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MeToanyeckue peKoMeHAaluu
10 COCTABJICHUIO U O(DOPMJICHHMIO OITUCEH e/
NMOCTOSAHHOT0 XPAHEHUS U 110 JUYHOMY COCTABY
U HAYYHO-CIIPABOYHOI0 ANNAPATAa K HUM

[lenp HACTOSIIMX METOAWYECKUX PEKOMEHIAIMNA — BHEIPEHHUE €IUHON
METOJMKH COCTaBJICHUSA U OOPMJICHHUS OIMUCEH JIeJT MOCTOSTHHOTO XpaHEHHUS U T10
JUYHOMY COCTaBy B TMPAKTHKy pabOThl OpraHu3anuii — HCTOYHUKOB

KOMITJIEKTOBAHMSI apXUBHBIX OPTraHoOB U yupexacHuii Pecryomuku TriBa, a Takke
OpraHu3alvid, B KOTOPBIX OOpa3yloTCsl AOKYMEHTHI, MOJICKAIIUE MNpUEMYy Ha
XpaHEHHUeE B TOCY/IapCTBEHHBIC WM MYHULIUNTAIBHBIC APXUBBI B CITydae JUKBUAAIUU.

[TonoxeHuss METOTMYECKUX PEKOMEH I TI0 COCTABJICHHUIO B 0(OPMIICHHUTO
omnucel J1eJ1 TOCTOSIHHOTO XPaHEHHUSI U TI0 TMYHOMY COCTaBYy U HAYYHO-CITPAaBOYHOTO
anmapara K HUM (Jajee — MEeTOJAMYECKUE PEKOMEHAIMK) PacIpOCTPaHsIIOTCS Ha
YIPABJICHYECKYIO TOKYMEHTAIINIO, JOKYMEHTBI BpeMeHHOTO (cBbIie 10 yer) cpoka
XpaHeHUs Ha OyMaKHOW OCHOBE, B TOM YHUCJIE 110 JJUYHOMY COCTaBY.

Hacrosiue metoauyeckue pekoMeHIauu pa3paboTaHbl B COOTBETCTBUU C:
- denepanbapiM 3akoHOM OT 22.10.2004 Ne 125-®3 «OO6 apxuBHOM Jejie B
Poccuiickon @enepauumny;
- ®enepanbHbIM 3aKOHOM OT 27.07.2006 Ne 152-D3 «O niepcOHaNBHBIX TaHHBIX»;
- 3akonom PecryOimku TriBa ot 13.07.2006 Ne 1893-BX-l «O06 apxuBHOM 1esie B
PecniyOnuke TriBay;
- [lepeuHeM TUIOBBIX YIIPABICHUECKUX APXUBHBIX JOKYMEHTOB, 00pa3yIOIMMXCs B
JIEATEIIBHOCTH TOCYIapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYyIpaBJEHUS U
OpraHu3aldid, C YyKa3aHUEM CPOKOB XPaHCHMS, YTBEPXKIECHHBIM MPUKA30M
MunucrepctBa KyabTypbl Poccuiickoit @enepanmu ot 25.08.2010 Ne 558 (nanee —
[lepeuens);
- IIpaBunamMu opraHu3anyil XpaHEHHs, KOMILJIEKTOBAHHUSA, y4eTa U HCIOJIb30BAHMS
JOKYMEHTOB B TOCYJApCTBEHHBIX W MYHULMNAIbHBIX apXuBax, My3esIX U
oubnuoTekax, opraHuzanusax Poccuiickoll akalieMuu HayK, YTBEPKICHHBIMU
MprKa3oM MHUHHUCTEPCTBA KYJBTYpPbl M MAacCOBBIX KOMMyHHKamuud PO or
18.01.2007 Ne 19 (3apeructpupoBan B Muntocte Poccun 06.03.2007,
peructpanmoHHblil Ne 9059);
- [lpaBunamMu opraHu3anuu XpaHEeHHs, KOMILJIEKTOBAHHUS, y4eTa U HCIOJIb30BAHUS
nokymeHToB ApxuBHoro ¢onaa Poccuiickoit denepanum u Apyrux apXuBHBIX
JJOKYMEHTOB B OpraHax TOCYJAapCTBEHHOM BJIAaCTH, OpraHax MECTHOIO
CaMOyMpaBJICHUS W OpraHU3aIUsAX, YTBEP>KJICHHBIMH MPHUKa3oM MUHHUCTEPCTBA
KynbTypsl Poccuiickoii @enepanuu ot 31.03.2015 No 526 (3apeructpupoBaH B
Munrocte Poccun 07.09.2015, peructpanmonnsiii Ne 38830) (nanee — [IpaBuiia);
- Meroanueckumu pekomeHAanuaMu  «COCTaBIICHHE ApXUBHBIX OIUCEW».
Pocapxus. BHUMA. — M., 2003;
- Y4eOHO-METOUYECKUM TTOCOOUEM «APXHUBHBIC ONMKUCH: METOJUKA COCTABJICHUS U
odpopmirerns». BHUMUIA — M., 2010



- MeTonnyecKkuMu peKOMEHIAlMsIMU «JKCIIEPTU3a LIEHHOCTH U OTOOp B COCTaB
ApxuBHoro (onaa Poccuiickoit @enepanuu JOKYMEHTOB IO JIUYHOMY COCTaBY».
Pocapxus. BHUMJA/. — M., 2014.

1. IlonsiTue 00 onucH e U J0KyMeHTOB. CocTaB onmucH

Onucek aen u JOKYMEHTOB — apXUBHBIN CIPABOYHUK, NMPETHA3HAYECHHBIN JJIs1
PAcKpbITHUS COCTaBa M COAEpKaHUs Jell (CIUHUI] XPaHEHUs), 3aKPEIUICHUS HX
CHUCTEMaTHU3alMK BHYTPHU (HOHIA U UX yUeTa.

ApxuBHasi ONUCh, OyAy4d YYETHBIM JIOKYMEHTOM U CIIPAaBOYHHUKOM IO
COZICP)KaHMIO, HECET OOJBINYI0 WH()OPMAIMOHHYIO HArpy3Ky H, KpPOME TOTO,
ABJISIETC OCHOBOW I COCTAaBJIEHUS APYIMX THUIIOB APXUBHBIX CIIPABOYHUKOB:
KaTaJOroB, TyTEBOAUTENEH, YKa3aTeNe.

Onucu 1es1 U JOKYMEHTOB COCTABIIAIOTCSA B OPTaHU3ALMAX U BEAOMCTBEHHBIX
apXMBaXx Ha BCE 3aBEpILICHHBIE B JEJIONPOU3BOACTBE Jeja IOCTOSHHOTO H
BpeMeHHOTO (cBbltie 10 yieT) XxpaHeHUs U JieJia 10 JUYHOMY COCTaBy, MPOIIIE/IINE
AKCIIEPTU3Y IEHHOCTHU, CHOPMHUPOBAHHBIE U OGOPMIICHHBIE B COOTBETCTBUU C
YCTaHOBJICHHBIMU TPEOOBaHUSIMU.

CocraBieHue ONUCH HAYMHACTCS C HW3YYCHHS MCTOPUM OpraHU3aluu
(ponmoodpazoBartesns). /{1 3T0ro HEOOXOAUMO O3HAKOMUTHCS C JOKYMEHTaMHU
(ycTaB, MOJI0KEHUS, CBUAETEILCTBA, TPOTOKOJIBI, PELICHUS, OTIPEICIICHHUS, ITATHOE
pacrica’ie, HOMEHKJIaTypa Jell M JPYrue) O roCyIapCTBEHHOM perucTpaiuu,
JEATEIIbHOCTH (ITPEKPAILCHUH JIESITEILHOCTH), 00 U3MEHEHUSAX B HAaWMEHOBAaHUH,
MECTOHAXOXKJACHUU, (QopMe COOCTBEHHOCTH, CTPYKType U MOJYMHEHHOCTH
opranu3zanuyd. Ha oCHOBaHMHM W3YyYE€HHOrO0 Marepualia MPUHUMAETCA PEIICHHE O
KOJINYECTBE U BUJIAX OIKCEH.

Onuce COCTOMT U3 ONMUCATENbHBIX CTaTE€H, PaclO0KEHHBIX B MOPSAKE UX
BAJIOBOM HyMEpAalMd B COOTBETCTBUM CO CXEMOM CHCTEMATU3ALMU, HUTOTOBOU
3aUCH, JTUCTA-3aBEPUTENS U CIPABOYHOTO aIllapara K OMKCH.

1.1. OcHOBHBIE 3JIEMEHTHI OIMCATEILHOM CTATHLH OIMUCH JIeJI NOCTOSTHHOTO
xpaHeHus1. OCO0EHHOCTH COCTABJICHUS 3ar0JI0BKA eIUHULBI XPAHEHUS

OnucatenbHasi CTaThs MPECTaBISIET COO0M HAOOP 00s13aTENbHBIX DJIEMEHTOB
OMMCAHUS €IUHUIIBI XpaHEeHUs! (€IUHUIIBI YUeTa):

1) mopsiIKOBBINA HOMED;

2) 1emonpoOu3BOICTBEHHBIN UHICKC;

3) 3aroJI0BOK €IMHUIILI XpaHEHUSI;

4) xpaliHue 1aTbl JOKYMEHTOB B €IMHUIIC XPAHEHUS;
5) KOJMYECTBO JIMCTOB B €AMHUIIC XPAHEHUS.

IopsiakoBbIii HOMEpP — 3TO HOMEp Jesia (SAUHULIBI XPAHEHUS) 10 OIHUCH.
ITopsankoBbId HOMEp JieJla 3aKpeIviieT B  ONUCH  IOCJIEJ0BATEIHHOCTD
pacriosoxxenus jaei1. Kaxmoe nemo oo Kax bl ero ToM (4acTh) BHOCSTCS B OIIUCH
MOJi CaMOCTOSTEJIbHBIM TOPSIIKOBBIM HOMEPOM, B COOTBETCTBUM C MPUHITOU
cxeMoil cucrematuzanuu aeia. Hymepauus aen BeAeTCs B BaJIOBOM MOpPSJIKE
HE3aBUCHUMO OT I'0JIOBBIX Pa3/ejoB UM APYTUX 3ar0JIOBKOB, HAIIPUMED:



Ecnu 200060t pazoen onucu Ne 1 den nocmosinnoeo xpanenus 3a 2012 200
3akanyusaemcs oenom Ne 33, mo 200060t pazden onucu Ne I den nocmosannozo
xpanenus 3a 2013 200 nauunaemcs ¢ dena Ne 34.

JleJ1Ionpou3BOACTBEHHBII MHIEKC — HOMEpP, IMPUCBOSHHBIN Jeny (Tomy,
YacTH Jiela) B JICJIOMPOM3BOJICTBE OPTraHW3alldd W 3aKPEIUICHHBIH B €€
HOMEHKJIaType nen. [Ipu oTCyTcTBHM HOMEHKIATYPHI Jien rpad)a He 3amoaHsIeTCs, a
OTCYTCTBHE WHIEKCAIIMHA OTMEYACTCS B IPEAUCIOBUH K OTTUCH.

3aro/ioBOK eIUMHUIIbI XPaHEeHUsl — OCHOBHOM DJIEMEHT OTHCaHMUS,
oTpaxaromuidi WHPOPMAIMIO O COCTaBE W COJCPKAHWHM JOKYMEHTOB €IUHUIIBI
xpanenusi. OCHOBHOE TpeOOBaHUE K 3aroJIOBKY €IMHHIIBI XPAHEHUS: 00ECIeUnTh
MOJTHOE€ COOTBETCTBHME HMH(OpPMAIIMU 3arojioBKa JEWCTBUTEILHOMY COJICPYKaHHUIO
CIMHUIIBI XpAaHCHUS.

3arojoBOK JOJDKEH 4YETKO B 0000IIeHHON ¢opMe oTpaxaTb OCHOBHOE
CoJiep)KaHMe JieJla U COCTaB ero JokyMeHToB. CoaepikaHue eIUHUIIBI XpaHCHUS B
3aroJI0BKE JOJDKHO IEPeIaBaThCs COBPEMEHHBIM SI3BIKOM, 0€3 BBOJHBIX CJIOB U
CIIOKHBIX CHHTaKCHYeCKHX 000poToB. Crienmduyeckue TEPMHHBI B 3aroJIOBKax
NPUMEHSIOTCS 0€3 U3MEHEHU.

[Ipu cocraBieHWH 3arojIOBKOB JEJI HCIHOJB3YeTCS WHIWBUIyaIbHAS
HOMCHKJIaTypa JeJl OpTaHW3alldd 3a COOTBETCTBYIONIMN TIEPHUOJ, a TaKXKe
OTpacjeBbIC M TUITOBHIC TIEPCUHH.

[Tepen BKIFOYCHUEM I B OMMKCH MTPOBOIUTCS YTOYHCHUE W KOHKPETHU3AIINS
3aroJIOBKOB, B3STBIX W3 CBOJHOW HOMEHKIJIATYpbl nen ymbo [lepeuns, ¢ ydetom
(haKTHYEeCKOTO COCTaBa U COACPIKAHUS JOKYMEHTOB.

3aroj0BOK, BHECEHHBIM B OIMCh, JOJIKEH IIOJHOCTHIO COOTBETCTBOBATH
3aroJI0BKY Ha OOJIOXKKE JIela.

3aroJ0BOK BKJIIOYaeT B ceOs: HAMMECHOBAHUE BUJIA €UHUIIBI XPaHEHUS WA
BUa (Pa3HOBUIHOCTH) JIOKYMEHTOB; Ha3BaHHUE YUPEKICHUS, JOTKHOCTb H/WIU
(haMIIHIO U MHUITAAJIBI JIMIIA, KOTOPBIM COCTaBJICHBI JOKYMEHTHI (aBTOD); Ha3BaHHE
VUPEKJICHHUSA, JODKHOCTh W/WIM (aMUIWI0 HW HWHHUIMAILI JIMIA, KOTOPOMY
aJPeCOBaHbI I OT KOTOPOTO TOJYyYCHBI JOKYMEHTHI (aapecar, KOPPECIOHICHT);
BOIIPOC WJIM TIPEAMET, COOBITHE, (aKT, UM, K KOTOPBIM OTHOCHUTCS COJCpKaHUE
JOKYMEHTOB CIWHUIIBI XPAaHCHHS; MECTOHAXOXKICHHWE aBTOpa, aapecara WU
KOPPECTIOHIEHTA TJOKYMEHTOB; IaThl JOKYMEHTOB €AMHUIIBI XPAaHEHUS M YKA3aHHBIX
B HUX COOBITHIA.

B Hauane 3arojoBka yKaspIBacTCS BHJ JieJla WM Pa3HOBUIHOCTH
BKJTFOUCHHBIX B JICJIO JOKYMEHTOB, HaIlpUMED:

Omuem uHCcmMUmMyma O 6bINOJHEHUU NIAHA HAYYHO-UCCe008aMeNbCKUX
pabom 3a 2017 200.

Omuemul, cnpasku MUHUCMEPCMBA O NpogedeHuu JHa MeouyuHckozo
pabomuuxa 6 Pecnybnuxe Toiga 22 cenmsabps 2016 2ooa.

[Ipu HamMuuu B J1eJie HECKOJIBKUX BUOB JIOKYMEHTOB IO OJTHOMY BOIIPOCY
(He MeHee 3-X), HE CBSI3aHHBIX MOCJIEAOBATEIbHOCTHIO JEIOMPOU3BOJICTBA, TPHU
COCTABJICHMH 3arojIoBKa YIOTPEOJsSeTCS TEPMHUH <«JIOKYMEHTH». l[locnme cioBa



«IIOKYMEHTBI» B CKOOKaX yKa3bIBalOTCS HAa3BAaHUS OCHOBHBIX BHJIOB JOKYMEHTOB,
BKJIFOUEHHBIX B JIETIO, HAIIPUMED:

Jloxymenmul (cnpasku, mabauywvl, epaguxu) o nposeoeHuu MOHUMOPUHSA
U3MEHeHUsl YeH 8 UHBeCTNUYUOHHOU chepe Ha CIPOUMENbHYIO NPOOYKYUIO.

Ecnu egunHMiia XpaHeHUs COCTOMT W3 Pa3IMYHBIX MO BHUIY JTOKYMEHTOB,
CBSI3aHHBIX €IMHCTBOM COJCPXKaHHS M TOCIEI0BATEIHHOCTHIO JEIOMPOU3BOICTBA
0 OJHOMY KOHKPETHOMY BOMNpOCY (Zeny), MpU COCTaBIEHUU 3arojoBKa
ynoTpeOmsieTcst MmoHsATHe «aeno». K Takum BumaM Aen OTHOCATCS CyneOHbIE,
HaOII01aTeNIbHBIC, JTMYHBIC JIea U Ap., HapuMep:

Heno o ¢unancuposanuu cmpoumenbcmea 30aHUs OPAMAMUYECKO2O
meampa.

Ecnu neno BkIIIO4aeT OCHOBHOW JOKYMEHT (HampUMeEp, MMPOTOKOJI) BMECTE C
JOTIOTHSIOMUMHE €T0 JOKYMEHTaMHU Pa3HOTro BUAA (CIpaBKH, OTYETHI, JOKIAIBI U
Jp.), TO B 3arOoJIOBKE YKa3bIBAaCTCS BHJ OCHOBHOTO JOKYMEHTA, €T0 COJICPIKaHHE,
aBTOPCTBO, a B KOHIIE 3arojIoOBKa YKa3bIBACTCS «HM JOKYMEHTHI K HEMY» C
PacCKpBITHEM B CKOOKax COCTaBa MpUjIaraéMbIX JTOKYMEHTOB, HAIIPUMED:

Ilpomokon 3acedanus paboueil epynnvl Oenapmamenma no noo20mosKe
MOPIAHCECMBEHHBIX MEPONPUAMULL 8 YeCb NPA30H08aHUs 0dUnes 2opoda Kvizvina u
0oKyMeHmubl (UHpopMayuu, OOKIAObL) K HEMY.

[Ipu cocraBiieHUHM 3aroJIOBKOB K TakKMM JOKYMEHTaM KakK IITaTHOE
pacrnucanue, CMEThI I0X0JI0B U PacxojloB, KOTOPbIe POPMUPYIOTCS B OJTHO JIETIO CO
BCEMH M3MEHEHUSIMU U JIOTIOJIHEHUSIMU K HUM, YKa3bIBae€TCsS HAa3BaHUE OCHOBHOTO
JIOKyMEHTA B € AMHCTBEHHOM YHCJIC ¥ B KOHIIE 3ar0JI0BKa OTMEUYAETCS «d M3MEHEHUS
K HEMY», HallpuMep:

llImamnoe pacnucanue uncnexyuu na 2013 200 u usmeHeHus: K HEMY.

B 3aromnoBkax gein ¢ pacnopsauTeIbHBIME JOKYMEHTaMH (ITOCTAaHOBIICHUSIMH,
MpUKa3aMHu, pPacHoOpsHKEHUSIMH), TPOTOKOJAMHU, II0CJE HAWMCHOBAaHMS BHJIA
JOKyMEHTa YKa3bIBAIOTCS WX KpalHHWE (PETHCTpAllMOHHBIC) HOMEpA, Ha3BaHUE
opranuzanuu-(ponaooopazoBatens (aBTOpa) ykaszbiBaeTcs B 00001eHHO0# (opme,
HaIpuMep:

Ilpuxazer NeNe | — 100 pyxkosooumens OenapmameHma NO OCHOBHOU
oesimenbHOCmU.

Ilpomoxonvt NeNe [ — 10 3acedanuii 3KCnepmuo-npo8epouHOU KOMUCCUU
ynpasieHus u OOKyMeHmul (O0KAAObl, C8EOeHUs], OMUembpl) K HUM.

Ecnu nMeroTcst mpomymiieHHbIE HOMEPa, TO ATO OTPAXKAETCS B 3ar0JIOBKE H
OTrOBapMBAaeTCs B NPEIUCIOBUU JUOO B Tpade «IpUMEUYaHUE» OIHMCATECIBHON
CTaThH, HAIIPUMED:

Ilpomoxonvt NeNe 1 — 5, 7, 9 — 12 3acedanuii konnecuu ynpasieHus.

Ecnu B nmemompou3BOJCTBE OpraHM3aIllid K HOMEPaM PaclopsAUTEIIbHBIX
JIOKYMEHTOB, M3JAIOMINXCS 110 Pa3jIUYHBIM HAMPaBICHUSAM JESITCIBHOCTH C
OTIIEJIbHON HyMmepalei, 100aBieHbl OYKBEHHbIE MHIIEKChI, TO OHU 0053aTENIbHO
YKa3bIBAIOTCS B 3ar0JIOBKaX JIeJl, HAIPUMeED:



Ilpukazvr NeNe [-3 — 243-3 nmauanvHuka uHcnekyuu 00 YmeepicoeHuu
3aKTIOYEHUIL.

Ecau nymepamus 10KyMeHTOB (IIpHKa30B, MPOTOKOJOB M T.A.) B Jelie
HapylleHa WIA B J€J0 BKJIIOUCHBI JOKYMEHTHI 3a HECKOJIbKO JIeT, TO KpailHue
HOMEpa JOKYMEHTOB B 3ar0JIOBKE HE YKa3bIBAIOTCS, & 0COOCHHOCTH (hOpMHUPOBAHUS
¥ HyMepallud OTMEUAIOTCs B MPEIUCIOBUM K OTIMCH, HAIIPUMeEp:

Kuuea npuxazoe cemepanvroco oupexmopa axyuoHepHoco obujecmea no
OCHOBHOU 0esimenlbHOCHIU.

[IpunoxxeHusi, yka3aHHble B TEKCTE€ OCHOBHOI'O JOKYMEHTA, HE SIBIISIOTCS
OT/ICJIbHBIM JIOKYMEHTOM U B 3ar0JIOBKE HE OTPAXKAIOTCHI.

Ecnu  noxkyMeHTHI, SBISIIOIIHMECS TPUIOKEHUSIMU, CTPYNIUPOBAHBI B
OTZIETTLHOE JIETI0, TO 3aTOJIOBKU (DOPMYITHUPYIOTCS CIEIYIONTUM 00pa3oM:

Ne i/t | Uupekc 3aroioBoOK aena Kpaiinue Kon-po | Ilpumeu-ue
Jena JIaThl JINCTOB
1 2 3 4 5 6
2013 rox
PykoBoacTeo
40 03-04 IIporokom Ne 5 3acemanus 26 deBpans
KOMHCCUU o BOTIPOCaM 2013 16

MECTHOI'O CaMOYIIPpaBJICHU

41 03-04 HdoxyMeHThI (moxitamHbBIE
3allUCKM, CIPaBKH, aKTbl) K

nporokonry Ne 5 3acemanus 26 ¢eBpans
KOMHCCUU o BOTIPOCaM 2013 76
MECTHOT'O CaMOYIIPABJICHUS

He nomyckaercs ynorpeOyieHHE B 3aroJIOBKE HCKOHKPETHBIX (hOPMYIUPOBOK,
HE PACKPBIBAIONIUX COACpXKAHHE JOKYMEHTOB, TaKMX, HaIpuUMep, Kak «pa3Has
HIEPEIUCKay, «00IIas MeperucKay.

He nmonyckaercs ymorpebieHre (GOpMYIHPOBKH «HUCXOJAIIAS MEPEIHCKay,
«BXOJAIIAs MEPEMUCKa», T.K. BbIICICHHAS K MOCTOSHHOMY XPaHEHUIO MeperucKa
0 OJHOMY BOINPOCY TPYHIUPYETCS B  Jele B  XPOHOJOTHUECKOMH
MOCJICI0OBATEILHOCTH 32 OJMH KaJICHIAPHBIN TOJ], JOKYMEHT-OTBET MTOMEIASTCS 3a
JIOKYMEHTOM-3aIPOCOM.

Ecim B nmene mMerorcs JOKYMEHTHI Ha WHOCTPAHHBIX S3BIKaX HEOOXO0IUMO
yKa3aTh 3TO B 3ar0JIOBKE, HAIIPUMED:

Ilepenucka ynpasienusi ¢ UHOCMPAHHLIMU NPEOCABUMENbCMBAMU 8 20P00e

Kuoizvine 06 yuacmuu 6 npogeoenuu J{ns 2copoda 6 cenmsabdpe 2013 2ooa.

Hmeromes 00kymenmul Ha AH2TULLCKOM S13bIKe.

[Tpy HEOOXOAMMOCTH K TaKMM JOKYMEHTaM MOXHO J1aTh aHHOTAIMIO C
yKa3aHWEM JIUCTOB JIOKYMEHTOB, COJAEP)KAIIUX HH(POPMAIMI0 Ha HWHOCTPAHHOM
SI3BIKE.

HaumenoBanve MecTHOCTH (HACEJNICHHBIX IYHKTOB, TeorpauuecKux
00BEKTOB, aIMHHHCTPATHBHO-TEPPUTOPHAIIBHBIX CIMHHUII) BHOCUTCS B 3ar0JIOBOK



niena, €Cii He0OXOAMMO YKa3aTh MECTO COOBITUH MM MECTOHAXOXK/ICHUS aBTOPOB
(ampecaToB, KOPPECIIOHIEHTOB) JOKYMEHTOB, HAaIlpUMED:

Omuem 06 yuacmuu npeocmasumeins ynpasieHus semepunapuu Pecnybnuxu
Tvi6a 6 kapanmunnvix meponpusmusx ¢ Kumaiicxou Hapoownoii Pecnybauxe.

llepenucka munucmepcmea c guauanom uvcmumyma (2. Hckumum) o
KOOpOUHAYUU HAYHYHO-UCCIe008AMENbCKUX PAOOM.

B cocraB 3aronoBka eQUHUIBI XpaHEHUS B HEKOTOPBIX CIydasX BHOCSATCS
JAThI COACPIKANTUXCS B HEM JTIOKYMEHTOB.

JlaThl, K KOTOPBIM OTHOCSATCS U3JIOKCHHBIC B TOKYMEHTaX COOBITHS, BHOCATCS
B 3aroJIOBOK, €CJIM TOYHAs aTUPOBKAa OTPAXKACT HMCTOPHUCCKHE CBSI3U MEXITY
COOBITHSMU U (paKTaMH ¥ HEOOXoaMMa I TOHMMaHUSI KOHKPETHOTO COJEPIKaHUS
JIOKyMEHTOB, HaIIpUMeEp:

Cmenocpamma yupeoumenbHo20 Cbe30a 00uecmeeHHo-noIUMU4YecKo2o
00vedunenus «/eudcenue 3a IKOHOMUYECKVIO pe@dopMY», COCMOABULE20CS 8 2.
Hosocubupcke 07 okmsaops 1998 cooa.

B 3aronoBkax jgein, coiaepikamiyx IJIAHOBYIO U OTUETHYIO JIOKYMEHTAIIUIO
(M1aHbl, OTYETHl, CMETHI, IITATHBIE PACIMCAHUs), YKa3bIBaeTCAd MEpPHOJ (MecsIl,
KBapTa, roj) Ha (3a) KOTOPbIN COCTABIICHBI IaHbI (OTYETHI), HAIIPUMED:

llepcnekmusHwlli NIaH COYUANLHO-IKOHOMUYECKO20 DA38UMUSL PAUOHA HA
2012 — 2015 200w..

1Inan pabomor munucmepcmea na 2017 200.

llImamnoe pacnucanue denapmamenma na 2017 200.

byxeanmepckuii omuem uncnexyuu 3a 2016 200.

[Ipu oTCyTCTBHMM B OpraHM3aIlMy TOAOBOTO IUIaHa (0TYETa), Ha MMOCTOSTHHOE
XpaHEHUe OTOMpPAIOTCS KBAapTaJlbHbIC IUJIaHbI (OTYETHI), MPU OTCYTCTBUH
KBapTAJbHBIX — MECSYHBIC, U3 KOTOPBIX (DOPMHUPYETCS TOIOBOH M1aH (0TUYeT).

B 3aronoBkax K TakuM JIOKyMEHTaM, KaK YCTaBbl, TIOJIOKEHHSI, IPOTPAMMBI U
JIp. PEKOMEHIyeTCsl YKa3bIBaTh ATy YTBEPKICHUS, HATPUMED:

Omuem o pabome ynpaesienus 3a nepgoe noayeooue 2011 2ooa, m. 1.

Ocob6enHoCTh (POPMUPOBAHHMS JI€NIa OTPAKAETCS B TIPEIUCIIOBHH K OTIHCH.

Kpaiinue 1aTpl JOKYMEHTOB B ¢IUHHMLIE XPAHEHUS.

BaxHBIM 2JIEMEHTOM OMUCAHUS JJOKYMEHTOB SIBJISIETCS] YKa3aHUE KPAMHHUX
JaT TOKYMEHTOB, COCTABIISIFOIIUX JEO.

Kpaiiasst mara (4ucio, Mecsi, roja), KaKk IpaBUIO, YKa3bIBaeTCS IIPH
OIMCAHWH PACTIOPSIUTEIILHON JOKYMEHTAIIMH, TBOPYECKOM JIOKYMEHTAIINH, JCIT 0
OJIHOMY BOIIPOCY, a TaK)Ke JOKYMEHTOB, JJII KOTOPBIX 3TO UMEET BaXKHOE 3HAUCHHE
(TOKJIa b1, TUCTOBKH, CTCHOTPAMMBI, ITUChbMa | T.11.).

HauanbHol naToil nena siBJISIETCS AaTa COCTaBJICHUS (PErHCTpaIlii) caMoro
paHHEro JOKYMEHTa, a KOHEYHOW — JaTa COCTaBJICHUS (PETHCTpPAIMH) CaMOTO
MO3THETO JJOKYMEHTA.

Kpaiinue natel nena (TomMa, 4acTh) B ONMUCH OOO3HAYAIOTCS CIIOBECHO-
IU(QPOBBIM CIIOCOOOM (YHCIIO MECAIIa M TOJ] YKa3bIBAIOTCS apaOCKuMu 1udpamu, a
Ha3BaHUE MECSIlA - CTPOYHBIMH OykBaMu) 0e3 0003HAUEHUS CJIOBA «TO» WITH «T»,
nerCcoB U TUPE MEXKIY KPaHUMU JTaTaMH, HallpuMep:



03 ghespans unu 03 gespans

31 Oexabps 2009
2013 31 dexabps
2013

Ecnu xpaitHue natel fena Ui OTJeIbHbIE UX AJIEMEHTHI (UHCII0, MECSII, TO)
ONPENENSIOTCA MPUOIU3UTENIBHO, TO JAaThl WM OTHEJIbHBIE HUX 3JEMEHTHI
3aKJIIOYAIOTCA B KBaJipaTHble CKOOkHM, Hampumep: 18 [aBrycra] 1944 18 aBrycra
[1944]. JaTbl pacniopsAUTEIbHBIX JOKYMEHTOB (IIOCTAHOBJICHUHN, PACIOPSHKCHUH,
IIPUKA30B U JIp.), OJIOKEHHUM, UHCTPYKIIUI, TPaBUI, PETJIAMEHTOB YKA3bIBAIOTCS 1O
BPEMEHU UX YTBEP)KICHHMS, a €CIU JTOKYMEHThI HE JaTUPOBAHbBI, TO — IO BPEMEHU
OIyOJIMKOBaHUS WJIM BBEJICHUA B JielicTBHE. /laTaMu MPOTOKOJIOB SIBISIIOTCSA JAThI
IIPOBENECHMs 3aceiaHuil. JlaThl aKTOB YyKa3bIBAKOTCA IO JATE€ HMX COCTABJICHMS
(mognucanus). KpaitHumu naramu xKypHayia (KHUTH) PETUCTPALMU SIBISIFOTCS 1AThI
NepBOl W TocheaHed 3amuced B JkypHate (kuure). [ns men, couepikammx
NIEPENUCKY, 1aTOM Hadaja Jelia sBJIAETCA JaTa MOCTYIUIEHHS IEPBOr0 BXOSIIETO
WIM J1aTa NEPBOrO MCXOMSAIIETO JTOKYMEHTa, a JaTOMl OKOHYaHUs — JaTra CaMoro
IO3JHET0 BXOJAILIEIO WIM HCXOMNSIIET0 JOKYMEHTa, HE3aBUCHMO OT MecTa
HAXOXKJECHUS UX B JIETIE.

DJEMEHT «KOJM4YeCTBO JHMCTOB B eIMHHMIE XPaHEHHMs» 3aroJHsAETCA Ha
OCHOBAHWHU JIMCTa 3aBepuTens naena. [Ipm Hanuuuum B neiie BHYTPEHHEW OIKCH B
JOTIOJTHEHUE K OO0O3HAYEHUIO KOJMYECTBA JIMCTOB Ji€fla IOCJIE 3HaKa «+»
YKa3bIBa€TCsl KOJIMYECTBO JIMCTOB BHYTPEHHEHN OMKCH.

1.2. CucTemaTH3anus 3aroJI0BKOB JieJ1 B Mpe/esiax OMUCH JieJ1 OCTOSTHHOTO
xpaHenusi. Opranu3anus JieJ ¥ JOKYMEHTOB B Ipe/iejiax onucH

[lo 3aBepiieHMH OMUCAHWA €IUHUII XPAHEHUS OMNpeaeNsIeTcs cXema
CUCTEMATHU3AIIMK BHYTPHU OIIHCH.

CxemMa cucTemMaTu3allud  €IUHUI]  XpaHEHUss  apxuBHOro  ¢oHaa
YIPABJICHUYECKOM JOKYMEHTAIIMM MOXET OTPa)KaTb MCTOPUYECKU CIIOKHUBIITYIOCS
CTPYKTYpy GdoHmooOpa3oBaTesi, €ro (yHKIMHA, HaAIMpaBICHHUS JCATEILHOCTH,
COCTaB JJOKYMEHTOB (POHJ1a (BUJIBI ¥ PA3HOBUIAHOCTU TOKYMEHTOB WJIM BaXKHEHIIINE
TeMbI (BOIIPOCHI), OTPaKEHHBIE B TJOKYMEHTaxX (POH[1a).

Cucremaru3aiys €IUHUIL XpaHCHUS BHYTPH OIKMCH MPOBOJHUTCS C YYETOM
CJICIYIOITUX MPU3HAKOB:

XpOHOJIOTHYEeCcKoro (1o TImepuojaM W jJaTaM, K KOTOPBIM OTHOCSTCS
JIOKYMEHTHI);

CTPYKTYPHOTO (B COOTBETCTBHU C NMPUHAIICIKHOCTHIO SAUHHUI] XPaHEHUS K
CTPYKTYPHBIM MOAPA3ACIICHUSIM);

(GYHKIIMOHATBLHOTO, OTPACIEBOT0, TEMATHYECKOTO, MPEIMETHO-BOIIPOCHOTO
(c yueTtom (GyHKIMHA, OTpaciiell U HAMPABICHUNA NEITEIbHOCTH OPTaHU3AINH, TEM
WJIM BOTIPOCOB, KOTOPBIX KAacaeTcs COAEp>KaHue TOKYMEHTOB);

HOMUHAIBHOTO (TI0 IETOTPOU3BOJICTBEHHON (popMe — poaam JAell, BUIaM H
Pa3HOBUIHOCTSIM JOKYMEHTOB);



KOPPECTIOHIEHTCKOTO (IO OPTaHU3aIUsIM U JIUIaM, B pe3yJIbTaTe MEePEmUCKU
C KOTOPBIMH 00pa30BauCh TOKYMEHTHI);

reorpaduueckoro (B COOTBETCTBHM C OIPEACICHHBIMUA TEPPUTOPHUSIMHU,
HACCJICHHBIMH MyHKTaMH W Jp. TeorpapuvecKUMH OOBEKTaMH, C KOTOPBIMH
CBSI3aHBI COJICpYKaHUE TOKYMEHTOB, MX aBTOPBI, KOPPECIIOHICHTHI);

aBTOpPCKOTO (IO Ha3BaHWSAM OpTraHW3alUil WM (GaMUIHSIM JUI, KOTOpHIC
SIBIISIIOTCS aBTOPAMU JIOKYMEHTOB).

Kak mpaBuno, emIuHUIIBI XpaHEHUs TPYIIUPYIOTCS HE IO OJHOMY, a II0
HECKOJBKAM TPU3HAKAM, IIOCJIEIOBATEIbHOE MPUMEHEHHE KOTOPBIX OKaKeTCS
HanOoJIee 11eIeco00pa3HbIM TSl BCEX WM OTACIBHBIX TPYIIT JOKYMEHTOB (DoHTa.
[Ipu BBIOOpPE TPU3HAKOB TPYIIUPOBKA CIUHUIl XPAHCHHS YIPABICHUYCCKOU
JOKyMEHTAIlMU B TpeeiaXx Ha3BaHHBIX CXEM CHCTEMaTH3allii YYUTHIBACTCS
3HAUYCHHWE TOTO WJIM WHOTO TMPHU3HAKA IS OTPKCHHS ETOMPOU3BOJICTBCHHON U
CMBICIIOBOM CBSI3M MEXIYy JACIaMH KaXKJIOTO KOHKPETHOro (oHIa M CO3laHus
HauOoJee yI00HOM SISl HCTIOIB30BAHMS IOKYMEHTOB CUCTEMbI MX OpTaHU3AIINH.

Haubonee mnpuemieMbiMi CXeMaMU CHUCTEMAaTHU3AIlMU TPU COCTABICHUU
OIHMCEH JIeT1 MOCTOSTHHOTO XPAHEHUSI SIBIISTIOTCS

XPOHOJIOTHYECKH-CTPYKTYPHAsI CXeMa — JieJIa B OIIMCH PACIIoIaratoTcs 1o
BPEMEHH MX co3aaHus (110 rojaM, repruoaam), a B mpeaenax Kaxmaou
XPOHOJIOTUYECKOM IPYNIbI — IO CTPYKTYPHBIM MOIPA3ACICHUSAM OpraHUu3alNH,
Hanpumep:

2010 roxa
AJIMUHUCTPATUBHO-YIIPABICHYECKUHN OT/IeI
byxranrepus
Otnen kaapoB

XPpOHOJIOTMYECKHU-HOMUHAJIBLHAS CXEMA — OCHOBOU PAaCIIONIOKEHUS A€ B
OTUCH SIBJIIETCS TOJ, BHYTPHU rojia 1o BUAAM JOKYMEHTOB, PACTIOJIOKEHHBIX 1O
HOMMHAJIbHOW 3HAYMMOCTH, HAIIPUMED:

2010 rog
[TocTanoBnenus, pacnopspkenust ['yoepuaropa, [IpaBurensctBa HoBocubupckoit
00J1aCTH, OTHOCSIIIMECS K JEATEIHLHOCTH JenapTaMeHTa
[Iprka3bl pyKOBOIUTEIS AENAPTAMEHTA 10 OCHOBHOM JE€ATEIBHOCTH
["onoBoit man paboThI AenapTaMeHTa
['ogoBoM OTYET JenapTamMeHTa 1o OCHOBHOU AEATEIbHOCTH
JlokyMeHTBI (aKThl, CIIPABKHU, MPEANMCAHNS) POBEPOK ACATEILHOCTH
JerapTaMeHTa, MPOBEICHHBIX OpraHaMu KOHTPOJISI (HaA30pa)



Ipu XPOHOJIOTHYeCKU-PYHKIMOHAIBHOH cXeMe rPyHIIUPOBKA
IPOUCXOAUT BHAyYaje MO XPOHOJOTMYECKOMY IIPU3HAKY, a 3aTEM O (PYHKIHIM
(BUaM, HampaBJICHUAM) JEATEIBHOCTH (POHI000pa3oBaTesl, HalIPUMeEp:

2010 rox
PyxoBoactBO
JlokyMeHTaIlMOHHOE 00eCTIeueHEe YIIPABJICHHUS
[InanupoBaHue NeATEIbHOCTH
byxranrepckuid y4eT ¥ OTYETHOCTD
KaapoBoe obecrnieueHue
Oxpana Tpyna

[Ipu 5TOM MOATPYNIIBI A€ PACIOIAralOTCs ¢ y4€TOM 3HAYMMOCTU (YHKIIUNA
opraHu3aiuu (pyKoBOJICTBO, IUTAHUPOBaHUE, PUHAHCUPOBAHUE, YUET U OTYETHOCTD,
CHa0XeHUE U COBIT, KaJIphl U T.11.).

[Ipu pacnpenenenuu el Mo cxemaM CUCTeMaTU3allui HEO0X0IUMO UMEThH B
BUJY CJEAYIOIIEe:

- JieJIa OTHOCATCSI K TOMY TOJly, B KOTOPOM OHU HauyaThbl JEJI0MPOU3BOJACTBOM UJIU B
KOTOPOM MOCTYIWIU B JJAHHYIO OpraHU3aIuio (CTPYKTYpPHOE MOJpa3IeIICHHUE) s
MPOIOJIKEHUS JIETTONIPOU3BOICTBOM;

- IUIaHbl, OTYETHI, CMETHI U IOKYMEHTBI K HUM OTHOCSITCA K TOMY 'Oy, Ha KOTOPBIi
WM 32 KOTOPBIM OHU COCTAaBJICHBI, HE3aBUCUMO OT BPEMEHHU WX COCTABIICHHUS;
MEPCIIEKTUBHBIC TIJIaHBI OTHOCATCS K HAYAJIIBHOMY TOJly UX JEHUCTBUS, a OTYETHI 3a
3TH TOJIBI - K TOCIEAHEMY IOy OTYETHOTO MEPHUO/IA;

- JieJia, Ha4aThle IEJIONPOU3BOJICTBOM B OJJHOM MOAPA3JEICHNUN U TIEPEAaHHbIE JJIsI
MPOJIOIKEHUS B JIPYroe MOJApa3eieHUE, OTHOCSATCS K TOMY MOJApa3feieHUI0, B
KOTOPOM OHHM OBLITM 3aKOHYEHBI JIEJIONTPOU3BOICTBOM;

- B TIpefenax rojia WM XPOHOJIOTMYECKOro TMepuoia Jiefla CTPYKTYPHBIX
NMoApa3JeIeHUA pacroyiaraloTcs B COOTBETCTBMM C HOMEHKJIATYpOH  Jen
OpraHu3alIuu.

Jns ynpaBiaeHYECKOW JOKYMEHTAIlMd IOCTOSIHHOTO CpOKa XPaHEHUS MPUHAT
CIEAYIOIINI MOPSIAOK 3HAUUMOCTH:

- HOPMAaTHUBHO-PACIOPSAUTEIbHBIE  JTOKYMEHTHl  BBILIECTOSAIIMX  OPraHoB,
OTHOCSIIIIUECS K JIESITENIbHOCTH OpraHU3aluu;

- MOPYYEHUS BBILIECTOSALIMX OPTraHOB, aJ[PECOBAHHBIC OPTAHU3ALMNU U JOKYMEHTHI
00 MX UCIOJIHECHUH;

- yUpeauTeIbHbIE JOKYMEHTHI opranu3anuu (Y crasbl, [1010KeHUs, CBUIETEIbCTBA
O pErucTpalun);

- JIMIIEH3WU Ha TMPaBO OCYIIECTBICHUS OpPTraHU3alMel JUIIEH3UPYEMbIX BHUJIOB
JEATEeIIbBHOCTH, CBUCTEILCTBA 00 aKKpEAUTAIIUU U T.1.;

- JOKYMEHTHI (IIPOTOKOJIbI, HH(POpMAIINK, CIIPAaBKHU, TOKIAILI M T.J.) 3aCEIaHHM
KOJIJIETMAJIbHOTO UCTIOTHUTEILHOTO OpTraHa OpraHu3alum;

- MPOTOKOJIBI COBEIIAaHUMN TTPU PYKOBOJAUTENIC OpraHU3aluu;

- pacropsiuTeIbHbIE JTOKYMEHTHI (IIOCTAHOBJICHMSI, TMPHUKA3bl, PACTIOPSKECHHUS)
OpraHu3aIuu;



- HOPMaTUBHBIE JJOKYMEHTHI (TIOJIOKEHUS, PETIIAMEHTHI, TTpaBUjia), yTBEPKIECHHBIC
PYKOBOJIUTENIEM OpTraHU3aIlNH;
- METOJIMYECKHE TOKYMEHTBI, pa3pab0TaHHbIC B OpraHU3allliH;
- TOJIOBOM TTaH OpraHU3aIluu;
- IIITATHOE paclucaHue OpraHu3alliu;
- rogoBas cMeTa 3arpaT ((MHAHCOBBIM IUIaH, IJIaH (PUHAHCOBO-XO3SMCTBEHHOU
JeATEeIIbBHOCTH, TOCYIapCTBEHHOE (MYHUITUIIAJILHOE) 3a/IaHKUE U T.JI.) OpraHU3alluH;
- MPEUCKYpaHThl Ha TPOAYKIHIO, YCIYTH, pa3pabOTaHHBIE W YTBEPXKICHHBIC B
OpraHU3allNy;
- TOJI0BOM(bI€) OTYET(bI) IO OCHOBHBIM HAIPABIICHUSAM JEATEIbHOCTH OpraHU3aIuu
(pu OTCYTCTBUU TOJIOBBIX OTYETOB B OMHCHh BKIIFOYAIOTCS OTYETHI 1O OCHOBHBIM
HaIpaBJICHUSIM JESTEILHOCTA OpraHU3alid C MaKCUMaJbHO CYIIECTBYIOUIEH
NEPUOUYHOCTHIO);
- TOJIOBOM OYXTaJNTePCKUN OTYET OpraHUu3alliy;
- TOJIOBOM OTYET O BBHIMIOJHEHUU TOCYJIAPCTBEHHOTO 3aJaHus, TulaHa (UHAHCOBO-
XO35IHCTBEHHOM JESITEIIbHOCTH U T.1I.
- TOJIOBbIE CTATUCTHMYECKHE OTYETHl MO OCHOBHBIM HAMPABICHUSIM JIEATEIbHOCTH
opraHu3anuu (Ipu OTCYTCTBUU TOJIOBBIX OTUYETOB B OMUCH BKIIOYAIOTCS OTYETHI T10
OCHOBHBIM  HANpAaBJICHUSIM  JEATEILHOCTH OpPraHU3alMM €  MaKCUMAaJIbHO
CYIIECTBYIOIIEH TIEPUOTUIHOCTHIO);
- wHbOpMANWK, CIMHOBPEMEHHBIE OTYETHl 110 OCHOBHOW JIEATEIHLHOCTH
OpraHW3allid, HaIpaBIsSeMbIE IO 3allpOCaM BBIMICCTOSIINX, YIOJIHOMOYCHHBIX
OpPTaHOB;
- TOKYMEHTHI (aKThI, CIIPABKH, MPEAMHUCAHMS) PEBU3UH, MPOBEPOK AESITCIHHOCTH
OpraHW3allid, TPOBEIEHHBIX BBIMIECTOANUMA, KOHTPOIBHBIMH (HAI30PHBIMH)
opraHamu;
- TOKYMEHTHI (aKThl, CIPABKHU, MPEINUCAHUS) PEBU3HM, MPOBEPOK NIEATEILHOCTH
00BEKTOB KOHTpOJISI (Haja30pa), MPOBEACHHBIX CHEIUATMCTAMH OpraHu3aiuu (C
Y4aCTHEM CIEIHAINCTOB OPTaHU3AIINH );

- TIepernurcKa 1o BOnpocaM OCHOBHOM JIEATEIHHOCTH OpTraHu3aIli, 0ToOpaHHas Ha
MOCTOSTHHOE XPaHEHUE;
- )KypHaJIbl pETUCTPALIMH U JPYTUE BUBI TOKYMEHTOB.

[Ipu pacnoyioxkeHUU Jei MO0 XPOHOJIOTHH HEOOXOJAMMO TOMEIIaTh BHAYale
Jiena, JaTUPOBAHHBIE YHMCJIOM, MECSILIEM M TOJOM, 3aTeM — jeja, HaTUPOBaHHBIC
MECSIIIEM U TOJIOM, U, HAKOHEII, JieJia, JaTUPOBAHHBIE TOJIHKO TOJIOM.

Ecnu oxaxxercst HECKOIBKO /eI, UMEIOIIUX OJTHY U Ty )K€ HaYaJIbHYIO JaTy,
MIEPBBIMU CJICYET MOMEIIATh T Jieja, KOTOphle UMEIOT 00Jjiee paHHUE KOHEUHBIE
JIAThI TOKYMEHTOB.

BHYTpH CTpYKTYpHBIX MOpa3CICHIH ¢IMHUIIBI XPaHEHUS PacTIpeICSIOTCS
M0 X 3HAYNMOCTH.

[Ipy Hanuuuu OJHOTUIHBIX JOKYMEHTOB (Hampumep, OTYETOB) C
o00o3HaueHWEM pa3HbIX reorpaduuecknx OOBEKTOB (TOpPOJ, palioH W T.1.)
npUMEHsIeTCsl Teorpauueckuii mpu3HaK (JIOKYMEHTHI B OIUCH PAaCIOararTcs B
an(aBUTHOM TIOPSJIKE HAYaJIbHBIX OyKB HAUMEHOBaHUU CIMHMII
aIMUHUCTPATUBHOTO JICTICHUS).



[Ipy HaMMYMM OAHOTUITHBIX JOKYMEHTOB (HapUMEP, TOKYMEHTOB TP OBEPOK)
c 0003HaYE€HNEM HaUMEHOBAHUM OpraHu3alui uiu (U3N4YeCKuX JIML MPUMEHSETCS
KOPPECTIOHJEHTCKUI  NpHU3HAK  (JIOKYMEHTHI B  OINKUCH  PaclojiararTcs
MOCJIEIOBATEIbHO B al(aBUTHOM TIOpAJKE HAYaJIbHBIX OYKB HAMMEHOBaHUU
OpraHu3alyiii ¢ y4eTOM OpraHU3alMOHHO-TIPABOBOU (POPMBI).
3aroJOBKM €IUHMI] XPaHEHWs IIPU OINHUCAHUM paCIOJaraloTcsi B ONUCH B
COOTBETCTBHH CO CXEMOM CHCTEMAaTU3ALNU.

[Ipu BHECEHMH B TOJOBOM pa3lien OMUCH MOJAPS] 3aroJOBKOB OAHOPOIHBIX
JIeN  KaXKIbI 3arojlOBOK YKas3bpIBaeTCcs MOJHOCThI0. Has3BanHoe TpebGoBaHue
000CHOBAaHO HEOOXOIMMOCTHIO BEJCHHS aBTOMAaTU3UPOBAHHOTO TOCYJaPCTBEHHOTO
ydera MOCPEACTBOM 3aMoiHEHUs pasjena «Omnuce» NporpaMMHOrO KOMIUIEKCA
«ApxuBHBIN (HOH», T/I€ HEOOXOTUMO BHECEHHE TIOTHBIX 3aT0JIOBKOB JIEI.

1.3. Oco0eHHOCTH ONIMCAHUS JOKYMEHTOB 10 JIUYHOMY COCTABY.
Cucremarusanusi 3aroJI0BKOB /1eJ1 B IIpe/iesiax OlucH Jel
10 JINYHOMY COCTABY

K noKyMeHTaMm 10 JIMYHOMY COCTaBY OTHOCATCS JOKYMEHTHI, COJIEpIKAIIHE
o(puHaTbHY0 HHPOPMALUIO O ACSITEIbHOCTH JTUYHOCTH B OpraHax U OpraHu3ausix
pa3IMyYHBIX OTpaciei u GopM COOCTBEHHOCTH.

OCOOEHHOCTBIO OMUCAaHUS JIOKYMEHTOB IO JIMYHOMY COCTaBy SIBIISIETCS
HaJIM4ME B ONIMCATEIBHON CTAThe EUHULBI XPAHEHUS dJIeMeHTa «CpOK XpaHEHUsD»,
B KOTOPOM 0003Ha4YaeTcst OTHOCALIUICS TOJBKO K JAHHBIM JOKYMEHTaM CPOK MX
XpaHeHMsl, TPEAYCMOTPEHHBIA JEHUCTBYIOUIMMH B COOTBETCTBYIOIIMM MEPHOJ
NEPEYHEM THUIIOBBIX JOKYMEHTOB, BEJIOMCTBEHHBIMHU TIEPEUYHAMH C Y4YETOM
nonoxenui PenepanpHoro 3akoHa oT 02.03.2016 Ne 43-®3 «O BHeceHuUu
u3MeHeHuii B @enepanbHblii 3akoH «OO0 apxuBHOM Jene B Poccuiickoit
denepanum.

Hcuucnenne cpokoB XpaHEHUs! JOKYMEHTOB MPOU3BOJUTCA ¢ 1 siHBaps roaa,
CJIEIYIOLIETO 3a TOJI0M OKOHYAHMS UX JEJIOMPOU3BOJACTBOM.

B rpade «Cpok xpaHeHus» ykas3blBaeTCs MOCICAHUNA TOJl XpaHEHUs Jena,
KOTOPBIA OIpeneisieTcss MyTeM CyMMHUpPOBaHUs KOHEYHOW narel jaena (Troza),
ykazaHHON B rTpade «Jlara nema (ToMa, yacTH)», U CpoKa XpaHEHHUs [ena,
«Hanpumep: 2012+50=2062.

Onucanme pacnopsiAuTeabHbIX JOKYMEHTOB (mpuxa3sos,
pacnopsiskeHuit) 1o JMYHOMY COCTaBY OCYIIECTBIISCTCS B ITOPSAKE, aHAJJOTHYHOM
ONMMCAHUIO PACTIOPAIUTENBHBIX JOKYMEHTOB IMOCTOSSHHOTO XpPaHEHUS, HAIPUMED:



No | Mapekc | 3aronoBok nena (Toma, Hara nena Cpok Koma-Bo [Tpume-
n/m Jena YacTH) (ToMma, XpaHEHHs | JJUCTOB B | YaHHUE
YaCcTH) nena nene
1 2 3 4 ) 6 7
2012 rop
1 02-05 | IIpukazer NeNe 01-50
IHpEeKTOpa 09 suBaps
31 urons
YUPEKICHUS 110 2012
JUYHOMY COCTaBy, T.1 2062 125
2 02-05 | IIpuka3sr NeNe 51-
100 mupexrtopa | 01 asrycra
YUPEIKICHUS mo | 29 Ackadpa 2062 130
2012
JUYHOMY COCTaBYy, T.2

Ecnu B Aenonpon3BOACTBE OpraHU3aldU IPUKA3Bl 110 JUYHOMY COCTABY
BEJIUCH B 00ILIEH KHUIE C TPUKa3aMH M0 OCHOBHOM JIEATEIbHOCTH U UMENIH €IUHYIO
HyMEpaluio, TAKUe KHUTH LEeJIeco00pa3HO BKJIKOYATh B OMUCH JIE€] MO JUYHOMY
COCTaBy KakK JTOKYMEHTbl HEOOXOJUMBIE MpPHU IMOArOTOBKE CIPABOK COLIMAIBHO-
IIPABOBOTO XapakTepa. DTy OCOOEHHOCTh CIIEAYET OTPa3UTh B IMPEAMCIOBHUH K
onucu. JluueBble cueta paOOTHUKOB MO 3apabOTHOW IUIaTe TPYNIHUPYIOTCS B
CaMOCTOATENIbHBIE JeJla U CUCTEMATU3HPYIOTCA B IpejAesiax TOJI0BOTO pasjera
omcu B andaBUTHOM mopsake (amwmmmii pabotHukoB. Eciu B omHOM [ene
coJiepKaTcsl JOKYMEHTBI, cOpMUpOBaHHbIE MO al(aBuTy (aMuiuil 3a BECh TOJ,
HayaJbHble OYKBBI MEPBOM M MocieaHer (pamuinu pabOTHUKA HE YKa3bIBAIOTCS.
Ecnu B nene monoOpaHbl JOKYMEHTHI TOJBKO Ha OAHY OYKBY, TO B 3arojoOBKe
yKa3bIBaeTcsl oAHa OyKBa, ¢ KOTOpOW HauyumHalTcs (amuinud paboTHUKOB. Ilpu
OYeHb OOJIBIIOM 00BEME JIMIEBBIX CUETOB MX CHUCTEMATH3aLUsl MIPOU3BOJUTCS HE
TOJIBKO 10 HA4aJIbHbIM, HO W MO MOCJIEIyIoUUM OykBaM (aMuiinii paOOTHUKOB.
Ecnu nuieBblie cueta pabOTHUKOB (POPMUPYIOTCS B OJTHO JIENO 32 HECKOJIBKO JIET, TO
B OIHCH JieJ1a IOMEIAIOTCS 110 TOly 3aBEACHUS JIMLEBBIX CYETOB, a B MOCIEAYIOIIHNX
rOJIOBBIX pa3zenax onucu o(popMIISIOTCA CCHUIKM Ha 3TO AEJIO.

1 2 3 4 5 6 7
2012 rox
JIunesple cyeTa IIO
HAYMCJIICHUIO
3apaboTHOMI
paboTHUKaM
YUPEKICHUS

3 03-17

[J1aThlI

2012 2062 97




JInuHble Aena SBISIOTCS KOMIUIEKCOM JOKYMEHTOB, COACPIKAIINX CBEACHUS
0 paOOTHMKE U €ro TPYAOBOM AEATEIbHOCTH.

B nmuHoM gene copepxarcs: MNpUKasbl (KONUHM), aHKETa, 3asBIICHUS,
TPYAOBOM JOTOBOpP, KONHUHU JIMYHBIX JTOKYMEHTOB, JOKYMEHTHl 00 aTTecTaluu
(mepeaTTecTalum), UHANBUYyaJIbHBIE TOJPKHOCTHBIE MHCTPYKIUU U 1Ip. JJOKyMEHTBI
B JIMYHOM JI€JI€ PaclojiaralTcs B COOTBETCTBUM C XPOHOJIOTHEN UX CO3AAHUS, IIPH
3TOM NEPBBIMU U MOCIEAHUMHU SIBISIOTCS KOMMH MPUKA30B O MpHeMe/yBOJIbHEHUH
paboTHUKA.

B cBs13u ¢ BetyrieHueM B cuity @enepanibHoro 3akoHa ot 27.07.2006 Ne 152-
®3 «O nepcoHaNbHBIX JAHHBIX» HE PEKOMEHAYETCS CO3JaHUE KOMIUJIEKCHBIX
JUYHBIX JI€JI, KOTJla Psij JIMYHBIX JEJI CIIMBAIOTCS B OJHO JEJIO, T.K. HAPYIIAKOTCS
o0mye MPUHIUNBI (OPMUPOBAHUS JI€T U TMOPSIOK pabOThl C MEPCOHAIBHBIMU
JTaHHBIMHU.

Kpaiitnumu natamu JTUYHOTO Jeiia SBJSIOTCS JaThl MOANKUCAHUS MPUKA30B O
IpUeMe U YBOJIbHEHHH JIMIIA, HA KOTOPOE OHO 3aBEJICHO.

Ecin B IMYHOM Jiee MMEIOTCS TOKYMEHTBI O AESTEIBbHOCTU JIHMIa BHE JaHHOMN
OpraHu3aliy, JaTUpyeMble 0ojiee paHHUMHU rOJaMH, MPU OMHCAHUU JAThl 3TUX
JIOKYMEHTOB BO BHUMaHUE HE PUHUMAIOTCSI.

Ecnu B nenonpon3BoAcTBe OpraHu3alui ObUIO 3aBEJEHO HECKOJIBKO JTMUHBIX
JIeJl Ha OJIHOTO pabOTHUKA (TMpU HEOJAHOKPATHOM IOCTYIUIEHUU U YBOJBHEHHH C
paboThl), TO KaXKJI0€ JMYHOE JEJN0 3TOro paboTHHKAa (OPMHPYETCS OTAEIBbHO U
BKJIFOYAETCS B OMKCH 110 KAKJOMY I'OJ1y YBOJIbHEHHS.

JInuHble N1€7a CUCTEMATHU3UPYIOTCS B OINKCH 1O TOAY YBOJBHEHHUS JIHIL,
JIOKYMEHTBI KOTOPBIX 00pa3yloT eIWHUIIBI XPAHEHHUs, U B al(aBUTHOM TOPSAKE MX
dbamunuii. Eciiu pamminy moaHOCThIO COBMAAAOT, BO BHUMAaHUE MPUHUMAIOTCA
MMEHa, a 3aTeM OTYECTBA:

Moneyw bysn Hpeumoeuy

Mowneyw Jlonyma Onecosna

Mowneyw Heopo Cepeeesuu

[Ipn onmmcaHWM JUYHBIX el YBOJCHHBIX PAOOTHUKOB, CPOPMHUPOBAHHBIX
WHAMBUIYyaJIbHO Ha pabOTHHKA, 3arojlOBOK KaXXJOTO JHMYHOTO Jejla MOXKET
coJiepKaTh clioBa: «JIMyHOE 1en0 yBOJEHHOTO pabOTHHKa» (FOCYJapCTBEHHOTO
IPa)KJAaHCKOTO CITYKAILIEr0) C yKa3aHueM (paMUIui, UMEHU U OTYECTBA pabOTHHKA
B POJAUTENILHOM MaJeXKe, HalpUMep:

1 2 3 4 5 6 7
2013 rog
10 | 03-11 | Jluunoe neno | 03 despains
YBOJICHHOTO DPaOOTHUKA 2011
MoHurymn Menru | 31 nexalOps
AscoBuua 2013 2063 | 16+1




Bo3moxen BTopoit ciocod oQopmiIeHHs 3aroJIoOBKOB JIMYHBIX /1€ B OMHUCH:
CHayajla yKa3blBaeTcs OOUMi 1M0A3arooBoK: «JIMyHBIE Jena  yBOJEHHBIX
paOOTHHUKOB», a 3aTeM B 3aroJIoOBKe KaXKAOW ONMUCATENbHOW CTaThbU OIMUCH
yKa3pIBaeTcsl (haMuivs, UMS, OTYECTBO KOHKPETHOTO JIHIIa B HMMEHHUTEIBHOM
najiexe, Halpumep:

1 2 3 4 5 6 7
2013 rog
JInuneie nena
YBOJICHHBIX pA0OTHHKOB
10 |03-11 | ArGau Atigpic | 03 despas
TemupoBuy . 20116
Jiekaopst
2013 2063 | 16+1
11 | 03-11 | baanait Casna | 01 centsbps
AneKkcaHIpoBHA . 200%
HOSA0ps
2013 2063 | 29+1

JInuHble pAena PYKOBOAUTENEH OpraHu3anuu, paOOTHUKOB, HMMEKOLIUX
roCyJapCTBEHHBIE U WHBIE 3BAHUS, IPEMHUH, HArpaibl U JIp., MOJJIEKAT BKIOYEHUIO
B OIKCH JIeJI TOCTOSIHHOTO XPAHEHHS.

OnucaHue aTTecTalMOHHBIX, HAarpaJHbIX JAEJl MPOBOAMUTCS MO aHAJIOTUHU C
JUYHBIMU JIETAMH.

[Ipu GosbioM o0beMe JTUYHBIX JET UX CHUCTEMATH3aIvs MPOU3BOIUTCS HE
TOJIBKO TI0 HAa4YaJIbHBIM, HO M TIO TOCIEAYIOIHUM OykBaMm (GaMuIIMKd pabOTHHKA,
HaIpumep:

1 2 3 4 5 6 7
2005 ron

1 03-18 | JIuunsbie Aena yBOJICHHBIX
PabOTHUKOB

(A6a — A6p), T.1 2005 | 2055 |160+2

2 03-18 | JIuuynble Aena yBOJICHHBIX

PabOTHUKOB
(A6a — Ban), 1.2 2005 | 2055 |175+2

JIn4HbIE KAPTOUKHU YBOJIEHHBIX PAOOTHUKOB, CHOOPMUPOBAHHBIE B OT/ICTIbHBIC
nena B alipaBUTHOM NopsJiKe (haMHIIUiA, BKIFOYAIOTCS B OMUCH M0 TOAY YBOJbHEHUS,
HaIpuMep:



1 2 3 4 S 6 7

2005 ron
1 03-18 | JIuunsie kapTouxu (. Ne
T-2) YBOJICHHBIX

pabOTHUKOB YIIpaBICHUS 2005 2055 | 160+2

CucremaTu3anms 3aroJ0BKOB JeJl B ONHMCH JeJ [0 JUYHOMY COCTaBY
OCYULIECTBIISIETCS IO XPOHOJOTHYECKH-CTPYKTYPHOMY NPHU3HAKY, HPH KOTOPOM
paszenaMu OIKCHU SIBJIAIOTCS TOJbl, a MOJpa3AeiiaMd — Ha3BaHUS CTPYKTYPHBIX
HOJIpa3esIeHUu , WIN XPOHOJIOTHYECKN-HOMUHAIIBHOMY, IIPH KOTOPOM B I'OJJOBOM
paszziesie 3arojIoBKU AeJl pacoiaratoTcs 10 3HaYMMOCTH.

IIpy HOMHMHAJIBHOM NPHU3HAKE 3aroJIOBKM JI€JI B ONKCH JEN IO JINYHOMY
COCTaBY PacloJIararoTcs B CIEAYIOIIEH ITOCIEN0BATEIbHOCTH:

IPUKA3bl, PACIIOPSKEHUS, IOCTAHOBIICHUS, YKA3aHUS 110 JUYHOMY COCTaBY;

JIMLEBBIE CUETA;

pacyeTHbIE BEIOMOCTH;

CIUCKH JIMYHOTO COCTaBa;

JMYHbIE KapTOYKH paboTHUKOB opmbl Ne T-2;

JIMYHBIE J1eN1a;

TPYJIOBBIE 10T OBOPBIL;

HEBOCTPEOOBAHHBIE TPYAOBBIE KHMKKHU U JIP. JIMYHBIE TOKYMEHTHI;

JOKYMEHTHI 110 aTTECTALMH, TOBBIIICHUIO KBAIU(PUKALIUH.

2. OdopmjieHue onucu

OnucH coCcTaBISAIOTCS OTAEIBHO Ha Jea, JOKYMEHTHI:
MOCTOSTHHOTO CPOKA XPaHEHHS;
BpeMeHHBIX (cBbIe 10 JIeT) CPOKOB XpaHEHUS;
0 JIMYHOMY COCTaBY;

XapaKTepHbIE TOJILKO JJISI IaHHOW opraHuzaiuu (CyneOHble aena, JUYHbIe
Jiefia TUIATEIBITMKOB CTPaXOBbIX B3HOCOB, 0€3pa0OTHBIX, HECOBEPIICHHOJETHHUX
IIOJIOTICUHBIX, CTYJACHTOB, aCIIMPAHTOB H Jp.).

Onucu cOCTaBIISIFOTCS IO YCTAHOBJICHHBIM (hOpMaM Omucel J1eJ1 HOCTOSIHHOTO
XpaHEHUs U 10 JMYHOMY cocTaBy (TipuiioskeHust NeNe 2, 3).

Onucu nen BpeMeHHoro (cBbiie 10 JieT) CpoKOB XpaHEHUs COCTABIIAIOTCSA 110
dbopme onucH AeI 1Mo JIUYHOMY COCTaBYy.

Jmda omumcen TpenyCMOTPEHBI CIEAYIOIIME pPa3sMeEpbl T'PAHUL] TEKCTOBOTO
noJjisi: He meHnee 20 MM — jieBoe, 10 MM — mipaBoe, 20 MM —BepxHee, 20 MM —HIKHEE.

[Ipu monroroBke omucel TMpUMEHsETCS TEKCTOBBINM penaktop Word for
Windows Bepcuu ot 6.0 u Bbiie ¢ ucnoiab3oBanueM mpudrta Times New Roman
pazmepamu NeNe 12 - 14,

B omucsx mpou3BoauTCs HyMepanus BBEPXY JINCTA 0 €T0 [EHTPY, PU 3TOM
Ha TIEPBOM JINCTE HOMEDP HE CTaBHUTCS.



Ha mepBom nucTte omucu B BEPXHEM JIEBOM YIJIy YKa3bIBACTCS TIOCIETHEE
HAaUMEHOBAHHWE OPTaHW3AlMU, JTOKYMEHTHI KOTOPOW BKIIFOUEHBI B OMHUCH, HOMEP
¢dboH1a, HOMEp OIKCH, Ha3BaHWE OMKCH, KpalfHUE ATkl J1eJ1, BKIFOYCHHBIX B OIHUCH.
VYka3aHHbIE PEKBH3UTHI, MMEUYATAIOTCS CjeBa 0€3 OTCTYNOB OT JICBOW TpPaHUIIBI
TEKCTOBOTO TTOJIS.

B mpaBoM BepxHEM YyIriIy MEpBOTO JUCTa OIKCH pacIojiaraeTcs TpHUd
YTBEPXKACHHUS ~ ONUCH  PYKOBOAWTEIEM  OpraHm3amuu  (mpeacenaTesieM
JUKBUIAIIMOHHON KOMHUCCUU WJIM KOHKYPCHBIM yIpaBistonuM). PexBusut «I pugh
ymeepocoenusy PpaclojliaraeTcsd Ha ypOBHE TMEPBOM CTPOKM HAMMEHOBAHUS
OpraHU3aIHH.

Bce anementsl pexkBuzuta «/I pugh ymeepocoenus» MOTyT ObITh 0(OPMIICHBI
JBYMSI CITOCOOAMHU: ¢ BBIPABHUBAHHEM TIO JIEBOMY Kparo JHOO C IEHTPUPOBAHUEM
OTHOCHUTEJIBHO CaMOM JUIMHHOW CTPOKHU PEKBU3UTA, HAIPUMED:

YTBEPXIAIO
Hupexrop I'bY I'A PT «["ocynapcTBeHHbIIH
apxuB Pecniy6muku ToiBa»
N.0. ®amunus
«_» 2017 r.

aubo:
YTBEPXIAIO
Hupexrop I'bY I'A PT «I"ocynapcTBeHHBbII
apxuB Pecniy6nuku ToiBa»
N.0. ®amunus
« _» 2017 r.

He pexoMenayercs: mepeHoc 4acTei 3arojaoBKa jena, KpanHuX Jat Aeja Ha
CJIEAYIOIINH JIUCT; pa3MeIllleHUE HAMMEHOBAaHUI Pa3/IesIOB ONMCH B KOHIIE JIUCTA.

B koHUe omucu 4depe3 OOMHAPHBIA MEKCTPOYHBIM MHTEPBAJI OT HWXKHEN
IpaHULIbl TAOJUIBI OMMCH JEJaeTCsl MUTOroBasl 3aluCh, B KOTOPOWM YKa3bIBAETCS
(mudpaMu ¥ IPOMUCHIO) KOJTUYECTBO JIEJ1, BKIFOUEHHBIX B ONKCh, KpailHUE HOMEpa
JieN, a TaKKe OroBapMBAIOTCS OCOOEHHOCTH HyMepaluu Jed B ONUCH (Halnuuue
JUTEPHBIX W TMPOMYILIEHHbIX HOMEpOB 1ein). llepBas cTpoka HMTOroBOM 3amucu
oopMIISIETCS OT JICBOM TpaHUIIbI TEKCTOBOTO TMOJIS ¢ ab3alia.

PexBuzutel [loonuce cocmasumens, /lama, Ipug coenacosanus NOMKHBI
OoQOPMIISITECS OT JIEBOW TPAHUIIBI TEKCTOBOTO TOJIA.

PacummdpoBka nomnucu B pekBuszute [lloonuce cocmaeumensi AOTHKHA
pacronaratbCsi Ha YPOBHE MOCIEIHEW CTPOKM HAWUMEHOBAHUSI JOJIKHOCTU C
npoOenoM Mexay nHunmanamu u damunuei. [locnennss OykBa B pacmm@poBke
MOAMUCHU JOJKHA OTPAHUYMBATHCS TIPABBIM MOJIEM.

Bce pexBU3UTHI, pacmoyioKEHHBIE TOJT TAOTMYHON YaCThIO OIUCH, JTOJDKHBI
pa3MelaTbesi Ha TOM K€ JIMCTE, YTO U IMOCJEIHSsI CTPOKA OINKCH, MEPEHOC UX Ha
JIPYTYIO CTPAHHUILY C OTPHIBOM OT TaOJIULIBI HE I0ITyCKAETCH.

Onucu (TogoBbie pa3aeibl OMUCEN) J1e], TOKYMEHTOB COCTABJISIFOTCS:



MMOCTOSIHHOTO XPaHEHHS — HE MEHEE YeM B YEThIPEX IK3eMIULIpax: TpU Ha
OyMa)KHOM HOCHUTENIE W OJIWH — B JJIGKTPOHHOM BHAE (B KauecTBe paboyero
AK3EMILISIPA);

JOKYMEHTOB TI0O JMYHOMY COCTaBy OpraHM3alMii — HMCTOYHHUKOB
KOMIUTEKTOBAHUS TOCYIapCTBEHHBIX (MYHUIIUTIAIBHBIX) QpXUBOB — HE MEHEE YeM B
YeTHIPEX IK3EMIUTApax: TpH Ha OyMa)KHOM HOCHUTEIE, OJIUH — B AJICKTPOHHOM BHJIC
(B xauecTBe paboyero 3K3eMILIIPa);

JOKYMEHTOB TIO JIMYHOMY COCTaBy OpTaHHM3aIlui, HE SBIISIONIUXCS
MCTOYHUKAMHU KOMITJIEKTOBAHUS TOCY/IaPCTBEHHBIX (MYHHUIIUIIATBHBIX) apXHUBOB, —
HE MEHEe YeM B TPEX IK3EMIUIIPaX.

K omucu gen opraHu3amiy CoCTaBIIeTCS HAyYHO-CIIPABOYHBIN arlmapar.

3. [lopsiioK cocTaB/IeHNS] HAYYHO-CIIPABOYHOI0 ANNAPATA K OMUCH

Jisa Oonee 3((PEKTUBHOrO HCIONB30BaHUS JTOKYMEHTHOM HH(pOpMaLuy,
coJlepKalllelicsl B OMNUCAX apXUBHBIX (OHIOB, K HUM CO3/a€TCS Hay4HO-
CIIPAaBOYHBIM  ammapar, KOTOPbIA  BKJIKOYAET: TUTYJBHBIA  JIUCT, JIUCT
NepPEeUMEHOBaHUH, MPeANCIOBUE (UCTOPUUYECKYIO CIPABKY); CIIMCOK COKpPAILLEHUI;
yKazaresu (Ipy1 HEOOXOJUMOCTH).

3.1. TUTYJIbHBIH JIMCT U JIUCT NepeMMeHOBaAHMIi

TuTynbHBIN JIUCT ONMUCH SABISAETCS 005A3aTEIbHBIM JIEMEHTOM CIIPABOYHOTO
anmapata. OH CcOAEPXKUT HHPOPMALMIO, ONPEACISIONIYI0 PUHAJIEKHOCTD
JIOKYMEHTOB, BHECEHHBIX B ONHUCh, K KOHKPETHOMY (POHIY WM €ro 4acTH; K
ONpENECICHHOMY  IIEpUOJY BpPEMEHH, a TaKXKe IIOWCKOBBIE  JIaHHBIE,
CHOCOOCTBYIOLINE HAXOXJACHHUIO omucH B apxuBe. CBeneHHs, pa3MEIICHHbIE Ha
TUTYJBHOM JIMCTE, BOCIPOU3BOASTCS Ha O0JI0KKE OIHCH.

TUTYIBHBIN JINCT K ONIMCH BKIIFOYAET CIAEAYIOIINE PEKBU3UTHI:
- TMOJIHO€ HAMMEHOBAHUE TOCYJAapPCTBEHHOTO (MYHULMIIAJBLHOIO) apxuBa (€ciu
OpraHu3alys SBISIETCS ICTOYHUKOM €r0 KOMIUIEKTOBAaHMUS);
- HaMEHOBAHHME OpPraHU3AlMHU C yKa3aHHEM IMOJYMHEHHOCTU (MpU €€ HAIWYuM),
HayaJIbHOM M KOHEYHOM JaT cyllecTBOBaHUS (poHI000pa3zoBarTesisi MOJ JTaHHBIM
Ha3BaHueM. Ecnu opranuzaimsi JeiCTBYIOIIAs — yKa3bIBA€TCA TOJBKO HaydallbHas
JlaTa, COOTBETCTBYIOIIASl IMOCJIEIHEMY HAaUMEHOBAHHMIO Opranuzanuu. JlaTsl
opopMIISIOTCS Kak IUGPOBBIM, TaK U OYKBEHHO-IIU(PPOBBIM CIIOCOOOM C HOBOM
CTPOKHM TMOCJI€ HAaMMEHOBaHMs OpraHu3auuu. HamMeHoBaHue 1aercs B BUJE
o(pULMaTBEHO MPUHSTOTO MOJIHOTO;
- HOMEp apXHUBHOTO (oH/a (IPUCBAUBAETCS IPU IEPBOM MOCTYIIICHUH JJOKYMEHTOB
Ha TOCY/IapCTBEHHOE XPaHEHHUE);
- HOMEp OIIHCH;
- HAaMMEHOBAHUE OIMCHU C YKa3aHHEM KaTErOpuH BKIIFOUECHHBIX B HEE JTOKYMEHTOB
(MOCTOSTHHOTO, BPEMEHHOTO XpaHEHUs1, JOKYMEHTOB I10 JIMYHOMY COCTaBY U T.1I.);
- KpailHMe JaThl BKJIIOYEHHBIX B ONHCh €IWHUIl XpaHeHus (yKa3bIBalOTCS Ha
TUTYJILHOM JIMCTE MOCJIE HA3BaHUS OMUCH C HOBOM CTPOKH).



[Ipu  u3MeHeHuum  HauMMeHOBaHUA  (OHAOOOpazoBaTeNsT WU €ro
MI0JIBETOMCTBEHHOCTH B TEUCHHE TIEPHO]Ia BPEMEHH, 32 KOTOPBIN COCTaBIIEHA OIHCh,
Ha TUTYJILHOM JIMCTE YKa3bIBaCTCs CHaYajia MOCieIHee er0 HANMEHOBAaHHE, a 3aTeM
BCE €T0 MEePEUMEHOBAaHUS B XPOHOJIOTHYECKON TMOCIEIOBATEIBHOCTH C YKa3aHUEM
HAYaJIlbHOM W KOHEYHOW JaT CYIIECTBOBAaHUs TIOJ Ka)XJIbIM HAMMEHOBaHUEM
(npunosxxenne Ne 1).

Ecnu nazBanue poHmoo6pa3oBaTesss MEHsJIOCh MHOTOKpaTHO (Oosee 3-x), Ha
TUTYJIBHOM JIUCTE JaeTcsl €ro IMocieHee Ha3BaHUE, a BCE IEePECUMEHOBAHUS
OPUBOJATCS B JIUCTE TEPEMMEHOBAHHM B HMCTOPUYECKON (XPOHOJOTHUYECKON)
MOCIIeI0BATEIBHOCTH. JINCT MeperMeHOBaHUI TTOMEIAeTCs 3a TUTYIbHBIM JTUCTOM
(mpunoxenne Ne 2).

3.2. UcTopuueckas crpaBka (MpeaucjoBHe) K OMUCH

Hcropuueckas cripaBka (MpeIucIOBUE) K OMUCH SIBIISIETCS BAXKHOM COCTaBHOM
YacThlO CHUCTEMbl HAy4YHO-CHpPaBOYHOTO ammapara. [Ipu mepBoMm ymopsigoueHUu
JIOKYMEHTOB  COCTaBIII€TCS ~ MCTOpMYECKass  copaBka 00  opraHu3anuu
(bonmoobpazoBatene) u dhouae. [Ipu mocneayromeM yrnopsaoueHud JTOKYMEHTOB
COCTABJIICTCS MPEANCIIOBUE K onucH (Tipuioskenue Ne 3).

BxitoueHHble B MCTOPUYECKYIO  CIPaBKy CBEJACHUS 10 HUCTOPHUH
JIEUCTBYIOIIEH OpraHU3alMy JIOJDKHBI OXBAThIBATh MEPUOJI OT Havasla 00pa3oBaHus
10 TTOCTICAHHUM TOJT, 32 KOTOPBINA YIOPSIOYCHBI TOKYMCHTHI.

Uctopuueckast cripaBka COCTOMT W3 UCTOPUYECKOM U apxeorpaduueckoin
yacTei.

B ucropudeckoil 4acTH KPaTKO OIMHUCHIBAIOTCS HWCTOPUYECKHE YCIIOBHS, B
KOTOPBIX BO3HUKJIA U JICHCTBOBaJa OpTraHMW3allvs, YyKas3bIBaeTCsS Jara ee
BO3HMKHOBEHHUS C TIOJHBIM HAMMEHOBAHHEM, COOTBETCTBYIOIIUM JTOW AaTe, CO
CCBUIKOM Ha HOPMATHBHBIC MPABOBBIE aKThl UJIM PACIOPSAIUTEIbHBIC JOKYMEHTHI.
[lepBoHa4YaIbHO B UCTOPUYECKOM CIIPABKE YKA3BIBAKOTCS MOAYMHEHHOCTD, PYHKITUN
OpraHu3allid Ha MOMEHT €€ CO3/IaHMUs.

CBenenns 00 HW3MEHEHWHM HAWMCHOBAHUS, TOJYMHEHHOCTH, (QYHKIIUH,
peopraHu3aiuu, JIUKBUJAIUA OPTaHU3AIMH OTPAKAIOTCS B XPOHOJOTUYECKOUN
MOCJIETIOBATEILHOCTH CO CCHUIKOM HAa COOTBETCTBYIOIIME HOPMATHUBHBIC MMPABOBHIE
aKTbl, paCHOPSIUTEIbHBIE JTOKYMEHTHL. [IpuBeneHHBIE CBEICHUS JTOJKHBI
COOTBETCTBOBATh  COACPKAHWIO  HOPMATHUBHBIX  TNPABOBBIX  AKTOB  WJIH
pacropsIUTeILHBIX JOKYMEHTOB.

B Tom citydae, eciii cBeIeHUS 110 KICTOPUH OPTaHU3aIIUN OBIITN YCTAHOBJICHBI
HE TI0 aKTaM W PACIOPSAAUTCIBHBIM JOKYMEHTaM, a TI0 KOCBCHHBIM MCTOYHHUKAM
(YTJIOBBIE IITAMIIbI, IEYaTH, OJJAHKH U T.1.), TO 3TO CIEAYET OTOBOPUTH B YKa3aHHOM
pazjere, Hanpumep:

Hzmenenue cmpykmypwi 06veounenuss « Cubasmompancy npociercusaemcs
nO WMAMHBIM PACNUCAHUAM U USMEHEHUAM K HUM.

CTpykTypa ¥ TIOJIBEIOMCTBEHHAsl CETh OpPraHM3aIlMi YKa3bIBAIOTCS Ha
MOMEHT €€ BO3HUKHOBCHHS, Jajieeé B XPOHOJOTHYECKOW IOCIEI0BATEIbHOCTH
OTPaXaloTCsd BCE OCHOBHBIC W3MEHEHHUsS, TMPOM3OIICANINE 3a TIEPHOJ €€



CYILIECTBOBAHMSI, a 3aT€M YKa3bIBa€TCA BCS CTPYKTypa Ha MOMEHT OKOHYAaHHS
OINMKCHIBAEMOTI0 MEPUO/IA.

He pexomenayercs nepeHachlaTh HCTOPUUECKYIO CIPAaBKy HH(POPMAIIUEH,
BBIXO/ISIIEH 32 paMKU TpeOyeMBbIX CBEJICHUM.

Eciu wu3MeHeHuii 3a ONKMCHIBAEMBIA MEPUOJ HE TMPOU30INLIO, TO B
HUCTOPUYECKON CIpaBKE JeNaeTcs OTMETKa 00 OTCYTCTBHM JTHUX HW3MEHEHUH,
HaIpumep:

B nepuoo c 1992 no 2000 200v1 uzmenenuti ¢ HAUMEHOBAHUU, NOOYUHEHHOCTU
U CmpyKmype npeonpusimus He NPOU30ULIO.

B oTnunume ot ucTOpruuecKkoi CrpaBKu B MPEIUCIOBUE K OMUCH BKIIOYAIOTCS
CBEJICHUSI O HAMMEHOBAHUH, MTOAYNHEHHOCTH, (DYHKIUAX, CTPYKTYPE OpraHU3aAINH
U WX U3MEHEHUSIX He OT Hayana oOpa30BaHHs OpraHu3allid, a 3a KOHKPETHBIH
NEpUO/ ONMCAaHUS JOKYMEHTOB. B Hauane TekcTa MpeAaucioBHs CIEIyeT yKa3aTh
MOJIHOE HAWMEHOBAaHWE OpraHU3allMM Ha Hayalo OIKCHIBAEMOIo TMEpHo/Ia,
HaIpumep:

Ha 01.01.2012 naumenosanue yupesicoenus — 1ocyoapcmeennoe
O10001cemuoe yupexcoenue «I ocyoapcmeennviil apxue Pecnyoniuxu Toiea .

[IpeauciioBre MOKET COCTaBIATHCS Kak 00111ee KO BceM omucsM (HoHa, Tak
U K OTHeNbHOW omucH. [Ipu cocTaBieHUU OTACHBbHBIX MPEAUCIOBUNA K KaXKIOM
OIKCU apXUBHOTO (OHJIAa Bce OOIIME JaHHBbIE 10 UCTOPUH (POHI000pa3oBaTeis U
UCTOPUU apXUBHOTO (POHIa MOMENIAIOTCS B MIPEAUCIOBUU K TIEPBOM OMTUCH JAEII.

Hctopudeckass cmpaBka (MpeAWCIOBHE) K  ONWUCH  TMOAMHCHIBACTCS
COCTaBUTEJIEM C yKa3aHUEM JIOJDKHOCTH U IaThl COCTaBJICHHUA.

[IpenucioBue WMeEET CaMOCTOSTENBHYI0 HYMEpPAlUI0 JIHCTOB, HOMEpa
MIPOCTABJISIFOTCS. BBEPXY JIMCTA IO €ro IIEHTPY, IPH ATOM Ha MEPBOM JICTE HOMEP
JMCTa HE CTAaBUTCSL.

3.3 Cnucok cokpameHuii

Chnmcok COKpalleHUW TMpeAcTaBiIseT co0oil  andaBUTHBIM TepeueHb
BCTPEUAIOIINXCS B OMKUCH U CIPABOYHOM anmnapare K Hell COKpaIlleHHO HAalTMCaHHBIX
cioB ([Ipunoxenue Ne 4).

CoxkpartieHust BBOJIATCS B LEJISIX SKOHOMHH MECTa JIJIs1 YaCTO BCTPEUAOLIUXCS
CJIOB B TEKCTE OIMCH, a TAK¥Ke JIJIsl PACKPBITHS a00peBUATYp B COCTABE CIIPABOYHOTO
anmnapara U JOCTH)KEHHUS €TMHO00pa3us B Iepeade coAep>KaHus TOKYMEHTOB.

B cnucok cokpameHuil BHOCSTCS BCE COKpAUICHUs CJIOB M TIOHATHH,
yHOOTpeOJIIEMBbIX B OINHUCH, KpOME OOIICTPUHATHIX, a TaKXKe COKpAICHHBIC
0003HaYeHUsl Ha3BaHUM OPraHOB M OpTraHU3aIUi.

OOuenpuHATbIE COKpAIlleHUs, HEe TpeOyrolue CHenualbHbIX pa3bsiCHEHUN
(T.e., T.A4., TIp. W Jpyrue), 0oOO3HAYAIOIIUE HA3BAaHHE MEP MAacCChl, BPEMEHH,
MIPOCTPAHCTBA, OTHOCAIINECS K IU(dpaM 1 HE BBI3BIBAIOIINM JBOSKOTO TOJIKOBAHUS
(KT, MUH., CM, M U JPYTU€) B CIIUCOK COKPAIICHUI HE BKIIFOUAOTCS.

Ha3zBanus opranoB u opraHusanuii pu BHECEHUU UX B OIKCH B MIEPBBIN pa3
MUTITYTCS TTOJTHOCTBIO U B KPYTJIBIX CKOOKAxX JaeTcsl UX COKpAIlleHHOE Ha3BaHUE, a
IIpU TOBTOPHOM BHECEHUH UX B OMKUCH OHU MPUBOJATCS TOJIBKO B COKPAIICHUMU.



B cnucke cokpamienuii B andaBUTHOM TOpPSIKE CJI€Ba PacIoyararoTcs
COKpAILICHHBIE CJIOBA M IIOHATHs, a CIpaBa 4Yepe3 THUpPE MAACTCS HX IOJHOE
0003HayYeHUE.

Cnucok cokpaleHui NOMEIAETCs MOCie MPEIUCIOBHS K OIKCH.

3.4. Ykazareau

VYKkazaTenau COCTaBISIOTCS, KaK MpaBUJIO, K CIOXHBIM TIO CTPYKTYpe H
COJICP)KAHUIO OMHUCAM JeJ, TOKYMEHTOB AJisi OOJIETYCHHUS U YCKOPEHUS MOMCKa
HE0OX0auMON MH(OPMALIH, a TAKXKE C LENbI0 JIydIllell OPUEHTAIIMU B COCTAaBE U
COJICp KaHUM €IMHUI] XPAHCHUSI.

VYkazaTenu K ONUCH NMPEACTAaBISAIOT COO0M MepeyeHb NPEeIMETHBIX TOHITHIA,
BCTPEYAIONINXCSI B 3arojOBKax OMKCH, C HEOOXOJUMBIMU TOSCHCHUSIMH U
CCBUTOYHBIMU JaHHBIMH.

B nocnennee BpeMst ocoboe 3HaU€HUE NMPUAAECTCA JOKYMEHTaM MO JTUYHOMY
coctaBy. B cBsfi3u ¢ yem ykaszarenu LeIecooOpa3HO COCTaBIATH K OIUCSM,
COCTOSIIIUM U3 KOMIUIEKCHBIX JIMYHBIX Jie7, C(HOPMHUPOBAHHBIX IO JaTam
YBOJIbHEHUS COTPYTHUKOB.

Hampumep, B ykazaTenau BBIHOCATCS OYKBBI M3 KOMIUIEKCHBIX JI€NT CO
CChUTKaMH Ha nena (4 — 00. 1, 20, 35, 48) unu B yka3zatenb BBIHOCUTCS (pamMuiust ¢
OTCBUIKOM Ha HOMEp €AMHUIIBI XpaHeHus: u Juct (Aopamos K.E. — 0. 105, 1. 26).
[Tocneanmii yka3aTellb MOXET COCTABIATHCS HAa OCHOBAaHWU BHYTPEHHEW OIMUCH
(ecnu oHa UMeeTcH).

K omnomy QoHay MOryT COCTaBIATBCS HECKOJBKO  yKa3aTelew,
JIOTIOJTHSFOIIUX HHPOPMAITHIO O COIEPKaHNU IMHULL XPAaHEHHUS.



IHNEPEYEHDb JOKYMEHTOB
10 JTUYHOMY COCTABY JI0JITOBPEMEHHOI0 CPOKA XPaHEHUsl, MOAJIeKAIUX
BKJIIOYEHMIO B ONHUCH J1eJ1 M0 JIUYHOMY COCTABY

PacniopsituteibHbIe JOKYMEHTBI M0 JIHMYHOMY COCTaBY (TIPUKa3HI,
pacopsHKSHHUSI, 3aIMUCKH, 3aMEHSIOIINE TIPUKA3bI 10 THIHOMY COCTaBY,
TIOCTAHOBJICHUS U JP.).

K pacropsimutensHBIM TOKYMEHTaM, UMEIOIINM JI0JTOBPEMEHHBIN CPOK
XPaHEHMSI, OTHOCSTCS CJIEIYIONTHE:

- 0 TIpHieMe, TePEBOJIE, MEPEMEIIEHNH, YBOJILHEHUN;

- 00 n3MeHeHuu (haMuInH;

- 0 TIOOIIPEHHH, HarPAKICHUN;

- 00 orutaTe Tpyja, O pa3IMUHbIX BhIIIaTax (00 yCTAaHOBJIECHUU OKJIAJ0B, JOILIAT,
HaJI0aBOK K OKJIAAy U Jp.);

- 0 BpEMEHHOM 3aMEIIEHUH, COBMEIICHUH JIOJKHOCTEH;

- 0 IPEMHUPOBAHNH;

- 00 aTTeCcTalMu;

- 0 TIOBBIIICHNY KBAJU(DUKAIINH;

- 0 IPUCBOCHUH 3BaHUM (KJIACCHBIX YUHOB), Pa3psi/IOB;

- 00 OTIycCKe 1Mo OEPEMEHHOCTH U POJIaM;

- 00 OTIyCcKax Mo yxoay 3a peOCHKOM;

- 00 oTnyckax 06e3 coxpaHeHus cofepkaHus (3apab0oTHOM TJIaThI);

- 0 BCEX BHJAX OTIYCKOB PAOOTHHUKOB C TSDKCIIBIMH, BPEAHBIMH M OIMACHBIMH
YCIIOBHSIMU TPY/a;

- 0 IGKYPCTBaX MO MPO(HITF0 OCHOBHOM JESITEITHEHOCTH;

- 0 JUINTETHHBIX BHYTPUPOCCUNUCKHUX U 3apyOEIKHBIX KOMaHIUPOBKAX;

- 0 KOMaHJUPOBKax JJisi paOOTHUKOB C TSKEIBIMU, BPEAHBIMH WM OMACHBIMHU
YCIIOBUSIMU Tpy/a.

JIOKyMEHTBl TI0O TMpUEMY, NEPEMEUIEHNUI0 (MEpEeBOY), YBOJIbHECHHIO
pabOTHHUKOB:
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- JJMYHBIE JIeJia YBOJEHHBIX PAOOTHUKOB, B T.4. TOCY/IaPCTBEHHBIX TPAKIAHCKHUX U
MYHULIMNAIBHBIX CIIYXalUX (3asBJICHUSI, KOMUU MPUKA30B U BBINUCKU U3 HUX,
KOIMH JIMYHBIX JTOKYMEHTOB, JJUCTKH MO YYETy KaJpOB, aHKETHI, aTTECTAIIMOHHbBIC
JIUCTBI U Jp.);
- TPYJIOBBIE IOTOBOPHI (CIIYKEOHBIE KOHTPAKTHI ), TPYOBbIE COTIAIICHUS, IOTOBOPHI
noApsiia (He BOIIEAIINE B COCTAB JIMYHBIX JEN);
- YTBEPKIECHHbIC UHIUBUIYaJIbHbIE JOJKHOCTHBIE PETJIaMEHThl rOCyAapCTBEHHBIX
Y MYHUILIMNATbHBIX CITyKalIUX;
- YTBEpXJICHHBbIC WHIUBHUAyaJIbHbIE HHCTPYKIIMM O TpaBax U O0OSI3aHHOCTSIX
pabOTHUKOB (JTOJDKHOCTHBIE MHCTPYKITUN );
- TUYHBIC KAPTOYKU PAOOTHUKOB, B T.4. BDEMEHHBIX PAOOTHHUKOB;
- XapaKTEepUCTUKU PaOOTHUKOB, HE UMEIOIUX JTUUHBIX fed (1o 2010 roga);
- BBIC3/IHBIC JI€JIa CIICIUATIMCTOB, KOMaHANPOBAHHBIX HAa paboTy 3a pyOexoMm;



- TOKYMEHTHI (BBIMMUCKH U3 MTPOTOKOJIOB, CIIUCKH TPYAOB, OTYETHI) JJIs1 KOHKYPCHBIX
KOMHCCHH 110 3aMELIEHUI0 BAKAHTHBIX JOHKHOCTEH, N30paHUIo Ha TOJKHOCTD JIUI]
(paOOTHUKOB) (HE UMEIOIINX JTUYHBIX J1e7);

- LITaTHBIE PACCTAHOBKU (IUITATHO-CIMCOYHBIN COCTaB PAOOTHHUKOB);

- CBEACHHA O J0X0/ax, 00 HMYILECTBE U 00513aTeNbCTBAX HMYILECTBEHHOTO
XapakTepa roCyJapCTBEHHBIX TPa)XJIaHCKMX M MYHULMIAIBHBIX CIyKalIuX (HeE
BOILIE/IINE B COCTAB JIMYHBIX JIEJ);

- JIOKYMEHTHI (3asBJIeHHs] paO0OTHUKA O COIJIacMM Ha 00pabOTKYy MEepCOHATbHBIX
JTaHHBIX, CBEJICHUS, YBEJIOMJICHHS) O CYObEKTE MEPCOHATBHBIX TAHHBIX;

- CIIUCKH PaOOTHUKOB OpraHu3anuu (JITYHOTO COCTaBa);

- CIOUCKA W KapTOYKH YydeTa OCBOOOXKICHHBIX pPAaOOTHUKOB OOIIECTBEHHOM
opranu3anuu (00beTNHEHNUS );

- TMCBbMEHHBIE YBEIOMJIEHHS paborojaTenss 00 YBOJbHEHHH pPAOOTHUKOB C
yKa3aHWEM IPUYUH (HE BOLIEIINE B COCTAB JIUYHBIX JIEJ);

- IepenucKa Mo BOIpocaM peaduauTauuu (MOJIUTUYECKOH, MPO(ecCHOHANBHOM,
MEUITMHCKON ) paOOTHUKOB;

- aKTbhl NIpHUEMa-Tiepeaud JIMYHBIX J€J1 TOCYAAPCTBEHHBIX TPaXIaHCKUX MU
MYHUILIMIAJIBHBIX CITYKalIUX MIPU MIEPEX0/Ie Ha IPYTryIo padboTy;

- KHUTH, >KypHaJbl PErHCTpali, KapTOYKH, yKa3aTeldu K PpacrnopsIuTesIbHbIM
JIOKYMEHTaM 10 JUYHOMY COCTaBY;

- KHUTH, JKypHaJbl, KapTOYKH Yyd4eTa Mpuema, IepeMenieHus (mepeBoja),
YBOJIbHEHUS pa0OTHUKOB;

- KHUTH, XypHaJbl y4yeTa, andaBUTHl JIUYHBIX A€, JUYHBIX KapTOUeK, TPYIOBBIX
JIOTOBOPOB (KOHTPAKTOB) TPYAOBBIX COIIAILICHUN;

- KHUTH, )KypHAaJIbl BbIa4ul (ydeTa ABM)KCHUS) TPYJOBBIX KHIDKEK M BKIIABIIIECH K
HUM;

b

- IOJDKHOCTHBIE KApTOYKK HOMEHKJIATYpPHBIX paboTHUKOB (110 1995 rona).

JlokymeHTBbI 00 orutare Tpy/a:
- TUTIEBbIE KAPTOUKH, cueTa paOOTHUKOB IO 3apabOTHOI mIiate;
- TOKyMEHTHI (ITPOTOKOJIbI, aKThI, CIIPABKH, CBEJACHUS) 00 OIiaTe TPy/Aa, BhITLIATE
JICHEKHOTO COJCp)KAHWUA M HAYUCICHUM CTaXa paboThl JIMIaM, 3aMEelaroIIuM
rOCy/1apCTBEHHbIE TOJKHOCTH;
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- UHJUBUyaJIbHbIE CBEACHUS O TPYJOBOM CTa)xKke, 3apab0TKe (BO3HATpakJICHUM),
JI0X0JI€ M HAYMCJICHHBIX CTPAaXOBBIX B3HOCAX 3aCTPAaXOBAHHOTO JIMIIA;
- peecTpbl CBEJICHUH 0 10X0JaX PU3NYECKUX JIMII.
B cnywae oTcyTCcTBHST B OpraHM3alMKd JHUIEBBIX CYETOB WJIA BEIOMOCTEH
HAYMCIICHUS 3apa0OTHOM TIIATHI YMOPSAAOYCHUIO M BKJIIOYCHHUIO B OMUCH JET TIO0
JUYHOMY COCTaBY MOJJIEKAT CIEAYIONINE BUIbI JOKYMEHTOB:
- JIOKYMEHThl (CBOJHBIE pacyeTHble (pacUETHO-IUIATeKHbIE) BEIOMOCTHU
(TaOymsirpaMMBbl) ¥ JOKyYMEHTBI K HIM, PAaCU€THBIC JIMCTHI HA BbIIAUy 3apaboTHOM
J1aThl, TOCOOUH, TOHOPAPOB, MAaTEPUATHLHOM MTOMOIIH | JIp. BBITLIAT);
- HJIOTOBBIC [IEKJIApallMd W pacyeThl aBAHCOBBIX IUIATEXKEH MO EIUHOMY
COIMAILHOMY HAJIOTY;



- HaJIOTOBBIE KAPTOUKH IO YUYETYy JOXOJOB M HAJOTa Ha JOXOJbl (PU3UUECKUX JIHII
(d. Ne 1-HIADJI);

- JEKJapalldd M pacueThl aBAHCOBBIX IUIATEKEH MO CTPAaxOBBIM B3HOCAM Ha
00s13aTeNIbHOE IEHCMOHHOE CTPAaXOBaHME;

- CBeJICHUS O J0X0Jax (PU3UYECKUX JIUIL;

- TOKYMEHTHI (aKThl, CIIPaBKH, CU€Ta) O MPHUEME BBITIOJIHEHHBIX PabOT MO TPYAOBBIM
JIOTOBOpaM, JOTOBOpaM Moapsiaa ¢ GU3NIECKUMU JTUIAMU;

- CIIUCKHU PaOOTHUKOB, TIOJIYYAIOIINX MEPCOHAIBHBIEC CTaBKH, OKJIA]IHI,

- BEJJIOMOCTH y4Y€Ta 4acoOB pabOThI MPENOJABATEIICH.

JlokymMeHTBI 00 aTTecTanuu W Tapu(uKanuyd, MPUCBOCHUU KIACCHBIX YHHOB U
CIIEIIUAJILHBIX 3BAHUM:

- aTTECTAllMOHHBIC 3aKJIIOYEHUS; JOKYMEHTHI (MPEJIOKEHUS, PEKOMEHAAIUH,
KOMUU JTOKYMEHTOB, IPOTPaMMbI BBITIOJHEHUSI PEKOMEHAAIINM, BBIJAHHBIX B XOJI€
aTTeCTalluK ) K HUM (HEe BOIIEIINE B COCTAB JIMYHBIX JICT);

- Tapu(pUKAITMOHHBIC BEIOMOCTH (CITUCKH);

- IOKYMEHTHI (CIIPaBKH, aHKETHI, CITUCKH ) 110 Tapu(UKALIUK ITIEPCOHANIA;

- JIOKYMEHTBbI (TIpEACTaBIICHMs, 3aKJIIOYCHHUS, JUIUIOMBI, YyJIOCTOBEPCHHS,
CBHUJICTEIBCTBA) O IMPUCBOCHUHM KJIACCHBIX YMHOB M CHEHHUAIBHBIX 3BaHUU (HE
BOIIE/IIITNE B COCTAB JIMYHBIX JICI).

K nokymeHTam AOJATOBpPEMEHHOIO Cpoka XpaHeHus (15 ner), mojajexanum
YHOPSIIOYEHHUIO, OTHOCATCS MPOTOKOJIBI 3aceJlaHn, MTOCTAHOBJICHHUS
aTTECTAllMOHHBIX, KBaJIU()UKAIIMOHHBIX, TapuPUKAITMOHHBIX KOMUCCHI;
JIOKYMEHTBI (ITPOTOKOJIBI CYETHBIX KOMHCCHUH; OIOJIJIETEHU TaAHHOTO TOJIOCOBaHUS) K
HUM.

JIOKYMEHTBI O Harpa)<JICHUHU:
- JOKYMEHTBHI (IIPEACTaBICHUE, HAIPaIHbIEC JIMCTBI, XOAATANCTBA, XapaKTEPUCTHUKH,
aBTOOMOrpa(uu, BBIMUCKU U3 PELICHUH, MOCTAHOBJIEHHUM, MPOTOKOJIOB U Jp.) O
NPEACTABIICHUH K HarpaXJACHUI0 TOCYdapCTBEHHBIMH, MYHULUIIAJbHBIMU MU
BEJIOMCTBEHHBIMU HArpajamu, MPUCBOCHUM 3BAaHUW, NPUCYXKACHUM INpeMuil (B
HarpaKJaroluX OPraHu3alusaX MOCTOSHHO);
- JIOKYMEHTHl (TIpeACTaBieHUs, XoJaTailcTBa, XapaKTEepUCTUKH, Ouorpadumu,
BBIIIUCKH W3 PELIECHUM, MOCTAHOBJICHWH, MPHUKa3bl, MMEPENUCKa) O 3aHECEHUU Ha
Hocky Iloyera (He BolIEIIME B COCTAB JTUYHBIX JI€T);
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- XojaTailcTBa O BblJaye JyOJMKAaTOB JOKYMEHTOB K TOCYJapCTBEHHBIM,
MYHUIIUNIATBHBIM M BE€JOMCTBEHHBIM Harpajam B3aMEH YTPauy€HHBIX; JTOKYMEHTHI
(3as1BJICHUS, CIIPABKH) K HUM (B HarpaxJIarolIuX OpraHu3alusaX MocTOsHHO);
- HEeBOCTpeOOBaHHBIE T'OCYIApCTBEHHbIE, MYHUIUIAIbHbIE U BEJOMCTBEHHBIC
Harpazabl (yI0CTOBEPEHHUS).
JIOKyMEHTBI O HECUACTHBIX CITydasX, CBA3aHHBIX C IIPOU3BOJICTBOM:
- aKThI paccieioBaHus NpopEeCCHOHATBHBIX OTPaBICHUHN U 3a00I€BaHMUIA;
- IOTOBOPBI CTPAaxOBaHMs paOOTHUKOB OT HECUACTHBIX CiIydaeB (MpU HACTYIIJICHUH
HECYaCTHOTO citydas);



- JIOKyMEHTHl (aKThl, 3aKJIOYEHUS, OTYEThl, MPOTOKOJIbI, CIPaBKU) O
MPOU3BOJICTBEHHBIX aBApPUSAX M HECUACTHBIX CIydasX MO MECTY IMPOMCILIECTBUS
(cBsi3aHHBIE C KPYIHBIM MaTe€pHaIbHBIM YIIEPOOM U YEJIIOBEYECKUMH >KEPTBAMHU
XPaHSTCS IOCTOSTHHO);

HeBocTtpeboBaHHbIC TUUHBIE JOKYMEHTHI paOOTHUKOB:
- TPYJAOBBIC KHUKKH;
- BOCHHBIC OMJICTHI;
- CBUJICTENLCTBA O POXKACHUHU, 00 00pa30BaHNM;
- TATIJIOMBI, aTTECTAThl, YIOCTOBEPECHUS U .

JIOKyMEHTBI, MOATBEPKIAIOIIME 3aHATOCTh Ha pPadoOTax C TKEIBIMH,
BpPEAHBIMH U ONIACHBIMH YCJIOBUSMU TpyJa (anee — BpelHble Npodeccun):
- JOKYMEHTHI (IIOJIO’KEHUS, NMPOTOKOJIbI, PEIICHUs, MPEAJIOKEHUS, 3aKIIOUEHUS,
NEPEeYHU CTAaHAAPTOB U HOPM, MEPEYHU pabouynX MecT, OOOCHOBaHUS, NaHHbIC,
uH(pOpMaIu, BEJOMOCTH pPa0OUNX MECT, KApPThl aTTECTALIUU pabOYMX MECT, IJIaHbl)
00 aTTecTanuu paboyux MECT IO YCIOBUSIM TPYa;
- JOKYMEHTHI (aKTbl, 3aKIIOUYECHHUSI, CIIPABKU U JIp.), MOATBEPKAAIOIINE TSHKEIbIE,
BpE/IHbIE, ONIACHBIE YCIOBUS TPY/a;
- TOKyMEHTBHI (IIPOTOKOJIbI, CIIPABKH, 3aKIOUYEHHSI) O TSHKEIIBIX, BPEIHBIX, OMACHBIX
YCIIOBUSIX MTPOU3BOCTBA, TPAaBMaTU3ME U PO(PECCUOHATIBHBIX 3a00JI€BaHUSAX;
- TOKYMEHTHI (OTYETHI, CIIPAaBKU, MHPOPMALIUK) O MEPEBOJIE pAOOTHUKOB BPEIHBIX
npodeccuil Ha COKpalIeHHbI padounii JeHb WK Pab0uyI0 HE/IEIIO;
- IOKYMEHTBI (aKThl, JOKJIAIHbIE 3aMMCKU, 3aKIIOUCHHS) O COKpaIllEHUH pabovero
JTHS B CBSI3U C TSDKEIBIMH, BPEIHBIMH, ONTACHBIMHU YCIIOBHSIMH TPY/Ia;
- CIHCKU palOTaroUIMX Ha MPOU3BOJACTBE C TSKEIBIMH, BPEAHBIMH, OMACHBIMH
YCIOBUSIMU TPYa;
- CIIUCKU PaOOTHUKOB, YXOASILNX HA JBTOTHYIO IEHCHIO;
- KOMaHJMPOBOYHBIE YIOCTOBEPEHUS paOOTHUKOB, HAIIPABJICHHBIX B
KOMaHAUPOBKHU B paiionbl KpaitHero CeBepa 1 pupaBHEHHbIE K HUM MECTHOCTH;
- Ta0eu 1 HapAlbl paOOTHUKOB BPEAHBIX MpodeccHit;
- Tabenu (rpadukn), sKypHaibl yuera pabodero BpeMeHru pabOTHUKOB BPETHBIX
npodeccuit;
- JKypHaJIbl y4eTa pabOTHUKOB BpeAHBIX NpodeccHii, COBMEIAIUX NpodhecCuu.
B ciydae oTCyTCTBUSI KaKUX-JIMOO JIPYTrUX JHOKYMEHTOB, MOJTBEPKIAAIOLINX
3aHATOCTh Ha padO0Tax C TSAKEIBIMU, BPEIHBIMU M OMACHBIMH YCIOBUAMH TPY/a,
YIOPSAIOYECHHUIO ¥ BKIIFOUEHHUIO B OMUCH JIEJ 110 JUYHOMY COCTaBY IMOJUIEKAT:
- aKThl, 3aKIIOYEeHHs] 00 oOecnedeHUuH pabdouyux M CHyXKaluX CHenUagIbHOMI
0JIeX 101, 00YBbIO, CTIEIIMAIbHBIM MTUTAHUEM;
- yTEBBIE JIUCTH PAOOTHUKOB BPEIHBIX TIPOodeccHii.



IIpunoxenue Ne 1
Obpaszey ogopmaenus mumynvbHo20 aucma

['ocygapcTBEeHHOE 6I0,Z[)K€THO€ YIPCIKACHUC

«['ocymapcTBeHHBIN apxuB Peciyonvku TeiBay
HANUMCHOBAHUC FOC}/I[apCTBeHHOI‘O (MYHI/IHI/IHEUII)HOFO) apXI/IBa
(GCJ'II/I OpFaHI/I3aHI/IH ABIACTCA UICTOYHUKOM KOMHJ’ICKTOBaHI/Iﬂ)

(HaMMEHOBAHNE OPTaHU3AIMH)

Onnce Ne
(Homep onucH)

ACI IIOCTOAHHOI'O, BDCMCHHOI'O XpaHCHUA, ACII 110 INYHOMY COCTAaBy
(HanMeHOBaHME OTIHCH)
3a oAbl
(kpaiiHHue 1aThl BKIIOYEHHBIX B OIUCH €11.X].)



[Tpunoxenue Ne 2

Obpasey oghopmnenus rucma nepeumMeHo8anuli K ONUCU

MuUHHUCTEPCTBO CTPOUTENHCTBA MPEANPUATHI HEPTSIHON U Ta30BOi
npombinuieHHocTn CCCP
['11aBHOE TEPPUTOPHATIBHOE YIPABJIEHUE IO CTPOUTENILCTBY MAaruCTpalbHbIX
TpyOONPOBOAOB B BOCTOYHBIX pailoHax
TpecT 1o CTPOUTENBCTBY MarucTpajgbHbIX Ta30HE()TENIPOBOIOB

«BoCTOKTpYyOOTIPOBOACTPOIN»
(05.03.1974 — 14.08.1980)

MUHHCTEPCTBO CTPOUTENBCTBA NPEANPUATHI HEDTIHON U ra30BOM
npomsinuieHHoctTn CCCP
['maBHOE TEPPUTOPUAIIBHOE YIIPABIIEHUE 110 CTPOUTEIIBCTBY MATUCTPAIBbHBIX
TpyOOIPOBOJOB B BOCTOUHBIX pailoHax

Tpect «HoBOCHOUPCKTPYOOIIPOBOACTPOIN»
(14.08.1980 — 24.06.1988)

MUHHCTEPCTBO CTPOUTENHCTBA NPEANTPUATUI HEPTAHON U ra30BOU
npomseinuieHHocTH CCCP
Crienanu3upoBaHHOE CTPOUTENBHOE 00bEINHEHUE «Y PaNTPyOOIPOBOACTPOID)

Tpect «HoBoCcMOUPCKTPYyOOIIPOBOICTPOID)
(24.06.1988 — 15.12.1993)
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IIpenucnoBue k onucu Ne 1
JieJ1 IOCTOSTHHOTO XpaHCHUS
3a 2009-2012 roas! (po3sick), 2013 roas

Ha 01.01.2013 naumenoBanue opranu3anui — HoBocuOupckuii connanbHbInd
KOMMepYecKuil 0aHK «JIeBoOepekHBIN» (OTKPHITOE aKIIMOHEPHOE OOIIECTBO). 3a
2013 roxg n3meHeHu B HaMMEHOBaHUM baHka HE MPOU301LI0.

bank Bxomut B OaHKOBCKyIo cuctemy Poccuiickoit denepanu U B CBOEH
NEATEIBHOCTH PYKOBOJICTBYETCS 3aKOHOIATENBCTBOM Poccniickon denepanumn.

3a 2013 rox B opraHM3allMOHHOW CTPYKType baHka mpou3onuiy cieayromue
VU3MEHEHUS:

- Ha ocHoBaHuM mnpotokona [IpaBinenus ot 28.01.2013 Ne 01-4 B cocraB

OnepallMOHHOIO  yOpPABJIEHWS  BKIIOYEH  OTAEI  ONEPALMOHHOIO

COIPOBOXKICHMS; |
- Ha ocHoBaHuH npotokona [Ipasnenus ot 14.02.2013 Ne 02-6 B opraHu3aiiuOHHYIO
cTpykrypy banka BBenensl: Onepannonusiii opuc «KpacHosipckuii-2»; Kpenutno-
KaccoBblil opuc «ToMckuit-2y»;2
- Ha ocHOBaHuM npoTtokoiia [Ipasnenus ot 28.08.2013 Ne 08-10 B opranuzannoHHOM
cTpykType banka:

UCKIIIOYEH U3 COCTaBa YMpaBJIEHUS UIOTEYHOIO KPEAUTOBAHUS  OTHEN
COTIPOBOK/ICHUS M pePUHAHCUPOBAHUS UITOTEUHBIX KPEAUTOB,;

BKJIFOYEH B COCTAB YTIPaBJIEHUS UIMOTEYHOTO KPEAUTOBAHUS OTAEN OPOPMIICHUS U
pedbrHaHCUPOBAHUS UTIOTEUYHBIX KPEIUTOB;3

Ha ocHoBaHuu pelieHus rojoBoro oo0mero codOpaHus akiuoHepoB baHka
(mpotoxoit ot 23.05.2015 Ne 1) HoBocubupckuit connanbHbIii KOMMEPUECKUN OaHK
«JleBoOepexkHbIN»  (OTKPHITOE AKIIMOHEPHOE OOIIECTBO) TMEPEMMEHOBAH B
HoBocubupckuii cormanbHbIi KOMMepUYecKuii 0aHk «JIleBoOepexHbIi (MyOrmuHoe
aKIIMOHEPHOE OOIIECTBO).

OpranuzainmonHas cTpykrypa banka Ha 31.12.2013:

- OOwiee coOpaHue aKIMOHEPOB;

- CoBer nupektopoB banka;

- [IpaBnenue banka:

- 'eHepanbHbIN TUPEKTOD;

- PykoBoacTBo baHka;

- Ciy0a BHYTPEHHET0 KOHTPOJIS;

- Otaen no pUHAHCOBOMY MOHUTOPUHTY U KOHTPOJIIO;
- YpaBiieHre OlIeHKH 0aHKOBCKHUX PHUCKOB:

- OT/I€J OLIEHKU OaHKOBCKUX PUCKOB;

- OTJIEJ OLICHKH PUCKOB UMTOTEYHOTO KPEIUTOBAHUS U KPEIUTOBAHUSI MAJIOTO
OusHeca;

- YpasieHue 1o paboTe ¢ mepcoHaIoM:



- OTJEJI OpraHU3alUU OIUIATHI TPYA;
- OT/JeJI 110 paboTe C MEePCOHAIOM;

- Cityx0a 5KOHOMUYECKOU O€30IaCHOCTH:

- OT/JIeJ1 SKOHOMUYECKOM 0€30MacHOCTH;

B nmnpouecce ynopsaoueHHs JOKYMEHTOB cocTaBiieHa onuch Nel nen
noctostHHOro XpaneHus 3a 2009—-2012 rozpl (po3wick), 2013 roapl B koanuectse 148
Jed.

B cocraB ommcu BKJIIOYEHBI: MPOTOKOJ Toj0Boro OOmero codOpaHus
aKIIMOHEpPOB 0OaHKa, MpOTOKOsbl 3acefaHuil: CoBera IupekTopoB, KpeauTHOro
koMmurera, KiueHTckoro komwurera, PO3HMYHOrO KpeIWTHOIO KOMUTETA,
KpeautHoro xomurera (KpenuroBanue Gpuandeckux juil), DuHaHCOBOr0 KOMHUTETA
0aHKa, MPUKa3bl U PACHOPSIKEHUS T€HEPAIbHOIO JUPEKTOpa OaHKa MO OCHOBHOM
NesATeIbHOCTH, OW3HEC-IUIaH OaHKa, OTYEThl OaHKa O pe3ylbTaTax peaau3aluu
BHYTPEHHETO KOHTPOJISL U MO (PUHAHCOBOMY MOHHUTOPUHTY, 1O HAYMCICHHBIM U
yIUTAYEHHBIM CTPaxXOBBIM B3HOCAM Ha 00s3aTelIbHOE IEHCUOHHOE, METUIIUHCKUE U
COIIMAJIbHOE CTPAaXOBaHUE, O BHIILJIATE OOBSIBICHHBIX (HAYMCIICHHBIX) JTUBUJICHIOB
0 aKIUsM aKIHMOHEPHOTo oOIIecTBa, MO ILIEHHBIM OyMaram, OT4eT OaHKa -
po(eCcCUOHANLHOTO YYaCTHUKA PhIHKA IIEHHBIX Oymar, myOJuKyeMas OTYETHOCTD
O0aHka O MpUOBLIAX M YOBITKax, 00 YpOBHE JOCTAaTOYHOCTH KamuTajia, roJ0BOM
OyXraiatepckuil oT4eT OaHKa, rOJI0OBbIE CTATUCTUYECKUE OTYETHI O YHUCICHHOCTH,
3apa0OTHOM IUIaT€ W PacHpelieIEHUU YUCIEHHOCTH PAOOTHUKOB IO pazMepam
3apabOTHOM IIAaThl; CIUCKU aQUIMPOBAHHBIX JIMI OaHKA U APYTHE TOKYMEHTHI.

Hywmepanus npotokosoB 3aceganuii CoBeTa JUPEKTOPOB OaHKa BeAETCA
MOPSAKOBOM HYMEpALMEN B TEYEHNE KAJIEHAAPHOTO roja.

Hymepauus nporokonos 3acenanuii [IpaBnenus banka Benercs B TeueHue
OJIHOTO MECs1Ia, B HOMEpax MPOTOKOJIOB YKa3aH MECSIl U HOMEp 3aceaHusl.

B nporokonax 3acemannii KpeauTHOTO KOMUTETa M MPOTOKOJIAX 3aCECIaHUMN
KOMUTETA 10 MPOOJIEMHBIM KpeauTaM HyMepalusi IPOTOKOJIOB HE BENACh.

B mporokosax 3acenanuii PO3HUYHOIO KpEeIUTHOTO KOMHUTETA Y IPABIICHUS
UTIOTEYHOTO KPEIMTOBAHUS C aBrycTa no Hoss0ps 2013 roma Hymeparius He BeJach,
B jaekabpe 2013 roma 3acemanus PO3HMYHOTO KpPEAUTHOTO KOMHUTETa HE
IIPOBOJIUIIUCH.

B cBsi3u ¢ TeM, 4TO BOBpeMsI HE ObLIM CIaHbl TOKYMEHTBI U3 CTPYKTYPHBIX
nojApasjeiaeHuil B apxuB 0anka, B onuch 2013 roga BkiroueHbI JOKyMEHTHI 3a 2009—
2012 roap! (po3bICK).

B cBs3u ¢ Tem, 4TO roJI0BOI OTUET MO LIEHHBIM Oymaram He (opMupoBaiics,
B OIKChH BKIIIOUEHO 10 (Ne 565), cocTosiiee u3 KBapTalbHBIX OTUYETOB.

Jlena B omMCH CUCTEMATU3UPOBAHBI MO XPOHOJOTUYECKU-CTPYKTYPHOMY
MIPUHILINITY.

PU3nYECKOE COCTOSHHUE TOKYMEHTOB YIOBIETBOPUTEIBHOE.

AKT Ha YHMYTOXKEHHE [€J, HE HMEIIIUX HCTOPUYECKOM LEHHOCTH H
YTPAaTHUBIIHUX IPAKTUYECKOE 3HAYEHUE, HE COCTABIISIICS.

HanmMmenoBanue qJOKHOCTH COCTaBUTEIS N.0O. dammnus



03.09.2016

CITMCOK COKPAIIIEHUI

I'A PT — rocynapctBenHslii apxus PecriyOnuku Toia
MTC — MalIMHHO-TPaKTOpPHAs CTAHLIUSA

OAQ — OTKpBITOE aKIIMOHEPHOE OOIIECTBO

Oprotaen — opraHu3allMOHHBIN OTAE

OPC — otnen pabouero cHaOKeHUs
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