[okyMmeHT npepoctasneH KoHcynbTaHTINt0C

3apeructpupoBaHo B MuHiocte PO 6 mapta 2007 r. N 9059

MWHUCTEPCTBO KY/IbTYPbl U MACCOBbIX KOMMYHWUKALIUNA
POCCUNCKON EAEPALIUN

MNPUKA3
ot 18 aHBapa 2007 r. N 19

Ob YTBEPXKOEHUN NPABUN
OPrAHMU3ALUUN XPAHEHUA, KOMINJIEKTOBAHUA, YHETA
W UCNO/Ib30BAHUA AOKYMEHTOB APXUBHOIO ®OHAA POCCUCKOM
QEAEPALIUU U APYTUX APXUBHbBIX JOKYMEHTOB B rOCYAAPCTBEHHbIX
N MYHUUUNANBHbLIX APXUBAX, MY3EAX U BUBJTUOTEKAX,
OPFrAHU3ALMAX POCCUMCKON AKALEMUN HAYK

CnnCOK U3MEHSAIOWMX LOKYMEHTOB
(8 pea. Mpukasa MuHKyAbTYpbI PO o1 16.02.2009 N 68)

B cooTtBeTcTBMM C NYHKTOM 2 yacTn 1 cTtaTbu 4, yactn 5 ctatbn 14 degepanbHOro 3akoHa ot 22
OoKTA6pAa 2004 r. N 125-93 "06 apxmusHom aene B Poccuiickon Pegepaumn” (CobpaHne 3akoHO4aTENbCTBA
Poccuitckoit ®epepaummn, 2004, N 43, cT. 4169; 2006, N 50, cT. 5280) npurKasbiBato:

1. YtBepautb npwunaraemble [lpaBuna oOpraHM3aumM XpPaHEHWA, KOMMJIEKTOBAHUA, y4yeTa MU
MCNosb30BaHMA AOKymeHTOB ApxuBHoro ¢oHpa Poccuiickont depepauym M ApyrnMx  apxXmMBHbIX
OOKYMEHTOB B FOCYAAPCTBEHHBIX U MYHULMMAAbHbLIX apXmMBax, My3eax U 6ubamnoTtekax, opraHM3aLmax
Poccuiickolt akagemmm Hayk.

2. KoHTponb 3a ucnosnHeHMem HactoAawero Mpukasa BO310XKMTb Ha 3amectutena MuHuctpa .M.
AmyHua.

MwuHunctp
A.C.COKOJ10B

MpunnoxkeHune

NPABUNA
OPTrAHWU3ALIMU XPAHEHUA, KOMMNNEKTOBAHUSA, YYETA
U NCMONb30OBAHUA LOKYMEHTOB APXUBHOIO ®OHAA POCCUNCKOM
®EAEPALMN U APYTUX APXUBHbBIX JOKYMEHTOB B FOCYAAPCTBEHHbIX
U MYHULIUNAIbHBIX APXUBAX, MY3EAX U BUB/IMOTEKAX,
OPFrAHU3ALIMAX POCCUMNCKON AKALEMWUU HAYK

CNM1COK N3MEHSAIOLLMX AOKYMEHTOB
(8 pea. Mpukasa MuHKyNbTYpbI PO o1 16.02.2009 N 68)

|. Obuwme nonoxKeHms

1.1. Hactoawme eanHble I'Ipasvma OopraHn3aumMn XpaHeHunAa, KOMMJIEKTOBAHUNA, Yy4yeTa "
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MCMNONb30BaHNA AOKymMeHTOB ApxuBHOro d¢oHaa Poccuitckoit Pepepaumun M ApPYrux apXMBHbIX
OOKYMEHTOB B rOoCyAapCTBEHHbIX U MYyHUUMMANbHbIX apXMBax, My3eax U bubamoTeKax, opraHM3aumax
Poccuiickoli akagemum Hayk (aanee - MNpaBuna) paspaboTaHbl B cOoTBETCTBMM C PeaepanbHbIM 3aKOHOM
0T 22.10.2004 N 125-®3 "0O6 apxusHom aene B Poccuiickoint deaepauumn” (CobpaHue 3akoHOAaTeNbCTBA
Poccuitckoit depepaumnmn, 2004, N 43, cT. 4169) M pacnpoCTPaHAIOTCA Ha rocyAapCTBEHHbIE W
MYHUUMNaNbHbIE apXMBbI, My3en U BMBANOTEKM, opraHn3aummn Poccuiickolt akagemum Hayk (apxus PAH,
Hay4YHble aApPXMBbl PErMOHANbHbIX OTAENEHWA W Hay4yHbiX UeHTpoB PAH, HayyHo-OTpacneBble WU
MmeMopMranbHble apxmebl PAH, ocyulectsasaoWme NOCTOAHHOE XpaHeHMe AOKYMEHTOB ApxMBHOro ¢oHaa
Poccuitckoit Peaepaummn) (aanee - apxmebl), KOTOPbIe B COOTBETCTBMU C 3aKOHOAATEIbCTBOM Poccuinckoi
depepaunmn  OCyLWECTBAAIOT MOCTOAHHOE XpaHeHue AOoKymeHToB ApxuBHoro ¢oHaa Poccuiickol
depepaunmn, a TaKKe BPEMEHHOe XpaHeHWe APYyruxX apxXMBHbIX [AOKYMEHTOB, MPUHATbIX OT
JNINKBUAMPOBAHHbIX OPraHOB rOCYAapCTBEHHOMW BNACTW, WHbIX TOCYAAPCTBEHHbIX OpraHoB (ganee -
rocygapcTBeHHbIE OpraHbl), OpraHOB MEeCTHOro CaMoynpaBAeHUs U OpraHM3aumi.

1.2. JoKkymeHTbl ApxmnBHoro ¢oHaa Poccnitickolt Pepepaumm - apxmBHble LOKYMEHTbI, Npolweatume
3KCMEePTU3Y ULEHHOCTU [AOKYMEHTOB, MOCTaB/IEHHbIE HA TOCYAAPCTBEHHbIA Y4YeT W noanexkalme
NOCTOSAHHOMY XPaHEHMUIO.

1.3. [JOKYMEHTbl MO /ANYHOMY COCTaBY, @ TaKKe apXMBHble AOKYMEHTbl, CPOKM BPEMEHHOr0
XPaHEHUSA KOTOPbIX HE UCTEKAN, OTHOCATCA K APYrMM apXMBHBbIM AOKYMEHTAM.

1.4. TocyaapCTBEHHblE M MyHMUMNANbHble My3en U OBUBNMOTEKM, MyHMUMNANbHbIE APXUBbI
PYKOBOACTBYIOTCA HacToAwMMM [paBMnamM C y4eTom CBOEro MpaBOBOro craTyca M ocobeHHocTeM
OEeATeNbHOCTH.

1.5. OpraHmsauma xpaHeHnA, KOMNAEKTOBaHUA, y4eTa U UCMNO/b30BaHUA AOKYMEHTOB APXMBHOIO
doHma Poccuiickonn dPegepaummnm U APYrMX apxXMBHbIX AOKYMEHTOB B defepasibHbiX oOpraHax
WCNOSIHUTENbHON BNACTU U OPFraHM3aUMAX, OCYLLECTBAAIOWMX AENO3UTAPHOE XPAaHEHWE OOKYMEHTOB
ApxuBHoro ¢oHaa Poccuitckon Pepepaunn, peryanpyerca ApPYrMMW HOPMATUBHLIMM MPaBOBbIMMU
aKTamu.

1.6. ®opMmbl y4eTHbIX U MHbIX LOKYMEHTOB apXMBOB, YNOMMHaemble B HacToAwmx [Mpasuaax wm
OTCYTCTBYHOLLME B NPUSIOKEHUAX K HUM, YCTAHABAMBAKOTCA CNeLManbHO YNOJAHOMOYEHHbIM desepasbHbIM
OpraHoOM MUCNONHUTEIbHOM BNACTU B chepe apxMBHOTO aena.

Il. OpraHM3auma XpaHeHUs AOKYMEHTOB ApXMBHOMo ¢poHAa
Poccuiickoit Peaepaumm v gpyrux apXmeHbIX AOKYMEHTOB B apXuBe

2.1. B apxuBe AOKyMeHTbl ApxuBHoro ¢oHaa Poccuiickoint degepauum u apyrve apxuBHble
OOKYMEHTbI OPraHU3YyoTCA N0 UCTOPUYECKM W/MUAM NOTUYECKM CBA3AHHBIM COBOKYMHOCTAM - apXMBHbIM
doHgam. Mo OTHOWEHUIO K HEKOTOPbIM BUAAM apXMBHbIX AOKYMEHTOB AoOMyckaeTcAa UX HedboHAOBas
opraHusauma (cm. n. 2.10).

2.1.1. Pa3HOBUAHOCTAMM apXMBHOro GoHAa ABNAIOTCA:

apxmBHbIA GOHA rocyaapcTBEHHOrO OpraHa, opraHa MecCTHOro CamMoynpaB/ieHMA, opraHM3auuu,
cocToAWMN U3 06pasoBaBLUMXCA B MpoLEecce WX AeATeNbHOCTM [OOKYMEHTOB ApXuBHOro ¢oHaa
Poccuiickoli depepaumm U Apyrnx apxmMBHbIX 4OKYMEHTOB;

06beANHEHHbIN apXUBHbIA GOHA, COCTOALLMNIN M3 06pa3oBaBLUMXCS B NpoLLecce AeATeNbHOCTU ABYX
nnu 6onee opraHM3aumii, a TakKe rparkaaH gOKymeHToB ApxmuBHoro ¢oHaa Poccuiickoin degepauum u
APYrMX apXUBHbIX JOKYMEHTOB, UMEIOLLIMX MeX Ay COB0I MCTOPUYECKM U/MAK Normyeckn obycioBAeHHble
CBA3Y;

apXMBHbIA GOHA, MYHOTO MPOUCXOXKAEHUA (ceMbM, poaa), cocToAWMM M3 06pa3oBaBLLMXCA B
npouecce *KM3HW U AEeATENbHOCTU OTAENbHOrO rpaxAaHWHa, CeMbW, POAa apXMBHbIX LOKYMEHTOB,
BK/IIOYEHHbIX B cocTaB ApxusHoro ¢oHaa Poccuitckoit ®epgepaumm.

K apxvBHOMYy dOHAY NPUPaBHUBAETCA COBOKYMHOCTb OTAE/bHbIX AOKYMEHTOB ApXMBHOro ¢oHaa
Poccuitickoit depepaumm U Apyrux apxmMBHbIX JOKYMEHTOB, 06pa30BaBLUMXCA B AEATE/IbHOCTM PasHbIX
WUCTOYHUKOB KOMMJIEKTOBaHMA apxuBa (dboHAoobpasoBaTenelt), 06bEAMHEHHbIX MO OAHOMY WK
HECKO/IbKUM Nnpu3sHakam (TemaTnueckomy, HOMUWHaNbHOMY, 0b6BbEKTHOMY, aBTOPCKOMY,
XPOHOJIOrMYECKOMY U APYrUM) (Oanee - apxnuBHasa KoONnekumsa).

2.2. Mo cTeneHn UeHHOCTU AOKYMeHTbl ApxuBHoro ¢oHaa Poccuiickoit deaepauum genstca Ha
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LeHHble, 0c0b0 LEeHHble N YHUKANbHbIE.

2.2.1. Bce oTHeceHHble K cocTaBy ApxuMBHOro ¢oHaa Poccuiickoit degepaunm AOKYMEHTbl BHe
3aBMCMMOCTU OT UX NPOUCXOXKAEHUA, BUAA HOCUTENA, CTENEHN CEKPETHOCTU, MECTa XpaHeHUA U GopMbl
COBCTBEHHOCTU ABAAIOTCA LLEHHBIMM.

2.2.2. B coctaBe ApxuBHOro ¢oHaa Poccuitckon @Pepgepaumm BblAenATCA 0060 UEHHble
OOKYMEHTbI, MMEIOLWME HENPEXOAALLYHO KYNbTYpPHO-UCTOPUYECKYID W HaAy4YHYH UEHHOCTb, 0Cobyto
BAYKHOCTb 15 0bLLecTBa M rocy4apcTBa U B OTHOLLEHUN KOTOPbIX YCTAHABANBAETCA 0COObIN peXnm yyeTa,
XPaHEeHWA U UCMONb30BaHUA.

2.2.3. B coctaBe 0c060 LIEHHbIX AOKYMEHTOB BbIAENAITCA YHUKA/IbHbIE AOKYMEHTbI, HE MMetoLLue
cebe nopobHLIX NO cofep)kalleiics B HUX MHOOpMaLMM UM (MIM) WMX BHEWHWM NpPU3HaKaMm,
HEBOCNO/HMMbIE NPU YTPaTe C TOYKM 3PEHUS UX 3HaUYeHUA U (Man) aBTorpadmyHocTm (cm. n. 3.7.4).

KoHcynbTaHTMAOC: NpUMmeYaHme.
B oduuManbHOM TEKCTe AOKYMEHTa, BMAMMO, AOMNyleHa oneyaTka: NMyHKT 5.3.2 B AOKymeHTe
OTCYTCTBYET, MO BONPOCY, KAaCAOWEMYCA YHUUTOKEHMUS apXMBHbIX LOKYMEHTOB, CM. NMYHKT 4.3.2.

2.2.4. ApxvBHble AOKYMEHTbl BPEMEHHOMO XpaHEeHMA, UMEeIOLWMECA B COCTaBe apXmMBHbIX POHAOB, B
TOM YMUC/E OT IMKBUAMPOBAHHbBIX OPraHU3aLLMin, NAW NOCTYNUBLUME B aPXMBbI BCEACTBUE Ype3BbIYaMHbIX
06CTOATENBCTB, BbIAENAKTCA K YHUUTOXKEHMIO B YCTaHOBAEHHOM nopsaake (cm. n. 5.3.2).

2.3. Mo KaTeropmam A0CTyna apXmBHbIE AOKYMEHTbI AENATCA Ha OTKPbITble, OFPAaHUYEHHOrO 40CTYNa
N Ha XpaHALWmMeca Ha 0cobblxX YCAOBMAX AOCTYNA K HUM.

2.3.1. OTKpbITbIMK ABNAKOTCA BCE ApPXUBHble AOKYMEHTbI, A4OCTYN K KOTOPbIM HE OrpaHWyeH B
COOTBETCTBUM C MENKAYHAPOLHbIMW AoroBopamu Poccuiickon @Pepepaumnu, 3aKoOHOAATENbCTBOM
Poccuiickoii degepaumnm, a Tak¥Ke B COOTBETCTBMWU C PacrnopsxeHnem cobCTBEHHUKA WMAW Bnadesnbla
APXUBHbIX OKYMEHTOB, HAXOAALMXCA B YHAaCTHOM COHBCTBEHHOCTM.

2.3.2. K apXMBHbIM AOKYMEHTaM OrpaHMYEHHOro AOCTyNa OTHOCATCA:

APXMBHbIE OKYMEHTbI, COAEPKALLME CBELEHMA, COCTABAAIOLME rOCYAaPCTBEHHYIO TallHY MW UHblE
OXpaHAeMble 3aKoHo4aTeNbCTBOM Poccminckon Pegepaumnm TaliHbl;

ApPXMBHbIE AOKYMEHTbI, COAepKallMe CBEAEHUA O NYHON U CEMENHOMN TalHe rpaaaHWHa, ero
YaCTHOW KM3HW, a TaK}Ke CBeAeHUsA, CO34atoLLMeE Yyrpo3y ero 6€30nacHoCTy;

apXMBHble AOKYMEHTbl, COBCTBEHHUKU WAW BNAageNblbl KOTOPbIX, NepenaBad WX B apXuB,
YCTaHOBW/IN B 4OrOBOPE YCNOBUA AOCTYNA K HUM U X UCNONb30BaAHMA.

Joctyn K YKasaHHbIM  QPXMBHbIM  AOKYMEHTAaM A0 YTpaTbl MMM  CEKPETHOCTU UK
KOHOMAEHLMANBbHOCTH, @ TAKXKE UX UCNO/Ib30BaHME OCYLLECTBAAKOTCA B YCTAHOBIEHHOM MOPSAKE.

2.3.3. OrpaHuumMBaeTcs AOCTyNn K NOAJMHHUKAM 0CO60 LEHHbIX, B TOM 4YWUC/IE YHUKaNbHbIX,
OOKYMEHTOB M K OOKymeHTam ApxusHoro ¢oHaa Poccuitckon dPepepaumm, npusHaHHbIM B MOPSAKE,
ycTaHoBneHHOM . 2.11.7.1 HacToAwmx MpaBuKa, HAXOAAWMMMUCA B HEYA0BNETBOPUTENBHOM PU3MYECKOM
COCTOAHUM.

(DOH,CI,VIpOBaHVIe APXUBHbIX AOKYMEHTOB

2.4. Pabota no ¢oHAMPOBAHUIO (OnNpeaeneHuto, YTOYHeHW GOHAOBOM MNPUHAANEKHOCTU
APXMBHbIX JOKYMEHTOB M XPOHO/IOTUYECKUX FPaHUL, apXMBHbIX GOHO0B) OCYLLECTBAAETCA B MCTOYHMKAX
KOMM/IEKTOBaHWA apxuBoB (doHpoobpasoBatensx) B npouecce GOPMUMPOBAHUSA fes Ha OCHOBe
HOMEHKNATYp Aen M 0Tbopa AOKYMEHTOB A/1A Nepesayn Ha XpaHeHMe B apXMB, a TaKKe B apXmBax - Npu
OMNMCaHWUM NPUHATBIX HEYNOPALOYEHHbIMM apXMBHbIX AOKYMEHTOB, NepepaboTKe Heya0BAETBOPUTE/IbHO
COCTaB/IEHHbIX OMNUCEM, NPWU CO34aHUN 0OBbEAMHEHHbIX apXMBHbLIX GOHAOB WM APXMBHbLIX KOJNNEKLMM,
ncnpasaeHun ownBoK GoHANPOBAHMA.

2.4.1. OnpegeneHve ¢GOHAOBOW MNPUHAANENKHOCTU aPXMBHbIX [OOKYMEHTOB 3aKalo4aetca B
OTHECEHUU UX K apXnBHOMY GOHAY cooTBeTCTBYoWEero poHaoobpasoBaTens.

ApPXMBHble [AOKYMEHTbI, fABAAIOWMECA BXOAALMMM, OTHOCATCA K apXMBHOMY ¢OHAY TOro
doHao06pasoBaTens, KOTOPbIA UX NOAYYMA.

ApPXMBHblE AOKYMEHTbI, ABAAIOLLMECA UCXOAALLMMM KONUAMM (OTNYCKaMM), OTHOCATCA K apXMBHOMY
¢doHay Toro poHA006pas3oBaTENA, KOTOPLIN ABNAETCA UX aBTOPOM.



ApXMBHble [AOKYMEHTbl BHYTpeHHero ob6palleHna OTHOCATCA K apXuBHOMY QOHAY TOro
$oHp006pasoBaTensn, B KOTOPOM OHU CO34aHbI.

2.4.2. B cnyyae peopraHmMsaumm UaM AMKBUAAULMN OpraHu3aumm ¢ nepegadeit ee GyHKUMNA BHOBb
CO34aHHOM OpraHMsaLuMmM 3aKOHYEHHblE MNPOM3BOACTBOM [Jefla BKAKOYAKOTCA B apPXMBHbIN  QOHA
peopraHM3yemoin UAn NUKBUAMPOBAHHON OpPraHuWsaLMu, a He3aKOHYeHHble Aena, nepefaHHble AnA
OKOHYaHMA NPOM3BOACTBOM OPraHM3aLMM-NPABONPEEMHUKY, BKAOYAIOTCA B apXMBHbIN GOHA NocneaHEN.

N3 apxmBHOro ¢poHAa NMYHOTO NPOUCXOKAEHMA apXMBHbIE AOKYMEHTbI OpraHM3aLmMn BbloenatoTca
N NPUCOEANHAIOTCA K COOTBETCTBYHOLLEMY apXMBHOMY GOHAY NPU YCNOBUM, €CAN ITOT apXUBHbIA GOHA,
HAaxXoaMTCA Ha XPaHEeHMM B AAHHOM apPXMBE M apXMBHble OOKYMEHTbl OPraHU3auMM He CBA3aHbl C
OEeATEeNbHOCTbIO FPaXKAaHWHA, 06Pa30BaBLLEro apXMBHbLIN GOHA IMYHOFO NPOUCXOKAEHUA. He noanexar
BblAENEHUID W3 apxMBHOro QOHAA TrpaXKOaHUHA - PYKOBOAUTENA M Y/leHa COOTBETCTBYHOLLMX
06LLEeCTBEHHbIX OpPraHM3aLMii ApPXMBHbIE JLOKYMEHTbI STUX 0OLLECTBEHHbIX OPraHU3aLmii.

2.4.3. EaVHbIV apXMBHBI GOHA C apXMBHBIMU SOKYMEHTAaMM OPraHM3aLMKN COCTABAAIOT:

APXMBHbIE AOKYMEHTbI NpeacTaBUTeIbcTB U GUANANO0B;

apPXMBHbIE AOKYMEHTbI COBELLaTe/IbHbIX OPraHOB, CO34aHHbIX NPU OpraHM3aLumu;

APXMBHbIE [OKYMEHTbl BPEMEHHbIX AaAMWHUCTPALMIKA OpraHu3aummn, HaxodAlwencAa B CTagauu
6aHKpOTCTBa;

APXMBHbIe AOKYMEHTbI CO34aHHbIX MPU OpPraHM3aLmMm NepPBUYHbIX OOLLECTBEHHbIX OpraHM3auni (3a
NCKNtoYeHnem opraHusaumii KMCC u BJIKCM), cywecTBOBaBLWIMX A0 MNPUHATMA 3aKOHOAATE/bCTBA
Poccuiickolt ®epepaumm 06 0bLLeCTBEHHBIX 06BEANHEHUAX;

APXMBHbIE JOKYMEHTbI IMKBUAALNOHHOM KOMUCCUMM OPraHn3aLLmu.

ApXMBHble [OKYMEHTbI 06LLEeCTBEHHON opraHusaummn (NpodcoosHON U Ap.), CyLLecTBYIoLLEe npu
OpraHM3auMM C MOMEHTa perucTpaumMm 3TOM O0OWecTBEeHHOM opraHus3auMm B COOTBETCTBUM C
3aKoHoZaTeibcTBoM Poccuiickot Pepepaunm 06 obuwecTBeHHbIX 06begUHEHUAX, MPU UX NOCTYNIEHUN
Ha XpaHEeHWe B apPXMB COCTaB/IAIOT CAMOCTOATE/IbHbIN apXMBHbLIN GOHA AW MPUCOEANHAIOTCA K apXMBHOMY
$oHAY cooTBETCTBYIOLLEN OpraHM3aumm, obpasys 06 beAUHEHHbIN apXUBHbIN GOHA.

2.5. O6beanHEHHbIN apxMBHbIA GOHA POPMUPYETCA U3 aPXMBHDIX JOKYMEHTOB:

OpraHu3aunin, OAHOPOAHbIX MO LEeNeBOMY HasHayYeHuio W  OGYHKUMAM, LEeNCTBYIOWMX Ha
onpeaeneHHon TeppuUTopuu;

PYKOBOZALLEr0O OpraHa WM MOAYMHEHHbIX €My OpraHW3aumii, AEeMCTBYIOLWMX Ha onpeaeneHHoM
Tepputopuu;

OpraHM3aunn, o06beaNHEHHbIX 0OBEKTOM AeATENbHOCTY;

nocnefoBaTe/IbHO CMEHABLUMX ApYyr Apyra opraHusauuin, ecam OGyHKUMKM npesllecTBeHHUKOB
MOJ/IHOCTbIO MJIM YaCTUYHO NepesaBa/INCb U NepesaloTCA UX NpeemMHUKaMm;

ABYX UK bonee apxmBHbIX GOHAOB JIMHHOIO MPOUCXOXKAEHUA, ECAN TPAXKAAHE CBA3AHbI MEXAy
o060 6AN3KMMN POACTBEHHBIMU, NPOGECCUOHANBbHBIMU, TBOPYECKMMU, 4E/0BBIMU OTHOLLEHUAMM.

2.6. ApxuBHaA KoO/NeKuMA NOCTynaeT B apxuB man GopmupyeTca B apxmBe M3 OTAE/bHbIX
Pa3pO3HEHHbIX APXMBHbIX AOKYMEHTOB, MMEIOWMX NPU3HAKM 0BLHOCTU. NCTOPUYECKN CNOXMBLLIASCA
apXMBHaA KOANEKUMA, MNOCTYMMBLUAA W3 [APYyroro apxuBa, OT OpraHusauMm WAM TparKAaHWHa,
nepedOHANPOBAHMUIO HE NOONENKNT.

2.7. Apx1BHble LOKYMEHTbI, CPOPMMPOBAHHbIE B aPXMBHbIN GOHA, 06begMHEHHbI apPXUBHbIN GOHA,
WAN  apXUBHYIO KOAMEKUMIo, nepedoHAMPOBaHUIO He noanexat. [epedoHanpoBaHME aAPXMBHBbIX
OOKYMEHTOB [0MYCKAETCA B MCKAKOYUTENbHBIX CAy4asax Npu obHapyKeHuu owmnboK GOHAMPOBaHUS,
3aTPYAHAOLWMX MOUCK aPXMBHbIX JOKYMEHTOB.

2.8. B 3aBMCMMOCTM OT BpemMeHN 06pa3oBaHMA M NPABOBOr0 CTaTyca UCTOYHMKA KOMIMIEKTOBaHMWA
(boHpo0O0bpazoBaTenn) ero apxmBHble LOKYMEHTbI MPUHMMAIOTCA B apXMB MM KaK NPOAO/IKAOLWAACA
YacTb Y¥Ke UMeloLLLeroca apxmeHoro GoHAa, UM KaK HOBbIN apXMBHbIA GOHA.

2.8.1. B cBsizu c npuHatnem KoHctutyumm Poccuiickon ®eaepauum 8 1993 rogy:

2.8.1.1. HoBble apxmBHble GOHAbI COCTABAAIOT aPXUBHbIE LOKYMEHTbI:

OpraHoB 3aKoHoZaTeIbHOM BNacTu Poccuiickolt depepaumm n cybbektoB Poccunitickon ®egepaunu;

OpraHoB UCNONIHUTENbHOM Bnactn Poccuinckont Pepepaummn n pecnybamk B coctaBe Poccuiickom
depgepaunuy;

rnas (rybepHaTopoB) KpaeB, obsacTei, aBTOHOMHbIX OKpyros Poccuiickoit depepauumn n ux
aaMUHUCTPaLNIA;
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OTpacneBbIX OPraHOB MCMNONHUTENbHON BNACTU Kpaes, obnacteir, MockBbl U CaHKT-lNeTepbypra,
aBTOHOMHbIX OKpYyroB Poccuiickon ®eaepauymm, ecnm ux 3agadm u GyHKUUMM U3MEHUANCH;

opraHoB cyaebHol Bnactn Poccuiickoit Peaepaunu;

OpPraHOB MECTHOTO CaMOyMnpaBAeHuUS;

leHepanbHOM NpoKypaTypbl Poccuiickoin Peapepaumnu;

CyeTHoit nanatbl Poccuitickoit Pepepauniy;

LleHTpanbHoro 6aHka Poccuitckoit Penepaunm (baHka Poccun);

LeHTpanbHOM un3bupaTenbHon Komuccum Poccuinickon depepaumm, nsbupaTtenbHbIX KOMUCCUIA
OpPraHOB rocyapCcTBEHHOM BAACTN cybbekToB Poccuiickoin Peaepaumn.

Jonyckaetca dopmunpoBaHue ob6bEAMHEHHbIX apXMBHbIX (POHAOB M3 APXMBHBLIX AOKYMEHTOB
n3bupatesbHbIX KOMUCCUIA NO BbIBOPaM OpraHOB MECTHOIO CaMOYNpPaBAEHUS;

2.8.1.2. eanHble apxmBHble POHAObI COCTABNAAKT aPXMBHbIE AOKYMEHTbI:

OTpacneBbIX YNpPaBAeHUI U OTAENOB UCNOJKOMOB COBETOB HAPOLHbIX AeNyTaTOB Kpaes, obnacten,
r.r. Mockebl n CaHKT-lNeTepbypra, aBTOHOMHbIX OKpyros PCOCP 1 cOOTBETCTBYIOLLMX OTPAC/1€BbIX OPraHoB
WCNONHUTENbLHOM BNACTU Kpaes, obnacten, r. r. Mockebl U CaHKT-MNeTepbypra, aBTOHOMHbIX OKPYros
Poccuiickoit depepaLmm, ecnm nx 3a8aumn n GyHKLMM OCTanmnCb 6e3 USMeHeHUS;

OpraHoB cyaebHoOM BAacTM M NpoKypaTtyp pecnybauk, Kpaes, obnacten, r. r. MockBbl n CaHKT-
MeTepbypra, aBTOHOMHbIX OKPYroB, ropoAoB U paioHoB PCOCP n cooTBeTCTBYOWMX OPraHOB cyaebHOM’
BNACTM U NPOKypaTyp B pecnybamkax, Kpasax, obnactax, r. r. Mockee n CaHKT-lNeTepbypre, aBTOHOMHbIX
oKpyrax Poccuickoit ®epepaumm, MyHULMNANAbHbBIX PaliOHaX U FOPOACKUX OKpyrax;

npeacTaBUTENbHOIO U UCMOAHUTENbHO-PACNOPALAUTENIBHOTO  OPraHOB  MYHWLMMAJbHOIO
noceneHus.

2.8.2. B cBA3K c npeobpasoBaHMEM MYHULUMNANbHbLIX 06pa3oBaHMii (UX 06beaUHEHUEM,
pasgenieHMemM, a TaKKe W3MEeHEeHWeM CTaTyca ropoAcKoro nocesieHusl) HoBble apxuBHble GOHAbI
COCTaBAAOT apPXMBHble AOKYMEHTbI CO34aHHbIX OPraHOB MECTHOIO CaMOyNpPaBAeHUS.

N3meHeHMe rpaHnL, MyHUUMNANbHbIX 06pa3oBaHmMii He ABNAETCA OCHOBaHMEM A/1A CO343aHNA HOBbIX
apXMBHbIX POHAOB M3 APXUBHbIX JOKYMEHTOB COOTBETCTBYIOLLMX OPraHOB MECTHOIO CaMOynpaBaeHus.

2.8.3. Mpwu peopraHnsaLmm opraHn3aLmnm HoBble apXxmMBHble GOHAbI CO34at0TCA B CayYanx:

M3MEHEHMA LeNeBOoro HasHayeHus, Npodpuna gesTeNbHOCTM U PYHKLMIN opraHM3auunm;

npeobpasoBaHMA opraHM3aumm ¢ UsmeHeHMem GopmMbl COOCTBEHHOCTM MMYLLLECTBA OPraHM3aLmum
(npuBaTM3aLmMA, aKUMOHNMPOBAHWE, HALMOHANM3ALMA U T.N.).

N3 apXxMBHbIX AOKYMEHTOB FrOCYAapCTBEHHOM UAM MYHULMNAAbHOW OpraHM3aumun, noasepruenca
npeobpasoBaHUio € U3MeHeHWeM GOpPMbl COBCTBEHHOCTM MMYLLECTBA OPraHM3auMmn, U apPXMBHbIX
OOKYMEHTOB BHOBb BO3HMKLLUEN opraHusaumu(i)-npaBonpeemHuKka(os) ponyckaetcs ¢$bopmmpoBaHue
06beaMHEHHOrO apxuBHOro ¢oHAa B C/Ayyae nepefaydn apxXMBHbIX [AOKYMEHTOB oOpraHusauumu(n)-
npaBonpeeMHUKa(oB) B rocy4apCTBEHHYO UAN MyHULMNANbHYO COBCTBEHHOCTD.

2.8.4. He aBnaeTcA 0OCHOBaHMEM A5 CO34aHUA HOBOFO apXMBHOro GpoHaa:

pacwmnpeHne Uamn cyKeHne TeppUTOPMANbHBIX FPAHUL, AeATENbHOCTU UK GYHKUMIA OpraHu3aumu;

BblAeNeHNne W3 OpraHusaumMm OA4HOW WM HECKONbKMX HOBbIX OpraHM3auuini C¢ nepegadven um
OTAENbHbIX PYHKUMM NEPBO OpraHU3aLnm;

M3MeHeHWe MOAYUHEHHOCTM OpraHM3auuu, ee CTPYKTYpbl, NepeMmeHOBaHMe WAW BHeceHue
NU3MEeHEHWI B Ha3BaHWE, He COMPOBOXKAAMOLLMECA M3MEHEHMEM NEPBOHaYaIbHbIX GYHKUMIA;

CMeHa yypeguTens(ei) opraHusaummn 6e3 msmeHeHUs Gopmbl COBCTBEHHOCTM MMYLLECTBA 3TOM
opraHusauum.

2.8.5. ApxvBHble AOKYMEHTbl OpraHW3aLuuK, NPeKpaTUBLUEN CBOK AeATeNbHOCTb BCAeACTBUE
JIMKBUZALMUK, B TOM YMCAE NO NPUYMHE Ype3BblYaHbIX 0OCTOATENBCTB UK CTUXMIAHBIX 6eACTBUIA, @ 3aTeM
BOCCTAaHOBJ/IEHHOM C TeMU e PYHKLUAMM, COCTaBAAIOT eAMHbIA apXMBHbIN GOHA.

2.8.6. XpOHOMOIrMYEeCKMMM rpaHnLLaMM apXMBHOIo GoHAa ABAAIOTCA:

apxMBHOro GpoHAa rocyLapCcTBEHHOrO OpraHa, opraHa MecTHOro CaMoynpPaB/eHUA, OpPraHU3auum -
yCTaHaB/IMBAaeMble Ha OCHOBE HOPMATMBHbIX aKTOB 0dMLMaNbHbIE AATbl MX 06pa3oBaHMA (pernctpaumm)
W IMKBuAaumn. Mpu HaNMYMM HECKOJIbKMX HOPMATUBHbIX aKTOB 3a AaTy 06pa3oBaHUs rocy4apCTBEHHOMO
OpraHa, opraHa MecTHOro camoyrnpaB/ieHUs, OpraHM3aLMmM NPUHUMAETCA faTa Hanbosiee paHHEro U3 HUX;

0b6begMHEHHOro apxmBHoro ¢oHAa - gaTtbl obpasoBaHua (perncTpaumun) Hambosee paHHen M
JNIMKBUAAUMKN Hanbonee No3aHel No BpeMeHU AeATeNbHOCTM OpraHu3aLmii, JOKYMEHTbI KOTOPbIX BOLUN



B COCTaB 06beAMHEHHOro apXxMBHOro poHAa;

apxmBHoro ¢boHAa NNYHOIO NPOUCXOXKAEHUA - AaTbl POXKAEHUA U CMEPTU FpaskAaHWHa, YNeHOoB
cembM UK poaa (No aHanormm c 06beANHEHHbIM apXUBHbIM GOHAOM);

APXMBHOM KONNEKLWW - AaTbl CAMOTO PaHHEro M CamMoro No3AHEero AOKyMeHTa.

XpOHO/IOrMYeCKne rpaHuLbl apxmBHoro ¢oOHAZA MOryT He CcoBMadaTb C KPalHMMKM aAaTamu
COCTaBAAIOWMNX €r0 apXMBHbIX OKYMEHTOB:

B ¢oHAEe rocyaapCTBEHHOrO OpraHa, opraHa MecTHOro camoynpaB/ieHUsA, OpraHu3aumn - B CBA3N C
BO3MOXHbIM OTCYTCTBMEM apXMBHbIX [JOKYMEHTOB Hauya/lbHOTO W/MAW 3aBeplualowero 3Tanos
OeATeNbHOCTM  FOCYAApPCTBEHHOINO OpraHa, oOpraHa MeCTHOro CamMoynpaB/ieHWUsi, OpraHM3auuu,
BK/toYEeHMEM B cocTaB ¢oHAa Oosee paHHMX apXMBHbIX AOKYMEHTOB, MepeAaHHbIX A/1a 3aBeplueHus
npousBOACTBOM  Aefna  npealecTBEHHMKOM  FOCY[apCTBEHHOro  oOpraHa, opraHa  MecTHOro
CamoynpaB/ieHMs, OpraHn3aunuy;

B GOHAE NNYHOTO MPOMUCXOXKAEHUA - 33 CYET AOKYMEHTOB, CBA3AHHbIX C OTK/IMKaMM Ha CMepTb
rpakaaHuHa, NnpoBegeHnemM NamaTHO-tbMAeHbIX MeponpuATUiA 1 Ap.

OpI'aHM3aLI,M‘r'| APXUBHbIX AOKYMEHTOB B npegenax apxmBHOro (I)OHAa

2.9. B npegenax apxuBHoro GoHAa apxXmBHble OKYMEHTbl OPraHMU3YTCA N0 eANHULLAM XPaHEHUA.

EQMHMLBI XpaHEHUA CUCTEMATUIMPYIOTCA COMNACHO CXeMe CUCTEMATU3ALMKN AaPXMBHbIX OKYMEHTOB
B apxXxMBHOM poHAe.

2.9.1. Cxema cucTemaTU3aLMmn apXMBHbIX JOKYMEHTOB B apXMBHOM GOHAE ABNAETCA OCHOBAaHMEM
ONA BHYTPEHHEWN OpraHmn3aumnmn eamMHUL, XpaHeHUs apxmMBHoro ¢poHAa 1 3aKpennseTcs onucbio (onucamm)
Aen, LOKYMEHTOB.

CuctemaTm3aumsa eauMHUL, XPaHEHUSA B Mpeaesiax apxuBHoro poHAa no pasgenam (nogpasgenam)
CXeMbl cMCTemMaTU3aumMm NPoBOANTCA C y4ETOM OAHOIO MU HECKO/IbKUX CneayowmnX Npu3HaKos:

CTPYKTYPHOTO (B COOTBETCTBUW C MNPUHALNENKHOCTbIO €AMHUL, XPaHEHUA K CTPYKTYPHbIM
noapasaeneHmnam);

XPOHO/IOTMYECKOro (Mo Nepuoaam Uav gatam, K KOTOPbIM OTHOCATCA eANHULbI XPaHEHUR);

GYHKUMOHANbHOTO, OTPAc/eBOro, TEMaTUYECKOro, NpeaMeTHO-BOMPOCHOTO (C yYyeTom QyHKUUIA
OopraHM3aumm, TeEM UK BONPOCOB, KOTOPbIX KacaeTcA CoAeprKaHne eanHNL, XpaHeH s );

HOMWHaIbHOrO (MO 4eN0NPON3BOACTBEHHOM dopMe - BUAAM M PA3HOBUAHOCTAM LOKYMEHTOB);

KOPPECNOHAEHTCKOro (MO OpraHusauMam W Auuam, B pesysbTaTe MNepernnckn ¢ KoTopbiMu
06pa30BaNNCb EANHULbI XPAHEHUS);

reorpaduyeckoro (B COOTBETCTBUM C ONpeaeeHHbIMU TEPPUTOPUAMM, HACENEHHBIMUN NMYHKTaMU U
ApYyrMmun reorpadmyeckMmmn 06bEKTaMM, C KOTOPbIMU CBA3AHO COAEP!KaHWE OOKYMEHTOB, MX aBTOpbI,
KOPPEeCNOHAEHTDI);

aBTOPCKOro (MO Ha3BaHWAM OpraHusauuMi uam GamuanaM AuL, KOTopble ABAAIOTCS aBTOpamMu
OOKYMEHTOB).

Mpu cucTtematTM3aumm eauHUL, XPaHeHMA ayAMOBM3YasIbHOW W 3/IEKTPOHHOM AOKYMeHTauuu
OOMNOJIHUTENBHO UCMONb3YHOTCA OOBEKTHBIN M GOPMATHBIN NPU3HAKM.

EQMHMUbBI XpaHeHUA rpynnupyoTca nNocaefoBaTeNlbHO MO MPU3Hakam, NPUMeEHeHUe KOTOpbIX
ABnsaeTca Hanbonee LenecoobpasHbIM ANA BCEX AN OTAENbHbIX FPYNN aPXMBHbIX LLOKYMEHTOB apXMBHOTO
doHAa.

JOKyMeHTbI MO IMYHOMY COCTaBY, a TaK¥Xe HayYHO-TEXHUYECKME AOKYMEHTbI B apXMBHbIX GOHAAX
Hay4YHO-UCCNen0BaTENbCKUX OpraHM3aLuMiA, pyKonucu B M3aaTenbCcTBax, ucTopun 6onesHeit B
MeANUNHCKUX OpraHM3aumaAX, akTbl NMPOBEPOK B GOHAAX KOHTPO/IbHbIX OPraHOB BblAENATCA B 0Cobble
rpynnbl u cuctemaTusnpytotca obocobneHHo.

ApXMBHble [OKYMEHTbl apXMBHOro ¢GOHAA CemMbW, POAA CUCTEMATM3IUPYIOTCA BHayasne no
OTAENbHbIM FpaxkAaHam, AOKYMEHTbI KaXKAoro rpaxkaaHnHa - no pasfgenam cxembl cMctematusauum. B
apxMBHOM ¢OHAE CeMbW Ha MEPBOE MECTO BbIHOCATCA apXMBHble AOKYMEHTbl Hanbosee M3BECTHOrO
rpa*kgaHuHa, 3aTem - apxXmMBHble AOKYMEHTbl Y1eHOB CeMbU B MOPAAKE CTeneHW pPoAcTBa. B apxmBHOM
doHAe poaa apxmMBHblE JOKYMEHTbI PAcrnonaratoTca B NOPALKE reHeaNorMyeckom nocnefoBaTelbHOCTH,
npuyem apxuBHble [OKYMEHTbl, OTHOCALWMECA KO BCemy poay (reHeanormyeckue Tabauupl,
UMY LLECTBEHHO-XO3ANCTBEHHbIE AOKYMEHTbI), MOMELLAIOTCA B HAYane.



EAMHWMUBI XpaHEHWsA, BKAOYEHHble B OObEAMHEHHbIN apxMBHbIK GOHA, pacnosnaratoTca Mo
3HaunmocTn ¢oHaoobpasoBaTenieit, Mo XPOHONAOMMM UX CO3A4aHUA, NO andaBmUTy Ha3BaHUN. 1A apPXUBHbIX
$OHA0B OAHOTUMHBIX OpPraHM3aLmMii UCNONb3yeTca 0bLan cxema cMcTemaTu3aumm.

B npeaenax apxvMBHOW KOJIEKLMU apXMBHble [OKYMEHTbl OZHOro BMAa (pasHOBUOHOCTM)
rPYNNUPYIOTCA NO aBTOPCKOMY MPWU3HAKY C PACMONIOXKEHUEM TFpynn eguHUL, XpaHeHUsa B andaBUTHOM
nopsake HasBaHWUIM opraHM3aumnii uan Gamuanii rpaxaaH. B npegenax apxmBHOM KONNEKLUN, CO3L4aHHOM
Mo TEeMATUYECKOMY MPU3HAKY, TPYNNUPOBKA aAPXMBHbIX [AOKYMEHTOB MPOBOAMTCA MO TemMam MWK
BOMPOCaM, PAcMO/O}KEHHbIM B NOPAAKE UX 3HAYMMOCTU UIU XPOHONOTUN.

B cooTBeTCTBMM CO CXEMOM CUCTEMATU3ALUU €AUHULbI XPaHEHUA TPYMNNMPYIOTCA B Cneaytowem
nopsake:

€4MHU1LbI XPaHEHWNA OTHOCATCA K TOMY roZy, B KOTOPOM OHW Ha4aTbl NPOM3BOACTBOM U/ B KOTOPOM
NocTynuaM B [aHHYIO OpraHuM3aumio (CTPyKTypHOe noapasgeneHne) w3  apyroil opraHusauumm
(cTpyKTypHOro nogpasaeneHua) ana NpoLoNKeHUA NPOU3BOACTBA;

e4MHULbI XPaHEHWA, COAEpPKALLME NAaHbl, OTYETbI, CMETbI U MaTepmasbl K HUM, OTHOCATCA K TOMY
rogy, Ha KOTOpPbIA WM 33 KOTOPbIA OHW COCTaB/IEHbl, HE3aBMCMMO OT [AaTbl WX COCTaBNEHWUSA;
O0NrOCPOYHbIE MNAHbl OTHOCATCA K HAYa/lbHOMY ro4y UX AEeNCTBUA, @ OTYETbI 3@ 3TU roAbl - K NocaeaHemy
rogy OT4ETHOro Nepuoaa;

e4MHULbl XPaHEHWs, HayaTble MPOM3BOACTBOM B OAHOM MNOAPa3Ae/NeHUM U NepefaHHble anA
NPOAOMIKEHUA B Apyroe nogpasfeseHne, OTHOCATCA K TOMY NogpasfesieHuto, B KOTOPOM OHU Oblnu
3aKOHYEHbI;

B Mpefenax roga WAM XPOHOJIOTMYECKOTO Mepuosa eAMHULblI XPaHeHMA pacnosaratoTca no
3HAYMMOCTU GYHKLMIA OpraHusaumm (U1K B NopsAaKe 3HAYMMOCTU U IOTUYECKOW B3aMMOCBSA3M BUAOB U
pa3HOBUAHOCTEN NOKYMEHTOB);

eAMHULDbl XpaHeHWs, npeacTasastowme cobon NMYHble fena, CUCTEMATMIMPYIOTCA MO rogam
YyBOJIbHEHUA U andaBuTy pamunnii.

Mpynnbl eguMHUL, XpaHeHUa B npegenax NocnefHUX (3aBepluatolimx) CTyneHen cucTemaTtusaumm
pacnpeaenstoTcs No UX 3HAYUMOCTU UM XPOHONOTUMN.

HedoHaoBaa opraHM3aums apxXmBHbIX 4OKYMEHTOB

2.10. HedoHaoBasA opraHM3aLmMa apXmMBHbIX JOKYMEHTOB - OPraHMn3aLLMaA CO34aHHbIX B 4eATENbHOCTU
PasNIMYHbIX MCTOYHWMKOB KOMMIEKTOBAHUA ayAMOBU3YaNbHbIX AOKYMEHTOB (KMHO-, $OTO-, GpOHO- U
BMAEOAOKYMEHTOB) MO MX BMAAM, OAHOMY WAW HECKO/NbKMM BHELWHMM npu3HaKam (UBETHOCTH,
maTtepuany Hocutens MHGopmaumu, ero popmary, cMcCTEME 3anMcK 3BYKOBOM MHbOPMaLMK 1 4p.).

KMHOAOKYMEHTbI M BMAEOAOKYMEHTbI CUCTEMATM3IUPYIOTCA NO BUAAM - GUAbMbI, CELBbINYCKH,
KWHOYpPHanbl, OTAEe/IbHble KWHO- W TeNecloXeTbl Pas3/IMYHOM UBETHOCTU. Ha KMHOLOKYMEHTbI M
BMAE0A0KYMEHTbI ONpese/ieHHOro BUAa COCTaBAAeTCA OTAE/IbHasA OMUCH.

dPOTOOAOKYMEHTbI CUCTEMATMUIMPYIOTCA MO BMAAM - HEraTUBbl Pa3/IMYHOMN LBETHOCTU U pPasMepa;
cnanapl (4ManosnTMBbI) PasANYHON LBETHOCTU; NO3UTUBLI, pOTOOTNEYaTKU; poToanbbombl; Anadpunbmbl.
Ha ¢oToL0KYMEHTbI onpeseneHHOro Buaa CocTaBaAseTcA OTAe/IbHan ONuUCh.

DOHOAOKYMEHTbI  CUCTEMATU3MPYIOTCA MO BMAAM  3anuMcu  3ByKoBoW  uMHboOpMauum -
¢doHorpaduyeckas, rpammodoHHas, LWOPUHODOHHAA, ONTMYECKas, MarHWTHas, nasepHasd. Ha
$OHOAOKYMEHTbLI ONpesesIeHHOro BUAA 3anMCu COCTaBASETCA OTAE/IbHan OMuUCh.

INEeKTPOHHbIE AOKYMEHTbI CUCTEMATM3UPYIOTCA MO BMAAM HocuTenel MHGopmMaLmmu (MarHuTHble
NIEHTbI, /1a3epHble W KEeCTKME AMCKM, KOMMAKT-AWCKM, OUCKETbl); BHYTpU BUZOB - no dopmartam
npeacraBneHua MHPOpMaLmMn 1 ganee - No xapakrepy 3apUKCMpPOBaHHOW MHPOPMaLUW.

ObecneyeHue COXPaHHOCTU apPXUBHbIX OKYMEHTOB

2.11. KomnaeKkc meponpuATUiA MO CO34aHMI0 HOPMATUBHbIX YC0BUIA, COBNOAEHMIO HOPMATUBHbIX
PEXMMOB M HaZNeXKallen OpraHN3aLmnmM XPaHeHUA apXUBHbIX JOKYMEHTOB, MCK/OUYAIOLLMX UX XMLLLEHWNE U
yTpaTy 1 obecneynBalowmx NoaAepKaHNe UX B HOPMaibHOM PpU3MYECKOM COCTOAHUK, obecnedymBaeT
COXPaHHOCTb apPXMBHbIX JOKYMEHTOB B apX1Be.



ObecnevyeHre HOPMATUBHbIX YCNOBMUIA XpaHeHUA
aPXMBHbIX OKYMEHTOB

2.11.1. HopmaTMBHble YCNOBUA XPaHEHMA apPXUBHbIX OKYMEHTOB 06ecneynBaroTca:

CTPOUTENBCTBOM, PEKOHCTPYKLIMEN M PEMOHTOM 34aHWIA APXUBOB;

CO34aHMEeM ONTUMaNbHbIX (HOPMATUBHbIX) MPOTMBOMOMKAPHOrO, OXPAHHOro, TemnepaTypHO-
B/ITA’*KHOCTHOIO, CBETOBOFO U CAHUTAPHO-TMTMEHNYECKOTO PEKMMOB B 34aHUN U NOMELLEHUAX APXUBA;

NPUMEHEHNEM CMEeUNaNbHbIX CPEACTB XPaHEHMA U MEepPeMELLEHUA APXMBHbIX OOKYMEHTOB
(cTennaxu, wkadsbl, ceridbl, KOPOOKK, NaNKK 1 Ap.).

Tpe6OBaHMﬂ K 34aHMAM U NOMELLEHUAM apXnBa

2.11.1.1. Apx1B pasmeLLaeTcs B crnewumanbHO NOCTPOEHHOM(bIX) UM npucnocobneHHomM(bIX) ann
XPaHEHWUs apXMBHbIX AOKYMEHTOB 34aHUMU(5X) UAN OTAENbHbIX MOMELLEHUSX 34aHMA, yaaneHHOM(bIX) OT
OMNaCHbIX B MOKapHOM OTHOLIEHMM 06BEKTOB (HedTexpaHuAULLA, BEH30KOIOHKKN, aBTOCTOAHKM, Fraparku 1
T.M.) 1 NPOMbILIEHHbIX 0OBEKTOB, 3arpPA3HAIOLNX BO3AYX (arpeccuBHble rasbl, LEMEHTHaA MNblb U T.M.).
MpUroAHOCTb MECTOPACMO/NOXKEHUA apXMBa ONPEAENAETCA C YYETOM 3aK/IHUYEHUIA CNYXKObI MOXKapHOM
OXpaHbl U CAaH3NUAEMCTAaHLMWN O CTENEHN 3arPsi3HEHHOCTM BO3AyXa.

CTpPOUTENLCTBO U PEKOHCTPYKUMSA 34aHMA apXuBa NPOU3BOAATCA B COOTBETCTBUMN C HOPMATUBHbIMMU
NpaBoOBbIMW aKTamM, coAepralmmu TpeboBaHMA K OOBEKTaM TEXHWYECKOro peryinpoBaHUsa U
NMPOEKTHOW [OOKYMEHTALUMEN, COrNacoBaHHOM C COOTBETCTBYIOWMM YMNOJIHOMOYEHHbIM OPraHoOM
WCMOJIHUTE/IbHOM BNacTu B chepe apXMBHOro Agena.

3paHne apxuBa npeacTaBnAeT coboil KOMMNEKC OCHOBHbIX M BCMOMOFATE/bHbIX NMOMELLEHWU,
npegHasHavyeHHbIX 419 BbINOJHEHWA 33434 apXMBa N0 XpaHeHUto, 06paboTKe, NCMOIb30BAHUIO APXUBHbIX
OOKYMEHTOB M 33434 afiMUHUCTPATUBHO-XO03AMCTBEHHOIO, TEXHMYECKOIO, ObITOBOrO XapaKTepa, 0TBeYaTb
TpeboBaHMAM pPaLMOHaIbHON NAAHNUPOBKM MOMELLEHUN.

CoctaB, pacnonoxeHue, obopygoBaHMe MOMELLEHUA OCHOBHOFO Ha3HAYeHWA  OO/KHbI
obecneynBaTb COXPaHHOCTb APXMBHbIX AOKYMEHTOB Ha BCEX yyacTKax paboTbl ¢ HUMMK, cobniogeHue
TpeboBaHMI TeEXHONOTMKN PaboT, OXpaHbl TPYAA, TEXHUKU 6BE30MACHOCTM M NPOU3BOACTBEHHOW CaHUTAPUN,
a TaKXe pauMoHasibHOEe B3aMMOALENCTBME NoApasgeneHuin apxmea. K nomeleHMAM OCHOBHOFO
Ha3HayeHMA OTHOCATCA:

APXMBOXPaAHUNULLA;

paboumre nomelLleHNna pabOTHUKOB apXu1Ba;

nomeLLeHUs 414 NPUEMA U BPEMEHHOTO XPaHEHUS, aKKIMMaTU3aLMN apXUBHbIX JOKYMEHTOB;

nomeLLeHus Ana U3onauum, AesmHbekUMn 1 4e3MHCEKLMN NOPaXKEHHbIX apPXUBHbIX AOKYMEHTOB;

nomeuleHus ana obecnblIMBaHUSA, NepeneTa U pecTaBpaunm apxXmMBHbIX JOKYMEHTOB;

NOMELLEHU [A/1A KOMMPOBaHMA W pecTaBpauun apxXMBHbIX [OOKYMEHTOB (MUKPO-, KcCepo-,
doToKonmnpoBaHus, poTopecTaBpaunm 1 T.n.), 06pabOoTKM NAEHKM U NPOBEAEHNSA TEXHUYECKOTrO KOHTPOIA
ayAMOBU3YaNbHbIX IOKYMEHTOB;

NoMeLLEeHUA ANA XpaHEHWNS YYETHbIX OKYMEHTOB;

KOMMJIEKC YWUTaNbHOrO 3ana (C yd4acTKamMu Bblgayum Aen M CNpPaBOYHO-NMOUCKOBBLIX CPEACTB,
BPEMEHHbIM XPaHUAULLEM);

Hay4YyHO-CNpaBoYHas bBUBAMOTEKS;

MEeToAMYECKNN KabuHeT;

BbICTAaBOYHbIN 3a..

PasmelieHne apxvBa B MNPUCNOCOOAEHHbIX 343aHMAX W MOMELLEHUAX MPOU3BOAUTCS B
YCTQHOB/IEHHOM MOpsAAKe NOcCne MNPOBEeAEHMA MX 3KCNepTU3bl. JKCMepTM3a YyCTaHaBAMBAET CTeneHb
OrHEeCTOMKOCTM 34aHuA, OO0NTOBEYHOCTb €ro OCHOBHbIX KOHCTPYKUMM U MNPOYHOCTb MENKITAXKHbIX
NepeKkpbITUM C y4eTOM MNOTEHUMaNbHbIX Harpy3oK, COCTOSIHME MOMeLeHNn 34aHMA (NO3TaXKHbIX,
NnoABa/ibHbIX, YepAauHbIX), HaIMUME U COCTOAHME OTOMUTE/IbHBIX M BEHTUNALMOHHBIX CUCTEM. DKCcrepTnsa
npoBOAUTCA NpPeaCTaBUTENAMW  apXmMBa, MNOXAPHbIX, OXPaHHbIX, CTPOUTE/NbHbIX, CaHUTAPHO-
3aNNAEMUONOTMUYECKUX W APYTUX CNeumanbHbiX cy*K6. Mo uToram sKcnepTusbl COCTaBASAETCA aKT.

He ponyckaeTca pasmelleHMe apxmMBa B BETXMUX CTPOEHUAX, AepeBAHHbIX MOCTPOMKAX, 34aHMAX C
CbIPbIMU OCHOBHbIMMW, NOABaNbHbIMW, YEPAAYHbIMU NOMELLEHUAMM, NEYHbIM OTOM/IEHUEM.



MpeaHasHayeHHble AN XPaHEHWS aPXMBHbIX AOKYMEHTOB MOMELLEHUS B MPUCMNOCOB/IEHHbIX
3/1aHMAX AOMKHbI BbITb M30/IMPOBAHbI OT OCTa/IbHbIX MOMELLLEHWUI 3aaHMA. He onyckaeTca pasmelleHne
APXUBHbIX [AOKYMEHTOB B MOMELLEHUAX 34aHWUA, 3aHATOro CAyXb6amu OOLEeCTBEHHOrO MNUTaHKA,
NULLEBbIMM CKNAAaMM, OPraHM3aUUAMU, XPAHALLMMM NOXKAPOONaACHbIe N arpeccuMBHble BelLecTsa Wau
NPUMEHAIOLWMMMN NOXKAPOOMNACHbIE U XMMUYECKME TEXHOIOTUN.

TpeboBaHMA K apXMBOXPAHUAMULLY

2.11.1.2. ApxMBOXpaHMUAULWE [OMKHO ObiTb MAKCMManbHO YyAaneHo oT nabopaTopHbIX,
NPOn3BOACTBEHHDIX, ObITOBbIX I'IOMELLI,EHVIVI apxnBa N HE UMETb O6LIJ,VIX C HAMUN BEHTUNALUMNOHHbIX KaHaN0B.
ApPXMBOXPAHUAMULLE OTAENAETCA OT COCeAHMX MOMELLEHUI apXxuBa HeCcropaemMbiMM CTEHaMU W
NepeKkpbITUAMM C NpesenaMm OFHECTOMKOCTM He MeHee ABYX YacoB. B apxnuBoxpaHumLLE He fONYCKaeTcs
npoknagKa Tpyb BoAOCHAOKEHUA U KaHANM3aLMW, TEXHOOTMYECKME UK BbITOBbIE BbIBOAbI BOAbI.

Mpy NPOEeKTUPOBaHMM Pa3MELLEHMA apXMBOXPAHMIMLLA B CNEUMaNbHOM MAKM NPUCNOocobNeHHOM
3aHUKN npeanoyvteHne (NpPU paBHbIX TEMIOBbLIX XapaKTEPUCTMKAX) OTAAETCA NMOMELLEHUAM C CEBEPHOM
OpUeHTaLMel OKOH.

MaTepuanbl NOKPbITUA CTEH, MOJIOB, MOTO/IKOB, BHYTPEHHEM apMaTypbl apXMBOXPaHWUAULLA,
NpUMeHsiemble MPU M3roToBAeHUM 06OpPYAOBAHMA U CPEACTB XPAaHEHUA APXMBHbLIX SOKYMEHTOB, He
OO0IKHbI COBUPATHL MblAb, ObITb €€ UCTOYHNUKOM UMW BbIAENATH AarPECCUBHBIE XMMUYECKUE BELLLECTBA.

ApxmBoxpaHunuwe OONKHO UMETb eCTEeCTBEHHYI WU WUCKYCCTBEHHYIO BeHTUAALMIO. CucTembl
KOHAMLMOHMPOBAHUA AOMXKHbI obecneunBaTb PELMPKYNALMIO BO3A4yXa C KPaTHOCTbO obmeHa 2 - 3,
CTabuNbHOCTb TeMMNepaTypHO-BAAXKHOCTHOFO PEXMMa, OYMCTKY BO3Ayxa OT MblIM U arpeccuBHbIX
NpMMecei, a TakyKe 0TBeYaTb COBPEMEHHbIM TPEOOBAHNAM KOMMNAKTHOCTM M SKOHOMMUYHOCTH.

BbicoTa apxMBOXpaHWAMLIA 3aBUCUT OT TEXHO/OrMYeckoro o060pyaAoBaHUA, MPUHATOIO ANA
XPaHEHUS APXMBHbIX LOKYMEHTOB, HO He MeHee 2,25 M [0 HM3a BbICTYNAOWMX KOHCTPYKUMIA U, KaK
npaBuo, He Bbilwe 4 m.

ApXMBOXPaHUANLLE AOIKHO UMETb YA06HbIE BbIXOAb! K INGTaM U NECTHUYHbBIM KNETKAM.

He ponyckaetcs xpaHeHne GOHO-, BUAEO- N SNIEKTPOHHbIX AOKYMEHTOB HAa HOCUTEIAX C MAarHUTHbIM
pa6oqvuv| C/I0eM B apXnsBoxpaHuauuie ¢ napasnUTHbIMM NOCTOAHHbIMU U NepeMeHHbIMU MalrHUTHbIMU
noAAMM HanpsaKeHHocTbio 6onee 400 a/m.

ApPXMBOXPAHUNLLE apPXMBHbIX JOKYMEHTOB Ha HUTPOOCHOBE (ONACHOM, roptoyeit) TeppUTOPUaNbLHO
OTAEeNAeTCA N U30AMPYETCA OT APYIUX aPXMBOXPAHUANLL. B HUXKHEW 30HE apXMBOXPAHUINLLA aPXUBHbIX
OOKYMEHTOB Ha HUTPOOCHOBE NpeayCMaTPUBALTCA AONONHUTENIbHAA BbITAMXKA BO34yXa.

HopmaTuBHbIe pPeXKMMbl XPaHEHWNA apPXMBHbIX SOKYMEHTOB.
MpPOTUBONOMXKAPHbIN PEKUM

2.11.2.1. poTMBONOMXKApPHbIA pexum B 34aHMU(AX), raoe pasmelaeTca apxme, M B
aPXMBOXPAHUAULLAX PErNaMeHTUPYETCA COOTBETCTBYIOWMMM HOPMATMBHLIMM MPABOBbIMM  aKTaMMu
Poccuitckoit ®egepaunn B 061acTv noxKapHoi 6e3onacHoCTU.

OXpaHHbI peXxnm

2.11.2.2. OxpaHHbIN pexum apxmBa obecrneymBaeTca KOMMJEKCOM Mep Mo obecneyeHuto
WH}KEHEePHO-TEXHUYECKOW YKpPenJeHHOCTM, 060pyA0BaHUI0 34aHUA (MOMELLEHUA) apXmMBa CpeacTBaMM
OXPaHHOM CUrHaNM3auMn, opraHM3aLmMm nNocTa(oB) oxpaHbl, ONeYaTbiBaHUIO NOMELLEHUI, COBNOAEHUIO
BHYTPMOOBEKTOBOIO M NPOMYCKHOIO PEXUMOB, XPaHEHMIO KOYEN OT CNYyXKeBOHbIX NOMELLLEHWIA.

TpeboBaHMA K aPXMBOXPAHUAULLAM W APYTMM MOMELLEHUAM apxMBa, B KOTOPbIX XPaHATCA
CEeKPEeTHble apXMBHble AOKYMEHTbl M NPoBOAATCA PaboTbl C HUMMK, YCTAaHOBAEHbI HOPMATUBHbIMU
NpPaBOBbIMW JOKYMEHTaMM Mo obecrneyeHmnio pexxmma cekpeTHocTH B Poccuiickolt ®eaepaumu.

OpraHu3aums oxpaHbl apXMBa OCYLLLECTBAAETCA B COOTBETCTBMM C TPEOOBAHUAMM 3aKOHOAATENTbHbIX
M WHbIX HOPMATMBHbIX NPABOBbIX aKTOB Poccuitickon Pepepaumnmn, a Takke MHCTPYKUMKM O nopAgke
OCYLLLECTB/IEHUA OXPaHbl APXMBA, COrNAaCOBAHHOM B YCTaHOBAEHHOM NOPALKE C OCYLLECTBAAIOLWMM OXPaHy
apxvBa noapasfeneHnemM U COOTBETCTBYIOLLMM OPraHOM BHYTPeHHUX aen Poccuiickoin ®epepaumm.



OxpaHa apxvBa OCYLLECTB/IAETCA Ha OCHOBAHWW AOrOBOPaA MEXKAYy apXMBOM M COOTBETCTBYIOLLIMM
noapasaeneHnem oxpaHbl, B KOTOPOM NpeaycmaTpuBaroTca 06s3aTeNbCTBa CTOPOH MO OXpaHe apxuBa,
cobn0AeHNI0O BHYTPMOODBEKTOBOMO M MPOMYCKHOrO PEXMMOB, MNpPeaycMaTpMBaOWMX B TOM 4uUcne
OOCMOTpOBble MeponpuATUA. MepeyeHb NOMeLLEeHUIA apxmBa, obopyayemblx CPeacTBamMM OXPAHHOWN
CUTHaM3aUnK, NPUMEHAEMbIEe NHXKEHEPHO-TEXHMYECKME CpeacTBa, B, YCI0BUA OXPaHbl U AUC/IOKaLNA
MOCTOB OMNPeaenATCA YyCAOBUAMMU Or0OBOPaA UCXOAA M3 MPUHUMNOB HAZEXKHOCTU U 3KOHOMUYECKOW
060CHOBaHHOCTU TapudOB, a TaKKe C YYETOM MOJIOKEHUN MEXKBELOMCTBEHHOIO aKTa obciesoBaHUA
apxmBa u TpeboBaHMN HOPMATMBHbIX NPaBOBbIX akToB MB/, Poccum.

0O6s3aTeNIbHOMY OCHALLEHUIO CPEACTBAMU OXPAaHHOW CUIHAM3AUMM M ONeYaTbiBaHUIO nogerkaTt
APXMBOXPAHMW/INLLA M MOMELLEHMA, B KOTOPbIX MOCTOSIHHO U/ BPEMEHHO XPaHATCA apXMBHbIE IOKYMEHTDI,
a TaK)Ke maTepunasibHble LLeHHOCTU, aBapUiiHble M 3anacHble BbIXOAbl U3 343aHMUA apXMBa, OCHOBHOM BXOA,
NpwW OTCYTCTBMM KPYINOCYTOYHOIO MNOCTa OXPaHbl.

OneyvaTbiBaHWUIO NOANEKAT MeTannndeckue wkadbl U celdbl, rae BPEMEHHO XPaHATCA BblAaHHbIe
N3 apXMBOXPaHUANLL, aPXUBHbIE AOKYMEHTbI, yYETHbIE AOKYMEHTbI M Hay4YHO-CNPABOYHbIM annapar, ecau
OHM Haxo4ATCA B HeoMNeyaTbiBaeMbIX NOMELLEHUSIX.

ApXMBOXpaHWAULWLA U APYIME NMOMELLEHUS, FAe MNOCTOAHHO WM BPEMEHHO XPaHATCA apXMBHble
OOKYMeHTbI, 060pyayoTca ABEPSAMM C NOBbILLEHHOW TEXHUYECKOWN YKPENNEHHOCTbIO MPOTUB BO3MOYKHOIO
B3/10Ma, OCHaLLEHHbIMM 3aMKaMW MOBbILEHHON CEKPETHOCTMU.

Bce 3KsemnnApbl KAoYel (32 MCKAOYEHMEM OTHOCALLMXCA K MNOMELWLEHUAM, Ha KoTopble
pacnpocCTpaHATCA creuuasnbHble TpeboBaHUSA pPEXMMA CEKPETHOCTM) YUMTbIBAIOTCA B KypHane
perncTpaunmn Kaden K 3aMKam MOMELLEHWI apxMBa, BeAeHWEe KOTOPOro MPUKAsoM pPYKOBOAUTENA
apxMBa BO3/1araeTca Ha OTBETCTBEHHOE AO0J/IKHOCTHOE NNLO. B yKasaHHOM }KypHane oTMe4vaeTcs, y Koro
M3 pabOTHMKOB apxvMBa MMEIOTCA KJOYM OT KarKAoro M3 MOMELEHMN, C pPacnmckoi paboTHUKa B
Nosly4eHMM IK3eMMNAAPa KNtova.

Ko Bcem nomelLeHNAM apxmBa, OCHALLEHHbIM 3aMKaMU, LOJIKHO ObITb HE MeHee ABYX KOMMJ/IEKTOB
KNtoYen, O4AMH U3 KOTOPbIX MOCTOAHHO HaXOAMUTCA B CNyXKOe OXpaHbl apxuBea.

MopAaaoK XpaHeHUs Ktoden B paboyee 1 Hepaboyee Bpems, NOyYEHUA KatoYel B cnyKbe oxpaHbl,
CAaun KNoYeN N NOMELLLEHUI NOA, OXPaHy YCTAaHABAMBAETCA MHCTPYKLUMEN 00 OXpaHHOM peXxume apxmBa,
YTBEPKAEHHON B YCTAHOBNEHHOM MOpPALKeE.

ApxuBoxpaHuauiwe B paboyee Bpems, eciM B Hem He paboTaloT COTPYAHWKM, AOJIKHO ObiTb
3aKpbITO Ha KoY. KauM OT apxuBOXpaHMAMW@ B paboyee Bpema HaxodATCs Y 3aBendylowero
apPXMBOXPaAHUNULLEM WK INLA, EFO 3aMeLLaloLLErO.

B apxuMBoXpaHuAuULE MMeT MpaBo [AOCTyna 3aBedyloWwmin U paboTHUMKM  OaHHOTO
apXMBOXPaHUAULLA, a TaKXe PYKOBOAUTE/Nb apXMBa U €ro 3aMecTUTEeNN, raBHblA XpaHuTenb ¢oHAOOB.
CnucoK nnu, Metowux NpaBo A0CTyna B apXMBOXpaHMAMLLE, 0OHOBAAEMbI N0 Mepe HeoBXoaMMOCTH,
[OO0MKEH HAX0AUTbCA Ha NOCTY oXpaHbl. Bce aApyrne paboTHUKM apXMBa A0MNYCKAKOTCA B apXMBOXPaHWUIULLE
TO/IbKO B COMPOBOXAEHMUM 3aBEAYIOLLErO apXMBOXPAHUIULLEM UM INLA, M0 3amMeLlatolero. MHble nnua
AONYyCKaloTCcA B apXMBOXPAHUNULLE B UCKNHOUYUTE/IbHBIX CNYYasaX TO/IbKO MO NUCbMEHHOMY pPaspeLleHUIo
PYKOBOACTBA apxuBa W B COMPOBOMAEHUW 3aBEAYIOLWLEr0o apXMBOXPAHWAWULLEM WAW AWUA, €ro
3ameLlatoLero.

BbIHOC M3 apXxMBa apPXMBHbIX AOKYMEHTOB, MaTepuanbHbIX LLEHHOCTEN M KHUT Hay4YHO-CMPaBOYHOM
6161MOTEKM, A TAKKe HayYHO-CMPaABOYHOrO annapaTa paspeLlaeTcsa TObKO Mo cheLmnanbHbIM NPONyCcKam,
Bbl4aBaeMbIM B YCTAHOBAEHHOM NOpsALKe.

TemnepaTypHO-BNAKHOCTHBINA PEXUM

2.11.2.3. B apXxMBOXpaHWIMLLE apXMBHbIX AOKYMEHTOB Ha OymaykHoi OCHOBe, 060pyA0BaHHOM
CUCTEMAMM  KOHAMLMOHMPOBAHUA  BO34yXa, MNOALEP!KMBAETCA  HOPMATUBHBLIN  TemnepaTypHo-
B/IA*KHOCTHbIN pexkmm: TemnepaTtypa 17 - 19 °C, oTHocuTebHaA BAaXKHOCTb Bo3gyxa 50 - 55%.

TemnepaTypHO-BNAXKHOCTHbIE  MapameTpbl  BO3Ayxa 418  OOJTOBPEMEHHOTO  XpaHeHuA
ay4MOBU3YaNbHbIX U 3NEKTPOHHbIX AOKYMEHTOB AOJ/IKHbI COOTBETCTBOBATb HOPMAM, NMPUBEAEHHbLIM B
Tabauue:



Bug, foKymeHTa Temnepatypa, rpaa. C OTHOCUTENbHaA BAAXKHOCTb BO34yXa,
%
yepHo-b6enble LBEeTHble yepHo-besnble LBEeTHble
[OKYMEHTbI Ha KUHOMEHKe:
HUTPOOCHOBA He Bblwe +10 He Bblwe -5 40-50 40-50
6e3onacHas He Bbiwe +15 He Bbllwe -5 40-50 40-50
OCHOBa
$GOTOAOKYMEHTbI:
CTeKJo He BbiWwe +15 He Bbiwe -5 40 -50 40 -50
niaeHKa He Bbiwe +15 He Bbllwe -5 40-50 40-50
¢doTobymara He Bblwe +15 He Bblwe -5 40-50 40-50
OOKYMEHTbl Ha MarHUTHOM +8 - +18 45 - 65
JIeHTE U AUCKOBbIX HOCUTENAX




B apx1BOXpaHUAULLE C HEPErYAUPYEMbIM KAMMATOM A0/IKHbI OCYLLECTBAATLCA MEPONPUATMA NO
ONTUMM3ALMN TEMMNEPATYPHO-BNANKHOCTHOIO pPeEXMMA C MPUMEHEHMEM OMNTUMANbHOFO OTOMJEHUA U
NPOBETPUBAHUA MOMELLEHMI, @ TAKXKE MEXaHWYECKUX CPeACTB YBAAKHEHMA WKW OCYLUEHMA BO3AyXa.
Pe3skne KonebaHmaA (ce3oHHble M B TeyeHuWe oAHUX CyToK) Temnepatypbl (+/- 5 °C) n oTHOCUTENbHOM
BNAXKHOCTK Bo3ayxa (+/- 10%) He gonyckatoTca.

Mpn oANTENBHOM HapylUeHUW TemMnepaTypHO-BAAXKHOCTHOrO pexuma (oT 3 cyTok u bonee),
COMPOBOXKAAIOLWEMCA MOBbILIEHNEM OTHOCUTENbHOM BAAXKHOCTM Bo3ayxa Ao 70 - 90%, npuHMMatoTca
Mepbl Mo ero Hopmanusaumm (MHTEHCMBHOE NPOBETPUBAHME, OCYLLUEHNE aPXMBOXPAHUINLLA).

B nepuoa TexHonornyeckom o6paboTKM apXMBHbLIX AOKYMEHTOB [AOMYCKAETCA WX BPEMEHHoe
XpaHeHue (4o 2 mecaues) B NOMELLEHUAX C HEPETYIMPYEMbIM TEMNEPATYPHO-BNAXKHOCTHbIM PEXMMOM
npu Temnepatype 20 +/- 5 °C M OTHOCUTENIbHOW BAaKHOCTU Bo3ayxa 50 +/- 20%.

TemnepaTypHO-BNAXKHOCTHbIA  PEXMM  KOHTPOJIMPYeTCA MNyTeM PeryisapHoro  M3mepeHus
TemMnepaTypbl U OTHOCUTENIbHOWN BNAXKHOCTU KOMHATHOMO M Hapy»XHOro BO34yXa B O4HO U TO e Bpems: B
KOHAMUMOHUPYEMbBIX MNOMELLEHNAX - He pere 1 pasa B HeAen; B apPXMBOXPaHMAUWAX C
HeperyampyemMmbiM KIMMATOM - 2 pa3a B HeAENt0; NPU HapyLLEeHUAX pexunma - 1 pas B CyTKM.

lMoKasaHMA  KOHTPO/IbHO-U3MEPUTENbHbIX  MNPUOOPOB  GUKCUpYHOTCA B cneuuanbHbIX
PErncTPauMOHHbBIX KYPHanax, B KOTOPbIX TaKXKe OTpaKatTcAa MNpPOoBepKa MNPaBUAbHOCTU MOKa3aHWUM
NpPUB0opPOB U Mepbl, NPUHATbIE MO HOPMAIM3aLUUM TEMMNEPATYPHO-BNAXKHOCTHOIO PEXKMMA B C/y4Yanx ero
HapyLweHuA.

HomeHKnaTypa NPUMEHAEMbIX KOHTPO/IbHO-U3MEPUTENbHbIX NPUOOPOB, a TaKXe MopALOK
M3MEPEHMA U PErucTpaumMm napameTpoB KOMHATHOrO WM HApPYXHOro BO34yxa Onpeaenatorca
OENCTBYIOLMMMN HOPMATUBHBIMU U METOANYECKMMUN JOKYMEHTAMMU.

KOoHTpoIbHO-U3MepUTe ibHbIE MPUBOPbI MOHTUPYIOT HA OAHOM LUUTKE, Pa3sMeLL,eHHOM B I1IaBHOM
NpoxoAe apPXMBOXPaHMAMLLA HA CTeNfaXe, BAA/IM OT OTOMUTE/IbHbIX U BEHTUAAUMOHHBIX CUCTEM
(KOHTpO/IbHAA TOYKa), MO HOPMaM: NMPY KOMHATHOM CUCTEME - OHA KOHTPO/IbHAsA TOYKa Ha KOMHaTY, Npu
MHOTOSIPYCHOWM - 04Ha Ha Apyc.

CBeTOBOM pexum

2.11.2.4. XpaHeHMe apXMBHbIX AOKYMEHTOB OCYLLECTBASETCS B TeMHOTe. 3TO obecneymsaeTcs
XpaHEeHMEeM apXMBHbIX JOKYMEHTOB B NepensieTax, nankax, KopobKax, Wwradax, Ha cTennaxax 3akpbIToro
TUNA, a TaKKe cobt0aeHNEM YCTaHOBNEHHOTO CBETOBOIO peXUMa.

OcBelleHMEe B apXMBOXPaHUAMULLE MOXKET OblTb €CTECTBEHHBIM WJIM UCKYCCTBEHHbIM; AapPXMBHbIE
OOKYMEHTbl MOryT pasmeliaTbcd B MOMELLEHMAX C OKHamu uanm  6e3 OKoH. PasmelueHune
AaPXMBOXPAaHUANLLA B MOMELLEHNAX O6e3 OKOH AOMYyCKAeTcA MpPUM HaAMYMM B HEM WCKYCCTBEHHOW WM
€CTeCTBEHHOM BEHTUAALMM BO3yXa C YCTAHOB/IEHHOW KPATHOCTbIO BO34yX006MeHa.

EcTecTBEHHOE OCBELLEHME B apXMBOXPAHW/NLLE AOMYCKAETCA pacCeAHHbIM CBETOM MpPU YCI0BUMU
NPUMEHEHNA Ha OKHAax CBeTOpacceMBaTefiell, aBTOMATUYECKMX PEeryiAaTopoB CBETOBOMO MOTOKA
(cneumanbHbIX CTEKOA), 3aLUNUTHBIX GUABTPOB, Kanko3M, LUTOP, HAHECEHHbIX HA CTEK/IO MOKPLITUIA U T.N.

OnA MCKYCCTBEHHOrO OCBELLEHMA B APXMBOXPAHWUIULLE MPUMEHAKTCA JlaMMbl HAKaAMBaHUA B
3aKpbITbIX NNadOHaX C rNafKoW Hapy*KHOM NOBEPXHOCTbIO. JJonycKaeTcs NpUMEHeHMEe TIOMUHECLLEHTHbIX
JlaMn C ype3aHHbIM ybTpapnoneToBbiM y4acTKoM crniekTpa Tuna J16, JIXB, /ITB. YpoBeHb OCBEeLLEHHOCTH
B AMana3oHe BUMAMMOIO CMEKTPA He OOJ/IKEH NPEBbIWATb: HA BEPTUKA/NbHOW NOBEPXHOCTM CTenNaxa Ha
BbicoTe 1 m oT nona - 20 - 50 nK, Ha paboumx ctonax - 100 nk.

3awWwmTa apXuBHbIX AOKYMEHTOB OT Pa3pyLUlaloLLero AeNCTBUA eCTeCTBEHHOIMO M MCKYCCTBEHHOTO
CBeTa OCYLLEeCTBAAETCA BO BCEX MOMELLEHUAX apxuBa Npu Nobbix BUAAX pPaboTbl C apXMBHbIMM
OOKYMeHTamu.

CaHMTapHO-TUTMEHNYECKUIA PEXNM
2.11.2.5. ApXxMBOXpaHMAULWLA W APYrMe MOMELLEHUA apXmMBa COAEPIKATCA B YMCTOTE M MopaakKe,

UCKNOYakoWeM BO3MOXXHOCTb NOAB/N1IEHNA HAaCEKOMbIX, FPbI3yHOB, N/1IECEHN U NbINN.
B apxmMBOXpaHMAULLE NPOBOJATCA CUCTEMATMYECKaA BAAXKHAA y60pKa, He peXe O4HOro pasa B roj



obecnblBaHUE NbllIecocamm CTeNNANKeN, WKadoB, cpeacTB XpaHeHUA (KOpoboK, ManokK, ynakosok). MNpu
3TOM LLOKOJIbHbI€ YaCTU CTeNNakel, nobl, NANHTYCbl, NOAOKOHHMKM NPOTUPAOT BOAHbIMM pacTBOPamm
aHTUCENTUKOB.

B apxuBoxpaHuauiLe 3anpeltaeTtcs npebbiBaHWe B BEpXHEN o4erxKAe, MOKPOM U rpa3HOM obyBw,
XpaHeHue /10O bIX MOCTOPOHHMX NPEAMETOB, UCMOb30BaAHME NULLEBbLIX NPOAYKTOB, a TAKXKe KypeHue.

B apxuBoxpaHuauuie obecneymBaetca cBobOAHAA UMPKyAAUMA BO34yXa, WCK/AOYatowan
obpa3oBaHMEe HEMPOBETPUBAEMbIX 30H YCTOMYMBOTO MUKPOKAMMaTA. He ponyckaetca pasmelleHue
APXMBHbIX JOKYMEHTOB Ha Moy, NOAOKOHHWKAX, B HEpPa30bpaHHbIX KMMNax.

OKHa B NOMELLEHMAX apXxMBa, OTKPbIBAOLWMECA B Tensjoe Bpems rofa, 3alMLiaTca CeTKamu C
AnameTpom adveek He 6osee 0,5 mMM. 3alWUTHBIMKU CETKAMM 0OOPYAYIOTCA TaKXKe BEHTU/IALMOHHbIE
OTBEPCTUA B CTEHax, MOTOJIKAX, NOJAX APXMBOXPAHW/INLLA, HaAPYXKHble OTBEPCTUA BEHTUAALLMOHHbBIX
CUCTEM.

C uenbto obHapyKeHMA HACeKOMbIX U MJIECHEBbIX TPUOOB apXUBHbIE AOKYMEHTbI (BbIGOPOUYHO) U
NOMELLEHNSA apXMBOXPaHWUIML, ABa pas3a B rog (B Hayasne M Mo OKOHYAHWW OTONUTE/IbHOrO CE30Ha)
noasepratoTca 06a3aTe/IbHOMY SHTOMOJIOFMYECKOMY M MUKONOTUYECKOMY OCMOTPY. Mpn 0bHapykKeHun
6101I0rMUYECKNX BpeauTeNel NPUHNUMALOTCA HEMeIeHHble Mepbl N0 06paboTKe apXMBHbIX OKYMEHTOB,
CPeACTB XPaHEHMA, APXMBOXPAHUNMLL,

Ons npoBeAeHNA CaHUTAaPHO-TUTMEHMYECKUX PAabOT NAaHUPYIOTCA CAaHUTAPHbIE AHW.

ObopyaoBaHMe apXMBOXPAHUIMULLA CPEACTBAMM XPaHEHMUSA

2.11.3. ApxunBoxpaHunuuie obopyayeTtca CTaLuMOHapHbIMU UKW NEePEenBUKHBbIMU METANANYECKUMMU
crennaxamu. [JonyckaeTca 3SKChAyaTaumsa CyLW,ecTBYHOLMX CTALUMOHAPHbLIX AePeBSAHHbIX CTennaxken,
HaXoAALMXCA B HOPMa/IbHOM CaHUTAPHO-BMON0OrMYECKOM COCTOSHUN U 06PaboTaHHbIX OrHEe3aLWUTHbIMMU
COCTaBaMM. B apxMBoXpaHUANLLE C HOPMATUBHbLIM TEMNEPATYPHO-BNAXKHOCTHBIM PEXKMMOM L0NYCKAETCS
NPUMeHeHWe MNepeaBUMKHbIX METANIMYECKMX CTennarkeih. B KayecTBe BCMOMOraTe/IbHOrO WM
cneumnanbHoro ob6opyAOBaHUA MOTYT WCMNO/Ib30BATbCA MeTa/nYeckme WKadbl, ceidbl, WKadbl-
CTeNNaXKM, a TaKXKe CTalMOHapHble OTCEKN-BO0KCbI C METANINYECKMMUN NEPErOPOAKAaMM U MOSIKAMMU.

KWHOOOKYMEHTbI, PY/JIOHHbIE MUKPOOUAbMbI XPAHATCS B TOPU3OHTA/IbHOM MOJIOXKEHUN B
METAN/IMYECKUX UM NNACTUKOBbLIX KOPOOKax Ha cTensaxax Tuna "efoyka" nnbo Ha CTauMOHApPHbIX
crennaxax. KWMHOAOKYMEHTbI Ha Heropwoyen TpPUMALETAaTHOM OCHOBE XPAHATCA B  HEMNJIOTHO
3aKPbIBAIOLLMXCA METAIMYECKUX UM NIACTUKOBBIX C OTBEPCTUSAMM KOPODOKAx ANA npenoTBpalleHus
CKANNMBaHWUA BHYTPU KOPOOKM NapoB YKCYCHOW KUCNOTbI, BblAENAEMbIX OCHOBOW KUHOMNEHKM.

Bnaeoa0KYMEHTbI XpaHATCA B BEPTUKA/IbHOM NMONOXKEHUM B 3aBOACKOMN YNaKOBKe.

He gonyckaeTtcs XpaHeHWe apXMBHbIX LOKYMEHTOB Ha HOCUTENAX C MAarHUTHbIM Paboynm cioem Ha
beppoMarHUTHbIX METAIIMYECKUX CTeNNaxax; CTajsbHble CTENNa*KM MOryT ObiTb MCMNONb30BaHbI B
WCKNOUYUTENBHBIX CAYy4asaX, TONbKO MPU YCAOBMM pasMarHMYnMBaHMA U 3aMbIKaHUA KOHTYPOB CTe//1axKa
(coeanHeHMe meTanNnYecKnx YacTen CTeNNIaxa 3N1EKTPONPOBOAOM M UX 3$DEKTUBHOE 3a3eMseHMe).

B apxvMBOxpaHuAWLWE C eCcTeCTBEHHbIM OCBELLEHMEM CTeNNaXXM W WKadbl OTKPLITOrO TUNA
YCTaHaBAMBAOTCA NEPNEHANKYNAPHO CTEHAM C OKOHHbIMKM MpoemMamu. B apxmBoxpaHuanwe 6e3 oKoH
CTenna)M W WKadpbl YCTAHABAMBAKOTCA C Y4Y4E€TOM OCODOEHHOCTEM MNOMELLEeHUA, KOHCTPYKUMM
060pyA0BaHNA M HOPM ero pasmelleHus. He aonyckaeTca pasmelleHme cTennaxen, Wwrkahos 1 Apyroro
060pya0BaHUA ON1A XPAaHEHUA APXMBHbLIX AOKYMEHTOB BMJIOTHYIO K HApPY)KHbIM CTEHaM 34aHMA U K
WCTOYHUKaM Tenna.

CTaumoHapHble CTennaxKM M WKadbl YCTAaHAB/AMBAIOTCA B apXMBOXPaHUAMULLAX C cobatogeHnem
cneayowmx HoOpm:

paccTosHWe MeXAy pAdamMu cTennaxken (rnasHbii npoxog) - 120 cm;

paccTosHue (Npoxoa) mexay cTennarkamm - 75 cm;

paccTosiHUE MEXKAY HAPYKHOM CTEHOW 34aHMNA U CTeNNAXKaMM, NapanienbHbIMU CTEHE, - 75 cm;

PaccTosHME MEXKAY CTEHOMN M TOPLLOM CTe/NaxKa uau Wwrada (obxoa) - 45 cm;

paccTosiHMe MeXAy NOJIOM U HUXKHEW MOJIKOM cTennaxa (wkada) - He meHee 15 cm, B LLOKOJIbHBbIX
3TaXax - He meHee 30 cm.

PacctonaHusa (npoxoabl) gaa 060OpPYyAOBaHUSA C BblABUMKHBIMM ALMKAMM PACCYMTLIBAIOTCS MO
cneLmanbHbIM HOPMaMm € y4eTOM TUNOpasMmepa 060pya0BaHUS.



ApXMBHblEe AOKYMEHTbl Ha BGYMa)KHOM OCHOBE Pa3MeELLaloTCA Ha CTenarkax, B MeTaN/MYyecKmx
WwKadax ropM3oHTasbHO WU BEPTUKAAbHO B KOPOBKax MAW APYrMX NEepPBUUHbIX CPeACTBaX XpaHeHuA
(nankax, ¢yTnapax u 1.n.).

Kaxkpan eguHULA XpaHeHMA ayaAMOBU3YaNbHOTO WM 3/IEKTPOHHOMO AOKYMEHTa yKnaZblBaeTcsa B
HEerepMeTUYHYI0 MHAMBUAYANbHYIO YMNaKoBKy. [pyM 3TOM [OMKHO OblTb MCKAlOYeHo cBoboaHoe
nepemelLeHMe apXMBHOTO AOKYMEHTA BHYTPW YNAKOBKMU.

OpraHm3auma XxpaHeHUsA apXMBHbIX JOKYMEHTOB B apXMBOXPaHUAMLLE

2.11.4. OpraHmsauma XpaHeHUA apXMBHbIX [OOKYMEHTOB B apXMBOXPaHWAULWE - CUCTEMA
MEpPONPUATAIA, BKAIOYAOWAA PaLMOHaNbHOE pPasMeLLeHME apXMBHbIX AOKYMEHTOB, KOHTPOJb 33 MX
OBVXKeHNeM U dU3MYECKMM COCTOAHMEM, KOMMPOBAHWE aPXUBHbLIX AOKYMEHTOB C Le/bl0 CO34aHUA
cTpaxosoro ¢poHAa M doHAA NO/b30BAHMA, BOCCTAHOBNEHWE (pecTaBpaumio) NepBOHAYasIbHbIX WM
6/IM3KMX K NepBOHaYasibHbIM CBOMCTB M BHELWHWUX NPWU3HAKOB apPXMBHbIX LOKYMEHTOB, MOABEPILUMXCA
nospexaeHuto NMbo paspyLLeHuio.

Obwme TpeboBaHUA K pasMeLLeHMIO aPXMBHbIX LLOKYMEHTOB

2.11.4.1. ApxuvBHble OOKYMEHTbl B apPXMBOXPAHUAWULLE PACNONArAOTCA B NOpPAKe,
obecneynBaroLLEM MX KOMNJIEKCHbIE YYET U XPaHEHME, A TaKKe OnepaTUBHbIN NOUCK.

MopAaAOK pacrnofioXKeHMA apxuMBHbIX (GOHAOB B apxmBe onpeaensercd naaHom (cxemoin) ux
pasMelleHuns, YTBEPXKOAEeMbIM  pyKoBoauTenem apxuea. [naH (cxema) npeaycmaTpuBaet
pacnpegeneHune apxmBHbIX GOHLOB MO apPXMBOXPAHUANLLY C YKAa3aHWMEM NPU HEOBXO4MMOCTM MX HOMEPOB
No Ka)KAoMy CTeNnaxky apxumBoxpaHunuwa. [naH (cxema) Haxogutcs B MNogpasgeneHum,
OCYLLECTBNAIOWEM YYeT [OKYMEHTOB apxvMBa, WAM Yy pPabOTHWKA, OTBETCTBEHHOro 3a Yy4yeT, a
COOTBETCTBYIOLLME €T0 Pa3Aesbl - B APXUBOXPAHUMLLE.

PasmelleHne apXmBHbIX AOKYMEHTOB 060C06/IEHHOTO XpaHeHUs

2.11.4.1.1. O6ocobeHHOMY XpaHEHMIO NOANIEXKAT CNeayoWMe apXUBHbIE AOKYMEHTbI: CEKPETHbIE;
YHUKaNbHble; uMelowme B 0GOPMAEHUN UAN MPUNOKEHUN K HUM AparoLeHHble MeTas/lbl U KaMHU; Ha
HUTPOOCHOBE; NOPa*KEHHblE BUONOTMYECKMMM BpeaUTENAMM; NepedaHHble NO A0roBOPY Ha XpaHEHME B
apXUB N He OTHECEHHbIe K cocTaBy ApxmsHoro poHaa Poccuiickoinn Peagepaunu.

MecTo pacnofioXXeHua M naowagb, BblAenaemana ANs8 pPasMelleHUs apXMBHbIX AOKYMEHTOB
060Cc06/N1EHHOrO XpaHEeHWsi, OMPeAensloTCs apxXMBOM WCXOAA W3  peanbHblX BO3MOMKHOCTEN W
NnepcrnekTUBHbIX 06beMOB KOMMIEKTOBAHMA apXuBa.

PasmelleHne CEKPETHBIX aPXUBHbIX JOKYMEHTOB OCYLLLECTBASETCA B COOTBETCTBUM C TpeboBaHUAMMU
HOPMAaTUBHbIX OKYMEHTOB Mo obecneyeHmIo pexxmma cekpetTHocTu B Poccuiickont Pepepaunu.

BpemeHHOe COBMECTHOE XpaHEHWEe CEKPETHbIX M PaACCEeKPEYEHHbIX AeN B apXMBOXpaHUAULLE
CEKPETHbIX aPXUBHbIX OKYMEHTOB AOMYCKAETCA B UCKNOUNTENbHbIX C/TyYanX Npu OTCYTCTBUU CBOOBOAHbIX
naowagen gnsa pasmeLLeHMa paccekpeyeHHbIx gen.

YHWKaNbHblEe AOKYMEHTbI M apXUBHbIE AOKYMEHTbI, UMetowme B 0popMIEHUU AN NPUNOKEHUN K
HUM AparoueHHble MeTan/ibl U KaMHU, U3bIMAKOTCA U3 COCTAaBa apXMBHbIX GOHA0B M NogneaT celidoBomy
XpaHeHuMto. Ha mecTto M3bATOro apxXMBHONO AOKYMEHTA BK/A34blBAeTCA KapTa-3amMecTuTesllb U Mpwu
HeobX04MMOCTU KOMWA apPXMBHOIO SOKYMEHTA.

AyanoBM3yanbHble M 3/IEKTPOHHbIE LOKYMEHTbl XPaHATCS B 000CO6/IEHHbIX NOMELLEHMAX B
3aBMCMMOCTU OT HOPMATMBHbIX PEXNUMOB XPaHEHUA O1A UX HOCUTENEN.

B OAHOM apXMBOXPAHUAMLLE MOTYT PA3MELATbCA apXMBHble OOKYMEHTbl Pa3HOro BMAa, HO
Tpebylowue oANHAKOBbIX PEXMMOB XpaHeHUA (Hanpumep, apXuBHbIe JOKYMEHTbl Ha MarHUTHbIX IeHTax
N ANCKOBbIX HOCUTENAX C MAarHUTHbIM C/I0OEM; apXMBHblE AOKYMEHTbI Ha KMHOMMEHKE, MUKPOPOPMbI U

ap.).

PasmeleHne ¢oHAa Nonb3oBaHUA



2.11.4.1.2. ®oHA NONb30BAHUA Pa3MeLLAEeTCA B 3aBUCMMOCTM OT BUAA HOCUTENS KONUN.

Konun ¢oHAa nonb3oBaHMA Ha BymarkHOW ocHoBe (B TOM uumcne GoTOKOMUM), Kak MNpaBuo,
XPaHATCA BMeCTe C MOAJMHHbIMWU apXWUBHbIMM AOKYMEHTAaMM Ha OyMarKHOW OCHOBE Ha OTAE/bHbIX
cTennaxax uam B wkadax B NopagKe HOMePOB apxmMBHbIX GOHAO0B U Aen.

Konun ¢oHpa nosb3oBaHUA HA NJIEHOYHOM OCHOBE PA3MELLAIOTCA B APXMBOXPAHUAWULLAX C
HOPMATUBHbBIMU N5 HUX PEKMMAMMN XPAHEHUSA.

B KarkapbIn BIOKC BKNAAbIBAETCA OTPE30OK MNAEHKU, HA KOTOPOM OTCHATO OAHO AE/10 UM ero YacTb. B
nopsake UCKAYEeHUA Npu Hebosbliom obbeme Aena B OLHOM OTPe3Ke MOXKET HaxoauTbca He Bonee
TPex CKOMMPOBAHHbIX Aen.

PasmelieHune YYETHbIX AOKYMEHTOB

2.11.4.1.3. OcHoBHble (0bA3aTenbHbIe) M BCMOMOraTebHble YYEeTHbIe AOKYMEHTbI apxuBa (cm. m.
3.4) pasmewaloTcs B M30/IMPOBAHHOM MNOMELWEHUM uanm paboyem nomeweHun paboTHUKa(oB.),
OTBETCTBEHHOTrO(bIX) 33 YYeT 4OKYMEHTOB apX1Ba.

OCHOBHble M BCMOMOraTe/lbHble YYeTHble [OKYMEHTbl apXWMBOXPaHWUIMLWA pasmellatoTca B
apxXMBOXpaHUAULLE UK B paboyem nomeleHNMM paboTHMKOB apXMBOXPaHUINLLA.

OTBETCTBEHHbIMM 33 COXPAHHOCTb U MUCMO/Ib30BaHMNE YYETHbIX JOKYMEHTOB ABAAKOTCA PAabOTHUKM,
OCYLLECTBNAIOLLME UX BEAEHNE B COOTBETCTBYHOLLLEM CTPYKTYPHOM MOAPa3AENEHUM U M0 apXMBY B LLEE/IOM.

MepBble 3K3eMNAPbI ONUCEN AeN, AOKYMEHTOB Pa3MEeLLAlOTCA B U30IMPOBAHHOM NOMELLEHUM UK
pabouyem nomeleHMM paboTHNKA(0B), OTBETCTBEHHOTO(bIX) 33 yYeT AOKYMEHTOB apX1Ba, C 06A3aTebHbIM
cobNI0AEHNEM PEKMMOB XPaHEHWS, YCTAHOBNEHHbIX ANA MOAJUHHbLIX apPXMBHbIX AOKYMEHTOB Ha
6ymarkHoW ocHoBe.

BTopble 3K3emnaspbl onucer Aen, AOKYMEHTOB [Pa3MeLLaloTcsl B  W30/MPOBAHHON 30He
apPXMBOXPaHUANLLA Ha CTe/INaxe UK B WkKady.

TpeTbu 3K3eEMNAAPLI ONUCEN AN, AOKYMEHTOB Pa3MeLLaloTCcA B YNTA/IbHOM 3aie.

MopAaaoK Hymepauum NOMELLEHUI apXMBa, CTenlaxel, WwKados,
nosiok. BeaeHne Tonorpadmyecknx ykasartenemn

2.11.4.2. Bce nomMelLeHUA apxmBa (34aHMA, 3TaXKK, APYCbl, APXMBOXPAHUINLLA, KOMHaATbI), @ TaKxKe
cTennaxu, cenoobl, WKadbl U NONKN HYMeEpPYIOTCA.

B KaxXgoM OTAEeNbHOM MNOMELLEHUU CTeNNAXM U LWKadpbl HYMEpPYIOTCA CaMOCTOATE/IbHO CNeBa
HanpaBo OT BXxoZ4a. [Mo/IKN Ha cTennaxax 1 B WKadax HYMepytoTCcs CBEPXY BHU3 C1eBa HAaNpaBo.

B uensax 3akpenneHWa mMecTa XpPaHEeHWA M MOMCKA APXMBHbLIX AOKYMEHTOB B apXMBOXPaHUAULLE
coctaBnaoTca nNodoHAO0BblIE W MOCTeNNaxHble Tonorpaduyeckne yKasatenu. Tonorpaduyeckue
yKa3aTenun coCTaBaAOTCA B KAPTOYHOMN MU IMCTOBON GopMe B HEOOXO4MMOM KOIMYECTBE IK3EMMIAPOB.

KapTouka nodoHaoBoro Tonorpaduyeckoro yKasaTess COCTaBASETCA OTAENbHO Ha KaXkabli
apXMBHbIA GOHA; 3T KApPTOYKM pacrnonaratoTcs B NopagKe HOMEPOB apxMBHbIX ¢oHA0B. KapTouka
NocTeNNaXHoro TonorpaduUeckoro yKasaTensa COCTaBAAETCA Ha KaXKAbli CTennaK; 3TM KapTOYKM
pacnosiaratoTcs No NOPAAKY HOMEPOB CTeNNaXKel B Npesenax 0TAeNbHOro nomelteHuns. OauH sk3emnaap
Tonorpapuyeckmx yKasaTtesiell XpaHUTcs y paboTHMKa(oB), OTBETCTBEHHOrO(bIX) 3@ y4YeT AOKYMEHTOB
apxuBa, BTOPOW - B apXMBOXPaHUAULLE.

BeneHune Tonorpadumyeckmx yKasatenei MOMKeT OCyLecTBAATbCA HAa ByMarKHOM HocuTene uan B
aBTOMaTU3MPOBAHHOM PeXKMME B COOTBETCTBUM C YCTAaHOBNEHHbIMWN PEKBU3UTAMMU.

N3meHeHMA B pasmelleHUM apXMBHbIX [OOKYMEHTOB CBOEBPEMEHHO OTPaXKaloTCA BO BCEX
3K3emMnIApax TonorpaduyUeckmx ykasartenen, a TakKe B NaaHe (cxeme) pasmeLleHmns apxmBHbIX GOHA0B.

OcdopmneHre ApAbIKOB Ha NEPBUYHBIX CPEACTBAX XPAHEHUS
apPXUBHbIX AOKYMEHTOB

2.11.4.3. Kaxgoe nepBuUHOE CPeacTBO XPaHEHUA apXMBHbIX AOKYMEHTOB (KOpobKa, nanka u T.4.)
CHab’KaeTcs AP/AbIKOM, Ha KOTOPOM YKa3blBalOTCA Ha3BaHME M HOMEpP apXMBHOro GOHAA, a TaKKe Homep
onucu aen, AOKYMEHTOB, HOMepPa eAMHUL, XpaHeHUA, HaxoAALWMXcA B Kopobke.



Hagnuc Ha ApAblKax MCNOAHAITCA TUNOrpadCKUM cnocobom, TYLWbI WMAN CheumanbHbIMU
YepHbIMW BOLOCTOMKUMM YepHUAamMK. [JONYCKaeTca MCNOb30BaHWe LITaMMOB U APYrMX aHaNOMMYHbIX
CpeacTs.

MpoBepKa Ha/IMUUA U COCTOAHMA aPXMBHBIX OKYMEHTOB
M OpraHmn3aums po3sbicka HEOBHAPYKEHHbIX OKYMEHTOB

2.11.5. NpoBepKa HaNNYMA N COCTOAHUA APXMUBHbBIX AOKYMEHTOB NPOBOAUTCA B LeNAX YCTaHOB/IeHUA
($aKTMYECKOro Ha/IMUMA HAXOAALMXCA Ha XPAaHEHUN aPXMBHbIX LOKYMEHTOB W BbIABIEHUA OTCYTCTBYHOLLMX
apPXMBHbIX AOKYMEHTOB AJ1A OPraHM3aLMn MX PO3bICKA; BbIABAEHMA U YCTPAHEHUS HEAOCTAaTKOB B yyeTe
APXMBHbIX AOKYMEHTOB; BbIIBEHUA M ydYeTa apXMBHbIX AOKYMEHTOB, TPeOyoWmMX pecTaBpaLMOHHON,
KOHCepBaLMOHHO-NPOdUIAKTUYECKOM U TEXHMYECKOW 06paboTKu.

MpoBEPKN HaANMUMA U COCTOAHUA APXMBHbIX AOKYMEHTOB MPOBOAATCA B MNAHOBOM NOPALKE, a
TaKKe e4MHOBPEMEHHO (BHeoYepeaHble).

B rocypapctBeHHOM apxuse, Mysee, 6UbanoTeke, apxmuse POCCUICKOM akaZeMnn HayK NaaHoBas
UMKANYHAA NPOBEPKA HAIMYMA U COCTOAHMA NPOBOAMUTCA:

YHUKaNbHbIX LLOKYMEHTOB - EXKEro4HO;

0C060 UEHHbIX AOKYMEHTOB Ha OymaxKHOW ocHoBe - oaMH pa3s B 10 neT (B rocyaapcTBeHHOM
6ubnnoTeke - oguH pas B 5 ner);

ayAMO0BM3YabHbIX U SN1EKTPOHHbIX JOKYMEHTOB - OAWNH pa3 B 5 feT;

KMHOAOKYMEHTOB Ha HUTPOOCHOBE - 0O4MH pPa3 B 2 roaa.

LUMKANYHOCTb NPOBEPKM HANMUMNA OCTANIbHbIX APXMBHbIX LOKYMEHTOB ONpeaenaeTca Ha OCHOBaHUMU
PELIEeHMs 3KCMepPTHO-METOAMYECKOM KOMMCCUM (MAM ApYyroro CoBelaTesibHOro opraHa) apxvea B
3aBMCMMOCTM OT UHTEHCUBHOCTU MCMNONb30BaHMA U COCTOAHMA yYETa aPXMBHbIX LOKYMEHTOB, HO HE MeHee
ofiHOro pasa B 25 neT (B rocyaapcrseHHon 6ubanoteke - oanH pas 8 15 nert).

MpoBepKa HaNMUYUA U COCTOAHUA CEKPETHbIX apPXUBHbIX AOKYMEHTOB OCYLLECTBASETCA B NOPSAKE,
YCTAHOB/IEHHOM /18 CEKPETHbIX aPXUBHbIX OKYMEHTOB.

B MyHMuMnanbHOM apxuBe, My3ee, OHMOAMOTEKe MNIAaHOBAA UMKAMYHAA MPOBEPKA HaauyuA
APXMBHbIX AOKYMeHTOB NposoauTca 1 pas 8 10 ner.

B cnyyae ctuxuitHbix 6e4cTBMA, MaCcCOBbIX NepeMeLLeHNt U apyrux ob6CcToATeNbCTB, B pesyibTaTte
KOTOPbIX MOryT ObiTb YTpayeHbl MAM NOBPEXAEHbl APXMBHbIE AOKYMEHTbI, @ TaKXe Npu CMeHe
3aBeAyoLMX aPXMBOXPAHUIMLLAMWN NPOBOANUTCS BHEOUYEPELHAn eANHOBPEMEHHAs NPOBEPKA HANNYMA U
COCTOAIHMSA BCEX [LOKYMEHTOB apXMBa UM UX OTAENbHbIX YacTen (rpynn).

B Havyane NPoOBEPKM HAZIMUUA U COCTOAHUA apXMBHBIX JOKYMEHTOB NPOBOAUTCA BbIBEPKA YHETHbIX
OOKYMEHTOB, KOTOPAas BK/OYAET: YCTaHOB/MIEHME MOJIHOTblI YYETHbIX [AOKYMEHTOB Ha MpoBepsemble
apx1BHble GOHAbI M APXMBHbIE AOKYMEHTbI, CBEPKY MX CONOCTaBMMbIX NMOKa3aTenen, yTOYHEHME NOPAAKA
HyYMepaumMn eamHUL, XpaHeHUs MO OMUCU AeN, AOKYMEHTOB (KHUre yyeTa M OMMCaHWUs) U NPoBEepKY
NPaBWUIbHOCTU COCTaB/IEHUA UX UTOrOBbIX 3anucei. BbiBepKa y4YeTHOM AOKYMEHTaLMM U MPOBEPKA ee
HaNYMA MOKET NPOBOAMUTLCA M KaK CAMOCTOSTENbHbIV BUA, PaboTbl.

MpoBepPKY HANYMA N COCTOAHUN APXMBHbBIX OKYMEHTOB B FOCYAapPCTBEHHOM apXMBeE NPOBOAAT, KaK
npaswno, ABa paboTHMKA.

Mpyv npoBepke HaNUMUMA e4MHUL, XPaAHEHWA, APXMBHbIE [OKYMEHTbl KOTOPbIX YYTEHbl MO
BHYTPEHHUM OMUCAM, NPOBOAMUTCA CBEPKA HA/NMUMA APXMBHbLIX LOKYMEHTOB C BHYTPEHHEN Onucblo, a
TaKKe CBEePKa Ha/MUYMA NIUCTOB B €AMHULAX XPAaHEHUA, NOA/IeXKaLUMX XPaHEHMIO B HecOpoLIOpOBaHHOM
(6e3 noawuekM) Buae. EAMHULDBI XpaHEHUA C YHUKaNbHbIMU AOKYMEHTaMM 06A3aTeNbHO NPOoBeEPAOTCS
NOJIUCTHO.

ApXMBHble JOKYMEHTbI, BblAAHHbIE B YNTA/IbHbINM 331 M paboume NoOMeLLLeHMA apXnBa, NPOBEPAIOTCA
Ha OOLWMX OCHOBAHMAX, UX WKNPbI YCTAHABAMBAIOTCA MO KapTam-3aMecTUTeNsIM M KHWFaM BblAauu
AapPXMBHbIX [AOKYMEHTOB M3 apXMBOXPaHUAULL. ApXUBHble AOKYMEHTbl, BblAaHHble BO BPEMEHHOE
No/ib30BaHWe, NPOBEPAIOTCS MO KHUFAM M aKTaM BblAauM U CYMTAIOTCA MMEIOLLMMUCA B HANUUUMN.

Mpu NpoBepKe HaMYMA U COCTOAHUA aPXMBHbIX JOKYMEHTOB HEO6X0ANMMO:

COXPaHATb MOPALOK PACMONONKEHMA apPXMBHbIX LOKYMEHTOB HA CTe/fa)aX U B MEPBUYHbIX
CPeACTBAX XpaHeHUs;

nogKNaAblBaTb Ha CBOM MecTa OOHapy»KeHHble BO Bpems NPOBEPKN HEMPABUALHO NOANOMKEHHbIE



eANHULbI XpaHeHUA AaHHOro apxmBHoro GoHAa;

M3bIMaTb U3 NPOBEPAEMOro apxmBHoOro ¢poHAaa (Komnaekca apxmMBHbIX AOKYMEHTOB) M NepeaasaTb
XPaHUTE/IO HEMPABU/IbHO MNOAIOXKEHHbIE eANHULbI XPaHEHWUS APYTUX apPXMUBHbIX POHA0B;

M3bIMaTb €4UHULbl XPaHEHWs, 3apa*keHHble TMJeCeHbld WAM  APYTMMKM  BUOIOrMYEeCcKUMU
BpeaUTEeNaAMU, AN HEMEOEHHOM UX U30NALMUMK;

M3bIMaTb €4MHULLbI XPaHEHUS, HE BHECEHHbIE B ONUCb Ae/, AOKYMEHTOB (KHUTY y4YeTa U onucaHus),
M MOMeLaTb UX B KOHeL, apxMBHOro ¢oHAa (KOMMAeKca apXMBHbIX AOKYMEHTOB) Aas Mnocineaylolei
06paboTKM U ONUCAHUA B CPOKU, YCTAHOBJ/IEHHbIE PYKOBOACTBOM apXMBa.

B xoZie NPOBEPKM HANNYMA U COCTOAHUA apXMBHBIX LOKYMEHTOB HE AOMYyCKaeTca:

BHOCMUTb B ONUCb A€/, AOKYMEHTOB (KHUTY y4eTa 1 ONUCaHUA) HeyYTeHHble eANHULbI XPaHEHWUS;

Aenatb Kakue-nmbo nomeTbl, UCMPaBAEHUSA WUAW 3aNUCKM B ONUCAX A€/, AOKYMEHTOB U APYrux
YYETHbIX JOKYMEHTaXx.

Pe3ynbTaTbl NPOBEPKM HAIMUMA U COCTOAHUA aPXMBHbLIX JOKYMEHTOB M OBHApPY!KEHHble B ee Xoae
HeLOCTaTKN GUKCUPYIOTCA B JINCTE NMPOBEPKMU HAZIMUMA U COCTOSAHUA APXMBHBIX OOKYMEHTOB M B aKTe
NPOBEPKMN HANNUUA N COCTOAHUA aPXMBHbIX AOKYMEHTOB.

JINCT NPOBEPKMN HANMUMA U COCTOSHUA apPXMBHbLIX AOKYMEHTOB COCTaBAAETCA HEMOCPEeACTBEHHO B
XoA4e NPOBepPKM, Kak NPaBMO, Ha KaXKAyHo ONUCb AeN, LOKYMEHTOB OTAe/bHO. Mpu NnpoBepKe HeboIbwmx
no o6bemy apxmBHbIX GOHOOB AOMNYCKAETCA COCTaBleHUE OLHOrO NCTa MPOBEPKM HA BCE ONUCK AeN,
AOKYMEHTOB. B ciiyyae obHapyKeHWA B Xo4e NMPOBEPKMU HANMYMUA U COCTOAHUA apPXMBHbIX LOKYMEHTOB
HeZ0CTaTKOB, He NPeayCMOTPEHHbIX rpadammn IMCTa MPOBEPKK, a TaKKe NPU NONAUCTHOM NPOBEPKE AeN B
JIUCT BBOAATCA YTOUYHEHWA U LOMOJIHUTE/IbHbIE PEKBU3UTBLI. JINCTBI NPOBEPKM HYMEPYIOTCA B BaJIOBOM
nopsZKe B Npesesnax apxmMBHoOro GoHAa No KaxKaolM NPOBEPKE U NOAMMUCHIBAIOTCA UCMONHUTENSAMM.

Ha ocHoBaHMM fMCTA (NMCTOB) NMPOBEPKM COCTABMSAETCA aKT MPOBEPKU HANMMYMUA U COCTOSHUA
APXMBHbIX LLOKYMEHTOB. O4HOBPEMEHHO C aKTOM MPOBEPKM HANIMUMNA U COCTOAHUA aPXMBHbIX LLOKYMEHTOB
npyv HeobXxoAMMOCTU COCTaB/AIOTCA aKT O TEXHUYECKMX OLMOKax B YYETHbIX AOKYMEHTax; aKT 06
OBHAPYKEHUN aPXMBHbBIX AOKYMEHTOB; aKT O HEMCNPABUMbIX MOBPEXKAEHUAX AOKYMEHTOB (MpPUIOKeHUe
N 1) v gpyrue aKkTbl.

Mo OKOHYAHWWM NPOBEPKU HAMMUMA U COCTOSIHUA APXMBHbIX OAOKYMEHTOB B KOHLUE ONUCKU Aen,
OOKYMEHTOB (KHWUMM yyeTa M OMnucaHuA) NPOCTaBAAlTCA WTamn "nposepeHo”, AaTa, AOJIKHOCTb U
NOANMCb ML, MPOU3BOAMBLIETO MPOBEPKY.

B cnyyae obHapyXKeHMsA B MUTOrOBOM 3anMcK ONWUCK Ae, LOKYMEHTOB (KHMIM yYeTa M onucaHus)
HEYYTEHHbIX JIMTEPHbIX M MNPOMYLLIEHHbIX MNOPALKOBbLIX HOMEPOB, BbIGbLIBWMX B COOTBETCTBUWU C
YCTaHOB/IEHHbIM NOPAAKOM eAUHULL XPaHEHMSA, UTOFOBaA 3anNuCb NepecocTaBfeTcs.

Ha Bce oTcyTCTBYIOWME B XO4€ NPOBEPKU HANUUMUA N COCTOSHMA apPXMBHbIX AOKYMEHTOB eAMHULbI
XPaHeHWA COCTaBAAOTCA KAaPTOUKM yyeTa HeOBHapYKEHHbIX aPXMBHbIX JOKYMEHTOB. BeaeHWe KapToTeku
HeoBHapPYKEHHbIX aPXUBHbIX AOKYMEHTOB OCYLLECTBAAETCA LEHTPANM30BaHHO Ha BymaxKHOM HocuTene
WY B aBTOMaTU3MPOBAHHOM PEXMME B COOTBETCTBUM C PEKBU3UTAMM KaPTOUKM ydeTa HeobHapyKeHHbIX
apPXMBHbIX AOKYMEHTOB.

Pe3ynbTaTbl NPOBEPKM GU3MYECKOrO COCTOSHUA APXMBHbIX AOKYMEHTOB 3aHOCATCA B KapTOTEKY
(KHMry) yueTa dpM3nYeCcKoro (TEXHNMYECKOro) COCTOAHMA apXMBHbIX AOKYMEHTOB.

MpoBepKa Ha/IMUUA U COCTOSHUA aPXUBHbIX LOKYMEHTOB CYMTAETCA 3aBEPLUEHHON NOC/E BHECEHUS
N3MEeHEeHW BO BCE YYETHbIe AOKYMEHTbI.

Mocne NpPOBEPKM HaAMUYMA U COCTOSIHUS apXMBHBIX JOKYMEHTOB KOPOOKM C apXMBHbIMM
AOKYMEHTaMM OneyaTbIBaloTCA.

PO3bICK apXMBHbIX OOKYMEHTOB, HEe OOHapYy)KEHHbIX B XO4Ee MPOBEPKM HA/NMUMA U COCTOAHUA,
OpPraHM3yeTca C MOMEHTA BbIAB/MEHUA WX OTCYTCTBMSA W MPOBOAWTCA B TeYeHWe OAHOro roga Kak
HenocpeAcTBEHHO B apX1Be, Tak U B APYIMX OpraHM3aLmsax. PYKOBOACTBO apxvBa Brpase NPoA/IMTb CPOK
PO3bICKA Ha OCHOBAaHMM [OKNALHOM 3aMUCKM PYKOBOAMUTENA COOTBETCTBYIOWLErO CTPYKTYPHOrO
noApaszeneHns apxuea.

ApXvBHble OOKYMEHTbl, OBHApyXeHHble B XO4e PO3biCKa, NepenaloTcs XPaHUTeNo, KOTOPbIN
NoAKNaAbIBaeT UX Ha MecTo. B ncte nposepku B rpade "lMprumedaHne" B KapToTeke HeobHaPYHKEHHbIX
apXMBHbIX LOKYMEHTOB AeNaeTc 0TMeTKa 06 06HapyKeHMUM apXMBHbIX AOKYMEHTOB, KOTopas 3aBepseTca
NOAMMCHIO 3aBeAYIOLLErO apXMBOXPaHUAULLEM (MYHMLMNAAbHBIM apPXMBOM).

ApPXVBHblE OOKYMEHTbI, MNPUYMHbI OTCYTCTBUA KOTOPbIX MNOATBEP)KAEHbI [AOKYMEHTA/bHO,



CHMMAIOTCA C yYeTa B YCTaHOBAEHHOM NopAAKe.

Ha apxuBHble [AOKYMEHTbl, He Ob6HapyXeHHble B XOZle pPO3bICKa, COCTABAAKOTCA aKT o
HEeOBHapPYKEHUN AOKYMEHTOB, MyTU PO3biCKa KOTOPbIX McyepnaHbl (npunoskeHue N 2), u nogpobHas
CnpaBKa O NPOBeAEHMN PO3bICKa, KOTOPble BMECTE C aKTOM MPOBEPKM HAMNYMUSA U COCTOAHMA apXMUBHbIX
OOKYMEHTOB NpPeAcTaBaAloTCA B BbIWECTOAWMN YNOAHOMOUYEHHbIA OpraH WUCMNOJIHUTE/IbHOM BAACTU B
cbepe apxMBHOro Aena ANA NPUHATUA OKOHYATE/IbHOTO PELUeHUA O CHATUWM C y4YeTa TaKUX apXMBHbIX
[OKYMEHTOB.

PelleHMe 0 CHATMM apXMBHbIX OKYMEHTOB C y4eTa 0HOPMASETCA NPMUKA30M PYKOBOAUTENA apXMBa
Ha  OCHOBAaHMM MUCbMEHHOrO  paspelleHMA  COOTBETCTBYHOWEro  YNOJHOMOYEHHOro  opraHa
WCMOJIHUTE/IbHOM BNacTu B chepe apXMBHOro aena.

CHATMe C y4yeTa AOKymeHTOB ApxmBHoro ¢oHga Poccuiickon Pegepaumn, 0O[HOBPEMEHHO
BXo4saWmx B coctaB MyseliHoro ¢oHaa Poccuitckolt deaepaumm, ocyWecTBNAETCA B COOTBETCTBUN C
HacToswmumMK Mpasmnamm 1 NOPAAKOM, YCTAHOB/IEHHbIM CreLmMasbHO YNOJHOMOYEHHbIM denepabHbIM
OpraHom McnonHuTeNbHOM Bnactn ans MyseliHoro ¢oHaa Poccuiickoit Pegepaunn.

CHATMe C y4yeTa AOKymeHTOB ApxmBHoro ¢oHga Poccuiickon degepaumn, 0O[HOBPEMEHHO
BXOAALLMX B COCTaB BUBAMOTEUHbIX GOHAOB, OCYLLECTBNAETCA B COOTBETCTBMU C HacToAWwMMM Mpasunamu
N NOPAAKOM, YCTaHOB/IEHHbIM CMeLuManbHO YNOJIHOMOYEHHbIM deaepanbHbIM OPraHOM UCMOTHUTENbHOM
B/acTU ans 6ubnmnoTtedHbix doHaoB Poccuiickon deaepauniu.

B KapToTeke HeobHapyKeHHbIX apXUBHbIX AOKYMEHTOB AE€NaeTCA OTMETKA O CHATUU apXMBHbIX
[OOKYMEHTOB C yyeTa.

B CpOKW, ycTaHOB/MEHHbIE PYKOBOACTBOM apPXMBA, CUCTEMATUYECKM NPOBOAATCA MNOJIHbIE WU
BbIDOPOYHbIE MPOBEPKU HA/IMYMA W COCTOAHMA apPXMBHbIX [OOKYMEHTOB, BblAaBaBLUUXCA U3
aPXMBOXPAHUAULL B TeYEHUE roaa. Pe3ynbTaTtbl yKasaHHOM npoBepKM opopMAasIoTCA:

npu NOATBEPXKAEHUM HaUYUA AeN - B BUAE AOKNAAHOM 3annCcKM paboTHMKA, OTBETCTBEHHOIO 3a
OpraHM3aLMIo NPOBEPKM HANNUUA;

npW OTCYTCTBMMU Kakux-nnbo gen 6e3 [OKYMEHTUMPOBAHHOrO OBOCHOBAHWUS - B YCTAaHOB/IEHHOM
nopaake.

Mpn BbIABAEHUN HEOHOCHOBAHHOINO OTCYTCTBMA QAPXMBHbLIX [LOKYMEHTOB OCYLULECTBASETCA WX
onepaTUBHbIA po3bicK. B cnyyae 6e3pe3ynbTaTHOCTM PO3bICKa OTCYTCTBYIOLLME APXMBHbIE AOKYMEHTbI
BK/IIOYAIOTCA B KapTOTEKY HEOOHAPYKEHHbIX JOKYMEHTOB 15 Aa/ibHeNLero nx posbicKa.

lNpoBepKa TeXHNYECKoro n ¢M3MKO-XMMMHECKOFO COCTOAHUA
APXUBHbIX 4OKYMEHTOB. BblABNeHNEe apXnBHbIX 4OKYMEHTOB
C noBpexXaeHnAamMmm matepmnasibHblX HOCUTENIEN N TEKCTOB

2.11.6.1. NMpuem 1 pasmelleHUe B apXMBOXPaHUANLLAX aPXMBHbIX JOKYMEHTOB, MOCTYMNUBLUUX B
apxuB 6e3 npeasapuTeNbHOM NPOBEPKU UX GU3MYECKOro COCTOAHMSA, He AonyckatoTca. MNocTynuswne B
apXMB apXMBHble AOKYMEHTbI 0 nepeaayun B apxXMBOXpaHWIULLE Pa3MELLAtoT B MOMELLEHUN npuema U
BPEMEHHOro XpaHeHns, 0cBO6OXAaloT OT TPAHCMOPTHOM Tapbl, PacKNaAblBaloT Ha CTeNa)Kax U CTonax.
He ponyckaertcs cknagmMpoBaHue NOCTYNUBLLIMX apXMBHbIX JOKYMEHTOB B Hepa3obpaHHOM BUAE.

OueHKa $pM31MYEeCcKoro U TeXHUYECKOro COCTOAHUSA MOCTYNMUBLUMX apPXUBHbIX JOKYMEHTOB, a TaK}Ke MX
CTPaxoBbIX KOMWIA NPOBOAMTCA He no3gHee 3 MecAueB C MOMEHTA MpUema apXMBHbIX JOKYMEHTOB B
apXxuB.

B pesynbTate oUEHKM (HU3MYECKOTO COCTOSHMA apPXMBHbIX OOKYMEHTOB Ha BymaKHOM ocHoBe
BbIABNAIOTCA apPXUBHble AOKYMEHTbI: MOpPaXKeHHble 6MONOTMYECKMMU BPeaUTeNsMU; C MNOBbIWEHHOM
BNAXKHOCTbIO; C NOBpEeXKAeHUAMU Bymaru U TeKcTa; 3anblieHHble. Mpy 3TOM yAaneHuio NoaneskaTt Bce
NOCTOPOHHME, HaxoAAlMeca B Aenax, Nnankax, Kopobkax npegmeTbl: MeTaNINyYecKue, KapTOHHbIE,
B6yMaXkHble U Apyrve 3akaagKu, NPOKNaAKM, CKPenku u T.n.

Mpu oLLeHKEe TEXHUYECKOTO COCTOSIHMUA ayAMOBU3YyasibHbIX U 3NIEKTPOHHBIX AOKYMEHTOB, a TaKXe UX
CTPaxoBblX KOMWI YCTaHaB/AMBAETCA BO3MOMKHOCTb CYUTbIBAHMA MHbOPMaLMM C MaTepuanbHOro
HOCUTENA, COOTBETCTBUE TEXHUYECKUX XapaKTePUCTUK 3TUX AOKYMEHTOB CBeAEeHUAM, COAepsKallMmca B
COMPOBOMAAWINX aKTax TeXHUYECKOro coctoaHusa. OAHOBPEeMEHHO BbIABAAETCA BWA, OCHOBbI
KMHODOTOAOKYMEHTa. APXMBHbIE AOKYMEHTbl Ha HUTPOOCHOBE NOoAJIeXaT HeMed/IeHHOM NpoBepKe Ha
CTabunbHOCTb.
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Mpn obHapyKeHUU AedeKTOoB COCTaBAAETCA aKT NPOM3BObHOM GOPMbI, OTParKatoWMin XapaKkTep
OedeKToB M Mepbl MO WX YCTpaHeHUto. YcTpaHeHue aedeKToB NPOBOAMTCA 33 CYET WMCTOYHMKA
KOMMNIEKTOBAHMA.

MocTynuBLUME apXUBHbIE AOKYMEHTbI, MOPaXKeHHble BUOOTMYECKUMU BpeguTensimmn (Hacekomsle,
aKTMBHAs MNJeceHb), HAMpaBAAOTCA Ha CaHUTAPHO-TUTMEHUYECKylo 06paboTky (ae3nHbekums,
Ae3nHcekumsa).

Mpn oOb6HApYKEHMWN YyBAAXKHEHHbIX APXMBHbLIX AOKYMEHTOB NpoBOAMTCA WX o0bA3aTenbHasdA
aKKNIMMATM3aUMA [0 MOJIHOTO BbICYLUMBAHMUA. AKKAMMATM3aLMIO NPOBOAAT B MOMELLEHUM MpUema U
BPEMEHHOro XpaHeHus B TeyeHue 7 - 14 cyToK (B 3aBUMCMMOCTM OT CTEMEHM YBNAKHEHWUS) Mpu
WHTEHCMBHOM BEHTUAALMM BO34YyXa U PAa3sMELLEHUN eANHUL, XPaHEHMA B PAa3BEPHYTOM BUAE HA CTONAX,
CTeNNaXkax.

KauectBo 6ymarn n TeKCTa NOCTYNUBLUMX AapPXMBHbIX AOKYMEHTOB NpoBepseTca Bbl6OpoYHO anA
obulelt OLEeHKM UX COCTOSHUA.

ObecnblnMBaHWe NOCTYNUBLUMX apPXMBHbIX AOKYMEHTOB MPOBOAAT B CNeLMasibHOM MNOMELLEHUN C
NPUMEHEHMEM BbITAXKHbIX LWKapoB U COBNOAEHMEM Mep CaHUTapuu WU rurneHbl. Ob6s3aTenbHOMY
obecnblIMBaHMIO NOANEXKAT KOPOOKM, NanKK, 0610KKN, KOPELLKK gen.

MocTynueluMe ayaMOBU3YaNbHbIE U S/IEKTPOHHbIE LOKYMEHTbI NOANENKAT:

OUYUCTKE OT MbIJIN U NEPEMOTKE - APXMBHbIE AOKYMEHTbI HQ MarHUTHOM JIEHTE;

OYUCTKE OT 3arpA3HEHUM - aAPXMBHblE [AOKYMEHTbl HA AMCKOBbIX HOCUTENAX M APXMBHbIE
$OTOAOKYMEHTBI;

AKK/IMMATM3auUMM B 3a4aHHbIX TEMMNEPATYPHO-BAAXKHOCTHbIX YC/IOBUSAX;

YyNaKoBbIBAHUIO.

AKKAMMaTM3aLMA ayanoBU3YanbHbIX U 3MEKTPOHHbIX AOKYMEHTOB HA NJAEHOYHOW WU AUCKOBOW
OCHOBax Mepes, pasMeLLeEHMEM MX B APXMBOXPAHUAMLLE NPOBOAUTCA B OTKPLITOM YMaKOBKe Npu
Temnepatype 20 +/- 3 °C 1 OTHOCUTE/NIbHOWN BRaXKHOCTU Bo3ayxa 35 +/- 15%; AnAa UBETHbIX KMHO- U
$HOTOAOKYMEHTOB - MPU OTHOCUTESIbHOM BAaxKHOCTU 35 +/- 15%. Mpoao/IKUTEIbHOCTb aKKAMMaTM3aLUmMn
KMHOOOKYMEHTOB WM PYAOHHbIX MWKPOOUABMOB He [0/KHA OblTb MeHbwe 10 CyTOK, apXMBHbIX
OOKYMEHTOB Ha MarHMTHOM NeHTe W AWCKOBbIX HOCUTENAX - He MeHee 3 CyTOK, POTOLOKYMEHTOB U
MMUKPOOULL - He MeHee 24 Yacos.

2.11.6.2. MpoBepKa GU3UKO-XMMUYECKOTO U TEXHUYECKOTO COCTOAHWMA apXMBHbIX JOKYMEHTOB B
npouecce XpaHeHWs MNPOBOAUTCA C LLENblO BblBJAEHMA MNOBPEXAEHHbIX APXMBHbLIX AOKYMEHTOB U
APXMBHbIX AOKYMEHTOB C NOTEHLMANbHO OMACHbIM GU3UYECKMM WU BUONOFMYECKMM COCTOAHUEM U
OCYLLECTBNSAETCA: LLe/IeBbIM NOPALKOM; B XO4€ NPOBEPKU HANNYUA U COCTOAHUA aPXMBHBIX JOKYMEHTOB;
npv NOArOTOBKE APXMBHbLIX AOKYMEHTOB K BblAaye U3 apXMBOXPaHUAMULLA, A TaKXKe Npu BCeX APYrux
paboTax, cBA3aHHbIX C NOeAMHUYHbBIM (MOJIMCTHBIM) MPOCMOTPOM aPXUBHbBIX LLOKYMEHTOB.

Llenesana npoBepKa ¢$U3NYECKOrO COCTOAHMA APXMBHbLIX LOKYMEHTOB MPOBOAWUTCA B MNOpPsAKe
o4YepesHOCTU C YYETOM LLEHHOCTM apXMBHbIX AOKYMeHTOB. LleneBoi nposepke $pU3NYECKOrO COCTOAHUA
noasiexaT BCe apXMBHble AOKYMEHTbl, MOCTPafaBLIME B 3KCTPeMasbHbIX ycnosuax. Mo pesynbratam
KOHTPONA AEeNaeTcs 3aK/loyeHWe O HeobXxoaMMOCTU NpOoBeAEeHUs pecTaBpalvM U KOHCEpBaLMU U B
33aBMCUMOCTM OT COCTOSIHWUA apXUBHbIX AOKYMEHTOB YCTAHABAMBAIOTCA CPOKWU MPOBEAEHMUA CneaytoLLei
KOHTPOJ/IbHOM NPOBEPKM.

MpoBepka ¢M3NYECKOrO COCTOAHWUA APXMBHbLIX AOKYMEHTOB Ha OymarKHOM OCHOBe B mpoLecce
XPaHEHMA NPOBOAUTCA C LLe/Ibl0 BbIABNIEHUA BNAXKHbIX; NOPAXKEHHbIX BUonorvyeckumn BpeautTenamm
(nneceHb, Hacekomble); ¢ gedeKkTamm bymaru U TEKCTa apXMBHbIX LOKYMEHTOB.

YBNarKHEHHbIE apXMBHbIE AOKYMEHTbI (4ena, rpynnbl 4ef) nognexKat HemealeHHOMY BblAeNIeHuIo,
BHeouyepeaHOUW 06paboTKe (CywKa, akkaMmatusauuma). [pyM  MaccoBOM  YyBAAKHEHWM APXMBHbIX
OOKYMEHTOB NPUHMMALOTCA MepPbl NO OCYLLUEHUIO apPXMBOXPAHUINLLA, HOPMANMU3ALMN PEXKMMA XPaHEHWUA.

ApXVBHble [LOKYMEHTbI, MOpa*KeHHble OGUOMOTMYECKUMU BpeamuTensmun (naeceHb, Hacekomble),
noasaexaTt HemeaNeHHOW U30NALMMN.

Hannune pedektoB Hymarun 1 TekcTa yCTaHaBAMBAETCSA BU3YanbHO NPU NOJIMCTHOM NPOCMOTpPE 4.
JedeKTbl KnaccupuumMpyroTca Ha OCHOBe eAMHOW OyKBEHHO-UMGPOBOWM WMHAEKCALUMM MO TUMOBbLIM
npusHakam paedektoB 6bymarn (bykBeHHasa wuWHAeKcauua) wu TekcTa (uudpoBaa UHAEKcauudA) B
COOTBETCTBUM C METOANYECKMMM pa3paboTKaMu.

MpoBepKa TEXHWUYECKOrO COCTOSIHUA ayAMOBU3YyasibHbIX U 3NEKTPOHHbIX AOKYMEHTOB B Npolecce



XPaHEHMA OCYLLECTBAAETCA C Le/iblo onpeseneHuns:

COCTOSIHMSA UX YMAKOBKU;

HaMYMA CTaHZAPTHBIX PAaKOPAOB;

TEXHUYECKOTo COCTOAHMA NX NMOBEPXHOCTU U NepdopaLMOHHbIX LOPOXKEK U CKIEEK;

HA/IMYMA 3arPA3SHEHNI N MEXaHNYECKUX MOBPEXKAEHW;

CTabuNbHOCTM HUTPOOCHOBDI;

wara nepdopaumm KUHONAEHOK U MarHUTHbIX IEHT WUPUHOM 35 1 16 mm;

bM3NKO-MEeXaHMYECKUX XapaKTePUCTUK (KopobneHne, oTcnanBaHMe IMYIbCUOHHOTO UK OCbiNaHue
pabouero cnos u ap.);

Hanuuma  OedeKToB  XMMMYECKOro U BMOIOrMYEeCcKOro  MPOMUCXOXKAEHMA  (MoparkeHue
MWKPOOPraHM3MamMM, HACEKOMbIMW W TPbI3yHAMM, CAedbl KPUCTANAM3aLMU CONEN WU PasNoXKeHUA
OCTaTOYHbIX NPOAYKTOB XMMMKO-poTorpaduyeckon o6paboTku);

3NEKTPOAKYCTUYECKUX XapaKTEPUCTUK POHO- N BUAEOAOKYMEHTOB;

napameTpoB BUAEOAOKYMEHTOB B BUAEOKAHAE;

KayecTBa U3006parKeHnsA KMHO-, GOTO-, BUAEOAOKYMEHTOB;

YPOBHA MNAapaMeTPOB, XapaKTepU3yHOLLMX 3/EKTPOHHbIE AOKYMEHTbI (Hanpumep, ymcno cboes npu
CYMTbIBAHUMN MHPOPMALUM B EANHULY BPEMEHN);

Hanuma "BUPYCOB" B 3/IEKTPOHHbIX AOKYMEHTAX;

HAaNMUMA pPasMarHUYEHHbIX YYACTKOB M  MEXAaHWYECKUX MOBPEXOEHUA OTAENbHbIX Y4acTKOB
MaLLMHHOIo HoCUTenNs;

Ha/IMYMA KOPPO3UKM Ha MOBEPXHOCTU METANIIMYECKUX TPaMOPUTMHANO0B;

HaA/IMYMA YKCYCHOTO CUMHAPOMA TPUALLETATHOM NJIEHKMU.

MpoBepKka TEXHUYECKOTO COCTOAHUSA apPXMBHbIX LOKYMEHTOB OCYLLECTBAAETCA MNPU BHELIHEeM
OCMOTpPE B OTPaXKEHHOM CBETE.

MpoBEpPKY 3/IEKTPOAKYCTUYECKUX XaPAKTEPUCTUK (POHOLOKYMEHTOB (YaCTOTHbIE WCKaXKEHUS,
ypoBeHb KonupaddeKTa, ypoBeHb GOHa U LWYMOB, HaMYME TPECKa U LLLEYKOB, LWYM Nay3bl) NPOBOAAT C
NCMNo/Ib30BaHWEM creunanbHoro obopyaoBaHmA.

MpoBepKy TEXHMYECKMX MapaMeTpPOB BUAEOA0KYMEHTOB MNPOBOAAT C MOMOLLbIO KOMMJIEKCa
KOHTPO/IbHO-U3MEPUTE/IbHOM annapaTtypbl.

MpoBepKy TEXHUYECKMX MapPaMETPOB 3/IEKTPOHHbIX AOKYMEHTOB MPOBOAAT C UCMNOJIb30BaHUEM
cneuManbHOM annapatypbl W NPOrpaMmHOro obecrneyeHus, npeaHasHauyeHHbIX Aaa paboTbl ¢
COOTBETCTBYIOLLENO BUAA apXUBHBIMU LOKYMEHTAMMU.

BbiaBAeHMe AOKYyMeHTOB ApxmnsHoro ¢poHaa
Poccuiickoit depepalmm, Haxo4ALWMNXCA B HEYA0BNETBOPUTENLHOM
bM3NYECKOM COCTOAHUU, U HEUCMPABUMO NOBPENKAEHHbIX aPXUBHbIX
OOKYMeHTOB. CHATUE C yYeTa HEeMCNPaBMMO NOBPEXAEHHbIX
apPXMBHbIX JOKYMEHTOB

2.11.7.1. Haxopgawumuca B HeyaOBNETBOPUTEbHOM GU3NYECKOM COCTOAHWW MpPU3HAKTCA
OOKyMeHTbl ApxmBHoro ¢oHaa Poccuitckolt ®epepaumm C  BbICOKOW CTEMEHbID  pPaspyLlleHus
MaTepuanbHbIX HOCUTENEN, yrporKatoLen GU3NYECKON LLeNOCTHOCTU AOKYMEHTOB.

PelweHne o npusHaHMM AOKymeHTa ApxuBHOro ¢oHaa Poccuiickon Pepepaumm HaxoaAawMMeA B
Heya0BNeTBOPUTENIbHOM (GU3NYECKOM COCTOAHMW M ero MOCTaHOBKE Ha CrneuuanbHbld yvyeT Aand
OpPraHM3aLMM B CPOYHOM MOpPAAKE cneumanbHoi 06paboTku (cm. n. 2.11.9.1) npMHMMaeT pyKoBOAMTE b
apxMBa Ha OCHOBAHWW 3KCMEPTHOrO 3aK/IIOYEHWA pecTaBpaTopa W PyKOBOAMTENA MoApasgeneHus,
OTBETCTBEHHOTO 32 XpaHEeHWe apXUBHbIX JOKYMEHTOB.

2.11.7.2. HeucnpaBnMmo NoBpexAeHHbIMW APXMBHLIMU AOKYMEHTaMW MNPU3HAIOTCA apXMBHbIE
OOKYMeHTbl, $u3Myeckoe COCTOAHME KOTOPbIX MWCKAOYAET BO3MOMKHOCTb BOCCTAHOBMEHUA  UX
MaTepuanbHblX HOCUTENEN U UCMNONb30BaHMA COAEPIKALLENCA B HUX AOKYMEHTHOM MHPOPMaLMK.

PelleHne 0 NpU3HAHUN aPXMBHOTO AOKYMEHTA HEMCMPABMMO NOBPEXKAEHHBIM M CHATUM €r0 C y4eTa
NPUHMMAET COOTBETCTBYHOLMNI YNOAHOMOYEHHBIN OpPraH UCNOAHUTENbHON BAacTM B chepe apXMBHOIO
JeNa Ha OCHOBAHMW NPeACTaBAAEMbIX PYKOBOACTBOM apXMBa IKCMEPTHOIO 3aK/IlOMEHUA pecTaBpaTopa U
pyKoBoauTena noapasfeneHunsa, OTBETCTBEHHOIO 33 XPaHeHWe apPXMBHbIX [AOKYMEHTOB, M aKTa o



HeMcnpaBUMbIX MOBPEXAEHUAX AOKYMEHTOB (npunoxerue N 1).

Ha OCHOBaHWW  MNWCbMEHHOrO  PelleHUs  BbIWECTOAWEro  YNOJHOMOYEHHOrO  OpraHa
NCMONHUTENbHOW BAAacTU B chepe apXMBHOrO Aena M3LaeTca NpuKas PyKOBOAWUTENA apXMBa O CHATUU
HEeMCNPaBMUMO MNOBPEKAEHHbIX aPXMBHbIX AOKYMEHTOB C yyeTa.

CHATME C y4yeTa M YHUUTONKEHME HEUCMNPaBMMO MOBPENKAEHHbIX YHWKA/bHbIX AOKYMEHTOB He
[AOMyCKatoTCA.

YyeT dU3nNYecKoro n TeEXHMYECKOro COCTOAHMA
APXMBHbIX OKYMEHTOB

2.11.8. YueT pU3NYECKOro M TEXHUUYECKOTO COCTOSHUS aPXUBHbIX 4OKYMEHTOB Ha BymarKHOM OCHoBe
OCYyLLEeCTBNIAETCA B:

nucte-3aBeputene (npunoxkexume N 3);

JINCTE M aKTe NPOBEPKU HA/IMUUNA U COCTOSHUS aPXMUBHbIX AOKYMEHTOB;

KapTOYKe yyeTa apXMBHbIX LOKYMEHTOB C NOBPEXAEHUAMWU HOCUTENS;

KapTOYKe yyeTa apXMBHbIX IOKYMEHTOB C NOBPEXAEHUAMN TEKCTA;

KapToTeKke (KHUre) yueta pU3NYECKOro COCTOAHUS apXMUBHbIX JOKYMEHTOB.

YyeT pU3NYEeCKOro U TEXHUYECKOTrO COCTOSHUSA ayAMOBU3YasibHbIX JOKYMEHTOB OCYLLECTBASAETCA B:

KapTOYKe yyeTa TEXHMYECKOrO COCTOAHUA KUHOAO0KYMEHTA;

KapTOYKe yyeTa TEXHMYECKOrO COCTOAHUA GOTOA0KYMEHTA;

KapTOYKe yyeTa TEXHMYECKOTO COCTOAHUA GOHOA0KYMEHTA;

KapTOYKe yyeTa TEXHMYECKOrO COCTOAHWUA BUAEOA0KYMEHTA.

Ona yyeta pokymeHToB ApxuBHoro d¢oHaa Poccuiickoit ®Pepgepauum, HaxoAAaWMXcA B
Hey40BNETBOPUTENIbHOM (PU3MYECKOM COCTOAHWM, BeAEeTcA chneumanbHas KHura. CooTBeTcTBylOWME
OTMETKM NPOCTaBAAIOTCA TAKXKe B APYrMX AOKYMEHTaXx ydeta PpU3NMYEeCcKOro M TEXHMYECKOrO COCTOSHUA
APXMBHbIX SOKYMEHTOB.

YyeT PU3NYECKOro 1 TEXHUYECKOTO COCTOAHWUA apXMBHbIX LOKYMEHTOB MOXKET OCYLLECTBAATLCA HA
6yMa)KHOM HocuTese WAN B aBTOMATU3MPOBAHHOM PEXKMME B COOTBETCTBUM C YCTAaHOBAEHHbLIMM
PEKBU3UTAMM KOHTPOIbHO-YYETHbIX LLOKYMEHTOB.

PuU3nKo-xMMmnyecKasa n TeXHUYeckKan o6pa60TKa
APXUBHbIX AOKYMEHTOB

2.11.9.1. ®U3NKO-XMMMYECKAA U TeXHUYEeCKas 0b6paboTKa apXMBHbLIX SOKYMEHTOB MPOBOAMUTCA C
Lenbto:

YCTPaHEeHMA NPUYNH YCKOPEHHOIO CTapeHMA N Pa3pyLLUEHUS apXUBHbIX LOKYMEHTOB;

BOCCTAHOB/IEHUA UX CBOMCTB, TEXHUYECKMX XapaKTEPUCTUK, LONTOBEYHOCTY;

BOCNPOU3BEAEHMUA AOKYMEHTHOM MHPOPMALUM Ha Bonee YyCTOMUYMBBIX HOCUTENAX.

OCHOBHbIMW BUAAMM 3TON 0O6PabOTKM apXMBHbIX LLOKYMEHTOB Ha ByMaXKHOW OCHOBE ABAAIOTCA:

Ae3nHbeKkumns, LOe3uMHCeKUMA, AepaTuM3aums  apXMBOXPAHW/MLL KaK  COBOKYMHOCTb  Mep
61onpodunnakTUKm, 6Mo3aLMTbl U YHUUTOXKEHNA BUONOTNYECKUX BpeauTeelt B apXMBOXPaHMIMLLAX U Ha
aPXMBHbIX JOKYMEHTaX;

pectaBpauma  (pecTaBpaLMOHHO-KOHCEPBALMOHHasA o06paboTKka) KaK Kommiekc paboT u
TEXHONOTUYECKUX OMepaunin No BOCCTAaHOBAEHUIO CBOMCTB U A0/AFOBEYHOCTU OPUTMHANOB apPXMBHbIX
OOKYMEHTOB;

BOCNPOU3BEAEHME apPXMBHbIX [OKYMEHTOB C LeNbld CO34aHMA CTpaxoBoro ¢oHAa Konwui
YHUKANbHbIX [OKYMEHTOB M 0CcOB0 LEHHbIX AOKYMEHTOB M ¢oHAA No/b30BaHuA; doTopecTaBpaLms
AapPXMBHbIX AOKYMEHTOB C yraclwiMm U C/labOKOHTPACTHbIM TEKCTOM; 3aMeHa OpWUIMHaNoB C
HeAO/NrOBEYHbIMU UKW PA3PYyLUEHHbIMU  HOCUTENIAMM  KOMUAMW ANA  COXPAHEHUA [OKYMEHTHOM
nHpopmauum n ap.;

nepensieT apXmMBHbIX 4OKYMEHTOB;

obecnblBaHME apPXUBHbIX LOKYMEHTOB;

06paboTKa apXMBHbIX AOKYMEHTOB B pPeXUMe aBapUMHO-CNacaTeslbHbIX PaboT, B TOM uucae ¢
NPUMeHeHMEM CPeaCTB WM CMocoboB  CyWwKW, Ae3vHOEeKUMM, [AEe3UHCEKLMU, 3aMOpPaXKMBaHUS,
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pecTaBpaunn, BOCNPOM3BEeAEHUSA, Ae3aKTUBALMN U APYTMX BUAOB LieneBoit 06paboTKu.

AyanoBu3yasibHble U 3/IEKTPOHHbIE AOKYMEHTbI B 3aBUCMMOCTU OT GU3NYECKOW NPUPOabl HoCUTeNs
noABsepratoTca clegyowmMm pecTaBpaLMOHHbIM U KOHCEPBALMOHHO-NpoduaaKTUYecKMm paboTtam:

APXMBHbIE AOKYMEHTbl Ha MarHUTHO NeHTE:

OYUCTKE NMOBEPXHOCTM OT MbIAN U YaCTUL, FPA3KU Ha CNeLManbHOM O4YUCTUTENBHOM 060pYA0BaAHUY;

3aMeHe NepecoxLwmx U MOKOPOBNEHHbIX CKNEEK;

0dOPMNEHUNIO PYSIOHOB MArHUTHOM NIEHTbI 3aLLMUTHOM MArHUTHOM NEHTOM C ABYX CTOPOH no 2 - 2,5
m;

nepemoTKe C LeNblo CHATUA BHYTPEHHMX HANPAXKEHWUI B PYIOHAX MArHUTHbIX IEHT, BO3SHUKLIWNX U3-
3a nepenazoB TEMNEPATyPbl U BAAXKHOCTU NPU XPAHEHUN N TPAHCNOPTUPOBAHUM apXMBHbIX LLOKYMEHTOB;

APXMBHbIEe AOKYMEHTbI Ha ANCKOBbIX HOCUTENAX:

obecnblnBaHuIO;

NPOTUPKE AaHTUCTATUKOM;

KMHOGMOTOA0KYMEHTbI, MUKPOPOpPMbI M POHOrPamMmMbl K KWUHODUIbMaM:

obecnblnBaHuIO;

YO3ANEHWNIO BOCKOBBIX, *KUPOBbIX U UHbIX 3arPA3HEHUI;

YKPENIEHUIO CKAEEK N NPOCEYEK;

pemoHTy nepdopaumm;

nepegenke rpybbix, KOPOBAEHHbIX 3aMNaT U CKAEEK;

PEMOHTY NOBPEKAEHHbIX NONEN KaLpOoB.

IpamopurmHanbl GOTOLOKYMEHTOB NOABEPratOTCA 3/IEKTPOXMMMUYECKOM OYUCTKE.

2.11.9.2. PaboTbl N0 OUBUKO-XMMUYECKON U TEXHUYECKON 0bpaboTKe apXMBHbLIX AOKYMEHTOB
noApasfenatoTca Ha NaaHoOBbIE U BHEMN/aHOBbIE.

MnaHoBaA 06paboTKa apXMBHbIX LLOKYMEHTOB NPOBOANTCA MO pPe3y/ibTaTamM NPOBEPKM UX COCTOAHMUSA
B MOpALKE OYepesHOCTM, YCTAaHOB/JIEHHON B apxvMBe C YY4ETOM MPUHALNENKHOCTM MX K PasANYHbIM
LEeHHOCTHbIM rpynmnam, ocobeHHocTel PU3NYECKOro COCTOAHNA aPXUBHbIX 4OKYMEHTOB Pa3/IMYHbIX BULOB
M BO3MOHOCTEM apxuBa. [IpMOPUTET OTAAETCA YHWKAJbHbIM [OKYMEHTaM W 0c0b60 LEeHHbIM
OOKYMEHTaMm.

K BHennaHoBbiIM OTHOCATCA pPaboTbl, BbINOJHAEMblE B aBapPMMHO-CMACATe/IbHbIX CUTYyaUMsX,
CBA3AHHbIX C JIOKaNbHbIM MAM MACCOBbIM MOPaXKEHWMEM aPXMBHbIX [AOKYMEHTOB OrFHem, BOZOMW,
XMMMWYECKMMU MU  PAZMOAKTMBHBIMKM BelwecTBamu. CpouyHble Mepbl MO BbIAENEHUIO, WU30MALUN,
CaHUTapHON 06paboTKe apXMBHbIX AOKYMEHTOB M MECT MX XPAHEHMA NPeanpPUHUMAIOTCS TaKKe npu
NopaKeHMM apXMBHbIX 4OKYMEHTOB BMONOMMYECKMMU BPEAUTENAMM.

HomeHKnaTypa, NopAanoK NpoBeseHNa U TEXHONOMUA paboT No PUNKO-XMMUYECKOMN U TEXHUYECKOW
06paboTKe aAPXMBHbLIX AOKYMEHTOB OMPenensAtoTCs OTPAC/eBbIMM HOPMATUBHBLIMU U METOANYECKMMMU
OOKYMeHTaMu.

Obuwme TpeboBaHMA K Bblgaye apXMUBHbIX
[OKYMEHTOB M3 apXMBOXPaAHUAMNLLA

2.11.10. ApxuBHble OOKYMEHTbl, MMetowme ¢GOHAL NONb30BaHMA, U3 APXMBOXPAHUAMLLA, KaK
npasuao, He BblJAIOTCA.

ApXuMBHble JOKYMEHTbl, He Npolelne HAYYHOro OMUCaHUA U TexHU4eckoro opopmaeHus, u3
aPXMBOXPAaHUAMLLA He BbIAAOTCA ANA UCMONb30BAHWMA U NPoBeAeHUA PaboT No CO34aHUI0 CTPAXOBOro
$oHpa 1 doHAa NONb30BaAHUSA.

BblAaya 13 apxMBOXPaHUANLLA NOAIMHHUKOB 0COB0 LIeHHbIX JOKYMEHTOB, B TOM YMCE YHUKANbHbIX
OOKYMEHTOB, a TaKXke AoKymeHToB ApxuBHoro ¢oHaa Poccuiickoi ®Depepalmu, HaXOAALWMXCA B
HeyA0BNeTBOPUTENIbHOM (PU3NYECKOM COCTOAHMM, OCYLLECTBAAETCA B WCKAOUUTENbHbBIX CAy4aax C
NUCbMEHHOTrO paspeLleHna PyKoBoAMUTENA apXUBa.

ApxmBHble AOKYMEHTbl BblAAIOTCA M3 apPXMBOXPAHUAMLLA TFOCYAAPCTBEHHOrO apxmBa, Myses,
61MbANOTEKM, OpraHM3aLMmn POCCUMCKOMN akaZeMmnn HayK C MMCbMEHHOTO paspeLleHuns:

3aBeyIOWEero apxmMBOXpaHUAULWEM (OTAeNoM obecneyeHus COXPAaHHOCTM) - MONb30BaTENAM B
YUTANbHBIN (MPOCMOTPOBLINA) 3an apxvMBa M PabOTHMKAM apxmMBa A/1a CAYXKebOHbIX uenei B paboune
nomeLLeHus;



pyKoBOAUTENsA apxvBa WAW  ero 3amectutena - ¢oHpoobpasosBaTtensam, cynebHbim,
NpPaBoOOXPAHUTENbHBIM U UHBIM YNOJIHOMOYEHHbBIM OpraHam BO BPEMEHHOE M0J/1b30BaHME NPU HanMunK
rapaHTUMHOIO MMUCbMa OT HWX; OPraHM3auMAM - ANA SKCMNOHWMPOBAHMA NPU HAAMYMM [0FOBOPaA O
NnpoBeLeHMN BbICTaBKM M COOTBETCTBYHOLLENO NPMKa3a PYKOBOANTENA apXxMBa; paboTHMKam nabopaTopun
apxMBa, CneLmMann3npoBaHHbIM OpraHM3aumMam - 4NA nposegeHna paboT no co3gaHumto ctpaxosoro ¢oHaa
n ¢oHAA NOMb30BAHUA W  cheumanbHOM 06paboTKM apXMBHbIX AOKYMEHTOB MPU  HanMumu
COOTBETCTBYIOLLErO A0roBOpPa CO Cneumanm3nMpoBaHHON opraHmsaumen.

Bblgaya  apXMBHbIX  OOKYMEHTOB  BbILWEYNOMAHYTbIM  KaTeropuam  nosb3oBaTenei w3
APXMBOXPAHUAMULLA MYHUUMNANBHOTO apXxmMBa, My3ed, BUOBAMOTEKM OCYLLECTBASAETCA C NMUCbMEHHOro
paspelleHmna 3aBeayoLWero MyHULMNAAbHbIM apXnMBom, myseem, bubaMoTeKon.

Bblaauy apXxWBHbIX AOKYMEHTOB M3 apXMBOXPaHMAMUWA M Npuem KX obpaTHO, B TOM uucie
MOJSIUCTHYIO MNPOBEPKY HaAMYMA W  COCTOAHWMA APXMBHbIX [AOKYMEHTOB nepes Bblgayend ux U3
AaPXMBOXPAaHUAWLLA M NpPU BO3BPATE, NPOU3BOAUT PAabOTHUK apXMBOXPaHUANULWA. MOAUCTHYIO NpoBepKy
Ha/IMYMA N COCTOAHWUA APXUBHbLIX OOKYMEHTOB, BO3BpalLaeMbiX MOJIb30BaTENAMN B YMTAZIbHOM 3aie,
ocyLLecTBAsAET PabOTHMK YNTANbHOTO 3aa.

0O6Aa3aTeNIbHOM NOAMCTHOM NPOBEPKE HAIMYUMA U COCTOAHUA NepPes, Bblaaven apXMBHbIX JOKYMEHTOB
N3 apXWMBOXPaHMUIMLLA U NPU UX BO3BPATE NOA/ENKAT:

YHWKaNbHble JOKYMEHTbI U 0COH0 LLEeHHbIE AOKYMEHTbI;

APXMBHbIE AOKYMEHTbI, UMetowme B 0POPMIEHUN UU NPUNOKEHUN K HUM ApParoLeHHble KaMHU U
MeTaNNbl;

HecbpoLOPOBAHHbIE apXMBHbIE LOKYMEHTDI;

Aena, paHee He BblaBaBLUMECH M3 apXMBOXPaHWUINLLA U HE MMELOLLME INCTOB-3aBEPUTENEN;

Aena, cogepxawme asrorpadbl, rpapuyeckme 4OKYMEHTbI, NOYTOBbIE U repboBbie 3HaKKM, NevaTu,
OTKPbLITKM, KOHBEPTbI C aApPecamu, MapKamu, WU Apyrne apxvMBHble LOKYMEHTbl, MOTEHLMaNbHO
npeacTaBAsAoWMe UHTepPEC ANA KONNEKLUMOHEPOB.

CocTaB gpyrux gen, noanexalmx noaMCcTHON NPOBEPKe, onpenenseTca PyKoBOACTBOM apxMBa Ha
OCHOBE peLLeHUA IKCNEPTHO-METOANYECKOM KOMUCCUM.

OTMeTKa 0 NpoBeAeHHON NOIUCTHOM NPOBEPKe CTaBUTCA B IUCTe-3aBeputene (npunoxkenune N 3).

Ha mecTo BblgaBaembIX U3 apXMBOXPAHUAMULLA €AMHWUL, XPaHEHWSA U onucen aen, AOKYMEHTOB
NoAK/NaAblBAaeTCsA KapTa-3amMecTuTeNb.

ApXMBHble AOKYMEHTbI, BblAaBaeMble M3 aPXMBOXPAHWANULLA, OO/MKHbI MMETb apXMBHbIN WKdp,
NPOHYMEepPOBaHHbIE JINCTbI, IUCT-3aBepuTesb (NpunoxkeHne N 3) M AUCT MCNONL30BAHUA AOKYMEHTOB
(npunokenue N 4).

MoaroToBKa apXMBHbIX AOKYMEHTOB K BblAaye U3 apXMBOXPaHWU/IMLLA BKAKOYAET:

BblEMKY apXMBHbIX OKYMEHTOB;

CBEPKY apXMBHOTO WKdpPa W 3aro/I0BKOB (aHHOTALMIN) C ONUCbIO (KHWUFOM y4eTa u onucaHua) aen,
OOKYMEHTOB;

NOJINCTHYIO MPOBEPKY apXMBHbIX e/ - B YCTaHOB/EHHbIX C/Ty4asnX.

CBepKa apxuBHOro wudpa apxmBHbIX AOKYMEHTOB C OMUCbIO (KHUIOM yyeTa M OonucaHus) gen u
OOKYMEHTOB NpeanonaraeT NPoBepKy NPaBuIbHOCTU 0PopMAEHNA 0BN0KKN U TUTYNBHOTO NCTa Aena,
NepBMYHOIO CPeACTBA XPAaHEHWSA ayAMOBM3YasNbHOIO, 3/IEKTPOHHOrO [AOKYMEHTA, NPaBUAbLHOCTU
COCTaB/IEHUA 3aro/I0BKa U WNdpa eANHULBI XpaHeHUA. MpK HannumMm 60AbLLIMX UCNPABAEHUIA 0610 KKA U
TUTY/IbHBIN INCT 3aMEHAIOTCA C COXPAaHEHMEM NPU HEOHXOAMMOCTU CTapPOM OBNOKKM.

Mpu NoAroToBKe K BblAaye U3 apXUBOXPAHU/IMLLA OTAENbHbIX aPXUBHbIX AOKYMEHTOB, U3bATLIX U3
Aen, Ha 0bOPOTHOM CTOPOHE KaXKAOro IMCTA BHE TEKCTA aPXMBHOMO AOKYMEHTa NPOCTaBAAETCA WTamn C
apXMBHbIM WKdpom.

CpOKVI Bbla4YN apXUBHbIX AOKYMEHTOB

2.11.10.1. ApxmnBHble AOKYMEHTbI BblAAIOTCA U3 aPXMBOXPAHUAMLLA HA CPOK:

[0 O4HOro MecALa - N01b30BaATENIAM B YUNTAJIbHBIN 331 M PabOTHUKAM apxmBa (Kpome 0cob0 LEeHHbIX
OOKYMEHTOB, Bbl4aBaeMblX Ha CPOK He bosiee ABYX Hepenb);

[0 Tpex mecAues - poHAoobpasoBaTenam;

[0 LWEeCTU MecaLEeB - cyaebHbIM, NPaBOOXPaHUTENbHbBIM U MHBIM YNOJHOMOYEHHbIM OpraHam.



Bblgaya apxMBHbIX AOKYMEHTOB U3 apXMBOXPaHWIMLLA ANA SKCMOHMPOBAHUA OCyLLEeCTBAAETCA Ha
CPOK, onpeaeseHHbli 4OrOBOPOM O NPOBeAEHNN BbICTaBKMU.

CpOK BblAaun apXMBHbIX JOKYMEHTOB A/ CO34aHMA CTpaxoBoro poHAaa, oHAa Nob30BaHMA U ANA
cneumanbHoit 06paboTKM onpegenserca naaHamu paboTbl apxuBa M [OroBOPaMM Ha MNpoBefeHue
COOTBETCTBYHOLLMX PAabOT CO CTOPOHHUMM OPraHMU3aALUAMM.

MpoaneHne CPOKOB BblAauM aPXMBHbIX SOKYMEHTOB [OMYCKAeTca C paspelleHus PyKoBOACTBA
apxuBsa.

OdopmneHue Bblgaum apxmBHbIX JOKYMEHTOB

2.11.10.2. Bblga4ya apX1BHbIX AOKYMEHTOB M3 apXMBOXPaHUIMNLLLA PEFNCTPUPYETCA B KHUTAX Bblgaum
apPXMBHbIX OOKYMEHTOB, Konuin ¢GoHAa MO/Mb30BaHUSA U3 XPaHUAULLA, KOTOpble BeAyTCA PasfenbHO No
KaXK40MY apXMBOXPaHUINLLY U BUAY BbloauMn.

Bblgaya apXuBHbIX OOKYMEHTOB B UMTa/bHbIM 3an odpopmaseTcs 3akaszom (TpeboBaHMem) Ha
Bblauy apXMBHbIX LOKYMEHTOB, KONt GoHAa NOb30BaHUA, ONUCen Aen, AOKYMEHTOB U perncTpupyerca
B KHWUre BblAaun apXMBHbIX OKYMEHTOB, Konui ¢doHAa N0Ib30BaHNS M3 XPaHWAWLLA B YATANIbHbINA 3aN, B
KOTOPOW pacnucbiBaeTcs paboOTHUK YUNTaNbHOTO 3an1a. MCnonHeHHbIN 3akas (TpeboBaHWe) nosnb3oBaTens
HaMNpaB/AETCA B YNTA/IbHbIN 3a/1 BMECTE C BblAAaHHbIMM apPXMBHLIMW JOKYMEHTAMU U XPAHUTCA B IMYHOM
Aene nonb3oBaTens.

Bblgaya apXmMBHbIX AOKYMEHTOB PabOTHWKY apxuBa AN WUCMO/Ib30BAHWUA B CAYXKEOHbIX Lenax
odopmnseTca 3aka3om (TpeboBaHMEM) Ha BblAa4vy apXMBHbIX AOKYMEHTOB, KOnnit ¢GoHAAa NOJIb30BaHKS,
onucein aen, AOKYMEHTOB, KOTOPbIA BM3MPYETCA PYKOBOAUTENIEM COOTBETCTBYIOLWEro NoApasaeneHus.
3akas (TpeboBaHMe) perncTpmupyeTca B KHUre BblAauyn apXMBHbIX LOKYMEHTOB, KOonuii doHAa N0Nb30BaHMUSA
M3 XpaHuauwa B paboyve NomelleHns, B KOTOPON PabOTHWMK, MONYUYMBLUMA apXMUBHbIE AOKYMEHTbI,
pacnucbiBaeTCA 33 Kaxkaylo eanHULY XpaHeHUs. 3aKas (TpeboBaHMe) HaxoAWUTCA B apXMBOXPaHWUIMULLE A0
NCTEYEHMA CPOKa ero XpaHeHus.

Bblgaya apxuBHbIX AOKYMEHTOB B JlabopaToputo apxmea oGOPMASETCA 3aKa3oM Ha NpoBeaeHUe
COOTBETCTBYIOWMX PabOT MU PErncTpupyeTca B KHWUFe BblAaYM apXMBHbIX AOKYMEHTOB, Konui ¢oHAa
No/Ib30BaHMA U3 XpaHUAULLA B 1abopaToputo, B KOTOPOW pacnucbiBaeTca paboTHUK nabopatopuu. 3aKas
Yy4uTbIBaETCA B /1abOpPaTOpUM M B COOTBETCTBYHOLLEM MOAPA3AE/EHMM apXMBA U CNYKUT KOHTPO/IbHbIM
OOKYMEHTOM 33 XO40M NpoBeAeHUsA BCEX 3TanoB PaboTbl C apXMBHbIMU JOKYMEHTAMMU.

Bblgaya apxmMBHbIX AOKYMEHTOB BO BpPeMeHHOe MoJib30BaHMe OPOopMAAETCs aKTOM O Bblgaye
apPXMBHbIX OOKYMEHTOB BO BPEMEHHOE MO0JIb30BaHUE U PErnmcTpUpyeTca B KHUre BblAaun apXMBHbIX
OOKYMEHTOB, Konuii ¢oHAa NoNb30BaHUA M3 XPaHWUIMLLLA BO BPEMEHHOE M0JIb30BaHME.

Bblaava ¢oHAa nonb3oBaHMA

2.11.10.3. Bblaaya KONWU apXmMBHbIX AOKYMEHTOB M3 GpOHAA NONb30BaHMA OPOPMAAETCA 3aKA3OM
(TpeboBaHMeM) Ha Bblga4yy apPXMBHbIX [AOKYMEHTOB, Konuit ¢oHAa No/b30BaHWA, OMNWUCeElN paen,
OOKYMEHTOB W peructpupyetca B KHUre (KHWrax) Bblgaun ¢oHAa Mosb30BaHUA, BeayLimMxcA
LEeHTPa/IM30BaHHO UK Pa3gesibHO NO KaxKAOMY apXMBOXPAHUIMLLY.

Bblgaua onucei fen, LOKYMEHTOB

2.11.10.4. OnucK gen, OKYMEHTOB BblAAlOTCA Ha CPOK, He MpeBbiwatowmii NATM gHen. Bblgada
onucen nen, AOKYMEHTOB, MMEHOLWIMXCS B OAHOM 3K3EeMMNAAPe W XPAHALLMXCA LEeHTPaN30BaHHO,
[LOMYCKAETCA B UCK/TIOYUTE/IbHBIX C/TY4anaX C Pa3peLleHma PYKOBOAMTENA apXMBA MW €ro 3aMeCcTUTeNs Ha
CPOK, KaK NpaBuU/o, He NpeBbIWatoWmMii OANH AeHb, U 0POPMAAETCA NO aHAOMMM C Bblaayein NoaNMHHbIX
APXUBHbIX OKYMEHTOB.

Bblgaua onucelt gen, AoKymeHToB odopmaseTca 3akasom (TpeboBaHMeM) Ha Bblaayy apXMBHbIX
OOKYMEHTOB, Konuin GoHAa NOb30BaHMA, ONUCEN AeN, AOKYMEHTOB U PErUCTPUPYETCA B KHUIE Bblaayun
APXUBHbIX AOKYMEHTOB, Konui ¢oHAA NONb30BaHMA M3 XpPaHWUAMLWA, B KOTOPOWM pPachnmcbiBaeTcs
Noy4YMBLLMIA ONUCb PAaBOTHUK apXxmMBa UM NONb30BaTE b.



KOHTPO/1b 32 COXPAaHHOCTLIO BblAAHHbIX APXUBHbIX 4OKYMEHTOB.
Bo3BpalyeHne apxXnBHbIX JOKYMEHTOB B apXMBOXPaHUAMLLE

2.11.10.5. BbiBepKa KHUT Bbl4ayn apXMBHbIX AOKYMEHTOB MPOBOAUTCA He pexe OA4HOro pasa B
KBapTan unan 8 nonyrogme. Ecnn B pesynbTaTe BbIBEPKM KHWUM BblgauyM YCTaHOBAEH (AKT HapylueHuA
CPOKOB BO3BpalleHNA apXMUBHbIX OOKYMEHTOB, BbIACHAKOTCA €ro nNpuynHbl U NPUHUMAKOTCA Mepbl K
BO3BPaTy apXMBHbIX [OKYMeHTOB. Ecan HeBo3BpallleHMe apXMBHbIX [OKYMEHTOB B CPOK B
apPXMBOXPaHUAULLE BbI3BAHO HEOBXOAMMOCTbIO WX  AaNbHEWlero WCNo/ab30BaHMA, BblAaya
nepeodopmnsnetca. Npu 3aaep>KKe BO3BPALLEHUA APXUBHbIX AOKYMEHTOB 0€3 yBaXKUTEeNbHbIX NPUUYNH
NPUHMMAOTCA Mepbl AN UX HEME/IeHHOrO BO3BpaTa B apXMBOXPaHUAULLE.

B uenax KOHTPOA 3a COXPAHHOCTbIO apXMBHbIX AOKYMEHTOB NoApasaefieHne, OTBETCTBEHHOE 3a
XpaHeHWe apXMBHbIX AOKYMEHTOB, MPOBOAUT NPOBEPKM COXPAaHHOCTU BblAAHHbIX U3 apXMBOXPaHUAULLA
apPXMBHbIX AOKYMEHTOB. [1poBEPKM NPOBOAATCA B NJaHOBOM MOPSAKE UAK MO Mepe HeobXxoaAMMOCTU No
COrnacoBaHMIO C PYKOBOACTBOM apXMBa.

Mpn BO3BPALLEHUN APXUBHbLIX AOKYMEHTOB B apPXMBOXPAHW/IMLLE OCYLLECTBASETCA MOJAMCTHas
npoBepKa Ux GpU3MYECKOro COCTOAHMA B YCTaHOB/EHHOM nopsaake (cm. n. 2.11.10). B KHure Bbigauu
apPXMBHbIX [OKYMEHTOB AenaeTcd OTMETKa O BO3BPALLEHUW APXMBHbIX AOKYMEHTOB B MPUCYTCTBUM
BO3BPAaTUBLUMX MX pPabOTHMKOB apxmBa wuanm ¢oHaoobpasoBatens. Ecnv BbIABAEHbI NOBPENKAEHUS
BO3BPALLA@EMbIX apXMBHbIX [OKYMEHTOB, COCTaBAAETCA aKT B MNPOM3BOJIbHOM (opme, KOoTopblit
noAnucbiBaeTcs PaboTHUKOM apXMBOXPaHUAULLA U NLOM, BO3BPALLAIOWMM apXUBHbIE AOKYMEHTbI, U
npeacTaBAseTcA Ha PaCCMOTPeHUe PYKOBOACTBa apXmBa.

ApxuB 06A3aH yBelOMUTb MO/b30BaTENSA O TOM, YTO OH OTBEYAET 33 COXPAaHHOCTb MOJIYYEHHbIX
aPXMUBHbIX AOKYMEHTOB M cobatoaeHne npaBua paboTbl C HUMKM B COOTBETCTBUW C 3aKOHOAATENbCTBOM
Poccuitckoin Pepepaumn.

B Cydaax XuueHna nan nospexgeHna apXmBHbIX AOKYMEHTOB, B TOM YuUC/e BHeCEHUA B UX TEKCT
N3MeEHEHUN (eC/IM 3TO MOKET BbITb KBaIMPULIMPOBAHO KaK NOBPEXAeHMe apXMBHOIO AOKYMEHTa), apXms
ob6palllaeTcs ¢ COOTBETCTBYOLIUM 3aABNEHUEM B OpraH BHYTPEHHUX 1671 N0 MECTY Pacno/IOXKeHUA apxmBa,
B TPEXAHEBHbIN CPOK MHPOPMUPYET CMELUasbHO  YMNOJHOMOYEHHbIM  dedepanbHbii  opraH
NCNOJIHUTENbHON BAACTW, YNOIHOMOYEHHbIE OPraHbl UCMONHUTENIbHOW BAAcTM cybbeKkToB PoccuiicKon
depepaumnn, oCyLLECTBAAIOWME KOHTPOJIb 3a cobtogeHMeM 3aKOHOAATEbCTBA 06 apXMBHOM Jene B
Poccuitickoli depepaumn, nNpMHUMaeT ApyrMe Mepbl K BO3MELLEHUIO yulepba B COOTBETCTBUM C
3aKoHoaaTenbcTBoM Poccuiickoit Pepepaumu.

TpaHCNOPTUPOBKA M NepemelLeHne apxXnBHbIX AOKYMEHTOB

2.11.11. Npw TPaHCNOPTMPOBKE apPXMUBHbIX JOKYMEHTOB Ha tobble paccToaHUA cobntogatoTca mepbl
Mo OXpaHe M 3aluTe UX OT BO3AENCTBUA BpedHbiX GaKTOPOB OKPYHKAlOLWEN cpeabl NyTem NpUMeEHeHUA
cneumanbHbiX BUAOB YNAaKOBOK, obecneynBalolmx 3almTy apXmMBHbIX OOKYMEHTOB OT OCAAKOB, CBETA,
MeXaHNYeCKMX NOBPEXAEHNN.

TpaHCNOPTMPOBKA aPXMBHBIX OKYMEHTOB NPOMU3BOAMTCA NPU MX NAOTHOM YKNAAKE, UCKIOYatoLWel
BO3MOHOCTb MEPEMELLEHNA aPXMBHbIX [OOKYMEHTOB BHYTPW YMaKOBKKM, Y/AapOB W  Pas/ivYHbIX
COTPACEHUN, NpyK 3TOM GOTOPOHOLOKYMEHTLI YNAKOBLIBAIOTCA B BEPTUKA/IbHOM MOJIOKEHUM B KOPOOKMK
YKECTKOM KOHCTPYKLMM COOTBETCTBYIOLLErO pasmepa, 0bepHyTble BO BJ/IArOHEMPOHWULLAEMYIO TKaHb.
[pyrve ayamoBu3yasibHble W 3/JEKTPOHHbIE AOKYMEHTbI, rpaduyeckme u KpynHodopmaTHble gena u
AOKYMEHTbI MepemeLLaloTca TOJbKO B YMAKOBKE, B KOTOPOM OHWM XPAHATCA, MAM B CMeLManbHo
npegHasHauyeHHbIX 418 UX NepeMeLLeHns CPeacTBax.

[nA nepemeLteHnsa apXmMBHbIX AOKYMEHTOB BHYTPU apXMBa UCMO/b3YIOTCA NEPEABUNKHBIE TENIEKKM
W Apyrve cpeacTsa TPAHCMOPTUPOBKM.

BHYTpUropoackne nepeBO3KM apXMBHbIX SOKYMEHTOB MPOM3BOAATCA B 3aKPbITbIX aBTOMALUMHAX
npu 06A3aTeNbHOM CONPOBOXKAEHUM PabOTHNKA apxMBa.

TpaHCNOPTMPOBKA apXMBHbIX AOKYMEHTOB Ha Aa/ibHUE PacCTOAHMA NPOM3BOAMUTCA B YNaKOBAHHOM
BMAE B KPbITOM TPaHCMOPTHOM CPeACTBE B COOTBETCTBMM C MPaBUIamMM NEPEBO3KM LEHHbIX rpy3oB,
YCTaHOB/IEHHbIMM A1A COOTBETCTBYIOLLErO BUAA TPAHCMNOPTA.



BbiAaBieHME YHMUKANIbHbIX AOKYMEHTOB
n ocobo UEeHHbIX JOKYMEHTOB

2.11.12. BbisiBIeHME YHWKA/bHbIX AOKYMEHTOB M 0CODOO0 LEHHbIX AOKYMEHTOB MPOBOAMTCA B
naaHoBoM nopsake Hambosnee KBaAMPUUMPOBAHHLIMU CMEuMaANUCTaMU Ha OCHOBAHWM OTPACAEBbIX
Hay4YHO-MEeTOANYECKNX Pa3paboToK M MeToaMUYecKMx Nnocobuii, NOAroToB/IEHHbIX B apXmBe.

OnpepeneHne B coctaBe ApxmBHoro ¢oHAa Poccuitckonnt ®eaepaumm yHUKANbHbIX AOKYMEHTOB
OCYLLECTBNAETCA B COOTBETCTBMU C PernameHTom [ocyapcTBEHHOIO peecTpa YHUKAbHbIX AOKYMEHTOB
ApxusHoro poHzaa Poccuiickon @eaepauymm 1 BKAOYAET B ceba:

3aMO/IHEHWE Ha KaXKAbl! BbISABAEHHbIA MOTEHUMANbHO YHUKANbHbIA OOKYMEHT NMCTa y4yeTa U
OMUCAHUA YHUKANIbHOTO AOKYMEHTa;

PacCMOTPEHME IKCNEPTHO-METOAUYECKON KOMMUCCMEN (MAM gpyrMm coBellaTeslbHbiIM OpraHom)
apxvBa NpeacTaB/iEHHbIX MaTepManos;

npeacraBieHMe MpPeasioXeHUM O BKAKYEHUU  BbIIBAEHHbIX MNOTEHUMANbHO  YHMKaNAbHbIX
OOKYMeHTOB B [0CyapCTBEHHbIA pPeecTp YHWMKaNbHbIX AOKYMEHTOB ApxMBHOro ¢oHaa Poccuiickoi
depepaunn B COOTBETCTBYIOWMMA YNOTHOMOUYEHHbIN OpraH UCNOJIHUTEIbHOW BNacTu B chepe apxXMBHOIo
aena.

OnpegeneHune B coctaBe ApxmBHoro ¢poHaa Poccuiickonh Pegepaumm 0cobo LEHHbIX JOKYMEHTOB
OCYLLECTBASETCA 3KCNepTHO-NpoBepoUHoli Komuccmer (IMK) dpenepanbHOro rocygapcTBEHHONO apxmBa,
3MK yno/sIHOMOYEHHOro opraHa WUCMOJIHUTENbHOM BnacTM cybbeKTa Poccuitickolit Pepepaunn B chepe
ApPXUBHOrO  Aena, 3KcnepTHon  (GOHAOBO-3aKYNMOYHOM  KOMMUCCUMEN  TOCYAAPCTBEHHOTO  U/U
MYHULMNANbHOTO My3es, SKCNEePTHOM KOMMUCCUEN FOCYyAapCTBEHHON AN MYyHULMNANbHON BMBAMOTEKM,
3MK ApxvBa PoccuicKoM akagemMuMm HayK W 3aKpenssaeTca YYeTHbIMW [OKYMEHTaMW apxumBa B
yCTaHOBJIeHHOM nopsagkKe (cm. n. 3.7.5).

MK yno/IHOMOYEHHOro OpraHa MCMNOAHUTENIbHOMN BAacTu cybbekta Poccuiickoit depepaumn B
chepe apxuBHOro Aena BRNpaBe Ae/ernpoBaTb MNOJHOMOYMA MO OMNpeaesieHM0 B cocTaBe ApPXMBHOTO
doHaa Poccuiickon depepaumm 0cobo LeHHbIX JOKYMEHTOB 3KCNEePTHO-METOAMUYECKOKN (MeToanyeckot)
KOMMCCUM roCyAapCcTBEHHOIO apxuBa cybbekTa Poccuiickoin Peagepaumn.

Co3pgaHue ctpaxoBoro poHaa

KoHcynbTaHTlAOC: NpumeyaHue.
B oduumanbHOM TeKCTe AOKYMeHTa, BUAMMO, AONyLLeHa oneyaTka: NyHKT 4.13.3 B AOKyMeHTe
OTCYTCTBYET, MO BOMPOCY, KacatoLemyca XpaHeHMA CTpaxoBoro G¢oHaa, M. NyHKT 2.11.13.3.

2.11.13. CoBOKYMNHOCTb CTPaxX0BbIX KOMUIA YHUKANbHbIX N 0COB0 LEHHbIX AOKYMEHTOB APXMBHOTO
¢doHaa Poccuiickoit deaepaumu (aanee - cTpaxosoi GoOHA) CO34aETCA B LENAX COXPaHEHUS AOKYMEHTHOW
MHOOPMALUMM HA CAyYanl yTpaTbl UAU MOBPEXKAEHUA OPUIMHANOB 3TUX AOKymeHTOB. CTpaxoBon ¢oHZA
ABNAETCA HEMPUKOCHOBEHHbIM U XPaHUTCA TeppPUTOpPMaNbHO 060CO0BAEHHO OT OPUTMHANOB YHUKANbHbIX
OOKYMEHTOB M 0CO60 LeHHbIX 4OKYMEHTOB B CNeLMasbHbIX apXMBOXpaHuamwax (cm. n. 4.13.3).

OuepenHOCTb CTPaxoOBOro KOMMPOBaHMA onpegensercd € y4yeTtom ¢GU3MYECKOro COCTOAHMSA
YHUKaNbHbIX OOKYMEHTOB M 0CO60 UEHHbIX AOKYMEHTOB M MHTEHCUBHOCTM OOpaLLEHUA K HUM.
MNepBooyepesHOMY KOMMPOBAHWUIO CPean HUX noasexkaT Hambonee WMHTEHCMBHO MCMO/b3yemble, C
NnoBpeXAeHUAMN MATEPUASIbHOTO HOCUTENA N AOKYMEHTHON MHpOpMaLIUN.

MoaroToBKa YHUKa/bHbIX LOKYMEHTOB M 0CO00 LieHHbIX OKYMEHTOB K CTPax0OBOMY KOMUPOBAaHMUIO
OCYLLECTBNIAETCA B COOTBETCTBUM C MOPSAAKOM BblAauyM apXUBHbIX AOKYMEHTOB U3 apXMBOXPAHUULL (CM.
n. 2.11.10).

CtpaxoBoe KonupoBaHMe MNPOBOAUTCA C COBMOAEHMEM cUCTeMaTM3aLMU eAMHUL, XPaHEeHMA B
onucu gen, AOKYMEHTOB, KOTopaa KonupyeTca nepea eaAnHMLAaMM XpaHeHna. CTpaxoBOMY KOMMPOBAHULO
noasiexaT BCe BXOAALLME B eAUHULY XPaHEHNA apXMBHbIE AOKYMEHTbI.

MpM CcTpaxoBOM KONUPOBAHMWU Aena, Kak NpaBW/o, pacliMBKe He nognexart. Paclumska aen
NPOM3BOAMUTCA B WUCKAOUYUTENBbHbLIX C/Ay4asx MO COr/aCoOBaHWUIO C PYKOBOACTBOM apxmBa MpPW MOJIHOM
HEBO3MOXKHOCTM KOMWUPOBaTb nepensieTeHHoe geno. o oKoHyaHuMM paboTbl Aeno nepennetaerca
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nabopatopuein nnm opraHnsaumnen - U3aroToBUTEIEM CTPAXOBbIX KOMWI 3aHOBO.

CTpaxoBoe KONUPOBAHWME YHUKAJIbHBIX LOKYMEHTOB M 0CO60 LLEHHbIX OKYMEHTOB OCYLLECTBAAETCA
B COOTBETCTBMM C TEXHONOTUMYECKUMMU PErNaMeHTaMn U ApYyrMmu  AeWNCTBYIOWMMU HOPMaATUBHO-
TEXHUYECKMMM LOKYMEHTAMM.

CTpaxoBoil KoOMWen apxWMBHOTO [JAOKYMEHTa Ha OyMaxKHOM OCHOBe SABAAETCA HeraTMBHas
MUKpodopma (MUKpodUAbM UAKM MUKpoduULLa) 1-ro NOKONEHUA, U3roToBAEHHaA Ha doTorpaduyeckoit
ranoreHMaocepebpAHON naeHKe COOTBETCTBYIOWErO TUMA METOLO0M ONTUYecKkoro ¢otorpadmpoBaHms
OOKYMEHTOB.

CTpaxoBoil KOMMel KUHOLOKYMEHTA ABNAETCA MNepBas COBMELLEHHAs KOMWA OpUIrMHanNa,
M3roToB/IEHHaA Ha NJIEHKE COOTBETCTBYIOLLErO TMMA METOLAOM KOHTAKTHOM neyaTu.

CtpaxoBoi Konuel GOTOLOKYMEHTA ABNAETCA MNepBas KOMWA OPWUrMHaNa, WM3roTOB/EHHAA Ha
¢dboTONNEHKE COOTBETCTBYIOLLENO TUMA METOAOM PENPOLAYUMPOBAHMA UAN KOHTAKTHOM neyaTtu.

CtpaxoBoit Konuel GOHOLOKYMEHTA ABAAETCA MepBas KOMUA OPUIMHANE, W3roToB/IEHHAA
COBPEMEHHOM CUCTEMOW 3aMnuncu.

CTpaxoBoi Konuel BUAEOAOKYMEHTA SBAAETCA NepBas KOMUA OPUIMHanNa, WM3roToBaeHHas B
dbopmaTe opurmHana cnocobom BUAEO03BYKO3aNUCK Ha MarHUTHOW NeHTe.

Co3paHue, KOMMNAEKT U COCTaB d)OHAa noab30BaHUA

2.11.13.1. CoBOKYMHOCTb KOMWI aAPXMBHbIX [AOKYMEHTOB, BbIMNO/JIHEHHbIX HA PA3UYHbIX
MaTepUanbHbIX HOCUTENAX U NPeAHA3HAYEHHbIX A8 UCNO/Ib30BaHMA C LLeNblo 06ecneyeHmna COXPaHHOCTH
OPWUIMHANOB APXMBHbLIX [AOKYMEHTOB (manee - ¢GOHA NOMb30BaHWA), CO34AETCA, Kak MpaBwuio,
OZlHOBPEMEHHO C CO3J4aHMem CcTpaxoBoro ¢GoHAa, a TakXKe LeneBblM MOPAAKOM Ha Haubonee
UCMO/Ib3yeMble apXWBHble [OKYMEHTbl, B npouecce ApyrMx paboT (pacceKkpeumBaHWe apXMBHbIX
OOKYMEHTOB, OpraHM3aums Nx UCrosib30BaHus).

®oHA NOoNb30BaHWA, W3rOTOBMIEHHbIA OAHOBPEMEHHO CO CTpaxoBbiM (OHAOM, CO34aeTcA B
0653aTe/IbHOM KOMNNIEKTE, BK/THOYAIOLLEM:

ONA APXMBHbIX AOKYMEHTOB Ha OymarKHOW OCHOBe - OAHY MWMKpPOdOpMy 2-TO MOKOJEHUA Ha
ranoreHMaocepebpaHo nneHke (HeraTMBHas WAM MO3UTMBHAA), W3rOTOBJEHHYHO C HEraTUBHOM
MUKpodopMbl 1-ro NOKONEHUSA, U OAHY MUKPOPOPMY 3-r0 NMOKONEHWUS, N3TOTOBAEHHYIO C MUKPOPOPMBI
2-r0 NOKONEeHUSs;

ana GOTOAO0KYMEHTOB - OAMH NO3UTUBHbIN GOTOOTNEYATOK U OANH AYyDNb-HeraTus;

ONA KUHOLOKYMEHTOB - OZHY NMO3UTMBHYHO COBMELLLEHHYIO KOMWUIO, OAMH MPOMEXKYTOUYHbIA NO3UTUB
N3006paXKeHMsa U 0AMH KOHTPaTUN GOHOrpammbl (4158 3BYKOBbIX KUHOAOKYMEHTOB). Mo3UTUBHAA Konua U
NPOMEKYTOUHbIN NO3UTUB M306PAXKEHWNA AOKHbI BXOAUTb B KOMMIEKT KWNHOAOKYMEHTA, MPMHUMAEMOro
Ha MNOCTOAHHOE XpaHeHue. J[lonycKaeTcA AOMNOJIHUTENbHOE U3roToBaeHMe ¢GOoHAA MNOoAb30BaHMUA
KMHOOOKYMEHTOB B BMAE BUaeodoHorpamm B popmatax Betacam un VHS;

AnAa POHOAOKYMEHTOB - OAHY KOMUIO HA MAarHUTHOM NEHTE;

ONA BUOEOOOKYMEHTOB - 04HY Konuto B dopmate VHS.

BkntoyeHne B GOHA NONb30BaHMA KOMUA apXMBHBIX AOKYMEHTOB, B TOM YMC/Ee Ha 3NEKTPOHHbIX
HOCUTENAX, CO3[aHHbIX B MpoLecce Apyrnx paboT, ocyLLecTBAAETCA apXMBOM CAMOCTOATENbHO.

B ¢oHA NONb30BaHUA BKAOYAKOTCA KOMMUM MONHOCTbIO CKOMMPOBAHHbIX eANHUL, XpaHeHua. Konuu
OTAENbHbIX aPXUBHbIX LOKYMEHTOB MOTYT HbITb BK/AOUYEHbI B GOHA, N0Nb30BAHNA B COCTaBE TeMaTUUYECKUX
NoA60pPOK APXMBHbIX LOKYMEHTOB.

MpoBepKa Ha/IMuMA U COCTOAHMA, TEXHUYECKUI KOHTPO/Ib
cTpaxoBoro poHaa v poHAa No/Ib30BAHMUSA

2.11.13.2. Bce cTpaxoBble KOMUU A0/IKHbI COOTBETCTBOBATbL OPUTMHANY KaK NO CoAeprKaHUo, TaK n
no pAAy BHELHWX NPU3HAKOB.

M3rotoBMTENb CTPaxoBbIX KOMW obecneynmBaeT COOTBETCTBME BCEX BbIMYCKAEMbIX KOMMi
TpeboBaHMAM AENACTBYHOLLMX HOPMATUBHO-TEXHUYECKUX LOKYMEHTOB MO CTPAXOBOMY KOMUPOBAHMIO.

Bce cTpaxoBble KOMUM MPOXOZAT TEXHWYECKUA KOHTPO/b B /labopaTopun WMAM OpraHuU3auuu-
nsrotosuTene, ceegeHma o6 KX KayecTBe OUKCUMPYIOTCA B aKTaX TEXHUYECKOrO COCTOAHWMA KOMWi



cTpaxoBoro ¢oHAa (no ¢opmam B COOTBETCTBMMU C OTPACAEBLIMU HOPMATUBHBIMU AOKYMEHTAMM).

Mpy npueme CTPaxoBbiX KOMWI MPOBEPSETCS MOJIHOTAa BbIMOJIHEHMA 3aKasa Ha KOMMPOBaHWe,
KO/NIMYECTBO KOMMUMA, KOMMAEKTHOCTb, MPaBWIbHOCTb M MNOJIHOTA 3aMOJIHEHWA aKTOB TEXHUYECKOrO
COCTOAHMA, BU3YaNlbHO-TEXHUYECKOE COCTOAHME KOMWIA.

B npouecce xpaHeHUA CTPaxoBble KONUKU NoA/exKaT:

NPOBEPKE HAIMUYUA U COCTOAHMUA B LLeNIAX YCTaHOBAEHUA GAKTUHECKOTO HaIMUMA CTPAXOBbIX KOMUA,
NX COOTBETCTBMA AAHHbIM YY4ETHbIX JOKYMEHTOB;

TEXHUYECKOMY KOHTPOJIKO COCTOAHMSA W CBOEBPEMEHHOMY MPOBEAEHUID HeobXxoanMblxX
KOHCepBaLMOHHO-NPODPUAAKTUYECKMX MEPONPUATUN.

TeXHUYECKUN KOHTPOSIb CTPaxoBoro ¢GOHAA OCYLLECTBAAETCA OAMH pa3 B TPW roga, Npu 3TOM
KOHTpOAO noanexxut 20% CTpaxoBbix KOMWM NPOM3BOACTBA KaXKA0ro roaa.

Pe3ynbTaTbl TEXHUYECKOTO KOHTPOAA OUKCUMPYHOTCA B LOKYMEHTAX O TEXHMYECKOM COCTOSIHMM
CTPAxOBbIX KOMUWM, FAe AAOTCA 3aKNHOUEHUSA 0 HEOBXO0AMMOCTM M CPOKax NpoBeaeHMA NPOPUNAKTUYECKUX
W pectaBpaLMOHHbIX PaboT, U YyCTaHABAMBAOTCA CPOKU CNEAYHOLLENO TEXHUYECKOTO KOHTPOIA.

MpoBepKa HanMuma M coctosiHMA GOHOA MONb30BAHUA OCYLLECTBAAETCA C LLeNbl0 KOHTPOAA 3a
COXPaAHHOCTbIO KOMWA W oOpraHM3aumm paboTbl NO CBOEBPEMEHHOMY BOCCTAHOB/AEHMIO ¢oHAa
No/Ib30BaHUA.

O6bem U NepuoaMYHOCTE PaboTbl MO MPOBEPKE HaAMYMA U COCTOAHMA (OHAA NOb30BAHMA
onpeaenstoTca ¢ y4eTom ero obuiero o6vema, cocTaBa, MHTEHCMBHOCTU BblAAYM KOMWIM M YacTOTbl MX
BOCMPOM3BEAEHMSA, @ TAKIKE YCNOBUIM XPaHEHMA.

Mepenaua cTpaxoBoro ¢poHAa Ha CreumnabHoOe XpaHeHne

(n.2.11.13.3 He pacnpocCTpaHAeTCcs Ha rocyAapCTBEHHbIE U MyHULMMNA/IbHbIE My3en U BUbanoTeKkn,
opraHusaumm Poccuiickoli akagemmm Hayk)

2.11.13.3. UeHTpannsoBaHHOE XpaHeHue cTpaxoBoro ¢oHAa ocyuwecTsaseT deaepasbHbIn
rocyaapcTBeHHbIN apxus - LleHTp xpaHeHua ctpaxosoro ¢poHaa (LIXCD).

XpaHeHne cTpaxoBoro ¢oHAa rocyaapCTBEHHOrO apxmBa cybbeKkTa Poccuiickonn Pepepaumm m
MYHUUMNANbHOTO apXuMBa MOXKET OCYLLECTBAATb CneumnasbHoe apXMBOXPaHUANULLE, PACcMOOKEHHOE Ha
Tepputopun cybbekTa Poccuiickon deaepaumm.

PaspelleHne Ha nepepgady ctpaxoBoro ¢oHga B LUXCD paeT cneumanbHO YNoSIHOMOYEHHbIN
denepanbHbIit opraH UCNONHUTENIbHOM BlacTM B chepe apxXxMBHOIo Aena no pesysbTaTaM PacCMOTPEHUS
OOKNagHOW 3anuckM  deaepanbHOro rocyaapcTBEHHOrO apxvBa WM YNONHOMOYEHHOrO oOpraHa
NCNONHUTENbHOWN BNacTU cybbeKkTa Poccuiickon Pepepaumm B chepe apxXMBHOroO Aena O roTOBHOCTM K
OTnNpaBKe CTPaxX0BbIX KONUMA.

PaspelueHue Ha nepeaady cTpaxoBoro ¢oHaa B cneumnanbHOe apXMBOXpPaHWUINLLE, PAcMO/IOXKEeHHOoe
Ha TeppuTopuM cybbeKTa Poccuitickoit Pepepaummn, rocyaapcTBeHHOMY apxuBy cybbekTa Poccuiickoi
depepaunn M MyHUUMNANBHOMY apXMBY [AOA€T YNOJHOMOYEHHbIN OpraH WCNOJHUTENbHOW BNACTU
cybbeKTa Poccuiickon depepaumm B chepe apxXmMBHOTO Aena Ha OCHOBAHWKM AOKNAZAHOM 3aNMUCKMU apXxmBa
0 rOTOBHOCTM K OTMPaBKe CTPaX0BbIX KOMWIA.

Mpuem-nepesaya cTpaxoBoro ¢poHAa OCYLLECTBAAETCA Ha OCHOBaHWKM NPWKa3a COOTBETCTBYIOWEro
YNO/IHOMOYEHHOIO OpraHa MCMOJIHUTE/IbHOM BNAcTU B cpepe apXMBHOIo Aesla aKTOM YCTaHOB/IEHHOM
$OopMbI, K KOTOPOMY NPUIArakoTCA:

onucu 0cobo LEHHbIX Aefl, AOKYMEHTOB WMAW KOMWUW onucel nen, AOKYMEHTOB, C KOTOpPbIX
M3roToB/AEH CTPaxoBOW GoHA, MK NepedyeHb HOMePOB 0COB0 LIEHHbIX Ae, AOKYMEHTOB (HOMEPHUK);

onucuK nepeaaBaemoro cTpaxoBoro ¢GoHAa;

aKTbl TEXHUYECKOIO COCTOAHMUS KOMUI CTpaxoBoro ¢poHA3;

CONpOBOAMTE/bHbIE OKYMEHTbI Ha TPAHCNOPTHYIO Tapy.

CtpaxoBble KOMNMM B NOPSAAKE PacrofioXKEHMA UX B OMUCK CTpaxoBoro ¢oHAa MomellatoTca B
COOTBETCTBYIOLLYIO Tapy A/A TPaAHCMOPTUMPOBKM, MMEIOLLYIO MOPSAAKOBYHO Hymepauuio B npegenax
OTNpaBAAeMOl NapTUK, M HaNpaBAAKOTCA B OMJOMOUPOBAHHbLIX KOHTelHepax. B conposoautensHom
OOKYMEHTEe Ha TPaHCMOPTHYIO Tapy YKa3blBalOTCA €e KOJIMYECTBO U UYMC/NO CTPaxOBbIX KOMUA B HEW,
CTaBATCA NOAMUCU AONKHOCTHbBIX 1L, OTBETCTBEHHbIX 332 Nepeaauyy.

AKTbl Npuema-nepesayn C MPUIOKEHUAMMU MOMELLATCA B OTAE/bHYIO YMaKOBKY C NOMETKOM
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"ConpoBoauTenbHble 4OKYMEHTbI".
OnnaTa pacxog0B Mo OTNPaBKe CTPAaxoBoro GoHAa NPOU3BOAUTCA OTNPABUTENEM.

CTpaxoBaHue fOKyMeHTOB ApxmBHOro ¢oHaa
Poccuiickoin Pepepaumn

2.11.14. CtpaxoBaHMe OKyMeHTOB ApxmMBHOro ¢oHza Poccuiickon desepaunm HanpaBAeHO Ha
obecneyeHne Mx COXpPaHHOCTU, BO3MeLLeHMe yuiepba B Cydae Kparku, yTpaTbl, NOBPEXAEHUA U UHOTO
BO3MOMKHOTO yulepba.

CrpaxoBaHuIo noanexar:

OOKYMeHTbl ApxuBHoro ¢oHaa Poccuiickon Pegepaumn, a TakKe nognerkalime Bo3BpaLLeHUIo UX
KOMUW, BbIBO3MMbIE 33 pyberK AN SIKCNOHMPOBAHMUSA Ha BbICTaBKaX, pecTaBpaLmmn UK C APYTMMU Lensamu;

YHUKaNbHble OKYMEHTbI, NpeaocTaBisemble 418 3KCNOHNMPOBAHMA Ha BbICTaBKaX BHYTPU CTPaHbI.

B uCKnounTenbHbIX Caydasx nod o6s3aTenbCTBO B AOrOBOpPE O BO3MELLEHMM OpraHM3aTopamu
BbICTaBKM yuiepba B ciyyae yTpaTbl UK NOPYM YHUKANbHbIE JOKYMEHTbl MOTYT 3KCNOHMpOBaTbcA 6e3
CTpaxoBaHMsA Ha opraHMayemsbix B Poccuitickolt Pegepaumm BbiCTaBKax.

CtpaxoBas oueHKa AoKyMeHTOB ApxnBHoro ¢poHaa Poccuiickoin denepaumm NnpoBoAUTCS B apXmnBe
KOMWUCCUOHHO.

Kateropms uUeHHOCTM AOKymeHToB ApxuBHoOro ¢oHaa Poccuitickoit depepauum n pasmep uXx
CTPaxoBOW OLLEHKW YCTaHaB/IMBAOTCA Ha OCHOBE CNeLnasibHbIX MEeTOANYECKUX pa3paboTok.

Pe3ynbTaTbl CTPaxoBOW OUEHKU [OOKYMeEHTOB ApxuBHoro ¢oHaa Poccuinckonn Pepepaunm
0bOPMANAIOTCA aKTOM CTPAXOBOM OULEHKM apXMBHbIX [OKYMEHTOB, KOTOpPbIM NpeacTaBasetca B
COOTBETCTBYIOLLMIM YNOJIHOMOYEHHbIN OpraH UCNOAHUTENbHOW BNAcTK B chepe apXnBHOTro aena.

OdopmsieHne BpeMeEHHOTO BbIBO3a AOKYMEHTOB ApxnsHoro ¢oHaa
Poccuitckoin ®epepaumm 3a pybex

2.11.15. AnAa paccmOTpeHUA BONpPOCca 0 BO3MOXHOCTU BpEMEHHOTO BbIBO3a AOKYMEHTOB APXMBHOIO
¢doHpa Poccuinckoit Pepepaunn apxms NpeacTaBAAeT B CNeLManbHO YNOJAHOMOYEHHbIV denepanbHblii
OpraH UCMNOJIHUTENIbHOM BNIACTU B chepe apxMBHOTIO aena:

KONWIO AOroBOPa O NPOBEAEHNN BbICTAaBKM, PECTABPALMOHHbBIX AN APYrUX paboT;

nepevyeHb AOKYMeHTOB ApxuBHOro ¢oHaa Poccuiickonn dPegepaumm yCTaHOBAEHHOM ¢OpMbl,
npesHa3sHavyeHHbIX K BPEMEHHOMY BbIBO3Y;

KOMWM CTPAXOBOro NONCA, FapPaHTUMN MPUHUMAIOLLEN CTOPOHbI U FOCYAaPCTBEHHbIX OPraHOB CTPaHbl
Ha3Ha4YeHMA B OTHOLIEHUU COXPAHHOCTM M BO3BPATa BPEMEHHO BbIBO3UMbIX KY/JIbTYPHbIX LLEeHHOCTEN;

NMUCbMEHHOE MOATBEP)KAEHME YAOBNETBOPUTENLHOIO (GUINYECKOrO COCTOAHUA [OKYMEHTOB
ApxusHoro ¢poHaa Poccuiickont deaepaLmm, No3BOAAIOLWENO UX TPAHCMOPTUPOBATb U AEMOHCTPUPOBATb,
a TaK¥XXe HaNNYMA UX CTPAXOBbIX KOMWIA;

paspelleHre YNO/JIHOMOYEHHOrO OpraHa WCMOAHUTENbHOM BAacTM cybbekTa PoccuincKom
depepaumnn B chepe apxmBHOro gena (ToNbKO ANA rOCyAapCTBEHHbIX apXMBOB CybbeKToB Poccuiickoit
depepaunn);

paspelleHne opraHa MecTHOro caMoynpaBaeHus (TONbKO A1 MyHULMNAAbHOMO apxmBa);

Apyrve HeobxoaMmble 4OKYMEHTbI B COOTBETCTBMM C YCTAHOB/IEHHbIM NOPALKOM.

B cOOTBETCTBUM C YCTAaHOB/JEHHbIM MOPAAKOM FOCYAAPCTBEHHOM 3KCNEpPTU3bl M KOHTPOAA 3a
BbIBO3OM M BBO3OM KY/IbTYPHbIX LLEHHOCTEN 1A NOJYYEHWA CBMAETENbCTBA Ha NPABO BbIBO3a KY/1bTYPHbIX
LUeHHOCTell ¢ TeppuTopmn Poccuiicko ®epepaumn yKasaHHble AOKYMEHTbl BMECTe C 3aK/lo4YeHnem
CnewumanbHO YNONHOMOYEHHOrO deaepasbHOrO opraHa MCNOAHUTENbHOM BNacTM B chepe apXMBHOMO
Aena u Apyrmmu HeobxoaMMbIMU AOKYMEHTAaMW MNPeACTaBAATCA B CMeLManbHO YNOJHOMOYEHHbI
denepanbHbIi OpraH UCNONHUTENbHOM BNACTU B chepe rocyLapCTBEHHOTO KOHTPO/A 3a BbIBO3OM W3
Poccuiickolt ®epepaLmm M BBO3OM Ha €€ TEPPUTOPUIO KY/IbTYPHbIX LLEHHOCTEN.

Ona npoaneHuns B 0cobblx C/y4Yasx CPOKa BPEMEHHOIO BblBO3a AOKYMEHTOB ApXMBHOro ¢oHAa
Poccuiickolt depepaumm apxus nNpeacTaBaseT B CreunanbHO YNoJIHOMOYEHHbIN deaepanbHblii opraH
NCNOIHUTENbHOM BNAcTU B cdhepe rocyAapcTBEHHOIO KOHTPOIA 32 BbIBO30M M3 Poccuiickol depepaumnn
M BBO3OM Ha ee TEPPUTOPUIO KY/IbTYPHbIX LLEHHOCTEN:



KOMUIO A0roBopa O NPOAJIEHMM CPOKA BbICTABKM, pecTaBpaLMOHHbIX UAK APYruX paboT;

KOMWU CTPaxoBOro Nosmnca, rapaHTUm NPUHUMAaLOLLLEN CTOPOHbI U FOCYAapPCTBEHHbIX OPraHoB CTPaHbl
Ha3Ha4eHWnA B OTHOLWEHUNN COXPAaHHOCTU U BO3BpPaTa BPpeMEHHO BbIBO3UMbIX KYNIbTYPHbIX LI,EHHOCTEI\/‘I;

3aK/l0YeHMe crneumanbHO YNoNHOMOYEHHOrO deaepasibHOro opraHa UCMO/IHUTE/IbHOM BNacTu B
chepe apxmBHOro aena;

Apyrne HeobxoanMble AOKYMEHTbI B COOTBETCTBUM C YCTAHOBAEHHbIM MOPAAKOM.

ObecneyeHre COXPAaHHOCTM apXMBHbIX LOKYMEHTOB
Nnpw YpesBbl4alHbIX CUTYaLUAX

2.11.16. K upesBblyaliHbIM CUTyaLUMUAM OTHOCATCA O6CTOSTENbCTBA, MPU KOTOPbIX HEBO3MOMKHO
BbINOJIHEHWE APXMBOM B MOJIHOM 06 bEME BO3/I0XKEHHbIX Ha HErO 33434 B COOTBETCTBUM C TPeBOBaHUAMM
HacToAawwmx MpaBun M Apyrux HOPMaTUBHBIX MPABOBbIX AaKTOB, CO34AETCA Yrpo3a *KM3HW U 340POBbIO
Ntofel, COXPaHHOCTM aPXMBHbIX 4OKYMEHTOB apXxMBa.

K ypesBblYaliHbIM CUTYALUAM OTHOCATCA:

06DbABNEHME CTENEHEN FOTOBHOCTU rPaKAaHCKOM 060pOoHbI;

BBeZlEHME B AECTBUE NNAHOB rPaKaaHCKOM 060pOHbI;

06DbABNEHME B rOCYAAPCTBE (PErMOHE, TOPOAE) PEKMMA YPE3BbIYANHOIO NOIOKEHUS;

noKap, TeXHOreHHble KaTacTpodbl U CTUXUIMHbIE BeACcTBUSA, NOBAUABLUME HA KU3HEAEATE/NIbHOCTb
apxuBa;

MNCYE3HOBEHME UAN NOPYA APXMUBHBIX LOKYMEHTOB, XULLEHWE UAW NOPYA MMYLLECTBA B pesy/bTaTte
NPOHMKHOBEHUSA B apPXMB NOCTOPOHHUX NOAEN MU APYTUX MPOTUBOMNPABHbIX 4ENCTBUI;

aBapPUK CUCTEM XKM3HeobecrneyeHMA apxmBa, a TaKKe 34aHUA apXUBa;

CHATME OXPaHbl apPXUBa;

apyrve obcToATeNbCTBa, BbIHYXKAAOWME PYKOBOACTBO apXMBa NPUHATL pelleHne 06 M3meHeHuu
pernma paboTbl apxmMBa UAM NPUOCTAHOBIEHMM €r0 AeATENbHOCTH.

C y4yeTOoM BO3MOXKHbIX Ype3Bbl4alHbIX CUTyaUMin apxme pa3pabaTbiBaeT M Npu HeobxoauMmocTu
nepuogmMyYeckn nepecMaTpmBaeT NaHbl KOHKPETHbLIX MEPONPUATUIN U APYrMe HOPMATUBHbIE AOKYMEHTbI
o paboTe B YpesBblYaMHbIX CUTYALMSAX.

MnaHbl M apyrue AOKYMeHTbl N0 MOBMAN3ALMOHHON NOATrOTOBKE, rpaXKgaHCKon 0bopoHe apxmBa
pa3pabaTbiBatoTcA B YCTAHOB/EHHOM NOpPsAKeE.

MnaHbl MeponpuATUIA apxuBa Ha CAy4yall uYpesBbl4aWMHbIX CUTYauMi, He OTHocAWwMeca K
MOOMAN3AUMOHHOM  MOArOTOBKE W TPaAAHCKOM  0OOpPOHe, [O/KHbI  COMNAcoBbIBAaTbCA €
OPraHM3aUMOHHBIMW U PacnopAaUTE/IbHbIMU  AOKYMEHTAMW apxMBa, pPa3paboTaHHbIMU MO JIMHUM
MOBUAN3ALUMOHHOM NOATOTOBKM U rPaXKAaHCKOM 060POHBI.

C cogepkaHMem NNaHOB MeponpuUATUIA U APYrMX HOPMATUBHbLIX AOKYMEHTOB, Onpeaenatowmx
paboTy apxmBa Npu Ype3BblYaNHbIX CUTYALMAX, AO0NKHbI ObITb 03HAKOMAEHbI PAaOOTHUKM apXMBa B YacTH,
MX Kacatowencs, ¢ 06s3aTeNIbHbIM BbINOAHEHMEM TPebOBAHWUN, YCTaHOBNEHHbIX B OTHOLIEHMM A0CTYNa K
CBeAEeHMNAM, COCTABAIOLLMM roCyAapCTBEHHYO TalHY.

BbinonHEHME B apxMBe MeEpPONPUATUIA, NPEAYCMOTPEHHbIX MJAaHaMKM  MOBWIM3ALMOHHOM
NoAroTOBKU WM rParKAAHCKOW OOOPOHbI, OCYLLECTBAAETCA COr1aCHO 3TMM NJIaHAM B YCTAHOBJIEHHOM
nopsake.

[Il. OpraHuM3auus yyeTa LOKYMEHTOB apXMBHOIo poHaa
Poccuiickoit ®enepaLumm u Apyrnx apXmMBHbIX JOKYMEHTOB B apXmBe

3.1. OnpeaeneHne KONNYECTBA M COCTaBa AOKYMEHTOB ApxuBHoro ¢oHaa Poccuiickon Peaepaunm
W APYTUX apXMBHbLIX SOKYMEHTOB B apXMBE B YCTAHOB/IEHHbIX €AMHWLIAX y4YeTa W OTpaxeHue 3Toro
KO/IMYECTBA M COCTABa B YYETHbIX AOKYMeHTax obecrneumBaeT OpraHM3auMOHHYO YNOPAL0YEHHOCTb U
BO3MOKHOCTb a4 pECHOT0 MOMCKA apXMBHbIX JOKYMEHTOB, KOHTPOA 33 UX HAZIMYMEM U COCTOAHUEM.

ApXM1B OCYLLECTBAAET roCyAapCTBEHHbIN yYeT apXmUBHbIX AOKYMeHTOB. COCTaB M NOpAAOK BeAeHun
AOKYMEHTOB roCy4apCTBEHHOrO yYeTa apXMBHbIX AOKYMEHTOB, B TOM yMcae ¢popmbl MacnopTta apxmsa u
nacnopTa WCTOYHMKA KOMMJIEKTOBaHMA apxuBa, W MNOPAAOK WX NpeacTaBAeHMA YCTaHaBAMBAlOTCA
PernameHTOM rocyapcTBeHHOrO yyeTa 4OKyMeHToB ApxmBHoro ¢oHaa Poccuiickoit dPeaepauuu.
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YyeTy nognexar:

XpaHALLMECA B apXMBE apXMBHbIE AOKYMEHTbI, B TOM YMC/Ee HEOMUCaHHble U HenpoduabHble AN
OAHHOTO apXMBa, A TaKKe CTPaxoBble KOMUKN apPXMBHbIX JOKYMEHTOB M KoMK GOHAA NOAb30BaAHUA, ONMUCK
OEeN U LOKYMEHTOB;

OOKYMeHTbl ApxmBHoro ¢poHaa Poccuitckoit Pepepalmm, a TakKe AOKYMEHTbI NO IMYHOMY COCTaBY,
XPaHALWMECA B UCTOMHUKAX KOMMIEKTOBAHWUA apxmBa.

YyeT npounsBoamUTCA NyTeM NPUCBOEHMA apXMBHbIM AOKYMEHTaM (eANHMULAM XpaHeHua/eanHnLam
y4eTa) yYeTHbIX HOMEPOB, AB/IAIOLLMXCA COCTaBHOM YaCTbiO apXMBHbIX LWNMPOB.

ApPXMBHbIN WNdP (0603HaUYEHUE, HAHOCMMOE Ha KaXKayto e AMHULLY XpPaHEeHWs C Lie/iblo obecrneyeHus
ee yyeTa U uaeHTudmKaLmMm) COCTOUT U3 CeayoWwmMX 3N1EeMEHTOB: COKPALLEHHOrO Ha3BaHMA apxmBea (ero
odunumanbHOM abbpeBmaTypbl) U1 HOMEPOB: apxmMBHOro ¢oHAa, onucu Aen, AOKYMEHTOB, eAMHULbI
XpPaHEHUSA, eANHULbI yYeTa.

B coctaB apxvMBHOro wWunopa eamHULbl XPaHEHUA AyAMOBM3YasbHbIX LOKYMEHTOB BK/HOYAMOTCA
TaKKe 0603HaveHus (bykBeHHble U LMdpPOBbIE) 3NeMeHTa KOMMNEKTA, pa3mepa HeraTMBea, BUAa HOCUTeNA
3BYKOBOM MHOPMALMK; eANHULDBI XPAaHEHUA SNEKTPOHHbIX AOKYMEHTOB - dopmaTta 3anucu M BuAa
HocUTeNA MHbOopMaL MK,

3.1.1. JlokymeHTbl ApxusHoro ¢oHaa Poccuiickon Peaepaumm, 04HOBPEMEHHO BXOAALLME B COCTAB
My3seiHoro ¢oHaa Poccuiickoit Pepepaumu, yunTbiBatoTCA B COOTBETCTBMM C NOPALKOM, YCTAHOBEHHbIM
HacToAwmMMM MpaBrMnamm U NOPALAKOM, YCTAHOBIEHHbIM CMELMaNbHO YNONHOMOYEHHbIM defepasnbHbIM
OpraHOM MCMONHUTENbHOM BRacTh ana MyseiHoro ¢poHaa Poccuiickon Pepepaunu.

JokymeHTbl ApxmuBHoro ¢oHaa Poccuiickoir ®egepauum, ogHOBPEMEHHO BXOASALIME B COCTaB
61banoTeyHbix GOHAOB, YYMTbIBAOTCA B COOTBETCTBMWM C HaAcTosAwMMKM [lpaBuaamm U MNOPALKOM,
YCTAHOB/IEHHbIM CMEeLManbHO YNOJHOMOYEHHbIM denepanbHbIM OPraHOM UCNONHUTENIbHON BAACTU ANA
61bnnoTteuHbix doHpoB Poccuiickon ®Pepepaunu.

3.2. YyeT apxXmBHbIX [OOKYMEHTOB B rOCYyAapCTBEHHOM apXxmBe, TrOCYyAAPCTBEHHOM U
MyHUUMNanbHOM My3ee, 6MbnnoTeke, opraHM3aummn PocCCUICKOM aKagemun HayK OCyLLecTBAAeTcA
CneumnanbHbIM NoApasaeeHMeM AN BO3araeTca Ha cnewmanbHo BblaeneHHoro paboTHuUKa.

B apxMBOXpaHWAMLLE TFOCY[APCTBEHHOFO apxuBa, OpraHW3auMm PoCCUICKOM aKagemuu Hayk
Ha3Ha4yaeTcs PabOTHMK, OTBETCTBEHHDIM 33 YYET aPXMBHbIX LOKYMEHTOB apPXMBOXPAHUANLLA.

YyeT apXMBHbIX LLOKYMEHTOB, XPaHALLMXCA B UCTOYHMKAX KOMMNIEKTOBAHMA apPXMBA, OCYLLECTBAAETCA
cneumanbHbIM NoApasaeNeHneM apxXmBa MAM BO3/IAraeTca Ha CrneunanbHO BblAENEeHHOro PaboTHMKA,
OTBETCTBEHHOTO 32 OPraHU3aLMI0 KOMMIEKTOBAHUA apXMBa apPXMBHbIMU AOKYMEHTaAMM.

YyeT apXMBHbIX AOKYMEHTOB B MYHULMNAJIbHOM apXMBE U apXMBHbIX AOKYMEHTOB, XPaHALLMXCS B
€ro MCTOYHMKAX KOMMIAEKTOBAHWA, OCYLLECTBAAIOT 3aBeAylolMiA MyHMLMNANAbHBIM apXWMBOM W/Man
CNeLmManbHO BblAeEHHbIN PAaBOTHUK.

3anucu B yyeTHble AOKYMEHTbI BHOCATCA TO/IbKO PAaBOTHUKAMM, OTBETCTBEHHbIMM 33 YYeT.

3.2.1. B apxuBe pa3pabaTbiBalOTCA NOPALOK M CXEMA YYETA APXMBHbIX OKYMEHTOB.

MopagoK yyeTa apxMBHbIX AOKYMEHTOB onpenenseT COCTaB YYETHbIX AOKYMEHTOB U yYeTHbIX 6a3
OaHHbIX,  BeAyLMXCA  LEHTPasM30BaHHO M B KaXAOM  apXMBOXPaHUAMULLE;,  3aKpennser
nocnea0BaTe/IbHOCTb BbIMONHEHMA PAaboT No yyeTy. CxeMa y4eTa apXMBHbIX JOKYMEHTOB B rpadmyeckom
dopme PpUKCMpyeT NOPALOK yyeTa.

MopAnoK M cxema yveTa apXMBHbIX JOKYMEHTOB B apXMBe YTBEPKAAIOTCA MPUKA3OM PyKOBOAUTENSA
(3aBeaytowero) apxusa(om).

3.2.2. Y4yeTHble AOKYMEHTbI, KpOMe ONucel Aen, AOKYMEHTOB, NpeAHasHavyeHbl ANA CAyKebHoro
No/Ib30BaHUA U NO/Ib30BATENAM He BblAAlOTCA. B 0TAENbHbIX CAyYasax Mo peleHnto pyKoBOACTBA apXMBa
MoOKeT bbITb BblgaHO Aeno ¢oHAa.

3.2.3. XpaHeHMe yYeTHbIX AOKYMEHTOB OCYLLECTBAAETCA B YCTAHOBAEHHOM nopsAke (cm. n.
2.11.4.1.3).

EAMHULDBI yyeTa apXMBHbIX JOKYMEHTOB
3.3. OCHOBHbIMW egMHULAMMU y4yeTa apxXmBHbIX AOOKYMEHTOB HE3aBUCMMO OT BUAA HOCUTENA,

cnocoba 1 TeXHUKHK 3aKpenaeHua MHd)OpMaLl,VIM ABNAKOTCA apXMBHbIVI d)OHA n egunHnua XpaHeHuUA.
AyanoBu3yanbHble N 3/IEKTPOHHbIE AOKYMEHTbI YY4MUTbIBAIOTCA TaKXKe No eAnNHULAM yyeTa.
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ApXMBHblE [OKYMEHTbl IMYHOTO MPOUCXOXKAEHUA, Npollealive TO/NbKO NepBuUHY0 06paboTKy,
YUYMTHIBAIOTCA NO AOKYMEHTaM WUIU IUCTaM.

Heynopsao4yeHHble apXUBHbIe IOKYMEHTbI (POCChINb) y4MTbIBAOTCA U3 pacyeTa 150 1MCTOB B OHOM
YCNIOBHOM eANHULE XPaHEHMS.

3.3.1. B uenax HacTtoawwmx Mpasun UCNONb3YIOTCA cneaytowme NoHATUA:

eANHNLA XpaHeHus - dU3nYeckn 060cobieHHbIe apPXMBHbIN OKYMEHT AN apXUBHbIE JOKYMEHTbI;

egMHMLA XPaHEeHUA apXMBHbIX OOKYMEHTOB Ha OymaKHOM OCHOBe - Aeno - OTAesbHbli(e)
apXMBHbIli(e) LOKYMeHT(bl), 3aKNt04YeHHbIN(e) B 060c061eHHYI0 0610XKKY, Nanky;

eANHNLA XPaHEHUS KMHOAOKYMEHTOB - GM3NYECKU O0OOCOB/EHHbIN PY/IOH KMHOMIEHKU WK
MarHWTHOW /IeHTbI C 3aMnUCblo N306pasnTeNbHON /MK 3BYKOBOM MHGOPMaLnK;

eauMHNLA XpaHeHns GOTOA0KYMEHTOB - pusnyeckn ob6ocobneHHbIn Kagp (Heratms, gyb6b-Heratus,
nosutmMe, cnanmg (AManosnTMB), HECKONIbKO KagpoB MNAaHOPaMHOM CbeMKW, GOTOOTMNEYaToK, PYOoH
anadunbma, dpotoanbLbom;

eaMHNLA XpaHeHUs POHOLOKYMEHTOB - GM3MYECKN 060COBNEHHbIE PY/IOH KUHOMEHKU, MarHUTHOM
nnun 6ymarKHOM NeHTbI, KacceTa, BOCKOBOM BaNMK, AUCK C 3aNUCblo 3BYKOBOW MHpOpMaLumu;

eaVHNLA XpaHeHUA BUOEOAOKYMEHTOB - ¢u3nMyeckm o60cobneHHble PyNOH MArHUTHOW NEHTHI,
KacceTa, AUCK C 3aMnCblo N306pasnTeIbHOM 1 3BYKOBOM MHbOPMaLLUK;

eaMHNLA XPaHEHMA 3/TEKTPOHHbIX AOKYMEHTOB - GU3MYECKN 060COBNEHHbIN HOCUTENb C 3aMNuUCblo
YaCTU 3N1eKTPOHHOTO AOKYMEHTa, O4HOI0 UM HECKOJIbKUX 3/IEKTPOHHbIX AOKYMEHTOB;

eaMHNLA yYeTa KMHOOOKYMEHTOB - 4acTb eAMHWUUbl XPaHEHWs, o4Ha WAW HECKONbKO eAnHUL,
XPaHEeHUs ¢ 3anuncbto onpegeneHHoro GuabMa, *KypHana, crnewBbinycKka, CHoOXKeTa 1 T.M.;

eaMHUUa yyeta GOTOLOKYMEHTOB - OAHA WM HECKOJbKO eAMHUL, XPaHEeHMA C 3anucbio
onpeaeneHHoro aAnapunbma;

eauMHULA ydyeta POHOLOKYMEHTOB - 4acTb €4MHULbI XPAHEHUA, OAHA WM HECKONIbKO eanHUL,
XPaHEeHWUs C 3aNunCbio 3BYKOBOM MHbOpMaLMmn 06 onpeaeneHHOM cobbITUM, MPOU3BEAEHUM NUTEPATYPLI U
MCKyCCTBA (HECKONIbKMX MPOM3BEAEHU NuTepaTypbl M MCKYCCTBA, OObeAMHEHHbIX MO aBTOPCKOMY,
TemaTUYecKkoMy Uan APYrum npusHakam) u T.n.;

eAMHULA y4YeTa BMAEOLOKYMEHTOB - YacTb €4MHWULbl XPaHEeHMA, O4HA WAN HECKONbKO eAuHUL,
XPaHEHMUA C 3aMUCblo ONpPeAeneHHOro CloXKeTa, NPoU3BeAeHUs MTepaTypbl U UCKYCCTBA (HECKONbKUX
npousBeLeHUN AMTePaTypbl U UCKYCCTBA, 06BEAMHEHHbIX MO aBTOPCKOMY, TEMAaTUYECKOMY UAN APYIrUM
npusHakam) U T.n.;

eAMHNLA y4YeTa 3/IeKTPOHHbIX AOKYMEHTOB - YacTb €AMHMLbI XPaHEHWUs, 04HA WM HECKOJIbKO
eaMHUL, XPaHEHMA C 3aMNMUCbI0 YacTW 3/1IeKTPOHHOIO AOKYMEHTa, O4HOr0 UM HECKOJIbKUX 3NEKTPOHHbIX
[OOKYMEHTOB.

Cucrema YYETHbIX AOKYMEHTOB apXmBa

3.4. B apxuBe BedyTCcA OCHOBHble (06s3aTenbHble) U BCMOMOraTe/sibHble yYyeTHble AOKYMEHTbI.
Coctas 1 $pOpMbl OCHOBHbIX YYETHbIX AOKYMEHTOB (KpoMe nacnopTa apxXmBoXpaHuauiLa) onpeaeneHsi
HacToAwmmMmn Mpasunamu. CoctaB M Gopmbl BCMOMOraTe/ibHbIX YYETHbIX AOKYMEHTOB OnpeaensoTca
apPXMBOM CaMOCTOATENbHO.

3.4.1. B cocTaB OCHOBHbIX (06A3aTe/IbHbIX) YYETHbIX JOKYMEHTOB apXMBa BXOOAT:

KHMra yyeTa MOCTYNAEHUA OOKYMeHTOB (nNpunoxkeHme N 5) - gns yyeTa KakAoro nocrynieHus
apPXMBHbIX OKYMEHTOB B apXMB, a TAK}Ke KOJIMYECTBA M COCTaBa apXMBHbIX AOKYMEHTOB, NOCTYNUBLLIMX Ha
XpaHeHue 3a onpeaeneHHbIN XPOHONOTMYECKUIA NepUo BPEMEHMU; COCTOAHUA X ONUCAHUSA;

cnucok ¢oHaoB (npunoxkeHune N 6) - 4ns perucTpaumm NPUHATLIX Ha XpaHeHWe apXuBHbIX GOHAOB,
NPUCBOEHMA MM HOMEPOB, Y4YeTa KO/IMYecTBa apXUBHbIX GOHAO0B, HAXOAALWMXCA Ha XPaHEHUU U
BblObIBLLNX;

MCT PoHOa - ANA yyeTa B paMKax apxMBHOro ¢oHAa Ko/amMyecTBa M cocTaBa OnNucen gen,
OOKYMEHTOB M UX HYMepaLMn, KOANYECTBa M COCTaBa apXMBHbIX AOKYMEHTOB, COCTOAHUA UX OMNMUCaHuA,
OANHAMUKM M3MEHEHWNI MO KaKAoW OnucK Aes, AOKYMEHTOB U apxMBHoMy $oHAY B Lenom, duKcaumm
M3MEHeHU B Ha3BaHUKU apxmnsBHoro ¢boHaa;

JINCT y4YeTa ayanMoBu3yaibHbIX IOKYMEHTOB - A1 y4eTa KO/IMYeCcTBa ayAuoBM3YasibHbIX JOKYMEHTOB
onpeaeneHHoro suaa npu ux HepoHA0BOM OpraHM3aLMK; yueTa U HymepaLumn onuceit ayanosmnsyanbHbIX
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OOKYMEHTOB, AMHAMMKM UX UBMEHEHUIA;

onucb aen, [OKYMeHToB (npunoxkexusa N 7 - 8) - ana NoeAMHUYHOIO M CYMMAPHOTO yYeTa apXMBHbIX
OOKYMEHTOB, 3aKpensieHMA NopagKa WX CUCTEMATM3aLMU, y4yeTa M3MeHeHW B cocTaBe M obbeme
APXMBHbIX LOKYMEHTOB, BK/IKOYEHHbIX B A@aHHYO OMNKCh;

peecTp onuceit nen, OOKYMEHTOB - O1A Pernctpauun onucein pnen, OOKYMEHTOB, yyeTa WX
KO/IM4YecTBa U COCTaBa;

WHBEHTAPHas KHMra yYeTa Aen, MMeoLWmnX B 0POPMIEHMUM UK B MPUNONKEHUN K HUM APArOLeHHbIe
METAN/Ibl U KAMHMU, - A5 NOEAUHUYHOIO M CYMMAPHOTO YYeTa COCTABa M COCTOAHUA TaKMX AenN;

nacrnopT apxMBOXpaHUANLWA (NPOMN3BOJIbHOW GOPMbI) - AN CYMMAPHOTO yYeTa apXmMBHbIX GOHAOB
N apXMBHbIX LOKYMEHTOB AAaHHOMO aPXMBOXPAHUANLL;

JIUCT yYeTa U ONUCAHNA YHUKANbHOTO AOKYMEHTa;

Cnuncok $poHAO0B, coaeprKamx 0cobo LLeHHble JOKYMEHTbI;

OnNunCb 0c060 LEHHbIX AeN, LOKYMEHTOB UAN NepeyeHb HOMepPOB 0CO60 LEHHbIX Aen (HOMEPHUK);

peecTp onucei 0cobo LeHHbIX e, AOKYMEHTOB;

KHUra y4yeTa nocTynaeHui ctpaxosoro poHaa n doHAa NoAb30BaHMS;

onucb cTpaxosoro ¢poHAa;

aeno  ¢oHAa - KOMMIEKC [OOKYMEHTOB MO  MCTOPUMM  MCTOYHMKA  KOMMJAEKTOBAHMA
(boHpo0bpasoBaTenn) n apxmuBHoro GpoHAa, BeAyWMACA Ha Kaxabli apXMBHbIKM ¢doHA, 06beaNHEHHbIN
apxMBHbIA GOHA M APXMBHYIO KOANEKUMIO; NpU HepOHA0BOM OpPraHM3auMm ayamoBu3yasbHbIX U
3NEKTPOHHbIX LOKYMEHTOB - A€/10 OPraHU3auMM - CAATYNKA LOKYMEHTOB;

JINCT-3aBepUTENb AeNa - A/1A yYeTa KoJIMYecTsa JIMCTOB B Aese (npunoxkeHune N 3);

BHYTPEHHSAA ONUCb AOKYMEHTOB AeNna - 418 e, B COCTaB KOTOPbIX BXOAAT YHUKA/IbHble JOKYMEHTbI.

3.4.2. B cocTaB BCMOMOraTeNbHbIX YYETHbIX OKYMEHTOB apXMBa BXOAAT:

KAapTOYKM M KHUTU aBUKeHUAa ¢GOHOOB, ONUCEN nen, OOKYMEHTOB, KHUMM yyeTa LO0KYMEHTOB,
nepeAaHHbIX B 4pyrMe apxusbl, KHUIN yyeTa GOHA0B U LOKYMEHTOB, BblAENEHHbIX K YHUUTOXEHUIO, KHUTU
NoBMAOBOrO yyeTa JOKYMEHTOB U Ap.

ApxuB BMpaBe BeCTU Apyrne BCMOMOraTe/ibHble y4yeTHble AOKYMEHTbl, KOTOpble BK/AKOYaloTCA B
CXeMy y4yeTa AOKYMEHTOB.

BcnomoraTesibHble y4YeTHble AOKYMEHTbl MOFyT BECTUCb Ha OYMa)KHOM W/UAN SNEKTPOHHOM
HOCUTENSX.

Obwme TpeboBaHUA K yYeTHbIM OKYMEHTAM apXx1Ba

3.5. YueT apxuBHbIX AOKYMeHTOB nepuoaa o 1917 r. BeaeTca pasfesibHO OT y4eTa apXMBHbIX
OOKYMeHTOB nepuoga nocne 1917 r. ¢ camocToATeNIbHOW MNOPSAKOBOM Hymepaumein ¢oHA0B.
MUCKNIoYeHWe COCTaBAAIOT CNeunannm3npoBaHHble apXMBbl, XPaHALLME APXMBHbIE LAOKYMEHTbI JIMYHOIO
NPOUCXOXKAEHNA N AYANO0BU3YANTbHYIO LOKYMEHTALMIO.

Homepa apxuBHbix ¢oHAOB nepuona nocne 1917 r. B apxvBe AOKHbI MMeTb MHAEKC "P",
oTaensemMblit oT LndpoBoro o603HaveHNs Homepa apxmsHoro ¢oHaa YepTon (P-1, P-2 u 1.4.).

Homepa apxuBHbIX GOHAOB SIMKBUAMPOBAHHOIO MAPTMIMAHOINO apPXMBA, BK/IOYEHHbLIX B COCTaB
apxmBHbIX GOHA0B rocyfapCcTBEHHONO apxmBa cybbekTa Poccuiticko Pepepaumn, ONKHbI UMETb MHAEKC
"M", oTaensemslit oT UndppoBoro o603HaueHNs Homepa apxmsHoro doHaa YepToni (M-1, N-2 n T.4.).

MepeHymepaLma apxvBHbIX GOHAOB MPOM3BOAUTCA B MUCKAOUUTENbHBIX CAYy4adAX M TOJbKO C
paspeLleHmnA COOTBETCTBYIOLLENO YNONHOMOYEHHOIO OpraHa UCNOIHUTE/IbHOM BAAcTU B chepe apXMBHOTO
aena.

3.5.1. U3meHeHUsA B y4eTHble 4OKYMEHTbI BHOCATCA TO/IbKO HA OCHOBaHMM COOTBETCTBYIOLLMX aKTOB
(ecm. nn. 3.7.1, 3.7.2, 3.7.3), yTBEPKAEHHbIX B YCTaHOBAEHHOM MOpPAAKe.

Mocne BHeceHWA M3MEHEHWIH B YYETHble AOKYMEHTbl aKTbl NomeliatoTca B geno ¢oHaa, npu
HedOHA0BOW OPraHM3aLUKN APXMBHBIX OKYMEHTOB - B A€/10 OPraHU3aLMm - CAATYMKA [LOKYMEHTOB.

AKTbl HymepyloTca B aene ¢poHAa No BMAAM aKTOB B BaNoBOM nopsagKke; npu HedoHAOBOWM
OpraHM3aLmn apXMBHbIX JOKYMEHTOB - B AeNe OpraHM3aLmn - CAATYMKA AOKYMEHTOB.

3.5.2. B KHUTY y4yeTa NOCTYNAeHU 4OKYMeHTOB (npuaoxkeHune N 5) nocienoBaTesibHO BHOCATCA BCe
NnepBMYHbIE M MOBTOPHbIE MOCTYNJEHUA APXMBHbLIX AOKYMeHTOB. Kaxpgoe noctynieHve B npepenax
OTYETHOrOo roAa noJsiy4aeT NopPAAKOBbIN HOMEpP B Ba/IOBOW NOC/Ne40BaTE/IbHOCTH.
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ExxeroaHo Ha 1 AHBapA NOABOAUTCA UTOT KOIMYECTBA MOCTYNMBLLMX 32 O, apXUBHbIX JJOKYMEHTOB.

3.5.3. B cnucok poHaos (npunoxkeHme N 6) apxuBHbIA GOHA 3anNMCbiBaeTCcA TONbKO OAUH pas Npu
NnepBOM MOCTYMNJ/IEHUU B apxuB. He gonyckaeTca BHeceHMe apxmMBHOro ¢poHAa B CNMCOK GOHAOB paHee
NOCTYMN/IEHUA €ro apXUBHbIX LOKYMEHTOB Ha XpPaHeHMUe.

Homep, npucBoeHHbIN apxnuBHoMy GOHAY MO Crnmcky GOHAOB, ABAAETCA €ro yYeTHbIM HOMEPOM,
COXPaHAEeTCs 32 HUM BO BCEX YYETHbIX JOKYMEHTaX.

B cneunannsnpoBaHHOM apxmMBe AOKYMEHTOB MO JMYHOMY COCTaBYy K HOMEPY apXMBHOro ¢oHAa,
NPUCBOEHHOMY KOMMJIEKCY [AOKYMEHTOB MO JMYHOMY cocTaBy ¢oHaoobpasoBaTtens, yepes apobb
nobasnseTca Homep apxmMBHOro GoHAA, 33 KOTOPbIM YYTEHA AOKYMEHTaLMA MO OCHOBHOW AeATENbHOCTU
doHpoobpasoBaTens.

Ons yyeta apxmBHbIX GOHAOB MCMNO/b3YIOTCA HOMEPA B Ba/IOBOM MOCNEA0BaTENbHOCTU, A TaKKe
"cBoOOAHbIE HOMeEpa" - HOMepa apxMBHbIX GOHAOB, APXMBHbIE AOKYMEHTbI KOTOPbIX paHee 6Oblau
BblAeNEeHbl K YHUUTOXEHWUIO B YCTAaHOBJIEHHOM MNOPSAKE WM BKAKOYEHbI B COCTaB 06begMHEHHbIX
apXMBHbIX POHAOB 1 KOTOPbIE PAHEE HE UCNONb30BAIUCD.

Homepa yTpauyeHHbIX, nepefaHHbIX B ApPyrMe apxvBbl apXMBHbIX GOHAOB, a TaKXKe Homepa
apxmBHbIX GOHAOB, BOWeAWMX B COCTaB 06beANHEHHOro apXxuBHOro ¢GoHAA, apXMBHbIE OOKYMEHTbI
KOTOPbIX PaHEE MUCMO/b30BaNINCh, HE MOTYT BbITb NPUCBOEHbI BHOBb MOCTYMMBLUMM apXMBHbIM hOHAAM.

O6begmHeHHble apxmuBHble GOHAbI U aPXUBHbIE KOMEKUMWN YUUTLIBAIOTCA Ha 0BOLMX OCHOBAHUSAX.
O6begMHeHHOMY apxuBHOMy ¢oHAY, o06pa3oBaHHOMY W3 apXMBHbIX (GOHAOB, pPaHee Y4YTeHHbIX
CamMOoCTOATENbHO, NPUCBAMBAETCA HOMEP OAHOI0 13 apPXMBHbIX POHAOB, BKAOYEHHbIX B €r0 COCTaB.

HasBaHue apxnBHOro ¢oHAa BHOCUTCA B CNMUCOK GOHA0B Ha OCHOBAHUM UCTOPUYECKOM CNPABKK AN
TUTY/ZIbHOIO JINCTA ONUCK AeN, AOKYMEHTOB.

Ha3saHue apxuBHOro ¢oHAa COCTOUT M3 MNOJMHOTO M (B CKOBKax) odpuUMaNbHO MNPUHATOrO
COKpaLLLEeHHOro Ha3BaHMA ¢oHA00OpPa3oBaTeNA C YKa3zaHMEM ero NOAYMHEHHOCTN, MECTOHAXOXKAEHMUS,
KpaliHuX AaT cyuwecrtBoBaHuA. Ecnm HasBaHue poHA00Opas3oBaTens MEHANOCb, TO B crnvcke ¢OHAO0B
YKa3blBaeTCA ero nocaegHee HasBaHWe B paMKax Nepmnosa, 3a KOTOPbIN NPUHATLI apXMBHbIE LOKYMEHTDI.

HasBaHMe 06beaAMHEHHOrO apXnMBHOTro GpoHAa COCTOMT M3 0606LEHHOIO Ha3BaHMUA BKJIIOYEHHDIX B
Hero apxmBHbiXx GOHAOB, M3 Ha3BaHWUS PYKOBOAALWEW oOpraHM3aumm wm o0606WEeHHOro Ha3BaHUA
NOAYMHEHHbIX €M OpraHM3aumii, M3 nNepeyHA Ha3BaHWIM CMEHABLUMX APYr Apyra oOpraHM3auuii.
KOHKpeTHble Ha3BaHMA BCEX OPraHU3aLMi, apXWBHbIE AOKYMEHTbI KOTOPbIX BOWAN B 06beaMHEHHbIN
apXMBHbI GOHA, a TaKXKe UX NepermMeHOBaHMA YKasbiBatoTca B incTe GoHAa.

HaseaHue apxmMBHOro GpoHAa NMYHOTO NPOUCXOXKAEHMA COCTOUT U3 GaMUANN U MHULMAJIOB ML,
ero nceesaoHMMa, TUTYyNa, pPaHra, 3BaHMA; Ha3BaHWe apXUBHOro ¢oHAa CeMbU UK poaa - M3 daMUANIA U
WHULMANO0B rNaBHbIX Y1EHOB CEMbU MW POAA U UX TUTYIOB, PAHIOB, 3BaHU. DaMnanKn, UMeHa, OTYeCTBa,
TUTY/bl, PaHIU, 3BaHUA, POACTBEHHbIE OTHOLLEHWUS BCEX YIEHOB CEMbM UKW POAa YKasbIBalOTCA B INCTE
doHAaa.

B Ha3sBaHWM apXMBHOWN KOM/EKUMW YKa3blBaeTca Npu3HaK (Npu3Haku) ee popmMmnpoBaHUs, a npu
HeobXo0AMMOCTHU - U ee COCTaBUTENb (NPEXKHNI Bnaaenel, cobnpaTtenb KONNeKumn).

ExxerogHo Ha 1 AHBapsA K CNUCKY GOHAOB COCTaBNAETCA UTOrOBasA 3aNUCb O KONMYECTBE apXMBHbIX
$oHO0B, NOCTYNMBLWIMX WM BbIOLIBIWIMX B TeyeHWe roga, U obuwem KoinyectBe apxvMBHbIX (OHAOB,
Haxo4AWMXCA Ha XpPaHEHUM B apXuBe.

Cnucok ¢oHAOB 3aKNtoYaeTcs B TBEpAyt OONO0XKKY, JIMCTbl HYMEpPYIOTCA, COCTaBAsETCA JINCT-
3aBepuTenb.

MepeneyaTka cnucka ¢OHAOB OCYLLECTBASETCA TO/IbKO C paspelleHnss COOTBETCTBYHOLWENO
YNOJIHOMOYEHHOIo OpraHa UCNOJIHUTENbHOW BAacTM B chepe apxuBHOro gena. B stom cnyyae B cnmcok
$oHO0B 00653aTe/IbHO BHOCATCA HOMEpa, Ha3BaHMA WM OCHOBaHMA BblObITUA BCEX apXMBHbIX GOHAOB,
HOMepa KOTOPbIX 3aHMMATb 3anpeLLaeTcs.

3.5.4. lnuct doHAa COCTABAAETCA HA KaXKAbl apXMBHbIN doHA. B HEM yunTbIBAOTCS BCE apXMBHbIE
OOKYMEHTbl apXMBHOIro poHAa, BKAOYAsA HEONUCAHHbIE U CEKPETHbIE.

Nnct poHaa MOoXKeT BbITb NEePeCcoCTaB/eH TOIbKO B C/lyYae, eC/iM OH HEUCMPaBUMO NOBPEXKAEH UK
nepecraet oTpa)kaTb (aKTUYECKoe cocTofHWMe M obbem apxuBHoro ¢oHAa, nocne nepepaboTku
apxmBHoro ¢oHAa WAM  co3gaHus obbeauHEeHHOro apxuBHoro ¢oHAa, YTOYHEHUA UCTOPUM
doHpgoobpasoBatens. B cnyyae nepecoctaBneHus nucta GoHaa paHee AelicTBOBaBLIMI nucT doHAa
nomeuaerca B geno poHaa. B BepxHem npaBom yrny oboux nuctos ¢oHAa AenatoTcs oTMeTKu: "Jluct



nepecocTaBien" ¢ ykazaHMeM AaTbl NepecocTaBAeHua, A0NKHOCTM U NOANUCK NMLE, OTBETCTBEHHOIO 3a
yuer.

Nnctbl GOHOOB XpaHATCA B MOpPALKE HOMEPOB apxMBHbIX GOHAOB B nanke. K Kaxkaon nanke
COCTaBAAETCA /INCT-3aBEPUTENb, FAE YKA3blBAOTCA HavasibHble M KOHEYHblE HOMEPa aPXMBHbIX GOHA0B U
obLee KONMYECTBO apXMBHbIX GOHA0B, IMCTbl KOTOPbIX HAXOAATCA B MarkKe.

K nnctam ¢oHO0B BeayTCA yKasaTenn Ansa OnepaTMBHOIO NMOUCKA B apXMBe apXMBHbIX LOKYMEHTOB
TO UNN NHOM OpraHn3aLmu.

3.5.5. JlucTbl yyeTa ayaMoBM3yasibHbIX AOKYMEHTOB COCTaBAAOTCA NpU HeHOHAOBOW OpraHM3aumm
APXMBHbIX JOKYMEHTOB pa3Ae/ibHO Ha pasinyHble BUAbl KWHOGOTODOHO- N BUAEOLOKYMEHTOB. [opAaoK
HYMepaLMn U XpaHEeHUA INCTOB yYeTa ayanMO0BM3YyasibHbIX JOKYMEHTOB aHA/IOTMYEeH NOPAAKY HyMepaLLnm
W XpaHEeHUA TNCTOB GOHA0B.

3.5.6. B onucn gen, aokymeHTtoB (npunoxeHuna N 7 - 8) eAnHUUbI XpaHeHUs/eaAnHUUbI yyeTa
YUYMTbIBAOTCA B COOTBETCTBUM C UX CUCTEMATU3aLLMEN 33 NOPAAKOBLIMM YYETHbIMU HOMEPAMM.

Homepa aen ¢ TEKCTOBOM CONPOBOAUTENIbHOW AOKYMEHTaUMEN K ayAMOBU3YyabHbIM AOKYMEHTAM
[OO0N1XKHbl COOTBETCTBOBATb YYETHBIM HOMEPAM ayAN0BU3Ya/bHbIX OKYMEHTOB.

Onucam gen, AOKYMEHTOB NPUCBAMBAIOTCA y4eTHble HOMepa No AUcTy ¢oHaa; Npu HepoHA0BOWN
OpraHM3aLnKM apXMBHbIX AOKYMEHTOB - MO JINCTY Y4eTa ayanMoBM3yasibHbIX AOKYMEHTOB ONpeaeeHHOro
Buaa.

He ponyckaeTca npucBoeHMe oOnucAM Aef, AOKYMEHTOB OAMHAKOBbIX YYETHbIX HOMEpPOB, 3a
WCKNIOYEHNEM CNlyYaeB, NpeayCMOTPEHHbIX n. 3.7.7.

B KOHLe onncK gen, JOKYMEHTOB BO BCEX €€ IK3eMMAAPaX AENAETCA MTOTOBaA 3aMnCb, B KOTOPOM
YKa3blBAeTCA KOJ/IMYECTBO HAXOAALIMXCA HAa XpaHEHWU eAMHUL, XpaHeHus/eauHuUu, yyeTa, nepsblid U
nociaeaHWit Homepa eanHUL, XpaHeHUs,/e4MHUL, yYeTa No ONncK, OroBapuBatoTCA MMEIOLLMECA MPOMYCKM
HOMEpPOB, IMTEPHbIE HOMEPA, BblObIBLLME eANHULBI U OCHOBAHWE WX BbIObITUA.

B uTOroBoi 3anucu K onucu Aen apxMBHOro ¢oHAa /IMYHOIO MPOUCXONKAEHWUSA, BKAOYAIOLLEN
eAMHULbl XpaHeHusA/eAuMHMLbl yYeTa Ha pPas/vdHbIX HOCUTeNAX, AOMOAHUTENbHO YKasblBaeTcAa
KO/IMYECTBO TaKUX eANHULL XPaHeHUA/eAuHNL, yyeTa.

Mocne Kaxaoro NoCTynieHMa Uan BblbbITUA apXMBHbIX LOKYMEHTOB COCTaBAAETCA HOBasA UTOroBas
3anu1Cb K ONUCKU Aen, LOKYMEHTOB, KOTOpaa NOAMMCLIBAETCA ee COCTaBUTENIEM C YKA3aHUEM AOIKHOCTU U
[ATbl COCTaBNEHUA.

Ecnn onuce gen, 4OKYMEHTOB COCTOUT M3 HECKObKNX FOA0BbIX Pa3aenioB, TOMOB, UTOrOBasA 3anuchb
COCTaBAAETCA K KaXA0My rogoBOMy pasgeny, TOMy; KPOMe TOro, K KaxKaoMy nocieaytowemy rogosomy
pasgeny, TOMy B HapacTatoLem NopAAKe COCTaBAAETCA CBOAHAA UTOrOBas 3aMMChb.

Kaxkgas onucb gen, 4OKYMEHTOB, TOM ONUCKU AeN, AOKYMEHTOB A0/KHbl UMETb INCT-3aBEPUTEND
(npunokenue N 3).

3aKoHYeHHan onucb Aen, AOKYMEHTOB A0J/IXKHA BK/AOYATb, KaK Npasuno, He 6onee 9999 eanHuL,
XpaHeHUs, eANHUL, yyeTa.

ApxuB A0/KEH UMeTb 3 3K3emMnaapa onucen aen, A4OKYMEHTOB, NEPBbIN U3 KOTOPbIX ABASETCA
CTPaxoBbIM.

Ecnn onucb aen, AOKYMEHTOB NepecocTaB/ieHa, TO OANH 3K3eMNIAP paHee AeNCTBOBABLUEN ONUCK
OeNn, LOKYMEHTOB BK/IKOYAETCA BO BHOBb COCTAaBNEHHYIO ONUCH AeJl, AOKYMEHTOB 33 NOCAeAHUM YYETHbIM
HOMEPOM, OCTa/IbHbIE SK3EeMMIAPbI BbIAENAKTCA K YHUUTOXKEHMUIO B YCTAaHOBNEHHOM MOpPAAKE.

3.5.7. Mo peecTpy onucei BegeTca NoeauHUYHbIA U CYMMAPHbIA yYeT onucein aen, LOKYMEHTOB
apxmBa. B 3aBMCcMMOCTM OT opraHmM3aLmMm paboTbl MO y4eTy B apXmBe peecTpbl ONMCel BeayTca B paMKax
APXMBOXPaHW/IMIL, FOCYAAaPCTBEHHbIX apXMBOB U/WNM apXMBa B LIE/IOM, YTO OTPaXKaeTcs B Cxeme yyeTa
OOKymeHTOoB. KaxKaom HOBOM onucu aen, 4OKYMEHTOB NPUCBAnUBaETCA ovyepenHOoM NopsaaKOBbIA Homep
Mo peecTpy, KOTOPbIV NPOCTABAAETCA HAa 0610KKe ONUCK e/, LOKYMEHTOB B BEPXHEM 1EBOM YTy.

ExxerogHo Ha 1 sHBapA B peecTpe onuncel CoCTaBAAETCS UTOrOBas 3aNM1Cb O KOJIMYECTBe onucen gen,
OOKYMEHTOB, MOCTYNUBLUMX U BblObIBLUMX B TEYEHME rO4a B apXUB, U X 0OLLEM KO/IMYECTBE.

3.5.8. lMacnopT apxMBOXPaHW/ULLA COCTABAAETCA EMKErogHO KaXAblM apXMBOXPaHWAULLEM W
OoTparkaeT 06beM pasMeLLeHHbIX B HEM apXUBHbIX GOHAOB, A/ U aPXMUBHbIX IOKYMEHTOB.

lMoKa3aTtenn nacnopTa apXWMBOXPaHUAMLLA ONPeaenArTcA apXMBOM CaMOCTOSTENbHO C y4YeTom
COCTaBa M COCTOSIHUA XPaHALLMXCA B KOHKPETHOM apXMBOXPAHUINLLE APXMBHbIX OKYMEHTOB.

3.5.9. leny PoHAa npucBamBaeTca HoOMep apxmBHoro poHAa, Ha KOTOpPbIA OHO 3aBeAeHOo. B aeno



doHAa BKAOYAKOTCA: UCTOPMYECKasa cnpaBka no uctopumn ¢oHaoobpasoBaTesia U UCTOPUM aPXUBHOIO
doHAa; aKTbl, PUKCMpYIOLWME U3MEHEHNA B COCTaBe M 0b6beme apxmBHOro ¢oHAa, B TOM YMUC/e aKTbl O
paccekpeumMBaHMM OOKYMEHTOB; KOMWA XapaKTEPUCTUKM apxmMBHOro ¢oOHAA, COCTaBAEHHON AnA
nyteBoaMTeNs (CNpaBOYHUKA); MHCTPYKLMM NO paboTe C apXMBHbIMW SOKYMEHTaMW apXnBHOTo ¢poHaa, B
TOM YMCE MO YCOBEPLUEHCTBOBAHMIO U NepepaboTKe onucen aen, LOKYMEHTOB, CXEMbl CUCTEMATMU3aL MK
APXMBHbIX JOKYMEHTOB apXMBHOIo GpoHAa.

Ecnn apxvBHble AOKYMEHTbI, NoAnexalwme BKAOYEHWUIO B geno PpoHpa, HaxogAaATca B cocTase
eaMHUL, XpPaHeHUs, TO B Aeno poHAa BKAOYAETCA CNPaBKa C NepevyncieHmemM 3TUX eANHUL, XPaHEHUA U UX
apPXMBHbIX WKpPOB.

Oena ¢poHpos opraHos KIMCC, BJIKCM, B KOTOpble BKIKOYEHbI apXMBHbIE AOKYMEHTbI MO UCTOPUK
$OHO0B NEepPBUYHBIX MAPTUNHBIX U KOMCOMOJIbCKMX OpraHnsaumi, pachopmmnpoBaHuio He noanexkar. B
aena ¢GoHAOB NEpPBUYHbIX MAPTUMHBLIX MU KOMCOMONIbCKMX OpraHM3auuii MomeLLaroTca ChpaBKU €O
CBEAEHMAMM O HAXOXKAEHUN aPXMBHbIX LOKYMEHTOB MO UCTOPUK gaHHOro GoHaa B Aene gpyroro poHAa.

Odena ¢oHAoB, BOWeEAWMX B COCTaB 06beANHEHHOTO apXMBHOro ¢oHAa, BKOYAOTCA B €ro Aeno
doHAaa.

JoKymeHTbl gena ¢oHAa AO0MKHbI ObITb NPOHYMEpPOBaHbl C COCTAaBJAEHWEM /INCTa-3aBEpPUTENS,
noAwmnTbl (MPOLWHYPOBaHbI), 3aKNt04EHbI B TBEpAYto 06/10XKKy. K aeny poHaa coctaBnseTca BHYTPEeHHSAA
onucb. Jena poHAOB XpaHATCA B NopsAaKe HOMepoB poHA0B.

CoctaB [OOKYMEHTOB pfena OpraHuM3auum - MUCTOMHMKA KOMMJIEKTOBAHMA AOKYMEHTOB npwu
HedOHA0BOM OpraHM3aLLMN apPXMBHbBIX AOKYMEHTOB aHa/l0rMY€EH COCTaBY AOKYMEHTOB Aena poHaa.

Obuwue TpeboBaHMA K y4eTHbIM 6a3am AaHHbIX

3.6. YueTHble 6a3bl gaHHbIx (BJ]) B apxuBe obecneuynsatoT: MHPOPMALMOHHYIO NOAAEPHKKY YYeTa;
BeAEeHMEe LEeHTPaAIM30BaHHOIO rocyAapCTBEHHOMO yyeTa AOKYMEHTOB B aBTOMATU3UPOBAHHOM PEXUME;
onepaTuMBHOE MNpeACTaBfeHWE CBEAEHW O HaAM4MM B apPXMBE [OKYMEHTOB TOMO WAM WMHOTO
doHpmoobpasoBaTens.

MNepeyeHb PEKBU3IUTOB yyeTHbIX Bl dopmupyeTca B COOTBETCTBUM C MOKa3aTeNAMM OCHOBHbIX
(0bs3aTeNbHbIX) Y4YETHbIX [AOKYMEHTOB apxuBa M OMNPeAenserca CrneuvanbHO YNoJHOMOYEHHbIM
desepanbHbIM OPraHOM UCMOHUTENBHOM BN1ACTU B chepe apXxMBHOIo gena.

YueTHble B[] apxuBa [O/IKHbl ObiITb COBMECTMMbI C Yy4yeTHbiIMM B[] COOTBETCTBYOLWErO
YNONHOMOY€EHHOIO OpraHa UCNONHUTENbHOM BAAcTK B chepe apxXMBHOro aena.

YyeT nocTynneHua un BbIObITHA APXUBHbIX AOKYMEHTOB

3.7.1. Y4yeT NoCTyNAeHUA apXMBHbIX JOKYMEHTOB B apPXMB OCYLLECTBAAETCA Ha OCHOBAHMWM:

aKTa npuema-nepegayv 4OKYMEHTOB Ha XxpaHeHue (npunoskeHue N 9);

aKTa NpMema Ha XpaHeHue LOKYMEHTOB IMYHOro NpomncxoxkaeHus (npunoxenune N 10).

ApXVBHble JOKYMEHTbI CTAaBATCA Ha Y4YeT TaKkKe No pesy/bTaTam NpoBeAeHWs OTAE/bHbIX BUAOB
apxMBHbIX paboT (cm. n. 3.7.3).

Bce npuHATbIE B apXMB apXMBHbIE AOKYMEHTbI BHOCATCA B KHUTY y4eTa NOCTYNJAeHUA AOKYMEHTOB.
Kaxkapblh BnepBble NOCTYNUBLUUIA B apXMB apXMBHbI GoHA, 06beaNHEHHbIN apXuBHbIA GOHA, apXMBHasn
KOMNEeKUMA 3anucbiBaetca B CNUcOK GoHAoB (MpunoxkeHne N 6), Ha Hero 3amnosiHATCA AUCT PoHAa,
KapTOYKM yKasaTtens K ancty ¢oHaa, 3asoautca geno ¢oHaa. Ha ayamoBumsyanbHble JOKYMEHTbI NPKU UX
HedOHA0BOM OPraHM3aLLMM 3aMOHAIOTCA JINCTbI y4eTa KUHOPOTOPOHOLOKYMEHTOB U BULEOAOKYMEHTOB.
Kaaas Bnepsble NOCTYNMBLLAA ONUCb AeNl, LOKYMEHTOB YUMTbIBAETCA B PeecTpe Onucen.

CooTBeTCTBYIOLLME YYETHbIE CBEAEHUSA B YCTAHOBEHHOM NOPAAKE BHOCATCA TaK»Ke B yyeTHble B/,

3.7.2. YyeT BbIObITUA apXMBHbIX OKYMEHTOB M3 apXMBa OCYLLECTBAETCA Ha OCHOBAHUM:

aKTa O BbIAE/IEHUMN K YHUUTOXKEHUIO LOKYMEHTOB, HE MOA/EKALLMX XpaHeHuto (MpunoxkeHme N 11);

aKTa 0 HEMCMPABUMbIX NOBPEXKAEHUAX AOKYMEHTOB;

aKTa npuema-nepegayuv 4OKYMEHTOB Ha XxpaHeHue (npunoskeHue N 9);

aKTa 0 HeOBHapPYKEeHNN LOKYMEHTOB, MyTW PO3bICKA KOTOPbIX McHepnaHbl (npuioxeHue N 2);

aKTa BO3BpaTa AOKYMEHTOB COHCTBEHHMKY;

aKTa 06 U3BATUN NOAJIMHHBIX €AMHUL, XPaHEHUA, LOKYMEHTOB.
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ApXMBHblE AOKYMEHTbI CHUMAIOTCA C y4YeTa TaKkKe B pesy/ibTaTe NpoBeAeHUsA OTAe/bHbIX BUAOB
apxmMBHbIX paboT (cm. n. 3.7.3).

Heobxoanmble M3MEHEHUA BHOCATCS B OCHOBHble (06s3aTesibHble) U BCMOMOraTesibHble yYyeTHble
OOKYMEeHTbl apxmBa. [pun 3Tom B cyyae:

BblObITMA BCEX aPXMBHbIX LLOKYMEHTOB ONUCKU AN, AOKYMEHTOB HOMEP 3TOM ONUCU APYTUM ONUCAM
OeNn, [OKYMEHTOB He npucBaMBaeTcA M oOcTaeTcA CBOOOAHbIM; B peecTpe OMucelt penaerca
COOTBETCTBYIOLLAA OTMETKA;

BbIObITUA apxXMBHOTo ¢poHAa B cnucke ¢doHZoB (npunoxkeHne N 6) B rpade "OTmeTKa 0 BbIbbITUK"
YKa3blBaeTCA, Kyaa BblObl/1 apXUBHbIM GOHA, M aKT, HA OCHOBAHMMN KOTOPOTO OH BbIbbI.

Mpwn nepepayve apxmBHoOro ¢poHAA M3 OL4HOrO apxMBa B APYron nepenatotca 3 aK3emnaspa onucu
Aen, foKymeHToB M geno ¢poHaa. Konuma onucu gen, AOKYMEHTOB OCTAETCA B apxuBe-cAaTyuvke U B
KauyecTBe MPUNONKEHUA K aKTy npuema-nepenayun AOKYMEHTOB HA XpaHeHue (npunoxkeHne N 9)
BK/IIOYAETCA B apXMBHbIV GOHA, apXMBa-caaTymMKa.

Mpw BblAENEHUM K YHUUTOKEHWUIO BCEX APXMBHbIX LOKYMEHTOB apXMBHOrO GOHAA OAMH 3K3eMNAsap
ero onucer faen, 4OKYMEHTOB U AUCT doHAQ nomewatoTca B geno ¢oHaa. eno oHaa BKAOHaeTCa B
APXUBHbIM GOHA apxmBa.

3.7.3. KonnyectBo apxmBHbIX LOKYMEHTOB apXxMBa U3MEHAETCA B pesy/bTaTe:

BbIBEPKM YYETHbIX AOKYMEHTOB, MO WMTOram KOTOPOW BbIIBAEHbI OWWOKM, AONYLEHHblE MNpU
noAcyeTe KOMYECTBA XPAHALLMXCA aPXUBHbBIX LLOKYMEHTOB;

NMPOBEPKU HAMMUMA U COCTOAHUA aPXMBHbIX LOKYMEHTOB, B XO4€e KOTOPOM OOHapy»KeHbl
HeyyTeHHble, 33 IMTEPHLIMMU UAN MPOMYLLEHHBLIMW HOMEPaMM eAMHULbI XPaHEHUA/eaNHNLbI YYeTa;

pecTaBpaLmMmn apXMBHbIX LOKYMEHTOB, NOC/1e KOTOPOM O4HO Ae/0 Pa3fesieHO Ha HECKO/IbKO Aen;

OMMCaHUA AaPXMBHbIX SOKYMEHTOB, NepepaboTKn onucel aen, JOKYMEHTOB, B NpoOLEcce KOTOPbIX
BO3MOHO pa3gesnieHne nam obbeguHeHne eanHuL, XpaHeHus,/eauHnL, yuera.

OcHoBaHWEM gns BHECEHWUS USMEHEHMUI B YYETHble JOKYMEHTbI U yyeTHble B[, no pesynbtatam
YKa3aHHbIX paboT aBasoTCA:

aKT O TEXHUYECKMX OLIMOKAX B YY4ETHbIX LOKYMEHTAX;

aKT 06 06HapyKEHNN LOKYMEHTOB, HE OTHOCALLMXCA K AaHHOMY apxuBy, POHAY, HEYYTEHHbIX U T.4,.;

aKT 0 pa3geneHnun, obbegMHEHUN 4eN, BKIOYEHUN B 4E/10 HOBbIX LOKYMEHTOB;

aKT ONMCAHUA AOKYMEHTOB, NepepaboTKun onuce.

YyeT YHUKaNbHbIX JOKYMEHTOB 1 ocobo UEHHbIX JOKYMEHTOB

3.7.4. YHUWKanbHble [OOKYMEHTbl MognexaTr chneunasbHOMY [OCYAapCTBEHHOMY Yy4yeTy B
[ocynapcTBEHHOM peecTpe YHUKaNbHbIX AOKYMEHTOB ApxuBHOro ¢oHaa Poccuiickoit Pepgepauum,
nopAZoK BeAeHWA KOTOPOro onpeaenserca cneunanbHO YNOJIHOMOYEHHbIM defepanbHbIM OpraHOM
WUCMNONIHUTENIbHOM BAAcTM B cdepe apxMBHOIO Aenla, M FocyAapCTBEHHbIX pPeecTpax YHUKaAbHbIX
[OOKYMEHTOB apxMBHbIX GoHA0B cybbeKToB Poccuinickoit Pegepaunm.

Ha yHUKanbHble AOKYMEHTbI COCTABAAKOTCA IUCTbI Y4ETA M ONUCAHUA YHUKAIbHbIX OKYMEHTOB.

3.7.5. YueT 0c060 LeHHbIX JOKYMEHTOB BEAETCA NOo:

cnucky $oHA0B, cogepKalimx 0cobo LLeHHble AOKYMEHTbI;

onucAM 0cCob0 LEHHbIX A€/, AOKYMEHTOB WM MepeyHAM HOMepoB 0cob60 LEHHbIX Aen
(HomepHMKam).

B onncax ocobo LeHHbIX AeN, AOKYMEHTOB 338 HUMM COXPAHAITCA UX NPEXHUE yYeTHble Homepa.

Onuncb 0cobo LLEHHbIX e, AOKYMEHTOB COCTaBAAETCA Ha 0CO60 LieHHble AOKYMEHTbl O4HOM UK
HECKOJ/IbKUX ONUcen Aen, AOKYMEHTOB apXMBHOro ¢GoHAa B 3aBMCMMOCTM OT KOIMYecTBa 0cobo LieHHbIX
eAMHUL, XpaHeHua/eAMHWUL, ydyeTa B [AaHHOM ONWCM B HEOBXOAMMOM [N apxvBa Ko/MyecTse
3K3eMnaApoB..

Ecnm 601bLMHCTBO apXMBHbIX ZLOKYMEHTOB MO ONUCK Ae/1, LOKYMEHTOB ABAAIOTCA 0CO60 LLeHHbIMY,
oTAeNbHan onUcb 0cob0 LEHHbIX Aen, JIOKYMEHTOB He COCTaB/AETCS, a KONUPYEeTCA MMetoLLLasca onmcb. B
TAKOM C/ly4ae K Hell COCTaBAAETCA HOMEPHMUK.

CBeaeHUsA 0 KONMPOBaHUM 0COB0 LIEHHbIX AeN, AOKYMEHTOB B LIeNAX cO34aHMA cTpaxosBoro ¢boHAa
BHOCATCA B COOTBETCTBYlOLLME ONUCUM 0COBO LEHHbIX AeN, AOKYMEHTOB WM HOMEPHWKM MO Mmepe
NpoBeAeHNA UX CTPAaXOBOro KONMPOBAHUA.
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B “TOrosoi 3anucu ykasbiBaetcs obuiee KOMYecTBo 0cob60 LEeHHbIX eauHNL, XpaHeHna/eanHuL,
y4yeTa, BK/IOYEHHbIX B OMWUCb WAM HOMEPHMK. [lo 3aBeplweHMM KOMUPOBAHWUA BCEX eAUHULL,
XpaHeHuA/eaAMHML, yyeTa NO AaHHOM OMWCUM MAM  HOMEPHWMKY YKasbiBaeTca: "Bce eanHUUbI
XpaHeHusA/eaAnHMLbI y4eTa CKONMPOBaHbI, AaTa, A0/KHOCTb, nognuce".

Onucn 0cobo LUeHHbIX Aes, AOKYMEHTOB M HOMEPHUKU YyUMTbIBAIOTCA B peectpe onuceir ocobo
LEeHHbIX AeN, LOKYMEHTOB.

Mpn OTHECEeHMM aPXUBHbIX AOKYMEHTOB K 0C000 UeHHbiIM B onucax B rpade "MpumeyanHma"
HaMpPOTMB 3aro/IOBKOB COOTBETCTBYIOWMX eAMHUL, XpaHeHUA/eAMHUL, yYeTa NPOCTaBAAKOTCA OTMETKU
"ou".

B opyrnx yyeTHbIX 4OKYMeHTax oTmeTKa "OLl" npocTtasnaeTca K Homepy apxuBHoro ¢poHAa, HoMepy
onucK Aen, AOKYMEHTOB; AaHHAA OTMETKA ABAAETCA CNYXKEOHOW U He BXOAUT B apXMBHbIV WP eanHUL,
XpaHeHusa/eaAnHWL, yyeTa.

YYeT ceKpeTHbIX U PacCeEKPEUYEHHbIX aPXMUBHbIX LLOKYMEHTOB.
OdopmneHne paccekpeyeHHbIX aen

3.7.6. YueT CeKpeTHbIX apXMBHbIX OOKYMEHTOB BeAeTCA B COOTBETCTBMM C HOPMATUBHbIMMU
NPaBoOBbIMW AOKYMEHTaMU. B yYeTHbIX AOKYMEHTAX U apXMBHbIX WMbpPaxX eguHUL, XpaHeHUa/eanHuL,
yyeTa CeKpeTHble apxvBHble GOHAbI, ONUCU AEN, LOKYMEHTOB, eAMHMLbl XpaHeHua/eanHWUbl ydyeTa
obo3HauatoT uHaekcom "c" (cekpeTHo), "cc" (coBeplueHHO cekpeTHo), "oB" (ocoboit BarKHOCTH).

3.7.7. VI3meHeHMA B y4eTHble [OOKYMEHTbl MO pe3y/abTaTamM pacCceKpeymBaHWA APXMUBHbIX
OOKYMEHTOB BHOCATCS Ha OCHOBAHMWM aKTa O PacCeKpeYMBaHMM SOKYMEHTOB (npunoxkeHune N 12).

ApxuBHble GOHAbI, ONUCK Ae/, AOKYMEHTOB M eANHULLbI XpaHEeHWUA/eANHMLbI YUYeTa, BKAoYatolme
Hapsaay C CEKPETHbIMUN HECEKPEeTHbIe (pacceKkpeyeHHble) JOKYMEHTbI, B YYETHbIX LOKYMEHTAX U apXMBHbIX
wndpax eanHNL, XxpaHeHna/eanHnL, yyeta o603HayatoTca MHAEKCOM "cy" (CEKPEeTHO YacTUYHO).

Mpu pacceKkpeumBaHUM BCEX eAMHML, XPaHeHWA/eAMHWL, ydyeTa MO CEeKpPeTHOW onucu aen,
OOKYMEHTOB AaHHas ONMCb TaKXKe paccekpeymBaeTcs, nepesaeTcs Ha OTKPbITOE XPaHEHME U yYUTbIBAETCA
B incte GoHAA 33 TEM XKe HoOMepom, Ho 6e3 nHaekca "c", KOTopblid 3a4epKkuBaeTca Ha 06J10XKKe U Ha
TUTYZIbHOM NIUCTE AaHHOW onucu. B npaBom BepxHem yray ob6i0XKKU U TUTYIbHOTO AMCTa ONUCU gen,
OOKYMeHTOB npocTtasaaeTca wramn "PaccekpeyeHo".

Mpwu pacceKkpeymBaHMM HYacTU 4eN U apXMBHbIX LOKYMEHTOB MO CEKPETHOM ONUCK AeN, AOKYMEHTOB
Ha pacCeKpeyeHHble AeNla N apXmMBHble JOKYMEHTbI COCTABAAETCA OTAE/bHAsA ONUCh AeN, ALOKYMEHTOB,
HOMEpa eAuHUL, XpPaHeHUA/eANHNL, yYeTa B KOTOPOW OCTAlOTCA NPEeXHUMU. [Jaa BaNOBON Hymepaumm
TaKMX eaMHUL, XpaHeHna/eAnHUL, yyeTa Mcnonb3yeTca rpada 2 onucu aen, AOKyMeHToB. HoBas onucb
OeN, JOKYMEHTOB BMECTe C PacCeKpeYeHHbIMW AeNaMU U apPXMBHBIMU AOKYMEHTaMM nepepaeTca Ha
OTKPbITOE XpaHeHWE, y4nTbIBAEeTCA B ANCTe GOHAOB 3a TEM XKe HOMEPOM, YTO M CEKPETHas, Ho 6e3 HAeKca
.

Mpu paccekpeunBaHnmn BoNbLUEN YaCcTU AN U aPXMBHbBIX JOKYMEHTOB MO CEKPETHOW OMuUCK aen,
OOKYMEHTOB C fOaHHOW OMWCM  CHMMAETCA  KOMWA, NpPU  KOMMPOBAHMM  3ar0/fIOBKM  eAUHWL,
XpaHeHusA/eAMHUL, yyeTa, OCTaBNEHHbIX Ha CEKPEeTHOM XpaHeHMM, 3aKpbiBaloTcA. Konus onucu Ha
pacceKkpeyeHHble Aefla U apxMBHble AOKYMEHTbl NMepefaeTcs Ha OTKPbITOoe XpaHeHue. B aksemnnspe
onucK aen, LOKYMEHTOB, OCTaBLUENCA Ha CEKPETHOM XPaHEHWUW, COXpaHAEeTCA MX Hymepauua. B aucte
¢$oHAa TaKaA ONUCb YYUTbIBAETCA ABaXKAbl: SK3EMMIAP ONUCKU, OCTaBLUMNCA Ha CEKPETHOM XPaHEHWW, - C
COOTBETCTBYHIOLLEN MHAEKCALMEN CEKPETHOCTU, CKONMUPOBAHHDBIN 3K3eMNAApP, NepesaHHbIA Ha OTKpbITOe
XpaHeHue, - 6e3 nHaekca "c'.

Mpu paccekpeuymBaHUM OTAENbHBIX eAUHUL, XpaHeHUA/eAUHUL, y4eTa NO CEKPEeTHOW onucu gen,
OOKYMEHTOB OHW BK/IIOYAKOTCA B OMWUCb Aea, AOKYMEHTOB OTKPbITOTO XPaHEHUA COOTBETCTBYHOLLErO
apx1BHoro ¢oHAa 3a IMTEPHBIMM HOMEPAMU WM B BAJIOBOWN NOC/eL0BaTE/IbHOCTH.

B onucax aen, 4OKYMEHTOB, OCTAIOLLMXCA Ha CEKPETHOM XpaHeHuu, B rpade "lMpumedanma" npotus
3aro/I0BKOB pacCeKkpeyeHHbIX eAnHULL XpaHeHUA/eAMHUL, yyeTa NpocTaBaseTcsa wramn "PaccekpeyeHo”.
B cnyyae, Korga paccekpeyeHHble eauHWUUbl XpaHeHuAa/eAMHMUbl ydyeTa BK/AKOYEHbl B OMUCb Aen,
OOKYMEHTOB OTKPbITOrO XpaHeHUs (33 INTEPHBIMM HOMEPAMM UAWN B BASIOBOW NOC/e[0BaTENbHOCTH), B
cekpeTHol onucu B rpade "MpumeyaHnn" yKasbiBaeTca UX HOBbIN HOMeP.

Mocne paccekpeumBaHMA K OMUCAM A€, AOKYMEHTOB OTKPbITONO M CEKPETHOro XpaHeHWs



COCTaBAAIOTCA HOBble WTOroBble 3anucM 06 ob6bemax @aKTUUECKM YUTEHHbIX B HUX eauHuUL,
XpaHeHuA/eAnHUL, yyeTa.
Mpu paccekpeunBaHMmM 04HOMO UAN HECKOIbKMUX apXUBHbIX AOKYMEHTOB B COCTAaBE CEKPETHOro Aena

OHO OCTAeTCA Ha CEKPEeTHOM XpaHeHuu. K apxuBHOMy Wndpy Ha 06M0KKe Aena K uHAeKcy '"c
pobasnsetca 6yksa "4". Homepa NUCTOB pacCeKpeYeHHbIX apXMBHbIX LOKYMEHTOB MNEPEYUCNAOTCA B
rpade "MpumedvaHma" HaNPOTMUB 3arosI0BKA YaCTUYHO PACCEKPEYEHHOrO Aesa, a TakKe BO BHYTpPeHHel
onucu pgena. MNpu OTCYyTCTBUM B AeNe BHYTPEHHEM OMUCUM CBEAEHUS O PACCEKPEYEHHbIX APXMBHbIX
OOKYMEHTax OTParkatoTcA B INCTE-3aBEPUTENE C YKa3aHMEM HOMEPOB COOTBETCTBYHOLLMX INCTOB.

B npaBom BepxHeM yr/y 06/10KKM pacceKpedyeHHOoro aesa npocrasaserca wramn "PaccekpeyeHo".

MHugekc "c", "cc" nnm "oB" B Homepe aena 3avyepKkuBaeTcs.
YyeT apXMBHbIX AOKYMEHTOB JIMYHOTO MPOUCXOMKOEHUA

3.7.8. YueT MNOCTYNJeHUI apXMBHbIX AOKYMEHTOB JIMYHOIO MNPOUCXOXKAEHWA, NepenaBaembix
cobCcTBEHHUKOM B defepanbHyo cOBCTBEHHOCTb, B COBCTBEHHOCTL cybbeKTa Poccuiickoin deaepauum
AU MYHULMNANbHYIO COBCTBEHHOCTb, BEAETCA HAa OCHOBAHWM aKTa NMPMEeMa Ha XpaHeHMe AOKYMEHTOB
NIMYHOro npoucxoxaeHua (npunoxenme N 10). K akTy npwunaraloTca cAaTovyHas OMUCb apPXMBHbIX
OOKYMEHTOB WM pelleHUe 3KCNepTHO-MPOBEPOYHON KOMMUCCMM apxXMBa WMAM 3KCMEPTHO-NPOBEPOYHOM
KOMMCCUM YMNOAHOMOYEHHOIO OpraHa WMCMNoNHWUTENbHOW BnacTu cybbekTa Poccuiickoit Peaepauun B
cdepe apxmBHoro aena (ganee - 3MK) o npueme 3TUX LOKYMEHTOB B apXMB.

YYeT apXMBHbIX OOKYMEHTOB JIMYHOTO MPOUCXOXKAEHNA, HAXOAALWMXCA B YAaCTHON COBCTBEHHOCTH,
nepegaHHbIX Mo AOTOBOPY Ha XpPaHeHWe B apXMB, OCYLLECTB/SETCA B YCTAHOB/JEHHOM nopsaake (cm. m.
3.7.11).

N3meHeHMsA KOIMYEeCTBa M COCTaBa apXMBHbIX ZOKYMEHTOB JIMYHOTO MPOUCXOMKAEHMA B pesysibTaTte
MX OMWUCAHUA AOKYMEHTUPYIOTCA aKTOM OMWUCAHUA AOKYMEHTOB, Ha OCHOBaHMM KOTOPOro BHOCATCA
N3MEHEHMA B yYETHble AOKYMEHTbI. Ha OKYMEHTbI, He Nnog/iexaline XpaHeHUIo B apXuBe, COCTaBaseTcA
aKT BO3BpaTa [OKYMEHTOB COBCTBEHHMKY B ABYX IK3EMMNIAPAX, OANH M3 KOTOPbIX BMECTE C LLOKYMEHTaMU
nepegaeTca cCOOCTBEHHUKY.

He fonycKaeTca XxpaHeHWe B apXMBE HeYYTEHHbIX aPXUBHbIX LOKYMEHTOB IMYHOTO MPOUCXOMKAEHUA.

YyeT LOKYMEHTOB MO IMYHOMY COCTaBy

3.7.9. YyeT OOKYMEHTOB NO JIMYHOMY COCTaBYy, 3@ MCK/IOYEHMEM MPUHATbIX NO AOrOBOPY Ha
XpaHeHWe B apXMB AOKYMEHTOB MO /IMYHOMY cocTaBy (cm. n. 3.7.11), ocywectBaseTca Ha 06LMX
OCHOBaHMAX.

YyeT KoAn4yecTsa XpaHALWMXCA B apXMBE AOKYMEHTOB N0 IMYHOMY COCTaBy NPOBOAUTCA Ha OCHOBE
MX nogcyeTta no nmMctam GOHZOB M ONUCAM AEN MO JIMYHOMY COCTaBy C OUMKcaumel pesynbTaToB Mo
Kaxkgomy GoHAY M CYMMapHO MO apXMBY B KHUIe y4YeTa AOKYMEHTOB MO IMYHOMY COCTaBY (NPOM3BO/IbHOM
dopmbl).

Mo pesynbTaTam MNPOBEAEHUA ISKCNEPTM3bl LEHHOCTU AOKYMEHTOB MO /IMUHOMY COCTaBy Mo
nctedyeHUn 75-1eTHEro CpoKa WX XPaHEHUA B Yy4YeTHble [OOKYMEHTbl BHOCATCA COOTBETCTBYOLLME
N3MeHeHusn.

YueT gen, umeroLwmx B Od)OpMI'IEHMVI AparoueHHble MeTasl/ibl U KaMHU

(n. 3.7.10 He pacnpoCTpaHAETCA Ha FOCYAaPCTBEHHbIE U MYHULIMNA/IbHbIE MYy3en U BUBANOTEKM)

3.7.10. ApxuB, XxpaHALWMI gena, Mmetrome B 0popMIEHUN UK B NPUNOKEHUN K HUM ApParoueHHble
MeTasNbl U KAMHU, B COOTBETCTBMM C 3aKOHOAATeNbCTBOM Poccuiickoit Pepepauunn pernctpmpyercs B
COOTBETCTBYHOLLEN MHCMNEKUMM NPpobMpHOro Hagsopa MuHuctepctea ¢puHaHcoB Poccuiickoi ®epepaumu.

YyeT yKasaHHbIX e/ OCYLEeCTBASET MAaTEPMANbHO-OTBETCTBEHHOE INLLO, C KOTOPbIM PYKOBOAUTE/b
apXxMBa 3aKHYaeT 4OrOBOP O MaTepUanbHOM OTBETCTBEHHOCTM 33 COXPAHHOCTb M yYeT Aes, UMEIOLWMX B
0bOPMAEHUN UM B MPUAOKEHUN K HUM APArOLLEHHbIE META/INIbl U KAMHM.

YKasaHHble gena nepesaroTcs MaTepmnaibHO-OTBETCTBEHHOMY NLY Ha ceMpoBOE XPaHEHME, O YeM
AenaeTtcsa CoOOTBETCTBYOWAn oTmMeTKa ("'celidpoBoe xpaHeHMe") B oNucK ien, AOKYMEHTOB, U BK/OUYAKOTCA



B CMeLManbHy0 MHBEHTAPHYIO KHUTY yyeTa AeN, UMerLWmX B 0GOPMIEHUN AN B MPUIOKEHUN K HUM
AparoueHHble MeTasbl U KaMHU. [laHHaA MHBEHTapHasA KHUra COCTaBASeTCS M BeAeTCA B 3 aK3eMniApax.
MepBblli 3K3EeMNAAP XPaAHUTCA B MOAPA3AENEHUN, OCYLLECTB/AIOWEM LEHTPaAN30BaHHbIN (B pamKax
apxvBa) yyeT AOKYMEHTOB, BTOPOM - Y MaTepuasbHO OTBETCTBEHHOIO /MUa, TPETUA - B Byxrantepum
apxusa.

Jena BHOCATCA B MHBEHTAPHYIO KHWUIY NO MOPAAKY HOMEPOB apxMBHbiXx GOHA0B U onucel gen,
OOKYMEHTOB, @ BHYTPM KaK4OW ONUCKU fnen, AOKYMEHTOB - MO NopAgKy Homepos aen. Ha Gupke,
NPUKpPennsemMoi K 06103KKe Kaxaoro gena (npegmeTta), yKasbiBaeTcs HOMeEP, 33 KOTOPbIM OHO Y4YTEHO B
WMHBEHTapHOW KHure. Homep npoctasnseTca yYepes Apobb ¢ apxuBHbIM Wndpom (Hanpumep, uHB. N
1/TAP®, $. 572, 0n. 1, 4. 17).

K MHBEHTapHOW KHUre COCTaBAAETCA WMTOroBas 3anMucb, B KOTOPOW UMbpamMn M MPOMNUCHIO
YKa3bIBAKOTCA KOIMYECTBO Aen (NpeAMeToB), BHECEHHbIX B KHWUTY, AaTa COCTaB/AEHUA UTOrOBOWM 3anucw,
OOMKHOCTb U paMmnama maTepuasbHO OTBETCTBEHHOIO /iMLa.

JINCTbl NHBEHTAPHOM KHUIM A0 HaYana ee 3aM0/IHEHWUA NPOHYMEPOBbIBAIOTCSA, MPOLLIHYPOBbLIBAOTCS
N CKPEeNnnAoTCA NeyaTbio apxmea. Ha obopoTe nocnegHero AMcTa KHUMM AeNnaeTcsa 3anmncb 0 KoAMYecTse
JIUCTOB B KHWUT'e, KOTOPasA 3aBepsAeTcA NOANUCAMM PYKOBOAUTENSA aPXMBa, F1aBHOMO XpaHutens G¢oHA0B 1
CKpennseTca nevyaTbio apxmea.

ExkeroaHo cnewumanbHON KOMUCCUEN, CO34aBAaEMON NPUKA3OM PYKOBOAMUTENA apXMBa, NPOBOAMUTCA
WHBEHTapM3aUMa 4N, UMEOLLNX B ODOPMIEHUN NN B NPUIOKEHUN K HUM [paroLeHHble MeTanbl U
KamMHUW. MIHBEHTapM3aumMa NpPOBOAUTCA TaKKe B C/y4ae CMeHbl MATepuasbHO OTBETCTBEHHOrO /ML,
pyKOBOAMTENA apXMBa, FNAaBHOrO XpaHuTena ¢oHAoB. Pe3ynbTaTbl MHBEHTapu3auun odopMAAITCA
aKTOM, COCTaB/IIEMbIM B TPeX 3K3eMMAApax, OAWH M3 KOTOPbIX HAMPaB/AETCA B COOTBETCTBYHOLLMIA
YNOJIHOMOYEHHbIV OpraH UCMONHUTE/IbHOM BNacTu B chepe apxXmMBHOTO Aena.

YYeT apXMBHbIX 4OKYMEHTOB, HAXOAALLMXCS B YaCTHOM
COBCTBEHHOCTU, MPUHATLIX MO AOrOBOPY Ha XpPaHEHWE B apXmB

3.7.11. YueT gokymeHTOB ApxusHoro ¢oHaa Poccuinckon Peapepaumm, NPUHATLIX MO AOrOBOPY Ha
XpaHeHMe B apXMB Ha OCHOBAHMM aKTa Npuema-nepesayn 4OKYMEHTOB Ha XxpaHeHue (npunoxeHue N 9),
OCYLLECTB/IETCA B OCHOBHbIX YYETHbIX LOKYMEHTaX apXmnBa C COH604eHNEM CneayoWmxX 0CObeHHOCTEN:

B KHMre yyeTa MOCTYNNeHUN AOKyMeHTOB (npunoxkeHne N 5) yKasbiBaeTcAd COOCTBEHHWK WAU
Bnagenew, AoKymeHToB (rpada 3), Homep M AaTa aKTa npuvema-nepegaun (rpada 4), gata nognucaHus
O0roBopa o nepezave 1M CPOK AeNCTBUA AOrOBOPa;

npw BKOYEHMM apXmMBHOTo GoHAA B CNUCOK PpoHAoB (NpunoxkeHne N 6) K ero Homepy gobasnsaeTcs
nHaekc "A" ("porosop"), KOTOPbIA COXPaAHAETCA 3@ HUM BO BCEX YYETHbIX AOKYMEHTaX U apXMBHbIX
Wwndpax eguHUL, XpaHeHUn, eanHUL, yy4eTa; B rpade "Mpumedanuns" cnmcka GOHAOB TaKKe yKasblBatoTCA
COOCTBEHHUK WM BNagenel, apXmMBHbIX 4OKYMEHTOB, AaTa NOANMCAaHMA U CPOK AeNCTBUA A0roBopa.

KonnyectBo apxmBHbIX GOHAO0B, MPUHATbIX NO AOrOBOPY Ha XpPaHEHME B apxmB, YKa3blBaeTCs
OTAENbHOM CTPOKOW B UTOTOBbIX 3aNMUCAX B CNMCKe GOHA0B, KHUIEe y4eTa NOCTYNAEHUN SOKYMEHTOB.

3K3eMnasap A0roBoOpa, 3aKAOYEHHDbIM C COOCTBEHHUKOM UM BAAAENbLEM apXUBHbIX LOKYMEHTOB,
BK/ItoYaeTca B gesno GoHaa.

Mpw BbIOLITUM APXMBHbBIX LOKYMEHTOB apXMBHOIO GOHAA B CBA3M C UCTEYEHMEM CPOKA EF0 XpaHEHUA
B COOTBETCTBMM C JOFOBOPOM €ro HOMEpP HE MOKET HbITb MPUCBOEH APYroMy apXnMBHOMY GOHAY.

MpuHATbIE MO [OrOBOPY Ha XpaHeHMEe B apxmMB AOKyMeHTbl ApxuBHOro ¢oHaa Poccuiickoli
depepaunn, HaxoaMBLUMECA B YACTHOW COBCTBEHHOCTM M HA 3aKOHHOM OCHOBAHWW Nepeluejlive B
denepanbHyto cobCTBEHHOCTb, COBCTBEHHOCTb CybbeKTa Poccuiickon Pegepaumm UM MyHUUMNANBbHYLO
COHCTBEHHOCTb, YUYMUTHIBAKOTCA B OCHOBHbIX YYETHbIX JJOKYMEHTAX HapaBHE C OCTa/IbHbIMU JOKYMEHTaMM
apxuBa. B yyeTHbIX AOKYMEHTax M apXWBHbIX WKUdPax eauHUL, XPaHEeHUs, eaAnHUL, ydeTa nHaekc "a"
3a4yepkuBaetcs, B rpady "MpmumedvaHma" cnncka ¢oHA0B BHOCATCA COOTBETCTBYHOLLME CBEAEHMUS.

ApXMBHblE JOKYMEHTbI, HE BK/IIOYEHHbIE B YCTAHOBNIEHHOM NopsAKe B cocTaB ApxmBHOro ¢goHaa
Poccuiickolt depepaumm, B TOM Yyncie AOKYMEHTbI MO JIMYHOMY COCTaBY, MPUHATblE MO AOroBOPY Ha
XpaHeHMe B apxuB, y4UTbIBAIOTCA OTAENbHO OT AOKYMeHTOB ApxmBHOro ¢oHaa Poccuitickon depepaumm.
[na nx yyeta BeayTcs oTaeNbHble CNUCOK GOHAO0B, KHWUa y4yeTa NOCTYNNEHNN JOKYMEHTOB, a TaKKe IUCTbI
$OHAO0B 1 Apyrve yYeTHble LOKYMEHTbI.



Yyuet Konui dPXUBHbIX AOKYMEHTOB Ha NpaBax NOA/IMHHUKOB

3.7.12. Konuamun apxmBHbIX AOKYMEHTOB Ha npasBax MNOAJMHHUKOB ABAAIOTCA BKAIOYEHHbIE B
YCTaHOBNEHHOM nopsaake B coctaB ApxmHoro poHaa Poccuiickont Pepepaunm:

MUKPOPUIbMbI APXMBHBIX LLOKYMEHTOB, M3roTOBAEHHbIE U 0POpMIEHHble poHAOOOpa3oBaTenem B
COOTBETCTBUM C CYLLECTBYIOLLMMN HOPMATMBAMU;

KOMUW apXMBHbIX AOKYMEHTOB, NOA/IMHHUKM KOTOPbIX YTPAYeHbl UAN HaxoaATcA B COBCTBEHHOCTH
IOPUANYECKUX AN GUINYECKMX UL, B CUY YEFO HE MOTYT MNOCTYNUTb Ha MOCTOAHHOE XPAHEHWE B apPXUB;

KOMMUW apXMBHbIX AOKYMEHTOB, nepemelLeHHbix B CCCP B pe3ynbTaTte BTopoi m1MpoBOMN BOMHbI U
HaxoAAWwmMxca Ha TeppuTopum Poccuiickoit depepaLmm, NOAAMHHUKM KOTOPbIX BO3BPALLLEHbI B CTPAHbI MX
NPOUCXOXKAEHUA.

Konunm apxmMBHbIX AOKYMEHTOB Ha MpaBax MOAJ/IMHHMKOB, MNepefaHHble B  apXuB
¢$oHpo0bpasoBaTenem, yUUTLIBAKOTCA B cOCTaBe ero ¢oHAa No OTAENbHOM OnNucK Aen, AOKYMeHTOoB. Mpu
3Tom B rpade aaHHowm onncu "Konnyectso ancTos" yepes Apobb YKa3blBAETCA TAKIKE KOIMYECTBO KaapoB,
OTCHATbIX C O4HOrO Aena.

Konuu apxmBHbIX AOKYMEHTOB Ha MpaBax NOA/IMHHWKOB, OTCHATbIE C MOAJMHHbLIX AOKYMEHTOB,
KOTOpble yTPayYeHbl UAN HAaXxo[AaATCA B COBCTBEHHOCTU LOPUANYECKUX UAN GUINYECKUX NINL, @ TaKKe KONUK
nepemeLLeHHbIX AOKYMEHTOB, MOAJIMHHUKM KOTOPbIX BO3BpalleHbl B CTPaHbl MX MPOUCXOXKAEHMSA,
bopmMMpylOTCA B apXMBHble KOANEKUMU. ApPXUBHbIE KONNEKLMU Y4YMTbIBalOTCA B crnucke ¢OHO0B
(npunoskeHue N 6) B ycTaHOBNIEHHOM MopAAKe.

Konuu apxmBHbIX SOKYMEHTOB Ha MpaBax MOAJAUMHHWKOB, M3rOTOBJEHHbIE MALIMHOMMUCHBIM WUAK
anekTporpadmMyeckum cnocobom C apPXMBHbLIX AOKYMEHTOB Ha OymaKHOI OCHOBE, a TaKXe Komnuu
ayauMoBM3yaNbHbIX [AOKYMEHTOB (GOPMUPYIOTCA B eAuMHMUbI XpaHeHWa/eAuHULbl y4yeTa, KoTopble
YUYMTLIBAIOTCA B ONUCAX A€/, LOKYMEHTOB MO aHaNOMMM C NOAJIMHHBbIMU apXMBHBIMU AOKYMEHTaMWU Ha
COOTBETCTBYHOLUMX HOCUTENSIX.

3a eAMHULY XpPaHEHMUA KOMUI apXMBHbIX LOKYMEHTOB Ha NpaBax NOAJMHHUKOB, M3rOTOBNEHHDIX B
BUAE MMUKPOKOMWUIA, NpuHMMaeTca GU3NYECKM 0B60CODBNEHHbINM PYIOH MUKPOOUAbMA WAM KOMIMIEKC
MUKpPOPULL BHE 3aBUCMMOCTM OT KOJIMYECTBA OTCHATLIX Ha HEM AEN U apXUBHbIX AOKyMeHTOB. Kaxaan
eoMHNLA XPaHEHMA YYMTbIBAeTCA B OMUCK e, AOKYMEHTOB Mo CamMoCToATeNbHbIM HOmepom. B
WTOrOBOM 3anucK K OMWUCK AeN, OOKYMEHTOB HapAady C KOMYECTBOM eAMHWL, XPAaHEHUA MMKPOKOMUNA
YKa3blBaeTCA CyMMapHOEe KOJIMYECTBO COCTaBAALLNX UX KA pOB.

YyeT INCTOB B Aene, d)OTOOTI'IeLIaTKOB
B ¢0Toanb6ome, eaunHUL, XpaHeHNA B COCTaBe eANHULLbI YHETA
ayaAnN0BN3ya/ibHbIX AOKYMEHTOB

3.7.13. KonnyectBO AUCTOB B gefNe W eAMHWL, XPaHeHWA B COCTaBe eauHUUbl YyyeTa
ayAMOBM3YaNbHbIX AOKYMEHTOB YYMUTbIBAETCA Ha OCHOBE UX HyMepaLmm 1 GUKCUpyeTcs:

NUCTOB B Aene - B AncTe-3aBeputene (npunoskeHne N 3) 1 B COOTBETCTBYIOLLEN rpade onucy aen,
OOKyMeHToB (npunoxerHna N 7 - 8);

¢doTooTneyatkoB B PoToanbbome - BO BHYTPeHHen onucn ¢oToanbboma, a TaKke B
COOTBETCTBYlOLWEN rpade onncn ¢oToaibbomMos;

€ANHULBI XPaHEHUS APYTUX ayAMOBM3YasibHbIX JOKYMEHTOB - B COOTBETCTBYOLMX rpadax onucen
3TUX AOKYMEHTOB.

Mpu yyeTe eaMHUL, XpaHEHMA B COCTAaBE eAMHULbI yYeTa ayAN0BN3YaIbHbIX JOKYMEHTOB:

eANHULbI XpaHeHUA aMaduAbMOB PacrnonaratoTcs no nopsaKy HOMepPOB PY/IOHOB;

€ANHULLBI XPAaHEHUA KUHOA0KYMEHTOB Pacno/iaratoTcs no 3n1emMmeHTamM KOMMEKTa, BHYTPU KOTOPOTo
HYMepYIOTCA No NopsaaKy HOMepoB YacTel;

eaANHULbI XpaHeHUA GOHOAOKYMEHTOB PacnonaraloTcs B NopsaAKe NPOU3BOACTBEHHbIX HOMEPOB.

Yyet cTpaxoBoro ¢poHAa 1 GoHAA NONb30BaAHUA

3.7.14. O6vem cTpaxoBoro ¢oHAa M ¢GOHAA NONb30BAaHMA U3MEPSAeTcA B  eAMHULAX



XpaHeHWA/eANHULAX yYeTa, a TaKKe B:

KaZpax - 415 KON apXUBHbIX AOKYMEHTOB Ha ByMarKHOM oCcHOBE N POTOA0KYMEHTOB;

MeTpax - A1A KONUIA KUHOA0KYMEHTOB;

BPEMEHMW 3By4aHMA - aNa Konuii GOHOA0KYMEHTOB;

B MerabamTtax - 4a1a Konuii 31eKTPOHHbIX LOKYMEHTOB.

Mpwn 3TOM OTAENBHO YYUTLIBAIOTCA CTPAXOBbIE KOMUM YHUKANbHbIX JOKYMEHTOB M 0CO60 LEHHbIX
OOKYMEHTOB M Konuu ¢$oHAa NOSIb30BAHWUA, OTCHATbIE C apXMBHbIX AOKYMEHTOB Ha BymarkHOM OcHOBe
(pasgenbHO Ha  PY/IOHHOW MAEHKe UM MUKpoduax); KUHOOOKYMEHTOB; (POTOLOKYMEHTOB;
$OHO40KYMEHTOB; BUAEOPOHOrPAMM; 3EKTPOHHbIX LOKYMEHTOB.

YyeT BeAeTcsa MO KHUram y4yeTa NocTynaeHnii ctpaxosoro ¢oHaa U poHAa Nosib30BaHUA U ONUCAM
cTpaxoBoro ¢oHAa. YYeT NOCTYNAEHUA WU BblObITUA CTPAXOBbIX KOMWUM OCYLLECTBASETCA Ha OCHOBaHMUU
3aKa30B Ha M3roTOB/IEHME CTPAXOBbIX KOMWI M Konui GoHAA NONb30BAHMA, aKTOB MpuMema-nepesadn
CTPAxOBbIX KOMMUI Ha CneLmanbHOe XpaHEHME U APYIUX aKTOB. K KHUram yyeTa nocTynNeHUN exXerogqHo
COCTaB/AETCA UTOrOBas 3anuch.

Onucn cTpaxoBoro GpoHAa COCTaBAATCA B 3 aKk3emnnsapax. [epsble 3K3eMnAspbl nepeaatoTca
BMeCTE CO CTPaX0BbIMM KOMUAMM YHUKANbHbIX AOKYMEHTOB M 0CO60 LLEHHbIX JOKYMEHTOB B CreLMa/ibHbIi
apXxu1B, BTOPblE M TPETbM OCTAOTCA B apXMBE.

Mo Mepe KOMMPOBaHMA U Nepeaayn CTPaxoBbIX KOMUN YHUKANbHbLIX LOKYMEHTOB M 0COB0 LLEHHbIX
OOKYMEHTOB B CMeLMabHbI apXMB K ONMUCAM CTPaxoBoro ¢oHAa COCTaBAAOTCA HOBbIE UTOTrOBbIE 3amnuncH
B YCTaHOBJIEHHOM nopsake (cm. n. 3.5.6).

B onucsax gen, nokymeHToB B rpade "MpumedaHma" HaNnpoOTUB 3aro/I0BKa CKONMMPOBAHHOM eANHULbI
XpaHeHua/eanHUUpbl yyeta npocrtasnserca wramn "CP". Ecam ckonuposaHbl BCe Aena, AOKYMEHTbI,
BKJ/IlOYEHHbIe B onucb, Wwrtamn "CP" npocTaBNAETCA TO/IbKO Ha TUTYJIbHOM JINCTE U 06/10XKKe onucu aen,
OOKYMEHTOB.

3.7.14.1. 3a eanHULY XpaHeHuA/eAMHULY ydeTa cTpaxoBoro GoHAA YHUKa/bHbIX AOKYMEHTOB U
0C060 UEHHbIX AOKYMEHTOB Ha OymMaKHO OCHOBE HA PY/NIOHHOW MJIEHKE MPUHUMAETCA PU3NYECKM
060c061€HHbIN PYSIOH MUKPOPUABMA.

B KHWUry yyeTa nNoCTyn/ieHUi cTpaxoBoro ¢oHAa M GoHAA NO/b30BaHMA HA PYNIOHHOW NAEHKe B
BaJIOBOM NopsaaKe (BHe 3aBUCUMOCTM OT GOHAO0BOM NPUHAANEKHOCTN OKYMEHTOB) Ha OCHOBAHMM 3aKa3a
Ha M3roTOBNEHME CTPAXOBbIX KOMMI 3aHOCUTCA Kaxaan eAnHULLA XpaHeHUA cTpaxoBoro ¢oHaa. Mo KHure
yyeTa noctynneHui (rpada 1) eamHmLam XxpaHeHMa cTpaxoBoro ¢oHAa NPMCBANBAOTCA YYETHbIE HOMEPA],
KOTOpPble ABNAIOTCA COCTABHOM YacCTbio MX apXUBHbIX LMPOB.

Ha Bce cTpaxoBble KONMUM YHUKAJIbHbIX OKYMEHTOB M 0CO00 LeHHbIX JOKYMEHTOB BHE 3aBUCUMOCTH
OT uXx GOHAOBOM MNPUHAANEKHOCTU COCTAaBAAETCA ONUCb CTPaxoBoro GoHAA, Hymepaums eguHuL,
XpaHeHMs cTpaxoBoro GpoHAa B KOTOPOWM COOTBETCTBYET YYETHbIM HOMEPAM, NPUCBOEHHBIM MM NO KHUTe
yyeTa NocTynaeHuin.

ApXMBHbIM LWMOPOM eAUNHULBI XPaHEHUA CTpaxoBoro GoHAa ABNSETCA HAa3BaHME apXuBa, HOMep
onucu cTpaxoBoro ¢poHaa, HOMep y4eTa eAMHULbI XpaHeHMA cTpaxoBoro ¢oHAa ¢ fobaBneHnem MHAEKCa
"Cop".

3.7.14.2. 3a egnHULY yyeTa CTPaxoBoro poHAa AOKYMEHTOB Ha BYMaXKHOM OCHOBE Ha MUKpodULIax
NPUHMMAETCA OAHA WM HECKOJIbKO MMKPOOULL, OTCHATBIX C OAHOIO Aefla M NOMELLEHHbIX B OAWH
KOHBEPT, 33 e4UHULY XPaHEHUA - MUKpodMLLa.

Mo KHMre yyeTa NnocTynaeHuit ctpaxosoro ¢poHAa U ¢oHAa NONb30BAHMA HA MUKPOdULLIAX KaxKaoMy
NOCTYMN/IEHUIO NPUCBanBAETCA NOPAAKOBbIN HOMep. KonmyecTBeHHble MOKa3aTe/IM BHOCATCA C y4EeTOM
$GOHA0BOM NPUHAANEKHOCTU OTCHATBIX KOMUI NO KaXKAOMY apXMBHOMY GOHAY M ONUCK AeN, AOKYMEHTOB
OTAENbHO.

Onucn ctpaxoBoro poHAa Ha MUKpPOOMLLAX COCTaBAAKOTCA PasAeNbHO Ha CTPaxoBble Konuu
KarKaoro apxusHoro ¢oHAa, OAHY UAN HECKOIbKO ero onucen.

YYeTHbIM HOMEPOM eAMHUUbBI yyeTa cTpaxoBoro ¢poHAa M GoHAA MOb30BAHUA LOKYMEHTOB Ha
6yMaXKHON OCHOBE, M3rOTOB/IEHHOTO Ha MWKpPOdULIAX, ABAAETCA YYETHbI HOMEpP OTCHATOrO AEena,
apPXMBHbIM WNPPOM - COOTBETCTBEHHO, apXMBHbIN WNdpP OTCHATOro Aena ¢ AobasneHnem nHaekca "Co"
- ansa ctpaxosoro poHaa n "N" ("Mosmtne"), "O" ("Anasokonms") - ana doHaa nonb3oBaHUA.

3.7.14.3. EgMHMUbI XpaHeHus/eauMHUUBI yyeTa cTpaxoBoro ¢oHaa M ¢GoHAA NONb30BaHUA
ayAMOBM3YyaNbHbIX AOKYMEHTOB MAEHTUYHbI eAMHMULAM XpPaHeHMA/eAMHULAM yyeTa ayanmoBu3yasbHbIX



OOKYMEHTOB.

CtpaxoBble KOMUW KUHO- U (HOTOAOKYMEHTOB Y4YMTLIBAIOTCA HE3aBUCMMO OT BMAA KUHO- U
$OTOAO0KYMEHTOB B KHUIAX y4eTa NOCTYNAEHMN N onncax cTpaxosoro ¢oHaa u ¢oHAa Nosib30BaHUA.

CtpaxoBble KonMuMM (POHOLOKYMEHTOB HA MArHUTHOW JieHTe M TPAMOPUIMHANOB WM3-3a UX
060c06/1€HHOr0 XpaHEeHMA YUMTbIBAKOTCA B PAa3HbIX KHUTAX ydeTa NOCTYN/IEHUIA U OMUCSX.

B MTOroBbIX 3aNMCAX KHUT y4eTa NOCTYNAEHUN U onncei cTpaxoBoro poHaa n poHaa Nosb30BaHUA
KMHOPOTOAOKYMEHTOB W (GOHOAOKYMEHTOB Ha METANIMYECKMX AUCKAX AOMNOJHUTENBHO MOXKET
YKa3blBaTbCA KOJIMYECTBO €A4MHUL, XPaHEHWA COOTBETCTBEHHO MPOMEXKYTOYHbIX MO3UTMBOB U
KOHTPATMNOB; NO3MTUBOB U Ay6b-HeraTMBoB; HedeTHbIX (1)  yeTHbIx (1) rpamopurMHanos.

B MTOroBbIx 3aNMCcAX K ONMUCAM CTPaXOBbIX KOMUIN KNHOPOTOPOHOLOKYMEHTOB YKA3bIBAETCA TaKXKe
nx 06eM B MeTpax, Kaapax, Yacax 3By4aHus.

Homep egmHuubl yyeta cTpaxoBoro ¢oHaa KMHOGOTOPOHOAOKYMEHTOB NEPEHOCUTCA B OMUCH U3
KHUMM  yyeTa  NOCTynaeHWWA. ApxuBHbIM  WKUPPOM  eaMHMUbl  yyeTa  cTpaxosBoro  ¢oHAa
KMHOPOTODOHOAOKYMEHTA ABNAETCA Ha3BaHME apxmMBa, HOMepP eAWMHULbl yyeTa CTpaxoBoro goHaa c
pobasneHnem nHaekca "Co".

3.7.14.4. Y4yeT KOMWUI apXMBHbIX AOKYMEHTOB, CO34aHHbIX B MPOLLECCE WX WCNO/Ib30BaHMA WU
BK/IIOYEHHbIX B GOHA, NONb30BaHUA, BEAETCA B apXMBE B OTAE/bHOM KHUIe yYeTa KOMUM 3TUX SOKYMEHTOB.

YyeT myseliHbIx NpegMeToB 1 6MbMoTeUHbIX GOHA0B

3.7.15. YyeT my3eiHbIX NPpeaMeToB, ABAAILWMXCA BJOKEHMEM B A0, BeAETCA B YCTAHOB/IEHHOM
nopagke (cm. n. 3.7.13).

My3eiHble npegMeTbl, He ABASAIOLMECA BAOKEHUAMM B A0, MPUHATbIE Ha XpaHEeHUe B COCTaBe
apxmMBHOro ¢GoHAa, y4nTbiBalOTCA B cOCTaBe 3TOoro GpoHAa Kak eauHULUbl XpaHeHus. Mpu 3HAYUTEIbHOM
KOZIMYECTBE TaKMX eAUHULL XPaHEHUA Ha HUX COCTABAAETCA OTAENbHAA ONUCh Ael, LOKYMEHTOB.

BkntoyeHne B coctaB MyseliHoro ¢oHaa Poccuiickoit degepaunm M yyeT AAHHbIX MY3EMHbIX
NPeAmMeToB  OCYLLEeCTBAAIOTCA B COOTBETCTBMM C  MOPAAKOM, YCTAaHOB/JIEHHbIM  CNeuuasbHO
YNO/IHOMOYEHHbIM peaepasibHbIM OPraHOM UCNONHUTEIbHOM BAacTu ans MysenHoro poHaa Poccuiickoi
depepaunn.

YyeT My3elHbIX NpPeaMeToB, COoAeprKaliux AparoueHHble MeTaalbl U KaMHW, Bedetcs B
yCTaHoB/AeHHOM nopAgke (cm. n. 3.7.10).

3.7.16. Yuer 6uBAMOTEYHOrO (cnpaBo4YyHO-MHPOPMaUMOHHOrO) ¢oHAA apxuBa BedeTcA B
COOTBETCTBUM C MOPALKOM, YCTaHOB/NEHHbIM CMELMaNbHO YNOJHOMOYEHHbIM deaepanbHbiM OpraHom
NCNONHUTENIbHOM BNACTU AN BU6AMOTeUYHbIX GOHA0B.

IV. OpraHusaumsa KOMMNIEKTOBaHMA apxmMBa AOKYMEHTaMMU
apxuBHoro ¢poHaa Poccuiickoint Pegepaunn u apyrumm
APXMBHbBIMU AOKYMEHTaMM

(B paspene Ha rocysapCTBEHHbIE U MYHULMNANbHbIE My3en U BUBANOTEKM pacnpocTpaHATCA nn.
43,43.1,43.2,4.4.2,4.43,4.4.4,4.7)

4.1. CunctemaTMyecKoe MoOMosIHeHWEe apxvMBa nAOKymeHTamu ApxuBHoro ¢oHga Poccuiickomn
denepauunn (KOMNIEKTOBaHME apXMBa) BKIKOYAET:

onpeaeneHne NCTOYHMKOB KOMMJ/IEKTOBAaHMA apXuBa;

onpegeneHne coCTaBa apXMBHbIX AOKYMEHTOB, NOAEXKALLUX MPUEMY B apXMB;

npuem-nepenadyy apxmBHbIX 4OKYMEHTOB B apXMB.

UCTOYHMKM KOMMNNEKTOBAHMA apxuBa

4.2. TocyfapCTBEHHble OpraHbl M OpraHbl MECTHOrO CaMOYyNpPaBAEHMA BK/OYAIOTCA B CMMCKM
NCTOUYHMKOB KOMMAEKTOBAHWA rOCYAaPCTBEHHbIX U MyHULIMNANbHbIX apXMBOB B 06A3aTeIbHOM NopAAKe.

MCTOUYHMKaMM KOMMNEKTOBAHUA apXMBa BbICTYNAlOT TaKKe OpraHunsaumm 1 rpaxaaHe, B npouecce
AeATeNbHOCTU KOTOPbIX 06pasytoTca AOKYMeHTbl ApxuBHoro ¢oHaa Poccuiickon ®eaepaumn.

HerocyfapcTBeHHble OpraHM3auMM, a TaKKe rpakAaHe BK/KYATCA B CMMCKM MCTOYHMKOB
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KOMMJIEKTOBaHMA apXmMBa Ha OCHOBAHWUM AOroBopa.

HerocypgapcTBeHHble OpraHW3auuu, BPEMEHHO XpaHAwme OOKYMeHTbl ApxuBHOro ¢oHAa
Poccuiickoit ®Pepepaumn, oTHocswmeca K ¢peaepanbHON COBCTBEHHOCTU, COBCTBEHHOCTU CyOBHEKTOB
Poccuiickoit Pepepaumm MaAnM MyHULUNANbHON COBCTBEHHOCTW, BKAOYAIOTCA B CMUCKM WCTOYHWUKOB
KOMM/IEKTOBAHUSA TEX aPXMBOB, MCTOYHUKAMM KOMMIEKTOBAHWUA KOTOPbIX ABASINUCDE UX NMPeALLIeCTBEHHUKM
- FOCYAapCTBEHHbIE U MYHULMMNANbHbIE OPraHU3aLLUu.

4.2.1. OTHeceHMe K WCTOYHMKAM KOMMNNEKTOBAaHWA apxuBa MpPOM3BOAMTCA HA OCHOBaHUU
KpuTepues:

ONA OpraHn3aunii:

GYHKUMOHANbHO-LLE/IEBOTO HAa3HAYeHMA OpraHM3aumm (ana rpynnbl OpraHW3aumi, BbIMOAHAOWMX
aHanorunyHble GyHKUMK, Ucnonb3yeTcs Gopma BbIBOPOYHOro Npuema);

NMONHOTbI OTPAXKEHUA UHOOPMALMKN O AEATENbHOCTU OPraHM3auMM B apxmBHbIX GOHAAX APYrUX
opraHusauui;

ANA TpaXKaaH:

BK/1a4, FparkAaHMHA B Pa3BUTUE HAYKU, KYAbTYPbl U Apyrux obnacteit feaTenbHoCTH;

€ro poJib B Ka4ecTBe y4aCTHMKA, O4YEBMALA BbIAAIOLMXCA COOBITUIM B KM3HU 0OLLECTB];

POACTBEHHbIE, APYXKECKME, TBOPYECKME CBA3M rpaxgaHuWHa, MecTo paboTbl, 3aHMMaemas
OOIKHOCTb;

TUMUYHOCTb €0 apXMBHbIX AOKYMEHTOB /1A 3MOXM (AOKYMEHTbI "pAanoBbIx" rpaxaaH);

COCTaB M coaeprKaHne cobpaHHbIX FParKAaHMHOM aPXMBHbIX JOKYMEHTOB.

CNMCKU UCTOYHMKOB KOMMJIEKTOBAHUA apxmBa

4.2.2. CnWUCKM WUCTOYHMKOB KOMMNEKTOBAHMA COCTaBAAOTCA apXMBOM Ha OCHOBaHWUMU
3aKoHozaTenbcTBa 06 apxuBHoM gene B Poccuiickon ®epepaumm, Hopm nn. 4.2 n 4.2.1 HacToALWMX
MpaBua, a TaKXKe peKomMeHZauuin crneumanbHo  YNosHOMOYeHHoro  degepasbHOro  opraHa
NCMNOJIHUTENbHOM BNacTU B chepe apXMBHOTO Aena, NoAroToBAEHHbIX CAaMOCTOATE/IbHO UM COBMECTHO C
apyrmumn  degepanbHbIMU  OpraHaMy  UCTMONIHUTENIbHOW BNAcTW, B TOM YMC/Ie OCYLLECTB/AIOWMMM
Oeno3nTapHoe XpaHeHWe 4oKymeHTOB ApxusHoro ¢oHaa Poccuitckoit Pepepaumn.

ApxuB BEOET CMUCOK OPraHM3aLUmii - UICTOYHNKOB KOMM/IEKTOBAHUA MO YCTaHOB/IEHHOM dpopme.

Cnucok rpaxaaH (COOCTBEHHWMKOB MAM BNALENbLEB apXMBHbIX AOKYMEHTOB) - MCTOYHWMKOB
KOMMNIEKTOBaHWUA BeAETCA MO NPUHATON B apxmBe dopme ¢ 06a3aTeIbHbIM YKazaHnemM GamUani, UMeH,
OTYeCTB, AOPECOB MecCTa KUTeNbCTBa, tOPUANYECKOro OBOCHOBAHMA BO3MOXHOCTM MNepeaayn ux
APXMBHbIX JOKYMEHTOB B apXMB.

B apxvBe, NPUHUMAIOLLEM Ha XPaHEHME Pa3/iMYHble BUAbI APXMBHbIX LOKYMEHTOB, COCTaBAAOTCA U
BEAYTCA CAaMOCTOATE/IbHbIE CMIUCKM OPraHM3aLUMii - UCTOYHMKOB KOMMJIEKTOBAHUA HayYHO-TEXHUYECKOM
OOKYMEHTaUMen, CAUCKM  OpraHusauuii - WUCTOYHUKOB  KOMMNEKTOBAHWA  ayAMOBM3YasbHbIMU
OOKYMeHTaMu.

4.2.2.1. NpoeKTbl CMUCKOB UCTOYHMKOB KOMMNIEKTOBaHMA defepasibHbIX FOCYAapCTBEHHbIX apXMBOB
nocfe PaccMOTPEHMA WX Ha 3KCMEepPTHO-NpPoBepodHoM Komuccum (IMK) apxmBa npeactaBaseTca Ha
corsiacoBaHue LleHTpanbHOM 3KCNepTHO-NPOBEPOYHOM KOMMccun (L2MK) cneumanbHO
YNO/IHOMOYEHHOrO ¢deaepaNbHOr0 OpraHa WCMNOMHUTENbHOW BAacTM B chepe apxXMBHOMO AeNa;
rocyapCTBeHHbIX apxuBOB CybbekTa Poccuiickoit depepaumm U MyHULMNANbHBIX APXMBOB - Ha
cornacosaHme 3K yno/HOMOYEHHOrO OpraHa WCMOAHUTENbHON BAacTM cybbekTa Poccuiickol
depepaunn B chepe apxmMBHOTo Aena; opraHM3aunin PoccMincko akagemum Hayk - Ha cornacoanume MK
ApxuBa PoccuincKol akagemmm Hayk.

Pewenwue LIMK cnewumanbHO ynoNHOMOYEHHOTO deaepasbHOro opraHa UCNOIHUTENbHOM BNacTU B
chepe apxmBHoro gena, MK ynoNHOMOYEHHOro opraHa UCNOJIHUTENbHOM BnacTn cybbekTa Poccuiickold
depepaunn B cdepe apxmBHoro aena, MK Apxmnsa Poccninckon akafeMmnn HayK O COracoBaHMM CNunckKa
WCTOYHMKOB KOMMIEKTOBAHUA apXxmBa ABASETCS OCHOBAHMEM A1 €ro YTBEPMKAEHMA PYKOBOACTBOM
COOTBETCTBYHOLLEIO apXMBa WM OPraHOM MECTHOIO CamoynpaB/eHUs (419 MyHULMNANbHbIX ApPXUBOB),
npesnamymom PoccuMiicKol akagemmm Hayk.

ApxuB BNpaBe BECTU CMIUCOK BO3MOMKHbIX MICTOYHWUKOB KOMM/IEKTOBAHMUS.

CnpaBKK, 3KCNEPTHbIE 3aKNOYEHMA O BKAOYEHWUM OPraHU3aLMi U rpaxKaaH B CIMCKM UCTOYHMKOB



KOMMJ/IEKTOBAHMA apxmMBa WAM UCKAOYEHMU UX U3 YKA3aHHbIX CMUCKOB, a TaKxe o dopme npuema
APXUBHbIX AOKYMEHTOB Ha XpaHeHWe N NpeaCcTaBAAOTCA:

denepanbHbIMM  FOCYAAPCTBEHHbIMM apXMBamMum - Ha paccmoTpeHne LUIMK cneymanbHo
yNoJIHOMOYEeHHOro denepasbHOro opraHa UCNONHUTEIbHOM BNacTK B chepe apXMBHOTO Aena (peleHune
06  WUCKNOYEHMW  OpraHM3auMM M3 CNUCKA  MUCTOYHMKOB  KOMMIEKTOBaHMA  deaepanbHOro
rocyfapcTBEHHOrO apXMBa B C/ly4ae ee NMKBMAaLmMm npnuHumaetca MK denepanbHOro rocyapcTBeHHOro
apxuBa);

rocyfapcTBeHHbIMM apxmuBamu cybbeKkToB Poccuinickoii Depepaum  MyHULMNANbHBIMU apXMBaMu
- Ha paccmoTpeHue IMK ynonHOMOYEHHOrO OopraHa WCNOJIHUTENbHOM BAAacTU cybbeKkTa Poccuinckol
Pepepaunn B chepe apxmBHOIo fena;

opraHusaumsamm Poccuitckol akagemum HayK - Ha paccmoTpeHue 3MK ApxuBa Poccuitckoit
aKagemMmm Hayk.

YTOUYHEHME M nepeyTBEPKAEHNE CMMCKOB UCTOYHMKOB KOMMJIEKTOBAHUA apXMBOB MNPOBOAMTCA NO
mepe HeobxoammocTn. OCHOBaHMEM A1 3TOrO ABAAKOTCA: CO34aHWE, peopraHuMsaumsa, NUKBMAALUA
rocyapCTBEHHOr0 OpraHa, opraHa MeCcTHOro CamMoynpaB/eHUA, OpraHM3aLMn; OTKA3 HEroCYy4apPCTBEHHbIX
OpraHusaumMn M rpaxgaH oT COTPYAHMYECTBa C apxXMBOM (pacToprkeHue aorosopa); peweHue LUINK
cneumanbHO YNOJHOMOYEHHOrO penepanbHOro opraHa WUCNOMIHUTENbHOM BAAcTM B chepe apXMBHOrO
aena, 3MK ynonHOMOYEHHOro opraHa MCMNO/HUTENbHOM BnacTn cybbekta Poccuitickolt deaepauum B
coepe apxmHoro gaena un MK Apxmnea PoccuiMCKON akageMnn Hayk O Nnepegadve opraHn3auum B CrMCOK
WMCTOYHUKOB KOMMJIEKTOBAHMA Apyroro apxmea. OpraHusaums MoXKeT ObiTb WMCKAOYEHA W3 CMMCKa
WUCTOYHWKOB KOMIMJIEKTOBAHUA apxvBa, €CAM B Mpouecce AeATeNbHOCTM OpraHmMsaunm nepecranu
06pa30BbIBaTbCA AOKYMEHTbI ApxmBHOTro ¢poHaa Poccuiickon deaepauum.

4.2.3. ApxuB BegeT HabntoaaTeibHOe A0 Ha KaxKAbli rocyJapCTBEHHbIA OpraH, opraH MecTHOro
CaMOYNpPaB/ieHNA W OPraHU3aumMio - UCTOYHUK KOMIJIEKTOBAHUA apXuBa, B KOTOPOE BKJIOYAOTCA
OOKYMEHTbI, XapaKTepusylolne ero MpaBOBOM CTaTyC M AeATeNbHOCTb, a TaKKe paboTy apxuea w
OpraHusaLmio JOKYMEHTOB B AenonpounsBoactee. HabatogatenbHoe geno moxKeT 6biTb 3aBefeHO U Ha
rPa*KgaHMHA - UCTOYHWMK KOMIJIEKTOBAHUA apxmMBa, B KOTOPOE BK/KOYAKOTCA CBEAEHWUA O COCTaBe U
COAEPKAHUM €ro apXmMBHbIX LOKYMEHTOB.

B uenax yyeta paboTbl C UCTOMHMKAMWM KOMMIEKTOBAHWA apXMB BMpaBe Co034aBaTb YYETHO-
CNPaBOYHbIE KAPTOTEKM U HBa3bl AAHHbIX.

MopAaoK aKcnepTU3bl LLEHHOCTU AOKYMEHTOB

4.3. ApxvBHble AOKYMEHTbI BK/tOYalOTCA B cocTaB ApxmuBHoro ¢poHaa Poccuitickoli depepaumm Ha
OCHOBaHWW 3KCNEpPTU3bl LLEHHOCTU OOKYMEHTOB (T.e. M3y4YeHUA AOKYMEHTOB Ha OCHOBE KPUTEPUEB WX
LLEHHOCTU B LeNsx onpesesieHna CPOKOB XPaHeHMA OKYMEHTOB U MX 0T6opa Ha NOCTOAHHOE XpaHEHUE).

BK/lOYEHME AOKYMEHTOB B cOCTaB ApxmnBHoro ¢poHaa Poccuiickoit Peaepaumm ocylLecTBaAseTCs Ha
OCHOBE KOMMNEKCHOTO MPUMEHEHMUA KPUTEPUEB MPOUCXOKAEHMA AOKYMEHTOB (DYHKLMOHANbHO-
ueneBoe HasHaYeHNe UCTOUYHMKA KOMMNIEKTOBAHMSA C y4eToM ero ocoboli poaun Man TMNOBOIO XapaKTepa,
BPEMA M MECTO CO34aHNA OKYMEHTA M T.M.), COAEPKAHNA JOKYMEHTOB (3HaYMMOCTb MHPOPMALUK, B TOM
ync/e ee YHMKaNbHOCTb, TUMMYHOCTb WM NMOBTOPAEMOCTb, BUA, AOKYMEHTA, ero NoA/IMHHOCTb), BHELHMX
0CcObeHHOCTEN AOKYMEHTOB (dpopma OUKCMPOBAHWA W Nepesayun COLeprKaHus, YAOCTOBEPEeHUs W
opopmaeHUA AOKYMEHTa).

Mpy BKAOYEHUMN LOKYMEHTOB B COCTaB ApxuBHoro ¢poHaa Poccuiickoi depepaumm ncnosbayercs
TaKXe popma NoBMA0BOIO UK rPYNMNOBOro BbIGOPOYHOTO Nprema AOKYMEHTOB.

4.3.1. PelweHWe Hay4yHO-METOAMYECKMX BOMPOCOB, CBA3AHHbIX C 3KCMEPTM30M LeHHOCTU
AOKYMEHTOB M BKIOYEHMEM MX B cocTaB ApxuBHoro ¢oHza Poccuiickoit depepaunn, a Takke ¢
onpegeneHnem B ero coctaBe 0cobo UEHHbIX LOKYMEHTOB, B TOM YMUC/I€ YHWKa/IbHbIX OOKYMEHTOB,
ocywecrtensetca LMK cneymanbHo ynonHOMoYeHHOTo deaepaibHOro opraHa UCMOHUTENbHOM BAACTH
B cdhepe apxMBHOro aena.

JKCnepTM3a LeHHOCTU AOKYMEHTOB OCYLLECTBAAETCA YNOJHOMOYEHHBIM OPraHOM UCMONHUTEIbHOM
BnacTM cybbekta Poccuiickon Pepepaumnm B chepe apxvMBHOrO [Aena, apXMBOM COBMECTHO C
COBCTBEHHMKOM MAW  BAageNbLUemM apXMBHbIX [OKYMEHTOB B COOTBETCTBMM C KPUTEPUAMM,
YCTaHOB/IEHHbIMM B M. 4.3 HacToAwwmMX lMpasu.



KoHcynbTaHTlAOC: NnprMeyaHme.

Mpukazom MuHKyAbTYypbl P® yTBepkKaeH [lepevyeHb TMMOBLIX APXMBHbLIX AOKYMEHTOB,
06pa3yoLmnXca B HAY4YHO-TEXHNUYECKOM M NPOU3BOACTBEHHOM AEATENbHOCTM OPraHn3aumii, C yKasaHuem
CPOKOB XpaHEeHMUA.

Mpu nposBeseHUM 3SKCNEpPTU3bl LEHHOCTUM [OKYMEHTOB W OnpeaeseHuuM CPOKOB XpaHeHuA
OOKYMEHTOB apXmMB PYKOBOACTBYETCA MepPeUYHAMM TUNOBbLIX apPXUBHbIX AOKYMEHTOB C YKa3aHMEeM CPOKOB
XPaHEHUSA; NePEYHAMM SOKYMEHTOB, 0bpasytowmxcsa B npouecce AeATenbHOCTU desepasnbHblX OPraHoB
rocyfapcTBEHHOM BNIACTU, MHbIX FOCYAapPCTBEHHbIX OpraHoB Poccuinckolt depepaunm, a Takke B npouecce
OeATeNbHOCTU NoABEeAOMCTBEHHbBIX MM OPraHM3aumii, C yKasaHMEM CPOKOB XpaHeHus (oTpacieBble
NnepeyHmn); a TaKkKe CPOKaMW XpPaHEHWUA OTAE/bHbIX BMAOB apXMBHbIX AOKYMEHTOB, B TOM YMC/e He
BOWeEALWMX B YKA3aHHble MepeyHu, KOTopble YCTaHABAMBAKOTCA 3aKOHOAATeNbCTBOM Poccuiickoi
depepaunn.

PeweHns o BKAOYEHUM B cocTaB ApxmBHOro doHaa Poccuitickon Pepepaumm KOHKPETHbIX
OOKyMeHTOB npuHumatoTca MK depepanbHbiX rocyAapCTBEHHbIX apxmBoB, JMMK yNnoOAHOMOYEHHbIX
OpPraHoOB MCMONHUTENBbHOW BAAcTU cybbekToB Poccuitickon Pepepauymn B cdhepe apxmMBHOrO Aena,
9KCNepTHbIMU  POHAO0BO-3aKYMOYHBIMU KOMWUCCUAMMU TOCYAAPCTBEHHBIX M MYHULMNANbHbBIX MYy3€EB,
3KCMEPTHbIMU KOMUCCUAMM TOCYAAPCTBEHHBIX U MyHULMNANbHbIX 6MbanoTek, MK Apxusa Poccuiickolit
AKaZleMuM HayK Npu yTBEPXKAEHUM ONUCEN Aen, LOKYMEHTOB NOCTOAHHOIO CPOKA XpaHeHWMA.

MonHOMOUYMA U NOPALOK AEATeNbHOCTM yKasaHHbIX MK onpeaenalTca NOMOKEHUAMU O HMUX,
pa3pabaTbiBaeMbiMM Ha OCHOBE COOTBETCTBYIOLWMX MPUMEPHbIX TMONOKEHUN, YTBEPKAAEMbIX
CNeuUnanbHO YNOAHOMOYEHHbIM deaepanbHbIM OPraHOM UCNONHUTENIbHOW BNAcTU B chepe apXMBHOrO
aena.

ApXMB PacCMaTPUBAET U TOTOBUT K yTBepKAeHMo MK ynoJHOMOYEHHOTO OpraHa UCNOIHUTEIbHOM
BNnactu cybbvekta Poccuiickoint Peaepaunn B chepe apxMBHOro Aena ONUCK AeN, AOKYMEHTOB (Mau mx
rogoBble pasfesibl) NOCTOAHHOIO CPOKa XpaHeHMs, 06pa3oBaBLIMNXCA B AEATENbHOCTU €ro UCTOYHUKOB
KOMM/ieKToBaHUA. PepepanbHbie TOCYyAapCTBEHHble apxuBbl, ApxvB PoccuicKon AKagemum Hayk
YTBEPKAAOT YKa3aHHbIE ONMUCKM CAMOCTOATE/NBbHO.

ApXMB roTOBMT K cornacoBaHmto MK ynonHOMOYEHHOrO opraHa UCMOIHUTE/IbHOM BNacTU cybbeKTa
Poccuinckoit  depepaunm B chepe apxvMBHOrO Jena WAM  COMNACcOBLIBAET B COOTBETCTBUU C
npesoCcTaBAEHHbIMW MY MOJTHOMOUYUSMM ONUCK AeN NO IMYHOMY COCTaBy (MM MX rOA0BblE pPa3genbl),
aKTbl O HEMCMNPaBMMbIX MOBPEXAEHNAX OKYMEHTOB (Npunoxerue N 1). PegepanbHble rocysapcTBeHHbIE
apxmebl, ApxuB Poccuiicko AKagemumm HayK NpPOBOAAT COr/acoBaHWE MNepPeYUCNEHHbIX LOKYMEHTOB
CaMOCTOATENbHO.

BKNtOYEHNE AOKYMEHTOB, HAaXOAALWMXCA B YACTHOM cOBCTBEHHOCTU, B cOCTaB ApXMBHOro ¢oHAa
Poccuinckoit depepaumm ocyllecTBAAETCA HA OCHOBAHWWM 3KCMEPTU3bl LEHHOCTM JOKYMEHTOB M
obopMafeTca 4OroBOPOM MeXay COOCTBEHHUKOM UIU BNAAENbLEM apPXMBHbIX LLOKYMEHTOB U apPXUBOM.
B AaHHOM A0roBope yKasblBatoTcA 06A3aHHOCTU COOCTBEHHUKA WAWN BAAENbLA APXMBHbBIX AOKYMEHTOB
Mo XpaHEeHWIO, y4eTy U UCNONb30BaHMIO AOKYMEHTOB ApxmBHOro poHaa Poccuiickon deaepaumm.

4.3.2. 9KcnepTU3a LEeHHOCTU AOKYMEHTOB B apXmMBe NpoOBOANTCA:

No UCTEYEHUM CPOKOB BPEMEHHOIO XPAHEHMA aPXMBHbIX LLOKYMEHTOB, B TOM YMCNE JOKYMEHTOB MO
JINYHOMY COCTaBY, NMOCTYMUBLUMX B apXvMB OT JIMKBUAMPOBAHHbIX FOCYAapPCTBEHHbIX OPraHOB, OPraHoOB
MEeCTHOr0 CaMOynpaB/IeHUA U OpraHU3aLmnii;

npu MOCTYN/JIEHUN B APXMB B WCKAKOYUTEJIbHbIX C/Iy4aaX [AOKYMEHTOB B Heynopago4YeHHOM
COCTOAHUY;

B c/ly4ae 6€3B03BPATHOrO BbIBO3a apXMBHbIX LOKYMEHTOB 3a pybex.

Mo pe3ynbTatam 3KCNepTU3bl LEHHOCTUM AOKYMEHTOB, CPOKM BPEMEHHOro XpPaHeHUA KOTOPbIX
WCTEK/IM, B TOM 4YuUC/ie AOKYMEHTOB MO JIMYHOMY COCTaBYy, apXMB COCTaBAAET aKT O BblOENEeHUM K
YHUUTOMKEHUIO AOKYMEHTOB, He Noasiexkawux xpaHeHuto (npunoskeHne N 11), M B yCTaHOBNEHHOM
nopsaaKke BHOCUT U3MEHEHMA B y4ETHbIE AOKYMEHTbI apXu1Ba.

B pe3sysnbTaTe 3KCNepTM3bl LEHHOCTU AOKYMEHTOB, MOCTYNUBLUMX B ApPXMB B HEYnopaLoYEHHOM
COCTOAHWM, APXMB COCTABAAET ONUCK AeN, LOKYMEHTOB MOCTOAHHOIO XPaHEHUSA, ONUCK AeN BPEMEHHOTO
(cBblwe 10 neT) cpoka XpaHeHUs, onucKu Aen No AMYHOMY COCTaBY U aKT O BbIAENEHUN K YHUUTOXKEHWUIO
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JOKYMEHTOB, He noA/exallnx XxpaHeHuto (npunoxkedne N 11).

Moanexalipe YHUUTOKEHUIO apXUBHbIe AOKYMEHTbI NepeatoTca Ha nepepaboTky (yTuamnsaumio) n
CHMMAOTCA C y4yeTa B YycCTaHOBAeHHOM nopagke. Cpaya gen odopmaserca npuemo-caaTovyHOoM
HaKNagHoOM, B KOTOPOM YyKa3blBAlOTCA AaTa nepenayu, KoAMYecTBO CAABAEMbIX Aes1 U Bec BymarkHOM
MaKynaTypbl.

MopsafoK NpMema apXmBHbIX JOKYMEHTOB

4.4. OT WCTOYHMKOB KOMMNEKTOBAHWA apxumBa [AOKYMeHTbl ApxmBHoro ¢oHaa Poccuitckoit
dPepepaunn NPUHNUMAKOTCA rOCYAapPCTBEHHbBIM M MYHULUMMAAbHbIM apXMBamm, OpraHusaumen Poccninckoin
aKaZeMMn HayK NO UCTEYEHUN CPOKOB UX BPEMEHHOIO XPaHEHMUSA, YCTAHOB/IEHHbIX 3aKOHOAATENLCTBOM
Poccuitckoit depgepaumn.

B MCKNIOYMTENbHbIX CNYYasX CPOKM BPEMEHHOFO XPaHEHMA [AOKYMEHTOB ApPXMBHOro ¢oHAa
Poccuiickolt Pegepaummn moryT 6bITb NPoA/ieHbl MO NPOCbbe UCTOYHMKOB KOMMIEKTOBAHMA apxmBa npu
HEeOobX04AMMOCTM MPAKTUYECKOTO MCMNOAb30BaHMA APXMBHbLIX [LOKYMEHTOB WMAW OTCYTCTBMA Yy apxuBa
BO3MOHOCTM A/ MNPUEMa YKasaHHbIX AOKYMEHTOB B CPOKM, YCTAHOB/IEHHble 3aKOHOAATE/IbCTBOM
Poccuiickolt  depepaunn. TpoanieHne yKasaHHbIX CPOKOB OCYLLECTBAAETCA: A1 WCTOYHMKOB
KOMNNEKTOBaHUA deaepanbHbiXx apxuBoB - peweHnem MK depepanbHbiX apxmBoB; ANS UCTOYHUKOB
KOMMNNEKTOBAHUA APYTUX apXMBOB - pewleHnem MK ynoNHOMOYEHHbIX OPraHOB UCNOIHUTENBHOM BAACTK
cybbekToB Poccuiickont Pepepaumm B chepe apxMBHOTo Aena; A1A UCTOYHUKOB KOMMNIEKTOBAaHMA ApxmBa
Poccuiickoli akagemmm Hayk - pelweHnem MK aToro apxmsa.

CpOKM BpPEMEHHOro XpaHeHWs OO0KYMeHTOB ApxuBHOro ¢oHza Poccuitckoih ®Pepepaumm B
HErocyfapcTBEHHbIX OPraHN3aLMAX ONPeaenaAtoTCA B 4OrOBOPE MeXAYy apXMBOM U COBCTBEHHMKOM UM
B/1afe/bLEeM YKa3aHHbIX LOKYMEHTOB.

4.4.1. MNpuem pokymeHToB ApxuBHoro d¢oHaa Poccuiickoit ®Pepepaunm OT  WUCTOYHWMKOB
KOMMNIEKTOBAHMA OCYLLECTBAAETCA TOCYAAPCTBEHHLIM M MYHUUMMNANbHBIM apPXMBAMK, OpraHM3aumen
Poccuitickolh  akafemuMm HayK B COOTBETCTBMM C MJIAHOM-TPAadMKOM, KOTOPbIA YyTBEpPXKAAeTCs
PYKOBOACTBOM apXxmBa MO COINAcOBaHMIO C WUCTOYHMKAMWM KOMMJIEKTOBAHMA. BHennaHoBbIM npuem
OOKymeHToB ApxmBHOro ¢oHza Poccuiickoit ®Pepepaumn, a TaKKe apXMBHbIX LOKYMEHTOB, CPOKMU
BPEMEHHOIO XPaHEHMA KOTOPbIX HE WCTEKAM, OCYLLECTB/IAETCA B C/Ay4Yae JIMKBMAALUMM MCTOYHMKA
KOMMNIEKTOBAHWUA UMW B ClyHae Yrpo3bl COXPAaHHOCTU apXMBHbIX JLOKYMEHTOB.

Mo npocbbe MUCTOYHWMKOB KOMMAEKTOBAaHMA W MNpPW  HanuumMm cBoboAHbIX naowaaen
rOCYZapCTBEHHbIA M MYHMLMNANbHbBIA ApPXMBbl, OpraHu3auMa POCCMICKOM aKaZeMUU HayK MOXKeT
OCYLLECTBNATb JOCPOYHbIA Npuem [OKYMeHTOB ApxuBHOro ¢oHaa Poccuiickon Pepepaumu, a Takxke
BPEMEHHOE XpaHeHWe apXMBHbIX AOKYMEHTOB Ha OCHOBe A0rosopa. Mprem apxmMBHbLIX SOKYMEHTOB Ha
BpEMEHHOEe XpaHeHWe O0dOpPMAAETCA TaKKe aKTOM Mnpuema-nepesavynm AOKYMEHTOB HA XpaHeHue
(npunokeHune N 9) n nponsBoAUTCA NO CAATOUYHOW ONUCH.

ApXMBHble AOKYMEHTbl MPUHUMAIOTCA B TFOCYAAPCTBEHHbIA W MYHWLMNANAbHbBINA  ApXMBbI,
opraHusaumto Poccuiickol akagemumm HayK B YyNopsAAOYEHHOM COCTOSIHMM C COOTBETCTBYOLWMM HAy4YHO-
CNPaBOYHbIM ANMAPATOM M CTPAXOBbIMW KOMUAMM HA 0COBO LEHHble AOKYMEHTbl U YHUKasbHble
OOKYMeHTbl. Bce paboTbl, cBA3aHHble ¢ 0OTOOPOM, NOATOTOBKOM M Nepesayveis apXmBHbIX 4OKYMEHTOB Ha
NOCTOAHHOE XPaHeHWe, B TOM YMCAEe C UX YNOPAAOYEHUEM U TPAHCMOPTUPOBKOM, BbINONHAIOTCA 33 cYeT
CPeACTB UCTOYHUKOB KOMMJIEKTOBaHUA, Nepeaatowmnx yKasaHHble JOKYMEHTbI.

Mpn nprveme apxMBHbIX AOKYMEHTOB MPOBOAATCA NpPOBepKa MX ¢GU3MYeCcKoro, CaHUTapHO-
TMIMEHUYECKOro, TEXHUYECKOrO COCTOAHWA, @ TaKKe MPOoBEepKa CTPAXOBbIX KOMUIA Ha 0C060 LEeHHble
OOKYMEHTbI M YHUKa/IbHble JOKYMEHTbI M MPOBEPKA KOMMAEKTHOCTU YYETHbBIX JOKYMEHTOB.

JokymeHTbl ApxuBHoro ¢oHaa Poccuiickoih ®epepaumm NpUHMMAlOTCA B rOCYAapCTBEHHBIN U
MYHUUMNANbHbIA apxuB, opraHM3aLmtio Poccuinckoi akagemmm Hayk no yTeepaeHHbIM MK onucam gen,
OOKYMEHTOB; [OKYMEHTbI NO JIMYHOMY COCTaBy - Mo corsacoBaHHbIM 3MK onucam aen, AOKYMEHTOB;
apPXMBHbIE AOKYMEHTbI C HEUCTEKLLIMMU CPOKAaMM BPEMEHHOIO XPaHEHUS - MO CAATOYHbIM OMUCAM.

Mpuvem aen NpousBOAUTCA NOEAUHMYHO; 0COBO LeHHble Aena NPUHUMMAIOTCA C UX MOJIMCTHOM
npoBepKon. Ha Bcex aK3emnasapax onucu Aen, AOKYMEHTOB AeNatoTcsd OTMETKM O MPUEME apXUBHbIX
OOKYMEHTOB B apxuB. Mpu OTCYTCTBUMN eAUHUL, XPAaHEHUSA, YKa3aHHbIX B ONUCU AeN, AOKYMEHTOB, B HeW
OenaeTca HoBas UTOroBas 3anucb. Homepa OTCYTCTBYIOWMX €AMHUL, XPAaHEHMA U NPUYUHBI OTCYTCTBUSA



OroBapMBAlOTCA B aKTe NpUema-nepesaym JOKYMEHTOB Ha XpPaHEHUE U B NPUIAraeMoi K akTy CrnpaBKe.
MCTOYHMK KOMMIEKTOBAHUA NMPUHMMAET MepPbl MO PO3bICKYy HE MOCTYNUBLUMX Ha XPAaHEHWE APXMBHbIX
OOKYMEHTOB. YTpayeHHble NOA/IMHHbIE apXMBHbIE JOKYMEHTbI MOTYT ObITb 3aMeHEHbI X KONUAMMU.

Mpuem apxnBHbIX LOKYMEHTOB OPOPMAAETCA aKTOM NpUeMa-nepesayn JOKYMEHTOB Ha XpaHeHMe
(npunoskeHune N 9), coctaBnsembiM B ABYX 3K3emnaspax. OauH 3K3eMNAsp ocTaeTca B apxmBe, APYyrov - B
WCTOYHUKE KOMMIEKTOBAHMA. BmecTe ¢ apXxMBHbIMW AOKYMEHTAMM B apPXMB NepesaroTca TpU IK3emMnnapa
onucuy aen, LOKYMEHTOB.

Mpun nepBoM NpUeme apxmMBHbIX JOKYMEHTOB OT MCTOYHMKA KOMMNNEKTOBAHMNA NPUHMMAETCA TaKXKe
NCTOpPMYECKaA crnpaBKa o Hem U1 ero ¢oHAe, KOTopadA 3aTeM AOMNONHAETCA CBeAEHUAMMN 06 NSMEHEHUAX B
Ha3BaHUK, YHKUMAX, CTPYKTYPE UCTOYHMKA KomriekToBaHuA (poHaoobpasoBaTens).

Mpuem apxmMBHbIX JOKYMEHTOB Ha BpeMeHHoe XpaHeHne ohopMAAETCA aKTOM Npuema-nepesaym
OOKYMEHTOB Ha xpaHeHue (npunoxeHue N 9) M Npom3BOANTCA MO CAATOYHON OMUCH.

4.4.2. lOKyMeHTbl OT rpaxkaaH MocTynaktT B apXMB M BKAOYAlOTCA B cocTaB ApxmBHoro ¢oHaa
Poccuiickolt depepaumm No JOroBopy AapeHus, Mo 3aBellaHWio, Mo A0roBOpY Kynau-npogarku, no
pelweHuto cyaa.

Mpuem yKasaHHbIX [AOKYMEHTOB B apXxMB OCYLLECTBAAETCA Ha OCHOBaHuW peweHuna IMK
depepanbHOro rocygapcrtseHHoro apxmea; 3MK ynosiHOMOYEHHOro opraHa WCMOJIHUTENIbHOW BAAcTU
cybbeKkta Poccuitickoit Pepepaumm B cdepe apxMBHOro Aena; 3KCNepTHoM ¢GOHA0BO-3aKyMNOYHOM
KOMWCCUM FOCYAapCTBEHHOMO UAM MYHULMNANBHOTO My3€es; 9KCNePTHOM KOMUCCUM FOCYSapPCTBEHHOM AN
MyHUUMNanbHou 6ubanotekn; MK Apxmnea Poccuiickol akagemmm Hayk No pesyabTaTam PacCMOTPEHUS
CAATOYHOM UM OLEHOYHOM OMUCHU M 3aKNOYEHUA SKCnepTa U 0POPMAAETCS aKTOM NpMeMa Ha XpaHeHMe
OOKYMEHTOB JIMYHOIO npoucxoxgeHua (npunoxkenune N 10).

Mpn oTpULATENBHOM PELLUEHUM BOMPOCA O NPUEME WAN MPUOBPETEHMM apXMBOM YKA3aHHbIX
apPXMBHbIX [JOKYMEHTOB, @ TaK¥Ke BO3BpaTe NO pe3y/bTaTaM 3KCMepTu3bl LLlEHHOCTM MX 4acTu M3 YMcna
HaxOAMBLUMXCA B apXMBE COCTAB/IAETCA aKT BO3BpaTa LOKYMEHTOB B ABYX 3K3emnaapax. OAnH sKk3emnaap
aKTa OCTAeTCA B apXuBe, APYroi BMeCTe C JOKYMeHTaMM (MX YacTbio) BO3BPALLAETCA COOCTBEHHUKY MU
BNajenbly.

4.4.3. AyavoBusyanbHble AOKYMEHTbl MPUHMMAIOTCA Ha XpaHeHWe B cneaylowem KOMMAeKTe:
KMHOAOKYMEHTbI (GUNbMbI, CNeuUBbINyCKK) - HeraTue U30bparkeHus, HeraTue GOHOrpamMmMbl, MarHUTHbIN
opurMHan ¢oHOrpammbl, MO3UTUBHAA KoOMWA, MarHuTHas ¢oHorpamMma LWYMOB W My3blKY,
NPOMEXKYTOUHbIA NO3UTUB M300paKeHMsA, YCTAHOBOYHbIE POJAMKM W Macnopra ANA  LUBETHbIX
KMHOAOKYMEHTOB (B UCK/OUUTENbHbIX CYYasX NPUHUMAETCA HEMOJIHbIA KOMMNAEKT); GOTOAOKYMEHTbI -
HeraTMe, KOHTPOJIbHbIM $OTOOTNEYaTOK; POHOAOKYMEHTbl U BUAEOAOKYMEHTbl - OPUTMHAN W KOMuWA.
OpHOBPEMEHHO NPUHMMAETCA TEKCTOBAA COMPOBOAMTE/NbHAA AOKYMEHTaAUMA: A8 KUHOOOKYMEHTOB -
MOHTaXHble JICTbl, aHHOTaLMKN, paspelnTebHble YA0CTOBEPEHNA K 3aKOHYEHHbIM NMPOM3BEAEHUAM,
aKTbl TEXHMYECKOrO COCTOAHWA, 3aMWUCU LBETOBbIX M CBETOBbIX MAcnopTos; A PpOTOAOKYMEHTOB -
aHHOTauuA; AnA GOHOAOKYMEHTOB - CONPOBOAMUTENIbHAA AOKYMEHTAUNA; ONA BUAEOLOKYMEHTOB - aKTbl
TEXHUYECKOr0 COCTOAHMA.

DNEeKTPOHHble AOKYMEHTbI MPUHUMAIOTCA HA XPaHEHME B COMPOBOXAEHUM NPOTrPaMMHbIX CPEACTB,
NO3BO/IAIOLMX UX BOCMPOU3BECTU, U C HEODXOAMMbIM KOMMEKTOM CONPOBOAMTENBHOM AOKYMEHTALMM.

4.4.4. [JOKYMeHTbl, CO34aHHble apXMBOM B pe3ysibTaTe WHULMATUBHOIO [AOKYMEHTUPOBAHMUA
COObITUIA COBPEMEHHOCTM MM npoLwnoro (aHketbl, ¢oTorpadum, 3anucu BOCNOMMHAHWUK, becep,
WHTEpPBbIO 1 T.4.), BK/tOYAKOTCA B cOCTaB ApxmBHoro ¢oHaa Pocculickoit depepaLlmm U BHOCATCA B ONUCH
OeNn, [OKyMeHToB, KoTopas yteepraaetca 3K depepanbHoro rocyaapcrseHHoro apxusa, 3IMK
YNO/IHOMOYEHHOFO OpraHa WCNOAHMTENbHON BnactM cybbekta Poccuitickont Pepepaumm B chepe
apXMBHOrO  Aena, 3KcnepTHOM  GOHAOBO-3aKYNMOYHOM  KOMWUCCUMEN  FOCYAApPCTBEHHOrO  WMAM
MYHULMNANbHOTO My3es; SKCMEePTHON KOMMUCCUEN rocy4apCTBEHHOM UAN MyHUUMNANbHON B1BAnOTEKM,
3MK Apxua Poccuinckoit akagemum Hayk. Mpuem yKasaHHbIX LOKYMEHTOB 0pOpPMAAETCA aKTOM Npuema-
nepeayv AOKYMEHTOB Ha MOCTOAHHOE XpaHeHWe.

4.4.5. Tpuem CEKPETHbIX AOKYMEHTOB OT MCTOYHWKOB KOMMJIEKTOBAHMA TOCYAAPCTBEHHOTO M
MYHULIMNANbHOTO apXMBOB, OpPraHmn3aLmm Poccinckoi akafemMmmm HayK OCyLLeCTBAAETCA B COOTBETCTBUM C
3aKoHOAaTenbCcTBOM Poccuiickon ®epepalm o rocyAapCTBEHHOM TaliHe MO aKTy U OTAE/bHbIM OMUCAM
Oen, LOKYMEHTOB.



Mprem apXmBHbIX AOKYMEHTOB OT IMKBUAMPOBAHHbIX OpPraHn3aunii

4.5. MNpuem pokymeHToB ApxuBHOro ¢oHaa Poccuiickon Pepepaumm M ApYrux apxXMBHbIX
OOKYMEHTOB, CPOKM BPEMEHHOTO XPAHEHWS KOTOPbIX He WUCTEKAM, OT JIMKBUAMPOBAHHbLIX
roCyAapCTBEHHbIX OPraHOB, OPraHOB MECTHOIO CaMOYNpPaB/EHUA, FOCYAAPCTBEHHbIX U MYHULMMANAbHbIX
OpraHu3aLMin OCyLLEeCTBNAETCA B COOTBETCTBUM C AEMNCTBYHOLMM 3aKOHOAATENbCTBOM M B MOPALKE,
yCTaHOB/IEHHOM HacToswmmu Mpasunamu (cm. n. 4.4.1).

Mpn NUMKBMAAUMW HErocyfapCTBEHHbIX OpraHM3aumii obpasoBaBliMeca B npouecce WX
OEeATeNbHOCTU AOKYMEHTbI ApxnsHoro poHaa Poccuiickon ®Pepepaumm, LOKYMEHTbI MO IMMHOMY COCTaBY,
a TaKKe apXMBHbIE LOKYMEHTbI, CDOKM BPEMEHHOTO XPaHEHMSA KOTOPbIX HE UCTEKAM, MOCTYNAOT B apPXUB B
COOTBETCTBMM C 3aKoHOZaTeNbCcTBOM Poccuiickon Pepepaumm M Ha OCHOBAHUM [OrOBOpa MeXAay
JNIMKBUZAUMOHHON KOMUCCUERN (nnKBMAATopom) M apxmsom. pu STOM AMKBUAALMOHHAA KOMWUCCUA
(nMKBMAaATOP) OpraHM3yeT X ynopsaoyeHme B YCTaHOBAEHHOM MOPAAKE.

ApXMBHblE LOKYMEHTbI C HEUCTEKLIMMMU CPOKaMM BPEMEHHOIO XPaHEHUA, NPUHATbIE apXMBOM OT
JIMKBUAMPOBAHHON OpPraHM3aumu, BblAENAOTCA K YHUUTOMKEHMIO NO UCTEYEHUMN YCTAHOB/IEHHbIX CPOKOB
XpaHeHUA. APXMBHbIE LOKYMEHTbI, UMEOLLLME B COOTBETCTBMM C TUMOBLIMU UAN OTPAC/EBLIMU NEPEYHAMM
CPOK XpaHeHus ¢ nomeTkoi "IMK", BbIAENAIOTCA K YHUUTOXKEHUIO TOJIbKO NOC/e NPOBEAEHNA SKCNEPTU3bI
MX LLEHHOCTU 1 O0TOOpPA HA NOCTOSIHHOE XPaHEHUe.

MNepepnaya apxXxMBHbIX LOKYMEHTOB U3 apX1Ba B apXuBs

4.6. [MMepepaya apxuMBHbIX [OOKYMEHTOB, HaxogAawmxcs B deaepasbHO cobCTBEHHOCTY,
cobcTBeHHOCTN cybbeKkTa Poccuinickon Pepepaunm UAM MyHULMMNANbHOMW COBCTBEHHOCTU, U3 OAHOrO
apxvMBa B OPYroi OCYLLECTBAAETCA B COOTBETCTBMM C 3aKOHoAaTenbCTBOM Poccuiickoit depepaumuy,
3aKoHOAaTeNbCTBOM cybbekTa Poccuiickon Pepepaunun, MyHUUMNAABHBIMW NPABOBLIMM akTamu. lNpu
nepegaye COCTaBASETCA aKT NpuUema-nepenaym LOKYMEHTOB Ha XpaHeHue (npuaoxkeHune N 9) B AByx
3K3eMNAspax, O4HOBPEMEHHO MepeaatoTca TPU SK3eMNaspa onucei aen, AOKYMeHToB, Aeno ¢doHaa U
anct doHaa.

KomnieKkToBaHMe apXMBHbIMM LOKYMEHTAMM M3-3a pyberka

4.7. ApXMB MOXKET KOMMIEKTOBATbCA aPXMBHbIMU OOKYMEHTaMU POCCUMIMCKOrO MPOMUCXOMKAEHMS,
HaXo4AWMMUCA NO Pa3NMYHBbIM NPUYMHAM 3a Npegenammn Poccuiickoi ®eaepaunn, n/mam apxmeHbIMm
AOKYMeHTaMM 3apybesKHOro NPOUCXOXKAEHNA, UMEIOLWMMK 3HaYeHre ans Poccum.

Mprem nonyYyeHHbIX U3-3a pyberka apXMBHbIX AOKYMEHTOB B apXMB OCYLLLECTBAAETCA B COOTBETCTBUMU
C AOrOBOPOM MeXKAY COBCTBEHHUKOM MW BAALENbLEM YKa3aHHbIX JOKYMEHTOB M apXMBOM O NPOAAKeE,
AAPEHUMN NOAJUHHBIX AOKYMEHTOB UM UX KON, 0OBMEHE KONUAMM LOKYMEHTOB. 3aK/1l04EHNE A0roBOpa
OCYLLECTBNSAETCA C Y4YEeTOM 3aKOHOAATeNbCTBA COOTBETCTBYHOLWEW CTpaHbl. B pgorosope moryt
oroBapmeaTbCcA 0cobble YCNA0BMA MCMNONb30BaHMA MepenaBaemblX apXMBHbIX OOKYMEHTOB. [lpuem
opopmaAeTCa aKTOM Npvema-nepeaaym AOKYMEHTOB Ha XpaHeHue (npunoxeHue N 9).

ApX1BHblE JOKYMEHTbI, NOCTYNMBLIME MU3-3a pyberka B BMAE NOAJMHHUKOB UAM KOMUIA Ha npasax
NOAJIMHHUKOB, MPUHATbIE HA MOCTOAHHOE XPaHEeHWe B apXuB, HE3aBUCMMO OT MX MPOUCXOMKAEHUSA
BKJ/IIOYALOTCA B cocTaB ApxmBHOTo ¢oHaa Poccuiickon depepaunm n nogieskart rocyapcTBEHHOMY yUeTy.

Bsammop,eﬁcmme apxunBa C UCTOYHUKaMMN KOMMNJIEKTOBAHUA

4.8. ApxMB COBMECTHO C WUCTOYHMKaMW KOMMIEKTOBaHUA apxmBa pacCMaTpuBaeT U roTOBUT K
COMNacoBaHMIO COOTBETCTBYIOWMM YMNOJHOMOYEHHbIM OPraHOM WCMOAHUTENIbHON BRactu B coepe
apXuUBHOro Aena WAW COrnacoBblBaeT B COOTBETCTBUM C NpPefoCTaBAeHHbIMU eMy MOJIHOMOYUAMU
WHCTPYKLMWN NO AeN0NpOU3BOACTBY, NPUMEpPHbIe U UHAMBUAYA/IbHbIE HOMEHKANATYPbI Ae/, NOJIOXKeHUA
06 apXMBax N IKCMEPTHbIX KOMUCCUAX UCTOYHMKOB KOMMM/IEKTOBAHMA apXmBa.

ApxuB y4yacTteyeT B pabote LIIK (9K) MCTOYHMKOB KOMMNAEKTOBaHMA apX1Ba.

ApXMB MNPUHMMAET y4yacTMe B MNpPOBepKax COGMOAEHNA NPaBUA  OPraHU3aUMKM  XPaHEeHUs,
KOMM/IEKTOBAHUA, ydYeTa M WUCNOSIb30BAaHMA aAPXMBHbLIX AOKYMEHTOB B WCTOYHWMKAX KOMMAEKTOBaHMA



apxuBa, OpraHM3yemblX CMeurasbHO YMNOAHOMOYEHHbIM denepasibHbIM OPraHoOM WCMNOJHUTENbHOM
BflaCTM B cdepe apxMBHOrO Jesia, OpraHamu rocyAapcTBEHHOM BAactM cybbekToB Poccuiickoi
depepaunn, B TOM YMCNe YNONHOMOYEHHBIMW OpPraHammM WCMNOJHUTENBbHOMW BANACTU CyOBEKTOB
Poccuitckoin Pepepaumm B chepe apxmBHOro aena.

4.9. ApxvB B npefenax NpPefoCTaBAEHHbIX €My MNOJHOMOYMK B Lenax ¢GopmMMpoBaHMA U
obecrneyeHnsa COXPaHHOCTU AOKyMeHToB ApxmBHoro ¢oHaa Poccuiickoint Pepepaumnm, HaxoasWMXca Ha
BPEMEHHOM XPaHEHWUW, OCYLLECTBAAET B3aMMOLENCTBME C AEe/10MNPON3BOACTBEHHBIMMU, APXUBHLIMU U
3KCMEPTHbIMMU CAYXKOAMM UCTOYHMKOB €r0 KOMMNIEKTOBAHMA.

B 3Tux uenax apxms OKasblBAET YKa3aHHbIM CAyKb6am MEeTOANYECKYIO U NPAKTUYECKYHO MOMOLLb, B
TOM YnC/ie Ha A4OrOBOPHOM OCHOBE:

B OpraH13aLmm SOKYMEHTOB B Ae/10NPON3BOACTBE N GOPMUPOBAHUMU AEN;

no otbopy AOKYMeHTOB B cocTaB ApxmsHoro ¢oHaa Poccuitckoit depepalmm M NOArOTOBKE UX K
nepegaye Ha NOCTOAHHOE XPaHEHWE;

no ynopsaAoYeHUIo LOKYMEHTOB N0 IMYHOMY COCTaBY;

no BeAEHWO yyeTa AOKymeHTOB ApxmBHOro ¢oHza Poccuitckoit ®epepaumm, HAXOAALWMXCA Ha
BPEMEHHOM XPaHeHUH;

no noOArOTOBKE HOPMATMBHbIX W METOAMYECKUX AOKYMeHTOB (mocobuit) no Bonpocam
OeNnonpousBoACTBa M APXMBHOTO Aena;

Mo COBEPLIEHCTBOBAHMUIO PaboOTbl AENOMNPOM3BOACTBEHHDLIX, APXMBHbIX W 3IKCNEPTHbLIX CAYXKO
WCTOYHMKOB KOMMN/IEKTOBAHMA;

B NOBbIWEHNN NPOdECCUOHANBbHOM KBaNMUKALUN PaBOTHUKOB YKA3aHHbIX CYXKO.

V. OpraHun3aums Ucno/ib30BaHNA AOKYMEHTOB apXMBHOro poHaa
Poccuiickoit Pepepaunm v 4pyrux apxXmMBHbIX JOKYMEHTOB B apXuBe

[ocTyn nonb3oBaTesiei K apXmBHbIM AOKYMEHTaM

5.1. ApxuB npeaocTaBaseT NoJb30BaTe 0 OTKPbITbIE AOKYMEHTbI ApxMBHOro ¢poHAa Poccuinckom
depepaunu n gpyrme apxmuBHble AOKYMEHTbI, A TaKXKe CNPaBOYHO-MOMNCKOBbIE CPEACTBA K HUM U U3OaHUA
61MbnnoTeyHoro (cnpaBoYHO-MHPOPMaLMOHHOrO) doHAa.

Apxus obecneumBaeT [AOCTYN MOMb30BaTeNss K CEKPEeTHbIM Aenam, [Aenam, coaepkallimm
KOHOMAEHUMaNbHY0 UHbopMauuio, 6a3am AaHHbIX C  YY4ETOM OrpaHUMYeHUI, YCTaHOBAEHHbIX
3aKoHogaTenbcTBom Poccuitickon Pepepaumnn, M yCNoBUIA, KOTOPble YCTAHOBUAM COBCTBEHHUKN MK
BNafenNblibl apXMBHbIX AOKYMEHTOB NPU UX Nepesaye B apXumB.

[octyn nonb3oBatena K NOANMHHMKAM 0COB0 LIEHHbIX JOKYMEHTOB, B TOM YUCAE YHMKa/bHbIX
OOKYMEHTOB, K AoKymeHTam ApxuBHoro ¢oHaa Poccuitickoit ®depepaumn, HaxodalWMMCA B
Heya0BAeTBOPUTEIbHOM GU3NYECKOM COCTOAHWUM, OCYLLLECTBAACTCA B UCKAUUTEbHbIX CAyYasx (B Tom
yncne Ana nposefeHus paboT Mo u3ydeHWo naneorpaduyeckux ocobeHHOCTE TEKCTOB apXMBHbIX
OOKYMEHTOB) C NMUCbMEHHOrO paspelleHua pyKoBoauTena apxusa. lMonb3oBaTenio NpeaocTaBasoTCA
KOMWW YKa3aHHbIX AOKYMeHTOB (dOoHA NoNb30BaHUA) UAN AOKYMeHTabHble NyBaAnKaLmMuK, coaepskallime
AaHHble OOKYMEHTbI.

ApxuB He BMpaBe OrpaHWYMBaTb WAM ONpeaenaTb MNOJb30BaTeNto YCAOBUA WCMNONb30BaHUA
MHbOPMaLUK, MONYYEHHON MM B pe3ysibTaTe CaMOCTOATE/IbHOIO MOMCKa UM NpeaoCcTaBNeHHOW eMy B
nopagKe OKasaHWA apXMBOM NAATHbIX YCAYr, 33 WCKAOYEHMEM C/lydaeB, NpeayCMOTPEHHbIX
3aKoHoAaTeNnbCTBOM Poccuitickoit degepaummn namM oroBopeHHbIX B OrOBOpPe apxXmBa € Noab3oBaTesiem
no MHGOPMaLMOHHOMY OBCNYKUBAHMIO.

OpraHmaau,vm pa6OTbI No paCCeEKPEYNBAHUNIO aPXNBHbLIX AOKYMEHTOB

5.2. PykoBoguTe/nb apxuBa oOpraHvsyeT nposeaeHuMe paboTbl MO KOHTPOIO 33 CPOKamwu
CEKPETHOCTM apXMBHbIX AOKYMEHTOB, MMEILMX FPUbl CEKPETHOCTM, U MHOOPMUPYET pyKoBOAMUTENEN
rocyAapCTBEHHbIX OPraHoOB, HadeNAeHHbIX NOJTHOMOYMUAMM NO OTHECEHMIO CBeAEHMUI K roCyAapCcTBEHHOM
TallHe, a TaK}Ke pyKoBoAuTeNel opraHM3aLnmnin 0 HaMuymMm B apXMBE CEKPETHbIX apXMUBHbIX LOKYMEHTOB CO
CPOKaMM CEKPETHOCTU COAEPMKALLMXCA B HUX cBeAeHu cebiwe 30 NeT, ux coctaBe M obbemax.



PykoBoauTeno apxmBa OPraHU3yeT pacCeKpeymBaHME apXMBHbIX [OKYMEHTOB B Cayyae
oduUManbHOrO AenermpoBaHMA MNOJHOMOYMIA HA NpoBeAeHMe 3Tok  paboTbl  pyKoBoAUTENEM
COOTBETCTBYIOLLETO rOCYAAaPCTBEHHOIO OPraHa UaM OpraHusaLmu.

B apxmBe co3paeTcA KOMMCCMA MO PaCCEKPEYMBAHUIO APXMBHbIX OOKYMEHTOB. [lonoxeHue o
KOMMCCUM M MEepPCOHaNbHbIN COCTaB yTBepgatoTca: B deaepasbHOM roOCyLapCTBEHHOM apxuBe -
pykoBoauTenem; B apxuse cybbekta Poccuiickoir Pepepaunm - pykoBoguTenem yYnoJaHOMOYEHHOro
opraHa UCNosIHUTEeNbHOM BacTu cybbeKkTa Poccuitickon ®egepaumnm B chepe apxmBHoro gena. Kommceus
ocyuiecTBaseT paboTy B N1aHOBOM NOPAAKE, a TaKXKe B CBA3U C 06paLLeHMAMM NOb30BaTENEN.

PelwweHne Komuccum BCTYMAET B CUY NOC/E YTBEPKAEHMA pyKoBogMTeNneM apxusa. Ha ocHoBaHuu
peweHns KoMuUcCcun OodOPMNAETCA aKT O PaCCeKPeYMBaHUM APXMBHbLIX AOKYmeHToB (cm. n. 3.7.7),
KOTOPbIMA COrMacoBbIBAaETCA C rOCyAapCTBEHHbIM OPraHOM WM OpraHusaumen, HagenMBLUMM apXuB
COOTBETCTBYHOLWMMMU NOJTHOMOUNAMM.

3anpocbl Noab3oBaTeNIen 0 PacCeKPEUYMBAHUN apPXMBHbBIX LOKYMEHTOB paccCMaTpPUBAtOTCA apXMBOM
B YCTAaHOB/IEHHbIA 3aKOHOAATE/IbCTBOM CPOK. Ecin apxuB He MNOJHOMOYEH pacceKkpeymBaTb
3anpalmBaemble CBeAEHMA, OH B MECAYHbIA CPOK C MOMEHTA MOCTYMN/AEHMA 3anpoca HanpaBAseT ero B
COOTBETCTBYIOWMIA rOCYAapPCTBEHHbIA OpraH, MOJIHOMOYHbLIM paccmaTpuBaTb Bonpoc 06  ux
pacceKkpeumBaHun, nan B MexBeaoMCTBEHHYO Komuccmio (MBK) no 3awute rocyaapCTBeHHOM TaliHbl
WU B MEXBEAOMCTBEHHYIO 3KCMEPTHYI0 KOMUCCUIO, AENCTBYIOLLYIO B cybbeKTe Poccuiickon deaepaumu,
0 Yem yBeAOoMAAET N0b30BaTeNA, HanpaBMBLUETO 3anpoc.

ApxvnB npeaoctaBnAeT ONs U3YyYEeHUA M OPraHU3auMmM pPacceKpevymBaHMA YNEeHAM 3KCMEepPTHbIX
KOMWCCUI, CO3LQHHbIX B OPraHW3aUMAX, PYKOBOAMUTENW KOTOPbIX HageseHbl MNOAHOMOYMAMM TNO
OTHECEHUIO CBEAEHUN K FOCYAapCTBEHHOM TallHe, Y/ieHaM 3KCMEepPTHbIX rpynn, cpopmmpoBaHHbix MBK no
3alMTe rOCYLAPCTBEHHOW TaMHbI, @ TaKKe Y/eHaM MHbIX KOMMCCUI, NONHOMOYHbIX PacCeKpeymnBaTb
OOKYMEHTbI IMKBUAMPOBAHHbIX OpraHM3aumii, He MMEOLWMX NPaBONPEEMHUKOB, APXUBHbIE AOKYMEHTbI
WAN apXMBHbIE KOMKWK, 3 TaKKe Heobxognmyto nHdopmauuio.

CnpaBOYHO-NOUCKOBbIE CPEACTBA
(Hay4HO-cnpaBOYHbIV annapaT) K apXMBHbIM AOKYMEHTaM

5.3. Ana obecneyeHna AocTyna K apxMBHbIM AOKYMEHTAM apx1MB MpeaoCTaBAseT Nosb30BaTento
CNPaBOYHO-MOUCKOBbIE CPEeACTBA K HWMM  (COBOKYMHOCTb OMWCAHWI  apPXMBHbIX [OKYMEHTOB,
NpeACTaBNEHHbIX B aPXMBHbIX CNPAaBOYHMKAX, NPeAHA3HAYEHHbIX ANA NMOUCKA apXMBHbIX LOKYMEHTOB U
coAeprKallencs B HUX JOKYMEHTHOM MHbOopMaumn).

5.3.1. Komnnekc B3aMMOCBA3AHHbIX U B3aMMOLOMOHAEMbIX, CO343aBaEMbIX Ha eAMHON HayyHOo-
METOANYECKON OCHOBE apPXMBHbIX CMPaBOYHWKOB O COCTABE M COAEPKAHWUWU APXMBHbLIX AOKYMEHTOB
(cuctema HayyHo-cnpaBoyHoro annapata (HCA) apxmBa) BKktouaeT 0b6s3aTeibHble 415 BEAEHMA B apXMBe
apXMBHble CNPABOYHWKM (ONUCb AN, LOKYMEHTOB; MNyTEBOAMTENb;, CUCTEMATUYECKUA KaTanor) U
OONOJIHUTENbHbIE aPXMBHbIE CNPABOYHMKK (yKasaTenb; 0630p).

B apx1Be BeAeTCs aHaAU3 1 y4eT cocToaHuA cuctembl HCA apxmBa Ha BymaxkHOM HocuTene (KypHan
no y4yeTy coctoaHma HCA, KapToTeKka) n/mam B aBTOMaTU3NPOBAHHOM PEXUME.

O6u.w1e TDEGOBaHMﬂ K OMMCaHNIO apXNUBHbIX 4OKYMEHTOB

5.4. OnuncaHve apxMBHbIX AOKYMEHTOB (co3AaHWe WMHPOpPMauMM AN apXMBHbIX CMPABOYHMKOB)
NPOBOAMTCA HA TpexX YPOBHAX: apXMBHbIM (OHA, eauHMLA XpaHeHWa/eauHWLA yyeTa, apXMBHbIN
AOKYMeHT. Mpu HeobX0ANMMOCTUN ONMMCAaHME MOKET NPOBOAUTLCA MO rPYNMNam apxXmBHbIX GOHAOB, Fpynnam
e4VHUL, XpaHeHWA/eauHUL, ydeTa, KOMMAEKTam, rpynnam apXMBHbIX AOKYMEHTOB, Y4acTM apXMBHOIO
AOKYMEHTa.

OnucaHne apxMBHbIX [LOKYMEHTOB MNPOBOAWUTCA Ha TroCyAapCTBEHHOM f3blke Poccuiickol
desepaunn U MOXKET A0ONOMHUTENbHO NPOBOAMUTLCA Ha A3blKax cybbekToB Poccuiickoit ®eaepaunn u
A3bIKaX MEHbLUUHCTB.

OCHOBOW apXMBHOrO CMNpPaBOYHMKA ABAAETCA OMMCaTe/NbHaA CTaTbs, COCTOALWLAA M3 CledyloLmX
06a3aTeNIbHbIX 3/1IEMEHTOB: CBEAEHUN, UAEHTUOUUMPYIOWNX MHbOPMaLMIO (Ha3BaHME WM CNpaBOYHble
AaHHble apxMBHOTO GOHAA, eAMHULbI XPaHEeHUS/eaMHNLB! yYeTa, apXMBHOIO AOKYMEHTa); CBeAeHWU o



COCTaBe M COAEP!KaHMU MHPOPMaLUK; CBEAEHWN 00 YyCNOBMAX AOCTYMa U YCNOBMUAX MCMO/Sb30BAHMA
nHbopmaUum; cBeaeHU No UCTOpUK apxuBHoro GoHAa (AN ypOBHA apxmBHoro ¢poHAaa).

Mpn HeobXxo4MMOCTM B OMMCATE/IbHYIO CTaTbl0 BKAKOYAKOTCA AOMNOAHUTE/IbHbIE CBEAEHWUA O
MECTOHAXOXAEHNUN OPUTMHANOB; O HAAMUYUK APXMBHbIX AOKYMEHTOB $poHA006pasoBaTensa B COCTaBe
OPYrvX apxmBHbIX GOHAO0B M MecTax UX XpaHeHus, bubnavorpadua n ap.

5.4.1. OnucaTtenbHaa CTaTbA apXMBHOIO CNPABOYHMKA Ha YPOBHE apXMBHOro ¢oHAA BKAHOYAET:
Ha3BaHWe apxuBHoro ¢poHaa (cm. n. 3.5.3), cnpaBoYHble AaHHbIE O HEM, UCTOPUYECKYHO CNPaBKY K GoHAY,
aHHOTALUMIO O COCTaBeE WM COAEPHKAHUM apPXUBHbIX SOKYMEHTOB, MHOOPMaLMIO 06 ycnoBmax AocTyna u
ncnosb3oBaHus, bubanorpadutio.

5.4.1.1. CnpaBoy4Hble AaHHble 06 apxMBHOM ¢GOHAE COCTOAT M3 3/EeMeHTa apxMBHOro wudpa
(Homepa ¢oHAa); obbema apxMBHOro GpoHAa B eAUHULAX XPaHEHUA U/UAn eguHULAX yyYeTa Nno Buaam
OOKYMEHTaUMKW; KPalHMX AaT apXMBHbIX AOKYMEHTOB MO KaXKAOMY BWUAY [AOKYMEHTALWUW; NepevHs
nmetoLLerocs BHyTpMGOHL0BOro Hay4HO-CNPaBOYHOro annapara.

5.4.1.2. cTopuryecKkan cnpasKka K GoHAY COCTOUT U3 MHbOpMaL MK No ctopumn GoHA006pa3oBaTens
W nctopum apxusHoro GboHaa.

CeezeHus no uctopmm poHao006pasoBaTens BKAOYAOT: AaTbl €ro 06pa3oBaHMA, NepemMeHOBaHNS,
peopraHvM3auum, AVMKBUAALMW, BEAOMCTBEHHYIO MPUHALNENKHOCTb, CTPYKTYPY M PYHKUUKM, HA3BaHMA
opraHusaumMm-npeawecTBeHHMKa M npasonpeeMHuka. CeBegeHus o ¢oHpoobpasoBaTene apxMBHOMO
$OoHAA IMYHOrO NPOUCXOXKAEHUS BKOYAIOT €ro KpaTkue buorpaduyeckme gaHHble (bamunuto, nms,
OTYeCTBO, MCEBAOHMM, OEBUYbIO Gamuanto, AaTbl XKU3HKW, npodeccuto, AaHHble O CAYKeBHOU U
o6LLecTBeHHOM aeATenbHOCTH). [Ana apxMBHOro GpoHOa cemMbM, poda aHa/IOrMYHbIE CBEAEHUs AatoTcA O
KaXKA0M M3 POACTBEHHMKOB. 15 06begMHEHHOrO apXMBHOro doHAa cocTaBaseTCA 06LLaa MCTopuYeckan
cnpasKa.

CBegeHUA No UCTOPUU apxMBHOro GpOHAA BKAKOYAOT AATy €ro NnocTyn/ieHua B apxme, 06bem U
KpalHMe p[aTbl ApPXMBHbIX AOKYMEHTOB, CTEMeHb MX COXPAHHOCTM; OCOBEeHHOCTM ¢GOopPMMPOBaAHUA,
OMMCAHUA N CUCTEMATM3AUNK; MHOPMALMIO 06 M3MEHEHMAX B COCTaBe M 06beme apxnBHOro ¢oHAa U MX
NPUYUHAX, O HAIMYMM APXMBHbIX LOKYMEHTOB APYrUX opraHmM3aumn nau nuy, (poHaoBbIe BKAOYEHMUA); O
COCTaBe HAy4YHO-CMPaBOYHOro annapaTta K apxmBHomy ¢oHAy. O apXMBHOM KOANEKUMM YKa3blBAOTCA
CBELEHMA O BPEeMEHW, YCAOBMAX, MNPUYMHAX ee Co34aHuA; npuHuMnax $GopmMMpPoBaHMUS;
MECTOHaxXOXAEeHMUN KONNEKLUM A0 NOCTYNAEeHUA B apXuB; COCTaBuUTene.

NcTopuueckas cnpaBka K GOHAY KOPPEKTUPYeTCA NpU U3MEHEHUU 0Obema apxmBHOro GpoHaa, a
TaK)Ke B C/ly4ae peopraHm3aLmm, USMeHeHUa CTPYKTYpbl, PyHKLMI PoHL006pa3oBaTens U T.0.

5.4.1.3. AHHOTaUMA O COCTaBe M COAEPHKAHUN aPXMBHBIX LOKYMEHTOB apXMBHOro GoHAa BKAOYaET
KpPaTKyto OOOOLLEHHYIO XapaKTEPUCTUKY STUX AOKYMEHTOB MO BMAAM U WX COAEPKAHMA MO Temam,
OTParKaloWMM HanpasieHua peatesibHOCTM $GOHAO006pPa30BaTeNa, C YKA3aHMEM XPOHOIOMMM TEM U
0603HaYeHnem ux reorpadpuyeckmnx (aGMUHUCTPATUBHO-TEPPUTOPUANbHBIX) FPaHULL.

5.4.1.4. YcnoBuA [oCTyna K apXMBHbIM [AOKYMEHTAM apXMBHOrO POHAA M MX MCMNONb30BaHMA
BK/IOYAIOT CBEAEHMA O HAAMUYMU  apXMBHbBIX [AOKYMEHTOB, [AOCTYN K KOTOPbIM W MNOPAAOK WX
MCNO/1Ib30BaHWUA OrpaHMYeHbl 3aKoHO4aTeNbCTBOM Poccuitickoit Peaepaunm nnm poHagoobpasosatenem,
a TaKXe CBEAEHMA O HA/MYMWU NOAJMHHUKOB OCODO LIEHHbIX AOKYMEHTOB, B TOM YMC/IE YHUKANbHbIX
OOKYMEHTOB, W OOKyYMeHTOB ApxuBHoro ¢oHaa Poccuitckoii ®Pepepaumn, HaxoZAWMXCA B
HeyA0BNeTBOPUTENbHOM GU3NYECKOM COCTOAHWUN; O HaMYMK GOHAA NOIb30BAHUSA.

5.4.1.5. bubnnorpaduma K apxmpHomy GoHAY BKAOYAET CIMCOK ONyBAMKOBaHHbIX CMPAaBOYHMKOB NO
AaHHomy doHAY M NoPOHAO0BLIX AOKYMEHTANbHbIX NYO6ANKALLMIA, BbINOSHEHHbIX HA €F0 OCHOBE.

5.4.2. OnucaTesnbHasA CTaTbA apXMBHOIO CMNPaABOYHMKA Ha YPOBHE eAMHWLLbI XpaHeHWs/eanHULb
yyeTa BKKOYAET: NOPALKOBbLIA HOMEP eAMHUUbI XpaHeHus/eaMHMLbl yyeTa; CTapblii MHBEHTaPHbIN
HOMep; 3aro/sIoBOK eAMHUUbI XpaHeHWsa/eauHULbl yYeTa; CNpaBoyYHble AaHHble O Hel; yKasaHue Ha
NOA/MHHOCTb/KONWIMHOCTb, BMA HocuTena (Mam  cnocob BocnpousBeneHus), A3blK, BHELWHUe
0COoBEHHOCTH, YCNOBMA A0CTYNA U UCMONb30BaHUA apXUBHbIX AOKYMeHTOB. OnuncaTenbHaa cTaTbs Mpu
HEeobX04AMMOCTM [OMONHAETCA Ha3BaHMEM apXMBHOTO GOHAA U ero CTPYKTYPHOM 4yacTu (onucu gen,
OOKYMEHTOB), aHHOTaUMel OTAe/IbHbIX APXMBHbIX AOKYMEHTOB MAM WX TPYynn AaHHOW eguHMLbI
XpaHeHusA/eanHMLbl y4YeTa.

5.4.2.1. 3aroN0BOK eAMHULbI XPAaHEHWA YMPaBAEHYECKOW AOKYMEHTAUMM, eguHULbI XPaHeHUA
APXUBHbIX AOKYMEHTOB JIMYHOMO MNPOUCXOXAEHWUA BKAKOYAET: HaAMMeHOBaHWe BUAA aAPXUBHbIX



[OKYMeHTOB; aBTopa(oB) apXxMBHbIX AOKYMeHTa(oB); agpecaTa(oB) nam KoppecnoHaeHTa(oB), KOTOPbIM
HanpaB/ieHbl UK OT KOTOPbIX NOMYYEHbl LOKYMEHTbI; BONPOC WAM NpeaMeT, Ha3BaHMA cobbITUA, GaKTa,
MECTHOCTU, GaMUIUM U MHULUMANDLI NIUL, K KOTOPbIM OTHOCUTCA COAEp’KaHWe YKa3aHHbIX AOKYMEHTOB;
AaTtbl cobbITM. B ciiydyae OTCYyTCTBUS HEOOXOAMMbIX CBEAEHUA B 3aro/I0BOK BKJ/IHOYAETCA MOACHAOLLAA
nHbopmauma "aBTop He ycTaHOBAEH".

3aro/IoBOK eAMHULbl yYyeTa KUHOBMAEOAOKYMEHTA BK/OYAET aBTOPCKOe HasBaHWe ¢uabma,
CMNeLBbINYCKa, KMHOXKYPHANa WAM Has3BaHMe COObITUA, OTPAXKEHHOrO B KMHO- WM Teneckoxkerte, AaTy
npo13BoACTBa /UK AaTy CbeMKKU, GaMUANKN U MHULMANbI perKMccepa U/Man onepatopa CbeMKM.

3arofioBOK eauHUUBI yd4eTa GOHOZOKYMEHTa BK/OYAaeT HasBaHME U KaHp (POHOAOKYMEHTa,
Ha3BaHWe, MeCcTOo M AaTy OTPaXKeHHOro cobbITuA. MNpKn OTCYTCTBUMN Ha3BaHWA GOHOLOKYMEHTA YKa3blBaeTca
OCHOBHOE COZEep)KaHWe Tene- UAK paguonepesayn, BbICTynaeHus, beceabl n aAp. 3aroN0BOK eANHULI
yyeTa POHOAOKYMEHTa, COAEPKALLErO 3anMcCb NPOU3BEAEHUA AUTEPaTYypPbl M WUCKYCCTBA, BK/KOYaeT
Ha3BaHWe MPOU3BEAEHMNA U Ero XKaHp, NepBYH0 CTPOKY TEKCTA, KOTOPas 3aK/NOYAEeTCA B KaBblYKM, €CAU
GOHOOKYMEHTOM ABNAETCA HE MMEIOWEee aBTOPCKOrO Ha3BaHMA M He onyb6/AMKOBaHHOe paHee
npouvsseaeHne; GaMuamm U MHULMaNbl aBTOPOB U/UAN UCNONHUTENEN KaK CaMOoro NPousBeaeHus, Tak u
ero o6paboToK, NepenoKeHnin, NnepeBoaoB; A3blK POHOAO0KYMEHTA.

3aro/I0BOK e4MHU1Lbl XpaHEHUA GOTOLOKYMEHTA BK/IOYAET ONMUCAHME N300parKeHUs UM Ha3BaHue
¢doToanbboma, cnainga, Heratmea, GaMUAUIO U MHWULMA/BI aBTOPA, MECTO M ATy CbEMKU.

5.4.2.2. CnpaBoyYHble AaHHble 0 eANHULE XPaHeHWsA/eaAMHULE yYeTa COCTOAT U3:

3N1eMEHTOB apxuBHoro wuopa (Homepa ¢oHAa; HOmepa onucu Aen, AOKYMEHTOB; Homepa
eANHULbI XpaHeHMA/eAnHMLbI yYeTa);

o6bema eanHULbl XpaHeHUA/eAUHMLbI YYeTa: ANA apXUBHbIX AOKYMEHTOB Ha BymMarKHOW OCHoBe -
KOJIMYECTBO JIUCTOB; A/1A KUHOBUAEOPOHOAOKYMEHTOB (B 3aBUCMMOCTM OT BUAA) - KOJIMYECTBO eauHUL,
XPaHEHUs B eAMHULE YYeTa UAN eaMHUL, yYeTa B eAuHULE XPaHEHUA, METPaXK, XPOHOMETPaX, Bpems
3By4YaHMA (B MMUHyTax M CeKyHaax); ona GpOTOLOKYMEHTOB - KOMMYECTBO HEraTMBOB, COCTaBSIOLLMUX
eauHULY XpaHeHusa; ansa ¢poToanbbomoB - KoanyecTBo GOTOOTNEYATKOB;

KpaHWUX OaT apXMBHbIX OOKYMEHTOB; ANS ayAMOBM3YasibHbIX LOKYMEHTOB - AaTbl 3anucu uam
nepesanucu.

5.4.2.3. B KauecTBe BMAOB MaTepuanbHOIO HOCUTENA eAUHULbI XPaHeHUA/eAnHULbI yYeTa npu
ONUCaHMK YKa3blBalOTCA:

A7 yNpaBAeHYECKON AOKYMEHTALMN U apXMBHbIX OKYMEHTOB JIMYHOMO NPOUCXOXKAEHUA - Bymara,
Ka/ibKa, NneprameH v 1.4.;

Ana GOHOLOKYMEHTOB rPpaMmodOHHOM 3anncK - maTepuan HoCUTeNS;

A1A GOHOLOKYMEHTOB MarHUTHOM 3anuncK - TUM MarHUTHOM IEHTbI;

A7 BUAEOAOKYMEHTOB - dopmaT 3anucy;

ana GoTo- N KUHOAOKYMEHTOB - GOpPMaT M OCHOBA NJIEHKM, LBETONEpesaYa;

ANA 3NEKTPOHHBIX JOKYMEHTOB - KOMNAKT-AUCK U/MAN APYroi COBPEMEHHbI HOCUTEND.

5.4.2.4. Ycnosus A0CTyNa K eANHULAM XpaHeHUA/eAMHMLAM yYeTa U UX UCNO/Ib30BaHMNA BKIKOYAKOT
CBEAEHUA O HANMYMM apPXMBHbIX AOKYMEHTOB, AOCTYN K KOTOPbIM M MOPAAOK WX WMCMONb30BaHMUA
OrpaHMYeHbl 3aKOHOAATENbCTBOM Poccuitickon degepaumm uam doHpoobpasoBaTenem, a TaKkKe
CBeAEeHUN 0 Ha/IMYUKN MNOAJIMHHMUKOB 0CO60 LLEHHbIX JIOKYMEHTOB, B TOM YNC/IE YHUKANbHbIX LlOKYMEHTOB,
N JoKymeHToB ApxuBHoro ¢oHpa Poccuiickoit Pepepaunn, HaxoaAWMXCA B HEYAO0BNETBOPUTENbHOM
$13MYECKOM COCTOAHUMU; CBEAEHUA O Hannuumn GoHAA NONb30BAHMA; O A3bIKE U BHELLHUX 0COBEHHOCTAX
apPXMBHbIX AOKYMEHTOB; 0 Hannumn HCA K eamHULE XpaHeHUa/eamMHULe yyeTa.

5.4.3. OnuncatenbHas CTaTbsl apPXMBHOIO CMPABOYHMKA HA YPOBHE apXMBHOIO AOKYMEHTA BKIOYAET:
3aro/I0BOK; CMpaBoyHble AaHHbIe O HEM; yKa3aHue Ha NOAJIMHHOCTb/KOMWUMHOCTL; BUA HOoCcuTens (Mam
cnocob BoCNpousBeaeHus); yCNoBUS AOCTYNA U UCMO/Ib30BaHMS.

5.4.3.1. 3aroN0BOK apXMBHOTO AOKYMEHTA BK/IIOMAET: HAUMEHOBAHWE BMAA apXMBHOTO AOKYMEHTa;
aBTOpa; agpecaTa UM KOPPEeCcnoHAEHTa, KOTOPOMY HAnpaB/eH WAM OT KOTOPOFrO MOAYYEH AOKYMEHT;
BONPOC WAWN NpeameT, cobbiThe, GpakT, L0, Ha3BaHME MECTHOCTU, K KOTOPbIM OTHOCUTCA coAaepiKaHue
YKa3aHHOro AOKYMEHTa; AaTy cobbiTna. B caydvae OTCyTCTBMA HEObBXOAMMbIX CBEL4EHWIM B 3arosIoBOK
BK/IlOYaeTcA nosAcHsowan uHpopmauma: "aBTop He ycrtaHosseH", "6e3 patel". Mpu HeobxoaMMOCTH
3aro/0BOK [AOMNOJIHAETCA aHHOTAUMEN, PacKpbiBaloOWel He OTparKeHHOe B 3aro/IoBKE COAeprKaHue
OaHHOTo AOKYMEHTa.



5.4.3.2. CnpaBo4Hble AaHHble 06 apXMBHOM AOKYMEHTE COCTOAT U3 3/1IeMEHTOB apPXMBHOrO Wndpa
(Homepa ¢oHaa; HOmepa onucu Aen, AOKYMEHTOB; HOMepa eAuHMLbl XpaHeHWs/eaunHuLbl yyeTa;
HOMEpPOB INCTOB); 06bema (KONMYEecTBa IMCTOB) apPXMBHOIO JOKYMEHTA; AaTbl €0 CO3AaHus.

5.4.3.3. YcnoBmAa pocCcTyna K apxXMBHOMY LOKYMEHTY U MUCMNONb30BAHUA BKAKOYAOT CBEAEHMA O
Ha/IMYNMKU  OFPaHUYEHUM Ha [AOCTYN W OrpaHMYEeHMA MO  MCMO/Ib30BAHWUIO, YCTAaHOBAEHHbIX
3aKoHoZaTeIbcTBOM Poccuinickon depepaunm nnm doHaoobpasoBatesiem, a TakKe 06 OTHeCeHUN ero K
4Yncny ocobo LLEHHbIX AOKYMEHTOB, B TOM YMNC/E YHUKAJIbHbIX JOKYMEHTOB, UM AOKYMEHTOB APXMBHOIO
doHaa Poccuitckonnt depepaummn, HaxodAWMXCA B HeyAOBAETBOPUTE/IbHOM (PU3MYECKOM COCTOSHWUU;
cBeAeHua o Hannuymm GoHaa NONb30BaHMA; O A3bIKE U BHELLHMX OCODEHHOCTAX apPXMBHOIO AOKYMEHTA; O
BK/tOYEHMM MHPOPMaLmMm o Hem B cuctemy HCA.

5.5. Mpun cosgaHum HCA apxuB yumTbiBaeT He TONbKO obuwume TpeboBaHMA K COCTaBAEHWUIO
onucaTebHbIX CTaTeN apPXMBHbIX CNPABOYHUKOB, HO U 0COBEHHOCTM NOATOTOBKM UX KaXK40ro TMna 1 Buaa.

Onucb aen, AOKYMEHTOB

KoHcynbTaHTlAOC: NpumeyaHue.

B oduumanbHOM TeKcTe OOKYMEHTa, BUAMMO, AOMNyLLeHa onedyaTka: MyHKT 6.4.2 B JOKyMeHTe
OTCYTCTBYET, MO BOMPOCY, KacalowWwemyca onucaTesIbHbIX CTaTel eaAuMHUL, XpaHeHua/eanHUL, yyeTa, CM.
NyHKT 5.4.2.

5.5.1. Onucb Aen, AOKYMEHTOB (apXMBHbIM CMPaBOYHUK, NpegHasHa4YeHHbIM ANA pPacKkpbiTUA
COCTaBa M COAEpPNKaHWA eauHML, XpaHeHus/eguHWUL, yyeTa, 3aKpenneHua WUxX BHYTPMbOHA0BOWM
cuctematusauMmM M ydeta; npuaoxkeHus N 7 - 8) cOCTOUT M3 ONUCaTe/bHbIX CcTaTell eauHWL,
XpaHeHua/eanHuy, yyeta (cm. n. 6.4.2), utorosoi 3anucu (cm. n. 3.5.6), nucra-3aseputens (npunoxkeHve
N 3) 1 cnpaBoYHOro annaparta K OnucK.

B cnpaBoyHbIA annapaT onucu Aen, AOKYMEHTOB BXOOAT: TUTY/IbHbIA JINCT, COAEprKaHue
(ornaBneHue), NnpeamcaoBue; CNMCOK COKPALLEHMI; NepeBOAHble TabANLbl apXMBHbIX WKNdPOB (B caydae
nepepaboTKn onncu); ykasaTenmu.

Ha TUTynbHOM NUCTe onucK Aen, AOKYMEHTOB NOMELLLAIOTCA: NOAHOE Ha3BaHME apXxMBa, Ha3BaHWe
N HOMep apxuBHOro ¢oHAa, HOMepP M Ha3BaHWE OMWUCK, KPalHWE AaTbl BHECEHHbIX B ONUCb apXMBHbIX
OOKYMEHTOB.

Mpeancnosure cocTaBAAETCA MO0 K Kaxa0M onucy aen, AOKYMEHTOB, MO0 obLiee Ko BceM onncam
apxmBHoro ¢oHaa. B npeamucnosum KpaTko wmsnaratotcs uctopma ¢oHAoobOpasoBaTens U APXMBHOTO
¢$oHAa; aHHOTAUMA COCTaBa U COAEP!KaHUA aPXMBHbIX JOKYMEHTOB (C BblAeneHNeM Hanbonee TUNUYHbIX
rpynn eguHuUL, XpaHeHua/eauMHUL, y4eTa No UX BMAAM M PasHOBUAHOCTAM, MO COAEPMKAHMIO); COCTaB
CMNPaBOYHOro annapaTta K onucu. Npu cocTaBNeHNN OTAE/bHbIX TPEeAMUCI0BUI K KaXKA0M ONUCU apPXUBHOTO
¢doHAa BCce 06LMe AaHHbIe MO UcTopun doHA006pa3oBaTeNs U UCTOPUA apPXMBHOIrO GOoHAA NOMELLAOTCA
B NPEAMCNOBUN K NEPBOMN ONUCK AeN, LOKYMEHTOB.

Mpn HeOBXO4MMOCTHM K ONUCK AeN, LOKYMEHTOB COCTaBAAOTCA 06LMe U cneumnanbHble yKasaTenu.

5.5.1.1. ApxvB B HEOOXOAMMbIX C/ly4aax OpPraHU3yeT yCOBEPLUEHCTBOBaHME U NepepaboTKy onucel
Aen, LOKYMEHTOB.

YcoBeplEeHCTBOBaHNE ONUCK AN, LOKYMEHTOB - KOMMJIEKC paboT Mo  MOBbILEHUIO
NHOGOPMATUBHOCTM ONUCK: YTOUYHEHMIO 3ar0/I0BKOB e4MHUL, XpaHeHUs/eanHuy, yueTa (6e3 nsmeHeHus ux
cMcTeMaTm3aumm), CocTaBAEHMIO HEOHX0AMMOro CNPaBOYHOrO anmnaparta K OnucH.

MepepaboTka onucu fen, AOKYMEHTOB - COCTaB/ieHWE HOBOW OMWCM B3aMeH CTapol, He
oTBeyatolLeit TpeboBaHMAM MOMCKA M yyYeTa apXMBHbIX AOKYMeHTOB. lepepaboTKa onucu BKAtOYaeT:
n3yyeHne eamHUL, XpaHeH s/ eAnHUL, yyeTa C NPOBEeAEHMEM IKCNEPTM3bl UX LLEHHOCTH, YTOYHEHNEM UX
$OHA0BON MPMHAANEKHOCTU; YTOUHEHME MAW COCTaBAEHME 3aro/OBKOB eAMHUL, XpaHeHus/eamHul,
yyeTa; onpeaeneHne Uam yTodHeHMe MX KpanHUX 4aT, NepecucTemMaTmsalnmio eAMHUL, XpaHeHna/eanHuL,
y4eTa Nno HOBOW CXeme CMCTeMATU3aLMK U COCTaBAEHNE HEODXOAMMOTrO CNPAaBOYHOrO annapaTa K onucu.
Mpw NnepepaboTKe ONUCcK COCTaBANRETCA NepeBOAHas TabaMLA CTapbIX U HOBbIX aPXMBHbIX LWUIMGPOB eANHUL,
XpaHeHuA/eaAnHUL, yyeTa. YHUUTOMKEHME CTapbiX OMUCel Aen, AOKYMEHTOB nocie UX nepepaboTku
3anpewaetca. CTapble ONUCK YYUTBLIBAKOTCA MO HOBbIM OMMUCAM Ha NPaBaxX OTAE/bHbIX eANHUL, XPaHEHMUS



M MOMELLAOTCA B KOHLLE HOBOM OMMCK 3a NOCAeAHUM HOMEPOM Mo CBOMM 3aro/IoBKOM M C OTMETKOW
"Onucb nepecoctasneHa. Cm. on. N ...".

MNyTtesogutenu

5.5.2. MyteBoauTenb (apXMBHbIA CNPaBOYHUK, COAepXKallMii cBedeHUs 06 apxmBHbIX doHAaX
apxvBa (apxuBOB) B CUCTEMATU3NPOBAHHOM BMAE W MpeAHasHaYeHHbIM A4 O3HaKOMJIeHUS
NnoJib30BaTesIA C UX COCTaBOM U COLEPKAHNEM) COCTOUT M3 ONMCATE/NbHBIX CTaTell HAa YPOBHE apXMBHOTO
¢doHga (cm. n. 5.4.1) n cnpaBoyHoro annapara.

Bugamu nyteBoguTens ABAAOTCA nyTeBoaAuTeNb No ¢GoHAAM apxuBa (apXMBOB); KpaTKuUi
CMNPaBOYHMK MO GOHAAM apXxmBa (apXMBOB); TEMaTMYECKUI NyTeBOogMTENb NO GOHAAM apxmBa (apxmBoB).
MyTeBoAnTENM NOAPA3LENAOTCA TAKIKE Ha APXMBHbIE (BHYTPUAPXUBHbBIE) U MEXKAPXUBHbIE.

Bug, nyteBogmMTENA N CXEMA NOCTPOEHMA ONPEAENAIOTCA €ro LieNIeBbiM Ha3HAYeHMEM.

5.5.2.1. OcHOBHaA 4YacTb NyTeBoAUTENA NO POHAAM apXMBA (apXMBOB) COCTOUT U3 OMMUCATENbHbIX
cTaTen apxmMBHbIX GOHAOB MAM Fpynn apxuBHbIX PoHA0B. B nyTeBoguTens no poHAam apxmea (apxmsos)
OOJIKHbI BK/HOYATbCA CBEAEHMA O BCEX OTKPbLITbIX apPXMBHbIX GOHAAX. HEKOTOpble apxmBHbIe GOHAbI MOTYT
6bITb NPeACcTaBAEHbl B BUAE CMIUCKA HEAHHOTUPYEMbIX apXMBHbIX GOHAOB.

5.5.2.2. OcHOBHas 4acCTb KPATKOro CMNpaBOYHMKA MO $OHAAM apxmBa (apxMBoB) COCTOUT U3
CUCTEMATU3NPOBAHHOIO MEPEYHS OMNMcaTeNbHbIX CTaTelt Ha apxuBHble GOHAbI UM TPYMNMbl aPXUBHbIX
$oHaoB.

KpaTkMe cnpaBOYHMKM MNOAPA3AENAOTCA HA AHHOTUPOBAHHbIE W HEAHHOTMPOBAHHbIE.
OnucaTenbHasa cTaTbA B aHHOTUPOBAHHOM KPaTKOM CMpPaBOYHMKe COCTOUT U3 Ha3BaHMA apXMBHOro ¢poHAa
CO BCEMW MnepeMmeHoBaHUAMM oHA00Opa3oBaTeNA, CNPaBOYHbIX AaHHbIX 06 apxmBHOM ¢oHOe U
KPaTKOM aHHOTALUMM Ha apXMBHble JOKYMEHTbI 3Toro doHaa. OnucatesibHan cTaTbA B HEAHHOTUPOBAHHOM
KPATKOM CMpaBOYHMKE COCTOMT M3 HAa3BaHMA apXMBHOIo GOHAA M CNPABOYHbIX SAHHbIX O HEM.

5.5.2.3. OcHOBHasA YacTb TeMaTUYECKOro nytTeBoauTens no ¢oHOam apxvmea (apxMBOB) COCTOMUT U3
CUCTEMATU3NPOBAHHOIO MepeyYHA onucaTeNbHbIX CTaTel No onpeaeneHHON TeMe Ha apXMBHble GOHAbI
WU UX YacTw.

5.5.2.4. B cnpaBoyHbIl annapaT nyTeBoauTena ntoboro Buaa BXoAsaT TUTY/IbHbIV JINCT, COAEepKaHme
(ornaBneHune), npeaucnoBue, CNWUCOK COKpaLLEHWI, NPUIoXKeHua, yKasatenu. K nyteBoguTento
cocrasnsieTca obuwas 6ubanorpadpus.

B MHOrOTOMHbIX M34aHUAX NyTeBOAWUTENEN COCTaBNAAETCA CNPaBOYHbLIA annapaT Kak A8 BCero
M34aHuA B LEesIoM, TaK U AN OTAEeNbHbIX TOMOB.

Katanoru

5.5.3. Katanorn (mexdoHAoBble apXMBHbIE CMPABOYHUKWU, B KOTOPbIX CBEAEHWUA O COAepHKaHuu
apXMBHbIX GOHAOB, eANHUL, XPaHeHMA/eAUHWL, yYeTa, apXMBHbIX AOKYMEHTOB (MM MX YacTeld) apxmBa
CrpynNnNUpOoBaHbI No NpeameTam (Temam, OTPACcAAM), PaCnoOXKEeHHbIM B COOTBETCTBMM C ONpeaeeHHOM
CXeMol KnaccuduKaumm OOKYMEHTHOM MHPopmaummn) obpasyloT cucTemy KaTtasnoros apxusa. Coctas
CUCTEMbl KAaTa/IorOB apxvMBa OMNPeAenseTcs COCTaBOM W COAEPrKaHMEM apPXMBHbIX [AOKYMEHTOB;
WHTEHCUBHOCTBIO MX WMCMOJ/Ib30BaHWA; CTEMEeHblo Pa3paboTaHHOCTU ApPXMBHbIX GOHAOB; HaNUuUMEM U
KauyecTBOM APYrMX TUMOB apXMBHbIX CNPaBOYHNKOB. OCHOBHbIMU B CUCTEME KAaTa/IOrOB apXMBa ABNSAIOTCS
CUCTEMATUYECKUI U UMEHHOW KaTasoru.

KaTanorv nogpasaensatorca Ha cucTeMaTuyeckme, TeMaTuyeckme U UX PasHOBUAHOCTM (KaTanorv no
UCTOPUM YUPEROEHUN, aAMUHUCTPATUBHO-TEPPUTOPUANIBHOTO AeNeHUs U Ap.), NpeameTHble U WX
pa3HOBMAHOCTU (MMeHHOW, reorpaduyeckmii, 06 bEKTHbIN).

OnucaTenbHan CTaTbsA KaTaiora BK/IOYAET: Ha3BaHME apXMBa; UHAEKC; PyOPUKY M noapybpuKy; aaty
cobbITMA; MecTo cobbITUA; CBeAEHMA M3 apXMBHOMO LOKYMEHTa, eAuHULbl XpaHeHUsa/eanHuUbl yyeTa,
apxuBHoOro ¢poHaa (cogepaHue); apxuBHbIiA WNPP; A3bIK AOKYMEHTa M cnocob ero BoCnpousseaeHus;
dbamuanio cocTaBuTens n AaTty COCTaBAEHMA ONMUCaTeIbHOM CTaTbMy.

[nAa ycTaHOBNEHMA CBA3M MeXAy pasdenamu Katajora WaM pasfenoB KaTanora C Apyrumu
apPXMBHbIMW CNPABOYHUKAMM NPUMEHAETCA CUCTEMA OTCbIOK.



YKasatenu n 063opbl

5.5.4. VYkaszatenn (apxuBHble CNpPaBOYHMKKM, npeacTaBaawolwmMe cobolt  andasBuTHbIE,
CUCTEMATUYECKME UM COCTaBNIEHHblIE MO KaKoMy-aMbo MHOMY MpPU3HaAKy MepeyHn HasBaHMUM
(HaMmeHoOBaHWM) NpPeaMeToB, YNOMWHAEMbIX B apXMBHbIX OOKYMEHTaX, C YKa3aHMEeM WX apXMBHbIX
WwnopoB) noApasaenalTca Ha BHYTPUPOHZOBblE, MeXPOHAOBblIE, MEXKAPXMBHbIE, a TaKXKe Ha
TemaTuyeckne, npeametHble (obwume W crneyuanbHble), XpPOHONOTMYEcKne. PasHOBMAHOCTAMMU
npeaMeTHOrO yKasaTens ABAAKTCA UMEHHOMW U reorpaduyeckunin ykasaTtenm.

YKazatenn moryTt 6biTb CAMOCTOATENIbHBIMU apXMBHbIMM CpaBoYHUKamm B cucteme HCA apxmBa
WA BXOOMTb B COCTAaB BCMOMOraTe/IbHOroO CNPABOYHOFO annapata K APyrMm TUMam apXMBHbIX
CNPaBOYHMKOB.

OnucaTtenbHas cTaTbs yKasaTena Ntoboro Buaa COCTOUT U3 NPEAMETHOro NOoHATUA (pybpuKku) m
apxuBHoro wuopa.

B yKasaTene NpMmMeHAETCA CUCTEMA OTCbIZIOK A/1A YCTAHOBIEHUA CBA3E MeXAY TOXKAECTBEHHbIMM
NpPeAMETHbIMU NOHATUAMM.

5.5.5. O630pbl (apx1BHble CMPABOYHMKW, BKAOYAIOWME CUCTEMATUIMPOBAHHbIE CBEAEHMA O
COCTaBe W COOEP!KAHUM OTAENbHbIX KOMMAEKCOB apPXMBHbIX [AOKYMEHTOB, [OMOJIHEHHbIE WX
WCTOYHMKOBEAYECKMM aHANN30M) NOAPA3AENA0TCA HA 0630pbl POHA0B U TEMATUYECKME 0630pbl.

0630p poHAa BKAOYAET CMCTEMATM3MPOBAHHbIE CBEAEHMA O COCTABE U COAEPKAHUU AaPXMBHbIX
OOKYMEHTOB OHOr0 apXMBHOro GpoHAa.

TemaTnyeckmii 0630p BK/IOYAET CMCTEMATU3MPOBAHHbIE CBEAEHMA O COCTaBE U COAEpXKaHWUU
APXMBHbIX OOKYMEHTOB OAHOI0 WAW FPYMMbl apXMBHbIX GOHAOB OLHOMO WM HECKOJIbKMX apXMBOB NO
onpeaeneHHou Teme.

B cnpaBoyHbIi annapaT 0630pa BXOAAT TUTY/IbHBIN INCT, cOAepKaHue (ornaBneHune), npeguciosue,
CMMCOK COKpalleHnin, ykasatenn. K Tematnyeckomy 0630py A0KHbI ObiTb COCTABAEHbI CMMCOK POHAOB,
MHbOPMaALMA O KOTOPbIX coaepKUTCA B 0630pe, n bubnanorpaduma no Teme ob63opa.

ABTOMaTM3NpPOBaAHHbI HCA

5.6. ApxvBHble CMPaBOYHUKM MOTYT BECTUCb B aAPXMBE B aABTOMATU3MPOBAHHOM pPENKUME,
obecneumBaloWwem BO3MOXKHOCTM OMNEPaTUBHOrO WM MHOrOACNeKTHOro MOWMCKa M NpeAacTaBAeHUA
AOKYMEHTHOW MHpOopMaLun (B TOM UMCe B perKMMe yAafeHHOro AocTyna).

MHPopmaumoHHOe HanosHeHWe aBToMaTusMpoBaHHoro HCA  cocTaBnseT  cogepikaHue
onucaTebHbIX CTaTbel apXMBHbIX CMPAaBOYHMKOB Ha YPOBHE apxMBHOro ¢poHaa (cm. n. 5.4.1), eanHuLbI
XpaHeHusA/eanHMLbl yyeTa (cMm. Nn. 5.4.2), apxMBHOIo AOKymeHTa (cm. n. 5.4.3), a TaKKe Knro4eBble C10Ba
N pybpurKaTopsl.

0b6A3aTenbHbIMM BUAAMU KNHOYEBbIX C/TOB (TEPMUHOB, XapaKTepm3ytoLLMX B 0606LEHHOM 1 CKATOM
BMAE  COAEP)KaHWe  OnucaTeNbHbIX  CTaTbeil  apXMBHbIX  CMPABOYHWMKOB) MNpU  BeAeHUM

aBTomatusmpoBaHHoro HCA sasnalotca: "Tematuka", "nepcoHanuu", ‘'reorpadus”. B cayvae
HeobXoAMMOCTN MOTYT CO34,aBaTbCA APYrMe BUAbI KoYeBbIX CNOB.
PybpuKaTopbl - CUCTeMaTUYecKMe U TemMaTUYeCKMe CXeMbl MOHATUI C WHAEeKcamMu Ans

CTPYKTYPUPOBAHUA U NOUCKA SOKYMEHTHOW MHPOPMaLum B aBTomaTnsmpoBaHHom HCA.
®opMmbl NCNOIb30BAHMA APXMBHbBIX JOKYMEHTOB

5.7. OcHoBHble ¢OpPMbl WCNOJ/Ib30BAHWA aPXMBHBIX AOKYMEHTOB (NpenoCTaB/eHUs apXMBOM
6e3B03Me34HO0 UM BO3ME3LHO NMO/1b30BaATENH MHPOPMALMOHHBIX YCAYT U UHPOPMALMOHHBIX NPOAYKTOB
AN yA0BNETBOPEHUA ero MHPOPMaLMOHHBIX NoTpebHocTel):

MHPopMaLmoHHoe obecrneyeHue MNoJib30BaTesIell B COOTBETCTBMM C MX 3aNpoCamu, a TaKKe B
MHULMATUBHOM NOPALKE;

npeaocTaBAeHMe apXMBHbIX JOKYMEHTOB N0/b30BaTENAM B YUNTa/IbHOM 3a/1€ apX1Ba;

3KCMOHMPOBAHME aPXMBHbIX AOKYMEHTOB Ha BbICTaBKaXx;

NCMNO/b30BaHNE apXMBHbIX 4OKYMEHTOB B CPEACTBAX MaccoBoi MHGOPMaLLMK;

nposeaeHne MHGOPMALMOHHbIX MEPONPUATUI (BCTPEY C 06LLEeCTBEHHOCTbIO, SKCKYPCUI B apXMBbI,



npeseHTaunii, AHEN OTKPLITbIX ABEpPen, NeKUNi, AOKNAA0B, YCTHbIX XKYPHANoB, KOHGEpPEeHUMN, YPOKOB
ONS CTYAEHTOB M LLKOJIbHUKOB U AP.) C UCNONb30BaHUEM apPXMBHbIX JOKYMEHTOB;

ny6anKauma apxXmBHbIX 4OKYMEHTOB.

5.7.1. 3anpocbl, nocTynatowme B apX1Bbl, NOAPA3LENAOTCA Ha:

3anpockl 0 NpeaocTaBAeHUM MHOPMaLMKN Mo onpeaeneHHoN npobaeme, Teme, cobbITUIO, daKTy
(TemaTnyeckme 3anpocbl). PasHOBMAHOCTbIO TeMaTMYECKMX 3anpocoB ABAAOTCA 6uorpadpuyeckune
3anpockl, N0 KOTOPbIM YCTAHABANBAIOTCA CBEAEHUA, HEOBXOAMMbIE ANA U3YYEHUA KU3HU U AeATENBHOCTU
KOHKPETHbIX /1L,

3anpocbl O npeaoctaBieHUn wuHGopmauum, HeobxoAMMOW Ans  YCTaHOBAEHMA POACTBA,
POACTBEHHbIX CBA3EN ABYX UM Bosiee 1L, UCTOPUM CEMbM, poaa (reHeaioryeckne 3anpocsl);

3aMpockl, CBA3aHHbIE C COLMANbHOWN 3aWMTON rparkaaH, npegycmaTtpuBatowmMe Mx NeHCUoHHoe
obecneyeHne, a TaKKe Mo/NyYyeHUe NbroT U KOMMEHCaUMi B COOTBETCTBMM C 3aKOHOAATE/IbCTBOM
Poccuitickoit depepaumm U mexayHapoaHbiMM obsizaTenbcTBamu Poccuiickolt @epepauymm (3anpocsl
couMasnibHO-NPaBOBOro XxapakTepa).

5.7.2. B uenax HacTtoAawmx MNpasun MCNONbL3YIOTCA cneaytome NnoHATUA:

apXMBHas CrpaBKa - 4OKYMEHT apXMBa, COCTaB/IEHHbIN Ha 61aHKe apxnBa, UMEIOLLMIA OPUANYECKYIO
CUNY N COAEPKALWLMN AOKYMEHTHYO MHPOPMALMIO O NpeaMeTe 3anpoca C YKasaHMEM apXMBHbIX LWKMPPOB
M HOMEPOB JINCTOB E€AMHUL, XPAHEHMA TeX apXMBHbIX AOKYMEHTOB, Ha OCHOBAHMW KOTOPbIX OHa
COCTaBNEHaQ;

apXMBHaA KONWA - 4OC/I0OBHO BOCNPOM3BOAALLAA TEKCT AQPXMBHOIO AOKYMEHTa KOMMA C YKaszaHMEM
aPXMBHOrO WKdpPa U HOMEPOB IMCTOB eANHULLBI XPAHEHMA, 3aBEPEHHAA B YCTAHOBAEHHOM NOPALKE;

apXMBHasA BbIMMUCKA - [AOKYMEHT apxvMBa, COCTABAEHHbIN Ha OnaHKe apxuBa, A0OC/JOBHO
BOCMPOM3BOAALMIA YacCTb TEKCTA APXMBHOINO [AOKYMEHTa, OTHOCALWMMCA K onpegeneHHomy dakKry,
COb6bITHIO, NNLLY, C YKAa3aHMEM aPXMBHOTO LWNPPa U HOMEPOB INCTOB e4MHULbI XPAaHEHUS;

MHGOPMALMOHHOE NUCbMO - MUCbMO, COCTaBAEHHOE Ha B1aHKe apxMBa MO 3aNpocy NoJ/ib3oBaTens
WU NO UHULMATUBE apXMBa, CoAeprKalLee MHPOPMALMIO O XPaHALLMXCA B apPXMBE aPXUBHbIX JOKYMEHTax
no onpeaeneHHon npobneme, Teme;

TeMaTUYeCKMIA NepeyeHb aAPXMBHbLIX [AOKYMEHTOB - CUCTEMATU3MPOBAHHLIN KPATKUA WUAM
aHHOTMPOBAHHbIM NEepPeYeHb 3aro/I0BKOB apXMBHbIX AOKYMEHTOB, eANHUL, XpaHeHWsA/eaAnHuUL, ydeTa no
onpeaeneHHoON Teme C yKasaHMEM UX AT M apXMBHbIX LWWMGPOB, COCTABAEHHbIN NO 3aNpOCy No/b30BaTeNs
WM NO MHUUMATUBE apXUBa;

TemaTuyeckan noadbopKa KONuii apxmMBHbIX JOKYMEHTOB - CUCTEMATU3MPOBAHHbI KOMMJIEKT KOMWUIA
APXUBHbIX AOKYMEHTOB MM MUX YacTel No onpeaeneHHoON Teme, NOAroTOBAEHHbIN apXMBOM MO 3anpocy
nosnb3oBaTenss UAM MO MHULUMATMBE apxmBa. TemaTuMyeckas noAbopKa BKAOYAET TUTYAbHbINA JIACT,
TeMaTUYeCcKnii nepeyeHb apXnUBHbIX JOKYMEHTOB M NPU HEOHBXOAMMOCTU UCTOPUYECKYHO CMIPaBKY Mo TEME;

TeMaTU4ecKkuit 0630p apXMBHbIX JAOKYMEHTOB - CM. M. 5.5.5.

NopAaaoK NCNOTHEHUA 3aNPOCOB nonb3oBaTenem

5.8. 3anpoc no/sb3oBaTens PaccCMaTpUBAETCA M WUCMOHAETCA apXMBOM MPU HaAMuMKM B 3anpoce
HaMMEHOBaHUA PUANYECKOro Anua (Ana rpaxaaH - GaMuamMmM, UMEHU M OTYeCTBa), MoYToBOro n/uau
3/IEKTPOHHOTO agpeca Mo/b30BaTeNs, YKa3aHMs Tembl (BOMPOCa), XPOHOMOTUWM 3anpallnBaemoi
nHbopmauuu.

3anpoc no/ab30BaTeNs  PACCMATPMBAETCA PYKOBOACTBOM apxXvMBa WAM  YNOJHOMOYEHHbIM
AOJIKHOCTHBIM INLOM (NMUamMu), HanpaBAAETCA Ha WCMOJIHEHWE B COOTBETCTBYHOLLME MOAPA3LeNeHus
WAN HENOCPEeACTBEHHO MCMOSIHUTENO M WUCMOHAETCA MO apXMBHbIM AOKYMEHTaM W/WAM NeYyaTHbIm
N34aHUAM, OTHOCALLMMCA K NpegMeTy 3anpoca.

3anpoc, He OTHOCALLMIACA K COCTaBY XPaHALWMXCA B apXMBE apXMBHbIX AOKYMEHTOB, B TeuyeHue 5
AHEeN C MOMEHTa ero perucTpauuu HanpasAseTcs B APYro apXuB WM OPraHuW3auuio, rae XpaHaTtcs
HeobXxoAMMble apXMBHble AOKYMEHTbI, C yBegomaeHnem ob 3TOmM MoAb30BaTeNd, UK NONb30BaTeNto
[AaeTcA COOTBETCTBYIOWAA PeKOMeHAaLMS.

Mpu noctynneHmmn B apxme MHTepHeT-o6palleHna (3anpoca) nosib3osaTena C yKasaHMem agpeca
3/1eKTPOHHOM NOYTbI M/MAK NOUYTOBOrO agpeca emy HanpaBAsfeTca yBegoM/eHME O npueme obpalleHun
(3anpoca) K pacCMOTPEHUIO MU MOTMBMPOBAHHbIM OTKa3 B PacCMOTPEHMM. TIPUHATOE K PacCMOTPEHMIO



obpalleHune (3anpoc) pacnedyaTbiBaeTca, U B AasbHenlleM paboTa ¢ HUM BeAeTCA B YCTAaHOBJ/IEHHOM
nopsgke.

OTBeT Ha 3anpoc No/1b30BaTENA AAETCA Ha roCcySapPCTBEHHOM A3biKe Poccuiickon Peaepaumin.

ApXvB OCYLLECTBAAET MPUEM rpakgaH B NMPUEMHON WAM CTO/le CMPaBOK M BeAeT UX y4yeT no
yCcTaHoOBNeHHOMN ¢dopme. PYKOBOACTBO apXMBa HECET JIMYHYIO OTBETCTBEHHOCTb 3a OpraHM3aumio npmema
W PacCMOTPEHMA 3aNPOCOoB rpaxKaaH.

5.8.1. TemaTn4yeCcKMin 3anpoc rocyaapcTBEHHOIO OpraHa WaM opraHa MecTHOro CamoyrnpaBiaeHus,
CBA3AHHbIMA C UCNOJTHEHNEM UMM CBOMX GYHKLIMI, apXMB pacCMaTpPUBaET B NepBooYepesHOM NopaaKe B
YCTaHOBNEHHbIE 3aKOHO4aTeNbCTBOM IMOO B COrNacoOBaHHbIE C HAMK CPOKK. MicmosIHeHMe TaKoro 3anpoca
ocylwecTsnaeTca Ha 6e3Bo3me3aHoM ocHoBe.

McnonHeHMe TemaTM4eCcKoro 3anpoca OpraHu3aunm UM rpaxaaHuHa OpraHuM3yeTca B nopaake
OKasaHuA NaaTHbIX ycayr (B TOM YMcae Ha OCHOBe AOroBopa) unn 6essosmesgHo. CpoKM U CTOMMOCTb
paboT MO MCMNONHEHUIO YKa3aHHOro 3anpoca B NpeABapUTENbHOM MOPSAKE COrnacoBbIBAlOTCA C
no/sib3oBaTesiem.

Mpn HeobxoaMMOCTU MpoBeneHUs 06bemHOM PaboTbl MO MOWUCKY WU KOMMPOBAHUIO apXMBHbIX
OOKYMEHTOB apXMB NMMCbMEHHO M3BELLAET MO/Ib30BaTENIA O MPOMENKYTOUHbIX pe3yabTaTax paboTbl. Bug
MHPOPMAUMOHHOIO  AOKYMEHTa, MNOArOoTaB/MBAaEMOro apxuBomM MO  3anpocy No/ab30OBaTens,
COrNacoBbIBAETCA C HUM, ecin 06 3TOM He yKa3aHo B 3anpoce.

5.8.2. [eHeanorMyeckmi 3anpoc Noab3oBaTeNs apxmMB UCMOJIHAET B NOPALKE OKa3aHMA MAaTHbIX
ycayr (B TOM ync/ie Ha OCHOBE A0roBopa). YKasaHHbIA 3anpoc MOXKET UCMOHATLCA KaK B OTHOLIEHMMU
3aABUTENSA, TaK U B YCTAHOBJIEHHOM NOPAAKE B OTHOLIEHUN APYTUX L.

NHbopmaumsa nonb3osaTento npeacraBaseTca B popme poaoC/OBHOMO APeEBA, reHeanormMyeckom
POCMUCK, TeHeasIornMyeckon Tabanubl UM apXUBHbLIX CMPABOK, apXMBHbIX BbIMUCOK, KOMWUIM apXMBHbIX
OOKYMEHTOB, YCTaHaB/IMBAOLWMX POACTBEHHbIE CBA3W. [1pM OTCYTCTBUM BO3MOKHOCTEM NO UCMOJIHEHMUIO
reHeasiorMYyecKkMx 3anpoCcoB apXMB PEKOMEHAYET NOAb30BaTeNl0 NPOBOAUTb CAaMOCTOATENbHbIN MOUCK
WHTepecyowen ero MHGOPMaLLMKN FEHEANOrMYECKOTO XapaKTepa B YNTAIbHOM 3a/1€ apXmBa.

5.8.3. 3anpoc coumanbHO-NPaBOBOro XxapakTepa UCNOHAETCA apXMBOM 6e3BO3ME3AHO.

CpOK MCMOIHEHMA 3aMpoca COLMaNbHO-NPABOBOrO XapaKTepa B apxmBe He A0JIKeH npesbiwaTb 30
OHeln ¢ MOMeHTa perncTpaumm 3anpoca. C paspelleHns pyKoBOACTBA apXMBa 3TOT CPOK MOMKET 6bITb Npu
HeobXxo04MMOCTU NpoasieH ¢ 0bA3aTeNbHbIM yBeAOMAEHMEM 06 3TOM nosib3oBaTens. CpoK UCNOHEHUA
3anpoca no HCA apxuBa - He 6onee 15 gHel c MOMEHTa ero perucTpaumu.

Mpn MCNOAHEHUM NOBTOPHOrO 3anNpoca COLMANBLHO-MPABOBOrO XapaKrepa MAW COCTAaBAEHMU MO
npocbbe no/sb3oBaTeNA apPXMBHOM CMpPaBKKW, aHa/NOrMYHOW paHee BbIAAHHOM, apXxMB MpoBepaeT
COOTBETCTBME CBEAEHWI, BK/IOYEHHDIX B 3Ty CMPaABKY, TEM, KOTOPble MMEOTCA B aPXMBHbIX AOKYMEHTAX, U
B C/lydae obHapy*KeHUA AOMNONHUTENbHbIX CBEAEHNI BKNOYAET UX B MOBTOPHO BblAABAEMYIO apPXUBHYIO
CnpaBKy.

OdopmneHne apxMBHbIX CMPaBOK,
APXMBHbIX BbINMUCOK W apXMBHbIX KOMUIA

5.9. ApxuBHasA crpaBKa M apxvMBHAs BbINMCKA COCTaBAAKOTCA C 0OO3HAaYeHMEeM Ha3BaHWA
MHGOPMALMOHHOIO AOKYMeHTa "ApxMBHan cnpasBKka", "ApxmBHas BbiNncKa".

(B pea. MpurKkasza MuHKynbTypbl PO 0T 16.02.2009 N 68)

5.9.1. TeKkcT B apxuBHOM cnpaBke (npunoxeHve N 13) paetcA B XPOHOJ/IOrMYECKOM
nocneaoBaTelbHOCTM COBbITUI C YKa3aHNEM BUA0B aPXMBHbIX JOKYMEHTOB M UX AaT. B apxMBHOM cnipaske
[O0MNYCKaeTcA UMTUPOBAHNE apXMBHbIX LOKYMEHTOB.

HecoBnageHne oTAeNbHbIX AaHHbIX apXMBHbIX AOKYMEHTOB CO CBEAEHUAMM, WU3NOMKEHHbIMU B
3anpoce, He ABNAETCA MPEnATCTBMEM ANA BKAOYEHMA MX B AaPXMBHYIO CMPaBKy MPWU YCAOBUW, €C/u
COBMAaJEeHMeE BCEX OCTA/IbHbIX CBEAEHWNI He Bbl3blBae€T COMHEHWUI B TOXKAECTBEHHOCTU NMLLA UK GAKTOB, O
KOTOPbIX TOBOPUTCA B apXMBHbIX LOKYMEHTax. B apxMBHOM cnpaBKe 3TM gaHHble BOCMPOU3BOAATCA TaK,
KaK OHWM U3/I0XEHbI B apPXMBHbIX AOKYMEHTAX, a PAaCXOXKAEHMA, HECOBNAAEHMA U HETOYHbIE HA3BaHMS,
OTCYTCTBME MMEHW, OTYECTBA, MHULMAIOB UM HA/IMYME OLHOMO U3 HUX OrOBAPMBALOTCA B TEKCTE CMPABKM
B cKobKax ("Tak B goKymeHTe", "TaK B TeKcTe opurmHana').

CBefieHus 0 paboTe, yuyebe B HECKO/IbKMX OpraHn3aLmax, y4ebHbIX 3aBefeHUAX BKAOYAOTCA B OAHY
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apPXMBHYIO CMPaBKY.

B npuMmevaHMAX NO TEKCTYy apXMBHOM CMpPaBKM OroBapMBaloTcA Hepa3bopyMBO HAMMCAHHbIE,
ncnpasieHHble aBTOPOM, He MoAAaloWMeECH NPOYTEHMIO BCIEACTBUE MOBPEXAEHUA TEKCTa OpUrMHaNa
mecTa ("TaK B TeKcTe opurmHana", "B TekcTe Hepasbopumso").

B TekcTe apxmBHOM CMPABKM He [OMNYCKAOTCA M3MEHEHWs,, WCMpPaBAeHMSA, KOMMEHTapuK,
COb6CTBEHHbIE BbIBOAbI MCMNOJHUTENA MO COAEPKAHUIO AaPXMBHbIX LOKYMEHTOB, HA OCHOBAHUWM KOTOPbIX
COCTaB/IeHa apXMBHas CrpaBkKa.

B KOHLLe apXMBHOM CMpaBKM NPUBOAATCA apXMBHbIe WNPPbI M HOMEPA JINCTOB eANHUL, XPaHEHUSA
apPXMBHbIX 4OKYMEHTOB, NeYaTHble U34aHWsA, UCMO/Ib30BaABLUMECA A1 COCTAB/IEHUA aPXMBHOW CNipaBKu. B
TEKCTe apXMBHOW CNpPaBKW A0MYCKAeTCA NPoCTaBAeHWEe apXMBHbIX WNPPOB U HOMEPOB JIUCTOB eAMHUL,
XPaHEHMUA aPXMBHbIX JOKYMEHTOB CPa3y NOCAe U3NOKEHUA Kaxaoro GakTa nam cobbiTus.

B apxvBHOM cnpaBKe, 06beM KOTOPOM MpPEeBbIWAET OAWMH JINCT, JINCTbl JOKHbI BbITb NPOLWKTDI,
NPOHYMEPOBaHbl M CKpensieHbl MeyaTblo apxmBa (418 MYHMLMNANBHOFO apxuBa, He ABAAlOLLErocs
IOPULMYECKMM IMLLOM, - NeYaTbio OpraHa MeCTHOrO caMoynpasaeHus).

ApxMBHaA cnpaBKka, npegHa3Ha4YeHHas AaAa WCNONb30BaHWA Ha Tepputopum Poccuiickoit
depepaumn, nNoOANUCHIBAETCA PYKOBOACTBOM apxMBa, W 3aBepsAeTcA rMeyaTbto apxuBa (gna
MYHUUMNANbHOTO apxvBa, He SABAAIOWEroCA HOPUOUYECKMM JIMLOM, - MevyaTbio OpraHa MeCTHOro
camoynpasneHusn). ApXxmBHanA cnpaBKa, NpegHa3HaYeHHan ANA HanpasBaeHuUa 3a pybek, NoAnMCbIBaeTcs
PYKOBOZACTBOM apxumBa 1 3aBepseTcs repboBoi neyaTbto (419 MyHULMNANbHOTO apX1Ba, He ABNAIOLWErocs
IOPULMYECKMM NIMLLOM, - NeYaTbio OpraHa MeCTHOro caMoynpasaeHus).

(8 pea. Mpukaza MuHKynbTypbl PO 0T 16.02.2009 N 68)

Mpn HeobxoAMMOCTM K apXMBHOMW CMpaBKe MNPWIAraloTcd KOMWW apXMBHbIX LOKYMEHTOB WJIM
BbIMUCKN U3 HUX, NOATBEPNKAAOLMNE CBEAEHUA, U3/I0KEHHbIE B apXMBHOM CripaBKe.

ApXnBHble CNPaBKKU, HanpasaAemMble B rocyaapcTea, noanmcaslune aarckyto KoHseHumto 1961 r., 8
COOTBETCTBMM C KOTOPOWM He TpebyeTca KOHCYNbCKana nerannsaums oduumanbHbIX [AOKYMEHTOB,
3aBepATCA NPOCTaBAEHUEM U 3aMOJIHEHUEM CNELMaIbHOTO WTamMMa - anocTuAA. Ha apXmMBHbIX clipaBKax
NPOCTaBASAETCA W 3anoJiHAeTCA HaanerKawum o6pa3om anocTu/ib PYKOBOACTBOM BbiLLIECTOSLLETO
YNOJIHOMOYEHHOrO OpraHa WCMNOJIHUTENbHOM BfacTM B chepe apxmMBHOTO gena. Anoctuab He
NPOCTaBASAETCA Ha aPXMBHbIX CNPaBKax, NpeAHa3HaYeHHbIX 415 HarnpaB/ieHUs B rocy4apcTBa, C KOTOPbIMU
Poccuiickaa depepauma 3akaouMaa 4OroBopbl O NPaBOBOM MOMOLWUM WM MPABOBbIX OTHOWEHMAX MO
rpaxgaHCKMM, CEMEMHbIM W YTONIOBHBIM AeNaM, a TaK»Ke B rocyfapcTBa - y4acTHMKM CHI, nognucaslume
CornaweHne o npuHUMMAAX M ¢Gopmax B3aMMOAENCTBMA B 06/1aCTU  MCNO/Ib30BAHWUA aPXUBHOM
MHPOPMALUK, NN C KOTOPbIMU UMELDTCA ABYCTOPOHHWUE COrMlalleHMA O COTPYAHUYECTBE.

Mpy OTCYTCTBUM B apXxmBe apXMBHbIX AOKYMEHTOB, HEOOXOAUMbBIX AN UCMNOJHEHMA 3aMnpoca, Ha
61aHKe apxXmMBa COCTABAAETCA OTBET, NOATBEPKAAIOWMIA HENOJHOTY COCTAaBa APXMBHbIX AOKYMEHTOB MO
Teme 3anpoca. Mpu He0BX0AMMOCTM OTBET MOXKET ObITb 3aBepeH repboBoOM NeYaTsbio.

B cnyyae AOKYMEHTaNbHO NOATBEPKAEHHbIX GAaKTOB YTPATbl APXMBHbIX JOKYMEHTOB, COAEPMKALLMX
3anpawnBaemble CBEAEHMWA, apXMB BblAAET CNpaBKy MO AaHHOMY BOMpPoOCy, NpuM HeobXoAMMOCTM
3aBEPEHHYI0 NeYaTblo apxuBea.

5.9.2. B apxMBHOW BbINUCKE HAa3BaHWE aPXMBHOTO AOKYMEHTA, er0 HOMep M AaTa BOCNPOU3BOSATCA
NOJMIHOCTbIO. M3BNEUEHUAMM M3 TEKCTOB apPXMBHbIX [AOKYMEHTOB [O/BKHbI ObiTb McCYepnaHbl Bce
MMeloLLMecs AaHHble No 3anpocy. Hayano u KoHeL, KaXKAoro U3BNEYEHMA, @ TaKKe MPOMYCKU B TEKCTe
aPXMBHOrO AOKYMEHTA OTAE/IbHbIX C/I0B 0603HAYaOTCA MHOrOTOUYMNEM.

B npuMmeyaHuMsx K TEKCTY apXMBHOM BbIMUCKU OENal0TCA COOTBETCTBYHOLME OrOBOPKM O YacTaAx
TEKCTa OpUrMHana, HepasbopuMBO HaNMMCaHHbIX, UCNPABAEHHbIX aBTOPOM, He NMOAAAIOLWMXCA NPOUTEHUIO
BC/eACTBME MOBPEXAEHUA TeKcTa U T.4. OTAenbHble C/I0Ba U BbIPaXKeHUA OPUTMHaNa, Bbi3blBatoLme
COMHEHMUS B UX TOYHOCTU, OrOBapMBatOTCA cioBamm "TaK B TeKCTe opurmHana”, "Tak B sokymeHTe". Mocne
TEKCTa apPXMBHOWM BbIMMCKU YKa3blBAlOTCA apPXMBHbIM WKOP M HOMEepa AUCTOB enMHUUbI XPaHeHus
apPXMBHOrO AOKYMEHTA.

AyTEHTMYHOCTb BbIAAHHbIX MO 3aMPOCaM APXMBHbIX BbINUCOK YAOCTOBEPAETCA MNOALNUCHIO
PYKOBOAMUTENA apXMBa WAM YNOJIHOMOYEHHOrO [AO/IKHOCTHOIO /iMua M neyaTblo apxuBa (ana
MYHUUMNANbHOTO apxvBa, He ABAAIOWEroCA HOPUONYECKMM /IMLOM, - MevyaTbio OpraHa MEeCTHOro
camoynpasneHus).

5.9.3. Ha o6opoTe Kaxgoro MCTa apxmBHOM KOMMM NPOCTaBASIOTCA apXMBHble WKpPbl U HOMepa
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JINCTOB eANHUL, XPAaHEHWUA AaPXMBHOTO AOKYMEHTa. Bce NMCTbI apXMBHOM KONUU CKPENAAIOTCA U Ha MecTe
CKpenaeHnsa 3aBepaloTCA MeyaTbio apxvBa M MOAMUCLIO €ro pPyKoBOAUTENA WU YNOJHOMOYEHHOro
OO/MKHOCTHOrO /inua. ApXMBHaA KOMuWA, NpegHasHavyeHHas Ans HanpasneHus 3a pybexk, 3aBepaeTtca
repboBoit NeYaTbio M NOANMUCHIO PYKOBOAMTENA apXUBa.

5.10. ApxuBHas cnpaBska (npuaoxeHune N 13), apxMBHasA BbIMUCKA, apXMBHas KONWUSA U OTBETbI Ha
3anpochbl BbICbIIAKOTCA MO NOYTE NPOCTbIMU MUCbMAMMU.

ApXmMBHaA CnpaBKa, apXMBHAA BbINMUCKA U apXMBHaA Konua, npeaHasHavyeHHble 414 HanpasaeHuA B
rocygapcrtsa - ydacTHukM CHI, BKIoYaa oTBeTbl 06 OTCYTCTBMM 3anpallMBaeMblX CBEAEHMI, BbICbLIAOTCA
apPXMBOM HEMOCPEeACTBEHHO B aApeca 3asBUTENEN.

ApXmMBHaA CnpaBKa, apXMBHaAA BbINMUCKA U apXMBHaA Konua, npeaHasHavyeHHble 414 HanpaBaeHuA B
rocyfapcrea, He AsastolwmMecs ydacTHMKamu CHI, BKAtoYasa OTBETbl 06 OTCYTCTBMM 3anpalluMBaembIX
cBefeHun, opopmMnsalTCA M BMecTe C 3anpocamMu (aHKeTamMu, JIMYHbIMW  33aABAEHUAMM W T.N.)
HanpaBAAIOTCA apXMBOM B COOTBETCTBYHOWMIN deaepanbHblit OpraH MWCNOAHWUTENBHOW BAACTU B
YCTaHOBNEHHOM nopsajke.

ApXMBHAA CMNpaBKa, apXMBHAA BbLIMMCKA W apxXWMBHAA KONWA B C/lydae JIMYHOrO obpauweHuA
rpakgaHuWHa UAM ero AOBEepPeHHOro /nLa B apXMB BblAAIOTCA eMy Moj Pacrnucky npu npeabaBaeHUU
nacnopta WAM WMHOrO YAOCTOBEPAIOWEro AOKYMEHTa; AOBEpPEeHHOMY uuy - Mpu npeabaBieHuu
[0BEPEeHHOCTN, 0POPMIEHHOM B YCTAaHOB/IEHHOM nopAaKe. MNoayvatenb apXMBHOM CMPaBKN U apXUBHOM
BbIMWCKM PACNUCbIBAETCA HA MX KOMUAX AW Ha 06opoTe CONPOBOANUTENBHOMO NMMCbMA K HUM, YKa3blBas
4aTy UX NoyyeHusA.

3aBepeHHasa anocTUAemM apXMBHAA CNpaBKa, apXMBHaA BbIMUCKA M apXWBHAA KOMWA B C/yyae
JIMYHOrO ObpallleHna rpaxAaHMHA UKW ero A0BEPEHHOro /iNLa B apXMB BblAAIOTCA eMy Ha PyKM npu
npeabABAEHUN KBUTAHLMK 06 ynaaTe rocyaapCcTBEHHONM NOLINHLI 3@ MPOCTaBEHME anocTUAA.

Bo3BpallieHune NoaIMHHNUKOB apXMBHbIX OKYMEHTOB

5.11. Mo NMCbMEHHbIM 3aAB/IEHUAM C pPa3speLLleHns PyKoBOAUTENA apXMBa peabunmMTtMpoBaHHbIe
ZMLA N UX HAacNedHUKU MMELOT MPaBo Ha NoJiyYeHue NOAJMHHUKOB COXPAHMBLUMXCA B NpeKpaleHHbIX
YrOMI0BHbIX U aAMUHUCTPATMBHDbIX, @ TaKKe GUNbTPALLMOHHO-NPOBEPOYHbIX Ae/1aX APXMBHbIX JOKYMEHTOB
TBOPYECKOrO XapaKTepa - pyKkonucei, doTorpaduin, nucem w AOPYrux JAUYHbIX [AOKYMEHTOB (3a
WCK/IIOYEHMEM MACNOPTOB, BOEHHbLIX OWNETOB, CAYKEOHbIX YAOCTOBEPEHUN U APYIUX APXMUBHbIX
OOKYMEHTOB 0pULIMANBHOIO NPOUCXOXKAEHMUSA).

Mo NUCbMEHHbIM 3aABAEHMAM C pa3peLleHnA PYKOBOAMTENA apXMBa rpaXaaHe MMetoT NPaBo Ha
NnoJsly4eHMe COXPaHMBLLMXCA B apXMBE NOANMHHUKOB COBCTBEHHbIX TPYAOBbIX KHUMKEK.

C M3bIMaeMbIX apXMBHbIX IOKYMEHTOB AeNatoTcA KONUK, KOTopble NpuobLiatoTca K genam. U3batue
APXMBHbIX AOKYMEHTOB, A TaKXKe MX 3aMeHa Ha KOMWM OTPAXKAKOTCA B /IMCTAX-3aBEPUTENAX AN, B ONUCAX
hen, AOKYMEHTOB.

Bo3BpallleHMe apXMBHbIX AOKYMEHTOB 0GOpPMASETCA aKToM 06 M3bATUM U3 AeN YKasaHHbIX
DOKYMEHTOB. AKT 1 apyrme A4OKYMEHTbI, HA OCHOBAHMWN KOTOPbIX NPON3BEAEHO BO3BPALLEHNE APXMBHbIX
OOKYMEHTOB, U pacnmncKa Anua, NOAy4YMBLUETO X HA PYKM, BKAKOYAOTCA B A4eno doHAa.

O6C}'Iy)‘KMBaHVIe nosib3oBaTeNeNn B YNTAaNbHOM 3ane

5.12. Ana obcnyKMBaHMA NOMb30BaTeNEN B apXMBaX AEUCTBYIOT YMTa/IbHbIW 3a/, NPOCMOTPOBbIV
33/, KOMHaTa npocaywmnsBaHusa $GpOHOLOKYMEHTOB CO cCrneumasbHbiM obopyaoBaHvem Afs paboT c
MUKPOKOMUAMM aPXMBHbIX LOKYMEHTOB, aygMOBU3YasibHbIMM W 3/1EKTPOHHBIMU AOKYyMeHTamu. Mpu
OTCYTCTBMM CMELMasbHO BblAeNeHHOro NomelleHus 0bCnyKuBaHMe MNonb3oBaTeseit NpPov3BOAMUTCA B
paboyelt KOMHaTe apxMBa Noj KOHTPOJIEM COTPYAHMKA apXuBa.

MopsfoK paboTbl Nosib30BaTENEN C APXMBHBIMU LOKYMEHTAaMM B YATA/IbHOM 3a/1€ apXmMBa, UX NPaBa
M o0bsA3aHHOCTM onpeaenAloTcA npaBunamm paboTbl NoAb3oBaTeneil B YMTafibHbIX 3asax apxvMBOB
Poccuiickolt depepaumm, yTBEpKAaeMbIMU CNELManbHO YNOSHOMOYEHHbIM deaepasnbHbiM OpraHoMm
NCMNONHWUTENbHOW BAacTH B chepe apXMBHOro Aena. ApxmB 06583aH 03HaKOMUTL NoJIb30BaTeNelN C 3TUMM
npaBuaamu. Mcxoda M3 KOHKPETHbIX BO3MOMKHOCTEW OBC/NYKMBaHMA MOAb30BaTENEN apPXUB MOXKET
yCTaHaBAMBaATb OYepPegHOCTb M BPeMA NOCELLEeHNA UMM YUTaIbHOTO 3ana.



B cnyyasax XuWeEHWA MAW NOBPEXAEHUA MOAb30BaTeNEeM apXMBHbIX AOKYMEHTOB, TEXHUYECKOro
obopynoBaHMA 1 MMYLLLECTBA apXMB 0OpaLLaeTca C COOTBETCTBYHOWMM 3aAB/N€HMEM B OpraH BHYTPEHHUX
OEeN NO MeCTy PacnoNIOKEeHUA apXmMBa, NPUHUMAET APYyrMe Mepbl K BO3MeLLeHMIo yuiepba B COOTBETCTBUM
C 3aKoHoAaTenbCcTBOM Poccuitickoit Pepepaunu.

5.13. Mo 3aKa3am No/ib30BaTeNEN C YHETOM TEXHUYECKUX BOSMOXKHOCTEN apXMBa U3roTaB/IMBAOTCA
KOMUW apXMBHbIX AOKYMEHTOB: KCEPOKOMMUU, MUKPOKONUK, GOTOOTNEYATKN, KUHOKONUM, BULEOKOMNUM,
Konun GOHOA0KYMEHTOB, @ TAK¥Ke KOMUW Ha 3NIEKTPOHHbIX HOCUTENAX.

He npou3sBoauTca KoMMpoBaHME [AOKYMeHTOB ApxuBHOro ¢oHaa Poccuiickot depepaumu,
HAXO4ALWMXCA B HEYA0BAETBOPUTENIbLHOM PU3NYECKOM COCTOSHUM.

KonnpoBaHMe apXMBHbIX LOKYMEHTOB OFPaHUYEHHOro A0CTyna (CeKpeTHbIX W CoAepIKallmx
KoHdUAEHUManbHyo MHPopMaLMIo) NPON3BOANTCA B YCTAHOBAEHHOM NopsAKe.

MopsAoK BbINOHEHWS 3aKa30B Ha KONUPOBaHME, B TOM YMcae 06bemMbl KONUPOBAHMA apXMBHbIX
OOKYMEHTOB, HEONYBIMKOBaHHbIX ONUCen Aen, LOKYMEHTOB, APYrMX apXUBHbIX CMPAaBOYHO-MOUCKOBbIX
cpencte M 6a3s AaHHbIX, CTOMMOCTb W3rOTOBAEHWUS KOMWIM M MOPALOK PacyeToB 3a MX M3rOTOB/EHME
onpeaenaTcA PyKOBOACTBOM apXmBa.

Ha Konuu apxmBHOro AOKYMeHTa, M3rOTOBNEHHOM MO 3aKasy M0/b30BaTess, apXMB YKasblBaeT
APXUBHbIN WKPP M HOMEPaA TNCTOB eAMHULLBI XPAHEHWA APXMBHOIO AOKYMeHTa. [Mpn opopmneHnm Konum
pPaCcCeKPEeYEeHHOro apxXMBHOTO AOKYMEHTA Ha /JINLLEBOIM CTOPOHE B MPaBOM BEPXHEM YI/y MepPBOro U
nocnefHero MCTOB KOMMUM NPocTaBaseTca wramn "PaccekpeyeHo". Mpu HEOHXOAMMOCTM AAHHbIN WTAMN
NPOCTaBAAETCA Ha INLEBON CTOPOHE BCEX JINCTOB KOMMWU PACCEKPEYEHHOTO apXMBHOMO AOKYMEHTA.

Konuu apxmMBHbIX ,OKYMEHTOB BblAAtOTCA NO/Ib30BATENSAM, UX LOBEPEHHBIM ANLAM UAN MOTYT BbITb
BbIC/1AHbI MO YKA3aHHbIM agpecam.

YyeT 3aKa30B Ha KOMMpoBaHWMe BedeTcs Ha HymarKHOM HocuTene uanm B aBTOMaTU3MPOBAHHOM

dopme.

NHuumaTnsHoe nHGopmmMpoBaHME NOb30BaTENEN.
MoaroToBKa BbICTABOK M NYBAMKALMIN apXUBHbIX AOKYMEHTOB

5.14. WHuMumatMBHoe WHGPOPMMpPOBAHME TOCYLAPCTBEHHbIX OPraHOB, OPraHOB MECTHOro
CaMOynpaB/ieHMA, OPraHn3aLLMin U FpaXKaaH OCYLLECTBAAETCA NyTEM HanpaBaeHUa UM MHPOPMaLMOHHbIX
nucem Unu Apyrux MHPOPMaLMOHHbIX JOKYMEHTOB.

5.15. ApxvB oOpraHuM3yeT noAroToBKY W MNpPOBeAeHME BbICTABOK apPXMBHbIX [AOKYMEHTOB
CaMOCTOATE/IbHO UM COBMECTHO C APYTMMM apXMBaMM U OpraHU3aLNAMN.

Ona noaroToBKM BbICTAaBKM apXMBHbIX [OKYMEHTOB pa3pabaTbiBaloTcA TemaTMYECKUi nnaH
(KoHUEeNuUUsA) M TeMaTUKO-3KCMO3MUMOHHbLIM nnaH. Ha ocHoBe TemaTM4yecKoro nsaHa npoBoasTca
BbliB/IeHNWE U OTBOpP apXMBHbIX AOKYMEHTOB, WANOCTPATUBHbLIX U MHbIX MaTepuanos. B TemaTuKo-
3KCMO3UUMOHHbIN NJ1aH BKAOYAETCA aHHOTMPOBAHHLIM NepeyeHb OTOOpPaHHbLIX ANA 3KCNOHMPOBAHUA
APXUBHbIX OKYMEHTOB, UANOCTPATUBHbBIX U MHbIX MAaTEPMAN0B, CUCTEMATU3UPOBAHHbIX B COOTBETCTBUM C
pasgenamm BbICTaBKM, C YKa3aHMEM MX PA3MEPOB U NOPALKA pa3MeLLeEHMA Ha CTeHAAX MU B BUTPUHAX.
Bce oTo6paHHble AN1A 3KCMOHUMPOBAHMA apXMBHbIE AOKYMEHTbI M ApyrMe maTepuanbl aHHOTUpYloTcA. K
MHOA3bIYHBIM MaTepuanam Mpu HeobXoaMMOCTM [AeTcA NepeBos WM pasBepHyTas aHHoTauumA
coAepKaHua.

OTBETCTBEHHbIMW 3@ COXPAHHOCTb APXMBHbIX AOKYMEHTOB ABAAIOTCA OPraHM3aToOpbl BbICTABKM.
Apxu1B, NPeaCTaBMBLLMIA apXMBHbIE OKYMEHTbI 417 BbICTaBKKM, 06ecneynBaeT KOHTPOIb 3a COb0AEHMEM
TpeboBaHMIN obecneyeHns COXPaHHOCTN AOKYMEHTOB MPU SKCMNOHUPOBAHUM.

CTpaxoBaHMe apXUBHbIX OOKYMEHTOB M OQOpMIeHMEe MX BPEeMEHHOro BblBO3a 3a nNpesesbl
Poccuiickolt depepaumm Ans SKCNOHMPOBAHMUA NPOBOAATCA B yCTaHOBAEHHOM nopsaake (cm. nn. 2.11.14,
2.11.15).

5.16. Mpn noarotoBke Nyb6/AMKAUMIN apXMBHbIX AOKYMEHTOB apXvMB PYKOBOACTBYETCA Hay4HbIMU
npasuMaamm U3LaHUA UCTOPUYECKUX JOKYMEHTOB.

Tunbl (Hay4YHbIN, HAayYHO-NONYAAPHbLIA U y4ebHbIN) 1 BUAbI (NnopoHA0BaA, TemaTUYecKas uan ap.)
nyb6AnMKauMii apXmMBHbIX AOKYMEHTOB OMpPefensioTca UX LefeBbiM HasHadeHuem, cneumdukol otbopa
WMCTOYHWKOB, NMPMEMOB Nepeaayn TEKCTA apXMBHbIX AOKYMeHTOB 1 cocTaBom HCA K HUM.

dopmbl Ny6AMKALMKN apXMBHbIX JOKYMEHTOB:



nevaTHan: cepusa, cOOpHUK, anbbom, OyKNeT, naakaT, NybauMKauma B cpeacTBax MacCOBOWM
nHpopmaymu;

ny61MKaLma Ha NAEHOYHbIX HOCUTENAX: MUKPOPUAbM, MUKPODULLA;

3NEeKTPOHHAA: TMNEePTEKCT, MyNbTUMeaMa, 6a3a faHHbIX.

ApXMB OCYLLECTBAAET MEPONPUATUA NO obecnevyeHnto Hay4YHO-UCCAeA0BATENbCKMX N TEXHUYECKNX
NpOLLecCOB MOArOTOBKM [AOKYMEHTa/NbHbIX MNybanKkauun: bopmMmnpoBaHne peaakUUMOHHOM Koanernu,
KONNEKTMBA COCTaBUTE/IEN, COCTaBEHME OPraHM3aLMOHHO-METOANYECKMX AOKYMEHTOB, 3aK/lO4YeHue
[0roBopa C 3aMHTEPECOBAHHbIMM OPraHN3aLMAMN U U34aTeNbCTBAMM U T.1.

MogrotoBneHHaa W  OTPeAaKTUPOBAHHAA PYKOMUCb MPOXOAUT BHYTPEHHEE U  BHELWHee
peueH3npoBaHNe U 06CYXKAAETCA HAy4yHO-COBELLaTeNbHbIM OpPraHOM apxuBa, obnagatomm npasom
pPEKOMEHA0BATb €€ K U34aHUI0.

Pykonucb cuMTaeTcs NoAroToB/EHHOWN, €C/iM B COOTBETCTBMM C YCTAHOBNAEHHbIMU TpeboBaHMAMM
AopaboTaHa No 3amMeyYyaHMsM PEeLLEeH3EeHTOB WU UTOram ObCyXKAeHMsA U YyTBEpP)KAEeHa B neyaTb. Pykonucu
MEMKaPXUBHbIX U34aHWUNA NPEeACTaBAAOTCA PeaKoANernm Ha pacCMOTPEeHUE U YTBEPXKAEHUE K U34aHUI0
ro/10BHOW OpraHusaumen.

C M34aTenbCTBOM 3aK/04YaeTca 40roBop, B KOTOPOM MpeaycmaTpMBaloTCA npasa U 0683aHHOCTU
n3aaTenbCTBa M 3aKasumMKa (apxuBea).

5.17. ApxvB OCyLLECTBAAET yY4eT UCMNONb30BaHUA apPXUBHbIX AOKYMEHTOB Ha BymayKHOM HocuTene
WU B 3NIEKTPOHHOM popme.

MpunoxkeHne N 1
Knn.2.11.5,2.11.7.2,
3.7.2,43.1

CrNnNCOK U3MEHAILWUNX LOKYMEHTOB
(B pea. MpurKkasza MuHKynbTypbl PO 0T 16.02.2009 N 68)

(HasBaHMe apxuBa)

AKT YTBEPXIAIO
N InpexkTop
(mnaTa) (Ha3BaHMe apxuBa)
O HEeMCHPAaBUMEX I[NOBPEXIEHMUAX [loonucso Pacumpposra
APXUBHEIX IOKYMEHTOB IOINNCHU
HaTa
donnm N

HazBauue doHIma

B @)OH,JIe O6Hapy>KeHbI S IOVMHMIIEL XpaHeHu4d, IIPM3HAHHEIE HeMclripaBMMO
IIOBPEXIESHHBEIMM
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Nn/n| Homep Homep 3aronoBoK KpanHue Konunuyectso nucroB (Bpems CywHOCTb U
onucu en. Xxp. | noBpexaeHHoOM ea,. aatbl 3BYYaHMA, METPAXK) NPUYMHBI
Xp. nospexaeHus
1 2 3 4 5 6 7




VIToTro ODHAPYXEHO HEMCIPaBMMO INOBPEXIEHHBIX en. xp.
(umdpamm
M NPONUCBI)

BaBenymomuil OTIEJIOM

(momnmmchk, pacumdpoBKa IMIOIMNNCH)

3aBenynmmMii apXMBOXPaHUIIMIIEM

(momnmmchk, pacumdpoBKa IIOIMNNCH)

[lepeuncyieHHEIE apPXMBHBE NOKYMEHTEl NOLJIeXAaT CIMCAHMIO BBUIOY

OKCIIEPTH :
(HaMMeHOBaHME IOJDKHOCTEM DKCIEePTOB, IOANMUCH,
pacumdpoBka MNOIONMCEV, HOaTa)
(N m maTta Opukasa PYKOBOIOMTEJIA apxuBa O CHATUM HEMCIpPaBMMO

IIOBPEXIEHHLX apPXMBHEX INOKYMEHTOB C yueTa)
VI3MeHeHMs B YUETHHE IOOKYMEHTH BHECEHH
HamMeHOBaHMUE

IOJIXHOCTHU

paboTHuKa lNomnuce PacumdpoBKa IOONUCK

IDaTa
dopma aKkTa 0 HENCNPABUMbIX MOBPEXKAEHMAX APXMBHbIX AOKYMEHTOB

dopmat A4 (210 x 297)



MpunnoxkeHne N 2
Knn.2.11.5,3.7.2

CrNnNCOK U3MEHAIOLWUNX OKYMEHTOB
(B pea. Mpukasza MuHKynbTypbl PO 0T 16.02.2009 N 68)

(HaB3BaHKE apxuBa)

AKT YTBEPXIAI
N IrpexTop

(mara) (HaB3BaHME apXxXMUBa)
O HeOOHapyXeHUM apXMBHEBIX Moonucse Pacumpporka
OOKYMEHTOB, MNYyTHM PO3HCKA nonnmucu
KOTOPHIX MCUepIaHb HOaTa

doHnm N

B pesynbTare YCTaHOBJIEHO OTCYTCTBME B QOHIOE
[IepeunCIIe HHEIX HIMKe apPXMBHEIX HOOKYMEHTOB. I[IpellpMHATEHE apxXUBOM

MEPEI I10 PO3EICKY IIOJIOXMTEJIbHBIX re3syJpTaTOR HE nmaijn, B CBA3M C UEM
cCurMTaeM BO3MOXHEIM CHATHB C ydeTa:

N n/n Homep Homep 3aronoBok es. | KpaliHue gaTbl Konunyecrtso nucros Mpegnonaraemsblie
onucu ef. xp. Xp. (Bpemsa 3ByyaHus, NPUYNHbI OTCYTCTBUA
MeTpax)
1 2 3 4 5 6 7
Toro ern. xp.

(umbpaMy M MNPONMCHIO)

Conepxaﬂme YTPAUEHHEIX AaPXMBHEIX ITOKYMEHTOB MOXET OBITE YaCTUYIHO
BOCIIOJIHEHO cJiegyrmyMm eng. Xp.:
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dopma aKTa 0 HeOBHAPYKEHUU APXMBHDBIX LOKYMEHTOB,



NYTU PO3bICKa KOTOPbIX UcYepnaHbl

dopmart A4 (210 x 297)

BaBenymoumm OTIOeJIOM Iloomnmce PacumppoBka NOONMUCHK
BaBenyommMM apxMBOXpaHmIMmeM IIognmuche PacumppoBka NOONUCH
T'JIaBHEIM XPaHUTEJb [Mopgnmuce Pacumdpporka nommnmcu

(N n maTa npmukaza PYKOBOIOMTEJS apxXmMBa O CHATUMU C

ydyeTa HeOOHaAPYXEHHBIX apXMBHEIX INOKYMEHTOB, IYyTHU
POBEICKA KOTOPEIX MCUEPIIaHBI)

VI3MeHeHUS B YyUEeTHHE IOOKYMEHTHE BHECEHH

HamMeHOBaHUE

OOJIKHOCTHU

paboTHMKA [onnmce PacumppoBKa NOONMUCHU

ITaTa

dopma aKkTa 0 HEOOHAPYKEHNN APXUBHbIX 4OKYMEHTOB,
NyTWU PO3bICKa KOTOPbIX McUepnaHbl (NpoaonxkeHune)

dopmat A4 (210 x 297)



JIMCT-3ABEPUTEJIb IEJIA

B mejie HOOWMTO UM IIPOHYMEPOBAaHO JILCTOB
(umdpaMy ¥ OPONUCHI)

c N rno N

B TOM 4YMCJIE:
JIMTEPHBEIE HOMEepa JIMCTOB
IIPOIIylLleHHEBIe HOMepa JIMCTOB

+ JIMCTOB BHyTpeHHeﬁ OoInncum

OcobeHHOCTU PU3NYECKOTrO COCTOAHUA U GOPMUPOBAHMA Aena Homepa nucros
1 2
HammveHnoBaHMe
IOOJDKHOCTU
paboTHMKA [Momnmce PacumppoBKa NOONUCK
JaTa

CDopma NNCTa-3aBeputena gena

MpunnoxkeHne N 3
knn.2.11.8,2.11.10, 3.4.1,
3.5.6,3.7.13,5.5.1

dopmart A4 (210 x 297)



(HaB3BaHKE apxuBa)

JMCT HCIIOJIb3OBAHUA
APXVBHEX JOKYMEHTOB

®oHnm N Onuce N

3aroJIOBOK mejia

CrNnNCOK U3MEHAIOLWUNX OKYMEHTOB
(B pea. Mpukasza MuHKynbTypbl PO 0T 16.02.2009 N 68)

Ieso N

[ata Komy BblgaHo XapaKtep Ucnosib30BaHmA Homepa NMoanuce nnua,
MCNoab30BaHu | Gamununa, HMUManbl (KonnpoBaHUe, BbINUCKK, WCNO/NIb30BaHHbIX | MCMNO/b30BaBLUEro Aeno
a1 (pazbopumBo) npocmMoTp 1 ap.) IcToB
1 2 3 4 5

<Dopma JINCTa UCNOJ1b30BaHNA apPXUBHbLIX AOKYMEHTOB

MpunnokeHne N 4
Knn.2.11.10

dopmat A4 (210 x 297)

MpunoxkeHne N 5
knn.3.4.1,3.5.2,3.7.11
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CNUCOK U3MEHAIOWMX LOKYMEHTOB
(B pea. Mpukasza MuHKynbTypbl PO 0T 16.02.2009 N 68)

KHUTA YYETA NOCTYIJIEHUA JOKYMEHTOB

N n/n JaTa HavmeHoBaHue HavmeHoBaHuMe, HassaHue loapl Kon-Bo ea. xp. KpaTKas Homep dpoHAa, MpumeyaH
nocTynaeHua opraHusauum HoMmep U aaTa dboHpa | BLOKYMEHTO nnu XapaKTepPUCTUK NPWUCBOEHHbIN ua
(bamumnmsa, uHnLManbl OOKYMEHTa, no B HeonucaHHbIX | a COCTOAHUA NOCTYNUBLLMM
Mua), oT KoTopo KOTOPOMY NPUHATbI OOKYMEHTOB OOKyMeHTam no
nocTynuau DOKYMEHTbI (nucros) cnucky ¢oHa0B
OOKYMEHTbI
1 2 3 4 5 6 7 8 9 10
WToro mocTynmio 3a ron en. Xp.
(umbdpaMy ¥ OPONUCHIO)
(DIOKYyMEeHTOB, JIMCTOB)
B TOM upcje <*>:
HamveHnoBaHMe
JOJIXKHOCTU
paboTHUKA [Mopgnmce PacumppoBka NOONUCK
TaTa

<*> ﬂ,OI’IYCKaETCH BeaeHune EAVIHOVI KHUTU y4yeTa I'IOCTyI'IJ'IEHMF/'I Ha AOKYMEHTbI BCEX BUAOB C YKa3aHNUEM UX 06bemMoB B UTOrOBOW 3aNnCH.

dopma KHWIMM yyeTa NoCTynAeHUi JOKYMEHTOB

dopmart A3 (420 x 297)
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MpunoxkeHne N 6
Knn.3.4.1,3.5.3,
3.7.1,3.7.11,3.7.12

CIMCOK ©OHIOB

Homep d)OH[l,a Ll,aTa nepsoro Ha3BaHue (I)OHLI,a OTmeTKa 0 BbibbITUM anMe‘-IaHMFI
nocrtynneHumA
1 2 3 4 5

Wroro wHa 01.01.... 1. doHIOB
(umdpaMyt ¥ HOPONUCHIO)

B T.4. NOCTYNMUJIO 3a .. T. boHImOB
(umdpaMyt ¥ OPONUCHIO)

BEIOBIIO B8 + v v v . boHmos

(umbdpaMy M MNPONMCHIO)

HammveHnoBaHMe
IOOJDXKHOCTU
paboTHUKA [Mopgnuce PacumppoBka NOONUCK

TaTa
dopma cnucka poHaoB

dopmat A4 (210 x 297)



CNUCOK U3MEHALWUX AOKYMEHTOB

(8 pea. Mpukasa MuHKynbTYpbl PO 0T 16.02.2009 N 68)

YTBEPXIEHO

[MpoTokois 3IIK

(HamMeHOBaHMUE YIIOJIHOMOUEHHOT'O OpI'aHa

MCIIOJIHUTEJILHOM BJIACTU CyOBekTa Poccumckom

denepauum B 0BJIACTM APXMBHOTO meJa,

benmepanbHOTO TOCYHAapCTBEHHOTO apxXmBa)

oT N
Nn/n| [denonpons3soacTBeHHble 3aronoBoK gena KpaitHune Konnyectso MpumeyvaHma
WHAOEKCbl NAK HOMepa Mo Aathbl nncros
CTapon onucu
1 2 3 4 5 6

B onmce BHEcCceHO

(umdpaMm ¥ HOPONMCEI)
ner

c N no N

HammMmeHoBaHMe
OOJIDXKHOCTU

MpunoxkeHne N 7
kKnn.3.4.1, 3.5.6,
3.7.13,5.5.1
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cocTaBuUTEeJId OIIMCU Mopnuce Pacmm@pOBKa rnogrimcum

BaBenyomyi OTIeJIOM
(apPXUBOXPAHUIIIIEM ) Ilonnucob PacumbpoBka NOONUCK

IaTa

CDopma onucm <*> Aen NOCTOAHHOIo XxpaHeHuA, COCTaBNEHHOM
B apxuse

dopmart A4 (210 x 297)

<*> K onucu coctaBnaeTcs TUTYNbHbINA JIUCT.

MpunoxkeHne N 8
Knn.3.4.1, 3.5.6,
3.7.13,5.5.1

CNM1COK N3MEHSAIOLLMX AOKYMEHTOB
(8 pea. Mpukasa MuHKynbTypbl PO 0T 16.02.2009 N 68)

(HaMMeHOBaHMEe oOpIraHM3alumn)
YTBEPXIIA

HammMeHOBaHMEe IOOJIXKHOCTU

donnm N PYKOBOOMUTEJA OPITaHM3alNU
OIlMChH N [Moonmce Pacumpporka
NOONMCHU

neJl IIOCTOAHHOI'O XpaHeHuA
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DaTa

3a Iron
N n/n MHaekc 3aros10BOK Agena KpaitHue patbl Konunyectso nucros MpumeyaHua
aena
1 2 3 4 5 6




B maHHBE pasnel ONMCYM BHECEHO

c N
JIMTEePHEIE HOMepa :

el

(umdpaMm M OPONMUCHI)

, B TOM umcCJIe:

IPOIyMEeHHEEe HOMepa:

HauMeHOBaHME HOOJDKHOCTU

COCTaBUTEJIS ONUCHU ITomnuce PacumdpoBka NOIOIUCU
BaBenymnoumi apxXmUBOM
opraHm3aluumn [lopnuce Pacumbpporka nomnmucu
IDaTa
COTJIACOBAHO YTBEPXIOEHO
[IpoToxkos LSK (39K) [IpoToxos 3IIK
(HaMMeHOBaHUE (HaMMeHOBaHUE
opraHm3alunmn) YIIOJIHOMOUEHHOT'O opraHa
UCIIOJIHUTEJILHOM BJIACTU CyOBEKTa
Poccurickon Odenmepauum B ob6JacTu
APXMBHOTO HeJja, bemepallbHOTO
TOCYyHapCTBEHHOT'O apxuBa)
oT N oT N

<Dop!v\a rogoBoro pasaena onncun gen NnoCtoAHHOro
XpaHeHWMA opraHn3auunmn

dopmat A4 (210 x 297)

MpunnoxkeHne N 9
knn.3.7.1,3.7.2,3.7.11,
44.1,4.6,4.7

CNM1COK N3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukasa MuHKynbTypbl PO 0T 16.02.2009 N 68)

YTBEPXIAI

(HaMMeHOBaHME OOJIKHOCTU
pykopOIOMUTEIIA

opraHM3auMK-COaTuMKa)

[Nopgnmco Pacumdpporka NOONMUCH
ITaTa [leuaThb
AKT
N

(nara)

YTBEPXIAI

(HamMMeHOBaHME HOOJIKXHOCTU
pykroBOIONUTEIIA

opTraHM3auMM-IpreMImKa)
[Nopgnmco Pacumdpporka NOONMUCH

ITaTa [leuaThb
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nprueMa-rnepenady apxMUBHEX
OOKYMEHTOB Ha XpaHeHUe

(ocHOBaHME Iepenaum)

(Ha3BaHMe HnepenaBaeMoro QoHIa)

cman,

(Ha3BaHMe oOpraHM3aALMM-COaATUMKA)
IPUHATL

(HaBBaHUE OpI‘aHMBaLLMM—HpMeMLLU/IKa)
JOKYMEHTEI Ha3BaHHOI'O @OH,JIa nu HayQHO—CHpaBO‘{HBUZ arriapaT K HMM:



N n/n HassaHue, HoOmep onucu Konnyectso sksemnnApos Konunyectso ea. xp. MpumeyvaHua
onucum
1 2 3 4 5
VITOTO HOPMHATO en. xp.
[lepenmauy NOPOUBBEJIN: [lpyeM OpoM3BEJINM:
HospxkHOoCTh Ilomnmce Pacumdppobka HospxkHOCTh llognmce Pacumdppobka
nonnmucu nonnmucu
HaTa ODaTa
douny npmcBoeH N
VI3MeHeHMsA B Yy4YEeTHEE IOOKYMEHTH BHECEHBI
JOJIXHOCTB I[Tomonuce PacumppoBKka NOONUCK

IHaTa

®opma aKTa npuema-nepesayn apxXmBHbIX LOKYMEHTOB Ha XpaHeHWe




dopmat A4 (210 x 297)

MpunnoxkeHne N 10
knn.3.7.1,3.7.8,4.4.2

CNUCOK N3MEHSAIOLMX LOKYMEHTOB
(B pea. Mpukasa MuHKynbTypbl PO o1 16.02.2009 N 68)

AKT YTBEPXIAI
N IvpexkTop
(marTa) (Ha3BaHMe apxuBa)
npreMa Ha XpaHeHMe apXUMBHEX [Mopnuce Pacumpporra
IOOKYMEHTOB JIMYHOT'O MNPOMCXOXIOEHMUA IOONNCHU
ITaTa I[leuaTnb

Ha ocHoBaHum pemeHua IIK
(mpoTokKOJ OT N )
M OOTOoBOpa OT

coan
(®.1.0. cobcrTBeHHMKA/BIamenblia)
IIPUHATE OOKYMEHTEH
(obmasa xapakKTepUcTUKa OOKYMEHTOB)
B KOJIMUECTBE en. xp. (yCJIOBHBIX) IOOKYMEHTOB (JIMCTOB)
10 apxXMBHOM (CHATOYHOM) ONUCHK
donnmy mnpmuceoeH N
CoBCcTBEeHHUK/ BJlameell INoonucob PacumppoBKa DOIANUCU
(HyXHOE TIOOYEPKHYTH)
HamMeHOBaHME IOOJDKHOCTU [loonucso Pacumdpporka NOONMUCH
paboTHMKA
JI3MEeHeHMs B ydUeTHHE IOKYMEHTH I[10 pPel3yJibTaTaM ONMCAHUS BHECEHEH
HamMeHOBaHME IOOJDKHOCTU [loonucsob Pacumdpporka NOONMUCH
paboTHMKA
IDaTa

¢opmaaKTanpwemaHaxpaHeHmeppKymeHTOB
JINYHOI O NPoOUCxXoxXaeHunAa

dopmat A4 (210 x 297)

MpunnoxkeHme N 11
Knn.3.7.2,4.3.2
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(HaB3BaHME apxuBa)
AKT

N

(mara)

O BBIOEJIEHUNM K YHUYUTOXEHNIO
APXVMBHEIX IIOKYMEHTOB, HeEe
Inmomjiexammx XpaHeHNMIo

CNUCOK U3MEHAIOWMX LOKYMEHTOB
(B pea. Mpukasza MuHKynbTypbl PO 0T 16.02.2009 N 68)

YTBEPXIAIO
IrpexTop
(HaB3BaHKE apxuBa)
[Momnmce Pacumpporka
IOONMUCHU
HaTa

K yHMuTOXeHMIO OTOOPAaHBEl: INOKYMeHTH GQoHma N

(HazBaHMe QoHIa)

Ha OCHOBAHMM:

(CCI:IJ'IKM Ha HOPMAaTMBHO-METOIMUYECKNME IOJOKYMEHTEI

oJid IpoBeneHMA SKCHepTMBBI)

Nn/n HasBaHuA rpynn KpaitHue Homepa Homepa eg. xp. no | Kosaunyectso eg. MpumeyvaHma
OOKYMEHTOB haTbl onucen onucam Xp
1 2 3 4 5 6 7
NToro en. xp. 3a Toxn (Br)
(urdpaMyt ¥ HPONUCHI)
KommuecTBO en. Xp., KpaVHue HaTEl M KpaTkas XapaKTepUCTHKa

OJOKYMEHTOB, OCTamIMXCHAd Ha XPaHEeHUUN

3aBenyouuii OTIOEJIOM
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(2apXMBOXPaHUIIMILIEM )
HammMmeHOBaHMUE
IOOJDKHOCTU

paboTHHUKA

IaTa

[Moonmcse PacumppoBka nomnmcu

[Mopnuce Pacumbporka nOOnmucCu

CDopma adKTa O BblAeNeHNN K YHUUTOXKEHNIO aPXUBHbIX JOKYMEHTOB,



He nognexawmnx xpaHeHuto

dopmart A4 (210 x 297)
IJOKYMEHTEl CIOaHEI
(Ha3BaHME OpPTraHM3aALUNA)
Ha [IepepaboTKy IO NPMEMO—-CHATOUHOM HAKJIaIOHOM N
(mara)
HamMeHOBaHME
IOJIXHOCTU
paboTHMKA [Momnmcob PacumppoBka NOONMUCHK
VI3MeHeHMS B yUeTHBE IJOKYMEHTH BHECEHH
HaumMmeHOBaHME
IOOJDKHOCTU
paboTHMKA [lonnmce PacumppoBKa NOONMUCHK
DaTa
YTBEPXIEHO

[IpoTokoJs 3IIK

(HaVIMeHOBaHMe YIOJIHOMOUYEHHOTI'O

OopraHa MCIOJIHUTEJIBHOM BJIACTU CyOBeKTa

Poccurickoy demepalmy B OOJIACTM apxXMBHOTO Heja,

benepalIbHOTO T'OCYIOapCTBEHHOTO apxXMuBa)
oT N

dopma aKTa 0 BblAENEHMM K YHUUTOKEHMIO aPXUBHBIX JOKYMEHTOB,
He noAneKalmx XpaHeHuto (NpogonkeHme)

dopmat A4 (210 x 297)



MpunoxkeHme N 12
Knn.3.7.7

CrnnNCOK U3MEHAILWUNX OKYMEHTOB
(B pea. Mpukasza MuHKynbTypbl PO 0T 16.02.2009 N 68)

(HaB3BaHKE apxuBa)

AKT YTBEPXIAI
N IrpexTop
(mara) (HaB3BaHKE apxuBa)
O pacCCeKpeuMBaHUM APXUBHEIX [Momnmce Pacumpporka
OOKYMeHTOB QoHIma N nonnmucu
IDaTa
Kommccumsa
(HaBzBaHME KOMMCCUMN)
npoTokoJsi N or 00.00.00 paccexkpermya HOkyMeHTE QpoHma N
(HazBaHMe QOHIA)
N n/n Homep | KonnyecTBo paccekpeyeHHbIX Homepa ea. xp., Homepa ea. xp., MpumeyaH
onucum en. xp. paccekpevyeHHbIX paccekpevYeHHbIX 4aCTU4HO, nAa
NOAHOCTbIO <*> C YKa3zaHnem Homepos
NO/THOCTbIO 4acTn4Ho JINCTOB HepacceKpeUeHHbIX
AOKYMEHTOB
1 2 3 4 5 6 7
JITOTO pacCeKpedeHO en. xp. (IOJHOCTHI)

(ubdpaMy M HNPONMCEIO)
3a
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(XpOHOJIOTMYECKME PaMKM IOKYMEHTOB)
en. xp. (4acTu4HO) 3a

(XpOoHOJIOTUUECKME PaMKU
IOOKYMEHTOB)

HammeHOBaHME OOJDKHOCTU pa@O‘I‘HMKa Mognuce PaCU.IM(l)pOBKa rnogrimcum

[IPVHSATO Ha OTKPHITOE XpaHeHUe en. xp.
(umdpaMrt ¥ HPONUCHI)

B

(xpaHuIMIEe)
HamMeHOBaHME IOJIXHOCTM paboTHMKA NoOmnmchb PacumppoBka HOONIUCU

HaTa



VI3MeHeHMAa B y4YeTHBEE OOKYMEHTHl BHECEHEH
HamMeHOBaHME IOJDKHOCTM pPaboTHUKA [Mopnuce Pacumbpporka nomnmucu

IDaTa

<*> He gonycKaercs nepeyncieHne HOMEpPOB e4. Xp. Yepes Tupe.
dopma aKTa 0 paccekpeumBaHnUM apXMBHbIX JOKYMEHTOB

dopmart A4 (210 x 297)

MpunnoxkeHne N 13
Knn.59.1

CNM1COK N3MEHSAIOLLMX AOKYMEHTOB
(8 pea. Mpukasa MuHKynbTypbl PO 0T 16.02.2009 N 68)

(Ha3BaHMe apxuBa)

Apmpecar
(IOUTOBEIM MHIEKC, aIpec,
TesedoH, dakc)
ApxmBHaAa cHOpaBKa
N
(nara)
Ha N oT
OcHOBaHME:
PyxkoromuTesir opraHmM3alLuM [Tognuce PacumppoBKa MNOONMUCHU
[leuaTs
VcrioslHUTEeIb
TejiedoH

dopma apxmMBHOI CNpaBKu

dopmat A4 (210 x 297)
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