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(B peq. Mpukaza MuHKynbTYpbl P® 0T 16.02.2009 Ne 68)
I. O6LLMe NONOXKEHUS

1.1. Hactoawwme eauHble [MpaBuna opraHM3auun XpaHeHusd, KOMMJIEKTOBaHUA, ydeTa W
MCNONb30BaHNA [OKYMEHTOB ApXMBHOro oHga Poccuidickoit defepaumm M ApYrux apxXmBHbIX
[LOKYMEHTOB B rOCYAapCTBEHHbIX M MYHULUMMAbHBIX apXmBax, My3edx v 6ubnnoTekax, opraHm3auusx
Poccuiickol akagemMun Hayk (panee - [MpaBuna) paspaboTaHbl B COOTBETCTBUM C PefepanbHbIM
3aKOHOM 0T 22.10.2004 Ne 125-®3 "O6 apxuBHOM fene B Poccuiickoin depepauynn” (CobpaHue
3aKoHogatensctBa Poccuiickoit ®efepaunn, 2004, Ne 43, cT. 4169) M pacnpocTpaHATCAa Ha
roCyfapCTBeHHble N MYHULMNATbHbIE apXMBbl, My3enm W OMOIMOTEKW, opraHu3aumm POCCUIACKON
akagemumn Hayk (apxmB PAH, Hay4YHble apXuUBbl PErMoHaNIbHbLIX OTAENEHWNIA N Hay4YHbIX LeHTpoB PAH,
Hay4yHO-OTpacneBble U MemopuasibHble apxuBbl PAH, OCYLLECTBNAIOLINE MOCTOAHHOE XpaHeHue
[OKYMeHTOB ApXMBHOro oHga Poccuiickoin Pepepauunmn) (fanee - apxmebl), KOTOPbIE B COOTBETCTBUM
C 3aKOHOAaTeNbCTBOM Poccuiickolri deaepauuy OCYLLECTBNAKOT MOCTOAHHOE XpaHeHue [OKYMEHTOB
ApxusHoro qoHga Poccuiickoin Pefepaunn, a TakKe BPEMEHHOE XpaHeHWe [APYruX apXUBHbIX
JOKYMEHTOB, MPUHATbIX  OT  JIMKBUAMPOBAHHLIX OPraHoB  rOCYAapCTBEHHON  BMacTh,  WHbIX
rocyfiapCTBEHHbIX OpraHoB (fasee - rocyapCTBEHHbIE OpraHbl), OpraHoB MECTHOIO CaMOynpaB/ieHUs 1
OpraHu3aLuia.

1.2. [okymeHTbl ApxuBHOro (oHaa Poccuitickoin Pepepaunm - apxuBHblE [OKYMEHTbI,
NpoLUeflune 3KCMepTU3y LEHHOCTU [OKYMEHTOB, MOCTaBfieHHble Ha rOCYAAPCTBEHHbLIA Y4yeT U
nojnexaline NOCTOAHHOMY XpaHeHNHo.

1.3. [JOKyMeHTbl MO /IMYHOMY COCTaBY, & TaKXXE apXMBHblE AOKYMEHTbl, CPOKU BPEMEHHOrO
XPaHEeHNs KOTOPbIX He UCTEKIN, OTHOCATCA K APYTrM apXMUBHbLIM JOKYMEHTaM.

1.4. TocyfapCTBeHHble W MyHUUMNAIbHbIE MYy3en W OUONNOTEKM, MYHUUMMAbHbIE apXMBbI
PYKOBOACTBYIOTCS HacToswMMmu lMpaBunamMm ¢ y4eTOM CBOEro MpaBOBOr0 CTaryca U OCOGEHHOCTEMN
[leATeNIbHOCTH.

1.5. OpraHusauna xpaHeHNs, KOMMNIEKTOBaHWSA, y4eTa N UCMNONb30BaHUSA JOKYMEHTOB APXUBHOIO
(hoHga Poccuiickoin defepaumm M LPYrUX apXMBHbLIX [OKYMEHTOB B (heflepasibHbIX OpraHax
MCNONHUTENbHON BNacTU U opraHu3auusax, OCYLLECTBAAOWMX Aen0o3uTapHOe XpaHeHue [OKYMEHTOB
ApxmeHoro oHaa Poccuiickoin ®efepauyun, perynnpyetcs LpyrumMyM HOPMaTUBHBIMU MPaBOBbIMU
aKTamu.

1.6. Popmbl YYETHBIX U UHBLIX LOKYMEHTOB apX1BOB, YNOMWHaeMble B HacToAWMX lMpaBunax u
OTCYTCTBYIOLLME B MPUIOXKEHUAX K HWUM, YCTaHaBNMBAKOTCA CreunaibHO  YMONHOMOYEHHBIM
(hegepasibHbIM OpraHoOM UCMOHUTENLHOM BNacTW B chepe apXMBHOIO fefa.

I1. OpraHu3auyms XpaHeHUst JOKYMEHTOB APXUBHOI0 hoHAa
Poccuiickor Pepfepauun n pyrnx apXmBHbLIX OKYMEHTOB B apXvBe

2.1. B apxvBe [OKyMeHTbl ApPXMBHOro (hoHga Poccuiickoit degepaumn n Lpyrue apXvBHble
[LOKYMEHTbI OPraHn3yTCs M0 UCTOPUYECKN W/UK NIOTUYECKUN CBA3AHHBIM COBOKYMHOCTAM - apXVBHbIM
(hoHAam. Mo OTHOLUEHMIO K HEKOTOPbIM BUAAM apXMBHbLIX LOKYMEHTOB AOMYyCKaeTca UX HegoHLoBast
opraHusaumsa (cm. n. 2.10).

2.1.1. Pa3HOBUAHOCTAMM apXMBHOMO (DOH/A ABNAKOTCA:



apXMBHbIA (POHJ, FOCYAapCTBEHHOrO OpraHa, opraHa MecTHOro caMoynpaB/fieHWs, opraHu3aumu,
COCTOSALUMIA M3 06pa3oBaBLUMXCA B MNpouecce WX [AeATeNbHOCTU AOKYMEHTOB ApPXMBHOMO (hoHAa
Poccuiickor deaepauun n 4pyrmx apXmMBHbIX JOKYMEHTOB;

00beMHEHHDbIV apXMBHbIA (JOHLA, COCTOALLMIA M3 06pa30BaBLUMXCA B MpoLecce AeATebHOCTU
OBYX Wnn 6onee opraHusauuid, a TakKe rpakpaH [AOKYMEHTOB APXMBHOro oHga Poccuitckoi
defepaymn N pYrnx apxXmBHbLIX LOKYMEHTOB, UMEIOLLMX MEX Y COO0I MCTOPUYECKN U/ NOTUYECKM
06YyCnoBMeHHbIE CBA3W;

apXMBHbIA (DOHA NMYHOTO NPOUCXOXAEHMA (CeMbW, Pofa), COCTOAWMIA U3 06pa30BaBLUMXCS B
npouecce XW3HW U [eATeNbHOCTUM OTAENbHOro rpaXaaHuHa, CembW, pofa apXUBHbLIX AOKYMEHTOB,
BK/TIOUEHHbIX B cOCTaB ApXMBHOro (hoHAa Poccuiickoin ®egepauun.

K apxvBHOMY (POHAY NPMPaBHMBAETCA COBOKYMHOCTb OTAENbHbLIX JOKYMEHTOB APXMBHOIO POHAA
Poccuiickolri Pefiepalum 1 Apyrux apxXmBHbIX LOKYMEHTOB, 06pa30BaBLUMXCS B AeATENbHOCTU pPasHbIX
MCTOYHMKOB KOMMIEKTOBaHWA apxmBa (poHAoo6pa3oBaTeneit), 00bEAUHEHHBLIX MO OLHOMY WK
HECKONIbKUM  Mpu3HakaM  (TeMaTUYecKoMy,  HOMMHa/IbHOMY,  OOBLEKTHOMY,  aBTOPCKOMY,
XPOHO/IOrMYeCKOMY 1 ApyrvM) (fanee - apxXmBHasa KOMNeKuus).

2.2. Mo cTeneHn LeHHOCTM JOKYMeHTbl ApXMBHOro hoHga Poccuiickoin defepaunn genarcs Ha
LIeHHble, 0C000 LieHHbIEe U YHUKA/IbHBIE.

2.2.1. Bce OTHeceHHble K cocTaBy ApxXMBHOro oHga Poccuiickori ®efepaumm OKYMEHTbI BHE
3aBYCMMOCTU OT UX MPOUCXOXKAEHUSA, BUAA HOCUTENA, CTENEHU CEKPETHOCTU, MeCTa XpaHeHUs 1 opMbl
COOCTBEHHOCTU ABNAIOTCA LIEHHBIMU.

2.2.2. B coctaBe ApxuBHOro ¢oHga Poccuiickori degepaummn BblLeNsOTCA 0C000 LEeHHbIE
[LOKYMEHTbI, MMeIoLMe Henpexogawyro KybTYPHO-UCTOPUYECKYHO M HAYYHYK LEHHOCTb, OCOOYHO
BaXKHOCTb A1 00LLecTBa M rocyapcTea M B OTHOLLEHWM KOTOPbIX YCTaHaB/IMBAETCS 0COObLIN PeXxunm
yueTa, XpaHeHus 1 UCMob30BaHUS.

2.2.3. B coctaBe 0C060 LEHHbIX [AOKYMEHTOB BbIENAKOTCA YHUKa/IbHbIE [OKYMEHTbI, He
nmMetoLye cebe NOJOGHBLIX MO CoAepXKallenca B HUX MHGopMaLum U (Mn) MX BHELUHUM MpU3HaKam,
HEBOCMOHMMbIE MPK YTPaTe C TOUKM 3PEHUA UX 3HAYEHUSA 1 (UIn) aBTorpagmyHocTu (cm. n. 3.7.4).

2.2.4. ApXuBHbIe [OKYMEHTbI BPEMEHHOIO XpPaHEeHUS, UMEIOLLMECS B COCTaBe apXMBHbIX (POHLOB,
B TOM u4ucine OT JIMKBUAMPOBaHHbLIX OpraHu3auuin, WM nNOCTYNMBLUME B apXuBbl BCNELCTBUE
ype3BblYaHbIX 0OCTOATENbCTB, BbIAENATCA K YHUUYTOXEHUIO B YCTaHOB/IEHHOM MOpsigke (CM. n.
5.3.2).

2.3. Tlo Kareropusim [OCTyna apXMBHble [OKYMEHTbl AeNATCA Ha OTKPbITble, OrpaHWyeHHOro
[OCTYMNa N Ha XpaHsLmMecs Ha 0CobbIX YCN0BUAX JOCTYNa K HUM.

2.3.1. OTKpbITbIMA ABMSAKOTCA BCE apXWMBHbIE LOKYMEHTbI, JOCTYM K KOTOPbIM HE OrpaHU4YeH B
COOTBETCTBUM C MeXAyHapoAHbIMU forosopamu Poccuiickori  degepaumu, 3akOHOAATENbCTBOM
Poccuiickori defepauuu, a Takke B COOTBETCTBUM C PacropsXKeHMeM COOCTBEHHMKa WUAW Bnadenbla
apXMBHbIX JOKYMEHTOB, HAXOAALLMXCS B YaCTHON COBCTBEHHOCTMW.

2.3.2. K apX1BHbIM AOKYMEHTaMm OrpaH1U4yeHHOro 4oCTyrna 0THOCATCA:

apXMBHble [AOKYMEHTbI, COfepyKaliue CBeAeHWUs, COCTaB/IAOLLME FOCYAapPCTBEHHYIO TaliHy WK
MHble OXpaHseMble 3aKOHOAATeNbCTBOM Poccuiickoin deaepaunm TaiHbl;

apXMBHble JOKYMEHTbI, COAepXKaline CBeAeHMst O JIMYHOW N CEMENHOW TalHe rpaxaaHuHa, ero
YACTHOW XXM3HK, a TaKXKe CBEAEHNs, CO3fatoLLe Yyrpo3y ero 6e3o0nacHocTy;

apXMBHblE [OKYMEHTbI, COOGCTBEHHWUKM WNW BnafeNblbl KOTOPbIX, MepefaBas WX B apxXuB.,
yCTaHOBWN B JOrOBOPE YC/0BMA AOCTYMNa K HAM 1 UX UCNONb30BaHWA.

JocTyn K YKa3aHHbIM apXWBHbIM  [JOKYMeHTaM [0 YyTpaTbl WMW CEKPEeTHOCTU WUau
KOH(MAEHLMATbHOCTK, & TaKkXKe UX UCMOo/b30BaHNe OCYLLECTB/IAOTCA B YCTAHOB/IEHHOM MOPSLKE.

2.3.3. OrpaHunymnBaeTCca AOCTYN K MOA/IMHHMKAM 0CO60 LEHHbIX, B TOM YWC/ME YHUKaSIbHbIX,
[OOKYMEHTOB M K AOKyMeHTaM ApXuBHOro thoHga Poccuiickoin ®efepauum, NpusHaHHbIM B NMOPSAKE,
ycTaHoBneHHoM n. 2.11.7.1 HactoAwmx [lpaBun, HaxogAWMMUCA B  Hey[0BNETBOPUTENLHOM
(h131MYECKOM COCTOSHUN.

®OHAMPOBaHUE apXMBHbIX AOKYMEHTOB



2.4, Pabota no (oHAMPOBaHWIO (OMpPeAeneHnto, YTOYHEHUO (DOHAOBON MPUHAL/IEXKHOCTY
apXMBHbIX [JOKYMEHTOB W XPOHONIOIMYECKMUX TpaHWUL, apXuBHbIX (DOHAOB) OCYLLECTBNSETCS B
MCTOYHMKAX KOMIM/IEKTOBAHUA apXvBOB ((PoHA400Opa3oBatenifax) B npouecce (HOpMUPOBaHUA [en Ha
OCHOBE HOMeHKnaTyp fAen u otbopa AOKYMEHTOB AN1S Mepefayn Ha XpaHeHue B apxXuB, a TaKxe B
apxvBax - MNPU ONUCAHUWU MNPUHATBIX HeYNOpPSAAOYEHHBIMM apXMBHbIX [LOKYMEHTOB, MNepepaboTke
Hey[0BNEeTBOPUTE/IbHO COCTAB/IEHHBIX OMUCEN, NMPU CO3A4aHMN OO6bEAMHEHHbIX apXUBHbLIX (DOHA0B U
apXMBHBIX KOMNEKLWIA, MCMPaBAeHNM OLLNGOK (OHAMPOBAHMS.

2.4.1. OnpegeneHne (OHLOBON NPUHAANIEXHOCTU apXUBHBLIX [OKYMEHTOB 3aKIto4vaeTcsi B
OTHECeHWM NX K apXMBHOMY (DOHAY COOTBETCTBYIOLLEro (hoHA006pa3oBaTens.

ApXMBHbIE [OKYMEHTbI, SBAAKOLWMECA BXOAAWMMU, OTHOCATCS K apXMBHOMY ()OHAY TOro
(hoH006pazoBaTeNs, KOTOPbIA UX NOMYYNII.

ApXMBHbIE [LOKYMEHTbI, SABMAIOLWMECA WUCXOAAWMMM  KONUAMK  (OTMYCKamm), OTHOCATCA K
apXxMBHOMY (hOHAY TOro (hoHA006pazoBaTens, KOTOPbI ABISETCA UX aBTOPOM.

ApXMBHblE [OKYMEHTbl BHYTPEHHEro o06palleHNs OTHOCATCA K apXMBHOMY (hOHAY TOro
(hoHA006pa30BaTeNs, B KOTOPOM OHU CO3aHbI.

2.4.2. B cnyyae peopraHusauum Uan nMKBAAaLUN opraHu3auumn ¢ nepegadein ee hyHKLMA BHOBb
CO34aHHOV OpraHM3aumMn 3aKOHYeHHble MPOWM3BOACTBOM [e/a BK/OYAOTCA B apXMBHbIA  (DOHA
peopraHu3yeMor Uau NNKBUAMPOBAHHON OpraHu3aumn, a He3akOHYeHHble fena, nepefaHHble A/
OKOHYaHWA MPOW3BOACTBOM OpraHv3aLMmn-npaBonpeeMHrKY, BK/OYAOTCA B apXMBHbLIA  (POHA
nocnegHen.

N3 apxvBHOrO (hOHAA JIMYHOTO MPOUCXOXKAEHUS apXUBHble [OKYMEHTbl OpraHusaumun
BbIAENAOTCA U NPUCOEAMHAIOTCSH K COOTBETCTBYHOLLEMY apXUBHOMY (hOHAY NPV YCNOBUWU, €Cnn 3TOT
apXMBHbI (DOHA HAXOAUTCA Ha XPaHeHWW B JaHHOM apXmBe W apXUBHbIE AOKYMEHTbI OpraHm3aummn He
CBAA3aHbl C [eATeNIbHOCTBIO rpaXKAaHnHa, 06pa3oBaBLUEro apXuBHbIA (DOHA SIMYHOIO MPOUCXOXAEHMS.
He nopnexar BblgeNeHUIO W3  apxXUBHOTO (OHZA TrpaXaaHWHA - PYKOBOAWUTENS W ufieHa
COOTBETCTBYIOLIMX OOLLECTBEHHbIX OpraHu3auuii  apxvBHble [JOKYMEHTbl 3TUX OOLLECTBEHHbIX
OpraHu3aLuia.

2.4.3. EAVHbLIV apXMBHBIA (OHJ, C apXMBHBLIMU JOKYMEHTaMU OpraHn3aLmnm coCTaBnsAoT:

apXVBHbIE JOKYMEHTbI MPeLCTaBUTeNbCTB U (DUINASIOB;

apXMBHble JOKYMEHTbI COBeLLaTe/IbHbIX OPraHoB, CO34aHHbIX NPU OpraHn3aumu;

apXMBHble [OKYMEHTbl BPEMEHHbIX afMWHUCTPALMIA OpraHu3auum, HaxopsLlleincs B cTaguu
6aHKpPOTCTBa;

apXMBHble [OKYMEHTbI CO3[aHHbIX MpY OpraHu3auum nepBuYHbIX 06LLECTBEHHBLIX OpraHu3aLui
(3a uckntoyeHnem opraHusaumnini KNnccC n BJIKCM), cyuiecTBoBaBLUNX [0 MPUHATUSA 3aKOHOAATeNbCTBA
Poccuiickoii Pefepaummn 06 06LLECTBEHHBIX 06bEANHEHNSIX;

apXMBHble JOKYMEHTbI IMKBUAALNOHHON KOMUCCUW OpraHu3aLun.

ApXVBHble JOKYMEHTbI 06LLECTBEHHOW OpraHu3aumm (MPOQCOK3HOM 1 Ap.), CYLLeCTBYIOLWel npu
opraHusauum C MOMEHTa permcTpauum 3TOM O0OLLECTBEHHOM OpraHuM3aumMmM B COOTBETCTBMM C
3aKoHoAaTeNnbCTBOM Poccuiickort defepaun 06 06LLECTBEHHBIX 00beAVHEHUAX, MPU UX NOCTYMNIEHUN
Ha XpaHeHVWe B apXMB COCTaBAT CaMOCTOSTENbHbIA apXMBHbLIA (HOHA WM MPUCOEAMHAIOTCA K
apXMBHOMY (hOHAY COOTBETCTBYHOLLIE OpraHu3aLmm, 06pasys 06beANHEHHbI apXMUBHBIA (OHS,

2.5. O6beMHEHHbI apXMBHbIA (POHL, POPMUPYETCA U3 apPXMBHbLIX AOKYMEHTOB:

OpraHu3aumin, OAHOPOAHbLIX MO LENEeBOMY Ha3HaYeHUIO W (PYHKUMAM, [AeACTBYHOWMX Ha
onpeeneHHon TeppuTopUn;

PYKOBOZALLEro opraHa M MOAYMHEHHbIX eMy OpraHu3auuii, AeMCTBYHOLUMX Ha OnpefeneHHOoM
TeppuTopuuK;

opraHu3aumin, o6beHeHHbIX 00bEKTOM AeATeNIbHOCTY;

nocnefoBaTe/lbHO CMEHSBLUMX ApYr Apyra opraHusauuid, ecnm (PYHKUMU NpefLuecTBEHHUKOB
MOJTHOCTbHIO W/IM YACTUYHO NepesaBasiuCh 1 MepeaaroTca UX NpeemMHUKam;

ABYX UK 60/1ee apXMBHbIX (POHALOB IMYHOIO MPOUCXOXKAEHUS, €CN TPaXaHe CBA3aHbl MeXay
co60Vi 6/IM3KUMU POACTBEHHLIMU, MPOPECCUOHANIbHLIMU, TBOPYECKUMMU, LE/TOBLIMA OTHOLLEHUSMN.



2.6. ApXMBHasA KOMNEKUWUA MOCTYMaeT B apxXvB WU (POPMUPYETCA B apxumBe W3 OTAE/bHbIX
Pa3pO3HEHHbIX apXUBHBIX LOKYMEHTOB, UMEIOLLMX MPU3HAKN 06LHOCTM. ICTOPUYECKN CNOXMBLUIAACS
apXunBHaa KOJINEKUMsA, MOCTYNMBLUAA W3 [APYroro apxuea, OT OpraHusauum wuam rpaxnaHuHa,
nepetoHANPOBAHUNIO HE MOLJIEXMT.

2.7. ApXVBHble [OKYMEHTbI, CHOPMMPOBaHHbIE B apXMBHbLIA ()OHA, 06bEAUMHEHHbIA apXMBHbIN
(POHA, MM apXUBHYIO KOMINEKUMIO, NepedhOHAMPOBaHUIO He nognexar. NMepehoHAMPOBaHME apXMBHbIX
[LOKYMEHTOB [OMYCKAeTCA B UCK/IKOUUTE/NbHbLIX Cy4Yasx npy 06HapYXXeHUn OwMnBOoK (HOHAMPOBaHWUS,
3aTPYAHAOLWMNX NOUCK apXMBHBLIX AOKYMEHTOB.

2.8. B 3aBMCMMOCTM OT BpemMeHn 06pa3oBaHMs M NPaBOBOro CcTaTyca UCTOYHUKA KOMM/IEKTOBaHUA
(hoHp006pasoBatesni) ero apxXmBHble JOKYMEHTbI MPUHMMAIOTCA B apXVB WM Kak MPOAosKatoLLasncs
4acTb YXKe UMEIOLLIErocs apxXUBHOIo (OHAA, NN KaK HOBbIV apXMBHbIN POHA.

2.8.1. B cBs3u ¢ npuHaTrem KoHcTuTyumm Poceuiickoii deaepaumm B 1993 roay:

2.8.1.1. HOBble apXMBHble (DOH/bI COCTABNAT aPXUBHbIE LOKYMEHTbI:

OpraHoB 3aKoHodaTenbHOW BnacTu Poccuiickoli  ®defepaumm M cyb6bekToB  Poccuiickoi
defepaumu;

OpraHoB MCNOMHUTENbHOW BRacTn Poccuiickoin depepaummn n pecnybnmk B coctaBe Poccuiickoi
defepaumu;

rnas (rybepHaTopoB) KpaeB, 06s1acTeil, aBTOHOMHbIX OKpYyroB Poccuiickoin degepaumm n ux
afMUHMCTpauuii;

OTpacneBbIX OPraHoOB MCMONHUTE/LHON BNacTh Kpaes, o6nacteit, Mocksbl 1 CaHKT-IMeTepbypra,
aBTOHOMHbIX OKPYroB Poccuinckoin ®efepaumu, ecim nx 3agadn v GyHKUMM N3MEHUINCS;

opraHoB cyfe6Hol Bnactu Poccuiickoli deaepayuu;

OpraHoB MeCTHOro CaMoyrpaB/eHUs;

["eHepanbHON NpoKypaTypbl Poccuiickon deaepaumu;

CueTHoi nanatbl Poccuitickoin ®efepaunu;

LleHTpanbHoro 6aHka Poccuiickoii deaepaumn (baHka Poccun);

LleHTpanbHON n3bmpatensHoin komuccum Poccuidckoin depepauun, n3bupatesibHbIX KOMUCCUIA
OpraHoOB rocyjapCTBeHHOM BnacTu cybbekToB Poccuitckoii depepaumu.

[onyckaetca (opmMupoBaHMe 00beAVMHEHHbIX apXMBHbLIX (OHAOB U3 apXMBHbLIX [LOKYMEHTOB
n36unpatenibHbIX KOMMUCCUIA N0 BbIGOpaM OpraHoB MECTHOI0 CaMOYrpaB/eHNs;

2.8.1.2. eanHble apXMBHbIe POHAbLI COCTaB/AKOT apXMBHbIE JOKYMEHTbI:

OTpacneBbIX YMNpaBfeHWA W OTLENIOB WCMONKOMOB COBETOB HapOAHbIX [eryTaToB Kpaes,
obnacteid, r. r. Mocksbl U CaHKT-INeTepbypra, aBTOHOMHbIX OKpPyrosB PCHPCP 1 COOTBETCTBYHOLLMX
OTpacneBbIX OPraHoOB MCMOMHUTENbHOW BNacTU Kpaes, obnacteit, r. r. Mockebl n CaHKT-MNeTepbypra,
aBTOHOMHbIX OKPYroB Poccuinckoin ®efepaumu, ecim nx 3agadn u GyHKLUUM ocTamncb 6e3 M3MeHEHNS;

OpraHoB cye6HOM BacTU MU NPOKypaTyp pecnybiuk, Kpae, obnactei, r. r. Mocksbl 1 CaHKT-
MeTepbypra, aBTOHOMHbIX OKPYroB, ropoaos u paiioHoB PCPCP 1 COOTBETCTBYHLIMX OPraHoB
CyfieOHOI BNacTn 1 NpoKypaTyp B pecnybnmkax, Kpasx, obnactax, r. r. Mockse n CaHkT-INeTepbypre,
aBTOHOMHbIX OKpyrax Poccuiickoi ®egepaumm, MyHULMNAIbHBIX paitloHax U rOPOACKNX OKpyrax;

NPeACTaBUTENbHOrO U UCMOJIHUTENIbHO-PAacropPAANTENIBHOTO  OPraHoB  MYHWULMM&IbHOIO
noceneHus.

2.8.2. B cBssn c npeobpa3oBaHMEM MYHULUMNIbHBIX 06pa3oBaHUii (UX 06beAVHEHUEM,
pasfefieHnemM, a TaKXe W3MeHeHMeM cTaTyca rOpOACKOro MocefieHns) HOBble apXWBHblE (OHAbI
COCTaBNIAOT apPXMBHbIE LOKYMEHTbI CO34aHHbIX OPraHoB MECTHOIO CaMoynpaB/eHus.

3MeHeHMe rpaHul, MyHUUMNaIbHbIX 06pa3oBaHWUii He SAB/SETCA OCHOBaHWEM [NS CO34aHus
HOBbIX apXMBHbIX (POHAOB W3 APXMBHbIX [OKYMEHTOB COOTBETCTBYHOLMX OPraHoB MECTHOro
camoynpas/fieHns.

2.8.3. INpwn peopraHn3aLmmn opraHn3aLm HoBble apX1BHbIe (POHAbI CO3LA0TCA B ClyYasX:

M3MEHEHWS LIeNIEBOM0 Ha3HauYeHUs1, NPouNa AedaTelbHOCTU U (PYHKLUMIA OpraHu3aumm;

npeobpas3oBaHns OpraHM3aLmmn ¢ U3MeHeHneM (HopMbl COBCTBEHHOCTY MMYLLLECTBA OpraHun3aumu
(npmBaTM3aLmMs, akUMOHMPOBaHWe, HaLMOHaIN3auma 1 T.1.).



N3 apXUBHbIX JOKYMEHTOB rocyfapCTBEHHOW UM MYHULMNAILHON opraHu3auum, nogsepriieincs
npeobpa3oBaHN0 C M3MEHeHMEeM (OpPMbl COOCTBEHHOCTM MMYLLECTBA OpraHu3aummn, 1 apXuBHbIX
[JOKYMEHTOB BHOBb BO3HMKLLEN OpraHunsaumun(ii)-npasornpeeMHKa(oB) JOMycKaeTcs (PopMMpoBaHme
00beJUHEHHOIO apXMBHOrO (HOHAA B Cryyae Mepefaynm apxMBHbLIX [LOKYMEHTOB OpraHusauun(in)-
npasornpeeMHMKa(0B) B roCylapCTBEHHYHO U/ MYHULMMNaIbHYHO COOCTBEHHOCTD.

2.8.4. He ABnsieTca OCHOBaHWEM A1 CO3JaHNA HOBOr0 apXMBHOI0 (POHAA:

pacLUnpeHre N CYXXeHNE TePPUTOPUATIbHBIX FPaHunL, 4eATENbHOCTIA UK PYHKLWIA OpraHu3auuu;

Bble/leHne M3 OpraHv3aumMm OLHOM WM HECKONbKMX HOBbIX OpraHu3auuii ¢ nepefadeii Um
OTAENbHbIX PYHKLMIA NepBOil OpraHn3aumu;

M3MeHeHMe MOAYMHEHHOCTN oOpraHu3auun, ee CTPYKTYpbl, NepeumMeHOBaHWe WM BHeCeHue
N3MEHEHWIN B Ha3BaHWe, He COMPOBOXKAAOLLMECH N3MEHEHNEM NePBOHAYaSTbHbIX (DYHKLWIA;

CMeHa yupeauTens(ein) opraHusauuy 6e3 nM3mMeHeHUs (opMbl COBCTBEHHOCTY UMYLLLECTBA 3TOM
opraHusauuu.

2.8.5. ApXvBHble [LOKYMEHTbI OpraHv3aumun, NpekpaTuBLLEA CBOK AeATe/IbHOCTb BCEACTBME
NNKBMAAUMK, B TOM YunC/ie NO NPUUMHE Ype3BblYaiHbIX 0BCTOATENLCTB MW CTUXUIAHLIX GeACTBUN, a
3aTeM BOCCTQHOB/IEHHOW C TEMU Xe (PYHKLMSAMU, COCTaBNAKOT eANHBbIA apXMBHBIA POHS,

2.8.6. XpOHOMOrMYeCKMMUM rpaH1LaMm apxXuBHOro hoHAa ABAKOTCA:

apXMBHOTO (POHAA rOCYAapCTBEHHOIO OpraHa, opraHa MecTHOro camoynpas/ieHns, OpraHn3aumm -
yCTaHaB/MBaeMble Ha OCHOBE HOPMATMBHbIX aKTOB OuuMa/ibHble fdaTbl UX 06pa3oBaHus
(pervctpaunn) v nUKBUgaLMK. TFpn HAIMUYUKM HECKO/IbKMX HOPMATMBHbIX aKTOB 3a AaTy 06pa3oBaHus
rocyAapCTBEHHOr0 OpraHa, opraHa MeCTHOrO CamOyMpaBfieHWUs, OpraHu3auun npuHUMaeTca garta
Hanbosiee paHHero 13 Hux;

06beAVHEHHOIO apXMBHOIO (hoHAa - AaTbl 06pa3oBaHWsA (perucrpayumn) Haubonee paHHen wu
NVKBMAALMW Hanbonee No3gHeN No BpeMeHN AeATeNlbHOCTM OpraHn3aLnii, LOKYMEHTbI KOTOPbIX BOLL/IN
B COCTaB 00bEeVMHEHHOr0 apXMBHOI0 (POHAA;

apXMBHOTO (POHAA SIMYHOTO MPOUCXOXAEHUS - AaTbl POXAEHWUA U CMEPTU rPpaXK4aHWHA, Y/IeHOB
ceMbM 1M poga (No aHanormm ¢ 06beAMHEHHbIM apXMUBHLIM (POHAOM);

apXMBHOIA KONMEKUMK - AaTbl CAMOrO PaHHEro U Camoro no3gHero JOKyMeHTa.

XPOHOMOrMYeCKe rpaHuLbl apXMBHOMO (HOHAA MOFYT He COBMajaTb C KpakiHUMK JaTtamu
COCTaB/IAOLMX ero apxXmBHbIX LOKYMEHTOB:

B (POHZE roCyAapCTBEHHOr0 opraHa, opraHa MeCTHOIo CamMoynpas/ieHNs, OpraH13aLun - B CBA3N C
BO3MOXHbIM OTCYTCTBUEM apXMBHbIX [OKYMEHTOB Haya/lbHOr0 W/MM  3aBepLUaloLLero 3Taros
[eATeNIbHOCTU  rOCYLapCTBEHHOrO OpraHa, oOpraHa MeCcTHOro Camoynpas/ieHus, OpraHusauuu,
BK/IIOYEHMEM B COCTaB (POHAA 60/iee paHHUX apXMBHbIX AOKYMEHTOB, NepefaHHbIX [/19 3aBepLUeHus
MPOM3BOACTBOM  [efla  MPefLUeCTBEHHNUKOM  rOCyfLapCTBEHHOro opraHa, opraHa MecTHOro
camoyrnpas/ieHus, opraHn3aunm;

B (DOHAE /INYHOr0 NMPOUCXOXKAEHUS - 3a CYET LOKYMEHTOB, CBA3aHHbIX C OTK/IMKAMW Ha CMepTb
rpaxgaHvHa, NpoBeseHeM NaMATHO-HOUEHbIX MEPONPUATUIA U Ap.

OpraHu3aLms apXUBHbIX JOKYMEHTOB B Npeenax apX1MBHOro (oHa

2.9. B npegenax apxvMBHOrO (hOHAA apXMBHble [AOKYMEHTbl OpPraHu3ykoTCs N0 eAuHMLAM
XpaHeHus.

EAvHMUBI  XpaHeHWs CUCTEMATU3MPYHOTCA COMMlaCHO CXEeMe CUCTEMaTU3auMM  apXUBHbIX
[NOKYMEHTOB B apXMBHOM (hOHJE.

2.9.1. Cxema cucTemaTunsaLmm apxmBHbIX AOKYMEHTOB B apXMBHOM (hOHAE SBMSIETCS OCHOBaHWEM
019 BHYTPEHHEN opraHusaumyM efuHWL, XpaHeHWs apxXMBHOIO (HoHAA W 3aKpennseTcs Onucbio
(onucamun) gen, LOKYMEHTOB.

CucTtemaTtunsaumns eauHUL, XpaHeHUst B Npefenax apxmMBHOro ¢oHga no pasgenam (nogpassaenam)
CXEMbI CMCTEMATM3aLMM NPOBOAMTCA C YY4ETOM OHOFO MM HECKOMbKMX CNeaytoLwmnx Npu3HaKoB:

CTPYKTYPHOro (B COOTBETCTBMM C MNPUHALIEXHOCTLIO e4UHUL, XPaHeHWUs K CTPYKTYPHbIM
noapasaeneHnsam);



XPOHO/I0rMYecKoro (Nno nepuogam uUnm fatam, K KOTOpbIM OTHOCATCA eAMHULbI XPaHEHNS);

(hYHKLMOHaNIbHOI0, 0TPacNeBOro, TeMaTU4ecKoro, NpPeaMeTHO-BONPOCHOrO (C y4eToM (hYHKLMIA
opraHu3auum, Tem UM BOMPOCOB, KOTOPbIX KacaeTCs CoLepXKaHue eAVHNL, XpaHeHNs);

HOMMWH&a/ILHOT 0 (N0 AEeNONPON3BOACTBEHHOW (hopMe - BUAaM W PasHOBUAHOCTAM LOKYMEHTOB);

KOPPEeCrnoHAeHTCKOro (Mo opraHu3auusM W vuam, B pe3ynbTaTe MepernuckM ¢ KOTOpbIMU
06pa3oBaINCh eANHULBI XPaHEHUS);

reorpagmyeckoro (B COOTBETCTBUU C OMNpPeSeNeHHbIMU TEPPUTOPUAMM, HACENIEHHBIMU NMYHKTaMU Y
ApYruMun reorpamyeckuMm 06beKTamu, C KOTOPbIMY CBSI3aHO COAEepXKaHue AOKYMEHTOB, UX aBTOpbl,
KOPPECMNOHAEHTLI);

aBTOPCKOro (Mo HasBaHWAM OpraHv3auuin uayM ammamsam nuL, KOTopble SBASKOTCS aBTOpaMu
[LOKYMEHTOB).

Mpn cucTemaTnsauuy efuHUL, XpaHeHWUs ayauoBU3YalbHOW W 3MEKTPOHHOW AOKYMeHTaLumm
[OMNOSTHATENBHO UCMOMb3YHOTCA 00bEKTHBIV Y (HOPMATHbIA NPU3HAKK.

EQvHMUBI XpaHeHus rpynnupyroTcs MocnefoBaTe/ibHO MO Mpu3Hakam, MpYMEHeHMe KOTOPbIX
ABNAETCA Hambonee LenecoobpasHbIM A1 BCEX WM OTAEMbHbIX TPYNn apXMBHbIX [OKYMEHTOB
apXMBHOIO (hoHAa.

[IOKYMeHTbl MO NMYHOMY COCTaBY, a TakXKe Hay4HO-TEXHUYECKME [OKYMEHTbl B apXWBHbIX
(hoHAaxX Hay4yHO-MCCNefoBaTeNbCKUX OpraHu3aLuii, pyKonnucu B n3gatenscTeax, UCTopum 60ne3Hein B
MeANLMHCKNX OpraHun3aumsx, akTbl MPOBEPOK B POHAAX KOHTPOJIbHbLIX OPraHoB BbIAENATCA B 0COOble
rpynnbl U CUCTEMATU3NPYIOTCSA 060C06EHHO.

ApXVBHble [OKYMEHTbl apXMBHOro (OHAa CeMbWM, pofa CUCTEMATU3MPYIOTCA BHayale Mo
OTAE/NbHbIM rpaxjaHaM, JOKYMEHTbI K&X0ro rpaxjaHuHa - rno pasfenam CxXembl cuctemarmsauuu. B
apXMBHOM (JOHZE CeMbW Ha NepBOe MeCTO BbIHOCATCH apXWMBHblE LOKYMEHTbI Hanbosee W3BECTHOrO
rpaxgaHuHa, 3aTeM - apXuBHbIe JOKYMEHTbI Y/IEHOB CeMbW B MOPSAKE CTENeHW POACTBa. B apXuBHOM
(hoHZe pofa apXMBHbIE LOKYMEHTbI pacronaratoTca B NOpsAKe reHeasiormyecKoil NocneLoBaTe/IbHOCTH,
MpUYemM apxuBHble [OKYMEHTbl, OTHOCAWMECH KO BCeMy pogy (reHeanoruvyeckue Tabnuubl,
MMYLLIECTBEHHO-XO03ANCTBEHHbIE JOKYMEHTbI), MOMELLAIOTCA B HaYa/le.

EOMHMLBI XpaHeHUs, BK/OYEHHble B 00beAVHEHHbI apXMBHbIA (DOHA, pacrnonaratoTcs Mo
3HAUMMOCTW (hoHZOOOpa3oBaTenei, N0 XPOHOMOrMM KX CO3[4aHusA, MO angasuTy HassaHWW. [ns
apXMBHbIX (DOHAOB OAHOTUMHBIX OPraHM3aLMin UCNonb3yeTca 06Las cxema cuctemaT3alnm.

B npegenax apxvMBHOW KONNMEKUMW apXMBHble [OKYMEHTbl OLHOro Buzaa (pa3sHOBWAHOCTW)
rPynnupyroTca Mo aBTOPCKOMY MPU3HaKY C PacrnooXeHneM rpynmn eimHNL, XpaHeHUs B angaByTHOM
nopsiaKe HasBaHW opraHu3auuii UM gaMmunnin rpaxgaH. B npefenax apxvMBHOW  KONEKLNN,
CO3aHHOV N0 TeMaTUYeCKOMY MPU3HaKY, rpyrnnupoBKa apXMBHBIX LOKYMEHTOB MPOBOAMTCS NO TeMaM
UK BONPOCAaM, PacnosioXeHHbIM B MOPALKE UX 3HAYMMOCTU UM XPOHO/OT UK.

B COOTBETCTBMM CO CXEMOM CMUCTEMATU3ALUN eAMHULIBI XPaHEHUS TPYNMNUPYIOTCS B CleAyoLLeM
NopALKe:

eMHULbl XpaHeHMsi OTHOCATCA K TOMY rofy, B KOTOPOM OHW HauyaTbl MPOW3BOACTBOM WM B
KOTOPOM NOCTYMW/IN B JaHHYI0 OpraHv3aumio (CTPYKTYpHOe nofpasjeneHne) us apyroi opraHusaumm
(CTpYKTYpHOro nofpasfeneHns) 418 NpoAoHKeHUs NPOn3BOACTBa,;

elIMHNLbI XpaHEeHWS, COAepXKaLLime MaHbl, OTYETbI, CMETbI U MaTepuasibl K HAM, OTHOCATCA K TOMY
rogy, Ha KOTOpbIA WM 3a KOTOPbLIA OHW COCTaBNeHbl, HE3aBUCUMO OT AaTbl WX COCTaBNEHUS;
[OMrOCPOYHbIe Mf1aHbl OTHOCATCA K HavyalbHOMY rofly MX [elCcTBUSA, a OTYeTbl 3a 3TU Trodbl - K
rnocnefHemy rogy OTHETHOrO Nepuroaa;

eIMHNLbI XpaHeHWs, HayaTble MPOM3BOACTBOM B OLHOM MOAPA3fe/NeHnn U nepefaHHble A/is
MPOAO/KEHVS B ApYroe MnofpasfenieHne, OTHOCATCA K TOMY MOApasfefieHno, B KOTOPOM OHUW Obinu
3aKOHYEHbI;

B Npefenax roga WaM XPOHOIOTMYECKOrO Mepuoja eauHWLbl XPaHeHWsd pacroniaratoTcs Mo
3HAYMMOCTU (PYHKLMIA OpraHm3aummn (Uv B NOPALKE 3HAYMMOCTM 1 IOTMYECKON B3aVMOCBA3N BUAOB U
Pa3HOBUAHOCTEN JOKYMEHTOB);

eIMHMLbI XpaHeHWUs, NpefCTaBnAloWMe COO0M NMUYHbIE [eNa, CUCTEMATU3MPYKOTCA MO rofam
YBO/IbHEHWSA U anaBuTy aMuimnia.



[pynnbl eAVHWL, XpaHeHUs B Npejenax MocneAHnx (3aBepLuatoLymx) CTyneHeld cucTemaTusaumm
pacnpefenstoTca no UX 3HaYMMOCTIN UK XPOHONOTUMN.

HedhoH10Bast OpraHM3aLmst apXMBHbIX JOKYMEHTOB

2.10. HethoHpoBas opraHu3auus apXvBHbIX [OKYMEHTOB - OpraHu3aums CO3[aHHbIX B
[eATeNIbHOCTN  Pa3/IMiHbIX WCTOYHWKOB KOMM/EKTOBAHWUS ayAMOBU3YasibHbIX [LOKYMEHTOB (KWHO-,
(hoTO-, POHO- ¥ BWAEOLOKYMEHTOB) MO UX BUAAM, OLHOMY WM HECKO/IbKMM BHELUHWM Mpu3HaKam
(uBeTHOCTK, MaTepuanly HOCUTENs WHGopMauuu, ero Qopmaty, CUCTEMe 3arucu  3BYKOBOM
NH(opmMaLmn 1 ap.).

KWHOLOKYMEHTbI 1 BUAEOAOKYMEHTbI CUCTEMATU3NPYIOTCA MO BUAAM - PUIbMBI, CMELBbIMYCKY,
KUHOXYPHa/Ibl, OTAE/NbHblE KWHO- W TEeNEeCOXKeTbl PasIMYHOM LBETHOCTU. Ha KUHOLOKYMEHTbI U
BNAEOA0KYMEHTbI OMpefe/ieHHOro B1aa COCTaBNAETCA OTAEIbHAsA OMNUCH.

POTOAOKYMEHTBI CUCTEMATU3NPYIOTCA MO BUAAM - HeraTuBbl Pa3/IMYHON LBETHOCTU U pa3Mepa;
cnavigbl  (4Mano3uTUBbLI)  Pas3/IMYHOM  LBETHOCTW; MO3WUTWMBLI, (HOTOOTMNEYaTKU; (POTOoaIbOOMBI;
AnamnbMbl. Ha OTOAOKYMEHTBI OMpeaeneHHOro B1aa CoCTaBIfeTCs OTAe/IbHAsA OMKUCH.

POHOJOKYMEHTbI  CUCTEMATU3UPYOTCA N0 BUAAM  3anucu  3BYKOBOW  MH(opmauuy -
(hoHOrpathnueckass, rpaMmMogOHHas, LWOPUHOPOHHASA, OMTUYeCKas, MarHWTHasd, JasepHas. Ha
(POHOLOKYMEHTBI OMpefeleHHOro BMAa 3amnvcu COCTaBAETCA OTAE/bHAA OMUCH.

ONEeKTPOHHbIE [OKYMEHTbI CUCTEMATU3MPYIOTCA NO BUAAM HOCUTeNed NHopMaumMmn (MarHUTHble
NEHTbI, f1a3epHble M XECTKMe [AMCKW, KOMMaKT-AWCKMW, OWUCKETbl); BHYTPM BMAOB - MO opmaram
npeacTaBneHna MHGopmaLmmn 1 fanee - No xapakTepy 3agMKCMpoBaHHOK NHDOpMaLK.

Ob6ecneyeHne COXPaHHOCTN apXUBHbLIX JOKYMEHTOB

2.11. Komnnekc MeponpusTUA MO  CO3AAHUIO  HOPMATUBHBLIX  YCMOBUMA,  COBMIOAEHUIO
HOPMATVBHbIX PEXUMOB U  HaANeXallei OpraHu3aLmy  XpaHeHUs apXMBHbIX [OKYMEHTOB,
UCK/MIOUAIOWMX UX XULIEHMe W yTpaTy W 06GecrneunBalolyxX noaaepKaHne WX B HOPMasbHOM
(V31YECKOM COCTOSIHMI, 06ECMEUMBAET COXPAHHOCTb aPXUBHBIX [IOKYMEHTOB B apXyBe.

ObecneyeHne HOPMaTUBHBIX YCMOBUIA XpaHEHWS
apPXMBHbIX JOKYMEHTOB

2.11.1. HopmaTuBHbIe YCNOBUA XPaHEHWNS apXMBHbIX JOKYMEHTOB 06ecrneynBatoTCs:

CTPOMTENbCTBOM, PEKOHCTPYKLMEN U PEMOHTOM 3aHWUIA apXMBOB;

CO3[aHMEM OMTUMaIbHbIX (HOPMATUBHBLIX) MPOTUBOMOXAPHOIO, OXPaHHOro, TeMrMepaTypHo-
BNI&YKHOCTHOT 0, CBETOBOI0 1 CaHUTapPHO-TMTMEHNYECKOT0 PEXXUMOB B 34aHUW U NOMELLEHNAX apXUBa;

NMPUMEHEHMEM CNeunaibHbIX CPEACTB XPaHEeHUs U NepeMeLLeHns apXMBHbIX [OKYMEHTOB
(cTennaxu, WwKapbl, celibl, KOPOOKK, NANKK 1 ap.).

Tpe6oBaHMs K 34aHMSIM U NOMELLLEHUSM apXMBa

2.11.1.1. Apx1B pa3meLLaeTcs B cneumasibHo NocTPoeHHOM(bIX) UM NprucnocobaeHHoM(bIX) As
XPaHEHUS1 apXMBHbIX AOKYMEHTOB 3[4aHUU(SX) UAN OTAENbHbIX NOMELWEHMsX 34aHns, yaaneHHOM(bIX)
OT OMacHbIX B MOXXaPHOM OTHOLLEHUN O0BLEKTOB (HeTexpaHunuia, 6eH30KONOHKM, aBTOCTOSHKMU,
rapaxu v T.M.) ¥ NPOMbILLNEHHBIX 0OLEKTOB, 3arpsA3HAOLLMX BO3AyX (arpecCcuBHbIe rasbl, LLEMEHTHas
Nbiib U T.M.). MMPUrogHOCTb MECTOPACMNONOXEHNA apXmBa OMpPeenseTcs C Y4YeTOM 3aK/HYEHUI
CNy>XObl NOXapHO 0XpaHbl 1 CaH3NMAEMCTaHLMN O CTEMEHW 3arpsi3HEHHOCTY BO3AyXa.

CTpOUTENbCTBO W PEKOHCTPYKUMA 30aHMSi  apxuBa MNPOM3BOASTCA B COOTBETCTBUM C
HOPMaTMBHbLIMX MPaBOBbIMM aKTaMK, COAepXallMmn TpeboBaHMSt K 0O0beKTaM TEXHMYECKOro
PEryNMPOBaHUS U MNPOEKTHOM  [OKYMEHTalMei,  CcornacoBaHHOW C  COOTBETCTBYHOLLMM
YMOMTHOMOY€EHHbIM OPraHOM UCMOTHUTENLHOM BAcTK B Chepe apXMBHOIO Aena.



3paHune apxuBa npeacTaBnseT CO60A KOMMIEKC OCHOBHbIX W BCMOMOTaTe/ibHbIX MOMELLEHUH,
npefHasHaYeHHbIX [N BbINOSHEHUS 3afay apxuBa MO XpaHeHWto, 06paboTke, WCMONb30BaHUIO
apXMBHbIX [JOKYMEHTOB W 3afay aAMUHUCTPaTUBHO-XO3ANCTBEHHOIO, TEXHWYECKOro, O6bITOBOro
XapakTtepa, 0TBeyaTb TpeboBaHUAM paLyOHa/IbHON NIAHUPOBKN NMOMELLEHNIA.

CoctaB, pacrnonoxeHvie, 060pyLOBaHWE TOMELLEHWUIA OCHOBHOIMO Ha3HaYeHUs  LO/KHbI
obecreunBaTb COXPAHHOCTb apXMBHbIX [OKYMEHTOB Ha BCeX y4yacTKax paboTbl C HUMM, COGMOAEHNE
TpeboBaHWI TexHoMoruy paboT, OXpaHbl TPyAa, TeXHWKM 6e30MacHOCTM U NPOM3BOACTBEHHOM
caHWTapuMu, a TaKxXe pauMoHasbHOe B3aMMOJAENCTBME NOApasfeneHnin apxmea. K nomeLeHmam
OCHOBHOI0 Ha3HaYeHWsi OTHOCATCA:

apXUBOXPaHUNNLLE;

paboume nomMeLLeHNs paboTHNKOB apxXunBa;

MOMELLIEHWS 4N15 Nprema 1 BpeMeHHOro XpaHeH s, akKMMaTn3aLmm apXmBHbIX JOKYMEHTOB;

MOMeLLEeHNA 41 U30NALUN, Ae3NHDEKLMN N Le3UHCEKLUN NOPAKEHHbIX apXUBHBIX JOKYMEHTOB;

MOMeLLeHVS 411 06eCnblIMBaHUA, NepensieTa U pectaBpauyuy apxXBHbIX JOKYMEHTOB;

MOMeLLeHNs N8 KOMWPOBaHUA W pecTaBpauun apXmBHbIX [OKYMEHTOB (MWKPO-, KCepo-,
(hoTOKONMpOBaHMA, QoTopecTaBpauum WM T.N.), 06pabOTKM MNEHKU W MNPOBELEHUS TEXHUYECKOro
KOHTPO/IS ayA1O0BU3Ya/IbHbIX LOKYMEHTOB;

MOMELLEHNS 411 XPaHEHWS YYETHbIX JOKYMEHTOB;

KOMM/EKC 4mMTaibHOro 3aa (C y4yaCcTKaMu Bblgayu el U ChpaBOYHO-MOMCKOBLIX CPELCTB,
BPEMEHHbIM XpaHU/NLLEM);

Hay4HO-CnpaBoyHas 6ubnnoTeka;

METOAUYECKNI KaOUHET;

BbICTABOYHbIIA 3aU1.

Pa3mellleHe apxuBa B MPUCMOCOGNEHHBIX 3[4aHUAX W MOMELEHUAX NPOU3BOAUTCA B
YCTaHOB/IEHHOM TMOPSLKE NOC/Ee MNPOBELEHUS WX 3KCMepTU3bl. JKCMepTU3a yCTaHaB/MBaeT CTeMeHb
OrHEeCTOMKOCTW 3[aHWsl, [LONTOBEYHOCTb E€ro OCHOBHbIX KOHCTPYKLUMIA M MPOYHOCTb MEXITAXKHbIX
MePeKpbITUA C Yy4eTOM MOTEHUMANbHBIX HArpy3oK, COCTOSiHWE MOMeLLeHUA 3aaHnA  (MO3TaXHbIX,
NOABa/IbHbIX, YepfayHblX), HalMyMe W COCTOSHWE OTOMUTE/bHLIX W BEHTUNALMOHHBIX CUCTEM.
JKcnepT3a NPOBOAMUTCA  NPEACTaBUTENAMU  apXyBa, MOXapHbIX, OXPaHHbIX, CTPOUTENbHbIX,
CaHWTapHO-3NUAEMUONOTNYECKUX W APYIUX cheunasibHbIX  cnyx6. o uToram  3KcrepTu3bl
COCTAaB/ISIeTCA aKT.

He ponyckaetcsa pasMeLLeHve apXxuBa B BETXUX CTPOEHUSAX, AePeBAHHbIX MOCTPOMKaX, 34aHNsAX C
CbIPbIMY OCHOBHbIMW, NOABASIbHLIMM, YepAauHbIMU MOMELLEHUAMM, NEeYHbIM OTOM/IEHNEM.

MpefHa3HayeHHble ANA XpaHeHUs apXMBHbIX [OKYMEHTOB MOMELLEHUS B MPUCTIOCO6NEHHbBIX
30aHUAX  JO/MKHbI ObITb  M30/IMPOBAHbI OT OCTa/lbHbIX MOMELLEHWIn 3faHus. He ponyckaertcs
pasMeLLleHre apXMBHbIX JOKYMEHTOB B MOMELLEHUAX 3[aHWs, 3aHATOro cny>x6amy 06LLeCTBEHHOr0
NUTaHUsA, MULLEBbIMU CKMafamu, OpPraHu3auusamy, XpaHALMMK M0XapoonacHble W arpeccuBHble
BeLLeCTBa UY NMPUMEHSAIOLLMMM NOXAPOOoMNacHbIe Y XMMUYECKNEe TEXHOOTUN.

Tpe60BaHUs K apXMBOXPaHUNLLY

2.11.1.2. ApXMBOXpaHU/MLLE [O/MKHO ObiTb MaKCUMa/ibHO YyAaneHO OT 1abopaTopHbIX,
NMPOW3BOACTBEHHbIX, ObITOBbIX MOMELLEHWNA apXvMBa M He UMETb OOWMX C HUMWU BEHTUNALMOHHBIX
KaHa/10B. ApXUBOXPaHW/KLLE OTAENSETCA OT COCEAHMX NMOMELLEHNI apXmBa HECTOPaeMbIMU CTEHAMU W
NepPeKpbITUAMMU € NpefefiaMM OrHeCTOMKOCTM He MeHee [BYX 4acoB. B apxuBoxpaHuiuvile He
[ONYCKaeTCs Mpoknagka Tpyd BOAOCHAGXKEHWA W KaHaim3auuu, TEeXHONIOTMYecKre WAn OblTOBble
BbIBO/bI BOAbI.

Mpy NPOEKTMPOBAHMM pa3MeLLEHNSA apXUBOXPaHUMLLA B CMeLmaibHOM Wan NpucrnocobieHHOM
3aHnKn npeanoyTeHne (MPY paBHbIX TEMIOBLIX XapaKTePUCTUKaX) OTAAETCA MOMELLEHUAM C CEBEPHOW
OpVieHTaumeli OKOH.



Matepuasibl MOKPbITUA CTeH, MOMI0B, MOTONKOB, BHYTPEHHEN apmaTypbl apXUBOXPaHWULLA,
NMPUMeEHsieMble MPU U3roTOBNEHUN 0O0PYLOBaHUS W CPeACTB XPaHeHUs apXMBHbIX [OKYMEHTOB, He
LO/MKHbI COBMPATH Mbl/b, ObITb €8 UICTOYHUKOM W/IN BbIAENATb arpeccrBHbIE XMMUYECKMEe BELLeCTBa.

ApXMBOXpaHUINLLE LO/MKHO UMETb ECTECTBEHHYHO WM UCKYCCTBEHHYHO BEHTUNALUMIO. CUCTEMBI
KOHAMLUMOHMPOBaHUA [LO/MKHbI 06ecneymBaTb PeLpKynsaunio Bo3Lyxa C KpPaTHOCTbO 0OMeHa 2 - 3,
CTabUNbHOCTb TeMNepaTypHO-BNIAXXHOCTHOrO PeXrMa, OYMCTKY BO3f4yxa OT MblIM U arpeccuBHbIX
npumMecei, a Takxe 0TBeYaTb COBPEMEHHbIM TPebOBaHUAM KOMMAKTHOCTW 1 3KOHOMUYHOCTW.

BbicoTa apxuBOXpaHWiMLLa 3aBUCUT OT TEXHO/OrMYeCcKOro 060pyfoBaHUsA, MPUHATOro Ans
XPaHeHNs apXMBHbIX AOKYMEHTOB, HO HE MeHee 2,25 M [0 HM3a BbICTYNAOLWMX KOHCTPYKUMIA K, Kak
npasunso, He Bbille 4 M.

ApPXMBOXpaHUINLLE JO/MKHO MMETb YA00HbIE BbIXOAb! K IMTaM U NIECTHUYHBIM K/IETKaM.

He ponyckaetcs XpaHeHMe (POHO-, BMAEO- W 3MEKTPOHHbLIX [OKYMEHTOB Ha HOCUTENAX C
MarHMUTHbIM paboymMm C/I0eM B apXMBOXPaHU/IMLLE C Napa3UTHLIMU MOCTOSAHHLIMU UAN MepeMeHHbIMU
MarHUTHbLIMU NONAMW HanpPsXXeHHOCTbIO 60n1ee 400 a/m.

ADPXMBOXPaHU/INLLE  apXMBHbIX  [OKYMEHTOB Ha HWUTPOOCHOBe  (OMacHOW,  roproyeit)
TeppuUTOpUaTIbHO OTAENseTCd U M30MPYeTCs OT APYrUX apXvMBOXPaHWAUW, B HWXHell 30He
apPXMBOXPaHUINLLA apXMBHbIX [OKYMEHTOB Ha HWUTPOOCHOBE MNpeaycMaTpuBaeTcs AO0NONHUTENbHAsA
BbITS)KKA BO34yXa.

HopMmaTuBHble peXKnMbl XpaHeHUs apXUBHbLIX JOKYMEHTOB.
MPOTMBONOXAPHbIN PEXMM

2.11.2.1. TIpOTMBONOXAPHbLIA peXxuM B 3paHUU(AX), TAe pa3MeLlaeTcs apxus, U B
APXMBOXPaHUINLLIAX PEernaMmeHTUpyeTcs COOTBETCTBYHOLUMU HOPMaTUBHbIMM MPaBOBbIMK aKTamu
Poccuiickor Pepepauun B 06/1aCTH NOXapHOM 6e30MacHOCTMU.

OXpaHHbIN pexxum

2.11.2.2. OXpaHHbIA pexum apxua 00ecrneynBaeTCsd KOMIMMEKCOM Mep Mo 06ecneyeHuto
VHXXEHEPHO-TEXHNYECKOW YKpernieHHOCTU, 060pyA0BaHMIO 3a4aHNsA (NMOMELLEHWS) apXmnBa CpeacTBaMm
OXPaHHOW CMrHamn3aumm, opraHmsaumm nocta(oB) OXpaHbl, ONeYaTbIBaHUIO MOMELLEHWNIA, COBMHOAEHNIO
BHYTPMOGBEKTOBOIO M MPOMYCKHOI0 PEXXMMOB, XPaHEHWIO K/THOUER OT CNYXKEBHbLIX MOMELLEHWIA.

TpeboBaHUA K apxXMBOXpaHUIULLAM W APYTUM MOMELLEHUSM apXmBa, B KOTOPbIX XPaHATCA
CEKPETHbIE apXMBHble LOKYMEHTbl W MPOBOAATCA PaboTbl C HUMMW, YCTaHOB/IEHbI HOPMATMBHBLIMU
NpaBoOBbIMU JOKYMEHTaMM M0 06ECNEYEHUNIO PeXMMa CEKPeTHOCTU B Poccuiickoin degepaumn.

OpraHusaums OXpaHbl apXuBa OCYLUECTBNS€TCA B  COOTBETCTBMM C  TpebGoBaHUAMU
3aKOHOfATeNbHbIX W WHbIX HOPMATMBHBLIX MpPaBOBbIX aKTOB Poccuiickoin defepaumn, a Takxke
WHCTpYKL MK 0 nopsgke OCYLLEeCTBEHUS OXpaHbl apxmBa, COr/lacoBaHHOW B YCTaHOB/IEHHOM MOPSAKeE C
OCYLLECTB/IAIOLLMM OXpaHy apxvBa NogpasfeneHneM U COOTBETCTBYIOLMM OpraHOM BHYTPEHHUX [en
Poccuiickoii depaepauun.

OxpaHa apxmBa OCYLLEeCTB/AETCA Ha OCHOBaHMM [OroBOpa MeXay apXmBoOM M COOTBETCTBYIOLLM
nofpasjeneHrem oxpaHbl, B KOTOPOM MpeaycMaTpmnBaroTCs 0053aTe/IbCTBa CTOPOH MO OXpaHe apXmBa,
COONIOAEHNIO BHYTPUOOBLEKTOBOIO M MPOMYCKHOIO PEXMMOB, NpefycMaTpuBatolmx B TOM 4UuC/e
[JOCMOTPOBbIE MeponpusaTUsA. epedeHb MOMELLEHWI apxuBa, 060pYAYeMbIX CPeLCcTBaMM OXPaHHOM
CUrHaM3aLMKn, MPUMEHSEMble  WHXKEHEPHO-TEXHUYECKME CPeAcTBa, BWUA, YCNOBUA  OXpaHbl  ©
AMCNOKauua MOCTOB OMpeAenstoTcs YCAoBUAMU [OrOBOpa MCXOAA M3 MPUHLMMNOB HALEXHOCTU U
3KOHOMMYECKOM 060CHOBaHHOCTY Tapu(oB, a TAKXKE C YYETOM MOJIOXKEHWNIN MEXBEAOMCTBEHHOIO aKTa
06cnefoBaHNsA apxmea U TpeboBaHUIA HOPMaTUBHbLIX NPaBoBbLIX akToB MB/L, Poccum.

O6s3aTeNlbHOMY OCHALLEHWNIO CPeACTBaMM OXPaHHOW CUTHaNM3aLMM U OneyaTbiBaHUIO MoAnexar
apXMBOXpPaHUNMLLA W MOMELLEHMS, B KOTOPbIX MOCTOSHHO WM BPEMEHHO XPaHATCH apXMBHble
[JOKYMEHTbI, a TakkKe MaTepuasibHble LLeHHOCTW, aBapuiiHble U 3amnacHble BbIXOAbl U3 3[aHnsi apXumBa,
OCHOBHOW BX0f, MPW OTCYTCTBUM KPYr/IOCYTOYHOI 0 MOCTa OXpaHbl.



OneyaTbiBaHMIO MOANEXAT MeTa/I/INYecKme WKagbl U ceiidbl, rAe BPEMEHHO XPaHATCS BblgaHHbIE
13 apXMBOXPaHUINLY, apXMBHbIE LOKYMEHTbI, YYeTHbIE [OKYMEHTbl U Hay4HO-CMpaBOYHbINA annapar,
eC/IN OHW HaXOAATCA B HEOMeYaTbIBaEMbIX NMOMELLEHMSIX.

ApXMBOXpaHUINLWA U ApYyrve NOMELLEHNs, T4e NOCTOSHHO WM BPEMEHHO XPaHATCA apXMBHbIe
[OOKYMEHTbI, 060pyaytoTCA [ABEPSMU C  MOBLILEHHON TEXHUYECKON YKPEMnJIEHHOCTbIO MNPOTUB
BO3MOXXHOIO B3/10Ma, OCHALLEHHbIMY 3aMKaMy MOBbILLEHHON CEKPETHOCTU.

Bce ak3eMnnspbl KAKO4Yen (3a WCK/IOYEHWEM OTHOCALUMXCH K MOMELLEHWAM, Ha KOTopble
pacnpoCcTpaHATCA cneunanbHble TPebOoBaHUA peXuma CEKPETHOCTU) Y4YMTbIBAKOTCA B XKypHane
perncTpaumMm Kn4vein K 3amMkaM MOMELLEHWNIA apXMBa, BeAeHWe KOTOPOro NpuKasoM pPYKOBOAUTENS
apXxmBa BO3NaraeTcs Ha OTBETCTBEHHOE JO/HKHOCTHOE MLO0. B ykazaHHOM XKypHasie OTMeYaeTcs, y KOro
13 pPabOTHMKOB apxXxuBa MMEKOTCA KAHOUM OT KaXOro M3 NOMELLeHWI, C pacruckoi paboTHUKa B
NoNyYeHNM aK3eMnaspa Kua.

Ko BCeM MOMeLLEHNAM apxuBa, OCHALLEHHbIM 3aMKaMW, [O/MKHO OblTb He MeHee [ABYX
KOMM/IEKTOB K/HOYEN, OAMH M3 KOTOPbIX NOCTOSAHHO HAXOAMTCA B CNY>K6e 0XpaHbl apXumBa.

MopAfoK XpaHeHusi Koyeld B paboyee M Hepaboyee BpPeMs, MOMYYEHWUS KAKOUEn B CnyK6e
OXpaHbl, CAaYM K/OYeld U NOMELLEeHUA Mof OXpaHy YCTaHaB/MBAeTCA WHCTPYKLMen 06 OXpaHHOM
PeXMMe apxuBa, YTBEPXKAEHHOM B YCTaHOB/IEHHOM MOPSIZKE.

ApxnBOXpaHuIuwe B paboyee Bpems, eCM B HEM He paboTalT COTPYAHWKW, AOMKHO ObITb
3aKpbITO Ha KoY. K/oum OT apxuBoxpaHunuvuia B paboyee BpeMsi HaxOAAaATCA Yy 3aBeAyHOLLEro
apXMBOXPaHUNMLLEM MW NNLA, ero 3aMeLLatoLLEero.

B apxvBOXpaHUIMWE MMET nNpaBo AOCTyna 3aBefylowuid W paboOTHWKMA  [aHHOro
apXMBOXPaHUNNLLA, & TaKXXe PYKOBOAWTE/Nb apXvBa W ero 3aMecTUTeNn, rnaBHbli XpaHuTenb (hOHAOB.
Cnu1cok nunu, MMetoLwmx Npaso A0CTyna B apXMBOXpaHUIuULLEe, 06HOBSEMbI MO Mepe HEO6X0ANUMOCTH,
JOMKEH HaxoAWTbCA Ha MOCTY OXpaHbl. Bce apyrve paboTHMKM apxvBa [OMYCKalTCA B
apXMBOXPaHUULLE TOMIbKO B COMPOBOXAEHWUWN 3aBeAYIOLEro apXvMBOXPaHWIULEM WAW NMua, ero
3ameLLiaroLero. ViHble mua AonycKarTCs B apXMBOXPaHUIULLE B UCKIHOUMTENbHLIX CyYasX TOMbKO
Nno MNWCbMEHHOMY pa3pelleHu0 PYKOBOACTBA apxmBa W B COMPOBOXAEHWM  3aBefyHOLLEro
apXMBOXPaHUNMLLEM MW NNLA, ero 3aMeLLatoLLEero.

BbIHOC 13 apxuBa apXMBHbIX [OKYMEHTOB, MaTepuasibHbIX LEHHOCTEN W KHUT Hay4yHO-
CMpaBOYHOM 6MOIMOTEKM, a TakKkKe Hay4yHO-CMpaBOYHOro annapara paspellaeTcsd TOMbKO Mo
crneynanbHbIM NPOonycKaMm, BblaBaeMbIM B YCTaHOB/IEHHOM MOPSAKe.

TemnepaTypHO-BNaXXHOCTHbIV PEXUM

2.11.2.3. B apxuBOXpaHuuLLe apXMBHbIX [OKYMEHTOB Ha OyMaXHOW OCHOBe, 060pyA0BaHHOM
CUCTEMaMN  KOHAOMLMOHWPOBaHMS  BO3A4yXa, MOAAEPXMBAETCA  HOPMATMBHBIA  TeMmepaTypHO-
B/TXKHOCTHbIA pexknm: Temnepatypa 17 - 19 °C, oTHOCMTeNbHas BaXXHOCTb Bo3ayxa 50 - 55%.

TemnepaTypHO-BNaXXHOCTHbIE  MapaMeTpbl  BO3AyXa A1 [LO/ITOBPEMEHHOr0  XpaHeHus
ayANOoBU3YyasibHbIX N 3/IEKTPOHHLIX [OKYMEHTOB [LO/XHbl COOTBETCTBOBAaTL HOPMaM, NPUBEAEHHbLIM B
Tabnuue:

Bup foKyMeHTa Temnepatypa, rpag. C OTHOCUTENbHASA

BNXHOCTb BO3Ayxa, %
yepHo-6esble LIBETHbIE yepHo-6esible | LBETHbIE

JOKYMEHTbI Ha

KUHOM/IEHKE:

HNWTPOOCHOBA He Bbilwe +10 He BblLLE -5 40 - 50 40 - 50

6e3onacHas He Bblle +15 He BblLLe -5 40 -50 40 -50

0CHOBa

(POTOLOKYMEHTbI:

CTeK/0 He Bbille +15 He BblLLIe -5 40 - 50 40 - 50

nneHka He Bbllle +15 He BblLLE -5 40 - 50 40 - 50




(boTobymara He Bbllle +15 | He Bbille -5 40 - 50 140 - 50
AOKYMEHTbI Ha +8 - +18 45 - 65

MarHWTHOM
NEeHTE 1
AVCKOBbIX
HOCUTENsX

B apxnBoxpaHUnuLe ¢ HeperynmpyembsimM KAMMaTOM AOKHbI OCYLLECTBATLCA MEPONPUATUS MO
ONTUMU3aLMM TEMMEPATYPHO-BXXHOCTHOIO PeXuma C NMPUMEHEHVEM OMTUMAa/IbHOTO OTOMJIEHUS Y
NPOBETPUBAHMSA NMOMELLEHUI, a TaKKe MeXaHUUYECKMUX CPeACTB YBMXHEHUS WM OCYLLUEHUS BO3AyXa.
Pe3kune KonebaHus (Ce30HHble U B TeYeHMe OfHMX CYTOK) Temnepatypbl (+/- 5 °C) 1 OTHOCMTENbHOWA
BfI&XKHOCTY Bo3ayXa (+/- 10%) He JonycKaroTCs.

Mpy ONUTENIbHOM HapyLUeHWW TemnepaTypHO-BMIa&XXHOCTHOro pexxuma (0T 3 cyToK U 60see),
COMPOBOXAOLLLEMCS MOBbILLIEHNEM OTHOCUTE/IbHON BNaXHOCTW Bo3dyxa Ao 70 - 90%, npuHUMatoTCA
Mepbl M0 ero HopmManM3aumMmn (MHTEHCMBHOE MPOBETPMBaHME, OCYLLEHME apXUBOXPaHUINLLA).

B nepuog TexHoMorn4eckor 06paboTKM apXMBHbLIX [OKYMEHTOB AOMYCKAeTCA WX BPEMEHHOe
XpaHeHue (40 2 MeCALEeB) B MOMELLEHUAX C HEPeryMpyeMbiM TeMMepaTypHO-BNXKHOCTHLIM PEXMMOM
npu Temnepatype 20 +/- 5 °C 1 0THOCUTENBbHOW BNXHOCTK BO3ayXa 50 +/- 20%.

TemnepaTypHO-BNaXXHOCTHBIA  PEXUM  KOHTPOMIMPYETCS  MyTeM  PerynspHoro  M3MepeHus
TemnepaTypbl U OTHOCUTE/IbHOM BNAXXHOCTN KOMHATHOIO 1 Hapy»HOro BO3A4yXa B OfHO 1 TO XKe BpeMms:
B KOHAMUMOHMPYEMbIX MOMELLEeHUsAX - He pexe 1 pasa B Hefeno; B apXMBOXPaHUAMWAX C
HeperynmpyemMbiM KNMMaTOM - 2 pasa B Hefle/lto; Npu HapyLeHnsaxX pexkxnmMa - 1 pas B CyTKW.

MMoKa3aHMs  KOHTPO/IbHO-U3MEpPUTE/IbHbIX  NPUOOPOB  (IMKCUPYKOTCA B CreuuasibHbIX
PErnCTPaLMOHHbIX XXYPHanax, B KOTOPbIX TakKXe OTPaKatoTCs NpoBepka NpaBU/IbHOCTW MOKa3aHWM
nprbopoB 1 Mepbl, MPUHATLIE MO HOPMa/IM3aLMK TeMNEPATYPHO-BIXKHOCTHOIO PeXrMa B Cryyasx ero
HapyLLeHWs.

HomeHKnaTypa MNpUMEHSIEMbIX KOHTPO/IbHO-M3MEPUTENbHBIX MPUOOPOB, a Takke MopALoK
M3MEPEHUS W perucTpauumM napaMeTpoB KOMHATHOTO W Hapy)XXHOro BO3fyXa OnpeaenstoTcs
[ENCTBYIOLLMMU HOPMATUBHBIMU U METOANYECKAMW AOKYMEHTaMW.

KOHTPO/IbHO-M3MepUTE/IbHbIE MPUOBOPLI MOHTUPYIOT HA OAHOM LUMTKE, PasMeLLeHHOM B F/1TaBHOM
MPOXOf4e apXMBOXpPaHW/MLLA Ha CTesiaxe, BAAM OT OTOMUTENbHbIX U BEHTUALMOHHBLIX CUCTEM
(KOHTpO/IbHaA TOYKa), MO HOpMaM: NMPU KOMHATHOM CUCTEME - OfHa KOHTPO/IbHAas TOYKa Ha KOMHaTy,
NPy MHOTOSIPYCHOW - OfjHa Ha sipyC.

CBETOBOI peXMUM

2.11.2.4. XpaHeHue apXMBHbIX [JOKYMEHTOB OCYLLECTBMSETCA B TEMHOTe. ITO 0becrneynBaeTcs
XpaHeHNeM apXMBHbIX [OKYMEHTOB B nMepennetax, Mankax, Kopobkax, LiKaax, Ha CTennaxax
3aKpbITOro TUMa, a TakXKe Cob/4EeHNEM YCTAHOB/IEHHOIO CBETOBOIO PeXMMa.

OcBeLLeHVe B apXMBOXPaHUNLLE MOXET OblTb €CTECTBEHHbIM W/ NUCKYCCTBEHHbIM; apXWBHbIE
[OOKYMEHTbl  MOTYT pasmeLlaTtbCad B TMOMELLEHUAX C OKHamy WM 6e3 OKOH. PasmelyeHue
apXMBOXPaHUINLLA B MOMELLEHNAX 6e3 OKOH [OMYCKaeTCs Mpy Ha/IMYMM B HEM WUCKYCCTBEHHOW Wn
eCTeCTBEHHOIN BEHTU/IALMM BO3AYyXa C YCTaHOB/IEHHOW KPaTHOCTLIO BO34YX00OMeHa.

EcTecTBeHHOE OCBeLLEeHME B apXUBOXPaHWU/INLLIE [OMYCKAETCA PacCesHHbIM CBETOM MpPU YCN0BUMK
NPYMEHEHNS Ha OKHax CBeTopacceuBaTesieil, aBTOMaTUYECKMUX pPerynsaTopoB CBETOBOr0 MOTOKa
(cneymanbHbIX CTEKOS), 3aLLMTHBIX (PUABTPOB, Xa/to3U, LITOP, HAHECEHHbIX HAa CTEK/IO NOKPLITUI U T.1.

[Na NCKYCCTBEHHOIO OCBELLEHWSA B apXMBOXPaHU/MLLE MPUMEHAIOTCA NlaMnbl HakaIMBaHUA B
3aKpbITbIX  MaathoHax € [NaAKOM  HapyXHOW  MOBEPXHOCTbHD.  [loMycKaeTcsd  MpUMeHeHMe
NHOMUHECLEHTHBIX N1amn C ype3aHHbIM Y/bTParoneToBbIM Yy4acTKOM cnekTpa tuna J1b, J1Xb, J1TBb.
YpoBeHb OCBELLEHHOCTU B AManasoHe BUAMMOrO CreKTpa He [O/DKEH NpeBbIWaTh: Ha BEPTUKa/IbHOW
NMOBEPXHOCTU CTe/Nnaxa Ha BbicoTe 1 M 0T nona - 20 - 50 K, Ha pabounx ctonax - 100 K.



3awmTa apXxmBHbIX AOKYMEHTOB OT pa3pyLLAOLLEro AENCTBMS eCTECTBEHHOIO U NCKYCCTBEHHOIO
CBETa OCYLLECTBNSETCS BO BCEX MOMELLEHMAX apxyBa Mpu MO6bIX BuAgax paboTbl C apXMBHLIMM
[AOKYMEHTaMMm.

CaHWTapHO-TUTEHNYECKWI PEXIM

2.11.2.5. ApxmBoxpaHunuLa n gpyrne noMeLLEeHns apxmBa COLepXatca B YACTOTE U MOPALKE,
NCKHOYatoLLLEM BO3MOXKHOCTb NOSABNEHNA HACEKOMbIX, FPbI3YHOB, N/IECEHN U NbINN.

B apxvBoxpaHuinLLEe NPOBOAATCA CUCTEMATUYECKasA BNaXKHas YOOPKa, He pexke 0LHOro pasa B rof
ob6ecnblNnBaHme nNblnecocamy CTennaxein, WKahos, CPeACTB XpaHeHUs (KOPO6OK, nanok, YnakoBOK).
Mpn 3TOM LOKO/MbHbIE YacTW CTennaxewn, Mosbl, MAUHTYCbI, MOAOKOHHWKMA MNPOTUPAOT BOAHLIMU
pacTBopaMu aHTUCENTUKOB.

B apxuBoxpaHunuile 3anpeliaetcsi npebbiBaHNe B BEPXHEN OfeX[Ae, MOKPON U Ips3HON 06yBHU,
XpaHeHue No6bIX NOCTOPOHHMX NPELMETOB, UCMO0/b30BaHNE NULLEBLIX NMPOAYKTOB, a TaKXXe KypeHue.

B apxuBoxpaHunuvile obecrneynBaeTcs CBOOOAHAA UMPKYyNALMSA BO34yXa, MWCK/IoYaroLwas
obpa3oBaHMe HerpoBETPUBAEMbIX 30H YCTOMYMBOrO MWMKpOKIMMaTa. He ponyckaetcs pasmMelleHue
apPXMBHbIX JOKYMEHTOB Ha Moy, NOAOKOHHUKAX, B Hepa3obpaHHbIX KuMax.

OKHa B NOMeLLeHMAX apXuBa, OTKPbIBatoLMecs B Tenaoe Bpems rofa, 3aliuiatoTcs CeTKamu C
AvameTpoM fveek He 6onee 0,5 MM. 3alUMTHLIMU CETKaMU 060PYAYHOTCH TakXe BEHTUNALMOHHbIE
OTBEPCTMSA B CTeHax, MOTo/IKax, Monax apxXmBOXPaHWIULLA, HApYXHble OTBEPCTUA BEHTUIALMOHHLIX
CUCTEM.

C Lefblo 06HapYXXeHMst HACEKOMBIX W MIECHEBbLIX rPUO0B apXUBHbIE LOKYMEHTbI (BbIGOPOYHO) U
MOMELLLEHNS apXUBOXPaHW/WLL ABa pas3a B rof (B Havasie M No OKOHYaHWW OTOMUTE/ILHOrO Ce30Ha)
nozsepratoTcs  0053aTe/lbHOMY  3HTOMOJIOTMYECKOMY M MUKOMOTMYECKOMY — ocmoTpy.  [pw
06HapyXXeHU BOMONOTNYECKUX BpeauTeNeil NPUHUMAIOTCA HeMed/ieHHble Mepbl N0  06paboTke
aPXMBHbIX JOKYMEHTOB, CPEACTB XpaHeHUs, apX1BOXPaHUNLL.

[ns npoBefeHNsa cCaHUTapHO-TUTMEHNYECKUX PaboT NAaHNPYHOTCA CaHUTapHbIe AHW.

O60py10BaHME apXMBOXPAHW/IULLA CPEACTBAMMN XPaHEHUS!

2.11.3. ApxvBOXpaHuIuLLe 060pyayeTcs CTauMoHapHLIMU UV NePeBUKHBIMU METTUYECKUMM
crennaxamu. [lonyckaeTca aKchayataums CyLeCcTBYHOLWMX CTalMOHAPHbIX [AepPeBAHHbIX CTeNNaKei,
Haxogdwmxcd B HOPMalbHOM  CaHWTApPHO-OMONOrMYECKOM  COCTOSIHUM U 06paboTaHHbIX
OrHe3allMTHbIMM COCTaBaMW. B apxXmBOXpaHMMLLIE C HOPMATUBHBLIM TeMMepaTypHO-BNAXKHOCTHbLIM
PEXMMOM  [OMNYCKAEeTCHA MPUMEHEHME MepeaBUMKHBbIX MET/UIMYECKMX CTennaxen. B kadvecTse
BCMOMOraTenlbHOro Unu cneumanbHoro 060pyAoBaHMs MOTYT UCNO/b30BaTbCA METaN/IMYecKmne wKagbl,
Ceibl, LWKapbI-CTENNAXKM, a TaKXKe CTalMOHapHbIe OTCEKM-OOKChbI C METaIIMYECKMM MEPEropoaKamm
1 NONKamu.

KWHOLOKYMEHTbI, PY/IOHHbIE MUKPOMU/IbMbI  XPaHATCA B FOPU3OHTA/IbHOM MOSIOKEHUN B
MEeTa/IINYECKMX UM NNaCTUKOBLIX KOPOOKax Ha CTennaxax Tuna "enoyka” nmbo Ha CTauMoHapHbIX
crennaxax. KWHOAOKYMEHTbl Ha HEroprodeil TpuaueTaTHOM OCHOBE XPaHATCS B HEMJIOTHO
3aKPbIBAOLLMXCS METANIMYECKMX UM MNACTUKOBLIX C OTBEPCTMSIMM KOPOOKax Ans MpeaoTBpalleHns
CKanmBaHus BHYTPY KOPOOKM NapoB YKCYCHOW KUC/OTbI, BblAENSEMbIX OCHOBOIN KAHOMMEHKMN.

BraeonoKyMeHTbl XpaHATCA B BEPTUKaIbHOM NOMOXEHNW B 3aBOACKOI YraKOBKe.

He ponyckaetcs XpaHeHWe apXUBHbIX JOKYMEHTOB Ha HOCUTENSX C MarHUTHbIM paboyunM CNoem
Ha (heppOMarHUTHLIX METaNIMYECKUX CTeNNaxax; CTa/lbHble CTENNaKN MOryT ObiTb MCMNONb30BaHbI B
NCKNIOYMTENbHBIX CyYasx, TOIbKO MNPy YCN0BUM pa3marHUUYMBaHUA 1 3aMblKaHUS KOHTYPOB CTefaxa
(coeamHeHVe MeTaNIMYECKMX YacTein CTeNnaxa 31eKTpornpoBoAOM U UX 3h(heKTUBHOE 3a3eM/IEHNE).

B apxvBOXpaHU/INLLE C eCTECTBEHHbIM OCBELLEHMEM CTe/IIXXM W LKadbl OTKPbLITOrO TMNa
yCTaHaBNMBAKOTCA NeprneHANKYNSPHO CTEHAM C OKOHHbIMI NpoeMamun. B apxmnBoxpaHunuile 6e3 OKOoH
CTeMNaXN W LWKapbl YCTaHaB/MBAKOTCA C YYeTOM OCOGEHHOCTEN MOMELLEHNS, KOHCTPYKLUK
060py10BaHNSA 1 HOPM €ro pasmelleHns. He JoNyCKaeTca pa3meLLeHne CTeNNaxen, WKagos 1 apyroro



060pya0BaHNA [/19 XPaHEHUs apXMBHbIX JOKYMEHTOB BM/IOTHYKO K HapyXHbIM CTeHaMm 3[aHus U K
NCTOYHMKAM Tensa.

CTaumoHapHble CTeNNaXu WU LWKadbl YCTaHABNBAKOTCA B apXMBOXPaHUIULLAX C COBMOAEHVEM
CNefyoLWwmx HOpM:

paccTosiHMe MeXAay psgamMun cTennaxen (rnasHbii npoxog) - 120 cwm;

paccTosiHne (MPOX0A) MeXAy CTennaxamu - 75 cu;

PacCTOsHME MEXAY HapY>XHOW CTEHOM 3[aHWs U CTeNiaxamu, napanieflbHbIMU CTEHe, - 75 CM;

paccTosiHMe MeXay CTEHOI 1 TOpLOM cTennaxa unm wkadga (06xopa) - 45 cw;

pacCTosHME MEXAY MOMOM U HVXKHEN MONKORN cTennaxa (Lkada) - He MeHee 15 cM, B LLOKO/IbHbIX
aTaKax - He meHee 30 cMm.

PaccTosHua (npoxofbl) Ansa 060pya0oBaHUA C BbIABVMXXHBLIMU AWMKaMKU pacCcyMTbIBAKOTCA MO
creunanbHbIM HOpMaM € yYeToM Tunopasmepa 060pyLoBaHuS.

ApXVMBHble [OKYMEHTbl Ha GYMaXXHOM OCHOBE Pa3MeLLatoTCA Ha CTennaxax, B MeTalInMyeckmx
LKagax ropusoHTa/IbHO WM BEPTUKAIbHO B KOPOOKaxX WA OPYrnx nepBUYHbIX CPeACTBax XpaHeHus
(nankax, yTnapax v T.n.).

Kaxgas eguHmLa XpaHeHus ayavoBU3yasibHOro WM 3M1EKTPOHHOIO LOKYMEHTa YK/afblBaeTcs B
HerepMeTUYHYI0 WHAMBUAYa/bHYHO YNakoBKy. [py 3TOM [O/MKHO 6blTb MWCK/IKOYEHO CBOGOAHOE
nepemMeLLeHrie apXMBHOTO JOKYMEHTa BHYTPY YNaKOBKU.

OpraHu3aLus XpaHeHUst apXUBHbIX JOKYMEHTOB B apXUBOXPaHUNLLE

2.11.4. OpraHusauma XpaHeHWs apXuBHbIX [AOKYMEHTOB B apXMBOXPaHUNWULLE - CUCTEMA
MEPONPUATUIA, BKItOYAOLWAs paunoHaibHOe pasMeLleHVe apXUBHBLIX [JOKYMEHTOB, KOHTPO/b 3a UX
OBWKEHVEM N (DU3NYECKUM COCTOSIHMEM, KOMUPOBaHWE apXMBHbIX [LOKYMEHTOB C LIe/Ibl0 CO34aHus
CTPaxoBoro (poHAa W (HoHAa MOSb30BaHWUSA, BOCCTaHOB/EHME (pecTaBpaluuio) nepBoHaYasbHbIX WU
O/IM3KMX K MepBOHaYa/lbHbIM CBOWCTB U BHELUHMX MPU3HAKOB apXMBHbIX AOKYMEHTOB, NOABEPrLUMNXCS
NMOBPEXAEeHWIO 60 paspyLUEHUIO.

O6wme TpeboBaHUA K pa3MeLLEHNIO apXMBHBIX LOKYMEHTOB

2.11.4.1. ApxXuBHble [OKYMeHTbl B apXMBOXPaHWIWULLE pacrnonaralTcd B  MOPAAKe,
06€ecrneymBatoLLLEM MX KOMMIEKCHbIE YYET U XpaHeHWe, a TakxKe ornepaTuBHBbIA NMOUCK.

MopsAfoK pPacnonoXeHUs apxMBHbIX (DOHAOB B apxuBe OnpeAenseTca naaHom (CXemoi) WUx
pasMeLleHnsi,  YTBEPXKAaeMblM  pyKoBoauTenem apxusa. [lnaH  (Cxema) npegycMmaTpusaeT
pacnpegeneHvie apxXvMBHbIX (POHAOB MO apXUBOXPaHUMLLY C YyKasaHMeM NpuU HeobXOAUMOCTU WX
HOMEpOB MO KaXAOMY CTensiaxy apxusoxpaHunuwia. MnaH (cxema) HaxoAamuTcs B MOApasfLeneHunw,
OCYLLECTBMIAIOLLIEM Y4YeT [OKYMEHTOB apxusa, Win Yy paboTHMKa, OTBETCTBEHHOro 3a Y4eT, a
COOTBETCTBYIOLLME €r0 pasfesbl - B apXMBOXPaHUNLLE.

PasMelLLieHIe apXMBHbIX A0OKYMEHTOB 060C06/1EHHOIO XPaHeHUs

2.11.4.1.1. 0O60c06MeHHOMY XpaHEeHWIO MOANeXaT CreAyloliMe apXvBHble  [JOKYMEHTbI:
CEeKpPETHbIE; YHUKa/IbHbIE; UMetoLLMe B ODOPMIEHNUN UIN NMPUMIOXEHUN K HUM [paroLeHHble MeTaslbl U
KaMHW; Ha HUTPOOCHOBE; NOPaXKeHHble BMONOrMYECKUMY BPeAUTENAMU; NepeiaHHbIe No AOroBopy Ha
XpaHeHe B apXmB 1 He OTHECEHHbIE K COCTaBy ApPXMBHOro (hoHaa Poccuiickoin degepaumm.

MecTo pacrnofiokeHnsa n niowagb, Bblaensemas AN pasMeLleHUs apXuBHBLIX [LOKYMEHTOB
060C06/IEHHOI0  XPaHeHWs, ONpefeNaTCca apXMBOM WCXOAA W3  peasibHbIX BO3MOXHOCTEA W
nepcneKT1BHbIX 06LEMOB KOMM/IEKTOBaHWS apXuBa.

Pa3mellleHne CeKpeTHbIX apXMBHbIX AOKYMEHTOB OCYLUECTBNAETCA B COOTBETCTBUU
TpeboBaHVAMM HOPMATMBHBIX [OKYMEHTOB MO O6GECMeYeHU0 peXuma CEKPeTHOCTU B Poccuiicko
defepauun.
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BpeMeHHOe COBMECTHOE XpaHeHWe CEKPETHbIX W PacCeKpeyeHHbIX AeNn B apXMBOXPaHWU/MLLE
CEKPETHbIX apXMBHbIX [OKYMEHTOB [OMYCKAeTC B MCK/OUMTENbHBIX Caydasx Npu OTCYTCTBUU
CBOGOAHbBIX N/IOLazel ANs pa3MeLLeHNs pacCeKpeUeHHbIX Aen.

YHVKa/bHble JOKYMEHTbI N apXUBHbIE AOKYMEHTbI, UMEtOLLVE B OGOPMAEHNN UM NPUMOXKEHNN K
HUM [AparoueHHble MEeTa/lbl M KaMHW, U3bIMAKOTCA M3 COCTaBa apXMBHbIX (HOHAOB W MOAJIEXaT
celihoBOMY XpaHeHut. Ha MecTo M3bATOro apXMBHOIO JOKYMEHTa BKNaAbIBAeTCS KapTa-3aMecTUTESb
1 PX HEOGXOAMMOCTY KOMUS apXMBHOIO IOKYMEHTA.

AyanoBM3ya/bHble W 3NEKTPOHHbIE [OKYMEHTbl XPaHSTCS B 060COG/EHHbLIX MOMELLEHNSX B
3aBMCMMOCTM OT HOPMATMBHbIX PEXXUMOB XPaHEHUS ANs UX HOCUTENEN.

B 04HOM apXMBOXPaHWIULLE MOTYT pa3MellaTbCs apXMBHbIE [JOKYMEHTbI Pa3HOro BUAa, HO
TpeOyloLLMe OfMHAKOBbLIX PEXUMOB XpaHeHUs (HanpuMmep, apXMBHbIE [JOKYMEHTbI Ha MarHUTHbIX
NeHTax W [UCKOBbIX HOCWUTENSX C MarHWTHbIM C/OEM; apXMBHble [OKYMEHTbl Ha KUHOM/EHKE,

MUKPOOPMbI 1 4p.).
Pa3meLLeHve hoHAa Nob30BaHNA

2.11.4.1.2. ®OHJ NOMb30BaHUSA pa3MeLLaeTCs B 3aBUCMMOCTY OT B1AA HOCUTENS KOMWIA.

Konun thoHaa nonb3oBaHMS Ha GyMaHOV OCHOBe (B TOM u4mcne (POTOKOMMM), Kak MpaBwno,
XPaHATCA BMECTe C MOA/IMHHLIMU apXMBHbLIMW AOKYMEHTaMW Ha OYyMaXXHOW OCHOBE Ha OTAE/bHbIX
cTennaxax unn B LWKaax B NMopsaKe HOMEPOB apXMBHbIX (POHAO0B U fen.

Konun oHga nonb3oBaHWA Ha MIEHOYHOMW OCHOBE PasMeLLatoTCAd B apXMBOXPaHUIMLLAX C
HOPMATMBHbLIMU /19 HAX PEXUMaMU XPaHeHUs.

B KaXabli 6HOKC BK/1aAbIBAeTCA OTPE30K MIEHKM, Ha KOTOPOM OTCHATO OAHO A€en0 WK ero YacTb.
B nopsake ncknroueHns npy He6osbLLIOM 00beMe Aena B O4HOM OTPe3Ke MOXET HaX04MTbCA He 6osee
Tpex CKOMMPOBaHHbLIX Aen.

Pa3MellLieHMe YYeTHbIX JOKYMEHTOB

2.11.4.1.3. OcHOBHble (0653aTe/IbHbIe) 1 BCMOMOraTe/lbHble YYETHbIE JOKYMEHTbI apxmBa (CM. .
3.4) pa3mMellaroTcs B U30/IMPOBAHHOM MOMELLEHUM WAM paboyem MoMelleHUn paboTHMKa(oB),
OTBETCTBEHHOTO(bIX) 3a Y4eT JOKYMEHTOB apXuBa.

OCHOBHble W BCNoOMOraTe/ibHble Y4YeTHble [OKYMEHTbl apXMBOXpPaHWIMLLIA pa3MeLLaloTcs B
apXyMBOXpaHUIULLE UK B paboyeM NnomeLleHUn paboTHUKOB apXMBOXPaHUNLLA.

OTBETCTBEHHBIMM 33 COXPAHHOCTb 1 UCMO/b30BaHME YYETHBIX JOKYMEHTOB AB/AOTCA PabOTHUKY,
OCYLLECTB/IAIOLLME UX BefeHMe B COOTBETCTBYHOLEM CTPYKTYPHOM MOApas3feNieHnn 1 no apxuey B
LiesIoM.

MepBble 3K3eMMNSAPbI ONWUCEN fAeN, AOKYMEHTOB pa3MellatoTCs B M30/IMPOBAHHOM MOMELLEHMN
nnn paboyem rnomelleHMM paboTHUKA(0B), OTBETCTBEHHOro(blX) 3a Y4eT [OKYMEHTOB apxuBa, C
0653aTe/IbHbIM  COOMOLEHVEM PEXUMOB XPaHeHWs, YCTAHOB/IEHHbIX AN MOAJIMHHBIX apXUBHbIX
[AOKYMEHTOB Ha 6YMaXKHOI OCHOBe.

Bropble ak3emnnspbl Onuceid [fen, [LOKYMEHTOB pa3MeLLaloTcs B  U30/IMPOBaHHOW 30He
apXVMBOXPaHUNLLA Ha CTEIIAXKE UK B LLIKady.

TpeTby 3K3eMNAApbl ONUCen Aen, AOKYMEHTOB Pa3MeLLaOTCA B YUATa/IbHOM 3aJle.

MopsAoK HymepaL My NoMeLLEeHNIA apXmBa, CTeNTaxKeN, LWKados,
nonok. BeaeHne Tonorpaduyeckmnx ykasatenei

2.11.4.2. Bce nomelleHns apxvBa (34aHWsA, 3TaXKW, APYCbl, apXMBOXPaHWNWLLA, KOMHaTbl), a
TaKXXe CTeNINaKN, Cendbl, LUKapbl ¥ NOMKN HYMEPYHOTCA.

B KaXaom OTAe/IbHOM MOMELLEHUW CTeNNIaXW M LIKadbl HYMepYHTCA CaMOCTOATENIbHO ClieBa
Harnpaso OT BXoga. oK1 Ha cTenniaxax v B LWKapax HyMepytoTcs CBepXy BHWU3 C/ieBa Hanpaso.



B uensax 3akpenieHns mecTa XpaHeHWs M MOMCKa apXMBHbIX AOKYMEHTOB B apXMBOXPaHWUIULLE
COCTaB/NATCA NOMOHAOBbIE M MOCTE/INIAXHbIE TOMorpauyeckue ykasatenu. Tororpaguyeckune
yKasaTenu COCTaBNATCA B KapTOYHOM WM NIMCTOBOWA (hopmMe B HEOOXOAMMOM  KO/IMYEeCTBe
3K3eMM/ISAPOoB.

KapTouka MnogoHA0BOro TOMOrpaMyeckoro ykasaTens COCTaBMsSieTCs OTAeNbHO Ha KaXnblil
apXMBHbIA (POHA,; 3TV KapTOYKM pacrnofnaratoTcs B NOpsiake HOMEPOB apxXMBHbIX (OHA0B. KapTouka
MOCTEN/TAXKHOr0 TOMOrpaUyYeckoro ykasartens COCTAaBMSETCA HAa KaXKAbIA CTeNNax; 3TW KapTOYKM
pacnonaraloTcsd Mo MOPsSAKY HOMEPOB CTeNnaXel B npedenax OTAENbHOMo nomeleHns. OauH
3K3eMnasp Tonorpauyecknx ykasarteneil XpaHUTcs y paboTHMKa(OB), OTBETCTBEHHOrO(bIX) 3a yyeT
[AOKYMEHTOB apXuBa, BTOPOWA - B apXUBOXPaHWNLLE.

BepeHvie Tornorpauyecknx ykasarteneil MOXeT OCYLLECTBATLCA HA OYMaXXHOM HOCUTeNle Un B
aBTOMaTU3MPOBAHHOM PEXXMME B COOTBETCTBUM C YCTAHOB/IEHHLIMU PEKBU3UTAMMU.

i3mMeHeHNs B pasMeLLeHUM apXMBHbIX [OKYMEHTOB CBOEBPEMEHHO OTPaXKalTCa BO BCeX
aK3emniapax Tonorpaguyeckmx ykasaTefneil, a Takke B MnaHe (CXeMme) pasmelLeHUs apXMBHbIX
(hoHz0B.

OchopmieHMe Ap/bIKOB Ha NEPBUYHBIX CPEACTBAX XPaHeHUs
apPXMBHbIX JOKYMEHTOB

2.11.4.3. Kax[oe nepBnYHOE CPefCTBO XPaHEHUS apXMBHbIX AOKYMeHTOB (KOpobKa, nanka v T.4.)
CHabXaeTcsa Ap/bIKOM, Ha KOTOPOM YKa3bIBalOTCA Ha3BaHWe M HOMeP apXUBHOI0 ()OHAA, a TakKe HoMep
onucy gen, LOKYMEeHTOB, HOMepa eAVHUL, XpaHeHNS, HAXOAALLMXCA B KOPOOKe.

Hagnucn Ha fpnbikax WCMOMHAKTCA TUMOrpaicKUM CrnocoboM, TYLIbKO WK cheuuaibHbIMU
YepHbIMW BOAOCTOVKMMI YepHUnamu. [LonyckaeTcs UCNob30BaHMe LUTaMMoB U APYrMX aHaorMyHbIX
CPeAcCTB.

MpoBepKa HaMuns 1 COCTOSIHNS apXMBHbIX JOKYMEHTOB
1 OpraHu3aLmMs po3biCKa HeOOHaPYXKEHHbIX JOKYMEHTOB

2.11.5. TlpoBepka HaIMuMa W COCTOAHUA apPXMBHbLIX [OKYMEHTOB MPOBOAUTCA B Lenax
YCTaHOB/MIEHNA (DAKTMYECKOr0 Ha/IMUMA HAXOAALIMXCA Ha XPaHeHUW apXMBHbIX [OKYMEHTOB W
BbIFBNEHUA OTCYTCTBYIOLMX APXMBHbLIX AOKYMEHTOB [A/11 OpraHu3aumyv UX pPo3bIiCKa; BbIABMEHUA U
yCTpaHeHWs HeJOCTATKOB B YUeTe apXMBHbIX JOKYMEHTOB; BbIAB/IEHUSA U YYeTa apXMBHbIX JOKYMEHTOB,
TpebyloLmMX pecTaBpaLMOHHOM, KOHCEPBALMOHHO-MPOMUIAKTUYECKON 1 TEXHUYECKOW 06paboTKM.

[MpOBEPKN HaMUUA U COCTOAHUSA apXMBHbIX [OKYMEHTOB MPOBOAATCA B MJaHOBOM MOpsAKe, a
TaKXXe efNHOBPEMEHHO (BHEOYepeHble).

B rocygapcTBeHHOM apxuBe, My3ee, 6UBMOTEKE, apxrBe POCCUMINCKOIN akafeMny Hayk niaHoBas
LMKMYHasA NpoBepKa HAIMYMA U COCTOSHNA MPOBOAMTCA:

YHUKa/IbHbIX JOKYMEHTOB - eXXeroAHo;

0C060 LEHHbIX JOKYMEHTOB Ha OYyMaXHON OcHOBe - ofuH pa3 B 10 neT (B rocygapCTBeHHOM
61bnmoTeke - 0fiMH pa3s B 5 NeT);

ayAnoBuM3yasibHbIX U 3NEKTPOHHbLIX 4OKYMEHTOB - O4UH pas B 5 NIeT;

KWHOAO0KYMEHTOB Ha HUTPOOCHOBE - O4UH pa3 B 2 rofa.

LINKNMYHOCTL NPOBEPKM HaMuMsi  OCTa/IbHbIX apXMBHbLIX [LOKYMEHTOB OMNpeAensercd Ha
OCHOBaHWW peLLeHNs 3KCNEepTHO-METOAMYECKO KOMMUCCUM (UM JPYroro COBeLLaTe/lbHOro opraqa)
apxusa B 3aBUCUMOCTU OT UHTEHCUBHOCTW UCMONb30BaHUA N COCTOAHMUSA yyeTa apXMBHbIX LOKYMEHTOB,
HO He MeHee 0flHOro pa3a B 25 NeT (B rocyaapCcTBEHHON 6UBNNOTEKe - 0OAUH pa3 B 15 NeT).

[MpoBepKa HaNNYMA N COCTOAHUA CEKPETHLIX apXMBHBLIX JOKYMEHTOB OCYLLECTB/ISETCA B MOPALKE,
YCTaHOB/IEHHOM [1/151 CEKPETHBIX apPXMBHbIX AOKYMEHTOB.

B MyHMUMNanbHOM apxuBe, My3ee, 6MOMMOTEKE NaHOBasA LMK/IMYHAA MPOBepKa Hamnuus
apXMBHbIX JOKYMEHTOB nposoauTca 1 pas B 10 ner.



B cnyyae CTUXMIAHBLIX 6eACTBWIA, MaCCOBbIX MNepPeMeLLeHNA 1 ApYrux O6CTOATEeNbCTB, B
pe3y/nbTaTe KOTOPbIX MOTYT ObITb YTpayeHbl WUV MOBPEXAEHbI apXMBHble AOKYMEHTbI, a TaKkke npu
CMeHe 3aBefyHLMX apXUBOXpaHUIMLLAMM MPOBOAMTCA BHeOYepenHas eLVMHOBPEMEHHas MpoBepka
Ha/IMYMA N COCTOSHMSA BCEX LOKYMEHTOB apXmBa WUn UX OTAENbHbIX YacTel (rpynn).

B Havane npoBepKn HaIMumna 1 COCTOAHUA apPXMBHBIX AOKYMEHTOB NMPOBOAMTCA BblBEPKA YHETHBIX
[LOKYMEHTOB, KOTOpas BK/IKOYAEeT: YCTAHOB/IEHWE MOJIHOTbl YYETHbIX [LOKYMEHTOB Ha MpoBepseMble
apXxuBHble (DOHAbI W apXMBHble [OKYMEHTbl, CBEPKY WX COMOCTaBUMbIX OKasaTesie, YTOUYHeHue
nopsgkKa Hymepauum efuHWL, XpaHeHUs Mo OnucK [ef, AOKYMEHTOB (KHWUre y4yeTta W OMnucaHus) u
NPOBEPKY MNPaBUIbHOCTW COCTaBNEHUSA MX WUTOFOBbIX 3anuceil. BbiBepka YUYeTHON AOKYMeHTauuu u
NpoBepKa ee HANMYNSA MOXKET NPOBOAUTLCA N KaK CaMOCTOSATE/bHbIN BUA paboThl.

[MpOBEPKY HA/IMYMA U COCTOSAHUA apXUBHbIX JOKYMEHTOB B rOCyLapCTBEHHOM apXvBe NPOBOAAT,
Kak npasusio, ABa paboTHMKa.

Mpn NpoBepke HaIMuMsA efVMHUL, XPaHeHWs, apXMBHble AOKYMEHTbl KOTOPbIX Y4yTeHbl MO
BHYTPEHHWUM OMMUCAM, MPOBOANTCS CBEPKA Ha/IMUMS apXUBHbIX JOKYMEHTOB C BHYTPEHHelW Onuchlo, a
TaKXXe CBepKa Ha/IMuns IMCTOB B eAUHMLAX XPaHEHWS, MOANEXALLMX XPaHEHMIO B HECOPOLLIKOPOBAHHOM
(6e3 noawmBkN) BMUAe. EANHNLLI XpaHEHUS C YHUKA/TbHBIMW JOKYMeHTaMu 0653aTefilbHO NpoBepstoTCS
MOSINCTHO.

ApXVBHble [OKYMEHTbI, BbldaHHble B UMTaNbHbIA 3a71 UM paboume MOMeELLEHNS apXuBa,
NPOBEPSOTCA Ha OOLUMX OCHOBAHWSAX, WX LWNQPbI YCTaHaBNMBAKOTCA MO KapTam-3aMecTUTensm W
KHWraM Bblaun apXMBHbIX LOKYMEHTOB M3 apXMBOXPaHUIULY,. APXMBHble LOKYMEHTbI, BblAaHHble BO
BPEMEHHOE MOo/Ib30BaHWe, NPOBEPSAIOTCA MO KHUraM W aktaM Bbljayn W CUMTAKOTCH UMEKLWUMUCA B
HaMunu.

[Mpy NpoBepKe HaIMUYMA U COCTOAHMUSA apXMBHbIX LJOKYMEHTOB HEO6X0AMMO:

COXPaHATb MOPALOK PAacrofioKeHUs apXMBHbIX [OKYMEHTOB Ha CTe/inaXax WM B MNepBUYHbIX
CpPeACcTBax XpaHeHus;

NoAKNaAbIBaTb HA CBOWM MecTa 0OHapY)XXeHHbIe BO BPeMs MPOBEPKM HenpaBUIbHO MOAJIOXEHHbIE
eVHULbI XpaHEHUS JaHHOTO apXMBHOI0 POHAE;

M3bIMaTb U3 NPOBEPAEMOr0 apXMBHOMO (DOHAA (KOMIM/IEKCA apXMBHbBIX JOKYMEHTOB) 1 NepefaBaTb
XPaHUTENO HeNpaBuIbHO MOAJIOXKEHHbIE eANHNLLbI XPaHEHNUSA APYrX apXMBHBIX (DOH0B;

M3bIMaTb efUHULbl XPaHEHWs, 3apaXeHHble TMJ/IeCEHbD WU APYrMU  GMONOTUYECKMU
BpeauTeNnsIMu, Ana HeMeaeHHOM NX U30NALNN;

M3bIMaTb efUHWLbl XPaHEHWs, He BHECEeHHble B ONUCb [efl, LOKYMEHTOB (KHUrY yyeta U
onucaHusa), U NOMELLaTb MX B KOHEeL, apXMBHOro (HoHAa (KOMMIeKca apXMBHbIX [LOKYMEHTOB) A/
nocneaytoLleit 06paboTKM 1 ONUCaHNs B CPOKM, YCTaHOB/EHHbIE PYKOBOACTBOM apXmBa.

B xo4e nNpoBepKu HaMumna 1 COCTOAHMSA apXMBHbIX LOKYMEHTOB He [OMYyCKaeTcs:

BHOCWTb B OMWCb [ef1, AOKYMEHTOB (KHUTY y4yeTa 1 ONUCaHWs) HEeYUTEHHbIE eJUHNLbI XPaHEHNS;

fenatb Kakume-nnMbo NnomeTbl, UCMPaBNEHUS WKW 3anucy B ONUCAX fef, LOKYMEHTOB W ApYrux
YUYETHbIX [OKYMEHTax.

Pesy/nbTaTbl MPOBEPKN HAMMYNA U COCTOAHUA apXMBHBIX JOKYMEHTOB 1N 0OHapY)XeHHbIe B ee X0[e
HefoCTaTKN (PUKCUPYIOTCS B JINCTE NMPOBEPKN HAIMUMA N COCTOSAHUA apXMBHbBIX JOKYMEHTOB U B aKTe
NMPOBEPKM HA/IMYMSA N COCTOAHWNSA aPXUBHbIX JOKYMEHTOB.

JINCT NpoBepKN HaIMUNA U COCTOAHUA apXMBHBIX JOKYMEHTOB COCTaB/ISETCA HEMOCPELCTBEHHO B
X04e MpPOBEPKM, KaK NpaBWIO, Ha KaXAyl Onucb fefl, AOKYMEHTOB OTAenbHO. [pu nposepke
He6O0/IbLIMX N0 06bEMY apXMBHbIX (DOHA0B LOMYCKAETCA COCTaB/IEHWE OLHOMO IMCTa MPOBEPKM Ha BCe
onucy aen, AOKYMEeHTOB. B crnyyae 06Hapy>XeHWUs B XOfe NMPOBEPKM HA/IMUMA U COCTOAHUS apXMBHbIX
[AOKYMEHTOB HelOCTAaTKOB, He MpPeAyCMOTPEHHbIX rpaaMn N1cTa NPoBepKK, a Takxke Npu NOMUCTHOM
npoBepke fef B JINCT BBOAATCA YTOYHEHUS W [LOMOSIHUTENbHbIE PEeKBU3UTLI. JINCTbI MPOBEPKM
HYMEepYyloTCA B Ba1OBOM MOpALKe B npefefiax apxXMBHOIO (OHAA NO  Kak4oW NpoBepke U
MOAMMCLIBAOTCA UCTIONHUTENIAMM.

Ha ocHOBaHWM nncTa (NMCTOB) MPOBEPKWM COCTAB/IAETCA aKT MPOBEPKU HaIMUMA N COCTOAHUSA
apPXMBHbIX [AOKYMeHTOB. O[HOBPEMEHHO C aKTOM TMPOBEPKN HAMUMUA W COCTOAHUSA aAPXMBHBIX
[LOKYMEHTOB MPWY HEO6XOAMMOCTIN COCTAB/IAKOTCA aKT O TEXHUYECKUX OLLUMOKAX B YHETHbIX JOKYMEHTAX;



aKT 00 OOGHapY>XeHUW apXMBHbIX LOKYMEHTOB; aKT O HeWUCnpaBUMbIX MOBPEXAEHUSX [LOKYMEHTOB
(npunoxkeHne Ne 1) n apyrue akTbl.

Mo OKOHYaHUM NPOBEPKN HANMUMUA U COCTOAHMA apXMBHbLIX AOKYMEHTOB B KOHLE onucu fen,
[LOKYMEHTOB (KHUIM yyeTa W OnucaHus) MpoCTas/ATCA LWTaMn "MpoBepeHo”, aarta, LO/MKHOCTb U
NOANUCb NNLa, NPOV3BOAMBLLETO MPOBEPKY.

B cnyyae 06Hapy)XeHUs B UTOTOBOM 3anmncu onucK Aen, AOKYMEHTOB (KHUIM yyeTa 1 OnucaHms)
HEYUTEHHbIX JIMTEPHbIX M MNPOMYLLEHHbIX MOPSAKOBLIX HOMEPOB, BbIObIBLUMX B COOTBETCTBUM C
YCTaHOB/IEHHbIM NMOPALKOM eMHUL, XpaHEHWS, UTOr0Bas 3arnuncb NepecocTas/feTCs.

Ha Bce OTCYTCTBYIOLME B XOAe MNPOBEPKU HaMUMA W COCTOAHMS apXMBHbLIX [OKYMEHTOB
e[MNHULbl XPaHEHUs1 COCTaB/IAKOTCA KApTOUKM Yy4yeTa HEeOOHapY>KeHHbIX apXMBHbIX [LOKYMEHTOB.
BegeHne KapToTeKM HeOBHaPYXXEHHbIX apXMBHbIX AOKYMEHTOB OCYLLECTBNAETCA LEeHTPa/IM30BaHHO Ha
OYMaXHOM HOCWUTEfle NN B aBTOMATU3NPOBAHHOM PEXVMe B COOTBETCTBMMU C PEKBU3NTAMU KapTOUKMU
yyeTa HeoOHapYXXeHHbIX apXUBHBIX JOKYMEHTOB.

Pe3ynbTaTbl NPOBEPKM (PU3NYECKOTO COCTOSAHUS apXMBHbIX [OKYMEHTOB 3aHOCATCA B KapTOTeKy
(KHUTY) yyeTa (Pr3n4ecKoro (TEXHNYECKOr0) COCTOAHUA apXMBHBIX LJOKYMEHTOB.

MpoBepka HaMuMs W COCTOSIHWUS apXMBHbIX [OKYMEHTOB CUMTaeTCs 3aBepLUeHHOV nocne
BHECEHWS N3MEHEHWI BO BCE YUETHbIE JOKYMEHTHI.

MMocne nNpPOBEpPKM HaMUYUA W COCTOSIHUS apPXMBHbLIX [OKYMEHTOB KOPOOKM C apXWMBHbIMU
[AOKYMeHTaMK OrneyatbIBatoTCA.

PO3bICK apXMBHbIX [AOKYMEHTOB, HE OOHapy>KeHHbIX B XOZe MPOBEPKN Ha/MUUA U COCTOSHUA,
OpraHu3yeTcsi C MOMEHTA BbISIBIEHUA WX OTCYTCTBMS UM MPOBOAMTCA B TEYEHMe OAHOro roja Kak
HenocpeACTBEHHO B apxuBe, TaK W B [ApYrux opraHu3auusx. PyKOBOLCTBO apxuBa Brpase MPoO4/NTb
CPOK pO3bICKa Ha OCHOBaHWMW [OK/Ma[HOW 3anucKuU PYKOBOAUTENS COOTBETCTBYHOLLEIO CTPYKTYPHOrO
nozpasfenieHns apxmea.

ApXMBHble [OKYMEHTbI, 06Hapy>KeHHble B X0fe PO3bICKa, MepefatoTca XPaHWUTENo, KOTOpbIii
noAKnaabiBaeT UX Ha MecTo. B nncte nposepku B rpade "MpumeyaHne™ B KaPTOTEKE HEOOHAPYXXEHHbIX
apXMBHbIX [OKYMEHTOB [enaeTca OTMeTKa 06 O6Hapy>XeHWW apXMBHbIX [OKYMEHTOB, KOTopast
3aBepseTCs NOAMMUCHIO 3aBeAYHOLLEr0 apXMBOXPaHUINLLEM (MYHULMNAIbHBIM apX1BOM).

ApXMBHbIE [OKYMEHTbI, MPUYUHBI OTCYTCTBUA KOTOPbIX MOATBEPXKAEHbI [OKYMEHTaNbHO,
CHMMAIOTCS C y4eTa B YyCTaHOB/IEHHOM MOPSZKE.

Ha apxvBHble [OKYMeHTbl, He OOHapyXeHHble B XOfe PpoO3biCKa, COCTaBMATCA aKT O
HeoOHapyXXeHUN JOKYMEHTOB, MYTU PO3bICKa KOTOPbIX McyepnaHbl (MpunoxeHue Ne 2), n nogpobHas
crnpaBKa O NPOBeAEHMN PO3bICKa, KOTOPble BMECTE C aKTOM MPOBEPKM HA/IMYMA N COCTOSHUS apXMBHbIX
[OOKYMEHTOB MPeACTaBAATCA B BbILLECTOALLMIA YNOMHOMOYEHHbIA OpraH WCNOMHUTENBHOW BNacTu B
chepe apxXMBHOMo Aena A1 NPUHATUS OKOHYATE/IbHOrO PeLLeHNs O CHATUM C y4eTa TaKUX apXMBHbIX
LOKYMEHTOB.

PelleHne O CHATUM apXMBHbIX [OKYMEHTOB C YyyeTa O(OPM/ISETCH MPUKa3oM PYyKOBOAMTENS
apxvBa Ha OCHOBaHWM MWCbMEHHOrO pa3peLleHnsi COOTBETCTBYHOLLErNO YMOSIHOMOYEHHOrO OpraHa
NCMOMHUTENbHOM BNACTW B Cepe apXmBHOrO fena.

CHATME C y4yeTa AOKYMeHTOB ApPXMBHOro (poHga Poccuitckoii degepauuy, OLHOBPEMEHHO
BXOAALMX B cocTaB My3eliHOro goHga Poccuiickoii defepaumm, OCyLEeCTBASETCA B COOTBETCTBUM C
HacToAwmMY MNpaBuiamn 1 NOPALKOM, YCTaHOB/EHHbIM CMeLUaIbHO YNOSIHOMOYEHHbIM (heflepasibHbIM
OpraHoMm MCMNONIHUTENBbHOM BNacTu ans MyseinHoro oHga Poccuitickoin ®efepaunu.

CHATME C y4yeTa [OKYMeHTOB ApPXMBHOIO (hoHfga Poccuiickoli depepaumun, OLHOBPEMEHHO
BXOAALWMX B cocTaB 6GMBAMOTEYHbIX (JOHAOB, OCYLLECTBNAETCA B COOTBETCTBUM C HACTOALMMM
MMpaBunamn 1 MOPSAAKOM, YCTaHOB/IEHHBbIM CMeLMaibHO YMOMHOMOYEHHbIM (efepasibHbIM OpraHoM
NCNONHUTENBHON BNacTun N1t bubnmnotedHbIX HoHA0B Poccuiickoi deaepaumn.

B KapTOTeke HeOOHapY>XEHHbIX apXUBHbIX AOKYMEHTOB [e/1aeTcAd OTMETKA O CHATUM apXMBHbIX
[NOKYMEHTOB C yyeTa.

B cpoku, ycTaHOBNEHHble PYKOBOACTBOM apxuBa, CUCTEMATMYECKN MPOBOLATCA MOJIHbIE WK
BbIOOPOYHbIE TMPOBEPKM HA/IMUMA W COCTOSIHAA  apXMBHbIX [OKYMEHTOB, BblJaBaBLUMXCSA U3
apXMBOXPaHUNWLL B TeUeHWe roga. PesynbTaTbl yKazaHHON NPOBEPKM 0OPMASIOTCS:



npyv NOATBEPXKAEHUW HaMunA fen - B BUAE AOKNaAHON 3anncky paboTHMKA, OTBETCTBEHHOIO 3a
OpraHv3aLuio NPOBEPKM HINUNS;

Mpu OTCYTCTBUM KaKuUX-NnMbo aen 6e3 AOKYMEHTMPOBAHHOrO 060CHOBaHUS - B YCTAHOB/IEHHOM
nopsiake.

[Mpn BbIABNEHNN HEOOOCHOBAHHOIO OTCYTCTBUA APXMBHbLIX [OKYMEHTOB OCYLUECTBMSETCA WX
onepaTuBHbIN PO3bICK. B cnyyae 6e3pe3ynbTaTHOCTM PO3bICKa OTCYTCTBYHOLLME apXMBHbIE AOKYMEHTbI
BK/IKOHAOTCS B KAPTOTEKY HEOOHAPY>KEHHbIX JOKYMEHTOB AN Aa/IbHEMLLEr0 NX PO3bICKA.

MpoBepKa TEXHUYECKOTO W (IU3NKO-XMMNYECKOTO COCTOSIHMA
apXVBHbIX JOKYMEHTOB. BbifiBNeHV e apXMBHbIX JOKYMEHTOB
C NMOBPEXAEHUAMY MaTepUabHbIX HOCUTENEN U TEKCTOB

2.11.6.1. MNpurem 1 pasmeLleHNe B apXMBOXPaHUINLLEAX apXUBHbIX JOKYMEHTOB, MOCTYNUBLLKX B
apxuB 6e3 npesBapuTeNbHON NPOBEPKM NX (IN3MUECKOrO COCTOSHWSA, He fornycKatoTcs. MocTynmsLLne B
apXM1B apXMBHbIE JOKYMEHTbI [0 nepefayn B apXMBOXPaHWINULLE pasMELLaoT B NMOMELLIEHUN Mpuema v
BPEMEHHOr0 XpaHeH s, 0CBOBOXAAOT OT TPAHCMOPTHOM Tapbl, PacKafbIBalOT Ha CTE/INaXax WU CTonax.
He ponyckaeTcs cknagnpoBaHue NOCTYMUBLUNX apXMBHbLIX LOKYMEHTOB B Hepa3obpaHHOM BUJE.

OugeHKa (M3NYECKOTO M TEXHWYECKOr0 COCTOAHWUSA MOCTYMUBLUMX apXMBHbLIX AOKYMEHTOB, a
TakKe WX CTPaxoBblX KOMWA NPOBOAUTCA He Mo3fHee 3 MecCALEB C MOMEHTA Mpuema apXMBHbIX
[IOKYMEHTOB B apXuB.

B pe3ynbTaTte OLEHKM (U3MYECKOr0 COCTOSAHWUS apXMBHbIX JOKYMEHTOB Ha OYMaXHOM OCHOBE
BbISIBNIAKOTCA apXMBHble JOKYMEHTbI: MOPaXeHHble GMONOrMYeCKMI BPeaUTENsSMU; C MOBbILUIEHHOM
B/TXKHOCTbHIO; C MOBPEXAEHMAMU OyMaryu 1 TeKCTa; 3arnblieHHble. [py 3TOM YAaIeHUIO MOA/1eXaT Bce
MOCTOPOHHWE, HaxoAAWMeca B fenax, Marnkax, KOpookax npegmeTbl: MeTa/IMyeckue, KapTOHHbIe,
OYMaXKHbIe 1 Apyrve 3aKnafKu, NPOKIaLKu, CKPernku v T.0.

[Mpn OLleHKe TEXHNYECKOrO COCTOAHUA ayAn0BU3YaslbHbIX N 3NEKTPOHHbIX JOKYMEHTOB, a TakXe
MX CTPaxoBbIX KOMWIA YCTaHaB/NBAETCH BO3MOXHOCTb CUMTbIBAHWUSA WHOPMALMK C MaTepuasibHOro
HOCUTENSA, COOTBETCTBME TEXHNYECKNX XapaKTePUCTUK ITUX OKYMEHTOB CBEAEHUAM, COAEPXKaLLMMCA B
COMPOBOXKAAKOLMX aKTax TEXHUYECKOro cocToAHusa. OHOBPEMEHHO BbIABNAETCA BWUA OCHOBbI
KMHO(OTOA0KYMEHTA. ApPXMBHbIEe [JOKYMEHTbI HA HUTPOOCHOBE MO//1EXAT HEMEL/IEHHON NPOBepKe Ha
CTabuIbHOCTb.

Mpun 06Hapy>XeHUW LeeKTOB COCTaBNAETCA aKT NMPOU3BO/BLHON (HOPMbI, OTPaXKAOLLMIA XapaKTep
[eeKTOB M Mepbl MO WX YCTPaHEHUH. YCTpaHeHue [e(eKTOB MPOBOAMTCA 3@ CYET MWCTOYHMKA
KOMIM/IEKTOBaHWS.

MocTynuBLLNE apXMBHbIE JOKYMEHTbI, MOPaXKEHHbIe 61ONOTNYECKNMUN BPeAUTENaMU (HaceKoMble,
aKTMBHasA [/IeCeHb), HAMpaBNATCA Ha CaHUTaPHO-TUTMEHUYECKYD 06paboTKy (Ae3nHpeKuus,
Lle3nHceKuusn).

Mpn  06HapY>XeHUN YBNAKHEHHbIX apXMBHbIX [OKYMEHTOB MPOBOAMTCA WX 06f3aTesbHas
aKKMmaTtu3aumsa [0 MOHOrO BbICYLUMBAHWUA. AKKIMMaTU3aUMIO NPOBOAAT B MOMELLEHUM Npuema U
BPEMEHHOro XpaHeHus B TeyeHue 7 - 14 cyToK (B 3aBMCMMOCTW OT CTEMEHW YBNAXHEHWUA) MNpu
WHTEHCVUBHON BEHTUNALMUM BO34YyXa M pasMeLLeHUN eavHNL, XpaHeHWs B Pa3BEPHYTOM BUAE Ha CTONax,
CTennaxax.

KayecTBo Bymarv n TekcTa nocTynuBLUMX apXMBHbIX LOKYMEHTOB MPOBEPSAETCH BbIGOPOUHO AN
06LLIEI OLLEHKN UX COCTOAHNUS.

O6ecnbliMBaHNE MOCTYMNUBLUNX apXMUBHbIX JOKYMEHTOB MPOBOAAT B CreLua/ibHOM NOMELLEHNUMN C
NMPYMEHEHVEM BbITSXKHbLIX LUKAPoB M COGNIOLEHMEM Mep CaHWTapuuM U TUrneHbl. O6A3aTeslbHOMY
06ecnbINMBaHNIO NOAJIEXAT KOPOOKM, Nanku, 06/10)KKWN, KOPeLLKKX fefl.

[MocTynuBLLVE ayiMOBU3YasibHbIE U 3/IEKTPOHHbIE JOKYMEHTbI MOANEXaT:

OYUCTKE OT MbI/IN U NEPEMOTKE - apXMBHble LOKYMEHTbI HA MarHUTHOW JIEHTE;

OUMCTKE OT 3arps3HeHuii - apxuBHble [OKYMEHTbl Ha [AMCKOBbIX HOCUTENAX W apXMBHbIE
(DOTOAOKYMEHTbI;

aKKIMmaTtu3almn B 3ajaHHbIX TeMMePaTypPHO-BNaXKHOCTHbIX YC/TOBUSAX;



YMaKoBbIBaHWIO.

AKKIMMaTU3aLMa ayanoBM3YyasibHbIX W 3M1EKTPOHHBLIX [OKYMEHTOB Ha M/IEHOYHOM U AWMCKOBOM
OCHOBax Mepefj pasMeLleHMeM WX B apXMBOXPaHWIULLE NPOBOAUTCA B OTKPbITOM YMNakoBKE Mpwu
Temnepatype 20 +/- 3 °C 1 OTHOCMTENbHOWN BNaXKHOCTW Bo3ayXa 35 +/- 15%; Anst UBETHLIX KUHO- W
()OTOAOKYMEHTOB - MpW  OTHOCUTENbHOW BRakHocTM 35 +/- 15%. [pogo/mKMTeNbHOCTb
aKKMMaTM3auuy KNHOLOKYMEHTOB M PYNOHHBIX MUKPOMUIIbMOB He A0/HKHA ObiTb MeHbLue 10 CyToK,
apXMBHbIX [OKYMEHTOB Ha MarHUTHOW JfIeHTE W [UCKOBbIX HOCUTENAX - He MeHee 3 CYTOK,
(hOTOAOKYMEHTOB Y MUKPO(ULL - HE MeHee 24 YacoB.

2.11.6.2. TpoBepKa (HM3NKO-XMMUYECKOTO N TEXHNYECKOTO COCTOSHUA apXMUBHBIX [JOKYMEHTOB B
MpoLecce XpaHeHUs MPOBOAMTCA C LENbi0 BbISBAEHUS MOBPEXAEHHbIX apXUBHbIX [OKYMEHTOB U
apXMBHbIX [AOKYMEHTOB C MOTEHLMa/IbHO OMacHbIM (IU3NYECKUM MM GUONOrMYECKUM COCTOSHUEM W
OCYLLeCTB/IAETCA: LEeNeBbIM MOPALKOM; B XOLe TPOBEPKN HaMUUA W COCTOSHUA  apXMBHbIX
[JOKYMEHTOB; MPU MOArOTOBKE apXMBHbLIX JOKYMEHTOB K BblAaye M3 apXvBOXPaHUIULLA, a TakxKe npu
BCeX Apyrunx paborax, CBA3aHHbIX C MOeANUHNYHBIM (MOAUCTHBIM) MPOCMOTPOM apXMBHbLIX 4OKYMEHTOB.

LleneBas npoBepka (PM3MYECKOro COCTOAHUSA apXMBHbIX [OKYMEHTOB MPOBOAMTCA B MNOPSAKe
0YepefHOCTYU C YHETOM LIEHHOCTM apXMBHbIX JOKYMEHTOB. LieneBoli npoBepke (PrU3nMYeCcKoro CoCTosAHUA
MOAJIEXAT BCE apXMBHble AOKYMEHTbI, MOCTpajaBLUMe B 3KCTPeMasibHbIX YCnoBusaX. Mo pes3ynbrtartam
KOHTPONA [eNaeTcs 3akIiouyeHne 0 HeoOXOAMMOCTWU MPOBEAEHUs pecTaBpauuy U KOHCepBauun U B
3aBMCUMOCTU OT COCTOSHUA apXUBHbIX OKYMEHTOB YCTaHaB/IMBAKOTCA CPOKM NPOBEAEHUS CleaytoLLeit
KOHTPO/IbHOW NPOBEPKM.

MpoBepka PU3NYECKOro COCTOSHUA apXUBHbIX [OKYMEHTOB Ha GYMaXHOW OCHOBe B mpoLuecce
XPaHeHNs NPOBOAMTCA C LIe/Ibi0 BbISBMIEHUA BMIAXKHbIX; NOPaXXEHHbIX OGMONOrMYeCKUMIN BPeaUTENSMU
(nneceHb, HacekoMmble); ¢ AedeKTamu 6yMaru U TeKCTa apXMBHbIX LOKYMEHTOB.

YBNaXHeHHble apXMBHble [LOKYMeHTbl (gena, Trpynnbl [eN) MOANeXaT HeMeLleHHOMY
BblA€NIEHNIO, BHeouepefHOM 00paboTKe (CyllKa, akkammartumsaums). Mpy mMaccoBOM  YBI@XXHEHUM
aPXVBHbIX [OKYMEHTOB MPWHUMAKOTCA MeEpbl MO OCYLUEHWIO apXMBOXPaHUIMLLA, HOpMaU3auum
peXumma XpaHeHus.

ApXMBHble [OKYMEHTbI, MOPaXXeHHble O6MOMOrMYECKUMN BpeauTensamu (MaeceHb, HaceKoMble),
noAnexar HeMea/IeHHOM N30NALNN.

Hannuve gethekToB Gymary v TekCTa yCTaHaB/MBAETCA BU3YyaslbHO MPW MOSIMCTHOM MPOCMOTpe
nen. deekTbl KnaccuuumpyroTca Ha OCHOBE e[lMHOM BYKBEHHO-LIM(POBOIA MHAEKCALMX MO TUMOBbLIM
npusHakam pgedektoB Oymarn (6ykBeHHas WHAekcaums) W Tekcta (Uudposas uHAeKcaums) B
COOTBETCTBUW C METOAMYECKMMU pa3paboTKaMu.

MpoBepKa TEXHNYECKOr0 COCTOSAHWSA ayAN0BU3YaslbHbIX U 3MIEKTPOHHbIX LOKYMEHTOB B npoLiecce
XpaHeHWs OCYLLECTB/IAETCA C LieNbHo ONpeaenieHns:

COCTOSIHWSA UX YMaKOBKM;

Ha/IMuns CTaHAaPTHbLIX PaKOPAOB;

TEXHNYECKOr0 COCTOSAHUA UX NOBEPXHOCTU U NepdopaLoHHbIX LOPOXEK U CKIIEekK;

Ha/IMUMA 3arpsa3HEHNIA 1 MeXaHNUYEeCKNX MOBPEXAEHWIA;

CTabuNbHOCTN HUTPOOCHOBBI;

Lwara neptopaumm KMHOMNEHOK M MarHUTHBIX NIEHT LWMPKHON 35 1 16 MM;

(PM3NKO-MEXaHNYECKUX XapakTepucTuk (KopobseHue, OTC/lanmBaHWE 3MY/IbCUOHHOTO WK
ocblnaHmne paboyero cnos n ap.);

HaMuna  Oe()eKTOB  XUMWMYECKOT0 U BGMOMIOTUYECKOrO  MPOUCXOXAEHUSA  (MopaxkeHue
MUKPOOpraHnM3mMamMu, HaceKOMbIMW W TpbI3yHaMW, Credbl KpUCTan3aumMm Conein 1 pasnoXKeHus
OCTaTOYHbIX NPOAYKTOB XMMUKO-(hOTOrpadmueckoin 06paboTKm);

3/1EKTPOAKYCTUYECKMX XapaKTepUCTUK POHO- U BULEOLOKYMEHTOB;

napameTpoB BULEOAO0KYMEHTOB B BUAEOKaHaAIE;

KayecTBa M300paXKeHUst KUHO-, OTO-, BUAEOA0KYMEHTOB;

YPOBHS NapameTpoB, XapaKTepu3yHLLMX 3N1EKTPOHHbIE JOKYMEHTbI (Hanpumep, Yncno cboes npu
CUMTbIBAHMU MH(OPMaLUA B eAUHNLY BPEMEHMN);

HanMuma "BMPYCOB" B 3N1EKTPOHHBIX JOKYMEHTAX;



Ha/IMuMst pasMarHMYeHHbIX Y4YacTKOB U MeXaHWYeCKUX MOBPEXAEHWA OTAENbHbIX Y4acTKOB
MaLLUMHHOIO HOCUTENS;

Ha/IMYKs KOPPO3UM Ha NOBEPXHOCTN META/INYECKMX FPaMOPUTIHASIOB;

HaMYMsa YKCYCHOr0 CUHAPOMA TPUaLIETaTHO NeHKM.

MpoBepKa TEXHUYECKOr0 COCTOSHUS apXMBHbLIX [OKYMEHTOB OCYLUECTBSETCS NPU BHELIHEM
OCMOTpE B OTPaXXEHHOM CBETE.

MpoBepKy 3N1eKTPOaKyCTUYECKNX XapaKTePUCTUK (HOHOLOKYMEHTOB (YaCTOTHblE WCKXKeEHWS,
YPOBEeHb KOMMP3th(eKTa, YpoBeHb (DOHA M LLYMOB, HanMumMe TPECKa U LLLENYKOB, LUYM MNay3bl) NPOBOAAT
C UCMONb30BaHNEM CMELMabHOT0 060PYA0BaHUS.

MpoBePKY TEXHWYECKMX MapaMeTpoB BUAEOAOKYMEHTOB MPOBOAAT C MOMOLLBI KOMM/EKca
KOHTPO/IbHO-M3MepUTENbHON annapatypbl.

MpoBEPKY TEXHUYECKMX MapamMeTpOB 3M1EKTPOHHbIX AOKYMEHTOB MPOBOASAT C WCMO/b30BaHUEM
cneunasbHOM annapaTypbl M NPOrpaMMHOr0 obecriedeHus, npefHasHauYeHHbIX Ans  paboTbl C
COOTBETCTBYHOLLErO B1AA aPXMBHBIMW AOKYMEHTaMMU.

BbisiBNeHMe JOKYMEHTOB ApXUBHOMO (hoHAa
Poccuiickoii ®eaepaLym, HaXoASLWMXCS B HeY/10BNETBOPUTENIbHOM
(hV31MYECKOM COCTOSIHWK, U HEMCNPABUMO MOBPEXAEHHBIX aPXMBHbIX
AOKYMEHTOB. CHATME C yyeTa HeMUcrnpaBnMO NOBPEXAEHHbIX
apPXVMBHbIX JOKYMEHTOB

2.11.7.1. Haxogawmmmuca B HEYLOBNETBOPUTENBHOM (DM3MYECKOM COCTOSIHUM MPU3HAKOTCA
JOKYMeHTbl  ApxmBHOro oHga Poccuiickort degepaumMn € BbICOKOM CTEMeHb  paspyLleHus
MaTepuasibHbIX HOCUTENEN, YrpoXKatoLLel (PU3NYECKON LLeNOCTHOCTM JOKYMEHTOB.

PelleHne 0 Npu3HaHUM JOKYMeHTa ApXMBHOro hoHaa Poccuiickoin deaepalmn Haxogawmmes B
HeY/J0B/ETBOPUTENIbHOM  (DM3UYECKOM COCTOSIHUM U ero MOCTAaHOBKE Ha CreuuanbHbld yyeT A/
opraHu3auumn B CpOYHOM MOpPsAKe creynansHoin 06paboTkm (cm. n. 2.11.9.1) NpuHUMaET pyKOBOAMTENb
apxmBa Ha OCHOBAHWW 3KCMEPTHOrO 3aK/IHOUYEHWA pecTaBpaTopa M PYKOBOAUTENA NoOApasaeneHuns,
OTBETCTBEHHOIO0 33 XpaHeHne apXmBHbIX JOKYMEHTOB.

2.11.7.2. HencnpaBumo NOBPEXAEHHbLIMA apXUBHLIMU AOKYMEHTaMW MPU3HAKOTCA apXUBHbIE
LOKYMEHTbI, (DM3MYECKOe COCTOSIHME KOTOPbIX WCK/IOYaeT BO3MOXHOCTb BOCCTAHOB/IEHUA WX
maTepuasibHbIX HOCUTENEN 1 NCMO/b30BaHWS COAepXKaLLenca B HUX LOKYMEHTHON MH(opMaL i,

PelleHre 0 Npu3HaHWM apXMBHOTO AOKYMEHTA HEeMcrnpaBMMO MOBPEXAEHHLIM WU CHATUWN ero C
yyeTa MPUHUMAET COOTBETCTBYHOLUMIA YNO/THOMOYEHHbIVE OpraH WCMONMHWUTENbHOW BfacTu B ciepe
apXMBHOrO [ena Ha OCHOBaHUW MpefACTaBNAsSEMbIX PYKOBOACTBOM apXMBa 3KCMEPTHOrO 3aK/IHYeHUs
pecTaBpaTopa WU pyKoBOAUTeNdA nojpasaeneHns, 0TBETCTBEHHOI0 3a XpaHEHNE apXUBHbLIX JOKYMEHTOB,
N aKTa 0 HeMcrnpaBMMbIX NOBPEXAEHUAX LOKYMEHTOB (MpuioxkeHue Ne 1).

Ha OCHOBaHMM MWCbMEHHOIO  pPeLUeHUs  BbILLECTOALWEro  Yno/sIHOMOYEHHOro  opraHa
MCNONHUTENBHON BNacTu B cepe apXMBHOIO fena U3LaeTcs Npukas PyKOBOAUTENS apXmBa O CHATUK
HemncnpasMMO NOBPEXAEHHbIX apXUBHbLIX JOKYMEHTOB C yyeTa.

CHATME C yyeTa U YHUUTOXEHMEe HemcrnpaBMMO MOBPEXAEHHbLIX YHUKa/IbHbIX AOKYMEHTOB He
JonyckaroTcs.

Yyet (t)VISI/I‘-IeCKOI'O N TEXHNYECKOI0 COCTOAHNA
dPXNBHbLIX JOKYMEHTOB

2.11.8. YueT (hM3MYECKOro U TEXHWYECKOrO COCTOSIHUS apXMBHbIX AOKYMEHTOB Ha OyMaKHOM
OCHOBe OCYLLIeCTB/SeTCA B:

nucrte-3aseputene (npunoxxkeHune Ne 3);

JINCTE N aKTe NMPOBEPKM HAINYUA U COCTOAHUSA apXUBHbLIX OKYMEHTOB;

KapTouKe yyeTa apXmBHbIX AOKYMEHTOB C NOBPEXAEHUAMN HOCUTENS;

KapTouKe yyeTa apXUBHbIX JOKYMEHTOB C NOBPEXAEHUAMN TEKCTA,



KapToTeke (KHWUre) yyeta (omM3ny4eCcKoro COCTOSHUA apXMBHbIX LOKYMEHTOB.
YueT pu3nNYecKoro N TeEXHUYECKOro COCTOAHMS ayAnoBMN3YyasibHbIX AOKYMEHTOB OCYLLECTB/IAETCS

KapTOYKe yyeTa TEXHUUYECKOr0 COCTOSIHNS KUHOLOKYMEHTA;

KapTOUKe y4yeTa TEXHNYECKOr0 COCTOSHMS (HOTOJOKYMEHTA;

KapTOuKe yueTa TeXHUUYECKOro COCTOSIHUS (DOHOAOKYMEHTA;

KapTOUKe y4yeTa TEXHUYECKOI0 COCTOSHMS BUAEOA0KYMEHTA.

Ans yyeta [OKYMEHTOB ApXMBHOro (oHaa Poccuiickoit ®efepauny, HaxoAswwmMXcs B
HEeY/[10BNeTBOPUTENbHOM (D3MYECKOM COCTOSIHUM, BEAETCA cheuuanbHas KHura. COoOTBETCTBYHOLLME
OTMETKM NPOCTABNSAOTCS TAaKXKeE B APYriX AOKYMEHTaxX yyeTa (I13MYeCKOro 1 TEXHUYECKOro COCTOSIHMS
APXMBHbIX [IOKYMEHTOB.

YueT ()13MYECKOro U TEXHUYECKOTO COCTOSIHWS apXMBHbIX JOKYMEHTOB MOXET OCYLLECTBNAThLCS
Ha GYMaXHOM HOCUTeNe WAM B aBTOMATU3MPOBAHHOM PEXWME B COOTBETCTBUM C YCTAHOB/EHHbLIMU
PEKBU3UTAMN KOHTPO/IbHO-YYETHBIX JOKYMEHTOB.

PU3NKO-XMMUYECKAA N TEXHUYECKas 06p8.60TKa
adPXMBHbLIX AOKYMEHTOB

2.11.9.1. ®U3NKO-XMMMYECKas U TeXHNYeCKas 06paboTKa apXMBHbIX [JOKYMEHTOB NPOBOAUTCA C
LieNbko:

YCTpaHeHWst MPUYNH YCKOPEHHOTO CTapeHUs U paspyLUeHns apXUBHbIX AOKYMEHTOB;

BOCCTaHOB/IEHWNSA X CBOMCTB, TEXHUYECKUX XapaKTepUCTUK, LONTOBEYHOCTMH;

BOCMPOM3BEAEHNA JOKYMEHTHOWN MHAOpMaLMK Ha 6oee YCTONYMBLIX HOCUTENSAX.

OCHOBHbIMMW BUAaMK 3TO 06pabOTKM apXUBHBIX AOKYMEHTOB Ha 6YMaXKHOV OCHOBE SBMISIOTCS:

Ae3nHMeKUMa,  Oe3nHCeKUMs,  aepaTvsaums  apXMBOXPaHWIWLL, KaK  COBOKYMHOCTb — Mep
BMONPONNaKTUKN, 61O3aLLNTLI U YHUUTOXEHNA BUONOTNYECKUX BPeAUTeNein B apXMBOXPaHUINLLAX U
Ha apXMBHbIX JOKYMEHTaX;

pectaBpauus  (pectaBpauyOHHO-KOHCepBaLMOHHas 06paboTka) Kak KOMMiekc pabot u
TEXHOMOMMYeCKNX Onepawlyuin No BOCCTaHOB/IEHWUIO CBOWCTB M [0NTOBEYHOCTU OPUTMHAMOB apXMBHbIX
[LOKYMEHTOB;

BOCMPOM3BEAeHNE apXMBHbLIX [OKYMEHTOB C LE/bI0 CO3[4aHUA CTPaxoBOro (POH4a KOmMui
YHUKa/IbHbIX [LOKYMEHTOB M 0CO00 LIEHHbIX LOKYMEHTOB M (hOHAA MONb30BaHWA; poTopecTaBpaLms
apXMBHbIX [OKYMEHTOB C YyracwmM W CNnaboKOHTPAcTHbIM TEKCTOM; 3amMeHa OpWIrUHaIoB C
HELO/ITOBEYHLIMYA  W/IN  Pa3pyLUEHHbIMW  HOCUTENSIMU  KOMUAMMW 1A COXPaHEHUS  [AOKYMEHTHOM
NH(opmMaLun 1 ap.;

rnepensieT apX1BHbIX JOKYMEHTOB;

obecnblnBaHne apXMBHbIX JOKYMEHTOB;

06paboTKa apXMBHbIX AOKYMEHTOB B peXvMe aBapuiiHO-cracaTeNbHbIX paboT, B TOM 4ucne ¢
NPUMEHEHWEM CPeACTB M CMOCO60B  CYLIKKM, Ae3UH(EKLUN, [e3MHCEKLMKN, 3aMOpaXXmBaHus,
pecTaBpaLuu, BOCMPOM3BeAEHNS, fe3aKTUBaLUM 1 ApYruX BUAOB LieNeBOin 06paboTKM.

AyanoBnsyasibHble U 3M1EKTPOHHbIE [JOKYMEHTbI B 3aBMCMMOCTM OT (DU3NYECKON NpUpofab!
HOCWUTENA MOABEPraroTCA CreAyroLWmMM pecTaBpauyoHHbIM U KOHCepBaLMOHHO-NPOMUIaKTUYECKNM
paboTam:

apXMBHbIE JOKYMEHTbI Ha MarHUTHOM NieHTe:

OUMCTKE MOBEPXHOCTW OT MbIIN U YaCTUL, FPA3N Ha CneLnaibHOM O4YMCTUTENIbHOM 060pYA0BaHMK;

3aMeHe MepecoXLUNX N NOKOPOOBIEHHbIX CKIIeek;

O(hOPM/IEHNIO PY/IOHOB MarHWTHOM NIEHTbI 3aWMTHOM MarHUTHOM NIEHTOW C ABYX CTOPOH Mo 2 -
2,5Mm;

MEePeMOTKE C LieNIb0 CHATUS BHYTPEHHUX HANPSHKEHUA B PY/IOHAX MarHUTHbIX NIEHT, BO3HUKLUNX
M3-3a MepenajoB TeEMMepPaTypbl W BAAKHOCTU MPU XPaHEHUU W TPaAHCMOPTUPOBAHUW apXUBHBIX
[JOKYMEHTOB;

apXVBHbIE JOKYMEHTbI Ha AWCKOBbIX HOCUTENAX:



06ecnbINMBaHNIo;

MPOTMPKE aHTUCTATUKOM,;

KWHO(OTOAOKYMEHTbI, MUKPOOPMbI 1 (POHOrPamMMbl K KUHOUIbMaM:

06eCrnbINNBaHNIO;

YAaeHNI0 BOCKOBBIX, XXMPOBbIX U UHbIX 3arPA3HEHWIA;

YKPEM/IEHNIO CK/IEEeK N NPOCeYek;

PEMOHTY nepgopaumu;

rnepesesnke rpy6bixX, KOPO6IEHHbIX 3arnaT U CKeek;

PEMOHTY MOBPEXAEHHbIX NOEeN Kagpos.

"pamopurnHanbl (hOTOLOKYMEHTOB MOABEPratoTCs 3/1EKTPOXUMUYECKON OUUCTKE.

2.11.9.2. PaboTbl N0 (PU3NKO-XMMMUYECKOA U TEXHUYECKON 06paboTKe apXMBHbLIX [LOKYMEHTOB
noApa3fenstoTcs Ha MnnaHoBble U BHEMNAHOBbIE.

MnaHoBas 06paboTKa apPXMBHbLIX [OKYMEHTOB TPOBOAMTCA MO pe3ynbTatam MpOBEpKM WX
COCTOSIHMA B MOpsAJKe 0YepefHOCTW, YCTaHOB/IEHHON B apXMBe C YYETOM MPUHAANEXHOCTU UX K
Pa3/IMYHbIM LeHHOCTHbIM TpynnamM, 0CO6eHHOCTEN (PU3NYECKOr0 COCTOSAHWUS apXUBHbIX JOKYMEHTOB
PasNMYHbIX BUAOB U BO3MOXHOCTEW apxuBa. MpUOopUTET OTAAETCSH YHUKAbHBIM JOKYMEHTaM M 0C060
LIeHHbIM JOKYMEHTaM.

K BHennaHoBbIM OTHOCATCA PaboTbl, BbIMO/HAEMblE B aBapWUiMHO-CrAacaTe/lbHbIX CUTYauusiX,
CBA3aHHbIX C JIOKa/lbHbIM WM MAcCOBbIM MOPaXEHWEM apXMBHbLIX [OKYMEHTOB OFHeM, BOJOW,
XVMUYECKUMW UM PALMOaKTUBHBIMU BellecTBaMu. CpoyHble Mepbl MO BbIAENEHWUIO, U30NALUN,
CaHUTapHON 06paboTKe apXMBHbLIX LOKYMEHTOB M MECT UX XpaHeHWs NPefnpuHUMAlOTCA Takxke npu
MopaXKeHUN apXMBHbIX JOKYMEHTOB B61OMI0TMYECKUMU BPEAUTENAMU.

HomeHknatypa, MOpALOK MPOBEAEHUS W TeXHONorus pabot Mo  (PU3NKO-XUMUYECKOW W1
TEXHUYECKON 06paboTKe apXMBHbIX [OKYMEHTOB OMNpefensitoTcs OTPac/ieBbiMW HOPMATUBHLIMK U
METOANYECKMMUN LOKYMEHTaMMU.

O6Lme TpeboBaHUSA K Bblgaye apXMBHbIX
[AOKYMEHTOB 13 apXMBOXPaHUAMLLA

2.11.10. ApXvBHble [OKYMEHTbI, MMelolme (OHA NOMb30BaHWA, U3 apXMBOXPaHUIMLLA, Kak
npasusIo, He BblAakoTCA.

ApXMBHbIE [OKYMEHTbI, He MpoLUeALLINe HAYYHOro ONUCaHUA N TEXHWUYECKOTO O(opMIeHs, 13
apXMBOXPaHUNLLA He BbILAOTCA A8 UCMO0/b30BaHUA M NPOBEAEHNS PaboT Mo CO3A4aHMI0 CTPax0BOro
(hoHAa 1 (hoHAa NOSIb30BaHUS.

Bblgaya 13 apXxmBoxpaHunuwia MOAJIMHHUKOB 0CO60 LEHHbIX [OKYMEHTOB, B TOM 4uche
YHUKaNbHbIX [OKYMEHTOB, a Takxe [AOKYMeHTOB ApXMBHOro oHpa Poccuiickoii ®degepauuu,
HaxofAawWmxca B HEYLOBMETBOPUTENbHOM  (PM3MYECKOM  COCTOSHUKM,  OCYLLECTB/AETCH B
NCKMOUYNTENbHBIX CMYYasX C MMCbMEHHOI0 paspeLleHns pyKOBOAUTENS apXmBa.

ApXMBHble [OKYMEHTbl BblAalOTCA M3 apXMBOXPaHU/MLLA TOCYAapCTBEHHOr0 apxusa, My3es,
6MBAMOTEKN, OpraHu3aLmm POCCUIACKON akafeMmnn HayK C NMMCbMEHHOTO paspeLLeHms:

3aBefyHoLLero apxXnBoXpaHuUmLLEM (OTAeNoM OGecrnevyeHuss COXPaHHOCTM) - MO0/b30BaTeNAM B
4nTabHbIA (MPOCMOTPOBBIN) 3a1 apxmBa M PabOTHWKaM apxuBa L9 CNYXKeOHbIX Lenein B pabouue
NMoMeLLeHNs;

PYKOBOAMTENA  apxXumBa WM  ero 3amectutens -  (oHfoobpasosatensM, CyAebHbIM,
MpPaBoOOXPaHNUTE/IbHLIM U UHBIM YMOSIHOMOYEHHbIM OpraHaM BO BPEMEHHOE No/b30BaHWe Mpu HaIMYmm
rapaHTUMHOrO NMCbMa OT HWX; OpraHu3auuaM - A/ 3KCMOHWMPOBaHWA MPU HaIM4YMKM [OroBopa O
NMpoBefeHNN BbICTABKA W COOTBETCTBYIOLLErO0 MpuKasa pPYKOBOAMTENA apxuBa; pPaboTHUKaM
naboparopuy apxmea, CreLuain3npoBaHHbIM OpraHu3aunam - 419 NPoBeAeHUs paboT Mo CO34aHuio
CTPaxoBOro (poHga 1 poHAa NOMb30BaHWUA W CreluaibHON 06paboTKM apXMBHbIX [LOKYMEHTOB Mpwu
Ha/IM4MKM COOTBETCTBYIOLLLErO 40roBOpa CO CreLman3npoBaHHON opraHu3aLve.



Bblgaya apxuMBHbIX  [OKYMEHTOB  BbILIEYMNOMSAHYTbIM  KaTeropusm  Mosb3oBateniein  u3
apXMBOXPaHUNMLLA MYHULMMANIbHOTO apxmBa, My3es, 6MOIMOTEKN OCYLLECTBASETCA C MUCbMEHHOIO
paspeLleHns 3aBeAytoLwero MyHUUMNaabHbIM apXnBOM, My3eem, U6INOTEKOA.

Bbigauy apXuBHbIX JOKYMEHTOB W3 apXuMBOXPaHWIMLA M MNpueM KX 06paTHO, B TOM uuc/e
MOMIMCTHYIO MPOBEPKY HaMUMA W COCTOSHUA apXMBHbLIX [OKYMEHTOB nNepef Bblgavyen ux w3
apXMBOXPaHUAMLLA M NPKU BO3BPaTE, NPOU3BOAUT PabOTHUK apXmnBOXpaHuanLa. MoMCcTHYO NPOBEPKY
Ha/IMuMA N COCTOSHUA apXMBHbIX AOKYMEHTOB, BO3BpaLLlaeMblX MO/b30BaTENIIMA B YMTa/IbHOM 3asle,
OCYLLLECTB/AET PAOOTHWNK YATaNbHOIO 3a/1a.

O6si3aTeNbHON  MONMCTHON MPOBEPKE HAIMYMA W COCTOSHUA Mepes Bblhavein apXMBHbIX
[OOKYMEHTOB 13 apXMBOXPaHUIULLA U NPU MX BO3BPATE MOA/EXAT:

YHUKa/IbHbIE JOKYMEHTbI 1 0CO00 LieHHbIE JOKYMEHTb;

apXMBHbIE LOKYMEHTbI, MetoLLve B ODOPMIEHUM U NPUIOXKEHUN K HUM AparOLueHHbIe KaMHU 1
MeTaN/bl;

HecOpOLLUIOPOBaHHbIE apXMBHbIE OKYMEHTbI;

[ieNa, paHee He BblaBaBLUMECA U3 apXMBOXPAHU/IMLLA U HE MMEIOLLIVE NNCTOB-3aBepUTESEN;

Aena, cofepxallme asTorpadbl, rpagmyeckme JOKYMEHTbI, MOYTOBbIE U repboBbIe 3HAKKM, NevaTy,
OTKPbITKW, KOHBEPTbI C agpecamu, Mapkamu, W [pyrue apxuBHble [LOKYMEHTbl, MOTEHUMANbHO
NpeAcTaBNAOLLME MHTEPEC ANS KOMEKLVOHEPOB.

CocTaB gpyrux fen, noanexatimx nofMCTHOM NPOBEPKe, ONpefenseTca pyKoBOACTBOM apXmBa Ha
OCHOBE peLLEeHMNs IKCMePTHO-MEeTOANYECKO KOMUCCUMN,

OTMeTKa O NpoBefeHHOM MOIMCTHOM NPOBEPKe CTaBUTCHA B /IMCTe-3aBeputene (NpuioxkeHne Ne
3).

Ha mecTO BblgaBaeMbIX M3 apXMBOXPaHWNMLLA eAVHUL, XPaHeHUs 1 ONWUCe fen, LOKYMEHTOB
NOAKNaAbIBAETCA KapTa-3aMecTUTeNb.

ApXMBHbIE [OKYMEHTbI, BblJaBaeMble M3 apXMBOXPaHWUNLLA, AO/DKHbI UMETb apXMBHBIA LUNP,
NMPOHYMepOBaHHbIe IMCTbI, NNCT-3aBepuTeNb (NpuaoxeHne Ne 3) U INCT UCNOMb30BaHWS JOKYMEHTOB
(npunoxeHwve Ne 4).

MoAroToBKa apXMBHbLIX LOKYMEHTOB K Bblfaye 13 apXMBOXPaHUMLLA BKIKOYAET:

BblEMKY apXMBHbIX OKYMEHTOB;

CBEPKY apXMBHOIO LUMMPa 1 3aro/I0BKOB (aHHOTaLMIA) C ONUCLIO (KHUTOI yyeTa U onucaHus) gen,
[AOKYMEHTOB;

MONMCTHYIO NPOBEPKY apXMBHBIX [eN - B YCTaHOB/IEHHBIX CyYasiX.

CBepka apxX1BHOro LWM(pa apxX1BHbLIX JOKYMEHTOB C OMUCLIO (KHWUIOR yyeTa U onucaHus) aen v
[AOKYMEHTOB MnpegnonaraeT NpoBepKy NPaBUbHOCTM O(OPMIEHNS 06NOXKM 1 TUTY/IbHOTO INCTa Aena,
MepPBMYHOr0 CPeACTBA XPaHEHUs ayaMOBMU3YasIbHOrO, 3M1EKTPOHHOIO [JOKYMEHTa, MNpaBuIbHOCTM
COCTaB/IeHMSA 3aro/ioBKa W LWndpa eAnHMLEI XpaHeHUs. Mpn Hannunm 60MbLUNX UCNPaBNEHUIA 0610XKKa
N TUTYNbHBIA NIACT 3aMEHSAKOTCS C COXPaHEHNEM MPKY HEOOXOAMMOCTI CTapoii 06NOXKKM.

Mpn NOArOTOBKE K BblAaye 13 apXMBOXPaHWUNLLA OTAENbHbIX apXMBHbLIX AOKYMEHTOB, U3bATbIX
“3 fen, Ha 060POTHON CTOPOHE KaXAOro /McTa BHE TeKCTa apXMBHOTO [OKYMEHTa MpOCTaB/feTcs
LUTaMM C apPXMBHbIM LLUNGPOM.

CpPOKM Bbljaum apxXMBHbIX AOKYMEHTOB

2.11.10.1. ApXMBHble JOKYMEHTbI BbIJAKOTCA N3 apXUBOXPaHUINLLA HA CPOK:

A0 OAHOro Mecsua - MoSb30BaTeNsiM B UMTa/lbHbIA 3an U pabOTHMKaM apxmBa (Kpome 0co60
LIeHHbIX JOKYMEHTOB, BblaBaeMbIX Ha CPOK He 60/ee ABYX Hefenb);

[0 Tpex MecsLeB - (hoOHA006pa3oBaTesism;

[0 LLECTN MECALEB - CyAeOHbIM, NPaBOOXPaHUTE/NbHBLIM U MHBIM YMO/THOMOYEHHbIM OpraHam.

Bblgaya apXvBHbIX LOKYMEHTOB M3 apXMBOXPaHUNNLLA A1 3KCNOHMPOBAHWNA OCYLLECTBMSAETCA Ha
CPOK, ONpeAeneHHbIV LOroBOPOM O NPOBELEHUN BbICTaBKM.



CpoK Bblfaun apxXvBHbIX JOKYMEHTOB [/11 CO3/laHUs CTPaxoBOro hoHAa, hoHAa Nonb30BaHUs U
ANs creumanbHoi 06paboTKy onpefensieTcs nnaHamMu paboTbl apxuBa M AOrOBOPaMK Ha MpoBefeHNe
COOTBETCTBYHOLLMX PAbOT CO CTOPOHHUMU OPraHM3aLysMM.

MpoaneHne CPOKOB Bblfaun apXMBHbIX [JOKYMEHTOB AOMYCKAETCA C paspelleHusl pyKoBOACTBa
apxvBa.

OdhopmieHMe Bblaun apXUBHbIX JOKYMEHTOB

2.11.10.2. Bblgaya apXmBHbIX AOKYMEHTOB W3 apXMBOXPaHWIULLA PErucTpupyeTca B KHUrax
BblJaun apXMBHbIX [JOKYMEHTOB, KOMWIA (POHAA NO/Mb30BaHUA W3 XPaHWAWLLA, KOTOopble BedyTCs
pa3fenibHoO Mo KaXKAoMY apXMBOXPaHUIULLLY U BUAY BblAayun.

Bblgaya apXMBHbIX AOKYMEHTOB B UMTa/lbHbIA 3a71 O(hOPMAsSETCS 3aKka3oM (TpeboBaHvem) Ha
Bblfayy apXMBHbIX [OKYMEHTOB, KOMWA (hoHAA NO/Mb30BaHUsA, ONuceld [en, [OKYMEHTOB U
PErncTpUpyeTCs B KHWIe BblAaun apXMBHbIX JOKYMEHTOB, KOMWUIA (hOHAA NOMb30BaHUS 13 XpaHUIULLa B
UMTaNIbHbIA 33/, B KOTOPOW pPacnucbiBaeTca PaboTHUK YMTaIbHOro 3ana. MCnonHeHHbIN 3aka3
(TpeboBaHVe) MONb30BaTENA HAMpPaBASeTCHd B UMTaSIbHbIA 31 BMECTE C BblAaHHbIMW apXMBHbLIMM
JOKYMEHTaM1 N XpaHUTCA B IMYHOM [Jie/Nie Nonb30BaTens.

Bblgaya apxvBHbIX [LOKYMEHTOB PabOTHUKY apxuBa L5 WCMO/b30BaHUA B CMYXEOHbIX Lensx
ohopmMAsieTcs 3aKa3om (TpeboBaHMEM) Ha Bblfayy apXMBHbIX JOKYMEHTOB, KONWUIA ()OHAA NONb30BaHUs,
onucei aen, LOKYMEHTOB, KOTOPbIV BU3MPYeTCA PYKOBOAWTENEM COOTBETCTBYIOLLErO MOAPa3AeNeHus.
3aka3 (TpeboBaHWE) pPerncTpupyeTcs B KHUre Bbla4yM apXMBHbIX [OKYMEHTOB, KOnui ¢oHAa
MOMb30BaHMS M3 XpaHUIUWa B paboyve MOMeLLEeHUs, B KOTOPOW pabOTHUK, NOMYUMBLUMIA apXUBHbIE
[OOKYMEHTbI, PacrnuCbiBaeTCA 3a KaXAyl eauvHULYy XpaHeHus. 3aka3 (TpeboBaHME) HaxoguTcs B
apXMBOXpaHUILLE [0 NCTEYEHUSA CPOKa ero XpaHeHus.

Bbigaya apxvBHbIX JOKYMEHTOB B /1abopaTopuio apxmsa OPOPM/ISETCA 3aKa3oM Ha npoBefeHue
COOTBETCTBYHOLUMX PaboT N PermcTpupyeTcs B KHUMe Bbl4aun apXUBHbIX [OKYMEHTOB, KOMUIA (POHAA
MONb30BaHMA M3 XpaHuIuwa B n1abopaTtopuio, B KOTOPOW pacnucbiBaeTcA paboTHUMK nabopaTopum.
3aka3 yuuTblBaeTCA B /1ab0paTopuMnM U B COOTBETCTBYIOLLEM MOAPA3feNleHun apxmBa W CAYXWT
KOHTPO/IbHbLIM JOKYMEHTOM 33 XO40M MPOBEAEHNSA BCeX 3Tarnos paboTbl C apXUBHbLIMU AOKYMEHTaMU.

Bblgaya apXmBHbIX [AOKYMEHTOB BO BpeMEeHHOe M0/b30BaHWe O(OPMJISETCA aKTOM O Bbljaye
aPXMBHbLIX JOKYMEHTOB BO BpPeMEHHOEe M0/b30BaHWEe U PErncTpupyeTca B KHUME BblAavyn apXMBHBIX
[AOKYMEHTOB, KOMWiA (hoHAA MONb30BaHMSA U3 XPaHWUMLLA BO BPEMEHHOE NOJ/b30BaHUE.

Bblgaya (hoHAa Nob30BaHMS

2.11.10.3. Bblgaya KOMWi1 apXmMBHbIX AOKYMEHTOB U3 (hoHAA NOMb30BaHMS OPOPMASETCS 3aKa3oM
(TpeboBaHMeM) Ha Bblgady apXMBHbIX [AOKYMEHTOB, KOMWiA (hOoHAA MNOMb30BaHWA, ONUCEn [en,
[OOKYMEHTOB U perucTpupyetca B KHWre (KHWrax) Bblgauv (oHZa Mo/b30BaHMS, BedyLnXcs
LeHTPa/In30BaHHO UK pas3fenbHO Mo KaKA0MY apXMBOXPaHUIULLY.

Bbigaua onuceit aen, OKYMEHTOB

2.11.10.4. Onucun fen, LOKYMEHTOB BbIalOTCS Ha CPOK, He NPeBbIWAKLWMIA NATU AHel. Bblgada
onucein fen, AOKYMEHTOB, UMEHOLMXCA B OAHOM 3K3EMMNAAPE U XPaHALMXCSH LEeHTPa/IM30BaHHO,
[IONYCKAETCA B UCKMHOUUTENbHBIX CNyYasx C paspeLleHns pyKoBOAUTENSA apXmBa UK ero 3aMecTuTeNs
Ha CPOK, KaK NpaBuio, He MpPeBbIAKOWMIA OAWH AeHb, U OOPMASETCH MO aHaiornn C Bblayel
NOA/IMHHbBIX apXUBHbIX JOKYMEHTOB.

Bbigaya onucein fen, LOKYMEHTOB OpOpMIIsSeTcs 3aka3oM (TpeboBaHMEM) Ha Bblfady apXMBHbIX
[JOKYMEHTOB, KONWIA (hoHAA NOMb30BaHWSA, ONUCER Aen, AOKYMEHTOB 1 PErMCTPUPYETCA B KHUTE Bblaauu
apXMBHbIX [JOKYMEHTOB, KOMWIA (DOHZA MONb30BaHUA M3 XpaHWIMLLA, B KOTOPOM pacnucbiBaeTcs
NOMYHYMBLUNIA ONMMCb PabOTHUK apXmBa NN Nob30BaTeSb.



KOHTPO/b 32 COXPaHHOCTbIO BblaHHbIX apPXUBHbIX AOKYMEHTOB.
Bo3BpalleH1e apXMBHbIX JOKYMEHTOB B apXMBOXPaHU/MLLE

2.11.10.5. BbiBepKa KHUT BblJayn apXMBHbIX LOKYMEHTOB MPOBOANTCA He pexke OAHOro pasa B
KBapTas unu B nonyrogue. Ecnv B pesynbTare BblIBEPKM KHUT Bblgayn YCTaHOB/IEH (DAKT HapyLleHUs
CPOKOB BO3BpALLEHUS aPXMBHBLIX AOKYMEHTOB, BbIACHAKOTCA €ro NpuyuHblI U MPUHMMAKOTCA Mepbl K
BO3BpaTy apXWBHbIX AOKYMEHTOB. EcCAM HeBO3BpalleHWe apXMBHbIX [OKYMEHTOB B CPOK B
apXMBOXPaHUNMLLE BbI3BaHO HEOOGXOAMMOCTBIO WX  Aa/bHElLIero  UCnosb3oBaHWUs,  Bblgaya
nepeoopmnseTcs. Mpu 3agep>xKe BO3BPALLEHMSA apXUBHbLIX LOKYMEHTOB 6e3 YBaXKUTeNbHbIX MPUYMH
NPUHUMAIOTCA Mepbl 4N X HEMEeA/IEHHOr 0 BO3BpaTa B apXMBOXPaHUIMLLE.

B Llensx KOHTPONA 3a COXPaHHOCTLIO apXMBHbIX AOKYMEHTOB MoApa3feneHne, OTBETCTBEHHOE 3a
XpaHeHve apX1BHbIX 4OKYMEHTOB, MPOBOAMT NPOBEPKM COXPAHHOCTW BblAaHHbIX U3 apXMBOXPaHUNLLA
apPXMBHbIX LOKYMEHTOB. [1poBepKM NPOBOAATCA B N1aHOBOM NOPAAKe WAK No Mepe Heo6XoAMMOCTM No
COr/1acoOBaHUI0 C PYKOBOLCTBOM apXuBa.

[Mpn BO3BpaALLEHUN APXMBHLIX [OKYMEHTOB B apXMBOXPaHWU/WLLE OCYLLECTBNSAETCA MOMUCTHas
npoBepkKa Mx PU3NYECKOro COCTOSHNA B YCTaHOBIEHHOM nopsgke (cm. n. 2.11.10). B kHure Bblgauu
ApPXMBHbLIX [1OKYMEHTOB [enaeTcA OTMeTKa O BO3BpalleHWW apXUBHbLIX LOKYMEHTOB B MPUCYTCTBUU
BO3BpaTMBLLUMX WX pPabOTHMKOB apxusBa uan (hoHAoo6paszoBatenid. ECnu BbiSBNEHbl MOBPEXAEHUS
BO3BpaLLaeMbIX apXMBHbIX [OKYMEHTOB, COCTaB/ISETCA aKT B MPOW3BO/MIbHON (HOpPMe, KOTOPbIN
MOANUCHIBAETCA PAabOTHNKOM apXMBOXpaHWUIMLLA 1N NULLOM, BO3BpaLLAtOWNM apXMBHbIE LOKYMEHTbI, U
npeAcTaBNAETCA Ha PaCCMOTPEHME PYKOBOACTBA apXyuBa.

ApxuB 0653aH yBEJOMUTb M0/1b30BaTENIA O TOM, YTO OH OTBEYaeT 3a COXPAHHOCTb MOJTyYEeHHbIX
aPXMBHbIX LOKYMEHTOB 1 CObMKOAEHNe NpaBua paboTbl C HUMK B COOTBETCTBMM C 3aKOHOAATENIbCTBOM
Poccuiickoii depaepauun.

B cnydyaax XuweHns unm noBpeXAeHUA apXMBHbIX LOKYMEHTOB, B TOM UWUC/e BHECEHWUA B UX
TEKCT W3MeHEHW (ecnn 3TO MOXET ObiTb KBaM(UUMPOBAHO KaK MOBPEXAeHNe apXMBHOIO
LOKYMeHTa), apxus 06paLlaeTcs C COOTBETCTBYHOLUMM 3aAB/IeHWEM B OpraH BHYTPEHHWUX [efl Mo MecTy
pacnosoXXeHns apxuBa, B TPEXAHEBHbIA CPOK WH(OPMMPYET CreLuanbHO — YNOSHOMOYEHHbIN
(hefiepasibHbIA OpraH UCMONHWUTENIbHON BNACTW, YNONHOMOYEHHbIE OpraHbl UCMONHUTENbHON BNacTy
cyb6bekTOB Poccuiickoin defiepaliun, OCYLLECTBASAIOLLME KOHTPO/b 32 COO/MOAEHNEM 3aKOHOATEbCTBA
06 apxvBHOM fene B Poccuiickor Pefepauun, NpuHUMaeT Apyrve Mepbl K BO3MELLEHUIO Yilepba B
COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoin ®efepauuu.

TpaHCNopTUPOBKa U NepemeLLeHNe apXUBHBIX JOKYMEHTOB

2.11.11. Tpn TPaHCMOPTUPOBKE apPXMUBHbLIX [OKYMEHTOB Ha /t0bble PacCTOAHWUA COGNHOAAOTCS
Mepbl M0 OXpaHe W 3almTe MX OT BO3L4ENCTBUA BpefHbIX (DaKTOPOB OKPYXKAKOLENn cpeabl nyTem
NMPUMEHEHNS CrneunanbHbIX BUAOB YMakOBOK, 00eCreyMBarolLmX 3amuTy apXUBHbIX AOKYMEHTOB OT
0Ca/lKOB, CBETa, MEXaHNYECKNX MOBPEXAEHWA.

TpaHCNOPTMPOBKAa apXMBHbLIX AOKYMEHTOB MPOM3BOAMTCA MNPU WX M/IOTHOM  YKNafKe,
NCKNIOYAKOLLEN BO3MOXHOCTb MEPEMELLEHUS apXMBHbLIX AOKYMEHTOB BHYTPU YNakOBKW, YAapoB U
Pa3/IMYHbIX COTPACEHWIA, NpU 3TOM (HOTO(OHOAOKYMEHTbI YMaKOBbIBAKOTCS B BEPTUKa/IbHOM
MOMIOKEHNN B  KOPOOKM YKECTKOM KOHCTPYKLMWM COOTBETCTBYHOLLErO pasMepa, OO6epHyTble BO
B/IAarOHENPOHMLAEMYIO TKaHb. [lpyrve ayanmoBusyasibHble U 3/1EKTPOHHbIE JOKYMEHTbI, rpauyeckme n
KpynHO(hopMaTHble Aena 1 AOKYMEHTbI NMepeMeLLaroTcs TO/IbKO B YNaKoBKe, B KOTOPOW OHW XPaHATCH,
NN B CrieyunanbHO npegHasHayveHHbIX 45 UX NepeMeLLeHns CpeCcTBax.

[Ona nepemeLleHNs apXMBHbIX AOKYMEHTOB BHYTPU apxXmBa WCMOMb3YIOTCA NepeaBudKHbIe
TENEXKN U Apyrune cpefcTsa TPaHCNOPTUPOBKW.

BHYTpUropoAckune nepeBo3KnN apXmBHLIX [LOKYMEHTOB MPOU3BOAATCA B 3aKPbITbIX aBTOMaLLNHAX
npun 0653aTe/lbHOM COMPOBOX/AEHNM pabOTHUKA apXuBa.



TpaHCMOPTUPOBKA apXMBHbIX [JOKYMEHTOB Ha [Aa/lbHUE pacCTOSIHUA  MPOW3BOAMTCA B
yNakoBaHHOM BUWAe B KPbITOM TPaHCMOPTHOM CPeACcTBe B COOTBETCTBMM C MpaBWiaMu MepeBO3KM
LeHHbIX rpy30B, YCTAHOB/IEHHbIM [/151 COOTBETCTBYHOLLENO BMAa TPaHCropTa.

BbisSiBNEHME YHMKaNbHbIX AOKYMEHTOB
11 0CO6O0 LiEHHbIX OKYMEHTOB

2.11.12. BbiSB/iEHNE YHUKa/IbHbIX [OKYMEHTOB M 0CO60 LEHHbIX AOKYMEHTOB MPOBOAMTCA B
NnIaHOBOM MOpsAAKe Hambosee KBaMPUUMPOBAHHBLIMU CreLMasiMcTaMmm Ha OCHOBAHWW OTPac/eBbIX
Hay4YHO-MEeTOAMYECKNX Pa3paboTOK 1 METOAMYECKUX MOCOOWIA, NOATOTOB/EHHbLIX B apXVBE.

OnpepneneHve B cocTaBe ApXMBHOro poHga Poccuiickor ®efepaumm YHUKaIbHbIX LOKYMEHTOB
OCYLLECTBNISIETCA B COOTBETCTBUM C PernamMeHTOM [OCyAapCTBEHHOro peectpa YHUKa/bHbIX
[NOKYMeHTOB ApXMBHOI0 (hoHAa Poccuitickoin ®efepalivi U BKIKOYAET B Ce61:

3amno/IHEHNE Ha KaX[blid BbISABEHHbLIA NOTEHUMANbHO YHUKa/IbHbIA AOKYMEHT MCTa yyeTa U
OMUCaHNA YHUKaNbHOrO JOKYMEHTA;

paccCMOTPeHMe 3KCMEPTHO-METOANYECKOW KOMMUCCHel (MNn SpYrM coBellaTe/lbHbIM OpraHoM)
apxuea npeacTaB/eHHbIX MaTepUaos;

NpeAcTaBneHne MPeAOKEHUA O  BK/IOYEHUW  BbISBEHHbLIX MOTEHUMANbHO  YHUKa/IbHbIX
[OKYMEHTOB B [TOCYAapCTBEHHbIA PEECTP YHUKa/IbHbIX AOKYMEHTOB APXMBHOro (PoHAga POCCUMIACKOMN
defepaymn B COOTBETCTBYIOLUMIA YNOSIHOMOYEHHBI OpraH WCNOSIHUTENbHOW BRacTM B cepe
apX1BHOrO fena.

OnpepeneHve B coctaBe ApxmMBHOro hoHaa Poccuniickoin ®egepauuy 0C060 LEHHbIX JOKYMEHTOB
OCYLLIECTB/ISETCA 3KCMEPTHO-NPOBEPOYHOM Komuccuein (BMK) heaepanbHOro rocyaapCTBEHHOrO
apxmBa, MK ynosHOMOYEHHOro opraHa UCNOMHUTENbHON BNacTu cyobekTa Poccuitickoii depfepaumm B
chepe apxMBHOro fena, 3KCMNepTHON (OHL0BO-3aKyNOYHON KOMUCCUEN FOCYAapCTBEHHOIO WU
MYHULMNANbHOTO  My3esi, 3KCMEPTHOM KOMUCCUEN rOCYAPCTBEHHOW WAM  MYHULMNILHON
onénmnotekn, AMNK Apxmea POCCUIACKON akafeMun HayK W 3aKpennseTcs YYeTHbIMW [AOKYMeHTaMu
apxuea B YCTaHOB/IEHHOM nopsake (cm. n. 3.7.5).

AMK ynonHOMOYEHHOro opraHa MCNOMHUTENbHON BNacTu cybbekTa Poccuitickoin degepaummn B
chepe apxvMBHOrO [efia BrpaBe [efiernposarb MOSHOMOYNA MO OMNpefesieHnto B cocTaBe APXMBHOMO
(oHaa Poccuiickon — depepaumm  0C060  LEHHbIX  [JOKYMEHTOB  3KCMEPTHO-METOAMYECKON
(MeToaMYecKol) KOMUCCUK FOCYAAPCTBEHHOI O apxmBa cyobekTa Poccuitickoin depepaumm.

Co3faHvie cTpaxoBoro oHaa

2.11.13. COBOKYNHOCTb CTPaxoBblX KOMWA YHUKa/IbHbIX WM 0COO0 LEHHbIX [OKYMEHTOB
ApxumBHOro (hoHaa Poccuitckoii defepaunm (Jasee - CTPaxoBoil POHA) CO3AaeTCA B LLENSX COXPaHEHNS
[JOKYMEHTHOW MH(OpMaUMM Ha ciyyai yTpaTbl WM MOBPEXAEHUS OPUTMHAI0B 3TUX [OKYMEHTOB.
CTpaxoBOli (hOHL SBNAETCH HEMNPUKOCHOBEHHLIM U XPaHUTCH TeppuTopuaibHO 060COBMEHHO OT
OPUTMHAMIOB  YHUKA/IbHbIX  [AOKYMEHTOB M  0CO60 LEHHbIX [OKYMEHTOB B  CheyuaibHbIX
apxunsoxpaHunuuiax (cm. n. 4.13.3).

OuepeHOCTb CTPaxoBOro KOMWPOBaHWSA OMNpefAenseTca € Yy4eToM (PU3NYECKOro COCTOSIHUSA
YHUK&/IbHbIX [OKYMEHTOB M 0CO00 LEHHbIX [OKYMEHTOB W WHTEHCUMBHOCTM OO6pALLEHUS K HUM.
MepBOOYEPEAHOMY KOMMPOBAHUIO CPeAM HUX MOA/1eXaT Haubosee WHTEHCMBHO MCMOMb3yeMble, C
NOBPEXAEHNSMU MaTepuasbHOro HOCUTENS U LOKYMEHTHON MH(OopMaLun.

MoAroToBKa YHUKaNbHbIX [AOKYMEHTOB WM 0CO060 LEHHbIX [OKYMEHTOB K CTpaxoBOMY
KOMUPOBaHNIO OCYLLIECTB/IAETCA B COOTBETCTBUM C MOPAAKOM BbIfayn apXMBHbIX [OKYMEHTOB W3
apxusoxpaHuauuy (cm. n. 2.11.10).

CTpaxoBoe KOMupoBaHWE MPOBOAWUTCA C COO/MIOAEHMEM CUCTEMATU3ALMM eAMHUL, XPaHeHWUs B
onucyu fen, [OOKYMEHTOB, KOTopas KonupyeTcs nepesi eAvHMUaMu  XpaHeHus. CTpaxoBomy
KOMUPOBaHWIO MOAJIEXAT BCE BXOAALLME B eUHNLY XPaHEHWS apXUBHbIE JOKYMEHTbI.

Mpy CTpaxoBOM KOMWPOBaHWW fena, Kak MpasBwio, pacluMBKe He nopgnexar. PaclumBka fen
MPOU3BOANTCA B UCKNIOUMTESbHBIX Cy4asx MO COracoBaHWIO C PYKOBOLCTBOM apxvBa Mpu MOJHOM



HEBO3MOXHOCTW KONWPOBaTb MepenseTeHHoe feno. Mo OKOHYaHuW paboTbl Aeno nepersieTaeTcs
nabopaTopuein Unn opraHnsalment - U3roTOBUTEIEM CTPAXO0BbIX KOMWIA 3aHOBO.

CTpaxoBoe KOMWPOBaHWE YHUK&/bHbIX [JOKYMEHTOB M  0CO60 LEHHbIX [OKYMEHTOB
OCYLLLECTB/ISETCS B COOTBETCTBMM C TEXHOMOrMYECKMMUN pernameHTamv U Apyrumn AencTeyoLMmm
HOPMaTMBHO-TEXHUYECKUMWN JOKYMEHTaMW.

CTpaxoBOil KOMuWeli apXMBHOFO [OKYMeHTa Ha OyMaHOW OCHOBe SBMSETCA HeraTuBHas
MUKpothopma (MUKPOGUILM UAN MUKPODMLLA) 1-ro NOKOMEHWS, U3rOTOB/IEHHAA Ha POTOorpadryecKoi
ranoreH1aocepebpsaHol naeHKe COOTBETCTBYHOLLErO TUMa METOAOM ONTUYECKOro (hoTorpatmpoBaHums
[NOKYMEHTOB.

CTpaxoBOil KOMWen KUHOLOKYMEHTa SABNSETCA MepBas COBMELLEHHas KOMUS  OpUrMHana,
N3roTOB/IEHHAs Ha M/IeHKe COOTBETCTBYHIOLLErO TMNa METOLOM KOHTaKTHOI nevartu.

CTpaxoBoil Konuein (POTOAOKYMEHTa ABNSETCA Nepsas KOMUS OPUrMHaNa, M3roToBfieHHas Ha
(hoTOMNEHKE COOTBETCTBYIOLLErO TUMA METOLOM PENPOAYLMPOBAHUA UM KOHTAKTHOW neyatu.

CTpaxoBoil Konuein (HOHOLOKYMeHTa SBNASETCS MepBas KOMUA OpUrMHana, W3roTOB/IEHHAA
COBPEMEHHOW CUCTEMOIA 3anucu.

CTpaxoBoil Konuein BUAEOLOKYMEHTA SBMSETCA MepBas KOMUA OpUrMHana, M3roToBfieHHas B
(hopmaTe opurmHana cnocobom BMAE03BYKO3aMNMCK Ha MarHUTHON NeHTe.

Co3faHwe, KOMMN/IEKT 1 cOCTaB (hoH/A N0/b30BaHUS

2.11.13.1. COBOKYNHOCTb KOMWIA apXMBHbLIX [OKYMEHTOB, BbIMO/HEHHBIX Ha PasINYHbIX
mMaTepuanbHbIX HOCUTENAX W MpefHasHauYeHHbIX A5 WCMOMb30BaHWA C  Le/blo  06ecneyeHuns
COXPaHHOCTN OPUTMHAMIOB apXMBHbIX [AOKYMEHTOB (fanee - (hOHZ MO0/b30BaHWUA), CO34aeTcs, Kak
npaswI0, OAHOBPEMEHHO C CO3JaHMEM CTPaxoBOro (POHAA, a Takxe LeNeBbiM NOpPsALKOM Ha Hanbonee
NCMOoMb3yeMble apXMBHblE AOKYMEHTbl, B MpoLecce Apyrux paboT (paccekpeurBaHMe apXUBHbLIX
[LOKYMEHTOB, OpraHu3aums nux Ucnosib30BaHus).

®PoHfA NONb30BaHWSA, W3rOTOB/IEHHBIA OAHOBPEMEHHO CO CTpPaxoBbiM (OHAOM, CO3[aeTcs B
0653aT€/IbHOM KOMIJIEKTE, BK/THOYAOLLEM:

AN apXUBHBIX [OKYMEHTOB Ha OGYMa)KHOM OCHOBe - OfHY MWKPOGOPMY 2-r0 MOKOMEHUA Ha
ranoreHugocepebpsHoli nneHke (HeraTMBHas WM MO3UTUBHAS), W3rOTOB/IEHHYD C HeEraTUBHOM
MUKPO(OPMbI 1-ro MOKOMIEHNUA, U 04HY MUKPOGOPMY 3-Ir0 NOKOMEHWS, N3rOTOB/IEHHYIO C MUKPOOPMbI
2-TO NMOKOJIEHNS;

A1 POTOAOKYMEHTOB - OfIMH MO3UTMBHbIN (POTOOTMNEYATOK M OAWH Ay6/b-HeraTus,;

AN KMHOJOKYMEHTOB - OfHY MO3UTMBHYIO COBMELLEHHYIO KOMWUKO, OAWMH MPOMEXYTOUHbIN
Mo3UTUB M300PXEHUS M OAWMH KOHTpaTunm (oHorpaMmMbl (418 3BYKOBbIX KWHOLOKYMEHTOB).
Mo3nTMBHAA KOMUA W MNPOMEXYTOUHbLIA NO3UTUB W300PaXKEHNS [LOMKHbI BXOAUTb B KOMMIEKT
KWHOLOKYMEHTa, MNPUMHMMAEMOro Ha TMOCTOAHHOe XxpaHeHue. [lonyckaeTca  [LOMNONHUTENbHOe
M3roToB/ieHre POoHAa Nosib30BaHWSA KWHOLOKYMEHTOB B BuAe BMAeooHOrpaMm B popmatax Betacam u
VHS;

415 (DOHOAO0KYMEHTOB - OAHY KOMUIO Ha MarHUTHOW NIEHTE;

[N19 BUAEOLOKYMEHTOB - OAHY Konuto B hopmate VHS.

BkntoyeHne B (DOHA NOMb30BaHWNSA KOMWUIA apXUBHbLIX LOKYMEHTOB, B TOM YMC/E Ha 3NEKTPOHHbIX
HOCUTENAX, CO3A4aHHbIX B MPoLecce Apyrux paboT, OCYLLEeCTBISETCA apXMBOM CaMOCTOATENbHO.

B ¢oHA NOMb30BaHWA BK/IKOYAKOTCA KOMWM MOTHOCTBIO CKOMUPOBAHHbLIX eAUHUL, XpaHeHus.
Konun oTfenbHbIX apXMBHbLIX AOKYMEHTOB MOrYT ObiTb BK/IKOUEHbI B (DOHJ MO/b30BAHNA B COCTaBe
TeMaTUYeCKMX MoLOOPOK apXMBHBIX LJOKYMEHTOB.

MpoBepKa HaMumsa U COCTOAHUSA, TEXHUYECKNIA KOHTPO/b
CTpaxoBoro (hoH4a 1 hoHAa NoNb30BaHUS

2.11.13.2. Bce cTpaxoBble KOMuW A0/MKHbI COOTBETCTBOBATL OPUTMHA/Y KaK Mo COAepXaHuto, Tak
1 N0 pAfY BHELLHUX MPU3HAKOB.



3roToBMUTENb CTPaxoBbIX KOMWIA 06ecnevnmBaeT COOTBETCTBME BCEX BbIMYCKAEMbIX KOMWi
TpeboBaHVAM AeNCTBYIOLLMX HOPMAaTUBHO-TEXHUYECKMX JOKYMEHTOB MO CTPax0BOMY KOMMPOBaHUIO.

Bce cTpaxoBble KOMWUW MPOXOAAT TEXHWYECKMIA KOHTPO/b B f1abopaTopuy WM opraHu3auum-
M3roToBUTENE, CBEAEHNA 00 MX KayecTBe (MKCMPYHOTCA B akTax TEXHUYECKOrO COCTOSHWS KOMWi
CTpaxoBoro ¢hoHAa (no hopmam B COOTBETCTBMM C OTPAC/IEBLIMU HOPMATUBHbLIMU LOKYMEHTaMW).

Mpn npueme CTPaxoBbIX KOMWIA MPOBEPSETCA MONHOTA BbINOSHEHUA 3aKa3a Ha KOMWPOBaHWe,
KOMIMYECTBO KOMWUIA, KOMMMEKTHOCTb, MPaBWIbHOCTL M MOMHOTA 3arofIHEHMSI aKTOB TEXHUYECKOro
COCTOSIHUSA, BU3Ya/IbHO-TEXHUYECKOE COCTOSHME KOMUIA.

B npouecce xpaHeHWs CTpaxoBble KOMWKM NOAJIEXaT:

MPOBEPKE Ha/MUMA U COCTOSHUA B LENSAX YCTAHOB/EHUS (PAKTUYECKOTO HalNums CTPaxoBbIX
KONWIA, X COOTBETCTBUSA AaHHbIM YYETHbIX JOKYMEHTOB;

TEXHNUYECKOMY  KOHTPO/O  COCTOSIHUA UM CBOEBPEMEHHOMY MPOBEAEHUI0  HEOOXOAMMbIX
KOHCepBaLMOHHO-NPOMNIAKTUYECKUX MEPONPUSATUIA.

TexXHUYEeCKNIA KOHTPO/Nb CTPaxoBOro (PoHAa OCYLLECTBASETCA OAMH pa3 B TpW roga, npu 3ToM
KOHTPO/0 nog/iexxumT 20% CTpaxoBbIX KOMWIA MPOU3BOACTBA KaXKA0ro roja.

Pe3ynbTaTbl TEXHUYECKOTO KOHTPONA (PUKCMPYIOTCA B LOKYMEHTax O TEXHWUYECKOM COCTOSAHMU
CTPaxoBbIX KOMWW, TrAe [alTca 3aK/MoyveHUs O  HeobXoAaMMOCTM UM CpoKax MpoBefeHus
NMPOMUIAKTUYECKMX W pecTaBpauMOHHbIX paboT, W YCTaHaB/MBAKOTCA CPOKW  CNefyloLlero
TEXHUYECKOr0 KOHTPOSIA.

MMpoBepka HaMuMA U COCTOAHUSA (POHZA MOSb30BaHMS OCYLLECTBMSETCSA C LefIbl0 KOHTPONS 3a
COXPaHHOCTBLIO KOMWIA WM opraHuM3ayuMm paboTbl MO CBOEBPEMEHHOMY BOCCTAHOB/IEHWMIO (hOHAA
Mo/ib30BaHus.

O6beM WM MEPUOANYHOCTb PaboTbl MO MPOBEPKE HAIMYMA M COCTOSHWUSA (hOHAR MOMb30BaHMS
OnpesenstTCs € y4eToM ero obuiero o6bema, cocTasa, MHTEHCUBHOCTM Bbligayun KOMWUIA 1 4acTOTbl UX
BOCMNPOM3BEAEHMS, & TaKXKe YCNOBUIA XpaHEHNS.

Mepenaya CTPaxoBoro (HoHAa Ha CreLmanbHoe XpaHeHue

(n. 2.11.13.3 He pacnpoCTpaHAeTCcs Ha TrOoCyAapCTBEHHble W MyHUUWNa/bHble My3en W
O6M6NMOTEKM, OpraHM3aLmm POCCUIACKOI aKageMmMmn Hayk)

2.11.13.3. LleHTpann30BaHHOE XpaHEHWe CTPaxoBOro (HOHAA OCYLLECTBAAET (edepabHbIi
rOCYAapCTBEHHbIN apxuB - LIeHTp XxpaHeHus cTpaxoBoro oHga (LUXC®).

XpaHeHne CTPaxoBOro (PoHAa rocyaapcTBEHHOrO apxmBa CybbekTa Poccuiickor deaepauun u
MYHULMN&ILHOTO apXmBa MOXKET OCYLLECTB/ATL CreLmasibHOe apXnMBOXPaHUINULLE, PacrofioXKEHHOE Ha
TeppuTopum cybbekTa Poccuiickoin deaepaunn.

Pa3pelleHVe Ha nepegady cTpaxoBoro oHga B LIXC®P pgaet cneuynanbHO YNOTHOMOYEHHBIN
(heflepasibHbIN OpraH UCMONHUTENIbHOM BacTU B Chepe apXMBHOIO Aena no pesynbTataM pacCMOTPEHUS
[OKNafHOM 3annckn  (heepaibHOro rocyapCTBEHHOrO apxmBa WM YNONHOMOYEHHOr0 oOpraHa
NCMOMHUTENbHOM BnacTu cybbekTa Poccuiickon deaepaunn B chepe apxXmBHOro aena 0 roTOBHOCTYU K
OTMNpaBKe CTPaxoBbIX KOMWIA.

PaspelleHMe Ha nepejady CTpaxoBoro (oHAa B CneuuaibHoe — apXMBOXPaHWINLLE,
pacnosioKeHHOe Ha TeppuTopun cybbekTa Poccuiickon defepaunmn, rocyaapCTBEHHOMY apXuBy
cybbekTa Poccuiickoit degepaumn ¥ MyHULMNAIbHOMY apXuBy [aeT YMNOJHOMOYEHHbIN opraH
MCNOMHUTENbHOW BnacTu cybbekTa Poccuiickon dPefepaumn B chepe apxXmBHOMO fAefia Ha OCHOBaHUM
[OKNaHOM 3armncKn apxmea 0 roTOBHOCTM K OTMPaBKe CTPaxoBbIX KOMMWIA.

Mpvem-nepefaya  CTPaxoBOro  (poHAa  OCYLUECTB/IAETCA  Ha  OCHOBaHMM  MpuKasa
COOTBETCTBYIOLLErO YNO/HOMOYEHHOrO OpraHa WCMOSIHUTENbHOW BNacTh B cepe apxXmBHOIO fena
aKTOM YCTaHOB/IEHHOM (POPMbI, K KOTOPOMY NpuiaratTcs:

onucy 0cob0 LEeHHbIX fen, AOKYMEHTOB WM KONWM ONuceid fefl, AOKYMEHTOB, C KOTOPbIX
M3rOTOB/IEH CTPAaX0BOM (DOHA, UM NepeyeHb HOMEPOB 0C060 LIEHHBIX AeN, LOKYMEHTOB (HOMEPHUK);

OMuCK NepeLaBaemMoro CTpaxoBoro oHAaa;

aKTbl TEXHWYECKOr0 COCTOSAHMSA KOMWIA CTPaxoBoro (hoHAa;



COMPOBOAMNTE/bHbIE JOKYMEHTbI Ha TPAHCMOPTHYHO Tapy.

CTpaxoBble KONuWM B MOPSAAKE PaCrofiOXeHUs UX B OMWCK CTPaxoBOro (ooHAa NOMELLatoTCs B
COOTBETCTBYIOLLYIO Tapy [ANA TPaHCMOPTUPOBKM, WUMEOLLYI0 MOPAAKOBYH HyMepauuio B npegenax
OTNPaBNSeMO NapTMK, N HanpaBsOTCS B ONIOMOMPOBAHHbLIX KOHTelHepax. B conpoBoauTenibHOM
[JOKYMEHTe Ha TPaHCMOPTHYIO Tapy YKasblBAKOTCA €e KOMMYECTBO M UWCIO CTPaxoBbIX KOMWI B HEN,
CTaBATCA NOAMUCK LO/MKHOCTHBIX /UL, OTBETCTBEHHbIX 3a Mepeaauvy.

AKTbl npuema-nepegayn ¢ NPUIOKeHUSMU MOMELLAITCA B OTAENbHYI0 YMaKoBKY C MOMETKOM
"ConpoBoauTefibHble JOKYMEHTbI".

Onnara pacxoAoB Mo OTMpaBKe CTPaxoBOro (hoHAa NPOV3BOAUTCA OTNPaBUTENEM.

CTpaxoBaH1e AOKYMEHTOB APXMBHOro hoHAa
Poccuiickoii depepauunm

2.11.14. CtpaxoBaHue AOKYMeHTOB ApXMBHOro oHga Poccuiickoii deaepayumn HanpaBneHo Ha
obecneyeHrie X COXPaHHOCTM, BO3MELLIEHNE yLepba B Cydae Kpaku, yTpaTtbl, MOBPEXAEHWNA 1 UHOTO
BO3MOXXHOT 0 YyLep6a.

CTpaxoBaHWNIO NOA/1eXaT:

AOKYMeHTbI APXV1BHOTO hoHaa Poccuritickoin deaepaumm, a Takke Nog/exallme BO3BPaLLeHno nx
KONuW, BbIBO3MMbIE 3a PYOeX [ANS 3KCMOHWPOBAHWA Ha BbICTaBKax, pectaBpauun wunm ¢ Apyrumu
Lenamu;

YHVKa/IbHble JOKYMEHTbI, MPeLocTas/seMble 4/19 3KCMOHNPOBaHWA Ha BbICTaBKax BHYTPU CTPaHbI.

B UCKIOUMTENbHBIX Cny4vasx noj 0653aTenbCTBO B AOrOBOPe O BO3MELLEHWM OpraHu3aTopamu
BbICTaBKM yLepba B c/iyyae yTpaTbl UK NOPYN YHUKAIbHbIE JOKYMEHTbI MOrYT 3KCMOHMPOBaThLCA 6e3
CTpaxoBaHWUs Ha opraHn3yemMbIx B Poccuitickoii defepalmm BbiCTaBKax.

CTpaxoBasi OLEHKa [OKYMeHTOB ApPXMBHOro ¢oHga Poccuiickoil depepaumm nNpoBOAUTCS B
apxunBe KOMUCCUOHHO.

KaTeropus LeHHOCTWM JOKYMeHTOB ApPXMBHOro oHfa Poccuiickon defepaumm n pasmep KX
CTPax0BOW OLeHKM YCTaHaB/IMBAOTCA Ha OCHOBE CreLua/ibHbIX METOANYECKMX Pa3paboToK.

Pe3y/nbTaTbl CTPaxXxOBOM OLEHKM [OKYMEHTOB ApPXMBHOro (oHaa Poccuiickoin Pepepaunmu
0(hOPMAAKOTCA aKTOM CTPaxoBOM OLEHKM apXMBHbIX [OKYMEHTOB, KOTOPbIA MNpeLcTaBnseTcs B
COOTBETCTBYIOLLMIA YNOMHOMOYEHHbI OpraH UCNOSIHUTE/IbHOM BNacTW B cthepe apXMBHOIO fena.

OdhopmsieHne BpeMeEHHOI0 BbiBO3a AOKYMEHTOB APXMBHOIO (DOHAA
Poccuiickoii deaepaumn 3a pybex

2.11.15. [na paccMOTpeHMA BoOMpoca O BO3MOXXHOCTWM BPEMEHHOIO BbIBO3a [OKYMEHTOB
ApxusHoro oHga Poccuiickoin ®efepauny apxmB NpefcTaBaseT B CneymasbHO YrNnoJTHOMOYEHHbIN
(hefepasibHbIN OpraH UCMOMHUTENLHON BNacTW B Chepe apXMBHOTO fena:

KOMNUo J0roBopa 0 NPoBeAeHNIN BbICTaBKM, pecTaBpaLMOHHbIX UK ApYrux pabor;

nepeyeHb AOKYMeHTOB ApXxmBHOro (oHga Poccuiickoin defepaumn yCTaHOBNEHHON (OPMBI,
npesHasHayYeHHbIX K BpeMEeHHOMY BbIBO3Y;

KONuWW CTPaxoBOro nosmca, rapaHTUM NPUHMMAIOLLEA CTOPOHbI M FOCYLAPCTBEHHbLIX OPraHoB
CTpaHbl Ha3Ha4YeHUs B OTHOLLEHUW COXPAHHOCTW W BO3BpaTa BPEMEHHO BbIBO3UMbIX KY/bTYPHbIX
LIEHHOCTe;

NMUCbMEHHOE MOATBEPXKAEHWE YA0BNETBOPUTE/ILHOMO (PU3NYECKOrO COCTOAHMA [OKYMEHTOB
ApxmBHOro (oHga Poccuiickoin  degepauun,  NO3BOMAKOLLEr0O  MX  TPaHCMOPTMPOBaTb U
[LEMOHCTPMPOBATb, & TaKkXKe HaJIMums UX CTPaxoBbIX KOMWA;

paspeLleHne  YNoJIHOMOYEHHOr0 OpraHa WCMNOMHWUTENbHOW BfiacTM cybbekta Poccuiickoi
depaepaunn B chepe apxmMBHOMO Aena (TONMbKO ANs roCyAapCTBEHHbIX apXMBOB CYOBLEKTOB POCCUINCKOM
depepaunn);

paspeLLeHne opraHa MecTHOro camoyrnpasfieHUs (TONbKO A1 MYHULMNIbHOIO apXuBa);

Apyrvie Heobxo4VMble LJOKYMEHTbI B COOTBETCTBUM C YCTAHOB/IEHHBIM MOPALKOM.



B COOTBETCTBUM C YCTAHOBJIEHHbIM MOPSAAKOM rOCYAapCTBEHHOW 3KCNepTM3bl U KOHTPONS 3a
BbIBO30M W BBO30M KY/bTYPHbIX LEHHOCTEN [/1 MONYyYeHUs CBUAETENbCTBA HA MpPaBO BbIBO3a
Ky/IbTYPHbIX LIEHHOCTEN C TeppuTopun Poccuitickoid Pefepaummn ykazaHHble [OKYMEHTbI BMECTE C
3aK/IH0YeHNEM CreLuasbHO YNOTHOMOYEHHOT 0 (heflepa/ibHOro opraHa UCNoHWUTEebHOW BNacTyh B cepe
apXMBHOIO fJena W ApYrumMyd  HeoOXOLMMbIMU [OKYMEHTamu MNpeACTaBNATCA B CheuuaibHO
YNO/THOMOYEHHbIV (hefiepanbHbIil OpraH UCMOIHUTENBHOM BNacTU B Chepe rocyfapcTBEHHONO KOHTPONSA
3a BbIBO30M 13 Poccuiickoil defiepaliiv 1 BBO30M Ha ee TePPUTOPUIO KYNbTYPHbIX LIeHHOCTEN.

Ans npofneHns B 0CO6bIX CryyasX CPOKa BPEMEHHOMO BblBO3a JOKYMEHTOB APXUBHOIO (POHAA
Poccuiickort defepalnn apxms NPeSCcTaBnseT B CreuuasbHO YNOSHOMOYEHHbBIV (hefepanbHblid opraH
WCMONHUTENbHOW BNacTM B Cepe rocyfapCTBEHHOTO KOHTPONS 3a BbIBO3OM M3  PoCCUIACKON
®efepaumn 1 BBO30OM Ha ee TepPUTOPUIO KY/IbTYPHbIX LLEHHOCTEN:

KOMWIO [I0roBOpa 0 NPOA/EHNIN CPOKA BbICTABKW, PeCTaBpauOHHbIX UK Apyrux pabor;

KONuWW CTPaxoBOro nosmuca, rapaHTUM NPUHMMAIOLLEA CTOPOHbI U FOCYLAPCTBEHHbIX OPraHoB
CTpaHbl Ha3Ha4YeHWs B OTHOLLEHUM COXPAHHOCTU W BO3BparTa BPEMEHHO BbIBO3UMbIX KY/bTYPHbIX
LIeHHOCTE(R;

3aK/F0YeHne CrneuyanbHO YNOoNHOMOYEHHOTO (efepaibHOro opraHa WCMONHUTENbHOW BMacTu B
cthepe apXmBHOrO fena;

Apyrue Heobxo4yMble OKYMEHTbI B COOTBETCTBUW C YCTAHOBNEHHbLIM NMOPSLAKOM.

ObecneyeHne COXPaHHOCTU apXMBHbIX JOKYMEHTOB
MPU Ype3sBblYaiiHbIX CUTYaLMAX

2.11.16. K 4pe3BblYaiiHbIM CUTYaL MM OTHOCATCA 0OCTOATE/NILCTBA, MPU KOTOPbIX HEBO3MOXKHO
BbIMO/IHEHNE apXMBOM B TMOSHOM O6beMEe BO3/I0KEHHbIX HA Hero 3ajady B COOTBETCTBUM C
Tpe6oBaHMAMM HacTOAWMX MpaBua 1 ApYrMX HOPMaTMBHbIX NPaBOBbLIX aKTOB, CO3JAETCA Yrpo3a XXU3H
1 340POBbIO NIOAENA, COXPAHHOCTU apXUBHbIX AOKYMEHTOB apXuBa.

K ypesBblyaliiHbIM CUTYaLUsM OTHOCATCS:

06bABMEHME CTENEHEN FOTOBHOCTY IPaXK4aHCKOM 0O0POHbI;

BBeJeHVe B AelCTBME NIaHOB IPaXJaHCKO 060POHBI;

06bsABNEHME B rOCYAapCTBe (PErMoHe, ropofe) peXxxmma Ype3BblHanHoro NoOXKEHNS;

noXap, TeEXHOreHHble KaTacTpoMbl U CTUXUIAHbIE 6EACTBUSA, NMOBNSABLLME HA YXXU3HELEATEIbHOCTb
apXmBa;

MCYE3HOBEHME UM NOopYa apXMBHbLIX JOKYMEHTOB, XULLEHME UK MOpYa UMYLLECTBA B pe3y/ibTaTe
MPOHVKHOBEHWS B apXMB MOCTOPOHHUX NKOAEN UK APYrnX NPOTUBOMNPaBHbIX AENCTBUNA;

aBapun CUCTEM XM3HeobecreveHNs apxmBa, a TakxKe 34aHNs apxmBa,;

CHSATWE OXpaHbl apXuBa;

Apyrve 06CToATeNbCTBA, BbIHY)KAAIOLLME PYKOBOACTBO apXmBa MPUHATL peLleHne 06 M3MeHeHUn
peXKnuMa paboTbl apxmBa MW MPUOCTaHOB/IEHUMN €ro AeATeNbHOCTY.

C y4eTOM BO3MOXHbIX Ype3BblyaliHbIX CUTYyaUWiA apxue pas3pabdbartbiBaeT v npu Heo6X04MMOCTM
MepuoanYecKn MepecMaTpyBaeT MaHbl KOHKPETHbIX MEeponpusTUiA U Apyrue HOpPMaTMBHbIE
[AOKYMEHTbI 0 paboTe B Upe3BblyaliHbIX CUTYaLusX.

MnaHbl 1 Apyrue LOKYMEHTbI MO0 MOGUNN3ALMOHHON NOATOTOBKe, MPaXKAaHCKO 060pOHe apxuBa
pa3pabatbIiBatOTCA B YCTAaHOB/IEHHOM MOPSAKe.

MnaHbl MeponpuAaTMIA apxmBa Ha Cnyyalk uype3BblYaliHbIX CUTYyauUWid, He OTHOCsLMecH K
MOOWMIN3aUMOHHOMW  MOArOTOBKE W TPaXAAHCKOM  0OOPOHE, AO/MKHbI  COrNacoBbIBaTbCA  C
OpraHM3auMoHHbIMU U pPacnopsanuTeNbHbIMU  JOKYMEHTaMM apxuBa, pa3paboTaHHbIMW MO JIMHUK
MOOMN3aLNOHHON NOATOTOBKN M MPaXKAaHCKO 060POHBI.

C cofepxaHvem NiaHOB MepPONPUATUIA U LPYrMX HOPMATMBHBLIX [OKYMEHTOB, ONpefenstoLmx
paboTy apxmBa Mpu YpesBblYalHbIX CUTYyaumMsiX, AOMKHbI ObITb 03HAKOM/IEHbI PabOTHUKM apxuBa B
4acTW, UX KacaroLLencs, ¢ 06s3aTe/lbHbIM BbIMONHEHEM TPeOOBaHWUIA, YCTaHOB/EHHbIX B OTHOLUEHWM
[OCTYNa K CBefeHNAM, COCTaB/AIOLLMM FOCYAapPCTBEHHYHO TaHY.



BbiNonHEHWe B apxvBe MEPOMNPUSTWIA, MPeAYCMOTPEHHbIX MaaHaMU  MOBUAM3ALMOHHON
MOATOTOBKM W TPaXXAaHCKON 060POHbI, OCYLLECTBASETCA COMMacHO 3TUM M/aHaM B YCTaHOB/IEHHOM
MOpSIAKE.

I11. OpraHu3sauus yyeTta JOKYMEHTOB apXMBHOI0 PoHAa
Poccuiickoli Pefepaumm n Spyrux apxXmMBHbIX JOKYMEHTOB B apXuBe

3.1. OnpefeneHve KONM4YecTBa W COCTaBa [AOKYMEHTOB ApPXMBHOro (oHaa Poccuiickoi
defepaum N OpYrux apxmBHbIX AOKYMEHTOB B apxXvMBe B YCTaHOB/IEHHbLIX efAMHULAX Yy4yeTa U
OTPaXXeHWe 3TOro KO/MMYecTBa M COCTaBa B YYETHbIX AOKYMeHTax 06ecrneyvBaeT OpraHu3auMOHHYH
YNoOpsAAOYEHHOCTb M BO3MOXHOCTb aflpeCHOro MoucKa apXMBHbIX [OKYMEHTOB, KOHTpONa 3a WX
Ha/IMYMEM U COCTOAHMEM.

ApXMB OCYLLECTBNAET TOCYAapPCTBEHHbIA Y4YeT apXMBHbIX AO0KYMeHTOB. CocTaB M MNOpsAoK
BefeHVs JOKYMEHTOB roCcyflapCTBEHHOr0 yyeTa apX/BHbIX LOKYMEHTOB, B TOM YMcie PopMbl nacrnopra
apxmBa W Macrnopta WCTOYHWKA KOMMJEKTOBAaHWA apxmea, W MNOPALOK WX MpefAcTaBneHns
yCTaHaBNMBalOTCA  PerfiaMeHTOM  rocyfapCTBeHHOro yyeta [OKYMEHTOB ApPXMBHOrMO  (PoHAa
Poccuiickor Pepepauun.

YyeTy nopnexar:

XPaHALLMECA B apXnBe apXUBHbIe JOKYMEHTbI, B TOM YMC/Ie HEOMUCAHHbIE U HeMpOpu/bHbIE A1
[AHHOrO apXxmBa, a TaKXXe CTPaxoBble KOMUWU apXMBHbIX JOKYMEHTOB U KOMUWU (DOHAA MO/b30BaHWUS,
onucu Aen 1 LOKYMeHTOB,

[JOKYMeHTbl ApPXUBHOMO (hoHAa Poccuiickoli defepaumun, a Takke [LOKYMEHTbI MO SIMYHOMY
COCTaBY, XpaHALLMECH B UCTOYHNKAX KOMIM/IEKTOBaHWA apXumBa.

YueT Npovn3BOAUTCA MYTEM NPUCBOEHNSA apXMBHbIM LOKYMEHTaM (eAVHULAM XpaHeHWs/eAMHULAaM
yyeTa) y4eTHbIX HOMEPOB, ABNAIOLLMXCA COCTABHOM YaCTbi0 apXMBHbIX LUMDPOB.

ApXMBHbIA WKp (0603HaYeHMe, HAHOCMMOE Ha KaXAyl efUHULY XpaHeHUs C  Lefbto
obecrneyeHnss ee yyeta M WAEHTUPUKALMM) COCTOUT W3 CNEeyHLWMX 3/1eMEHTOB: COKpALLEeHHOro
Ha3BaHMs apxuBa (ero ouumanbHOW abbpeBMaTypbl) M HOMEPOB: apXMBHOFO (hOHAA, ONWUCK [en,
LOKYMEHTOB, eANHNLIbI XpPaHEeHWS, eIMHULbI YYeTa.

B cocTaB apXvBHOro WnMpa efnHNLbl XpaHEHWUS ayAuOBM3Ya/lbHbIX LOKYMEHTOB BK/IHOYalOTCA
Takke 0603HaueHUs (OyKBEHHble W LMPPOBbIE) 3N1eMeHTa KOMMeKTa, pasMepa Heratvea, Buia
HOCUTeNs 3BYKOBOM MH(OpMaLUn; eANHMLBI XPaHEHWS 3MIEKTPOHHBIX JOKYMEHTOB - hopmata 3anucum v
BUZa HOCUTENs NHHOPMaLNN.

3.1.1. JokymeHTbl ApxmBHOro hoHaa Poccuiickoii deaepaummn, OLHOBPEMEHHO BXOAALLME B
coctaB MyseliHoro oHaa Poccuidickoit defepauun, yunuTbIBalOTCS B COOTBETCTBUM C MOPSAKOM,
YCTaHOB/MIEHHbIM  HacToAwwMMM  [lpaBunamMm U NOPAAKOM,  YCTAHOB/MIEHHbIM  CheumnansHO
YMO/IHOMOYEHHbIM  (PefepasibHbIM - OpraHoM  UCMOMHWUTENbHOW BnacTy  ana  MyseilHoro (hoHga
Poccuiickoii depaepauun.

[oKyMeHTbl ApXMBHOro (oHaa Poccuiickon depepauymun, OAHOBPEMEHHO BXOAsLLME B COCTaB
OM6NMOTEYHbIX (POHAOB, YUYMTbLIBAOTCA B COOTBETCTBUM C HacToAWMMW [paBuiamm U MOPSLKOM,
YCTaHOB/IEHHBIM CreLaIbHO YNOHOMOYEHHbIM (PeAepaibHbIM OpraHOM UCNOMHUTENBHOW BacTu Ans
6mbnmnoTeyHbIX PoHA0B Poccuiickoi deaepaumm.

3.2. YJyeT apxuBHbIX [OKYMEHTOB B TOCYAapCTBEHHOM apxuBe, TrOCYLapCTBEHHOM U
MyHUUMNANbHOM My3ee, 6M6NMOTEKe, OpraHv3aumMm POCCUIACKOM akKafeMU HayK OCYLLEeCTBAETCS
crneynanbHbIM NoapasaeneHneM Uan Bo3araeTcs Ha crneynanbHO BblAeNeEHHOro paboTHMKa.

B apxvBoXpaHWnuMLe rocyAapCTBEHHOr0 apxuea, OpraHu3auuMm POCCUIACKOM akKafeMun Hayk
HasHavaeTcs pabOTHMK, OTBETCTBEHHBIN 3a YUYET apXMBHbIX AOKYMEHTOB apXUBOXPaHUIMLLA.

YUyeT apxXmMBHbIX [OKYMEHTOB, XpaHAWMUXCA B WCTOYHMKAX KOMIJIEKTOBAHUA apXuBa,
OCYLLIeCTBNIIETCA  CNeumnanbHbiM - NOApasfeNeHMeM apxvMBa WAM  BO3MaraeTcd Ha  CreyuanbHo
Bbl€/IEHHOro paboTHMKA, OTBETCTBEHHOrO 3a OpraHM3auuio KOMIMJIEKTOBAHWUSA apxmBa apXMBHbIMM
[LOKYMeHTaMWU.



YueT apXMBHbIX JOKYMEHTOB B MYHULMMNA/IbHOM apX1Be N apXMBHBIX JOKYMEHTOB, XPaHALLMXCA
B ero MCTOYHMKAX KOMMIEKTOBAHWS, OCYLLECTBAAKOT 3aBefYHOLWMNA MyHULMNANBHBIM apXMBOM W/UK
CreLmanbHoO BbifeNeHHbI paboTHUK.

3anucu B yyeTHble JOKYMEHTbI BHOCATCA TO/IbKO pabOTHUKAMM, OTBETCTBEHHbLIMU 32 YYeT.

3.2.1. B apxuBe pa3pabaTbiBatOTCA NMOPALOK N CXeMa y4eTa apXMBHbLIX JOKYMEHTOB.

MopAfoK yyeTa apXMBHbIX JOKYMEHTOB ONpefenseT COCTaB YYeTHbIX JOKYMEHTOB M YYeTHbIX 6a3
[AaHHbIX,  BefyLIMXCA  LEHTPa/M30BaHHO W B KaXAOM  apXMBOXPaHWIWLLE;  3aKpennser
nocnefoBaTe/lbHOCTb  BbINO/IHEHUS paboT Mo yuyeTy. Cxema y4yeTa apXuBHbIX [OKYMEHTOB B
rpauyeckon opme PUKCUPYET NOPALOK yUeTa.

MopAfZoK M CXema YyyeTa apxXMBHbIX [OKYMEHTOB B apXvBe YTBEPXAOTCA MpPUKasom
pykosoauTens (3asesytoLLero) apxmsa(om).

3.2.2. Y4eTHble JOKYMEHTbI, KpOMe ONnuceld e, JOKYMEHTOB, npegHasHaueHbl 415 CNyXeOHoro
Mofib30BaHMs M NOMb30BaTENAM He BbIfAOTCA. B OTAeNbHbIX Cry4asx Mo pelleHuo PyKOBOACTBA
apXxvBa MOXeT ObITb BbIJAHO feo hoHAA.

3.2.3. XpaHeHMe y4yeTHbIX [OKYMEHTOB OCYLLUECTB/ISIETCA B YCTaHOBMIEHHOM Mopsgke (CM. n.
2.11.4.1.3).

EAVHWLbI yYeTa apXMBHBIX JOKYMEHTOB

3.3. OCHOBHbIMM efuHMLAMM YyyeTa apXMBHbIX [LOKYMEHTOB HE3aBMCMMO OT BMAA HOCUTENs,
Crnocoba 1 TeEXHNKM 3aKPernieHns MHPopMaLmmn ABASKOTCA apXMBHbINA POHA 1 eAMHULA XPaHEHWS.

AyanoBn3yasibHble U 3/IEKTPOHHbIE LOKYMEHTbI YUYUTHIBAIOTCA TakXKe No eAnHNLLAM yueTa.

ApXMBHbIE JOKYMEHTbI SIMYHOTO MPOUCXOXAEHMS, NpoLeALne TObKO MePBUYHYI0 06paboTKy,
YUUTBIBAKOTCA MO AOKYMEHTaM UAN NINCTaM.

HeynopsgoyeHHble apXuBHble JOKYMEHTbI (POCChIMb) YUMTbIBAKOTCA M3 pacyeTta 150 nmcToB B
OAHOV YCNOBHOW eiMHMLE XPaHEHWS.

3.3.1. B uenax HacToawmx Npasunn NCNonb3yrTCs CNEAYIOLLME NOHATUA:

eAUHMLA XpaHeHUs - (U3NYecKn 060CO6MEHHbIE apXMBHbLIA LOKYMEHT WAN  apXUBHbIE
[NOKYMEHTBI;

efVHMLA XpaHEHUS! apXMBHbIX [OKYMEHTOB Ha OYyMaXHON OCHOBE - [ef0 - OTAe/bHbINA(e)
apXMBHbIN(€) AOKYMEHT(bI), 3aK/KOYEHHBIN(€) B 060CO6/IEHHYHO 06/10XKKY, NankKy;

eUHMLA XPpaHeHWUS KWHOLOKYMEHTOB - (PM3MYECKM OOO0COOMEHHbIA PYNOH KWHOMAEHKU WK
MarHWTHOW NeHTbI C 3anncbio N306pasnTebHOM U/ 3BYKOBOM MHopMaLmu;

eAMHNLA XpaHeHUs (OTOAOKYMEHTOB - (DM3MYECKM 000C06MeHHbI Kaap (HeraTws, Ay6nb-
HeraTus, MO3UTWB, Cnaif (AMano3vTUB), HECKO/IbKO KafpoB MaHOPaMHOM CbeMKM, (HOTOOTMEYaToK,
PYNoH anadmnbma, (hoToanso0Mm;

eAMHMLA XpaHeHUs (POHOAOKYMEHTOB - (IM3MYECKM 060COONEHHbIE PY/IOH  KUHOM/EHKMN,
MarHUTHON UM 6YMaXKHOW NeHTbI, KacceTa, BOCKOBOI Ba/IMK, AMNCK C 3amnMCbio 3BYKOBOW MH(opMaLuu;

eMHNLA XpaHEHWs BUAEOLOKYMEHTOB - (IM3MYeCKM 060CO6/IEHHbIE PYNIOH MarHUTHOW NEHTHI,
KacceTa, JUCK C 3anuncbio 1306pas3nTesibHON 1 3BYKOBOM MH(OpMaLUK;

eMHNLLA XPaHEHNS 3N1IEKTPOHHbIX AOKYMEHTOB - (DU3MYECKN 060CO6/IEHHbIA HOCUTENb C 3armncbio
4aCTuW 3N1EKTPOHHOI0 JOKYMEHTA, OLHOI0 WU/IN HECKO/IbKMX 3/1EKTPOHHbIX JOKYMEHTOB;

eMHMLA y4yeTa KMHOLOKYMEHTOB - 4YacTb €AMHMULbI XPaHEHUs, OAHA WM HECKO/bKO eAuHUL
XPaHeHNs C 3anucbio OMpeseNieHHOro (hnibMa, XXYpHana, CreLBbInycKa, CHOXeTa U T.1.;

efMHMLA y4veTa (DOTOLOKYMEHTOB - OAHA WM HECKONbKO efUHWL, XpaHeHust C 3arucbio
OnpeAeneHHoro Anagunbma;

efMHMLAa yyeTa (DOHOLOKYMEHTOB - 4aCTb eAMHULbI XPaHeHWs, OfHa WM HECKObKO eAuHUL
XPaHeHWs C 3aM1cbio 3ByKOBOM MHOpMaLM 06 onpeseneHHOM COObITUM, NPOU3BELEHUN IUTEpaTypbI
N UCKYCCTBA (HECKO/IbKUX MPOW3BEAEHWNIA NNTEPATYPbl N UCKYCCTBA, 00beUHEHHbLIX M0 aBTOPCKOMY,
TeMaTnyecKoMy UAn Apyrum npusHakam) v T.n.;

eMHMLA ydeTa BUAEOAOKYMEHTOB - YaCTb eAUHWLbI XPaHEHWs, Of4Ha WM HECKOSIbKO eAuHULY
XPaHeHUs C 3anucbio ONpesesieHHOro CIOXeTa, MPOou3BeLeHNs NUTepaTypbl N UCKYCCTBA (HECKO/TbKMX



MPOV3BeAEHNIA IUTEPATYPbI U UCKYCCTBA, 06bEANHEHHBIX MO aBTOPCKOMY, TEMAaTUYECKOMY UK APYTAM
npu3Hakam) u T.0.;

eaVHMLA y4eTa 3M1EKTPOHHbIX [OKYMEHTOB - YaCTb €AMHMLbI XPAHEHWS, OAHA WM HECKOMbKO
eAVHNL, XpaHeHMs € 3annCbio YacTW 3/1IEKTPOHHOTO JOKYMEHTa, O4HOT0 UM HECKOMbKMX 3NEKTPOHHbIX
[OKYMEHTOB.

CwvcTeMa YYeTHbIX JOKYMEHTOB apXxmBa

3.4. B apxvBe BefyTCcsi OCHOBHble (06s3aTe/lbHble) M BCMOMOraTesfibHble Y4YeTHble LOKYMEHTbI.
CocTaB 1 (hopMbl OCHOBHbIX YYETHbIX AOKYMEHTOB (KpOMe nacropTa apXUBOXpaHWuLLA) OnpeaeneHbl
HacToawmmn Mpasunammn. CocTaB 1 (POPMbI BCMOMOraTe/IbHbIX YYETHbIX JOKYMEHTOB OMpefeNstoTcs
apXMBOM CaMOCTOATE/bHO.

3.4.1. B cocTaB OCHOBHbIX (0653aTe/lbHbIX) YHETHbIX JOKYMEHTOB apXmBa BXOAAT:

KHMra y4yeta nocTynieHnin JoKyMeHTOB (npunoxeHune Ne 5) - ans yyeta KaXkgoro nocTynieHus
apXMBHbIX JOKYMEHTOB B apXUB, & TakXKe KOIMYeCTBa MU COCTaBa apXUBHbIX JOKYMEHTOB, NOCTYMUBLUMX
Ha XpaHeHwue 3a onpeAeneHHbIA XPOHOMOMMYECKNIA NePUOL, BPEMEHN; COCTOSHUS UX OMUCaHNS;

CNUCOK (hoHAOB (nMpunoxkeHne Ne 6) - AN perncTpauum NPUHATbIX Ha XpaHeHWe apXMBHbIX
(hOHA0B, NPUCBOEHMS UM HOMEPOB, yUeTa KOMMYeCTBa apXMBHbLIX POHLO0B, HAXOAALLMXCA HA XPaHEHU
1 BblObIBLUMX;

NNCT (hoHAA - ANA yyeTa B pamKax apXMBHOrO (POHAa KONIMYecTBa M cocTaBa Onwucel fen,
LOKYMEHTOB W1 MX HyMepaLun, KOIMYeCTBa U COCTaBa apXMBHbIX JOKYMEHTOB, COCTOSHUA UX ONUCaHWS,
AVHAMUKN M3MEHEHWIN NO KaKAOoW OnucK aen, LOKYMEHTOB M apXMBHOMY (POHAY B Lie/IOM, (hrKcaumm
N3MEHEHWI B Ha3BaHMM apXMBHOIo (DOHAA;

NACT y4yeTa ayAuoBM3YaNbHbIX [OKYMEHTOB - [/ Yy4yeTa KONMYecTBa ayAmoBU3YasibHbIX
[JOKYMEHTOB ONpeAeneHHOro Buga npu mx HepOHLOBON OpraHM3auumn; ydyeta U Hymepaumm Onucein
ayMoBU3yasibHbIX JOKYMEHTOB, ANHAMUKMN UX U3MEHEHWIA;

onucb fen, AOKYMeHTOB (npunoxeHus Ne 7 - 8) - And MOeAMHUYHOrO M CyMMApHOro y4yeta
apXMBHbIX JOKYMEHTOB, 3aKpersieHus nopsfgka Ux cucTematmsaumu, yyeta U3MeHeHUid B cOoCTaBe U
06beMe apXMBHbIX JOKYMEHTOB, BK/THOUYEHHbIX B JaHHYIO OMWUCb;

peecTp onucein fen, AOKYMEHTOB - ANS peructpauum Oonucein Aen, JOKYMEHTOB, yyeTa WX
KONNYeCcTBa 1 COCTaBa,;

WHBEHTapHas KHWra ydyeta [efl, UMEeKLMX B OPOPMIEHUN WAN B MPUIOXKEHUN K HUM
[paroueHHble MeTaiibl U KaMHW, - ANS MOeAWHUYHOrO M CYMMApPHOro y4yeTa cocTtaBa M COCTOAHUSA
Takux fen;

nacnopT apxmBoxpaHunuLia (MPon3BobLHOM (HOpMbI) - 419 CYMMapHOro y4yeTa apXmBHbIX (DOHA0B
N apPXMBHbIX JOKYMEHTOB JaHHOI0 apX1BOXPaHUINLLE;

JNCT yyeTa 1 ONUCaHUsA YHUKaIbHOTO JOKYMEHTE;

CMUCOK (DOHO0B, CoZlepXKaLlmx 0Co60 LieHHbIe JOKYMEHTbI;

onmcb 0co00 LeHHbIX Aen, AOKYMEHTOB UM NepeveHb HOMEPOB 0C000 LieHHbIX Aenl (HOMEPHUK);

peecTp onumceli 0CO60 LEHHbIX fen, AOKYMEHTOB;

KHUra yyeTta nocTynJeHNn CTPaxoBoro poHaa U poHAa Nonb30BaHWUS;

OMmnCb CTPaxoBoro YoHAa;

feno  QoHaa - KOMMNJEKC [JOKYMEHTOB MO  WUCTOPUM  UCTOYHMKA  KOMIJIEKTOBaHWUS
(hoHpo06pa3oBaTens) U apXMBHOrO (POHAA, BEAYLLMIACA Ha Kbl apXUBHBIA (HOHA, 06beAVHEHHbIN
apXMBHbIN (DOHA M apXMBHYIO KOMNEKUMIO; MpWY He(OHAOBOW OpraHu3auuy ayavmoBu3yasbHbIX W
3NIEKTPOHHbIX JOKYMEHTOB - [1e/10 OpraHu3aLum - ciatinka JOKYMEHTOB;

NNCT-3aBepuTeSb Aena - ANa yyeTa KONM4YecTsa IMCTOB B Aenie (npunoxeHue Ne 3);

BHYTPEHHAS ONWUCb [OKYMEHTOB fJena - A1A [eN, B COCTaB KOTOPbIX BXOAAT YHWKa/IbHble
[OOKYMEHTBI.

3.4.2. B cocTaB BCMOMOTaTe/IbHbIX YYETHbIX JOKYMEHTOB apXvBa BXOAAT:



KapTOUKM W KHUTW ABWXKEHWS| (DOHAOB, OMWUCEN [en, AOKYMEHTOB, KHUIM yyeTa [0KYMEHTOB,
nepefiaHHbIX B APYrue apXmBbl, KHATU yyeTa OHAOB W [JOKYMEHTOB, BbIAENEHHbIX K YHUUTOXEHNIO,
KHUTV MOBWA0BOr0 YYeTa AOKYMEHTOB U Ip.

ApXVB BrpaBe BECTU ApYyrue BCTIOMOraTe/lbHble YYeTHble JOKYMEHTbI, KOTOpPble BKIOYAOTCS B
CXEMY yueTa [JOKYMEHTOB.

Bcnomorate/bHble Y4eTHble [JOKYMEHTbl MOFYT BECTUCb Ha 6YMaXHOM W/WAM 3NEKTPOHHOM
HOCUTENsIX.

OO6Lume TpeboBaHNA K YYeTHbIM JOKYMEHTaM apXuBa

3.5. YyeT apXxvBHbIX [OKYMEHTOB nepuoga Ao 1917 r. Beaetca pasfenbHO OT yyeTa apXMBHbIX
JOKYMEeHTOB nepuoga nocne 1917 r. c caMOCTOATENbHOW MOPSAKOBOM Hymepaumein (hoHAOB.
VickntoyeHne coCTaBNAOT Creunann3npoBaHHble apXyBbl, XpaHALLUe apXMBHbIE JOKYMEHTbI IMYHOIO
NMPOUCXOXAEHNA U ayAN0BU3Ya/lbHYHO LOKYMEHTALUNIO.

Homepa apxvBHbIX (DOHAOB nepuoga nocne 1917 r. B apxvBe [LO/MKHbI UMETb WHAEKC "P",
OTAensieMblil 0T LMgpoBoro 0603Ha4eHNs HOMepPa apXMBHOro poHAa Yeptoin (P-1, P-2 n 1.4.).

Homepa apxvBHbIX (POHA0B NMKBUAMPOBAHHOINO MapTUHOIO apxmBa, BKIOYEHHbIX B COCTaB
apXmBHbIX (DOHAOB rOCYLApCTBEHHOrO apxuBa cybbekTa Poccuiickoin ®epepauuu, LOMHKHbI UMETb
nHgekc "M", otaensemblii OT LMGPOBOro 0603Ha4YeHNs HOMepa apxXmMBHOro (oHaa vepToin (M-1, M-2 u
T.40.).

MepeHymepaumsa apXmBHbIX (POHAOB MPOU3BOAUTCA B WUCKIHOUUTENbHBLIX CAyvasX U TOMbKO C
paspeLleHns COOTBETCTBYIOLLErO YNOSIHOMOYEHHOr0 OpraHa WCNOMHUTENbHOW BnacT B cdepe
apXu1BHOro Jena.

3.5.1. Vi3meHeHns B y4eTHble LOKYMEHTbl BHOCATCA TO/IbKO HA OCHOBaHWUW COOTBETCTBYHOLLUX
akTtoB (cm. nn. 3.7.1, 3.7.2, 3.7.3), yTBepXAEHHbIX B YCTAHOB/IEHHOM MOPSAAKE.

Mocne BHECEHMS| U3MEHEHWUI B y4eTHble [OKYMEHTbl aKTbl MOMeLLaTCA B Aeno (oHAa, npw
He(hOHZI0BOW OpraHn3aLMm apXmBHbIX JOKYMEHTOB - B [1e/10 OpraHn3aLuy - cAaTYnKa JOKYMEHTOB.

AKTbl HyMepyloTCA B fene (hoHAa MO BMAaM aKTOB B Ba/lOBOM MOpPsiAKe; Mpu HethOHAOBOWA
opraHn3auum apxmBHbLIX JOKYMEHTOB - B iefle opraHu3aumm - caatyunka JOKYMEeHTOB.

3.5.2. B KHUTY yueTa NoCTynneHnii AOKyMeHTOB (npunoxeHne Ne 5) nocnegosartesibHO BHOCATCA
BCe MEePBUYHbLIE N NOBTOPHbIE MOCTYMNEHUA apXMBHbIX AOKYMEHTOB. KaXkaoe NnocTynieHne B npeaenax
OTYETHOr 0 rofa nosyvaeT NOpPsSAKOBbIA HOMEpP B Ba/10BOI NOC/eL0BATEIbHOCTY.

ExerogHo Ha 1 fAHBapa NOABOAWUTCA WTOr KOMMYeCcTBa MOCTYMUBLUMX 38 TFOf apXMBHbIX
LOKYMEHTOB.

3.5.3. B cnncok oHgoB (npunoxxeHne Ne 6) apxmBHbIA (DOHJ, 3anmncbiBaeTCA TOIbKO OAMH pas3
npy NepBoM MOCTYM/IeHUN B apXvB. He [OMycKaeTcA BHECEHMe apXMBHOroO ()OHAA B CMUCOK (DOHA0B
paHee NOCTYMNEeHWA ero apXmBHbIX JOKYMEHTOB Ha XpaHeHWMe.

Homep, Np1CBOEHHbI apXMBHOMY (DOHAY MO CMUCKY (DOHAOB, ABNSETCSA €ro YY4eTHbIM HOMEPOM,
COXpaHAeTCA 38 HUM BO BCEX YYETHbIX [JOKYMEHTaX.

B crneunann3npoBaHHOM apXvBe AOKYMEHTOB MO JIMYHOMY COCTaBY K HOMepY apXvBHOIO POHAA,
MPUCBOEHHOMY KOMI/IEKCY [OKYMEHTOB MO /IMYHOMY cocTaBy (hoHA006pa3oBatens, 4epes Apobb
[06aBNSeTCA HOMepP apXMBHOTO (POHAR, 38 KOTOPbIM YYTeHa JOKYMEHTAaLMS N0 OCHOBHOWN AeATeNbHOCTM
(hoHA006pa3oBaTenNs.

[na yyeTa apxmBHbIX (POHAOB MCMOMb3YHOTCA HOMEPa B Ba/IOBOW NOC/EL0BATEIbHOCTH, & TakKe
"cBOOOAHbIE HOMepa" - HOMepa apXMBHbIX (POHAOB, apXMBHblE LOKYMEHTbl KOTOPbIX paHee Oblnu
BblA€/NEHbl K YHUUYTOXEHWIO B YCTaHOB/IEHHOM TMOPSAAKE WM BK/HOYEHbl B COCTaB 00befMHEHHbIX
apXMBHbIX (DOHAO0B 1 KOTOPbIE PaHEee He NCMOMb30BASIUCh.

Homepa yTpayeHHbIX, MepefaHHblX B ApYyrve apxvBbl apXMBHbIX (POHAOB, a TakXe HoMmepa
apXMBHbIX (DOHAO0B, BOLLEALIMX B COCTaB 0O0bLEAMHEHHOrO apXMBHOTrO (DOHAA, apXMBHble LOKYMEHTbI
KOTOPbIX paHee 1CNo/b30Ba/IUCb, He MOTYT ObITb NPUCBOEHbLI BHOBb MOCTYMUBLLUM apXMBHbIM OHAAM.



OO6beMHeHHble apXMBHbIE (DOH/bI U aPXMBHbIE KOMIEKLMN YYUTLIBAKOTCSA HA 06LLMX OCHOBAHUSAX.
OO6begnHEHHOMY apXMBHOMY (hOHAY, 00pa3oBaHHOMY W3 apXMBHbIX (OHAOB, paHee YYTEHHbIX
CaMOCTOATe/IbHO, NMPUCBaNBaeTCs HOMepP O4HOr0 U3 apXMBHBIX (POHA0B, BK/FOUYEHHbIX B €r0 COCTaB.

HasBaHne apXMBHOIO POHAA BHOCUTCSA B CMMUCOK (POHA0B HA OCHOBAHWMM UCTOPUYECKON CNpaBKu
NI TUTYNBHOTO /INCTa ONUCK feN, JOKYMEHTOB.

Ha3BaHne apXMBHOro (HoHAA COCTOMT M3 MOMHOrO0 U (B cKobKax) ouuMasbHO MPUHATOrO
COKpaLLeHHOro HaseaHus (DOHL006pa3oBaTens C ykKasaHveM ero nofUYMHeHHOCTU, MeCTOHaXOX/AeHNs,
KpaiHUX Jat cyliectBoBaHWs. Ecnmn HaseaHue (hoHA006pa3oBaTens MeHsI0Chb, TO B CMUCKe (POHAOB
yKa3blBaeTCs ero nocnefHee HasBaHMe B pamkKax Mepuoja, 3a KOTOPbIA MPUHATbI apXMBHbIE
LOKYMEHTBI.

Ha3saHne 06beMHEHHOTO apXMBHOIO (DOHAA COCTOUT 13 0606LLEHHOr0 Ha3BaHWA BK/IKOYEHHbIX B
Hero apxmBHbIX (DOHAOB, M3 Ha3BaHUA PYKOBOAALLEA opraHm3aumm n 0606LLEHHOr0 Ha3BaHWS
MOLYMHEHHbIX € OpraHv3auWin, 13 MnepeyHs Ha3BaHWI CMEHABLUMX ApYr [pyra OopraHv3auui.
KOHKpeTHble Ha3BaHWUA BCEX OpraHu3auuii, apxXmBHbIE LOKYMEHTbI KOTOPbIX BOLUM B 06bEAVHEHHbIN
apXMBHbIN POHL, a TaKkxKe UX NeperMeHOBaHNS YKasblBatoTCA B IMCTe (hOHAA.

Ha3BaHue apXnBHOIo (POHAA IMYHOTO NMPOUCXOXKAEHUA COCTOUT U3 (haMUINK U UHALUAN0B LA,
ero nceBoHMMa, TUTYNa, PaHra, 3BaHWs; Ha3BaHMe apXUBHOIo POHAA CEMbU UK pofa - U3 haMuanin n
MHULMWANOB [NlaBHbIX Y/IEHOB CEMbW MM pofa WU WX TUTY/OB, PaHroB, 3BaHWA. PamMuanM, MMeHa,
OTYeCTBa, TWUTY/bl, PaHry, 3BaHWA, POACTBEHHble OTHOLUEHMA BCEX Y/IEHOB CeMbM WAN pofa
YKa3bIBatOTCA B IMCTE (POHAA.

B Ha3BaHUM apXMBHOW KOMNEKUMU YKasblBaeTCA Mpu3Hak (NpusHaku) ee (hOpMMPOBaHKA, a nNpu
HeobX0AMMOCTM - 1 ee cocTaBuUTeNb (NPEXHWIA BNaaenew, cobmpatesb KONNeKLmn).

ExerogHo Ha 1 AHBaps K CNWUCKY (DOHLOB COCTaB/ISETCA WTOroBas 3anuncb O KONYEecTBe
apXMBHbIX (POHAOB, MOCTYMMWBLUMX W BbIObIBLUMX B TEYeHWEe rofa, U 0OLLeM KONMYeCTBe apXMBHbIX
(hOHA,0B, HAXOLALLMXCA HA XPaHEHUN B apXMBe.

Cnuncok (POHLOB 3aK/IHOYaeTCA B TBEPLYHO O0/0XKY, /IMCTbl HYMEPYIOTCS, COCTAaB/ISETCA JINCT-
3aBepuTensb.

MepeneyaTka crnvcka (POHAOB OCYLLECTB/ISETCA TOMbKO C pa3peLleHnsi COOTBETCTBYHOLLErO
YMO/IHOMOYEHHOI0 OpraHa UCMONHUTE/IbHOM BNacTu B Chepe apXMBHOIO fena. B aTom cny4ae B CNUCOK
(hOHAOB 0653aTe/IbHO BHOCATCA HOMEpa, Ha3BaHUA WM OCHOBAHWSA BbIObITUSA BCEX apXMBHbIX (POHLOB,
HOMepa KOTOPbIX 3aHNMaTb 3anpeLLaeTcs.

3.5.4. Jluct oHAa cocTaBNseTCA Ha KaXAblil apXuBHbIA (OHA. B Hem yumTbiBatOTCS BCE
apXMBHblE JOKYMEHTbI apXMBHOMO (DOH/A, BK/KOYAsA HEOMUCAHHbIE N CEKPETHbIE.

JncT doHpa MoXKeT 6bITb MepecocTaBNeH TOMbKO B C/yvae, eci OH HeMCrnpaBvMO MOBPEXAeH
NN NepecTaeT OTpaxaTb (PAKTUYECKOE COCTOSIHME M 06bEM apXMBHOro (PoHAa, Mocne nepepaboTKm
apXMBHOrO (YOHAA WAN CO3[4aHUS OObBEAVMHEHHOrO apXMBHOTO (POHAR, YTOYHEHMS UCTOpPUU
(hoHao06pa3oBatens. B cnyyae nepecocTaBneHMst NUCTa JoHAA paHee AECTBOBaBLUMIA NWCT (oHAA
romeLlaeTcs B fefo poHga. B BepxHeM npaBoM yriy 060MX MCTOB (POHAA AenatoTca OTMeTKM: "JlncT
repecocTaeneH"” ¢ yKasaHWeM AaTbl MepecocTaBNeHns, 4O/MKHOCTM U NOAMUCK NALA, OTBETCTBEHHOIO
3a yuer.

JIncTbl hOHAOB XpaHATCA B NOpsgKe HOMEPOB apXMBHbIX (JOHAOB B nanke. K Kakaoi nanke
COCTaB/IAETCA INCT-3aBEPUTESb, Te YKa3blBAHOTCA HAYa/IbHbIE U KOHEYHbIE HOMEpPAa apXUBHbIX (DOHA0B
1 06LLee KONMYECTBO apXMBHbIX (DOHAO0B, IMCTbI KOTOPbIX HAXOAATCA B Narike.

K nuctam (PoHZOB BefyTcA yKasaTtenu [/ OMepaTvBHOIO MOMCKA B apXvBe apXMBHbIX
[LOKYMEHTOB TOW UM UHOW OpraHu3aLuu.

3.5.5. JlncTbl yyeTa ayauMoBM3YaslbHbIX [OKYMEHTOB COCTaBNATCA MNpW  HehOHA0BOM
opraHusauum apxmBHbIX [OKYMEHTOB pa3feflbHO Ha pasn4yHble BUAbl  KMHOMOTO(OHO- W
BNAEOAO0KYMEHTOB. OpAafOK HyMepauuy U XpaHeHUs NNCTOB YyyeTa ayAuoBM3YaslbHbIX LOKYMEHTOB
aHaNornyeH nopsaaKy Hymepaumm n XpaHeHns NMCToB (POHIO0B.

3.5.6. B onucu gen, JOKYMEHTOB (MpuioxkeHns Ne 7 - 8) eanHULbl XpaHeHus/eQuHULbI yyeTa
YUUTBIBAKOTCA B COOTBETCTBUM C UX CUCTEMATU3aL el 3a MOPSAKOBLIMU YHETHLIMW HOMEPaMMU,



Homepa gen ¢ TeKCTOBOI CONPOBOAUTENbHON AOKYMEHTaLMEN K ayAnoBU3Ya/ibHbIM LOKYMEHTam
[O/MKHbI COOTBETCTBOBATL YYETHLIM HOMEpaMm ayfAnoBMN3Yya/ibHbIX JOKYMEHTOB.

Onucam gen, LOKYMEHTOB NPUCBanBatOTCA YYeTHblE HOMepa Mo UCTY (POHAA; Npy HehOHA0BOM
opraHn3auum apxXmBHbIX JOKYMEHTOB - MO /INCTY yyeTa ayAnoBU3yasibHbIX JOKYMEHTOB OMNpeAeneHHOro
BUAa.

He ponyckaetcsa MpPUCBOEHME OMUCAM fefl, AOKYMEHTOB OAWHaKOBbIX YYeTHbIX HOMEpOB, 3a
NCKNOYeHVEeM CrlyyaeB, NpesycCMOTPeHHbIX M. 3.7.7.

B KOHLe onvcy gen, AOKYMEHTOB BO BCEX €€ 3K3eMMspax feflaeTcs MTOroBas 3anucb, B KOTOPOM
YKa3bIBaeTCs KOJIMYECTBO HAXOAALMXCA Ha XpaHeHUU efMHUL, XpaHeHus/eguHWL, yyeTa, NepBblil 1
NOCNeAHNIA HOMepa egUHWUL, XpaHeHWs/efMHWL, y4yeTa MO OMWCK, OroBapuBAlOTCA MMetoLLMecs
MPOMyCcKN HOMePOB, NINTEPHbIE HOMEPA, BbIObIBLUNE eANHULbI U OCHOBaHWE MX BblObITUS.

B MTOroBoli 3anmcy K ONWCU Aen apXMBHOrO (HOHAA IMYHOIO MPOUCXOXAEHWS, BKIHOYAOLLEl
e[VHUUbBI XpaHeHus/egMHULBI Yy4yeTa Ha pPas/IMyHbIX HOCUTENAX, [AOMOSHUTENIbHO YKa3blBaeTCs
KOMIMYECTBO TaKMX efAVHUL, XpaHeHWs/eAUHUL, yyeTa.

Mocne Kaxgoro NOCTYNMEHUA WAN BbIObITUA apXMBHBLIX [JOKYMEHTOB COCTaB/SETCA HOBas
NTOroBas 3anucb K onucu Aen, LOKYMEHTOB, KOTOpas MOAMMUCLIBAETCS ee COCTaBUTENIEM C YKa3aHWEM
[LOMHXHOCTM U [aTbl COCTaB/IEHUS.

Ecnn onucb fen, LOKYMEHTOB COCTOMT M3 HECKONIbKWUX TFOAOBbLIX pa3fenos, TOMOB, UTOrosas
3anncb COCTaBMAETCA K KaXKAOMY ro40BOMY pasfieny, TOMY; KPOMe TOro, K KaxAomy nocnegyroLllemy
rof0OBOMY pasfeny, TOMy B HapacTaroLLieM NopssKe COCTaB/AETCA CBOAHAA TOroBas 3anmuch.

Kaxgas onuck gen, LOKYMEHTOB, TOM ONUCKU [eN, JOKYMEHTOB [AO/MKHbI UMETb JINCT-3aBepuUTesb
(npunoxeHue Ne 3).

3aKoHYeHHas onuch fen, LOKYMEHTOB A0/KHA BKIHOYaTb, Kak npasunso, He 6onee 9999 eanHuy,
XpaHeHusl, eiUHNL, yyeTa.

ApXMB [O/MKEH UMeTb 3 3K3emnaspa onucer fen, AOKYMEHTOB, MePBbIA U3 KOTOPbIX SBNAETCA
CTPaxoBbIM.

Ecnun onuck gen, JOKYMEHTOB MepecocTaB/eHa, TO O4UH 3K3eMMN/ISP paHee AeliCTBOBABLLER OnncK
[en, [LOKYMEHTOB BK/IHOYAETCA BO BHOBb COCTaB/EeHHYHO OMWUCb Aen, AOKYMEHTOB 3a MOCNefHUM
YYETHbLIM HOMEPOM, OCTa/IbHbIE 3K3EMMNAPLI BbIAENATCA K YHUUTOXEHUIO B YCTaHOB/IEHHOM NOPAAKE.

3.5.7. Mo peecTpy onuceli BeaeTca NOEAUHUYHBIA U CYMMapHbIA yYeT onuceld fen, JOKYMEHTOB
apxvBa. B 3aBMCMMOCTU OT opraHu3auum paboTbl MO Y4eTy B apXmBe PeecTpbl OMNMCen BefyTcs B
pamKax apXvMBOXPaHWWLL, TOCYAaPCTBEHHbIX apXMBOB U/UW apXyBa B LIe/IOM, YTO OTPAXKAETCs B CXeMe
yyeta AOKYMeHTOB. KaxKoli HOBOW onucy Aen, AOKYMEHTOB MPUCBaMBAETCS OYepeaHO MopsAKOBbIN
HOMep N0 peecTpy, KOTOPbIA NPOCTaBNAETCS Ha 06/I0XKKE OnucK feN, LOKYMEHTOB B BEPXHEM /IEBOM
yrny.

ExxerogHo Ha 1 aHBapsi B peecTpe OMUCei COCTaBNAETCS MTOroBas 3anncb 0 KONMYECTBE OMNKUCel
[en, AOKYMEHTOB, NOCTYNUBLLUX W BbIObIBLLUMX B TEYEHUE rOfa B apXUB, U UX 00LLLEM KONNYECTBe.

3.5.8. TMacnopT apxvMBOXpaHWNMLLA COCTAB/IAETCA EXErofHO KaXAbIM apXMBOXPaHWIULLEM U
OTpaxaeT 00beM pa3MeLLeHHbIX B HEM apXMBHbIX (DOH0B, e/ U apXMBHBIX JOKYMEHTOB.

[Moka3aTenn nacrnoprta apxXuBOXpaHWIMLLA ONpPeaensatoTcsa apXMBOM CaMOCTOATENIbHO C Y4YeTOM
COCTaBa W COCTOAHMNA XPaHALLMXCA B KOHKPETHOM apXMBOXPaHUMNLLE apXUBHbLIX LJOKYMEHTOB.

3.5.9. feny thoHaa NpucBamMBaeTCsi HOMEP apXMBHOrO ()OHAA, Ha KOTOPbLIN OHO 3aBefeHo. B aeno
(hOHAA BKNKOYAKOTCA: MCTOPUYECKas CnpasBka no uctopum HoH[006pa3oBatesis U UCTOPUM apXMBHOIO
(hoHAA; aKTbl, (PUKCUPYIOLLME N3MEHEHMS B COCTaBe U 06beMe apXMBHOMO (POHAA, B TOM YWC/IE aKTbl O
paccekpeumBaHUN [OKYMEHTOB; KOMWS XapaKTEPUCTUKM apXMBHOrO (hOHAR, COCTaBNEeHHOW [AN1s
nyTeBoAMTENSA (CMPABOYHMKA); UHCTPYKLUN MO paboTe C apXMBHLIMWN LOKYMEHTaMu apXMBHOTO (DOHAA,
B TOM 4WCMe MO YCOBEPLUEHCTBOBAHWUIO WU MepepaboTke onucern fJen, [LOKYMEHTOB, CXEMbl
cUcCTeMaTM3aLMM apXUBHBIX JOKYMEHTOB apXMBHOI0O POHAA.

Ecnn apxvBHble [OKYMEHTbI, MOA/iexaline BK/IOYEHUIO B [ef10 (hOHAQ, HAXOAATCA B COCTaBe
eJMHNL, XpaHeHs, TO B [1e/10 POHAA BK/IHOYAETCA CMpaBKa C NMepeyncieHneM 3TUX efNHUL, XpPaHeHUs 1
NX aPXMBHBIX LLUKPOB.



Oena doHgos opraHos KIICC, BJIKCM, B KOTOpble BKIHOYEHbl apXMBHbIE [LOKYMEHTbl MO
MCTOPUMN (POHLOB MEPBUYHBIX MApPTUAHBLIX N KOMCOMOJBCKMX OpraHu3auunii, pacopMmpoBaHuI0 He
nognexar. B gena (hOHAOB MEPBUMYHBIX MApPTUMAHBIX M KOMCOMOJIbCKMX OpraHu3auuii noMeLatoTcs
CMpaBKM CO CBEAEHUAMU O HAXOXEHWM apXMBHbIX LOKYMEHTOB MO UCTOPUU JaHHOro (POHAA B fefe
Lpyroro oHza.

[Hena oHA0B, BOWEALWNX B COCTaB 06bEAMHEHHOIO apXMBHOIO (DOHAA, BK/IKOHAKOTCA B €ro [efo
(hoHAa.

[OoKyMeHTbI fena PoHAa A0/MKHbI ObITb MPOHYMEPOBaHbI C COCTaB/IEHWEM JINCTa-3aBepPUTENS,
NMoAWNTLl  (NPOLLHYPOBaHbI), 3aK/YeHbl B TBepAytd 006/10XKy. K fgeny oHga cocTaeniseTcs
BHYTPeHHSs onuck. Jena hoHA0B XpaHATCA B MOPSAAKe HOMEPOB (DOHA0B.

CocTaB [OKYMEHTOB [ena OpraHu3auuv - WUCTOYHMKA KOMM/EKTOBaHMS [OKYMEHTOB Mpwu
He(hOH0BOV OpraHM3aL M1 apXmMBHbIX JOKYMEHTOB aHa/IOrMyeH COCTaBy AOKYMEHTOB fena hoHAa.

O6ume TpeboBaHUA K y4YeTHbIM 6a3aM faHHbIX

3.6. YyeTHble 6a3bl faHHbIX (B/[) B apXvBe 06ecrneynBatoT: NHHOPMaLMOHHYIO MOAAEPXKKY YUeTa;
BEAEHWE LeHTPa/IM30BaHHOIO rocylapCTBEHHOIO y4yeTa AOKYMEHTOB B aBTOMAaTU3MPOBAHHOM PEXMME;
onepaTuUBHOE MpeACTaBNEHNE CBELEHWA O HaIMuuM B apXuBe [OKYMEHTOB TOIMO0 WM WHOrO
(hoHf006pa3oBaTens.

MepeyeHb PeKBU3UTOB YYeTHbIX B[, (hopMupyeTca B COOTBETCTBUM C MOKA3aTeNsIMU OCHOBHbIX
(0bs13aTeNbHbIX) YYEeTHbIX [OKYMEHTOB apXxvMBa W ONpefensiercs CcreyuanbHO  YNoSHOMOYEHHbIM
(hegepasibHbIM OpraHoOM UCMOHUTENLHOM BNacTW B chepe apXMBHOIO fefa.

YueTHble B[, apxvBa [LO/MKHbI ObiTb COBMECTUMbl C Y4YeTHbIMW B[l COOTBETCTBYHOLLErO
YMNONHOMOYEHHOr0 OpraHa UCNoSHUTENbHOW BNacTU B clhepe apXmBHOIO Aena.

Y4eT NoCcTynieHns n BbIObITUA dPXUBHbLIX JOKYMEHTOB

3.7.1. Y4eT NOCTYNNeHNs apXMBHbIX LOKYMEHTOB B apXMB OCYLLECTB/IAETCA HA OCHOBaHWN:

aKTa npuema-nepefayv JOKYMEHTOB Ha XpaHeHue (npunoxkeHne Ne 9);

aKTa npuema Ha XpaHeHue JOKYMEHTOB JINYHOIo NPOUCXoXxaeHus (npunoxxeHve Ne 10).

ApXMBHbIE JOKYMEHTbI CTaBATCA Ha YYeT TakKxXe Mo pe3y/bTatam NpoBefeHUs OTAe/bHbIX BUAOB
apXuBHbIX paboT (cMm. n. 3.7.3).

Bce npuHATbIE B apXMB apXMBHble [AOKYMEHTbl BHOCATCS B KHUTY Yy4yeTa MOCTYM/IeHWN
AOKYMeHTOB. KaxAblii Bnepsble MOCTYMNUBLUWIA B apXWB apXMBHbIA (DOHA, 00beAMHEHHbIV apXMBHBbI
(bOH[, apXvBHaA KOMMEKLUMA 3anuCbiBAeTCA B CMUCOK (MOHAOB (MpuioxkeHne Ne 6), Ha Hero
3ano/HATCA NINCT (POHAA, KapTOYKW YyKasaTens K JIMCTY (poHAa, 3aBoamuTcs feno qoHga. Ha
ayavoBu3yasibHble [JOKYMEHTbl MpyW WX He(hOHAO0BOW OpraHm3aumMm 3anosiHATCA JIUCTbl y4yeTa
KMHO(POTO(OHOAOKYMEHTOB 1 BUAEOAOKYMEHTOB. Kaxjas BrepBble MOCTYNWBLUIAA OMNWUCL Jef,
[NOKYMEHTOB YUUTLIBAETCS B PEECTPE OMNUCENA.

COOTBETCTBYIOLIME YYETHbIE CBELEHWSA B YCTAHOB/IEHHOM MOPSAKEe BHOCATCA TakKXe B YYETHble
B4,

3.7.2. YYeT BblObITVSA apXMBHbIX LOKYMEHTOB M3 apXMBa OCYLLECTB/IAETCA HA OCHOBAHUN:

aKTa O BblENIEHUN K YHUYTOXEHUIO [OKYMEHTOB, He MOANexallumx XpaHeHuto (npunoxeHve Neo
11);

aKTa 0 HemcnpasUMbIX NMOBPEXAEHUSAX AOKYMEHTOB;

aKTa npuema-nepejayn JOKYMEHTOB Ha XpaHeHve (npunoxeHne Ne 9);

aKTa 0 HeoOGHapy>KeHMM JOKYMEHTOB, MyTW PO3bICKa KOTOPbIX McyepnaHbl (MpunoxeHune Ne 2);

aKTa BO3BpaTa JOKYMEHTOB COOCTBEHHUKY;

aKTa 06 U3bATUM NOAMHHbIX eAVHUL, XPaHEHWS, LJOKYMEHTOB.

ApXMBHbIEe JOKYMEHTbI CH/MAIOTCA C y4yeTa TakxKe B pe3y/ibTaTe NMpPOBeAeHUs OTAeNbHbIX BULOB
apXMBHbIX paboT (cm. n. 3.7.3).



Heobxoaumble M3MeHEHWA BHOCATCA B OCHOBHble (0653aTe/flbHble) U BCNOMOraTe/ibHble YYeTHbIe
[LOKYMeHTbI apxuBa. Mpu aToM B cryyae:

BbIObITMSI BCEX aAPXMBHbIX [JOKYMEHTOB ONUCK fefl, LOKYMEHTOB HOMep 3TOW Onucu Apyrum
OnNucAM fen, LOKYMEHTOB He MpPUCBaMBaeTCA M OCTaeTCA CBOOOAHbLIM; B PEecTpe Onucein fenaetcs
COOTBETCTBYIOLLLAA OTMETKa;

BbIObITUA apXMBHOrO (hoHAa B crmcke (oHAoB (NpunoxeHne Ne 6) B rpage "OTMmeTKa O
BbIObITMM" YKa3bIBaeTCA, KyAa BblOblN apXMBHbIA OHA, 1 aKT, HA OCHOBaHUW KOTOPOIO OH BblObI.

Mpwn nepefaye apXMBHOrO (HOHAA M3 OAHOIO apxmBa B APYroii nepefaroTcs 3 aK3eMnsipa onucu
[en, NOKYMeHTOB W aeno hoHga. Konus onucu fen, LOKYMEHTOB OCTaeTC B apXuBe-CAaTyMke U B
KayecTBe MPUIOXKEHNUA K aKTy npvema-nepefayv [LOKYMEHTOB Ha XpaHeHue (npunoxeHue Ne 9)
BK/IHOYAETCA B apXMBHbI (POHJ, apXMBa-CAaTumKa.

Mpy BbIgENEHUN K YHUUTOXEHWUIO BCEX apXMBHbIX AOKYMEHTOB apXMBHOro (oH4a OAMH
3K3eMNsp ero onucer fen, AOKYMEHTOB M UCT (hoHAa MoMmeLlatoTes B geno goHga. deno ¢oHaa
BK/IHOYAETCA B apXUBHbI (POHJ, apXumBa.

3.7.3. KonnyecTBo apXMBHbIX JOKYMEHTOB apXmBa M3MEHAETCA B pe3y bTare:

BbIBEPKM YYETHbIX AOKYMEHTOB, MO WMTOraM KOTOPOM BbISIBNEHbI OLIMOKKM, AOMYLUEHHbIE Mpu
NoAcYeTe KOMYECTBA XPaHALLMXCA apXMBHbIX JOKYMEHTOB;

MPOBEPKN HaNMUMA W COCTOSHUA apXMBHBLIX [OKYMEHTOB, B XOfAe KOTOpPOW O6HapyXXeHbI
HeYUTEHHble, 38 IMTEPHbIMU WX NPONYLLEHHLIMU HOMEPaMU eANHULbI XpaHEeHUS/eJUHNLbI YYeTa;

pecTaBpaLn apXmMBHbIX JOKYMEHTOB, MOC/E KOTOPOM OAHO fef0 pa3feneHo Ha HECKObKO fert;

ONUCaHNs apXMBHbIX JOKYMEHTOB, NepepaboTKu onuceld 4en, LOKYMEHTOB, B NPOLECCe KOTOPbIX
BO3MOXXHO pa3fe/neHune uiv 06beMHeHVe eAVHULL XpaHeHUa/eanHUL, yyeTa.

OcHOBaHWeM [/11 BHECEHUS M3MEHEHWUIA B y4YeTHble AOKYMEHTbI U yyeTHble B/, no pe3ynbTatam
yKa3aHHbIX paboT ABMAIOTCS:

aKT 0 TEXHUYECKMNX OLLUMOKAX B YYETHbIX AOKYMEHTAX;

aKT 06 06Hapy>XeHUW [OKYMEHTOB, HE OTHOCALLMXCA K JaHHOMY apxXuBy, (DOHAY, HEYUTEHHBIX Y
T.4.;

aKT 0 pasfeneHnn, 06beJMHEHUN [en, BKIKOYEHUN B ie/10 HOBbIX JOKYMEHTOB;

aKT onucaHus JOKYMeHTOB, nepepaboTKn Onucen.

YUeT YHUKaNbHbIX JOKYMEHTOB U 0C060 LEeHHbIX JOKYMEHTOB

3.7.4. YHuKalbHble [OKYMEHTbl MNOA/eXar cneunanbHOMY rOCY[apCTBEHHOMY Y4YeTy B
ocyfapCTBEHHOM peecTpe YHUKa/bHbIX [OKYMEHTOB ApPXMBHOrO (hoHaa Poccuiickoii Pepepauun,
NnopsfoK BefeHWs KOTOPOro Onpeaensiercs crneuuasibHO YMOSHOMOYEHHbIM (hefepasibHbIM OpraHoM
MCNOMHUTENbHOW BNacTU B c(epe apXMBHOMO fenia, U roCyAapCTBEHHbIX PEecTpax YHWUKabHbIX
[NOKYMEHTOB apXMBHbIX ()OHA0B CY6beKTOB Poccuiickoin defepaumu.

Ha yHVKa/IbHble JOKYMEHTbI COCTaBMAOTCA IMCThI YHeTa Y ONMMCaHNS YHUKa/IbHbIX JOKYMEHTOB.

3.7.5. Y4eT 0c060 LieHHbIX JOKYMEHTOB BeLeTCA Mo:

CMUCKY ()OHAO0B, COAEPXALLMX 0CO00 LieHHbIE JOKYMEHTDI;

OnuMcAM 0C060 LEHHbIX fef, AOKYMEHTOB WM MepevyHsiM HOMepPOB 0CO00 LEHHbIX gen
(HomepHuKam).

B onuncax 0co60 LeHHbIX fef, JOKYMEHTOB 328 HMU COXPaHAKTCA UX MPeXHWE yYeTHble HOMepa.

Onucb 0cob0 LEHHbIX fefl, JOKYMEHTOB COCTaB/AETCS Ha 0CO00 LieHHble LOKYMEHTbI OAHOM WK
HECKO/IbKMX Onucei fen, JOKYMEHTOB apXMBHOMO (DOHAA B 3aBUCMMOCTM OT KOMIMYECTBa 0C000 LieHHbIX
eAUHUL, XpaHeHWs/efUHUL, y4yeTa B [aHHOMW ONWCUM B HEOOXOAMMOM [A/1 apXuBa KO/NYecTBe
3K3eMNAPOB.

Ecnn 6OMbLUMHCTBO apXMBHbLIX AOKYMEHTOB MO OMUCWU [en, LOKYMEHTOB SB/AKOTCA 0C060
LIEHHbIMW, OTAEeNbHAas OnNuCb 0CO00 LEHHbIX [efl, [LOKYMEHTOB He COCTaB/ISeTCA, a KOonupyeTcs
MMetoLLaAca onuncb. B TakoMm criydae K Heli COCTaBNSAeTCA HOMEPHUK.



CsefieHns 0 KONMPOBaHMM 0C060 LiEHHbIX AeN, [OKYMEHTOB B LIeNAX CO34aHus CTPaxoBoro yoHaa
BHOCATCS B COOTBETCTBYIOLLUME OMUCK OCOO0 LEHHBbIX [efl, JOKYMEHTOB WM HOMEPHWKWA MO Mepe
NpoBeAeHNsA UX CTPaxX0BOro KOMMpoBaHMS.

B MTOroBoWi 3anncu ykasblBaeTcsi 06Llee KOMYecTBO 0C060 LiEHHbIX eAUHUL, XpaHeHUs/eanHuL,
yuyeTa, BK/IHOYEHHbIX B ONUCb WM HOMepHUK. [10 3aBepLUeHWM KOMUPOBaHWA BCEX EeAUHNLY
XpaHeHus/egMHUL, yyeTa MO [aHHOM OMUCU WM  HOMEPHWKY YKasblBaeTca: "Bce efuHMUpbI
XpaHeHus/egnHMLbI y4eTa CKOMMPOBaHbl, Aata, LO/MKHOCTb, MOAMUCH".

Onucn 0co60 LEeHHbIX Aen, JOKYMEHTOB M HOMEPHUKWM YYUTbLIBAKOTCS B PEECTpe Onucein 0cobo
LeHHbIX fien, AOKYMEHTOB.

Mpn OTHECEHMM apXMBHbLIX AOKYMEHTOB K 0CO60 LIEHHbIM B onucsax B rpage “lMpumedvaHuns”
HanpoTKB 3aro/10BKOB COOTBETCTBYIOLUMX €AVHUL, XpaHeHWsA/eAMHUL, yYeTa NPOCTaB/AITCA OTMETKM
"ou™.

B Apyrnx y4yeTHbIX LOKyMeHTax oTMeTKa "OL" mpocTaBnseTcsd K HOMepy apXWMBHOro (hoHAa,
HOMepY onucK fen, AOKYMEHTOB; fJaHHas OTMEeTKa ABNAETCS CY)KEOHON M He BXOAWUT B apXMBHbIN
LUNGP eaUHML, XpaHeHns/e4UHNL, y4eTa.

YUeT CeKPeTHbIX N PacCeKpeUeHHbIX apXMBHbIX JOKYMEHTOB.
OchopMsieHMe pacceKpeyeHHbIX AN

3.7.6. Y4YeT CeKpeTHbIX apXWMBHbIX [OKYMEHTOB BefeTCA B COOTBETCTBUM C HOPMAaTUBHbLIMU
NpaBoOBbIMU JOKYMEHTaMW. B yYeTHbIX JOKYMEHTax M apXMBHbIX LUM(pax eavHUL, XpaHeHus/equHnL,
yyeTa CeKpeTHble apXuBHble (DOHAbI, ONUCK AeN, AOKYMEHTOB, eAMHULbI XpaHeHWUs/eauHULbI yyeTa
0603HaYaroT MHAEKCOM "'C" (CEKPETHO), ""cCc" (COBEPLLEHHO CEKPETHO), "0B" (0C000I BaXKHOCTW).

3.7.7. V3meHeHVs B Yy4yeTHble [OOKYMEHTbl MO pe3y/bTaTaM pacCeKpeunBaHUA apXMBHbIX
[LOKYMEHTOB BHOCATCA HA OCHOBaHMM aKTa 0 pacCeKpeumBaHUM JOKYMEHTOB (MpuioXkeHne Ne 12).

ApXuBHble (POHAbI, ONUCK  fefl, [LOKYMEHTOB W  efUHWLbl XpaHeHUs/eAVHWULbl  Y4YeTa,
BK/tOUAKOLLME HapsAAy C CEKPETHbIMU HEeCeKpPeTHble (pacCeKpeyeHHble) AOKYMEHTbl, B YYETHbIX
[OOKYMEHTaxX W apXUBHbIX LUM(pax eAvHUL, XpaHeHus/efuHWL, yyeTa 0603HaYatoTCA MHAEKCOM ““cy™
(CEKPETHO YaCcTUYHO).

Mpn paccekpeumBaHWM BCEX eAUHUL, XpaHeHWUs/eAWHWL, YyyeTa MO CEeKPeTHOM onucu Aen,
[LOKYMEHTOB [aHHas OMuCb TakXXe pPaCcCeKpPeunBaeTcs, MepefaeTca Ha OTKPbITOE XpaHeHue W
YUNTbIBAETCA B IMCTE (POHAA 3a TEM >Xe HOMEpOM, HO 6e3 MHAeKca "C", KOTOPbIA 3a4epKMBaeTCs Ha
06/10)KKe M Ha TUTY/IbHOM /INCTE [aHHOW onucu. B npaBoM BepxXHEM Yray O6MOXKW WU TUTYbHOMO
JIUCTa onuncu aen, 4OKYMeHTOB MPOoCTaBseTca Wramn "PaccekpeyeHo".

Mpy paccekpeumBaHWM YacTM fAen U apxXMBHbIX [OKYMEHTOB MO CEKPeTHOW onucu [Jen,
[LOKYMEHTOB Ha pacCeKpeyeHHble fefa U apXvBHble LOKYMEHTbI COCTaBNSETCS OTAe/NbHAasA ONuCb Aen,
[JOKYMEHTOB, HOMepa eMHUL, XpaHeHWs/eJMHNL, y4eTa B KOTOPOW OCTarOTCS MPeXHUMKU. 18 BanoBOWA
HymepaLun Takux efuHUL, XpaHeHWs/eQVHUL, yyeTa UCNoMb3yeTcs rpada 2 onucy Aen, LOKYMEHTOB.
HoBasa onwucb fen, [OKYMEHTOB BMECTE C pacCeKpeyeHHbIMW Aenamv U apXMBHbIMU [LOKYMEHTaMu
rnepefaeTca Ha OTKPbITOE XpaHeHWe, YYMTbIBaeTCA B /INCTe (POHAOB 3a TeM XXe HOMEpPOM, 4TO U
CeKpeTHas, HO 6e3 nHaekca "'c".

Mpwn paccekpeurBaHUM 60bLLUEIA YacTU Aen U apXMBHBLIX JOKYMEHTOB MO CEKPETHOI onucun aen,
[JOKYMEHTOB C [JaHHOM OMuCYM CHMMAeTCs KOMus, NpW  KOMUPOBaHUWM  3arofioBKU  eAuHUL
XpaHeHus/eaMHUL, y4eTa, OCTaB/IEHHbIX Ha CEKPETHOM XpaHeHuM, 3akpbiBatoTcd. Konua onucu Ha
pacceKkpeyeHHble Aena U apxXuBHble LOKYMEHTbl MepefaeTcsa Ha OTKPbITOe XpaHeHue. B aksemnnspe
onucun aen, LOKYMEHTOB, OCTaBLUENCA Ha CEKPETHOM XpaHeHWM, COXpaHaeTcs UX Hymepauus. B nucte
(hoHAA Takas OnNuCb YYMTbIBAETCA ABAXK/bI: IK3EMM/ISAP OMNWUCKU, OCTABLUMIACA HA CEKPETHOM XpaHeHWw, -
C COOTBETCTBYHOLLEA WHAEKCALUMEN CEKPETHOCTM, CKOMUPOBAHHbIA 3K3eMNasap, nepefaHHbId Ha
OTKPbITOE XpaHeHue, - 6e3 nHAekca "c".

Mpwn paccekpeumBaHUN OTAENbHbIX eAUHUL, XPaHeHWs/eAUHWL, y4eTa No CEeKPeTHOM onucu aen,
[LOKYMEHTOB OHM BK/HOYAKOTCA B ONUCb [efl, AJOKYMEHTOB OTKPbLITOr0 XpaHeHWs COOTBETCTBYHOLLErO
apXMBHOIO hOHAA 3a IMTEPHLIMW HOMEpPaMK UM B BaJIOBOW NOCNEA0BATE/IbHOCTU.



B onucax fgen, OKYMEHTOB, OCTalOLUMXCA Ha CEKPETHOM XpaHeHwuu, B rpade "TpumeyaHus"”
MPOTUB 3aro/IOBKOB PAacCEKPeYeHHbIX eAVHUL XpaHeHWs/eAVHUL, YyyeTa MpPOCTaB/AETCA LUTaMmn
"PaccekpeyeHo". B cryyae, Korfa paccekpeyeHHble eAvHNLbI XpaHeHNA/eAMHULbI YYeTa BK/IHOYEHbI B
onucb fen, [AOKYMEHTOB OTKPLITOrO XpaHeHust (32 /IMTEPHbIMW HOMepaMu WM B BasIOBOIA
nocnefoBaTe/lbHOCTH), B CEKPETHOI onuck B rpade "lMprMeyvaHns” yKasblBaeTCA UX HOBbIA HOMEP.

[Mocne paccekpeumBaHMA K ONUCAM [efn, LOKYMEHTOB OTKPbLITOTO W CEeKPeTHOro XpaHeHus
COCTaBNIAIOTCA HOBble WTOroBble 3anucu 06 06beMax (aKTUYECKM YUTEHHbIX B HUX efguHUL,
XpaHeHus/eanHUL, yyeTa.

Mpn paccekpeunBaHUM OAHOIO UM HECKONIbKMX apXUBHbLIX AOKYMEHTOB B COCTaBE CEKPETHOro
[iena OHO OCTaeTCA Ha CeKPeTHOM XpaHeHuW. K apXvMBHOMY LUMGPY Ha 06/10KKe Aena K UHAaekcy "¢
fobasnsetcs 6ykea "y, Homepa /IMCTOB pacCeKpeyeHHbIX apXMBHbLIX [JOKYMEHTOB MEepeyncsoTcs B
rpae "lMprMeyaHMa™ HaNPOTMB 3aro/lo0BKa YaCTUYHO PacCEKPEUYEHHOrO fiena, a TakkKe BO BHYTPEHHEN
onucu fena. Mpw OTCYTCTBUM B [efe BHYTPEHHel OMUCK CBELEHUA O PacCeKPeYeHHbIX apXMBHbIX
[IOKYMeHTax OTpa>KaloTCA B NINCTE-3aBepUTENE C YKa3aHNeM HOMEPOB COOTBETCTBYHIOLLMX JIUCTOB.

B npasom BepxHem yriy O0O/I0KKM PAaCCEKPeYeHHOro fefna MnpoCTaBMseTcs  wramn
"PaccekpeyeHo". MIHaekc "c", "cc" unn "oB" B HOMepe Aena 3auepKnBaeTCs.

Y4eT apXUBHbIX JOKYMEHTOB JIMYHOIO MPONCXOXKAEHNS

3.7.8. Y4eT NOCTYN/IeHWn apXMBHbIX [OKYMEHTOB NMYHOIO MNPOUCXOXAEHUS, NepefaBaemMbiX
CO6CTBEHHMKOM B (heflepa/ibHYt0 CO6CTBEHHOCTL, B COBCTBEHHOCTb CyObeKTa Poccuiickon ®efepaunm
NN MyHUUMNATbHYI0 COBCTBEHHOCTb, BEAETCA HA OCHOBaHUM aKTa NMpuema Ha XpaHeHue [LOKYMEHTOB
NNYHOro npoucxoxaeHns (npunoxenme Ne 10). K akTy npunaratoTci CAATOYHAs OMUCb apXMBHbIX
JOKYMEHTOB U peLleHne 3KCNepTHO-MPOBEPOYHON KOMUCCUM apxmBa WM 3KCMEepTHO-NPOBEPOYHONA
KOMMUCCUW YNOTHOMOYEHHOI0 OpraHa MCMOSHUTE/IbHOW BlacTu cybbekTa Poccuiickon ®efepaunmn B
chepe apxvBHOro fena (ganee - 3MK) o npreme aTUX LJOKYMEHTOB B apXUB.

YueT apxXuBHbIX [OKYMEHTOB JIMYHOTO MPOUCXOXAEHUS, HaxXOAAWMXca B YaCTHOW
COOCTBEHHOCTU, NepefiaHHbIX Mo LOroBOPY Ha XpaHeHWe B apXuB, OCYLLECTB/ISETCA B YCTaHOB/IEHHOM
nopsagke (cm. n. 3.7.11).

3MeHeHMs KOnMYeCcTBa M COCTaBa apXMBHbIX [OKYMEHTOB JIMYHOTO MPOUCXOXAEHUS B
pesynbTaTe UX OnucaHus LOKYMEHTUPYHOTCA aKTOM ONucaHus [OKYMEHTOB, Ha OCHOBaHWM KOTOPOro
BHOCATCS U3MEHEHWSA B YYeTHble [OKYMeHTbl. Ha JOKYMEHTbI, He NoA/iexalime XpaHeHU0 B apXmBe,
COCTaB/ISETCA aKT BO3BpaTa JOKYMEHTOB COOCTBEHHMKY B [iBYX 3K3eMMNIApax, O4UH U3 KOTOPbIX BMECTE
C JOKYMeHTaMu rnepeaaeTcs CO6CTBEHHMKY.

He pfonyckaeTcd XpaHeHMe B apXMBe HeyYTeHHbIX apXMBHbIX [AOKYMEHTOB JIMYHOIO
MPONCXOXAEHNS.

YUeT AOKYMEHTOB M0 IMYHOMY COCTaBY

3.7.9. Y4eT [OKYMEHTOB MO /INYHOMY COCTaBy, 3a WCK/IOUYEHWEM MPUHATLIX MO 4OroBOPY Ha
XpaHeHne B apXvB [OKYMEHTOB MO ANMYHOMY cocTaBy (cM. M. 3.7.11), OCYLEeCTBASETCA Ha 0OLiUX
OCHOBaHUAX.

YueT KONMYecTBa XPaHALWMXCSA B apxuBe [OKYMEHTOB MO JIMYHOMY COCTaBy MPOBOAMUTCS Ha
OCHOBe MX nofcyeTa rno mcrtam (HOHAOB M ONUCAM AN NO IMYHOMY COCTaBy C (UKcaLmeli pesybTaToB
Nno KaxaoMmy (hOHAY WU CYMMapHO MO apxvBy B KHUre yyeTa [OKYMEHTOB MO /IMYHOMY COCTaBy
(Npon3BoNbHOW (hopMbl).

Mo pesynbTaTtaMm MPOBEAEHWUA 3KCMEepTU3bl LEEHHOCTU [OKYMEHTOB MO /IMYHOMY COCTaBy MO
NCTeYEeHNN 75-NeTHEr0 CpPOKa MX XPaHeHWs B YYeTHble [OKYMEHTbl BHOCATCA COOTBETCTBYHOLLME
N3MEHEHNS.

YyeT fen, MMeroLyx B ohopMIeHUI AparoLeHHble MeTa/lbl Y KaMHW



(n. 3.7.10 He pacnpoCTpaHAETCA Ha rOCYAapCTBEHHbIE U MYHULMMAbHBIE MYy3en 1 BMONNOTEKM)

3.7.10. ApxuB, XpaHALMIA [ena, MMelOWMe B OGOPMAEHMU WAA B MNPUIOXKEHUA K HUM
JparoueHHble MeTai/lbl U KamHUW, B COOTBETCTBMM C 3aKOHOZATe/IbCTBOM Poccuiickoii Pefepaumm
PerncTpupyeTcs B COOTBETCTBYHOLLE WMHCMEKUMM NPO6MPHOro Hagzopa MwuHMCTepcTBa (PUHAHCOB
Poccuiickor depepauun.

Y4yeT YyKasaHHbIX [en OCYLWeCcTBNsSeT MaTepuaibHO-OTBETCTBEHHOE /MU0, C  KOTOpPbIM
PYKOBOZMTE/b apXMBa 3aK/oyaeT LOroBop O MaTepuasibHOW OTBETCTBEHHOCTM 3a COXPaHHOCTb U y4eT
[en, UMetoLWwmMX B OPOPMIEHUN U B MPUIOXKEHUN K HAM [paroLleHHble MeTasl/Ibl U KaMHMU.

YKa3aHHble [ena nepefaroTcs marepuasibHO-0TBETCTBEHHOMY /MUY Ha CeNdoBOe XpaHeHue, O
yem [enaeTcs COOTBETCTBYHOLIAs OTMeTKa (“celihoBoe XpaHeHwe) B onucu Aen, AOKYMEHTOB, W
BK/IIOHAKOTCA B CMEeUManbHY0 WHBEHTapHYK KHWUTY yyeTa fefl, UMeloWwmnx B O(OpMIEHUM WU B
MPUNIOXKEHUN K HUM AparoueHHble MeTaslfibl U KaMHW. [laHHas WHBEHTapHasA KHWra cocTaBnsieTcs U
Begetca B 3 ak3emnnsapax. epBblil 3K3eMNNAP XpPaHUTCA B MNOAPa3feNneHun, OCYLLeCTBAIOLWEM
LIeHTpa/IM30BaHHbI (B paMKax apxmBa) y4eT [OKYMEHTOB, BTOPOM - Y MaTepua/ibHO OTBETCTBEHHOIO
nnua, TPETUIA - B Byxrantepum apxmea.

[ena BHOCATCA B UHBEHTAPHYIO KHUTY MO NOPsAKY HOMEPOB apXMBHbLIX (POHAOB M Onuceld den,
[OOKYMEHTOB, a BHYTPWU KaXAOW onucy fen, LOKYMEHTOB - MO NOpsakKy HOMepoB Aen. Ha 6upke,
NPUKpPeNIsemMoli K 06/10KKe KaXKA0ro gena (npeameTa), ykasbiBaeTcs HOMep, 38 KOTOPbIM OHO YYTEHO B
WNHBEHTaPHOW KHUre. HoMep npocTaBnseTcs yepes Apobb C apXMBHbLIM LWINGPOM (Hanpumep, MHB. No
UTAP®, . 572, on. 1, 4. 17).

K WHBEHTApHOW KHWre COCTaBNAETCA WTOroBas 3anucb, B KOTOPOW LM(ppamMu M MPOMUCbo
YKa3blBaloTCA KONMYeCTBO feN (MpeAMeTOoB), BHECEHHbIX B KHUTY, faTa COCTaB/IEHWS MTOTOBO 3amnmcy,
[OMKHOCTb U (paMUINA MaTEPUaIbHO OTBETCTBEHHOIO LA,

JInCTbl  VMHBEHTapHOW  KHUIMM [0 Hayana ee  3amnofiHeHMs  MPOHYMepOBbIBAKOTCH,
MPOLUHYPOBLIBAKOTCA M CKPENIAKTCA NevaTbio apxusa. Ha o60poTe nocnefHero nMcTa KHUMM fenaeTcs
3anMcb O KONMYEeCTBe JIMCTOB B KHWUIe, KOTOpas 3aBepseTcd MNOAMUCAMU PYKOBOAUTENA apXuBa,
rN1aBHOr0 XpaHUTens (hoHA0B M CKPENIAETCA NeyaTbio apxmBa.

E>xerofHo cnewmansHOM KOMUCCHER, CO34aBaeMol MPUKa3oM PYKOBOAMTENS apXmBa, NPOBOAUTCA
NHBEHTapu3aums fen, UMeroLWwmnX B 0POPMIEHUN AN B MPUNOXKEHUM K HUM AparoueHHble MeTa/lbl 1
KamHUW. HBeHTapm3auusa MpoBOAMTCA TakKXKe B Cnyyae CMeHbl MaTepuasibHO OTBETCTBEHHOMO ML,
PYKOBOAWTENSA apXMBa, FMIaBHOr0 XpaHuTens (POHAOB. Pesy/bTaTbl MHBEHTapU3auMu O(OPMIIAIOTCA
aKTOM, COCTaBNSieMbIM B TPeX 3K3eMnaspax, OAUH U3 KOTOPbIX HarpaBiseTcs B COOTBETCTBYHOLLMIA
YNO/IHOMOYEHHbIV OpraH UCMOMHUTENLHOM BNacTu B cthepe apXMBHOIO Aena.

YUeT apXMBHbIX AOKYMEHTOB, HAXOSLLMXCA B YACTHOW
COOCTBEHHOCTU, MPUHATBIX MO AOTOBOPY Ha XPaHEHWE B apXmB

3.7.11. YuyeT HOoKymMeHTOB ApxuBHOro oHaa Poccuitickoin depepauun, NPUHATLIX MO AOrOBOPY
Ha XpaHeHVie B apXvB Ha OCHOBaHMM aKkTa npuemMa-nepefayn AOKYMEHTOB Ha XpaHeHue (MpuioXxeHue
No 9), OCYLLECTBNAETCA B OCHOBHbIX YYETHbIX [OKYMEHTax apXxvBa C COOMOLEHWEM ClefyroLwmnx
0CO6EHHOCTeN:

B KHWUre yyeTa NOCTYMNEHUA LOKYMeHTOB (MpunoxeHne No 5) ykasblBaeTCsi COOGCTBEHHUK WK
Bnageney AokymeHToB (rpada 3), HOMep 1 AaTa akTa npuema-nepegaym (rpadga 4), gata nognucaHus
[0roBopa o nepejaye 1 CPOK AelCTBMA JOroBOpPa;

Mpu BK/IKOYEHUWU apXMBHOro (poHAa B CNMCOK (POHZOB (MpunoxeHwe Ne 6) K ero Homepy
npob6asnsetca nHgekc "A" ("aorosop™), KOTOPbIA COXPaHAETCS 3a HUM BO BCEX YYETHbIX JOKYMEHTax W
aPXMBHBIX LUMMPaxX efUHUL, XpaHeHUs, eanHUL, y4eTa; B rpade "MpumeyaHns” cnvcka oOHL0B TaKxe
YKa3bIBaloTCA COOCTBEHHWK W/N BafeNeL, apXmBHbIX JOKYMEHTOB, faTa NOANUCaHNS U CPOK AeNCTBUA
[lorosopa.

KonnyecTBo apXmBHbIX (DOHAOB, MPUHATLIX MO AOrOBOPY Ha XpaHeHWe B apxuB, YKasblBaeTcs
OTAEe/NbHOW CTPOKOW B UTOrOBbIX 3aMmMcaxX B CUCKe (POHAOB, KHUre yyeTa NoCTYN/IeHNA LJOKYMEHTOB.



SK3emMnnap AOroBopa, 3ak/I0UeHHbIA C COOCTBEHHUKOM WM BNajebLEeM apXUBHbLIX LOKYMEHTOB,
BK/IHOYaeTcA B ief1o PoHza.

Mpy BLIOLITUM APXMBHBLIX [OKYMEHTOB apXWBHOIO ()OHAA B CBA3M C WUCTEYEHMEM CpOKa ero
XpaHeHns B COOTBETCTBMM C [OTOBOPOM €ro HOMep He MOXEeT OblTb MPUCBOEH APYromMy apXvWBHOMY
(hoHAy.

MpuHATbIE MO [OrOBOPY HAa XpaHeHUe B apXvB [OKYMeHTbl ApPXMBHOIO (oHAa POCCUICKON
Pefepaumn, HaxoAMBLUMECS B YaCTHOW COOCTBEHHOCTM M Ha 3aKOHHOM OCHOBAHWMW Mepellefiive B
(befepanbHyt0  COGCTBEHHOCTb,  COGCTBEHHOCTb  CybbekTa  Poccuiickoin — defepauuy  wUm
MYHULMNaNbHYO COBGCTBEHHOCTb, YYUTBLIBAOTCA B OCHOBHbIX YYETHbIX [OKYMEHTax HapasHe C
OCT&/IbHbIMW [OKYMEHTaMMN apXxuBa. B yYeTHbIX JOKYMEHTaxX W apXMBHbIX LWM(PaxX eAvHUL, XpaHeHus,
efnHUL, ydeTa uHAekc "[" 3ayepkuBaetcs, B rpady "TlpumevaHus" crvcka (OHZOB BHOCATCA
COOTBETCTBYHOLLME CBEAEHWA.

ApXMBHbIE [OKYMEHTbI, HE BK/IHOUYEHHbIE B YCTaHOB/IEHHOM MOPSAAKE B COCTaB APXMBHOIO (POHAA
Poccuiickoii Pefepauuu, B TOM YnC/e LOKYMEHTbI MO MYHOMY COCTaBy, MPUHATbIE MO AOMOBOPY Ha
XpaHeHWe B apXuB, YYUTLIBAOTCA OTAENbHO OT [OKYMEHTOB ApPXMBHOro (oHaa Poccuiickoi
®egepaumn. Ons uMx ydyeta BefyTCcA OTAeNlbHble CMUCOK (DOHAOB, KHUra YydeTa MOCTYMIEeHWN
[LOKYMEHTOB, & TakXe NUCTbl POHAO0B U ApYrue yYeTHbIe JOKYMEHTLI.

Yy4eT Konuii apxXmBHbIX AOKYMEHTOB Ha NpaBax Mo/ IMHHNKOB

3.7.12. Konusamn apxmBHbIX LOKYMEHTOB Ha MpaBaxX MOA/IMHHWKOB ABMAKOTCA BK/IOYEHHbIE B
yCTaHOBNIEHHOM MOPSAKe B cOCTaB ApXMBHOro hoHaa Poccuiickoin deaepaumm:

MUKPO(UIbMbI apXMBHBIX AOKYMEHTOB, M3rOTOB/IEHHbIE U 0(OPM/EHHbIE POHL006pa30BaTENEM B
COOTBETCTBUN C CYLLECTBYHOLLMMU HOPMATMBaMMU,;

KOMWUN  apXMBHbIX [OKYMEHTOB, MOAJIMHHUKA KOTOPbIX YTpayeHbl WM  HAXO[ATCA B
COBCTBEHHOCTM HOPUANYECKMX NN (IU3NYECKMX NTL, B CUTY Yero He MOryT MOCTYMNUTb Ha NOCTOSAHHOE
XpaHeHve B apXxuB;

KONUM apXmnBHbIX JOKYMEHTOB, nepemMeLleHHbIX B CCCP B pesynbTaTe BTOpoii M1POBOI BOVHbI U
HaxoasaLWwmxcsa Ha TeppuTopun Poccuinickoin degepaumm, NOANMMHHUKA KOTOPbLIX BO3BPaLLEHbI B CTPaHbI
NX NPOUCXOXAEHWA.

Konnu  apxXuBHbIX [OKYMEHTOB Ha MpaBax MOA/IMHHUKOB, MepefaHHble B  apxuB
(hoHA006pa3oBaTeneM, yUnUTbIBAKOTCA B COCTaBe €ro (poHAa Mo OTAENbHOW onucy Aen, AOKYMEHTOB.
Mpn 3TOM B rpage gaHHOW onucy "KonmyecTBo MMCTOB™ Yepe3 Apo6b YKa3bIBAETCA TaKXe KOMMYECTBO
KapoB, OTCHATbLIX C OAHOrO fena.

Konun apxvBHbIX AOKYMEHTOB Ha npaBax NOA/IMHHUKOB, OTCHATbIE C NOA/MHHbIX LOKYMEHTOB,
KOTOpble yTpayeHbl UM HaxogsaTcsa B COOCTBEHHOCTU HOPUAMYECKUX UM (DU3UYECKUX NULL, a TakKe
KOMUU  MNepemMeLleHHbIX  JOKYMEHTOB, MNOA/IMHHUKM  KOTOPbIX BO3BpalleHbl B  CTpaHbl KX
NPOUCXOXAEHNSA, (POPMUPYIOTCA B apXMBHble KOMEKUMN. APXMBHbIE KOMIEKLMU YUUTLIBAOTCA B
crnucke (hoHAOB (NpunoxeHve Ne 6) B yCTaHOB/IEHHOM MOPALKe.

Konuu apXmBHbIX AOKYMEHTOB Ha npasBaxX MOA/IMHHUKOB, U3rOTOB/IEHHbIE MALUIMHOMUCHBLIM WK
3NeKTporpaMyUeckmmM CrnocoboM C apXMBHbLIX AOKYMEHTOB Ha OyMaXKHOM OCHOBE, a TaKXe Komnuu
ayamoBM3yasbHbIX [JOKYMEHTOB (DOPMUPYIOTCA B eAWHMUbI XpaHeHus/eAuHULUbl YyyeTa, KOTopble
YUYMTLIBAKOTCA B OMUCAX Aefl, LOKYMEHTOB MO aHaNornm ¢ NOA/IMHHbIMU apXMUBHbLIMU LOKYMEHTaMU Ha
COOTBETCTBYIOLLMX HOCUTESIAX.

3a eiMHMLY XpaHeHUs KONuIA apXMBHbLIX OKYMEHTOB Ha npaBax NoA/IMHHUKOB, U3rOTOB/IEHHbIX B
BMAE MWKPOKOMWIA, NMPUHMMAETCA (M3NYECKM 060COGMEHHbIA PYNOH MUKPOQUAbMA UM KOMMIEKC
MUKPO(ULL BHE 3aBMCUMOCTM OT KOIMYECTBA OTCHATLIX Ha HEM AeN U apXMBHbIX JOKYMEHTOB. Kaxas
eAVHMLA XPpaHEHUS Y4YUTbIBAeTCA B ONWUCK [en, LOKYMEHTOB MOof CaMOCTOATENlbHbIM HOMepom. B
MTOrOBOW 3anucy K onucun fen, AOKYMEHTOB Hapsagy C KO/IMYECTBOM eAMHUL, XPaHeHUst MUKPOKOMUIA
YKas3bIBaeTCH CYMMapHOe KOMMYECTBO COCTaB/AOLLMX UX KafpOB.

Y4eT NUCTOB B fJiene, QJOTOOTI'IELIB.TKOB



B poToanb00Me, eMHUL, XpaHEHNS B COCTaBe eANHNLIbI yYeTa
ayMoBU3yasibHbIX JOKYMEHTOB

3.7.13. Konn4yectBOo /MCTOB B fJefle W eAUHWUL, XpaHeHUs B COCTaBe eauHULbl  y4yeTa
ayAMoBM3yasibHbIX JOKYMEHTOB YUMTbIBAETCA HAa OCHOBE UX HyMepaLun 1 PUKCUpYyeTCs:

NINCTOB B feNe - B McTe-3aBepuTene (npunoxeHune Ne 3) 1 B COOTBETCTBYIOLLEN rpade onuncu gen,
LOKYMEHTOB (npunoxxeHns Ne 7 - 8);

(hoToOTMEYaTKOB B (hOoTOaNbOOME - BO BHYTPEHHel onucu (oToanbboMa, a TaKkKe B
COOTBETCTBYHOLLEN rpate onucy otoanb6oMoB;

efVNHULbI XpaHeHWs APYrux ayamoBU3YasibHbIX AOKYMEHTOB - B COOTBETCTBYHOLUMX rpadax
OMnucei 3TUX LOKYMEHTOB.

Mpuy yyeTe eAnHNL, XpaHEHUS B COCTaBe eJUHNLbI YUYeTa ayN0oBN3YyasibHbIX JOKYMEHTOB:

eIMHNLbI XpaHeHWs AnanibMOB PacrnonaratoTcs no nopsLKy HOMepoB PY/IOHOB;

e[VNHULbl XpaHeHUs KWUHOLOKYMEHTOB pacrosiaratoTcsi Mo 3/1eMeHTaM KOMIJIEKTA, BHYTPU
KOTOPOro HyMepyroTCs Mo NopsaKy HOMEPOB YacTeil;

eMHNLLbI XpaHeHNs (DOHOLOKYMEHTOB PacrosiaraloTcs B NnopsiakKe nNpon3BoACTBEHHbLIX HOMEPOB.

YueT CTpaxoBoro (oHa 1 oHaa Nonb3oBaHUS

3.7.14. O6bem CcTpaxoBoro (oHAa W (oHAA MOMb30BaHMSA W3MepPsieTCd B eAMHULAx
XpaHeHus/eagnHMLAaX yyeTa, a Takxe B:

Kagpax - A1 KONuii apXmBHbIX OKYMEHTOB Ha 6yMaXKHO OCHOBE U (DOTOAOKYMEHTOB;

MeTpax - 41 KONuii KNHOAOKYMEHTOB;

BPEMEHM 3BYYaHWS - AN KOMWiA (HOHOLOKYMEHTOB;

B MerabainTax - fAns KONWin 3NeKTPOHHBIX JOKYMEHTOB.

Mpy 3TOM OTAE/IbHO YYUTBIBAKOTCA CTPAXOBble KOMUM YHUKA/IbHBIX JOKYMEHTOB U 0CO60 LieHHbIX
[JOKYMEHTOB M KOMMU (hoHAA NO/b30BaHUSA, OTCHATbIE C apPXMBHbIX JOKYMEHTOB Ha GYMaXXHO O0CHOBe
(pasgenbHO  Ha  PY/NOHHOM M/IeHKe UK MUKpouwax); KUHOLOKYMEHTOB;, (POTOLOKYMEHTOB;
(hOHOZLOKYMEHTOB; BUAEO(OHOrpamMM; 3MIEKTPOHHbIX JOKYMEHTOB.

YuyeT BefeTca MO KHWram ydeta MOCTYMEHWA CTPaxoBoro oHga v (oHAa Monb30BaHUA U
ONuCAM CTPaxoBOro (HoHAa. Y4eT NOCTYMN/EHWUA U BblObITUS CTPaXOBbIX KOMWIA OCYLLECTBSETCS Ha
OCHOBaHWUM 3aKa30B Ha N3roTOB/IEHWE CTPAX0BbIX KOMWIA 1 KONWIA (POHAA NOMb30BaHMWS, akTOB NpuemMa-
nepefaynm CTpaxoBbIX KOMWIA Ha CcneuMasbHOE XpaHeHWe W Apyrnx akToB. K KHuram ydeta
MOCTYN/IEHNIA eXXerogHO COCTaB/AETCSA UTOroBas 3anmchb.

Onuck cTpaxoBoro (oHAa coctasnAoTca B 3 ak3emnispax. [epsble 3K3eMMNAsAPbI NepesaroTcs
BMeCTe CO CTPaxOBbIMW KOMUAMW YHUKA/IbHbIX [OKYMEHTOB M 0CO00 LEHHBbIX [OKYMEHTOB B
crneyunanbHbIi apXxmB, BTOPbIE Y TPETbM OCTatOTCA B apXMBE.

Mo Mepe KONMPOBaHWA 1 Nepeaayn CTPaxoBbIX KOMUA YHUKa/IbHbIX AOKYMEHTOB 1 0CO60 LieHHbIX
[JOKYMEHTOB B CreuuasbHbIA apxXmB K OMUCAM CTPaxoBOro (hoHAa COCTaBNAKTCA HOBblE MTOrOBble
3arnmcu B yCTaHOB/IEHHOM nopsgke (cMm. n. 3.5.6).

B onucax pfen, AOKYMeHTOB B rpage "TlpumeyaHus” HanpoTWB 3arofioBKa CKOMUPOBaHHOM
eIMHNLbBI XpaHeHus/eanHULbl yveTa npocTasnsetcs wrtamn "C®". Ecnm cKonupoBaHbl BCe [ena,
[IOKYMEHTbI, BK/IHOYEHHbIe B OMnucb, Wrtamn "C®" npocTaBnseTca TONbKO Ha TUTYNLHOM /UCTe U
06/10)kKKe onucK fef, LOKYMEHTOB.

3.7.14.1. 3a eanHNLY XpaHeHUs/efMHULLY yyeTa CTPaxoBOro (POHAA YHUKabHbIX LOKYMEHTOB U
0C060 LEHHbIX [OKYMEHTOB Ha OYMa)KHOW OCHOBE Ha PY/IOHHON MAeHKe MPUHUMAETCA (PU3NYECKM
060C06/1eHHbIV PYNOH MUKPOUIbMA.

B KHUry yyeTa NOCTyNeHW CTpaxoBoro oHAa 1 (PoHAA NOb30BaHWSA Ha PY/IOHHON M/eHKe B
Ba/IOBOM nopsiake (BHe 3aBUCUMMOCTM OT (POHAOBON MPUHALNEXHOCTU [AOKYMEHTOB) Ha OCHOBaHWM
3aKasa Ha M3roToB/ieHMe CTPaxXOBbIX KOMWUIA 3aHOCUTCA KaXKAas efjMHMLA XpaHEHUS CTPaxoBOro oHAa.
Mo KHWre y4yeTa MOCTynneHWA (rpada 1) eaMHMLAM XpaHeHUs CTPaxoBOro (hoHAa MpucBamBatoTCA
YUeTHble HOMepa, KOTOpble ABNAKTCA COCTABHOM YaCTbi0 MX apXMBHbIX LUM(POB.



Ha BCe CTpaxoBble KOMUU YHWKa/IbHbIX [LOKYMEHTOB W 0CO60 LEHHbIX [OKYMEHTOB BHe
3aBMCMMOCTI OT MX (POHAO0BON MPUHAA/IEXXHOCTN COCTaBMISETCA OMNUCL CTPAXOBOro POHAA, HyMepawms
eIMHNL, XpaHEHNS CTPaxoBOro ()oHAa B KOTOPOiA COOTBETCTBYET YYETHLIM HOMEPaM, MPUCBOEHHLIM 1M
MO KHUre yyeTa NOCTYMIEHWUA.

ApPXMBHBIM LLIMHPOM eLUHULLbI XPAHEHWNA CTPax0oBOro (OHAA ABMAETCA Ha3BaHVe apxuBa, HOMep
OnucK CTPaxoBoro (hoHZa, HOMep y4yeTa efUHWLbl XPaHEHUS CTPaxoBOro (hoHAa € Ao6aBneHnem
nHaekca "Co".

3.7.14.2. 3a eguHMLy Yy4yeTa CTPaxoBOro (oHAa [JOKYMEHTOB Ha OyMaXKHON OCHOBE Ha
MUKpOULLIAX NPUHMMAETCH OfHA WAN HECKOMIbKO MWMKPO(ULI, OTCHATbIX C OAHOro pfena u
MOMELLEHHbIX B OAVH KOHBEPT, 3a eAMHULY XpaHeHNs - MUKPOgULLA.

Mo KHUre ydyeta MOCTYM/EHUA CTPaxoBOro (oHAa M (oHAA MONb30BaHMA Ha MUKpOgMLLIaxX
KadK,0MY MOCTYN/IEHWIO MPUCBanMBaeTCA NOPSAKOBLIA HOMep. KonnyecTBeHHbIe NoKasaTenn BHOCATCA €
Y4YeTOM (DOHAOBOW MPUHALNEXHOCTU OTCHATLIX KOMUIA MO KaXXAOMY apXMBHOMY ()OHAY W onucu gen,
LOKYMEHTOB OTAEe/NbHO.

Onucyn cTpaxoBoro (YoHAa Ha MMKPO(ULLAX COCTaBMAKOTCA pasfefibHO Ha CTpaxoBble KOMuu
KaXK[,0r0 apXMBHOro (hOHAA, O4HY WM HECKO/bKO ero OMnucei.

Y4yeTHbIM HOMEPOM eAMHULbI ydeTa CTPaxoBoro oHAa 1 (YoHAa NoNb30BaHUA LOKYMEHTOB Ha
OYMa)KHO OCHOBE, M3rOTOBNEHHOIN0 Ha MUKPOMULLAX, ABNAETCA YYeTHbI HOMep OTCHATOro fena,
apXMBHbIM LUM(POM - COOTBETCTBEHHO, apXMBHbIN LUMGP OTCHATOrO Aena ¢ AobaBfeHNeEM WHAEKca
"C®" - ona ctpaxosoro oHaa n "M ("Mo3ntme™), "4" (" Anasokonuna™) - ons poHAa Nonb30BaHUS.

3.7.14.3. EAvHWUBI XpaHeHus/eaMHULbl y4yeTa CTPaxoBoro (oHZa W (¢oHAa Mo/b30BaHUSA
ayaAVOoBU3YaNibHbIX AOKYMEHTOB UAEHTUYHbI eMHMLAM XpaHeHus/euHuLaM yyeta ayavoBU3yaibHbIX
[LOKYMEHTOB.

CTpaxoBble KOMUW KUHO- M (POTOAOKYMEHTOB YUWUTLIBAKOTCA HE3aBUCUMO OT BuAa KWHO- Y
(hOTOAOKYMEHTOB B KHMIax y4yeta NOCTYMIEHWIA 1 ONUCAX CTPaxoBoro PoHAa 1 hoHAa Nosb30BaHuUS.

CTpaxoBble KOMWU (HOHOAOKYMEHTOB HA MAarHUTHOM /NeHTe W FpaMOpUrvHaNoB M3-3a UX
060C06/1eHHOI0 XpaHEHNS YUUTLIBAKOTCA B pa3HbIX KHMUIax yyeTta MnocTyrnaeHNin N ONnUCsX.

B wTOroBbIX 3anucAX KHWT ydyeTa MOCTYMAEHWA W ONuCeli CTpaxoBoro coHga u oHaa
Mosb30BaHUSA KMHOPOTOLOKYMEHTOB M (POHOLOKYMEHTOB Ha METa/IIMYECKUX AUCKAX LOMOHUTENbHO
MOXET YKasblBaTbCA KONMYECTBO efMHUL, XPaHEHNS COOTBETCTBEHHO MPOMEXXYTOYHbLIX MO3UTUBOB U
KOHTPaTMMNOB; NO3UTUBOB U Ay6/b-Heratueos; HeveTHbIX (1) 1 yeTHbIX (1) rpamopurnHaios.

B MTOroBbIX 3anucsiX K OMUCAM CTPaxoBbIX KOMWIA KWHOGOTO(OHOAOKYMEHTOB YKa3blBaeTCs
TaKXe nX 06beM B MeTpax, Kagpax, yacax 3ByvaHus.

Homep egnHMLpbl yyeTa CTpaxoBoro YoH4a KUHOMOTOOHOLOKYMEHTOB MEPEHOCUTCS B ONUCH Y3
KHATM  ydeTa MOCTYMNEHWA. APXMBHbIM  LWUMGPOM  eAMHULBI  y4yeTa CTpaxoBoro (HoHga
KMHO(OTO(OHOAO0KYMEHTA ABMIAETCA Ha3BaHMe apxuBa, HOMEP efUHWLbI y4eTa CTPaxoBoro (yoHaa C
no6aBneHmem nHaekca "Co",

3.7.14.4. Y4yeT KONWIA apXMBHbIX [JOKYMEHTOB, CO3[aHHbIX B MPOLIECCE WX WCMO/Mb30BaHUS W
BK/IIOYEHHbIX B (JOHA MO/Mb30BaHWS, BEAETCA B apXvMBe B OTAENbHON KHUre y4yeTa KOMWUIA 3TUX
LOKYMEHTOB.

YueT My3eiHbIX NpeaMeToB 1 6MB6IMOTEYHbIX (DOHAO0B

3.7.15. YyeT My3eliHbIX NpeLMeTOB, ABNAIOLLMXCA BNOXKEHNEM B /10, BEAETCA B YCTAHOB/IEHHOM
nopsagke (cm. n. 3.7.13).

Mys3eiiHble NpeAMeTbl, He ABSAIOLLMECS BIOXEHUAMUN B [e0, MPUHATbIE HA XPaHEHME B COCTaBe
apXMBHOIO (hOHAQ, YYMTBIBAKOTCA B COCTaBE 3TOM0 POHAA KaK eAvHULbI XpaHeHUs. Tpu 3Ha4YMTeNbHOM
KOMIMYeCTBe TaKNX efMHWL, XPaHEHUS HA HUX COCTaB/AETCA OTAeNbHaA ONUCh fef, LJOKYMEHTOB.

BkntoyeHne B coctaB MyseliHOro gooHga Poccuiickoid defepaumm 1 yyeT [aHHbIX My3elHbIX
NMpeLMeTOB  OCYLLECTBAAOTCA B COOTBETCTBUM C  MOPSAAKOM, YCTAHOB/IEHHBIM  CreLuaibHO
YMO/IHOMOYEHHbIM ~ (PefepasibHbIM - OpraHoM  UCMOMIHWUTENbHOW  BnacTv  ana  MyseilHoro (hoHga
Poccuiickoii depaepauun.



YueT My3eiHbIX MPeaMeToB, COAepXalluMX [paroueHHble MeTallbl U KaMHW, BeeTCs B
yCTaHoB/IEHHOM nopsgke (cMm. n. 3.7.10).

3.7.16. Yuer 06M61MOTEYHOrO (CrpaBOYHO-UH(OPMALMOHHOIO) (oHAa apxuBa BeAeTcd B
COOTBETCTBUWN C MOPALKOM, YCTAHOB/IEHHbIM CMeLuanbHO YNOHOMOYEHHbIM (hefepasibHbIM OpraHoM
MCNOMHUTENIbHOW BNACTN 418 61MBIMOTEUHbIX (DOHLOB.

IV. OpraHu3auus KOMMIeKToBaHUs apXuBa JOKYMeHTaMu
apXMBHOTo (hoHAa Poccuiickoii deaepauum n apyrmm
apPXMBHbIM JOKYMEHTaMW

(B pa3fene Ha rocyaapcTBeHHble U MyHUUMNAIbHbIE MYy3en 1 6BUBNNOTEKN PacnpoCTPaHATCA M.
43,431,432,442,443,44.4,4.7)

4.1. CuctemaTnyeckoe MOMOJMHEHWE apxuBa [OKYyMeHTamMu ApPXMBHOro (oHga Poccuiickoit
Pepepauuy (KOMMNIEKTOBAHME apXMBa) BK/IHOYAET:

onpefeneHne NCTOYHMKOB KOMMIEKTOBaHMA apXuBa,

onpeaeneHne cocTaBa apXUBHbIX JOKYMEHTOB, NOANEXALUNX NPUEMY B apXUB,;

nprvem-nepeaady apxmBHbIX JOKYMEHTOB B apXUB.

VICTOYHNKIN KOMNIEKTOBaHNS apxuBa

4.2. [ocyfapCTBeHHbIE OpraHbl U OpraHbl MEcTHOro camMOyrnpas/ieHUA BK/OYAKTCA B CMUCKK
MCTOYHMKOB KOMI/IEKTOBAHNA T[OCYLAPCTBEHHLIX W MYHUUMMATbHBIX apXMBOB B 06s3aTe/lbHOM
nopsake.

IcTOYHMKaMn KOMMNEKTOBaHNA apXyBa BbICTYNAOT TaKXKe OpraHu3auumy 1 rpaxaHe, B npotiecce
[eAaTeIbHOCTU KOTOPbIX 06pasytoTcst LOKYMeHTbl ApXMBHOI0 poHAa Poccuiickon deaepauu.

HerocyfapCTBeHHbIE OpraHuMsauun, a TakXke rpakaaHe BKIHOYalOTCA B CMUCKU UCTOYHMKOB
KOMM/IEKTOBaHWUSA apX1Ba Ha OCHOBaHWW AOroBopa.

HerocyfapCTBeHHble OpraHuM3auuu, BPEMEHHO XpaHsWMe [OKYMeHTbl APXMBHOIO (oHAa
Poccuitckori ®efiepalmmn, OTHOCSLLIMECS K (peaepasibHON COOGCTBEHHOCTU, COOCTBEHHOCTU CYOBLEKTOB
Poccuiickori Pefepalimn UM MyHULMNIbHONM COBCTBEHHOCTU, BKKOYAOTCA B CMMUCKWU UCTOUYHUKOB
KOMMMIEKTOBAHNS ~ TeX apXMBOB, WCTOYHMKAMW  KOMM/IEKTOBAHUS  KOTOPbLIX  ABNAIUCL  UX
NPeALLIeCTBEHHUKN - TOCYAAPCTBEHHbIE U MyHULMNa/IbHbIE OpraHn3aLun.

4.2.1. OTHeceHME K WCTOYHMKaM KOMIMEKTOBAHUSA apXuBa MNPOU3BOAUTCA HAa OCHOBaHMUU
KpuUTEpUeB:

A1 OpraHu3aLuii:

(hYHKLMOHaNbHO-L,eN1eBOI0 Ha3HauYeHNs opraHm3aumm (4na rpynnbl opraHu3auuii, BoIMONHSAKOLLMX
aHaIorMyHble PYHKLMK, UCNOMb3yeTcs PopMa BbIGOPOUHOTO Nprema);

MOJTHOTbI OTPaXKEHUSA MH(OPMaLUK O AeATeNlbHOCTM OpraHu3aumMm B apXMBHbIX (POHAAX ApYrux
opraHu3aumii;

ANA TpadKaaH:

BK/1a[ rpaaaHnHa B pa3BuTHe HayKu, KyNbTypbl U Apyrux obnactei AesTeNbHOCTHY;

ero po/ib B Ka4eCTBe Y4YaCTHUKA, O4eBMU/LA BbILAIOLMXCA COObITUI B XXN3HM OOLLECTBA;

POACTBEHHbIE, [PYXKECKMe, TBOPYECKME CBA3WM TrpaXKJaHWHa, MeCTo paboTbl, 3aHMMaemas
[OJIKHOCTb;

TUMNYHOCTb €ro apXMBHbLIX JOKYMEHTOB /151 3NOXW (LOKYMEHTbI "pALoBbLIX" rpaXkaaH);

COCTaB N CofepXKaHne COBPaHHbIX rpaXKAaHVHOM apXMBHbIX JOKYMEHTOB.

CnNCKM MCTOYHNKOB KOMI/IEKTOBaHUA apXunBa
4.2.2. CnUCKN WCTOYHMKOB KOMMJIEKTOBAHUSA COCTaBNAKTCA apXMBOM Ha OCHOBaHUU

3aKoHofaTenbCcTBa 06 apxMBHOM fene B Poccuiickoin depepauymmn, HOpM M. 4.2 1 4.2.1 HacToAWMX
MpaBun, a TakKke peKOMeHZauui crneuuanbHO  YNOSHOMOYEHHOTO  (heflepasibHOTO  OpraHa



NCNONHUTENbHON BNacTh B cthepe apXMBHOIO fena, NOArOTOB/IEHHbIX CAMOCTOATENIbHO UM COBMECTHO
C ApyruMun eaepanbHbIMKA OpraHaMn MCMOMHUTENIbHOW BNacTW, B TOM YMCNE OCYLLECTBASOLLMMM
[eno3nTapHoe XpaHeHve JOKYMeHTOB ApXMBHOIO (hoHAa Poccuiickor depgepauun.

ApX1B BeAET CMNCOK OpraHm3aunii - UICTOYHNUKOB KOMMNNEKTOBAHNSA NO YCTaHOBNEHHOM (hopMe.

Cnucok rpaxgaH (COOCTBEHHVMKOB WM BafeNbLeB apXWMBHbLIX AOKYMEHTOB) - WCTOYHMKOB
KOMMN/IEKTOBaHWSA BEAETCA MO NPUHATON B apXmBe hopme € 06513aTe/lbHbIM YKa3aHUeM haMuinii, UMeH,
OTYeCTB, aApPEecOB MeCTa >XWUTEe/bCTBA, HPUANYECKOr0 060CHOBaHWA BO3MOXHOCTM MNepefayunm unx
apXMBHbLIX OKYMEHTOB B apXMB.

B apxvBe, NpyHMMAIOLLEM HAa XpaHEHWe pa3/INYHble BUAbI apPXMBHbLIX LOKYMEHTOB, COCTaBAOTCA
N BeayTCcA CamOCTOATE/IbHble CMWCKW OpraHuM3auuiAi - WCTOYHWKOB KOMIM/IEKTOBAHUS HAY4HO-
TEXHNYECKON  [OKYMeHTauuen,  CrUCKM  opraHmsaumii -  UCTOYHWKOB  KOMM/EKTOBaHMS
ayanoBu3yasbHbIMU JOKYMEHTaMMU.

4.2.2.1. TIpoeKkTbl CMUCKOB WCTOYHWKOB KOMIM/IEKTOBAHWUA (efepasibHbIX OCYAapCTBEHHbIX
apXxMBOB MOCNe PAacCMOTPEHWS WX Ha 3KCMNEepTHO-MPOBEpOYHON  Kommuccum (OMK) apxmBa
NpeLCcTaBNseTca Ha cornacoBaHue LleHTpasbHOM  3KCNepTHO-MPOoBepoYHOin  Komuccnn  (L3MK)
cneynanbHO YNoNHOMOYEHHOro (heAepanbHOro opraHa MCNOMHWUTENbHON BNacTu B Cepe apXmBHOMO
[ena; rocyapCTBeHHbIX apXmMBoB CybbekTa Poccuiickor ®efepaunyt 1 MyHULMNIbHLIX apXMBOB - Ha
cornacosaHme OlMK YyNONHOMOYEHHOro oOpraHa WCMOMHUTENbHOW BNacTM cybbekTa Poccuiickoi
defiepaunn B chepe apxXMBHOMO fena; opraHu3aunii POCCMIMCKON akafeMun HayK - Ha corniacoBaHue
AMNK ApxuBa Poccuiickoii akagemmnn Hayk.

PeweHue LIOMK cneymansHO YNOAHOMOYEHHOIO PeaepasibHOro opraHa UCMoNHUTEIbHOM BacTy
B ctepe apxmBHOro fena, AMK ynonHOMOYEHHOro opraHa WCMOAHWUTENbHON BMacTU CybbekTa
Poccuiickort Pefepauun B cepe apxmBHoro gena, MK Apxua PoccUACKOA akafieMny HayK O
COr/lacoBaHMM CMMCKa WMCTOYHMKOB KOMMJEKTOBAHMSA apXxuBa $BMSETCA OCHOBaHMEM [Ns  ero
YTBEPXAEHNA PYKOBOACTBOM COOTBETCTBYIOLLErO apXxuBa WIM OpraHoOM MECTHOIO CcamoyrpaB/ieHus
(ans MyHMUMNANbHBIX apXUBOB), NPE3NANYMOM POCCUIACKONM aKafemMnmn Hayk.

ApXu1B BNpaBe BECTU CMNCOK BO3MOXHbLIX UCTOYHNKOB KOMIM/IEKTOBAHUS.

CnpaBKK, 3KCNEPTHbIE 3aK/HOUEHMS 0 BKIKOUEHNI OpraHn3aUmin 1 rpaxaaH B CNNCKM UCTOYHNKOB
KOMNM/IEKTOBAHNA apXmBa WU UCKIKOYEHUN UX U3 YKa3aHHbIX CMUCKOB, a TakKXe 0 (hopMe npuema
apXMBHbLIX OKYMEHTOB Ha XpaHeHWe 1 NPeAcTaBNAaTCA:

(heaepaibHbIMM - TOCYAAapPCTBEHHbIMM  apxmMBaMyu - Ha paccMoTpeHne LMK  chneynansHO
YMOTHOMOYEHHOI 0 (hefiepanbHOro opraHa UCMONHUTENbHON BacTh B cthepe apXMBHOIO fena (pewleHmne
06 MCKNIOYEHUW oOpraHusaumm K3 CNuUCKa WUCTOYHMKOB  KOMMJIEKTOBaHMSA  (pefepasibHoro
rocyflapCTBEHHOro apxvBa B C/lydyae ee /fuvkBugauum npuHumaetca MK degepasbHOro
rocyaapCTBEHHOr0 apXxmBa);

rocyAapCTBEHHbIMM apXuMBamy CyObLEKTOB Poccuitickoin ®defepaumn 1M MyHULMNATbHLIMU
apxvBamn - Ha paccmoTpeHue OINK ynosHOMOYEHHOrO opraHa WCMOHUTENIbHOW BNacTh CybbekTa
Poccuiickoii deaepauun B chepe apXmMBHOFO AeNa;

opraHm3auusamm PocCUIACKO akagemMum HayK - Ha paccmoTpeHue OMNK ApxuBa Poccuitckoi
aKafleM1n Hayk.

YTOUHEHME Y MepeyTBEePXKAEHNE CMTUCKOB NCTOYHNUKOB KOMM/IEKTOBAHUA apXBOB NPOBOAUTCA MO
Mepe HeobxoaumocT. OCHOBaHMEM A1 3TOr0 ABMSKOTCA: CO34aHue, peopraHu3auus, NMKBMAALNA
rocyflapCTBEHHOr0  opraHa, oOpraHa MeCTHOro  camOynpaB/eHWs,  opraHusauun;  OTKa3
HerocyfapCTBeHHbIX OpraHM3aumMii U rpaxgaH OT COTPYAHMYECTBa C apXMBOM (pacTOpXKeHue
[oroeopa); peweHne LIAMNK cneumansHO YNoMHOMOYEHHOTO (heaepasbHOro opraHa UCNOMHUTENbHON
BMacTu B chepe apxuBHoro aena, MK ynonHOMOYEHHOro opraHa MCMOMHUTENbHOW BNacTh CybbekTa
Poccuitckori ®efiepaummn B cgepe apxuBHoro aena u MK Apxua POCCUICKON akageMum Hayk O
nepegade opraHu3aumm B CMCOK MCTOYHNKOB KOMMIEKTOBAHNA APYroro apxmnea. OpraHn3aums MoxeT
ObITb MCK/OYEHA M3 CMMCKA MCTOYHWMKOB KOMIM/IEKTOBAHMS apxXuBa, ecniv B MpoLecce AeATeNlbHOCTM
OpraHu3auun nepectanm 06pa3oBbIBaTbCA AOKYMEHTbI APXMBHOIO thoHAa Poccuiickoin deaepaumn.

4.2.3. ApxvB BefleT HabnoaaTenbHOe 610 Ha KaXKablil roCy1apCTBEHHbI OpraH, opraH MeCcTHOro
CamMoyrnpaB/ieHNA U OpraHM3auuio - UCTOYHWK KOMMJIEKTOBaHMUSA apXmBa, B KOTOPOE BK/OYaKOTCA



NOKYMEHTbI, XapaKTepu3yloLLe ero MpaBOBOM CTAaTyC W [esTeNbHOCTb, a TaKXe paboTy apxvBa M
OpraHm3auuio AOKYMEHTOB B €/I0NPou3BOACTBe. HabntoaaTenbHOe AeN0 MOXET BOblTh 3aBeAeHO U Ha
rpaXaaHWHa - UCTOUYHWUK KOMMIEKTOBAHMS apXMBa, B KOTOPOE BK/OUAIOTCS CBEJEHWS O COCTaBE U
COAEPXKaHN ero apxXuBHbIX JOKYMEHTOB.

B uensx ydyeta paboTbl C WCTOYHMKAMU KOMIMMIEKTOBAHWS apXuB BrpaBe CO3[aBaTb YYETHO-
CMpaBOYHble KapTOTEKM 1 6a3bl JaHHbIX.

MopsiAoK 3KCMepTH3bl LLEHHOCTW AOKYMEHTOB

4.3. ApxXuBHble JOKYMEHTbI BKNOYAOTCA B COCTaB ApPXMBHOro (hoHaa Poccuitickoin depepauum
Ha OCHOBAHWUW 3KCNEepPTU3bl LLEHHOCTN LOKYMEHTOB (T.e. U3y4YeHUs SOKYMEHTOB Ha OCHOBE KpuUTepueB
MX LEHHOCTM B LensX OMnpefeneHns CPOKOB XpaHeHWs [LOKYMEHTOB M MX 0T6opa Ha MOCTOSIHHOe
XpaHeHwue).

BkntoyeHne JOKYMEHTOB B COCTaB ApPXMBHOIO PoHAa Poccuitickoii Pefepalmmn OCyLLECTBAAETCS
Ha OCHOBE KOMMJIEKCHOTO MPUMEHEHUS KPUTEPWUEB MPOUCXOXAEHNA LOKYMEHTOB ((MYHKLMOHA/IbHO-
LleNIeBOe Ha3HayeHMe WUCTOYHMKA KOMMJIEKTOBaHWA C Y4eTOM €ero 0co6oil ponu wau TUMOBOrO
XapakTepa, BpeMs M MeCTO CO3[JaHus [OKYMeHTa W T.M.), COAepXKaHWs [OKYMEHTOB (3HauYMMOCTb
NH(OpMaL MK, B TOM YUC/IE ee YHUKAIbHOCTb, TUMWYHOCTL WU MOBTOPSEMOCTb, BN LOKYMEHTA, €ero
NOANMHHOCTb), BHELLHMX 0COGEHHOCTEN JOKYMEHTOB ((hopMa PUKCMPOBaHMSA U Nepeaaqn cofepxaHus,
YL,0CTOBEPEHUSA U O(OPM/IEHNS LOKYMEHTA).

Mpy  BKIOYEHUMN [OKYMEHTOB B COCTaB ApxuMBHOro QoHga Poccuidckoin depepaymn
MCNONb3YETCA TaKkXKe (hopma NOBMAOBOI0 UAN FPYNMoOBOro BbIGOPOYHOro nprema JOKYMEHTOB.

4.3.1. PelleHne Hay4YHO-METOAMYECKMX BOMPOCOB, CBSI3aHHbLIX C 3KCMEPTU30M LEeHHOCTU
JOKYMEHTOB M BK/HOYEHMEM MX B cOCTaB ApxuMBHOro (hoHpa Poccwuiickoin defepaummn, a Takxe C
orpefesieHnemM B ero coctaBe 0CO60 LEHHbIX AOKYMEHTOB, B TOM YMC/e YHUKA/IbHbIX [LOKYMEHTOB,
ocywiectensercs LIOMK cneuuanbHO  YNOMHOMOYEHHOro (hefiepasibHOro OpraHa WCMOSIHUTENbHOM
B/1IACTW B Chepe apXmBHOro fena.

JKcnepTnsa  LEHHOCTW  [OKYMEHTOB  OCYLLECTB/IAETCA  YMO/JIHOMOYEHHbIM  OpraHom
NCMOMHUTENbHON BNacTM cybbekTa Poccuiickoin depepaumn B cdepe apXMBHOMO Aena, apxXuBoM
COBMECTHO C COOCTBEHHMKOM WM BNafeNibLieM apXUBHBIX JOKYMEHTOB B COOTBETCTBUN C KPUTEPUAMMU,
yCTaHOBNEHHbIMM B N. 4.3 HacToAWwmMX [Mpasun.

[Mpn npoBefeHUN 3KCMEPTU3bl LEHHOCTU [OKYMEHTOB M OMNpefeneHNUN CPOKOB XpaHeHWs
[IOKYMEHTOB apXWB PYKOBOACTBYETCA MEepPeYHAMN TUMOBLIX apXMBHbLIX AOKYMEHTOB C YyKa3aHWeM
CPOKOB XpaHEHWS; NnepeyHaMun JOKYMEHTOB, 06pa3yoLMXca B npoLecce AeATeNbHOCTU (efepasibHbIX
OpraHoB rocyfapCTBEHHOM BACTK, MHbIX FOCYAapCTBEHHbIX OpraHoB Poccuiickoin defepaumm, a Takke
B npouecce AesTeNbHOCTWM MOABELOMCTBEHHbLIX MM OpraHusauuidi, C yKa3aHWeM CPOKOB XpaHeHWS
(oTpacneBble MepeyHK); a TakxkKe CPOKaMU XpaHeHWUs OTAe/bHbIX BUAOB apXMBHbIX JOKYMEHTOB, B TOM
yucne He BOLUEAWMUX B YKa3aHHble MepeyHu, KOTOpble YCTaHaBMMBAOTCA 3aKOHOAATe/IbCTBOM
Poccuiickon depepauun.

PelleHVs 0 BKIOYeHUMM B cOCTaB APXMBHOro (oHga Poccuiickoit defepaumm KOHKPETHbIX
LOKYMeHTOB npuHumMaroTes MK defepanbHbIX rocyfapcTBEHHbIX apxuBoB, MK ynosiHOMOYEHHbIX
OpraHoB MCMONHWUTENBHON BnacTu CyobekToB Poccuiickoli Pefepaummn B Cepe apxMBHOro [fena,
3KCNepTHbIMU (POHA0BO-3aKYNOYHbIMU KOMUCCUAMW TOCYLAPCTBEHHbLIX Y MYHULMNAIbHLIX MY3€eB,
9KCMEPTHbIMU  KOMUCCUAMU  TOCYAAPCTBEHHBIX W MyHUUMNaIbHbIX  6ubnnoTtek, MK Apxusa
Poccuiickor AkafleMuy HayK MNpu YTBepXKAeHWW onuceid [fen, [OKYMEHTOB MOCTOSHHOrO CpoKa
XpaHeHus.

[MonHoMouMA 1 NOPALOK [AeATeNbHOCTU yKaszaHHbIX JMMK onpefenaroTca NoMOKEHUAMU O HUX,
pa3pabaTbiBaeMbIMM Ha OCHOBE COOTBETCTBYIOLUMX MPUMEPHBLIX MOMOXKEHWA, YTBEPXAeMbIX
CrneynanbHO YNoSTHOMOYEHHbIM (heflepasibHbIM OpPraHoOM MCMOMIHUTENBHOW BNacTU B chepe apXMBHOMO
Jena.

ApxvB paccmaTpvBaeT W TOTOBUT K yTBepxaeHuio IlNK ynonHOMOYEHHOro opraHa
MCNOMHUTENbHOW BNnacTu cybbekTa Poccuiickoin defepaumn B chepe apxXMBHOMO fAena onucu fgen,



LOKYMEHTOB (MM WX TOAOBble pasfefibl) MOCTOAHHOrO CpoKa XpaHeHus, 06pa3oBaBLUMXCA B
[leATeNIbHOCTN €ro MCTOYHMKOB KOMMIEKTOBaHUA. PeaepaibHble roCyAapCTBEHHbIE apXUBbl, APXUB
Poccuiickolr AKafieMrmn HayK YTBEPXKAAt0T yKa3aHHbIE ONUCK CaMOCTOSTENbHO.

ApXMB TOTOBUT K corfiacoBaHuio OMK yno/HOMOYEHHOro opraHa WCNOSHUTENbHON BRacTu
cybbekTa Poccuiickoil deflepaun B clepe apXvBHOIO Aena Wiv COrfiacoBblBaeT B COOTBETCTBUM C
npeLoCTaB/eHHbIMU eMy MOSIHOMOYUAMU OMUCK [N MO IMYHOMY cocTaBy (MM UX rofoBble pasgesbl),
aKTbl O HeucrnpaBMMbIX TMOBPEXAEHMAX [OKYMeHTOB (npunoxeHue Ne 1). ®depepanbHble
rocyfapCTBeHHble apxuBbl, ApxuB Poccuiickoil AKafeMun HayK MpOBOAAT — COrslacoBaHue
NnepeyvnCcneHHbIX JOKYMEHTOB CaMOCTOATENLHO.

BkntoyeHMe JOKYMEHTOB, HaXOAAWMXCA B YaCTHON COOCTBEHHOCTH, B COCTaB APXMBHOMO (hoHAA
Poccuiickort ®efepaumn OCYLLECTBAETCA Ha OCHOBaHWM 3KCMEPTM3bl LIEHHOCTU [OKYMEHTOB M
0(hopM/ISIETCS LOrOBOPOM MEXAY COOCTBEHHUKOM W/ BAAE/bLEEM apXUBHBIX LOKYMEHTOB U apX1BOM.
B faHHOM [0roBope yKasblBaloTCs 0053aHHOCTU COOCTBEHHMKA UIN Bajesnbla apXBHbLIX JOKYMEHTOB
MO XPaHEeHWHO, YHETY 1 UCMO/Mb30BaHUIO AOKYMEHTOB ApXMBHOro thoHaa Poccuiickoii defepaumu.

4.3.2. OKcnepTun3a LeHHOCTU JOKYMEHTOB B apXMBe NPOBOANTCA:

MO UCTEYEHUWN CPOKOB BPEMEHHOI0 XpaHeHUs apXMBHbIX AOKYMEHTOB, B TOM YMC/e AOKYMEHTOB
Nno /IMYHOMY COCTaBy, MOCTYMUBLUMX B apXMB OT JIMKBUAMPOBAHHLIX FOCYAapPCTBEHHLIX OPraHoB,
OpraHoB MeCTHOI0 CamoyrpaB/eHUs U opraHu3auuii;

npu MNOCTYMNEHUN B apXUB B WCKIKOUMUTENbHBLIX Cyvadax [AOKYMEHTOB B HeyrnopaLovYeHHOM
COCTOAHUY,

B C/lyyae 6e3B03BPaTHOr0 BbIBO3a apXMBHbIX AOKYMEHTOB 3a PY6eXx.

Mo pe3ynbTaTtaM 3KcnepTu3bl LLEHHOCTU AOKYMEHTOB, CPOKW BPEMEHHOro XpaHeHWs KOTOPbIX
NCTEKIN, B TOM 4YUCNEe [OKYMEHTOB MO JIMYHOMY COCTaBY, apXMB COCTaBNAET akT O BblAeNeHUU K
YHUUTOXXEHUIO [OKYMEHTOB, He MOAnexawnx xpaHeHuto (npunoxeHue Ne 11), M B yCTAHOB/IEHHOM
nopsigke BHOCUT U3MEHEHUSA B YUYETHbIE JOKYMEHTbI apXuBa.

B pesynbTate 3kcnepTu3bl LEHHOCTU JOKYMEHTOB, MOCTYMNUBLUNX B apXMB B HeynopsaaoYeHHOM
COCTOAIHUW, apXMB COCTaBNAET OMUCK [eN, OOKYMEHTOB MOCTOAHHOIO XpaHeHus, Oonucu faen
BpemMeHHOro (cBbile 10 f1eT) cpoKa XpaHeHUs, OnNucK fen no JIMYHOMY COCTaBYy M aKT O BblENEHUN K
YHUUTOXEHUIO JOKYMEHTOB, He MOA/IeXaLLnX XpaHeHno (npunoxeHue Ne 11).

Mog/exxallme YHUUTOXEHUIO apXMBHbIE JOKYMEHTbI NepesaroTcs Ha nepepaboTky (YTUImn3auuio)
M CHUMAOTCA C y4yeTa B YCTaHOB/eHHOM rnopsake. Caaya fen odopmaseTcs npuemo-caaTouHOM
HakK/MagHoM, B KOTOPOI yKasblBAtOTCA AaTa nepefayn, KOJMYECTBO CAaBaeMbIX AeN U BeC GYMaXHOM
MaKynaTypbl.

MopsiAoK Npuema apXmBHbIX AOKYMEHTOB

4.4. OT MCTOYHMKOB KOMI/IEKTOBAHUA apxuBa AOKYMEHTbl APXMBHOroO (hoHAa PocCCUiACKOiA
defepaymn  NPUHMMAKOTCA  FOCYAAPCTBEHHBIM WU MYHULMNATbHBIM  apXvMBaMK, OpraHu3aluel
Poccuiickor akafleMmn HayK Mo WCTeYeHWM CPOKOB WX BPEMEHHOr0 XpaHeHWs, YCTaHOBJ/IEHHbIX
3aKoHoAaTeNnbCTBOM Poccuiickoin degepamu.

B MCKMOUNTENbHBIX Cyvasx CPOKWM BPEMEHHOrO XpaHeHWs [LOKYMEHTOB APXMBHOrO (PoHAa
Poccuiickoii Pefepaummn MOryT ObITb NPOAJIEHBI MO MPOCbOE NCTOYHNKOB KOMM/IEKTOBAHWS apXmBa npu
HeobX0AMMOCTM MPaKTUYECKOr0 UCMO/b30BaHUS apXMBHbLIX [JOKYMEHTOB WM OTCYTCTBUSA Y apxXmBa
BO3MOXXHOCTU [N1A MpUEMA YKasaHHbIX [OKYMEHTOB B CPOKW, YCTaHOBJIEHHble 3aKOHOAATe/lbCTBOM
Poccuiickort  ®epepaunn. TpognieHne yKasaHHbIX CPOKOB  OCYLUECTBASETCA: AN UCTOYHWUKOB
KOMM/IEKTOBaHWSA (pefilepasibHbIX apxXuBOB - pelueHneM 3MK degepanbHbIX apxyMBOB; 415 UCTOYHUKOB
KOMM/IEKTOBaHUSA [pYrux apxuBoB - pelleHvem 3IMK yrnosHOMOYEHHbIX OpraHoB MCMOHUTE/IbHOM
BnacTm cybbekToB Poccuiickori  Pefepaumn B Cepe apXMBHOIO fena; AN UCTOYHUKOB
KOMM/ieKTOBaHMA ApXxmBa POCCMINCKOIN akageMum HayK - peleHmem QIMK 3Toro apxmea.

CpOK/ BpeMEHHOro XpaHeHWs [OKYMeHTOB ApXMBHOro oHga Poccuiickoin Pefepaumn B
HerocyapCTBeHHbIX OpraHM3auuax onpeaenstoTcs B JOroBOpPe MEXAY apXMBOM M COOCTBEHHWUKOM W/
BnafenbLemM yKasaHHbIX JOKYMEHTOB.



4.4.1. Tpvem [OKyMeHTOB ApxmBHOro ¢oHga Poccuiickoin dPegepaumm OT UCTOUYHUKOB
KOMM/IEKTOBaHMS OCYLLECTBASETCA FOCYAapPCTBEHHLIM M MYHULMMAIbHBIM apXyMBamu, OpraHusaumen
POCCUIACKOM akafleMMn HaykK B COOTBETCTBMM C MNJIAHOM-rpamkom, KOTOpPbIA YTBepXaeTcs
PYKOBOLCTBOM apXuBa MO COrNacoBaHWK C WCTOYHWKaMWM KOMMJIEKTOBaHWSA. BHennaHoBbIN npuem
JOKYMEHTOB ApXMBHOro thoHga Poccuiickoin depepauun, a TakKe apXMBHbIX [OKYMEHTOB, CPOKM
BPEMEHHOI0 XpaHeHWs KOTOPbIX He WCTEK/N, OCYLLECTBIAETCA B Clyyae NMKBUAUMM WCTOYHMKA
KOMM/IEKTOBAHWSA WK B C/lyYae Yrpo3bl COXPaHHOCTW apXMBHbIX JOKYMEHTOB.

Mo npocbbe WCTOYHMKOB KOMMAEKTOBAHMS W MpPW  HaauyuMm  CBOBOAHBLIX  MaoLiagei
rOCYAapCTBEHHbIA Y MYHULUMNAIbHLIA apXMBbl, OpraHmsaums POCCUIACKOM akafeMun HaykK MOXeT
OCYLLECTB/ATb JOCPOYUHbINA NpreM LOKYMEHTOB ApXMBHOro (hoHaa Poccuitickoii deaepaunm, a Takke
BPEMEHHOE XpaHeHMe apXMBHbIX AOKYMEHTOB Ha OCHOBE [orosopa. IMpuem apXmBHbIX LOKYMEHTOB Ha
BPEMEHHOE XpaHeHMe O(OPMJISETCA TaKXe akToM Mnpuema-rnepefayn AOKYMEHTOB Ha XpaHeHue
(npunoxeHune Ne 9) 1 NPOM3BOAUTCA NO CAATOYHON OMUCK.

ApXVBHble [AOKYMEHTbl MPUHUMAIOTCS B TOCYAAPCTBEHHBbIA W MYHUUMNAIbHLIA  apXuBbl,
opraHu3aumio POCCUMICKOW akafleMun HayK B YNOPSAOYEHHOM COCTOSIHUM C COOTBETCTBYHOLLUM
Hay4HO-CNpaBOYHbIM annapaTtoMm W CTPaxoBbiMW KOMUAMU Ha 0CO60 LEHHble [OKYMEHTbl W
YHUKa/IbHblE [OKYMEHTbI. Bce paboThbl, CBsi3aHHble C OTOOPOM, NMOATOTOBKON M nepefadeit apXmBHbIX
JOKYMEHTOB Ha MOCTOSIHHOE XpaHeHWe, B TOM 4YuCie C WX YNOPSAOYEHWEM U TPaHCMOPTUPOBKOW,
BbIMO/IHAKOTCA 32 CYET CPELCTB UCTOYHMKOB KOMM/IEKTOBAHNUS, NepejatoLmX yKasaHHbIe JOKYMEHTbI.

Mpy npveme apXMBHbLIX [LOKYMEHTOB MPOBOAATCA MPOBEPKA WX (PU3NYECKOro, CaHWTApHO-
FMIMEHNYECKOro, TEXHUYECKOrO COCTOSIHMSA, a TaKKe NPOBepKa CTPaxoBblX KOMW Ha 0CO00 LieHHbIe
LOKYMEHTbI M YHUKa/IbHbIE OKYMEHTBI U MPOBEPKa KOMM/IEKTHOCTU YUYETHbIX JOKYMEHTOB.

[OKyMeHTbl ApXMBHOTO hoHAa Poccuiickon ®efepaumv NPUHMMAKOTCS B FOCYAaPCTBEHHbIN U
MYHULMNaNbHbIA apXyB, OpraHM3aunio POCCUIACKON akafleMmMn HayK no yTeepxaeHHbIM MK onucam
[en, [JOKYMEHTOB; [OKYMEHTbl MO /MYHOMY COCTaBy - MO cornacoBaHHbIM MK onucam gen,
[LOKYMEHTOB; apXVBHbIE JOKYMEHTbI C HEUCTEKLLIVMU CPOKaMU BPEMEHHOIO XPaHEHUS - MO CAATOYHbIM
onucsamM.

Mpuem aen nNpov3BOAUTCA MOEAWMHWYHO; 0CO60 LEHHbIe Aena NMPUHUMAKOTCA C UX MOAUCTHOM
npoBepkoin. Ha Bcex ak3emnnapax onucy Aen, JOKYMEHTOB [e/aloTCsi OTMETKM O MpuemMe apXUBHbIX
[AOKYMEHTOB B apxuB. Mpu OTCYTCTBUN eMHNL, XpaHEHWS, YKa3aHHbIX B ONUCK feN, JOKYMEHTOB, B Heil
[leNnaeTca HoBas UTOroBas 3anuncb. Homepa OTCYTCTBYHOLMX eAVHUL, XPaHEHUS U NPUYUHBI OTCYTCTBUA
OroBapvBalOTCs B akTe npuemMa-nepegayy JOKYMEHTOB Ha XpaHeHVe 1 B NMpuiaraemMoi K akTy CripaBKe.
VCTOUYHMK KOMNMIEKTOBAHNSA NMPUHUMAET Mepbl MO PO3bICKY He MOCTYMUBLUMX Ha XpaHeHWe apXUBHbIX
[LOKYMEHTOB. YTpayeHHble NOA/IMHHbIE apXUBHbIE JOKYMEHTbI MOTYT ObITb 3aMEHeHbI X KOMUAMW.

MpriemM apXMBHbIX JOKYMEHTOB O(DOPM/ISETCA aKTOM NpuemMa-nepesaydn JOKYMEHTOB Ha XpaHeHue
(npunoxeHne Ne 9), cocTaBnsieMbIM B ABYX 3K3emnaapax. OAuH 3K3eMNAsap OCTaeTcs B apxuee, ApYron
- B UCTOYHWMKE KOMMNEKTOBaHMSA. BmecTe € apXMBHbIMW [OKYMEHTaMW B apxuB MepefarTcs Tpu
3K3emnnspa onucK fef, LOKYMEHTOB.

Mpy nepBoM MprveMe apXMBHbLIX [OKYMEHTOB OT WCTOYHMKA KOMI/JIEKTOBAHUA MPUHMMAETCA
TaKXXe WUCTOpMYecKas crpaBka O HeM W ero (oHAe, KOTopas 3aTeM [OMOJIHAETCA CBeAeHUAMU 06
N3MEHEHWSX B Ha3BaHMK, YHKUMAX, CTPYKTYPe MCTOYHMKA KOMMIeKTOBaHMS ((hoHA006pasoBatens).

Mpriem apXuBHbIX JOKYMEHTOB Ha BPEMEHHOEe XpaHeHVe 0(hOPM/ISETCA aKTOM MpuemMa-rnepesayn
[LOKYMEHTOB Ha XpaHeHue (npuioxeHune Ne 9) 1 Npom3BOAUTCA NO CAATOYHOM OMUCH.

4.4.2. JOKyMeHTbI OT rpaXkaaH nocTynatoT B apXMB U BK/IKOYAKOTCA B COCTaB APXMBHOIoO (PoHAa
Poccuiickori ®Peflepalin Mo [OroBopy [apeHus, Mo 3aBelaHunio, No LOroBopy Kynau-npojaxu, no
PeLLeHIo cyaa.

Mprem YyKa3aHHbIX [OKYMEHTOB B apXMB OCYLLECTB/ISETCA Ha OCHOBaHUWM pelueHns 3MK
(hefepasibHOro rocygapcTBeHHOro apxmea; IMMK ynonHOMOYEHHOro opraHa UCMOMHUTENbHOW BNacTu
cybobekTa Poccuitickori defepauun B cepe apXMBHOMO Aena; 3KCMepTHOW (HOHA0BO-3aKyMOYHOW
KOMUCCUMN TOCYAAPCTBEHHOIO MU MYHULMNANbHOTO My3€si; 3KCMEPTHON KOMUCCUW TOCYLapCTBEHHOM
UM MyHUUMNaNbHON 6mbnnotekn; MK ApxuBa POCCUMICKOM akagemMum HayK Mo pesynbTaram



PacCMOTPEHUA CLATOYHOM WM OLEHOYHOM OMUCKU M 3aK/IOYEHUs 3KCrepTa U OPOPMISETCA aKTOM
npuemMa Ha XpaHeHue LJOKYMEHTOB JIMYHOIO NPoucXoXaeHns (npunoxexve Ne 10).

Mpn oTpuuaTeNbHOM peLleHMM BOMpoca O NPUEMe WM NPUOBPETEHUN apXMBOM YKa3aHHbIX
apXMBHbIX LOKYMEHTOB, a TaKXe BO3BpaTe Mo pesynbTartamM 3KCMNepTu3bl LEEHHOCTN UX YacTu U3 Yucna
HaxXOAMBLUMXCA B apxuBe COCTaBMISETCA aKT BO3BpaTa AOKYMEHTOB B [BYX ak3emnnspax. OfuH
9K3eMNAp akTa OCTaeTcsa B apxuBe, LPYrOi BMeCTe C AOKYMeHTaMu (MX 4acTbio) BO3BpaLLaeTcs
COBGCTBEHHUKY WUV BNafesbLyy.

4.4.3. AyanoBusyasibHble LOKYMEHTbI MPUHMMAKOTCA HAa XpaHeHuWe B CrefyHoLLeM KOMIJIEKTE:
KWHOJOKYMEHTbI  ((bWNIbMbl, CMEUBbIMYCKW) - Heratus U300paXXeHWs, HeratMs (HOHOrpammbl,
MarHUTHbIA OpuUrnHaa POHOrpamMmMbl, MO3UTUBHAA KOMWS, MarHUTHas (POHOrpamMma LUYMOB M My3bIKW,
NMPOMEXYTOUHBIA MNO3UTUB  M306PaXKEHWNS, YCTAHOBOYHbIE POMMKM W Macnopta ANls  LBETHbIX
KMHOAO0KYMEHTOB (B UCK/IKOUUTENbHLIX CYyYasX MPUHUMAETCA HEMOJHbIA KOMMEKT); (hOTOAOKYMEHTI
- HeraTuB, KOHTPO/bHbIA OTOOTNEYaTOK; POHOAOKYMEHTbI U BUAEOLOKYMEHTbI - OPUTMHAN U KOMUS.
OfHOBpPEMEHHO MPUHMMAETCA TEKCTOBAasA COMPOBOAUTENbHAA LOKYMEHTaUMsA: AN KMHOLOKYMEHTOB -
MOHTaXXHbI€ /INCTbl, aHHOTAUUK, pa3pelunTesibHble YAOCTOBEPEHUSA K 3aKOHUYEHHbIM MPOU3BELEHUAM,
aKTbl TEXHWYECKOrO COCTOSIHWSA, 3arucK LBETOBbLIX M CBETOBbIX MacnopToB; A8 (POTOLOKYMEHTOB -
aHHoTauus; Ana GOHOLOKYMEHTOB - COMPOBOAUTE/IbHAA JOKYMEHTaLMS; 419 BULEOA0KYMEHTOB - aKThbl
TEXHNYECKOro COCTOAHMS.

ONEKTPOHHbIE [JOKYMEHTbl MNPUHMMAIOTCA Ha XpaHeHWe B COMPOBOXAEHMM MPOrpamMmmHbIX
CpeacTB, MO3BONAKOLLMX WX BOCMPOM3BECTU, M C HEOOXOAMMbIM KOMMIEKTOM COMPOBOAUTENbHONA
LOKYMeHTaLMn.

4.4.4. [IOKYMeHTbl, CO3[aHHble apxXvBOM B pe3y/bTaTe WHULMATUBHOIO [AOKYMEHTUPOBaHUSA
COObITMI COBPEMEHHOCTU WM MPOLNOro (aHKeTbl, hoTorpaduu, 3anucyu BOCMOMUHaHWIA, Geceq,
WHTEPBbLIO M T.4.), BKIKOYAOTCS B cOCTaB ApXMBHOro oHga Poccuiickoli deaepauuy U BHOCATCA B
onuch Aen, LOKYMeHTOB, koTopas yTeepxxaaetca AMK desepanbHOro rocyaapcrseHHoro apxmea, MK
YMNONHOMOYEHHOr0 OpraHa WCNOMHUTENbHOW BnacTu cybbekTa Poccuiickoii Pefepaummn B ciepe
apXVMBHOFO  fefna, 3KCNepTHON  (POHAOBO-3aKYMOYHOM  KOMUCCMEN  FOCYAAapCTBEHHOro WU
MYHULUMNANbHOTO  MYy3es;  3KCMEPTHOM  KOMWUCCWUEN  roCYAapCTBEHHOW WA MYHMLMNAIbHOM
onbnunotekn, OMNK ApxuBa Poccuiickod akagemMum Hayk. [lpuem  yKasaHHbIX [OKYMEHTOB
0(hopM/ISIETCA aKTOM Npuema-rnepesayn JOKYMEHTOB Ha MOCTOSAHHOe XpaHeHwe.

4.45. TlpyeM CEKPETHbIX [OKYMEHTOB OT WCTOYHWMKOB KOMMIEKTOBAHMA TFOCYAapCTBEHHOro U
MYHULMNANbHOIO  apXMBOB, OpraHusauuy POCCUIACKON akageMuyu HayK OCYLLECTB/SETCH B
COOTBETCTBUWN C 3aKOHOAATENIbCTBOM Poccuiickoin defepalmn 0 rocyfapCTBEHHOW TaliHE MO aKTy U
OTAe/IbHbIM OMUCAM [efl, LOKYMEHTOB.

MpreM apXnBHbIX JOKYMEHTOB OT IMKBUANPOBAHHbIX OpraHu3aLii

4.5. Mpuem [OKyMeHTOB ApXMBHOrO (hoHAa Poccuiickoin defepaumm M ApYrux apxmBHbIX
[IOKYMEHTOB, CPOKW BPEMEHHOro XpaHeHWs KOTOpPbIX He WUCTeKAW, OT JIMKBUAMPOBaHHbLIX
roCyfapCTBEHHbIX  OpraHoB, OpPraHoB  MECTHOI0  CamMOynpaBfieHWs,  roCyAapCTBEHHbIX U
MYHULMNNbHbIX OpraHu3auuii OCYLLECTB/SAETCA B COOTBETCTBUM C Ae/CTBYHOLLMM 3aKOHOAATEIbCTBOM
1 B NOpsAKe, YCTaHOB/IEHHOM HacToAwmmMuy MNpasunamu (cMm. n. 4.4.1).

Mpyv NuKBMAAUMM HErocyfapCTBEHHbIX OpraHu3auuii  obpas3oBaBlUMeCs B Mpouecce  UX
[eATeNbHOCTN JOKYMeHTbl ApPXMBHOro (oHaa Poccuiickoint depepaumu, LOKYMEHTbI MO JIMYHOMY
COCTaBY, a TakXXe apXWMBHble [OKYMEHTbl, CPOKW BPEMEHHOro XpaHeHWs KOTOPbIX HEe WCTEK/N,
MOCTYNatoT B apXMB B COOTBETCTBMM C 3aKOHOZAATeNIbCTBOM Poccuitickoii defepaumn 1 Ha OCHOBaHWM
[OroBopa Mexay /MKBUAAUMOHHOMW  KOMUCCUeW  (MMKBMAATOPOM) W apxuBoM. [lpyu  3TOM
NNKBNLALMOHHAA KOMUCCUA (TMKBUAATOP) OpraHn3yeT X YrNopsL0YeHre B YCTaHOB/IEHHOM MOPSAKe.

ApXVBHbIE JOKYMEHTbI C HEUCTEKLLMMUN CPOKaMN BPEMEHHOIO XPaHEHUS, NPUHATbIE apXMBOM OT
NKBUAVPOBaHHOW OpraHm3aumn, BblAENSHOTCA K YHUUTOXEHUIO MO UCTEYEHUIN YCTaHOB/IEHHBbIX CPOKOB
XpaHeHusa. ApPXMBHblE [LOKYMEHTbl, MMEIOLWMNe B COOTBETCTBUM C TUMOBLIMW WAN OTPAC/EBLIMU



MepeYyHAMM CPOK XpaHeHWs ¢ nomeTkor "OIMK", BbIZENAOTCA K YHUUTOXEHWUKO TO/bKO MOC/e
MPOBeLEeHNA IKCMEPTU3bI UX LIEHHOCTW 1 0T60PA HA NOCTOSAHHOE XPaHEHNE.

Mepeaaya apxMBHbLIX JOKYMEHTOB 13 apXuBa B apXyB

4.6. lMepefaya apxMBHbIX [AOKYMEHTOB, HaxOAdWMXC B (efepaibHOA COOCTBEHHOCTH,
CO6CTBEHHOCTU CybbekTa Poccuiickoin deaepaunmn nam MyHUUMNAIbLHON COBCTBEHHOCTM, M3 OAHOIMO
apxmBa B [pYroi OCyLleCTB/SeTCA B COOTBETCTBMMU C 3aKOHOZAaTeNbCTBOM Poccuiickoii depepaumm,
3aKOHOaTeNbCTBOM CyobekTa Poccuiickoin ®defepauuu, MyHULMNAIbHBIMIA NPaBoBbIMY akTaMu. Mpu
nepefaye COCTaBNAETCA aKT Mpvema-nepefayn LOKYMEHTOB Ha XpaHeHue (npunoxeHue Ne 9) B AByX
aK3emnnapax, OAHOBPEMEHHO MepefaloTcs TPU 3K3eMnaspa Onucein e, LOKYMEHTOB, Aefio (hoHaa U
NNCT dhoHAa.

KomnnekToBaHWe apxXvBHbIMU JOKYMEHTaMU 13-3a py6exa

4.7. ApX1MB MOXET KOMMIEKTOBATbCA apXMBHLIMW [LOKYMEHTaMW POCCUMIACKOTO MPOUCXOXAEHUS,
HaxXoLALMMUCA MO Pa3/IMYHbIM NPUYMHAM 3a NpefenaMu Poccuiickoin defepaumm, U/mnm apxmBHbIMM
[AOKYMEHTaMK 3apy6eXKHOro NPOMCXOXAEHUS, MEOLLMMI 3HaYeHne ana Poccum,

Mprem nonyyeHHbIX WK3-3a pybexa apxXMBHbIX [OKYMEHTOB B apXMB OCYLLECTB/SETCA B
COOTBETCTBUWM C [OrOBOPOM MeXAy COOCTBEHHWKOM WM BafeNbLeM YKa3aHHbIX [LOKYMEHTOB U
apXMBOM O MPOLAXeE, AapeHNM NOLMMHHBIX JOKYMEHTOB WU/IN KX KOMWIA, 06MEHE KOMUAMMU [JOKYMEHTOB.
3ak/ItoueHve [OroBopa OCYLLECTB/AETCS C YYETOM 3aKOHOZATeNbCTBa COOTBETCTBYHOLLEA CTpaHbl. B
[OroBope MOryT OroBapumBaTbCi 0COOble YCNOBUA UCMO/Mb30BaHUA MepefaBaeMblX  apXMBHbIX
JOKYMEHTOB. [puemM ohopmaseTcs akToM nprema-nepegayy LOKYMEHTOB Ha XpaHeHue (NpuioXeHue
Ne 9).

ApXMBHble JOKYMEHTbI, MOCTYNMBLUME U3-3a Py6exa B BUAE NOANMHHMKOB WM KOMWIA Ha npaBax
NOL/IMHHUKOB, NPUHATbIE Ha MOCTOSHHOE XpaHeHWe B apXuB, HE3aBUCMMO OT UX MPOUCXOXIEHUA
BK/IIOYAIOTCS B COCTaB ApPXMBHOro (oHfa Poccuiickoin deaepauum 1 nogsiexar rocyaapCTBeHHOMY

YYeTy.
B3aumopeincTBre apxmea ¢ MICTOYHKaMM KOMIMJIEKTOBaHMA

4.8. Apx1B COBMECTHO C MUCTOYHUKaMM KOMIIEKTOBaHWUA apXuBa paccMaTpuBaeT MU FOTOBUT K
COrN1acoBaHWIO COOTBETCTBYIOLLMM YMNO/IHOMOYEHHbLIM OpraHOM WCMOJIHUTENbHON BRactu B cdepe
apXMBHOrO fAena WAN COrnacoBbiBaeT B COOTBETCTBMM C MPEAOCTaB/IEHHbIMU eMY MOTHOMOYMUAMMN
WNHCTPYKLUN NO AeNOonpon3BOACTBY, NMPUMEPHbIE Y HAMBUAYASIbHbIE HOMEHKNATYPbI [efl, NMOM0XKEHNS
06 apxuBax 1 3KCMEePTHbLIX KOMUCCUSAX UCTOYHNKOB KOMMJIEKTOBaHWS apXmBa.

ApxuB yyacTtByeT B paboTe LIOK (3K) CTOUYHMKOB KOMMNEKTOBAHNA apXmMBa.

ApXMB NPUHMMAET y4yacTve B MPOBepKax CO6MOAEHMS NpaBu/l OpraHM3auuy  XpaHeHus,
KOMMN/IEKTOBAHMA, Y4eTa U MCMNOMb30BaHUSA apXUBHbLIX [LOKYMEHTOB B WMCTOYHMKAX KOMMJ/IEKTOBaHUA
apxuBa, OpraHM3yemblX CreymasbHO YNOIHOMOYEHHbIM (hefepasibHbIM OpPraHoOM WCMOMHUTENbHOW
BnacTy B cdepe apXMBHOIO fJena, opraHamu rOCYf[apCTBEHHOM BMacTW Cy6bLEKTOB POCCUIACKON
defepauun, B TOM 4UCNe YMNOJHOMOYEHHbIMW OpraHamMu WCMOSHUTE/IbHOW BacTU CyObLEKTOB
Poccuiickoii Pefiepaumm B cihepe apxmBHOIO Jena.

4.9. ApxuB B npefenax npefoCTaB/eHHbIX €My MOMHOMOYMA B Uensx (opMUPOBaHUSA W
obecneyeHnst COXpaHHOCTU JOKYMEHTOB ApPXMBHOIO (hoHAa Poccuiickoin ®efepauu, HAXOLALMXCA Ha
BPEMEHHOM XpaHeHUW, OCYLLECTBNAET B3aMMOfENCTBUE C [e/I0NPON3BOACTBEHHLIMU, apXMBHBLIMU U
3KCMEPTHLIMU CMY)K6aMN UCTOYHMKOB €ro KOMM/IEKTOBaHWS.

B 3TuX LeNsx apXmB OKa3blBaeT YKa3aHHbIM C/ly>K6aM MeTOLMYECKYHO U MPaKTUYECKYHO MOMOLLb,
B TOM YKC/Ie Ha OrOBOPHOM OCHOBE:

B OpraHu3auuv LOKYMEHTOB B e/I0NPOV3BOACTBE U (POPMUPOBAHUN L,



no 0TO0pY AOKYMEHTOB B COCTaB ApPXMBHOro (hoHAa Poccuiickoin ®efepaumy n NOATOTOBKE MUX K
nepefaye Ha NOCTOSAHHOE XPaHeHWe;

Mo YNopsSAOYEHNIO JOKYMEHTOB MO IMYHOMY COCTaBY;

Mo BEAEHUO y4yeTa AOKYMeHTOB ApXMBHOro oHaa Poccuiickoin defepaunm, HaXO4ALMXCA Ha
BPEMEHHOM XpaHeHUMK;

Mo MOArOTOBKE HOPMATMBHbIX W METOAMYECKMX [LOKYMEHTOB (nocobuil) no Bonpocam
[eNnonpon3BOACTBa U apXMBHOTIO AeNa;

MO COBEPLUEHCTBOBaHMIO paboTbl AENONPOU3BOACTBEHHBLIX, APXMBHBIX W 3KCMNEPTHLIX CAYXO
NCTOYHMKOB KOMM/IEKTOBaHWS;

B NOBbILLEHWMN MPOMPECCMOHANIBHOW KBAMPUKALMN PAOOTHUKOB YKa3aHHbIX CyX0.

V. OpraHusaLus MCcnonb3oBaHMs JOKYMEHTOB apXMBHOMO (hoHAa
Poccuiickoin deaepayu 1 apyrux apXmBHbIX JOKYMEHTOB B apXuBe

[ocTyn nonb3oBateneit K apxXMBHbLIM AOKYMEHTaM

5.1. Apxu1B NpefoCTaB/sieT NoAb30BaTENt0 OTKPbITbIE JOKYMEHTbI APXMBHOIO (hoHAa POCCUIACKOM
defepaumn M gpyrve apxmBHble JOKYMEHTbI, & TakKXXe CrnpaBOYHO-NMOWCKOBbLIE CPEACTBa K HUM W
n3gaHnsa 6MbInMoTeHHOro (CnpaBoYHO-UHMOPMALMOHHOIO) (hoHAA.

ApxunB o0b6ecreumBaeT [LOCTYM MO0Mb30BaTeNid K CEKPETHbIM Jenam, [efiaMm, COAepXKalium
KOH(MAeHUMANbHYIO  MH(opMaumio, 6as3am  fAaHHbIX C  Y4eTOM OrpaHU4YeHuid, YCTaHOBJIEHHbIX
3aKoHoAaTeNnbCTBOM Poccuiickoin defepauun, U YCNOBUIA, KOTOPbIE YCTAHOBWUAM COBCTBEHHUKN MK
BNafenbLibl ApXUBHbIX JOKYMEHTOB NpW KX Nnepeaaye B apXuB.

Joctyn nonb3oBatens K NOAMHHUKAM 0CO60 LieHHbIX AOKYMEHTOB, B TOM YMC/E YHUKA/IbHbIX
[JOKYMEHTOB, K [OKyMeHTam ApxuBHOro oHga Poccuitickoin ®efepaunn, Haxogsawmmcs B
Hey[,0BNeTBOPUTENIbHOM (PU3MYECKOM COCTOSIHWUM, OCYLLECTB/IETCA B WMCKNHOUMTENbHBIX Cy4yasxX (B
TOM ymncrie 4N NpoBefeHns paboT Mo U3yveHWto naseorpapuyecknx 0CO6eHHOCTEN TEKCTOB apXMBHbIX
[LOKYMEHTOB) C MUCbMEHHOIO paspeLLeHns pyKOBOAUTENSA apxuBa. [10/1b30BaTeNto NpeaocTas/soTes
KONUW YKa3aHHbIX JOKYMEHTOB ((POHZ, NOMb30BaHWS) UK AOKYMEHTa/IbHbIE NYGAMKaL MK, CoaepXKaLLme
[laHHble JOKYMEHTBI.

ApxuB He BMpaBe OrpaHNYMBaTb WM OMNpeaendTb MNOSb30BaTe/l0 YCM0BUA UCMO/b30BaHUA
MH(OpPMaLMK, NOMYYEHHOW UM B pe3y/ibTaTe CaMOCTOSATEIbHOr0 NOUCKA WX NPeAoCTaB/eHHON eMy B
nopsiike OKasaHWsA apxXMBOM TMMaTHbIX YCAYr, 3a WCK/KYEHNEM Cry4yaeB, MpPeayCMOTPEHHbIX
3aKoHOAaTeNbCTBOM Poccuiickoin defepaliv UK OrOBOPEHHbIX B AOr0BOpe apXmBa C MoJib30BaTe/1emM
no MH(OPMaLNOHHOMY 06CTY>KNBAHWIO.

OpraHusauys paboTbl MO PaCCEKPEUMBAHMIO apXMBHBIX JOKYMEHTOB

5.2. PykoBoauTenb apxuBa OpraHu3yeT MpoBefeHne paboTbl MO KOHTPOMK 3a CPOKamu
CEKPETHOCTUN apXMBHbIX JOKYMEHTOB, UMEIOLLMX FPUbl CEKPETHOCTU, N MHOPMUPYET PYKOBOAMTENEN
rocylapCTBEHHbIX OPraHoOB, HafeIeHHbIX MOTHOMOYMSIMI MO OTHECEHUIO CBEAEHNIA K FOCYapCTBEHHOM
TaliHe, a TaKXKe PYKOBOAUTENEN OpraHn3aLUmin 0 HaiMuMm B apXmBe CEKPETHbIX apXMBHbIX JOKYMEHTOB
CO CPOKaMu CEKPETHOCTM COAEPXKALLMXCA B HUX CBeAeHWI cBbille 30 NeT, X COCTaBe 1 06bemax.

PyKoBOAMTENb apXuBa OPraHM3yeT pacCeKpeunBaHMe apXMBHbIX AOKYMEHTOB B C/y4ae
ouUMaNbHOrO  AeNerMpoBaHNs MOMHOMOYMIA Ha MpoBeAeHMEe 3TOW paboTbl  PYKOBOAWUTENEM
COOTBETCTBYHOLLErO rocyapCTBEHHOr0 OpraHa U1 opraHn3aumn.

B apxuBe c030aeTCs KOMUCCUS MO PACCEKPEUMBAHUKD apXMBHbIX AOKYMEHTOB. [10/10XKEHNE O
KOMUCCUN N MEPCOHa/bHbIA COCTaB YTBEPXKAAlTCA: B (hefepanbHOM FOCYAapCTBEHHOM apXuBe -
PYKOBOAUTENEM; B apXxmBe CybbekTa Poccuiickoi defepaumm - PyKOBOAUTENEM YNOMHOMOYEHHOIO
opraHa WCNOMHWUTENbHOW BnacTM cyobekTa Poccuiickoin depepaunn B cdepe apXMBHOrO Aena.
Komuccnsa ocyulectBnsier paboTy B MIaHOBOM MOPsAKe, a Takke B CBA3M C  ObOpalleHUsamu
nonb3oBaTene.



PelleHne Kommuccun BCTyMaeT B CUNY NOCMe YTBEPXKAEHWUA pPyKoBOAMUTENEM apxuBa. Ha
OCHOBAHWW peLLeHns KOMUCCUM OhOPMIISIETCSA aKT O pacCekpeurBaHUM apXMBHbLIX JOKYMEHTOB (CM. M.
3.7.7), KOTOpbIA COrNacoBbIBAETCA C rOCYAAPCTBEHHLIM OPraHOM WM OpraHu3auuen, HagenmeLINM
apX1B COOTBETCTBYIOLLMMM NMOTHOMOUNAMN.

3anpocbl Nonb3oBaTesieil 0 paccekpeunBaHnM apXmMBHbIX JOKYMEHTOB pacCMaTpUBatOTCS apXBOM
B YCTaHOB/IEHHbI 3aKOHOLATENbCTBOM CPOK. ECAM apxvB He MO/NHOMOYEH pacCceKpeynBaTb
3anpalumBaemMble CBEAEHMWS, OH B MECAYHbIA CPOK C MOMEHTa MOCTYM/IEHMs 3arnpoca Hanpas/seT ero B
COOTBETCTBYIOLUMIA  rOCYAApPCTBEHHbLIA OpraH, MO/IHOMOYHbIA paccMaTpmBaTb BOMpoc 06 KX
paccekpeunBaHun, nam B MexxseoMcTBEHHYIO Komuccunio (MBK) no 3awuTte rocyfapcTBeHHOM TaliHbl
WA B MEXBELOMCTBEHHYIO 3KCMEPTHYKD KOMMWUCCUIO, [EeACTBYIOWYI B CyO6bekTe POCCUIACKON
degepaunn, 0 YeM YBeAOMNAET NONb30BATENA, HaNPaBUBLLIETO 3amnpoc.

ApXvB NpeaocTaBnseT Ana U3ydeHWsa U OpraHM3auumn paccekpevmMBaHUA UNleHaM 3KCMepTHbIX
KOMUCCUIA, CO3[aHHbIX B OpraHu3auusx, PyKOBOAWUTENIN KOTOPbIX HaAeneHbl MOJHOMOYMAMU MO
OTHECEHWIO CBELEHWI K rOCYAapCTBEHHOI TaliHe, YieHaM 3KCMepTHbIX rpynn, copMmnpoBaHHbiX MBK
Mo 3aWmTe rocyapCTBEHHOM TaiHbI, & TaKXKe YieHaM MHbIX KOMUCCUIA, MOSTHOMOYHBIX PacCeKpeunBaTh
JAOKYMEHTbI IMKBUAMPOBAHHbLIX OPraHn3aLmii, He MMEIOLLMX NPaBONpPeeMHUKOB, apXMBHbIE AOKYMEHTbI
NN apXMBHbIE KOMWK, a TaKXKe He06XO0AMMYHO MH(hOPMaLMIO.

CnpaBOYHO-MOMCKOBbIE CPeACTBa
(Hay4HO-CMPaBOYHbII annapar) K apXMBHbLIM JOKYMEHTam

5.3. ina obecneyeHuns [OCTyNa K apXMBHbIM LOKYMEHTaM apXvB NpefocTaB/feT Mosb30BaTesio
CMpPaBOYHO-MOUCKOBbIE CpeacTBa K HWMM  (COBOKYMHOCTb  OMUCAHWIA  apXMBHbLIX  [AOKYMEHTOB,
NPeACTaBEHHbIX B aPXMBHBIX CMIPaBOYHUKaX, NpeAHasHauYeHHbIX 414 MOUCKa apXUBHbIX JOKYMEHTOB U
COoZiepKaLLeincs B HAX JOKYMEHTHOW MH(opMaLmn).

5.3.1. Komnnekc B3aMMOCBSA3aHHbIX W B3aMOAOMO/HAEMbIX, CO34aBaeMbIX Ha eAMHOW Hay4HO-
METOAMYECKON OCHOBE apXMBHbIX CMPaBOYHWKOB O COCTaBe W COAepXKaHWM apXMBHbIX [OKYMEHTOB
(cuctema HayyHo-cripasoyHoro annaparta (HCA) apxvBa) BK/OYaeT 06s3aTe/lbHble /19 BeAeHUs B
apXxvBe apXuBHble CpPaBoOYHUKN (ONUCL fefl, AOKYMEHTOB; NYTEBOANTESb; CUCTEMATUUECKMIA KaTasor)
1 [ONOJHUTENbHbIE apXMBHbIE CNPaBOYHUKY (YKasaTenb; 0630p).

B apxvBe BefeTcA aHaM3 U yyeT coctosHus cucteMbl HCA apxuBa Ha GyMaXXHOM HocuTene
(kypHan no yuety coctosiHug HCA, kapToTeka) n/vnv B aBTOMaTU3NPOBAHHOM PeXnMe.

O6LLe TPe6OBaHMS K ONUCAHMIO apPXUBHBIX JOKYMEHTOB

5.4. OnucaHne apxvBHbLIX JOKYMEHTOB (CO34aHue MH(opMauun 41 apXMBHBLIX CMPaBOYHMKOB)
NMPOBOAMTCA Ha TPeX YPOBHAX: apXWMBHbIA (HOHA, eAuHMLA XpaHeHus/egMHMUA YYeTa, apXMBHbIN
JOKYMeHT. [1pn Heo6XOAMMOCTM OMnucaHWe MOXET MPOBOAMTLCS MO TPyMnnam apxMBHbIX (HOHAOB,
rpynnam eavHuL, XpaHeHus/eAMHWUL, y4eTa, KOMM/EKTam, rpyrnnaM apXuBHbIX AOKYMEHTOB, 4acTu
apXMBHOIO JOKYMEHTA.

OnucaHve apxmMBHbIX [AOKYMEHTOB MPOBOAWUTCS HAa rOCYAapCTBEHHOM f3blke POCCUMIACKOM
defepaymn N MOXeT LONOMHUTENIbHO MPOBOAMTLCA Ha A3blKax CyObeKTOB Poccuitickoin depepaumm un
A3bIKaxX MEHbLUNHCTB.

OCHOBOI apXMBHOIO CrpaBOYHMKA SB/ISETCA OnuUcaTe/lbHas CTaTbsl, COCTOALLAA M3 ClefyHoLLmMX
0693aTe/IbHbIX 3/IEMEHTOB: CBEAEHWUA, UAEHTUPULMPYIOLWMX MHpOPMaUMo (Ha3BaHWe 1 CrpaBOYHbIe
[aHHble apXMBHOIO (IOHAA, eAUHMULbI XpaHEHWS/eANHULbI YYeTa, apXMBHOTO [OKYMEHTA); CBEAEHWI O
COCTaBe M COAepXaHMU MHDOPMaLUK; CBEAEHMI 06 YCNOBUAX AOCTYNa W YCNOBUAX WCMO/Mb30BaHUSA
nHhopMaLMn; CBeAEHNI N0 NCTOPUM apXMBHOIO (hoHAa (NS YPOBHS apXMBHOIO (hOHAA).

Mpy HeoOXOAMMOCTU B OMNUCATENIbHYIO CTaTblO BK/KOYAOTCH [OMOSHUTENIbHbIE CBEAEHWUS O
MECTOHaXOX/EHUN OPUTMHAIOB; O HAINYUW apXMBHbIX JOKYMEHTOB (JOHL006pa3oBaTess B COCTaBe
APYrnX apXmBHbIX (DOHAOB M MeCTax UX XpaHeHus, bubnmorpadus n ap.



5.4.1. OnucaTenbHas CTaTbd apXMBHOMO CMPaBOYHMKA Ha YPOBHE apXMBHOMO (POHAA BK/IHOYAET:
Ha3BaHWe apxuBHOro oHga (cM. n. 3.5.3), cnpaBoYHble faHHble O HEM, UCTOPUYECKYHO CMpaBKy K
(hOHAY, aHHOTALUMI0O O COCTaBe M COLEPXKAaHUWN APXMBHBLIX [LOKYMEHTOB, MH(OpMauuo 06 YCNoBUAX
[0CTYra 1 UCNoNb30BaHWs, 6Ubnorpaguio.

5.4.1.1. CnpaBoYHble faHHble 06 apXMBHOM (POHAE COCTOAT M3 3/eMeHTa apXMBHOrO LMgpa
(Homepa (hoHAa); 06beMa apXMBHOIO (POHAA B eAMHULAX XPaHEeHUs UMK eauHMLAX y4yeTa Mo Buaam
[JOKYMEHTaLMN; KpaiHUX [aT apXMBHbIX AOKYMEHTOB MO KaXKAOMY BMAY AOKYMEHTaUMK; MepeyHs
MMeroLLLEerocs BHyTPU(OHAOBOro Hay4HO-CNpaBoYHOro annapara.

5.4.1.2. Victopnyeckad cnpaska K (OHLY COCTOMT W3 MH(oOpMauuM Mo  UCTOpPUM
(hoHA006pa3oBaTeNs M UCTOPUMN apXMBHOMO (DOHAA.

CeefeHua no  wuctopun  (oHZoOOpasoBaTens  BK/KYAKOT:  AaTbl  ero  06pa3oBaHus,
rnepevMeHOBaHWs, peopraHusauun, NUKBMAALMKN, BEAOMCTBEHHYHO MNPUHALNEXKHOCTb, CTPYKTYpPY U
(OYHKUMM,  Ha3BaHWA  OpraHu3auuMu-npefliecTBeHHMKa U MpaBonpeemMHMKa. CeefeHus 0
(hoHOoO06pasoBaTenie  apxXvMBHOrO (hOHAA JIMYHOTO MPOUCXOXKAEHWA BK/IKOYAKOT  €ero  Kpartkue
ouorpauyeckne faHHble (paMunnio, UMSA, OTHECTBO, MCEBAOHUM, AEBUYLIO aMUIN0, AATbl XU3HN,
npogeccuto, AaHHbIe O CNYXXeOHOM M 06LEeCTBEHHON feAaTenbHOCTK). [ns apXMBHOTO (hOHAA CeMbW,
pofa aHaNornyHble CBeAEHUS JaKTCA O KaXKAOM U3 POACTBEHHUKOB. [N 06beANHEHHOIO0 apXMBHOIO
(hoHAa cocTaBnseTca 06LLUas UCTOpPUYeCKas CripaBKa.

CBefieHVs Mo UCTOPUKN apXMBHOIO (DOHAA BKNHOYAKOT AaTy ero nocTynjeHus B apXmB, 00BbEM U
KpaliHue [aTbl apXUBHbIX AOKYMEHTOB, CTeMeHb WX COXPaHHOCTW; OCOBGEHHOCTM (HOPMMPOBaHMS,
OnucaHus 1 cucTemaTusaummn; MHPopMaLuo 06 N3MeEHEHNAX B COCTaBe U 06beMe apXUBHOIO (hoHAA W
UX MNPUYMHAX, O HAIMYMN aPXMBHBLIX AOKYMEHTOB [ApYruMxX oOpraHusauyuii wam nuy (GhoHZOBble
BK/IIOYEHMS); O COCTaBe Hay4yHO-CMpPaBOYHOro annapata K apxvMBHOMY (hoHAY. [N1S apXMBHOM
KONNMEKLUMN YKa3blBAKOTCA CBEAEHWA O BPEMEHW, YCMOBMAX, MPUUMHAX €€ CO34aHusA; MPUHLMNAaX
(hopMUPOBaHKA; MECTOHAXOXXAEHNN KONIEKLMWN L0 NOCTYM/EHUS B apXMB; COCTaBUTEIE.

cTopnyeckas cnpaska K (hOHAY KOPPEKTUPYeTCs Mpu M3MeHeHUU obbemMa apxXmBHOIO (oHAa, a
TaKXXe B Clyvae peopraHn3aLmm, U3MeHeHUs CTPYKTYpPbl, PYHKUMIA (hoHA006pa3oBaTens v T.0.

5.4.1.3. AHHOTauus O COCTaBe U COAepPXaHWUM apXMBHbIX [OKYMEHTOB apXMBHOroO (HoHAa
BK/IHOYAET KpaTKyH0 0600LLEHHYIO XapaKTepucTUKy 3TUX AOKYMEHTOB MO BUAAM W UX COAEPXKaHWUsA no
Temam, OTpaKatoLUM Hanpas/eHNsa fedaTelbHOCTY (hoHA006pa3oBaTtess, C yKa3aH1eM XPOHOIOTMN TeM
1 0603Ha4YeHNEM NX reorpauyeckmx (a4MUHUCTPATUBHO-TEPPUTOPUAIBHBIX) FPaHIL,

5.4.1.4. Ycnosus [oCTyna K apXvBHbIM [OKYMEHTaM apXMBHOIO (ooHAa M MUX MCMOMb30BaHUS
BK/IIOYAKOT CBEEHUSA O HaIM4Mn apXMBHbIX [OKYMEHTOB, AOCTYN K KOTOPbIM W MOPAAOK MX
MCNOMb30BaHNSA OrpaHMyeHbl 3aKOHOAATeNbCTBOM Poccuiickor deaepaumm nam goHL006pasoBaTesem,
a TaKXXe CBefeHUA O HaIMYUWN MOLJIMHHUKOB 0CO60 LIEHHbIX LOKYMEHTOB, B TOM YUC/E YHUKaIbHbIX
JOKYMEHTOB, W AOKYMEHTOB ApXMBHOro (hoHAa Poccuiickori defepaunmn, Haxogawmxcs B
Heyl0B/IETBOPUTENbHOM (PU3NYECKOM COCTOSAHUMW; O HA/IMYMUK (hOHAA MO/b30BaHNS.

5.4.1.5. bubnmorpadusa K apxvBHOMY POHAY BK/IKOUYAET CMUCOK OMYy6/IMKOBaHHbIX CrPaBOYHUKOB
no faHHOMY (hoHAY ¥ NOOHA0BbIX JOKYMEHTabHbIX MY6MKaLNiA, BbINOMHEHHBIX HA ero OCHOBE.

5.4.2. OnucarenbHas CTaTb apXMBHOIO CrpaBOYHMKA Ha YPOBHE eAVHULIbI XPaHEeHWs/eAMHNLLbI
yyeTa BK/IOYAET: MOPSAKOBbIA HOMEP efUHWLbI XPaHeHWs/eAMHWULbI Y4eTa; CTapblii WHBEHTaPHbIiA
HOMEp; 3aro/IoBOK efVHMULbI XpaHeHUs/eAMHWLB! Y4eTa; CrpaBOYHbIe AaHHble O Heid; yKasaHue Ha
NOANMHHOCTL/KONUAHOCTb, BWUA HOCUTens (MM CNocob BOCNPOM3BEAEHMS), A3blK, BHeLLHWe
0C06eHHOCTH, YC/IOBUSA LOCTYNA U UCMOJb30BaHWSA apXUBHBIX LOKYMEHTOB. OnwucaTenbHas cTatbs npu
HeobX0AMMOCTHM [OMOJIHAETCA Ha3BaHWEM apXMBHOIO (POHAA M ero CTPYKTYpPHOM yactu (onucu gen,
[OOKYMEHTOB), aHHOTauuein OTAe/bHbIX apXUBHbIX AOKYMEHTOB MM WX FPYMn AaHHOW efuHMUbI
XpaHeHus/egnHULbI yyeTa.

5.4.2.1. 3aronoBoOK eAuMHULbI XpaHeHUs YMNpaBNeHYeCcKOn AOKYMeHTauuu, efuHULbl XpaHeHWs
aPXMBHbLIX [JOKYMEHTOB JIMYHOTO MPOUCXOXAEHNA BK/IHOYAET: HauUMeHOBaHVEe BUAa apXMBHbIX
[IOKYMeHTOB; aBTopa(0B) apXMBHbIX AOKYMeHTa(0B); agpecarta(oB) Ui KoppecnoHaeHTa(oB), KOTOPbIM
Hanpas/ieHbl UM OT KOTOPbIX MOJyYeHbI JOKYMEHTbI; BOMPOC UK NPeAMeT, Ha3BaHMs CoBbITUA, (haKTa,
MECTHOCTU, (PamUInv ¥ UHULMabI AL, K KOTOPbIM OTHOCUTCA COAEPXKaHWe YKa3aHHbIX [LOKYMEHTOB;



AaTtbl COObITUIA. B cnyyae OTCYTCTBMS HEOOXOAMMbIX CBEAEHMWI B 3ar0/IOBOK BKKOUAETCS NOSCHAOLAs
NH(opMaL s "aBTop He yCTaHOB/EH".

3aronoBoK eAuHULbl yyeTa KMHOBUAEOAOKYMEHTa BK/IHOYaeT aBTOPCKOE Has3BaHue (u/bMa,
CMeLBbINYCKa, KNHOXYpPHaIa UM Ha3BaHWe COObITUA, OTPAXKEHHOIO B KWMHO- WM TENECIOXETe, AaTy
NMPOW3BOACTBA M/UW JaTy CbeMKU, (haMUINn U MHALMATI pexxuccepa U/nnmn onepaTopa CbeMKU.

3arofioBoK efuHWLbl yyeTa (DOHOLOKYMEHTA BK/IHOYAET Ha3BaHWe W XaHp (POHOLOKYMEHTa,
Ha3BaHWe, MeCTO W [aTy OTPaXeHHOro cobbiTnA. [py OTCYTCTBMM Ha3BaHUA (POHOLOKYMEHTA
YKa3blBaeTC OCHOBHOE COfepXaHue Tefe- WAW pafguonepesayu, BbICTYMneHus, 6ecedbl M ap.
3aronoBoK eauHULbl yyeTa (POHOAOKYMEHTa, COAep)Kallero 3anucb NPOu3BeAeHVs nutepatypbl w
NCKYCCTBa, BKNHOYaeT Ha3BaHWEe MPOM3BELEHUA U €ero >XaHp, NepBYyH CTPOKY TeKCTa, KOTopas
3aK/0YaeTCs B KaBblUKW, eCii POHOLOKYMEHTOM SB/ISETCA HEe MMetoLLee aBTOPCKOro Ha3BaHUA U He
ony6/IMKOBaHHOe paHee MNpou3BefeHue; GaMuany U MHULUaIbl aBTOPOB W/MAW UCNONHWUTENeN Kak
caMoro npov3BeAeHus, Tak U ero 06paboTok, NepenoXkeHui, NepeBoaoB; A3blK (HOHOLOKYMEHTA.

3arofioBoK efjMHNLbI XpaHeHWs (hOTOA0KYMEHTA BK/TIKOHAET OMNMCaHNE N306paXKEHNS NN Ha3BaHWe
(hoToanb60Ma, cnainfa, HeraTmea, hamuanilo N NHULMabI aBTOPa, MECTO U AaTy CbEMKW.

5.4.2.2. CnpaBoYHble laHHble O eMHULIE XpaHeHWs/eqnHNLLE ydeTa COCTOAT U3:

3IEMEHTOB apXMBHOro wudpa (Homepa (oHAA; HOMepa onmucK Aen, LOKYMEHTOB; HOoMepa
eMHNLbI XpaHeHWsA/eAUHULbI yYeTa);

ob6beMa egUHULbI XpaHeHUA/eanHMLbI YYeTa: NS apXMBHbIX JOKYMEHTOB Ha OYMaXHOW OCHOBe -
KO/IMYeCTBO NINCTOB; A/19 KUHOBUAEO(POHOAOKYMEHTOB (B 3aBUCMMOCTY OT BMJA) - KOSIMYECTBO eANHNL,
XpaHeHus B eAUHULE Y4eTa UKW efUHUL, yYeTa B eAVHULE XPaHEHUs, METPaX, XPOHOMETPaX, Bpems
3By4YaHus (B MUHyTax M CeKyHAax); Ans POTOAOKYMEHTOB - KO/IMYECTBO HEraTvBOB, COCTaB/IANOLLMX
eIVHULY XpaHeHs; Ans POToasIbbOMOB - KOMIMYECTBO (POTOOTMEYATKOB;

KpaiHUX [aT apXMBHbIX [OKYMEHTOB; ANA ayAMOBM3YyaSibHbIX LOKYMEHTOB - AaTbl 3anucu uamn
rnepesanucu.

5.4.2.3. B KayecTBe BMA0OB MaTepua/lbHOr0 HOCUTENS efUHULbI XPaHEHUS/eANHNLbI YyYeTa npu
OMUCaHNN YKa3bIBaKOTCH:

AN YyNpaB/eHYeCcKol [OKYMEHTAUMM W apXMBHbLIX [OKYMEHTOB J/IMYHOIO MPOUCXOXKAEHUS -
Oymara, KanbKa, neprameH u 1.4.;

A5 (hOHOA0KYMEHTOB rpaMMOOHHOM 3anncK - MaTepuan HoCUTENS;

A1 POHOAO0KYMEHTOB MarHUTHOW 3anuncu - TUM MarHUTHOWN NEHTHI,

019 BULEO[0KYMEHTOB - (hopmMaT 3anmcy;

ANa POTO- M KNHOAOKYMEHTOB - hopMaT M OCHOBA M/IEHKMK, LiBeTONepeaya;

AN151 3NIEKTPOHHbIX AOKYMEHTOB - KOMNAKT-AUCK U/MAN JpYrovi COBPEMEHHbI HOCUTESb.

5.4.2.4. Ycnosua [octyna K eauHuLAM XpaHeHus/efuMHWUaM yyeTa M MX WCMO/b30BaHUA
BK/IIOYAIOT CBELEHUA O HalMyMn apXMBHbLIX [OKYMEHTOB, AOCTYN K KOTOPbIM W MNOPAZOK WX
MCNONb30BaHNA OrpaHnYeHbl 3aKOHOAaTeNbCTBOM Poccuitickoin deaepaummn nnmn goHLo006pasoBaTenem,
a TaKXke CBefeHUs 0 HaIMYUM NOAJIMHHUKOB 0CO60 LiEHHbIX AOKYMEHTOB, B TOM UMCNe YHUKa/IbHbIX
[JOKYMEHTOB, W [OKYMeHTOB ApxMBHOro qoHga Poccuiickoii ®efepaunn, Haxogawmxcs B
Hey[,0BNIeTBOPUTE/IbHOM (PU3NYECKOM COCTOSIHUW; CBEAEHUS O HAIMUMK (POHAA NOMb30BaHUSA; O A3bIKe
N BHELUHWX OCOBEHHOCTSX apXMBHbIX AOKYMEHTOB; 0 Hanmumy HCA K eanHuue XpaHeHus/eguHULe
yuerTa.

5.4.3. OnucaTenbHasa CTaTbsl apXMBHOrO CrpaBOYHMKA Ha YPOBHe apXMBHOIO [OKYMeHTa
BK/IIOYAET: 3aro/loBOK; CMpaBOYHbIE AaHHblE O HEM; yKa3aHMe Ha MOAJ/IMHHOCTL/KOMUIAHOCTL; BUA
HocuTens (Mnm cnocob BOCNpPOM3BEAEHUS); YCNIOBUA AOCTYMA U UCMO/b30BaHUS.

5.4.3.1. 3arofioBOK apXMBHOTO [OKYMeHTa BK/IHOYaeT: HaMMeHOBaHWe BUa apXMBHOIO
[LOKYMeHTa; aBTopa; ajpecara Uanm KOpPPecroHAeHTa, KOTOPOMY Harpas/ieH UAn OT KOTOPOro nosyyeH
[LOKYMEHT; BOMPOC WA NpeaMeT, cobbiTve, (DaKT, NNL0, Ha3BaHWe MECTHOCTU, K KOTOPbIM OTHOCUTCA
coAepXXaHme yKa3aHHOro JOKYMeHTa; AaTy cobbiTus. B cnyyae oTCYTCTBUS HEOOXOAMMbIX CBEAEHWI B
3aro/ioBOK BK/IHOYAETCA MOSACHAOLWAA WHQopmaums: “aBTop He ycTaHoBfeH", "6e3 patbl”. [Mpu
Heo6X0MMOCTI 3aronoBOK [OMOMHSAETCA aHHOTALMEN, PacKpbIBatOLEN HE OTPaXXEHHOE B 3arofioBKe
cofepxaHve JaHHOro AOKYMeHTa.



5.4.3.2. CnpaBoyHble AaHHble 06 apXMBHOM JOKYMEHTE COCTOST U3 3/IEMEHTOB apXMBHOIO LWKdpa
(Homepa (oHAa; HOMepa OMWUCK fAen, AOKYMEHTOB; HOMepa eAVHULbl XpaHeHWUs/eaMHUUbI Y4eTa;
HOMEpOB /IMCTOB); 06bema (KO/IMYeCTBa /IMCTOB) apXMBHOMO AOKYMEHTA; AaTbl ero Co3gaHus.

5.4.3.3. Ycnosua [JocTyna K apXvBHOMY [OKYMEHTY M WCMO/Mb30BaHWUSA BK/IKOYAKOT CBELEHUS O
Ha/IMuMM  OrpaHUYeHW Ha [OCTYN W OFpPaHUYeHWd MO  WUCMOMb30BaHWIO,  YCTaHOB/IEHHbIX
3aKoHoAaTeNnbCTBOM Poccuiickor ®egepauum nnm oHLoobpasoBaTesieM, a TakKe 06 OTHECEHWM ero K
4yncny 0cob0 LEHHbIX AOKYMEHTOB, B TOM YMCNEe YHUKa/IbHbIX [JOKYMEHTOB, WM [OKYMEHTOB
ApxuBHOro oHga Poccuiickolt defepaumm, HaXofAWMXCS B HeyLOBETBOPUTENILHOM (D3UYECKOM
COCTOSIHWM; CBEEHNSA O Ha/IMUMKM (HOHAA MO/b30BaHMS; O A3bIKE M BHELLUHUX OCOGEHHOCTAX apXMBHOIO
[LOKYMEHTa; 0 BK/IHOYEHWM MH(OopMaL MK 0 Hem B cuctemy HCA.

5.5. Mpn co3gaHnm HCA apxvB y4MTbiBaeT He TO/bKO 00uiMe TpeboBaHUA K COCTaB/EHUIO
onucatesibHbIX CTaTeil apXMBHbIX CNPaBOYHUKOB, HO 1 OCOGEHHOCTU NOAFOTOBKU MX KaXKAOro Tvna v
BMAaA.

Onwuco fen, LOKYMEHTOB

5.5.1. Onucb fgen, JOKYMEHTOB (@pXWMBHbIA CMPaBOYHMK, MNpeAHasHaYeHHbI A1 pacKpbITUS
cocTaBa W COAepXaHWA eauHWUL XpaHeHWs/eQMHWUL, YyyeTa, 3aKpenneHus WX BHYTPUKOHAO0BOW
cucTeMatmsaumMm 1 yyeta; npunoxeHus Ne 7 - 8) COCTOMT W3 OMMUCATe/bHbIX CTaTell efuHWL
XpaHeHus/egnHmy, ydeta (cm. n. 6.4.2), wmToroBoi 3anucyu (cMm. n. 3.5.6), nucta-3aBepuTens
(npmnoxxeHue Ne 3) 1 CpaBOYHOro annapara K onucu.

B cnpaBoyHbIn anmapat onucu fen, AOKYMEHTOB BXOAAT: TUTY/bHbIA JIACT, COAepXKaHue
(ornaeneHune), NpegucnoBue; CNMCOK COKPALLEeHW; nepeBoAHble Tabnmubl apXMBHbLIX LIMGPOB (B
cNyyae nepepaboTKM ONKCK); yKasaTesu.

Ha TuTynbHOM nncTe onucun aen, LOKYMEHTOB NOMELLIAKOTCA: NOMHOE Ha3BaHWe apXmBa, Ha3BaHue
N HOMep apXMBHOro (DOHAA, HOMeP M Ha3BaHWe OMucK, KpainHue 4aTbl BHECEHHBLIX B OMUCb apXUBHBIX
LOKYMEHTOB.

MpeancnoBue cocTaBnseTcsa MO0 K KaXAOW onucy fen, AOKYMEHTOB, NM60 00Llee KO BCEM
onucAM apxmBHOro ¢oHga. B npegucnoBum KpaTko w3nararoTca uctopus (oHfoobpasosatens wu
apXMBHOro (POHAA; aHHOTaLMs COCTaBa M COLEPXKaHUS apXMBHbIX AOKYMEHTOB (C Bblfe/IEHUEM
Hanbonee TUNUYHBIX TPYNM eAVHUL, XpaHeHus/eaMHUL, yyeTa Mo KX BMAaM U Pa3HOBMAHOCTAM, MO
COZIEPXKaHWMI0); COCTaB CMPaBOYHOro annapara K onucu. MNpu coctaBneHUn OTAENbHbIX NPeANC/IOBUI K
KaXK[0M OnucKu apxMBHOro (hoHAa Bce 06LiMe faHHble MO MCTopuUM (POHA006pa3oBaTeNs U UCTOPUS
apXMBHOIO (hOHAA NMOMELLAKTCA B NPEAMC/IOBMM K MEPBOiA onucy aen, OKYMEHTOB.

Mpy HeobxogMMOCTM K OMUCKU [efl, [OKYMEHTOB COCTaB/AOTCA 06Wwue U CcrneunasbHble
yKasarenu.

5.5.1.1. ApxuB B HEO6XOAMMbIX C/y4yasix OpraHu3yeT YCOBEPLLUEHCTBOBaHME W repepaboTKy
onucen gen, LOKYMEHTOB.

YCOBepLUEHCTBOBAHNE OMWUCK  [efl, [LOKYMEHTOB - KOMIMJ/EKC paboT Mo  MOBbLILLEHUIO
NHHOPMATUBHOCTM OMUCK: YTOYHEHWUIO 3ar0/I0BKOB eAMHUL, XpaHeHus/enHNL, yyeTa (6e3 N3MeHeHus
NX cucTematumsauum), CoCTaBNeHMo He0bX0AMMOro CNpaBoYHOro annapara K ornucHu.

MepepaboTka onucu fAen, AOKYMEHTOB - COCTaB/leHWe HOBOW OMWCU B3aMeH CTapou, He
OTBeyvaroLLein TpeboBaHMAM MOUCKa M yyeTa apXMBHbIX LOKYMEHTOB. MepepaboTka OnucK BK/KOYAET:
n3yyeHvie eanHIUL, XpaHeHs/egnHNL, yyeTa C NPoBeLeHNEM 3KCMePTM3bl UX LLEHHOCTU, YTOUHEHMEM UX
(hOHZOBOV NPUHALNEXHOCTW; YTOYHEHME WM COCTaB/IEHWE 3aro/IOBKOB eAMHUL, XpaHeHus/eauHuL,
yyeTa; OnpegeneHne WAM  YTOYHEHME WX  KpaiHMX fdaT, nepecucTeMatvs3auuio  eauHUL
XpaHeHus/egMHUL, y4yeTa MO HOBOM CXeMe cucTemaTu3aumyM W coCTaB/ieHWe Heob6XoauMOoro
CMpaBOYHOro annapara K onucu. MNpu nepepaboTKe ONMCK COCTaBNSETCS NepeBoaHas Tabnuua crapbixX
M HOBbIX apXMBHbIX LUM(POB eAUHUL, XPpaHEHWS/eAVHUL, yueTa. YHUUTOXEHUE CTapbiX Onucein aen,
[AOKYMEHTOB Nocsie Ux nepepaboTky 3anpeLaetca. Ctapble ONUCK YUUTbLIBAKOTCA MO HOBbIM ONUCAM Ha
npaBax OTAeNbHbIX eANHNL, XpaHeHWS 1 MOMELLAOTCA B KOHLLE HOBOW OMNWCK 3a NOCNeLHUM HOMEPOM

Moz CBOMM 3aro/fioBKOM 1 ¢ 0TMeTKOM "Onuck nepecocTtasneHa. Cm. on. Ne ...".



lyTeBoguTeNn

5.5.2. MyTeBoanTeNb (APXMBHbIA CMPaBOYHUK, COepXaliuii cBeAeHUs 06 apXMBHbIX (DOHAAX
apxmBa (apxuBOB) B CUCTEMATU3MPOBaHHOM BuAe W NpefHa3HAYeHHbIN A1  O03HAaKOM/IEHWS
nonb3oBaTend C MX COCTaBOM W COAepXaHMeMm) COCTOMT M3 OnucaTe/lbHbIX CTaTeld Ha YpOBHe
apxusHoro goHaa (cm. n. 5.4.1) 1 cnpaBoYHOro annapara.

Bugamn nyteBoauTens SBNAOTCA NyTeBOAWUTENb MO (DOHAAM apxmBa (apXMBOB); KpaTKMWii
CMpaBOYHMK MO (hOHAaM apxuBa (apXMBOB); TemaTWyecKuii nyTeBOAMTeNb MO (hOHAAM apxmBa
(apxmBoB). MNyTeBoANTENN MNOAPA3LENAOTCA TAKXKE HA aPXMBHbIE (BHYTPUAPXMUBHBIE) N MEXapXMBHbIE.

Bup nyTeBoanTens 1 cxema NoCTPOEHUS OMNPeLeNstoTCA ero LefieBbiIM Ha3HauYeHNEM.,

5.5.2.1. OcHOBHas YacTb MyTeBOAUTENSA MO (hOHAAM apXmBa (aPXUBOB) COCTOUT U3 ONUCATESIbHbIX
cTaTeil apXMBHbIX (JOHLOB WAM TPYNM apxMBHbIX (HOHAOB. B nyTteBoauTens no (hoHAam apxuea
(apx1BOB) AO/MKHbBI BK/IKOYATLCA CBEEHNA 0 BCeX OTKPbITbIX apXMBHbIX (hoHAaxX. HeKOTOpble apXMBHbIe
(hoHABI MOTYT 6bITb NPEACTaB/EHbI B BUAE CMMCKA HEAHHOTUPYEMbIX apXMBHbIX (DOHZO0B.

5.5.2.2. OCHOBHas 4aCTb KpaTKOro CrnpasBoYyHMKA MO (poHZam apxusa (apXvBOB) COCTOUT M3
CUCTEMATU3NPOBAHHOIO MepeyHs onucaTesibHbIX CTaTeil Ha apXMBHbIE (IOHAbI UM TPYMMNbl aPXMBHbIX
(hoHA0B.

KpaTkve cnpaBOYHMKM MOAPa3feNnsloTca Ha aHHOTMPOBaHHbIE W HeaHHOTWPOBAHHbIE.
OnwucarenbHas cTatbd B aHHOTMPOBAHHOM KPATKOM CMpaBOYHMKE COCTOUT W3 Ha3BaHWA apXMBHOTIO
(hoHAa CO BCeMM MepemmeHoBaHUAMY POHL006pa30BaTeNs, CnpaBoYHbIX aHHbIX 06 apXMBHOM (DOHAE
M KpaTKOM aHHOTauMu Ha apxuBHble [OKYMEHTbl 3Toro oHga. OnucatenibHas cTaTbd B
HeaHHOTVPOBAHHOM KPaTKOM CMPaBOYHMKE COCTOMT M3 Ha3BaHWS apXMBHOrO (POHZA WM CMPaBOYHBIX
[@HHBIX O HEM.

5.5.2.3. OcHOBHas 4yacTb TeEMaTUYECKOro NyTeBoAUTENs NO (hOHAAM apXmBa (apXv1BOB) COCTOUT U3
CUCTEMATU3NPOBAHHOIO NepeYHs onucaTeslbHbIX CTaTeil Mo ornpeaeneHHoON TeMe Ha apXuBHbIE POHAbI
NN UX YacTw.

5.5.2.4. B cnpaBOuYHbIA annapat MyTeBOAWUTENA /t0OOr0 BMAa BXOAAT TUTY/bHBIA JIUCT,
cofepxaHvie (ornaeneHue), NpPeauCcnoBMe, CMWCOK COKPALLEHW, NpunoxeHus, Yykasatenu. K
NyTeBOANUTENIO COCTaBNAETCS 06LLas 6ubamorpadus.

B MHOrOTOMHbIX M3faHUAX NYTEBOAWTENel COCTaBNAETCA CMpPaBOYHbIA annapar Kak A/ BCero
N30aHnsA B LIE/IOM, TaK 1 Ana OTAe/IbHbIX TOMOB.

Katanoru

5.5.3. Katanoru (Mex¢oHA0Bble apXMBHbIe CMPaBOYHMKM, B KOTOPbIX CBELAEHUS O COAepXKaHWUM
apXMBHbIX ()OHAOB, eANHWL, XpaHeHUA/eAUHNL, y4eTa, apXMBHbIX JOKYMEHTOB (U/IN UX YacTeid) apxmea
CrpynnupoBaHbl Mo npegmeTam (TeMam, 0TPacisM), PacnooXKeHHbIM B COOTBETCTBUM C ONpese/IeHHOW
CXeMOW Knaccuukauuy AOKYMEHTHOW MH(opMaLmm) 06pasytoT cucTeMy KaTasioroB apxmsa. CocTas
CUCTEMbl KaTaJlorOB apxumBa OMpeaensieTcs COCTaBOM W COAepXaHUeM apXMBHbIX [LOKYMEHTOB;
MHTEHCUBHOCTbLIO MX WCMOMb30BaHMSA; CTENeHbO pa3paboTaHHOCTWM apXUBHbIX (DOHAOB; HaIMYMEM W
KayeCTBOM [PYrMx TUMOB apXMBHbIX CMPaBOYHUMKOB. OCHOBHbIMWM B CUCTEME KaTa/loroB apxmsa
ABNAKOTCA CUCTEMATUYECKMNIA N UIMEHHOI KaTasloru.

Karasiorn nogpasfenstorca Ha cUCTeMaTUyecKme, TeMaTUyYecKme N MX pa3HOBUAHOCTA (KaTasiorun
MO0 UCTOPUMN YUPEXAEeHWI, agMUHUCTPATUBHO-TEPPUTOPUAILHOIO AeNleHNst U Ap.), NPeaMeTHbIe U KX
Pa3HOBMAHOCTN (UIMEHHO, reorpatnyeckunii, 06 beKTHBIN).

OnucaTe/nbHas CTaTbsl KaTa/lora BK/IKOYAeT: Ha3BaHWe apxXuea; UHAEKC; pyOpuKy v Noapyopuky;
Jaty cobbITUA; MecTO COObITUSA; CBEAEHUS U3 apXMBHOIO AOKYMEHTa, efUHULbI XpaHeHWs/eAUHAULbI
yyeTa, apxuBHOro «oHAa (CoaepXkaHWue); apXMBHbIA LWINGP; A3blK [JOKYMEHTa M CNocob ero
BOCMNPOM3BEAEHMS; (PaMUINIO COCTaBUTENSA N AaTy COCTaBEHMS ONUCATENbHOW CTaTbW.

[na ycTaHOBMEeHMS CBA3W MeXAy pasfefiaMn KaTtasiora WM pasfefioB KaTtaiora C ApyrumMu
apXMBHbIMU CNPaBOYHMKAMU MPUMEHSETCA CUCTEMA OTCbI/IOK.



YKasarenv 1 0630pbl

5.5.4. Ykazatenn (apXvBHble CMpPaBOYHMKK, MNpPeACTaBfstoWmMe CO60M  anaBUTHbIE,
CUCTEMATUYECKME WM  COCTaBMEHHble MO KaKOMy-M60 WHOMY MpPU3HaKy MepeyHn HasBaHWi
(HameHOBaHWIA) NPeAMETOB, YNOMUHAEMbIX B apXMBHbLIX [JOKYMEHTax, C yKaszaHWeM WX apXMUBHbIX
LINGPOB) MOAPA3AeNATCA Ha BHYTPUMOHAOBbIE, MEX(OHAOBLIE, MEXApXMBHble, a TaKXe Ha
TemaTnyeckue, npeamMeTHble (06WMe W crneynanbHble), XPOHOMOrMYeckune. Pa3HOBMAHOCTAMU
NPeaMEeTHOrO yKa3zaTtesnis ABNATCA UMEHHON ¥ reorpamyeckuii ykasaTtenu.

YKaszatenm MoryT ObITb CaMOCTOSATENIbHbIMU apXMBHLIMK CrpaBoyHMKamn B cucteme HCA apxuBa
WO BXOAWUTL B COCTaB BCMOMOraTe/lbHOr0 CMpaBOYHOro annapara K Apyrum Tunam apxXmBHbIX
CMpaBOYHUKOB.

OnucatefibHas cTaTb yKasatens nt06oro suga COCTOUT U3 MPeAMETHOro noHATUS (pyopukn) un
apXMBHOIO LUXGpa.

B ykasaTesie NpyMeHSeTCs cMcTeMa OTCbIIOK A8 YCTaHOB/IEHWS CBA3E MeXaY TOXAECTBEHHbIMY
npegMeTHbLIMU MOHATUAMM.

5.5.5. O630pbl (apXuBHble CMPaBOYHMKMK, BK/IHOYAKOLIME CUCTEMATM3MPOBAHHbIE CBELEHUS O
cocTaBe W COAepPXKaHWW OTAENbHbIX KOMIMJ/IEKCOB apXMBHbLIX [JOKYMEHTOB, [JOMO/HEHHblE WX
NCTOYHMKOBELYECKUM aHa/IM30M) NOAPa3AenstoTcs Ha 0630pbl POHALOB U TeMaTUYECKMEe 0630pbl.

O630p (hoHAa BKNHOYAET CUCTEMATU3MPOBAHHbIE CBEEHWNS O COCTaBE U COLEPXKaHWUN apXUBHbIX
[LOKYMEHTOB OAHOM0 apXMBHOIO (POHAA.

Tematnueckmin 0630p BK/IHOYAET CUCTEMATU3MPOBAHHbIE CBELEHWUS O COCTaBe W COfepXKaHuu
aPXMBHbIX AOKYMEHTOB OLHOMO WK FPynMbl apXUBHbLIX POHLOB OLHOI0O WM HECKO/IbKUX apXMBOB MO
onpeaeneHHom Teme.

B cnpaBouHbIi anmapar 0630pa BXOAAT TWUTYMbHBLIA NUCT, cofepxaHve (OrnasneHwe),
NpeaucroBme, CNNCOK COKpaLLeHWin, ykasatenn. K TemaTmyeckomy 0630py LO/MKHbI ObITb COCTaB/EHbI
CNMCOK (hOHA0B, NHOPMALMA O KOTOPbIX COAEPXKMTCA B 0630pe, 1 bubanorpadus no teme o63opa.

ABTOMaTM3MpoBaHHbIM HCA

5.6. ApXMBHble CMpPaBOYHWUKM MOFYT BECTUCb B apxvMBe B aBTOMATU3UMPOBAHHOM PEXUME,
obecrneunBaroLLeM BO3MOXXHOCTU OMEpPaTMBHOINO WM MHOrOAcMeKTHOro Mnoucka W npeacTaBneHuns
[OOKYMEHTHO MHopmaLym (B TOM YMC/e B peXXKMe YAaneHHOro 4ocTyna).

MH(popMaumoHHoe  HamosiHeHWe  aBTomartusuvpoBaHHoro HCA  cocTaBnsieT  cofepkaHue
onucaTesbHbIX CTaTbeil apXMBHbLIX CMPaBOYHWMKOB Ha YPOBHe apxmBHOro oHga (cm. n. 5.4.1),
eVHUUbI XpaHeHus/egnHULbl ydeTa (CM. n. 5.4.2), apXMBHOro [JOKyMeHTa (CM. n. 5.4.3), a Takxe
K/T0YeBble C/I0BA N PyOpUKaTopbl.

Ob6si3aTeNbHbIMM BUAAMU K/OYEBbIX CNOB (TEPMUHOB, XapaKTepusylolwmx B 0606LeHHOM U
CKaTOM BUAe COfepXaHWe onucaTenbHbIX CTaTbeld apXMBHbLIX CMPaBOYHWMKOB) NPU  BeLeHUU
aBTomatmanposaHHoro HCA gBnstoTcs: "Tematuka', 'nepcoHanmn™, "reorpaua™. B cnydae
Heob6X0AMMOCTM MOTYT CO34aBaThbCA ApYrue BUAbl KNHOYEBbLIX C/O0B.

PybpuKatopbl - CUCTeMaTU4yecKne W TemMaTU4YecKne CXembl MOHATUA C MHAeKcamu Ans
CTPYKTYPUPOBaHWS 1 NOUCKA JOKYMEHTHON MH(OpMaLMK B aBTOMaT13poBaHHOM HCA.

@dOopMbl NCNO/L30BaHNA aPXMUBHbLIX OKYMEHTOB

5.7. OCHOBHble (HOPMbl WCMONb30BAHMS APXMBHBLIX AOKYMEHTOB (MPefoCTaB/IEHNs apXVBOM
6e3B03ME3IHO WM BO3ME3AHO MO/Mb30BATENO WHPOPMALMOHHBLIX YCAYT U UH(OPMALMOHHBIX
MPOAYKTOB As Y0BNETBOPEHNS €0 MH(OPMALMOHHBIX NMOTPEGHOCTEN):

MH(OPMaLMOHHOe 06ecrneyeHre Nosb3oBaTeseli B COOTBETCTBUM C MX 3arpocamu, a Takxe B
VHWLIMATUBHOM MOPSJKE;

MpeoCTaBeHNEe apXMBHbIX JOKYMEHTOB M0/b30BATE/NAM B UATa/IbHOM 3a/1e apXUBa;

3KCMOHMPOBaHME apXMBHbIX JOKYMEHTOB Ha BbICTaBKaX;



MCNOMb30BaHVE apXMBHbIX AOKYMEHTOB B CPeACTBaxX MaccoBOM MHopMaLuu;

npoBefeHne WHMOPMALMOHHbLIX MeponpusaTUin (BCTPeY C OOLLECTBEHHOCTbIO, 3KCKYpPCUIl B
apXmBbl, NPE3eHTaLMIA, AHEN OTKPbITbIX ABepel, NeKLUMIA, OKNALO0B, YCTHbLIX XYPHaN0B, KOH(EepeHL M,
YPOKOB [/151 CTYZIEHTOB Y LLUKOJIbHUKOB U Ap.) C UCMO/b30BaHEM apXUBHBIX JOKYMEHTOB;

ny6aMKauma apxXmBHbIX JOKYMEHTOB.

5.7.1. 3anpochbl, NocTynaroLme B apXunsbl, NoApasaenatoTcs Ha:

3anpocbl 0 NpefoCTaBNeHU UHDOPMALLMKX MO OnpeseNieHHoN npobneme, Teme, COObITUIO, (haKTy
(TemaTnueckue 3anpocbl). Pa3HOBMAHOCTHIO TeMaTMYeCKMX 3arpocoB SBAAOTCA Ouorpaduyeckue
3anpocbl, MO KOTOPbIM YCTaHaB/MMBAKOTCA CBeLeHUs, He0OXOAMMble [AN1F W3YYEHUS JKU3HU W
[eATeIbHOCTU KOHKPETHbIX NnL,;

3anpocbl 0 MpefoCTaBfieHMM UH(OpMaUMK, HEeobXoauMol [ANns  YCTaHOBMEHWS POACTBA,
POACTBEHHbIX CBA3E ABYX UK 6onee nuL, UCTOPUM CeMbU, pofa (reHeasornyeckme 3anpocsl);

3amnpockl, CBA3aHHble C COLUMaNbHOW 3alMTON rpaXkaaH, npesycmarpusatoLiye UX neHCUOHHOoe
obecrneyeHve, a Takke MOyvyeHWe NbIOT U KOMMEHcauuii B COOTBETCTBMWM C 3aKOHOAATE/IbCTBOM
Poccuiickort degepaummn 1 MeXayHapoaHbIMy 0bs3aTensctBamm Poccuitickoin defepauun (3anpochbl
COLUManbHO-NPaBOBOro XapakTepa).

5.7.2. B uendax HacToawwmx MNpasnn NCnonb3yrTca CNeaytoL e NoHATUA:

apXxmBHas crpaBka - [AOKYMEHT apxuBa, COCTaB/IeHHbIi Ha OnaHke apxuBa, WMeoLLWit
IOPUANYECKYIO CUTY W COLEPXaLlMin JOKYMEHTHYHO MH(OpPMaLMo 0 NpeameTe 3anpoca C yKasaHueM
apXMBHbIX LWA(POB 1 HOMEPOB NINCTOB eUHUL, XPaHEHUS TeX apXUBHbIX JOKYMEHTOB, Ha OCHOBaHWUU
KOTOPbIX OHa COCTaB/IEHa;

apXMBHas KOMus - [OC/MIOBHO BOCMPOM3BOAALLAA TEKCT apXMBHOMO JOKYMEHTa KOMWA C YKasaHueM
apXMBHOIO LUXPa 1 HOMEPOB /IMCTOB AMHULLbI XPaHEHUS, 3aBePeHHasA B YCTaHOB/IEHHOM MOPSIAKE;

apxmBHas BbINWCKA - [OKYMEHT apxmBa, COCTaB/EHHbI Ha OnaHKe apxuBa, [OC/OBHO
BOCMPOM3BOAALLMIA YacTb TeKCTa apXMBHOMO [OKYMEHTa, OTHOCALUMIACA K ornpegeneHHOMY (hakTy,
COOBITUIO, NULLY, C YKa3aHWeM apXUBHOIO LWKMpa U HOMEPOB JINCTOB eANHULLbI XPaHEHNS;

MH(OpMaLMOHHOE NUCbMO - MUCbMO, COCTaB/IeHHOE Ha 6naHKe apxuBa Nno 3anpocy nosib3oBaTens
WA NO WHUUMATMBE apXvBa, COAepKallee WH(POPMALMIO O XPaHALWMXCH B apXMBE apXUBHbIX
[OKYMeHTax Mo onpeseneHHon npobneme, Teme;

TeMaTUYeCKUii MepeyeHb apXMBHbIX [JOKYMEHTOB - CUCTEMATU3MPOBaHHbIA KpaTKuiA wnu
aHHOTMPOBAHHbIN MepeyYeHb 3aro/IOBKOB apXMBHbIX AOKYMEHTOB, eAMHUL, XpaHeHWUs/eauHUL, yyeTa no
onpefeNieHHON TemMe C YyKasaHMeM WX fAaT W apxXMBHbIX LWW(POB, COCTaBNEHHbIA MO 3anpocy
nosib30BaTeNs U rno MHULMaTUBE apxuBa;

TemMaTuyeckas MofoopkKa KOMUiA apXMBHbLIX [LOKYMEHTOB - CUCTEMATU3MPOBAHHbLIA KOMMIEKT
KONWUIA apXMBHbIX AOKYMEHTOB MM UX YacTell NO Onpefe/ieHHON TeMe, NOAroTOB/IEHHbIA apXMBOM MO
3anpocy nosb3oBaTens Wi Nno MHUUMaTBe apxmBa. TemaTuyeckas nofoopka BKKOYAET TUTY/bHbIN
JCT, TEMAaTUYECKUNIA MepeyeHb apXMBHbIX JOKYMEHTOB M NPU HEOOXOAMMOCTU UCTOPUYECKYIO CNPaBKy
Mo Teme;

TemMaTn4ecKnii 0630p apXMBHbIX JOKYMEHTOB - CM. M. 5.5.5.

MopsA0K MCMOMHEHMS 3aMPOCOB MOb30BaTENEN

5.8. 3anpoc nosb3oBaTens pacCMaTpuBaeTCA N UCMOIHAETCSA apXMBOM MPU HaMYMKM B 3anpoce
HaMMeHOBaHMA OPUANYECKOrOo nua (4Na rpaxaaH - amuanm, UMeHU 1 0TYeCTBa), NOYTOBOro M/Mnu
3N1eKTPOHHOIrO afpeca no/b30BaTens, YykasaHWs TeMbl (BOMPOCA), XPOHOMOrMM 3arpalivBaeMoi
NH(opmMaL N,

3anpoc nonb3oBaTens paccMaTpuBaeTCs PYKOBOACTBOM apXvBa WU YNOJHOMOYEHHbIM
[OMKHOCTHBIM NIMLOM (MLamu), HanpaBiseTcs Ha UCMOHEHUE B COOTBETCTBYIOLLME MOApPa3AeneHns
NN HENOCPEACTBEHHO WCMONHUTENIKO WU UCMOMIHAETCA MO apXMBHbIM AOKYMEHTaM W/UKM neyaTHbIM
M34aHMAM, OTHOCALLMMCA K NPegMETY 3anpoca.

3anpoc, He OTHOCALLMICA K COCTaBY XPaHALMXCA B apX1Be apXMBHbIX JOKYMEHTOB, B TeYeHue 5
[HEeN C MOMeHTa ero perucTpauun HanpasiseTcs B APYroi apxXuB UM OpraHM3aumio, rae XpaHaTcs



HeoOXo4uMble apXMBHbIe AOKYMEHTbI, C yBeAOM/IEHMEM 00 3TOM MO/b30BaTeNA, WU MOMb30BATE/O
[laeTCA COOTBETCTBYIOLLAS PEKOMEHAALNS.

Mpn noctynneHnn B apxme NHTepHeT-00paLleHns (3anpoca) nosb30BaTens C yKasaHWeM afpeca
3NEKTPOHHOM MOYTbI U/ NOYTOBOrO aJpeca emy HanpaBnsieTCst yBeJOM/IEHME O NpuemMe obpaLLeHNs
(3anpoca) K pacCMOTPEHUIO UM MOTUBMPOBAHHbIA 0TKAa3 B PaCCMOTPEHUM. MNPUHATOE K pacCMOTPEHMIO
ob6palleHMe (3anpoc) pacneyaTbiBaeTCs, U B [a/bHeilleM paboTa C HUM BeAeTcs B YCTaHOB/IEHHOM
nopsiake.

OTBET Ha 3anpoc Mo/sb30BaTeNs JaeTcs Ha rocy4apCTBEHHOM A3bike Poccuiickoi deaepauun.

ApXMB OCYLLECTBNAET MPUEM FpaxaaH B MPUEMHOW WM CTOME CMpaBOK W BeAeT UX yyeT no
YCTaHOB/EHHON (hopmMe. PYKOBOACTBO apXvBa HeCeT J/IMYHYKH0 OTBETCTBEHHOCTb 3a OpraHu3aLuio
npuema n pacCMOTPEHUSA 3amnpOCOB rpaXaaH.

5.8.1. TemaTn4yecKuii 3anpoc rocyaapCTBEHHOrO OpraHa WM opraHa MecTHOro camoynpas/ieHUs,
CBAA3aHHbIM C UCNOMHEHNEM UMW CBOUX (DYHKLMIA, apXMB paccMaTprBaeT B NepBooYepeHOM Nopszke B
YCTaHOB/IEHHbIE 3aKOHOAATE/IbCTBOM /MGO B COr/lacoOBaHHblE C HUMW CPOKW. VICMOMHEHWe Takoro
3anpoca OCYyLLEeCTBNsSeTCA Ha 6e3B03Me3[HOI OCHOBe.

icnonHeHre TeMaTWYecKoro 3anpoca opraHu3auum Uau rpakgaHuHa opraHu3yeTcs B Mnopsiake
OKasaHuA nnaTHbIX yciyr (B TOM YKCie Ha OCHOBe [0rosopa) van 6e3so3mesgHo. Cpoku 1 CTOMMOCTb
paboT MO MCMOMHEHMIO YKa3aHHOro 3anpoca B MNpeABapuTe/bHOM MOPsiAKe COrnacoBbIBalOTCA C
Mnosib30BaTesiem.

Mpy Heo6X0AMMOCTM MpPOBefeHNS 06bEMHOM paboTbl MO MOMCKY M KOMUPOBaHUIO apXMBHbIX
[OKYMEHTOB apXMB MUCbMEHHO M3BELLAaeT No/b30BaTeNs 0 NPOMEXYTOUYHbIX pesy/nbTaTax paboTbl. Bug
NH(OPMALMOHHOIO  AOKYMeHTa, MOAroTaBIMBaeMOro apXvMBOM MO  3anpocy  Mo/b3oBaTtens,
COrNacoBbIBAETCSA C HUM, €C/IM 06 3TOM He yKa3aHO B 3anpoce.

5.8.2. 'eHeanornyeckmnin 3anpoc nosnb3oBaTeNns apxunB UCMOMHSAET B MOPSAKE OKasaHWs NAaTHbIX
ycnyr (B TOM 4unc/ie Ha OCHOBE [0roBopa). YKasaHHbI/ 3arnpoc MOXET UCMOMHATLCA KaK B OTHOLUEHMN
3adBUTENA, TaK U B YCTaHOB/IEHHOM MOPSiAKe B OTHOLLEHUW APYrUX NnL,.

NH(opmauma nonb3osatento NpeAcTaBnseTcs B (PopMe poOCNOBHOIO ApeBa, reHeasiormyecKoim
poCnucK, reHeanorMyeckom TabnunLbl M apXmMBHbLIX CMPaBOK, apXUBHBIX BbIMMCOK, KOMWIA apXUBHBIX
[JOKYMEHTOB, YCTaHaB/MBAKOWMX POACTBEHHble CBS3W. [lpyM  OTCYTCTBMM  BO3MOXKHOCTEM MO
NCMOMTHEHNIO  FEeHeasloNMYecKMX  3anpocoB  apXvMB  PEeKOMEHAYeT  Mo/b30BaTesito  MPOBOAUTH
CaMOCTOATE/IbHbIN MOVCK NHTEPECYIOLLEN ero MH(opMaLUM reHeanornyeckoro Xapakrepa B YNTa/lbHOM
3a/1e apxuBa.

5.8.3. 3anpoc coumanbHO-NPaBOBOro Xapakrepa UCMoHAETCS apXMBOM 6e3B03Me3[HO.

CpOoK MCnonHeHUs 3anpoca couunanbHO-NPaBoOBOro XapakTepa B apXmBe He JO/MKeH npesbiwatb 30
[Hel ¢ MOMeHTa peructpaymmn 3anpoca. C paspelleHns pyKOBOACTBa apxXuBa 3TOT CPOK MOXET ObITb
npu HeobXoaMMOCTWU MPOAJIeH C 06sA3aTe/lbHbIM yBeoM/eHeM 06 3ToM nosb3oBaTens. Cpok
ncnonHeHuns 3anpoca no HCA apxumsa - He 60/1ee 15 fHeli ¢ MOMEHTa ero perucTpauum.

Mpn MCNOMHEHUN MOBTOPHOMO 3anpoca CouMabHO-MPaBOBOro XapakTepa WM COCTaB/IEHUM MO
npocbbe MNoNb30BaTeNs apXMBHOW CMpaBKW, aHa/IOTMYHOW paHee BblAaHHON, apXuMB MpPoBepsieT
COOTBETCTBME CBEAEHWI, BK/MHOUYEHHbIX B 3Ty CMpaBKy, TeM, KOTOpble WMEKTCA B apXMBHbIX
[JOKYMeHTax, U B c/lydae OOHapy>XeHUs [OMONHUTENbHbIX CBEAEHWU BKIOYaeT MX B MOBTOPHO
BblaBaeMyt0 apXMBHYIO CrpaBKy.

OchopMsieHe apXMBHBIX CMPaBOK,
APXMBHBbIX BbIMCOK 1 aPXMBHbIX KOMMUIA

5.9. ApxuBHasa cCnpaBka W apXvMBHas BbIMNWUCKA COCTaBMAKOTCA C 0003HaYeHWEM Ha3BaHWS
NH(OPMALMOHHOIO AOKYMeHTa "ApPXMUBHas cnpaBka™, "ApXmMBHas BbIMMUCKA".
(B pep. Mpukasa MuHKynbTYpbl P 0T 16.02.2009 Ne 68)

5.9.1. TekcT B apxmBHOM cnpaBke (MpunoxeHne Ne 13) pfaeTcs B XPOHONOrMYECKOWA
nocnefoBaTe/lbHOCTU COObITUI C yKa3aHWeM BWOB apXMBHbIX [AOKYMEHTOB U WX AaT. B apxuBHoW
CrnpaBKe [OMNYCKaeTCsa LMTUPOBaHKE apXUBHBIX OKYMEHTOB.



HecoBnageHne OTAeNbHbLIX AaHHBLIX aPXUBHLIX AOKYMEHTOB CO CBELEHUSAMU, WU3MIOXKEHHbLIMA B
3arpoce, He ABNSETCA MPenATCTBUEM A/1F BKAKOYEHMS UX B apXMBHYK CrpaBKy Npu YCNOBUM, ecnu
COBMafeHne BCEX OCTa/IbHbIX CBEAEHWUIA He Bbl3bIBAET COMHEHMI B TOXX/AECTBEHHOCTM NMLa UK (haKToB,
0 KOTOPbIX FOBOPUTCS B apXMBHbLIX AOKYMeHTaxX. B apXvMBHOI CnpaBKe 3TU AaHHble BOCMPOU3BOAATCS
TaK, KaK OHM WU3M0XEeHbl B apXUBHbIX [LOKYMEHTax, a PacXOXX[EeHWs, HecoBMafeHUs U HeTOYHble
Ha3BaHWA, OTCYTCTBME MMEHW, OTYECTBA, UHULWAIOB UM HaJMyMe OLHOr0 U3 HUX OroBapuBaloTCs B
TeKCTe crpaBky B CKoOKax ("Tak B JOKyMeHTe", "Tak B TeKCTe opurnHana').

CsefieHna 0 paboTe, yyebe B HECKONbKUX OpraHu3aumsx, y4eOHbIX 3aBefeHUAX BK/IOYalTCS B
O[LHY apXVBHYIO CNpaBKy.

B npumevaHusx Mo TEKCTY apXMBHOM CMpaBKM OroBapvBatOTCs Hepa3dbopuMBO HanucaHHble,
ncnpasfeHHbIe aBTOPOM, He MojajatoLLmecs NPoUYTeHUI0 BCNeCTBME MOBPEXAeHNA TeKCTa opuruHana
mecTa ("Tak B TeKCTe opurnHana”, "B TekcTe Hepa3bopumneo™).

B TekcTe apxvBHOW CMNpaBKW He [AOMNYCKatOTCA W3MEHEHWs, WUCMpaBneHusi, KOMMEHTapuu,
COOCTBEHHbIE BbIBOAbI UCMOHUTENA MO COLEPXaHMIO apXMBHbIX LOKYMEHTOB, HA OCHOBaHUW KOTOPbIX
COCTaB/IeHa apXmBHas CrpasKa.

B KOHLe apXMBHOIA CNpaBKun NPUBOAATCA apXUBHbIE LUNGPLI U HOMEPA SINCTOB eAVHUL, XpaHEeHS
apXMBHbIX [JOKYMEHTOB, MeyvaTHble U3faHus, UCMO0b30BaBLUMECA A5 COCTaBIEHNA apXUBHOM CNpaBKM.
B TekcTe apXMBHOI CnpaBKW [OMYCKAeTCA MPOCTaB/eHWe apXMBHbIX LUMGPOB M HOMEPOB NNCTOB
eIMHL, XpaHEeHUS apXMBHbIX AOKYMEHTOB CPasy MOC/e U3/MOXKEHNSA KaXKA0ro pakTa Uam cobbITUS.

B apxmBHOI cnpaBke, 06beM KOTOPOW NpeBbILLaeT OAUH JINCT, IMCTbI LO/DKHbI ObITb MPOLLKUTHI,
NMPOHYMepoBaHbl N CKPenseHbl NevyaTbio apxuBa (418 MYHULMNAILHOIO apxuBa, He ABNAIOLLErocs
FOPUAMNYECKNM NINLLOM, - MeYaTbio OpraHa MecTHOro cCamoynpas/ieHus).

ApXxuBHasi crpaBKa, nNpeAHasHayeHHas [N WCMNOMb30BaHWUSA Ha TeppuTopun PoccuiicKoid
Pefepauun, MOAMUCHIBAETCA PYKOBOACTBOM apxXmBa, W 3aBepseTca nedyatblo apxuea (41
MYHULMNANLHOTO apxuBa, He SABNAIOLWIEroca HpUANYECKUM NULOM, - MeyaTbid opraHa MecTHOro
caMoynpas/ieHns). ApX1BHasa Cnpaska, NpegHasHauyeHHas A1 HanpasieHns 3a py6ex, NognmncbIBaeTcs
PYKOBOACTBOM apxmBa W 3aBepseTcs repboBOM Meyatblo (419 MYHULMNaIbHOMO apxuea, He
AB/AKOLLEr0Ccs OPULNYECKUM NINLOM, - MeYaTbio OpraHa MeCTHOIO CaMoyrpaB/ieHNs).

(B peq. Mpukasa MuHKynbTYpbl P 0T 16.02.2009 Ne 68)

Mpn HEOOXOLMMOCTU K apXMBHOWM CrpaBKe NpuiaratoTcs KOMUM apXMBHbLIX [LOKYMEHTOB WK
BbINUCKM 13 HUX, NOATBEPXAAOLLME CBEAEHWS, U3NOXEHHbIE B aPXMBHOM CrpaBKe.

ApXUBHbIE CMpaBKK, Hanpasnsemble B rocyapcTsa, NoagnucasLllne Maarckyro KoHBeHUMo 1961
r., B COOTBETCTBMM C KOTOPOW He TPebyeTCs KOHCYNbCKas neranmsaums ouumanbHbIX LJOKYMEHTOB,
3aBepal0TCA MPOCTaBfIEHWEM M 3anofiHeHVWEM CheLMasbHoOro LramMna - anoctuns. Ha apXuBHbIX
CrpaBkax MpPOCTaBMSETCA W  3arofIHAETCA  HaAnexawum 06pa3om  anocTu/ib  PYKOBOACTBOM
BbILLECTOALLEr0 YNOMHOMOYEHHOrO OpraHa WCMOMHWUTENbHOW BNacT B Cepe apXMBHOMO fena.
ANOCTUbL He TMPOCTaBNAETCA Ha apXMBHbLIX CrpaBKax, NpefHa3HayeHHbIX [N HanpasleHus B
rocyfapcrea, ¢ KotopbiMu Poccuiickas Pefepaums 3akioumna LOroBopbl O NpPaBoBOM MOMOLLM W
NPaBOBbIX OTHOLLEHMSX MO rPaXKAaHCKUM, CEMENHBIM M YroIOBHbIM AenaM, a Takxe B rocyfapcrsa -
yyacTHMkM CHI, nognucaswuve CornalleHve 0 nNpuHumMnax v opmax B3avMOAENCTBMA B 06/1aCTU
MCNONb30BaHNA apXUBHON WMHMOPMaLMKN, UK C KOTOPbIMW MMEKTCS [ABYCTOPOHHME COTNaLIEHNs O
COTPYAHMYeCTBe.

[Mpn OTCYTCTBMM B apXmBe apXMBHbIX AOKYMEHTOB, HEOOXOAMMbIX A1 UCMOMIHEHUA 3anpoca, Ha
6n1aHKe apxvBa COCTaBNAETCA OTBET, MOATBEPXKAAIOLLMIA HENOMHOTY COCTaBa apXMBHBIX JOKYMEHTOB MO
Teme 3arnpoca. [Npy He06X0AMMOCTM OTBET MOXET ObITb 3aBEPEH repboBONi NeyaTbio.

B cnyyae [OKYMEHTa/IbHO MOATBEPXAEHHbIX (DAKTOB YTpaTbl aPXWMBHbIX [AOKYMEHTOB,
cofiepXkalllmx 3anpallvBaemble CBeAeHWA, apXWB Bbl4aeT CrpaBkKy MO [JaHHOMY BOMpocy, npu
HeoOX0AMMOCTY 3aBEPEHHYIO NMeYaTbio apXxuBa.

59.2. B apxvBHOW BbINWCKE Ha3BaHWe apXMBHOrO [JOKYMEHTa, €ero Homep W faTa
BOCMPOW3BOAATCA MOSIHOCTbO. VI3BNEYEHUAMN U3 TEKCTOB apXMBHbIX LOKYMEHTOB AO/KHbI ObITb
ncuyepnaHbl BCE UMeOLLIMeca [aHHble Mo 3anpocy. Hayano M KOHeL, KaK4oro M3B/eYeHUs, a Takxe
MPONYCKMN B TEKCTE apXMBHOI0 JOKYMeHTa OTAe/IbHbIX C/TI0B 0603HAYarTCA MHOTOTOUNEM.



B npuMeyaHnsx K TEKCTY apXUBHOM BbIMUCKN [eNatoTCA COOTBETCTBYHOLLME OrOBOPKN O YacTaX
TeKCTa OpuUrMHana, HepasbopyMBO HanUCaHHbIX, WCMPaB/eHHbIX aBTOPOM, He MOoAjaroLwmMxca
NMPOYTEHMIO BCNELCTBME MOBPEXAeHUA TekcTa U T.4. OTAeNbHble CN0Ba W BbIPaXKEHUSA OpUTrMHana,
BbI3bIBalOLLME COMHEHMA B MX TOYHOCTW, OroBapMBaroTCA cfioBaMn "TakK B TeKCTe opurnHana”, "Tak B
[JOKyMeHTe". Tocne TeKcTa apXMBHOWM BbINMUCKM YKa3blBAKOTCA apXMBHbLIA LWIWGP 1 HOMepa /IMCTOB
eIVHNLbI XpaHEHNs apXMBHOMO JOKYMEHTa.

AYTEHTUYHOCTb BbIAAHHbLIX MO 3anpocam apXMBHbIX BbIMUCOK YAOCTOBEPAETCA MOAMNUCHI0
PYKOBOAMTENA apxuBa WAN  YNONHOMOYEHHOr0 [O/HKHOCTHOIO /uMua W nedyatbto apxusa (4ns
MYHULMNANLHOTO apXuBa, He SABNAIOLLEroca HpUAUNYECKUM NULOM, - MeyaTbid opraHa MecTHOro
caMoynpas/ieHns).

5.9.3. Ha 060poTe KaXKA0ro N1cTa apXMBHOM KONUM NPOCTaBNAKOTCA apXUBHbIE LUMKPbI 1 HOMepa
NNCTOB eAMHUL, XpPaHEHUS apXMBHOIO AOKYMeHTa. Bce NMCTbl apXMBHOW KOMUKM CKPENstoTCa M Ha
MecTe CKpenjeHua 3aBeparoTCA MeyaTbl0 apxvMBa W MOAMUCLIO  €ro  PYKOBOAUTENA  WUn
YMNO/IHOMOYEHHOI0 A0/HKHOCTHOrO nunua. ApXMBHasA Konws, npefHasHayeHHas ANs HanpasieHus 3a
py6ex, 3aBepseTca repboBoi NevaTbio M NOAMUCHI0 PYKOBOAUTENS apXuBa.

5.10. ApxuBHas cnpaska (npunoxkeHue Ne 13), apXuBHas BbINUCKa, apXMBHas KOMWs U OTBETbI Ha
3anpochbl BbICLIIAKOTCA MO NOYTe NPOCTLIMU MUCbMaMMU.

ApXM1BHaa cnpaBKa, apXMBHas BbIMWUCKa U apXUBHaA KOMus, NpeaHasHayveHHble 415 Hanpas/ieHns
B rocygapctea - y4yacTHUKM CHI, BKIo4yas OTBETbl 06 OTCYTCTBMM 3arnpallvBaeMblX CBEAEHWIA,
BbICbINAKOTCSA apXMBOM HEMOCPeACTBEHHO B afpeca 3asBuTenel.

ApXVBHasa cnpaska, apxXmMBHas BbINUCKa 1 apXMBHaa Konus, npefHasHayeHHble AN HanpasieHUs
B rocyfjapcTBa, He saBfistoLmeca yyactHukamy CHIT, BKNoyas 0TBeTbl 06 OTCYTCTBUM 3arpallyiBaeMbIxX
CBefeHWi, ogopMasloTCs U BMeCcTe C 3anpocaMu (aHKeTamu, fIMYHbIMU 3asBfiEHUAMU U T.M.)
HanpaBnAOTCA apXMBOM B COOTBETCTBYIOLMIA (hefepaibHbIi OpraH WCMNOMHUTENbHOW BMacTu B
yCTaHOB/EHHOM NOpPAAKE.

ApXu1BHasA CnpaBKa, apXvBHas BbINWCKa M apxXuBHas KOMWA B C/lyyae JIMYHOro ob6paLleHus
rpaXkaaHnHa UM ero LOBEPEHHOro Nvua B apXyB BbIJAKOTCA emy Moj, pacrnucky npy npeabasieHnn
nacrnopta WIM WHOrO YAOCTOBEPAIOLWEro [AOKYMEHTa; [OBEPEHHOMY MLy - MNpU NPeLbsaBieHnn
[OBEPEHHOCTM, O(MOPM/IEHHON B YCTaHOB/MIEHHOM nopsgke. [lofyyatenb apXMBHOM CNpPaBKu U
apXMBHOW BbINUCKN PacrMCbIBAETCA Ha UX KONUSAX U Ha 060pOTe COMPOBOAMTE/ILHOIO MUCbMa K HUM,
yKasblBas AaTy ux rnonyyeHus.

3aBepeHHass anocTuieM apxXmBHaa CrpaBKa, apXMBHAsA BbIMWCKA WU apXMBHAsA KOMWUA B Cly4ae
NMYHOrO 06paLLeHNs TpaXaaHUHA UK ero A0BEPeHHOro NLa B apXuB BbILAKOTCA €My Ha PYKu npu
npeabsBeHNN KBUTaHLMK 06 ynnaTe rocyfapCTBEHHONM MOLWINHBI 33 MPOCTaB/eHMe anocTUNS.

Bo3BpallieHvie NOAMHHNUKOB apXMBHbIX JOKYMEHTOB

5.11. T10 NUCbMEHHbIM 3asB/IEHUSIM C pa3peLleHns PYKOBOAUTENSA apXmBa peabunmnTupoBaHHbIe
nnua v X HacnefHUKN UMERT MPaBo Ha Mosy4veHre NOA/IMHHMKOB COXPaHMBLUMXCA B MPeKpaLLeHHbIX
YrO/IOBHbIX W  aAMWHUCTPATMBHBLIX, a TakKXe (UNbTPALMOHHO-NPOBEPOYHbIX Aenax apXMBHbIX
[IOKYMEHTOB TBOPYECKOr0 XapaKTepa - pyKonucen, otorpaduii, MUCEM 1 APYTUX NNYHbIX JOKYMEHTOB
(3a MCKNKOYEHMEM NacrnopToB, BOEHHbIX GUNIETOB, CAYXKEOHbIX YAOCTOBEPEHUA U APYrMX apXMUBHbIX
[IOKYMEHTOB O(PULINA/IbHOTO MPOUCXOXKAEHNS).

M0 NUCbMEHHBLIM 3asiB/IEHUSIM C paspeLleHns PYKOBOAUTENS apXMBa rpaxjaHe MMEKT NpaBo Ha
Noy4yeHne COXPaHMBLUNXCS B apXMBe NOA/IMHHUKOB COOCTBEHHbIX TPYAOBbIX KHUXEK.

C u3blMaeMbIX apXMBHbIX [AOKYMEHTOB [AeflaloTCs KOMWUW, KOTOpble MPUOGLLADTCA K [enaMm.
N3bAaTNe apXMBHbIX OOKYMEHTOB, a TakKXKe MX 3aMeHa Ha KOMWW OTPaxXatTca B /IMCTax-3aBepuUTenax
[ien, B onucsax fen, 4OKYMeHTOB.

Bo3BpallleHNne apXMBHbIX AOKYMEHTOB OMOPMAETCA aKTOM 006 M3bATMM U3 Aen YKa3aHHbIX
[OKYMEHTOB. AKT W Apyrue [OKYMEeHTbl, Ha OCHOBaHWW KOTOPbIX MPOM3BEAEHO BO3BpAaLLEHME
apXMBHbIX OKYMEHTOB, M pacnucKa nnua, noiy4mBLLEro UX Ha PYKKM, BKNHOYAKOTCA B €0 (OHAA.



OG6cnyXmBaHWe Mob3oBaTenelt B YUNTalbHOM 3a1e

5.12. ina o6enyXnBaHWs NoMb3oBaTenel B apxmneax LeACTBYIOT YATa/IbHbIN 3a/1, NPOCMOTPOBLIN
3a/1, KOMHarta npoc/nylwmnBaHus (DOHOLOKYMEHTOB CO CreuuaibHbiM 000pyAoBaHvWeM Ans paboT c
MUKPOKOMUAMMN apXUBHbIX AOKYMEHTOB, ayAWOBU3Ya/lbHbIMA W 3MIEKTPOHHBLIMU [LOKYMeHTaMu. [pu
OTCYTCTBMM CMELMaNbHO BbIAENEHHOMO MOMeELLEHNUS 06CNY)XMBaHWe MOMb30BaTENe NPOM3BOANUTCA B
paboyein KOMHaTe apxuBa Moz KOHTPOsIEM COTPYAHMKA apXmBa.

Mopsgok paboTbl No/b3oBaTeneil ¢ apxXMBHLIMU JOKYMEHTaMU B YMTaIbHOM 3ae apxmBa, WX
npasa 1 0653aHHOCTN ONPeLenatoTca nNpasuiamMmm paboTbl MONb30BATENEN B UNTASIbHBIX 3a/1aX apXMBOB
Poccuiickori ®efepauun, yTBEPXKAAeMbIMU CheunanbHO YNOSHOMOYEHHBIM (hefepasibHbIM OpraHoM
MCNOSHUTENIbHOW BIACTU B C(pepe apxXMBHOIO fena. ApXuB 0653aH 03HAKOMUTb NOJ/b30BaTenelt ¢ 3TUMM
npasunamn. Mcxoas U3 KOHKPETHbIX BO3MOXHOCTEA 06CNYy)KMBaHUA MOMb30BATENe apXuB MOXeT
yCTaHaB/MBaTb 0YepeiHOCTb U BPEMSA MOCELLEHNA UMW YNTa/IbHOT 0 3a/1a.

B cnyyasx XWLLEHMS UM NOBPEXAEHUS NONb30BaTeNIeM apXMBHbIX AOKYMEHTOB, TEXHUYECKOro
obopyfoBaHMA M UMYLLECTBA apxXuB o06pallaeTca C COOTBETCTBYHOLUMM 3asBfeHVEM B OpraH
BHYTPEHHUX AeN M0 MeCTYy pacrosioXXeHus apXxmBa, NPUHUMAET ApYyrue Mepbl K BO3MeLLeHWIO yulepba B
COOTBETCTBUM C 3aKOHOAATE/IbCTBOM Poccuitckoin ®efepaunu.

5.13. Tlo 3aka3aM nofb3oBaTenel C Y4eTOM TEXHUYECKMX BO3MOXKHOCTEN apxmBa
N3roTaB/IMBAOTCA KOMWM apXMBHbIX [OKYMEHTOB: KCEPOKOMWUW, MUKPOKONUW, (POTOOTMEYaTKN,
KMHOKONWW, BULEOKOMMUU, KOMWUN (POHOLOKYMEHTOB, a TaKXXe KOMUW Ha 3MIEKTPOHHbIX HOCUTENSAX.

He npowusBoguTCca KOMupoBaHMe [AOKYMeHTOB ApPXMBHOro (hoHaa Poccuiickon ®Pefepaumu,
HaxofALMXCS B HEYL,0BNETBOPUTEIbHOM (IU3NYECKOM COCTOSHUN.

KonupoBaHve apXmBHbIX [LOKYMEHTOB OrpaHW4eHHOro [ocCTyna (CEKPeTHbIX W CoAepXKallmx
KOH(MAEHLMANTbHYIO MH(OPMaLUIO) NPOV3BOANTCA B YCTAHOB/IEHHOM MOPSAKe.

MopAfOoK BbIMOMHEHMA 3aKa30B Ha KOMWPOBaHWeE, B TOM YKC/E 06bEMbI KOMMPOBaHUA apXUBHBIX
[AOKYMEHTOB, HEONYO/IMKOBaHHBIX ONWCel fefl, LOKYMEHTOB, APYrX apXMBHbIX CPaBOYHO-MOMNCKOBbLIX
cpencts U 6a3 faHHbIX, CTOMMOCTb W3rOTOB/IEHWUSA KOMWUIA M MOPALOK PacyeToB 3a MX M3roTOBNEHMe
onpeLensaTca PyKOBOACTBOM apXmBa.

Ha Konuu apxvBHOro JOKYMeHTa, W3roTOB/IEHHOM MO 3aka3y Mosib3oBaTens, apxXuB YKasblBaeT
apXMBHBIMA LUMGP U HOMepa NIUCTOB eAMHULLbI XpaHeHWs apXMBHOTO AOKymeHTa. lMpu odopmneHun
KOMWM pacceKpeyeHHOro apxX1BHOro JOKYMEHTA Ha INLLEBOI CTOPOHE B MPaBOM BEPXHEM YI/1y NepBOro
1 NOCcnefHero NMCTOB KOMMM NpocTaBnseTcs wTamn "PaccekpeyeHo". Mpyu He06X0AMMOCTU [aHHbIN
LiTamMn MpOCTaBNsAETCA Ha /IMLEBOM CTOPOHE BCEX JIMCTOB KOMUWU PACCEKPEYEHHOro apXMBHOMO
LOKYMeHTa.

Konun apxmBHbIX JOKYMEHTOB BblAatOTCA MOMb30BaTENAM, WX [OBEPEHHLIM /iMLAM WUAU MOTYT
ObITb BbICNaHbI MO YKa3aHHbIM agpecam.

Y4eT 3aKa30B Ha KOMUPOBaHWE BeAeTCcA Ha OYMaXXHOM HOCUTENE WM B aBTOMAaTU3VMPOBaHHOWA

(hopme.

NHWUMaTVBHOE MHKOPMMPOBaHKE NONb30BaTENEN.
MoAroToBKa BbICTABOK U NMY6NMKALMIA aPXMBHbBIX JOKYMEHTOB

5.14. WVIHUUMATMBHOE WH(OPMMPOBAHME TOCYAAPCTBEHHbLIX OpraHoB, OPraHoB MeCTHOrO
CaMOyrnpaBfieHWsl, OpraHM3aumMin 1 rpaxkaaH OCYLIECTBMSETCS  MyTeM  HanpaBleHus UM
NH(OPMaLMOHHBIX NUCEM WX APYIUX MHDOPMALMOHHbIX JOKYMEHTOB.

5.15. ApxuB opraHusyeT TMOArOTOBKY W TMpPOBefAeHNe BbICTABOK apPXMBHbLIX [JOKYMEHTOB
CaMOCTOATENIbHO NN COBMECTHO C APYrMU apXnBammn 1 opraHmnsalnsamu.

[ns NOArOTOBKM BbICTABKM apXMBHbIX [OKYMEHTOB pa3pabaTbiBatOTCsi TEMATMYECKMIA MnaH
(KoHuenums) 1M TeMaTUKO-3KCMO3ULMOHHbIA MNnaH. Ha OCHOBe TemaTM4ecKoro njaHa MpPoBOAATCS
BbISIB/IEHE M OTOOP apXMBHbLIX JOKYMEHTOB, WINKOCTPATUBHBLIX U MHbLIX MaTepuasnoB. B TemaTtuko-
3KCMO3WLIMOHHBIWA MaH BKIKYAETCA aHHOTMPOBAHHbIN MepevyeHb 0TOOGPaHHbIX A5 3KCMOHMPOBAHUA
apPXMBHbIX OOKYMEHTOB, WUIOCTPATUBHbLIX W WHbIX MaTepuasioB, CUCTEeMaTU3NPOBaHHbLIX B



COOTBETCTBUW C pasfefiamy BbICTaBKM, C YKa3aHWEM MX Pa3MepPOB 1 NOPsALKa pasMeLLeHns Ha CTeHaax
NN B BUTPUHaX. Bce 0ToOpaHHble A/ 3KCMOHUPOBaHUA apXVBHbIE JOKYMEHTbI U Apyrve Matepuasibl
aHHOTMpYoTCA. K MHOA3LIYHBLIM MaTepuasiam npy Heo6Xo4UMOCTU AaeTcs NepeBoj Wn pasBepHyTas
aHHOTaLMA COAepXKaHus.

OTBETCTBEHHBLIMU 328 COXPAHHOCTb apXMBHbIX [OKYMEHTOB SB/IAIOTCA OPraHvW3aTopbl BbICTaBKU.
ApXvB, NpeACTaBMBLUMI apXMBHble AOKYMEHTbl 4715 BbICTaBKM, 06eCneymBaeT KOHTPO/b 3a
cobnogeHnem TpeboBaHUiAi 06ecreyeHNs COXPaHHOCTY LOKYMEHTOB NP 3KCMIOHUPOBaHNN.

CTpaxoBaHMe apXMBHbIX [OKYMEHTOB W O(OpM/EeHME WX BPEMEHHOro BblBO3a 32 Mpefesibl
Poccuiickori ®efepauun ANf 3KCMOHWPOBaHUA MPOBOAATCA B YCTaHOB/IEHHOM mnopsgke (cM. mn.
2.11.14, 2.11.15).

5.16. Mpun noarotoBke Ny6aMKaunii apXmMBHbIX JOKYMEHTOB apXUB PYKOBOACTBYETCA Hay4HbIMU
npasunaMm n3LaHns UCTOPUYECKUX LOKYMEHTOB.

Tunbl (Hay4HbIA, HAY4YHO-MONYNAPHBIA U Y4ebHbIA) 1M BUAbl (MOMOHAOBaAsA, TeMaTUYeckas Uaun
4p.) Ny6anKaumin apXmBHbLIX [LOKYMEHTOB OMNPeenisftoTCs WX LeneBbIM HazHayeHUeM, crneuuduKon
0T60pa UCTOYHMKOB, NPUEMOB Nepefayn TEKCTa apXUBHbIX JOKYMEHTOB 1 cocTaBoM HCA K HUM.

®opmbl NyBMKaLUM aPXUBHBIX JOKYMEHTOB:

neyartHas: cepus, COOPHUK, anbbom, OYKNMeT, nnakar, nyb6smkaums B CPeacTBax MacCOBOW
NH(opmaLmu;

ny6AnKauma Ha naeHOUYHbIX HOCUTENSAX: MUKPOMUIbM, MUKPO(ULLA,;

3NIEKTPOHHAA: TUNepTeKCT, MyNnbTUMeamna, 6a3a JaHHbIX.

ApXMB  OCYLLECTBNSIET  MEPOMPUATMSA MO  06eCneyeHuto  Hay4HO-MUCCNeLoBaTeNlbCKUX U
TEXHWUYECKMX MPOLLECCOB MOAIOTOBKM AOKYMEHTa/IbHbIX Ny6AnKauuii: (hopMupoBaHme peLakLMOHHOA
KOMMernmn, KONMEKTMBA COCTaBUTENIEN, COCTaB/IEHWE OpraHU3aLyMoHHO-METOANYECKUX [OKYMEHTOB,
3aK/0YeHVe JOroBopa C 3aMHTEPECOBAHHbIMM OpraH13auusaMmn 1 N3gaTensCcTBamu U T..

MoAroToBfeHHas W OTpefaKTMpOBaHHad PYKOMUCb MPOXOAMT BHYTPEHHEE W  BHeLUHee
peLieH3MpoBaHe U 00CYXXAaeTCqd Hay4yHO-COBeLlaTe/IbHbIM OpraHoM apxvBa, 06/1afaloLmM MpaBoM
PEKOMEH/0BaTb ee K U3LaHWIO.

PyKonuch cumTaeTcs NOArOTOB/IEHHOM, e/ B COOTBETCTBUM C YCTaHOBNEHHLIMW TPeboBaHUAMM
fopaboTaHa Mo 3aMeyaHUAM PeLEeH3eHTOB Y UTOraM 06CYX/eHWs U yTBepXeHa B nevatb. Pykonucu
MEXapXMBHbIX U34aHWIA NPeACTaBatOTCA PeAKONNErMn Ha PAaCCMOTPEHME U YTBEPXKAEHME K U3LaHWIO
rONOBHOM OpraHu3aumei.

C n3faTenbCTBOM 3aK/IHOYaeTCsA LOroBOp, B KOTOPOM MpPeaycMaTpuBaroTCs npasa U 0053aHHOCTY
n3aatenbCTBa N 3aKasymka (apxunBa).

5.17. ApXuB OCYLLECTB/IAET YYET UCMO/b30BAHNSA apXMBHbIX JOKYMEHTOB Ha OYMaXHOM HocuTene
NN B 3NEKTPOHHON (hopMme.

MpunoxeHne Ne 1
Knn.2.115,2.11.7.2,
3.7.2,43.1

(B peg. Mpukasa MuHKynbTypbl P® 0T 16.02.2009 Ne 68)

(Ha3BaHue apxuBa)
AKT YTBEPXAAI

N AnpekTop
(pata) (Ha3BaHuMe apxuBa)




O HeucnpaBUMbIX MOBPEXAEHUAX Mognuceb PacundpoBka
apXUBHbLIX OOKYMEHTOB noanncu
JaTta

HazBaHve ¢oHpa

B  ¢doHOoe o6GHapyxeHbl eAuHWULbl XpaHeHWs, MpPU3HaHHble HeucnpaBuMO
noBpexaeHHbIMN

Ne |Home |Home |3aronoBok Kpaii- | KonnyecTtBo nnMcTos CyLHocTb 1
n/n |p p MOBPEXEH- Hue (Bpems 3ByYaHMs, NPUYNHBI
onucu |en. HOW ef. Xp. [aTbl MeTpax) NnoBpeXxaeHus
Xp.
1 |2 3 4 5 6 7
IToro obHapyxeHo HeucnpaBMMO MNOBPEXAEHHbIX en. Xp-
(undpamvm

MU MPOMNnCbI)

3aBeaywuwmii oTAENOM

(nognncb, pacwuppoBKa noanucu)

3aBeaylnii apxXMBOXpaHUIULEM

(noanuce, pacwuuppoBka noanucun)

MepeuncneHHsle apXxmBHble AOKYMEHTbl Mog/iexaT crhucaHulw BBUAY

JKcnepThl:

(HanmeHOBaHMe [OMXHOCTElN 3KcnepToB, MNognucu,
pacunppoBKa nognucei, pata)

(N ¥ paTa npukasa  pyKOBOAMTENS apxuBa O CHSATUM HEUCMPABMMO
NOBPEXAEHHBIX apPXUBHbLIX JOKYMEHTOB C y4yeTa)

I3MeHeHnsa B y4deTHble AOKYMEHTbl BHECEHb
HanmeHoBaHue
[O/MKHOCTN

paboTHMKa Mognucob PacunhpoBka noanucu

JaTta
dopma akTa 0 HencnpaBMMbIX NOBPEXAEHUAX aPXUBHbLIX JOKYMEHTOB

®opmat A4 (210 x 297)

MpunoxeHne Ne 2
Knn.2.11.5,3.7.2



(B pea. Mpukasa MuHkynbTypbl PO o1 16.02.2009 Ne 68)

(Ha3BaHue apxuBa)

AKT YTBEPXOA
No AnpekTop

(pnata) (Ha3BaHue apxuBa)
O HEOOHapPYXEHUN apXMBHbIX Mognucb PacundpoBka
JOKYMEHTOB, NyTU PO3bicKa noanucu
KOTOpPbLIX McyepnaHb.l JaTta

ooHg N

B pesynbTaTte YCTaHOBJ/IEHO OTCYTCTBME B (oHAe

NepeuncneHHbiX  HUXe apXMBHbIX AOKYMEHTOB. [lpeAnpuHSTbie apXnBOM
MEpbl MO PO3bLICKY MOMIOKUTENbHLIX pPe3y/bTaTOB He Aann, B CBSA3U C uUeM
CUMTaeM BO3MOXHbIM CHSATb C yuyeTa:

No |Homep |Home |3aronosok |KpaliHue |Konnyectso MpegnonaraemMble
n/nm {onucu | p en. Xp. [laTbl N1CToB (Bpems NPUYNHBI
es. 3ByYaHus, OTCYTCTBUA
Xp. METpax)
1 |2 3 4 5 6 7
VToro en. xXp-

(undhpamm 1 MPoONUCHID)

CopepxaHne yTpaueHHbIX apXUBHbLIX AOKYMEHTOB MOXEeT O6blTb YaCTUUHO
BOCMO/IHEHO cneaywowuMn ef. Xp.:

dopma aKTa 0 HE0OHAPY>KEHNWN aPXUBHbIX JOKYMEHTOB,
MyTW PO3bICKa KOTOPbIX UCYEPMaHb!

®opmat A4 (210 x 297)
3aBefnywumin oTAENOM Mognucob PacunhpoBka nognucu
3aBeaywumnii apxnBoxpaHunuuem MNognucb PacuuppoBka nognucu
NaBHbIE XpaHUTEsb Mognucb PacuwndpoBka noanucu

(N n gaTa npukasa pyKoBOAUTENS apXmBa O CHATUU C
yyeTa HeobHapyXeHHbIX apXMBHbIX [OKYMEHTOB, MyTu
po3bicKa KOTOPbIX McuUepnaHbl)

i3MeHeHns1 B yuyeTHble AOKYMEHTbl BHECEHb
HanmeHoBaHue

OOMKHOCTY
paboTHMKa Mognucob PacunhpoBka noganucu



fJaTa

dopma aKTa 0 HeO6HapY>KEHNM apXMBHbIX AOKYMEHTOB,
MyTN PO3bICKa KOTOPbIX MCYepnaHbl (MPOJ0IKEHNE)

®opmat A4 (210 x 297)

MpunoxkeHne Ne 3
knn. 2.11.8,2.11.10, 3.4.1,
3.5.6,3.7.13,5.5.1

NNCT- SABEPUTENb AENA

B gene nogwuvTto M NPOHYMEPOBAaHO nncToB
(uhpamMm 1 NPONUCHLI)

c N no N

B TOM uucne:
NNTepHble HoMepa /INCTOB
nponyleHHsle Homepa INCTOB

+ JZINCTOB BHyTpeHHEVI onncun

OC06EeHHOCTMN (PU3NYECKOTO COCTOSHNSA U Howmepa fmcTos
(hopmMunpoBaHUA aena
1 2

HanmeHoBaHue
LO/DKHOCTU
paboTHMKa Mognucob PacwnppoBka noanucu

JaTta
dopma nncTa-3aBepuTens gena

®opmat A4 (210 x 297)

MpunoxxeHne Ne 4
Knn.2.11.10

(B peg. Mpukasa MuHKynbTypbl P® 0T 16.02.2009 Ne 68)

(Ha3BaHue apxuBa)

NMCT NCNob30BAHNA



APXNBHbIX JOKYMEHTOB

doHp N Onucb N Jeno N

3arosioBokK pgena

Hata Komy BbIgaHo XapakTtep Homepa Mognuck nuuga,
ncnonb- | hammnng, MCNONb30BaHNSA MCnosnb30- 1CNONb30BAaB-
30BaHMS | MHULMASbI (konupoBaHue, BaHHbIX LLero aeno
(pa3bopunBo) BbIMMWCKM, MPOCMOTP NNCTOB
nap.)
1 2 3 4 5

dopmMa nmcTa NCnosb3oBaHNSA apXMUBHbLIX JOKYMEHTOB

®opmat A4 (210 x 297)



(B pea. Mpukasa MuHkynbTypbl P® o1 16.02.2009 Ne 68)

KHUIA YUYETA NOCTYMNEHUA AOKYMEHTOB

MpunoxxeHne Ne 5
knn. 3.4.1, 3.5.2,3.7.11

Ne |/[aTa HavmeHoBaHWe | HanmeHoBa- HasBa- |logpl Kon-Bo Kpatkag |Homep ¢oH- | [pume-
n/n |noctyn- |opraHu3auum HWe, HoMep Hue [OKy- | ef. Xp. Xapakrte- | fAa, NpucBeo- yaHus
NeHns (amunns, n pata fo- (hoHAa |MEHTOB | WK He- PUCTUKA | eHHbIN noc-
NHULManbI KYMeHTa, Nno onucaH- | cocTos- TYNUBLLNM
nmua), ot KOTOpOMY HbIX AO-  [HKA LOKYMeHTaMm
KOTOpOiA MPUHATLI KYMEHTOB Mo Crmncky
nocTynuau AOKYMEHTbI (nncToB) (hoHz0B
[OOKYMEHTHI
1 |2 3 4 5 6 7 8 9 10
WToro nocrtynuno 3a rog ef- xp.
(umthpamm 1 NpPoONUCHLI)
(8OKYyMEeHTOB, /IMCTOB)
B TOM 4ucne <*>:
HanveHoBaHWne
[O/MKHOCTN
paboTHUKa Moanvcob PacwndpoBka noanucu

JaTta




<*> [lonycKaeTcsi BefieHNe eMHON KHUIM yyeTa MOCTYNNeHUA Ha AOKYMEHTbl BCEX BWUIOB C
yKasaHWeM Mx 06EMOB B UTOrOBOW 3anncu.

dopmMa KHUMM y4eTa NocTynneHnii JoKyMeHTOB

®opmat A3 (420 x 297)

MpunoxxeHne Ne 6
knn.3.4.1,3.5.3,
3.7.1,3.7.11,3.7.12

CMNncoK ¢0OHAO0B

Howmep [Jata nepsoro HassaHve oHaa | OTMeTKa 0 MprmeyaHumsa
(hoHaa NOCTYMN/IEHUS BbIObITUN
1 2 3 4 5
WToro Ha 01.01.... r. thoHO0B
(udpamMm 1 NPONUCHLI)
B T.-4Y. MNOCTYnNWao 3a .. I. hoHaoB
(unhpamm 1 NpPonNUCLI)
BbiObIIO 3A .. ... .. r. (hoHpo0B
(udhpamMm 1 NPONUCHLI)
HavmeHoBaHuVe
[OMKHOCTH
paboTHUKa Nognucob PacuudpoBka nognucu
JaTta
dopma cnmcka poHa0B
®opmat A4 (210 x 297)

MpunoxxeHne Ne 7
knn.3.4.1, 3.5.6,
3.7.13,55.1

(B peg. Mpukasa MuHKynbTypbl P® 0T 16.02.2009 Ne 68)

YTBEPXOEHO

MNMpoTokon 3MK

(HaI/IMeHOBaHI/Ie YMNO/IHOMOYEHHOIr o opraHa




WCNO/IHUTENNbHOW BfacTu cybGbekTa POCCUMNCKO

depepaumm B 06N1acTU apxMBHOro Aena,

(begepanbHOro rocygapCTBEHHOro apxusa)
oT No

Ne | denonpon3BoAcT- | 3arosioBOK gena Kpaiinne | Konnyectso |[MpumeyaHus
n/n | BeHHbIE NHAEKCHI fatbl NINCTOB
nIn Homepa no
CTapoi onmcu

1 |2 3 4 5 6

B onucb BHeceHO

(udhpamMm 1 NPONUCHLI)

nen
c N no N

HavmeHoBaHVe

LOMKHOCTH

cocTaBuUTensa onucu Mognuceb PacunhpoBka noganucu
3aBegywumini oTaenom

(apxuBoxpaHunmuem) Mognucob PacunhpoBka noganucu

JaTta

dopma onncy <*> aen NOCTOSHHOTO XPaHeHNs, COCTaBNEHHO
B apXxuBe

®opmat A4 (210 x 297)

<*> K onucu cocTaBnseTca TVITyfIbeIVI JINCT.

MpunoxxeHne Ne 8
knn. 3.4.1, 3.5.6,
3.7.13,55.1

(B peq. Mpukaza MuHKynbTYpbl P® 0T 16.02.2009 Ne 68)

(HanveHoBaHMe opraHmsauum)

YTBEPXOAK
HanvmeHoBaHMe [OO/KHOCTU
ooHA N pyKoBOAUTENS OpraHu3auunm
OMnUCb e Mognucob PacunhpoBka
noanucu

hen MNOoCTOSAHHOI0 XpaHeHusA
JaTta



3a roa

No MHpekc | 3aronosok gena KpaiiHue pgatbl KonunyecTso MprmeyaHunsa

n/n | pena NNCTOB

1 2 3 4 5) 6

B paHHbIi pa3gen onucu BHECEHO nen
(uhpamMm 1 NPONUCHLI)

c N no N , B TOM 4ucne:

NIMTEpPHbIE HOMepa:
nponyueHHsle HoMepa:

HanveHoBaHWe [O/TKHOCTU
cocTaBuTensa onucu Mognuckb PacunhpoBka noanucu

3aBegywumini apxXnBom

opraHmnsauuu Mognuckb PacunhpoBka noanucu
JaTta
COIrNACOBAHO YTBEPXAEHO
Mpotokon U3K (3K) MpoTokon 3MK
(HanmeHoBaHune (HanveHoBaHue
opraHusauumn) YMO/IHOMOYEHHOIO OpraHa

WCNOJIHUTE/NbHOW BMacTn cybbekTa
Poccuiickonn ¢epgepaunm B obnactu
apxXmBHOro pgena, (eaepanibHOro
rocyapCTBeHHOro apxvBa)
oT No oT No

dopma rogoBoro pasgena onucy Aes NOCTOSAHHOTO
XPaHeHWst opraHm3aLum

®opmat A4 (210 x 297)

MpunoxeHne Ne 9
knn.3.7.1,3.7.2, 3.7.11,
44.1,46,4.7

(B peg. Mpukasa MuHKynbTypbl P® 0T 16.02.2009 Ne 68)

YTBEPXOAI YTBEPXOAO
(HavmMeHOBaHVEe [O/TIKHOCTM (HavmeHOBaHVe [OOMKHOCTU
pykoBoauTens pykoBoautens
opraHu3saunu- cgaTunka) opraHusaunu- npnemmKa)
Moanuceb PacuwnppoBka noanucu Moanucob PacwunppoBka noanucu

[aTta MNeyaTb JaTta MNevaTb



AKT

(nata)

npunemMa- nepegadyn apxmBHbIX
AOKYMEHTOB Ha XpaHeHue

(ocHoBaHVe rnepegayn)

(Ha3BaHVe nepepasaemMoro oHaa)

cpan,
(Ha3BaHMe opraHu3auun- caaTymnka)
MPUHAN
(Ha3BaHVe opraHu3auumn- npueMwmnKa)
OOKYMEHTbl Ha3BaHHOro ()oHAa M Hay4HO- CNpaBOYHLI annapart K HUM:
No HasBaHue, HoMep KonunyecTso KonunyecTso MprmeyaHuna
n/m |onucu 3K3eMn/ispoB en. Xp.
onucun
1 2 3 4 5)
Toro npuHATO ef. xXp.
Mepepayvy nponssenu: Mpvem npou3senu:
JonxHocTb Mognuck PacuwnppoBka JonxHocTb MNoanuck PacwuppoBka
noanmcu nognucu
JaTta JaTta
doHAY npucBoeH N
i3meHeHnss B yuyeTHble [OKYMEHTbl BHECEHb
JomxHoCTb Moanucob PacwunppoBka noanucu

JaTta
dopma aKTa npremMa-nepesayvm apxXmBHbIX JOKYMEHTOB Ha XpaHeHue

®opmat A4 (210 x 297)

MpunoxxeHne Ne 10
knn.3.7.1,3.7.8,4.4.2

(B peg. Mpukasa MuHKynbTypbl P® 0T 16.02.2009 Ne 68)

AKT YTBEPXJAID

N AnpekTop
(pnata) (Ha3BaHue apxuBa)




rnpuemMa Ha XpaHeHue apXMUBHbIX Moanucob PacuwndpoBka
OOKYMEHTOB JIMYHOIO MPOUCXOXOEHUA noanvucu
JaTta MNevaTb

Ha ocHoBaHuu pelweHusa 3MK
(npoTokon oT No )
n goroesopa oOT

cpan
(9.1N.0. cobcTBeHHUKa/BNageNsUa)
MPUHATH OKYMEHTHI
(obwasa xapakTepucTuKa OOKYMEHTOB)
B Ko/mn4yecTse ef. Xp. (ycnoBHbixX) OOKyMeHTOB (JINCTOB)
no apxmBHon (caaTo4yHoOI) onucu
doHAY npucBoeH N
CobcTBEHHUK/BNagenew, Mognucob PacunhpoBka noanucu
(HyXHOE MNOoAYEepPKHYTb)

HanmeHoBaHMe [O/MKHOCTU Mognucob PacuungpoBka nognucu
paboTHUKa
I3MeHeHnA B y4yeTHble OOKYMEHTbl MO pe3y/sibTaTam OonMcaHus BHECEHb
HanmeHoBaHMe [O/MKHOCTU MNognucob PacuuppoBka nognucu
paboTHMKa
JaTta

dopma akTa npnema Ha XpaHeHue JOKYMeHTOB

JIMYHOT O NMPOUCXoXaeHnA
®opmat A4 (210 x 297)

(B peq. Mpukaza MuHKynbTYpbl P® o1 16.02.2009 Ne 68)

(Ha3BaHue apxuBa)

AKT YTBEPXOA
No AvpekTop
(pata) (Ha3BaHMe apxuBa)
O BbIAENEHUN K YHUYTOXEHWUK Mognucob PacuungppoBka
apPXUBHbLIX JOKYMEHTOB, He noanvcu
nognexawnx XpaHeHuo JaTta

K YHUUTOXEHMIO OTOGpaHbl: AOKYMeHTb doHaa N

(Ha3BaHue (poHaa)

Ha OCHOBaHMW:

MpunoxeHne Ne 11
knn.3.7.2,4.3.2



(CcCbiIKM Ha HOPMATWMBHO- METOANYECKNE AOKYMEHTbI

ana nposeaeHnsA 3KCHepTM3H)

Ne | Ha3BaHuA KpaiiHme |Homepa |Homepaea. |Konuuectso |[MpumevyaHus
n/n | rpynn faTbl onucer | xp. no en. Xp.
[IOKYMEHTOB onncam
1 |2 3 4 5 6 7
hToro ef. xXp. 3a roa(bl)

(udpamm 1M NPONUCHLI0)

KonnuecTtBo en. Xp., KpaMHme Oatbl N KpaTKad XapaKTepucTtuka
AOKYMEHTOB, OCTalWMXCA Ha XpaHEeHUu

3aBefnywumin oTAENoM

(apxuBoxpaHunuiem) Mognuce PacwunppoBka noanucu
HavmeHoBaHuVe

[O/MKHOCTH

paboTHMKa Mognucob PacunhpoBka noanucu
[aTta

<Dop|v|a aKTa O BblAeNEHNN K YHUUTOXEHNHO apXUBHbLIX JOKYMEHTOB,
He noanexawnx XpaHeHNO

®opmat A4 (210 x 297)
JOKyMEeHTbl CAaHbl
(Ha3BaHMe opraHmsauumn)
Ha nepepaboTKy MO NpMeMO- CAATOYHOMN HakagHol No
(nata)
HavmeHoBaHue
OO/MKHOCTH
paboTHMKa Mognucob PacunhpoBka nognucu
i3MeHeHns1 B y4YeTHble OOKYMEHTbl BHECEHDI
HavmeHoBaHune
OO/MKHOCTH
paboTHuKa Mognucob PacuuppoBka nognvcu
JaTta
YTBEPXAEHO

MpoTokon 3K

(HaMMEHOBaHMe YNOJ/IHOMO4Y€eHHOr o

opraHa WCNO/IHUTENbHOW BMacTu cybbekTa

Poccuiickoit degepauun B 06n1acTu apxXuBHOro gena,

(hegepanbHOro rocygapCTBEHHOI0 apxusa)
oT No




dopma aKTa 0 BbIAENEHUN K YHUUTOXKEHNIO apPXUBHbIX [OKYMEHTOB,
He NOANEXallyX XpaHeHUto (MPOAOIKEHNE)

®opmat A4 (210 x 297)

MpunoxxeHne Ne 12
Knn. 3.7.7

(B pea. Mpukasa MuHKynbTypbl PO o1 16.02.2009 Ne 68)

(Ha3BaHue apxuBa)

AKT YTBEPXOAI
No AnpekTop
(pnata) (Ha3BaHue apxuBa)
O paccekpeumBaHUM apXMBHbIX Mognuceb PacunhpoBka
JOKyMeHTOB (oHza N noanucu
JaTta
Komnccusa
(Ha3BaHMe Kommccun)
npoTtokon N oT 00.00.00 paccekpeTuna [OKYMeHTH toHga N
(Ha3BaHuve ¢oHaa)
Ne |Homep |Konuuectso Howmepa eg,. Howmepa eg. xp., Mprme-
n/n |onucu pacCeKPEHEHHbIX XpP., paccek- pacCeKpeEHEHHbIX YaHWNA
en. Xp. PEYEHHbIX MNON-  [YaCTUYHO, C
no’n- YaCTUYHO |HOCTbIO <*> YKa3aHNeM HOMe-
HOCTbHO poB INCTOB He-
pacCeKpPeEHEHHbIX
[LOKYMEHTOB
1 2 3 4 5 6 7
WToro paccekpe4eHo ef. xp. (MoNHOCTLK)
(uhpamMm 1 NPONUCHLID)
3a
(XpoHOMOrMvyeckKne pavMkm AOKYMEHTOB)
ef. Xp. (4acTu4yHO) 3a
(XpOHOMIOrn4yecKre pamku
OOKYMEHTOB)
HanvmeHoBaHMe AO/MKHOCTU paboTHUKa Mognuceb PacunhpoBka nognucu
MPUHATO Ha OTKPbLITOE XpaHeHue en- Xp-
(upamMy 1 NPONUCHLI)
B

(XpaHunnuue)

HavmeHoOBaHWe [O/MKHOCTM paBoTHMKA Noanuch PacuungpoBka nognucu



fJaTa
I3MeHeHns B y4deTHble AOKYMEHTbl BHECEHL

HanMeHoBaHWe OOMXHOCTU PaBoTHUKA NMoanucek PacumndpoBka nognucu

[aTta

<*> He [10MyCKaeTCs NepeuncrieHne HOMEpOB efl. Xp. Yepe3 TUPE.
dopmMa aKTa 0 pacceKpeumBaHun apxXmBHbIX JOKYMEHTOB

®opmat A4 (210 x 297)

MpunoxxeHne Ne 13
Knn.5.9.1

(B peg. Mpukasa MuHKynbTypbl P® 0T 16.02.2009 Ne 68)

(Ha3BaHue apxuBa)

Appecart
(no4yTOBLIA MHAEKC, agpec,
TenejoH, Hakc)
ApXuBHasa cnpaska
No
(nata)
Ha N oT
OcHoBaHue:
PykoBoauTesib opraHmsauum Mognucob PacunppoBka nognucu
MNeyvaTb
NcnonHuTenb
TenepoH

dopmMa apXMBHOIA CNPaBKM

®opmat A4 (210 x 297)




