIIUCH;

opraHoB cyneOHo# Biactu Poccuiickoit denepanuu;
OpPraHOB MECTHOTO CaMOYITPaBJICHUS;
I'enepansHoOl npokypaTypsl Poccutiickoit @enepanuu;
CuetHoii nanatel Poccuiickoit @enepanuu;
LentpansHoro 6anka Poccutickoit ®enepanuu (banka Poccun);,
LenTpansHO# M30uparenbHoi komuccun Poccuiickoit deneparnumy,
n30upaTeabHbIX KOMUCCHI OpPraHOB rOCYIapCTBEHHOW BIACTH CyOBEKTOB
Poccuiickon @enepanuu.
JHomyckaetcst popMupoBanrne 00beAUHEHHBIX apXUBHBIX (POHIOB U3 apXUBHBIX
JTOKYMEHTOB U30MpaTEIbHBIX KOMUCCHUI IO BEIOOpaM OPraHOB MECTHOTO
caMOYIpaBJICHUS;
2.8.1.2. enuHble apXUBHBIE (DOHIBI COCTABISIOT ApXUBHBIC JOKYMEHTHI:
OTPACIEBBIX YIPABJIECHUI U OTJIEJIOB HCIOJIKOMOB COBETOB HAPOIHBIX
JIeyTaToB KpaeB, obnacteii, T. MockBsl u T. Cankt-IlerepOypra,
aBTOHOMHBIX OKpYyroB PCOCP 1 coOTBETCTBYIONIMX OTPACIEBBIX OPTaHOB
UCTIOJIHUTENBHOM BIacTH Kpaes, oonacteit, r. Mocksa u Cankr-IletepOypr,

ABTOHOMHBIX OKpyroB Poccuiickoit denepannu, eciiv UxX 3a1a4u U
(GyHKIMHU OCTAINCH 0€3 U3MEHEHHUS;



OpraHoB CyJIcOHOU BIACTH U MIPOKYpaTyp peciyOauK, Kpaes, 00iacTei, IT.
Mocksa u Cankr-IlerepOypr, aBTOHOMHBIX OKPYTOB, TOPOJIOB U paliOHOB
PC®OCP 1 cOOTBETCTBYIOIIMX OPraHOB CyJAeOHOM BIaCTH U MIPOKYpATyp B
pecnyOnukax, kpasx, obnactsx, r. Mockssl u T. Cankr-IlerepOypra,
aBTOHOMHBIX OKpyrax Poccuiickon ®enepanuu, MyHUIIMIIAIBHBIX PAOHAX
U TOPOJICKUX OKpYyrax;

IpeACTAaBUTCIBHOI'O U UCIIOJIHUTCIIBHO-PACIOPAAUTCIIBHOIO OPralHoB
MYHUIUIIAJIBHOTO MMOCCIICHUAA.

2.8.2. B cBs13u ¢ npeoOpa3oBaHUEM MyHULIMIIAIBHBIX 00pa3oBaHui (UX
00beMHEHNEM, PA3JIEIICHUEM, a TAK)Ke U3MEHEHHEM CTaTyca rOpOJICKOTO
MOCEJICHNST) HOBBIE apXUBHBIE (POH/IBI COCTABIISIOT aPXUBHBIE JTOKYMEHTHI
CO3JITaHHBIX OPTaHOB MECTHOTO CaMOYIPaBJICHHS.

N3menenmne rpaHvll MYHUIIUITAJIbHBIX O6p330BaHHi/JI HE ABJIACTCA OCHOBAHHUEM IJIA
CO3J1aHNA HOBBIX apXHUBHBIX q)OHILOB N3 ApXHUBHBIX TOKYMCHTOB COOTBCTCTBYIOIIINUX
OpraHoB MECTHOTO CaMOYIIpaBJICHUAA.

2.8.3. Ilpu peopranu3anuy OpraHu3aii HOBBIC apXUBHBIC (DOHIIBI CO3/IAI0TCS B
ClIyJasx:

W3MEHEHHUs LI€JIeBOr0 Ha3HAYEHUs], MPOPUIIS JeSITETbHOCTU U GYHKIUN
OpraHu3aluy;

npeoOpa3oBaHus OpraHU3alNK ¢ U3MEHEHUEM (POPMBI COOCTBEHHOCTH
MMYIIECTBA OpTaHu3aIuy (IpUBaTH3AIMS, aKIIHOHUP OBAaHHE,
HalMOHAJIU3AIM | T.I1.).

N3 apXWBHBIX JOKYMEHTOB rOCYIApPCTBEHHON WJIM MYHHUIIUIIAIbHOW OpraHu3aluu,
MOIBEPTIIelcs MPeoOpa3oBaHMIO ¢ H3MEHEHHEM (OPMBI COOCTBEHHOCTH
HMMYIIECTBA OpraHU3allK, U QpXUBHBIX TOKYMEHTOB BHOBb BO3HUKIIEH
opraHu3aruu(ii)-nmpaBonpeeMHUKa(0B) JOMycKaeTcsi GOPMUPOBAHUE
00BEAMHEHHOTO apXUBHOTO (POH/A B CIydae Mepeadl apXUBHBIX TOKYMEHTOB
opranu3anuu(ii)-mpaBonpeeMHUKa(0B) B TOCYAapCTBEHHYIO WM MYHUIIUTAIBHYIO
COOCTBEHHOCTb.

2.8.4. He sBsieTcst OCHOBAHUEM TSI CO3/IaHUS HOBOTO apXHUBHOTO (hOH/IA:

paciupeHue UM CY>)KeHHE TePPUTOPUATBHBIX TPAHULL JESITENEHOCTH WK
(GyHKIMI OpraHu3aiuy;

BBIJICIICHUE U3 OPTaHU3aIMH OTHOW MJIM HECKOJbKHX HOBBIX OpPraHu3aIuil ¢
nepenaveil UM OTAEIbHBIX PYHKINN EPBOM OpraHU3aIlig;

HU3MCHCHUC NOAYNHCHHOCTHU OpTraHru3alnu, €€ CTPYKTYPHI,
NIEPpCUMCHOBAHUC NI BHCCCHHUC W3MEHEHHI B Ha3BaHUC, HC
COIIPOBOKAAOIIHUECA UBMCHCHHUEM IICPBOHAYAIIbHBIX (I)YI{KL[I/II‘;I;

CMeHa yupeauTens(eil) opranuzanuu, 6e3 U3MeHEeHUs! GOpPMbI
COOCTBEHHOCTH MMYILIECTBA 3TOW OpTraHU3aI1H.



2.8.5. ApxuBHBIE TOKyMEHTbI OPraHu3alli, IPEKPaTUBIIEH CBOIO AESITEIbHOCTh
BCJIEJICTBHE JTMKBUIALMH, B TOM YHCIIE IO IPUYMHE YPE3BBIYANHBIX OOCTOSTENBCTB
WIA CTUXUIHBIX OEJICTBHIA, a 3aT€M BOCCTAHOBJICHHOW C TEMU XK€ (PYHKIHSIMH,
COCTABJISIIOT €AMHBINA apXUBHBIN (OHI.

2.8.6. XpOHOJIOTHYECKUMU TPAHUIIAMH aPXHUBHOTO (POHA SBISIOTCA:

apXuBHOTO (hOH/IA TOCYJAPCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYIIPABJICHMSI, OPTaHU3ALUY - YCTAHABIMBACMbIE HA OCHOBE
HOPMaTHBHBIX aKTOB O(HIIMANBHBIEC AATHl UX 00pa30BaHus (PETUCTPAIINN)
n mukBUanuy. [Tpu HanMuMy HECKOJIBKMX HOPMATUBHBIX aKTOB 3a J1aTy
00pa3oBaHus roCyapCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYIIPABJICHHsI, OPTraHU3alUU IPUHUMAETCA JjaTa HanboJjee paHHEro U3
HUX;

00BEAMHEHHOTO apXUBHOTO (POH/A - 1aThl 00pa30BaHus (PETUCTPALIUN)
HauOoJiee paHHE! W JIMKBHUIAUKA HauOoJiee Mo3IHEH 110 BpeMEHHU
JEeSITeIbHOCTH OpraHu3alui, TOKYMEHTbI KOTOPBIX BOIIUIM B COCTAB
00BEAMHEHHOTO apXUBHOTO (poHIa;

apXuBHOTO (POH/IA TUIHOTO MPOUCXOKICHUS - AAThl POXKICHUS U CMEPTH
rpakJIaHWHA, WICHOB CEMbH HJIN poJia (TI0 aHAJIOTUH ¢ 0ObETMHEHHBIM
apXUBHBIM (POHJIOM);

ApPXWBHOM KOJIJIEKIIMU - JJAThl CAMOTO PAHHETO M CaMOTO TIO3HETO
JIOKYMEHTA.

XPpOHOJIOrHYECKHEe TPaHUIlbl apXUBHOTO ()OHJIA MOT'YT HE COBIIAJaTh C KpallHUMU
JaTaMH COCTABJISIFOIIMX €T0 apXUBHBIX JOKYMEHTOB:

B (DOHJIE TOCYIapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYITPaBIICHHUS,
OpraHu3aIliy - B CBSI3U C BO3MOXXHBIM OTCYTCTBHEM apXHBHBIX JOKYMEHTOB
HAYaJIbHOTO W/HITU 3aBEPIIAOIIETO TAMOB JACATEILHOCTH
rOCyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPaBIICHHUS,
OpraHu3aluy, BKIIOYEHUEM B cocTaB ()OoHa 0oJiee paHHUX apXHBHBIX
JOKYMEHTOB, NTEPEJaHHBIX JIUIsl 3aBEPIICHUS TIPOU3BOJICTBOM JIeia
MPEIIECTBEHHUKOM rOCyIapCTBEHHOTO OpPTraHa, OpraHa MECTHOTO
CaMOYIpaBIICHHsI, OpPraHN3allNH;

B (1)0H,Z[e JIMYHOT'O IIPOUCXOKACHUS - 3a CHCT JOKYMCHTOB, CBA3aHHbBIX C

OTKJIMKaMH Ha CMEPTh IpaKAaHUHA, IPOBEACHUEM MaMATHO-FOOUIECHHBIX
MEpPOTIPUATHI U Ap.

Opranusanus apxXMBHBIX JOKYMEHTOB B Ipe/ieJiax apXuBHOIo (poHAa

2.9. B mpenenax apxuBHOro (oHIa apXUBHBIE JOKYMEHTBI OPraHU3YIOTCS 110
€IMHUIIAM XpaHEeHHUS.

EnvHuLbI XpaHEeHHs CHCTEMATU3UPYIOTCS COTJIACHO CXEME CUCTEMaTU3alun
apXMBHBIX JJOKYMEHTOB B apXUBHOM (DOH]IE.
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2.9.1. Cxema cucTeMaTu3aluy apXuBHBIX TOKYMEHTOB B apXUBHOM (hoHze
SBIISICTCSI OCHOBAHHEM JIJIsl BHYTPEHHEW OpraHU3alliy €JMHNLl XPAHEHHS
apXUBHOTO (POHIA U 3aKPEIISETCS OMUCHIO (OMHUCIMU) JIeIT, TOKyMEHTOB.

CucreMaTtu3anys eIMHHAL XpaHEHUS B MpeJieNax apXuBHOTO (OH/A [0 pa3zenam
(moapasnenam) cxembl CUCTEMATHU3ALMU IPOBOJAUTCS C YUETOM OJHOTO WIIH
HCECKOJIbKHUX CIICAYIOIHX IIPHU3HAKOB!

CTPYKTYPHOTO (B COOTBETCTBUU C MPUHAAIEKHOCTIO €AMHULL XPAaHEHUS K
CTPYKTYPHBIM NOAPA3JICICHUSAM);

XPOHOJIOTUYECKOTO (IO MepHoJaM WK AaTtaM, K KOTOPbIM OTHOCSITCS
€IMHHULIbI XPaHEHHUS);

(YHKIIMOHATIBHOTO, OTPACJIEBOr0, TEMaTHUECKOTO, MPEIMETHO-BOIPOCHOTO
(c yueTom GyHKIIUN OpraHu3aIfi, TEM WX BOIIPOCOB, KOTOPHIX KacaeTcs
coJiep’KaHue eAMHULL XpPaHEHHUS]);

HOMHMHAJIBHOTO (I10 JIeJI0NPOU3BOJICTBEHHON (hopMe - BUIaM U
Pa3HOBUIHOCTSIM JIOKYMEHTOB);

KOPPECIIOHIEHTCKOTO (110 OpraHu3alysIM U JHIaM, B pe3ysbTaTe
MEPENHCKH C KOTOPhIMH 00pa30BajIiCh AUHUIIBI XPaHEHHS);

reorpauueckoro (B COOTBETCTBUHU C ONIPEAEICHHBIMU TEPPUTOPHUSIMH,
HACEJIEHHBIMH ITyHKTaMH U IPYTUMHU reorpapuyeckuMu 00beKTaMH, C
KOTOPBIMU CBSI3aHO COJIEP’KaHHE TOKYMEHTOB, X aBTOPEI,
KOPPECTIOH/ICHTHI );

aBTOPCKOTO (TI0 HAa3BAHUSIM OpraHU3alUi WK (GaMIIAAM JIUI, KOTOpbIE
SBIIAIOTCS aBTOPAMU JJOKYMEHTOB).

HpI/I CUCTEMATHU3AUMN €ANHULl XpaHCHUA ay,Z[PIOBI/I3yaJIBHOI>'I u BJICKTPOHHOP'I
JOKYMEHTAIUKU JOIIOJHUTECIBHO HUCIIOJIB3YETCA OOBEKTHBIN U (bOpMaTHBIfI
IIPpU3HAKHU.

EI[I/IHI/II_[H XpaHCHHA I'PpYIIIUPYIOTCA IMTOCICA0OBATCIILHO I10 ITPU3HAKaAM,
IIPUMEHCHUEC KOTOPBIX SABJIACTCA Hauboee I_IeJ'IeCOO6pa3HBIM JJIA BCEX HMJIN
OTHACJIbHBIX I'PYIIT APpXUBHBIX TOKYMCHTOB apXUBHOT'O (bOHI[a.

JIOKyMEHTBI 10 JIMYHOMY COCTaBY, a TAKXKE HAYYHO-TEXHHUYCCKUE TOKYMEHTHI B
apXuBHBIX (DOHIAX HAYIHO-HCCIICA0BATEILCKUX OPraHU3aI|id, PyKOIIHCH B
M3/IaTeNIbCTBAX, UCTOPHH 0O0JIE3HEH B MEMIIMHCKAX OPTaHU3AIINAXK, AKThI
MIPOBEPOK B (POHAAX KOHTPOJILHBIX OPTaHOB BBIACIAIOTCS B 0COOBIE TPYIIIBI U
CUCTEeMAaTU3UPYIOTCS 000COOIEHHO.

ApXI/IBHLIC JOKYMCHTBI apXUBHOT'O (I)OH,Z[a CCMbH, pOJa CUCTEMATU3UPYIOTCA
BHAYaJIC 110 OTACJIIbHBIM I'paKAaHaM, JOKYMCHTBI KaKAO0T'O I'paKJaHUHA - T10
pasaciiaM CXEMbl CUCTEMATU3allNU. B APXUBHOM (bOH,Z[e CECMbHU Ha IIEPBOEC MECTO
BBIHOCATCA apXUBHBIC TOKYMCHTBI Han0oJIee U3BECTHOTO rpaxxJiaHvuHa, 3aTeM -
APXHUBHBIC TOKYMCHTBI YJICHOB CEMbU B IOPAAKE CTCIICHU POACTBA. B ApXHNBHOM
(bOH,Z[e poda apXrUuBHBIC JOKYMCHTBI PACHIOJIAratoTCsa B IIOPAIAKE reHeaIOTHYECKOM



IIOCJIEI0BATEIBHOCTH, IPUYEM apXUBHBIE JOKYMEHTBI, OTHOCSIIHUECS KO BCEMY
pony (reseanoruyeckue TadIMIbl, UMYILIECTBEHHO-X03SIMICTBEHHBIE IOKYMEHTBI)
IIOMEILAIOTCS B HAYaJle.

Enunune! XpaHeHus, BKIIOUYCHHBIE B 00bEIMHEHHBIN apXUBHBIN (OHTI,
pacrosiararorcst o 3Ha4MMoCTU (POHI000pa30BaTENEH, IO XPOHOJIOTHH UX
co3nianus, 1o andasuty HazBaHUi. 1 apXUBHBIX (POHJOB OTHOTUIIHBIX
OpraHu3aluil UCHOJb3YyeTCsA 00IIas CXeMa CUCTEMaTH3allku.

B npenenax apXuBHOM KOJIJIEKIIUU apXUBHBIE JOKYMEHThI OJHOTO BUa
(pa3HOBUIHOCTH) TPYHIUPYIOTCS IO ABTOPCKOMY IPU3HAKY C PACIIOJIOKEHUEM
TPy eIUHUI] XpaHEHHS B al(paBUTHOM HOPSIKEe HA3BaHUI OpraHU3alui WU
(bamunmii rpaxkaad. B npenenax apXuBHOM KOJUIEKIIMH, CO3JaHHOM 10
TEMaTUYECKOMY MIPU3HAKY, TPYIIUPOBKA apXUBHBIX JOKYMEHTOB IPOBOAUTCS I10
TE€MaM WK BOIPOCaM, Pacroj0KEHHBIM B OPSAJIKE UX 3HAYUMOCTH WU
XpPOHOJIOTHUH.

B cooTBeTcTBHM CO CXEMOM CHCTEMAaTU3aLUN €UHUIBI XPaHEHUS TPYIIIUPYIOTCS B
CIIEYIOIIEM MTOPSIKE:

CAVMHUIBI XpaHCHUA OTHOCATCA K TOMY I'OJy, B KOTOPOM OHHU Ha4YaTbl
IIPOU3BOJACTBOM, UJIM B KOTOPOM IOCTYIIUJIA B JaHHYIO OpraHU3aiuro
(CTpyKTYypHOE MOpa3AeICHHE) U3 APYroil opraHu3aiuu (CTpyKTYpHOTO
MOIpa3/IeNIeHus1) IUTS IPOIOJDKEHHS TIPOU3BO/ICTBA;

€IMHUILIBI XPaHEHHUSI, CO/IePKALINE TJIaHbl, OTYETHI, CMETHI U MaTE€PHUAJIbI K
HUM OTHOCSITCSI K TOMY I'0J1y, Ha KOTOPBIN MJIM 32 KOTOPBI OHU
COCTaBJICHBI, HE3aBUCHUMO OT JIaThl UX COCTABJICHHUS; JOJITOCPOYHBIE TIAHbI
OTHOCSITCS] K HA4aJIbHOMY I'OJ1y UX JIEHCTBUS, @ OTYETHI 32 AT T'OJIBI - K
MOCJIEHEMY TOly OTUETHOIO MEePHO/Ia;

eIMHUIIBI XpaHEHUsI, Ha4aThle TPOU3BOJACTBOM B OJTHOM TOAPA3ACICHUN U
TepeaaHHbIe IS IPOIOJDKEHUS B IPYroe MoIpa3/IeieHIe, OTHOCATCS K
TOMY IOJIPA3/CIICHUIO, B KOTOPOM OHU OBLIIM 3aKOHYEHBI;

B IIpeiesiax rojia WM XPOHOJIOTHYECKOT0 Mepro/ia eAMHUIIBI XPaHEHUS
pacrojiararoTcs 1o 3Ha4YMMOCTH (PYHKIUN OpraHu3aiiu (WK - B IOPSJIKE
3HAYUMOCTH U JIOTMYECKOHN B3aUMOCBSI3U BUJIOB U Pa3HOBUIHOCTEM

JIOKYMEHTOB);

CAUWHUIBI XpaHCHH, ITPCACTABJIAIONIINUC 00011 TUYHBIE Acia,
CUCTCMATU3UDPYIOTCH 11O TOJaM YBOJIBHCHUS U aJ'I(l)aBPITy (baMI/IJII/Iﬁ.

['pynmbl eauHULl XpaHEHUS B Ipe/eliax MociaeIHuX (3aBepIIaroinX) CTyrneHel
CUCTEMaTH3alU PACTIPEIEISIOTCS 10 UX 3HAYMMOCTH WJIA XPOHOJIOTHH.

HedonnoBasi oprannsanusi apXuBHBIX JOKYMEHTOB

2.10. HedonnoBas opranusanys apXMBHBIX JOKYMEHTOB - OpraHU3aIus
CO3JAaHHBIX B JESITEIBHOCTH Pa3IMYHBIX HICTOYHUKOB KOMIIJIEKTOBAHUS
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ayTMOBU3YaAIIbHBIX JOKYMEHTOB (KHHO-, (OTO-, (DOHO- ¥ BUICOJOKYMEHTOB) TIO UX
BHJIaM, OJTHOMY WUJIH HECKOJILKMM BHEITHUM TPU3HAKaM (I[BETHOCTH, MaTEPUATY
HOCHUTEIs HHPOpMAIHH, ero (GopMary, CUCTEME 3aUCH 3BYKOBOM WH(MOpMAIIUU 1

ap.).

KuHOI0KyMEHTHI ¥ BUJICOJJOKYMEHTBI CUCTEMATHU3UPYIOTCS IO BUJAM - (DUIIbMBI,
CIELBBIITYCKH, KHHOKYPHAJIbI, OTACJIbHBIC KUHO- U TEJIECIOKEThI Pa3JIMYHOMN
LIBETHOCTH. Ha KNHOTOKYMEHTBI M BUIEOJOKYMEHTBI OIIPEAEIEHHOTO BUIA
COCTABJIAETCS OTIENBHAS OIHCH.

@DOTOOKYMEHTBI CUCTEMATU3UPYIOTCS 110 BUJAM - HEFaTUBBI PA3IIUYHON
LIBETHOCTH U pa3Mepa; ciaiiibl (AMAo3UTHUBbI) Pa3IN4HON [IBETHOCTH; MIO3UTHUBBI,
¢doTooTneuatky; GoToanbo60Mbl; quapmibMbl. Ha hoTo10KyMEHTHI
OIPENIEIIEHHOTO BUJIA COCTABIISIETCS OTAEIbHAS OIUCH.

DOHOIOKYMEHTHI CHCTEMATHU3UPYIOTCS TI0 BUAM 3aIllUCH 3BYKOBOW MH(MOpMAIUH -
(donorpaduueckas, rpammodoHHas1, MOpUHOGOHHAS, ONTHYECKAs!, MATHUTHAS,
nazepHasi. Ha poHOIOKyMEHTBI OIIPEIeIEHHOTO BU/Ia 3allMCH COCTABIISAETCS
OT/iebHAsI OIUCh.

DNEeKTPOHHBIE TOKYMEHThI CHCTEMATHU3UPYIOTCS IO BUJIaM HOCUTENEH
nHpopmanuy (MarHUTHBIE JIEHTHI, JA3€PHbIE U KECTKUE IUCKU, KOMIAKT-IUCKH,
JIMCKETHI); BHYTPH BUOB - IO (hopMaTaM ImpeacTaBieHus HH(OpPMaLIUH, U JTajee -
0 XapakTepy 3apUKCUPOBAHHON HHPOPMAIUH.

OobecneyeHue COXPAHHOCTH APXMBHBIX IOKYMEHTOB

2.11. KomInekc MeponpusiTUiA 1O CO3aHUI0O HOPMAaTUBHBIX YCIOBHI,
cOOJII0ICHUIO HOPMATUBHBIX PEKUMOB U HaJUIeKallle opraHu3alui XpaHeHUs
apXUBHBIX TOKYMEHTOB, HCKITIOYAIOIIMX UX XUIIEHUE U yTpaTy U
ofecreunBaroINX NOIeP)KaHUE UX B HOPMAILHOM (PU3UYECKOM COCTOSIHUM,
obecreunBaeT COXpAaHHOCTh APXUBHBIX IOKYMEHTOB B apXUBE.

OobecneyeHue HOPMATUBHBIX YCJI0BU XpaHEeHUs] APXMBHBIX TOKYMEHTOB

2.11.1. HopmaTuBHbIE YCIIOBUS XpaHEHUS apXUBHBIX JTOKYMEHTOB
00eCTeunBarOTCs:

CTPOUTCIILCTBOM, pCKOHCTPYKHHeﬁ H PCMOHTOM 3JaHUM ApPXUBOB;

CO3JaHUEM OIITUMAJIBHBIX (HOpMaTI/IBHLIX) MMPOTHUBOIIOKAPHOTO,
OXpaHHOT'0, TEMIICPATYPHO-BJIAXKHOCTHOT'O, CBETOBOTO U CAHUTAPHO-
TUTUCHHUYCCKOI'0 PCKUMOB B 3JdHHUU U MOMCIHICHUAX apXHUBa,

MPUMEHEHHEM CIEeUAIbHBIX CPEICTB XPaHEHHs U epeMeIleHUs
apXMBHBIX JTOKYMEHTOB (CTeJUIaxH, mKadbl, ceibl, KOPOOKH, MAMKU U

ap.).
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Tpeﬁonam/m K 3JaHUSAM U IOMCIICHUSIM apXuBa

2.11.1.1. ApxuB pa3merniaercs B CeUaIbHO MOCTPOSHHOM(BIX) WU
pUCTOCcOOIeHHOM(BIX) JUISI XPAHCHUS ApPXUBHBIX JOKYMEHTOB 3aHUU(SIX) WIH
OTJIEIbHBIX MOMEIIECHUAX 3AaHUs], YIAIE€HHOM(BIX)OT OMACHBIX B IIOKAPHOM
OTHOIICHUH 00BEKTOB (He(pTexpaHmnia, OEH30KOJIOHKH, aBTOCTOSTHKU, TAPaXKH U
T.Il.) ¥ IPOMBILIUIEHHBIX OOBEKTOB, 3arPA3HAIOIINX BO3AYyX (arpeCCUBHBIE ra3bl,
LIEMEHTHas NbUIb U T.11.). [IpUroqHoCTh MECTOPACIONOKEHUS apXUBa
OTIPEJIEIIAETCS C YUETOM 3aKIIOUEHHUM CITyKObI II0’KapHON OXpaHbl U
CaHAMUJEMCTAHIIMM O CTEIEHHU 3arpA3HEHHOCTH BO3/1yXa.

CTpOI/ITCJ'II)CTBO N PCKOHCTPYKUUA 3AaHUA apXUBa IPOU3BOAATCA B COOTBETCTBUU C
HOPMAaTUBHBIMU MMPABOBBIMH aKTaMH, COACPIKAIITNUMU TpC6OBaHI/I$I K 00BEKTaM
TEXHUYECKOTO PETYJIMPOBAHUS U IPOEKTHON JOKYMEHTALMEH, COTVIACOBAHHOM €
COOTBETCTBYIOIIMM YIIOJTHOMOYEHHBIM OPraHOM HUCIIOJIHUTENBHOM BIAacTU B cdepe
apXMBHOTO JIeNa.

31aHue apxuBa MPeJCTaBIIAET COO0M KOMIUIEKC OCHOBHBIX U BCIIOMOTaTeIbHBIX
ITOMENIEHUH, IPETHa3HAYCHHBIX JIJIS1 BBIIIOJIHEHMS 33/1a4 apXUBa M0 XPAHEHUIO,
00paboTke, UCTIOIb30BAaHUIO APXUBHBIX JTIOKYMEHTOB U 3ajjad aIMUHUCTPATUBHO-
XO035IIICTBEHHOT0, TEXHUYECKOT0, OBITOBOIO XapakTepa, 0TB€YaTh TPeOOBAHUSIM
palOHAIBHON INTAHUPOBKH ITOMENICHUH.

CocraB, pacmnoJioxeHue, 000pyA0BaHUE TIOMEIICHU OCHOBHOTO HAa3HAYCHHUSI
JIOJDKHBI 00eCIIeYnBaTh COXPAHHOCTh apXHUBHBIX JIOKYMEHTOB Ha BCEX y4acTKaxX
paboThl ¢ HUMH, COOTIOICHUE TPEOOBAHMIA TEXHOJIOTHH padOT, OXpaHbl TPya,
TEXHUKU 0€301MaCHOCTH W MTPOU3BOJACTBEHHON CAaHUTAPUHU, & TAK)KE PAIlMOHAIBLHOE
B3aMMOJICHCTBHE NOApa3AesieHni apxuBa. K momenieHusiM OCHOBHOIO Ha3HAYECHUS
OTHOCSITCS:

apXUBOXPaHWIINIIA;
paboune nomenieHus pabOTHUKOB apXUBa;

IIOMCHICHUA IJId IIpUEMa U BpEMCHHOI'O XpaHCHUA, aKKIIMMaTHU3alunu
APXHUBHBIX JOKYMCHTOB;,

IIOMCIICHUA AJIA U301, ,I[GSI/IH(I)GKI_II/II/I 1 AC3UHCCKIUU IMMOPAKCHHBIX
APXHUBHBIX JOKYMCHTOB,

IIOMCIICHUA AJIA O6€CHBIJII/IB3.HI/I$I, NEpCILICTAa U PECTaBPallu apXUBHBIX
HOKYMCHTOB;

MOMEUIEHHUS JJIs1 KOTIMPOBAaHUSI U PECTaBpalliM apXUBHBIX JOKYMEHTOB
(MHKpO-, KCcepo-, GOTOKONMUPOBaHUs, (POTOPECTaBpallMU U T.II1.), 00pabOTKH
IUIEHKU U MIPOBEJICHUS TEXHUUECKOTO KOHTPOJIS ayANOBU3YaIbHbIX
JOKYMEHTOB;

TIOMCHICHUA I XPAHCHUS YUCTHBIX TOKYMCHTOB;
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KOMIIJIEKC YUTAJIbHOIO 3aj1a (C yJacTKaMH BbIJIa4M J€J1 U CIIPABOYHO-
IIOMCKOBBIX CPE/ICTB, BPEMEHHBIM XPaHWINLIEM);

Hay4YHO-CIIpaBOYHast OMOIMOTEKa;
METOINYECKHAI KaOUHET;
BBICTABOYHBIHN 3all.

Pa3menienue apxuBa B IpUCTIOCOOIEHHBIX 3AAHUSIX U TOMEIICHUSAX TTPOU3BOIUTCS
B YCTAaHOBJICHHOM MOPSIKE MOCJIE MPOBEICHUS UX IKCIIEPTU3BI. JKCIIEPTH3a
YCTaHABJIMBAET CTENEHb OTHECTOMKOCTH 3/1aHUS, JOJTOBEYHOCTh €I0 OCHOBHBIX
KOHCTPYKIMKA U MPOYHOCTh MEXITAKHBIX MEPEKPBITHI C YHETOM MOTEHIMATbHBIX
Harpy3oK, COCTOSIHUE MTOMENICHUH 31aHus (TTO3TaXHBIX, MOABATBHBIX,
Yep/IayHbIX ), HAIMYKUE U COCTOSTHHE OTOTTUTENBHBIX U BEHTHUJISIITUOHHBIX CHCTEM.
DKcnepTr3a MPOBOAUTCS MPEACTABUTEISIMU apXUBa, TOKAPHBIX, OXPAHHBIX,
CTPOUTEIbHBIX, CAHUTAPHO-3MHIEMHOJIOTUYECKUX U IPYTUX CHEIIUATBHBIX CITYXkO0.
[To uroram 3KCEpPTU3BI COCTABISAETCS AKT.

He nomyckaercst pa3menieHne apxruBa B BETXHX CTPOCHHUSX, IEPEBSIHHBIX
MOCTPOMKAX, 3JaHUSIX C CBIPBIMU OCHOBHBIMH, MOJIBAIbHBIMHU, YEPAAUHBIMU
MOMEIIEHUSMHU, IEYHBIM OTOILJICHHEM.

[Ipenna3zHaueHHbIE A1 XpaHEHHS ApXUBHBIX IOKYMEHTOB ITOMEIIECHUS B
MIPUCTIOCOOTIEHHBIX 3/IaHUSX JOJIKHBI OBITh N30 IMPOBAHBI OT OCTAIBHBIX
nomenieHui 3nanus. He nomyckaercst pa3menieHrue apXuBHBIX TOKYMEHTOB B
MTOMEIIEHUSX 3[JaHuUs, 3aHATOTO CIIY’)KOaMU OOIIECTBEHHOTO MTUTAHUS, TUIIICBHIMHU
CKJIaZIlaMH, OpTaHU3AIMSIMH, XPAHAITUMHU T0KapOOITACHBIC U arPeCCUBHBIC
BEIIIECTBA WJIM MMPUMEHSIOIIUMHU ITOXKAPOOTIACHBIE U XUMUYECKUE TEXHOJIOTHH.

TpeOoBaHus K apXUBOXPAHUIHIILY

2.11.1.2. ApXuBOXpaHHJIUIIE AOJHKHO ObITh MAaKCHUMAJILHO YIaJI€HO OT
71a00paTOPHBIX, MPOU3BOICTBEHHBIX, OBITOBBIX TIOMEIICHU apXUBa U HE UMETh
00X C HUMU BEHTUJISAIIMOHHBIX KaHAJIOB. APXUBOXPAHWIINILE OTACISAETCS OT
COCE/THHMX TTOMEIICHUH apXUBa HECTOPAEMBIMU CTEHAMHU U MTEPEKPHITHUAMU C
npeiellaMi OrHECTOMKOCTH HEe MEHee JIByX 4acoB. B apxuBoxpaHunuiie He
JIOITyCKaeTCsl MPOKJIaika TpyO BOIOCHAOKEHUS U KaHATU3allU1, TEXHOJIOTHYECKHE
HJIM OBITOBBIE BBIBOJBI BOIBL.

HpI/I IIPOCKTUPOBAHNH PA3MCIICHUA apXUBOXPAaHWIKUIIA B CIICHUAJIbHOM HWJIN
HpI/ICHOCO6J'ICHHOM 3AaHUM IMPCAIIOYTCHHUC (HpI/I PaBHBIX TCIIJIOBBIX
XapaKTepI/ICTI/IKaX) OTHACTCA MOMCIICHUAM C CCBCpHOfI OpHeHTaHHCﬁ OKOH.

Marepuassl HOKpPBITUS CTEH, [10JIOB, TOTOJIKOB, BHYyTPEHHEH apMaTyphbl
apXMBOXPaHUJIUILA, IPUMEHSEMbIE TIPU U3TOTOBJIEHUN 000PYI0OBaHUS U CPEICTB
XpaHEHUs apXUBHBIX JTOKYMEHTOB, HE JIOJKHBI COOMPATh MbLIb, OBITH €€
HCTOYHUKOM WJIM BBIAETATH arpeCCUBHBIE XUMUYECKUE BEILIECTBA.

ApXI/IBOXpaHI/IJ'II/IIJ_IC JOJIDKHO UMETh CCTCCTBCHHYIO UJIM UCKYCCTBCHHYIO
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BeHTUJIAINIO. CUCTEMBI KOHJAUIIMOHUPOBAHUS JIOJDKHBI 00€CTICUHBATh
PELMPKYIISIHIIO BO3/IyXa ¢ KPaTHOCThIO 0OMeHa 2-3, cTabUIbHOCTh TeMIIepaTypHO-
BJI&YKHOCTHOTO PEKMMa, OUMCTKY BO3/yXa OT MbUIM U arpeCCUBHBIX MTPUMeECEH, a
TaK)K€ OTBEYATh COBPEMEHHBIM TPeOOBAHUSM KOMITAKTHOCTH U 3KOHOMHUYHOCTH.

BricoTa apXuBOXpaHWIKIIA 3aBUCUT OT TEXHOJIOTUIECKOTO 000PYIOBAHMS,
MPUHSTOIO Ui XpaHEHUS apXUBHBIX IOKYMEHTOB, HO HE MeHee 2,25 M JI0 Hu3a
BBICTYNAIOUIUX KOHCTPYKLUI U, KaK IPaBUIIO, HE BhIILIE 4 M.

ApXI/IBOXpaHI/IJII/IHIC JOJDKHO UMECTh y,I[O6HI>Ie BBIXOJbI K JII/I(l)TaM " JICCTHUYHBIM
KJICTKaM.

He nomnyckaetcs xpanenue poHO-, BUIEO- U AIEKTPOHHBIX IOKYMEHTOB Ha
HOCUTCIIAX C MAarHUTHBIM pa60‘~II/IM CJIOEM B apXHMBOXPAHUIIUIIEC C IMMapa3uTHBIMU
MMOCTOSIHHBIMHW WJIM IEPEMECHHBIMHA MAarHUTHBIMU TTIOJIAMUA HAIIPS)KCHHOCTBIO OoJtee

400 a/m.

ApXUBOXpaHWINIIE APXUBHBIX JIOKYMEHTOB Ha HUTPOOCHOBE (OMacHOM, roproueii)
TEPPUTOPHAIBHO OTAEIIAECTCS U U30JIUPYETCA OT APYTMX apXuBOXpaHwiuil. B
HWKHEW 30HE apXWBOXPaHWIMILA APXUBHBIX JOKYMEHTOB HA HUTPOOCHOBE
MIPEAYCMATPUBAETCS IOMOJHUTENbHAS BBITSKKA BO34yXA.

HopMaTuBHBIE pe;KUMbI XPAHEHHSI APXHUBHBIX JOKYMEHTOB.
IIpoTUBOMOKAPHBIH PeKUM

2.11.2.1. IlpoTuBOMIOKAPHBINA PEXKUM B 3MaHUHU(SX), T/I€ pA3MEIIACTCS apXHB, U B
apXUBOXPAHWINIIAX PETIIAMEHTUPYETCS] COOTBETCTBYIOIIUMH HOPMaTHUBHBIMU
npaBoBbIMU akTamMu Poccuiickoit denepariny B 00J1aCTH MOKapHON O€30TIaCHOCTH.

OXxpaHHBIH pe:KUM

2.11.2.2. OxpaHHBII peKUM apXHBa 00ECIIEYNBACTCS KOMIUIEKCOM MEp 10
00ecrevueHnI0 MHKEHEPHO-TEXHUUECKON YKPEIUIEHHOCTH, 000PYA0BAHUIO 3AaHUS
(moMenieHus1) apXuBa CpeJICTBAMU OXPAaHHOM CUTHANM3ALUY, OPTaHU3aluN
ocTa(0B) OXpaHbl, OTIEYATHIBAHUIO TOMEIICHUMN, COOIIIOICHUIO
BHYTPHOOBEKTOBOTO U MPOIYCKHOTO PEKUMOB, XPAaHEHHUIO KITIOUYEH OT CIIyKEOHBIX
IIOMEILCHUN.

TpeboBanus K apXUBOXpaHWINIIAM U IPYTUM HOMEILEHUSM apXuBa, B KOTOPBIX
XPaHSTCs CEKPETHbIE apXUBHbIE JOKYMEHTBI U IPOBOJIATCS pabOThI ¢ HUMH,
yYCTaHOBJICHBl HOPMATUBHBIMU NPABOBBIMH JJOKYMEHTAMH 110 00€CIIeYEeHUI0
pexuMa cekpeTHocTH B Pocculickon @enepanui.

OpraHI/ISaHI/IH OXpaHbI apXrBa OCYHICCTBIIACTCA B COOTBETCTBHUU C Tpe60BaHI/I}IMI/I
3aKOHOJAATCJIIbHBIX U HHBIX HOPMATHBHBIX IIPABOBLIX AKTOB Poccuiickoit
q)eﬂepaum/l, a TaKXKE I/IHCTpYKLII/II/I O MOPAAKE OCYHICCTBIICHUA OXPAHbI apXHBa,
COTJIaCOBAaHHOM B YCTaAHOBJICHHOM TTOPAAKE C OCYIICCTBIIAOIINUM OXPAaHY apXHBa
noApasaCJICHUEM U COOTBETCTBYIOIIUM OPraHOM BHYTPCHHUX ICJI Poccuiickoit
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denepauuu.

OxpaHa apxuBa OCYLIECTBIISIETCS HA OCHOBAHUU JIOTOBOPA MEX/ly apXUBOM U
COOTBETCTBYIOIIMM II0Ipa3ICICHUEM OXPaHbl, B KOTOPOM IPELyCMaTPUBAIOTCS
00s13aTeNbCTBA CTOPOH 10 OXPaHEe apXUBa, COONIIOJCHUIO BHYTPUOOBEKTOBOTO U
IIPOIYCKHOT'O PEKUMOB, IIPEAYCMATPUBAIOIINX, B TOM YHUCIIE JOCMOTPOBBIE
MeponpusaTus. [lepeuens noMmeneHuil apxusa, 000py1yeMbIX CpEACTBAMU
OXpPaHHOM CUTHAJIN3AaLUH, IPUMEHIEMbIE HHKEHEPHO-TEXHUUECKHUE CPEICTBA, BUJI,
YCIIOBHS OXPAaHBbI U JUCIIOKALU IOCTOB OIIPEAEIISIOTCS YCIOBUSMHU JOTOBOPA.
MCXO/Is U3 IPUHIUIIOB HAJIS)KHOCTH M SKOHOMUYECKOH 000CHOBaHHOCTH Tapr(oB,
a TaK)Ke C y4eTOM TOJI0KEHUH MEXBEJTOMCTBEHHOT'O aKTa 00CIIeIOBaHUS apXHBa U
TpeOOBaHMI HOPMATHBHBIX IPaBOBBIX akToB MB/] Poccum.

O0s13aTenbHOMY OCHAIIICHUIO CPEJICTBAMH OXPaHHOW CUTHAIM3AIUU U
OINICYAaThIBAHWIO MOMJICKAT apXUBOXPAHHUIINIIA 1 TTIOMCIICHUA, B KOTOPBIX
IIOCTOSTHHO WJIM BPEMCEHHO XPAHATCA apXUBHBIC JOKYMCHTEI, 4 TaAKKC
MaTCpHaJIbHBIC ICHHOCTH, aBaprIHI;Ie 1 3a1m1aCHBIC BBIXO/JbI U3 3IaHUA apXuUBa,
OCHOBHOM BXOJ| IIPX OTCYTCTBHH KPYIJIOCYTOYHOIO ITOCTA OXPAHBI.

OrneyaThIBaHUIO MOJICKAT METAJUTHUECKUE TIKadbI ¥ ceidrbl, rIe BpeMEHHO
XPaHATCA BBIAAHHBIE U3 apXWBOXPAHUIIMIL APXUBHBIE IOKYMEHTBI, YIETHBIE
JIOKYMEHTBI 1 HAyYHO-CIPABOYHBIN anmnapar, €CJIM OHU HaXOIATCS B
HEOMEeYaThIBAEMbIX TOMEIIEHUSIX.

ApXHBOXpaHWJIUIIA U IPYrUe TOMEIICHHS, TJI€ TIOCTOSIHHO WJIM BPEMEHHO
XPaHATCS apXUBHBIE IOKYMEHTHI, 000PYAYIOTCS ABEPSIMH C MOBBIIIEHHON
TEXHUYECKOM YKPETJIEHHOCThIO IPOTUB BO3MOXKHOTO B3JIOMa, OCHAIICHHBIMU
3aMKaMU TOBBIIIEHHON CEKPETHOCTH.

Bce sx3eMIuisipsl Kitoueil (3a HCKIIIOUYEHNEM OTHOCAILIUXCS K TOMEIICHUSAM, Ha
KOTOpbIE PaCHpOCTPaHSIOTCS CHEHaIbHbIE TPEOOBaHUS PEKUMaA CEKPETHOCTH)
YUUTBIBAIOTCS B )KypHaJe perucTpaiuy Kirouel K 3aMKaM IOMEIIeHHU apXuBa,
BEJICHUE KOTOPOT0 MPUKA30M PYKOBOIUTENSI apXUBa BO3JIaraeTcs Ha
OTBETCTBEHHOE JIOJDKHOCTHOE JIUII0. B ykazaHHOM KypHaye oTMe4aeTcsi, y Koro u3
pabOTHUKOB apXHBa UMEIOTCS KIIIOYH OT KaXKJI0T0 U3 IOMELIEHH, ¢ paclucKoi
paboTHUKA B MOJIyYEHUH SK3EMIUIsIpa KITF0Ya.

Ko Bcem IMOMEIICHUAM apxXrBa, OCHALICHHBIM 3aMKaMHU, JOJIXKHO OBITH HE MEHEE
ABYX KOMIIJICKTOB KJHO‘ICI‘/'I, OJHH U3 KOTOPLIX ITOCTOSHHO HAXOJIUTCA B cny>1<6e
OXpPaHbI apXHBa.

[Topsinok xpanenus kirouelt B pabouee u Hepaboyee BpeMsi, IOTYyUSHUS KIItouei B
ciyx0e OXpaHbl, CIa4M KJIIOUeH U TOMEIICHHI M0J1 OXpaHy yCTaHABIMBACTCS
UMHCTPYKIMEH 00 OXpaHHOM PEXUME apXUBa, YTBEPKICHHON B YCTAHOBJICHHOM
MOPSIKE.

ApXI/IBOXpaHI/IJ'II/IIJ_Ie B pa60qee BpEMsl, €CJIM B HEM HE pa60Ta10T COTPYAHUKH,
JOJIXKHO OBITh 3aKPbITO HaA KJIFOY. Kmroun ot APXHUBOXpaHUJIMIIIA B pa6oqee BpeMs
HaxoJdATCd y 3aBCAYIOLICTO apXUBOXPAHUJIUIIIEM WJIN JIKIA, €0 3aMCIIAOIICTO.

B APXHUBOXPAaHUIINIIC UMCIOT IIPaBO JOCTYyIIa SaBeILYIOH_[I/Iﬁ u pa6OTHI/IKI/I JaHHOI'O
APXUBOXpPaHUJIMIIA, a4 TAKKEC PYKOBOIUTCIIb apXHBa U €T0 3aMECTUTCIIN, IJIaBHBIM
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xpaautenb GoHmoB. CIHUCOK JIUI, UMEIOIIKX MIPABO JOCTYINA B ApXUBOXPAHIIIHUIIE,
0OHOBIISIEMBIH 110 MEepe HEO0OXOAUMOCTH, TOJDKEH HAXOAUTHCS Ha IMOCTY OXPAHBI.
Bce npyrue paboTHUKH apXHBa JOIMYCKAIOTCS B apXUBOXPAHWIHIIE TOJIBKO B
COIIPOBOXICHUH 3aBEAYIOLIEr0 APXUBOXPAHUIUIIEM WIH JIULA, €T0
3amentaroniero. MHele jiMna JomyCcKarTCsl B apXUBOXPAHUIIUIIE B
HCKJIFOUUTEIIBHBIX CIIY4asiX TOJIBKO I10 MUCbMEHHOMY Pa3pELICHUI0 PYKOBOICTBA
apXuBa U B CONPOBOXKJICHUM 3aBEIYIOIIETO aPXUBOXPAHWIINIIEM WU JIMIA, €r0
3aMeEILAroLIero.

BrIHOC 13 apxuBa apXUBHBIX JOKYMEHTOB, MAaTEPUAIbHBIX HEHHOCTEN U KHUT
Hay4YHO-CIIPABOYHOM OMOIMOTEKH, a TAKXKE HAYIHO-CITPABOYHOTO arapara
paspemacTCs TOJBKO 110 CIICHUAJIbHBIM ITPOITYCKaM, BbIJaBaCMbIM B
YCTaHOBJICHHOM IOPSIJTKE.

TemnepaTypHo-BJIAKHOCTHBIN peKUM

2.11.2.3. B apXxuBOXpaHWINILE apXUBHBIX IOKYMEHTOB Ha OyMa)KHOI OCHOBE,
000py/I0BaHHOM CHCTEMaMHU KOHAWLMOHUPOBAHUS BO3AyXa, OIEPHKUBACTCS
HOPMAaTUBHBIN TEMIIEPATYPHO-BIAKHOCTHBIN pexxuM: Temrieparypa 17-19°C,
OTHOCHTEbHAS BIIAYKHOCTH Bo3ayxa 50-55%.

TeMHepaTypHO-BJ'Ia)KHOCTHBIe mapaMETpel BO3ayXa IJId JOJITOBPEMEHHOT'O
XpaHCHHA ayAUOBU3YAJIIBHBIX U 3JICKTPOHHBIX JOKYMCHTOB AOJIKHBI
COOTBECTCTBOBATHE HOpMaM, IPMBCACHHBIM B Ta6J'II/H_[eI

Bun noxymenra OtHOocuTenbHas
A JOKyM Temneparypa, °C 0
BJIAKHOCTh BO31lyXa, %o

YepHO-

BETHBIE YEpHO-OEJIble = IIBETHHIE
Oelble I p

Z[OKYMGHTBI Ha KHHOIIJICHKCE:

HEC BBIIIC | HC BBIIIC

HUTPOOCHOBA +10 5 40-50 40-50
Oe3o1racHas OCHOBa Hefﬁ_)me He ?Iénue 40-50 40-50
(OTOTIOKYMEHTHI:
HE BBIIIE  HE BBIIIE
CTEKJIO +15 5 40-50 40-50
HE BBIIIE  HE BBIIIE
IUIEHKA +15 5 40-50 40-50
HE BBIIIE  HE BBIIIE
¢dorobymara +15 5 40-50 40-50
JOKYMEHTBI Ha MAarHUTHOH JIEHTE U +8- +18 45-65

JAHUCKOBBIX HOCUTCIIAX

CBeTo0BOI1 pexnm
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2.11.2.4. XpaHeHne apXUBHBIX JOKYMEHTOB OCYIIECTBIIETCS B TEMHOTE. JTO
o0ecrieynBaeTcsi XpaHEHHUEM apXUBHBIX JOKYMEHTOB B IEpEIUIeTax, Mamnkax,
KopoOKax, mKadax, Ha CTeJUIaXKax 3aKpbITOTO TUIIA, a TAKXKE COOII0ICHUEM
YCTaHOBJIEHHOTO CBETOBOI'O PEXHMMA.

OCBGHICHI/IG B apXUBOXPAHUIUIIC MOXKECT OBITh €CTECTBEHHBIM MJIU
HNCKYCCTBCHHBIM; ApXHUBHBIC JOKYMCHTBLI MOI'YT pasMeIlaTbCAd B IOMCIICHHUAX C
OKHaMH MiIx 0e3 OKOH. Pa3M€III€HI/Ie APXUBOXpaHWJIMIIA B IOMCIICHUAX 0e3 oKoH
AOITYCKACTCA IMPU HAJIMYHUU B HEM I/ICKYCCTBGHHOI\/JI WA €CTECTBEHHOM BCHTUJIALIUN
BO3JlyXa C YCTAaHOBJIIEHHOW KPAaTHOCTHIO BO3JyXO000OMEHa.

EcrecTBeHHOE OCBeleHNE B apXUBOXPAHHMIIUIIE JIOITYCKAETCS PACCESIHHBIM CBETOM
MPU yCJIOBUHU NMTPUMEHEHUS HA OKHAX CBETOPACCEHBATENCH, aBTOMAaTUYECKUX
PeryasTOpOB CBETOBOTO MOTOKA (CMENUATbHBIX CTEKO), 3aIUTHBIX (PHUIHTPOB,
YKaJTI03H, IITOP, HAHECEHHBIX Ha CTEKJIO TOKPBITUM U T.II.

JIJ1 NCKYCCTBEHHOTO OCBEIICHUS B apXUBOXPAHWINIIE PUMEHSIOTCS JTaMITbl
HaKaJMBaHUS B 3aKPBITHIX IIAQOHAX C I1aJIKON HApYKHOM MOBEPXHOCTHIO.
JlomyckaeTcsi mnpuMeHEeHHUEe JIFOMUHECHEHTHBIX JIaMII C YPE3aHHbBIM
ynbTpaduosieroBbM yuacTtkoM criektpa tumna JIb, JIXb, JITh. Yposens
OCBEILIEHHOCTH B JUana3oHe BUJUMOTO CIIEKTpa He JOJKEeH MPEeBBIIIATh: Ha
BEPTHUKAJIHHOHN MOBEPXHOCTH CTEIIaXKka Ha BeicoTe | M oT mosna - 20-50 5k, Ha
pabouunx cronax - 100 k.

3aimuTa apXUBHBIX JOKYMEHTOB OT pa3pyllaolero AeMCTBHs €CTECTBEHHOTO U
HCKYCCTBEHHOT'O CBETa OCYILLECTBIISIETCSI BO BCEX MOMEIICHUSIX apXHUBa NP JTHOOBIX
BHJIaX pabOTHI C ApXUBHBIMU JOKYMEHTAMH.

CaHUTAPpHO-TUTHEHUYECKHUI PeKUM

2.11.2.5. ApxuBoXpaHwiniia U Apyrue NOMEIICHUS apXuBa COJEPKATCA B YUCTOTE
U TIOPSAJIKE, UCKITFOYAIOIIEM BO3MOKHOCTD MOSIBJICHHSI HACEKOMBIX, IPHI3YHOB,
IJIECEHU U TBLIN.

B apxuBoxpanunuiiie npoBoAATCS CUCTeMaTHYecKas BlakHasi yOopka, He pexe
OJIHOTO pa3a B roJi 00eCTbIIIMBAHHUE MbUIECOCAMU CTeJUIaXel, mKkadoB, CpecTB
XpaHeHUs (KopoOOoK, Marok, ynakoBok). [Ipu 3TOM 1HOKONIbHBIE YaCTH CTEIIAXKEH,
TIOJIbI, IJTUHTYCHI, TOJJOKOHHUKHU MPOTHPAIOT BOJHBIMH PACTBOPAMU
AQHTHCETITUKOB.

B apxuBoxpanunuiie 3anpemniaercs npedbiBaHue B BEpXHEH 01Xk 1€, MOKPOH U
IpsI3HOM 00YBH, XpaHEHUE JTIOOBIX TOCTOPOHHUX MPEAMETOB, UCTIOIH30BAHHE
MUILIEBBIX MMPOJAYKTOB, a TAK)KE KypeHHE.

B APXHUBOXPAaHUIINIIIC obOecrieunBaeTCs CBO60)IH8_${ HUPKYJIALIUA BO3ayXa,
HCKIIIOYaromas o6pa30BaHHe HCMIPOBETPUBACMBIX 30H YCTOI\/'ILII/IBOFO
MHUKpOKJIMMaAra. He JAOITYCKACTCA PasMCIICHUC apXUBHBIX TOKYMCHTOB Ha II0JY,
IIOOJOKOHHHKAX, B Hepa306paHHBIX KHuIIax.
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OxkHa B NMOMCIICHUAX apXHBa, OTKPBIBAIOIIHECA B TCIJIOC BpEMA roaa,
3aIUIIAIOTCS CETKAMHU C JHaMETPoM siueek He 6ostee 0,5 MM. 3allUTHBIMU CETKaMU
OGOPYI[YIOTCH TAKXXC BCHTUIIAITHUOHHBIC OTBEPCTUSA B CTCHAX, IMOTOJIKAX, IMOJax
APXUBOXpaHUJIMIIA, HAPYKHBIC OTBCPCTHUA BCHTUIEIHUOHHBIX CUCTCM.

C nenpio 0OHApyXEHHUSI HACEKOMBIX U IJIECHEBBIX IPUOOB apXUBHBIE TOKYMEHTHI
(BBIOOPOYHO) W TIOMEIIEHHS APXUBOXPAHWINII JIBA pa3a B roJl (B Ha4aje U 10
OKOHYaHUHU OTOMUTEIHHOTO CE30Ha) MOABEPTAOTCS 00s3aTEIIbBHOMY
HHTOMOJIOTHYECKOMY U MUKOJIOTHYECKOMY ocMOTpy. [Tpu oOHapyxeHuu
OMOJIOTMYECKUX BpeIuTeNIel MPUHUMAIOTCS HEMEUIEHHbBIE MEpBI 110 00paboTKe
ApXMBHBIX JIOKYMEHTOB, CPEJCTB XpPAaHEHHUS, APXUBOXPAHUIIHILL.

Jlyig mpoBeieHusl CAaHUTapHO-TUTUEHNYECKUX pa0doT MJIaHUPYIOTCS CaHUTapHbIE
JTHU.

O6opynoBanue apXuBOXPAHWINIIA CPeICTBAMM XPaHEeHUS

2.11.3. ApxuBoXpaHUIHIIE 000PYAYETCS CTAIMOHAPHBIMH UITH TIEPEIBIKHBIMH
METAJUTMYECKUMU cTeuTakaMu. JlomyckaeTcs SKCIUTyaTaIs CyIIeCTBYyHOIINX
CTAIMOHAPHBIX JIEPEBSHHBIX CTEIUIAXKEH, HAXOAINXCS B HOPMAJTLHOM CaHUTapHO-
OMOJIOTHYECKOM COCTOSIHUM U 00paOOTaHHBIX OTHE3AIUTHBIMU cOcTaBamMu. B
APXMWBOXPAHIIINILE C HOPMATHBHBIM TEMIIEPATYPHO-BJIAKHOCTHBIM PEKUMOM
JOTTyCKaeTCsl IPUMEHEHUE TIePEIBIKHBIX METANIMYECKUX CTeJuaxel. B kauecTe
BCIIOMOTATEJBHOTO WK CHEHATBHOTO 000PYI0BaHUS MOTYT UCIIOJIb30BaThCS
MeTaJuTM4ecKue mKadbl, ceit(bl, MKaQbI-CTEIIaXH, a TAKKE CTAllHOHAPHBIC
OTCEKH-0OKCHI C METAITMYECKUMHU MEPETOPOAKAMH U MOJIKAMH.

KuHOo0KyMEeHTBI, pyJlIOHHBIE MUKPO(QHIBMBI XPAHSTCS B TOPU30HTAIEHOM
MOJIOKEHUH B METAINTMYECKHUX WM TIJIACTUKOBBIX KOPOOKaxX Ha CTeJla)kax TUIla
"enmouka" mMOO HA CTAIMOHAPHBIX CTeIUIaxaX. KHHOMOKYMEHTHI Ha HEroproyei
TPHUALIETaTHOM OCHOBE XPAHSATCS B HETUIOTHO 3aKPBIBAIOIIMXCS METAJUTMUECKUX
WJIM TUTACTUKOBBIX C OTBEPCTUAMU KOPOOKaX ISl MPeIOTBPAILICHHUS CKATUTMBAHUS
BHYTPHU KOPOOKHU MapOB YKCYCHOM KHCIIOTBI, BBICISIEMbIX OCHOBOW KMHOIUICHKH.

BI/I,HCOI[OKYMGHTBI XpaHATCA B BEPTUKAJIbHOM IIO0JIOKECHHUHA B 33BOI[CKOI>1 YIIAaKOBK€E.

He nomyckaercsi XxpaHeHHE apXUBHBIX JIOKYMEHTOB Ha HOCHTEISIX ¢ MATHUTHBIM
pabounm ciioeM Ha peppOMarHUTHBIX METALTMYECKUX CTEIIAXKAX; CTAIbHBIC
CTEJUIaXKH MOTYT OBITh MCIOJIb30BAHbI B HCKIFOUUTEIIBHBIX CIy4asiX, TOJIBKO MPU
YCJIOBHH Pa3MarHUYMBAHUS U 3aMbIKaHUSI KOHTYPOB CTeJUIaXxka (COeAMHEHUE
METAJUIMYECKHUX YacTel CTeJlIaxa MIEKTPOIIPOBOJIOM U HX 3 (HeKTUBHOE
3a3eMJICHHE).

B apxuBOXpaHWINIIE C €CTECTBEHHBIM OCBELICHUEM CTEIIaXH U IIKa(bI
OTKPBITOTO THIA YCTAHABJIMBAIOTCS MEPIEHIUKYISIPHO CTEHAM C OKOHHBIMU
npoemamiu. B apxuBoxpanuimie 0e3 OKOH CTeIaXKU U IKa(pbl yCTaHABIUBAIOTCS
C Y4E€TOM 0COOEHHOCTEH MoMeNeHHsl, KOHCTPYKIIMH 000pYI0BaHUS U HOPM €T
pa3mereHus. He nomyckaercst pa3MmenieHue cremuiaxei, mkados 1 Apyroro
000pyIOBaHUS AJIS XPAaHEHUs ApXUBHBIX IOKYMEHTOB BIUIOTHYIO K HAapYKHBIM
CTE€HaM 3/IaHUS M K HCTOYHHUKAM TerIa.
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CTaHI/IOHapHBIe CTCJIJIAXKHU U H_IKa(be YCTaHAaBJIMBAKOTCA B ApXUBOXPAHUJIUIIAX C
COOIIIOJICHUEM CIICAYIOIIUX HOPM:

paccTosiHue MEXIY psiiaMu cTesuiaxei (riaBHbii npoxon) - 120 cwm;
paccrosinue (IIpox0/1) MEXAY CTeIIakaMu - 75 cM;

paccToOsiHUE MEKy HApYKHOUM CTEHOM 3/1aHUS U CTEJUIaKaMH,
MapauieIbHBIMU CTEHE - 75 CM;

paccTOsIHHE MEXTy CTEHOUW M TOPIIOM CTeJUIaxka uiH mkada (ooxoxn) - 45
cM;

paccTosiHUE MEX/1y MTOJIOM M HUKHEN NOJIKO# creriaxa (1kada) - He
MeHee 15 cM, B IOKOJIBHBIX dTakax - He MeHee 30 cMm.

Paccrosaus (mpoxosr) yist 000pyI0BaHMS! C BBIIB)KHBIMU SITAKAMHU
PaCCUYUTHIBAIOTCS 0 CHEIUATBHBIM HOPMaM C YIETOM THUIIOpa3Mepa
000pyI0BaHUA.

ApXUBHBIE TOKYMEHTHI Ha OyMa)KHOM OCHOBE pa3MelIaoTCs Ha cTeiaxax, B
METATNIMYECKUX I_HKaCbaX TOPU3OHTAJIBHO HUJIM BEPTUKAJIBHO B K0p061<ax HIIN
JPYTrUX MEpBUYHBIX CPEACTBAX XpaHEeHUs (Mankax, Qymispax U T.IL.).

Kaxxnas emuHuia XxpaHeHHs ayTHOBU3YaTbHOTO WM SJIEKTPOHHOTO JIOKYMEHTA
YKJIaJIbIBA€TCSl B HETEPMETUYHYIO MHAMBUAYAIBbHYIO YIIaKOBKY. [Ipu 3TOM 10 KHO
OBITH UCKJIIOYEHO CBOOOIHOE MEpEMEIICHUE apXUBHOTO TIOKyMEHTa BHYTPU
YIIaKOBKHU.

Opranu3anusi XpaHeHusl APXUBHBIX IOKYMEHTOB B apXHBOXPAHUJIUIIE

2.11.4. Opranuzanus XpaHEHUsI apXUBHBIX JIOKYMEHTOB B apXWBOXPaHUJIUILIE -
CHCTEeMa MEPOTIPUSATHIL, BKIIIOUAIOIIAs PallMOHAIEHOE pPa3MeIlleHUE apXUBHBIX
JOKYMEHTOB, KOHTPOJIb 32 UX ABM)KCHUEM U (PU3UYECKUM COCTOSIHUEM,
KOIHMPOBAHHE apXUBHBIX JOKYMEHTOB C LIEIbI0 CO3/IaHUsS CTPaxoBoro (GoHaa u
(hoH/a M0JIb30BaHUS, BOCCTAHOBJICHHE (PeCcTaBpallio) MepBOHAYAIbHBIX WIH
ONMU3KUX K MEPBOHAYAIBHBIM CBOMCTB U BHEIIHUX IPU3HAKOB apXUBHBIX
JOKYMEHTOB, MOABEPTIINXCS IOBPEXKICHUIO 100 pa3pyIIeHHIO.

OO0mue TpedoBaHUs K Pa3MeELICHUIO APXUBHBIX JOKYMEHTOB

2.11.4.1. ApxuBHBIE JOKYMEHTHI B apXUBOXPAHWINIIE PACIIOJIAratoTCsl B MOPSIKE,
o0ecreynBaroIeM UX KOMIIEKCHbIE YUET U XpaHEeHHUE, a TaKkKe ONepaTHUBHbIN
IIOUCK.

ITopsinok pacnoyoxkeHust apXUBHBIX (DOHJIOB B apXHMBE ONPEAEISIETCS TIAHOM
(cxeMoit) UX pa3MelleHus, yTBEPKIaeMbIM pyKoBoauTeneM apxuBa. [lnan (cxema)
IpeaycMaTpUBAET paciipe/ielieHue apXUBHBIX (DOHIOB 10 apXWBOXPAHWIHILLY, C



yKa3aHUEeM IPU HEOOXOIMMOCTH UX HOMEPOB M0 KaXKJAOMY CTEIIAKy
apxuBoxpanwiunia. [1nan (cxema) HaX0UTCS B MOAPA3ACICHUH,
OCYIIECTBIISIONIEM YYET JOKYMEHTOB apXHBa, WK Y paOOTHHKA, OTBETCTBEHHOTO
3a y4eT, a COOTBETCTBYIOIIME €r0 pa3/elibl - B apXUBOXPAaHWINILE.

Pasmemenue APXUBHBLIX TOKYMEHTOB 000c00JICHHOT 0 XpaHCHUSA

2.11.4.1.1. O6oco6neHHOMY XpaHEHHIO MOIJICKAT CIETYIONINE apXUBHBIC
JOKYMEHTBI: CEKPETHBIC; YHUKAIbHbIC, UMEIOIINE B O(hOPMIICHUHN HITH
MIPWJIOKEHUN K HUM JIparolieHHble METaJIJIbl U KAMHU; HA HUTPOOCHOBE;
MOpaK€HHbIE OMOJIOrMUYECKUMHU BPEAUTENSIMU; TIEpEIaHHbIe 110 JOTOBOPY Ha
XpaHEHHE B apXUB U HE OTHECEHHBIE K cocTaBy ApxuBHOTro oHma Poccuiickoit
denepanuu.

Mecto PACIIOJIOKCHHMA U IJI0I[ab, BbLACIACMA JJI pa3MCIICHUS apXHUBHBIX
JOKYMCHTOB 000Cc00ICHHOTO XpaHCHUsA, OIPEACTIAIOTCA apXUBOM, UCXOOA U3
PCATBbHBIX BO3MOXKHOCTEH U MNEPCICKTUBHBIX 00BEMOB KOMIIEKTOBAHHS apxuvBa.

PaSMeHleHI/Ie CCKPCTHBIX apXHUBHBIX JOKYMCHTOB OCYIICCTBIIACTCA B COOTBCTCTBUU
C Tpe6OBaHI/I5IMI/I HOPMATUBHBIX JOKYMCHTOB I10 o0ecrneueHuro pexumMa
cekpetHocTH B Pocculickoit dexneparumu.

BpemenHOe COBMECTHOE XpaHEHHE CEKPETHBIX M PACCEKPEUCHHBIX JIeT B
apXMBOXPAHWIUIIE CEKPETHBIX apXUBHBIX TOKYMEHTOB JIOIYCKAETCs B
UCKITIOYUTENBHBIX CIIydasX MPU OTCYTCTBHH CBOOOHBIX IUIOIIAJCH [Tt
pa3MenIeHs] pacCEeKPEUEHHBIX JIeI.

YHuKanabHble JOKYMEHTHI U apXUBHbIE JOKYMEHTHI, UMEIONINE B 0(QOPMICHUH WU
MIPUJIOKEHUH K HUM JIparolieHHble MEeTalIbl U KaMHU, U3bIMAIOTCS U3 COCTaBa
apXUBHBIX (OHMIOB U MojuIexaT ceripoBomy xpaHeHuto. Ha Mecto usbaroro
apXUBHOTO JIOKYMEHTa BKJIaJIbIBACTCS KapTa-3aMEeCTUTENb U, P HEOOXOAUMOCTH,
KOIIHS apXUBHOTO JIOKYMEHTA.

AyIMOBU3YaIbHBIC U 3JICKTPOHHBIC TOKYMEHTBI XPAHSITCS B 000COOJICHHBIX
MMOMEIIEHUSAX B 3aBUCUMOCTH OT HOPMATHBHBIX PEKMUMOB XPaHEHUS JUISI MX
HOCHUTEJIEH.

B onHOM apXuBOXpaHHUIKIIE MOTYT pa3MeniaThCsl apXUBHBIE JOKYMEHTHI Pa3HOTO
BHJIa, HO TPEOYIOILIUE OJIMHAKOBBIX PEKUMOB XpaHEeHUs (Hanmpumep, apXuBHbIC

JOKYMEHTBI Ha MATHUTHBIX JICHTAX U IUCKOBBIX HOCUTENSIX C MATHUTHBIM CJIOEM;
apXUBHBIE TOKYMEHTHI Ha KUHOIUJICHKE U MUKPO(GOPMBI U Ap.).

Pasmenrenue ¢pona mojib30BaHusA

2.11.4.1.2. ®onA noab30BAHMS PA3MEIIAECTCS B 3aBUCUMOCTH OT BUJA HOCUTES
KOIIH.

Komnuu ¢onna nons3oBanus Ha OyMaxHO# OCHOBE (B TOM uuciie POTOKOMHH), KaK
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MPABUJIIO, XPAHATCS BMECTE C MOUTMHHBIMU apXUBHBIMH JJOKYMEHTaMH Ha
OyMa)KHOM OCHOBE Ha OTAEIBHBIX CTEIUIaXKaX MM B MIKadaxX B MOPSAKE HOMEPOB
apXMUBHBIX (POHJIOB U JIEI.

Konuu onna monp30BaHus Ha TUIEHOYHOH OCHOBE pa3MEIIAlOTCs B
apXMBOXpaHWJIMIIAX C HOPMATUBHBIMHU Ul HUX PEKMMAMM XpaHEHUS.

B kax w1 O10KC BKJIAABIBACTCA OTPE30K IJICHKH, HA KOTOPOM OTCHATO OAHO ACIIO
WM €TO YacTh. B MOPAAKE UCKIIOUCHUA ITPpH HEOOJIBIIIOM 00bEME J¢cj1a B OJHOM
OTPE3KE MOKCET HAXOJUTHCA HE Oonee TPEX CKOIMUPOBAHHBIX ACII.

Pa3memenue YUYE€THBIX JOKYMECHTOB

2.11.4.1.3. OcHoBHbIE (00513aTENbHBIE) U BCTIOMOTATENbHbIE YUETHBIE JOKYMEHTHI
apxuBa (cM. 1. 3.4.) pa3melarTcs B M30JIMPOBAHHOM OMEUIEHUH WU paboyemM
MOMeNIeHNH pPabOTHUKA(OB), OTBETCTBEHHOTO(BIX) 32 YUET JOKYMEHTOB apXHBa.

OCHOBHBIE U BCITOMOTaTeIbLHEIC YUYCTHBIC TOKYMCHTBI apXUBOXPaHHUIINIIIA
pa3MeNIarTCsl B apXUBOXPAHMIIHIIE UK B pab0YeM MOMEIICHIUH paOOTHIKOB
aApXUBOXPAHMIIUIIA.

OTBETCTBEHHBIMH 32 COXPAHHOCTH M MCITIOJI30BAHNE YUETHBIX IOKYMEHTOB
SIBJISIFOTCSI pAOOTHUKH, OCYIIIECTBIISIFOIINE UX BEJICHHE B COOTBETCTBYIOIIEM
CTPYKTYPHOM TOJpa3/AeJICHUH U M0 apXUBY B IEJIOM.

[epBBIe SK3eMILISPBI OTIHCEH J1e), JOKYMEHTOB Pa3MeNatoTcs B H30JIMPOBAHHOM
MTOMEIIEHUHU WM pabodeM MoMenieHnr paboTHHUKA(0B), OTBETCTBEHHOTO(BIX) 32
y4eT JOKYMEHTOB apXHBa, C 00s13aTeIbHBIM COOTIOICHUEM PEKUMOB XpaHCHHUS,
YCTaHOBJICHHBIX ISl TIOJUTMHHBIX apXUBHBIX JOKYMEHTOB Ha OYMa)KHOU OCHOBE.

BTOpHe OK3CMILIAPbI omnucen A€, AIOKYMCHTOB pasMC€IIAlOTCA B I/ISOJIHpOBaHHOﬁ
30HC apXMBOXpPaHUJIUIIIA Ha CTCJIJIAXKE UJIU B H_IKa(by

TpeTBI/I OK3CMILIAPBI omucen A€, JOKYMCHTOB pasMCUIAIOTCA B YUTAJIBHOM 3aJIC.

IHopsaok HyMepauuu MOMeIEHUI apXuBa, cTe/lIakeil, IKadoB, M0JIOK.
Benenue Tonorpaguyecknx ykaszaresei

2.11.4.2. Bce noMeleHus apxuBa (3/1aHus, 3TaXH, IPYChl, ApXUBOXPAHUIIHIILA,
KOMHATBI), a TAKXKe CTEIJIaXH, Ceidbl, Kabl U TOJTKA HyMEPYIOTCS.

B kax/10M 0T/1€IbHOM MOMEIEHUH CTEJUIXH U IKa(bl HyMEpYIOTCS
CaMOCTOSITEJIBHO CJIeBa HampaBo oT BxoJa. [loku Ha cremiaxax u B mkadax
HYMEPYIOTCSI CBEPXY BHHU3 CJIEBA HAIIPABO.

B nensax 3aKPpCIICHUA MCCTAa XpaHCHHUS U ITIOMCKAa apXUBHBIX JOKYMCHTOB B
APXHUBOXPAaHUIINIIC COCTABIISIFOTCA HO(l)OH)IOBBIe M MMOCTCIIJIAXXKHBIC
Tonorpa(bnqecxne YKa3aTcIiu. TOHOI’pa(I)I/I‘-ICCKI/IC YKa3zaTejii COCTABIISIFOTCA B
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KapTOYHOU WJIM JTUCTOBOU (pOpME B HEOOXOIMMOM KOJIMYECTBE IK3EMILISPOB.

Kaprouka nogoH10Boro Tonorpauueckoro yka3areis COCTaBIseTCS OTASIBHO Ha
KaX/IbIi1 apXUBHBINA (POHJ; STH KAPTOUYKH PACIIONAraloTCsl B OPSIKE HOMEPOB
apxuBHbBIX (oHI0B. KapTouka nocremia)kHOTo Tonorpaduueckoro ykasares
COCTaBJIICTCS Ha KaXK/IbIH CTEJIAX; 3T KaPTOUYKHU PACIOJIaratoTcs 1o NOPsSAKY
HOMEPOB CTEJUIAXKEN B IIpeiesiaX OTAEIbHOr0 noMeleHus. OUH 9K3eMIUIIp
TOTIOTpagUUECKUX yKa3aTeleld XpaHUTCsl y pabOTHHKA(OB), OTBETCTBEHHOTO(BIX)
3a y4eT JOKYMEHTOB apXHBa, BTOPOH - B ApXUBOXPaHUIIMILE.

Benenue Tomorpagudeckux ykasaTelel MOKET OCYIIEeCTBISATLCS Ha OyMaKHOM
HOCHTEJIE WJIK B aBTOMATU3UPOBAHHOM PEXXUME B COOTBETCTBUH C
YCTaHOBJIEHHBIMU PEKBU3UTAMH.

W3meHeHus B pa3MeIeHNH apXUBHbBIX JOKYMEHTOB CBOEBPEMEHHO OTPAXKAIOTCSI BO
BCEX DK3EMILIApaxX TONOrpauuIecKrux yKa3aTeleil, a TakKe B IUIaHe (CXeMe)
pa3MenieHus apXUBHbBIX (POHIOB.

Od¢opmiteHne APJBIKOB HA IEPBUYHBIX CPEACTBAX XPAHEHHUS apXUBHBIX
AOKYMEHTOB

2.11.4.3. Kaxxgoe nepBUYHOE CPEICTBO XPAHEHUSI APXUBHBIX TOKYMEHTOB
(kopoOka, marnka ¥ T.11.) CHaOXKaeTcs APIBIKOM, Ha KOTOPOM YKa3bIBAFOTCS
Ha3BaHUE U HOMEP apXMBHOTO ()OHIA, a TAKKE HOMEP OIUCH JIe]l, IOKYMEHTOB,
HOMeEpa €JMHULL XPAHEHUs], HAXOAALIUXCS B KOPOOKE.

Haanucu Ha sipribIkax UCMOJIHAIOTCS TUIOTPAPCKUM CIIOCOOOM, TYIIBIO HITH
CrHelMaIbHBIMU YE€PHBIMU BOJIOCTOMKUMHU YepHUIaMu. Jlomyckaercs
WCIOJIb30BAHKE MITAMIIOB U IPYTMX aHAJIOTUYHBIX CPE/CTB.

IIpoBepka HAIM4YMSA M COCTOSIHUS APXHUBHBIX JOKYMEHTOB M OPraHU3al U
PO3bIcKA HEOOHAPYKEHHBIX JOKYMEHTOB

2.11.5. [IpoBepka HaIM4MS U COCTOSHUSI APXUBHBIX JIOKYMEHTOB MPOBOJIUTCS B
LEeNsIX YCTaHOBJICHHS (PAKTHUECKOTO HAIMYUS HAXOAAIIUXCSA Ha XPaHCHUH
APXUBHBIX JOKYMEHTOB U BBISIBIICHHS OTCYTCTBYIOIINX apXUBHBIX JOKYMEHTOB IS
OpraHMU3aIiK UX PO3bICKA; BHISABIICHUS U YCTPAHEHUS HEAOCTATKOB B yUeTe
apXUBHBIX TOKYMEHTOB; BBISIBIICHUS M Y4€Ta apXUBHBIX JOKYMEHTOB, TPEOYIOIINX
pecTaBpallMOHHON, KOHCEPBALIMOHHO-MTPO(PUTAKTUIECKON U TEXHUYECKOU
00paboTKH.

HpOBepKI/I HaJIMYHUA U COCTOSAHUA apXUBHBIX JOKYMCHTOB ITPOBOAATCA B IIJIAHOBOM
NOpsAAKE, a4 TAKIKE CANHOBPEMECHHO (BHCO‘ICpCZ{HLIC).

B rocynapctBeHHOM apxuBe, My3ee, Onbanoreke, apxuse Poccuiickoii akagemMun
HayK IJIaHOBAs [IUKINYHAS IPOBEPKA HAIMYMS U COCTOSIHUS TPOBOAUTCS:

YHUKAJIbHBIX JOKYMCHTOB - CIXKCI'OHO;
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0c000 IIEHHBIX IOKYMEHTOB Ha OyMa)KHOUM OCHOBE - oauH pa3 B 10 yet (B
roCyIapCTBEHHOU OMOTMOTEKE - OJIMH pa3 B 5 JieT);

ayIMOBU3YaJIbHBIX U 3JIEKTPOHHBIX JOKYMEHTOB - OJIMH Pa3 B 5 JIET;
KMHOJJOKYMEHTOB Ha HUTPOOCHOBE - OJIUH pa3 B 2 roja.

]_II/IKJH/I‘-IHOCTI) IMPOBCPKU HATTNYMA OCTAJIbHBIX apXHUBHBIX JOKYMCHTOB
OTIPEIICIIICTCS. HA OCHOBAHHH PEIICHUS YKCIIEPTHO-METOIMYCCKONH KOMUCCHH (MITH
JPYroro COBEMIATSIIFHOTO OPraHa) apXuBa B 3aBUCHMOCTH OT HHTEHCUBHOCTH
HCII0JIb30BAaHUA U COCTOAHUA YUCTA APpXHUBHBIX JOKYMCHTOB, HO HC MCHCC OJTHOT'O
pasa B 25 ner (B rocyaapcTBeHHOM OUOIMOTEKE - OJIMH pa3 B 15 ner).

[IpoBepka HAIMUMA U COCTOSIHUSL CEKPETHBIX APXUBHBIX IOKYMEHTOB
OCYILECTBIISETCS B MOPSAJIKE, YCTAHOBIECHHOM JUIsl CEKPETHBIX aPXUBHBIX
JIOKYMEHTOB.

B mynununansHOM apxuBe, My3ee, OMOIMOTEKe, MIaHOBAsI LIMKJIMYHAs! TPOBEPKa
HaJIM4us apXUBHBIX JOKYMEHTOB npoBoautcs 1 pa3 B 10 ner.

B cnyyae ctuxuitHbix OeACTBHI, MacCOBBIX IEPEMEIICHUH U JPYTrUX
00CTOSITENBCTB, B PE3YJIbTaTe KOTOPBIX MOTYT ObITh YTpadeHbl UIH MOBPEKICHBI
apXUBHBIEC JOKYMEHTBI, a TAK)KE ITPU CMEHE 3aBEAYIOIINX APXUBOXPAHUIUIIAMU
IIPOBOJIUTCS BHEOUEPEAHAS €IMHOBPEMEHHAS IIPOBEPKA HAJTUYMS U COCTOSHUSA
BCEX JIOKYMEHTOB apXMBa WM UX OTIENbHbIX YacTel (Tpymm).

B Hayanie npoBepKy HAMUYHUS U COCTOSIHUS apXUBHBIX JOKYMEHTOB IPOBOIUTCS
BBIBEPA YUETHBIX JJOKYMEHTOB, KOTOpPask BKIIIOYAET: YCTAHOBIJIEHNUE TTOJTHOTHI
YUYETHBIX TOKYMEHTOB Ha IpOBepsieMble apXUBHBIE (DOHIBI M ApXHUBHbBIE
JOKYMEHTBI, CBEPKY UX COMOCTaBUMBIX IOKa3aTelNeil, yTOUHeHHe MopsiiKa
HyMepaluH eIMHULl XpaHEHHs 110 OTHUCH e, JOKYMEHTOB (KHUTE y4yeTa U
OTIMCaHHA) U MPOBEPKY MPABUILHOCTH COCTABIIEHUSI UX UTOTOBBIX 3aITUCEH.
BriBepka yyeTHON JOKYMEHTAIMH U ITPOBEPKA €€ HATMUUSI MOKET TPOBOJAUTHCS U
KaK CaMOCTOSITENIbHBIN BUJT PaOOTHI.

HpOBepKy HaJIN4YUA U COCTOAHUA apXUBHBIX JOKYMCHTOB B I'OCyA1apCTBEHHOM
APXUBEC ITPOBOAAT, KaK IIPpaBUJIO, IBA pa6OTHI/IKa.

[Ipu npoBepke HANMUYXA SUHUI] XPaHEHUS, ApXUBHBIE JOKYMEHTBI KOTOPBIX
YUYTEHBI 110 BHYTPEHHUM OIIUCSM, IPOBOIUTCS CBEPKA HAIUYHS apXUBHBIX
JOKYMEHTOB C BHYTPEHHEH OMHCHIO, a TAKXKE CBEpKa HAIMYUS JIUCTOB B €AMHULIAX
XpaHEHU s, MOJUIekKAIINX XPAHEHUIO B HECOPOIIIOPOBaHHOM (0€3 MOIIIUBKH) BUIE.
Equnauib! XpaHeHHs ¢ yHUKATbHBIME IOKYMEHTaMU 00s3aTeIbHO MTPOBEPSIOTCS
MOJIUCTHO.

ApXI/IBHLIC JOKYMCHTBI, BBITAHHLIC B YHUTaJIbHBIN 311 U pa6oqI/Ie IIOMCIICHU A
apXuBa, IIPOBCPAIOTCS HaA 06IJ_II/IX OCHOBAHHUAX, UX H_II/I(I)pLI YCTaHAaBJIMBAKOTCA 110
KapTaM-3aMCCTUTCIIIM U KHUT'aM BbIJIa4YU APXUBHBIX JOKYMCHTOB U3
APXUBOXpPAaHWUJINII. ApXI/IBHBIe JOKYMCHTBI, BBITAHHBIC BO BPEMCHHOC
MOJIb30BAHUEC, TPOBEPAOTCA 110 KHUI'aM U dKTaM BbIAa4U U CHUTAIOTCA
HUMCIOIITUMHCA B HAJIMYHUH.
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[Ipu npoBepke HaMUUKA U COCTOSIHUS ApXUBHBIX JOKYMEHTOB HEOOXOAUMO:

COXPAaHATH MOPAAOK PACIIOJIOKCHUA apXUBHBIX JOKYMCHTOB Ha CTCIIAXKaX
" B IICPBUYHBIX CPCACTBAX XPAHCHU,

MIOAKJIaJbIBaTh HA CBOM MeCTa OOHAPYKEHHBIE BO BpEMS IIPOBEPKU
HCIIPaBHUJIbHO IMOJJIOKCHHBIC CIUMHHUIBLI XPAHCHUA JAHHOTO apXUBHOI'O
donma;

M3BIMATh U3 TPOBEPSAEMOTO apXUBHOTO (PoH/IA (KOMIUIEKCA apXUBHBIX
JOKYMEHTOB) U [E€pelaBaTh XPAaHUTEIIO HEPABUIILHO M0/I0KEHHbIE
€IMHUIIBI XPAHEHUS IPYTUX apXUBHBIX (DOHIOB;

H3bIMATb CAVMHUIBI XpaHCHUA, 3apaKCHHBIC TIJICCCHBIO WJIH APYTUMU
OMOJIOTHYECKUMH BpCOAUTCIIAMU, JJIA H€M€IU'I€HHOI71 UX U30JIAINN,

M3bIMaTh €IMHULIBI XpaHEHUS, HE BHECEHHBIE B OMMCH JI€J1, JIOKYMEHTOB
(KHUTY y4yeTa U OIHMCaHMsI), M IOMEIIAaTh X B KOHEI apXUBHOTO (OHIa
(KomIIeKca apXUBHBIX JOKYMEHTOB) JUIsl TOcienytomeid o0paboTku 1
OTIHMCAHUS B CPOKH, YCTAHOBJICHHBIE PYKOBOJICTBOM apXHBa.

B X0J€ NPOBEPKU HAIIUYHA U COCTOAHUA apXUBHBIX JOKYMCHTOB HE JOIMYCKACTCA:

BHOCHTE B OIIMCH JCJI, JOKYMCHTOB (KHI/IFy yuc€Tra 1 OHI/IC&HI/H{) HCYUYTCHHBIC
CANMHUIBI XPAHCHUSA,

JieNaTh Kakue-a1u00 MOMEThI, UCIIPAaBJICHUS WM 3allUCH B OTHCSX /e,
JOKYMEHTOB M IPYTUX YYETHBIX JOKYMEHTaX.

Pe3ynbTarhl NpoBEpKU HATUYMSI U COCTOSTHUSL apXUBHBIX IOKYMEHTOB U
oOHapy)XeHHBIE B €€ X0/1€ HeJOCTaTKU (UKCUPYIOTCA B JIMCTE MPOBEPKU HATHUUS
U COCTOSTHUS apXUBHBIX IOKYMEHTOB U B aKT€ IIPOBEPKU HAIMYHS U COCTOSHUS
apXUBHBIX JOKYMEHTOB.

JIuct npoBepKU HAJIUYUS U COCTOSIHUSI ApXUBHBIX JJOKYMEHTOB COCTaBJISETCS
HEMOCPEJCTBEHHO B XOJI€ MMPOBEPKHU, KaK MMPaBUIIO, HA KaXKIyIO0 OMUCH JIe,
JOKYMEHTOB OTJeNbHO. [Ipu npoBepke HEOOIBIINX 10 00bEMY apXUBHBIX (DOHIOB
JOITYCKAeTCsl COCTaBJICHHE OHOTO JIMCTAa IPOBEPKU HA BCE OTIUCH JIEI,
JOKYMEHTOB. B cityuae oOHapyXeHUs B X0Ji€ TPOBEPKHU HAIMYHS H COCTOSHUS
apXMBHBIX JOKYMEHTOB HEJJOCTATKOB, HE MPEAYCMOTPEHHBIX rpadamMu JIMCTa
MIPOBEPKHU, a TAKXKE MPH MOJIUCTHOM MPOBEPKE JEIl, B JIUCT BBOAIATCS YTOUHEHUS U
JIOTIOTHUTEJIbHBIE PEKBU3UTHI. JINCTHI MPOBEPKH HYMEPYIOTCS B BaJJOBOM HOPSIKE
B IIpe/iesiax apXUBHOTO (OH/IA IO KaXKIOW MPOBEPKE U MOAMUCHIBAIOTCS
WCTIIOJIHUTEISIMH.

Ha ocHoBaHuu nucTta (JIMCTOB) MPOBEPKH COCTABIISIETCS aKT MPOBEPKU HATUYUS U
COCTOSIHUSI apXUBHBIX TOKYyMEHTOB. OZTHOBPEMEHHO C aKTOM ITPOBEPKH HATUYHS U
COCTOSIHUSI apXUBHBIX JIOKYMEHTOB ITPU HEOOXOIUMOCTH COCTABIISIOTCS aKT O
TEXHUUYECKUX OIINOKaX B YUETHBIX JOKYMEHTAaX; aKT 00 0OHapyXeHUH apXUBHBIX
JIOKYMEHTOB; aKT O HEUCIPAaBUMBIX MOBPEXJICHUIX TIOKYyMEHTOB (TpuiioskeHue Ne
1) u npyrue axThl.
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I1o oxoHuanun IMPOBCPKH HAJIMYNA U COCTOAHUSA apXUBHBIX JOKYMCHTOB B KOHIIC
OIIMCHU ACJI, AOKYMCHTOB (KHI/II‘I/I yde€Tta u OHHC&HI/ISI) MMPOCTABJIACTCA IITAMIL
"mpoBepeHo", Aara, JOJKHOCTh M MOJIMUCH JUIA, IPOU3BOIMBILIETO MMPOBEPKY.

B cnydae oOHapy>keHUsI B UTOTOBOM 3aITMCH OTIUCH JIEJT, JOKYMEHTOB (KHHUTH y4eTa
1 ONMCAHUA) HEYYTEHHBIX JIMTEPHBIX U MPOIYLIEHHBIX OPSIKOBBIX HOMEPOB,
BI)I6I)IBHII/IX B COOTBCTCTBHHU C YCTAHOBJICHHBIM IMOPAAKOM CAWHUILL XPaHCHU,
UTOrOBAasl 3allUCh IIEPECOCTABIISAETCS.

Ha Bce orcyrcTByromue B X01€ IPOBEPKU HAIMYUSA U COCTOSTHUS apXUBHBIX
JOKYMEHTOB €AVHUIBI XPAHEHUS COCTABJISIIOTCS KAPTOYKHU ydeTa
HeoOHapyKEHHBIX apXUBHBIX JIOKYMEHTOB. BeZieHne kapToTekn HeoOHapyKEHHBIX
apXMBHBIX JIOKYMEHTOB OCYIIECTBIIETCS EHTPAIM30BaHHO HA OyMaKHOM
HOCHUTEJIE WIA B aBTOMATU3UPOBAHHOM PEXUME B COOTBETCTBUH C PEKBU3UTAMHU
KapTOUKH yyeTa HEOOHApyKEHHBIX apXUBHBIX JOKYMEHTOB.

Pesynbrarhl mpoBepku GU3MUECKOTO COCTOSTHUS APXUBHBIX JIOKYMEHTOB 3aHOCSITCS
B KapTOTEKy (KHUTY) yueTa PU3nIecKoro (TEXHUYECKOTO) COCTOSIHUS apXUBHBIX
JIOKYMEHTOB.

[IpoBepka HamMuKs U COCTOSTHUS APXUBHBIX JOKYMEHTOB CUMTAETCS 3aBEPLIEHHOU
IIOCJIE BHECEHUS N3MEHEHUH BO BCE YUETHBIE JIOKYMEHTHI.

Ilocne IMPOBEPKH HATTUYNA U COCTOAHUA apXUBHBIX TOKYMCHTOB KOpO6KI/I C
APXWBHBIMU JOKYMCHTAMH OIICYAaTbIBAIOTCH.

Po3bIcK apXUBHBIX JOKYMEHTOB, HE OOHAPYKEHHBIX B X0OJI€ MPOBEPKH HATUYUS U
COCTOSIHUSI, OPraHU3YeTCS C MOMEHTA BBISIBJICHUS UX OTCYTCTBUS, U IPOBOJIUTCS B
TE€UYEHHE OJHOTO I'0Jia KaK HETIOCPEICTBEHHO B apXUBE, TaK U B IPYTHX
opranu3zanusax. PykoBoJICTBO apXxuBa BIpaBe MPOJTUTH CPOK PO3bICKA HA
OCHOBAHUU JIOKJIQJHOM 3aIIUCKU PYKOBOJUTENSI COOTBETCTBYIOIIETO CTPYKTYPHOTO
Mopa3/IeNIeHNs apXuBa.

ApXUBHBIE TOKYMEHTbI, 0OHapY>KEHHBIE B X0OJI€ PO3bICKA, IEPEAAIOTCA XPAHUTEIIO,
KOTOPBIN MOJKIAABIBACT UX Ha MecTo. B nucte mposepku B rpade "[Ipumeyanue"
B KapTOTEKEe HEOOHAPYKEHHBIX APXUBHBIX TOKYMEHTOB JIEJIaeTCsl OTMETKa 00
00Hapy>KeHUH apXUBHBIX JJOKYMEHTOB, KOTOPAs 3aBEPSAETCS MOIMUCKIO
3aBEeAYIOIIEr0 apXUBOXPAHUIUIIEM (MYHUIIUIIAIBHBIM apXUBOM).

ApXI/IBHLIC JOKYMCHTBI, ITIPUYIUHBI OTCYTCTBHA KOTOPBIX IMOATBCPKACHBI
JAOKYMCHTAJIBbHO, CHUMAIOTCA C Y4€Ta B YCTAHOBJICHHOM HOPAAKE.

Ha apxuBHBIE JOKYMEHTBI, HE OOHAPYKEHHBIE B X0/1€ PO3bICKA, COCTABIIAETCS aKT
0 HEOOHapyXEHUU JOKYMEHTOB, ITyTH PO3bICKAa KOTOPBIX UCUEPIIaHbI
(mpunoxenue Ne2), u moapoOHast cripaBKa 0 MPOBEAECHUHU PO3bICKA, KOTOPHIE
BMECTE C aKTOM ITPOBEPKH HAJIMUMS U COCTOSIHUS apXUBHBIX JOKYMEHTOB
IIPEICTABIISIOTCS B BBILIECTOSIIIUN YITOJHOMOYEHHBIN OPraH UCIOJHUTEIBHON
BJIACTHU B cpepe apXUBHOTO JieJia JUIsl IPUHATUS OKOHYATENIBHOTO PEIICHUS O
CHATHH C yueTa TaKUX apXUBHBIX JOKYMEHTOB.

Pemienne o cHATHH APXHUBHBIX JOKYMCHTOB C YUCTa O(bOpMJIHeTCH IMpUKa3oM
PYKOBOIUTECIIA apXHBa HA OCHOBAHHUU ITUCBMCHHOTI'O pa3pCIICHUA
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COOTBETCTBYIOLIETO YIIOJTHOMOYEHHOTO OpraHa UCIIOJHUTEILHOM BIIaCTH B cdepe
apXUBHOTO JieNa.

CusiTe ¢ yuera 1oKkyMeHTOB ApxuBHoro ¢onna Poccuiickoit @enepanum,
OJTHOBPEMEHHO BXOJAIIUX B cocTaB MyseitHoro ¢onna Poccuiickoit @enepanum,
OCYILIECTBJISIETCS B COOTBETCTBUM C HacToAMMu [IpaBuinamu u nopsjikom,
YCTaHOBJICHHBIM CIIEIIHAIFHO YIOJIHOMOYEHHBIM (heaeparbHbIM OpraHOM
WCIIOJIHUTENIBHOM BitacTu st My3selinoro ¢onna Poccuiickoit denepammm.

CusiTe ¢ yuera 1oKyMeHTOB ApxuBHOro ¢onna Poccuiickoit @enepanum,
OJIHOBPEMEHHO BXOJSILUX B COCTaB OMOIMOTEUHBIX (POH/IOB, OCYLLECTBIISIETCS B
COOTBETCTBUU C HacTosiuMu [IpaBuiiaMu u nopsiAKOM, YCTaHOBJIEHHBIM
CHEIHAIbHO YIOJHOMOYEHHBIM (e/iepaibHbIM OPraHOM HCIOJIHUTEIbHON BIACTH
i 6ubnmoteunsix ponaoB Poccuiickoit denepannu.

B kaproTeke HeOOHApYKEHHBIX apXUBHBIX JTOKYMEHTOB JI€IA€TCs OTMETKA O
CHSITUH apXHUBHBIX JOKYMEHTOB C y4eTa.

B CPOKH, YCTAHOBJICHHBIC PYKOBOACTBOM apXHBa, CACTCMATHUYCCKHU ITPOBOAATCA
IIOJIHBIE NJIN BI)I60pO'—IHI)Ie IMPOBEPKH HATTNYIHA U COCTOSAHUSA apPpXUBHBIX
JOKYMCHTOB, BbIJIABABIIUXCA M3 APpXWBOXPAHUIIUIIL B TCUCHUEC I'O1a. Pe3y.]'H)TaTBI
yKa3aHHOW MPOBEPKU 0(POPMIISIOTCSL:

MIPU TIOATBEPXKJACHUN HAJMYUS 17T - B BUJE JIOKJIATHOM 3aMTUCKHU
pabOTHHMKA, OTBETCTBEHHOTO 32 OPTraHU3aINIO TPOBEPKU HATHYIHS;

MIPU OTCYTCTBUU KaKUX-JIHOO Jes 6€3 TOKYMEHTHPOBAHHOTO 000CHOBAHUS
- B YCTQHOBJICHHOM TIOPSIIIKE.

[Ipu BeIsSIBIIEHUN HEOOOCHOBAHHOTO OTCYTCTBUS apXUBHBIX TOKYMEHTOB
OCYILIECTBIISIETCS] MX OTepaTUBHBINA PO3bICK. B citydae 6e3pe3yabTaTHOCTH pO3bICKa
OTCYTCTBYIOIIIME apXUBHBIE JOKYMEHTHI BKJIIOUAIOTCS B KAPTOTEKY
HEOOHaPYKEHHBIX TOKYMEHTOB Ul JAJIbHEUIIIETr0 X PO3bICKa.

IIpoBepka TeXHNYECKOTO U (PU3UKO-XUMHUYECKOT0 COCTOSIHUSI APXUBHBIX
AOKYMeHTOB. BbisiB/IeHHe apXUBHBIX JOKYMEHTOB C MOBPeKIeHUsIMU
MaTepuaIbHbIX HOCHTEJ/IeH U TeKCTOB

2.11.6.1. Ilpuem u pa3melieHre B apXUBOXPaHUIUIIAX aPXUBHBIX JOKYMEHTOB,
MOCTYIHUBIINX B apXUB 0€3 MpeBapUTEIbHON MPOBEPKU UX (PU3UIECKOTO
COCTOSIHUS, HE JomyckatoTcs. [locTynuBiire B apXuB apXuBHBIE TOKYMEHTHI J10
nepelayy B apXUBOXPAHUIIHILE PA3MEIIAIOT B TOMEIEHUH MPUeMa H BpEMEHHOTO
XpaHEHUsI, 0CBOOOKAAIOT OT TPAHCTIOPTHOM Taphl, PACKIABIBAIOT HA CTEIIAXKAX U
cronax. He pomyckaercst ckiiainpoBaHue MOCTYNUBIINX apXUBHBIX JOKYMEHTOB B
Hepa3oO0paHHOM BHJIE.

OLICHKa (1)H3I/I‘ICCKOFO N TCXHUYCCKOI'0 COCTOSAHUS IMOCTYIIUBIINX aPpXHUBHBIX

JAOKYMCHTOB, a TaKKC UX CTPAXOBBIX KOITHI IMPOBOAUTCA HC MTO3JHEC 3 MCECAILICB C
MOMCHTA NpUeMa apXUBHBIX TOKYMCHTOB B apXUB.
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B pesynbrate oneHKH (pU3MUECKOr0 COCTOSIHUS apXUBHBIX IOKYyMEHTOB Ha
OyMa)KHOW OCHOBE BBISIBIISIFOTCS APXUBHBIE TOKYMEHTBI: TIOPAKECHHBIC
OMOJIOTUYECKUMU BPEIUTEISIMH; C TIOBBIIIEHHOH BIa)KHOCTBIO; C TIOBPEXKACHUSMH
Oymaru u TeKcTa; 3anbluieHHbIe. [Ipr 3TOM ynaneHuto noyiexar Bce Mo CTOPOHHUE,
HaXOJAIINECs B JeJax, Mankax, KopoOKax MpeIMeThl: METaNTNIYECKue,
KapTOHHBIE, OyMa)KHbIE U APYTHUe 3aKIAIKU, TPOKIAIKH, CKPETIKH U T.II.

HpI/I OLCHKC TCXHUYCCKOI'O COCTOAHUSA ayJUOBU3YAJIbHBIX U JICKTPOHHBIX
AOKYMCHTOB, a TaK¥KC X CTPAaxOBbIX KOHI/II\/JI, YCTaHABJIMBACTCA BO3MOKHOCTD
CUUTBIBAHUA I/IH(i)OpMaIII/II/I C MaTCPUAJIBHOT'O HOCUTCIISA, COOTBCTCTBUC
TCXHUYCCKUX XaPAKTCPUCTUK 3TUX JOKYMCHTOB CBCACHUAM, COACPKAILIUMCS B
COIIPOBOKAAOIINX AKTaX TCXHUYCCKOI0O COCTOSTHUA. OI[HOBpeMeHHO BBISBIIACTCA
BUJI OCHOBBI KI/IHO(l)OTOI[OKYMGHTa. ApXI/IBHI)Ie AOKYMCEHTBI Ha HUTPOOCHOBEC
noajexar HCMG}IJ'ICHHOﬁ IMPOBEPKE HA CTaOMJILHOCTD.

[Ipu obHapyxkeHnu 1ePEeKTOB COCTABISAETCS aKT MPOU3BOJIHLHON (OPMBEI,
OTPAKAIOIINMA XapakTep Ae(PEeKTOB U MEPHI M0 UX YCTPAHCHHIO. Y CTPAHEHHUE
neeKTOB MPOBOJUTCS 32 CYET UCTOUYHUKA KOMIUIEKTOBAHUSI.

[TocTynuBuine apxuBHbIE JOKYMEHTHI, TOPaXKEHHbIE OMOJIOTUYECKUMU
BpeAUTENSIMU (HaCEKOMbIE, aKTUBHAS IJIECEHD ), HAMIPABJISIOTCS HA CAHUTAPHO -
TUTHEHUYECKYI0 00paboTKYy (J1e3uH(EKIHs, 1e3UHCEKIINS).

[Ipu oGHapykeHUHU yBIQ)KHEHHBIX apPXUBHBIX JJOKYMEHTOB MPOBOJAUTCS MX
oOs3aTenbHast AKKJIIMMAaTHU3alnus 10 IIOJHOI'0 BBICYIIVBAHUS. AKKJ’II/IMaTI/ISaHI/IIO
MPOBOJIAT B IOMENIEHUH MPUEMA U BPEMEHHOTO XpaHEHHUsI B TeueHue 7-14 cyrok
(B 3aBUCHMOCTH OT CTENEHU YBJIaKHEHUS) IPU MHTEHCUBHOW BEHTUISILIMM BO3TyXa
Y pa3MeIIeHNHU eIMHULl XpaHEHUS B Pa3BEpPHYTOM BHUJE Ha CTOJIAX, CTEIIaXKax.

KauecTBO OyMaru v TeKCTa MOCTYIHMBIIMX apXUBHBIX JIOKYMEHTOB ITPOBEPSACTCS
BBIOOPOYHO JI1s1 OOIIEH OIIEHKH UX COCTOSTHUS.

OOecnblIINBaHUE IMOCTYIMUBIINUX APpXHUBHBIX JOKYMCHTOB IIPOBOJAT B CIICHUMAJIBHOM
IIOMCIICHUHN C IPUMEHCHHUEM BBITSAXKHBIX H_IKa(bOB n CO6J'IIOI[€HI/ICM MCp CaHUTapHu
U TUT'UCHBI. O6ﬂ33TeJ'IBHOMy 00eCcHbUIMBaHUIO nogjiexar KOpO6KI/I, IIaIIKH,
O6J'IO}KKI/I, KOPCUIKU ACII.

HOCTYHI/IBI_HI/IG AyAUOBH3YAJIbHBIC U SJICKTPOHHBIC JOKYMCHTHI ITOAJICKAT:!

OYHCTKE OT IMbUIM U MEPEMOTKE - ApXUBHBIE TOKYyMEHTHI HA MArHUTHOMN
JICHTE;

OYHCTKE OT SanH3HeHHﬁ - APXUBHBIC NOKYMCHTBI Ha JUCKOBBIX HOCUTCIIAX
U apXUBHBIC (I)OTOI[OKYMCHTBI;

AKKIIMMAaTU3alUuH B 3aJaHHBIX TCMIICPATYPHO-BJIAKHOCTHBIX YCIIOBUIX,
YIIAKOBBIBAHUTO.
AKKJ'II/IMaTI/BaI_[I/IH AyJUOBU3YAJIbHBIX U JJICKTPOHHBIX JOKYMCHTOB Ha IJICHOYHOM

Y TUCKOBOM OCHOBax Iepesl pa3MEIIeHUEM UX B ApXUBOXPAHUIIHUIIE POBOAUTCS B
OTKpPBITOM ynakoBke npu temiepaTtype 20+3°C u OTHOCUTENBHOM BIAXKHOCTU
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Bo31yxa 35+15%; U1 UBETHBIX KMHO- U (DOTOTOKYMEHTOB - IIPH OTHOCHTEIBHOM
BIaXHOCTH 35+15%. IIponoKUTENbHOCTD aKKIIMMAaTU3alM KUHOJOKYMEHTOB U
PYTOHHBIX MUKPO(UIBMOB HE JODKHA ObITh MeHble 10 cyToK, apXUBHBIX
JOKYMEHTOB Ha MarHUTHOM JICHTE U TUCKOBBIX HOCUTENSX - HE MEHee 3 CYTOK,
(hOTOTOKyMEHTOB U MUKPO(HII - HE MEHee 24 4acoB.

2.11.6.2. IIpoBepka GU3HKO-XUMHYECKOTO U TEXHHYECKOTO COCTOSHUS apXUBHBIX
JOKYMEHTOB B TIPOIIECCE XPAHEHUS TPOBOJAUTCS C IICJIBIO BBISIBIICHUS
MTOBPEIKICHHBIX APXUBHBIX JOKYMEHTOB Y ApPXUBHBIX JOKYMEHTOB C IMOTEHIIHATHEHO
OTIACHBIM (PU3NICCKUM I OHOJIOTHYECKAM COCTOSTHUEM M OCYIIECTBIISETCS:
IIEJICBBIM TTOPSIKOM; B XOJI€ MPOBEPKU HATMYHUS U COCTOSTHUS apPXUBHBIX
JOKYMEHTOB; TIPH TIOITOTOBKE apXUBHBIX JIOKYMCHTOB K BBIJIAYEC U3
ApXUBOXPAHIIIUIIA, a TAKXKE IPU BCEX APYTrUX paboTax, CBSI3aHHBIX C
MOSTMHUYHBIM (TIOJIMCTHBIM ) TPOCMOTPOM apXHUBHBIX JJOKYMEHTOB.

[leneBas mpoBepka PU3NUECKOTO COCTOSIHUS APXUBHBIX JIOKYMEHTOB ITPOBOJIUTCS B
MOPAJIKE OUYEPETHOCTH C YUETOM LIEHHOCTH apXMBHBIX JOKYMEHTOB. LleneBou
MpoBepKe (HPU3UIECKOTO COCTOSTHUS TOIJIEKAT BCE ApXUBHBIE JOKYMEHTHI,
MOCTPAJIaBIINE B AKCTPEMAIbHBIX yCIOBUX. 110 pe3ynbpraTaMm KOHTPOJIA JIeTaeTcs
3aKITIOYEHUE O HEOOXOMMOCTH TIPOBEICHUS pPECTaBpaIlii U KOHCEPBAIlUU U, B
3aBUCUMOCTH OT COCTOSTHUS ApXUBHBIX IOKYMEHTOB, YCTAHABIUBAIOTCS CPOKH
MPOBEICHUS CIAEAYIONIEH KOHTPOJIbHOU MPOBEPKHU.

[IpoBepka puU3NUECKOro COCTOSHUS apXUBHBIX JOKYMEHTOB Ha OyMa)KHON OCHOBE
B IMPOLECCE XpaHCHUA IMTPOBOAUTCS € LEJIbIO BBIABIICHUA BJIAXKHBIX; ITOPAXKCHHBIX
OMOJIOTHYECKUMU BPEAUTEIAMH (TIJIECEHb, HACEKOMBIC); ¢ AedeKTaMu OymMaru u
TEKCTa apXUBHBIX JJOKYMEHTOB.

VYBIIa)XHEHHBIC apXUBHBIC TOKYMEHTHI (J1eJ1a, TPYIIIIbI JIEJT) ITOAJIeKAT
HEMEIJICHHOMY BBIJICJICHHIO, BHEOUYEpETHOM 00paboTKe (CyIIKa,
akkiuMaru3aius). [Ipy MaccoBOM yBIa)KHEHHH apXHBHBIX JOKYMEHTOB
MPUHUMAIOTCSI MEPHI 110 OCYIICHUIO apXUBOXPAHIIIUINA, HOPMaTH3aluu peKrMa
XpaHCHUSI.

ApXI/IBHBIe JOKYMCHTBI, IIOPAXKCHHBIC OHOJIOTHYECKUMU BpCaAUTCIIIMHA (HJ'ICCCHB,
HaCCKOMHe), noJJjicKart HCMC,I[JICHHOI;'I N30 UU.

Hanmuue nedexkroB Oymaru u TeKCTa yCTaHABIMBACTCS BU3YAJIBLHO MPH MOJHUCTHOM
npocMoTpe Aei. JedeKTsl KiracCupUIUPYIOTCS Ha OCHOBE €MHOM OYKBEHHO-
r(pOBON MHAEKCAIIMU 110 TUIIOBBIM MpU3HaKaM JedekToB Oymaru (OykBeHHas
WHJIeKcaIus) U TeKcTa (udpoBast MHIEKCAIHsI) B COOTBETCTBHH C METOAUYCCKUMU
pa3paboTKaMH.

HpOBepKa TEXHHUYCCKOTO COCTOSMHUSA ayAUOBU3YAJIbHBIX U 3JICKTPOHHBIX
JAOKYMCHTOB B IIPOLCCCC XPAHCHU OCYIICCTBIIACTCA C LCJIIBIO ONIPCACIICHUA:

COCTOSIHUSA UX YIIAKOBKU;
HaJIMYHUA CTAaHAAPTHBIX PAKOPAOB,

TEXHUYECKOTO COCTOSHHS UX TIOBEPXHOCTH U NEPPOPAITMOHHBIX JOPOKEK U
CKIICEK;
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HaJIW4Ms 3arpsi3HECHUA U MEXaHUYECKUX TIOBPEXKICHUN;
CTaOMIIBHOCTH HUTPOOCHOBBI;
mara nepgopanyy KHHOIJICHOK U MAarHUTHBIX JICHT IUPUHON 35 u 16 MM;

(U3NKO-MEXaHNYECKUX XapaKTEPUCTHK (KOpOOJIeHHEe, OTCIIanBaHUe
SMYJIbCUMOHHOTO WJIM OCBIMTAHUE Paboyero CJos u JIp.);

HaIA4IUs JePEKTOB XUMUIECKOTO U OMOJIOTMYECKOTO ITPOUCXOKICHUS
(mopakeHre MUKpOOpPraHu3MaMH, HACEKOMBIMU U IPhI3yHAMH, CIIEIbI
KPUCTAJUTH3ALUU COJICH U Pa3NI0KEHUSI OCTATOYHBIX MPOYKTOB XUMHKO -
(dhoTorpaduueckoit 00pabOTKN);

AIEKTPOAKYCTUUECKUX XapaKTEPUCTUK (POHO- U BUIEOIOKYMEHTOB;
rapaMeTpoB BUICOIOKYMEHTOB B BHICOKAHAJIE;

KauecTBa U300paKeHUs KUHO-, (DOTO-, BUICOJOKYMEHTOB;

YPOBHSI TTapaMETPOB, XapaKTEPU3YIOIINX AIIEKTPOHHBIC TOKYMEHTHI
(Hampumep, YUCIo COOEB MPU CYNTHIBAHUU MH(OOPMAIINH B €AMHUILY
BpEMEHN);

Hajnu4us "BUPYCOB' B DIIEKTPOHHBIX JOKYMEHTAX;

HaJIN4UA pa3MarHM4YCHHBIX Y4aCTKOB U MCXaHUYCCKUX HOBpe}K,Z[eHI/Iﬁ
OTACJIBHBIX Y4aCTKOB MAIIIMHHOT'O HOCUTECJIA,

HaJIM4Yus KOPPO3UHU Ha MOBEPXHOCTH METAINTHYECKUX IPAMOPUTHHAJIOB;
HaJIM4YUs YKCYCHOTO CHHIPOMA TPUALIETaTHOU TIJICHKH.

HpOBepKa TEXHUYCCKOT'O COCTOSAHUA apXHUBHBIX JOKYMCHTOB OCYIICCTBIIACTCS IIPU
BHCIIHEM OCMOTPE B OTPAKECHHOM CBETC.

[TpoBepKy 3JIEKTPOAKYCTHUCCKUX XapaKTEPUCTUK (POHOTOKYMEHTOB (4aCTOTHBIC
HCKa)XEHUs, YPOBEHb Konmupaddekra, ypoBeHb (JOHA U IIIYMOB, HATUYHE TPECKA U
IIEITYKOB, IIIYM May3bl) MPOBOJSAT C UCIIOJIH30BAHUEM CIICIIUAILHOTO
00opynoBaHusI.

HpOBepKy TEXHUYCCKHUX IMTAPaMCTPOB BUACONOKYMCHTOB IIPOBOJAT C IOMOIIBIO
KOMILJICKCa KOHTpOJ’IBHO-HSMGpHTGJ’ILHOﬁ aIraparypsl.

HpOBepKy TEXHUYCCKHUX MMAPAMCTPOB SJICKTPOHHBIX JOKYMCHTOB ITPOBOIAT C
HCII0JIb30BAaHUEM CIIEIIUAILHOM arrapaTrypsl 1 IporpaMMHOTO O6CCHC‘-ICHI/IH,
NpeAHAa3HAYCHHBIX IJIs pa60TBI C COOTBCTCTBYIOLICTO BHa apXHUBHBIMH
AOKYMCHTaMH.

BoisiBiieHHe 10KyMeHTOB ApXxuBHOIo ¢onaa Poccuiickon denepaunu,
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HaxXoAs1muXcHd B HEYAOBJIIETBOPUTEC/IbLHOM (l)I/I3I/I‘leCKOM COCTOAHMH,
HEUCIIPABUMO MOBPECKACHHBIX APXUBHBIX TOKYMEHTOB.
Cusarue ¢ YueTa HEUCIIPABUMO MMOBPECKACHHBIX APXUBHBIX TOKYMECHTOB

2.11.7.1. HaxonsmuMucs: B HEYIOBJIETBOPUTEILHOM (PH3UUECKOM COCTOSIHUU
MPU3HAIOTCS JOKyMEHTHl ApxuBHOTO (oHaa Poccuiickoit @enepanuu ¢ BEICOKOM
CTENEHBIO Pa3pPYILICHHS MAaTEPHAIbHBIX HOCUTEIIEH, YIPOKaKoImeH PU3nyecKkon
LETOCTHOCTH JOKYMEHTOB.

Pemenne o npusHanuu qokymenta ApxuBHoro ¢onaa Poccuiickoit @enepanuu
HaXOJISAIINMCS B HEYIOBJIETBOPUTEIEHOM (PU3UYECKOM COCTOSIHUH U €TO
IIOCTAHOBKE Ha CHEIMAJIbHBIA y4YeT /ISl OpraHu3alii B CPOYHOM MOPSIKE
crenuanbHoi 00paboTku (cM. 1. 2.11.9.1.) npuHUMaeT pyKOBOAUTEIh apXUBa Ha
OCHOBAHMU 3KCIIEPTHOTO 3aKJIIOUEHHs] PECTaBPATOpa U PYKOBOIUTEIS
MOApa3eNIeHNs], OTBETCTBEHHOTO 32 XpaHEHUE aPXUBHBIX JOKYMEHTOB.

2.11.7.2. HeucnipaBUMO NOBPEXIEHHBIMU apXUBHBIMU IOKYMEHTAMU IPU3HAIOTCS
apXUBHBIE TOKYMEHTBI, (PU3NUECKOE COCTOSTHIE KOTOPHIX UCKIIOYAET
BO3MOKHOCTb BOCCTAHOBJICHUS X MAaTEPUAIBHBIX HOCUTEIIEH U UCIIOJIb30BaHUA
coJieprkalieiicss B HUX TOKYMEHTHON UH(pOpMaIIH.

Pemenue o npu3HaHUM apXUBHOTO JTIOKYMEHTA HEMCIPABUMO MOBPEKIECHHBIM U
CHSITHH €0 C yyeTa IPUHUMAET COOTBETCTBYIOIIHM YIIOJTHOMOYEHHBIN OpraH
UCIIOJIHUTENIBHOM BIAcTU B cpepe apXUBHOTO JIe]1a HA OCHOBAaHUU
MIpe/ICTaBIsIEMbIX PYKOBOJICTBOM apXHBa dKCIIEPTHOTO 3aKJIIOUEHHUs pecTaBpaTopa
U PYKOBOJIMTEINS MOJIPA3/IEIEHUS, OTBETCTBEHHOI'O 32 XpaHEHHE apXUBHbIX

JIOKYMEHTOB, U aKTa O HEUCIPABHUMBIX MOBPEKACHHUIX TOKYMEHTOB (TIPHIOKECHHUE
Ne 1).

Ha ocHoBaHMY NUCHMEHHOTO PEILIEHUS BBIIIECTOANIETO YIOJIHOMOUYEHHOTO OpraHa
WCIIOJIHUTENBHOM BIacTU B cdepe apXUBHOTO Jefia U3aeTcs MPHUKa3
PYKOBOJIUTEIIS apXUBa O CHATUN HEMCIPABUMO MOBPEKICHHBIX APXUBHBIX
JOKYMEHTOB C y4eTa.

CHsATHE C yueTa U YHUUYTOKEHUE HEUCIIPABUMO MOBPEKICHHBIX YHUKAIbHBIX
JOKYMEHTOB HE JIOITYCKaeTCsl.

Yuer (l)l/l3l/l‘leCKOF0 N TEXHHYECKOT0 COCTOAHUA aPXUBHBIX TOKYMEHTOB

2.11.8. Yuer (1)I/I3I/I‘{CCKOFO N TCXHUYCCKOTO COCTOAHUA apXHUBHBIX JOKYMCHTOB Ha
6YMa)KHOﬁ OCHOBC OCYLICCTBIISICTCA B:

nucTe-3aBepurene (nmpuioxxenue Ne 3);

JIMCTE U aKTe NMPOBEPKU HATTMYMS U COCTOSIHUSA apXUBHBIX JOKYMEHTOB;
KapTOYKE yuyeTa apXUBHBIX JOKYMEHTOB C MOBPEKICHUSIMU HOCUTES;
KapTOYKE yuyeTa apXUBHBIX JOKYMEHTOB C MOBPEKICHUSIMHU TEKCTA;

KapTOTCKC (KHI/IFC) ydyeTa (I)I/I3I/I‘{CCKOF 0 COCTOSAHUA apXUBHBIX JOKYMCHTOB.
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Vyer (1)I/I3I/I‘ICCKOI‘O N TCXHUYCCKOT'O COCTOSAHUA ayJUOBU3YAJIbHBIX TOKYMCHTORB
OCYIICCTBJISACTCA B!

KapTO4YKC y4€Ta TCXHUYICCKOI'O0 COCTOAHUSA KUHOAOKYMCHTA,
KapTO4YKC y4€Ta TEXHUYCCKOT'O COCTOAHUSA (I)OTOI[OKYMCHTEI;
KapTO4YKC y4€Ta TEXHUYCCKOT'O COCTOAHUSA Q)OHOHOKYMGHTZI;
KapTO4YKC y4€Ta TCXHUYCCKOI'0 COCTOSIHHA BUACONOKYMCHTA.

Jis yaeta nokymeHToB ApxuBHoro (onma Poccuiickoii @eneparnum,
HaxOJIAIIUXCS B HEYIOBJIETBOPUTEIHLHOM (PU3UUECKOM COCTOSTHUH, BEACTCS
cnenuangbHas KHUra. COOTBETCTBYIOIINE OTMETKH MTPOCTABIISIOTCS TAKXKE B IPYTUX
JTOKYMEHTaX y4eTa (PU3n4ecKoro ¥ TEXHUYECKOTO COCTOSTHUS apXHUBHBIX
JOKYMEHTOB.

VY4yeT pu3nueckoro u TEXHUYECKOTO COCTOSIHUSI apXUBHBIX JIOKYMEHTOB MOXKET
OCYIIECTBIISTHCA Ha OyMa)KHOM HOCUTEJIE WJIM B aBTOMATH3UPOBAHHOM PEKUME B
COOTBETCTBUU C YCTAHOBJICHHBIMHU PEKBU3UTAMHU KOHTPOJBHO -yUETHBIX
JIOKYMEHTOB.

DU3MKO-XUMHYECKASI M TEXHUYECKas 00pad0TKa apXUBHBIX IOKYMEHTOB

2.11.9.1. ®usuko-xuMUYeCcKas U TEXHUYECKass 00pabOTKa apXUBHBIX JOKYMEHTOB
MIPOBOJUTCS C LENbIO:

yCTpaHEeHHsI MPUYNH YCKOPEHHOTO CTAPEHUS U pa3pyIIeHHs] apXUBHBIX
JOKYMEHTOB;

BOCCTAHOBJICHHA UX CBOﬁCTB, TEXHUYCCKUX XapaKTCPUCTHK,
JOJI'OBEYHOCTH,

BOCITPOM3BEICHUS JOKYMEHTHON HHpOopMaIuu Ha 6oJiee YCTOMYUBBIX
HOCHTEJISX.

OCHOBHBIMH BHUJaMU 9TOM 06pa6OTKI/I APXUBHBIX JOKYMCHTOB Ha 6YM8.)KHOI71
OCHOBC€ SABJISAIOTCA:

NE3UH(EKINS, Te3UHCEKIINS, IePaTH3allUs ApXHUBOXPAHWIIHII KaK
COBOKYITHOCTb Mep OUOTIPO(UITAKTHKH, OMO3AIIUTHl M YHUUTOKEHUS
OMOJIOTHYECKHUX BPEIUTEIICH B apXUBOXPAHUIIUIIAX U HA apXUBHBIX
JOKYMEHTaXx;

pecTaBpainius (pecTaBpalliOHHO-KOHCEpPBAlMOHHAs 00paboTKa), Kak
KOMILJIEKC Pa0OT U TEXHOJIOTUYECKUX OTIEpAIIUii IO BOCCTAHOBIECHUIO
CBOWCTB U JJOJITOBEYHOCTHU OPUTMHAJIOB apXUBHBIX IOKYMEHTOB;

BOCIIPOU3BCACHUC APpXHUBHBIX JOKYMCHTOB C LCJIbIO CO3aHUA CTPaxoOBOI'O
(bOH,Z[a KOITHI YHUKAJIBbHBIX JOKYMCHTOB U 0c000 HCHHBIX JOKYMCHTOB U
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¢dona nmoyib3oBaHMs; (poTOpecTaBpaus apXUBHBIX TOKYMEHTOB C YracIIuM

U CIaOOKOHTPACTHBIM TEKCTOM; 3aMEHa OPUTHHAJIOB C HEIOJTOBEYHBIMU

WIN pa3pyLUICHHBIMH HOCUTEIISIMU KOTIUSMH JUTSI COXpPAaHEHUS JJOKYMEHTHOM

uHbOpMAIUY U JIp.;

MEPEeIUIeT apXUBHBIX JJOKYMEHTOB;

o0ecTbUITMBaHUE APXUBHBIX IOKYMEHTOB;

00paboTKa apXMBHBIX JOKYMEHTOB B PEKUME aBapUHHO-CIIacaTeIbHBIX

paboT, B TOM YuCIIe C MPUMEHEHUEM CPEJCTB U CIIOCOOOB CYIIIKH,

Ne3MH(EKINH, Ie3UHCEKINH, 3aMOPaKUBAHU, PECTaBpaIliH,

BOCIIPOM3BEICHUS, IC3aKTHBALIMN M JPYTUX BUIOB IEJIEBOM 00padOTKH.
AyIMOBH3YyaJIbHBIE U DJICKTPOHHBIE JOKYMEHTHI B 3aBUCUMOCTH OT (PU3HUYECKON
MIPUPOJIBI HOCUTEIS TIOABEPTAIOTCS CIICAYIOIINM PECTaBPAIIHOHHBIM H
KOHCEPBAIMOHHO-TIPOPHIIIAKTHIECKUM paboTam:

APXHWBHBIC TOKYMCHTBI Ha MarHuTHOM JICHTE:

OYMCTKE NOBEPXHOCTH OT IMBUIM U YaCTHUL] TPS3HU HA CIIEUAIIBHOM
OUYHCTUTEIILHOM 000pYyJOBaHNH;

3aMCHC MEPECOXIINX U HOKOpO6H€HHBIX CKIJIECK,

0(hOPMIICHHUIO PYJIOHOB MarHUTHOM JICHTHI 3allIATHON MarHUTHOM JICHTOM C
JIBYX CTOPOH 1O 2-2,5 M;

MEPEMOTKE C IIETBI0 CHATUSI BHYTPEHHHUX HAIIPSDKEHUH B PYJIOHAX
MarHUTHBIX JICHT, BOSHUKIITNX U3-3a IIEPEIa 0B TEMIIEPATYPhI U
BJIQKHOCTH TIPU XPAaHCHUH U TPAHCIIOPTUPOBAHUN APXUBHBIX IOKYMEHTOB;
apXWBHBIC IOKYMEHTBI Ha JUCKOBBIX HOCHTEJISIX:

00€eCIBLUTMBAHUIO;

MPOTHPKE aHTUCTATHKOM;

KMHO(OTOJOKYMEHTBI, MUKPO(POPMBI U (POHOTPAMMBI K KHHO(pUITEMaM:
00eCTbUINBaHUIO;

yJIQJICHUIO BOCKOBBIX, JXUPOBBIX U MHBIX 3arPs3HCHHUIA,

YKPETIJICHUIO CKJIEEeK U MPOCEUEK;

peMoHTy nepdopaluu;

nepeenke rpyobix, KOpoOIECHHBIX 3aIUIaT U CKIIEEK;

PEMOHTY HOBPCIKIACHHBIX oJiei KaapoB.



I'pamopurunans! (POHOJOKYMEHTOB MOJIBEPTAIOTCS AIEKTPOXUMUYECKON OUHCTKE.

2.11.9.2. PaboTsl 0 HU3NKO-XUMHUECKON U TEXHUYECKOH 00paboTKe apXUBHBIX
JOKYMEHTOB MOAPa3ACAIOTCS Ha TNIAHOBBIE U BHETIJIAHOBEIE.

[TmanoBast 06paboTKa apXUBHBIX JOKYMEHTOB MPOBOJUTCS IO PE3yIbTaTaM
IIPOBEPKHU UX COCTOSHUSA B NOPSAAKE OYEPEIHOCTH, YCTAHOBIICHHON B apXUBE C
Y4ETOM MPUHAIIIEKHOCTH X K Pa3IMUHBbIM IEHHOCTHBIM IpyNaM, 0COOeHHOCTEN
(U3NIECKOTO COCTOSHUS APXUBHBIX IOKYMEHTOB PA3JIMYHBIX BUIOB
BO3MOXHOCTeH apxuBa. [Ippoputer oTaeTcsi yHUKaIbHbIM JOKYMEHTaM 1 0000
LIEHHBIM JOKyMEHTaM.

K BHemIaHOBBIM OTHOCSITCS] paOOTHI, BBITIOJIHIEMbIE B aBapUIHO-CIIaCaTENbHBIX
CUTYaIUsX, CBA3aHHBIX C JJOKAJIbHBIM MJIM MaCCOBBIM MOPaKEHUEM apXUBHBIX
JOKYMEHTOB OTHEM, BOJIOW, XUMUYECKUMU W PaJuOAKTUBHBIMH BELIECTBAMM.
CpouHble Mephl IO BBIJEJIEHUIO, U30JIA1IMN, CAHUTAPHOU 00pabOTKe apXUBHBIX
JOKYMEHTOB M MECT UX XpaHEHUS NPEIIPUHUMAIOTCS TaKXkKe MPU NOPaKEHNUN
apXMBHBIX JJOKYMEHTOB OHMOJIOTHYECKUMU BPEIUTENSAMU.

Homenknarypa, nopsI0K NpoBeACHUS U TEXHOJIOTUS paboT 1Mo GU3KKO-
XUMHUYECKON U TEXHHUUECKON 00pabOTKe apXUBHBIX JOKYMEHTOB ONPEAEISIOTCS
OTpPACIEBBIMA HOPMATUBHBIMHU M METOUYECKUMHU JOKYMEHTAMMU.

O01mume TpedOBaHMS K BbIJaye ApXUBHBIX JOKYMEHTOB M3 apXMBOXPAHUJINIIA

2.11.10. ApxuBHBIEC TOKYMEHTHI, IMEIONTHe (OH/I ITOJIH30BAHMS, U3
apXUBOXPaHWIUIIA, KaK MPaBUJIO, HE BBIJAIOTCS.

ApXI/IBHI)Ie JOKYMCHTBI, HE ITPOIICAIINE HAYUYHOT'O OIMMCAHUA U TEXHUYCCKOTO
O(bopMJ'IeHI/IH, N3 apXUBOXpaHUIINIIA HE BBIAAIOTCA IJI9 UCIIOJIB30BAHUA U
IIPpOBCACHUA pa60T 10 CO3JJTaHHUIO CTPAXOBOI'O (1)0H,Z[a n (bOHI[a IIOJIB30BaHMAI.

Brimava u3 apXvBOXpaHWIHINA MTOATMHHAUKOB 0CO00 IIEHHBIX IOKYMEHTOB, B TOM
YHUCJIe YHUKAJIBHBIX JIOKYMEHTOB, a TAK)Ke JOKYMEHTOB ApXUBHOTO (poHIa
Poccuiickoit deneparuu, HaXOAAIUXCS B HEYJOBICTBOPUTEILHOM (DU3UIECKOM
COCTOSIHUM, OCYILIECTBIIICTCS B UCKITIOUYUTEIBHBIX CIydasX ¢ MUCbMEHHOTO
paspelieHus pyKoBOJUTENS apXHBa.

ApXUBHBIE TOKYMEHTHI BBIIAIOTCS U3 apXUBOXPAHUIIUIIA TOCYAAPCTBEHHOTO
apxuBa, My3es, OMOIMOoTeKH, opranu3anuu Poccuiickoil akageMuu HayK ¢
MUCBbMEHHOTO Pa3pelICHUs:

3aBEYIOLIEr0 apXUBOXPAHMWINLIEM (OT/AETI0OM 00ecIie4eHHs] COXPAHHOCTH)
- TI0JIb30BATENSAM B YUTAIBHBIN (IPOCMOTPOBBIN) 321 apXuBa U pabOTHUKAM
apXxuBa ISl CIIy>KE€OHBIX 1iesieil B paboune MoMeIleHH s,

PYKOBOIUTECIIA apXHBa WA €ro 3aMCCTUTCIIA - (1)0H,I[OO6paSOBaTCH$IM,
Cy,[[e6HLIM, MMpaBOOXPAHUTCIIBHBIM U UHBIM YIIOJTHOMOYCHHBIM OpraHaM BO
BPCMCHHOC ITOJIb30BAHUC IIPU HAJITMIUHN FapaHTHﬁHOFO IIrucbMa OT HHUX,
opraHu3alusaMm - IJIs OKCIIOHUPOBAHUS IIPHU HAJIMYUHU JOTOBOpPaA O
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MPOBEJICHUHU BBICTaBKU M COOTBETCTBYIOIIETO NIPUKa3a PYKOBOIUTEIIS
apxuBa; pabOTHUKaM J1a0OpaTOPHU apXUBa, CIICHUATH3UPOBAHHBIM
OpTraHM3aIUsIM - JUIS IPOBEICHUS PA0OT MO CO3JAHUIO CTPAXOBOTO (POHJIA H
(oH/1a TOIb30BaHUS U CIIEUUAIBHON 00pabOTKH apXUBHBIX JOKYMEHTOB
NPY HAJTMYMU COOTBETCTBYIOIIETO JIOTOBOPA CO CIECUATHN3UPOBAHHOM
OpraHu3aluen.

Briiaua apXuBHBIX JOKYMEHTOB BBIIICYIIOMSHYTHIM KaTETOPHUSIM II0JIb30BATEICH
13 apXUBOXPAHWINIIA MYHHUIIMITAIHHOTO apX1Ba, My3esi, OMOIHOTEKN
OCYIIECTBISIETCSA C MUCBMEHHOTO Pa3perieH sl 3aBeIyIOIIeT0 MyHUITUIATbHBIM
apXuBOM, My3€eM, OUOINOTEKO.

Bbigauy apXuBHBIX JOKYMEHTOB U3 apXUBOXpaHWIUIIA U TPUEM UX 00paTHO, B
TOM YHUCJIC TOJMCTHYIO MMPOBCPKY HAJINYHNA U COCTOSAHUA apXHUBHBIX JOKYMCHTOB
nepesl Bblauel uxX U3 apXUBOXPAaHUIIUIIA U IIPU BO3BpaTe, MPOU3BOAUT PAOOTHUK
APXUBOXpaHUJIMIIA. HOJII/ICTHyI-O IMMPOBEPKY HAJTUYIUA U COCTOSTHHA apXHUBHBIX
AOKYMCHTOB, BO3BpAIa€MbIX IOJIb30BATCIIAMHU B YUTAJIbHOM 3aJIC, OCYIICCTBIIACT
pabOTHUK YUTAJIBHOTO 3aJIa.

O06s13aTeNIbHOM MOJUCTHOM MPOBEPKE HATTUUMSI U COCTOSTHUS Tepe]] Bblaauei
apXUBHBIX JTOKYMEHTOB U3 apXMBOXPAaHWJIMILA U TIPU UX BO3BpATE MOJIEXkKaT:

YHHUKAJIIBHBIC JTOKYMCHTBI U 0co00 LOCHHBIC TOKYMCHTHI,

APXUBHBIC TOKYMCHTBI, UMCIOIINC B O(i)OpM.]'IeHI/II/I WM TPUJIOKCHUN K HUM
Aparou€HHbIC KaMHU U MCTAJLJIbI;

HECOpOIIIOPOBAHHBIE APXUBHBIE IOKYMEHTHI;

Jienia, paHee He BbIJaBaBLIMECS U3 APXUBOXPAHWIHILA U HE UMEIOLTHE
JINCTOB-3aBEPUTENEH;

nena, cojiepkaniie aBrorpadsl, rpadguyeckue T0KyMEHThI, IOYTOBbIE U
repOOBBIE 3HAKH, IIEYATH, OTKPHITKH, KOHBEPTHI C aJipecaMu, MapKaMu, U
Jpyryue apXuBHbIE TOKYMEHTBI, TOTCHIIMAIBLHO MPEICTABIISAIONINE HHTEPEC
VIS KOJUIEKIIHOHEPOB.

Cocrasn APYrux A, moajaexKanx MMOJIMCTHOM IIPOBEPKE, OIPEACTIACTCA
PYKOBOACTBOM apXUBa Ha OCHOBC PCIICHUSA 3KCH€pTHO'MeTOI[I/I‘leCKOI71 KOMHCCHH.

OTMmeTKa 0 MPOBEICHHOM MOJIMCTHOM MTPOBEPKE CTABUTCS B JINCTE-3aBEPUTEIIEC
(mpunoxenue Ne 3).

Ha mecTto BhIjaBacMbIX U3 APXUBOXpaHUJIMIIA CAVMHULL XPAHCHUSA U omnucen pI(SA) S
JAOKYMCHTOB IIOAKJIAAbIBACTCA KapTa-3aMCCTUTCIIb.

ApXMBHBIE IOKyMEHTHI, BbIJIABAEMBIE U3 apXUBOXPAHUIIHUILA, TOJDKHBI HUMETh
apXMBHBIHN MU(pP, IPOHYMEPOBAHHBIE JIUCTHI, IUCT-3aBEPUTENb (IpUI0KeHHnEe No

3) ¥ IUCT UCTIOIB30BaHUS JOKYMEHTOB (TpuiioxeHue Ne 4).

IloaroroBka APXHUBHBIX JOKYMCHTOB K BbIJA4UC U3 apXUBOXPAHUJINIIA BKIIFOUACT:
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BBIEMKY apXHUBHBIX JOKYMEHTOB;

CBEPKY apXMBHOTO MIH(pa U 3ar0JI0BKOB (aHHOTAIUI) C OMHUCHIO (KHUTOMN
ydera U OMUCaHUsA) JeJl, JOKYyMEHTOB;

MOJIMCTHYIO MMPOBCPKY AapXUBHBIX ACT - B YCTAHOBJICHHBIX ClIydasX.

CBepka apXuBHOTO MHU(pa apXUBHBIX JOKYMEHTOB C OMUCHIO (KHUTOU y4eTa u
OTIMCaHUs) JeJ U JOKYMEHTOB MPE/IoJiaraeT MPOBEPKY MPABUIBLHOCTH
odopmIIeHHS 00JI0KKH U TUTYJIBHOTO JIMCTA JIeJIa, ICPBUYHOTO CPEICTBA XPAHCHUS
ayIMOBU3yaJIbHOTO, SJIEKTPOHHOTO IOKYMEHTA, IPABMIIBHOCTH COCTABJICHUS
3aroJioBKa 1 mmdpa enuHUIbl XxpaneHus. [1pu Hammauy 60JIBIIUX UCTIPABJICHUN
00J105KKa ¥ TUTYJIBHBIHN JIUCT 3aMEHSIOTCS C COXPAaHEHHEM TIPU HEOOXOUMOCTH
CTapoil 00JI0XKKH.

HpI/I IMOATOTOBKE K BBIAAYUC U3 apXUBOXpPAHUINIIA OTACIIBHBIX apXHBHBIX
JAOKYMCHTOB, U3BATHIX U3 €I, HA O60pOTHOI71 CTOPOHE KaXXJ0Iro JIMCTa BHC TCKCTAa
APXHUBHOI'0 JOKYMCHTA MPOCTABJIACTCS IITAMII C apXWBHBIM IHI/I(l)pOM

CpoKH BbIIa4M aAPXUBHBIX JOKYMEHTOB
2.11.10.1. ApxuBHBIE JJOKYMEHTHI BBIJIAIOTCS U3 aPXHUBOXPAHMIIUIIA HA CPOK:

JI0 OJIHOTO MecsIIa - TI0JIb30BaTE/ISIM B YNTAIBHBIHN 3271 U paOOTHUKAM
apxuBa (KpoMe 0c000 IICHHBIX IOKYMEHTOB, BBIJJABAEMBIX Ha CPOK HE
0oJiee IBYX HEJEIb);

JI0 TpeX MecsIeB - (PoHI000pa3oBaTENIM;

J0 IICCTH MCCALICB - Cy,Z[C6HBIM, IIpaBOOXPAHUTCIIbHBIM 1 HHBIM
YIIOJIHOMOYCHHBIM OpraHam.

Bbmaqa APXHWBHBIX JOKYMCHTOB M3 apXHWBOXpaHUJIMIIA JJIs1 SKCIIOHUPOBAHNA
OCYHICCTBIIACTCA HA CPOK, OHpC,I[CJ'ICHHBIﬁ J0roBOPOM O IMPOBCACHUHU BbICTABKH.

Cpok BbIJJa4uM apXMBHBIX JTOKYMEHTOB IS CO3/IaHUs cTpaxoBoro goHmna, Gpoxma
MOJIH30BAHMS | JUIS CIICIIUATIBHOM 00pabOTKH OTIPEIesIeTCs TIaHaMu PabOThI
apx#Ba ¥ IOTOBOPAaMHU Ha MPOBEACHUE COOTBETCTBYIOLIUX PabOT CO CTOPOHHUMU
OpraHU3aIUsIMHU.

Hpoz[neHHe CPOKOB BbIa4U apXUBHBIX JOKYMCHTOB HOITYCKACTCA C pa3pClICHUA
PYKOBOACTBA apXuUBa.

OdopmiieHne BbIIa4i apXMBHBIX JOKYMEHTOB

2.11.10.2. Beigauya apXuBHBIX JOKYMEHTOB U3 apXUBOXPAHUIIUILA PETUCTPUPYETCS
B KHUT'aX BBIJAYM apXUBHBIX JTOKYMEHTOB, KOMUH (hOH/a OIB30BAHUS U3
XPaHWINILA, KOTOPBIE BEAYTCS pa3JeIbHO M0 KAKIOMY ApXUBOXPAHUIIUILLY U BULY
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BbIJa4du.

Brinaua apXuBHBIX JJOKYMEHTOB B UUTAJIBHBIHN 3aJ1 0(popMIIsieTCsl 3aKa30M
(TpeboBaHMEM) Ha BBIJAUy apXUBHBIX JOKYMEHTOB, KONUH (poH/A TTOIH30BAHUS,
ONMCEN 11, JOKYMEHTOB U PETUCTPUPYETCS] B KHUTE BBIAAYU apXUBHBIX
JOKYMEHTOB, KOIUI (pOH/IA TOIB30BAHNUS M3 XPAHWIUIIA B YUTAIBHBIN 341, B
KOTOPOM pacnuchIBaeTCss pabOTHUK YMTAIBLHOTO 3aja. McroiHeHHbIi 3aka3
(TpeboBaHME) MOIB30BATEIST HATIPABIISCTCS B YATAIBHBIN 3371 BMECTE C
BBIJJAHHBIMHU apXUBHBIMU JJOKYMEHTAMH U XPAHUTCS B JIUYHOM JIE€JI€ MIOJIb30BATENSL.

Briaua apXuBHBIX IOKYMEHTOB PaOOTHUKY apXvBa JJIsl UCTIOJIB30BAHUS B
CITy’KE€OHBIX IIeTISIX 0pOopMIIeTCS 3aKa30M (TpeOoBaHNEM) Ha BBIAYy apXHBHBIX
JIOKYMEHTOB, KoTiuil (hoHA MMOJIH30BAHMS, ONTUCEH eI, JOKYMEHTOB, KOTOPBIH
BHU3UPYETCS PYKOBOJAUTEIEM COOTBETCTBYIOIIETO MOApa3AeiieHus. 3aKa3
(TpeboBaHMEM) PETUCTPUPYETCS B KHUTE BBIIAUN apXHUBHBIX JOKYMEHTOB, KOTTHIA
(hoHa TOJIb30BaHUS U3 XPaHWIKIIA B paboyre TOMEIIECHUsI, B KOTOPO paOOTHUK,
TOJTYYMBIINN apXUBHBIE TOKYMEHTHI PACITUCHIBACTCS 32 KAXKIYIO SIUHUILY
XpaHeHus. 3aka3 (TpeOOBaHNE) HAXOIUTCS B ApXUBOXPAHUIIHUIIE /10 UCTCUCHUS
CpPOKa €ro XpaHeHUs.

Briaua apXuBHBIX JOKYMEHTOB B JJAOOPATOPHIO apXruBa 0(OPMIISETCS 3aKa30M Ha
MIPOBEJIEHUE COOTBETCTBYIOIINX PabOT U PETUCTPUPYETCS B KHUTE BbIIAUU
APXHUBHBIX JOKYMCHTOB, Konui (1)0H)Ia ITOJIB30BaHUA M3 XpaHUJIUIIA B
nabopaTopuio, B KOTOPOH pacHChIBaeTCs pabOTHHUK JabopaTopuu. 3aKa3
YUUTBIBACTCA B J'Ia60paTOpI/II/I M B COOTBCTCTBYIOIIEM IMOAPA3ACIICHUN apXuBa U
CIIY’)KUT KOHTPOJIbHBIM JIOKYMEHTOM 32 XOJIOM IPOBEJICHUS BCEX ATAMOB pabOTHI C
ApXUBHBIMH JIOKYMEHTaMHU.

Boigaua apXuBHBIX JOKYMEHTOB BO BPEMEHHOE TOJIb30BaHUE 0(hOPMIISETCS aKTOM

0 BbIJJau€ apXUBHBIX JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE U PETUCTPUPYETCS B
KHUT€ B4 apXUBHBIX JOKYMEHTOB, KOMUU ()OH/Ia TTOJIb30BAHUS U3 XPAaHUIHIIA
BO BPEMEHHOE MOJIb30BaHHE.

Boiraua ¢ponga nmosib30BaHus

2.11.10.3. Beiaya xonuii apXMBHBIX JOKYMEHTOB U3 (hOHA IMOJIb30BAHUS
odopmisiercs 3aka3oM (TpeOOBaHUEM) Ha BbIIa4y apXUBHBIX JIOKYMEHTOB, KOITUI
(hoHIa MOJIb30BaHUS, OTIUCEH A€, TOKYyMEHTOB U PErHCTPUPYETCS B KHUTE
(kHurax) Belgaun (POHAA MOJIb30BAHUSA, BEAYIINXCS IEHTPATU30BAaHHO WIIH
pa3aeNbHO M0 KKJIOMY apXUBOXPAHUIIUIILY.

Briraya onucei aes1, J0KyMEeHTOB

2.11.10.4. Onucu nen, JOKYMEHTOB BBIIAIOTCS HA CPOK, HE MPEBBIIAIOIIUH IISITH
nHel. Belgada onvcel e, JOKYMEHTOB, UMEIOIIMXCS B OJTHOM 2K3EMIULIPE U
XpaHALIMXCS NEHTPATU30BAHHO, JOMYCKAETCS B UCKIIIOUUTENIBHBIX CIIy4asiX ¢
paspelieHns pyKOBOAUTENS apXUBa WM €r0 3aMECTUTEIS Ha CPOK, KaK IPaBuiIo,
HeE MPEBBIIAIONIUN OUH J€Hb, U 0(POPMIISIETCs IO aHAJIOTHHU C BbIAaYeH
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MOAJIMHHBIX apXHUBHBIX JOKYMCHTOB.

Brinaua onmceit 1€, JOKyMEHTOB 0(OpMIIseTCs 3aKka30M (TpeboBaHNEM) Ha
BbIJIa4y apXUBHBIX JTIOKYMEHTOB, KOTIMK ()OH[IA MMOJIb30BAHMSL, OTIMCEH JIel,
JOKYMEHTOB M PETUCTPUPYETCS B KHUI'E BbIIaYM APXUBHBIX JJOKYMEHTOB, KOTIHUI
(oH/Ia MOIb30BaHUS U3 XPAHUIIUINA, B KOTOPOH PAaCIMChIBACTCS OTYIHBIIHIA
OTHCH PaOOTHHUK apXMBa WIIH TI0JIb30BATEb.

KOHTpOJIb 3a COXPAHHOCTBIO BBIIAHHBIX APXUBHBIX TOKYMECHTOB.
B03Bpame}me APXUBHBIX JOKYMEHTOB B ApPXUBOXPAHUJIUILIE

2.11.10.5. BriBepka KHMT BblJIa4H apXUBHBIX JOKYMEHTOB MPOBOJUTCS HE pexke
OJIHOTO pa3a B KBapTaJ Wi B nosryroaue. Ecnu B pe3ynbTaTe BBIBEPKUA KHUT
BBIJIAYM YCTAHOBJIEH (DaKT HApYIIEHUs CPOKOB BO3BPALIEHUS APXUBHBIX
JOKYMEHTOB, BBISICHSIIOTCS €70 IIPUYMHBI U IPUHUMAKOTCS MEPBI K BO3BpaTy
apXMBHBIX JTOKYMEHTOB. Ecii HEBO3BpallleHNE apXUBHBIX JJOKYMEHTOB B CPOK B
apXUBOXPAHWIUIIE BbI3BAHO HEOOXOUMOCTBIO UX JIalbHEHUIIIEro UCIOIb30BaHus,
BbIaua nepeodopmisercs. [Ipu 3aaepikke Bo3BpallleHUs: apXUBHBIX JOKYMEHTOB
0e3 yBaXXUTEJbHBIX MPUYUH IPUHUMAIOTCA MEPBI JJIS1 UX HEMEAJIEHHOTO BO3BpaTa
B APXUBOXPAaHUJIUIIE.

B mensx KOHTPOJIS 32 COXPAaHHOCTHIO apXUBHBIX JOKYMEHTOB TIOJIpa3icicHHE,
OTBETCTBEHHOE 3a XPAHCHHUE aPXUBHBIX JOKYMEHTOB, POBOTUT IMPOBEPKH
COXPAaHHOCTH BBIJAHHBIX U3 apXUBOXPAHUIIMILA APXUBHBIX JOKYMEHTOB.
[IpoBepku MPOBOJATCS B MJIAHOBOM MOPSIKE WIH IO MEPEe HEOOXOAUMOCTH 10
COTJIACOBAHUIO C PYKOBOJICTBOM apXHBa.

[Ipu Bo3BpaIeHNN apXUBHBIX JOKYMEHTOB B apXUBOXPAHMIIUIIE OCYIIECTBISICTCS
MOJIMCTHAS TTPOBEPKA NX (PU3UIECKOTO COCTOSIHHS B YCTAHOBJICHHOM MOPSIKE (CM.
m. 2.11.10.). B kHure BRIIaYM apXUBHBIX JTOKYMEHTOB JIEIACTCSI OTMETKA O
BO3BpAIICHUH apXUBHBIX JOKYMEHTOB B IIPUCYTCTBUH BO3BPATUBIINX MX
paboTHUKOB apxuBa win (poHI000pazoBaTens. Eciu BBISBICHBI IOBPEKICHUS
BO3BpAIlaeMbIX APXUBHBIX IOKYMEHTOB, COCTABJISCTCS aKT B MPOU3BOJbHON
(dhopme, KOTOPBIH MOAMUCHIBAETCS PAOOTHUKOM apXUBOXPaHUIIMIIA U JTUIIOM,
BO3BpAIIAIOIIIM apXUBHBIC JOKYMEHTHI, U TIPEJICTABIICTCS HA pACCMOTPEHUE
PYKOBOJICTBA apXuBa.

ApXI/IB 00s13aH YBEAOMHUTS IOJIB30BATECIIA O TOM, YTO OH OTBEYACT 3a COXPAHHOCTb
MOJIYYCHHBIX apXUBHBIX JOKYMCHTOB U CO6J'IIOI[CHI/IC IIpaBUJI pa6OTBI C HUMHU B
COOTBCTCTBHH C 3aKOHOAATCIILCTBOM Poccuiickoit q)ezlepam/m.

B cnydasx XulleHUs WM IOBPEKACHHUS apXUBHBIX JIOKYMEHTOB, B TOM 4YHCJIE
BHECEHMS B UX TEKCT U3MEHEHHH (€CTIM 3TO MOXKET ObITh KBATU(HUIIMPOBAHO KaK
MOBPEXJIEHHE apXUBHOT'O JIOKYMEHTa), apXUB 00palaeTcsi C COOTBETCTBYIOIIUM
3asBJICHUEM B OpPraH BHYTPEHHUX JEJI I10 MECTY PACIIOJIOKECHHS apXUBa, B
TPEXTHEBHBIN CPOK MH(POPMUPYET CHEeLUAIbHO YIIOJTHOMOYEHHBIH (penepanbHbIii
OpraH UCIOJIHUTEIBHOMN BIACTH, YIIOJJHOMOYEHHBIE OPraHbl UCIIOJHUTEIBLHON
BIacTu cyorekToB Poccuiickoit deaepannu, OCyIeCTBISAIONINE KOHTPOJIb 32
coOIII0/ICHMEM 3aKOHOJaTeNbcTBa 00 apXuBHOM Jene B Poccuiickoit denepanuy,
MPUHUMAET Jpyrue Mephbl K BO3MELICHUIO yIiepOa B COOTBETCTBUH C
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3aKoHoAarenbcTBOM Poccuiickoit denepanumu.

TpaHCHOPTHPOBKa U nepeMEIECHUEC apXUBHBIX JOKYMECHTOB

2.11.11. IIpu TpaHCHOPTHPOBKE apXUBHBIX JOKYMEHTOB Ha JIFOOBIE PACCTOSHUS
COOITIOTAOTCS MEPHI TI0 OXPAaHE U 3AIIUTE UX OT BO3ACHCTBUS BPEIAHBIX (PaKTOPOB
OKpPY’KaIoIllel Cpe/ibl MyTEM IPUMEHEHUS CTIELUaIbHbIX BUJIOB YIIAKOBOK,
00eCTeYnBarOIINX 3aIUTY ApPXUBHBIX TOKYMEHTOB OT OCAJKOB, CBETA,
MEXaHUYECKUX ITOBPEXKICHUH.

TpancopTUPOBKA apXUBHBIX JOKYMEHTOB IMPOU3BOIUTCS MIPH UX TIJIOTHOM
YKJIaJIKe, UCKITFOUAIOIICH BO3MOKHOCTH MEPEMEIIEHUS apXUBHBIX JJOKYMEHTOB
BHYTPH YIAKOBKH, YIaPOB U PA3TUUHBIX COTPSCEHUMN, TIPU ITOM
(hoTOOHOTOKYMEHTHI YITAKOBBIBAIOTCS B BEPTUKAIHHOM TOJIOKEHUH B KOPOOKHU
KECTKOM KOHCTPYKLUU COOTBETCTBYIOLIErO pa3Mepa, 00epHyThIE BO
BJIArOHETIPOHUIIAEMYIO TKaHb. J[pyrue ayanoBU3yalibHbIE U DJIEKTPOHHBIE
JOKYMEHTBI, TpapuiecKue U KpynmHo(QopMaTHbIE ea U JOKYMEHTHI
TepeMENIaloTCs TOJIBKO B YITAKOBKE, B KOTOPOW OHU XPAHSTCS, WJIA B CIICIIHAIBHO
MpeAHa3HAaYEHHBIX JUIS KX TIEPEMENICHUS CPEICTBAX.

JIns nepeMeneHrs: apXuBHBIX JOKYMEHTOB BHYTPH apXHBa UCIIOJIb3YHOTCS
MIEPEABUKHBIE TEJIEKKH U IPYTHE CPEACTBA TPAHCIOPTUPOBKH.

BuyTpuropoackue rnepeBo3ky apXUBHBIX JOKYMEHTOB MPOU3BOAATCS B 3aKPBITHIX
aBTOMAIlIMHAX P 00s13aTEIILHOM COMPOBOXK/IEHUU pabOTHUKA apXUBa.

TpancropTupoBKa apXUBHBIX JOKYMEHTOB Ha JJalbHUE PACCTOSHUS MPOU3BOAUTCS
B YIIAKOBaHHOM BHU/JIE B KPHITOM TPAHCIIOPTHOM CPEACTBE B COOTBETCTBUHU C
MIpaBUJIAMU MIEPEBO3KHU IIEHHBIX IPY30B, YCTAHOBIEHHBIMU 11 COOTBETCTBYIOILIETO
BH/JIa TPAHCIIOPTA.

BroisiBjienue YHUKAJIBbHBIX JOKYMCHTOB H 0000 EHHBIX AOKYMCHTOB

2.11.12. BelsBIIeHHE YHUKAIBHBIX JOKYMEHTOB U 0CO00 IICHHBIX JJOKYMEHTOB
MMPOBOJIUTCS B TUTAHOBOM TOPsIIKE HanOoJ1ee KBATU(PUITUPOBAHHBIMH
CHeIHalMCTaMU Ha OCHOBAHUU OTPACIIEBBIX HAYYHO-METOJUUECKUX pa3paboToOK 1
METOIMYCCKUX MMOCOOUH, TIOITOTOBJICHHBIX B apXUBE.

Omnpenenenue B cocraBe ApxuBHoro ¢onna Poccuiickoit @enepanny yHUKaIbHbBIX
JOKYMEHTOB OCYIIECTBIISIETCA B COOTBETCTBHU ¢ PermamenToM ["ocynapcTBeHHOTO
peecTpa yHUKaIbHBIX JOKYMEHTOB ApxuBHOrO (hoHna Poccuiickoii @enepannu u
BKJIIOYAET B ceOs:

3aM0JHEHHE Ha KaKIbI BBISBIIEHHBIN IMOTEHIIUAIBHO YHI/IKaJ'IBHHﬁ
AOKYMCHT JIMCTA y4€Ta U OMUCAHUSA YHUKAJIBHOTO JOKYMCHTA,

paccMOTpEeHHUE SKCIEPTHO-METOUUECKON KOMUCCUEN (MM IPYTrUM
COBEIAaTEIHbHBIM OPraHOM) apXHBa MPEICTABICHHBIX MaTEPHUATIOB;
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MPEJICTABICHUE MTPEJIOKEHUN O BKIIFOYEHNUHU BBISIBJIEHHBIX TOTEHLIMAIBHO
YHUKQJIbHBIX JIOKYMEHTOB B [ 0Cy1apCTBEHHBIN PEECTP YHUKAIBHBIX
IoKyMeHTOB ApxuBHoro (onaa Poccuiickoii denepannu B
COOTBETCTBYIOLIMK YIIOJTHOMOYEHHBIN OPraH UCIIOJIHUTEIbHOW BJIACTH B
cdepe apXuBHOTO Jena.

Omnpenenenue B coctaBe ApxuBHOro ¢onaa Poccuiickoit @eneparun 0co6o
LIEHHBIX JIOKYMEHTOB OCYIIIECTBIISIECTCS IKCIIEPTHO-IIPOBEPOYHON KOMUCCHEN
(BIIK) denepansroro rocynapcTBeHHOTr0 apxusa, DIIK ymoaHomMoueHHOTO Oprana
WCIIOJIHUTENIBHOM BiTacTu cyobekTa Poccuiickoit deneparuu B chepe apXuBHOTO
7ieT1a, SKCIepTHON (POHI0BO-3aKyITOYHON KOMHUCCHEH roCcy1apCTBEHHOTO WIIH
MYHULUIIAJIBHOTO MY3€s1, SKCIIEPTHOM KOMUCCUEN IOCYAAPCTBEHHOM WIIN
MyHHIMIanbHOM 6nbmuotexu, DIIK Apxusa Poccuiickoit akageMun HayK U

SaerHHﬂeTCﬂ y‘-IeTHBIMI/I I[OKYMCHTaMI/I apXI/IBa B YCTaHOBJ'IeHHOM HOpr)IKe (CM. II.
3.7.5).

OIIK yrnmosHOMOYEHHOTO OpraHa MCIIOJIHUTENIBHON BIacTH CyobekTa Poccuiickoit
®enepannu B chepe apXUBHOTO Jiesia BIIpaBe JAeJIerupoBaTh MOJHOMOYHS 110
ompeJeNieHuIo B coctaBe ApxuBHoro ¢onaa Poccuiickoit @enepannu 0co0o
LEHHBIX JIOKYMEHTOB 3KCIIEPTHO-METOINYECKON (METOAMUECKOI) KOMUCCUU
roCyJapCTBEHHOTO apxuBa cyobekTa Poccuiickoit denepamu.

Coznanue crpaxoBoro ¢ponaa

2.11.13. CoBOKYITHOCTB CTPaxOBbIX KOIHIA YHUKAJIBHBIX H 0CO00 1IEHHBIX
nokymeHToB ApxuBHoro ¢onaa Poccuiickoit deneparuu (anee - CTpaxoBoit
(dhoHIT) co3maeTcs B MENSIX COXpaHEHUs TOKYMEHTHOM HHGOpMAaIK Ha ClTy4dai
yTpaThl WIH MOBPEKICHUS OPUTUHAIOB 3TUX JOKYMeHTOB. CTpaxoBoil GpoH[
SIBIISIETCS] HEPUKOCHOBEHHBIM U XPAHUTCS TEPPUTOPUATBHO 000COOIEHHO OT
OpUTMHAJIOB YHUKAIbHBIX TOKYMEHTOB U 0CO00 IIEHHBIX JJOKYMEHTOB B
CHeIUaIbHbIX apXUBOXpaHMIHIax (cm. m. 4.13.3.).

O‘leGI{HOCTB CTpaxoBOI'0 KOIIMPOBAHUSA ONPEACTIACTCA C yYECTOM (bH?)PI‘iGCKOFO
COCTOSAHUSA YHUKAJIBbHBIX TOKYMCHTOB U 0co0o IECHHBIX JOKYMCHTOB U
HMHTCHCUBHOCTHU O6paHIeHI/IH K HHUM. HepBooqepeI[HOMy KOIIMPOBAHUIO CPCIU HUX
IIoJICKaTt HanoboJyiee NHTEHCUBHO HCIIOJIB3YEMEIC, C TOBPCKIACHUAMU
MaTCprUaJIbHOI'O HOCUTCIIAA U ,I[OKYMeHTHOﬁ I/IH(I)OpMaI_[I/II/I.

[ToaroToBKa yHUKAIBHBIX JOKYMEHTOB U 0CO00 IIEHHBIX JOKYMEHTOB K
CTPaxOBOMY KOIUPOBAHHIO OCYLIECTBIISIETCS B COOTBETCTBHH C IOPSIKOM BbIJauU
apXUBHBIX JOKYMEHTOB U3 apxuBoxpanuwmumil (cm. 1. 2.11.10.).

CTanOBOG KOIMUPOBAHUC ITPOBOJUTCA C CO6J'IIO,Z[€HI/I6M CUCTeMaTn3alnuu CAMHUIL
XpaHCHH: B OIMUCH LI, JOKYMCHTOB, KOTOPAaA KOIMMUPYCTCA I€pe] CAUHULIAMHA
XpaHCHU:. CTanOBOMy KOIIMPOBAHHUIO IMOJICKAT BCC BXOAAIINE B CIMHUIY
XpaHCHHUA apXUBHBIC TOKYMCHTHI.

HpI/I CTPAaXOBOM KOITMPOBAHUHU ACJI4d, KAK IIPABUJIO, PACIHIUBKE HC IO JICKAT.
PacmuBka nen MPOU3BOAUTCA B UCKIIIOYUTCIIbHBIX CIIYy4asAaX IO COTIaCOBAHUIO C
PYKOBOACTBOM apXuBa IIpU MOJTHOM HEBO3MOXKHOCTHU KOIMUPOBATH MCPCIIIICTCHHOC
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neno. [lo okoHuaHuM pabOTHI JENI0 MepeIUIeTaeTCs 1abopaTopueH UiTn
OPraHu3alMen-u3roTOBUTEIEM CTPAXOBBIX KOTIMH 3aHOBO.

CTanOBOC KOIMMUPOBAHNEC YHUKAJIbHBIX JOKYMCHTOB 1 0c000 HCHHBIX JOKYMCHTOB
OCYIICCTBJIACTCA B COOTBCTCTBUU C TCXHOJIOTHYCCKUMU PECrIIaMCHTAMU U APYTUMU
I[eﬁCTBYIOHIHMH HOPMATUBHO-TCXHUYCCKUMHU JOKYMCHTAMMH.

CrpaxoBoil Konuel apXUBHOTO IOKyMEHTa Ha OyMa)KHOM OCHOBE SIBJISIETCS
HeraTuBHas MUKpodopma (MUKpOGHIBM Wit MUKpo¢uIIa) 1-To moKoIeHHs,
M3TOTOBJICHHAs HA (POTOrpaduUECKON TaIOTCHUI0CEPEOPSIHON TIIICHKE
COOTBETCTBYIOIIETO TUIIA METOJIOM ONITHYECKOTO (poTorpadupoBaHus
JIOKYMEHTOB.

CtpaxoBoii KoHeil KHHOAOKYMEHTA SIBJISIETCS TIEpBasi COBMEIICHHAs! KOs
OpUTHHAaja, U3rOTOBJIEHHAS HA TJIEHKE COOTBETCTBYIOLIETO THUIIA METOJIOM
KOHTAKTHOM MeYaTH.

CrpaxoBoil konueil GoTOJOKYMEHTA ABJIIETCA IepBasi KOMMS OPUTHHANA,
M3rOTOBJIEHHAs Ha (DOTOIJICHKE COOTBETCTBYIOLIETO THUIIA METO/I0M
pEenpoAyLIMPOBAHUS WIM KOHTAKTHOM MEYaTH.

CrpaxoBoil konuel (OHOJOKYMEHTA SIBJISIETCS MepBasi KOMUs OpUTrHHAa,
W3TOTOBJIEHHAs! COBPEMEHHOM CHCTEMOM 3aIMCH.

CrpaxoBoil Konuel BUACOJOKYMEHTA SIBISETCS NIEpBast KONMUS OpUTHHANA,
M3TOTOBJICHHAs B (popmMaTe OpuruHaIa CrmocooOM BUICO3BYKO3AIUCH Ha
MarHUTHOM JICHTE.

Co3nanue, KOMILIEKT M cocTaB (OHIA MOJIb30BAHUS

2.11.13.1. CoBOKYITHOCTh KOIHI apXUBHBIX JOKYMEHTOB, BBITIOJIHEHHBIX HA
Pa3IMYHBIX MaTEPUATLHBIX HOCUTENSIX U MPEAHA3HAUCHHBIX JJIS1 UCTIOJIb30BaHUS C
1eIbI0 00ecreueHns: COXPAaHHOCTH OPUTMHAIOB apXUBHBIX JIOKYMEHTOB (Aajee -
(hoH 1M0JIB30BaHUS) CO3/AAETCS, KaK MPaBUIIO, OJHOBPEMEHHO C CO3JIAHUEM
CTpaxoBoro (oHjaa, a TAKKe LEIeBbIM MOPSAIKOM Ha HauboJee UCII0JIb3yeMble
apXUBHBIE JOKYMEHTBI, B IIpoliecce APYrux padoT (paccekpeurBaHUe apXUBHBIX
JOKYMEHTOB, OPraHU3allus UX UCIIOJIb30BaHNUSA).

doHp II0JIB30BaHMUI, HW3TrOTOBJICHHBIN OJHOBPEMCHHO CO CTPAaXOBbIM (I)OH,HOM,
C0O34ac€TCA B 00s13aTeILHOM KOMIIJICKTC, BKIIIOYAIOIICM

U1l QpXUBHBIX JJOKYMEHTOB Ha OyMa)KHOM OCHOBE - OJJHY MUKpO(QopMy 2-
r'0 MOKOJIEHUS Ha TaJIOTeHUI0CcepeOpssHON TIEHKe (HeraTuBHas WM
MO3UTHUBHAs ), U3TOTOBJICHHYIO C HETraTUBHOU MUKPOGOPMBI 1-ro
MOKOJICHUS, M 0JIHY MUKPO(OpMY 3-I'0 MOKOJIEHHUs, U3TOTOBJIEHHYIO C
MUKPO(OPMBI 2-T0 IOKOJIEHUS;

Ui HOTOIOKYMEHTOB - OJMH MO3UTHUBHBIA (POTOOTHEUATOK U OJHUH TyOJIb-
HETaTHUB;



IJIL KHHOJAOKYMCHTOB - OAHY IMTO3UTHBHYIHO COBMCIHICHHYIO KOIIUIO, O AINH
MIPOMEKYTOYHBIN O3UTHUB N300PKEHHUS U OJJMH KOHTPATUI (POHOTPAMMBI
(17151 3BYKOBBIX KHHOJOKYMEHTOB). [103UTHBHAsI KON U IPOMEKYTOUHBIN
IIO3UTUB I/I306pa)KeHI/ISI AOJDKHBI BXOAWUTH B KOMIUICKT KHHOJOKYMCHTA,
MPUHUMAEMOTO Ha MOCTOSIHHOE XpaHeHue. JlomyckaeTcst TOMoJIHUTEeTbHOEe
HU3roTOBJICHUC (1)0H11a MOJIb30BaHUA KWHOAOKYMCHTOB B BU/IC
Buaeodonorpamm B hopmarax Betacam u VHS;

i HOHOTOKYMEHTOB - OJJHY KOITHIO HA MAarHUTHOMU JICHTE,
JUTS BHJICOIOKYMEHTOB - OJIHY Komuio B opmare VHS.

Bxrouenue B poH1 mOJIb30BaHUS KOMIMNA apXUBHBIX JIOKYMEHTOB, B TOM YHCJIE HA
AJIEKTPOHHBIX HOCUTEIISAX, CO3JaHHBIX B MpOIIecce APYrux paboT, OCyIECTBISIETCS
apX1UBOM CaMOCTOSITENIBHO.

B ¢ona nonp3oBaHMs BKIIOYAOTCS] KOTTUK MOJHOCTbIO CKOTTMPOBAHHBIX €MHMII
xpaHeHus1. Konuu oTAeIbHBIX apXUBHBIX JOKYMEHTOB MOTYT ObITh BKJIIOUEHBI B
(oH/1 10JIB30BAHUS B COCTaBE TEMAaTHUECKHUX MOJIO0OPOK apXUBHBIX JOKYMEHTOB.

IIpoBepka HAJIMYNSA U COCTOSIHUS, TEXHUYECKUI KOHTPOJIb CTPAX0BOro gponaa
# (pOH/IA MOJIL30BAHUS

2.11.13.2. Bce cTpaxoBble KOMHH J0JKHBI COOTBETCTBOBATh OPUTHHAITY, KaK 1O
COJIEP’KaHHUIO, TaK U MO PsiIy BHEIIHUX NMPU3HAKOB.

N3roToBuTens cTpaxoBhIX KOMUI 00ecrieunBaeT COOTBETCTBHE BCEX BBITYCKAEMBIX
KOMUN TpeOOBaHUSIM JICHCTBYIOUIUX HOPMATUBHO-TEXHUUECKUX JOKYMEHTOB IO
CTPaxOBOMY KOIIUPOBAHHUIO.

Bce CTPAaxOBbIC KOIIUHU ITPOXOIAT TEXHUYECKUHN KOHTpPOJIb B J'Ia60paTOpI/II/I NI
OPraHru3aluu-u3roToOBHUTCIIC, CBCACHUS 00 MX KayecTBe (1)I/IKCI/Ipy10TCH B aKTax
TEXHUYECKOT'O COCTOSIHUS KOITHM CTpaxoBoOro (bOHI[a (HO (bOpMaM B COOTBCTCTBHUU
C OTpacCJICBbIMH HOPMATHBHBIMUA I[OKYMCHTaMI/I).

HpI/I IIpUEMEC CTPAXOBBIX KOITHI IMPOBEPACTCA IIOJTHOTA BBINIOJTHCHUA 3aKa3a Ha
KOIITMPOBAHUEC, KOJIMYCCTBO KOHHﬁ, KOMIIJICKTHOCTD, ITPAaBUJIbHOCTD U IMOJIHOTA

3ar0JIHEHUS AKTOB TEXHUYECKOTO COCTOSIHUS, BU3YaJIbHO-TEXHUUYECKOE COCTOSIHUE
KOITHH.

B IpoueCcCe XpaHCHUA CTPAaxXOBbIC KOIIMH ITOAJICIKAT:
MPOBEPKEC HAIINYHNA U COCTOSAHUS B LCIIAX YCTAHOBJICHUA (l)aKTI/ILIeCKOFO
HaJINYHUA CTPAXOBBIX KOHHﬁ, HUX COOTBCTCTBUA JAHHBIM YUCTHBIX

JAOKYMCHTOB,;

TEXHUYECKOMY KOHTPOJIIO COCTOSIHUSI U CBOEBPEMEHHOMY IPOBEICHUIO
HEO0XOAMMBIX KOHCEPBALMOHHO-TTPO(UITAKTUYECKUX MEPOIIPHUSITHH.

Texnudeckuit KOHTPOJIb CTPAXoBOI'O (I)OH)Ia OCYIICCTBJIACTCA OAUH Pa3 B TpU roaa,
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IIPU 3TOM KOHTPOJIIO N0 UIEKUT 20% CTpaxoBbIX KOIIUI IPOU3BOACTBA KaXKJIOIO
roja.

Pe3ynbTaThl TEXHUYECKOTO KOHTPOJIS (PUKCUPYIOTCS B IOKYMEHTAX O TEXHUYECKOM
COCTOSIHUHM CTPAaXOBBIX KOTHA, TJIe TAIOTCS 3aKIIOYCHUSI O HEOOX0IMMOCTHU H
CpOKax MpOBEACHUS MPO(PUIAKTHYECKIX M PECTAaBPALIMOHHBIX Pa0OT
YCTaHABJIMBAIOTCS CPOKH CIIEAYIOIIETO TEXHUYECKOTO KOHTPOJIS.

[IpoBepka HanMuus U COCTOSIHUS (POHIA MOJIH30BAHMSI OCYIIECTBIIIETCS C LEJIBIO
KOHTPOJIS 32 COXPAHHOCTBIO KOTIMI U OpraHu3anuy paboThl IO CBOEBPEMEHHOMY
BOCCTaHOBJICHHIO ()OH/IA TIOJIb30BAHUSL.

O6beM 1 nepuoANYHOCTH PabOTHI IO MPOBEPKE HATMYMS U COCTOSAHUS (hOoHa
MI0JIb30BaHMsI ONIPENENISIETCS C yYETOM €ro oo1iero oorema, cocrana,
MHTEHCUBHOCTHU BbIIaYM KOTIUH U YaCTOThI UX BOCIPOU3BENIEHUS, a TAK)KE YCIOBHM
XpaHEeHUs.

Ilepenauya crpaxoBoro ¢poHaa Ha cieUAJIbHOE XPAHEHHE

(m. 2.11.13.3. He pacnpocTpaHsAeTCs Ha TOCYJapCTBEHHBIE M MYHUITUTIATLHBIE
My3eHu U OuOInoTeKu, opranu3anuu Poccuiickoit akaieMuy HayK)

2.11.13.3. IlenTpasin30BaHHOE XpaHEHHUE CTPAXOBOI0 (DOH/IA OCYILIECTBISAET
(dhenepanbHBIN TOCYAapCTBEHHBIN apXuB - [[eHTp XpaHeHus ctpaxoBoro (GoHaa
(IXCD).

XpaHeHue cTpaxoBoro (poHaa ToCy1apcCTBEHHOTO apXxuBa cyobekTa Poccuiickoit
®denepaniy 1 MyHULIUIIATHLHOTO apXHUBa MOKET OCYILLECTBIIAThH CHEIHATLHOE
ApXUBOXPAHWINIIE, PACTIOJIOKEHHOE HAa TEPPUTOPHH CyObekTa Poccuiickoii
denepanuu.

Pa3zpemenne Ha nepenauy crpaxoBoro ¢ponaa B [[XC®D naet cnenuaabHO
YIIOJTHOMOYEHHBIH (eiepalibHbIi OpraH UCIIOTHUTEIBHON BIacTU B cepe
apXUBHOTO JieJa M0 pe3yJbTaTaM PacCMOTPEHUS JOKIIAIHON 3alUCKU
(benepanbHOrO rocyIapcTBEHHOIO apXMBa WM YIIOJTHOMOYEHHOTO OpraHa
HCIIOJHUTENBHOU BiacTh cyobekTa Poccuiickoit deneparuu B chepe apXuBHOTO
JieNia 0 TOTOBHOCTH K OTIHPABKE CTPAXOBBIX KOTIHIA.

Pazpemienue Ha nepesady cTpaxoBoro (JOH/a B CHELUAIBHOE apXUBOXPAHMWIIUILIE,
pacrosio’)keHHoe Ha Teppuropun cyonsekta Poccuiickoit denepanuu,
rocyapcTBEHHOMY apXuBy cyObekTa Poccuiickoit @enepanuu u
MYHHULMIIAJILHOMY apXUBY JAacT YIIOJHOMOYEHHbBIN OPraH UCIOJHUTEIBHOM BJIACTH
cyobekra Poccuiickoit denepanuu B cepe apxuBHOTO Jiella Ha OCHOBAaHUU
JOKJIaJHOW 3aIIMCKH apXHUBa O TOTOBHOCTH K OTIIPABKE CTPAXOBBIX KOIUH.

HpI/IeM-nepezLaqa CTpPaxoBOro (bOHI[a OCYHICCTBJIACTCA HA OCHOBAHUU IIPpHUKa3a
COOTBECTCTBYHOIICTO YIIOJIHOMOYCHHOT'O OpraHa HCIOJIHUTEIILHOM BJIACTH B C(bepe
APXHUBHOT'O JCJIa aKTOM YCTaHOBHeHHOﬁ (1)OpM]':>I, K KOTOpOMY IIpUJIararoTcs:

OIIHCH 0C000 HCHHBIX ACJI, JOKYMCHTOB WJIN KOITUHU ommucei pI(SA) 8
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JOKYMEHTOB, C KOTOPBIX H3TOTOBJICH CTPAaX0BOW (DOHII, UM MEPEUCHb
HOMEPOB 0C000 IEHHBIX e, JOKYMEHTOB (HOMEPHHK);

OTIHCH TIePeIaBaeMOr0 CTPaxoBoro GoHAa;
AKThl TEXHHYECKOTO COCTOSHHSI KOTHA CTPaxOBOro (GOH/A;
COTIPOBOIUTENBHBIC IOKYMEHTHI Ha TPAHCIIOPTHYIO Tapy.

CtpaxoBble KOMUH B MOPSAKE PACIIOIOKEHHS UX B OIMCH CTPAXOBOTO (POHAA
IIOMEUIAIOTCA B COOTBETCTBYIOLIYIO Tapy AJIs TPAHCIIOPTUPOBKH, UMEIOLLYIO
MOPSAAKOBYIO HYMEPALIMIO B IIPEEIIax OTIPABIIIEMON TAPTUH, U HAIIPABIIIOTCS B
OIUIOMOMPOBAHHBIX KOHTEHHepax. B conpoBoaUTENbHOM JOKYMEHTE Ha
TPAHCIOPTHYIO Tapy YKa3bIBACTCS €€ KOJIMYECTBO U YHUCIIO CTPAXOBBIX KON B
HEW, CTaBATCS MOMINNCH JOJDKHOCTHBIX JIUI, OTBETCTBEHHBIX 32 IIEpeiavy.

AKXTBI IpueMa-nepeaun ¢ IPUI0KEHUIMHI IOMEIIAIOTCS B OTACIBHYIO YIAaKOBKY C
nomeTkoi "ConpoBoAUTENbHbBIE TOKYMEHTHI".

OmutaTa pacxoJ0B IO OTIPABKE CTPAXOBOro (OHIA MPOU3BOJUTCS OTIPABUTEIEM.

CrpaxoBaHue 10KyMeHTOB ApxuBHOro ponaa Poccuiickoit @egepanuu

2.11.14. CrpaxoBanue nokymMmeHTOB ApxuBHOro (hoHAa Poccuiickoit deneparun
HaIpaBJIEHO Ha 00ecreYeHne uX COXpaHHOCTH, BO3MeEIlleHHeE yiiepOa B ciryyae
Kpakul, yTpaThl, MOBPEXKACHUN U HHOTO BO3MOKHOTO yIiepoa.

CrpaxoBaHuIO MOMJIEKAT:

noKyMeHThl ApxuBHOTO (hoHIa Poccuiickoit deaeparuu, a Takxke
TMOJIeKAIME BO3BPAILICHUIO MX KOIIUH, BEHIBO3UMBIE 33 PyOexk IS
AKCIIOHMPOBAHHUS HA BHICTABKaX, PECTaBpAIlUU WM C IPYTUMU LETAMU;

YHUKaJIbHBIC JOKYMCHTEI, IIPECAOCTAaBIACMBIC 1JIA OKCIIOHUPOBAHUS HA
BbICTABKAaX BHYTPH CTPAHBbI.

B ucKImounTeNbHBIX CITyYasx, Mo 0053aTeIbCTBO B JOTOBOPE O BO3MEIICHUU
OpraHu3aToOpaMH BBICTaBKHU yiepOa B Ciiydae yTpaThl WM NOPYH, YHUKATBHBIE
JOKYMEHTBI MOTYT 9KCIIOHUPOBAThCA 0€3 CTPaxOBaHUS HAa OPraHU3YEMBIX B
Poccuiickoit @eneparuy BEICTaBKax.

CrpaxoBas oleHKa TOKyMeHTOB ApxuBHOro ¢onma Poccuiickoit denepanuu
MIPOBOJIUTCS B @pXMBE KOMHCCHOHHO.

Kareropus nieHHocTH 10KyMeHTOB ApxuBHOTO (hoHaa Poccuiickoit deaepaunu u
pa3Mep MX CTPaxOBOM OLIEHKH YCTaHABIMBAIOTCS HA OCHOBE CIELIMAIBHBIX
METOIMYECKUX Pa3pabOTOK.

Pe3ynpTaThl cTpaxoBoif OLIEHKH TOKYMEHTOB ApxuBHOTO GoHaa Poccuiickoit
®eneparn 0(OPMIISIOTCS aKTOM CTPaXOBOM OLEHKH apXUBHBIX JOKYMEHTOB,
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KOTOPBIX IIPEACTABIAETCSA B COOTBETCTBYIOIIUMI YIIOJTHOMOYEHHBIN OpraH
UCIIOJIHUTEIBHON BJIACTU B c(hepe apXUBHOTIO JeNa.

OdopMmiieHre BpeMEHHOI0 BHIB03a JOKYMEHTOB ApPXUBHOI0 (poHIa
Poccuiickoii ®@enepanun 3a pyoex

2.11.15. lng paccMOTpeHHsI BOIIPOCa O BO3MOKHOCTH BPEMEHHOTO BBIBO3a
nokyMeHToB ApxuBHoro (ponaa Poccuiickoit denepanuu apxuB OpeaCcTaBIIsSeT B
CHEIHaIbHO YIIOJHOMOYEHHbIN (hefiepaibHbIi OpraH UCIOJHUTENBHOM BJIaCTH B
cdepe apXUBHOTO Jera:

KOIIMIO A0TOBOpa O MPOBEACHHWU BBICTABKU, PECTABPALIMOHHBIX HJIN APYTHUX
pabor;

nepevyeHs JokyMeHTOB ApxuBHoro (onma Poccutickoit denepanun
YCTaHOBJICHHOU (POPMBI, MpeTHA3HAYCHHBIX K BPEMEHHOMY BBIBO3Y;

KOIIMHU CTPAaxoBOro moJjiMmca, rapaiTuu HpI/IHI/IMaIOI]_[eﬁ CTOPOHBI U
TOCYJapCTBEHHBIX OPraHOB CTPAaHbl HA3HAYCHHUA B OTHOILICHHUN
COXPaHHOCTH U BO3BpaTa BPEMCHHO BBIBO3UMBIX KYJIbTYPHBIX HeHHOCTeﬁ;

MMCbMEHHOE MOATBEPKICHUE YAOBIETBOPUTEIHHOTIO (PU3MUECKOTO
COCTOSIHUS IOKyMEeHTOB ApxuBHoro ¢onna Poccuiickoii @eneparnuu,
MO3BOJISIOIIETO UX TPAHCIIOPTUPOBATh U JEMOHCTPUPOBATH, & TAKXKE
HaJINYMsL UX CTPAXOBBIX KOIUH;

paspelieHre ynoJTHOMOYEHHOTO OpraHa HCIOJHUTEIBHOM BIIACTH CyObeKTa
Poccniickoit deneparuu B chepe apXuBHOTO Jies1a (TOIBKO IS
roCyJIapCTBEHHBIX apXHUBOB CyObeKTOB Poccuiickoit deneparnyn);

paspelleHrne oprana MeCTHOro caMoyIpaBiieHus (TOJIbKO JIIs
MYHHIIMIIAIEHOTO apXUBa);

Apyrue HeO6XOI[I/IMI)IC JOKYMCHTBI B COOTBETCTBHUHU C YCTAHOBJICHHBIM
IIOPAOKOM.

B cootBeTCTBHM € YCTAaHOBIJIEHHBIM MOPSIIKOM T'OCYJapCTBEHHOM 3KCIIEPTU3HI U
KOHTPOJIS 3@ BBIBO30M M BBO30M KYJIBTYPHBIX LIEHHOCTEH IS MTOJIy4EHUS
CBUJETEIBCTBA Ha IIPABO BbIBO3a KYJIbTYPHBIX HEHHOCTEH C TEPPUTOPUU
Poccuiickoit denepanuu, ykazaHHbIE JOKYMEHTBI BMECTE C 3aKIHOUYEHUEM
CMELUAIBHO YIIOJIHOMOYEHHOTO (pefiepalibHOro OpraHa UCIOJIHUTENbHON BIACTH B
cdepe apXUBHOTO JieJ1a U IPYTUMHU HEOOXOJUMBIMU JJOKYMEHTaMH
MIPEJCTABISAIOTCS B CIIEIHMAIBHO YIOJTHOMOUYEHHBIH (pesiepalibHbli opran
HCTIOJITHUTENNBHOM BIacTU B cpepe rocy1apcTBEHHOI'0 KOHTPOJIS 38 BEIBO3OM M3
Poccniickoit denepanuy 1 BBO30M Ha €€ TEPPUTOPUIO KYJIBTYPHBIX LIEHHOCTEH.

Jlnst ipoiieHnst B 0COOBIX CIydasiX CpoKa BPEMEHHOTO BBIBO3a JOKYMEHTOB
ApxusHoro ¢oHga Poccuiickoit @enepaninu apXuB MpeACTaBISET B CHEIMAIBHO
YTIOJIHOMOYEHHBIN (hefiepabHbIi OpraH UCIOJHUTENIBHOM BIacTu B cdepe
roCcylapCTBEHHOI'O KOHTpPOJIS 3a BbIBO30M U3 Poccuiickoii denepannu u BBO30M Ha



€€ TEPPUTOPHIO KYJIBTYPHBIX EHHOCTEN:

KOIINIO A0TOBOpa O MPOMJICHUU CPOKA BBICTABKHU, PCCTABPpAllMOHHBIX WUJIU
JIpyrux pador;

KOIIMHU CTPAXOBOI'0 MoJiMca, rapanTuu HpI/IHI/IMaIOH_Ieﬁ CTOPOHBI U
TOCYJapCTBCHHBIX OPraHOB CTPAaHbl HA3HAYCHHUA B OTHOLICHUHU
COXPAaHHOCTH U BO3BpaTa BPCMCHHO BbBIBO3UMBIX KYJIbTYPHBIX HCHHOCTCfI;

3aKITI0YEHUE CIIEUAIBHO YIIOJTHOMOYEHHOTO (heaepabHOTO OpraHa
WCTIOJTHUTENBHOM BJIAacTH B cpepe apXHUBHOTO JeTa;

Jpyrvue HeoOX0JMMble TOKYMEHTBI B COOTBETCTBUU C YCTAaHOBJICHHBIM
MOPSIIKOM.

Oobecneuenue COXPAaHHOCTH AaPXMBHBLIX TOKYMECHTOB IIPH ‘lpe3BbI‘laﬁHle
CUTyalusix

2.11.16. K upe3BpIuaiiHbIM CUTYaIUSIM OTHOCSITCSI OOCTOSATENBCTBA, TPH KOTOPHIX
HEBO3MO>KHO BBINIOJIHEHHUE apXUBOM B ITOJTHOM 00BEME BO3JIOKEHHBIX Ha HETO
3a/la4 B COOTBETCTBUHU € TpeOoBaHUSIMU HacTosux [IpaBun u apyrux
HOPMAaTUBHBIX IPABOBBIX aKTOB, CO3/Ia€TCS YIpO3a )KU3HU U 3/I0pPOBBIO JIOACH,
COXPAHHOCTH apXHUBHBIX TOKYMEHTOB apXHBa.
K upe3BbIuaiiHbIM CUTYAIUSIM OTHOCSITCS:

0OBSIBIICHUE CTETICHEH TOTOBHOCTH IPakIaHCKOW 00OPOHBI;

BBEJICHHUE B JICHCTBUE TUTAHOB IPaXkTaHCKOW 0OOPOHHI;

00BsIBIIEHUE B TOCYIapCTBE (PErHOHE, FOPOJIe) peKUMa Ype3BbIUAHHOTO
MIOJIOXKEHHUS;

IIOXKap, TCXHOT'CHHBIC KaTaCTPO(l)BI W CTUXHIHBIC 6e,Z[CTBI/IH, IOBJIMABIIHNC
Ha XU3HECACATCIIbHOCTb apX¥Ba,

MCYE3HOBEHHE WJIH MOPUYa ApXUBHBIX JTOKYMEHTOB, XUIIEHUE WU TIOpYa
HMMYIIECTBA B Pe3y/IbTaTe MPOHUKHOBEHHUS B apXUB MOCTOPOHHUX JIIO/IeH
WM IPYTUX IPOTHUBOMIPABHBIX JACHCTBHIA,

aBapHH CUCTEM >KM3HEOOeCTIeueHHs apX1Ba, a TAKXKe 3JaHUs apXUBa;
CHSITHE OXpaHbl APXUBA;

Ipyrue 006CTOSTENbCTBA, BEIHYK/IAIONIUE PYKOBOJICTBO apXUBa MPUHSATH
pelieHre 06 N3MEHEHUHU peKuMa padOThl apXHBa WU MPUOCTAHOBICHUN

€ro ACATCIBbHOCTH.

C y4eToM BO3MOXKHBIX Ype3BbIYaHBIX CUTYyallUil apXuB pa3pabaThIBaeT U MPH
HE00X0AMMOCTHU MEPHUOMUYECKH NTePECMaTPUBALT IIAHBI KOHKPETHBIX



MEPOTIPUATHI U JPYTrue HOPMATUBHBIC TOKYMEHTHI O padOTe B UPE3BBIYAMHBIX
CUTyalUsX.

[Tnanel 1 Apyrue JOKyMEHTHI IO MOOMIIM3aLIMOHHOM MOJIrOTOBKE, TPaKIaHCKOM
000poHE apxuBa pa3pabaTHIBAIOTCS B YCTAHOBIEHHOM MOPSJIKE.

[Inaner MeponpuATHI apXUBa HA ClTydall YpE3BbIYANHBIX CUTYalLlUH, HE
OTHOCSIUECS K MOOMIM3AIMOHHOM MOArOTOBKE U IPaXkIaHCKOI 000poHe,
JIOJIKHBI COIIACOBBIBATHCS C OPraHU3alMOHHBIMU M PACIOPSAUTEIbHBIMU
JOKYMEHTaMH apXuBa, pa3paboTaHHBIMU I10 JIMHHUHA MOOMIN3AIUMOHHON
MOATOTOBKH U TPAXK/1aHCKON OOOPOHBI.

C cozep:xaHMeM IIIIAHOB MEPOIIPUSITHI U APYTrUX HOPMATUBHBIX JOKYMEHTOB,
OTIPEEeNAIONINX paboTy apXuBa MPU YPE3BbIUYANHBIX CUTYALIUSAX, TOJKHBI OBITH
03HAaKOMJIEHbI pa0OTHUKHU apX1Ba B 4aCTH, UX Kacarouleics, ¢ 00g3aTebHbIM
BBINIOJIHEHHEM TpeOOBaHUH, YCTAHOBIEHHBIX B OTHOIIEHUH JIOCTYIA K CBECHUSAM,
COCTAaBJISOIIHAM IOCYAAPCTBEHHYIO TalHY.

BrinonHeHue B apxuBe MEpONPUATUH, TPEAYCMOTPEHHBIX IJIAHAMU
MOOMIN3allMOHHOMN MOJATOTOBKHU U IPa’kJaHCKOM 000POHBI, OCYILIECTBISAETCS
COIJIACHO ATUM IUIaHAM B YCTAHOBJICHHOM IOPSJIKE.

III. OPTAHM3AIINA YYETA TOKYMEHTOB APXHBHOI'O ®OHJA
POCCUUCKOU ®PEJEPAIIMU N IPYTUX APXUBHBIX
JOKYMEHTOB B APXUBE

3.1. Onpenenenre KOJUYECTBA U COCTaBa JJOKYMEHTOB ApXHUBHOTO (oHAA
Poccuiickoit @eaepaiiuy u Ipyrux apxXuBHbBIX JOKYMEHTOB B apXHBE B
YCTaHOBJICHHBIX €IUHHUIIAX y4eTa U OTpaKEHHE 3TOT0 KOJMYECTBA U COCTaBa B
YUYETHBIX TOKYMEHTaxX 00ecreunBaeT OpraHu3alMoOHHYIO YIOPAI0YE€HHOCTb U
BO3MOXHOCTH aIpECHOTO MOMCKA apXUBHBIX IOKYMEHTOB, KOHTPOJIS 33 UX
HaJIMYUEM U COCTOSIHUEM.

ApXUB OCYIIECTBIISIET TOCYJAPCTBEHHBIN yUET apXUBHBIX JTOKYMEHTOB. CocTaB 1
MOPAJIOK BEJECHUS IOKYMEHTOB FOCY/IapCTBEHHOIO YY€Ta apXUBHBIX JIOKYMEHTOB,
B TOM 4HcCIe GOpMbI TACTIOPTa apXUBA U MACTIOPTa KICTOYHHUKA KOMIUICKTOBAHUS
apXuBa, U MOPSAJOK UX MPEACTABICHUS yCTaHaBIUBaOTCA Pernamentom
roCyIapCTBEHHOIO yueTa IOKyMEeHTOB ApxuBHOro ¢onna Poccuiickoit
®enepanuu.

yquy IO JICXKAT:

XpaHsIINecs B apXUBE apXUBHBIE JOKYMEHTHI, B TOM YHCIIE HEOMTMCAaHHBIC U
HenpoduiIpHbIE U JAHHOTO apXUBa, a TAKXKE CTPAXOBbIE KOTIHH
apXUBHBIX JOKYMEHTOB U KOTIUHU (POHJIA TIOJIB30BAHMS, OTTUCH JIEN U
JOKYMEHTOB;

ToKyMeHThl ApxuBHOTO (hoHAa Poccuiickoit deneparuu, a Takxke
JOKYMEHTBI 10 JINYHOMY COCTaBY, XpaHAILIMECS B UCTOUYHUKAX

KOMIUICKTOBAHUA apXUBa.
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VYdeT npou3BOIUTCA yTEM MTPUCBOSHUS apXUBHBIM JTOKyMEHTaM (€AnHULIAM
XpaHEHUs/€AMHUIIAM YUeTa) YYETHBIX HOMEPOB, SIBIISIOLINXCSI COCTABHOM YacThIO
apXMBHBIX MHU(POB.

ApxuBHbIH muQpp (0003HaYCHNE, HAHOCUMOE Ha KXKAYIO €IUHUILY XPAHEHUS C
1enpo obecrieueHus e€ yuera u UACHTU(DUKAIIMHI) COCTOUT U3 CIETYIOMINX
AJIEMEHTOB: COKpAIIEHHOTO Ha3BaHMS apxuBa (€ero opHUIHaIbHON a00peBHaTyphl)
1 HOMEPOB: apXUBHOTO (poHAA, ONUCHU e, JOKYMEHTOB, €IMHULIBI XPAHEHUS,
€IMHHUILIBI yYeTa.

B cocraB apxuBHOTO mHU(pa eAUHUIBI XPAHEHUS ayTHOBH3YAIbHBIX JOKYMEHTOB
BKITIOYAIOTCS Takoke 0003HaueHust (OyKBEHHBIE M IU(PPOBBIE) dII€MEHTA
KOMILJIEKTa, pa3Mepa HeraTuBa, B1/1a HOCUTENS 3ByKOBOM MH(OpMALIMU; €MHULIBI
XpaHEHUs 3JIEKTPOHHBIX JJOKYMEHTOB - (popmara 3alucu ¥ BU1a HOCUTENS
nHpopMalnH.

3.1.1. JoxymenTsl ApxuBHoro (onaa Poccuiickoit deaepannun, 0 JHOBPEMEHHO
BxosuMe B coctaB My3eliHoro ¢onna Poccuiickoit @enepaniyivi, yauTbIBalOTCS B
COOTBETCTBUU C MOPSIIKOM, YCTAHOBIIEHHBIM HacTosiumu [IpaBunamu u
MOPSIIKOM, YCTAHOBJIEHHBIM CIIEIIUAIIBHO YIIOJHOMOYEHHBIM (hefepaabHbIM
OpraHoM HCHOJHUTENbHOU BiacTH 11 MyseitHoro gonaa Poccuiickoit
denepanuu.

HoxymenTsl ApxuBHoro ¢onaa Poccuiickoit @enepanuu, 0JHOBPEMEHHO
BXOJISIIIIME B COCTaB OMOIMOTEUHBIX (DOH/IOB, YIUTHIBAIOTCS B COOTBETCTBHUH C
HactosmuMu [IpaBunaMu 1 MOpsAIKOM, YCTAHOBJIEHHBIM CHEUATBHO
YIOJIHOMOYECHHBIM (peiepaibHBIM OPTaHOM UCTIOTHUTEIILHON BIIACTH IS
oubmmoTeyHsix hoHA0B Poccuiickoit deneparumn.

3.2. Yuer apXuBHBIX JOKYMEHTOB B TOCYJapPCTBEHHOM apXHUBE, TOCYIapCTBEHHOM
Y MyHUITUTIAJIBHOM MYy3ee, OnOnuoTeke, opranu3aiuu Poccuiickoit akageMun HayK
OCYILIECTBIISIETCS CIIEUAIbHBIM [0Ipa3/IeIEHUEM HIIM BO3JIaraeTcsl Ha CrieualbHO
BBIJIENIEHHOTO PabOTHHKA.

B apxuBoxpanunuiiie rocyJapcTBEHHOTO apXuBa, opranuzanuu Poccuiickoi
aKaJeMHH HayK Ha3HavyaeTcs paOOTHHUK, OTBETCTBEHHBIN 32 yUET apXUBHBIX
JOKYMEHTOB apXMBOXPAHUJIUIIIA.

Yuyer APXUBHBIX JOKYMCHTOB, XPpAHAIIIUXCA B HCTOYHHUKAX KOMIIJICKTOBAHUA
ApXHnBa, OCYHICCTBJIACTCA CIICHUAJIBHBIM IMOAPA3ACIICHUCM apXUBa HIIN
BO3J1aracTcs Ha CriCiuajJlbHO BBIACICHHOI'O pa6OTHI/IKa, OTBCTCTBCHHBIX 3a
OpraHu3allui0 KOMIUICKTOBAHUS apXUBa apXUBHBIMH JOKYMCHTAaMHU.

Yuyer APXHUBHBIX JOKYMCHTOB B MYHUIIUIIAJIbHOM apXHUBEC U apXHUBHBIX
AOKYMCHTOB, XpaHAINIUXCA B €0 UCTOYHUKAX KOMIIJICKTOBAHHS, OCYHICCTBIIAIOT
SaBe,Z[YIOH_II/Iﬁ MYHUIIUITIAJIBHBIM apXUBOM W/ VI CIIELHATIbHO BBIACICHHBIN

pabOTHHUK.

3anucy B yYeTHBIE JJOKYMEHTBI BHOCSTCS TOJIBKO PaOOTHHKAMH, OTBETCTBEHHBIMH
3a y4Jer.

3.2.1. B apxuBe pa3zpaOaTbIBalOTCs MOPAJOK U CXEMa ydeTa apXUBHBIX
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JIOKYMEHTOB.

[Nopsinok ydera apxXUBHBIX JOKYMEHTOB OIPEEISeT COCTAaB YUETHBIX IOKyMEHTOB
Y Y4ETHBIX 0a3 JaHHBIX, BEAYIIUXCS LEHTPAIU30BAaHHO U B KAXKIOM
apXMBOXPAHMWJIUILE; 3aKPEILISIET MOCIIeI0BATEIBLHOCTD BBIMOJIHEHUS paboT Mo
yuery. Cxema ydera apXuBHBIX IOKyMEHTOB B Tpaduueckoii hopme Gpuxkcupyer
HOPSIJIOK y4eTa.

HOpflILOK " CXEMa yueTa apXUBHLIX JOKYMCHTOB B apXHWBC YTBCPIKAAKOTCA
MIPUKA30M PYKOBOIUTEIS (3aBEIYIOIIETO) apXruBa(OM).

3.2.2. YueTHble JOKYMEHTBI, KPOME OIUCEH J1eN1, JOKYMEHTOB, IIPEIHa3HAUEHBI
JUIs CyKeOHOTO IMOJIb30BaHUS U MOJIb30BATENSIM HE BBIJIAIOTCS. B 0TIeNnbHBIX
ClIydasiX MO PElIeHHI0 PYKOBOJCTBA apXHUBa MOKET OBITh BBIJIAHO J1€J10 (OH[A.

3.2.3. XpaHeHHE YUETHBIX IOKYMEHTOB OCYIIECTBISETCSA B YCTAHOBJICHHOM
nopsiike (cm. . 2.11.4.1.3.).

E}II/IHI/IHBI yYueTra apxXuBHBIX JOKYMCHTOB

3.3. OCHOBHBIMU €IMHUIIAMU y4YeTa ApXUBHBIX JIOKYMEHTOB HE3aBUCHUMO OT BUJA
HOCHTEJS, crioco0a U TEXHUKHU 3aKperuieHHsl HH(QOpMaluu SBISIOTCS apXUBHBIH
(GboHA ¥ eIMHULIA XpaHEHHUSI.

AynMoBU3yabHBIC U 3JICKTPOHHBIC JOKYMEHTBI YUUTHIBAIOTCS TAKXKE TI0
eAVHUIIAM y4eTa.

ApXUBHBIE TOKYMEHTBI JINYHOTO MPOUCXOKACHUS, TIPOIIEIIINE TOJIBKO
MEePBUYHYI0 00pabOTKY, YYUTHIBAIOTCS 110 JOKYMEHTaM HJIU JIUCTaM.

HeynopsinoueHHbie apXUBHBIE TOKYMEHTHI (POCCHIINB) YUUTHIBAIOTCS U3 pacyeTa
150 nucToOB B OJIHOM YCIIOBHOM €IMHUIIE XPAHCHUS.

3.3.1. B nensax vacrosiuux [IpaBuit HCHOJIB3YIOTCS CIEAYIOIIUE TOHATHS:

€IMHUIIAa XpaHEHUS - PU3NUEeCKH 000CcO0ICHHbIC apXUBHBIA JOKYMEHT WU
apXUBHBIE TOKYMEHTHI,

eIMHUIIA XPAaHCHUS apXUBHBIX JOKYMEHTOB Ha OYMa)KHOM OCHOBE - JIEJIO -
OT/IebHBIN(E) apXUBHBII(€) JOKYMEHT(bI), 3aKIIOUEHHBII(€) B
000CO0IEHHYIO 00JIOXKKY, MaMKY;

€IMHUIIA XpaHEHUS KHHOJIOKYMEHTOB - (U3HUECKH 000CO0IEHHBIN PYJIOH
KUHOTUICHKH MJIM MarHUTHOM JIEHTBI C 3alUChI0 H300pa3uTeNbHON n/uin
3BYKOBOM MH(pOpMaLuy;

eIMHUIIA XpaHeHUs (POTOJOKYMEHTOB - GU3NUECKU 000COOIEHHBINH Kaap
(neraTtus, 1yOJb-HEraTUB, MO3UTHUB, CIANW] (IUANO3UTHB), HECKOIBKO
KaJJpOB TAaHOPaMHON ChbeMKH, POTOOTIEUYATOK, PYJIOH AuaduiIbMa,
dhoToanso0M;
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eIMHUIA XpaHeHUs (POHOJOKYMEHTOB - (PU3NYEeCKU 000COOICHHBIE PYJIOH
KUHOTUIEHKH, MarHUTHOM MJIM OyMaKHOM JIGHTBI, KACCeTa, BOCKOBOU BaJIUK,
JIMICK C 3aITUCBIO 3BYKOBOM MH(pOpManmu;

€IMHUIIA XPAaHEHUS BUACOJOKYMEHTOB - (pu3muecku 060CO0ICHHBIE PYIOH
MarHUTHOM JICHTHI, KACCETa, JAUCK C 3alMChI0 N300Pa3UTEIbHON 1 3BYKOBOI
nHbOpMaINH;

€MHUIIa XpPAaHEHUS 3JIEKTPOHHBIX JOKYMEHTOB - (PU3NUECKU
000CcO0JICHHBIH HOCUTEJb C 3aIIUChI0 YAaCTH 3JIEKTPOHHOTO JOKYMEHTA,
OJIHOTO WJIK HECKOJIBKHUX 3JIEKTPOHHBIX JJOKYMEHTOB;

CAMHUIA Y4€Ta KWHOJOKYMCHTOB - 4aCTh CAUHHUIILI XPAaHCHUS, OJJHA U
HCECKOJIBKO €IMHUI XPAaHCHUS € 3allMChIO OIMMPCACIICHHOTO (1)I/IJ'IBMa,
JKypHaJia, CIICUBBIITYCKa, CFOKETA U T.I1.;

eauHuIa yueta (POTOJTOKYMEHTOB - OJIHA UM HECKOJIBKO EMHUI] XpaHEHUS
C 3aIIUCBIO ONPEENIEHHOT0 TuaduiIbMa;

eMHUIIA yyeTa (OHOJOKYMEHTOB - YaCTh €UHUIIBI XpPaHEHUSI, OJHA WU
HECKOJIbKO €TUHUI] XpaHEHUs C 3allUChI0 3BYKOBOM MHpopMarmu 06
OTIPEIeIEHHOM COOBITHH, POU3BEACHUN JIUTEPATYPhl U UCKYCCTBA
(HECKOJIbKMX MPOU3BECHHI IUTEPaTyphl U UCKYCCTBA, 0OBEMHEHHBIX 10
aBTOPCKOMY, TEMAaTHUYECKOMY WJIU IPYrUM MpPU3HAKAM) U T.IL.;

€IMHHUIIA y4eTa BUACOJOKYMEHTOB - YaCTh €UHUIIBI XPaHEHHUSI, OHA WU
HECKOJIbKO €TUHUI] XpaHEHUs C 3allUChI0 OTIPEICIIEHHOTO CIOKETa,
MIPOU3BEACHUS JTUTEPATYPhl U HCKYCCTBA (HECKOJIBKUX MPOU3BEICHHIMA
JTUTEPATyphl U UCKYCCTBA, 0OBEMHEHHBIX [0 aBTOPCKOMY, TEMAaTHYECKOMY
WM IpYTUM MPU3HAKAM) U T.IL;

CAMHHUIA Yy4€Ta JJICKTPOHHBIX JOKYMCHTOB - 4aCTh CIMHUIIbI XPaHCHUA,
OJHa UJIM HECKOJIbKO €AMHUIL XpaHCHHUA C 3alIMChIO DJICKTPOHHOI'O
JOKYMCHTA.

CucremMa y4eTHBIX JOKYMEHTOB apXuBa

3.4. B apxuBe BeayTcst OCHOBHBIE (00s13aTeIbHbIC) U BCIIOMOTATeNIbHbIE YUeTHBIC
nokyMeHThl. CocTaB ¥ (OPMBI OCHOBHBIX YUETHBIX JIOKYMEHTOB (KpoMe macnopTa
apXUBOXpaHUIUIIA) onpenenenbl HactosmuMu [IpaBunamu. CoctaB u hopMbl
BCIIOMOTATENbHBIX YYETHBIX JOKYMEHTOB ONPEACISIOTCS apXUBOM
CaMOCTOSITENBHO.

3.4.1. B coctaB 0CHOBHBIX (00s13aT€IbHBIX) YUETHBIX JOKYMEHTOB apXHUBa BXOIAT:

KHHUTa y4yeTa NOCTYIJICHUH JOKyMeHTOB (nmpuioxkeHue Ne 5) - st yuera
KaX/10TO MOCTYIJICHUS apXUBHBIX JJOKYMEHTOB B apXUB, a TAKXKe
KOJIMYECTBA M COCTAaBA APXMBHBIX JJOKYMEHTOB, OCTYIHUBIINUX HA XpAHEHHUE
3a OIPEJEIICHHBII XPOHOJOTUYECKUI NIEPUOJT BpDEMEHH; COCTOSIHUS UX
OTIMCAHMS;
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cnucok (oHI0B (TprtokeHue Ne 6) - 11 perucTpaliy MPUHATHIX Ha
XpaHEeHUE apXUBHBIX (POHJIOB, IPUCBOCHUS UM HOMEPOB, YUeTa KOJHMUECTBa
apXMUBHBIX (POHIOB, HAXOIAIIMXCS HA XPAHEHUH U BHIOBIBIIHX;

muct GoHaa - Ui ydeTa B paMKax apXUBHOTO (POHAA KOJTUYECTBA U
cocTaBa OMKCEH e, JOKYMEHTOB U UX HyMEpaIiH, KOJIMYeCTBa U COCTaBa
APXUBHBIX JOKYMEHTOB, COCTOSIHUS UX OTMCAHUS, JMHAMHUKH H3MCHCHHHA
10 Ka)KJIOHM OIUCH JIeJ, TOKYMEHTOB M apXUBHOMY (DOHIY B IIEJIOM,
(uKkcanu U3MEHECHUH B HA3BaHWU apXUBHOTO (POH/IA;

JIUCT y4eTa ayIMOBU3yaJIbHbIX JOKYMEHTOB - Ul y4eTa KOJINYECTBA
ayJIMOBH3YaIIbHBIX JOKYMEHTOB OIPEIeIEHHOTO BU/1a TIPU UX HEPOHTOBOM
OpraHu3alyuy; ydeTa U HyMepaluy ONUCcen ayIMOBU3yaIIbHBIX
JOKYMEHTOB, JTMHAMUKN UX U3MECHEHMII;

OTHCH JIie, JOKyMeHTOB (TipuioskeHust NeNe 7 - 8) - 111 HOSAMHUYIHOTO U
CYMMApHOI0 y4€Ta apXUBHBIX JOKYMEHTOB, 3aKPEIJIEHUS MOPSIIKA UX
CHUCTEMaTH3alliuH, ydeTa H3MEHEHHI B COCTaBE M 00bEME apXUBHBIX
JIOKYMEHTOB, BKJIFOUEHHBIX B JIAHHYIO OMHUCH;

peectp onucel Aei, JOKYMEHTOB - JJIsl PETUCTPALlUU ONKCEeH /e,
JOKYMEHTOB, y4eTa MX KOJUYECTBA U COCTABA;

HWHBCHTApHasA KHUTa yde€Ta ACJI, UMCIOIINX B O(bOpMJ'IeHI/II/I HJIN B
MMPHUIIOKCHHUU K HUM AParouCHHbIC METAJIJIbI U KaMHHU - JJIA TOCAUHUYIHOT'O
Y CYyMMapHOTO y4eTa COCTaBa M COCTOSIHUS TAKHX JIEIT;

MacIopT apXUBOXPAaHUIHUIIA (MPOU3BOILHOMN (OPMBI) - 171 CyMMapHOTO
ydeTa apXUBHBIX (DOH/IOB M apXUBHBIX JJOKYMEHTOB TaHHOTO
apXUBOXPAHMITUINA;

JUCT y4eTa U ONMUCAHHS YHUKAITBHOTO JIOKYMEHTA;

CIUCOK (POHJIOB, CONIEpPKAIIMX 0CO00 IIEHHBIC TOKYMECHTHI;

OIHCh 0cO00 IEHHBIX JIeN, JOKYMEHTOB HJIH ITEPEYCHb HOMEPOB 0c000
IIEHHBIX J1e]1 (HOMEPHHUK);

peecTp onmceit 0co00 LEHHbIX €1, JOKYMEHTOB;

KHHUTa yyeTa NOCTYIJIEHUH cTpaxoBoro (oHaa U (poH/1a MOJIb30BAHUS;
OIIHUCh CTPAxXoBOro (OHAA;

neno (GoHsa - KOMIUIEKC JOKYMEHTOB MO0 HCTOPUU UCTOYHUKA
KoMIuIekToBaHus (poHa000pa3oBaTens) U apxXUuBHOTO (OHAA, BEAyLIHICS
Ha KaXJbli apXUBHBIA (PoH, 00beAMHEHHBIN apXUBHBIN (POH U apXUBHYIO
KOJUIEKIUIO; TPH He(hOHIOBOM OpraHu3aluy ayJMOBU3YaJIbHBIX U

QJICKTPOHHBIX JOKYMCHTOB - JI€JIO OpTraHU3alliu - CAaTYNKa NOKYMCHTOB;

JIMCT-3aBEPHUTEINb JIeNIa - ISl yUeTa KOJMYECTBA JIUCTOB B JITIC
(mpuoxenue Ne 3);



BHYTPCHHSAA OIIMCh JOKYMCHTOB JI€JIa - IJIA ACJI, B COCTaB KOTOPBIX BXOOAT
YHUKAJIbHBIC JOKYMCHTHEI.

3.4.2. B cocTaB BCIIOMOTaTENIbHBIX YYETHBIX JOKYMEHTOB apX1UBa BXOJIAT:

KapTOYKH U KHUTHU ABIDKEHHS (DOHIIOB, OTIHCEH J1el1, JOKyMEHTOB, KHUTY y4eTa
JOKYMEHTOB, I1€PEIaHHbIX B JPYrue apXUBbl, KHUTH yueTa (DOHIOB U JOKYMEHTOB,
BBIJICIICHHBIX K YHUYTOXXEHUIO, KHUTY IIOBUJIOBOTO y4eTa JOKYMEHTOB U JIp.

ApXI/IB BIIpaBC BCCTHU APYIUC BCIIOMOTATCIbHBIC YUCTHBIC TOKYMCHTBI, KOTOPLIC
BKJIIOYAIOTCA B CXEMY yU€Ta JOKYMCHTOB.

BcnomorarenbpHbIe YUYCTHBIC TOKYMCHTBI MOT'YT BECTUCH Ha 6yMa)KHOM /U
OJICKTPOHHOM HOCHUTCIIC.

OO0mme TpeOOBAHMSA K Yy4eTHBIM JOKYMEHTAM apXuBa

3.5. Yyer apXuBHBIX JOKYMEHTOB Tieproaa 10 1917 1. BeneTcs pa3ieibHO OT y4eTa
apXMBHBIX JJOKYMEHTOB neproja nocie 1917 r. ¢ caMocTosATENpHON MOPSAAKOBON
HymMmepanueil poHoB. VckitoueHne CoCTaBIsIOT ClielnalIn3upPOBaHHbIE apXUBBI,
XpaHsIINe apXUBHbBIE JOKYMEHTHI JIMYHOTO MPOUCXOXKICHHUS U ayIHOBU3YAIbHYIO
JOKYMEHTALHUIO.

Howmepa apxuBHBIX (oHI0B nepuoaa mocie 1917 r. B apxuBe JOHKHBI UMETh
unnekce "P", ornensemMsblil ot nudpoBoro 00603HaUCHUS HOMEpa apXUBHOTO (POH/IA
yeproii (P-1, P-2 u T.11.).

Howmepa apxuBHBIX (HOHIOB JIMKBUIMPOBAHHOTO MAPTHIHOTO apXHBa,
BKITIOYCHHBIX B COCTAaB apXUBHBIX (DOH/IOB rOCYIapCTBEHHOTO apXHUBa CyObeKTa
Poccuiickoit deneparuu, n1omkHbl MeTh nHAeke "I1", oTaensiemMsbiii oT udpoBoro
0003HaueHust HoMepa apxuBHoro ¢onna yeproi (I1-1, I1-2 u 1.1.).

HepeHyMepauH;I APXUBHBIX (bOH,I[OB IMPOU3BOAUTCA B UCKIIHOUYUTCIBHBIX ClIydasaX HU
TOJIBKO C pa3p€HI€HUA COOTBETCTBYIOIICTO YIIOJTHOMOYEHHOT'O OpraHa
HCITOJIHUTEILHOMN BJIACTH B cq)epe APXHWBHOI'O ACJIa.

3.5.1. i3MeHeHus B y4eTHbIE TIOKYMEHTHI BHOCSTCS TOJIbKO HA OCHOBaHUH
COOTBETCTBYIOIIUX aKTOB (cM. L.II. 3.7.1, 3.7.2, 3.7.3), yTBep>KICHHBIX B
yYCTaHOBJICHHOM HOPSIKE.

[Tocne BHeceHUSI U3MEHEHUI B YUE€THBIE JOKYMEHTHI aKThl IOMEIIAIOTCS B AEJIO
¢donaa, npu He(hOHIOBOM OpraHU3aUU APXUBHBIX JOKYMEHTOB - B JI€JIO
OpraHHU3aIiy - CAATYMKA JOKYMEHTOB.

AKTEI HYMCEPYIOTCA B JICJIC (1)0Hz[a 0 BHUJJaM aKTOB B BAJIOBOM MOPAIKE; IMTPU
He(l)OHHOBOﬁ OpraHu3al apXUBHLBIX TOKYMCHTOB - B JICJIC OpTraHHU3alluu-
cAaTYrKa JOKYMCHTOB.

3.5.2. B kHUTY yuyeTa NOCTYIUIEHUH TOKYMEHTOB (puioxenue Ne 5)
IIOCJIEAOBATEIBLHO BHOCATCS BCE MIEPBUYHBIE U IOBTOPHBIE MTOCTYIUIEHUS
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apXUBHBIX JOKyMEHTOB. Kajkj0e nmocrymieHue B rpesenax OT4eTHOrO rojia
II0JIy4aeT MOPSAAKOBBIM HOMEP B BaJIOBOM MOCIEI0BATEILHOCTH.

E)KGFO[[HO Ha 1 sIHBaps MOABOAUTCA UTOT KOJIMYCCTBA NNIOCTYIIMBIINX 34 'O
APXHUBHBIX JOKYMCHTOB.

3.5.3. B ciiucok ¢ouno (mpuinoskenue Ne 6) apXuBHBIN (POH 3aMACHIBACTCS
TOJILKO OJIMH a3, P MIEPBOM MOCTYIUIEHUH B apXxuB. He normyckaeTcst BHECEHHE
apXWBHOTO (OHIA B CIHCOK (POHIOB paHEe MOCTYILICHHUS €r0 apXUBHBIX
JOKYMEHTOB Ha XpaHEHHE.

Howmep, nmprucBoeHHbIH apXUBHOMY (DOH]TY TIO CHUCKY (POHIOB, SIBISAETCS €TO
Y4ETHBIM HOMEpPOM, COXPAHSIETCS 32 HUM BO BCEX YUETHBIX JIOKYMEHTaX.

B CIICHUAIM3UPOBAHHOM apXUBC JOKYMCHTOB 110 JIMYHOMY COCTaBY K HOMCPY
APXHUBHOT'O (1)0H)1a, MMPUCBOCHHOMY KOMINJICKCY JOKYMCHTOB 110 JIMYHOMY COCTaBYy
(dhoumooOpazoBarens, yepes ApoOb 100aBiIsIeTCSI HOMEp apXuBHOTO (OH/A, 32

KOTOPBIM YYT€HA JTOKYMEHTAIIUSI 10 OCHOBHOM J1eATEIbHOCTH (POHI000pa30BaTENs.

Jly1g yueTta apXUBHBIX (POH/IOB MCIOJIB3YIOTCS HOMEPA B BAJIOBOM
MOCJIEIOBATEIBLHOCTH, a TakKe ""cBOOOJHbIE HOMepa'" - HOMEpa apXUBHBIX (POHJIOB,
apXUBHBIE TOKYMEHTHI KOTOPBIX paHee ObLIU BBIJCJIEHBI K YHUUYTOXEHHUIO B
YCTaHOBJIEHHOM MOPSJIKE WM BKIIOYEHBI B COCTAaB 00BbEIMHEHHBIX apXUBHBIX
(OHJIOB, U KOTOPBIE PaHEE HE HCIIOJIb30BAIUCH.

Howmepa yrpaueHHbIX, IepeJaHHbIX B IPYTHE apXUBbI apXUBHBIX (JOHJIOB, a TAKKE
HOMEpa apXUBHBIX (POHIOB, BOLIEAIINX B COCTaB 0ObEJMHEHHOTO apXUBHOTO
(doHma, apXUBHBIE JOKYMEHThI KOTOPHIX PAHEE HUCIIOJIb30BATUCH, HE MOTYT OBITh
MIPUCBOEHBI BHOBD MOCTYMHUBIINM apXUBHBIM (DOHIAM.

OObenMHeHHBIE apXUBHBIC (DOH/IBI M APXUBHBIC KOJUICKIIMY YYUTHIBAIOTCS HA
00mux ocHoBaHUsIX. OOBETMHEHHOMY apXUBHOMY (DOHITYy, 00pa30BaHHOMY U3
apXWBHBIX ()OHJIOB, PaHEE YUYTEHHBIX CAMOCTOSATEILHO, TPHUCBAUBACTCS HOMEP
OJTHOTO U3 apXHUBHBIX ()OHJIOB, BKIFOUCHHBIX B €r0 COCTAB.

HazBanmne APpXUBHOI'O (bOHI[a BHOCHUTCA B CITMCOK (bOHI[OB Ha OCHOBaHHNHU
HCTOpH‘IGCKOﬁ CITPpaBKU HUJIM TUTYJIBHOTI'O JIMCTaA OIIMCH ICJI, JOKYMCHTOB.

HazBanue apxuBHOTO (hOHAA COCTOUT M3 MOJHOTO U (B CKOOKaxX) OpHUIIMATBLHO
MPUHSATOTO COKPAIIEHHOTO Ha3BaHUsI (POHI000pa3oBaTesl C yKa3aHUEM €ro
MOTYMHEHHOCTH, MECTOHAXOKJICHUSI, KpalHUX JIaT cymiecTBoBanus. Eciu
Ha3BaHue QOHI000pa30BATEIS MEHSIOCH, TO B CIIKCKE (DOH/IOB YKA3bIBACTCS €TI0
MoCJie/IHee Ha3BaHUE B paMKaX MepUO/Ia, 32 KOTOPBIN MPUHSITHI apXUBHBIC
JOKYMCHTBI.

Ha3zBanue 00beAMHEHHOTO apXUBHOTO (POH/AA COCTOUT U3 000OIIEHHOTO HAa3BaHUS
BKJIFOYEHHBIX B HETO apXMBHBIX (DOHJIOB, U3 Ha3BaHUS PYKOBOAILEH OpraHu3aluu
1 000011I€HHOTO Ha3BaHM MOJYMHEHHBIX el opraHu3alui, U3 nepeyHst Ha3BaHu
CMEHSBILUX JPYT pyra oprannzanuil. KoHKpeTHbIe Ha3BaHMsI BCEX OpraHU3aluii,
apXMBHbIE TJOKYMEHTBI KOTOPBIX BOILIN B 00beIMHEHHBIN apXUBHBIN (OHT, a
TaKXKe UX EPEeMMEHOBAaHUS yKa3bIBalOTCA B JIUCTE (DOH/A.
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HazBanune APXHUBHOTO (1)0H,ua JIMYHOTO MPOUCXOKIACHHUA COCTOUT U3 d)aMI/IJII/II/I u
HWHUIHAJIOB JIKla, €ro IICCBJAOHNMA, TUTYJIA, paHra, 3BaHud; HA3BAaHUC apXUBHOI'O
(bOH[[a CCMbH WJIK poJa - U3 (baMI/IHI/If/’I 1 MHUIIUAJIOB T'JIaBHBIX YJICHOB CEMbU HNJIU
pOJia ¥ X TUTYJIOB, PAHIOB, 3BaHuil. daMuIuu, UMEeHa, OTYECTBA, TUTYJIbI, PAHTH,
3BaHUs, pOACTBCHHBLIC OTHOIICHHUA BCCX YJICHOB CECMbU UJIU POJid YKAa3bIBAKOTCA B
mucte GoHma.

B Ha3zBanum apXMBHOM KOJUICKIIMU yKa3bIBAETCA MPU3HAK (ITPU3HAKH) €€
(bopMHpOBaHHUs, a TIPU HEOOXOJMMOCTH - U €€ COCTABUTEINb (MPSIKHUIN BIIaICIICl,
coOupaTenb KOJUICKIINN).

EsxeromHo Ha 1 sHBaps K criucKy (JOHIOB COCTABIISIETCS NUTOTOBAs 3aITUCh O
KOJIMYECTBE apXUBHBIX (POHIOB, OCTYNUBIINX U BBIOBIBIIMX B TEUEHUE I0a, U
0011eM KOJIMYeCTBE apXUBHBIX (DOH/I0B, HAXOAAIUXCS HA XPaHEHUU B apXUBE.

Crincox (hoHIOB 3aKIIIOYAETCS B TBEPAYIO 00JI0KKY, TUCTHl HyMEPYIOTCS,
COCTAaBIISIETCS JICT-3aBEPHUTEIb.

[lepeneuaTka crivcka (POHIOB OCYIIECTBIISIETCS TOJIBKO C Pa3pelICHUs
COOTBETCTBYIOIIETO YIIOJTHOMOYSHHOTO OpTraHa UCIIOJHUTEIFHOHN BIIACTH B cdepe
apXWBHOTO Jiena. B aToM cirydae B ciicok OHIOB 00s13aTeTHHO BHOCSATCSI HOMEpa,
Ha3BaHUs M OCHOBAHHSI BEIOBITHS BCEX apXUBHBIX (DOHIIOB, HOMEpa KOTOPBIX
3aHUMAaTh 3aMPEIAeTCs.

3.5.4. JIuct doHIa cocTaBiseTCs HA KaXKIblid apXuBHBIN pona. B Hem
YUHUTBIBAIOTCS BCE apXUBHBIE IOKYMEHTHI apXUBHOTO (POH/A, BKIIIOUYAst
HEOIIMCAHHBIE U CEKPETHBIE.

JIuct ponaa MOKeT OBITH IEPECOCTABIIEH TOJBKO B CIydyae, €ClIi OH HEUCIIPABUMO
MOBPEXK/ICH WIIH MEPEeCcTaeT OTpaxarh (PaKTHUECKOE COCTOSIHUE U 00BEM
apxuBHOTO (hOHJIA, TTOCIIE IMepepabOTKH apXUBHOTO (DOH/IA WIIH CO3/TaHUs
00BbEIMHEHHOTO apXUBHOTO (POHAA, YTOUHEHUS ucTopun GoHmooOpa3zoBarens. B
cllydae mepecocTaBieHHs JUcTa poHIa paHee AeHCTBOBABIIMI JUCT GoHIa
nomeraercs B aeno pouaa. B BepxueM mpaBom yriy oboux JucTtoB (oHaa
nenarorcs oTMeTKH: "JIucTt nepecoctaBiieH" ¢ ykazaHUEM JIaThl IEPECOCTABICHUS,
JOJIKHOCTH U TOATNMCH JIMIIA, OTBETCTBEHHOTO 32 YUeT.

JIuctol GOHIIOB XpaHATCA B MOPSIIKE HOMEPOB apXUBHBIX (hoHI0B B manke. K
Ka)KJI0M MankKe COCTABISETCS JINCT-3aBEPUTENIb, T YKa3bIBAIOTCA HaYaIIbHBIE U
KOHEYHBIE HOMEepa apXUBHBIX POHIOB U 0OIIIee KOJTMUYECTBO apXUBHBIX (POHIOB,
JUCTBI KOTOPBIX HAXOAATCA B MAIKe.

K mucram (bOHI[OB BCAYTCA YKa3aTeJiu AJId OIICPATUBHOT'O IIOUCKA B apXUBC
APXHUBHBIX JOKYMCHTOB TOH WMJIM MHOH OpraHus3anunu.

3.5.5. JIuctel yueta ayAMOBU3yalbHBIX JOKYMEHTOB COCTABIIAIOTCA MIPU
He(OHIOBOI OpraHU3allii apXUBHBIX TOKYMEHTOB Pa3/Ie/IbHO Ha pa3INyHbIe
BUJIbI KUHO(POTO(OHO U BUACOAOKYMEHTOB. [Topsgok HymMepaluu u XpaHeHus
JIMCTOB y4eTa ayJMOBHU3yaJIbHBIX JOKYMEHTOB aHAIOIMYEH NOPSAIKY HyMEpaluu U
XpaHEHUs JTUCTOB (POHIOB.

3.5.6. B omucu nen, nokymeHToB (mipuiioxkeHust NeNe 7-8) emuHUITBI
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XpaHeHI/DI/ CAVMHUIBI YUCTA YIYUTBIBAOTCA B COOTBCTCTBHUU C UX CHCTGM&TH?»&I.IHGIZ
3a MOPAAKOBBIMU YYCTHBIMH HOMCPAMMU.

Howmepa nein ¢ TeKCTOBOM CONMPOBOAUTENBHON JOKYMEHTALIMEN K
AyAUOBU3YyaJIbHBIM JOKYMCHTAM HOJDKHBI COOTBETCTBOBATH YUYCTHBIM HOMCpaM
AyJAUOBU3YyaAJIbHBIX JOKYMCHTOB.

Onucsm aen, T0KyMEHTOB IIPUCBAUBAIOTCS YUE€THBIE HOMEpa 110 JIUCTY (GOHAA; IPU
He(OHIOBOI OpraHU3aliy ApXUBHBIX JIOKYMEHTOB - 10 JINCTY y4eTa
ayIMOBU3YAJIbHBIX JIOKYMEHTOB OIIPEIEIEHHOTO BU/IA.

He AOITYCKACTCA MPUCBOCHUC OITHUCAM ACJI, JOKYMCHTOB OJJMHAKOBLIX YYCTHBIX
HOMEPOB, 32 UCKITIOUEHUEM CITy4aeB, MPEyCMOTPEHHBIX 11. 3.7.7.

B xoH11E onvcH 1€, TOKYMEHTOB BO BCEX €€ dK3EMILUIApax JIENaeTCsl UTOroBast
3aIMCh, B KOTOPOM YKA3bIBAETCS KOJMYECTBO HAXOIAIIMXCA HA XPAHEHUU €IUHHUI]
XpaHEHUsI/€AMHUI] y4eTa, TIEPBBIN U MOCISIHUM HOMEepa €AMHUI] XpaHEHHU /€ TUHHUII
y4eTa Mo OIKCH, OTOBAPUBAKOTCA UMEIOIINECS TPONYCKA HOMEPOB, JINTEPHBIC
HOMEpa, BHIOBIBIITUE €AMHUIIBI U OCHOBAHUE UX BHIOBITHS.

B nToropoii 3amicu K onucu ACT apXHUBHOT'O (bOH)Ia JIMYHOTO IMPOUCXOXKICHUA,
BKHIOanOHIef/’I CANHUIbI XpaHeHI/ISI/ CANMHUIBI YI€TAa HAa PA3JIMYHBIX HOCUTCIIAX,
JOIMOJTHUTECIIBHO YKA3bIBACTCA KOJIUYCCTBO TAKHUX CAUHMIL XpaHeHI/ISI/ CAVHUL y4ucTa.

ITocne xaxmoro IMOCTYIINICHHUA UJIN BBIOBITHS APXHUBHBIX JOKYMCHTOB COCTABJIACTCA
HOBaA UTOTrOBas 3allMCh K OIMUCHU A€JI, JOKYMECHTOB, KOTOPAsA IMOAIINCBIBACTCS €€
COCTAaBUTECIIEM C YKa3aHHUEM JOJIPKHOCTU M OaTbl COCTABJICHUA.

Ecnu onmcs nien, JOKyMEHTOB COCTOUT U3 HECKOJIBKUX TOJOBBIX Pa3/iesioB, TOMOB,
WTOTOBAsl 3allUCh COCTABIISAETCS K KaXJI0MY T'OJIOBOMY pasJienny, TOMY; KpOMe TOro,
K KaKJIOMY TOCIIEAYIOIIEMY TOJJOBOMY pa3/ielly, TOMY B HApacTAIOIIEM MOPSIKE
COCTaBJIISIETCS] CBOJIHASI UTOTOBAsI 3aMKCh.

Kaxxnast ormcek e, JOKyMEHTOB, TOM OIMCH JIe]T, IOKyMEHTOB JIOJDKHBI UMETh
JIMCT-3aBepuTeNb (IpritoxkeHue Ne 3).

3aKkoHYCHHAs OTHCH JIe]l, JOKYMEHTOB JIOJDKHA BKIJIIOYATh, KaK MPaBUiIo, HE OoJiee
9999 enunull XpaHEeHUS, €AUHUILL YUYETa.

ApXI/IB JOJDKCH UMCTh 3 OK3CMILIApa onucei ACJI, JOKYMCHTOB, HCpBBIﬁ nu3
KOTOPBIX ABJIACTCA CTPAXOBBIM.

Ecnm onuce ACJI, AIOKYMCHTOB IIEPCCOCTABJICHA, TO OAHUH 3K3CMILISIP paHCC
JIeHiCTBOBABIIICH OTIMCH ACJI, JOKYMCHTOB BKJIFOYACTCA BO BHOBb COCTABJICHHYHO
ONUCH ACJI, JOKYMCHTOB 34 NMMOCJICAHUM YYCTHBIM HOMEPOM, OCTAJIbHBIC
OK3EMIUIAPBI BBIACIIIIOTCA K YHUYTOXCHUIO B YCTAHOBJICHHOM TTOPSAAKE.

3.5.7. Ilo peectpy onucel BEAETCs MOEJMHUYHBIN U CyMMapHBbIi y4eT ONUCEN €T,
JOKYMEHTOB apXuBa. B 3aBUCUMOCTHU OT OpraHu3alnuu padoThl IO yUETy B apXUBe
peecTpsl ONUCEN BEAYTCA B PAMKAX apXUBOXPAHUIIUI T'OCYIaPCTBEHHBIX apXUBOB
W/WIIK apXMBa B LEJIOM, YTO OTPAKAETCs B CXeMe ydeTa JoKyMeHToB. Kax1oii
HOBOH OIIMCH JI€]l, JOKYMEHTOB IIPUCBAUBACTCS OUEPEIHOM MOPSAKOBBIM HOMED 10
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peecTpy, KOTOPBIH MPOCTaBISAETCS HA 00JI0KKE OTIMCH JIENT, TOKYMEHTOB B BEPXHEM
JIEBOM YTIIy.

Exeronno Ha 1 stHBapst B peecTpe onuceil COCTaBIsIeTCsl UTOTOBAs 3aIUCh O
KOJIMYECTBE OIUCEH JelT, TOKYMEHTOB, IOCTYHUBIIUX U BHIOBIBIINX B TEUCHUE
roJia B apXuB, U UX 00IIEM KOJIMUYECTBE.

3.5.8. ITacnopT apXuBOXPaHUIIUIIA COCTABIISIETCS €KETOHO KaXKIbIM
APXHUBOXPAHUIIUIIEM U OTPAKACT o0bem PaSMCIICHHBIX B HEM apXHMBHBIX (1)OHIIOB,
ACIT 1 apXHUBHBIX JOKYMCHTOB.

[Toka3arenu nacnopra apXMBOXPaHWIMILA OIIPEAEIAIOTCS APXUBOM
CaMOCTOSITEJIBHO C YUETOM COCTaBa M COCTOSIHUS XPAHSIINXCS B KOHKPETHOM
apXUBOXPAHWIIUIIE APXUBHBIX TOKYMEHTOB.

3.5.9. leny ¢bonma nmprcBanuBaeTcsi HOMEP apXUBHOTO (OHJIA, HA KOTOPBII OHO
3aBeieHO. B nieno (oHma BKIIIOUAroTCs: HCTOPHYECKas CIIpaBKa 10 UCTOPUH
(honno00pazoBaTesNsi U HCTOPUU aAPXUBHOTO (OHJIA; aKThI, GUKCUPYIOLINE
M3MEHEHHsI B COCTaBe M 00beMe apXUBHOTO (OH/IA, B TOM YHUCIIE aKTHI O
pacceKkpeuynBaHNH JOKYMEHTOB; KOTIHS XapaKTePUCTUKU apXUBHOTO (OH/A,
COCTAaBJIEHHOM IS MMyT€BOAUTENS (CIPaBOYHMKA); MHCTPYKLIUHU MO paboTe C
apXWBHBIMH JIOKYMEHTAaMH apXUBHOTO (DOH/IA, B TOM YHCIIE TIO
YCOBEPIIIEHCTBOBAHMUIO M IiepepabOTKe OMHUCEH JIel, TOKYMEHTOB, CXEMBI
CHCTEMaTH3aIluH apXUBHBIX JJOKYMEHTOB apXUBHOTO (DOH[IA.

Ecnu apxuBHBIC JOKYMEHTHI, TIOIJICXKAIINE BKIIOUECHUIO B AesI0 (OHA, HAXOISATCS
B COCTaBE€ €IMHUIL XpaHEHHUsI, TO B JIeJI0 (POHIA BKIIOYACTCS CIIPaBKa ¢
MEPEYHCIICHUEM 3TUX CAMHUI] XPAaHEHUS U UX apXUBHBIX MH(POB.

Jena ¢onrmos opranoB KIICC, BJIKCM, B kOTOpbI€ BKITIOUEHBI apXUBHBIC
JOKYMEHTBI 110 UCTOPUH (DOHI0B MEPBUUHBIX TAPTUHHBIX U KOMCOMOJIBCKUX
opraHusanuii, pacopMupoBaHuio He nojyiexkaT. B nena GpoHA0B nepBUUHBIX
MapTUMHBIX U KOMCOMOJIbCKHX OpraHU3alfil TOMEIIalTCs CIIPaBKU CO
CBEICHUSIMH O HAXO0KJICHUU apXUBHBIX TOKYMEHTOB MO UCTOPUU JIaHHOTO (OH/A B
nene npyroro ¢oHma.

Jlena ¢poHIOB, BOIIEANMINX B COCTAB OOBEAMHEHHOTO apXUBHOTO (OH/IA,
BKJIFOYAIOTCS B €ro Aesio GoHa.

JlokyMeHTHI Jienia poHAa JODKHBI OBITh TPOHYMEPOBAHbBI C COCTABJICHUEM JIUCTA-
3aBEepUTEJIs, OIIIUTHI (IIPOLTHYPOBAHBI ), 3aKIFOYECHBI B TBEPIYI0 0010%kKy. K
neny GOHJIa COCTABIISETCS BHYTPEHHSS ONMUCH. [lena pOoHI0B XpaHATCS B MOPSIIKE
HOMEpPOB (HOHIOB.

CocraB AOKYMCHTOB €JIa OpraHn3aiunu-uCTOYHUKAa KOMIIJICKTOBAHUA JOKYMCHTOB

npu He(l)OHHOBOﬁ OopraHu3al apXUBHBIX JOKYMCHTOB aHAJIOTUYCH COCTAaBy
JAOKYMCHTOB JI€Jia CI)OHI[a.

OO0mme TpedoBaHUs K y4eTHBIM 0a3aM JaHHBIX
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3.6. Yuernsle 6a3bl nansbix (bJ]) B apxuBe oOecrnieunBaroT: HHPOPMAIMOHHYIO
HOJUIEPXKKY ydeTa; BeICHHE [IEHTPATU30BaHHOTO TOCYIapCTBEHHOTO yUeTa
JOKYMEHTOB B aBTOMAaTU3UPOBAHHOM PEXXHMME; ONEepaTUBHOE NPEACTaBICHUE
CBEJICHUI O HAJIMYMH B apXUBE JOKYMEHTOB TOTO MJIIM HHOTO (POHI000pa3zoBaTess.

[lepeuens pekBu3uToB y4eTHBIX bl popMupyercss B COOTBETCTBUH €
II0Ka3aTeIsIMU OCHOBHBIX (00s13aTENIbHBIX) YUETHBIX JOKYMEHTOB apXuBa U
OTIPENIENSAETCS CIIEIUAIBHO YITOJHOMOYEHHBIM (he/lepaibHBIM OPraHOM
UCIIOJHUTENIBHOU BIACTU B cpepe apXUBHOIO JeiIa.

VYyernsie B/l apxuBa q0KHBI OBITH COBMECTUMBI C YUeTHBIMH B /]
COOTBETCTBYIOIIETO YIIOJTHOMOYEHHOTO OpraHa UCIIOJIHUTEIbHON BIAcTH B chepe
apXUBHOTIO JIeNa.

Yuyer MOCTYIIJICHMS U BBLIOBLITHS APXUBHBLIX JOKYMCHTOB

3.7.1. YueT nocTymieHus: apXMBHBIX JIOKYMEHTOB B ApPXHUB OCYIIECTBIISETCS Ha
OCHOBAHHUU:

aKTa rmpueMa-repeaadn JOKyMEeHTOB Ha XpaHeHue (mprioxenue Ne 9);

aKTa MprueMa Ha XpaHCHUEC TOKYMCHTOB JIMYHOT'O IMPOUCXOKICHUSA
(mputosxxenue Ne 10).

ApXHBHBIE TOKYMEHTHI CTaBATCS HAa Y4ET TAKXKE M0 Pe3yJIbTaTaM MPOBEICHUS
OTAEIBbHBIX BUJIOB apXUBHBIX padoT (cM. 1. 3.7.3.).

Bce mpunsTHIE B apXUB apXUBHBIE JOKYMEHTHI BHOCSTCS B KHUTY y4yeTa
MOCTYIUICHUM TOKyMEeHTOB. Kax1blil BliepBbI€ MOCTYNUBIIUN B ApXUB apXUBHBIN
(oA, 00beAMHEHHBIN apXUBHBIN (OHII, apXUBHAs KOJIJICKIUS 3aMIUChIBACTCS B
cnucok GpoHoB (mpuiiokenre Ne 6), Ha HETO 3aMOJHAIOTCS JTUCT POHIA, KAPTOUKH
ykaszatens K J1ucTy GoHmaa, 3aBoautcs aeio ¢onaa. Ha aynnoBusyaibHbie
JOKYMEHTBI NPU UX HE(POHIOBOW OpraHU3aIMH 3aMOIHIIOTCS JIUCTHI yyeTa
KMHO()OTO(POHOIOKYMEHTOB U BUACOJOKYMEHTOB. Kaxx1as BrepBbie MOCTYMUBIIAS
OTHCH eI, JOKYMEHTOB YUHUTBHIBACTCSI B PEECTPE OMUCEH.

CoOTBETCTBYIOIIME YUETHBIE CBEICHUS B YCTAHOBJIICHHOM IOPSAAKE BHOCATCS
TaKxke B yueTHble bJI.

3.7.2. YyeT BBIOBITHSA APXUBHBIX JOKYMCHTOB M3 apXHBa OCYHICCTBJIACTCA Ha
OCHOBAaHHMU:

aKTa O BBIJCJICHUH K YHUUTOKEHHUIO JOKYMEHTOB, HE MTOAJIEKAIINX
XxpaHeHuto (npuioxxenue Ne 11);

adKTa O HCHUCIIPABHUMBIX IMMOBPECKACHUAX NOKYMCHTOB,

aKTa rnpreMa-nepeaad JOKYMEeHTOB Ha XpaHeHue (mpuioxenue Ne 9);
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aKTa 0 HeOOHAPY)KEHUH JIOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX NCUYEPIIAHBI
(npunoxenue Ne 2);

aKTa BO3BpaTa JIOKyMEHTOB COOCTBEHHUKY;
akTa 00 U3BATUU TOJUIMHHBIX SIUHULl XPAaHEHUS, TOKyMEHTOB.

ApXUBHBIE IOKYMEHTHI CHUMAIOTCSI C YUeTa TAK)KE B Pe3yJIbTaTe MPOBEIACHHUS
OT/AENBHBIX BUJIOB apXUBHBIX padoT (cM. 1. 3.7.3.).

Heo0xoanMblie n3MeHEHHS BHOCSATCSI B OCHOBHBIE (00sI3aTEIbHbIC) U
BCIIOMOTaTeNbHbIE YUETHbIE TOKYMEHTHI apxuBa. [Ipu aTom B ciydae:

BBIOBITHS BCEX aPXUBHBIX IOKYMEHTOB OTUCH JIeJl, JOKYMEHTOB HOMEP
ATOM OMUCH IPYTUM OTHUCSIM JIeJI, TOKYyMEHTOB HE MPUCBANBACTCS U
OCTaeTCsl CRBOOOTHBIM; B PEECTPE OTIUCEH JeTAeTCsl COOTBETCTBYIOIIAS
OTMETKA;

BBIOBITHS apXUBHOTO (PoHa B crincke GoH0B (Tipustoskerue Ne 6) B rpade
"OTMmeTKa 0 BBIOBITUH" yKa3bIBAETCs, Ky/1a BEIOBLT apXUBHBIM (POH/, U aKT,
Ha OCHOBAHUHU KOTOPOTO OH BHIOBLI.

[Ipu nepenaue apxuBHOTO (POHAA U3 OAHOTO apXUBa B APYroi nepenarorcs 3
9K3EMIUIIpa OIUCH JeJl, TOKYMEHTOB U Jiesio (ponna. Konus onucu aen,
JOKYMCHTOB OCTAcCTCA B apXHUBE-CAATUYNKE U B KAYECTBE IIPUIJIOKCHHA K aKTy
IpueMa-Tepeiaun JOKyMEHTOB Ha XpaHeHue (nmpunoxxkenue Ne 9) Bkirouaercs B
apXMBHBII QOHA apXUBa-caaTYMKa.

[Tpu BBIIENICHNN K YHHUTOXXEHHIO BCEX apXUBHBIX JOKYMEHTOB apXUBHOTO (poHIa
OJIMH K3EMIUISIP €r0 OTHCEH JIeN, JOKYMEHTOB U JIMCT (POH/Ia TIOMEIIAI0TCS B AETI0
donma. Jleno GonHma BKIFOYAEeTCsI B apXUBHBIA (DOH]] apXuBa.

3.7.3. KonnyecTBO apXUBHBIX JOKYMEHTOB apXHBa U3MEHSETCS B pe3yJbTarTe:

BBIBEPKH YYETHBIX JOKYMCHTOB, I1I0 UTOI'aM KOTOpOfI BBISAABJICHBI OIHI/I6KI/I,
JOIIYIICHHBIC IIPX IOACYETE KOJITMYECTBA XpaHAIIUXCA apXHUBHBIX
JOKYMCHTOB;

MIPOBEPKU HAJIMYHUS U COCTOSIHUSI aDXUBHBIX JOKYMEHTOB, B X0JI¢ KOTOPOU
0OHapy)KeHbl HEYYTCHHBIE, 32 JIMTEPHBIMU WU MPOMYIIEHHBIMU HOMEpaMu
€IMHUILIBI XPAaHEHUSI/€TMHUIIBI YUeTa;

pecTaBpal apXUuBHBIX JOKYMCHTOB, IIOCJIC KOTOpOfI OAHO ACJIO
Pa3aciICHO Ha HECKOJIBKO ACII;

ONHCaHUus AapXHUBHBIX JOKYMCHTOB, nepepa60TKH ommucen ACJI, IOKYMCHTOB,
B IIPOLECCC KOTOPBIX BO3ZMOKHO pa3ACICHUC NN O6I>€,Z[I/IH6HI/I6 CIANHUIL
XpaHeHI/IH/ CAWHUIL y4ucTa.

OcHoBaHuEM JIJIsI BHECEHHSI U3MEHEHUH B Y4E€THBIC JOKYMCHTHI U YUCTHLIC BI[ 1o
pe3yiibTaTaM YKAa3aHHBIX pa60T SABJIAKOTCA:
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aKT 0 TEXHUYECKHUX OIIMNOKaX B YYCTHBIX JOKYMCHTAX;

aKT 00 0OHapy)KEHUH JOKYMEHTOB, HE OTHOCSALINXCS K JaHHOMY apXHBY,
(boHIy, HEYYTCHHBIX U T.1.;

aKT O pa3JelieHuH, 00bETUHEHUH JIE], BKIIFOUEHUH B JETI0 HOBBIX
JIOKYMEHTOB;

aKT OIMMCAHUA IOKYMEHTOB, MEPepadOTKHU OMUCEH.

Yuyer YHUKAJIBHBIX JOKYMCHTOB U 0c000 HCHHBIX TOKYMEHTOB

3.7.4. YHUKaNbHBIE TOKYMEHTHI MOJIEKAT CIIEIUATEHOMY TOCY/IapPCTBEHHOMY
yuety B ['oCcyqapCTBEHHOM peecTpe YHUKAIbHBIX JOKYMEHTOB ApXHUBHOTO (pOHIA
Poccuiickoit ®eaeparuu, mOpsSA0K BEACHUS KOTOPOTO OMPEAEIAETCS CIENUATBHO
YIOJITHOMOYEHHBIM (eiepaTbHbIM OpraHOM HCTIOJHUTEIBHOM BJIacTU B chepe
apXHBHOTO JI€JIa, U TOCYIAPCTBEHHBIX PEECTPAX YHUKAJIbHBIX JOKYMEHTOB
apxuBHBIX GOHIOB cyObekTOB Poccuiickoit denepanuu.

Ha YHUKAJIbHBIC JOKYMCHTBI COCTABJIAIOTCA JIMCTHI YU€TA U ONIMCAHUA YHUKAJIbHBIX

JOKYMEHTOB.
3.7.5. Yuer 0co00 eHHBIX TOKYMEHTOB BEIETCS T10:
cnucKy (hOHIOB, CONEPXKAIIUX 0CO00 IIEHHBIC TOKYMEHTHI;

OTHCSIM 0c000 IEHHBIX JIeJ, JOKYMEHTOB HITU ITEPEYHSIM HOMEPOB 0C000
IICHHBIX JIe]1 (HOMEpHHUKaM).

B ommcsx oco6o LHCHHBIX JOCJI, JOKYMEHTOB 3a HUMH COXPAHAIOTCA UX IMPECIKHUC
Y4Y€THBIC HOMEPA.

Omnuck 0c000 LHCHHBIX OCJI, JOKYMEHTOB COCTABJISICTCA Ha 0co00 LOCHHBIC
JOKYMCHTBI OI[HOﬁ HJIM HECKOJIBKHX OIIHCEH A€, IOKYMEHTOB apXHBHOI'O (1)0H,I[a B
3aBHCHMOCTH OT KOJIMYECTBa 0C000 LOEHHBIX €AUHUI XpaHeHI/IH/CI[I/IHI/IH ydye€Ta B
ﬂaHHOﬁ OITMCHU B HCO6XO,I[I/IMOM JJIA apXuBa KOJIMYCCTBE SK3CMILIIAAPOB.

Ecnu GoNBIIMHCTBO APXHUBHBIX JOKYMCHTOB II0 OIIMCHU ACJI, JOKYMCHTOB ABJIAIOTCSA
0co0o OCHHBIMH, OTACIbHAsA OIIUCH 0co00 HCHHBIX ACJI, JOKYMCHTOB HEC
COCTaBJISICTCS, 4 KOIMUPYCTCs UMCHOIIAsCA OIUCH. B Takom cJIydac K HeM
COCTaBJIACTCA HOMCPHUK.

CBeI[eHI/IH O KOIMMpOBaHUU 0c000 HCHHBIX OCJI, JOKYMCHTOB B LCIIAX CO3AaHNA
CTPaxoBOTO (I)OHI[a BHOCATCA B COOTBECTCTBYIOIIHUEC OITNCHU 0co00 OCHHBIX OCJ,
JAOKYMCHTOB WJIM HOMCPHHUKU 110 MEPC ITPOBEACHHNA UX CTPAXOBOT'O KOIMMPOBAHUA.

B utorosoii 3anucu YKa3bIBaACTCA 061_1_[66 KOJIMYECTBO 0C000 OCHHBIX CINMHUI]
XpaHeHI/IH/CILI/IHI/II_I y4€Ta, BKIIFOYCHHBIX B OITMCh UJIM HOMCPHUK. ITo 3aBCPIICHUU
KOIIMPOBAHUS BCCX CANHUAILL XpaHCHI/ISI/eI[I/IHI/II_I y4deTa I10 JTAaHHOM OIMCH HJIH
HOMCPHHKY YKa3bIBACTCA: "Bcee CANHUIIBI XpaHeHI/IH/ CANHUIBI YUCTa
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CKOIMUPOBAHBI, J1aTa, JOHKHOCTh, TIONKCH".

Omnwucu 0c060 LEHHBIX JeT, TOKYMEHTOB U HOMEPHHUKH YUYUTBIBAIOTCS B peecTpe
omuceit 0co00 IEHHBIX JIe)I, JOKYMEHTOB.

[Ipu oTHeCEHNM apXUBHBIX JOKYMEHTOB K 0CO00 IICHHBIM B ONHUCAX B Tpade
"[Ipumedanus" HaNPOTUB 3ar0JIOBKOB COOTBETCTBYIOLIUX €IMHUI]
XpaHEHUs/€AMHUI] ydeTa MpocTaBisitoTest otMetku "OLL".

B npyrux yuetHsix nokymeHnrax ormerka "OLl" npocTaBisercs kK Homepy
apXWBHOTO (OHIA, HOMEPY OIHCH A€, JOKYMEHTOB; JaHHAS OTMETKA SIBJISIETCS
CITy’K€OHOH M HE BXOJIUT B apXUBHBIN MU €AUHUL] XpaHCHHSI/CTUHHILL yIETa.

Y4eT ceKpeTHBIX U pacceKpedeHHbIX AaPXUBHBIX IOKYMEHTOB.
Odopmitenne pacceKpeyeHHBIX AeJl

3.7.6. YueT CeKpeTHbIX apXUBHBIX JOKYMEHTOB BEJIETCSI B COOTBETCTBHUH C

HOPMaTUBHBIMU IIPAaBOBBIMH JIOKYMEHTaMHU. B y4eTHBIX JOKyMEHTAaX U apXUBHBIX

mudpax eTuHUL XpaHEHUsI/€TMHUL] ydeTa CeKpeTHbIe apXUBHbIE (POHIbI, ONIUCH
n.n

JeN1, TOKYMEHTOB, €IMHUIIBI XPaHCHUsI/€AMHUITBI y4eTa 0003HAYaI0T HHIEKCOM '"'C
(cexpeTHO), "cc" (coBepIIeHHO ceKpeTHO), "oB" (0c000¥ BaXKHOCTH).

3.7.7. I3MeHeHus B yUeTHbIE JOKYMEHTHI 110 PE3YJIbTaTaM PaCcCEKPEUNBAHUS
apXMBHBIX JOKYMEHTOB BHOCSITCS HA OCHOBAHUH aKTa O PACCEKPEUNBAHUU
JTOKyMEHTOB (Tipuiioskerue Ne 12).

ApxuBHBIE (POHIBI, OTIMCH A€, JOKYMEHTOB M €AMHUIIBI XPAHEHHU /€ TUTHHUIIBI
ydeTa, BKIIOYaloIIre, Hapsay ¢ CEKPETHBIMU, HECEKPETHBIE (PacCeKpeYeHHBIC)
JOKYMEHTBI, B YIETHBIX JOKYMEHTAX M apXUBHBIX MIH(pax eTuHHII
XpaHCHUsI/€AMHUI] ydeTa 0003HAYA0TCsl MHIEKCOM "cu" (CEKPETHO YaCTUYHO).

[Ipu paccexkpeunBaHUU BCeX €IUHUI] XPAHEHUS/CIUHUL] YUeTa [0 CEKPETHOM
OTIHCH JIeJl, JOKYMEHTOB JJaHHAas OIUCh TAKXKE pacceKpeunBaeTcs, epeiaeTcs Ha
OTKPBITOE XpaHEHHE U YYUTHIBAeTCA B JIUCTE (POHIA 32 TEM e HOMEPOM, HO 0e3
nHJIEeKca "c", KOTOPBIM 3a4epKUBACTCS HAa 00JIOKKE M HA TUTYJIHHOM JIUCTE JTAHHOM
onucu. B mpaBoM BepxHeM yrity 00J0KKH U TUTYJIBHOTO JINCTA OIUCH Jel,

JOKYMEHTOB IIpOcTaBiisgeTcs mwrami "PaccekpedeHo".

IIpu paccexkpeurBaHUM YaCTH /1]l U apXUBHBIX JIOKYMEHTOB [0 CEKPETHOI onucu
7ieJ1, TOKYMEHTOB Ha PacCEKpPEUCHHBIE J1eJ1a U apXUBHBIE JJOKYMEHTBI COCTaBIISIETCS
OTJIeJIbHAs OIKCH JIeJl, TOKYMEHTOB, HOMepa eIMHULl XpPaHEHUs1/€ANHUL] yueTa B
KOTOPOH OCTar0TCs NPeXHUMU. [[11s BasloBOM HyMepaluu TaKUX €JMHUIL
XpaHEHUs/€AMHUL] yueTa HCIIoJb3yeTcs Tpada 2 onucH e, fokyMmeHToB. HoBas
OTIMCH JI€JI, JOKYMEHTOB BMECTE C PACCEKPEUYECHHBIMU JI€IaMH U apXUBHBIMU
JOKYMEHTaMHU IepelaeTcs Ha OTKPHITOE XpaHEHHE, YIUThIBAeTCS B JINCTE (POHIOB

n.n

3a TEM K€ HOMCPOM, UTO U CCKPCTHAA, HO 0e3 HMHIACKCa C'.
HpI/I pacCcCKpCIYBaHUUN OOJIbIIIEH YacTH ACT 1 apXUBHbBIX JOKYMCHTOB 110
CCKpCTHOfI OIMIMCH ACJI, JOKYMCHTOB C JJaHHOM OIMCH CHUMAETCs KoIusA, 1nmpu

KOITMPOBAHUU 3arOJIOBKHU CAUHUILL XpaHeHI/Iﬁ/ CAWHUIL YUCTa, OCTABJICHHBIX HA
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CEKPETHOM XPAHEHUH, 3aKpbIBatOTCsA. Konus onrcu Ha pacCEKpeUyeHHbIE JIea U
apXHBHBIE JOKYMEHTBI MIEPEAACTCS HA OTKPBITOE XpaHeHUe. B sxk3eMIusipe onucu
JieN, JOKYMEHTOB, OCTABUIEHCS HA CEKPETHOM XPaHEHUH, COXPAHAETCS UX
Hymepanus. B mucre (oHma Takas onuch y4UTHIBACTCS ABAXKIBI: K3EMIUISIP
OITMCH, OCTABIIIMNICS HA CEKPETHOM XPAaHEHUH - C COOTBETCTBYIOLLEH UHAEKCALIUEN
CEKPETHOCTH, CKOIMPOBAHHBIN IK3EMILIAP, IEPEIAHHBIA HA OTKPBITOE XPAHEHHUE -
6e3 unnaekca "c".

HpI/I pacCCKpCUYNBaAHUN OTACIIbHBIX CAUHUIL XpaHeHI/Ifl/eI[I/IHI/III yde€Ta 1mo
CereTHOI\/JI OIMIKMCH ACJ, JOKYMCHTOB OHU BKJIIOYAIOTCA B OIIMCH ACJI, JOKYMCHTOB
OTKPBITOI'O XpaHCHHWA COOTBETCTBYIOLICTO apXHUBHOT'O (1)OH[[21 3a JIMTCPHBIMU
HOMCpaMH HUJIK B BaJIOBOI noCICaA0BaTCIbHOCTHU.

B omnucsx nen, J0KyMEHTOB, OCTAIOLIUXCS Ha CEKPETHOM XpaHEHHH, B rpade
"[Ipumedanus" MpOTHUB 3ar0JIOBKOB PACCEKPEUCHHBIX €IUHUL] XPAHEHUS/€TUHUL]
ydera npoctasisiercs wramn "Paccekpeueno". B ciydae, koria paccekpedeHHbIe
€IMHUILIbI XPaHEHUsI/€IMHUIIb] yYeTa BKIIOUYEHBI B OMKCH )1, JOKYMEHTOB
OTKPBITOIO XpaHEHUs (3a JIMTEPHBIMU HOMEPAMH WIH B BAJIOBOU
MIOCJIEI0BATEIBLHOCTH), B CeKpeTHOM onrcu B rpade "IIpumedanus" ykaspiBaercs
HX HOBBIA HOMEP.

[Tocne paccekpeunBaHus K OMUCSAM JIEN, TOKYMEHTOB OTKPBITOTO M CEKPETHOTO
XPaHEHHsI COCTABJISIIOTCS HOBBIE HTOTOBBIE 3aITUCH 00 00beMax (haKTHIEeCKH
YYTCHHBIX B HUX €IMHHI] XpaHEHUS/CTMHUIL yIeTa.

[Ipu paccexkpeunBaHUU OJTHOTO MJIM HECKOJIbKUX apXUBHBIX IOKYMEHTOB B COCTaBE
CEKPETHOTO JieJia, OHO OCTaeTcs Ha ceKpeTHOM xpaHeHuH. K apxuBHoMy mmdpy Ha
00J105kKe Jiena K uHaekcy "'c" mobasisiercs Oykea "4". Homepa nucToB
pacceKkpedeHHbIX apXUBHBIX JOKYMEHTOB Niepeuncisitores B rpade "Ilpumedanus"
HaMpOTHUB 3aroJIOBKa YaCTUYHO PACCEKPEUECHHOTO JIefia, a TAK)Ke BO BHYTPEHHeEH
onucu aena. [Ipu orcyrcTBuM B J1eie BHYTPEHHEH OMUCH CBEACHUS O
paccekpeyeHHBIX apXUBHBIX JOKYMEHTaX OTPaXKalOTCS B JTUCTE-3aBEPUTEIIE C
yKa3aHuEM HOMEPOB COOTBETCTBYIOUIUX JIHCTOB.

B npaBom BepxHeM yri1y 00J0KKH pacCEKPEUEHHOTO JIeNIa MPOCTABISAETCS IITaMIT
"Paccekpeueno". Mnaekc "c", "cc" unu "oB" B HOMepe jena 3a4epKUBaETCS.

Yuer APXUBHBIX TOKYMEHTOB JUYHOI'O ITPOUCXOKICHUSA

3.7.8. Y4deT nocTyniaeHuil apXuBHbIX JOKYMEHTOB JINYHOTO TPOUCXOKICHMS,
neperaBaeMbIX COOCTBEHHUKOM B (eiepalibHyI0 COOCTBEHHOCTbh, B COOCTBEHHOCTh
cyonekTa Poccuiickoit denepannu uin MyHUIUIAIbHYIO COOCTBEHHOCTh, BEAETCS
Ha OCHOBAHUM aKTa pUEMa Ha XpPaHEHUE TOKYMEHTOB JIMYHOTO POUCXOKICHUS
(mpunoxxenue Ne 10). K akty nmpumnaraercs caarouHasi OMMCh apXUBHBIX
JOKYMEHTOB U PEIICHUE HKCIIEPTHO-TIPOBEPOUHON KOMUCCUH apXUBA UIIU
9KCIEPTHO-IIPOBEPOYHON KOMUCCUM YIIOJHOMOYEHHOTO OPraHa UCIOJHUTEIBHON
BNacTH cyowrekra Poccuiickoii @eneparnuu B cepe apXxuBHOTO Jena (fganee -
OI1K) o npueme 3THX T0KyMEHTOB B apXMB.

Vyer APXHUBHBIX JOKYMCHTOB JINYHOI'O IPOUCXOKACHUA, HAXOAAIUXCA B YacCTHOM
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COOCTBEHHOCTH, MEPEJAHHBIX 110 JOTOBOPY Ha XpAaHEHHE B apXUB, OCYIIECTBISCTCS
B YCTaHOBJIEHHOM nopsike (cM. 1. 3.7.11.).

W3MeHeHus KOJIM4ecTBa U COCTaBa apXUBHBIX JIOKYMEHTOB JIMYHOTO
IIPOUCXOXKICHUS B PE3YJIbTATE UX ONUCAHUS JOKYMEHTHUPYIOTCSI AKTOM OIMCAHMUS
JOKYMEHTOB, HA OCHOBAaHUU KOTOPOTO BHOCSTCSI U3MEHEHUS B YUETHbIE
NOKyMeHThl. Ha ToKyMeHTHI, He Nojiexalue XpaHeHUIO B apXUBE, COCTABIIAETCS
aKT BO3BpaTa JJOKyMEHTOB COOCTBEHHHKY B JIBYX 3K3EMILISpaX, OJUH U3 KOTOPBIX
BMECTE C JOKYMEHTaMHU NIEPEJACTCSI COOCTBEHHUKY.

He AOIMYCKACTCA XPaHCHUEC B aPpXUBC HCYYTCHHBIX apXUBHBIX TOKYMCHTOB
JIMYHOT'O IPOUCXOKICHUS.

Yuyer AOKYMECHTOB 110 IMYHOMY COCTaBy

3.7.9. Yder 10KyMEHTOB I10 JIWIHOMY COCTaBY, 332 UCKIFOUCHUEM MPUHSTHIX 110
JIOTOBOPY Ha XpaHEHUE B apXUB JOKYMEHTOB 10 JJUYHOMY cOocTaBy (cm. 1. 3.7.11),
OCYIIECTBIISICTCS HA OOIMINX OCHOBAHHMSIX.

VYyer konn4uecTBa XpaHAUIUXCS B apXUBE JOKYMEHTOB 10 JUYHOMY COCTABY
MIPOBOJIUTCSI HA OCHOBE MX MOJICYETA M0 JIUCTaM (OHJIOB U OMHCSIM JIEJ T10
JUYHOMY COCTaBY C (pUKCAIMEH pe3ylbTaToOB MO KaXIAOMY POHIY U CYMMapHO IO
apXUBYy B KHUT€ y4eTa JOKYMEHTOB I10 JINYHOMY COCTaBy (IPOU3BOIBHON (HOPMBI).

[To pe3ynbTaram mpoBeaeHHS SKCIEPTU3bI LICHHOCTH TOKYMEHTOB IO JJUYHOMY
COCTaBY 110 UCTEUYEHUH 75-JIETHEr0 CPOKA UX XPAHEHUS B yUETHBIE JOKYMEHTHI
BHOCSITCSI COOTBETCTBYIOIINE U3MEHEHHUS.

Yyer aeJq1, MMEKIuXxX B Oq)OpMJIeHI/II/I AParou€HHbI€ ME€TAJNJIbI U KAMHHU

(. 3.7.10. HE pacmpocTpaHseTcss Ha TOCYIapCTBEHHbBIC U MYHHIIMIIATBHBIC My3eU U
OMOTNOTEKN)

3.7.10. ApxuB, XpaHsIIUi Aeia, UMEIomne B 0(hOPMIICHHH WK B TIPUIIOKEHUN K
HUM JIparoli€HHbIE METAJUIbl U KAMHHU, B COOTBETCTBUU C 3aKOHOJATEIILCTBOM
Poccutickoit denepanuu perucTpupyercs B COOTBETCTBYIOLIENH HHCIIEKIUU
npooupHOTo Haa3opa MunucrepcrBa puHancoB Poccuiickoit denepanuu.

Yuyer YKa3aHHBIX ACJI OCYIICCTBIIACT MATCPHUAJIbHO-OTBETCTBECHHOC JIUIIO, C
KOTOPBIM PYKOBOJUTECIIb apXHBa 3aKJIKOYACT AOTOBOP O MaTepHaﬂLHOﬁ
OTBCTCTBCHHOCTH 3a COXPAHHOCTb U YUCT ACJI, UMCIOIIHUX B OCI)OpMJ'IeHI/II/I nin B
NPUIIOKCHHUU K HUM APArouCHHbIC METAJIJIbI U KaMHU.

VYka3zaHHBIE /Ie/1a EePealoTCsl MaTepHaIbHO-OTBETCTBEHHOMY JIUILY Ha ceiioBoe
XpaHEeHHue, 0 YeM JIeIaeTcsl COOTBETCTBYoIas oTMeTka ("'ceiipoBoe xpaHeHue'") B
OTIMCH J€JI, JOKYMEHTOB, U BKJIIOYAIOTCS B CIIELIMATIbHYIO HHBEHTAPHYIO KHUTY
yderta e, UMEIOIIMX B 0()OpPMIIEHUH UM B IPUIIOKEHUU K HUM JparolieHHbIe
MeTaJulbl M KaMHU. /laHHas MHBEHTapHasi KHUIa COCTABIsETCS U BeIeTCs B 3-X
sK3eMIuIsApax. IIepBblil AK3EMIIIAP XpaHUTCS B NOIPA3AEIEHUH, OCYLIECTBIISIIOIIEM
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LIEHTPAJIN30BaHHbIN (B paMKax apXuBa) y4eT JOKYMEHTOB, BTOPOH - y
MaTepHaIbHO-OTBETCTBEHHOTO JIMIIA, TPETHI - B OyXTraJITepun apXuBa.

Jlena BHOCSITCS B MHBEHTAPHYIO KHUTY IO TOPSKY HOMEPOB apXUBHBIX (JOHIIOB U
omHMcel Jiell, JOKyMEHTOB, & BHYTPH KaXXJJOW OTHCH JIeJT, JOKYMEHTOB - TI0
nopsAKY HOMepoB aei. Ha Oupke, mpukpernisieMoil K 00J0KKe KaXJI0To Aema
(mpenMeTa), yka3bIBaeTCsi HOMEp, 32 KOTOPbIM OHO YYTEHO B MHBEHTAPHOM KHHUTE.
Howmep npocrasisiercst uepes aApoOb ¢ apXuBHBIM muppom (Hanpumep, uHB. Ne 1 /
I'AP®, ¢. 572, om. 1, 0. 17).

K nHBeHTapHON KHUI'€ COCTaBIISIETCS UTOTOBAs 3alIUCh, B KOTOPOH LIM(ppaMu U
IIPOIKCHIO YKA3bIBAETCS KOJIMYECTBO JIeN (IIPEAMETOB), BHECEHHBIX B KHUT'Y, JaTa
COCTaBJIEHUSI UTOTOBOM 3aIMCH, TOJDKHOCTh M (paMUIIUSL MaTepUaIbHO-
OTBETCTBEHHOTO JIMLIA.

JIncTel MTHBEHTAPHOW KHUTH JI0 Havajla €€ 3all0JIHEHUS IPOHYMEPOBBIBAOTCS,
MIPOLIHYPOBBIBAIOTCS U CKPEIUIAIOTCA IevyaThio apxruBa. Ha o0opoTe nocnennero
JIMCTa KHUTHU JIEJAETCsl 3alIACh O KOJIMYECTBE JIMCTOB B KHUT'E, KOTOPAsl 3aBEPAETCS
MOANUCIMU PYKOBOJMTENS apXUBa, IIIaBHOTO XpaHUTENs (DOHI0B U CKPEIUIIeTCs
[I€YaThI0 apXHBa.

EsxeronHo cnenuanibHON KOMUCCHUEH, CO3/TaBAEMOM MTPUKA30M PYKOBOIUTEIISI
apXuBa, IPOBOAUTCA MHBCHTapU3sanus A€JI, UMCIOIIUX B O(bOpMJ'IeHI/II/I nJIn B
MPHUIIOKCHNH K HUM AparoucHHBIC METAJIJIbl 1 KAMHHU. I/IHBeHTapI/ISaIII/IH
IMPOBOAUTCA TAKKEC B CITyda€ CMCHBI MaTCPpHAJIbHO-OTBETCTBCHHOI'O JIMIIA,
PYKOBOJIUTEIIS apX1Ba, TJIABHOTO XpaHUTeNsl POHIOB. Pe3ynbratel
WHBEHTapHU3aH 0(OPMIISIOTCS aKTOM, COCTABIIIEMBIM B TPEX IK3EMILISIPaX, OJUH
13 KOTOPBIX HAIIPaBJISIETCA B COOTBETCTBYIOIINI YIIOJHOMOYEHHBIN OpraH
HCIIOJIHUTENBHOM BIacTu B cepe apXuBHOTO Jena.

Y4yeT apXUBHBIX IOKYMEHTOB, HAXOAAIIMXCH B YACTHOH COOCTBEHHOCTH,
NPHUHSTHIX 110 JIOTOBOPY HA XpaHeHHE B APXUB

3.7.11. Yuer nokymentoB ApxuBHoro ¢onaa Poccuiickoit deneparuu, IpuHITHIX
IO JIOTOBOPY Ha XpaHEHHE B apXUB Ha OCHOBAHUHU aKTa MpHeMa-repeiadu
JOKYMEHTOB Ha XpaHeHue (npuioxeHue Ne 9), ocyniecTBisieTcss B OCHOBHBIX
YUYETHBIX TOKYMEHTAX apXHBa C COOIIOIEHUEM CIIEAYIOUIUX 0COOEHHOCTEH:

B KHUT€ y4eTa MOCTYIUICHUH JOKyMEHTOB (Tipriioskenue Ne 5) yka3piBaeTcst
coOCTBEHHUK WJIM Blajenel J0KyMeHToB (rpada 3), HoMep U JaTa aKTa
npueMa-nepenaun (rpada 4), naTa nmoAnucaHus I0roBopa o rnepenave u
CPOK JICHCTBHSI IOTOBOPA;

IIPU BKJIFOYEHUHU apXUBHOTO (poHMa B ciUcOK (PoHI0B (mpuioxenue Ne 6) k
ero Homepy AoOasisercs unjekc "/[" (" moroBop"), KOTOpHI coxpaHseTcs
32 HUM BO BCEX YYETHBIX JOKYMEHTAX M apXUBHBIX MIU(PaX eAUHUI]
XpaHeHus, euHuI yuera; B rpade "Ilpumedanus” cnmucka (GOHIOB Takxke
YKa3bIBaIOTCS COOCTBEHHUK WJIM BJIaJIesiel] apXUBHBIX JOKYMEHTOB, JlaTa
MIOANHMCAHUS U CPOK JAEHUCTBUS JOrOBOpA.

64



KonmnuecTBo apXuBHBIX (POHAOB, MPUHSATHIX 110 JIOTOBOPY HA XpaHEHHE B APXHUB,
yKa3bIBAETCSI OTACIBHON CTPOKOI B UTOTOBBIX 3aMHUCAX B CIIUCKE (POHIIOB, KHUTE
ydeTa IIOCTYIUIEHUH IOKYMEHTOB.

DK3eMIUISIp JOTOBOPA, 3aKJIFOYCHHBINH ¢ COOCTBEHHHKOM WIIN BJIAJICNbIEM
apXMBHBIX JJOKYMEHTOB, BKIIIOYAETCS B JIENI0 (OHA.

[Tpu BBIOBITHM apXUBHBIX IOKyMEHTOB apXHUBHOTO ()OH/A, B CBSI3U C UCTCUCHHEM
CPOKa €ro XpaHeHHsI B COOTBETCTBHHU C JJOTOBOPOM, €T0 HOMEP HE MOKET ObITh
MIPHUCBOCH JPYroMy apXuBHOMY (OHY.

[IpunsTHIE IO JOTOBOPY HA XpAHEHUE B apXUB JOKYMEHThl ApXUBHOTO (hoHIa
Poccuiickoit deneparuu, HaXOUBIITUECS B YACTHOW COOCTBEHHOCTH U Ha
3aKOHHOM OCHOBAHUHU Iepelniene B perepaabHy0 COOCTBEHHOCTb,
coOcTBeHHOCTH cyObekTa Poccuiickoit @enepanyiv Wi MyHULMITAIBHYIO
COOCTBEHHOCTb, YUYUTHIBAIOTCSA B OCHOBHBIX YUETHBIX JIOKYMEHTAaX HapaBHE C
OCTaJIbHBIMU JJOKYMEHTaMH apXxuBa. B yueTHBIX JOKyMEHTaX U apXUBHBIX HIHPpax
€MHHUII XpaHEeHUs, eIMHuI yuera unaekc "J1" 3auepkuBaercs, B rpady
"[Ipumeuanus" cnucka pOHIOB BHOCATCS COOTBETCTBYIOILINE CBEICHUS.

ApXHBHBIE TOKYMEHTBI, HE BKJIIOUEHHBIE B YCTAHOBIEHHOM HOPSJIKE B COCTAB
ApxusHoro ¢onna Poccuiickoii @enepanyivi, B TOM YHUCI€ TOKYMEHTHI 10
JIMYHOMY COCTaBY, IPUHSTHIE IO IOTOBOPY HAa XpaHEHHUE B APXUB, YUUTHIBAKOTCS
OT/AENBHO OT TOKyMeHTOB ApxuBHoro Gonna Poccuiickoit ®eneparuu. Jms ux
ydeTa BeAyTCs OT/IeNIbHbIE CIIMCOK (POHIOB, KHUTA yueTa MOCTYIIEHUI
JOKYMEHTOB, a TaKXe JIUCThI (POHAOB U JPyrue y4eTHbIe JOKYMEHTHI.

Yder konuii apXUBHBIX JOKYMEHTOB HA NMPaBax MOAJTUHHUKOB

3.7.12. Konusimu apXuBHBIX JOKYMEHTOB Ha MpaBax MOJIMHHUKOB SIBJISIIOTCS
BKJIIOUEHHBIE B YCTAHOBJIEHHOM MOpsIKE B cocTaB ApxuBHOro ¢onna Poccuiickoit
denepanuu:

MI/IKpO(bI/IJ'IBMBI APXHUBHBIX JOKYMCHTOB, U3I'OTOBJICHHBIC U Oq)OpMJ'IeHHBIe
(bOHI[OO6pa3OBaTCJ'IeM B COOTBETCTBUH C CYHICCTBYIOIIMMHU HOpMaTUBaMU,

KOIIMU apXHUBHBIX JOKYMCHTOB, IOAJIMHHUKH KOTOPBIX YTPA4YCHBI NI
HaxoIsTCA B COOCTBEHHOCTH OPUIANYCCKUX HUIIN (1)I/I31/I‘IeCKI/IX Jijan, B CUITY
4Cero HEC MOT'YT IMOCTYIIUTh HA TIOCTOSIHHOC XPAHCHUEC B ApXUB;

KOIIMH apXUBHBIX JOKYMEHTOB, niepemenieHHbix B CCCP B pe3ynbTarte
BTopoif MUpOBOI1 BOMHBI U HAXOASIIUXCS HA TeppuUTOpUM Poccuiickoi
®denepannu, NOMIMHHUKA KOTOPBIX BO3BPAILEHBI B CTPAHbI UX
MIPOUCXOXKIACHUS.

Komnunn apXuBHBIX TOKYMEHTOB Ha IIPaBax IOUIMHHUKOB, IIEPEIaHHBIE B apXUB
¢doH000pa3oBarTeIeM, yUIUTHIBAIOTCS B COCTaBe €ro JOH/a Mo OT/IEIbHOM ONUCH
nen, TokymeHToB. [Ipu 3ToM B rpade nanHoit onucu "KonnuectBo nuctoB” yepes
IpoOb yKa3bIBaeTCs TaKXkKe KOJIMYECTBO KaJIpOB, OTCHATBIX C OJHOTO JeNa.
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Konuu apXuBHBIX JOKYMEHTOB Ha MIPaBax MOTMHHUKOB, OTCHSATBIE C MO TTHHHBIX
JOKYMEHTOB, KOTOPBIE YTpaueHbl WJIM HAXOAATCS B COOCTBEHHOCTH IOPUANYECKUAX
WK (PU3UYECKHX JIUII, & TAKXKE KOIUU TEPEMEIICHHBIX IOKyMEHTOB, TTOIUHHUKH

KOTOPBIX BO3BPAICHBI B CTPAHBI UX MTPOUCXOKICHUS, (POPMHUPYIOTCS B ApXUBHBIE

KOJUIEKIIUH. APXHUBHbIE KOJUIEKLIUH YUUTBHIBAIOTCS B CIIUCKE (DOHJIOB (TIPUIIOKEHUE
Ne 6) B ycTaHOBJIEHHOM MOPSIZIKE.

Konuu apxuBHBIX TOKYMEHTOB Ha IIpaBax I10UIMHHUKOB, U3rOTOBJICHHBIE
MaIIMHONMCHBIM UJIH 3JEKTpOrpaduyeckuM criocoO0OM C apXUBHBIX JJOKYMEHTOB
Ha OyMa)XHOW OCHOBE, a TAaKXKe KOIUH ayTMOBH3YyaIbHBIX JOKyMEHTOB
(bopMUPYIOTCS B €IMHUIIBI XPaHEHHsI/€IUHHIIBI yU9eTa, KOTOPBIE YIUTHIBAIOTCS B
OIUCSX JIeJ], JOKYMEHTOB 110 AaHAJIOTUH C 110 UIMHHBIMYA apXUBHBIMU JTOKYMEHTAMH
Ha COOTBETCTBYIOIIMX HOCUTEISX.

3a eqUHUIYYy XpaHEHHUS! KON apXUBHBIX TOKYMEHTOB Ha IpaBax MO UIMHHUKOB,
M3TOTOBJICHHBIX B BH/I€ MUKPOKOIUM, IPUHUMAETCSI PU3NYECKH 000CO0IEHHBIN
PYJIOH MUKpO(UIbMA WU KOMILIEKC MUKPO(]HUII BHE 3aBUCUMOCTH OT KOJIMYECTBA
OTCHSITBIX Ha HEM JIeJl U apXUBHBIX JTIOKyMEeHTOB. Kaxxaas enquHuIa XpaHeHus
YUUTBHIBAETCS B ONUCH /1T, TOKyMEHTOB I0J1 CAMOCTOSITENIbHBIM HOMEpOoM. B
UTOTOBOM 3alMCH K OMKCH JIeNI, JOKYMEHTOB, Hapsly ¢ KOJIMYECTBOM €INHUI]
XpaHEHUs] MUKPOKOIIHUH, YKa3bIBA€TCS CYMMApHOE KOJMYECTBO COCTABIISIOMINX MX
KaJ|poB.

Y4er aucToB B aesie, GoTooTne4aTkoB B poroanin00Me, eIUHUIl XPAHEHHS B
cocTaBe eIMHMIbI y4eTa ayAUOBU3YATbHBIX JOKYMEHTOB

3.7.13. KoauyecTBO JUCTOB B JIeJI€ U €AMHUIL XpAHEHUS B COCTaBE €IUHUIIBI yUeTa
ayIMOBU3yaAJIbHBIX IOKYMEHTOB YUHUTHIBACTCS HA OCHOBE UX HyMEpAIH 1
(buxcupyercs:

JIUCTOB B JIeJI€ - B JIUCTe-3aBeputee (npuioxkenue Ne 3) u B
COOTBETCTBYIOIIEH Tpade onmucu e, T0KyMeHTOB (mpriioxeHust Ne 7 - 8);

(hoTooTreuaTkoB B poTOaTHLOOME - BO BHYTPEHHEH onucH PoroaarOoMa, a
TaK)Xe B COOTBETCTBYIOIIEH rpade onrcu GpoToanr00MoB;

CANHUIBI XpAHCHUA APYTUX aYAUOBU3YAJIbHBIX TOKYMCHTOB - B
COOTBCTCTBYIOIIHUX rpatbax OMHUCEeH ATUX HAOKYMCHTOB.

HpI/I ydeTe CAUHUL] XPAHCHUS B COCTABC CAMHUIBI YI€Ta ayAUOBU3YAJIbHBIX
AOKYMCHTOB:

€IMHUIIBI XpaHEHUs TMadUIBMOB PacIolaraloTcs Mo HOpsiIKY HOMEPOB
PYJIOHOB;

CANHUIBI XPAHCHUA KUHOJOKYMCHTOB PACIIOJIaratoTCs M0 3JIEMCHTAM
KOMIUICKTA, BHYTPHU KOTOPOTrO HYMEPYIOTC 110 IOPAAKY HOMEPOB qaCTeﬁ;

CANHUIBI XpAHCHUA (bOHO,I[OKYMGHTOB pacnoJiararoTcd B IOPAAKE
MMPOU3BOJACTBCHHBIX HOMCPOB.
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Yyer CTpaxoBoro (l)OHL[a H (l)OH)Ia noJIb30BaHUA

3.7.14. O6bem ctpaxoBoro GoHa v (PoHAA MMOIB30BAHUS U3MEPSETCS B €ANMHULIAX
XpaHeHI/ISI/eI[I/IHI/IL[aX y4€Ta, a TAaKKEC B!

KaJpax - JUIsl KOIMM apXUBHBIX JOKYMEHTOB Ha OyMa)KHOM OCHOBE U
(hOTOIOKYMEHTOB;

MeTpax - JUlsl KOUH KHHOJOKYMEHTOB;
BPEMEHH 3BYYaHHS - ISl KOTIUH (POHOIOKYMEHTOB;
B Mera0aiiTax - AJisl KOIUI 3JIEKTPOHHBIX TOKYMEHTOB.

[Ipu 3TOM OTAENBHO YUUTHIBAIOTCS CTPAXOBbl€ KOMMH YHUKAJIBHBIX JOKYMEHTOB U
0Cc000 IIEHHBIX JOKYMEHTOB U KOMHH (DOH/A MOJIb30BAHUS, OTCHATHIE C APXUBHBIX
JOKYMEHTOB Ha OyMa)KHOM OCHOBE (Pa3/ieIbHO HA PYJOHHOM IIEHKE U
MUKpO(HUIIAX); KHHOJOKYMEHTOB; (POTOJOKYMEHTOB; (JOHOJOKYMEHTOB;
BUJI€0(OHOTPAMM; DJIEKTPOHHBIX JJOKYMEHTOB.

VYyet BefeTcs o KHUTAM y4eTa MOCTYIUICHUH cTpaxoBoro (GoHaa u GpoHa
MOJIb30BAHMSI U OTUCSM CTPAXoBOro (poHAA. YUeT NOCTYIIEHUS U BBIOBITHS
CTPaxOBBIX KOITHI OCYIIECTBIISCTCS HA OCHOBAHHUH 3aKa30B Ha M3TOTOBJICHHE
CTpaxoOBbIX KOIIMH ¥ KOITUU (1)0H]Ia IIOJIb30BAaHUA, AKTOB IIpUEMaA-TICpCaavYn
CTPaxXOBBIX KOIMI Ha CIIEMAIIEHOE XPAaHEHUE U JPYTruX akToB. K KHUTaMm ydera
MOCTYIUICHUH €XKETOJJHO COCTABIISICTCS UTOTOBAs 3aITHCh.

Omnucu cTpaxoBoro GoH/IAa COCTABISAIOTCS B 3-X dK3eMIutsipax. [lepBrie
9K3EMILISAPHI MTEPEIAalOTCS BMECTE CO CTPAXOBBIMU KOMUSMU YHUKATbHBIX
JOKYMEHTOB M 0CO00 LIEHHBIX JOKYMEHTOB B CIIEIUAIbHBIN apXUB, BTOPHIE U
TPETbU OCTAIOTCS B ApXUBE.

[To Mepe xKonMpoOBaHUS U MEpPEeAaYl CTPAXOBbIX KOMHUI YHHUKAIbHBIX JOKYMEHTOB U
0C000 IIEHHBIX IOKYMEHTOB B CHEI[UAIBbHBIN apXUB K OMUCSIM CTPaxoBoro ¢oHaa
COCTaBIISIIOTCS HOBBIE UTOTOBBIE 3aIlIMCU B YCTAHOBIEHHOM Mopsiake (cM. 1. 3.5.6.).

B omucsx gen, nokymeHToB B rpade "IIpumedanus" HanmpoTHB 3arojoBKa
CKOMTUPOBAHHOM €TUHHIIBI XPAHEHUSI/€IMHUIIBI yUeTa MIPOCTABIISIETCS IITAMIT
"C®". Ecnu ckonupoBaHbl Bee Jiena, JOKYMEHTbI, BKIFOYEHHBIE B OMHUChH, LITAMII
"C®" npocTaBisieTcs TOJbKO Ha TUTYJABHOM JIUCTE U 0OJI0KKE OIMHCH eI,
JTIOKYMEHTOB.

3.7.14.1. 3a eauHUIly XpaHEHUS/CIUHUILY yueTa CTPAX0BOTo (hOH/IA YHUKATIBHBIX
JOKYMEHTOB M 0000 IIEHHBIX JOKYMEHTOB Ha OyMaXHOW OCHOBE Ha PYJIOHHOU
TJICHKE TPUHUMAETCS (PU3NYECKU 000COOIEHHBIN PYIOH MUKPOHUIbEMA.

B kHury ydera noctyrieHui crpaxoBoro ¢poHaa u GoHa MoJb30BaHUS Ha
PYJIOHHOM TUIEHKE B BAJIOBOM MOPsIIKE (BHE 3aBUCUMOCTH OT (DOHI0BOM
MPUHAISKHOCTH JOKYMEHTOB) HA OCHOBAaHHMM 3aKa3a HA U3rOTOBJICHUE
CTPaxOBBIX KOIUI 3aHOCUTCA KaX/1asi eIMHUIIA XpaHeHUs cTpaxoBoro ¢onna. Ilo
KHUTe yyeTa noctymieHui (rpada 1) enuHumaM xpaHeHus: cCTpaxoBoro GpoHaa
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MIPUCBANBAIOTCS YUETHBIE HOMEPA, KOTOPBIE SIBJISIOTCS COCTABHOM YacCThIO UX
apXMBHBIX MHU(POB.

Ha Bce CTPaxOBbIC KOITMU YHUKAJIBbHBIX JOKYMCHTOB U OCO6O HCHHBIX JOKYMCHTOB
BHEC 3aBUCHUMOCTH OT UX (1)OHI[OBOI71 NPHUHATIICKHOCTHU COCTABJIACTCS OIUCH
cTpaxoBoro (GoHma, HyMepanus eIuHUI] XPAaHSHUS CTPaxoBoro (poHaa B KOTOpOi
COOTBCTCTBYCT YUCTHBIM HOMCpPaAM, IPUCBOCHHBLIM UM I10 KHHUI'C YUCTa
MOCTYIUIEHUH.

ApXHUBHBIM MHU(POM eTUHHIIBI XPAaHEHUS CTPAX0BOTO (pOH/IA SBIISIETCS Ha3BaHUE
apxuBa, HOMEp OIUCH CTPAaXOBOro (OHJIa, HOMEP yUeTa €AUHULIbI XPAaHEHUS
crpaxoBoro (ouma ¢ nodasneHreM uHaekca "Co".

3.7.14.2. 3a equHuIly yueTa cTpaxoBoro GoH/Ia JOKYMEHTOB Ha OyMaXXHOW OCHOBE
Ha MUKpOQHIIaX MPUHAMACTCS OJTHA WM HECKOJIBKO MUKPOQUII, OTCHSITHIX C
OJIHOTO JIeJIa M TIOMEIIEHHBIX B OJTMH KOHBEPT, 32 CAUHUILY XPaHCHHUS -
MUKpodHUILIa.

[To xHure yuera nocTyriaeHu crpaxoBoro GoHaa U (poHaa MOJIb30BAHUS Ha
MUKpOUIIAX KaKI0OMY NOCTYIUIEHUIO TPUCBAUBAETCS MOPSAKOBBINA HOMED.
KonuuecTBeHHbIe MOKa3aTean BHOCATCS C y4€TOM (POHIOBON MPHUHA]IEKHOCTH
OTCHSITBIX KOIUH MO KaXJA0My apXUBHOMY (DOH/Y ¥ OIKCH JIeT, TOKyMEHTOB
OTJIEJIBHO.

Onucu crpaxoBoro ¢poHa Ha MUKPOQHIIIAX COCTABIISIFOTCS pa3/IebHO Ha
CTpaxoBbl€ KOTIMH KaKJI0T0 apXUBHOTO (GOHA, OJTHY UJIH HECKOJIBLKO €0 OTHCEH.

Y4eTHBIM HOMEPOM EAMHHIIBI yUeTa CTpaxoBoro GpoHma u (HoHIa MOTb30BaAHUS
JOKYMEHTOB Ha OyMaXHOUM OCHOBE, U3TOTOBJICHHOT'O HA MUKPO(HIIIax, SIBISETCS
YYETHBIH HOMEP OTCHATOTO JIeJIa, apXUBHBIM MH(DPOM - COOTBETCTBEHHO
apXUBHBINA MU(P OTCHATOTO Jena ¢ jooaBiaeHueM uHAekca "CD" - st cTpaxoBOro
donma u "I1" ("ITozurur"), "/1" (JAnazoxommsi) - m1st GpoHAA MOTH30BAHHUS.

3.7.14.3. EnuHuULIbI XpaHEHUs/€IMHMIIBI yueTa cTpaxoBoro Gonma u hoHaa
MOJIb30BAaHMS AYAHMOBU3YAIBHBIX JOKYMEHTOB HICHTUYHBI ¢IMHUIIAM
XpaHCHMsI/EAMHUIIAM yueTa ayIMOBU3YAJIbHBIX JIOKYMEHTOB.

CrpaxoBbIe KOITUU KHHO- U (DOTOJIOKYMEHTOB YYUTHIBAIOTCS HE3aBHCHMO OT BUIA
KUHO- U ()OTOJJOKYMEHTOB B KHUTaX y4eTa MOCTYIUICHUH M OTIUCIX CTPAXOBOTO
dhonna u GhoHIA MOITH30BAHUS.

CTanOBLIe KOIIMH CI)OHOI[OKYMCHTOB Ha MarHUTHOM JICHTE U I'paMOPHUI'MHAJIOB U3~
3a UX 000CO0JIEHHOTO XpaHCHHUA YYUTBIBAIOTCA B PA3HBIX KHUI'daX y4CTa
HOCTYHHCHI/Iﬁ H OIMHUCIAX.

B UTOTOBBIX 3amuCcAX KHUT y4eTa MOCTYIUICHUH U OTHCel cTpaxoBoro (GoHaa u
(doHma Mosb30BaHNUS KUHO(OTOJOKYMEHTOB U (DOHOJIOKYMEHTOB Ha
METAJTHYECKUX AUCKAaX JOMOTHUTEIHLHO MOKET YKa3bIBATHCSI KOJIUYECTBO EAMHHII
XpaHEHUS! COOTBETCTBEHHO MPOMEKYTOUHBIX TTO3UTUBOB U KOHTPATHUIIOB;
MO3UTUBOB U IyOnbHEeraTuBOB; HeueTHHIX (1) u uetHbIx (II) rpamopuruHanos.

B UTOroBBIX 3aIIUCSAX K OIMUCIM CTPAaxoOBbIX KOITUI KI/IHO(I)OTO(I)OHOI[OK}/MCHTOB
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YKa3bIBaeTCsl TAKXKE UX 00bEM B METPaAX, KaJpax, yacax 3By4aHHUsL.

Howmep enunuiibt yuera ctpaxoBoro Gonaa KuHO(GOTO(OHOIOKYMEHTOB
MIEPEHOCUTCS B OTIMCh U3 KHUTHU y4eTa IMOCTYIUICHUH. ApXUBHBIM MIU(POM
€IMHUIIBI y4eTa CTpaxoBoro GpoHaa KHHOPOTOPOHOJOKYMEHTA SBISIETCS HA3BaHHE
apxuBa, HOMEp €MHHUIIBI ydeTa cTpaxoBoro (onzaa c nodasienuem unaexca "Cd".

3.7.14.4. Yuet xonuii apXuBHBIX JOKYMEHTOB, CO3JJaHHBIX B IPOIIECCE UX
WCTIOJIb30BAaHMUS M BKJIFOYCHHBIX B ()OH]I ITOJIb30BAHMS, BEACTCS B apXUBE B
OT/AEJIHOM KHHUI'€ y4eTa KOIIUH 3TUX TOKYMEHTOB.

Y4er my3eiiHbIX NpeIMeTOB U OHOJINOTeYHbIX (POH/I0B

3.7.15. Y4eT My3elHBIX IPEIMETOB, SBIISIONINXCS BIOKEHUEM B IO, BEJIETCS B
YCTaHOBJIEHHOM mopsiake (cM. 1. 3.7.13.).

Mys3eiiHble TpeaMeThl, He SIBISIIOIINECS BIOKEHUSMU B 1€710, IPUHSTHIE HA
XpaHEHHUE B COCTaBE apXUBHOTO (POH[A, YUUTHIBAIOTCS B COCTaBE ATOro (hoHAa Kak
eIMHULIBI XpaHeHus. [Ipu 3HaunTeIbHOM KOJIMYECTBE TAKUX €IMHUIL XPaHEHUSI Ha
HUX COCTaBJISIETCS OTAEIbHASI OIUCH JIeN, JOKYMEHTOB.

Bxurouenue B cocraB MyseitHoro gonaa Poccuiickoit @denepanuu 1 yueT JaHHbBIX
My36171HI;IX HpeleeTOB OCyHIeCTBJ'ISII-OTCSI B COOTBCTCTBHUH C HOpSIJIKOM,
YCTaHOBJICHHBIM CIICIIHAIIBHO YIIOJTHOMOYCHHBIM (efiepaabHbIM OPraHOM
WCTIOJHUTENBHON BiacTu st Mysetinoro ¢onna Poccuiickoit @enepammm.

VYdeT My3eHHBIX TPEIMETOB, COACPIKAIIHNX IPArOlEHHBIE METAILTH U KAMHH,
BEJIETCS B YCTaHOBJIEHHOM mopsiake (cM. 1. 3.7.10.).

3.7.16. Yyet 6ubnuotreuHoro (crpaBo4YHO-UH(OPMAIIMOHHOTO) (POHIa apXHUBa
BEJICTCSl B COOTBETCTBHH C TIOPSIIKOM, YCTAHOBJICHHBIM CIEIIHATBLHO
YIIOJITHOMOYCHHBIM (heiepalibHbIM OPraHOM UCTIOJIHUTEILHON BIIACTH JUIS
OMOIMOTEYHBIX (DOHJIOB.

IV. OPTAHM3AIIUA KOMIIJIEKTOBAHUSI APXUBA TOKYMEHTAMHU
APXUBHOTI'O ®OHJA POCCUUCKOU ®ENEPALIMUU U IPYTUMHU
APXUBHBIMHU JOKYMEHTAMMU

(B pazzene Ha roCcyIapCTBEHHbIE M MYHHUIIMIIAIbHbBIE My3€d U OUOIHOTEKN
pactipoctpanstorcs . 4.3.,4.3.1.,4.3.2.,44.2.,44.3.,4.4.4.,4.7.)

4.1. Cucremarnyeckoe MONOJHEHNE apXUBa JTOKyMEHTaMH ApPXUBHOTO (GoHIA
Poccuiickoit @enepanuu (KOMIUIEKTOBaHUE apX1Ba) BKIIIOYAET:

OoNpCACIICHUEC NCTOYHUKOB KOMIIJICKTOBAHUA apXHBaA,

OTIPEIEIIEHUE COCTaBa aPXUBHBIX JIOKYMEHTOB, IIOJUIEKAIINX IIPUEMY B
apXuB;
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IIpueM-Iiepeady apXUBHbBIX JJOKYMEHTOB B apXHUB.

W cTOYHUKHN KOMILIEKTOBAHUA apxuBa

4.2. l'ocynapcTBEHHBIE OpraHbl U OPraHbl MECTHOTO CaMOYIIpaBJICHUS
BKJIKOYAIOTCS B CIIMCKU UCTOYHUKOB KOMIUJIEKTOBAHUS F'OCYAAPCTBEHHBIX U
MYHHUIMIIAJIBHBIX apXUBOB B 00513aTEILHOM HOPSIKE.

HcTounnkaMy KOMIUIEKTOBAHUS ApX¥Ba BBICTYIIAIOT TAKKC OpraHru3alnuu 1
rpaxkJaHe, B IPOIIECCe JIEATETbHOCTH KOTOPBIX 00pa3yroTCs JOKYMEHTHI
ApxusHoro ¢onna Poccuiickoii @enepanui.

HGFOCYI[apCTBCHHI)IC OpraHvusanuy, a TaKKE rpaxaaHc BKIIIOYAIOTCA B CIIMCKU
HNCTOYHHUKOB KOMILJICKTOBAHUSA apXHBa HAa OCHOBAHUH AOTOBOpA.

HerocynapcTBeHHBIE OpraHU3allii, BPEMEHHO XpaHsIIue TOKYMEHTb APXHUBHOTO
¢donna Poccuiickoit @eneparuu, oTHOCALIMECS K (PeiepaabHON COOCTBEHHOCTH,
coOcTBeHHOCTH cyOBbekTOB Poccuiickoit denepannu i MyHUIIMITAIBLHOM
COOCTBEHHOCTH, BKJIFOUYAIOTCS B CITUCKH HCTOYHHKOB KOMIUIEKTOBAHUS TEX
apXWBOB, UICTOYHUKAMH KOMIUIEKTOBAHUS KOTOPBIX SIBISLITUCH HX
MPEIIECTBEHHUKH - TOCYIAPCTBEHHBIE M MYHUITUTIAIbHBIE OPTraHU3aIHH.

4.2.1. OTHeceHue K NCTOYHUKAaM KOMIUIEKTOBAHUS apXUBa IMPOU3BOIUTCS Ha
OCHOBAaHUU KPUTEPUEB:

JUISl OpraHu3aIui:
(D YHKIIMOHATILHO-TIEJICBOTO HA3HAYEHHUS OPraHUu3aIiuy (7151 TPYIIIIbI
OpraHU3aI|i, BRITOTHIIOMNX aHATOTHYHBIC (DYHKIIMH, UCTIOIB3YETCS

(dhopma BEIOOPOYHOTO TIPHEMA);

MIOJIHOTHI OTPaKeHUs HH(OPMALIMU O JESTEIbHOCTH OPraHU3aluu B
apXUBHBIX (GOHAAX IPYTUX OpraHU3aluil;

JUTS TPaXKIaH:

BKJIaJ I'paXJaHWHA B Pa3BUTHC HAYKH, KYJIbTYPhI U APYI'UX o0Onacreit
ACATCIbHOCTH,

€T0 pOJIb B KaYCCTBC YHACTHHUKA, OYCBHUALIA BBIAAOITNXCA COOBLITHH B
KHU3HHU O6H_ICCTB8.;

POACTBCHHBIC, NPYKCCKUC, TBOPUCCKUEC CBA3U I'PAKAAHUHA, MCCTO pa6OTBI,
3aHUMacMas JO0JIXKHOCTD,

TUMUYHOCTh €r0 aPXUBHBIX JIOKYMEHTOB JUISl 3TIOXH (JIOKYMEHTHI
"psIOBBIX" TpaXK/IaH);

COCTaB U COACPIKAaHUC C06paHHLIX TpaXXJaHUHOM apXUBHBIX JOKYMCHTOB.
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CnucKky HCTOYHHKOB KOMILJIEKTOBAHMS apxuBa

4.2.2. CiMCKH1 HCTOYHUKOB KOMIUIEKTOBAHUS COCTABIISIOTCS apXUBOM Ha
OCHOBAHUU 3aKOHOJIaTEJIbCTBA 00 apXuBHOM zene B Poccuiickoit denepannu,
HopM M. 4.2 u 4.2.1 nactrosuwmx IIpaBui, a Taxke peKkoMeHAalNN ClIeHaTIbHO
YIIOJIHOMOYEHHOTO (heAepabHOTO OpraHa MCIOJHUTEIBHOM BIACTH B cdepe
apXUBHOTO JieJa, IOATOTOBJIEHHBIX CAMOCTOSATEIBHO UJIM COBMECTHO C IPYTUMHU
(benepaabHBIMU OpraHaMy UCTIOJHUTENLHON BIIACTH, B TOM YHCIIE
OCYILECTBIISIOUIMMU JIETIO3UTaPHOE XpaHEHUE JOKYMEHTOB ApXUBHOTrO (poHaa
Poccuiickoit @enepanuu.

ApXI/IB BEACT CIIMCOK opraHmauHﬁ - HICTOYHUKOB KOMIIJICKTOBAHU I10
yYCTaHOBJIEHHOU (opme.

Crincok rpax/iaH (COOCTBEHHUKOB MJTU BJIAJIENbLIEB APXUBHBIX JOKYMEHTOB) -
HMCTOYHUKOB KOMIUIEKTOBAHHUS BEJETCS 110 IPUHATOHN B apxuBe GopMe, C
00s3aTeNnbHBIM yKa3aHueM (aMuINid, UMEH, OTYECTB, a/IpECOB MECTA )KUTEIbCTBA,
FOPUANYECKOTO 0OOCHOBAHUS BOZMOYKHOCTH TEpeAadl UX apXUBHBIX IOKYMEHTOB
B apXUB.

B apxuBe, mpuHHMaroleM Ha XpaHEHUE Pa3JIMYHbIE BU/Ibl APXUBHBIX JOKYMEHTOB,
COCTaBJISIFOTCS] M BEIIYTCSI CAMOCTOSITEIbHBIE CIIUCKU OPTaHU3AIMK - UCTOYHUKOB
KOMILJIEKTOBAHHUSI HAYYHO-TEXHUYECKON JTOKYMEHTAIMEN, CIIMCKA OpraHu3aum -
HWCTOYHHUKOB KOMIUIEKTOBAHUS ayJUOBU3YyAIbHBIMU IOKYMEHTaMHU.

4.2.2.1. I[IpoeKThI CMIIUCKOB UCTOYHUKOB KOMIUICKTOBaHUS (peepabHbIX
roCy/IapCTBEHHBIX apXHUBOB IIOCJIE PACCMOTPEHUS UX HA IKCIEPTHO-TIPOBEPOUHOM
komuccuu (DI1K) apxuBa npencraBisercs Ha coracoBanue L{eHTpanpHOM
aKcrepTHO-TIpoBepodHOor komuccu (L[DI1K) crienmanbHO yIOJTHOMOYEHHOTO
(denepanbHOrO OpraHa HUCIOJHUTEIBHOMN BIACTU B cepe apXUBHOTO JIeTIa;
rocylapCTBEeHHbIX apXUBOB cyObekTa Poccuiickoii @epepanii 1 MyHULIUIIAIbHBIX
apxuBOB - Ha coriacoBanue JIIK yrnoaHOMOUYeHHOT0 Oprana UCIOTHUTENbHOM
BIacTu cyowrekta Poccuiickoit denepanuu B chepe apXuBHOTO JeIIa; OpraHu3aIui
Poccuiickoit akagemun Hayk - Ha coriacoBanue DIIK ApxuBa Poccuiickoi
aKaJeMHH HayK.

Pemenue L[DIIK crnenuaibHO yIOJIHOMOYEHHOTO (ellepanibHOro opraHa
UCIIOJIHUTENBbHOM BiacTu B cepe apxusHoro aena, DIIK ynonnomoyenHoro
opraHa MCIOJIHUTEIbHOM BiacTH cyobekTa Poccuiickoii denepanuu B chepe
apxuBHoro naena, JIIK Apxua Poccuiickoil akaeMnuu HayK O COIIaCOBaHUU
CIIMCKA UCTOYHMKOB KOMIUIEKTOBAHUS apXHBa SIBJIIETCS OCHOBAHUEM ISl €r0
YTBEPXKACHUS PYKOBOJCTBOM COOTBETCTBYIOILETO apX1UBA WM OPraHOM MECTHOTO
caMmoyIpasieHus (11 MyHULIMIIANbHBIX apxuBoB), [Ipe3unuymom Poccuiickoii
aKaJeMHUH HayK.

ApXI/IB BIIPpaB€ BECTU CIIUCOK BO3MOKHBIX HCTOYHUKOB KOMIIJICKTOBAHU.
CHpaBKI/I, SKCIIEPTHBIC 3aKIIFOUCHUA O BKIIIOUYCHUU Opl"aHI/ISaHI/Iﬁ U T'paKJiaH B

CIIMCKU UCTOYHHUKOB KOMIIJICKTOBAHUA apXUBa WJIN UCKIIFOYCHUH UX U3 YKA3dHHBIX
CIIMCKOB, a TaKXK€ O (I)OpMC nprueMa apXuBHbBIX JOKYMCHTOB Ha XPaHCHUC



MMpCACTaBIAIOTCA:

(deneparbHBIMU TOCYJAPCTBEHHBIMU apXuBaMu - Ha paccMoTpenue [[ITTK
CTHEUUATBHO YIIOJTHOMOYEHHOTO (PeepaIbHOTO OPraHa UCTIOTHUTEIbHOM
BIIACTH B cpepe apXuBHOTO Jiena (perieHne 00 HCKITIOYSHUH OPTraHnu3aluu
W3 CIHCKA UCTOYHUKOB KOMIUIEKTOBaHUS (heAepabHOTO
roCyJIapCTBEHHOTO apXvBa B cilydae ee JukBuAanuu npuaumaetcs 1K
(benepaabHOr0 TOCYAapCTBEHHOTO apXUBA);

roCyJIapCTBEHHBIMH apXuBaMH cyobekToB Poccuiickoit denepannn u
MYHHUIMIIAIBHBIMUA apXuBaMH - Ha paccmoTpenue DIIK ynoiHomoueHHOro
opraHa UCIIOJIHUTENbHOM BiacTu cyObekTa Poccuiickoit denepaunu B
cthepe apXHUBHOTO JIeNa;

opranuzanusamMu Pocculickoil akagemMun Hayk - Ha paccMoTpenue JI1K
ApxuBa Poccuiickol akaeMuu HayK.

YTounenne n NEPCYTBCPKACHUC CITUCKOB UCTOYHUKOB KOMIIJICKTOBAHHUA apXHWBOB
MPOBOJUTCS 10 Mepe HeoOxoauMocTu. OCHOBaHUEM JIJISl 3TOTO SIBJISIOTCS:
CO3/[aHMe, peopraHu3alus, JIMKBUIAUs TOCYJapCTBEHHOIO OpraHa, opraa
MECTHOT'O CaMOYIIPABIICHUsI, OPTraHU3aAIMHI; OTKA3 HETOCYIapCTBEHHBIX
OpraHu3alil ¥ rpaxaaH OT COTPYIHUYECTBA C ApXUBOM (PacTOp:KEHUE 0T0BOPA);
pemenue [[DTIK crennanbHO yIOIHOMOUYEHHOTO (heepaibHOTO OpraHa
WCIIOJIHUTENBHOM Bi1acTu B cdepe apxuBHoro jena, 11K ynoimHomoueHHOTO
opraHa MCIOJTHUTEIIbHON BIacTu cyobekTa Poccuiickoit denepamnuu B chepe
apxuBHoro aena u K ApxuBa Poccuiickoil akaieMuu HayK O mepenaye
OpraHu3aly B COMCOK UCTOYHUKOB KOMIIJIEKTOBAHHUS IPYrOr0 apXuBa.
Opranuzanys MoKeT ObITh UCKIIIOUYEHA U3 CIIUCKA HICTOYHUKOB KOMITJIEKTOBAHUS
apxuBa, €CIIU B IPOILECCe EATEIbHOCTH OPraHu3alluy epecTan 00pa3oBhIBAThCS
noKyMeHThl ApxuBHOTO (hoHIa Poccuiickoit deneparun.

4.2.3. ApxuB BeneT HaOMIOAATEILHOE JIEI0 Ha KaK/IbIi TOCYIapCTBEHHBIN OpraH,
OpraH MECTHOTO CaMOYITPaBJICHHUS U OPTaHU3AINIO - HCTOYHUK KOMIUICKTOBAHUS
apXvBa, B KOTOPOE BKIFOUYAIOTCS IOKYMEHTHI, XapaKTePU3YIOIIHE €ro MpaBOBOM
CTaTyC U JEATEIBHOCTD, a TAKXKE pabOTy apX1UBa U OPraHU3ALUIO IOKYMEHTOB B
Jeonpou3BoicTBe. HabmrogarenbHOe 1€710 MOKET ObITh 3aBEJICHO U Ha
rpakJIaHUHA-UCTOYHUK KOMILJIEKTOBAHMSI apXHBa, B KOTOPOE BKIFOYAOTCS
CBEJICHUS O COCTABE M COJICPIKAHUH €T0 apXUBHBIX IOKYMEHTOB.

B nensax ydeTa pa6OTbI C HCTOYHHUKAMH KOMIIJICKTOBAHUS apXUB BIIPABC CO3/1aBaTb
YUYCTHO-CIIPABOYHbBIC KAPTOTCKU U 0a3ml JaHHBIX.

HOpﬂI[OK IKCNEPTU3BI HEHHOCTU TOKYMEHTOB

4.3. ApXuBHBIE JOKYMEHTHI BKJIIOUAIOTCS B cOCTaB ApxuBHOro ¢onaa Poccuiickoii
denepaniy Ha OCHOBAHUU SKCIIEPTU3bI LIEGHHOCTH JOKYMEHTOB (T.€. U3y4eHHUs
JOKYMEHTOB Ha OCHOBE KPUTEPHUEB UX LICHHOCTH B LIEIAX ONPEIEIICHNS CPOKOB
XpaHEHUs JOKYMEHTOB U UX 0TOOpa Ha MMOCTOSTHHOE XpaHEHHE).

Brurouenue n1okymMeHTOB B cocTaB ApxuBHoro ¢onma Poccuiickoit ®deneparuun

72



OCYIIIECTBIISIETCS HA OCHOBE KOMILJIEKCHOTO TIPUMEHECHHSI KPUTEPUEB
MIPOUCXOKICHUS TOKYyMEHTOB ((PYHKIIMOHATBHO-IIEJIEBOE HA3HAYCHUE NCTOYHHKA
KOMILJICKTOBAHHSI C YYETOM €r0 0COOO POJIHM MITM TUIIOBOTO XapaKTepa, BpeMsi U
MECTO CO3JaHMs TOKYMEHTA U T.I1.), COACPKAHMSI IOKyMEHTOB (3HAYUMOCTh
nH(OpPMALIUH, B TOM YHCIIE €€ YHUKAITBHOCTh, THIIMYHOCTh WK MOBTOPSIEMOCTD,
BHJI JOKYMEHTA, €r0 MOJTMHHOCTE ), BHEITHUX OCOOCHHOCTEH TOKyMEHTOB ((opMma
(UKCHPOBaHUS U MIEPEIavYH COACPKAHUS, YIOCTOBEPEHHS 1 0(DOPMIICHHS
JIOKYMEHTA).

[Ipu BKITIOYEHUHU TOKYMEHTOB B cocTaB ApxuBHOro (onna Poccuiickoit
®denepanyy UCIONIb3YETCs TaKKe (popMa MOBUIOBOTO UM FPYIIIIOBOTO
BBIOOPOYHOTO IpHUEMa IOKYMEHTOB.

4.3.1. Pemiennie HAy4YHO-METOIMYECKUX BOTIPOCOB, CBA3AHHBIX C IKCIIEPTU30M
IIEHHOCTH JJOKYMEHTOB M BKJIIOUYEHUEM UX B COCTaB ApXHBHOTO (poHIa
Poccuiickoit deneparuu, a Takxke ¢ ONMPEACTICHUEM B €T0 COCTaBEe 0C000 IEHHBIX
JOKYMEHTOB, B TOM YHCJI€ YHUKAIBHBIX JOKYMEHTOB, ocymiecTBisiercs [[DITK
CHEIHaIbHO YIOJHOMOYEHHOTO (heiepaibHOro opraHa UCIOJIHUTENbHON BIACTH B
cdhepe apXuBHOTO Jiena.

DKCnepTh3a HEHHOCTH JOKYMEHTOB OCYIIECTBIIAECTCS YIOJIHOMOYEHHBIM OPTaHOM
HCIIOJIHUTENBHOM BiacTu cyobekta Poccuiickoit denepanuu B chepe apXuBHOTO
JieNia, apXUBOM COBMECTHO ¢ COOCTBEHHUKOM MJIU BJIJIENIbLIEM apXUBHBIX
JOKYMEHTOB B COOTBETCTBUU C KPUTEPHUSIMH, YCTAHOBIECHHBIMU B 1I. 4.3.
Hacrosmux [Ipasui.

[Ipu npoBeaeHUN HKCIEPTU3BI IEHHOCTH TOKYMEHTOB U ONPEACICHUN CPOKOB
XpaHEHUs JOKYMEHTOB apXUB PYKOBOJICTBYETCSI IEPEUHSIMU TUIIOBBIX apXUBHBIX
JOKYMEHTOB C YKa3aHHUEM CPOKOB XpaHEHUS; IEPEUHIMHU JOKYMEHTOB,
00pa3yromuxcs B MPoIecce NeATeIbHOCTH (heepabHBIX OPTaHOB
rOCyJIapCTBEHHOM BJIACTH, MHBIX TOCYIapCTBEHHBIX OpraHoB Poccuiickoit
Odenepannu, a TaKkKe B Mpoliecce AesITeNbHOCTH M0IBEJOMCTBEHHBIX UM
OpraHu3alyii, ¢ yka3aHUEM CPOKOB XpaHEHHUs (OTpaciieBbIe MEPEUHH ); a TAKXKE
CPOKaMHM XpaHEHUSs OTJECIbHBIX BUJIOB ApXUBHBIX JOKYMEHTOB, B TOM UHCJIE HE
BOIIE/IIINX B yKa3aHHbIE MIEPEUHU, KOTOPHIE YCTAHABIUBAIOTCS
3akoHo1aTenbcTBOM Poccuiickoit denepanmm.

Pemennst o BkimroueHuu B coctaB ApxuBHoro Gonma Poccutickoit deaepanun
KOHKPETHBIX T0KyMeHTOB npuHuMarotcs DIIK denepaibHbIX TOCy1apCTBEHHBIX
apxuBoB, DIIK yrno1HOMOYEHHBIX OpPraHOB UCTIOTHUTENHHOM BIIACTH CYOBEKTOB
Poccuiickoit ®enepanuu B cepe apXUBHOTO JAela, SKCIIePTHBIMU (POHI0BO-
3aKyMOYHBIMU KOMHUCCHSIMH FOCYIaPCTBEHHBIX U MyHHUIIMIIATBHBIX MY3€€B,
AKCHEPTHBIMU KOMHUCCHSIMH FOCYIaPCTBEHHBIX U MyHUIIUIIAJIbHBIX OUOINOTEK,
OIIK ApxuBa Poccuiickoii akaieMruy HayK [pU YTBEPKJIECHUU OIUCEN Aell,
JOKYMEHTOB NIOCTOSIHHOTO CPOKa XpaHEHHUS.

ITonHOMOYHMS U NMOPAHOK ACATCIBbHOCTH YKAa3aHHBIX OIIK ONPCACIIAOTCA
ITOJIOXKCHHUAMUA O HUX, pa3pa6aTBIBaeMBIMI/I Ha OCHOBC COOTBCTCTBYIOIIHUX
MIPUMEPHBIX HOJIO)KCHI/II\/’I, YTBEPKAACMBIX CIICHUAJIBHO YIIOJTHOMOYCHHBIM
(I)e,[[epaJ'ILHLIM OopraHomMm HCIIOJIHUTEILHOM BIACTH B C(bepe APXHUBHOT'O ACJIA.

ApxuB paccMaTpuBaeT ¥ roToBUT K yTBepkaeHuto DIIK ynomHomoueHHOTO



opraHa HCIIOJIHUTENBHOH BiacTu cyobekTa Poccuiickoit denepanuu B chepe
apXMBHOTO JieJla OIIUCH JIEN, JOKYMEHTOB (MM UX F'OJ0BbIE Pa3/Ieiibl) IOCTOSHHOTO
CpoKa XpaHeHHsl, 00pa30BaBUINXCS B IEATEILHOCTH €r0 HCTOYHUKOB
KoMILIeKTOBaHUsl. PenepanbHble roCyAapcTBEHHbIE apXuBbl, Apxus Poccuiickoit
AKaJIEMUH HAYK YTBEP)KJAIOT YKa3aHHbBIC OIIMCU CaMOCTOSITEIBHO.

ApxuB roToBUT K coryiacoBanuto DIIK yrmoaHomMoueHHOTO Oprana
WCTIOJIHUTENBHOM BiacTu cyonrekTa Poccuiickoit denepanuu B cepe apXuBHOTO
JIEJIa WM COTJIACOBBIBAET B COOTBETCTBUU C IIPEIOCTABICHHBIMUA EMY
IIOJIHOMOYUSIMU OTIMCH €]l TI0 JIMYHOMY COCTaBY (MJIM UX T'OJ0BbIE pa3/IeJibl), aKThI
O HEHCIIPaBUMBIX MMOBPEKICHUAX JOKYMEHTOB (npriioxkeHue Ne 1). @enepanbHbie
rocy/apcTBeHHbIE apXUBbl, ApXuB Poccuiickoil akageMun HayK MpOBOJAT
COTJIACOBAHUE MEPEUHCICHHBIX JOKYMEHTOB CaMOCTOSATEIBHO.

BxuroueHnue 10KyMEHTOB, HaXOJAIIMXCS B YACTHOM COOCTBEHHOCTH, B COCTaB
ApxuBHoro ¢onaa Poccuiickoit deneparuy oCyniecTBIseTCS HA OCHOBAaHUHU
9KCIEPTU3BI IEHHOCTU JOKYMEHTOB U 0(OPMIISIETCS TOTOBOPOM MEXTY
CcOOCTBEHHUKOM WJIY BJIa/I€bIIEM apXUBHBIX TOKYMEHTOB U apXUBOM. B nanHOM
JIOTOBOPE YKa3bIBAIOTCS 00513aHHOCTH COOCTBEHHUKA WIIM BJIAJEIbIA apXUBHBIX
JOKYMEHTOB TI0 XpaHEHHIO, YUETY U UCIIOJIb30BAHUIO IOKYMEHTOB APXUBHOTO
¢donna Poccuiickoit @eneparum.

4.3.2. DkcnepTH3a EHHOCTH IOKYMEHTOB B apXHUBE MPOBOIUTCS:

10 UCTEYCHUH CPOKOB BPEMEHHOTO XPAHEHHS apXHUBHBIX JIOKYMEHTOB, B
TOM YHUCJI€ JOKYMEHTOB M0 JIMYHOMY COCTaBY, MOCTYIUBUINX B apXUB OT
JUKBUJIMPOBAHHBIX TOCYIAPCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO
caMOYTpaBJieHUs] U OpraHu3alluii;

IIpH IIOCTYIVICHHUU B ApXHB B UCKIIFOYHUTECIIBHBIX ClIydasiX TOKYMCHTOB B
HCYIMOPAAOYUYCHHOM COCTOSAHHUMH,

B ClIy4dac 663B03BpaTHOFO BbIBO3d aPXHWBHBIX JOKYMCHTOB 34 py6e>K

[To pe3ynbTaTram sKCHEPTU3bl IEHHOCTH JOKYMEHTOB, CPOKH BPEMEHHOIO
XpaHEHUsS! KOTOPBIX UCTEKIIM, B TOM YHCIIE JOKYMEHTOB I10 JINYHOMY COCTaBYy,
apXHUB COCTAaBIISET aKT O BBIIEICHUH K YHUUTOKEHHUIO JOKYMEHTOB, HE
nojJexXalux XxpaneHuto (npusoxenue Ne 11), 1 B yCTaHOBJIEHHOM MOPSIIKE
BHOCHUT U3MEHEHHSI B YUETHBIE JOKYMEHTHI apXUBa.

B pesynbraTe 3KcnepTH3bl ICHHOCTH TOKYMEHTOB, MIOCTYIUBIINUX B apXUB B
HEYMOPSII0YCHHOM COCTOSIHIH, apXUB COCTABIIAET OMUCH JIeT, TOKyMEHTOB
MIOCTOSIHHOTO XpaHEHHUs1, OTHUCH Jiell BpeMeHHOTO (cBbiiie 10 neT) cpoka XxpaHeHus,
OTIMCH JIeJI TI0 TUYHOMY COCTaBY M aKT O BBIJICJICHUH K YHHUTOKEHUIO
JOKYMEHTOB, HE MOANIEKAIUX XpaHeHH o (mpuioxkenue Ne 11).

Iopnexarue YHUUTOKCHHUIO apXUBHBIC TOKYMCHTEI IIEPCAAIOTCA Ha nepepa60TKy
(YTI/IJ'II/BaI_II/IIO) H CHUMAIOTCA € YYC€Ta B YCTAHOBJICHHOM ITOPSAAKE. Cnaqa pi(SA) |
O(I)OpMJ'IHeTCH HpI/IeMO'C,Z[aTO‘lHOﬁ HaKHaHHOﬁ, B KOTOpOﬁ YKa3bIBAOTCA aTa
nepeaadyun, KOJIMICCTBO CAaBaCMbIX ICIT U BEC 6YMa)KHOI71 MaKyJaTyphl.
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HOpﬂ)IOK npuemMa apXuBHBIX JOKYMECHTOB

4.4. OT UCTOYHUKOB KOMIUIEKTOBAHUS apXHBa JOKYMEHTHl ApXHUBHOTO (hOHIa
Poccniickoit denepanuu NpUHUMAIOTCA T'OCYAApPCTBEHHBIM U MYHULIMIIAIBHBIM
apXuBOM, Opranusanuei PocCuiickoi akasieMuy HayK 110 UCTEYEHUU CPOKOB UX
BPEMEHHOT'0 XpaHEHUsl, yCTaHOBJIEHHBIX 3aKOHO1aTenbcTBOM Poccuiickoit
denepanuu.

B uckmounTenbHBIX Cily4asx CpOKH BPEMEHHOTO XPAHEHUS JOKYMEHTOB
ApxusHoro ¢ponna Poccuiickoit @enepanuu MOTYT OBITH MPOJUIEHBI IO TPOCHOE
MCTOYHHUKOB KOMILJICKTOBAHUS apXHBa PU HEOOXOTMMOCTH MPAKTHYECKOTO
HCIIOJIb30BAHNS APXUBHBIX JOKYMEHTOB WJIM OTCYTCTBUS y apXHBa BO3MOXHOCTH
JUIS TIpYEeMa YKa3aHHBIX JJOKYMEHTOB B CPOKH, YCTaHOBJICHHBIE
3akoHoaarenbcTBOM Poccuiickoit @enepanuu. [IpoasieHne yka3aHHBIX CPOKOB
OCYILIECTBIISICTCS: 111 ICTOYHUKOB KOMILJIEKTOBaHUS (eepaIbHbIX apXUBOB -
pemenueM DIIK ¢enepaibHbIX apXUBOB; AJI1 HCTOYHUKOB KOMIUIEKTOBAaHUS
Ipyrux apxuBoB - pemienueM DI1K ynmoaHOMO4YeHHBIX OpraHoB UCHOJHUTENBHOMN
BIacTu cyownekToB Poccuiickoit @enepaiiuu B cepe apXuBHOTO JeNa; s
HMCTOYHUKOB KOMILJIEKTOBaHMS ApxuBa Poccuiickoil akaeMun HayK - peleHueM
OIIK storo apxuaa.

Cpoxu BpeMEHHOT0 XpaHEeHUsI TOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit
®denepanny B HETOCYJapCTBEHHBIX OPraHU3aLHsIX OIPEIEISAI0TCSA B I0TOBOpE
MEXAY apXUBOM U COOCTBEHHUKOM HJIM BJIJIEbIIEM YKAa3aHHBIX JOKYMEHTOB.

4.4.1. Ilpuem nokymentoB ApxuBHoro ¢honaa Poccuiickoit deneparuu ot
HMCTOYHUKOB KOMIUIEKTOBAHHUS OCYIIIECTBIISETCS TOCYJapPCTBEHHBIM 1
MYHHUIIMIIAJTIBHBIM apXUBOM, Opranusanueit Pocculickoil akaieMuun HayK B
COOTBETCTBUHU C IJIAHOM-TpadUKOM, KOTOPBIN YTBEPHKIAETCSI PYKOBOJICTBOM
apxuBa IO COTJIACOBAHUIO C UCTOYHUKAMU KOMIUIEKTOBaHUS. BHEIIaHOBBII MpreM
nokymMeHTOoB ApxuBHoro ¢onma Poccuiickoit denepamnuu, a Takke apXUBHBIX
JOKYMEHTOB, CPOKU BPEMEHHOT'O XPaHEHHsI KOTOPHIX HE UCTEKIIU, OCYILECTBISCTCS
B CJy4ae JTUKBUJIAIIUU UCTOYHHKA KOMIUIEKTOBAHUS WM B CIIy4ae yrpo3bl
COXPAHHOCTH APXUBHBIX TOKYMEHTOB.

[To npocbOe UCTOYHMKOB KOMIIEKTOBAHUS U PU HATTMYUU CBOOOIHBIX IJIOLIAAeH
rOCyJIapCTBEHHBIM U MYHUILIMTNIATBHBIA apXUB, opranu3amus Poccuiickoil akageMun
HayK MO>KET OCYIIECTBIIATH IOCPOYHBII MPUEM TOKYMEHTOB ApXUBHOTO (OH/IA
Poccuiickoit ®deneparuu, a Tak’ke BpeMEHHOE XPAaHEHHE apXUBHBIX JOKYMEHTOB
Ha OCHOBE J0roBopa. [IpriemM apXuBHBIX JOKYMEHTOB Ha BpPEMEHHOE XpaHEHHE
odopmIIsieTcs TakKe aKTOM MpHeMa-Tnepeayu JOKyMEHTOB Ha XpaHeHHE
(mpunosxenue Ne 9) U mPOU3BOAUTCS MO CAATOYHON OMHCH.

ApXMBHBIE TOKyMEHTHI IPUHUMAIOTCS B TOCY/IaPCTBEHHBIH M MyHUIIUTIAIbHBIN
apxuB, OpraHu3anuio Poccuiickoil akazeMnn HayK B YIOPSJIOYEHHOM COCTOSIHUU C
COOTBETCTBYIOLIUM HAayYHO-CIPABOYHBIM allapaToM U CTPAXOBBIMU KOMHUSMU HA
0c000 IIeHHbIE JOKYMEHTHI U YHUKaJIbHbIE JOKYyMEHTHI. Bce paboThl, CBsI3aHHbIE C
0TOOPOM, MOATOTOBKOM U Iepeiaueii apXuBHBIX IOKyMEHTOB Ha MMOCTOSTHHOE
XpaHEHHUE, B TOM YHCJIE C UX YIOPAIOUYEHUEM U TPAHCIIOPTUPOBKOMN, BBITIOIHIIOTCS
3a CYET CPEACTB UCTOUYHUKOB KOMIUIEKTOBAHNUS, IEPEAAIOIINX YKa3aHHbIE
JOKYMEHTBI.
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[Ipu nmpueme apXuUBHBIX TOKYMEHTOB MTPOBOIATCS IPOBEPKA UX (PU3UYECKOTO,
CaHUTAPHO-TUTMEHUYECKOTO, TEXHUYECKOIO0 COCTOSIHUSA, a TAKXKE IIPOBEPKA
CTPaxOBbIX KOMHI HA 0CO00 LIEHHbIE IOKYMEHTbI U YHUKAJIbHbIE IOKYMEHTHI U
IIPOBEPKA KOMIUIEKTHOCTH YYETHBIX JOKYMEHTOB.

HoxymenTsl ApxuBHoro ¢onna Poccuiickoit @eaepanuy NpuHUMAIOTCS B
rOCYJAapCTBEHHBIM U MYHULIMIIAJIBHBIN apXuB, opranusanuio Poccuiickon
akaZieMHH Hayk 1o yreepxaeHHbIM DIIK onucsam nen, 1T0KkyMeHTOB; TOKYMEHTHI
T10 JIMYHOMY COCTaBY - M0 coryiacoBanHbM DIIK omucsam nen, JTOKyMEHTOB;
apXUBHBIEC JJOKYMEHTBI C HE HCTEKIIMMH CPOKaMHU BPEMEHHOTO XpaHEHUS - 110
CAATOYHBIM OIHCSIM.

HpI/IeM pi(SA] | HpOI/ISBO}II/ITCH INOCAUHHUYHO, OCO6O IICHHBIC Acj1a HpI/IHI/IMaIOTCSI C Ux
MOJIMCTHOM MpoBepkoil. Ha Bcex ak3eMIusipax OMUCH A€, TOKYMEHTOB JEIat0TCs
OTMCTKH O HpI/ICMC apXI/IBHI)IX I[OKyMeHTOB B apprB. HpI/I OTCYTCTBI/II/I CANHUIL
XpaHeHI/Iﬂ, y1(a3aHHI)IX B OIIMCH A1, I[OKYMGHTOB, B HGI\/'I JCJIacTCsda HOBAs NTOTOBAst
3aIIUCh. HOMepa OTCYTCTBYIOHII/IX CANHUIL XpaHGHI/ISI 158 HpI/I‘II/IHI)I OTCYTCTBI/ISI
OFOBapI/IBaIOTCSI B aAKTC an/IeMa-nepeﬂaqH I[OKYMGHTOB Ha XpaHCHI/Ie U B
npnnaraeMoﬁ K aKTy cnpaBKe. I/ICTOIIHI/IK KOMIIJICKTOBAHU A HpI/IHI/IMaeT MepI)I 110
pO3I)ICKy HEC HOCTYHI/IBHII/IX Ha XpaHeHI/Ie apXI/IBHBIX )IOKYMQHTOB. YTpaquHBIe
IIOIJINHHBIC apXI/IBHI)Ie }IOKYMeHTBI MOFYT 6I)ITB 3aMCHCHBI UX KOIIUSIMHU.

[Ipuem apXuBHBIX TOKYyMEHTOB O(OPMIISIETCS aKTOM MpUeMa-nepesadu
JOKYMEHTOB Ha XpaHeHue (npuioxeHue Ne 9), cocraBiisieMbIM B IBYX
sk3eMIuisipax. OIMH SK3EMIUISP OCTAETCs B apXUBE, JPYroi - B ICTOUHUKE
KOMILIEKTOBaHMs. BMecTe ¢ apXMBHBIMH JOKYMEHTaMH B apXUB IEPEAAOTCS TPU
9K3EMILIApA OIUCH A€, TOKyMEHTOB.

[Tpu mepBoM mpueMe apXUBHBIX JOKYMEHTOB OT HCTOYHHKA KOMIUICKTOBAHUS
MIPUHUMAETCS TAK)Ke UCTOPUYECKAst CIIPaBKa O HEM | ero GoHe, KOTopas 3aTeM
JOTIONTHSIETCS CBEICHUSIME 00 U3MEHEHHUSX B Ha3BaHUH, (YHKIHUAX, CTPYKTYpE
HMCTOYHMKA KOMIUTIEKTOBaHUs ((hoHI000pazoBaTes).

[Ipuem apXuUBHBIX TOKYyMEHTOB Ha BPEMEHHOE XpaHeHUe 0(hopMIIIeTCss aKTOM
npreMa-repeadu J0KyMEHTOB Ha XpaHeHue (npuioxenue Ne 9) u nmpousBoauTcs
0 CITATOYHOM OTHUCH.

4.4.2. JIokyMEHTBI OT I'paXKJaH MOCTYIAIOT B ApXWB U BKJIFOYAIOTCS B COCTaB
ApxusHoro ¢onna Poccuiickoit @enepanuu 1no 10roBopy JapeHus, Mo
3aBeIllaHuI0, TI0 IOTOBOPY KYIUIU-TIPOIaXH, [0 PEHICHHUIO CYa.

IIpuem yka3aHHBIX JOKYMEHTOB B apXUB OCYILECTBIISIETCS HA OCHOBAaHUU PELICHUS
OIIK ¢enepanbHOro rocyaapcrsenHoro apxusa; 11K ynosHoMoueHHOro oprana
UCIIOJHUTENBbHOM BiacTu cyonsekTa Poccuiickoit denepanuu B cepe apXuBHOTO
Jie1a; SKCIepTHON (POHI0BO-3aKyIIOYHON KOMUCCHM TOCYAapCTBEHHOTO WJIH
MYHULHUIIAJIBHOTO MY3€s; DKCIIEPTHON KOMUCCHH F'OCYJapCTBEHHOHN WIH
MyHuunansHoi 6nbnuoreku; SIIK Apxusa Poccuiickoil akageMnuun Hayk 1o
pe3ynbpTaTaM paCCMOTPEHHS CIaTOYHON UM OLIEHOYHOM OIMCH U 3aKJIFOYECHUS
9KCHepTa U 0pOpPMIIETCS aKTOM ITpUeMa Ha XpaHEHUE IOKYMEHTOB JINYHOTO
npoucxoxaeHus (npuioxxenue Ne 10).

HpI/I OTPULATCIIbHOM PCIICHUUN BOIIPOCA O IIPUCME U l'IpI/IO6peTCHI/II/I ApXUBOM
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YKa3aHHBIX apXMBHBIX JOKYMEHTOB, a TAK)KE€ BO3BpATE 10 PE3yJIbTaTaM
SKCIIEPTU3bI ICHHOCTU UX YACTU U3 YMCJIa HAXOAUBIIUXCS B apXUBE, COCTABIIACTCS
aKT BO3BpaTa JIOKYMEHTOB B JIByX dK3eMIUIsipax. OJIMH SK3EMIUISIp aKTa OCTaeTCsl B
apXxuBe, Ipyroil BMecTe ¢ JOKYMEHTaMHU (UX 4aCThi0) BO3BpAIIACTCS
COOCTBEHHUKY WUJTU BJIAJICIIBILY.

4.4.3. AynuoBusyaiibHble TJOKYMEHThI IPUHUMAIOTCS] HA XPAaHEHUE B CIIEIYIOIIEM
KOMILJIEKTE: KHHOJIOKYMEHTHI ((PUIIbMBI, CIIELBBIITYCKH) - HETaTUB U300pakeHus,
HEeraTuB (POHOTPAMMBI, MArHUTHBIM OpUTHHAI (DOHOTPAMMBI, TO3UTUBHAS KON,
MarHuTtHast oHOrpaMMa IIyMOB U MY3bIKH, TPOMEKYTOYHBIH MO3UTHB
M300pakeHMs], yCTAHOBOYHBIE POJIMKH U ITACTIOPTA ISl IIBETHBIX KHHOJOKYMEHTOB
(B MCKJIIOUMUTENBHBIX CIy4asiX MPUHUMAETCS HETIOJIHbIN KOMILIEKT);
(hOTOJOKYMEHTHI - HETaTUB, KOHTPOJIbHBIN (OTOOTHEUATOK; (POHOJOKYMEHTHI U
BHJICOJIOKYMEHTHI - OpUrHHAI ¥ Konusl. OTHOBPEMEHHO IPUHUMAETCSI TEKCTOBAs
COMPOBOIUTENbHAS JOKYMEHTAIMS: 111 KUHOJOKYMEHTOB - MOHTAKHBIE JICTHI,
aAHHOTAIIUH, pa3pelINTEIbHbIE YIOCTOBEPEHMSI K 3aKOHUEHHBIM ITPOU3BEACHUSAM,
aKThl TEXHUUYECKOTO COCTOSTHUSI, 3alMCH LIBETOBBIX M CBETOBBIX ACIIOPTOB; JISI
(hOTOJJOKYMEHTOB - aHHOTALIUS; /U1 (POHOJIOKYMEHTOB - COITPOBOJUTENbHAS
JOKYMEHTAIMS; 17151 BUJEOJOKYMEHTOB - aKThl TEXHUYECKOTO COCTOSHUS.

DIIEKTPOHHBIE JOKYMEHTHI IPUHUMAIOTCS] HA XPAaHEHUE B COMPOBOKICHUN
MPOTPAMMHBIX CPEJICTB, TTO3BOJISIONINX UX BOCIIPOU3BECTH, U C HEOOXOIUMBIM
KOMILJIEKTOM COMPOBOIUTEIIBHON TOKYMEHTAIUH.

4.4.4. JlokyMeHTBI, CO3/IaHHbIE APXUBOM B PE3YJIbTATE MHULIMATUBHOTO
JOKYMEHTUPOBAHHUS COOBITHI COBPEMEHHOCTH WJIU MPOIIIOTO (aHKETHI,
dboTorpadum, 3anvcu BOCIOMHUHAHKH, Oecell, HHTEPBBIO U T.J.), BKIIOYAIOTCS B
coctaB ApxuBHoro ¢donma Poccuiickoit denepariii 1 BHOCSITCS B OMHUCH I,
JTOKYMEHTOB, KoTopas yrBepxkaaercs DIIK denepanbHOTO TOCY1apCTBEHHOTO
apxuBa, DIIK ynosHOMOYEHHOTO OpraHa UCTIOJTHUTEIBPHON BIIACTH CyOBEKTa
Poccuiickoit deneparuu B chepe apXuBHOTO Jies1a, SKCIIEPTHOU (HOHTI0BO-
3aKyINOYHON KOMHUCCHEW rOCYAapCTBEHHOTO WM MyHULIUIIAILHOTO MY3€es;
AKCIEPTHON KOMHUCCHEN TOCYIapCTBEHHON MIIM MYHHUIIUIAIbHOM OMOIHOTEKH,
OIIK ApxuBa Poccuiickoii akagemun Hayk. [IpueM yka3aHHBIX IOKYyMEHTOB
odopMIIsIeTCS aKTOM IpHUeMa-niepeaun JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHHE.

4.4.5. Ilpuem CeKpeTHBIX JOKYMEHTOB OT HCTOUHUKOB KOMIIJIEKTOBAHUS
roCyJIapCTBEHHOT'O0 U MYHUIIMITAIIBHOTO apXUBOB, Opranu3anuu Poccuiickoii
aKaJIEeMUU HAYK OCYILECTBIISIETCSI B COOTBETCTBUU C 3aKOHOJATEILCTBOM
Poccuiickoit denepaiuu o rocyaapcTBEHHOM TailHE 10 aKTy U OTAEIbHBIM OIUCIM
Je1, TOKYMEHTOB.

IIpuem apXuBHBIX IOKYMEHTOB OT JJMKBUANPOBAHHBIX OPraHHU3aLNi

4.5. IIpuem nokymeHnToB ApxuBHoro ¢onaa Poccuiickoit @enepannu u qpyrux
apXMBHBIX TOKYMEHTOB, CPOKH BPEMEHHOI'O XpPaHEHUSI KOTOPBIX HE UCTEKIIH, OT
JIMKBUJIMPOBAHHBIX TOCYJapPCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO
CaMOYIPaBJIEHUS, TOCYAAPCTBEHHBIX U MYHUIIMIIAIIHBIX OpraHu3aui
OCYILIECTBIISIETCS B COOTBETCTBUM C JEMCTBYIOLINM 3aKOHOIATEILCTBOM U B
NOpsJIKe, YCTAaHOBJICHHOM HacTosmuMu [paBunamu (cMm. 1. 4.4.1.).
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[Tpu MMKBUAAIIIN HETOCYAaPCTBEHHBIX OpraHu3ayii 00pa30BaBIIMeCs B IIPOLECCEe
UX JEATeIbHOCTH JOKYMEHThl ApxuBHoro ¢onaa Poccuiickoit @enepanumy,
JOKYMEHTHI 110 IMYHOMY COCTaBY, a TaKXK€ apXUBHBIE TOKYMEHTBI, CPOKU
BPEMEHHOI'O XPAHEHUS KOTOPBIX HE UCTEKIIH, IIOCTYIIAIOT B APXUB B COOTBETCTBUU
C 3aKO0HOIaTeNnbCTBOM Poccuiickoi denepanvy 1 Ha OCHOBaHUM JI0I0BOPaA MEXIY
JUKBUJIAIIMOHHON KOMHCCHEN (JIMKBUIATOPOM) U apxuBoM. [Ipu aTrom
JUKBUJAIIMOHHAs KOMUCCHS (JIMKBUJATOP) OPraHU3yeT UX YIOPSA0UYEHHE B
YCTaHOBJIECHHOM ITOPSIKE.

ApXUBHBIE TOKYMEHTbI C HE HCTEKIIMMH CPOKaMH BPEMEHHOTO XpaHEHUs,
MPUHSATBIE ApXUBOM OT JIMKBUIMPOBAHHOMN OpraHu3alii, BbIIEISIOTCS K
YHUUYTOKEHHUIO [0 UCTEYEHUH YCTAaHOBJIEHHBIX CPOKOB XpaHEHUs. APXUBHBIE
JOKYMEHTBI, UMEIOLIUE B COOTBETCTBUU C TUIIOBBIMH MJIH OTPACIEBBIMU
MepeyHsMU cpok xpaHeHus ¢ nomeTkoil "OIIK", BbIIeNsAIOTCS K YHUUTOKEHUIO
TOJIBKO MOCJIE TPOBEACHUS SKCIIEPTU3BI UX LIEHHOCTH U 0TOOpa Ha MOCTOSHHOE
XpaHEHHE.

Ilepenaya apXuBHBIX JOKYMEHTOB M3 apXUBa B apXUB

4.6. [lepenaua apXuBHBIX JOKYMEHTOB HaXOAIUXCS B (hefiepabHON
coOcTBEHHOCTH, COOCTBEHHOCTH cyObekTa Poccuiickoit denepanun wim
MYHUITUIIAIEHON COOCTBEHHOCTH, U3 OJHOTO apXMBa B IPYrO¥l OCYIIECTBIISIETCS B
COOTBETCTBHUH C 3aKOHOaTeNbCTBOM Poccuiickoit denepannu,
3aKOHO/IaTeNLCTBOM cyOBekTa Poccuiickoit deaeparnuu, MyHHITUTATBHBIMA
MpaBoBBIMU akTaMu. [Ipu nepenaue coctaBisieTcs akT puemMa-nepeaadn
JOKYMEHTOB Ha XpaHeHue (npuoxeHue Ne 9) B IByX 3K3eMILIsApaXx,
OJIHOBPEMEHHO MepeatoTCsl TPU IK3EMILISIpAa OTIUCEH Jell, JOKYMEHTOB, JEJI0
dbonna u nmuct poHma.

KommnuiekToBaHue apXUBHBIMH IOKYMEHTAMM H3-3a py0exa

4.7. ApxXuB MOKET KOMIIEKTOBATHCSl apXUBHBIMU JJOKYMEHTaMH POCCHICKOTO
MIPOUCXOKACHUS, HAXOISAIIUMUCS MO Pa3IMYHBIM IPUYMHAM 32 Mpe/ieiaMu
Poccuiickoit deneparuu, u/uam apXuBHBIMU JOKYMEHTaMH 3apy0eKHOTO
MIPOUCXOXKICHUS, UMEIOLTUMU 3HaueHue ais Poccuu.

[Ipuem nosaydeHHBIX U3-3a pyOe’ka apXUBHBIX JOKYMEHTOB B apXHB
OCYIIECTBIISICTCS B COOTBETCTBUU C JJOTOBOPOM MEX]y COOCTBEHHUKOM UJIH
BJIQJIEJIbLIEM YKA3aHHBIX JOKYyMEHTOB U apXUBOM O MPOJaXKe, JapEHUH MOATUHHBIX
JOKYMEHTOB WJIM UX KOIUI, 0OMeHe KONUSIMU JOKYMEHTOB. 3aK/II0OYEHUE
JIOTOBOPA OCYLIECTBIIAECTCS C YYETOM 3aKOHOAATEIBCTBA COOTBETCTBYIOLIEH
cTpaHbl. B 1oroBope MoryT oroBapuBarbcsi 0CoObIe YCIOBUS HCIIOJIb30BaHUS
nepeaBaeMblX apXUBHBIX T0KyMeHTOB. [Tpuem odopmisiercss akrom npuema-
nepeaayy JOKyMEHTOB Ha XpaHeHHe (npuitoxkenue Ne 9).

ApXI/IBHLIe JAOKYMCHTBI, IIOCTYIIUBIINEC U3-3a py6e>1<a B BUAC IMOJJIMHHUKOB WJIIN
Komuit Ha paBax IMOJJIMHHHUKOB, IPUHATBIC HA ITIOCTOSIHHOC XPAHCHUC B ApXUB,
HE3aBHCHUMO OT UX NPOUCXOKICHUSA BKIIFOYAKOTCA B COCTAB ApXI/IBHOTO (I)OHI[E[
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Poccniickoit denepanuu 1 noanexar rocyJapcTBEHHOMY y4eTy.

B3aumopeiicTtBue apxuBa ¢ HCTOYHUKAMHU KOMILVIEKTOBaAHUSA

4.8. Apx1B COBMECTHO C HCTOUHMKAaMU KOMIUIEKTOBAaHUS apX1UBa PACCMaTPUBAET U
TFOTOBUT K COIVIACOBAHUIO COOTBETCTBYIOIIUM YIIOJTHOMOYEHHBIM OPraHOM
HCIIOJIHUTENBHOM BJIacTU B cepe apXUBHOTO JI€jIa UM COIJIACOBBIBAET B
COOTBETCTBUU C IIPEIOCTABICHHBIMHU €MY ITOJTHOMOYUSIMHA HHCTPYKIUH 110
JEJIONIPOU3BO/ICTBY, IPUMEPHBIE U UHANBUAYAIbHbIE HOMEHKIIATYPBI 1€,
MIOJIOKEHHSI 00 apXMBaX U HKCIIEPTHBIX KOMUCCHUAX UCTOYHUKOB KOMIUIEKTOBAHHS
apxuBa.

ApxuB yuactByet B padbote L|IK (OK) ncrounnkoB KOMIUIEKTOBAHUS apXUBa.

ApXuB MPUHUMAET y4yacTHE B MPOBEpKaxX COOIIOACHUS MPAaBUII OpraHU3aluu
XpaHCHHA, KOMIIJICKTOBAHM:A, YUC€TA U UCITIOJIb30BAHUA APpXUBHBIX JOKYMCHTOB B
HUCTOYHHUKAX KOMIIJICKTOBAHUS apXWBa, OPraHu3yEeMbIX CIICHHUAIIBHO
YIOJHOMOYEHHBIM (heZiepaibHBIM OPIaHOM HCIIOJHUTEIBHON BIAacTh B cdepe
apXUBHOTO JieJa, OpraHaMH rocy1apcTBEHHOM BiacTu cyObekToB Poccuiickoit
d)e)J;epauHH, B TOM YHUCJIC YIIOJTHOMOYCHHBIMU OpraHaMu HUCIIOTHUTEILHON BIAaCTH
cyowsektoB Poccuiickoit denepanun B chepe apXuBHOTO Jea.

4.9. ApxuB B nipejienax npeioCTaBICHHBIX €My MOJHOMOYUN B IENSAX
dhopmupoBaHUs ¥ 00ECTICYCHHUST COXPAaHHOCTH IOKYMEHTOB ApXHUBHOTO (hOoHAA
Poccuiickoit ®eaepaiuu, HaXoASANIUXCS HA BPEMEHHOM XPaHEHHUH, OCYIIECTBIISAECT
B3aUMO/ICHCTBUE C JEIONPOU3BOJCTBEHHBIMHU, APXUBHBIMU U 3KCIIEPTHBIMU
Ci1y>k0aMu UCTOYHUKOB €r0 KOMIJIEKTOBAHUSI.

B sTux nensix apxuB 0Ka3bIBaeT YKa3aHHBIM CIIy’KOaM METOJHYECKYIO U
MIPAKTUYECKYIO TOMOIIb, B TOM YHCJIE Ha JOTOBOPHOM OCHOBE:

B OpraHu3aliviyd JO0KYMCHTOB B JICJIOIIPOMU3BOJACTBE U (bOpMI/IpOBaHI/II/I Pi(SA) 8

1o oTO0OpYy AOKYMEHTOB B cocTaB ApxuBHOro (oHmaa Poccutickoi
@denepany U MOATOTOBKE UX K Iepe/iade Ha MOCTOSIHHOE XPaHEHUE;

10 YHOpAAO0YCHUIO JOKYMCHTOB I10 JINYHOMY COCTAaBY;

0 BE/ICHUIO yueTa IOKyMEeHTOB ApxuBHOTO donna Poccuiickoit
denepanun, HAXOASIIUXCSA HA BPEMEHHOM XPaHCHHH;

10 MOATOTOBKEC HOPMATHUBHBIX 1 METOJUYUCCKUX NOKYMCHTOB (HOCO6HI>1) 8(e]
BOIIpOoCaM JACJIOITIPOU3BOACTBA U apXUBHOI'O JICJIA,

10 COBCPUICHCTBOBAHUTIO pa60TBI ACIOIIPOU3BOACTBCHHBIX, ApXUBHBIX U
OKCIICPTHBIX C.]'Iy>K6 HCTOYHHUKOB KOMIIJICKTOBAHMA,

B MIOBBILICHUH TPO(ECCHOHATBHOM KBaIH(UKAIMU paOOTHUKOB yKa3aHHBIX
CITy k0.
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V. OPTAHU3AIIUA UCITIOJIBb30OBAHUA JOKYMEHTOB APXUBHOT'O
®OHJIA POCCUMCKOM ®EJEPAIINU U JIPYTUX APXUBHBIX
JOKYMEHTOB B APXUBE
HJocTyn moab3oBareseil K apXUBHbIM JOKYMEHTaM

5.1. ApXuB NpeOCTaBIISIET [10JI30BATEII0 OTKPBITHIE TOKYMEHTBI APXUBHOTO
¢donna Poccuiickoit dexepannu u Ipyrue apXuBHbIE JOKYMEHTBI, a TAK)KE
CIPaBOYHO-TIOMCKOBBIE CPECTBA K HUM U W3JaHUs ONOINOTEYHOTO (CIIpaBOYHO-
MHGOPMAIIMOHHOTO) (HOHIA.

ApxuB 00ecrieunBaeT I0CTYI MOJIb30BaTeNs K CEKPETHBIM JIeNaM, JeJiaMm,
coJiepKaluM KOHQHUAeHINaIbHYI0 HH(POpMaLIHIo, 6a3aM JaHHBIX C YI4ETOM
OTpAaHUYEHUI, YCTAHOBJICHHBIX 3aKOHOAATENLCTBOM Poccuiickoit denepanuu, u
YCIIOBUM, KOTOPBIE€ YCTAHOBWJIM COOCTBEHHUKHU WM BIIAIEIIbIbI aDXUBHBIX
JOKYMEHTOB TPU UX MI€peiadye B ApXUB.

Jloctyn nonb3oBarens K NOJUIMHHUKAM 0c000 IIEHHBIX JJOKYMEHTOB, B TOM YHCJIE
YHHUKaJIbHBIX TOKYMEHTOB, K JOKyMeHTaM ApxuBHoro (ponaa Poccuiickoii
®denepanyu, HaXOJAMIUMCS B HEYIOBIETBOPUTENLHOM (PU3NYECKOM COCTOSHUH,
OCYILIECTBIISIETCS B UCKIIOUUTEIBHBIX CITydasix (B TOM UMCIIE JUIsl TPOBEICHUS
paboT 1Mo U3y4EeHHIO Tajeorpaduueckux 0COOCHHOCTEN TEKCTOB apXUBHBIX
JOKYMEHTOB) C MUCbMEHHOTO pa3pelieHus pykoBoauTens apxusa. [lonp3oBarento
MIPEIOCTABIISIFOTCS] KOTIMU YKa3aHHBIX JTOKYMEHTOB ((hOH/1 OJIb30BaHNUS) HIIN
JOKYMEHTAJIbHbIE ITyOJIMKAILUH, COIEPKAINE TaHHbIE TIOKYMEHTBHI.

ApXuB He BIIpaBe OrPaHUYNBATH WM ONPEAETATH MOJIb30BATENIO YCIOBUS
WCIO0JIb30BaHUs HH(OPMALINH, TOJIYYEHHON UM B pPe3yJIbTaTe CaMOCTOSITEILHOTO
MOUCKA WJIM IPEOCTABIEHHONW €My B MOPSIIKE OKAa3aHUs apXUBOM IUIaTHBIX YCIIYT,
3a UCKIIFOYEHUEM CITYy4aeB, MPEIYyCMOTPEHHBIX 3aKOHOAATENHCTBOM Poccuiickoit
®denepanyiv UM OTOBOPEHHBIX B JOTOBOPE apXHBa C MOJIb30BATEIEM I10
HH(POPMAITMOHHOMY 00CITY)KHBaHUIO.

Opranusanusi paéoThl 10 pacceKpeunBaAHUIO APXMBHBIX JOKYMEHTOB

5.2. PykoBoauTenb apXuBa OpraHu3yeT MpoBeieHue paboThl 10 KOHTPOJIIO 3a
CPOKaMH CEKPETHOCTH apXUBHBIX TOKYMEHTOB, UMEIOIINX I'PpU(BI CEKPETHOCTH, U
nH(OPMUPYET PYKOBOAMUTENEH roCy1apCTBEHHBIX OPraHOB, HAJICIIEHHBIX
MOJIHOMOYHSIMU TI0O OTHECEHHUIO CBEJICHHI K TOCYIapCTBEHHOM TallHE, a TakkKe
PYKOBOJIUTENEH OpraHU3alfii 0 HATMYUH B apXUBE CEKPETHBIX aPXUBHBIX
JOKYMEHTOB CO CPOKAMHU CEKPETHOCTHU COJEPIKAIIMUXCS B HUX CBeZeHUI cBbItie 30
JIET, UX COCTaBe M 0ObeMax.

PYKOBOI[I/ITCJ'IB apXrBa OPraHU3yCT paCCCKPCUNBAHUC APXUBHBIX NOKYMCHTOB B
cJIydac O(l)PII.[PIEUIBHOFO ACJICTUPOBAHUA MOJTHOMOYMH Ha IMPOBCACHUC 3TOM pa60TBI
PYKOBOIUTEIIEM COOTBCTCTBYIOIICTO I'OCYAAPCTBEHHOI'O OpraHa UJjin OpraHu3anunu.

B APXHUBE CO3AACTCA KOMUCCHA IO paACCCKPCUNBAHUTIO APXUBHBIX TOKYMCHTOB.
IlonoxeHrne 0 KOMUCCHH U HCpCOHaHBHBIﬁ COCTaB YTBCPIKAAKOTCA: B (beﬂepaanOM
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roCyIapcTBEHHOM apXMBE - PyKOBOJIUTENIEM; B apXxuBe cyObekTa Poccuiickoi
®denepannu - pyKOBOJAUTENEM YIIOJHOMOYEHHOTO OpraHa UCIOIHUTEIBHON BIIACTH
cyonekTa Poccuiickoit @enepanuu B chepe apxuBHOro nena. Komuccns
OCYILIECTBIISIET pa0dOTy B IIAHOBOM TOPSIKE, a TAKKE B CBS3H ¢ 0OpaIlleHUIMU
I10JIb30BATEIEH.

Pemenune komMuccun BCTYNaeT B CHITY IIOCIE YTBEPKACHUS PYKOBOIUTEIEM
apxuBa. Ha ocHOBaHUM pemeHnst KOMUCCHU 0(DOPMIIETCS aKT O PaCCEKPEUNBAHUH
apXUBHBIX JTOKYMEHTOB (CM. 1. 3.7.7.), KOTOPBII COTTIaCOBBIBAETCS C
ToCydapCTBCHHBIM OpPraHOM HJIN OpFaHI/BaHI/Ief/'I, HaJCJIMBIIUMU apXUB
COOTBCTCTBYIOLIMMHU ITOJTHOMOYHAMMU.

3anpocsl NOJIL30BATENENH O paCCEKPEUNBAHNN aPXUBHBIX JOKYMEHTOB
paccMaTpUBAIOTCS ApXUBOM B YCTAaHOBJIEHHBIM 3aKOHOJATEIBCTBOM CpOK. Ecin
apXuB HE IMOJHOMOYEH PAaCCEKPEUNBATh 3aMPAIINBAEMbIE CBEJICHNUS, OH B
MECSYHBIN CPOK C MOMEHTA MOCTYIJICHUS 3alpOCca HAIIPABJISIET €T0 B
COOTBETCTBYIOIIHNI TOCYITapCTBEHHBIA OPraH, NOJJHOMOYHBINA pacCMaTpUBaTh
BOIpocC 00 X paccekpeunBaHuM, Wik B MexBenoMcTBeHHY0 komuccuio (MBK)
I10 3aIUTE TOCYIapCTBEHHON TaliHbI WIIM B MEKBEIOMCTBEHHYIO 3KCIIEPTHYIO
KOMHCCHIO, JCUCTBYIONIYIO B CyOBekTe Poccuiickoit denepariuu, o ueM
YBEIOMIISIET TIOJIb30BATEIIS], HAIPABUBIIIETO 3aIIPOC.

ApXHB TIPEIOCTABIISACT ISl U3yYEHUS U OPTaHU3aAIMH PACCEKPEUNBAHUS YWICHAM
IKCIIEPTHBIX KOMUCCHH, CO3/IaHHBIX B OPTaHU3AIMAX, PYKOBOIUTEIH KOTOPHIX
HAJIeJICHbI MOJTHOMOYHUSAMHM MO0 OTHECEHUIO CBEJIEHUI K TOCY/IapCTBEHHOM TalHE,
YJIeHaM dKCIEPTHBIX Tpyr, chopmupoBanHbix MBK mo 3amure
rOCYJIapCTBEHHOM TAMHBI, a TAKKE WICHAM MHBIX KOMUCCHH, TOJTHOMOYHBIX
paccekpeunBaTh JOKYMEHTHI JUKBUIUPOBAHHBIX OPraHU3AIMI, HE UMEIOIIUX
MPaBOMPEEMHUKOB, apXUBHbBIEC JOKYMEHTBI WJIM ApXUBHBIE KOTIMHU, & TAKXKE
HE00X0MMYI0 HH()OPMAITHIO.

CnpaBo4YHO-TIOMCKOBBIE CPeCTBA (HAYYHO-CIIPABOYHBIN annmapar) K
apXUBHBIM JOKYMEHTaM

5.3. Jlns obecriedyeHus 1OCTyIa K apXUBHBIM JIOKYyMEHTaM apXHB IPEI0CTABIISCT
M0JIL30BATEIIO CIIPABOYHO-TIOMCKOBBIE CPENICTBA K HUM (COBOKYITHOCTD OTIHCaHUM
apXMBHBIX JIOKYMEHTOB, MTPEJICTABJICHHBIX B ADXUBHBIX CIIPABOYHUKAX,
MpeIHa3HAYCHHBIX IS TIOUCKA apXUBHBIX IOKYMEHTOB U COJICPIKAIICHCS B HUX
JOKYMEHTHOM UH(OpMAaIHH).

5.3.1. KoMmuiekc B3aMMOCBSI3aHHBIX M B3aUMOJIOIIOTHSIEMBIX, CO3/1aBAEMbIX Ha
€IMHON HAYyYHO-METOINYECKOW OCHOBE apXUBHBIX CIIPABOYHUKOB O COCTaBE U
COJIep’)KaHUU apXUBHBIX JOKYMEHTOB (CHCTEMAa HayYHO-CIPABOYHOTO ammnapara
(HCA) apxuBa) BKiIIOYaeT 00si3aTeIbHbIC ISl BEJICHHS B ApXUBE apXHUBHbBIE
CIPAaBOYHHKH (OMUCH JIeT, TOKyMEHTOB; ITyTEeBOAUTENh; CHCTEMAaTUYECKHIA
KaTajor) v JOTOJHUTEIbHbIE apXUBHBIE CIIPABOYHHKH (yKazareib; 0030p).

B apxuBe Benercs aHanu3s u yuet coctosiHus cucteMbl HCA apxuBa Ha GyMaKHOM
HocuTene (KypHai no yuery cocrosiuust HCA, kapToTeka) u/nim B
aBTOMAaTU3UPOBAHHOM PEKUME.
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Oﬁume Tpeﬁonaﬂml K OINHCAHUI0 aPXUBHBIX TOKYMECHTOB

5.4. Onurcanue apXUBHBIX JOKYMEHTOB (CO3AaHuEe HHPOPMALIUH [T APXUBHBIX
CIPAaBOYHHUKOB) IPOBOJIUTCS HA TPEX YPOBHSIX: apXUBHBIN (POHM, EAUHUIIA
XpaHEHUs/eAMHUIA YIeTa, apXUBHBIN JOKyMeHT. [Ipu HeoOXotmMocCTH onrcanme
MOJKET IMPOBOAUTHCS 10 TPYIIIaM apXUBHBIX (POHIIOB, TPYIIIAM EAUHUIL
XpaHEHUs/€AMHUI] y9eTa, KOMIIEKTaM, TPYIIaM apXHUBHBIX JJOKYMEHTOB, YaCTH
apXMUBHOTO JIOKYMEHTA.

Ornucanne apxXuBHBIX JOKYMEHTOB ITPOBOJUTCS HA TOCY/IAPCTBEHHOM SI3bIKE
Poccuiickoit @eaepaiiuy 1 MOKET TOMOJTHUTEIBLHO TPOBOAUTCS HA SI3bIKAX
cyobexToB Poccuiickoit denepannu u S3bIKaX MEHBIIUHCTB.

OcCHOBOI apXMBHOTO CIIPAaBOYHMKA SIBJIIETCS OMUCATENIbHAS CTaThsl, COCTOALIAS U3
CIIEYIOIINX 0053aTeNbHBIX JIEMEHTOB: CBEICHUM, UACHTU(DUIIUPYIOLTUX
nH(popmalrio (Ha3BaHUE U CIPABOYHBIE TaHHBIE APXUBHOTO (POH[A, €AUHULIBI
XpaHEHUs/€AMHULIBI YUeTa, apXUBHOTO JIOKYMEHTA); CBE€ICHUI O COCTaBe U
coJiep;kaHuu MHGOpPMaIUK; CBEIEHNUN 00 yCIOBHSX JAOCTYIA U YCIOBUIX
WCIIOJIb30BaHUS HH(POPMAIINH; CBEACHHH 110 UCTOPUH apXUBHOTO (oHAA (1S
YpOBHS apXUBHOTO (OH/IA).

HpI/I HeO6XOHI/IMOCTI/I B OIMMCATCJIBHYIO CTAaThIO BKIIFOYAKOTCA JOIMOJTHUTCIBHBIC
CBCIACHUA O MCCTOHAXOXKJACHUH OPUTHHAJIOB; O HAJIMYHNU apXUBHBIX TOKYMCHTOB
(dhonmo00pa3zoBarTess B COCTaBe APYTrUX apXUBHBIX (DOHIOB M MECTaX WX XpPaHEHUS,
oubmmorpadus u ap.

5.4.1. OnucarenbHas CTaThsl APXUBHOTO CIIPABOYHHKA HA YPOBHE ApXUBHOTO
(dhoHa BKIIOYAET: Ha3BaHUE apxuBHOTO GoHma (cM. 3.5.3.), cipaBOYHbIE JaHHBIE O
HEM, HCTOPUUYECKYIO CIIPaBKy K (POH/y, aHHOTAIMIO O COCTaBe U COJIEPIKaHUU
apXUBHBIX JTOKYMEHTOB, HH(OpMaIKIOo 00 YCIOBUSAX JOCTYMA U UCIIOJIb30BAHNUS,
oubmuorpaduro.

5.4.1.1. CripaBo4HBIC JaHHBIE 00 ApXUBHOM (DOHE COCTOST U3 AIIEMEHTA
apxuBHOrO mudpa (Homepa GonHaa); oobemMa apXuBHOTO (HOHIA B SAMHHUIIAX
XpaHEHUS W/WIH eUHHIIAX y4YeTa M0 BUAaM JOKYMEHTAlluu; KpaiHUX JaT
apXUBHBIX JTOKYMEHTOB I10 KaXJI0MY BUIY JOKYMEHTAIMH; IEPEUHS] UMEIOLErocs
BHYTPU(OHAOBOTO HAYYHO-CIIPABOYHOTO arapara.

5.4.1.2. Uctopuueckasi cripaBka K GOHIY COCTOUT U3 MH(OPMAIIMU TI0 UCTOPUHU
(honmo00pa3oBaTess 1 HCTOPUU apXUBHOTO (OHJIA.

Caenenus o ucropun (poHI000pa30BaTENs BKIIOYAIOT: JaThl €ro 00pa3oBaHus,
NepPEMMEHOBAHUS, peopraHu3aliy, JUKBUIALNHY, BEOMCTBEHHYIO
MIPUHAJIEKHOCTb, CTPYKTYPY U (DYHKIIUH, Ha3BaHUS OpraHU3aI1H-
MpeIIeCTBeHHUKA U MpaBonpeeMHuka. CBeeHus o poxaooOpazoBaTene
apXMBHOTO (POHA JIMYHOT'O IPOUCXOXKIEHHS BKIIOYAIOT €r0 KpaTKue
ouorpaduueckue faHHble (haMHUIUs, UMS, OTUECTBO, IICEBJIOHUM, IEBUYbS
(bamunus, 1aThl )KU3HU, TpodeccHs, JaHHBIE O CITY>KeOHOM U 00IIeCTBEHHOMH
NeaTenbHOCTH). [t apXUBHOTO (OHJA CEMbH, PO/Ia AHAJIOTHYHBIE CBEICHUS
JIAI0TCS O KaXKIOM M3 POJICTBEHHUKOB. /111 00BbeTMHEHHOTO apXUBHOTO (POHIa
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COCTAaBIISIETCS 00IIast HICTOPHUECKas CIIpaBKa.

CBezieHUsI IO UCTOPHUU apPXUBHOTO (POH/IA BKIIFOYAIOT IaTy €ro MOCTYIUICHHS B
apxuB, 00BEM U KpaifHUE aThl apXUBHBIX JJOKyMEHTOB, CTETIEHb UX COXPAHHOCTH;
0COOCHHOCTH (POPMHUPOBAHUS, OMTUCAHUS M CHCTEMAaTH3aI[uU; HHPOPMAITUIO 00
M3MEHEHHSIX B COCTaBE U 00beMe apXUBHOTO (DOHJIA U UX IPUYHHAX, O HATWYHU
apXMBHBIX JJOKYMEHTOB JIPYTUX OpraHU3anvii Wiy Jull ((GOHIOBBIE BKIIOUYEHUS); O
COCTaBE HayYHO-CIIPAaBOYHOIO arrapara K apxuBHoMy (ouzy. Jlins apxuBHOi
KOJUIEKIIUH YKa3bIBAIOTCSI CBEICHHS O BPEMEHH, YCIIOBUSX, IPUYHHAX €€ CO3aHNUS;
NpUHIUTAX (OPMHUPOBAHUS; MECTOHAXO0KICHIH KOJUICKIIUH JI0 TIOCTYIUICHUS B
apXWB; COCTABUTEIIE.

Hcropuueckas cnpaBka K GOHTy KOPPEKTUPYETCS TPU U3MEHEHUH 00beMa
apXUBHOTO (POHJIA, a TAKXKE B CIIydae peopraHu3alui, U3MEHEHHs CTPYKTYPBI,
¢byHkMit GoHa000pazoBaTeNs U T.IN.

5.4.1.3. AHHOTaLUs O COCTABE U COJIEP’KAHUN APXUBHBIX JOKYMEHTOB apXUBHOT'O
(hoH/1a BKIIIOUAET KPATKYIO0 0000IIEHHYIO XapaKTEPUCTUKY 3TUX JOKYMEHTOB I10
BHJIAM U MIX COJICP KaHUS 110 TEMaM, OTPAKAIOIINM HaAIPaBJICHUS IEATEIILHOCTH
(dhonmooOpazoBarens, C ykazaHUEM XPOHOJIOTHH TEM M 0003HAYECHUEM UX
reorpaduueckux (aAMUHUCTPATUBHO-TEPPUTOPUATBHBIX) TPAaHUILI.

5.4.1.4. YcnoBus A0CTyna K apXUBHBIM JJOKYMEHTAaM apXUBHOTO (OH/IA U UX
WCTIOJIb30BAHUSI BKITFOUAIOT CBEJICHHS O HAJTUIMHM apXUBHBIX JJOKYMEHTOB, JIOCTYIT K
KOTOPBIM U MOPSA0K MX UCIIOJIH30BAHUS OTPAHUYEHBI 3aKOHO1aTEITHCTBOM
Poccuiickoit deneparuu wim GpormooOpazoBareneM, a TAaKKe CBEJICHUS 0 HATHYNUN
MOAJTMHHUKOB 0C000 IIEHHBIX JOKYMEHTOB, B TOM YHCJI€ YHUKAJIbHBIX
JTOKYMEHTOB, M IOKyMeHTOB ApxuBHOTo doHaa Poccuiickoit deneparmm,
HaXOJSIIMUXCS B HEYJOBJIETBOPUTEIHHOM (PU3HMUECKOM COCTOSTHUH; O HAIMYHH
(hoHIa OJE30BaHUS.

5.4.1.5. bubnuorpadus Kk apXxuBHOMY (DOHTY BKITIOUAET CITUCOK OIMyOJIUKOBAHHBIX
CIPAaBOYHUKOB I10 TAHHOMY (POHIY ¥ MO(POHIOBBIX JTOKYMEHTAIbHBIX
MyOJIMKAaIUi, BHITIOJHEHHBIX HAa €T0 OCHOBE.

5.4.2. OnucarenbHas CTaThsl ApPXUBHOTO CIIPABOYHUKA HA YPOBHE €MHUIIBI
XpaHEHUS/€AMHULIBI YUeTa BKIIOUACT: OPAIKOBBIA HOMED €AMHUIIBI
XpaHEHUS/€AMHULIBI YUeTa; CTapblii MHBEHTAPHBII HOMED; 3ar0JIOBOK €IUHHUIIBI
XpaHEHUs/€AMHULIBI YUeTa; CIPAaBOYHBIEC JaHHBIC O HEH; yKa3aHHe Ha
MOJTUHHOCTH/KOMMHHOCTD, BUJ] HOCUTENS (HJIM ClIOCOO BOCIIPOU3BEICHUS ), SA3bIK,
BHEIITHUE 0COOEHHOCTH, YCIOBHS IOCTYMA U UCIIOJIb30BAHUS aPXUBHBIX
nokyMeHToB. OnucarenbHasi CTaThs IPU HEOOXOJUMOCTH JOMOJHSAETCS HA3BaHUEM
apXUBHOTO (POHJA U €TO CTPYKTYPHOI YacTH (OMHCH Jell, JOKYMEHTOB),
aQHHOTAIMEH OTJENIbHBIX APXUBHBIX JOKYMEHTOB MJIM MX TPYII JAHHOW €IUHULIBI
XpaHEHUS/€AUHUIIBI yUeTa.

5.4.2.1. 3aroI0BOK €IMHUIIBI XPAaHEHUS YIIPABIECHYECKON JOKYMEHTALIUN,
€IMHULIBI XPAHEHUS ApXUBHBIX IOKYMEHTOB JINYHOTO MPOUCXOKICHHS BKIIOYAET:
HaMEHOBaHME BUJA apXUBHBIX JOKYMEHTOB; aBTOpPa(0OB) apXUBHBIX
nokyMeHTa(oB); aapecaTa(oB) WM KOPPECTIOHEHTA(0OB), KOTOPHIM HAMPABJICHbI
WINA OT KOTOPBIX HOJTY4€Hbl JOKYMEHTBI; BOIIPOC WM MTPEIMET, Ha3BaHHsI
coObITHS, (pakTa, MECTHOCTH, (PaMHJIMU U UHULIMAJIOB JIMIA, K KOTOPHIM OTHOCHUTCS
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COJIep’KaHNe YKa3aHHBIX TOKYMEHTOB; JaThl COOBITUH. B ciryuae oTcyrcTBHS
HGOGXO[[I/IMBIX CBCHCHI/Iﬁ B 3aroJIOBOK BKJIFOHACTCA ITOACHAIOIIAA I/IH(l)OpMaI_[I/IﬂZ
"aBTOp HE yCTaHOBJICH".

3aroJIoBOK €MHUIIBI yUeTa KHHOBU/ICOIOKYMEHTA BKIIFOYAE€T aBTOPCKOE HAa3BaHUE
¢unbpMa, CrielBHINYCKa, KWHOKYpPHAJIA WM Ha3BaHUE COOBITHS, OTPAKEHHOTO B
KHHO- WJIM TEJIECIOKETE, ATy MPOU3BOJICTBA H/HITH IaTy CheMKH, (DaMUIHH U
WHUIMAJIOB PEKICCEPa U/UIIH OTIEPaTopa ChbEMKH.

3aroI0BOK eMHHUIIBI yaeTa (POHOJIOKYMEHTA BKIFOYACT Ha3BAaHUE U KAHP
(hOoHOTOKyMEHTa, Ha3BaHUE, MECTO M ATy OTPAKEHHOTO COObITHS. [Ipn
OTCYTCTBHH Ha3BaHUs (POHOTOKYMEHTA YKa3bIBAETCSI OCHOBHOE COJICpKAHHE TeJIe-
WJTU paIuoOTIepeIauu, BEICTYIJICHUS, OeceIbl U Ap. 3arojJoBOK €IMHUIIBI yueTa
(hOHOTOKYMEHTA, COJIEPIKAIIETO 3aIHUCh TPOU3BEICHHSI TUTEPATYPHl U HICKYCCTBA,
BKJIFOYAET Ha3BaHUE IIPOU3BEIECHUSA U €T0 XKaHp, IIEPBYIO CTPOKY TEKCTa, KOTOpast
3aKJII04YacTCs B KaBbIYKH, €CIIN q)OHOI[OKyMeHTOM ABJISICTCSA HE UMCHOIIICC
ABTOPCKOTO HA3BAHUS W HE OMyOJIMKOBAaHHOE PaHee MPOU3BeICHNE; (DaMUIHH U
HWHHUIHAJIBI aBTOPOB W/ UCIIOJHUTEIEH KaK CaMOro IMPOU3BCACHUA, TaAK U €TO
00paboTOK, MepeoKEeHN, IEPEBOJIOB; SI3bIK (DOHOIOKYMEHTA.

3aroj10BOK CAVMHUIBI XPaHCHHUA Q)OTOHOKyMeHTa BKJIFOYACT OIIMCAHUC
n300pakeHus Wi Ha3BaHue PoToansOoMa, craiiaa, HeraTuBa, (HaMIIIUIO |
HWHUIHAJIBI aBTOpPa, MCCTO U AaTy ChbEMKHMU.

5.4.2.2. CripaBo4HbBIC JaHHBIC O CAMHUIIE XPAHEHUS/CTUHUIIEC yUeTa COCTOST H3:

AJIEMEHTOB apXUBHOTO mudpa (Homepa poHaa; HOMEpPA ONUCH LI,
JOKYMEHTOB; HOMEpa eIUHHIIBI XPaHCHHSI/CTUHHIIBI yUeTa);

o0beMa eMHUIIBI XPAHEHUS/SIMHUIIBI YUeTa: U apXUBHBIX JOKYMEHTOB
Ha OyMa)XHOW OCHOBE - KOJIMYECTBO JINCTOB; IS
KHHOBHUICO(POHOJOKYMEHTOB (B 3aBUCHMOCTH OT BHA) - KOJIMYECTBO
SIMHUI] XpaHCHHS B €JMHUIIEC YUETA WIH SAWHUI] YUeTa B CIIUHHIIC
XpaHEHUsI, METPaK, XPOHOMETPaXK, BpEMsI 3By4aHusl (B MUHYTaX U
CeKyH/ax); Ui (POTOAOKYMEHTOB - KOJINYECTBO HEraTHBOB,
COCTABJISIFOIIUX €AUHUILY XpaHEHHUsI; U (POTOATBOOMOB - KOJIMYECTBO
($OTOOTIIEYATKOB;

KpaﬁHPIX AaT apXUBHbBIX JOKYMCHTOB; JIs1 ayIUOBU3YAJIbHBIX TOKYMCHTOB
- JAaThbl 3allMCH WX IICPE3aIICHU.

5.4.2.3. B kadecTBe BUJOB MaTePUAILHOTO HOCUTENS €TUHHUIIBI
XpaHEHUS/€AMHULIBI YUeTa MPU OMKUCAHUH YKA3bIBAIOTCS:

JJIA YHpaBHquCCKOﬁ JAOKYMCHTAUU U apXUBHBIX JOKYMCHTOB JINYHOI'O
MMPOUCXOKIACHUA - 6yMara, KaJIbKa, ICprameH, u T.1.,

111 GOHOJOKYMEHTOB I'paMMO(OHHOI 3anucy - MaTepral HOCUTES;
111 GOHOJOKYMEHTOB MAarHUTHOM 3alIMCHU - TUI MAarHUTHOM JIEHTHI;

I BUACONOKYMCHTOB - (I)OpMaT 3allucCu,
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st GOTO- M KWHOJOKYMEHTOB - (hopMaT U OCHOBA IUICHKH,
[BETOIIEepeIaya;

JUTSL DJICKTPOHHBIX JIOKYMEHTOB - KOMITAKT-IUCK W/WUJIH IPYTOi
COBPEMEHHBIN HOCUTEIIb.

5.4.2.4. YcnoBus noctyna K €IUHHUIIAM XPaHEHUS/€IMHUIIAM y4eTa U X
WCII0JIb30BAHUS BKJIFOUAIOT CBEJCHMSI O HAJIMYMH apXUBHBIX JOKYMEHTOB, JIOCTYII K
KOTOPBIM U MOPSAJIOK UX UCIOJIB30BaHUS OTPAHUYEHBI 3aKOHOAATEIbCTBOM
Poccuiickoit deneparuu wim GonmooOpazoBareneM, a TAKKe CBEICHUS O HATUYUU
MOAJIMHHUKOB 0C000 LIEHHBIX JOKYMEHTOB, B TOM YUCJI€ YHUKAJIbHBIX
JTOKYMEHTOB, U JOKyMeHTOB ApxuBHOro (onna Poccuiickoit denepanum,
HaXOJSIIMUXCS B HEYJOBJIETBOPUTEIHHOM (DPU3MUECKOM COCTOSTHUM; CBEJIEHUS O
Hanuuuu (OH/IA NOJIB30BAHUS; O A3bIKE U BHEITHUX OCOOEHHOCTSAX apXUBHBIX
nokymeHToB; 0 Hanmnuuu HCA k enunuIe XpaHEHUs/€TMHULIE yUeTa.

5.4.3. OnucarenbHas cTaThsl apXUBHOTO CIIPAaBOYHUKA HA YPOBHE apXHMBHOTO
JOKYMEHTa BKJIFOYAET: 3aroJIOBOK; CIIPABOYHBIE JaHHBIE O HEM; yKa3aHHE Ha
MOAJIMHHOCTH/KOMUWHOCTD; BUJT HOCUTENS (MU cIocOo0 BOCIIPOU3BEICHMUS);
YCIIOBHSI IOCTYIA U UCTIOJIb30BAHHUS.

5.4.3.1. 3aroyioBOK apXvMBHOI'O JIOKyMEHTA BKJIIOYAET: HAMMEHOBaHUE BUA
apXMBHOTO JIOKYMEHTA; aBTOpA; aJpecara Wiu KOPPeCrnoHAeHTa, KOTOPOMY
HarpaBJieH WM OT KOTOPOTO MOJIYYEeH TOKYMEHT; BOIPOC W TPEIMET, COOBITHE,
(bakT, 1110, HA3BaHHE MECTHOCTH, K KOTOPHIM OTHOCHUTCSI COJIEP’)KaHHE YKa3aHHOTO
JOKYMEHTA; 1aTy coObITUs. B cilydae oTCyTCTBUS HEOOXOAUMBIX CBEJICHUII B
3aroJI0BOK BKJIFOUAETCS MOSCHsIoIIas nHGopmalys: "aBTop He ycTaHOBIIeH", "0e3
natel". I[Tpy HE0OX0IMMOCTH 3aroJI0BOK JIOTIOJHSETCS aHHOTAIIUCH,
pacKpbIBaIOIIEH HE OTPAKEHHOE B 3aroJIOBKE COJIEP)KaHNE JAHHOTO JOKYMEHTA.

5.4.3.2. CripaBo4HBIC JaHHBIC 00 ApXUBHOM JOKYMEHTE COCTOAT U3 SJIEMEHTOB
apxuBHOTO mudpa (Homepa GoHIa; HOMEpa ONKCH JeJI, TOKYMEHTOB; HOMEpa
€IMHULIBI XPaHEHHUsI/€IMHULIBI y4eTa; HOMEPOB JIUCTOB); 00bema (KOJIM4ecTBa

JIUCTOB) apXUBHOTO JIOKYMEHTA; AAaThl €r0 CO3/IaHusl.

5.4.3.3. YcnoBus J0CTyIa K apXUBHOMY JOKYMEHTY U UCIIOJIb30BAHUS BKIIOYAIOT
CBEICHMSI O HAIMYUK OIPAaHUYCHUN HA JOCTYH M OTPaHUYCHHH 110
HCII0JIb30BaHUIO, YCTAHOBJICHHBIX 3aKOHOAATeCTBOM Poccuiickoit denepanuu
i GoHI000pazoBaTeneM, a Takke 00 OTHECEHUHU €ro K YHCTy 0CO00 LIEHHBIX
JOKYMEHTOB, B TOM YHCJI€ YHHUKAIbHBIX JOKYMEHTOB, HJIU JOKYMEHTOB
ApxusHoro ¢onnaa Poccuiickoii @enepariuiu, HaXOIAIIMXCS B
HEYJOBJIETBOPUTEIHLHOM (PU3UUECKOM COCTOSIHUU; CBEJICHUS 0 Hamu4uu (hoHaa
MOJIb30BAHMSI; O SI3bIKE M BHEIIHUX OCOOEHHOCTSAX apXUBHOTO JOKYMEHTA; O
BKJIIOUeHUHU uHpopMaiuu o HeM B cucteMy HCA.

5.5. Ilpu coznannu HCA apXxuB yduThIBaeT He TOJILKO 00IIMe TpeOoBaHUs K

COCTaBJICHUIO OIMCATEIbHBIX CTaTel APXUBHBIX CIIPABOYHHUKOB, HO 0COOEHHOCTHU
IOATOTOBKH UX KaXXA0I'0O THUIIa U BHA.

Onucek nen, 10KyMEHTOB
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5.5.1. Onuce nien, TOKyMEHTOB (apXUBHBIN CIIPABOYHUK, MPEIHAZHAYCHHBIN IS
PACKpPBITHSI COCTAaBA U COJICPIKAHUS SAMHULL XPAaHCHHUS/CIMHULL yYeTa, 3aKPETICHUS
UX BHYTPU(OHIOBOM CHCTEMaTH3aIMH U yueTa; NpuiokeHust Ne 7 - 8) cocTout u3
OTIMCATEIbHBIX CTATEH eNUHUI XPAHCHUS/IMHUI] y4eTa (CM. 1. 6.4.2.), UTOTOBOM
3anucu (cMm. 1. 3.5.6), mucta-3aBeputens (mpusioskenre Ne 3) U cipaBOYHOTO
ammapara K OIHUCH.

B cnipaBouHBI# anmapar OnucH Aell, JOKYMEHTOB BXOJAT: TUTYJIbHBIN JIUCT;
cojiepxanue (OrjaBJIeHHUE), MPEIUCIOBHE; CIIMCOK COKPAIIEHU; IEPEBOTHBIC
TaOJIHIIBI ApXUBHBIX MHU(PPOB (B Cirydae nepepaboTKH OMHUCH); YKa3aTelu.

Ha tutyneHOM sMcTe ONMCH J1e71, JOKYMEHTOB ITOMEIIAKOTCS: ITI0JTHOE Ha3BaHUE
apxuBa, Ha3BaHWE U HOMEP apXUBHOTO (HOH/A, HOMEP U Ha3BaHUE ONUCH, KpallHue
JIaThl BHECEHHBIX B OIIMCh APXUBHBIX JOKYMEHTOB.

[IpeauciioBue cocTaBiseTcs MO0 K KaXI0W OTTUCH JIedl, JOKYMEHTOB, JTHOO od1iiee
KO BCEM OIMUCSM apXUBHOTO (OHJA. B mpeaucioBiu KpaTko U3IaratoTcs UCTOPUS
(honmo000pa3zoBaTens U ApXUBHOTO (POHJIA; AaHHOTAIUS COCTaBa U COJIEP KaHUS
ApXUBHBIX JIOKYMEHTOB (C BBIJICJICHHEM HAau00JIee TUITHIHBIX TPYIIIT STUHUI]
XpaHEHUS/SMHUIL YUeTa TI0 WX BHJIaM U Pa3HOBUIHOCTSIM, TI0 COJICPIKAHUIO);
COCTaB CITPABOYHOTO arapara K onucH. [Ipu cocTaBIeHUN OT/IETBHBIX
MIPEIUCIIOBHUH K KaXKJIOM OTTUCH apXUBHOTO (DOH/IA BCe OOIIHE TaHHBIC TI0 HCTOPUHU
(dhoHI000pa30BaTEIIS U HCTOPHSI APXUBHOTO (DOH/Ia TOMEIIAIOTCS B IPEIUCIIOBUN K
MEepPBOM OMKCH JEN, TOKYMEHTOB.

[Tpy HEOOXOAMMOCTH K OTIHUCH JIEN, TOKYMEHTOB COCTABIISIIOTCS 00IIHE U
CrienaabHbIC YKa3aTellH.

5.5.1.1. ApxuB B HEOOXOIUMBIX CITydasX OpraHu3yeT YCOBEPIICHCTBOBAHUE H
nepepadoTKy OMUCEH JelT, TOKYMEHTOB.

Y COBepIIEHCTBOBAHKE OMKCH JIEJT, JOKYMEHTOB - KOMIUIEKC pa0OT IO MOBBIIICHUIO
MH()OPMATUBHOCTH OITUCH: YTOYHEHHIO 3ar0JIOBKOB €IMHUI] XPAHCHHUS/ € TUHUI]
ydera (03 U3MEHEHHUS UX CUCTEMATU3AIMH ), COCTABICHUIO HEOOXOIMMOTO
CIIPABOYHOIO arapara K OIHUCH.

[TepepaboTka onucu aei, JOKYMEHTOB - COCTaBJIEHHE HOBOW OIMCH B3aMEH
CTapoii, He OTBeYaroIIel TpeOOBaHHUAM ITOMCKA U y4eTa apXUBHBIX JJOKYMEHTOB.
[TepepaboTka onucu BKIIOYAET: U3y4YE€HHE €ANHHIL XPaHEHHS/SMHUIL ydeTa C
MPOBEJICHUEM KCIIEPTU3bI X IIEHHOCTH, YTOYHEHHEM HX (POHIOBOM
MPUHAUIC)KHOCTH; YTOUHEHUE UM COCTABIICHUE 3ar0JIOBKOB €/IMHHII
XpaHEHHS/€AMHUIL Y4eTa; ONpeAeIeHUe WIN YTOUHEHHE X KpaifHuX JaT,
NepeCUCTEMaTH3aLUI0 SIMHUL] XPAaHEHHsI/€JMHUL] y4eTa 110 HOBOH cXeMe
crcTeMaTH3alluy U COCTaBICHHE HEOOXOJMMOT0 CIIPABOYHOTO armapara K OMHCH.
IIpu nepepaboTKe ONMUCH COCTABIAETCS NEPEBOIHAS TaOIUIA CTAPbIX U HOBBIX
apXMBHBIX MH(POB €AUHUI] XPAHEHHSI/€TUHUIL ydeTa. Y HUUTO)KEHUE CTaphIX
omucelt Jieln, JOKyMEHTOB Nocie ux nepepadoTku 3ampeniaercs. CTapble OMUCH
YUUTBIBAIOTCS 110 HOBBIM OIMCSIM Ha MPaBax OTJIEJIbHBIX €MHULL XPAHEHUS U
MOMENIAI0TCs B KOHIIE HOBOM OMMCH 3a MOCJIEAHUM HOMEPOM I10]T CBOUM
3aroJIOBKOM M ¢ oTMeTKOH "Onuck nepecocrasieHa. CMm. omNe ...".
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IyreBoauresn

5.5.2. [lyreBouTens (apXUBHBINA CIPABOYHHK, COJICPKAIIUN CBEICHHUS 00
apXMBHBIX (POHJAX apXKBa (ApXMBOB) B CUCTEMATHU3UPOBAHHOM BUJE U
MpeIHa3HAYSHHBIHN UT 03HAKOMJICHHS TI0JIH30BATEIIS C HX COCTABOM U
COJIepKaHUEM ) COCTOUT U3 ONMCATEIbHBIX CTaTeil Ha YpOBHE apXUBHOTO (oH/IA
(cm. 1. 5.4.1.) u cipaBoYHOTrO anmapara.

Bunamu myTeBOIUTENS SBIAIOTCS IYTEBOJUTENb 110 (poHIaM apXxuBa (apXUBOB);
KpaTKuil CIpaBOYHUK 1O (pOHAaM apXuBa (apXUBOB); TEMATUUYECKUN ITyTEBOIUTEIND
1o ¢oHam apxuBa (apxuBoB). [lyreBoauTenu moapa3aensoTcs Takke Ha
apXUBHBIE (BHYTPUAPXUBHBIE) U MEKapXUBHBIE.

By myreBoauTeNs 1 cxema MmoCTPOCHUSI OTIPEACIIAETCS €T0 1EIEBhIM
Ha3HAYCHHEM.

5.5.2.1. OcHOBHast YacTh MMyTEBOIUTEIA 110 (POHAM apXuBa (ApXUBOB) COCTOUT U3
OTHCaTeIbHBIX CTaTEH apXUBHBIX (POHJIOB MIIU TPYIII apXUBHBIX (OHI0B. B
MyTEBOIUTEIb M0 (POHAAM apXuBa (apXHUBOB) JOJKHBI BKIFOUATHCS CBEICHUS O
BCEX OTKPBITHIX apXUBHBIX (poHAax. HekoTopsie apXxuBHbIE POH]IBI MOTYT OBITH
MIpe/ICTaBJICHbI B BUJIE CMIMCKA HEAHHOTUPYEMBIX apXUBHBIX (DOH/IOB.

5.5.2.2. OcHOBHasl 4acTh KPaTKOTO CIIpaBOYHMKA MO (OHAAM apXuBa (apXHBOB)
COCTOUT M3 CUCTEMATU3UPOBAHHOIO MIEPEUHS ONUCATENbHBIX CTaTell Ha apXUBHbIE
(hOHIBI UK TPYIITBI APXUBHBIX (DOHIOB.

Kpartkue cripaBoOYHUKH TIOPa3/ICISIOTCS HA aHHOTHPOBAHHBIC U
HEaHHOTHpOBaHHbIC. OnHcaTeNTbHAs CTaThs B AHHOTHPOBAHHOM KPAaTKOM
CIPAaBOYHUKE COCTOUT U3 HA3BaHUS apXUBHOTO (HhOH/IA CO BCEMH
NepeuMeHOBaHUAME (HOHI000pa30BaTelIs, CIIPABOYHBIX TAHHBIX 00 apXUBHOM
(doHIIe M KpaTKOW aHHOTAIMU HA apXHUBHBIC IOKYMEHTHI 3TOTO (POHIA.
OmnwucarenbHas CTaThsl B HCAHHOTUPOBAHHOM KPAaTKOM CIIPaBOYHHUKE COCTOUT U3
Ha3BaHUs ApXUBHOTO (POH/IA ¥ CIPABOYHBIX IAHHBIX O HEM.

5.5.2.3. OcHOBHAas 9YaCTh TEMATHYECKOTO MYTEBOIUTEINS TI0 (DOHIaM apXHUBa
(apxMBOB) COCTOUT U3 CUCTEMATU3UPOBAHHOTO TIEPEYHS OMUCATENIBHBIX CTaTeH 10
OTIpeJIeIEHHOM TeMe Ha apXUBHbIE ()OH]IBI UM UX YaCTH.

5.5.2.4. B cnpaBoYHBIi anmapaT MyTeBOAUTENS II0OOTO BUAA BXOIST TUTYIbHBIN
JIUCT, coiep kaHue (OriIaBleHueE), MPEeInCcIOBUe, CIIUCOK COKPAIlleHUH,

MIPUIIOKCHU, YKA3aTCIIN. K IMMYTEBOAUTCIIKO COCTABJIACTCA o6ma;1 6I/I6J'II/IOFpa(1)I/I$I.

B MHOroTOMHBIX U3JaHUIX HYTGBOI[HTeHeﬁ COCTaBJIACTCA CHp&BO‘-IHBIfI arrmapar
KakK IJIs1 BCETO U3AaHUs B IICJIOM, TaK U JJId OTACIIBbHBIX TOMOB.

Karajgorn

5.5.3. Karanoru (Mex(oHI0BbI€ apXUBHbBIE CIPABOYHUKHU, B KOTOPBIX CBEACHUS O
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COJICpP’)KaHUU ApXUBHBIX ()OHJIOB, CIUHUI] XPAHCHHUS/CIUHUI] YI€Ta, ApXUBHBIX
JOKYMEHTOB (MJIM X YacTel) apXuBa CrpyNIIMPOBaHbI 10 peAMETaM (Temam,
OTpAaCIIsIM), PACTIOJIOKEHHBIM B COOTBETCTBUM C ONPECIICHHOU CXEMO
KJIacCCU(UKAIIUU JOKYMEHTHOU H(OpMAIINK) 00pa3yIOT CUCTEMY KaTaJIOTOB
apxuBa. CocTaB cUCTEMBI KaTaJOroOB apXHUBa ONPEIENISIETCS COCTABOM U
COJICpKAHUEM apXUBHBIX JOKYMEHTOB; HHTEHCUBHOCTBIO UX MCIOJIb30BAHUS;
CTETICHBIO pa3pad0TaHHOCTH aPXUBHBIX (DOHJIOB; HATUYHEM H KAYECTBOM JIPYTHX
TUIIOB apXUBHBIX CIPABOYHUKOB. OCHOBHBIMH B CHCTEME KaTaJOroB apXHUBa
SIBJIIFOTCS CHCTEMATHYECKUIA 1 IMEHHOMW KaTaJIOTH.

Karanoru noapasaenstorcss Ha cUCTeMaTU4YECKUE, TEMAaTHUECKUE U UX
Pa3HOBUIHOCTH (KaTajoru 10 UCTOPUU YUPEXKAECHUN, aAIMUHUCTPATUBHO-
TEPPUTOPUAIBHOTO JAENEHUS U JIp.), IPEAMETHbBIE U UX PA3HOBUIHOCTH (MMEHHO,
reorpaduueckuii, 00bEKTHBIN).

OnucarenpHasi CTaThs KaTajlora BKIIIOYAET: Ha3BaHUE apXUBa; UHIEKC; pyOpUKY U
MOPYOPUKY; ATy COOBITHS; MECTO COOBITHS; CBEJICHUS U3 apXUBHOTO JIOKYMEHTA,
€IMHHUILIBI XpaHEHUsI/€IMHULIB] yYeTa, apXUBHOTO (poHAa (ColiepKaHue); apXUBHBII
mudp; A3bIK JOKYMEHTa U CIOcO0 ero BOCIPOU3BEACHUS; (DaMUIINIO COCTaBUTENS
U JaTy COCTaBJIEHMsI OITUCATEILHOM CTaThU.

JI1g yCTaHOBIIEHUS CBSI3M MEXK]y pa3fiellaMy KaTajlora WIHA Pa3AeioB KaTajlora ¢
JPYTMMU apXUBHBIMM CIIPABOYHUKAMH MPHUMEHSIETCS] CUCTEMA OTCHUIOK.

Yka3zareau u 0030pbl

5.5.4. Yka3zarenu (apXuBHBIE CIIPABOYHUKH, MTPEACTABISIONNNA COO0H
angaBUTHBINA, CACTEMATHYECKUN WU COCTABJICHHBIN TT0 KAKOMY-JIHOO HHOMY
MIpU3HAKY [epeueHb Ha3BaHUl (HAMMEHOBAaHUI) IPEIMETOB, YIIOMUHAEMBIX B
apXMBHBIX JTOKYMEHTAX, C YKa3aHUEM HX apXUBHBIX MIU(POB) MOAPa3ACIAIOTCSA Ha
BHYTpU(OHAOBBIE, MEXK(OHIOBIE, MEXKAPXUBHbBIE, a TAK)KE HA TEMAaTUYECKUE,
npeaMeTHbIe (001IHe U CrelHallbHbIE), XPOHOIOrHYecKue. Pa3HOBUAHOCTAMU
MPEIMETHOTO YKa3aTes sIBJISIIOTCS HMEHHON U reorpauueckuil ykazaTelu.

Vkazarenn MOI'yT OBITH CAaMOCTOSITEJIbHBIMU APXUBHBIMHU CIIPABOYHUKAMU B
cucreme HCA apXrBa HJIKM BXOJUTHb B COCTAB BCIIOMOTI'ATCJIIbBHOI'O CIIPABOYHOI'O
aIrrapara K Apyrum THUIlaM apXUBHBIX CIIPABOYHUKOB.

OnucarenpHasi CTaThs yKazarens JIF000TO BUa COCTOUT U3 MPEIMETHOTO MOHATUS
(pyOpuKu) 1 apxuBHOTO MHUdDA.

B YKa3aTeje NpUMCHACTCA CUCTCMaA OTChUIOK IS YCTAHOBJICHUSA CBsI3EH MCKAY
TOXACCTBCHHBIMU IMPEAMCTHBIMU TOHATUAMU.

5.5.5. O630p5l (apXUBHBIE CIIPABOYHHUKH, BKIIIOYAIOIINE CUCTEMAaTU3UPOBAHHbIE
CBEJICHUS O COCTAaBE U COAEP)KaHUU OT/IEIbHBIX KOMIIJIEKCOB apXUBHBIX
JOKYMEHTOB, JIOTIOJIHEHHbIE UX UCTOYHUKOBEAUECKUM aHAIN30M) MOIPA3/IeNII0TCS
Ha 0030pHb! (POHJIOB U TEMATHUECKUE 0030PBbI.

0630p q)OH,[[a BKJIFOYA€T CUCTEMATU3UPOBAHHBIC CBCACHUA O COCTABC U



COJIepKaHUU apXUBHBIX JJOKYyMEHTOB OJIHOTO apXHBHOTO (OH/A.

TemaTuueckuit O630p BKJIFOYAC€T CUCTCMATU3HNPOBAHHBIC CBCACHUA O COCTABC U
COJCPIKaHNU apXHUBHBIX JOKYMCHTOB OHOTO WUJIK I'PYIIIIBI apXHUBHBIX (1)0HI[OB
OJIHOT'O MJIM HECKOJIBKUX apXHUBOB 110 OHpGI[GJIGHHOfI TEMC.

B cripaBounblif anmapar 0630pa BXOJST TUTYIbHBIN JIUCT, COJIEPIKaHUE
(ormaBiieHue), NpeIuciIoOBUE, CIUCOK COKpallleHuil, yka3zatenu. K rematuueckomy
0030py JOIKHBI OBITH COCTABIICHBI CIIMCOK (POHIOB, HH(MOPMAIIHSI O KOTOPBIX
CoJIepKUTCS B 0030pe, u bubnmuorpadus mo reme o030pa.

ABTtomatusupoBanubiii HCA

5.6. ApXuBHbIE CIIPaBOYHUKHN MOT'YT BECTHCh B ApXHBE B aBTOMaTHU3UPOBAHHOM
pexuMe, 00eCTIeUHBAIOIIEM BO3MOKHOCTH OIEPATUBHOTO U MHOTOACIIEKTHOTO
MOMCKA U MPEeACTaBIEHUS TOKYMEHTHON HHPOpMALMK (B TOM YHCIIE B PeKUME
YAQJIEHHOTO JIOCTYTIA).

NudopmanronHoe HanonHeHue apromatuzuposanHoro HCA cocrasnser
coJiep’KaHue OMUCATENbHBIX CTaThEH apXUBHBIX CIIPABOYHUKOB HA YPOBHE
apxuBHOTO GoHa (cM. 1. 5.4.1.), eTMHUIBI XpaHEHUS/€AMHULIBI ydeTa (CM. II.
5.4.2.), apxuBHOTO JJOKyMeHTa (CM. 1. 5.4.3.), a TaK)Ke KITI0UYEBhIE CI0Ba U
pPyOpUKaATOPHI.

OO6s13aTeNIbHBIMU BUJAMH KITFOUEBBIX CJIOB (TEPMUHOB, XapaKTEPU3YIOIIHUX B
0000IIIEHHOM U C)KaTOM BUJE COJIEPKaHNE ONUCATENIbHBIX CTaThel apXUBHBIX
CIIPaBOYHHMKOB) TpH BeieHnH aBToMarm3upoBanHoro HCA siBisiroTcst: "temaTuka',
"nmepconanuu", "reorpadus”. B ciryuae He0OXOAMMOCTH MOTYT CO3/1aBaThCs
Jpyrye BUbI KIIFOYEBBIX CIIOB.

PyOpukaTtopsl - cucteMaTHueCKUe U TEMATUYECKUE CXEMBI MIOHSATUHN C UHIEKCAMU
JUIS CTPYKTYPUPOBAHUS U MOMCKA JTOKYMEHTHON MHPOpPMAIIH B
aBTomaTuzupoBannoM HCA.

q)OpMI)I HCMOJb30BaAHUA APXUBHDLIX TOKYMCHTOB

5.7. OcHOBHBIE (POPMBI HCIIOJIL30BAHMSI APXUBHBIX JOKYMEHTOB (ITPEIOCTABICHUS
apXWBOM 0E3BO3ME3THO WJIM BO3ME3IHO IOJIb30BATEII0 HHOOPMAIIMOHHBIX YCIYT
Y MTHPOPMAIMOHHBIX MPOYKTOB JUIS YIOBJIETBOPEHHS €ro HH(POPMAIHOHHBIX
noTpedHOCTEeH):

I/IH(I)OpMaI.II/IOHHOe o0OecIieueHne MO0JIb30BaTeNIeii B COOTBETCTBUU C UX
3aIIpoCaMHu, a TaKK€ B MHUITUATHUBHOM IOPSAIKE;

IpeaAOCTABIICHUC APXUBHBIX JOKYMCHTOB ITOJIb30BATCIIAIM B YU TAJIbHOM
3aJIC apXUBa,

OKCITOHHUPOBAHUC APXUBHBIX NOKYMCHTOB HAa BBICTABKAX;
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WCIIOJIb30BAHNE APXUBHBIX IOKYMEHTOB B CPEACTBAaX MacCOBOM
uHpOpMaInH;

npoBeaeHue MHPOPMAITHOHHBIX MEPOTIPUATHH (BCTped ¢
00IIeCTBEHHOCTHIO, SKCKYPCHIA B apXHUBBI, IPE3EHTALNH, THEH OTKPHITHIX
JBepeil, TeKIHH, JOKIaI0B, YCTHBIX KYPHAIOB, KOH(PEPEHINUH, YPOKOB IS
CTYJEHTOB U IIKOJBHUKOB U JIp.) C UCHIOJIb30BAHUEM APXUBHBIX
JOKYMEHTOB;

MyOJIMKAIUS apXUBHBIX JOKYMEHTOB.
5.7.1. 3anpocsl, MOCTYyMNAIOIIUE B apXUBBI, MTOAPA3ACIAIOTCS Ha:

3aIpocsl O MPEJOCTaBICHUN HH(OPMAIMK IO ONIpeeIeHHON polieMe,
TeMe, COOBITHIO, (GaKTy (TeMaTHUECKHE 3arpochl). Pa3HOBUIHOCTHIO
TEMaTUYECKUX 3aIIPOCOB SBJISIOTCS OUorpaduyecKkue 3anpockl, o
KOTOPBIM YCTaHABJIMBAIOTCA CBEJCHUS, HEOOXOAUMBbIE JJISl U3yUEHUS
YKU3HU U JIeATEIbHOCTH KOHKPETHBIX JIMIL;

3arpockl O MPEIOCTABICHUU HHPOPMAIH, HEOOX0UMOM IS
YCTaHOBJIEHUS POJACTBA, POJACTBEHHBIX CBSA3€H BYX MM OoJiee JIHULL,
HCTOPUU CEMBH, poJia (TeHeaIoTHYECKUE 3aIIPOChI);

3aIpOChI, CBSI3aHHBIE C COIMATILHOM 3aIIMTON TPaK/IaH,
MpeAyCMaTPUBAIOIINE UX IEHCHOHHOE 00eCredeHHe, a TAKKe TOJTydeHHe
JIIOT U KOMIIEHCAIIMH B COOTBETCTBHU C 3aKOHOIATEILCTBOM Poccuiickoi
denepanun U MEKTyHapOAHBIME 00s13aTenbecTBaMu Poccuiickoit
denepanun (3aPOCHl COUATTLHO-TIPABOBOTO XapaKkTepa).

5.7.2. B nemsix Hacrosimux [IpaBuit HCmob3yroTCs CASAYIONINE TOHSTHS

apXuBHAas CIpaBKa - IOKyMEHT apX1Ba, COCTaBJICHHbIN Ha OJIaHKe apXuBa,
MMEIOIUHN IOPUIUYECKYIO CHUITY U COJIEPKAIINI TOKYMEHTHYIO
nH(OPMALIHIO O PEMETE 3arpoca ¢ yKazaHUEM apXUBHBIX MIU(POB U
HOMEPOB JIUCTOB €AMHUILL XPAaHEHHS TeX apXUBHBIX IOKYMEHTOB, Ha
OCHOBAaHUU KOTOPBIX OHA COCTABJICHA,

ApXUBHAA KOIIHA - JOCJIOBHO BOCITPOU3BO JAIIAA TCKCT apXUBHOI'O
AOKYMCHTA KOIIUs, C YKa3aHUCM apXUBHOI'O Hm(bpa 1 HOMCPOB JIMCTOB
CANHUIBI XpAHCHU A, 3aBEPCHHAA B YCTAHOBJICHHOM IOPSAOKE;

ApXHBHAad BBIIIMCKA - JOKYMCHT apXHUBa, COCTAaBJICHHBIH Ha OJIaHKe dpXuBa,
JOCJIIOBHO BOCHpOI/ISBOI[ﬂHII/Iﬁ 4JacCTb TCKCTA apXUBHOI'O JOKYMCHTA,
OTHOCSIIUMCS K OMpCACIICHHOMY (1)aKTy, CO6BITI/IIO, Jjmnay, ¢ YyKa3aHUuem
APXHUBHOT'O MH(bpa U HOMCPOB JIMCTOB €ANHUIIBI XPAHCHUA

WHGOPMAIIMOHHOE MMHUCHMO - IIUCHMO, COCTABIICHHOE HA OJIaHKE apXuBa 10
3aIrpocy MOJIB30BATENsl WM 110 WHUIIMATUBE apXUBa, COJIeprKaIlee
WHGOPMAIIHIO O XPAHSIIUXCS B apXUBE apPXUBHBIX JOKYMEHTaX IO
OTIpeNIeTICHHON TTpobIeMe, TeMe;

TEMaTUYECKUMN NEpCUCHb AapXHUBHBIX JOKYMCHTOB - CHCTCMaTHSHpOBaHHLIﬁ
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KpaTKUH WM AaHHOTUPOBAHHBIN [1E€PEYEHB 3ar0JIOBKOB APXUBHBIX
JOKYMEHTOB, €JMHUIL] XpAaHEHUS/IMHUI] YUEeTa [0 ONPEICTICHHOHN TeMe, ¢
yKa3aHHEeM UX JaT ¥ apXUBHBIX MIU(PPOB, COCTABICHHBIN MO 3aIIPOCY
[10JIb30BATEIIS WIM 110 UHULIMATUBE APXUBA;

TeMaTU4ecKas Mo00pKa KOMUI apXUBHBIX JOKYMEHTOB -
CI/ICTeMaTI/I?;I/IpOBaHHHﬁ KOMIIIEKT KO APXHWBHBIX JOKYMCHTOB UJIKM UX
4acTel Mo ONPEIEIEHHON TEME, MOATOTOBIEHHBINA apXUBOM 10 3aIIPOCY
IIOJIB30BATECJIA WM 110 MHUIHUATHUBE apXnBa. Tematnmueckas H01160p1<a
BKJIIOYACT TI/ITYJII)HHﬁ JIUCT, TEeMaTHYEeCKHI MEpCUCHb apXHUBHBIX
JOKYMEHTOB U, IPU HEOOXOAUMOCTH, UCTOPUUECKYIO CIIPABKY 10 TEME;

TEMaTHYECKUI 0030p apXMBHBIX TIOKYMEHTOB - CM. II. 5.5.5.

HOpﬂ)IOK HCIIOJTHCHUS 3alIPpOCOB noJjib30BaTeJei

5.8. 3ampoc noap30BaTeNs pacCMaTPUBACTCS U UCTIOTHSIETCS] apXUBOM TMPHU
HAJIMYHMH B 3alIpOCe HANMEHOBAHHS FOPUANYECKOTO JIUTa (15 TPayKaaH -
(hamMuIMK, UMEHHU U 0TYECTBA), IOYTOBOTO H/WIIM AIIEKTPOHHOTO ajipeca
MOJIL30BATENS, YKa3aHUS TEMBI (BOIIPOCa), XPOHOJIOTHH 3aIlpalIiBaeMOi
nHpopManuu.

3anpoc noib30BaTelNs pACCMaTPUBAETCSI PYKOBOJCTBOM apXuBa WIH
YIIOJTHOMOYEHHBIM JIOJKHOCTHBIM JIMLOM (JIMI[aMK), HalpaBJIsieTcs Ha
WCIIOJIHEHUE B COOTBETCTBYIOUINE MOPa3/ICICHHSI WU HETIOCPEICTBEHHO
WCIIOJIHUTEIIO U UCTIOJIHSAETCS 0 apXUBHBIM TIOKYMEHTaM W/WIIH NE€YaTHBIM
W3JIaHUSM, OTHOCSIIIIUMCS K IIPEeIMETY 3aIpoca.

3anpoc, He OTHOCSIIUNCS K COCTaBY XPaHSIIUXCS B apXUBE apXUBHBIX
JOKYMEHTOB, B T€UEHHUE 5 HEH ¢ MOMEHTA €ro perucTpaluy HarpaBiseTcs B
JPYroi apXuB WIK OPraHU3aIUIO, TJ€ XPAHATCA HEOOXOIUMbIE apXUBHBIE
JOKYMEHTBI, C YBEIOMJIEHHEM 00 3TOM MOJIb30BaTeNsl, WM MOJIb30BATENIO 1aeTCs
COOTBETCTBYIOIIAs] PEKOMEHIAITHSI.

[Ipu nocTynieHuu B apXuB UHTEPHET-00palleHus (3ampoca) MoIb30BaTes C
yKa3zaHUEM ajipeca JeKTPOHHO MOYTHI H/UIIM IOYTOBOTO a/ipeca, eMy
HaIpaBJIAETCs YBEIOMIICHHE O MpHeMe 0OpalieHus (3amnpoca) K pacCMOTPEHUIO
WJIM MOTHUBUPOBAHHBIN OTKa3 B paccMOTpeHHH. [IpuHATOE K pacCMOTpEHUIO
oOpailieHue (3ampoc) pacrneyaTbiBaeTcs U B AaibHeieM padoTa ¢ HUM BEAETCS B
YCTaHOBJICHHOM HOPSIKE.

OTBeT Ha 3ampoc MoJIb30BaATENS 1a€TCs Ha rOCYAapCTBEHHOM si3bike Poccuiickoii
denepauuu.

ApXHB OCYIIECTBIISIET IPUEM TPaKIaH B IPUEMHOI MITH CTOJIE CIIPABOK U BEJIET UX
y4eT 10 YCTaHOBJIEHHOU opme. PyKOBOICTBO apXuBa HECET TMYHYIO
OTBETCTBEHHOCTb 3@ OPraHU3ALUIO IPUEMA U PACCMOTPEHUS 3alIPOCOB TPakJIaH.

5.8.1. TemaTndeckuii 3an1poc roCy1apCTBEHHOTO OpraHa WA Opraia MeCTHOTO
CaMOYIpaBJICHHsI, CBA3aHHBIN C UCIIOJHEHUEM UMHU CBOUX (DYHKIIMH, apXUB



paccMaTrpuBaeT B IEPBOOYEPEIHOM MOPSIKE B YCTAHOBICHHBIC
3aKOHOJIATEIILCTBOM JINOO B COTIIACOBAHHBIE C HUMHU CPOKH. VICTIOJHEHHE TaKoTo
3arpoca OCYIIECTBIISIETCS] Ha 0€3BO3ME3IHOM OCHOBE.

HcnoHeHne TEeMAaTHYECKOTO 3aIpoca OpraHu3aluy WK TPaXTaHUHA
OpraHu3ycCTCs B MOPAAKE OKa3aHUS IIATHBIX YCIIYT (B TOM YHCJIC HA OCHOBEC
noroBopa) uiu 6e3Bo3Me3aH0. CPOKH U CTOUMOCTH PabOT 10 UCTIOTHEHHIO
YKa3aHHOTO 3ampoca B IPeABAPUTEITHLHOM TOPSIIKE COTJIACOBBIBAIOTCS C
MOJIb30BATEIIEM.

[Tpu HeoOXomuMOCTH TPOBENCHNUS 00BEMHOM PabOTHI 1O MMOMCKY M KOTIMPOBAHUIO
ApPXUBHBIX JJOKYMEHTOB apXUB IIMCBMEHHO M3BEIIACT I10JIb30BATENS O
MIPOMEXYTOUHBIX pe3yabTaTax padoTsl. Bua nHGpopMaliMoHHOrO TOKyMEHTa,
ITOATrOTaBIMBAEMOI0 APXUBOM II0 3aIIPOCY MOJIB30BATENSA, COTJIACOBBIBACTCS C HUM,
eciu 00 3TOM He yKa3aHO B 3aIpoce.

5.8.2. T'eneanoruyeckuii 3arpoc NoJab30BaTENsl AapXUB UCIIOJIHSAET B OPSAIKE
OKa3aHHUs IUIATHBIX YCIYT (B TOM YMCJIE Ha OCHOBE I0r0BOpa). YKa3aHHBIH 3ampoc
MOXKCET UCHOJHATHCA KaK B OTHOIICHWHU 3asABUTCIIA, TaK U B YCTAHOBJICHHOM
MOPpSAAKE B OTHOIICHWHN APYTUX JIUII.

Nudopmanus nonp3oBaresto npeacTanisiercs B popme poJoCIOBHOIO ApeEBa,
reHeaornYecKoi poCucH, FreHealoTHUeCKOM TaOInIIbl UM apXUBHBIX CIIPaBOK,
APXUBHBIX BBITTUCOK, KOMTUH apXUBHBIX JIOKYMEHTOB, YCTaHABIMBAIOIIAX
poacTBeHHbIe CBsI3U. [Ipu OTCYTCTBUU BO3MOKHOCTEH 10 UCTIOTHEHUIO
reHealoTHYeCKUX 3alPOCOB apXUB PEKOMEH IYET MOJIb30BATENI0 IPOBOINUTH
CaMOCTOSITENIbHBIN MMOUCK HHTEpPECYIOlIel ero NHPOpMaIK FreHeaIoTHYECKOTO
XapakTepa B UNTaIbHOM 3aJIe apXHBa.

5.8.3. 3anpoc conUaIbHO-MPABOBOIO XapaKTepa UCIOIHSAETCS apXUBOM
0€3BO3ME3IHO.

Cpok UCTOJHEHHUS 3apoca COIMAIbHO-IIPABOBOTO XapaKTepa B apXUBE HE JI0JIKEH
npessbimath 30 qHEH ¢ MOMEHTa peructpanuu 3amnpoca. C pazpenieHus
PYKOBOJICTBA apXHBa 3TOT CPOK MOXKET OBITh IPH HEOOXOIMMOCTH MPOIEH, C
00s3aTeNbHBIM YBEIOMIICHHEM 00 3TOM MoJib30Batest. CpoK MCHOTHEHHS 3ampoca
o HCA apxwuBa - He 6osee 15 gHei ¢ MOMEHTA ero perucTparyH.

HpI/I HCIIOJIHCHHUH ITOBTOPHOI'O 3aIllpOCa COIUAIIbHO-IIPABOBOI'O XapaKTepa UIIN
COCTaBJICHHUMU IIO0 npocs6e IIOJIB30BAaTCJIA apXHBHOﬁ CIIpaBKH, aHAJIOTUYHOMU paHec
BLIﬂaHHOﬁ, ApXUB IIPOBEPACT COOTBECTCTBUC CBe,Z[eHI/II‘/'I, BKIIFOUCHHBIX B 3TY
CIIpaBKy, TECM, KOTOPBIC UMCIOTCA B apXUBHBIX JOKYMCHTAX, U B CJIIy4dC
O6H3py>KeHI/ISI JOITIOJIHUTCIBHBIX CBeﬂeHHﬁ, BKJIFOYACT UX B IIOBTOPHO
BblIaBACMYIO ApXHUBHYIO CIIPABKY.

OdopmiieHHe apXHBHBIX CIIPABOK, APXMBHBIX BHINHMCOK U APXUBHBIX KONUI

5.9. ApxuBHas cIpaBKa U apXUBHAs BBIITUCKA COCTABISAIOTCS ¢ 0003HAUCHHEM
Ha3BaHUs MH(POPMAIIMOHHOTO JOKyMeHTa "ApxuBHas crpaBka", "ApXuBHas
BbINIUCKA".
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5.9.1. Tekcr B apxuBHO¥# cripaBke (mpuiioxeHue Ne 13) naercs B
XPOHOJIOTUYECKOH MOCIIEA0BATEILHOCTH COOBITUH C YKa3aHUEM BUIOB apXUBHBIX
JOKYMEHTOB M UX JaT. B apXuBHOH cripaBKe JIOMyCKAaeTCsl MUTUPOBAHUE apXUBHBIX
JOKYMEHTOB.

HecoBnazneHnue oTienbHbIX JaHHBIX APXUBHBIX JOKYMEHTOB CO CBEJCHUSIMM,
U3JI0’KEHHBIMU B 3aIIPOCE, HE SBJISIETCS MPENSTCTBUEM ISl BKIIOUYEHUS UX B
apXMBHYIO CIIPAaBKY IIPU YCJIOBUH, €CJIU COBIIAJICHUE BCEX OCTAJIbHBIX CBEACHUN HE
BBI3bIBAET COMHEHUH B TOKJIECTBEHHOCTH JIUIIA WK (PAKTOB, O KOTOPBIX
TOBOPHUTCS B apXUBHBIX JJOKyMEHTaX. B apXuBHOH cripaBKe 3TH J1aHHBIE
BOCITPOM3BOJIATCS TAaK, KAK OHU U3JIO’KEHBI B apXUBHBIX JJOKYMEHTAX, a
pPacxosK/IeHUs, HECOBIIAJICHUS! U HETOUHbIE Ha3BaHUsI, OTCYTCTBHUE UMEHH,
OTYECTBA, MHULIMAJIOB, WM HAJIMYUE OJJHOTO U3 HUX OTOBAPUBAIOTCS B TEKCTE
cnpaBku B ckoOkax ("Tak B nokymente", "Tak B TekcTe opurunana').

Caenenus o pabote, yuebe B HECKOJIBKMX OPraHU3aLUAX, YI€OHBIX 3aBEICHUIX
BKJIFOYAIOTCA B OJIHY apXUBHYIO CIIPABKY.

B npumedaHusax no TeKCTy apXUBHOM CIIpaBKH OTOBapUBAIOTCS HEPA30OPUHBO
HaIlMCAHHbIE, UCIIPABJICHHBIE ABTOPOM, HE MOIAIOIIHNECS IPOYTEHUIO BCIIEACTBUE
MOBPEXKJICHUs TekcTa opuruHana mecra ("Tak B Tekcre opurunana', "B tekcre
Hepa30opuuBo").

B tekcTe apXuBHOM CIIpaBKU HE JIOITYCKAKOTCSI N3MEHEHM !, NCTIPABIICHHUS,
KOMMEHTapHUH, COOCTBEHHBIE BBIBO/IbI UCIIOJIHUTENS 110 COJEPIKAHUIO apXUBHBIX
JOKYMEHTOB, HA OCHOBAHUH KOTOPBIX COCTABJICHA apXMUBHAs CIIPABKA.

B koHI11e apXUBHOM cripaBKU MPUBOIATCS apXUBHBIE IIH(PPHI U HOMEpa JIUCTOB
€IMHUILl XpaHEHUS apXUBHBIX JTOKYMEHTOB, [T€YaTHbIC U3AAHUS,
KCTOJI30BABIINECA JIJI1 COCTABJICHUSI apXUBHOM CIIpaBKU. B TekcTe apXuBHOU
CIPaBKH JI0IYCKAETCsl MPOCTaBJICHUE apXUBHBIX HIU(PPOB U HOMEPOB JTUCTOB
€IMHUILl XpaHEHUS apXUBHBIX JJOKYMEHTOB Cpa3y MOCJIe U3JI0KEHUS KaxXI0TO
(hakTa HiIM COOBITHSA.

B apxuBHO#i cipaBke, 00beM KOTOPOI MPEBBIIACT OJUH JIUCT, JTUCThI JOJIKHBI
OBITH IPOIIUTHI, IPOHYMEPOBAHBI U CKPEIJICHBI [1€4aThI0 apXuBa (1Jis
MYHHIIMIIAIEHOTO apXKBa, HE SIBJISIONIETOCS IOPUINUYECKUM JTUIOM, - [I€YaThIO
OopraHa MECTHOTO CaMOYITPaBJICHU).

ApxuBHas crpaBKa, IpeJHa3HaYeHHAas ISl HCIOJIb30BaHUs Ha TEPPUTOPUH
Poccuiickoit @enepannu, NOIMHUCHIBACTCS PyKOBOJCTBOM apXUBa, U 3aBEPSACTCS
MeyaThio apXuBa (U1l MyHUIUITATBHOTO apXHBa, HE SBISIOIIETOCS IOPUANICCKUM
JIMIIOM, - TIeYaThl0 OpraHa MECTHOTO CaMOYIpaBJICHHsI). ApXUBHAs CIIPaBKa,
npeHa3HaueHHAs JUIs HAlpaBlIeHUs 32 PyOeK, TOAMUCHIBACTCS PYKOBOACTBOM
apxMBa U 3aBepsieTcs repOOBO MevyaThio (1151 MyHULIMIIAIBHOTO apXUBa, He
SBJISIOLIETOCS FOPUINUYECKUM JIMIOM, - [I€4aThI0 OpraHa MECTHOTO
CaMOYIPABIICHHUS).

[Tpu HEO6XO0IMMOCTH K apXHUBHOM CIIpaBKe MPUJIararoTcs KOMUU apXUBHBIX
JOKYMEHTOB WJIN BBIIIMCKHU U3 HUX, MIOATBEPKAAIOIINE CBEACHUS, N3JI0’KEHHBIE B
apXUBHOH CIIpaBKe.
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ApXuBHBIE CIIPAaBKH, HAIIPaBJIIEMbIE B TOCYAApPCTBA, Noanucasine ["aarckyro
KOHBEHIIHIO 1961 T., B COOTBETCTBUU C KOTOPOI HE TpeOyeTCss KOHCYIbCKast
aeranu3anus o(UIHATbHBIX JOKYMEHTOB, 3aBEPSIOTCS IPOCTABICHUEM U
3al0JHEHUEM CIEMAJIbHOrO 1Tamna - "anoctuwis". Ha apXuBHBIX clipaBKax
MIPOCTABJICTCS U 3aNOJTHICTCS HAUISKAIUM 00pa3oM aloCTHIIb PYKOBOJCTBOM
BBIIIIECTOSIIETO YIOJHOMOYEHHOTO OpraHa UCIOJIHUTEIBHOM BIacTu B cepe
apXMBHOTO Jiea. AIIOCTHIIb HE MPOCTABJIETCS HA apXUBHBIX CIIPABKaXx,
IpeHa3HaYEHHBIX JUIsl HAIPaBJIEHUs B TOCYAapCTBa, C KOTOpbIMU Poccuiickas
Oenepanus 3aKkinounia J[oroBopel 0 MpaBoBOM NOMOIIM U TPABOBBIX OTHOIICHUSX
10 TPaKJAHCKUM, CEMEMHBIM U YTOJIOBHBIM JIEJIaM, a TaK)XXe B rocyapcrBa-
yuactauku CHI', monnucaBmue Cornamenue o npuHounax u gpopmax
B3aMMO/ICHCTBHSI B 00JIACTH MCIIOJIB30BAHMS ApXUBHON HH(POPMAIIH, I C
KOTOPBIMH UMEIOTCS IBYCTOPOHHUE COTJIAIIEHUS O COTPYAHUYECTBE.

[Ipu oTCYTCTBUM B apXUBE apXUBHBIX TOKYMEHTOB, HEOOXOAUMBIX IS
UCIIOJIHEHUS 3a1poca, Ha OJIaHKEe apXUBa COCTaBIISIETCS OTBET, IOATBEPIKIAOIIUN
HEMOJIHOTY COCTaBa apXUBHBIX JJOKYMEHTOB 110 TeMe 3arpoca. [lpu
HE0OXO0IMMOCTH OTBET MOKET OBITh 3aBEpEeH repO0BOIi MeYaThio.

B cnyyae nokymMeHTaIbHO MOATBEPKACHHBIX ()aKTOB yTpaThl apXUBHBIX
JOKYMEHTOB, COJIEpKAINX 3aMpPalIiBAEMbIe CBEICHHUS, aDXUB BBLAAET CIIPABKY 10
JAaHHOMY BOIIPOCY, IPU HEOOXOAUMOCTH 3aBEPEHHYIO IeYaThIO apXUBa.

5.9.2. B apXuBHOH BBIMCKE Ha3BaHNUE apXUBHOTO JOKYMEHTA, €Er0 HOMEp M J1aTa
BOCIIPOU3BOJIATCS MOJHOCTHIO. M3BII€UEHUSIMH U3 TEKCTOB apXUBHBIX JIOKYMEHTOB
JIOJKHBI OBITh MCUEpPIIaHbI BCE MMEIOIMECS JaHHbIE 110 3anpocy. Hauano u koHen
Ka)KJOTO U3BJICUCHUS, a TAKXKE IPOIYCKU B TEKCTE apXMBHOIO TOKYMEHTa
OTJEJIBHBIX CJIOB 0003HAYAIOTCS MHOTOTOUUEM.

B npumedaHusix kK TEKCTy apXUBHOM BBITIMCKHU JEIAIOTCS COOTBETCTBYIOIIHE
OTOBOPKH O YaCTAX TEKCTa OPUTHHAJIA, HEPA30OPUMBO HAITMCAHHBIX,
WCIIPaBJICHHBIX aBTOPOM, HE IO IAFOIINXCS TPOYTCHUIO BCIICACTBUE TIOBPEKICHUS
TekcTa u T.J1. OTAeNbHBIE CIOBA U BRIPAXKCHUS OPUTHHAIIA, BHI3BIBAIOIINE
COMHEHHMS B MX TOYHOCTH, OTOBapHBaIOTCS cjoBaMH "Tak B TEKCTE opuruHaia',
"Tak B nokymenTte". Ilocie TekcTa apXUBHOM BBIIIMCKU YKA3bIBAKOTCS apXUBHBIN
mudp ¥ HoOMEpa JUCTOB SIUHUIIBI XPAaHECHUS ApXUBHOTO JOKYMEHTA.

AYTGHTI/ILIHOCTB BBIJTAHHBIX I10 3aIIpOCaM apXUBHBIX BBIIIUCOK YAOCTOBCPIACTCS
NOANHMCHIO PYKOBOAUTEIIS apXHBa WX YIIOJITHOMOYCHHOTO JOJKHOCTHOTO JIMIAa U
IICYaTbIO apXrBa (I[J'IH MYHUIIUIIAJIBHOT'O apXHBa, HE ABJIAOIICTOCA FOPUIUICCKUM
JIMIOM, - II€YAaTbXO OpraHa MCCTHOI'O CaMOYHpaBHCHI/Iﬂ).

5.9.3. Ha 060poTe Ka)Ka0To JUCTa apXUBHOM KOIUH MPOCTABIIAIOTCS apXUBHbIE
mu@pel 1 HOMepa JIMCTOB €IMHUI] XpaHEHUsl apXUBHOTO JIOKyMeHTa. Bee mucTsl
apXMBHOM KOIMHU CKPEIUIAIOTCS U HA MECTE CKPEIUICHUS 3aBEPSIOTCS MEYATHIO
apxuBa U MOJIHUCHIO €70 PYKOBOIUTEIS UIH YIIOJHOMOYEHHOTO JOKHOCTHOTO
nuna. ApXMBHas KONMs, IpeAHa3HaueHHas JJIs HallpaBIeHUs 3a pyOex,
3aBepsieTcs repOooBOi eyaThio U MOANUCHI0O PYKOBOIUTENS apXHBa.

5.10. ApxuBHas cripaBka (nmpusoxenue Ne 13), apxuBHasi BBIITUCKA, apXUBHAs
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KOIIHA U OTBCTHI HA 3aIIPOCHI BBICBIIAOTCS IO MMOYTC MPOCTBIMU IMMCbMaMU.

ApxuBHAas CIIpaBKa, apXUBHAs BBINKUCKA U apXUBHASI KOS, IIPEIHa3HAYCHHbBIE IS
HampaBJIeHUs B TocynapcTBa-ydactauku CHI, BKITtO9ast OTBETHI 00 OTCYTCTBUH
3amnpaliuBaeMbIX CBEJCHUM, BBICHUIAIOTCS apXMBOM HEMOCPEJICTBEHHO B aJpeca
3asIBUTECIICH.

ApxuBHas CIpaBKa, ApXMBHAS BBINMCKA U ApXUBHAS KONMS, TPEIHA3HAYEHHBIE JUIs
HaIpaBJIEeHUs B TOCYJapcTBa, He sBisitomuecs yuactaukamu CHI', Brimrouast
OTBETHI 00 OTCYTCTBHH 3aIPAIIUBACMBIX CBEJCHHI, 0()OPMIISIOTCS U BMECTE C
3ampocaMu (aHKETaMH, TMYHBIMH 3asBJICHUSIMH U T.I1.) HAPABJISIFOTCSL apXUBOM B
COOTBETCTBYIOIIHH (efiepaabHbIi OpraH UCIOJHUTEIHHON BIACTH B
YCTaHOBJIEHHOM TMOPSIIKE.

ApxuBHas CIpaBKa, ApXUBHAs BBINKCKA U ApXUBHAS KOMUS B CIIy4ae JUYHOTO
oOpaleHus rpakJaHuHa UIH €T0 JIOBEPEHHOTO JIMIIA B apXUB BBIJAIOTCSA €MY 1101
pacluCKy NpH MPEIbSABICHUN MTACTIOPTA I HHOTO YJIOCTOBEPSIOIIETO
JIOKYMEHTA; JOBEPEHHOMY JIMIY - TPU NPEABSABICHUHN JOBEPEHHOCTH,
0(hOpMIIEHHOH B yCTaHOBIIEHHOM Topsizike. [losyuarens apXuBHOM CIIpaBKU U
ApPXWBHOM BBIIMMUCKHU PACTIMCHIBACTCS HA UX KOTMUSX WM HA 000pOTe
COIMPOBOJIUTEIBLHOTO MUChMA K HUM, YKa3bIBas ATy UX MOJTYyYCHHUS.

3aBepeHHas alloCTUIIEM apXUBHAs CIIPABKa, apXUBHAs BBIITMCKA U apXUBHAS KON
B Ciy4ae JJMYHOTo oOpallleHus IpaX/IaHuHA WK €r0 JOBEPEHHOIO JIUIA B ApXUB
BBIJIAETCS €My Ha PYKHU MPH NPEAbSIBICHUN KBUTAHIIMHU 00 yIuiate
rOCyapCTBEHHOMU MOLIJIMHBI 33 IPOCTABJICHNE allOCTHUIIA.

Bo3Bpaiienne nNoJVINHHUKOB APXUBHBIX IOKYMEHTOB

5.11. I1o nMChbMEHHBIM 3asiBIICHUSIM C Pa3pelICHUsI PYKOBOJIUTENS apXUBA
peabuUIUTHPOBAHHBIC JIMIIA U UX HACIETHUKNA UMEIOT MPaBO Ha MOIy4YeHUE
MOJIMHHUKOB COXPAaHUBIIUXCS B MIPEKPAILIEHHBIX YTOJOBHBIX U
aJIMMHHUCTPATUBHBIX, a TAaKXKe PUIbTPALIMOHHO-TIPOBEPOYHBIX JeNIaX apXUBHBIX
JOKYMEHTOB TBOPYECKOIO XapakTepa - pykomnucei, pororpaduii, mucem u Ipyrux
JUYHBIX JOKYMEHTOB (32 UCKJIFOUEHUEM MacIOPTOB, BOCHHBIX OUJIECTOB,
CIIY’>K€OHBIX yIOCTOBEPEHHI U JPYTrUX apXUBHBIX TOKYMEHTOB O(PHUIIHATEHOTO
MIPOUCXOKICHHUS).

ITo nUCEMEHHBIM 3asIBICHUSIM C Pa3pCUICHUIO PYKOBOAUTCIIA ApXHBaA I'PAKIAHC
HUMCIOT IIPABO Ha MOJYYCHUC COXPAHHUBIINXCA B apXUBC ITOJAJIMHHUKOB
COOCTBEHHBIX TPYAOBBIX KHUKCK.

C u3bIMaeMbIX APXHUBHBIX JOKYMCHTOB ACJIAOTCA KOIINH, KOTOPBIC HpI/I06H_IaIOTC}I
K nenam. M3baTue APXHUBHBIX JOKYMCHTOB, a TAKKC UX 3dMCHA Ha KOIINU
OTPAKAKOTCA B JIMCTAX-3aBCPUTCIIAX OCJI, B OIMMCAX ACII, JOKYMCHTOB.

BOSBpaH_IeHI/IC APXHUBHBIX JOKYMCHTOB OCI)OpMJ'IHeTCH aKTOM 00 M3BATHH U3 Ac
YKa3aHHBIX TOKYMCHTOB. AxT 1 ApYrue J0KyMCEHTbI, Ha OCHOBAaHUH KOTOPBIX
MPOU3BCACHO BO3BPALICHHUC AapXHUBHBIX JOKYMCHTOB, U pACIIMCKAa JIUIIA,
MOJIYYHUBLICTO UX Ha PYKH, BKIIFOYAKOTCA B JACIIO (bOH,Z[a.
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Oﬁcnymmsaﬂue MoJIb30BaTejieil B YUTAJILHOM 3aJie

5.12. [1na oOcity>KuBaHUs M0JIb30BaTelNei B apXuBax JACHCTBYIOT YATAIBHBIN 347,
MIPOCMOTPOBBIN 3aJ1, KOMHATA MPOCTYIINBAHUS (POHOJJOKYMEHTOB CO CIIEUAIbHBIM
o0opynoBaHueM Ui paboT ¢ MUKPOKOITUSIMHU apXUBHBIX JOKYMEHTOB,
ayJMOBH3YaJIbHBIMU H JIEKTPOHHBIMHU JTOKyMeHTaMH. [Ipu oTcyTcTBHM
CIIEIMATIbHO BBIICJIEHHOTO MOMEIEHHs 00CITy>KHBaHHE MOJIb30BaTeIeh
MPOU3BOAUTCS B paboueii KOMHATE apXHBa IM0JT KOHTPOJIEM COTPYIHHKA apXUBa.

[Topsitox paboTHI OJIB30BATENICH C APXUBHBIMU JOKYMEHTAMH B YUTAIEHOM 3aJI¢
apXuBa, UX TpaBa U 003aHHOCTH OTNPEEIISIFOTCS TTPaBUIIaMU PaOOThI
MOJIb30BaTENEH B YATAJIBHBIX 3a1aX apxuBoB Poccuiickoit @enepanuu,
YTBEPKTAEMBIMH CTIECIIHATBHO YIIOJHOMOYEHHBIM (heJIepalibHBIM OPraHOM
WCTIOJTHUTENBHON BJIACTH B c(pepe apXuBHOTO jienia. ApXUB 0053aH 03HAKOMUTH
MOJIb30BaTEINEH ¢ ATUMU ITpaBujiaMu. McXosl 13 KOHKPETHBIX BO3MOKHOCTEMN
00CITy>)KMBaHUS TTOJIH30BATENCH, ApXUB MOKET YCTaHABIUBATH 0YEPETHOCTh U
BpeMsI MOCEIICHHUS] UMH YATAJIBHOTO 3aJIa.

B cnyqaﬂx XUICHUS NJIN HOBpe)K,ZleHI/IH I10JIB30BAaTCIIEM apXI/IBHI)IX }IOKyMeHTOB,
TEXHUYECKOTO 000PYJIOBaHUS U UMYIIIECTBA apXUB 00paIIaeTcs ¢
COOTBCTCTBy}OHH/IM 3a4ABJICHHUECM B opraH BHYTpeHHI/IX OCJI I10 MeCTy
PacMoJIOKEeHUsI apXUBa, IPUHUMAET JIpyrhe Mepbl K BO3ZMEIICHHIO yiepoa B
COOTBETCTBHUH C 3aKOHOJaTeNbCTBOM Poccuiickoit denepannm.

5.13. Ilo 3aka3zam moyib30BaTeNei, C y4eTOM TEXHUYECKUX BO3MOKHOCTEH apXuBa,
M3TOTABJIMBAIOTCS KOMUU apXUBHBIX JIOKYMEHTOB: KCEPOKOINH, MUKPOKOIINH,
(dhoTOOTHEUATKH, KHHOKOIIMH, BUIEOKOIUH, KOTTUHA (POHOJJOKYMEHTOB, a TAaKkKe
KOIUU Ha 3JEKTPOHHBIX HOCUTEIISX.

He npousBoauTcs konmupoBaHue JOKyMEeHTOB ApxuBHOTO (hoHIa Poccuiickoit
®denepanyiu, HAXOIAIIMXCS B HEYJOBJIETBOPUTEIHHOM (DPHU3HUUECKOM COCTOSIHUH.

KomnupoBaHnue apXuBHBIX JOKYMEHTOB OI'PaHUYEHHOTO J0OCTYNa (CEeKPETHBIX U
coJiepKaliux KOH(GUICHINAIBHYIO0 HH(OPMALIHIO) TPOU3BOIUTCS B
YCTaHOBJICHHOM HOPSIKE.

HOpH,Z[OK BBIIIOJIHCHHUS 3daKa30B HAa KOIIUPOBAHHC, B TOM YHCJIC 00BEMBI
KOIIMPOBAHUS apXHUBHBIX NOKYMCHTOB, HeOHY6J'II/IKOBaHHHX onucem pI(SA)
AOKYMCHTOB, APYIrUX apXUBHbBIX CIIPABOYHO-TIOUCKOBBIX CPCIACTB U 0a3 JaHHBbIX,
CTOMMOCTDH U3TOTOBJICHUS KOITMHA 1 MOPAI0K paCuCTOB 3a UX U3TOTOBJICHUC
OMpCACIIIFOTCA PYKOBOACTBOM apXHUBa.

Ha xonuu apxuBHOTO JOKyMEHTa, NU3TOTOBJIEHHOM 110 3aKa3y MOJIb30BaTelNsl, apXUB
yKa3bIBaeT apXUBHBINA HIM(P U HOMEpaA JUCTOB €UHULIBI XPAHEHUS! apXUBHOTO
nokymeHrTa. [Ipu oopmiieHNH KONTMK pacCeKpeueHHOTIo apXUBHOTO JOKYMEHTa Ha
JIMLEBOM CTOPOHE B IPABOM BEPXHEM YIJIy IEPBOTO U MOCIEAHETO JIMCTA KOIIMH
npocTtasisiercs mramn "Paccekpedeno". I1pyn He0OX0AUMOCTH AaHHBIN IITAMIT
IIPOCTABJIISAETCS HA JMIEBOW CTOPOHE BCEX JIUCTOB KOIUU PACCEKPEUEHHOTO
apXMBHOTO JIOKyMEHTA.



Konuu apxuBHBIX TOKYMEHTOB BBIAAKOTCS IIOJIB30BATENAM, UX JOBEPEHHBIM JINLIAM
WA MOTYT OBITH BBICIIAHBI TI0 YKAa3aHHBIM aJpPECaM.

VY4eT 3aka30B Ha KOITUPOBAHUE BEIETCS HA OyMa)XHOM HOCHUTEJIC HJIH B
aBTOMATH3UPOBAHHOU (hopMme.

HNHunuatuBHOE uml)opMupOBa}me noJans3oBarteseii. IloaroroBka BLICTABOK U
HY6JII/IKaIII/II7I APXUBHBLIX JOKYMECHTOB

5.14. aunuatvBHOE MHPOPMUPOBAHUE TOCYAAPCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYITPaBJICHUS, OpraHU3ai U Ipa)</1aH OCYILECTBISAETCS yTeEM
HaIpaBJIEHUs UM UHPOPMAIIUOHHBIX TUCEM UJTU IPYrUX UH(POPMALMOHHBIX
JOKYMEHTOB.

5.15. ApxuB opraHu3yeTr NOATOTOBKY U IPOBEJICHUE BBICTABOK apPXUBHBIX
JOKYMEHTOB CAMOCTOSITEJILHO UJIM COBMECTHO C JPYTUMU apXUBaMU U
OpraHu3ausIMu.

JJ1 MOATOTOBKH BBICTAaBKU apXUBHBIX JOKYMEHTOB pa3padaThIBatOTCs
TeMaTUYeCKU IJ1aH (KOHUENIH) U TEMaTUKO-3KCIIO3ULIMOHHBIN T1aH. Ha ocHoBe
TEMaTHUYECKOI0 TJIaHa TPOBOAUTCS BBISIBJICHHE U OTOOP apXUBHBIX JTOKYMEHTOB,
MJUTFOCTPATUBHBIX U MHBIX MATEPUAJIOB. B TEMaTHKO-3KCIIO3UIIMOHHBIN IIJIaH
BKJIIOUAETCS] aHHOTHPOBAHHBIN IepeueHb 0TOOPAaHHBIX JUIsl SKCTIOHUPOBAHUS
apXMBHBIX JOKYMEHTOB, HJUIFOCTPATUBHBIX M UHBIX MaTCPUANIOB,
CHUCTEMATU3UPOBAHHBIX B COOTBETCTBHH C Pa3/eIaMH BBICTABKH C YKa3aHUEM MX
pa3MepoB M MOpsAKa pa3MEIeHHs] Ha CTeHAax WIKM B BUTpUHaX. Bce oToOpaHHbIe
JUIA DKCIIOHUPOBAHUS apXUBHBIE JOKYMEHTBI U APYrUe MaTepuasbl aHHOTUPYIOTCSL.
K nHOSA3BIYHBIM MaTepuasiaM pu HeOOXOAUMOCTHU AETCs EPEBO WIIH
pa3BepHyTas aHHOTALUS CONCPIKAHMUS.

OTBETCTBEHHBIMH 32 COXPAaHHOCTDb apXHUBHBIX JOKYMCHTOB ABJIAIOTCA
OPraHru3aToOpPbl BBICTABKH. ApXI/IB, Hpe,Z[CTaBI/IBH_II/Iﬁ APXHUBHBIC JOKYMCHTBI IJIs
BBICTAaBKH, obecreynBaeT KOHTpPOJIb 3a CO6J'IIO,Z[€HI/I6M Tpe6OBaHPII>'I obecreyeHus
COXPaHHOCTH JOKYMCHTOB IIpHU SKCIIOHHUPOBAHUU.

CtpaxoBaHue apXUBHBIX JOKYMEHTOB U 0()OPMIICHUE UX BPEMEHHOTO BBIBO3a 32
npenensl Poccuiickoit @epepanuu uist SKCIOHUPOBAHHMSI TPOBOJISATCS B
yCTaHOBJICHHOM Topsiake (cm. .. 2.11.14, 2.11.15).

5.16. Ilpu moAroToBKe MyONHUKAIMI apXUBHBIX TOKYMEHTOB apXUB
PYKOBOJICTBYETCSI HAyYHBIMH MPABUIIAMH U3JIaHUSI HICTOPHUECKUX JOKYMEHTOB.

Tunb! (Hay4HBIH, HAYYHO-TIONMYJISIPHBIN U YueOHbIH) 1 BUAbI (ModoHI0Bas,
TeMaTU4ecKas WIK Jp.) MyOJuKauil apXUBHBIX TOKYMEHTOB ONPEAEISIOTCS UX
LIeJIEBBIM Ha3HAaUYeHUeEM, crerudukoi oTdopa HICTOUHUKOB, TPUEMOB NIepeIaun
TEKCTa apXUBHBIX JOKYMEHTOB 1 cocTaBoM HCA K HuM.

q)OpMLI l'[y6J'II/IKaI_[I/II/I APXUBHBIX TOKYMCHTOB:

nevaTHas: cepusi, COOpHUK, ab0oM, OYKIIET, MIakar, myoIuKalus B
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CpeAcTBax MaccoBOi nH(opMaIMu;
MyOJIMKaIUs Ha IUICHOYHBIX HOCUTEISIX: MUKPO(HIbLM, MUKpO(duIIIa;
AJIEKTPOHHAS: TUHIIEPTEKCT, MYJIbTUMEINA, 0a3a TaHHBIX.

ApXUB OCYIIECTBIIIET MEPOIIPUATHS 110 0OECIIEUEHUIO HAyIHO-
HCCIEA0BATENBCKUX U TEXHUYECKUX IIPOLIECCOB MOATOTOBKH JTIOKYMEHTAIbHBIX
myOMKanuii: popMHpOBaHUE PEAAKIIMOHHOMN KOJUIETHH, KOJJICKTHBA
COCTaBUTEJIEHN, COCTABIICHNE OPTraHU3allMOHHO-METOANYECKUX JOKYMEHTOB,
3aKJI0YEHUE JOTOBOPA C 3aUHTEPECOBAHHBIMU OPraHU3AUAMHU U U3/1aTEIbCTBAMHU
U T.IL.

IloaroropneHHas u OTPCAAKTUPOBAHHAA PYKOIIMCH MMPOXOJUT BHYTPECHHEC U
BHCIIHEC PCUCH3UPOBAHNUEC U 06Cy>KI[a€TC$I HAay4YHO-COBCHIATCIbHBIM OpPraHOM
apXxuBa, O6J'IaI[aIOHII/IM IMpaBOM PEKOMCHIOBATH €€ K U3aHUIO.

PYKOHI/ICB cyuTacTcsa HOHFOTOBHGHHOﬁ, €CJIM B COOTBETCTBUH C YCTAHOBJICHHBIMHA
TpebOBaHUSIMHU JOpabOTaHA 10 3aMEUYaHUSIM PELIEH3EHTOB M UTOTaM OOCYXKJICHUS U
YTBEPK/I€HA B IIe4aTh. PyKonrcH MeKapXUBHBIX W3/IaHUN MPEICTaBIISAIOTCS
PEAKOJUIETHN Ha PACCMOTPEHHE U YTBEPKIEHUE K U3TaHUIO TOJIOBHOM
OpraHu3aIuen.

C u31aTenbCTBOM 3aKIIFOYAETCS I0TOBOP, B KOTOPOM MPEAYyCMaTpUBAOTCS MpaBa U
00513aHHOCTH M3AaTEIbCTBA U 3aKa34yHKa (apXuBa).

5.17. ApXHB OCYILIECTBISAET YYET UCIIOJIBb30BAHMS ApXUBHBIX JOKYMEHTOB Ha
OyMa)KHOM HOCHUTEJIE WJIM B AJICKTPOHHOU (popme.
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MpunoxeHue Ne 1

knn. 2.11.5,2.11.7.2, 3.7.2, 4.3.1.

(Ha3BaHve apxuBa)

AKT YTBEPXOAKO
Ne HupekTop
(naTta) (Ha3BaHVe apxvBa)
0 HeuncrnpaBMMbIX NOBPEXOEHUAX Moanucb Pacwudposka
ApPXMBHbIX JOKYMEHTOB nognucu
Hara
®doHp Ne

HasBaHue doHaa

B CbOH,qe 06Hapy)KeHbI €ONHULbI XpaHeHUa, Npu3HaHHble HencnpasMmMmo noBpexaeHHbIMn

Utoro 06Hapy)KeHo HencnpasMMo NoBpeXaeHHbIX

3aBegytowmnii oTaAenom

3aBefyroLuii apXMBOXPaHUIMLLEM

Ne | Homep | Homep | 3aronosok nospexaetHoit | Kpaitrue | KOTM4ECTBO nMC- | CywiHOCTS 1
n/n | onven | ea. xp. | eq. xp. nathl ToB (BpeMS MpUaNHbI
3ByyaHms, MoBpEXAeHNs
MeTpax)
1 2 3 4 5 6 7
efl. xp.

(uncbpamu 1 nponucbLo)

(noanuck, pacumdpoBka NoanucK)

(noanuck, pacumdpoBka noanucu)
MepeyncneHHble apxmBHbIE JOKYMEHTbI nogfexar CnMcaHuio BBUAY

SkenepTbl:

(HammeHoaaHme [OMKHOCTEN 3KCNepToB, MOANUCHK, paclundposka Noanucen, naTa)

(NQ 1 aaTta npukasa pykosoaunTena apxmea O CHATUU HEUCNPABUMO NOBPEXAEHHbIX apXUBHbIX

LOKYMEHTOB C y4yeTa)

M3meHeHus B y4eTHble JJOKYMEHTbl BHECEHbI

HanmeHoBaHune
OOMKHOCTH
paboTHuKa

Lata

Moanucb Pacwundposka nognucu

(I)OpMa AKTa 0 HEUCIIPABUMBIX MMOBPEKACHUAX aPXUBHBIX TOKYMEHTOB
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MpunoxeHune Ne 2

k nn. 2.11.5, 3.7.2.

AKT
Ne

(nara)

0 HeoBHapyXeHUUN apXMBHbIX
[OKYMEHTOB, MyTW pO3biCka
KOTOPbIX UCYepnaHbl

B pesynbTtare
YUCTEHHBIX HUXXE apXMBHbIX AOKYMEHTOB. [MpeanpuHaTLie apXMBOM Mepbl MO PO3bICKY NO-

NOXUTENbHbIX pe3ynbTaToB He Aanu, B CBA3U C YeM CHUTaeM BO3MOXKHbIM CHATb C y4eTa:

(Ha3BaHve apxuBa)

YTBEPXOAIO
HvpekTop
(Ha3BaHve apxvBa)
Moanucb Pacwmndposka
noanucu
[ata
®doHp Ne

YCTaHOBIIEHO OTCYTCTBME B (DOHAE Nnepe-

Ne [Homep [Homep| 3aronoeok | KpaitHue Konnyecteo nucTtos Mpegnonaraemole
nn |onwucu |ea. xp. en. xp. narbl (Bpemsi 3By4aHus, MeTpax) | NpUYUHbBI OTCYTCTBUS
1 2 3 4 5 6 7

Wtoro en. xp.

Co,qep)KaHme YTpa4eHHbIX apXNUBHbIX JOKYMEHTOB MOXeT 6bITb YaCTUYHO BOCMOMHEHO cnefgyowmmn eq. xp.:

(umdopamu 1 Nponmucko)

®dopma akTa 0 HeOOHAPYKEHUH APXHUBHBIX JOKYMEHTOB,
MyTH PO3bICKA KOTOPBIX HCYEPHAHbI
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3aBenyoLmn otaenom Moanuck Pacwmndposka nognucu
3aBenyoLLmin apxMBOXpaHUNULLEM Moanuckb Pacwudposka nognucu
['MaBHbIN XpaHuTens Moanucb Pacumndposka nognucu

(Ne u pata npukasa pyKOBOAMTENSI apXvBa O CHATUM C y4eTa HEOGHapY)KEHHbIX apXVBHbIX
[OKYMEHTOB, MYTN PO3biCka KOTOPbIX UCHEPNaHbI)

M3MeHeHns1 B y4eTHble JOKYMEHTbl BHECEHDI
HanmeHoBaHune
LOIMKHOCTH

paboTHuKa Moanucb Pacwmdposka nognvcu

Hata

®opma akTa 0 HeOOHAPYKEHUH APXHUBHBIX JOKYMEHTOB,
MYTH PO3bICKA KOTOPBIX HCYEPNaHbI (IIPOJOIDKEHNUE)
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NNCT-3ABEPUTENDb AENA

B mene nogwnto v NpoHyMepoBaHo

MpunoxeHue Ne 3
kK nn. 2.11.8, 2.11.10, 3.4.1,
3.5.6, 3.7.13, 5.5.1.

nncToB

c Ne no Ne

(umdpamu 1 NPoNUCkIo)

B TOM Yucne.

nuTepHble HoOMepa NMUCTOoB
nponyuieHHble HoMepa NMMCToB

+ nucTtoB BHyTpeHHeI7I onucu

Oco6eHHOCTM (PU3NYECKOrO COCTOSIHUS U
opMupoBaHUs fena

Homepa nuctos

1 2
HanmeHoBaHune
[OMKHOCTH
paboTHuKa Moanucb Pacwudposka nognucu
Lata

(IlopMa JIUCTA-3aBEePUTEJIA dej1a
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MpunoxeHue Ne 4

K n.2.11.10.

doHp Ne

3aronoBok gena

(Ha3BaHve apxuBa)

NNCT NCNONb3OBAHMUA
APXWUBHbIX OOKYMEHTOB

Onucb Ne

Oeno Ne

DNata Komy BblaaHo Xapaktep ucnonb3oBaHus MHF?MJ_?fa J:IS'qnmb
ucnone3 | chamunus, MHULMans (konupoBaHwue, BbINUCKY, Z aHble')? n r"]‘ahb ..
OBaHUs (pa3topuunBo) npocMoTp U Ap.) a cnonb3oBa

ncToB wero geno
1 2 3 4 5

(I)opMa JIUCTA UCNTOJIB30BAHUA aPXUBHBIX 1O0KYMEHTOB
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KHWUIA YYETA NOCTYNNEHUA QOKYMEHTOB

MpunoxeHue Ne 5
k nn. 3.4.1, 3.5.2, 3.7.11.

Ne | [Oara HaumeHoBaHne HaumeHoBaHwve, |HasBanue |[logbl Kon-Bo en. xp. | Kpatkass | Homep cdoHaa, |[Mpume-
nn | noctyn- | opraHusauuu, HoMep u fata doHaa OOKYMEH- | unu XapakTe- | NPUCBOEHHbIN YaHusi
neHvs | (dbamunus, nHu- [OKYMeHTa, No TOB HEOMUCaHHbIX | pUCTUKA | NOCTYNMUBLLUM

uuanbl nuua), ot | KOTopomy OOKYMEHTOB cocTosi- | AokymeHTam no

KOTOPOW NOCTy- NPUHATBI (nmcToB) HUSA cnmcky hoHO0B

NN JOKYMEHTbI | JOKYMEHTbI
1 2 3 4 5 6 7 8 9 10

WToro noctynuno 3a rog ef. Xp. (4OKYMEHTOB, NMUCTOB)

B TOM 4ucne *:

(umdbpamu 1 NPoNUCkIo)

HanmeHoBaHune
[OMKHOCTH
paboTHuKa

Lata

Mognucb

Paclwundposka nognucu

* ﬂOI‘IyCKaeTCﬂ BeAeHNe eQUHON KHUMN yyeTa I'IOCTyI'IJ'IeHI/II7I Ha JOKYMeHTbl BCeX BUAOB C yKasaHuem ux 06beMOB B UTOrOBOW 3anucu.

(I)opMa KHHUI'M yuyeTa l'lOCTyl'lJ'leHHi;I AOKYMEHTOB




MpunoxeHue Ne 6
knn. 3.4.1, 3.5.3, 3.7.1,

3.7.11, 3.7.12.
CNUCOK »0oHOO0B
Homep Hara nepsoro HasBaHuve oHaa OTmeTKa 0 BbIObITUM MpumeyaHus
cdoHaa nocTynneHns
1 2 3 4 5
MtoroHa 01.01. ... T. doHa0B
(umdpamu 1 NponUCkIo)
B T.4. MOCTYNMWMO 34 ......... r. doHaoB
(umdpamu 1 NponUCkIo)
BbIObLINO 33 ......... r. ¢oHa0B
(umdbpamu 1 NponucbIo)
HanmeHoBaHune
OOMKHOCTU
paboTHuKa Moanuck Pacwndposka nognucu

Lata

®opma cinucka poHI0B




YTBEPXOEHO

Mpotokon 3MK

MpunoxeHune Ne 7
k nn. 3.4.1, 3.5.6, 3.7.13,
5.5.1.

(HaI/IMeHOBaHI/Ie YNONHOMOYEHHOro opraHa

ucnonHuTenbHom BnacTn cybbekta Poccuiickoin ®egepaumm B obnactu

apxvBHOro Aena, dhefeparnbHOro rocyLapCTBEHHOro apxvea)

oT Ne
rOMpPOVN3BOACTBEH- -
Ne '5': OMHpO K3 b?ﬂ(;'mi 3aronosok gena | Kpaithue | Konuyectso | MNMpumevaH
nn € NHAGKCHI NIV HO aartbl nicToBs ns
Mepa no cTapomn onucu

1 2 3 4 5 6

B onvck BHeceHO
(umdpamu 1 NPoONUCkIo)
nen

c Ne no Ne
HanmeHoBaHue
OOIMKHOCTK
cocTaBuTens onuncu Moanuce Paclumndposka nognucu
3aBsepnytoLwnin otaenom
(apxuBoxparHunuiem) Moanwuck Paclumndposka nognucu
Lata

* K onucu coctasnseTcs TVITyJ'IbeIl7I nncT

(I)opMa OIMHUCH * J1eJ1 MOCTOSAHHOI' O XpaHEHUs, COCTaBJIEHHOH B apxmBe




MpunoxeHue Ne 8
k nn. 3.4.1, 3.5.6, 3.7.13, 5.5.1.

(HanmeHoBaHWe opraHusavuum)

YTBEPXOAKO
HaumeHoBaHve JOMKHOCTU
doHa Ne pyKOBOAMTENS OpraHu3auum
ONMUCb Ne Moanucb Pacwmdposka noagnucu
[Oen NoCcTOSAHHOro XpaHeHust [ata
3a rog
Ne | MHpekc 3aronosok gena KpaiHue | Konuuectso MpuMedaHus
nn gena AaTtbl nicToB
1 2 3 4 5 6
B naHHbIN pasgen onucu BHECEHO oen

(umdpamu 1 NPoNUCkIo)

c Ne no Ne , B TOM yucne:

NnTepHble HoMepa:

nponyuieHHble HoMepa:

HanmeHoBaHWe AOMKHOCTN
cocTaBuTens onuncu Mognuce Pacwumdposka nognucu

3aBenyoLwuii apxuBomM

opraHusaumm Mognuce Pacwumdposka nognucu
Lata
COrNACOBAHO YTBEPXAOEHO
Mpotokon L3K (3K) Mpotokon 3MK
(HaumeHoBaHue (HauMeHoBaHWe YNoNHOMOYEHHOTO opraHa
opraHusaumm) ncnonHuTensHon BnacTu cybbekra Poccuiickon depepauumn B obnactn

apxvBHoro Aena, deaepanbHOro rocyaapcTBEHHOTO apxuBa)

oT Ne oT Ne

(I)opMa roaoBoro pasaeJja Onucu e NoCTOSIHHOIO XpaHeHUusd
opraHusauuum



YTBEPXOAIO

MpunoxeHue Ne 9
knn. 3.7.1, 3.7.2, 3.7.11,
4.4.1,4.6,4.7.
YTBEPXOAIO

(HaVIMeHOBaHVIe AOIMKHOCTU pykoBoAUTENA

(HaI/IMeHOBaHI/Ie AOIMKHOCTU pykoBoaUTENA

opraHvsauuu-cgarTymka)

opraHusauuu-npuemLLmka)

Moanucb Pacwmdposka nognucu Moanucb Pacmdposka nognucu
Lata Meuatb Lata Mevatb
AKT
Ne
(nata)

npuema-nepenayvym apxmBHbIX
AOKYMEHTOB Ha XpaHeHne

(ocHoOBaHWe nepegayn)

(Ha3BaHve nepegaBaemoro oHaa)

caarn,
(Ha3BaHWe opraHu3auumn-caaTymka)
npuHan
(Ha3BaHvie opraHM3auun-NpremMLLmKa)
[OKYMEHTbI HasBaHHOro poHAa M HayYHO-CNPaBOYHbIV annaparT K HUM:
Ne | HasBaHwe, KonuuecTtso Konuuectso MpumeyaHus
nn [ Homep onucu 39K3eMnnspos | ed. Xp.
onucun
1 2 3 4 5
MToro npuHaTo en. xp.

Mepepayy npounssenu: Mpuem npoussenu:

Moanuce Pacwudposka
nognucu

Mognucb Pacwundposka
noanucu

LonxHocTb LomkHOCTb

Lata Lata

doHay npuceoeH Ne

M3meHeHus B y4eTHble JOKYMEHTbl BHECEHbI

LonmkHoCTb Moanucb Pacwundposka nognucu

Lata
®dopma aKTa npueMa-nepesayy apXuBHbIX JOKYMEHTOB HA XpaHeHHe



(o)

MpunoxeHue Ne 10
knn. 3.7.1, 3.7.8, 4.4.2.

AKT YTBEPXOAKO
Ne HupekTop
(naTta) (Ha3BaHve apxvBa)
npuema Ha XxpaHeHue apXvMBHbIX [0- Moanucb Pacwudposka nognucu

KYMEHTOB JIMYHOTO NMPOUCXOXAEHUSI
[ata Mevatb

Ha ocHoBaHum pewenus 3K
(npoTtokon ot Ne )
1 gorosopa oT

caan

(®.1.0. cobecTBeHHMKa/BNaenbLa)
MPUHATLI JOKYMEHTbI

(obLuas xapakTepucTrKa AOKYMEHTOB)

B KONMYecTBe en.xp. (YCNoOBHbIX) [OKyMEHTOB(IUCTOB)

Nno apXMBHOWN (CAATOYHON) onucK

doHay npucsoeH Ne

CobcTBeHHUK/BnageneLw, Moanwuck Paclumndposka nognucu
(Hy>HOE noaYepKHYTb)

HanmeHoBaHWe AOMKHOCTN
paboTHuKa Moanuce Paclumndposka nognucu

Lata

M3meHeHus B y4eTHble [JOKYMEHTbI MO pe3ynbTaraM OnUcaHus BHECEHbI

HavmeHoBaHWe OomKHOCTH
paboTHuKa Moanucb Pacwundposka nognucu

Lata

(I)opMa aKTa IpueMa Ha XpaHEeHHu€ JOKYMEHTOB
JINYHOro NponucxoxaeHus



17

MpunoxeHune Ne 11
knn. 3.7.2,4.3.2.

(Ha3BaHve apxuBa)

AKT YTBEPXOAIO
Ne HupekTop
(nata) (Ha3BaHMe apxuBa)
0 BblAENeHUN K YHUHTOXEHUIO Moanuck Pacwwudposka noanucu
apXUBHbIX [JOKYMEHTOB, He Noa-
nexaliux XpaHeHuo Nara

K yHnuTOXEHMI0 oTOOpaHbl: AOKYMeHTbI boHaa Ne

(Ha3BaHwue oHaa)

Ha OCHOBaHUM:

(CCbIﬂKM Ha HOpMaTMBHO-MeTOoANYEeCKNe OOKYMEHTbI

NSt NPOBEAEHUS 3KCNEPTU3bI)

Ne | HasBaHus rpynn noKkymeHTOB Kpaithne | Homepa Howmepa ep. xp. | Konuuectso | Mpumeu

nn patbl onucen no onucsim en. xp. aHus

1 2 3 4 5 6 7
Wtoro en. xp. 3a rog(bl)

(umdbpamu 1 nponmucbHo)

KonunyecTtBo eq. xp., KpaHWe Aatbl U KpaTkast XapakTepucTuka JOKYMEHTOB, OCTalOLLMXCA

Ha XpaHeHuu

3aBeayoLwuin otThenom

(apxvBOXpaHMnuLLEM) Moanwuck Paclumndposka nognucu
HanmeHoBaHue

OOIMKHOCTK

paboTHuKa Moanucb Pacwundposka nognucu
Lata

(I)opMa AKTa O BbIJICJICHUH K YHHYTOKCHUI0 aPXUBHBIX JOKYMEHTOB,

He noanexauwux xpaHeHuro

[oKkymeHTbl CAaHbl

(Ha3BaHwve opraHu3aumu)

Ha nepepaboTKy No Npuemo-caaTo4HOW HaknagHou Ne

(nata)
HanmeHoBaHune
[OOIMKHOCTK
paboTHuKa Moanucb Pacwundposka nognucum
N3meHeHNs1 B y4eTHbIE JOKYMEHTbl BHECEHbI
HanmeHoBaHune
OOIMKHOCTK

paboTHuka Moanucb Pacwundposka nognucu

Oata

YTBEPXOEHO



et

Mpotokon 3K

(HaMMeHOBaHMS YNONMHOMO4YEHHOro opraHa

ucnonHuTenbHOM BnacTu cybbekta Poccuiickont defepaumm B obnactn

apxvBHOTO Aena, hefepanbHOro rocyAapcTBEHHOO apxvea)

oT Ne

@®opmMa aKTa 0 BbIICJIEHMH K YHHYTOKEHHIO APXHBHBIX JOKYMEHTOB,
He MOUIeKAIIUX XPAHEHHIO (TTPOIODKEHIUE)



€T

MpunoxeHune Ne 12

kn.3.7.7.
(Ha3BaHve apxuBa)
AKT YTBEPXOAKO
Ne HupekTop
(naTta) (Ha3BaHve apxvBa)
O paccekpeynBaHnn apXuBHbIX Moanucb Pacwudposka nognucu
nokymeHToB cpoHaa Ne
[ara

Komuccusa

nportokon Ne

(Ha3BaHve komuccum)

ot 00.00.00 paccekpeTuna AokyMeHTbl doHaa Ne

(Ha3BaHue oHaa)

Ne | Homep | KonnuectBo paccekpe- | Homepa ea. xp., Homepa eq. xp., paccek- Mpume-
nn | onucK | YeHHbIX eg. Xp. pacceKkpeyeHHbIX | peYeHHbIX YacTUYHO, C YaHus
MNONHOCTLIO * YyKazaHuem HOMepoB Nnc-
TOB HEPaCCEKPEYEHHbIX
NOMHOCTBIO | YacTU4HO
[OKYMEHTOB
1 2 3 4 5 6 7

Wtoro paccekpeyeHo

ef. Xp. (MonHoCTbIO)

3a

(umdbpamu 1 nponucblo)

(XpoHornoruyeckune pamku JOKYMEHTOB)

ef. xp. (4acTU4HO) 3a

(XpoHonoruyeckune pamMku JOKYMEHTOB)

HanmeHoBaHWe JOMKHOCTM paboTHUKA Moanucb Pacwudposka nognucu
[MpUHATO Ha OTKPbITOE XpaHeHne en. xp.
(umdpamu 1 NponUCkIo)
B
(xpaHunuiie)
HanmeHoBaHWe 4oMKHOCTM paboTHUKA Moanucb Pacwudposka nognucu

Lata

M3meHeHus B y4eTHble [JOKYMEHTbl BHECEHbI
HanmeHoBaHWe AOMKHOCTN pa6OTHVIKa Moanuce

Lata

Pacwudposka nognucu

* He pgonyckaeTcsa nepeyvcrneHne HoMepoB ef. Xp. Yepes Tupe.

(I)opMa aKTa 0 pacCeKpeIMBaAaHUU aPXUBHBIX TO0KYMEHTOB



vT

MpunoxeHue Ne 13

kn.5.9.1.
(Ha3BaHve apxuBa)
(nouToBbLIN MHAEKC, aapec, Apgpecar
TenedoH, dakc)
ApxuBHasa cnpaBka
Ne
(nata)
Ha Ne oT
OcHoBaHue:
PykoBoguTens opraHusauunn Moanuch Pacwundposka nognucu
MevaTb

McnonHutens
TenedoH

dopma apxXvUBHOW CrpaBKu



