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MeTtoaunuyeckue pekomeHpauuum K NMNpasunam
OpraHM3auumm XpaHeHUs, KOMNJIeKTOBaHUA, y4eTa u
MCNOJIb30BaHUSA OOKYMEeHTOB ApxuBHoro poHpa
Poccunckoun depepauum

depepansbHOe apXUBHOE areHTCTBO
(Pocapxus)

depepanbHoe Gl0aKeTHOE yYpeXaeHue
«BCepoCCUMCKMIA Hay4HO-UCCIIefoBaTeNbCKUN MHCTUTYT
DOKYMEHTOBeAEeHUA U apXUBHOro aenax»

(BHUNOAL)

MeToaoun4yeckue peKkoMeHagauum

K NMpaBunam opraHM3aumm XpaHeHUA, KOMMNJIEKTOBAHMUA,
y4YyeTa M MCNoJib30BaHUA AOKYMeHTOB ApXxuBHOro poHga
Poccuuckon depepauum M opyrux apxmBHbIX J,0KYMEHTOB
B roCyapCTBEHHbIX U MYHULUNAJNIbHbIX apXuBaX, My3eax
M OMbnmorekax, Hay4HbIX OpraHM3aumax

Tema 1.2. NMnana HUOKP

MeTtoaunuyeckue pekomeHpauum K Npasunam opraHusauum XxpaHeHUs, KOMNJIEKTOBaHuA,
yuyeTa M Ucnosib3oBaHUA A,O0KYMeHTOB ApxuBHoro poHaa Poccunckon depepauum u gpyrux
ApPXUBHbIX A,OKYMEHTOB B rocyAapCTBEHHbIX U MYHULUNAJIbHBIX apXuBax, My3efX U
6ubnumorekax, Hay4yHbIX opraHusaumsax / Pocapxus, BHUNOAL. - M., 2021. - 330 c.

MeToaunyeckne pekoMeH4aUun packpblBaloT METOAUKY MPUMEHEHNA NOoN0XKeHW MpaBua opraHn3auumn xpaHeHns, KOMNAEKTOBaHWA, y4eTa 1
NCNob30BaHUA AOKYMeHTOB ApXnBHOro oHaa Poccuiickon ®enepaumm n Apyrux apxmBHbIX JOKYMEHTOB B rOCYAAaPCTBEHHbIX U MYHULMNAJIbHbBIX
apxuBax, My3esx u 6nbnmorekax, Hay4HbIXx opraHmsaumax (yTe. npukasom ®efepasnbHOro apxXmMBHOro areHTCTBa oT 2 MapTa 2020 r. Ne 24, 3aperncTp.

MuHiocToM Poccum 20 masa 2020 r. Ne 58396).

MpenHa3HavyeHbl AN paboTHUKOB rOCyAapCTBEHHbIX 1 MYHULMMNAbHbIX apXMBOB, My3eeB U 6ubnnoTek, Hay4HbIX OpraHn3aunni, npenogasatenen n
CTYLEHTOB.
E MeToaunyeckue pekomeHaauum K NMpasunam

opraHu3alLMmn XpaHEeHUs, KOMNJAeKTOBaHUA,

yyeTa U UCNOJ1b30BaHUA NOKYMEHTOB

ApxuBHoro ¢hoHaa Poccunckon Penepauuvm m

OPYruX apXuBHbIX OOKYMEHTOB B

rocynapCTBeHHbIX U MYHULUNANbHbIX

apxuMBax, My3esax U 6ubnuorekax, Hay4HbIx

opraHusauumax [1] (dbann B popmaTte pdf)

OrnaBneHue

BBepeHue
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TepMuHbl M onpepneneHus

| pa3zgen. OcHoBHble nonoxxeHusa (Cnaea | Mpasun)

Il paspen. OpraHusaumns JOKYMeHTOoB B apxuBe (Cnaea |l MpaBwa)

Il paspen. ObecneyeHne COXPaHHOCTU apPXUBHBLIX JOKYMeHTOB (naBbl Il = XX MpaBu)

IV pa3pen. OpraHm3aumnsa y4eTa JoKYyMeHToB ApxmBHoro doHaa Poccunckonm ®egepaumv n opyrux
APXMBHbIX JOKYMeHTOB B apxuBe (FnaBbl XXI - XXXIV MpaBwn)

V pa3gen. OpraHn3aLnsa KOMNAEKTOBAHUSA apXUBa JOKYMeHTaMu ApXmMBHOro coHaa Poccumckon
depepaln U APYrMMmM apxmBHbIMU AoKyMeHTaMun (CnaBbl XXXV - XXXVIII MpaBwn)

VI pa3gen. OpraHu3aumns CnpaBoYHO-NOUCKOBbLIX CPeACTB (Hay4YHO-CNPaBoO4YHOro annapaTa) K
JOKYyMeHTaM ApxXMUBHOro doHaa Poccurickon depepaLinm v Apyrum apxXmBHbIM JOKYMeHTaM B
apxuBe (FnaBbl XXXIX - XLIV MNpaBwn)

VIl pa3zpen. OpraHm3alina 0octyna K JoOKyMeHTaM ApxmuBHOro poHaa Poccumckonm depepalimm m
OPYIrMM apXMUBHbIM JOKYMEHTaM U UX ncnoab3oBaHusa (FCnasbl XLV - LI MpaBwun)

VIl pa3gen. OpraHunsaumsa paboTbl C apXUBHBIMU AOKYMEHTaMU, ABAAOLWKMMNCA HOCUTENAMN
CBeeHWN, COCTABAAULINX FTOCYAAPCTBEHHYIO TanHy (Cnaebl LI - LIV MpaBun)

IX pazpen. OpraHmsaumsa Bo3BpaTa apxXmBHbIX AoKyMeHToB ([naBa LV MpaBwun)

MNpunoxeHune 1. ObecneyeHme COXPaHHOCTU aPXUBHbIX JOKYMEHTOB MPW Ype3Bbl4alHbIX CUTYaLIUAX

BBepeHue

HacToswme MeToauyeckme pekoMeHAauun MOArOTOBAEHbl B LENsX WHHOOPMALUOHHOIO
COMPOBOXAEHNST M MeToamyeckoro obecnevyeHuss BHeapeHMs B MNPakTUKy paboTbl MpaBun
OpraHu3aumm XxpaHeHUs, KOMMIEKTOBaHWS, y4eTa U UCMOJIb30BaHUSA JOKYMEHTOB APXMBHOIO DOHAA
Poccuiickon ®epepauunm 1 opyrux apxmBHbIX AOKYMEHTOB B FOCYAapPCTBEHHbLIX U MYHMLMUMANbHbIX
apxmBax, My3esx 1 6ubnuoTekax, Hay4Hbix opraHusauuax™ (nanee - Mpasuna).

B MeToaondeckux pekKoMeHgaumax npuBoaaTcs Tpe6OBava [Mpasnn n packpbiBaeTCca MeToankKa nx
npnMeHeHnA.

Bce nonoxeHus TpaBusl OoTpa)keHbl B TeKCTe MeToAMYeCKUX peKoMeHAauui C npusBeaeHuem
CCbIJIOK Ha COOTBETCTBYHOLLME HOMEpa MYHKTOB, YTO YCTpaHseT HeobxoAMMOCTb obpalleHus K
TEeKCTYy CaMOro HOPMAaTUBHOIO NMPABOBOIro akTa NPU MCMONb30BaHUN MeToaNYeCcKNX PpEKOMEHAALNNA.

B MeToOmn4yeckmnx pekoMeHpaumsax ncnosbsyercs 0606eHHOe HaMMEHOBaHNE «apPXUBbI» ONS BCEX
BWUOOB OpraHm3auuni (rocyapCTBEHHbIX N MyHULMNANIbHbIX apXUBOB, My3eeB U 6MBNMOTeK, Hay4HbIX
opraHmsaunin), Ha KOTopble pacnpocTpaHsaeTcsa aencTeume MNMpaBuna, 3a NCKIOYEHNEM CllyHaeB, Koraa
MeToAuKa MNPUMEHEHUSA TOW WAN MHOW HOPMbI MpaBMA OTHOCUTCSA TOJNIbKO K KOHKPETHbIM BUAaM
opraHmsauun.

MeTogu4yeckne pekoMeHfauunm COCTOAT W3 BBeLEHUs, CNUcKa TEepMUHOB U onpe,u,eneHw?l, 9
pa3fesioB, B KOTOPbIX PACKPbIBAOTCA MOJIOXKEHUA rnaB U NyHKTOB [lpaBui, a TakXe O0A4HOro
npunnoXxeHwums.

MeTopgun4veckune pekoMmeHgauumm nogrotosneHsl BHUNOAL.

PykoBoguTenb TeMmbl - K.U.H. E.A. PomaHoBa.
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OTBeTCTBEHHbIE UCnonHUTenn - K.g.H. H.A. l'epynkoBa, /1.B. YcrieHcKkas.

Ncnonnntenun: AsgevikuHa M.H.; AnbbpexT b6.B.; K.n.H. AgpaHackbeBa J1.I1.; besnoHoras T.B.;

bobposa E.B.; K.n.H. BosikoBa N.B.; K.n.H. erTapeBa U.A.; K.n.H. [lpokos C.B.; K.W.H. KioHr 1.A.;
K.W.H. JlosuyoB A.C.; o.v.H. MenbTioxoB M.U.; MypasbeBa H.A.; K.W.H. Markosa E.M., HaropHast M.J1.;
OneviHnkoB O.B.; a.n.H. CabeHHuKoBa WN.B.; K.n.H. CumoHoBa E.P.; Tka4YeHko H.A.; K.T.H. Xanmos B.3.

TepMUHbI U onpeaesieHus

apxXuB - ydpexxaeHmne nianm CTpykTypHoOe nogpasgeneHme opraHmnsaunm, ocyuwecrendrowimne
XpaHeHne, KOMMJeKToBaHne, y4eT 1N NCrnoJib30BaHME apXUBHbIX JJ,OKyMeHTOB[;l;

apxuBHoe neso B Poccnickon degepaunn (Lanee Takxxe - apXMBHOE Aes10) - NeaTe/IbHOCTb
rocyapCTBEHHbIX OPraHoB, OPraHoOB MeCTHOIro caMoyrnpasBJ/ieHUs, opraHusaumnnm n rpaxxaaH B cpepe
opraHmsaumm XxpaHeHns, KOMMJIeKTOBaHNS, y4eTa U NCMONb30BaHUSA AOKYMEHTOB APXUBHOIO (hoHAA
Poccuitickoin ®efepalnn U Apyrux apxXuBHbIX AoKyMeHToB,

apXUBHbIA OOKYMEHT - MaTepuasibHbI HOCUTENb C 3aPUKCMPOBAHHON Ha HEM NHpOpMaLUren,
KOTOPbI UMEET PEKBU3NTHI, MO3BOJISAOWMNE €r0 NAEHTUDULMPOBATL, U MOAJIEXUT XPAaHEHMWIO B CUTY
3Ha4YMMOCTM YKa3aHHbIX HOCUTENA U MHOPMaLIMK AN rpaxaaH, obliecTsa u rocygapcraal?;

apXMBHBbIA YOHA - COBOKYMHOCTb apXUBHbIX AOKYMEHTOB, MCTOPUYECKU UM JIOFUYECKU CBA3AHHbIX
Mexay coboin™);

ApxuBHbIN ¢poHm Poccnnckon degepanmmn - NCTOPUYECKUN CJIOXKMBLUAACS U MOCTOSIHHO
MOMOJIHAKOLWAACA COBOKYMHOCTb apXUBHbIX OKYMEHTOB, OTPakaloLWmx MaTeprasbHYO 1 OYXOBHYIO
KN3Hb 0bLLEeCcTBa, MMEKLWNX NCTOPUYECKOE, Hay4YHOe, CoLMasibHOE, SKOHOMUYECKOoe, NoJINTNYecKoe
N KyJibTypHOEe 3Ha4eHune, ABNAILLNXCA HEeoTbeMJIEMOWN YacCTbio NCTOPUKO-KYNIbTYPHOIo Hacneana
HaponoB Poccunckon ®egepaunm, OTHOCALWNXCA K MHHOPMaLMOHHbLIM pecypcaM 1 noanexkawmx
NOCTOSIHHOMY XpaHeHwuo®;

ayanoBu3yasibHbIA BOKYMEHT - LOKYMEHT, coaep Xalnn n3obpasnTtesnbHyo N (M1n) 3ByKOBYIO
nHbopmaumo’;

6unbnunoreka - MH(OPMaLMOHHaA, KyNbTypHasda, NpoCBeTUTENIbCKAsa OpraHmnsaunsa nnm CTpykTypHoe
nofpa3sfeneHve opraHusauunm, pacrnonararmouime opraHM3oBaHHbIM (POHOOM OLOKYMEHTOB U
npenocTaBfifloLIMe UX BO BpEMEHHOE MNoJib30BaHne PU3NYECKUM N Ipnandecknum J'II/ILI,aM[&l;

AeJZio - JOKYMEHT WUJIN COBOKYMHOCTb AOKYMEHTOB, OTHOCALMNXCA K OAHOMY BOMPOCY NN YHaCTKY
neaTenbHOCTU, NOMeLLEeHHbIX B OTAOEJIbHYIO 06)10)KKy[21;

rocypgapcTBeHHbIA apxuB - hefepasibHOE roCyapCTBEHHOE yYpeXaeHne, co3gaBaemMoe
Poccunckon ®epepaumnen (ganee - penepasbHbli FOCYAapCTBEHHbLIN apXnUB), NN FOCYyAapCTBEHHOE
yuypexneHune cybbekTa Poccuinckon depepaumm, codgaBaemoe cybbekTom Poccuinckon degepaumm
(manee - rocynapcTBeHHbIN apxuB cybbekTa Poccmnckonm depepaumm), KOTopble OCYLEeCTBAAIOT
KOMMAEKTOBaHNE, y4eT, XpaHeHe N NCNOJIb30BaHNE AOKYMEHTOB ApXMBHOIo poHaa Poccmmnckonm
denepaunm, a TakkKe APYrux apxmeBHbIX AoKyMeHToBMY;

Aerno3nTapHoe xpaHeHne JOKYMeHTOB ApxuBHoro ¢pouaa Poccuickon ®depepauunm -
XpaHeHne fOKYMeHTOB ApXnBHoOro hoHaa Poccuiickon ®enepauunm eaepasibHbIMM OpraHaMm
NCMNONIHUTENbHOM BNACTU U OpraHM3aumsMn B TeYEHNE CPOKOB U Ha YCJIOBUSAX, onpeaeneHHbIX
COOTBETCTBYHOLLMMMN AOrOBOPAMU MEXAY HAMU 1 YMOJIHOMOYEHHbIM befiepasibHbiM OpraHoOM
NCMOSIHUTENLHOW BNacTW B chepe apxMBHOro fena u genonpoussoacteat;

AOKYyMeHT ApxuBHoro ¢poHna Poccunckon @egepaumm - apxXUBHbIN OOKYMEHT, NMpoLleawmnii
3KCMNepTM3y LLEHHOCTN OOKYMEHTOB, MOCTABNEHHbIA Ha rOCYyAapPCTBEHHbIN YYET U NogJsiexxallnn
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NOCTOSIHHOMY XpaHeHwuo*2:

ABOKYMEHTbI JINYHOIo rnPonUCxXo>XgeHnsa - 1OKYMEHTHhI, O6paBOBaBLLIVIeCFI B rnpouecce XU3Hnm un
neaTenbHOCTU (pl/l3|/|‘-|€CKOFO nnda, ceMbK, poaa,

AOKYMEHTBI M0 INYHOMY COCTaBY - apXUBHble NOKYMEHTbI, OTpa’kaloLLiie TPyL0Bble OTHOLIEHNA
paboTHuKa ¢ paboTonaTenem™*3:

uHpopMmaunoHHas 6e30nNacHOCTb - BCe acMeKThbl, CBA3aHHbIE C onpeAesieHNeM, AOCTUXKEHNEM U
nognep>xaHmnem KOHCbI/I,D,eHLI,I/IaJ'IbHOCTVI, LUeNoCTHOCTW, OOCTYNMHOCTU, HEOTKa3yeMoCTn,
NOJOTYETHOCTU, ayTEHTUYHOCTU U [OCTOBEPHOCTMN MHOPMaLIMN UK CPpeacTB ee obpaboTku 4,
MHOpMaLMOHHasA CACTeMa - COBOKYMHOCTb coaep>kawencs B 6azax gaHHbIX MHDOpMaumn n
obecneymBaoLLmx ee 06paboTKy MHHOPMALIMOHHBIX TEXHONIOM U N TEXHUYECKNX cpeacTs™™;

MHd)OpMaHMOHHO-TeIIEKOMMyHMKaHMOHHaﬂ CeTb - TeXHOoJIorn4eCkasda cmctema,
npefHa3HayvyeHHasa ong nepefaydun no ANHUAM CBA3U MHAOPMaL MM, A0CTYN K KOTOpOI7I
OCyLLeCTBNAETCA C NCMNOJIb30BaHMEM CpPencTB BblYNCINTENbHON TeXHI/IKI/Iu—Gl;

KonupoBaHUe apPXUBHbIX [OKYMEHTOB - N3IroToBJIeHNEe |/|3o6pa>KeH|/||7|, BocrnponssogAaLLnNX
BHELIHNX BN U cogep)XaHne apXMBHOIro AOKYMeHTa, nepe3anmcb KUHO-, JOHO-,

BugeonokymeHTos

My3eH - HEKOMMEPYECKOE yUYpeXXaeHne KybTypbl, CO3AaHHOE COOCTBEHHNKOM ONS XPaHEHUS,
n3ydyeHus u nybnmyHoro npencTaBsieHNs My3elHbiX NPeaMeToB N My3eNHbIX KOMJIEKLUNNA,
BKJIOYEHHbIX B coCTaB My3enHoro ¢oHga Poccmnckon ®egepaummn, a TakxKe aas AOCTUXKEHUNSA NHbIX
uenen, onpegeseHHbix PegepabHbIM 3aKOHOM OT 26.05.1996 Ne 54-03 «O My3enHoM oHae
Poccuiickon ®egepaunm n mysesax B Poccunckon CDep,epaumm»m;

MyHMuMﬂaﬂbelﬁ adPXUB - CTPYKTYpPHOE nogpasgeneHmne opraHa MeCTHOro CamMmoynpasjieHna nian
MyHUUUManbHOE y4pexaeHne, co3gaBaemMoe MyHmymnalJZibHbIM 06pa3OBaHI/IeM, KOTOpbIe
OCYLLECTBJ/IAT XpPaHeHne, KOMMJIeKToBaHue, y4eT U NCMNO0JIb30BaHNEe OOKYMEHTOB APXMBHOIMo oOoHAa

Poccuiickon ®eaepaunm, a Takxe APYrux apxXnBHbIX JOKyMeHToB™;

Hay4YHas opraHm3aumnsa - 0pNan4yeckoe JNLO HE3aBMCUMO OT OpraHM3aUnoHHO-NPaBOBON (POPMbI U
hopmMbl cO6CTBEHHOCTU, 0bLLEeCTBEHHOE 06 beaNHEHNE Hay4YHbIX paboTHUKOB, OCYyLLECTBASAOLWNE B
Ka4yeCcTBe OCHOBHOWN AeSTeNbHOCTY Hay4HYIo U (MK) Hay4YHO-TEXHNYeCKyto aesTenbHocTb

Hay4YHo-TexHu4Yyeckasa pokyMeHTaumnsa (HTH) - COBOKYNHOCTb AOKYMEHTOB, (PUKCUPYIOLLNX
npouecc v pesyfbTaTbl HAYYHON (Hay4YHO-UCCNef0BaTe/IbCKOW), Hay4YHO-TEXHUYECKOM
0eaTeNIbHOCTN 1 3KCMepuMeHTaNbHbIX pa3paboTok, a TakXXe HanpaBaeHUa N MeToAbl UX BHEeAPEHUS
1 peanusauyunu;

0c060 LeHHbIA BOKYMEHT - [OKYMeHT ApXMBHOMO hoHAa Poccuitckoit ®enepaLnu, KOTOPBbI
MMeeT HemnmpexoAsLLYI0 KYbTYPHO-UCTOPUYECKYIO U HaYYHYIO LLEHHOCTb, 0COBYI0 BaXKHOCTb L1
o6LLecTBa U rocyAapcTBa 1 B OTHOLLEHMM KOTOPOro YCTaHOBEH 0COBbIN PEXMM y4eTa, XpaHEHUS 1
ncrnosnb3oBaHma:

YHUKaNbHbIA BOKYMEHT - 0C000 LieHHbI JOKYMEHT, HEe nmewmnn cebe nogobHbIX Mo
cogep>kallencs B HeM MHopMauunm n (Mnn) ero BHEeWHUM Npu3HakaM, HEBOCMOJIHUMbLIN Npu yTpaTe
C TOYKU 3peHns ero 3Ha4eHus u (nnn) asTorpaduyHocTu??], BkntoYeHHbI B TOCYapCTBEHHbIN
peecTp YHUKasbHbIX JOKYMeHTOB ApXNBHOro poHaa Poccuiickon ®depepavumu;

¢oHpgoobpaszoBaTenb - LPUONYECKOE NN PU3NYECKOE INL0, B NpoLecce AeAaTesIbHOCTU
KoToporo obpasoBasnCb OOKYMEHThI, BKJIIOYEHHbIE B COCTAB apXMBHOro poHAa (apxmBHoM
Konnekuun);

BHEKTPOHHBIﬁ MOKYMEHT - [JOKYMeHTUpOBaHHasA NHopMauma, npeacrtasieHHas B 3J'IeKTpOHHOVI
¢dopmMe, TO eCTb B BUAE, NPUrogHOM 419 BOCNPUATUSA YEJIOBEKOM C UCMOJIb30BAHMNEM 3JIEKTPOHHbIX
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BbIYNC/IUTENbHBIX MaLLWH, @ TaKXXe 415 nepefayn no NHPOPMaLMOHHO-TENEKOMMYHUKALUOHHbIM
ceTaM uam 06paboTKM B MHOPMALIMOHHBIX cncTemax23.,

Paspen . OCHOBHbIE MOJIOXKEHUA
(Fnasa | Npasun)

1.1. MNpaBuna paspaboTaHbl B COOTBETCTBMU C DenepalsibHbIM 3aKOHOM OT 22 okTabpsa 2004 r.
Ne 125-®3 «0O6 apxuBHoM pene B Poccunckon Pepepauunn» (CobpaHue 3akoHOOaTesbCTBaA
Poccuiickon ®epepauyunm, 2004, Ne 43, cT. 4169; 2018, Ne 1, cT. 19) (nanee - PenepasbHbIN 3aKOH
Ne 125-®3) u yTBep>aeHbl rnpuka3zomMm Pocapxua oT 02 mapTta 2020 r. Ne 24. 3apermctpuposaHo
MwuHiocToM Poccum 20 mapTa 2020 r. PeructpaumoHHbin Ne 58396.

MpaBunia PacnpoCTPaHATCA Ha:

* rOCYyfapCTBEHHbIE apXUBbI;

* MyHUUUMaJIbHbIE apPXWUBbI;

e My3eu;

e bubnnoTeku;

* Hay4yHble OpraHmM3aunK, BKJIOYEHHbIE B MepeYeHb HayYHbIX OpraHn3aumni, oCyLLeCcTBASIOWMNX
MOCTOSHHOE XpaHeHne [OKyMeHTOB ApxuBHoro ¢oHaga Poccuinckon depepauunn,
yTBep)XOeHHbIN  [paBuTensctBoM Poccunckon degepaunn (gasnee -  HayudHble
opraHusaummn)?*, KoTopble B cOOTBETCTBUM C 3aKOHOAaTENLCTBOM Poccuiickon defepaumm
OCYLLECTBASAIT NOCTOSAHHOE XpaHeHne AOKYMeHTOB ApXUBHOro poHaa Poccuimnckom
defepaumn, a TakXXe BpEMEHHOE XpaHeHe O0TAebHbIX KaTeropuin apxXmBHbIX OKYMEHTOB.

B MpaBunax ncnonb3yeTtcsa 0606LleHHOe HauMeHOBaHNEe «apXuBbl» 14 BCEX BUOOB OpraHun3aLni,
Ha KOTOpble PacrnpocTpaHseTcs Ux AeNCTBMe, 33 UCKJIIDYEHUEM C/lydaeB, KOrga HoOpMa OTHOCUTCS
TOJIbKO K KOHKPETHbIM BUAaM OpraHu3aLuni.

1.2. ApxuBbl OCYLLECTBASIOT XpPaHeHWe, KOMMJIeKToBaHWe, y4eT U UCMOJb30BaHUE [OOKYMEHTOB
ApxuBHOro oHaa Poccmnckon degepaunm n Apyrux apxXmBHbIX OKYMEHTOB.

K «opyrmm apxXxmBHbIM AOKYMEHTaM» OTHOCATCH apXUBHbI€ AOKYMEHTHI (B TOM 4yncne OOKYMEHTbI MO

NMN4YHOMY COCTaBy), CPOKWN BPEMEHHOI0 XpaHeEHNA KOTOPbIX HE NCTEKJTN, MPUHATBLIE!

* OT NMKBUNANPOBaHHbLIX OpPraHOB rocy,u,apCTBeHHon B/1aCTn U MeCTHOro CamoynpaByieHnA,
roCcyngapCTBeHHbIX N MYHULIMMaJIbHbIX opraH|/|3a|_|,|/||7|;

e OT rOCYAapCTBEHHbIX W MyHULUMMNaNbHbLIX OpPraHu3auuiA B CJlydae WX peopraHusauum c
n3MeHeHnem popM cobCTBEHHOCTY;

e BCJIeACTBUE 4pe3BblHalHbIX 06CTOATENbCTB (CM. Takxe lMpunoxeHne 1 K MeTognyeckmm
pekoMeHaauunsam).
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MpaBnna He pacnpoCTPaHAKTCA Ha OpraHu3auutd XpaHeHUs, KOMMJIeKTOBaHUA, Yy4eTa U
MNCMNOJIb30BaHNUA OOKYMeHTOB ApxumBHoro ¢doHaa Poccuinckonm depepaumm m OPYyrux apxXmMBHbIX
OOKYMEHTOB B (hefiepasibHbIX OpraHax UCMOJIHUTEsIbHOM BAAaCTU 1 OpraHm3aunsax, OCyLLecTBAAOWNX
0enosnTapHoe XpaHeHne OOKyMeHTOB ApxmnBHoro poHaa Poccuinckon degepaunn.

lMpaBnna pernamMeHTUPYIOT BbINOJIHEHME apXMBaMmM OCHOBHbIX BUAOB pa60T:

XpaHeHue;

KOMMJIEKTOBaHWE;

* yyeT;

NCroJib30BaHNE apPXNBHbIX OOKYMEHTOB.

ApxuBbl OOJKHbl cobnopgatb TpeboBaHMA 3akoHopaTesnbCTBa Poccunckon denepaumnn,
3aKoHoOaTeNnbCTBa COOTBETCTBYyUWEero cybbekta Poccuiickonm ®depepaunn, HOPMaTUBHbIX
MpPaBOBbIX aKTOB YMOJIHOMOYEHHOro deaepasbHOro opraHa MWCNOJHUTENLHOW BNacTu B coepe
ApXMUBHOro fAesa W [enornpoun3BOACTBa, YMNOJIHOMOYEHHbIX OPraHOB WCMNOJIHUTENIbHOW BacTu
cybbekToB Poccuinckon degepaumn B chepe apxMBHOIro aena, opraHoB MeCTHOro caMoynpaBieHUs.

1.3. TepMuHbl, ucnosbsyemble B [paBunax, ynoTpebnsawTca B 3HAYEHUAX, 3aKPErJIEHHbIX B
depnepasibHOM 3aKoHe Ne 125-03 n B depepanbHOM 3akoHe oT 27 uona 2006 r. Ne 149-03 «06
MHopMaLnKn, MHHOPMALIMOHHBIX TEXHOJIOMMAX N O 3aWmTe nHdopmauunn» (nanee - depepasbHbIn
3aKOH Ne 149-03) (cM. Tak>XKe pa3fen «TepMUHbI 1 onpeaesieHns»).

1.4. XpaHeHne, KOMMNEKTOBaHUE, Y4YeT W WUCMOJIb30BaHNE QaPXMBHbIX [OOKYMEHTOB MOXET
OCYLLEeCTBAATBCA C  WUCMOJSIb30BaHMEM  UHGOPMaAULMOHHON  cucTeMbl. [lpn 3ToM  Takasd
VIHCbOpMaLLVIOHHaFI CncteMa AOO0J1IXKHa 0653aTeNbHO COOTBETCTBOBATb TEXHUYECKUM TpGﬁOBaHI/IFIM,
yCTaHaB/AMBaeMbIM YMNOJHOMOYEHHbIMU defepasibHbiIMN OpraHaMn WCNOJIHUTESIbHOW BRacTu B
chepe MHPOPMaLMOHHBLIX TEXHOJIOMNI N NHPOPMaLLMOHHON 6e3sonacHocTn 2.,

MomMnMo TexHuyeckmnx TpeboBaHWin, NPU CO34aHUN, SKCMJyaTauum U pa3BUTUN MHPOPMALIMOHHON
CNCcTeMbl HeobXoaANMBI:

e cobniopgeHne TpeboBaHuUm MHGOPMaAUMOHHON 6e30MacHOCTW, OpraHM3aunsa  JIOrMYHOro
CTPYKTYPMPOBAHNA CUCTEMBI,

¢ ee HamnoJIHeHNe KOHTEHTOM, WCMOJ/Ib30BaHNE TEeXHUYECKUX U TeXHOJIOrMYecKux CpeacTs,
COOTBETCTBYIOLLNX 3aa4aM PYHKLIMOHUPOBaHUS cucTeMbl2ol,

WHhopMaLIMOHHasA cncTeMa MoXeT 6biTb pa3paboTaHa apXMBOM CaMOCTOSITENIbHO UM MOXeET BbiTb
npenocTaBfeHa YMOJIHOMOYEHHbLIM defepasibHbiM OpraHoM WCMOJHUTENbHOW BNacTu B cdepe
apXUBHOro fefa W [Oesonpoun3BOACTBa, YMNOJHOMOYEHHbIM OPraHoOM WCMOMHWUTENbHOW BRacTu B
chepe apxmBHOro gena cybbekTa Poccuiickoin DepepaLinm, 3aKyrnieHa Ha pbiHKe MHOPMaLMOHHbIX
ycnyr?4,

1.5. ApxuB npencrasngeT B COOTBeTCTBy}OLLI,I/II‘/‘I yI'IOJ'IHOMO‘-IeHHbIIZ opraH WNCNONIHUTESIbHON BNACTU B
chepe apxXMBHOro fesia yvYeTHble CBefeHus 06 obbemax aAPXNBHbLIX OOKYMEHTOB, XpPaHALWUNXCA
HernocpenCTBeHHO B apXmBe, N B UCTOYHUNKaAX €ro KOMnJeKToBaHnA.

Page 6 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

depepanbHble TroCyfapCTBEHHbIE apxuBbl, denepanbHble My3eun, 6uUBANOTEKM U  Hay4Hble
opraHusauum NpeacTaBiAalOT Takne CBeAeHUs HernocpeacTBeHHO B PocapxumB. [ocyfapCTBEHHbIE U
MyHUUMNANIbHble apXxuBbl, My3eun, Obmbanotekm cybvekToB Poccunckon degepaumm - B
YMNO/HOMOY€EHHbIA OpraH WUCNOJSIHUTENbLHOW BAacTU B chepe apXMBHOrO Aefla COOTBETCTBYHOLWEro
cybbekTa Poccunckon depgepauun.

®OpMbI 1 CPOKM MPeAoCTaBAEHNSA YYeTHbIX CBEEeHN YCTaHaBANBAOTCS HOPMaTVBHLIM MPaBOBbLIM
akToM Pocapxusal?®.,

HeobxoaAnMo pyKoBOACTBOBATLCA C/eayoWNMN 4OKYMEHTaAMU:

e PernameHT rocynoapCTBEHHOro Yy4yeTa [OOKyMeHTOB ApxuBHOro ¢oHaa Poccunckon
®epepauunt??;

e BpeMeHHbIl MOpPSAOK aBTOMaTW3MPOBAHHOrO rOCYAapCTBEHHOMO Yy4yeTa [OKYMeHTOB
ApxvBHOro oHaa Poccuiickoit Pegepauun, XPaHALWMXCA B FOCYAapCTBEHHBLIX W
MYHULMNaNbHbIX apxusax>;

e VIHopmaumnmoHHoe nucbMo PocapxmBa «O nopsake ydyeTa (poTo- U BUOEOOOKYMEHTOB Ha
3/1eKTPOHHbIX HOCUTENAX B MacnopTe rocyapCTBEHHOM0, MyHULMNANbHOMO apxusa»=H;

e MHCTPYKLMS MO 3an0NHEHWIo NacnopTa rocyfapCcTBEHHOro My3es, 6ubnnotekun®2,

ApxuB LOJDKEH MnpenctaBfAaTb B COOTBeTCTBy}OLLI,I/IVI yl'IOJ'IHOMO‘-IeHHbIIZ opraH NCMOJIHUTESIbHON
BJIACTWN B Chepe apXUBHOIo Aesia CTaTUCTUYECKYI0 MH(OPMaLMIO 0 pe3yfbTaTaxX AeATesIbHOCTU Mo
XPaHeEHUIO, KOMIMJIEKTOBAHWMIO, YHETY N NCMOJIb30BaHUIO apPXNBHbIX ﬂ,OKyMeHTOB[ﬁl.

CTtaTtnctudeckas opma Ne 1 (rogosas) niaaHOBO-OTHETHON LOKYMEHTaUUM apXUBHBIX YYpeXxaeHunin
«[loKa3saTenn OCHOBHbIX HamnpaBJieHUN N pe3ysibTaToOB AeATEeNbHOCTU», YTBep)XXAEeHHas NpuKasoMm
Pocapxmea o1 12.10.2006 Ne 59 (B pemakuum npukasoB PocapxmBa oT 26.03.2013 Ne 22 un ot
08.10.2015 Ne 58)2* 3anonHseTcs Ha calTe Pocapxusa>L. Mpu 3anonHeHun opm Heo6XxoaMMO
NCNoab30BaThb «[MaMATKY MO 3aN0JIHEHMIO FOA0BOW CTaTucTU4eckom popmbl Ne 1 “lMNMokasaTenn
OCHOBHbIX HamnpaBJ/ieHWit U pe3ybTaToB AesTenbsHocTU” 2% apxmBa» 1 «MHCTPYKLUMIO MO
3aMoJIHEHNIO CTaTUCTUYEeCKNX popMm»ET,

Paspen Il. OPFTAHU3ALNA DOKYMEHTOB B APXUBE
(Fnaea Il NpaBun)

2.1.B apXmBe OpraHN3yeTCca XpaHeEHNE apPXNBHbIX JOKYMEHTOB MO cineyrwnM NCTopnyveckn n (nnn)
NOrn4ecKn CNoXmBLLMMCA KoMrJsiekCam ,D,OKyMeHTOB[ﬁl:

* apXVBHbLIM hOHOaM;

e 06beAVHEHHbIM apXUBHLIM DOHOAM;

® AapXMBHbIM KOJINEKUNAM.

2.2. ApxuBHbIA (oHA dopMMpyeTCa U3 apXMBHbIX OOKYMEHTOB, 06pa3oBaBLUMXCS B npoLecce
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NesTeNbHOCTU (XKU3HenesTeIbHOCTU) COOTBETCTBYlOLEro poHaoo0bpa3oBaTens:

* roCy[apCTBEHHOro opraHa, opraHa MecTHOr0 CaMOyrMpaB/eHNUs, OpraHn3aLnm;

e rpaxaaHuHa (oTAeNbHOro (hU3n4Yeckoro nunLua), cembl, pona. B aTom cnyyvae hopmupyeTcs
APXMBHbIN (POHA INYHOIO NMPOUCXOXKAEHUS.

2.3. MpaBuna OonycKaloT Tak>Ke BO3MOXKHOCTb POPMUPOBaHUS 06 beanHEHHbIX apXUBHbIX OHOO0B U
APXMBHbIX KOJIJIEKUNI B LLenax obecnevyeHns paumMoHaabHOCTU XPaHEHUS, KOMMJIEKTOBaHUSA, y4eTa 1
NCMNOJIb30BaHMA apXUBHbIX LOKYMEHTOB.

O6beOnHEHHbIN apXMBHbLIN GOHAO (OPMUPYETCA N3 apXUBHbLIX LOKYMEHTOB, 0b6pa3oBaBLUMXCHA B
npouecce feaTesibHOCTU ABYX U Bonee opraHmsauuni:

e N1eCTBOBABLUNX Ha ompeAesieHHOoNn TeppuTopun u (Mnn) obbegNHEHHbIX OIHUM OOBLEKTOM
nesATeNIbHOCTU

MpumMepsr:

CelbCKOX035IICTBEHHbIE apTenn KypKuokckoro pavioHa Kapeno-®uHckon CCP; r. JlaxaeHnoxws, KypKuioKckuii pavioH, Kapeno-®uHckas CCP
(1941-1956). l'ocynapcTBeHHOE Ka3eHHoe ydpexaeHne Pecrybanku Kapenns «HauwoHanbHbivi apxus Pecriybankn Kapenans» (KY HA PK);

e OpraHa rocygapcTBEHHON BJIACTU (opraHa MeCTHOro camoyrnpaB/ieHns) "
noaBeOOMCTBEHHbIX eMYy OpraHu3aunini

MpuMepsi:

MoHN30BCKNIA cenbckuii CoBeT AenyTaToB TPYAALNXCA U €ro UCNONHUTENbHbIA KOMUTET, 4. MoHM30BKa Besvy)kaHCKoro panoHa TioMeHCKoi obnacTu
(1932-1951). Nl'ocynapcTBeHHoe 61oaXeTHoe yypexaeHune TioMeHCKon obnacTu «FocyaapCcTBeHHbIN apxuB TioMeHckon obnacTtu» (FTBYTO FATO);

e MpaBonpeALlecTBEHHNKOB 1 NPaBONpPEEMHNKOB

MpuMepsr:

FocynapcTBeHHbI opAeHa TpyAoBOro KpacHoro 3HaMeHu Hay4YHO-UCCNefoBaTeIbCKUIA MHCTUTYT rpakaaHckon asmaunm (FTocHUUTMA) MuHuctepcTBa
rpakpaHckon asmaumm CCCP 1 ero npealuecTBeHHMKY, . Mocksa (1932-1982). ®efepanbHoe Ka3eHHoe yupexaeHne «Poccumnckni

rocynapcTBeHHbI apxumB B r. Camape» (PFA B r. Camape).

O6'be,£l,V|HeHHbII7I apXVIBHbII;I (*)OH,EI, JINHYHOI o nponcxoXxaoeHms CbOpMVIpyeTCFI N3 apXuBHbIX
OOKYMEHTOB, O6paBOBaBLIJI/IXC$| B rnpouecce AOedaTeNbHOCTU OBYX W bonee 4yes10BeK, CBA3aHHbIX
Mexany cobow poAaCTBEHHbIMU, I'IpOCbeCCVIOHaJ'IbeIMVI nnnm TBOpPYECKNMUN CBA3AMN.

Mpumepsi:

Akcakosbl: Cepren Tumodeesmny (1791-1859) - nucaTenb; ero cbiHoBbs: KoHcTaHTuH Cepreesuy (1817-1860) - noaT, nybanumncT; puropun
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Cepreesuy (1820-1891) - cubupckuii rybepHaTop; ViBaH Cepreesuny (1823-1886) - noaT, nybanumncT. (1739-1915). ®denepanbHoe Ka3eHHoe
yupexaeHune «PoCCMACKNA rocyfapCTBEHHbIA apxuB antepaTypbl U nckyccta» (PFAJIN); YnbaHosbl: Unba Hukonaesmy (1831-1886) - neparor;
Mapus AnekcaHapoBHa (ypoxxa. bnaHk) (1835-1916) - xxeHa W.H. YnbsHoBa; nx aetun: AnekcaHap Nnbuny (1866-1887) - y4acTHMK PeBOJIIOLIMOHHOIO
OBVXKEHUS, YneH napTum «HapoaHas Bonsa»; Onbra UnbuHmyHa (1871-1891) - mnagwas cectpa B.W. JleHnHa; poACTBEHHUKMN YNbsiHOBbIX (1846-1978).

(1811-1978). ®depnepanbHoe Ka3eHHOe yypexaeHne «POCCUNCKIMIA roCyAapCTBEHHbIN apXnB CoLMasibHO-NONNTMYECKOon nctopumn» (PFACMN).
Ha3BaHue 06beanHEHHOro apXnMBHOIrO POoHOa MOXKET COCTOATh:
* N3 0606LI.I,eHHOFO Ha3BaHWNA q)OH,EI,OO6pa3OBaTeJ'IeI7I, OOKYMEHTblI KOTOPbIX BKJIIOYEHbI B
06beiNHEHHbIN apXUBHbIN OHA,

Mpumepsr:

O6beanHeHHbIN apXyBHBIA GoHA «MN3bnpaTenbHble KOMUCCUMM MO BbiIBOpaM B OpraHbl roCyAapCcTBEHHON BIaCTU U MECTHOrO CaMoynpaB/ieHns»
(1999-2014). ApxuBHbIA oTAEN agMUHUCTPaUnmn JIeHNHCK-Ky3HeLKoro ropoAckoro okpyra, r. Kemeposo;

®* N3 Ha3BaHWUA DYKOBO}J,HLLI,eI‘;I opraHunsauunn wm O606LLI,€HHOFO Ha3BaHUA MNMOoA4YNHEHHbIX en
opraHmnsauni
Mpumepsr:

YensbunHcKkuin 061acTHOM coto3 NoTpebnTenbCckux obLecTB 1 NoAYMHEHHbIE eMy opraHu3aunn (1932-2008). locynapcTBeHHOE yYypexxaeHne
«0O6beINHEeHHbIN rocyfapCTBEHHbIN apxmnB YensbuHckon obnactu» (Y OFAY40);

* N3 nepevyncneHusa Ha3BaHMN CMEHABLUNX aopyr opyra OpFaHI/I3aLJ,I/II7I

Mpumepsr:

Ob6beanHeHHbIN hoHA C/x apTenei (Konxo3oB): «Kum» a. Banoso, «<KoMuHTepH» A. 3ao3epo, «06xutne Cesepa» A. Napora, «OXoTHUK» a. Kegora
Tonma4eBckoro cenbckoro CoseTa Mapabenbckoro parioHa Tomckon obnactu (1934-1950). MyHuumMnanbHbIN apxus AoMuHUCTpaunn Napabenbckoro

parnioHa Tomckon obnacTu;

* N3 nocnegHero Ha3BaHuAa opraHm3saunn, C nobaBneHnem: «un ee npeawleCTtBeHHNKmn»

Mpumepsr:

O6beanHEHHbIN apXMBHbIN YoHA «MypMaHckas obnacTHas opraHu3aums Poccmiickoro npoeccnoHanbHOro cotsa paboTHMKOB peIBHOro X038CcTBa U
ero npeawecTBeHHKN» (1946-1986). ApXUBHbIN oTAeN MypMaHCKOro MyHULMNanabHOro 61oa)xeTHoro yypexaeHua (MMBY) «YnpasneHue no

obecneyeHnto AeATeIbHOCTY OPraHoB MECTHOro caMoynpaBieHns ropofa MypMaHcka».

ApXMBHas KONNEKLNA (hOPMUPYETCSA N3 Pa3pPO3HEHHbLIX apXMBHbIX AOKYMEHTOB, 06beaNHEHHbIX MO
OLHOMY UJIN HECKOJIbKMM MpPU3HaKaM:

* TeMaTun4eckomy

MpuMepsr:

Konnekumsi LOKYMEHTOB PesIMrno3HbIX U rpaxxaaHckux obpsaos (1931-1988), r. Ucunbkyib. ApXMBHbIA OTAEN OpraHn3aLUnoHHO-KagpoBoro

ynpasneHus AgMMHUCTpaumnm OMCKOro MyHuLUMNaabHOro paioHa OMckoi obnactu.

[NoKyMeHTbl Bennkon ¢ppaHuy3ckon pesontounn (1756-1840). depepanbHoe KazeHHoe yypexaeHne «POCCUNCKIMIA rocyiapCTBEHHbIN apXunB

coumnanbHo-noaMTuYeckon nctopumn» (PFACIMN).
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Konnekuusa nucem, NoCTynmBLUNX 13 Kopencko HapoaHO-AeMoKpaTuieckon pecnybnmkm (1950-1954). denepanbHoe Ka3eHHOe yyYpexaeHune

«[ocypapcTBeHHbIV apxuB Poccuiickonn ®epepaunns» (FA PO);

e 06BbEKTHOMY

MpuMepsr:

AnbboMbl YepTeXxeln NyTeBoro x03ancTea U NOABUXKHOIO COCTaBa XXeNe3HOAOPOXXHOro TpaHcnopTa (1855-1940). Poccuinckmii rocy 4apCTBEHHbIN

apxus B r. Camape.

Konnekuusa xy[Lo>XXeCTBEHHbIX NMPOM3BeAeHN K n3gaHnio «ictopms rpakaaHckomn BonHbl B CCCP» (1917-1956). ®enepasibHOE Ka3eHHOe yyYpexaeHune

«POCCUMACKNI rocyfapCTBEHHbIV apXMB COLMANbHO-NONNTUYECKON nctopum» (PFACMN).

Konnekuns HeneranbHbIX U34aHWIA (MMCTOBOK 1 BPOLLUIOP), OTIIOXKMBLUNXCA B NMOANLENCKMX U CyAebHbIX opraHax LopeBOOLNOHHOK Poccun

(1850-1917). ®epepanbHoe ka3eHHoe yupexaeHune «[ocyaapCTBeHHbIM apxue Poccuiickon ®epepaumnm» (FTA PO);

* aBTOPCKOMY

MpuMepsr:

FopbkoBckoe (1889-1952), NywknHckoe (1768-1953) n Tonctosckoe (1816-1950) cobpaHns PepepasibHOro Ka3eHHOro yupexxaeHus «Poccuinckmia
rocyfapCTBEHHbIV apXMB nuTepaTypbl 1 nckyccTa» (PFAJIN).

Konnekunsi LOKyMeHTOB AupekTopa VHCTMTyTa Mapkcm3Ma-nieHnHun3ma ObunyknHa .[. (1910-1980). defepanbHoe Ka3eHHOe yypexaeHme

«POCCUMACKNI rocyfapCTBEHHbIV apXMB COLManbHO-NoANTNYecKon nctopum» (PrACMN);

® XpOHOJZIOrn4eCKoOMy

Mpumepsr:

AkTOBble gokyMeHTbl XVIII-XIX BB. OTAen pykonucen POCCUNCKON rocynapcTBeHHon bubnnoreku;

Konnekuusa [OKYMEHTOB O HapyLlleHun 3akoHHocTu B CCCP B 1930-x - Havane 1950-x rr. (1935-1995). depepanbHoe Ka3eHHOe y4pexxaeHue

«POCCUACKNI rocyfapCTBEHHbIV apXMB COLManbHO-NOANTNYECKon nctopum» (PrACMN);

e NPYrM Npu3HakKaMm, Hanpumep, HOMUHaNbHOMY

MpuMepsr:

Konnekuwns HOT (XVII B. - 1941). ®efepasibHOe Ka3deHHoe yypexaeHne «POCCMNCKNA rocyaapCTBEHHbIN apxXuB iMTepaTypbl U nckycctsa» (PFAJN).

Konnekunsi oTkpblTok PCOCP, CCCP, Poccuiickoit ®enepauun n 3apybexxHbix cTpaH (1918-2005). denepasibHoe KaseHHOe y4ypexaeHne
«[ocypapcTBeHHbIV apxmB Poccuiickon ®epepaunn» (FA PO).

Konnekuwns nnaHoB, YepTexen 3emesnb 1 necoB CMoneHckon rybepHum (1750-1915). O6nacTHOe rocyaapCTBEHHOE Ka3eHHOe yyYpexxaeHue

«[ocynapcTBeHHbIN apxuB CMoneHckol obnactu» (OFKY «ocyaapcTBeHHbIN apxuB CMosieHcKol obnacTtus).

ApxuBHasa Kosiekuusa dQopMmpyeTcs, MnpenMyLecTBeHHO, WCKYCCTBEHHO, B COOTBETCTBUU C
NOrn4eCKnmMmnm CeA3AMN Mexxay nOKyMeHTaMu.

B Ha3BaHUw® apXI/IBHOM KoNnekunn yKa3blBaeTCAaA ee CoOCTaBuUTeEslb, TEMaTUKa NN ,D,perIh NMPM3HakK
obbennHeHns OOKYMEHTOB. YKa3blBaeTCs TakXe KOJM4eCTBO eguHNL, XpPpaHeHnA, XpoHoJsiornyeckmne
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rpaHuubl hoHOa.
MpuMepsr:

Konnekuusa LOKYMEHTOB MO UCTOPUN PEBOJIIOLMOHHOIO ABMXeHns B Poccum, 204 en. xp., 1801-1920. PepnepasibHOe Ka3eHHOe yypexxaeHve

«[ocypapcTBeHHbIV apxmB Poccuiickon ®epepaunn» (FA PO).

Konnekunsi LOKyMeHTOB paboTHUKOB CMOJIEHCKOro ibHOKOM6MHaTa, 23 ef. xp., 1933-1982. O6nacTHoOe rocyjapCTBEHHOE Ka3eHHoe yypexaeHne

«[ocynapcTBeHHbIN apxuB CMonieHcKon obnactu» (OFKY «locyaapcTBeHHbIN apxns CMosieHCKoM obnacTtu»).

Konnekuns poToA0KYMEHTOB: OTAeNbHbIe hakTbl U cobbITUS B Poccmm n CCCP, 1054 en. xp., 1888-1933. denepalibHOe Ka3eHHOE yypexkaeHne

«POCCMIACKMI rocylapCTBEHHbIN apXMB COLMaIbHO-NOANTUYECKon nctopum» (PFACMN).

Konnekuwns LiBeTkosa B.W., 97 en. xp., 1910-1975. CaHkT-MeTepbyprckoe rocyfapcTBEHHOE Ka3deHHoe yypexaeHune «LleHTpanbHbIn
rocylapCTBEHHbIN apXMB NnTepaTypbl U ckyccTBa CaHkT-MeTepbypra» (LFAIN CM6).

ApXUBHas KOJIEKLUSA MOXKET MNOCTYNMUTb B apXUB y>Ke CHOPMUPOBAHHOM (0T h13NYECKOro anua unm
OT OpraHM3auuKn); oHa TakXe MoXeT ObiTb nepefaHa M3 Apyroro apxuBa. B Takmx cnyvasx
KOJIIEKLIMA CHUTAETCSH NCTOPUYECKN CIIOXKUBLLENCSA

Mpumepsr:

Konnekuusa boraTeipeBa MeTpa MpuropbeBunya (1893-1971) - cnaBucTa 1 3THorpada AOKYMEHTOB U onbkaopa (1515-1945). denepasibHoe KaseHHoe

yypexaeHue «PoCCMACKNA rocyfapCTBEHHbIM apxXuUB anTepaTypbl U nckycctea» (PFAJTNA).

Konnekuunsa nokymeHToB, cobpaHHasa n codgaHHas C.A. MNaH4ynna3esBbiM K paboTe 0 aekabpucTax (1813-1904). denepasbHOe Ka3eHHoe yYpexxaeHme
«[ocypapcTBeHHbIV apxmB Poccuiickonn ®epepaunns» (FA PO).

HanpuMep, B LleHTpe AoKYMeHTaLuy HoBelLeln nctopum OMckoi o6nactn B 1998 r. 6bina
co3faHa KoJUIeKUMSA OOKYMEHTOB 06LLEeCTBEHHO-MOINTUYECKUX OPraHnU3aLmn N OBUXXEHUN.
Konnekuunsa cpopMmupoBanacb € 1995 r. n3 pasHbiX UICTOYHUKOB, O4HAKO OOKYMEHTbI, MOCTYNUBLINE B
LUOHWN y>xe B cocTaBe KoeKummn, opMmnpytoTca B OTAEJIbHYIO OMNUCb. B YaCTHOCTU, B OTAE/IbHYI0
OonNncb BHeCeHa konnekuns YepHeHko E.B. (OMcknnm yHnesepcnteT), cobpaHHas ons paboTel Hag
aunccepTtaumen n BkaYatowas 4OKYMeHTbl 17 opraHusaunn.

ApXMBHasi KOMMIEKLMUA MOXXET TakXe (OpMUPOBATbCS B apXMBE W3 Pa3pPO3HEHHbLIX APXUBHbIX
OOKYMEHTOB, HE OTHOCSILLMXCS HU K OAHOMY apXMBHOMY hoHAY, 06beANHEHHbIX MO TOMY WU UHOMY
Npu3HaKy

Mpumepsr:

Konnekunsi LOKYMeHTOB NucaTenen, y4eHblx, obLiecTBeHHbIX gesTenen (1525-1936). denepanbHoe Ka3eHHOe yupexaeHne «Poccunckuia

rocyfapCTBEHHbIN apXnB nTepaTypbl U ncKyccTea» (PFAJIN).

Konnekuuna nOKyMeHTOB fesaTenen cTpaH EBponbl No BoNpocam NoanTUYECKOM 1 coumanbHoOn nctopum (1618-1928). depepanbHoe Ka3eHHoe

yypexkaeHne «PoCCUACKMI FroCyAapCTBEHHbIN apXMB COLIMaIbHO-NOANTUYECKon nctopum» (PFACMN).

Konnekunsi LOKYMEHTOB N0 UCTOpMX HapoAHoro obpa3oBaHus B MOCKOBCKOM ye3ae MockoBckol rybepHum (1898-1919). depepasibHoe ka3zeHHoe
yypexnaeHue «focygapcTBeHHbIN apxus Poccunckon depepauumn» (FA PP).

2.4. lMpaBnna pa3spelwadT MUCNOJSb30BaHUE He(pOH,EI,OBOPI opraHnsaunn apxXmBHbIX OOKYMEHTOB
TOJIbKO B OTHOLWWEHUN ayANOBU3YyaJibHbIX JOKYMEHTOB.

Mpn HedoOHOOBOW OpraHM3auMM ayanoBM3YyasibHbIX [OKYMEHTOB (KWHO-, OTO-, (hOHO- W
BMOEOLOKYMEHTOB) [OMYCKAeTCs CUCTeMaTu3auns [OKYMEHTOB, CO3[aHHbIX B AesATeNbHOCTU
Pa3/IMYHbIX UCTOYHWKOB KOMIMJIEKTOBAHMS, MO WX BUAAM, OLHOMY WM HECKOJIbKUM BHELUHUM
npr3HakaM (LBETHOCTU, TUMY U MaTepuasy HOCUTENs MHopMaunn, ero opMaTy, CUCTEME 3amnuncu
ayOnoBU3yanbHON MHGOPMaUUN 1 Ap.), 4To 06yCNIoB/IeHO 0COBEHHOCTSIMU XPaHEHUS TaKuUX BUAOB
IOKYMEHTOB.

KVIHOLI,OKyMeHTbI n BNOEOAOKYMEHTbl CUCTEMATU3NPYOTCA MO BUAaM - q)VIJ'IbeI, cneuBbInyCckuy,

Page 11 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

KWHO>XYPHaJlbl, OTAeJIbHble KNHO- N TeJN1eClOXXeThbl pa3n|/|*1H0|7| LBETHOCTMWU.

POTOAOKYMEHTbLI CUCTEMATU3IMPYIOTCA MO BUAAM - HEraTUBbI Pa3HbIX pa3MepoB (pa3aesibHO - YepHO-
benble v UBeTHbIE); cnanibl (ANWano3MTUBLI) Pa3HbIX pa3MepoB (pa3fefibHO - 4YepHo-benbie w©
LiBETHbIE); NO3UTUBLI (hoToOTNevYaTKn); hoToanbboMbl; AnaduibMbl.

®OHONOKYMEHThLlI  CUCTEMATU3UPYIOTCA MO  BUAAM  3anucl  3BYKOBOW  MHdopMauum -
hoHorpauyeckas, rpaMmModoHHas, LUIOPMHOMOHHAA, oNTUYeckas, MarHUTHas, na3epHas.

Ha OOKYMeHTbl pa3HbIX BUOOB COCTABAATCA OTAE/IbHblIe OMNnUCKU (ncknoyeHne MOryT COCTaBNIATb
OoHAObI JINHHOIO NPOUCXOXKAEHUA, roe oThaesibHas onuch B obs3aTenbHOM nopagke coCtaBndeTcA
TOJIbKO Ha 3JIEKTPOHHbIE D,OKyMeHTbI).

AyaunoBu3lyasibHble [OKYMEHTbl [AOMOJHUTESIbHO CUCTEeMaTU3MPYIOTCA MO BuAaM HocuTenemn
MHopMauunn.

2.5. OnpepneneHne MpUHAONEXHOCTM [OKYMEHTOB KOHKpeTHoMy ¢oHaoobpa3soBaTenio u
XPOHOIOrNYECKNX FPaHuL, apXMBHOIO (hoHa Ha3biBaeTCA (POHAMPOBaHNEM foKyMeHToBMC.,

®opMUMpPOBaHNE apPXMBHbLIX (DOHO0B OCYLLECTB/ISETCH, Kak NPaBWJIO, B UCTOYHMKAX KOMIMJIEKTOBAHUS
apxuBa (poHagoobpa3oBaTensax) B npouecce GOPMUPOBAHUSA AeSl Ha OCHOBE HOMEHKNaTyp Oen u
oTHbopa NOKYMEHTOB A/ Nepefavyn Ha XpaHeHne B apXuB.

B apxumBe pekoMeHOyeTCs OCyLLeCcTBASATb paboTbl no doHanpoBaHuto (nepedoHOMpPOBaHNIO)
APXUBHbIX LOKYMEHTOB B UCKJIIOYNTESIbHbBIX CAydasax: MPW oNUCaHUN NPUHATBLIX HeYNOopPAA0YEeHHbIMU
(HecchopMmpoBaHHbIMK B Aesia (eguHULbl XPaHEeHUSA) N HeoNMCaHHbIMU) apXWUBHbIX OOKYMEHTOB,
nepepaboTke HeyaoB/eTBOPUTENBLHO COCTaBJIEHHbIX onucen, ncnpaBaeHumn ownbok
nepBoHa4YasibHOro POHAMPOBaAHUS.

NcToprnyeckn CNOXXUBLUMECS apXMBHbIe KOMNEKLUUM (CDOPMUPOBAHHbLIE elle A0 MNOCTYMJIEHUA UX B
apxuB) nepedoHANPOBaHMIO (NepecoCcTaBNeHNI0) HE NOANEXaAT.

MepedoHamnpoBaHne BneyeT 3a cobolr N3MeHeEHNE NONCKOBLIX AaHHbIX JOKYMEHTOB, B TO BPEMSA Kak
Ha HNX MOIyT yXe ObITh OaHbl CCbITKN B Hay4YHbIX I'Iy6J'IVIKaLI,VI$|X. |-|O3TOMy eCJin OOKYMEHTbI CbOH,D,a,
KOJIIEKLNN, B COOTBETCTBUM C JIMCTOM UCMOJb30BaHMSA, Y>XKe BblAaBasNCb NOJIb30BaTENAM, BBELAEHDI
B Hay4HbIA 060pOT, Takne poHAbI, KOJJIEKLMN TaKXKE HE MOryT Noane)kaTb nepedoHANpPOBaHNIO
(nepecocTaBneHuto).

2.6. Mpu hoHAMpoBaHUM cobnoaatoTcs cieaytolme npasunati

* [JOKYMEHTbl, SBASOWMECS BXOASAWMUMM, OTHOCATCA K apXMBHOMY (OHAY TOro
¢oHpoobpaszoBaTens, KOTOPbIA UX MOJYYUIT;

e NOKYMEHTbIl, SBASIIOWINECH WUCXOAAWMMU KOMUAMKU (OTMYyCKaMK), OTHOCSATCSH K apXUBHOMY
choHAay TOro poHO006pa3oBaTENS, KOTOPLIN ABASETCA UX CO3AaTENEM;

e IOKYMEHTbl BHYTpPEHHero o6palleHUs OTHOCATCA K apXUBHOMY (OHAY TOro
¢oHOoo0bpa3zoBaTeNs, B KOTOPOM OHU CO3[aHbl.

2.7. B c/lydyae peopraHmsauum nnnm NUKBUZaLUM opraHusaumm QOoHAMpPOBaHME OCYLLEeCTBIAEeTCA
cnegyrowmnm O6p830MZ

* 3aKOHYeHHble 0eN0NpPOoMN3BOACTBOM [iesia BKJII0YATCA B apXUBHbIA DOHO peopraHnu3yemon
AN TNKBUANPOBAHHOWM OpraHn3aunm;
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* He3aKOH4YeHHble aesa, nepenaHHble ONA OKOHYaHWA Oefonpon3BoacTBOM B OpraHuU3auunio -
npaBornpeemMHuK, BKJIIO4aloTCA B apXVIBHbII7I qI)OH)J, nocaenHen.

MoANIMHHUKN HayYHO-TEXHMYECKON AOKYMeHTauuUWn, CO34aHHOW Mo KOHTPaKTY, B 3aBUCMMOCTM OT
YyC/IOBUIA KOHTPaKTa, MOryT ObiTb OTHECEHbl K apXMBHOMY (hOHAY OpraHmMsaumm-paspaboTyumka,
apXMBHOMY (hOHAY OpraHu3aLnKn-3aKasymka (opraHu3aunn-MHBECTOpPa) WM K apXMBHbIM (oHOaM
Ka>X 10/ OpraHM3aLmnm-CTOPOHbI KOHTPaKTa.

B cooTBeTCTBUM C NPUHUMMNOM HEAPOOUMOCTN apXMBHOIro poHAA, B apXMBHbIA (DOHA BKJIOYAOTCA
KakK OOKYMEHTbl Ha ByMa)KHOM HOCUTEsNI€ U WHbIX aHaNoroBbiX HOCUTENSIX, TaK U 3JIEKTPOHHbIE
NOKYMEHTbI, MOCKOJIbKY OHW COCTABASAIOT €AUHbIA KOMMJIEKC.

B cnyyae HanAuyus Cneuvann3vpoBaHHOrO LIEHTPA XPaHEHUS 3SNEeKTPOHHbLIX [JOKYMEHTOB
(dbenepanbHoro nnm B cybbekTe Poccuinckoin depepaunn) v nepegadym B HEro 4YacTu apXMBHOIO
boHOa, NpeacTaB/ieHHON 3NeKTPOHHLIMU AOKYMEHTaMu, B3auMocBA3b oHAa obecrneymBaeTcs C
MOMOLLIbIO CMPaBOYHO-MOVNCKOBLIX CPeACTB.

2.8. B apxuBHbIA (OHAO OpraHMsauum, KpoMe [OOKYMeHTOB, ob6pa3oBaBLUIMXCA B Mnpouecce ee
neAaTeNbHOCTU, BKIIOYATCA TaKXe apXUBHble JOKYMEHTDI:
* MpeacTaBUTENbCTB, PUINANIOB, NHbIX 060C0BIeHHbIX MOoApPa3Ae/ieHnn opraHn3aumu;

® KoOJ1nernajibHbIX OpraHoB opraHmn3aunm (koMmuccun, Konnernin, COBeToB U T.4.);

e obpa3oBaBlUMeCcs B [OeATeNbHOCTU cobpaHuii (KOMUTETOB) KPeAUTOPOB, BPEMEHHOrO,
aJIMVUHUCTPATUBHOTO, BHeLUHero, KOHKYPCHOrO, ¢pHaHCoBOro yrnpaBnsioLero,
npenocTaBMBLUMX obecnevyeHne NuL, BO BPpeMs MPOXoXKAeHuUs npoueayp, NpUMeEHSIeMbIX B
nene o 6aHKPOTCTBE K OpraHn3auunmn - JOJDKHUKY;

e CO3[laHHble TMpW  OpraHM3auumM  MNpPOMCO3HbIX  OpraHM3auuii,  OCYLLECTBASIOLWNX

0esATeNbHOCTb A0 BCTYrJeHna B cuny ®denepanbHoOro 3akoHa oT 19 maga 1995 r. Ne 82-03

«06 06LLEeCTBEHHbIX 06beanHeHnax»H42;

¢ Ha3sHa4YeHHOW B OpraHM3aunnm NMKBUAAUMOHHOM KOMUCCUWN (NnkBmaaTopa) (CM. Takxe
KoMMeHTapuu K ['nase XX lMpaswun).

2.9. Co3faHme HOBbIX apXUBHbIX oHaoBM3!

Ecnu B apxuBe y)e MMeeTCs Ha XPaHEHWUM apXMBHbIA (DOHA OpraHu3auuun, cosgaHue Ans 3ToW
opraHmM3auMM HOBOFO apXMBHOrO (QOHAA BO3MOXXHO B CJleAylolMX YCTaHOBJIEHHbIX MpaBuniamu
clyyasx:

* KapAMHaNbHOI0 U3MEeHeHNsa NpoPnna AeaTesibHOCTN opraHu3auunu;

* N3MeHeHUsA opMbl cobcTBEHHOCTU nmMmyuwiecTtBa opraHmsaunn.

Ecnu rocypapcTBeHHas wuavM MyHUUMNanbHas opraHu3auuns 6biia npeobpasoBaHa C M3MEHEHUEM
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¢popMbl COBCTBEHHOCTY €e UMyLLEeCTBa, U MPON30LLJIO CO3aHME Ha ee OCHOBE HOBOW opraHu3aunm-
npaBonpeemMHnKa (UM opraHn3auUnin-NPaBoONPEEMHMKOB) BO3MOXXHbI [ABa BapuWaHTa opraHu3auum
IOKYMEHTOB:

1) npekpalwaeTcs nonosHeHWe ¢oHAa CyLlecTBOBaBLUEN paHee oOpraHu3aunun; [LOKYMEHTbI
OpraHu3auMn-NpaBorpeemMHNKa BKJIIOYAOTCS BO BHOBb CO3[aHHbLIA apXWBHbLIA (QOHA, €Ccnu Takas
opraHusaumsa sBAseTcd WCTOYHUKOM KOMMJIEKTOBAHUA OCYAapCTBEHHOrO/MYHULIUMANbHOIO
apXu1Ba;

2) cdopmumpyeTca 0O6beAUHEHHbIN apXMBHLIA (OHO W3 OOKYMEHTOB CyLleCTBOBABLUEN paHee
opraHm3aumu n opraHmsauun-rnpasorpeeMHmnka (NpaBornpeeMHKOB), eciv faHHble opraHuM3auumn
ABNAITCA UCTOYHUKAMWN KOMMJIEKTOBAHNA roCcyfapCTBEHHOro/MyHUUMNanbHOro apxmea. lNpu 3ToM
apXVBHble [OKYMEHTbl [AO0J/DKHbI ObiTb MepefaHbl B FOCYAAPCTBEHHYID WU MYHULMNAJbHYIO
COBCTBEHHOCTb.

He aBnsgeTca oCHOBaHMEM O15 CO30aHUA OTAESIbHOro apPXnBHOIo q)OH)J,a!

* paclUnpeHne nian cy>xeHme TeppunuTopuralJibHbIX rpaHny AedaTe/ibHOCTU OpraHn3aunn,

* BblAefieHne N3 OpraHn3aLnm OOHOM NN HECKOJIbKUX HOBbIX OpraHu3auuin ¢ nepegadvyein Um
OTAEeNbHbIX MpaB N obs3aHHOCTEN opraHM3auun - npeawecTBeHHNKa (AOKYMEHTbl BHOBb
CO3[aHHbIX OpraHu3aumin Npu 3ToM GOPMUPYIOTCSH B CAMOCTOSTENbHbIE apXBHble OHAbI);

* N3MEHEeHMe MOAYMHEHHOCTM OpraHM3auuun, ee CTPYKTYpbl, agpeca MeCTOHaX0XAeHus,
HAaWMEHOBAHWS,, HEe COMPOBOXAABLUMECS W3MEHEHMEeM nepBOHaYvYalibHbIX  (PYHKLNNA
opraHmsauuu;

e CMeHa yypenuTens(ei) opraHmsaunm 6e3 nsmMmeHeHUs GopmMbl COOCTBEHHOCTU ee MMYLLLeCTBa.

YCcTaHOBJIeHMe XPOHOJIOrMYeCKUX rpaHuL, apxuBHoro ¢oHaa

XPOHOSIOrMYECKMMM FPaHMLaMn apxmMBHOro oHAaa rocyfapCTBEHHOro opraHa, opraHa MeCTHOro
caMoynpaB/iieHus, opraHusaunum SABAAOTCA oduumanbHble AaTbl UX COo3gaHUA (perucTtpaunn) wu
ynpa3sgHeHus (nmkemngaumn).

XPOHOOrM4YeCKUMM rpaHmuaMmn obbedgnHEeHHOro apxXmBHOro ¢oHAOa, SABAATCA OaTbl CO34aHUSA
(peructpauwnn) opraHmsauun, obpa3oBaHHOW paHee [Opyrux, M ynpasgHeHusa (AMKBMOaunmn)
opraHusauun, ynpasgHeHHON no3gHee Apyrux opraHusaunin, JOKYMEHTbl KOTOPbIX BOLLJIN B COCTaB
ob6begnHeHHOro apxmBHoro oHaa.

XPOHOMOrMYECKUMN TpaHMLAMKU apXUBHOIFO OHAA JINYHOrO MPOUCXOXKAEHUS SBASOTCS OaAThl
POXOEHNS U CMEPTU (MPU3HAHMSA YMEPLUMM) Frpa)KiaHnHa, YJ1IeHOB CEMbM UK poJa.

XpOHOJ’IOFI/IHeCKVIMVI rpaHnbamMmm apXI/IBHOI7I Konnekuunn aBnaroTCcAa AaTbl CO34aHNA CaMOro paHHero m
CaMOro no3aHero AoKyMeHTa KoJUieKUnn.

XpoHoNnornyeckme rpaHuLbl apxmMBHOro poH4a MOryT He CcoBMafaTbh C AaTaMW COCTaB/IAOLWMX ero
APXNBHbLIX OOKYMEHTOB:

e B hoHOE rocyapCTBEHHOro opraHa, opraHa MecTHOro caMoyrpaBJlIEHUS, OpraHnu3aumm - B
CBSA3M C BO3MO>XHbIM OTCYTCTBUEM apPXMBHbLIX OOKYMEHTOB, AaTUPOBaHHbIX OHEM CO34aHMSA
(pernctpaunn) / ynpasgHeHuns (MMKBMaaunm) rocyagapcTBEHHOro opraHa, opraHa MecTHOro
camMoynpaBJieHuNs, OpraHu3aunun, BKJIKOYEHMEM B COCTaB (pOHAA apXUBHbLIX OOKYMEHTOB,
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CO30aHHbIX A0 CO34aHMs (perucTpauun) rocyaapCTBEHHOro oOpraHa, opraHa MecCcTHOro
CaMOynpaBJ/ieHNsl, OpraHu3auun, nepefaHHbIX O/ 3aBeplUeHUs MNPOU3BOACTBOM Aena
npealecTBEHHNKOM TOoCylapCTBEHHOrO OpraHa, oOpraHa MeCTHOro camoyrnpaB/eHus,
opraHusaumm;

e B (hOHAE JIMKBUAWPOBAHHOW OpraHu3auum - B CjlyYae BKJIIOYEHUS B HEro AOKYMEHTOB
JINKBUOALMOHHON KOMUCCUWN, NPU 3TOM KpalHeln faTol apxMBHOro oHAa ABASETCS gaTa
opMuUMaNbHOM pPerncTpaumm pelieHns o JINKBMOAUUN roCyfapCTBEHHbIM OpraHoM, a He
pelleHmns cobpaHns akLMOHEPOB, CyAa;

e B JOHAE JINYHOTO MPOUCXOXOEHUA - 3@ CYET BKJIIOYEHUS B TakonW (hoHO LOKYMEHTOB,
CO3[aHHbIX 00 OHA POXAEHUA rpaxhaHuHa - ¢oHpoobpa3oBaTens, OTHOCALWMUXCA K €ero
ceMbe, a TakXe CBfA3aHHbIX C OTKJMKaMW Ha CMepTb rpakhaHunHa - oHOoobpasoBaTens,
nposefeHNEM NaMATHO-IOOUNENHbIX MEPONPUATUIA N Ap.

11l paspen. OBGECNEYEHUWUE COXPAHHOCTU APXUBHbIX OOKYMEHTOB
(Fnas.oi 1l - XX MpaBun)

ObecneyvyeHne COXPaAaHHOCTUN apXUBHbIX AOKYMEHTOB - 3TO KOMMJIEKC MepornpusaTUN No CO34aHUIo n
cobnofeHNIo HOPMaTUBHbLIX YCIOBU U PEXMMOB XPaHEHUS, Haasiexxallen opraHn3aunm XxpaHeHus,
NCKJII0YaoLWUX XULWLEHNE U yTpaTy apXMBHbIX AOKYMEHTOB U MOALEPXAaHUKO WX B HOPMaJlbHOM
PU3NYECKOM COCTOAHNN.

Apxue obecneymBaeT XpaHeEHUE apXMBHbIX [AOKYMEHTOB B COOTBETCTBUM C TpeboBaHMAMNK
3akoHogaTenbCcTBa Poccumnckon denepaumn n MNpasui, 4To JOCTUraETCA:

¢ pa3MeleHNEM apXMBHLIX OOKYMEHTOB B apXMBHOM 34aHUM WM B NpucnocobsieHHOM nog
apXMBHOE XpaHeHne 30aHun (MoMeLeHnn);

* NMpunMeHeHneM CoOOTBETCTBYHOLWNX CpeaCcTB XpaHEHUA apXNBHbIX JOKYMEHTOB,

e co3gaHuem un cobnopeHnem B apxXmnBe HOPMaTUBHbLIX MPOTUBOMOXapHOro, OXpaHHOro,
TeMnNnepaTypHO-BJIa>XXHOCTHOIoO, CBETOBOIro M CaHUTaApHO-rMrMeHN4YeCKoro pe>xmmos,

e HapJsiexxallen opraHmMsaumen COXPaHHOCTW, BKJIOYasi MPOBEPKY HaINYUs U COCTOSHUS
ApPXMBHbIX AOKYMEHTOB.

I1l. TpeboBaHMA K 34aHUIO U NOMELLEHNUAM apXUBa

3.1. ApxuB pasMeLllaeTcs B 3aHUN(aX) U(Unn) oTAENbHbLIX MOMELLEHNAX 30aHNA.

ApPXUB MOXXeT pa3MeLlaTbCs:

* B cChneunasbHO MoCcTpoeHHOM Anda XpaHeHua apXuBHbLIX [OOKYMeHTOB 30aHUU (nnn
HEeCKOJIbKUX cneunasibHO NMOCTPOEHHbIX 3[0aHUNAX);

e B 30aHMN (HECKONbKUX 3AaHuax), npucnocobneHHoM(biX) A9 XpPaHEHUS apXMBHbIX

Page 15 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

OOKYMEHTOB,;

® B OTAEJIbHbIX MOMELWEHNAX 34aHNA.

34aHnA (NoMeLLeHns) apXnBa BKOYatoT:

®* OCHOBHble MNnoMelleHnda, npegHa3dHa4deHHble 0719 XpaHeHWnA, Yy4deTa, KOMIUJIEKTOBaHUA W©
NCMoJIb30BaHUNA apPXMNBHbIX OOKYMEHTOB;

e BCrioMoraTesibHble (aAMUHUCTPATUBHO-XO3SMCTBEHHOIO, TeXHUYeckoro un ObITOBOro
Ha3Ha4veHuns).

OCHOBHble 1 BCroMoraTesibHble MOMeLlWeHNUs OOJ/DKHbl COOTBETCTBOBATbh Tpe6OBaHI/IFIM K
HOPMATUBHbLIM peXMaM XpaHEHUNA apPXNBHbIX OOKYMEHTOB, YCTaHOBJ/IEHHbLIM nason V Mpaswun.

0O6s3aTenbHO O0XKHbI cobnoaaTbcs obwmne TpeboBaHNs K 6e30nacHOCTM 0B ECTBEHHbIX 30aHUN 1
coopymeHw?lM, YCTAHOBJIEHHbIE YMOJIHOMOYEHHbIM (hefepasibHbIM OpraHOM NCNOJHUTENbHON
BNaCTW B chepe CTPOUTENBCTBA U XUJINLLHO-KOMMYHabHOIr0 X035ACTBa.

CocTaB, pacnosioxeHune, obopynoBaHWE MOMELEHNI OCHOBHOIMO Ha3HadYeHus 34aHUa apxusa
Do/HKHbl obecnevynBaTb COXPAHHOCTb APXMBHbLIX AOKYMEHTOB Ha BCEX y4acTKax paboTbl C HUMMK,
cobniogeHne TexXHONOrMn apxmBHbiX paboT, a Takxe onTuMajsbHOE B3aMMOAENCTBME
nogpasfesieHnin apxuea.

Mpn pa3MeleHnn apxmBa pPEKOMEHAYEeTCs YYUTbiBaTb MAaHUpyemble o06beMbl XpaHeHUs
OOKYMEHTOB, LWITAaT COTPYAHMKOB, 3adayun, MNOCTaBJIeHHble nepen apxuBoMm (byaoeT nn apxus
KOMMJIeKTyoWmMMcs, byayT 1M B AaHHOM 30aHUM apxuBa NPOBOAUTLCS paboTbl Mo nepenfeTty u
pecTaBpaLnn apXUBHbIX NOKYMEHTOB U T.A4.), TUMbl XPAHSLWNXCS B HEM JOKYMEHTOB (4O0KYMEHTbI Ha
ByMa>KHOM HoOCUTeNe, aHasioroBble ayanoBU3yasibHble OOKYMEHTbI, 3/IEKTPOHHbIE [OOKYMEHTHI,
npegMeTbl). B Hebonblnx apxmBax (PYHKUMUN HECKONbKUX MOMELLEHUA OCHOBHOIO Ha3Ha4YeHWs
MOryT ObITb 06 beIVIHEHbI.

B cooTBeTCTBUM C [NpaBusiamMmm K NOMeLLEHNAM OCHOBHOIO Ha3Ha4YeHMNsa OTHOCATCS:
® apXmBoXpaHunulla,

» paboyne nomelleHns pabOTHMKOB apXMBa;

* fiomMeweHuna ana npneMa n BpeMeHHOro XxpaHeHumd, ona aganTtaunn apXmBHbIX JOKYMEHTOB K
HOBbIM YC/IOBUAM XpaHeHUA nocsie nx nepemeLlleHnsa (akknumaTusayun);

e MoMeuweHns ANns U30nAUMN, Ae3UHPEKUUN U OE3UHCEKLUN MOPa’KEeHHbIX apPXUBHbIX
IOKYMEHTOB;

e nomelleHnsa ansa obecnblIMBaHUA, nepenneTta n pecCctaBpaunnn apXmMBHbIX OOKYMEHTOB;

* MoMeleHNa ON8 KOMMPOBaHUA U pecTaBpauun apXMBHbIX NOKYMEHTOB (MUKpPO-, KCepo-,
¢poToKOMMpOBaHUA, oTopecTaBpaumMm u T.n.), 06paboTKM NNEeHKM U npoBeaeHUs
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TEXHNYECKOro KOHTpOJ1a ayaAnoBn3yaJibHbIX 0OKYMEHTOB,

* rnomMmeweHna ona XxpaHeHna y4€THbIX JOKYMEHTOB,

* YUTajibHbIN 3as C y4aCTKaMuM BblAayu Aes N CNpaBOYHO-MOUCKOBbLIX CPeacTB, BPEMEHHbIM
XpaHUAULWEM, NPOCMOTPOBLIA 3aJ, KOMHaTbl MpoCayLnBaHUa (GOHOOOKYMEHTOB (panee -
YUTaNbHbIN 3a);

* MOMELWEHNA KaTasioroB WAW, MNpu OTCYTCTBUM CreumasibHO BblAENEHHOro MOMELLEHMS,
paboyasi KOMHaTa apxvBa;

* Hay4HO-CMpaBo4YHasa 6bmbamoTeka (cnpaBOYHO-MHPOPMALMNOHHBIN (OHA) C XPaHUIULLEM,
KaTajloramm, YNTaTeNbCKMMN MecTaMu;

e METOANYECKUI KabuHeT;

* fnomMeweHna ona SKCNOHNPOBaHNA apPXNBHbLIX OOKYMEHTOB (BbICT@BOYHbLIN 3a1).

MoMMMO yKa3aHHbIX B [paBuiiax OCHOBHbIX MOMELLEHUI B apXxMBe MOryT ObiTb MpeayCcMOTpPeHbI
WUHble TOMELLEHUSl, B KOTOPbIX B COOTBETCTBMW C TEXHOJIOTMYECKMMU Mpoueccamm MoryT
HAXOAUTbCSA apXMBHbIE AOKYMEHTbI N A0/HKHbLI 06ecneynBaThCcs TpeboBaHMSA MO UX COXPAHHOCTW.

3.2. Pa3mMeweHne apxumBa B MpucnocobneHHoM 34aHuMm u NpUCNOCOBNEHHbIX MNOMELLEHUAX
OOMNyCKaeTCcs TONbKO nocse ero (ux) obcnenosaHna npencTaBUTeNSIMN apXnuBa, COOTBETCTBYHOLENO
YMNOJIHOMOYEHHOIr0 OpraHa UCMOJIHUTEsIbHON BNacTuK B Chepe apXMBHOMO Aesia Uan opraHa MecTHOro
camoynpaBneHust®>,
Mpwn obcnepoBaHun npucrnocobsieHHOro 3gaHns (NOMeELLEHWSA) NOo4 apXvB HEOBXOANUMO YHYUTLIBATh:

e MecTopacnoJsio)KeHne 34aHnsa (MoMeLleHns);

e TUN 30aHUSN;

* 3TA)XHOCTb 34aHUS;

* NPOTUBOMOXAaPHOE COCTOSAHUE;

* MJiowafb rMoMeLLeHuns;

e HOPMaATUBHYIO Harpy3ky Ha nepekpbiTne B obcnegyemom nomeuieHun (onpenenserca no
OOKyMeHTaM nacnopTa (npoekTa) 34aHus (nomeLeHuns));

* ypoBeHb eCTeCTBEHHOIo oceeleHns,;
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®* OpMeHTaunio OKOH Ha CTOPOHbLI CBeTa,

YPOBEHb NCKYCCTBEHHOIO OCBELLEHNA,

TeMnepaTypy Bo34yXa NomMelleHna,

® OTHOCUTEJIbHYIO BJ1a>XHOCTb BO34YyXa B NMoMeLlleHnn,

® CTeneHb 3arpa3HeHHOCT BO34YyXa B NoMeLleHnn n B pa|7|0He pacnonoXxXeHma 3aaHn4,

e Buonornyeckoe coctosaHue cpeabl nomMeuweHns.

Mpu obcnenoBaHMM 30aHUs (MoMeLLeHns) HeobXOAMMO MPOBEPUTL COCTOSHNE NMOMELLEHNI 3[aHNS,
B TOM 4uMC/ie NOABasibHbIX U YephayHblX, paboTOCNOCOBHOCTL 3NEeKTpoceTel, OTOMUTENbHbIX W
BEHTUNALMOHHBIX CUCTEM, MPOYHOCTU MEXKITa)KHbIX MEePeKPbITUIA C Yy4eTOM MOTeHLMaNbHbIX
Harpy3okMe.,

MpaBUNaMu YCTaHOBNEHO, YTO pa3MeLleHne apxmBa He AoMNyCcKaeTCs:

1) B 0OHUX 30aHUAX C

* npeanpunatTnamMmmn 06LWEeCTBEHHOIr0 MNTAHUA, FOTOBALLNX rop4a4yto nmuly,

* MPOAYKTOBbLIMW Mara3mHamMmu v (UKn) cKnagamu,

e OpraHM3auuaMM, XPaHAWMMU U (UIX) NPUMEHSIOWMMU MOXKapoonacHble U arpecCuBHbIE
XUMUNYECKMe BEeLecTBa;

2) B BETXUX CTPOEHUSAX,

e nNepeBAHHbIX I'IOCTpOIZKaX,

* MOMELLEHMNAX C OTHOCUTENBLHOW BJIaXKHOCThLIO Bo3ayXa 6osnee 55%,

* NMomMeweHnax c nevYHblM oTonJieHneMm;,

3) B nogBanax W MNOMeLleHUsX, pacrnonoXXeHHbIX HWXe YPOBHA MOBEPXHOCTM 3eMJin, 3a
NCKN4YeHnemMm XpaHuianuy (nomeweHnn), obecnevmBatomx 3alllnTy OT MNPOHMKHOBEHUA B HUX
FPYHTOBbIX, Taj/lbIX N MaBOAKOBbIX BOA.

3.3. Mpn NpoeKTUpoBaHMN pa3MeLleHUs apXMBOXPaHWIULWa B cCneunanbHO MOCTPOEHHOM Waun
I'IpI/ICI'IOC06J'IeHHOM ona XpaHeHnAa OOKYMEHTOB 34aHWW npegrnovyTteHune (I'Ipl/l PaBHbIX TenaoBbIX
XapaKTepI/ICTI/IKaX) OoTAoaeTCcAa nomMeweHnam c ceBepH0|7| Opl/leHTaLl,I/IeI7| OKOH.

Mpy NNaHMPOBKE MOMELLEHUIA apXMBa HEOOXOAUMO YYUTbIBATb, YTO APXUBOXPAHUAULLE OOJSIKHO
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pacrosiaraTbCs Ha YyOasleHHOM pPacCTOSHMU OT NlabopaTOPHbIX, MPOU3BOACTBEHHbLIX, ObITOBbIX
noMeleHnin apxmBa U He WUMeTb O06WMX C HUMU BEHTUASIUMOHHBLIX KaHasioB, ObITb
rMAPON30IMPOBAHO, MO BO3MOXXHOCTU MMETb 3aracHOM BbIXO/.

ApXuBOXpaHUAULLE OTAENSeTCA OT COCeAHUX MOMELLEeHUA apXMBa OrHeyrnopHbIMW CTeHaMu U
nepekpbITUAMMN.

B apxmBoxpaHunuuie He [OonyckaeTca npokiagka pr6 BOOOCHab)XeHUA, KaHanmM3lauuu,
TEXHONOrn4Yecknx nnm 6bIToBbIX BbIBOAOB BOAbI, Fa30BOro O60py,£|,OBaHI/Iﬂ nT.O.

B apxumBoxpaHuAUWeE Henb3s pacrnofaraTb pacnpefennTesibHble WUTbl, MPeaoXpaHuTenn wu
oTKJtoYaoLWwme pybnnbHUKN.

BblCcOTa apXMBOXPaHUANLLA He JOJIXKHA ObITb MeHee 2,2 M OT MoJia A0 HUXXHEN YaCTu BbICTYNaoLWmX
KOHCTPYKLNIA NepekpbITUs.

He pekoMeHOyeTCsi MCMosb30BaHMe (asbLUMOTONKOB M (hafbLUMONOB (He pacnpoCcTpaHAeTCs Ha
noMelLeHuns, npefHa3HayeHHble A5 YCTaHOBKM 060pyAoBaHWUA WHMOPMAaLMOHHOW CUCTEMb
apxusa)®”

MaTeleanbl NOoKpbITUA CTEH, MOJ10B, MNMOTOJIKOB, OGOpy,EI,OBaHI/Iﬂ n CcpencteB XpaHeHUA apXUBHbIX
ONOKYMEeHTOB He [OO0JIKHbI CO6VIpaTb Mbifib, BbITb €e WCTOYHMKOM WAM BbIAENSATb arpeccmBHble
XnMmn4yeckme sellecTBa.

ApxuBoxpaHunuuie AOOJHKHO WUMETb GeCI'IpeI'IFITCTBeHHbIe BbIXOObl K JINPTAaM U JIECTHUYHbIM
KNneTKaM.

TpeboBaHMA K apXMBOXPaHUINLLAM CEKPETHbLIX 4OKYMEHTOB, MOMELLEHUAM, NpeaHa3HAYeHHbIM 414
paboTbl C CEKPETHbIMU OOKYMEHTaMM, U UX OCHALLEHMIO YCTaHaB/MBAOTCA COOTBETCTBYOLLNMU
HOPMaTMBHbIMW OOKYMeHTaMu, onpenensowmnmm nopaaok paboTbl C CEKPETHLIMU AOKYMEHTaAMU
(cm. Takxe pasgen VIl MeTognyeckmnx pekoMeHgaumn).

ApxuBoxpaHunnuuia KNHo- 1 POTOL0KYMEHTOB AOJIKHbI ObITb OTAENEHDbI OT Opyrmnx rnoMeLLeHnn.

3.4. He ponyckaeTcs xpaHeHue (OOHOOO0KYMEHTOB, BUAEOAOKYMEHTOB U 3JIEKTPOHHbLIX LOKYMEHTOB
Ha unsndeckn o060CcobNEHHbIX HOCUTENSAX C MarHUTHbIM pabo4ynM CNOEM B apXMBOXpaHWUIMLWLE C
napa3suTHbIM® NOCTOAHHBIMM AN NEepeMeHHbIMMN MarHUTHBIMU MONAMU HaNpPsSXXEHHOCTbIo 6onee
400 a/m™2,

IV. O6opyanoBaHue Ans XpaHEeHUA apXUBHbIX JOKYMEHTOB

4.1. ApxnB oCHallaeTCq MeTaINYECKUMMN OAHO- N (MNKN) ABYXCTOPOHHUMM CTaLMOHAPHbIMA N (1K)
MOBUNbHBIMU  CcTennakamu, wkKadamu, cendamun, WKadaMmu-ctennakamm. Jlonyckaertcs
3KCMJlyaTauma MMELWUXCa LEePEeBSAHHbIX W CMELWaHHbIX CTeslaxen, He MNOpParKeHHbIX
bunonornyeckumn BpegutTenammu u obpaboTaHHbIX OrHe3alWMWTHLIM COCTaBOM. B KadecTse
crneunansHoro obopyaoBaHMA MOryT WCMOAb30BaTbCA CTalMOHapHble OTCeKM - OOKCbl C
MeTaNIM4eCKUMM Neperopoakamm 1 noakamu.

ApXUBHble AOKYMEHTbI Ha ByMa>KHbIX HOCUTENAX pa3MeLlalnTCca Ha CTennaxkax, B MeTannyecknx
WKagax ropu3OHTasIbLHO WM BepTUKaNbHO B KOpobOKax wuanm [pyrux MNepBUYHbLIX CpeacTBax
XpaHeHUsa (Nankax, pyTasapax u T.m.).

KNHOLOKYMEHTbI, PYNOHHbIE MUKPOMUIbMbI XPaHATCA B TOPU3OHTAJIbHOM MOJIOXKEHUN B
MeTa/UINYeCKUX WM MJACTUKOBbIX KOpoBKax Ha CcTennaxax Tuna «efiodka», ambo Ha
CTAUMOHAPHbIX CTENIaXKaxX.

KNHOOOKYMEHTbl Ha Heropryein TpuaLeTaTHOM OCHOBE XPAHATCA B MeTa/UIMYeCcKux Wan
NAACTUKOBbLIX KOpoBKax C OTBEPCTUSIMU WM HEMJIOTHO 3aKpbIBAOLWMXCSH ANA NpefoTBpalleHuns
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CKanJnBaHUs BHYTPU KOPOOKMN MapoB YKCYCHOW KMUCOTbI, BbliAENseMbIX OCHOBO KMHOMIEHKMN.

Onst XxpaHeHWss (OTOAOKYMEHTOB HeobxoaMmMo WnCMnosb3oBaTb 06OpydoOBaHME U3 MeTasna,
3alMLLEHHOrO OT KOPPO3UW: aHOAMPOBAHHLINA aNlOMUHUIA, KayeCTBEHHasi Hep)kaBelowas CTallb,
3MaJIMPOBAHHbIN NN OKpaLleHHbIN MeTann. MNMpu Boibope 060pyA0BaHMS N3 OKPALLEHHOro MeTasnsa
HeobxoaouMo un3beraTb Kpacok Ha OCHOBE pacTBopuTenen W BblIbMpaTb TepMopeaKTMBHbIE
MOPOLLUKOBble Kpacku. Bblbop CBeT/bIX TOHOB Kpacku ro3BonseT ObiICTpo o06HapyXuBaTb
MUKPOOPraHM3Mbl, HACEKOMbIX, MSATHA PXXaBYMHbI 1 B3AYTNE KPACKU.

dOTOOOKYMEHTbI Ha cTekse, bymare, nneHke (3a WCK/OYEHUEM HUTPATHOMN) MOryT XPaHUTbCS
COBMECTHO B OIHOM U TOM e XpaHunuue. PoToA0KYMEHTbI XPaHATCS B BEPTUKAIbLHOM MOS0XKEHUN
B KOHBEpPTax W3 KalbKW W CBeToHenpoHuuaemon 6ymarn. He ponyckaetcs cBobonaHoe
nepemelleHne GoToA0KYMEHTOB BHYTPWU KOHBepTa. BknaabiBaHMe B KOHBEPTbl (DOTOLOKYMEHTOB
NOJ/DKHO MPOBOAUTLCS 63 NUWHUX YyCUNUi. ONs XpaHeHuss HeraTMBOB M MO3WTMBOB cledyeT
NPMMEHSTb KOHBEPTbl W3 CBETOHENpPOHMLAeMoin ByMarm C KUCIOTHOCTbIO, COOTBETCTBYIOLLEN
HOPMaTUBHbLIM AaHHbIM. ®OTOaNbOOMbI [O/KHBI XPAHUTLCS B 3aKPbIThIX LWKagax M MoJKax.
PekoMeHayeTCsi pacnofnaraTbh UX B OAWUH PSA B BEPTUKAJIbHOM MOJIOXKEHWN KOpeLKaMn Hapyxy. Ons
anbbomoB cpopmaToB 30 x 40 1 6osniee fonyckaeTcs ropMsoHTasibHOe XxpaHeHue no 3-6 anbLboMoB B
cTonke. Anb6OMbI AO/KHbI yCTaHaBIMBaTLCA B PAA U cTony 6e3 3ameTHoro ycunua>?,

CTanbHble cTenlnlaxkun MOryT ObITb MCMoJib30BaHbI aonsa XPpaHeHnA $HOHOOO0KYMEHTOB,
BUOEOOOKYMEHTOB W 3/IEKTPOHHbIX [OOKYMEHTOB Ha (IM3nNYeCKun 060Cc0ob6/1eHHbLIX HOCUTENSAX C
MarHMTHbIM pa6o-||/|M C/10€eM TOJIbKO Mpn yCcJsioBUN NX pa3MarHM4YMBaHUA N 3a3eMJ1eHNA.

Ka)xabln nocTynatowmn gpusnyeckn obocobneHHbln HocnTenb (AnckoBble HocuTenn (CD, DVD, BR u
Op.), XXeCcTkne OUCKn (BUHYECTEepbl), IEHTOYHbIE HOCUTENN (CTPUMEPDI), TBEPAOTESIbHbIE HOCUTENN),
colep)Xalluin eanHnLUbl XPaHEHUS 3JIEKTPOHHbLIX OOKYMEHTOB, AOJKEH OblTb B MHAWUBUAYAJIbHOWN
ynakoBke (dyTnape). Mpn 3ToM [O/MHKHO 6biTb WUCKIIOYEHO MNEepeMelleHne HOCUTeNs BHYTpWU
yNaKoBKU. DyTAAPbI O0JKHbI UMeTb (PUKCaATOPbI, MPeaoxXpaHsaoWmMe HOCUTENN OT BbiNageHus.

OyTAApbl C HOCUTENSAMU pPa3MeLLalTCA BepTUKaZbHO Ha NoJIKax CTennaxkem wunm Lwkados.
PaccTtosHne mexnay dyTnapamm AOJHKHO ObiTb AOCTAaTOYHbLIM ANS TOro, 4Tobbl MX MOXHO 6bI10
cBo60AHO nMoMellaTb U AOCTaBaTb CO CTENNa)Ken NN 13 WKagos. MNpu pasmeleHnn pyTnapos ¢
dhunsnyeckn o060cobseHHbIMN HOCUTEeNnAMM HeobxoAuMo pacnofiaraTb UX TakuMm 00pa3oMm, YTOObLI
61/ BUAHbI MPUCBOEHHbIE UM KaK eANHNLAM XPaHEeHUs yYeTHble HoMepa (apXuBHble Wndpbl).

DNEeKTPOHHbIE  [IOKYMEHTbl, MOoCTyrnawuwme B apxXuMB  MOCPEACTBOM  WUH(OPMALMOHHO-
TENEeKOMMYHMKALMOHHOM CeTU, XPaHATCA B MHPOPMALIMOHHOM CMCTEME apXuBa - Ha COBCTBEHHOM
obopynoBaHUM apxvBa WaM B denepasbHOM U (MN) PErnoHasbHOM XPaHWNULLE 3JTIEKTPOHHbIX
[OKYMEHTOB. DNEKTPOHHbIE [OKYMEHTbl, MOCTYNMBLUME B apxXuB Ha (uUlmyeckm o060cobneHHbIX
HOCMTensax, MoryT 6biTb NepeBefeHbl Ha CEPBEPHOE XPaHeHMe.

4.2. B apxMBOXpaHUANLLE C eCTeCTBEHHbIM OCBELUEHMEM CTEe/UIaXXN U LWKadpbl OTKPLITOro TUNa
yCTaHaB/NBAIOT NeprneHANKYIIPHO CTEHAM C OKOHHbIMK NpoeMaMun. Ecnn B XpaHUanWe HeT OKOH,
TO MNPV YyCTaHOBKE CTe/laXeln crnegyeT UCXOAUTb U3 MPUHLKMNA MakCMMaJIbHOro UCMOJib30BaHUS
nnaowagn XpaHI/IJ'IVIIJ_l,a[il, C Y4€TOM KOHCTPYKUMNOHHbIX ocobeHHOCTEN noMmeweHna n ncnoJibayemoro
obopynoBaHus.

CTaunoHapHble cTenna)ku, WkKadbl, cendsbl, WKadbl-CTENTAXW YCTaHaBAMBalOTCS ¢ cobntogeHnem
HOPMaTMBOB, YKa3aHHbIX B Tabanue 1.

Tabsavua 1
HanmeHoBaHMe No3nuunmn PaccTosaHus,
He MeHee, CM
PaccTosiHne mexay pagamMu cTenakemn 120

(rnaBHbIM Npoxon)
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PaccTosHne Mmexay cocegHUMN CTe1akaMu 75
(npoxon)

PaccTosiHMe MeXxay Hapy>XHOW CTEHON 34aHNA 75
M cTenna>kamu, napansesibHbIMN CTEeHe

PaccTosiHne mexxay CTEHOW U TOPLOM 45
ctennaxa (wkada, cenda) (o6xon)

PaccTosiHne mexxay NoTOJIKOM N BEPXHEN 50
nosikonm ctennaxa (wkada, cencda)

PaccTosiHME Mexxay NoJsIOM U HUXKHEN MOJIKON 15
cTennaxa (wkada, cenda)

PaccTosiHMe Mexay noJsioM U HUXKHEN MOJIKON 30
cTennaxa (wkada, cencda) B LLOKOSbHbIX

3Takax

PaccTosiHMe oT HarpeBaTebHbIX U (1n) 100

OTOMUTENbHBIX YCTPONCTB

Ctennaxkun wu LWKabl 3anpelaeTcd yCTaHaB/IMBaTb BMJIOTHYIO K Hapy)XHbIM CTeHaM 34aHUA "
NCTOYHMKaM Tenmnna.

Mpy pasmMelleHn OOKYMEHTOB HEOOXOAMMO YUYUThLIBaTb, YTO MEXAY MOTOJIKOM WX MONKOMN
cTennaxa W BEpPXHUM cpe3oM KOpobku (nanku) AoJHKEH OCTaBaTbCsA 3a30p A8 LMPKyNauum
BO34YyXa.

Mpy HaAN4YUN KOHAULMOHMPOBaAHUA obopydoBaHMEe AN XpaHWAUL, chefyeT pasMellaTb TakuMm
obpa3zom, 4YTOObLlI obecnevynTb BHYTPEHHIOW LUMPKYALUUIO BO3AyXa MO BCEM LIKadaMm, Mosikam u
ALLINKAM.

MobunnbHble CTEeNNaXK YCTaHaBJZINBalOTCA B COOTBETCTBMI C peKOMeHOaUNAMN NxX npom3Bou,|/|Tene|7|
n c cobnwogeHnem HOpMaTMBOB A4 CTauUMOHaAPHbIX CTennaxen B 4acTW TNaBHOrO npoxonaa,
paCCTOHHI/II7| OT BHEWHWUX CTEeH W1 MNOTOJIKa MNOMelWeHNA, a TaKXe OT HarpeBaTeJlbHbIX U (nnn)
OTOMNTENBbHbIX yCTpOIZCTB.

4.3. PaccTtoaHusa (nNpoxoabl) Ana obopynoBaHUA C BbIABMXXHBIMU AWMKAMU PacCcyMTbIBAlOTCA MO
cneumanbHbIM HOPMaM C y4eTOM Tunopasmepa obopynoBaHUs.

4.4. Bce moMeLleHNs apxvBa, B KOTOPbIX OCYLLECTBSETCA XpaHEeHMe apXUBHbIX LOKYMEHTOB, a
TakXe CTennaxky, wkKadbl, Cendbl M MNONKM B Ka)KAOM OTAE/IbHO B3ATOM apXMBOXPaHUIMLLE
(nomeLwweHnn) 0omKHbl 6bITb MPOHYMEPOBaHHbI.

B Ka)XxaoMm oTAesibHO B3ATOM apXuBOXpaHunuuie (nomeweHnn) obsasaTensHO HYMEPYIOTCA TaKXe:

e CTennaxku, Wwkadpol n CeIZCbe - nocnepgoBaTesibHO C/ieBa HalMpaBoO OT BXOOa B NMNomMelleHmne,

* MOJIKW CTesla)ken, wkKadoB 1 cendoB - CBEPXY BHU3, CQlIeBa Hamnpago.
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V. HopMaTuUBHbIEe pPeXXUMbl XPaHEHUA apPXUBHbIX A,O0KYMEHTOB

ObecnevyeHne HOPMaATUBHbIX yCﬂOBI/II;I XPaHeHNA apXNBHbIX OOKYMEHTOB BKJIIOYAET:

* cobnioeHne NPOTMBOMOXAPHOIO PEXUMA;

e cobnloaeHne OXPaHHOI0 PeXxnMa;

e cobnogeHne TeMnepaTypHO-BMAaXXHOCTHOrO, CBETOBOro, CaHWTAPHO-TUTMEHUYECKOro
PEXXNMOB.

5.1. MpOoTUBOMNOXXAPHLIA PEXWUM - COBOKYMHOCTb YCTAHOBJIEHHbIX HOPMATMBHLIMWU MPABOBbLIMU
akTamm Poccunckon ®Pepepaunn, HOPMATUBHLIMWA MNPaBOBbIMU akKTaMu CcybbekToB Poccuinckom
depepaumn 1 MyHUUUNANBHBIMKA MPaBOBbIMM akTaMu MO MoXapHon 6e3omacHocTu TpeboBaHWi
no>xapHonm 6e3onacHOCTW, OoNpenensrLlnx NpaBuia MOBEAEHMS NOAEN, NMOPALOK OpraHmM3aumun
npom3BoACTBa N (MNAMN) COOEpP>XaHUS TEPPUTOPUIN, 3eMesibHbIX Y4aCTKOB, 34aHWUN, COOPY>XEHWR,
NMOMELLLeHNA opraHu3aumMin un Apyrux 06bekToB 3awuTbl B Uensax obecriedyeHus MoxXapHoOM
6esonacHocTun>2,

MPOTMBOMOXKAPHLIN PEeXWM B apxvBe obecneymBaeTCsi KOMMIEKCOM  OpraHM3aLnoHHbIX,
(OVHAHCOBBIX, 3KCMyaTaLMOHHO-TEXHUYECKMX W KOHTPOJIbHbIX Mep, BKJOHalWmnx B cebs
NpeBeHTMBHbIE Mepbl MO MPOoMUIaKTUKE MOXKapoB, HanpaBfieHHbIX Ha MpeoTBpalleHne
BO3HVWKHOBEHUS MOXAapOB M OrpaHnyeHne nx nocneacTBuil, Apyrme MeponpuaTna no obecnevyeHuno
NPOTMBOMOXXapHO 6e30MacHOCTM U MPOTMBOMOXKaPHOW  3aliUTbl W pernaMeHTUpyeTcs
3aKOHOAATeNbCTBOM  Poccuiickoin  depepalun,  PeryavpylowuM  BOMPOCbI  MOXXapHOiA
6e3onacHocTn®3,

B uenax obecneyeHnsa noxxapHon 6e3omnacHoCcTKM apxvBa (B TOM 4ucne onpeneneHus
MPOTMBOMOXAPHbLIX  PACCTOSAHUNA, OO6BEMHO-MNAHUPOBOYHBLIX W  KOHCTPYKTUBHbLIX PELUEHUNA,
KaTeropmpoBaHMs MO B3PbIBOMOXKAPHOM UK MOXKAapPHOM onacHocTn, obecnevyeHus cucrtemMamm
noxapHon 6e30MacHOCTU 34aHUA N MOMELWeHW) cnefnyeT PYKOBOACTBOBATLCA TEXHUYECKUMU
pernamMeHTamun, CTaHg4apTaMn, HOpMaMn 1 NpasuiaMu NMoXKapHom 6e30macHOCTU, CTPOUTESIbHLIMU
HOpMaMu W nMNpaBuaaMMU W WHLIMKA LOOKYMEHTaMW, copep)Xawmmm TpeboBaHMA Mo)KapHOW
6e30nacHOCTN, a TakK)Xe TEXHUYECKOWN OOKYMeHTaunen narotoemTesien (MOCTaBLLUMKOB) BELLECTB U
MaTepunanos, nagenmnm n obopynoBaHus, cofgep)kawen nokasaTenm UX MOoXKapHOM OMnaCHOCTU U
Mepbl NoXxapHon 6e3onacHOCTM Npu obpalleHnn C HUMN.

OTBETCTBEHHOCTb 3a MoXKapHyt 6e30MacHOCTb B apXMBe HeceT ero ANpPeKTop (pykoBoauTesb) B
cnydyae HeBbinMosiHeHUA TpeboBaHunm «[MpaBua MPOTMBOMOXKAPHOro pexumma B Poccuiickon
®epepauun»PH, NnpekTop (pykoBoanTeNb) apxuBa Ha3HavyaeT AOMKHOCTHBIX JINLL, OTBETCTBEHHbIX
3a obecneyeHne noxxapHomn 6esonacHocTu. MNpn 3ToM pykoBoanTensaM deaepasbHbIX apXMBOB B
BOMPOCAax opraHn3aunn n ocyLecTBNeHns NPoUIaKTUKN NOXXAapPOoB U UX TYLLEHWIO, MPOBEAEHUIO
aBapuiHo-cnacaTeNbHbIX paboT cneayeT B3aMMOAENCTBOBATb C 06bEKTOBLIMU U CReunasbHbIMU
noapasaeneHnsamm enepasbHON NPOTUBOMOXKAPHON CiyXbbl FoCy[apCTBEHHOW NPOTUBOMOXKAaPHOMN
Ny 66221,

PykoBoauTenn apxmea obsi3aHbl:

e cobnoaaTte TpeboBaHUSA MNOXKAPHON 6e30MacHOCTU, a TakXXe BbINOJIHATbL MpeanucaHuns,
NMOCTAaHOBJIEHUSA U MHbIE 3aKOHHbIe TpeboBaHNSA [O/IHKHOCTHBIX JINL, MOXXAPHOW OXPaHbl;
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e pa3pabaTbiBaTb N OCYLLECTBASATb MePbl NOXXapHo 6e3onacHoCTy;

e MPOBOAVTbL MPOTMBOMOXXAPHY MponaraHdy, a Takxe oby4yaTb cBOMX pPaboOTHMKOB MepaM
no>xapHow 6e3onacHoCcTK;

* BKJIIOMATb B KOJIIEKTUBHbIN noorosop (cornawweHne) BOMpPOChHI I'IO)KapHOIZ 6e3onacHocTy;

e colep>xaTb B MCMPABHOM COCTOSHUW CUCTEMblI M CpeacTBa MPOTUBOMOXXAPHOWM 3alUUTHI,
BKJIlOYAsA MepBMYHbIE CPeaCcTBa TYLUEHUS NMOXKAPOB, HE A0MNYyCcKaTb X UCMOJIb30BaHMWS He Mo
Ha3HaYeHMWIo;

* OKa3blBaTb COAENCTBME I'IO)KapHOI7I OoXpaHe npu TyweHnm noXxapos, YCTaHOBJIEHUN NMPUYNH N
yCJ'IOBI/IIZ NX BO3HMKHOBEHUA N Pa3BUTUA, a TaKXe TMpun BbiaBAeEHUN nnl, BUHOBHbLIX B
HapyLweHnn TpeﬁoBaHI/IIZ I'IO)KapHOIZ 6e30nacHOCTN N BOSHUKHOBEHNN Mo>Xapos,

* NMpenoCTtaBnATb B YCTaHOBJIEHHOM rnopagke npu TYLWWEeHWM MNMOXapoB Ha TeppuTtopuax
apxXmBoB HeobxoauMble CUJIbI U cpencTBa,

e obecneymBaTb OOCTYN OOJIXKHOCTHbLIM NMLIAM MOXKAPHOW OXpaHbl MPU OCYLLECTBAEHUN UMK
cny»xebHbix 06513aHHOCTEN Ha TeppuTopuKn, B 3aHUS, COOPY)XXEHUA U HA WNHble apXUBHbIE
00BbeKThI;

* NMNpenoCTaBnATb Mo Tpe6OBaHI/I}O OOJDKHOCTHbLIX JINL roCy4apCTBEHHOI O NMNO>XapHOro Haasopa
cBegeHna n JOKYMEHTbI O COCTOAHNN nomapH0|7| 6e3o0nacHOCTN, B TOM 4ucCse 0 I'IO)KapHOIZ
onacHoCTH, I'IpOI/I3BO,£I,I/IMOIZ NMMUN NpoaoyKUMN, a TaKXe O npounclieallnx Ha Ux Tepputopuax
no>XXapax n nx nocaencTBuax;

e He3aMennnTeNbHO coobLlaTb B MOXXAPHY 0XPaHy 0 BO3HMKLUMX NMoXKapax, HEUCMPABHOCTAX
NMELNXCS CUCTEM U CPeACTB MNPOTMBOMOXXAPHOM 3aliuTbl, 06 M3MEHEeHUUN COCTOAHMS
[lOpOr 1 NMpoe3nos;

® COOENCTBOBaTb AEATENbLHOCTHU }J,O6pOBOJ'IbeIX MOXXapHbIX;

» obecneymBaTb CO3AaHME U COAEPXKAHME NoApa3ae/IeHNIn NOXKapHOW 0XpaHbl Ha 06bEKTaXx.

OTBETCTBEHHOCTb 3a HapylweHue TpeboBaHMI noxxapHoi 6e30MacHOCTM B COOTBETCTBUM C
NEeNCTBYOLMM 3aKOHO4ATENbCTBOM HECyT:

e cobBCTBEHHUKN nmMyulecTBa,

e pykoBoAauTenu pesepasibHbIX OpraHoB WCMNOJIHNTENbHOW BNacTw;

* pyKoBoOAMNTENN OPraHOB MECTHOINo CaMoyrpaBJieHnd,;
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e JIMLA, YNOJIHOMOYEHHbIE BNlafeTh, NOJIb30BaTbCS WU PACropsi>KaTbCs UMYLLECTBOM, B TOM
4yucse pyKoBoOAUTENN OpraHn3auuii;

e MUA, B YCTAHOBJIEHHOM TrOpsAKe Ha3Ha4YeHHble OTBETCTBEHHbIMM 3a obecneyeHune
no>xapHowm 6e3onacHoCcTK;

* NOJIXKHOCTHbIE NMUa B rnpeaesiax nx KoMmneTeHuunn.

Mepbl No)xapHo 6€30MacHOCTN apXMBa A0JIKHbI ObITb U3/I0XKEHbI B UHCTPYKLMN O MEpax NoXKapHoW
6e30MacHOCTN, KoTopas pa3pabaTbiBaeTCsl B apXUBE N YTBEPXKOAETCS JIOKAIbHbIM aKTOM.

Mepbl no)apHo 6e3onacHoCTM pa3pabaTbiBaloTCA B COOTBETCTBMM C 3aKOHOOATENbLCTBOM
Poccuniickon ®depepaunnm no no)kapHon 6e30MacHOCTM, a TakXe Ha ocHoBe onbiTa 6opbbbl C
no>xapaMu, OLEHKN MOXapHOW OMaCHOCTW BELLEeCTB, MaTepunasoB, TEXHOJIOMMYECKMX MPOLLeCCOB,
N3nenunin, KOHCTPYKLUNIA, 3aHUNA U COOPY>XKEHUN.

Pa3paboTka 1 peanusaumsa mep rnoxxapHown 6e3onacHOCTM ANS OpraHn3auni, 34aHNN, COOPYXKEHNIA U
opyrnx ob6bLeKToB, B TOM 4YUCAE MPU KX MNPOEKTUPOBAHUW, OO0JDKHbI B 00653aTeNbHOM Mopsake
npeaycMaTpuBaTh pelleHuns, obecneymBaome 3BakKyaumio A04en N apXUBHbIX OOKYMEHTOB Mpw
rno>kapax.

B apxuBe nMpoun3BOAMTCHA TexHuYeckoe obecrievyeHne, PEMOHT M persiaMeHTHble paboTbl CUCTEM
no>xapHow 6esonacHocTw.

3ar|pe|.|.|,aeTc9| pa3MellaTb npegMeTbl NN YyCTaHaB/IMBaATb oGopyp,osaHme TakKnMm 06pa30M, 4TObbI
OHN nNpenaTcTBOBan  OBUXEHUNIO nogen un 3BaKyauun OOKYMEHTOB, Cy>XaJln JLWUNpUuHy
3BaKyaUMNOHHbIX NMPOX0o40B N BbIXO40B.

ApXMBOXpPaHUINLLE A0JKHO OblTb 060pYyN0BaHO CPeACTBAMU MOXXAPOTYLUEHUS N OMOBELLEHUS O
no)ape B COOTBETCTBUM C TPeboBaHUAMU HOPMaTMBHbLIX [AOKYMEHTOB. Ko/nM4yecTBO U MecTa
pa3MelleHnss NepeHOCHbIX OrHeTYLIUTEe e YCTaHaBIMBAOTCA B COOTBETCTBUM C AENCTBYOLMMN
NPOTUBOMOXXAPHbLIMM HOPMATUBAMK C Y4EeTOM cneundukn npumeHseMmoro obopyanoBaHms.

Mpu OCHaLWEHUM XPaHWIWLL, aBTOMAaTUYECKMMU CUCTEMAMU MOXKAPOTYLUEHUS W MNEePEHOCHLIMU
OFHETYLWNTENAMN NPeanovYTeHNe 0TAAETCS UCMOJIb30BAHUIO BELLECTB, HE OKa3biBaOLUX MO6OYHOro
paspylwlalouero [OeicTBUS Ha [OOKYMeHTbl. PeweHve 06 OCHaWeHWW OrHeTyWuTensMun
CTAUMOHAPHbIMK N NEPEHOCHLIMU A0JIKHO NPUHMMATbLCS AUMPEKTOPOM apXMBa B COOTBETCTBUU C

MpaBunamu NPOTUBOMOXKaPHOro pexuma B Poccuiickon degepaumnnt>el,

B uensx npoTtmBono)apHon 6e3onacHOCTN B npouecce paboTbl C AOKYMEHTaMM Ha HUTPOOCHOBE
3anpeLwaeTcs:
e NMeTb Ha pabodyeM MecTe 6onee Tpex pyJIOHOB MNJIEHKN;

* OCTaBJIATb PYJIOH MJeHKK 6e3 NpucMoTpa Ha PUILMONPOBEPOYHOM CTOJIE;

e rMepemMaTbiBaTb MJIEHKY CO CKOPOCThbio 6onee 25 M/MUH (pynoH anvHon 250 M moskeH
nepeMaTbiBaTbCA He MeHee, 4eM 3a 10 MWH), OonyckaTb TPEHUE O MOBEPXHOCTb
obopynoBaHusa (OMCKOB, HVXHUX COPUTOB M T.M.) BOo u3bexxkaHue nosiBNeHUs 3apsaoB
CTaTUYECKOro 3JIEKTPUYECTBa;

e HpocaTb KOPOOKN C MAEHKOW, yaapsiTb UX APYr O Apyra, 0 MoJj, MeTajulMyeckme n gpyrue

Page 24 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

npeameThl.

DHeprocHab)xeHne 3aaHNSA 00/HKHO OCYLLLECTBASATLCS NMYyTEM NPOKJIaAKN CKPbITOM 3IEKTPOMNPOBOAKN
Wan pa3MelleHnem ee B Tpybax 1 Kopobax U3 Heroproyero Ui TpyaoHOroproyYero Matepuana.

Bce 3ﬂeKTp0060py,D,OBaHI/Ie, npnMmeHdaemMoe B apPXmMBoOXpaHUNMUWax, AOO0JIXKHO obecneymBaTbCs
3asemMmieHnemMm.

dnekTpoannapaTypa A0/HKHA UMETb U30a5LMI0 LLUHYPOB.

B HOBbIX, PEKOHCTPYMPOBAHHbIX 3AaHNAX, 34aHNSAX NOC/e KanuTaJbHOMO PEMOHTA He A0JIKHO ObIThb
PO3EeTOK B apXMBOXpaHuIMLiax. B 3gaHnsx, roe po3eTku elle He AeMOHTUPOBAHbI, LienecoobpasHo
3anJIaHNPOBaTb M OCYLLECTBUTbL PaboTy MO BbIHOCY PO3ETOK U3 apXMBOXPaHUAMLL. Mpn OTCYyTCTBUM
BO3MOXHOCTM BbIHOCA 3JIEKTPOPO3ETOK MCMOMb30BaTh TOJILKO MOAENM C KpbilKamu Wan
3arjyLlwKamu.

Mpwn NpoBeAeHNN B apXNUBOXPaHMAULLLaX paboT, TpebyloLnX NCMob30BaHUS 31eKTpoobopyaoBaHUS,
Heobxoanmmo obecneynTb ero NMoAKJYeHNE C NOMOLLbIO YAJMHUTENbHOro Kabens oT pPo3eTok 3a
npenenamMmn apxmpoxpaHunuui, obecnedms cobnogeHne TpeboBaHUN MO 3/1EKTPO- U MOXKAPHOWN
6e3onacHocCTL.

B apxuBoxpaHunvLie ycTaHaBAMBaeTCS MeTa/l/In4yeckas NpoTUBOMNOXKapHas ABEPb.

ExxenHEeBHO NO OKOH4YaHWM paboTbl apxuBa OTBETCTBEHHbIM 3a obecnevyeHne MOXapHON
6e30nacHOCTU NPOBOANTCA OCMOTP MOMELLEHNS B NOPAAKE, yCTaHOBJIEHHOM MHCTPYKLMVENR 0 Mepax
no>xapHowm 6e3onacHOCTN. Pe3ynbTaTbl OCMOTPa OTMEYalTCA B XXYpHaae ocMoTpa nomMewieHunn. Mpu
BbISIBSIeHUM B XO4e OCMOTpa HapyleHuin TpeboBaHUN noxkapHon 6e3onacHoCcTM Heobxoammo
NPUHATbE Mepbl K UX YCTpaHeHUto. Npn HEBO3MOXXHOCTN CaMOCTOATEsIbHO YCTPAHUTb BbISIBAEHHbIE
HapyweHna TpeboBaHM noxapHon 6e30MacHOCTU OTBETCTBEHHLIN 3a obecneyvyeHue mnoXxapHON
6e30MacHOCTY A0/HKEH A0N0XKUTL 06 3TOM PYKOBOAUTENIO apXMBa.
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CHCTEMA OBECTIEMEHHA MOAKAPHON BEIONACHOCTH
MOABEAOMCTBEHHON POCAPXHBY OPTAHHIALIMK
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FIPHOTIE B IO 1GA DEMACHGETH

Cuctema obecneyeHumns noxxapHom 6e3onacHOCTU NOABEeJOMCTBEHHON PocapxuBy opraHmnsaumnm [2]

5.2. ApX1MBOXpaHUINLLE OOKYMEHTOB Ha HUTPOOCHOBE AO/HKHO BbITb 0TAENIEHO TEPPUTOPUAJSIBHO 1
M30JIMPOBAHO OT APYrux apxuBoxpaHumnaumwi. W3 HWXKHEW 30Hbl 3TUX MNOMEeLWeHWn chnepyet
npeayCcMOTPETb AOMOJHUTENbHYIO BbITS)XKY BO34YXa.

5.3. OxpaHHbIN peXxum B apXmBe YCTaHaBJMBAeTCs B COOTBETCTBMM C TpeboBaHUsMU
3akoHogaTenbcTBa Poccuinckon depepaunn n paspabaTbiBaeMoOn Ha ero OCHOBE WUHCTPYKUMEN O
MPOMYCKHOM N BHYTPUOOBHEKTOBOM peXuMmax, YTBEP>XAAeMON NPUKasoM PYKOBOAUTENS apXuBa U
COrnacoBaHHON C opraHn3aLen, ocyLLecTBASAIOLLe OXpaHy apxMBa Ha OCHOBaHWUM gorosopal>”,
Ha ocHoBaHUM TUMOBOI MHCTPYKLMK, yTBEPXXAEeHHON Pocapxnsom™®l, henepanbHble
rocyapCTBEHHbIE apXMBbl, apXMBbl CybbekToB Poccuinckon denepaumn n MyHULMNaaAbHbIE apXUBbI
pa3pabaTbiBalOT NPaBOBbIE aKThl U NHbIE AOKYMEHTbI, PerfaMeHTUPYoLIME NPONYyCKHON 1
BHYTPNOOBHEKTOBLIN PEXNMbI, C Y4€TOM 0COBEHHOCTEN AEATENBHOCTU N peabHbIX YC0BUIN OXPaHbl
opraHusauun. PaszpabaTbiBaeMblie apxXxmMBamMum AOKYMEHTbI COM/1IaCoOBbIBAOTCSA C COOTBETCTBYHOLLMM
YNOJIHOMOYEHHbIM OPraHOM UCMONHUTENbHOW BAIACTU B chepe apXUBHOro gena, yrnoaHOMOYEeHHbIMUN
OOJKHOCTHBIMU IMUaMu noapasaeneHnn Pocreapanu, TepputopuanbHbiX ynpasneHnn MBL, Poccun,
YaCTHble OXpaHHble NpeanpuaTna n depgepanbHoON NPOTUBONOXKAPHON cNy>X6bl MYC Poccun,
HeCyLLMN OeXYPCTBO B apXmBax.

NHCTpyKumMs onpepenseT:

e OXpaHy TeppuTopun 1 06 bLEKTOB OpraHu3aLmnu;

e NpenoTBpalleHMe 6eCKOHTPOJIbLHOro AOCTyrna MOCTOPOHHUX /UL Ha TeppuToputo
OXpaHsAeMbIX 06bEKTOB U BHYTPU OXPaHSAEMbIX 0O BHEKTOB;
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e NpepoTBpalleHNe HeCaHKLUMOHMPOBAHHOIO BbIHOCA, BbIBO3a (BHOCa, BBO3a), UMYLLECTBA,
obopynoBaHnsa, MaTepualibHbIX LIEHHOCTEN C TEeppuTopuM OXpaHseMbix 06beKToB (He
Tepputoputo 06HEKTOB);

e obecnevyeHne BHYTPEHHEro pacrnopsiigka n Mep roXxapHo 6e30MacHOCTM Ha OXPaHSEeMbIX
obbekTax;

e obecnevyeHne nn4yHoOM 6€30MACHOCTK, 3alMTbl >KWU3HU W 340p0BbA PABOTHUKOB K
noceTuTenen opraHmsaumu;

e CBOEBpPEMEHHOEe BbIfABNEHWE Yrpo3 6e30MacHOCTU, a TakXe MNOoTeHUWasbHO OMnacHbIX
yC/I0BUN, CroCOBCTBYOLWMX HAHECEeHUO MaTepuanbHOro u  MopaJsbHoro yuiepba
OXpaHseMbiM 06beKTaM 1 XpaHALWUMCH B HUX UMyLLecTBy, obopyaoBaHUIO, MaTepuasibHbIM
LLeHHOCTSAM.

B MHCTPYKUMKM YyCTaHaB/IMBAOTCA KOHTPOJb AOCTYMNA B apXUBOXPAHWIULLE N MOMELLEHNSA apXUBa,
MoOpAAOK MX cOavYn rnog OXpaHy W CHATUS C OXpPaHbl, NOPAOOK XPaHEHWUs, NoJy4YeHUs U caadn
KJto4en.

CpefncTtBa OXpaHHOM CUrHanAM3auMm yCTaHaB/MBAOTCA Ha OCHOBHOW BXO4 B 34aHue (nomeweHus)
apxmBa MNpU OTCYTCTBUM KPYFJIOCYTOYHOrO MOCTa OXPaHbl, @ TakKXXe Ha aBapulHble N 3amacHble
BbIXOAbl.

Mpn HaNNM4YUN B apXxmBe YHUKaJbHbIX LOKYMEHTOB, HAaXO4ALWMNXCA Ha CEMOBOM XpaHEHUU, cendbl
MOryT OCHaLLaTbCA MHAMBMAYANbHBIMU CPeACTBAaMU OXPaHHON CUrHaNM3aLnn.

OKHa MOMELEeHNN MepBOro 3Ta)Ka, B KOTOPbIX MOCTOAHHO WM BPEMEHHO XPaAHATCA apXWUBHbIE
OOKYMeHTbl, pekoMmeHayeTcsa obopyaoBaTb pacnawHbIMX  3anMpaloWnUMUCa  pelleTKamu,
OTKPbIBaAOWMMUCSA HapyXy. Ecnm apxme pa3smewleH B 340aHUX, SABASAIOWMMCA MNaMATHUKOM
ApPXNTEKTYPbI, 4H4TO WUCKNIKO4YaeT YCTaHOBKY pPeLlleTokK, cneayeTt YKpernnuTtb oCcTekneHne OKOH
y[0aponpoYHOn aHTUBaHAaIbHOW B3pbiBobe3onacHom 6poHMpytolen naeHKonm kKnacca A3.

5.4. Mpoxon Ha TeppuTopuio (B MOMELLEHNSA) apXMBa

® MOJIb30BaTENAMUN HNTaAJIbHOIO 3ajla - B COOTBETCTBUN C nOpﬂﬂKOM NCroJib30BaHUA apXUBHbIX
OOKYMEHTOB B NroCyapCTBEHHbLIX N MYHUNLINMNAJIbHbIX apXUBaX Poccuiickon CDe,u,epau,VM@];

e NpeacTaBUTENSIMU CYyAEOHbIX, MPaBOOXPaHNTENbHbLIX U UHbIX YNOJIHOMOYEHHbIX OPraHOB - B
COOTBETCTBMM C 3aKOHOAaTeNbCTBOM Poccuitckoin Pepepaunn® B npepenax
COOTBETCTBYHOLLMX NOJIHOMOYNI (CNy>XebHbIX 3aaaHnn);

e paboTHMKAMMN apXMBa N MHLIMU INLLAMW - MO MPOMYyCKaM.

Mpn BblAayYe apXMBHbIX OOKYMEHTOB, UX KOMUA, CMPAaBOYHO-MONCKOBbLIX CPEACTB K HUM, NevYaTHbIX
N30aHUN N MaTepuanbHbIX LLIEHHOCTEN A8 SKCMOHUPOBAHUS, pecTaBpaumn, MUKPOpUIbLMNPOBAHNS
M Op. WX BbLIHOC M3 34aHUs (3a npedensl TeppuTopun) Heobxoaumo odopMieHMe W Bblgaya
NMPOMNYCKOB B COOTBETCTBUU C MOPSAAKOM, YCTAaHOBIEHHbBIM JIOKAJIbHbIM aKTOM apXu1Ba.

5.5. NpaBo Ha OOCTYMN B apXuBOXpaHUIuULLe (nomelweHne ons XpaHeHnAa apXmMBHbIX }J,OKyMeHTOB)
nMetoT:
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* DYKOBOAUTEJSIb apXxMBa W €ro 3aMecTuTeNb, B 00513aHHOCTM KOTOPOro BXOASAT BOMPOCHI
obecnevyeHnss COXpaHHOCTY;

i paﬁoTHVIKI/I OAaHHOIo apXxXmBoXpaHWMnLLa;,

e npyrue paﬁoTHI/IKI/I apXmBa B COMPOBOXOEHUN 3aBeAYIOLWEN0 apXnBoxXpaHunnmwem nianm nnua,
€ero 3amMeujatouiero,

* WHble J/INLUa B COMPOBOXAEHMW 3aBelyoLIero apXWBOXPAaHWIMLLEM WAW nuua, €ero
3aMellalolero, C paspelleHnss PYKOBOAUTENS apxuBa WAM  YNOJHOMOYEHHOro UM
NOJKHOCTHOrO Nnua.

5.6. ApxuB obopyayeTcsa cpencTBaMu aHTUTEPPOPUCTNYECKON 3aLLMLLEHHOCTU B COOTBETCTBUN C
TpeboBaHUSAMN K aHTUTEPPOPUCTUYECKON 3aLLMLLEHHOCTU MecT MaccoBoro npebbiBaHUs Aogen u
o6bekToB (Tepputopuin), Nnoanexawmx obazaTeslbHON 0XpaHe BONCKAMM HaLMOHaIbHOW rBapaun
Poccnrckon ®epepaunmn, yctaHoBsieHHbIMUY MpaBuTenbCTBOM Poccmnckom d)e,u,epau,mmlﬁ—”.

AHTUTeppopuCTUYeCKass 3alULEeHHOCTb MeCT MaccoBOoro npebbiBaHMA noOen  [oJKHa
COOTBETCTBOBATb XapakKTepy yrpo3, onepatuBHonm obcTtaHoBke, obecneynBaTb Haubonee
3p(peKTMBHOE N 3KOHOMHOE WCMOJSIb30BaHME CUN U CPeACcTB, 3aA4eNCTBOBAHHbIX B obecnevyeHunn
6e30nacHOCTN MEeCT MaccoBoro npebbiBaHUs Ntoaen.

AHTUTeppopUCTUYeCKas 3aWnLLeHHOCTb 06beKTOB (TeppuTopnin) obecnedymsaeTca NyTeM:

a) nNpoBeOeHUA OpraHM3aUNOHHbLIX MeponpuATUA No obecrneyeHnio aHTUTEPPOPUCTUYHECKON
3alWMLLEHHOCTY 06bEKTOB (Tepputopuin);

6) MH)XXeHepHO-TexHn4Yeckoro obopyaoBaHna o6bLEKTOB (TeppUTOpuin) U obecrnevyeHnst KOHTPOJIS 3a
Hanymem 1 paboTOCNOCOOHOCTbID MH)XXEHEPHO-TEXHUYECKUX CPEeAcCTB oOXpaHbl 06bLEKTOB
(TeppuTOpMiA), @ TaKKe TEXHNYECKOro 06CAYXUBAHUA UHXKEHEPHO-TEXHUYECKUX CPEeACTB OXpPaHbl
06bEeKTOB (TeppuTOopUn);

B) obecrneyeHnss MPoNyCKHOro U BHYTPUOOBEKTOBOI0 PEXUMOB Ha 06beKTaxX (TeppUToOpuUSX);

r npoeeneHNAa KoMMeKkca MepOI'IpVIFITVII‘/'I, HanpaBJZiIeHHbIX Ha MWHUMU3aUWNIO BO3MOXXHbIX
nocnencTeumn coBeplIeHNA TEPPOPUCTUNHECKUX aKTOB Ha obbekTax (TepleTopvmx) n NnnKBnagauunio
Yrpo3bl coBeplleHnAa TEPPOPUCTUHECKNX aKTOB Ha obbekTax (TeppvlTopvmx);

) oCyLlecTBAEHMSA CeayWwmx MeponpuaTnin no 3awmnTe cay>xebHom nHgpopMaunum orpaHUYeHHOro
pacnpocTpaHeHns, copeprkalencsa B nacnopte 6HesonacHoCcTM obbekTa (TEPPUTOPUN) U UHBIX
OOKYyMeHTaXx, B TOM 4ucne chnyxebHon wnHdoOpMauUMM OrpaHNYEHHOro pPacnpoCTPaHEHNA O
MPUHMMAEMBbIX Mepax No aHTUTEPPOPUCTUYHECKON 3aLLMLLEHHOCTN 0bbeKTa (Tepputopun):

e yCTaHOBJIEHWE nopsigka paboTbl co cnyxebHol uMHGOpMauMen orpaHMYeHHOro
pacrnpocTpaHeHUs;

® OpraHm3aunda aonycka numuy K Cﬂy)K66HOI7I MHOopMaLUU OrpaHNYEHHOIr0 PacnpoCTPaHEeHNS;

e onpepeneHne ob6s3aHHOCTEN NINLL, AONYLLEHHbIX K CNy>XebHON MH(OopPMaLIMKA OrpaHNYEHHOro
pacnpocTpaHeHuns, B TOM YUcsie N1, OTBETCTBEHHLIX 3a XpaHeHue nacnopTta 6e3onacHocTn
obbekTa (TeppuTOpUM) U  WHbIX [OOKYMEHTOB OrPaHWYEHHOro PacnpoCTPaHeHus,
coaep)Kallnx CBeAeHMs 0 COCTOSHUU aHTUTEPPOPUCTUYECKOWN 3allMLLIEHHOCTU o0ObekTa
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(TeppuTopnmn) N NPUHNMaEMbIX Mepax Mo ee yCUIEeHNIo;

e OpraHM3auMs U OCyLIeCTB/IeHNEe KOHTpOoSs 3a obecneyeHMem yYCTaHOBJIEHHOrO MopsakKa
paboTbl co cny>xebHon NHopMaLIME OrpaHNYEHHOrO PAciPOCTPaHEHNS N ee XPaHEHWS;

e) npoBeAeHNs  cnepyowmx  MeponpusaTui Mo  BbISIBJIEHUIO U npenoTBpaLLeEHNIO
HEeCaHKLMNOHMPOBAHHOIo NpoHoca (MpoBo3a) N NpUMeHeHNS Ha 0b6bekTax (TeppUTOPUAX) TOKCUYHbIX
XNUMUNKaTOB, OTpaBadloWnX BelWeCTB U NaToreHHbIX buosiornyecknx areHToB (B TOM 4Hunucne npum nx
MoJsly4eHNN NoCpeaCcTBOM MOYTOBbLIX OTMPaBAEHUNN):

e OpraHmsaums KOHTPOJA 3a [OOMNYyCKOM Ha o006bekTbl (TeppuTopun) noceTuTenem wu
aBTOTPAHCMNOPTHbLIX CPEACTB;

e OpraHM3aunsa KOHTPOAA 3a [AOMNYCKOM K CUCTEME BEeHTUAAUUM noMeleHun obbekToB
(TeppuTopun);

e OpraHmM3aumMsa KOHTPONA 3a nocTynawwen Ha o06bekTbl (TeppuTOopMKU) MNOYTOBOM
KoppecrnoHaeHumnen;

e ornepaTMBHOE OMOBELLUEHME W 3BaKyauus CcOoTPyOHUKOB (paboTHWMKOB) M noceTuTenen
obbekToB (TeppuTopui) B Cay4ae Yyrposbl NpuMeHeHus (nNpuMeHeHUs) Ha obbekTax
(TeppuTOpMAX) TOKCUYHBIX XUMUKaTOB, OTPaBASOLWMUX BewecTB W NaTOreHHbIX
Bronornyeckux areHToB.

OpraHmsaunoHHble MeponpuaTma no obecrnevyeHnto aHTUTEPPOPUCTUYECKON 3aLUMULLEHHOCTH
06BHEKTOB (TEPPUTOPUIA) BKJIOYAIOT:

a) pa3paboTKy OpraHM3aLUNOHHO-PACMOPSAANTENbHLIX [AOKYMEHTOB MO OpraHuM3auuyM OxpaHbl,
NMPOMYCKHOIro 1 BHYyTPUOOBHEKTOBOIO PEXMMOB Ha 06beKTax (TEPPUTOPUSX);

6) onpeneneHne AOOJKHOCTHbIX JINL, OTBETCTBEHHbIX 3a MNpPoOBedeHWe MeponpusaTuin no
AHTUTEPPOPUCTUYECKON 3aLLUNLLEHHOCTN 06BHEKTOB (TEPPUTOPUIA) N OpPraHU3aLno B3aMMOL4ENCTBMUS
C TeppuTopuanbHbIM oOpraHoMm 6e30MacHOCTW, TeppuTopuanbHbLIMU opraHaMmm MuHUCTEpCTBa
BHYTpeHHUx pen Poccuiickon Pepepaunn, MumHuctepcTtBa Poccuinckonm degepaunnm no genam
rpa>k4aHCKon 06O0pOoHbI, Ype3BblYalHbLIM CUTYauUUaM U JAMKBUMAAUWMW MNOCNeACTBUN CTUXUNHbIX
beactBuin n depepasbHon cny>xbbl BOMCK HauWOHanbHOW rBapouu Poccuinckon depepauunn
(nogpasgeneHnemM BHEBEOLOMCTBEHHOW OXpaHbl BOWCK HauWoOHasnbHOW rBapaun Poccuinckom
denepaumn) No MeCTY HaX0XAEHNSA 00beKTa;

B) npoBedeHWe y4YeHun un (Mnn) TPEHUPOBOK C COTpyAHUKaMu (paboTHukamm) o6bEKTOB
(TeppuTopnin) No NOArOoTOBKE K MOENCTBMAM MpU Yyrpo3e COBEpPLUEHUA W NpU COBEpPLUEHUN
TEePPOPUCTUYECKNX aKTOB Ha 0b6bekTax (TeppuTtopusax);

r) WHpopMMpoOBaHME COTPYOHUKOB (paboTHMKOB) o06bekToB (Tepputopuin) o TpeboBaHUAX K
AHTUTEPPOPUCTUYECKON 3alUuLEHHOCTN o0bbekToB (Tepputopun) mn o6 opraHmM3auLNOHHO-
pacnopaanTenbHbIX LOKYMeHTax no NPonyCcKHOMY U BHYTPUOHOBHLEKTOBOMY pexmmaMm Ha obbekTax
(TeppuTOopUsx);

0) ucknio4veHne ¢(HakToB OGECKOHTPONLHOMO HaXOXAEHMSA Ha MOTEHUWasIbHO OMacHbIX y4acTKax
(KpMTNYeCcKnx anemMeHTax) o6bLEKTOB (TeppuTopuin) noceTutenen, paboTHUKOB 0BCIY)XMBaKOLLNX,
PEMOHTHbIX U MHbIX CTOPOHHUX OpraHmn3auunn.
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Bce wM™ecTta mMaccoBoro npebbiBaHMS JNOOEA HE3aBUCMMO OT YCTAHOBJIEHHOM KaTeropuu
obopynytoTcs:

a) cuctemom BuaeoHabnoaeHus;
6) cuctemon onoseLLleHNs U ynpaBieHna 3Bakyaunen;
B) CUCTEMOW OCBeLLeHUs.

B uensx nogaep)xaHmsa npaBonopsaka B MeCTax MacCoBoro npebbiBaHMS NOOEN OpraHM3yeTcs 1Mx
dmnsmyeckasa oxpaHa.

Cuctema BuaeoHabnoOeHUA C y4eTOM KOJIMYEeCTBA YyCTaHaB/IMBAEMbIX BuMAEOKaMep W MeCcT UX
pa3mMelleHns 0o/KHa obecneynBaTb HeMpepbiBHOE BUaeoHabntogeHNe 3a COCTOSSHUEM 06CTAaHOBKMN
Ha BCEN TeppuUTopun MecTa MaccoBoro npebbiBaHWa NoOel, apXUBUPOBAHNE U XPaHEHNE OaHHbIX B
TeyeHne 30 gHeN, a TakXe NHPOPMALIMOHHOE B3aUMOAENCTBUE C PErMOHAJIbHBIMU MOACUCTEMAMM
BUIOEOHAbNIOAEHNS CEerMeHTOB arnmnapaTHO-MPOrpaMMHOro KoMmnJsekca «be3onacHbii ropog»
(nepenayvy BuaeonsobpakeHns B peasibHOM BpeMeHU, BUAeon300pakeHns B apxmBe, pe3y/ibTaToB
paboThbl CpencTs BUAEon300paXkeHns N BuaeonaeHTuduKaLmum).

CucTtemMa OMOBELIEHMS B MecTe MacCcoBOoro npebbiBaHUs nogen n[omxkHa obecnevymBaThb
onepaTMBHOE WH(OPMMPOBaAHME noaelr o6 yrpo3e coBeplleHUss WM O COBepLUeHUN
TeppopMCTMHECKOro akTa. CucTemMa onoBeLLEHNS B MECTE MAaCcCOBOro npebbiBaHUSA N0AeN SBASeTCS
aBTOHOMHOW, HE COBMELLIEHHON C PeTPaHCASLNOHHBIMU TEXHOIOFNYECKUMU cucTeMamMun. KonnyecTeo
oroBellaTeNiel U UX MOLLHOCTb [0/KHbI obecrneyrBaTb HEOOXOAMMYIO CAbILLMMOCTL Ha BCeWn
TeppuTOpUM MecTa MaccoBoro npebbiBaHMS Ntoaen.

Mpy NOCTYNAEHMN B WCMNOJHUTENbHbLIN OpraH rocyaapCTBEHHOM BRacTu cybbekTa Poccuinckon
depnepaumn, agMUHUCTPAUMIO MyHUUMManbHoro obpas3oBaHusa wnu npasoobnapgartento MecTa
MaccoBoro npebbiBaHUA nogen nHhpopmaumm (B TOM 4YMc/ae aHOHUMHOIO XapakTepa) o6 yrpose
COBEPLUEHMNS NN O COBEPLUEHNN TEPPOPUCTUYHECKOr0 akTa B MECTE MacCcoBoro npebbiBaHMA noaen
OOJDKHOCTHbIE NMUa WCMNOJIHUTENIbHOMO OpraHa rocygapcTBeHHOW BnacTu cybbekTa Poccuickonm
denepaumn, agMUHUCTPAUUN MyHMUMNaNbHOro o6bpasoBaHMA wanM npaBoobnagaTens MecTa
MaccoBOro npebbiBaHMA ntogen HesaMennTenbHo UHDOPMUPYIOT 06 3TOM TeppuTOopuasbHbLIN
opraH 6e30MacHOCTN, TeppuTopuasbHble opraHbl MUHUCTEPCTBa BHYTPEeHHUX Aen Poccuinckonm
denepaunn, depepanbHon cnyxbbl BONCK HaUWOHaNbHOW rBapaun Poccuiickon depepaunn u
MuHucTepcTBa Poccuinickon ®depepaunm nNo AeflaM rpakgaHCKOW 060pPOHbI, 4Ype3Bbl4aWHbIM
CMTyauusmMm n JNKBUOAUUMKW MOCAEACTBUA CTUXUNHBbIX 6eacTBM NOCpPeACTBOM MMEKLWNXCA B UX
pacrnopsi>XeHnn cpeacTsB CBA3N.

Mpwn NpeacTaBAEHUN NHMOPMALIMA C MOMOLLbIO CPeACcTB TesiedOHHOM CBSA3W UK PaanoCBA3N INLLO,
nepenawuiee MHHOOPMaLIMIO, Ha3biBaeT CBOM aMUINIO, UMS, OTHECTBO, 3aHMMAEMYIO AO/IKHOCTb,
HauMeHoBaHMe MeCTa MaccoBoro npebbiBaHUsS e U cooblaeT umetowyca nHgpopmaumio 06
Yrpo3€e COBEPLLUEHNS NN O COBEPLUEHUN TEPPOPMUCTUYECKOI0O aKTa.

Jluuo, nepepnaswee MHpoOpPMaLMIO C NOMOLLBIO CPEACTB 3/IEKTPOHHOW UK (PAaKCMMUJIbHOW CBA3N,
TenedOHHON CBA3UM WU PagunocBAaA3n, PUKCUpyeT dakT nepepayn, aTty WU BpemMsa nepegaqu
WHOopMaLMM UMEKLWNUMUCS B ero pacrnopsXXeHunm cpeactsamMum aygomo- U (unu) supeosanncw,
MPOrpaMMHbIMUK 1 (UNN) TEXHNYECKNMU CpeacTBaMu.

CpoK xXpaHeHns HocuTenem uHgpopmaunm, NOATBEPXKAAOWMX (hakKT ee nepepaydun, gaTy v BpeMs,
cocTaBnseT He MmeHee 30 OHen.

5.7. OcHaweHunto cpeancteamMmm OXp&]HHOI?I CATHann3aunn noanexart:

* fnomMeuweHnsa apxmBa, B KOTOPbIX MOCTOAHHO NN BPEMEHHO XPAaHATCA apPpXUBHble OJOKYMEHTDbI,
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e MOMelleHNs ans pasMelleHns obopyanoBaHMa WMHPOPMALMOHHOM CUCTEMbl apxuBa
(cepBepHoro obopynoBaHums).

Cpe,ﬂ,CTBa OXpaHHOIZ CrHan3aumm yCtaHaBJINBalOTCA Ha OCHOBHOW BXO0Q4 B 34aHue (nomeLeHuns)
apxXmBa MNpun OTCYTCTBUUN KPYIJIOCYTOYHOIro rnocCTa OXpaHbl, a TaKXe Ha aBale|7|Hb|e N 3anacHble
BbIXOObl.

5.8. ExxejHEBHOMY OMeYaTbiBAHMIO MO OKOHYaHUIO pabo4yero OHSA MoasexaT MoMelleHUs apxuBa,
rae MOCTOSHHO WM BPEMEHHO XPAHATCSH apXMBHble [OOKYMEHTbI, MaTepuhasbHble LEHHOCTH,
yCTaHOBJIEHO cepBepHoe obopyaoBaHue, obecneymBatoLiee QyHKLMOHNPOBaHNE NHHOPMALMOHHOM
CUCTEMbl apXmMBa, a TakXe HaxoAsWMecs B Heorne4vyaTbiBAeMbIX MOMELLEHUSX apXuBa LIKagbl U
celdbl, B KOTOPbIX BPEMEHHO HAaXOAATCS apXUBHbIE [OKYMEHTbI U XPAHATCS Y4YeTHbIE OKYMEHTbI.

5.9. NoMeweHns apxmnBa, B KOTOPbIX MOCTOAHHO WJN BPEMEHHO XPaHSATCA apXWBHble OOKYMEHTHI,
0O0JKHbI 6bITb 060pyAOBaHbI ABEPAMU MOBbLILLUEHHON TEXHUYECKOW YKPENJEHHOCTU U (Mn) 3aMKaMu
YCWUNEHHOW CEKPETHOCTM.

Ko BceM nomMeLlleHusaM apxmBea, OCHalLeHHbIMN 3aMKaMu, OOJIKHO ObITb HE MeHee OBYX KOMIMJIEKTOB
KJo4en, OAuH n3 KOTOPbLIX XPaHNTCA Ha NOCTY OXpPaHHbl, ,D,pyFOI7| - B KabunHeTe pyKoBoOOUTENA apXBa
nianm ynoaHOMoO4eHHOro UM OOoJI>XKHOCTHOIoO /1nLa B CelquG.

Bce 3k3eMnnsipbl Ka0Yen oT NoMeLWeHNn apxmea (3a NCKIIOYEHNEM OTHOCSLLIMXCS K NMOMELLEeHUsM,
Ha KOTOpbIE PACMPOCTPAHSETCA PEXMM CEKPETHOCTU) YUYUTLIBAIOTCS B >XXYpHane perncrpaumm
KJIloYel, BeleHe KOTOPOro BO3JlaraeTcs Ha OTBETCTBEHHOE A0JIKHOCTHOE JINLO.

5.10. B pabo4ee BpeMA B OTCYTCTBUN PpabOTHUKOB NOMELLEHNSA apXMBa, B KOTOPbIX MOCTOAHHO UK
BPEMEHHO XPaHATCA apXWBHble [AOKYMEHTbl, AOJ/DKHbl ObiTb 3akpbiThl Ha 3aMoK. Knwounm oT
apxmBoxpaHunuuia B pabovyee BpeMs HaXOA4ATCA Yy 3aBeAyOLLEro apxXUBOXPaHUNLLEM UAN UL,
ero 3ameLjatoLlero.

5.11. ApxuB 065a3aH obecneynTb 3aNTY NHPOPMALIMN, COOEPXKALLMXCA B apXUBHbIX OOKYMEHTAX U
B MH(OPMALIMOHHON CUCTEME apXMBa, a Tak>Ke NepcoHasbHbIX AaHHbIX®4, B cooTBeTCTBUM C
3aKoHOAaTeNbLCTBOM Poccuiickoin ®eaepauunnt®, nyTem NnpuHATMS opraH3aLMOHHbIX 1
TEeXHNYECKUX Mep, pa3paboTKN COOTBETCTBYOLLNX JIOKAJIbHbIX HOPMAaTMBHbIX aKTOB.

B uensax sawntbl nHhopMaLumm Heobxoanmo obecnevynTsb:

* npeanorBpawieHne HeECaHKUNOHNPOBaAHHOIO OOCTYyMa K VIH(pOpMaLI,I/II/I n (nnn) nepegaym ee
NMuaMm, He nMeloLL M nNpaBa Ha AOCTYN K UHopMauunu;

* CBOeBpeMeHHoe obHapyxeHne HakToB HECAaHKLMOHMPOBAHHOMO AOCTYMNa K MH(opMaLuuu;

e NpepynpexxaeHmne BO3MOXXHOCTU HebnaronpusaTHbIX MNOCAeACTBUMA HapyleHUs nopsagka
0OCTyrna K nHgopMauunu;

e HeponylwieHne BO3OENCTBUSA Ha TexHu4eckume cpenctsa o06paboTkm wHdpopmaumun, B
pe3ysbTaTe KOTOPOro HapywaeTcs ux QyHKLMOHUPOBaHMeE;

® BO3MOXHOCTb He3aMen/INTesSIbHOro BOCCTaHOBNEHUSA WHGopMauuu, MO,D,I/Id)I/ILI,I/IpOBaHHOIZ
nnn yHI/I‘-ITO)KEHHOIZ BCcneactene HeECaHKUMNOHNPOBaHHOIO AOCTYyMa K Hen;,

* MOCTOSIHHbI KOHTPO/b 3a 0becrneyeHneM ypoBHA 3aLUMLLEHHOCTY UHdopMaLn®,
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Mpwn 3ToM apxums 0653aH obecnednTb peasnsaLmnio NpaBa Ha 4OCTYN K MHOPMaLUK, cCoaep KaLlencs
B apXUBHbIX AOKYMeHTax ero ()oHAOB (3@ WCKJIOYEHUEM CBeAeHUA W AOKYMEHTOB, AOCTyn K
KOTOpPbIM OrpaHUYeH 3aKoHoAaTenbCTBOM Poccuiickoin depepaumn)®,

5.12. ApXnBHbl€ OOKYMEHTbI AO/IKHbI XPaHUTbLCA B BEHTUIMPYEMOM NOMeLLLeHUN, obecrnedymBaloLLLEM
PeLUNpPKYISALNI0 BO3AYyXa C KPaTHOCTbiO BO3ayxoobmeHa He MeHee 2/3 B 4ac U cTabunbHOCTb
TeMnepaTypPHO-BNa>KHOCTHbIX XapaKTEPUCTUK BO34YLIHOW Ccpeabl.

MNMomelleHns, B KOTOPbIX pa3mMellaeTcs o6opyoBaHNE MHDOPMALIMOHHOM CUCTEMbI apXWBa, AOJKHbI
6bITb 060pYyAOBaHbLI CUCTEMAMU KOHAMLMOHNPOBAHNS BO3AyXa C NMPOTUBOMNbIIbHLIMU (OUbTPAMN.

5.13. Ecam apxuBOXpaHuaMLLe OOKYMEHTOB Ha OymakHom ocHoBe o6opydoBaHO cucTemMon
KOHOMUNOHMPOBaHNSA BO34yXa, MapaMeTpbl BO3AYLIHOM Cpeldbl B OaHHOM apXuBOXpaHWUIULLE
OOJKHbI 0OTBEYaTb C/eAyloLWMM NapaMeTpam:

e TemnepaTtypa 17-19°C,
* OTHOCUTEJIbHas BJIaXXHOCTb Bo3ayxa 50-55%.

5.14. MapameTpbl BO3AYLWHON Cpeabl B apXUBOXPaHWINLLE ayANOBU3YyasibHbIX JOKYMEHTOB AOJIKHbI
COCTaB/ISAITb B COOTBETCTBMU C Tabnnuen 2.

Tabnauuya 2

Bun TemnepaTypa Bo3gyxa (t) °C BnaxHocTb Bo3ayxa (y) %
HocuTen

A

(ocHoBbl) HepHO-Genbie LBeTHble YyepHo-6enble LuBeTHble
NOKYMeH

Ta MWUH. C MaKCcC. C MUH. C MaKC. C MWUH. C MaKC. C MWUH. C MaKCcC. C

y4yeTOM  y4eTOM  y4yeToM  Yy4yeTOM  Yy4yeTOM  Yy4YeTOM  Yy4eToOM  Yy4yeToM
OOMycka [pornycka fAonycka Jonycka [Horycka jgonycka Aonycka JAonycka

KWHOOOKYMEHTbI

HUTpooc O + 10 -5 +5 40 50 40 50
HOBa

(V3 HUTP

ouennon

03bl)

besomac  + 2 + 15 -5 +5 40 50 40 50
Has

OCHOBa

(n3 Tpna

uetaTue

N0N03bI

Wan non

n3TUNEH

TepedTa

narta)
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POTOOOKYMEHTHI

nJjeHka +8 + 15 -5 +5 40 50 40 50

doTobym + 17 + 19 + 2 +5 40 50 40 50

ara

CTeKJ10 + 8 + 15 -5 +5 40 50 40 50
amMbpoTwu

r,

nareppo

™R

theppoTn

nl66!

(hOHOAOKYMEHTbI, BUAEOAOKYMEHTI

MUH. 40
Makc. 50

MUH. + 8
MaKc. + 15

Ha MarH
NTHON
neHTe,
MHbIX Ma
FHUTHbIX

HoCUTeN
axen

TeMnepaTypHO-B/IAXKHOCTHbIE MapaMeTpbl BO3A4yXa QO MOMELLEHUA XPaHEHUS 3SJIEKTPOHHbIX

OOKYMEHTOB B MH(OPMaUMOHHON CUCTEME apxXuBa, [AOJKHbl COOTBETCTBOBATb AaHHbIM,
npuBeAeHHbLIM B Tabnuue 308
Tabanua 3
TpeboBaHus K TpeboBaHns K CKOpPOCTb 3anblleHHOCT
TeMnepaTypHOMY pexumy, t, BJIaXKHOCTHOM  MOTOKa b BO3AyXa
°C Yy pexnmy, y, BO34YyXa
%
MUWH MaKC
DNeKTPOHHble +14 +25 20 - 70%; 0,2 m/c B CEPBEPHON -
OOKYMEHTbI, Mpwu CyTO4YHbIX (He Bonee 0,75 mr/m? ¢
XpaHsuwmecs B konebaHmAx 0,3 m/c ons pasMepamu
nHgopmaumor CKOPOCTb U3MEHeHA He 6oniee 75%  XONOAHOrO; YyacTuy
Hoit cucteme  TEMMNEPATYpPL B XOJI0HbI 0,5 m/c ans He B6onee
apxvBa He bonee + 5°C nepuoa, Tennoro 3 MKM;
B Hac He 6onee 65% nepuona) B
B TEMNbIN NnoMeLLLeHnsAX
nepuog (+20° obpaboTku
C-+25°Q) OaHHbIX -
2 mr/m3,
Mpyn Hannymm pekoMeHZauumnm npomssoauTenen Gusndyeckn o60cobneHHbIX HocuTenem wu

oGopy;:LOBava VIHq)OpMaLI,I/IOHHOVI CNCTEMbI, YCTaHaBJZINBalOLWNX CrieunalibHble PEXNMblI XpPaHEHUA,
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cnepyeT NpUAEP>KMBaTbCS 3TUX pekoMeHAaLumin®,

JlonyckaeTcsa pasMelleHe B OAHOM apXMBOXPAaHWINLLE apXUBHbIX LOKYMEHTOB pPasHOro Buaa, HO
TpebyLWmnx 0ANHAKOBbIX PEXMMOB XPaHEHUS.

5.15. He ponyckatoTcs Ce30HHbIe U CyToYHble KonebaHns TemnepaTypbl B apxmsoxpaHunuiie 6onee
4yeM Ha = 5°C 1 OTHOCUTENLHOM BNIaXXHOCTN Bo3ayxa 6onee 4em Ha = 10%.

5.16. B nomMelweHusAX apxuBa C HeperyampyembiM TeMrepaTypHO-BJIaXXHOCTHbIM PEeXUMOM
JONyCcKaeTcs BpeMeHHoe (00 2 MecsiueB) XpaHeHe apXUBHbIX JOKYMEHTOB, KpOMe LIBETHbIX KUHO-
N POTOAOKYMEHTOB Ha MJIEHOYHLIX HOCUTEeNnax, npu Temnepatype 20 £ 5 °C n OTHOCUTENLHOWN
Bna>xHocTnm Bo3ayxa 50 = 20% npu npoBeAeHUN UX QU3NKO-XUMUNYECKON N TeXHUYECKOWn
0bpaboTkun, NnpepycmoTpeHHon Mason Xll MpaBun, 1 UCNONb30BaHUMN.

5.17. Heob6xogmmMo NpoBOANTb perysaspHoe nsmMepeHme TemnepaTypHO-BIa>KHOCTHLIX MapamMeTpoB
BO3YLIHOWN Cpefbl: B KOHANLVOHMPYEMbIX apXUBOXPaHUIMLLLAX - HE peXXe 04HOro pasa B HeJesio; B
HEKOHAVLNOHMPYEMOM apXMBOXpaHUIMLaxX - 2 pa3a B HeJeso; Npy HeCOOTBEeTCTBUM NapaMeTpoB
HOpMaTUBHbLIM TpeboBaHMAM - 1 pa3 B CYyTKU.

N3mepeHne TeMnepaTypHO-BJIa>XHOCTHbLIX MapaMeTpoB BO3AYLUIHOW cpedbl MPOM3BOAMUTCSA
KOHTPOJIbHO-U3MepUTesIbHbIMK NprMbopaMn (TEPMOMETPOM, FT'MFPOMETPOM UM TEPMOTrUrPOMETPOM)
B OHO 1 TO XKe BPEMS CYyTOK.

MNpoBeneHne MoBepkn U (MAKN) 3aMeHy KOHTPOJIbHO-M3MepUTeNbHbIX MNpPUbopoB Heobxoanmo
NPOBOAMTbL B COOTBETCTBUM C TEXHNYECKON AOKYMEHTALMNEN K HAM.

KOHTPOJIbHO-U3MepuUTesbHble Npubopbl crefyeT MOHTUPOBATb Ha OAHOM LWUTKE, pa3Mellas ux B
rNaBHOM MPOXOAE apXUBOXPaHWAULLA Ha CTessla)ke, BAaAN OT OTOMUTEsbHbIX U BEHTUNISILUOHHbIX
CUCTEeM, MO HOPMaM: MPU KOMHATHOW CUCTEME - OfHAa KOHTPOJIbHasi TOYKa Ha KOMHaTy, npwu
MHOr0sIpYCHOW - OfiHa Ha Apyc.

Mpn BbIABNEHUN HapPYLIEHWA TeMrepaTypHO-BIa>XHOCTHOI0 pexxmma paboTHMK apxuBa LOOJKEH
coobLwnTb 06 3TOM PYKOBOAUTESIO apXUBa.

Mpn HapyweHun TemnepaTypHO-BNAXXHOCTHOr0 pexuma (oT Tpex cyTok un 6osnee), KoTopoe
COMNpPOBOXKOa/IoCb MOBLILLEHNEM OTHOCUTENbHOW BHAaXHOCTWM Bo3ayxa p[o 70-90%, nocne
JIMKBUJAUMMN HEeuUCcnpaBHOCTM MPUHMMAKOTCA Mepbl MO  HOPMaJn3auuu  YpPOBHSA  BJAXXHOCTWU
(MHTEeHCMBHOE NpoBETPUBaAHME, OCYLLEHNE apPXUBOXPAHMUANLLA).

|_|pl/l OTCYTCTBMUMN B 30aHUN apXuBa aBTOMaTUYECKON CUCTEMBI ynpaBneHn4Aa BEHTUAALMEN U
KOHONUNOHNPOBaHNEM BO34yXa [MMNOKa3aHUA KOHTPOJIbHO-U3MEPUTEJIbHBLIX FIpI/I60pOB B KaXXOoM
apxuBoxpaHunule PUKCUPYIOTCA B PerncTpaLnMoHHOM XXypHasie, B KOTOPOM TaK)Xe OTpakatTcH
AaTbl MOBEPKN FIpI/I60pOB n Mepbl, NMPMUHATbLIE MO HOPpMaJiM3aunnm TeMnepaTypHO-B1a>XHOCTHOIO
peXxnuma B ClyHadax ero HapyLwieHus.

5.18. lNocTosiHHOE XpaHeHne apXnBHbIX JOKYMEHTOB OCYLLECTBNAETCA B TeMHOTe[&1 B NepBUYHbIX
cpencTBax XpaHeHus (nepenneTax, Nankax, Kopobkax, pyTnapax, WKagax, Ha cTenna)kax
3akpbiToro Tuna) (cm. MNnasy VI MNMpaswun). 3awnMTa 4OKYMEHTOB OT pa3pylUatolero 4encTeus
€CTeCTBEHHOIro CBeTa A0J/IKHa OCYLLLECTBAATLCA BO BCEX MOMELLEHNAX NpK Ntobbix Buaax paboTbl €
OOKYMeHTaMMU.

5.19. B apxuBoxpaHunuwie paspellaeTcsd ecTeCTBEeHHOe OocCBelleHue, Npu KOTOPOM OKHa B
apXMUBOXpaHMANLWaX LO/KHbI 6biTb 3awuuieHbl NpyM MNOMOLUW PeryaaTopoB CBETOBOro MOTOKa
(cneumanbHbIX CTEKOJ), CBeTOpaccemBaTeNen, 3aWnUTHbIX (PUIbLTPOB U MOKPbLITUN, »XKanto3un, WTop,
TEMHOWN TKaHMW.

Mpn NCKYCCTBEHHOM OCBELLEHMW 3NEKTposiaMnaMu B 3aKpbITbIX MiaadoHax C rnagkon Hapy>XHOW
MOBEPXHOCTbIO YPOBEHb OCBELLIEHHOCTM B AWana3oHe BMAMMOIO CReKkTpa Ha BepPTUKabHOWN
MOBEPXHOCTN CTesslaka Ha BbicOTe 1 M OT noJsla He [oJiKeH npesBbiwaTb 20-50 sOKCOB, Ha
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ropu3oHTanbHoM - 100 nokcos,

JlonyckaeTca nNpuUMeHeHne JIIOMUHECLLEHTHBIX JIaMM C ype3aHHbIM YbTPaduoneToBbIM YHaCTKOM
CnekTpa, CBETOANOLAHbLIX CBETU/IbHUKOB, Pa3peLleHHbIX YMNOJIHOMOYEHHbIM (heaepasibHblM OpPraHoM
NCMOMIHUTENILHOWN BNacTh B cchepe noxkapHoii 6esonacHocTu’2,

Bce BuAbl CBETUIbHNKOB O0/KHbI BbITb yOaneHbl OT NePBUYHbLIX CPeEACTB XpaHeEHNA C apXUBHbIMU
OOKyMeHTaMn He MeHee 4eM Ha 0,5 m.

5.20. Mpn npoBegeHUnN GUINKO-XUMUYECKON U TexHu4veckon obpaboTkm (Mnasa Xl Mpaswun)
APXMBHbIE OOKYMEHTbLI TakXXe O0JIKHbI ObITb 3alLUMLLLEHBI OT CBETOBOIO BO34ENCTBUS.

Mpu paboTe C 31eKTPOHHbLIMU AOKYMEHTAMU Ha pusnydeckn o6ocobneHHbIX HocnuTenax Heobxonmmo
obeperaTtb MX OT HarpeBa, BO3OEWCTBUS MPSIMOro COJIHEYHOrO CBeTa W APYrnux WCTOYHWKOB
OMNTUNYECKOr0 1 YJIbTPatNOSIETOBOIr0 N3JTy4YEHMS.

5.21. CaHUTapHO-TUFMEHNYECKUI PEXUM XpaHeHusi obecnevymBaeTcsi KOMMJekcoMm TpeboBaHWNA,
BKJIOYAIOLWMM ABe rpynrbl MNokasaTenen YACTOThI;

1) nokasaTenu, CBfA3aHHble C MNPUPOAON 3arpA3HeHns (MUHepasbHOe, OpraHuUYeckoe,
MunKpoburnonormnyeckoe, bnonornyeckoe);

2) nokasaTesn, CBSi3aHHble C MEeCTOHAaX0XXAEHWEeM 3arpsisHeHus (BOo3A4yX, MO, CTeHbl, MOTOJIOK,
obopyaoBaHue, MEXaHN3MbI, TOBapbl, Tapa B MecTax AJis XPaHEHUS U B TPAHCMOPTHbIX CPeacTBax).

CaHUTApPHO-TUTMEHNYECKNA PEXWUM B apxXuBe [OO/DKEH COOTBETCTBOBATb TpeboBaHMAM,
YCTAQHOBJIEHHbIM  YMOJIHOMOYEHHbIM  defepasibHbiM  OPraHoOM  MCMOJIHUTEsNIbHOW  BJIacTH,
OCYLLLECTBASIOLLMM hefepasibHbI FOCYAapCTBEHHbIN CAHUTaPHO-3MUAEMUO0OrMYeckunii Hagzop 2L,
Ona npoBefgeHUs CAaHUTAPHO-TUTMEHNYECKX PaboT NIaHUPYIOTCSA CaHUTapPHbIE HMW.

CaHUTapHO-TUTMEHNYECKNA pPeXUM B MOMELLEeHUAX, B KOTOpbIX pacnonaraetca obopynoBaHue
NHOPMaLMOHHON CUCTEMBI apxuBa, pernameHTUpyeTcs CaHNTAPHO-TUTNEHNYECKUMNU
TpeboBaHUAMU K yCTaHOBJIeHHOMY 060pyAOBaHUID U OpraHusaumm paboTbl C HUM, NPUHATLIMUA B
Poccuniickon ®epepaunn.

Mpn pabotax ¢ du3ndecku 060COBNEHHLIMW  HOCUTENAMU  3SNEKTPOHHbIX [OOKYMEHTOB
(KOMMbIOTEPHBIMW ANCKaMKU) HeobxoauMo msberaTb MonafaHWs MblW, BAArM M rpssn Ha AUCK.
3anpelwaeTcs OCTaBNATbL OTMNEeYaTKM NajbLeB Ha paboyeln MOBEPXHOCTW AWCKa, MPUKIEenBaTb
APJIbIKM Ha ANCK. HeobxoarMo Npon3BOANTbL OYUCTKY ANCKa TOJILKO B Cllyvae, ecsiv rpsi3b Uin MNblib
BUAHA. BbITMpaTb OMCK OT MblX, OTNEeYaTKOB NasbLUEB, MATEH U XXUAKOCTU YUCTOM TKaHbIO U3
XJIONKa cnenyeTt ABUXXEHUSIMX MO padunycy oT LUeHTpa K Kpato. Ecnm cyxas yncTka He nomorna, To
cnenyeT MCMNonb30BaTb FOTOBble CpeAcTBa AN OYUCTKM AUCKOB WAW M30MPONWUIOBBLIA CAUPT,
HaHeCeHHbI Ha Tpanky4.

5.22. B apxuvBoxpaHuanax HeobxoAuMO MPOBOAUTL BNa)KHy yOopKy MnonoB, obecnbiinBaHue
KOpobOK, CBA30K C [OOKYMeHTaMu, LWKagoB, cTennaxeh, obpabaTbiBaTb LIOKOJIbHbIE YacTw
CTenna)ken, rnosbl, MNANHTYCbl, MOAOKOHHNKN BOAHLIMW PAaCTBOPAaMMN aHTUCENTUKOB HE peXke 04HOro
pa3a B MecsL.

Mpwu npoBeneHUN ybopkn N cCaHUTAPHO-FUrMeHNYeckon obpaboTKn NpuMeHsieMble cpencTea (Boaa,
AHTUCENTUKN U T.M.) HE OOJKHbI NoNadaTb Ha AOKYMEHTbI.

5.23. PekomeHpOyeTCs He pexe AOByX pa3 B rog (B Havyajlle M KOHUE OTONMUTENbLHOro cesoHa)
MPoBOANTb MPOPUNAKTUYECKNE OCMOTPbI apPXUBHbLIX OOKYMeHTOB (BbiI6OpO4YHO, HO He MeHee 0,01%
oT obuiero Konm4yecTBa eaMHNL, XPaHEHNA) U apXMBOXPaHUANLL A1 CBOEBPEMEHHOIr0 obHapyxeHus
HaCeKOMbIX 1 MaeCcHeBbIX rpnbos.

5.24. B cnyvyae obHapy)XeHusi MoparkeHHbIX BPeauTensaMm apXMBHbIX OOKYMEHTOB MPUHMMAOTCS
HemeaneHHble Mepbl N0 0bpaboTke AOKYMEHTOB, CPEACTB XPaHEHMWS, XPaHWIULL: MOParKeHHble
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nJjecHeBbIMN TrpubaMn WMIN HACEKOMbIMU [OOKYMEHTbl 3aBOpayYMBalOT B MJIEHKY wan bymary;
N30/IMPYIOT B OTAE/IbHOM MOMELWEeHNN A0 pelleHns BOompoca O nocsedylolen nepepade mx Ha
Ae3nHdeKumio nan aesnHcekumo, apyryto obpabotky. CTennaxu v WKagbl, B KOTOPbIX XPaHUIUCh
Mopa>keHHble BpeanTenaMmn AoKyMeHTbl, 0bpabaTbiBaloTCa BOAHLIMM pacTBOPaMW aHTUCENTMKOB U
MPOCYyLIMBAIOT; MoJ, MJUHTYCa, MNOLOKOHHUKW, CTEHbl - WHCEeKTUUUAHBIMU a3pP030JIbHbIMN
npenapaTtamun. [pu naecHeBeHUN CTeH, MNOoJI0OB, MOTOJNIKOB YAansalT LTYKaTYpPKy W Kpacky,
obpabaTbiBalOT MNOBEPXHOCTb BOAHLIMW pacTBOPaMW aHTUCENTUKOB, MPOBOAAT PEMOHT C
nobaBneHnem B CTpoOUTENbHbIE MaTepuasbl PacTBOPOB aHTUCENTUKA, YCTPAHSAKT MPUYUHLI
yBNaXXHeHMs (NpoTevyek) noMeLeHnn.

B cnyvyae MaccoBOro nopakeHUs [OOKYMEHTOB peKoMeHAyeTcsi 06paTuTbCs B CayXbbl Ona
npoBeaeHnNs Ae3nHMeKUMn, Ae3NHCEKLNN N AepaTu3aLnm apXuBoXpaHUImLL.

B apxuBoxpaHunuLLax Ao/xKHa 6biTh obecneyeHa cBoboaHAA LMPKYNALMSA BO34yXa, UCKOYaoLWas
obpa3zoBaHMe HEeNnpoBEeTPUBAEMbIX 30H YCTOMYMBOrO MUKPOKJMMATa, OMACHOrO B CaHUTApPHO-
O1OIOrNYEeCKOM OTHOLLIEHUN.

Bce BEeHTUNALUNOHHbIE OTBEPCTUSA U OTKPbIBalOLMeCa B Ternsioe BpeMsa rofa OKHa OO0JIXKHbI 6bITb
3alinileHbl NAOTHbIMUN CeETKaMN.

MpoBeneHVe cCaHUTAPHO-TUTNEHNYECKNX pa60T hukcupyeTcs B cneumasibHOM XypHare.

5.25. Mpun paboTe C YHUKaNbHLIMW APXMBHLIMW [AOKYMEHTaMn HeobxoOAMMO [MOJb30BaThCS
nep4yaTKkamMmum U3 HEINIEKTPU3YIOLLNXCA MaTEPUAJIOB (TKaHeN, CUJIMKOHA 1 UM NOAO6HbIM).

CnepyeT He ponyckaTb KaCaHWsi He3aWMWEHHbIMU pyKaMu MOBEPXHOCTU  rpaduyeckmnx
MaTepuanoB, PUCYHKOB, (POTOLOKYMEHTOB W [OKYMEHTOB MarHWTHOMW 3anucu, MUKpPodopMm 1
KWHOMNEHOK. Takune JOKYMeHThl pa3pellaeTcs 6paTh TOLKO 3@ KPOMKW UK 3alLUTHbIN Kopryc >,

VI. NepBUYHbIE CpeaCcTBa XpaHEeHUsA

MNpuMeHeHMe B apxuBe TEPBUYHbIX CPEACTB XpaHeHus obecneymBaeT 3aWMTY apPXMBHbIX
IOKYMEHTOB OT (PU3MYECKOro WM3HOCA, MPOHUKHOBEHWUS CBETA W MblM, 3Ha4YMTeNbHO obseryaer
npoBefieHne apxmBHbiXx paboT (BbleMKa, MoAKaadKa, MepeMelleHne [OKYMEHTOB, MNpOBEpKa
HanAM4Ms ” AOp.), No3BOJSIeT BbIOMpPaTb OMNTUMajbHble Crocobbl XPaHEHUS U pPa3MeLLeHUns
NOKYMEHTOB.

6.1. ApxuBHble [OOKYMEHTbl NoAJsiexxaT pa3MelWeHnto B COOTBETCTBMU CO Cleayllmmm
TpeboBaHUAMN:

* apPXMBHbIE OOKYMEHTbI Ha 6YMa)KHOM HOCUTEJIe XPaHATCA B KOpobKax, narnkax, KOHBepTax;

* ayanoOBU3yaJibHble JOKYMEHTbl XPaHATCA B KOpobKax u 6ioKcax, AlWmMKax yNnakoBOYHbIX OJIS
dhunbmoB (aydax), KoHBepTax;

® 3JIeKTPOHHbIe OOKYMEHTbI Ha (husnyecku 060cob61eHHbIX HOCUTENAX XPaHATCA B YNaKOBKe,
peKOMeH,D,OBaHHOIZ nponssognTenamMmm HocuTenen.

6.2. Ecim apxuB He MMeeT BO3MOXXHOCTW 3aKapTOHMPOBaTb Aefla Ha 6yMa>kHol ocHoBe (T.e.
YJIOXKUTb UX B KOPOOKWM MM Nanku), TO AOMYCKAETCH MX XpaHeHWe B CBSI3KaxX MNpu YCI0BUU KX
ynakoBku B Bymary, ons 4yero npurogHol copTa Gymar: pucoBajbHas, 4yepTexxHas, obnoxkeyHas,
nepcokapToyHas, pop3ayHasa fouweHas. [lonyckaeTca XxpaHeHNne KapToTeK, BKJOYEHHbIX B COCTaB
ApxuBHOro poHaa Poccunckonm depepaunm, B KapTOTEYHbIX ALWMUKAX.
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6.3. ApXnBHblE LOKYMEHTbI B MEePBUYHbIX CPeACTBaxX XpaHeHUs pasMeLlarnTCa B apXMBOXpaHUInLLe
Ha obopynoBaHUK, NpegyCMOTPEHHOM NMyHKTOM 4.1 Mpasun.

Boibop crnocoba xpaHeHUs apXMBHbIX [OKYMEHTOB (FOPU3OHTasIbHbIA WU BepTUKaibHbIN) B
obopynoBaHHOM apXMBOXpaHUINLLE ONpeaensaeTCcs KOHCTPYKLUMen cTennaxa (ANMHOM U LWNPUHON
MOJIOK, PAaCCTOSAHUEM MEXAY HUMU N KONIMYeCTBOM MNOoJOK). MNpn BepTUKanbHOM cnocobe xpaHeHus
OOKYMEHTOB  peKoOMeHAyeTCs  WUCMNOoJIb30BaTb  XKEeCcTKme  nepenneTbl, 4T0bbl  wm3beratb
0etopMnUpoBaHNA AOKYMEHTOB.

6.4. He ponyckaeTcs pa3MelleHWe apxXMBHbIX [OKYMEHTOB, BKJilOMasi BPEMEHHOE, Ha roJny,
NOLAOKOHHMKaX, B Hepa3obpaHHbIX KMMax, a TakXXe B TPaHCMOPTHOM Tape.

6.5. MonckoBble MHAEKCHI (P/blKK), HAHECEHHbIE Ha MEepPBUYHbIE CPeACTBa XpaHeHUs (Kopobku,
nanku v T.4.) ABJSIOTCA COCTABHOW YacTblo Tonorpagun pasmMelleHns Oesn B apxuBse.

Ha NNUEBYIO CTOPOHY KaXOoro rnepBmM4YHOro cpenctea XpaHeHnA HaHOCUTCA ApJiblK, Ha KOTOPOM

YKa3blBalOTCA:

* HOMep apXuBHOro hOHAA;

* HOMep onnucn nen, JOKYMeHTOB,;

* KpalHue HoMepa eauHUL, XPaHEeHUS, HaXOOALMUXCSA B HEM,

NHdpopmaumsa Ha spiibike MOXeT 6biTb AOMNOIHEHa:

* MOJIHbIM HAMMEHOBaHNEM apxuBa 1 (nnn) ero abbpesunaTtypon;

* Ha3BaHMEM apXMBHOro hoHAa;

* LUITPUX-KOOOM,

* PAAMOYaCTOTHbIM NOEHTUPUKATOPOM, obecneynBaoLLnM aBTOMaTI/I3I/IpOBaHHbIIZ C60p n
nepenavy LaHHbIX B UHPOPMaLMOHHYIO CUCTEMY apXUBa;

e OTMETKOM O Haamymm o0cobo UEeHHbIX [OOKYMEHTOB, Moasiexallux 3BaKyauum npu
BO3HUKHOBEHWNU ‘-Ipe3BbI‘-laI7IHbIX CI/ITyaLI,I/II7I, B nepunon M06I/IJ'IVI3aLI,VIVI N B BOEHHOE BpeMA (CM.
Takxe MpunoxeHne 1 K MeTognyeckum pekomMmeHgaumam);

e OTMeTKOoN 06 OTCYyTCTBYHOLWEN NN NPONYLLEHHOW egNHNLIE XPaHEHUS.

Haonucm Ha 4gpiblkaX WCMNONHAKTCA TUNOrpagpckmm crnocobowm, TyWwbO wnan cneuynalbHbiMU
HYepHbIMU BOAOCTONKNMM YyepHunamun. JlonyckaeTca WCMNOJib30BaHMe WTaMnNoB W  Apyrux
aHaJIoOrM4YHbIX CpencTs.

DNEeKTPOHHbLIE AOKYMEHTbl Ha (hun3nyeckn o60cobseHHbIX HOCUTENaX CHabXKalTcs BKAaAblWaMu
(3TKeTKamMm) € X apXUBHbLIM LLINHPOM.
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Ha Bknagbllle, MoMellaeMoM B PYTASP eAVNHULbI XPaHEHWs, 0pOPMISEMOM B apXMBE, YKa3blBAETCS:

* HanMeHOBaHMe opraHm3aunm (MosHoe, CoOKpaLLeHHoE);

e HoMep POHAa;

* HOMEepP OMUCK INTEKTPOHHLIX AeJi, AOKYMEHTOB,;

* HOMep Oesia no onnucu,

e OTMeTKa 0 CTaTyCe 3K3eMMspa 3NEKTPOHHbIX AOKYMEHTOB: «OCH.» (OCHOBHOWN) unn «Pab.»
(pabounn);

i Kpa|7|H|/|e 0aTbl AOKYMEHTOB 3/1IEKTPOHHOIO Aena,

* Mpu HeobxoaMMoCTN 0POPMASAIOTCS AOMOSNIHUTENIbHbIE OTMETKN 06 OrpaHnUYeHun 4oCcTyna K
[OKYMEHTaM.

Bknagbilw nomewiaeTcs B pyTaap pusnyeckm o60cobseHHOro MaTepuanbHOro HOCUTENs TakuMm
obpa3oM, 4Tobbl HaANMCK Ha HeM BblI BUAHbLI NPU 3aKpbITOM hyTAaspe.

B Ka)xgoM NepBUYHOM CPeACTBE XPaHEHUS apXMBHble Aefla pa3MeLlatloTcs No nopsaKky HOMepoB
apPXUBHON ONUCK.

VIl. OcobeHHOCTU XpaHeHMUA 3/IeKTPOHHbIX A,OKYMEHTOB

7.1. XpaHeHne 31eKTPOHHbIX LOKYMEHTOB B apXMBe OCyLLeCTBAeTCA:

* Ha pn3nyeckn 060cobneHHbIX HOCUTENSAX B ABYX 3K3EMMApax, OANH U3 KOTOPbIX SBJISETCS
OCHOBHbIM, @ ApYyro - paboyum. MNMpn 3TOM OCHOBHOW N paboynini 3K3eMNNsApbl XPaHATCS B
Pa3HbIX APXMBOXPAHUANLLAX WAN MPUCNOCOBNIEHHBLIX MOMeLLeHUsAX, Npu TeMnepaTypHOo-
BJIA>KHOCTHOM peXxnme, peKOMeHA0BaHHOM MPOV3BOAUTENSMU HOCUTENEN;

e B MHMOPMALMOHHOW CUCTEME apxuBa Ha cobcTBeHHOM 060pynooOBaHUM apxuBa WAM B
dhenepanbHOM 1 (M) PErMOHANIBHOM XPaHUNLLE 3JIEKTPOHHbIX JOKYMEHTOB.

OCHOBHbIe 3K3eMMAsApbl HOCUTESNIEN INEKTPOHHbBIX LOKYMEHTOB XpaHATCA 060cobneHHo oT paboynx
9K3eMMAsSPOB N OT KOMWUIA 3NEKTPOHHOIro hoHAa Nonb3oBaHNsA. OCHOBHOI 3K3eMNAAp NpefHa3HavyeH
0N BOCCTaHOBJIEHUs paboyero B cllydae ero nospexneHus. Paboymin sk3eMnnap MOJIHOCTbIO
NOEHTMYEH OCHOBHOMY MO COAEpP)XXaHW, NpefHasHayeH AN18 CO3[aHUs Ha ero OCHOBEe KOMUMA
3/IeKTPOHHOrO0 [OOKyMeHTa W [AJ8 WCMNOoAb30BaHMSA B APYruUx npoueccax BHYTPUapPXMBHOWN
0eATeNbHOCTU, a TakXe, B C/ly4ae HeMncnpaBMMbIX MOBPEXOEHUI OCHOBHOIO 3K3eMnasapa, A8 ero
BOCCTaHOBJIEHUS.

7.2. Ob6sa3aTesibHbIMN  YCJIOBUAMW XPaHEHUSA 3NIEKTPOHHbIX [OOKYMEHTOB Ha (U3NYeCcKNn
060c06/1eHHBIX HOCUTENAX ABNAIOTCA:
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* MPUMEHEHNE HOCUTENEN, MpefdHa3HadYeHHbIX A [OoJroBpeMeHHoro (cBbiwe 10 neT)
XpaHeHNsa nHpopmaunm;

* HaJiIindme TeXHUN4eCKnx wn nporpaMmMmHbIX CpencTtB, MNO3BONANOWINX OCYLEeCTBAATb UX
BocripounssengeHmne, Mnrpauuto m KOHBepTaLI,I/I}O[El, a TaK)Xe KOHTPOJIMpoBaTh (pusnyeckoe u
TeEXHNYECKOoE COCTOoAHMNE,

* MfpoeeneHme MUrpaunn Ha HoBble HOCUTEJIN N KOHBEPTaLU M B COBpeMeHHbIe CpOpMaTbI;

® OpraHm3aunma KOHTpOJZIA 3a WX ayTeHTUYHOCTbIo, ULUe/NIOCTHOCTbIO, MOOCTOBEPHOCTLIO,
NMPUrogHOCTbIO ANA NCMOJIb30BaHUA.

PekomeHpayeTcsi, 4TobObl XO0Ts 6bl OAMH 3K3eMnasp Obll 3anMMcaH Ha HocuTene C OAHOKPaTHOW
3anucblo MHGopmaumm (Hanpumep, CD-R). Mpy HaAnyYum TaKoOW BO3MOXHOCTU, >KeNaTesbHO
MCNoNib30BaTb pPa3Hble TUMbl HOCUTENENW WAM Co3haBaTb elle OAWH 3K3eMMasp Ha HocuTene,
OTJ/INYHOM MO TUMY OT OCHOBHOro M paboyero 3k3emMnasipoB (Hanpumep, ecnn oba sk3emnaspa
XPaHATCSA Ha ONTUYECKOM HOCUTENE, AOMNONHUTENbHbIN XKenaTeslbHO MMeTb Ha MarHUTHOM).

7.3. HopMmaTuBHbIE YC/IOBUA XPaAHEHUS SNEKTPOHHbLIX AOKYMEHTOB B WMHGPOPMALNOHHOW CUCTEME

apxuBa obecneymBatoTCs:

e ee cooTBeTCTBMEM TpeboBaHMAM 3akoHodaTeNnbCcTBa Poccunckonm depepaummn B obnactu
co3gaHns, pa3BuTUSA, BBOAA B dKCMNJlyaTaL Mo roCy4apCTBEHHbIX MHOPMALMOHHbBIX CUCTEM U
XpaHeHns B HUX nHhopmauunt:

e cobnomeHnemM npu ee 3KCrJyaTauuum TpeboBaHWn UHEMOPMaLMOHHONK 6e30MacHOCTU W

3aWmnThl nHopmaLmmn’e:

* pe3epBHbLIM KOMWPOBAHWEM 3/IEKTPOHHbLIX [OOKYMEHTOB, B TOM 4YUC/Ee MPU MNPUMEHEHUU
06/1a4HbIX TEXHOMOMUIA, N UX KOHBEPTALMEN B COBPEMEHHbIE (DOPMAThI.

KoMmnnekc mep no obecneyeHUto COXPaHHOCTU MHADOPMaUMN U ee BOCCTAHOBJIEHMS BKJIOYAET B
cebs:

* fipopeneHmne perynapHoro periaMeHTHoOro KonmpoBaHmusA XpaHﬂmeMCﬂ MHopMauunu;

e MpoBeAeHNe BHEMIAHOBOIO pe3epBHOr0 KOMMPOBAHUA XpaHsLLENCs MHGopMaLnu;

* XpaHeHMe pe3epBHbIX KOMUWA B Ppa3HbIX MOMELLEHUAX C TexXHU4YeCcKUMU CcpeacTBaMu
(cepBepaMu, akTUBHbIM ceTeBbiM 06OpyAOBaHNEM U T.M.);

* BOCCTaAHOBJIEHNE XPaHSLLENCA MHROPMALN U3 pe3epPBHbIX KOMUIA;

* NCKNK4YeHne HeCaHKUMOHNPOBAHHOIO AOCTYMNa K pe3epBHbIM KOMnaM;

Page 39 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

e aBTOMaTu4yeckoe obHapyxeHmne cbosa noboro N3 yCTpomncTBs, BK/IOYAss aBTOMaTU3VUPOBAHHYIO
ONAarHOCTUKY NpuyunH cbost’,

KomMmnnekc mep no obecneveHunto COXpPaHHOCTW WH(pOpMaUUM N ee BOCCTaHOBJIEHUA OOJDKEH
OCyLLeCTBNATbLCA B COOTBETCTBUN C pa3pa6OTaHHbIM pernamMeHToM pe3epBHOro KonupoBaHua wu
BOCCTaHOBJIEHNA OAHHbIX.

D/IeKTPOHHbIE OOKYMEHTbI, XpaHsLMecss C NCMNosib30BaHMeM UHMOOPMALMOHHOW CUCTEMbI apXxmBa,
noABepPratTCcs PeryasipHON aHTUBUMPYCHOW 0b6paboTKe B aBTOMATUYECKOM pexume 6€3 M3bATUS
3TUX HOOKYMEHTOB W3 CUCTeMbl. locne ynaneHnss BUPYCOB 3JIEKTPOHHLIE OOKYMEHTbl OOJIKHbI
MPOBepPATLCS Ha LENOCTHOCTb N ayTEHTUYHOCTb.

VIil. PasMelleHUe apXUBHbIX A,OKYMEHTOB

8.1. MopsinOK PacrnosioXKEeHUs apXUBHLIX (POHAOB B apXMBOXPAHWMLLAX OMpenenseTcs MnaaHoM
(cxemoi) pa3mMeleHnss apXmMBHbIX (OHAOB, C y4eTOM HeobXxoOAMMOCTW JIoKaM3aunn apXMBHbIX
IOKYMEHTOB, A1 KOTOPbIX YCTAHOBJIEH 0CODbLI PEXNM XpPaHEHMS.

MnaH (cxema) NnpenycMaTpuBaeT pacrnpegenieHne oHA0B Mo apXMBOXPAHUINLLAM C YKa3aHUEM UX
HOMEPOB MO Ka)K[OMy CTeJUJlaXKy apXuBoxXpaHUAULWA. YTBepxOaeT MnjaH (Cxemy) pykoBOAUTEJIb
apxmBa.

MnaH (cxema) HaxoOuTCH B noapasgenieHnn, ocyuecrtendouiemMm y4etT JOKYMEHTOB apXumBa, WIinN 'y
paGOTHI/IKa, OTBETCTBEHHOIO 3a y4eT, a COOTBETCTBYOUWNE €ro pa3aesibl - B apXUBOXpPaHWJINLLE.

8.2. B apxmBe [O0JIKHO OblITb OpraHM3oBaHO oTAesibHOe (0bocobneHHoe) xpaHeHue creayrLmx
APXNBHbLIX OOKYMEHTOB:

e COoAepXXallnX CBEOEHUS, COCTaBAAOLLIMNE FOCYAaPCTBEHHYIO TalHy;

* YHUKaJIbHbIX;

e NMeLWNX B 0POPMIIEHNN NN MPUNOXKEHUN K HAM AparoueHHble MeTal/lbl U KaMHW;

®* KMHOAOKYMEHTOB Ha HNTPOOCHOBE,

* MOABEPrLIMXCS BMONIOrNYECKOMY MOPAXKEHUIO;

e NepefaHHbIX Ha BPEMEHHOEe XpaHeHWe B apxXMB MO AOroBOPY M HE OTHECEHHbLIe K COCTaBy
ApxuBHoro ¢oHaa Poccnnckon degepaunn.

Pa3melleHmne ceKpeTHbIX apXMBHbIX LOKYMEHTOB OCYLLECTBSETCSA B COOTBETCTBUM C TpeboBaHNAMU
HOPMaTMBHbIX OOKYMEHTOB Mo obecneyeHunio pexxmma cekpeTHocTn B Poccninckon denepaumm (cm.
Takxe pasgen VIl MeTognyecknx pekomeHgauunn).

MecTo pacnosioXXeHus W njowalb, BblAensemMas AOJis pa3MeleHUss apXMBHbIX [OOKYMEHTOB
060C061EHHOr0 XpaHeHus, OMpPenensiTCs apXMBOM, WCXOAS W3 peasibHbiX BO3MOXXHOCTEN WU
NnepcnekTUBHbIX 06 bEMOB KOMMJIEKTOBAHMS apXuBa.

8.3. YHuKasnbHble OOKYMEHTbLI N apXUBHblE AOKYMEHTbI, UMELLNE B O(DOpM}'IEHI/IVI nianm Npuno>xeHmn
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K HMM AparoueHHble MeTassibl U1 KaMHU, U3bIMAlOTCA M3 COCTaBa apXMBHbIX (POHAOB M NoasexaT
CeNGOBOMY XPaHEHMUIO.

Ha m™mecTo wu3bATOrO aApXMBHOIro AOOKYMEHTa BKJ/laOblBa€TCA KapTa-3aMeCcTuTeslb Wn, npu
HeobxognumMocTun, Konus apPXNBHOINo AOKyMeHTa.

Bce 34aHMs, Kopnyca, 3TakM 1 NOMELLLEHNS apXMBa, @ TakXXe CTeNNaku, cendbl, WKadbl N NOJKN
HyMepYyoTCS.

B Ka)[oM OTAEe/IbHOM MOMELLUEHUN CTelaXxn U WKadbl HYMEPYOTCA CaMOCTOATENbLHO CJieBa
HanpaBo OT BxoAa. [MoNIKM Ha cTennaXkax HyMepylTCca CBepXy BHMU3 C/ieBa Hamnpago.

8.4. MeCTOHaxoXAeHNe apXMBHbIX OAOKYMEHTOB 3aKpennseTcs B MocTesslaXXHOM U nogoHO0BOM
Tonorpadunyeckux ykazatenax (Popmbl NeNe 17, 18)101 BEAYLIMNXCA B rnpenenax oTaesbHOro
apxuBoxpaHunuwa (noMmeweHnsa) Ha byMa>KHOM HocuTese (B KapTO4YHOW NAn NMCTOBOW hopMe B
HeobxoguMoM KonmyecTBe a4 paboThbl 9K3eMNAAPOB) U (MK) B SNEKTPOHHOM BUAE.

Mpwn BeAeHUM Tonorpagunyeckmnx ykasaTenemn:

e Ha 6yMa>kHOM HOCUTesie - OAMH U3 €ero 3K3eMNIApoB XpaHuTca Yy paboTHuKa(os),
OTBETCTBEHHOro(bIX) 3a y4YeT [OOKYMEHTOB apxuBa, BTOPOM - B COOTBETCTBYIOLLEM
apXUBOXPaHUNLLE;

* B 3/IEKTPOHHOM BUJe - B MHHDOPMALIMOHHO CUCTEME apXUBa.

KapToyka nodoHOO0BOro Tomorpadpmyeckoro ykasaTens COCTaBAAETCA OTOeNIbHO Ha KaXAbi
APXUBHbLIN POHLA; 3TU KapTOYKM pacrosiaraloTcs B MopsioKe HOMEPOB apXMBHbIX OHO0B. KapToyka
MoCTeNa>HOro TonorpaM4eckoro ykasaTenst COCTaBASAETCA Ha KaXKObl CTesJ1aX; 3TN KapTO4KKU
pacnosiaratoTcs No NOpsAKY HOMEPOB CTeNIa)Ken B npenenax oTAesIbHOro noMeLweHmns (KoMHaThl,
Kopnyca un T.4.).

Bce n3MeHeHMsi B pa3MeleHUN apXMBHbIX [AOKYMEHTOB CBOEBPEMEHHO OTpa)kalTcs B MlaHe
(cxeme) pa3MeLLleHns apXnBHbIX POHAOB N BO BCEX IK3EMMIApax Tornorpauniecknx ykasaTenen.

IX. XpaHeHue neYyaTHbIX U3AAaHUA, My3eHHbIX NpeaMeToB

9.1. Pa3MelleHne, XpaHeHne, rnposefeHne NPoBepKM HaNYna N COCTOSAHMA NedYaTHbIX U3LaHUN n
My3€elHbIX NMpegMeTOB OCYLLECTBASETCA B COOTBETCTBUM C TpeboBaHMSAMMK, yCTaHAB/IMBAEMbIMU
YMOJIHOMOYEHHbLIM hefepasibHbIM OpPraHoOM WCMNOJHUTENIbHOW BRacTu B cdepe KyabTypbl Ans
6M6MOTEYHBbIX (hOHIO0B 1 My3elHoro oHaa Poccuiickoin ®epepaummnt®,

X. NMpoBepKa HaJIN4NA U COCTOAHUA aPXUBHbIX JOKYMEHTOB.
OpraHusaumsa po3biCKa HeoOHapy>XeHHbIX J,OKYMEHTOB

10.1. MpoBepKa HaIN4YnUA N COCTOAHUSA apPXMBHBLIX LOKYMEHTOB MPOBOANTCS B LleNnsx:

* yCTaHOBJ1IEHNA (paKTVI‘-IECKOI'O Hann4dna HaxogAawnxca Ha XpaHeHNN apXMNBHbIX OOKYMEHTOB
N BbIABJIEHNA OTCYTCTBYOLNX aPXUBHbIX AOKYMEHTOB AJ14 OpraHn3aunn nx po3biCKa,

* BblABJ1IEHNA N YCTPaHEHNA HEOQOCTATKOB B y4eTe apXMBHbIX OOKYMEHTOB,
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e BbIABJIEHNA W y4eTa apPXMUBHbIX [OOKYMEHTOB, Tpebyowmx
KOHCEPBALMOHHO-MPOPUNIAKTUYECKON N TeXHUYecKom obpaboTku;

pecTaBpaLOHHON,

e BbifiBJIeHUE HenpoPuUbHbIX LOKYMEHTOB.

lMpoBepka Han4Ynua U COCTOSAHUA ayLoUOBU3YasibHbIX, 3/IEKTPOHHbIX OOKYMEHTOB Ha (IM3nNYeCKu
060cob61eHHbIX HOCUTENAX U SJIEKTPOHHbLIX OOKYMEHTOB, XPaHALLNXCA B I/IH(pOpMaLI,I/IOHHOVI cncremMe
apxumBa, NPOBOOUNTCA TaKXXe B Lenax:

* TEeXHMYEeCKOro KOHTPONS PU3NYEeCKOro COCTOAHUA HocuTenen 3JIEKTPOHHbLIX OOKYMEHTOB U
BOCMPON3BOONMOCTUN 2N1EKTPOHHbIX OOKYMEHTOB;

® BbIABJ1IEHNA W Yy4deTa 3JIEKTPOHHbLIX OOKYMEHTOB, Tpe6yrou_|,|/|x nepesanncn Ha HOBblE
3/1IeKTPOHHbIE HOCUTENN, KOHBepTauunm B opyrmue popmaThbl;

* OCyLlecTBJIEHNA NPOBEPKU Ha Hann4dme BpeaoHOCHbIX KOMMbOTEPHbLIX NPOrpamMm.

10.2. MNpoBepkKa HaINYUA N COCTOAHNSA apPXMUBHbIX OOKYMEHTOB B rocynapCTBEHHOM apxuBe, My3ee,
6rnbnnoTeke, Hay4HOW OpraHn3aUnm NMPOBOANTCA B MIaHOBOM NMopsiake (UMKAINYHas), B cnepytouime
cpoku, (cm. Tabnnuy 4).

Tabavua 4

Tynbl LOKYMEHTOB Cpoku npoBepkun

YHUKasnbHblE €XEerogHo (€ NoANCTHbIM MPOCMOTPOM)

Mmetowme B ohopMIIEHNN NN NPUITOXKEHUN K exerogHo

HAM AparoueHHblie MmeTaJlJlbl 1 KaMHWN

0Ocob60 LeHHble 0AuvH pa3 B 10 net

AyonosunsyanbHble oauH pa3 B 5 net (npn obbeme
ayanoBM3yasnbHbIX [OKYyMeHTOB 6onee 50% oT
obLlero konm4yecTsa JOKYMEHTOB - OAUH pa3 B

15 neT)

KNWHOLOKYMEHTbI Ha HATPOOCHOBE

DNeKTPOHHbIe Ha n3nyeckn 060Cco61IEHHbIX
HOoCMTenax

3ﬂeKTp0HHbIe OOKYMEHTOB B I/IHQ)OpMaLI,VIOHHOIZ
cncreMe apxmBa

O[VH pa3 B 2 roga

He peXxe 04HOro pasa B 5 net

B aBTOMaTU4YE€CKOM pexunme

KpOMe TOro, MOXeT ObITb Ha3Ha4YeHa BHenJiaHoBas npoBepkKa HalM4yna apXmBHbLIX OOKYMEHTOB
(cnnowHas nnun BeibopoyHasn):
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e MpPU CMEHEe PYKOBOAUTESIS apXmBa U (1K) 3aBeAyoLIEr0 apXNBOXPaHUINLLEM;

* NOCJIe MaCCOBOIro NepeMeLLeHns, Ype3BblHaHOM CUTyaunun u (Mnm) opyrnx obCToaTenbCTB, B
pesysibTaTe KOTOPbIX OHW Moram 6bl 6bITb yTpadeHbl WAM MOBPEXAEHbl (CM. Takxe
MpunoxxeHne 1 K MeToaNYECKMM peKOMeHaaLNsam);

e MpW peopraHn3aLnmn apxmea;

* MO PACroOPsXKEHUID PYKOBOAUTENS apXuBa, COOTBETCTBYIOLLErO YNOJIHOMOYEHHOr0 OpraHa
NCMOJIHUTENIbHOW BNAacTW B cchepe apXMBHOro Aenia, opraHa MecTHOro caMoyrnpaB/ieHus.

Apxmne BMpaBe CaMOCTOATESIbHO onpefensTb UUKIUYHOCTb MPOBEPKU HaIMYMA U COCTOSHUSA
OCTaJsIbHbIX aPXUBHbLIX AOKYMEHTOB B 3aBUCUMOCTU OT UHTEHCUBHOCTU UCMOJIb30BaAHUSA N COCTOAHUSA
y4dyeTa apXMBHbIX OOKYMeHTOoB. O4HaKO Takas npoBepKa A0/HKHA OCYLECTBAATLCA HE peXxe 04HOro
pasa B cienytoume cpoku (cm. Tabnuyy 5).

Tabnavuya 5

Bua apXuBHOIo y4ypexxaeHus

FocypapCcTBEHHbIV apXunB

FocynapctBeHHaa 6bubnmnorteka

MyHUUUMANbHBIA apXuUB

MyHuumnansHas 6ubnnoTteka

My3zen

lMpoBepKa HaIn4nusa U COCTOAHUA CEeKPETHbIX apXUBHbIX OOKYMEHTOB OCYLLECTBASETCH B nopsanke,
YCTaHOBJIEHHOM COOTBETCTBYHOLWLNMN HOPMaTUBHbLIMW OOKYMeHTaMW, onpeaendrouwmmMmn nopagok
paGOTbI C CeKpeTHbIMN OOKYMEHTaMMW.

10.3. TexHoM0rnAa NpoBeneHNS NMPOBEPKN HAINYNA U COCTOAHNSA apPXUBHbIX LOKYMEHTOB.

B Hayane MpoBepPKM HaNMYUSA N COCTOSHUSA apXUBHbIX AOKYMEHTOB MPOBOAUTCS BbiBEPKA YHYETHbIX
[OKYMEHTOB, KOTOpPas BKJIOYAET: YCTAHOBJIEHME MOJIHOThHI YYETHbIX OKYMEHTOB Ha MpoBepseMble
apXVBHble (POHAbI M AapXUBHbIE AOKYMEHTbI, CBEPKY MX COMOCTABUMbIX MoKasaTesiei, YTOYHeHMne
nopsiika HyMepauum eguHUL XpaHeHUsa rno onucu fes, JOKYMEHTOB (KHUre yyeTa M onucaHus) u
NPOBEPKY MNPaBUILHOCTU COCTaBJIEHUS WX WTOrOBbIX 3anuceil. BbiBepka M MNpoBepKa Haanyus
y4eTHOM [OKYMEHTaL MM MOXKET MPOBOAUTLCS M KaK CaMOCTOATENbHbIN BUA paboThbl.

10.4. Pe3ynbTaTbl MPOBEPKU HANMUYMA apPXMBHbIX [OOKYMEHTOB (UKCMPYIOTCS B C/eOYOLWNX
[OKYMeHTax:

e nncte(ax) NpoBEPKN HaIMYNA U COCTOSSHNSA apXUBHbIX OKYMeHTOoB (Popma Ne 32);

Mepuronv

25 net

15 net

10 net

10 net

10 net
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* aKTe NPOBEPKU HANMNYNA U COCTOSAHMSA apXUBHbLIX AOKYyMeHTOB (Popma Ne 10).

Mpwn 06Hapy>KeHv||/| TeXHNYeCKMX owmnbok 3anonHATCA cooTBeTCTBYOLWME NMYyHKTbI B CaeyrLwmnx
aKTaxX:

* 0 TEXHMYECKMX owmnbKax B YYETHbIX OOKyMeHTax (Popma Ne 5),

e 06 06Hapy>XeHUn apXnBHbIX OoKyMeHToB (Popma Ne 7),

* 0 HEMCNPaBMMbIX MOBPEXAEHUAX apXMBHbIX 4OKYMeHTOB (MpunoxeHne Ne 1 k MpaBunam).

JINCT NpoBepKN HaNN4YUsA U COCTOSIHUS apXUBHbLIX OOKYMEHTOB COCTaBJISIeTCS HENocpeACTBEHHO B
X04€e MPOBEpKW, Kak MpaBuio, Ha KaXkAyl Onucb e, OOKYMEeHTOB OTAeNbHO. Mpu npoBepke
apxuBHoro coHaa obbemMom Ao 30 egMHUL, XPaHEHUA OOMYyCKaeTCs COCTaB/ieHMe OOHOro JMcTa
NPOBEPKN Ha BCE €ro onucu aes, LOKyMeHTOB. B cilyyae obHapy>xeHnsi B Xo4e NpoBEPKU HaNNYns n
COCTOSAIHMSI apPXMBHbIX [IOKYMEHTOB HEZIOCTAaTKOB, HE NMPeayCMOTPEHHbIX rpadamMn N1McTa NPOBEPKM,
a TakKXe Mnpu MOJINCTHON NpoBepKe [es, B JIMCT BBOASTCA YTOYHEHUS W OOMOJIHUTESNbHbIE
PEKBM3NTLI. JINCTbI MPOBEPKN HYMEPYIOTCS B BaJIOBOM MOPsiAKE B Npefeniax apxXuBHOro oHaa no
Ka>< 1o/ MpoBepKe 1 NMOoAMNUCbIBAOTCSA UCTIOJTHUTENSIMNA.

Ha ocHoBaHMM nucta (A1CToB) MPOBEPKWN COCTaBNAETCA aKT MPOBEPKU HalM4na U COCTOAHUA
APXNBHbIX OOKYMEHTOB. O,EI,HOBpeMeHHO npn HeobX04AMMOCTN COCTABASAKTCA: aKT O TEXHUYECKMX
owwmnbkax B YHeTHbIX OOKYMEHTaX, aKT 06 06Hapy>KeH|/||/| APXNBHbLIX OOKYMEHTOB, aKT O
HENCNpaBMMbIX MOBPEXOAEHNAX aPXNBHbLIX OOKYMEHTOB N APYrne akKThbl.

10.5. B xo4oe nNpoBepKW Hainuns apXmBHbIX OOKYMEHTOB He A0MyCKaeTcs BHOCUTb B OMNUCb Aen,
OOKYMEHTOB (KHUFY y4eTa M ONMUCaHusl) HeyYTeHHble eAuHWUbl XPaHEeHUs U AenaTb Kakue-nnbo
MOMETKMW, UCMPaBAEHNS UM 3aMNCU B OCHOBHbLIX (06a3aTeNbHbIX) Y4EeTHbIX AOKYMEHTAX.

MpoBepPKY HaNIMYMS U COCTOAHMS AapPXUBHbBIX JOKYMEHTOB PEKOMEHAYETCS NPOBOAUTL KOMUCCUEN B
KOJIN4YECTBE HE MeHee Tpex YesIoBeK, BKJIoYas 3aBeAyoLero apxXnBoxXpaHUuInLLEM.

B xone npoBepku MNpoBOAUTCA CBepka MHMopMauum Ha o6n0XKKax Aen Ha COOTBETCTBME C
onucaTesibHbIMM CTaTbAMM OMUCKU, MNPU 3TOM MOXeT OblTb 06Hapy)XeHo OoTCyTCTBME [ena,
BKJIIOYEHHOrO B OMWUCb, Haan4yme p[en, He OTHOCAWUXCS K onpefeneHHoOMYy OHAY, Hannyue
HeYYTEeHHbIX Aes N OWNBKM B onncaTesbHbIX CTaTbAX ONUCEN.

MpY NONUCTHOWN NPOBEPKE HANYUA eANHNL, XPAHEHUSA, aPXUBHbIE JOKYMEHTbI KOTOPbIX YYTEHbI MO
BHYTPEHHUM OMUCAM, NPOBOANTCS CBEPKA HANNYNSA apXMUBHbIX IOKYMEHTOB C BHYTPEHHE ONUChIo, a
TaK)XXe CBepKa Ha/iMyMs JIMCTOB B €AUHMLAX XPaHeHUs, TMoAanexallunx XpaHeHuto B
HecbpollopoBaHHOM (6e3 noAlwmnBKK) BuAe. EAMHULBI XpaHEHUS C YHUKaNbHBLIMUA OOKYMEHTaMu
0653aTeNIbHO NPOBEPSADTCA MOJMCTHO. ITOorn npoBepkn UKCUPYIOTCS B JIMCTax-3aBepuTensx.

Mpwn NpoBepke HaNM4YNA N COCTOAHUSA ayANOBU3YyasibHbIX JOKYMEHTOB OonncaTelbHas CTaTbs OMNUCK
cBepseTca C onucaHuemM Ha 3TUKeTKe, Kopobke (4nd KMHO-, POHO- U BUAEOOOKYMEHTOB) M C
n3obpakeHnem (019 hoTooOKYMEHTOB).

Mpu NpoBepKe HaNMyYua N COCTOSHUS (HOTOasIbOOMOB MPOBOAUTCS CBEpKa WX (AKTUYECKOro
HaINMYMA C ONUCbIO POHIA U COMOCTABIEHNE COAEPIKALLMXCA B HUX (POTOJOKYMEHTOB C BHYTPEHHEN
onuceto poToasnsLboma.

Mo KHUram Bblga4vn yCTaHaBANBAOTCS WNQPbl aPXUBHbIX AOKYMEHTOB, BblAaHHbIX B YUTaNbHbLIN 3an
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n paboyre nomeuleHns apxmea. Mo KHAram 1 akTaMm Bblla4M YCTaHABANBAOTCS WNQPbI apXMBHbIX
IOKYMEHTOB, BbllaHHbIX BO BPEMEHHOE M0JIb30BaHMe. BblAaHHbIE apXUBHbIE NOKYMEHTbI CYUTAOTCS
UMELWMMNCA B HaIUYUK, MPU 3TOM Ha MeCcTe WX XPaHEeHUS [OO0J/KHbl HaXOAUTbCS KapThbi-
3aMecTUTenNn.

Mpwn NpoBepkKe HaNN4YNAa N COCTOAHUSA apXUBHbIX OKYMEHTOB Heobxognmo:

® COXPaHATb NOopAOOK pPacCrnoioXXeHNA apPXUBHbIX OOKYMEHTOB Ha CTejl1laXXaX N B NepBUYHbIX
cpeacTBax XpaHeHNA B COOTBETCTBUN C TOI'IOFpaCbI/I‘-IeCKVIMVI yKa3aTenamu,

e BO3BpallaTb Ha CBOM MecCcTa OO6Hapy)XeHHble BO BpPEMS MPOBEPKW HEenpaBUJIbHO
PacrosioXXeHHble e ANHWLbI XPaHEHUS aHHOro apXMBHOIO QOHAA;

* N3bIMaTb W3 TMPOBEPAEMOro apxmeBHoro doHAa (komnnekca APXNBHbIX LI,OKyMeHTOB)
HenpaBW/IbHO MOAN0OXKEHHbIe eANHULbI XPaHeHUA APYrUX apXUBHbIX (POHAOB;

®* N3biIMaTb egunHnUbl XpaHeHWA, 3apa>XeHHble TrJieCeHbilo WUan apyrmmMmn brnonornyecknmm
BpeaunTenamun, nnq HeMenJIeEHHON NX n3onauuu,

* M3bIMaTb €AWHWLUblI XpPaHEeHWs, He BHEeCEeHHble B OMUCb AeJsl, AOKYMEHTOB (KHWUIy y4eTa
ayAnoBU3yasibHbIX AOKYMEHTOB), M MoOMelaTb NX B KOHEL, apXMBHOro coHaa (komnaekca
APXUBHbIX OOKYMEHTOB MpU UX HeOHAOBOM XpaHeHuUW) gna nocnepytowen obpaboTku un
onucaHma B CPOKN, YCTaHOBJIEHHbIE PYKOBOACTBOM apXuUBa;

* N3bIMaTb N W30/INPOBATb €AMHULbI XPAHEHUS 3JIEKTPOHHbIX AOKYMEHTOB Ha (u3MYecku
060Cc06/1IeHHbIX HOCUTENsX, coAepXXalux BPEeAOHOCHbIE KOMMbIOTEPHbLIE MPOrpPaMMbl,
nomellaTb Ha CcneunasibHO BblAENEHHYIO MOAKY (B ALWMK) A8 NocnenyoLlein aHTUBUPYCHON
obpaboTku.

B cpokn, ycTaHOBJIEHHble PYKOBOACTBOM apxVBa, PEKOMEHOYeTCS CUCTEMATUYECKU MPOBOAUTH
CMJ/IOWHY0 WAM  BbIOOPOYHYIO TMPOBEPKY HaIM4YMs U COCTOSIHUA APXUBHbIX [AOKYMEHTOB,
BblIaBaBLUNXCS U3 apXUBOXPAaHUIULL B TeYEeHMe roaa.

Mpn noaTBep>XOEHUUN Hanu4dna aen pesynbTaThl yKaBaHHOVI npoBepkn oopMNATCA B Buae
OOKNagHOW 3anncKun pa60TH|/|Ka, OTBETCTBEHHOIO 3a OpraHn3aunio MNPOBEPKN HalN4duns.

10.6. I3aMeHeHUs1 B COOTBETCTBYIOLINE YYE€THble MAOKYMEHTbl BHOCATCS TOJIbKO MO OKOHYaHWWU
MPOBEPKN HAJIMYMNSA apPXUBHbIX OOKYMEHTOB. B KOHLE onucu aen, AOKYMEHTOB (MM KHUMM yyeTa
ayMOBU3YyaJibHbIX JOKYMEHTOB) NPOCTaBASETCS WTaMn «[1poBepeHo», AaTa, AO/HKHOCTb U NOAMNUCh
paboTHWKa, MPOV3BOAUBLLErO MPOBEPKY.

B cnyvyae o6HapyXeHuWss B WUTOrOBOW 3anucyM OMUCU Oef, [OOKYMEHTOB (KHUIM y4eTa
ayOnoBU3YyasibHbIX OOKYMEHTOB) HEYYTEHHbIX JIMTEPHbIX U MPOMYLLEHHbIX NMOPSAAKOBbLIX HOMEPOB,
BbIObIBLUMX B COOTBETCTBUM C YCTAHOBJIEHHbLIM MOPAAKOM e€AVHUL, XPaHEHWUsl, UTOroBas 3anuchb
nepecocTaBfisieTcs.

[MpoBepKa Ha/IN4YnUa U COCTOSAHUA apPXMBHBLIX OOKYMEHTOB CHYMTAETCH BaBepLIJeHHOIZ rnocine BHeceHmA
N3MeHEeHNI BO BCE ydyeTHble JOKYMEHTHI.

Mocsie nNpPoOBEpPKU HAINYUS U COCTOSIHUA apPXUBHbLIX [NOKYMEHTOB KOPOOKM C apXMBHLIMU
NOKYMEHTaMW onevyaThbiBaloTCs, NPOCTABAAETCA WTaMN C YKa3aHUEM AaTbl MPOBEPKN, hamMuinm n
NHWLMaNbl paboTHUKA, NPOBOAMBLUErO MPOBEPKY.
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10.7. Ha BCe OTCyTCTBYWOWME B X04€ MPOBEPKU HANMNYUA U COCTOSAHUSA apXUBHbIE OOKYMEHTHI,
eQNHNLbI XPaHEHMSA COCTaBAATCA KapTO4KM ydeTa HeobHapyXeHHbIX apXMBHbIX AOKYMEHTOB
(Popma Ne 20). BegeHne KapToTeKU HeOOHapPy>XEHHbIX apPXUBHbLIX AOKYMEHTOB OCYLLECTBASETCSH
LLeHTpasM30BaHHO Ha ByMa>kHOM HocuTene n (nnm) B NHPOPMaLMOHHON CUCTEME apXMBa.

10.8. Po3biCKk HEOOHapPY>XE€HHbIX aPXUBHbIX LOKYMEHTOB

PaboTa Mo po3bicKy HeobHapy>XeHHbIX B X04€e MPOBEPKW HaJNYUA apPXMBHbIX [OOKYMEHTOB
OCYLLECTB/SETCA B TeYeHMe OA4HOro rofa C MOMEHTa BbiABJIEHUA (akTa oTCyTCTBMS. Mpu 3ToM
CPOKM pO3biCKa MOryT ObiTb MNpoA/sieHbl euwe Ha OoAWH roAd. PeweHune 06 3TOM NpuHUMaeT
PYKOBOAUTEsNIb apXMBa Ha OCHOBAHWUW [OOKAAAHOW 3arnuUCKM PYKOBOAMTENS COOTBETCTBYHOLLErO
CTPYKTYpPHOIro noApa3faeneHuns apxusa.

PO3bICK OCYLLECTBIAETCSA NMyTEM U3y4YeHUss LOKYMEHTOB Aesia (poHAa, CTapbiX OMWUCEN, KHUTM BblAa4vn
[OKYMEHTOB U T.M., MOBTOPHbIX MPOBEPOK HAXOAALMNXCA PAAOM (POHAO0B (KOMMIIEKCOB LOKYMEHTOB),
noncka HeobHapy>XeHHbIX OOKYMEHTOB B OpraHuM3auusix, y BJlafenbLeB JIMYHbIX apXUBOB, OT
KOTOPbIX OOKYMEHTbl OblIn MPUHATHI Ha XpaHeHWe W Ap. B uensx po3bicka OTCYTCTBYOLLNX
[OKYMEHTOB MOryT NMPOBOAUTLCS LieSIeBble MPOBEPKN HANNUYNA LOKYMEHTOB OTAeSIbHbIX (POHO0B, NX
YyacTen 1 rpynn eauHnL, XpaHeHus.

ApXVBHble IOKYMEHTbI, 0BHapy>XeHHbIE B X0[€ PO3biCKa, NepeaatoTCs XpaHUTENO U BO3BpallatoTCs
Ha MeCTO MX MOCTOSAHHOro XpaHeHus. B nucte npoBepku B rpage «lfpuMedyaHme» U B KapToTeke
HeobHapy>XeHHbIX apXMBHbIX [OOKYMEHTOB [fenlaeTcsa OoTMeTKa 06 o06HapyXeHUn apXuBHbIX
OOKYMEHTOB, KOTOpas 3aBepsaeTcsa NoAnucblo 3aBeAYIOLEero apxXxmBoxpaHuamuwem (pykoBoanTens
MYHMUMNANIbHOrO apxmnea).

Mpu oOTpULATENIbLHOM pe3y/sbTaTe pPO3biCKa aPXMBHbLIX [OOKYMEHTOB COCTaBAAETCA aKT o
HeobHapy>XXeHUN apXUBHbLIX JOKYMEHTOB, MYTU PO3bICKA KOTOPbLIX ncyepnaHbl (MpunoxeHne Ne 2 K
MpaBuiaMm), 1 cnpaBkKa O NPOBEAEHUN PO3bICKA, B KOTOPOM OTPaXKaeTCsi MPOLLeCcC po3biCKa U ero
pe3ynbTaThbl.

10.9. CHATMe Cc y4yeTa HeobHapy XEHHbIX APXUBHbIX JOKYMEHTOB

ApXVBHble [OOKYMEHTbl, MPUYUHbI OTCYTCTBMSA KOTOPbIX MOATBEPXXAEHbl LOKYMEHTajlbHO, W
HeobHapy>XeHHble Aefa, NyTU PO3biCKa KOTOPbIX MCYepraHbl, CHAMAIOTCA C yYeTa Ha OCHOBaHUU
peleHns ynosIHOMOYeHHOro efepasibHOro opraHa UCMOJIHUTEsIbHOW BAAacTU B chepe apXmBHOIro
hena u [enonpovsBOACTBa, YMOJIHOMOYEHHONO OpraHa WCNOSHUTENbHOW BRacTu cybbekTa
Poccuitckoin ®egepalun B chepe apxMBHOro Aefla, opraHa MecTHoro camoynpasieHus (cm.
NyHKTbI 26.1, 26.3 Mpasun).

XI. NMpoBepka (PU3UKO-XMMUYECKOIro, TEXHUYECKOro U 6MosIorM4ecKoro CoCTosiHus
ApPXMUBHbIX AOKYMEHTOB, BbiSIBJIEHUE apPXUBHbIX AOKYMEHTOB
C NOBpEeXAEeHUAMU HocuTesien n nHpopmauumn

11.1. |_|pl/l npneMe apxXmBHbIX AOOKYMEHTOB OT WCTOYHMKa KOMMIEKTOBaHUA W nNnepen ux
pa3MelleHneM B apXnBoxXpaHmianiuie Heobx04MMO BbIMOAHUTb cnenywouine pa60TbI!

* BbloeEpP>XaTb NX B KAPaHTUHHOM MOMeLLeHNN,

* MPOBEPUTH (HOU3NKO-XMMUYECKOE, TEeXHUYEecKoe U OMOSIornYeckoe COCTOSIHUE, a TakKXe
Hanyme NoCTOPOHHNX NpeaMeToB (CKOO, CKPernok, 3akaaZloK, NAacTUKOBLIX halifoB 1 T.M.),
KoTopble Mpu ob6HapyXeHun ypansioTca. KayectBo Oymarm u TekcTa MOCTYNUBLUMX
APXUBHbIX OKYMEHTOB NPOBepPSeTCs BbIBOPOYHO A5 0bLLEeN OLEHKN UX COCTOSHUS;
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* BbISABUTb BUAbl OCHOBbI HOCUTENIEN KUHOAOKYMEHTOB, POTOAOKYMEHTOB, (POHOAOKYMEHTOB U
NPOBEPUTb KMHOAOKYMEHTbI Ha HUTPOOCHOBE Ha CTabUbHOCTb;

e MPOBEPUTb ayONOBU3YyasibHbIE U INEKTPOHHbIE OOKYMEHTbl Ha uU3ndyeckn 060cobneHHbIX
HOCUTENIAX Ha BO3MOXHOCTb BOCMPOU3BEAEHUs (CYUTbIBAHUA) 3anMCaHHON MHGpopMaLuu,
COOTBETCTBME WX XAPAKTEPUCTUK COMPOBOAUTENIbLHON TEeXHUYEeCKON [OKYyMeHTaLuu,
OTCYTCTBME BPEAOHOCHOro NporpamMmMHoro obecrneyeHms;

® OYNCTUTb OT MbUIN N MepemMoTaTb KMHOAOKYMEHTbl Ha MieHkKe U (OHOAOKYMEHTbl Ha
MarHUTHOW NeHTe,;

e 06eCcnbININTL NepPBUYHbIE CPELCTBA XPAHEHUS U KOPELLUKM Oef, OYUCTUTb OT 3arps3HeHun
(HOTOMOKYMEHTbI U 3N1eKTPOHHBIE AOKYMEHTbI Ha hn3nyeckn 060cobneHHbIx HocuTensxe3l,

ObecnbinBaHmne MNOCTYNMUBLWINX apPXUBHbLIX OOKYMEHTOB MNMpPoOBOAAT B CrneunasJibHOM nomMmeweHnn cC
npMMeHeHneM BbITAXHbIX LLIKagoB U cobnogeHnem Mep CaHuUTapum N r’MrneHsol. 06;13aTean0My
obecnbiNMBaHMIO noanexat KOpO6KI/I, nankuy, 0610XXKWN, KOpeLwKn nen. MonnctHomy
obecnbiNMBaHMIO noaBeprarnTca 4OKYMEHTbI C BbICOKOW CTENeHbLIo 3arpda3HeHnd, cnegamMmm nneceHn.

MocTynmMBLLUME B apXMB apXWBHbIE OOKYMEHTblI [0 nepefays B apXWUBOXPaHWIMLLE pa3MellaloT B
noMelleHnn TrpuemMa W BPEMEHHOr0 XpaHeHusi, 0CBOOOXKAAT OT TPAHCMOPTHOW Tapbl,
packnagbliBaloT Ha CTeNa)kKax U cTonax. He gonyckaeTcsa ckaaaAnpoBaHue nocTyNUBLLUNX apXMUBHbIX
IIOKYMEHTOB B Hepa3obpaHHOM Buae.

11.2. ApXu1B NPOBOAUT aKK/IMMaTMU3aAL MO MOCTYMUBLUNX Ha XPaHEeHUe apXUBHbIX LOKYMEHTOB.

AKKIMMaTM3aLMIo MPOBOAAT B MOMELLEeHNN NnpuemMa U BpeMeHHOro XxpaHeHus B TedyeHune 7-14 cyTok
(B 3aBUCMMOCTIN OT CTENEHN yB}'Ia)KHeHI/Iﬂ) npum WHTEHCUBHOW BEHTUAAL NN BO34yXa N pa3MelleHnn
APXMNBHbLIX OOKYMEHTOB B pa3BepPHYTOM BuUAE Ha CTOJIaX, CTeJJla>KaX.

AKKIMMaTM3auMa TakXe MNpoBOAUTCH B OTHOLUEHUMU 06Hapy)KeHHbIX YBNaXHEeHHbIX apPXWMBHbIX
OOKYMEHTOB A0 UX NMOJIHOIo BbiCyLLIMBaHWA.

AKKMMaTu3aumsa ayanoBU3yasibHbIX [OOKYMEHTOB MPOBOAUTCA B OTKPbITOM YMNakKOBKe Npwu
TemnepaTtype 20 = 3°C n OTHOCUTESIbHOW BAIa>XHOCTW Bo3ayxa 35 £ 15%; ANS LUBETHbIX KUHO- U
(hOTOOOKYMEHTOB - MPU OTHOCUTENbHOM BAaXXHOCTU 35 = 15%. AKKaMMaTu3aumsa 3/1EKTPOHHbIX
JOOKYMeHTOB Ha pm3mnyeckm 060cobneHHbIX HOCUTENAX NPOBOANTCSA NMPU OTHOCUTENLHON BIaXKHOCTH
Bo3ayxa 40 = 10%.).

MPOLAO/IKNTENBHOCTE aKKAMMaTM3aUUN KUHOLOKYMEHTOB W PYJIOHHbIX MUKPOMUALMOB [0JIXKHA
ObITb He MeHee 10 CyTOK, OOKYMEHTOB Ha MarHUTHOWN NIEHTE U AWNCKOBbLIX HOCUTENAX - HE MeHee
3 cyTOK, OTOOOKYMEHTOB N MUKPOMULL, SNEKTPOHHbIX OKYMEHTOB Ha pusnyeckmn o6o0cobneHHbIX
HoCUTEenax - He MmeHee 24 4acos.

Mpn akKKAMMaTU3aUUM 3JIEKTPOHHbLIX [AOKYMEHTOB Ha u3andeckm o060Co6/IeHHBIX HOCUTENSX
MaKCUMaJIbHO O0MYyCTUMOE N3MeHeHue TemnepaTypbl - 10°C B 4Yac, MakCMMasbHO OONyCcTuUMoe
N3MeHeHne OTHOCUTEeNIbHOW BNa)KHOCTK - 10% B 4ac.

Ecnn gpusndeckn 060cobieHHbIE HOCUTENW COAEPXANTUCh NPU HU3KOW TeMnepaType (Hanpumep, npu
TPaHCNOPTUPOBKE), TO MNepefn BblieMKoW B 6Honee TensioM MoMelleHUn, ciegyeT MpPoBecTu ux
akKKIMMaTu3auuio B 6okce no HeobxoaMmon TeMnepaTypsbl.

B cnyyae ecnm 3/1eKTPOHHbIE HOCUTENW [OoCTaBAATCA B rMoMelleHne c 6onee HU3KON
TeMnepaTypon, 4YeM Ta, NpM KOTOPOW OHW XPaHWIUCb, CJledyeT cHavajlla npoBecTu
aKKIMMaTMU3aLUMIO MO BJAXXHOCTW, a 3aTeM Mo TemnepaType. B cnyyvyae ecnm dusmnyeckun
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ob6ocobneHHble HOCUTENM O0CTaBASKTCA B NoMelleHue c bonee BbICOKOW TeMnepaTypour, Yem Ta,
MNPV KOTOPOW OHW XPaHWINCb, CledyeT CHadasa NMpPoBeCcTU akkKJMMaTu3auuio no TemriepaType, a
3aTeM MO BJIAXXHOCTW.

11.3. OLI,eHKy PUNKO-XUMUNYECKOr0 U TexXHUYeCKOro COCTOSAHUA MNOCTYMNMUBLLUMX aPXUBHbIX
OOKYMEHTOB, a TakKXXe NX CTPaxoBbIX Konum, pekoMeHOyeTCqa NnpoBoAUTb HeE rno3gHee 3 MecsiueB C
MOMEeHTa npmneMa apxXmBHbIX OOKYMEHTOB B apPXWB.

OueHKa (U3MYeCcKoro COCTOSHUA HOCUTENSA 3aKJIloYaeTCd B BbIABJEHUM HaAU4YUA BHELUHUX
MoBpeXXAEHWN, NOBPEXOEHUN LLENOCTHOCTM HOCUTENS (Hanndmsa CKOJI0B AWCKOB, CKJ1€eK A9 JIEHT)
nT.0.

OueHKa TEexXHUYeCKOro COCTOSHMA 3aK/lo4aeTCs B  YCTAHOBJIEHUM CMOCOBHOCTU HOCUTEnNs
obecneymBaTb BOCNpon3BeaeHMe MHMOPMaLMmM ¢ cobnogeHneM Bcex napaMeTpos.

B pe3ynbTaTe OUEHKN q)VI3I/|‘-IeCKOI'O COCTOAHUNA apPXUBHbLIX OOKYMEHTOB Ha 6yMa)KHOM HocuTene
BbIABJIAIOTCA aPXUBHbIE OOKYMEHTbI: MOPa>XeHHbIe Brnonornyeckmmmn BpeantTenamm, C MOBbILEHHON
BJ/1aXXHOCTbIO; C noBpeXxageHnamum 6yMar|/| N TeKCTa, 3alblJIEHHbIE.

Mpu oLeHKe PU3NKO-XUMUYECKOTr0 N TEXHNYECKOro COCTOAHUSA ayanoBU3YyasbHbIX U 3NTEKTPOHHbLIX
NOKYMEHTOB Ha (u3ndyeckn 060cobeHHbIX HOCUTENsAX onpefenseTcs COCTOsHME HocuTenen,
BO3MO)XHOCTb BOCMPOM3BEeAEHUA (CYUTLIBAHMSA) 3aNMUCAHHON Ha HUX MHMOPMaLIUK, COOTBETCTBUE
XapaKTEepPUCTUK 3TUX OOKYMEHTOB CBEAEHUSM, COAEPKALLNUMCS B CONMPOBOANTESIbHON TEXHNYECKOM
NOKYMeHTauun. Onsa 3N1eKTPOHHbIX ayANoBU3yasibHbIX JOKYMEHTOB OLIEHMBAETCS TakXXe KayecTBO
BOCMPOU3BOANMbIX N306parkeHnin 1 3ByKa.

Mpu obHapyXeHUN (PU3NKO-XUMUYECKUX N TEXHUYECKUX AedeKToB, 61M0I0rMyeckoro nopa>keHus
APXMBHbIX AOKYMEHTOB apXvB M OpPraHM3auuns - UCTOYHUK KOMMIEKTOBAHUA COCTaBJISIOT aKT B
NPOW3BOIbHON (hOpMe, OTParKatoLLNIA BbISIBJIEHHbIE HEAOCTATKM N MEPbI MO UX YCTPaHEHMIO.

YcTpaHeHne GrU3nKo-XMMMNYECKNX, TEXHNYECKMX OedeKToB N CaHUTapHO-TurneHnyeckas obpaboTka
(ne3nHMpeKUns, OEe3UHCEKLUMS) apXMBHbIX [OKYMEHTOB MPOM3BOAMTCS 3a CYeT nepepatoLlen
CTOPOHBI.

Mpu o6Hapy>XeHWN apXUBHbLIX [OOKYMEHTOB, MOPa)Xe€HHbIX 6KMONIOrNYeckKUMn BpeaAnTeNsiMn
(HacekoMble, aKTWBHaAs MJeCeHb), NPeACTaBUTENsAMM apxuBa W OpraHu3auUM - WUCTOYHMUKA
KOMMJIEKTOBAHMUS COCTaBNAETCA [ABYCTOPOHHMIA aKT, OTpaXkaloWWin CTerneHb W XapakTep
3apPaXKeHHOCTU 1 Mepbl MO YCTPaHEHUIO BpeauTenen.

ApXVBHble [OKYMEHTbl C BbISBJEHHLIMU PU3NKO-XUMUYECKUMUN, TEXHUYECKUMU JedekTamu
BO3BpallalOTCsA nNepefatollen CTOpoHe ANs yYyCTpaHeHUa Takux pOegekToB W  CaHuTapHo-
rmrmeHnyeckom obpaboTkm (oes3mHPeKLNn, e3NHCEKLNN) apXUBHbBIX OOKYMEHTOB.

11.4. lMpoBepKa PU3NKO-XUMNYECKOr0, TEXHUYECKOro wu brnonornyeckoro CocTossHUA APXNBHbIX
ONOKYMEHTOB B rnpouecce nx xpaHeHuns

MNpoBepka (U3NKO-XUMMUYECKOTO, TEXHMYECKOro U OMOSIOrNYEeCKOro COCTOSIHUA  apXMBHbIX
IOKYMEHTOB B MpOLIeCCe XPaHEHMUs C LEeSblo BbiIBNEHMS MOBPEXAEHHbIX apXUBHbIX OOKYMEHTOB U
APXUBHbIX OOKYMEHTOB C MOTEHLMNANbHO OMACHbIM (PU3NYECKUM UM BUONOrMYECKUM COCTOSIHUEM
npoBOANTCS:

® B XO4e€ rnpoBepKnM HaJIndna N COCTOAHNA apPXNBHbIX OOKYMEHTOB,

® B CJlyHae nospexgeHumqa apXmnBHbIX JOKYMEHTOB BC/ieOCTBUE ‘-Ipe3BbI'-|thHOI‘/‘I CnNTyaunnm,

* MPY NOAOroToBKE apXUBHbLIX JOKYMEHTOB K BblAa4e N3 apXNBOXPaHWINLL G,
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e Npu apyrux paboTax, CBA3aHHbLIX C MOEAMHUYHBLIM (MOJINCTHLIM) MPOCMOTPOM APXUBHbIX
[OKYMEHTOB.

LleneBasa npoBepka (PU3NYECKOro COCTOAHUA apXWBHbIX AOKYMEHTOB MPOBOAUTCA B MNopsanke
o4YepesHOCTM C y4eTOM LEHHOCTU apXUBHbIX OOKYMeHTOB. LleneBon npoBepke ¢u3nyeckoro
COCTOSIHUSA NnoAJsieXxaT BCe apXMBHble LOKYMeHThbl, NOCTpajasLwme B Ype3BblHalHbIX CUTYyaunsax (cMm.
TakxXe lpunoxeHue 1 K MeTogndeckum pekomeHgaumsam). Mo pesynbTaTaM KOHTPOAS AenaeTcs
3aK/lo4eHne 0 HeobxoAMMOCTM MpoBeAeHUs pecTaBpauuy U KOHCepBaUUM W, B 3aBUCUMOCTU OT
COCTOSIHUS apXMBHbIX LOKYMEHTOB, YCTaHaB/INBAIOTCA CPOKM NPOBEAEeHNS ClielyoLL e KOHTPOJIbHOWN
MPOBEpPKMU.

11.5. MpoBepKa HU3NYECKOro COCTOAHUS apXMBHbIX AOKYMEHTOB Ha 6yMaXKHbIX HOCUTENAxX B
npouecce xpaHeHUs Npu MNOJIMCTHOW MpoBepkKe (pU3n4eckoro COCTOSHUS MPOBOAUTCHA C LENbHo
BbISIBJIEHNSA BJI@XKHbIX; MOPaXKeHHbIX Ouonornyeckumun BpeauTensmu (nseceHb, HacekoMble); C
hegekTamm Bymarm n TeKCTa apXUBHbIX LOKYMEHTOB.

YBNa>kHEeHHbIe apXMBHble LOKYMEHTbI (fena, rpynnbl gen) noasexat HeMeasIeHHOMY BblAeNeHuIo,
BHeo4YepenHon o06paboTke (cywka, akkauMmaTusauusa). MNMpum MaACCOBOM YBAAXKHEHUU apPXUBHbIX
OOKYMEHTOB NMPUHNMAKOTCA Mepbl MO OCYLLUEHUIO apXUBOXpaHUAULLa, HopMaansauum TeMmnepaTypHo-
BJIAX>KHOCTHOI0 peXXuma XpaHeHUs.

ApXUBHbIE [OOKYMEHTbI, MOpPa)keHHble 6KosIorMYeckMMn BpeauTenamMmm (njeceHb, HaCeKoMble),
noanexaT HeMeaeHHOMN U30NALnNN.

Hanndune nedektoB Bymarm n TekCcTa ycTaHaBAMBaETCSA BU3yasibHO Npu MOJINCTHOM MPOCMOTpE Aen.
OedeKTbl KnaccupuumpyTca Ha OCHOBE eAnHON BYKBEHHO-UMGPOBON UHAEKCALMX MO TUMOBbLIM
npusHakam pegekToB bymarn (bykBeHHas mMHAeKcaums) m TekcTa (uudpoBas MHOEKCaLMA) B
COOTBETCTBMM C MeToANYeCcKMMY pa3paboTkamu®,

11.6. Tpn npoBepke OUINKO-XMMNYECKOrO W TEeXHUYECKOro COCTOSAHUA ayAuoBU3YasibHbIX
OOKYMEHTOB onpenensoTcs:

* COCTOSIHUE YNaKOBKU;

* HaJlM4yme CTaHOapPTHbLIX PAaKOPLOB;

* TeXHNYeCKoe COCTOSAHNE NOBEPXHOCTU N NepdopaLMOHHbIX JOPOXKEK U CKNeeK;

* Hasn4yune 3arpsasHeHNn N MexXaHU4YeCKnxX NoOBpeXX 4EeHUN;

e CTabMNbHOCTb MJIEHKN HA HUTPOOCHOBE;

e Lar nepdgopaunm KNHOMAEHOK N MarHUTHbIX JIeHT WnpuHon 35 1 16 MmMm;

i Kop06neH|/|e, pacTpeCckmBaHmne, oTClanBaHne sMyJibCMOHHOIO NN OCbiNaHNe pa60'-|ero cnos,

* MoOBbllLeHHada XPYNKOCTb, CKPY4YNBaeMOCTb;
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e BblCOKas ycagka (bonbuwe 1,5%);

e Ha/MYMe [edeKToB XMMUYECKOro U OMOSIOrMYEecKoro MpPoUCXoXXAeHus (rnopakeHue
MUKPOOPraHM3MaMu, HACeKOMbIMU W Tpbi3yHaMu, Ccnelbl KPpUCTaAAU3aLun Cconen wn
Pa3JI0XKEHUA OCTATOYHbIX MPOAYKTOB XUMUKO-poTOorpadruyieckon obpaboTku);

® JJIEKTPOAKYCTNHECKNE XapaKTEPUCTUKN,

* MapaMeTpbl BUOEOOOKYMEHTOB B BUAEOKaHae,

® Ka4yecCcTBo |/|3o6pa>KeH|/|9|, B TOM 4ucJsie BblUBETaHNE (yracaHme);

* HaJindme pasMarHM4eHHbIX Yy4aCTKOB N MeXaHN4YeCKnx ﬂOBpe)K)J,eHI/IIZ OTOENbHbLIX YH4aCTKOB
HOCUTENA 3alnnucu;

* HaJIndme Koppo3nn Ha nNoBepxXHOCTU MeTaJJZIN4eCKUX rpaMopurmHasioB;

* HaJ/M4yuMe YKCYCHOro CUHAPOMa TPpUaLLeTaTHOW MJIEHKN;

® BOCMNpPOM3BOANMOCTb,

* HaJindme BHeLWHNX I'IOBpe)K,D,eHI/IIZ HocuTenen;

b I'IOTpeﬁHOCTb B MUIrpaunmn Ha HOBble HOCUTENN.

11.7. Mpwu npoBepke PU3NKO-XUMNYECKOT0 N TEXHUYECKOr0 COCTOAHUS 3NIEKTPOHHbLIX OOKYMEHTOB
onpegensalTCA:

® COCTOSIHME YNaKOBKW (TONbKO Ana gusnyeckn o6ocobneHHbIX HocuTenen);

* HaJindimne BpegoHOCHOro nporpaMmmMHoOro obecnevyeHuns;

® BOCMNPOM3BOANMOCTb,

* HaM4ne BHELWHNX NOBpeXAeHUN (ToJIbKo Ana msndeckmn o6ocobneHHbIX HocuTenen);

e NOTPebHOCTb B MUIrpauUumM Ha HOBble HOCUTENW (TONbKO AnA dusnyeckn o6ocobneHHbIx
HocuTenen);

e noTpebHOCTb B KOHBEPTaUUW B apyrmne opmaThbl.
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MNpoBepkKa TEXHWYECKOro COCTOSHMS aPXMBHbIX [AOKYMEHTOB OCYLLIECTBIAETCS MNPy BHELLIHEM
OCMOTpE B OTPa)KeHHOM CBeTe.

MNpoBepKYy 3NeKTPOaKYyCTUYECKUX XapaKTEepPUCTMK W KavyecTBa W300pakeHUss KUHO-, BUAEO- W
(pOHOOOKYMEHTOB (4aCTOTHbLIE WCKaXKEHUS, YpPOBEHb KonupaddekTa, ypoBeHb (hOHa U LUYMOB,
Hannyme Tpecka W LEesYKOoB, LYM May3bl, NapaMeTpbl CUrHaJIoB BOCMPOM3BEAEHMUS) NPOBOAAT C
NCnosib30BaHMEM cneunanbHoro obopynoBaHus.

MpoBepKy TeXHUYECKUX U KaYeCTBEHHbIX NMapaMeTpoB BUAEOAOKYMEHTOB MPOBOAAT C MOMOLLbIO
KOMMJIEKCA KOHTPOJIbHO-U3MEPUTESIbHOM annapaTypbl, @ TakXe NyTeM BU3yaslbHOr0 NPOCMOTPa U
MPOCAYLLINBAHUS.

MNpoBepKY TEXHUYECKMX MapaMeTPOB 3/EKTPOHHbIX [AOKYMEHTOB MPOBOAST C MCMOJ/b30BaHUEM
cneuvanbHOM anmnapaTypbl M MNporpaMmMHoro obecneveHus, npefHa3HayeHHbIX Ons paboTbl C
COOTBETCTBYIOLLEr0 BUAA apXUBHLIMA JOKYMEHTaMMU.

11.8. Mo pe3ynbTaTaM MPOBEPKU PUINKO-XUMUYECKOTO U TEeXHUYECKOro COCTOSAHWUSA apXMBHbIX
JOOKYMEHTOB COCTaBAAETCH aKT B MPOU3BONLHON (hOpME, B KOTOPOM OTparkaeTcsa HeobxoammMocTb
(oTcyTCcTBME HeobxoAMMOCTU) NpPOBeAeHUs WX PUINKO-XUMUYECKON U (MAKN) TexXHUYeCKon
obpaboTku (Fnasa Xll Mpasun). B 3aBUCMMOCTU OT COCTOAHUA OOKYMEHTOB B aKTe YKa3blBalOTCSA
pekoMeHAyeMble CPOKU NpoBedeHNs CrieflyioLen NpoBepKN.

11.9. YyeT PM3NKO-XMNYECKOTr0 N TEXHUYECKOr0 COCTOSAHNSA apPXUBHbIX LOKYMEHTOB

ApxnB BeOeT y4yeT (PU3MKO-XMMMUYECKOrO0 UM TEXHUYECKOro COCTOSAHUS apXUBHbIX OOKYMEHTOB,
KOTopbIn odopmMseTcs Ha ByMa>kHOM HocuTesie n (Mnn) B 3IEKTPOHHOM BUAE.

Pe3ynbTaTbl NPOBEPKUN (HUSUKO-XUMUYECKOTO U TEXHUYECKOr0 COCTOSIHUS apXMBHbIX [1OKYMEHTOB
oTpa)kalTcs:

1) Ans NOKYMEHTOB Ha GyMa>KHOM HocuTesne - B:

e nncte-3aeputene gena (MpunnoxeHue Ne 8 K MNMpasuiam);

* JINCTE W aKTe NPOBEPKU HAJIMYNSA U COCTOSHNSA apXUBHbIX 4OKYMeHTOB (Popmbl NeNe 10, 32);

¢ KapTO4Ke y4eTa apXUBHbIX OOKYMEHTOB C rnoBpeXxanoeHunamm HocnuTend / TEeKCTa (G)opMa No
19);

® KapToTeKke (kHUre, 6a3e gaHHbIX) ydyeTa (p13n4ecKoro COCTOAHNA apXUBHbIX OOKYMEHTOB;

2) Ona ayauoBU3yasibHbIX OOKYMEHTOB - B KapToyke y4yeTa TexXHUYeCKOro COCTOSHMUSA
KNMHOOOKYMeHTa, POTOAOKYMEHTa, POHOAOKYMEHTa, BuaeoaokymeHTa (Popmbl NeNe 21, 22, 24, 25);

3) AN 3NEeKTPOHHbIX OOKYMEHTOB - B KapTO4Ke Yy4yeTa TeXHUYECKOro COCTOSHUA HoCcuTens
3/IEKTPOHHOro gokymeHTa (Popma Ne 23; TONbKO OA /IEKTPOHHbLIX OOKYMEHTOB Ha (hU3nM4ecku
060cobneHHbIX HoCcuTenax).

YyeT Pu3n4eckoro M TexXHUYEeCKOro COCTOAHUA 3SJIEKTPOHHbLIX [LOKYMEHTOB, XpPaHALWWUXCA B
MH(DOpMaLlMOHHOIZ cncremMe apxmBea, BEOETCA B I/IHCpOpMaLI,I/IOHHOIZ cncremMe apxmBea.

Y4yeT LOKYMeHToB ApxuBHOro ¢goHpa Poccuickon depepauumun, NpU3HaHHbIX B YCTAHOBJIEHHOM
nopsgoke Haxo4AWMMUCA B HeyOO0BJIeTBOPUTENbHOM (hn3m4yeckoM coctosaHum (Mnasa Xl Mpaswun),
BeeTCa OTAesIbHO B CneunasibHOM rnepeyHe C yKasaHWeM CPOKOB MNpoBefeHus pecTaBpaLnoHHO-
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KOHCepBaLMOHHbIX paboT. HeobxoauMble OTMETKM MPOCTABJIAITCA TakXe B COOTBETCTBYIOLLUX
NOKYMEHTax y4yeTa (hnU3n4eCKoro u TEXHNYECKOro COCTOSHUSA apXUBHbIX 1OKYMEHTOB.

XIl. ®Pusuko-xmMuyeckKas u TexHu4yeckas 06pa60TKa APXUBHbLIX OKYMEHTOB

12.1. dusnko-xmMmyeckasa n TexHmnyeckas obpabotka apxmMBHbIX JOKYMEHTOB NPOBOAUTCS C LIesblo:

e yCTPAHEHUS MPUYNH YCKOPEHHOI0 CTapeHuns 1 pa3pyLUeHNsl apXUBHbIX LOKYMEHTOB;

® BOCCTAHOBJIEHUS UX CBONCTB, TEXHNYECKUNX XapaKTepnCcTunKk, A0JIrOBEYHOCTH,

* BOCnpounsBeneHnM4d ,D,OKyMeHTHOI7I MHpopMaumnm Ha bonee yCTOI‘/'I‘-II/IBbIX HOCUTEenNnAax.

ApXuB NpU HaIN4YUN HUHAHCOBBLIX, TEXHUYECKNX M KAZPOBbIX BO3MOXXHOCTEN MPOBOAUT (HU3NKO-
XUMUYECKYIO U TeXHNYECKYo 06paboTKy apXMBHbIX [OKYMEHTOB:

* B MJIAHOBOM MNOpsiAKe - MO pe3ysbTaTaM NPOBEPKN (PU3NKO-XUMUYECKOTO N TEXHUYECKOro
cocToaHus (FnaBa XI MpaBua) nNo o4YepefHOCTW, YCTAHOBJIEHHONW B apxuBe C y4yeToM
NPUHAANIEXXHOCTU UX K 0cob0 UEeHHbIM [OOKyMeHTaM, (U3NYECKOrOo COCTOAHUS WU
WHTEHCMBHOCTM UCMOJIb30BaHUS;

* BHEMNJIAHOBO - B CJ/ly4ae Ype3Bbl4aHbIX CUTYaLMA, NOBAEKLUNX MOPYY apPXUBHbIX JOKYMEHTOB
(cm. Takxe [llpunoxeHne 1 K MeToaMYeCKMM peKoMeHdauusaM), a Takxe npum ux
bnonornyeckom nopakeHun.

12.2. ®dunsnko-xmmMmyeckas u TexHuyeckasd obpaboTka apXMBHbIX LOKYMEHTOB Ha OyMa>kHOM
HOCUTeJie BKJIlo4YaeT:

e Ne3nHpeKuno, Ae3NHCEeKLUMNID, OepaTu3auLnio apXUBOXPaHUIULL KaK COBOKYMHOCTb Mep
6I/IOI'IpO(pI/IJ'IaKTI/IKI/I, brnosawnThl N YHUHTOXEHUNA Brnonornyeckmnx Bpe,D,I/ITeJ'IeI7I B

apxXmBoxpaHunnmwax N Ha apXUBHbIX JJ,OKyMeHTaX[ﬂl;

¢ pecTaBpaLMio (pecTaBpaLMOHHO-KOHCEPBALIMOHHYI0 06paboTKy), Kak KoMMiekc paboT u
TEXHOJIOFMYECKNX OonepaLuil Mo BOCCTAHOBNIEHWIO CBOWCTB U A0JIFOBEYHOCTW OPWUrMHAsIOB
apXuBHbIX fJokymeHToBE:

e (hoTOpecTaBpaLMiO JOKYMEHTOB C YyracluuM 1 c1aboKOHTPACTHLIM TEKCTOM;

e CTPAxoBOE KOMUPOBAHWE;

e NepennerT;

e obecnbinMBaHue (MpyU MNOCTYMJEHUN, XPaHEHWUW, WUCMNOJIb30BaHMM [OKYMEHTOB, Mpwu
BbIMOJIHEHUM KOHCEPBALMOHHO-PECTaBPaALMOHHbIX, CAHUTAPHO-TUTMEHNYECKUX, TEXHUYECKMX
onepaunii pasiMyHOro HasHavYeHus);
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e 06paboTKy B pexxmume aBapunHo-cnacaTefibHbiX paboT, B TOM 4Yncie C npuMeHEeHNEM CYyLLUKN,
hesnHdekumn, Oe3uHCeKUUn,  3aMopa)KmBaHWs, pecTaBpauuu, BOCNPOMU3BEAEHUS,
Ae3akTueauum 1 Apyrmux Buaos cnevmansHon obpaboTkn.

12.3. AyauvoBusyasbHble OOKYMEHTbl MoanexaT pecTaBpauMOHHOMW W KOHCEpPBALMOHHO-
npodurnakTuyeckon obpaboTke B COOTBETCTBMU C AEACTBYOWMMN CTaHAAPTaMu.

AyanoBu3yasibHble [OOKYMEHTbl B 3aBMCUMOCTU OT HOCUTENs noABeprawTcs c/eayloumm
pecTaBpaLNOHHBIM 1 KOHCEPBALMOHHO-NMPOGUIaKTUYECKMM paboTaMm:

1) DOKYyMeHTbl Ha MarHUTHOWN NeHTe:

* OYNCTKE MOBEPXHOCTM OT MblIM M YacTuL, rpaA3n Ha crneunasbHOM OYUCTUTESIbHOM
obopypnoBaHuu;

* 3aMeHe nepecoxwmx n I'IOKOpOﬁJ'IeHHbIX CKJieek;

¢ 0QOPMJIEHNIO PYJIOHOB MarHMTHOM JIEHTbl 3alUMTHOW MarHUTHOW NeHTOoW (pakopaamu) C
OBYX CTOPOH no 2-2,5 m;

* NMNepemMoTke C UeNb CHATUA BHYTPEHHUX Hanp;m(eHvuh B PYJIOHaX MarHWTHbIX JEHT,
BO3HUKLLUNX n3-3a nepenagoB TeMnepaTypbl n B/1a>XHOCTW npn XPaHeHUN n
TPAHCMOPTUPOBAHUN apPXNBHbIX OKYMEHTOB,

2) OOKYMEHTbl Ha ONCKOBbIX HOCUTENAX:

e obecnblIMBaHUIO;

e MPOTUPKE aHTUCTATUKOM;

3) KNHOPOTOAOKYMEHThI, MUKPOOPMbI U (HOHOrPaMMbl K KWUHO(PUSIbMaM:

obecnbiNMBaHUIO;

yAaneHNo BOCKOBbIX, )KUPOBbIX N NHbIX 3al'pﬂ3HeHVIVI;

YKPEMJIEHNIO CKJIEeeK U NpoceYek;

PEMOHTY Nepdopaunu;

nepepenke pr6bIX, KOpO6J'IeHbIX 3anyaT U CKNeek;
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* PEMOHTY MOBPEXAEHHbIX Nose Kaapos.;

* OLEeHKe HeobxoaMMOCTU aHTucenTndeckom 06paboTku NaeHkKu;

e ouLeHke HeobxoammocTun pecTaBpaunnnn OCHOBbI U SMYJIbCMOHHOIO C/104 NMJIEHKN.

4) rpamopurnHanbl POHOAOKYMEHTOB NOABEPratOTCS INEKTPOXUMNYECKON OHNCTKE.

12.4. DneKTPOHHbIE AOKYMEeHTbl Ha pusnyeckn 060cobsieHHbIX HOCUTENAX NoANeXaT:

obecnblIMBaHUIO;

NMPOTNPKE aHTUCTATUKOM;,

nepesarnncm Ha HoBble HOCUTENN,

* KOHBEPTALWWN B HOBble (hopMaThI.

B cnydae noBpexpeHuna dusnydeckn 060cobseHHOro HOCUTENA 3/EKTPOHHbIX [OKYMEHTOB
CO34al0TCA KOMUK 3TUX IJIEKTPOHHbIX LOKYMEHTOB Ha Apyrom pusmnveckn obocobneHHoM HocuTene
C Apyroro sk3emMnnasipa HocuTens.

Mpwn ocywecTBneHUn nepesannucu 3/1eKTPOHHbLIX [OO0KYMEHTOB [O0JIKHbI obecneymBaTbCa MX
ayYTEHTUYHOCTb, AOCTOBEPHOCTb, LLIEJIOCTHOCTb N NPUTOAHOCTb K NCMOJIb30BaHNWIO.

XIll. NMpu3HaHue apXUBHbIX A,OKYMEHTOB HaXOAALLUMUCA
B HeynOBJZIETBOPUTEJSIbHOM (PU3UYECKOM COCTOSHUU U HEUCINPABUMO NOBPEXAEHHbIMMU

13.1. ApXUVBHblIe OOKYMEHTbl NMPU3HAaKTCA HaXo4AWMMUCA B HEeYyNOBNETBOPUTENbHOM (PU3NYECKOM
COCTOSIHUN B COOTBETCTBUM C MOPALKOM, YCTaHaBIMBaeMbIM YMOJIHOMOYEHHbIM (henepanbHbIM
opraHom NCNOJIHUTESIbHON BNACTU B chepe apxXMBHOro gesna u JJ,eJ'IOI'IpOI/I3BOJJ,CTBa[8—71.

Haxopswunmcss B HeyOOBNETBOPUTESIBHOM (U3NYECKOM COCTOSHUM TMPU3HAETCA LOKYMEHT
ApxunsHoro ¢oHaa Poccuinckon depepaunu:

* C BbICOKOW CTemneHblo paspylleHus WM HefoCTaTOYHOW MPOYHOCTbI  HOCUTENs
[OKYMEHTMPOBAHHOW MHMOPMaLUK, NpefoCTaB/IeHNe KOTOPOro Nnosib30BaTeNto apXMBHbIMU
[OKYMeHTaMn [0 TMpOoBefAeHUs pecTaBpaLWOHHO-KOHCEPBALMOHHbLIX paboT yrpoxxaeT
pr3nYecKom LEeNoCTHOCTM apXMBHOIO AOKYMEHTa;

e 3pUTESIbHOE W/MAN C/IYXOBOE BOCMPUATME TONb30BaTESIEM COAEpPXKALleNcs B HEM
nHdopmaunm 6e3 nposeaeHNs pecTaBpaLNOHHO-KOHCEPBALIMOHHBLIX PaboT 3aTpyAHEHO UK
HEBO3MOXXHO BCNEeACTBME €e yracaHus, yTpaTbl, HECTabuabHOCTN U/UNK NOBPEXAEHMNS.

ApXMBHble [OOKYMEHTbl, MPU3HaHHblE HaxXOoAAWMMUCA B HeyAOBJETBOPUTENLHOM (U3NYECKOM
COCTOSAHUN, CTABATCA Ha y4YeT AN NpoBefeHnsa PU3MKO-XUMNYECKON U TexHun4eckon obpaboTkun B
COOTBETCTBMU C NYHKTOM 11.9 lMpaBu.
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13.2. HeucnpaBMMO MOBpPEXAEHHBLIM MNPU3HAETCA APXWUBHbLIA OOKYMEHT,

coCcToAHME KOTOpOoro

NCKJloYaeT BO3MOXXHOCTb BOCCTAHOBJIEHUA €ro MaTepuasibHOro HOCUTENS U WCMOJIb30BaHUS
(BOCNpoM3BeAeHNA) copeprxallencs B HeM nHpopmaLmn.

Mpn noBpexpeHun dusnyeckn o60cobneHHOro HOCUTEeNA  3JIEKTPOHHbLIX  OOKYMEHTOB
ocyllecTB/AsSIeTCA WX nNepe3annucb Ha apyron dusndyeckm o060cob/eHHbIN HocUTeNb C
HernoBPeXXAEHHOr o 3K3eMnispa HocuTens (B COOTBETCTBUM C MYHKTOM 12.4 Mpasunn)Eel,

MoBpeX4eHHbI HOCUTESb CNUCbIBAETCHA KakK MHBEHTapHasa eanHnua. B KHUre yyeTta HocmTenemn
3/IeKTPOHHbLIX AOKYMEHTOB AeNlaeTCs COOTBETCTBYOLWAA OTMETKa (CM. KOMMeHTapun K Fnae XXX

Mpaswun).

PelueHne 0 NPU3HAHUM apXMBHOI0 NOKYMEHTA HENCTMPABMUMO NOBPEXAEHHBLIM U CHATUW €ro C y4yeTa
NPVHUMAET YMNOJIHOMOYEHHbIN hefepasbHbIi OpraH UCMOJIHUTENbHOW BNAcTUN B chepe apXMUBHOIO

nena v JOenonpow3BoACTBa,

YNOJIHOMOYEHHbIA OpraH
Poccuniickon degepaunm B chepe apxXmMBHOro gena, opraH MECTHOro caMoyrnpaBaeHuns

WCMOJIHUTENIbHON BJlaCTU CcybbekTa

1831 g

OCHOBaHUW NMpeacTaB/IAeMbIX apPXMBOM IKCMNEPTHOr0 3aKJ/Il0YEeHNS U aKTa O HEeNCrnpaBuUMbIX
NoBpeXXAeHNAX apXUBHbIX OOKYMeHTOB (MpunoxeHue Ne 1 K MNpaBnnam).

Ha ocHOBaHMW MUCbMEHHOIO pPELLIEHNS YNOJIHOMOYEHHOI 0 OpraHa MCNOMHUTENIbHOM BNacTu B chepe
ApPXMBHOIO Aefa U34aeTcs NpuKa3 PyKOBOAUTENS apXnBa O CHATUN HEUCNPABMMO MOBPEXAEHHbIX
ApPXUBHbIX OOKYMEHTOB C yyeTa. He gonyckaeTcsi CHATUE C yYeTa U YHUYTOXKEeHUe HencnpaBuMo

noppeXxaeHHbiX YHUKaJIbHbIX JOKYMEHTOB.

XIV. Boipadya apXUBHbIX A,O0KYMEHTOB

14.1. Bblgavya NOAJIMHHUKOB apXMBHbLIX AOKYMEHTOB MPOU3BOAUTCA B ClelylolleM rnopsgke (cm.

Tabnnuy 6):

Tabavuya 6

Kyna BblgaeTcs

Bo BpeMeHHOe NoJ/ib30BaHMe opraHu3aunm-
¢oHao0bpa3zoBaTENIO NN €ro NPaABONPEEMHUKY
NpY HaJIMYUN rapaHTUAHOIO NUCbMa O
nocsienytollem Bo3BpaTe

015 BbINOJIHEHUA CNY>KeBHbIX 3a4aHnin B
apxuBe (ToJIbKO B OTHOLUEHUWN 0C060 LLEHHbIX
ONOKYMEHTOB N apPXUBHbIX JOKYMEHTOB,
MPU3HaHHbIX HAXOAALWMMUNCS B
Heya0BNeTBOPUTENBHOM (PU3NYECKOM
COCTOSIHUN)

AOna SKCNoOHNPOBaHMA BHE apXMBa

015 npoBegeHnsa GusnkKo-xmuMn4eckon,
TexHn4Yeckom n bnonormnyeckom obpaboTkm BHe
apxuBa, CO34aHNs CTPaxoBOro oHAa 1 hoHAa
Mosib30BaHUS BHE apXxuBa

Cyﬂ,EﬁHblM, NMnpaBoOOXpaHNTENIbHbIM N NHbIM

Ha KakomM oCHOBaHUN

no NMCbMeHHOMY YKa3aHWNKO pyKoBoONTENA
apxXxmBa nian ynoJIHOMO4eHHOro nm
OOJIPKHOCTHOI O Jinua

Ha OCHOBaHMWM AOroBopa C opraHMsaumen -
OpraHn3aToOpPOM BbICTABKMU,
npeaycMaTpUBaAlOLLErO TaKylo Bblaaydy

Ha OCHOBaHWM [OroBOpa C opraHu3auunei -
NCnonHmMTeneMm paboT, NpeaycMaTpMBatOLLEro
TaKyio Bbloavy

B nopsanke, npeayCcMoOTpeHHOM
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YMNOJIHOMOYEHHbIM OpraHam 3aKOHOAaTeNIbCTBOM Poccuimckon
depepaumn®®
NMoJ1Ib30BaTENIAM no NMCbMeHHOMY YKa3aHWNKO 3aMeCTuTenA

OnpeKkTopa, B 0653aHHOCTN KOTOPOro BXOAAT
BOMpOChLl o6ecnevyeHns COXpPaHHOCTH,
3aBeAyloLEro apxXmBoxpaHnanuwem v (nan)
3aMellaoLWero ero 4o/HKHOCTHOro anua (3a
NCKJIIOYEHMEM CJTyYaeB, NMpeayCcMOTPEHHbIX
nyHKTOM 14.2 Mpasunn)

Bblgaya apxmMBHbIX [OOKYMEHTOB ANA  BbIWEYNOMSAHYTbIX LUeslen U3  apXuBoXpaHuaumuia
MYHUUMNANIbHOrO apxuBa, My3es, 6ubnmoTekm n Hay4yHOW oOpraHu3aumm OCyLlecTBAseTCca C
MACbMEHHOr0 pa3pelleHns 3aBeaylolwero MyHUUMMadbHbIM apXMBOM, My3eeM, Gubnnortekon u
Hay4HOW opraHmsaumen.

Bblgayy apxMBHbIX OOKYMEHTOB W3 apXMBOXpaHWAWUWA W MNpueM ux obpaTHO, B TOM u4ucie
MOJIMCTHYIO MPOBEPKY HAJIMYMS U COCTOSIHUA apXMBHbIX OOKYMEHTOB Ha OyMa)kHO OCHOBE W
NMPOBEpPKY Ha BOCMPOU3BOAMMOCTb ayAWOBU3YyalsibHbIX [OOKYMEHTOB, nepen BblAavyendn WX Wus
apXMBOXpaHUAULLA U MNpu BO3BpaTe, MPOM3BOAUT PabOTHUK apxuBoxpaHunuwa. MOAUCTHYIO
MPOBEPKY HANYUSA U COCTOSIHUS apXMBHbIX [AOKYMEHTOB, BO3BpallaeMblX MO0JIb30BaTENSIMA B
4YnTaNbHOM 3ase, ocyLlecTBAseT PaboTHNK YATaNIbHOIO 3ana.

Ecnn nonb3oBaTesnb XKesaeT 03HAaKOMUTLCA C NOOJIMHHUKOM apXMBHOIMO AOKYMeHTa (Npuv Hanny4mu
(hoHAa MNosib30BaHUA), OH OOJ/DKEH NofaTb Ha UMSA OMPEKTOpa apxmBa NMUCbMEHHOE 3asBJieHUNE C
obocHOBaHMEM MNpPUYMH HeobxoomMoCTW 3Toro. ONns pacCMOTPEHUA 3asaBJIeHUs MNOJib30BaTeNs B
apxmBe coO30aeTcss KoMuccma (M3 He MeHee Tpex cneumannctos B obnactm obecneyenuns
COXPaHHOCTU apXMBHbLIX [OOKYMEHTOB), KOTOpas BblAaeT 3aKJIlo4YeHUs O BO3MOXHOCTU nunbo
HEBO3MOXXHOCTW BblAayun NO 3aKa3ly NoJib30BaTeNs NOAJIMHHMKA apXMBHOIO AOKYMEHTa.

14.2. Ha OoCHOBaHUN YTBEPXAEHHOI0 PYKOBOAUTESIEM apxmBa WM YMOJHOMOYEHHbIM UM JIULIOM
3aKJII0YEHNSA KOMUCCUN MPOUN3BOANTCS BblAa4a NOJSIb30BaTENAM NOLJIMHHUKOB HN)XEeNepe4nciaeHHbIX
APXUBHbIX LOKYMEHTOB:

YHUKallbHbIX;

nMerwwmnx s OCI'.)OpM)'IeHVIVI nan NnpmnnoXXeHmm K HUM gparoueHHble MmeTaJlJibl U KaMHW;

MMeLWNX KOnuio poHaa rnosib30BaHUS;

MPU3HaHHbLIX HaXo4AWWMMUCA B HEyLOB/ETBOPUTEJIbBHOM (MU3INYECKOM COCTOAHUN B
COOTBETCTBMU C NYHKTOM 13.1 lNpaBun;

e C yracawwmm TeKCTOM, MpPU HaM4YUU MUTMEHTHbIX MSATEH, KOPPO3UU >Kesie30-rasnoBbiX
YEPHWUJ, HapyLeHUa CBSA3M KpPaCOYHOro CJio C OCHOBOW (pacTpeckuBaHWe, OCbINu,
rnopoLlueHne), Ha NoMKon byMare, Ha KaJibKe, UMEKLWNX CYpPryyYyHble U BOCKOBbIE Me4vaTwu,
noepexaeHne nepenseTta (packon 6s50Kka, HapylweHWe WWUTbs, BbiNAaEHWE JINCTOB),
KOPELLOK, KOTOPbI He MO3BOJISET PacKpbiTb AesI0 Ha POBHOM MOBEPXHOCTU, HE MPUYMNHAS
npu 3TOM MOBPEXAEHU neperyieTy M camoMy paesny (TONbKO AJ1g CaMOCTOSATENbHOro
KOMMPOBaHUS).
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B uensx NoAroTOBKM 3aK/I0HEHNS KOMUCCMEN OLeHNBAETCA Ha/In4YmMe B apXMBHOM JOKYMEHTe
yracawouwiero TekcTa, MMIrMEeHTHbIX MATEH, KOPPO3UN »Kefe30-rajiyIoBbiX YHEPHWUJI, HapyLUeHNs CBA3N
KpPaCO4YHOro CJ108 C OCHOBOW (pacTpeckuBaHme, oCbinn, NOPOLLEHNE) N IOMKOCTU HOCUTENS.

3akKJilo4YeHne O0JIKHO cooepXXaThb.

* Ha3BaHWE apXuBa,

® [aTy COCTaBJiIeHNA N HOMepP 3aKJIlo4YeHWs,

e BBOJHYI 4aCTb, B KOTOPOW M3/J1araeTcs OCHOBaHWe NMpoBeAeHUs 3acefaHus KOMUCCUU CO
CCbIJIKOW Ha 3aroJIOBOK M apXWUBHbLIA LWNEPP apXUBHOIO AOKYMeHTa, BO3MOXXHOCTb Jmbo
HEBO3MOXHOCTb Bblay4XM KOTOpPOro rMoJsib30BaTeNlo £BASeTCA npeaMeToM 3acefaHus
KoMmnccumu;

®* OCHOBHYK 4HacCTb, Ccoaep>Kallyo AoBOAbl KOMNCCUKN, NOCNTYXUBLWLINE OCHOBaHMEM ONA Oa4n
3aKJ1lo4eHnH,

* 3aKJIIOYNTEJIbHYIO Y4aCTb, coAepXXallytko BbiIBOOA O BO3MOXHOCTU nmbo HEeBO3MOXXHOCTMU
Bbloa4yn NoAIMHHWUKa apPpXNBHOIMo AOKyMeHTa.

CpOK NMOAroTOBKW 3aK/II0HEHUS U NepeaYdyn ero PyKOBOAUTESO apXMBa UM YNOJIHOMOYEHHOMY UM
MUY He AoJsKeH rnpeBbiwaTh 20 pabounx OHeNn co AHA OgopMJIEHUS MoSb30BaTesieM 3aKasa
(TpeboBaHUA) Ha BblAa4vy NOAJIMHHNKA apPXUBHOIO JOKYMEHTA.

Monb3oBaTeNb, 3aKa3aBLUMN MOAJIMHHNK YKA3aHHOI0 B HACTOSLWEM MYHKTE apXMBHOIMO AOKYMEHTA,
yBegomMnseTca (YCTHO mam no ero TpeboBaHUO - MUCbMEHHO, B TOM YUCJIEe C UCMOJIb30BaHUEM
NHOPMALNOHHO-TENIEKOMMYHMKALMOHHbIX CETEN) 0 HE06X0AMMOCTN PacCMOTPEHMSA 3TOro BONpoca
KoMuccumen.

MoanncaHHOe BCEMU YleHaMM KOMUCCUU C YKa3aHUeM X JOJ/DKHOCTEN U pacluMgpoBKON noanvcei
3aK/lIl04YeHNe MepenaeTcss PYKOBOAMUTENIIO apxXWBa WM YMNOJHOMOYEHHOMY MM /ULy, KOTOpbie B
TeyeHue AByx paboymx AHen nocse NnosyvyeHus 3akJIlYeHNs KOMUCCUM OOJKHblI yTBEPAUTb ero. B
TeyeHue nNaTn paboynx gHen Nonb3oBaTeNb A0JKEH OblITb YBEAOMJIEH O MPUHSATOM PELLEHUN YCTHO
unn no ero TpeboBaHWMO - MUCbMEHHO, B TOM YUC/ie C WCMOJIb30BaHMEM WHMOPMALIMOHHO-
TEeNEeKOMMYHMKALMOHHbIX CETEN.

B cnydae npuHATUA pelleHns O Bblgayn MoJib30BaTesl0 NOAJIMHHUMKA apXMBHOMO LOOKYMEHTA,
yTBep>XAgeHHoe 3akKjloHeHne KOMUCCUKM nepenaeTcd 3aBefyrwemMy apXmBoxXpaHuUamnwemM umin
3aMellaouiemMmy ero AoJIXXHOCTHOMY JInuy U CNY>XKUT OCHOBaHUEM A4 BblOa4n OOKYyMeEHTa.

3aK/lIloYeHNEe pPernucTpupyeTcss B KHUre yyeTa 3akJIlOYeHUWA U BKJOYaeTca B OeNo
COOTBETCTBYIOLLEr0 apXMBHOro (OHAA, K COCTaBy KOTOPOro OTHECEH MOAJIMHHMK apXMBHOMO
IOKYMEHTA.

14.3. Konuu choHAa rnonb30BaHUSA HAa MUKPOHOCUTENAX U hpusnyeckn 060cobneHHbIX 31eKTPOHHbIX
HOCUTEeNAX, XPaHAWMUXCA BHE YWUTaJIbHOro 3asia apxmBa, BblOalOTCA MOJib30BaTeNAM Mo
NMACbMEHHOMY YKa3aHWIo 3aMecTUTens AupekTopa, B 0053aHHOCTW KOTOPOro BXOAAT BOMPOCHI
obecnevyeHnss COXpPaHHOCTW, 3aBefdylollero apxumBoxpaHunuwem (otgesiom  obecneyeHus
COXPaHHOCTU AOKYMEHTOB).

14.4. O6a3aTesibHON NOJIMCTHOW NPOBEPKE Nepen BblAayvYen 1 Npu BO3BpaTe Ha MeCTa XpPaHeHUs C
NpocTaBJ/ieHNEM OTMETKN B INCTe-3aBepuTene nognexaTt apXUBHbIe AOKYMEHTbI:

Page 57 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

e 0c060 LLeHHbIE;

e yMeroLne B 0popMIEHNN NN NPUSIOKEHNN K HUM AparoLeHHble MeTasljlbl U KaMHN;

e HecbpolltopoBaHHbIE;

e colep)xallme aBTorpagbl, PUCYHKK, MOYTOBble N repboBble 3HAKW, MeYaTu, OTKPbITKM,
KOHBEPTbl C MapkKaMu, MNyCcTble CTPaHWUbl C BOASHLIMW 3HAaKaMW W ApYyrve papuTeThl,
NoTEeHUMaNIbHO NPeACTaBAAIOLWMNE KOITIEKLMOHHbIN MHTEPEC;

e paHee He BblAaBaBLUMECS (TONLKO NMpU NMNEPBO BbiAaye).

Mocne NnoAncTHOWN NMPOBEPKWN O€ela B HENO BKJ1IaOblBaeTCA JINCT-3aBEepUTESb.

ApXI/IB CaMOCTOoATENIbHO oOnpeaendeT COoCTaB [OpPpYyrnx apxmBHbIX AOOKYMEHTOB, MoaJsiexxallnx
MOJIMCTHOWN NMPOBEpPKE.

Ha MecTo BblgaBaeMblX M3 apXMBOXPaHUINLLE eOUHUL, XPaHEeHUA W onuncen pen, OOKYMEHTOB
noakKsiaabiBaeTCA KapTa-3aMeCTUTeb.

14.5. EAuHUUbLI XpaHeHWs, BblAaBaeMble W3 apXMBOXPaHUAULLA, AOJSKHbl MMETb HaHeCeHHbIN
HEenocpeaCTBEHHO Ha HUX U (UAK) NepBUYHOE CPencCTBO XpPaHEHUs, B KOTOPOM OHU HaxXxoAdATCH,
apxmMBHbIN WKdp (NYHKT 22.6 T[lpaBwua), MNpPoHyMepoBaHHble JNCTbI, JINCT-3aBepuTenb Jena
(nyHKT 23.2 TlpaBun, [lpunoxeHune Ne 8 Kk [lpaBunaMm) U JUCT WUCNONb30BAHUA apPXUBHbIX
OOKYMeHTOB. B ciy4yae OTCyTCTBMA Kakoro-nmbo un3 nepeyvynciieHHbIX 3/1eMEHTOB OHU nepen
BblAa4yei [OKYMEHTOB A0/1>KHbI 6bITb BOCMO/HEHDI.

MoaoroToBKa apXMBHbLIX A€ K Bbla4vye U3 apXMBOXPAHUNLLA BKIOYaET:

® BbleMKY apPXUBHbIX O€en,

e CBEPKY apXWBHOro Wndpa 1 3arosIoBKOB (aHHOTALMIA) C ONMUCLIO [eN, AOKYMEHTOB (KHUIOM
yyeTa ayanoBuU3yasbHbIX 10KYMEHTOB);

®* MOJINCTHYIO NPOBEPKY apPXMBHbIX OeN1 - B BbllleYyCTaHOBJ/IEHHbIX C/ly4HaaX.

CBepKa apXMBHOro LWK@pPa apXMBHbIX OOKYMEHTOB C OMUCbIO Oes, OOKYMEHTOB (KHMUIoW y4yeTa
ayOnoBU3YyaslbHbIX [OKYMEHTOB) MpennosiaraeT NpoBepPKY NPaBUIbHOCTU 0OPMEHUS 0BI0XKKM U
TUTY/NIbHOIO NINCTa Aesia, MEePBMYHOro CPeAcTBa XpaHEHUs ayAnoBU3yaslbHOrO [OOKYMEHTa Ha
NJ€HOYHOM HOCUTENe, 3NIEKTPOHHOIO AOKYMEHTa, NPaBMUIbHOCTM COCTaBJIEHUS 3aroJioBKa U wudpa
eOVHULbBI XpaHeHus. Mpu HaNMYMM MHOXKECTBEHHbIX WM 0O6BEMHbIX WCMpaBsieHUn 06s10KKa ©
TUTYJIbHbIA IUCT 3aMEHSAOTCSA C COXPaAaHEHUEM NpPU HEOOXOAMMOCTUN CTAPON 06JI0XKKMN.

B cnyyae Bblgayn OTAENbHbIX apPXUBHbLIX LOKYMEHTOB U3 OeN B YMTasIbHbLIA 3aJ71 OHN BbIAAKTCH B
obnoxke, Ha KOTOpOIZ npocTtaBndaeTcd COOTBGTCTByiOLLI,I/IVI wTaMmr.

Monb3oBaTeno BbiAaeTca paboynii 3K3eMnaap 3/IEKTPOHHOro AOKYMEHTa WW ero Komnus Ha
6yMa)kHOM HocuTene. B cnyvyae Heob6XoQMMOCTY 3aBEPEHMNST KOMUIA 3SIEKTPOHHbIX OKYMEHTOB Mpwn
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NX Bblgaye Mo 3anpocy MnoJsib30BaTesIel UCNONb3YyeTCs 3/IEKTPOHHAs NoOANMUCL PYKOBOAUTENS apXMBa
WA YNOJIHOMOYEHHOr0 WM [OOJ/DKHOCTHOrO nvua, 5nbo MNpovM3BOAUTCS 3aBEpPeHue Komnumu
3/IEKTPOHHOIr0 [OKyMeHTa Ha ByMa)kHOM HocuTese B yCTaHOB/IEHHOM MOpsaKe.

14.6. ApxuBHble OOKYMEHTblI (B TOM 4Yucae kKonuu ¢oHAa MoJIb30BaHUA) BbIOAOTCA Ha CPOKW,
yKa3aHHble B Tabnuue 7.

Tabavua 7
Monb3oBaTeNaM B YNTASIbHbIA 3an 0o 20 paboyunx gHen (kpoMme 0Cob0 LEHHbIX
OOKYMEeHTOB, BblJaBaeMbIX Ha CPOK He Hosee
10 pabounx oHen)
Ong BbinonHeHUs paboTHUKaMK apxuBa 0o 120 pabounx gHen

MOpy4YeHUN pyKOBOAUTENS apXmnBa nim
YNOJIHOMOYEHHOro UM ninua B npegenax
COOTBETCTBYIOLLUUX MOJIHOMOYNI (CNy>KebHbIX

3a0aHuNn)
Bblaava apXMBHbIX OOKYMEHTOB AN Ha CpPOK, onpenesieHHbI COOTBETCTBYIOLLMM
3KCMOHMPOBaHUSA, NpoBeaeHna HU3nNKo- 0OroBOpOM

XUMMNYECKOW, TeEXHNYECKON U bnonormnyeckom
06paboTKM BHe apxmBa

CpOKVI Bbloa4 apXMBHbIX OOKYMEHTOB BO BpeMeEHHOE MoJib30BaHNeE:

®oHpo006pa3oBaTeNO UM €ro NPaBONPEeEeMHUKY OMnpeaesiatoTCs apXnUBOM Mo COr1acoBaHuUIO C
HWM, HO HEe MOTYT MPEeBbILLIATh WECTU MecsLEeB

CynebHbIM, MPaBOOXPaHUTENbHBIM U MHbIM B COOTBETCTBUM C TpeboBaHUAMY

YNOJIHOMOY€HHbIM OpraHam 3aKoHogaTenbcTBa Poccuiickon depepaumn®H

Mpwn Hann4nm hoHAa NOSb30BaHUA BblAadva MOAJIMHHUKOB apXMBHbIX JOKYMEHTOB OCYLLEeCTBAsSeTCS
B cooTBeTCTBUU C TpebosaHnamn nasbl XIV Mpaswuin.

Ecnn noctynana npockba oT Nosib3oBaTesNiq 0 MPOAJIEHNN CPOKA HAXOXXOEHUA 3aKa3aHHbIX UM fen,
OOKYMEHTOB B YMTaJ/IbHOM 3aJle, AaHHbIN CPOK MOXKeT bbiTb NMpoasieH He Bbonee yem Ha 10 paboynx
OHen.

Ecnn |'|0JJ,06paHHble nena, nOKyMeHTbl He Obinn BOCTpeGOBaHbI nonb3oBaTesieM, nocyie ncrtedeHud
YyCTaHOBNIEHHOrO Cpoka (cM. Tabnuuy 5) OHU MoanexaT BO3BpaTy B apXMBOXpaHwiulie 6e3
yBeAOMJIeHNs nosib3oBaTens 4,

14.7. Bblgaya apXWBHbIX OOKYMEHTOB B 4YUTalsibHbI 3ajJ MPOW3BOAMTCHA Ha OCHOBaHWM 3aKa3sa
(TpeboBaHMA) Ha Bblgady apXMBHbLIX OOKYMEHTOB, KOMWi ¢OoHOa NOoJSb30BaHWUSA, onucen pgen,
OokymeHTOB (Popma Ne 15) n perncrpmpyeTrcs B KHUre Bbliga4yn apXUBHbIX AOKYMEHTOB, KOMWWA
hoHAa MONb30BaHUA M3 XPaHUAMLWA B YNTasibHbIA 3an (Popma Ne 27), B KOTOPOW pacnucbiBaeTCs
paboTHUK YMTanbHOro 3ana. MicnonHeHHbI 3aka3 (TpeboBaHWe) Nonb3oBaTeNs HamnpaBasaeTCa B
YMTasbHbIA 3as1 BMECTe C BblAAHHbLIMU APXMBHbLIMW OOKYMEHTaMW N XPaHUTCA B JINYHOM Aene
nonb3oBaTens.

Bbigayva 3JIEKTPOHHbIX Konumn OOKYMEHTOB B YNUTasbHbIA 3a/1 MOXKET OCYLLEeCTBNATbLCA:

Page 59 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

e Ha husnyeckn 060cobneHHbIX HOCUTENSX;

* N0 WMHMOPMALNOHHO-TEJIEKOMMYHNKALMOHHON CEeTU apxuMBa B pPaMKax WCMNOJb30BaHMUS
cneumann3npoBaHHOro NpPOrpaMMHoOro obecneyeHuns, BXOASLLEro B cocTaB
NH(OPMaLMOHHOWN CUCTEMbI apXuBa.

Bbloaya apxMBHbIX OOKYMEHTOB pPabOTHUMKY apxuBa AJ19 WUCMOJSIb30BaHUA B CAYXebHbIX Uensax
MPoM3BOANTCA Ha OCHOBaHWM 3aka3a (TpeboBaHMS) Ha Bblgady apXMBHbIX OOKYMEHTOB, KOMUNA
oHOa Monb30BaHMA, onucen pen, pokymeHToB (Popma Ne 15), KoTopbil BU3MpyeTCH
pyKoOBOOMTENEM COOTBETCTBYIOLLEro NoApa3aesieHns. 3akas (TpeboBaHne) perncTpupyeTcs B KHUre
Bbl4a4YM apXMBHbIX JOKYMEHTOB, KONU hoHAa MOSb30BaHUS N3 XpaHMUAULLa B pabo4yne nomelleHuns,
B KOTOpON paboTHUK, MOMYHYMBLUNIA apXUBHbIE OOKYMEHTbl, PaClUCbIBAETCH 3a KakAyl eaunHuuy
XpaHeHuns. 3akas (TpeboBaHMe) XPaHMTCS B apXUBOXPaHUAMLLE NOC/E CAAYN apPXUBHbBIX LOKYMEHTOB
00 MNHOBaHMA HagobHOCTK, HO HE MEeHee O4HOro roga, Nocsie Yero NOAJIEXMNT YHUYTOXKEHUIO.

Bbloa4ya apXUBHbLIX OOKYMEHTOB B na6opaTop|/|ro apXmnBa Npoms3soanUTCA Ha OCHOBaAHUM 3aKa3a Ha
npoeeageHme COOTBETCTBYOLLNX pa60T N perncTpnpyeTcd B KHUre Bblaa4n apxXmBHbIX JOKYMEHTOB,
Konun POHAa MOJSIb30BAHUSA U3 XPaHUNNLLA B na6opaTop|/uo, B KOTOpOI7I pacnnucbiBaeTCA pa6OTHI/IK
na60paTop|/||/|. 3akas YHNTbIBaA€TCA B na6opaTop|/||/| N B COOTBETCTBYHOLWEM NogpasgeneHnn apxmea n
CNY)XXWNT KOHTPOJIbHbIM OOKYMEHTOM 3a XOAOM npoBeneHma BCeX 3TaloB pa6OTbI C apXBHbIMUA
ONOKYyMeHTaMW.

Bblga4va apXMBHbIX JOKYMEHTOB BO BpPeMEHHOEe MoJib30BaHWe NPoM3BOAUTCA Ha OCHOBaHUM aKTa O
BblJa4Ye apXMBHbIX [OOKYMEHTOB BO BpPEeMeHHOe rmosb3oBaHMe (Popma Ne 2) B nopsagke,
YCTaHOBJIEHHOM NYHKTOM 14.1 MpaBu, 1 perncTpupyeTcsa B KHUre BblAa4n apXUBHbIX LOKYMEHTOB,
Konun oHAa NoNb30BaHUA U3 XpaHWINLLAE BO BPEMEHHOE MOoJib30BaHMeE.

Bblgaya KUHO-, HOHO- N BUAEOLOKYMEHTOB BO BPEMEHHOE Mosb30BaHWEe U npueM ux obpaTHO B
apXuMB ocyLlecTBnseTcss C oba3aTeNbHOM NPOBEPKOM Ha BOCMPOM3BOAUMOCTb C WUCMOJIb30BAHUEM
KOHTPOJIbHO-U3MepUTEsIbHOM annapaTypbl.

3aKa3 apXMBHbIX OOKYMEHTOB MO0JIb30BATE/ISIMU MOXET OCYLLECTBAATLCA Yepe3 MHPOPMALIMOHHYIO
CUCTeMy apxuBa.

14.8. BblgaBaeMble apXMBHble  OOKYMEHTbl PEerncTtpumpyroTcs B  KHWUrax Bblgadyn U3
apXUBOXpPaHMINLLA, KOTOPbie BEAYTCA B KaXKA0M apXUBOXPaHMUAMLLE pa3aesibHO Mo BUAY Bblaayn (B
YMTasbHbIA 3an, paboTHMKaM apxmBa OJ19 WUCMOJSb30BaHMUA B C/AYXXEOHbIX Lenax, BO BPEMEHHOE
noJib30BaHUe), nan B MHPOPMALIMOHHON CUCTEME apXMBa.
14.9. Nony4eHne n BO3BpaT PabOTHUKOM apxuBa (B TOM 4ucne paboOTHUKOM 4UTaNbHOro 3ana)
KaXAoN eAuHULbl XpaHEeHUs NOATBEPXOAeTCA B KHUre BblAa4M €ro JIMYHOW MNOAMUCBID WUAN B
WHOPMaLMOHHON CUCTEMe apXuBa.
14.10. Ha wMecTa XxpaHeHWUs BblJaBaeMblX apXMBHbIX [OOKYMEHTOB MOAK/IaAblBAaeTCA KapTa-
3amecTuTensb (Popma Ne 26), B KOTOPOW yKa3biBaeTCA:

* apXuBHbIN WNGP;

e NaTa BblAa4YN eAVNHULbI XpPaHEeHNS;

e haMuIng N NHNLUMan.l paGOTHI/IKa apxXmBa Nnn nNoab3oBaTesid.

14.11. KoHTponb 3a cobnogeHneM CPOKOB BblAa4yn Oef OCYLLEeCTBASETCS:
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e MyTeM BbIBEPKU KHUT BblAa4Yu, MPOBOANMON HE pexxe O4HOro pasa B KBapTaJl;

¢ B aBTOMAaTU4YeECKOM peXxnme B I/IH(DOpMaLI,I/IOHHOIZ cncremMe apxmea.

Mpu BbISBNEHUN (PAKTOB HAPYLLUEHNS CPOKOB BO3BPaTa apXUBHbLIX [IOKYMEHTOB NMPUHUMAOTCSA MepbI
Nno UX BO3BPALLEHWNIO Ha MecTa XpaHeHusa. Ecnm HeBo3BpalleHNe apXUBHbIX JOKYMEHTOB B CPOK B
apXMBOXPaHUAULLE BbI3BAHO HEOOXOAMMOCTbIO WX AafibHENLWero WCnosb30BaHUsl, BblAava
nepeocdopmaseTcsa. Mpu 3a4ep>xke BO3BPALLEHUS APXUBHbIX OOKYMEHTOB 6€3 yBaXXUTeNbHbIX
NPUYYH NPUHUMAIOTCSA Mepbl AN X HEMeAJIEHHOr0 BO3BpaTa B apXMBOXPaHWINLLE.

B uensax KOHTPOJIA 3a COXPaHHOCTbLIO apPXUBHbIX OOKYMEHTOB noapa3gesieHne, oTBeTCTBEHHOE 3a
XpaHeHne APXNBHbIX OOKYMEHTOB, nposoaAnT NMPoOBEPKN COXpPaHHOCTN BblOAaHHbIX n3
apXmBoxXpaHuanila APXUNBHbIX OOKYMEHTOB, a TakKXe TEXHNYECKOro COCTOAHNA n
BOCNPoOn3BOANMMOCTN 3SNEKTPOHHbLIX OOKYMEHTOB N WX Konun Ha dpurnsnyeckmn 060cobs1eHHbIX
MaTepuanbHbiX HocuTenax. [lpoBepkn MpoBOAATCA B TMJIAHOBOM nMopsaAgke WM Mo Mepe
Heobxo4NUMOCTKM MO COorsiacoBaHUIO C PYKOBOACTBOM apXuBa.

|-|pl/l BO3BpalleHNnNn apXmMBHbIX OOKYMEHTOB B apXMUBOXpaHWIMLWE OCYLLeCTBAAeTCA MNOJZINCTHaA
npoBepka nx PU3NYeCKOro CoCToAHMSA B yCTaHOBAeHHOM nopsgke (Fnasa Xl lMpaswua). B kKHure
BblAAYM APXUBHbLIX LOKYMEHTOB AeslaeTCsa OTMeTKa O BO3BPalleHUM apXMBHbIX [OOKYMEHTOB,
BblAaHHbIX BO BPEMEHHOE MNO0JIb30BaHNE, B MPUCYTCTBUM BO3BPATMBLLNX NX PabOTHMKOB apxmBa wuan
npeacTtaBuTenen opraHmsaumm - ¢QoHaoobpasoBaTena (mpaBornpeeMHuka). Ecnm  BbiSsBAEHLI
MoBpeXAEHNS BO3BPalLaeMbIX apXMBHbIX JOKYMEHTOB, COCTaB/SAETCA akKT B MPONU3BOJIbHON hopMme,
KOTOpbIM NoanucbiBaeTcad paboTHUKOM apXuBOXpaHWaMLLA W AWULOM, BO3BpaLLaOLWMM apXMBHbie
OOKYMEHTbI, U MpencTaBnseTca Ha pacCMOTPeHNe pyKOBOACTBa apXxuBea.

ApxuB o06si3aH yBeAOMWUTb MOJIb30BaTesIl O TOM, YTO MOJIb30BaTe/lb OTBEYAET 3a COXPAHHOCTb
NMONYYEHHbIX apXMBHbIX OOKYMEHTOB M cobntogeHne npasBua paboTbl C HUMKM B COOTBETCTBUM C
«[opAnKOM UCMonb3oBaHMa. .. » 23],

14.12. B cny4vaax NoBpeXX4eHUs NN XNWeHNs apXMUBHOIMo AOKYMEHTa apxmB 0653aH:

* He3aMensinTesibHO 06paTVITbCFI C 3aABJieHNneM B MNMpaBoOOXpaHUTEJIbHbIe OpPraHbl;

* NPoONHPOPMUPOBATH yI'IOJ'IHOMO‘-IEHHbIIZ opraH WNCMOJIHNTESIbHON BNacTn B chepe apxXmMBHOIo
nena,

e MPUHATbL Mepbl K BO3MeLLeHMIo ylepba B COOTBETCTBUM C 3aKOHO4aTeNbCTBOM POCCUINCKON
depepaunn®,

XV. NepemMelleHUe apXUBHbIX O,OKYMEHTOB

15.1. MNepemelLeHne apXNUBHbIX LOKYMEHTOB B apXmMBe OCYLLeCTBAeTCA:

e MeXxay TeppuTopuasbHO YyAaNe€HHbIMU 303aHUAMU - C pa3pelleHns YMNoJHOMOYEHHOro
denepasbHOro opraHa WCMOJIHUTENbHOW BAacTM B Cepe apxuBHOro pena wu
0enonponsBoACTBa, YMOJIHOMOYEHHOr0 OpraHa WCMNOJIHUTENbHON BNacTu CybbekTa
Poccunckon depepaumnm B chepe apxXmMBHOro gesa, opraHa MecTHoro camoynpasnemalﬂl:
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e MeXAy 30aHUAMU, HaXoAAWMMNUCA Ha OHOW OXPaHAEMO TEPPUTOPUN, UK BHYTPU 30aHNS
apXxmMBa - C pa3pelleHns PyKoBOAMTENS apXUBa UM YNOJHOMOYEHHOr0 UM AOJIKHOCTHOIO
nvua.

15.2. Onga npopeaeHMda MacCCoBOro nepemMelleHna apXmBHbIX OOKYMEHTOB (He MeHee TPETN OT
obuwero obvema XPaHAWNXCA B apxXxmnee eanHUL, xpaHeva) OonyckKaeTcd npueievyeHnme CTOpOHHeIZ
opraHun3sauunn no goroesopy.

15.3. MNpwn TpaHCNOPTUPOBKE apPXUBHbLIX JOKYMEHTOB BHE apXMBa O0JI>KHbI ObITb:

e cobnofeHbl Mepbl MO UX OXpaHe W yCJIoBUS, MpefoTBpallalolime BO3LEACTBME Ha HUX
BPeAHbIX (DaKTOPOB OKpy>KaloLlen cpefbl U MeXaHUYeCKUX MOBPEXAEHUn nocpencTBOM
NPUMEHEeHMNs creumanbHbIX Tapbl U YNaKOBKU;

e obecrnevyeHO KX COMPOBOXAeHMe PaboTHMKOM apxmBa MpPU MEPeBO3KE aBTOMOOUbHbLIM
TPaHCMNoOPTOM.

HeraTuBHble MocneacTBUa nepeMeLleHnst JOKYMEeHTOB CyLLeCTBEHHO YMEHbLUATCA U CBOAATCA K
MUHUMYMY TMpU MPaBUIbHOW OpraHu3aumm paboT U BbIMOJHEHUN TexXHUYeckux TpeboBaHuin
nepemMelleHns. ApxuB [oJKeH 3abnaroBpeMeHHO MOArOTOBUTLCS K MepeMeLlleHnto ¢oHAOoB,
onpenennTb NOpPsSAOK M O4epelHOCTb MepeBO3KM B COOTBETCTBUM C YYETHOW CUCTEMOWN apXuBa,
cneunuKon pasMelleHns MaTeprasioB B CTapoM 3aHnM U NMJIaHOM UX pa3MeLleHNsi B HOBOM.

HeykocHuTensHoe cobnoaeHne njaHa W MOoCAenoBaTeNIbHOCTUM MNepeMeLleHnss  apXMUBHbIX
OOKYMEHTOB SIBJISETCS OPraHM3aLMOHHOMW OCHOBOM OXPaHHbLIX W 3aWMTHLIX Mep, y4yeTa W
(h13M4ECKON COXPAaHHOCTN.

I"IepeMeu.l,eHVle N pasmMelleHne nOKyMeHTOB OOJIXKHO OCYLLeCTBNATbLCA B NOMelWeHNAX, oTBe4Yalownx
APXNBHbIM Tpe6OBaHI/IFIM N TOJIbKO MNpwn MOJIHOWM FOTOBHOCTM HOBOIO 3[aHMNA K npmnemy NOKyMeHTOB.

He ponyckaeTcsi nepeBo3Ka W pa3sMelleHMe apXuMBHbIX [OKYMeHToB 6e3 npegBapuTesibHOW
NMPOBEPKN CUCTEM >XM3HeobecnevyeHus 34aHWS U OTHOENbHbIX MOMeleHnn B paboyeM pexnme
aKcnayaTauuu.

Ocoboe BHuMaHMe obpawaetca Ha paboTy cucTem oTOoMJIeHMA W  BeHTUAAuuMM (OCHOBa
KIMMaATUYeCKON U (U3MKO-OMOSIOrMYECKOM COXPAHHOCTU [JOKYMEHTOB), a TakKXe CUCTeM
BOoOOCHab)XeHnsa, asnekTpoobecrnevyeHns ” MNOXKapHOM 3awmnTbl (ocHoBa 6e3onacHoCTU U
6e3aBapuiiHoro xpaHeHus). MoaobHas NpoBepKa AaHHbLIX CUCTEM MMEET NPUOPUTETHOE 3HAaYeHME B
XOJIOAHbINA Nepunof (Hosibpb - anpens). Mpn MaccoBOM NepeMeLLeHNN apXNBHbIX IOKYMEHTOB CTapoe
N HOBOE 3[aHNs apXmMBa A0JIKHbI (PYHKLIMOHMPOBATb B LUTATHbLIX PEXMMAX XXN3HeobecnevyeHuns.

TpaHCNOPTMPOBKA apXUBHbIX AOKYMEHTOB NPON3BOAMNTCS NPU UX NMJIOTHOM YKNaOKe, NCKIIYaloLen
BO3MOXHOCTb MEpeMELLEHNS apPXUBHbIX AOKYMEHTOB BHYTPU YMaKOBKW, yOapOB W pPa3sINyHbIX
COTPACEHNN, NPU 3TOM (POHO- N POTOAOKYMEHTHI YMAaKOBbLIBAOTCS B BEPTMKAbHOM MOJIOXKEHUN B
KOpobku XKEeCTKOoWn KOHCTPYKL MK COOTBETCTBYIOLLEIO pa3mepa, obepHyThIe BO
BJlarOHENpoHMUaemMylo TKaHb. [pyrve ayaunoBusyalsibHble U 3JIEKTPOHHbIE [OOKYMEHTbl Ha
hursmnveckn 060cobaeHHbIX MaTepuasnbHbIX HOCUTENAX, Fpanyeckme n KpynHogopMaTHble Aena u
OOKYMEHTblI MoasieXxaT TPaHCMOPTUPOBKE TOJIbKO B YMNaKOBKE, B KOTOPOWM OHM XPaHATCH, WK B
crneunanbHo NpegHa3Ha4YeHHbIX 418 NX NnepeMeLlleHnsa cpeacTBax.

TpaHCNOPTUPOBKA apXUBHbIX OOKYMEHTOB Ha AaJibHUEe PacCTOAHNA MPOU3BOAUTCSA B YNAaKOBAHHOM
Bnae B KPbITOM TPaHCMOPTHOM CpeacTBe B COOTBETCTBUNM C MNMpaBuJlaMn nepeBo3KN LEHHbIX FPy308B,
YCTaHOBJIEHHbLIMW O0J14 COOTBETCTBYOLLEro Buaa TpaHCMNopTa.
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MNMepeBO3KM OOKYMEHTOB HeXeflaTeslbHbl B X0JI04HOE BpeMs rofa npu MUHYCOBOW TemriepaType. B
c/lydae HeobxoaMMoCTK cnefyeT nosib3oBaTbCs 0b6orpeBaeMbiMyM BUAAMM TPAHCMNOPTA.

Ons nepemMelleHNss apXMBHbIX OOKYMEHTOB BHYTPWU apxuBa WCMONb3YKOTCS TENEeXKU U apyrue
cpencTBa.

XVI. BpeMeHHbIN BblBO3 apXUBHbIX A,O0KYMEHTOB
3a npepgenbl Tepputopmuu Poccunckon depgepauum

16.1. OdgopmMsieHMe BpPEeMEeHHOro BbiBO3a apXMBHLIX [OOKYMEHTOB 3a rnMpefesbl Tepputopun
Poccuniickon ®depepaunmm OCyLLECTBAAETCA B COOTBETCTBUM C 3aKOHOOATeNbCTBOM PocCUNCKON
CDe)J,epaLu/u/l[%l 1N TaMO>XeHHbIM KogekcoM EBpa3nnckoro sKOHOMMUYeCKoro coro3zal®”,

[Nns paccMOTpeHMs BONpocCa O BblAaye 3aK/04eHns (pa3pelnTenbHOro JOKyMeHTa) Ha BpeMeHHbIN
BbIBO3 [OKYMEHTOB ApxuBHOro ¢oHaa Poccuiickon Odepepaunm apxuB npeacTaBnseT B
YNOJIHOMOYEHHbI efepanbHbli OpraH WCMNOJIHUTENbHON BNAcTU B cdepe apXMBHOrO Aena u
[enonpon3BoACTBa 3a8BJIEHNE, K KOTOPOMY NMpuaaralnTcsa cneayowme LOKYMEHThI:

e KOMMsA OOroBopa (Ha PyCCKOM $A3blKe) C MPUHUMAIOLLLEN CTOPOHOW, coaep>Kallero yCcsi0Bmsa 1
CPOK BpPEMEHHOro BblBO3a [OOKYMEHTOB ApxumBHOro ¢oHaa Poccuinckon Pepepaunn,
HeoTbeMJIEMON HaCTbio KOTOPOro ABMSETCSH NepevyeHb BPEMEHHO BbIBO3WMbIX AOKYMEHTOB
ApxuBHoro ¢oHaa Poccnnckon degepaunm;

* KOMNMSA OOKYMeHTa, MOATBEPXKAAKLLEero CTpaxoBaHMe BPEMEHHO BbIBO3MMbIX LOKYMEHTOB
ApxuBHoro ¢oHaa Poccunckon ®depepaunm B POCCUNCKOW CTPaxOBOW KOMMaHWM Ha BeCb
nepuopa nx BpeMeHHOro BbiBo3a € obecneyeHnemM BCeX ClyHaeB CTPaxXoBbIX PUCKOB (BKJI0OYas
puUCK Teppopuima) (C NPUSIOKEHMEM MNEepPeyHs 3acTpPaxoBaHHbIX [OOKYMEHTOB), snbo
OOKYMEHT O [OoCyfapCTBEHHOW rapaHTUM (UHAHCOBOIO TMMOKPbLITUA BCEX PUCKOB,
npeacTaB/IEHHbIA CTPaHOW, MNPUHUMAIOWEN aPXUBHbIE [OOKYMEHTbl (C 3aBepeHHbIM
MepeBodoOM Ha PYCCKUN A3bIK);

* KOMUA [OKYMeHTa, MNOATBEPXAALWEro rapaHTUM roCynapCTBEHHbIX OPraHoB CTpaHbl
Ha3HaYeHMs1 B OTHOLUIEHMUN COXPAHHOCTM W BO3BpaTa BPEMEHHO BbIBO3MMbIX AOKYMEHTOB
ApxunBHoro doHaa Poccuiickon ®enepaumm (C 3aBepeHHbLIM NEPEBOAOM Ha PYCCKUI S3bIK);

* CMNUCOK BPEMEHHO BbIBO3MMbIX OOKYMEHTOB ApXMBHOro (oHAa Poccuinckon degepauunm no
yCTaHOBJIEHHOW hOpME;

e 3ak/lo4YeHne ¢OHOO0BO-3aKyNnoO4YHOM KoOMUCCUKM 00 YyCTaHOBJIEHUU CTPaxOBOM OLEHKU
O0OKyMeHTOB ApxmnBHoro oHga Poccuinckon degepaunn;

e 3aKJ/Il0MeHMe pecTaBpaLMOHHOro coBeTa O COCTOAHUW COXPAHHOCTU 3afBAdAEeMbIX K
BPEMEHHOMY BbIBO3Y OOKYMeHTOB ApxmnBHoro oHaa Poccuinckon depgepaunn;

* NMUCbMEHHOEe corjlacue Ha BPEeMEHHbIN BbIBO3 OOKYMEHTOB APXMBHOro poHAaa Poccuimnckon
®epepaumn  opraHa WCMNOJIHUTENLHOW  BJIACTW, MECTHOro CaMOyrpaBieHUs  wuan
BbILLECTOSALEN OpraHn3aunm, B BeAeHUn KOToporo(omn) HaxoanTca XpaHnnuile.

B cooTBETCTBMM C YCTAHOBJIEHHbIM MOPSAKOM TFOCYAApPCTBEHHOW 3KCMEPTU3bl M KOHTPOJA 3a
BbIBO3OM W BBO30M KYJIbTYPHbIX LLEHHOCTEA ANS MOoJyYeHUst CBMAETeNbCTBa Ha MpaBO BbiBO3a
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KYJIbTYPHbIX LLEHHOCTEN C TeppuTopun Poccuiickon degepauunm, ykasaHHble JOKYMEHTbI BMECTe C
3aKJ/Il0YEHNEM YMOJIHOMOYEHHOro (enepanbHOro oOpraHa WCMOJIHUTENbHOW BlacTu B cdepe
apPXWBHOIO JieNna 1 4efonpon3BoACcTBa U APYrMMn HeobXoAUMbIMY [OKYMEHTaMM NpeCcTaB/IaloTCA B
cneunanbHO YMNOJIHOMOYEHHbI (elepasnbHblA  OpraH WCMOJNIHUTENBHOW BRacTu B cdepe
rocyapCTBEHHOIro KOHTPOJIS 3a BbIBO30M 13 Poccuiickon denepaunn n BBO30OM Ha ee TeEppPUTOpPUto
KYJIbTYPHbIX LIEHHOCTEN.

[Onsa BblAavun 3ak/0yeHns 0 NpPoASIeHUN CPOKa BPpeMeHHOro BbiBO3a JOKYMEHTOB ApXUBHOIo ooHAa
Poccunckon ®depepaunmm He nosgHee 4em 3a 20 OHeM OO0 ero UCTeYeHuss B CreumalibHo
YNOJSIHOMOYeHHbIN (efepabHbll OpraH WUCNOJHUTENbHOW BRacTU B Chepe rocygapCTBEHHOro
KOHTPONA 3a BbIBO30OM W3 Poccumnckon ®depepaumm M BBO3OM Ha €€ TeppuTOPUIO KYNbTYPHbIX
LeHHocTeln (PocapxuB) npeacTaBfislOTCA BblllenepeyncsieHHble AOKYMEHTbI, KpoMe 3aKJlo4YeHUs
(hOHO0BO-3aKYNOYHON KOMUCCUM XPaHUINLLA.

XVIIl. BbisBieHUEe YHUKaJIbHbIX U 0CO00 LLeHHbIX J,OKYMEHTOB

17.1. BoiiBneHne yHuKasbHbIX OOKYMEHTOB apXWB MPOBOAWUT B COOTBETCTBUU C MOJIOXKEHUEM O
BeoeHUn FocypapCTBEHHOro peecTpa YHUKallbHbIX AOKYMEHTOB ApXMBHOro ¢oHpa Poccuimnckom
depepaumnnt®e.,

OTHeceHMe apXUBHbIX NOKYMEHTOB K YHUKaJ/IbHbIM JOKYMEHTAM OCYLLIECTB/IAETCSA B COOTBETCTBUN C
PernameHToM FocynapCTBEHHOMO peecTpa YHUKasbHbIX JOKYMEHTOB ApX1BHOro ¢oHaa Poccuiickonm
depepaumn 1 BKAOYaeT B cebs:

¢ 3aMoJIHEHNE Ha KaXKbl BbIABEHHbLIN NMOTEHLMaIbHO YHUKAJIbHbIA JOKYMEHT JINCTa y4yeTa U1
OMUCaHUA YHUKaNbHOro AokymeHTa (Popma Ne 35) B ABYX 3K3eMMAsipax, a Takxe - B
3/1IeKTPOHHOM BUAE;

* PAacCMOTPEHME IKCMEPTHO-NMPOBEPOYHON KOMUCCUEN (MU OPYrvUM COoBeLLaTeIbHbIM OPraHoMm)
apxvBa npeacTaB/ieHHbIX MaTepunasos;

* NpenocCrtaBsieHNeE He MeHee ABYX 3KCMNEPTHbIX 3aKJII0OYEHNN HE3aBNCUMBbIX SKCMepTOoB;

* NpefcTaB/ieHNEe NPensioKeHUA O BKJIIOYEHUW BbISBJIEHHbIX MOTEHUWaNbHO YHUKAJSIbHbIX
OOKYMeHTOB B [OCyfapCTBEHHbIA peecTp YHUKasbHbIX OOKYMEeHTOB APXUBHOro qoHpAa
Poccurickon ®epepaumm B yNoJIHOMOYEHHbIN hefepasibHbll OpraH NCNOJIHUTENIbHOW BNacTu
B chepe apXMBHOrro Aena n Aesionpon3BoaCcTBa.

FocynapCTBEHHbIM peecTp YHUKaJIbHbIX OOKYMEHTOB BedeTcs Kak B BymMa)kHoW cdopme, Tak U B
FocynapcTBeHHOW  MHGMOPMALMOHHON cucTteMe  «lOCydapCTBEHHbIN  peecTp  YHUKaJbHbIX
O0OKyMeHTOB ApxnBHoro ¢oHaa Poccuinckon degepaunm».

ApxuBbl cybbekToB Poccuinckon depepaumm oCyWECTBAAIOT TakXe OeATe/IbHOCTb MO BbIABAEHMNIO
YHUKaJIbHbIX OOKYMEHTOB N BKJIIOYEHUIO UX B pPeecTpbl YHUKAJNIbHbIX OOKYMEHTOB, BEAYLUMXCA Ha
YPOBHE COOTBETCTBYlOWeEero cybbekTa Poccminckon depepaumn.

17.2. OTHeceHne apXMBHbIX OOKYMEHTOB K 0COB0 LLEHHbLIM OCYLLIECTBJISIET 3KCMEPTHO-MPOBEPOYHas
komnccma (pnanee - 3IMK) cooTBeTCTBYOWEro qenepasbHOro rocygapCTBEHHONO apxuBa,
YMNOJIHOMOYEHHOro opraHa WUCNOJIHUTENbHOW BfacTu cybbekTa Poccuiickon Pepepaunm B chepe
ApXMBHOrO pgena, Hay4HOM oOpraHm3auunm, 3KCnepTHas (OHAOBO-3aKyrnMo4YHas KOMUCCUSA
rocyfapCTBEHHOro, MYHUUMNANbHOrO  My3es, 3KCNepTHas KOMWUCCUS  rocynapCTBEHHOWN,
MYHMUNNAIbHON 6ubnnoTekn®,
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YNONHOMOYEHHbI OpraH WUCMOSHUTENbHON BRacTu cybbekTa Poccuiickon depepaunn B chepe
apXMBHOrO [hesla BMpaBe [AesierMpoBaTb Ha3BaHHbIE MOJIHOMOYUA TFOCYOApPCTBEHHOMY apxXuBY
cybbekTa Poccuinckonm degepaumn.

XVIIl. CtrpaxoBou ¢hoHp,

18.1. B uenax coxpaHeHus OOKYMEHTHOW MHGoOpMauuu Ha cay4Yan yTpaTbl UAKM MNOBPEXAEHUS
NMOAJINHHNKOB YHUKaJIbHbIX N 0C060 LEHHbIX JOKYMEHTOB apXuB CO30aeT CaMOCTOATESIbHO U (1n) C
npuBAE€YEeHNEM Ha JOrOBOPHOW OCHOBE CTOPOHHEN OpraHm3aunm CTpaxoBon poHLa.

CTpaxoBOW KoOMWen apXMBHOIFO [OOKyMeHTa Ha OyMaXHOM HocuTene SBASeTCA HeraTuBHas
MUKpocopMa  (MUKpOUABM  UAN  MUKpoduMwa) 1-ro  MOKONEeHWsi, M3roToBJIEHHass  Ha
oTorpacdmyeckon ranoreHmpocepebpsaHo  MnaeHKe COOTBETCTBYKOLLEro Tuna MeToAoM
onTuyeckoro oTorpacnpoBaHnsa LOKYMEHTOB.

CTpaxoBOil KOMWEN KUHOOOKYMEHTa fABASETCA nMepBas COBMeLLEHHas Konus opuruHana,
N3roTOBJIEHHAA Ha MNJIeHKe COOTBETCTBYIOLLEro TUNa MeToA0M KOHTaKTHOM nevyaTu:

e 0N OpuUrvMHana, colep>kallero HeraTuBHoe M306parkeHune, CTPaxoBOW KOMuen sABNseTCs
NPOMEXXYTOYHbIA NMO3UTUB;

* ONA OpuUrnHana, coaepxawero rnosnmtTuBHoe |/|3o6pa>KeHv|e, CTanOBOI7I Konuem ssnseTcs
KOHTpaTumn,

e N1 OpWUrMHaNa 3BYKOBOro (UJibMa CTPaxoBOW KOMUEN ABNAETCA COBMELlEHHble KOoMuu
n3obpaxkeHns ©n  (OHOrpamMMbl  MPOMEXYTOYHOrO  MO3UTMBA WAW  KOHTpATUNa,
COOTBETCTBYlOLME TUMNY N306paKeHns B OpurnHane.

CTpaxoBoil Konueihn BUAEOLOKYMEHTA SABNSETCS MepBas KOMWS OpWUrMHana, W3roToBJieHHas B
¢opmaTe opurnuHana cnocobom BMAEO3BYKO3aNNCKU HA MarHUTHOM neHTe. CTpaxoBble KON MOTYT
C034aBaTbCA TaKXXe Ha ONTUYECKUX AUCKaX 04HOPA30BON 3anuncu.

CTanOBOIZ Konuen (hoHOOOKYMEHTa sBJIAeTCA NepBas KONNUA oOpuUrnHasna, U3roToBsIeHHas crnocobom
MarHMTHOWN 3BYKO3arnuncun Ha MarHUTHOWN NeHTe COOTBETCTBYlOLLEro Tuna.

Ona yHUKanbHbIX (OOHOLOKYMEHTOB CTPaxoBble KOMUM MOryT ObiTb W3roTOBJIEHbI CMNOCOBOM
MeXaHW4eCKoW 3ByKO3anucu B BUAE rpaMopurnHanios.

CTpaxoBon konnen hoToA0KYMEHTA ABASETCS rNepBas KONus opuruHana, U3rotoBieHHas Ha YepHo-
6enon naeHke COOTBETCTBYIOLWEro ThWna MeTOAO0M pPernpoayumpoBaHUS UM KOHTAKTHOM MnevyaTwu.
Tun CcTpaxoBOW Konmuu (POTOLOKYMEHTa onpenenseTcs BUAOM OpurnHana: Oonasa Heratuea (Oy6,b-
HeraTmMBa) CTPaxXOBOW KOMUEN ABNAETCHA MPOMEXYTOYHbIN MO3UTUB, ANA Anano3uTuBa (cnhanga),
no3mTuea, oybnbL-no3mTuea - aybnb-HeraTme, 0aa QoTooTnevyaTKa - HeraTus.

CTpaxoBoe KOMMpoOBaHME MPOU3BOOMTCS B COOTBETCTBUM CO CTaHAapTaMu, MNPUHATBIMUA W
BBEOEHHbLIMN B OENCTBME YMNOJIHOMOYEHHbIM (hedepasbHbIM OpraHoM MCNOJIHUTENbLHOW BAacTU Mo
TexXHUYeckoMy peryamposaHuio n meTponornn*®l Ctpaxosoe KonuposaHue NPOBOAUTCS C
CO6J'IIO,£I,eHI/IeM cncreMaTmnlaunm eanHUL XpaHeHna B onncun gen, JOKYMeHTOB. CTanOBOMy
KOMMPOBaHUIO MOANEXKAT BCE BXOAALME B €QNHNLLY XPaHEHNSA apXUBHbIE LOKYMEHTbI (e ANHULbI
y4yeTa).

18.2. O4yepeOHOCTb CTPaxXoOBOro KOMMPOBAHUA ornpenenseTcsas apXuBoM C y4eToM (IMU3NYEeCKOro
COCTOAHUSA WU WHTEHCUBHOCTU WCMNOJIb30BaHNA apXMBHbIX [OOKYMeHTOB. [lepBooyepefHOMY
KOMNWUPOBaHMIO MoasexaT YHUKaJsibHble, 0C060 UEeHHble [OOKYMEHTbl C MOBPEXAEeHUSIMU
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MaTepuasbHOro HOCUTENS U NOKYMEHTHOM UHOPMaLMN.

Co3paHne cTpaxoBoro ¢oHAa Ha 0Cob0 LEeHHble OOKYMEHTbl OCYWeCcTBAAeTCs: denepasbHbIMU
rocyfapCTBEHHbIMW apXMBaMmn, HaxogoaAWMMUCA B BedeHunm PocapxumBa, 3a cyeT 6104>KeTHbIX
aCCUrHOBaAHUN, NpeayCcMOTpPeHHbIX B depepanbHoM Boa)xeTe PocapxuBy. Co3gaHme CTPaxoBOro
poHOa Ha ocobo UeHHble OOKYMeHTbl B APYrMX apXxmBax MNpPOM3BOOAMTCH 3a cYeT BlaXKeTHbIX
aCCUrHOBaHMM  cooTBeTCTBYylOWMX  6rogxeToB cybbekToB  Poccuinckon  depepauunn "
MYHMUMNaIbHbIX 06pa3oBaHUN.

MoAroToBKa YHMKasbHbIX AOKYMEHTOB M 0CO60 LIEHHbLIX OOKYMEHTOB K CTPaxOBOMY KOMMPOBAHUKO
OCYLLECTBNAETCHA B COOTBETCTBMU C MOPAAKOM BblAa4n apXMBHbIX OKYMEHTOB N3 apXUBOXPaHWUINLL
(Fnasa XIV MpaBun).

18.3. CTpaxoBoMYy KOMUPOBaHWIO MognexaT BCe Bxogdwue B eAuHULY XPpaHEeHUs apXUBHble
OOKYMEHTbI.

lMpwn CTpaxoBOM KOMUPOBaHWW paclUMBKa Aesi NMPOU3BOAUTCA MO COrJslacoBaHWIO C PYKOBOACTBOM
apxmBa npu MOSIHOM HEBO3MOXXHOCTU KOoMnmupoBaTb MnepenfsieTeHHoe Aeso. 1o OKoOHYaHuu paGOTbI
neJsio nepenseTaeTcs na6opaTop|/|e|7| nnn OpraHI/IBaLI,I/IeIZ-I/IBFOTOBI/ITeJ'IeM CTpaXoBbIX KOMWi 3aHOBO.

18.4. I‘Ipvl npmnemMme N3roToBJIEHHbIX CTPaXO0BbIX Konun npoeepAaeTcd NoJIHOTa BbIMOJIHEHUNA 3aKa3a Ha
KonmpoBsaHme, KOJIN4eCTBO KOMUIN, KOMMNEKTHOCTb, npaBMJIbHOCTb W MOJIHOTa 3aloOJ/IHEHNA aKTOB
TEXHNYECKOro CoCToAaHnA.

18.5. MpoBepka HaAN4yns, TEXHUYECKUN KOHTPOJIb, PU3NKO-XUMNYECKasa N TexHNnYeckas obpaboTka
CTpaxoBoro ¢oHAa MpPoBOAATCA B TOM >Xe Mopsiike, 4TO M ayAnoBM3YyasibHbIX [OKYMEHTOB
(cornacHo nasam X wm XIlI MpaBwun) - oAnH pas B NATb Je€T, NPU 3TOM €XerogHOMY KOHTPOJIO
nonnexut He MeHee 20% CTPaxoBbIX KOMUA.

18.6. CTpaxoBoli (poHA [OJ/DKEH XPaHUTbCA TeppuTopuasiibHO 060C06M1eHHO OT apXMBHbIX
[OKYMEHTOB:

e (pbenepanbHbiMN apxmBamMn - B hefepasibHOM Ka3eHHOM y4ypexxaeHunm «LeHTp xXpaHeHus
CcTpaxoBoro poHpa» (panee - UXCO);

e OCTasibHbIMU apxuBamun - B UXCO nnm B crneymnasbHOM apXnUBOXpaHUINLLE, PacrnoylOXXEHHOM
Ha TeppuTopumn cybbvekTa Poccuinckon depgepaunn.

Pa3pelueHne Ha nepenavy cTpaxoBoro ¢oHaa B LUXCO gaeT ynosIHOMOYEHHbIN heaepasbHbIA opraH
WCMNOJIHNTENIbHON BNaCcTU B cdepe apxXMBHOro paefla WM penonpoussBoncTtBa no obpauweHuto
denepasnbHOro rocyaapCTBEHHOro apxmeBa nan yrnosiHOMOYEHHOr0 OpraHa UCNONHUTEIbHON BNAaCTuU
cybbekTa Poccuinckon denepaumm B chepe apxmMBHOIro nena*®t; B cneunansHoe
apXMBOXpaHMUNLLE, PacnosioXXeHHOe Ha TeppuTopun cybbekTa Poccuinckon depepaumn -

YMNOJIHOMOY€EHHbIN OpraH UCMONHUTENbHOM BNacTun cybbekTa Poccuinckon @enepaumnm B chepe

apxuBHoro genat9%,

18.7. lMpuem-nepenada cTpaxoBoro ¢oHAa apxmBa OCYLWLECTBASETCSA Ha OCHOBaAHUWM MpUKasa
COOTBETCTBYHOLW,Ero YNOJIHOMOYEHHOr0 OpraHa UCNOJIHUTESIbHOW BacTW B Cpepe apXMUBHOIro Aesna u
ochopmnseTcs akToM (npunoxkeHue Ne 3 k Mpasunam)3,

XIX. ®OoHA NONb30BaHUA

®OoHA NOosb30BaHUA - 3TO COBOKYMHOCTb Konunn APXNBHbLIX OOKYMEHTOB, BbINOJIHEHHbLIX Ha
pa3nnyHbIX MaTepuaJibHbIX HOCUTENAX W NpeaHa3Ha4YeHHbIX ON4 WUCnosb3oBaHMA C LeJblo
obecneveHns COXPaHHOCT OpPUTrMHAJIOB apPXWMBHbIX OOKYMEHTOB. Ha KWHOOOKYMEHTbI Ha
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HNTPOOCHOBE B obsizaTenbHOM nopsiake cospaeTcsa poHA Nosib30BaHNA Ha 6e30nacHbIX HOCUTENSNAX.

19.1. Onsa BbiBeOgeHMa u3 obopoTa MNOOJIMHHMKOB apXWMBHbIX AOKYMEHTOB apXuB MNpuv Haanyuu
(hUHAHCOBbLIX, TEXHUNYECKUX N KaJpPOBbIX BO3MOXHOCTEN co3aaeT hoHA NOJIb30BaHUA:

e OJHOBPEMEHHO C CO3aHNeM CTPaxoBoro poHOa;

* B 3JIEKTPOHHOM BUAE (3/1€KTPOHHbIN POHA NOJIb30BAHUS). DNEKTPOHHbLIA (hOHA MOSb30BaAHUSA
COLEPXKUT 3NIEKTPOHHbIE KOonun fokyMeHToB:4,

B oHA Mosb30BaHMA BK/OYAKTCSA MOJIHOCTbIO CKOMMPOBAaHHbLIE eAVHULbI XpPaHeHUs (eanHuLb
yueTa)22?! Konum oTaenbHbIX apXMBHbBIX JOKYMEHTOB MOMYT BK/OYaTbCA B DOHA MOL30BaHUA B
COCTaBe TeMaTMYeCKux noaAbopoK apXMBHbIX LOKYMEHTOB.

19.2. ®oHA NoNb30BaHUSA, CO34aBaeMbI 0AHOBPEMEHHO CO CTPaxoBbIM (POHAOM, N3FOTaBJNBAETCH B
KOMMAEeKTe, BKJAKOYaoLWweM (cm. Tabnuyy 8):

Tabauvuya 8

ON19 aPXMBHbIX OKYMEHTOB Ha ByMa>KHOM OLHY MUKPO(OPMY BTOPOro NoKoJieHUs Ha

HocuTene raforeHnpocepebpsaHon naeHke (HeraTuBHas
WA NO3NTUBHANA), N3rOTOBJIEHHYIO C
HeraTUBHOM MUKPOGOPMbI MEPBOr0 MOKOJIEHUNS,
N 0gHY MUKPOOPMY TPETbLEro MNOKOJIEHUS,
N3roTOBNEHHYK C MUKPOGOPMbI BTOPOro
MOKOJIeHUNS

ANS KUHOLOKYMEHTOB OQHY NMO3NTUBHYIO COBMELLIEHHYIO KOMUIO, OJUH
MPOMEXYTOYHbIN MNO3UTUB N306parKeHNs U1
OAMH KOHTPaTUM (hOHOrpaMMbl (7151 3BYKOBbIX
KWHOAOKYMEHTOB); AoMNycKaeTcs
[OMNONHUTENbHOE U3roToBNeHNe hoHaa
MO/Ib30BaHNA KMHOJOKYMEHTOB B BUAeE
BuaeocoHorpammioe!

nns oToN0KYMEHTOB OAWH NO3NTUBHbLIN (POTOOTNEYATOK N OAUNH
aybnb-HeraTums

0N POHOOOKYMEHTOB OOHY KOMWUIO Ha MAarHWTHOWM NEHTE UK B
COBpPEMEHHOM (NepcnekTMBHOM) hopMmaTe

ONs BAAEOLOKYMEHTOB OZHY KOMWIO HA MarHUTHOWN NeHTe Uan B
COBpPEeMEeHHOM (nepcrnekTUBHOM) popMaTe

19.3. DNEeKTPOHHbIA POHA MNOJIb30BaAHMS CO34aeTCsA B COOTBETCTBUM C TpeboBaHMSAMN NO CO34aHMIO,
XPaHeHUo, y4eTy M MCNOJIb30BaHUKD 3NEKTPOHHOro ¢oHAa Mosb30BaHUA, yCTaHaBMBaeMbIMU
YNOJIHOMO4YEeHHbIM hefepasibHbiM OPraHOM MCNOJHUTENbHOW BAAcTWM B chepe apxXMBHOrO nena u
nenonponsBoAcTBa, B ABYX 3k3emnaapax (cm. Tabanuy 9):

Tabauuya 9

Ha apXUBHble OOKYMEHTbI Ha 6yMa)KHOI7I OCHOBe nNyTeM ouUPPOBKN AOKYMEHTOB NN NX
MI/IKpOKOI'II/IIZ, B TOM 4Yucsie Hapsaany mnam eMecTo
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obsi3aTeNnbHOro KomnaekTa oHaa
Nosb30BaHNSA Ha MUKpPOHOCUTENE

Ha POTOAOKYMEHTbI nyTeM OLUN(PPOBKN OOKYMEHTOB UK NX
MUKPOKOMWIA, B TOM YUCSie Hapsay Win BMecTo
06a3aTesIbHOro KoMMJekTa oHAa
NoJsib30BaHNSA Ha MUKpPOHOCKTENE

Ha KMHOZOKYMEHTbI, (POHOAOKYMEHTbI U NyTeM OLUNMPPOBKN MNOANNHHUKA
BUOEOOOKYMEHTHI

DNEeKTPOHHbLIN POHA MNOJIb30BaHMS MOXXET COMlep>KaTb 3JIEKTPOHHbIE KOMUM apXMUBHBIX, B TOM 4YuUcCse
ayOnoBU3YyasibHbIX, AOKYMEHTOB HUW3KOro pa3pelleHuns (MNpoKCU-konuu), npenHasHavyeHHble AJs
npenBapuTeIbHOro 03HaKOMJIEHUS MOJSb30BaTeNel C cofepKaHneM aokymeHTos o7,

N3roToBuTenb konunm obecneymBaeT COOTBETCTBME BCEX BbINyCKaeMbIX Konun, He3aBUCUMO OT
dopMbl  NX npencTtasieHNs (aHanoroBass wan 3J'IeKTpOHHaFI), Tpe6OBaHI/IF|M ﬂeIZCTByDMMX
CTaHOapPTOB, YTBEPXXAEHHbLIX YMNOJHOMOYeHHbIM pefepasibHbIM OpraHoM WNCMNOJIHNTEJIbHON BNacTU
Mo TEXHNYECKOMY peryJimpoBaHUIO N METPOJIOT N,

Bce konuu npoxoasaT TeXHNYeCcKnunm KOHTPOJIb B na6opaTopv|v| nnnm opraHm3saunnm - N3arotoBuTese,
cBefleHMsa 06 Mx KayecTBe (PUMKCMPYHOTCA B aKTax TEXHUYECKOro COCTOAHUA KOMWUIA CTPaxoBOro
¢doHaa (No popMe aKTa TEXHNYECKOIrO COCTOSAHUS).

Mpy Npueme KOMUA MpPoBepseTCs MOJIHOTA BLIMOJIHEHUA 3aKa3a Ha KOMMWPOBaHWE, KOJIMYECTBO
KOMWUI, KOMMJIEKTHOCTb, NPaBULHOCTb M MOJIHOTA 3aMoJIHEHUS aKTOB TEXHWYECKOro COCTOSHUSA,
BU3YyasibHO-TEXHNYECKOE COCTOSIHNE KOMUNA.

19.4. ®oHpA NoJSIb30BaHMUA pa3MellaeTcqa B 3aBUCMMOCTN OT BUOa HOCUTENIA Konwi:

e POTOKOMUM - B TOM >XKE& apXuBoxXpaHwunuiie (NnoMellueHun), rae v NOOJIMHHUKN apXUBHbLIX
NOKYMEHTOB, C KOTOPbIX OHW ObIJIN U3roTOBJIEHbI, Ha OTAENbHbLIX CTEeNNaXKax Uan B WKagax
Nno NMopsAKY apXUBHbIX LUMGPOB;

* KOMMN Ha MWUKPOHOCUTENIe - B apxXMBOXPaHWAWULLEe, OTBeYalLeM YCJOBUAM XpaHEHUS
ayOunoBu3yanbHbIX OOKYMEHTOB (corsacHo nyHkKTy 5.14 [MpaBui) No nopagky apxXmMBHbIX
Wwmnpos.

3ﬂeKTpOHHbIIZ dOHA NMOJIb30BaAHNA XPAHUTCH:

e Ha du3nyeckn o060cobneHHbIX HOCUTENAX B MNOMelleHUsx, obecneymBaloWMX XpaHeHune
3NEKTPOHHbIX AOKYMEHTOB - MO MOPAAKY apXUBHbIX LUNGPOB;

* B WNH(POPMALMOHHON CUCTEME apxumBa, B WHPOPMALUMOHHON FOCyOapCTBEHHON
(pervoHanbHOM) CUCTEME, B TOM YUCSE C MCNOoJib30BaHMeEM 061a4HbIX naaTdhopmMm.

19.5. Bblgaya Konui poHAa MNonb30BaHUSA 0DOPMISieTCAa 3akaszaMmMu (TpeboBaHMSAMU) Ha Bbloavy
[OKYMEHTOB M PErncTpupyeTcsl B KHUre/KHUrax BblAavyn Konui oHAa nosib30BaHUsA, BeayLMXCs
LeHTPasIM30BaHHO NN pa3hesibHO MO KaXKA0oMY XPaHUJINLLLY.

Page 68 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Bbigada konun oHOa NMosib30BaHMNA OCYLLECTBSAETCS:

Ha MUKpOHOCUTENe B3aMeH NOAJINHHUKOB apXMBHbIX OKYMEHTOB
Mpu Ux 3aKase B COOTBETCTBUM € ['nason XIV
Mpasun

B 3JIEKTPOHHOM BUAe Ha u3snyHeckn 060cobneHHbIX HOCUTENSAX -

B3aMeH NOOJIMHHUKOB apXUBHbIX OOKYMEHTOB
nMpu Nx 3akase B cooTBeTCcTBUU C Mnason XIV
Mpasun

nocpeacTBoM MHHMOPMALIMOHHOWN CUCTEMBI
apxvBa B peXXMMe peasibHOro BPEMEHM Ha
TepMUHanax, npenocTaBIsieMbIX
NnoJsib30BaTesNIAIM B MOMELLEHNN apXuUBa

nocpencTBoOM MHPOPMALMOHHON CUCTEMBI
apxuBa (apxvBoB), MHHOPMALMOHHbIX
denepasbHbIX (pPermoHaNbHbIX) CUCTEM B
pexxume yaaseHHOro nosib30BaHuns

19.6. MNMpoBepKa HaAN4nNA, TEXHUYECKUN KOHTPOJIb, PN3NKO-XNMNYECKasa N TexHn4eckasa obpaboTka
(hoHAa MOJSIb30BaHMA Ha MUKPOHOCUTENe NPOBOANTCS (C LeNblo KOHTPOJIA 3a COXPaHHOCTbLIO KOMWIA
OOKYMEHTOB 1 opraHusauunm paboTbl MO CBOEBPEMEHHOMY BOCCTaHOBJIEHNIO hOHAA MOJSIb30BaHMSA) B
TOM XKe NopsaKe, 4To N 48 ayanoBun3syasbHbiX 4oKyMeHTOB (Fnasbl X-XII Mpaswnn).

O6beM U nNepumognyHOCTb pPaboTbl MO MPOBEPKE HaMYMS U COCTOSAHMS OHAA MNOJIb30BaHUA
onpegenseTca c y4yeToM ero obuwero obbema, coctaBa, UHTEHCMBHOCTU BblAaun KOMUIA N HacTOThI
NX BOCMPOU3BELEHUS, @ TaKXKe YC0BUIA XpPaHEHUS.

Pe3ynibTaTbl TEXHMYECKOr0 KOHTPOJIS (PUKCUPYIOTCS B aKTe TEXHMYECKOro COCTOSIHUSA CTPaxoBoW
Konuw, rae OaeTcs 3akJlyeHne o0 HeobxoAMMOCTU U CpoKax MpPoBefeHUs NpoduiakTUYecKux u
pecTaBpaLNOHHbIX PaboT 1 yCTaHaBAMBAOTCSA CPOKUN CeAYIOLEro TEXHUYECKOro KOHTPOIS.

XX. CTpaxoBaHue apXUBHbIX J,OKYMEHTOB

20.1. CtpaxoBaHue OOKYMeHTOB ApxuBHOro ¢oHaa Poccunckon ®Pepepaumm HamnpasseHO Ha
obecneyeHmne Mx COXpaHHOCTU, BO3MeLleHMe yulepba B cllydyae Kpaxku, yTpaTbl, MOBPEXAEHUA ©
MHOIr0 BO3MOXXHOIO0 yuiepba.

CTanOBaHI/Ie AdPXUNBHbIX OOKYMEHTOB, NpeaAHa3Ha4Y€HHbIX OJ14 SKCNMOHNPOBaHUA, OCYLLECTBNIAETCA B
obs3aTesbHOM nopsagke rmpum opraHnsaymmn 3apy6e>KHb|x BbICTaBOK. [1py 3TOM CTpaxylTCA KakK camu
OOKYMEHTbI, TaK N UX SKCNMOHNPYEMbIE KOIMnn, KOTOpPbIE MNMnoasiexXaT BO3BpPalUEHUNIO.

Mpn Hann4YMn BO3MOXXHOCTWU, AapPXMBHble OOKYMEHTbl PEeKOMeHAYyeTCA CTpPaxoBaTb TakKXXe Mnpu umnx
SKCMOHMPOBaAaHUN BHYTPW CTPaHbI.

YHUKaNnbHble [OKYMEHTbI CTpaxyloTcs B 06a3aTeNbHOM MopsaKe Mpu UX SKCMOHMPOBAHUM Kak 3a
pybe>xoMm, Tak 1 Ha TeppuTopumn Poccuinckon deapepaunn.

20.2. CTpaxoBaHMe apXUBHbIX OOKYMEHTOB OCYLLECTB/SAETCA B COOTBETCTBUM C 3aKOHO4ATE/IbCTBOM
Poccuitckoin ®epepauunto8l,

20.3. ApX1B NPOBOAUT CTPAXOBYIO OLLEHKY apXUBHbIX JJOKYMEHTOB CAMOCTOSTENIbHO B COOTBETCTBUM
C pekoMeHJaLMAMN YMOSIHOMOYEHHOro heaepanbHOro opraHa WCNONHUTENbHOW BNacTu B cdepe
apXUBHOro aena u genonponssoactea?l
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Pasmep CTpaxoBOM OUEHKW [OOKYMeHTOB ApxumBHoro ¢oHaa Poccunckon degepaunn
yCTaHaB/IMBaeTCA Ha OCHOBE CreLmanbHbIX MeToanyYecknx paspaboTok™ 2, PesynbTaThl cTpaxoBsoii
OLEHKUN AOKYMeHTOB ApxuBHoOro poHaa Poccuinckon denepaumm paccMaTpuBaloTCs
COOTBETCTBYIOLLLEN KOMUCCUEN FrOCYAapCTBEHHON0 apXuBa 1N 0hopMISIOTCA aKTOM CTPaxXoBOW
OLLEHKWN apXMBHbIX AO0KYMeHTOoB (PopMa Ne 11), KOTOPbLIN NPeACcTaBASETCA B COOTBETCTBYOLLNN
YMNO/HOMOY€EHHbIN OpraH UCNOJIHNTENLHON BAACTK B Chepe apxXMBHOro Aena.

IV paspen. OPFAHU3ALUNA YHETA 0LOKYMEHTOB APXUBHOINO ®OHAOA
POCCUNCKOWU ®EQEPALVN U APYINX APXUBHbIX 0LOKYMEHTOB B
APXUBE

(FnaBbl XXI - XXXIV Mpasun)

XXI. Obwwme TpeboBaHUA K BegeHUIo yyeTa
ApPXUBHbIX A,OKYMEHTOB (NyHKTbI 21.1 - 21.7 MNMpaBun)

21.1. Mo y4eTOM apXUBHbIX OOKYMEHTOB MOHMMAaeTCs YCTaHOBJIEHWE KoJindecTBa U COCTaBa
APXMBHbIX JOKYMEHTOB B Y4YeTHbIX eAnHULAX 1 hrkcaums (pernctpaums) NpMHanIexXHoCTU KaXKaomn
Y4EeTHON eAMHULbI K onpefesieHHOMY KOMMAEKCY 1 0bLLeMy NX KONMYECTBY B YH4ETHbIX JOKYMEHTaXx.
YyeT ofbecne4mBaeT uAEHTUDUKaALMIO, OPraHM3aLMOHHYIO  YNOPSAAOYEHHOCTb  ApPXMBHbIX
JOOKYMEHTOB, KOHTPOJIb 38 UX Haln4neM N COCTOSIHUEM, a TaKXXe BO3MOXXHOCTb aZipeCcHOro rnomcka
APXUBHbIX LOKYMEHTOB.

YHUKaibHble ANOKYMEHTbI noanexat y4eTy B rocy,D,apCTBeHHOM peecTpe YHUKaJIbHbIX JOKYMEHTOB
ApxuBHoro coHza Poccuiickoin Pegepaunmn (cM. Takxxe KOMMeHTapun K NyHKTY 28.1 Mpasun).

OokymeHTbl ApxmBHoro cdoHaa Poccuiickon ®depepaunn, xpaHswmecs B Mysesax u bubnmnorekax,
Hay4HbIX OpraHn3aunsax, y4MTbiBalOTCA B COOTBETCTBMU C [paBnaaMn n nopsagkoM, yCTaHOBAEHHbIM
YNOJIHOMOYEeHHbIM hefepasibHbiM OpPraHOM MCNOJIHUTENbHOW BAAcTM B chepe apXMBHOIO gesna u
pnenonpomnssoacTaatt2l,

Mepenaya y4eTHbIX CBEAEHUIN B YNOJIHOMOYEHHbI (heliepasibHbli OpraH UCNOJHUTESIbHON BNacTu B
chepe apxMBHOro Aesia M Oenonpou3BOACTBa (AN (elepasibHbiX FOCYyAapCTBEHHbLIX apXWBOB,
My3eeB, GUBINOTEK U Hay4YHbIX OpraHU3auuii) UAN B YMNOJHOMOYEHHbIA OpraH WUCMOJIHUTENbHOM
BJIaCTU B Cepe apxMBHOro Aena CcooTBeTCTBylowero cybbekTa Poccuiickonn ®epepaunmn
OCYLLIECTB/ISIETCSA B COOTBETCTBUMN C MOPSAKOM, YCTAHOBJIEHHbLIM YNOJIHOMOYEHHbLIM (heaepasbHbIM
OpraHoM WCMOSIHUTENBHOI BAAacTW B chepe apxXMBHOro Aefa u Aenonpoussoacteat3l:

* ©XEerofHo: B Xx04e aBTOMaTM3MpoBaHHOro cbopa BeLOMCTBEHHOW CTaTUCTUYECKON
MHopMaunm (Npu NpenocTaBieHUN rogoBon cTtaTuctuydeckon cgopmbl Ne 1 «[okasaTenu
OCHOBHbIX HamnpaBJieHU OeATeNbHOCTW» apxmBa); Npu rnepefayve CBeAEHUN U3
NPOrpaMMHOro Komnsekca <«ApXMBHbIN (POHA» B MNPOrpaMMHbLIN KOMMiekC «®DOHA0BbLIN
KaTanor»;

e OOMH pa3 B TpW roja: npu nNpenocTtaBseHUM nacnopTta apxuBa qenepasbHbIMU
rocygapCcrtBeHHbIMMN apXmBamMun, My3edAMMU, 6I/I61'II/IOTeKaMI/I, Hay4YHbIMX OpraHmn3aunamm,
henepasnibHbIMN OpraHaMm UCMNOJIHUTENIbHOW BAACTU N OpraHmn3aunsaMm, ocyLLecTBAAOWNMN
Oerno3nTapHOe XpaHeHWe [OOKYMeHTOB ApXxuBHOro doHaa Poccuinickon ®depepauyunn,
HaxoOsaWmnxcs B pefiepasibHON COBCTBEHHOCTY;

e He pe)xe 0AHOro pasa B Tpu rofa: npu nNpeanocTaB/ieHMN NacrnopTa rocynapCTBEHHbIMU U
MYHULMMNANbHBIMU apXnBaMu, My3seamun n bubnmotekamm cybbekTa Poccuiickon depgepaumu.
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FocynapCTBEHHbIE N MYHULUMAbHbIE apXNBbl YHYUTbIBAOT AaHHbIE 0 AOKYMeHTax ApXMBHOro hoHAa
Poccuiickon ®depepaumn, HaxoOAWMXCA B WUCTOYHUKAX KOMMAEKTOBaHWSA, Ha OCHOBe
npenocTaBasgeMblX 3TUMKU OpraHm3aumaMmm Ha 1 pekabps Tekywero roga nacnopToB apXuBOB
opraHmsauun.
21.2. B apxuBe BeayTcs obs3aTeNbHblE N BCMIOMOraTe/ibHble Y4eTHble AJOKYMEHTbI, COCTaB KOTOPbIX
yCTaHaB/IMBaeTCs apXnUBOM. ApXMBOM YyCTaHaB/IMBAETCS TakXe nocsieoBaTe/IbHOCTb BbIMNOJHEHUSA
paboT Mo y4yeTy MO apxvMBy B LEJOM U MO Ka)XOOMYy apXMBOXPaHWIMWY B OTOENbLHOCTW.
MocnenoBaTesibHOCTb BbINOJHEHNA paboT No y4eTy GUKCUPYETCA B CXeMe Yy4yeTa, KoTopas
yTBEpPXXOaeTCa NpUKas3oM pykosBoauTens (3aBeaytoulero) apxmaa(om).
B apxuBe BegeTcs:

* y4yeT NOCTYMJEHNSA apPXUBHbLIX AOKYMEHTOB (B T.4. HEOMUCAHHbLIX N HEMNPOMUIBbHbIX, @ TakXXe

CTpPaXxoBbIX Konum APXNBHbIX OOKYMEHTOB W Konumn Ct)OH,EI,a Mosb30BaHUA, onucen pgen,
,EI,OKyMEHTOB) B YHETHbLIX enHNLaX;

* yyeT BbIObITUA aAPXMNBHbIX OOKYMEHTOB (B T.4. HEoONUCaHHbIX © HenpoMU/bHbIX, @ TakKxe
CTpPaXxoBbIX Konun aAPXNBHbIX OOKYMEHTOB, onuncen gen, ,D,OKyMeHTOB) B YHeTHbIX enHNLUax;

* y4YeT HaJIN4Ynsl N COCTOAHNS aPXUBHbIX [OKYMEHTOB (B T.4. HEOMUCAHHbIX 1 HEMNPOMUSIbHBIX, A
TaK>Xe CTPaXOBbIX KOMUIA apXUBHbIX JOKYMEHTOB M KOMNUIA (poHAA NMOSIb30BaHNSA) B YYETHbIX
eNHNLAX;

* yyeT XPaHALWMXCA B UCTOYHMKAX KOMIMJIEKTOBAHUS apXuBa OOKYMEHTOB ApXMBHOro cdoHAaa
Poccuinckon ®epgepaumn 1 JOKYMEHTOB MO JINYHOMY COCTaBY B YYETHbIX eAUHULLaX;

* yyeT onuncen pgen, OOKYMEHTOB.

21.3. ObbekTaMm yyeTa B apXxmBe ABASAIOTCS:

e XpaHALLMECS B apXuBe AOKYMEHTbl ApXMBHOro choHaa Poccuinckonm degepaumu;

e IOKYMeHTbl ApxumBHOro ¢oHaa Poccuiickon degepaumn, XpaHALWMEcS B UCTOYHUKAX
KOMMJIeKTOBaHUS;

®* HeolnnCaHHble N HeI'IpO(DVIJ'IbeIe apXnBHble NOKYMEHTbI,;

® CTpaxoBble KON apPXNBHbIX OOKYMEHTOB,

* KOnmu q)OH)J,a MoJIb30BaHWA,

® NOKYMEHTbI Mo INYHOMY COCTaBy B OpraHm3aunax - UCTOYHNUKaX KOMMNJIEKTOBaHWA,

* Oonncun pen, HOKYMeHTOB.

Page 71 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

21.4. Y4eT OOKYMEHTOB, He BKJIIOYEHHbLIX B CcOCTaB ApxuBHOro doHaa Poccunckon denepaunn,
BeOeTCs OTAe/IbHO OT y4YyeTa AOKYMeHTOB ApxuBHoro doHaa Poccunckon depepaumn. Ons yyeTa
TakuX OOKYMEHTOB, B TOM 4YuKCJie OOKYMEHTOB MO JIM4HOMY COCTaBy, MPUHATbLIX MO AOrOBOPY Ha
XpaHeHne B apxmB, BeAeTCHd OTAEJbHbIA CANCOK (POHAOB, KHUIa y4eTa NOCTYMNJIEHN LOKYMEHTOB,
NUCTbl POHJ0B U Apyrue y4eTHble OOKYMEHTHI.

21.5. Y4yeT apxXmBHbIX AOKYMEHTOB 3a nepuon 0o 1917 rona BeneTcs B apxmBe OTAEJIbHO OT y4eTa
apPXUBHbLIX OOKYMEHTOB rocJjefylouero nepuoga € CaMOCTOATEsSIbHON MOPSALKOBON HyMepauumen
(hoHOO0B, T.e. BeAYTCHA [OBe KHUIM y4yeTa NOCTYMJeHuUn u [Ba crnmcka QoHpos. Uckwo4yeHue
COCTaB/IAOT Cneunasn3vpoBaHHble apxXmBbl, XpaHAWMEe apXMBHble OOKYMEHTbl JINYHOrO
MPONCXOXAEHUSA U ayOMNOBU3YaJibHble JOKYMEHTHI

21.6. Y4eT apXMBHbIX [OOKYMEHTOB B roCyOgapCTBEHHOM apxuBe, rocynapCTBEeHHOM My3ee,
bnbnnoTteke, HayyYyHOW OpraHM3aunn OCYLLECTBASAETCA CreunajbHbiM nogpa3fesieHneM wuam
BO3JlaraeTcs Ha creunanbHO BbigeneHHoro paboTHuka. B apxmBoxpaHuauwie rocyaapCTBEHHOIro
apxuBa, my3es, bubnmoTekn n Hay4yHoOm opraHm3aunm HasHavaeTcs pabOTHMK, OTBETCTBEHHbLIN 3a
y4yeT apXUBHbIX JOKYMEHTOB apXnBOXpaHuauLia.

YyeT apXUBHbIX OOKYMEHTOB, XPAHSALIMXCA B WCTOYHUKAX KOMIMJEKTOBAHUA rOoCyAapCTBEHHOro
apxuBa, OCYLLECTB/ISIETCS CreunanbHbIM Noapa3aesieHNeM apXnuea Uan Bo3siaraeTcst Ha cneumanbHo
BblAeneHHOro paboTHMKa, OTBEYAWLWIMX 3a OPraHW3aLUO KOMMJIEKTOBAHUS apxyMBa apXUBHbIMU
OOKYMeHTaMMu.

Y4yeT apXUBHbIX JOKYMEHTOB B MYHULUMAJIbHOM apXUBE N YHET apXMBHbIX JOKYMEHTOB, XPaHALLMXCS
B €ro WCTOYHMKAX KOMMJIEKTOBAHUSA, a TaKXe Y4YeT apXWUBHbIX OOKYMEHTOB B MYHULWMNANbHOM
My3ee, 6ubnnoTeke oCyLECTBASIOT PYKOBOANUTENb MYHULIMNANbLHOIO apxuea (My3es, bubnnortekn)
n/vnn cneymnanbHO BblAeNEeHHbIN paboTHUK.

21.7. Bce y4yeTHble OOKYMEHTbl apxuBa, 3a WUCKIOYEHMEM ONUCEN Lesl, OOKYMEHTOB, BELYTCSH B
ogHoM >3kK3eMmnaape. Onucb pfen, AOKYMEHTOB BedeTca B Tpex (uaum AByX - MO peLlleHuto
pyKOBOAUTENS apxuBa) 3k3emnagapax (NyHKT 37.6 Mpaswun). MepBbll 3K3eMOASp ONUCU ABASETCSH
CTpaxoBbIM. ApXNB BeOEeT y4eT KOMMNEKTHOCTU (3K3eMMISPHOCTN) ONUCEN.

3anucu B y4yeTHble JOKYMEHTbI apXBa BHOCATCA BO BCe UX SK3eMIMJIAPLI pa60THVIKaMI/I, YKa3aHHbIMN
B NyHKTe 21.6 lMpaBwn, Ha OCHOBaHUN COOTBETCTBYIOLWMX aKToB (cornacHo Mnase XXVI Mpasun), ¢
yKa3aHueM OO0JIXKHOCTU N AaTbl BHECEHMS.

BeneHue y4vyeTa B MHpOpMaALMOHHON CUCTEME apXMBa

NHpopMaLMOHHaa cncteMa apxmBa, NpefHasHavYeHHasa ons BefeHUs y4eTa apXmMBHbIX LOKYMEHTOB

B aBTOMAaTU3NPOBaHHOM peXxunme, A0JIXKHa obecne4ynBaThb:

* MOArOTOBKY JAaHHbIX, (hOpMUpPOBaHME N pacnevaTky ob6s3aTesNibHbIX N BCMOMOraTesbHbIX
y4eTHbIX AOKYMEHTOB apXuBa,

e (hOopMMpPOBaHME B aBTOMATM3NPOBAHHOM peXMUMe NacnopTa apXmBa, apXUBOXPaHUIMLLA;

e MpUeM © nepefayy YYeTHbIX CBeAEeHWA MO  3aliWULEHHbIM  UH(OPMALMOHHO-
TeNEeKOMMYHUKALMOHHbIM CETAM;

* VHMOPMALIMOHHYIO MOANEPXKY YHeTa;

e onepaTUBHOE NpeAcTaBileHNe CTaTUCTUYECKUX U CAPaBOYHO-UHMOPMALMOHHBIX CBEAEHWUIA
006 apXMBHbLIX OOKYMEHTaX, XPaHALWWUXCA B apXuBe, B TOM YMC/E O Ha/MYMM B apxmBe

Page 72 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

IOKYMEHTOB TOro WM UHoro ¢oHgoobpa3oBaTens.

MepeyeHb y4eTHLIX PEKBU3UTOB (MoNell) 1 NpaBuia UX 3anoJIHEHUS ONpeaeNsioTCA B COOTBETCTBUN
C nokasaTensmu o06s3aTeNbHbIX Y4YeTHbIX [OKYMEHTOB apxvWBa W YCTaHaBIMBAIOTCH
YMOJIHOMOYEHHbIM (hefepanbHbIM OpraHoOM MCMOMHUTENLHON BNacTU B Cchepe apXWMBHOrO Aena u
penonpownssoacTeatl,

B cnyyvae BKJIIOYEHUSA MY3ENHbIX NMPeOMETOB, XPaHALWMNXCA B apxmBe, B cocTaB My3selnHoro coHaa
Poccunckon depepaumnn, nx y4eT BefeTcs B MHHPOPMaLNOHHON CUCTEME apXUBa, COMPSXKEHHON C
depepanbHOM rocygapCTBEHHOM WHGPOPMaUMNOHHON cucTeMon «loCyOapCTBEHHbLIN KaTanor
My3eliHoro doHaa Poccuitckoin Pepepaunm»a],

Y4yeT KHUMXKHbIX MNAaMATHUKOB [OO0J/KEH MPOM3BOAUTLCA B WHMOPMALMOHHOW CUCTEME apxuBa,
conpsi>xeHHom ¢ O6LEepoCCNNCKNM CBOAOM KHUXHbIX naMaTHUKoB™ 8!,

XXIIl. Y4yeTHbIe eauHULbLI B apXuBe

22.1. OCHOBHbIMM Y4Ye€THbIMW eguHNLAMUN, B KOTOPbIX OCYWEeCTBAAETCA noAcyeT KoJim4ecTBa
APXUBHbIX JOKYMEHTOB B apXMBE, HE3aBUCUMO OT BUAa HOCUTeNs, cnocoba n TEXHUKK 3aKpenneHuns
MHOpMauUn, ABNATCSA:

* apXuBHbIN oHAO (O6beAUHEHHbLIN apXMBHLIN (OHA, a TakKXe MNpupaBHEHHAs K HeMy
apxuBHasa Kkonnekumns) (NyHkTol 2.1-2.3 Mpasun);

* eANHNUa XpaHeHna p[Ona OOKYMeHTOB Ha 6yMa)KHOM HOCUTene, CbOTO,EI,OKyMeHTOB n
3NIEKTPOHHbLIX OOKYMEHTOB.

AynunoBun3yanbHble LOKYMEHTbl Ha aHaJIOrOBbIX HOCUTENIAX TaKXe YYMTbIBAOTCA MO eAnHULAM
yJyeTa.

HeynopsiaoyeHHble apXUBHbIE AOKYMEHTbI (POCChIMNb) YY4UTLIBAOTCA U3 pacyeTa 150 NMCTOB B OA4HOM
YCJIOBHOW eAnHMLE XPaHEeHUS.

HeynopsigoyeHHble Hay4YHO-TEXHUYECKUE [OOKYMEHTbl (pPOCChiMb) Yy4MTbiBalOTCS U3 pacyeTa 50
nmcToB popMaTa A4 B OOHOI YCIOBHOW eAMHULE XPAaHEHUS.

ApXUBHbIE [OKYMEHTbl JINYHOFO MPOUCXOXKAEHUS, MNOCTYNUBLUME B HEyrnopsiAO4YeHHOM Buae
(HecchopMMpoBaHHbLIMU B AeNa (e ANHULIbI XPaHEHMWS) N HEOMUCAHHBLIMW), YYUTLIBAOTCS MO YC/IOBHBIM
eINHNLAM XpPaHEeHNs, KOTOPbIE MOFyT CollepXaTb:

* OOVH OOKYMeHT (anbboMm, pykonuch);

® HECKOJIbKO JOKYMEHTOB:

o 06beAMHEHHbIX MO TEMATUYECKOMY NPUHLMUNY (Nepenncka, CTUXOTBOPEHUS);

© 3annCaHHbIX Ha OAHOM HocuTene (TeTpadb, Mukpodunoem, CD n gp.).

22.2. Y4eTHble HOMepa 1 apxXmnBHble LWNAPbI
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YYeTHbIA HOMep ABAAETCA YHWKaJIbHbIM 0603HaYeHWeM y4YeTHOW efuHULbl, B COOTBETCTBUU C
KOTOPbIM OHa MOXKET 6bITb 0JIHO3HAYHO MAEHTUPULMPOBAHA.

Y4yeTHbIN HOMEp ABAAETCA COCTaBHOW 4YacTblo apXMBHOro wudgpa.

CocTtaB 1 cneundunka XpaHUMbIX B apxmBax AOKYMeHTOB TpebywT, B page cinydaeB, 6onee
nogpobHoro (meTasbHOro) ykKasaHWUs HOMepa eOuHUUbl XpaHeHusa/eauHuubl y4eTa, 6e3 ee
MpocMoTpa Jatoulee npepnctaBneHne o6 0COBEHHOCTAX [AOKYMeHTa (MpUMHaONeXHOCTU K
NCcTopmyeckoMmy nepuoay, Tune OKyMeHTauum, BUAe HOCUTENS, Haln4Ynum 4Yacten). B ceBA3m ¢ 3TuM B
apXxuBax MOryT NMPUMEHATbLCA pa3Hble N0 COCTaBy y4eTHble HoMepa.

Y4yeTHble HOMepa MOryT ObITb MPOCTLIMU (COAEP>KaTb TOJILKO LMpPoBOe 0603Ha4YeHME), COCTAaBHbLIMUA
(conpepxaTb uucppooe obo3HayYeHME N NHAOEKC B BUAe YCNOBHbIX 3HaKoB, OykB wu(unnn) uudp,
yKa3blBaeMblin Yepe3 nedunc) n paclumpeHHbIMK (cogepxaTb yKa3zaHMe Ha NOpSAAKOBbIA HOMEpP YacTu
eguHuLbl y4yeTa).

Y4yeTHble HoMepa POHAO0B MOryT O6bITb MPOCTbIMA U COCTABHbLIMU.

Mpumepsi:

npocTon Homep - ®.750, ®.1357;

COCTaBHOWN HoMep - ®. P-231; @, M-450 (P - npnHaafie)XHOCTb K COBETCKOMY nepuoay, M - napTUitHbIn oHA).

Y4yeTHble HOMepa onNucK MoryT 6biTb NPOCTbLIMK, COCTaBHbIMU, PaCLUMPEHHBLIMN.

MpuMepsr:

npocTon Homep - On.1, On.2;

cocTaBHON HoMep - On.1 n/c (nM4HbIN cocTaB); On.1T (TexHonormnyeckas), On.1r (rpamopurnuHanbl, rpamnaacTuHkm), On.1.MP3. On.1/312 (312 -

CTapbli HOMEep OnNucKn);

pacwmpeHHbin - On.1, 4.1; On.2, T.2.

Y4yeTHble HOMepa eduHWnU XpaHeHUus (e,l:l,I/IHI/ILI| yqua) MOryT ObITb npoCTbiMKN, COCTaBHbIMU W©
paclnpeHHbIMN.

e 1N [OKYMEHTOB Ha 6yMa)KHOM HocUTese (eAuHNLA XPaHEHNS):

MpuMepsr:

npocTon Homep - A.1, O.55;

cocTaBHoOW Homep - [.1a, O.558;
paclwmpeHHbIn Homep - O.1. 4.1; O.55. 4.2.

JonyckaeTcsa ncnosib3oBaHue JINTEPHbIX HOMEPOB eAUHUL, XPaHEHUS.

e [1ns ayAnoBM3yasibHbIX [OKYMEHTOB:

MpuMepsr:

OPOCTOA HOMEep efuHULLL ydeTa = 0-345 27372;
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COCTaBHOW HOMep eAnHULbl y4yeTa - Bd-238, BO-214, BP-1293 (Buaeodunbmebl); M-238; MN-41810 (rpamopurmnHansl, rpaMmnaactuHkm); M-6008
(MarHWTHbIN HOCUTENb);

pacLINpEeHHbIN HOMep eANHMLbI XpaHeHus - 28156-1, 28166-2, 28156-3; 555 - 1-4.
K y4yeTHOMY HOMepy eanHWnubl y4dYeTa KWUHOOOKYMEHTOB, (pOTO)J,OKyMeHTOB, CbOHO)J,OKyMeHTOB

nobaBnseTcsa ycnoBHoe 0603HayeHMe 3/1leMeHTa KOMMJeKTa, a TakXe MoxeT A00aBnaTbCs BUA
HOCMTensa nHpopMaumu.

Mpumepsr:

9-1U1X-14184-4 (B [aHHON yNakoBKe HaX0AUTCA YeTBepTas YacTb AEeBATUYACTEBOr0 NO3UTUBHOINO0 KMHOAOKYMEHTA - LIBETHOIO XYA0>KECTBEHHOIro

dnnbma, nmeroLLero LMGPOBYIO YacTb PacLUMPEHHOr0 y4eTHOro Homepa 14184).

22.3. Y4eTHbIN HOMEpP apXMUBHOro poHAa NMpucBamBaeTCa No cnucky c¢oHpos (MpunoxeHune Ne 5 K
MpaBunam). He ponyckaeTcs NpucBoeHMe OAMHAKOBbIX HOMepoB (OHAOB B npegenax oO4HOro
apxuBa.

Onuncam pen, OOKYMEHTOB MPUCBavBalOTCA ovyepenHble MopAaKOBble y4YeTHble HOMepa Mo JINCTY
hoHAa; Npn HehoHAOBON OPraHU3aL N apXUBHbLIX JOKYMEHTOB - MO JINCTY y4eTa ayanoBun3yasbHbIX
OOKYMEHTOB orpefesieHHoro Buza. He ponyckaeTcs MpUCBOEHME OonucaM fesi, OOKYMEHTOB
OANHAKOBbIX Y4E€THbIX HOMEPOB B Npedesiax 0gHOro ooHAaa (Konnekumm).

OaunHakoBble HOMepa MOryT npucBauBaTbCA OMNUCKA B Mpefesnax apxusBHoro ddoHda, npu
NCMNoJIb30BaHUN NNTEpPbI ANA 0603HaveHna Tnna DOKyMeHTauumn, snfa Hocutensa nHopmaumu.

Mpumepsr:

Oon.1 n/c;

On.1 K/4 (KNHOAOKYMEHT);

On.1 DVD.

Onwucn gen, OOKYMEHTOB TaK>Xe Yy4UTbIBAlOTCA MO peecTpy Oonuncen BasoBbIMU HOMepaMn.

EavHnuam xpaHeHus (eOguMHULAM y4veTa) Yy4YeTHble HOMepa MpUCBaMBAOTCA MO ONMUCKM  Oen,
NOKYMEHTOB.

22.4. K 0CO6EHHOCTSIM HyMepaunn apXnBHbIX POHA0B OTHOCSATCS:
* HEBO3MOXHOCTb MPUCBOEHWSI BHOBb MOCTYMMUBLUEMY apXMBHOMY oHAY HOMepa

yTpayeHHOro, BblObIBLLUEr0 apXMBHOro ¢oHaa nmbo Homepa oHAa, BOLeALIero B COCTaB
06beaNHEHHOr0 apXUBHOTO GOoHAA WM NPUCOEANHEHHOIO K APYroMy apXUBHOMY hoHAY;

¢ BO3MOXHOCTb NMPpUCBOEHUA 06'beﬂ,VIHeHHOMy apX1BHOMY (pOHAOY HOMEpa OAHOI0 N3 apPXUBHbIX
¢oHA0B, BXOAALLNX B €ro COCTaB;

e nobaBneHne NHLEKCOB K HOMepy (hOHAA;

MpuMepsi:

NHpekc «P», oTaensembii oT undpoBoro o603HavyeHNss HoMepa apxuBHoro doHaa aeducom (P-1, P-2 n 1.4.), MoXeT f06aBNATLCA K HOMepaMm

apXxmBHbIX (hoHA0B 3a 1917-1991 roabl.
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NHpekc N, oTaensembli oT LndppoBoro obosHavyeHMs HoMepa apxuBHoro doHaa aedwucom (M-1, M-2 1 1.4.), MoxxeT B06ABNATLCA K HOMEPY apXMBHOIO
doHpa, nocTynusLiemMy 13 apxusos KINcc;

e nobaBneHMe K HOMepy apXMBHOrO (pOHAa MO JINYHOMY COCTaBy 4Yepe3 Apobb HoMmepa
apPXMBHOrO (YOHa MO OCHOBHOW AeATEeNIbHOCTM TOro Xe oHaoobpa3oBaTens.

MNepeHyMepaLmsa apXnBHbIX (HOHAOB AOMNYCKaeTCa C pa3peLlleHns YNoJHOMOYEHHOro henepasabHOro
opraHa NCnosIHUTESIbHOM BNAcTK B chepe apXMBHOro Aena 1 AenornponsBoAcTBa, YNOJHOMOYEHHOr 0
opraHa WUCNOJIHUTENbLHOW BnacTu cybbekTa Poccuinckon depepaumm B chepe apxXUBHOro pena,
opraHa MecTHoro camoynpasnerHusa,

22.5. B cnucke ¢oHOOB yKa3blBaeTCs NocsiefiHee Ha3BaHuMe ¢QoHaoobpa3oBaTens, B pamMkax
nepuvona, 3a KOTOPbIA MPUHATbI apXMBHble OOKYMeHTbl. Bce nepenMeHOBaHWS yKa3blBalOTCA Ha
TUTYyNbHOM nncte onncu (Popma Ne 51) n B incte poHga (Popma Ne 36). MNpun 3Ha4YUTENBHOM YUCne
nepeMMeHoBaHNn ¢QoHOoobpa3oBaTeNs BCE OHM B XPOHOJNOMMYECKON MOC/enoBaTeNIbHOCTH
YKa3blBalOTCA B NPOAO/IKEHUN NNCTa (POHAOA, @ TakXKe B JINCTE NMepenMeHOBaHUN, KOTOPbLIA MOXET
COCTaBNATBLCA K OMNUCM U MoMewaTbCsa Mnocsie TUTYJIbHOrO JINCTa (CM. TakXe KOMMEHTapum K
NyHKTY 37.7 Mpasun).

22.6. ApXUBHBIN LWLINDP eANHULBI XPaHEHUS BKIIOYaEeT:

ohuLIMaNbHOE COKpaLLeHHOe HauMeHoBaHNe apXnea;

e HOMep apXuBHOro hoHAa;

HOMep onunucu aen, HOKyMeHTOB;

HOMep eanHnL bl XpaHeHNA.

ApXI/IBHbIIZ wndp eouHNLbI XpaHeHNs ayanoBn3yalibHbIX JOKYMEHTOB BKJIlOHaET:

e oduLMaNbHOE COKPaALLEHHOE HaMMEeHOBaHNE apXnBa;

e HOMep apXMBHOIro OHAa;

* HOMep onnucnm nen, JOKyMeHTOB;

* HOMep eaANHUNLLbI XpaHeHNA,

* B\ Konnekuunun,

* BUO HOCUTENA,

e 0603Ha4YeHNs BUOoB OOKYMEHTOB, BKJTOHYEHHbIX B KOMMJIEKT.
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APXUBHBIN WNDP €ANHNLbI XPaHEHWS ayAN0BM3YasibHbIX JOKYMEHTOB BK/OYAET:

ohuLIManbHOE COKpaLLEHHOE HAaUMMEHOBaHME apXnea;

HOMep apXUBHOro (poHAOa;
e HOMep onucu aen, OKYMEHTOB;
e HOMep eAVHUNLbI YYeTa.
B cocTaB apxuBHOro wudgpa B page UCTOPNYECKUX apXUBOB, UMEKOLWNX Ha XPaHEHUWN CJI0OXKHbIe Mo
cocTaBy QOHAbI, MOXKET BKJIIOYATbCH YKa3aHne roga, apxXuBHOWM CBA3KMN.
Mpumepsi:
PrBWA. ®.395. On.327. 1819 r. A.1118.

PFBUA. ®.37. On.1/191. Cs.3. 0.37.

22.7. EQHNUbLI XpaHEHNS apXUBHbIX NOKYMEHTOB npeacTtaBnatoT cobol, B 3aBUCUMOCTU OT BUAA
OOKYMEHTOB:

011 apXMBHbIX NOKYMEHTOB Ha OyMa)kHbIX HOCUTENsx - Aesio, npeacTaBnsoliee coboi
COBOKYMHOCTb IOKYMEHTOB WU OINH JOKYMEHT;

e 0/15 KUHO- U BUOEOOOKYMEHTOB (KpOMe 3/IeKTPOHHbIX) - ddmn3nyeckn 060cobneHHbIN pynoH
KWHOMNEHKWN, MarHUTHOM JIEHTbI NN KacceTa C 3anucbio n3obpasnTtensHON u/mnm 3ByKOBON
MHdopMaLunmn, pa3MmeLleHHbIN(asa) B Kopobke, dyTnspe nnm 6okce;

e NNa POTOAOKYMEHTOB (KPpOME 3NeKTPOHHbIX) - husnyeckmn obocobneHHbIn Kagp (HeraTus,
oybnb - HeraTue, MO3MTUB, CNang (AMano3nTUB), HECKOJIbKO KaApoOB NMaHOPAMHOW CbeMKMU,
oTAeNbHbIN  (POTOOTNEYaToK, PYynoH pAunadunabMa, ¢oToansboM, pasmelleHHbIN(ble) B
KoHBepTe, Kopobke;

e 0na ((POHOOOKYMEHTOB (KpOME 3NIEKTPOHHbLIX) - dusndeckn o6ocobneHHble pynoH
KWHOMNEHKN, MarHUTHOM unn 6GyMa>kHOW NeHThl, KacceTa, (POHOBaNMK, rpamMopurmHan,
rpaMmniacTuHKa C 3anucblo 3BYKOBOW WHGOpMaumu, pasMelleHHbl(as) B KOHBepTe,
Kopobke, pyTnsape nnu 6rokce;

e INA 3NEKTPOHHbIX [OOKYMEHTOB — 3JIeKTPOHHOEe Aefo, npeacTasnsiowee coboi
COBOKYMHOCTb 3/1IEKTPOHHbIX JOKYMEHTOB U/ OAWH 3/TIEKTPOHHbIN [OKYMEHT.

Tak, Hanpumep, OAHOW eauHULENn XpaHeHus byaeT sABNATbCA 6as3a HAaHHbIX, COCTOsLWAA U3
HEeCKOJIbKUX (halinoB, uan oTorpadus, BMAe03annuch, cocTosllMe U3 ogHoro ganna.

B ucKAounNTeNbHbIX Cny4YasX, OOKYMEHTbl, cocTosAlmne u3 bonblIOro Koan4yecTea (pa|7|nos, nnn
6onbLIOE KOIMYECTBO OOKYMEeHTOB No OAHOMY BOMNpPOCY - neperncHble JNCTbl, HOBOCTHbIE NNEHTbI N
ap., - MOryT ObITb pa36VITbI Ha HECKOJIbKO eAnHWL XpaHeHUA B COOTBETCTBUM C OrpaHN4YeHnamMm
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NCNoJsib3yeMbIX HOCUTENen MHpopMaummn, paisioBbiIX CUCTEM, ONepPaLMOHHbIX CUCTEM U MPOrPaMMHO-
annapaTHoro obecrnevyenuns. Mpn 3ToM Kakaas egnHULA XpaHeHUs byneT UMeTb OJANH NOPSAKOBbIN
HOMEp C yKa3aHMeM TOMa, YacTu.

22.8. EgMHMua yyeTa (Ona aHanoroBbiX ayanOBM3YyasibHbIX OOKYMEHTOB) mnpeacTaBnsieT cobon
3anuncb cobbiTnA, NPoN3BEAEHUSs C €AMHbIM CAaMOCTOSITE/IbHbIM 3aro/I0BKOM, 3aHMMAlOLLYI0 4YacTb
dusnyeckn o060cobneHHOro HocmTena (eaAnHULbl XpaHeHusl), OAUH WU HECKONbKO (uandeckun
060cobeHHbIX HOCUTENeNn (eANHNL, XPaHEHWNS).

CneunduKoi aHaNoroBbIX ayANOBU3YaJibHbIX JOKYMEHTOB, COXPAHSALINXCS Ha MaTepuanbHbIX
husnyeckn 060cobneHHbIX HOCUTENAX, ABNAETCA BpeMeHHAs NPoao/KUTeNIbHOCTb. Co34aBaeMsblie B
aHasIoroBbIX OpMaTax NAeHOYHbIE KNHOMWIbMbI U 3aMUCbiIBaEMble€ Ha MArHUTHbIX JIEHTax OHO- U
BugeomaTepuanbl MOryT M3-3a 60JbLIOK OJINTENbHOCTM 3annucyu pa3MellaTbCA Ha HECKOJIbKUX
HOCUTENAX WAN 3aHMMaTb TOJIbKO 4YacTb MNPeAyCMOTPEHHOro Ana 3anucum obbemMa HocuTens.
Mo3TOMy C UesNbio yyYeTa TakKux ayanoBU3yasibHbIX [OKYMEHTOB CTasio HeobxoAuMbIM O06aBUTb
eOVHULY Y4eTa, acCOLUMMPOBAHHYIO C 3arojloBKOM ayaMOBU3YasIbHOMO MNpOu3BeAeHUs. TakuMm
o6pasoM, ayanoBu3yasibHOe MPOU3BEAEHVE B LIEJIOM C eAMHbIM CaMOCTOATE/IbHbIM 3ar0/IOBKOM
cYNTaeTCs eANHULIEN yYeTa, a ero 4acTu, pa3MeLlaemMble Ha pusnveckn 060cobneHHbIX HoCUTenax
- eAVHULLAMIN XPaHeHUs.

APXUBHbLIA WINDP eaAnHULbl YyY4eTa, UMeloLllen 4acTu, T.e. 3arNnCcaHHON Ha HEeCKONbKUX eduHULax
XPaHEeHUs, BbIFNAOMT cneaytowmm obpasom:

PrA®J. ®.45. On.4"m". En. y4.1(1).

PrA®L. ®.45. On.4"m". En. y4.1(2).

XXIIl. CucTeMa y4YeTHbIX BOKYMEHTOB apXuBa

YYeTHbIMU OOKYMEHTaMN apXxmBa ABASAIOTCSH OOKYMEHTbI, (dUKCMpyloLMe NOCTynJaeHne, BbibbiTHE,
COCTaB, KOJINYECTBO, HaJIMYME M COCTOSIHME apXMBHbIX A€J, OOKYMEHTOB, a TakXe ux ocobyto
LEHHOCTb M YHUKaJIbHOCTb.

23.1. Cuctema YHETHbIX AOKYMEHTOB apXunBa NMpeacTaBidAEeT cobon COBOKYINHOCTb obs3aTesNibHbIX U
BCromMoraTeJilbHbIX YHE€THbLIX JOKYMEHTOB.

Obs3aTeNbHble y4YeTHble [OKYMeHTbl BefyTCA Ha b6yMaxHOM HocuTene (Kpome nacropTa
apXVBOXPaHUINLLA), B COOTBETCTBIM C NOPAAKOM roCYAapCTBEHHOr0 y4eTa JOKYMEeHTOB APXVNBHOIO
toHaa Poccuiickoit depepaummnel,

BcnomoraTtenbHble y4eTHble LOKYMEHTbI BeAyTCA Ha ByMa>kHOM HocuTene u (Mnm) B SNEKTPOHHOM
Bnae. ix coctas u hopMbl apXxunB onpenenseT caMoCTOATESIbHO.

Y4yeTHble [OKYMEeHTbl MOryT co34aBaTbCa Mpu nomowm denepanbHON rocynapcTBEHHOM
MHOPMaLIMOHHON CUCTEMbl «APXVBHbIA (DOHI» Ha OCHOBaHUM BHOCKMBbIX B Hee faHHbIX 9, Tak, B
MK «ApXUBHbIA (hoHA» NpefyCMOTPeHO hopMmnpoBaHme cnnucka oHAO0B, ONMUCA U AP. YHETHbIX
OOKYMEHTOB. BcnomoraTtesibHble YY4eTHble LOKYMEHTbI NPy 3TOM MOryT He pacredaTbiBaTbCA.

Ona BegeHnsa rocygapCTBEHHOM0 y4eTa YHUKaIbHbIX LOKYMEHTOB B aBTOMaTU3MPOBAHHOM peXxunme
NCNOoNb3yeTCs rocydapCTBEHHAs UH@OpMaLMOHHAsa cucteMa «lOCydapCTBEHHLIN peecTp
YHUKa/bHbIX OOKYMEHTOB ApxumBHoro ¢oHga Poccunckon degepaunun», 3aeMeHTbl ONMUCaHUA
KOTOPOro COOTBETCTBYIOT MNEepPeYH0 PEKBU3UTOB JINCTa Y4e€Ta N ONMcaHnusa YHUKaJIbHOro AOKYMEHTa.
23.2. K 06s3aTeNIbHbIM Yy4eTHbIM AOKYMEeHTaM OTHOCATCS:

1. KHMra yuyeTta noctynsieHun noKyMmeHToB ([punnoxeHune Ne 4 K Mpasuniam)

B kHure y4y€eTa I'IOCTyI'IJ'IeHVII7I (bI/IKCVIpYETCFI KaxXgoe, B TOM 4ucsie rnoBTOpHOE, NOCTyrJieHne
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IOKYMEHTOB 3a KaJlIeHAapHbIA rog N ux ru3n4eckoe CoCTOsHME.

Ka)xgoe nocTynsieHne GUKCUpyeTCcs nod  OAHUM  MOPSAKOBbIM  HOMEpPOM B BaJIOBOW
NnocnefoBaTeNbHOCTU N MOXXET COCTOATb W3 [OKYMEHTOB OOHOrO WM HECKOJIbKUX (POHOOB.
CBefeHnst Mo 0AHOMY MOCTYMEHUIO MO Ka)KAOMYy (hOHAY 3aMMCbiBAOTCA C HOBOW CTPOKW MOA TEM
>Ke NopsLKOBbIM HOMEPOM.

B kHUre y4eTta I'IOCTyI'IJ'IeHI/IIZ YKa3blBaeTCA:

* rOCYOApCTBEHHbIN OpraH BJAACTW, MYHUUMNANbHbLIA OpraH BJAacTW, OpraHM3aums,
dhunsnyeckoe nULO, OT KOTOPOro(or) MNOCTyNMAM AOKYMEeHTbl. OpraHumsauns wam nuvugo,
nepegarollee OOKYMEHTbI, MOXKET He SBAATLCS MPU 3TOM WUCTOYHUKOM KOMIMIEKTOBAHUSA
(dhoHpoobpazoBaTenem);

* PEeKBU3UTLI aKTa/A0orosopa, Ha OCHOBAHUM KOTOPOro NMOCTYNUAN OOKYMEHTHI;

e naThbl (roabl) LOKYMEHTOB; AOMNyCKaeTCsa yKasaHue faT B popMmaTe: KoHew XIX B., BTOpas
YyeTBepTb XX B.;

e Ha3BaHue (poHAa;

* KOJINYECTBO NOCTYMUBLLUNX €AUNHUL XPaHEeHNA N/Uan eanHuny yy4eTa (cM. NyHKT 22.1 MNpaswnn).

KpaTKasa XapakTepucTuka (pusnyeckoro COCTOSAHUA MOCTYMNUBLUMX OOKYMEHTOB MOXEeT BKJIlo4YaTb
YKa3aHWe Ha nopa>xeHume bronornyeckmmmn BpeanTenamMmun, NnoBblilLEHHYO BJIAXXHOCTb, 3Ha4YUTEJIbHbIE
noppexaneHuns 6yMar|/| n TeKCTa, 3afblJIEHHOCTb 1 T.M.

doHAaM, NMOCTYNMBLUMM BrepBble, NPUCBANBAETCS YYeTHbIA HOMep MO CMNUCKY (DOHAOB, KOTOPbIN
3aTEeM 3aMnunCbiBAaeTCS B KHUTY y4eTa NOCTynAeHui. Ons OKYMEHTOB, MOCTYNUBLLUNX MO QOHAY, YXe
NMeILLEMYCS B apXmnBe, YKa3blBaeTCs HOMep, MPUCBOEHHbIN POHAY paHee.

MocTynneHnus BHOCATCS B KHUIY y4yeTa MOCTYMJIEHUA Ha OCHOBaHWW akKTOB Mpuema-rnepenaydu
APXUBHbIX OKYMEHTOB Ha XpaHeHne, 4Or0BOPOB.

Mo ntoram rofa B KHUre y4yeTa I'IOCTyI'IJ'IeHI/IIZ COCTaBNdeTCAa MNToroBasa 3arnmcCb O KoOJIMHeECTBE
MNOCTYMUBLINX eANHUL, XPaHeHnda/egnHNL, yyeTa.

JonyckaeTcsa BeCTn pa3feflbHO KHUMM yyeTa I'IOCTyI'I}'IeHI/IIZ OOKYMEHTOB Ha pPa3HbIX HOCNTENAX.

Ha ocHoBe cBeOeHWI, BK/IIOYEHHbLIX B KHUFY y4veTa MOCTYMNEHUN [OOKYMEHTOB, COCTAaBAAKTCS
Apyrue y4eTHble JOKYMEHTbl apXuMBa.

2. Cnucok ¢oHpoB ([MpunoxeHne Ne 5 K NMpaBnnam)

B crnncke ¢oHOoOB B BaJIOBOW MOC/AEA0BATENbHOCTU YYMTLIBAOTCS TMPUHSATbHIE Ha XpaHeHue
apxuvBHble (OHAbI, @ TakXxe BefeTcs OOWMIA y4yeT HaxXOASALMXCH Ha aAPXUBHOM XpaHEeHUW,
NOCTYNMUBLUMX W BbIObIBLUMX (OHAOB. [aHHbIA BUL YYETHOro OOKYMEHTa He BefeTcs npwu
HeOHO0BOM OpraHN3aLNN XPaHEHNS, @ TakXXe eC/In Ha XpaHEeHUN MMeeTCs TOJIbKO OANH hOoHA.

Homep coHaa npucBanBaeTcsa GOHAY NMpU NepBOM MOCTYMJIEHUN B apXUB MO CNUCKY oHaoB. [ns
ydyeTa apxmBHbIX (POHOOB WUCMNOJbL3YIOTCA HOMEpa B BaJIOBOM MNOC/efoBaTe/IbHOCTU, a TakxXxe
«cB06OAHbIE HOMEpPa» - HOMEPA, 3a KOTOPbIMKU He Bbln 3akpenseH Kakon-nmbo cdoHa. [lobaBneHune
MHOEKCa K HoMepy (hOHAa OCYLLEeCTBASeTCS B COOTBETCTBMM C NYHKTOM 22.4 paBu.
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ObbeanHeHHble (POHAbI N KOMJIEKLUUU YHYUTbIBAOTCA Ha 06LWMX OCHOBaHUAX. Ob6bedVHEeHHOoMY
apXMBHOMY OHAY, 06pa30BaHHOMY M3 apPXMBHbIX (QOHAOB, paHEE Y4YTEeHHbIX KakK OTAesNbHble
(hOHbI, MPUCBAVBAETCS HOMEP OAHOMO U3 apPXUBHbIX (POHAOB, BKJIIOYEHHLIX B €ro COCTaB.

B cnydae nepepayn ¢doHOoa B OpPYron apxus, BKOYEeHUA ¢(OHOa B CoCTaB 0b6bedAMHEHHOro
apxuBHOro cdoHaa wmnanm BbibbITUA BCcex gen ocsoboamBlminca Homep doHOa Apyromy cdoHay He
npuceanBaeTCs.

MepeHymepauna ¢GOHOOB [OMNYyCKAeTCA TOJIbKO B  UCKAOYUTENIbHbBIX ClydYaax TMpu  Haanu4yuun
COOTBETCTBYIOLLEr0 pa3peLwleHns (CM. KOMMEHTapumn K NyHKTy 22.4 Mpasun).

B kayecTBe AaTbl MepBOro noctynieHns oHAA B apxXMB yKa3blBaeTCA: AaTa YTBEpPXAEHUA akTa
npremMa-nepenayn apxvMBHbIX OOKYMEHTOB Ha XpaHeHWe AN AaTa YTBEPXAEHUA aKTa OMNucaHus
APXUBHbIX OOKYMEHTOB, nepepaboTkm onncen (Npu cosgaHum HOBOro ooHAa B apxmee).

Ha3BaHne apxuBHOro oHAa B cnmucke )OHA0B BKJ/IOYAET MOJSIHOE U OpULINASIBHO YCTaHOBJIEHHOE
COKpalleHHOe Ha3BaHMme (B ckobkax) cdoHaoobpasoBaTens C ykaszaHMEM €ero MNOAYUHEHHOCTMW,
MEeCTOHAaX0XAEeHNS, KpalHUX p[aT cyulectBoBaHusa. [lonHoe HasBaHWe d¢oHaoobpasoBaTens
BKJIIOYAET YKa3aHWe ero opraHn3aumnMoHHo-rnpaBoBol opmbl 1 coBCTBEHHOE Ha3BaHMe.

Mpumepsr:
Ny6anyHoe akunoHepHoe obuiecTBo «ApxusHoe aeno» (MAO «ApxnBHoe Oeno»).
depepanbHoe rocyfapcTBeHHOe YHUTapHoe npeanpusatue «Moyvta Poccum» (PIYM «Moyvta Poccum»).

Mpn Hannyum nepenmMeHoBaHU doHAoobpasoBaTens B CMNMCKe (OHAOB YKa3blBAaeTCA €ro
nocnefHee Ha3BaHMe B paMKax Nneproaa, 3a KOTOpbIA NOCTYNWAN LOKYMEHTbI.

Ha3BaHne o6begnHeHHOro APXUBHOro (hoHOa MOXKET COCTOATh:

e 13 0606LEHHOr0 Ha3BaHUS BKJIIOYEHHbIX B HEI0 apXUBHbIX (POH0B;

* N3 Ha3BaHUS PyKoOBOAALLEN opraHusaumm n 0606LIeHHOro Ha3BaHUSA MOAYUHEHHbLIX en
opraHusauum,

®* N3 rNnepeyHd Ha3BaHWN CMEHABLUNX Oopyr apyra OpFaHI/I3aLI,I/II7I.

Ha3BaHMe apxMBHOro OoHAa JINYHOIO MPOUCXOXXOEHUA COCTOUT U3 HaMUINK, UMEHWU, OTHeCTBa
Jmua, C yKasaHueM ero nceBgoHUMa, TUTYNa, PaHra, 3BaHns, KpalHUX OaT XWU3HW, poda 3aHATURN,
OOJDKHOCTW; Ha3BaHMe apxXMBHOIro hoHZa ceMbn UK pola - U3 paMuanin, UMeH, OTHeCTB rNaBHbIX
YJIeHOB CeMbW WAN pofda C yKa3aHWEM MX TUTYNOB, PaHroB, 3BaHWN, KPaMHUX OaT XXM3HW, poAda
3aHATUN, OOJIKHOCTMW.

Mpumepsi:

«KaTaeB BaneHTuH MeTpoBuny (1897-1986) - pyCcCKnin COBETCKUI NMCaTeNb, MO3T U ApamMaTypr».

«AkcakoBbl: Cepreint TumoceeBny (1791-1859) - nucatennb; ero cbiHoBbsi: KOHCTaHTUH CepreeBund (1817-1860) - noaT, nybnmuncT; Mpuropuin
Cepreesuy (1820-1891) - cmbupckuii rybepHaTop; ViBaH Cepreesud (1823-1886) - no3T, Ny6anumncT».

«OpnoBbl-[laBblaoBbl, rpagbl, NoMewmnkn KoctpoMckoi, MockoBckoi, Huxeropoackoi, Metepbyprckoit, CUMBUpPCKo, ApoCciaBCKon U Apyrmux
rybepHuin. Bnagumup Mpuropeesny Opnos (1743-1831), ampekTop AKaaemMuun xynoxecTs; 'puropun Bnagmnmumposuny Opnos (1777-1826), ceHaTop,

nntepaTtop; Bnaanmunp MeTposny Opnos-AaBbinos (1809-1882), nutepaTop, neTepbyprcknii rybepHCKuNiA NpeaBoANTE b ABOPAHCTBA».
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B Ha3BaHWUM apXMBHOW KONMNEKLUWUN yKa3blBaeTCs MPU3HaK (Mpu3sHaku) ee hopMuUpoBaHUs, a Mnpu
HeobxoQMMoOCTn - 1 ee cocTaBuTesnb (Bnageneu, cobnpartens).

MpuMepsr:
«Konnekuma HOT COBETCKUX KOMMO3NTOPOB (1920-1991)».
«Odmuepckne CKaskm 1 apyrue AOKYMeHTbl 0 ciy>kbe M4HOro coctaBa pycckon apmum (1688-1802)».

Ha3BaHne oHAa BHOCUTCA B CMUCOK (POHAOB C TUTYJIbLHOrO SUCTa ONUCU UM U3 UCTOPUYECKOM
cnpaBku. Mpu M3MeHeHMN Ha3BaHUA cdoHaoobpasoBaTesls HOBOE Ha3BaHWE BHOCUTCS B CMMCOK
(hOH0B C yKa3aHNEM OCHOBaHUS NepenMeHoBaHMs.

Mpw BbIOGLITUN hOHAOB B rpade «OTMETKa 0 BbiObITUN» YKa3blBA€TCA akKT, HAQ OCHOBaHWUN KOTOPOro
BbIObIBAIOT OKYMEHTbI. B rpacde «MpumeyaHusi» yKasblBaeTCs apXuB, B KOTOPbLIA nepenaH, uau
(hoHA, B COCTaAB KOTOPOro BOLLEN NPUCOeNHEHHbIN hOHA.

K cnncky ¢ooHO0B COCTaBNAETCA UTOroBas 3anncb Ha 1 AHBapsA, ciefyollero 3a OTY4eTHbLIM FOA0M C
yKa3saHuem obuiero KoJsim4yecTBa ¢dpoHO0B B apxuse, KoJinyecTBa n HOMepOoB,
MOCTYNMBLUMX/BbIObIBLLUMX (DOHAOB, Kosm4ecTBa CBOOOAHbLIX (HE 3aKpenieHHbIX 3a KOHKPETHbIMU
oHpamMun) HoMmepoB poHOO0B.

3. JiucTt poHpa (Popma Ne 36)

Jinct cdoHOa SBNAETCS OCHOBHbIM YYeTHbIM [OKYMEHTOM, OTpa’alolUM BCE MW3MEHEeHus B
KOHKPETHOM (QOHJle, N COCTABASAETCS NPU NEPBOM MOCTYMNJIEHUN poHOA B apXMB.

JincT hoHOa cocTonT N3 pasnesos.

B nepBoM pa3gesie yka3bliBalOTCA B XPOHONOrMYECKON nocsefoBaTelbHOCTM BCE NepenMeHOBaHUS
hoHOa C yKasaHueM KpanHUX AaT (HayYaNlbHOMW M KOHEYHOW AaTbl) Ka)K4oro nepeumMmeHoBaHus. B
KayecTBe KpaHUX OaT MOryT yKa3blBaTbCA rofAbl U NOJIHble AaTbl (41Cno, Mmecsay, ros). HeTo4vHble
0aTbl 3aKJ/I04al0TCA B KBaApaTHble CKOOKK. [lonycKkaeTcs ykasaHne gaT B popmaTe: KoHel XIX B.,
BTOpas 4yeTBepTb XX B.

Bo BTOpOM pa3fesie ykKa3blBaeTCs fdaTa MepBOro NocTynjeHna (oHOa B apXMB MO KHUre y4yeTa
MOCTYNJIeHNI LOKYMEHTOB UK faTa co3faHusa poHaa B apxmBe, MeCTO XpaHeHunsa doHaa (apxus),
HoMep poHAa Mo CNUCKY hoHO0B.

Paznenbl «Y4YeT HEOMUCAHHbIX AOKYMEHTOB» U «YYeT OMUCAHHbIX LOKYMEHTOB» 3amoJIHATCA Ha
OCHOBaHMWM aKToB. [locTynneHne 1 BblIObITME POCCHINM MOXET (PUKCUPOBATLCA B YCJIOBHbIX
eanHuuax. MocTynneHne n BbIbbITUE €ANHUL, XPaHEHWUSs, BKJIKOYEHHbIX B ONUCK, (hUKCUpPYeTCs Mo
KaX<[lo onucu oTaenbHo. B rpade «Hannyme» ykasbiBaeTcs obliee KOJIMYeCTBO eANHULL XPaHeHUs
No Ka>xZoW onucu n choHAy B LLESIOM.

B cnyyae oOTCyTCTBUA MeCTa AN 3anucen, nucT ¢oHOa MOXXeT MMeTb JINCT-NMPoaosiXKeHne. B
BepxXHeM npaBOM yray nnNCTa-npoaoskKeHuma penaeTtcd OTMeTKa O 3aBegeHunnm OOMNOJIHNTENIbHOIo
nncTa.

Mpumepsi:

«Mpoponxxenve. ®.1 J1.2» Ha nepeom nncte nnucTta hoHAa AenaeTca ccolika: «Cm. npodosxeHue. J1. 2». JINCTbI-NPOAO/IKEHMNS pa3MeLLanTca Bcaeq
32 OCHOBHbIM IMCTOM (hOHAa.

JIncT poHpa MmoxeT BbITb MepecocTaB/ieH B Clyvae:

* Hay4yHO-TexHu4eckon obpaboTkm ¢doHpa, nepepaboTkm onucen ¢GoHOa, B pe3dybTaTe
KOTOPOM NMPON30LLIIN N3MEHEHMNS B Ha3BaHUM oHAa, KOJIMYECTBE N COCTaBe onucen poHaa;
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* BKJIIOYEHUSI apXUBHOro (PoHAa B COCTaB 06beANHEHHOrO0 apXMBHOMO (hOHAA U MPUCBOEHUS
€ero HoMepa BHOBb CO34aHHOMY apXUBHOMY (DOHAY;

* YCTaHOBJ/1IEHNA HOBbIX nepeleeHOBan?l n yTO‘-lHeHI/IIZ B rMepenMmeHoBaHNAX POHAA, KOTOpPbIE
HEBO3MO)XHO OTPa3nTb B CTAapOM inucTe (poHAa;

e HEenCnpaBMMbIX NOBPEXAEHUIN NNCTa OHAA.

Ha cTtapoM u HOBOM JsnuCTax ¢oHOa OenaeTca OTMeTKa O nepecocTaBsieHUnm nucta oHpa ¢
yKa3aHuneM gaTbl U nognucm Anua, nepecocTaBmBLLEro AMCT oHaa.

MpumMepsr:
«JInCT hoHOa nepecocTaBsieH».

JIncTbl hoHO0B XpPaHATCA B MOpsAAKe Bo3pacTaHUA HoOMepoB hoHO0B. [pn nepecocTaB/ieHUN CTapbIn
JNCT poHAa noMmeutaeTca B Aesio poHAa. JIMCT poHOAa npucoeguHeHHoro ¢oHna rnomellaeTcs B
cobcTBeHHOe peno coHAa C NOCNenylLWMM BKIOYEHMEM Aesla NPUCOeONHEHHOro oHda B O€N0
doHOa, K KOTOPOMY OH NpUCoefnHeEH.

4. Onucb pen, poKyMeHTOB ([MpunoxxeHna Ne 6, 7 K NMpasunam)

Onucb pen, OOKYMEHTOB nNnpeAaHa3Ha4d4eHa Anda noegunHn4Horo m CyMMapHOro y4derta eanHuuy
XpaHeHns/eanHUL, y4eTa, 3aKpenneHusa nopafka WX cuctemaTusaumm, a Takxe dukcaumm
N3MeHeHnn coctaBa M obbema APXUBHbLIX Oes/00KYMEHTOB, BKJIOYEHHbIX B OMUCH. OHepe,u,H0|7|
FIOpﬂ,EI,KOBbIIZ HOMep onunucnm npucBanBaeTCA en no nNCTy oHOa; npu HeCpOH)J,OBOI7I OopraHmsaunm
APXMNBHbLIX OOKYMEHTOB - MO JINCTY y4eTa ayanoBun3yaJibHbIX OOKYMEHTOB oOrnpeaesieHHoro snaa.
Mpwn BbIOLITMN BCEX €ONHULY XpaHeHnsa/egnHNL, y4yeTa U3 onmcu ee HOMep coxpaHsaeTcs 3a Hen.

JINCTbl ONUCKM HYMepylTCs B COOTBETCTBUU C TpeboBaHUAMM K HymMepauuu JINCTOB eauHULbI
XpaHeHus. K oNncK cocTaBSeTCs IMCT-3aBEPUTESb.

Onucu ocobo LeHHbIX Aen COCTaBAATCA OTAENbLHO U aHANOrMYHO CTaHAapPTHOM ONnUCK.

dopMbl onucen aen, LOKYMEeHTOB (MOCTOAHHOIO XpaHEeHUs, B TOM YUC/Ie 3/IEKTPOHHbIX OKYMEHTOB)
(pekomeHayemble obpasubl) AaHbl B MpunoxeHmax Ne 6, 7 k [lpaBunam. K onumcm Takxe
COCTaBNSAETCA TUTYJIbHbLIA NNCT (CM. NpMeYaHuna K n. 37.7 MNpasun).

5. PeecTp onuceun pen, poKkyMmeHToB (Popma Ne 47)

PeecTp onucen pen, OOKYMEHTOB MpefaHa3HadyeH AN perucrpaunm onuvcen nen, LOKYMEHTOB,
obuiero y4yeta ux KosamyecTBa KU coCTaBa. B peecTpe onucen onucu y4mTbiBalOTCS BasIOBbIMU
HOMepaMun noegnHN4Ho. Homep NpocTaBAAeTCA Ha TUTYJIBHOM JIUCTE OMUCK B BEPXHEM JIEBOM YT Y.
Mpumepsi:

«Homep no peecTpy...».

B peecTtpe onucen YKa3blBalOTCA TaKXXe KOJIN4eCTBO eAnHNL, XpaHeHund, eounHny y4eTa B camon
onncun, KOanN4ecTBo JINCTOB OMNMNCKN N KOJTNYECTBO €€ 3K3eMMNNIApPOB.

K peecTpy onuncein cocTaBnsieTcs UTOroBas 3anncb Ha 1 aHBaps, cneayoulero 3a OTYETHbLIM FroA0M C
YKa3aHNeM HOMEpPOB, KOJIMYeCTBa NOCTYNUBLUNX/BbIOLIBLLMX ONMUCER N 06LLIEero KonmyecTsa onuncen.
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6. NacnopT apxuBa

MacnopT apxuBa npefHa3sHayeH Ans obecrneyeHus rocyapCTBEHHOrO LIeHTPasIM30BaHHOIO y4yeTa
APXMBHbIX (DOHA0B U apXUBHbIX A€/, [OKYMEHTOB. MacnopT apxuBa COAEPXUT NOJIHble CBEAEHUS O
¢hoHOax apxmBa, eANHNLAX XpaHeHUs (eanHMLaXxX y4yeTa), NoJiHble cBefeHuns 06 obbeMe CTpaxoBoOro
¢oHAa 1 hoHAa NoSIb30BaHUA, CNPABOYHO-MOUCKOBBLIX CPeACTBAX, HAY4YHO-CNPaBoOYHOM 6MbAnoTEKN
N YCNOBUSAX XPaHEHUS AOKYMEHTOB.

dopma nacnopTa apxvmBa YCTaHaB/AMBAeTCHA  YMOJIHOMOYEHHbLIM denepasnbHbiM  OpraHoM
NCNONHUTENbHONM BNacTu B chepe apXMBHOIO Aesla 1 Aenonpon3BoacTea.

MacrnopT apXxmBa COCTABJIAETCS €XErofHO Mo COCTOAHMIO Ha 1 siHBaps C/leAyloLero 3a OTYETHbIM
rogoM N XPaHUTCS NOCTOSHHO.

MacrnopT NpeAcTaB/ISeTCA B COOTBETCTBYOLLMIA YNOJHOMOYEHHbIN OpraH UCMOMIHUTENIbHON BNlacTu B
chepe apXMBHOrO Aesia B CPOKW, YCTAaHOBJIEHHbIE MOPSAKOM roCyAapCTBEHHOMO yYyeTa AOKYMEHTOB
ApxuBHOro ¢oHaa Poccuiickon depepauun (enepasibHble roCcynapCTBEHHbIE apXWBbl, MYy3ewu,
6MBMOTEKN, HayYHble opraHu3aumm - 1 pa3 B 3 roga; NnepnoanyHoCcTb NPeAcTaBAeHUs NacnopToB
roCylapCTBEHHbIX W MyHULUMUMANbHbIX apXxWMBOB, My3eeB U 6ubnmoTek cybbekTa Poccuinckon
depepaumn yCcTaHaBAMBAET oOpraH YnpaBJieHMs apxXuBHbIM Aenom cybbekTa Poccuinckon
depnepaumm, HoO He pexe, Yem 1 pa3 B 3 roaa).

My3en, 61bMoTeKM 3aNOHAT NAacNopPT B COOTBETCTBMN C IHCTpYKUMEN NO 3aN0JIHEHMIO NacrnopTa
rocyfapcTBeHHOro mysesi, 6ubnnotekn (B 4acTm OOKyMeHTOB ApxuBHOro doHaa Poccuinckon
®epepauum)2,

7. MacnopT apxuBoXpaHuAuLLa

[MacnopT apxmBOXpaHWUIULLE COCTaBNdAeTCHa B I'IpOI/I3BOJ'IbHOI7I dopMe O Ka)XAoro apxmea W
COOepPXUT CcBeaeHmA 06 YCNOBUAX XPaHEHNA OOKYMEHTOB, UX COCTaBe N (pu3n4eCckoM COCTOSAHUN.

B paspene o6 ycnoBumsax XpaHEHUS YyKa3blBaeTCA MJOWaAb apXMBOXpPaHWUAMLWE B KBagpaTHbIX
MeTpaXx, MPOTSXKEHHOCTb CTeJIIa)XXeN B MOFOHHbIX MeTpax (B TOM 4ucCse 3aHATbIX OOKYMEHTaMu,
MeTaﬂJ'II/I‘-IeCKVIX), 3arpy>KeHHOCTb apXmBoxXpaHunuiwia B npoueHTax, OCHalWeHHOCTb CUCcTeMaMin
6e3onacHoCTU (HanMyme OXpPaHHOW CUrHanW3auuu, MNOXKAPHOW CUrHaau3auuu, CUCTEMbI
aBTOMAaTNYECKOro NOXKapOTYyLUEHNS, COBPEMEHHOW 3JIEKTPOMNMPOBOAKMN N 3NEKTPoobopynoBaHNS).

B pa3mene o cocTaBe OOKYMEHTOB YKa3bliBaeTCHA KOJIMYECTBO (POHAO0B, €AMHUL, XPaHeHUsA (eanHuL,
yyeTa) no BMAaM [OOKYMEHTaLWW, HEeOMNMUCaHHbIX, 0COB0 LEHHbIX U YHUKaJIbHbIX [JOKYMEHTOB,
UMEILLMX CTPaxoBol ¢oHA M (HOHA MOJIb30BaHWUS, onucen (B TOM 4YUCAE, VUMEKLWMX TMOJIHbIN
KOMIMJIEKT), KOJIMYECTBO 3aKaTalorM3MpPOBaHHbIX JOKYMEHTOB U POHIOB.

B pa3nene o hM3MYECKOM COCTOSIHUM Aef, NOKYMEHTOB yKa3blBaeTCsl KOJIMYECTBO Aef, Tpebyouimx
pecTaBpauun, MOALIVBKMA WU MepenseTa, Ae3NHMEeKUUN, Oe3UHCEKUMN, odopMieHUs 00JI0XKeK,
KapTOHMPOBaHUSA; PU3NKO-XMMUYECKON, TeEXHNYECKON 1 Buonornyeckoi obpaboTku.

MacrnopT apxMBOXpaHWNMLIA COCTaBNsieTCca Ha 1 sHBapsa c/iedylowero 3a OTYeTHbIM roga wu
NoAMNNCLIBAETCS JINLOM, OTBETCTBEHHBIM 33 apXUBOXPaHUAULLE.

B apxnBe MoxeT 6bITb pa3paboTaHa MHCTPYKLUMA MO 3aMOJIHEHUIO MAcrnopTa apXMUBOXpPaHMUANLLA.

8. Neno dpoHpa

Oeno ¢oHOoa — KOMMJEKC [OOKYMEHTOB MO  WUCTOPUM  UCTOYHMKA  KOMMJIEKTOBaAHUSA
(boHpoobpa3zoBaTensd) u apxmBHoro ¢GoHAa, o0bbeAVMHEHHOro apXWBHOro QoHAa WU apXMBHOW

KONIeKL NN, BEOETCSA Ha KaXKabln KOHerTHbIIZ doHA.

Kaxgomy feny oHAa npuceamBaeTcs HOMep, COOTBETCTBYOLWMA HOMepy doHaa. B neno oHOa B
oba3aTenbHOM MOpsAKe BK/OYAOTCHA BCE aKTbl, OTpakalolime M3MeHeHuUs B cocTaBe u obbeme
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oHAa, aKTbl Bblgadn Aen BO BPeMEHHOEe MoJib30BaHMe, aKTbl MPOBEPKU HaNYMa U COCTOAHUSA
OOKYMEHTOB, CTapbii nuct d¢oHga. B peno doHoa HerocygapCTBEHHOM OpraHuM3auunu,
obuiecTBeHHOro ob6begnHeHNs BKJOHAeTCHd TakXe LOroBOP O BK/KYEHUWU OpraHu3auum B COCTaB
NCTOYHUKOB KOMIJIEKTOBAHUSA apxuMBa W COOTBETCTBYyWOLWas nepenucka. B peno ¢goHma moryTt
MOALWMBATLCA NCTOPUYECKAs CrpaBKa, AOMOJIHEHME K NCTOPUYECKOW CNpaBKe N ApYyrne OKYMEHThI,
oTpaxkawLune ncrtoputo poHpoobpasosaTtens.

B neno poHOa MYHOrO NPOUCXOXKAEHUSA BKIOYAOTCS AOrOBOPLI, Nepenncka ¢ poHAoCOaTYMKOM,
ero 3asBneHune(qa), cgatovyHasa (oueHo4YHas) onmncu, Boinnucka(u) ns npotokona IlK, 3akaw4yeHme Ha
MaTepuanbl GoHAa, BCe aKThl U Apyras OOKYMEeHTaunsd, oTpaxkatoLwasa nctoputo oHaa.

B peno coHaa TakXXe peKOMEHAYETCA BKAOYATb OOKYMEHTbI, onpeaensowme ycaoBus 4ocTyna u
NCMOJIb30BaHUA AOKYMEHTOB (POHAA - aKT O pacCekpe4dmBaHWW, OOKYMEHThI, MOATBep>XAaloLine
CHATME OTMETKN «[nda cny>xebHoro nosb3oBaHusa» («IACIM») (akTbl, NPOTOKO/bI, NEPENNCKA N ApP.),
JINLEH3VOHHbIE O0roBOPbl M OOroBopbl 006 OTYY>XAEHUN WUCKIIOYUTESIbHOro MpaBa Ha OOBLEKTHI
aBTOPCKOro nMpaBa W WHble pe3ysabTaTbl WHTEN/IEKTYasIbHOWN LeATeNIbHOCTU, MNUCbMEHHbIE
paspelweHuns, 3anpeTtbl U orpaHndeHns cdoHpobpaszoBaTens - rpakgaHuWHa Ha WCMOAb30BaHMe
OOKYMEHTOB, coAepXXallnx CBeOeHUs O JIMYHOM N CeEMENHON TalHe rpaKgaHWHa, ero 4YacTHOW
YKN3HU 1 CBedeHns, co3fatoLlime yrposy ansa ero 6esonacHoCcTu, n gpyrme OKyMeHTbl.

B cooTBeTCTBUM C NyHKTOM 14.2 lpaBun B eno ¢oHAa BKJOYAETCA 3aK/l0H4eHMe KOMUCCUM O
BO3MOXXHOCTU /MO0 HEBO3MOXXHOCTU Bbloa4n” MO 3aKa3y MnoJjib3oBaTesid NOOJIMHHUKOB apPXWMBHbIX
OOKYMEHTOB: YHUKAaJIbHbIX; MMeLWMUX B OMOPMAEHUN WUAN MPUIOKEHUM K HUM AparoueHHble
MeTas/lbl U KaMHW; UMEeLWnxX Konui ¢oHA4a MONb30BaHUA; MPU3HAHHbLIX HaxogoawMMUCA B
Hey[ooB/IETBOPUTENBHOM (PU3NYECKOM COCTOSSHUM B COOTBETCTBUM C MyHKTOM 13.1 [lpasun; ¢
yracamwLiMmMm TEeKCTOM, MpPU HaJNYMn MUFMEHTHbIX MATEH, KOPPO3UU >XeNe30-rasisioBblX YepHwun,
HapyLeHNs CBA3MN KPacO4YHOro CJios C OCHOBOW (pacTpeckuBaHme, OCbinu, NOPOLUEHNE), Ha JIOMKOW
bymare, Ha KalbKe, UMeLWMnX CypryvyHble © BOCKOBblIe NevyaTu, noBpexxaeHne nepenseTa (packon
610Ka, HapyLleHne WnThs, BbiNafeHne JIMCTOB), KOPELIOoK, KOTOPbIA He NO3BOAISEeT pacKpbITh AeN0
Ha POBHOW MOBEPXHOCTU, HE MPUYUHSASA MPU 3TOM NOBPEXAEHWA NepensieTy N camoMy Aeny (ToNbKOo
0N CaMOCTOSATENIbHOIrO KOMUPOBaHUA).

B neno ¢oHAa BKIIOYAETCS TakXe 3aKJIloYeHNe KOMUCCUM MO OTHECEHMIO AOKYMEHTOB APXUBHOMO
doHaa Poccuiickoin defsepaumyt K YMCIy HaXOAALIMXCSA B HEY[OBETBOPUTENIbHOM (hMU3MYECKOM
cocTosiHUn*2H

B nene ¢oHpa uenecoobpasHo, KpoMe NpoYero, rpynnnMpoBaTb CBEAEHUS, OTPaXKaloLlne NCTOPUIO
NCMNoJSIb30BaHMA [OKYMEHTOB (POHAa: MNpefoCcTaB/ieHHble MoJsib3oBaTenamum 6ubanorpadguyeckue
NaHHble, aJipeca VHTEpPHEeT-pPecypcoB, MOArOTOB/EHHbLIX C WCMOJIb30BaHMEM feJsl, AOKYMEHTOB

doHpa n ap.

K nokyMeHTaM fena (hoHAa COCTaBNSAETCSA BHYTPEHHSS onnch. JINCTbI B Aese hoHAa NpoLumBatoTCa
N HyMepyloTCsi corsiacHo obwmm TpeboBaHusM. K neny cdoHOa odopMasieTcss NMCT-3aBepUTESb
nena.

Oena ¢oHOOB XpaHATCA B nopafke Bo3pacTaHUsa HomepoB (POHOOB. [loKyMeHTbLl Adena doHAa,
Boweplwero B coctaB obbeanHeHHOro doHAa, BKA4YawTCa B Aeno obbeamHeHHoro doHAa.
[loKyMeHTbl Aena poHAa, MPUCOeAMHEHHOMO K ApYroMy (POHAY, TaK)Xe BKJIIOYAOTCA B Aes10 (hoHAa,
K KOTOPOMY OH NMpucoeaunHeH.

9. Jinct-3aBepuTtenb gena (MpunoxeHue Ne 8 k MNMpasnnam)

Jinct-3aBepuTens gefna COAEPXWUT CBEAEHUS O KOJIMYEeCTBe JIMCTOB B eAMHULE XPpaHeHus,
0Co6eHHOCTSAX HyMepaLunn, GopMUPOBaHUSA 1 (PU3NYECKOr0 COCTOAHUS aena.

K 0cobeHHOCTAM HyMepauuu OTHOCUTCS Hamyme B OeNe JIMTEPHbIX M MPOMyLWEHHbIX HOMEPOB
nncToB. JINTepHbie U MNPOMyLeHHbleE HOMepa JINCTOB Y4YUTbIBalOTCA B obuiem obbeMe nucTos
eAnHULbl  XpaHeHusa. JINCTbl BHYTPEHHEN OnNUCUM [OKYMEeHTOB [hefnla, a TakXe CcTapon
0enonponsBoACTBEHHON 06/10)KKM (MpU UX Hanu4yum) He BKJO4YatloTcs B obwmi obbem nucrtos
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eanHWNL bl XpaHeHnA.

K ocobeHHOCTAM (OpMUpPOBaHUA Oefla OTHOCATCA: KOHBEPTbl U BJOXKEHUA, doTorpacdmnm, Mapku
(repboBble 1 NO4YTOBbIE), MedvyaTW, MNOYTOBble LWITEMNENU W [Apyrne noyYToBble OTMETKMN,
TUNorpadckme 3K3emMnisaspbl, PUCYHKU, KapThbl, MaHbl, CXEMbI, YEPTEXW, BUSUTKN, YUCTbIE JINCTLI U
T.0.

K ocobeHHOCTSM (U3NYECKOrOo COCTOAHUSA OOKYMEHTOB Ha OyMa)kHbIX HOCUTENAX OTHOCATCSA:
pa3pbiBbl, 3aJI0Mbl, MPOKOJIbI, YyTpaTa 4YacTW JINCTa, CKNagku, KopobneHne, NATHa, 3arpsA3HeHns
NncTa, yracawowmn (yraclwmin) TeKCT n T.M.

K ocobeHHOCTAM (DU3MYECKOro COCTOSIHUA ayanoBU3yasibHbIX AOKYMEHTOB OTHOCATCS: Hanam4due
NCKPUBJIEHHOCTU Kpas, KopobneHus, ocbinaHus paboyero csosl, HagpbIBOB, pPa3pbiBOB, Li@apanuH,
3aMATUN, 3arpsa3HEHNN, TOYEK, NATEH, NOXKENTEHNSA, C/IeA0B KPUCTalJIn3aunun Conen.

Mpn 3Ha4YNTEeNbHOM KoJin4yecTBe OWWUBOK B HyMepauuum JNCTOB efuHULbl XpPaHEeHUs JNCT-
3aBepuTesib nepecoctaBndeTca. CTapbll JINCT-3aBEPUTENb aKKYpaTHO rMepevyepkuBaeTcsa u
OCTaBieTCA B Aene.

23.3. B cocTaB 0653aTeNbHbIX Y4E€THbLIX JOKYMEHTOB apXuBa, KpOMe NMOMMEHOBAHHLIX B MYHKTE 23.2
MpaBun, 0N HAy4YHO-TEXHU4YECKOW AOKyMeHTauuum (nanee HTL) BxoauT:

* OMNUCb €QUHUNL, XPaHEHNS HAaYYHO-TEXHNYECKON AoKyMeHTauum (Popma Ne 38),

e BHYTPEHHSA OMNUCb AOKYMEHTOB €AWHWULbI XPAHEHUS Hay4YHO-TEXHUYECKOW AOKYMEeHTaumm
(ona HecbpowtopoBaHHo HTA); ®opma Ne 13);

[Ons ayamoBu3yasibHbIX BOKYMEHTOB 0053aTeNIbHbIMW Y4E€THLIMU AOKYMEHTaMu, MOMMUMO
YKa3aHHbIX B NyHKTe 23.2 [NpaBui, aBNA0TCA:

* OMNUCU KUHOAOKYMeHTOB (Popma Ne 39);

e onucu oTtoanbbomoB 1 hoToaoKyMeHTOB (PopMbl NeNe 45, 46);

* ONMNCU (POHOOOKYMEHTOB FpaMMOOHHON 3anmucu (FpamMniacTUHOK) U MarHUTHOW 3anucu
(Popmbl Ne 43, 44);

e ONKnCb BMAEOAOKYMeHTOB (PopMa Ne 37);

e INCT Yy4YeTa ayanoBum3yasibHbIX (KWHO-, (OTO-, BMAEO-) [OKYMEHTOB; JINCT Yy4eTa
ayanosm3yasnbHbIX (OHO) AoKyMeHTOB (Popmbl NeNe 33, 34);

* Neno caaTyHunkKa [OOKYyMEHTOB (BMecTO pena cpow:,a npn Hqu)OH,EI,OBOI7I opraHmsaunm
ayanoBn3yalJibHbIX ,EI,OKyMeHTOB).

Mpo onucu ayamoBu3yasibHbIX OKYMEHTOB CM. TakXXe KoOMMeHTapuun K ['nase XLI MNMpaswnn.

ons JNIEKTPOHHbIX J:lOKyMeHTOB[ﬁl B KayecTBe 0b6s13aTesIbHbIX y4eTHbIX AOKYMEHTOB, KpoMe

YKa3aHHbIX B NyHKTe 23.2 [paBwu, COCTaBNAIOTCS:
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® OMUCKU INIEKTPOHHbLIX Aes, AoKyMeHTOoB (MpunoxxeHmne Ne 7 K MNpasunam).

B 3Tux onuncax cornacHo Nnase XXX lNMpaBuna y4NTbIBAalOTCA 3N1EKTPOHHbIE Aena, AOKYMEHThl KakK Ha
ursmnveckn o6ocobsieHHbIX HOCUTENAX, TaK N BK/OYEHHbIE B MHOPMALMOHHYIO CUCTEMY apXuBa.
MoppobHee cM. B KOMMeHTapusax K Mnase XXX Mpasun.

Ona epuHM, XpaHeHua, mMerwux B ocbopmnel-wm WUJIN B NPUJTIOXKEHUUN K HUM gparoueHHble

MeTaNJibl U KaMHM, B KadyecTBe o0b6a3aTesibHbIX Y4eTHbIX OOKYMEHTOB COCTaBIAOTCA:

* WHBEHTApHas KHUra yyeTa gAes, UMewlnx B OOPMJIEHUN UAN B MPUIOKEHUN K HUM
OparoueHHble MeTanbl U KamHu (Popma Ne 16).

Ona 0Cc000 L EeHHbIX U YHUKaAJIbHbIX OOKYMEHTOB, B Ka4ecCcTBe ob6sA3aTeNbHbIX YHeTHbIX
ANOKYMEHTOB, MOMNUMO YKa3aHHbIX B MYHKTE 23.2 lMpaBwnn, coOCTaBNAATCA:

* JINCT y4eTa 1 onmncaHus yHUKaabHOro gokymeHTta (Popma Ne 35);

e BHYTPEHHASA ONMUCb OOKYMEHTOB Aesia, B COCTaB KOTOPOro BXOAST YHUKaJIbHble LOKYMEHTHI
(Popma Ne 12);

® CNNCOK (hoHOO0B, coaep Kalimx 0cobo LeHHble gokyMeHTbl (Popma Ne 50);

e onncb 0cobo ueHHbIX gen (Popma Ne 40);

e peecTp onucen ocobo LeHHbIX aen, nokyMmeHToB (Popma Ne 48).

Ona ctpaxoBoro doHpa obsa3aTeNlbHbIMY YYETHLIMU LOKYMEHTaMN, KPOME yKa3aHHbIX B MyHKTE
23.2 MpaBun, ABNAIOTCA:

e KHUra y4deTa MNOCTYMJEHUN CTpaxoBoro ¢oHda M oHAa MNosb30BaHUA Ha MUKpoduMLlax
(®opma Ne 30);

® KHWUra yyeTa NoCTyrnjeHnn cTtpaxoBoro poHaa 1 poHOa NONbL30BaHUA Ha PYJIOHHOW MNJeHKe
(Popma Ne 29);

® OMNKUCb CTPaxoBOro oHAa Ha Mmukpoduwax (Popma Ne 41);

® OMUCb CTPaxoBoro oHAa Ha pyJaoHHON naeHke (Popma Ne 42).

Ons doHpa nonb30oBaHUA HA MUKpodopMax 0643aTeNIbHbIMU YYETHBIMU AOKYMEHTaMUN, KpoMe
YKa3aHHbIX B NyHKTe 23.2 [NpaBui, aBNa0TCA:
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* KHWIa y4yeTa MNOCTYMJIEHUNW CTpaxoBoro ¢oHAa u doHAa MOJIb30BaHUA Ha MUKpoduLlax
(®opma Ne 30);

* KHUra yyeTa NoCTyMJeHUn CTpaxoBoro hoHaa N oHAA MOJSIb30BaHWUA Ha PYJIOHHOW MAEHKe
(Popma Ne 29).

[Ons y4eTa aNeKTPOHHOro (poHAa Nosib30BaHUA Ha PU3NYeCKn 060CO6NEHHBIX HOCUTENSAX B
KayecTBe 0653aTeIbHOr0 Y4eTHOr0 JOKYMEHTA, KPOMEe yKa3aHHbIX B NyHKTe 23.2 Mpasun,
npuMeHseTcs:

® KHWIa yyeTa HOCUTENEN 3NEKTPOHHOIro poHaa nosib3oBaHmsa (Popma Ne 28).

K BcnoMoraTesibHbIM Y4€THbIM AO0KYMEHTaM MOryT OTHOCUTbLCH:

* KAapTOYKWN U/VUNN KHUTX NepemeLleHns (oHO0B M3 O4HOr0 XPaHWINLLA B APYroe, B paMkKax
0QHOr0 apXuBa;

* KapTOYKW NepeMeLLeHNst onunucen ges, LOKYMEHTOB;

e KHUMM y4YeTa LOKYMEHTOB, NepelaHHbIX B APYrMe apXuBshbl;

®* KHUTN y4eTa KOHKPETHOIro Bnga AOKYMEHTOB,;

* KHUMM y4eTa 3JIeKTPOHHOro hoHOa NoJsib30BaHUS;

* CMNCOK (HOHZ0B, COAEPIKALLUNX STEKTPOHHbIE OKYMEHTbI;

e peecTp hannos;

e peecTp 6a3 AaHHbIX;

i y,ElOCTOBepﬂ}OU.lMIZ NNCT 3N1EKTPOHHOI 0 aena,

e CBeEHNA O MepeMelleHNn [OKYMEHTOB ((PMKCMPYHOTCA OTAENbHO ANA OMNUCAHHbLIX W
HeonMcaHHbIX JOKYMEHTOB (pocchinun)) n ap.

XXIV. XpaHeHue yYeTHbIX AOKYMEHTOB

24.1. ObazaTenbHble y4eTHble OOKYMEHTHLI apxmMBa, B TOM YUC/Ie NEepPBble IK3EMMISPbLlI ONUCER aen,
OOKYMEHTOB, NpefycMoTpeHHble NyHKTamMu 23.2, 23.3 [lpaBwus, pasMellarnTca B U30JIMPOBAHHOM
nomeweHnn mnnnm paboyen kKomHaTe paboTHMKa(oB), OTBETCTBEHHOro(biX) 3a Yy4YeT [OOKYMEHTOB
apxuBa.
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Bce yyeTHble 0OKYMEHTbl Ha 6YMa)KHOM HOCUTESNIE XPaHATCA B NOPsSAKe BO3pacTaHUs HOMEPOB.

24.2. BTopble 3K3eMnasapbl onNucen pen, AOKYMEHTOB pa3MeLllaloTcs B  apXMBOXpPaHUINULLE
060co61€HHO 0T apXUBHbIX LLOKYMEHTOB.

3K3EMI'IJ'I$|pr onucen gen, OOKYMEHTOB, BblAaBaeMble MNMOoJib30BaTeNAM, pa3MellaloTCd B HATaJIbHOM
3ajie apxumBa nunbo, npnm OTCYyTCTBMN BO3MOXHOCTU UX pa3MelleHnda B YNTaJibHOM 3aJie, B NHOM
rnomelleHnun, obecneymeatoemMm nx onepaTmBHOE NnpeaocCTaBJieHeE NMosib3oBaTeNdaM.

DNEeKTPOHHbIE KON onncen pasMeLlarnTcsa B UHPOPMALMOHHON CUCTEeMe apXuBa.

24.3. AKTbl, NpeayCcMOTpPEHHbIe NMYHKTOM 26.1 lNpaBun, XxpaHAaTca B gesne oHaa.

XXV. Bbipaya y4yeTHbIX A,OKYMEHTOB

25.1. Y4eTHble JOKYMEHThl B YATaJIbHbIA 3@ apXuBa He BblAatloTCs. ICKo4YeHne CoCTaBsAioT Onncun
hen, LNOKYMEHTOB, KOTOpble MOryT BblAaBaTbCA MO 3arnpocy MoJsib30BaTesiId Npu OTCYTCTBUMU
COOTBETCTBYIOLWMX IK3EMMIAPOB B YMTasbHOM 3asjie, Ha CPoK A0 5 paboymx AHen (Tonbko Ans
paboThkl B YNTaNIbHOM 3ane).

Ons Bblg@Yn HeobxoOAMMO TMUCbMEHHOE YKa3aHWe COOTBETCTBYIOLLIEro [OJ/DKHOCTHOrO Juua:
3aMecTuTens AupekTopa, B 0693aHHOCTM KOTOPOro BXOAAT BOMPOCHI obecrnevyeHns CoOXpaHHOCTH,
3aBeyoLIero apxmBoxXpaHuanuiem (otaesiom obecneyeHnss COXPaHHOCTY JOKYMEHTOB).

Bblgaya onucein oopmnseTcs 3aka3oM (TpeboBaHMeEM) Ha Bblgayy apXMBHbIX AOKYMEHTOB, KOMUIA
¢hoHOa NoNb30BaHUSA, ONUCEN Aen, LOKYMEHTOB U PErucTpUpPyeTCcs B KHUTe Bblavyn Onucen.

25.2. TopsAnoK Bblgadyn U3 apXUBOXPaHWUAULL, BTOPbIX 3K3EMMAAPOB oOnucen nen, AOKYMEHTOB
aHaslornyeH nopsaaKy BblOayn apXMBHbIX LOKYMEHTOB N OTpakeH B KOMMeHTapuax K [nase XIV
Mpasunn.

TpeTbn 3K3eMnAspbl ONUCeln (MMeroLmnecs B YNTaNbHOM 3asie), BblAAOTCS MOoJb30BaTeN0 MO ero
3anpocy paboTHMKOM YNTANLHOIO 3aa apXxuBa.

B cny4ae Hanu4usa 3n1eKTPOHHbIX KOMNWU Onmcen noJsib30BaTesto B NMnepByro o4vepenb npenlaraeTcs
O3HaKOMNTbCA C HUMW, B TOM 4YMCJ1€ Ha KOMMNbOTEPaX, YCTaHOBJIEHHbIX B HNTaJIbHOM 3aJie apXunBa.

B cnyvyae ecnm wuvHdopMaumsa onucen oOTpakeHa B WHGPOPMALMOHHOW CUCTEME apXMBa,
npencTaB/ieHa B YATAJIbHOM 3ajie apxuBa WM pa3sMelleHa B ceTu MIHTepHeT (Ha calTe apxuBea; B
cocTaBe MHbIX NyBJNYHBIX MHGOPMALIMOHHBLIX PECYPCOB apXWBOB), AOCTYMN K HelW He MoxeT b6blTb
OrpaHunyeH.

XXVI. NocTaHOBKa Ha y4YeT U CHATUE C YyYeTa apXUBHbIX AOKYMEHTOB

26.1. Konm4yecTBo €OMHNL, XpaHEHUs/eONHULL Yy4eTa B apxMBe MOXXeT U3MEeHSTbCS B pe3ysibTaTe
npoBeseHns cnenyroLlmnx sBuaos paboT:

* BbIBEPKWN YYETHbIX [OOKYMEHTOB, MO MWTOraM KOTOPOW BbISIBNIEHbI OLWMWOKM B YYETHbIX
NOKYMEHTaX apXuBa;

® MPOBEPKN HaNnN4mna U COCTOAHNA apXUBHbLIX OOKYMEHTOB, B XOoOe KOTOpOI7I O6Hapy)KeHbI He
BKJ1IOYEHHbIE B ONUCb U HeYyYTeHHble eANHULLbI XpaHeHUA/e QUHULLBI yYeTa;

* rnepenysieta W pectaBpaunnn apXMBHbLIX [OJOKYMEHTOB, [MoOocCJjie KOTOPbIX OAdHa eAdNHWLa
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XpaHeHus bbina pasgeneHa Ha 4YacTu (Toma);

® OMMCaHUA apXmMBHbIX OOKYMEHTOB, nepepa60TKV| onucen pen, OOKYMEHTOB, B rpouecce
KOTOpPbIX BO3MOXHO pa3aesieHne wuin obbveanHeHne ennHUL XpaHeHnsa/egnHUL, y4eTa,
nepenayn gen s ﬂ,pyFOI7I oHA UM NoCcTynneHusa gen.

Bce namMmeHeHNs B y4eTHble JOKYMEHTbl BHOCATCA Ha OCHOBaHUW aKTOB.
OcHOBaHMEM [/i1 BHECEHUS B Y4YeTHble [LOKYMEHTbhI cBefeHnn o noctynneHnn apxXmBHbIX

ONOKYMEHTOB ABNAKOTCA:

* aKT nNnpuema-nepefayn apxmMBHbIX OOKYMEHTOB Ha xpaHeHue (MpunoxeHne Ne 3 K
Mpasunam);

e aKT nMNpueMa Ha XpaHeHUe apXUBHbIX OOKYMEHTOB JINYHOIO MPOUCXOXKOEHUS
(MpnnoxxeHune Ne 9 K MNMpaBunam).

OcHOBaHMEM a5 BHECEHUSA B YYETHbIe LOKYMEHTHI cBefeHnn 06 nx BblbbITUN ABNAKOTCSA:

* aKT O BbIAEIEHUN K YHUYTOXXEHWIO apXUBHbIX AOKYMEHTOB, He MoAjieXalunx XpaHeHUto
(MpunoxxeHne Ne 10 Kk MpaBunam);

® aKT O HeucrnpaBUMbIX TMOBPEXAEHUSAX apXMBHbIX AOKYMeHTOB (MpunoxeHne Ne 1 K
MpaBunam);

* aKT npuema-nepenayn apxmBHbIX [OOKYMEHTOB Ha xpaHeHue (MpunoxeHune Ne 3 K
MpaBunam);

* aKT O HeobHapy>XeHWN apXMBHbIX [OOKYMEHTOB, MyTU PO3biCKa KOTOPbIX WUCHepnaHbl
(MpunoxxeHne Ne 2 K Mpasunam);

e aKT BO3BpaTa COOBCTBEHHUKY WAN BRagesibly AOKYMEHTOB, He BKJIIOYEHHbIX B COCTaB
ApxuBHoro ¢oHaa Poccunckon ®epgepaunm (Popma Ne 1);

* aKT 00 M3BbATUN MOAJINHHBIX €AMHUL, XPaHEHWUS, apXUBHbIX AOKYMeHTOB (PopMa Ne 6).

OcHOBaHMEM /19 BHECEHUNS B YYE€THble AOKYMEHTbI CBeOEeHUN o I'IOCTyI'IJ'IeHI/IVI/BbI6bITVIVI APXNBHbIX
ONOKYMEHTOB ABNAKTCA:

* aKT 0 TEXHMYECKMX OLLUNBKax B y4eTHbIX AOKYMeHTax (Popma Ne 5); TexHuyeckon owimbkom
MOXXET CYMTaTbCA MPOMYCK B HyMepauum aen, apuMeTnYeCcKnin NnpocyeT n T.1.

e aKT 06 OBHapy>XEHUN apXMNBHbIX LOKYMEHTOB, HE OTHOCALLUXCSA K AaHHOMY apXuUBy, AHHOMY
oHAy, Hey4YTeHHbIX (PopMa Ne 7);
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* aKT O pa3gefieHnn, obbednHeHUN Aen (eQuHUL, XpaHeHWs/eAUHWL, yyYeTa), BKJIYEeHUN B
0EN0 HOBbIX apXUBHbIX OOKyMeHTOB (Popma Ne 3);

* aKT OMNMCaHUS apXUBHbIX AOKYMEHTOB, NepepaboTku onncen (dGopma Ne 8).

AKTbl YYUTbLIBAOTCA (PErMCTPUPYIOTCA) B KHUre (KypHase) perucrtpaumm akToB B CTPYKTYPHOM
noapasaesieHnn, OTBETCTBEHHOM 3a BedeHWe yyeTa. [locne BHECEHUS W3MEHEHUN B Y4YeETHble
OOKYMEHThI C MPOCTaB/NEHNEM OTMETKN O BHECEHUN U3MEHEHUI aKTbl MOALWIMBAOTCS B Aeno hoHaa
(nyHKT 24.3 Mpaswun).

26.2. lNMocTynneHne LOKYMEHTOB B apXMB NnocsenoBaTesibHO PUKCUPYETCA B YHETHbIX LOKYMEHTaX.

CBefeHNs 0 NOCTYMNAEHUAX PUKCUPYIOTCA B KHUIe y4yeTa NMoCTyrnseHnn oKyMeHTOoB (MpuaoxkeHmne
Ne 4 k MpaBunam).

CeBefieHNs 0 MocTynmMBWKX hoHOaxX pUKCUpytoTca B incte poHaa (Gopma Ne 36) n cnucke hoHAOB
(MpunoxeHne Ne 5 Kk lMpaBunam). MocTynneHne ¢oHAa B apxuB ob6A3aTeNbHO COMPOBOXAAETCSH
3aBefeHuem gena poHaa.

CBedeHns o NOCTYMUBLLUMX ONUCAX AeN, OKYMEHTOB (hukcmpyrotca B amcte doHga (Popma Ne 36),
peecTpe onucen gen, okymeHTos (Popma Ne 47).

CBefeHMS O MOCTYMUBLUMX ayAMOBU3YasbHbIX [AOKYMEHTax (uKCMpyloTca B JMCTe y4eTa
ayounoBumsyanbHbiX (KWHO-, ¢OTO-, BUAEO-) p[OKyMeHToB (Popma Ne 33); smcte yyeTa
ayaunoBmsyasbHbIX (PoHO) [oKyMeHTOB (®Popma Ne 34) - npu HedoHAOBOW OpraHusaumun ux
XpaHeHus.

26.3. CBefeHus 0 BblObITUM apXMBHbIX LOKYMEHTOB TakXe (OUKCUPYIOTCSA B YYETHbIX LOKYMEHTaX.

BbibbITVE BCEX apPXWBHbIX Oen onucu, doHOa BO3MOXXHO B pe3ysibTaTe MNPOBEeAEeHUS Hay4yHOro
onncaHusa, colgaHna obbeanHeHHOro goHaa, nepepadn gen B Apyron GoHA NpU AONYLLEHHbIX
owmnbkax boHOMPOBaAHUS.

CBoboaHble HoOMepa onucen 1 POHAO0B, 3aKpPerJieHHble paHee 3a APYyruMu onmcsammn, poHgamu, B
Lenax TOYHOCTU y4eTa gpyrum onnucam n ooHaam He npuceamsatoTcsa. B cnucke poHaoB B rpade
«OTMeTKa 0 BblbbITUM» yKa3biBaeTCHA, Kyda BblObl1 apXMBHbIN (POHAO, HOMEp M faTa akTa, Ha
OCHOBaHWUW KOTOPOro OH BbIObIA. AHANIOrMYHO B peecTpe ONuMcen f[esn, OOKYMEHTOB B rpade
«MpnMevaHmna» CTaBUTCA oTMeTKa «Bbibblia», HOMep 1 gaTa akTa, Ha OCHOBAHMW KOTOPOro onuchb
BblObINa.

B apxmBe BepeTcsa y4vyeT cBOBOAHbIX HOMEPOB (POHAOOB ASI9 TOYHOCTU ONpedesieHUss KoJn4vecTBa
¢oHOOB.

B cnyyae nepepaym BCcex gen apxmBHOro ¢oHaa M3 o4HOro apxmBa B OPYron apxmB nepenaroTcs
TpW 3K3eMrJispa onucum pen, OOKYMeHToB, Aesio doHaa M nnct doHpa. Konusa onumcm pen,
OOKYMEHTOB OCTaeTCs B apXuBe-CAaTyYMKe U, B KadecCcTBe MPUIOKEHNA K aKTy npuemMa-nepenadu
OOKYMEHTOB, BKJIIOHAeTCHA B apXMBHbIN QOHA apXMBa-caaTymKa.

Mpun BbIGBITUM (BbIAENEHUN K YHUYTOXKEHWUIO, MNPUCOEANHEHUIO K ApyroMy oHAy) Bcex Aen
apxmBHOro coHaa nAUCT oHAa NoMellaeTcs B AeNo (poHAa, KOTOPOE BKJOHAETCA B apXUBHbIN
doHA apxumBa.

OOVH 3K3eMnAasAp Kaxg4owm onucu Aen, 4OKYMeHTOB BbibbiBlero goHaa nomewaetcs nmbo B oeno
hoHpa, nnbo B apXmBHbLIN hOHL apXunBa.

26.4. PaboTHUK apXxuBa, OTBETCTBEHHbIN 3a BeeHMe yyeTa, No pe3ybTaTaM U3MEHEHUN B COCTaBe
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[en onnucu cocTaBnsieT HOBYIO MTOrOBYI 3anuncb K Hel. WToroeas 3anucb npefHasHavyeHa Ons
y4dyeTa KoamyecTBa n ocobeHHOCTeNn cocTaBa Aen onucu.

B ntorosown 3anucu OTpaXaeTca:

KOJIN4eCTBO A€J1 B ONUCK;

4 HepBbIVI n nocnenHunn nopAagkKkoBblie HOMepa gen, HNCNAWmxca no onunucu,

e INTEPHbIE HOMEpa aen;

* fponyuweHHble HOMepa aen.

Bce BHOBb BKJIIOYEHHbIE B OMNUCb W BbIbbIBLUME W3 OMUCU €fUHULbI XPaHEHUA OTpPa>KatkoTCA B
nToroeomn 3anncn. OTMeTKa 0 BbibbITUN Aena AenaeTcs TakxXe B rpage «lMpumMmevyaHue» C ykazaHueMm
HOMepa, AaTbl N Ha3BaHWA aKTa, MO KOTOPOMY BbIObLIIO Oeno.

NToroeas 3anucb COCTaBNSAETCA K BHOBb COCTaBJIEHHOM OMNUCK, a Tak>Xe Mo MToraMm MnpoBEpPKU
Hannunusa gen onucu/oHaa B cCllydae U3MEHEHMI B cocTaBe U obbeme gen onucu/cdoHpa. OHa
MOXXeT 6bITb AOMOJIHEHA MPU BKJOYEHWN B ONUCb W/WUAK BbIOLITUN N3 ONWUCK OTAENbHbLIX Aen.

NToroBasa 3anmncb K KaXkAoMy MocjefylolwemMy rogqoBoMy pasaesy Ornmucu, no KOTOPON LOKYMEHTbI
NocTynatT Ha XpaHeHWe, COCTaBNISIETCA B HapacTaloLeM Nopsake - CYyMMUPOBaHMEM KOJIMYeCcTBa
[en, yKasaHHbIX B NpeablAylieil NMTOroBoM 3amnucu, C KOAMYEeCTBOM [Jesl, BHOBb BKJ/IlOYAEMbIX B
OMKCb.

B MHOroTOMHOW OMMUCK MUTOroBas 3aMUCb COCTaBAETCA K Kaxgomy ToMmy. B nocrnepgHem ToMe
COCTaB/IAOTCA OBE UTOrOBbIX 3aNnUCK - COBCTBEHHO K TOMY 1 BCEM TOMaM onumcu.

Kaxxpasa mtoroesas 3anmcb NOAMMCbIBaAETCA pa6OTHVIKOM, OTBETCTBEHHbLIM 3a y4eT, C YKa3aHunem
OOJIDKHOCTU N OaTbl COCTaB/1IeHNA.

XXVII. YyeT eguHUL, XpaHEHUsA, UMeloLLLUuxX

B 0(pOPMIEHMMN AparoueHHble MeTassibl U KaMHn 23!

27.1. Apxne BefeT y4yeT eAUNHUL, XPaHEeHUSs, NMelWwKnXx B 0POpPMIIEHNN UM B NPUIIOXKEHUN K HUM
JparoueHHble MeTasbl U KaMHMU.

B cooTBeTCTBMM C 3aKoHOOATeNbCTBOM PO apxmeB npoxoanT perucTtpaunmio B UHCMEKUUN
npobupHoro Hag3sopa MmnHdpnHa Poccnm n nony4aeTt CBUAETENbCTBO O MOCTAaHOBKE Ha CreunasnbHbIn
ydyeT. JOKYyMeHTbl, umewme B OpopMAeHNN AOparoueHHble MeTaslsibl U KaMHWU, peKoMeHOyeTcs
chaBaTb MO aKTy nepedaydnm BO BPEMEHHOE MOoJb30BaHME B WMHCOEKuuUto npobmpHoro Hagsopa
MwuHdpnHa Poccnm Ha akcnepTusy. Mo pe3ynbTaTaM NMPoOBeAEeHHOWN S3KCNEePTU3bl COCTABIAETCA aKT, Ha
OCHOBaHWUW KOTOPOro AOKYMEHT, MMeLWWUn B OGOPMJIEHNM AparoueHHble MeTasUulbl U KaMHMN,
CTaBUTCS Ha cneunanbHbIN yYeT.

27.2. B apxuBe y4yeT eAWHWU, XpPaHeHUs, UMerLnX B OCOPMAEHUN WU B MPUNOXKEHUN K HUM
AparoueHHble MeTalylbl U KaMHU, BeAeT MaTepunasibHO OTBETCTBEHHOE NMLO U3 Ynucna paboTHUKOB
apxmBa, C KOTOPbIM 3aKJ/l04aeTCs AOroBOP O MaTepuasibHOM OTBETCTBEHHOCTM.

27.3. EQUHNLUbBI XpaHEeHNs, NMerWwnx B opopMaeHNN NN B MNPUIIOXKEHUN K HUM AparoueHHble
MeTasJlbl U KaMHUW, noasiexaT cenoBOMYy XpPaHEHWUD, O YeM B ONUCK Aes, LOKYMEHTOB B rpacde
«[puMevaHue» fenaeTcsa COOTBETCTBYOLWAA OTMETKa («cenoBoe XpaHeHne»).
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27.4. Y4eT eOunHNL, XpaHEHUS OCYLLECTBJIAETCA B MHBEHTApPHOW KHUre yyeTa Oes, MMewlWnx B
0QOPMNEHNN UM B MPUIOXKEHNN K HUM JparoueHHble MeTassibl U KaMHu (Popma Ne 16). Yyer
BeAeTCA No NopsaaKy HOMEPOB apXMBHbIX (POHOOB, ONMCen Aen, AOKYMEHTOB, @ BHYTPU Kakaou
onucu pen, OOKYMEHTOB - MO MOPSALKY HOMEpOB efunHUL, XpaHeHusa. K eguHuue XpaHeHusd,
nmerouwen B opopMIeHNN NN B NPUSIOXKEHUN AParoueHHble MeTasllbl U KaMHU, NpUKpenaseTcs
bupka, Ha KoTopon Yepe3 Apobb C apXUBHLIM LLUNPPOM YKa3biBaeTCs HOMEP N0 NHBEHTAPHOWN KHUTE.

Homep npocTtaBnsaeTcs yepe3 Apobb C apxmBHbIM WNdpom (Hanpumep, MHB. Ne 1 / TAP®. ©.572.
Oon.1. A4.17).

K MHBEHTAPHOW KHUIe Moc/ie KaXKAoro nocTynaeHns Uan BblbbITUS € ANHNL, XPaHEHWS COCTaBNsSeTCA
MTOroBas 3amnucb, B KOTOPOW LUGPPaMN U NPOMNUCbIO YKa3biBAaeTCSH KOJIMYECTBO eAMHUL, XPaHEHUS,
BHECEHHbIX B KHUTY, AaTa COCTaBJIEHUS UTOrOBOW 3amucK, OO/HKHOCTb U daMuUans MaTepuasbHO
OTBETCTBEHHOrO NKLa.

JINCTbI NHBEHTAPHOW KHUIMV HYMEPYIOTCS, MPOLLHYPOBLIBAOTCA U CKPEMNSAIOTCA NevYaTblo apxmnsa. Ha
obopoTe nocnenHero McTa AesiaeTcs 3annucbk 0 KOJIMYECTBE JIMCTOB B KHUMe, KOTOpas 3aBepseTcs
NOAMUCAMU PYKOBOAUTENSA apXMBa U MaTepuasibHO OTBETCTBEHHOrO JINLA, CKPenasaeTcs nevyaTblo
apxu1Ba.

NHBEHTapHaa KHUra y4YeTa eAnHNULL XPaHEHUS, UMEIOLLIMX B OChOPMJIEHUN UIN B NPUSIOXKEHUN K HUM
AparoueHHble MeTassibl U KaMHW, BeAeTcss B Tpex 3K3emnispax. [epBbli 3K3eMMAsp KHUMK
XpPaHUTCA B MoApa3fiefieHnn, OCYLIEeCTBASIOWEM YYeT apXUBHbIX [AOKYMEHTOB, BTOpPOA - Yy
MaTepuasbHO OTBETCTBEHHOI0 /INLA, TPETU - B Byxrantepumn apxmuea.

EovHUUBI XpaHeHun4da, nMmetrouine B OqI)OpMJ'IeHI/IVI nnan B NpMNNo>XXeHMm K HUM AparoueHHble MeTasuibl U
KaMHU, noanexat MHBEHTapu3aunn.

27.5. NlHBeHTapu3aumns NpoBOAUTCH KOMUCCUEN, CO3[aBaeMON MPUKA3OM PYKOBOAMTENA apxuBa
eXerogHo, B nJjaHoBOM nopsnke, nubo B CnyyYae CMeHbl MaTepuanbHO OTBETCTBEHHOro nuua,
pykoBoauTensa apxusa. PesynbTaTbl MHBEHTapu3aumn oPopMaAOTCA akTOM, COCTaBJISEMbIM B Tpex
sk3eMnasapax. OANH 3K3eMMNAap akTa HarpasaseTCcs B YNOJHOMOYEHHbIN OpraH MCNOJIHNTESIbHOWN
BJIaCTU B chepe apXUBHOro gena.

XXVIIl. Y4yeT 0co060 LeHHbIX U YHUKaNbHbIX JOKYMEHTOB

28.1. YHVKafibHble [OKYMEHTbl Y4YUTLIBAOTCS B [OCYLapCTBEHHOM peecTpe YHWKasbHbIX
LOKYMEHTOB ApxuBHOro coHmAa Poccuiickolt Pefepauum M B rOCYAapCTBEHHbIX peecTpax
YHUKaNbHbIX JOKYMEHTOB Cy6bekToB Poccuiickon ®enepaunn. Mopsanok BefeHns faHHbIX peecTpoB
onpefensieTcs COOTBETCTBYIOWMMMN YMOJHOMOYEHHbIMW OpraHaMn WCMOSHUTENbHOW BAacTU B
cthepe apxuBHoro genat?4,

BbisiBNeHMEe yHMKaNbHbIX [OKYMEHTOB MPOBOAWTCS B MJIAHOBOM MOPsAKE, a TakXe B Xone
BbIMOJIHEHUS APYIrUX BUAOB apXMBHbIX paboT. Ha oTobpaHHbI YHUKaNbHbIA 4OKYMEHT 3aMnoJIHAETCS
NPOEKT JINCTa Yy4YeTa WU OMNUCaHUA YHUKaNIbHOrO [OKyMeHTa ApxuBHoro doHAaa Poccuiickon
depepaumn, KOTOPbIA HanpaBaseTCs A1 03HAKOMJIEHUSA BHELIHWUM 3KCnepTam.

lMocne nosy4yeHma NONOXKUTESIbHBIX OT3bIBOB BHELLHWX 3KCNEepPTOB 3arnoJiHAeTCca popMa JIMCTa y4yeTa
M ONucCaHuUsa YHUKaJIbHOro [AOKyMeHTa ApxmBHoro qoHga Poccuinckon depepaumun. B cnydvae
noJlyyeHns OTpuLaTEeNbHOro OT3blBa BHELIHEro 3KcrnepTa AaHHble 06 3TOM Y4YMThLIBAOTCA BO
BCNOMOraTesIbHOM y4eTHOM LJOKYMEHTE NPOnU3BOJIbHON (POPMBbI.

[Ba 3K3emnnsdpa 3arnosiHeHHbIX (OPM JIMCTOB Yy4yeTa W OMUCAHUSA YHUKAJIbHOMO [OOKYMEHTa
ApxmnsHoro doHaa Poccuinckon depepaumm n He MeHee ABYX 3KCMEPTHbIX 3aKJIIOYEHUNI BHELLIHUX
SKCMEPTOB Ha KaXAbl YHUKaNbHbI [OKYMEHT NpeacTaBAsAldTCA COTPYOHUMKOM, B MJaHOBOM
nopsgke 3aHNMalOLWMMCS BbIB/IEHNEM YHUKaJIbHbIX LOKYMEHTOB, Ha paccMmoTpeHue 3K apxuBa.
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3MNK denepanbHOro rocygapcTtBeHHoro apxuea, MK ynosHOMOYEHHOro opraHa UCNOJHUTENIbHON
BnacTn cybbekTa Poccunckon ®depepaumm B cdhepe apXMBHOro Aena, 3KCNepTHoW ¢oHAoBO-
3aKyMo4YHON KOMUCCNEN FrOoCy[apCTBEHHOMO WM MyHULMNaNbHOro myses, 9K rocygapCcTBeHHON nan
MyHUUMNanbHoM 6ubnuotekn, MK HayyHOM oOpraHmM3aunmn, BKIIOYEHHOMW B MNepeyeHb Hay4YHbIX
opraHmsauni, yTeepXxaeHHbln MpaBntenbcTBomM Poccuinckon degepaunm, NnpUHUMaETCA peLleHne o
npegctasneHnn B PocapxmeB npepioXXeHns O BKJKYEHUM YHUKANbLHOMO [OKyMeHTa B
FocynapCTBEHHbIN peecTp YHUKaJIbHbIX OOKYMeHTOB ApxmBHoro doHaa Poccuinckon denepaumn.
[aHHble NpeasnoXeHnsa AoJIXKHbI 6bITb NpeacTaBneHbl B Pocapxne 0o 1 ceHTabpsa Tekywero roga.

MopsAnok NpeacTaBieHNS NMPELSIOKEHNI O BKJIOYEHNN OOKYMEHTOB B [0CyfapCTBEHHbIN peecTp Ha
ByMa>KHOM HocuTene onpegensetca [lonoxeHnem o BepeHum [oCypapCTBEHHOrO peecTpa
YHUKa/bHbIX JOKYMEHTOB ApXMBHOIro poHaa Poccuinckonm depepauynn.

MpennoxxeHusa npencTaBnaoTca B PocapxmB OA4HOBPEMEHHO B ABYX WAEHTUYHbIX MO COAEepXaHUIo
popmMax:

e B OyMa)xHOW - B BMAE 3aMoJIHEHHbLIX B [BYX 3K3EMMJIsipax JIMCTOB y4yeTa U OMNUCaHus
YHUKaNbHbIX JOKYMEHTOB, C HE MeHee 4YeM [BYMS JKCMEPTHLIMU 3aKI0YEHUSAMUN BHELIHUX
3KCMepTOoB;

* B 3JIEKTPOHHOW - B BUAE 3aMN0J/IHEHHbIX JINCTOB y4eTa U ONUCAHUSA YHUKaIbHbIX JOKYMEHTOB,
CO3[4aHHbLIX C nomowblo MHGMpopMaunoHHon cucteMbl (MC) «locypapCTBEHHbIM peecTp
YHUKaJIbHbIX OOKYMeHTOB ApxmBHOro doHaa Poccunckon Pepepaunn». MNpensno>xxkeHne o
BKJIIOYEHMN [OOKYMEHTOB B [0OCydapCTBEHHbLIN peecTp MoxeT 6biTb npencraBsieHO
HernocpencTBeHHO B NC «locynapCTBEHHbIN peecTp YHUKaJIbHbIX AOKYMEHTOB APXUBHOIO
hoHaa Poccmnckonm depepaunm» Yepes INYHbIN KabnHeT;

e C NOMOLWbIKO TEKCTOBOIro pepnakKTopa, 3/1EKTPOHHbIX Konumn YHUKaJ/IbHbIX OOKYMEHTOB W
3NNEKTPOHHbIX Konuun SKCMEPTHbIX 3aKJIIOYEHNN. lMpn HecooTBETCTBUU 3anucen Ha 6yMa)KHOM
HOCcUTene 3anncamMm Ha 3/1IeKTPOHHOM HOCUTeNne npuopuTetr MMerT 3alncCnm Ha 6yMa)KHOM
HocuTene.

TpeboBaHMA K MOPAAKY TMpPeACTaB/ieHMS TMpPeanoXXeHWn O BKJIYeHUN [okymeHToB B UC
«FoCy0apCTBEHHbIN pPeecTp YHUKasbHbIX AOKYMEeHTOB ApXMBHOro oHaa Poccuiickon degepaunn»
yCTaHaBauBatTcA PernamMeHToM WHGOPMALMOHHONM CUCTEMbl «[OCyfapCTBEHHbIN peecTp
YHUKaNIbHbIX JOKYMeHTOB ApXnBHOro poHaa Poccuinckom denepanmmn».

NHdopmauna o paccmoTpeHun LMK npu PocapxmBe NpensiodXeHWn apXmBOB U oPULNANLHON
perucTtpaumm yHUKasnbHOro OOKyMeHTa B [0oCyfJapCTBEHHOM peecTpe Win 0 He BKJIYeHUU
OOKyMeHTa B [OCynapCTBEHHbLIA peecTp AoJKHa 6biTb y4TeHa BO BCMOMOraTe/lbHOM Y4YETHOM
OOKYMEHTE Npoun3BOJIbHON hOpMblI.

B nncTtax yd4eTa n onnucaHns yHuUKanbHoro gokymeHta (Popma Ne 35) cnenyet oTMedyaTb CBEAEHMUA,
MoNy4eHHble B pe3yibTaTe HayYHOro U3y4eHMs YHUKAJIbHOMO AOKYMEHTA, a TakXXe MHGpopMauuto o
npoeBefeHNn ero pectaspaunn. N3meHeHMa B NNCT y4eTa U ONUCAHUA YHUKAJIbHOrO OOKyMeHTa
BHOCATCA Ha OCHOBAHWUWN aKTOB O BHECEHWN U3MEHEHWUN N LOMOJIHEHUA B JINCT y4eTa U onucaHus
YHMKa/NIbHOrO OOKYMeHTa, COCTaB/ISEMbIX B apXMBe B MPOM3BOJSIbLHOW hopMe 1 npencTaBsisieMblX B
Pocapxune Ha ByMa>kHOM HocuTene.

MopsaoK BeAEeHUs rocyapCTBEHHbIX PeecTPoB YHUKaNbHbIX AOKYMeHTOB cybbekToB Poccuiickoi
denepaumn onpenensieTcss COOTBETCTBYHOLWMMU YNOJHOMOYEHHbIMW OpraHaMn MCNOJAHUTENbHON
BJIaCTW B cchepe apXMBHOIo fAesla Ha 0OCHoBaHMK MosioXxxeHns o BeaeHun FocynapcTBEHHOro peecTpa
YHMKaJIbHbIX [OKYMEHTOB ApPXWMBHOro (oHAa Poccuiickoin denepaumn, a TakXe YyTBEPXAEHHbIX
pPernoHasibHbIX MOMOXEHUN WAN PEersiaMeHTOB O BeAEeHUU peruoHasibHbiX PeecTpoB YHUKaJbHbIX
[OKYMEHTOB.
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28.2. Ocob60 UeHHblIe AOKYMEHTbI YYUTbLIBAOTCA OTAE/IbHO OT APYIrMX AOKYMEHTOB APXMBHOIo hoHOa
Poccuiickon ®depepaumm B cnmckax ¢GoOHAOOB, cogepXxawmx ocobo UeHHble [OKYMeHTbI
(Popma Ne 50), B onucsax ocobo ueHHbIx gen (Popma Ne 40) n peectpax onucen ocobo LEeHHbIX aen,
OokymeHTOB (Popma Ne 438).

CyMMapHbIN y4yeT Bcex (OHAOB, CoAep Kalinx 0COB0 UeHHble OOKYMEHTbl, BeAeTCs Mo CrUCKy
hoHO0B, coaep>kalimx ocobo UeHHble OOKYMEHTbl. B Hero BHocATCs BCe hoHAbl, 06beANHEHHbIE
apXuBHble (QOHAblI U KOJIJIEKLMWN, B KOTOPbIX BbiABMEeHbl 0C060 LieHHble OOKYMeHTbl. K HoMepaM
TaKnNX apXnBHbIX CIT)OH,EI,OB, KOJ'IJ'IeKLl,I/II7I, onucemn nen, QOOKYMEeHTOB B Yy4YeTHbIX [OOKYMeHTaXx
nobaensietca oTtMmeTKa «OU». [laHHas OTMeTKa He BXOAUT B apXMBHbIA WNGP eanHnL, XpaHeHns
(eomHML yyeTa), Tak Kak ABnsieTcs cny>kebHoi.

Onuncb 0cob0 LIEHHbIX Aen COCTaBAsSeTCA Ha OCHOBE OMUCEN, B KOTOPbIX COAEPXKATCA 3arosioBKM
0c060 UEeHHbIX Aen, LOKYMEHTOB C COXPAaHEHUEM 3a HUMU MPEXHUX yYeTHbIX HOMepoB. Mpu 3ToM B
onucsax nes, [OKYMeHTOB B rpage «lMpuMeyvaHnsi» HanNpoOTWMB 3arojlOBKOB 0COD0 LIEHHbIX Aen,
[OKYMEHTOB NpOoCTaBAseTcs oTMeTKa «OL».

PekomMeHOyeTCHA COCTaBNATbL O4HY ONUCH Ha 0Cc060 UeHHble OOKYMeHTbl )OHAa BHE 3aBUCUMOCTU OT
KOJINYeCTBa OMNUCEN B HEM.

B cniyyae Hannuma B hoHAE OMNUCK, B KOTOPOM 3arosioBkoB 0cobo LeHHbIX aen 6onee NonoBUHSI,
0OMyCKaeTCs M3roTaBAMBaTbh KOMWKO 3TOM OMUCK, YKa3biBaTb B KOHLIE KOJINYECTBO 0COB0 LIEHHbIX
eOVHUL, XpaHeHus (eQMHWU, yyeTa), U WUCNOoJb30BaTb [AaHHYI KOMUIO Ha MpaBax onucu ocobo
LLEeHHbIX Oen.

CnctemaTtusaumsa ocobo LEHHbIX eguHUL, XpaHeHns (eaAnHuL y4eTa) B onmcnm ocobo LEeHHbIX gen
BeOeTCsa B NopsAaKe HOMEepOB OMNMCEN, a BHYTPM Ka>kK4on Onncu - B Nopsaake Bo3pacTaHUs HOMEpPOB
egnHuL, XpaHeHns (eaAnHNL y4eTa) gaHHoro oHpa. B onncb 0cobo LeHHbIX Aen BHOCATCA: HOMep
hoHAa, HOMEpP apXMBHOW ONNCU, HOMEP eONHULbI XPaHEHUS (eANHNLbI y4eTa), 3arofsloBoOK, KpanHume
OaTbl OJOKYMEHTOB, KOJINYECTBO JINCTOB B Aefle, CBEAEHUSA O HOMepe eAuHUUbl y4eTa (egnHuubl
XpaHeHUs CTpaxoBoro ooHAa).

Ecnm B poHame obHapy»eHbl 0cob0 LieHHble aena, OOKYMeHTbl, 0cobasi LLeHHOCTb KOTOPbIX He
OTpa)keHa B 3aroJIoBKe, 3aro/loBKM YTOYHAKTCA MO0 COCTaBAAOTCS aHHOTauuu. B aHHoOTauuw
NOJ/KHbI ObITb OTPa)KeHbl KPUTEPUM LIEHHOCTW, B COOTBETCTBUM C KOTOPbIMU AOKYMEHT, rpynrna
NOKYMEHTOB WM AENI0 B LE/IOM OTHECEHbl K KaTeropum ocobo LEeHHbIX. B KOHUEe aHHOoTauuu
yKa3blBalOTCS HOMEpa JIMCTOB 0C060 LIEHHbIX JOKYMEHTOB.

B nToroBoi 3anucu ykasbiBaeTcs obliee KOJMYecTBO 0C060 LEHHbLIX eQUHWL, XpaHeHus (eanHul,
yyeTa), BKJIIOYEHHbIX B ONWCb. ECIM cKoOMMpoBaHbl BCE €AUHULIbI XpaHeHUs (eAVHULbLI y4YeTa) no
OAHHOWN OMUCU PEKOMEHZYeTCSA BHECTU 3TN CBEAEHUS B UTOrOBYIO 3aMncCh.

K onucn 0cobo LEeHHbIX [en COCTAaBAAETCA TUTYJbHbIA JINCT U ornaeneHune. Ecnm onuck ocobo
LLeHHbIX e/l COCTaB/ieHa Ha OCHOBE HEeCKOJIbKMX Onucein (hoHna, TO PeKoMeHAyeTCcs COCTaBUThb
KpaTKoe MnpeancsioBne, rae XapakTepusyeTcs COCTaB BbiABNEHHbLIX 0CO00 LIeHHbIX JOKYMEHTOB,
OCHOBHbIE KPpUTEPUM NX BbiIBNIEHUS. Mpn HEOBXOANMMOCTN COCTABASETCS CMUCOK COKPALLEHUNA.

PekoMeHOyeTCA MMeTb TPU 3K3eMNAsapa ONMUCEN, NEPBbLIA U3 KOTOPbIX XPaHUTCS B nogpa3aesieHnn
(y paboTHMKa), OCYyLECTBASAIOWEro0 roCydapCTBEHHbIN Yy4eT [OOKYMEHTOB apxuBa; BTOPOW
nepenaeTcs BMeCTe CO CTPaxoBbiM (POHAOM Ha cCreumnasibHOE XpPaHeHWe; TPeTUIN 3K3eMnasp - B
XpaHunuuie, roe Haxoaatcsa ocobo LeHHble fena, AOKYMEHTHI.

Onucun 0cobo LeHHbIX aen YHNTbIBAOTCA B peecTpe onuncen ocobo LeHHbIX gen, OOKYMEHTOB.

Ka)<[10/ onucu rnpucBanBaeTCsa MOPAAKOBbLIA HOMEpP, YKa3biBaloTCA HOMep DOHAa U HOMep Onucu,
Ha3BaHWE OMUCU, KONIMYECTBO eAUHUL, XPaHEeHWs, KpallHue AaThl U KOJINYECTBO 3K3eMnispos. K
peecTpy onucein ocobo LEeHHbIX Oef, AOKYMEHTOB COCTaBAAETCS WTOroeas 3amnucb, KoTopas
NPOBEPSETCS €XXerogHo Npu CoCTaB/eHMM NacrnopTa apXxunBea.
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CBeneHus o kKonmyecTBe 0cobo LIEHHbIX A€l BHOCATCS B MacrnopT apxuBa exerogHo. YyeT ocobo
LLeHHbIX AOKYMeHTOB BefeTcsa U B MK «ApXMBHbIN hOHA».

Ecnn pykosoguTenem apxmBa 6yp,eT NMPMHATO pelleHne 06 ncKNYeHUN YacTu OOKYMEHTOB W3
KaTeropumm 0c060 UEeHHbIX, B ydeTHble JOKYMEHTblI BHOCATCA COOTBETCTBYOLLNE N3MEHEHWNA.

XXIX. OcobeHHOCTM yYyeTa ayaAnOBU3YyaJZibHbIX L,OKYMEHTOB

29.1. Yyet ayanoBnm3yaJibHbIX AOKYMEHTOB OCYLLECTBNAETCA B ONNCAX Cnenyowmnx sngoB:

* OMUCb KNHOLOKYMeHTOB (®opMa Ne 39);

* ONnNCb PoTOoA0KYMEHTOB (PopmMa Ne 46);

e onuck potoanbbomos (Popma Ne 45);

* ONUCb POHOOOKYMEHTOB MarHMTHOM 3anucu (dopma Ne 44);

* ONUCb POHOOOKYMEHTOB rPaMMOOHHON 3anncK (rpamMnnacTuHokK) (Popma Ne 43);

* ONKUCb BNAEOAOKYMeHTOB (PopMa Ne 37).

Ecnn onnck npeactaBnseTr cobo KpaTKUA  peecTp eduHul, XxXpaHeHus (eaunHul,  yyeTa)
OOMOJIHUTENIbHO BEAETCA KHUra y4yeTa OnuMcCaHui, rae npuBoguTca noapobHas aHHOTauus K
ayanoBN3yasibHbIM [OKYMEHTaM.

Tak>Xe BepyTCA:
* JINCT y4YeTa ayamoBusyasbHbIX (KNMHO-, pOTO-, BUOEO-) AOKYyMeHToB (Popma Ne 33); nuct

ydyeTa ayamoBusyalbHbiX (poHO) OokyMeHToB (®Popma Ne 34) - npm mx HedOHOOBOW
opraHusauuu;

e NleNI0 cAaTyMKa [OOKYMEHTOB (BMecTo pgena ¢oHaa npu HedoHOOBOW OpraHu3aLunm
ayOnoBU3YyasbHbIX NOKYMEHTOB).

Homepa egnHuy, xpaHeHus C TEeKCTOBOW COI'IpOBOD,VITeJ'IbHOIZ )J,OKyMeHTaLI,I/IeVI K ayaAnoBmn3syaJibHbIM
OOKYMEeHTaM OO0JDKHbl COOTBETCTBOBATb Yy4€THbIM HOMEPaM ayaANOBU3YyaJ/ibHbIX JOKYMEHTOB.

29.2. KonnyecTBo $OoTOOTNEYaTKOB B q30ToaJ1b60Me n egnHny XpaHeHmna B COCTaBe eNHNLLbI yHeTa
ayanoBu3yasibHbIX JOKYMEHTOB YYNUTbIBAETCHA Ha OCHOBE UX HyMepauuu n ukcupyeTcs:

e choToOTNEeYaTkoB B oToanbboMe - BO BHYTpeHHen onucu oToanbboma, a Takxe B
cooTBeTCTBYloLeN rpade onucu potoansboma (Popma Ne 14);

* €ANHNLU XpaHeHNA OPYIrnxX ayanoBn3yaJibHbIX JOKYMEHTOB - B COOTBETCTBYHOLWNX rpaq)ax nx
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onucen.

|_|pl/l ydyeTe eanHnl XpaHeHnsa B COCTaBe enHNMLbI YHeTa ayanoBn3yaJibHbIX JOKYMEHTOB!

* eIVHULIbI XPaHEHUS KMHO- N BUAEONOKYMEHTOB pacroflaratoTcs Nno 3/IeMeHTaM KOMIJIeKTa,
BHYTPU KOTOPOro HYMepyTCS Mo NMopsaKy HOMepoB YacTeln;

* eVHULbI XpPaHEeHNS AnacUIbLMOB pacrnoslaratTcs Nno NopsaKy HOMEpPOB PYJIOHOB;

e eVHULbI XpaHeHUss (POHOOOKYMEHTOB pacrosiaraloTcsa B MOpsAKe MNPOU3BOACTBEHHbIX
HOMEPOB.

TekcToBasa conpoBoAUTesNIbHAA [OOKYMeHTauusa oTpa)KaeTca B ONMUCAX ayAuoBU3YyasibHbIX
OOKYMEHTOB (3@ nckyeHnem CpOHO,D,OKyMeHTOB) B COOTBETCTBYIOLLUX rpachax.

XXX. OcobeHHOCTH yyeTa 3/1IeKTPOHHbIX BOKYMEHTOB

30.1. DNeKTPOHHbIE Aena, AOKYMEHTbl YYUTbLIBAOTCA B OMUCAX 3JIEKTPOHHbLIX AeN, LOKYMEHTOB
(MpunoxeHne Ne 7 K lMpaBunam). MNMpu 3TOM OCHOBHOM M paboymin 3K3eMnnsapbl YyYUTbIBAOTCSA B
onucax nog oaAHMM NOPAAKOBLIM HOMEPOM.

B onncm BMeCTO KoNMYeCcTBa JINCTOB AeNa yKa3sblBaeTca obbem gena B Mb € TOYHOCTbIO A0 ABYX
3HAKOB Mocsie 3ansaTon.

Mpn nepeBode KOMMYECTBEHHbIX MOKa3aTeNien B MerabanTbl MCNOMb3YeTCs CXema, npuBeleHHas
HUXe.

MopAapoK cnenoBaHUA edUHUL, U3MepeHusa obbeMma (No Bo3pacTaHMio)

1 6anT = 8 6uT

1 Kb (1 knnobant) = 1024 6anT

1 MbB (1 merabanTt) = 1024 kunobamnr

1TB (1 rurabant) = 1024 merabanTt

1 T6 (1 TepabanT) = 1024 rurabanT

1 Mb (1 netabanTt) = 1024 Tepabant

n ap.

KoHBepTupoBaHue B MerabanTtbl eguHuy, uHpopmaLuuu:

BanTbl, KU106aUThI:

O6beMm B banTax Heobxoaumo pasfoennTb Ha 1 048 576 (unn aBa>kabl Ha 1024).
O6beM B Knnobanmtax Heobxoammo pasnennTtb Ha 1024 (ogHOKpaTHOE aeneHune).

MwrabanTbl, TepabanTbl, NneTabanTbl:
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O6beMm B rurabanmtax ymHo)xaeTcs Ha 1024.
O6beMm B TepabanTax yMHOXaeTca Ha 1 048 576 (nnwn gBa>kgbl ymMHOXXaeTca Ha 1024).
O6bem B neTabanTax ymHoXKaeTcsa Ha 1 073 741 824 (unun Tpuxxabl yMHOXaeTcsa Ha 1024).

K Ka)koMy 3JIEKTPOHHOMY [€eJly COCTaBNAETCS peecTp AOKYMEHTOB 3JIEKTPOHHOro aesa, rae
yKa3bIBalOTCA: HOMEp Mo Nopsaky, HoMep Aena, fAaTa AOKYMEHTa, PerucTpaLnoHHbIN HoMep
NOKYMEHTa, HaMeHOBaHNe IoKyMeHTa, 06beM (B MB). B uensax ynobcTea UCNosib30BaHNA peecTp
NOKYMEHTOB Lienecoobpa3Ho COCTaBAAThL B 3/IEKTPOHHOM BUAE U 3aBEPAThb JIEKTPOHHON NOAMNUCHIO
JIMLUA, OTBETCTBEHHOrO 3a y4eT. MNpu oTCYyTCTBUM 3aBepstoLel 31eKTPOHHON MoANMCU COCTaBASETCS
YyIAOCTOBEPSIOLNIA NCT, Kyda BKJOYAOTCA AaHHble peecTpa (KOHTPOJIbHAs CyMMa 1 06bem).
YnocTtoBepsawowmii IMCT opopMasieTca B ByMa>kHOM BuAe, MOAMUCLIBAETCSA COCTAaBUTENEM U
YTBEPXXAAETCA JIMLOM, OTBETCTBEHHbIM 3a Y4eT.

K Ka)xgoMy [OKYMEHTY peKoMeHAyeTCs COCTaBsATb peecTp (hannoB, rAe ykKa3blBalOTCA: AaTbl U
BpeMSA ux nocienHero nsMmeHeHus, obrem B barTax, hopmaThl harnos. ModannoBbin y4eT BefeTcCs
TOJ/IbKO B 3JIEKTPOHHOM BuUAe, C MNPUMEHEHMEM TMporpaMM U CEepBUCOB aBTOMaTUYECKOro
COCTaBJIeHNS CNUCKOB (halJloB 1 onpeaeneHns ux opmMaTos.

Mpun OTCYTCTBUM 3NIEKTPOHHOW MOAMUCK B peecTpe GaloB OOKYMEHTa 3JIEKTPOHHOro pnena
peKoOMeHAYyeTCs COCTaBNATb YAOCTOBEPSALWMUNA JINCT C YKa3aHUEM KOHTPOJIbHOW CyMMbl (XeLu-
CYMMbI) U anropmtMa pacyeTa KOHTPOJIbHON CyMMbl hanna. KOHTPOJIbHbIE CyMMbl (XeLl-CyMMbl),
MoNy4eHHble B pe3ynbTaTe NPUMEeHEeHUsA K (aniaMm 3NeKTPOHHbIX AOKYMEHTOB Xell-(yHKLMNA,
ABNSAITCA WX YHUKaNbHbIMWU  UOEHTU(UKaTopamMn, MNOATBEPXAAOLWMMA aYTEHTUYHOCTL U
LLeJIOCTHOCTb 3/IEKTPOHHbIX OKYMEHTOB. YOOCTOBEpAOWNIA TNCT opopMmaseTca B bymMma>kHOM Buae,
MOAMUCbIBAETCA COCTaBUTENEM N YTBEP)XOAETCH JINLLOM, OTBETCTBEHHbIM 33 Y4eT.

M3meHeHNsa B peecTpbl OOKYMEHTOB U CpaIZJ'IOB SJIEKTPOHHOIo AeJla BHOCATCA NMpun KOHBEPTauun,
MUrpaunn 3NIEKTPOHHBLIX OOKYMEHTOB U npoBeaeHn aHTUBUPYCHbIX MepOI'IpI/IFITI/II7I, B pe3ynbTaTe
KOTOPbLIX MPOUCXOOAAT U3MEHEHUA Xell-CyMM, obbema, dopmMaTa, OaTbl U BpeMeHU nocsiefHero
N3MEeHEHNA 2NEKTPOHHbLIX OOKYMEHTOB.

Bce pencteus, cBA3aHHbIe C Nepesanuncbio, MUrpaunen, KOHBepTaunen 3N1eKTPOHHbLIX AOKYMEHTOB
HeobxooMMo oOTpakaTb B aKTax/MpoTokonax. B akTe KoHBepTauuu/Murpauyumu/nepesanmcm (u
opyrux onepauunin ¢ gannamu) cnegyeT yKasaTb OCHOBaHME A9 COOTBETCTBYHOLWEN onepaunn c
tannom. B Tabnuue akta uenecoobpasHo oTpa3nTb: Ne 3anmcm no nopsaaky, Ne aena, KoamMyecTso
thannoB (ecnu BbIBOPOYHO), BUA ornepaunm, ocobble oTMeTKM B rpade «lpnmevaHue». B ntTorosomn
3aMnMCcn K akTy WAM B KayecTBe MNPUJIOXKEHUA MNpMBOOMTCA peecTp ¢dansaos, nogJexkalimx
KoHBepTauun/murpaunn/nepesanncn (MoxeT bbiTb OTCbIJIKa K peecTpy hannos, NPUI0KEHHOMY K
onncn), a TakXXe peecTp noJsydeHHbiX ¢Gannos. AKT MNoAMNUCbIBAETCS JIMLOM, OCYLLECTBUBLUMM
onepaumio U NPOBEPUBLLUNM KavyecTBO paboT. AKT yTBEPXKOAETCS PYKOBOANUTENEM apXMBa.

B akTe npuema-nepepayn B rpacde «HasBaHue, HOMep OMNUCU» O I/IEKTPOHHbIX AOKYMEHTOB
MOXKeT 6bITb YKa3aH BUA NMPUHMMAEMbIX 3N1EKTPOHHbLIX AOKYMEHTOB (6a3bl AaHHbIX, OLU(POBaHHbIE
NOKYMEHThI), B rpade «MpuMedaHuns» - KONMYeCcTBO HOCUTENEeNn N X obbem.

Bce namMmeHeHNa B y4eTHble JOKYMEHTbl BHOCATCA Ha OCHOBaHUM aKTOB.

Y4yeT HocuTenen 3JIEKTPOHHbLIX JOKYMEHTOB BENETCA B KHUre ydyeTa HOCMuTenen IJIEKTPOHHbIX
AOKYMEHTOB. KHura BepeTtcs Ha 6YMa)KHOM HocuTene u/vunu B 2JIEKTPOHHOM BUAE. B Hee BHOCATCA
cBegeHna o CpVI3VI‘-IeCKVI 060cob1eHHbIX HOCUTENAX SNIEKTPOHHbLIX AOKYMEHTOB U 3alMNCaHHbIX Ha HUX
eanHnuax XxpaHeHuns.

B apxuBe MOryT BeCTUCb BCIOMOraTesibHble y4YeTHble CbOpMI:I Mo y4deTy 3J1IEKTPOHHbIX
OOKYMEHTOB. Hanpumep: CNNCOK (hOHO0B, Cooep)KaLLNX 3NEeKTPOHHbIE OOKYMEHThI; peecTp 6a3
OaHHbIX, y,EI,OCTOBepﬂIOLLI,I/IIZ NNCT 3N1eKTPOHHOIo aena n gp.

APXUBHbBIA WNMP SSIEKTPOHHBLIX A€s, AOKYMEHTOB, XPaHALWWUXCA B WMHMOPMALMOHHOW CUCTeMe
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apxumBa, BK/1lO4aeTCA B COCTaB X MeTadaHHbIX.

30.2. OnNUcK 3NeKTPOHHbLIX Aesfl, OOKYMEHTOB Yy4uUTbiBalOTCA B obuwiem peecTpe onucen gen,
JOKYMEHTOB COrJlJacHO NyHKTY 23.2 [pasw.

XXXI. YyeT KONUK apXUBHbIX A,OKYMEHTOB Ha npaBax NoAJIMHHUKOB

31.1. Konum apxmBHbIX OOKYMEHTOB Ha MNpaBax MNOAJIMHHWUKOB B COOTBETCTBUU
3aKoHoOaTenbLCTBOM Poccmnckonm depepaumm BKIOYAOTCA B COCTaB ApXMBHOIro ooHaa Poccmncko
depepaunun?®, Apxus BeneT yyeT KONt apXUBHbIX OKYMEHTOB Ha NpaBax MNOAJMHHUKOB.

C
n
Konuamm apxmBHbIX LOKYMEHTOB Ha NMpaBax NOAJIMHHUKOB ABJIAIOTCA:

e MUKPOMUIbMbI (MUKPOMULLM) aPXUBHBIX OOKYMEHTOB, W3roTOBJIEHHbLIE M OMOPMJIEHHbIE
hoHaoobpasoBaTenem;

* KOMUN apPXUBHbIX [OOKYMEHTOB, MOOJIMHHUKN KOTOPbIX YTpayeHbl WM HaxogAaTca B
COBCTBEHHOCTU IOPUANYECKUX NN PUBNYECKUX JTNLL;

* KOMUM apXMUBHbLIX LOKYMEHTOB, nepemelleHHbix B CCCP B pe3ynbTaTe BTopoi MupoBon
BOVHbI N HAaXOOMBLUMXCA Ha TeppuTopumn Poccuinckon depepaunu, NOAJIMHHUKMA KOTOPbIX
BO3BpaLLEeHbl B CTPaHbl NX NPOUCXOXKAEHUS.

KonnsiMn apXmMBHbIX OOKYMEHTOB SIBJSIOTCH MUKPOMUSAbMbI (MUKpotuwmn), bymMakHble HOCUTENMN,
ayAnoBuU3yasibHble JOKYMEHTHI.

Konunm apxuBHbIX AOKYMEHTOB Ha MpaBax MOAJINHHUKOB, U3rOTOBJIEHHbIE Ha ByMa>kHOW OCHOBE, a
TakXXe KOMuM ayAuoBM3YyasibHbIX LOKYMEHTOB (POPMUPYIOTCA B €AUHWULBI XpaHeHUs (eanHuubl
yyeTa).

31.2. Konun apxMBHbLIX [OOKYMEHTOB Ha MpaBax MOAJIMHHUKOB, MepefaHHble B apXuB
hoHaoobpa3oBaTeneM, y4MThbIBAOTCSA B COCTaBe ero hoHaa No oTAes/bHOM onucKu. Kaxkaas egmHuLa
XpaHeHMs (ednHULa y4veTa) y4MTbiBaeTCs MO OMUCK Aesl, AJOKYMEHTOB MojJ CaMOCTOSTEJSIbHbIM
HOMepoM. B onucM HanpoTWB 3aroJIoBKa eOuHWLbl XpaHeHus (eauHuubl yyeTa) B rpade
«Konn4yecTBo NINCTOB» Yepe3 Apobb YKa3biBAETCA TaKXXe KOJIMYECTBO KagpoB, OTCHATbLIX C €ANHULbI
XpPaHeHus.

Konunm apxmBHbIX [OOKYMEHTOB Ha nMpaBax MNO4JIMHHUKOB, W3roTOBJIEHHbIe C MNOOJINHHbIX
OOKYMEHTOB, KOTOpPbIe YTPayY€eHbl NN HaXoaATCA B COOCTBEHHOCTU IOPUANYECKUX NN PU3NYECKNX
Ny, a TakXXe KOMUn nepemMeLleHHbIX 4OKYMEHTOB, MOAJIMHHUKN KOTOPbIX BO3BpaLleHbl B CTPaHbl NX
MPONCXOXAEHNSA, (DOPMUPYIOTCA B apXMBHble KoJuiekuun. Konnekumm y4uTbiBalOTCA B CMUCKe
oHaoB (MpunoxxeHmne Ne 5 K NMpaBuaam) B COOTBETCTBUM C NyHKTamMun 23.2, 26.2 Mpasun.

Konuu apXxmBHbIX OOKYMEHTOB Ha npasaxX MOAJIMHHUKOB YYUTbIBAOTCA MO OoTOEeNbLHOM onucn gen,
OOKYMeHTOB Mo aHassormm cC noaJIMHHbIMW apPXUBHbIMU OOKYMEHTaMM Ha COOTBETCTBYHOLUNX
HOCUTEenNnAax.

31.3. 3a eavHuuy XpaHeHuUs KOMWA apxXMBHbIX [OOKYMEHTOB Ha nMpasBax MNOAJIMHHUKOB,
W3rOTOBJIEHHbLIX B BUAE MUKPOKOMNUKA, MpuMHUMaeTca Gusndeckm o060cobneHHbIn  pYyJIoH
MUKpOMUSIbMa UM KOMIMIEKC MUKPOPULL HE3aBUCMMO OT KOJINYECTBa OTCHATbLIX HAa HEM efuHUL,
XPaHeHUs U NOKYMEHTOB. B nTorosonm 3anucm K onucu Aen, AOKYMEHTOB, Hapsay C KOJINYeCTBOM
eOVHNL XpaHeHNs MUKPOKOMUN, YKa3blBaeTCsA CYMMapHOe KOIMYeCTBO COCTaBAAOWNX UX Ka4pOB.
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XXXIl. YuyeT cTpaxoBoro ¢poHpa v ¢poHAa NOJSIb30OBaHUA

32.1. CTanOBbIe Konuu un Konun poHOa NoJsib30BaHUA Ha YHUKANbHbIE U 0co60 LeHHble eguHNLbI
XpaHeHNsa Y4YUTbIBAOTCA B eAUHULAX XpaHeHua W efuHuuax ydeTta. Konmm [OKYMEHTOB Ha
6yMa)KHbIX HoCUTenAX N (POTOAOKYMEHTOB [AOMOJSIHUTE/NIbHO Y4YUTLIBAOTCA B Kajpax, Konuu
KWHOLOKYMEHTOB - B MeTpax, Konuu GOHOOOKYMEHTOB - MO0 BpPEMEeHU 3By4YaHus, Konuu
BNOeoNOKYMEHTOB - MO BpeMeHN 3anncu.

MN3roToBNEeHHbIE C APXUBHbIX LOKYMEHTOB CTpPaxOBble KOMUU YHWUKAJIbHbIX OOKYMEHTOB W ocobo
LEeHHbIX OOKYMEHTOB M Konun oH4a NoJib30BaHUA YYNTbIBAOTCA pa3gesbHo.

YyeT Konuin cTpaxoBoro hoHAa BeAeTCa B cieayowmnx o6a3aTeNbHbIX yH4ETHbIX LOKYMEHTax apxuvBa
(nyHKT 23.3 Mpaswun):

e KHUre yyeTa MNOCTYMJEHUA CTpaxoBoro ¢oHaa 1 GoHAa NOJb30BaHMA Ha MUKpoduLax (c
pasfesibHbiM yKa3aHMeM no rpadaM KoamyecTBa KOMWUIA CTpaxoBoro ¢oHaa u ¢doHaa
nonb3oBaHus; ®opma Ne 30);

* KHUre yyeTa NOCTYMJEHUA CTPaxoBoro poHaa 1 GoHAa MoOSb30BaHUA HA PYJIOHHOW MiEeHKe
(c pasgenbHbIM yKa3aHueM Mo rpadamM KoamyecTBa KOMU CTpaxoBoro ¢oHaa n doHaa
nonb3oBaHuns; Popma Ne 29);

® OMUCK CTPaxoBOro ooHAa Ha Mukpoduax (Popma Ne 41);

e OMUCKU CTPaxoBOro ooHAa Ha pyJIOHHOW NneHke (Popma Ne 42).

K KHUram yyeTa NOCTYMAEeHWN CTPaxoBoro poHaa v hoHAa NMosb30BaHUSA €XerofHO CoCTaBseTCs
NTOrosas 3anmnchb.

Onucb CTpaxoBoro oHAa UMeEeT rofoBble pa3aesbl. K rofoBbIM pa3aenam, TOMaM ONUCK N K OMncu
CTpaxoBoro ¢oHAa B LIEJIOM COCTaBASETCS MTOroBas 3arnucb, B KOTOPOM HapacTaloLWMUM UTOroM
yKa3blBaeTCs KOJIMYECTBO CKOMMPOBAHHbIX € ANHUL, XPaHEHUSA N KOJIMYECTBO U3rOTOBJIEHHbIX KOMWUIA.
HoBble UTOroBble 3aMUCU K OMUCAM CTPaxOBOro )OHAA COCTAaBAAOTCS MO Mepe U3roTOBJIEHUA W
BKJIIOYEHMS B ONUCb HOBbIX CTPAXOBbIX KOMUIA.

OnuncuK cTpaxoBOro YOHOa COCTaBAAITCSA B Tpex 3k3eMmnaspax. MNepBblie 3K3eMnaspbl NepenanTcs
BMECTe CO CTPaxoBbiMU KOMUAMU B LIEHTP XpaHeHUs CTPaxoBoro (OoHAa WM cheunanbHoe
APXMBOXPaHWUNLLILE, PACrOJIOXKEHHOE Ha TeppuTopun cybbekTa Poccuinckoin ®epepaumn. BTopsle n
TPeTbW 3K3eMNAApPbl ONNCEN OCTATCA B apXuMBe.

YyeT CTpaxoBbiX KOMWA U KOMWA ¢oHAA MNONb30BaHWS BeAeTCs Ha OCHOBAHWM 3aKa30B Ha
N3roTOBJIEHNE CTPAXOBbIX KOMWIA W KOMWA (oHAA MOJb30BaHWS, akKTOB TMpueMa-nepenaydn
CTPaxoBbIX KOMUI Ha cneLmasibHOe XpaHeHNe.

B KHMre yyeTa NOCTYMNJIEHU CTPaxoBoro oHAa 1 poHAa MoJSIb30BaHUA Ha MUKPOGULLIAX Kaxkgoe
NOCTyMNJIeHNe KOMuUA CTpaxoBoro GoHAa W KOMUKA (OoHAa NOJIb30BaHMS Y4YUTbIBAeTCS Mof
CaMOCTOATENIbHbIM MOPSAAKOBBIM HOMEpPOM. KonmyecTBEHHble MoKasaTesM TakXe BHOCATCA Mo
Ka>KIOMy apXMBHOMY (hOHAY M ONUCK AeJl, LOKYMEHTOB OTAEJbHO.

32.2. OnucK cTpaxoBoro hoHAa Ha MUKPOGULLAX COCTAaBNAOTCS pa3fesibHO Ha CTpaxoBble KOMUK
KaXk[0ro apxmBHoro ooHaa, oAHY UM HECKONbLKO €ro onucen.

EounHnuen xpaHeHus cTpaxoBoro ¢GoHAaa Ha Mukpoduwax SBASAETCS oThesbHas Mukpodulia.
EovHnuen yyeTa CYMTAOTCA OTCHATbIE C OAHOrO0 fAefla OAHa WM HEeCKOJIbKO MUKpoduL,
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MOMELLEHHbIX B OOWH KOHBEPT. YYETHbIM HOMEPOM eAUNHULbI y4eTa SABNAETCHA MOpsAAKOBbIA HOMEp
OTCHATOro gesa (No onucm CTpaxoBoro oHAa Ha MUKpOdULLaX).

ApPXMBHbLIM LUNGHPOM ABAAETCA COOTBETCTBEHHO aPXMBHbLIN LWNEHP CKOMNUPOBAHHOW efuHULbI
XpaHeHus (egunHuubl yyeTta) ¢ pgobasneHnmem oTMeTkn «CP» - Oona cTpaxoBoro ¢goHaa u «[1»
(«Mo3nTtuB»), «O» (Onasokonuda) - onsg GoHAa MNOSb30BaHUA U NMOPAOKOBOro HOMepa Mo Onucu
CTpaxoBoro ooHAa Ha MuUKpocduilax (depes geduc).

32.3. EovHunuen XxpaHeHuWa CTpaxoBOro goHAa Ha pPYJIOHHOW T[JIeHKe £BAfeTCa dusnyeckn
060Cc0o6NeHHbIN pYyNOH MUKpOUIbMa. APXUBHBIM WNHPOM eOMHNLbI XPaHEHWS CTPaxoBoro oHaa
ABNSAETCH apXUBHbIA LWUNADP CKOMMPOBAHHOW eQuHULbI XPaHEHUS (eAnHUUbI yYeTa) ¢ nobaBrieHneM
oTMeTKN «CP». ApXMBHbIM LUNPPOM eanHULbl XpaHeHUS poHaa NONb30BaHUA ABSETCA apXUBHbLIN
WP CKOMMPOBAHHOWN eANHULbI XpaHeHNs (eanHnUbl yyeTa) ¢ fnobasneHnem oTMmeTkn «Pl».

B KHUry y4yeTa MOCTYyMJIEHUA CTPaxoBoro ¢oHAa M (poHAa MOJIb30BAHUA Ha PY/IOHHOW MEeHKe B
BaJIOBOM Mopsiike (BHE 3aBUCMMOCTU OT (DOHAOBOM MPUHALNEKHOCTU LOKYMEHTOB) 3aHOCUTCSA
Ka)k[as eAMHNLLA XPaHEeHNS CTPaxXoBOoro hoHAa. Mo KHUre yyeTa NocTynaeHnin e ANHMLAM XpaHeHns
CTpPaxoBoro oHAa NPUCBAMBAlOTCS yYeTHble HOMepa, KOTopble SIBASITCA COCTAaBHOW YacTbi UX
apPXMBHbIX LWKNGHPOB. B onucu cTpaxoBoro ¢oHAa Ha PYNOHHOW MJIEHKe HyMepauus ennHuy,
XpPaHeHNsi COOTBETCTBYET y4eTHbIM HOMEpaM, NMPUCBOEHHBLIM UM MO KHUTe y4yeTa NocTyrnaeHnN.

32.4. EguvHuubl XpaHeHuna (eaAuHnubl y4eTa) cTpaxoBoro d¢oHga W ¢doHAa NoNb30BaHUSA
ayOonoBun3syanbHbIX  OOKYMEHTOB  WAOEHTWUYHbl  eduHUUAM  XpaHeHus (eguHuuam  yyeTa)
ayonoBu3yanbHbIX OOKYMeEHTOB. Homep epuHuubl y4eTa CTpaxoBoro (OHOa KUHOLOKYMEHTOB,
hOTOOOKYMEHTOB, (POHOAOKYMEHTOB N BUAEOOOKYMEHTOB NEPEHOCUTCA B OMNUCb U3 KHUMM y4eTa
MOCTYMJIEHWUA.

CTpaxoBble KOMUN KUHOOOKYMEHTOB W (POTOAOKYMEHTOB Y4MTbIBAlOTCA He3aBUCMMO OT BUAA
KWUHOOOKYMEHTOB M (POTOAOKYMEHTOB B OAHOW KHWUre y4vyeTa MOCTYMAEHM CTpaxoBoro coHOa u
hoHOa MOJSIb30BaHMA W OMUCKM CTpaxoBoro ¢oHAaa. CTpaxoBbie KOMMM (GOHOOOKYMEHTOB Ha
MarHUTHOMN JIEHTE N FPaMOPUrMHANIOB YYUTbLIBAOTCA B Pa3HbIX KHUrax yvyeTa MNOCTYMNJEeHUA U
onuncax. B UToroBbix 3anNnUcax KHUM y4eTa NMoCTYMNJIEHNIA CTPaxoBOro poHaa 1 poHAa Nob30BaHUS U
onncen cTpaxoBoro oHAa KNHOOOKYMEHTOB, POTOA0KYMEHTOB, (DOHOOOKYMEHTOB AOMOJHUTENLHO
MOXeT yKa3blBaTbCA KOJINYECTBO eUHNL, XpPaHEeHNA COOTBETCTBEHHO NMPOMEXYTOYHbIX MO3NTUBOB U
KOHTpPaTUNOB; MO3UTUBOB U AOybNnb-HeraTmBoB; He4deTHbIX (I) n 4veTHbIX (II) rpamopurnHanos. B
WTOrOBbIX 3amMMCAX K OMUCAM  CTPaxOBblX KOMWA  KMHOOAOKYMEHTOB, (DOTOAOKYMEHTOB,
(hOHOOOKYMEHTOB 1 BUAEOAOKYMEHTOB YKa3blBAaeTCA TakXXe X 00beM B MeTpax, Kafpax, BpEMEHN
3BYyYaHUs, BpEMEHM 3anuncu.

B onucax gen, HOKYMEHTOB HaMNpoOTWUB 3aro/loBKa CKOMMPOBAHHOW €AMHULbI XpaHeHus (eanHuLbl
yyeTa) B rpage «lpumevaHusa» npoctaBnsieTca oTMeTka «CO». Ecam ckonmpoBaHbl BCe Aena,
DOKYMEHThI, BKJIIOYEHHbIE B ONUCb, 0TMeTKa «CD» NpPOCTaB/SETCSA TOJIbKO Ha TUTYJ/IbHOM JIUCTE U
06/10)KKe onucK aen, NOKYMEHTOB.

32.5. CBepeHna o CTpPaxoBOM KOMMPOBaHMM 0COHO LLEHHbIX AOKYMEHTOB BHOCATCA B onucu ocobo
LeHHbIX gen (Popma Ne 40) Nno Mepe npoBefeHNa NX CTPaxoBOro KONMPOBaHUA C NpocTaBieHneM
OTMEeTKN «CP»,

XXXIIl. Y4yeT aneKTpoHHOro ¢boHaa nosib30BaHUA

33.1. EanHnuen xpaHeHus 31eKTPOHHOro hoHaa nosib3oBaHuns (fanee 3OI) aBnaeTca s3NeKTpoHHas
KOMna eauHuUbl XpaHeHUS (eguHWUbl y4eTa) apXuBHbIX AOKYyMeHToB. O6bem 2P MoxeT
YUYUTbIBATbCA NO pansiam n B merabanTax (MB).

Y4yeT KOMUi 3NeKTPOHHOro ¢oHAa MOJIb30BaHUA BeAEeTCA MO KHWUre yyeTa MOCTYMJieHMA doHaa
Mosb3oBaHMA B MNpou3BosibHOM dopme. B apxmBe mMoryt ObiTb pa3paboTaHbl MeTOoAUYECKME
pekoMeHaaunm No co3gaHuno LM POBLIX KONUA (hoHAa NOJIb30BaHUS.
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B onuncax aen, LOKyMeHTOB B rpade «l[lpumedaHnsa» HanpoTUB 3arosIoBKa CKONMPOBAHHON eAUHUNLLbI
XpaHeHns (eauvHUUbl y4eTa) npocTaBaseTcsa oTMeTKa «3®PM». Ecnm ckonmpoBaHbl BCe eOuHULIbI
XpaHeHns (eAVHUUbI y4eTa), BKJIIOYEHHbIE B ONMUCb AeSl, LOKYMEHTOB, COOTBETCTBYHOLWAa OTMETKa
MPOCTaB/AETCA TOJIbKO Ha ee TUTYJIbHOM ncte n obnioxke.

Konum anekTpoHHOro hoHAa nosb3oBaHMSA HEOOXOAMMO XPaHUTb B BUAE YNOPAAOYEHHON CUCTEMBI
BJIOXKEHHbIX ManokK, COOTBETCTBYIOLLEN OpraHM3aumm JOKYMEHTOB No hoHAaM, ONUCSAM U eQMHULLAM
XPaHEeHNS NN NHoM (He hoHO0BOW) cMCTeMe opraHmn3aunn. Pansbl INEKTPOHHbBIX 06Pa30B LO/IKHbI
MMeTb HaMMEHOBaHWUA, MO3BOJISOWME OAHO3HAYHO UAEHTUHULMPOBATL AOKYMeHTbl. Hanbonee
LuenecoobpasHbIiM SABASIETCS BKJOYEHME B UMs (aina apxXxuBHOro wmndpa AOKyMeHTa (HoMepoB
eANHNL, XPaHEeHNS /U eQuHNL yyeTa).

Tak>Xe B apxvmBe MOXXeT ObiTb pa3paboTaHa, B TOM 4YMC/ie Ha OCHOBE CMNELMANN3NPOBAHHOIO
nporpamMMHoro obecneyveHus, 6a3a paHHbIX (CKUCTeMa), NpeAHa3Ha4YeHHas nOJS XpPaHeHus u
aBTOMaTU3MPOBAHHOMO y4YeTa KOMUii 31eKTPOHHOro poHAa nosib3oBaHusa28l,

Konnu 3@l MoryT OblITb BKJAOYEHbl B WH(OPMaLMOHHYIO cucTeMy apxma. Konum IO moryT
XPaHUTbCS Ha cepBepe apxuBa U 060cobNeHHbIX (CbeMHbIX) HOCUTeNAX. [1na CbeMHbIX HOCUTENEeNn
CO3[a€eTCHA BKNAaAbIW C yKasaHMEM apXMBHOro wwndgpa AokymeHTa. CBeneHusa 06 060cobneHHbIX
HOCUTENAX BHOCATCS B KHUTMY y4yeTa HocuTenen DI, hopma KOTopon pa3pabaTbiBaeTCsa B apxmBe.

Mpy HeobXoAMMOCTM B aApPXMBE MOXET CO03[aBaThbCA HECKOJIbKO LMMPPOBLIX KOMUA pPasHOro
Ha3Ha4YeHMs Npun ycnosum cobnoaeHns TpeboBaHNN K OpraHM3aunm NX XpaHeHUs 1 yyeTa.

OpraHusauma XpaHeHUs W y4yeTa IJIEKTPOHHOro oHAA MOJIb30BaHMUS  onpenenseTcs
BO3MOXXHOCTAMM apxuBa. Co3daHMe U y4eT KOMui 3NeKTPOHHOro ¢oHAa Mosb30BaHUS MOryT
pernameHTUpPoBaTbCsA pa3paboTaHHLIMU B apXUBE HOPMATUBHLIMU U METOANYECKUMUN OOKYMEHTAMU.

XXXIV. YyeT 6MbnmnoTeuyHbix (hOHAOB U My3eHHbIX NPpeaMeToOB B apxuBe

34.1. My3enHble NpegMeThbl, HE SABAAKOWMECS BJIOXKEHUEM B €AMHULYY XPaHEHUSs, yYUTbIBAOTCS B
COCTaBe apXMBHOIro (hOHAa KakK CaMOCTOSATE IbHbIE eAVNHNLBI XPaHEeHUS.

My3enHble nMpegMeThbl, He Boweawmne B COCTaB apxmBHoro ¢oHAa, Heobxoommo y4uTbiBaTb B
COOTBETCTBUM C MNOPAOKOM, YCTAHOBJIEHHbLIM YMNOJIHOMOYEHHbIM denepasibHbIM  OpraHoMm
NCNOJIHUTENbHOM BRacTu gna MysenHoro gpoHaa Poccmmnckonm CDe,uepau,VWlm. Mx y4yeT BepneTca B
KHUre yyYyeTa nocTynJeHUin, NUHBEHTApPHON KHUre y4yeTa.

Mopsapok nprveMa U XpaHEHMS roCcy4apCTBEHHbIX Harpan Npou3BoAUTCH B COOTBETCTBUM C YKa30M
Mpe3snpgeHta PO o1 07.09.2010 Ne 1099 «O Mepax MO COBEPLUEHCTBOBAHMIO rOoCyAapCTBEHHOWN
HarpaZHoW cuctembl Poccuitickon ®epepatum»28l,

MopsaoK yyeTa U XpaHeHUs OpJleHOB, Medanen, 3HaKOB OT/IMYUSA, HAarpyAHbIX 3HAKOB K MOYETHbLIM
3BaHUAM Poccuiickon ®depepaumm n 61aHKOB [AOKYMEHTOB K HUM [OJKEH COOTBETCTBOBATb
«MHCTpyKUMN O nopsioke y4yeTa U XpaHeHWs OpAeHOB, Medasieil, 3HAKOB OT/NYUSA, HArpydHbIX
3HAKOB K MOYeTHbIM 3BaHUsM Poccuiickoit ®epepauin v 61aHKOB AOKYMEHTOB K HuM»H22L,

B cnyvyae oAHOBPEMEHHOro MoCTyrnJieHuM B apxmB 60SbLIOFO KoAMvecTBa npeamMeToB Ha MK
apxuBa paccMmaTpuBaeTcs Bornpoc 06 o6pa3oBaHMM  KOMNEKUUW. KonnekKuMoHHas Oonuchb
perncTpupyeTcsi B cneumasbHOM XypHasie U XpaHUTCA B OTAeJe y4yeTa Kak CaMoCTosTeslbHoe Aerno.

34.2. Y4eT My3eNHbIX NpegMeToB, CoAepXXalnx OparoueHHble MeTaslbl U KaMHW, BedeTcs B
cooTBeTCcTBUM C TnaBon XXVII Mpaswnn.

34.3. XpaHsawmecsa B apxmBe MNedaTHble M3LAHUA YYUTbIBAOTCA B COOTBETCTBUU C MOPAOKOM,
YCTAHOBJIEHHbLIM  YMOJHOMOYEHHbIM (hedepasibHbIM OpraHoM WCAOJIHUTESIbHOW BAacTM ANns
6mbnunoTeyHoro oHaa*3l
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YyeT 6ubnnoTevyHoro oHAa BKJOYAET pPerncTpaumio MNocTYMaeHUs neyvyaTHbIX W3AaHun B
bnbnmoTeyHbln hoHA, X BbIOLITUA U3 (DOHOA, UTOrOBbIE AaHHble O BennyuHe (ob6beme) Bcero
bnbnmnoTteyHoro oHaa N ero nNoapasfesnios, CTOMMoCTb poHaa. MNMokasaTtenn y4yeta bubnnorevyHoro
hoHAa AOO0JIKHbl COOTBETCTBOBATb aHaNOrMM4YHbLIM MOKa3aTessaM rocygapcTBeHHOM 6mbnmnoTevHomn
CTAaTUCTUKKU. YYeT nevyaTHbIX N3O0aHNN MOXKET BECTUCb B TPAAULMOHHOM W (M) 3/IEKTPOHHOM BUAE.

34.4. Mpn BegeHUN y4eTa KHUXKHbIX MaMATHUKOB U My3eMHbIX NPeaMEeTOB, BK/OYEHHbIX B COCTaB
My3senHoro ¢oHaoa Poccuinckon depepaumn, B UHGOPMaLMOHHOW CUCTEME apxuBa chepyeTt
npeoycMoTpeTb conpshkeHne ee c  OOWEPOCCUACKUM CBOAOM KHUXKHbIX MaMSATHUKOB U
depepanbHOM rocygapCTBEHHOM WHGPOPMaUMOHHONM cucTeMon «loCynapCTBEHHLIN KaTanor
My3enHoro coHga Poccnnckon depgepaynm».

PaboTty c 6ubnmoTteyHbIM (HOHAOM apXmBa PEKOMeHAYeTCA NpoBOAUTb C y4eToM «OCHOBHbIX
HanpaB/ieHUN Pa3BUTUA AEATENbHOCTU MO COXPaHeHUo 6ubanoTedHbiXx OHOOB B Poccuinckon
denepaummn Ha 2011-2020 rr. (paHee - B paMKax nognporpamMmmbl «KHVXXKHbIe NAaMATHUKN Poccnms»)
HaunoHanbHOM NporpaMMbl COXpaHeHns bnbnmoTtedHbix hoHA0B Poccuinckon degepaumn.

V paspgen. OPFAHU3AUNA KOMNJNEKTOBAHUA APXUBA
OOKYMEHTAMU APXUBHOIO ®OHOA POCCUNCKOWN ®EOEPALLUN
n aApyrmMmm APXMBHbiIMN DOKYMEHTAMMU

(FnaBbl XXXV - XXXVIII Mpasun)

KoMnnekToBaHue apxvmBa 3akJ/iloyaeTcsa B CUCTeMaTU4eCKOM MOMOJIHEHUM apxuBa OOKYMEeHTaMu
ApxuBHOro poHaa Poccuinckon denepaunm B COOTBETCTBUN C ero Npodusem - yCTaHOBAEHHbIM A4
apxvBa COCTaBOM [AOKYMEHTOB, Noasexalnx xpaHeHno,*3!! na ocHoBaHun ®epepanbHOro 3akoHa
Ne 125-®3, opyrnx HopMmaTUBHbIX NPaBOBbIX akTOB Poccuinckon ®egepaumnm, 3aKOHOB U UHbIX
HOPMaTUBHbIX NMPaBOBbLIX aKTOB Cyb6bekToB Poccunnckon degepaunm, MyHULUMNaAbHbIX MPaBOBbIX
aKTOB; NpaBu OpraHM3aunm XpaHeHns, KOMMNJAEeKTOBaHNS, y4eTa N NCMONb30BaHUSA AOKYMEHTOB
ApxunsHoro oHaa Poccuinckonm depepaumn n Apyrnx apxmBHbIX LOKYMEHTOB B FOCYAapCTBEHHbIX U
MYHULMNANbHbIX apXmnBax, My3eax n 6ubnmorekax, Hay4yHbIX OpraHu3aumsx.

KoMmnnekToBaHue Bk/O4YaeT B cebs onpeaeneHne WMCTOYHUKOB KOMIMJIEKTOBaHNA apPXWBa,
onpeneneHne CoCtaBa apXmMBHbIX OOKYMEHTOB, noajexalwunx npunemMy B apxXuB; Nnpuem-nepenavy
APXNBHbIX OOKYMEHTOB B apPXWB.

XXXV. UICTOYHUKMN KOMNNeKToBaHua>?!

35.1. Bce KOMMMIEKTYOLMECH apXMBbl OO/KHbI COCTABAATb CMUCKN UCTOYHUKOB KOMMJIEKTOBAHMUS
(Popma Ne 49).

CrNUCKN NCTOYHNKOB KOMIMJIEKTOBAHWUA COCTABAIOTCA Ha OCHOBAHUM 3aKOHO4ATeNbCTBa Poccuinckon
depepaunn, 3aKOHOAATENLCTBA COOTBETCTBYIOWEro cybbekTa Poccuinickon ®degepauumn, a Takxe
HOPMAaTUBHbIX NMPABOBbLIX aKTOB COOTBETCTBYIOLLLEr0 OpraHa MecTHOro caMoyrnpaBieHus.

B CMMCKM NCTOYHMKOB KOMMIEKTOBAHUS apXmBa BKJOYAOTCHA rOCyAapCTBEHHbIE OpraHbl, OpraHbl
MecTHoro camoynpasneHna™ 33l B Hux Tak>ke MoryT BK/IIO4aTLCS ApYrue opraHn3auum Bcex hopm
CobCTBEHHOCTU, a TakXXe rpakaaHe Poccminckon depepaunm, B NpoLecce [esaTebHOCTU KOTOPbIX
obpa3yloTcsa AOKYMeHTbl ApXMBHOIro poHaa Poccunckon depgepaumv v gpyrme apxmeHble
OOKYMEHTHI.

HerocynapcTBeHHble  OpraHM3auMM W rpaxKAaHe BKJYAOTCA B CAUCKM  UCTOYHMKOB
KOMMIEKTOBaHNA apxvBa Ha OCHOBaHUM forosopa 34,

HerocymapCTBeHHble oOpraHusaunmm, XpaHauwune [OOKYMeHTbl ApXMBHOro doHaa Poccunckon
depepaumm, KOTOpble OTHOCATCA K rocyp,apCTBeHHon nnn MyHMLLMHaHbHOIZ cobCcTBEHHOCTU U
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obpa3zoBanncb B npoLecce AeATeNbHOCTUM FoCYyAapCTBEHHbIX W MYHULMMNANbHbLIX OpPraHu3aLui,
npaBonpeeMHNKaMn KOTOPbIX OHU ABASIOTCS, BKJIIOYAOTCA B CMUCKN UCTOYHMKOB KOMMJIEKTOBAHUSA
Tex apXMBOB, UCTOYHUKAMW KOMMIEKTOBAHUS KOTOPbIX ABASANCL UX MpealecTBeHHNKn 32,

35.2. TeppuTOopmranbHblie opraHbl hefepasibHbIX OPraHoOB roCyAapCTBEHHOW BacTu 1 peaepanbHble
opraHu3aumun, WHble rocyfapCTBeHHble opraHbl Poccunckon depepaumun, pacrnosioXeHHble Ha
TeppuTopun cybbekTa Poccuinckon depepauunn, BKAKOYHAOTCA B CMUCOK  UCTOYHUKOB
KOMMJIEKTOBAHMA rOCyAapCTBEHHOI0 apXuBa COOTBETCTBYoWero cybbvekTa Poccuiickon degepaumu
Ha OCHOBaHUW [OroBopa MeXxAy YKasaHHbIM OpraHoM WaM opraHm3aunmen nU yrnosIHOMOYEHHbIM
OpraHoOM NCMNOJIHUTENBLHON BacTu cybbekTa Poccuinckon depepaumm B cchepe apxmBHOro gena.

35.3. MpuHUNNbI U KPUTEPUN OTHECEHUSA OPraHM3aUnin 1 rpa>kgaH K NCTOYHMKaM KOMMJEKTOBaHUS
apxuBa

OTHeceHMe opraHu3aunin 1 rpakgaH K UCTOYHMKAM KOMMIEKTOBAHWSA apXMBOB MPOM3BOAUTCA Ha
OCHOBEe CJiefyoLNX MPUHLMMOB:
* ICTOPU3Ma;

®* CNCTEMHOCTN,

® LIe/IOCTHOCTMH,

henepaTmMBHOro yctponctea Poccnnckon depepaunm.

[Mpwv 3TOM y4nTbIBAOTCA CneayoLlme Kputepun:

e hopMbl COBCTBEHHOCTU (YacCTHas, rocynapCTBEHHas, MyHUUMNaNbHass U WHble OPMbI
cobcTBeHHOCTN);

* MeCTa HaxoXAeHus (NpebbiBaHnA) PUANYeckoro, MU3NYecKoro anLa;

e BNOOBOWN npMHaOgNeXXHOCTU AOKYMEHTOB NN HoCuTenen MHopMauunu;

¢ 3Ha4YeHuna [eATesIbHOCTU opraHm3aL|,|/||7|, obuwecTBeHHbIX 0b6beguHEHUN 1 rpaxgaH B
MOJIMTUYECKON XKU3HU, COLNANbHO-3KOHOMUYECKOM Pa3BUTNM rocyaapcCtBa n obuwecTBa;

MoapobHO AaHHbIE MPUHUUMBI N KPUTEPUN OXapaKTepusoBaHbl B paboTte BHUNOAL «3kcnepTusa
LEeHHOCTM YyrpaBJfieHYeCKUX OOKYMEHTOB M KOMMJEKTOBaAHWE UMW TFOCYAAPCTBEHHbLIX APXMBOB
(Teopus U MeToamKa)» 2007 r.[238!

|_|pVI OoTHEeCeEHNN OpFaHI/IBaLI,VIVI, obwecTBeHHbIX 06begnHEeHUN K WUCTOYHMKAM KOMMJIEKTOBaHMUSA

APXMBOB YHUTbIBAOTCA TaKXXe:

* MOJIHOTA OTPaXeHUsl MHMOPMaLUKN O AeATEeNbHOCTU OpraHuM3aUnn B apXUBHbIX (POHOAX
OPYruX opraHn3aunii;
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* NMPeeMCTBEHHOCTb MNpoduns AeAaTeNbHOCTU OpraHm3auun-npeallecTBeHHUKa (npu ee
Hanm4mmn);

* MHOMOMpPouILHOCTb AeATEeNbHOCTW OpraHu3aUnm; CoCTaB ydypeauTenen; SBaseTcs M oHa
obbenHeHneM opraHumsauun (Kkopnopawumm, accouvaumm n ap.);

® MOJIHOTa AOKYMEHTUPOBaHUNA OeATEJSIbHOCTN OpraHmn3saunn, obuecTBeHHOro o6beanHeHNS;

e NJINTENIbHOCTb CYLLECTBOBAHMWSA, HaJinyme pernoHasbHbIX oTAaeneHun (oas obuiecTBeHHbIX
obbegnHeHun).

|_|pl/l OTHECEHUN rpa>KgaH K NCTOYHNKaM KOMMNNEKTOBaHUA apXmnBOB AOMOJIHATEJIbHO YHNTbIBAETCA:

e BKJIQ[ rpakfaHunHa B pa3BUTUE HAYKU, KYNbTYpbl N APYrux chep AeATeNbHOCTH;

* ero pOJ'Ib B Ka4yecTBe y‘-IaCTHVIKa, oyeBugLa BbloaklOLWLNXCA CO6bITVII7I B XXU3HWU rocyuapCTBa n
obLwecTBa;

e COCTAaB M colepXaHue cobpaHHbIX TpPa)KAaHWHOM APXUBHbIX [JOKYMEHTOB, WX
NH(OPMaLMOHHAas, Xy40)KeCTBEHHas, Hay4YHas LLeHHOCTb (NpY 3TOM HEOBXOAUMO YYNTLIBATh
BCIO COBOKYTHY MH(POPMALIMOHHYO 3HA4YMMOCTb (DOHAA);

e BHellHWe ocobeHHOCTH OOKYMEHTOB (Hann4yme nomeT, ocobeHHOCTHU O(DOpMJ'IeHI/IFI).

35.4. CocTaBsieHne n BeeHmne CNNCKOB UCTOYHUKOB KOMMJIEKTOBAHMNA apXuBa

ApxuB BeeT CMUCKN NCTOYHUKOB KOMIMJIEKTOBaHUSA Ha 6yMa)KHOM HocuTene n (nnn) B 3J1eKTPOHHOM
Buge.

Cnuckn BeOyTCs pasaesibHO A8 OpraHM3auUui n rpaXkaaH.

Mpwn HeobxognmocTy, apxXmB BMpaBe BeCTU OTAEJIbHbIE CrMUNCKN opraHmsau,w?l - WCTOYHWMKOB
KOMMNEKTOBaHNA Hay‘-IHO-TeXHI/I‘-IeCKOI7I }J,OKyMeHTaLI,I/IeVI, ayanosnsyaJibHbIMU OOKYMEHTaMMW.

CocTaBneHue (yTOYHEHME) CMNWCKOB OpraHmM3auuin - WUCTOYHUKOB KOMIJIEKTOBAHUA apPXMBOB
OCYyLLEeCTBASETCA B TpU 3Tana:

* NOArOTOBUTESIbHbIN;

e OCHOBHOW;

* 33KJIIOYUTENbHbIN.

Ha noarotoBuTesibHOM 3Tarne oOCYLeCTB/AETCA BblAB/eHUe opraHmsau,mVl, 06l ecTBEHHbIX
obbegnHeHunn, rpa>xgaH, HaxoaAaWwnxca B 30HE KOMMJIEKTOBaAHUA apXmBa, KOTOPble MOryT ObITb
OTHEeCEeHbl K YMCNY NCTOYHMKOB KOMIMJIEKTOBAHMUA apxuea. lNpn 3TOM, B HaCTHOCTW, peKoMeHayeTcs
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OXBaTWUTb BCE rOCYAapCTBEHHbIE 1 MyHULMMabHbIE MPeAnpuUaTUa 1 yupexaeHna 37,

B opraHumsauuto, obwecTBeHHoe ob6beanHeHWe HamnpasBfisSeTCcs MUCbMO C MPEnIoKEHNEM O
COTpyAHUYeCcTBe B chepe AeI0Npon3BOACTBA M apXUBHOMO Aena, U C MHpopMaLMern 0 BO3MOXXHOCTU
BKJIOYEHNSI ee B CMUCOK OpraHum3auuin - WUCTOYHUKOB KOMIMJIEKTOBAHWUSA TOCYyAapPCTBEHHOrO,
MYHULIUMANIbHOrO apxuBa.

"pa>kgaHaM, y KOTOPbIX UMETCHA OKYMEHTbI JIMYHOIr O MPOUCXOXKAEHUSA, MPeacTaBaaowme nHTepec
ONS  BO3MOXHOIMO WX BKJIIOYEHUA B cCocTaB ApXuBHOro ¢oHaa Poccunckon depepaunn,
npepfiaraeTcs BOWTU B COCTaB UCTOYHUKOB KOMMJIEKTOBAHUSA apXuBa B X04e JINYHbIX Neperosopos
WNn NyTeM rnepenmncku.

B cnyvYyae MONOXWUTENbHOrO  MUWCbMEHHOro OTBEeTa HEerocydapCTBEHHOW  opraHusauunu,
06L1ecTBEHHOro 06 beAnHeHNs, rpaXkAaHMHa Ha NPeaJIoKEeHNE 0 BKIOYEHUN B CMIMCOK OpraHn3aumi
N TrpaxgaH - WCTOYHMKOB KOMIJIEKTOBAHUS [OCYyOApPCTBEHHOro, MYHMLMWNANbHOIMO apxuBa
OCYyLLIECTBJ/ISIETCS MEPexXo] KO BTOPOMY 3Tany.

OCHOBHOW 3Tan BKJIlO4YaeT B cebsl BCECTOPOHHEE M3yYeHMEe COCTaBa AOKYMEHTOB, 00pa3yoLmXcs B
NeATeNbHOCTU  OpraHuM3auuii, KoTopble MOryT ObiTb OTHECEHbl K 4YUCIY WUCTOYHUKOB
KOMIMJIEKTOBAHUSA Ha OCHOBAHWUM KPUTEPUEB, YKa3aHHbIX B KOMMEHTapUAX K MyHKTY 35.3 Mpasun;
NMOAroTOBKY KOMIMJIEKCa AOKYMEHTOB /1 BK/IOYEHUS OpraHu3aunii n rpaxkaaH B NPOeKT Crucka. B
pesynbTaTe NpoBefeHHON paboTbl COCTABAAETCA SKCMEPTHOE 3aKJI0YEHNEe apXnBa 0 BO3SMOXXHOCTU
BK/IIOYEHUS  OPraHm3aumMmM WAM  rpakgaHuWHa B CMUCOK  WCTOYHWUKOB  KOMIMJIEKTOBAHUS
COOTBETCTBYIOLLErO apXunBa.

DKCNepTHOEe 3aKJlnyeHne npunaraeTca K npotokony 3K,

B akcnepTHOM 3akJioyYeHun B cBOBOAHOM hopMe OMNMCbIBAETCS OpraHM3aLMoOHHO-NpaBoBas opma
opraHusauMm no ee y4YpeauTe/lbHbIM [OOKyMeHTaM; (YHKLWOHAaNbHO-Le/leBOe Ha3HaydeHue
opraHusauum (uenu, npeameT 1 BUAbl AeSTeNbHOCTUN); BUAbI (FPynnbl) 4OKYMeHTOB, obpa3yiouimecs
B [OeATeNbHOCTM oOpraHumsaunn (ynpaBsieH4Yeckne, Hay4yHO-TEXHUYECKUe, ayanoBu3yasibHblie,
3JIEKTPOHHbIE OKYMEHTbI, AJOKYMEHTbI MO JIMYHOMY COCTaBY); NOJIHOTa COCTaBa AOKYMEHTOB.

[OenaeTtca BbIBOA O ULenecoobpa3HOCTU BKJIKOYEHUA OpraHM3auMm B CMUCOK OpraHuMsaumm -
NCTOYHMKOB KOMIMJIEKTOBAHMA C YKa3aHWEM pekKoMeHayemonm GopMbl npueMa (rnonHas wuan
BbIbOpoYHasn) (cM. kommeHTapun K Mnase XXXVII Mpaswun). Beinncka n3 npoTokona 3aceganus K
BXOAUT B COCTaB HabnogaTeNbHoro aena opraHunsauunt3e.,

05 Herocy4apCTBEHHbIX OpraHn3aLnii FOTOBMTCA NMPOEKT COOTBETCTBYIOLLEr0 AOroBopa.

3aK/II0NUTENbHBIV 3Tan BK/OYaeT B cebs NPUHATNE peLleHNs O BKJIIHYEHUN OpraHn3aLnn B HYCIO0
NCTOYHUKOB KOMMIEKTOBAHMNA apXx1Ba U 0 opMe NpreMa U1 3ak/lo4eHne AoroBopa B COOTBETCTBUN
c TpeboBaHNAMMN 3aKOHOAATENLCTBA U NyHKTa 35.1 Mpasun™32.,

HerocygapCTBeHHbIE OpraHM3auun, BpPEMEHHO XpaHsawune [OOKYMeHTbl ApXuBHOro ¢oHaa
Poccuiickon ®epepaunm, OTHOCALLMECS K FrOCYyAapCTBEHHON UAN MYHULMUMNANbHON COBCTBEHHOCTH,
OCTalTCA B CNUCKE UCTOYHUKOB KOMMJIEKTOBAHUSA Te€X apXVBOB, UCTOYHUKaMWN KOMMJIEKTOBAHUSA
KOTOPbIX SABAAJNCL WX NpeflecTBEHHUKKW, 00 nepefadn 3TUX [AOKYMEHTOB Ha MOCTOSAHHOe
XpaHeHne B COOTBETCTBYOWMUN FOCYAAPCTBEHHbIN WAM MyHMUWMNANIbHbIA apxuB. llocne 4ero ¢
opraHmsaumen MoxxeT bbITb 3aK/I04eH OOFOBOP O BKJIOYEHUMN OpraHM3aumn B CNMCOK UCTOYHMKOB
KOMMAEeKTOBaHUS.

B poroBope C HerocygapCTBEHHOM oOpraHuW3auuein ykasbiBaeTcs MpeaMeT [OroBopa; npaBa U
06513aHHOCTU CTOPOH; CPOKM BPEMEHHOI0 XPaHEeHM [OKYMEHTOB B OpraHusauum Ao nepegayv ux B
apXuvB; CPOK OEeNCTBMA [OroBopa; lpUANYECKMe alpeca CTOpoH. MpuBoasTca BuAabl (rpynnbl)
[NOKYMEHTOB, MoAJIeXXallnx nepeaaye Ha NocTosHHOe XpaHeHWe, CoracoBaHHble cTopoHamn4%,

[loroBopbl AO0JKHbI OblITb O(OPMJIEHbI AOJKHLIM 06pa3oM M MNoANuCaHbl NULLEAMU, UMEKLLUMN
HeobxoOuMble MOSIHOMOYMS. [lOroBOpbl COCTAaBAAITCA B OBYX 3K3emnjspax. [locse npuHsaTUN
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pelleHns 0 BKJIIOYEHUW OpraHu3aumm B CMUCOK UCTOYHWKOB KOMMJIEKTOBAHUSA OAWH 3K3eMnasap
[OroBopa BKJ4YaeTCca B HabnwopaTenbHoe Oeno opraHvsauuMm B apxmBe (CM. KOMMeHTapuu K
NyHKTY 35.9 MpaBwnn), BTOPOM - HaNpaBAseTCs B OpraHn3aumio. B cnydae nnkemagaumm opraHmsaumm
1 nepefavn ee nen B apxms, LOrOBOP BKJIlOYAETCA B AeJs10 (poHOa opraHu3auumu.

dopMa CNMUCKOB UCTOYHUKOB KOMIMJIEKTOBaHUA

dopMa CMUCKa OpraHM3auun - UCTOYHMKOB KOMIMJIEKTOBaHUS apxuBa fAaHa B MeTogmnmyeckux
pekoMeHpaumax «OnpeneneHne opraHnsaumin - NICTOYHMKOB KOMMNJIEKTOBAHNS MrOCy4apCTBEHHbIX U
MYHULMNANbHbLIX apXxuBoB» (M., 2012)124

Mpn ogOopMAEHUN CMUCKOB OpPraHuU3auUnii - WUCTOYHUKOB KOMMIEKTOBAHUA rOCYAapCTBEHHbIX,
MYHULIUMAJIbHbIX apXMBOB PEKOMEHYEeTCA MPeayCcMoTpeTb Hasinyme cneayumx rpadg:

rpacpa 1 - nopsAAKoBbLIN HOMeP (MpUCBanBaeTCa NOCAenoBaTeNbHO N0 BCEMY CMUCKY);

rpaca 2 - MHAEKC OpraHun3aLmm (NprUcBanBaeTCs No kKnaccubukaLoHHon cxemet44);

rpaca 3 - HamMmeHoBaHwue opraHmnsaunm (FlpI/IBO,D,I/ITCﬂ noanHoe M COoKpaweHHoe HanmMeHOBaHWne
opraHnsaunn no y4peanTtesibHbIM }J,OKyMeHTaM);

rpaca 4 - cdopma cobcTBeHHOCTU (yKa3biBaeTCs rocynapcTBeHHas (denepanbHasn, cybbekTa
Poccuiickon ®epepauunn); MyHMUMNanbHas; YacTHasa (opraHm3saynm, obuiecteBeHHOro o6bvegnHeHus,
dursunyeckoro nuua)t43l;

rpada 5 - cdopma npmema OOKYMEHTOB (yKa3biBaeTcsa: monHas 1, Bbibopo4vyHas nosmpoBas 2.1,
BbibOpoYHaa rpynnosas 2.2) (cM. KoMmMeHTapuu K nase XXXVII MNMpasun);

rpaca 6 - HanM4ynme Hay4HO-TEXHUYECKUX AOKYMEHTOB, ayANOBU3yasibHbIX OOKYMEHTOB U WHOW
crneunanbHoOM OKYMeHTauum (yKasbiBaloTCA BUAbI CreunanbHON JOKyMeHTauum, obpasylowmxcs B
opraHusauun);

rpadga 7 - npumevaHue (ykasblBaeTcs gaTta u Homep npoTtokosa 3K 0 BKIIYEHUN NN UCKIJIIOYEHNI
opraHmsaumm u3 cnucka. Hanpumep: «BKaOYeHa» A0Oroop oT ..., Ne ...; peweHune IMK ot ...;
«NCKJOYeHa» peweHue MK oT ... ; 49 HEerocyaapCTBEHHON OpraHuU3aunn yKa3blBaeTCs TakXXe
HOMep 1 AaTa 4orosopa).

Ka><[1o/ opraHu3auum NnpucBanBaeTCsi NOPSAKOBbLIA HOMEP MO CMUCKY OpraHu3aunii - ICTOYHUKOB
KOMMJIEKTOBAHMS TOCYapCTBEHHOIr0, MYHMLWMANbHOrO apxvMBa W MHOEKC. HerocygapCTBeHHble
opraHusaumm n obulecTBeHHble 06begNHEHNSA BKJIIOYAIOTCA B pasaesbl CNMcKa, COOTBETCTBYOLLNE
NPoUID X AeATeNbHOCTU, U MOMELLLAITCA B KOHLE pasaena. BHyTpu pa3nenos, noapasnesioB
nepeyeHb OpraHM3aLnii CUCTEMaTU3MPYETCA MO aIPaBUTy HaUMEeHOBaHUN.

Cnunckun rpakaaH - UCTOYHUKOB KOMIMJIEKTOBAHUA COCTABSAIOTCS B MPOM3BOJSILHOW hopMe. B HuX
pPeEKOMEHAYEeTCS YKa3biBaTb MOPSAKOBLIN HOMeP; haMuinio, UMsl, 0TYECTBO rpakaaHnHa (0T4YeCcTBO
YKa3blBaeTCsa Npu Haanymmn); agpec, KOHTaKTHbIE AaHHbIE; HAMEeHOBaHNE N HOMEP CYLLECTBYIOLLErO
nmbo HauMeHOBaHMe npennosiaraeMoro JIMYHOro qoHAa WAM KOJUJIEKUUW; OCHOBaHMe Ans
BKJIIOYEHMSA B CNUCOK; MpUMeYvaHus.

B cnncok, no mepe HEOHX0ANUMOCTN, BHOCATCS U3MEHEHMSA U AOMONHEeHMs. VicktovyeHne rpakaaH ns
CMCKa MpoM3BOAMTCS B CJ/lydae WX OTKas3a OT COTPYAHUYECTBA C APXMBOM (pacTOp>KeHus
[OoroBopa); npekpalieHns obpasoBaHUs Yy rpakAaHWHa LOKYMEHTOB, OTHOCALMXCA K APXMBHOMY
¢oHay Poccuiickon depepaunn; 3aBeplleHUs MNpuUeMa BCexX [OKYMEHTOB oHAa; CMepTu
¢oHpochaTHYMKa (B 3TOM C/lyvae BO3MOXXHO 3aKJ/Il04YeHNEe HOBOIO I0FrOBOpa C ero HacjJiegHUKamMun npu
HeobxoanMMocTu). MNMpn BKAOYEHUN HOBbIX FPpakAaaH OHU BHOCATCS B KOHEL, AeNCTBYOLEro cnmcka.
JonosnHnTenbHas MHGOpPMaLMs BKOYaAETCa B rpady «npumMevaHune».

35.5. OpraHumsaunm n rpa>kgaHe BKJIOYATCA B CAMCKN UCTOYHUKOB KOMMJIEKTOBaHNA apxXmBa Ha
OCHOBaHuUKM peweHusa MK cdenepasbHOro rocyaapCTBEHHONO apxueBa, YrNnoJIHOMOYeHHOro opraHa
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NCNOJIHUTENbHOM BRacTu cybbekTa Poccuinckon depepaumn B chepe apxXMBHOro aesa, HayyHoun
opraHu3sauymu.

35.6. npoeKTbI CNMNCKOB NCTOYHUKOB KOMITJIEKTOBaHNA noane)xXatT CorjaCoBaHMIO!

e (hefepanbHbIX FOCYAApPCTBEHHbLIX apxXmMBOB - C LleHTpanbHOM 3KCNepTHO-MPOBEPOYHON
kommnccumen (LI3MNK) ynonHoMo4eHHOro gefepasbHoOro opraHa WUCNONHUTENIbHON BRacTu B
chepe apxmBHOro gena w pesonpoumsBoAcTBa (nocne paccMoTpeHums ux Ha MK
henepasnbHOro rocygapCTBEHHOro apxuBea);

* roCynapCTBEHHbIX apxMBOB cybbekTa Poccuinckon depnepaumm  MyHULMNAAbHbIX apPXUBOB -
c 3JMK YynonHOMOYEHHOro OpraHa WUCNoNHUTeNbHoW BRacTn cybbvekTa Poccuiickon
depepaumu B cpepe apxXmMBHOro nena;

* Hay4HbIX OpraHusauunin - ¢ MK Hay4YHOW opraHu3aLun.

CornacoBaHune ogopMmaseTca peweHuem cooTBeTcTBylowmx MK n U3MNK. PeweHne BCTynaeT B
CUNY NoC/e ero yTBepXXAeHNs B yCTaHOBeHHOM nopsiake44,

35.7. CornacoBaHHble CMUCKN NCTOYHUKOB KOMIMJIEKTOBAHNS apXMBa nogexaTt YyTBep>X4EHUIO:

* pyKOBOAMTENEM apxmMBa (Hay4HON opraHm3aumnm)

nnn

e OpraHoM MECTHOro camoynpaBJsieHnss (A1 MYHUUMNAJNIbHOrO apxuBa, SBJSIOLLErocs
CTPYKTYPHbIM Nnoapa3geneHneMm opraHa MECTHOrO CaMoyrnpaB/ieHuns ).

35.8. ApxmB OCyLIECTBASIET BHECEHNE W3MEHEHUN B CMUCKW WUCTOYHUKOB KOMIMJEKTOBaHUSA B
cnyyasx:

® CO30aHuA, peopraHmsaunn, nnKeMoaumnm rocyaapCrtBeHHOro opraHa, opraHa MeCTHOro
CaMoynpaBseHnsa, opraHmn3auunn,

e OTKa3a HerocygapCTBEHHbIX OpraHu3auMn WU rpakgaH OT COTpyAHMYecTBa C apXMBOM
(pacTop>xeHuns gorosopa);

e NpekpaweHns obpasoBaHUs B OpraHM3aunnM OOKYMEHTOB, OTHOCSALWIUXCA K ApPXMBHOMY
doHay Poccuiickon ®epepauyunm;

* BKJIIOYEHMSA OpraHm3aumMm B CMUCOK MCTOYHMKOB KOMMJIEKTOBaHWUSA [pYyroro apxmeBa Ha
OCHOBaHUWM peweHnsa UMK ynoaHOMOYeHHOro denepasbHOro opraHa WMCNOJIHUTESIbHOWN
BJIACTU B cpepe apxXMBHOro gesa v genonpoussoactsa, MK ynosHOMOYEHHOro opraHa
NCNoJsIHUTEeNbHOM BNnacTu cybbvekTa Poccuinckon ®epepaunn B chepe apxmueHoro gena, MK
Hay4YHOW opraHmsaumu;
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* N3MEHEHUS OpraHU3aLUMOHHO-NPABOBON (OPMbI, HAUMEHOBAHMWS, MECTOHAXOXOEHMS
opraHmsauuu.
35.9. Y4yeT UCTOYHNKOB KOMMJIEKTOBaHUS. BegeHve HabnogaTenbHbIX aen

ApXuB [OJIKeH BeCTU Yy4yeT WUCTOYHMKOB KOMMAeKToBaHuda. [nsa 3TOM LuUenn 3aBoamnTCA
HabnogaTenbHoOE A0 Ha KaXKaAbI UCTOYHUK KOMMJIEKTOBAHUSA (opraHM3au,|/no n rpam,u,aHMHa).

HabniopgaTtenbHoe aeno GopMUpyeTcss C MOMEHTA BKJIIOYEHWS OpraHm3aumnmn, rpaXxaaHnuHa B CMCoK
NCTOYHNKOB KOMMJIEKTOBAHMS rOCYy4apCTBEHHOI0, MyHULMMNaAbHOI0 apxnBa 1 BEAEeTCA A0 MOMEHTA
NCKJIIOYEHNS opraHn3aUnm, rpa>kaaHnHa 13 Hero.
B HabnogaTenbHOe Aeno opraHu3aLuum peKoMeHayeTCs BKJoYaTh:

e BbIMUCKN 13 NMPoToKosioB DMK ¢ pe3ynbTaTaMn pacCMOTPEHUA 3KCNEPTHbIX 3aK/IOYEHUA O

NMnoCTaHOBKE, WUCKJIKHOYEHUN OpraHundaunn m3 CrnnuCcka UCTOYHMKOB KOMITJIEKTOBaAHWUA,
oHOnpoBaHUN, onucen gen NOCTOSIHHOIoO XPaHeHUa n no MIM4HOMY COCTaBYy,

e nucbma 06 yTpaTaxX OOKYMEHTOB, aKTbl N AP. O COCTOAHUN apPpXNBHOIo CII)OHJJ,a opraHmnsauunn,

e cripaBku 06 obcnegoBaHUM YCIOBUIA XPAHEHUS U COXPAHHOCTU AOKYMEHTOB MOCTOSAHHOMO
XPaHEeHUs 1 Mo JIMYHOMY COCTaBY;

e KOMWUM NOJI0XKEHU 06 apxXmBe n 3KCI'IepTHOIZ KOMUCCNKN OpraHn3saunm,

® KOMuW yCtaBa, MNOJIOXKEHNA OpraHn3aunn,

e OMNUCK Aen, 4OKYMEHTOB NMOCTOSIHHOIrO XpaHeHus nocne yTeepxxaeHus Ha 3MK go nepegayu
Ha XpaHEeHMe B apXuB;

* onncu pgen no 1IM4HOMY COCTaBy,

* HOMEeHKJIaTypbl Ooen.

CocTaB [OKYMEHTOB, MNoMellaeMbix B HabnofaTenbHble pena, Mepuoanyeckyn MonoJsiHAeTcA
COOTBETCTBYIOWMM  KOMMJIEKCOM OENCTBYWOWMUX HOPMAaTMBHbIX, MeTOOMYECKUX W  APYrux
OOKYMEHTOB.

3aKJIlo4EHNA Ha roOoBbIE pa3desibl ONUCEN, HanpaBsgeMble Ha paccmoTpeHune IlK dpenepanbHOro
rocyfapcTBeHHOro apxusa, MK ynosIHOMOYEHHOro OpraHa WCMOJIHUTENbHOM BRacTu cybbekTa
Poccuiickon depepaumnm B obnactm apxmsHoro pgena, I3MK Hay4yHOW opraHusauum OOJIKHbI
XPaHUTLCA B MaTepmasax COOTBETCTBYHIOLWMNX KOMUCCUNA.

Mpwn nepexofe opraHMsauun B UCTOYHUKU KOMMJEKTOBAHUA APYroro apxvsa, B OaHHbIN apxXumB
nepepnaeTca n ee HabnogaTensHoe gesno.

B HabniopatenbHoe geno rpaXxXgaHMHa - UCTOYHWKa KOMMNNEKTOBaHUA apXuBa pPeKoMeHAYyeTCA
BKJ1IO4aTb CBeAeHNA O rpa>xXgaHuMHe, o CoCTaBe U cogep>XaHUn ero apXmBHbIX JOKYMEHTOB.
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Mpn NCKIOYEHUM OpraHn3aLmm Nan rpaxaHnHa U3 Ynucjia NCTOYHMKOB KOMIMJIEKTOBaHUSA apXmnBa nx
HabnopoaTenbHble Aena nopsiexaT yrnopsAoYeHUI0 M nepefadvye B apxXuBHbIA oHA apxusa. Mpwu
3ToM HabnwpaTenbHoe pfOeno nogBepraeTca nosHon obpaboTke (akcnepTusa, MnepenserT,
HyMepaumns), BKJOYAEeTCA B ONMUCbh U rMepefaeTcsa Ha NOCTOAHHOE XpaHeHue B rocyfapCTBEHHbIN,
MYHULMNANbHbLIA apXWB.

PekoMeHAyeTCs BECTU y4YeT WCTOYHMKOB KOMIMJIEKTOBAHMSA C MCMO0JIb30BaHWEM UHMOPMALIMOHHOWN
CMCTEMbI, M03BOJIAOLLEN COBMPaTb K aHAIM3NPOBATL CTATUCTMYECKUE AaHHbIE, OCYLLECTBAATL, MNPy
Heo6X0AMMOCTMN B3aUMOCBA3b C APYrUMN MPOLECCaMI apXMBHON aeaTenbHocTn n ap.H4™!

XXXVI. 9kcnepTu3a LLEHHOCTU AOKYMEHTOB

36.1. ApXnBHble AOKYMEHTbI BKJIIOHAKOTCA B cOCTaB ApxuBHOro coHaa Poccuinckon depepaumm Ha
OCHOBaHUW 3KCNEPTU3bl LEHHOCTU LOKYMEHTOB. DKCrepTmn3a LEHHOCTU JOKYMEHTOB - 3TO U3y4YeHue
OOKYMEHTOB Ha OCHOBe KpUTepueB UX LEeHHOCTWU B UendAX ornpefesieHnsa CPOKOB XpaHeHus
OOKYMeHTOB 1 nx oTbopa ANa BKAOYEHNA B COCTaB ApXxnBHOro choHaa Poccuinckonm CDep,epau,mmM.

36.2. MNMpu npoBefeHNN 3KCNEepTU3bl LLEeHHOCTWU OOKYMEHTOB U onpefesieHun CPOKOB XpaHeHus
O0OKYMEHTOB apXuB PyKOBOACTBYeETCS:

b (peﬂ,epafleblMVl 3aKOHaMn1, WHbIMMN HOPMAaTMBHbLIMW TMPaBOBbIMA aKTaMWn Poccuiickonm
depepaunm, yCTaHaBANBaAOLWMMUN CPOKU XPaHEHUA OTAENIbHbIX BUAOB LOKYMEHTOB;

* NnepeyvyHAMN TUNOBbIX aPXMNBHbIX OOKYMEHTOB C YKa3aHMEM CPOKOB xpaHeHmnM;

e MepeyvyHAMN JOKYMEHTOB, 0Opa3yloLWmnxCcsa B Npouecce AedATeNbHOCTU hefepaibHbiX OpraHoB
rocygapCcTBEHHOM BAACTWU, MHbIX FOCyAapCTBEHHbIX opraHoB Poccuinckon depepauunn, a
Tak)Xe B Mpouecce OesATeSIbHOCTU MOoABEeAOMCTBEHHbIX MM OpraHm3auui, C ykKa3aHuem
CPOKOB XpaHEHMS.

36.3. ApXU1B OCYLLEeCTBNAET 3KCNepTU3y LEeHHOCTN AOKYMEHTOB B C/iefyloLWmx caydaax:

®* MO0 UCTe4YeHUn CpoKOB BpPeMEeHHOro XpaHeHWUA apXMBHbIX OOKYMEeHTOB, B TOM 4uUcCne
OOKYyMeHTOB TNOo JIN4YHOMY COCTaBy, MOCTYyNnuMBLLUMNX B apxXmB OT JIMKBNANPOBAHHbLIX
rocyngapcCTtBeHHbIX OpraHoB, OpraHoB MeCTHOINo CaMoyrnpaBJieHUa n opraHm3au,v||7|;

* MpY NOCTYNJIEHUM B apXUB JOKYMEHTOB B HEYMOPSAO4YEHHOM COCTOAHWN;

e B C/ay4yae 6e3B0O3BpaTHOr0 BbIBO3a apXWBHbIX [OOKYMEHTOB 3a npefesnbl Poccnnckon
depnepaumn (CM. KOMMeHTapun K ['nase LV Mpaswun).

36.4. ApXMBHbIE OOKYMEHTbI BbILEAATCA K YHUYTOXXEHUIO TOJILKO NOCse NpoBeneHnsa sKCcnepTm3bl
NX LEHHOCTM MU oTbopa Ha MOCTOSHHOE XpaHeHMe OOKYMeHTOoB ApxmBHOro ¢oHaa Poccuinckon
depepauumn.

KpuTepum 3KCcnepTusbl LEHHOCTU O,0KYMEHTOB
BkitoyeHne OOKYyMeHTOB, 06pa30BaBLUNXCA B OeATE/IbHOCTU OpraHu3auuii, B cocTaB ApPXUBHOIO

oHoa Poccuinckon Pegepaunnm OCyLLeCTBAAETCA Ha OCHOBE KOMMJIEKCHOrO MpuYMeHeHus
KpuTepues:
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* MPOUNCXOXKOEHUS [OKYMeHTOB ((PyHKLWOHaNbHO-LleneBoe Ha3HavyeHWe opraHuvsauum -
NCTOYHMKA KOMMJIEKTOBAHMSA C y4eToM ero ocobonr ponm nam TUNoBOro xapakrtepa, BpemMs 1
MeCTO CO34aHNA OOKYMEHTA);

* CcoaepXaHna AOOKYyMeHTOB (3Ha4YMMoCTb MH(opMauun, B TOM 4YUC/e ee YHUKaNIbHOCTb,
TUMNNYHOCTb NN MOBTOPAEMOCTb, BUA OOKYMEHTa, ero MoOJIMHHOCTL);

e BHEWHUX 0COBEHHOCTEN [OKYMEHTOB (hopMa (PUKCUPOBAHUA M Nepedaydn COOEPKaAHMUA,
ynoocToBepeHns n ohopMaeHnNst JOKYMeHTa, hnU3n4eckoe CoCTosiHMe AOoKyMeHToB). Obuine
KpUTEPUN 3SKCNepTU3bl LEHHOCTU AOKYMEHTOB MOryT MPUMEHATbCA AN BCEX BUOOB
O0OKyMeHTOB, 06pa3yroLmxcs B npouecce AeAaTesIbHOCTM OpraHmM3aunn.

Hapaoy € HuMW, [ONAA OTAeflbHbIX BUOOB [OOKYMEHTOB, TaKUX KakK Hay4YHO-TexHu4eckas
ONOKYMeHTauunsda, aygnoBmilyalJibHble OOKYMEHTbI, a TakKXe W1 Mno JIN4HOMY COCTaBy, Heobxoanmo
npnMmeHeHme cneunalibHbIX KPpUTEPUEB.

Tak, ANA HayYHO-TEXHUYECKON OOKYMEHTAaLUMN UCTOJIb3YIOTCA KpOMe NMepeyvyncsieHHbIX Bbille 0bLmx
KPUTEPUEB, TaKNe KpUTEPUMN Kak:

OPUTrMHaNILHOCTbL pa3paboTkuy;

YPOBEHb HAYHYHO-TEXHUNYECKOIo peLleHns,

aKTyaJIbHOCTb K BOCTpGﬁOBaHHOCTb;

e NpucyxaeHune pazpaboTkam MeXxayHapoaHbIX /WU FOCYy[apCTBEHHbIX NMPEeMUIA, Harpaa.

IKcnepTmnsa LEHHOCTUN HayYHO-TEXHUYECKON AOKYMeHTauunm npoBOAMTCA B ABa 3Tana. Ha mepsom
3Tane BbIABAAIOTCHA KOHKPETHbIe 00beKTbl MPOEKTUPOBAHNSA, KOHCTPYUPOBAHUSA, TEXHOJIOMNYECKME
Mpouecchl, Hay4YHble Npobnembl (TEMbI), KOMMNAEKC HAaYyYHO-TEXHNYECKON OOKYMEHTaL M N0 KOTOPbIM
MOANEXWUT nepefayvye Ha MOCTOSAHHOE XpaHeHue. T[lepBbi 3Tanm >3KCNepTU3bl 3aBepluaeTCcs
cocTaBsieHnem «llepevyHs npoekToB/obbekToB, Npobnem/TemM, gokymeHTaumsa (HTO) mo KoTopbim
noosieXxxuT nepenaye Ha NoCToAHHOE XpaHeHue». lNepedyHn pacCcMaTpPMBaKOTCA U YTBEPXXOAloTCA Ha
cooTBeTCcTBYOWEN K.

Ha BTOPOM 3Tale OoCywecCTBNdeTCAa 3KCnepTmda UeHHOCTU BHYTPW BCeX BUAOB AOOKyMeHTauuwu,
MMeloLLel OTHOLIEHWE K OTOo6paHHbIM MpoekTam. BTopoi 3Tanm 3KcnepTu3bl 3aBepluaeTcs
COCTaBJ/IEHMEM OMUCEN eOUHUL, XPaHEHUS Hay4YHO-TEXHUYECKON [OOKYMEHTaUun MOCTOSHHOro
XpaHeHus. Ha KaXkablii BUI Hay4YHO-TEXHNYECKOW OOKYMEHTaLUN COCTaBAseTCs oTAelbHasA OMNUCh.

Ons ayanoBm3yasbHbIX OKYMEHTOB MCMOJIb3YIOTCS TakXKe Cliefyolme KpUTepum:

¢ KOMIJIEKTHOCTb AOKYMEHTOB,;

* HaJindmne COI'IpOBO,D,I/ITeJ'IbHOIZ OOKYMeHTauunn,
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e 0bLIEeCTBEHHOE NPU3HaHNE MHPOPMALMN, Coaep Kalleics B ayAN0OBN3YyasibHbIX JOKYMEHTaX;

® N3BECTHOCTb aBTOpPa n OPYyrnx y4aCtTHMKOB CbEMKW, ayano3arnuncu, (bOTO)J,OKyMEHTOB;

* NaTa N MECTO CbEMKMWU,

4 CbI/I3VIKO-XI/IMVI‘-IeCKVIe N TeXHN4YeCKne XapakTepunctukn.

Mpn npoBeOeHUN 3SKCNEPTU3bl LIEHHOCTU ayaWOBU3YyasibHbIX [OOKYMEHTOB, apXWB MOXXET
NCNosib30BaTb pa3paboTaHHbIN UM «[MepevyeHb hakToB, COObLITUN, MAMATHbLIX OaT, SBNEHUNA, KOTOPbIe
MOryT OblTb OTpakeHbl B ayAMOBMU3YyaJibHbIX OOKYMeHTaX, Mogjexawmx npuvemy B
rocyapCTBEHHbIE apXUBbI».

Mpn 3KCnepTM3e LEeHHOCTU 3NIEKTPOHHbLIX [OOKYMEHTOB OLleHMBaeTCqd BOCMPOU3BOAUMOCTb
(NMPUroAHOCTb AJ19 UCMOJ/Ib30BaHMS) 3NIEKTPOHHbLIX AO0KYMEHTOB. MpoBepseTcsa PU3nKo-XnMmmyeckoe,
TexHn4yeckoe n 6LUonornyeckoe CoCcTosaHNE HOCUTENEN; OTCYTCTBUE BPEOOHOCHOIO NMPOrpamMMHOro
obecrneyeHns; HanMyMe TEexXHUYECKMX BO3MOXXHOCTEN pAJis BOCNPOU3BEAEHUS 3JIEKTPOHHbIX
IOKYMEHTOB C [aHHOro BuMAa HocuTenen; ucnosiblyemble (opMmaTbl. [OKYMeHTbl, npollealive
NPOBEPKY Ha BOCMPON3BOAMMOCTb, PACCMaTPUBAOTCA C MPUMEHEHNEM KPUTEPUEB COAEPKAHUSA.

Mpy NpoBeOEeHMUN 3KCMEepPTU3bl LIEHHOCTU [OOKYMEHTOB JINYHOrO MNPOUCXOXAEHUS (OOKYMEHTOB
rpa)kgaH) UCNonb3ylTCs Clieaylolme KpUuTepun:

e obLlecTBEHHas 3HA4YMMOCTb nmua (nny, cemMbn);

* HaJindimne JOKYyMeHTOB 4/1eHOB CeEMbU,

* Ha/M4YMe WMYLLECTBEHHO-X03ANCTBEHHbIX [OOKYMEHTOB 3a pa3Hble XPOHOJIorMyeckme
nepuoasil;

e ocobas LEeHHOCTb cobpaHun LOKYMEHTOB U APYyrux apTedakTos.

Ona LOKYMEHTOB Mo JINYHOMY COCTaBYy UCMOJIb3YIOTCA TakKMe KpUTepum Kak:

* yyacTume rpakgaHunHa B Benunkon OTeyecTBEHHOW BOVMHE N APYTMX BOMHAX, N BOOPY>XXEHHbIX
KOH(DJ'II/IKTaX, B JIMKBUOaAUNN I'IOCJ'Ie,D,CTBVII7I CTUXUNHbBIX 6e,£l,CTBI/IVI N TeXHOrNreHHbIX
KaTacTpod;

* MPUHAAJIEXHOCTb FpakAaHnHa K NpodeCcCnOoHasbHbIM (TPYA0BbIM) AUHACTUAM PpabOTHMKOB,
TBOpPYECKUM npodeccusim;

e MPUHAANEXHOCTb Fpa)kJaHuHa K peabunuTnpoBaHHbIM nuuam4e

e cTax paboTbl (B LesOM B OpraHusaumm n B onpeaeneHHble, Hanbonee 3Ha4YnMble ONsa Hee,
nepuvodbl, a Takxe paboTa B rpagoobpasylWnUX U TUMUYHBLIX [NA onpeneneHHon
TeppuTopun opraHnsaynn).
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bonee noapobHO BOMNPOCHI 3KCMEepTU3bl LLEHHOCTU AOKYMEHTOB MO JSIMYHOMY COCTaBy OTpPa)KeHbl B
MeToan4yecknx pekomMeHpauusax «IKcrnepTusa LEeHHOCTUM U oTbop B cocTaB ApXMBHOro ¢oHAa
Poccuiickoin ®eaepalun AOKYMEHTOB Mo M4HoMy cocTaBy» 49 n paspene 2 (noapasgen 2.2)
«MeToan4yecknx pekoMeHgaumin no pabore ¢ LOKYMEHTaMM No JINYHOMY COCTaBY B
FOCYAapCTBEHHBIX U MyHULMMNAbHbIX apXMBaxX, apxnBax opraHunsaumin»>0l,

36.5. OchopmMmneHne pesynbTaToB SKCMNEPTU3bl LIEHHOCTU OOKYMEHTOB, MOCTYMMBLUMX B apXuB OT
JINKBUANPOBAHHLIX OCYAapCTBEHHbIX OPraHoB, OPraHOB MECTHOro CcaMoynpaBieHuss W
opraHmsaumi, CPOKN BPEMEHHOI0 XPaHEHUS KOTOPbIX NCTEKJIN

B pe3ynbTaTe 3KCNepTusbl LEHHOCTU OOKYMEHTOB, MOCTYMNUBLUUX B apXWB OT JINKBMAMPOBAHHbIX

rocygapCTBEHHbIX OpPraHoB, OPraHOB MECTHOrO CaMOYMpaB/eHUs W OpraHuM3auuii, CpPoKMU
BPEMEHHOI 0 XpPaHEHMS KOTOPbIX UCTEKIN, B TOM YUC/Ie IOKYMEHTOB MO JIMYHOMY COCTaBy, B apxuBe

e COCTaB/SETCA OMNWCb fesl, OOKYMEHTOB MOCTOSAHHOro XpaHeHua (CM. KOMMEHTapum K
nase XLI MNpasnn);

® COCTaBNAKTCA OonNnCK gen BpeMeHHOro XxpaHeHwn4,

® COCTaBJIAETCS aKT O BblAENIEHNM K YHUYTOXKEHNIO apXUBHbIX OOKYMEHTOB, HE MoAJiexallnx
xpaHeHuto (MpunoxxerHne Ne 10 K Mpasunam);

* BHOCATCS W3MEHEHUS B Y4YeTHble AOKYMEHTbl apxuBa (B COOTBETCTBMW C MyHKTOM 26.3
MpaBuW - CM. KOMMEHTapPUN K AAaHHOMY MYHKTY).

36.6. OpopmseHne pe3ynbTaTOB 3KCNEepPTU3bl LEHHOCTU OOKYMEHTOB, MOCTYMUBLUUX B apxvB B
Heynopsago4YeHHOM COCTOAHUN
Mo pe3yfnbTaTaM 3KCNepTu3bl LEHHOCTU AOKYMEHTOB, NOCTYMNUBLUNX B apXMB B HEYNopsA04EeHHOM
COCTOSIHUN, B apXnBe COCTaBASAIOTCA:

e ONuCK Aen, LOKYMEHTOB NOCTOSAHHOIN0 XpaHeHus (CM. KoMMeHTapuu K Tnase XLI Mpasun);

* Onucu aesn BpeMeHHbIX (CBbiwe 10 sieT) CPOKOB XpaHeHns;

e onucw gen no AM4yHomy coctapy >

* KT O BbIAENIEHUN K YHUYTOXXEHMUIO apXMBHbIX AOKYMEHTOB, HE MOAJIEXALUUX XPAaHEHUIO
(Mpunno>xeHune Ne 10 Mpasun).

36.7. CornacosaHue, yTBepxAeHWe onucem pen, L[OKYMEHTOB, aKTOB O HEUCNpPaBUMbIX
MOBPEXAEHUSAX apXNBHbIX OOKYMEHTOB, 06 yTpaTe AOKYMEHTOB B UCTOYHMKAX KOMMJIEKTOBaAHMSA

Onuncu pen no NMN4YHOMY COCTaBy, 06pa30BaBLLII/IXC$I B 0edATeNbHOCTU NCTOYHMNKOB KOMIMJIEKTOBaHNA,
aKTbl O HeuncrnpaBMMbIX MOBpeXAEeHNAX apPXUBHbIX OOKYMEHTOB, 06 yTpaTe OOKYMEHTOB B
NCTOYHUNKaX KOMIMJIEKTOBaHUNA noanexatT CoriaCoBaHUIO.
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FocypapcTBeHHbIE apxuBbl CcybbekToB Poccunckon dPegepaumnm U MyHULMMNANbHbIE apPXMBbI
corsacoBbiBatoT Ha DMK yrno/JIHOMOYEHHOIr0 OpraHa NCMOJIHNTENbHOW BiacTu cybbekTa Poccnimckon
depepaumnu B chepe apxusHoro gena>?! nam camoctosTenbHO B COOTBETCTBUM C NepefaHHbIMI UM
MOJIHOMOYUAMMN:

e onncn pen no JAn4YHoOMy CoCTaBy, 06pa3OBaBLLII/IXCFI B AeATeNbHOCTN WUCTOYHWMKOB
KOMMJIEKTOBaAHWA,

® aKTbl O HENCMPaBUMbIX NMoBpeXAeHNAX apXUBHbLIX JOKYMEHTOB,

e aKkTbl 06 yTpaTe OOKYMEHTOB B UCTOYHUKaX KOMIJIEKTOBaHUA.

15

defepalibHble FOCYyapCTBEHHbLIE apXMBbl, Hay4Hble opraHusaun>3, mysen n 6ubnmoTtekn

COrnacoBbiBalOT YKa3aHHblIE AOKYMEHTbI CaMOCTOATEJIbHO.

Onuncu gen, ANOKYMEHTOB MNMOCTOAHHOIO XpaHeHwus, 06pa3OBaBLIJI/IXCﬂ B 0eATeJIbHOCTN NCTOYHUKOB
KOMMNIEKTOBaHNA apXMBa, noanexat yTBepXOeHUio.

FocypapcTBeHHbIE apxuBbl CcybbekToB Poccunckon Pegepaumn U MyHULMNANbHbIE apPXMBbI
pacCcMaTpMBalOT AaHHblE OMUCU U FOTOBAT UX K yTBep>XaeHuto MK ynosHOMOYEHHOro opraHa
MCMONHUTENbHOW BNacTu cybbekTa Poccuiickoin ®enepaumu B cepe apxuHoro genatt>4,

depepanbHble TOCYOApPCTBEHHbIE apXMBbl, Hay4YyHble oOpraHusauun, Myseum un bubnnortekn
YyTBEPXXAAT YKa3aHHble ONUCK CaMOCTOSITEJIbHO B paMKaX AeATEeNIbHOCTY

e JlK chenepanbHOro rocynapCTBEHHOr0 apxmBa, Hay4YHOM opraHm3aumm[@1;
® 3KCMepTHbIX POHAO0BO-3aKYMNOYHbIX KOMUCCUA FOCYAAPCTBEHHbIX U MYHULUNANbHbIX My3€eeB;
® 3KCMEepPTHbIX KOMUCCUIM FOCYAapPCTBEHHbIX NIV MYHULUMAANbHbIX 6UbnnoTek.

36.8. BkntoyeHue B cocTaB ApxmMBHOro hoHaa Poccmnckon denepaumnm KOHKPETHbIX JOKYMEHTOB

PeweHns o BK/OYeHUUM B COCTaB ApXUBHOro ¢oHAa Poccuinckon dDepepaumn KOHKPETHbIX
[NOKYMEHTOB NPUHMMaIOT, B NpeAenax ceoei komneTeHumn 6!

MK henepanbHbIX rocyfapCTBEHHbIX apXUBOB;

3MNK YMOJIHOMOYEHHbIX OPraHoOB WCMOJIHUTENbHOW BNacTn cybbekToB Poccuiickomn
depepaumm B chpepe apxXxmMBHOro aena;

MK Hay4HOM opraHm3aumu;

® 3KCNepTHble POHOO0BO-3aKYMOYHbIE KOMUCCUN FOCYAapPCTBEHHbIX N MYHULNMNAIbHbIX My3€eeB;

3KCMNMepTHble KOMNCCUN TOCYyAapCTBEHHbLIX N MYHUUUMaJIbHbIX bnbnuoTexk.
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3MNK ocywecTBnseTr cBoi paboTy BO B3aMMOAENCTBMM C LEHTPasibHbIMW  3KCMEPTHbLIMU
(3kcnepTHbIMK) KoMuccmamun (panee - LUK (3K) WCTOYHMKOB KOMMMEKTOBaHUA, a Takxe
LleHTpanbHOM 3KCNEepTHO-NPOBEPOYHON KoMuccmen npn depepasibHOM apXMBHOM areHTCTBe (fanee
- LI3MK npw Pocapxuse)™*>7.,

MOAHOMOYMA U MOPSIAOK AEATESbHOCTU YKasaHHbIX IMK onpeaenstoTcs MONIOXKEHUSMU O HUX,
pa3pabaTbiBaeMbiMi Ha OCHOBE COOTBETCTBYIOLIUX MPUMEPHbBIX MONOXKEHUA, YTBEPXAAEMbIX
YMO/HOMOYEHHbIM (PefepasibHbIM OPraHOM UCMOJSIHUTENLHON BIAacTW B Chepe apxXvMBHOro aena u
nenonpoussoacTeat®®l,

36.9. ApXuMBHble [OOKYMEHTbI, BblAEJIEHHble K YHUYTOXEHUIO, NepefarTCs Ha YHUYTOXEeHune
(yTnnmsauymio) n CHUMaKTCA C y4eTa B YCTaHOBJIEHHOM nopsagke (CM. KoMMeHTapumn K Fnase XXVI
Mpaswnn). NMepepaya (coava) nen Ha yHUYTOXKeHMe ohopMasaeTCca NpuemMo-c4aTOYHON HaknagHoON, B
KOTOPOI YKa3blBalOTCA AaTa nepefayn, KoNmM4ecTBO cAaBaeMbixX Aen un nx obinin sec.

36.10. 2KcnepTu3e LUEHHOCTU He noanexaT obs3aTeNbHble 3K3eMnasapbl ayanoBU3YyasbHbIX
OOKYMEHTOB, MOCTYMNMBLUME B apXMB B COOTBETCTBMU C PenepanbHbIM 3aKOHOM OT 29 paekabps
1994 r. Ne 77-®3 «0O6 0643aTeNIbHOM 3K3eMnaspe JoKyMeHToB» 22,

XXXVII. NMpueM apXUBHbIX A,OKYMEHTOB

dopMbl npueMa [OKYMEHTOB

OpFaHI/I3aLI,I/II/I - NCTOYHUKWN KOMIMJIEKTOBaHNA roCy4apCTBEHHbLIX, MYHULIUMa/IbHbIX apPXMUBOB AeNATCA
Ha QfBe Trpynnbl B 3aBUCUMOCTU OT OpPMbl MpuemMa OT HUX apXUBHbLIX [LOKYMEHTOB B
rocygapctBeHHble, MyHUUWNMNaJIbHblE apPXWNBbI:

® OpraHmsaunnm - NICTOYHNKN KOMMJIEKTOBaHWA NMOJIHOIO nNpmneMa,

e OpraHM3aumm - UCTOYHUKU KOMMANEKTOBaHUSA BbIBOPOYHOro npuvemMa [LOKYMEHTOB
(rpynnoBoOro uan NnoBuaoBOro).

OpFaHI/I3aLI,I/II/I - WUCTOYHUKWN KOMMNNEKTOBaHWMA MNOJIHONroO npunemMa nepeparvwT Ha XpaHeHune B
rocygapctBeHHble, MyHULUUNa/IbHblE apPXWUBbl Mocse nposeneHna s3KCNepTuibl LEHHOCTU MOJIHbIN
KOMMJ1IeEKC AOKYMEHTOB NMNOCTOAHHOIO CPOKa XpaHeHnA.

O6beM BbLIOOPOYHOWM COBOKYMHOCTU (OpraHM3auui WaM [LOOKYMEHTOB) OnpenensieTcs Ka)kAblM
apXMBOM C YY4E€TOM: KOJINYECTBa U OOHOPOAHOCTM OpraHu3aunn onpenesieHHoro Buaa; LeHHOCTU 1
00HOPOAHOCTY onpenesieHHbIX BUAOB OOKYMEHTOB.

OpraHM3a|_u/||/| - NCTOYHUKWN KOMMNMNEKTOBaHUA TpynrnoBoro Bbl60p0‘-lH0rO npnemMma nepenarnT Ha
XpaHeHne B TroCydoapCTBEHHbIE, MYHUUWUMNaANbHbIE apPXWBbI MOMHLIM  KOMMJIEKC OOKYMEHTOB
MOCTOAHHOIO CPOKa XpaHeEHWNA OT OTAENIbHbIX OpraHI/IBaLI,I/II7I N3 BCen nx rpynnsbl.

OpraHM3a|_|,|/||/| - UWCTOYHMKWN KOMIUJIEKTOBaHNA MNOBMOOBOIO Bbl60p0‘-{HOFO npmnema nepenarnT Ha
XpaHeHne B rocyanapCTtBeHHble, MyHULUWMaJIbHbIE apXUBbl TOJIbKO OTAEeJ/IbHble BUAbl OJOKYMEHTOB
MOCTOAHHOIO CPpOKa XpaHeHuA.

37.1. MopsAaok NnpuemMa OKYMEHTOB OT OpraHu3auunmn
Mpnem ookyMeHTOB ApxmBHOro poHaa Poccuimckonm degepaumm Ha NOCTOSHHOE XPaHEHNE B apXunB

ocyuliecTBndAeTCcda no Ncrte4eHmMm CpokKoB UX BpeMeHHOro XxpaHeHna B opraHmn3aunsax - NCTOYHUKaX
KOMIMJIEKTOBaAHNA apXUBa.
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CpOKM BpPEMEHHOro XpaHeHus [OOoKyMeHToB ApxuBHoro doHaa Poccunckon ®depepauynn
yCTaHaBMBaOTCS:

e B roCy[apCTBEHHbLIX OpraHax, OpraHax MeCTHOro CaMOyrnpaBfeHWUs, FoCyAapCTBEHHbIX U
MYHULMNAAbHbIX OpraHn3aLmnax, BbICTYNAOWMNX UCTOYHUKAMI KOMMIEKTOBaHNSA apXMBOB, -
depnepanbHbIM 3aKOHOM Ne 125-p31160L

* B HEroCcygapCTBEHHbIX OpraHm3aumnax - NICTOYHMKaX KOMMJIEKTOBaHMSA apxmnea - 4Or0OBOPOM
MeX Ay apXMBOM U COBCTBEHHMKOB U BNagenbLeM OOKYMeHTOB (MyHKT 37.3 MNMpasun).

37.2. ApXuB OCYyLLECTBASET MpMeM AOKYMEeHTOB ApPXMBHOro ¢oHga Poccuinckon depepaumn oT
opraHu3aumm - UCTOYHUKOB KOMMAEKTOBaHUS B COOTBETCTBUW C MJAaHOM-rpadmKoM, KOTOPbIN
yTBEep>XOaeTCsd PyKOBOAUTENIeM apxvBa WIN YMNOJHOMOYEHHbIM WM [AOJIKHOCTHBLIM JINLOM O
COrJjlacoBaHMIO C NICTOYHUKaMUN KOMIMJIEKTOBaHMA.

BHennaHoBbIN NMpreM OOKYMEHTOB ApXUBHOIo (hoHaa Poccuiickon depepaunm, a Takxe apXmMBHbIX
IOKYMEHTOB, CPOKW BPEMEHHOIro XpaHEeHUsi KOTOPbIX He WCTEKJIM, OCYLLeCTBASETCSs B Ciy4vae
JINKBUOAUMN OpPraHM3aumm - MCTOYHMKA KOMMJEKTOBAHUA WAW B CJiydae Yrpo3bl COXPaHHOCTU
APXVBHbIX LOKYMEHTOB.

ApXuB, Npy HanNM4YnM cBo6OAHbLIX NMJoLLaAel, BNpaBe oCyLeCcTBAATb:

e JIOCPOYHBIN MpUemM AOKYMeHTOB ApxMBHOro ¢oHaa Poccuinckon depepaumm Ha OCHOBaAHUM
obpalleHnss WCTOYHMKA KOMMJIEKTOBAaHMSA (MO akKTy npuemMa-nepenadn apXmMBHbIX
NOKYMEHTOB Ha XpaHeHue);

* BpeMeHHOe XpaHeHne apXUBHbLIX OKYMEHTOB Ha OCHOBaHUW OOroBopa.

37.3. ApxuB BrMpaBe Ha OCHOBaHWW [OroBopa C HerocygapCTBeHHbIMU, 0OLLECTBEHHbIMU
opraHmsaumamun, rpakgaHamu OCYLLeCTBAATb pPa30Bblil MpPMEM UX OOKYMEHTOB, OTHECEHHbIX K
ApxmnsHomy coHay Poccuinckonm ®enepaunn. MNpu 3TOM OaHHbIE OPraHM3auUmn U rpakaaHe B CUCKN
NCTOYHMKOB KOMIMJIEKTOBaHMA He BKAO4YaloTCAa. Kputepunm onpeneneHns Takux OpraHmsauunim u
rpa)kfaH, 3KCrnepTu3a LEHHOCTU UX JOKYMEHTOB W MOPSALOK MNpueMa Ha XpaHeHue B apxuB
COOTBETCTBYIOT KPUTEPUSAM, YKa3zaHHbIM B KOMMeHTapusax K NyHKTY 35.3 Mpasu.

37.4. Npnem fokyMeHTOB ApxXMBHOro coHaa Poccunckon depepaunm Ha NOCTOSAHHOE XpPaHEHMe B
apxuB OT elepasbHbIX OPraHOB UCMNOJIHUTENIbHOW BJIaCTU N OpraHm3auuin, oCcyLwecTBAAIOWMX UX
Jerno3nTapHoe XpaHeHue, MPOU3BOAUTCA MO WCTEYEHUU CPOKOB XpaHeHUs, YCTaHOBJIEHHbIX
[OroBopamMu, 3akK/lYeHHbIMU YKa3aHHbIMW OpraHamMm W opraHusaunsamMm C YMNOJSIHOMOYEHHbLIM
henepasibHbIM OPraHoOM UCMOJHUTESIbHOM BNaCcTWN B Chepe apXMBHOro Aesa v Aenonpon3sBoacTBa.

37.5. Cpokn BpeMeHHOro XpaHeHUs1 OOKYMeHTOB ApxuBHOro goHpa Poccuinckon dPepepaunn B
opraHmsaumm - WCTOYHUKE KOMMJIEKTOBaAHMA [OMyCKaeTca npoaneBaTb MO peweHnio 3MK
hefepasbHOro rocygapCTtBeHHoOro apxupa, MK yMno/JHOMOYEHHOro oOpraHa WCNOJIHUTESIbHOWN
BnacTn cybbekTa Poccuinckon degepaunm B cpepe apxmBHoro gena, MK Hay4yHON opraHm3aunm.

37.6. MpnemM apXmMBHbIX OOKYMEHTOB B apXWB OCYLLECTBAAETCA B YNnopAaLOYeHHOM COCTOAHUMN Mo
onmncam gen, nOKyMeHTOB.

MpneM LOKYMEHTOB MPOU3BOAUTCA MOeANHUYHO, a 0Cc060 LEHHbIX ANOKYMEHTOB - NMOJINCTHO.

BmecTe ¢ gokymMeHTamMu B o6si3aTesIbHOM Nopsigke NpMHUMatoTCS:
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e Tpu (NKn gBa) aK3emMnaspa onucK ges, LOKYMeHTOB Ha ByMa)KHOM HocuTene. Heobxoanmas
KOMMAEKTHOCTb (3K3eMMAAPHOCTL) ONUCen yCTaHaBMBAETCA MO PELUEHUNI0 PYKOBOOAMTENS
apxuBa;

* 3JIeKTPOHHadA Konmsa onncu B dpopmaTe, COrnacoBaHHOM C apXUBOM;

e CTpaxoBble KOMUN 0C060 LIEHHBIX OOKYMEHTOB (NpX Hann4uw);

* NCTOpUYECKas crnpaBka 06 NCTOYHNKE KOMMJIeEKTOBaHUSA (poHaoobpa3oBaTene) n ero oHae
(Mpn nNepBOM MNOCTYMAEHUM OT MCTOYHUKA KOMMIEKTOBaHWUS), KOTOopash BMOCNeOCTBUK
gononHsaeTca cBedeHuaMm 06 M3MEeHeHUsAX B Ha3BaHUK, QYHKUUAX, CTPYKType
opraHm3aunm - NCTOYHUKA KOMMIEKTOBaHUA.

Mpy NpuemMe apxmBHbLIX LOKYMEHTOB OCYLLECTB/ISIETCA NPOBepKa:

* (ON3NYECKO-XMMNYECKOT0, TEXHUYECKOro N 6GroNorn4eckoro COCTOSHMSA [OOKYMeHTOB (B
cooTBeTcTBUM C nason Xll Mpasun);

* KOMMJIEKTHOCTW onucen aen, OOKYMEHTOB,

* TEXHUNYECKOro COCToOAHNA CTPaxXoBbIX Konui 0cobo LEeHHbIX OOKYMEHTOB (I'Ipl/l HaM4yun).

Mpn npnemMe apxXmBHbIX OOKYMEHTOB B apXMB Ha BCeX 3K3eMmnasapax onucum pen, OLOKYMEHTOB
nenakTcda COoOTBETCTBYHOLWMNE OTMETKN.

Ecnn o6bHapy>XeHo OTCyTCTBUE eANHULL XPaHEHUS, YKa3aHHbIX B ONUCK, TO OpraHn3aumns - UCTOYHUK
KOMMJIEKTOBaHMS 06sA3aHa MPUHSATb Mepbl MO MX PO3biCKy. ECnM oTcyTCTByOWIME OOKYMEHTbI He
OblIN  HaldeHbl, B OMWCU QOes, OOKYMEHTOB [eNlaeTca HoBas WToroeas 3anucb. Homepa
OTCYTCTBYIOLLUNX €ANHWUL, XPaHEeHWUS U MPUYMHbLI OTCYTCTBMS OrOBapMBAlOTCA B akTe npuema-
nepenayn apXmMBHbIX JOKYMEHTOB Ha XPaHEHWE 1 B NpujiaraeMoin K akTy CrhpaBKe, COCTaBJISEMON
opraHusaumei. Mpu oTCcyTCTBUM (yTpaTe) NOAJIMHHUKOB NMPUHMMAIOTCS X 3aBEPEHHbIE KOMWN.

Mpwn NepBoM rMpueme apXmBHbIX JOKYMEHTOB OT UCTOYHMKA KOMMJIEKTOBAHMS B apXMB NPUHUMaeTCs
TakK)XXe uUCcTopuyeckass CnpaBka O HeM U ero ¢oHAae, KoTopass BMNOCNEACTBUM [OMOJIHSAETCS
cBefleHNaMN 006 M3MEHEeHUAX B Ha3BaHWMWU, (DYHKLMSX, CTPYKTYPE MCTOYHWKA KOMMJIeKTOBaHUS
(boHpoobpa3zoBaTens).

Bce paboTbl, cBsi3aHHble C OTOOPOM, MOAFOTOBKOW K nepefayvyert apXMBHbIX OOKYMEHTOB Ha
NOCTOSIHHOE XpaHeHue, B TOM 4YUC/e C UX YnopsoYeHneM, NoMeLleHnemM B NepBuYHbIe CpeacTBa
XPaHEeHNS U TPaAHCMOPTUPOBKOW, BbIMOJIHAIOTCSA 3a CYET CPeACTB UCTOYHUKOB KOMIMJIEKTOBAHUS,
nepefalwlnNX  yKasaHHble  OOKYMeHTbl. [lpy  3aKJl4YeHUW  apxvMBaMuM  OOFOBOPOB  C
HEerocyfapCTBEHHbIMM OpraHM3auusaMm B HUX PEKOMEHAYyeTCs BKJYaTb COOTBETCTBYylOLLME
NONOXKEHUS.

37.7. Mpuem DOKYMEHTOB OT JINKBUAMPYEMbIX OpraHn3aLniA

MprveM apXuMBHLIX AOKYMEHTOB OT JIMKBUOMPOBAHHLIX OpraHW3aLWi B apxuB OCYLLECTBISeTCA B
COOTBETCTBUM C 3aKOHOaTeNbCTBOM Poccuiickon depepaumntteH,
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ApXxuBaM peKoMeHayeTcs NMpoBoAnUTb paboTy C opraHM3auMsaMU-UCTOYHMKAMM KOMMIEKTOBAHUSA, B
TOM 4UCSIe 3apaHee BbIABAATb CJyvan MNpPeacToslen NMKBUAAUMU OpraHu3aunmn, onepaTUBHO
pearMpoBaTb Ha [aHHYl WHGpOpMauuMio. PekoMeHAyeTCs TakXxe OTCiexuBaTb nybaukaumm
N3BeLLEeHWNIA 0 MMKBUAALIMMN OpraHM3aLnil B «BeCTHMKe rocyapCcTBEHHOM pernctpauunm»162,

Mpwn nMKBUOaLUUM rocyaapCTBEHHbLIX OpraHoB, OpPraHOB MeCTHOro camoyrnpasiieHus, OpFaHI/IBBLI,I/IIZ
He3aBUCUMO OT (POpPMblI cobcTBEHHOCTN B COOTBeTCTByI'OLLI,I/II7I apXmB Ha XpaHeHWne NocCTynalkoT:

* BKJIOYEHHbIe B COCTaB ApXuBHoro poHaa Poccuimnckon denepaumn LOKYMEHTHI,

* [JOKYMEHTbI MO JIMYHOMY COCTaBY,

® apXmBHble OOKYMEHTbLI, COOKN BPEMEHHOIO XpPaHEHNA KOTOPbLIX HE NCTEKIN.

Mpn >3ToM npun NAUKBMOAUUN HerocynapCTBEHHbIX OpraHI/IBBLI,I/IIZ npmnemMm OCywecTBNdeTCAa Ha
OCHOBaHWMWM L[OO0roeopa Mexay JIMKBNOAUNOHHOW KoMUccuen (J'II/IKBI/I,D,aTOpOM) nan KOHKYPCHbIM
ynpapadalowmMm N apXxXmBoMm.

ApPXUB KOHTPOJMPYET MNpPaBWIbHOCTb OQOPMIEHUS [efl, YYeTHbIX [OKYMEHTOB, OKa3blBaeT
MEeTOONYECKY0 MOMOLb JIMKBUANPYEMbIM OpPraHU3aUUsSM - MCTOYHMKAM KOMMJIEKTOBAHUA MO
opraHmMsauumM 3KCNepTu3bl LIEHHOCTW, YMNOPSAOYEHUID U nepefaye Ha MOCTOSHHOE XpaHeHue
IOKYMEHTOB.

PaboTy no ynopsiioYeHWio [OOKYMEHTOB, MNPOBEAEHMIO 3KCMepTu3bl LEHHOCTU [OOKYMEHTOB,
nepefaye WUX Ha XpaHeHWe B ToCyAapCTBEHHbLIA, MYHULMUMNANbHbIA apXmMB, TPaAHCMOPTUPOBKE
[OKYMEHTOB  OpraHuW3yeT JINKBMAAUMOHHAA  KOMUCCUA  (NMMKBUAATOP) WANW  KOHKYPCHbIN
ynpasnsawownin®3! 3a cyeT cpeacTs NMUKBUAMPYEMOIt OpraHm3aLnun. B ciydae ecam NMKBUANPYETCS
opraHmM3aums - UICTOYHUK KOMMJIEKTOBAHUS FOCYyAAapCTBEHHOIr0, MyHULMMNAJIbHOMO apX1Ba, apXuBy
pPEKOMEHAYeTCs HarnpaBaAaTb CBOEro NpeacTaBuTesNs ans yvyacTus B paboTe NMKBMOALNOHHOM
KOMUCCUWN.

[OKYMEHTbI IMKBUANPOBAHHbBIX OpraHn3aUnii MPUHUMAOTCA B apXMB B YNOPSAL0OYEHHOM COCTOSIHUM,
Nno akTy nMpuema-rnepenaym BMecTe C COOTBETCTBYHOLMMWN ONUCAMW e, JOKYMEHTOB.

Onucun pnen, LOKYMEHTOB NMOCTOSAHHOIO XpaHEeHUS YTBEPXKAAOTCS, a ONMUCK Aes Mo JINYHOMY COCTaBy
cornacoBbiBaloTCA cooTBeTcTBYylOWwen 3MK. Mocne yTBepAeHua (corsacoBaHMs) OMNUCEN OHWU
NnpencTaBnAlTCA Ha yTBEp)XOEeHMe npencenaTento JIMKBUAALUNMOHHON KOMUCCUEN (NMKBUMAATOPY)
NN KOHKYPCHOMY yNpaBastoWemy.

MeToAvKa COCTaBJIeHWS OMWCel packpbiTa B MeToaMyecknx pekomeHgaumsax «CocTaBneHue
apxuBHbIX onucen» (M., 2007)64 1 «MeToaunyeckux pekomMmeHaaumsx no paboTe C JOKYMeHTaMm Mo
NNYHOMY cocTaBy...» 2%l Cm. Takxxe kommeHTapun k Mnase XVI Mpasun.

Ob6si3aTeNlbHbIM 3/IEMEHTOM OMUCU SIBASIETCA TUTYJbHBLIA JIMCT C YKa3aHWeM MOJIHOr0 Ha3BaHMS
JINKBUOVPYEMOW OpraHu3aunn, WMeLUMNCS MeperMeHoBaHusAMN, OoMULMNANbHO MPUHATLIMU
COKpalWleHHbIMA  Ha3BaHuaMU. [pu  HannMyum 6GONbLIOFO  KOJIMYECTBa MNepenMeHOBaHWUM,
MHOIrOKPaTHbIX W3MEHEHWI NoABEeAOMCTBEHHOCTM OpraHuM3auun [OoMNyCKaeTcs yKa3blBaTb WX B
XPOHOJIOrMYECKOW NoCNefoBaTeNIbHOCT B JINCTE NEepeMMeHOBaHN, NOMeLLaeMOM B ONUCK Mocsie
TUTYNIbHOMO JINCTA (CM. TakXXe NpuMeYaHusa K NyHKTy 22.5 Mpasun).

CocTaBnsieTcs 1 nepefnaeTcs B apxXMB UCTopMYeckasl cnpaBka K oHAY WM AOMOJHEHUS K HEMN.
NcTopuyeckas cnpaBka COCTOUT U3 C/IeAYIOLWNX pa3aenioB: nctopus oHaoobpasoBaTens, ucrtopus
¢oHAa, XapaKTepucTnka AoKyMeHTOoB poHAa. VIHpopMaLma [oMXKHA CONPOBOXXAATLCS CChIIKAMU Ha
COOTBETCTBYIOLLME PaCMOPAANTENbHbIE AOKYMEHTHI (C YKa3aHWeM JaTbl U HOMepa AoKyMeHTa) o6,
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ApPXVBHble OOKYMEHTbl C HEUCTEKLINMU CPOKaMU BPEMEHHOr0 XPaHEeHWs, NMPUHSATbIE apXMBOM OT
JINKBUONPOBAHHOW OpraHu3auun, BbIAENSITCA K YHUYTOXKEHUIO MO UCTEYEHUMN YCTaHOBJIEHHLIX
CPOKOB XpaHeHus. ApXuBHble [OKYMEHTbl, MWMeKlWMe B COOTBETCTBUM C TUMOBLIMU WIN
OTpac/eBbIMU MEPEYHAMM CPOK XPaHEHNS C OTMETKON «3MK», BbIAENAIOTCA K YHUYTOXKEHUIO TOJIbKO
rmocsie MpoBefeHns 3KCNepTU3bl UX LLEHHOCTU U oTbopa Ha MOCTOAHHOE XpPaHeHue [OKYMEHTOB
ApxuBHoro ¢oHaa Poccunckon degepaunn.

becxo3siiHble apXWBHblIE [OOKYMEHTbl, [OOKYMEHTbl, OT KOTOpPbIX COBCTBEHHUWK OTKasaJcs,
noTepsiHHble OOKYMEHTbI, eC/In Takme AOKYMEHTbl ABAAITCA LOKYMEeHTaMu no JIMYHOMY CoCTaBy
MAM MOryT noasexaTb BKJ/OYEeHUO B COCTaB ApxuBHOro ¢oHpa Poccuinckon depepaunn,
MPUHNMAKTCA B apxXMB NpPU yrpo3e yTpaTbl TakKMX [OOKYMEHTOB, MNPV Haan4uu B apxuse
MaTepualibHbIX BO3MOXHOCTEN AN8 WX MpPUEMa, YNopsagovYeHuss u XpaHeHud. PekomeHpyeTcs
CcornacoBbiBaTb BO3MOXHOCTb MpuMemMa [OOKYMEHTOB C COOTBETCTBYKOWMM YMNOJHOMOYEHHbIM
OpraHoM UCMNOJIHUTEsIbHOW BaCTU B chepe apXMBHOIro gena.

37.8. OhopmieHne npmemMa apXmMBHbIX LOKYMEHTOB

ApxuB ocopmMaseT npuemMm [LOKYMEHTOB aKTOM rMpuema-rnepenavym apXMBHbIX [OKYMEHTOB Ha
xpaHeHune (MpunoxeHune Ne 3 K MpaBusiaM), KOTOPbIA COCTaBASETCSA B ABYX 3K3eMnaspax. MNpu 3Tom
OAVMH 3K3eMrisfp OoCTaeTca B apxuBe, [APYyroM nepefaeTtcas B OPraHM3auMio-UCTOYHUK
KOMMJIEeKTOBaHMS apxuBa.

37.9. Npnem [OKYMEHTOB OT rpakgaH

ApPXUB NPMHUMAET AOKYMEHTbI OT rpa)kAaH B clieayloLlmx ciydasx:

¢ Ha OCHOBaHWMWM AOOroBOpa Kyruinm-npona>xn nian napeHma Mexxay rpa>xagaHmMHOM M apxXxmBoM n
aKTa npunema-rniepegaydun, apadaoerocs HeoOTbEMJIEMOWN YacTblo Oorosopa;,

* B NnopdaakKe HacnegoBaHUA,

* 0 peLleHunto cyaa.

37.10. lpuemM AOOKYMEHTOB OT rpa)kfAaH OCyLleCcTBASeTCS Ha OCHOBaAHMM COOTBETCTBYHOLLEro
peweHnsa 3MK denepanbHOro rocypapcrteeHHoro apxwmsa, 3lK ynosHOMOYEHHOro opraHa
NCNOJSIHNTENbHON BNacTu cybbekTa Poccuiickon depepauumnm B chepe apxXMBHOro Aena, Hay4HoOn
opraHumsaumm, skcnepTHas (poHOOBO-3aKyNnoO4YHass KOMUCCUA rocynapCTBEHHOr0, MYHULMNAJIbHOroO
My3esfl, IKCNepTHas KOMUCCUSA FOCYAapCTBEHHOW, MyHULMNalbHON 6uUBAnMOTEKN MO pesynbTaTam
pPacCcMOTPEHUS CAATOYHOWN UM OLLEHOYHOM OMUCU U SKCMEPTHOr0 3aKJI04YEHUS.

LOKYMEHTbI, HE BKJIOYEHHbIE B COCTaB ApXMUBHOro poHaa Poccunckonm ®epgepaunm no pesyibtaTtam
3KCMNepTM3bl LLEHHOCTN, BO3BPALLAOTCA COOCTBEHHUKY UM Brlagensuy no akty (Popma Ne 1).

37.11. NMpuemM [OKYMEHTOB, CO34aHHbIX apXMBOM B pe3yJibTaTe MHULUMATUBHOIO JOKYMEHTUPOBaAHUA
COBbLITUI COBPEMEHHOCTM UJIN NPOLLJIOTrO

[OKYMeHTbl, CO34aHHble apXMBOM B pe3ysbTaTe€ MHUUMATUBHOrO AOKYMEHTUPOBaHMA CObbITMi
COBPEMEHHOCTM UM NpoLsioro (aHkeTbl, oTorpadunm, 3annucrm BocnoMmnHaHuim, becen, NHTEPBbLIO U
T.4.), BKJIIOYAOTCA B COCTaB ApxmBHoro cdoHga Poccunckon degepaunnm Ha OCHOBAHUM peLleHns
MK u BHOCATCA B OMUCb pAes, OOKYMEHTOB, KoTopas yTBepxpaetca IlK denepanbHoro
rocynoapcTBeHHoro apxusa, MK yrnosIHOMOYEHHOro OpraHa WCMOJIHUTENIbHOW BRacTu cybbekTa
Poccunckon depepaumm B cpepe apxXmMBHOro gesa, SKCNepTHOM (POHAO0BO-3aKYMNOYHON KOMUCCUEN
rocygapcTBEHHOr0 UAWM MYHULMMANbHOIO My3es; SKCMNEepTHOW KOMWUCCUEN FoCynapCTBEHHOW Wan
MyHUUMNaNbHONW 6mnbnnoTekn, MK Hay4yHOW opraHusaumu. [pneM ykKa3aHHbIX [OOKYMEHTOB
othopmMnaeTca akToM npMema-nepenadm apxmBHbIX JOKYMEHTOB Ha xpaHeHune (MpunoxeHne Ne 3 K
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MpaBunam).
37.12. NpueM ayanoBn3lyasbHbIX JOKYMEHTOB
AyanoBunsyasibHble LOKYMEHTbI MPUHUMAIOTCA B apXUB B KOMIJIEKTax.

KoMnneKT KNHOAOKYMEHTOB BK/lOYAET: HeraTuB M306parkeHuns, HeraTue POHOrpaMMbl, MarHUTHbIN
opurnHan ¢OoHOrpaMmbl, MO3UTUBHYIO KOMWIO, MArHUTHYK (OHOrpaMMy LIYMOB U MY3blKM,
NPOMEXXYTOYHbIA MO3UTMB U300pa)keHnNsi, YCTAaHOBOYHbIE POJIMKM W TMacnopTa AJS LBeTHbIX
KWHOLOKYMEHTOB, MOHTA)Hble JINCTbl, aHHOTAUMIO, pa3pewunTenbHoe YJA0CTOBEepeHue K
3aKOHYEHHOMY MPOU3BEAEHUID, aKTbl TEXHWYECKOro COCTOSIHMS, 3amnucy LBETOBbIX UM CBETOBbIX
nacnopToB. Bo3mMo)xeH Tak)xe npuem 0cobo LIeHHbIX KNHOLOKYMEHTOB B HEMOJIHOM KOMIJIEKTE.

KoMnniekT OTOOAOKYMEHTOB BKJ/IIOYAET: HeraTus, KOHTpaTun (aybnb-HeraTuB) Ha npasax
opuruHana, No3nTMUB Ha NMpaBax OPUTrMHaNA, KOHTPOJIbHbIN (POTOOTNEYATOK U aHHOTALNIO;

KomniekT OHOOO0KYMEHTOB BKJ/IIOHAET: [Ba IK3EMMJISiPA JOKYMEHTA Ha COrJlacOBaHHOM C apXUBOM
HocuTene B NpoeccuoHaibHOM DOpMaTe N CONPOBOANTENLHYIO OKYMEHTALMIO;

KoMMieKT BUAEONOKYMEHTOB BKJIIOYAET: [1Ba SK3eMMJsApa JOKYMEHTa Ha COrJlacoBaHHOM C apX1UBOM
HocuTene B NpodeccruoHanbHOM (hopMaTe, MPOCMOTPOBYIO KOMUIO AOKYMEHTa M MOHTAa)XHbIA JINCT,
aHHOTAUMIO, My3blKaJIbHYIO CMpPaBKy, CMpaBKy O [AJAUTENbHOCTU [OeMOHCTpauuu, nacnopT
TEXHNYECKUX XapaKTEePUCTUK.

37.13. MNpunemM a3/1eKTPOHHbIX OOKYMEHTOB

MpreM 31eKTPOHHBLIX 4OKYMEHTOB B apXMB MPOM3BOANTCA Ha husnydeckn 060cobaeHHbIX HOCUTENAX
AN Mo MHPOPMALMOHHO-TENIEKOMMYHMKALMOHHOW CeTU B NOPAAKE, YCTaHOBMIEHHOM defepabHbIM
OpraHoM MCMOIHUTENIbHOW BNacTu B cpepe apxMBHOro aena u genonponssoactsa®’l, no onncam
3/IEKTPOHHbIX OeN, LOKYMEHTOB, COr1aCoBaHHbIX/yTBEP)XXAEHHbIX cooTBeTCTBYlOWeN MK nnn
apXMBOM B COOTBETCTBUM C NpenocTaBsieHHbIMU eMy nosiHoMo4uaMU (MpunoxeHue Ne 7 K
lMpaBunam), a TakXKe akTa(oB) NpnemMa-nepenaynm apxXxmBHbIX JOKYMEHTOB Ha XpaHeHue
(MpunnoxxeHune Ne 8 K MNMpasunam). NprueM OOKYMEHTOB, BKJIIOYEHHbIX B 3JIEKTPOHHOE AeN0,
MPoOM3BOANTCSA Ha OCHOBaAHMUWN peecTpa OOKYMEHTOB 3JIEKTPOHHOro aena. NMoapobHee cMm.
KoMMeHTapuu K Mnase XXX lMpasnn.

DNeKTPOHHbIe AOKYMEHTbI Ha (husnveckn o60cobsieHHbIX HOCUTENSAX NMPUHMMAIOTCA B apXUB B ABYX
sk3emnaspax. MNpu 3TOM OQHOMY M3 HMX MPUCBaMBaeTCHA CTaTyC OCHOBHOIO, a APYroMy - cTaTycC
paboyero aksemnaspa.

Mpn 3TOM AO0JIKHbI MUCMOJIb30BATLCA HOCUTENU, NMPeAdHa3HaYeHHble /1S 0/IrOBPEMEHHOI 0 XpaHEeHS
MHOPMaLMN, NPENMYLLIECTBEHHO - C OHOKPATHOM 3anuckto (Hanpumep, CD-R).

SONEeKTPOHHbIE OOKYMEHTbl PEKOMEHOYETCA NPUHMMAaTb B LUMPOKO pacnpoCTpaHeHHbIX opmMaTax,
PEKOMEHAOBAHHbLIX A9 apPXMBHOIO XpPaHEHUs, OTKPbITbIX (He ABASIOWMXCA NpornpueTapHbIMin).
Hanpumep, uenecoobpasHo ncnonb3oBaTb popmaT PDF/A ons TekCcToBbiX OOKymeHTOB, PDF/E nns
O0OKYMEHTOB, CoAepXallunX reonpoCTPaHCTBEHHYIO MHGOPMaLUIo (B ABYXMEPHOWN NaockocTun), PDF/X
ONA OOKYMEHTOB, cofep allmx rpaduyeckyto nHhpopmauuio.

37.14. NpuveM nevyaTHbIX U3AaHUN N MY3eNHbIX NPegMeTOoB

MpaBun npuveM nevyaTHbIX W3OAaHWA W My3ehHbIX MPeaMeTOB OCYLLeCTBASeTCS apXMBOM B
COOTBETCTBUN C TpeboBaHMAMMK, yCTaHABANMBAEMbIMU YMOJHOMOYEHHbLIM (hefepasibHblM OpraHoM
NCMNONIHUTENbHOW BNAacTU B cdhepe KyJbTypbl.

MNprueM My3elHbIX MNpPegMeToB PeKOMeHAYyeTCsl  OCYLEeCTBAATb TOJIbKO MpU  HaJn4mm
COOTBETCTBYIOLLMX MOJSIOXKEHNA B YCTABHbIX AOKYMEHTaxX apxuBa, Mpu HaaMyum ycloBuA ANs UX
XpaHeHNs N UCNOoJIb30BaHMs (C y4eTOM MaTepmrana, (hopMbl, pa3mepos, obbeMa 1 ap.)
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[onyckaeTcs NpUHUMaTb Hebonblive npeaMeThbl, OPOPMIIAA UX KaK BJIOXKEHMEe B AeSI0 WU KakK
CaMOCTOATE/NIbHbIE aPXUBHbIE €OVNHULIbI XPaHEHWs, TOJIbKO MPU YCJI0BUU UX HEOTPLIBHOW CBA3U C
NOKYMeHTaMu hoHa (KONIIEKLUW), HAaIMYnS YCIIOBUIA AN UX XPAHEHUS N UCMOJIb30BaHUS.

37.15. MpuemM B apXmMB apXMBHbIX OOKYMEHTOB POCCUNCKOro MPOUCXOXAEHMWS, HAaXOAMBLUMXCS 3a
npegenammn Tepputopun Poccuinickon depepaumn, N (MIN) apXUBHbIX LOKYMEHTOB MHOCTPAHHOIO
NPONCXO0XKAEHUS

ApXMBHbLIE OOKYMEHTbI POCCUNCKOrO NPOUCXOXXAEHUSA, HAXOAUBLIMECS 3a NpefesnamMmu Tepputopun
Poccunckon ®Pepepaunn, n (UNnN) apXuBHble OOKYMEHTbl WHOCTPAHHOIO MPOUCXOXAEHUSA
MPUHUMAKTCH B apXUB Ha OCHOBaHWMK:

* MeXAYHapoAHbIX 4Or0BOPOB,

* HOPMaTUBHbIX NPABOBbIX aKTOB Poccuinckon degepauum,

e JIOrOBOPOB KYMJN-NPOAa*Kn (0OroBOPOB [MOAPEHUSA) OOKYMEHTOB WM UX KOMUIA Mexay
COBCTBEHHUKOM WX BrafesbleM YKa3aHHbIX [JOKYMEHTOB W apxWBOM, B TOM 4ucie B
paMKax B3aMMHOro obmMeHa AOKYMeHTamMu (KonnuamMn JoKYyMeHTOB).

ApXVBHble OOKYMEHTbI, MOCTYNuBLUNE M3-3a pybe)ka B BUAE NOAJMHHMKOB UM KOMWUI Ha mpaBax
NOOJINHHUNKOB, MPUHATbLIE Ha MOCTOAHHOE XpaHeHWe B apxXuB, HE3aBUCMMO OT UX MPOUCXOXKAEHUS
BKJII04AOTCA B COCTaB ApxmBHoro coHaa Poccmninckon degepaunnm n noanexaT rocyaapCTBEHHOMY
yyeTy.

37.16. MNepepaya apxXmBHbLIX LOKYMEHTOB U3 OAHOIr0 apXuBa B APYromn

ApXMBHbIE OOKYMEHTbl U oHObl MOryT nepepaBaTbCA M3 apxumBa B apxmB. Takasa nepepada
ocyllecTBgeTCs B  COOTBETCTBUM C  3aKOHOAATENbCTBOM Poccunckon  depepauunm,
3aKOHOOaTeNbCTBOM CcybbekTa Poccmnckon depepaunm, MyHUUUNAIbHBIMA NPABOBLIMA aKTaMu 1
othopmMnaeTca akToM npMema-nepenadm apxmBHbIX JOKYMEHTOB Ha xpaHeHune (MpunoxeHne Ne 3 K
MpaBunam), cocTaBAseMOro B QABYyX 3K3emnnapax. [lpun nepegadvye BCero apxmBHoro ¢oHAaa
OLHOBPEMEHHO NepenatTCsa BCe MMeELWMECs 3K3eMNASapbl ONUCen aes, LOKYMEHTOB, Aeso poHaa v
nncT cdoHaa.

37.17. O6s3aTenbHble 3K3eMNnsapbl ayoMoOBU3YyasbHON [AOKYMEHTOB MPUHUMAKOTCA B apXuB B
COOTBETCTBUM C 3aKOHOZATeNnbCTBOM Poccuinckon depepaumm ob obaszaTensHOM 3K3emnnape
AOKyMeHTOoBME!,

37.18. NpueM Konun JOKYMEHTOB Ha rnpasBax MoAJIMHHNKOB

B apXmB MOIyT NOCTynaTb KOMNN apPXUBHbIX OOKYMEHTOB Ha MpaBaxX NOAIMHHNKOB, BKJ/IIOHYEHHbLIE B
cooTBeTCcTBUMU C TnaBon XXXI MNMpaBun B cocTaB ApxmuBHOro oHaa Poccuinckonm ®egepauynm. K Takmm
KOMMAM MOFYT OTHOCUTbLCS:

* MUKPOMUIbMbI (MUKPOMULLN) apXUBHBLIX OOKYMEHTOB, W3rOTOBJIEHHbLIE M OGOPMJIEHHbIE
oHpoobpasoBaTeNeM B COOTBETCTBUM C AENCTBYOWMMIN CTaHAapPTaMmM (CM. KOMMEHTapun K
nase XVIII Mpaswnn);

® KOMMMN QapXmMBHbLIX AOOKYMEHTOB, MOAJIMHHUKN KOTOPbIX YTpadeHbl WJIN HaxXoaATCA B
cobcTBEHHOCTU opuandYeckux nam usnyecknx nunL;
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* KOMUN apXMUBHbIX OOKYMeHTOB, nepemelleHHbix B CCCP B pe3ynbTaTe BToponm mMupoBon
BOMHbI U HaxogmBLIMXCA Ha Tepputopuu Poccuinckon depepaunun, MOAIMHHUKKA KOTOPbIX
BO3BpaLLEHbl B CTPaHbl UX MPOUCXOXAEHNSA (CM. KOMMEHTapun K NyHKTy 55.2 Mpasun).

XXXVIIl. B3ammoaencTBMe C MICTOYHUMKAaMU KOMMJIEKTOBaHUA

38.1. ApxnB COBMECTHO C OpraHn3aunsaMmn-ncTo4HUKaMM KOMMNJEKTOBaHNA apXmBa paccMaTpuMBaeT,
rOTOBUT K COrJlacoBaHUIO:

* WHCTPYKUMW MO AeN0NpPON3BOACTBY;

* NMpMMepHbIE N NHOMNMBUAYaJibHble HOMEHKIAaTYpPbl €N,

e MONOXeHUs 06 apxMBax W 3KCMEPTHbIX KOMUCCUAX OpraHu3auuWil - WCTOYHUKOB
KOMMnekToBaHWs apxusat®?l,

depepasibHble TOCYAapPCTBEHHbIE apXMBbl COrJaCoBbLIBAOT AaHHblE HOPMaTWUBHbIE [OKYMEHTHI
camMocToATesNbHO. FocyaapCTBEHHbIE apXxnBbl CybbekToB Poccminckon degepaunm, MyHUUMNaAbHble
apXMBbl Tak>Xe MpaBe COrJiacoBbiBaTb MOJOXXEHNS 006 apxMBaX W 3KCMEPTHbIX KOMUCCUAX CBOMUX
NCTOYHMKOB KOMMJIEKTOBAHWA, B C/ly4ae HadesleHUsa Ux COOTBETCTBYOWUMU NoaHOMoYnAMN. Ecnm
Takue NosHOMOo4YMA He BblIn AenernpoBaHbl, COraacoBaHne OCyLEeCTBASET YNOJHOMOYEHHbIN OpraH
NCNOJIHUTENbHON BNacTu cybbekTa Poccmnckon depepaunm B cchepe apxXxmBHoro gena.

ApxuB y4acTByeT B pa60Te 3KCMNEPTHbIX KOMUCCUi opraHm3au,|/||7| - NCTOYHUKOB KOMMNIEKTOBaHUA
apxmsam. lMpepcTaBnTenn apxmea BKOYAOTCA B COCTaB 3KCI'IepTHOI7I KOMUCCUWN opraHn3auunn -
NCTOYHWNKa ero KomMnnekToBaHma no B3aMMHOMY COrJlaCcoBaHUIO.

ApX1B MO MOPYYEHUIO COOTBETCTBYIOLLErO YMNOJIHOMOYEHHOrO OpraHa WCMOJHUTENbLHOW BnacTu B
chepe apxMBHOro Aesia y4yacTBYyeT B MpoBepKax Co6soAeHVs MpaBusl opraHvM3auum XpaHeHus,
KOMMNEKTOBaHWSA, y4eTa 1 NCMosb30BaHNS apXMBHbIX AokyMeHToBH M B opraHu3aLnax-ucToYHUKaxX
KOMMJIEKTOBAHMS apXuBa.

Onsa obecneveHuns B3aMMOOEeNCTBUSA C opraHmn3aunamMmn-mcToYHNKaMm KOMMJIEKTOBaHNA
pekoMeHOyeTCqa npoBOoOUTb B apXumBe CeMUHapbl-CoOBelllaHUA A4 I'IpeLI,CTaBI/ITeJ'IeIZ apXmBoB
Opr6H|/|33Ll,|/|I7I. Ha ceMmuHape-coBellaHuu Ll,eﬂeCOO6p83HO ocBelWwaTb BOMPOCHLI 3aMnoJIHEHUA NMacnopTa
apxXumBa, COCTaBieHNA onucen pen, OOKYMEHTOB MNOCTOAHHOI0O XpaHeHunda nm no JN4HOMY COCTaBYy,
ohopMNeHNA pasINyHbIX BUOOB aAKTOB, OpraHMsauum M MeToOUKW MNpPOBeLEeHUs 3KCMepTu3bl
LUeHHOCTWN OOKYMEHTOB 1 T.A4., a TakKXe OﬁCy)K,EI,aTb apyrune npogeccruoHasibHble TeMbI.

Mepnogn4HOCTL NpPOBEAEHUNA CEMUHAPOB-COBELWAHUA apxXMB YCTaHaB/MBAaeT CaMOCTOSTENIbHO
(Hanpumep, ABa pasa B rof).

ApXVB BrnpaBe OCYLECTBASATb AEATE/IbHOCTb MO OKa3aHWIo YC/yr OpraHu3auusMm U rpaxhaHam, B
TOM 4YUCJie Ha [0rOBOPHOM OCHOBE (B COOTBETCTBMU C YTBEP)KAEHHBLIMU MPERCKypaHTaMu).

Tak, apXvB OKa3blBaeT MEeTOANYECKYIO MOMOLLLb:

® B OpraHmsaunm paGOTbI C LOKYMeHTaMn B OenonponsBoncTee U QOpMNUpPOBaAHNN Oen;

* N0 3KCnepTun3e n oTbopy AOKYMEHTOB B COCTaB ApXxuBHoro ooHaa Poccuinckon depepaunn n
MOArOTOBKE UX K Nepefadve Ha NOCTOAHHOEe XpaHeHue;
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* M0 yrnopsaao4YeHnio JOKYMEHTOB, B TOM YuUC/e MO JIMYHOMY COCTaBY;

* M0 BeJleHMI0 y4eTa AOKYMEHTOB ApXnBHOro goHaa Poccuinckorn ®epgepaumm, HAXOAALLINXCS
Ha BPEMEHHOM XPaHeHuu;

* N0 NOArOTOBKE HOPMATMBHbLIX N METOOUYECKMX [AOKYMEHTOB (nocobui) no Bonpocam
0enonponsBoAcTBa M apXUBHOIro Aena;

* MO COBEpPLUEHCTBOBaHUIO PaboThl AE/I0NPON3BOACTBEHHbIX, aPXUBHbLIX N 3KCMEPTHLIX Cy>X6
opraHmsauunm;

B NMOBbILLEHUN I'IpOCpeCCI/IOHaﬂbHOPI KBanugukaumm paGOTHI/IKOB YKa3aHHbIX C)'Iy)K6.

VI paspen. OPFAHU3AUUNA CMTPABOYHO-MOUCKOBbIX

CPEACTB (HAYHHO-CIMPABOYHOIO AINMMNAPATA) K OKYMEHTAM
APXVUBHOIMO ®OHAA POCCUNCKOWN ®EQEPALLUA N OPYTUM
APXUBHbLIM LOKYMEHTAM B APXUBE

(FnaBbl XXXIX - XLIV NMpasun)

XXXIX. HazHayeHue n coCTaB CUCTEeMbI CNIPaBOYHO-NMOUCKOBbLIX CPeACTB apXxuBa

39.1. CnpaBO4HO-NOUCKOBbIE CpeCTBa apXuBa npeaHa3HavYeHbl 415 MONCKA apXUBHbIX AOKYMEHTOB
N cogepxalwencs B HUX [OKYMEHTHOW wWHdgopmaunn. OHM CO3[aloTCA Ha €OuHOW HayyHo-
MeToANYEeCKOW OCHOBE, B COOTBETCTBMU C MPUHLMMAMN B3aMMOCBA3N U B3aUMOLOMNONHAEMOCTH C
Lenbo GopMNpPoBaHNSA eanHON NHPOPMaLMOHHON NMONCKOBOM CUCTEMbI apXMBa.

MpaBunamm 3akpensieHo NpaBo apxuBa onpefensTb Gusnyeckmne HopMbl BeAeHUA CNpPaBOYHUKOB:
Ha OyMa)kHOM HocuTene u (UnM) B 3NEKTPOHHOM BuAae. NcknoyeHMeEM aBAsSieTCS ONUCb Aen,
[OKYMEHTOB, KOTOpasi SIBNSIeTCA OOHOBPEMEHHO Y4YEeTHbIM [OKYMEHTOM: B apXuBe [AOJIKHbI
o06s3aTeNlbHO UMETLCS ABa WK TPpU (Ha YCMOTpPEeHMe PyKOBOACTBA apxXuBa) 3K3eMnsipa onucein Ha
6yMaXKHOM HocuTene. ApXMB MOXXET OTKa3aTbCs OT 06s3aTesNbHOro BeAeHMs Ha OyMa)kKHOM
HOoCMTene ApYyrux TUMOB M BMAOB CMPaBOYHMKOB TOJIbKO MPWU YCJIOBUM UX MOJIHOIO nepeBoda B
3NIEKTPOHHbIA BMA W MPenoCTaBJIEHUs OOCTYrMa K HUM MOMb30BaTeNssM B CceTU VIHTepHeT wuau
KOMMblOTEPaXx, YCTAHOBJIEHHbIX B YNTAJIbHOM 3aJjie apXuBa.

CnpaBoO4YHO-MOMCKOBbIE CpeacTBa MOryT (popMMPOBaTLCA Ha OCHOBE [JaHHbIX, BHECEHHbIX B
MporpaMMHbI KOMMIEKC «ApXMBHbIA hoHA». KpoMe TOro, OHM LOJIKHbI YETKO KOppenmpoBaTh C
y4YeTHbIMM [OaHHbIMW, CBOEBPEMEHHO OOHOBASATLCA W aKTyanusmpoBaTbCsA. [Lna npuBseyYeHus
BHUMAHMS  MNojsb3oBaTenel W MX CBOEBPEMEHHOr0  WH(MOPMUPOBAHUA O  pacLUMpeHun
nccnenoBaTesIbCKMX BO3MOXHOCTEN cnefyeT BeCTUM MepeyvyeHb HOBbIX MOCTYMJIEHUA apxuBa W
CMNCOK pacCeKpeYeHHbIX Aef, AOKYMEHTOB.

ApX1BY peEKOMEHAYETCA NPOBOANTL aHa N3 BOCTPEOOBAaHHOCTMN apXUBHbIX CMTPAaBOYHUKOB, TEMATUKKN
3anpocoB Mosib3oBaTenNen, YacToTbl obpalleHnin K TeEM UAN UHBbIM (hoHAAM, a TakXe TeHAEHLUUN
N3MEHEHUA MOJIb30BaTENIbCKOM ayAUTOPUM U Ha OCHOBE CAENlaHHbIX BbIBOLOB OMNpenensTb
OCHOBHbI€ HamnpaBJIEHUA Pa3BUTUA CMPaBOYHO-MOUCKOBBLIX CPEACTB U OXXUAAeMble MoKasaTenu.
Llenecoobpa3Ho npu 3TOM y4MTbiBaTb PEKOMEHAALMUN Nosb30BaTesieil, B TOM YMC/ie NOJlyYeHHble
nyTem aHkeTUpoBaHMA. COOTBETCTBYIOLLME MO3ULIUM C/iefyeT BKJOYaTb B rOA0BbIe MJaHbl apXxuBa,
B KOHLENUWUIO PasBUTUA apxXuBa WAN KOHLEMUMIO Pa3BUTUSA apXMBHOIO Aeflia B TOM WU MHOM
cybbekTe Poccunckon depgepauunn.
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O6s3aTesibHble apXUBHbIE CMPAaBOYHUKMU
MpaBuiamu onpenenieHbl cneayoune obsasaTesbHbIe apXUBHbIE CMPABOYHUKN:

ONda rocynapCrBeHHOro apxmea.

* onncn pen, LOKYMEeHTOB,

* MYyTEBOAUTESNb WU KPATKWIA CMPABOYHUK MO poHOAM;

e KaTaJIor ayanoBM3yasibHbIX JOKYMEHTOB (Mpn nx HehoHOOBOM OpraHnu3auunn);

ONS MYHULIMNANBLHOIO apxumBa, My3es, 6ubnanotTekn, Hay4HoOM opraHmn3aLimu:

* onncun pen, LOKYMEeHTOB,

e KpaTKWUI CMPaBOYHUK MO poHOAM;

e KaTaJIor ayanoBu3yasibHbIX JOKYMEHTOB (Mpn nx HehoHOOBOM OpraHnu3auunn).

B rocynapCTBEHHbIX apXuBax NyTeBOAUTENb NO poHAaM Lesiecoobpa3Ho COCTaBASATb NPU HAINYUK
B (POHAAX [OOKYMEHTOB C MHOroacrnekTHOW WHgopMauuen. Mpu 3TOM MOATOTOBKA KPATKOro
CNpPaBOYHMKA MOXET ObiTb MepBbIM 3TaroM paboTbl MO COCTABAEHWUIO MyTeBOAUTENS MO (oHOaM
apXu1Ba - HanpuMep, B KOMMJIEKTYIOLLUXCA apXMBax Npu HE06X0AMMOCTUN ONepaTUBHOIroO BBEAEHUSA B
HaY4HbI 060pPOT BOJLLLUNX MAaCCUBOB HOBLIX MOCTYMNEHWUN, NepeBeeHHbIX Ha OTKPbITOE XpaHeHne
paccekpevyeHHbIX NOKYMEHTOB 1 Ap.

B HeKoTopbIX ciy4asix, Npu OAHOPOAHOM TEMATUYECKOM COCTaBe AOKYMEHTOB, roCydapCTBEHHbIe
apPXMBbl MOFYT OFPaHMYUTBLCSA TOJIbBKO KPAaTKMM CMPaBOYHUKOM MO (POHAAM - HampuMmep, apXuBhbi
IOKYMEHTOB MO JINYHOMY cOCTaBy. KpaTKkue CnpaBOYHUKN PEKOMEHAYeTCs TakXXe Co3[4aBaTb Mnpwu
HeobxooMMoCcTV 06beINHEHNS B OIHOM U3AaHUN MHMOPMALIUN O [IOKYMEHTAX HECKOIbKUX apXMBOB.
BcnoMoraTeJsibHble apXUBHble CMIPABOYHUKH

K BcrnomMmoraTenbHbiM (Heobs13aTeIbHbLIM) aPXNBHbLIM CMMPpaBO4YHUNKaM OTHOCATCA:

® KaTanoru,

e yKazaTenu;

e 0630pbI;

i CJ'Iy)Ke6HI:>Ie KapTOTeEKHN,

* peecTpsbl;
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e 0a3bl JAHHbIX;

* 1N Aapyrme CnpaBOYHUKKM, B TOM 4Hucnae noctynumeuwne B apxXvmB U3 WCTOYHUKOB
KOMIMJIEKTOBaAHNA.

CocTaB BCcnoMoraTesibHbIX APXNBHbLIX CMPaBO4YHUKOB apPXnB onpenendaeT CaMoCTOATEJIbHO.

PekoMeHAayeTcs BKJOYaTb B MiaH paboTbl apxMBa NOArOTOBKY BCMOMOraTesibHbIX CMPaBOYHNKOB
TONIbKO C Y4E€TOM UX BOCTPe6OBAHHOCTM.

Mpu NOCTynJIeHNN BCMOMOraTeIbHbIX CMPAaBOYHUKOB M3 NCTOYHUKOB KOMMIEKTOBAHMSA, MOAFOTOBKE
CMPaBOYHMKOB MO (hOHAAM apxvBa B pe3ysibTaTe Hay4YHON M y4ebHON AesTeNbHOCTU APYrux nuu,
peKkoMeHAyeTCsa NpefocTaBNsiTbh AOCTYN K HAM MoJib30BaTesiell NMpyu COOTBETCTBUN CNPaBOYHMNKOB
UMEeLMMCAa HOPMAaTUBHbLIM TpeboBaHMSAM U MEeTOAMYEeCKUMM peKoMeHZauusaMm, Mpu  yCcaoBUn
OTCYTCTBUSA B HUX MH(POPMALMN OFrPaHNYEeHHOro AocTyna.

39.2. Pa3mMeweHne nHhopMaummn 06 apxmBHbLIX CMPaBOYHMKAX

ApxnB pasMellaeT nHpopMaLmio 0 cocTaBe CNPaBOYHO-MONCKOBbLIX CPeacTB (Hay4YHO-CNPaBOYHOro
annapaTa) K apxMBHbIM [OKYMeHTaM, [OCTYyn K KOTOpPbIM He OrpaHuyeH B COOTBETCTBUU C
3aKOHodaTenbCcTBOM Poccunckon depepaunin, B 4YMTanbHOM 3asie, a TakXe B MHGOpMaUWOHHO-
TeNeKOMMYHUKALMOHHBIX CeTAX.

ApxunBy pekoMeHAayeTcs pa3paboTaTb MHOPMALIMOHHYO CMPABKY O CUCTEME CMPAaBOYHO-MONCKOBbIX
cpencTB, NpepocTaB/ISEMO MOJb30BATENsIM apxuBa AN MOWCKA aPXUBHbIX [OKYMEHTOB WU
APXUBHOW LOKYMEHTHOM MHpopMaLuumn. BHavyane nHpopMaLMoHHON cnpaBku LenecoobpasHo AaTb
obuiee onucaHue ¢GoOHOOB apXMBa, OXBATbIBAEMbIA MMWU XPOHONOMMYECKUIA MNepuon, YykKasaTb
OCHOBHYIO TeMaTUKY (hOHA0B, OTMETUTb CNeUngnKy apxmsa.

B onucaHme cucTtemMbl CNPaBOYHO-MOMCKOBBLIX CPefCTB apXyMBa YMECTHO BKJIOYUTL ClefyioLlyo
MHGOopMaLNIO:

e Ha/M4yme B apxuBe nyTeBoauTenen no ¢GoHAaM, KpaTKUX CNPaBOYHUKOB Mo OHOaM,
nyTeBoAMTENEN WHbIX BUAOB (BK/AOYAsA MeXapXWBHbIE, TeMaTUYECKMe), YKasaHue unx
Ha3BaHWW N rofo0B U3daHnsa (CcocTaBneHus);

e cBegeHns o6 ocobeHHOCTSAX onMcen apxuBa, BAUAIOWNX Ha BO3MOXXHOCTb AOCTYMa K HUM
nosb3oBaTeNlen N UX WUCMNOSb30BaHUA (HanpuMep, Haan4yne KapTOYHbIX OMUCEN, Hann4due
OMMCen Ha MHOCTPAHHbIX SA3blKax);

* HaJIndme KaTtasioroB ayamnoBn3yasjibHbIX OOKYMEHTOB;

* MHOpPMaLMA 06 MEIOLLMXCS B apXMBEe BCMOMOraTesbHbIX cripaBoYHUKaxH’2!

OTAEeNbHbIX MOMELLEHNIN KaTasIoroB 3TO TOXE cnegyetT OTpa3nTb B CI'IpaBKE);

(Npwn Hann4nn

e OMMCaHWe 3JIEKTPOHHbIX CMPaBOYHO-MONCKOBbLIX CPEACTB apXxuBa (NpW 3TOM >XeslaTesibHO
Ha3BaTb oundpoBaHHbIe CMNpPaBOYHUKH, OTMETUTb Hann4ume MHOIOYypPOBHEBOW
MHPOPMALMOHHON MOUCKOBOW CUCTEMLI (CM. KOMMeHTapum K [nase XL [paswn), paTb
KpaTKYyl0 XapaKTepUCTUKY NCMOJSIb30BaHHOM CXEMbl CMCTEMaTMU3aLmMKn, YKa3aTb NMPOLUEHTHoe
COOTHOLUEHME ouUnNppPOBaHHbIX N HEOLMMPPOBAHHLIX ONUCEN, Hann4mne ykasaTtenen, QyHKUNIA
MPOCTOr0 M pacWMPEHHOro noucka, OTMeTUTb BO3MOXXHOCTb O3HAaKOMJIEHUA C
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3/IEKTPOHHBLIMWU CMPaBOYHO-MONCKOBBLIMU CPeACTBaMU B YNTasIbHOM 3asie apXuBa, yKasaTb
KOJIMYECTBO COOTBETCTBYOLWMUX pabouynx ™MecT, OaTb aapec B ceTn WHTepHeT (npwu
Han4ymmn)).

B MH(popMaLMOHHYO CrpaBKy HET HEOOXOAMMOCTM BKJIKOYATL MH(POPMALIMIO O HANYUK CNYKEOHbIX
CNpPaBOYHMKOB, onucen o0cobo LeHHbIX pAes, [OOKYMEHTOB, CTpaxoBoro oHAa, KOTopble
Nnonb30BaTeNsAM He NpefocTaBnsatoTCs. IHDopMaLMsA 0 CEKPETHbIX ONMUCSAX He NpeaoCcTaBAseTCs.

Cuctema CMpaBO4YHO-MONCKOBbLIX CPeACTB apXmnBa MOXeT ObITb npeancTtaB/ieHa B BUAe CXeMbl.

NHGpopMaLUMOHHYO CMpaBKy O CUCTEME CrpaBO4YHO-MOUCKOBbLIX CPeACcTB apxuBa cieayer
pPa3MecTUTb B YATAJIbHOM 3aJie, B HEMOCPEACTBEHHON AOCTYMHOCTW A8 NMOCETUTENEN, HanpuMep,
Ha MH(OPMALIMOHHOM CTeHAe, Ha CToJIe COTPYAHUKA YATAJIbHOro 3asa U T.04.

PeKOMeH)J,yeTCH Tak>Xe 3HaKOMWUTb MoJsib30oBaTenen C nepe4yHeMm HOBbIX I'IOCTYI'IJ'IEHI/IVI apxumBa,
CMNMNCKOM pacceKpeYdYeHHbIX ey, 0OKYMEHTOB.

AHaNOrn4Hy0 MHGOPMaLUID peKoMeHaYyeTCs pa3MeLlaTb Ha CalTe apxuBa, NpU ero oTCYyTCTBUN -
Ha cauTe (nopTase) COOTBETCTBYIOLWEro YynoJIHOMOYEHHOr0 opraHa WMCMOJHUTE/IbHON BJlaCTU B
chepe apxXmuBHOro pena”! (cm. Takxe KoMMeHTapuu K ['nase LIV Mpaswun). MNMpu pasmeweHnmn
MHGOPMaLMM O CUCTEME CMNPaBOYHO-MOUCKOBLIX CPEACTB apXxmBa B ceTun NIHTepHeT pekoMeHayeTCA
MPUMEHATb FMNEePCChISIKK, B YaCTHOCTW, Ha NMpencTaB/IeHHbIe B CETU 3/1IeKTPOHHbIE apXMBHbIE
CMPaBOYHUKM, Ha nopTas «Apxmebl POCCMN» 1 PacnosioXKeHHbIe Ha HEM KOHKPETHbIe pecypchl, Ha
CanThbl BbILLECTOALLNX OpPraHoB, obbennHeHHble MHHOPMaLMOHHO-MONCKOBbIE pecypcbl, MHTepHeT-
MPoOeKTbl U Ap.

PasMmeLwneHue cnpaBoO4YHO-NMOUCKOBLIX CPEeacCTB

Cl'lpaBOLiHO-FIOVICKOBbIe cpeacTBa pa3mMelwaloTcda HenocpeaCTBeHHO B YNTaJIbHOM 3ane nin (Flpl/l
OTCYTCTBUN TaKOW BO3MOXXHOCTWN) B MHOM MNoOMeLLeHnn apxXxmBa, C BO3MOXHOCTbIO NpenocCTtaB/ieHNA
AOOCTYyMNa K HUM rnosib3oBaTenen HernocpenCcTBeHHO B OeHb o6pau_|,eH|/|;|[M. B yntanbHoOM 3ane
pekoMeHayeTCsa NpefoCTaBNATb MyTEBOAUTENN NN KPpaTKUe CNPaBoOYHUKM NO (POHAAM apXUBOB,

onncum (I'IpVI HaJIN4nNn BO3MOXXHOCTU And nx pa3Meu.|,eHV|;|).

Mpn Hann4uu [OoCcTyrna K 3NEeKTPOHHbIM CrpPaBOYHO-MOUCKOBBLIM CpeacTBaM uMMerowmnecs
CNpPaBOYHUKWN Ha TPaOULUMNOHHbIX HOCUTEeNAX NpenoctaBaoTCA Nno I'IpOCb6e nonb3oBaTend.

ﬂ,OCTyI'I K 3/1EKTPOHHbIM CMPaBO4YHO-MONCKOBbLIM CpeacTBaM CrieayeT obecne4ynTb:
®* B YATAJIbHOM 3aJi€ apXUBa Ha aBTOMAaTU3NPOBaHHbIX pa6oq|/|x MecCTax;

* Ha paboumx KomnbloTepax PabOTHMKOB apxXMBa B COOTBETCTBMU C BhIMOJHAEMbIMA UMW
pyHKUMAMKM, B TOM 4ucnie Ons paboTbl €O CAyxebHbIMM CNpPaBOYHUKAMW, BHECEHUS
N3MEHEHUI B CMPABOYHUKM U Ap.;

e B ceTn WNHTepHeT - Ha canTe apxmBa, Ha canTe (nopTasne) YyMoOJHOMOYEHHOro OpraHa
WCNOJSIHNTENbLHON BNACcTW B chepe apXMBHOro Aena, Ha cneumanbHO CO34aBaeMblX CanTax
AN pasMelleHns CrpaBoOYHO-MOUCKOBLIX CPeACTB apXUBOB TOrO0 WM MHOro cybbekTa
Poccuinckonm ®enepaumu.

Mpwn pa3MelleHnn CNpaBoOYHO-MONCKOBLIX CPenCTB Ha canTte apXmnBa peKoMeHAayeTCA:
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e TWATENbHO rPyNMMpPoBaTh NH(OPMaLINIO;

* He NCNOoJIb30BaTb TePMUHLI 1 abbpeBnaTypbl, HE3HaKOMblE MOCeTUTENO canTa, (Hanpumep,
HCA) nnun cHab>xaTb NX NOSACHEHUSAMU;

* He CO3aaBaTb C/INWLIKOM AOJIMHHbIX TMNEePTeEKCTOBbIX CTPaHULU, T.K. YHATATb UX Hey,D,O6HO (kK
TOMY >Ke OHWN O0JIro 3arpy>XatoTcAa Ha KOMIMbIOTEP rnosb3oBaTens);

* NMomMewaTb BBeEPXY CTpPpaHWMLblI BCe€ KHOMKW, npeaHa3Ha4YeHHble ANnda HaBurauyum rno ca|7|Ty;

* NMoMelwaTb BBeEPXY CTpaHWUbl e€e orJjiaBieHue, ecjim CTpaHuUua COCTOUT N3 HECKOJIbKUX
noapa3nesios;

e MoMewaTb BHW3Y Ka)JOW CTPaHWLbl W B KOHLIEe MOAPA3AeNoB KHOMKY «BBEPX»,
NO3BOJNISAIOLLYIO Cpa3y MonacTb B Havasno TekcTat’>.,

B nepBylo o4vepenb, peKOMeHAyeTCs MpPencTaBfsiTb OMNUCAHWUS Ha YPOBHE apXUBHOro doHAa wu
eNHVLbI XpPaHeHUS.

Mpu pa3MeLleHnn 3NeKTPOHHbIX CNPaBOYHO-MONCKOBLIX CPeAcTB B ceTn NHTepHeT AOoCTyn K HUM
cnepyet obecnevynThb:

® KPYrnocyTto4Ho, 6e3 B3uMaHuA naaTbl U UHbIX OrpaHUYeHUin (Npyn 3ToM JocTyn K obpasam
(koNnsamM) OOKYMEHTOB MOXeT ObiTb peasn3oBaH Kak Ha 6e3Bo3Me3OHON, TakK W Ha
BO3Me30HOWN OCHOBe);

e 6e3 ncnosb3oBaHUA MNporpammMHoro obecrnevyeHusi, yCTaHOBKA KOTOPOro Ha TeXHUYeckue
cpencTBa MNoJsib3oBaTeNs TpebyeT 3aK/04YeHUs Nosib30BaTeNEM JIMLEH3UOHHOIO UM MHOMO
cornaweHns ¢ npaesoobnagatenem nporpamMmHoro obecnevyeHus, rMpenycMaTpUBatoLLErO
B3MIMaHMe C NoJsib30oBaTenen nnathbl.

JocTtyn K uMHpoOpMauunm apXmMBHbIX CMPaBOYHUKOB He [O0J/DKEeH COMpPOoBOXAaTbCs Tpe6OBaHVIeM
perncrtpaunmn nosib3oBaTenen MHopMauUun Unn nNpenocTaBseHUd UMW MepCcoHasibHbIX AAHHbIX, a
TakKXe TpeﬁoBaHI/IGM 3aKJIIOYEHUSA MU INLEH3NOHHbBIX U NHbIX COrJ1alleHNA.

XL. O6wwme TpeboBaHUA K ONUCAHUIO aPXUBHbIX B,OKYMEHTOB

40.1. OnncaHne apx1BHbIX JOKYMEHTOB - 3TO CTPYKTYPUPOBAHHOE M3/I0)KEHME CBEAEHWI O COCTaBe
N COAEep>XaHUN JOKYMEHTOB B apPXUBHbIX CNPaBOYHUKaxX. OHO NPOBOAUTCSA Ha HECKOJIbKNX YPOBHSX.

OcHoOBHbIMU (06A3aTeNbHBIMWN) YPOBHAMU OMUCAHNA SBNAIOTCSA apXMBHbIN OHA, eANHMLA XPaHeHNs
(eonHunua y4veTa).

Ona yToyHeHusa, geTanmsaymm CnpaBoYHO-MONCKOBBIX CBEAEHUA N NOBbILLEHNS MHPOPMATUBHOCTU

APXUBHbIX CNPABOYHUKOB (Ha ByMa>KHOM HOCUTENE U B 3/1EKTPOHHOM BUAE) BO3MOXXHO OMMCaHue
APXUBHbIX NOKYMEHTOB Ha [OMOJHUTESIbHbIX YPOBHAX:

e rpynmna apXmBHbIX (OHAOB (Hanpumep, [Ans  ONMWCaHMs (OHAOB  OpraHu3aLui,
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0elCTBOBaBLUNX B rMpedenax OAHOW aAMUHUCTPATUBHO-TEPPUTOPUANBHON eauHULbl W’
nocsiefoBaTe/IbHO CMEHABLUMX APYr APYyra, CBA3aHHbIX 00BbEKTOM AeATenbHOCTU; POHO0B
opraHmM3auuin ogHOM OTPACAN C aHANIOrNYHBLIMU PYHKLNSAMK, CBA3AHHbIE MOAYNHEHHOCTLIO),

e OMUChb (ANA cMcTeMaTU3aLMN ONUCAHUIA eANHNL, XpaHeHNs BHYTpU oHaa),

e CTPYKTYpPHas 4acTb onucwu (pa3nen, noapasnen) (Ana OOMNOSHUTESIBHON CUCTEMATU3aLUN
onNVCaHNI eaANHUL, XPaHEHWS, BKJIIOYEHHbIX B O[IHY OMMKChb),

e rpynna eguHNL XpaHeHnsa (egnHNL y4eTa) (ana onmcaHus eauHUL, XPaHEHWS, coaep KaLlnx
OAHOPOOHY NH(OPMALIMIO NN TECHO CBA3aHHbIX Mexxay cobon),

e KOMMNAEKT (4N OnMuCaHusa Hay4YHO-TEXHUYECKOW [OKyMeHTauun, ayanoBu3yasibHbIX
O0OKYMEHTOB),

* rpyrnmna apxuBHbLIX JOKYMEHTOB (Hanpumep, LOKYMEHTbI ornpefesieHHOro BM40Boro coctasa B
OLHOWN eANHULEe XpaHeHNS),

* APXMBHbIA OOKYMeHT (uenecoobpasHo pAsis [OOKYMEHTOB B cocTaBe Haubonee
BOCTPEeOOBAHHbLIX €ANHWUL, XPaHEHUS, YHUKAJIbHbIX 1 0CO60 LEeHHbIX OOKYMEHTOB, B LIEeNSX
NpUBEYEHUA BHUMaHUSA NoJb30BaTeNel K TeEM UM UHLIM IOKyMeHTaM),

* 4aCTb apXMBHOI0 AOKYMEHTa (4/15 LOKYMEHTOB, COAEP KALLNX NMH(POPMALINIO MO HECKOJIbKUM
4eTKO BblAeIsieMblM BONpocam (Hanpumep, NpoTOKOSbI)).

YeTKoe CTPYKTYpPUPOBaHMUE OMUCATESIbHbIX XapakKTePUCTUK MO YPOBHSAM OMUCAHMA MPUMEHseTCs
MNPy  (OPMUPOBAHMN 3SNEKTPOHHbLIX WHMOPMALIMOHHBIX MOUCKOBLIX CUCTEM, MOCTPOEHHbIX MO
MPVWHLUMNAM MHOrOYPOBHEBOrO OMWUCAaHMUS, COPMYSMPOBaHHLIM B MeXAYHapooHOM CTaHAapTe
apXuBHoOro onucaHus ISAD(G)™79],

B Takux cucTtemax B MepByl oyepedb OO/KHbI ObiTb MpencTaBfieHbl CBeAeHUs 06 apXMBHbIX
[OKYMEHTax Ha OCHOBHbIX YPOBHSAX OMUWCAHUA «apXMBHbIA (DOHA» U «eAUHMLA XpaHeHus» (ans
ayOnoBU3YyaslbHbIX NOKYMEHTOB Ha aHaNOroBbIX HOCUTENAX - «eINHMLIA y4eTa»). Kpome Toro, B HUX
uenecoobpasHo BKJOYATb, MOMUMO OCHOBHbIX, TaKWe YPOBHW OMMWCAHUA, KaK <«OMUCb>»,
«CTPYKTYpPHas 4acTb onucu» (pasnen, noapasnen). Mocne 3anonHeHUs UHGOPMaLUM Ha YpPOBHE
eANHNLbl XpaHeHUs (eAuHMUbl yyeTa) JIOTMYHbIM pa3BUTUEM cUCTeMbl ByneT npeacTaBneHue
onucaTesbHON MHOPMaLIMM Ha YPOBHE apXMBHOrO AOKYMeHTa U1 ero yactu’ 7,

OCHOBHble MNPUHUMMbI (OPMUPOBAHNA MHOIOYPOBHEBbLIX WH(OPMALMOHHbBIX MOUCKOBBLIX CUCTEM
cnepyiouime:
e onucaHue oT o6LLero K YacTHOMY;

e COOTBeTCTBUE NMHPOPMALNN YPOBHIO e UHULLbI ONMUCAHUS;

* B3aMMOCBSA3b U B3aUMOAOMOJSIHAEMOCTb MHOPMaLMN Pa3INYHbIX ypOBHeI7I onmncaHn4,

Page 127 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

* HEMOBTOPSIEMOCTb MH(OPMALIN B ONUCAHUSAX PAa3HOIO YPOBHS;
* OJJHOKPATHOCTb BBOMA AaHHbIX.

40.2. OnucaHne apxMBHbIX OOKYMEHTOB MPOBOAMTCA Ha roCyAapCTBEHHOM si3blke Poccuinckon
depnepaumm - pycckom. [OMONHUTENbHO [0MYyCKaeTCs OMnuCaHue apXUBHbIX [OOKYMEHTOB Ha
rocygapCTBEHHOM f3blke pecrnybnmkm B cocTaBe Poccuitckonn ®enepaumn. Takyto MHMOPMaLNIO
uenecoobpasHo pasMellaThb B CreunasbHbIX NOAsX.

XLI. Onucek gen, pokymentos*’8!

41.1. Onucb Oen, OKYMEHTOB AOJIKHa pacKpbiBaTb COCTaB U COLEP>KaHME BKJIIOYEHHbIX B Hee
eAVHNL, XpaHeHns (eouHWNY, Yy4eTa), 3aKpennaTb WX BHYTPUGMOHAOBYI cCuUCTeMaTM3auulo u
obecneymBaTb UX y4yeT. OTo 6a30BbI aPXMBHbLIA CNPABOYHUK N 06A3aTeNbHbIA 3N1IEMEHT CUCTEMBbI
CNpaBOYHO-MONCKOBbLIX CPeacTB /toboro apxmea.

O6bEeKT ONUCaHWsA B ONUCU Aes, AOKYMEHTOB - eAUHMLA XpaHeHUsa (eanHuua y4veTta). Onucb gen,
[OKYMEHTOB BKJIlOYaeT OnMcaTesibHble CTaTbM Ha YPOBHE eAVMHULbl XpPaHeHUs (eanHWUubl y4veTa),
NTOrOBYI0 3amMucCb (K Ka)XAOMy TOMY W CBOAHYIO MO OMWUCKU B MOCJIeAHEM TOME), JINCT-3aBepuTEsb
(ONa Ka)kK4oro ToMa) 1 CrpaBoYHbI annapaT, BKJAYaOLWMA TUTYbHbIA INCT, MPeancioBme, CNNCcoK
COKpaLlleHnin, nepeBogHble Tabnaunubl apxMBHbIX WKNGPOB (B ciyyae nepepaboTkm onucu). Onuck
MOXKET Tak)Xe BKJIloYaTb CoAep)KaHue (ornaBneHne) n ykasaTenu.

OnucaTtenbHble CTaTbM Ha e€AWHWUbI XpaHeHUs (eAuHWUbl y4YeTa) pacnosiaratoTcss B OMNUCK B
nopsiike BaJlIoOBOM HyMmepauunm B COOTBETCTBUM CO CXeMol cuctemaTusauumm. Cxema
cucTemMaTM3aLunM OTpa)kaeT BHYTPEHHIO OpraHM3aLnio 10KYMeHTOB hoHAaa.

CuctemMaTmM3laums eAUHWL, XPaHEHUs BHYTPU OMUCKM TMPOBOAUTCSH C YYETOM CTPYKTYpPHOrO,
XPOHOJIOTMYECKOro, PyHKLUMOHANbLHOIrO, OTPAC/IeBOro, TEMAaTUYECKOro U APYTrX MPUHLIUMOB.

Mpu cuctemMaTUsaumm eauHUL, XpaHeHWs B OMWCUM BCerga WCMosb3ylTcs [hBa Npu3Haka
cucTemMaTvsauumM, OAMH M3 KOTOPbIX -  XPOHOMOrMYeckui. Hanpumep, CTPYKTYPHbIA U
XPOHOJIOr MYECKMIA NMPUMEHSIIOTCS B ABYX BapMaHTax: XPOHOJIOrNYECKU-CTPYKTYPHbIN N CTPYKTYPHO-
XPOHOMOrMyecknin. TakK, ecan opraHusauua pencTeytowas, To uenecoobpasHee BbibpaTb
XPOHOJIOMMYECKU-CTPYKTYPHYIO CXeMy cucTeMaTusaunn. CTPYKTYPHO-XPOHOJIOrMYeckas cCxema
cucTeMaTvsaumMm NpUMeHsieTCss Npu  cucTemMaTmM3aumm  OOKYMEHTOB OpraHusauui, UMerLwmx
CTabUNbHYIO CTPYKTYPY UK TeX, B KOTOPbIX MU3MEHEHMS MPOUCXOANN PeaKo.

Mpu3Hak cucTemMaTMsauMm eauHUL, XpaHeHus B ONUCU AeN Mo JIMYHOMY COCTaBy MOXXET
yCTaHaBAMBaTbCA MO BbIOOPY COCTaBUTENs, Y4YMTbiBas COCTaB U 06bEM [OOKyMeHTOB. [Ns
IOKYMEHTOB MO JINYHOMY COCTaBY UCMOJIb3YEeTCSH XPOHOMOrMYeCKU-HOMUHAbHBIA NN HOMUHABbHO-
XPOHOJIOr MYECKUIA NMPU3HAKN.

NToroeas 3anncb y4nTbiBAaeT KOJIMYECTBO YUCAALLMXCA B HEN eQUHWUL, XpPaHEeHUA U OoTMeYaeT Bce
0cobeHHOCTM yyeTa, B TOM 4ucse NponyLlleHHble HOMepa, NTepHble HoMepa. KpoMe Toro, oHa
OTpaKaeT BCE U3MEHEHUA B UX KOJMYecTBe (Ha OCHOBaHMM COOTBETCTBYHOWMUX aKToB). Torosas
3anncb COCTaBISIETCS K KaXXAOM OMMWCU Ha BCEX €€ 3K3eMIigpax W MoMellaeTcs 3a nocnegHen
ornncaTesnbHON CTaTbeN.

B cny4vae ecnm onncb COCTOUT N3 HECKOJIbKUX TOMOB, MTOrOBas 3anuncb COCTABAAETCS K KaXaoMy
TOMy. B Ka)xOaom Tome JaeTCsi UTOroBas 3anucb, yYMTbiBaloOLWAsa AaHHbIE UTOMOBbLIX 3amnucen BCex
npeablayLnx TOMOB.

B uToroBon 3anucu ykasbiBaeTcs LUnUdpaMn 1 MPonncbio KOJIMYECTBO eANHML, XpaHEHUS, NePBbIA 1
nocrefHnin HoMepa eAuHUL, XpaHeHUs onucu. MToroBas 3anmncb NOAMUCLIBAETCA COCTaBUTENIEM
OMUCUN C YKA3aHUEM [OJDKHOCTM, 3aBeAylolIVM apXUBOXpPaHWIMLLIA WAW XpaHUTenem (OHI0B,
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YKa3blBaeTCA TakK>XXe gaTa COCTaBJ/ieHNA ONMnUCHK.

Bce nocTtynseHnsa n BbibbITUA e4UHUL, XPaHEHUSA OTPa>katoTCs B HOBOW MTOFOBOM 3anncu, B KOTOPOU
YKa3blBalOTCH OCHOBAHUS BHECEHHbIX U3MEHEHUN.

B nucTte-3aBepuTesie onucu ykKasblBaeTCH KOJIMYECTBO MPOHYMepoOBaHHbLIX JINCTOB, B TOM 4ucne
NNTEPHbIX N NponyLleHHbIX.

lMocne 3aBepLleHUNs onMUcCaHUa U CcUCTeMaTus3auunm eguHuL, XpaHeHUs B ONUCU aOesl, LOKYMEHTOB
CoCTaBndeTCA CI'IpaBO‘-IHbIIZ annapaT K onncun.

CnpaBoYHbI annapaT COCTOUT U3 C/IeAYOLWNX 3/1IEMEHTOB:

e TUTYNbHbIN ANCT (Popma Ne 51) - o6A3aTeNbHbIN 21EMEHT. Ha TUTY/IbHOM INCTE ONUCK Aen,
JOKYMeHTOB MoMeLLalnTCsa: NoJSIHOe Ha3BaHWe apxnBa, Ha3BaHWe apXUBHOIro hoHaa Co BCeMu
ero nepenMeHoBaHUAMMN (NpU UX HAINYUK) N €ero HoOMep, HOMep U Ha3BaHUe ONucKu, KpanHue
0aTbl BHECEHHbIX B ONUCb apXUBHbIX LOKYMEHTOB.

e cofep)XaHue (ornassieHne) - cocTaBngeTca npu HeobxoammocTn. Coaoep)KaHue oTpakaeT
COCTaB OMNUCK Aen, LOKYMEHTOB U MOMeLLaeTCs B Ha4Yane onuncu.

e Npeauncnosme - obssaTeNibHbIA 351eMeHT (nNpu ¢(OHAO0BOW oOpraHusauuMm XpaHeHus). B
NpeancnoBMn KpaTKo M3naralTcad uctopusa cdoHaoobpasoBaTens U apxuBHOro ¢oHAa;
NPUBOOMNTCA aHHOTAUWA COCTaBa U COOEpP>XaHUA apXMBHbIX OOKYMEHTOB (C BblAeJsIEHUEM
Hanbosiee TUMNUYHLIX FPYMNMN eAuHUL XpaHeHus (eguHuy, y4deTa)), pacKpbiBaeTCs COCTaB
CMpaBOYHOro annapata K onucu. [pu CcocTaBAeHMU MPEenuCIoBUA WCMNOJb3YHOTCA
3aKoHoOaTeNbHble WCTOYHMKK, CApaBoYHas W HayYHad JAuiTepaTypa, 4Aeno ¢doHAa,
OOKyMeHTbl hoHAa. MNMpegncnoBmne coctanseTca Anbo K Ka>xgom onnucu oen, LOKYMEHTOB,
nmbo obuiee KO BCeEM onucAM apxuBHoro ¢oHpa. [lMpu cocTaBseHUUM OTAESbHbIX
npeaoucnoBnn K KaXXOoW Oonucu apxmeHoro ¢oHaa Bce obuwme paHHble MO UCTOPUK
oHaoobpasoBaTeNss U UCTOPUSA apXMBHOIMro YOHAA NOMeELLAoTCs B NPeancsioBUnN K NepBomn
onucu ges, OOKYMEHTOB. B npeamcnoBma K rogoBbiM pa3fesiamMm onucen aen, LOKYMEHTOB
BKJ1lOMaeTCA MHOPMaLNSA TOJIbKO 3@ OTPa’>KEHHbLIA B HUX MEPUOA,.

* CMUCOK COKPALLEHUA - COCTaBASAETCA B aJihaBUTHOM MopsAAKe NPy HaJIMYMM COKpaLLeHui B
onucu.

e nepeBogHas Tabnuua - COCTaBNAAETCS B C/ly4ae U3MEHEHUS HOMEPOB eAUHUL, XPaHeHUs B
pe3ynbTaTe nepepaboTkn onucu. lMepeBopgHas Tabnvua ycTaHaBAMBAeT COOTHOLUEHUE
CTapbIX 1 HOBbIX WG POB. MPpUBOAATCSA BEPTUKAJIbHbIE KONOHKN LNGP: C/ieBa PacrosioXKeHbl
HOMepa eAUHWUL, XPaHeHWs Mo CTapol ONucK, crnpaBa - HOBbIE ApXMBHblE LMGPbI TEX Xe
eAVHUL, XpaHeHus.

e 0bUMe n cneumanbHble yKasaTeanm K ONMUcK - cozgatoTcsa npu HeobxogumocTn. OCHOBHON
3N1eMeHT yKa3saTensa - pybpuka, cocTosLas U3 NnpeaMeTHOro NOHATMUSA N MONUCKOBbLIX OaHHbIX.
Yka3zatenn moryT 6biTb NpegMeTHbIMU, WMEHHbIMW, reorpadunyeckmmm (pa3HOBUAHOCTb
npegMeTHbIX), XPOHOJIOrM4eckummn. B cnyvyae BHeCceHUA CBEOEHWI Ha YpPOBHE 3ar0JI0OBKOB
egnHuy, xpaHeHna MK «ApXxuBHbLIN (OHAO», OOMNOAHUTEesIbHas pa3paboTKa ykasaTenem K
onuncm HeuenecoobpasHa.

Onncn aen, OOKYMEHTOB COCTaBNSAOTCA OTAENbHO Ha AeNa, NOKYMEeHTbl MOCTOSHHOro Ccpoka
XpaHeHus, Oena Mo JINYHOMY COCTaBY, Ha KaObli U3 BUAOB aHaJIOrOBbIX M LMUGPOBbIX
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ayaonoBnmsyaJsZibHbIX AOOKYMeHTOB, Ha Hay4YHO-TeXHWU4YeCKYyl [OOKyMeHTauWiko, Ha 3JIEKTPOHHbIE
OOKYMEHTHhI.

41.2. OnncaTtenbHasa CTaTbda B ONUCK OeJl, LOKYMEHTOB 00J/KHA BKJIOYaThb:

e HOMEep efuHuubl ydyeTa (AN KUHOAOKYMEHTOB, (POHOOOKYMEHTOB, BUOEOLOKYMEHTOB U
anacdpnnbmos);

e HOMEp eAuHULbl XpaHeHus (B onnucy aes no JIMYHOMY COCTaBy - HOMep Aesa);

* MHAEeKC (Mpon3BOACTBEHHbIN HOMep) aena (ana HTO - npon3BoACTBEHHbIN MHAEKC (Wndp
pa3paboTkun) - Npn Hann4uu;

® 3aroJIOBOK eguHuUbl XpaHeHus (Toma, 4acTtun) (ON8 KUHOOOKYMEHTOB, (POHOLOKYMEHTOB,
BUAEOAOKYMEHTOB U AnaduibMOoB - 3aro/ioBOK eAuHNLbLI y4eTa (4oKyMeHTa)). B 3aronosok
BKJIIOYAETCH Ha3BaHME WIN OCHOBHOE COAEp>XaHWe eAuHUNLbl XpaHeHUs (eauHunubl yyeTa),
BKJIlOMAs YKasaHue sA3blka AOKyMeHTa(oB) (MpM Haan4um [OKYMEHTOB Ha OOHOM WAuU
HECKOJIbKNX MHOCTPaHHbLIX A3blKaX UM Ha A3blkaX Haponos Poccuinckonm depepaunn);

e KpallHue paTbl OOKYMEHTOB, ¢oTooTnevaTkoB (Ons ¢oToansbomos) (ons HTO - ron
OKOHYaHusa pa3paboTkn);

® KOJINYECTBO JINCTOB - OJ1A TEKCTOBbLIX JOKYMEHTOB, CpOToaﬂb6OMOB;

* MpmnMedaHus.

B onucu gen no nn4Homy cocTasy Heobxoaonmo YKa3blBaTb CPOK XpaHeHNA BHeECEHHbIX B Hee feJl.

Ocoboe BHMMaHMe Npu COCTABJIEHMM OMUCATESIbHON CTAaTbW ONUCK CIeAYET YAENUTb (hOPMYIMPOBKE
COLEpPXXaHUsA 3arosioBKa eAuHULblI XpaHeHusi. OHO [OJ/IKHO COOTBETCTBOBATb COLAEPXKAHUIO
APXVBHbIX OOKYMEHTOB U M3JlaraTbCs KPaTKO, YETKO, COBPEMEHHbIM A3bIKOM. 3arosloBOK [AOJKEH
oTpakaTb 0COOEHHOCTM BpeMeHW, MecTa cobbITUIA, cCoumanbHOW cpepbl, MPaBUJIbLHO
BOCMPON3BOANTb Ha3BaHUS yypexneHun, ¢opM CcoOBCTBEHHOCTU U MNPABOBbIX OTHOLUEHWNA,
reorpaunyecknx HaumMeHoBaHW, BUAOB AOKYMEHTOB. Mpn 3TOM HeAO0MNYCTMMO 3aMeHSTb 3ar0JI0BOK
NOKYMEHTa COKpalleHHbIMU opMyanpoBkamMmn («To »Ke»), 4YTO SBAAETCSH CyLleCTBEHHbIM
NpensaTCcTBMEM AJ15t OCYLLEeCTBEeHMNS aBTOMaTU3MPOBAHHOIMO NMOUCKA MO 3/1IEKTPOHHOW BEPCUM OMUCHK.

B cocTtaB 3aroJsioBka eaunHnubl XpaHeHuna M™MOryT BK/KOYaTbCA CBeaeHunAa O nNoAJIMHHOCTU
(KoNMMHOCTN) [OKYMeHTOB; crnocobe unx BOCMPOU3BEAEHWUS; CTENneHW MNOoJIHOTbl [AOKYMEHTOB;
BHELWHNUX 0COBEHHOCTSAX AOKYMEHTOB; aHHOTAUWUSA OOKYMeHTOB. Npn Hanuuynm B Aene NOKyMeHTOB
Ha OQHOM NN HECKOJNIbKNX MHOCTPAHHbIX si3blKax UKW Ha s3blkax HapoaoB Poccuinckon depepaunm
B 3arojloBKe [OO0/PKHO ObiTb yKa3aHO, Ha KakKoM f3blke (fA3blkax) COCTaBJ/ieH(bl) AOKYMEHT(bl)
eOVNHNLbI XpaHeHNS.

MpuMepsr:

MpoekTbl hefiepanbHbiX KOHCTUTYLIMOHHbBIX 3aKOHOB, (hefiepasibHbiX 3aKOHOB, NOCTyNMBLUXE B [oCyiapcTBeHHY0 lyMy B Mopsifike 3aKOHOLATebHOM
MHMLMATMBLI U HanpasJ/ieHHble B KomuTeT FocyaapcTeeHHoN [lyMbl M0 3aKOHOAATENbCTBY M CynebHO-NMpaBoBoi pedopMe; AOKYMEHThI K MpoeKTam

(NosicCHUTEeNbHbIE 3anNnUCKK, 3aMedaHuns, obpalueHus n ap.). Tom 1 (PoHa PepepanbHoro cobpaHusa PO, F'A PO).

Mpuka3sbl N0 KaHLLeNApun 3aBeyloLLero opraHmsaumnen aBnaunoHHoro gena B apmmax NeNe 1-17, NeNe 1-161 3a 1914 1 1915 rr. (PoHp NMonesoe
yrnpaBsieHne aBnaumm n Bo3ayxornsaBaHusa npu wrabe BepxoBHOro rnaBHokomaHaytouwero, r. Morunes, PFTBUA).
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Bbinnckmn 13 pycckmx 6bIMH 1 cka3ok "HukuTta n Mukyna", "Bacunuca MNpekpacHas", "HacTtaeBneHne Nnbun o koHe" n apyrux. (PoHa bepa Bopuca

BnagumupoBuya (1871-1921) - noaTta, nepeBoaymka, PrAJIN).

3anucka KpyseHwTtepHa N.®, MuHucTpy Toprosan ConMOHOBY O MpOEKTe OpraHn3aLny PyCcCKOM SKCNeanLnMM BOKPYr CBeTa B UHTepecax pa3suTumsa
TOProB/W, HanucaHHas Ha 6opTy kopabns «bombern» Bo BpeMsi nnaBaHua n3 Kutas B AHramo. OTnyck. ®paHu,. 3. (PoHa KpyseHwTepH U.O.,

agmupan, KpyseHwTepH M.U., Buue-agmupan, KpyseHwTepH [.M., kKanuTaH-nenteHaHT Kpy3eHwTepH A.l., kameprep, PFTA BM®).

OnuncaTtenbHaa cTaTbsa onucyn HTI [oJ/KHa BK/AOYaTb TakKXe HaWMEeHOBaHMA opraHusauum-
paspaboTumka (ans HWUP - damunum mn mHUUManbl HayyHOro pPykKoBOOMTENSH, OTBETCTBEHHOIO
NCMNOJIHUTENSA), CONCMNONHUTENEN.

B onucn KNHOOOKYMEHTOB NOC/ie 3aroJjioBKa, B KOTOPOM AaeTCH NoJIHoe Ha3BaHUE KMHOOOKYMEHTA,
ero 4acTtu, cepumn, yka3biBaloTCA:

e haMmunansa(n) n MHULManbl aBTopa(oB) - yKasbiBalOTCA aMUaMsa N MHULKaNbLI aBTopa(os)
KUHOCbeMKN (Hanpumep, KypeHHonm M.A.), ecnm aBTopa(oB) yCTaHOBMTb He YyAasoCh,
NULIETCH «He YCTAHOBJ/IEH», «HEN3BECTEH»;

* MECTO CbEMKM - YKa3blBAae€TCA Ha3BaHWe CTpaHbl, obnacTu, palnoHa, ropoga, Moceska,
OepeBHN, yanubl 1 T.4.). Npyu U3MEHeHU agMUHUCTPATUBHO-TEPPUTOPMAJIBHOIO AesIeHNs
WAN Ha3BaHWS HACEJIEHHOro MyHKTa, Y/AuWUbl K MOMEHTY OMuWCaHWs KWHOLOKYMEHTa B
aHHOTaAUMN YyKa3blBAaeTCs Ha3BaHWe, CyLleCcTBOBaBLUEE BO BPEMS CbEMKMW, MpuM 3TOM B
ckobKax MOXHO yKasaTb W COBpPEMEHHOe ero Ha3BaHue (Hanpumep, Mockaa,
yn. KpOmoTKMHCKas, HbiHe Y. [peyncTeHka), ecim MecTO CbEMKW HEeW3BEeCTHO, B
COOTBETCTBYHOLLEN rpade yKasblBaeTCsA «HEN3BECTHO», «HE YCTAHOBJIEHO»;

e KpanHue faTbl CbeMKU, AaTa Co34aHUsa (NP HaNM4YNM TakKon BO3SMOXHOCTU) - YKa3bIBAOTCH
apabcknmm undpamm TodHble AaThl (Hanpumep, 01 aHBapsa 2010 r. - 15 nonda 2010 r., nau
01.01.2010 - 15.07.2010), ecnn ToYHble AaTbl HEU3BECTHLI, TO NPUBAN3NTENBHOE BpeMS
cbeMku (Hanpumep, anpenb 1964 r. nnm 1976 r.). Ecnn pgaTebl He onpefeneHbl, OHU, Mo
BO3MOXXHOCTU, YCTaHaBJIMBAIOTCA MO KOCBEHHbIM MpPM3HaKaMm, Npu 3ToM, npeanosiaraemblie
CcBeeHMns 3aK/I04atoTCsa B KBagpaTHble ckobku (Hanpumep, [1941 r.], [30-e rr. XX B.], [3uma
1915 r.]);

* 3BYK - HEMOW, 3ByKOBOW (MOHO, CTepeo, Ap.);

® LBETHOCTb - YepHO-benbin, LBETHON;

e TN N dopMaT MJIEHKW - TUMbl: HeraTuBHas, MNO3UTMBHasA, obpawaemas (aHasnorm4vHa
HeraTMBHOW, BbINyCKaeTCa ABYX TUMOB: ANS KUHO U AN TeNneBUAEHWUA), TMOAPOTUMHAS,
oHOrpamMmmHasa (NpegHa3HadeHa ANa8 ONTUYECKON 3anmcu 3ByKa); dpopmaThbl: 8 MM, 16 MM,
35 MM, 65/70 MM 1 ap.;

e KOJIN4YECTBO YacTewn;

* KOJINYECTBO eguNHUNL, XpaHeHnsa/meTpax - obuiee 1 No afnemMeHTaM KoMnaekTa (OpurnMHanoB u
Konuw).

K onucm KWHOOOKYMEHTOB YKa3blBaeTCd COCTaB TeKCToBOW COI'IpOBO,EI,VITeJ'IbHOIﬁ OOKYMeHTauunn.
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B onncnm ¢oTOOOKYMEHTOB B 3aroJioBKe yKa3blBaeTcCs Ha3BaHMe (aHHOTauusl)) poToAOKYMEHTA.
MpenctaensieT cobol KpaTKoe WU3JIOXKEHME CBeldeHUn o cobblTuax, npegmeTax, Juuax,
n3obpaKeHHbIX Ha ¢oTodokyMeHTe. CocCcTaBnseTcs, B CJlydae HaaM4msa, Ha OCHOBe
COMNPOBOANTENLHON AOKYMEHTAaLMW, aBTOPCKUX NOANUCEN, HAaANUCEN BRagenbua oTorpapumu.

[Mocne aTOro ykasblBaeTcs:

e (hamunna(n) n nHnumansl aBsTopa(os) - yKasblBaloTCa aMUInsa N MHULMASLI aBTOpPa CHUMKa
(Hanpumep, Ky3HeuoB B.W.), ecnn aBTopa YCTaHOBUTb He YyAOanoCb, MULLETCA «He
YCTaHOBJIEH», «HEN3BECTEH»;

* MeCTO CbEMKM - YKa3blBAeTCA Ha3BaHMe CTpaHbl, ropoaa, obnactu, paoHa (Ha3BaHue cena,
rnocesika, AepeBHu, Kak MpaBuio, BXOAWUT B aHHOTaLUM0). Mpun M3MeHeHU agMUHUCTPATUBHO-
TEPPUTOPUANBHOIO AENEHUS WM Ha3BaHWA HACEJIeHHOro MyHKTa, YAuUbl K MOMEHTY
onucaHns OTOAOKYMEHTa B aHHOTAUMM YKa3blBaeTCA Ha3BaHWe, CyLlecTBOBaBLUEE BO
BPEMA CbEMKMW, MpU 3TOM B CKOBKaxX MOXHO yKasaTb W COBpPEMEHHOe ero Ha3BaHue
(HanpuMep, yN. KponoTKMHCKas, HblHe yi. Mpe4yncTeHKa), eciim MecTo CbeMKN HEN3BECTHO,
B COOTBETCTBYIOLLEN rpade yKasblBaeTCs «HEN3BECTHO», <HE YCTAHOBJIEHO»;

e NaTa CbeMKW - yKa3blBaeTcs apabckumu umdpamm ToyHas naTa (Hanpumep, 01 aHBaps
2010 r. unn 01.01.2010) vnn NpmnbnnsnTenbHoe BpemMs CbeMKU (Hanpumep, anpenb 1985 r.
mnn 1985 r.). Ecin paTta Hen3BeCTHa, OHa YCTaHaBJ/IMBAETCS MO KOCBEHHLIM MPU3HaKaM U
3aKJilo4YaeTCs B KBagpaTHble ckobkn (Hanpumep, [1921 r.], [10-e rr. XX B.], [neTo 2008 r.]);

® LBETHOCTb - YepHO-benbin, LBETHON;

* OPUIrMHANBLHOCTL - OMpeaensaeTcs Npu oLueHKe cBoeobpasunsa LUIBETOBOrO peLLeHns, pakypca,
ClOXXeTa;

* KOJINYECTBO KaApOoB MaHOPaMHOWN CbEMKM.

B onucn ¢oToanibboMOB 3aro/ioBoK yKasblBa€TCS MO TUTYJIbHOMY JINCTY.

B aHHOTAUWX MNPUBOAUTCA KPATKOE W3JIOXKEHUE CBEAEeHUN O CobbITUAX, npegmeTax, JuLaXx,
n3006pa)keHHbIX Ha doTorpaduax goToansboMa. CocTaBnseTCs, B Cjy4Yae HalMyMs, Ha OCHOBE
COMPOBOAUTENBLHON NOKYMEHTAaLWUK, aBTOPCKUX Moanucen, Hagnucen snagensla doTorpaduin n
CBeAEHUI, CoAepKaLMXCA Ha TUTYNbLHOM nucTe dhoToanbboma.

3aTeM yKa3biBaeTcs:

e thamunumsa(n) n nunumansl asTopa(os);

®* MeCTO CbEMKMWU,

* KOJIMYECTBO (POTOOTMNEYATKOB - BHOCUTCHA Ha OCHOBaHMM UTOFOBOM 3anucuK K poToansbomy.
B ntorosom 3anucu K potoanbboMy ykasbiBaeTcs obLiee KONMYeCcTBO NO3UTUBOB, BXOOALLNX
B ero coctaB. B npepenax kaxporo cotoanbboMa MOpALOK PacrofioXeHUs Mo3NTUBOB
3aKpenaseTcs BHYTPEeHHEN HyMepaLumen cnesa Harnpaso, CBepPXY BHU3. [1OpAAKOBbLIA HOMeEpP
npocTasssfieTca nofA MNO3UTUBOM; BCEM MO3UTMBAM MaHOPAMHOW CbeMKU MNpuCBanBaeTCs
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OOVH HOMEp 1 Ka)KOoMy Mo3uTuBy AaeTcs BykBeHHoe 0003HaYvYeHme;
® LBETHOCTb - YepHO-benbin, LBETHON;,

e BHelwHne ocobeHHOCTU - XapakTepusyeTtca pusnyeckoe CoCTosHUe anbboma, OTCyTCTBUME
brnoxnmmnyeckmnx I'IOBpG)K}J,GHI/IVI, LLeJIOCTHOCTb ero 0610>KKN, OTCYyTCTBME HaOpbliBOB CTpaHWL,
MaTepunalbl, NCMNOJIb3yeMble NMPU N3roToBJIEHUN anbboma, ero 0610XXKMN.

B onucu (POHOOOKYMEHTOB 3aroJioBOK BKJIl0YaeT oduumasbHOE WM aBTOPCKOe Ha3BaHue
(POHOOOKYMEHTa B LESIOM, a TakXe ero 4acTtu. lNpu OTCYTCTBUM TakKOro HasBaHWA 3arosioBOK
(hOHOOOKYMEHTY JaeTCsa B Npouecce ero onnucaHusa. 3arofioBoK BKJ/OYaeT opuumnaibHOe Ha3BaHme
OTpPa>KeHHOro B POHOOO0KYMeHTe cobbITUA 0OLWEeCTBEHHON, MOINTUYECKON NN KYJIbTYPHOW XU3HWN.
3aTeM yKasblBaeTCs:

e (hamunnsa (n) n nHuymanel asTopa(oB) N UCNoNHUTENA (en) - ykasbiBaeTcsa amMunusa(mn) v

)
MHMUManbl aBTopa(oB), ncrnonHmtTensa(en) poHogokymeHTa (Hanpumep, AduHoreHos T1.E.),
€CJIN YCTaHOBUTb He yaanocCh, MULIETCS «HE YCTaHOBMIEH», KHEU3BECTEH;

e MEecTo M gaTy 3anucu (nepesanucu, BbiNycka) - MecTo cobbiTua (CTpaHa, ropon, ceno,
panoH, obnacTb M T.4.); AaTy co3daHMa (POHOOOKYMEeHTa; AaTy cobbiTua B Cllyyae ee
HecoBMageHNa C faTon co3fgaHma PoHOAOKYMEHTA; Ha3BaHMe, xaHp hoHogoKyMeHTa. Mpu
OTCYTCTBUM Ha3BaHWA BCJe[L 3a >XaHPOM YKa3blBaeTCHA OCHOBHOE coAep)XaHue Tesne- Uiu
paguonepepnayu, BeicTynaeHns, 6ecenbl n T.4.

e TN HOCUTENA POHOOOKYMEHTA;
e pa3Mmep HocuTensa (019 LOKYMEHTOB MEeXaHMYeCKon 3anucn);
® CKOPOCTb 3anncu (O18 LOKYMEHTOB MEXaHU4YeCKOW U MarHUTHON 3anuncu);
e BpEMS 3BYyYaHU4;
* KOJINYECTBO €ANHUNL, XPaHeHUSA (OPUrMHAN0B N KOMUNA).
K onncn ooHOLOKYMEHTOB YKa3biBaeTCSA COCTAaB TEKCTOBOW COMPOBOANTENIbLHON AOKYMEHTaLMN.
B onuncnm BUOEOOOKYMEHTOB 3aro/loBOK BKJOYaeT oduuMasbHOE WAM aBTOPCKOE Ha3BaHue
BUOEOOOKYMEHTA B LIE/IOM, @ TaKXXe ero 4yacTu.
CnenoM ykasbiBaeTCs:

e (hamunumna(n) n nHnumansl asTopa(os);

* MeCTo un Kpa|7|Hv|e nNaTbl CbeMKN,
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e ATy CO34aHNSA BUOEOAOKYMEHTA;

e [aTy cobbiTMA (B ClyYae ee HECOBMaAEHUs C AaTOM CO34aHUSA BUACOAOKYMEHTA), Ha3BaHue,
)KaHp BUOEOOOKYMeHTa. [pu OTCYTCTBUM Ha3BaHWS BCiel 3a >XaHPOM YKa3biBaeTcs
OCHOBHOE COZlepXXaHune Tesie- U paguonepenaydun, BoeiICTynaeHms, beceabl n T.4.;

* 3BYK - HEMOW, 3BYKOBOW (MOHO, CTepeo, Ap.);

e LUBETHOCTb - YepHO-benbiin, LUBETHOWT;

® TUMN HOCUTENA N CbOpMaT 3anncu,

* XpPOHOMETpPaX;

® KOJINYECTBO €AUHNL, XPaHEeHUs (OpUrnMHaNoB U KOMUN).

K onucy BUaeonoKyMEHTOB YKa3biBA€TCA COCTAB TEKCTOBOW CONMPOBOANTENbHON NOKYMEHTaLUN.

B onucy 3neKTPOHHbLIX Aes, AOKYMEHTOB AOMOJIHUTENIbHO YyKa3bliBaeTcs ob6bem B MerabaliTax.
YKa3blBAa€TCS COCTaB TEKCTOBOWM COMPOBOANTENIbHON AOKYMEHTALWN.

K OnMCU 3NeKTPOHHbIX e, [OKYMEHTOB [OJDKHbl MpuiaraTbCA peecTpbl  [OKYMEHTOB
3/1eKTpoHHoro aenat’?,

Oonuncu JIEKTPOHHbIX Oesl, JOKYMEHTOB, KaK U aApyrme sunabl onuncen, ohopMnAlTCA Ha 6yMa)KHOM
HocuTene. WNx wHGpopmauns ob6s3aTeslbHO BKJIIOYAETCS B COCTaB 9JIEKTPOHHbIX CMNpaBO4YHO-
MONCKOBbLIX CpedCcTB apXmBa.

B rpady «lpnmeyaHus» onncm BHOCATCSA: CBeAeHMA 06 yCNoBMAX AOCTYMNa K AOKYMEHTaM e auHMLbI
XpPaHeHUs (eAnHULbl y4eTa) U YCJIOBUSAX MX WCMONb30BaHUSA, T.€. AaHHble O HaJIMYMN apXMBHbIX
OOKYMEHTOB, AOCTYN K KOTOPbIM U MOPSAAOK MX WUCMOJIb30BaHUS OrpaHMYeHbl 3aKOHO4ATENbCTBOM
Poccuniickon ®depepaunnm nnn cdoHgoobpasoBaTeneM (ecnm Takume OOKYMEHTbl MMEKTCS B gene),
CCblJIKa O Nepefaye OOKYMEHTOB B Apyron oHA WAn B APYryt ONMUCb TOro e oHAa, OTMETKN O
Hann4Yunm ¢oHAa Mosb30BaHUA, CTPaxoBOro ¢oHAaa, O pacCekpedYnmBaHMM [LOOKYMeHTOB, 006 ux
OTHECEHUUN K KaTeropum ocobo LEHHbIX NN YHUKAJIbHbIX.

B cooTBeTcTBUM C NyHKTOM 37.6 MpaBna apXMBHble OOKYMEHTbI MPUHMMAIOTCS B apXnB BMecTe C
onucsiMn aen, HOKYMEHTOB Ha ByMa)kHOM HoCUTesle N 3NeKTPOHHOW Konuen onucn, TpeboBaHUa K
opMaTy KOTOPOW YyCTaHaBAMBAIOTCA ApPXMBOM C YYETOM BO3MOXHOCTM €e WHTerpauum B
NHHOPMALMOHHYIO CUCTEMY apXUBa.

B camoM apxuBe TpeboBaHWSA K COCTAaBJIEHMIO OMUCENn Aen, NOKYMEHTOB [OJ/KHbl 006A3aTenbHO

cobn0aaThCs B CieAyoLWmnxX cydasx:

* MPU ONNCAHUN OOKYMEHTOB, NOCTYMUBLLUUX B apPXUB OT JIMKBUANPOBAHHLIX FOCY0apCTBEHHbIX
OpraHoB, OpraHOB MECTHOIro CaMoyrpaBJIEHUS N OpraHM3aL i, CPOKN BPEMEHHOI0 XpaHeHNs
KOTOPbIX NCTEKNN (NYHKT 36.5);

* MpW ONMCAHUM OOKYMEHTOB, MOCTYMMBLUUX B apXMB B HEYNOPSA0YEHHOM COCTOSIHUM (MYHKT
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36.6);

e Npu nepepaboTke onncen gesn, AOKYMeHTOB (NyHKT 41.3).

TpeboBaHuMs MpaBun y4nTbLIBAOTCA TakXe MNPy PaCCMOTPEHUM U NOAFOTOBKE K yTBep)XAeHuto MK
ornncen aen, LOKYMEHTOB MOCTOSIHHOMO XpaHeHus, obpa3oBaBLUMXCA B AEATENbHOCTU UCTOYHUKOB
KOMMJIEeKTOBaHMS apxuBa.

41.3. YcoBeplleHCTBOBaHME N nepepaboTka onucen

ApxuB B LENSX MNOBbIWEHUS WHHOOPMATMBHOCTU CMPaBOYHO-MOUCKOBLIX CPeAcCTB MPOBOANT
yCOBEpPLUEHCTBOBaHME 1 nepepaboTKy onucemn.

YcoBepLIeHCTBOBaHME ONUCHU AeJl, AOKYMEHTOB 3aKJ/I04aeTCs B MOBbILLEHUN ee
NHOPMATMBHOCTM B Liensix 6onee 3hheKTMBHOI0 NONCKA apXUBHbIX LLOKYMEHTOB U apXUBHOW
[OKYMEHTHOW UH(opMaLnm:

* YTOYHEHWMN 3aro0JIOBKOB U KpalMHMUX AaT eAuNHNL XpaHeHus (eanHuy yyeTa) (6e3 nameHeHus
X cUcTeMaTm3aummn);

e CO3JaHUM aHHOTAUWA Ha OTAeNbHble apXnBHble AOOKYMEHTbl WA TPYynnbl apXUBHbIX
OOKYMEHTOB,;

® COCTaBJIEHUN HEAOCTAOLWNMNX 3/1EMEHTOB CMPaBO4YHOI o0 arnrnapaTa K Onncu.

NHhOPMaTUBHOCTb 3aro/loBKOB MOXKHO MOBLICUTbL NMyTeMm 6oJsiee AeTasibHOro uam 6onee TOYHOro
PACKPbITUS COAEP)XaHUS €AUHULL XPaHeHUsl, aHHOTUPOBAHUS OTAENIbHbIX [JOKYMEHTOB WK
YCTPaHEeHUS UMEIOLLIMXCS OLLINOOK.

YcoBepLleHCTBOBaHME OMUCU MPOBOAUTCS 6e3 M3MeHeHUa cucTemMaTusauun enunHuL XpaHeHus,
N3MeHeHNA yH4eTHbIX XapaKTepucTuk.

N3MeHeHna BHOCATCHA BO BCe 3K3eMMsApbl OMUCW. YCOBEpLUeHCTBOBAHHAs OMNUCb He MOANEXUT
yTBepxxaeHuio IMK.

MOBLICUTbL MHMOPMATUBHOCTL OMUCK MOXKHO TakKXe B paMKax 3/eKTPOHHON WHMOPMaLMOHHON
MOWCKOBOW CUCTEMbl 3a CYeT COCTaB/IeHWS CTPYKTYPUPOBAHHOrO 3arofioBKa (COBOKYMHOCTM
NOA3aro/sIoBKOB eAVMHULbI  XPaHeHWs/eAuHWLbl Yy4YeTa, pa3MellaeMblX B OTAENIbHOM none
MHOPMALIMOHHOM  cUCTeMbl, Ans  obecrnedeHuss 6onee TOYHOrO MNOUCKa UHGOPMaLUM
nonb3oaTenamm)8,

CocTaBnieHMe CTPYKTYPUPOBAHHOro 3arojloBka ocobeHHO BocTpeboBaHO ON  «FJYXUX»
(ManonHdgopMaTMBHbIX)  3arojlIoBKOB, CHOPMYSINPOBaHHbLIX MO  HOMWHANIbHOMY  MpPU3HaKY
(«MpoTokonbl», «PewieHns», «[loCTaHOBAEHUSA» U T.4.).

MNepepaboTka onucu pen, [OKYMEHTOB NnoapasymesaeT 6osiee rnybokue, 4em npu ee

ycoBepLweHCTBOBaHNN, N3MEHEHNA:

* MpoBefeHNE 3KCMEepTU3bl LEHHOCTM apXMBHLIX OOKYMEHTOB (CM. KOMMeHTapuu K [nase
XXXVI Mpasun);
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e yTOYHEHUE X HPOHO0BOWN NPUHAOJIEXHOCTU (CM. KOMMeHTapun K 'nase |l Mpasun);

yTo4HEeHne ninm nepecocrtaBsieHne 3aroJIoBKOB eAnHNL XpaHEHUA (eamHny yHETa);

onpeneneHne NJinm ytTodyHeHmMe nx KpaIZHI/IX naT;

* rnepecncreMaTmnsayunio no HOBOW CxeMe cMcTeMaTusauuu;

® COCTaBJieHMe HegoCTakWwmnx a1IeMeHTOB CrNpaBO4YHOIo annapaTta K ornnucu.

PekomeHOyeTCcs B MepByl0 o4epenb OCyLeCcTBAATb nepepaboTKy onucen, HETOYHO wuaun
HeJOCTOBEPHO MNPeACTaBAALWMX YYETHble XapakKTepPUCTUKU, HEJIOTMYHO CTPYKTYPUPOBAHHLIX, a
TaK>Xe He COOTBETCTBYIOLLMX COBPEMEHHbIM TpeboBaHUAM K UX coctaBneHuio8 (B yacTHocTw,
KapTO4YHbIX, COCTaBJ/IEHHbIX Ha UHOCTPaHHbIX A3blKaX, PYKOMUCHLIX, UMEKLLNX MHOMOYNCNEHHbIe
rnomMeTbl U 4p.).

B pe3ynbTaTe nepepaboTkM onucnm pOen, OOKYMEHTOB COCTaBASETCA HOBas OMNWUCb, KOTopas
noosieXXnT yTBEP)XXAEHUIO B NopsgKe, yCTaHOB/IEHHOM NMyHKTOM 36.7 lNMpasun.

OOVH 3K3eMnsip paHee WMEeBLLUENCs OMNuCU Aes, OOKYMEHTOB BKJIlOYAaeTCs B COCTaB (POHAA,
YYUTbIBAETCS BO BHOBb COCTAB/IEHHONM ONUCK A€, [OKYMEHTOB MoJ NMoc/JeAHNM YHYETHLIM HOMEPOM.

OcTanbHble IK3eMNnnsAap.bl I'IepeCOCTaBJ'IeHHOVI onncnM BblAENAKTCA K YHUHTOXEHNIO.

PaspaboTaHHas HoBasa cxeMa cucTemMaTM3aumm eauHNL, XPaHeHst B ONUCK NPUBOAUT K U3MEHEHWUIO
nx wndpos. K nepepaboTaHHbIM (hOHAAM COCTaBNsSIeTCA NepeBoaHas Tabnvua WNGPOB, B KOTOPbIX
npefycMoTpeHa OTCbIJIKa OT CTapbiX WNGPOB K HOBbIM. MepeBoaHas Tabnuua K nepepaboTaHHoOW
onucy, NMOMMMO CaMol OMMUCK, MOMELLLAeTCSA B COOTBETCTBYIOLLEe Aeno oHAaa.

MNepepaboTaHHasi oNnCb He AO0JHKHA codepXkaTb Aesl MO JIMYHOMY COCTaBy BPEMEHHbIX CPOKOB
XPaHEeHWs, Ha HUX COCTaBSETCS OTAEsIbHas OMNuCh.

Mpuv NaaHnpoBaHUKM paboT Mo yCOBEpPLUEHCTBOBAHMIO 1 NepepaboTKe onncen cneiyeT yYnUTbiBaTb HE
TO/IbKO KayecTBO COCTABJIEHUS OMUCK, HO U KOJMYeCTBO obpalleHWin K gaHHoMmy doHay (ero
BOCTPeb6OBAHHOCTb MOJIb30BATENISIMK), @ TaKXXe HasMyme APYrux CrpaBOYHO-MOUCKOBBLIX CPencTs,
coAep KallmxX ONMCaHNS Ha YPOBHSX rpynmbl JOKYMEHTOB, AOKYMEHTa, 4YaCcT AOKYMEHTa.

MepeBopn onuceun Aen, [,OKYMEHTOB B 3/IEKTPOHHbIW BUJ,

NHpopMaumio onucen aen, SOKYMEHTOB MOCTOSIHHOIO XpaHeHus uenecoobpasHO nepeBoauTb B
3/IEKTPOHHbI BUA, 1 BKJIIOYATb B 3/IEKTPOHHYI0 MH(POPMALIMOHHYO MOMCKOBYIO CUCTEMY apxuBa. A5
3TOro apxvB OCYLLECTBAAET LeJieHanpaB/eHHYI0 AeATeNbHOCTb MO oundpoBke onucen pen,

nokymeHToB™ 8%, pacnosHaBaHMIO UX TEKCTOB 1 UHOEKCMPOBAHMUIO.

DNEKTPOHHbIE KOMUU onucelr (M3HavyaslbHO CO3[4aHHbIE B 3/EKTPOHHOM BUAE WM MOJIyYeHHbIe
nyTeMm OuMGPPOBKM TPAAULMOHHbLIX BYMaXKHbIX OMWUCEN) COCTABASIOT OCHOBY ANiIi (hOPMMPOBAHUS
3IeKTPOHHOW UH(OPMALMOHHOWN MOMCKOBOW CUCTEMbI apXMBa.

Mpwn BKAOYEHUN NHPOPMALMK N3 OLLMPOBAHHbLIX ONNCE B MH(POPMALIMOHHYO MOUCKOBYO CUCTEMY

apXmBa pekKoMeHayeTCd cnegoBaTtb CsieaAyownMM npuHUnnam:

e NONIA, He cojep)xalme y4yeTHble XapaKTepucTuku, MOryT pefakTUpoBaTbCA B
WHPOPMALNOHHOW MOUCKoBonm cucteme 6e3 HeobXxoOUMMOCTU BHECEHUS W3MEHEHUN B
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y4yeTHble [OKYMEHTbl apXuBa, Yy4eTHble 6a3bl HOaHHbIX W Y4YeTHble WHPOPMALMOHHbIE
CUCTEMBI;

* M0Jid, coaep>xxawune ydeTHble XapaKTePUNCTUKN, N3MEHEHNIO HE MO AJIEXAT,

e [OMyCKaeTCA MNCMNOJSIb30BaTb LOMNOJIHUTENbHbIE MONAA ANA MOBbILWEHNA WH(POPMATUBHOCTHN
onncu.

BHeceHVe U3MeHEHUI B y4eTHble JOKYMEHTbl apXu1Ba U B y4eTHble Moss [porpaMMHOro KOMMIeKCa
«ApPXUBHbIA  (DOHA» [O/KHO COMPOBOXKAATLCS WU3MEHEHMEeM COOTBETCTBYIOLIMX TMOjel B
MHMOPMALIMOHHON NMOUCKOBOW cucTeMe apxusae3l,

XLII. NyTeBoauTens no ponpam

42.1. NyTeBoAUTENb - 3TO CNPABOYHUK, COAEPXKALLMIM CBEAEHUSA O AOKYMEHTaxX (X KoMnaekcax) u/
nnn GoHJax apxuea (apxvmBoB) B CUCTEMaATU3NPOBAHHOM BUAE W MpefHasHaYeHHbIn AO14
O3HaKOMJIEHNA C KX COCTaBOM W CoOep>XaHMeM Ha npejBapuTesibHOM 3Tamne, Ao obpaweHns
Mosb30BaTesIS B apXMB.

B MpaBunax onpepneneHbl OCHOBHbIE BUAbLI MyTEBOAUTENEN: NyTeBOAUTENb MO DOHAAM apxuBa u
KpaTKUIA CNPaBOYHMK MO hoHAAM apxuBa.

Kpome Toro, B apxmBax MOryT CcO3fiaBaTbCA Clefyloline BUAbI NMyTeBoauTesien: nyTesoanTesb rno
(hoHOaM apxMBOB, KPaTKUW CMpaBOYHMK MO (poHOAM apxXMBOB, TEMATUYECKUA MyTeBoAuTesb Mo
hoHOaM apxumea (apxmsos). 1o Hann4mMio NHGopMaLnnM o0 HPOoHOAX OOHOI0 NN HECKOJIbKUX apXMBOB
nytesoouTenn MOryT OblTb BHYTPUAPXMBHBIMU U MEXapPXMBHBIMU, MO CXeMe Kjaaccudumkaumm
OMNUCaHW BHYTPU CNPaBOYHUKA - CTPYKTYPHBIMU N TEMAaTUYECKUMWN.

K Me)XapXnBHbIM BUAAM I'IyTeBO,D,I/ITeJ'IEVI OTHOCATCA:

e nyTtesoAuTesib No POHAAM apPXUBOB;

* KPaTKWUI CMPaBOYHUK, CMPABOYHUK NO POHAaM apxmBoB, bbnMoTek, My3ees;

e TEMaTMYeCKUi NnyTeBoanTesb Mo hoHAAM apXMBOB.

B MeXapXuBHbIX NYyTEBOAUTENAX MOryT MPUBOAUTLCS KaK XapaKTEPUCTUKN OTAesNbHbIX (DOHIOB,
Tak 1 0606LLeHHbIe ONUCaHNUA OKYMEHTOB apX1BOB.

B OCHOBY cCxeMbl cucTeMaTu3auum WNHGOPMaLMM MeXapxXMBHOro nyTeBoauTens MoxxeT O6biTb
MOMOXKEeHO HauMOHaNIbHO-roCcygapCTBEHHOE YCTPOWCTBO M aAMMHUCTPaATUBHO-TEppUTOpMasibHOe
nenenne Poccun. lMpu 3TOM HamMeHoBaHUS (Ha3BaHUA) cybbekToB Poccuinckonm depepauunn
pacnofnaralTca B Caefylolen nocsenoBaTensHOCTU: pecnybnukn, kpas, obnactu, ropopja
henepasibHOro 3Ha4eHUsi, aBTOHOMHble 06/1aCcTN, aBTOHOMHbIE OKpyra. BHyTpu 3Tux noapasnesnos
Ha3BaHMA cybbekToB Poccuinckon denepaunm NpeacTaBasoTcsa No angasuTy.

B MeXxapxuBHOM nyTeBoAuTene Mo apxmeam opHoro cybbekTa Poccuiickon ®depepauynu
pekoMeHAyeTCA CHavajlla npencTtaBaAaTb WHPOPMaUMIO O TFOCYyAapCTBEHHbIX, a 3aTeM O
MYHMUWNANIbHbIX apXuBax, NPy 3TOM apXmMBbl OAHOM0 YPOBHA MOryT pacrnosaraTbCa No angaBuTy.

JlonyckaeTca WCNoab30BaTb W Apyrne Cxembl CTPYKTYPUPOBAHWUSA UHGOPMaLUN  BHYTPU
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CnpaBO4YHMKa C Y4eTOM ero LesieBoro HasHa4deHmnsa n yD,O6CTBa MCrnoJZib3oBaHUA.

MoarotoBka nyTeBoauTensa swboro Buaa npepctaBaser cobon cCepbesHyl HaydHylo U
OpraHM3auMoHHYI0 AeATesbHOCTb Lenloro KosnekTuBa paspaboTymkoB. PaboTa f[osikHa ObiThb
TWaTeNbHO CrnjaHUpOBaHa W OpraHW3oOBaHa, BKJOYas ornpefefsieHne cocTtaBa WCMOJHUTENER,
peokonnernn (B HEKOTOpbIX CJly4asx), OTBETCTBEHHOro cocTaBuTens, pa3paboTkm nnaHa-
npocnekTa, NnaHa-rpaguka, pabo4ynx NHCTPYKUUA, NnpoBeaeHne paboymx coBeLLaHUNA.

Mocne noAroToBKM MpoekTa nyTeBOOAUTENs PeKOMeHAYyeTCsl MOoJlyYMTb Ha Hero peueH3nn
CneuranncToB APYyrux apxmBOB, HAYYHO-UCCNENOBATENbCKUX YYPEXIOEHW, COOTBETCTBYHOLLENO
YMOJIHOMOYEHHOIr0 OpraHa WCNOJIHUTENbHOMW BNlaCcTU B cdepe apxXmBHOro fhesa, OpraHM3o0BaTb
obcyxaeHne rMpoekTa Ha 3acefaHun HayyHoro (Hay4YHO-MeTOAMYEeCKOro) CoBeTa WJN MHOro
Hay4HOIro COBeLLLATENIbHOI0 OpraHa.

TonbkKo Mocsie MoJiyYeHUs OT HAyYHOro COBELATEsSIbHOrO OpraHa pekoMeHzauuu K nybnvkauum
NnyTEBOAUNTENS apXMB MOXKET HavyaTb MOATOTOBKY K M34aHWUI0 NyTeBoanTens n(nnun) ero nybankaumm
B 3/IEKTPOHHOM BUAE Ha CalTe apXmBa.

MyTeBoauTeNb MO (POHAAM apXvBa ABJIAETCSA OOHUM U3 Ba)KHENLUUX CTPYKTYPHbIX CMPaBOYHUKOB
apxuBa, TaK Kak COAep>XUT Haubosiee MOHY MHMOPMaLMIO O COCTaBe M COAepPXaHUM OHOOB
KOHKPETHOro apxuea.

MyTeBoamTens No GoHAAM [OJKEH COAep)XaTb OMUCaTeNbHble CTaTbW Ha YPOBHE Ka)XkAoro
apXMBHOro (hoHAa, CUCTEMATM3MPOBAHHbLIE MO pa3paboTaHHOM apXMBOM CXeMe, U CNpPaBOYHbIN
annapaT, BKJ/OYaWMA TUTYNbHbLIA JINCT, COoAep>XaHue (ornaBaeHne), npegucsiosme, Crmncok
COKpalleHUn, NPUIoXKEHUS, yKasaTenn n obuyto bubnuvorpaduto.

CxeMa nocTpoeHma nyrtesoanTena no q)OHD,aM apxXmBa AOOJIXXHa OTpa>xXaTb WUCTOPUHECKN
CJIOXKMBLUYIOCSH OpraHu3aumnio poHL0B (,D,OKyMeHTOB) B apXuBe nianm norndeckmne B3anMoCBAaA3n Mexay
rpynnamu ooHO0B ()J,OKyMeHTOB) B COOTBETCTBUN C UX COCTaBOM N coaep>XaHNEM.

B rocynapcCTBeHHbIX apXuBax, LOKYMEHTbl KOTOPbIX OTpa)kaloT pas/inyHble CTOPOHbI AeATesIbHOCTU
rocygapcTea 1 obuiecTtBa, nNpu pa3paboTke CxeMbl NyTEBOAUTENSA PEKOMEHAYEeTCS UCMNOob30BaTbh
FnaBHyto n OCHOBHYIO Tabnuubl EQMHOro KnaccugukaTopa AOKYMEHTHON UHMOPMaLn APXUBHOIO
¢doHpa Poccmnckon depepaumnn (M., 2007). NMoapa3snesnbl CXeMbl CTPOATCHA MO NMPOU3BOACTBEHHO-
0TpacsieBOMY MNPUHLMUMNY B UICTOPUYECKOWN 1 NOrMYECKON nocsiefoBaTesIbHOCTU. B camocToAaTeNbHbIe
pasfenbl nyTeBoAUTeNns uesnecoobpasHo BbIAENATb  XapaKTepuUcTMKM  (OHAOB  JIMYHOIO
MPOUCXOXAEHNS, apPXUBHbBIX KONJIEKLNIN, @ TaKXXe ayanoBU3YyasbHbIX JOKYMEHTOB.

MpencTaBsieHNE apXnBHbIX POHA0B OAHOTUMHBLIX OPraHn3aumnini MoXXeT BbiTb AaHO B MyTeBOAUTENE
no )oHaaM apxMBa KPaTKO - B BUZE CMNCKA HEAHHOTMPYEMbIX OHA0B (NepeyHs Ha3BaHNN pOHOOB
N CNPaBOYHbIX AAHHBIX O HUX).

K o6s3aTesibHbIM 3N1EMEHTAM CMNpaBOYHOro anmnapaTa nytesoauTens rno poHoam apxmea OTHOCATCA
TI/ITyJ'IbeIIZ nncT, cogep>xaHune (ornasneHwue), npeancnosme, CrMcok COKan_leHI/II7I, YKa3aTenn.

Kpome TOro, MOXXeT COCTaBAATbLCSA OOLWMIA CMUCOK AnTepaTypbl K NYyTEBOAUTESO, BKIHOYAOLLNIA
Hay4Hble paboTbl 06 apxuBe, No wucTopum ¢oHaoobpasoBaTenen u dgoHaoB, nybankaynm
0OKYMEHTOB (POHZI0B apXuBa.

B MHOroTOMHOM M34aHWM NyTeBOAMTENS MO (POHAAM apXMBa CMpPaBOYHbLIA annapaT COCTaBAsSETCS
KakK o111 BCEero nsfaHusa B LEeJIoM, Tak 1 AN KaXKA40ro ToMa B OTAEJIbHOCTMW.

MpaBuna 3akpennaT Habop obAa3aTeNbHbIX 3/1IEMEHTOB ONMUCAaTENbHOW CTaTbW apXMBHOIrO YOHAA,
apXMUBHOMN KoANeKuun B nyteBoauTene (NyHKT 42.2 [MpaBun). MeToguka COCTaBEeHUS 3TUX
3/1eMEHTOB NMoApPOo6OHO pacKpbiTa B METOANYECKUX PEKOMEHOALNAX BHUNOALRE!,

42.2. OnucaTtenibHasa CTaTbs apXMBHOIo (YOHAA, apXUBHOM KOJIEKL UM B NyTeBoauTesnie no oHaam
apxmBa O0JIKHaA BKJOYaThb:
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e Ha3BaHMe, CNpaBOYHbIE AaHHble (COKpalLleHHOe HaMMeHOBaHWe apxuBa, HoMmep ¢oHAa,
KONIEKLMMN, KOJINYECTBO eAUNHUL, XpaHeHMs (eAnHuL, yvyeTa), o6beM LOKYMEHTOB KaXkKAoro
BUO@ C  KpalHWUMKM  pgaTaMmMu,  KpallHue  JaTbl  OOKYMEHTOB C  YKasaHuem
He3a40KYMEeHTUPOBAHHbIX NEPUOLOB (MPU HANNYMK), CBEAEHMS O KONMYECTBe onuncen).

Mpumepsr:

Komuccms no MupHbIM neperosopam B bpecte. 1917-1918. A PO®. ®. P-8321, 1 on., 42 ep. xp., KpalHMe paTbl: 1917-1918);

e cBegeHnsa o6 wuctopum doHagoobpaszoBaTens - opraHumsaumm (gaTtbl obpa3oBaHus,
nepenMeHoBaHusA, peopraHmsaunm, JANKBMAALUW, BEAOMCTBEHHYIO MpPUHAO/IEXHOCTb,
CTPYKTYPY, YHKUUM N WX WN3IMEHEHWS, Ha3BaHWUA OpraHm3aunn-npenliecTBEHHUKa W
MpaBoNpeeMHnKa) winm KkKpaTkue O6uorpadunyeckme paHHble o ¢oHaoobpasoBaTene -
pusmyeckoMm nuue (pammnnmio, UMs, OTHECTBO (MPU HaAN4YMK), MNCEBOOHMM, MNPEXXHIO
amunmio, OaTbl >XU3HW, nNpodeccnio, pnOaHHble 0 cayxebHon w©n obuwecTBeHHON
nesTenbHOCTN).

MpumMepsr:

9(22) nekabpsa 1917 r. 6611 HavaTbl MUpHbIe neperosopbl PCPCP ¢ ogHOM CTOPOHbI U 'epMaHumn, ABCTpo-BeHrpuu, bonrapuu, Typunn ¢ apyron. Ans
noctosiHHou cesizn BUWK, CHK PCOCP n LUK PCAOPM(6) c mupHon peneraunein PCOCP 6bina obpa3oBaHa HacTosWwas koMmuccus. 3 mapTta 1918 r.

EpeCTCKVIVI Aorosop 6b11 nogNMncaH, u KoMuccus npekpaTuia ceoe CyLIJ.eCTBOBaHVIe);

e cBegeHna o6 nctopunm oHaa, Konnekumm (gaTty, NCTOYHUK N OCHOBaHWE MOCTYMNJIEHUS B
apxmB, CTeneHb COXPAHHOCTU [OKYMEHTOB, OCOBEHHOCTU (QOPMMPOBAHUA, OMUCAHUSA W
cucTemMaTm3auum OOKYMEHTOB, M3MEHEHMA B COCTaBe M ob6beMe M X MPUYUHBI, Han4Yme B
oHOEe OOKYMEHTOB APYrMX opraHm3aunn wnam nuy, (poHOO0BbIX BKJIKOYEHWUN), O BPEMEHM,
YCNOBMSAX CO3OaHUSA, MPUHLKNAaX POPMMPOBaAHNA N MECTOHAX0XKAEHNN apXUBHOWM KOMIEKLNN
00 NOCTYMJIEHNS B apXMB, a TaK)XXe 0 ee COCTaBUTeNe);

®* 3QHHOTALMIO O COCTaBe N COAEePKaHUN AOKYMEHTOB DOHAA, KOJIIeKL NN,

Mpumepsr:

CTeHorpaMmbl BbICTYNIEHUS PyKOBOAUTENA MUpHOW aeneraunn oT PCOCP J1.4. Tpoukoro (1917), cTeHorpaMmmbl neperoBopoB (AHBapb - heBpasib

1918), MupHbIA goroBop Mexay FepmaHuen, ABCTpo-BeHrpueir, bonrapuen n Typumnei, C ogHOM CTOPOHbI, u PCOCP, ¢ apyroi (3 mapTa 1918),

MpOTOKONbI MUPHOIO AOrOBOPa C y4acTUEM YKPauHCKOW Aeneraumm (Konum), NpoToKoJbl 3aceaHnin YKPaNHCKON, repMaHCKON 1 aBCTPO-BEHIepCKOm
peneraumni (16-19 aHBaps 1918, konum Ha HEMELIKOM fi3blKe).

B aHHOTaAUMN OaeTCcs KpaTKasa XapakKTepucTuKa oTAesbHbIX, Hanboliee Ba)KHbIX JOKYMEHTOB hoHAa,
B YaCTHOCTU, 0COD0 LIeHHbIX U YHUKabHbIX. MOTYT YKa3blBaTbCSA KaK 3aro/loBKU NOKYMEHTOB, TaK U
KPaTKoe W3IoXKeHNne WX colep)XaHusa. [lepedyncnsawTca uMeHa W GaMuamu nul, Ha3BaHWUS
yuypexxeHuit, CTpaH, reorpaduryeckne Ha3BaHus, ynoMMHaeMble B JOKYMEHTaX, eCJivi OHU ABASOTCS
3HAYUMMbIMK O MoOUCKa WHMOpMauuK. B aHHOTAUMM MOXXHO YyKasbiBaTb Hanaumyvme B doHAe
IOKYMEHTOB Ha pa3HblX HOCUTENAX, B Pa3HbIX (hopMaTax v ap.;

* CBeOeHNA O A3blke OOKYMEHTOB, YCJIOBUAX A0CTYMNa U NCNoJib30BaHWNA, CBeOAEHNA O COCTaBe
Hay4YHO-CMNpPaBOYHOro anmnapaTa K oHAOy, KoNnekuunu.
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B KayecTBe AOMNONHUTENbHbLIX CBEAEHWI B ONUCATENIbHON CTaTbe NMyTEBOAUTENS MOryT ObITb
yKa3aHbl:

* CBEAEHUS O MECTOHAXOXAEHWUU AOMNOJHSAWMNX (POoHA OOKYMEHTOB B AAaHHOM U ApPYrux
apxuBax;

e M3nYeCcKne XapakKTepucTuKM OKYMEHTOB (hoHAOa;

e bubnnorpadus o boHae - nepevyeHb CTaHAAPTU3UPOBAHHbBIX ONMUCAHWUIA U3AaHWIA MO NCTOPUN
hoHaoobpazoBaTens, CNPaBOYHMKOB, WCCAEOOBaHUM O [HOOKYMeHTax ¢oHAa U UX
nybnmkauyunn.

XLIIl. KpaTkui cnpaBoYyHUK no poHpam 28!

43.1. KpaTKn CpaBoOYHUK - BUL apPXMBHOIO NMyTEBOANTENSA, KOTOPbLIN faeT o6y MHpopMaLumio o
¢oHOo0BOM cocTaBe apxumBa (apxuBoB). KpaTKun cnpaBOYHUK MO (OHAAM AO0J/DKEH coAepkaTb
rnepe4vyeHb XapakKTePUCTUK apXUBHbBIX (POHA0B NN FPYMNN apXnBHbIX (POHO0B, CUCTEMAaTU3UPOBAHHbIX
no pa3paboTaHHOM apXNBOM CXEME.

OnucaTenbHaa cTaTbd B KPaTKOM CrpaBOYHMKE Mo hoHAAM apxXuBa OO0/DKHA BKJOYaTb Ha3BaHMe
apXMBHOro oHAa, CNpaBoYHbIE AaHHble (HOMep oHAa, ero o6beM, KpaHMe gaTbl LOKYMEHTOB) U
CcBeeHnsa O COoCTaBe Hay4yHO-CNpaBOYHOro amnnapata K ¢oHAOy (KOAM4ecTBO OMUCEN, Haanyume
KaTajloroB, ykasaTesien, 0630poB poHAa). XapaKTeEpPUCTMKa OOKYMEHTOB (aHHOTauMa COCTaBa U
coaep>XaHns apXnBHbIX POHAOB) B KPAaTKOM CripaBoYHUKe Nnbo OoTCyTCTBYeT (HEaHHOTUPOBAHHbLIN
CnpaBOYHUK), Nnbo paeTtcsa B 0606LeHHON hopMe (aHHOTMPOBAHHbLIN CMPAaBOYHMK).

MeToanKa MNOArOTOBKM CXeMbl BHYTPUAPXMBOrO KPATKOrO CMAPaBOYHMKA aHasornvyHa MeToauke
pa3paboTky cxembl nyTeBoauTens no cgoHAam apxmBa. OHa MOXXET CTPOMTbLCS MO MPUHLUMNY
aAMUHNCTPATUBHO-TEPPUTOPMAJIBHOIO AeNeHNS UK MO NPON3BOACTBEHHO-0TPAC/IEBOMY, UCTOPUKO-
XPOHOJIOr M4ECKOMY MPUHLMMNAM.

CnpaBoYHbI annapaT KpaTKOro CrpaBoOYHMKA BKJIOYAET TUTYJbHbIA JINCT, COAEpP)KaHue,
npegucnoeme, CNUCOK COKpalieHun. HeobxooMMoCTb COCTaBIEHUS yKa3aTenewn, NMpuaoKeHun u
OPYrnx 3/1eMeHTOB CrMpaBOYHOrO annapaTa apxuB onpegenseT CaMoCTOATEeNbHO WCXods W3
coobpakeHnn uenecoobpasHoOCTL.

XLIV. KaTtanor ayavoBusyaJibHbIX L,OKYMEHTOB

44.1. ®opmupoBaHME W BefeHMe KaTaJiora ayaunoBM3YyasibHbIX [OKYMEHTOB OCYLLEeCTBASETCS
apxuBoM B obsizaTenbHOM rnopsake (cM. NyHKT 39.1 MpaBun) npu He(OHAOBOW OpraHM3aLnum mx
XpaHeHus.

KaTanorn ayonoBmnsyasibHbIX JOKYMEHTOB MOIryT BECTUCH B 6yMa)KHOIZ n/mnu 3J'|eKTpOHHOIh ¢dopmax.
OHn MOryT q)OpMMPOBATLCA OTOE/IbHO Ha Ka)kabln BUL, ayanoBn3yaJibHbIX JOKYMEHTOB

PekomeHOyeTCA BKJ/IOYATb B COCTaB OMUCATENIbHOW CTaTbW CUCTEMATUYECKOro KaTasora
ayanoBU3yasibHbIX [OKYMEHTOB cCJiefylolne 3J/IeMeHTbl: Ha3BaHWe apxwBa, Ha3BaHWe pa3gena
(pybpukun), wnHOEKC Mo KhaccupukaTopy, HasBaHWe BUAA ayANOBU3YaJibHbIX [OKYMEHTOB,
3arofIoBoK, amMuanm ©N WHULKANLI ABTOPOB U WCMOJIHUTENEN: PeXXnccepos, OMepaTopos,
CLIeHaApMCTOB 1 MPOoYUX cospaTtenein (ONs KNHOJOKYMEHTOB 1 BUAEOJOKYMEHTOB), aBTOPOB CbEMKMU
(ons  POTOMOKYMEHTOB); aBTOPOB, WCMNOJHUTENEN MPOU3BEAdEeHNs, [OKJaA4MKoB  (OJ1s
(bOHOZIOKYMEHTOB), Ha3BaHWe CTyaun (NpyM  Hanu4uu), 3BYK (AN  KMHOLOKYMEHTOB,
BUIE0A0KYMEHTOB), LIBETHOCTb (KpOMe (hOHOZIOKYMEHTOB), hopMaT 3anncu (A1 KUHOAOKYMEHTOB -
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opmMaT MJIEHKN), apXUBHbLIA LWNGPP, BHELWHME ocobeHHoCTU (ans ¢dhoToanbboMOB), KOJMYECTBO
yacTen (KMHOOOKYMEHTOB, BUOEOOOKYMEHTOB - MPWU Haan4yum), baTa N MeCTO CbEMKWU ONS
(hOTOAOKYMEHTOB, AaTa U MeCTO BbIMYCKa/U3roTOBJIEHNS A1 KUHO-, (DOHO-, BUAEOKYMEHTOB, AlaTa n
MecTo 3anucum (nepesanucu), BpeMs 3By4YaHuUsa (BocrnpousBeneHud) (on9 (HOHOLOKYMEHTOB U
BMOEOOOKYMEHTOB), METPAXK HEraTMBa UM NO3UTMBA (AN KNHOAOKYMEHTOB), KOJIMYECTBO JIMCTOB U
oTooTnevyaTkoB B  (oToanbbome, KOMMYECTBO KaApOB MaHOpaMHOM CbeMKu  (4ns
(hOTOOOKYMEHTOB), £3blKk [OOKYMeHTa (ecianm npu Cco3daHuUM ayaAnoBU3YyasibHbIX [AOKYMEHTOB
NCMOJIb30BaHbl OAMH WM HECKOJIbKO WHOCTPaHHbIX SA3bIKOB WM A3blKM HapodoB Poccuinckon
denepaumnn), ceegeHns ob ycnoBusax OOCTyMNa U UCMOMb30BaHUA, HalnyYMm GOHAOA MOJSIb30BaHUS.
,D,OI'IOJ'IHI/ITeJ'IbeIe 3/1eMEHTbI ONUCATENIbHOW CTaTbu MOryT BKJIlOHaTb KJ1l0O4EeBble CJZI0OBa, TEMATUKY,
nepcoHannu, pamMmmnanio COCTaBUTENA U AaTy COCTaBNEHUS ONNCATENIbHON CTaTbMu.

BcnomMmoraTtesibHble apXUBHbI€ CIPAaBOYHUKH

KaTanorwm siBnseTtcs ogHUMU 13 Hanbonee pacnpocTpaHeHHbIX 1 BOCTpeboBaHHbIX
BCMOMOTraTesIbHbIX apPXUBHbIX CNPaBOYHMKOB. OHWN MO3BONAIOT OCYLLECTB/IATE MHOM0ACNEKTHbIN
NMOUCK LOKYMEHTHOW NH(OopMaLmMn He3aBUCMMO OT (POHA0BOWN NMPUHAANEXHOCTMN LOKYMEHTOB.
KaTanorn MoryT cofep>xaTb MH(POPMaLIMIO Ha pa3HbIX YPOBHSAX ONUCAHUS, BKJIlOYAs YPOBEHb
eANHNLbI XPaHeHUs, rpynmnbl LOKYMEHTOB, JOKYMEHTA, YacTN AOKYMEHTa, 4TO MOBbILLIAET TOYHOCTb
NMONCKA apXUBHOW NOKYMEHTHOW UH(opMaLmn.

COBOKYMHOCTb Pa3NYHbIX no cooep>XaHunto n nocTpoeHuto, B3anMOO0MOJIHAKLWNX n
B3aMMOCBA3aHHbLIX KaTaJZ1oroB rnpeacTtaBnsdeT cobon CNCTeMy KaTaJioroB apxmBa.

Lenecoobpa3Ho OCyLeCTBASTbL BeLAEHWE KaTaJIoroB B 3/IEKTPOHHOM BWAE, BKJYaTb WX B
NHMOPMALMOHHYIO MOUCKOBYIO CUCTEMY apxuBa. Mpy UCMONb30BaHUN TPaAULMOHHBLIX KaTasloros
Ans GOpPMUPOBAHUSA INEKTPOHHbLIX CMPABOYHO-NMONCKOBbLIX CPEACTB PEKOMEHAYETCA noaBepraTb UX
KPUTUYECKOMY aHann3y.

BO3MOXHbI cnepywouwme BapvaHTbl B3aMMOCBA3W TPaOULUMOHHLIX KAPTOYHbLIX U 3/1eKTPOHHbIX
KaTaJloros:

e apXMB MPOAOJIKAET BeAeHWe TPaAMLUMOHHbLIX KaTasoroB MnapasiesibHO C 3JIEKTPOHHbIMMU,
pacreyaTbiBas KApTOYKU;

* TpaAUUWNOHHbIE KaTaJiIorn He MOMoJIHAKTCA, HO NMPOoAOoJ/IKalT UCMOJZIb30BaTbCA, NP 3TOM
Pa3BUTNE KaTaJIOroB OCyLLECTBNIAETCA NCKNKOYNTENBHO B 3JIEKTPOHHOM BUAE,

* TOJIbKO MNpwn nepesoae BCEWN MH(opMaLUnKn U3 TPagULMOHHLIX KaTaJloros B 3J'|eKTp0HHbIIZ B4
BO3MO>XHO BbiBeAeHNE N3 NCMOJIb30BaHUA TPaOAULUNOHHbIX KapTO4YHbIX KaTaJIolroB.

B 3aBMCUMMOCTN OT CXEMbl MOCTPOEHMSA pa3NnNYalOT CUCTEMATUYECKME KaTanorn, TeMaTuyeckme n nx
Pa3HOBMAHOCTN (KaTasiorM Mo WUCTOPUN YYPEXAEHUN, aAMUHUCTPATUBHO-TEPPUTOPUAJIEHOIO
nenenHns n ap.), npeamMeTHble U UX PAa3HOBUAHOCTU (MMEHHOW, reorpaduyecknin, 06 bEKTHbIN).

CucteMaTU4eckme U TeMaTUYecKue KaTaslorn sABASIOTCSA KaTasloramMu JIOFMYeCKOW CTPYKTYpbl,
npeAMeTHble - KaTasloraMun anaBUTHON CTPYKTYPbI.

CncrteMaTUYeCKNIA KaTasor 3aHUMaEeT LeHTpasibHOe MeCcTo B CUCTEME KaTaJIoroB rocy4apCTBEHHOI0
apxuBa, Tak Kak obecrneymBaeT TeMaTU4YECKUN MOUCK MHPOPMaUUN MO BCEMY OOKYMeHTaslbHOMY
KOMIMNIEKCY apXuBa Ha pa3HblX YPOBHAX 0606weHnsa nHpopmaunmn. JokKymeHTHasa nHdhopMauns B
HeM KhaccuuumupyeTcsa no OTpacisiM 3HaHUM W MNPaKTUYEeCKon AesaTenbHoCcTu obuiecTtBa U
pacnonaraeTca B Jlornyeckomn nocnenoBaTesibHOCTMW. an 3TOM peKkomMeHOyeTCda WNCMNoJib30BaTb
cxemy EpmHoro knaccmgukatopa AOOKYMEHTHOM WHbopmauunm ApxmBHoro d¢oHga Poccumnckon
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®epepauun (EKON AD PP)HET,

TeMaTnyeckuin katasor obecnevymBaeT NONCK UHOPMALMK MO onpeaeseHHoNn TemMe. [JoKyMeHTHas
UHopMaumMs no TeMe TrpynnupyeTca B HeEM Mo noaTeMaM, pybpukam u noapybpukam,
PacrnoJsio)KeHHbIM B JIOrMY4ECKOW Nocief0BaTeIbHOCTMW.

Copep)xaHve TeMaTUYeCcKoro KaTasnora, B OT/in4Me OT CUCTEMATMYECKOro, orpaHNYMBaeTCs Yalle
BCEro OAHOWN, pexxe HeCKONbKUMU BAN3KUMU, POACTBEHHBLIMU TeMaMu. TeMaTuyeckue KaTasoru
uenecoobpasHo co3fnaBaTb B TexX apxuBax, rAe BeAeHMe CUCTeMaTMyYeckoro KaTasora
HepauMoHaNbHO.

Pa3HOBMOHOCTAMN TeMaTUYeCKOro KaTtaJsiora SABAAITCA KaTajsior rno wuctopuun yqpemueHvu?l n
KaTaJior No NCTopnn aaMMHNCTPaTUBHO-TEPPUTOPMAJIbHOIO AeneHnA.

B KaTasore no nctopun y4pexxaeHuim JOKyMeHTHasa MHpopMaLnsa KnaccnpmunpyeTcs no oTpacsisam,
3aTeM MO nMoABeAOMCTBEHHOCTW, a pfajee - No TunaMm YyypexneHun. Bo3MoXHa Takxe
Knaccudmkauma He3aBUCUMO OT OTPAC/IeBON MPUHALNEXHOCTM NO andaBuUTy BUAOBLIX Ha3BaHUN
yypexxneHun (btopo, 3aBoabl, ynpassieHna), gasee - no andaBuTy NX HaMMeHOBaHWUN.

B kaTanore no WCTOPUW ALMUHUCTPATUMBHO-TEPPUTOPUMANIBHOIO AeNieHUs  [LOKYMeHTHas
NHGOoPMaUMs rpynnmpyeTcs no angaBuTy BUAOB aAMUHUCTPATUBHO-TEPPUTOPMASIbHBIX €ANHNL, a B
nx npegenax - No angaBuTy HAMMEHOBaAHWN.

MpeamMeTHble KaTaslorn npefHasHayeHbl A1 NMOUCKa WHdopMauMnm no creumasbHO 3afaHHOMY
aCneKkTy noucka. [lokyMeHTHas MHGOPMaLMSA B HUX pacrpenenseTca no angaBuTy NpeamMeTHbIX
MoHATUI (hakToB, COObITUN, reorpadPUyeckux HamMeHoBaHW) N daMmunuin nuy. OanbHenwas
cucTemMaTuM3aumns OCyLLEeCcTBISIETCA B JIOTMYECKOM UK XPOHOJIOTMYECKOM NocsieoBaTes/IbHOCTU.

PasHoBMOHOCTAMN MpefMeTHOro KaTaJjiora SABAATCA VIMEHHON, FeOFpa(bI/I‘-IeCKI/IIZ N 0b6BbEKTHLIN
KaTaJioru.

NMeHHOW KaTanor gaeT BO3MOXHOCTb NOMCKa MHGOpMaLKUM NO 3anpocaM O KOHKPEeTHbIX NepcoHax,
YyNOMWHaEeMbIX B apXWBHbIX LOKYMEHTax WAn ABAAIOWUXCA WX aBTopaMu. [JoKyMeHTHas
MHopMaLna B UMEHHOM KaTaJsiore KjaccuguumpyeTcs no andasuty hamMuinm.

Feorpacmnyecknii KaTanor HOaeT BO3MOXHOCTb MOMCKa [OOKYMEHTOB MO 3arnpocam, MMEKLWUM
yKa3aHune Ha MecTo cobbiTus, siBneHns. [lokyMeHTHas MHQOPMaLMS B HEM CUCTEMATU3NPYETCA Mo
andaBUTy Ha3BaHUN reorpaduyveckmnx n Tonorpadurydecknx obbLekToB (CTpaH, pecnybnunk, Kpaes u
obnacten, 3KOHOMUYECKUX pPaMOHOB, HACEJSIEHHbIX MYHKTOB, Mopen, pek u pgp.). B ocHoBy
cucTemMaTmsauum MoxXeT BbiTb Tak>Ke NoSIOXKEHO aAMUHUCTPATUBHO-TEppPUTOpUaIbHOE AeNeHune.

Mpu HanM4YUM CUCTeMaTMYeCKoro KaTajsiora CcOo3faHue CaMOCTOATEsIbHOr0O reorpaduyeckoro
KaTanora HeuenecoobpasHo. B 3ToMm cnyyvae pauunoHasibHee pa3paboTaTb reorpaduyeckui
yKa3aTeslb K CUCTEMAaTUYECKOMY KaTasory.

MpeoMeTHO-TEMaTUYeCKNe KapToTekn (6a3bl [JaHHbIX) HeobxooumMo paccMaTpuBaTb Kak
CaMOCTOATESIbHO CYLEeCTBYOLME YaCTN CUCTEMATMYECKOr 0 KaTasiora. OHM AOJIKHbI COCTABAATLCS B
COOTBETCTBUM C MpaBuaamMu pa3paboTkn kaTanoros. Llenecoobpa3HoCTb CaMOCTOATENILHOIO
CYLEeCTBOBAHNS NMPeAMETHO-TEMAaTUYECKNX KAapTOTEK pelLlaeTCsl apXMBOM B Ka)K[10M KOHKPETHOM
c/lydae OoTOeNbHO U AoJ/KHa ObiTb 4YeTKo obocHoBaHa. lpu 3TOM HeobxoAMMO Y4UTbIBATb
aKTYaNlbHOCTb TE€MbI, MOJIHOTY ee PackpbiTUSA Mo (POHOaM apXMBa, COCTOSAHNE KapTOTEKM U T.M.

O6BbEKTHbIN KaTasor CTpouMTCA Mo andgaBuMTy HAWMEHOBAHWIA O0O0BLEKTOB (MPOEKTUPOBAHUS,
KOHCTPYMPOBAHUS, CTPOUTENLCTBA U Ap.).

Mpn boHOOBOM OpraHM3aUNM XPaHEHUS KaTajlorn CneunanbHOn OOKYMEeHTaLUuM Cco3[aloTCs, Kak
NnpaBuJo, Ha KWHO-, (POTO-, (POHO-, BMAEOOOKYMEHTbI, LOKYMEHTbl Ha HebyMa>kHOW OCHOBE W
OOKYMEHTbI B rpaddMyeCKOM UCMOSTHEHUN (YEPTEXM, KapThbl, HOTbI 1 Ap.). MIHpopMaUna 0 HUX MOXXET
ObITb BKJ/IOYEHA B CUCTEMaTUYeCKU KaTajnor, a MoxeT 6biTb BblaeneHa B CaMOCTOATEsIbHbIE
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KaTasorm cneumanbHOW [OKyMeHTauuu, 470 060CHOBaAHO OCOBEHHOCTSIMM UX MPaKTUYECKOro
ncnosnb3oBaHusa. CaMblM pPacnpoCTPaHEHHbIM CpPeaAn KaTasIoroB CreuunasibHOM OOKYyMeHTauuu
ABMSiIeTCA KaTasor (oTOOOKYMeHTOB. Ero uenecoobpasHo co3pgaBaTb MPU HaaM4yum B apxmBe
6onbLInX KoMNAekcoB poTorpacduin n nx 6oabLwomn BocTpeboBaHHOCTU CO CTOPOHbLI NOJIb30BaTeNeN.

KaTanorun cneunasbHON OOKYMEHTaLUM MOTYyT MMETb aJipaBUTHYIO UK JIOTUYECKYI0 CTPYKTYpY. Mo
CywecTBY, OHM NpeacTaBnasaoT cobo pa3sHOBUOHOCTb NPeaAMeTHOro MM TeMaTUYeCKOro KaTal0ros.
Tak, cBegeHns o POoTOAOKYMEHTAX U KapTorpanyeckmnx 4OKYMEHTaxX MOryT CUCTEMATU3INPOBATHLCSH
B KaTajore no andaBuUTy MMeH aBTOPOB (MM cocTaBuTenen), andaBUTy Ha3BaHUN TeppuUTOpUn
(andaBnTHO-TEPPUTOPUASIbHBIE), MO TEMAM UM OTPaC/aM; CBeOEHUS 0 HOTaX, 3ByKO3anucsax - rno
andaBnTy Ha3BaHWUN NPON3BELEHUA NN MMEH aBTOPOB.

B rocydapCTBEHHbIX W MyHULMMNANbHBLIX apxuMBax Hapaay C o06a3aTeNbHbIMU  aPXUBHLIMA
CNpaBOYHMKAMN PEKOMEHAYETCA BECTU, B MEPBYI0 o4epedb, CUCTEMATUYECKMIA KaTasor.

B apxmBax, XpaHAWMX [OOKYMEHTbl MO JIM4YHOMY COCTaBYy, OCHOBOW CUCTEMbl KaTaJioros
uenecoobpasHo caenaTb MMEHHOW KaTasior. Kpome Toro, pekomeHayeTcsi pa3paboTka KaTanora no
NCTOPUMN yYpeXOeHWin, NpeAMeTHbIX KaTasloroB (Hanpumep, KaTasiora oTpacsein, npodeccunin n ap.).

Yka3saTenu u 0630pbI™®8 [ononHAIOT U YyTOYHAIT CBefeHNs, UMeloLLNECa B APYrUX apXUBHbIX
CrNpaBOYHMKAX.

YKasaTtenb - 3TO TUM apXMUBHOI0 CNpaBoYHUKaA, NpeacTaBasowmin cobom anaBUTHbIN,
CUCTEMATUHECKUI NN COCTaB/IEHHbIN MO KaKoMy-1nbo ApyroMy Npu3HaKy rnepevyeHb Ha3BaHUN
(HaMMeHOBaHUI) NpeaMeTOoB, YNOMUHAEMbIX B aPXMBHbIX OOKYMEHTax, C yKa3aHMeM afpecoB
(MONCKOBLIX OaHHbIX) 3TUX OOKYMEHTOB. YKa3aTeslb MOXXET BbiTb, KaK CaMOCTOSATESIbHbIM
CNpaBOYHMKOM, TaK M BCMOMOraTe/lbHbIM MHCTPYMEHTOM MOUCKA B APYrMX apXMBHbIX CMPaBOYHMKaX
N B MHOFOYpPOBHEBOW MH(OPMALMOHHOM MONCKOBOW CcucTeMe.

Mo ypoBHIO nMpencTaBisieMOM  MHMOPMaUUM  ykKasaTenm MoryT OblTb  MeXapXMBHbIMU,
MeX(OHI0BbLIMU, BHYTPUDOHOA0BLIMU.

Mo cTeneHn cBepTbiBaHUSA UHGOPMaUMK (Mo CTPYKType pybpuk) ykasaTenn OenssTcs Ha rayxuve u
aHHOTUpPOBaHHbIE (KpaTkMe U pa3BepHyTblie). CTeneHb OAPOOHOCTU pybpuK K Noapybpuk MoXeT
6bITb Pa3/INYHON B paMKax OL4HOIro yKa3aTesisl U onpenensiTbCsi CaMMM 06bEKTOM ONUCaHUS.

Mo TNy opraHusaumm MHGOPMaLUUM yKasaTenn pa3fensioTcs Ha MnpeaMeTHO-TeMaTudeckue u
CTPYKTYpHble. K OCHOBHbIM BMAaM YyKa3aTenen npegMeTHO-TEMaTU4Y4eCKOW Fpynmnbl OTHOCATCSA
CUCTEMATUYECKUA, TeMaTUYECKUN, XPOHOJIOTNYECKW, NpeaMeTHblIn KU ero pPasHOBUMOHOCTU -
reorpaunyecknii, UMeHHon n ap. K oCHOBHbIM BUAaM yKa3aTeslel CTPYKTYPHOW rpynrbl OTHOCATCS
CTPYKTYPHbIN, OTPacneBon N yHKLNOHANbHO-NPONU3BOACTBEHHbIN.

BHyTpu ykasaTenel pekoMeHAyeTCsl WCNOJib30BaTb asaBUTHYIO TPYNMNUPOBKY MNOHATUA. [Mpwu
HaNNYMM  CJIOXKHbIX, PA3HOPOAHbLIX MOHATUN B 06WMX YyKasaTensax MOryT WCMoJsib30BaTbCA
CUCTEMATUYECKUI, XPOHONOMMYECKUIA N CTPYKTYPHbIA NPUHUMMALI CUCTEMATU3aLNN.

Mpn dopmMupoBaHun obWNX yKasaTenem Ha OCHOBe OUMNMpPOBKN N 0ObEeAMHEHUS yKa3aTesen K
pPa3IMYHbIM CMPABOYHNKAM PEKOMEHAYETCS NPOBOAUNTb aHAIMTUYECKO-CUHTETNYECKYo paboTy ans
WNCKJIIOYEHNSA U3NULWIHMX MNOBTOPOB, obecneyeHuss [OOJHKHOrO KayecTBa aHHOTMpoOBaHuA. He
pekoMeHayeTCa 00beANHATb YKa3aTeNn pa3sindHbiX BULOB.

0630p - 3TO TUM apXMBHOIo CrnpaBO4YHUKa, BKJItOYaAtOLWLNI cncreMmaTusnpoBaHHble CBeAEHNA O
COCTaBe n cogep>XaHmnm oTOe/IbHbIX KOMIMJIEKCOB apPXMBHbIX OOKYMEHTOB, AOMOJIHEHHbLIE UX
NCTO4YHMKoBEeAYECKNM aHaJIN30M.

Bunamn ob63opa siBnsoTCa 0630p hoHAa, TeEMaTUYeCKuin 063op ¢oHAa (PoHAO0B O4HOr0 apxuBea),
TemaTnyecknin 0630p PoHA0B HECKOJIbKUX apXUBOB (MEXapXUBHbIN TeEMaTUYeCKnii 0630p).

XapakTepucTvka [OOKYMeHTOB B o0630pe apxMBHOro «oHAa [JaeTcs B BUAE JIOTMYECKU

Page 143 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

NnocsieioBaTENbHOr0 PACKPbLITUS MX COAEP)XAHMS MO BO3MOXHOCTU B KOMMAKTHOM U 0606L1eHHO
¢hopMe - Mo OAHOPOAHbLIM rPyMMaM NOKYMEHTOB. B XapaKTepUCTUKY AOKYMEHTOB BXOAAT aHHOTaLUMS
NOKYMEHTOB (MHANBUAYasIbHAA UAW FPYNMNoBas) U NX MOUCKOBbIE AaHHbIE.

Mpwn cocTasBneHuwn O630pOB HeobxoQMMO WUCMOSIb30BaTb MeTO4 WCTOYHUKOBEOYECKOro aHanm3a,
Mo3BoASAOW NN onpenennTb MeCTo KOHKPETHbIX apXUBHbIX OOKYMEHTOB Cpean opyrmnx ncto4HMKoOB
Mo AaHHOWN np06neMe M OLLEeHUTb UX C TOYKN 3peHNdA SPPEeKTUBHOCTU NCMOSIb30BaHUA. [lonyckaeTcs
UNTUpPpOoBaHME OoTAEJIbHbIX JOKYMEHTOB.

0O630p sABNSeTCH pe3ysbTaTOM Hay4YHO-UCCNenoBaTeNbCKOM paboThbl, Kak MNpaBuJIo, aBTOPCKOMN.
0630pbl pekoMeHpyeTCcA Ny6/IMKoBaTb Kak B BUAE CAaMOCTOATESNbHbIX N3OaHUN, TaK U OTAESIbHbIMU
CTaTbAMU B HaYYHbIX NEPUOONYECKMX U MPOLO/HIKAIOLWNXCA N3LAHUAX WX B DNE€KTPOHHOM BUaE B
cetTn NHTepHeT.

ApXVIBbI MOryT NPMHUMaTb CNIPaABOYHUKHN OT opraHusau,vw“l - AICTOYHUKOB KOMMJIEKTOBaHuA, B
TOM Hucne genonpon3soactBeHHbIE (peFVICTpaLI,I/IOHHO-KOHTpOJ'IbeIE) KapTOTEKN, YKa3aTeNn,
peecTpbl OOKYMEHTOB (HaanlMep, 3J'IeKTpOHHbIX), CrnpaBO4YHO-INMONCKOBbIE 6a3bl aHHbIX.

Cl'lpaBOLlHI/IKI/I, nocrtynmewine B apxXxmB N3 UCTOYHNKOB KOMIMJIEKTOBaAHWNA, MOIyT:

e BKJIIOYATbCA B KayeCTBe COCTaBHbIX 4YacTen B cncremMmy CrnpaBO4YHO-MOUCKOBLIX CpencTB
apxvBa, B TOM YucCJ/ie pa3MeLlaTbCs Ha calTe apXuBa;

* 1ICMOJIb30BaTbCA B KayecTBe CAy>XXebHbIX (B YAaCTHOCTU, MPU HaAMYMM B HUX MHOPMaLnn
OrpaHMYeHHOro gocTtyna);

e C/IYXXUTb WCTOYMHUKaMU WHGOPMaLUM O18 MNOMOJIHEHNSA YXXe UMEeLWKnuxXca B apxmsee
CnpaBO4YHMKOB WM pOna co3fgaHna HOBbIX (I'Ipl/l nXx HeCOoOTBETCTBUA Tpe6OBaHI/IﬂM K
COCTaB/N1eHNIO N BEAEHNIO apPXUBHbIX CI'IpaBO‘-IHI/IKOB).

VIl paspen. OPFAHN3AUNA OOCTYNA K OOKYMEHTAM
APXVUBHOIO ®OHOA POCCUACKOU ®EAEPALVU U OPYITUM
APXUBHbBbIM OKYMEHTAM N X NCMNOJIb3OBAHUA

(FnaBbl XLV - LI MpaBun)

XLV. OpraHusauus aocTtyna nosib3oBatesied K apXuBHbIM A,OKYMeHTaM

45.1. ApxuB opraHmsyeT AOCTYyN nMoJsib30BaTesiel K apxXMBHbIM AefnaM, OOKYMeHTaM C y4yeToM
TpeboBaHUI, yCTAaHOBJIEHHbIX 3aKOHOAaTeNbLCTBOM Poccninckon ®epnepaunm, B TOM Yyucne MNopsagkom
NCMOJIb30BaHMNA apPXMBHbIX [OOKYMEHTOB B T[OCYOapCTBEHHbIX W MYyHMUWNAJIbHbIX apXuBax
Poccunckon ¢euepaummm. Ooctyn obecneynBaeTcs NyTeM NpenocTaB/eHNns NOAJIMHHUKOB
APXMBHbIX JOKYMEHTOB WM KONUA hOHOA NOJIb30BaAHUS.

LoCTyn K apXMBHBIM NOKYMEHTAM MOXXET ObITb OrpaHMYe€H B COOTBETCTBUMN C:
e MeXAYyHapoAHbIM A0roBopoM Poccuinckoi ®denepauunm,

* 3aKOHOAaTeNbCTBOM Poccuinckon denepaumu,

o PacnopsKeHVeM COBCTBEHHMKA WM BRafdesbLia apXMBHbIX LOKYMEHTOB, HaXOASLUMXCS B
YyacTHoW cobcTBeHHoCcTU A2,
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OrpaHM4MBaeTCa [OCTYN K apXMBHbIM [OKYMEHTaM, COAep)KallMM CBefdeHWs, cocTaBAasioLine
rocynapcTeeHHyo*?H n nHble oxpaHseMble 3aKOHO4aTeNLCTBOM Poccuiickoin ®epepaLum
TaHbIR2H

MOMUMO rocyAapCTBEHHON TalHbl, BbIAENATCA cneaytoLlime Buabl TanH>3

e cnyxebHas TawHa (cnyxebHas uWHpoOpMauUss OrpaHMYEHHOro  pacnpoCTpaHEeHUs)
(IOKYMeHTbI C MoMeTKon «[nsa cny»xebHoro nosb3oBaHua» («OCM»));

e KOMMepYecKas TallHa (OOKYMeHTbl C rpnudom «KoMmep4yeckas TanHa»);

e NpodeccmoHanbHaa TanWHa (BpayvebHas, HOTapumanbHasd, Hanorosas, ajABOKaTCKas,
6aHKoBCKas, ayanTopCcKas u gpyrmne TamHbl);

* CBEOEHNS O JINYHON N CEeMENHON TalHe rpaKhaHuHa, ero 4acTHOM XXM3HW U CBeAEHUnA,
co3spatowme yrpo3sy ans ero 6esonacHocTu o4,

LOoKyMeHTbl, codepxalwue unHGOPMaLKMIO, OTHOCALLYCA K MpodecCnoHanbHON TanHe, U
WH(OPMaL N0 OrpaHUYeHHOro 4OoCTyna O rpaKAaHuWHe, COOTBETCTBYIOWEro rpuda nim noMeTkn He
NMeloT.

DocTtyn nonb3oBaTesien K ApXMBHbIM OOKYyMEeHTaM, ABAANOWNMCA HOCUTENIAMMU TaKoro poaa
cBeneHunn, OrpaHnN4YmMBaeTCA 3aKOHOOATE/NIbCTBOM Poccuiickon depnepaynm Hes3aBUCUMO OT POPMbI

COBCTBEHHOCTU Ha 3TU AOKYMeHTbI?,

OocTtyn K obbekTaM WHTenNneKTyaJlbHOM COBCTBEHHOCTU OCYLLECTBASAETCA B COOTBETCTBMM C
3aKOHOAaTesIbCTBOM Poccmimnckom d)e,u,epau,mmm. B yacTHOCTW, OOCTYMN K apPXUBHbLIM LOKYMEHTaM, B
OTHOWEHUN KOTOPLIX OENCTBYHOT aBTOPCKME U CMeXXHble npaBa, obecrnevynBaeTcsa B YNTaJIbHOM 3ase
apXxuBa C UCKJIIOYEHNEM BO3MOXXHOCTU UX KOMMPOBaHNA MOJib30BaTENIeM, €CJIN Y HEro HeT
COOTBETCTBYIOLLEro pa3pelleHns npasoobnagatena®,

ONs  apXuBHbIX  [OOKYMEHTOB, COOEpPXalUUX CBeMleHUs,, COCTaBJAlOLWME  OXpPaHseMble
3aKoHOAaTeNnbCTBOM Poccuiickolnn depepaunn TaHbl, 3aKOHOO4ATE/IbCTBOM onpefeneHbl pasHble
nepuvoabl OrpaHNYeHUs 0OCTYMa K HUM U pa3Hble YC/I0BMS X 3aBeplueHus. Tak:

* ON15 LOKYMEHTOB, COAep KallnX CBeAeHNs, COCTAaBASOLNE FOCYAaPCTBEHHYIO TallHYy, «CPOK
3aCeKpevymBaHns CBelleHWin, COCTaBAALWMUX rOCYyNAPCTBEHHYIO TalHy, He [0oJIKeH
npesbiWaTe 30 5eT. B UCKAOYUTENbHbBIX CAy4Yasx 3TOT CPOK MOXXET ObiTb MNpoaneH no

3aKJI04EHMI0 MEXKBEAOMCTBEHHON KOMUCCMU MO 3aLLMUTe roCyAapCTBEHHOMN TalHbI» 28

e 0718 aPXUBHbLIX OOKYMEHTOB, COAEep)Xallux CBeOdeHUs O JIMYHOM U CEMENHON TalHe
rpa>kgaHnHa, €ero 4YaCTHOW >XW3HW, a TakKXe CBeleHWUs, co3dalrline yrposy njas ero
6e30nacHOCTN, «OrpaHNYeHne Ha OOCTYN K apXMBHbIM AOKYMEHTaM, COAEp>XaLlUM CBeAeHNs
0 JINYHOW N CEeMeNHOMN TalHe rpa)KaHWHa, ero 4YaCTHOW >XW3HW, a TakKXe CBeeHus,
co3pawouwme yrposy pna ero 6es3onacHoCTW, yCTaHaBAMBAEeTCA Ha CPoK 75 neT co gHsA
CO30aHUS yKa3aHHbIX JOKyMeHToB»*?.,

ONns [OKYMEHTOB, COOepXalUMX CBEOEHMs, COCTaBAsOLWME KOMMEpYecKyl TalHy, «MpaBo Ha
OTHeceHne NHopMaLUK K MHOPMaLIMK, COCTaBAIOLLEN KOMMEPYECKYIo TallHy, 1 Ha onpeaeneHne
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nepeyHs U CoCTaBa TakoW MHMOPMaLIMN NPUHAANEXUT obnagaTento Takol nHdopMaLmnm»22,

[JocTyn K AOKYMeHTaM, coaep Kallmm CBefeHus, cocTaBnsaowme cnyxebHyo TanHy, (cnyxebHble
CBeLleHNs  OrpaHW4YeHHOro pacnpocTpaHeHus), UMelwuM noMeTky «Ona  cnyxebHoro
nonb3oBaHua» («OCM»), NnpefoCTaBAsAeTCA TOJIbKO MPU HaNYUM MUCbMEHHOro paspelleHus oT
hoHpoo6pasoBaTens (NnpasonpeeMHmnka)?’H,

PaboTHUKMK apxXumBa 0653aHbl npenoCTaBNiATb apXmBHble AOKYMEHTbI OrpaHM4YeHHOro AoCTyna Oo
ncrtevyeHmda Cpoka gocCTtyna K HUM:

e NpenCcTaBUTENISIM OPraHoOB roCyfapCTBEHHOW BAACTM U UHbIX FOCYAapPCTBEHHbLIX OPraHoOB 1
opraHu3auuin, opraHoB MECTHOIro CaMoyrpaBJieHUs; CyAO0B, OpraHoOB MNpeABapuUTENIbHOro
CnencTBusA, OPraHoB [O3HaHWA MO [AeslaM, HaxXo4fAWMMCA B WX TMPOM3BOACTBE, MO
MUCbMEHHOMY Oo(uUMasbHOMY MOTMBUPOBaAHHOMY oOpalleHnto B npenenax WMCNOoJIHEHUS
cnyxebHbix 06a3aHHOCTEN;

* npeancrtaBuTeNnsam OpFaHI/I3aLI,I/IIZ - (DOH,u,oo6pa3OBaTene|7| (OpFaHI/I3aLI,I/II7I-FIpaBOI'IpeeMHI/IKOB,
opraHM3au,|/||7|, KOTOpPbIM 6binn nepenaHbl QYHKUUAWN JIMKBUANPOBAHHbLIX Opr8HI/I36LI,I/II7I,
BblLLECTOALLNX opraHM3a|_|,|/||7|, BblLLeCTOoALNX OpFaHOB);

e cybbekTaM MHGopMauun (pusnyeckum nmuam, CBeLEHUS O KOTOpbIX CopepXaTcs B
OOKYMeHTax) Ha OCHOBaHMW COOTBETCTBYILWIEr0 TUCbMEHHOr0 3asBJIEHUS  MpK
npeabsaBAEHUN UMW LOOKYMEHTa, YAOCTOBEPSIOWEro JIMYHOCTb, TOJIbKO B OTHOLUEHUM
ApPXMBHBLIX [OOKYMEHTOB, COAEp XalUUX CBeAEeHMSs, UX Kacalowmecs N He coaepkalimx
CBeeHMns, COCTaBafAloLlME LPYrYI0 WIN YY)XYH TaWHy, €CaMm 3TO He NpoTUBOPEYUT
3akKoHooaTenbLCTBY Poccmnckom depepaunu; B cinyyvae cMepTu cybbekToB nHGopMaumnm - nx
HacfegHWKaM Ha OCHOBAHMW COOTBETCTBYIOLEro MUCbMEHHOro 3asBfIEHUS Mpu
npenobsaBAEHUN [OOKYMEHTa, YyOOCTOBEPSOWEro JNYHOCTb, CBUAETENbCTBA O MNpaBe Ha
HacnenCcTBo WAM OOKYMEHTOB, MOATBEP)XAAKOLWMX POACTBO C CcybbekToM WHgopMauunu;
OOBEpPeHHbIM NnuamM CcybbekToB WHGopMaunm (MX HacnegHWKOB) Ha OCHOBaHMMK
cooTBeTCTBYOLWEero 3adaBsieHnda npum npeabdaBsieHNNn AOOKyMeHTa, YOOCTOoBepAtoLlero
JINYHOCTb, JAOBEPEHHOCTU OT cybbekTa uHdbopMauunm (HacnegHukoB), OOPMJIEHHON B
yCTaHOB/EHHOM 3aKOHOM MOPSAKE, U YKa3aHHbIX Bbille fokyMeHToB2H, Ecam
CBUAOETENbCTBO O MNpaBe Ha HAacNenCcTBO, AOKYMEHTbI, MOATBEPXKAAKOLME POACTBO C
cy6beKTOM MHhopMaunn, 4OBEPEHHOCTb NPEACTaBASAOTCS B BUAE KOMNUNA, OHW OOJIKHbI ObITb
3aBepeHbl B YCTaHOBJIEHHOM 3aKOHOM MOpsAaKe.

ApXUBHble 0OKYMEHTbI OrpaHUYeHHOro 4oCcTyna MoryT bbITb npenocTaBJiEHbI pa6OTHI/IKaMVI apXmBa
nosib3oBaTenaM nNpu HaJNYNN MUCbMEHHOro paspelleHus, O(OpPMSIEHHOro B YCTAHOBJIEHHOM
3aKOHOM nopsagnke:

e cybbekTa WHGpOpMauMW, ero [OBEPeHHOro svua, npu npeabsBAeHMN [O0BEePEeHHOCTM,
0(pOpPMJIEHHO B YCTAHOBJIEHHOM 3aKOHOM MoOpsiAkKe W 3akpennasiolwen HeobxoAuMble
nonHoMouuns. B cnyyae cmepTu cybbekTa UHGOPMaUMN - ero HacledHUKOB, [OBEPEHHbIX
JINL, HacleAHUKOB NPU HaJINYMN COOTBETCTBYIOLMX JOKYMEHTOB (CM. BbILLE);

e OopraHusaumn-goHao0obpasoBaTesns (opraHn3aLnn-NPaBoONpPEEMHIMKAE, OpraH3aL M, KOTOPO
ObIIN NepenaHbl PYHKLUUW MKBUANPOBAHHOW OpraHM3aLnu, BbILLIECTOSLLIEN OopraHmn3aLuny,
BbILLECTOSLLEro opraHa).

B apxuBe 0oCTaeTcsa Ha XpaHeHWe NOAJIMHHUK NMUCbMEHHOro 3asBJIEHNSA MO0JIb30BaTesNsa Ha A0CTyn K
APXUBHbLIM AOKYMEHTaM, NOAJIMHHMK NMUCbMEHHOr 0 pa3peLleHns opraHnsaunn-poHgoobpasoBaTens
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(opraHusaunn-npaBonpeeMHIKa,  OpraHusauum, KoTopoi  6blin nepegaHbl  QYHKLUN
JINKBUOVPOBAHHOMW  OpraHu3auuy, BbILECTOSWEN OpraHuM3auuy, BbILIECTOSLWEro opraHa),
NOAJIMHHUK pa3pelleHns cybbekTa MHMOoPMaLUUK Ha OOCTYMN K ApXUBHBLIM [OKYMEHTaM, KOomnuu
[OKYMEHTOB, NOATBEP)XAAOLWNX POACTBO, KOMNUSA CBMAETENbCTBA O NpaBe Ha Hac/leACcTBO, KOMus
NO0BEPEHHOCTU, KOTopble paboTHUK apXmnBa N3roTaB/IMBAET C NPeAbABJIEHHbIX EMY JOKYMEHTOB. Bce
3TN [OOKYMEHTbl C/y>XaT MOATBEPXAEHMEM OOOCHOBAHHOCTW BblAa4M aAPXMBHBLIM PABOTHMKOM
NoJIb30BaTEJ/I0 aPXUBHLIX IOKYMEHTOB /apXMBHOW MH(OPMALIMM OFrPaHNYEHHOro AoCTyna.

PaspelueHne He [OO/HKHO KacaTbCs apPXMBHbIX [OOKYMEHTOB U aApPXWBHOW WHdopMaumm
OrpaHNYEHHOro A4ocCTyna o ApYyrux lpuandecknx n puinvyecknx amuax.

Mpy OTCYTCTBMWN TaKOro paspelleHns COTPYAHMKN apXnBa NpenocTaBsIstoT MoJib30BaTENO TOJIbKO
0o6LenoCTynHYO MHOPMALNIO O APYTrUX anLax.

ApXMBHble OOKYMEHTbl OrpaHMYeHHOro AoCTyna Tak)xe MoryT 6biTb NpenocTaBsieHbl paboTHMKaMun
apXxuBa nosb3oBaTenaMm npu obesnnymBaHnMmM cBe4eHUN, NPAMO NN KOCBEHHO NAEHTURUNLNPYOLMX
cybbekT wuHdopMaumn (pusnydyeckoe wanm tpuanydyeckoe nuuo). Ob6esnmnymBaHme CBeOEHUN
npoeognTcsa paboTHMKaMn apxumsa B npouecce 06paboTKM KON apXNBHbIX OOKYMEHTOB.

Mpn paboTe C 3NEKTPOHHON KOMMWEN OOKYMEHTa OJ19 UCK/YEHUS MHGPOPMaUUnM orpaHUYeHHOro
0OCTyna WCMOMb3ylTCA CpeacTBa rpaduyveckux pepaktopoB. MNpu paboTe ¢ msobparkeHnaMu
ncnonb3yeTcda 3aKpbiThe, Bblpe3daHne, CTUpaHune, 3akKpalwuBaHMe WUIN nukcenanmsauyma 4Y4acTtun
OOKyMeHTa. lpn NCKAYeHUN 4YacTn CBEAEHWN B TEKCTOBOM pefakTope OTMEeYaeTCs, B KakKuxX
MecTax 6blIM Npon3BeAEHbI KYNMPOBaHNA TEKCTa (MHOMOTOYME B YI10BbIX CKOBKax - <...>). JIn4Hble
OaHHble MOIyT TakK)Xe 3aMeHATbCA Ha C/I0Ba, O3Havallme poaoBble NOHATUS (Hanpumep, *agpeck*).
BMecTo ykKasaHuA KOHKPEeTHbIX AaT MOryT WCnosib30oBaTbCA obuwenpuHaTble 0603HavYeHuns
O0.MM.ITTT, BMeCcTo KOHKpeTHbIX nmMmeH - ®AO.

Mpwv noarotoske obe3nm4yeHHOM KONUn Ha 6yMa)KHOM HOCUTEJIE BHa4aJie OeNnaeTCqa NpoMeXXyTodHas
KOMm4, Ha KOTOpOIZ 3aKpblBaeTCA (3ama3sbiBaeTCH) MH(opMaLUKnsa OrpaHNYEeHHOro AOoCTyna. C aTonm
KOMuwu penaeTtcs eule ofHa KOMus, KOTopasa MnMpenocTaBifgeTCa Mnosib3oBaTesnto. [NpomMexyTovyHas
KOMnA YHUYTOXaeTCA.

Cob6CTBEHHUK WM BRajenel apxXxMBHLIX AOKYMEHTOB, NnepefaBas AOKYMEHTbl B apXMB, MOXET
YCTaHOBUTb CBOM YCJ/IOBUSI OFPaHUYEHUs OO0CTyna K HMM TOJIbKO B TOM CJlyyae, €Cclim 3TO He
NPOTUBOPEYNT HOpPMaM hefepanbHOro 3akoHodaTenbctea?®l, locTyn k TakMM fOKyMeHTaM
npefoCcTaBaseTCs B COOTBETCTBUM C YCIOBMSIMUA [lOFrOBOPa MeXAy COOCTBEHHMKOM (BnaaenbLem) n
apXVBOM WM Ha OCHOBAHWUW NMUCbMEHHOr0 pa3peLleHns cobcTBeHHUKa (Bnagensua)?®, ero
HaC/IeIHMKOB, [OBEPEHHbIX NUL, (NpY NpeabaBleHN COOTBETCTBYIOLLINX JOKYMEHTOB).

PaboTHUKM apxmBa [OOJ/KHbI UHGPOPMMPOBATbL MNosib3oBaTens 060 BcCex CyLEeCTBYOLMX
OrpaHMyYeHnax Mo [OCTyny Mpu OpraHu3auuMmM passinYyHbiX (OPM UMCMOJIb30BAHUA aPXUBHbIX
NOKYMEHTOB U PEKOMEHZ0BaTb 0O6PaTUTLCS K IOPUANYECKUM UIN PU3NYECKUM INLLAM, OT KOTOPbIX
3aBUCUT MOJIyYeHNEe pa3peLleHns Ha UCMOoJIb30BaHne HeobX0ANUMbIX OKYMEHTOoB (MHopMaLun).

B apxmee MOryT ,D,eI7ICTBOBaTb aopyrme orpaHn4eHmna octyna K apXmBHbIM OJOKYMeEHTaM, UX Bblaa4n,
He CBA3aHHble C coAep)XaHweM [OOKYMEeHTOB. Takue orpaHuyeHnss ™MoryT ObiTb Bbi3BaHbl
HeY10BNEeTBOPUTENbHLIM (IU3NHECKM COCTOSHUEM apXMBHbLIX JOKYMeHToB™%! nnn ux
NCNoJsIb30BaHMEM APYruMu nosb3oBaTensamu. PepepasibHbll 3aKOH Ne 125-P3 orpaHmn4nBaeT 40OCTYnN
K MOAJIMHHNKAM 0C060 LLeHHbIX JOKYMEHTOB, B TOM YUCJIe YHUKasIbHbIX JIOKYMEHTOB, 1 JIOKYMEHTaM
ApxuBHoro oHaa Poccnnckonm depepaumm, Npn3HaHHbIM B MOpsAAKe, yCTaHOBJIEHHOM
YNO/HOMOY€EHHbIM heepasibHbiM OpraHOM UCMNOSIHUTESIbHOM BNacTu B chepe apXUBHOIro oena u
[enonpon3BoACcTBa, HAaXOAALLMMUCA B HEYJOBIETBOPUTENbHOM (ON3N4YECKOM COCTOAHUN2%®.,

PaboTHUKM apxmBa OO0JIKHbI MHPOPMUPOBATL MOSb30oBaTeNss 00 YCTAHOBAEHHbIX OrpaHUYeHUsIX
(Hanpumep, B CBA3M C HeEYAOBNETBOPUTENbHLIM (PUINYECKUM COCTOSIHUEM [OKYMEHTa) Wiun
BPEMEHHbIX OrpPaHUYEHUsX, CBA3AHHbLIX C TEM, YTO 3aMnpallMBaeMble apXUBHbIE AOKYMEHTbI Y)Xe
BblAaHbl A1 UCNOJIb30BaHUA (Hanpumep, 3KCNOHUPYIOTCS Ha BbICTaBKe).
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ApPXVB 1 COOTBETCTBYIOLLME AO/KHOCTHbIE NINLIA apXMBa HECYT OTBETCTBEHHOCTb, YCTaHOBEHHYIO
3aKOHOAaTeNbCTBOM Poccuiickoi ®epepaumm 3a224;

* HapyweHune npaBa MNnoJib3oBaTens cBob6OAHO NCKaTb U noslydaTb ONA N3YyHEHUA apXMBHbIE

LNOKYMEHTbI JI06bIM 3aKOHHbIM crocobom228l;

* HapyuweHune HOpM [OOCTyrna K apXmBHbIM [OOKyMeHTaM, coaepXalwunum cCcBeneHumA,

COCTaBAALLLME OXPaHAEMble 3aKOHOAAaTeIbCTBOM Poccuiickoi ®eaepaumm TanHbI2%;

e HapylUeHMe YC/OBUN [OCTyNa K ApPXUBHbIM [OKYMEHTaM, OrOBOPEHHbLIX B [IOFOBOpE C
COBCTBEHHMKOM UM BafeNibLieM apXMBHbIX [JOKYMEHTOB Mpu Ux nepenaye B apxus?ol,

45.2. ApxvB He BMpaBe OrpaHUYMBaTb YCJIOBUA MCMONb30BaHWUS MOJsb30BaTeneM UHpopMaLum,
NONYy4EeHHONW WM B pe3ynbTaTe CaMOCTOSATENbHOIO W3YYEHUS apXMBHbIX [OKYMEHTOB WU
npefoCcTaB/eHHON eMy apXMBOM B Nopsiike BO3Me3A4HOr0 OKa3aHUs yCayr.

Bmecte c TeM, paboTHMKM apxuBa o0653aHbl yBeOOMWUTb MNoOJib3oBaTensds 06 orpaHuYeHUsnX,
YCTaHOBJIEHHbIX dOHOO0CAATYNKOM / poHAOo00Bpa3oBaTeNlEM B 4OrOBOpE.

45.3. Apxune o0b6s53aH yBeoOMsATb MNOJb30BaTeNst 0 cobnogeHnn pexmma KoHPUIAEHUNANbHOCTU B
OTHOLWEHUN CTaBLWIEN eMy U3BECTHOW MHGPOPMaLUN, NCNONIb30BaHNE N pacrnpOCTPaHEHNE KOTOPON
OrpaHnN4YeHOo 3aKoHO4aTeNbCTBOM Poccmnckon depgepaumn:

e B aHKeTe nosib30oBaTens, paboTawollero B YuTasbHOM 3ane, - B caydae paboTsbl
nosib30BaTesnss B YMTasibHOM 3ane. ®akT yBeAoMJieHUs ukcupyeTcs B obsizaTenbcTBe-
cornaweHnn, BXOAsLIEM B aHKeTYy Mosib30oBaTens, paboTalollero B YMTa/IbHOM 3are.
MoanucebiBas ero, Nosb3oBaTeslb NPUHMMaeT Ha cebs OoTBETCTBEHHOCThb 3a cobrnogeHue
YCTAHOBJIEHHbIX  3aKOHOAATEeNbLCTBOM  Poccuinickoih  ®depepaumm  OrpaHUYeHUin  Ha
NCMNONb30BaHNE U pacnpocTpaHeHne WHGpOPMaLMKN, MOJYYEeHHON UM U3  apXMUBHbIX
nokymeHToB. [lepen noanucaHmem 3Toro obsisaTefbCTBa-corfaweHns paboTHMK

4MTaNbHOro 3asa 0653aH 03HaKOMUTb MOJb30BaTeNs C «[OPSAKOM UCMOb30BaHMS. .. »2H,;

® B AOoroeopax 06 okazaHuu ycnyr apxXmBoMm - B CJlyHae 3akKJ/1lo4eHNda TakKnx AoroBopos (I'IyTEM
BKJTOHEHUNA B TEKCT OOroBOpa COOTBETCTBYOLNX yCJ'IOBVIVI);

e B OTBETaX Ha 3anpocChbl COLNANLHO-MPABOBOIro XapakTepa - Npu NoAroTOBKE WU HanpaBJsIeHNN
Takux OTBETOB (MyTEM BKJIIOYEHUA B TEKCT OTBETa YBEOOMJIEHUs O HeobxoaummocTwu
cobniogeHns pexnmma KOHPUAEHUMANbHOCTU B OTHOLWIEHWW CTaBLUEN €My W3BECTHOWN
MHdopMauun, NCMoJsib30BaHMe " pacnpocTpaHeHne KOTopou OrpaHNYyeHo
3aKoHoZaTenbCcTBOM Poccuimnckonm degepauynn).

21

XLVI. UcnonHeHue 3anpocos®’? nonbsoBaTtenei

46.1. MocTynawLline B apx1B 3anpockl NoApa3aensioTcsa Ha:

* 3aMpoChbl COLMAMLHO-NPABOBOIr0 XapakTepa;

* TeMaTun4yeckume 3anpochl,
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* 3aMpoChbl 0 PAaCCEKPEYMBAHNM apPXUBHbIX LOKYMEHTOB, ABJIAIOLNXCSH HOCUTENIAMUN CBELAEHUA,
COCTaBASAOLWMNX FOCY[aPCTBEHHYIO TalHy.

3anpochbl coLMasibHO-NPaBOBOro XapaKTepa - 3TO 3anpochl, CBA3aHHbIE C COLMaNbLHON 3aLMNTON
rpakgaH, npegycMaTpuBatowen nx neHcMoHHoe obecnevyeHne, a Tak>Xe Nosy4eHne NbroT u
KOMrMeHcaunm B COOTBETCTBUN C 3aKOHO4aTe/IbCTBOM Poccuinckon degepauunm n MexxayHapogHbIMU
obs3aTenscTBamMm Poccuinckonm degepaymu.

NcnonHeHne 3anpocoB couManbHO-MPaBOBOro xapakTtepa HeobxoouMo ANa Ha3HayYeHUs TPyLOoBON
neHcnun un onpepeneHns ee pasMmepa, YCTaHOBJIEHWA roCydapCTBeHHbIX (defepanbHbIX W
pervoHasbHbIX) U MyHULMAAAbHbIX COLMabHbIX JIbFOT, MOCOBMNA, BbiNAaT, KOMNEHCaLUWni n ap.

K 3anpocamM couunasibHO-NMpPaBOBOro XxapakKTepa OTHOCATCS 3anpockl O:

* MOATBEPXXAEHMN TPYAO0BOIro CTa)ka, pa3Mepe 3apaboTHOM NAaThl;

e NoATBepXXAeHUn ocoboro xapakTepa yc/0BUIA Tpyada Ha BPpeAHOM NPON3BOACTBE;

* NPOXoXXAeHNU cNy>xbbl B BOOPY>XeHHbIX cunax CCCP - Poccuiickon depepaunm;

e y4yacTum B 60eBbIX AENCTBUAX;

® HeCHacCTHbIX CNy4aaX Ha Npomn3BoacCTBE,;

* Harpa>xXgeHumnm rocygapCcrtBeHHbIMAN N BeAOMCTBEHHLIMWN HarpagamMm, NpUcBoeHNM NOYeTHbIX
3BaHUN;

e nonydyeHnn obpa3zoBaHus;

® OMNeKyHCTBE, NaTPOHNPOBaHWNNK,

* penpeccndax, genoptaumnnm, HaCMJibCTBEHHOM YroHe, I'IpeﬁbIBaHI/II/I B KOHLUJ1arep4ax;

e MOATBEPXAEHNM OPYrnx npaB, €CAM 3TO CBSA3aHO C MOJIYYEeHMEeM JNbroT, BbiNJaT,
KOMMEeHCaLmnn.

3anpochkl coLnanbHO-NPaBOBOro XxapakTepa NCNOJIHAITCA apxuBamu 6ecnsiaTHoO, B YCTaHOBJIEHHbIE
CPOKU (CM. KOMMEHTapumn K NyHKTY 46.6 MNpasun).

TemaTuyeckme 3anpockbl - 3TO 3aMpPOChl 0 NPefoCTaBleHNN apXMBHOW MHOPMaLUK No
onpepneneHHon npobneme, Teme, cobbiTuio, PaKkTy.

K TeMaTu4yecknm 3anpocam OTHOCATCS 3aMpochkl Mo BbiABIEHUIO NCTOYHMKOB U MHOPMALIUKW MO TOWN
WIN WHOWN TemMaTuke, NpenocTaBieHUlo CcBeAeHUn buorpaduyeckoro u reHeaslormyeckoro
XapakTepa (NOCBSILLEHHbIX U3YYEHUIO XN3HM N AEATENbHOCTU KOHKPETHOro YesoBeKa, CEMbU UK
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poaa).

PaboTbl MO NCMOJIHEHNIO TEMATUYECKOI O 3afpocCa MOryT BKJIlOHaTb BbldBJIeHNE Mquopmau,vm KaK no
CNpaBO4YHO-TIONCKOBBLIM CpeacTBaM apXmBa, TaK N MO KOHKPETHbLIM apXMBHbIM AeJlaM U apPXUBHbIM
OOKYMEHTaM.

3anpochbl 0 pacceKpeiuBaHUU apXUBHbIX AOKYMEHTOB PAacCCMaTPUBAOTCA apXUBOM B
COOTBETCTBMU C 3aKOHOAaTesIbCTBOM Poccumnckon denepaumm o rocyfapCTBeHHON TanHe (CM.
Tak>Xe KOMMeHTapun K NyHKTYy 46.6 MNpasun n pasgen VIII MeTogmndeckux pekoMmeHgauumn).
lMocTynsieHne B apXxuB 3arnpoca O pacCcekpeynBaHM CTAaHOBUTCHA OCHOBaHMEM A1 HaYvana
npoLielypbl pacCeKpeymBaHuns, 0 4eM yBeJoMNAeTCA Nob30BaTeNb, NoaasLuni 3anpoct?t3l,

PykoBoOuTeNb apXxMBa HanpaBJseT NMCbMO O MOCTYMJIEHUN 3anpoca O PACCEKPEYMBAHMNN apXMUBHbIX
IOKYMEHTOB B KOTOPOM rMpensiaraeT pacCMOTPETb BOMPOC O CHATUW OrpaHUYeHUss OOCTymna K
yKa3aHHbIM [OOKyMeHTaM. K nucbMy npufiiaraeTtca KoOMus COOTBETCTBYMOLLEro 3anpoca B
opraHmsauuio-poHgoobpasoBaTenb WM ee  MPaBOMNPEEeMHUKY, NepevyeHb  [AOKYMEHTOB,
npefnaraeMbix K paccekpeymBaHuio. B cnyvyae genernpoBaHus pykoBogMTeNto apXxmnsa noJIHOMOYMiA
Nno paccekpeymBaHUIo LOKYMEHTOB, PacCMOTPEHME BOMpPOCa O CHATUW OrpaHUYeHus [ocTyna K
yKa3aHHbIM B 3aMpoce apXnBHbLIM JOKYMEHTaM OCYLLEeCTBASETCS CO34aHHON B apXMBe KOMUCCUEN MO
paccekpeyYnBaHUIO apXUBHbIX OKYMEHTOB.

B cnyvyae ecnu opraHusauusa-goHaoobpa3oBaTens NMKBMAWPOBaHa 6e3 npaBonpeeMHuKa Wau
NpaBoMNpPeeMHNK He YNOJIHOMOYEH pacCeKpeyrBaTbh apXMBHble AOKYMEHTbI, PyKOBOAUTENb apXMBa
HanpaBaseT NMUCbMO O MOCTYMJIEHMM COOTBETCTBYIOLLEro 3anpoca (C NPUIOXKEHUEM ero Komuu,
nepeyYyHsi NOKYMEHTOB, MpefjlaraeMblX K pPacCceKpeyvyMBaHWI0, U UX KOMWIA) B COOTBETCTBYHOLLUIA
YMOJIHOMOYEHHbI OpraH UCMOIHUTENBHON BNAacTU B chepe apXMBHOIro AeNla AJis pelleHuns Bonpoca
B YCTAHOBJ/IEHHOM MOpPsAKe.

ApxuB yBefoMAseT MOJb30BaTeNss O HanpaBleHMM ero 3anpoca B  OpraHMsauumto
¢oHpoobpa3zoBaTenb UAM €e MpPaBOMPeEeMHUKY (C yKalaHMEM Ha3BaHWA oOpraHusauuun) umam B
YNOJIHOMOYEHHbIA OpraH WCMNOJIHUTENbHOW BRacTU B cdepe apxMBHOro pJena. B cnydvae
OenernpoBaHna pPyKoBOAUTESNO apxmBa MOJMHOMOYMIA MO pPACCEKPEYMBAHMIO [OKYMEHTOB
nonb3oBaTeslb YBEAOMJSIETCA O MopsiAke PacCMOTPEHUs ero 3arnpoca, a 3aTeM O pe3ysibTaTax
paccMOTpeHus 3anpoca.

B cny4yae paccekpeumBaHUA apXMBHbIX [OKYMEHTOB MO 3anpocy MNoJib30BaTeNsi MOTYyT COXPaHSATbCA
Apyrue orpaHnyeHns 0oCTyna K HUM, 0 YeM yBEOOMJISETCS MoJib30BaTe b.

3anpocbl MOTYT MOCTYMaTb B apXMB Kak OT (PU3NYECKUX, TaK M OT HPUANYECKMX nul. ApxuB
NPUHUMAET 3anpocbl TOJIbKO B MUCbMEHHOW opMe, yAOCTOBEPEHHbIe MNOAJIMHHOMW MNOAMUCHIO
rpa>kfaHnHa, C yKkasaHueM ero no4ToBoro agpeca.

46.2. ApX1MB MOXXET OpraHn30BbIBaTb MPMEM 3arnpocoB crenyowmnm obpasom:

1) HenocpeACTBEHHO B apXMBE;

2) no noyTe;

3) C NCNoJsib30BaHMEM

e ohMLIMaNbLHOrO CarTa apxmBa;

e obnumanbHOro canMTa YMOJIHOMOYEHHOrO0 oOpraHa WCNOJHUTENbHOW BAacTu cybbvekTa
Poccunckon depepaumm B chepe apxXmBHOro gena;

e 0(MLMNANBLHOIrO CaliTa opraHa MecTHOro camMoynpaBJIEHUS;
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e (hbefepanbHOM  rocyfapCTBEHHOM  MHGMOPMAUMOHHOM  cucTeMbl  «EAWMHBLIA - nopTan
rocy4apCTBEHHbIX N MYHULUMANbHbIX YCNYT (DYHKLNRA)»;

® PErnoHasIbHOro nopTaJia rocygapCrtBeHHbIX N MYHNUWNAJIbHbIX YCNYT;

4) No NHHOPMALMOHHO-TENEKOMMYHUKALMOHHBIM CETAM.

Mpuem 3anpocoB nNo TesedoHy He OCYLWEeCTBASETCS, OAHAKO Mpu Takon dopme obpalieHus
MPOBOAUTCS KOHCYJIbTMPOBaHME MOJib30BaTeNA: YKas3blBalOTCA JaHHble, Heobxopumble A4
ohopMieHns 3anpoca, Tpebyemble [LOKYMEHTbl, @ TaK)Xe OCyLlecTBAsfeTCca npeaBapuTesbHoe
obcyxoeHne CpoKOB M YCIOBMI NCNOJNIHEHUA 3anpocoB (HanpuMmep, obbem paboTbl N npmumepHas
CTOMMOCTb  WCMOJIHEHNA TeMaTuyeckoro 3anpoca). ®PakT KOHCY/bTUPOBaHMA OTMeYaeTcs
paboTHUKOM apxuBa, NPOBOAUBLIMM KOHCYJIbTaL MO, B COOTBETCTBYOLWEM XypHane (ba3e faHHbIX).

3anpochkl, MOCTYNMBLUXE MPU HEMOCPEACTBEHHOM JINYHOM 0OpaLLEeHNM NoSb30BaTesNs B MUCbMEHHOM
dopmMe nam no no4vTe, MPUHUMATCA K UCTIOJTHEHWUIO MPU HANIMYUN B HUX OAaHHbIX, HE0OX0AMMbIX 415
NCMOJIHEHMA 3amnpoca. B ciyyae OTCYTCTBUA TaKUX AaHHbIX MOJIb30BaTE/O MPU JINYHON BCTpeye
yKa3blBaeTcsl Heob6X0AMMOCTb UX NPeaoCcTaBleHUs, NPU HaMYUKM 3anpoca, NPUCIAHHOro Mo MoyTe,
HanpaBnseTcs MHPOPMALMOHHOE NMNUCbMO C NPOoCbBO COOBLNTL HeQOCTaOLWYI0 MHMOPMALMIO.
Mpy MOCTYNJEHUN 3anpoca COLMaNbLHO-MPABOBOrO XapakTepa WM TeMaTuU4yeckoro 3anpoca
paboTHMK apxMBa aHaM3UPYET €ro 1 onpenenseT:

e OTHOCUTCS NN 3aMpPOC K COCTaBY M COAEPXKAHMIO XPaHALLMXCS B apXuse AeJsi, JOKYMEHTOB;

e O0CTATOYHO NN MHOPMALIUN, Colep KaLleicsa B 3anpoce, A5 OCyLLeCTB/IeHNs NOUCKa;

* MPABOMOYEH NN MOJIb30BaTEb NOJIYYUTh 3anpallnBaeMyo MHHOPMaLINIO;

e MPOLWAM I HAYYHOE ONMUCaHMNE N TEXHUYECKOE OPOpPMIIEHNE apXUBHbIE Aesa, OKYMEHThI;

® KakKmne apxXmBHble CMNpPaBOYHUKN WMMEKTCA B apXumBe U MOryT OblTb WCMOJSIb30BaHbI npm
NCMOJIHEHUN OaHHOI0 3arpoca,

* HAaXOOATCA JIN B XPaAHW/IMLLE apXMBHbIe OeNa, JOKYMEHTbI, HeobXoAuMble O UCMOSHEHUS
3anpoca;

B KAKOM (pU3NYECKOM COCTOSAHUN HAXOOATCH apXUBHble OOKYMEHTbI.

OTpVILI,aTeJ'IbeIe OTBETbl C YKa3aHmnemMm npuninHbl HEBO3MOXHOCTWU WCMOJIHEHUA 3anpoCa WJin
pekoMeHoaunaMm O BO3MOXXHbIX MNyTAX TMOUCKa AOOKYyMEHTOB BHE apXuBa, OTBETblI C
npepnocrtaBsieHneM NHGPOpPMaL ML O NepechbisIke 3anpoCcoB B Apyrue ydypexxjeHusa paccMaTpuBaloTCs
KaK UCMOJIHEHHbIN 3anpoc.

Ona onTuMmnsaumm gopmbl nogadn 3arnpocoB U UX UCMOJIHEHUS PEKOMEHAYETCHA pa3MeCTUTb Ha
canTe apxumBa (COOTBETCTBYIOLLErO0 YMNOJIHOMOYEHHOrO OpraHa MO apxXMBHOMY paefly cybbekTa
Poccunckon ®egepaunn, opraHa MECTHOro camMoynpaBieHns) B pa3gese «3anpockl Nosib3oBaTenemn
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0 NMPenocTaBNIEHUN apXUBHOW MHOPMaLIUK» (UM aHANOrMYHOM) CeAYoLLY UHGOoPMaLMIO:

* M0 KaKoW TemaTunke apXmB NMpMHMMMaeT 3alpochl,

e (hbopMy 3anpoca nosb3oBaTens (pasfenbHO ONA PUANYECKUX U DU3NYECKUX NuL) Mno
Pa3IMYHbIM KaTeropusiMm 3anpocoB C o06si3aTeNbHbIMW AN 3anojHEHUS MOASMU U
BO3MO>XHOCTbIO MpUKpenieHns ¢aiiios;

* MaMATKY OJ14 3aNoJIHEHUNA 6naHka 3anpoca,

e OCHOBAHUA O/ 0TKA3a B NpYeMe 3anpoca K PaCCMOTPEHMUIO;

® YKa3aHWne Ha Heobxo4MMOCTb npeanocCtas/ieHNA OOKYMeHTa, noaTBep>XAatlolero rnpaso
nosib3oBaTe NI Ha NnoJslydyeHue MHpopMaL UM o TpeTbux nnuax;

® CPOKWM NcrnoJiHeHn4 3anpocCcoB;

e pe3ynbTaT OKa3aHus ycayru;

¢ KOHTAKTHhI.

B dhopme 3anpoca [osxHbl ObITh onpeaesieHbl Noss, 06a3aTesbHble A8 3aMoJIHEHUSA AN KaX< A0
KOHKPETHOW KaTeropunm 3anpoca. Llenecoobpa3Ho Takxe npeaycMoTpeTb MnoJsie AN BBedeHUs
noJsib30BaTesleM KoJla OJ1s 3aluThl OT AENCTBUA aBTOMaTUYECKUX CEPBUCOB, BPedsLLnX pecypcy, v
nosie AN NOATBEPXXAEHUSA MOJIb30BaTEsIeM Ccorflacus Ha 06paboTKy ero NnepcoHaNbHbIX AaHHbIX.

B cnydae ecnm oTnpaBka (opMbl BO3MOXXHa JiMWb MPU aBTopM3auUW MOJb30BaTeENS B JINYHOM
kKabnHeTe Ha calTe apxmBa, TO MOATBEPXAEHWE MoJsib30BaTeNeM cornacmss Ha obpaboTky ero
NMepCcoHasibHbIX AAaHHbIX LiesecoobpasHo 3anpalvBaTh AWLLb NPU PErUCTPaLMN B IMYHOM KabuHeTe.

ApXnBY peKoMeHAyeTCS WCMOoJIb30BaTb aBTOMaTU3MPOBaHHbLIA Crocob oTnpaBkuM MHGOPMaLMN O
NOCTYNJIEHUWN 3anpoca No 3/IEKTPOHHOM NoYTe apxuBa. XKenaTeslbHO NPeayCMOTPEeTb BO3MOXHOCTb
Bbibopa nonb3oBaTeneMm cnocoba nonyvyeHus oTeeTa (NOYTOM, MO INIEKTPOHHOW MOYTE USIN Ha PYyKN).

B uensix ymeHblLUEHUA KOJINYECTBa HENPOoMUbHbLIX 3aMNpPOCOB Ha CalTe apXMBHOIO Yy4YpeXKaeHus
peKkoMeHayeTCs:

yKa3aTb, AOKYMEHTbI KaKMX OpraHu3auni n 3a Kakne nepuopbl HaXoAAaTCs Ha XPaHEHUN B
apxuBe (ans HeboNbLINX apXVBOB);

e [aTb CCbIIKY Ha NpoduSibHble pecypcChbl, Hanpumep, 6a3y OaHHbIX MO MecCcTaM XpaHeHus
OOKYyMeHTOB Mo nnyHoMy coctay (http://Is.rusarchives.ru/ [3]);

pa3paboTaTb H6a3y AaHHbIX O COCTaBe U COAEPXKAaHUN apXUBHbIX POHZIOB PervuoHa;

pa3MellaTb TeMaTUYECKME 3NeKTPOHHbIE 6a3bl aHHbIX MO JOKYMEHTaM apXxuBa (Hanpumep,

Page 152 of 213


http://ls.rusarchives.ru/

MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

«BeTepaH Tpyaa», «Y4acTHuku Benukon OTeyecTBEHHOM BOWHbI  1941-1945»,
«PoToKaTasnor», «KAODMUHUCTPATUBHO-TEPPUTOPUAJIbLHOE AeNeHne» 1 ap.);

® pa3MellaTb TeéMaTU4eCKne Konnekumnmn nOKyMeHTOB.

Mpwn Npueme 3anpocos Mo 3J'IeKTp0HHOIh no4yTe cneanyeT npenoyCcMoTpeTb OTMpPaBKy MOJIb30BaTeENO
coobueHunsa c noaTBep>XxXpoeHmnem nonyvHeHmsa apxmeom 3arpoca.

PekomeHayeTcCs npeaycMoTpeTb MeXaHU3M, JAatoLni nosib3oBaTesto BO3MO>XHOCTb
aBTOMATUYECKOr0 OTC/IEXMBAHMS CTaTyCca ero 3anpoca.

46.3. ApxuB, Npy HaNN4YMM PUHAHCOBBLIX, TEXHNYECKUX N KaAPOBbIX BO3MOXXHOCTEN, OCYLLECTBAAET
rnpuem 3anpocoB 1 HanpaBJ/ieHMe OTBETOB MO pe3ysibTaTaM UX NCNOJIHEHNS B hOpMe dNEKTPOHHbIX
nOKyMeHTOoBMH:

* yepe3 enepasibHyl0 roCcyfapCTBEHHYIO WHMOPMALMOHHYIO CUCTEMY <«EOUHBLIA nopTan
roCylapCTBEHHbIX WU MYHUUMNANbHbLIX YCNyr (QYHKUWIA)» WAM pPervoHasbHblA nopTan
roCyapCTBEHHbIX U MYHULMNANbHbIX YCIYT;

* MO0 3alUMNLWEHHBLIM KaHajllaM C WCMOJIb30BaHMEM LWNGPOBaNbHLIX (KpunTorpanyieckmnx)
cpencts, WHGPOPMAUWNOHHO-TENIEKOMMYHUKAUMOHHBIM  CcuUCTeMaM U CeTaM  CBf3Wn
HenocpeACTBEHHO B oTaeneHus lMeHcnMoHHoro doHda Poccuinckon depepaunmn mn 4epes
MHOFO(PYHKLNOHaIbHble LEeHTPbl NpeaoCTaB/IeHNA FOCYAAaPCTBEHHbLIX U MYyHUUMUNANbHbIX
yCcayr nNpu  yCNOBUW 3aKIOYEHUS COrlalleHuin O B3aMMOAENCTBUM MEXAY HUMU W
COOTBETCTBYIOWMM OpPraHoOM WCMNOJIHUTENIbHOW BNaCTU B Cdepe apxXMBHOroO gena wuam
OpraHoM MeCcTHOro caMoyrnpaBJfieHuNs;

* M0 MH(POPMALMOHHO-TENEKOMMYHUKAUWOHHbLIM CETAM (Mo cornacoBaHMto C NONbL30BaTENEM).

B cnyyae nomaym 3anpoca Mnosib3oBaTeNleM Ha CaliTe apxuBa MNpuW yCJIOBMW €ro aBTopu3auun B
JINYHOM KabuHeTe UAKN MpPU UHOM BO3MOXXHOCTU €ro ayTeHTU(UKALMM UCMOJSIb30BaHNE YCUIIEHHOM
3/IEKTPOHHOM NoAnucyM He TpebyeTcs. MaeHTUMKauua W ayTeHTUgUKaums Mosib3oBaTenen,
HaMpaBASAOLWINX 3anpockl 4Yepe3 denepanbHyld roCylapCTBEHHYD WHPOPMALIMOHHYIO CUCTEMY
«EQVHBIA MopTan roCynapCTBEHHbIX U MYHUUMMANbHbIX YCAYr (PYHKUMIA)», OCYLLECTBASIETCS B
COOTBETCTBMM C MpaBWIaMu, ycTaHaBIMBaeMbiMu MpaBuTenscTBoM Poccuiickon depgepaumnt?t>,

ApXVBHbIe CMpaBKN, apXMBHble BbINUCKN N apXMBHbIE KOMNUW, HarnMpaBJiISeEMble apXMBOM B OTBET Ha
3anpocbl MNosib30BaTeNern B BUAE 3SNEKTPOHHbIX AOKYMEHTOB (ecnn 3ampoc npepycMaTpuBaeT
npenocTtaB/ieHMe OTBeTa B 3JIEKTPOHHOW opMe), A0JKHbl ObiTb MOAMUCaHbl  YCUIEHHON
KBaJIMULMPOBAHHON 3neKTpoHHOI noanunckio?®], ecnu nHoe He oroBopeHo B HOPMaTUBHbIX
npaBoBbiX akTax Poccunckon ®egepaunn. JOKYMEHTbI, MOOANCAHHbIE YCUNEHHON
KBaMMPULNPOBAHHON 3/IEKTPOHHOM NOAMNUCHIO, AOJIKHbI UMETb PEKBU3UT «OTMETKa 06
3/1eKTPOHHON noanucu», oopmasembln B cootBeTcTBum ¢ FOCT 7.0.97-2016'%7) OcTanbHble
PEKBU3NTbI 0POPMISAIOTCA B COOTBETCTBUN C 06LMMK TpeboBaHMAMUK K 0hOpMIIEHUIO (CM.
KOMMeHTapuun K NyHKTy 46.9 lMpaBun).

Ha canTe apxuBa ciefyeT pa3MecTUTb MHGOPMaLUO 158 nosib3oBaTesien 0 TOM, KakmuMm obpasom
MOryT OCYLLEeCTBASATbCA MPUEM 3arpoCOoB W OTBETbl Ha HUX (CM. KOMMEHTapuUn K MyHKTy 46.2
Mpaswun).

B ¢dhenepanbHble apxuMBbl 3anpocbl MOryT MocTynaTb Yepe3 CnpaBOYHO-UH(POPMALMOHHbLIA LEeHTP
henepanbHbIX roCyapCTBEHHbIX apXMBOB. Ha calTax hepepasibHbiX FOCyOapPCTBEHHbLIX AapXUBOB
0O/HKHa OblTb pa3MelleHa COOTBETCTBYHOLWAs MHMOPMaLMsa C yKasaHWeM agpeca, TenedoHOB ”
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YacoB paboTbl AAHHOIO LIeHTpPa.

46.4. 3anpoc noJsib3oBaTesid paccMaTPUBAETCH U UCMOJIHACTCHA apXMBOM MPU HaIMYMK B 3anpoce:

e N8 IOPUANYECKUX NUL, - MOJSIHOMO HaMMEHOBAaHUSA OPUANYECKOro NLA, COoAep Kallero
yKa3aHue Ha OpraHuM3auMOHHO-MPaBOBYD (DOPMY WAN YyKa3aHWe Ha BUA OPUANYECKOro

nnuai2iel

e ONA PUINYECKUX NUL - PaMUIMK, UMEHN WU OTYeCcTBa (MpM HaJn4ynm) B COOTBETCTBUU C
OCHOBHbIM [IOKYMEHTOM, yOOCTOBEPSIOWNM JIMYHOCTb FparkaaHnHa Poccuinckon ®enepaumn
Ha TeppuTopun Poccumckonm denepauumun, B COOTBETCTBUN C IOKYMEHTOM, YAOCTOBEPSAOLLNM
JINYHOCTb WHOCTPAHHOro rpaxdaHuHa B Poccuiickon ®dPepepaunn nanM AOKYMEHTOM,
yOO0CTOBEPSAWNM TMYHOCTb nua 6e3 rpakgaHcTea B Poccuinckon degepaumu;

® MOYTOBOro W/MNN 3NEKTPOHHOro ajpeca nMnosb3oBaTensa C obs3aTeNbHbIM YKa3aHnem
NMno4YTOBOIro NHAEKCa,

* yKa3aHuA TeMbl (BOMpoOcCa), XPOHOJIOrMYeCKoro nepnona 3anpawimsaemMon nHhopmaumu.

B cnyvyae HeooCTaTOYHOCTWM CBeAEHWI AN WUCMOJIHEHUS 3anpoca, apXuBy PeKOMeHayeTcs B
OTBETHOM MUCbME 3aMpPOCUTb Y MOJIb30BaTENA AOMNOJHUTENbHYI0 MH(MOPMALMIO.

46.5. 3anpoc Nonb30BaTeNs He MOANEXUT PaCCMOTPEHUIO B CleayioLmx cnydaax?tol:

* eC/IM 3anpoc He MoAAAeTCA MPOYTEHUI0, B TOM YUC/le apXMB BMNpaBe He paccMaTpuBaTb
3anpochkl, HaNMCaHHblIe Ha MHOCTPaAHHOM fA3blke (BO n3bexxaHne Npu nepeBofe BO3MOXKHbIX
owmnboK B TpaHCAUTepaumm amMuanin, UMeH, reorpaduyeckmnx HasBaHun n ap.);

e ec/qin OTBET MO CYLeCcTBY yKa3aHHOW B 3anpoce TeMbl (Bormpoca) He MoXeT 6biTb daH 6e3
pasrjaleHna CcBeOeHUN, COCTaBAALWMNX T[OCYAAPCTBEHHYID WM MHYID OXpaHAEeMYylo
henepasbHbIM 3aKOHOM TalHy (yKa3aHHas WHgopMauna MOXKeT ObiTb MpenocTaBsieHa
TONBLKO MpPW Hann4um y nMosib30oBaTeNs QOOKYMEHTaJIbHO MNoATBEpPXXAEHHbIX MNpaB Ha
nojslyyeHne TakKMX CBeLEeHUN, CcoAepXXallmx TroCyAapCTBEHHYID TanHy u  (1au)
KOH(UAEHLUMaNbHYO UHopMaLmio);

* eC/IM 3aMpoC KacaeTcsa TeMbl (BOMpoca), B OTHOLWIEHWUM KOTOPOW MoJib30BaTeslo paHee
MHOIrOKpPaTHO AaBajiMCb MUCbMEHHbIE OTBETbI MO CYLLeCcTBY, U MpU 3TOM He MPUBOASTCS
HOBble [0BOAbI MM 06CTOATENbCTBa (PYKOBOAUTENb apxXvMBa WAM YMNOJHOMOYEHHOE UM
[OJ/KHOCTHOE INL0 BNpaBe NPUHATL pelleHne o 6e30cHOBaTe/IbHOCTY O4epeaHOoro 3anpoca
N NMpeKpaleHnn Nepennckyu no gaHHOMY BOMPOCY MpW YCJIOBMU, YTO YKa3aHHbIA 3anpoc u
paHee HarnpaB/iseMble 3anpoCbl HAMPaBAIMCh B OAUH U TOT XK€ apXuB);

® €C/2in B 3anpoce cogepXaTtcAad HeUEeH3YpPHble nmbo OCKOp6I/IT€ﬂbeIe BblpaXXeHn4d, yrposbl
XKU3HW, 300POBbIO N UMYLLLECTBY OOJIXXHOCTHbIX JIUL, apXUBa, a Tak>Xe 4YJIEHOB UX cemen;

e eC/IN Y NOJMb30BaTeNa OTCYTCTBYT LOKYMEHTbI, MOATBEpXAalLlwune ero nosHoMo4Yns
BbICTYNAaTb OT MMEHU TpeTbux nuy (NyHKT 45.1 MpaBus), B OTHOWEHUN KOTOPbLIX caesnaH
3anpoc (B ciy4dae, eCiim HE UCTEK CPOK OrpaHNYEeHNs, YCTAaHOBJIEHHbIN MYHKTOM 3 CTaTbu 25
depepanbHOro 3akoHa Ne 125-03).
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ApxmB [O/KEH COOBWNTL MOJb30BaTENO, HarpaBMBLUEMY 3anpoc, O MpPUYMHaAxX OTKa3a B
pacCMOTPEHMN 3amnpoca, ecan ero PaMuams 1 MNOYTOBbLIN (3/IEKTPOHHLIM afpec) noanatTcs
MPOYTEHMIO.

NMucbMo apxuBa C I/IHCpOpMaLI,I/IeIZ O TOM, 4HYTO 3anpoC He MNPUHAT K WNCMNOJIHEHWIO MO MNPUYNHaM,
YKa3aHHbIM Bbille, rOTOBUTCA pyKoBoAUTeNneM npopusibHOro CTPYKTYPHOro nogpasgeneHus, nim
Ha3Ha4eHHbIM MM COTPYOHMKOM, NOAMNMUCbIBaAeTCA pykoBoaouUTeNneM apxmea nan ynosiHOMoO4YeHHbIM M
OOJIXKHOCTHbLIM JINLLOM N HanpaBAdeTCA NoJib30BaTEJ1lO B YCTAaHOBJIEHHbIE CpOKVI[ml.

46.6. Ha 6e3B03Me30HON OCHOBE apXMBOM B TedyeHmne 30 KaneHOapHbIX AHEN CO OHSA perncTpaumm
MCMOJIHAIOTCA 3aMpochl COLMabHO-NMPaBOBOr0 xapakTepal??.,

Be3B03Me34HO apX1BOM UCTOJTHAIOTCS TEMATUYECKME 3aMpoChl OPraHOB rocyAapCTBEHHON BACTA U
MECTHOro CaMoynpaBJ/ieHUs, ecin UH(pOoPMaLMS 3anpallnBaeTCsl B LUessaX UCNONHEHUS UMK CBOUX
nonHoMoumin. T[opsiAoOK M CPOKM  MCMOJSIHEHWSI Takoro poja 3anpocoB  YyCTaHaB/MBAlOTCA
3aKoHoJaTeNLCTBOM Poccuiickoit Penepaunn??4, nnbo cornacosbiBalOTCA HENOCPEACTBEHHO C
3TUMW OpraHaMu.

Ha 6e3B03Me34HON OCHOBE apXMBOM TakK)Xe MCMOJIHAKTCS 3anpocChl O pacCekpevynBaHNM apXUBHbIX
JOOKYMEHTOB, cofep)Xalmnx ceeleHns, COCTaBAsALWMe rocy4apCTBEHHYI0 TanHy. CpoK NOArOTOBKMU
MOTMBMPOBAHHLIX OTBETOB Ha TaKue 3anpochbl, MPU HaIN4YUM Yy apxmBa COOTBETCTBYIOLMX
MOJIHOMOYNIA, B COOTBETCTBUM C 3akKoHoOaTenbCTBOM Poccuinckon Pepepaunn cocTtasnseTr 3
mecsiual®?3l, Ecnu apxvB He NpaBOMOYEH PeLInTL BOMPOC O PaCcCeKpeynBaHNM 3anpalinBaeMbix
CBeZleHNN, TO 3anpocC B MeCsA4YHbI CPOK C MOMEHTa ero nocTynjeHna nepefaeTcs B opraH
rocynapcTBEHHOW BAacTU, HafgeNleHHbI TakKUMKU NOJIHOMOYUAMU, O YeM yBeAOoMSISeTCA
noJsib3oBaTesib, NoAaBLLNI 3anpoc (cM. Paszgen VIl MeToanyYeckux pekoMeHaaumin).

46.7. Ha BO3Me3OHOM OCHOBE WCMOJIHAIOTCA TeMaTuyeckue 3anpocel, nocrynmewine oOT

IOPUANYECKUX U PUSNYECKUX NIULL, KPOME CNy4YaeB, YKa3aHHbIX B NyHKTe 46.6 Mpasunt??4.,

TemMaTuyeckme 3anpocbl WUCMOMHAITCA TOCYAAPCTBEHHLIMU W MYHULMNAJbHBIMUA apXMBamMu Ha
OCHOBaHMM JOrOBOPOB BO3ME3AHOIr0 OKa3aHusa ycayr. B ciyvae, ecniv apxumB ABNAETCA CTPYKTYPHbBIM
nonpasnefsieHNeM opraHa MECTHOroO CaMoyrpaB/ieHWUs, OOroBOpP BO3ME3AHOIro OKa3aHua ycnyr
3aKJIl04aeTCs yKa3aHHbIM OpraHoOM MEeCTHOro CamMoynpaBJieHUs.

B nporosope p[o/KHbI ObITb OroBOpeHbl MNpeamMeT paoroeopa (Buabl M ob6bem paboT); Cpoku
BbIMOJIHEHUS YC/yr MO [AOroBopy; CyMMa Aorosopa (CTOMMOCTb YCIyr) C y4yeToM pa3Mepa
MPUMEHsEeMbIX HaJ/IOroB; MOPAAOK pacyeToB. B poroBope ykKasbiBalOTCHA: AaHHble O CTOPOHax
norogopa (MoytoBble N 6GAHKOBCKNE PEKBU3UTLI, HaMMEHOBaHWE CTOPOH, Yy4YpeauTenbHble
OOKYMEHTbI, (paMUAnNs, UMs, OTHECTBO M 3aHMMaeMass LOJ/DKHOCTb JiNu, WMEeKLWKUX MnpaBO Ha
noanvcaHue gorosopa)t??,

[loroBop 3akJlo4aeTcs No B3aUMHOMY COracuio CTOPOH. Ecin B apxuBe oTCYTCTBYIOT (PUHAHCOBLIE,
TexHU4Yeckne N KaapoBble BO3MOXHOCTY MO UCMOJIHEHUIO TEMATUYECKOro 3arnpoca, OH BrpaBe He
3aK/l0o4aTb [OOrOBOpP BO3ME3AHOr0 OKa3aHWs YyCayr. ApXMB B TakKuUX Cay4vasx pekoMmeHayeT
Nosib30BaTes0 NMPOBOANTL CAMOCTOATESbHbIV MOVCK MHTEpEecylolen ero MHopMaL M B YNTabHOM
3a/1e apxuBa.

Mopsiiok onpeneneHns naaTbl U (UKM) pa3Mep MAaTbl 3@ UCMOJSIHEHME TeMaTUYeCKMX 3arpocoB
yCTaHaB/IMBaAETCA B COOTBETCTBMU C 3aKOHOLAATENLCTBOM Poccuiickon ®epepaunm.

CTOMMOCTb OKa3aHus apPXmnBoM ycnyr no UCNoHEHUK TeMaTUn4eCKnX 3arfnpoCcoB yCTaHaBJ/INBaETCA
apxXmBoM B rlpe|7|CKypaHTe OKa3blBaeMbIX YCNyr, yTBep>X4aeMOoOM JIOKaJIbHbIM aKTOM apXunBa.

CTOMMOCTb OKa3aHus denepanbHbiM FOCYAAPCTBEHHbIM  APXUMBOM  YCAYr MO  WUCMOJIHEHUIO
TeMaTUYeCKNX 3arnpoCcoB YCTaHABANBAETCA apXMBOM MO MPENCKYPaHTY MAATHbIX YCAYyr, KOTOpPbI
yTBEP)XAAETCA OUPEKTOPOM apxuBa W pykoBoguTenem denepasibHOro opraHa MCNOAHUTENbHON
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BJIaCTV B cchepe apxXMBHOMO fena v 4eNonpon3BoacTea (Pocapxvsom)28],

46.8. N"H(bopMaUVOHHbIE OOKYMEHTbl apXnBa

ApxunB ohopMnaeT OTBETbl Ha 3arnpochl B BUAE apXMBHOW CrpPaBKW, apXMBHOW BbIMUCKN, apXUBHOWN
Konun, MHHPOPMALIMOHHOIO NMNUCbMa, a TakXXe B MHbIX (OpMaXx, YKa3aHHbIX B NyYHKTe 46.14 MNpasun.
Mo pe3ynbTaTaM 3arnpoca O pacCeKpeymBaHUN apXUBHbLIX LOKYMEHTOB apXuB O(OpMAseT TOJIbKO
WH(pOPMaLMOHHOE NUCbMO. Bce nHpopmMaLmoHHbIe LOKYMEHTbI OPOPMIAIOTCA Ha roOCylapCTBEHHOM
A3blke Poccunckon depepaumm B COOTBETCTBUM C COBpPeEMeHHON opdorpadumen n NyHKTyaumnen.
NHpopMaLNOHHbIEe OOKYMEHTbl BbIChbIIATCA MO MNoYTe NPOCTbIMW NUCbMaMu WX MOCPencTBOM
MHHOPMaLNOHHO-TEIEKOMMYHUNKALUMOHHbIX ceTen (Mo corsacoBaHUIo C MoJsib30BaTeNEM).

46.9. ApxmBHasa cnpaBKa

ApxuBHasa crnpaBka (MpunoxeHne Ne 11 K [NpaBwnam) npeacTtaBnseT cobon OoPopMIEHHLIN Ha
6naHke apxuBa WHMOPMALMOHHLIA [AOKYMeHT ¢ ob03HavyeHMeM ero Ha3BaHWA («ApXxuBHas
CnpaBka»), CoAep>Xallnin AOKYMEHTHYI WHpOpMaLMio Mo TeMe 3anpoca C yKa3aHWeM apXMBHbIX
LWNPOB N HOMEPOB NIUCTOB €AUNHUL, XPaHEHUA TeX apXMBHbIX JOKYMEHTOB, Ha OCHOBAHUN KOTOPbIX
OHa COCTaBNeHa, UMEKLLUUA IPUANYECKY0 CUY. APXMBHAA CripaBKa 3aBepseTcs pyKoBOOUTENeM
apxmBa MM opraHa MecTHOro caMmoyrnpasneHus nMbo yrnoaHOMOYEHHbIM UM INLLOM.

ApXI/IBHaFI CrpaBKa COCTaBNndeTCA Ha OCHOBaHUN OOKYMEHTOB, XPaHALWNXCA B apXuMBe.

PekoMeHOyeTCs Ha4yMHaTbCS apXWUBHYIO CrpaBKy C/0BaMun «B goKyMeHTax apxmBHOro poHaa («B
APXMBHON KONNEKUUN») ...» (JaeTCqd HauMeHOBaHME apXMBHOro ¢goHaa (apxXmMBHOM KONEKLUN)).
TeKCT B apXMBHOW CMpaBKe M3saraeTcs B XPOHOJIOrMYECKOW nocsienoBaTelbHOCTN cobbiTuin (a He
OOKYMEHTOB) C YKa3aHWEM BNOOB apXMBHbIX LOKYMEHTOB 1 UX AaT.

OaTel moryT ObITb YKa3aHbl:

* TOJILKO UnppamMun

MpuMepsr:

15.04.2011;

e unppamm n byksamu

Mpumepsr:
15 anpensa 2011 r. (cnoBO «roA» MOXeT OblITb HaNUCAHO MOJTHOCTbIO).

B apxuBHOW crnpaBke [OMYyCKaeTCs LUTUPOBAHUE apXMBHbIX OOKYMEHTOB. [pyn UMTUPOBaHUK
JOKYMEHTa Hayano M KOHEL, KaX[oro M3BJEYEHMs, a TaKXe MNPOMyCKM B TEKCTe apXWMBHOIO
[OKYMEHTa OTAesIbHbIX CJI0B UK ab3aueB 06o3HayvaloTCs MHOroTouneM. Mpu LUTUPOBAHMK 06bIYHO
NCMONb3yeTCs [Jlaron «ykasaHo» («B npoTokosie, MpuKase, PacropsKEeHWW... YKa3aHO...»).
BblpaXkeHne «MMelTCs CBeAeHUs» yrnoTpebnsaeTcs Mpu U3JIOKEHUU COoep>XaHus [OKYMEHTOB,
UMTMPOBaHME KOTOPbIX 3aTPyAHEHO, HanpuMmep, (PUHAHCOBbLIX OTYeTOB («B (mHaHCOBOM oT4yeTe
(Ha3BaHWe opraHuM3aunn) 3a ... rof NMEeTCA CBEAEHUS O CTPOUTENbCTBE UM UMEKTCS CBEeAEHUS,
4To...»). TpWU WCNONb30BaHMMN CMUCKOB OOLIYHO MULWIETCS [aron  «3HauYnuTcs» (B CrMcKax
NPUCYTCTBYIOLLNX 3HAYMTCS ...).

B TekcTe apXMBHOIZ CnpaBKM OaHHble BOCMPOU3BOAATCA TaK, KaK OHWU WN3JI0OXKEHblI B apPXUBHbIX
ANOKYMeHTaX, a pacxoXxaeHmnda, HecoBnageHuUa 1 HETOYHOCTW Ha3BaHWUA, OTCYTCTBUE WUMEHN,
oT4yeCcTBa, MHNMUMaNOoB NN Haandime ogHoro N3 HUX oroBapmBalkdTCA B TEKCTE CMpaBKN B ckobkax.
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Ecnn B 3anpoce n B OOKYMEHTax Mpu HanucaHuu amMmmamm, UMeHn n oT4HecTBa JinLA UMEKTCH
pacxoxaeHus, COTPYOHUK apXmBa OCYLLECTBASET NOMCK U NPOBEPKY MHGOPMaL MM, NO3BOASAIOLLIEN
YCTAHOBUTb UX NAEHTUYHOCTb, AJ19 Yero NpoBEPSAETCA HECKOJIbKO 3anncein B pasHbliX JOKYMeHTax, B
KOTOpPbIX AOMNOJIHNTENbHAA NHpOpMaL s NO3BOASAET YCTaHOBUTb, YTO peyb naet o6 04HOM 1 TOM e
yenoseke. B cnyyasnx, Korga 3TO YCTaHOBUTb HEBO3MOXXHO, B CrpaBKe paeTcs MHpopmauusa no
TEKCTYy AOKYMeHTa. Ec/in B AOKYMeHTe yKa3aHa ToJIbko hammama 6e3 MHMUWaNoB uan UHUUnanbl
6e3 paclwngpoBKKN, TO B apXUBHON CripaBke MHQOPMaLUSa NpeacTaBasaeTCca aHaaorm4yHbiM obpasom.
B OaHHbLIX U aHaNOMMYHbIX CNyYasaXx, OTHOCALLMXCA K pacxoXXOeHUAM B HanucaHnum hamMmnanin, UMeHn,
oT4yeCTBa, UHMUUMaNOB Jinla, B TEKCTE CrMpaBKN B ckobkax YKa3blBaeTCHA «Tak B OOKYMeHTE» nNnin
«Tak B TEKCTe opurmHana».

Hepa36op4nBO HanucaHHbIE, UCMPABJIEHHbLIE aBTOPOM, HE NoAdaloLMecs NPOYTEHMIO MecTa TeKCTa
IOKYMEHTa OroBapuBalOTCS B MPUMEYAHUAX MO TEKCTY apXUBHOW CMpaBKM C yKa3aHueMm «Tak B
TeKcTe opurvHana» unm «B TekcTe Hepa3bopymBo». B npuMeyvaHUsIX OroBapuBaeTCs TakXe
Hannyne WanM OTCYTCTBME OTMETKM O 3aBEepPeHUN LOKYMEHTOB, MOCAYXMBLUMX OCHOBAHWEM AN
COCTaB/IeHMs OTBETa.

B apxuBHYl0 CMpaBKy BKJOYAETCS WHGoOpMaLuUsa, 3anpallnBaemMas MoOJIb30BaTeNIEM, a TakKXe
nHopMaums, Heobxogumaa nONS MNOATBEPXAEHUS 3anpallvBaeMbiXx CBeleHUn (Hanpumep,
NHPopMaUmss O TMepeuMeHOBaHUN opraHuM3auun). HanmeHoBaHME opraHusauuMm npu MNepBoM
YMOMWUHAHUN NPUBOAMTCSA TMOJIHOCTbIO, 3aTeM B CKOOKax YyKa3biBaeTcs ee oduumalbHoe
COKpalleHHOe HanMeHOoBaHMe (NpX HaNnyYMn), KOTOPOE MOXKET MCMOJIb30BaTbCA fajlee B TEKCTE Mpu
NMOBTOPHbIX YNOMUHAHNAX HAMMEHOBAHUSA opraHusauumn. NepenmeHoBaHUS MOryT 6biTb YKa3aHbl B
caMocTosITeNbHOM apxuBHoii cnpaske?’, HdopMaLms 0 nepenMeHoBaHUAX AaeTCH Ha OCHOBaHWM
yypeaunTesibHbIX JOKYMEHTOB W MPUKa30B N0 OCHOBHOW AEATE/IbHOCTU OpraHu3auunun.

B «OCHOBaHMW» apXMBHOW CMpaBKM Nocse ABOETOYNSA MPMBOAATCSA MONCKOBLIE AaHHbIE AOKYMEHTOB,
NCMNOJIb30BaHHbIX OJ19 HanuUCaHWa CRpaBKW: apxuBHble WNGPbI U HOMEpa JIMCTOB apXMUBHbIX
OOKYMEHTOB; MCMNO0JIb30BaHHbIE MeYaTHble n3gaHna (4epes ToYKy C NPonUcHon BykBbl UK 4Yepes
TOYKY C 3anATON CO CTPOYHOM OYKBbl). BO3MOXXHO NMpoCTaB/ieHNE apXMBHbIX WWEHOPOB 1 HOMEPOB
JINCTOB apXWUBHbIX AOKYMEHTOB B TEKCTE apXMBHOW CMpaBKW Cpa3ly MOCAE M3JIOKEHUSA KaxkKOoro
hakTa nnm cobbiTums.

Mpn OTCYTCTBUM B apXMBe OOKYMEHTOB MO TEME 3aMpoca apxMBHasa CripaBka MOXXeT ObiTb BblAaHa
Mo XpPaHALWMMCS B apXMBe NeYaTHbIM UKW PYKOMUCHbIM CNPaBOYHbIM MaTepuanam, nepruoamnyeckom
ne4yaTu C TOYHbLIM U MOJIHbIM YKa3aHMeM MCTOYHMKA. B 3TOM ciyvyae BMecTO Ha3BaHWUs (pOHOa B
ApPXUBHOW CNpaBKe YKa3blBaeTCs UCTOYHUK UH(OpMaLMN:

MpuMepsr:
«B ne4yaTHOM (PyKOMMCHOM) CnpaBOYHMKe (Ha3BaHWe CNpaBOYHUKA) B CMIMCKe (Ha3BaHMe AOKYMEHTa) 3Ha4YnTCA ...»).

B «OcHOBaHUW» yKa3blBaeTCs NOJIHOE Ha3BaHMeE CNpaBOYHNKA, N3L4aHWSA, BbIXOOHbIE OaHHbIe, HOMep
nncTa (CTpaHuubl).

CornacHo MNpaBunaMm, B TEKCTE apXWBHOW CMpaBKW He [AOMYCKAalOTCS WU3MEHEHWUs, UCTpaBieHuns,
KOMMEHTapuu, CoBCTBEHHble BbIBOAbI apXMBa MO COOEPXXAHUID aAPXUBHLIX [OOKYMEHTOB, Ha
OCHOBAHMN KOTOPbIX COCTABJIEHA apXMBHas CrpaBKa.

Mpu 3ToM [oOKyMeHTbl genonpoussoactea XVI B. - nepson nonosuHbl XVIII B. gonyckaeTtcs
BOCMPOM3BOAUTL C HEKOTOpbIMW  ynpolleHnamu, obrnervawwnMmm BOCApUATUE TekCTa W
CO3[al0WMMM BO3SMOXHOCTU A8 ero TeKCTOBOro BOCMNpOM3BeAeHUs C MCMNOosib30BaHMEM OBbIYHbIX
TeXHUYeCcKux cpencTs. Tak, Bblweauwme wun3 ynotpebneHusa OykBbl andaBuMTa 3aMeHAOTCH
QHaNOrM4yHoO NpPoU3HoCUMbIMKM BykBamMun coBpeMeHHoro andgasuTa ("¢" BMecto "utol", "e" BMECTO
"atn" wn T.n.). BbykBeHHble 0603HaYeHUA YUCen 3aMeHSAKTCA COBPEMEHHbLIM  LU(POBLIM
ob6o3HavyeHmneM. OcTanbHble OCOBEHHOCTM HaMUCaHUA pPEKOMeHOyeTCA COXpaHATb (Hanpumep,
TBepAbll 3HaK B CepeiHe U KOHLLe C/I0Ba, rNarosibHble U Nage>XXHble OKOHYaHus 1 ap.).
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CokpalleHnsa oTaesbHbIX CJOB, 06bl4YHbIe oNA CTapoC/1aBAHCKOIo N LepKOBHOC/IaBAHCKOIo nncbMa,
3aMEHSATCA UX MNOJIHbIM HamnmucaHueM. [aTbl COXPaHAITCA B TOM >e NeTOoCHYUCNEeHUWU, YTO N B
nooanHHukKe. nsa y)J,O6CTBa npo4YTeEHNA PaCCTaBNAOTCA B COOTBETCTBMN CO CMbICJZIOM TeEKCTa 3HaKU
npernnHaHnmga, KOTopble B CTapbiX PYKOMUCAX Hepenko BoobLe OTCYTCTBYIOT, a TaKXe
pa3rpaHn4mnBaloTCA CTPOYHbIE N NPOMNCHbIE 6yKBbI.

JokyMeHTbl BTOpo nosiosuHbl XVIII B. 1 no3gHenLwero BpeMeHn peKkoMeHayeTcs BOCMPONU3BOAUTL B
COOTBETCTBUN C COBPEMEHHbLIMU HOpPMaMu MpaBoOMMCaHUA, COXPaHAd NUWb WHOUBUAOYasIbHbIE
0COBEHHOCTN HaNUcaHMsa COBCTBEHHBLIX NMMEH.

ApxuBHasi crnpaBKa, MpeBbllalowas no ob6bemMy oAuvH JINCT, MPOLUNBAETCA, BCE €€ JIUCTbI
HyMepyloTCcs. Bce NMCTbl apXMBHOW CMpaBKU CKPEMSOTCH, HAa MeCcTe CKperJieHUs CTaBsaTcA
noANnCb 1 ne4vaTb. MNocnenHnin MUCT apXUBHOW CMpPaBKW MOAMNUCLIBAETCS PYKOBOAMTENEM apXMBa
WA YNOSHOMOYEHHbIM UM [OOJ/DKHOCTHBLIM JINLOM (B MyHMUMMANIbHOM apxuBe - PyKOBOAUTENIEM
opraHa MecTHOro camoyrnpaB/iEHUS U YNOJIHOMOYEHHBIM UM OO0J/IKHOCTHBIM JIMLIOM) U 3aBepsieTCs
nevyaTbio apxuBa - AN UCMNOJIb30BaHMUS Ha Tepputopum Poccuinickon depepauunn, n repbosoi
neyvyaTblo, a NMpPU ee OTCYTCTBUU - NeYaTbio, ONpeneneHHon yCTaBOM apXxuea, - 4J1s HanpasJieHUs 3a
npenensl Poccuiickon depgepaunn. 0as MyHULUNANbHOIO apxmBa, He SIBASIOWErocs puan4yeckmnm
IMLUOM - revyaTblo, OnpeneseHHoM MpPaBOBbIM aKTOM COOTBETCTBYIOLLEro opraHa MeCTHOro
caMoynpaBJieHus.

ApXVBHas CrpaBKa neyaTaeTcs B ABYX dK3eMnaspax. BTopoil 3K3emMnasp BMecTe C 3anpocoM
XPaHUTCA B apxuBe He MeHee 5 neT?28],

HepocTalowme no 3anpocy CBefeHUs (Kak MpaBuio, UHMOPMaLMsS O TOM, Kakue CBefleHUs U 3a
KaKue rofbl B apXuBe OTCYTCTBYIOT 1 MOYeMy) MOryT BbiTb 0hOPMIIEHbI B BUE COMPOBOAUTENbHOIO
NMUCbMa apxvBa, KOTOpPOe rfeyaTaeTcs Ha 6OflaHKe apxMBa W MOAMUCHIBAETCA PYKOBOACTBOM
apxmpat???!

Ecnn apxmBHas cnpaBka npefHa3HavYeHa A9 HanpasJieHMs B rocyfapcTBo, MnoAnucasluee
KoHBeHUWMO, oTMeHsAWwYyo TpeboBaHMe neranmsaunm MHOCTPaHHbIX ouUMasibHbIX OOKYMEHTOB,
3akJIlo4eHHYlo B . [aare 5 okTAbpsa 1961 r., oHa OoJixXHa OblTb 3aBepeHa COOTBETCTBYIOLWUM
YMNOJIHOMOYEHHbLIM OpraHoOM WUCMONHUTENbHOW BNacTu cybbekTa Poccunckonm depepaunn B cgepe
apxXmBHOro gena Uan ynosiHOMOYE€HHbIM (pep,epaanuM OopraHom NCMNOJIHUTENIbHON BNACTUN B ccbepe
ApPXUBHOroO Aesia N AeNonpon3BOACTBa (A1 apXMBHbIX CMPaBOK (enepasbHbIX FOCYAapCTBEHHbIX
apXMBOB) NPOCTaB/IEHNEM U 3aMoOJIHEHMUEM anocTuns, n HanpaBaseTca B ML Poccun. cknoyeHne
COCTaBAAT

* rOCydapcTBa, C KOTOPbIM Poccuinckaa degepaums 3ak/to4maa 40roBop O NPaBoOBOM MOMOLLN
N NPaBOBbIX OTHOLLUEHUAX MO FPaXKAaHCKMM, CEMENHbBIM 1 YIrOJIOBHbLIM fesaM,

e rocypapcTtBa-yyacTHuka CHI, nognucaswero CorsaweHve 0 MpuHUMNax u ¢opmax
B3aMMoOAENCTBMS B 061aCTU MCNONb30BaHNSA apXMBHOW MHGOPMaL MK,

e FOCYJapCTBa, C KOTOPbLIM MMeEEeTCs ABYCTOPOHHEE COrnalleHne O COTPYAHWYECTBe B 3TON
o6nacTutz%,

46.10. ApxnBHas BbINMCKa

ApXuBHas BbIMWUCKA - 3TO OCDOpMJ'IEHHbIIZ Ha 6naHke apXumBa I/IHq)OpMaLI,I/IOHHbIVI OOKYMEHT C
0603HaYvYeHNEM ero Ha3BaHMA (<<ApXI/IBHaﬂ BbINMCKa»), OOC/OBHO BOCI'IpOI/IBBO,EI,ﬂIJ_I,I/IIZ HaCTb TEKCTa
aApPXMBHOINo OOKYMEHTa, OTHOCALLMACSH K onpepesieHHoMYy akTy, cobbiTuiO, nngy, C ykKasaHunem
ApXMUBHOro Lwugpa U HOMEpPOB JINCTOB eAUHUUbLI XpaHeHus, nMerLnin ropnan4yeckyro cuay.
ApXuBHas BbIMUCKa 3aBepsAeTCA PYKOBOAUTESIEM apXuBa WM opraHa MeCTHOro camoyrnpaB/ieHus
nmbo YyMNOJIHOMOY€HHbIM UM JINLIOM.
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Ha4vano n KoHel Ka)kgoro u3BJjie4eHUs U3 apXMBHOMrO OJOKYMEHTA, a Tak>Xe NponyCckn B ero TekcTe
oTAeNbHbIX cnoB 0603Ha4valTCa B apXVIBHOI7I BbIMNCKE MHOroToumem. OcobeHHOCTU TeKkCTa
aApXnMBHOIro AOKyM€HTa, BOCnpomssogmmMmoro B apXI/IBHOVI BbIMNCKE, OroBapmBaldOTCA TaK XKe, KaK K
TEKCTY apXI/IBHOI7I CrnpaBKW.

M3Bnie4yeHns N3 TEKCTOB apXUBHbIX JOKYMEHTOB LOJIKHbI 6bITb ncHepnbiBalOWMN U BKIKOHYaTb BCe
nmMmerineca gaHHbIe Mo 3arnpocy.

B npuMeYvaHmnsax no TekcTy avauaH0|7| BbIMNCKWN OenatdTCA COOTBETCTBYHOLWMNE OroBOPKMU O H4acCcTAX
TEeKCTa OpurmnHana, Hepa360p‘-|v|Bo HaMMCaHHbIX, WCNpaBJZIeHHbIX aBTOPOM, He noaAalonXca
MPOYTEHMNIO BCIeACTBUE NOBpPeXAeHUA TekCcTa 1 T.4. OThesbHble C/I0Ba U BblpaXkeHUA opuUrnHana,
Bbi3blBalOLne COMHeHUA B UX TOYHOCTW, OroBapuBaloTCA CJZIOBaMW.

MpuMepsr:
«B TekcTe Hepa3bopynBo», «Tak B LOKyMEHTE».

MHoroto4ynem B apXI/IBHOIZ BbiMMCcKe 0603HavYaloTCs Havyaslo U KOHEL, Ka)XAoro M3BJeYeHus un3
aApPXMBHOIo0 AOKyMeHTa, MPONYyCKN B €ro TekKCcte OoTAeJIbHbIX C/OB.

B «OcCHOBaHUU» K TEKCTY apXUBHOW BbIMUCKW YKa3blBAlOTCA apXWBHbIM WNGP U HOMepa SINCTOB
NCMNOJIb30BAaHHOI 0 apXMBHOIO AOKYMEHTa.

OdopmMaeHne apxnBHOM BbIMNCKN OCYLLLECTBASAETCH MO aHaJIorum C apxXmMBHOM CNPaBKOM (CM. MYyHKT
46.9 MpaBwun).

46.11. ApxmneHasa Konus

ApXuBHas KOMusa 4OC/I0BHO BOCMNPOU3BOAUT TEKCT apXUBHOIr0 OOKYMEHTa Uan ero |/|3o6pa>KeH|/|e, C
yKa3saHueM apxXMBHOro Lwudgpa, 3aBepseTca pykoBooUTeNeM apxuBa WANM opraHa MeCcTHOro
CaMoynpaBineHna nmbo YNOJIHOMOY€HHbIM M OOJIXXHOCTHbLIM JIMLLOM N UMEeET ropnagnvdeckyto cuny.

ApxmBHas Konmsa Ha GyMa>kHOM HOCUTEsNle NOAMUCLIBAETCA U 3aBEpsAeTCs Mo aHaNorMm C apxXmMBHOM
CrnpaBKOW (CM. KOMMeHTapun K NyHKTy 46.9 MpaBun). MNpn 3TOM apXMBHLIN WGP KaX4oro amcTa
ApPXMBHOIO AOKYMEHTa O0JKeH 6bITb NpoCTaBsieH Ha 060poTe COOTBETCTBYIOLLENO JINCTA apXMBHOM
Konuu.

ApXMBHasA KOMUS MOXET TakXe ogopMIATbCA B (opMe 3NEeKTPOHHON KOMuUM [OKYMEHTa,
NOAMNCAHHON 3/IEKTPOHHOW TMOAMUCHID PYKOBOAUTENS apXMBa WAM  YMNOJIHOMOYEHHOro UM
[O/DKHOCTHOrO Nnua (B MyHUUMMNANbHOM apXxuBe, He SABASIOWUMCS PUANYECKUM JINLOM, -
PYKOBOAUTENS1 OpraHa MEeCTHOro CamMoyrnpaBfieHUs WAW YNOJHOMOYEHHOr0 WM [OJSKHOCTHOIO
nvua)?2H, ApxuBHbIN WP AOKYMeHTa Npy 3TOM BHOCUTCA B UMA (baitnia 31eKTPOHHON Konuu
[OKYMEHTa.

Mpy MoAroTOBKE apXMBHOW KoMuM Ha 6naHKe apxuBa TEKCT [OOKYMEHTa BOCMPOU3BOANTCS
MOJIHOCTbIO, C COXpaHeHneM ocobeHHoCTeln opgorpadum 1 NyHKTyauum NoaJMHHUKA AOKYMEHTa.
Mo »>XenaHuo MoJsb30BaTEeNs apXMBHAs KOMUS BLIMOJMIHAETCS B (OPME 3/1eKTPOHHON Komnun
IOKYMEHTa.

B cnyyYae n3roToBJIeHMS apXMBHOW KOMWK B BUAE M3006pakeHns apxXMBHOIO LOKYMeHTa Ha 6/aHke
apxuBa COCTaBAseTCS COMPOBOAUTE/NIbHOE MUCbMO, B KOTOPOM YKa3blBAaeTCs KOJIMYECTBO
n3obpakeHnin, COCTaBASIOWNX aAPXMBHYIO KOMWIO, U ee Ha3BaHue. [MMCbMO NoANUCbIBaeTCA
PYKOBOAMTENIEM apXMBa MM YNOJHOMOYEHHbBIM UM AOJIKHOCTHBIM JINL,OM.

46.12. Mopanok oGOopMAEHMs N MNpPefoCTaB/IEHUs 3asBUTENAM apXMBHOW CrMpPaBKW, ApXUBHOMN
BbIMMCKN U QpPXUBHOW KOMWW NPX UCTMOJIHEHUM COLMAJIbHO-NPAaBOBbIX 3aMNpoCoB

ApxuBHas cnpaBKa, apxXMBHAas BbIMUCKA N apXMBHasa KOMus, npegHa3sHa4vYeHHble O19 HanpaBJ/ieHNs B
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rocygapcTBa-yd4acTHuku CHI, Bko4ass OTBeTbl 006 OTCYTCTBMM 3anpallvBaeMbiX CBEOEHWUN,
BbICbIJIAIOTCSA apXMBOM HEMOCPEACTBEHHO B aApec 3asBUTeNs.

ApXxuBHas crnpaBKa, apX1UBHas BbIMUCKA M apXMBHas KONWs, NpefHa3HayYyeHHble A8 HanpaBJJieHUs B
rocygapcTBa, He aBastowmnecs yyactHmkamum CHI, BktoYas oTBETbl 06 OTCYTCTBMM 3anpallnBaeMblX
cBefleHUIn, ohopMASIOTCA U BMECTe C 3anpocaMu HamnpaBAslOTCS apXMBOM B COOTBETCTBYIOLLNIA
henepanbHbIA OpraH MCNOAHUTENbHOW BNACTU WU ero TepPUTOpPUabHbIA OpraH.

ApXVBHasi CrnpaBKa, apxWBHas BLIMUCKA W apxWMBHAas KOMUS B cjay4vyae JMYHOro obpalleHuns
rpa)<JlaHMHa U ero AOBEPEHHOI 0 JINLIA B apXMB BbIAalOTCA eMy Mo Pacnucky rnpu npeabasaeHnn
nacrnopTa WiN WUHOTO YyOOCTOBEPSAIOWEro AOKYMEHTa; OOBEPEHHOMY JiMLy - MpU NpeabsBieHUn
[0BEPEHHOCTH, 0hOPMJIEHHO B ycTaHOBNeHHOM nopaaket?2l n npu npeabasneHun kentaHuun o6
yrnnaTe rocyfapCTBEHHOI MOLLINHBI 3a NpocTaBneHve anoctuna®*3, Nonyyatens apxueHom
CrpaBKW, apXMBHOW BBLIMUCKN U apXUBHOW KOMUW PaCMNCLIBAETCS Ha UX KONUAX Uim Ha obopoTe
COMPOBOANTENILHOIO MUCbMa K HUM, YKa3blBas AATy UX MNOJlyYeHuUs.

NHpopMaLnoHHbIE LOKYMEHTbl (BKAOYasa oTBeTbl 06 OTCYTCTBUM 3anpallMBaeMbiX CBeOEHUN)
BbICbIJIAOTCA apXMBOM HernocpeacTBEHHO Ha ajpec nojib3oBaTess, ec/in OHU NpefHa3Ha4vYeHbl o
HanpaBfieHns B rocyaapcTBa-ydacTHukn CHIM?*4, Mo cornacosanuio c nonb3oBaTenem oHu MoryT
ObITb HanpaBsieHbl B QOPME 3/IEKTPOHHbLIX AOKYMEHTOB (CM. KOMMEHTapuUmn K NyHKTY 46.4 Mpasun).
B cnyyae ecnn nHbopMaLMOHHbIE AOKYMEHTbI, MOAFOTOBJIEHHbIE MO pe3yJibTaTaM NCNOJIHEHUS
counanbHO-MpPaBOBbLIX 3aMpocos, (BKJ‘IIO‘-IaFI oTBeThl 00 OTCYTCTBUUN 3anpallnBaeMbIX CBe,EI,eHVII7I)
HanNpaBJIATCA B roCcyAapcTBa, He apnsowmecs y4actHukaMmu CHIC, oHn ohopmnaoTca n BMecTe C
3anpocamMun (aHKeTaMu, INYHBbIMWN 3aABIEHUAMM U T.M.) HANPaBNATCA apXNBOM B KOHCYIbCKUN
nenapTaMeHT MUHUCTEPCTBA MHOCTPaHHbIX Aen Poccuiickon ®epepauun (MUL Poccum)i233,

paxkgaHuHy Poccuinckon depepaunm OoTBET Ha 3amnpoC BblAAETCA MNpu npenbsABAeHUM NacrnopTa
WAXN  WHOro YOOCTOBepsloWero JAoKyMeHTa (yAoCToBepeHue JINYHOCTU BOEHHOC/YXKallero
Poccuiickoin ®epepauunnt?3®!, BoeHHbI 6neTa congaTa, MaTpoCa, CepXKaHTa, CTapLUUHBI,
npanopLvka n MuiMaHa®*’l, BpemeHHoe yaocToBEepeHmne NMMYHOCTM FpaxAaHnHa Poccuiickon
depepauunt?2l),

NHOCTpaHHOMY TrpaXKZlaHWHy OTBET Ha 3arnpoc BbIAAETCA MpU  MNpeabaABAeHUM MnacrnopTa
WHOCTPAHHOIo rpakaaHnHa nmbo NHOro AOKYMeHTa, YCTAaHOBJIEHHOro defepasibHbiM 3aKOHOM UK
Nnpr3HaBaeMbIM B COOTBETCTBMU C MEXAYHAPOAHbIM AOr0BOPOM Poccuinckorn ®enepaum B KayecTse
[NOKYMEHTa, YA0CTOBEPSIOLLEro IMYHOCTb MHOCTPAHHOMO rpakaaHuHa??l,

Jlnuy 6e3 rpa)kgaHCTBa OTBET Ha 3anpocC BblAaeTCa Npu NpeabaBieHUn yaooCTOBEPEHUS INYHOCTH
nnuya 6e3 rpaxkgaHcTBa B Poccmickon depepaumun, OOKYMEHTa, YAOCTOBEPAOLWEro ANYHOCTb Ha
nepmon pPacCMOTPEHUSA €ero 3asaBNeHMA O MpPU3HaAHUU rpaKgaHMHOM Poccuiickon depepaumnn,
colepxalluii yka3aHHbIe MoJib30BaTeNIeM ero nepcoHasibHble AaHHble 1 poTorpaduio?4?,
CBUAETEeNbCTBa, YAOCTOBEPSAIOWEro JIMYHOCTb JINLA, X04aTanCTBYOWEro o npu3HaHum 6exxeHuemM,
yIOCTOBEPEHUS NYHOCTM AnLa, NpU3HaHHOro 6exkeHuem™?*H, cenpeTenbcTBa 0 NpefocTaBneHUN

BPeMeHHOro ybexxulla Ha Tepputopumn Poccuitckoin depepaunnt?44,

npe,EI,CTaBVITeJ'IIO CbVI3VI‘-IeCKOFO Nnla OTBET Ha 3alpocC BblOoaeTCAd npu npeabdaBsieHNN OOKYyMeEHTa,
yOOCTOBEPSAOLWEro JIMYHOCTL N OBEPEHHOCTMN B MPOCTON NMUCbMEHHON opMe, MoATBEpP X AAtoLEN
€ro rnoJIHOMOYMSA Ha NoJly4eHne Taknx JOKYMEHTOB.

OTBEeT Ha 3amnpoc PUANYECKOro N1La BblgaAeTCs:

e Jinygy, nMeruwemy npaso aencreosaTb 6e3 OOBEPEHHOCTN OT UMEHWN pUaAN4YeCKOro Jinua
npm npenobvAaBleHNN JOKYMEHTa, yAoCTOoBePAOLWEro JINYHOCTb;

e MPeacTaBUTENIO PUONYECKOro nLa, OENCTBYOWEMY MO OOBEPEHHOCTU, MPU HaINYUK Y
Hero AOBEpPEeHHOCTU B NPOCTON MUCbMEHHOW hopMe, NoaTBEPKAloLWEen ero noJIHOMOYNSA Ha
nony4yeHne Takux LOKYMEHTOB.
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MpeancTtaBMTENO OpraHa rocygapCcTBEHHON BAaCTU WM OpraHa MecTHOro caMoyrnpaBieHust OTBET
Ha 3anpoc BbIAAETCA MNpPUM  HaAMYUM OOBEPEHHOCTW, COCTaBsieHHOM Ha 6naHke opraHa
rocynapCTBEHHON BACTU WM OpraHa MeCTHOro camMoyrpaBJieHUS N 3aBEPEHHON MeyvyaTblo, U
MOAMUCHIO PyKOBOAUTENEN AaHHbIX OpraHoB. [pM 3TOM HOTapuasibHOEe YAOCTOBEpPEHME TaKou
0OBepeHHOCTUN He TpebyeTcs.

46.13. IH(hopMaLMOHHOE NNCbMO

NHdopmaunoHHoe nucbMo odopmnsieTcs Ha 6laHKe apxmBa W COOEPXXUT OTBET O Haanuynu
(oTCyTCTBMW) B apXMBE apPXMBHbLIX [OKYMEHTOB MO TeMme 3anpoca wam ceepeHus o6 unx
MEeCTOHaXOXAEHUN, WAM O nepecblsIKke 3amnpoca MNo NpPUHALJIEXXHOCTU B COOTBETCTBYHOLLYHIO
opraHmsauunto, nam no BONMpocaM OKasaHUs BO3ME34HbIX YCAYr, UM O pacCeKpeYnMBaHUN apXUBHbIX
OOKYMEHTOB, ABJASAIOLWMXCA HOCUTENAMN CBEOEHNIN, COCTaBAAOWNX FOCYAapPCTBEHHYIO TalHy.

VNHpopMaLMOHHOEe NMMCbMO MOXXET BKJIl0YaTh clefyluine ceefeHunsa rno TemMme 3anpoca:

Hann4yme (OTcyTCTBI/Ie) B apXmBe apXmBHbIX JOKYMEHTOB NO TeMe 3anpoca,

* MeCTOHaxoXOeHune 3anpalinmBaeMblX apXUBHbIX JOKYMEHTOB;

e coobLleHMe 0 nepechblsike 3anpoca No NPUHAAIEXHOCTM B COOTBETCTBYIOLLYIO OpPraHnu3aumio;

e NHJOPMaLMIO O NOPSAAKe OKa3zaHNA BO3SME3OHbIX YCYT;

* MH(OpMaALMIO O Mopsigke W pe3ynbTaTaX paccekpevyMBaHUS apXMBHbIX [OKYMEHTOB,
ABNSOLWNXCH HOCUTENSAMUN CBEAEHWIA, COCTABIAIOWMX FOCYyapCTBEHHYO TaliHY.

B WMHMOPMAUMOHHOM MNUCbME B CJlydae HEBO3MOXHOCTWM WCMOJIHEHUSA 3armpoca YyKa3blBalTCA
MPUYMHBbI, MO KOTOPbIM 3anpalluBaeMblie CBeAeHUs He OblN BbISIBNIEHbI, M, MO BO3MOXHOCTW,
npeanaraeTcs aaropuTM AasibHENLWero noucka. Ecnim OoKyMeHTaslbHO MOATBEepXKAeHbl (aKThbl
yTpaTbl apXMBHbIX OOKYMEHTOB, COOEepXXallUX 3anpalluvBaeMble CBeAeHWUs, B UHPOPMALMOHHOM
MUCbME KOHKPETHO YKa3blBalOTCHA MPUYUHbBI OTCYTCTBUS 3anpallBaeMon MHGOPMaLIMM CO CChINIKOM
Ha y4YeTHble JOKYMEHTbI apxmnBa. MHPopMaL Mo 0 MPOCMOTPEHHbLIX POHOAX U Aenax LenecoobpasHo
MPOCTaB/SATb Ha BTOPOM 3K3eMMJisApe [OKYMeHTa, KOTOpbIA OCTaeTca B [Aefle B apxuMBe.
NHpopMaLMOHHOE MUCbMO oopMaseTca Ha 6naHkKe apxuBa U MOAMNUCHLIBAETCS PYKOBOAUTENEM
apxvMBa WM YMOJIHOMOYEHHLIM WM [O/DKHOCTHBLIM JINLOM (B MYHULMNAJILHOM apxuBe, He
ABNSAOWMMCS IOPUANYECKUM JINLIOM, - PYKOBOAMTENIEM OpraHa MeCTHOro caMoyrnpaBieHus Wunm
YMNOJIHOMOYEHHbIM UM [O/IXKHOCTHbLIM JINLIOM).

WHdopMaLnoHHOe MUCbMO MOAMUCHLIBAETCA PYKOBOAMTEsIEM apxvBa WM YMOJHOMOYEHHbIM UM
OOJDKHOCTHBLIM JINLOM (B MYHUUUMNANbLHOM apxuBe, He SABAAIWUMCHA OPpUANYEeCKUM ULOoM, -
pykoBoAuTesieM OpraHa MeCTHOro CaMoyrpaBileHUs WU YMNOJIHOMOYEHHbIM UMM [AOJIKHOCTHbLIM
nuom).

46.14. Apyrve HpopMaLUNOHHbIe LOKYMEHTbl apXuBea

OTBeTbl Ha TeMaTu4yeckue 3anpochbl, MO MPUYNHE UX MHOroobpasmsa, MOryT MO COriacoBaHUK C

nonb3oBaTesieM 6bITb npeacTtaB/ieHbl TaKXe B BUae:

* CNCTEMaTU3NPOBAHHOI0O KpPaTKoro mian aHHOTUPOBAHHOIO nepeyvyHa 3aroJIOBKOB apPXWMBHbIX
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NOKYMEHTOB WM €ANHUL, XpaHeHus (eANHUL, y4eTa) Nno onpeneseHHon TeMe C yKa3aHWeEM
NX 0aT U apXUBHbIX LUNGPOB;

* TeMaTun4eckoro o63opa AdPXUBHbIX OOKYMEHTOB,

e POAOC/IOBHOIO ApeBa, reHeasornyeckon pocnucy unm Tabamupi43.,

XLVIl. KonupoBaHue apXUBHbIX B,OKYMEHTOB

47.1. MNop KONnmnpoBaHMeM apxXxmBHbIX OOKYMEHTOB TMOHMMaETCA WM3roToBJieHUNe |/|3o6pa>KeHv||7|,
BOCMNPOU3BOAALLUX BHELUHUX BUA 1N CcOOEepXKXaHMe apXUBHOIo AOKYMeHTa, nepe3anncb KNHO-, POHO-,
BNOEOOOKYMEHTOB.

ApXuB OpraHuU3syeT rnpmeM 3aKa3oB Ha KOMNMpPoBaHME apXUBHbIX OOKYMEHTOB:

e HernocpeacTBEHHO B apxuBe,

® [0 rno4Te,

e C WUCNONb30BaHMEeM OULMANLHOMO CcalTa apxuMBa WAW  OULUMANLHOrO  CcanTa
YMNOJSIHOMOYEHHOro0 OpraHa MCMOJIHUTENbHOW BfacTu cybbekTa Poccuitckon depepauummn B
cepe apxMBHOro aena, opumuUMasbLHOro caTa opraHa MecTHOro camoynpaBJieHus,

no VIHCbOpMaLl,VIOHHO-Te}'IeKOMMyHVIKaLI,I/IOHHbIM ceTaM.

Mepen TeMm, Kak NPUHATb 3akKa3 Ha KOMWPOBaHME apXuBHbIX [OOKYMEHTOB, pPeKOMeHAyeTCs
NpoBepuTb, HE COAEP>XKATCHA NI B 3aKa3e Ha KOMMpoBaHME HaMMeHOBaHUS apXMBHbLIX OOKYMEHTOB
orpaHunyeHHoro pgoctyna. Mopagok paboTbl C TakKMMU [OKyMeHTaMum ycTaHoBseH [nasom XLV
Mpaswn.

KonupoBaHMne apXMBHbIX OOKYMEHTOB MOXXET BbITb OrpaHM4YeHO AENCTBMEM 3aKoHoOaTenbCTBa 06
VHTeNnnekTyanbHol cobcTBeHHoCTM*4, ApxmBam pekoMeHayeTCs orpaHMYMBaTh CaMOCTOATEbHOE
KOMUPOBaHME NoJib30BaTENSAMN aPXUBHLIX OKYMEHTOB, Ha KOTOPOE PacnpoCTPaHAETCA NN MOXET
pacnpoCcTpaHATbCS AeNCTBME aBTOPCKOro NpaBa U CMEXHbIX Npas, A0 NoJlyvYeHus
COOTBETCTBYHLLEN0 NMMCbMEHHOIO pa3pelleHns npaBoobnanatens. B Tom yncne, pekomeHgyeTcs
npeayCcMOTPETb HaNNYNE TEXHUYECKUX N TEXHONOMMYECKNX CPEACTB 3alNThl OT KOMUPOBAHMNS
3K3EeMIJIAPOB NPOM3BEAEHNIN B SINIEKTPOHHON hopMe (Man KOMNIN 3K3EeMMIAPOB NPOM3BEeAEHNI B
3NEKTPOHHON hopMe), NPenoCTaB/IEHHbIX NOJIb30BaTENSAM Ha KOMMbIOTEPAX, YCTAaHOBJIEHHbIX B
YnTaJIbHOM 3ane.

PaboTHWMK apxvBa, MPUHMMaA 3aKa3 OT NoJib30BaTeNs, NPOBepseT NPaBUILHOCTb €ro CoAepPXaHUs 1
oopmneHus. B 3aka3se Ha KOnupoBaHMe NobbIX BULOB apXMBHbIX JOKYMEHTOB, BHE 3aBUCMMOCTM OT
TOro, KakuMm CnocoboM OCyLLEeCTBAAETCH MPUEM 3aKa3oB, AOJKHbl OblTb yKa3aHbl CleayoLiue
cBelleHVs: nepeyeHb KOMMpyeMbIX f1eJ1, LOKYMEHTOB, NeYaTHbIX U3AaHWI C yKa3aHWeM NX apXUBHbIX
WnpoBs, obbeMa KOMMPOBaHUS, KOIMYECTBa IK3eMMISPOB, BUAA KOMWIA, TEXHUYECKUX NapaMeTpoB
konuposaHua?**!, nata 3akasa.

B 3aka3e Ha Co3[aHue 3/1eKTPOHHOM KoMK [OKYMEHTa BaXKHO, KPOME BblLLEYKa3aHHbIX CBeAEeHN,
yKa3aTb: BUA KOMUIA, CNocob oLmngpoBKM [OKYMeHToBM 46,
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3anosiHeHHbIN 6NaHK 3aka3a Ha KOoMMpoBaHWE BU3MPYETCA PYKOBOAMTENEM apxvmBa Wau
YMOJIHOMOYEHHbIM UM [O/IXKHOCTHbLIM JINLIOM.

47.2. KonupoBaHue apXmBHbIX LOKYMEHTOB OCYLLEeCTBAAETCS:

® 0 3aKa3y noJsib30BaTeNeN TEXHUYECKUMU cpeacTtBaMm apxmBea,

® CaMOCTOATEJIbHO MoJsib3oBaTeNndM apeHOoyeMbIMUN TeXHUYECKUMN cpenCcTtBaMnN apxXxmBa WUJIN
COBCTBEHHBIM TEXHUYECKUM cpenCcTBOM B COOTBETCTBUM C [lopagKoM MCNOJSIb30BaHUA
APXMBHbLIX OOKYMEHTOB B rocygapCTBeHHbIX U MYyHULUWNAJIbHbIX apXmBaX W JIOKaJIbHbIMA
aKTaMWu apXxXmBOB.

47.3. KonnpoBaHne apxmBHbIX LJOKYMEHTOB OCYLLECTBJISIETCA Ha BO3ME34HOW OCHOBE Ha OCHOBaHUM
norosopa®*’l, B KOTOPOM yKas3blBaloTCA 06beM KOMMPOBAHNSA, CTOMMOCTb YCAYT, CPOKM
N3roTOBJIEHUS N BUAbI M3rOTaBIMBAEMbIX KOMNWIA, MPUBOANTCS NepeyvyeHb KOMMPYyeMbIX Aen,

[OKYMEHTOB C yKa3aHNeM UX apxmBHbIX Lingpos?*8l,

B cnyvyae ecnm apxumB  SIBAAETCA CTPYKTYPHbIM nogpa3fesieHneM opraHa MecTHOro
camMoynpaBJfieHUsi, OOroBOp BO3ME3[HOr0 OKAa3aHUs YCAYyr apXuBHbIX AOKYMEHTOB 3akJo4yaeTcs
yKa3aHHbIM OpraHOM MeCTHOr0 CaMoyrpaBAeHusl.

Tak)Xe Ha OCHOBaHMM [O0roBopa OPraHU3yeTCs CaMOCTOSITe/IbHOE KOMUPOBAHME [OKYMEHTOB
Nnosb30BaTeNleM apeHOyeMbIMU TEXHUYECKMMWU CPencTBaMW apXuMBa, B KOTOPOM YyKa3biBalOTCH,
KpOMe BbllLIENEepPeYnNCIeHHbIX CBEAEHWI, AaTa U BpeMs NpeoCcTaB/IeHNs TEXHUYECKUX CpeacTs, TuM
NpenoCcTaB/ISEMOr0 TEXHUYECKOro CPeACTBA, BUAbl U3rOTaBJIMBAEMbIX KOMUNA.

B LnoroBope Ha OpraHM3aLMio CaMOCTOSTENbHOrO KOMWPOBAaHWS COBCTBEHHBIM TEXHUYECKUM
CpeAcTBOM rMoJfib30BaTesleM [AOMONHUTENbHO YKa3blBaeTCA TUM  WCMONb3yeMoro WM Ans
KOMMPOBaHUA TexHN4Yeckoro cpeacTaa?®?.,

B norosBope Ha KOMMPOBaHWE/OPraHM3aLWUio CaMOCTOSATENIbHOrO KOMMPOBAHUA [OKYMEHTOB
yKas3blBalOTCsA: [aHHble O CTOPOHaxX Mo [OroBOpy, MOYTOBble N 6GAHKOBCKUE PEKBU3UTHI,
HaWMeHOBAHME CTOPOH, YYpeauTesibHble OOKYMEHTbl, (paMuansi, UMs, OTHECTBO U 3aHUMaemas
LO/MKHOCTb WL, MMeIoLLMX NpaBo Ha NoAnucaHvne gorosopa%,

[loroBop 3akJito4aeTCs Mo B3aMMHOMY COMlacuio CTOPOH. ECniv B apxuBe OTCYTCTBYIOT (pMHAHCOBbIE,
TEXHNYECKNEe 1 KagpoBble BO3MOXXHOCTM MO MCMOJIHEHMIO AOrOBOPa Ha KOMUPOBAHWE apXUBHbIX
[OKYMEHTOB, apXMB MOXXET TaKoW AOroBOp He 3aK/yaTb (KpoMe LOoroBopa Ha CaMOCToATeNlbHOe
KOMUPOBaHNE apXUBHbLIX LOKYMEHTOB COBCTBEHHbLIM TEXHUYECKNM CPEACTBOM MOJIb30BaTeNs).

Mopagok onpegeneHms nnatel M (UanM) pasMmep njaaTbl 3a KOMUpPOBaHME/opraHmM3auuto
CaMOCTOATENbLHOMO KOMUPOBaHUSA apXMBHbLIX OOKYMEHTOB YyCTaHaBJIMBAeTCA B COOTBETCTBUM C
3aKOHOZaTenbCcTBOM Poccuimnckonm depepauynn.

CTOMMOCTb OKa3aHus apxXMBOM YC/yr TO KOMWPOBAHMWIO/OPraHM3aUnum CaMoCTOATENIbHOIO
KOMUPOBAHUSA [OOKYMEHTOB YCTaHaB/MBAETCS apXMBOM B MPENCKypaHTe OKa3blBaeMbIX YCAyr,
YTBEPXXAAaEMOM JI0OKaJIbHbIM aKTOM apXuBa.

CTOMMOCTb OKa3aHus dhenepaibHbIM rOCy[apCTBEHHbIM apX1BOM ycnyr no
KOMUPOBaHWUIO/OPraHN3aLMi0 CaMOCTOSTEIbHOrO KOMWPOBaHWA [OKYMEHTOB YyCTaHaB/MBaeTCs
apXUBOM MO MNPeNCKypaHTy MAaTHbIX YCAYr, KOTOPbIi YTBEp)KAaeTCHs AUPEKTOPOM apxuBa W
pyKoBoAuUTesNeM (efepasibHOrO OpraHa WCMOJHUTENbHON BAAcTU B cdepe apxXMBHOro Aena u
nenonpoussoacTsa (Pocapxms)?>H,

Ha Bo3Me34HON OCHOBE KOMMPOBAHME apXMBHbIX JOKYMEHTOB ocyllecTBaseTca B obbeme He bonee
100 nucTtoB (KaapoB, 31eKTPOHHbIX 06pa30oB) B TevyeHne paboyero oHs2,
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Mpyn HanM4Mu 3SNEKTPOHHOW KOMUU KOMWsA AN MNoJib30BaTesia MW3roTaBAMBaeTcsa C  OaHHON
3/IEKTPOHHOI KOMNunu.

doToKoNMpoBaHme (MI/IKpOCpVIJ'IbMI/IpOBaHI/Ie) OOKYMEHTOB ocyuwecTBideTcda noJInCTHo - T.e. No
OOHOMY NNCTY Ha Kagp.

PaboTHUK apxuBa obecnevymBaeT KOHTPOJIb 3a COXPAHHOCTbIO KOMUPyeMbiX Aesl, OOKYMEHTOB,
nevyaTHbIX W34aHMA u cobnogeHneM YC/IoBMA [OroBopa B MpolLiecce CaMoOCTOATENbHOro
KOMMPOBaHUA Mofb3oBaTesleM COBCTBEHHbIM TEXHUYECKMM CpPpeAcTBOM WAN  apeHayeMbIMU
TEeXHNYeCKUMM cpeacTBamMm apxmBa.

47.4. Onsa KONMUPOBAHUSA apXMBHbIX OOKYMEHTOB MO 3akKa3aM OpPraHoOB roCcyaapCTBEHHOW BaCTu U
MEeCTHOro camoyrnpaBJfieHUs B UensX WCMOJIHEHMS MMWU CBOMX MOJIHOMOYUMA B COOTBETCTBUM C
3aKoHoOaTenbCcTBOM Poccuinckon Pepepaunmn, OCyweCcTBASEMOro apxmsoM Ha 6e3Bo3MesgHomn
OCHOBE, B apXxWB MpencTaBfaseTcsas MNucbMeHHoe oduunanbHoe MOTUBMpPOBaHHOe obpalleHue,
MOA/IMHHNK KOTOPOro ocTaeTcs B apxuBe. CPOKM M3rOTOBJSIEHUA TaKUX KOMWUA COrjlaCcoBbIBAOTCSH
HenocpenCTBEHHO C 3TUMN OpraHamu.

47.5. KonnpoBaHWe apXUBHbIX OOKYMEHTOB, HaX0OALWMNXCSA B HEYAOBETBOPUTENBHOM (PU3NYECKOM
COCTOSIHMN, MPOU3BOANTCS B COOTBETCTBUM C MOPALKOM NPU3HAHUSA OOKYMEHTOB APXUBHOIO (hOoHAa
Poccuitickoit ®egepalun HaxXoAALWMMUCS B HEYL0BJAETBOPUTENIbHOM (PU3UYECKOM COCTOAHUNZ>3,

PabOTHUK apxuBa MHMOPMUPYeT Nnosb3oBaTens** o HEBO3MOXXHOCTY MPOBOAUTL CaMOCTOATENbHOE
KOMupoBaHMe OOKYMEHTOB, KOTOPbIE Y>Ke NMMEIOT KON B (POHAE MOJIb30BaHUA apXnBa; OTHECEHbI K
KaTeropuu ocobo LLeHHbIX; UMeoT yracalowmnin TeKCT, NMMTrMeHTHbIe MATHa, KOPPO3umn XKeneso-
rasifloBbIX YEPHUS, HapYyLLEeHUs CBA3M KPaco4YHOro €105 C OCHOBOW, NCMOJIHEHbI Ha lIoMKon Bymare,
Ha KanbKe, UMeloT CYypryyHble 1 BOCKOBbIE NevyaTun, NoBpexxaeHne nepenseTa (packon 610ka,
HapylleHune LWWNTbS, BbiNafeHune JINCTOB), KOPELLOK, KOTOPbIA He NO3BONAET PacKpbiTh A0 Ha
POBHOWN MOBEPXHOCTU, HE NPUYNHASA NPU 3TOM NOBPEXOEHUN NepensieTy N cCaMmoMy aerny.
TpeboBaHMA K TEXHUYECKUM CPpeaCcTBaM, UCMOb3yeMbIM NPU CAMOCTOATE/IbHOM KOMMPOBaHUN,
yCTaHoOBJIeHbl B NYHKTe 4.2.25 «lMopsaaka Ncnonb3oBaHms... »222],

47.6. MNMpn oopMAEHNN KOMUN PacCEKPEYEHHOr0 apXMBHOIMO OOKYMEHTa B MeCTe pacnosioxeHus
COOTBETCTBYIOLLEro rpuda CEKPeTHOCTU paboTHUK apxXuBa, OCYLLECTBASAIOLWNIA KOMUPOBaAHME, Ha
Konunm npocTasnseT wTamMn «PaccekpeveHo». LLUTaMn Ha 3/EeKTPOHHOM KOMUU pacCeKpeyeHHOoro
APXUBHOr0 OOKYMEHTa MpoCTaB/sfeTCsa C UCMO/b30BaHMEM MPOrpaMMHbLIX CPeacTB WM 3aCTaBKuU
«PaccekpeyeHo». [lpun CaMOCTOATE/IbHOM KOMMPOBaHMM MNOJib30OBaTe/NIeM pPaCCeKPe4YeHHOoro
ApPXMBHOr0 AOOKyMeHTa paboTHMK apxuBa, obecneymBalowmii KOHTPOJb, pa3MellaeT B MecCTe
pacrnoJsioXXeHUs COOTBETCTBYIOLLEro rpua CEKPETHOCTM 3aCTaBKy CO LITaMMnoM «PaccekpeyeHo».

lMocne 3aBeplleHUs KONMPOBAHNA OPOpPMIAETCA aKT COauYnN-MPUEMKN OKa3aHHbIX YCyr. PaboTHuMK
apxXmBa BHOCUT cCBeaeHUA 06 mM3rotoBneHUM Komum C OOKYMEHTOB Aejila B JINCT UNCMNOJIb30BaHWA
APXNBHbLIX OOKYMEHTOB.

ApXI/IB He npoBOAWNT MNpPoOBeEPKY MNOEHTUYHOCTWU M3rOTOBJIEHHbLIX MOJib30BaTeJIEM CaMOCTOATEJIbHO
Konunn APXNBHbIX OOKYMEHTOB NOAIMHHNKY N HE YOOCTOBEPAET HaJIndme TaKOW NOEHTUYHOCTW.

47.7. Konun apxmBHbIX JOKYMEHTOB BblAalOTCS NOJIb30BATENISIM, UX NOBEPEHHBIM INLAM UK MOTYT
OblTb BbICNlAaHbl Ha YKa3aHHbIA WMW TMOYTOBbLIA adpec WIN afpec >3JIeKTPOHHOW TMOoYThI,
npenocTaB/ieHbl B IMYHbLIN KabuHeT (B COOTBETCTBUN C 4OFOBOPOM).

ONns nosfyyYyeHMs KOMUIA apXMBHbLIX AOKYMEHTOB MO0Jib30BaTeslb OOJDKEH MPeAcTaBUTb LOKYMEHT,
YyAOCTOBEPSIOWNIA NIMYHOCTb, [LOBEPEHHOE JNINLO - [OOKYMEHT, YAOCTOBEPSIOWUA JIMYHOCTb, W
[OBEPEHHOCTb OT MoJIb30BaTesNsl, OMOPMJIEHHYIO B YCTAHOBJSIEHHOM 3akKOHOM ropsake (Ans
pr3nYecKnx nuu, - B NPOCTON NMCbMeHHON dopme). Mpr IMYHOM MOJlyYeHUU KoMK NoJib30BaTe b
CTaBWUT CBOK MOAMUCbL U AaTy B XXYpPHase yvyeTa 3aKa30B Ha KomnupoBaHue. B cnyyae oTnpaBku
KOMUI apXMBHbIX [OOKYMEHTOB MO MOYTE CTaBMTCS PErnucTpauMOHHbLIA HOMep MOYTOBOro
oTnNpaB/ieHnsa 1 aaTa.

Page 164 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Ecnm konupyeTcsi OKYMEHT Mo 3aKa3y MoJib30oBaTesiell TEXHUYECKMMU CpeacTBaMu apXuBa, Ha
060poTe KaXkKAoro JINCTa KOMUM apXMBHOIO JOKYMEHTA, BKJIOYAsA KOMUU apXUBHbIX 3JIEKTPOHHbIX
IOKYMEHTOB Ha 6OyMa)kHOM HocuTene, paboTHMK apxvBa Ha 0060poTe KaXkAoro JMcTa Konuu,
NMPoOCTaB/sSeT apXWBHble LWNDPLI AOKYMEHTOB WU HOMEpa JINCTOB €AWHULL XPaHEHUS apXUBHOIo
NOKYMEHTa.

47.8. ApxuB BedeT y4yeT 3aKa30B Ha KOMMpoBaHWe Ha ByMa)KHOM HocUTesnle UM B 3NeKTPOHHOM
Buae (CM. KOMMeHTapumn K ase Ll. Y4eT 1Ccnosib30BaHNA apXMBHbIX JOKYMEHTOB).

XLVIII. Opranusauua paboTbl nonb3oBaTeNe B HUTAJIbHOM 3ane

48.1. OpraHuszaumns paboThl NoJsb30BaTENEN B YNTA/IbHOM 3aJie apXuBa ABNAETCA O0OHOW M3 opMm
NCMNOJ/Ib30BaHNSA apPXUBHbIX IOKYMEHTOB.

KpOMe cobCcTBEHHO YUTajsIbHOro 3ajla B apxmpe MOrytT MmMeTbCda MPOCMOTPOBbLIE 3aJlbl, KOMHaThI
npocaywmnBaHns ¢GOHOOOKYMEHTOB, MOMEWEHNS KaTaJsioroB; Mpu OTCYTCTBUM CheunasibHO
BblAENEHHOr0 nomelleHns obcny>xmBaHme MNoJsib30BaTesIEN OCYLLEeCTBAAETCA B paboyeln KOMHaTe
apxuBa (manee - YMTasnbHbIA 3a) NoA KOHTPoJIeM paboTHMKa apxmBa.

OpraHusauuns paboTbl Nosb30BaTeNEN B YATAIbHOM 3a/e apxMBa onpenensieTcs:

e [IOpAAKOM MCNOJIb30BaHUSA apXUBHbLIX AOKYMEHTOB B roCyLapPCTBEHHbIX U MYHUUMMNANbHbIX

apxusax Poccuiickoin ®epepaumnn>°l;

* JIOKaJIbHbIMU aKTaMWN apXuBa.

ApxuBbl MOryT paspabaTbiBaTb Ha OCHOBe «[llopsiika WCMNOJ/Ib30BaHUSA...» JIOKaJibHble aKThl,
pernameHTupyowmne paboty nonb3oBaTenen C genamum, OOKyMeHTamu, CNpPaBOYHO-MOUCKOBbLIMU
CpeACTBaMN K HUM, NeYaTHbIMU U3OaHUAMW B YUTaJIbHbIX 3aJlaX apXMBOB C y4eTOM cneundukn
JOKYMeHTOB apxuBa, ocobeHHocTeln ero paboTbl. 3TU SlIOKasIbHbIE aKTbl HE AO/KHbI MPOTUBOPEYNTL
MopAaaky.

Pacrnopsapgok pa60Tb| HYNTa/IbHOIo 3aJia yCTaHaBJZINBaeT PyKOBOONTEJIb apXUBa N yNnoJIHOMO4YeHHOe
MM O0OJIKHOCTHOE NNLO.

48.2. MopAOOK WCMNONb30BAHNSA aPXUBHbLIX JOKYMEHTOB B FOCYAAPCTBEHHbLIX U MYHMULMNANbHbIX
My3eax, OubnmoTekax, HayYHbIX OpraHuMsauusx onpenensieTcs UMMM B COOTBETCTBUU C
3aKoHogaTenbCTBOM Poccuiickonn ®denepaunn, B TOM YWCSe B COOTBETCTBUM C MOPSIOKOM,
YCTAHOBJIEHHbIM YMOJIHOMOYEHHbLIM (hefepasbHbiIM OpPraHOM WCMOJIHUTENIbHON BRacTu B cdepe
apxvBHOro Aena v genonponssoactaal?®’l,

48.3. PaboTHUKY 4YNTanbHOro 3ajla apxmBa peKoOMeHAYyeTCs OCYLLeCTBASATb KOHTPOJib, B TOM YucCne
nocpencTBoM cucTembl BuaeoHabnogeHusa, 3a paboTonm nosb3oBaTesnen N0 M3YyYEHUO fen,
OOKYMEHTOB, CMPaBOYHO-MOUCKOBbLIX CPEACTB K HAM, NeYaTHbIX U34aHNN B YUTalIbHOM 3aJie apXumBa.
KoHTponb Hap paboTom nonb3oBaTenenm paboTHUK 4YUTanbHOrO 3ajla apxmBa OCYLLECTBAAET C
y4yeToM npaB n ob6a3aHHOCTEN Monb30oBaTeslen, U3/I0XKeHHbIX B Mopsagke. PabOTHUK YMTasibHOro
3aJla KOHTPONMPYET MPOTUBOMOXKAPHOE COCTOAHME MOMELLEHUA YUTANIbHOrO 3ana, COXPaAHHOCTb
OOKYMeHTOB 1 06opyaoBaHus.

48.4. B ynTanbHOM 3asie apxmBa BeOyTCA JINYHble Aena nojib3oBaTesiell Ha ByMa)KHOM HocuTene
Wnun B SN1EKTPOHHOM BuAe. B nM4yHoOe aeno nonb3oBaTensa BKAOYAOTCA:

® 3adBJ/ieHNE MNoJib30BaTEJIA Ha pa60Ty B YNTaJIbHOM 3ajie niain nnCbMo HarpaBuMBLUEIO €ro
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opraHa Wan opraHmsauum;

¢ aHKeTa NoJib3oBaTensd, 3arnojiHeHHada B YCTaHOBJIEHHOM HOpﬂﬂ,Ke[&l;

e TpeboBaHNSA Ha BblAaYy apXMBHbIX Aen, okyMeHToB (Popma Ne 15);

® 3aKa3bl Ha KONMMpoBaHWe;

e 3aBEpPEHHble apXMBOM KOMWUW MNOAJIMHHbLIX [OOKYMEHTOB, MOATBEPXAAKWMUX MPaBo
Mosb30BaTeNs HAa AOCTYN K apXUBHbLIM AOKYMEHTaM, cogepXalnuM NHPOpPMaL IO O IMHHON 1
CeEMENHON TalHe rpa)kaaHuHa, ero YaCcTHOM »XXN3HW, a Tak>Ke CBeAeHns, cosgarouwme yrposy
aons ero 6esonacHocCTy;

e Opyrme 3adBsieHNA MNOJZIb30BaTeNA, UMelne OTHOoWeHune K pa60Te noJib3oBaTena B
YNTaNIbHOM 3ajie apxXumBa.

YuynTbiBasd Cpok xpaHeHusa (25 net 3MK), nnyHoe peno nogaexuT nosHoMy odopmieHuto. Ha
JINLEBO CTOpoHe O06/IOXKKN fena YyKasbiBaeTcsa daMuans, MMs, OTYECTBO MOJb30BaTens B
WMEHUTESIbHOM Nafexe, a TakXe MNOpAOKOBblI HOMep Aefia B COOTBETCTBMM C MOPSAOKOBbIM
HOMEpPOM pervcTpaunmn gena B >XypHasie perucrpauun nonb3oBaTenien u Ux andHbix gen. lMpu
nocnenytouwem gobaBneHnn JOKYMEHTOB B JIMYHOE AeJ10 NoJsib30BaTens paboTHUK YNTaNbHOroO 3ana
BHOCUT cBefeHuns 06 nsmMeHeHUn Konn4ecTBa JINCTOB B Aefie B INCT-3aBepuTesb gena.

Ha kaxpgoro nosb3oBaTesfisl, KPOMEe COTPYAHWMKOB apxuBa, PaboTHMK YMTasbHOrO 3aja 3aBoauT
KapToYyKy y4yeTa uccnenoBaTesien U TeMaTUKU UCCienoBaHUA. [epBble 3K3eMMNspbl KapTo4vek
NCNONb3YIOTCS OJ1S CO3[laHNS KapTOTEKM UccnenoBaTesiein, CocTaBnseMol B afipaBUTHOM MOPSAAKE;
BTOpPbIE 3K3eMMsAPbl KAPTOYEK - 19 CO30aHNA KapPTOTEKN TEM UCCNEeN0BaHUI, C CUCTEMaTM3aLnen
no TeMaTM4yeCKoMYy TMPU3HaKy. B ycC/NoOBUSAX WCMNONb30BAaHUSA B apxuMBe aBTOMaTU3UPOBAHHbLIX
TexHonorni paboTHMK apxrBa, BBOAMUT KapTOYKy B aBTOMATU3NPOBAHHYIO CUCTEMY, 4YTO MO3BONAET
OCYLIECTBASATb MOUCK KaK Mo (haMuivMsM roJsib3oBaTesiell, Tak U Mo TeMaTuKe WCCenoBaHWUM
O0JIHOBPEMEHHO.

48.5. B YnTtanbHOM 3ane BeOeTCAa XypHas yd4eTa NoCeLeHNn YNTaIbHOIro 3ajla NoJsib3oBaTeNAMN Ha
ByMa>KHOM HocuTesne Uan B SN1eKTPOHHOM Buae (CM. KOMMeHTapuu K Mnase LI. Y4eT ncnonb3osaHus
APXMBHbIX OOKYMEHTOB).

Ha Ka)Kaylo BblAaBaeMYI0 U3 apXUBOXPAHUAMLLA B YATAbHbLIN 3271 €UHNLY XPaHEHUS BEAETCH UNCT
NCMOJIb30BaHMA apXUBHbIX OKYMeHTOB (Popma Ne 31).

48.6. B cny4ae BbiB/IeHUA haKTa HapyLweHUs noab3oBaTesieM lNopsaaka Ncrnosib3oBaHUA apXUBHbIX
OOKYMEHTOB B rOCyAapCTBEHHbIX M MyHUUMNANbHbIX apxuBax Poccuinckon depepaunn paboTHUK
YNTaJIbHOrO 3aJila apxuBa COCTaBJsieT [AOKJa4HYIO 3arNncKy Ha WUMA PYKOBOOUTENs apxumBa C
N3N0)XEHNEM 0OCTOATENBCTB HapylleHnsa W C MPUIOXKEHNEM [0Ka3aTeNbCTB, MNOKa3aHUN
o4yeBnaueB, 06bACHUTENIbHOW 3anMMUCKM MNOJib30BaTensa (Mpu Hanau4um). Ha OCHOBaHMW AOKJ/aAHON
3annCcKn pyKkoBoOuUTesb apxmBa NMPUHMMAaET pelleHne o nogade 3asasaeHns 06 aaMMHUCTPAaTUBHOM
npaBoHapyweHunn, nmbo 3aaBseHNA O nMpecTyrnsieHnMn B MNpPaBOOXPaHUTENbHbIE OpraHbl U
rnpekpaweHUn Bblg4adyn NOOJNHHbBIX apXMUBHbIX A&/, LOKYMEHTOB, CNPaBO4YHO-MOUCKOBLIX CPencTs,
rnevyaTHbIX U34aHWUA C AaTbl MOAAYMN apXUBOM 3asiBJIEHUS.

B cnyyae BbiABNeHUss akTa HapylleHus nosb3oBaTeneM [lopsfgka MCNONb30BaHUS apXMBHbIX
nokyMeHToB*? nnun obLuecTBeHHOro Nopsaka B roOCyAapCTBEHHbIX Y MyHULIMMAAbHbIX apXnBax
Poccuiickon ®epepaunm paboTHMKY apxuBa, paboTaloLlieMy C NOJIb30BATENSIMU, PEKOMEHAYETCS
0encTBOBaTb B COOTBETCTBUM C pa3paboTaHHOM apXMBOM AJI1 TaKMUX ClyyYaeB CnyxebHon
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WHCTPYKUMEN.

B pOeHb nogayn 3asBfieHUa B NMnpaBoOXpaHNTEJIbHblE OpraHbl MOJIb30BaTENO HaMnpaBadeTCcA
yBeaooMneHne o npekpaweHmn ebloavyn NOOAIMHHBIX apPXUBHbIX OOKYMEHTOB, CMpPaBO4YHO-NMONCKOBbIX
cpencTs, nevYaTHbIX n3gaHuin. YsegomaeHune HarnpaBadaeTcd ntobbiM OOCTYMNHbIM apXuBy crnocobom
(mo mouyTe, Hyepe3 TeEKCTOoBOE coobuieHmne Ha TenedoH un D,p)

Bblgaya MOAJIMHHBLIX APXWBHbLIX [fO€J, OOKYMEHTOB, CMPaBOYHO-MOMCKOBbLIX CPeACTB, MeyvaTHbIX
NU3JaHWiA NpekpallaeTcs A0 AaTbl BCTYMJIEHUS B 3aKOHHYIO CWUy MOCTAHOBAEHMS no geny o6
aAMUHNCTPATMBHOM NpaBoHapyLIeHUn Nnbo BbiIHECEHMS pelleHns 06 oTKase B BO3Oy)XaeHUn gena
06 aAMNHNCTPATUBHOM NPABOHAPYLUEHUN U AaTbl BCTYMNJIEHUA B 3aKOHHYO CUY NpUrosopa cyaa
MO YronoBHOMY feNly Mbo BbIHECEHWS pelleHns o6 oTkase B BO3OyKaeHUn yronosHoro genat?e?.,

XLIX. Mybnukauusa u 3KCNOHUPOBaAHUE apPXUBHLIX BOKYMEHTOB

49.1. ApX1B OCYLIECTBJISET NOArOTOBKY NMy6ANKaLUNA N SKCMOHNPOBAHNE apXUBHbIX LOKYMEHTOB, UX
KOMWIA 1 3N1eKTPOHHbIX 06pa3oB, B TOM YMCAe Ha OCHOBaHMW AOrOBOPOB BO3ME3JHOr0 OKasaHus
yCnyr B COOTBETCTBMU C MPENCKYPaHTOM apXxuBa.

B cooTBeTCcTBUMU C PepgepasnibHbIM 3aKOHOM Ne 125-03 rocyapCTBEHHbIE N MYHUUUMASIbHbIE apXUBbI
Ny6ANKYIOT U 3KCMOHMUPYIOT apXMBHble JOKYMeHTbIZoH,

PykoBoauTenio apxmsa nan yrnosiHOMOYEHHOMY UM LOJDKHOCTHOMY JILLY PEKOMEHAYETCH 3aKJio4aTb
C U34aTenbLCTBOM [0roBop, € obs3aTenbHbIM yKasaHneM npaB u obsa3aHHOCTEN usgaTenbcTBa U
3aKa34yuka (apxmBa), aBTOPOB-COCTaBUTENIEN, CPOKOB U MOCAef0BATENbLHOCTU BbINOJHEHUS paboT,
6lo1)KeTa Mo BLINOJHEHWIO U3AaTeNbCKOro npoekTal?é),

Tunbl Ny6ANKaALMA apXMBHBLIX AOKYMEHTOB (Hay4Hbl, HAay4YHO-MOMNYNASPHbLIA U y4ebHbIN) U BUAbI
(nohoHpoOBas, TemMaTu4eckas, nsgaHne AOKYMEHTOB OAHOMN Pa3HOBUOHOCTU, n3faHne OKYMEHTOB
OAHOroO Nuua, CMellaHHas) onpenensioTca WX LeneBbiM Ha3HadeHueM, cneundurkonm otbopa
WCTOYHMKOB, MPUEMOB Nepefayn TeKCcTa apXnUBHbIX LOKYMEHTOB U COCTaBOM CNPaBO4YHO-MONCKOBbLIX
CpencTB K HUM.

®opMbl Ny6AVKaLNN apXMBHbLIX JOKYMEHTOB - nevyaTHas nybnnkauuns; snekKTpoHHasa nybnmkauus, B
TOM 4KCne ceTeBas, 3aBUCAT OT XxapaKTepa NCTOYHUKa, OT Lieneil u MeTooB nybnukauunt2e3.,
MoproToBka NybanKaLmMm apxmBHbLIX LOKYMEHTOB BK/O4aeT B cebs pag aTanos:

e BbIOOp TeMbl, 06BbEKTaA N NpeaMeTa NybAnKaumm n BKAOYeHNE ee B njaH paboThl apxuBa;

* onpepesieHne uenn v 3agad I'Iy6J'IVIKaLI,VIVI;

e onpepeneHve Tuna, Buaa v dopmbl nybnvkaunmm B COOTBETCTBUM C Lefbio U 3agavyamu
nybankauuu;

¢ (hopMMpoOBaHMeE NnaHa-npocnekTa Nnybnnkauunm;

* BbldBJiIieHNEe OOKYMEHTOB ANA I'Iy61'IVIKaLI,I/IVI;

e oT6Op AOKYMEHTOB Ass nybnnkauuny;
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e BblbOp cnocoba nepefayin TEKCTa apPXMBHbIX JOKYMEHTOB;

® NMOoAroToBKa VIHCbOpMaLI,VIOHHOFO conpoBoXaoeHmsa 0OKyMeHTOB B I'IY6J'II/IKaLI,VII/I;

* MNOArOTOBKa NCTOPUYECKOro BBELEHUNS N apXxeorpaduyeckoro npenncnoBsus;

® COCTaBJieHMe Hay4HO-CNnpaBO4YHOIo anmnapaTa ny6r||/|Ka|_w||/|;

e (hopMMpoOBaHME MakKeTa nybavkauuu;

* Hay4HOEe peaaKTUpPOBaHUE,

e paboTa C N30aTeNbCTBOM.

IOna obecnevyeHns Hay4YHO-UCCNENOBATENbCKUX W OPraHM3aLMOHHbLIX MPOLIECCOB NPW NOoAroTOBKeE
[OKYMEHTaJIbHbIX Ny6AnKaunin apxmBy pekoMeHayeTcs: CHOPMMPOBaTh PeAAKLMOHHYI0 KOIEeruto,
KOJIIEKTUB COCTaBUTEsIEN, HAa3HAYNTb MNABHOIMO pefakTopa M PyKOBOAUTENS MPOEKTa, 3aK/o4YNTb
[lOrOBOPbI C 3aMHTEPECOBAHHbLIMU OPraHM3aLnaMm 1 MLaMu.

ONsi 3NEeKTPOHHbIX MNy6/MKAUMA UCTOPUYECKUX [OOKYMEHTOB PEeKOMeHAYyeTCs MNpULepXUBaTbCS
CyLLecTBYOLLEN apxeorpadnieckon Tpaanuumm n3gaHns NCTOYHNKOB.

LleHHOCTb nybnukauum B BuAe 0OpasoB [OOKYMEHTOB 3aK/loYaeTcs B TOYHOW nepefadve Buaa
PYKOMUCHBLIX MaTepPMasioB C COXPaHEHNEM 0COBEHHOCTEN noYepKa, NPaBKn, MapruHanin Ha NoNax u
T.40. MNpu cospaHun rpaduyeckoro daina, coaepxkallero obpas OOKYMEHTa, pPeKoMeHayeTcs
nsberaTb MCKaXKEHUN, B TOM Ynciie 06pesKn KpaeB AOKYMEHTa B MU300paxeHuu.

PekomeHpayeTcs cHabxaTb onucaHue hanna, coaoep)xalero ounmdpoBaHHbIN 06pa3 AOKYMEHTa,
MeTafaHHbIMU, TaKUMKM KaK JaTa oundgpoBKuK, pasmMep tanna. Ecnm npmn noarotoeke nlobpa>keHus
K nybnunkauunm npoussoamaack obpaboTka wam Koppekuus wunsobpaxkeHus (peTyLumpoBaHue,
pecTaBpauus, 1 T.M.), PEKOMEHAYETCSA YKa3blBaTb B MeTafaHHbIX B1A 06paboTKn nnam Koppekumn,
NCnoJib30BaHHOE NporpaMMHoe obecneyeHue.

®opMON 3NEKTPOHHOW NybMKauUM apXMBHbLIX AOKYMEHTOB MOFyT CYMTaTbCsA 6a3bl OaHHbIX C
npucoeanHeHHbIMN harnaMmm o6pa3oB 4OKYMEHTOB. B TakoM ciiyvyae 6a3bl AaHHbIX pEKOMEHAYyeTCs
COMpPOBOXKAaTb UCTOPUYECKMM U apXxeorpadmMyeckmum npenucrioBusaMmn, a obpasbl JOKYMEHTOB B
6asax OaHHbIX CHab)XaTb apXMBHbIMU WMdpPamMK, MeTadaHHbIMU. MIHopMaunsa, cogep kalasnca B
6asax OaHHbIX, OO0J/KHA ObiTb AOCTYMHA AN MHAEKCALWUM MOUCKOBLIMU MallnHamu WNHTepHeTa;
Lenecoobpa3Ho cHabxaTb MnomobHyto 6a3y QOaHHbIX pPa3IMYHOro poda YyKasaTensamu, 4YToObl
NpenocTaBMTb MNOJIb30BATENI0 BO3MOXHOCTbL CaMOCTOSTENbHOrO opMuMpoBaHus nonbopok
OOKYMEHTOB.

Cxoxxen ¢ 6azamm OaHHbIX HOPMON 3NEKTPOHHOM NybnnmkKaumm apXmMBHbIX OOKYMEHTOB SBAAIOTCS
NHTepHeT-NpoeKThl (Te N3 HUX, KOTopble coaep>kaT Nyb/nkKaunum 31eKTPOHHbIX 06pa30B apXUBHbIX
OOKYMEHTOB), co4yeTalowme ocobeHHOCTUN, MpucyLline 3aeKTPOHHbIM nybnnkaumam n NHTepHeT-
BbICTaBKaM apXUBHbIX JOKYMEHTOB (CM. HUXKE).

ApXVUB MOX>XeT OpPraHM30BbIBaTb 3KCMOHMPOBAHWE APXUBHbIX OOKYMEHTOB CaMOCTOATEsIbHO Wan
COBMECTHO C ApyrmmMmmn apxXxmBamMmm mn opraHmnsaunmnamn.

B nosiHom obbeme NpoLecc opraHM3aLunn BbICTaBKM BKJOYaeT B cebs:
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* onpepesieHNe TeMbl, uenen n 3agav;

* onpepesieHne Kpyra CbOH,EI,OB, noTeHUuMaibHO coaepxxawmnx NCKOMYIHO |/|H¢)opmau,|/|+o;

* N3yveHne nntepaTtypbl, CNPaBO4YHO-NMOUCKOBLIX CPpeanCTB apXuMBa,

e pa3paboTKy KOHUENUNW;

* BbisiBSIEHNE 1 0TOHOP apXUBHbIX IOKYMEHTOB;

b pa60Ta C My3edaMn, XpaHAWNMN 3KCIMNMOHaThbl, OTHOCALUMNECA K TEMATUKeE OAaHHOI BbICTaBKe;

®* aHHOTMPOBaHNE apPXUBHbLIX JOKYMEHTOB, 3KCIMOHATOB,;

® COCTaBJieHNe TEMAaTUKO-3KCMNMO3NLIMOHHOIO nJjlaHa BbICTaBKW,

® MOANrOTOBKY apPXMBHbIX OOKYMEHTOB AJ14 SKCMNOHNPOBaHWA,

* pecTaBpaLUioO apXMUBHbIX JOKYMEHTOB;

* N3roTOBJIEHWE KOMUN U Myﬂﬂ)KeI7| aPXNBHbLIX JOKYMEHTOB,

* 3aKJito4eHne aorosopa NMMyLLeCTBeHHOro CTpaxoBaHWUA,

* MOHTaX U Xy[0>)KeCTBEHHOE 0(pOpPMJIEHNE BbICTABKU;

® MOAroTOBKY TEKCTa 3KCKYypCuhn,

* NMpoBeAeHNEe NHCTPYKTarka A1 9KCKYPCOBO0B;

* aKKpeauTauuto cpencTs MaccoBoun nHgpopmaunm (CMN);

* MOAroTOBKY Npecc-penunsa gna CMU;

® NMOAroTOBKY 3KCNNKaUMWN BbICTaBKK,

e co3gaHue bykneTta (KaTasiora) BbICTaBKW;

e 0(pOpPMJIEHNE KHUT W OT3bIBOB MOCETUTENEN.
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Ons nepeyncneHHblx BUAOB paboT onpenenswTcs: bogxeT paboyero BpeMeHW, OTBETCTBEHHbIE
NCMOJIHUTENIN N CPOKWU WCMOJIHEHUSA, @ TakXe pa3pabaTbiBaloTCs TeMaTUYeCKUin (KoHUenuus) u
TEMATUKO-3KCMO3ULIMOHHbIN MAaHbI.

Ha cTtagmm nMOAroTOBKW TEMATUYECKOro MJjaHa BbICTaBKK (KoHLenuwun) hopMyNUpPYOTCA Len un
3a[ayun BbICTaBKKU (ecnun apXmB ABNAETCA roJI0BHOMN opraHM3aL|,|/|e|7| B NMOArOTOBKE BbICTaBKWN) Uan
uennm n 3agadn y4acCTtmnsa apxXxmBa B BbiICTaBKe (ecnn apXxXmB ABNAETCA CoOncnoHnTenemMm rlpoeKTa). Mpn
hopMyIMpPOBaHUN  OAHHbIX uenem wn 3agavy  LOJIKHbI Y4UTbIBaTbCA COCTaB W cCoAep>XxXaHune
ONOKYMEeHTOB apXwmBa, Haan4ymne orpavaeHMVl Ha AO0CTYMN U NCnoJib3oBaHNe apXNBHbIX OOKYMEHTOB,
niaHnMpyemMbIX Ond SKCNOHNPOBaHNA.

Ha ocHoBe TeMaTM4yecKoro rJiaHa MnpoBOOUTCHA BbISBJIEHVE W OT60p aAPXUBHbIX OOKYMEHTOB,
NINIOCTPATUBHBIX N MHBIX MaTepunaJioB.

TeMaTUKO-3KCMO3ULNOHHLIA MJ1laH ABAAETCS OOKYMEHTOM, MO KOTOPOMY CO30a€eTCA 3KCNo3ununa
BbICTaBKU. B TeMaTWKO-3KCMO3NUMOHHLIA MJaH peKOMeHAOYETCA BKJIIOHATb aHHOTVIpOBaHHbII7I
nepeyvyeHb OTO6paHHbIX Ona 3KCNOHMPOBaHUA apPXUBHbIX OOKYMEHTOB, MMKOCTPATUBHbLIX U WHbIX
MaTepnasoB, CUCTEMaATN3NPOBaAHHBLIX B COOTBETCTBUM C pa3gesiaMn BbICTaBKW, C yKa3aHUEM UX
pa3mMmepoB 1N nopsAaaka pasmMelleHnda Ha CTeHaax Uian B BUTPUHaX. OTBEeTCTBEHHLIMU 33 COXPaHHOCTb
APXUBHbIX [OOKYMEHTOB HABJAIOTCA OpraHM3aTopbl BbICTaBkUM. KOHTPOJIb 3a cobniogeHnem
Tpe6OBaHI/II7I obecneveHuns COXPaHHOCTW OOKYMEHTOB MNpn 3KCNOHNPOBaHUN obecnevynBaet apxXuB,
I'IpeJJ,OCTaBVIBLIJI/IIZ 3TN OOKYMEHTbI OJ1d BbICTaBKW.

AN NOCTOSIHHBLIX M BPEMEeHHbIX BbICTABOK LienecoobpasHo, Mpu Haanyum TakoW BO3MOXXHOCTM,
MCMoJib30BaTb  COBPEMEHHbIE  MYJIbTUMEAUNHbIE  TEXHOJNIOMTUW:  UHTEpPaKTMBHbIE  CTEeHAbI,
ayanoBu3yasnbHoe, MpoeKLUoHHoe obopynoBaHue 1 ap.

PaboTHMK apxuBa OCyLLeCTBASET BblAayy MOOJIMHHbLIX APXUBHbIX LOKYMEHTOB AN y4acTus B
BbICTaBKE 3a Mnpejenamu apxmBa TOJIbKO MPW HaM4MM MNUCbMa 3a MOAMUCHID PyKoBOAMTENA
yuypexx4eHus Uan opraHmsaumm, npurialatowen apxms K y4acTuo B IKCMO3NLMN U SIBASIOLLENCS
NPUHUMatOLEN CTOPOHOMN.

Ha ocHoBaHWM 3TOro NUCbMa PyKOBOAUTESb apXMBa UKW YNOJIHOMOYEHHOE UM O0J/IKHOCTHOE NINLLO
3akJil04aeT JOroBOp C NPUHUMAOLWEN CTOPOHOW U OhopMsSieT akT BblAaydn apXUBHbIX LOKYMEHTOB
BO BpeMeHHoe noJsib3oBaHue (Popma Ne 2). [loroBOp M aKT Bbldadn apXWBHbIX OOKYMEHTOB BO
BpeMeHHoe MnoJib30BaHMe COCTaBsAeTCH B ABYX IK3eMnasapax, 0guH N3 KOTOPbIX OCTaeTCcsa B apxuse,
BTOpPON nepefaeTcs MNPUHMMaOLWLEN CTOpOHe. B KHure Bbigadyn apxmMBHbIX HOOKYMEHTOB BO
BpeMeHHoe nofib3oBaHue paboTHUK apxmnBa AeslaeT COOTBETCTBYIOLWYIO OTMETKY.

B poroBop Ha npeacTassieHWE MOAJIMHHUKOB apXUBHbIX OOKYMEHTOB Ha 3KCMOHUPOBaHME BHe
apxmBa B o06a3aTeNbHOM nMopsiAke BKYaloTCA: obazaTenbCcTBa oOpraHmM3auMu-opraHusaTopa
BbICTABKM MO CO34aHUKD B MNOMELLEHMW, B KOTOPOM OHM 6yayT 3KCNOHUPOBATLCH, YCNOBURA,
oTBevawLmx TpeboBaHUAM, yCTaHOBMEHHbIM NyHKTaMn 5.1, 5.3, 5.20, 5.21 MNMpasun, n cobnoaeHuto
B HeM TeMrepaTypHO-B/IaXKHOCTHbIX MapaMeTpoB BO34yXa B npegenax = 15 npoueHToB OT
YCTAHOBJIEHHbIX MYHKTOM 5.16 [lpaBua; OTBETCTBEHHOCTb OpraHmM3auum-opraHusaTopa 3a
COXPaHHOCTb MNOAJIMHHUKOB apXMBHbIX OOKYMEHTOB; MPaBO apxmBa OCYLLECTBAATb KOHTPOJb 3a
cobnogeHnem opraHmn3aunen-opraHN3aTopom TpeboBaHUM obecneveHus COXpPaHHOCTU
MOA/IMHHNKOB apXMBHbIX OOKYMEHTOB, BblAAaHHbLIX AJI9 SKCMOHVUPOBaHMA.

ONpeKTopoM apxvBa M30aeTCs NPKKa3 0 BblAavye JOKYMEHTOB BO BDEMEHHOE MOoJib30BaHMe.

Bbliaya apXMBHbIX [OKYMEHTOB W3 apXMBOXpaHWIUWA W nNpueM ux obpaTHO, B TOM 4ucne
NONNCTHas MpoBepKa HaNyYna U COCTOSHUA apXMBHbIX AOKYMEHTOB, MPOU3BOAMTCA PaboTHUKOM
apxuBoxpaHuAnWa. Bblgaya [OKYMeHTOB odopmiseTcss 3aka3oMm (TpeboBaHMeM) Ha Bblaadvy
APXMUBHbIX [OKYMEHTOB, KOTOPbIA PEerucTpupyeTcs B KHUre BblAavyn apXMBHbIX LOKYMEHTOB W3
apxuBoxpaHuanwa B paboyne nomeweHns. PabOTHUK apxuBa, NONYYUBLUMA apXUBHbIE LOKYMEHTHI,
pPacrnucbIBAaeTCs 3a KaXXKAY0 eAMHULY XpPaHEeHUS.

PekoMeHAayeTCs opraHn3oBaTb COMPOBOXAEHNE pabOTHMKOM apxuBa 3KCMOHUPYEMbIX BHE apxMBa
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OOKYMEHTOB.

Mpu BO3BPALLEHUN APXUBHBLIX AOKYMEHTOB B apXUBOXPAHWIMLLE B KHUre BblAayuM apXUBHbIX
[OKYMeHTOB pabOTHMKOM apxmBa [enaeTtcs oTMeTka 06 wux BO3BpalleHUM B MPUCYTCTBUM
paboTHMKa apx1Ba, BO3BpaLLalOLLEr0 JOKYMEHTHI.

ApXVBHbIe OKYMEHTbI, BblAaBaeMbI€ N3 apXUBOXPaHWUIMLLA Ha BbICTAaBKY, A0JIXKHbI UMETb apXUBHbIN
wndp, NPoOHyMepoBaHHbIe NNUCTLI, TNCT-3aBepuTenb gena (MpunoxeHue Ne 8 K NMpasBnnam) n AnucT
NCNOJIb30BaHNSA apXMBHbIX JOKYMeHTOoB (Popma Ne 31).

Bblgayy apXMBHbIX [OOKYMEHTOB PEKOMEHOYyeTCs OCyLWecCcTBAsATb C 06s3aTeNbHON CBepKoW
apPXUBHOIO LWIM(pPa 1 3arosIoBKOB Ha 06J10)kke AeNa C onucblo aen.

ApxuB, MpenoCTaBMBLUNA [OKYMEHTbl [7A BbICTaBKM BO BPEMEHHOE T[0JIb30BaHMe [pyron
opraHmsauumn, BrpaBe OCYLWeCTBAATb KOHTPOJb 3a cobnogeHnem TpeboBaHusa obecnedveHuns
COXPaHHOCTU apXMBHbIX [OOKYMEHTOB, a TaKXe 3a Haauymem uHdpopmauun o6 apxuse,
npefoCcTaBMBLLUEM OOKYMEHTHI.

Mpn Bblgavye apXMBHbIX [OKYMEHTOB BO BPEMEHHOE MO0JIb30BaHUE apxXMBY pPEKOMEHAyeTCs
yBeOOMNATbL Nosb3oBaTens 06 OTBETCTBEHHOCTM 3@ COXPAHHOCTb MOJYYEHHBLIX aPXMBHbIX
OOKYyMeHTOB u cobnwgeHne npasun paboTbl C HUMW B COOTBETCTBMU C 3aKOHOAATENLCTBOM
Poccuiickon ®epepaunn.

L9 KOHTPO/IA 32 COXPaHHOCTbLIO apXUBHbIX OKYMEHTOB, BblAAHHbLIX BO BDEMEHHOE MOJIb30BaHWE Ha
BbICTaBKY BHe apxuBa, pabOTHMKY apxmBa PEeKOMEeHAYETCS MPOBOAUTb MPOBEPKY UX HaINYUs W
YyCJIOBUIN XPaHEHUs Mo mepe HeobxoanmocTu.

B BbICTaBOYHOM 3asie MNpW BblfayYe W MpPUEME apPXMBHLIX [OOKYMEHTOB pPaboTHUKY apxuBa
PEKOMEHAYETCS OCYLIECTB/IATbL MPOBEPKY UX HaNM4YMsA U MOJINCTHYIO MPOBEPKY UX (DU3UNYECKOro
COCTOSIHMS B YCTaHOBJIEHHOM nopsiake (CM. KoMMeHTapuun K nase X| MpaBuna). EcAn BbISIBAEHbI
yTepu WM MOBPEXOEHUS apXMBHbIX AOKYMEHTOB, COCTABJISETCS akKT B MPOM3BOJIbHOW dopMe,
KOTOpPbI NoAnucbiBaeTcs paboTHMKOM apxmBa 1 NMpeacTaB/iSeTCs Ha PacCMOTPEHNE PYKOBOACTBA
apxuBa.

Bo3BpaT apXMBHbIX OOKYMEHTOB B ApXWUBOXPaHUAMLLE (PUKCMPYETCS B KHUre BblAays apXMBHbIX
IOKYMEHTOB M3 XpaHWJulLa BO BPeMeHHOe MoJsib3oBaHue. [pu BbISBJIEHUN MNOBPEXAEHUN
BO3BpPALLAEMbIX apPXMBHbIX AOKYMEHTOB PaboTHMKY apxuBa C/iefyeT COCTaBAATb aKT, KOTOPbIA
NOAMNUCLIBAETCS 3aBEAYIOLWMUM apPXUBOXPAaHWIMLIEM UM JIMLOM, BO3BpallalOWMM apXMBHbIE
IOKYMEHTbI, U NpeACcTaBAseTCs Ha PaCCMOTPEHME ONPEKTOPY apXuBa.

CTpaxoBaHMe apXUBHbIX [OOKYMEHTOB W oOdOpMJIeHMe UuX BPEMEeHHOro BbiBO3a 3a rMpefensbl
Poccuinckon depepaumn [AS 3KCMOHMPOBAHUA MNPOBOAUTCA B YCTaAHOBJIEHHOM nopsiake (CMm.
KOMMeHTapuu K nyHkTam 16.1, 20.1-20.3 MNpaswun).

Pa3HOBMAHOCTbIO BbICTAaBOK SBASIOTCA VIHTEPHET-BbICTaBKU, MCMOMb3YIOLWME SEKTPOHHbIE KOMUU
apPXUBHBLIX [OKYMeHTOB. [MOArOTOBKa 3/IEKTPOHHOM 3KCMO3ULUM BK/OYaeT B cebsa Te xe
MEepOoMpUATUS, YTO W MNOArOTOBKa TPaAULIMOHHON BbICTaBKW, KOTOPbIE JOMOJHSAIOTCS ClAeAyoWwnMu
BuOamMu paboT2e4l:

* OUNMPOBKA LOKYMEHTOB, CHVM)XEHME pa3pelleHust n3obparkeHui, npegHasHayYeHHbIX Os
pa3smelleHns B MHTepHeTe (AN5 yMeHblueHMs obbeMa NpoaykTa);

e pa3paboTKa CTPYKTYpbl U AW3aliHa 3JIEKTPOHHOr0 MNpPOeKTa, TEXHUYECKOro 3ajaHus Ons
nporpamMmMmuncTa (Beb-gunsarnHepa);

* rMMEepPTEeKCTOBasa BepCTKa U NporpamMmnpoBaHmne (HeobxoamMo npenycMoTpeTb BEPCUIO OIS
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MOBUNbHBIX YCTPOWNCTB);

® pa3MelleHne 3KCNo3nunmm Ha CcepBepeE,

* TeCTnpoBaHMe TnMpPoAyKTa (B TOM u4ncne B Hawubonee nonynsapHbIX 6pay3epax, noa
pPa3nnyHbIM pa3peleHnamMmn MOHI/ITOpa);

e YCTAHOBKA CYETYMKa MOCEWEHNN Ha BCe TUMNEepPTEKCTOBblE CTPaHWULbl 3/1€KTPOHHOM
3KCNO3ULNK;

e pa3paboTka rpacdumnyeckoro b6aHHepa NpoeKTa;

e pasMelleHne aHOHCa (npecc-pennsa) NpoeKkTa Ha canTe apxmea (YNoJIHOMOYEHHOro opraHa
Mo apxmMBHOMY deny cybbekTa P®P), Ha CTpaHMLUAX apPXUBHOI0 yYpeXXaeHUs B CoLMalbHbIX
ceTsIX, OTCbIsIKa ero B PocapxuB Aansi pasmMelleHns B HOBOCTHOW JIeHTe rnopTasa «ApXuBbl
Poccun».

Mpwn opraHusaunmn VHTepHeT-BbICTaBKM PEKOMEHAYETCSA MCMOb30BaTh TaKylo CUCTEMY HaBUrauumu,
KOTopasi MO3BOJINT MOJMIb30BaTeENO0 M3 06O ee TOYKM MMeTb AOCTYMN KakK K obLiemMy onucaHuio
3KCMOHMPYEMbIX [OKYMEHTOB, TaK M K OMUCAHMIO KakOoro AoKymeHTa. O6pa3bl [AOKYMEHTOB,
npefcTaB/ieHHble Ha BUPTYaJlbHOW BbLICTABKE, AOJKHbI OblTb CHabXXeHbl apXMBHbIMU LWKUdpPaMu,
MeTagaHHbIMU.

Mpn NOArOTOBKE 3/IEKTPOHHbLIX 3KCMO3MLUN apXMB HeceT OTBEeTCTBEHHOCTb 3a cobnwoaeHue
3aKoHodaTeNbCTBa B 061aCTN 3aWNThl NMPaB Ha pe3ysbTaTbl UHTENNEKTYasIbHON AeATeNbHOCTU 1
OXpPaHSAEMbIX 3aKOHOM TalH.

B oTan4me OT TpaAuUMOHHBLIX BbICTAaBOK, MPW opraHvsaunm WHTEepHeT-BbICTAaBOK OTCYTCTBYIOT
OrpaHnyYeHns No AJANTENbHOCTU UX SKCMO3ULMN - OHWM MOFYT NOALEPXUBaATbCA Ha CanTe apxuBa B
TeyeHne HeorpaHMYeHHoro BpemMeHnt%%,

49.2. SKCNoHNpyeMble NOAJIMHHNKN aPXUBHbIX NOKYMEHTOB, X KOMUN N 3NEKTPOHHbIe 0bpa3bl BHe
3aBUCMMOCTM OT hopMbl X NyBANYHOrO NpeacTaBAeHMsA OO/KHbI BbiTb CHab>XeHbl aHHOTaumnen ¢
Ha3BaHMEM [OKyMeHTa, [aTon CO34aHuA, KpaTKOW MWHQopMauuen, BKYaLWen B Chyyae
HeobXxoANMMOCTHK pacllMPOBKY TEKCTa AOKYMEHTa UK ero YacTu, CBeAEeHU 0 paccekpevynBaHnm u
APXMBHBLIM LN POM.

B aHHOTaLWM yKa3biBaeTCs 3aro/l0BOK AOKYMEHTa U NereHaa.

3aroJlIoBOK COCTOUT U3 YKa3aHUS:

* KPaTKOro colep>XaHus JOKYMEeHTa;

® NaTbl AOKYMEHTa.

Mpwn Heobxo4NMOCTN AOMOJSIHUTESIbHO YKa3blBalOTCA:

* Pa3HOBUOHOCTb [OOKYMeHTa (pacrnopsiKeHue, NoCTaHOBJIEHWE, MPOTOKOJ, MNaaH, NUCbMO,
oTYyeT N T.4.);

Page 172 of 213



MeToaunyeckue pekomeHpauuu K lNpasunam opraHMsauum XxpaHeHUs, KOMNJIEKTOBaHUA, Y4
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

* aBTOpP LOKYMEHTQ;

e afpecaT AOKYMEHTa;

* MeCTO CoO30aHNA OOKYMEHTa.

JlereHaa coOep>XuT CrpaBoYHble CBEEHUS O IOKYMEHTE:

* NMOWNCKOBbIE AaHHble (ApPXUBHbIA WNGP C YKa3aHMEM Ha3BaHMSA apXxuBa);

* NMOOJIMHHOCTD,

e crnocob BocnpounsBeneHus.

Mpwn HeobXxoANMOCTU OOMOJSIHUTESIbHO YKa3blBalOTCA CBedeHns 06 0cobeHHOCTSAX BHeLUHero Buaa

IOKYMEHTa.

Ecnnm 4acTb 3/1eMEHTOB 3arosioBKa HEBO3MOXXHO YCTaHOBUTb OOCTOBEPHO, OHU MOTryT 6bITb
npeacTtaBsieHbl NPeOnoIOXNTENbHO U 3aK/TlO4YEHbI B KBapaTHbIE CKObBKN.

B 3aronioBkax K OTOAOKYMEHTaM YyKa3blBaeTCs Ha3BaHWe OOKyMeHTa, AgaTa, MecTo U aBTop
cbeMKU. Mpn HEBO3MOXHOCTU onpeaeneHus aBTopa (POTOAOKYMEHTa M MecTa CbEMKM, 3Ta 4acCTb
onyckaeTcsa. B 3aronoBke K rpynrnoBon ¢oTorpacun, ecanm Mn3BecTeH OAWH WAN HECKOJIbKO
MepcoHa)ken, UX MEeCTOHAXOXXOEHMEe Ha CHUMKe coobllaeTcs, a ocTasibHble W306parkeHHble
coobuatoTca 0606LeHHO.

K MHOA3bIYHBIM OOKYMEHTaM AaeTcsa NepeBos UN pa3BepHYTO M3naraeTcs UX Coaep)XaHme.

B aHHOTaUMM K rpadnyeckoMy OOKYMEHTY YKa3biBalOTCA €ro pa3sHOBUAHOCTL (CXeMa, AnarpamMma),
Ha3BaHWe 0b6bekTa, aBTOP M AaTa CO34aHUA LOKYMEHTa.

Mpwn Heobxo4NMOCTN AOMOJSIHUTESIbHO YKa3blBalOTCA CBeAEHNA O paCcCekKpedHnBaHUN OOKYMEHTa.

L. Opraumsauma nHOPMALMOHHbLIX MEPONPUATUNA

50.1. ApxuB NPOBOAUT, B TOM Yucse C NUCMOJIb30BaHUEM NHPOPMALNOHHO-TENEKOMMYHUKaLUOHHbIX
ceTen, NHHOPMALMOHHbIE MEPOMPUATUA: KOH(EPEHLMN, KPYTF/ble CTOJbI, Mpe3eHTauUnmn, SKCKypCcum,
Nekunmn, BCTpeymn ¢ obuecTBeHHOCTbIO, AHM OTKPbLIThIX ABEPEN, YPOKU, B TOM HMCS1Ie Ha OCHOBaHUN
[0roBOpOB BO3ME34HOr0 OKa3aHUs yCsyr.

OCHOBHbIMW 3TanaMu MNOAroTOBKK Ka>Kgoro MeponpuaTna ABNAa0TCA:

e BbI6Op TEMBI;

e onpeneneHne popMbl NPoBEAEHMS;
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e MpelaBapuTesibHOE onpenesieHne CocTaBa Y4aCTHUKOB;

b Bbl60p MeCTa N BpeMeHWn npoBeneHns,

e COCTaBJIeHWEe NporpaMmbl MepoONpuUATUNSA (MepeYvyeHb BbICTYMEHWI, MOKa3 BMAeoMaTepmnanos,
npocnyLmnmBaHmne poHo3anuncen, Kpyrnablin cTon, kode-bpenk, nepepbiB Ha 06en, aKCKypcun, u
T.4.);

e onpefesieHne OTBETCTBEHHbIX UCMOJIHUTESIEN, OTBEYaLWMX 33 NOAFOTOBKY M NpoBeAeHMne
MeponpusaTus;

¢ COoCTaBJieHME CMEThbI pacXxoOoB Ha npoBegeHMeE MepPONpuUATnNA,

e akkpeguTaums CMU.

PyKOBO,EI,I/ITeJ'Ib apxXmBa nanm ynoJiIHoMmo4eHHoe MM AO0JIKHOCTHOE JINLO MOXKET 3aKJ1lo4aTb A0roBOp Ha
npoBeneHne 3KCKypcun.

50.2. B nomeweHnsax apxmea MHOOPMaLIMOHHbIE MEPOMPUATNA NPOBOAATCSA C Y4ETOM OrpaHUYeHnn,
yCTaHOBJIEHHbIX NyHKTamMun 5.1, 5.3, 5.16, 5.20, 5.21 MNpasun.

PYKOBOD,CTBy apXmnBa cnenyeTt oCcywecTB/idTb npoBedeHne VIHCbOpMaLI,VIOHHbIX MepOI'IpVIFITVIPI B
noMeweHnAax apxmBa, OpraHmM3ysa KOHTPOJIb 3a cobniogeHnem HOpM obecneveHns COXPaHHOCTN
APXNBHbIX OOKYMEHTOB, YCTaHOBJIEHHbIX ,D,eIZCTBy}OLLI,VIMI/I Mpasnnamn.

50.3. ApXVB OCYLLECTBAAET MWHMPOPMUPOBaHNE O0OLLECTBEHHOCTU O CBOEN [OeATesbHOCTU U
XPaHSALLNXCS apXUBHbIX OOKYMeEHTax 4epe3 CpefcTBa MACCOBON MHGOPMALUMK, a Takxe nyTem
pa3MeLleHns U akTyanm3auum CBeeHU, OTHOCALLNXCA K ero AesTesbHOCTU, B MH(OPMALIMOHHO-
TeNEeKOMMYHMKALNMOHHBIX CEeTSIX.

PyKOBOACTBY apXxvBa PEKOMEHAYETCS pa3MellaTb CBEAEHUSA O CBOEN AEeATENbHOCTU N XPaHALLUXCS
B HeM [OKyMeHTax B CpeACcTBaxX  MacCoOBOW  WMHMOpMauum U UHGOPMALMOHHO-
TENEKOMMYHUKALMOHHbIX CeTAaX 06Llero nosb3oBaHUsA, BKJYas ceTb WHTepHeT. XKenaTenbHo
pa3sMellaTb U akTyannm3npoBaTb MHGOpMaLnio Ha VIHTepHeT-nopTane «Apxusbl Poccuns», UIHTepHeT-
caliTax hefepanbHbIX apXMBHbIX YHYPEXLAEHUIA N apXUBHbIX yyYpexxaeHun cybbekTos PP, opraHoB
MECTHOro CaMoyrpaB/ieHNsi, B COCTaB KOTOPbIX B KaYeCcTBe CTPYKTYPHbIX NMoApa3sfenieHnii BXoasaT
MYHULMMAJIbHbIE aPXUBbI.

Mpn noarotoeke MHPOPMaLMOHHOIO MEPOMPUATUS PEKOMEHOYETCA pa3MeCTUTb Ha canTe apxuBea,
YyNoJIHOMOYEeHHOro opraHa B o06nacTu apxuBHOro pngena W pAenonpoumssoacTBa (Pocapxusa),
YMNOJIHOMOYEHHOIro oOpraHa B ob6nacTnm apxuBHOro pena cybbekTa Poccuinckon Pepepauunn
MHopMaUmMio 0 NPeaCTOAWEM MEPONPUATUN C YKa3aHUEM ero Ha3BaHMA, QOpPMbI, AaTbl U MecTa
npoBefeHns. PasmellaeTcs Tak)Xe NpUrialleHmne K y4acTuio B MEPOMPUATIUN C (DOPMOI aHKETbI AN
3a51BKW, afpecoM 3/1EKTPOHHOWN NOYThbI MoslyvyaTens 3asBKu.

Mocne TOro, Kak onpefesieHbl COCTaB Y4aCTHUKOB KOHepeHunin, BebnHapoB, KPyribiX CTOJIOB U
Ha3BaHUA BbICTYNNEeHN, B UHTepHeTe NybankKyeTcsa rnosiHas NnporpaMmmMa MeponpusaTus.

Mo pesynbTaTaM MeponpuaTUS MOryT m3faBaTbCA COOPHUMK TE3MCOB AOKAafoB M coobuieHun,
cbopHUK CcTaTen C X ogHOBPEMEHHON NybanKaLumen Ha canTe apxuBea.

Mo OKOHYaHUN MeponpuaTUS B VIHTepHeTe pekoMeHayeTcs pa3MellaTb OTYET O MepornpuaTuu,
BKJIIOYAIOLWMIA OCBELLLEHE OCHOBHbIX BOMPOCOB, 06CY)XAABLUNXCA B XOO€ MEPONpUsaTUs, NepeyeHb
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YYACTHMKOB M @aHHOTAUUW MX BbICTYMAEHUA, POTOOTYET, BUOEO3AMNNCU BbICTYMJSIEHWUA, ANCKYCCUA,
3KCKYpPCUIA.

Ans nHpopMMpoBaHMS 06LLECTBEHHOCTU O MEPOMNPUATUAX PEKOMEHAYETCS BECTU CTPaHULbl apXMBa
B COLMaJIbHbIX CETSX.

PacueHkn Ha noarotoBky nybnMkauuii O MNPOBEAEHHbIX WMHMOPMALMOHHBLIX MeponpuaTUAX B
nevyaTHbIX W 3JIEKTPOHHbIX CpeacTBaX MacCoBOW WHGOpPMauMuM, Ha npoBeaeHWe Tene- W
paanonepenay C UCNOJIb30BaHMEM AOKYMEHTOB apX/MBa PEKOMEHAYETCS YCTaHaB/IMBaTb Ha OCHOBE
[0roBOpa MeX/y apX1MBOM M CpeCcTBOM MaccoBOW NHdopMaLmnn?ee],

Ll. YyeT ncnonb3oBaHMA apXUBHbIX J,OKYMEHTOB

51.1. Apx1B LOJIXKEH BECTU pa3fesibHbl y4eT (hOPM MUCMNOJIb30BaHNSA apXUBHbLIX OKYMEHTOB, B TOM
yucsle 3aka3oB Ha KOMMPOBaAHWE apXMBHbIX OOKYMEHTOB, MOCTyNaloWMX 3anpocosB, Ha ByMa>kHOM
HocuTesne n (Mnun) B 3J1IEKTPOHHOM BUAE.

YyeTy nopgnexxaT BcCe OpMbl MUCMNonb3oBaHUA. Kakgasa dopMa WMCNOJSb30BaHUSA Y4YUTbIBAETCSA
oTAeNbHO.

Mpu UCNoJIHEeHUM 3aNpPOoCOB NoJib3oBaTeNen PUKCMPYHTCS BCe 3Tanbl paboTbl OT
KOHCY/IbTMPOBAHMSA NOJIb30BaTENS A0 BblAa4y €My JIMYHO UM OTIMPaBKK Mo noyTe
NH(OPMALMOHHOIO AOKYMEHTa apXxmBa. [pn 3TOM y4YUTbIBAOTCS Clieayiolime CBeAeHuns:

nata, utor npe,u,BaleTeanoM KOHCYJIbTauunn (I'Ipl/l Hannynn);

e [aTa NocTynJeHns 3anpoca;

* perncTpauMoHHbIA HOMEp 3anpoca;

® Ha3BaHWEe oOpraHmMsaunnm (nonHoe un ohuumranbHoe COKpaLLI,eHHoe) uwnan camMmunusa, mnms,
O0THeCTBO JIlUa, OT KOTOPOro rnocTtynwunn 3arnpoc,

* HaJindine goBepeHHOCTH, MOYTOBbIN agpec n TenedoH nosib3oBaTens;

e KpaTKoe coAep)KaHue 3anpoca U XPOHOJIOrnYyeckmne pamMmkm NCKOMOM MHOPMaLnu;

e [J151 MOBTOPHOIO 3anpoca - AaTy NocTynJjeHns NepBoro 3anpoca;

e haMunnd, NHNUManNbl NCNOJIHUTENS;

® pe3ysibTaT NCNoJiIHeHNA 3anpoca (mMonoXXntenbHbIN, OTpI/ILI,aTeJ'IbeII7I, peKOMeH,D,aTeJ'IbeIVI);

e BN NOAMOTOBJIEHHOIO MHPOPMALMOHHOIO LOKYMEHTA;

e eC/IM 3anpocC Mepecbiiasica - agpec NepechisiKKU 3anpoca (HasBaHWe opraHM3aumu, Koraa
nepecnanu 3anpoc);
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* NaTy BblAa4N OTBETa Ha PYKWU UJIN OTMNPaB/EHUA MO NMOYTE;

* MpnMeYdHaHusd, roe yka3blBaeTcCd nobas apyras nHgpopmMaumsa, cBsa3aHHasa C NMOCTynJjeHUeM um
NCMOJIHEHMEM 3alnpocCa, OTMEeTKa O NOCTaHOBKE Ha KOHTPOJIb, CPO4YHOCTW, YCJTIOBUAX BblOoa4vdn
KOHCpI/I,EI,eHLI,I/IaJ'IbHOIZ MH(opMauuu, NPoaNeHUN CPOKa NCMOJIHEHUA 3anpoca N ero NpuynHax,
KOJ1IN4eCTBO KCGpOKOI‘II/II7I, cOoenaHHbIX apXmnBOoM, »anobe nonb3oBaTens u ap.

B ynTanbHOM 3ane BefeTcs XXypHan (6a3a maHHbIX) yyeTa noceli,aeMoCTM YMTasIbHOro 3ana,
B KOTOPOM (PUKCUMpPYeTCA: AaTa NoCeLlleHNs, KOJIMYECTBO BblAAaHHbIX e JUHUL, XPaHEHUSA U HOMEP
hoHaa, paMuans, HULKAALI NoNb30BaTeNsA. B KOHLIE KaXKA40ro roga paboTHMK YNTaIbHOro 3asa
CYMMUPYET OaHHble (LMppamMmn 1 NPOMn1Ccbio) 0 KOJIMYECTBE NOoCeLLLEeHWIA NOIb30BaTENSAMN
YuTasibHOro 3ana.

B ynTanbHOM 3ase BeeTCs TakK)XKE XXYPHas O Bblaa4ye U BO3BpaTe apXUBHbIX Oen,
OOKYMEHTOB. B HeM (huKcupyeTcs: AaTa BblAavyn, apXMBHbIe LN PbI BblAaHHbIX € 0MHNUL
XpaHeHus/eAnHNL, y4eTa, GaMuams n nHuumansl nosb3oBaTtensd. Mofb3oBaTeslb CTaBUT B XXypHane
CBOIO JIMYHYIO NOAMNUCH. [pun BO3BpaLLEHWM NOJIb30BAaTENEM AeN A4 rnepefayn B XpaHunauuie
COTPYAHUK YNTaNbLHOro 3asa NPoCTaBadeT AaTy BO3BpaTa MoJib30BaTesieM enHNLL
XpaHeHnsi/eaMHUL y4eTa 1 CTaBUT CBOIO JINYHYO Noannuck. ECiv nonb3oBaTenb cAaeT YacTb eANHUL,
XpaHeHus/egnHUL yyYeTa, TO PSAAOoM C AaTOM NepevyncnaioTcs HoMmepa CAaHHbIX e AuHNLY
XpaHeHus/eauHUL yyeTa.

K Ka)xgoMy geny npuaaraetcs (BKJIENBaAeTCs) JIMCT UCNOJIb30BaHUSA apPXUBHbIX O,O0KYMEHTOB
(®opma Ne 31) ykasbiBatoTCsi: HOMep hoHAa, HOMep OMNUCK, PErMCcTPaLNOHHBLIA HOMep Aena, AaTa
NCNoNb30BaHMs, GaMUINA U NHULKAbI NONb30BaTENs, XapaKTep UCMNOb30BaHNS OKYMEHTOB
(konnpoBaHwue, BbIMUCKN, MPOCMOTP U ApP.), HOMepa UCMNOJIb30BaHHbIX IMCTOB, NOAMUCH
nonb3oBaTens.

B >)xypHane (6a3e paHHbIX) yyeTa 3aKa30B Ha KONUPOBaHMUe yKa3biBaeTcs haMuans
nonb3oBaTend, CTPYKTYpHOeE noapa3aesieHne apxmBa, HarnpaBuBLLUEro 3aka3, KoJin4ecTBo JINCTOB,
KadpoB MUKPOKOPM, MOMCKOBbIE AaHHbIE OKYMeHTa (0B), KOJIMYECTBO 3aKa3aHHbIX 3K3eMMISPOB,
haTa nocTynJjeHuns 3aka3sa. [locne ncnonHeHns puKCMpyoTcs: AaTa UCNOJIHEHNS 3aKa3a;
MoNb30BaTENIO MepenaHo: INCTOB, KagpPoB MUKPOKOPM, Apyroe; OTMeTKa 0 nojy4yeHun (nognucek,
naTa); npumeYvaHue,;

B »xypHane (6a3e paHHbIX) yyeTa HapyweHU nonb3oBaTtenamu «Mopapka
MCMNOJIb30BaHMA...» YKA3bIBAOTCA: (PaMUIMS, UMS, OTYECTBO HAaPYLUUTENIA, KPaTKOE M3JI0XKEHNE
06CTOATENbCTB HAPYLLEHUS, AaTa HapYLLIEHUSs, NMPUHSATbIE PYKOBOACTBOM apXuBa Mepbl.

ApXUB TakKXXe BeJeT y4yeT NoaroToBJ/ieHHbIX apXUBOM nyﬁnuKau,uv"l B (hopMe XXypHana unn 6asbl
OaHHbIX. [Tpn 3TOM (pUKCUpyeTCA: Ha3BaHUe n3gaHus, ero Tun n Bua, Ha3saHuA y‘-lpe)Kﬂ,eHI/II7|,
YYaCTBYIOLWMX B €ro NoAroToBke, amMmnnmm, MHUUKaNbLI YJ1eHOB peakossierum, pammnnm, MHULManbl
coCTaBuTesnen, BbIXogHble OaHHbIE, TUpaXk, CBeJeHUs 0 peLeH3nax n ap. ApXmB MOXXeT BeCTHn
TakKXXe y4vyeT I'Iy6J'IVIKaLl,VIVI, NnoAroToBJIEHHbLIX MOJ<Ib30BaTENAMN.

Mpy yyeTe 3KCNOHUPOBAHUA APXUBHbIX L OKYMEHTOB U OCYLLLEeCTBJIEHUS UH(POPMALMOHHbBIX
MeponpuATUA apXMBOM (B hopMe XXypHasa nnm 6asbl aHHbIX) YKasblBaeTca: hopMa U Lefb
NCNoJIb30BaHUA, TeMa, MECTO NpoBeAeHNa MeponpusaTns, gaTa, YNCI0 N COCTaB NoceTUTenen,
BpeMs 3ByYaHuUa (ONsa Tenenepenay n 1.4.), GopMa y4acTuUs apxusa, WN@pbl MCNOJIb30BaHHbIX MPU
noaoroToBke MeponpusaTuin oHA0B U foen.

Mo OKOHYaHUM roda CBeAeHUA MepPBUYHbLIX Y4YeTHbIX ()OPM MO WCMOJSIb30BAHMIO OOKYMEHTOB
QHANM3MPYIOTCA U CYMMUPYIOTCA. Ta MHGOOPMaL A YYNTbIBAaE€TCS B FOLOBLIX OTHETax apxmBa v npu
naaHnpoBaHuUM paboTbl apxmBa Ha ByayLwimin roa.
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VIl paspen. OPFAHU3AUNA PABOTblI C APXUBHbBIMU
OOKYMEHTAMMU, ABASAIOLLLMMUCA HOCUTEJISMU CBEOEHUN,
COCTABJISIOLWLUNX TOCYOAPCTBEHHYIO TAHY

(Fnasoi LI - LIV NMpaeun)

LIl. PaboTa c apXMBHBIMU O,OKYMEHTaAMM, ABAAIOLWLUMUCA
HOCUTEJIAMU CBEAEHUN, COCTaBJIAIOLWMUX NOCYyAapPCTBEHHYIO TaUHY

52.1. PykoBoauTE b apXvBa WU YNOJIHOMOYEHHOE UM [O0/XKHOCTHOE NNLO0 OpraHu3yeT npoBefeHne
paboT C apXuBHbLIMU [OOKYMEHTaMW, SBASIOWWMACS HOCUTENSIMUA CBelleHW, COCTaBASOLNX
rocynapCTBEHHYIO TallHy (fafee - CeKPeTHble apXNBHbIE LOKYMEHTbI).

PaboTta C ceKkpeTHbIMW apXUBHbIMW [OOKYMeHTaMu BefdeTca C cobnogeHnem TpeboBaHUN
HOPMaTMBHbIX MPABOBLIX aKTOB MO 3alLUNTE roCyAapCTBEHHOM TalHbl. PabOTHUKYK, NpMBNEKaAEMbIE K
3Toln paboTe, OO/KHbI MMEeTb OOMNYCK K rocygapCTBEHHOW TalHe No (opMe, COOTBETCTBYHLLEN
CTEMNEHN CEKPETHOCTUN apXUBHbIX OOKYMEHTOB.

B apxuBe B MNjiaHOBOM MNOpPsAKe OpraHuM3yeTcsa nposBefeHue paboTbl MO KOHTPOJIO 3a CPOKaMWU
OorpaHnyeHuUs [OCTyna K CeKpPeTHbIM apXUBHbIM AOKYMeHTaM. [lo y4YeTHbIM [JOKYyMeHTaMm
BbIABJIAIOTCA (OHAbI, ONUCK LAeJsl, AOKYMEHTOB, [Aefla, KOMMJEeKCbl [OKYMEHTOB, OTAeSbHble
OOKYMEHTbl C UCTEKWMMN CPOKaMn OrpaHmYeHus [oCTyna, YCTaHOBJIEHHbIMU B COOTBETCTBUMU C
3aKoHoJaTenbCTBOM Poccuimnckon denepaunm o0 rocyjapCTBEHHON TanHe.

PykoBoauTenb apxmea Uian yrnoJHOMOYEHHOE UM J0JI)KHOCTHOE N1LL0 MHpopMUpyeT pykoBoguTenen
rocyapCTBEHHbIX OPraHoOB U opraHusauunm - doHaoobpa3oBaTesen AN UX NPaBONPEEMHUKOB O
HaM4YnMn B apxmBe, COCTaBe N obbemMe CEeKPEeTHbIX apXMBHbIX OOKYMEHTOB C UCTEKLWUM CPOKOM
OrpaHMYyeHnUss [oCTyna, YCTaHOBJIEHHbIM B COOTBETCTBMM C 3aKOHOAaTeNnbCTBOM Poccuiickomn
depepaumn o rocygapCTBEHHOW TalHe.

B ToM cny4vae, ecnm opraHmsaumsa-poHaoobpasoBaTens AMKBMAMpPoBaHa 6e3 npaBonpeemMHuKa uian
npaBonpeeMHUK He YroJIHOMOYEH pacCekpeymBaTbh apXMBHbIE OOKYMEHTbI, PyKOBOOUTENb apXuBa
WHopMMpYET pyKoBOAMTENEN TrOCYyAapCTBEHHbIX OPraHoB, HaAesIeHHbIX MOJIHOMOYMAMNU MO
OTHECEeHM0 CBEeAEHUNN K rOCyAapCTBEHHON TalHe.

ApxuB NpeanaraeT pacCMOTPETb BOMPOC O CHATUWU WA NMPOAJIEHNN CPOKOB OrpaHMYeHnsa 4ocTyna K
ApPXMBHbIM LOKYMEHTaM (C yKasaHMeM CPOKOB MPOLJSIEHNSA).

PykoBoauTeNto apxmBa MoryT 6bITb 0ULINANBHO Ae/lerMpoBaHbl MOJIHOMOYMSA MO paccekpevynBaHnio
IOKYMEHTOB B apxWBe pPYKOBOAWUTEJIEM COOTBETCTBYIOLLEr0 rOCYy[apCTBEHHOrO0 OpraHa wau
opraHmsauuu.

3To nosioXxeHue T[MpaBua OCHOBaHO Ha TpeboBaHWMAX 3aKoHOAATeNbCTBAa: B COOTBETCTBUM CO
cTaTben 14 3akoHa P® ot 21.07.1993 Ne 5485-1 «O rocynapCTBEHHOW TallHE» «PYKOBOAUTENN
rocynapcTBeHHbIX apxmBoB  Poccuiickon  ®depepaunm  HafenswTcsd  MNOAHOMOYMAMKU MO
paccekpevnBaHU0 HOCUTENEN CBEAEHUN, COCTAaBAAIOLWMX FOCY[AaPCTBEHHYIO TalHY, HaXoAsALWMNXCS
Ha XpaHeHUn B 3aKpPbITbIX POHAAX 3TUX apXMBOB, B CJly4ae AenerupoBaHusa UM Takux rnosiHoOMo4unmn
opraHu3sauveit-hoH006pa3oBaTeNeM UK ee NpaBonpeeMHUKom»2e7,

B Takom cnyvyae apxvmB MPOBOAUT pacCeKpeYMBaHME aPXUBHbIX OOKYMEHTOB - CHATUE paHee
MPUCBOEHHbLIX UM FPUGOB CEKPETHOCTU U BBEAEHHbIX OrpaHUYeHN Ha AOCTYN K HAM, eC/ih OHU y)Ke
He conep>kaT CBeAeHWUN, COCTaBASAIOLINX rOCy4apCTBEHHYIO TallHy, @ TakXe B CBA3UN C U3BMEHEHNEM
06BbEKTUBHbBIX 06CTOATENLCTB, BCNEACTBME KOTOPLIX OajibHelllas 3allnuTa CoAep)Xallnxcs B HUX
cBedeHunn asnseTcs HeuenecoobpasHom.

PykoBoouTenb apxmBa OLLEHUBAET Ha/M4YMe BO3MOXKHOCTEN AN9 OpraHu3aumm u nposegeHnsa pabot
MO pacCeKpe4YMBaHMNIO CaMOCTOATENIbHO N MOXET MPUHATb UKW OTKAOHUTb OEeNernpoBaHMe TaKux
MOJIHOMOYUIA.
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52.2. B cny4yae npuHATMA MNOJHOMOYMA MO pPacCEKPEYMBAHUIO PYKOBOAUTENbL apxuBa CO3daeT
KOMUCCUIO MO pacCeKpe4ynBaHUIO apXMBHbIX LOKYMEHTOB, KOTOpas MNpoBoAUT cBok paboTy Ha
MJaHOBOM OCHOBE.

B cocTtaB KOMUCCMM PEKOMEHAYETCHA BKJAKYUTb KypupPYHOLWEro HamnpaB/ieHne 3amMecTuTens
PYKOBOOAMTENS apxuBa, [JI@aBHOrMO0 XpaHWUTEeNs, XpaHUTens, OTBeYaloWero 3a COXPaHHOCTb
CEKPETHbIX apPXMBHbIX [OOKYMEHTOB, 3KCMNEPTOB U3 BEOOMCTB W OpraHm3auunim npousibHbIX
HanpaBsaeHUn, obnagaoWmMX NOSHbIM CMEKTPOM KOMMeTeHUUn B 061aCcT COOTBETCTBYHOLIMNX TEM,
OOKYMEHTbl MO KOTOPbIM MNpeanoslaraeTcsd pacCeKpPeTUTb, KypaTopa denepanbHOro opraHa
WNCMOJIHNTENbLHON BNACTW, BbIMOJHAOWEro B npenenax CBOMX MOJHOMOYMA 3agdadn obecneyeHus
6e3onacHocTn Poccuinckon depepauymn.

Bce u4yneHbl KOMUCCUW AOJ/KHbI MMETb COOTBETCTBYIOLLYIO (OpMYy AOMyCKa K FoCyAapCTBEHHON
TanHe.

PykoBOAWTE/Ib KOMUCCUM MOXET B C/lydae HeobxoammMocTn npuenekaTb K paboTe 4ONONHUTESNbHBIX
3KCMepPTOB, MMEILLNX COOTBETCTBYHOLLYIO (DOPMY A0MYCKa K roCyAapCTBEHHOM TalHe.

B cBoen pesTenbHOCTU KOMUCCUMA pyKoBoacTByeTca [losloKeHMeM O KOMUCCUW, KOTopoe
yTBep>XOaeTcs: B heaepasbHOM rocygapCTBEHHOM apXUBe - PYKOBOAUTENIEM apxuBa; B apXMBe
cybbekTa Poccunckon depgepaunn - pykoBoamTesieM YroJIHOMOYEHHOr0 OpraHa MCNOJIHUTESIbHOWN
BnacTu cybbekTa Poccuinckon depgepaunn B obnactn apxmBHOro gena.

Mepenncka n agpyrme matepuanbl (6e3 NPUIOXKEHNA KOMUIA CEKPETHLIX apXMBHbLIX AOKYMEHTOB) MO
BOMpocaM  paboTbl  KOMUCCUX  COOEPXUT  CAyXebHyl  MHGpopMauulo  OrpaHUYeHHOro
pacnpoCTpaHeHUs, MO3TOMY AOOJKHA MMEeTb MOMEeTKY «Ona cnyxebHoro nosb3oBaHUA» WU C
MPUIOXKEHNEM KOMUIN CEKPETHbLIX apPXUBHbLIX OOKYMEHTOB - COOTBETCTBYOLWMA rpud («CekpeTHo»,
«CoBepLUeHHO cekpeTHO», «Ocobor Ba)KHOCTU»).

MomewieHne ang pa6OTbI 41€HOB KOMUCCMWM OO0JI)KHO OTBeYaTb TpeﬁoBaHI/IﬂM no obecnevyeHunto
pexxmmMma CeEKPETHOCTN.

YneHbl KOMUCCUW OCYLLECTBNAT pa60Ty no WU3y4HYeHNKD CeKPETHbLIX apXWMBHbIX OOKYMEHTOB,
OoUueHMBaloT coaep>Xawnmeca B HUX cBegeHna n noaroTaBanMBatoT MO HAM 3KCMNepTHbIe 3aKJTi04YeHUA.

YneHbl KOMWUCCUMW, 3aHMMaKLWMecad pacCMOTPEHMEM apXMBHbIX [OOKYMEHTOB Ha npeameT
pacceKkpeynBaHus, AO/IKHbLI PYKOBOACTBOBATLCA KOHCTUTYLMel Poccnitckon ®epepaumnt2%e],
3akoHoM Poccuinckon ®egepaumnnm ot 21 nona 1993 r. «O rocygapcTBEHHON TanHe»?%9
depnepasbHbIM 3aKOHOM OT 22 okTa6ps 2004 r. Ne 125-®3 «0O6 apxmBHOM fene B Poccnimnckom
depepaunn»??l, depepanbHbIM 3aKoHOM 0T 27 uiona 2006 r. «06 MHdOPMaLUK, NHHOPMALIMOHHbIX
TEeXHOJIOrnAxX 1 o0 3aLnTe VchpopMau,MM»[ml, depepanbHbIM 3aKOHOM OT 27 nionsa 2006 r. Ne 152-03
«0 nepcoHasbHbIX faHHbIX»?7?!, MepeyHeM cBefeHW, OTHECEHHbIX K FOCYAapCTBEHHON TailHe,
yTBep>XOeHHbIM YKa3oM lMpe3sunaeHTa Poccuinckon ®epepaumnnm ot 30 Hoabpsa 1995 r. Ne 120312731
OPYrMMN HOPMATUBHbLIMW MPaBOBbIMK aKTamMun B 06/1aCTW 3aWNTbl FOCYyAapCTBEHHOW TalHbI.

B akcnepTHOM 3akto4eHnn ob6s3aTesIbHO NPUBOANTCS NEepeYeHb NCCe0BaHHbIX JOKYMEHTOB (Aen)
M  BbIBOAbI O BO3MOXHOCTWU KX TOJIHOFO WAM  YACTUYHOTrO  pPaCCEKpPeYMBaHus, Wan
HeuenecoobpasHOCTU paccekpeymBaHWs C  MOTUBMPOBAHHOW apryMeHTauuen, a Takxe
yKa3blBalOTCS AOKYMEHTbI (Aena), o KoTopbiM TpebyeTca AoMNoNHMUTENbHAsA 3KCNepTu3a.

DKCMepTHble 3aK/0YEHUA U NMPensIoXKEHNS B MPOEKT peLleHUs No pacCekpeymBaHUO AOKYMEHTOB
paccMaTpMBalOTCA Ha 3acefaHUM KOMUCCUMM U OpOpMASOTCS  MNpoTokosioM. Komuccuei
NPMHUMAETCS pelleHne O BO3MOXXHOCTM pacCeKpeyMBaHUs LOKYMEHTOB, MPOOJIEHUN CPOKOB WX
3aceKpeymnBaHns, CHUXXEHUN CTerneHn CEKPeTHOCTU. PelleHne o paccekpeynmBaHUM AOSKHO ObiTb
NPUHATO e4UNHOracHO.

YneHbl KOMUCCUMU B CBoeli paboTe AO0JIKHbI Y4YUTbIBATb, YTO HE3AaKOHHOE pacrnpocTpaHeHue B
Poccuiickon depepaunm wanm 3a ee npenesaMnm  OOKYMEHTOB, COAEPXXAlLUMX CBefeHus,
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COCTaBASOLWME FOCyAapCTBEHHYIO TanHy (nosasneHme uvHdopmauum B CMW, B TOM 4ncnie B cetun
NHTepHeT, nybankaumsa B cbopHmKax v ap.), He ABNAETCA OCHOBaHMEM A7 pacCeKpeymBaHus
LNOKYMEHTOB, COAepKalLux 3Tu cBegeHns 24,

PeweHune o0 paccekpednBaHUN CEKPETHbLIX apXMBHbIX AOKYMEHTOB BCTyMNaeT B CUJY TOJIbKO Mnocne
€ro corjlacoBaHusi C rocyOapCTBEHHbIM OpraHoM WAW OpraHM3aumnen, Hage VBLUVUMK apXuB
COOTBETCTBYIOLMMU MOJIHOMOYMNAMN, YTBEPXOEHUA ero pykoBoOUTesNlIeM apxuBa, BHecCeHus
M3MEHEHNI B YYETHYIO LOKYMEHTaLUMNI0 apxmea B cOoTBETCTBUK ¢ [nason LIV Mpaswun.

Mocne yTBeEpPXAEHNA pelleHna B apXmBe COCTaBNAeTCA aKT 0 paccekpedunBaHMM apPXUBHbIX
nokymeHToB (Popma Ne 4).

B aKTe yKa3bIBalOTCS apXUBHbIE AOKYMEHTbI:

* roanexauwmnme paccekpedmBaHuio B nNosHOM obbveme, C X NONCKOBbLIMU AaHHbIMU;

* noanexauwmnme YH4aCtnU4HOMY paccekKpedmBaHMO, C YKa3aHMeEM TMOUCKOBbLIX OaHHbIX CaMWUX
OOKYMEHTOB N UX (pparMeHTOB, KOTOpble OCTaBAATCA Ha CEKPeTHOM XpaHeHuun, C
aprMeHTaLI,I/IGIZ NMPNYNH OCTaBJ1IEHNA Ha CEKPETHOM XpaHEHNN,

e He nogJsiexalliue paccekpeymBaHuio, C aprymeHTaumen npuymH ocTaBIeHUs Ha XpPaHeHUn B
3aKPbITbIX POHAAX, C YKAa3aHMEM UX MOUCKOBbIX [laHHbIX N CPOKOB 3aCEKPEYMBAHUS;

e fioAnexalline paccekpeymBaHUO, HO C OrpaHM4yeHMeM [OCTyrMa K HUM, C MOUCKOBbIMU
OaHHBIMW W apryMmeHTauven npuYnH OrpaHWYeHUs [JocCcTyna B COOTBETCTBUU C
3aKoHodaTenbCcTBOM Poccuiickon depepaumn.

Mocne yTBep)XOEHUS PYKOBOOAMTENEM apXMBa aKTa O PacCCEKPEYMBAHMU BHOCSATCA WU3MEHEHUs B
y4YeTHble JOKYMEHTbl, YTO OTPa>KaeTCs B aKTe 0 pacCeKpPeYMBaHNN apXUBHbIX AOKYMeHTOB (PopMa
Ne 4).

PaccekpeunmBaHne apXMBHbIX AOKYMEHTOB, HaxXoAsLIUXCS Ha MOCTOSHHOM XPaHEHUW B apxuBE,
PYKOBOAMTENIIO KOTOPOro He [aesiernpoBaHbl oduuUManbHble MNOJIHOMOYMS Ha nNpoBedeHue
paccekpeyunBaHus, ocyllecTBnssieT MexBegoMCTBEHHAss KOMWUCCUMS MO 3aluTe rocyaapCTBEHHON
TalHbl (Danee - MeXxBe4OMCTBEHHAA KOMUCCUSA), perMoHasibHble MEXXBEAOMCTBEHHbIE IKCMEPTHbIE
koMuccum (B cybbekTax Poccuinckon depgepaunmn), LeHTPaIbHbIE IKCMEPTHbIE KOMUCCMK (B OpraHax
rocygapCTBEHHOM BJlACTW), 3KCNEpPTHble KOMUCCMM MO pacCeKpeymBaHUIO oOpraHusauunin-
oHaoobpasoBaTeNnen NN NX NPaBoONPEEMHNKOB.

MexBefOMCTBEHHON  KOMWUCCUEN,  PErmoHalbHbIMW  MEXBEAOMCTBEHHbLIMW  3KCMEPTHbLIMU
kKoMmnccmamm (B cybbekTax Poccuinckon degepaunm), LeHTpaabHbIMU SKCMEPTHLIMU KOMUCCUAMU (B
opraHax rocygapCTBEHHOW BAacTu) Mo peweHnio MeXBegoMCTBEHHOW KOMUCCUMM TaKxe
ocyulecTBnseTcs paccekpedmBaHmne OOKYMEHTOB, JIMKBUANPOBAHHbIX opraHmsaunm-
toHpoobpasoBaTenen apxuoB bbiBwero CCCP, PCOCP n Poccuiickon depepaunun, He UMEKOLLNX
MpaBoONpPeeMHNKOB.

PaboTbl MO pacCMOTPEHUI0O Ha MNPeAMEeT pacCeKpeyrBaHUsS apXUBHbIX Aen (JOKYMEHTOB) MoOryT
NMPOBOANTLCS:

* HEMNoCpeACTBEHHO B apxvmBe - B CJ/lydasx MnpepnocTtaBiieHUs YMOJIHOMOYEHHbIM OpraHoMm
WUCMOJIHUTEJIbHON BRacTuU B cdepe apxXMBHOro nesia B MeXBeJOMCTBEHHYIO KOMWUCCUIO
nepevyHem apxMBHbLIX Aes WAM  KOMWA BHYTPEHHUX OMUCEN apxmBHbix pen 6e3
npeanoCcTaBAEHNS KOMNIA apXNBHbIX Aen (4OKYMEHTOB);
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e yOaJIeHHO - B ClyYaax NpenocTaBneHns B Me)xBeJOMCTBEHHYIO KOMUCCUIO KOTMNIA apXMBHbIX
nen (QOKYMEeHTOB) M UX MepeYHe.

PelleHne MeXBeOOMCTBEHHOW KOMWUCCUM O PaACCEKPEYUBAHUN  aPXUBHBLIX  [OOKYMEHTOB
HanpaBnsieTcs B COOTBETCTBYIOLLUNIA YMOJIHOMOYEHHbLIN OpraH WCMOJIHUTENbHOW BRacTu B cdepe
APXMBHOrO fesia, OTBETCTBEHHbLIN 3a opraHu3aunio paboThl NMoABeloMCTBEHHbLIX OpraHu3auui no
PaCcCeKPeUYNBaHNIO APXUBHbLIX [OKYMEHTOB, MPeAOoCTaBMBLUUN MepevyHn UM KOMUU apXUBHbLIX
[OKYMEHTOB, a OTTya - B apXMB.

PaccmoTpeHne Ha npegMeT pacCeKpe4dMBaHUS apXMBHbIX AOKYMEHTOB, CO3[aHHbIX B rnpouecce
neatenbHOCTU cybbekTa Poccuinckon ®egepaynm (B TOM YNCIE U IMKBUOWPOBAHHbLIX OpraHnu3aunin-
oHpoobpasoBaTenen, He MMEWUX MNPaBOMNPEEMHMKOB), OpraHU3yeT PYKOBOAWUTESb BbICLLEro
opraHa ucrnoaHmTenbHon BnacTn cybvekTa Poccuinckon depepaunm.

Ina paccMOTpeHNs apXMBHbLIX [OKYMEHTOB Ha NpefMeT paccekpedmBaHus B cybbekTax Poccuinckom
depepaumn nNpu pykoBOAUTENE OpraHa WCMNOJHUTENbHOW BIACTU CO34AlOTCA pernoHalbHble
Me)xBe,OMCTBEHHbIE SKCMEPTHbIE KOMUCCUWN. AKT pervoHasbHon MeXxBefoMCTBEHHOM 3KCMePTHOMN
KOMUCCUN O pe3ysibTaTaxX paboTbl MO pacCMOTPEHUIO Ha MPeaMeT paccekpeymMBaHna OBOANTCA A0
pyKoBOOVTENS apXxuBa, NpeAcTaBUBLLErO AOKYMEHTbI HA pacCekpeynBaHue.

ApxuB posmxeH obecrnednTb paboTy 3SKCMEpPTHbIX TPynmn, CO3[4aBaeMbiX MO pPeLleHunto
MeXXBeJOMCTBEHHON KOMWUCCUW, MO PACCEKPEYMBAHUI CEKPETHbIX apXMBHbIX [1OKYMEHTOB,
HaXoOALWMNXCA Ha NOCTOAHHOM XPaHEeHWN:

e B MJIAHOBOM MOpsiKe MO apXMBHbIM AOKYMEHTaM C UCTEKLIUMWN CPOKAMWN 3aCeKPEeYMBaHMSA.
Apxue npeacTaBAsieT B YMNOJIHOMOYEHHbI OpraH WCMOJIHUTENbLHOW BnacTu B cdepe
ApPXMBHOrO Aesia NpeasioXXeHUs No BKJOYEHUO B MJIaH MO pacCeKpeynMBaHUI0 CEeKPETHbIX
APXMBHbIX JOKYMEHTOB, HAaXOOALWMNXCSA Ha XPaHEHUU B CayYae JIMKBUOALMW OpraHM3auunm-
choHaoobpazoBaTeNa U OTCYTCTBUS ee NpaBonpeeMHnKa. B Tom cnyyae, ecnm BbilLECTOALWLNM
OpraHoM npenyCcCMOTPEHbI OrpaHW4YeHMs MNo BO3MOXHOMY o0b6beMy paccekpedmBaHUs
CEKPETHbIX apPXUBHbIX OOKYMEHTOB B TEKYLUWIA NEPUNOA, apXUBY PEKOMEHAYETCS B MEPBYIO
oyependb npepfiaraTb QO pPacCeKpPeYMBaHUS CeKpPeTHble [OKYMeHTbl no Haubonee
BocTpeboBaHHOW TeMaATUKE;

* BO MCMOJIHEHME YKA30B, Ppacnopsi>XeHnn n nopy4deHun MpesmnaeHTta Poccuinckon depepaumn,
MOCTaHOBNIEHU, pacrnops>XeHnn u nopyyeHun lMpaButenbcTBa Poccuinckon depepauunu,
CBSA3@aHHbLIX C WHGOPMaUMNOHHbIM obecneyeHMeM OpPraHoOB rOCYAAPCTBEHHOM BAACTU W
npoeegeHnem obWEeCTBEHHO 3HAYMMbIX MEPONPUATUN;

* BO WCMOJIHEHME T[OPYYeHUN pykoBoauTens AJQMUHUCTpauuun [llpe3ngeHTa Poccuinckon
depepaumnn, pykosoautensa AnnapaTta NpasuTenbcTBa Poccunckon denepaumm, CBA3aHHbIX
¢ obpaweHunamn pykosogmntens Pocapxumsa;

e B CBA3U C obpaweHnsmm 4yneHos Coseta Pegepaumm 1 genytaToB FocynapCTBeHHON [lyMbl
QepnepanbHoro CobpaHma Poccuinckon depepaumn, pykosoguTenen AOMUHUCTPaUUU
Mpe3npeHTta Poccuiickon dPepepaunn, AnnapaTta lFocypmapcTBeHHon [dymbl 1 AnnapaTa
CoBeTa ®Pepepaunn ®PepepansHoro CobpaHusa Poccuinckon depepaumu;

* B CBA3M C obpalleHnaMK nonb3oBaTenein?’?, B cooTBeTcTBIM O cTaTbeit 15 3akoHa

Poccuniickon ®epepaunm «O rocyaapCcTBEHHOM TanHe» rpaxkaaHe, NnpeanpusaTus,
yuypexaeHus, opraHmsaunm n opraHbl rocygapcTBeHHOW BAacTn Poccninckonm degepaynm
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BNpaBe 06paTUTbCA B OpraHbl rOCyAapCTBEHHOW BACTW, Ha NPeanpuaTUus, B yYpeXaeHuns,
opraHusaumm, B TOM YMCJIe FOCYAapCTBEHHbIE apXMBbl, C 3aMNPOCOM O pacceKkpeyBaHum
CBeLEHUIl, OTHECEHHbIX K rocyJapcTBeHHo TaitHe?’®!, FocynapcTBEHHbIe apXmBbl,
nosly4ymseLUMe TaKoln 3anpoc, 0653aHbl B Te4YeHMe Tpex MecsLeB pacCMOTpPEeTb ero u AaTh
MOTMBUPOBAHHbLIA OTBET MO CYLEeCTBY 3anpoca. Ecnm oHn He NpaBOMOYHbI pellaTb BOMPOC O
paccekpednBaHUM 3anpallnBaeMbIX CBEAEHMWI, TO 3arpocC B MeCAYHbIA CPOK C MOMEHTa ero
NOCTYNJIEHNS OH NMepefaeTCcsa B OpraH rocyapCTBEHHON BNAaCTU, HAAEIeHHbIN TaknMm
NOJSIHOMOYMAMU, NNHO B Me)XBeOMCTBEHHYIO KOMUCCUIO MO 3alUUTe rocyaapCTBEHHOM
TalHbl, 0 YEM YBeLOMJAETCA NoJsib30BaTe b, MOAABLUMIA 3anpoc.

CnenyeT y4nTbiBaTb, 4TO YKJIOHEHME OOJKHOCTHLIX JINL OT PAacCMOTPEHMS 3anpoca Mo CyulecTBy
BJfieYeT 3a cobol aAMMHUCTPATUBHYIO (OMCUMMIMHAPHYO) OTBETCTBEHHOCTb B COOTBETCTBUM C
NEeNCTBYOLLMM 3aKOHO4ATEbCTBOM.

52.3. ApXI/IB 06s3aH npeanocCTaBnATb ANd npoBeneHusa >SKCNeEPTU3bl U N3YHEHUA aPXUBHbBLIX
OOKYMEHTOB 4JieHaM 3KCMNePTHbIX KOMUCCUIN 1 rpynn, co3gaHHbIX B roCygapCTBeHHbIX OpraHax n
OopraHn3saunax, pykoBoOUTENIM KOTOPbLIX HadesneHbl NMOJIHOMOYNAMU MO OTHECEHUIO CBeOEeHnNn K
Focy,ﬂ,apCTBeHHOIh TallHe, a TakKXe 4YJeHaM WHbIX KOMWUCCUWA, MOSHOMOYHbIX paccekpedinBaTb
CeKpeTHble apPXnBHblIE OOKYMEHTHI NNKBNAOANPOBaAHHbIX OpFaHI/I3aLI,I/IIZ, He nMmerLwnx
npaBornpeeMHMKOB:

* CEeKpeTHble apXUBHble OOKYMEHTbI MO MECTY UX XPaHEHUS UIN NX KOMWUK (BbIMOJIHEHHbIE B
COOTBETCTBUM C TpebOoBaHUSAMM CEKPETHOro [AesIoNpou3BoACTBa W OgOpPMISIEHHbIE B
YCTaHOBJIEHHOM MNoOpsAOKe);

» HeobxoamMmyto onsi paboTbl MHpOPMaLMio (Hanpumep, 06 opraHm3sauumn-gpoHaoobpasosaTene,
JaTe NocTynaeHns JOKYMEHTOB B apXuB 1 ap.).

CnenyeT Takxe obecrieynTb paboyee mMecTo, oTBevatollee TpeboBaHMAM PaboTbl C CEKPETHLIMM
aApPXNBHbIM OOKYMEHTaMWn.

ApXu1B rOTOBUT NepeyeHb (CrnpaBKy, 0630p) apXMBHbIX JOKYMEHTOB, MJaHUPYEMbIX K PaCCMOTPEHUIO
Ha NMpeaMeT BO3MOXXHOI0 paccekpevynBaHus.

O6bEKTOM pacCeKpeyYnBaHma ABNSETCA NOKYMEHT, Aeo (eAnHULA XpaHeHUs, eANHULA yYeTa).

MpencTaBieHHble A5 pacceKpeynBaHUsa NOKYMEHTbI, fefla pacCMaTPVBalOTCSA MOJANCTHO, B MOJIHOM
o6bemel# L,

PaccekpeudnBaHue MoXxxeT ObITb NOJIHBIM (I'Ipl/l KOTOPOM AOKYMEHT, nejio CTaHOBUTCA HECEKPETHbLIM B
rnosHoMm obbeme) uam 4YaCTUYHLIM (I'Ipl/l KOTOPOM HecereTHOIz CTaHOBUTCA €ro ornpepgeneHHad
4aCTb, HO B LieJIOM OOKYMEHT, Oesio oCTaeTCAd CereTHbIM).

LIll. XpaHeHue ceKpeTHbIX apXUBHbIX L,OKYMEHTOB

53.1. Pa3melleHne, XxpaHeHue, NpoBeaeHne NPoBEPKU HaANNYMA U COCTOAHNSA CEKPETHbBIX apXUBHbIX
OOKYMEHTOB OCYLLECTBNSAETCA apXUBOM C yyeToM TpeboBaHWMI 3akoHoAaTeNbCTBa Poccuickomn
depepaumm o rocyfapCcTBeHHOW TalHe.

HYaCcTW4YHO paccekpeyeHHble eAUHUUbl XpaHeHUa (eguHuubl y4eTa) XpPaHATCA B COOTBETCTBUU C
TpeboBaHUSAMN K XPaHEHUKD CEKPETHbIX apXMBHbIX AOKYMEHTOB, yCTaHoBJeHHbiMu [nason Ll
MpaBnn n oTAENbHLIMU HOPMATUBHLIMW OOKYMEHTAaMMU.

CekpeTHble apXuMBHble AOKYMeHTbl noafiexaT o6ocobseHHOMY XpaHeHuto (MyHKT 8.2 Mpaswun). B
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NUCKJTIOYUTENBbHBIX C/ly4asaX [AOMyCKaeTca BpPEeMeHHOEe COBMECTHOE XpaHEHUEe CEKPETHbIX W
pacCceKpeYeHHbIX fefsl B apXMBOXPAHWUJIMLLE CEKPETHbIX apXMBHbIX OOKYMEHTOB MpW OTCYTCTBUU
cBOOOAHbIX MAoWanen ona pa3mMeLlleHnss pacCekpeyvyeHHbIX aen.

[MpoBepKa Ha/IN4nUAa U COCTOAHUA CEeKPEeTHbIX apXUBHbIX OOKYMEHTOB OCYLLECTBASETCHa B nopsanke,
YCTaHOBJIEHHOM OTAE/IbHBIM HOPMATUBHBLIMUN OOKYMEHTaMWN.

53.2. Ha obnoxxkax gen npocTaBAAOTCA WTaMMbl YCTaHOBMEHHOro obpasua «PaccekpeyeHo» nam
OTMETKU «C» (KCEKPETHO»), «CC» («COBEPLUEHHO CEKPETHO»), «0B» («0COBOM BaXXKHOCTN»), @ TakXe
«CY» («CEKPEeTHO YaCTU4YHO»), «CCY» («COBEPLUEHHO CEKPETHO YacCTU4YHO»), «OBY» («ocobon
Ba>XHOCTUN YaCTUYHO>).

B 5McTe MCMNosib30BaHMSA YKa3blBAlOTCH cClefdylolne CBEeAEHWUS: Ha3BaHME KOMUCCUWU, HOMep
peLLeHnsa Uan NPOTOKOJa U ero AaTa, C YKa3aHWeM KOHKPETHbIX pacCeKpeYeHHbIX JIMCTOB U JINCTOB,
OCTaBJ/IEHHbIX Ha CEKPETHOM XpaHeHUN (NP Hann4nn).

PaboTa ocyuwiecTBnseTca B rnopsgke BbiNOJHEHUA cnyebHoro 3agaHua (He 6onee 120 gHen) u
TOMIbKO MOCJ/Ie BHECEHUNS COOTBETCTBYIOLWMNX N3MEHEHNN B YYE€THbIE LOKYMEHTbI (COralacHO MyHKTY
54.5 lMpaBwun):

* MO pe3ysbTaTaM MPOBeAEeHNA pacceKpeymBaHUA CEKPEeTHbIX apXUBHbIX OOKYMEHTOB B
COOTBETCTBUU C nNyHKTamu 54.3-54.5 Tpasun - B Te4deHme Tpex MecsAueB C MOMEHTa
MONy4YeHNs apXMBOM peLUeHUs O pacCekpe4ynBaHNN CEKPETHLIX apXNBHbIX JOKYMEHTOB;

e paboTa NMpwu 3acekpeynBaHUN OOKYMEHTOB AOJIKHa MPOBOAUTLCA B CPOKW, YCTAaHOBJIEHHbIE
3aKoHogaTenbLCcTBOM Poccmiickon depgepaunm o rocygapCTBeEHHON TaHe, BO BHEOYEpPELHOM
nopaaket?’8l

LIV. YyeT ceKpeTHbIX apXUBHbIX J,O0KYMeHTOB. OopMsieHue pacceKpevyeHHbIX aen

54.1. Y4eT ceKpeTHbIX apXWBHbIX OOKYMEHTOB BeAeTCs C y4eToM TpeboBaHUI, YCTAaHOBNEHHbIX
3aKOHOAaTeNnbCTBOM Poccuimnckonm degepaynm 0 rocyaapCTBEHHON TanHe?,

54.2. ApxuBHble (OHAbLI, ONUCK AeNl, OOKYMEHTOB W eAWHWULbl XpaHeHus (eguHuubl y4eTa)
CEeKPEeTHbIX apXUBHbIX AOKYMEHTOB, @ TakXe UX y4YeTHble JOKYMeHTbl 0003Ha4alTCcsa OTMeTKaMu
«C» (CeKpeTHO), «CC» (COBEpLUEHHO CEeKpPeTHO), «0B» (0CoBOM Ba)kHOCTWU), KOTOpble SABASIOTCH
CNy>XKeBbHbIMN N He BXOAAT B HOMep (hoHAa, HOMEp OMUCU, apXUBHbLIN WGP eAUNHUL, XpaHeHus
(eonHuny yyeTa).

Ecnm neno conep)XXuT [OOKYMEHThbl, WMelllme passinyHble CTeneHW CEeKPeTHOCTW, To Aeny
NpUCBanBaeTCs rpug CEKPETHOCTU, COOTBETCTBYIOLIUIA HAMBLICILEMY W3 UMEWMUXCS rpudgoB
CEKPETHOCTU AOKYMEHTOB, BKJIIOYEHHbIX B laHHOE AEeNo.

Mpn HanAM4YuM B OAHOM apXMBHOM OHAE, ONUCKU e, LOKYMEHTOB, eANHNLE XPaHeHns (egnHuue
yyeTa), HapsaAy C CEKpPeTHbIMW apXMBHbIMU [OKYMEHTaMW, HeCeKpeTHbIX (paccekpeyveHHbIX)
JOKYMEHTOB, 3TOT apXUBHbIN (hOHA, ONUCh AeN, LOKYMEHTOB N eANHULA XpaHeHna (eAnHULa yyeTa)
NMOMEYaloTCsA B YYETHbIX NOKYMEHTaxX OTMETKOM «CY» (@ TaKXXe «CCY», «OBY»), KOTOpasa SIBJSETCS
CNY>XKeBHOM N He BXOAMT B apXMBHbIN LWWNGDP €ONHNLBI XPaHeHNS (e AMHULbI y4eTa).

OCHOBaHMeM A BHECEHUS U3MEHEHUIN B YY4E€THble AJOKYMEHTbI Mo pe3ysibTaTaM pacCekpeymBaHus
OOKYMEHTOB, [esl SABAAITCSA aKTbl O PacCeKpeynMBaHUN OOKYMEHTOB, COCTAaBJIiEMblE Ha KaXXAbli
hoHA MNM ero YacTb, @ TakXXe aKTbl NMpuema-rnepeayn NOKYMEeHTOB C CEKPETHOro Ha OTKpbIToe
XpaHeHwue.

54.3. Mpwn paccekpeymBaHUM BCEX €OUHUL, XPaHEHUs (egnHWUL, y4YeTa) NO CEKPETHOM OonMucu aen,
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[OKYMEHTOB OMNMUCb PAaCCEKPEYMBAETCS, MepefaeTCs Ha OTKPLITOE XPaHEHWE N YYUTbIBAETCS B JINCTE
oHOa 3a TeM e HOMepoM, HO 6e3 OTMETKU «C», «CC» UAN «OB». MMpu 3TOM Ha 06JIOXKKe U
TUTYJIbHOM JINCTE OMUCK AeJl, LOKYMEHTOB OTMETKA «C», «CC» WUJIN «OB» 3a4€PKNBAETCS, a B MPaBOM
BEPXHEM YrJly NMPOCTaBASETCS WTaMn yCTaHOBIEHHOro obpasua «PaccekpeyeHo».

Mpu paccekpeymBaHUM HacTW eOUHUL XpaHeHus (eguHuy, ydeTa) Mo CEeKpPeTHOW onucu pen,
OOKYMEHTOB Ha paCCeEKpEYEHHble CEKPETHbIE apXMBHble AOKYMEHTbl COCTaBAAETCA OTAefbHas
onncb Aesn, OOKYMEHTOB, HOMepa eOuHWUL XpaHeHusa (eouHuy, y4veTa) B KOTOPOM OCTaloTCA
npexxHumMmn. Ona BasioBOW HyMepauun TakKMX eguHuL, XpaHeHus (eguHuy, yveTa) UCMOoNb3yeTcs
rpa(pa 2 onucu nen, NOKyMeHTOB. HoBas onuck nes, NOKyMeHTOB BMecCTe C pacCceKpeYeHHbIMN
APXMBHBLIMW OOKYMEHTaMM NepefaeTcs Ha OTKPbITOE XPaHEHME, YYMTLIBAETCA B NMCTe (POHO0B 3a
TEM K& HOMEPOM, 4YTO U CEKpeTHas, HO 6e3 OTMEeTKU «C», «CC» WM «O0B». TONIbKO B 3TOM Cliy4ae
HyMepaumns onmcen MoxxeT ObiTb NapasisieNbHON.

Mpu paccekpeyMBaHUM YacTU [hef U apXUBHbIX [OOKYMEHTOB MO ONUCU fefl, [OOKYMEHTOB,
cofep Kallmx CBeLeHUsl, COCTaBAAOLWMNE FOCY[apPCTBEHHYIO TallHy, C ONUCKA CHUMAETCS Konus, npu
KOMUPOBAHUW 3aroJIOBKN e ANHUL, XPaHeHMs (e ANHWL, y4eTa), OCTaBNeHHbIX Ha 0CO6OM (CEKpPEeTHOM)
XpPaHeHWUN, 3aKpbiBalOTCSA. Komusi ONUCU Ha paccekpeyvyeHHble fena U apXMBHble [OKYMEHTbI
nepefnaeTcs Ha OTKPbITOe XpaHeHWe. B 3k3emnnspe onucu Aes, AOKYMEHTOB, OCTaBLUENCS Ha
0CO6OM XpaHEeHWUWN, COXpaHAeTCs UX Hymepauus. B nucte ¢doHAa Takas OnNUCb YYUTbIBAeTCS
OBaXX[bl: 3K3eMnAsip OfucKM, OCTaBLIMIACA Ha 0CoboM XpaHeHWW, - C COOTBETCTBYIOLLEN
NHOEeKcaumen CeKpPeTHOCTU, U Konusa, nepelaHHas Ha OTKPbITOe xpaHeHue, - 6e3 MHAOekca «cC»,
«CC», «OB».

B cny4dae paccekpeymBaHUM OOHOM0 NN HECKOJIbKUX CEKPETHbLIX apXUBHbLIX LOKYMEHTOB B COCTaBe
eanHNLUbl XpaHeHUs (eanHnUbI yqua) OMNMnCb OCTaeTCAa Ha CeKpeTHOM XpaHeHNW.

|-|pVI paccekpedinBaHnnm oTA€EJIbHbIX €ANHUL XpPaHEHUA (eanHny yHeTa) no onucum gen, nOKyMeHTOB,
cogepXawmx ceeaeHmd, coCtaBnidroume rocyaapCcrBeHHyo TaI7IHy, eaANHNLUbI XpaHEHUA (eanHnUbI
y‘-IeTa) BKJTIOHAOTCA B ONNCb Aesl, AOKYMEHTOB OTKPbLITOIo XpaHeHnAa COOTBETCTBYOLLLErO apXUBHOTIO
¢doHOa 3a INTEPHBLIMN HOMEpaMn NN B BaJIOBOM MocC/aenoBaTe/IbHOCTMU.

Mpn y4yeTe NOKYMeHTOB B 00LLENOCTYNHON MH(OPMALIMOHHON CUCTEMEe apXuBa B Hee BHOCUTCS
MHOPMaUMSA O eAuHULIAX XpaHeHus (eaAuHuuax yyeTa) TOJIbKO W3 Oonucen nesn, AOKYMEHTOB
OTKPbITOFO XpaHeHuUs.

N3mMeHeHNs B y4YeTHble OOKYMEHTbl MO pe3y/ibTaTaM pPacCeKpeYMBaAHUA APXUBHLIX OOKYMEHTOB
BHOCSAITCS HA OCHOBAHMM aKTa O PacCeKpeyMBaHUN NOKYMEHTOB B TeYeHMe 0A4HOro Mecsua nocne
ero noanucaHus. ToNbKo Mocsie BHECEHUS U3MEHEHUN B yYeTHble OOKYMEHTbl pacceKpeyeHHble
ApXMBHbIE JOKYMEHTbI NepefatnTCcsl Ha OTKPbITOE XpaHeHue.

54.4. ®aKT pacceKpeymBaHUA CEKPETHbIX apXUBHbLIX OOKYMEHTOB dQuKcmpyeTca B rpade
«[pyMeYaHmna» WTamMnoMm ycTaHoBJIeHHOro obpasua «PaccekpeyeHo»:

* HaNpPOTWB 3aro/IOBKOB PacCCeKpeYeHHbIX U YAaCTUYHO PACCEKPEYEHHbIX eAVHULL XPaHeHUs
(eovHWL yyeTa) B ONUCSX e, AOKYMEHTOB, OCTALWMXCSA Ha CEKPETHOM XpPaHEeHWN;

* BO BHYTPEHHEN ONncK eanHULIbI XpaHeHUs (e ANHMLbI Y4eTa), a Npu ee OTCYTCTBUN - B INCTe-
3aBepuTesie C yKaszaHneM HOMEPOB PacCeKPEeYeHHbIX JINCTOB.

B cnyvae, Korga paccekpeyeHHble eAnHNLbl XpaHeHUs (eanHULBI y4YeTa) BKJIIOYEHbl B ONUCL Aen,
[OKYMEHTOB  OTKPbLITOr0O  XpaHeHus  (3a  JINTEepHbIMM  HOMepaMu  UAM B BaJIOBOM
nocnenoBaTeNbHOCTN), B OMNUCKM [Lef, OOKYMEHTOB, COAEp)XalMx CBeAeHus, CocTaBAasiolmne
rocyaapCTBEHHYIO TaiHy, B rpade «lMpruMedYyaHns» yKasblBaeTCs UX HOBbIA HOMep.

Mocne paccekpeuymBaHUs K ONUCAM fOesi, AOKYMEHTOB OTKPbITOFO U CEKPEeTHOro XpaHeHus
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COCTaB/ISAIOTCA HOBble UTOroBble 3anucy 06 obbemax, (haKTUYECKM YUYTEHHbIX B HUX eduHul
XpaHeHuns (eguHnL, y4eTa).

|-|pVI paccekpedimnBaHUM OOHOIro UJIN HECKOJIbKUX apPXUBHbIX OOKYMEHTOB, COOEP>XallNX CBeOEHUA,
CoCTaBndowme rocyaapCrBeHHyto TaIZHy, B COCTaBe Ae€Jla, OHO OCTaeTCd Ha CEKPETHOM XpaHEHWNN.
K apxXuBHOMY LLINAPY Ha obnoxke gena K COOTBETCTBYOLLEMY NHAOEKCY nobasnsetcs 6yKBa «KY»,
HomMmepa NNCTOB paccekpeyeHHbIX apXMBHbIX OOKYMEHTOB nepedyuncnatoTca B rpade «lMpumedvaHusa»
HaMnpoTMB 3arojioBka 4Y4aCTU4YHO pacCekKpedYeHHOro aeJjia, a TakXxe BO BHyTpeHHeIh onucn gena. Mpun
OTCYyTCTBUMN B [enie BHyTpeHHeI7I onncm ceeneHna O pacCcekKpeYeHHbIX apXMBHbIX AOOKyMeHTaX
OTpaXaloTCA B INCTe-3aBepuntene C ykasaHneMm HoMmepoB COOTBETCTBYHOLWNX JINCTOB.

B cnncke poHpoB B rpade 1, ecnin poHO NOJIHOCTLIO pacCeKpeyeH, OTMeTKa 0 HaJInYnnN CEKPETHbIX
OOKYMEHTOB 3a4epKumBaeTcs, a B rpage 6 ykasbiBaeTCqd OCHOBaHME - HOMep M JdaTa akKTa o
paccekpeymBaHum,

B nucte oHaa (Popma Ne 36) B rpachax 6-10 oTparkaeTcs BbibbITUE CEKPETHLIX AEN U ONUCEN, a B
rpacpax 2-5 - noctynneHne gen n onucen obLero xpaHeHUs, U3MeHeHNe CEKPETHOCTU oNucen.

B npaBom BepxHeM yriy 06JI0)KKN pacCEKPEYEeHHOro Aesia NPoCTaBAAeTCs WTaMMn YCTAaHOBIEHHOMo
obpa3ua «PaccekpeyeHo». VIHOEKC «C», «CC» UK «OB» B HOMepe Aena 3a4epKuBaeTca.

|-|pl/l paccekpednBaHnnm oTaeJibHbIX OOKYMEHTOB OeJi0o, B KOTOPOE OHW BKJIIOYEHbI, OCTAaeTCAd Ha
CEKPETHOM XpPaHEHWN, HO YYNTHLIBAETCA KakK YaCTUYHO CceKpeTHoe. K apxuBHoMy indpy Ha 0b610xKe
[ena c 0OTMETKOW «C», «CC» N «oB» AobaBnseTtcsa BykBa «4».

54.5. N3meHeHna B y4YeTHble OOKYMEeHTbl (yKa3aHHble B NyHKTe 23.2 [MpaBwa) no pesynabTaTaM
paccekpeymBaHNA CEKPETHbIX apXMBHbIX OOKYMEHTOB, MPOBEAEHHOr0 B COOTBETCTBUN C MYHKTOM
54.3 lNMpaBu, BHOCATCHA Ha OCHOBAaHUW aKTa O pacCekpeymBaHUM apXUBHbIX LOKYMEHTOB B TeYeHune
Tpex Mecsaues nocse noJsiy4yeHns apxmBoM peLleHns 0 paccekpeymBaHum.,

Mocne paccekpeymBaHUS K OMNUCAM A€, LOKYMEHTOB OTKPbITOrO W CEKPETHOro XpaHeHus
COCTaB/IAOTCA HOBble UTOroBble 3anucm 06 obbemax, (PaKTUYECKM YYTEHHbIX B HUX eduHuL,
XpaHeHnsa (eguHnL ydeTa).

Mpy YaCTUYHOM pacCeKpeymBaHUN K ONMUCAM Oefl, [OOKYMEHTOB CEKPETHOro XpaHeHus
COCTaB/ISAOTCA HOBble UTOroBble 3anucm 06 obbemax, (hakKTUYECKM YUYTEHHbIX B HUX eduHul
XpaHeHUs (eAuHUL y4yeTa) C OTMEeTKaMWM «CC», «C», «CCY», «CY» U pacCeKpeyeHHbIX eauHul,
XpaHeHuns (eguHnL, y4eTa).

PaboTa no BHeECEHUD W3MEHEHUN B Y4YeTHble AOKYMEHTbl MPOBOANTCS B MOPSiAKE BbIMOJIHEHUS
cny>xebHoro 3agaHus.

PaccekpeyeHHble OnMUCU KOMUPYIOTCA L9 CO34aHUA UX MOJIHOMO KOMMJEKTa, OOAWH 3K3eMnasap
nepepnaeTcd B YUTaNbHbIA 3a.

NHcdopMmupoBaHue o pacceKpeumBaHMM apXUBHbIX O, OKYMEHTOB

denepasbHble FOCYAapCTBEHHbIE AapXUBbl €XerofHO NpefoCTaBNAT CBeAeHUA ANS MNOMNOJIHEHUS
ba3bl QaHHbIX pacCeKpeyeHHbIX Aesl U OOKYMEeHTOB defepanbHblX roCyAapCTBEHHbLIX apXUBOB
(http://unsecret.rusarchives.ru/ [4]) B ynONHOMOYEHHbIN hefepaibHbIil OpraH UCNOJIHUTENIbHON
B/1IaCTW B Chepe apXMBHOIro Aefa n genonponssoacTea no yHudnumposaHHom copme,
BKJIIOYAIOLLLEN:

* HanMeHOBaHWNE apXunBa,

* 1o paccekpeymBaHua nen/noKyMeEHTOB;
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e HamMmeHoBaHMe POHAOA;

* 3aroJIOBOK fesla/A0KyMeHTa;

i Kpa|7|H|/|e haTbl gena/naTty LOKYMEHTa;

* apXUBHbIV WNGP;

e Ccny>xebHyo MHpopMaLuio.

[ocynapCcTBEHHbIM apxuBaMm cy61=eKTa Poccuickonm ®depnepaunm ceefeHUa 0 paccekpevnBaHUn
ApPXMBHbIX OOKYMEHTOB pPeKOMeHAYyeTCA pa3MelwaTb Ha canTe YMNOJIHOMO4YE€HHOIo oOpraHa
NCMOJIHNTESIbHON BACTU B chepe apxMBHOro fgesa uin apxmea.

B OTKpbITOM 0OCTYNe peKoMeHAyeTCs pa3MellaTh cleaylolle cBeleHuns:

* HanMeHOBaHWNE apXunBa,

* roj paccekpeymBaHuUs 0esi/00KYMEHTOB;

e HanMmeHoBaHMe POHLA;

* 3aroJIOBOK fesla/00KyMeHTa;

e KpaiHMe OaTbl Aena/naTy AOKYMEHTa;

* apxmBHbIN WGP (C ykasaHnem ocdunumnanbHonm abbpesnaTypbl apxmsa).

54.6. Mpun 3acekpeymBaHUN apXMBHbLIX LOKYMEHTOB Ha OCHOBaHUM peweHns ob oTHeceHuu
CBEOEHNN K TrOoCyOapCTBEHHOM TalHe, TMPUHATOr0 AOJ/PKHOCTHBbIM  JINLUOM, HaOeNeHHbIM
MOJIHOMOYMAMM MO OTHECEHNIO CBEOEHUN K TOCYAapPCTBEHHON TalHE, COOTBETCTBYOWMNE N3MEHEH NS
BHOCATCA B Y4Ye€THble OOKYMEHTbl B CPOKW, YCTaHOBJIEHHbLIE 3aKOHOOATENLCTBOM PoCCUNCKOMN
depepaumm 0 rocyaapCTBEHHON TalHe - Cpa3y e nocfae NoayyvyeHusa unHdbopmaunun (pelleHuns,
nMUCbMa 1 Ap.) 0 3aceKpeynBaHnmn fJokyMeHTos e,

[OoCTyn K CEKPETHbIM NOKYMEHTaM MoJib30BaTeieil, MMELNX COOTBETCTBYOLLLEE NpeanucaHne u
IOMNYyCK K roCyJapCTBEHHOW TaliHe no popMe, COOTBETCTBYIOLLEN CTENEHN CEKPETHOCTUN apXUBHbIX
IOKYMEHTOB, OCYLLECTBJISETCA B CMelnasbHO BblAE/IeHHOM O/ 3TUX LeNeid YATaslbHOM 3asie Uu
nomMeLeHnn, obopynoBaHHOM B COOTBETCTBUM C TpeboBaHusMu Mo obecrnevyeHUto pexnma
CEKPEeTHOCTM.

KonupoBaHne paccekpevyeHHbIX apXMBHbIX [OOKYMEHTOB OCYLWeCTBJSeTCA B COOTBETCTBUM C
NyHKTOM 47.6 MNpasun.

PaboTa nonb3oBaTenen B YMTaJIbHOM 3aj€ C PacCEKPEYEHHbIMUN AOKYMEHTaMUN OCYLLECTBAAETCS B
COOTBETCTBUU C NyHKTamn 45.1-45.3, 48.1-48.6 lNpaswun.
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IX pazpen. OPFAHU3ALNA BO3BPATA APXUBHbIX 0OKYMEHTOB
(Fnasa LV NMpaBun)

Bo3BpaT apXMBHbIX LOKYMEHTOB MOXXET OCYLLECTBAATbLCS:

® Ha OCHOBaHWUK CcyfebHbIX NOCTaHOBJIEHNI (aKTOB);

* B CNly4asaX, YKa3aHHbIX B lpaBnnax.

55.1. Bo3BpaT apXUBHbIX JOKYMEHTOB Ha OCHOBaHUN CyaebHbIX MOCTAaHOBJIEHUI (aKTOB)

NcnonHeHne apxmBoM cynebHbiXx MOCTAHOBAEHWI (aKTOB) MO BO3BPaTy apXMBHbIX OOKYMEHTOB
OCYLLEeCTBSETCA NOCae BCTYMNEHMS UX B 3aKOHHYIO CUy B COOTBETCTBMW C 3aKOHOAATENbCTBOM
Poccuinckon denepauymu.

K UcnosHUTEeNbHOMY OOKYMEHTY (3@ ucknyeHmnem cy,u,e6Horo r|pv|Ka3a), nocrtynmewiemMmy B apxuB,
OOJKHbI BbITb MPUNNOXEHDbI:

e Konus cynebHoro noctaHoBMeHUs (akTa), NOAMMCAHHOrO CyAbel, 3aBepeHHas repboson
neyvaTblo Cyaa,

* 3asBJIeHNEe B3bicKaTena nMbo ero nNpeacTaBUTeNss C yKa3aHMEM apXMBHOro LWudpa u
HOMEpPOB JIMCTOB apXMBHbIX NOKYMEHTOB, MOYTOBOrO ajpeca MPOXXMBAHUSA U aKTyaslbHbIX
KOHTAKTHbIX aHHbIX. 3as8BJIEHME NOANUCLIBAETCS B3biCKaTeNeM NnMbo ero npeactaBuTeNIeEM.
MNMoNHOMOYMS NPeACTaBUTENS NOATBEPXXAAOTCSA HOTapMaibHO 3aBEPEHHON N0BEPEHHOCTbIO
B3blCKaTeNs.

MpneM apxnmBOM [OOKYMEHTOB MO WCMOJIHEHUIO cy,u,e6Horo rnocTtaHoBNeHNa (akTa) no BO3BpaTy
APXMBHbIX OOKYMEHTOB, OCyLleCcTBAeTCA.

® B OpraHmsaunm MOYTOBON CBSA3N YMNOJIHOMO4Y€HHbIM JINLUOM apXuBa Mpun npeabdaByieHUn nm
Mno4YTOoBOIro n3dBeLleHumd, C OTTUCKOM KaJieHAapHOro no4YToBOro wreMnensa n JIMYHOM MoAnucu
B noay4dyeHun. YnonHOMO4YeHHOEe nuUo apxXxunBa npoBepAeT HaJmdnme Ha NnakeTe OTTUCKa
KaJleHOapHOro no4YTOoBOro wremMmnend,

® B apxumBe rnpun npeabaBJsIeHNN 3aKa3HOIro NcbmMma C ypeagomsieHmMeM o Bpy4HeHnnm njinm B apxmee
npum npegobaBiaeHNN JOKYMEHTOB MO NCMOJIHEHUIO cy,u,e6Horo aKTa. YNoJIHOMOYeHHoe nunuo
apxXmBa npoBepsAaeT Yy B3blCKaTeNid N ero npeacrtaBntTenda AOKYyMeHTbl, yooCcToBepAtoLlne
NMNYHOCTb, Hann4me noBepeHHoCTn, B KOTOpOIﬁ 3aKpernJieHbl COOTBETCTBYOLWME NMOJIHOMO4Y 1A,
nianm NMHOro JOKyMeHTa, noaTBep>XaatoLero noJIHoMo4nma npeactaBuUTenA,

* MOCPeACTBOM WHMOPMALMOHHO-TENEKOMMYHMKALMOHHONW ceTn WHTepHeT, B TOM 4ucrne ¢
NCMONb30BaHNEM €eAMHOW CUCTEMbl UAEHTUMMKAUMM WU ayTeHTudukaumm - B dopme
3/IEKTPOHHOIr0 AOKYMEHTa, NOANMUCAHHOI0 YCUIEHHOM 3N1eKTPOHHON MOAMNMMUCHIO.

Mocne nonyyvyeHns un perucTpaumm B apxXuBe LOOKYMEHTOB MO WUCMOJIHEHUIO Cyﬂ,€6HOFO
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MOCTaHOBNIEHUS (aKTa) OUPEKTOP apXmBa:

* yBeaomMmndeT COOTBETCTByI'OLLI,VII‘/] yﬂOJ'IHOMO‘-IEHHbIIZ opraH B cq)epe apxXmBHOro pnesia o
nonydyeHnn OOKYMEHTOB MO WMCMOJZIHEHUIO cy,u,e6Horo rMnocTaHoBAeHUA (akTa) Mo BO3BpaTy
APXNBHbIX OOKYMEHTOB,

* Ha3HaYaeT OTBETCTBEHHOr0 WCMOJIHUTENS, KOTOPOMY TMOPYYaeTCs MOWUCK, U3BATUE WU
KoMnMpoBaHWe NcTpebyeMbix apXMBHbIX LOKYMEHTOB.

ApXuB TrOTOBUT WUCTpebyemble apXMBHble [OOKYMEHTbl K Bblfa4ye: OCYLIECTBASET Wu3bATUE
IOKYMEHTOB W3 pfes, npu HeobxoAMMOCTW pacluMBaeT phefa, OCYLEeCTBASeT KOoMupoBaHMe
IOKYMEHTOB, W3roTaB/INBasi aHaA/IOrOBble W 3JIEKTPOHHbIE Konuu. OMHOW aHasoroBON KOMUW
OOKYMEHTa NMPUCBanNBAETCS CTAaTYyC «KOMNUM Ha NpaBax NogJIMHHUKa». Konus Ha npaBax NnogJIMHHUKA
noMeLLLaeTcs B eANHNLLY XpaHeHus (geno).

Ona 3NeKTPOHHbLIX LOKYMEHTOB KOMUA CO34aeTCs B QJ'IeKTpOHHOIZ dopme.

OdhopmnsaeTcs akT 06 U3bATUM NOOSINHHBIX € ANHWUL, XPaHEHWNS, apPXUBHbIX AOKYMeHTOB (Popma Ne 6)
M BHOCATCSA N3MEHEHUSA B YY4eTHble AOKYMEHTbI B COOTBETCTBUMU C NyHKTamMun 55.3 un 26.3 Mpasun.

MNepenaya AOKYMEHTOB OCYLLECTB/SIETCA B MOMELLEHUN apXMBa B 3apaHee COorjlacoBaHHbIA AeHb U
BPEMS HEnocpeaCTBEHHO B3bicKaTento snMbo ero npeAcTtaBuTento (Npyv  nNpeabsBAEHUN
IOBEPEHHOCTN) N MOATBEPXKAAETCA PACMNUCKON B NMOJTYYEHUN OOKYMEHTOB.

BO3BpaT My3€I7IHbIX npeamMeToB N nedYaTHbIX N34aHUA Ha OCHOBaAHWUM CYD,E6HOFO NMOCTaHOBJIEHUA
(akTa) OCyLLEeCTBNAETCA B COOTBETCTBUN C )J,eIZCTByPOLLI,I/IM 3aKOH0)J,aTeﬂbCTBOM[m1.

55.2. be3 cypnebHoro noctaHoBAeHUS (aKTa) apxmB 0653aH BO3BPATUTb apPXUBHbIE LOKYMEHTHI,
yKa3aHHble B NyHKTe 55.2 Mpasunn.

Bo3BpaT O,O0KYMEHTOB JIMYHOIO NPOMUCXOXAeHUsA, oOpa3oBaBLUMXCA B Npouecce
DEeATENIbHOCTU OTAEeJIbHbIX JIML, U ABJIAIOLLMXCA NPU CO3AaHUN UX JINYHOMU (YACTHOWN)
COOCTBEHHOCTbIO, U3 NMPEeKpPaLLeHHbIX YroJIOBHbIX, aAMUHUCTPATUBHbIX, PUAbLTPALUOHHO-
NPOBEPOYHbLIX Oen

K TakuM LOKYMeHTaM OTHOCATCS pyKonucu, potorpadum n gpyrue LOKYMeHTbl IMYHOr0 XapakTepa
(ayano- n BMAeo3anucu, nNucbma, PYKOMUCK, AHEBHUKWU, PUCYHKW, HOTHbIE 3annUcu U WUHblE
[OKYMEHTbl TBOPYECKOro XapakTepa, JIM4YHble MpeaMeTbl), BKJ/IOYEHHble B COCTaB enuHUL,
XpaHeHnsi, ChOPMMPOBAHHbLIX MO MaTepuanam MpeKkpaleHHbIX YroJoBHbIX, aAMUHUCTPATUBHbIX,
hVNbTPALIMOHHO-NMPOBEPOYHbLIX Aen?82,

Bo3epaTy He nopnexaT doTorpacgpun, coenaHHble B MNpouecce BeAeHUa CcneacTBus U B xone
paccMoTpeHusa pfena, wanm oduumanbHble AOKYMEHTbl (yAOCTOBEpPEeHWUs, CNpaBKW, HarpaaHble
OOKYMEHTbI, yYeTHble KapTOYKN, AOKYMEHTbI MEPECHIIOYHbIX MYHKTOB, LOKYMEHTbI KacCaLlMOHHOrO,
HaO30pHOro U peabunMTauMOHHOrO NPOM3BOACTB, O MPUBJIEYEHUN K MNPUHYAUTENbHOMY Tpyay B
YyC/IOBUSIX OrpaHndyeHuss ceoboabl, B TOM 4ucse B «pabouymx konoHHax HKBIO», a Takxe 06
orpaHuyeHun apyrux npaB u cBobod, KOHTPOJIbHO-HabnogaTeNnbHbIX AN CheLnoceneHLUes,
CCbIIbHbIX W BbICJIAHHBIX W Ap.).

Bo3BpaT ocCyuwlecTBAAETCA MO 3asABJIEHUIO peabunnTupoBaHHOro nvua, ero HacjefHuKa Wuaun
npencTaBMTENS, COAepXKalleMy HeobxoanMble 060CHOBaHNA. 3asiBNieHne JOJIKHO BbITb 0hopMaeHO
B MUCbMEHHOM BUAe, NOAMNMCAHO COBCTBEHHOPYYHO 3asiBUTENIEM, U MPeACTaBIEHO UM MPU JINYHOM
obpalleHnn B apxus.

Mpwn 3TOM peabnnmTupoBaHHbIE NNLA A0/DKHbBI MPeabABUTb Cleayloline JOKYMEHTHI:
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* [IOKYMEHT, YA0CTOBEPSIOLLNIA TNYHOCTb;

e CcrpaBKy o peabunuTtauunn.

HacneoHukun, KpomMe 3TOoro, A0J/IXKHbl NPeabABUTD:

e [OKYMEHT, NOATBEPXXAAOLWMNA haKT CMePTU peabunntTnpoBaHHOro nua;

e NOKYMEHTbI, MoATBepXAatoLme poaAcTBo/CBUAETENILCTBO O NpaBe Ha HacenCTBo.

Kpome Toro, mMoxeT ObiTb MNpeacTaBfeHO pellueHue cyaa 06 ycTaHoBeHMU dakTa, MMeLWero
lopuanveckoe 3Ha4YeHne, 0 HacseJo0BaHUM KOHKPETHOrO NMYLLLECTBA.

MpeanctasuTenn peabuNMTUPOBAHHOIO NMLI@ WUIW ero HacleAHUKOB MpeabsBasatoT OOBEPEeHHOCTb
WAN  WHOW [OOKYMEHT, MOATBEPXAAWWNA UX MNOoAHOMOYMUS (OOBEPEHHOCTb, BblAaHHAsA W
ohopMsIeEHHass B COOTBETCTBUWN C 3aKOHOM, OOKYMEHThl, NOATBEPXKAaloLMe NpaBo OOBEPUTENS U
NOJIHOMOYMA NPeACTaBUTENS, B TOM YUC/e, B INeKTPOHHON dopmet?83),

[OKYMEHTbI M3bIMalOTCA U3 Aesla, U3roTaB/IMBAOTCA UX aHANOroOBble N 3/1EKTPOHHbIE Konuwu. Ons
3JIEKTPOHHbIX JOKYMEHTOB KOMUS CO3[4aeTCsA B 3/IEKTPOHHOWN hopMe.

OdopmnaeTcsa akT 06 N3bATUM NOANNHHBLIX €AUHUL, XPaHEHWSA, apPXUBHbLIX OKYyMeHTOB (Popma Ne 6)
M BHOCATCA U3MEHEHUA B YY4eTHble LOKYMEHTbl B COOTBETCTBUU C MyHKTaMun 55.3 n 26.3 MNpasu.

Bo3BpaT TPYAOBOU KHMXKKU rpa>k iaHUHA

TpyooBas KHWXKa rpakhaHuWHa, nepefaHHas Ha XpaHeHue B apXMB BMeCTe C AOKYMeHTaMu Mo
JINYHOMY COCTaBY OT JINKBMAMPOBAHHOW OpraHn3aumn, BO3BpaLLaeTCs rpaXkAaHnHy no ero JINYHOMY
NMUCbMEHHOMY 3asIBJIEHWNIO, MPU NPeabsABIEHUN AOKYMEHTA, YA0CTOBEPSIOLLIErO JIMYHOCTL. B cnyyae
cMepTu paboTHUKa ero TPyAoBasi KHMXKKA BblAAETCS Ha PyKW OOHOMY U3 €ro poACTBEHHWKOB Moj
PaCnMNCKY UM BbICLIIAETCS MO MoYTe MO MUCbMEHHOMY 3asiBJEHWI0 OLHOr0 U3 POACTBEeHHUKoBZE.,
Konunsi TpyOo0BOW KHUXKKWN HE U3roTaB/IMBaETCS.

Bo3BpaT BOKyMeHTOB, nepemMmeLieHHbiXx B CCCP B pe3synbTate BTopo MUPOBOM BOWHLI U
HaxoAOfALWLUXCA Ha TeppuTtopumn Poccunckon depepauum

OokyMeHTbl, nepemelLeHHble B CCCP B pe3ynbTaTte BTOpon MUpPOBOM BOWMHLI M HaxXoAfAWMeCcs Ha
TeppuTopun Poccuiickon depepaLmm, BO3BpaALLAOTCA B CTPaHbl X MPOMUCXOXXAEHUS B COOTBETCTBUN
c ®epepaibHbIM 3aKOHOM OT 15 anpena 1998 r. Ne 64-®3 «O KyAbTYpPHbIX LEHHOCTSX,
nepemelleHHbIX B Coto3 CCP B pesynbTaTe BTOPpON MUPOBOMN BOMHBI N HAXOAAWMNXCA Ha TeppuTopmumn
Poccunckon cDeuepaqu/l»[&1 (nanee - ®epepasbHbln 3aKoH Ne 64-D3),

ApxuB, B onepaTMBHOM YyMpaBJieHUN KOTOPOro HaXoAUTCA nepeMeLleHHas KybTypHas LEeHHOCTb,
apasowanca obbekToMm TpeboBaHWN, MO YyKa3aHU MOJHOMOYHOro deaepasbHOro opraHa
WUCNOSHUTENbHOM BRAcTU B cdepe KynbTypbl, UCKYCCTBa M KuHemaTorpaguu (MuHucTepcTBa
KyJbTypbl Poccuiickoin ®epepauun)?®®l, saknioyaeT norosop:

e C opraH|/|3aL|,|/|e|7| (pre>Kp,eH|/|eM WAN OTAEJIbHbIM JINLOM), yI'IO)'IHOMO‘-IeHHOI7I Ha TO
NnpaBnTEIbCTBOM roCcyaapcTtBa, 3adBUBLLUEIrO NMPETEH3UIO,

e C WMEWLUUM Haanexaume npaBoMoYns npeacTaBUTeNIeM CeMbW, KOTOPOW paHee
npuHagse)ana 3Ta KyJibTypHasi LeHHOCTb (penunksus).
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B coOOTBETCTBMW C [OOroBOPOM MPOU3BOAUTCS BO3MELLEHME PACXOAOB Ha WAEHTUdUKaLUIO,
3KCMepTu3y, XpaHeHue, pecTaBpaLuio, KOMMPOBaHME AOKYMEHTOB, a TaKXe PacxoloB Ha WX
nepepnayvy (TpPaHCMOPTHLIX U OPYruX), N pakTMYeckas nepenaya AOKYMEHTOB.

KonusM nepeMelleHHbIX [OOKYMEeHTOB, TMOAJIMHHUKA KOTOPbIX BO3BpalleHbl B CTpaHbl UX
MPONCXOXAEHUSA, MPUCBaNBAETCA CTaTyC KOMMIK Ha nNpaBax NOA/IMHHUKOB. 3TN KONUN hopMUpPYyOTCS
B apXMBHble KOJUJIeKLUN. Y4eT Konuin Ha rnpasax NOAJIMHHMKOB OCYLLEeCTBAAETCA B COOTBETCTBUN C
nyHKTOM 37.18 lNMpasun.

CocTaBnaeTca akT O nepejadvye nepeMeleHHON KyJbTYPHOM LEHHOCTWU, MOAJIMHHUK KOTOPOro
nepenaetcs B MMHNCTEPCTBO KYJbTYpbl Poccninckom d>e)1epa|_w|v|@1, KOMUW aKTa ocTalTCca y
CTOPOH AOroBopa.

CocTaBnaeTcs TakXe akT 06 M3BbATUM MNOANNHHLIX €OUHUL, XPaHEeHWUs, apXMBHbIX LOKYMEHTOB
(®dopma Ne 6) N BHOCATCHA U3MEHEHUS B YYeTHble AOKYMEHTbl B COOTBETCTBMU C NyHKTamu 55.3 u
26.3 lNMpaswnn.

55.3. Bo3BpaT apXuBHbIX AOKYMEHTOB O(OPMAAETCA aKTOM 00 M3BATUU MNOAJINMHHLIX €OUHWL,
XpaHeHns, apXuBHbIX OOKYMeHTOB (®opma Ne 6) M oOTpa)kaeTcsd B YYeTHbIX [OOKYMeHTax B
COOTBETCTBUMU C TpeboBaHMAMU NyHKTa 26.3 Mpasun.

B neno choHpa BKAOYAKTCA aKT 06 N3BATUN MOANMHHBIX €OUHULL XPaHEHNS, apXUBHbIX LOKYMEHTOB
(Popma Ne 6), a TakxKe cnegyolme JOKYMEHTHI:

B cnyyae Bo3BpaTa apXUBHbIX JOKYMEHTOB Ha - 3asB/lIeHne B3bicKaTens anbo ero
OCHOBaHUW cynebHoro noctaHosseHUs (aKTa) npencraBuTens;

- Konusa cyaebHoro noctaHoBsieHNs (akTa);

- KON OOKYMEHTOB, NnoaTBepXAakoLWwmnx
NMONTHOMOYNA NpencTaBnNTeENA B3blCKaTENIA,

- aKT 06 n3bATUN MNOAJTMHHbIX e JNUHWNL],
XPaHEHUS, apPXMBHbIX LOKYMEHTOB
(Popma Ne 6);

- pacnucka B3bicKaTens nmbo ero
npencTaBuMTeNs O MpMeMe LOKYMEHTOB (C
yKa3aHWEeM apXMBHbIX LWNEHPOB 1 HOMEPOB
NNCTOB). Ha pacnucke CTaBUTCS TakxXe
NoAMNNCb YNOJHOMOYEHHOI 0 LA apXuea,
BblAaBLUEro AOKYMEHTHI.

B cnyyae Bo3BpaTa AOKYMEHTOB JINYHOIO - 3asBJIeHNe PeabunMTUPOBaHHOIrO ANLA UK
NpPoncxoXaeHus, obpasoBaBLUNXCSA B MpPoOLECcCe  ero HacneHWKa, NpeacTaBuTens;
LeaTeNbHOCTUN OTAESbHbIX JIML, U SBNAIOLLINXCS

NMpu CO30aHUN NX NTNYHOWN (YaCTHON) - KOMUN [OKYMEHTOB, MOATBEP K AA0LLMX
CcobCTBEHHOCTbIO, U3 NpPeKpaLLeHHbIX NMOJIHOMOYUSA NNL, MOJIYYUBLLUX apXMBHbIE
YrONOBHbIX, aAMUHUCTPATUBHbIX, JNOKYMEHTHhI;

(PUNbTPALIMOHHO-MPOBEPOYHbIX OEN
- aKT 06 n3bATUN MNOAJTMHHbIX e JNUHWNL],
XPaHEHUS, apPXMBHbIX LOKYMEHTOB
(Popma Ne 6);

- pacnncka peabunmTupoBaHHOIo NLA UK ero
HacnegHvKa, NpeacTaBuTens o Nnpueme
[OKYMEHTOB (C YKa3aHMeM apXUBHbIX LLUNKHPOB
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N HOMEpPOB JIMCTOB). Ha pacnuncke cTaBuTCS
Tak>xe NoAnucb YyrnoJIHOMOYEHHOr 0 LA
ApPXUBa, BblAABLUEr0 AOKYMEHTHI.

B cnyyae Bo3BpaTa TPyLOOBOWM KHUXKKMN - 3asiBJIeHME O BO3BpaTe TPYAOBON KHUXKMU.

B cnyyae Bo3BpaTa LOKYMEHTOB, - KOMUA akTa o0 nepefaye nepemMeLLeHHon

nepemelteHHbix B CCCP B pe3ynbTaTe BTopon KYJIbTYPHOW LLeHHOCTW;

MWPOBOM BOMHbI M HAXOAALLNXCA Ha

Tepputopun Poccmnckonm depepavnmm - aKT 00 U3bATUM NOOJINHHBLIX €0NHNLL
XPaHeHUs, apXMBHbIX JOKYMEHTOB
(Popma Ne 6);

- KOnmsa ooroBopa,

- KOMUA NpeTeH3nn Ha nepeMeLLeHHYo
KYNbTYPHYIO LLEeHHOCTb, X04aTancTBea,
KacaloLlerocs nepeMeLLLeHHbIX KybTYpPHbIX
LLeHHOCTEN, NpeacTaBasoLWmnx cobon cemenHble
pennKkeunu;

- KOnus henepasibHOro 3aKoHa nan
noctaHoBneHuns MNMpaBuTenbcTBa Poccnmnckom
depepaumm o0 BO3BpaTe COOTBETCTBYHOLWNX
OOKyMeHTOoB ApxmnBHoro ooHaa Poccumnckom
depepauynn;

- KOMUS OOKYMEHTa C NOoJIyYeHHbIM YKa3aHNeM
MunHncTepcTBa KynbTypbl Poccuinckom
depepauynm.

55.4. C un3BbATbIX APXNBHbLIX AOOKYMEHTOB W3roTtaB/iMBalOTCA KOMWUU, KOTOPble MOMELLaloTCA B
eagnHnuy XpaHeHus (oena) Ha MecCTa N3bATbIX aPXMNBHbIX OOKYMEHTOB, O 4YeM [ejiaeTCd OTMETKa B
nncrte-3aBepumtene n onncn noen, HOKyYMeHTOB.

B 3aBMCMMOCTM OT BUAA HOCUTENS [OOKYMEHTa KOMUS W3roTaBaMBaeTCs Ha OymMa)kHOM uan
NMJEHOYHOM HOCMTeNe, C 3JIEKTPOHHbIX [OKYMEHTOB M3roTaB/IMBAETCA 3/EeKTPOHHas konwus. Mpu
N3bATUN BCEro Aesia OOoMyCKaeTCs Co3[aBaTb €ro KOomnuio B 3/IeKTPOHHOM BUAE U pa3MellaThb B
MHPOPMALMOHHOM CUCTEME apXMBa.

Mpuno>xxeHnue 1.

ObecneyeHue COXPAHHOCTU apPXUBHbIX J,0KYMEHTOB
npy YypesBblYaMHbIX CUTYaLUAX

(mononHuTEeNnbHO K NyHKTaMm 6.5, 11.4, 12.1 MNpasun).

paxkpaHckaa obopoHa (FO) - 3TO cucTeEMa MeponpuATMA Mo MOAroTOBKE K 3aljMTe 1 No 3awunTe
HaceneHuns, MaTepuanbHbIX N KYJIbTYPHbIX LLEeHHOCTEN Ha TeppuTopun Poccnnckon depepaumm oT
OMNaCHOCTEN, BO3HUKAIOLWMX MPU BOEHHbIX KOHQJIMKTaX Uan BCNeACTBUE 3TUX KOHDJIMKTOB, a TakXe

NPV Ype3BblYaiiHbIX CUTYaLMAX NPUPOLHOr0 U TEXHOreHHOro xapakTepal?®s],

OCHOBHbIMU 3aa4aMuN apXnBOB B 061aCTN rparkaaHCKON 060POHbI SIBNAIOTCS:

* NOArOTOBKa HaceneHusa B obnacTm rpaxgaHckom o6opoHbl;
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e onoBseLlleHne paboTHUKOB 06 OMACHOCTSAX, BO3HUKAKLWINX MPU BOEHHbLIX KOHMIMKTaX WK
BCNEACTBME 3TUX KOHMJINKTOB, @ TaKXe MpPU 4Ype3BblHaMHbIX CUTYaLUSX MPUPOOHOro ”
TEeXHOreHHOro XxapakTepa;

e 3BaKyauus (paccpefnoToyeHue) paboOTHMKOB M YJEHOB WX CEeMeW, MaTepuabHbIX W
KYJIbTYPHbIX LLeHHOCTel B 6e3onacHble palioHbl;

e npenocTaBsieHne paboTHMKaM CpeaCTB MHANBMAYANLHON U KOJIIEKTUBHOWN 3aLUMThI;

e bopbba C noxapamu, BO3HUKLLUMMWU MNPU BOEHHbIX KOHMJNKTaxX WAn BCAeACTBUE 3TUX
KOH(IKTOB;

e obecneyvyeHne NOCTOSHHOM FOTOBHOCTU CUJT U CPEACTB rPa’kaaHCKol 060pOoHHbI.

CDe,u,epaanble OpraHbl WCMNOJIHUTENbHOW BNacTu B npeanesax CBOUX MOJIHOMO4YUIN U B nopagke,
YCTAHOBJIEHHOM (efepasibHbIMU  3aKOHAMW W UHBIMA  HOPMATUBHBLIMW MPaBOBLIMU  aKTaMu
Poccunckon ®epepaumnn:

* NPUHMMAOT HOPMaATMBHbIE aKTbl B 061aCTU rpa)xgaHCcKon 060poHbI, 80BOAAT X TpeboBaHUS
00 cBeJleHNsa opraHn3aunmn, HaxoAAalWnXCcs B UX BEAEHUN, N KOHTPOJIMPYIOT UX BbINOSHEHUE;

e pa3spabaTbiBalOT W peanu3ylT MAaHbl FPaXAaHCKoOW 0OOpOHbI, COrjacoBaHHble C
henepanbHbIM OPraHOM UCMONHUTENLHOW BNACcTU, YNOJIHOMOYEHHLIM Ha pelleHne 3ajay B
obnacTtu rpaxaaHckoln 06opoHbl, OPraHM3yT NpPoBeAeHNE MEPOMNPUSATIUIA MO rPaXKgaHCKOM
obopoHe, BKJtoYasi co3gaHme N NoAroTOBKY HEOBXOAUMbBIX CUM U CPEACTB;

* OCyLlecCcTBAKOT Mepbl, HamnpabBJieHHble Ha CcOXpaHeHune 06bekToB, HeobxoAuMbIX AN
YCTOI7I‘-IVIBOF0 HYHKLNOHUPOBAHUSA SIKOHOMUKUN N BbIXKMBAHNA HAaceslIeHNS B BOEHHOE BpeMs;

e CO30AIT N NOAAEP)XMBAIOT B COCTOAHUM MOCTOSHHOW FOTOBHOCTU TEXHMUYECKME CUCTEMbI
yrnpaBJ/ieHNs Tpa’kKAaHCKoOW 0BOpPOHbI M CUCTEMbl OMOBELLEHWUS HacesieHUs B panioHax
pa3MelleHns MOoTeHLWaNbHO OMacHbIX O0ObEKTOB, HAaXOASLWIMXCA B BeAEeHWUM YKa3aHHbIX
dhenepanbHbIX OpPraHOB WCMOJSIHUTENbHOW BNacTu, o6 0MacHOCTAX, BO3HMKAWOLWIWUX Mpun
BOEHHbIX KOHMMKTaX WAM BCNeACTBME 3TUX KOHMJIMKTOB, a TakXe Mpu 4Ype3BblHalHbIX
CUTYaUUSX NPUPOAHOIro N TEXHOMEHHOr0 XapakTepa;

* CO3[al0T U COAEPXaT B LEJSIAX Frpak1aHCKoN 060pOoHbI 3amackl MaTepunasibHO-TEXHUYECKUX,
NPOLOBOJIbCTBEHHbLIX, MEAVULIMHCKNX N UHBIX CPELCTB;

e onpenensiioT nepeyeHb OpraHu3lauui, obecrneyvymBalolMX BbINOJHEHME MEPOMPUSATUN MO
rpa<iaHckon obopoHe henepasibHOro opraHa UCNOJIHUTENbHOW BNACTML.

ApXxu1BbI B Npefenax CBOMX NOJIHOMOYUIA U B NOPSALKe, YCTAaHOBJIEHHOM deepasibHbIMU 3aKOHaMU U
WHbIMW HOPMATUBHbLIMW NMPaBOBLIMU aKTaMu Poccuinckon Penepauunm:
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* MJIAHUPYIOT 1 OPraHU3yT NpoBeAeHNE MEPONPUSTUIA MO FPaKAaHCKO 060pOHE;

* MpoBOAOAT MepornpuaTma no noagep>XaHUw CBOEro YCTOIZ‘-IVIBOFO q)yHKLI,VIOHVIpOBaHVIﬂ B
BOEHHOE BpeMA,

® OCyLeCTBNIAKT NOoAroToBKY pa6OTHI/IKOB B obnactu Fpa)K,D,aHCKOI‘/‘I 060pOHbI;

e CO3[Al0T U COAEP>XaT B LEJIAX rparkAaHCKON 060pOoHbI 3amackl MaTepunasibHO-TEXHUYECKUX,
NPOAOBOJIbCTBEHHbIX, MEAULIMHCKUX N UHBIX CPEACTB.

OpraHusauunm, OTHECEHHbIE B YCTaHOBJIEHHOM MOPSAAKE K KaTeropusM Mo rpakaaHckon obopoHe,
CO3Jal0T U NOAAEPXKUBAKOT B COCTOSHMN FOTOBHOCTU HellTaTHbIe hopMupoBaHnsa no obecneyveHuro
BbIMOJIHEHUS MEPONPUATUIA NO rpakaaHckon obopoHe (HOIO).

OpraHamu, ocyLLeCcTBAAIOWMMN yNpaBJieHne rpa>kaaHckon 06opoHon, ABNSOTCS:

e (hbepepanbHbIl OpraH WUCMNOJMIHUTENIbHOW BNACTW, YMOJIHOMOYEHHbIM Ha pelleHue 3ajad B
obnactun rpaxxgaHckon obopoHbl (MYC Poccuun);

e TeppuTOpuMasbHble OpraHbl - OpraHbl, YMNOJHOMOYEHHble pellaTb 3adayn rpaxgaHCKon
060pOHbI 1 3afayr Mo npeaynpexXAeHuo N JIMKBUAAUUM 4Ype3Bbl4aWHbIX CUTYyauWUn Mo
cybbekTaMm Poccuinckonm denepaumu.

e CTPYKTYPHble noapasaeneHns denepasbHblIX OPraHoB UCMOMHUTENIbHOW BAACTN U OpraHoB
MEeCTHOro caMmoyrnpaBJieHUs!, yNoJIHOMOYEeHHbIE Ha pelleHne 3a4a4 B 06/1acTu rpa’Ka4aHCKon
060pOHbI;

e CTPYKTYpPHble noppa3fneneHnsa (paboTHUKN) opraHM3auunin, yNoJHOMOYEHHbIE Ha peLleHune
3amay B o06nacTtu rpa)kgaHCckom o060poHbI, co3faBaeMble (Ha3HadYaemble) B nopsaake,
yCTaHOBJIEHHOM [1paBuTenbCcTBOM Poccuinckon depepauunu.

YpesBblvaliHas cutyaumnsa (HYC) - 3To obCTaHOBKA Ha onpeneneHHon TEPPUTOPUN, CIIOXKUBLLASCS B
pesyfnbTaTe aBapuu, OMACHOro MNPUPOLAHOrO  SIBEHWS, KaTacTpogbl, pacnpocTpaHeHus
3aboneBaHus, NpeacTaBAsOLLIEr0 ONACHOCTb A8 OKPYXXaloLWmMX, CTUXUAHOIO UK MHoro bencTeus,
KOTOpble MOTyT MoBJiIeYb UM MOBJIEKIMN 3a COBOI YenioBeYeckune xepTBbl, yliepb 340poBbl0 Noaei
UNM  OKpyXXaloweln cpeae, 3HauyMTeslbHble MaTepuasibHble MNOTePU U  HapylUeHue YCI0BUiA

XU3HepesTensHocTu noaent?8d,
MpedynpexaeHne 4YpesBblYalHbIX CUTYaUWUii - 3TO KOMMJIEKC MepOonpusTUiA, MPOBOAVMbIX

3abnaroBpeMeHHO U HamnpaBJIEHHbIX HA MaKCMMaJlbHO BO3MOXXHOE YMEHbLUEeHWEe pUCKa
BO3HUKHOBEHUSA Ype3BblHalHbIX CUTYaLWU, @ TakKXXe Ha COXpaHeHWe 300PO0Bbs NIOAEN, CHUXEHMUE
pa3mepoB yulepba oKpyXKatloLLen cpelie U MaTepuasbHbIX NOTEPb B C/IyHae UX BO3SHMKHOBEHUS.

KoopAMHaUMOHHBIMKM  OpraHaMu efunHom FOCYD,apCTBeHHOIZ cncrteMmbl npeaynpexaeHna wu
NnKBnaaunn l-Ir.)eBBI:I‘-IaIZHbIX CVITyaLI,VIIZ ABNAKOTCA:

* Ha (enepasbHOM N MeXpermoHasbHOM YpPOBHSX - [MpaBUTENIbCTBEHHAs KOMUCCUA MO
npeaynpexneHnto U JIMKBMOAUMN Ype3BblHalHbIX CUTyauuin n obecneyvyeHnto MoXKapHOWM
6e30MacHOCTU, KOMUCCUW MO NpeaynpeXXaeHnto N TNKBUOALUNM Ype3BblYalHbIX CUTYaUURA 1
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obecneyeHnio NoxxapHom 6esonacHoCTU hefepasibHbIX OPraHOB UCMOJTHUTENbHOW BAacTn 1
rocyfapCTBeHHbIX Koprnopauui. lNpn yrpo3e BO3HWUKHOBEHWA U (MAM) BO3HWKHOBEHMWWU
OTOeNIbHbIX 4pe3Bbl4alHbIX CUTyauun [MpaBuTenbcTBO Poccuinckon depepauymm BApase
NPUHATL pelleHne 06 ocyLLecTBAEHUN UM MOSHOMOYUN KOOPAMHALMOHHOIO opraHa eaAnHON
rocynapCTBEHHOW CUCTEMbI NpeaynpexxAeHUs N TMKBUAALNN Ype3BblHaMHbIX CUTYaLLNNA;

e Ha pervoHasibHOM ypoBHe (B npenenax Tepputopun cybbvekTa Poccuiickon denepaunn) -
KOMUCCUN MO NpeaynpexaeHuto N JNKBMAaLUNM Ype3Bbl4aMHbIX CUTyauUUn 1 obecrnevyeHmnto
noxkapHownm 6e3onacHocTn cybbekToB Poccunickon depepaunm;

* HA MYHMUMNA/IbHOM YPOBHE - KOMWUCCUM NO TMpeaynpexAeHuo W JAnKBuaaumnu
ypesBbl4aMHbIX CcUTyauun un obecrnevyeHuto MoxapHorW 6e30MacHOCTU MYHULUMNAJbHbIX
obpasoBaHunn;

* Ha 0OBbEKTOBOM YPOBHE - KOMUCCUWU MO MpeayrnpexiaeHnio U NMKBMAALWN Ype3BblHalHbIX
cUTyaumin n obecrnevyeHnto No)XxapHoin 6e30MacHOCTM OpraHn3auunii, B MOJIHOMOYUS KOTOPbLIX
BXOAMT pelleHne BOMPOCOB MO 3allUTe HacesleHUs N TeppUTopuil OT Ype3BblHalHbIX
CUTyauuin, B TOM Yucne no obecnevyerHunto 6@30macHOCTY NoAel Ha BOAHbIX 06beKTax.

OCHOBHbIMIN 3afa4aMn KOMUCCUIA ABNAIOTCA:

e OpraHu3auums pas3paboTKu, NIAHMPOBAHUS W BbIMOJIHEHMS MEPOMNPUSATUIA MO MOBbILUEHUE
YyCTONYMBOCTY (PYHKLMOHNPOBaHNSA 0ObEKTa;

e obecnevyeHmne roTOBHOCTM OpraHa yrnpaBnaeHUs, CUCTEeM CBA3U 1 ONOBELLLEHNS, CUT N CPEACTB
obbekTa K gencteuam npu YC;

* PYKOBOACTBO CO3[a@aHMEM W WUCMOJSIb30BaHMEM pe3epBOB (PUHAHCOBbIX N MaTepuasibHbIX
pecypcoB ansa nMkemaaunm nocneactesum HG,;

e OpraHuM3auusa NoAroTOBKKU NMepcoHana obbekTa K gencTeuam npu YC;

* PYKOBO/ICTBO 3BaKyalluel nepcoHasa obbekTa 13 30Hbl YC;

* PYKOBOACTBO rnpoBeageHmem aBapMMHo-cnacaTeanble n opyrme HeoTJI0OXKHble paGOTbI B 30He
s [OF

e OpraHM3auus npoBedeHNs PEMOHTHO-BOCCTAaHOBUTESNIbHbIX paboT Ha o06bekTe nocne
nnkeunpaunm YC.

[MocToAHHO )J,eIZCTByPOLLI,I/IMVI OopraHamMmun ynpaBieHUA enunHom Focy,ﬂ,apCTBeHHOIZ CnNcTtembl
npeaynpexageHna n ankengaunn l-IpeBBI:I‘-IaIZHI::IX CI/ITyaLI,I/II7I ABNAKOTCA OpraHbl UJn pa60THVIKI/I,
cneynanbHO ynoJIHOMO4YeHHbIE Ha pelleHne 3aaa4 B 0611acTn 3aWmnTbl HaceseHnsa n TeppvlTopvu7| oT
‘-IpeBBbI'-lathbIX CI/ITyaLI,I/II7I Ha COOTBETCTBYyHOLLlEM YpPOBHE efnHon rocyp,apCTBeHHoM Cncrtembl
npeaynpexaeHmna n aTnkengaunnm l-IpeBBI:;I'~-IaI7IHI:>IX CI/ITyaLI,I/IIZ.

OpraHamu MNoBCEOHEBHOro ynpaBieHUs eANHON FoCyOapCTBEHHON CUCTEMbl NpeayrnpexxaeHus u
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JINKBUOAUMN Ype3Bbl4alHbIX CUTYyaUU Ha OOBLEKTOBOM YPOBHE SBIAKTCA Mogpa3neneHuns
opraHmsauui, obecneymBatoLLne NX OeATEe/IbHOCTb B 06/1aCTU 3alUThI HACENEHUA U TEPPUTOPUN OT
Yypes3BblYaMHbIX CUTYyaLUWA, yNpaBJeHUs CUNaMum U CpeacTBaMy, MpefHa3sHAYeHHbIMU U
npuBaeKaemMbiMn OJ1 NPeayrnpexxaeHna n MMKBUAALUNM Ype3BblHalHbIX CUTYaLINN, OCYLLECTBJIEHNS
obMeHa MHgopMaLMEen N OMOBELLEHNS HACEJIEHUS 0 YPEe3BblYalHbIX CUTYaLUSX.

OpraHbl ynpaBaeHus N CUibl eAUHON FroCyAapCTBEHHON CUCTEMbI MPeaynpeXxaeHns n TNKBMAaLNN
Yype3BblYaMHbIX CUTYaALNIA (DYHKLNOHMPYIOT B peXNMaX:

* MOBCEAHEBHON OEATENbHOCTM - MPX OTCYTCTBUM Yrpo3bl BO3SHMKHOBEHMWS 4pe3Bbl4aHOMN
cUTyauuu;

* MOBbILLIEHHOM FOTOBHOCTY - MPY Yrpo3e BO3HMKHOBEHUS YPE3BbIYANHON CUTYaLUu;

b ‘-IpeBBbI‘-IaI;IHOIZ CNTyaunn - npn BO3HUKHOBEHUN U NUKBUOALUNN ‘-IpeBBbI‘-IaI?IHOIZ cnTyaunn.

MeponpusaTusl, HamnpaBsieHHble Ha MpeayrnpexXxiaeHne 4YpesBblHalHbIX CUTYaLUA, a TakXe Ha
MaKCMMaJibHO BO3MOXXHOE CHUXXEeHMe pa3MepoB yuiepba nm notepb B Cjlydae UX BO3HUKHOBEHWUS,
npoBoasaTCs 3abnaroBpeMeHHo.

MnaHupoBaHMe ©n OCyLlEeCTBJIEHNE MepPOoNnpuUATUA NO 3alMTe HacesieHus n TeppuTopuin oT
ypesBbl4aMHbIX CUTyauUUA MpPOBOAATCA C YYE€TOM 3SKOHOMMUYECKUX, TMPUPOAHBIX U  UHbIX
XapaKTepuUCTUK, OCOBEHHOCTEN TEeppUTOPUA N CTENEHW peasibHOM OMnacHOCTU BO3HUKHOBEHUSA
Yype3Bbl4aHbIX CUTyaL .

O6beM 1 coaep>XaHUe MeponpuATUA MO 3alUUTe HaCesIeHUS U TeppUTOPUn OT Ype3BblYalHbIX
CUTyauun onpenensanTCcs Mcxonsa M3 MpuHUMNa HeobxoAMMOM AOCTAaTOYHOCTU U MaKCUMasbHO
BO3MOXXHOIO UCMO/Ib30BaHUS UMEILLIMXCSA CUJT U CPEACTB, BKJIOYAsA CUJbl U CPEACTBA rpa’kAaHCKON
060pOHbI.

JInkBMOaums 4YpesBblHalHbIX CUTYaALWUN OCYLLECTBASETCA CUlaMuM U CpeacTBaMu OpraHu3auui,
OpraHoOB MeCTHOro CaMoyrnpaBJIEHWUSl, OPraHOB WCMOJIHUTENbHON BJlAaCcTM CybbekToB Poccuinckon
denepaummn, Ha TEPPUTOPUSAX KOTOPbIX CNOXKMMIACh Ype3BblHaHaa cuTyauus. Mpmn HeQOCTaTOYHOCTH
BbllLEyKa3aHHbIX CUJ1 U CPeACcTB B YCTAHOBJIEHHOM 3aKOHOAAaTeNbCTBOM Poccuitckoinn denepaummn
nopsiake NpUBJIEKAOTCA CUJbl U CPeLiCTBaA hefepasbHbIX OPraHOB UCMONHUTENLHOW BNACTHU.

Cunbl u cpencTtBea Fpa)K,El,aHCKOIZ 060pOHbI npmBneKakldTCad K OpraHusauunnm wn nposeneHuto
MepOI'IpI/IFlTVIIZ no npegoTBpawieHNio U nnKengaunnm l-I[.')e3Bl:>I‘-IaI7IHI:IX CI/ITyaLI,VII7I henepanbHOro u
pervoHasbHOro Xxapaktepa B Nnopsaake, yCTaHOBNEHHOM (hefepasibHbIM 3aKOHOM.

ApxuBbl 0693aHbl:

* MJIaHMPOBaTb W OCYLLECTBAATb HeobxoOuMmble Mepbl B 0651acTu 3awmTbl paboTHMKOB
opraHm3auuMm wn nNOOBEOOMCTBEHHbLIX O0OBEKTOB MNPOM3BOACTBEHHONO W COLMAJIbHOrO
Ha3Ha4YeHnsa OT Ype3BblHYalHbIX CUTYaLUN;

®* MJaHNPOBATb n npoBOANTb MeponpmnatTna no noBbILLEHWNIO yCTOIZ‘-H/IBOCTI/I
PYHKLNOHUPOBaAHUA OpraHI/IBaLI,I/II7I n obecnevyeHUto >KN3HEOEATENbHOCTHU pa6OTHI/IKOB
OpFaHI/IBaLI,I/II7I B ‘-IpeBBbILlaIZHbIX CNTYyaunax,

® OCYLLECTB/ISATb NOAFOTOBKY PpabOTHMKOB OpraHmM3aunin B 061acTu 3allnThbl OT YpEe3BbIYaHbIX
cmTyauunm,
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e CO3[aBaTb U NoAAEPXNBATb B MOCTOSAHHON FOTOBHOCTW JIOKaJIbHble CUCTEMbl OMNOBELLEeHUS O
ypes3Bbl4aMHbIX CUTYyaLMAX B rnopsjke, yCTaHOBJSIEHHOM 3aKoHOAaTesbCTBOM PoccuMiCKOn
depepaumu;

e NpuBJieKaTb CUAbI W CpeacTBa ANs MNPOBeAEeHUSA aBapUMHO-CNacaTesibHbIX U ApYrux
HEOTJIOXKHbIX pPaboT Ha apxMBHbIX 06bEKTaxX U Ha MpPUAErarWmMx K HUM TeppuTopusax B
COOTBETCTBUN C MNMJlaHaMU ,D,eI7ICTBI/IVI no npeaynpexaeHno n nnkengaunn ‘-Ipe3BbI‘-IaI7IHbIX
cnTyauunm,

* (PMHaHCMpOBaTb MepPONpPUATMA NO 3alinTe paboOTHMKOB OpraHM3aUni N apXUBHbIX 06BHEKTOB
OT 4Ype3BblHaNHbIX CUTYaLUN;

e Cco3daBaTb pe3epBbl (UHAHCOBbLIX W MaTepuasibHbIX PecypcoB ANsa JUKBUOALNU
Yype3Bbl4aHbIX CUTyaLUn;

* NpenoCTaBNATb B YCTAHOBJIEHHOM NopsAake nHpopMauuto B 061acTu 3alWUTbl HAacesieHNa u
TEpPPUTOPUN OT Ype3BblYaMHbIX CUTYaLUN, a Tak)Xe onoBeLlaTb paboTHMKOB opraHusauun ob
yrpo3e BO3HUKHOBEHMSA UM O BOZHUKHOBEHUW Ype3BblHaMHbIX CUTYaLWI;

e NpefocTaBisATb B YCTAHOBJIEHHOM nopsiake deaepasbHOMy OpraHy WCMNOJIHATENbHOM
BJIaCTW, YNOJIHOMOYEHHOMY Ha peLleHne 3aaa4y B 06,1aCTy 3aLlMTbl HACENIEHUSA 1 TEPPUTOPUIA
OT Ype3BblYalHbIX CUTYaLUA, YHaCTKN AN YCTAaHOBKU CNeunasn3npoBaHHbIX TEXHUYECKUNX
CpencTB OMNoBeLLEHUA U MHHPOPMUPOBaAHUSA HACeNleHUs B MecTaxX MaccoBoro npebbiBaHUs
nonen, ocywecTBAsATb B YCTAaHOBJIEHHOM MOpsiike pacnpocTpaHeHne NHpopMaLumm B Lensx
CBOEBPEMEHHOI0 OMOBELLEHNA N MHPOPMUPOBAHNS HACENEHMS O Ype3BblYalHbIX CUTYaLUnX,
NOArOTOBKM HaceneHmss B 06/1aCTM  3aWMTbl OT Ype3BblYaMHbLIX CUTyauuin nyTem
npefocTaBneHnss U (UAKM) WUCMNOJIb30BaHMS UMEKLWNXCS Y OpraHu3aunini TeXHUYeCKMx
YCTPOWCTB A1 pacnpoCTpaHeHMs NpoAyKLMM CPEeACTB MAcCOBOM MHMOPMaLUKN, a Takxe
KaHasoB CBA3W, BblAeNIeHNSI 3UPHOr0 BPEMEHN U UHBIMKU criocobamu.

PykoBoauTeNb OpraHu3auun, Ha TEPPUTOPUN KOTOPOA MOXKET BO3HMKHYTb WM BO3HUKIA
YypesBblYaHaaA CMTyauus, BBOOUT PEXUM MOBbILLEHHON FTOTOBHOCTM WKW Ype3BblHaNHOM CUTyaLLUK
ONS OpraHoB YMNpaBieHUs W CWN eAUHOW TOoCyAapCTBEHHON CUCTEMbl MNpefynpexneHus Wu
NIMKBUAAUMN 4pe3Bbl4alHbIX CUTYyaUUn W NpuHUMaeT peweHne o6 YCTaHOBNEHUM YPOBHS
pearMpoBaHus M O BBEAEHWUM [OMOJHUTENbHbIX Mep Mo 3aliuTe OT Ype3BblHalHOW CUTyauum
paboOTHMKOB AaHHOM OpraHM3aunn U NHbIX FPpaXkKaaH, HAXoAALWMXCS Ha ee TeppuTopum.

PyKOBO,EI,I/ITeJ'Ib opraHunsauunn, Ha TeppuTopun KOTOpOVI MOXeT BO3HUKHYTb WJIN BO3HUKNa
ype3BblyaHas CUTyaumsl, U Ha3HAYEHHbIN UM PYKOBOAUTENbL PaboT Mo AMKBUOALUN Ype3BblHalHOMN
CUTYaLUnN HeCyT OTBETCTBEHHOCTb 3a MnpoBefeHMe paboT No nNpenoTBpaLLEHUId U NMKBUOALUN
Ype3BbIYAMHOW CUTyauunm Ha TEppUTOpUM OaHHOW OpraHM3auum B  COOTBETCTBUM C
3aKOHOdaTenbCTBOM Poccunckon ®Pepepaumm n 3akKoHodaTesNbCTBOM CcybbekToB Poccunckon
depepaumu.

ApXuBbI pa3pa6aTb|Bar0T cneaywuimne AOKYMEHTbI B obnactn 3awmnThl pa6OTHVIKOB n obbekToB

opraHun3sauunn oT l-Ipe3Bl:>I‘-IaI‘/'IHI:IX CI/ITyaLI,I/II7I npMPOoAHOIro N TEXHOreHHOro XapakTtepa:

e MJ1IaH OEACTBUN MO NMpeaynpexXxaeHnio N TNKBUAaLNN Ype3BblHanHON CUTYaLUN MPUPOAHOro
N TEXHOreHHOr0 XapaKTepa;
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e nacnopT 6e30MacHOCTN 06BbEKTA;

* MJjlaH NOoBblWEHUNA 3alLNLLEHHOCTU KPUTNYHECKU Ba>XHOTI O obvekTa;

* NJAH MeponpusaTUA Ha 1 rog no rpakAaHckol obopoHe, 3awWuTe OT 4Ype3BblYANMHOMN
cnTyaumm un obecneyeHuMss noxxapHo 6e30MacHOCTM, KOTOpPbIA COrfacoBbiBaeTCcs C
TeppuTopuasbHbiMKM opraHamMm MYC ” COOTBETCTBYHOLWMM YMNOJHOMOYEHHbIM OpraHoM
NCNOJTHUTENbHONM BNAacTU B chepe apXMBHOMo Lerna;

e JIOKasbHble  aKTbl, Apyrne opraHuM3auuoHHO-pacrnopsguTenbHble  OOKYMEHTbl, B
CooTBETCTBMU C TpeboBaHuamm MYC Poccun.
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