3apernctpmnpoaHo B MuHtocte PO 6 mapTta 2007 r. N 9059

MWHUCTEPCTBO KYNIbTYPbl U MACCOBbIX KOMMYHUKALUIA
POCCUMNCKON GEAEPALIUN

NPUKA3
ot 18 auBapa 2007 r. N 19

OB YTBEPX/AEHWUW NPABUN
OPFrAHU3ALIUU XPAHEHUA, KOMNIEKTOBAHUA, YYETA
U UCNONIb3OBAHWNA AOKYMEHTOB APXUBHOIO ®OH/JA POCCUMNCKOMN
SEAEPALIUN N APYTUX APXUBHbIX OKYMEHTOB B FOCYQAPCTBEHHbIX
U MYHULIMNANBbHbIX APXUBAX, MY3EAIX U BUB/IMOTEKAX,
OPFAHU3ALIMAX POCCUNCKOWN AKALEEMUU HAYK
Cnuncok M3MEHAKLWNX AOKYMEHTOB
(8 pea. Mpukasa MuHKynbTYpbl PO o1 16.02.2009 N 68)

B cooTtBeTcTBMM C NYHKTOM 2 YacTn 1 ctaTtbu 4, Yyactn 5 ctatbn 14 degepanbHOro 3akoHa ot 22
OKTAbpa 2004 r. N 125-®3 "O6 apxuBHom pgene B Poccuitickonn Pepepaunn” (CobpaHue
3aKoHoaaTenbcTBa Poccuiickon depepaunu, 2004, N 43, c1. 4169; 2006, N 50, cT. 5280) npuKasbiBato:

1. YtBepautTb npwunaraemble [lpaBuna oOpraHM3auMM XpPaHEHWA, KOMIMJIEKTOBAHWUA, y4yeTa M
MCNosb30BaHMA AOKymeHTOB ApxuBHOoro ¢oHpa Poccuiickoinn depepauym M ApyrnMx  apXMBHbBIX
OOKYMEHTOB B FOCY[APCTBEHHbIX MU MYyHUUMMNAbHbBIX apXMBax, My3eax U 6MbnmoTekax, opraHmMsaumax
Poccuiickolt akagemmnm Hayk.

2. KoHTponb 3a ncnoaHeHnem Hacroawero lMpukasa BO3N0XKUTb Ha 3amecTutena MuHuctpa 4.M.
AmyHua.

MwuHunctp
A.C.COKOJ10B

MpunoxkeHune

NPABUNA
OPTrAHU3ALIMU XPAHEHUA, KOMMNEKTOBAHUS, YYETA
U NCMONb30OBAHUA LOKYMEHTOB APXUBHOIO ®OHAA POCCUNCKOM
®EAEPALMWN U APYTUX APXUBHbIX JOKYMEHTOB B rOCYAPCTBEHHbIX
U MYHULIUNANBbHBIX APXUBAX, MY3EAX U BUB/IMOTEKAX,
OPrAHU3ALIMAX POCCUMNCKON AKALEMWUU HAYK
Cnucok M3MEHAKLWNX OOKYMEHTOB
(8 pea. Mpukasa MuHKyAbTYpbl PO o1 16.02.2009 N 68)

|. Obuwme nonoxKeHus

1.1. Hactoswme epguHbie [paBuMna OpPraHM3aLMM XPaHEHWA, KOMMEKTOBaHUA, y4yeTa U
MCMO/NIb30BaHNA OOKYMEHTOB ApxuMBHOro ¢oHza Poccuiickoit depepaumm U [pyrux  apxuBHbIX
AOKYMEHTOB B rOCYAapCTBEHHbIX U MYHULMMANbHbLIX apXMBax, My3esix U 6ubanmotekax, opraHM3aLmsax
Poccwuiickolt akagemum Hayk (ganee - NMpasuna) paspaboTaHbl B cooTBeTCTBMU ¢ DegepasibHbiM 3aKOHOM
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0T 22.10.2004 N 125-®3 "O6 apxusHom aene B Poccuiickon deaepaummn" (CobpaHme 3akoHoaaTeNbCTBa
Poccuitickoit depepaumnm, 2004, N 43, cT. 4169) M pacnpoCTPaHAIOTCA Ha rocyAapCTBEHHble W
MYHUUMNaNbHbIE apXMBbI, My3en U 6MBANOTEKU, opraHn3aummn Poccuiickoit akagemmm Hayk (apxus PAH,
Hay4YHble aApPXMBbl PErMOHANbHbIX OTAENEHWN W HaydHbiX UeHTpoB PAH, HayyHo-OTpacneBble WU
meMopmranbHble apxmebl PAH, ocywecTsasaowme NOCTOAHHOE XpaHeHMe AOKYMEHTOB ApxMBHOro ¢oHaa
Poccuitickoli depepauuun) (manee - apxmBbl), KOTOpble B COOTBETCTBUMM C 3aKOHOAATENbLCTBOM
Poccuitckoit Pepepaumm  ocyWeCcTBAAIOT MNOCTOAHHOE XpPaHEeHWEe [AOKYMeHTOB ApxmBHOro ¢oHAa
Poccuitckoin Pepepaunn, a TakKe BpeMeHHOe XpaHEHUE APYTUX apXMBHbIX LOKYMEHTOB, NMPUHATbIX OT
JIMKBUAMPOBAHHbIX OPraHOB rOCYAapCTBEHHOW BACTM, WHbIX FOCYAAPCTBEHHbIX OpraHoB (ganee -
rocy4apcTBeHHbIe OpraHbl), OPraHOB MECTHOIrO CaMOYNpPaB/IEHUS U OpraHn3aumii.

1.2. lokymeHTbl ApxmnsHoro ¢oHaa Poccuinckon Pegepaumn - apxmBHble LOKYMEHTbI, NpoLleane
3KCMNepTU3y LEHHOCTM [OKYMEHTOB, MOCTaBAEHHble HA TOCYAAPCTBEHHbIM y4yeT M nogjexalme
NOCTOAHHOMY XPaHEHMUIO.

1.3. JOoKymeHTbl MO JINYHOMY COCTaBYy, a TaKMKe apXMBHble [OKYMEHTbl, CPOKM BPEMEHHOTO
XPaHEHUA KOTOPbIX HE UCTEK/IN, OTHOCATCA K APYTMM apXMBHbIM JOKYMEHTaM.

1.4. TocyaapCTBEHHblE UM MyHMLMNANbHbIE My3en U OUBANOTEKM, MYHUUMMNANbHblE APXMBDI
PYKOBOACTBYIOTCA HacTosAwmMMM paBunamm € y4eToOM CBOEro MpPaBOBOrO CTaTyca M 0CobeHHOCTel
OeATeNbHOCTH.

1.5. OpraHusauna xpaHeHMA, KOMMJIEKTOBAHUA, y4eTa U UCNO/b30BaHUA AOKYMEHTOB APXMBHOIO
doHpga Poccuiickon depepaumm U ApPYrMX  apXMBHbIX OOKYMEHTOB B defepanbHbIX oOpraHax
WCNOSIHUTENbHON BNACTU WM OPraHM3auUMAaX, OCYLLECTBAAIOWMX AEeno3nMTapHOe XpaHeHMe AOKYMEHTOB
ApxmBHoro ¢oHaa Poccuitckon Pepepaumn, peryanpyerca APYrMMW HOPMATUBHLIMM MPaBOBbIMMU
aKTamu.

1.6. ®opMbl y4ETHbIX U MHbIX AOKYMEHTOB apXMBOB, YNOMMHaemble B HacTosAwwmx [Mpasunax wm
OTCYTCTBYIOLLIME B MPWIONKEHMAX K HWUM, YCTaHaB/MBAIOTCA CMeLMasbHO  YNOJHOMOYEHHbIM
deaepanbHbIM OPraHOM UCMOJTHUTENbHOM BAACTU B chepe apXMBHOTO Aena.

Il. OpraHu3auma xpaHeHUsa 4OKYMeHTOB ApxnBHoro ¢poHaa
Poccuintckoin Pegepaumm 1 4pyrux apXmMBHbIX OKYMEHTOB B apXmBe

2.1. B apxuBe AoOKymeHTbl ApxmBHOro ¢oHaa Poccuiickon depepauym u gpyrme apxuBHble
AOKYMEHTbI OPraHM3yloTCcAa NO UCTOPUYECKM M/UAWN NOTUYECKM CBA3AHHbLIM COBOKYMHOCTAM - apXMBHbIM
doHpam. Mo OTHOWEHMIO K HEKOTOPbIM BUAAM apXMBHbIX AOKYMEHTOB AOMycKkaeTcA ux HedoHOO0BaA
opraHusauma (cm. n. 2.10).

2.1.1. Pa3HOBMAHOCTAMM apXMBHOIro GpoHAA ABNALOTCA:

apXMBHbIA GOHA, rocyaapCcTBEHHOrO OpraHa, OpraHa MEeCTHOrO CaMoynpaB/eHWA, OpraHu3aLmm,
COCTOALLMA M3 06pPa3oBaBLUMXCA B MpoOLEecce WX [eATe/bHOCTU AOKYMEeHTOB ApxmBHOro ¢oHaa
Poccuinckoin Pepepaumm n Apyrnx apxXmBHbIX SOKYMEHTOB;

06beMHEHHDbIM apXUBHbIN GOHA, COCTOALLMIA U3 0O6PaA30BABLUMXCA B MPOLLECCe AeATENbHOCTU ABYX
unn bonee opraHM3aUMin, a TaKkKe rpaxkaaH AOKyMeHToB ApxmueHoro ¢oHaa Poccuiickoit ®egepaumm u
APYTUX  apXMBHbIX [AOKYMEHTOB, MMEIWMUX Mmexay Ccoboi UCTOpUYEeCKU W/MAM  NOrMYECcKM
06ycnoBAEHHbIe CBA3MY;

apPXUBHbLIM GOHA JIMYHOTO MPOUCXOXKAEHMA (CeEMbM, pPoaa), coCToAWMIi U3 0bpPa3oBaBLUMXCA B
npouecce »KM3HW U AeATeNIbHOCTU OTAENbHOrO rpaXKAaHWHA, CeMbW, PoJa apXMBHbIX OOKYMEHTOB,
BK/IIOUEHHbIX B cocTaB ApxmBHoro ¢oHaa Poccuiickoii ®epepaumm.

K apxuBHoMy doHAY NPUpPaBHUBAETCA COBOKYMHOCTb OTAE/bHbIX 4OKYMEHTOB ApxuBHOro GpoHaa
Poccuiickolt depepalmm v opyrux apxmeHbIX AOKYMEHTOB, 06pPa30BaBLUMXCA B AEATENbHOCTM PasHbIX
WCTOYHMKOB KOMIMJIEKTOBaHMA apxuBa (¢PpoHaoobpasoBaTeneit), 06beAMHEHHbIX MO OLHOMY WM
HECKO/IbKUM Npu3HaKkam (TemaTtnueckomy, HOMWHANbHOMY, 06BEKTHOMY, aBTOPCKOMY,
XPOHOIOTMYECKOMY U APYrMM) (fanee - apXMBHAA KoaneKumsa).

2.2. Mo cTeneHn LEeHHOCTU AOKYyMeHTbl ApxusHoro ¢oHaa Poccuiickonn deaepaunm genstca Ha
LEeHHble, 0c060 LLEeHHbIE N YHUKAIbHbIE.

2.2.1. Bce oTHeceHHble K cocTaBy ApxmBHOro ¢oHaa Poccuitckolt Pepepaunn SOKYMEHTbI BHe
3aBMCMMOCTU OT UX NPOUCXOXKAEHUA, BUAA HOCUTENA, CTENEHN CEKPETHOCTU, MECTa XpaHeHUA 1 GopMbl
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COBCTBEHHOCTM ABNAIOTCA LEHHbIMMU.

2.2.2. B coctaBe ApxuBHOro ¢oHaa Poccuitckon @Pepgepaumm BblaenAwTca 0co0b0 UeHHble
OOKYMEHTbI, MMEIOLWME HENPEXOAALLYIO KyAbTYPHO-UCTOPUYECKYID M Hay4yHYH UEHHOCTb, 0Cobyto
BAYXHOCTb A/1a obuwecTBa M rocyapcrTBa M B OTHOLIEHMWM KOTOPbIX YCTaHABAMBAETCA 0COObIA pexum
y4yeTa, XpaHeHUs U UCNONb30BaAHUA.

2.2.3. B coctaBe 0c060 LIeHHbIX JOKYMEHTOB BbIAENAKTCA YHUKAJIbHblE OKYMEHTbI, HE MMetoLLne
cebe nopobHbIX NO cofepkallelics B HUX MHOOpMaLMM M (MAM) UX BHELWHUM MpPU3HAKaM,
HEBOCMO/HUMbIE NMPU YTPaATe C TOYKU 3PEHUA NX 3HAYEeHUA U (uan) aBTorpaduyHocTm (cm. n. 3.7.4).

KoHcynbTaHTlAOC: NnprMmeyaHme.
B odmumanbHOM TeKcTe OOKYMEHTa, BUAMMO, OOMNyLleHa one4yaTka: MyHKT 5.3.2 B AOKyMeHTe
OTCYTCTBYET, MO BOMPOCY, KAacaloWweMyca YHUUTOXKEHUA apPXUBHBIX JOKYMEHTOB, CM. MYHKT 4.3.2.

2.2.4. ApxvBHble OOKYMEHTbI BDEMEHHOMO XpPaHEHUA, UMEeIoLMEeCA B COCTaBe apXMBHbIX POHA0B, B
TOM 4uCne OT JIMKBUOMPOBAHHbIX OpPraHuW3auui, WAM NOCTYNMBLUME B apPXWBbl BCAeACTBUE
ypesBblYalHbIX 0BCTOATENBCTB, BbIAENAOTCA K YHUUTOXKEHUIO B YCTaHOBAEHHOM nopsaake (cm. n. 5.3.2).

2.3. Mo KaTeropMam Q[OCTyna apxXmMBHble AOKYMEHTbl AEeNATCA Ha OTKPbITble, OrpaHUYEHHOro
[0CTYNa 1 Ha XpaHALWMecs Ha 0CObbIX YCIOBUAX AOCTYMNa K HUM.

2.3.1. OTKpbITbIMU ABAAIOTCA BCE apPXMBHblE AOKYMEHTbl, AOCTYM K KOTOPbIM He OrpaHuyeH B
COOTBETCTBUM C MENKAYHAPOAHbIMW AoroBopamm Poccuiickon @Pepepaumnu, 3aKOHOAATENbCTBOM
Poccuiickoii degepaumnm, a Tak¥Ke B COOTBETCTBMU C pacnopsaxeHuem cobCTBEHHWKa WM Bnagenbla
APXUBHbIX JOKYMEHTOB, HAXOAALLMXCA B YACTHOM COHBCTBEHHOCTM.

2.3.2. K apXMBHbIM AOKYMEHTaM OrpaHMYEHHOro AOCTyNa OTHOCATCA:

ApPXMBHbIE OOKYMEHTbI, COoAep)Kalime CBeAeHMA, COCTaBAAIOLLIME FOCYAAPCTBEHHYIO TaMHYy WK
WHble OXpaHsaeMble 3aKoHoAaTeNnbCcTBOM Poccuiickoit ®epepavmm TaliHbl;

APXMBHbIE LOKYMEHTbI, cogepKalume CBeAeHMA O JIMYHOM U CEMEHOW TallHe rparkaaHuHa, ero
YaCTHOWM KM3HW, a TaKKe CBeAEHUSA, CO34at0LLMe Yyrpo3y ero 6e30nacHoCTy;

ApPXMBHbIe [OKYMEHTbl, COBCTBEHHWKM WAM BAaZeNblbl KOTOPbIX, NepefasBas WX B apxus.,
YCTQHOBMW/IM B LOFOBOPE YC/I0BUA AOCTYNa K HAM U UX UCMOIb30BaHMA.

JocTyn K yKasaHHbIM apPXMBHbIM  OOKYMEHTaM [0 yTpaTbl MMM  CEKPEeTHOCTU Wan
KOHPUAEHUMANBHOCTH, A TaKKe UX UCMO/Ib30BaHWNE OCYLLLECTBAAIOTCA B YCTAHOB/IEHHOM NOPAAKE.

2.3.3. OrpaHuumMBaeTca AOCTYN K NOAJIMHHMKAM 0COBO LEHHbIX, B TOM 4YMC/e YHWUKANbHbIX,
OOKYMEHTOB U K AOKyMeHTam ApxmBHoro ¢oHaa Poccuiickoit Pepepauunu, NpusHaHHbIM B NOPAAKE,
ycTaHoBneHHom n. 2.11.7.1 HactoAwmx [pasBun, Haxo4AWMMUCA B HEyA0BAETBOPUTENbHOM
dn3nYEeCKOM COCTOAHUM.

CDOHLI,MpOBaHME APXUBHbIX AOKYMEHTOB

2.4. Pabota no ¢oHAMPOBAHUIO (OnNpeaeneHuto, YTOYHeHW GOHAOBOM MNPUHAANEKHOCTU
AaPXMBHbIX JOKYMEHTOB M XPOHO/MIOTMYECKMX FPAHML, apXMBHBbIX GOHO0B) OCYLLECTBAAETCA B MCTOYHMKAX
KOMM/IEKTOBaHWA apxuBoB (doHpoobpasoBatensx) B npouecce GOPMUMPOBAHUA feNl Ha OCHoBe
HOMEHKANaTYp Aen 1 oTbopa AOKYMEHTOB A/1A Nepeaym Ha XpaHeHMEe B apXMB, @ TAKKe B apXMBax - Npu
ONUCaHUU NPUHATbIX HEYNOPALOYEHHBIMM aPXMBHbIX LOKYMEHTOB, NepepaboTke HeyA0BNETBOPUTENBHO
COCTaB/IEHHbIX OMWCEN, NPU CO34aHUN OObeAMHEHHbIX AaPXMBHbLIX GOHAOB M APXMBHbLIX KOMIEKLMIA,
ncnpasaeHnn owmnboK GoHAMPOBaAHUSA.

2.4.1. OnpepeneHne ¢GOHAOBOW MNPUHAANEKHOCTU QAPXMBHbIX [AOKYMEHTOB 3aK/lO4YaeTca B
OTHECEeHUM UX K apxMBHOMY GOHAY COOTBETCTBYOWEro dpoHA006pasoBaTens.

ApXMBHblE [OOKYMEHTbI, ABAAIOWMECA BXOAAWMMM, OTHOCATCA K apxMBHOMY d¢oHAy TOro
¢$oHao00bpasoBaTens, KOTOPbIMA UX NOAYUUA.

ApXMBHblE OOKYMEHTbI, ABAAIOWMECA WUCXOAAWMMM KonuAamM  (OTnyckamu), OTHOCATCA K
apxuBHomy doHay Toro ¢oHao00b6pas3oBaTens, KOTOPbIN ABAAETCA UX aBTOPOM.

ApXMBHblE [OOKYMEHTbl BHYTPEeHHero obpaleHna OTHOCATCA K apxuBHOMY ¢oHAY TOro
¢$oHao00bpasoBaTens, B KOTOPOM OHU CO34aHbI.

2.4.2. B cnyyae peopraHvMsaumun nav AMKBMAaLMM opraHusauum ¢ nepegayei ee GpyHKLUMIN BHOBb



CO3[aHHOM OpraHM3aLuMM 3aKOHYEHHbIE NPOM3BOACTBOM [Jefla BKAKOYAIOTCA B apXMBHbIN  QOHA
peopraHM3yemoin UAn JINKBUAMPOBAHHON OpraHuMsaLMu, a He3aKOoHYeHHble Aena, nepefaHHble AAA
OKOHYaHWA MNPOU3BOACTBOM OPraHU3aLMWU-MPABONPEEMHUKY, BKAIOYAIOTCA B  aAPXMBHbIA  $OHA
nocneaHemn.

N3 apxmBHOro ¢GoHAa NMYHOTO NPOUCXOKAEHUA apXMBHbIE AOKYMEHTbI OpPraHM3aumm BblaenatoTcaA
N NPUCOEANHAIOTCA K COOTBETCTBYHOLLEMY apXMBHOMY GOHAY NPU YCNOBUU, €CAN ITOT apXUBHbIA GOHA,
HAaXoaMTCA HA XPaHEeHMM B AAHHOM aPXMBE WM apXMBHble OOKYMEHTbl OPraHM3auMmn He CBA3aHbl C
OEATENbHOCTbIO FpaXKAaHWHA, 06pa30BaBLLEro apXMBHbLIN GOHA TMYHOTO NPOUCXOXKAEHNA. He noanexar
BbIAENEHUID W3 apXMBHOrO QOHAA TFpaXOgaHWHA - pPYKOBOAMTENA M 4YeHA COOTBETCTBYHOLLMX
06L,ecTBEHHbIX OpraHM3auUnit apxXmMBHble AOKYMEHTbI 3TUX 0BLLEeCTBEHHbIX OpPraHM3aumit.

2.4.3. EaVHbIV apXMBHBIM GOHA, C apXMBHBIMU SOKYMEHTAMW OPraHM3aLMKN COCTABAALOT:

APXMBHbIE AOKYMEHTbI NPpeAcTaBUTeNIbCTB U GUANANOB;

apPXMBHbIE AOKYMEHTbI COBELLaTe/IbHbIX OPraHOB, CO34aHHbIX NPU OpraHM3aLumm;

ApPXMBHbIE [AOKYMEHTbl BPEMEHHbIX ALMWHUCTPALMIA OpraHU3aLMuM, HaxogAallenca B CTaauu
6aHKpOTCTBa;

APXMBHbIe AOKYMEHTbI CO34aHHbIX MPU OPraHM3aLMm NepBUYHbIX OOLLECTBEHHbIX OpraHM3aunit (3a
UCKNtoYeHnem opraHusaumii KMCC u BJIKCM), cywecTBOBaBLWIMX A0 MNPUHATMA 3aKOHOAATE/bCTBA
Poccuiickolt depepaumm 06 0bLLeCTBEHHBIX 06BEANHEHUAX;

APXMBHbIE AOKYMEHTbI IMKBUAALNOHHOM KOMUCCUM OpPraHn3aLmm.

ApXMBHble LOKYMEHTbl 06LLeCTBEHHOM OpraHM3aunn (NPodcoto3HoM 1 A4p.), cywecTsyowen npu
OpraHM3auMM C MOMEHTA perucTpaumMm 3ToM O0bOWecTBEeHHON opraHu3auMm B COOTBETCTBUM C
3aKoHoZaTeibcTBoM Poccuiickolt @Pepepaunm 06 obuwecTBeHHbIX 06begUHEHUAX, MPU UX NOCTYNIEHUN
Ha XpaHeHWe B apXMB COCTaBAAKOT CAMOCTOATE/NbHbIA apXMBHbIN (GOHL WAN MPUCOEAMHAIOTCA K
apxmBHomy GOHAY COOTBETCTBYIOLLENM OpraHM3aumm, 06pasysa o6begMHEHHbIN apXMBHbIN GOHA,

2.5. O6beanHEHHbIN apXxMBHbIA GOHA POPMUPYETCA U3 aPXMBHDIX LOKYMEHTOB:

OpraHu3aunin, OAHOPOAHbIX MO LEeseBOMY HasHayeHuto W  OGYHKUMAM, AENCTBYOWMX Ha
onpeaeneHHOM TepputTopuu;

PYKOBOZALLEr0O OpraHa WM MOAYMHEHHbIX €My OpraHu3auui, AEeNCTBYOWMX Ha onpeaeneHHoM
TepputTopuu;

opraHusaunini, o6 beanMHEeHHbIX 0O bEKTOM AEATENBHOCTY;

nocnefoBaTe/IbHO CMEHABLUMX ApYyr Apyra opraHusauun, ecam OGyHKUMKM npeplecTtBeHHUKOB
NO/IHOCTbIO MJIM YaCTUYHO NepesaBa/INCb N NepesaloTCA UX NpeemMHUKaMm;

ABYX Unn bonee apxmBHbIX GOHAOB JIMHHOIO MPOUCXOXKAEHUA, ECAN TPAXKAAHE CBA3AHbI MeXay
cob60i 6AN3KMMKN POACTBEHHBIMU, NPOGECCUOHANBbHBIMU, TBOPYECKMMU, 4,E/0BBIMN OTHOLLEHUAMM.

2.6. ApxuBHaA KO/M/NEKUMA MOCTynaeT B apxvMB wanm GopmupyeTca B apxvBe W3 OTAE/bHbIX
Pa3pO3HEHHbIX APXMBHbIX AOKYMEHTOB, MMEIOWMX NPU3HAKM OBLHOCTU. NCTOPUYECKN CNOXMBLLIASCA
apXMBHaA KOANEKUMA, NOCTYMMBLUAA W3 JAPYyroro apxuBa, OT OpPraHusaumMm WAuM TrparKAaHWHa,
nepedOHANPOBAHMUIO HE NOONENKNT.

2.7. ApxuBHble AOKYMEHTbI, CGOPMUPOBAHHbIE B APXMBHbIA POHA, 0ObEAMHEHHDbIN APXUBHbLIN
$OHA, NN apXUBHYIO KoaneKkumto, nepedoHANPOBaAHUIO He noasexKat. NepedoHAMpPOBaHNE apXMBHbIX
OOKYMEHTOB [0MYCKAEeTCA B UCKAKOUUTENbHBIX CAy4asax Npu obHapyKeHUM owmnboK GoHAMpPOBaHMA,
3aTPYAHAOWMX MOUCK aPXMBHbIX AOKYMEHTOB.

2.8. B 3aBMCMMOCTU OT BpemMeHN 06pa3oBaHMA M NPABOBOrO CTaTyCca UCTOYHMKA KOMMIEKTOBaHMA
(doHpo0O0bpasoBaTenn) ero apxmBHbie AOKYMEHTbI MPUHMMAKOTCA B apXMB MAW KaK NPOAO/KAIOLLASACS
YacTb Y¥Ke UMeoLLLeroca apxmeHoro GoHAa, UM KaK HOBbIN apXMBHbIA GOHA.

2.8.1. B cBsizu c npuHatnem KoHctutyumm Poccuiickon Peaepauum B 1993 rogy:

2.8.1.1. HoBble apxmBHble GOHAbI COCTABAAIOT apPXMBHbIE LOKYMEHTbI:

OpraHoB 3aKoHoAaTenbHOM BfAactM Poccuiickon ®Pepepaumm u  cybbektoB Poccuinckoit
depepauny;

OpraHoB UCNO/IHUTENbHOM Bnactn Poccuinckont Pepepaummn n pecnybamk B coctaBe Poccuiickom
depepaunuy;

rnas (rybepHaTopoB) KpaeB, obnacTell, aBTOHOMHbIX OKpyros Poccuiickoii depepaumm U ux
aaMUHUCTPaLNIA;

OTpacneBbIX OPraHOB MCMNONHUTENbHON BNACcTU Kpaes, obnacten, MockBbl U CaHKT-lNeTepbypra,
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aBTOHOMHbIX OKpYyroB Poccuiickon ®eaepaumm, ecnm ux 3agadm u GyHKUUMM U3MEHUANCH;

opraHoB cyaebHolt Bnactn Poccuiickoin Pepepaunu;

OpPraHOB MECTHOTO CaMOyMnpaBAeHUS;

leHepanbHOM NpoKypaTypbl Poccuiickoin Pepepaunu;

CyeTHoit nanatbl Poccuitickoit Pepepauniy;

LleHTpanbHoro 6aHka Poccuitckoii Penepaunm (baHka Poccun);

LeHTpanbHOM un3bupaTenbHon Komuccum Poccuinckon Pepepaumm, nsbmpatenbHbIX KOMUCCUIA
OpPraHOB rocyapCcTBEHHOM BAACTN cybbekToB Poccuiickoin Peaepaumu.

Jonyckaetca dopmunpoBaHue o06bEAMHEHHbIX apXMBHbIX POHAO0B M3 APXMBHBIX AOKYMEHTOB
n36MpaTenbHbIX KOMUCCUI MO BbIBOPaM OpraHoB MECTHOIO CaMoynpaBAeHuUs;

2.8.1.2. eanHble apxmBHble POHAbI COCTABAAIOT aPXMBHbIE AOKYMEHTbI:

OTpacneBbIX YNPaBAeHUI U OTAENOB UCNOJKOMOB COBETOB HAPOAHbIX AENyTaTOB Kpaes, obnacten,
r. r. Mockebl U CaHkT-leTepbypra, aBTOHOMHbIX OKpyroB PCOPCP M cOOTBETCTBYIOWMX OTPAC/IEBbIX
OpraHoOB MCMONHWUTENbHOW BNACTU Kpaes, obnacteit, r. r. Mocksbl u CaHKT-lMeTepbypra, aBTOHOMHbIX
oKpyros Poccuiickoit ®eaepaumu, ecam nx 3agaumn n GyHKLMM OCTaNUCh 6e3 U3SMEHeEHUS;

OpraHoB cyfebHoM BnacTM M NpoKypaTyp pecnybauk, Kpaes, obnacten, r. r. MockBbl U CaHKT-
MeTepbypra, aBTOHOMHbIX OKPYroB, ropoAoB 1 paitoHos PCPCP 1 cooTBETCTBYIOWMX OPraHOB CyAebHOM
BNACTM U NPOKypaTyp B pecnybamkax, Kpasax, obaactax, r. r. Mockee n CaHKT-lNeTepbypre, aBTOHOMHbIX
oKpyrax Poccuickoit ®epepaumm, MyHULMNANAbHbBIX PaliOHaX U FOPOACKUX OKpYrax;

npeacTaBuUTENbHOIO U UCMOJHUTENbHO-PACNOPAAUTENIBHOTO  OPraHOB  MYHWLUMNANbHOIO
noceneHus.

2.8.2. B cBA3KM c npeobpasoBaHMEM MYHULMNAAbHbLIX 06pa3oBaHMii (UX 06beAUHEHUEM,
pasgenieHMemM, a TaKKe W3MEHEHWeMm CTaTyca ropoAcKoro nocesieHusl) HoBble apxuBHble GoHAbI
COCTaBIAIOT APXMBHbIE LOKYMEHTbI CO34aHHbIX OPraHOB MECTHOIO CaMOyMnpPaBaAEHMUS.

MN3meHeHMe TpaHUL, MYHUUMMAAbHbIX 00PA30BaHWN He SABAAETCA OCHOBAaHMEM A/s COo34aHuA
HOBbIX APXMBHbIX GOHAOB W3 APXMBHbBIX AOKYMEHTOB COOTBETCTBYHOLLMX OPraHOB MECTHOrO
CamoynpasfeHus.

2.8.3. MNpu peopraHnsaummn opraHmM3aLmm HoBble apXxMBHble GOHAbI CO34A0TCA B CAYYanX:

M3MEHEHMA LeNeBOoro HasHayeHus, Npodpuaa gesTeNbHOCTM U GYHKLMIN opraHM3auuny;

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

N3 apXMBHbIX AOKYMEHTOB FrOCYyAapCTBEHHOM UAM MYHULMNAABLHOW OpraHM3auuun, nogseprienica
npeobpasoBaHUio € U3MeHeHMeM GOpPMbl COBCTBEHHOCTM MMYLLECTBA OPraHM3auMmn, U apXMBHbIX
OOKYMEHTOB BHOBb BO3HMKLUEN opraHusaumu(i)-npaBonpeemHuKalos) ponyckaetcs ¢$bopmuposaHue
06beANHEHHOrO apxMBHOro ¢OHAA B CAyyae Mnepesayn apxXMBHbIX [AOKYMEHTOB OpraHusauuu(i)-
npaBonpeeMHUKa(oB) B rocy4apCTBEHHYO UAN MyHULMNANbHYO COBCTBEHHOCTD.

2.8.4. He AaBnaeTcA OCHOBaHMEM A5 CO3[4aHUA HOBOFO apXMBHOro GpoHaa:

pacwmnpeHne Uam cyXeHne TeppPUTOPUAbHBIX FPAHUL, AeATeNbHOCTU UK GYHKUMIA OpraHusaumm;

BblAeNeHNne W3 OpraHusaumMm OA4HOW WM HECKONbKMX HOBbIX OpPraHM3auuini ¢ nepegayven um
OTAENbHbIX PYHKLUMI NEePBO OpraHU3aLnm;

M3MeHeHne MOAYMHEHHOCTM OpraHM3auuu, ee CTPYKTypbl, NepeMmeHOBaHMe WM BHeceHue
M3MEHEHWW B Ha3BaHWE, HE COMPOBOXKAAMOLLMECA USMEHEHMEM NEPBOHaYaNbHbIX GYHKLMIA;

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

2.8.5. ApxvBHble AOKYMEHTbl OpraHW3aLuMuK, NPeKpaTUBLUEN CBOK AeATeNbHOCTb BCAeACTBUE
NIVKBUZALUKU, B TOM YMCaEe MO NPUYMHE 4Ype3BblYalHbIX OBCTOATENbCTB WM CTUXMIMHbIX 6eacTBuiA, a
3aTeM BOCCTAaHOBNEHHOM C TEMMU Ke QYHKUMAMM, COCTAaBASAIOT €ANHbIN apXUBHbIA GOHA,

2.8.6. XpOHOMOIrMYEeCKMMM rpaHnLLaMM apXMBHOro poHAa ABAAIOTCA:

apxMBHOro GpoHAa rocyLapCcTBEHHOrO OpraHa, opraHa MecTHOro CaMoynpPaB/eHUA, OpPraHU3aLum -
yCTaHaB/IMBAEMble Ha OCHOBE HOPMATMBHbIX aKTOB 0dMLMaNbHbIe AaTbl MX 06pa3oBaHMA (pernctpaumm)
W AMKBNZAUMK. Npu HAAMUYMM HECKONBKMX HOPMATMBHbIX aKTOB 3a AaTy 06pa3oBaHUA rocy4apCTBEHHOIO
opraHa, opraHa MeCTHOFO CaMOYynpaB/iEHUA, OpraHM3auuM NPUHMMAETCA faTa Hanmbonee paHHero u3
HUX;

0bbeAnHEHHOro apxuBHoro ¢oHAa - Aatbl obpasoBaHusA (pernctpaunun) Hambonee paHHen U



NIMKBMAAUUM Hanbonee No3aHelr No BpeMeHn AeATeNbHOCTU OpraHn3aLUmin, JOKYMEHTbl KOTOPbIX BOLLAK
B COCTaB 06beAMHEHHOro apxmBHOro poHaa;

apxMBHOro GOHAa NYHOTO MPOMUCXONKAEHUA - AaTbl POXKAEHMA U CMEPTU rparkgaHMHa, Y1eHOB
cembM UK poaa (No aHanorum c 06beANHEHHbIM apXUBHbIM GOHAOM);

APXMBHOM KONNEKLWU - AaTbl CAMOTO PaHHEro M CamMoro No3AHero AOoKyMeHTa.

XpoHO/IOrMYecKne rpaHuLbl apxmBHoro ¢oOHAA MOryT He coBMagaTtb C KpalHMMMKM aaTamu
COCTaBASAIOWMNX €r0 apXMBHbIX OKYMEHTOB:

B poHAEe rocyaapCTBEHHOrO OpraHa, opraHa MecTHOro camoynpaB/ieHUsA, OpraHn3aumn - B CBA3N C
BO3MOXHbIM OTCYTCTBMEM apXMBHbIX [AOKYMEHTOB Haya/bHOrO W/MAM 3aBeplualowero 3Tanos
OeATeNbHOCTM  FOCYAApPCTBEHHOIO OpraHa, oOpraHa MecTHOro CamoynpaBAeHUs, OopraHM3aumm,
BK/IlOYEHMeM B cocTaB poHaa 6onee paHHUX apXMBHbIX AOKYMEHTOB, MepefaHHbIX A/1a 3aBeplleHus
npousBoACTBOM  Aena  npeawecTBEHHMKOM  FOCY[apCTBEHHOrO  opraHa, OpraHa  MecTHOro
CamoynpaB/ieHMs, OpraHu3aunuy;

B GOHAE NNYHOTO MPOUCXOXKAEHUA - 33 CYET AOKYMEHTOB, CBA3AHHbIX C OTK/IMKAMM Ha CMepTb
rpakaaHuHa, npoBegeHnemM NamaTHO-BbUNeHbIX MeponpuATUiA 1 Ap.

OpFaHM3aLI,VIF| APXUBHbIX AOKYMEHTOB B Npegenax apxmBHOro (I)OH,EI,a

2.9. B npeaenax apxMBHOro ¢poHAa apXMBHbIE JOKYMEHTbI OPraHM3ylTCA No eAUHULAM XPaHeHUA.

EAMHMLbI  XpaHEHWA CUCTEMATU3MPYIOTCA COMNAacHO CXeMe CUCTEMATM3ALUMM  apPXMBHbIX
[OKYMEHTOB B apxMBHOM $OHAE.

2.9.1. Cxema cucTemaTUsaLMn apXMBHbIX SOKYMEHTOB B apXMBHOM PoOHAE ABNAETCA OCHOBAaHWEM
ONA BHYTPEHHEWN opraHM3aummn eamMHUL, XpaHeHUs apxmMBHoro ¢poHaa 1 3aKpenaseTca onmcbio (onucamm)
4en, LOKYMEHTOB.

Cuctematmsauma eguHUL, XpaHeHUs B npeaenax apxusHoro ¢oHAa no pasgenam (nogpasgenam)
CXEMbl CUCTEMATU3ALMU NPOBOAMUTCA C YY4ETOM OAHOTO UAN HECKOIbKMX CeayoLMX NPU3HAKOB:

CTPYKTYPHOTO (B COOTBETCTBUW C MNPUHALNENKHOCTbIO €OMHUL, XPaHEHUS K CTPYKTYPHbIM
nogpasgeneHusam);

XPOHOI0TMYECKOro (No Nepuogam Uav gatam, K KOTOPbIM OTHOCATCA eANHULbI XPaHEHUR);

GYHKUMOHANbHOTO, OTPACc/eBOro, TEMaTUYECKOro, NpPeaMeTHO-BOMPOCHOTO (C yyeTom ¢yHKUMi
OpraHun3aLmm, TEM UAN BONPOCOB, KOTOPbIX KACaeTCcA COAEPIKAHNE eAMHUL, XPaHEeHWA);

HOMMHANbLHOTO (N0 AEN0NPOU3BOACTBEHHOW POPME - BUAAM M Pa3HOBUMAHOCTAM AOKYMEHTOB);

KOPPECnoHAEHTCKOro (Mo opraHuMsauMam M AnUam, B pesyabTaTe Nepennucku C KOTOPbIMU
06pa3oBaNnUCb eAMHULbI XPaHeHUA);

reorpadpuyeckoro (B COOTBETCTBUM C onpeseNeHHbIMU TEPPUTOPUAMM, HACENEHHBIMU NYHKTAMM U
APYrMMK reorpadmuyeckMmm 06bEKTaMM, C KOTOPbIMU CBA3AHO COAEPMKaHWE AOKYMEHTOB, MX aBTOPbI,
KOpPpecnoHAeHTbI);

aBTOPCKOro (MO Ha3BaHMAM OpraHusaunii uan Gamumanam vl KOTopble ABAAIOTCA aBTOpamu
OOKYMEHTOB).

Mpu cuctemaTM3auMu eaMHUL, XPaHeHWA ayaMOBM3YaNbHON W 3NEKTPOHHOW [AOKYMeHTauuu
OO0NONHUTENIbHO UCMOJIb3YIOTCA 0OBEKTHBIN M GOPMATHBIN NPU3HAKM.

EAVMHMLbI XpaHeHWa TpynnupyroTca NOCNeAOoBaTe/IbHO MO NPU3HAKaM, NMPUMEHEHWE KOTOopbIX
ABNAETCA Haubosee uenecoobpasHbIM AN BCEX WAM OTAEbHbIX TPYNMN apXUBHbIX OOKYMEHTOB
apxuBHoro ¢poHaa.

JOKYMEHTbI MO IMYHOMY COCTaBY, a TaKKe HayYHO-TEXHUYECKUE AOKYMEHTbI B apXMBHbIX pOHAAX
HayYyHO-UCCNEeA0BaTEeNIbCKUX OPraHU3auuii, PYKoONUCM B U3aaTenbCTBaXx, WcTopuu 6onesHelt B
MeAMLMHCKMX OPraHM3aLmsaX, akTbl MPOBEPOK B OHAAX KOHTPO/IbHbIX OPraHOB BbIAENAOTCA B 0CObble
rpynnbl U CUCTEMATU3NPYIOTCA 060C061eHHO.

ApxvBHble [OKYMEHTbl apxvMBHOro ¢OHAA CemMbW, pofa CUCTEMATM3IUPYIOTCA BHayane no
OTAEeNbHbIM rparkaaHam, AOKYMEHTbI KakAoro rparkaaHuHa - No pasgenam cxembl cuctemaTtmsaumu. B
apxuBHOM ¢GOHAE CeMbW Ha MEepPBOE MECTO BbIHOCATCA apXMBHble AOKYMEHTbl Hanbosee WU3BECTHOro
rpaskaaHuvHa, 3aTem - apXmMBHble JOKYMEHTbI YNEeHOB CEMbM B NOPAAKE CTENEHN poAacTBa. B apxMBHOM
doHAe poaa apxMBHble LOKYMEHTbI PacnoiaratoTca B NopsAAKe reHeaaorMyeckoi NocneaoBaTe/ibHOCTH,
npuMyeM apxvBHble [AOKYMEHTbl, OTHOCALLMECA KO Bcemy poay (reHeanorumyeckue Tabauubl,



UMYLLLECTBEHHO-X03ANCTBEHHbIE JOKYMEHTbI), NOMELLAIOTCA B Havyane.

EAMHMUBI XpaHEHWA, BKAKOYEHHble B 06beAMHEHHbIA apxuBHbIA GOHA, pacnonaratoTca no
3HaunmocTn ¢oHaoobpasoBaTenen, Mo XPOHOJNOTMM UX COo3AaHuA, no andaBuTy HasBaHWU. [nA
apPXUBHbIX GOHA0B OAHOTUMHbIX OPraHM3aLNi UCNO/b3yeTca 0bLLLan cXema cucTemaTmsaunn.

B npeaenax apxvMBHOW KO/IEKUMM apXMBHble [AOKYMEHTbl OZHOro BuAa (pasHOBMAHOCTM)
rPYNNUPYIOTCA NO aBTOPCKOMY MPWU3HAKY C PACMONOXNEHWEM Tpynn eauHuL, XpaHeHns B andaBUTHOM
nopagke Has3BaHWI opraHusauMn wuan damuaunii rpaxaaH. B npeaenax apxMBHOM KOANEKUUW,
CO34aHHOM NO TeMaTUYEeCKOMY MPWU3HAKY, FPYNNMPOBKA apXMBHbIX AJOKYMEHTOB NPOBOANTCA MO TEMaM
WX BOMPOCAM, PAaCMONOXKEHHbIM B NOPAAKE X 3HAYUMOCTU UM XPOHONOTUMN.

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

eaMHULbl XpaHeHUs OTHOCATCA K TOMYy rogy, B KOTOPOM OHM HayaTbl MPOM3BOACTBOM WAW B
KOTOPOM MOCTYNUAM B AAHHYIO OpraHM3aumto (CTPYKTyYpHOe noapasgeneHue) M3 Apyron opraHusaumm
(cTpyKTYypHOro nogpasaeneHuns) gna NPoAO/IKeHUs NpomM3BOACTBa;

eAMHNLbI XPaHEHMUA, coaep Kalline NaaHbl, OTYETbI, CMETbl U MaTepuasbl K HUM, OTHOCATCA K TOMY
rogy, Ha KOTOpbIA MAM 33 KOTOPbI OHW COCTaB/IEHbl, HE3aBUCMMO OT AaTbl WX COCTaB/IEHUA;
OONrOCPOYHbIE MJIaHbl OTHOCATCA K Haya/lbHOMY rogy MX AeWCcTBMA, a OTYyeTbl 3a 3TU roabl - K
nocneaHemy rogy oT4eTHOro nepuoaa;

eAMHNLUbl XpaHEeHWsi, HayaTble NPOWM3BOACTBOM B OAHOM MNoApasAefieHMn M nepedaHHble Ans
NPoAO/KEeHUs B Apyroe noapasfefieHne, OTHOCATCA K TOMy NoapasAesnieHunto, B KOTOPOM OHU Bbiain
3aKOHYEHbI;

B Mpefenax roga WAM XPOHOJIOTMYECKOTO Mepuosa eAMHULblI XPaHeHMA pacnosaratoTcs no
3HAYMMOCTU GYHKLMIA OpraHu3aumm (MK B NopsAaKe 3HAYMMOCTU U IOTUYECKOW B3aMMOCBSA3M BUAOB U
pa3HOBUAHOCTEN JOKYMEHTOB);

eAMHULbl XpaHeHWs, npeacTasastowme cobon NMYHble Aena, CUCTEMATMIMPYIOTCA MO Frogam
YyBOJIbHEHUA U andasBuTy pamunnii.

Mpynnbl eguMHUL, XpaHeHUa B npeaenax MocaedHuX (3aBepliatolimx) CTyneHen cucTemaTtmsaumm
pacnpeaenstoTcs No UX 3HAYUMOCTU UM XPOHONOTUMN.

HedoHaoBaa opraHM3aums apxXmBHbIX 4OKYMEHTOB

2.10. HedoHaoBaa opraHM3aUMA apXMBHbIX [OOKYMEHTOB - OpraHM3auma CO34aHHbIX B
AeATeNbHOCTU Pa3NINYHbIX UCTOYHUKOB KOMMIEKTOBAHMA ayAMOBM3YabHbIX 4OKYMEHTOB (KMHO-, $pOTO-,
$OHO- 1 BMAEOA0KYMEHTOB) MO UX BUAAM, OAHOMY WM HECKONbKMM BHELLHUM NpU3HaKam (LLBETHOCTH,
maTtepuany Hocutensa MHGopmaumu, ero popmary, cMcTEME 3anMcK 3BYKOBOM MHbOpPMaLMK 1 4p.).

KMHOAOKYMEHTbI M BMAEOAOKYMEHTbI CUCTEMATMIUPYIOTCA NO BUAAM - GUAbMbI, CMELBbINYCKHK,
KWHOYpPHanbl, OTAEe/bHble KWHO- W TeNecloXeTbl Pas/iMYHOM LBETHOCTU. Ha KMHOAOKYMEHTbI W
BMAE040KYMEHTbI ONpeseieHHOro BUAa COCTaBAAETCA OTAE/IbHAA OMUCH.

POTOAOKYMEHTBI CUCTEMATMU3MPYIOTCA MO BMAAM - HEraTUBbl Pa3/IMYHOM LBETHOCTU U pPasmepa;
cnangpl  (4ManosvMTMBbLI) Pa3IMYHOM  UBETHOCTM; NOo3WUTUBLI, doTooTneYaTky; ¢oToanbbombl;
avadunbmbl. Ha GoTOL0KYMEHTbI ONpeaeneHHOro BUaa CoCTaBAseTCA OTAEe/IbHasA OMNUCh.

DOHOAOKYMEHTbI  CUCTEMATU3MPYIOTCA NO  BMAAM  3anvcu  3ByKOBOM  uMHopmauum -
¢doHorpaduueckas, rpammodoHHas, LWOPMHOPOHHAA, ONTMYECKas, MarHWTHas, nasepHasd. Ha
$GOHOAOKYMEHTbLI ONpesesIeHHOro BUAA 3anMCu COCTaBASETCA OTAE/IbHan ONUCh.

JNEeKTPOHHbIE AOKYMEHTbI CUCTEMATM3UPYIOTCA MO BUAAM HocuTenen nHdopmaumm (MarHuTHble
NIeHTbI, /1a3epHble W KEeCTKME [AMCKM, KOMMAKT-AWCKM, OMUCKETbl); BHYTpU BUZOB - no dopmartam
npeacraBneHna MHPOpMaLmMn 1 ganee - No XxapakTepy 3apUKCUPOBaHHOW MHPOpMaLUN.

ObecneyeHue COXPaHHOCTU apPXUBHbIX OKYMEHTOB

2.11. KomnaeKkc meponpuATUiA MO CO34aHMI0 HOPMATUBHbIX YCI0BUIA, COBNOAEHMIO HOPMATUBHbIX
PEXMMOB U Hagexallen opraHn3aLmMm XpaHeHNa apxXMBHbIX AOKYMEHTOB, UCKAOUYAIOLWMNX UX XULLEHME
1 yTpaTy 1 obecneunsalolLmx nogaepxaHue ux B HopMmaabHOM GU3MYECKOM COCTOSIHMM, obecnedymBaet
COXPaHHOCTb apPXMBHbIX JOKYMEHTOB B apXxuBe.



ObecnevyeHne HOPMATUBHbIX YCI0BUIA XpaHeHUA
APXMBHbIX AOKYMEHTOB

2.11.1. HopmaTMBHble YCNOBMA XPaHEHMA apPXMBHbIX OKYMEHTOB 06ecneynBaroTca:

CTPOUTENBCTBOM, PEKOHCTPYKLIMEN M PEMOHTOM 34aHUIA APXUBOB;

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

NPUMEHEHNEM CMeUnanbHbIX CPEACTB XPaHEHUA U MNEepPeMEeLLEHUNA aAPXMBHbIX OOKYMEHTOB
(cTennaxun, wkadsbl, ceridbl, KOPOOKK, NaNKK 1 Ap.).

Tpe6OBaHMﬂ K 34aHUAM U NOMeELLEHNAM apXnBa

2.11.1.1. Apx1B pasmeLLaeTcs B crnewumanbHO NOCTPOEHHOM(bIX) UAM npucnocobneHHom(bIx) ann
XPaHEHUs apXMBHbIX AOKYMEHTOB 34aHUMU(AX) UAN OTAENbHbIX NMOMELLEHUAX 34aHMA, yaaneHHOM(bIX) OT
OMNacHbIX B MOXapHOM OTHOLWEHMUN 06BbEKTOB (HedTexpaHuaMwa, 6E@H30KONOHKM, aBTOCTOAHKN, rapaxKu
M T.N.) U NPOMBbIWNEHHbIX OOBLEKTOB, 3arpPA3HAIOWMX BO3AYX (arpeccuMBHble rasbl, LEMEHTHasA Mblib U
T.n.). MpUrogHOCTb MECTOPACMNONOKEHUS apPXMBa ONPEAENAeTCA C YYETOM 3aK/OUYEHUIN CyXKObI
MoXKapHOW OXpaHbl M CAH3INUAEMCTaHLUKN O CTENEHU 3arpA3HEHHOCTN BO3AyXa.

CTpOUTENbCTBO U PEKOHCTPYKUMSA 34aHMA apXuBa NPOU3BOAATCA B COOTBETCTBMMN C HOPMATUBHbIMMU
NpPaBoOBbIMW aKTamMM, cOoAeprKalmmn TpeboBaHUA K O0OBbEKTaM TEXHUYECKOro peryivMpoBaHUsa WU
NMPOEKTHOW [OOKYMEHTAUMEN, COrNacoBaHHOM C COOTBETCTBYIOLWMM YNOJHOMOYEHHbIM OpPraHoOM
WCMOJIHUTE/IbHOM BNacTu B chepe apXMBHOro aena.

3paHMe apxuBa npeacTaBndaeT coboil KOMMNEKC OCHOBHbIX M BCMOMOFATE/bHbIX NMOMELLEHW,
npegHasHavyeHHbIX 444 BbINOJHEHWA 33434 apxMBa MO XpaHeHWto, 06paboTKe, MCNONb30BaHMUIO
aPXMBHbIX AOKYMEHTOB M 33434 aAMMHUCTPATMBHO-XO3ANCTBEHHOFO, TeXHWYeckoro, 6ObITOBOro
XapaKTepa, oTBeyaTb TPeOOBaHMAM PALLMOHAIbHOM NAAHMPOBKM NOMELLEHWIA.

CocraB, pacnonoxeHuve, obopygoBaHMe MNOMELWEHMA OCHOBHOMO HasHAYeHWs  AOJIKHbI
obecneynBaTb COXPAaHHOCTb APXMBHbLIX AOKYMEHTOB Ha BCEX y4yacTKax paboTbl ¢ HMMMK, cobntogeHue
TpeboBaHMIA TexHoNOrMK pPaboT, OXpaHbl TPyAa, TEXHUMKU OE30MacHOCTM WM NPOU3BOACTBEHHOW
CaHUTapuK, a TaKKe pauuoHaNbHOE B3aMMoZelcTBMe noapasgeneHuin apxuea. K nomeuweHuam
OCHOBHOIO Ha3HaYeHNsA OTHOCATCA:

APXMBOXPaAHUNULLA;

paboumre nomelLeHNA pabOTHUKOB apXMBa;

NomeLLeHUs 414 NPUEMA U BPEMEHHOTO XPaHEHUS, aKKIMMaTU3aLMN apXUBHbIX JOKYMEHTOB;

nomeLLeHUs Ana U3onaumnm, AesmHbekUMn U 4e3nHCEKLMN NOPaXKeHHbIX apXUBHbIX AOKYMEHTOB;

nomeuleHus ana obecnblIMBaHUA, NepeneTa U pecTaBpaunm apxXMBHbIX JOKYMEHTOB;

NOMELLEHU [A/1A KOMMPOBaHMA W pecTaBpauMn apxXMBHbIX [OOKYMEHTOB (MUKPO-, Kcepo-,
doTokonupoBaHusa, doTopecTaBpauum M T.n.), 06paboOTKM NAEHKM U NpoBeAeHMA TEeXHUYECKOro
KOHTPOA ayAN0BU3Yya/bHbIX JOKYMEHTOB;

nomeLLeHUs ANA XPaHEeHUs yYEeTHbIX OKYMEHTOB;

KOMMNJIEKC YUTaNbHOro 3ana (C yd4acTKamMu Bblgayum Aen M CNpaBOYHO-NMOUCKOBBLIX CPeACTB,
BPEMEHHbIM XPaHUAULLEM);

Hay4YyHO-CNpaBoYHas bBUBAMOTEKS;

MeToAMNYECKNN KabuHeT;

BbICTAaBOYHbIN 3a.

PasmelieHne apxvBa B MNPUCNOCOONEHHbIX 343aHMAX W MNOMELLEHUAX MPOU3BOAUTCA B
YCTQHOB/IEHHOM MNOpsAAKe Nociae MNPOBeAEHMA MX 3KCNepTU3bl. JKCNepTM3a YCTaHaBAMBAET CTeneHb
OrHEeCTOMKOCTM 34aHuA, OO0NTOBEYHOCTb €ro OCHOBHbIX KOHCTPYKUMM U MNPOYHOCTb MENKITAXKHbIX
NepPeKpPbITU C y4eTOM MOTEHUMANbHbIX HArpy3soK, COCTOSIHME MOMeLleHUA 34aHMA (MO3TaXKHbIX,
noABasibHbIX, YepAayHblX), HaAnMuyMe U COCTOAHME OTOMUTE/IbHbIX U BEHTUAALMOHHbLIX CUCTEM.
dKcnepTnsa NPoOBOANTCA NPEACTaBUTENAMMN apXUBa, MOMKaPHbIX, OXPaHHbIX, CTPOUTE/bHbIX, CAHUTAPHO-
3NNAEMUONOTMYECKUX N APYTUX CrieumanbHbiX cy*K6. Mo uToram sKcnepTUsbl COCTaBAAETCA aKT.

He ponyckaeTca pasmelleHMe apxmBa B BETXUX CTPOEHUSAX, AepeBAHHbIX MOCTPOMKaX, 34aHUAX C



CbIPbIMU OCHOBHbIMW, NOABaNbHLIMW, YEPAAYHBIMU NOMELLEHUAMM, NEUYHbIM OTOM/IEHUEM.

MNpeaHasHayeHHble AN XPaHEHWS APXMBHbLIX [JOKYMEHTOB MOMELLEHMA B MPUCMNOCOBNEHHbIX
34aHUAX AONXKHbI ObITb M30/1MPOBaHbI OT OCTa/IbHbIX NOMELLLEHWUI 3a4aHns. He gonycKaeTca pasmelleHue
APXUBHbIX [AOKYMEHTOB B MOMELLEHUAX 34aHWUA, 3aHATOro CcAyXb6amu OOLEeCTBEHHOr0O MNUTaHKS,
NULLEBbIMM CKNaAaMM, OPraHM3aUUAMMU, XPaAHALLMMKM MOXKAPOONACHbIe N arpeccuBHble BellecTBa Uau
NPMMEHAIOWMMMN NOXKAPOOMNACHbIE U XMMUYECKNE TEXHONOTUN.

TpeboBaHMA K apXMBOXPAHUAMULLY

2.11.1.2. ApxMBOXpaHMUAULWE [OMKHO OblTb MAKCMManbHO YyAaneHo oT AabopaTopHbIX,
NPOW3BOACTBEHHbIX, ObITOBbIX NMOMELLEHMI apXMBA U HE MMETb OOWMX C HUMW BEHTUAALMOHHBIX
KaHan0B. APXMBOXPaHUAULLE OTAENAETCA OT COCEAHUX MOMELLEHNA apXMBaA HECTOPAEMbIMU CTEHAMM U
NepeKkpbITUAMM C NpeaenamMym OFrHEeCTOMKOCTM He MeHee [AByX 4acoB. B apxuBoxpaHuauuie He
JOMyCKaeTca npoKknaaka Tpyd BOAOCHAOXKEHMA W KaHanusauuu, TexXHONOrnyeckne wam 6ObiToBble
BbIBOAbI BOAbI.

Mpy NPOEKTUPOBaAHMM Pa3MELLEHMA aPXMBOXPAHWUIMLLA B CMEUManbHOM UAN NPUCNOCcobieHHOM
3[aHUKN NpeanoyteHne (NPU pPaBHbIX TEMIOBbLIX XapPaKTEPUCTUKAX) OTAAETCA NMOMELLEHUAM C CEBEPHOM
OpUeHTaLMel OKOH.

MaTepuanbl NOKPbITUA CTEH, MNOJIOB, MOTOJIKOB, BHYTPEHHEN apMaTypbl apXMBOXPaHWUAWLLA,
NpUMeHsiemble NMPU M3roToBAeHUM 06OPYAOBAHUA U CPEACTB XPaHEHMA APXMBHbLIX LOKYMEHTOB, He
O0KHbI COBMPaTh Nbl/b, OblTb €€ UCTOYHUKOM UAN BbIAENATb arPeCcCMBHbLIE XMMUYECKUE BELLECTBa.

ApXVIBOXpaHl/IﬂVILLI,e AO/KHO MMeTb eCTeCTBEHHYIO WU UCKYCCTBEHHYIO BEHTUNAALUMUIO. Cucrtembl
KOHAMUMOHNPOBAHUA [0/MKHbI 06ecneuymBaTb PELMPKYNALMIO BO34yXa C KPaTHOCTblO obmeHa 2 - 3,
CTabMNbHOCTb TEMMEPATYPHO-BAAXKHOCTHOTO pPEeXMMa, OYMCTKY BO34yXa OT MblAM U arpeccUBHbIX
npMMeceit, a TakKe 0TBeYaTb COBPEMEHHbIM TPEOOBAHNAM KOMMNAKTHOCTM M SKOHOMMUYHOCTH.

BbicOTa apxMBOXpaHWAWUWA 33aBUCUT OT TEXHOJIOTMYECKoro obopyaoBaHWA, MPUHATOTO ANA
XPaHEHUs apPXMBHbIX LOKYMEHTOB, HO He MeHee 2,25 M [0 HM3a BbICTYNAOWMX KOHCTPYKUUIN U, KaK
NpaBwuao, He Bbiwe 4 m.

ApXMBOXPaHWUANLLE OO/KHO MMETb YA06HbIE BbIXOAbl K IMGTaM U NECTHUYHbBIM KNETKaM.

He ponyckaetcs xpaHeHWe ¢OHO-, BMAEO- M 3/EKTPOHHbIX AOKYMEHTOB Ha HOCUTENAX C
MarHUTHbIM PabounMm CNnoem B apXMBOXPAHU/MLLE C NapasUTHbIMW NMOCTOAHHBLIMU UMW NEPEMEHHbIMU
MarHUTHbIMM NONSAMW HaNpPAXKeHHOCTbo 6osiee 400 a/m.

APXMBOXPaHUAMLLE  apXMBHbIX  AOKYMEHTOB Ha  HWUTpoocHoBe  (omacHoW,  roptoueit)
TEPPUTOPUANBHO OTAENAETCA W U30AMPYyeTCA OT  APYrMX apXuBOXpaHuauw,. B HMKHel 30He
APXUBOXPaHUINLLA APXMBHbLIX AOKYMEHTOB Ha HUTPOOCHOBE MpeaycmaTpuBaeTcAa AOMNOJAHUTE/IbHasA
BbITAXKa BO34yXa.

HopmaTuBHbIEe PeXKMMbl XPaHEHWNA aPXMBHbIX JOKYMEHTOB.
MpPOTUBONOMKAPHbIN PEKUM

2.11.2.1. TpoTMBONOKaPHbIA peMm B 34aHMMK(AX), rae pasmewaeTcs apxvs, U B
APXMBOXPaHUAULLAX PEernameHTUPYeTCcA COOTBETCTBYIOWMMM HOPMATMBHLIMM MPABOBbIMM  aKTaMMu
Poccuitckoit ®epepaumm B 061acTm noxkapHoin 6e3onacHocTU.

OXpaHHbI pexxnum

2.11.2.2. OxpaHHbIN pexum apxmBa obecneuymBaeTcs KOMMJEKCOM Mep Mo obecneyeHuto
WHKEeHEepPHO-TEXHUYECKOW YKpPeneHHOCTH, 060pyA0BaHUMI0 34aHUA (NMOMELLEHUA) apXmMBa CpeacTBaMM
OXPaHHOM CUTHaNM3auMM, OpraHM3aLMmn NocTa(oB) oxpaHbl, ONeYaTbiBaHUIO NOMELLEHMUN, COBMOAEHNIO
BHYTPMOOBEKTOBOIO M NPOMYCKHOIO PEXUMOB, XPaHEHMIO K/OYEN OT CYKEOHbIX MOMELLEHUIA.

TpeboBaHMA K apXMBOXPaHUAULAM M APYIMM MOMELLEHUAM apXuBa, B KOTOPbIX XPAHATCA
CEKpeTHble apXMBHble AOKYMEHTbl WM NpoBOAATCA pPaboTbl C HUMM, YCTAHOBAIEHbI HOPMATUBHbLIMM
NpPaBoOBbIMW AOKYMEHTaMM MO obecneyeHnto perkmuma cekpeTHocTn B Poccuinckoit ®epepaumm.

OpraHmsauma  OxpaHbl  apxuMBa  OCYLLECTBASETCA B  COOTBETCTBMM € TpeboBaHMAMM



3aKOHOAATE/NbHbIX M MHbIX HOPMATMBHbLIX MPaBOBbIX aKToB Poccuiickoit degepaumu, a Takxke
MHCTPYKLMM O NopsAaKe OCYLLECTB/IEHUA OXPaHbl apXMBa, COMTacOBaHHOM B YCTaHOB/IEHHOM MopsAgKe ¢
OCYLLECTBNAIOWMM OXPaHy apxvMBa NoApasfeNeHUMEM M COOTBETCTBYHOLWMM OPraHOM BHYTPEHHUX Aen
Poccuiickoin Pegepaunn.

OxpaHa apx1Ba OCYLLECTBAAETCA HA OCHOBaHWWU JOroBOPa MEXKAY apXMBOM M COOTBETCTBYHOLMM
nogpasgeneHnem oxpaHbl, B KOTOPOM NpenycmaTpuBatoTca 06sa3aTeNbCTBa CTOPOH MO OXPaHe apxumBa,
cobn0AeHNI0O BHYTPMOODBEKTOBOMO M MPOMYCKHOrO PEXMMOB, MNpPeaycMaTpuBaOWMX B TOM 4ucne
OOCMOTpOBble MeponpuAaTuA. MepevyeHb NomelLeHUid apxmea, obopyayembix cpeacTBamMu OXPaHHOWM
CUrHannsaumun, npunmeHaemble UWHXeHepHO-TeXHNU4YeCKne cpeacrtsa, BUA, YCNOBUA OXPaHbl U
OVNCNOKAUMA MOCTOB OMPesenAtTcas YCAOBUAMM OOroBopa MCXoAAa W3 MNPUHLMMAOB HALEXHOCTU U
3KOHOMMYECKON 060CHOBAHHOCTU TapMdOB, a TAKKE C Y4ETOM NONOKEHUN MEXKBEAOMCTBEHHOINO aKTa
ob6cnenoBaHuA apxmBa U TpeboBaHMI HOPMATMBHbIX MPaBOBbIX akToB MB/, Poccun.

O6a3aTe/IbHOMY OCHALLEHUIO CPEeACTBAMM OXPAHHOM CMTHA/M3ALMKU M OMeYaTbiBaHUIO Nogjexat
APXMBOXPAaHUAMLWA W MNOMELLEHUA, B KOTOPbIX MNOCTOAHHO WAW BPEMEHHO XPAHATCA apXMUBHble
OOKYMEHTbI, @ TaK)Xe MaTepuasibHble LEHHOCTU, aBapUiMHble M 3amnacHble BbIXOAbl U3 34aHWUA APXMBa,
OCHOBHOM BX0O4, MPU OTCYTCTBUM KPYFOCYTOUYHOIO NOCTa OXPaHbl.

OneyaTbiBaHMIO NoaneXaT MeTanmyeckume WKadbl U celridbl, rae BPEMEHHO XPaHATCA BblAaHHbIE
U3 apPXMBOXPAHUANLL, APXMBHbIE AOKYMEHTbI, Y4ETHbIE AOKYMEHTbI M HAay4YHO-CMPABOYHbIN annapaT, eciu
OHM Haxo4ATCA B HEOMeYaTbiBAaEMbIX MOMELLEHMUAX.

ApXMBOXPaHMAULLA U APYIMe NOMELLEHUSA, TAe MOCTOAHHO MM BPEMEHHO XPaHATCA apXMBHbIE
OOKYMeHTbl, obopyayloTca [ABepsMM C  MOBbLIWEHHON TEXHWYECKOM YKPEenJIeHHOCTbIO MpPOTUB
BO3MOXHOIO B3/10Ma, OCHALLLEHHbIMM 3aMKaMW MOBbILLEHHON CEKPETHOCTH.

Bce 3K3emnaApbl KAYeh (3a MCKAOYEHMEM OTHOCALIMXCA K MOMELleHMAM, Ha KoTopble
pacnpoCTPaHAOTCA cneumnanbHble TpeboBaHWUA pPeXMMa CEeKpPeTHOCTU) Y4WUTbIBAlOTCA B JKypHasne
perncTpaunmn Kaden K 3amMKam MOMELLEHWUI apxvBa, BeAEHME KOTOPOro MPMKAsoOM PyKoBOAUTENA
apxMBa BO3/1araeTca Ha OTBETCTBEHHOE AO0/IKHOCTHOE NMLLO. B yKazaHHOM KypHase oTMeyYaeTcs, y Koro
M3 paboTHMKOB apxvMBa MMEIOTCA K/OYM OT KarKAOro M3 MOMELLEHMIM, C pacnuckon paboTHMKa B
NoJsly4eHMM 3K3eMNAAPa Katoua.

Ko Bcem noMmMelLeHMAM apxmBa, OCHAWEHHbIM 3aMKaMW, LOJKHO ObiTb He MeHee ABYX
KOMMN/IEKTOB K/ItOYEeN, OANH M3 KOTOPbIX MOCTOSAHHO HaxoauTcA B cy*Kbe oxpaHbl apxuBa.

MopagoK XxpaHeHWs Katouelt B pabodyee u Hepaboyee Bpemsa, MOAyYeHUs Katoveil B cnyxbe
OXpaHbl, CAaYM KAOYEH U NOMELLEHWM MNog, OXpaHy YCTaHAB/AMBAETCS MHCTPYKUMel o6 OXpaHHOM
peXKMMme apxmBa, YTBEPKAEHHOM B YCTAHOBNEHHOM MOpPALKE.

ApxunBoxpaHunuiLe B paboyee Bpems, eC/iM B HEM He PabOTalOT COTPYAHMKMU, OOMKHO ObiTb
3aKPbITO Ha K4, Knoum OT apxvMBOXpaHWaMWwa B pabouyee Bpems HaxogAaTcA Yy 3aBeaylowero
APXMBOXPAHUANLLEM AU NLA, €T0 3aMeLLAOLLETO.

B apxuBOXpaHMAMLLE WMMEIT MpaBo AOCTyna 3aBeaylowui U PabOTHUMKM  AaHHOTO
aPXMBOXPAaHUAMLLA, @ TAKKE PYKOBOAWUTE/Nb apXMBa U €ro 3aMecTUTeNW, FNMaBHbIA XpaHUTeNb GOHA0B.
Cnuncok Anu, MMeoWwmx NPaBo 4OCTyNa B apXMBOXpPaHUAULLE, OBHOBAAEMbIN NO Mepe HEOBXOAMMOCTH,
OO/KEH HAxoAMTbCA Ha MOCTY OXpaHbl. Bce apyre paboOTHMKM apxuMBa [AOOMNYyCKalOTCA B
aPXMBOXPaHUAWLLE TOMBbKO B COMPOBOMAEHWUWM 3aBEAYHOLLEro apXMBOXPAHWIMLLEM WAW AWLa, €ro
3amewatowero. MHble vLa AONYCKAOTCA B apXMBOXPAHU/IMULLE B UCKAKOUYUTE/IbHBIX C/TyYasX TOJIbKO MO
NMMCbMEHHOMY  paspelleHnI0  PYKOBOACTBA apxvMBa M B COMPOBOXAEHUW  3aBeAyoLero
aPXMBOXPAHUANLLEM UAM NLA, €T0 3aMeLLAOLLETO.

BbIHOC M3 apxMBa apXMBHbIX AOKYMEHTOB, MaTePMasibHbIX LLEHHOCTEN U KHWUF Hay4YHO-CNPaBOYHOM
6MbNMOTEKM, a TaKkKe Hay4yHO-CMPABOYHOrO annapata paspellaeTca TObKO MO  chneunanbHbiM
NPonycKam, Bbl4aBaeMbIM B YCTAHOB/IEHHOM MopAAKe.

TemnepaTypHO-BNAXKHOCTHbIA PEXUM

2.11.2.3. B apXxMBOXpaHWIULLE apXMBHbIX OOKYMEHTOB Ha BymaKkHoi ocHOBe, 060pyA0BaHHOM
CUCTEMAMM  KOHOMLUMOHUPOBAHMA  BO34yXa, MNOAAEPKMBAETCA HOPMATUBHLIN  TemnepaTypHoO-
B/IAYKHOCTHbIN pexkum: TemnepaTtypa 17 - 19 °C, oTHocMTeNbHaA BAaXKHOCTb Bo3ayxa 50 - 55%.

TemnepaTypHO-BAAXKHOCTHbIE  MapameTpbl  BO3AyXa [AAA  AOArOBPEMEHHOro  XpaHeHus



ayaAMOBU3YaNbHbIX U 3/1EKTPOHHbIX IOKYMEHTOB [I0/1}KHbl COOTBETCTBOBATb HOPMam, NPUBEAEHHbIM B
Tabnuue:



Bug, noKymeHTa Temnepatypa, rpaa. C OTHOCUTENbHAA BAAXKHOCTb BO34yXa,
%
yepHo-b6esnble LBEeTHble yepHo-besnble LBeTHble
[ OKYMEHTbI Ha KUHOMEHKe:
HUTPOOCHOBA He Bblwe +10 He Bblwe -5 40 -50 40-50
6e3onacHas He BblWwe +15 He Bbllwe -5 40-50 40-50
OCHOBa
$GOTOAOKYMEHTbI:
CTeKJIo He BblWwe +15 He Bbilwe -5 40-50 40-50
niaeHKa He Bblwe +15 He Bblle -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 apxuBOXpaHUAULLE C HEPETrYANUPYEMbIM KAMMATOM A0/IXKHbI OCYLLECTBAATLCA MEPONnpUATMA NOo
ONTUMM3ALMN TEMMNEPATYPHO-BNANKHOCTHOIO PEXMMA C NMPUMEHEHMEM OMTUMANbHOFO OTOMJEHUA U
NPOBETPUBAHUA MOMELLEHMI, @ TAKXKE MEXaHWYECKUX CPeACTB YBNAAKHEHMA WM OCYLUEHMA BO3AyXa.
Pe3skne KonebaHMA (ce30HHble M B TeyeHWe oAHUX CyTOK) Temnepatypbl (+/- 5 °C) n oTHOCUTENbHOM
BNAXKHOCTK Bo3Aayxa (+/- 10%) He gonyckatoTca.

Mpy oANTENBHOM HapylUeHUW TemnepaTypHO-BAAXKHOCTHOrO pexunma (oT 3 cyTok u bonee),
COMPOBOMAAIOLEMCA MOBbILIEHWEM OTHOCUTENbHOM BIAXKHOCTM Bo3ayxa Ao 70 - 90%, npuHMMatoTca
Mepbl Mo ero Hopmanusaumm (MHTEHCMBHOE NPOBETPUBAHME, OCYLLUEHNE aPXMBOXPAHUINLLA).

B nepuoa TexHonornyeckom o6paboTKM apXMBHbIX AOKYMEHTOB [OMYyCKaeTca WUX BpemMeHHoe
XpaHeHue (40 2 mecaues) B NOMELLEHUAX C HEPETYIMPYEMbIM TEMMNEPATYPHO-BNAAXKHOCTHbIM PEXMMOM
npu Temnepatype 20 +/- 5 °C M OTHOCUTENIbHOW BAaXKHOCTU Bo3ayxa 50 +/- 20%.

TemnepaTypHO-BNAXKHOCTHbIA  PEXMM  KOHTPO/IMPYETCs MyTemM  PEeryaspHoro  U3MepeHus
TemMnepaTypbl U OTHOCUTENbHOW BNAXKHOCTU KOMHATHOTO M Hapy*KHOTO BO34yXa B O4HO U TO e Bpems: B
KOHAMUMOHUPYEMbBIX MNOMELLEHNAX - He pere 1 pasa B HeAent; B apXMBOXPaHMAUWAX C
HeperyampyemMbiM KIMMATOM - 2 pa3a B HeAeNto; NPU HapyLLeHUAX pexunma - 1 pas B CyTKM.

lMoKasaHMA  KOHTPO/IbHO-U3MEPUTENbHbLIX  MPUBOPOB  GMKCUpyOTCA B CneuuanbHbIX
PErncTPaUMOHHDBIX *KYpHanax, B KOTOPbIX TaKXe OTpaKatoTcA NpPoBepKa MNPaBUAbHOCTM MOKa3aHWUM
NpUbopPOoB U Mepbl, NPUHATbIE MO HOPMANM3aLUUM TEMMNEPATYPHO-BNAKHOCTHOIO PEXMMA B C/Iy4anXx ero
HapyweHuA.

HomeHKnaTypa NPUMEHAEMbIX KOHTPO/IbHO-U3MEPUTENbHbIX NPUOOPOB, a TaKXKe MopALOK
M3MEPEHMA U PErucTpaLmMm napameTpoB KOMHATHOrO WM HAPYXKHOIO BO3AyXa onpegenatotca
OENCTBYIOLMMMN HOPMATUBHBIMU U METOAUYECKMMUN JOKYMEHTAMMU.

KOoHTpO/IbHO-U3MepUTeIbHbIE MPUBOPbI MOHTUPYIOT HA OAHOM LUWUTKE, Pa3sMeLLeHHOM B I1aBHOM
NpoXoAe apPXMBOXPaHUAMLLA Ha CTenna)ke, BAAAM OT OTOMUTE/IbHbIX U BEHTUAAUMOHHBLIX CUCTEM
(KOHTpO/IbHAA TOYKa), NO HOPMaM: NMPM KOMHATHOM CUCTEME - OA4HA KOHTPOJ/IbHAA TOYKA Ha KOMHaTYy,
NpPWY MHOTOAPYCHOWM - O HA Ha ApYC.

CBeTOBOM pexum

2.11.2.4. XpaHeHMe apXMBHbIX AOKYMEHTOB OCYLLECTBAAETCA B TeMHOTe. 3To obecneymBaeTcs
XpaHEeHMEeM apXMBHbIX JOKYMEHTOB B NepensieTax, nankax, Kopobkax, Wwradax, Ha cTennaxax 3akpbIToro
TUNA, a TaKKe cobt0aeHNEM YCTaHOBNEHHOTO CBETOBOIO pPeXUMA.

OcBelleHMEe B apXMBOXPaHUINLLE MOXKET OblTb €CTECTBEHHbIM MM UCKYCCTBEHHbLIM; AapPXMBHbIE
OOKYMEHTbl MOryT pasMelaTbCa B MOMELLEHMAX C OKHamu uanm  6e3 OKOH. Pa3smelleHue
APXMBOXPAaHUANLLA B NOMELLEHNAX O6e3 OKOH AOMyCKAaeTcA MpUM HaAMYMKM B HEM WCKYCCTBEHHOW WM
€CTeCTBEHHOMW BEHTUAALMM BO34YXa C YCTAaHOBNEHHOW KPATHOCTbIO BO34YyX00OMeHa.

EcTecTBEHHOE OCBELLEHME B apXMBOXPAHW/ULLE AOMNYCKAETCA PAacCeAHHbIM CBETOM MPWU YCN0BUM
NPUMeEHEHMA Ha OKHAx CBeTOpacceMBaTefiell, aBTOMATUYECKMX PeryiATopoB CBETOBOrO MNOTOKA
(cneumanbHbIX CTEKOA), 3aLUUTHBIX GUABTPOB, Kasto3u, LUTOP, HAHECEHHbIX Ha CTEK/IO MOKPbLITUI U T.N.

OnA WCKyCCTBEHHOTO OCBELLEHMA B apPXMBOXPaHWIWLLE MPUMEHAIOTCA /IAMMbl HaKa/IMBaHUA B
3aKpbITbIX  NAadoHax € rNafKOW  Hapy)XHOW  MOBEPXHOCTblO.  JlonyckaeTcs  NpUMeEHeHue
JIIOMUHECLLEHTHbIX N1IaMM C ype3aHHbIM Y/AbTPadnoNeToBbIM y4yacTKOM cnektpa tuna J16, JIXB, /1T6.
YpoBeHb OCBELLEHHOCTN B AMAMNAa30He BUAMMOIO CMEKTPa He AOJIKEH MpeBblwaTb: Ha BEPTUKaJbHOM
NMOBEPXHOCTU CTeNNAXKa Ha BbicoTe 1 m oT nona - 20 - 50 /1K, Ha pabounx ctonax - 100 fk.

3awmTa apXMBHbIX AOKYMEHTOB OT pa3pyLUaloLLero AenNCTBUA eCTeCTBEHHOIO U UCKYCCTBEHHOrO
CBeTa OCYLLEeCTBAAETCA BO BCEX MOMELLEHUAX apxuBa Npu Nobbix BUAAX pPaboTbl C apXMBHbIMU
OOKYMeHTamu.

CaHMTapHO-TUTMEHNYECKUIA PEXNM
2.11.2.5. ApXx1MBOXpaHUAULWLA U APYrMe MOMELLEHUA apXMBa COAEP)KaTcA B YMCTOTE M MOpAAKe,

UCKNOYakoWwemM BO3MOXHOCTb NoAB/NEHNA HAaCEeKOMBbIX, FPbI3yHOB, N/1€CEHN U NbINN.
B apxmMBOXpaHMAULLE NPOBOJATCA CUCTEMATMYECKAA BAAXKHAA y6opKa, He peXe O04HOro pasa B roj,



obecnbliMBaHWE Mblaecocamn cTennaxen, WwKapos, cpeacTB XpaHeHUa (KOPOBOK, ManokK, ynakoBOK).
Mpn 3TOM LOKO/IbHbIE YacTU CTeNNaXel, NOAbl, MNAWHTYCbl, MOAOKOHHWKM MNPOTMPAOT BOAHbLIMMU
pacTBOpPaMM aHTMCENTUKOB.

B apxuBoxpaHuauiLe 3anpeltaeTtcs npebbiBaHWe B BEpXHEN o4erxKAe, MOKPOM U rpa3HOM obyBw,
XpaHeHwue N1loObIX MOCTOPOHHMX NPEAMETOB, NCNO/Ib30BaHME NMULLEBbLIX MPOAYKTOB, a TaKKe KypeHue.

B apxuBoxpaHuauuie obecneymBaetca cBobOAHaAA UMPKyAAUMA BO34yXa, WCK/AOYatowan
obpa3oBaHMEe HEMPOBETPUBAEMbIX 30H YCTOMYMBOTO MUKPOKAMMaTA. He ponycKaetca pasmelleHue
APXMBHbIX JOKYMEHTOB Ha Moy, NOAOKOHHWKAX, B HEPA30bpaHHbIX KMNax.

OKHa B NOMeELLEHMAX apxMBa, OTKpbIBalOWMECS B Ten/s0e BpemMs rofa, 3aliuliatoTca CeTKaMu C
AnameTpom adveek He 6onee 0,5 mMM. 3alUTHBIMKU CETKAMM 0BOPYAYIOTCA TaKXKe BEHTU/IALMOHHbIE
OTBEPCTUA B CTEHax, MOTOJIKAX, NOJAX apPXMBOXPAHWU/IMLIA, HAPYXKHble OTBEPCTUA BEHTUAALMOHHDIX
CUCTEM.

C uenbto obHapyKeHMA HACeKOMbIX U MJIeCHEBbIX TPUOOB apXUBHbIE AOKYMEHTbI (BbIGOPOUYHO) U
NOMELLEHNS apXMBOXPaHWUML, ABa pa3a B rog (B Hayase M MO OKOHYaHWUWU OTOMUTENbHOIO CE30Ha)
noasepratoTca 06a3aTe/IbHOMY SHTOMOJIOTMYECKOMY M MUKONOTUYECKOMY OCMOTPY. Mpn 0BHapyKeHuK
6101I0rMYecKNX BpeamTeiel NpUMHUMalOTCA Hemea leHHble Mepbl N0 06paboTKe apXMBHbIX AOKYMEHTOB,
CPeACTB XPaHEHMA, APXMBOXPAHUAMLL,

Ons npoBeAeHNA CaHUTAaPHO-TUTMEHMYECKUX PabOoT NAaHUPYIOTCA CAaHUTaAPHbIE AHW.

ObopyaoBaHMe apXMBOXPAHUIMLLA CPEACTBAMM XPaHEHUA

2.11.3. ApxmnsoxpaHunuuie obopyayeTca CTauMOHapPHbIMU AN NEePEeaBUKHBIMU METANTUYECKMMMU
cTennaxkamu. [onyckaeTca 3KCh/yaTauusa CYLLEeCTBYHOLWMX CTALMOHAPHbIX AepPeBAHHbLIX CTeNNAXKEMN,
HaXoAALMXCA B HOPMaZIbHOM CaHUTAPHO-BMONOTMYECKOM COCTOSHUN U 06PabOoTaHHbIX OrHEe3aLUTHbIMMU
cocTaBaMn. B  apxuBOXpaHMAMWE C HOPMATMBHbLIM  TeMMNePaTyPHO-BNAXKHOCTHbIM  PEXMMOM
OONYCKaeTca NpUMeHeHMe NepeaBUKHbIX METANMYECKUX CTennaxkei. B KayecTtBe BCMOMOraTesbHOrO
WAN chneuManbHOro obopyLoBaHUA MOTFYT MCMOJ/Ib30BaTbCA MeTananyeckue wkadol, celridbl, WKadbl-
CTeNNaXKM, a TaKXKe CTalMOHapHble OTCEKN-O0KCbI C METANINYECKUMMN NEPEropoaKaMmn U NOIKaMU.

KWHOOOKYMEHTbI, PY/JIOHHbIE MUKPOOUAbMbI XPAHATCA B TOPU3OHTA/IbHOM MOJIOKEHUN B
METAN/IMYECKUX UM NNACTUKOBbLIX KOPOOKax Ha cTensaxkax Tuna "efoyka" nnbo Ha CTauMOHAPHbIX
cTenna)kax. KWMHOAOKYMEHTbl Ha Heroptoyeil TPUALLETAaTHOM OCHOBE XPAHATCA B  HEMJIOTHO
3aKPbIBAIOLLMXCA METAIIMYECKUX UM NIACTUKOBBLIX C OTBEPCTUAMM KOPODOKAx ANA npenoTBpalLeHus
CKANNMBaHWUA BHYTPU KOPOOKM NapoB YKCYCHOW KUCNOTbI, BblAENAEMbIX OCHOBOW KUHOMNEHKM.

BnaeonoKyMeHTbl XPaHATCA B BEPTMKAZIbHOM MOJIOXKEHUN B 3aBOACKOMN YNaKOBKe.

He gonyckaeTtcs XpaHeHWe apXMBHbIX LOKYMEHTOB Ha HOCUTENAX C MAarHUTHbIM PaboyYnm cioem Ha
beppoOMarHUTHLIX METAIZIMYECKUX CTeNNaxax; CTajlbHble CTENNAXKM MOryT ObiTb MCMNONb30BaHbI B
WCKIOUNTE/IbHBIX CYyYasnX, TOJIbKO NPWU YCAOBUM PasMarHUYMBaHUA M 3aMblKaHMA KOHTYPOB CTe/axa
(coeanHeHMe MmeTanNnYecKnX YacTen CTeNNIaxka 3N1EKTPONPOBOAOM U UX 3DEKTUBHOE 3a3emseHMe).

B apxvBOXpaHUAMLLE C eCTeCTBEHHbIM OCBELLEHMEM CTENNAXKM W WKadbl OTKPLITOrO TUNA
YCTaHaBAMBAOTCA NEPNEHANKYNAPHO CTEHAM C OKOHHbIMWM MpoeMamu. B apxmsoxpaHunuwe 6e3 oKoH
CTeNNa)XM U WKadbl YCTAaHABAMBAOTCA C Y4eTOM OCOOEHHOCTEM MOMELLEHWUA, KOHCTPYKL MM
060py0BaHUA M HOPM ero pasmelleHus. He aonyckaeTca pasmelleHme cTennaxen, Wwrkados U 4pyroro
060pya0BaHUA ON1A XPAHEHUA APXMBHbIX AOKYMEHTOB BMJIOTHYHO K HApPYMKHbIM CTEHAM 34aHMA U K
WCTOYHMKaM Tenna.

CTaumoHapHble CTennaxKnM M WKadbl YCTAaHABAMBAIOTCA B apXMBOXPaHUAMULLAX C cobaogeHNEM
cneayowmx Hopm:

paccTosHWe MeXAY pAgamMum cTennaxken (rnasHbii npoxoa) - 120 cm;

paccTosHue (Npoxoa) mexay cTennaxkamm - 75 cw;

pPaccTofiHUE MEXKAY HAPYKHOM CTEHOM 30aHMA U CTENNAXKAMM, NapannenbHbIMU CTEHE, - 75 cm;

PacCcToOfHME MEXKAY CTEHOMN M TOPLLOM CTe/NaXKa uau Wwrada (obxoa) - 45 cm;

paccTosiHMe MeXAy NOJIOM M HUMKHEN NOJIKOM cTennaxa (Wwkaga) - He meHee 15 cm, B LLOKOJIbHbIX
3TaXax - He meHee 30 cm.

PacctosaHusa (npoxoabl) gna o0b60OpPyAOBaHUS C BblABUMKHBIMU ALMKAMM PACCYMTLIBAIOTCA MO
cnewumanbHbIM HOPMam € y4eTOM TUMopasmepa 06opya0BaHUS.



ApPXMBHble AOKYMEHTbl Ha BGYMa)KHOM OCHOBE Pa3MELLAlOTCA Ha CTennarkax, B MeTafNNYecKux
WwKadax ropM3oHTasIbHO MAWU BEPTUKANbHO B KOPOBKax MAW APYrMX NEepPBUYHbIX CPeACTBaX XPaHeHUs
(nankax, ¢yTnapax u 1.n.).

Kaxkpgan eguHULA XpaHeHMA ayaAMOBU3YaNbHOTO WM 3/1IEKTPOHHOMO AOKYMEHTa yKnadbiBaeTcsa B
HEerepMeTMYHYI0 MHAMBUAYANbHYIO YNaKoBKy. [pyM 3TOM [O/MKHO ObiTb MCKAOYEHO cBObOAHOE
nepemelLeHne apXMBHOMO AOKYMEHTA BHYTPW YNAKOBKM.

OpraHn3auma XxpaHeHUs apXMBHbIX JOKYMEHTOB B apXMBOXPaHUAMLLE

2.11.4. OpraHmsauma XpaHeHUA apXMBHbIX [AOKYMEHTOB B apXMBOXPaHWAUWE - CcUCTema
MEpPONPUATANA, BKAIOYAOLWAA PaLMOHa/bHOE pPa3MeLLeHME apXMBHbIX AOKYMEHTOB, KOHTPO/b 33 MX
OBVXKeHNeM U dU3MYECKMM COCTOAHMEM, KOMMPOBAHWE aPXUBHbLIX AOKYMEHTOB C Le/bl0 CO34aHUA
cTpaxosoro ¢poHAa M doHAA NO/b30BAHMA, BOCCTAHOBNEHWE (pecTaBpaLMio) NepBOHAYasIbHbIX WM
6/IM3KMX K NepBOHaYasibHbIM CBOMCTB M BHELWHWUX NPWU3HAKOB apPXMBHbIX AOKYMEHTOB, MOABEPrLUMXCA
nosperaAeHUto NMb0o paspyLLEeHUIo.

Obwme TpeboBaHUA K pasmeLLeHMIO aPXUBHbIX LOKYMEHTOB

2.11.4.1. ApxuvBHble OOKYMEHTbl B apPXMBOXPAaHUAWULLE PACNONArAOTCA B NOpPAKe,
obecneynBaroLLEM MX KOMMNJIEKCHbIE YYET U XPaHEHME, A TaKKe ONepaTUBHbIN NOMUCK.

MopAaAoOK pacrnofioXKeHMA apxMBHbIX GOHAOB B apxuBe onpefensierca naaHom (cxemoit) wux
pasMelleHuns, YTBEPXKOAeMbIM  pyKoBoauTenem apxuBa. [naH (cxema) npeaycmaTpuBaet
pacnpegeneHne apxmBHblX (GOHAOB MO APXMBOXPAHWAULLY C YKa3aHMEM MpU HeobXogMMOCTU UX
HOMEPOB MO KaXKAOMy CTeNNa)Ky apxuBoxpaHuauwa. MnaH (cxema) HaxoguTcA B noppasgeneHumu,
OCYLLECTBNAIOWEM YYeT [OKYMEHTOB apxvMBa, WAW Yy pPabOTHWKA, OTBETCTBEHHOro 3a Yy4yeT, a
COOTBETCTBYIOLLME €T0 PA34ebl - B APXUBOXPAHUMLLE.

PasmeLlleHne apxXMBHbIX SOKYMEHTOB 060C06N1EeHHOMO XpaHeHus

2.11.4.1.1. 0O60cobneHHOMY XpaHEeHMIO Mog/eXaT creaylowme apxmMBHble AOKYMEHTbI:
CEeKPETHbIE; YHUKA/bHbIE; MMetoLwmne B 0POPMIEHNN UIN NPUNONKEHUM K HUM AparoLeHHble MeTan bl U
KaMHW; Ha HUTPOOCHOBE; MOopaXKeHHble BUONOTMYECKUMN BpeaUTENAMU; NepedaHHble No AOroBOpy Ha
XpaHeHWe B apXMB M He OTHECEHHbIe K coCcTaBy ApxuBHoro ¢oHaa Poccuitckon ®egepaumn.

MecTo pacnofioXXeHua M naowagb, BblAenaemana ANsA pPasMeLlleHUs apXMBHbIX AOKYMEHTOB
060Cc06NEHHOrO  XpaHEeHUs, OMPeaensAlTCa apxXMBOM UCXOAA W3 peasibHbiX BO3MOMKHOCTEM U
NnepcrnekTUBHbIX 06bEMOB KOMMIEKTOBAHMA apXuBa.

PasmelleHMe CEKPETHbIX APXUBHbIX [AOKYMEHTOB OCYyW,ECTBASETCA B COOTBETCTBUMM C
TpeboBaHMAMU HOPMATMBHbIX AOKYMEHTOB MO OGECneyeHUo peXMma CEeKpeTHOCTU B Poccuiickomn
depgepaunn.

BpemeHHOe COBMECTHOE XpPaHEHWE CEKPETHbIX M PaCCEeKPEYEHHbIX Aen B apXMBOXPaHMUAULLE
CEKPETHbIX apPXMBHbIX [AOKYMEHTOB JOMYCKAETCA B WCK/IOYUTENbHbIX CAYy4aaxX MNpu  OTCYTCTBUM
cBOBOOAHbIX NNOLWAAEN ANA PAa3MELLEHNS PAaCCEKPEYEHHbIX Aer.

YHWKaNbHblEe AOKYMEHTbI M apPXUBHbIE AOKYMEHTbI, UMetowme B 0popMIEHUU AN NPUNOKEHUN K
HUM JparoueHHble MeTaslbl U KaMHW, WM3bIMAIOTCA M3 COCTaBa apXuBHbIX GOHOOB W noanexar
cendoBOMY XpaHeHMIo. Ha MecTo M3bATOro apxMBHOIro AOKYMEHTA BK/a4blBaeTCA KapTa-3aMecTuUTeb U
npu HeobXo4MMOCTM KOMKA apXMBHOIO LOKYMEHTA.

AyanoBM3YyanbHble M 3/IEKTPOHHbIE LOKYMEHTbl XPaHATCS B 000CO6/IEHHbIX NOMELLEHUAX B
3aBMCMMOCTM OT HOPMATMBHbIX PEXNUMOB XPaHEHUA O1A UX HOCUTENEN.

B OoAHOM apXMBOXPAHUAMLLE MOTYT PA3MELATbCA apXMBHble OOKYMEHTbl Pa3HOro BMAa, HO
Tpebylolue 0AMHAKOBbIX PEXXUMOB XpaHeHUA (Hanpumep, apXUBHbIe AOKYMEHTbI Ha MarHUTHbIX 1eHTax
N ANCKOBbIX HOCUTENAX C MAarHUTHbIM C/I0OEM; apXMBHbIE AOKYMEHTbl Ha KMHOM/EHKE, MUKPOPOpPMbI U

ap.).

PasmeleHune doHaa Nonb3oBaHUA



2.11.4.1.2. doHA NONb30BAHMA pPa3melLLaeTca B 3aBUMCMMOCTM OT BMAA HOCUTENA KOMUN.

Konun ¢oHAa nonb3oBaHMA Ha BymarkHOW ocHoBe (B TOM uucne GpoOTOKOMUM), Kak MNpaBuo,
XpaHATCA BMecCTe C MOAJ/IMHHbIMM APXMBHbIMW AOKYMEHTAMW Ha OYMaXKHOMW OCHOBE Ha OTAE/bHbIX
cTennaxax nan B WKadax B NnopsaaKke HOMepPOB apXMBHbIX GOHAO0B U Aen.

Konnn ¢oHaa nosb3oBaHWA HA MJIEHOYHOM OCHOBE PasMELAloTCA B apXMBOXPaHWUIULLAX C
HOPMATMBHbBIMU AN HUX PEXMMAMM XPAHEHUA.

B Kakablli OIOKC BKNaAbIBAaE€TCA OTPE3OK MJEHKM, Ha KOTOPOM OTCHATO OZHO AE10 UMW ero YacTb. B
nopsgake UCKAOYEHUA Npu Hebosblom obbeme Aena B OLHOM OTPe3Ke MOXKET HaxoauTbca He Bonee
Tpex CKOMUPOBAHHbIX Aen.

PasmelieHune YYETHbIX AOKYMEHTOB

2.11.4.1.3. OcHoBHble (0bA3aTenbHbIe) M BCMOMOraTebHble YYeTHbIe AOKYMEHTbI apxuBa (cm. m.
3.4) pa3smewaloTca B M30/IMPOBAHHOM MOMELLEHMM UAM paboyem nomeweHuM paboTHUKa(os),
OTBETCTBEHHOTrO(bIX) 33 YYET AOKYMEHTOB apX1Ba.

OCHOBHble M BCMOMOraTe/lbHble YYeTHble [OKYMEHTbl apXWMBOXPaHWUIMLWA pasmellatoTca B
apXMBOXpaHUAULLE UK B paboyem nomelleHUM paboTHMKOB apXMBOXPaHUANLLA.

OTBETCTBEHHbIMM 33 COXPAHHOCTb U UCMO/b30BaHME YYETHbIX JOKYMEHTOB ABAAIOTCA PAabOTHUKMY,
OCYLLECTBNAIOWME WX BeAeHMEe B COOTBETCTBYIOLLEM CTPYKTYPHOM MoApasfeNeHMM U No apxusy B
Le/IoM.

MepBble 3K3eMNAAPbl ONUCEN AeN, AOKYMEHTOB Pa3smeLLaloTca B WU30JIMPOBAaHHOM MOMELLEeHUN
unn paboyem nomelleHMM paboTHMKa(oB), oTBeTCTBEHHOro(biX) 3a yyeT AOKYMEHTOB apxuBa, C
0653aTeNbHbIM  COBMIOAEHMEM PEXUMOB XPAHEHWUA, YCTAHOBNEHHbLIX ANA MOAJMHHbIX apPXMUBHbIX
[OKYMEHTOB Ha ByMaXKHOM OCHOBE.

BTopble 3K3emnaspbl onucer nAen, LOKYMEHTOB pPasmelaloTcs B M30/IMPOBAHHOW 30He
apXMBOXPaHUANLLA Ha CTe/INaxKe UK B WKady.

TpeTbu 3K3eMNAAPLI ONUCEN AN, AOKYMEHTOB Pa3MeLLaloTCA B YNTA/IbHOM 3aie.

MopsAoK HYMepaLuMm NOMELLEHWNI apXMBa, CTeNaxeNn, WKados,
nonok. BeaeHune Tonorpaduruecknx ykasatenei

2.11.4.2. Bce nomelLeHUA apxmBa (34aHMA, 3TaXKK, APYCbl, aPXMBOXPAHMUIMULLA, KOMHATbI), @ TaKXe
cTennaxu, cenoobl, WKadbl U NONKN HYMeEPYIOTCA.

B KaxXgoM OTAEeNbHOM MNOMELLEHUM CTENNAXM U LWKadpbl HYMEPYIOTCA CaMOCTOATE/IbHO CNeBa
HanpaBo OT BXxoZ4a. [0o/IKW Ha CTennaxax 1 B WKadax HyMepytoTcs CBEPXY BHMU3 C/1eBa HAMNpPaBo.

B uensx 3aKpenneHna MecTa XPaHEeHWs U MOMCKA APXMBHbLIX AOKYMEHTOB B apXWMBOXPAHWUMLLE
coctaBnaoTca nNodoHAO0BbIE W MOCTeNNaxHble Tonorpaduyeckne yKasatenu. Tonorpaduyeckue
yKas3aTenu COCTaBAAOTCA B KAPTOYHOM MAM  AncToBoM ¢opme B HeobxoAMMOM  KosauyecTse
3K3eMMAPOB.

KapTouka nodoHaoBoro Tonorpaduyeckoro yKasaTess COCTaBAAETCA OTAENbHO HAa KarKabli
apXMBHbIA GOHA; 3T KAapTOYKM pacronaratoTcs B NopAgKe HOMEPOB apxMBHbIX GoHA0B. KapTouka
nocTennaxHoro TonorpaduUeckoro yKasaTena COCTaBAAETCA HA KarKAbIM CTeNNaK; 3TU KapPTOUKM
pacnosaraloTcA MO NOPAAKY HOMEPOB CTennakel B npeaenax oTAenbHOro nomeuteHus. OauH
3K3emMniAp Tonorpaduyecknx ykasatenen XpaHuTcA y paboTHMKa(oB), OTBETCTBEHHOro(bix) 3a yuyer
OOKYMEHTOB apXxmBa, BTOPOM - B apXMBOXPAHUIMLLE.

BeneHue Tonorpadumyeckmx yKasaTesnelh MOXKET OCyLLecTBAATbCA Ha BymarKHOM HocuTene wuam B
aBTOMaTU3MPOBAHHOM PeXKMME B COOTBETCTBUM C YCTAaHOBNEHHbIMWN PEKBU3UTAMMU.

N3meHeHMA B pasMelleHUMM apXMBHbIX [LOKYMEHTOB CBOEBPEMEHHO OTPaXKaloTCcA BO BCEX
3K3emMnaspax Tonorpaduyeckmx ykasaTenemn, a TakKe B NJiaHe (cxeme) pasmeLLeHns apxmsHbIX GOHAOB.

OdopmneHmne ApAbIKOB Ha NEPBUYHBIX CPEACTBAX XPaHeHUA
apPXUBHbIX AOKYMEHTOB



2.11.4.3. Kaxgoe nepBuYHOE CPeacTBO XPaHEHUA apXMBHbIX AOKYMEHTOB (KopobKa, nanka u T.4.)
CHab’KaeTca AP/JbIKOM, Ha KOTOPOM YKa3blBalOTCA Ha3BaHMe M HOMep apxMBHOTo GOHAA, a TaKKe Homep
onucu aen, LOKYMEHTOB, HOMepa eANHUL, XPaHEHUS, HaXo4ALWMXCA B KOPObKe.

Hagnucu Ha ApablKax WMCMOAHATCA TMNOrpadCKMM Crocobom, TyWbl WAM ChneumnanbHbiMK
YepHbIMM BOAOCTOMKMMU YepHUAamn. [lonycKaeTca MUCNO/b30BaHWE LWITAMMNOB M APYIMX aHAOTUYHbIX
cpeAacTs.

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

2.11.5. TllpoBepka HanMyMAa W COCTOAHWA aAPXUBHbIX [OOKYMEHTOB MNPOBOAUTCA B LeNax
yCTaHOBNAEHUA GaKTUYECKOro HaMYMA HaXOAALUMXCA HA XPAaHEHUM apPXUBHBIX AOKYMEHTOB U BbIAB/EHUA
OTCYTCTBYIOLUUX APXMBHbIX AOKYMEHTOB ANA OPraHu3auMn WX pPO3bICKa; BbIABAEHUA W yCTPaHEeHWA
HeAOCTaTKOB B y4YeTe apXMBHbIX AOKYMEHTOB; BbIAB/EHUA U yYeTa apPXMBHbIX SOKYMEHTOB, TPebyOLWMX
pecTaBpauMOHHOM, KOHCEPBALMOHHO-MPODUNAKTUYECKOWN U TEXHUYECKOM 06PaboTKu.

MpoBepPKM HaNMUMA U COCTOAHUA apXMBHbIX LOKYMEHTOB NPOBOAATCA B MJIAHOBOM MOpAAKe, a
TaKKe e4MHOBPEMEHHO (BHeoYepeaHble).

B rocypapcTBeHHOM apxuBe, My3ee, bUb6anOTEKe, apxnee POCCUMCKOWM aKageMmn HayK NaaHOBas
LMKANYHAA NPOBEpPKA Ha/IM4MA N COCTOAHMA NPOBOAMUTCA:

YHUKANbHbIX JOKYMEHTOB - €}KerogHo;

0C060 LEHHbIX AOKYMEHTOB Ha Byma)KHOi ocHoBe - oaMH pa3 B 10 net (B rocyaapCTBEHHOM
6ubnnoTeke - oauH pas B 5 ner);

ayAMOBM3Ya/bHbIX U 9NEKTPOHHbIX AOKYMEHTOB - OAMNH pPas B 5 NeT;

KMHOAO0KYMEHTOB Ha HUTPOOCHOBE - 0O4MH pPa3 B 2 roaa.

LUMKANYHOCTb NPOBEPKM HANMUMNS OCTANbHBIX APXMBHbIX LOKYMEHTOB ONpeaenaeTca Ha OCHOBaHUMK
peLeHns 3KCMepTHO-METOAMYECKOM KOMMCCUM (MM ApYyroro CoBelaTesibHOro opraHa) apxvea B
3aBMCMMOCTU OT MHTEHCMBHOCTM MCMNO/Ib30BAaHMUA M COCTOSIHUA Y4YeTa apXMBHbIX LOKYMEHTOB, HO He
MeHee 04HOro pasa B 25 neT (B rocyaapcTBeHHon 6ubnvoTeke - oguH pas B 15 ner).

MpoBepKa HaNMUYUA M COCTOAHUS CEKPETHbIX apXMBHbIX LOKYMEHTOB OCYLLECTB/AAETCA B NOPAAKE,
YCTAHOB/IEHHOM A1 CEKPETHbIX aPXUBHbIX OKYMEHTOB.

B MyHMLMNAnbHOM apxuBe, My3ee, OMOAMOTEKE NAAHOBAA LUMKAMYHAA MPOBEPKA HanAnuus
APXMBHbIX 4OKYMeEHTOB nposoauTca 1 pa3 8 10 ner.

B cnyyae cTUxuiiHbIX 6e4CTBMIA, MacCcoBbIX NepemeLleHnin U Apyrnx ob6CcToATeNbCTB, B pesysibTaTte
KOTOPbIX MOryT ObiTb yTpayeHbl MAM MNOBPEXAEHbl APXMBHbIE [OKYMEHTbl, @ TaKXe Mpu CMeHe
3aBeyoLLMX aPXMBOXPAHMAULLAMM NPOBOAUTCA BHEOYEepeaHAA eaMHOBPEMEHHAA NPOBEPKA HAIMYUNA U
COCTOAIHMSA BCEX [LOKYMEHTOB apXMBa UM UX OTAENbHbIX YacTen (rpynn).

B Havane NpoBepKM HaNMUUA U COCTOAHUA aPXMBHbBIX LLOKYMEHTOB NPOBOAUTCA BbIBEPKA YHETHbIX
OOKYMEHTOB, KOTOpAaA BK/OYAET: YCTAaHOB/AEHME MOJIHOTbl YYETHbIX AOKYMEHTOB Ha NpoBepsAemble
apxmBHble GOHAbI M APXMBHbIE LOKYMEHTbI, CBEPKY MX CONOCTaBMMbIX NMOKa3aTenein, yTouHeHMe nopaaKa
HyYMepaumMn eamHUL, XPaHeHUs MO OMUCU AeN, AOKYMEHTOB (KHUre y4yeTa M OMMCaHWs) U NPOBEpKy
NPaBWUIbHOCTU COCTaBIEHUA UX UTOrOBbIX 3anucei. BbiBepKa y4YeTHOW AOKYMEHTaLMM U NPOBEpPKa ee
HaIMYMA MOKET NPOBOAMUTLCA U KaK CAMOCTOATENbHbIN BUA, paboTbl.

MpoBepKy Ha/MUYUA N COCTOAHUA apXMBHbIX AOKYMEHTOB B rOCyAapCTBEHHOM apxvMBe NPOBOAAT,
KaK npaBuno, aBa paboTHUKa.

Mpu npoBepKe HaNMUUA eguHUL, XPaAHEHWA, apPXMBHble [OOKYMEHTbl KOTOPbIX Y4YTeHbl MO
BHYTPEHHMUM OMUCAM, NPOBOAMUTCA CBEPKA HA/NMYMA APXMBHBIX AOKYMEHTOB C BHYTPEHHEN OMuCblo, a
TaKKe CBePKa Ha/MUYUA IMCTOB B €4MHULLAX XPaHEHWA, NOA/eXaLLMX XpaHeHMO B HecbpoLutopoBaHHOM
(6e3 noawmrekM) Buge. E4UHULBI XpaHEHWUA C YHUKANbHbIMU AOKYMEHTaMM 06A3aTeNbHO NPOBEPSOTCS
MOJINCTHO.

ApXMBHble OOKYMEHTbl, BblAaHHble B YWUTANbHbIM 3371 W paboune NOMELLEHUA apPXMBA,
NpoBepAlTCA Ha 0BLMX OCHOBAHUAX, MX WNPbI YCTAaHABMBAIOTCA NO KapTaM-3aMeCTUTENAM U KHUTram
Bbl4a4M APXUBHbIX ZOKYMEHTOB M3 apPXMBOXPAHUAULL. APXMBHbIE AOKYMEHTbI, BblAAHHblE BO BpEMEHHOE
Nnosib30BaHMe, MPOBEPAOTCA MO KHUIFAM U aKTam BblAAuYM U CUYMTAOTCA MMEIOLLMMUCA B HAUUUMN.

Mpu NpoBepKe HaANYMA N COCTOAHUA aPXUBHbIX LOKYMEHTOB HEOHXOAMMO:



COXpaHATb MOPAAOK PaACMO/IOXKEHUA apXMBHbIX AOKYMEHTOB Ha CTennakaX U B MNepPBUYHBbIX
CPeAacTBax XpaHeHus;

nogKNaAblBaTb Ha CBOM MecTa OBHapy»KeHHble BO Bpems NPOBEPKN HEMPaBUAbHO MNOANOKEHHbIE
eaUNHULbI XpaHeHUs JaHHOro apxuBHoro GpoHAa;

M3bIMaTb U3 NPOBEPSEMOro apXMBHOTO GpoHAa (KOMNNEKca apXMBHbIX 4OKYMEHTOB) U NepeaaBaTtb
XPaHUTE/IO HEMPABWU/IbHO NOANIOXKEHHbIE eANHULbI XPaHEHUA 4PYTUX apPXUBHbBIX GOHAOB;

M3bIMaTb €AUHULbl XPaHEHWs,, 3apa*KeHHble TMJeCeHbld WAM  APYTMMKM  BUOIOrMYEeCcKUMU
BpeaUTENAMMN, AN HEMEO/IEHHOM UX U30NALUMK;

M3bIMaTb €4MHMULbl XPaHEeHWs, He BHECeHHble B OMWUCb Aes, OOKYMEHTOB (KHUry yyeTa u
ONUCaHMA), U NOMeLLaTb MX B KOHel, apxvMBHoro ¢oHAa (Komniaekca apxXMBHbIX AOKYMEHTOB) Ans
nocneaytouiein 06paboTKM M ONMUCAHMA B CPOKM, YCTAHOBAEHHbIE PYKOBOACTBOM apXMBa.

B xo4e NpOBEpPKMN HANNUMA N COCTOAHMSA apPXMBHbLIX LOKYMEHTOB He A0MNYCKAeTCs:

BHOCWTb B ONWUCb A€/, AOKYMEHTOB (KHMIY yUYeTa U ONUCAHUA) HEeYYTEHHbIEe eAUHULLBI XPaHEHWS;

Aenatb Kakue-nmbo nomeTbl, UCMpPaBAEHMSA WUAW 3aNWUCKM B ONUCAX A€/, AOKYMEHTOB U APYrux
YUYETHbIX JOKYMEHTaXx.

Pe3ynbTaTbl NPOBEPKU HAMUMA U COCTOAHUA aPXMBHbIX JOKYMEHTOB U 0BHAPYXKEHHbIE B €€ X0A4€e
HeOCTaTKN GUKCUPYIOTCA B JINCTE MPOBEPKN HANUYMA U COCTOSHUA apXMBHbIX AOKYMEHTOB WM B aKTe
NPOBEPKMN HANNUUA N COCTOAHUA aPXMBHbIX AOKYMEHTOB.

JINCT NPOBEPKMN HANMMUMA U COCTOAHUA apPXMBHBIX AOKYMEHTOB COCTaBAAETCA HEMOCPEACTBEHHO B
Xo4e MPOBEPKW, KaK MNpaBMIO, Ha KaxAayl Onucb Aes, AOKYMEHTOB OTAenbHOo. [pu npoBepke
Hebo/bWNX NO 06beEMY apxMBHbIX GOHAOB AOMYCKAETCS COCTAB/EHNE OAHOIO /INCTAa MPOBEPKM Ha BCE
onucKu aen, JOKYMEHTOB. B cnyyae obHapy»KeHUs B xo4e NPOBEPKU Ha/MuMA U COCTOSHUA apXMBHbIX
OOKYMEHTOB HeA0CTaTKOB, He MPeAyCMOTPEHHbIX rpadamu NUCTa MPOBEPKM, a TaKKe MpPU MOJUCTHOM
NpoBepKe Aen B JINCT BBOAATCA YTOYHEHUS W AOMOJHUTENbHbIE PEKBU3UTbI. JIUCTbl MPOBEPKM
HYMEpYIOTCA B BaJIOBOM MOPAAKEe B Npefesnax apxvMBHOro ¢GoHAA MO  KaXAoW MpoBepKe U
NoAMNMCbIBAOTCA UCTIOTHUTENSAMM.

Ha ocHOBaHMM /MCTA (/IMCTOB) NMPOBEPKM COCTABASETCS aKT MPOBEPKM Ha/MUWUA U COCTOAHMSA
apXMBHbIX OOKYMeHTOB. OAHOBPEMEHHO C aKTOM TMPOBEPKM HaAUYMA M COCTOAHMA aPXMBHBbIX
OOKYMEHTOB NpU HEOBXOAMMOCTM COCTaBAAIOTCA aKT O TEXHUYECKUX OLIMOKaX B YYETHbIX JOKYMEHTaXx;
aKT 06 OOHaApYy)EHWU apPXMBHbLIX AOKYMEHTOB; aKT O HEWUCNPaBUMbIX MOBPENKAEHUAX [OKYMEHTOB
(npunokeHue N 1) n apyrue akTbl.

MO OKOHYaHWM MPOBEPKM HANMUMA U COCTOSHMA APXMBHbIX OOKYMEHTOB B KOHLLe OnucK Aen,
OOKYMEHTOB (KHMIM ydyeTa M OMucaHuA) NpoCTaBAAlTCA WTamn "npoBepeHo", AaTa, AOMKHOCTb M
NoANMCb MLA, NPON3BOAMBLUETO NPOBEPKY.

B cnyyae obHapyKeHUs B MTOrOBOM 3anMMCK ONUCU OeN, AOKYMEHTOB (KHUIM yyYeTa M onucaHun)
HEYYTEHHbIX JIMTEPHbIX M MNPOMYLLEHHbIX NOPAAKOBbLIX HOMEPOB, BbIGbLIBWMX B COOTBETCTBUWU C
YCTaHOB/IEHHbIM NOPAAKOM eAUHUL, XPaHEHMSA, UTOFOBanA 3anNMCb NepecoCcTaBaAeTCs.

Ha Bce OTCyTCTBYIOLWME B XO4€ NPOBEPKU HAMUUMUA N COCTOAHMA apXMBHbIX AOKYMEHTOB eAMHULbI
XpPaHEeHWA COCTaBAAIOTCA KAPTOUKM yueTa HeOBHaPYKEeHHbIX apPXMBHbIX 4OKYMEHTOB. BeaeHue KapToTeku
HeoBHapYKEeHHbIX apXMBHbIX LOKYMEHTOB OCYLLECTBAAETCA LEHTPANN30BaHHO Ha BymaKHOM HocuTene
WA B aBTOMATM3MPOBAHHOM pPEXMME B COOTBETCTBMM C PEKBU3UTAaMM  KAPTOUKM  y4yeTa
HeobHapyKEeHHbIX APXUBHbIX AOKYMEHTOB.

Pe3ynbTaTbl NPOBEPKM PU3MUYECKOrO COCTOSIHUS apXMBHbLIX SOKYMEHTOB 3aHOCATCS B KapTOTEKy
(KHUMTrY) yueTa dpM3nYeCcKoro (TEXHNMYECKOTO) COCTOAHMA apXMBHbIX JOKYMEHTOB.

MpoBepKa Ha/IMuMA U COCTOAHWUA aPXMBHbBIX LOKYMEHTOB CYMTAETCSA 3aBEPLUEHHONM NOC/1e BHECEHUS
N3MeHEeHW BO BCE YYETHbIE LOKYMEHTbI.

Mocne NpPOBEPKU HaAMUYMA U COCTOSIHUS apPXMBHBLIX JOKYMEHTOB KOPOOKM C apXMBHbIMM
AOKYMEHTaMM OneyaTbiBaloTCA.

PO3bICK apXMBHbIX LOKYMEHTOB, HEe OOHapYy)KEHHbIX B XOA4e NPOBEPKM HANMUMA U COCTOAHWA,
OpraHM3yeTca C MOMEHTA BbIABNEHUA MX OTCYTCTBMA W MPOBOAUTCA B TeYeHWe OAHOro rofda Kak
HenocpeAcTBEHHO B apXMBe, Tak U B APYrMX OpraHM3aumsax. PyYKoBOACTBO apxmBa Bnpase Npoa/iMTb CPOK
pO3biCKa Ha OCHOBAaHMM [OKNAAHOM 3aMUCKM PYKOBOAMUTENA COOTBETCTBYIOWErO CTPYKTYPHOro
noApasgeneHns apxuea.

ApX1BHble [OOKYMEHTbl, OBHapyXeHHble B Xo4e pPO3biCKa, NepeaaroTca XPaHWUTEeNto, KOTOopbIi



noAknaabiBaeT Ux Ha mecto. B ancTte nposepku B rpade "MpumeyaHne" B KapToTeke HeOOHapPYKEHHbIX
apPXMBHbIX [OKYMEHTOB JeflaeTca OTMeTKa 06 OOHapyXeHWW apXMBHbIX [OKYMEHTOB, KOTopas
3aBepsAeTcA NoANUCHIO 3aBeAYIOLLEr0 aPXMBOXPAHUAULLEM (MYHULMMANBbHBIM apPXUBOM).

ApXMBHblEe AOKYMEHTbI, MPUYMHbI OTCYTCTBMA KOTOPbIX MNOATBEPXKAEHbI AOKYMEHTANbHO,
CHMMAOTCA C y4eTa B YCTAHOBNEHHOM MOpPALKeE.

Ha apxuBHble [AOKYMEHTbl, He OOHapyXeHHble B XOAEe PO3biCKa, COCTAaBAAKTCA aKT o
HeobHapy»KeHUM OOKYMEHTOB, MyTU PO3bICKA KOTOPbIX McyepnaHbl (npuaoxkenne N 2), u nogpobHas
CNpaBKa O NPOBEAEHMM PO3bICKA, KOTOPble BMECTE C aKTOM MPOBEPKU HANINUYMA U COCTOSHUA apXUBHbIX
OOKYMEHTOB MPeACTaBAATCA B BblWECTOAWMI YNOAHOMOYEHHbIN OpraH MCMNOAHUTENBbHOM BAAcTN B
chepe apxmMBHOrO Aena ANA NPUHATUA OKOHYATE/IbHOTO PELUEHMA O CHATUM C y4YeTa TaKUX apPXMBHbIX
OOKYMEHTOB.

PelweHne O CHATUM aAPXMBHbLIX [OKYMEHTOB C y4yeTa OPOpPMAAETCs MPUMKA3OM PYKOBOAMUTENS
apxvMBa Ha OCHOBAaHMM MWCbMEHHOIO pa3pelleHna COOTBETCTBYHOLLErO YMNOJIHOMOYEHHOFO OpraHa
MCNONHUTENbLHOM BNacTK B chepe apxMBHOro gena.

CHATME C y4yeTa AOKyMeHTOB ApxuBHoro ¢oHga Poccuiickon depepauuun, opHOBPEMEHHO
BXoAAwMmx B coctas MyseiHoro ¢oHaa Poccuiickolt Pepepaumn, ocywecTBaseTca B COOTBETCTBUM C
HacToAwmMMHM MpaBrMnamm U NOPALAKOM, YCTAHOBIEHHbIM CMELMaNbHO YNONHOMOYEHHbIM defepanbHbIM
OpraHOM MCMONHUTENbHOM BRacTu ana MyseiHoro poHaa Poccuiickon Peaepaunu.

CHATME C y4yeTa AOKyMeHTOB ApxuBHOro ¢oHga Poccuiickon Pepepaunn, oaHOBPEMEHHO
BXOAAWMX B cOCTaB 6ubBAMOTEYHbIX (GOHAOB, OCYLLECTBAAETCA B COOTBETCTBUM C HACTOALWMMM
MpaBunamm M NOPALKOM, YCTAaHOBAEHHbIM CMeLManbHO YNONHOMOYEHHbIM deaepasbHbIM OpPraHom
NCNOSIHUTENbHOW BNACTU Ana bubanoteyHoix poHAoB Poccuinckoin ®epepaumm.

B KapToTeKe HeobHapyXKeHHbIX apXMBHbIX AOKYMEHTOB AeNaeTCA OTMETKA O CHATUU apXMBHbIX
OOKYMEHTOB C yyeTa.

B cpokM, ycTaHOBAEHHble PYKOBOACTBOM apXxuBa, CUCTEMATUYECKM NPOBOAATCA MOHbIE WM
BbIOOPOYHbIE MPOBEPKM HaAMUMA U COCTOAHMA APXMBHbIX OOKYMEHTOB, BblAaBaBLIMXCA W3
apPXMBOXPaHUAWLL, B TeYeHMe rofa. Pe3ynbtaTbl yKazaHHOM NpoBepKun obopmMaatoTca:

npu NoATBEPKAEHUM HAMYUA 4EN - B BUAE AOKNALHON 3anmncKM paboTHMKa, OTBETCTBEHHOIO 33
OpraHn3aLmio NPOBEPKM HATUUUS;

npu OTCYTCTBUM KaKux-nnbo aen 6e3 AOKYMEHTUPOBAHHOrO O0BOCHOBAHWMA - B YCTAaHOBJEHHOM
nopagke.

Mpy BbIABAEHUM HEODOOCHOBAHHOrO OTCYTCTBMS aAPXMBHbIX AOKYMEHTOB OCYLLECTBAAETCA WX
OnepaTMBHbIN PO3bICK. B ciyyae 6e3pe3ynbTaTHOCTU PO3bICKa OTCYTCTBYHOWME apXMBHblE LOKYMEHTI
BK/IOYAIOTCA B KAPTOTEKY HEOOHAPYKEHHbIX AOKYMEHTOB A1 Aa/IbHENLLIEro UX PO3bICKA.

MNpoBepKa TeXHNYEeCKoro n ¢M3MKO-XMMMHECKOFO COCTOAHUA
APXUBHbIX 4OKYMEHTOB. BbliABNeHNEe apXnBHbIX 4OKYMEHTOB
C noBpexXaeHnAamMmmn matepmnasabHbIX HOCUTENIEN N TEKCTOB

2.11.6.1. Mpuem 1 pasmelleHUNe B apXMBOXPAHUANLLAX APXMBHbIX AOKYMEHTOB, MOCTYNUBLLMX B
apxus 6e3 npeaBapuUTe/IbHOW NPOBEPKN MX GU3NYECKOTO COCTOSHUSA, He AonycKatoTca. MNocTynuswue B
apXMB apXMBHblE AOKYMEHTbI L0 Mepesayn B apXMBOXPAHUANLLE PAa3MELLAIOT B NOMELLEHUM Npuema u
BPEMEHHOIO XpaHeHWs, 0CBOOOXKAAOT OT TPAHCMOPTHOM Tapbl, PACKNAAbIBAIOT Ha CTENNAXKaX U CTONaX.
He gonyckaeTca cknagmpoBaHue NocTynUBLUMX apPXMBHBIX OKYMEHTOB B Hepa3obpaHHOM BUAe.

OueHKa PpU3MYECKOro U TEXHUYECKOTO COCTOSIHMA NOCTYMMBLUMX apXMBHbIX AOKYMEHTOB, a TaKkKe
WX CTPaxOBbIX KOMWI MPOBOAMTCS He No3gHee 3 MecALeB C MOMEHTA Npuema apxXMBHbIX JOKYMEHTOB B
apxwms.

B pe3ynbTaTe OLEHKU GU3UYECKOrO COCTOAHWUA APXMBHbIX OOKYMEHTOB Ha OyMayKHOW OCHOBe
BbIAB/AIOTCA apPXMBHblE AOKYMEHTbI: MOpPaKeHHble B6MONOrMYEeCKUMU BPeaUTENAMM; C MOBbILIEHHOM
BNIAYKHOCTbIO; C MOBPEXAeHUAMU Bymarn U TeKCTa; 3anblaeHHble. [pu 3TOM yaaneHuio nogsaexart Bce
MOCTOPOHHME, HaxoAAwMecs B Aenax, nankax, Kopobkax npegmeTbl: MeTa/Myeckne, KapTOHHble,
B6yMarkHble U Apyrue 3aKNagKku, NPOKAAAKM, CKPEnKM v T.N.

MpuY ouEeHKEe TEXHUUYECKOTO COCTOSHMA ayAN0BMU3YabHbIX U SNEKTPOHHbIX AOKYMEHTOB, a TaKkKe MX
CTPaxXoBblX KOMMUI YCTaHaBAMBAETCA BO3MOMHOCTb CUMTbIBAaHMA WMHOOPMAUMM C MaTepuanbHOro
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HOCUTENs, COOTBETCTBME TEXHUYECKUX XapPaKTEPUCTUK 3TUX AOKYMEHTOB CBEAEHUSAM, COAEPKALLMMCA B
COMPOBOXAAOLWMX aKTaX TexHMYeckoro coctoaHua. OOHOBPEMEHHO BbIABAAETCA BWA OCHOBbI
KMHOPOTOAOKYMEHTA. ApXMBHblE AOKYMEHTbI HAa HUTPOOCHOBE NOA/EXKAT HEMEA/IEHHOW NPOBEpPKe Ha
CTabuNbHOCTD.

Mpn obHapyKeHUN AedeKTOB COCTaBAAETCA aKT NPOM3BOJIbHOM GOPMbI, OTParKatoWMn XapaKkTep
OedeKkToB M Mepbl MO MX YCTPaHeHWto. YcTpaHeHne paedeKkToB MNPOBOAWUTCA 3@ CYET WMCTOYHMKA
KOMMNIEKTOBAHMA.

MocTynuBLUME apXUBHbIE AOKYMEHTbI, MOPA*KeHHble BUONOTMYECKUMIN BpeaUTENsaIMN (HaceKoMble,
aKTMBHAs MNJIeceHb), HAMpaBAAOTCA Ha CaHUTAPHO-TUTMEHUYEeCcKylo 06paboTky (ae3nHbekums,
Ae3nHcekumsa).

Mpn o6HApYKEHUU YBNAKHEHHbIX aPXMBHbIX [OOKYMEHTOB MpoBOAMTCS WX o0basaTenbHas
aKKAMMaTM3aumMa 40 MNOJIHOMO BbICYWMBAHUA. AKKAMMATM3aLMIO NPOBOAAT B MOMELLEHMM NpUema M
BPEMEHHOIO0 XpaHeHMA B TeyeHuMe 7 - 14 cyToK (B 3aBUCMMOCTM OT CTEMEHU YBAAXKHEHUA) npwu
WHTEHCMBHOM BEHTUIALMM BO3AyXa U PasMELLEHUN eAUHUL, XPaHEeHUS B Pa3BepPHYTOM BUAE Ha CTONaX,
CTeNNaxax.

KayectBo 6ymarv M TeKcTa MOCTYMMUBLUMX apPXMBHbIX OOKYMEHTOB MNpoBepseTcs BblIOOpOYHO Ans
06LWen OLEHKN NUX COCTOAHUSA.

ObecnbinMBaHMe NOCTYMUBLUMX apXUBHbIX AOKYMEHTOB MPOBOAAT B CMeLMaibHOM NOMELLEHUM C
NPUMEHEHNEM BbITAXKHbIX WKahoB U cobnogeHnem Mep caHuTapuu n rurnedbl. Ob6asatenbHoMy
obecnblIMBaHUIO NoANeKaT KOPOOKK, NanKku, 0610KKM, KOPELLKN aen.

MocTynuBLlUME ayANOBU3YasIbHbBIE U 3/IEKTPOHHbIE AOKYMEHTbI MOA/1EKaT:

OYUCTKE OT MblSIU U NEPEMOTKE - APXMBHbIE AOKYMEHTbI Ha MarHUTHON IEHTE;

OUYMCTKE OT 3arpA3HEHWn - apXMBHble LOKYMEHTbl Ha [AMCKOBbIX HOCUTENAX M apXMBHbIE
$HOTOAOKYMEHTbI;

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

YNaKoBbIBAHUIO.

AKKAMMaTM3aLmMA ayanoBU3YaibHbIX U 3EKTPOHHbIX AOKYMEHTOB Ha MJEHOYHOM M AMCKOBOM
OCHOBax Mepes, pasMeLLeHMEM MX B APXMBOXPAHUAMULLE NPOBOAUTCA B OTKPLITOM YMNaKOBKe Npu
Temnepatype 20 +/- 3 °C U OTHOCUTENbHOW BAAXKHOCTWM Bo3dyxa 35 +/- 15%; ANA UBETHbIX KMHO- U
$OTOAOKYMEHTOB - MPM OTHOCUTENBHOM BAAXKHOCTM 35 +/- 15%. MPOA0IKUTENBHOCTb aKKAMMaTM3aLUMK
KMHOOOKYMEHTOB WM PYNOHHbIX MUKPOOUIBMOB He [0J/iKHa ObiTb MeHblle 10 CYTOK, apXMBHbIX
OOKYMEHTOB Ha MarHUTHOW NeHTe U AWCKOBbIX HOCUTENAX - He MeHee 3 CyTOK, GOTOAOKYMEHTOB U
MUKpOdULL - He MeHee 24 Yacos.

2.11.6.2. MNMpoBepKa PUIMKO-XMMUYECKOTO U TEXHUUYECKOrO COCTOAHMA apXMBHbIX AOKYMEHTOB B
npoLecce XpaHeHWs MNPOBOAUTCA C LE/bI0 BbISIBNAEHMA MOBPEXAEHHbIX APXUBHbIX AOKYMEHTOB WU
aPXMBHbIX [OKYMEHTOB C MOTEHLMasIbHO OMacHbiM GUINYECKMM WUAN BUONOTUYECKMM COCTOSIHUEM U
OCYLLECTBNAETCA: LEeneBbiM NOPAAKOM; B XO04€e NPOBEPKN HAaIMUMUA U COCTOSHUA apPXUBHbIX AOKYMEHTOB;
NpM NOArOTOBKE apXWMBHbIX AOKYMEHTOB K Bblgavye M3 apXMBOXPAHWIMLLA, A TaKXKe Npu BCeX APYrUx
paboTax, CBA3aHHbIX C NOEANHMUYHbBIM (MOJIMCTHBIM) MPOCMOTPOM apPXUBHbIX AOKYMEHTOB.

LeneBasa npoBepka ¢GU3MYECKOrOo COCTOAHMA apXMBHbIX AOKYMEHTOB MPOBOAMUTCA B MoOpAgKe
oYepesHOCTU C YYETOM LEHHOCTM apXMBHbIX AOKYMEHTOB. LleneBoli npoBepKe pU3INMYECKOro COCTOAHMA
noasexaT BCE apXMBHblE AOKYMEHTbl, MOCTPaZaBLIME B IKCTPEMAJIbHbIX ycnoBuax. Mo pesynbraTam
KOHTPO/IA OeNaeTcs 3aK/loyYeHne o HeobxoAMMOCTU MPOBEeAEeHUs pecTaBpaumn U KOHCepBauuuv U B
3aBMCMMOCTU OT COCTOAHUSA apXMBHbIX JOKYMEHTOB YCTaHAB/IMBAOTCA CPOKM MPOBEAEHUA cnegytoLed
KOHTPO/IbHOM NPOBEPKM.

MpoBepKa GU3NYECKOTO COCTOAHMA APXMBHbLIX OAOKYMEHTOB Ha Oyma*KHOM OCHOBe B npouecce
XPaHEHUss NPOBOAMUTCA C LENbI0 BbIABAEHWUS BAAXKHbIX; MOPAXKEHHbIX BMONOTMYECKMMU BPeanTEeNs MU
(nneceHb, Hacekomble); c aedeKkTamm Bymaru U TEKCTa apXMBHbIX JOKYMEHTOB.

YBNaXKHEHHble apxMBHble [OKYMeHTbl (Aena, rpynnbl Aen) noanexat HemeaneHHomy
BblAeNeHUo, BHeodepeaHoN o6paboTke (cywka, akkaumaTtusaums). Mpu MaccoBOM YBJIaXKHEHUU
APXUBHbIX OKYMEHTOB MPUHMMALOTCA Mepbl N0 OCYLUEHUIO apXMBOXPAHWUINULLA, HOPMaNM3aLUMnN pexxnuma
XpaHeHus.

ApXMBHbIE [AOKYMEHTbI, NMOpaKeHHble BUONOrMYecKMMM BpeauTenamMn (nneceHb, HaceKoMble),
noasexaT HemeaeHHOM U30aALUN.



Hannuve pedektoB bymarn n TeKcTa ycTaHaBAMBAETCA BW3yasbHO MPWU MOJUCTHOM MPOCMOTPE
aen. [ledektbl KnaccupuumpyroTca Ha OCHoBe eAnHOMN ByKBEHHO-UMGPOBON MHAEKCALMUN MO TUMNOBbLIM
npusHakam pgedektoB bymarn (bykBeHHas uHAEKcauma) M TekcTa (umdpoBas uHAEKcauma) B
COOTBETCTBUM C METOANYECKMMM pa3paboTkamu.

MpoBepKa TEXHUYECKOTO COCTOSHUA AyAMOBU3YaNbHbIX U SNEKTPOHHbLIX AOKYMEHTOB B MpoLecce
XPaHEHUA OCYLLECTBAAETCA C Le/iblo onpeseneHus:

COCTOAHMA UX YNAKOBKM;

Ha/IMYMA CTaHAAPTHbIX PAaKOPAOB;

TEXHWUYECKOTFO COCTOAHUA UX MOBEPXHOCTU M NEPPOPALLUOHHDBIX LOPOIKEK U CKNEEK;

HA/INYMA 3arPA3SHEHNI U MEXaHNYECKUX MOBPEXKAEHW;

CTabuNbHOCTU HATPOOCHOBbI;

wara nepdopaumm KUHONNEHOK U MAarHUTHbIX IEHT WKWpPUHON 35 1 16 mm;

bOU3NKO-MEXaHMYECKMX  XapaKTEPUCTUK  (KOpobaeHue, OTCNaMBaHWE  3MY/IbCMOHHOMO UMW
ocbinaHue paboyero cnos un ap.);

Hanuuma  OedeKToB  XMMWYECKOro W OMONIOrMYEecKoro  NPOUCXOXKAEHUA  (noparkeHwe
MWKPOOPraHM3MamMM, HACEKOMbIMM W TPbI3yHAMM, CAedbl KPUCTANNM3ALMKU CONEN WU PA3/IOKEHUS
OCTATOYHbIX NPOAYKTOB XMMUKO-PoTOrpaduyeckomn o6paboTku);

3NEKTPOAKYCTUYECKUX XapaKTEPUCTUK GOHO- N BUAEOAOKYMEHTOB;

napameTpoB BUAEOAOKYMEHTOB B BUAEOKAHAE;

KayecTBa U3006parKeHMsa KMHO-, GOTO-, BUAEOAOKYMEHTOB;

YPOBHA MapaMeTpOoB, XapaKTepU3YIOLLMX 3EKTPOHHbIE AOKYMEHTbI (Hanpumep, Yyncio cboes npu
CYMTbIBAaHUKN MHPOPMALUM B eANHULY BPEMEHM);

Hannuua "BUPYCOB" B 3/1EKTPOHHbBIX AOKYMEHTaX;

Ha/IMUMA pPasMarHUYEHHbIX YYaCTKOB M  MeXaHWYECKUX MNOBPEKAEHUA OTAENbHbIX Y4YaCTKOB
MaLUMHHOIo HOCUTENS;

Ha/INYMA KOPPO3UKN Ha MOBEPXHOCTU METANSIUYECKUX FPAMOPUTNHANOB;

Ha/INYMA YKCYCHOTO CMHAPOMA TPMALLETaTHOM NAEHKM.

MpoBepKa TEXHUYECKOro COCTOSAHMA apPXUBHbIX LOKYMEHTOB OCYLLECTBAAETCA MPU BHELHEM
OCMOTpPE B OTPaXKEHHOM CBeTe.

MpoBEepKY 3/IEKTPOAKYCTUYECKUX XaPAKTEPUCTUK (HOHOAOKYMEHTOB (4aCTOTHblE WCKaXKeHus,
ypoBeHb KonunpaddeKTa, ypoBeHb GOHA M LYMOB, HA/IMUME TPECKA M LLLENYKOB, LWYM Nay3bl) NPOBOAAT C
MCNo/Ib30BaHWEM creunanbHoro obopyaoBaHuA.

MpoBepKY TEXHMYECKMX MAPaMeTPOB BUAEOA0KYMEHTOB MPOBOAAT C MOMOLLbIO KOMMIEKCa
KOHTPONbHO-U3MEPUTEIbHOM annapaTypbl.

MpoBepKY TEXHUYECKMX MAPAMETPOB 3/IEKTPOHHbIX AOKYMEHTOB MPOBOAAT C MCMOJIb30BaHMEM
cneuManbHOM annapatypbl U NPOrpaMmHOro obecrneyeHus, npeaHasHayeHHbIX Aaa paboTol ¢
COOTBETCTBYIOLLENO BUAA apXUBHBIMU LOKYMEHTAMMU.

BbiaBneHMe AoKyMmeHToB ApxmnsHoro ¢poHaa
Poccuiickoit depepalmm, HaXoAALWMXCA B HEYA0BNETBOPUTENbHOM
$M3NYECKOM COCTOAHUM, U HEUCMPABUMO NOBPENKAEHHbIX aPXMUBHbIX
OOKYMeHTOB. CHATUE C yYeTa HEUCTNPABMMO NOBPEXAEHHbIX
apPXMBHbIX 4OKYMEHTOB

2.11.7.1. Haxogswumucs B HeyaOBNETBOPUTE/IbHOM (U3NYECKOM COCTOAHUM MPU3HALOTCA
OOKyMeHTbl  ApxusHoro ¢oHaa Poccuiickon ®epepaummn € BbICOKOM CTENEHbIO  paspylleHus
MaTepuanbHbIX HOCUTENEN, yrpoxKatoLwen GU3NYEeCcKON LLeNOCTHOCTU AOKYMEHTOB.

PelweHne o npusHaHMM AOKymeHTa ApxusHoro ¢oHaa Poccuiickoi depepalmm HaxodAaWMMCA B
Heya0BNeTBOPUTESIbHOM (GU3NYECKOM COCTOAHWMW M ero MOCTaHOBKE Ha ChneuuanbHbld yveT Aand
OpraHM3aLmn B CPOYHOM NopsAgKe cneunanbHoi 06paboTku (cm. n. 2.11.9.1) npuHMMaeT pykoBoAUTENb
apxMBa Ha OCHOBAHWW 3KCMEPTHOrO 3aK/OYEHUA pecTaBpaTopa M PyKOBOAMTENA NoApasfeneHus,
OTBETCTBEHHOTO 33 XPaHEHWE apPXUBHbIX JOKYMEHTOB.

2.11.7.2. HeucnpaBMmO NOBPEKAEHHbIMMU APXMBHBIMW LOKYMEHTAMW MNPU3HAIOTCA apXMBHbIE
OOKYMEHTbl, ($M3MYECKOoe COCTOAHME KOTOPbIX MWCKAOYAET BO3MOXHOCTb BOCCTAHOBMIEHMA WX



MaTepuanbHbIX HOCUTENIEN U UCNOIb30BaHMA COAEPKALLENCA B HUX OKYMEHTHOW MHOPMaLMMK.

PelweHne o NpM3HAHMM APXMBHOIO AOKYMEHTA HEUCMPABMMO MOBPEXAEHHBbIM U CHATUM €ro ¢
yyeTra nNpUHUMAET COOTBETCTBYIOWMIA YNOAHOMOYEHHbIN OpraH WCNONHWUTENbHOM Bnactu B coepe
aPXMBHOrO Aefla Ha OCHOBaHMWM MpPEeACTaBASEMbIX PYKOBOACTBOM apPXMBA 3KCMEPTHOTO 3aK/OYEeHUs
pectaBpaTopa U pyKOBOAMTENA NOAPA3LENEHUA, OTBETCTBEHHOMO 33 XpPAaHEHWE APXMUBHbIX LOKYMEHTOB,
M aKTa O HEMCMPABUMbIX NOBPEKAEHUAX LOKYMEHTOB (NpunoxeHue N 1).

Ha oOCHOBaHMM  MUCbMEHHOIO  pEeleHMA  BblWECTOALLEr0  YNOJHOMOYEHHOro  OpraHa
NCNOSIHUTENbHOWN BAAcTM B chepe apXMBHOFO gena M34aeTcA NPUKas PyKOBOAWUTENA apXuBa O CHATUM
HENCNPAaBUMO NOBPEKAEHHbIX APXMBHbIX JOKYMEHTOB C y4YeTa.

CHATME C y4YeTa U YHUYTOXKEHWE HEWUCMPABMMO MOBPEXKAEHHbIX YHUKANbHbIX AOKYMEHTOB He
JonycKatoTcs.

Yuer ¢M3M‘4€CKOI’O N TEXHNYECKOIO COCTOAHUA
APXUBHbIX AOKYMEHTOB

2.11.8. YueT ¢$M3MYECKOrO M TEXHUYECKOrO COCTOSIHUS apXUBHbIX OOKYMEHTOB Ha OymarkHoWM
OCHOBe OCYLLLeCTBNAETCA B:

nucte-3aBeputene (npunoxkexue N 3);

JINCTE M aKTe NMPOBEPKM HAIMUYUNA U COCTOAHUA apPXMBHbBIX LOKYMEHTOB;

KapTOYKe y4eTa apXMBHbIX LOKYMEHTOB C NOBPEXAEHUAMUN HOCUTENSA;

KapTOYKe y4eTa apXMBHbIX JOKYMEHTOB C NOBPEXAEHUAMM TEKCTA;

KapToTeke (KHure) yyeta $pM3MYEeCKoro COCTOSHMUA apPXMBHbIX JOKYMEHTOB.

YyeT GpM3n4ecKoro 1 TEXHMYECKOro COCTOAHNA ayAMOBU3Ya/ibHbIX JOKYMEHTOB OCYLLLECTBAAETCA B:

KapTOYKe y4eTa TEXHUYECKOTO COCTOAHMA KMHOAOKYMEHT];

KapTOYKe y4eTa TEXHUYECKOrO COCTOAHMA GOTOLOKYMEHT];

KapTO4YKe y4eTa TEXHUYECKOTO COCTOAHMA POHOL0KYMEHTA;

KapTOYKe y4eTa TEXHUYECKOrO COCTOAHMA BUAEOLAOKYMEHTA.

Ona  ydyeta poKymeHToB ApxuBHOro ¢oHaa Poccuitickoir ®epepaumm, HaxogAaAWMXCA B
Heya0BNeTBOPUTENIbHOM (GU3NYECKOM COCTOAHMM, BeAeTcA cneumanbHaa KHura. CooTseTcTBylOLLME
OTMETKW NPOCTaBAAIOTCA TaKXKe B APYrMX AOKYMEHTaXx yyeta GpU3NMYEeCcKOro M TeXHMYECKOro COCTOSHUA
APXMBHbIX OKYMEHTOB.

YueT pU3N4eCcKoro n TeXHUYECKOro COCTOAHUA apXMBHbIX JOKYMEHTOB MOXET OCYLLECTBAATLCA HA
OyMaXKHOM HoOCUTesle MAM B aBTOMATU3MPOBAHHOM pPEXMME B COOTBETCTBMM C YCTAHOB/IEHHbIMU
PEKBU3UTAMM KOHTPOIbHO-YYETHbIX JLOKYMEHTOB.

PuU3nKo-xMMnYecKana 1 TeXHUYecKan o6pa60TKa
APXUBHbIX AOKYMEHTOB

2.11.9.1. dU3NKO-XMMMYECKan U TexHUYecKan 06paboTKa apXMBHbIX AOKYMEHTOB MPOBOAMTCA C
uenblo:

YCTPaHEHWA NPUYNH YCKOPEHHOTO CTapeHUs U PaspyLIEHUA apXMBHbIX JOKYMEHTOB;

BOCCTAHOBJ/IEHWA MX CBOMCTB, TEXHWUYECKUX XaPaKTEPUCTUK, LONTOBEYHOCTY;

BOCMPOU3BEAEHUA AOKYMEHTHOM MHPOPMaLMK Ha Bonee yCTOMYUBBIX HOCUTENSAX.

OCHOBHbIMW BUAAMM 3TON 06PabOTKM apXMBHbIX JOKYMEHTOB Ha BYMarKHOM OCHOBE ABNAIOTCS:

Ae3svHdeKumn, OesuMHCeKUWs, LepaTusaums  apXMBOXPaAHWMLL KaK  COBOKYMHOCTb  Mep
6MONPOGUNAKTUKM, BUO3ALLNTBI U YHUUTOKEHUA BUONOTUYECKMX BpeaUTENEN B apXMBOXPaHUAULLAX U
Ha apPXMBHbIX JOKYMEHTAX;

pectaBpauma  (pecTaBpaLMOHHO-KOHCEPBALMOHHasA 06paboTKka) KaK Kommiekc pabot u
TEXHOJ/IOTMYECKMX OMNepaLmii MO BOCCTAHOB/IEHUIO CBOMCTB M A0J/ITOBEYHOCTM OPUIMHAIOB apXMBHbIX
OOKYMEHTOB;

BOCMPOU3BEAEHNE apPXMBHbIX [AOKYMEHTOB C LEAbl0 CO34aHMA CTpaxoBoro ¢oHAaa Konwuid
YHUKaNbHbIX AOKYMEHTOB M 0COB0 LeHHbIX AOKYMeHTOB M ¢oHAa Monb3oBaHWA; dboTopecTaBpaumn
apXMBHbIX [OOKYMEHTOB C yraclmMm W CNabOKOHTPACTHbIM TEKCTOM; 3amMeHa OpPWUIMHaN0B C
HeLONrOBEYHbIMM UAW  PasPYLUEHHbIMU HOCUTENAMM KOMUAMM AONA COXPaHEHMA OOKYMEHTHOM
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nHpopmauum n ap.;

nepensieT apXmBHbIX AOKYMEHTOB;

obecnblINBaHME apPXUBHbIX AOKYMEHTOB;

06paboTKa apxmMBHbIX AOKYMEHTOB B PEXKMME aBapuiMHO-cnacaTe/ibHbIX paboT, B TOM uucie c
npMMEHEHNEM CpPeacTB UM cnocoboB CywKM, Ae3MHPEeKUnu, Ae3MHCEKUMWU, 3aMoparKMBaHuUs,
pecTaBpalunm, BOCNPOM3BeAeHMA, Ae3aKTUBALUKN U APYTUX BUAOB Lenesoi 06paboTku.

AyauoBusyasibHble M 31EKTPOHHbIE AOKYMEHTbl B 3aBUCMMOCTM OT GU3IMYECKON NpUpoabl
HOCUTeNs NOABEpPratTCca CAeAyloWMM pecTaBpauMoHHbIM U KOHCEPBALMOHHO-NPOOUNAKTUYECKUM
paboTtam:

APXMBHbIE AOKYMEHTbI HA MAarHUTHOWM JieHTe:

OUMCTKE NMOBEPXHOCTM OT MbIZIN U YACTUL, FPA3KN Ha CNeLmManbHOM O4YUCTUTENBHOM 060PYA0BaAHNY;

3aMeHe NepecoxLwmx U MOKOPOBNEHHbIX CKNEEeK;

0dOPMNEHUIO PYSIOHOB MArHUTHOM NIEHTbI 3aLLUTHOM MArHUTHOM JIEHTOM C ABYX CTOPOH no 2 - 2,5
m;

nepemoTKe C LEeNblo CHATUA BHYTPEHHMX HaNPAXKEHWI B PYyN1OHAX MarHUTHbIX IEHT, BO3SHUKLUUX U3-
33 nepenagoB Temnepatypbl W BAAXKHOCTU MNPU XPaHEHUU U TPAHCNOPTUPOBAHUM APXMBHbIX
OOKYMEHTOB;

APXMBHbIE AOKYMEHTbI Ha AMCKOBbIX HOCUTENAX:

obecnblINBaHUIO;

NPOTUPKE aHTUCTATUKOM;

KMHOGDOTOA0KYMEHTbI, MUKPOPOpPMbI U POHOrPamMMbl K KUHODU/IbMAM:

obecnblINBaHUIO;

YAANEHUI0 BOCKOBbIX, YKMPOBbIX U UHbIX 3arPA3HEHUI;

YKPEN/IEHUIO CKNEEK U NPOCEYEK;

pemMoHTy nepdopaunu;

nepeaesike rpybbix, KOPob/IeHHbIX 3aMnaaT U CKNEeK;

PEMOHTY NOBPEXKAEHHbIX NOEe KafpoB.

lpamopurmHanbl GOTOLOKYMEHTOB NOABEPratOTCA 3/IEKTPOXMMUYECKOM OYUCTKE.

2.11.9.2. PaboTbl MO PUINKO-XMMUYECKOMW WM TeXHMYECKON 06paboTKe apXMBHbIX LOKYMEHTOB
noApasaenatoTca Ha NaaHoOBbIe U BHEMN/aHOBbIE.

MnaHoBaa 06paboTka apXMBHbIX [OKYMEHTOB MNPOBOAMTCA MO pe3ynbTaTamM MPOBEPKU WX
COCTOAHUA B MOpPAAKE 04YepeaHOCTW, YCTaHOB/JIEHHOM B apxvMBe C y4eTOM MNPUHAANENKHOCTM UX K
Pa3NMUYHbIM LLEHHOCTHbIM Tpynnam, ocobeHHocTeln (GM3MUYECKOrO COCTOSHWUA aPXMBHbLIX AOKYMEHTOB
pa3NMUHbIX BUAOB U BO3MOXKHOCTElM apxuBa. MNpuUopuTeT oTAAETCA YHUKANbHbIM AOKYMEeHTaMm U 0cobo
LeHHbIM AOKYMEHTaM.

K BHennaHoBbiIM OTHOCATCA pPaboTbl, BbINOJHAEMblE B aBapUMHO-CMacaTesbHbIX CUTyauMsX,
CBA3AHHbIX C JIOKa/lbHbIM WAM MaCCOBbIM MOPAXKEHNEM apXMBHbIX [OKYMEHTOB OFHEM, BOAOM,
XUMUYECKMMW WKW PaaNOaKTUBHbIMKU BellecTBamu. CpouyHble Mepbl MO BblAENEHUIO, U30NALUM,
CaHUTapHOM 06pPaboTKe apXMBHbLIX AOKYMEHTOB M MECT UX XpaHeHUsA MNPeAnpUHUMAIOTCA TaKKe npu
Nnopa*keHMM apXmMBHbIX JOKYMEHTOB BUONOTMUYECKUMU BPEANTENSMMU.

HomeHKknaTypa, nopsagoK MPOBEAeHUAs W TexXHoMorms paboT no  PpUIMKO-XMMUYECKON W
TEXHUYECKOW 06paboTKe apxXMBHbIX [AOKYMEHTOB OMpPeAenstoTCs OTPac/NeBbIMM HOPMATUBHLIMU U
METOANYECKMMU SOKYMEHTAMMU.

Obuwme TpeboBaHMsA K Bblgaye apXMBHbIX
[OKYMEHTOB M3 apXMBOXPAHWUIMNLLA

2.11.10. ApxuBHble OOKYMEHTbl, umetowme ¢OHAL NONb30BAHMA, U3 apPXMBOXPAHWAWLLA, KaK
npaBwuo, He BblAAKOTCA.

ApXMBHble AOKYMEHTbI, He Mpolealwme Hay4HOro OMUCAHUA U TeXHUYECKOoro opopmneHuna, us
APXMBOXPAHUAULLA HE BblAAOTCA ANA UCMO/b30BAHWUA UM NpoBeaeHUA paboT Mo co34aHMI0 CTPAXOBOTO
doHaa 1 doHAaa NoAb30BaAHMA.

Bblgaya M3 apxvMBOXpaHWAMLWLA MOAJAMHHMKOB 0COBO LIEHHbIX [OOKYMEHTOB, B TOM 4ucne
YHUKaNbHbIX OOKYMEHTOB, a TaKXe [AOoKymeHToB ApxusHoro ¢oHaa Poccuitickonr Pepepaumm,



Haxo4AWMXCA B HEYA0BNETBOPUTENLHOM GU3NYECKOM COCTOSHUM, OCYLLECTBAAETCA B UCKAOUUTENbHDBIX
CNy4asAxX C MMCbMEHHOIO pa3peLLeHUs PYKOBOAUTENA apXMBa.

ApXMBHble OOKYMEHTbl BbIAAIOTCA M3 APXMBOXPAHWAMLLA FOCYAAPCTBEHHOrO apxuBa, Myses,
61banoTekmn, opraHmsaumm Poccuinckoi akagemmm HayK € MMCbMEHHOTO paspeLleHmna:

3aBeyIoWero apxmMBOXpaHUAUWem (oTaenom obecneyeHns COXPaHHOCTM) - MONb30BaTENAM B
YUTANbHBIN (MPOCMOTPOBbLIA) 3an apxvMBa M PabOTHMKaM apxuBa ANs CAyXKebHbIX uenen B pabouue
NomMeLLeHUS;

pyKoBOAMTENA apxvMBa WAW  ero  3amectutena - ¢oHpoobpasosatenam, cyaebHbim,
NPaBoOOXPAHUTENbHBIM U MHbBIM YNOJIHOMOYEHHbIM OpraHam BO BPeMEHHOE MoJ/Ib30BaHME MPU HANUUYUK
rapaHTUMHOIO MMUCbMa OT HWX; OPraHM3auMAM - ANA SKCMNOHWMPOBAHMA NPU HAAMYMM [0rOBOPaA O
NpoBeAEeHMM BbICTAaBKM W  COOTBETCTBYIOLLEFO MPWMKA3a pPyKOBOAUTENA apxmBa; pPabOTHMKam
nabopatopumn apxmea, CNeUnannM3MpPoBaHHbIM OpraHU3aLMAM - Aaa NpoBeAeHns PaboT No co3gaHuto
cTpaxoBoro ¢oHAa M GoHAA MONb30BAHUA W chneumanbHo 06paboTKM APXMBHBIX AOKYMEHTOB MpU
Ha/IM4YMM COOTBETCTBYIOLLENO AOr0BOPA CO CNELNaNN3NPOBaHHOM OpraHu3aLmen.

Bbl4aya  apXMBHbIX [OKYMEHTOB  BbIWEYMNOMAHYTbIM  KaTeropuMam  Monb3oBaTenen  u3
APXMBOXPAHUANLLA MYHULMNANBHOFO apxvBa, My3esi, BMOBAMOTEKM OCYLLECTBASETCA C MUCbMEHHOro
paspelleHmns 3aBeyoWwero MyHULUNAAbHbIM apXMBOM, My3eem, BUBAMOTEKON.

Bblaavy apXuBHbIX AOKYMEHTOB M3 apXMBOXPaHMAMUWEA M MNpUem KX obpaTHO, B TOM uuc/ie
MO/MIUCTHYIO MPOBEPKY HaJMYMA W COCTOAHWMA APXMBHbLIX [OKYMEHTOB Mepes Bblgavyerd uX U3
APXMBOXPAHUAWLLA M NPU BO3BPATE, NPOU3BOAMT PAabOTHUK apXMBOXPaHUAULWA. MOAUCTHYIO NpoBepKy
HaNM4MA N COCTOAHWUA APXMBHbIX [JOKYMEHTOB, BO3BpALLAeMbIX NO/b30BaTENAMU B YUTA/IbHOM 3ase,
ocyLLecTBAsAeT paboTHUK YUTaNbHOTIO 3aa.

O6s3aTeNlbHOM NONUCTHOW MpPOBEPKE HaAUYMA U  COCTOAHMA nepes BblAayel aAPXUBHbIX
OOKYMEHTOB U3 apXMBOXPAHMAMLLA M NPU X BO3BPATE NOA/1EXkKaT:

YHWKaNbHble JOKYMEHTbI U 0C060 LLeHHbIe AOKYMEHTbI;

APXMBHbIE AOKYMEHTbI, UMetoLwme B 0poOpPMAEHUN NN NPUIOKEHUM K HUM APArOLEHHbIE KAMHU U
MeTannbl;

HecbpoLopoBaHHbIE apXUBHbIE AOKYMEHTbI;

[ena, paHee He BblAaBaBLUMECA U3 APXMBOXPAHUINLLA U HE MMEIOLLIME TIUCTOB-3aBepuUTeNen;

Aena, cogepalume asrorpadbl, rpapuyeckme OKYMeEHTbI, NOYTOBbIE U repboBble 3HAKK, NevaTy,
OTKPbITKM, KOHBEPTbl C agpecamu, MapKaMu, W Apyrue apxmBHble AOKYMEHTbl, MOTEHUUANbHO
npeAcTaBAstoWwmne MHTEPEC A5 KOTEKLMOHEPOB.

CocTaB gpyrux gen, noanexawmx noANCTHOM NPOBEpPKe, ONpesesaeTca PyKOBOACTBOM apXmMBa Ha
OCHOBE peLleHMA SIKCNEePTHO-METOAMUYECKON KOMUCCUM.

OTMeTKa 0 NpoBeAeHHOM NOSIUCTHOW NPOBEPKE CTaBUTCSA B IUCTe-3aBeputene (npunoxkenune N 3).

Ha mecTo BblAaBaeMbIX M3 APXMBOXPAHUAULWA €AMHUL, XPaHEHUA W ONUCel Aen, LOKYMEHTOB
NoAKNaLbIBAETCA KapTa-3aMecTUTeNb.

ApXMBHblEe AOKYMEHTbI, Bbl4aBaeMble M3 APXMBOXPAHWMULLA, OO/KHbI MMETb apXMBHbIA WKP,
NPOHYMEepPOBaHHbIE JINCTbI, INCT-3aBepuTesb (NpunoxkeHne N 3) M AUCT MCNONb30BAHWUA AOKYMEHTOB
(npunokenue N 4).

MoAroToBKa apXmMBHbIX OKYMEHTOB K BblAaye U3 apXMBOXPAHWU/IMLLA BKAKOYAET:

BblEMKY apXMBHbIX JOKYMEHTOB;

CBEPKY apXMBHOIo Wrdpa M 3aroNoBKOB (aHHOTALMI) C ONUCLIO (KHUIOM yyeTa U onucaHusa) aen,
OOKYMEHTOB;

NOMIMCTHYIO NPOBEPKY apXMBHbIX e/ - B YCTAHOBEHHbIX Cy4asX.

CBepKa apxuBHOro wudpa apxmBHbIX AOKYMEHTOB C OMUCbIO (KHUTOM yyeTa U ONUCaHUA) aen u
OOKYMEHTOB NpeanonaraeT NpoBepKy NpaBubHOCTU opopmaeHnUa 0610KKMU U TUTYNIbHOTO INCTa Aena,
NepBUYHOIO CPeACTBA XPaHEHWA ayAMOBWM3YasIbHOTO, 3/NEKTPOHHOrO AOKYMeEHTa, MpPaBUIbHOCTU
COCTaB/IEHUSA 3aro/I0BKa U Wndpa eANHULBI XpaHeHUA. MpK HannumMm 6oNbLLIMX UCNPaBAEHUIA 06N10KKA U
TUTY/IbHBIN INCT 3aMEHAOTCA C COXPAaHEHMEM NPU HEOHXOAUMOCTU CTAapPO OBNOMKKN.

Mpy NoAroToBKe K BblAaye N3 apXMBOXPAHMAULLA OTAE/IbHbIX aPXUBHbIX LOKYMEHTOB, U3bATbIX U3
Oen, Ha 0bOPOTHOWM CTOPOHE KaXKAOro IMCTA BHE TEKCTA aPXMBHOMO AOKYMEHTa NPOCTaBAAETCA WTamn C
apPXUBHbIM WKdpom.



CpOKM BblAaum apXmMBHbIX JOKYMEHTOB

2.11.10.1. ApxmnBHble AOKYMEHTbI BblAAIOTCA U3 aPXMBOXPAHUAMULLA HA CPOK:

[0 OZIHOTO Mecsla - MO/b30BaTeNAM B UMTa/bHbIM 3an U paboTHMKam apxuBa (Kpome ocobo
LEHHbIX OKYMEHTOB, BblgaBaeMbIX Ha CPOK He bonee AByX Heaenb);

00 Tpex mecsaues - poHa00bpa3oBaTensam;

[0 LWeCTU MecaLEeB - cyaebHbIM, MPaBOOXPaHUTENbHbBIM U MHBIM YNOJHOMOYEHHbIM OpraHam.

BblAaya apXxMBHbIX AOKYMEHTOB M3 apXMBOXPaHMAMULLA A1 SKCMOHMPOBAHUS OCYLLECTBASETCS Ha
CPOK, onpeaeneHHbI 4OrOBOPOM O NPOBELEHUN BbICTAaBKMU.

CpoK BblayM apXMBHbIX AOKYMEHTOB AN CO34aHMA cTpaxoBoro ¢poHaa, ¢oHAa Nosib30BaHUA U
Ans cneunanbHo ob6paboTkm onpeaensieTca naaHamu paboTbl apxMBa M 4OroBopamM Ha NpPoBeAeHUe
COOTBETCTBYHOLWMX PabOT CO CTOPOHHUMU OPraHU3aLUSMMU.

MpoaneHne CPOKOB BblAaun apXMBHbIX OOKYMEHTOB AOMYCKAETCA C pa3pelleHus PyKoBOACTBA
apxuBa.

OdopmneHune BblgauM apxXmMBHbIX LOKYMEHTOB

2.11.10.2. Bblgaya apxXuMBHbIX AOKYMEHTOB W3 apXMBOXPAHMAULLA PErncCTPUMPYEeTCA B KHMUrax
BblJauM apPXMBHbIX [AOKYMEHTOB, Konui ¢oHAa NONb30BaHMA W3 XpaHWIMLWA, KOoTopble BeadyTcA
pa3feNibHO MO KaXXAoMy apXMBOXPaHWAULLY M BUAY Bbloauu.

Bblgaya apXuBHbIX AOKYMEHTOB B 4MTa/bHblA 3an odpopmaseTcs 3aka3om (TpeboBaHuem) Ha
BblAauyy apXMBHbIX [AOKYMEHTOB, Konuin ¢oHAa NO/b30BaHUA, onucer aes, [AOKYMEHTOB WU
PErucTpUpPyeTcsa B KHUTe BblAaun apXMBHbIX AOKYMEHTOB, KONUI ¢OHAOA MO/Ib30BaHUA U3 XPaHWU/IMLLA B
UYMTa/IbHbIN 3an, B KOTOPOW pacrnucbiBaeTcA PabOTHUK YMTANbHOrO 3ana. WMCnosHeHHbIM 3akKas
(TpeboBaHWe) nonb3oBaTeNA HanNpPaBASETCA B YWUTANbHbIM 3a71 BMeCTe C BblAAaHHbIMU APXMUBHbLIMM
OOKYMEHTAaMM U XPaHUTCA B IMYHOM Aene No/ib30BaTesns.

Bbldaya apXMBHbIX AOKYMEHTOB PabOTHWKY apxuBa A/ WMCMONAb30BaHWUA B C/AYXKEDOHbIX Lensx
odopmaseTcsa 3aka3om (TpeboBaHMEM) Ha BblAauy apXMBHbIX LOKYMEHTOB, KONUit ¢poHAa NoJIb30BaHMs,
onucein aen, ALOKYMEHTOB, KOTOPbIA BM3MPYETCA PYKOBOAUTENIEM COOTBETCTBYIOLWEro NoApasaeneHus.
3aka3 (TpeboBaHMe) perucTtpupyeTca B KHUre BblAAYM apPXMBHbIX [OOKYMEHTOB, Konuit ¢oHAaa
Nno/sib30BaHMA U3 XpaHMIMLWLA B paboune NomelleHua, B KOTOPOM paboTHMK, MOAYUYMBLUMIA apXUBHbIe
OOKYMEHTbI, PacnMCbiBaeTCs 3a KakAayl eauHuuy XpaHeHua. 3aka3 (TpeboBaHue) HaxoauTcs B
apPXMBOXPaHUNULLE A0 UCTEYEHUA CPOKA €ro XpaHeHus.

Bblgaya apxuBHbIX AOKYMEHTOB B JlabopaToputo apxmBa oGOpMASETCA 3aKa3oM Ha NpoBeaeHue
COOTBETCTBYIOWMUX PabOT U PernucTpupyerca B KHWUre BblAayM apXMBHbIX AOKYMEHTOB, Konui ¢oHAa
Nno/sib30BaHMA U3 XpaHUAULLA B NabopaTopuio, B KOTOPOW pacnucbiBaeTca paboTHUK nabopatopumun. 3akas
y4uTbIBaeTCA B /1abopaTopuM U B COOTBETCTBYIOLLEM MOAPA3AE/NEHMUM apXMBA U CNYKUT KOHTPO/IbHbIM
OOKYMEHTOM 3a XO40M NpoBeAeHUsA BCEX 3TanoB PaboTbl C apXMBHbIMU JOKYMEHTAMMU.

Bblgaya apxXMBHbIX AOKYMEHTOB BO BpPeMeHHOe MNo/b30BaHMe OPOPMAAETCA aKTOM O Bblaaye
apPXMBHbIX AOKYMEHTOB BO BPEMEHHOE MO0JIb30BaHWE U PErmcTpUpyeTca B KHUre BblAauuM apXMBHbIX
OOKYMEHTOB, Konuit ¢oHAa NoAb30BaHUA M3 XPaHWUIMLLLA BO BPEMEHHOE MOJIb30BaHME.

Bblaaya ¢oHAa nonb3oBaHMA

2.11.10.3. Bblgaya KOMU apXMBHbIX JOKYMEHTOB M3 ¢poHAa NOJ/Ib30BaHUA 0hOpMAAETCA 3aKa3om
(TpeboBaHMeM) Ha Bblgayy aAPXMBHbIX [OKYMEHTOB, Konuit ¢oHZa NONb30BaHWA, ONUCEN Jen,
OOKYMEHTOB M peructpupyetca B KHUre (KHurax) BblZaunm ¢OHAA N0/b30BaHWUA, BeayLLMXCA
LEeHTPa/IM30BaHHO UK Pa3ge/ibHO NO KaxKAOMY apXMBOXPAHUANLLY.

Bblgaya onucelt aen, AOKYMEHTOB
2.11.10.4. Onucun gen, AOKYMEHTOB BblAAOTCA Ha CPOK, HEe MpeBblaoWmMn NATU AHen. Bbiaaya

onucen fAen, AOKYMEHTOB, UMEIOWIMXCA B OAHOM 3K3eMNaspe W XPaHALIMXCA LEeHTPaan30BaHHO,
[JOMYCKAETCA B UCKAIOUMTEbHbIX C/IYYasaX C paspeLleHns PyKoBoAMTENSA apXMBa UM ero 3amMecTUTens Ha



CPOK, KaK NpaBu0, He NPeBbIWatoWMi 0ANH AeHb, U odopMAAETCA MO aHANOMMK C Bblgayen NoANHHbIX
aPXMBHbIX JOKYMEHTOB.

Bblgaya onuceit gen, 4OKYMEHTOB opopmaseTcs 3aka3om (TpeboBaHMeM) Ha Bblaayy apXMBHbIX
OOKYMEHTOB, KON doHAa NONb30BaHMA, ONUCEN AeN, LOKYMEHTOB U PETUCTPUPYETCA B KHUIE Bblaauun
APXUBHbIX AOKYMEHTOB, Konui ¢oHAa NONb30BaHMA M3 XpPaHWUAMLWA, B KOTOPOM pachnmcbiBaeTcs
NOAYYMBLUMIA ONUCb PAaDOTHMK apxmMBa UM NOAb30BATEb.

KOHTpPO/1b 32 COXPAHHOCTbLIO BblAAHHbIX aPXUBHbBIX AOKYMEHTOB.
Bo3BpallueHMe apXMBHbIX JOKYMEHTOB B apXMBOXpaHMNULLLE

2.11.10.5. BboiBEepKa KHUT Bblaayn apXMBHbLIX AOKYMEHTOB NPOBOAMUTCA HE perke OA4HOro pasa B
KBapTan wuan B nonyrogue. Ecnv B pesynbTaTe BbIBEPKU KHWUIM BblAayM YCTAHOBAEH GaKT HapyleHua
CPOKOB BO3BPALLEHUA APXMBHbLIX AOKYMEHTOB, BbIACHAIOTCA €ro MPUYMHBI U NPUHUMALOTCA Mepbl K
BO3BPATy apPXMBHbIX [OKYMeHTOB. Ecan HeBO3BpalleHWe apXuBHbIX [AOKYMEHTOB B CPOK B
apPXMBOXPaHUAWLWLE BbI3BAHO HEOOXOAMMOCTbIO MX  O3afibHENMLero  MCNo/b30BaHMA,  BblAaya
nepeodopmnnetca. Mpu 3ageprKKe BO3BPALLEHUA apXMBHbIX AOKYMEHTOB 6e3 yBaXKMTE/IbHbIX MPUYMH
NPUHUMAIOTCS Mepbl AN UX HEMeANIEHHOrO BO3BPATA B apXMBOXPAHUMLLE.

B uensx KOHTPOAS 33 COXPAHHOCTbIO aPXMBHbIX AOKYMEHTOB MoApasfenieHne, OTBETCTBEHHOE 33
XpaHEHME aPXMBHbIX AOKYMEHTOB, NPOBOAMT NPOBEPKN COXPAHHOCTU BblAaHHbIX U3 aPXMBOXPAHUAMLLA
aPXMBHbIX LOKYMEHTOB. MPOBEPKM NPOBOAATCA B NJ1aHOBOM MOPAAKE UAN NO Mepe HeEOBXOAMMOCTM No
COrnacoBaHMIO C PyKOBOACTBOM apXMBa.

Mpn BO3BPALLEHUN APXMBHbLIX LOKYMEHTOB B APXMBOXPAHW/IMLLE OCYLLECTBAAETCA MNOAMCTHasA
npoBepka ux GU3MYECKOro COCTOSIHWUA B YCTAHOBJIEHHOM nopsaake (cm. n. 2.11.10). B KHure Bblgauu
APXMBHbIX AOKYMEHTOB A€NaeTcA OTMETKa O BO3BPALLEHUW APXMBHBIX AOKYMEHTOB B MPUCYTCTBUM
BO3BPaTMBLUMX WX pPaboTHMKOB apxmBa uam ¢oHagoobpasosatend. Ecan BbisiBAEHbl NOBpPEXAEHUS
BO3BPALLAEMbIX apPXMBHbIX [AOKYMEHTOB, COCTaBASAETCS aKT B MPOU3BOJIbHOM ¢opmMe, KOTOpPbI
NnoAnuCcbiBaeTcs PaboOTHUKOM AaPXMBOXPAHUAULLA U INLOM, BO3BPALLAIOWMM apPXUBHbIE AOKYMEHTbI, U
npeacTaBAseTca Ha PacCMOTPEHUe PYKOBOACTBA apXxmBa.

Apxue 06A3aH yBeLOMMUTb MO/Ib30BATENS O TOM, YTO OH OTBEYAET 33 COXPAHHOCTb MOJIYYEHHbIX
apPXMBHbIX AOKYMEHTOB M cobatogeHne npasua paboTbl C HUMKM B COOTBETCTBMU C 3aKOHOAATENLCTBOM
Poccuiickoin Pepepaumnn.

B ciyyasnx XMLLEHMA WK NOBPEXAEHUA APXMBHbIX LOKYMEHTOB, B TOM YMC/le BHECEHUA B UX TEKCT
M3MEHEHU (ecan 3TO MOXKeT OblTb KBaMPUUMPOBAHO KaK MOBPEKAEHME apPXMBHOIO AOKYMEHTa),
apx1B 0bpaLLaeTcsa ¢ COOTBETCTBYIOLWMM 3aAB/IEHUEM B OPraH BHYTPEHHUX AeN MO MECTY PACNO/IOKEeHUS
apxuBa, B TPEXAHEBHbIN CPOK MHOOPMUPYET CheuuasnbHO YMNOJHOMOYEHHbIM deaepanbHbIi opraH
WCMNOJIHUTENBbHOM BAACTM, YNOJHOMOYEHHbIE OpraHbl MCMONHUTENIbHON BAacTU CybbeKkToB Poccuiickoit
depepaunn, oCcyLLEeCTBAAIOWME KOHTPO/b 33 COBNOAEHMEM 3aKOHOAATENbCTBA 006 apXMBHOM Aefe B
Poccuiickoli depepaumm, NPUHMMAET [pyrme Mepbl K BO3MELEHWUIO yuepba B COOTBETCTBUM C
3aKoHoAaTenbCTBOM Poccuitickoit degepauymm.

TpaHCI'IOpTMPOBKa M nepemelieHne apxmBHbIX JOKYMEHTOB

2.11.11. Mpw TpaHCNOPTMPOBKE apPXMBHbIX AOKYMEHTOB Ha tobble paccTosHus cobntogatoTca
Mepbl MO OXpaHe W 3aWmTe MX OT BO3LEWCTBMA BpeAHbIX GAKTOPOB OKpY)Katolelh cpedbl nyTem
NPUMEHEHMA CMeLuManbHblX BMAOB YMNaKOBOK, obecneymBalomMX 3alMTy apXMBHbIX AOKYMEHTOB OT
0CaflKoB, CBETA, MEXaHUYECKMX NOBPEXKAEHWA.

TpaHCNOPTUPOBKA apPXMBHbLIX AOKYMEHTOB MPOM3BOAMUTCA NPU WX MNAOTHOW  YKNAAKe,
WCK/IOYAIOLLEN BO3MOMHOCTb MepemeLLeHUA apXMBHbIX AOKYMEHTOB BHYTPWU YMAKOBKM, YA3apoB WU
pasfINYHbIX COTPACEHUN, NPy 3TOM GOTOPOHOAOKYMEHTbI YNAaKOBbIBAOTCA B BEPTUKAZIbHOM MONOMKEHUM
B KOPOOKM KECTKON KOHCTPYKLMWM COOTBETCTBYIOLLErO pasmepa, 06epHyTble BO BAAroHenpoHULAaemMyto
TKaHb. [lpyrne ayanoBuM3yanbHble U 3IEKTPOHHbIE AOKYMEHTbI, Fpadmyeckne n KpynHopopmaTHble Aena
N AOKYMEHTbl NMepemelLaroTca TOAbKO B YMaKOBKE, B KOTOPOW OHM XPAHATCA, WAM B CNEeuuanbHO
npeaHasHavyeHHbIX A8 UX NepeMeLL,eHnA CpeacTBax.

[Onsa nepemelleHnA apXmMBHbIX LOKYMEHTOB BHYTPWU apXMBa MCNONb3YIOTCA NEPeABUIKHbIE TENEKKM



W Apyrue cpeactsa TPAHCMOPTUPOBKM.
BHYTpUropoAckmne nepeBO3KM apXMBHbIX AOKYMEHTOB MPOM3BOAATCA B 3aKPbITbIX aBTOMALUMHAX
npu 06A3aTeNbHOM CONPOBOXKAEHUM PabOTHNKA apxMBa.
TpaHCMOPTMPOBKA apXUBHbIX AOKYMEHTOB Ha Aa/ibHWE PacCTOAHMA NPOU3BOAMTCA B yNaKoBaHHOM
BMAE B KPbITOM TPaHCMOPTHOM CpPeACcTBE B COOTBETCTBMM C MPaBUiAaMM NEPEBO3KM LIEHHbIX Fpy30B,
YCTaHOB/IEHHbIMM A1 COOTBETCTBYIOLLErO BUAA TPAHCMNOPTa.

Bbiasnenue YHUKa/ZIbHbIX JOKYMEHTOB
N 0C060 LEHHbIX JIOKYMEHTOB

2.11.12. BbliBNEHWE YHMKaNbHbIX OOKYMEHTOB M 0CO60 LIEHHbIX AOKYMEHTOB NpoBOAMTCA B
NJ1aHOBOM nopsAgKe Havbonee KBaAMOULMPOBAHHBLIMW CMELMANUCTAMU Ha OCHOBAHWMWM OTPACAEBbIX
Hay4YHO-MeTOANYECKMX Pa3pPabOTOK U METOANYECKMX NOCOOUIA, NOATOTOBAEHHbIX B apXMBE.

OnpepeneHune B coctaBe ApxmBHoro ¢oHza Poccuitickon Pepepaunm YHUKAAbHbIX AOKYMEHTOB
OCYLLEeCTBNSAETCA B COOTBETCTBUM C PernameHTom [OCYAapCTBEHHOMO peectpa YHUKANbHbIX AOKYMEHTOB
ApxumBHoro ¢poHaa Poccuiickon desepaumm 1 BKAOYAET B cebs:

3aMNO/IHEHWE HA KaXKAbl/ BbISIBAEHHbIA MOTEHUMANbHO YHUKa/bHbIA AOKYMEHT JIMCTA y4yeTa u
OMNUCaHMUA YHUKANbHOMO AOKYMEHT];

PaccCMOTPEHME IKCNEPTHO-METOANYECKOM KOMWUCCMEN (MM ApYyrMM COBeLLATe/IbHbIM OpraHom)
apx1Ba NpeacTaBieHHbIX MaTepUanos;

npeacTaBfeHMe MNpPeasioXeHUn O BK/AKOYEHUM  BbIABAEHHbIX MOTEHLMANbHO  YHMKaNbHbIX
OOKYMeHTOB B [0CyfapCTBEHHbIA peecTp YHWMKANbHbIX AOKYMEHTOB ApxMBHOro ¢oHaa Poccuiickoi
depepaunn B COOTBETCTBYHOLMIA YOJHOMOYEHHbIN OpraH UCNOIHUTE/IbHOW BAACTU B chepe apXMBHOIo
aena.

OnpepeneHne B coctaBe ApxmHoro ¢poHaa Poccuiickoit ®Pegepaumm 0cobo LEHHbIX JOKYMEHTOB
OCYLLECTB/IAETCA IKCNEepPTHO-NpoBepoYHOM Komuccuel (IMNK) dpeaepanbHOro rocyaapcTBEHHONO apxmBa,
3MK yno/HOMOYEHHOro OpraHa MCNOJIHUTENbHOM BAacTM cybbeKkTa Poccuitckoit Pepepaunn B chepe
apXMBHOrO  Aena, 3KCnepTtHoW  GOHAOBO-3aKYMOYHOM  KOMMUCCMEN  rOCYyAapCTBEHHOrO MM
MYHUUMNANbHOTO My3esi, SKCMePTHON KOMUCCUEN FOCYAapCTBEHHON MAN MyHUUMNANbHOM BnbanoTekuy,
3MK ApxvBa PoCCMWCKOM aKafemMuUM HayK W 3aKpennAaeTca YYeTHbIMM [OKYMEHTaMW apxvBa B
yCTaHoB/eHHOM nopAaake (cm. n. 3.7.5).

3MNK yno/sHOMOYEHHOro OpraHa WMCNONHUTENbHOW BAacTU cybbekTa Poccuiickoit depepaumm B
chepe apxuBHOro gena Bnpase AeNernpoBaTb MONHOMOYMA MO ONpeaeNeHnto B cocTaBe ApPXMBHOIO
doHaa Poccuiickon deaepaumm 0cobo LEeHHbIX JOKYMEHTOB 3KCNePTHO-METOAMUYECKON (MeToanYecKo)
KOMMCCUM rocyAapcTBEHHOMO apxmBa cybbeKkTa Poccuinickont degepauum.

CosaaHue cTpaxoBoro ¢poHAaa

KoHcynbTaHTlAOC: NnpyMmeyaHue.
B oduumManbHOM TeKCTe AOKYMEHTa, BUAMMO, AONYyLLeHa oneyaTka: NyHKT 4.13.3 B AOKyMeHTe
OTCYTCTBYET, MO BOMPOCY, KacatlowwemMycs XpaHeHMa CTpaxoBoro ¢poHaa, cM. NyHKT 2.11.13.3.

2.11.13. CoBOKYMNHOCTb CTPaXOBbIX KOMUI YHUKANbHbIX M 0COBO LEHHbIX AOKYMEHTOB APXMBHOIO
doHaa Poccuiickoit depepaumn (ganee - cTpaxoBoit ¢GoHA) CO3[aeTCA B LENAX COXpaHeHus
OOKYMEHTHOW WMHPOPMALMWM Ha CAy4Yal yTpaTbl UAM MOBPENAEHWUA OPUTMHANOB STUX AOKYMEHTOB.
CTpaxoBoit ¢OHA, ABNAETCA HEMPUKOCHOBEHHbIM W XPaHUTCA TeppuTOpuanbHO 060cobieHHO oT
OPUTMHANOB  YHMKa/bHbIX AOKYMEHTOB M 0COB0O LEHHbIX [AOKYMEHTOB B  CreuManbHbIX
apxmBoxpaHuauuiax (cm. n. 4.13.3).

OuepenHOCTb CTPAaxOBOro KOMWPOBaHMA onpegensetca € yd4eTom ¢U3MYECKOTro COCTOSHMSA
YHUKANbHbIX [OOKYMEHTOB M 0COBO0 UEHHbIX [AOKYMEHTOB M WMHTEHCMBHOCTM OOpalleHMsa K HUM.
MepBooyepegHOMY KOMUPOBAHWUIO CPeAW HUX NoAnerKaT Hambosiee WUHTEHCMBHO WCMOJib3yemble, C
NoBpPEXKAEHUAMMU MATEPUANIBHOTO HOCUTENA U AOKYMEHTHOMN MHPOpMaLMN.

MoAroToBKa YHUKAbHbIX OKYMEHTOB M 0COD0 LLEHHbIX LOKYMEHTOB K CTPaXOBOMY KOMWPOBaHWUIO
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OCYLLECTBNISIETCA B COOTBETCTBUM C NOPAAKOM Bbiaun apXMBHbIX OKYMEHTOB U3 apXMBOXPaHUAULL, (CM.
n.2.11.10).

CtpaxoBoe KonMpoBaHMe MNPOBOAUTCA C COBAOAEHMEM cUcTeMaTM3alMUM eAMHUL, XPaHeHuA B
onucKM Aen, [OOKYMEHTOB, KOTopas KonupyeTca nepes  eAuMHULAMM  XpaHeHus. CTpaxoBomy
KOMMPOBAHMIO NOA/NENKAT BCE BXOAALLNE B eAMHULLYY XPaHEHUA apPXUBHbIE AOKYMEHTbI.

Mpu CTpaxoBOM KOMUPOBaHMUWU Aena, Kak MNpaBwuao, pacliMBKe He noasnekaTt. PacluuBka aen
NPoOuU3BOAUTCA B UCKAKOUYUTENbHbIX Cy4asx MO COMMacoBaHWIO C PYKOBOACTBOM apXxuBa MpW MOAHOWM
HEBO3MOXHOCTM KOMMPOBaTb nepensieTeHHoe aeno. Mo oKoHYyaHMM paboTbl Aeno nepennertaerca
nabopaTtopuein nan opraHusaLmen - U3roToBMUTeIeM CTPAXoBbIX KOMWI 3aHOBO.

CTpaxoBoe KOMMPOBaHME YHUKaNbHbIX JOKYMEHTOB WM 0COBO LUEHHbIX [JOKYMEHTOB
OCYLLECTBNAETCA B COOTBETCTBUMM C TEXHOJIOTMYECKMMWU pPernameHTamm 1M Apyrumn AeMCTBYHOWMMU
HOPMaTUBHO-TEXHUYECKMMWN AOKYMEHTAMM.

CTpaxoBoil Konuen apxWMBHOIO [AOKYMeHTa Ha OyMaXKHOM OCHOBe SBAAETCS HeraTuBHas
MUKpodopma (MUKpoduabm mnnm mukpoduia) 1-ro NnoKoseHUs, M3roToBaeHHaa Ha ¢oTorpaduyeckoit
ranoreHMaocepebpsHON MNaeHKe COOTBETCTBYIOWEro TMna MeToA40oM OMnTUYeckoro ¢otorpadupoBaHua
[OOKYMEHTOB.

CTpaxoBoil KOMWENW KUHOAOKYMEHTA ABNAETCA MNepBas COBMELLEHHAss KOMWUA OpUIrMHana,
M3roTOB/IEHHAsA Ha MJIEHKE COOTBETCTBYIOLLErO TMMa METOA0M KOHTAKTHOM NnevaTu.

CtpaxoBoi Konuel ¢GOTOAOKYMEHTa ABAAETCA MepBans KONUA OPUrMHana, M3roToB/NEHHas Ha
doTonneHke COOTBETCTBYIOWLErO TUNA METOAOM PEeNnpPoAyLMPOBAHUA AU KOHTAaKTHOM neyaTu.

CtpaxoBoit Konuel (POHOAOKYMEHTa ABAAETCA NepBas KOMWA OpUrMHana, W3rotToB/eHHasn
COBPEMEHHOM CUCTEMOW 3anncu.

CTpaxoBoi Konuel BUAEOLOKYMEHTA SBAAETCA NepBas KONWSA OPWIMHaNa, M3roToB/ieHHas B
dopmate opurmHasa cnocobom BNAE03BYKO3aNUCU HA MAarHUTHOM NeHTe.

CosfaHue, KOMMAEKT 1 cocTas $oHAA NO/Ib30BaHNA

2.11.13.1. CoOBOKYMHOCTb KOMWIA aPXMBHbIX [AOKYMEHTOB, BbINOJHEHHbIX HA Pa3/INYHbIX
MaTepUanbHbIX HOCUTENAX W NpeAHa3Ha4YeHHbIX [A1A WCNONb30BaHWA C Uenblo obecneveHus
COXPAHHOCTU OPUIMHANIOB apPXMBHbIX AOKYMEHTOB (ganee - ¢OHA NO/b30BAHMA), CO343E€TCA, Kak
npasuIo, OAHOBPEMEHHO C CO3ZaHMEM CTPaxoBoro ¢oHAa, a TaKkKe Le/ieBbIM NopAaKOM Ha Hambonee
MCNONIb3yeMble apXMBHblE AOKYMEHTbl, B Mpouecce Apyrux paboT (paccekpeumBaHWe aAPXMBHbIX
OOKYMEHTOB, OpraHM3auma nx UCrnosib3oBaHus).

®PoHA nonb3oBaHMA, U3rOTOBJIEHHbLIN OAHOBPEMEHHO CO CTpPaxoBbiM (OHAOM, CO34aeTca B
0653aTe/IbHOM KOMMNIEKTE, BK/TOYAIOLLEM:

ONA apXMBHbIX [OKYMEHTOB Ha OyMmarKHOM OCHOBe - OAHY MUKPOdOpMy 2-TO MOKONEHUA Ha
ranoreHMaocepebpaHo nneHKe (HeraTMBHas WAM MO3UTMBHAA), W3rOTOB/JIEHHYID C HeraTMBHOWM
MUKpOodOpMbl 1-ro NOKONEHUA, N OAHY MUKPOPOPMY 3-r0 MOKONEHUSA, N3TOTOBIEHHYIO C MUKPOPOPMBI
2-T0 NOKONEHUS;

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

ANA KNHOOOKYMEHTOB - O4HY NO3UTUBHYHO COBMELLLEHHYHO KOMUIO, OANH MPOMEKYTOUHbI NO3UTUB
N306paXKeHUs U OAMH KOHTPATUM GOHOrpaMmmbl (419 3BYKOBbIX KUHOLOKYMEHTOB). M03MTMBHAA Konus U1
NMPOMEXKYTOUHbIA  MO3UTUB  U300OpPaXKEHUsA  AONKHbI  BXOAWTb B KOMMAEKT  KMHOLOKYMEHTa,
NPUHMUMAEMOro Ha MOCTOAHHOEe XpaHeHuwe. JlonyckaeTca [AOMNOAHUTEsNIbHOE MW3roToBfeHne ¢oHAa
No/Ib30BaHUA KUHOLOKYMEHTOB B BUAE BMAeopoHorpamm B popmaTax Betacam un VHS;

AnA GOHOLOKYMEHTOB - OZHY KOMWUIO Ha MAarHUTHOW NEHTE;

ONA BUOEOA0KYMEHTOB - 0gHY Konuto B popmate VHS.

BkntoyeHne B GOHA NONb30BAHUA KOMWUIN apXUBHbIX AOKYMEHTOB, B TOM YMUCAE Ha 3/1EKTPOHHbIX
HOCUTENAX, CO3aHHbIX B MpoLecce Apyrnx paboT, ocyLLecTBAAETCA apXMBOM CAMOCTOATENbHO.

B ¢oHA NONb30BaHMA BKAOYAKOTCA KONWUM MOJIHOCTbIO CKOMMPOBAHHbIX eANHUL, XpaHeHuUA. Konuu
OTAENbHbIX APXMBHbIX [AOKYMEHTOB MOFYT ObiTb BKAtOYEHbl B (OHA NOAb30BAHUA B COCTaBe
TeMaTUYecKnx Nog60pPOK APXMBHbIX SOKYMEHTOB.

lMpoBepKa HaIMYKMA U COCTOAHUA, TEXHUYECKMI KOHTPO/J1b



cTpaxoBoro poHAa 1 ¢oHAa NONb30BaHUA

2.11.13.2. Bce cTpaxoBble KONUK A0/1KHbI COOTBETCTBOBATb OPUITMHANY KaK NO COAEPMKAHUIO, TaK U
no psAay BHELWHUX NPU3HAKOB.

M3rotoBUTENb CTPaxoBbiXx Konuii obecneunmBaeT COOTBETCTBME BCEX BbIMyCKAeMbIX KOMWIA
TpeboBaHMAM AENCTBYIOWMX HOPMATUBHO-TEXHUYECKMX JOKYMEHTOB MO CTPAXOBOMY KOMMUPOBAHMUIO.

Bce cTpaxoBble KOMUM MNPOXoAAT TEXHUYECKUI KOHTPOAb B nabopatopum wunu opraHusauuu-
n3rotoButesie, cBedeHMa 06 Mx KavyecTBe OUKCUMPYIOTCA B aKTax TEXHMYECKOro COCTOAHMA KOMWi
cTpaxoBoro ¢poHAa (no popmam B COOTBETCTBUM C OTPAC/IEBbIMM HOPMATUBHbBIMU AOKYMEHTaMM).

Mpu npueme CTPaxoBbiX KOMWUI NPOBEPAETCS NOJIHOTA BbINOJIHEHWS 3aKasa Ha KonupoBaHue,
KO/IMYECTBO KOMMUINA, KOMMIEKTHOCTb, MPaBWIbHOCTb M MONAHOTA 3aMNOJ/IHEHUS AKTOB TEXHUYECKOro
COCTOAHUSA, BU3Ya/IbHO-TEXHUYECKOE COCTOAHME KOMUIA.

B npouecce xpaHeHUs CTpaxoBble KoMK NoaJ/1exKar:

NPOBEPKE HA/NUYUA U COCTOAHUSA B LLENAX YCTAaHOBAEHUA GAKTMUYECKOTO HaZIMuMA CTPAxXOBbIX KOMUN,
MX COOTBETCTBMA AAaHHbIM YY4ETHbIX JOKYMEHTOB;

TEXHUYECKOMY KOHTPOJIKO COCTOAHMA W CBOEBPEMEHHOMY NPOBEAEHUID HeobXxoaMMbIX
KOHCepBaLUMOHHO-NPOodUIAKTUYECKMX MEPONPUATUN.

TeXHUYECKUIN KOHTPO/Ib CTPaxoBoro ¢oHAa OCYLLEeCTBAAETCA OAWMH pas B TpW roaa, nNpu 3Tom
KOHTpO/t0 nognexKut 20% cTpaxoBbiX KONWI NPOU3BOACTBA KaXKA0ro roaa.

Pe3ynbTaTbl TEXHUYECKOrO KOHTPOAA GUKCUPYIOTCA B AOKYMEHTaX O TEXHMUYECKOM COCTOSHMMU
CTPaxoBblX KOMWM, TrAe [JalTCs  3aK/IOY4EeHUs O  HeobXoAMMOCTM W CPOKax MpoBeAeHus
NPOPUNAKTUYECKUX N PeCcTaBPaLMOHHbIX PaboT, U YCTaHAB/IMBAIOTCA CPOKU CAeAyIOLLEro TEXHUYECKOro
KOHTpOA.

MpoBepKa HanMuMA U COCTOoAHUSA GOoHAA MOJIb30BAHMA OCYLLECTB/AETCA C LE/bl0 KOHTPOAA 33
COXPaHHOCTbIO KOMWI W opraHusaumMm paboTbl NO CBOEBPEMEHHOMY BOCCTAaHOBAEHUIO ¢oHAa
Nno/ib30BaHMA.

O6bem M NepuogMYHOCTb PaboTbl MO MPOBEPKE HANMYMA U cocToAHMA (GOHAA MNOJIb30BaHMA
onpeaenstoTca ¢ yyetom ero obuwero o6bema, coctaBa, MHTEHCUMBHOCTU Bbl4ayM KOMUMA M 4acCTOTbl UX
BOCMPOM3BEAEHUSA, @ TaKKeE YCNOBUIM XpaHEHMA.

MNepenaya cTpaxoBoro ¢0Hp,a Ha cneuynanbHOE XpaHeHUe

(n. 2.11.13.3 He pacnpocTpaHfAeTcA Ha TroCcyAapCTBEHHbIE W  MyHMUMUNANAbHblE My3eu W
6MbANOTEKM, OpraHM3aLnmn POCCUIMCKOM akaZeMnn Hayk)

2.11.13.3. UeHTpannsoBaHHOEe XpaHeHMe CcTpaxoBoro ¢oHAa ocylecTBaseT deaepanbHbIn
rocyapCcTBEHHbIN apxumB - LLeHTp xpaHeHua cTpaxosoro ¢oHaa (LIXCD).

XpaHeHue cTpaxoBoro ¢oHAA rocygapCTBeHHOro apxmea cybbvekta Poccuiickoit depepaumm m
MYHULMNANbHOTO apXMBa MOXET OCYLLECTBAATL CNELNAbHOE apXMBOXPaHWUIULLE, PACMNONOXKEHHOEe Ha
TeppuTopmn cybbekTa Poccuiickoli ®eaepaunn.

PaspeweHne Ha nepepayy ctpaxosoro ¢oHpga B LUXCD paeT cneupanbHO YNOAHOMOYEHHbIN
denepanbHbI OpraH UCNONHUTENIbHOM BAACTU B chepe apxXMBHOTO Aena No pesyabTaTam PacCMOTPEHUS
OOKNafHOM 3anucku  deaepanbHOro rocyapCTBEHHONO apxuMBa WM YNOJIHOMOYEHHOFO OpraHa
NCNONHUTENbHOM BRacTn cybbekTa Poccuiickolt Pepepaunn B chepe apxMBHOFO Aena O FOTOBHOCTU K
OTNpPaBKe CTPAXOBbIX KOMUIA.

PaspeweHne Ha nepepady cTpaxoBoro ¢oHAA B  CReuuanbHOe  APXMBOXPaHWUAWLLE,
pacnofioxeHHoe Ha Tepputopumn cybbekta Poccuiickolt ®Depepauumm, rocysapCTBEHHOMY apxuBy
cybbekta Poccuiickort Pepepaumn M MyHUUMNANLHOMY apxuBy f[3eT YNOJHOMOYEHHbIA OpraH
NCNONHUTENbHOM BRacTu cybbekTa Poccuitickon Pepepauumn B chepe apxmMBHOTO Aena Ha OCHOBAHWUM
[OOKNaAHOM 3aNMCKU apXmMBa O FOTOBHOCTU K OTMPABKE CTPAX0BbIX KOMWIA.

MNpuem-nepenaya cTpaxoBoro GoHAa OCYyLLECTBAAETCA HA OCHOBAHMM NPUKA3a COOTBETCTBYHOLLEFO
YNOJIHOMOYEHHOIO OpraHa MCMOJIHUTENIbHOM BNACTU B chepe apXMBHOIO Aefla aKTOM YCTaHOB/IEHHOM
$opMmbl, K KOTOPOMY NpUaaratoTCcA:

onucu 0cobo LEeHHbIX Aen, AOKYMEHTOB WMAW KOMWUW OMNUCEN AeN, AOKYMEHTOB, C KOTOPbIX
N3roTOBJIEH CTPAX0BOM GOHA, MK NepedyeHb HOMEPOB 0C060 LIEHHbIX e/, LOKYMEHTOB (HOMEPHUK);
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OonucK NepesaBaemoro CTpaxoBoro ¢poHAa;

aKTbl TEXHUYECKOTO COCTOAHUSA KOMWUIM cTpaxoBoro GoHAa;

CONpoOBOAMTENbHbIE OKYMEHTbI HA TPAHCNOPTHYIO TApY.

CtpaxoBble KONMM B MOPAAKE PACMONIONKEHMA WX B OMUCK CTPaxoBoro ¢oHAa MomellatoTca B
COOTBETCTBYIOLWLYIO Tapy A/A TPAHCMNOPTMPOBKM, MMEIOWYIO MOPAAKOBYIO HymMepauuio B npepenax
OTNpPaBAAEMOM MapTUKM, U HaNpaBAAIOTCA B ONNOMOMPOBAHHbLIX KOHTelHepax. B conposogutensHom
OOKYMEHTe Ha TPAHCMOPTHYK Tapy YKa3blBAlOTCA €€ KOJIMYECTBO W UYMCAO CTPAXOBbIX KOMWUA B HEW,
CTaBATCA NOAMNUCU AOMKHOCTHBIX UL, OTBETCTBEHHbIX 3@ Nepesayy.

AKTbl npuema-nepesavm C MPUIOKEHUAMMU MOMELLAIOTCA B OTAE/IbHYIO YMAKOBKY C NOMETKOM
"ConpoBoanutesibHble AOKYMEHTbI".

Onnata pacxoa0B Mo OTNPABKe CTPAXoBOro ¢oHAA NPOU3BOAUTCA OTNPABUTENEM.

CTpaxoBaHue A0KYyMeHTOB ApxuBHoro ¢poHaa
Poccuinckoit epepaumm

2.11.14. CtpaxoBaHue AoKymeHTOB ApxmBHoro ¢oHaa Poccuiickon Peagepaummn HanpaBaeHO Ha
obecneyeHne X COXPaHHOCTKU, Bo3MeLleHMe ywepba B caydae Kpaxku, yTpaTbl, NOBPEKAEHUN U UHOTO
BO3MOXHOTO yuiepba.

CtpaxoBaHuMIo noasiexKar:

OOKYyMeHTbl ApxuBHoro ¢oHaa Poccuiickon Pepepaumm, a Takke nogaexkaline Bo3BpaLLeHUIO UX
Konuu, BbiBO3MMble 3a pybex AnA 3KCNOHMPOBAHMA Ha BbICTAaBKax, PecTaBpauvu UAW C APYrMMu
uenamu;

YHWKaNbHble OKYMEHTbI, NpeaocTaBasemble AN SKCMOHUPOBAHUA Ha BbICTaBKaxX BHYTPM CTPaHbI.

B mcknounTenbHbIX cayyaax nof 06A3aTenbCcTBO B AOrOBOPE O BO3MELLEHUM OpraHu3aTopamu
BbICTAaBKM yllepba B cnyyae yTpaTbl MUAM NOPUYM YHUKANbHbIE AOKYMEHTbl MOTYT SKCMOHMpPOBaTbcA b6e3
CTPaxoBaHMWA Ha opraHusyemblix B Poccuitickoin epepalimm BbiCTaBKax.

CTpaxoBas oLeHKa AoKyMeHTOoB ApxmsHoro ¢oHaa Poccuiickoit depepaumm npoBoAUTCA B apxuse
KOMWCCUOHHO.

Kateropmsa ueHHOCTM [OKymeHToB ApxuBHoro ¢oHaa Poccuitckoit depepauym u pasmep ux
CTPax0OBOW OLEHKM YCTaHaB/AMBAOTCA Ha OCHOBE CneLmanbHbIX MeTOANYECKUX Pa3paboTok.

Pe3ynbTaTbl CTPaxoBOW OUEHKU [OOKYMeHTOB ApxmBHoro ¢oHaa Poccuinckonn Pegepaunu
0bOpPMANAIOTCA aKTOM CTPaxOBOM OULEHKM apXMBHbIX [OOKYMEHTOB, KOTOpPbIA NpeacTaBnAeTcaA B
COOTBETCTBYIOLMIA YNONHOMOYEHHbIN OpraH UCNOJHUTENbHOM BNacTh B chepe apxXMBHOro aena.

OdopmneHne BpeMEHHOIO BbiBO3a AOKYMEHTOB ApXMBHOro ¢poHAa
Poccuitckoii denepaumm 3a pybexx

2.11.15. [OnAa paccMoTpeHMA BOMPOCAa O BO3MOXHOCTM BPEMEHHOIO BbIBO3a [OKYMEHTOB
ApxusHoro ¢oHaa Poccuitickoint degepaumm apxms NpPeacTaBAseT B CMeuManbHO YNOJHOMOYEHHbI
denepanbHbIii OpraH UCNONIHUTE/IbHOM BNacTu B chepe apXMBHOTo aena:

KONWIO A,O0roBOpa O NPOBEAEHUN BbICTaBKM, PECTAaBPALLMOHHBIX UIX Apyrux paborT;

nepeyeHb AOKYMeHTOB ApxuBHOro ¢oHaa Poccuitickolt depepaunm ycTaHOBAEHHOW ¢OpMbI,
npesHa3Ha4yeHHbIX K BPEMEHHOMY BbIBO3Y;

KONWUK CTPaxoBOrO MNOAWCA, FAPAHTUM MNPUHUMAIOWENA CTOPOHbI U TFOCYAAPCTBEHHbLIX OPraHOB
CTPaHbl Ha3HA4YeHMA B OTHOLIEHWW COXPAHHOCTM M BO3BpPaTa BPEMEHHO BbIBO3MMbIX KY/bTYPHbIX
LeHHOoCTeMN;

NMUCbMEHHOE MOATBEPKAEHMNE YAO0BNETBOPUTENLHOMO (PUINYECKOrO COCTOAHUA [AOKYMEHTOB
ApxusHoro poHaa Poccuiickoit Pepepaunm, NO3BONAIOLLETO UX TPAHCNOPTUPOBATL U AEMOHCTPUPOBATD,
a TaK¥XXe HaNNYMA UX CTPAXOBbIX KOMWIA;

pa3speleHrMe YMNO/JHOMOYEHHOrO OpraHa WCMNOJHUTENbHOW BAacTU cybbekTa PoccuicKoi
depepaunn B chepe apxmBHOro gena (TONbKO AN1A rOCyAapCTBEHHbIX apXMBOB cybbekToB Poccuiickol
depnepaunn);

paspelleHme opraHa MecTHOro camoynpasaeHus (TONbKO 419 MyHULMMNANbHOMO apxuBa);

Apyrve Heobxoammble OKYMEHTbI B COOTBETCTBMM C YCTAHOBIEHHbIM NOPALKOM.



B cOOTBETCTBMM C YCTAaHOB/JEHHbIM MOPAAKOM TFOCYAAPCTBEHHOM 3KCNEpTU3bl M KOHTPOAA 3a
BbIBO3OM W BBO30OM KY/bTYpPHbIX LEHHOCTEW ANA MNOJyYeHUsa CBUAETeNbCTBA Ha MPaBO BbIBO3a
KY/IbTYPHbIX UEeHHOCTeNn c Tepputopum Poccuitckoit ®Pepepaumm yKasaHHble LOKYMEHTbl BMeCTe C
3aKNH0YEHMEM CMELMaNbHO YNOJHOMOYEHHOTO deaepasnbHOro opraHa UCNONHUTENIbHOW BNAacTu B chepe
apPXMBHOFO Aefa W APYTMMKW  HEobXOAMMbIMW  OOKYMEHTaMM MPEACTaBAAIOTCA B CheuMasnbHo
YNOJHOMOYEHHbIN denepanbHbli OpraH UCNOAHUTEIbHOW BAACTU B chepe rocyaapCTBEHHOMO KOHTPOASA
3a BbIBO30M M3 Poccuitckoit Pepepalmm 1 BBO3OM Ha ee TEPPUTOPUIO KYAbTYPHbIX LEHHOCTEN.

Onsa npoaneHna B 0cobbix ciyyasax CpoKa BPEMEHHOrO BbiBO3a AOKYMEHTOB ApxMBHOro ¢poHaa
Poccuitckoit ®epepaumm apxms nNpeacTaBafeT B CNELUasbHO YNOAHOMOYEHHbIM denepanbHbl opraH
NCNONIHUTENbHOW BNacTU B chepe rocyLapcTBEHHOTO KOHTPOA 3@ BbiIBO30M M3 Poccuiickoin Pepepaumm
M BBO3OM Ha ee TEPPUTOPUIO KY/IbTYPHbIX LLEHHOCTEN:

KOMNWIO AOroBOPa O NPOAJIEHUM CPOKA BbICTaBKM, PECTAaBPALMOHHDBIX UK Apyrux paborT;

KONWUK CTPaxoBOro MNOAWCA, FAPAHTUM MPUHUMAIOLWLEN CTOPOHbI W TOCYAAPCTBEHHbBIX OPraHOB
CTPaHbl Ha3HAYeHMA B OTHOLIEHUM COXPAHHOCTM M BO3BPaTa BPEMEHHO BbIBO3UMbBIX KY/AbTYPHbIX
LEeHHOCTE;

3aK/Il0YEHME CneumanbHo YNONHOMOYEHHOro desepanbHOro opraHa MCNONHUTENbHOW BAAcTU B
chepe apxmBHOro aena;

Apyrve HeobxoaMmble AOKYMEHTbI B COOTBETCTBMM C YCTAHOBAEHHbIM NOPALKOM.

ObecneyeHne COXPAHHOCTM apXMBHbIX LOKYMEHTOB
NpW Ype3BbIYaNHbIX CUTYaLUAX

2.11.16. K ype3Bbl4ailHbIM CUTyaLMAM OTHOCATCA O6CTOATENbCTBA, MPU KOTOPbIX HEBO3MOMKHO
BbINOJIHEHME apPXMBOM B TMOJIHOM 0Obeme BO3/IOXKEHHbIX Ha Hero 3agady B COOTBETCTBUMU C
TpeboBaHMAMM HacToAWMX MpaBUA U APYrMX HOPMATUBHbIX NPABOBbLIX aKTOB, CO34AETCA Yrp0o3a KU3HU U
3[10POBbIO /IIOAEN, COXPAaHHOCTM apXUBHbIX AOKYMEHTOB apX1Ba.

K ypesBblyaliHbIM CUTYaUUAM OTHOCATCA:

0b6baABNEHMeE cTeNeHel rTOTOBHOCTM MpaXKAaHCKoM 060pPOHbI;

BBEAEHME B AENCTBUE NNAHOB rPaXKAaHCKOM 060pPOHbI;

0b6bsABNEHME B rocyAapcTBe (pernoHe, ropoae) perkMma YpesBbiyaiiHOro NOMOMKEHUS;

noKap, TeXHOreHHble KaTacTpodbl U CTUXUNHbIE BeaCcTBUS, NOBAUABLUME HA XKU3HELEATENbHOCTb
apxmBa;

NCYE3HOBEHME UM NOPYA APXMBHBIX AOKYMEHTOB, XULEHNE MM MOPYa MMYLLECTBA B pe3y/ibTaTte
NPOHUKHOBEHMA B apPXMB MOCTOPOHHUX JILOAEN UAN APYTUX NPOTUBONPABHbIX AEUCTBUIA;

aBapuM CUCTEM KU3HeobecneyeHMsA apxmBa, a TaKXKe 34aHMA apXMBa;

CHATWE OXPaHbl apXMBa;

Apyrne obCcToATeNbCTBa, BbIHYXAAOWME PYKOBOACTBO apxMBa NPUHATL pelleHne 06 M3MeHeHUn
pexkMma paboTbl apxmMBa UM NPUOCTAHOBIEHUMN €0 AeATENbHOCTU.

C y4yeTomM BO3MOXKHbIX Ype3BblYaliHbIX CUTYyauuii apxuB paspabaTbiBaeT M Npu HeobXo4MMOCTH
nepuoanYeckr NepecmMaTpuBaeT NaaHbl KOHKPETHbLIX MEPONPUATUIA U ApYyrMe HOPMATUBHbIE AOKYMEHTbI
0 paboTe B UpesBblYalHbIX CUTYALUAX.

MnaHbl M Apyrve AOKYMEHTbl N0 MOBUAN3ALMOHHON NOArOTOBKE, rpaxaaHCKoM obopoHe apxmnea
pa3pabaTbiBatloTCA B YCTAaHOBAEHHOM NOpPAAKeE.

MnaHbl MeponpuUATUI apxMBa HA CAyYall Ype3BblYAMHbLIX CUTYyauMi, He OTHocAWMeca K
MOOMAM3AUMOHHOM  MOAFOTOBKE W TPaAaHCKOM 0OOPOHe,  AO/KHbI  COFNACcOBbLIBAaTbCA €
OpPraHM3auMOHHBIMW U PACNOPAAUTENbHBIMU AOKYMEHTAMW apxuBa, pPa3paboTaHHbIMM NO JIMHUM
MOOMNM3ALNMOHHOM NOAFOTOBKMN U FPaK4aHCKOM 060POHbI.

C copep)KaHMEM NNAHOB MEepPONPUATUIA U APYTMX HOPMATMBHbLIX AOKYMEHTOB, ONpeaensatoLmx
paboTy apxmBa Npu Ype3BblYaNHbIX CUTYALMAX, AO0NKHbI 6bITb 03HAKOMAEHbI PaBOTHMKM apXxMBa B 4acTH,
MX Kacatowencs, ¢ 06s3aTeNbHbIM BbINOJIHEHMEM TPeOOBAHWUM, YCTAaHOB/IEHHbIX B OTHOLIEHMM AOCTYNa K
CBeAEHUAM, COCTaBAIOWMM rocyaapCTBEHHYO TalHy.

BbinonHeHWe B apxuMBe MepPONpPUATUA, MNPeayCMOTPEHHbIX MNAaHaMU  MOBWIM3ALMOHHOM
NoArOTOBKU M TParKAAHCKON OOOPOHbI, OCYLLECTBAAETCA COIIaCHO 3TMM MJ1IaHaM B YCTaHOB/IEHHOM
nopagke.



[ll. OpraHu13auma yyeta AOKYMEHTOB apXMBHOro poHAa
Poccuiickoit ®epepaumm 1 gpyrnx apxXmBHbIX LOKYMEHTOB B apXxmBe

3.1. OnpegeneHune KOMYECTBA U cOCTaBa AOKYMeHTOB ApxuBHoro ¢oHaa Poccuiickoin Peagepaumm
N OPYrMX apXMBHbIX OOKYMEHTOB B apXMBE B YCTAaHOBJEHHbIX €OUHULAX y4eTa U OTparkeHue 3Toro
KO/IMYeCTBA M COCTABA B YYETHbIX AOKYMeEHTax obecrneymBaeT OpPraHM3auUMOHHYIO YNOPALOYEHHOCTL U
BO3MOXXHOCTb a4PECHOM0 NOUCKa apXMBHbIX LOKYMEHTOB, KOHTPOSA 33 UX Ha/IMYMEM U COCTOAHUEM.

ApPXM1B OCYLLLECTBAIAET roCyAapCTBEHHbIN y4eT apXMBHbIX AOKYMeHToB. COCTaB M NOPSAAOK BeAeHun
OOKYMEHTOB rocyapCTBEHHOIO y4YeTa apXMBHbIX AOKYMEHTOB, B TOM Yncae GopmMbl NacnopTa apxmsa U
nacnopTa WMCTOYHWMKA KOMMNEKTOBAaHWS apxvMBa, W MOPAAOK MX NpeacTaBNeHUs YCTaHaB/AMBatOTCA
PernameHTOM rocyapCTBEHHOrO yyeTa AOKYMeHTOB ApxuBHoro ¢poHaa Poccuiickon deaepaunu.

YueTy nognear:

XPaHALWMECs B apXMBe apXUBHbIe AOKYMEHTbI, B TOM YMUC/ie HEONUCAHHbIE U HenpodUIbHble ANA
OAHHOIO apxMBa, a TAKMKe CTPaxoBble KOMWUU apXMBHbIX AOKYMEHTOB M Konuu $oHAa nosib30BaHuA,
onucK Aen n AOKYMEHTOB;

OOKYMeHTbl ApxuBHoro ¢oHaa Poccuitickolt depepaumu, a TakKe OOKYMEHTbl NO JANYHOMY
COCTaBY, XpPaHALLMECA B UCTOYHMKAX KOMMNIEKTOBaHMA apXMBa.

YyeT npousBoaMTCA NyTEM NPUCBOEHUA apXMBHbIM JOKYMEHTam (eguMHULam XpaHeHna/eamHmuam
y4yeTa) y4eTHbIX HOMEPOB, ABMAIOLLMXCA COCTaBHOM YaCTblo apXMUBHbIX WNGPOB.

ApxuBHbIN WKMPpP (0bO3HaUeHMe, HAHOCUMMOE Ha KaXkAyl efAMHULY XPaHeHMA C Lenbio
obecneyeHnsa ee yyeTa U UAEHTUPUKALMM) COCTOUT U3 CleayloWMX 3/EeMEHTOB: COKpPaLLeHHOro
Ha3BaHMA apxuBa (ero oduumanbHO abbpeBmaTypbl) U HOMEPOB: apXxMBHOrO ¢GoHAa, OnNUCU Aen,
OOKYMEHTOB, e4MHMLbl XpaHEHUA, eANHULbI yYeTa.

B coctaB apxmBHOro wudpa eamHULbl XPaHEHUSA ay[MOBU3YaAJSbHbIX AOKYMEHTOB BK/OYAIOTCA
TakXe 0603HauyeHns (6yKkBeHHble U UMPPOBbIE) 3NEemMeHTa KOMMJEeKTa, pasmepa HeraTusa, BuAaa
HOCUTENA 3BYKOBOW MHPOPMALNK; eaUHULbI XPaHEHWUS 3/TIEKTPOHHbIX AOKYMEHTOB - dopmaTa 3anmcu u
BMAa HOCMTeNAa MHPopmMaLMK.

3.1.1. [JoKymeHTbl ApxmBHOro ¢oHza Poccuiickon Pepepaunmn, ogHOBPEMEHHO BXOoAAlME B
coctaB MyseliHoro ¢oHaa Poccuiickoit degepauymum, y4uTbIBAOTCA B COOTBETCTBUM C MOPALKOM,
YCTQHOB/IEHHbIM  HacToAwMmM  [paBunamm UM MNOPAAKOM,  YCTAHOBAEHHbIM  CMELManbHO
YNONHOMOYEHHbIM  deaepanbHbiM OpPraHOM WCMONMHUTENbHOM BnacTu ana  MyseltHoro ¢oHAaa
Poccuiickoin Pepepaumnn.

JoKkymeHTbl ApxuBHoro ¢oHaa Poccuiickoint depepaumm, 0AHOBPEMEHHO BXOAALLME B COCTaB
61bnnoTeuHbIx GOHAOB, YYMTbIBAOTCA B COOTBETCTBUM C HacTosawuMmu [lpaBunamm U MOPALKOM,
YCTaAHOB/IEHHbIM CMEeLManbHO YNOJHOMOYEHHbIM deaepanbHbIM OPraHOM UCNOAHUTE/IbHOW BNacTU Ans
61bnnoTteuHbix doHaoB Poccuiickon deaepaunu.

3.2. YueT apxMBHbIX [OOKYMEHTOB B rOCYJapCTBEHHOM apXMBe, [rOCYAAapPCTBEHHOM MU
MyHUUMNANbHOM My3ee, 6MbaMOTeKe, opraHM3aumu POCCMIMCKOM aKagemMum HayK OcCyLlecTBAAeTcs
cneupnanbHbIM NoapasaeneHem Uan Bo3naraeTca Ha cneumanbHo BblaeneHHoro paboTHUKa.

B apxmBOXpaHUAMLLE TFOCY[APCTBEHHOrO apxvMBa, OpraHM3auum POCCUMIACKOM aKaZemuu Hayk
Ha3HayaeTcs PabOTHMK, OTBETCTBEHHDIM 33 YYET aPXMBHbIX LOKYMEHTOB apPXMBOXPAHUINLLA.

YyeT apXMBHbIX [OOKYMEHTOB, XPaAHALWMXCA B  MUCTOYHMKAX KOMMJEKTOBAHUA  apXuBa,
OCYLLECTBAAETCA ChneuManbHbIM  MoApasgefieHMeM apxuBa WAW  BO3/MaraeTca  Ha  chneuvasnbHO
BblaeNeHHOro paboTHWKa, OTBETCTBEHHONO 33 OPraHW3aLMio KOMMIEKTOBAHMA apXuMBa apXMBHbIMM
OOKYMEHTamu.

YyeT apXUBHbIX LOKYMEHTOB B MYHULMMNANbHOM apXMBE U apPXUBHbIX SOKYMEHTOB, XPaHALMXCA B
€ro MCTOYHMKaX KOMMNEKTOBAHWA, OCYLLECTBAAOT 3aBeAyloWmii MyHULMNAAbHbIM apXMBOM u/vUnn
CNeunanbHo BblgeneHHbIM PaboTHUK.

3anucu B yYeTHble OKYMEHTbI BHOCATCA TOJIbKO PabOTHMKaMM, OTBETCTBEHHbIMM 3a yYeT.

3.2.1. B apxuBe pa3pabaTtbiBatoTcA NOPAAOK U CXEMA YYETA aPXMUBHbIX JIOKYMEHTOB.

MopsaaoK yyeTa apXMBHbIX JOKYMEHTOB ONpeenifAeT COCTaB YYETHbIX AOKYMEHTOB U yYeTHbIX 6a3
OaHHbIX, BeAYLIMXCA  LUEHTPaAM30BaHHO W B KaXXAOM  apxXvMBOXpaHWAWLLE, 3aKpennsert
nocnefoBaTeNlbHOCTb BbINOAHEHWUS paboT no yyeTy. Cxema yyeTa apXUBHbIX IOKYMEHTOB B rpaduyeckomn
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dopme PpUKcnpyeT nopaaoK yyeTa.

MopagoK M Cxema yyeTa apPXMBHbLIX OOKYMEHTOB B apxXMBe YTBEPKAAKTCA MNPUKA3OM
pykoBoauTens (3aseaytoLLero) apxusa(om).

3.2.2. YyeTHble JOKYMEHTbI, KpOMe onucen aesn, AOKYMEHTOB, npeaHa3HavyeHbl A1a Cay>KebHoro
NoJIb30BaHMA N NONb30BATENAM He BblAatoTCA. B oTAEeNbHbIX CAyYaaxX MO peleHnto pyKoBoACTBA apxmBa
MOXeT bbITb BblAaHO Aeno poHAa.

3.2.3. XpaHeHWe YYeTHbIX AOKYMEHTOB OCYLLECTBAAETCA B YCTAaHOB/EHHOM nopsake (cm. n.
2.11.4.1.3).

EoVHMUbI yyeTa apXUBHbIX AOKYMEHTOB

3.3. OCHOBHbIMM €AMHMLAMW Yy4YeTa apXMBHbIX OAOKYMEHTOB He3aBMCMMO OT BMAa HOCUTENSs,
cnocoba 1 TeXHUKM 3aKpensieHna MHGoOpMaLLUKN ABAAIOTCA apXMBHbIA GOHA M eaMHNLA XPaHEHUA.

AyanoBu3yanbHbIe N 31IEeKTPOHHbIE ZOKYMEHTbI YUMTLIBAOTCA TAKMKE N0 eANHULAM yYeTa.

ApXMBHbIE OOKYMEHTbl IMYHOTO MPOUCXOXKAEHUSA, NpoledlmMe TONbKO MepPBUYHYIO 06paboTKy,
YUYMTLIBAIOTCA NO AOKYMEHTAM WU IUCTaM.

Heynopsao4yeHHble apxmMBHble AOKYMEHTbl (pOCCbiNb) yuuTbiBatoTcA M3 pacyeta 150 nuctos B
O/ZIHOW YC/IOBHOM eAMHULE XPaHEHUS.

3.3.1. B uenax HacTtoAwmx MpaBua UCNONb3YIOTCA Ceayolmne NOHATUA:

eaMHNLA XpaHeHUs - dM3nMyeckn 06ocobieHHble apPXUBHbIA OKYMEHT UKW apXUBHbIE AOKYMEHTbI;

eAVHNLA XPaHEHMA apPXMBHbIX AOKYMEHTOB Ha OYMasKHON OCHOBe - [eno - oTAeNbHblN(e)
apxuBHbIli(e) AoKymeHT(bl), 3aKntoueHHbIl(e) B 060cob61eHHYI0 06103KKY, NankKy;

eNHNLA XPaHEHUS KUHOAOKYMEHTOB - GM3NYECKU OOOCOBAEHHbLIN PYJIOH KMHOMAEHKU WU
MarHUTHOW IeHTbI C 3aNnCbio N306pasnTeNbHOMN U/MaKn 3BYKOBOM MHPOpMaLNK;

eauH1La XpaHeHUs GOTOLOKYMEHTOB - GU3NYECKn 060CcobeHHbIN Kagp (Heratus, oybab-Heratus,
nosutue, cnang (AnanosuTMB), HECKONbKO KaapoB MNaHOPaMHOW CbeMKW, $GOTOOTMEeYaToK, PY/OH
anadpunoma, potoanbbom;

eaMHNLA XpaHeHus (GOHOAOKYMEHTOB - ¢u3mMyeckn o060cobieHHbIe PYOH  KUHOMNEHKM,
MarHUTHOM UM BYyMarKHOW NeHTbI, KacCceTa, BOCKOBOM Ba/INK, AMCK C 3aNUCbIO 3BYKOBOW MHPOpMaLmK;

eAMHNLA XpaHeHMA BUOEOA0KYMEHTOB - ¢u3nyeckn ob6ocobseHHble Py/ioH MArHUTHOW /IeHTbl,
KacceTa, AUCK C 3aMnCbio N306pasnTeibHOM 1 3BYKOBOM MHbOpPMaLUW;

eAMHNLA XPaHEHMA 3/IEKTPOHHbIX AOKYMEHTOB - GU3MYECKN 060COBNEHHbIN HOCUTENb C 3aMNUCblo
YaCTU 3/1EKTPOHHOTO AOKYMEHTa, OAHOI0 UM HECKOJIbKUX 3N1EKTPOHHbIX AOKYMEHTOB;

eAMHNLA yYeTa KMHOOOKYMEHTOB - 4acTb eAMHWULbl XPaHEHWs, o4Ha WIW HECKONbKO eAnHUL,
XpaHeHUs ¢ 3anuncblo onpegeneHHoro GuUabMa, *KypHana, CnewBbinycKka, CloXKeTa 1 T.M.;

eaMHUUa ydyeTa GOTOAOKYMEHTOB - OAHA WM HECKONbKO €AWHUL, XPaHeHMA C 3anucbio
onpeaeneHHoro anadpuabma;

eaMHNUA yyeTa POHOAOKYMEHTOB - 4acTb eAMHULbI XPaHEHUA, OAHA WKW HECKOJIbKO eAMHUL,
XpaHeHUs C 3anMcbio 3BYKOBOM MHbOpMauUum o6 onpegeneHHOM cobbITUM, MPOMU3BEAEHUM UTEPaTYPbI
M UCKycCcTBa (HECKOJIbKMX MPOU3BEAeHUI NuTepaTypbl M UCKYCCTBA, 06beAUMHEHHbIX NO aBTOPCKOMY,
TeMaTUYEeCKOMY MW APYrMM NPU3HaKam) U T.0.;

eaMHULA yyeTa BMAEOLOKYMEHTOB - YacTb €AMHWMLbl XPaHeHMUs, o4Ha WM HECKONIbKO eamnHUL,
XpaHeHUs C 3anuCblo ONpeaeneHHOro CloXeTa, NPou3BeAeHUs MTepaTypbl U UCKYCCTBA (HECKONbKUX
npousBeLeHUN AMTepPaTypbl U UCKYCCTBA, 06BEAMHEHHbIX NO aBTOPCKOMY, TEMATUYECKOMY WKW APYTMM
npu3Hakam) u T.n.;

eAMHNLA y4YyeTa 3/IEKTPOHHbIX AOKYMEHTOB - YacTb €AMHMLbI XPaHeHWs, Og4HA WMAM HEeCKOJIbKO
e4MHUL, XPaHEHMA C 3aMUCbI0 YacTU 3/1IeKTPOHHOIO AOKYMEHTa, O4HOMO MU/ HECKOJIbKUX 3/1EKTPOHHbIX
OOKYMEHTOB.

Cuctema yyYeTHbIX 4OKYMEHTOB apxmBa
3.4. B apxuBe BeayTcs OCHOBHble (06s3aTesibHble) U BCMOMOraTe/ibHble y4YeTHble AO0KYMEHTbI.

CocTtaB M $OpPMbl OCHOBHbIX YYETHbIX AOKYMEHTOB (KpomMe macrnopTa apxvMBOXpaHWAMLLIa) onpeaeneHsbl
HacToawmmn Mpasunamm. Coctas M GOpMbl BCMOMOraTe/ibHbIX YUYETHbIX AOKYMEHTOB OMNpeaensoTcs



apXMBOM CaMOCTOATENbHO.

3.4.1. B cocTaB OCHOBHbIX (0653aTe/bHbIX) YYETHbIX IOKYMEHTOB apXmnBa BXOAAT:

KHMIa yyeTa MOCTYNAEHUA OOKYMeHTOB (npunoxkeHue N 5) - oas yyeTa Kakgoro nocrynieHus
apPXMBHbIX OOKYMEHTOB B apXMB, a TaKKe KOJIMYECTBA M COCTaBa apXMBHbIX JOKYMEHTOB, NMOCTYMUBLLMX
Ha XpaHeHWe 3a onpeaesieHHbI XPOHOIOrMYECKU Nepunog, BpeMeHu; COCTOSHUA UX ONUCaHUS;

cnucok ¢oHAoB (npunoxkeHune N 6) - NS perucTpaumm NPUHATLIX Ha XPaHEeHWe apXMBHbIX GOHA0B,
NPUCBOEHMA MM HOMEPOB, Y4YE€Ta KOJIMYEeCTBa apPXMBHbIX (GOHAOB, HAXOAALWMXCA Ha XPaHEHUU WU
BblObIBLLUX;

et GoHpa - ANA ydeTa B paMKax apxmMBHOro ¢oHAa Ko/amyecTBa M COCTaBa OMucei pgen,
OOKYMEHTOB M MX HYMEpPaALMK, KOJIMYECTBA U COCTaBa apXMBHbIX SOKYMEHTOB, COCTOSIHUA UX OMUCAHWUA,
OVHAMMKM U3MEHEHWUI NO KarKAoMh onucu Aen, JOKYMEHTOB M apXMBHOMY poHAy B uesom, dUKcaumm
M3MEHEHMWN B Ha3BaHUM apxmnBHoOro ¢oHAa;

JIUCT y4yeTa ayaAMoBM3YyasibHbIX [OOKYMEHTOB - A/ y4yeTa KOAMYEeCTBa ayAMOBU3YasbHbIX
OOKYMEHTOB onpeaeneHHoro Bnga npu ux HedboHAOBOW OpraHM3aumu; y4yeTa M Hymepaumm onucem
ayAMOBU3YaNbHbIX IOKYMEHTOB, ANHAMUKN X U3MEHEHWI;

onucb Aen, AOKYMeHToB (npunoxeHua N 7 - 8) - AnA noeauHMYHOro M CYMMapHOro y4yeTta
apPXMBHbIX OOKYMEHTOB, 3aKpenjeHusa nopsagka Ux cMcTematvsaumu, ydyeta U3MEHEHWA B COCTaBe U
0b6beme apXMBHbIX OKYMEHTOB, BK/IIOYEHHbIX B Jl@HHYIO OMUCh;

peectp onucel Aen, AOKYMEHTOB - AN PEerucrpauuuM Onuceir aen, OOKYMEHTOB, y4yeTa WX
KOJIMYecTBa M COCTaBa;

WHBEHTaApHasA KHUra y4yeTa pges, MMewwWwmx B OPOPMAEHUMU WU B TMNPUIOKEHUM K HUM
AparoueHHble MeTanbl U KAMHU, - A1 NOeAMHUYHOIO M CYMMApPHOrO y4YeTa COCTaBa M COCTOAHUSA TaKMX
aen;

nacrnopT apxMBOXpaHUAMWa (NpPon3BosibHOM GopmMbl) - AN CYMMAPHOTo yyeTa apXmBHbIX GOHAOB
N apXMBHbIX LOKYMEHTOB AAaHHOMO aPXMBOXPAHUANLL;

JINCT y4YeTa M ONUCAHUA YHUKANbHOTO LOKYMEHTA;

CNMcoK ¢poHA0B, cogepKalumnx 0cobo LLeHHble LOKYMEHTbI;

ONUCb 0CO60 LEHHbBIX Ae/, LOKYMEHTOB UN NepedyeHb HOMePOB 0CO60 LEHHbIX Aen (HOMEpPHMUK);

peecTp onucelt 0cobo LEHHbIX A&, AOKYMEHTOB;

KHWra y4yeTa NocTynjaeHnin ctpaxosoro ¢oHaa u ¢oHAa NoAb30BaHUSA;

onucb cTpaxoBoro ¢poHAa;

neno ¢oHoa - KOMMAEKC [JOKYMEHTOB MO  WUCTOPUM  UCTOYHMKA  KOMMJIEKTOBaHUSA
(boHpoO0bpasoBaTenn) n apxmuBHoro GoHaa, BeAyWMIACA Ha KaxKAbli apXMBHbIN GoHA, 06beANHEHHbIN
apXMBHbIA QOHA W apPXMBHYIO KOIEKUMIO; Npu HedOHAOBOW OpraHusauMuM ayauMoBU3YasibHbIX U
3/1IEKTPOHHbIX IOKYMEHTOB - Ae/10 OpraHn3aLmm - caaTinKa JOKYMEHTOB;

NIUCT-3aBepuTenb Aena - ANA y4eTa Koimdyectsa IMcToB B gene (npunoxerHune N 3);

BHYTPEHHAA OMWUCb [OOKYMEHTOB Jena - ANA [eN, B COCTaB KOTOPbIX BXOAAT YHWKa/bHble
OOKYMEHTbI.

3.4.2. B cocTaB BCNoMoraTe/bHbIX YYEeTHbIX JOKYMEHTOB apXmMBa BXOAAT:

KapTOUYKM M KHUTU ABUXKeHUs ¢GOoHAO0B, ONMCen Aen, AOKYMEHTOB, KHUMM y4yeTa AOKYMEHTOB,
nepefaHHbIX B Apyrue apxuBbl, KHUIM yyeTa POHAOB U LOKYMEHTOB, BbIAE/NIEHHbIX K YHUUTOXKEHMUIO,
KHUIM NOBWAOBOrO y4eTa AOKYMEHTOB M Ap.

Apx1B BMpaBe BeCTU ApYyrMe BCMOMOraTesibHble YYeTHble AOKYMEHTbl, KOTOpble BK/HO4YaloTCA B
CXeMy yyeTa JOKYMEHTOB.

BcnomoraTesibHble YyYeTHble [AOKYMEHTbl MOTMYT BEeCTUCb Ha OyMaskHOM W/WMAN 31EKTPOHHOM
HOCUTENSX.

Obwme TpeboBaHUA K yYeTHbIM LOKYMEHTAM apx1Ba

3.5. YueT apxuBHbIX AOKYMeHTOB nepuoga o 1917 r. Begetca pasfesibHO OT yyYeTa apXMBHbIX
OOKyMeHTOoB nepuoga nocne 1917 r. ¢ camocToATeNbHOM MOPAAKOBOM Hymepaumein ¢OHAOB.
MNCKNIoYeHWe COCTaBAAIOT CNeunann3npoBaHHble apXmBbl, XPaHALLME AapPXMBHbIE AOKYMEHTbI JUYHOIO
NPOUCXOXKAEHNA N Ay ANO0BU3YASTbHYIO LOKYMEHTALMIO.

Homepa apxuBHbix poHaoB nepuoaa nocne 1917 r. B apxvBe A0/XKHbl MMeTb MHaeKc "P",
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oTaenaemblii ot umdposoro o603HauyeHMa Homepa apxmnsHoro ¢oHAaa vepton (P-1, P-2 nT.4.).

Homepa apxuBHbIX GOHAOB JIMKBUAMPOBAHHOIO MAPTMIAHOIO apXMBA, BK/IOYEHHbIX B COCTaB
apxMBHbIX $OHAOB TOCYAAPCTBEHHOrO apxuBa cybbekTa Poccuitckoit Pepepaunu, [OAKHbI UMETb
nHgekc "N", otaensembiit ot LMdPOBOro 0603HaYeHNs Homepa apxmeHoro ¢oHaa yeptoit (M-1, M-2 u
T.0.).

MepeHymepaumnsa apxmeHbiXx GOHAOB MPOM3BOAMTCA B WMCKAKOUUTENbHbLIX CAYYaaX W TOAbKO C
pa3peleHna COOTBETCTBYIOWEro YMNOJHOMOYEHHOrO OpraHa WCNOAHUTENbHOW BAacTM B cdepe
apXMBHOrO Aena.

3.5.1. 3meHeHUA B y4deTHble AOKYMEHTbl BHOCATCA TO/IbKO HA OCHOBAaHWUWM COOTBETCTBYHOLLMX
aktoB (cm. nn. 3.7.1, 3.7.2, 3.7.3), yTBEpPKAEHHbIX B YCTAHOBAEHHOM MOpPAAKE.

Mocne BHeCEHWA M3MEHEHWIH B YYETHble AOKYMEHTbl aKTbl NOMeLLatoTcs B Aeno ¢oHaa, npu
HedOHA0BOWM OPraHM3aLMKN APXMBHbBIX LOKYMEHTOB - B 4,€/10 OPraHU3aL MM - CAATYMKA LOKYMEHTOB.

AKTbl HymepytoTca B Aene ¢poHAa NO BMAAM aKTOB B BaNOBOM MopAgKke; npu HedOHAOBOWM
OpraHM3aLmn apXMBHbIX JOKYMEHTOB - B AeNe OpraHM3aLmn - CAATYMKA LOKYMEHTOB.

3.5.2. B KHUIY y4eTa NoCTynneHnn gokymeHTtoB (npunoxkeHne N 5) nocnesosaTenbHO BHOCATCA
BCE NEePBUYHbIE N MNOBTOPHbIE NOCTYMN/JEHUA APXMBHbIX AOKYMEHTOB. Karkaoe nocTynneHwe B npeaenax
OTYETHOrOo rofa noJsiy4YaeT NoPAAKOBbIN HOMEpP B Ba/IOBOW NOC/e40BaTENbHOCTY.

ExkeroaHo Ha 1 AaHBapsA NOABOAUTCA UTOTM KOIMYECTBA NOCTYNMBLUMX 33 FO4, aPXMBHbIX SOKYMEHTOB.

3.5.3. B cnucok ¢oHzos (npunoxkeHne N 6) apxmBHblii GoHZA 3anmncbiBaeTcA TONbKO OANH pas npwu
NnepBOM MOCTYMN/IEHUM B apXMB. He aonyckaeTca BHeceHMe apxmMBHOro ¢poHAa B CNMCOK GOHAOB paHee
NOCTYN/N€HUA ero apXnBHbIX OKYMEHTOB HA XpaHeHMe.

Homep, npucBOeHHbIM apxMBHOMY GOHAY MO CAUCKY GOHAOB, ABMAAETCA €ro y4eTHbIM HOMEPOM,
COXPAHAETCA 338 HUM BO BCEX YYETHbIX AOKYMEHTaX.

B cneuMannsnMpoBaHHOM apxvMBe AOKYMEHTOB MO JIMYHOMY COCTaBY K HOMepY apXMBHOro GpoHAaa,
NPUCBOEHHOMY KOMIMJIEKCY AOKYMEHTOB MO JIMYHOMY cocTaBy ¢oHaoobpasosaTtens, yepes Apobb
nobasnseTca Homep apxmBHOro GoHAa, 33 KOTOPbIM YYTEHA AOKYMEHTaLMA MO OCHOBHOM AEATENbHOCTH
doHpoobpasoBaTens.

Ons yyeta apxmBHbIX GOHLOB MCMO/b3YIOTCA HOMEPA B BAJIOBOM MOCNE[0BAaTENbHOCTU, A TaKKe
"cBoboaHblE HOMepa" - HOMepa apxmBHbIX GOHAOB, apXMBHble AOKYMEHTbl KOTOPbIX paHee 6biau
BblAENEHbl K YHWUYTOXEHWUIO B YCTAaHOB/JIEHHOM MNOPSAAKE WM BKAOYEHbl B COCTaB 0ObeAMHEHHbIX
apXMBHbIX POHAOB M KOTOPble PaHee He UCMOJIb30BaINCh.

Homepa yTpayeHHbIX, NepegaHHblX B Apyrue apxmBbl apxuBHbIX GOHAOB, a TaKXe Homepa
apxMBHbIX GOHAOB, BOLWEALWMX B COCTaB OObEANHEHHOrO apXMBHOro GOHAA, apXMBHble AOKYMEHTI
KOTOpPbIX paHee UCNo/1b30Ba/INCb, HE MOTYT BbITb MPUCBOEHbBI BHOBb NOCTYNUBLUMM apXMBHbIM GOHAAM.

O6beanHeHHble apxmMBHble GOHAbI U apXMBHbIE KOANEKLUMM YUUTLIBAKOTCA HA OBLWMX OCHOBAHMAX.
Ob6beaMHEeHHOMY apxvMBHOMY ¢OHAY, 06pa3oBaHHOMY M3 apPXMBHbIX GOHAO0B, PaHEe YYTEeHHbIX
CaMOCTOATE/IbHO, NPUCBANBAETCA HOMEP OAHOMO U3 APXMBHbIX POHA0B, BKAHOYEHHbIX B €r0 COCTaB.

HasBaHue apxmBHOro ¢poHaa BHOCUTCA B CNUCOK GOHA0B Ha OCHOBAHMM UCTOPUYECKON CMpaBKu
WAWN TUTYZIbHOTO INCTA ONUCK AeN, LLOKYMEHTOB.

HasBaHune apxuBHOro ¢oHZa COCTOMT M3 MOJHOIO WM (B CKOOKax) oduMUMaNbHO NPUHATOrO
COKpaLLLEeHHOro Ha3BaHuA ¢oHA0O0Opa3oBaTeNA C YKasaHMEeM ero NoAYMHEHHOCTU, MECTOHAXOXKAEHUS,
KpalHWX AaT cylectBoBaHuA. Ecnm HasBaHMe ¢oHO006pa30BaTeNA MEHANOCh, TO B CNMcKke GOHAOB
yKa3blBaeTCA ero nocnefHee HasBaHME B paMKax Nepmoaa, 3a KOTOPbIil MPUHATbI APXMBHbIE LOKYMEHTbI.

HasBaHune 06begMHEHHOrO apXmMBHOIo GoHAA COCTOUT U3 0606LLEHHOTO HAa3BAHWA BKAOYEHHDbIX B
Hero apxmBHbix GOHAOB, M3 Ha3BaHWA PYKOBOAALLEM OpraHM3auMm Ku 0606LEeHHOro Ha3BaHWA
NOAYMHEHHbIX €M OpraHuM3aumin, M3 nepevyHAa Ha3BaHMIA CMEHABLUMX ApPYyr Apyra oOpraHu3auuii.
KOHKpeTHble Ha3BaHMA BCEX OPraHM3auWii, apxMBHble AOKYMEHTbl KOTOPbIX BOWAW B 06beAUHEHHbIN
apXMBHbI GOHA, a TaKKe UX NeperMmeHOBaHMA YKa3blBalOTCA B iMcTe poHAa.

HasBaHue apxusHoro ¢poHAa AMYHOTO NPOUCXOKAEHUA COCTOUT M3 GaMUIUM U UHULMAIOB NNLaA,
€ro nceBAoHMMa, TUTYNA, PaHra, 3BaHWNA; Ha3BaHNE apXMBHOTO GOHAA CEMbU WK poaa - U3 Gamuauni u
WHWLMANOB T/IAaBHbIX Y/JIEHOB CEMbM WM pPoOAa W WMX TUTYNOB, PAHroB, 3BaHMWA. Pamuanu, MmeHa,
OTYeCTBa, TUTY/Ibl, PaHTU, 3BaHUA, POLCTBEHHbIE OTHOLIEHWSA BCEX YIEHOB CEMbU UM POAA YKA3bIBAOTCA
B amcte poHAaa.

B Ha3BaHWM apPXMBHOMN KOMNEKLUMW YKa3bIBAETCA NPU3HAK (Mpu3HaKM) ee popmmpoBaHMA, a Npu



HeobXoAMMOCTHU - U ee COCTaBUTENb (NPEXKHNI Bnaaenel, cobupaTtenb KONNeKLUn).

ExkerogHo Ha 1 AHBapA K cnUcKy GOHAOB COCTABAAETCA MTOrOBan 3anncb O KOAMYECTBE apXMUBHbIX
$OHA0B, MOCTYNMBLIMX M BbIObIBLUMX B TeYeHMe roda, M oblem KoamyectBe apxMBHbIX ¢GOHAOOB,
HAXO4ALMXCA HA XPAaHEHUN B apXuMBe.

Cnucok ¢oHAOB 3aKNtOYaeTcA B TBEPAYt OONO0XKKY, NUCTbl HYMEpPYIOTCA, COCTaBAAETCA JINCT-
3aBepuTesnb.

MepeneyaTka cnucka QOHAOB OCYLWLECTBAAETCA TONbKO C paspelleHns COOTBETCTBYHOLLENO
YNOJHOMOYEHHOIO OpraHa UCNOJHUTENbHOW BAacTK B chepe apxuBHOro aena. B atom cayyvae B cnmcok
$oHp0B 0653aTeNIbHO BHOCATCA HOMEpa, Ha3BaHMA WU OCHOBaHMA BblObITUA BCeX apXWBHbIX POHAOB,
HOMEepa KOTOPbIX 3aHMMaTb 3anpeLlaeTcs.

3.5.4. Nlnct doHAa COCTABASETCA HA KaXKAbl apXMBHbIN GOHA. B HEM yuMTbIBAOTCS BCE apXUBHbIE
OOKYMEHTbI apXMBHOTo ¢poHAa, BK/IOYAsA HEOMMUCAHHbIE U CEKPETHbIE.

Nnct poHaa moxkeT ObITb NepecocTaBfeH TONbKO B C/lyYyae, €CAM OH HEMCNPABUMMO NOBPEKAEH
WU nepecTaeT OTparkaTb PaKTMUECKOe COCToAHME U 0bbem apxmBHoro ¢oHga, nocne nepepadboTku
apxmBHoro ¢oHAa WAM co3daHua ob6beauHEHHOro apxXxuBHOro ¢oHAa, YTOYHEHUA UCTOPUU
doHpgoobpasoBatens. B cnyyae nepecoctaBneHua nucta doHaa paHee AeNCTBOBaBWWMI NUCT doHAA
nomeuwiaerca B geno oHaa. B BepxHem npaBom yrny oboux nuctoB ¢oHAa AenatoTcs oTMeTKu: "Jiuct
nepecoctasfieH" ¢ yKazaHMem AaTbl NepecocTaBNeHns, 4ONKHOCTM U NOANUCU UL, OTBETCTBEHHOIO 33
yuer.

Jlnctbl GOHAOB XPAHATCA B MOpPsAAKE HOMEPOB apxMBHbix ¢GOHAOB B namnke. K Kaxkgou nanke
COCTaBAAETCA /INCT-3aBEPUTENb, FAE YKa3blBAOTCA HavyasibHble M KOHEYHble HOMEePa apPXUBHbIX GOHA0B U
obLiee KONMYECTBO apXMBHbIX GOHA0B, IMCTbl KOTOPbIX HAXOAATCA B MarkKe.

K nnctam ¢oHA0B BeayTcA yKasaTenun 4na OnepaTMBHOMO NMOUCKA B apXMBe apXMBHbIX LOKYMEHTOB
TO UAN NHOM OpPraHn3aLmu.

3.5.5. JlucTbl yyeTa ayaMoBM3yasibHbIX JOKYMEHTOB COCTaBAAOTCA NpU HePOHA0BOW OpraHM3aumm
aPXMBHbIX JOKYMEHTOB pPa3ae/ibHO Ha pasinyHble BUAbI KWHOGOTODOHO- N BUAEOLOKYMEHTOB. [opAaoK
HYMepaLMn N XPAaHEHUA INCTOB y4YeTa ayanMO0BM3YyasibHbIX JOKYMEHTOB aHA/IOTMYEH MOPAAKY HYMepaLmm
W XpaHeHuA AnMcToB GoHA0B.

3.5.6. B onucu aen, AoKymeHToB (npunoxenua N 7 - 8) eAnHWUbI XpaHeHUa/eAnHULbI yyeTa
YUYMTbIBAOTCSA B COOTBETCTBUM C UX CUCTEMATU3aLMEN 33 NOPALKOBLIMM YYETHbIMU HOMEPAMM.

Homepa aen c TeKCToBOM CONPOBOAUTENIBHON AOKYMEHTAUMEN K ayAMOBM3Ya/ibHbIM AOKYMEHTaM
[0NKHbl COOTBETCTBOBATL YYETHLIM HOMEPAM ayAN0BU3YabHbIX JOKYMEHTOB.

Onucam gen, AOKYMEHTOB NPUCBAMBAIOTCA yY4eTHble HOMepa No AuUcTy ¢oHaa; npu HepoHA0BOM
OpraHM3aLUnKM apXmMBHbIX AOKYMEHTOB - MO JINCTY y4YeTa ayanMoBM3yasibHbIX AOKYMEHTOB ONpeaeeHHOro
Buaa.

He ponyckaeTca npucBoeHMe onucAM Aes, AOKYMEHTOB OAMHAKOBbIX YYETHbIX HOMEpPOB, 3a
WCKAIOYEHNEM CNyYaeB, NpeayCMOTPEeHHbIX n. 3.7.7.

B KoHLEe onuncK gen, AOKYMEHTOB BO BCEX €€ 3K3eMNApax AeflaeTcAa MTOroBasa 3anucb, B KOTOPOW
YyKa3blBaeTCA KOMYECTBO HaAXOAALIMXCA Ha XPaHEHUW eAMHUL, XpaHeHus/eauHuL, ydyeTa, nepsblid U
nocneaHuint Homepa eANHUL, XpaHeHUA/eAUHMUL, yyeTa No ONMUCK, OroBapMBatOTCA MMEIOLLMECA NPONYCKK
HOMEpPOB, IMTEPHbIE HOMEpPa, BblObIBLLME eANHULbI U OCHOBAHWUE WX BblObITUSA.

B uTOoroBoi 3anucu K onucu gen apxmBHOro ¢oHAa /IMYHOIO MPOUCXONKAEHWUS, BKAtOYAOLLEN
eAMHULbl XpaHeHUsA/eaMHMLbl y4eTa Ha pPas/iMyHbIX HOCUMTENAX, [OOMOJHUTENbHO YKasblBaeTcA
KOJ/IMYECTBO TaKUX eANHULL XPaHeHUa/eanHNL, yyeTa.

Mocne Kaxaoro NoCTynieHMsa Uan BblbbITUA apXUBHbIX LOKYMEHTOB COCTaB/IAETCA HOBas UTOroBas
3anuCb K ONUCK Aefl, LOKYMEHTOB, KOTOPAA MOANMUCLIBAETCA ee COCTAaBUTENIEM C YKA3aHUEM AOKHOCTU
W 4aTbl COCTaBAEHMUA.

Ecnn onucbk gen, OOKYMEHTOB COCTOMT M3 HECKONbKMX FOLOBbIX Pa3genos, TOMOB, MTOroBas
3aNMCb COCTAaBAAETCA K KarKAOMY rofoBOMY paszesny, TOMy; KpoMe TOro, K KaXAoMy nocaegytouiemy
roAoBOMY pa3geny, TOMy B HapacTaloLweM NopsiaKe COCTaBAAETCA CBOAHAA TOroBas 3anuchb.

Kaxkpas onucb gen, AOKYMEHTOB, TOM ONUCKU AeN, AOKYMEHTOB A0/1KHbl UMETb INCT-3aBEepUTE/b
(npunokenue N 3).

3aKoHYeHHan onucb Aen, AOKYMEHTOB A0/XKHA BKAOYaTb, KaK NpaBuno, He bonee 9999 eanHuy,
XpaHeHus, eANHUL, yyeTa.



ApXMB A0O/KEH UMETb 3 3K3emnaspa onuceil Aen, AOKYMEHTOB, MepBblii U3 KOTOPbIX ABAAETCA
CTPaxoBbiMm.

Ecnun onucb aen, LOKYMEHTOB NePeCcoCTaBNeHa, TO OAMH 3K3eMNAAP paHee AeiNCcTBOBaBLUEN ONMUCH
OeN, OOKYMEHTOB BK/IOYAETCA BO BHOBb COCTAB/AEHHYIO ONUCb Aes, AOKYMEHTOB 3a NOCAEAHMM
YYETHBIM HOMEPOM, OCTaNIbHblE 3K3EMNAAPBI BbIAENAKTCA K YHUYTOXKEHMIO B YCTAHOBAEHHOM NOpPALKE.

3.5.7. MNo peectpy onucel BeaeTcs NOEAMHUYHBIA U CYMMAPHbIN y4eT onucen aen, AOKYMEHTOB
apxmBa. B 3aBucMMmocTM OT opraHmsaumm paboTbl MO y4eTy B apXmBe peecTpbl ONMCEN BeayTCA B paMKax
apXMBOXPaHWU/MLL FOCYAAPCTBEHHbIX apXMBOB U/UAM apXMBa B LLE/IOM, UTO OTPa)KaeTcs B cxeme yderta
OOKyMeHTOB. Kaxaoi HoBoOM onucK aen, AOKYMEHTOB NMPMUCBAMBAETCA o4YepeaHON MOPsSAKOBbIN HOMeEp
no peecTtpy, KOTOPbIM NPOCTaBAAETCA HA 0610XKKe ONUCK AeN, LOKYMEHTOB B BEPXHEM JIEBOM YTAYy.

ExxerogHo Ha 1 AHBapsA B peecTpe Onucen COCTaBAETCA UTOroBasi 3aMMCb O KOIMYECTBE Onucel
OeN, AOKYMEHTOB, NOCTYMUBLUMX M BblObIBLUMX B TEYEHWE FOAa B apXMB, U UX OOLLLEM KONUYECTBE.

3.5.8. MMacnopT apXMBOXPaHWUIULWLA COCTAaBAAETCA EXEroAHO KaxKAbIM apXMBOXPAaHUAULLEM U
OTpaKaeT 06bEM pasMeLLEHHbIX B HEM apXUBHbIX POHAOB, A€/ U aPXMBHbIX JOKYMEHTOB.

MNokasaTenu nacnopTa apxXMBOXPaHWAULLA OMPEAEensAloTCs apXMBOM CaMOCTOATE/IbHO C YyYeToM
COCTaBa M COCTOAHUA XPAHALLMXCA B KOHKPETHOM apXMBOXPAHMMLLE aPXUBHbIX 4OKYMEHTOB.

3.5.9. deny doHAa npucBamMBaeTca HOMep apXnMBHoOro ¢oHaa, Ha KOTOPbIM OHO 3aBeaeHo. B aeno
doHOa BKAOYAIOTCA: UCTOPMYECKAA CrpaBKa no uctopum doHAoobpasoBaTensa U UCTOPUM apXUBHOIO
doHAa; aKTbl, GUKCUpPYIOLWLME U3MEHEHNS B COCTaBE U 0bbeme apxmBHOro ¢GoHAa, B TOM YUC/IE aKTbl O
paccekpeumMBaHUM [OKYMEHTOB; KOMWUA XapaKTepPUCTUKM apxMBHOro <¢oOHAA, COCTaBlEHHOW AanA
nyTeBoAMTENs (CNPaBOYHUKA); MHCTPYKLMM NO paboTe ¢ apXMBHbIMKW AOKYMEHTaMW apXnBHOTo ¢poHaa, B
TOM YMCE MO YCOBEPLUEHCTBOBAHMIO U NepepaboTKe onucen gen, LOKYMEHTOB, CXeEMbl CUCTEMATU3aLMMK
APXMBHbIX JOKYMEHTOB apXMBHOIo GpoHAa.

Ecnn apxvBHble AOKYMEHTbI, Noanexalwme BKAOYeHWUIO B geno poHpa, HaxogAaTca B cCocTaBe
eaVHUL, XpaHeHUs, To B Aeno GoHAa BKAOYAETCA CMPaBKa C NEPEYUCIEHUEM STUX € ANHUL, XPAaHEHMA U
WX apPXUBHbIX WNPOB.

Oena ¢oHpos opraHos KMNCC, BJIKCM, B KOTOpble BK/AOYEHbl apXUBHbIE AOKYMEHTbI NO UCTOPUU
$OHA0B NEePBUYHBIX MAPTUMHDBIX U KOMCOMOJIbCKMUX OpPraHn3aumin, pachopmmpoBaHmio He nognexkart. B
aena ¢oHAOB NEPBMYHbIX MAPTUMHBLIX MU KOMCOMONBCKUX OpraHM3auuii MOMeLLatoTca ChpaBKU €O
CBEAEHUAMM O HAXOMKAEHUW apXMBHbIX OOKYMEHTOB MO WMCTOpMM AaHHOro ¢GOoHOA B gese Apyroro
doHAaa.

Odena ¢oHAoB, BOWeEAWMX B COCTaB 06beANMHEHHOIO apXMBHOro GpoHAa, BKIOYAOTCSA B €ro Aeno
doHAaa.

JoKymeHTbl gena ¢oHAa AO0MKHbI ObiITb NPOHYMEpPOBaHbl C COCTAaBAEHWEM /NCTa-3aBepPUTENS,
noALWwmnTbl (MPOLWHYPOBaHbI), 3aKAt0UEHbI B TBEpAyto 06/10XKKy. K aeny poHaa coctaBnserTca BHYTPEHHSAA
onucb. flena ¢oHAO0B XpaHATCA B nopAaKe HomepoB GoHA0B.

CocTaB [OOKYMEHTOB Jefna OpraHmMsaumMm - MCTOYHMKA KOMMIEKTOBAaHMA [OKYMEHTOB NpU
HepOHA0BOM OpraHM3aL MM apXMBHbIX 4OKYMEHTOB aHa/IOrMYeH coCcTaBy AOKYMEHTOB aena poHaa.

Ob6uwme TpeboBaHMA K y4eTHbIM Ba3zam AaHHbIX

3.6. YueTHble 6a3bl gaHHbix (B) B apxmuBe obecneunsatoT: MHGOPMALMOHHYIO NOALEPHKKY YUETa;
BeAEHME LEeHTPaIM30BaHHOIO rocyAapCTBEHHOMO yyeTa AOKYMEHTOB B aBTOMATU3UPOBAHHOM PEXUME;
onepaTMBHOE MpeACTaBfeHWE CBEAEHWM O HaAMuMM B apXMBE [OKYMEHTOB TOrO WM WHOTO
¢doHpoobpasoBaTens.

MNepeyeHb PEeKBU3IUTOB yyeTHbIXx B dopmupyeTca B COOTBETCTBUM C MOKA3aTe/ MU OCHOBHbIX
(0bs3aTenbHbIX) Y4YeTHbIX AOKYMEHTOB apxuBa M ONpeaensierca CchneuwanbHoO YNoJHOMOYEHHbIM
desepanbHbIM OPraHOM UCMOTHUTENIBHOM B1ACTU B chepe apXMBHOIo gena.

YyeTHble B[, apxuBa p[O/KHbI ObiTb COBMECTMMbI C Yy4yeTHbiMM B[, cooTBeTCTBylOLWErO
YNO/NHOMOY€EHHOIO OpraHa UCMNOIHUTEIbHOM BNacTu B chepe apXmBHOro aena.

YyeT noCcTynneHua u BbIObITUA APXUBHbIX AOKYMEHTOB

3.7.1. Y4yeT NoCTyNaAeHUA apXMBHbIX JOKYMEHTOB B apXMB OCYLLLECTBAAETCA Ha OCHOBAHMUM:



aKTa npuema-nepenayn AOKYMEHTOB Ha XpaHeHue (npunoxkeHue N 9);

aKTa NPUEemMa Ha XpaHeHWe JOKYMEHTOB JIMYHOTO NponcxoxaeHus (npunoxkeHume N 10).

ApXMBHbIE [OKYMEHTbI CTaBATCA HA Y4YeT TaKKe Mo pe3y/sbTaTam NpoBeAeHUA OTAe/bHbIX BUAOB
apXxMBHbIX paboT (cm. n. 3.7.3).

Bce npuHATbIE B apXMB apXMBHbIE AOKYMEHTbl BHOCATCA B KHUIY y4eTa NOCTYNJAeHUA AOKYMEHTOB.
Kaxkapl BnepBble NOCTYNUBLUWIA B apXMB apXMBHbI GoHA, 06beaNHEHHDbIN apXMBHbIA GOHA, apXMBHAA
KOJ/IEKLMA 3anucbiBaeTcsa B CNUCOK ¢oHAoB (npunoxeHne N 6), Ha Hero 3anonHATCA AUCT GOHAa,
KapTOYKM yKasaTensa K ancty ¢poHaa, 3aBoanutca aeno ¢oHaa. Ha ayamosumsyanbHble OKYMEHTbI MPU MX
HepOHAOBOM  OpraHM3aUMM  3aMNONHAIOTCA  JIUCTbl  y4eTa  KMHOGOTODOHOAOKYMEHTOB W
BMAEOLOKYMeHTOB. Kaxpgan BrnepBble NOCTYNUBLUASA ONWUCb A€/, AOKYMEHTOB y4MTbIBAETCA B peecTpe
onucen.

CooTBeTcTBYIOLME YYETHbIE CBEAEHMA B YCTAHOB/IEHHOM NOPAAKE BHOCATCA TaKKe B yyeTHble b/,

3.7.2. Y4yeT BblObITUA apXMBHbIX OKYMEHTOB U3 apXMBa OCYLLECTBAAETCA HQ OCHOBAHMUU:

aKTa O BbIAENEHUN K YHUUTOMKEHUIO AOKYMEHTOB, HE MOANENKALMX XpaHeHuto (npuaoxerHune N
11);

aKTa O HEMCMPaBMMbIX NMOBPEKAEHUAX LOKYMEHTOB;

aKTa Npuema-nepenayn AOKYMEHTOB Ha XpaHeHue (npunoxeHue N 9);

aKTa 0 HEOOHAPYKEHNWN AOKYMEHTOB, NMYTM PO3bICKA KOTOPbIX UcHepnaHbl (MpunoxkeHue N 2);

aKTa BO3BPaTa AOKYMEHTOB COBCTBEHHUKY;

aKTa 06 U3BATUM NOAJMHHBIX €4UHUL, XPAaHEHUA, LOKYMEHTOB.

ApXMBHble AOKYMEHTbI CHUMAIOTCA C y4YeTa TaKkKe B pe3y/ibTaTe NPOBefeHUsA OTAEeNbHbIX BUAO0B
apXxMBHbIX paboT (cm. n. 3.7.3).

Heobxoavmble M3MEHEHUs BHOCATCA B OCHOBHble (06fA3aTesibHblE) M BCMOMOTaTe/IbHble YYETHblE
OOKYMeHTbI apxmBa. MNpun 3Tom B cyyae:

BblObITUA BCEX APXMBHbLIX AOKYMEHTOB OMWUCKU AeN, AOKYMEHTOB HOMEP 3TOM OMUCU APYrMm
onucAM aen, AOKYMEHTOB He MpuCBaMBaeTcA M OcTaeTcA cBobOAHbIM; B peecTpe onucein aenaetca
COOTBETCTBYHOLLAA OTMETKa;

BbIObITUA apXMBHOro ¢poHaa B cnucke ¢doHOoB (npunoxkeHue N 6) B rpade "OTmeTKa 0 BbIbbITUK"
YKa3blBaeTCsA, Ky4a BblObl apXMBHbIA GOHA, U aKT, HA OCHOBAHWM KOTOPOTO OH BbIObI/.

Mpu nepepave apxmeHoro poHaa M3 OAHOrO apxmBa B APYron nepenatoTca 3 aK3emnaAapa onmcu
Oen, [oKymeHToB M geno ¢oHaa. Konus onucu gen, [OKYMEHTOB OCTAETCA B apxuBe-caaTyivke U B
KauyecTBe MPUIONKEHUA K aKTy nNpuvema-nepenayn AOKYMEHTOB HaA XpaHeHue (npunoxkeHne N 9)
BK/IOYAETCA B apXMBHbIV GOHA apXMBa-cAaTYMKa.

Mpw BblAENEHUM K YHUUTOKEHWNIO BCEX aPXMBHbIX LOKYMEHTOB apXMBHOTo GOHAA OAMH 3K3eMNAsp
ero onucen aen, 4OKYMEHTOB U AUCT doHAA nomelatoTca B aeno ¢oHaa. Aeno doHAa BKAOYaeTcA B
APXUBHbI GOHA apxunBa.

3.7.3. KonnyecTBo apxmBHbIX LOKYMEHTOB apXMBa U3MEHAETCA B pesy bTaTe:

BbIBEPKM YYETHbIX AOKYMEHTOB, MO WMTOram KOTOPOW BbISIBAIEHbI OWWOKM, AONYLLEHHblE MNpU
noAcyeTe KOMYECTBA XPAHALLMXCA apPXMBHbIX JOKYMEHTOB;

NMPOBEPKU HAMMUMA U COCTOAHUA aPXMBHbLIX [LOKYMEHTOB, B XO4€ KOTOPOlM OOHapy»KeHbl
HeyuTeHHble, 33 IMTePHbIMW WM NPONYLLEHHbIMM HOMEPaMKN eANHULbI XPaHEHUA/eAUHULbI YYeTa;

pecTaBpaLMn apPXMBHbIX OKYMEHTOB, MOC/E KOTOPOI OAHO Ae/0 pasaeneHo Ha HECKONIbKO Aen;

ONUCaHWA apPXMBHbIX SOKYMEHTOB, NepepaboTkM onucein aen, LOKYMEHTOB, B NpoLecce KOTopbIX
BO3MOXHO pa3geneHune unmn obbeanHeHne eanHUL, XxpaHeHnsa/eguHuL, yyeTa.

OcHOBaHMEM A/1A BHECEHUA U3MEHEHUI B yYeTHble AOKYMEHTbl U y4YeTHble B/l no pesynbTatam
yKa3aHHbIX paboT ABnAOTCA:

aKT O TEXHUYECKUX OLIMBKax B YYETHbIX LOKYMEHTAX;

aKT 06 06HApYKEeHUN LOKYMEHTOB, He OTHOCALLUMXCA K AaHHOMY apxmsy, GOHAY, HEYYTEHHbIX U
T.0.;

aKT 0 pasgeneHnun, o6beAMHEHUMU O, BKNOYEHUMN B AE10 HOBbIX OKYMEHTOB;

aKT ONMCaHUA JOKYMEHTOB, NepepaboTKu onucen.

YyeT YHUKaNbHbIX JOKYMEHTOB 1 ocobo LUEeHHbIX JOKYMEHTOB
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3.7.4. YHUKanbHble AOKYMEHTbl MognexkaT cheuMaibHOMy roCyJapCTBEHHOMY Yy4yeTy B
FocyaapcTBEHHOM peecTpe YHUKalbHbIX AOKYMeEHTOB ApxuBHOro ¢oHza Poccuiickoii deaepauuuy,
nopsaaoK BeAeHWsA KOTOPOro onpegenserca cneumanbHO YyNnoAHOMOYEHHbIM deaepanbHbIM OpraHom
WCNONIHUTENbHON BAacTU B cdepe apxMBHOIMO LAena, M FoCyAapCTBEHHbIX pPeecTpax YHMKaNAbHbIX
[OKYMEHTOB apXUBHbIX poHA0B cybbeKkToB Poccuinickon Peaepaumnm.

Ha yHMKanbHble JOKYMEHTbI COCTAaBAAKOTCA INCTbI Y4eTa U ONUCAHMUA YHUKANbHbIX OKYMEHTOB.

3.7.5. YueT 0c060 LEeHHbIX JOKYMEHTOB BeAeTcA Mo:

cnmcky ¢GoHA0B, coaepKaLLMxX 0CO00 LEeHHbIe JOKYMEHTbI;

onucAM 0cobo LEeHHbIX e/, AOKYMEHTOB WM NepeyHAM HOMepoB 0cob0 LEHHbIX Aen
(HomepHUKam).

B onucax ocobo LeHHbIX AeN, AOKYMEHTOB 338 HUMU COXPAHAIOTCA UX NPEXKHME YYETHbIE HOMEPA.

Onuncb 0cob0o LEHHbIX AeN, AOKYMEHTOB COCTABAAETCA Ha 0CO60 LLeHHble AOKYMEHTbl O4HOM UK
HECKOJ/IbKUX ONUcen Aen, AOKYMEHTOB apXMBHOro poHAa B 3aBMCMMOCTM OT KOIMYECTBa 0COb60 LeHHbIX
eQuHUL, XpaHeHuA/eAMHUU, ydYeTa B JaHHOW onucM B HeobxoAMMOM [ANA apxvBa Ko/auyecTse
3K3eMNNsAPOB.

Ecnn GONbWMHCTBO apXMBHbIX AOKYMEHTOB MO ONUCKM [Aes, AOKYMEHTOB ABAAKOTCA ocobo
LEeHHbIMW, OTAeNbHAaA onucb 0cobo LUEeHHbIX Aefl, AOKYMEHTOB He COCTaBAAEeTCs, a KonupyeTtcA
MMEIOLLLAsCA ONMCb. B TaKoM cnyyae K Hell cocTaBnsieTcAa HOMEpPHMUK.

CBeAeHNsA 0 KoNMpoBaHUM 0C0B0 LIEHHbIX AeN, LOKYMEHTOB B LLe/IAX CO34aHMA CTpaxoBoro ¢oHAa
BHOCATCA B COOTBETCTBYIOWME ONMUCUM 0COBO UEHHbIX AeN, AOKYMEHTOB WM HOMEPHWKM MO Mmepe
NpoBeLEeHMA NX CTPAXOBOFO KOMMPOBAHUA.

B uTOroBoi 3anucy ykasbiBaeTcsa obliee KOM4ecTBo 0COB60 LEHHbIX eauHUL, XpaHeHus/eanHunL
yyeTa, BK/OYEHHbIX B OMUCb WAM HOMEPHMK. [0 3aBeplleHUMM KOMUPOBAHUS BCEX eAUHUL,
XpaHeHuA/eAMHML, yyeTa NO AaHHOM OMWCM  WMAWM  HOMEPHUKY YKasbiBaeTcA: "Bce eamHMUbI
XpaHeHMA/eANHNLbI yueTa CKOMMPOBaHbI, AaTta, AO/IKHOCTb, NoAnuc".

Onuncun ocobo LLeHHbIX AeN, AOKYMEHTOB MU HOMEPHUKM YUYMTbIBAOTCA B peecTpe onucelt ocobo
LEeHHbIX Aes, LOKYMEHTOB.

Mpn OTHECEeHMM aPXMBHbIX AOKYMEHTOB K 0CO00 LeHHbiM B onucsax B rpade "MpumeyanHma"
HaMpPOTWB 3aro/IOBKOB COOTBETCTBYIOWIMX eAMHUL, XpaHeHUA/eAMHWL, yYeTa NPOCTaBAAOTCA OTMETKMU
"ou".

B Apyrux y4yeTHbIX AOKymeHTax oTmeTka "OU" npoctaBnsetrcA K Homepy apxuBHoro ¢oHaa,
HOMepY OnNucK Aen, AOKYMEHTOB; JaHHan OTMETKa ABNAETCA CNYKEBHOM 1 He BXOAUT B apXMBHbIN WKdpP
eQuHUL, XpaHeHA/eauHUL, yyeTa.

YYeT ceKpeTHbIX U PaCcCEKPEUYEHHbIX aPXMBHbIX AOKYMEHTOB.
OdopmneHne paccekpeyeHHbIX aen

3.7.6. YyeT CeKpeTHbIX apXMBHbIX OOKYMEHTOB BeAeTCcA B COOTBETCTBMM C HOPMATUBHbIMMU
NPaBoBbIMW AOKYMEHTaMU. B yYeTHbIX AOKYMEHTAX U apXMBHbIX WMbpax eguHUL, XpaHeHua/eanHuL,
yyeTa CeKpeTHble apxvBHble GOHAbI, ONUCK AeA, AOKYMEHTOB, eAMHULbl XpaHeHua/eaAnHULUbl ydeTa
0603HayatoT nHgeKkcom "c" (cekpeTHo), "cc" (coBepLueHHO cekpeTHO), "oB" (0coboli BaXKHOCTH).

3.7.7. U3meHeHMAa B Yy4yeTHble [OOKYMEHTbl MO pe3ynbTaTaM pPaCCEeKPeUYMBaHMUA  APXMBHbBIX
AOKYMEHTOB BHOCATCS HAa OCHOBAHWUM aKTa O PacCceKpeunBaHuM JOKYMeHTOB (npunoxkeHne N 12).

ApxuBHble GOHZAbI, ONUCK AN, AOKYMEHTOB M eAMHULbI XpaHeHUA/eAMHULbI YYeTa, BKIoUYaloLwme
HapAdy C CEeKpPeTHbIMM HeceKpeTHble (paccekpeyeHHble) AOKYMEHTbl, B YYETHbIX AOKYMEHTaX W
apXuBHbIX WKbpax eanHUL, XpaHeHua/eamHul, ydeta o603HavaloTcA MHAEeKcom 'cu" (cekpeTHo
YacTMYHO).

Mpu paccekpeumBaHWM BCEX eAMHUL, XpaHeHus/eaMHML, yyeTa MO CEeKPEeTHOW onucu gen,
OOKYMEHTOB [aHHaA OMNWUCb TaKXKe pPacCeKpeymBaeTcA, nepefaeTcA Ha OTKPbITOe XpaHeHue u
yunTbiBaeTca B nncte GoHAa 3a TeM Ke HoMepom, Ho 6e3 mHaekca "c", KOTopbIl 3a4epKnBaeTca Ha
06/10’KKe M Ha TUTYNIbHOM NIUCTe AAHHOW onucK. B npaBom BepxHeEM yray 060KKM U TUTYbHOTO /INCTa
onucu aen, LOKYMEHTOB NpocTaBaseTca wramn "PaccekpeyeHo".

Mpun pacceKkpeuymBaHMM YacTU Len U apXMBHbIX [OKYMEHTOB MO CEKPeTHOW onucu gen,

AOKYMEHTOB Ha pacceKpe4dyeHHble Aena U apXUBHble AOKYMEHTbl COCTaBAAETCA OTAe/ibHaA ONUCL Aen,



AOKYMEHTOB, HOMepa eAMHUL, XpaHeHUA/eAnHWL, yYeTa B KOTOPOM OCTaloTCA NpeHUMK. [11a BanoBoi
HYMepaumMn TaknX eauHUL, XpaHeHusa/eaAuHUL, ydeTa ucnonbsyerca rpada 2 onucu aen, AOKYMEHTOB.
HoBas onucb gen, AOKYMEHTOB BMeCTe C pacceKpeyeHHbIMWU AenaMun U apXMBHbIMU [OKYMEHTaMM
nepegaeTtcs Ha OTKPbITOE XPaHeHWe, Yy4uTbiBaeTcs B MCTe GOHAOB 32 TEM KEe HOMEPOM, YTO WU
CeKpeTHas, Ho 6e3 nHaekca "c".

Mpwn paccekpeymBaHnn HobLIEN YaCTU AEN U apPXMBHbBIX AOKYMEHTOB MO CEKPETHON onucu aen,
OOKYMEHTOB C fOaHHOW OMWCU  CHUMAETCA KOMuA, MNpU  KOMMPOBAHMM  3aro/IOBKM  eAUHULL
XpaHeHuA/eAMHWL, yyeTa, OCTaBAEHHbIX Ha CEKPETHOM XpaHeHMM, 3aKkpbiBatotcA. Konus onucu Ha
pacceKkpeyeHHble Aena U apxMBHble AOKYMEHTbl NepeaaeTcs Ha OTKPbIToe XpaHeHue. B aksemnasape
ONnuUcK gen, LOKYMEHTOB, OCTaBLUENCA Ha CEKPETHOM XPaHEHWW, COXpaHAeTcA MX Hymepauua. B nucre
¢$oHAa TaKasA OMMCb YYUTHIBAETCA ABaXKAbl: SK3EMMAP ONUCKU, OCTaBLUMNCA Ha CEKPETHOM XPaHEHUW, - C
COOTBETCTBYHOLLEN MHAEKCALMEN CEKPETHOCTU, CKOMMPOBAHHDIM 3K3eMNAAP, NepefaHHbI HAa OTKPbITOe
XpaHeHue, - 6e3 nHaekca "c'.

Mpy paccekpeunmBaHMM OTAE/bHbIX eAWHUL, XpaHeHUa/eANHWL, yYeTa No CEKPETHOM onucu aen,
OOKYMEHTOB OHW BK/IOYAKOTCA B ONMUCb A€, AOKYMEHTOB OTKPLITOFO XPaHEHWs COOTBETCTBYHOLLEFO
apxmMBHOro ¢oHAa 3a IMTEPHBIMMU HOMEPAMM UM B BAIOBOWN NOC/AEL0BaTE/IbHOCTH.

B onucax aen, [OKYMEHTOB, OCTAlOWMXCA Ha CEKPETHOM XpaHeHuu, B rpade "MpumevaHuma"
NPOTMB 3ar0/IOBKOB PACCEKPEYEHHbIX eAuMHUL, XpaHeHusa/eaMHUL, ydyeTa NpocCTaBaAseTcas WTamn
"PaccekpeyeHo". B cnyyae, Koraa paccekpeyeHHble eguHUUbI XpaHeHUsa/eAMHULbI YYeTa BKIOYEHbI B
ONUCb AeN, AOKYMEHTOB OTKPLITOTO XpaHeHWAa (3a /UTEPHbIMM HOMEpPamMM WAW B BanOBOM
nocnefoBaTeNlbHOCTH), B CEKPeTHOM onnck B rpade "MpumedaHns” ykasbiBaeTcs UX HOBbIM HOMep.

Mocne paccekpeuymBaHMA K OMUCAM A€/, OAOKYMEHTOB OTKPbITOTO M CEKPETHOro XpaHeHus
COCTaBNAIOTCA HOBble WTOrOBble 3anuMcM 06 obbemMax @aKTUUYECKM YUTEHHbIX B HUX e4uHUL,
XpaHeHuA/eanHUL, yyeTa.

Mpy paccekpeunmBaHUN OOHOTO MM HECKOJIbKMX apXMBHbIX JOKYMEHTOB B COCTaBe CEKPETHOro
[ena OHO OCTAaeTCA Ha CEKPEeTHOM XpaHeHuu. K apxmBHomMy WwMdpy Ha 0b6/10XKKe aena K nHaekcy "c"
pobasnsetca 6ykea "4". Homepa NUCTOB pacceKpeYeHHbIX apXMBHbIX LOKYMEHTOB NEepeyncnstoTcs B
rpade "MpumeyaHma" HanNPOTMB 3aroN0BKA YaCTUYHO PACCEKPEYEHHOTO Aena, a TaKXKe BO BHYTPEHHEN
onucu pena. MNMpu OTCYTCTBUM B AeNe BHYTPEHHElN OMNUCU CBEAEHMSA O PACCEKPEYEHHbIX aPXMBHbIX
OOKYMEHTaX OTparkatoTca B IMCTE-3aBepUTENE C YKa3aHMEM HOMEPOB COOTBETCTBYHOLLMX JINCTOB.

B npaBom BepxHem yray OONOXKM  paccekpeyeHHOro Aena NpoCTaBAfeTcs  LWTamn
"PaccekpeyeHo". MHaekc "c", "cc" nnmn "oB" B Homepe gena 3auepKunBaeTcs.

YyeT apXMBHbIX JOKYMEHTOB JIMYHOIO MPOUCXOXKAEHUA

3.7.8. YueT MNOCTYNAEHUI apXMBHbIX LOKYMEHTOB JIMYHOFO MNPOMUCXOXKAEHUA, NepenaBaembix
cobcTBEHHUKOM B dpeaepanbHyo cobCTBEHHOCTb, B COBCTBEHHOCTL CybbeKTa Poccuitickolt deaepauum
AU MYHULMNANAbHYIO COBCTBEHHOCTb, BEAETCA Ha OCHOBAaHMM aKTa MPMema Ha XPaHeHWe LOKYMEHTOB
NIMYHOro npoucxoxaeHua (npunoxennme N 10). K akTy npunaraloTca cAaTOYHaA OMMCb apXMBHbIX
OOKYMEHTOB M pelleHMe 3KCNepTHO-MPOBEPOYHON KOMMUCCMM apxMBa WMAM 3SKCMEPTHO-NPOBEPOYHOM
KOMMCCMM YMOJIHOMOYEHHOIO OpraHa WMCMOSHWUTEIbHOW BAacTu cybbekTa Poccuiickoint deaepauun B
cdepe apxmBHoro aena (ganee - 3MK) o npueme 3TUX LOKYMEHTOB B apXMB.

YyeT apXMBHbIX LOKYMEHTOB JIMYHOTO MPOUCXONKAEHWUA, HAXOAALWMXCA B YACTHOW COBCTBEHHOCTH,
nepesaHHbIX MO AOrOBOPY HA XpPaHeHWe B apXWB, OCYLLECTB/IAETCA B YCTAaHOB/AEHHOM MopsaKe (cm. m.
3.7.11).

M3meHeHWsa KoNnyecTBa 1 COCTaBa apXUBHbIX JOKYMEHTOB JIMYHOTO MPOUCXOXKAEHUA B pe3ynbTaTte
WX OMNUCAHWUA OOKYMEHTUPYIOTCA aKTOM OMWCAHWUA [LOKYMEHTOB, HA OCHOBAaHWWM KOTOPOrO BHOCATCS
N3MEHEHWA B yUYeTHble AOKYMEHTbI. Ha JOKYMEHTbI, He NoA/IeXKalluMe XpaHeHo B apxuBe, COCTaBAAETCS
aKT BO3BpaTa [OKYMEHTOB COOCTBEHHMKY B [BYX 3K3eMNispax, OAWH W3 KOTOPbIX BMecTe C
AOKYMEHTaMM nepeaaeTcs COBCTBEHHUKY.

He pgonyckaerca XpaHeHMe B apXvMBe Hey4YTeHHbIX apXMBHbIX [AOKYMEHTOB /IMYHOro
NPOMCXOXKAEHUA.

YyeT 4OKYMEHTOB NO IMYHOMY COCTaBY



3.7.9. Y4eT OOKYMEHTOB MO JIMMHOMY COCTaBY, 33 MCKAOYEHMEM MPUHATLIX MO A0rOBOPY Ha
XpaHeHMe B apxMB AOKYMEHTOB MO AMYHOMY cocTasy (cm. n. 3.7.11), ocywecTBaserca Ha obwmx
OCHOBaHMAX.

YyeT KonmyecTBa XpaHALLMXCA B apXMBE LOKYMEHTOB MO IMYHOMY COCTaBYy NPOBOAUTCA Ha OCHOBE
MX nogcyeTta no amctam GoHAOB U ONMCAM AEn No JIMYHOMY cocTaBy C pUKcaumein pesynbTaToB No
Kaxkgomy ¢oHAY M CYMMAPHO MO apxXMBYy B KHWUIe y4yeTa LOKYMEHTOB MO JIMYHOMY COCTaBy
(npousBonbHOM Ppopmbl).

Mo pesynbTaTamM NpPOBEAEHUA 3KCNEepPTU3bl LEHHOCTM AOKYMEHTOB MO JIMYHOMY COCTaBy Mo
ncTevyeHmn 75-neTHEro CpoKa WX XPaHEHUA B Yy4yeTHble OOKYMEHTbl BHOCATCA COOTBETCTBYHOLME
NU3MeHeHuA.

Yyet gen, umerowmx B Od)OpM!'IEHMVI AparoueHHble MeTal/ibl U KAMHU

(n. 3.7.10 He pacnpocCTpaHAETCA Ha FOCYAaPCTBEHHbIE U MYHULMMNAbHbIE My3en U BUBANOTEKRN)

3.7.10. ApxuB, XpaHAwMh Aena, Mmerowme B OPOPMAEHUN MAN B MPUNOKEHUN K HUM
OparoueHHble MeTaasibl U KaMHM, B COOTBETCTBMM C 3aKoHogatenbctBom Poccuitckon depepaumum
PerucTpupyeTcs B COOTBETCTBYHOLLEM MHCMNEKUMM NpPOOMpPHOro Haasopa MwuHucTepctBa ¢MHAHCOB
Poccuiickoin Pepepaumnn.

YyeT yKasaHHbIX [eN  OCyLWecTBAAeT MaTepuasibHO-OTBETCTBEHHOE /IMLO, C KOTOPbIM
PYKOBOAMTENb apXMBa 3aKNt0YaeT AOrOBOP O MATePUasibHON OTBETCTBEHHOCTM 33 COXPAHHOCTb U yyeT
OeN, UMetoLWMX B 0POPMAEHUM UM B NPUNOKEHUN K HUM AparoLeHHble MeTanbl U KaMHMU.

YKasaHHble gefla nepesaloTcs MaTepuasibHO-OTBETCTBEHHOMY /MUY Ha celMdoBOe XpPaHeHWe, O
yem JenaeTcA COOTBeTCTBylOWlas oTmeTKa ("cendpoBoe xpaHeHue") B onucu Aen, AOKYMEHTOB, U
BK/IIOYAIOTCA B CMeuMasbHYlO WHBEHTAPHYIO KHWUIY y4yeTa Aef, Mmerwux B opopMAEHUM UAM B
NPUNOXKEHUN K HUM ApParoueHHble MeTanbl U KamHU. [aHHaA WMHBEHTAapHas KHWUra COCTaBAsETCA U
BegeTcA B 3 3k3emnnsapax. [lepBbld 3K3eMNAAp XPaHUTCA B NOAPA3LeNeHUMN, OCYLLECTBAIOLLEM
LEHTPaN30BaHHbIN (B pamMKax apxvBa) yyeT AOKYMEHTOB, BTOPOM - Y MaTepuasbHO OTBETCTBEHHOIO
Nvua, TPeTuii - B Byxrantepun apxmea.

Jena BHOCATCA B MHBEHTAPHYI KHWUIY NO NOPALKY HOMEpPOB apxMBHbiX GOHA0B W onucel gen,
OOKYMEHTOB, @ BHYTPM KaXKAOW ONUCU [en, SOKYMEHTOB - MO MnopagKy HomepoB gen. Ha 6upke,
NpUKpennsemon K 06103KKe Kaxkaoro gena (npegmera), yKasblBaeTca HOMEp, 338 KOTOPbIM OHO YUYTEHO B
WHBEHTApPHOW KHUre. Homep npoctasnseTca yYepes Apobb ¢ apxuBHbIM WKdpom (Hanpumep, uHB. N
1/TAP®, ¢.572,0n. 1, a. 17).

K WHBEHTapHOM KHWUre COCTaBAAETCA WTOroBasa 3anucb, B KOTOpPOM UMdpamu M NPONUCbIO
YKa3bIBAOTCA KOIMYECTBO Aen (NpeamMeToB), BHECEHHbIX B KHUTY, AaTa COCTAaBAEHUSA UTOrOBOW 3anucw,
OOMKHOCTb U GaMMUINA MaTepranbHO OTBETCTBEHHOTO AULLA.

JInctel  MHBEHTapHOM  KHUMM 00  HayasNa ee  3aMnojIHEHUA  NMPOHYMEepOBbIBAOTCA,
NPOLLHYPOBbIBAIOTCA M CKPENAAIOTCA NeyvaTbto apxuea. Ha obopoTe nocnesHero nMcta KHUMM aenaetca
3aMNncb O KOIMYECTBE JINCTOB B KHUFe, KOTOPAA 3aBepAeTCA No4NUCAMU PYKOBOAUTENA aPXMBA, INABHOIO
XpaHuTensa GoHAOB U CKPENAAEeTCcA NeYaTblo apxuBea.

ExXerogHO cneuyanbHOW KOMMUCCMEW, CO343aBAaeMOW  MPWMKA3OM  PYKOBOAMTENA  apXuBea,
NPOBOAMTCA UHBEHTAPMU3ALMA AeN, UMeoLWUX B 0popMAEHUN UAN B MPUNOKEHUM K HAM AparoLeHHble
MEeTa//Ibl U KAMHW. MIHBEHTapu3auna NpoBOAMTCA TaKKe B C/ly4ae CMeHbl MaTeprasibHO OTBETCTBEHHOTO
ML, PYKOBOAWUTENA apxuea, T[aBHOrO XxpaHutena ¢oHAoB. PesynbTatbl WHBEHTapuM3aumu
0bOPMAAIOTCA aKTOM, COCTaBAAEMbIM B TPex 3K3emMnaApax, OAMH W3 KOTOPbIX HanpasBnseTcs B
COOTBETCTBYHOLLMIA YNOJTHOMOYEHHbIV OpraH MCMONHUTE/IbHOM BAacTu B chepe apXMBHOro Aena.

Yuer APXUBHbIX AOKYMEHTOB, HAaXO04ALWNXCA B YyacTHOM
CO6CTBEHHOCTM, NPUHATbBIX NO AOroBOPY Ha XpaHEHWNE B apXnB

3.7.11. YueT gokymeHToB ApxusHoro ¢oHaa Poccuinickon degepaumnm, NPUHATLIX NO AOrOBOPY Ha
XpaHeHMe B apxXMB Ha OCHOBAHMM aKTa Npuema-nepesayn 4OKYMEHTOB Ha XpaHeHue (npunoxeHue N 9),
OCYLLECTBNAETCA B OCHOBHbIX YY4ETHbIX JOKYMEHTaX apXmnea Cc Cobat0AeHNEM CeayoWmnX 0COBeHHOCTeNl:



B KHWUre yyeTa MOCTYNAeHUN AOKYMeHTOB (npunoskeHne N 5) ykasbiBaeTcsi COBCTBEHHUK MU
BNagenel, AOKYMeHTOB (rpada 3), Homep u aaTa aKTa npuema-nepenaun (rpada 4), Aata nognucaHms
[0roBopa o nepegaye U CPOK AENCTBUA LOrOBOPa;

npu BKAOYEHUMM apxuBHOro ¢oHAa B cnucok ¢oHaoB (npunoxkeHne N 6) K ero Homepy
nobasnsetca uHaekc "A" ("morosop"), KOTOPbIN COXPaHAETCA 38 HUM BO BCEX YUYETHbIX JOKYMEHTaxX U
APXUBHbIX WKdpax eguHUL, XpPaHeHUs, eanHuL ydeTa; B rpade "Mpumedanuna" cnucka GoHAOB TaKKe
YKa3blBalOTCA COBCTBEHHUK UAW Bagenel, apXMBHbIX AOKYMEHTOB, AaTa NOoANUCaHUA U CPOK AencTBua
J0rosopa.

KonnyectBo apxmBHbIX GOHOO0B, MPUHATbIX MO AOrOBOPY Ha XpaHeHMe B apXuB, YKa3blBaeTcs
OTAENbHOM CTPOKOW B UTOTOBbIX 3aNMCAX B CNUCKE POHA0B, KHWUIe yYeTa NOCTYNAEeHUI JOKYMEHTOB.

JK3emMnasp AOrosopa, 3aK/NoYeHHbIN ¢ COBCTBEHHUKOM MU BAAAENbLLEM aPXUBHBIX JOKYMEHTOB,
BK/ItoYaeTca B geno doHAa.

Mpn BbIOLITUM apPXMBHbLIX AOKYMEHTOB apxvMBHOro ¢oHAA B CBA3U C WUCTEYEHMEM CPOKA €ero
XPaHEHUs B COOTBETCTBMU C AOrOBOPOM €ro HOMEep He MOMKEeT ObiTb MPUCBOEH APYromy apXMBHOMY
doHay.

MpuHATbIE NO AOroBOPY HA XpaHeHWe B apxMB AOKYMeHTbl ApxuBHoro ¢oHga Poccuiickoi
depepaunn, HaxoaMBLUMECA B YACTHOM COBCTBEHHOCTM M HAa 3aKOHHOM OCHOBaHMUW Nepelleglne B
denepanbHyo cobCTBEHHOCTb, COBCTBEHHOCTb CybbeKTa Poccuiickon Pegepaumm UM MyHUUMNANbHYIO
COBCTBEHHOCTb, YYMUTbIBAIOTCA B OCHOBHbIX YY4ETHbIX AOKYMEHTAX HapaBHE C OCTa/IbHbIMU AOKYMEHTAMM
apxmBa. B yuyeTHbIX OOKYMEHTaX M apXUBHbIX WKdpPax eauHUL, XpPaHeHUs, eguMHuL, ydeTa nHaekc A"
3ayepkuBaetcs, B rpady "MprumedaHnsa" cnnucka ¢poHA0B BHOCATCA COOTBETCTBYIOLINE CBEAEHUSA.

ApXMBHblE LOKYMEHTbI, HE BK/IOYEHHbIE B YCTAaHOBAEHHOM NopsaaKe B coctaB ApxmeHoro ¢poHaa
Poccuitckoit Pepepaumn, B TOM YMCAe AOKYMEHTbI NO JIMYHOMY COCTaBy, MPUHATbIE MO AOroBOPY Ha
XPaHEeHWe B apXmB, YYUTbIBAIOTCA OTAE/bHO OT AOKYMeHTOB ApxmsHoro ¢oHaa Poccuitickon deaepaumn.
[Ons ux yyeta BegyTtca oTAeNbHble CIMCOK GOHAOB, KHUrA yyeTa MOCTYMNEHUI AOKYMEHTOB, a TaKkKe
cTbl OHAOB U Apyrue yYeTHble JOKYMEHTbI.

Yyuet Konui APXUBHbIX A4OKYMEHTOB Ha NpaBax NOA/IMHHUKOB

3.7.12. Konnuamn apxuBHbIX AOKYMEHTOB Ha NpaBaxXx MOAJIMHHUKOB ABAAIOTCA BK/IOYEHHbIE B
yCTaHOB/IEHHOM nopsAgKe B coctaB ApxmsHoro ¢oHaa Poccuiickon Pepepaunn:

MMUKPOOUIbMbI apXMBHBIX LOKYMEHTOB, U3roTOBAEHHbIE U 0popmMaeHHble GoHAO0Opa3oBaTeIeM
B COOTBETCTBUM C CYLLLECTBYIOLWMMMN HOPMATUBAMMU;

KOMWU aPXMBHbBIX AOKYMEHTOB, NOAJMHHUKN KOTOPbIX YTPaYeHbl UM HaXo4ATcA B COBCTBEHHOCTU
IOPULMYECKMX AU GUSNYECKUX INL, B CUY YETO HE MOTYT NMOCTYNUTb HA NOCTOAHHOE XPaHEHWNE B apXUB;

KONWU apXMBHbIX LOKYMEHTOB, nepemelleHHbIx B CCCP B pe3ysnbTaTe BTopoit MMpPOBOW BOWHbBI U
Haxo4AWMXcA Ha TeppuTopum Poccuinckon deaepaumm, NOSANHHUKM KOTOPbIX BO3BPALLEHbI B CTPAHbI
NX MPOUCXOMKAEHUA.

Konun  apxuBHbIX OOKYMEHTOB Ha MpaBax MNOA/NMHHMKOB, MepedaHHble B apxuB
¢doHao00bpasoBaTeniem, YUNTLIBAKOTCA B cOCTaBe ero ¢oHAa No oTAe/IbHOM onNucK aen, 40KyMeHToB. Mpu
atom B rpade gaHHoh onucu "KonmyectBo nuctoB" yepes ApoOb YyKasbiBAaeTCA TaKMKe KOJIMYECTBO
KaZpoB, OTCHATbLIX C O4HOIO AeNa.

Konnun apxmBHbIX AOKYMEHTOB Ha NpaBax MOAJIMHHUKOB, OTCHATblE C MNOA/IMHHbIX JOKYMEHTOB,
KOTOpble yTpayeHbl WAN HAaXOAATCA B COOCTBEHHOCTU HOPUANYECKUX UAN GUINYECKUX NNL, A TaKKe
KONUW NepemeLLeHHbIX LJOKYMEHTOB, NOAJMHHUKN KOTOPbIX BO3BPALLLEHbI B CTPaHbl UX MPOUCXOXKAEHUA,
GOpPMUPYIOTCA B apXMBHbIE KOANEKLMU. APXMBHbIE KOMNEKUMM YUUTbIBAIOTCA B CNMUCKe ¢GOHAOB
(npunoxkeHune N 6) B ycTaHOB/IEHHOM NopsKe.

Konnn apxmBHbIX AOKYMEHTOB Ha NpaBax MOAJIMHHWUKOB, M3rOTOB/JIEHHbIE MALIMHOMUCHBIM WK
anekTporpadpmyeckum cnocobom C apXmBHbIX LOKYMEHTOB Ha OyMaKHOW OCHOBE, a TaK¥Ke Konuu
ayAMOoBM3YyaNbHbIX [AOKYMEHTOB (GOPMUPYIOTCA B eAMHUUbl XPaHeHus/eauHWMUbl y4yeTa, KoTopble
YUYUTBIBAIOTCA B OMUCAX A€, LOKYMEHTOB MO aHaNOMMM C NOANMHHbIMU apPXUBHBLIMU AOKYMEHTAMMU Ha
COOTBETCTBYHOLLMX HOCUTENSAX.

3a egMHULY XpaHEHMA KOMWUIN apXMBHbIX JOKYMEHTOB Ha NpaBax Nog/MHHUKOB, U3rOTOB/IEHHbIX B
BUAE MMUKPOKOMNWUIA, NpuHMMaeTca GU3NYECKM 060CODBNEHHbINM PYNOH MUKpPOOMAbMA WAM KOMMNAEKC



MMKPOGULL BHE 3aBUCMMOCTM OT KOJIMYECTBA OTCHATLIX HAa HEM O/ U apXMBHbIX AOKYMeHTOB. Kaxkaas
€OMHULA XPaHEeHWA YYUTbIBAETCA B OMWUCKU Aefl, AOKYMEHTOB MNog CamoCTOATe/lbHbIM HOmepom. B
WTOFOBOM 3anNMCM K ONUCKU Aen, AOKYMEHTOB Hapsaay C KOAMYECTBOM eAMHWUL, XPAaHEHUA MUKPOKOMUNA
YKa3blBaeTCA CyMMapHOEe KOJIMYECTBO COCTaBAAIOLLNX UX KaZpOB.

YyueT nnctos B aene, GoTOOTNEYaTKOB
B ¢oToanbbome, eAMHUL, XpaHEHUS B COCTaBe eAnHULbI yYeTa
ayAMOBU3YaNbHbIX IOKYMEHTOB

3.7.13. KonuyectBO AMCTOB B Aene W e4uHUL, XpaHeHMA B COCTaBe eauHMUbl  y4yeTa
ayANOBU3YasbHbIX LOKYMEHTOB YYMUTbIBAETCA HA OCHOBE UX HYMepaumn n pukcmpyeTca:

NIUCTOB B Aene - B iMcTe-3aBeputene (npunoxeHune N 3) U B COOTBETCTBYIOLWEN rpade onucu gen,
OOKYMeHTOB (npunokeHua N 7 - 8);

doTooTneyatkoB B ¢PoToanbbome - BO BHYTPeHHen onuck ¢oToanbboma, a TaKke B
COOTBETCTBYOLWEN rpade onncn ¢oToanbboMoB;

eANHNLDbI XpPaHEeHMA APYrnX ayAN0BMN3YabHbIX LOKYMEHTOB - B COOTBETCTBYOLWMX rpadax onucen
3TUX AOKYMEHTOB.

Mpun yyeTe egUHNL, XPAaHEHUA B COCTaBeE eAMHULbI YYETA ayAN0BU3YabHbIX JOKYMEHTOB:

eANHNLbI XpaHeHNs AnaPpunbmMoB pacnonaratoTca no NopaaKy HOMeEPOB PY/IOHOB;

€ANHULDbl XPaHEHWA KUHOAOKYMEHTOB pPACMONAraloTCA MO 3/IeMEeHTaM KOMMJEeKTa, BHYTpU
KOTOPOro HYMEepYOTCS Mo NOpAAKY HOMEPOB YacTei;

eAMHULbI XpaHeHUs GOHOAOKYMEHTOB pacrnofaratoTca B nopAaKe Npon3BoACTBEHHbIX HOMEPOB.

Yyet cTpaxoBoro ¢poHaa 1 ¢oHAa Nob30BaHUSA

3.7.14. 0O6bem cTpaxoBoro ¢oHAa W ¢GOHAA TMO/b30BaHUA U3MEpPAEeTCs B eAuMHULAX
XpaHeHusA/eAnHMLAX yUYeTa, a TaKXKe B:

Kagpax - 41a KONuiA apxXmMBHbIX 4OKYMEHTOB Ha bBymaxKHOM ocHOoBe M GOTOA0KYMEHTOB;

MEeTpax - 41A KONUIA KUHOA0KYMEHTOB;

BPEMEHMW 3ByYaHMA - 418 Konuii GOHOA0KYMEHTOB;

B MerabanTax - s KOnui 3NeKTPOHHbIX AOKYMEHTOB.

Mpy 3TOM OTAENbHO YYMTbIBAIOTCS CTPAXOBbIE KOMMUU YHUKA/IbHbIX AOKYMEHTOB M 0COBO0 LeHHbIX
OOKYMEHTOB M KONuKM $OHAA NONb30BAHUA, OTCHATbIE C aPXMBHbIX SOKYMEHTOB Ha BymMaKHOW OCHOBe
(paspenbHO Ha  PYyNOHHOW naeHKe UM MUKpoduwax); KUHOAOKYMEHTOB; (HOTOAO0KYMEHTOB;
$GOHOAOKYMEHTOB; BUAEODOHOrPAMM; 3/1EKTPOHHbIX JOKYMEHTOB.

YyeT BeAeTca No KHUram yyeta NoCTynaeHnin ctpaxosoro ¢poHaa v poHaa Nosab30BaHMA U ONUCAM
cTpaxoBoro ¢oHAa. YUeT NOCTYN/eHUs U BblBbITUA CTPAXOBbIX KOMWIA OCYLLECTBASETCS HAa OCHOBaHMM
3aKa30B Ha M3roTOBJIEHWE CTPAXOBbIX KOMWI M KOnuit GoHAA NONb30BAHMA, aKTOB Mpuema-nepesadn
CTPAxOBbIX KOMMI Ha CNeLManbHOe XpaHEHME U APYIUX aKTOB. K KHUram y4eTa NoCTynNeHUN exerogHo
COCTaB/IAETCA UTOrOBas 3anuch.

Onucu cTpaxosoro poHaa cocTaBaAwTcA B 3 3K3emnasapax. [epsble 3K3emnaapbl nepeaatoTca
BMeCTe CO CTPaxOBbIMW KOMUAMM YHUKANIbHbIX [AOKYMEHTOB M 0COB0 LEHHbIX [AOKYMEHTOB B
CneLmanbHbl apxuB, BTOpPble U TPETbU OCTAKOTCA B apXUBE.

Mo mepe KONMPOBaHMA N Nepesayn CTPaxoBbIX KOMUIM YHUKANbHbIX LOKYMEHTOB M 0CO60 LLeHHbIX
OOKYMEHTOB B CneuMasbHbIA apXmMB K OMUCAM CTPaxoBOoro ¢oHAa COCTaBAAKTCA HOBble WTOroBble
3anucu B ycTaHOBNEHHOM nopagke (cm. n. 3.5.6).

B onucax pen, pokymeHtoB B rpade "MpumeyaHus" HanNpoTMB 3arosioBKa CKOMMPOBAHHOWM
e4VHUUBl XpaHeHus/eAMHUUbl yyeTa npocTasnasetca wramn "CO". EcaM cKonupoBaHbl BCe Aena,
OOKYMEHTbI, BKIOYEHHbIe B oNUCh, WiTamn "CO" npocTaBAfeTca TONbKO Ha TUTYIbHOM IUCTE U 0BN0XKKe
OonucK aen, AOKYMEHTOB.

3.7.14.1. 3a eanHMLY XpaHeHua/eAMHULY ydyeTa CTpaxoBoro ¢oHAa YHUKaNbHbIX AOKYMEHTOB U
0c060 UEHHbIX AOKYMEHTOB Ha OYMaXXHOM OCHOBE Ha PY/IOHHOM MJIeHKe NpUHMMaeTca ¢GU3NYeCcKu
060Cc061€eHHbIN PYJIOH MUKpOPUNbMA.

B KHMIy yyeTa MoCTyn/eHui cTpaxoBoro ¢oHaa M GoHAA Mob30BaHMA Ha PY/JIOHHOW MJIeHKe B



BaJIOBOM nopsAgKe (BHeE 3aBMCMMOCTM OT GOHAOBOM MPUHALNENKHOCTU [LOKYMEHTOB) Ha OCHOBaHWM
3aKa3a Ha M3roToBJIEHME CTPAXOBbIX KOMUIA 3aHOCUTCA KarKAas eauHULA XpaHeHUs CTpaxoBoro GpoHaa.
Mo KHure ydyeta noctynneHuin (rpada 1) eanHMUAM XpaHeHWs CTpaxoBoro ¢oHAa MNpUCBaUBaKOTCS
y4YeTHble HOMEepPa, KOTOPbIE ABAAKTCA COCTaBHOM YAaCTbH UX apXMBHbIX LWKQPOB.

Ha Bce cTpaxoBble KOMWM YHUKaNbHbIX LOKYMEHTOB M 0COBO0 LEHHbIX [AOKYMEHTOB BHe
3aBMCMMOCTU OT UX GOHAOBOM MPUHAANEKHOCTU COCTABASAETCA ONUCb CTPaxoBoro ¢oHAa, Hymepaums
e4MHUL, XpaHeHUA CTPaxoBoro ¢oHAa B KOTOPOWM COOTBETCTBYET YYETHbIM HOMEPAM, MPUCBOEHHbBIM UM
Mo KHUre y4yeTa NOCTYN/EHUN.

ApPXMBHBLIM WWMPPOM eaANHULBI XPaHEHUA CTPaxoBoro GoHAA ABAAETCA HAa3BaHWE apxuBa, HOMep
onucu cTpaxoBoro ¢oHAa, HOMep y4yeTa eAMHMLbl XpaHeHMsA CTpaxoBoro ¢oHpa ¢ pobaBneHwem
nHaekca "Co".

3.7.14.2. 3a eauvHuUy y4yeTa cTpaxoBoro ¢OHAA [AOKYMEHTOB Ha OymarKHOM OCHOBe Ha
MMKPOGULLAX MPUHMMAETCA OAHA WM HECKONbKO MUKPOdULL, OTCHATbLIX C OAHOIO Aena U NomMeLLeHHbIX
B OAMH KOHBEPT, 33 ANHNULY XPAaHEHUA - MUKPOdULLA.

Mo KHWre y4yeTa NOCTYNNEHWN cTpaxoBoro ¢oHaa M ¢GOoHAA MONb30BAHWMA Ha MUKpPOdMLIAX
Ka*KAOMYy MOCTYNAEHUIO NPUCBAUBAETCA NOPAAKOBbIA HOMep. KonnyecTBeHHbIe NOKA3aTeIM BHOCATCA C
y4yeToM GOHA0BOM MPUHAZNEKHOCTM OTCHATBIX KOMWUIA MO KaXKAOMY apxvBHOMY GOHAY M ONUCKU Aen,
OOKYMEHTOB OTAE/bHO.

Onucn ctpaxoBoro ¢poHAa Ha MUKPOOULILAX COCTaBAAKOTCA PA3AENbHO Ha CTpPaxoBble Konuu
KarKaoro apxusHoro ¢oHAa, 04HY UAN HECKOIbKO ero onucem.

YYeTHbIM HOMEPOM efuHULbI y4yeTa cTpaxoBoro ¢oHAa U PoHAa NONb30BAHUA AOKYMEHTOB Ha
6yMaKHON OCHOBE, WM3rOTOBJIEHHOINO Ha MUKPOdULIAX, ABASETCA YYETHbIM HOMEP OTCHATOro Aena,
APXUBHbIM LINPPOM - COOTBETCTBEHHO, aPXMBHbIM WNP OTCHATOrO Aena ¢ gobasneHmem nHaekca "Co"
- ansa ctpaxosoro ¢poHaa v "N" ("Mo3mtns"), "A" ("Anasokonusa") - ana oHaa Nonb30BaHMUA.

3.7.14.3. EgmHuubl XpaHeHus/eauMHWUbl yyeTa cTpaxosBoro ¢oHga u ¢oHAa Mnosib30BaHMA
ayAMOoBM3YyaNbHbIX JOKYMEHTOB MAEHTUYHbI €ANHULLAM XPaHEeHMA/eAMHULAM ydYeTa ayanmoBu3yasibHbIX
OOKYMEHTOB.

CtpaxoBble KOMWUW KUHO- U (HOTOLOKYMEHTOB Y4YMUTLIBAIOTCA HE3aBUCMMO OT BUAA KUHO- U
$OTOLOKYMEHTOB B KHUrax y4yeTa NocTynaeHnn n onucax ctpaxosoro poHaa 1 ¢oHAa Nosb30BaHUA.

CtpaxoBble KonuMM (OHOLOKYMEHTOB HA MArHUTHOW JIeHTe M TPAMOPUIMHANOB WU3-3a UX
060Cc06/1eHHOMO XPaHEeHWUs YYUTLIBAIOTCA B Pa3HbIX KHUrax y4eTa NoCTYyNAEeHUN U ONucax.

B MTOroBbIX 3aMMCAX KHUT y4eTa NOCTYNAeHUA U onucei cTpaxosoro ¢poHaa n GoHAa NOIb30BaHUSA
KMHODOTOAOKYMEHTOB U (POHOAOKYMEHTOB Ha META/IMYECKUX [AUCKAX LONOJHUTENBHO MOXKET
YyKa3blBaTbCA KO/IMYECTBO eAMHWL, XPaHEHUA COOTBETCTBEHHO MPOMENKYTOYHbIX MNO3UTUBOB U
KOHTPATMNOB; NO3MTUBOB U AyHb-HeraTMBoB; HedeTHbIX (1) u YeTHbIX (1) rpamopurmHanos.

B MTOroBbIX 3aNMCAX K OMUCAM CTPAXOBbIX KOMUA KMHOPOTOPOHOLOKYMEHTOB YKA3bIBAETCA TaKKe
nx 06EM B METpax, Kaapax, Yacax 3BydYaHus.

Homep eamHuMLbI y4eTa cTpaxoBoro ¢oHaa KMHOGOTOPOHOAOKYMEHTOB NEPEHOCUTCS B ONUCH U3
KHUMM  yyeTa  NOCTyn/jeHWWA. ApxvBHbIM  WKUPpPOM  eaMHMUBI  yyeTa CcTpaxoBoro ¢oHAa
KMHODOTODOHOLOKYMEHTA AB/AETCA HAa3BaHWE apXMBa, HOMEpP eauHULbl y4eTa CTpaxosoro ¢oHAa C
pobasneHnem nHaekca "Co".

3.7.14.4. Y4yeT KONMWN apXMBHbIX OOKYMEHTOB, CO34aHHbIX B MpoLlecce MX WMCNO/b30BaHMA U
BK/ItOYEHHbIX B $OHA NO/Mb30BaHMA, BEAETCA B apxvMBe B OTAE/NbHOW KHUIe y4veTa KOMUI 3TUX
OOKYMEHTOB.

YyeT My3eliHbIX NpegMmeToB U 6ubanoTeUHbIx GoHA0B

3.7.15. YyeT my3eiHbIX NpegMeToB, ABAAIOLLMXCA BAOXKEHUEM B Ae/10, BEAETCA B YCTAHOB/IEHHOM
nopagke (cm. n. 3.7.13).

My3eiHble npegMeTbl, He ABASIOLMECH BAOKEHUAMM B AE€/10, MPUHATbIE HA XpaHEHME B COCTaBe
apxuBHoOro ¢GoHAa, y4nTbIBalOTCA B cOCTaBe 3Toro GpoHAa Kak eamHuLUbl XpaHeHus. Mpu 3HaYUTEIbHOM
KOZIMYECTBE TaKMX eAMHULL XPaHEHWUA Ha HUX COCTaBAAETCA OTAe/bHas ONUCb e, LOKYMEHTOB.

BkntoyeHne B coctaB MyseliHoro ¢oHaa Poccuiickoit Pegepaumm M yyeT AaHHbIX My3eMHbIX
NpeamMeToB  OCYLLECTBAAIOTCS B COOTBETCTBMM C  MOPAAKOM, YCTAaHOBJIEHHbIM  CMeunanbHo
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YNONHOMOYEHHbIM deaepanbHbiIM  OpPraHOM MUCMOAHUTENbHOW Bnactu ana  MyseitHoro ¢oHaa
Poccuiickoin Pepgepaumnn.

YyeT MyselHbIX NpPegMeToB, COAEPMKAWMX [AparoueHHble MeTannbl WU KamMHW, BeaeTca B
yCTaHOBJIeHHOM nopagkKe (cm. n. 3.7.10).

3.7.16. Yuer 6ubaAnoOTEYHOro (cnpaBoYyHO-UHPOPMAUMOHHOrO) d¢oHAa apxuBa BedeTca B
COOTBETCTBUM C MOPALKOM, YCTaHOB/JIEHHbIM CMeLManbHO YNOJHOMOYEHHbIM deaepanbHbiM OpraHoOM
WCMOJIHUTE/IbHOM BAacTu Ana 6MbanoTeyHbix poHO0B.

IV. OpraHu3sauma KOMMNIEeKTOBaHUA apXnBa AOKYMEHTaMu
apxusHoro ¢oHaa Poccuitckoit Pegepaunn n apyrumm
APXMBHbIMU AOKYMEHTaMM

(B pasaene Ha rocygapcTBeHHblE MU MyHULUMNAAbHbIE My3en U BUBANOTEKM pacnpoCcTpaHATCA nn.
43,43.1,43.2,44.2,443,4.4.4,4.7)

4.1. CuctemaTMyeckoe TMOMOJHEHWE apxuMBa AOKymeHTamu ApxuBHOoro ¢oHga Poccuiickoi
denepaumnn (KOMNAEKTOBaHME apXMBa) BKAIOYAET:

onpeaeneHne NCTOYHMKOB KOMMIEKTOBAHNA apX1Ba;

onpeaeneHne coctaBa apXMBHbIX OKYMEHTOB, NOAJ/IEKALMX NPUEMY B aPXUB;

npuem-nepeaayy apXmMBHbIX 4OKYMEHTOB B apXMB.

MCTOYHMKN KOMMNAEKTOBAHUA apxumBa

4.2. TocypapcCTBEeHHbIE OpraHbl M OpPraHbl MECTHOro0 CamMoOyMnpaB/EHMA BKAKYAOTCA B CMUCKMU
NUCTOYHUKOB KOMMNEKTOBAHUA rocyaapCTBEHHbLIX U MYHULLIMNAIbHbIX apXNBOB B obaszatenbHOM nopagke.

NCTOYHMKaMM KOMNNEKTOBAHMA apXMBa BbICTYNAOT TaKKe OpPraHM3aumnn 1 rpaxkaaHe, B npouecce
OEeATEeNbHOCTU KOTOPbIX 06pa3ytoTca AOKyMeHTbl ApxmBHOro ¢poHaa Poccuiickon Pepepaumu.

HerocypapcTtBeHHble OpraHM3aumMKn, a TaKXKe rpakgaHe BKAOYATCA B CAMCKM WMCTOYHWUKOB
KOMMN/IEKTOBaHMA apXMBa Ha OCHOBaHMM 4OroBopa.

HerocypapctBeHHble oOpraHuMsaLuu, BPEMEHHO XpaHAlWMe [OKYMeHTbl ApxuBHoro d¢oHaa
Poccuitckoit depepaumnmn, oTHocalwmMecAa K denepanbHO COBCTBEHHOCTM, COBCTBEHHOCTM CYyObHEKTOB
Poccuiickolt depepauymn MANM MYHUUMNANbHOM COOCTBEHHOCTWM, BK/OYAOTCA B CMWUCKM WCTOYHMKOB
KOMMNNEKTOBAHUSA  TeX apXMBOB, WCTOYHMKAMM  KOMIMJIEKTOBAHMUA  KOTOPbIX  ABAAJUCE WX
npeALwecTBEHHUKMN - TOCYAAPCTBEHHbIE U MYHULMMAIbHbIE OPraHM3aLUN.

4.2.1. OTHeceHMe K WCTOYHMKAM KOMMNEKTOBAHUA apxuBa MPOM3BOAMTCA Ha OCHOBAHWUM
KpUTepues:

417 OpraHu3aumi:

bYHKUMOHaNbHO-LLENIEBOrO HA3HAYeHMA OpraHM3aunn (410 rpynnbl OpraHM3aumii, BbINOJHAOWMX
aHanornyHble GyHKUMK, cnonb3yeTcs ¢opma BbiIBOPOYHOro npmema);

NMONHOTbI OTPA*KEHUs UHOOPMAUMKN O AEATENbHOCTU OpPraHM3auMmM B apxmBHbIX GOHAAX APYrUX
opraHusaunii;

ONA TpaXKaaH:

BK/1aA, rpaXkAaHMHA B pa3BUTUE HAYKU, KYAbTYPbl M Apyrux obnacteit eaTenbHOCTH;

€ro poJib B Ka4ecTse y4aCTHMKa, O4YEeBMALA BblAAKOLWMNXCA COObITUI B *KM3HU 0OLLECTB];

POACTBEHHbIE, APYXKECKME, TBOPYECKME CBA3M rpaxgaHWHa, mecTto paboTbl, 3aHMMaemas
OOKHOCTb;

TUMWYHOCTb €r0 APXMBHbBIX LOKYMEHTOB A/ 3NOXM (AOKYMEeHTbI "psAagoBbIX" rpaxaaH);

COCTaB 1 coaeprKaHne cobpaHHbIX rParKAaHMHOM aPXMBHbIX JOKYMEHTOB.

CnUCKM UCTOYHMKOB KOMMJIEKTOBAHMA apxumBa

4.2.2. COUCKM  WUCTOYHMKOB KOMMIIEKTOBAHMA COCTABAAKOTCA apPXMBOM HA OCHOBaHMMU
3aKOHoZaTeNnbCcTBa 06 apxmBHOM aene B Poccuiickoint depepaummn, Hopm nn. 4.2 u 4.2.1 HacToAWMX
MpaBun, a TaKXKe peKoMeHAauui cneyuanbHO YNOJHOMOYEHHOro ¢eaepanbHOro  opraHa
WCMNOJIHUTE/IbHOM BNAcTK B chepe apXMBHOTO Aesa, NOAroTOB/EHHbIX CAMOCTOATE/IbHO MM COBMECTHO C



apyrumu  denepanbHbIMM  OpraHamMM UCNONAHUTENIbBHON BNACTU, B TOM YMCAE OCYLLECTBAAIOLMMMU
Oeno3nTapHoe XpaHeHWe AoKymeHTOB ApxuBHoro ¢oHaa Poccuitickoin Pepepaunn.

ApxuB BeAeT CMMUCOK OpraHn3auuii - UICTOYHMKOB KOMMIEKTOBAHMSA NO YCTaHOB/IEHHOMN dopme.

Cnucok rpaxgaH (COBCTBEHHUKOB MM BAALENbLEB apXMBHbIX OOKYMEHTOB) - MCTOYHWMKOB
KOMMNIEKTOBaHMA BEAETCA NO NPUHATOM B apxmee dopme ¢ 06A3aTeNbHbIM YKazaHneM Gpamununii, UMeH,
OTYECTB, ALPECOB MeCTa XMUTeNbCTBa, HOPUANYECKOrO ODOCHOBAHMA BO3MOXHOCTM Mepefayun ux
APXMBHbIX JOKYMEHTOB B apXMB.

B apxuBe, NPUHMMAIOLLEM HA XPAHEHWE PA3/IMYHbIE BUAbI APXMBHBIX AOKYMEHTOB, COCTABAAIOTCA
N BEAYTCA CAMOCTOATENbHbIE CMCKN OPraHM3aumii - ICTOYHUKOB KOMMJIEKTOBAHMA HayYHO-TEXHUYECKOM
OOKYMEHTaLMel, CAUCKM  OpraHM3auuih - MUCTOYMHMKOB  KOMMJIEKTOBAaHMA  ayAMOBM3YyaibHbIMU
OOKYMeHTamu.

4.2.2.1. TpoeKTbl CMUCKOB WCTOYHMKOB KOMMJ/IEKTOBaHMA deaepanbHbIX rOCyAapCTBEHHbIX
apXMBOB MOCAE PACCMOTPEHMA MX Ha SKCMEPTHO-NPOBEPOUYHOM Komuccum (IMK) apxmBa npeacTaBaseTcs
Ha cornacoBaHuMe LleHTpanbHOMW  3KcnepTHO-NpoBepoyHoi  Komuccuu  (LIMK)  cneumanbHo
YNOJHOMOYEHHOTo ¢efepanbHOr0 OpraHa WCMOJIHUTENbHOM BAacTM B cdepe apxMBHOrO [Jena;
rocyapCTBEHHbIX apxuBOB cybbekTa Poccuiickoit depepaumm M MyHULMNANbHBIX APXMBOB - Ha
cornacosaHme 3MK yno/HOMOYEHHOrO OpraHa WCMNOAHUTENbHOW BAAcTM cybbekTa Poccuiickolt
depepaunn B chepe apxmBHOro aena; opraHusaumii PoccMinckol akafiemum Hayk - Ha cornacosaHue
3MK Apxua PoccuincKoM akagemmm Hayk.

Pewenwne LIMK cneumanbHo ynosHomoYeHHoOro ¢eepasbHOro opraHa UCNOJHUTENbLHOW BNacTh
B cdepe apxuBHoro pgena, IMK yno/JHOMOYEHHOro oOpraHa MWCMOJIHUTE/NIbHOW Bnactu cybbekTa
Poccuiickor depgepauum B chepe apxmHoro gena, MK ApxmBa POCCUMCKON akagemuum HayK o
COrNacoBaHMM CAUCKA WCTOYHMKOB KOMIJIEKTOBAaHMA apxMBa ABAAETCA OCHOBAaHWEM [A/aa  ero
YTBEPXKAEHNA PYKOBOACTBOM COOTBETCTBYHOLLEIrO apXmBa UM OPraHOM MECTHOTO camoynpassieHus (ana
MYHUUMNANbHBIX apPXMBOB), MPe3nanmymom PoccuiicKoli akagemum Hayk.

Apxu1B BNpaBe BECTU CMMCOK BO3SMOKHbIX MCTOYHUKOB KOMMNEKTOBAHMS.

CnpaBKu, 3KCNepTHbIE 3aKAI0YEHMA O BKAOYEHUM OPraHM3aLuMi U FpaXaaH B CMUCKM UCTOYHUKOB
KOMMN/IEKTOBAHMA apxvMBa WM UCKIOYEHUM MX M3 YKA3aHHbIX CMMCKOB, a TakXe o ¢dopme npuema
aPXMBHbIX LOKYMEHTOB Ha XpaHEHME U NPeaCTaBAAOTCA:

depepanbHbIMM  FTOCYAAPCTBEHHbIMM  apXMBaMM - Ha paccmoTtpeHue LIMK  cneumanbHo
YNOJIHOMOYEHHOIO denepanbHOro opraHa UCNONHUTEIbHOM BNACTM B chepe apXMBHOTO Aena (pelleHune
006  MCKNIOYEHUM  OpraHM3aumMm M3 CMMUCKA  UCTOYHMKOB  KOMMJIEKTOBaHMA  denepanbHOro
rocygapCTBEHHOrO apxuMBa B C/ly4yae ee JvKBMAauuu npuHumaetca JlMK  depepanbHoro
rocyapcTBEHHOMO apxmBa);

rocyapCTBeHHbIMM  apxuBamu cybbekToB Poccuiicko ®Pegepaumm U MyHULMNAAbHbIMU
apxMBaMu - Ha paccmoTtpeHue IMK ynosNHOMOYEHHOrO OpraHa WCMNOJIHUTENbHOW BNACTU CybbeKTa
Poccuiickoit Pepepaunn B chepe apxXmMBHOro Aena;

opraHmMsaumamm PoccuiicKol akaZemMun HayK - Ha paccmoTpeHue IIMK Apxua Poccuiickoi
aKafemum Hayk.

YTOUYHEHME M NepeyTBEPKAEHME CMUCKOB UCTOYHUKOB KOMMJIEKTOBAHUA apXMBOB NPOBOAMTCA MO
Mepe HeobxoaumocTn. OCHOBaHMEM ANA 3TOrO ABAAIOTCA: CO34aHWe, peopraHuM3auua, NMKBUAAUMA
rocygapcTBEHHOrO  OpraHa, oOpraHa  MeCTHOro  CaMOynpasieHWsA,  OpraHu3auuu;  OTKas
HerocyAapcTBEHHbIX OPraHM3aLMi U rpaxaaH oT COTPYAHMYECTBA C apXMBOM (pacTopiKeHue A0rosopa);
peweHune LU3MK cneumanbHo ynonHomoyeHHOro ¢eaepanbHOro opraHa WMCMONHUTENbHON BNACTU B
chepe apxmBHoro gena, MK ynoNHOMOYEHHOro opraHa UCNOIHUTENbHOM BnacTn cybbekTa Poccuiickoit
depepaunn B cohepe apxuBHoro gena u MK ApxmBa PoCCHIMCKOM aKagemMmm Hayk o nepegade
OpraHuM3aumMm B CMMUCOK WMCTOYHMKOB KOMMAEKTOBAHWMA Apyroro apxuea. OpraHu3auma mokeT 6biTb
WCKNOYEeHaA W3 CNWUCKA MCTOYHMKOB KOMMJIEKTOBAHMA apxuBa, ecin B Mpouecce [AeATe/bHOCTU
opraHusaumm nepectanm ob6pas3oBbiBaTbCA AOKYMeHTblI ApxusHoro ¢poHaa Poccuitickon depepaumm.

4.2.3. ApxuB BegeT HabntogaTelbHOE Ae/10 Ha KaxKabli rocyaapCTBEHHbIN OpraH, opraH MecTHOro
CaMOYMpPaB/iEHMUA W OPraHU3aUMI0 - MUCTOYHMK KOMMNIEKTOBAHWA apXxuBa, B KOTOPOE BK/IOYAOTCA
OOKYMEHTbI, XapaKTepusylolne ero MpaBoOBOM CTaTyC M AeATENbHOCTb, a TaKKe paboTy apxmBa u
OpraHu3aLmio LOKYMEHTOB B Aenonpounssoactee. HabatogatenobHoe aeno mMoxeT ObiTb 3aBeAEHO M HA
rpakAaHuMHa - UCTOYHMK KOMMJIEKTOBAHWA apXMBa, B KOTOPOE BK/IOYAKOTCA CBEAEHUA O COCTaBe WU



coZlepXKaHUKN ero apXmBHbIX AOKYMEHTOB.
B uenax yyeta paboTbl C WUCTOYHMKAMM KOMMNEKTOBAHUA apxvMB BMpasBe €034aBaTb YYETHO-
CNpaBoYHbIe KAapPTOTEKN 1 6a3bl AAHHbIX.

MopAaoK aKCcnepTU3bl LEHHOCTU AOKYMEHTOB

4.3. Apx1BHble AOKYMEHTbI BKAOYAOTCA B cocTaB ApxmBHoro ¢oHAa Poccuitckon degepaumm Ha
OCHOBaHUM 3KCMNEpPTU3bl LLIEHHOCTU AOKYMEHTOB (T.e. U3yYyeHUA [OKYMEHTOB Ha OCHOBE KPUTEPMEB UX
LLeHHOCTM B LLensx onpeaeneHna CPOKOB XpaHeHUA AOKYMEHTOB M UX 0TOOpa Ha NOCTOAHHOE XpaHeHue).

BKitoyeHne AOKYyMeHTOB B cocTaB ApxmnsHoro ¢oHaa Poccuiickont degepaumm ocywecTBaaeTcs Ha
OCHOBE KOMMNEKCHOTO MPUMEHEHUA KpUTEpPUEB MNPOUCXOKAEHUA [AOKYMEHTOB (PpyHKUMOHaNbHO-
LeneBoe HasHaYeHWe MCTOYHMKA KOMIMIEKTOBAHMA C YYETOM €ro 0coboi posin Uam TMNOBOTO XapaKTepa,
BPEMS U MECTO CO34aHuA AOKYMEHTA U T.M.), COAEPKAHUA OOKYMEHTOB (3HauMMOCTb MHPOpPMaLMK, B
TOM 4YUC/ie ee YHUKaNbHOCTb, TUMNUYHOCTb MM MOBTOPAEMOCTb, BUA OOKYMEHTa, ero noA/IMHHOCTb),
BHELWHNX ocobeHHOCTEN AOKYMEHTOB (bopma GUKCUMPOBaHMA 1 Nepeaaymn cogepkaHusa, ya0CToBepeHns
1 opopMIEHMA OOKYMEHTA).

Mpwn BKAOYEHUN OOKYMEHTOB B cocTaB ApxmBHoro ¢oHaa Poccuitickolt deaepaumm ucnonbayercs
Takxe ¢bopma NOBUAOBOIO UM FPYNMNOBOro BbIGOPOYHOro Npuema AOKYMEHTOB.

4.3.1. PeweHWe Hay4yHO-METOAUYECKUX BOMPOCOB, CBA3AHHbLIX C 3KCNEpPTU30M LEHHOCTU
OOKYMEHTOB W BK/AOYEHMEM MX B cocTaB ApxuBHoro ¢oHaa Poccuiickoir depepaumm, a TakxKe C
onpeaeneHnem B ero coctaBe 0cob0o LEHHbIX AOKYMEHTOB, B TOM YMCAE YHWKA/IbHbIX AOKYMEHTOB,
ocywectsnaetca LUIMK cneymanbHO ynosHOMOYEHHOTO dpeaepasibHOro opraHa UCNOJIHUTE/IbHOM BAACTH
B cdhepe apxmBHOTO aena.

dKcnepTusa LUEHHOCTM  [AOKYMEHTOB ocyLlecTBaseTcs YNO/HOMOYEHHbIM opraHom
WCMOJIHUTENIbHOM BlaCcTU cybbekTa Poccuiickoit Pepepaummn B chepe apxMBHOrO Aesia, apxXMBOm
COBMECTHO C COBCTBEHHUKOM WU BNaAENbLEM apPXMBHbIX JOKYMEHTOB B COOTBETCTBUU C KPUTEPUSAMMU,
yCTaHoBAEHHbIMU B N. 4.3 HacToAwwmx MNpaswun.

KoHcynbTaHTIAKOC: NpumeyaHue.

Mpukaszom MuHKyAbTypbl PO yTBepaeH [lepevyeHb TWUMOBbLIX APXUBHbBIX OOKYMEHTOB,
06pasyoLnXCA B HAYYHO-TEXHNUYECKOWN U MPOU3BOACTBEHHOW AEATENBHOCTU OPraHM3auMii, C yKasaHMem
CPOKOB XpaHeHwus.

Mpu npoBegeHMM 3KCNepTM3bl LLEHHOCTU [OOKYMEHTOB W ONpefeneHUun CpPOKOB XpaHeHuA
OOKYMEHTOB apXUB PYKOBOACTBYETCA MEPEYHAMM TUMOBbIX aPXMBHBIX LJOKYMEHTOB C YKa3aHMEM CPOKOB
XPaHEHUSA; NePeYHAMMU AOKYMEHTOB, 0O6pasyoWmMXCs B npoLecce AesTenbHOCTM pesepanbHblX OpraHoB
rocy4apCcTBEHHOW B/IAaCTU, WHbIX TOCYAAPCTBEHHbIX OpraHoB Poccuiickon ®Pepepaunmn, a TaKkKe B
npouecce JAeATe/IbHOCTU NOABEAOMCTBEHHbIX MM OpraHM3auuii, C YKasaHMEM CPOKOB XpaHeHus
(oTpacneBble NepeyHu); a TaKKe CPOKAMU XPaHEHMUA OTAE/IbHbIX BUAOB apXMBHbIX LOKYMEHTOB, B TOM
yncne He BOWeEAWMX B YKa3aHHble MepeyYyHn, KOTopble YCTAHaB/AMBAKOTCA 3aKOHOAATE/IbCTBOM
Poccuitckoit epepaumn.

PeweHuns o BkAOYeHUM B cocTaB ApxmBHoro ¢oHaa Poccuiickon depepaumm KOHKPETHbIX
OOKyMeHToB npuHumatotcs IMK depepanbHbiX rocygapcTBeHHbIX apxvBoB, IMMK ynosHOMOYEHHbIX
OpraHoOB MCMONHWUTENbHOW BnacT cybbekToB Poccuitickon Pepepaunmn B chepe apxmMBHOTo Aena,
3KCNepTHbIMU  GOHA0BO-3aKYMOYHBIMW KOMUCCUAMWU FOCYAAPCTBEHHbIX U MYHULMNAAbHbBIX My3€eB,
SKCMNEePTHbIMU KOMUCCUAMM TOCYAAPCTBEHHBIX U MyHULMNANbHbIX 6MbanoTek, MK Apxmnsa Poccuiickoit
AKageMmMmM HayK NpU YTBEPHKAEHUM ONUCel AeN, LOKYMEHTOB NOCTOAHHONO CPOKa XPaHEHUA.

MonHOMOUYMA U NOPALOK AEATEeNbHOCTM yKasaHHbIXx MK onpeaenaloTca NOMOKEHUAMU O HMUX,
pa3pabaTtbiBaeMblIMM HA OCHOBE COOTBETCTBYIOLWMX MNPUMEPHbIX MOJIOXKEHUN, YTBEPKAAEMbIX
CNeunanbHO YNOAHOMOYEHHBIM deaepanbHbIM OPraHOM UCMOJIHUTENIbHOM BNacTn B chepe apxMBHOIoO
aena.

ApXMB paccMaTpuMBaeT M TOTOBUT K yTBepgeHuto IMK  ynoAHOMOYEHHOrO OpraHa
WCMONIHUTENIbHOM BnacTM cybbekTa Poccuitickoir Pegepaumm B chepe apxMBHOro Aena onucu Aen,
OOKYMEHTOB (MM UX ropoBble pasgesnbl) MOCTOSAHHOrO CPOKa XpaHeHus, o0bOpa3oBaBLUMXCA B
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0EeATEeNbHOCTM ero UCTOYHMKOB KOMNAeKToBaHuA. PeaepanbHble rocyapcTBeHHble apxuBbl, ApxuBs
Poccuitckoit AKafgemmm HayK yTBEPKAAOT YKA3aHHble ONUCKM CaMOCTOATENBHO.

Apx1MB roTOBUT K cornacosaHuto 3IMK ynoAHOMOYEHHOro oOpraHa MWCNOAHUTENbHON BAACTU
cybbekTa Poccuiickoit ®epepaummn B chepe apxXMBHOro Aenia UM COrnacoBbiBaeT B COOTBETCTBUM C
npeaocTaBAeHHbIMW €My MOJIHOMOUYMSAMM ONUCKU Aen MO INYHOMY COCTaBy (MM UX rogoBble pasgenbl),
aKTbl O HEUCNPaBUMbIX TMNOBPEXKAEHUAX [AOKYMeHTOB (npunoxeHne N 1). deaepanbHble
rocyAapcTBeHHble apxmBbl, ApxuB Poccuiickoit AKagemumm HayK MNPOBOAAT  COr/jlacoBaHue
nepeyvncieHHbIX 4OKYMEHTOB CAMOCTOATENbHO.

BK/itoyeHMEe AOKYMEHTOB, HaxoAALWMXCS B YaCTHOM cOBCTBEHHOCTW, B cocTaB ApxmMBHOro ¢poHaa
Poccuitckoit depepaumm ocyllecTBAAETCA Ha OCHOBAHWWM 3KCMEPTU3bl LEHHOCTM [OKYMEHTOB W
obopMafeTcA AOrOBOPOM MeXAY COBCTBEHHUKOM UM BNAAENbLEM apPXMBHbIX LOKYMEHTOB U apPXMBOM.
B AaHHOM porosope yKasblBatoTCA 06A3aHHOCTU COOCTBEHHUKA WAWN BAaAeNbLa APXMBHbBIX JOKYMEHTOB
MO XPaHEHWIO, YYEeTY U UCNOJIb30BAHUIO JOKYMeHTOB ApxnsHoro ¢oHaa Poccuitckon degepauymu.

4.3.2. 9KcnepTU3a LEeHHOCTU AOKYMEHTOB B apXmMBe NPOBOANTCA:

Nno UCTEYEHUU CPOKOB BPEMEHHOIrO XpPaHeHUA apXMBHbIX AOKYMEHTOB, B TOM YMCne AOKYMEHTOB
Nno NMYHOMY COCTaBy, MOCTYNMBLUUX B apXMB OT NUKBUAMPOBAHHbIX FOCYAAaPCTBEHHbIX OPraHOB, OPraHoB
MECTHOIO CaMoynpaB/IEHNA U OpraHU3aumiA;

npuv NOCTYNAEHUW B apPXMB B WCKAKOUUTENbHbIX CAyYaaX [AOKYMEHTOB B HeynopAaaoYeHHOM
COCTOSIHUMU;

B C/ly4ae 6€3B03BPATHOrO BbIBO3a apXMBHbIX LLOKYMEHTOB 3a pybexk.

Mo pe3ynbTaTam 3KCNEPTU3bl LEHHOCTU LOKYMEHTOB, CPOKM BPEMEHHOTO XPaHEeHMA KOTOpbIX
WUCTEKAW, B TOM 4YnUCie AOKYMEHTOB MO JIMYHOMY COCTaBY, apXWB COCTABAAET aKT O BblAENEHUM K
YHUUYTOXKEHNIO OOKYMEHTOB, He nogiekawux xpaHeHuto (npunoxenve N 11), n B ycTaHOBAEHHOM
nopazKe BHOCUT U3MEHEHUA B yYETHbIE OKYMEHTbI apXmBa.

B pesynbraTte 3KCNepTusbl LEHHOCTU AOKYMEHTOB, MOCTYNUBLUMX B apXMB B HEynopaLOYEHHOM
COCTOAIHUM, APXMB COCTABAAET ONUCKU Aesl, ALOKYMEHTOB NOCTOAHHOIO XpPaHEHMA, ONUCK AN BPEMEHHOTO
(cBblwe 10 neT) cpoka XpaHeHUs, ONMUCU AeN NO IMYHOMY COCTaBY M aKT O BblAE/NIEHUN K YHUUTOMKEHUIO
OOKYMEHTOB, He NoANeKallmx XpaHeHuto (npunoxeHve N 11).

Moanexalwme YHUUTOXKEHUIO apXMBHbIE AOKYMEHTbI NepeaatoTca Ha nepepaboTky (yTuamsaumio)
M CHMMAIOTCA C y4yeTa B YyCTaHOBAeHHOM nopAgKke. Coava gen odopmndeTca nNpUemo-cAaTouHOM
HaKNagHOM, B KOTOPOW YKasblBalOTCA AaTa nepenayn, KONMYeCTBO CAABaembIxX Aen U Bec BymarkHOM
MaKynaTypbl.

MopAAOK NpMema apXMBHbIX AOKYMEHTOB

4.4, OT WCTOYHMKOB KOMMNEKTOBAHUA apxumBa [AOKyMeHTbl ApxmsHOro ¢oHaa Poccuitckoit
dPepepaunn  NPUHMMAKOTCA  FOCYAAPCTBEHHBIM M MYHWUUMNANbHbIM  apXWMBamMK, OpraHuW3aumen
Poccuitickolh akagemumm HayK MO UCTEYEHUU CPOKOB WX BPEMEHHOrO XpaHEeHWA, YCTaHOBJIEHHbIX
3aKoHoAaTenbCcTBOM Poccuiickon ®eaepauymm.

B MCKAOUYMTENBHDBIX C/AY4aaX CPOKU BPEMEHHOIO XpPaHeHWA [O0KYyMeHToB ApxuBHOro ¢oHaa
Poccuiickoit Pegepaummn moryT 6biTb NPoA/ieHbl MO NPOCbbe UCTOYHMKOB KOMMIEKTOBAHMA apxmBa Npu
HeobX0AMMOCTM MPAKTUYECKOTO MCMOJ/b30BaHUA apXMBHbIX AOKYMEHTOB WAW OTCYTCTBMA Yy apXuBa
BO3MOXHOCTU A1 NPUEeMa YKa3aHHbIX OOKYMEHTOB B CPOKMW, YCTaHOB/JIEHHble 3aKOHOAATe/NbCTBOM
Poccuiickoit  ®epepaunn. [MpoaneHne yKasaHHbIX CPOKOB OCYLLECTBAAETCA: A1A WUCTOYHMKOB
KOMMNNEKTOBaHUA ¢deaepanbHbiXx apxneoB - peweHnem MK denepanbHbiX apxuBoB; ANA UCTOYHUKOB
KOMMNNEKTOBaHUA ApYyrux apxmeoB - peweHnem IMK ynosHOMOYEHHbIX OPraHOB WCMOJHUTENbHOM
BNAcTM cybbekToB Poccuiickoit ®epepaumm B chepe apxmBHOTo Aena; AN UCTOYHMKOB KOMMN/IEKTOBAHMA
ApxuBa Poccuitckoi akagemmm Hayk - peweHunem MK atoro apxuea.

CpoKM BpemMeHHOro XpaHeHWs [OKyMeHTOB ApxuBHoro ¢oHaa Poccuitickon ®depepaumm B
HerocyZapcTBEHHbIX OPraHM3aLMaAX ONpeaensatoTca B 4OrOBOPE MeEXKAY apXMBOM U COOCTBEHHUKOM MK
BlaZleNIbLEeM YKa3aHHbIX JOKYMEHTOB.

4.4.1. Mpuem pokymeHToB ApxuBHoro d¢oHaa Poccuiickoir ®Pepepaumm 0T UCTOYHWUKOB
KOMMNIEKTOBAHMA OCYLLECTBAAETCA FOCYAaPCTBEHHBIM WU MYHULMMNANbHBIM apPXMBAMK, OpraHM3auunen
Poccuitckolh  akafemuMm HayK B COOTBETCTBMM C MAAHOM-TPAadMKOM, KOTOPbIA yTBEpXKAaeTcA



PYKOBOACTBOM apxmBa MO COMNacoBaHWUIO C WUCTOYHMKAMW KOMMNEKTOBaHUA. BHennaHoBbIA npuem
AOKymeHToB ApxmBHOro ¢oHaa Poccuitckoit depepalmn, a TaKKe apXMBHbIX [IOKYMEHTOB, CPOKU
BPEMEHHOIO XpaHEeHWA KOTOPbIX HEe WCTEK/AW, OCYLLECTBAAETCA B C/AydYae AUKBMAAUMM MCTOYHMKA
KOMMIEKTOBAHUA AN B C/ly4ae Yrpo3bl COXPAaHHOCTU apXMBHbIX AOKYMEHTOB.

Mo npocbbe WCTOYHMKOB KOMMAEKTOBAHMA W MNpPUM  Haanmumum cBobOAHbIX nsowaaen
roCyAapCTBEHHbIN M MyHMUMMANAbHLIN apPXUBbI, OpraHu3auMa POCCUMINCKON akagemMuum HayK MOXKeT
OCYLLECTBAATb AOCPOYHbIA Npuem AOKymeHToB ApxmBHoro ¢oHaa Poccuiickoit depepaumnm, a TaKkKe
BpEMEeHHOe XpaHeHWe apXMBHbIX AOKYMEHTOB Ha OCHOBe A0rosopa. Mpuem apXmMBHbIX LOKYMEHTOB Ha
BpEMeHHOoe XpaHeHne 0dOPMAAETCA TaKKe aKTOM MNpuema-nepesaynm [AOKYMEHTOB Ha XpaHeHue
(npunoskeHune N 9) n NnponsBoOAMTCA NO CAATOUYHOW OMNMUCH.

ApXMBHblE OOKYMEHTbl MNPUHMMAKOTCA B TOCYAAPCTBEHHbIN UM MYHUMUMNANbHbLIA  apPXUBbI,
opraHusaumio PocCMICKON aKageMnn HayK B YyNopsao4eHHOM COCTOAHMM C COOTBETCTBYHOLWMM Hay4YHO-
CNPaBOYHbLIM annapaTom M CTPaxXoBbIMW KONUAMM Ha 0CO60 ULEHHble AOKYMEHTbl M YHUKa/bHbIE
OOKYMeHTbI. Bce paboTbl, cBA3aHHble ¢ OTOOPOM, NOArOTOBKOM M Nepeaayelt apXmBHbIX AOKYMEHTOB Ha
NOCTOSAHHOE XPaHEHME, B TOM YMCE C UX YNOPALOYEHNEM U TPAHCNOPTUPOBKOW, BbINONHAIOTCA 32 CYET
CpPeacTB UCTOYHUKOB KOMMIEKTOBAHMA, NepeaatoLinX YKasaHHbIe OKYMEHTbI.

Mpu npuveme apxMBHbIX [OOKYMEHTOB MPOBOAATCA MPOBEPKA WX QGU3MYECKOro, CaHUTapHO-
FTMIMEeHMYECKoro, TEXHUYECKOrO COCTOSIHWUA, a TaK)Ke MpOBepKa CTPAxOBbIX KOMUA Ha 0COBO LEHHble
OOKYMEHTbI U YHUKa/IbHbIE IOKYMEHTbI M NPOBEPKA KOMMJIEKTHOCTU YUYETHbIX OKYMEHTOB.

JoKymeHTbl ApxmuBHoro ¢oHaa Poccuiickoli Pepepaumun NPUHMMAOTCA B FOCYAAPCTBEHHbIN U
MYHULUMMNA/IbHbIN apXnB, OpraHM3aumntio POCCMMCKON aKaZemMun HayK no yteepxKaeHHbim MK onucam
OeN, [OKYMEHTOB; [AOKYMEHTbl MO JIMYHOMY COCTaBy - MO coriacoBaHHbim IMK onucam gen,
OOKYMEHTOB; apXMBHbIE AOKYMEHTbI C HEUCTEKLLUMMW CPOKAMM BPEMEHHOTO XPaHEeHMA - MO CAATOUYHbIM
OnNUCAM.

Mpuem gen npousBogMTCcA NOEAUMHUYHO; 0COBO LEeHHble gena MPUHUMAIOTCA C UX MOJIMCTHOM
npoBepKon. Ha Bcex aK3emnaApax onucu gen, AOKYMEHTOB AENAOTCA OTMETKM O NMPUeMe apXMBHbIX
OOKYMEHTOB B apxuB. Mpu OTCYTCTBUM eANHUL, XPAaHEHMA, YKa3aHHbIX B ONUCK AN, AOKYMEHTOB, B Hel
JenaeTca HoBasa MTOroBas 3anmncb. Homepa OTCYTCTBYIOWMX €4AMHUL, XPAaHEHWUS U NPUYMHBI OTCYTCTBUSA
OroBapMBalOTCA B aKTe Npuvema-nepesayn JOKYMEHTOB Ha XpaHeHWe W B NpuaaraeMomn K akTy CrpaBKe.
MCTOYHMK KOMMNIEKTOBAHMA MPUHMMAET Mepbl MO PO3bICKY HE MOCTYNUBLUMX HA XPaHEHWe apXMBHbIX
[OOKYMEHTOB. YTpayeHHble NoA/IMHHbIE apXUBHbIE AOKYMEHTbI MOTYT 6bITb 3aMeHEHbI UX KOMUAMMU.

Mpuem apx1BHbIX AOKYMEHTOB OPOPMAAETCA aKTOM NpMema-nepenadun 4OKYMEHTOB Ha XpaHeHMe
(npunokeHue N 9), coctaBnsembim B ABYX 3K3emnasapax. OAnH 3K3eMNAsp OCTaeTCA B apxuBe, APYyron -
B MCTOYHMKE KOMMNEKTOBAaHWUA. BmecTe C apxXMBHbIMW [AOKYMEHTaMW B apXxMB MepedaroTca Tpwu
3K3emnAspa onucK Aen, 4OKYMEHTOB.

Mpun NnepBom Npueme apxmMBHbIX JOKYMEHTOB OT MCTOYHMKA KOMMIEKTOBAHMUA NPUHMMAETCA TaKXKe
NCTOpUYECKan crnpaBKa 0 HEM K ero ¢oHAe, KOTopana 3aTeM AO0MNOHAETCA CBEAEHUAMU 06 USMEHEHMAX B
Ha3BaHWUK, GYHKLMAX, CTPYKTYPE UCTOYHMKA KOMNJIEKToBaHUA (poHaoobpasoBaTens).

Mpuem apxmMBHbIX IOKYMEHTOB Ha BPEMEHHOe XpaHeHne 0hopPMANAETCA aKTOM npuema-nepenaqn
JOKYMEHTOB Ha xpaHeHue (npunaoxkeHue N 9) n nponssBoaUTCA NO CAATOYHOM ONUCHU.

4.4.2. loKyMeHTbl OT rpaxaaH MocTynatT B apXMB M BKAOYAlOTCA B cocTaB ApxmBHoro ¢oHAa
Poccuitckolt degepaumm no OOroBopy AapeHus, Mo 3aBeLlaHWto, Mo AO0roBopy Kynan-npogayku, no
pelleHuto cyaa.

Mpuem yKasaHHbIX [OOKYMEHTOB B apXMB OCYLLECTBAAETCA Ha OCHOBaHuM peweHuns 3IMK
denepanbHOro rocygapctseHHoro apxmea; dMK ynosHOMOYEHHOro opraHa WCMOJIHUTENbHOM BAAcTy
cybbekta Poccuitckoit depgepaumm B cdepe apxMBHOrO Aena; 3KCNepTHOM ¢GOHAOBO-3aKyMNOYHOM
KOMMUCCUU TOCYAAPCTBEHHOIO WUAM MYHULMNANbHOIO My3esi; SKCMEepPTHON KOMMUCCUM roCyAapCTBEHHOM
WA MyHUUMnanbHon 6ubnnotekn; IMK ApxmBa PoccuicKOlM aKagemuu HaykK no pesyabTaTam
pPacCMOTPEHMA COATOYHOWM WMAW OLLEHOYHOM OMUCKM M 3aK/YEHMA 3KCNepTa U oPopMAIAETCA aKTOM
npuema Ha XpaHeHMe AOKYMEHTOB IMYHOro npoucxoxxaeHus (npunoxernune N 10).

Mpu oTpuUATENBHOM peELUEHUU BOMpPoca O NpUMeme WUAU NPUoOBpeTeHMM apXMBOM YKa3aHHbIX
apPXMBHbIX [IOKYMEHTOB, a TaK»Ke BO3BpaTe Mo pe3y/bTaTam 3KCMepTusbl LLIEHHOCTU MX 4acTU M3 uncna
HaxXOAMBLUMXCA B apXMBE COCTaB/SETCA aKT BO3BpaTa [AOKYMEHTOB B ABYX 3kK3semnnapax. OauH
3K3EeMNAAP aKTa OCTaeTCA B apxuBe, APYroi BMecTe C AOKYMeHTaMu (MX 4acTbio) BO3BpalllaeTcs



COBCTBEHHUKY UM BlagenbLy.

4.4.3. AyanosusyasnbHble OOKYMEHTbl MPUHMMAIOTCA Ha XpPaHeHMEe B C/leylolem KOMMAEeKTe:
KMHOAOKYMEHTbI (GUNbMbI, CNEeuBbINyCKn) - HeraTme M306parkeHus, HeraTme GoHOrpPamMMbl, MArHUTHbIN
opurMHan ¢GoHOrpammbl, MO3UTUBHAA KOMWA, MarHUTHaa ¢oHorpaMma LWYMOB U My3blKM,
NPOMEKYTOYHbIA NO3UTUB M300pPaArKEHMA, YCTAHOBOYHbIE POAMKM U nacnopTa ASAs LBETHbIX
KMHOAOKYMEHTOB (B UCKIOUUTENbHbIX CIYYasX NMPUHUMAETCA HEMOJIHbIA KOMMIEKT); GOTOLO0KYMEHTbI -
HeraTMe, KOHTPOJIbHbIN $OTOOTNEYATOK; POHOAOKYMEHTbI U BUAEOAOKYMEHTbI - OPUTMHAN U KOMWA.
OpHOBPEMEHHO NMPUHMMAETCA TEKCTOBAA COMPOBOAMTE/NbHAA AOKYMEHTaUMA: A8 KUHOOOKYMEHTOB -
MOHTaXHble NNCTbl, aHHOTaLMKN, paspeLllnTebHble YA0CTOBEPEHUA K 3aKOHYEHHbIM MPOU3BEAEHUAM,
aKTbl TEXHMYECKOTO COCTOSIHWA, 3aMWUCKM LBETOBbIX M CBETOBbIX Macnoptos; A (PpOTOAOKYMEHTOB -
aHHoTauuA; AnAa GOHOAOKYMEHTOB - CONPOBOAMUTE/IbHAA AOKYMEHTAUNA; ANA BUAEOLOKYMEHTOB - aKTbl
TEXHUYECKOr0 COCTOAHMA.

DNeKTPOHHbIe AOKYMEHTbI MPMHUMAIOTCA HA XPaHEHWE B COMPOBOXAEHMUM NPOrpaMMHbIX CPEACTB,
MO3BO/IAIOLMX UX BOCMPOU3BECTU, U C HEOBXOAMMbIM KOMMANEKTOM CONPOBOANTENIbHON AOKYMEHTAUMM.

4.4.4. [lOKyMeHTbl, CO3[aHHbIe apXMBOM B pe3y/ibTaTe MHWULMATUBHOIO [OOKYMEHTUPOBAHMA
COObITU COBPEMEHHOCTM MAM npownoro (aHKeTbl, ¢oTorpadum, 3anucm BOCNOMUHaHWUK, bGecepg,
WHTEPBbIO 1 T.4.), BKAOYAOTCA B cOcTaB ApxmBHoro ¢poHaa Poccuitickoit ®eaepaumm 1 BHOCATCA B ONUCH
Oen, [OKyMeHToB, KoTopasa ytBepxaaetcA 3K depepanbHoro rocygapcrBeHHoro apxusa, MK
YNOJIHOMOYEHHOFO OpraHa WCMONHMTENbHOM BNAacTM cybbekta Poccuiickoit depepaumm B chepe
apXMBHOrO  Aena, 3KcneptHOM  GOHAOBO-3aKYMOYHOM  KOMMUCCMEM  rOCYAapCTBEHHOrO MM
MYHULMNANbHOTO My3es; SKCMNEPTHON KOMMUCCUEN FoCcy4apCTBEHHOM AN MyHUUMNANbHON B1banoTekuy,
3MK Apxuea Poccuinckoit akagemum Hayk. Mpuem yKasaHHbIX 4OKYMEHTOB 0GOPMAAETCA aKTOM Npuema-
nepefayv LOKYMEHTOB Ha MOCTOAHHOE XpaHeHWe.

4.4.5. Npuem ceKpeTHbIX AOKYMEHTOB OT WMCTOYHMKOB KOMMIEKTOBAHUA rOCYAapCTBEHHOro WU
MYHULMNANbHOTO apXMBOB, OpraHM3aumm POCCMICKON akageMMM HAYK OCYLLECTBAAETCA B COOTBETCTBUM
C 3aKoHogaTenbcTBOM Poccuiickolt Pepepaumm 0 rocydapCcTBEHHOM TaliHE MO aKTy M OTAe/IbHbIM
onucam aen, 4OKYMEHTOB.

Mpuem apxXmMBHbIX LOKYMEHTOB OT IMKBUAMPOBAHHbIX OpraHn3aLmi

4.5. Mpuem p[oKymeHTOB ApxuBHOro ¢oHaa Poccuitckon depepaumm u Apyrux apxmMBHbIX
OOKYMEHTOB, CPOKM BPEMEHHOro XpaHeHWA KOTOPbIX He WUCTeKAW, OT JUKBUAUPOBAHHbBIX
rocyapCTBEHHbIX OPraHoB, OPraHOB MEeCTHOro CaMoynpaB/eHUA, roCyAaPCTBEHHbIX U MYHULMNAAbHbIX
OpraHu3aLnMin OCyLLeCTBAAETCA B COOTBETCTBUM C OEMNCTBYHOLIMM 3aKOHOAATENbCTBOM M B MOpPALKe,
YyCTaHOB/IEHHOM HacToAwmMmMHK Mpasunamu (cm. n. 4.4.1).

Mpy NWKBUMAAUMM HEroCyLapCTBEHHbIX OpraHM3aumMi obpasoBaBlMecs B Mpouecce UX
OEeATeNbHOCTU AOKYMeHTbl ApxuBHoro ¢oHpa Poccuitickoit depepaumm, OOKYMEHTbI MO AUYHOMY
COCTaBYy, a TaKXe apXnBHble AOKYMEHTbI, COOKN BPEMEHHOIO XpaHeHMA KOTOPbIX He UCTeKAM, NOCTynalT
B apXMB B COOTBETCTBUM C 3aKOHOAZATeNbCTBOM Poccuiickoit Pepepaummn M Ha OCHOBAHWM A0OroBopa
MeXAy JNUKBUOALMOHHOM Komuccuen (nnKBMAATOpPOM) M apxmBom. [lpu 3TOM NIMKBUAALMOHHAA
KOMMCCHA (NMKBMAATOP) OPraHU3yeT UxX yropsaoyYeHne B YCTaHOBIEHHOM NopsaKe.

ApXmBHble AOKYMEHTbl C HEUCTEKLLIMMWN CPOKaMMU BPEMEHHOIO XpPaHEHUA, MPUHATbIE apXMBOM OT
JNIMKBUAMPOBAHHON OpPraHM3aumu, BbIAENATCA K YHUUTOMKEHMUIO NO UCTEYEHUMN YCTAHOB/IEHHbIX CPOKOB
XpaHeHUA. ApPXUBHble [OOKYMEHTbl, WMMellne B COOTBETCTBUM C TUMOBbBIMU WAM OTPaAC/EBbIMU
NnepeyHAMM CPOK XpaHeHua ¢ nomeTkoir "IMK", BbIAENAOTCA K YHUUTOXKEHWUIO TOIBKO nocne
npoBeAeHMA SKCNepPTU3bl UX LLEHHOCTU 1 0TBOpPa HA NOCTOAHHOE XPaHEeHMe.

I'Iepep,aqa APXUBHbIX JOKYMEHTOB U3 apXmnBa B apxmB

4.6. [lepepaya apxvMBHbIX [AOKYMEHTOB, Haxoaawmuxca B deaepanbHol cobCcTBEHHOCTH,
cobctBeHHOCTN cybbeKkTa Poccuiickon depepaunun UAM MyHUUMNANbHOM COBCTBEHHOCTU, M3 OAHOrO
apxuMBa B ApPYroi OCyLLECTB/AAETCA B COOTBETCTBMM C 3aKOHOAATeNbCTBOM Poccuiickon depepauumy,
3aKoHOaTeNnbCTBOM cybbekTa Poccuiickon desepaunm, MyHUUMMNAAbHBIMW MPaBOBbIMM akTamu. Mpu
nepefiaye COCTaB/AAETCA aKT Npuema-nepeaadm AOKYMEHTOB Ha XpaHeHue (npunoxkeHue N 9) B AByx



3K3eMNAspax, O4HOBPEMEHHO MepeaatoTca TPWU 3K3eMNAspa ONUCel aen, AOKYMEHTOB, Aeno doHAa u
anct doHAaa.

KomnneKktoBaHWe apxmBHbIMM AOKYMEHTAaMKN U3-3a pyberka

4.7. ApXvB MOXET KOMMIEKTOBATbCA apPXMBHbIMW AOKYMEHTAaMU POCCUMCKOrO MPOUCXOXAEHUS,
HaXOAALMMUCA MO PA3AUYHBIM NPUUYMHAM 3a npeaenamm Poccuitickoit ®egepaumu, U/mMam apxmsHbIMM
OOKYMeHTaMM 3apybekHOro NpoUCXOXKAEHNA, UMEIOLWMMMN 3HaYeHMe ana Poccun.

Mpuvem nonyyeHHbIX U3-3a pybexka apXMBHbIX [AOKYMEHTOB B apXMB OCYLLECTBAAETCA B
COOTBETCTBMM C [OrOBOPOM MeXAy COOCTBEHHWKOM MWW BAAAE/bLEM YKasaHHbIX AOKYMEHTOB M
apXMBOM O NPOAAXKE, AAPEHUU NOASMHHBIX JOKYMEHTOB AN UX KOMWUIM, OBMEHe KONMUAMM LOKYMEHTOB.
3aKkntoueHne [OroBopa OCYLLECTBAAETCA C YYEeTOM 3aKOHOZATe/NbCTBA COOTBETCTBYIOWEWN CTpaHbl. B
JOroBope MOFyT OroBapmeaTbCA 0cCobble YCNOBMA WCMNO/b30BAHWMA MNepesaBaeMblX  apXMBHbIX
OOKYMeHTOB. Mprvem odopmMnaeTca akToM npuema-nepesaydm SOKYMEHTOB Ha XpaHeHWe (MpUoXKeHue
N 9).

ApXuMBHble JOKYMEHTbI, MOCTYNMBLUNE U3-33 pyberka B BUAE NOAJMHHUKOB WAM KOMWUI Ha npaBax
NOA/IMHHUKOB, NPWHATbIE Ha MOCTOAHHOE XPaHEHME B aAPXMB, HE3ABMCMMO OT WX MPOUCXOXKAEHMA
BK/tOYaloTcA B coctaB ApxuBHoro ¢oHpa Poccuiickon Pepepauum u noanexat rocynapCTseHHOMY

yuery.
B3aumogelicteme apxmBa C UICTOYHUKAMM KOMNAEKTOBAHUA

4.8. ApxMB COBMECTHO C MCTOYHMKAMM KOMMIEKTOBAaHMA apxvBa paccmaTpuBaeT U rOTOBUT K
COrNacoBaHMIO COOTBETCTBYIOWMM YMNOJHOMOYEHHbIM OPraHOM WCMOAHUTENIbHON Bnactu B coepe
apXMBHOrO Aefia WAM COrNacoBblBaeT B COOTBETCTBUM C MPeLOCTaBAEHHbBIMW €My MOJHOMOYMAMM
WHCTPYKLMM MO 4e10NPON3BOACTBY, MPUMEPHbIE U MHAUBUAYANbHbIE HOMEHKNATYPbI A€/, NOJ0XKEHMUA
06 apxmMBax M 3KCNEPTHbIX KOMUCCUAX UCTOYHUKOB KOMMAEKTOBAHWUS apXMBa.

ApxwuB y4yacTeyeT B paboTe LIK (IK) MCTOYHMKOB KOMMIEKTOBaHUA apX1Ba.

ApXxMB NpUMHMMaET yyacTMe B NPOBEpPKax coba04eHMA MPaBWUA OpPraHM3auMM  XpaHeHus,
KOMMN/IEKTOBAHMA, y4YeTa U WCNOSIb30BaHMA APXMBHbLIX AOKYMEHTOB B WMCTOYHWMKAX KOMMJIEKTOBaHMA
apxvMBa, OPraHM3yembliX CNeunasbHO YMNOJIHOMOYEHHbIM defepanbHbIM OpPraHOM WCMOJIHUTENbHOM
BNacTM B chepe apxXMBHOIO fefla, OpraHamMu rocyaapCTBEHHOM BAacTM cybbekToB Poccuiickoit
depepauun, B TOM YUCAE YNOJHOMOYEHHbIMM OPraHammM MUCMOSHUTENbHOW BAAcTU CyHbEKTOB
Poccuiickoit Pepepaunn B chepe apxmBHOro gena.

4.9. ApxvB B npefenax NpefoCTaBAEHHbIX €My MNOJHOMOYMK B Lenax GopmuMpoBaHMA U
obecneyeHnn COXPaHHOCTU AOKYMeHTOB ApxmnBHOro ¢oHaa Poccuiickoit ®enepaumm, HaXo4AWMXCA Ha
BPEMEHHOM XPaHEHWW, OCYLLECTBAAET B3aMMOLENCTBME C Ae/10NPOU3BOACTBEHHBIMU, APXUBHLIMU U
3KCMNEPTHbIMU CNYKOAMMN UCTOYHUKOB €r0 KOMMNEKTOBAHMS.

B 3TUX LenAx apXxMB OKa3bIBAET YKAa3aHHbIM CAYKOaM METOANYECKYIO M NPAKTUYECKYIO MOMOLLb, B
TOM 4YMC/Ie HA AOTOBOPHOM OCHOBE:

B OpraH13aLmm OKYMEHTOB B Ae/10NPON3BOACTBE N GOPMUPOBAHUMU AeN;

no otbopy AOKyMeHTOB B cocTaB ApxmusHoro ¢poHaa Poccuitckoit depepaumm M NoaAroToBke MX K
nepeaaye Ha NOCTOAHHOE XPaHEHMUE;

no ynopaao4YeHuto JOKYMEHTOB NO IMYHOMY COCTaBy;

no BeAEHMIO yyeTa AOKymeHTOB ApxuBHoro ¢oHAa Poccuiickoit ®epepaumm, HaxoaAaWMXCA Ha
BPEMEHHOM XpaHEeHUu;

no noAroTOBKE HOPMATMBHbIX W METOAMYECKUX OOKYMeHTOB (mocobuit) no Bompocam
0en0nNpon3BoACTBA M APXMBHOIO AeNa;

Mo COBEPLUIEHCTBOBAHMIO PaboTbl Ae10NPOM3BOACTBEHHbIX, APXMBHbLIX WM 3IKCNEPTHbIX CAYKO
WMCTOYHUKOB KOMM/IEKTOBAHUA;

B NOBbIWEHNN NPOdECCMOHANBHON KBanudUKaLmMmn paboTHUKOB YKa3aHHbIX C/yXKO.

V. OpraHusauma Ucnoib3oBaHUA 4OKYMEHTOB apXxmMBHOro ¢poHAaa
Poccuiickoit dPeaepaunm 1 apyrux apxmBHbIX 4OKYMEHTOB B apXxmBe



[ocTyn nonb3oBaTeniei K apXmBHbIM AOKYMEHTaMm

5.1. ApxuB npeaocTaBaAeT No/b30BaTe 0 OTKPbITble AOKYMEHTbI ApXxMBHOro ¢poHaa Poccuinckom
depepaunmn n apyrme apxmBHble AOKYMEHTbl, @ TaKKe CMNpaBOYHO-MOWUCKOBbIE CPeACTBa K HUM U
n3agaHusa 6ubanoTevHoro (cnpaBoyYHO-MHPOPMaLIMOHHOTO) hoHAa.

ApxuB obecneymMBaeT AOCTYN MONb30BaTeNA K CEKPETHbIM AesiaM, Aenam, coAepralinm
KOHbMAEHUMaNnbHYO WHbOpMauuto, 6a3am AaHHbIX C  Y4EeTOM OrpaHMYEHUN, YCTAaHOBAEHHbIX
3aKoHoZaTenbcTBoM Poccuiickoit Pegepaummn, U ycnoBUA, KOTOPbIE YCTAaHOBU/IM COBCTBEHHUKU WU
B/1aZle/1bLibl aPXMBHbIX JOKYMEHTOB NPU UX Nepeaayve B apXuB.

JocTyn nonb3oBatena K NOASMHHUKAM 0COBO0 LLEHHbIX AOKYMEHTOB, B TOM UYMC/IE YHWUKANbHbIX
OOKYMEHTOB, K fOOKymeHTam ApxuBHoro ¢oHaa Poccuiickon ®Pepepaumn, Haxogawmmcs B
Heya0BNETBOPUTENIbBHOM PU3NYECKOM COCTOSIHUM, OCYLLECTBAAETCS B MCKAOUYUTE/NbHbIX Cay4Yasx (B Tom
yncne Ana nposeaeHMa pPaboT Mo M3yuyeHUto naneorpaduyecknx 0cobeHHOCTEN TEKCTOB apXMBHbIX
OOKYMEHTOB) C MUCbMEHHOTO paspelleHnn pykoBoauTens apxuea. lMonb3oBaTento npeaocTaBaatoTcA
KOMMU YKasaHHbIX AOKYMEHTOB (PpOHA Nob30BaHUA) UM AOKYMEHTaNbHbIe NybaMKaunm, cogepauime
AaHHble JOKYMEHTbI.

ApxMB He BMpaBe OrpaHUYMBaTb WAM ONPeaenATb MNOAb30BATENO YC/A0BUA WCMOJIb30BaHUA
nHbOopMaUUM, NONYYEHHOW UM B pe3y/ibTaTe CaMOCTOATE/IbHOTO NMOUCKA WA NPeAoCTaBAEHHON emy B
nopsaKke OKasaHWA apxXMBOM MAaTHbIX YCAYr, 33 WCKAOYEHWEM C/ly4yaeB, NpeayCMOTPEHHbIX
3aKoHoAaTenbcTBOM Poccuiickoit ®eanepaumm MaM OroBOPEHHbIX B 40OrOBOPeE apxmMBa C NoJib30BaTeNeM
no NHPOPMaUNOHHOMY 0OCNYKNBAHUIO.

OpraHunsauma paboTbl N0 PacCEKPEUNBAHUIO aPXMBHbIX AOKYMEHTOB

5.2. PykoBoguTenb apxvMBa OpraHusyeT nposefeHue paboTbl MO KOHTPOAO 33 CpPOKamu
CEKPETHOCTU apXMBHbIX JOKYMEHTOB, MMEILLMX rpudbl CEKPETHOCTH, U MHOOPMUPYET pyKoBOAUTENEI
rocyAapCTBEHHbIX OPraHoB, HadeNeHHbIX NOJIHOMOUYMUAMM NO OTHECEHUIO CBeAEHUI K rocy4apCTBEHHOM
TallHe, a TaKXe PyKoBOAMUTENEN OPraHn3aumii O HaiMuMM B apXMBE CEKPETHbIX apXMBHbIX AOKYMEHTOB
CO CPOKaMM CEKPETHOCTU COAEPKALLMXCA B HUX CBeAeHUi cabiwe 30 NeT, ux cocTaBe M obbemax.

PykoBoauTenb apxuMBa OpraHM3yeT paccekpeuMBaHME apXMBHbIX [OKYMEHTOB B C/yyae
opuuManbHOrO AenerMpoBaHMa MNOMHOMOYMIA Ha NpoBefeHWe 3Tol  paboTbl pyKoBoAUTENEM
COOTBETCTBYIOLLErO FOCYAAaPCTBEHHOTO OpraHa UAN OpraHn3aunm.

B apxvBe C0343eTcA KOMMCCMA MO PACCEKPEUMBAHMIO apPXMBHbLIX AOKYMEHTOB. [onoxKeHue o
KOMMCCMM M MEePCOHaNbHbIA COCTaB yTBEpPKAaloTcA: B ¢deaepanbHOM rOCy4apCTBEHHOM apxvBe -
pykoBoauTenem; B apxuse cybbekta Poccuiickoint Pepepauumn - pyKoBoaMTENEM YMNONHOMOYEHHOTO
opraHa UCNoIHUTeIbHOM BAacTU cybbekTa Poccuitckot degepaumu B chepe apxmBHoro aena. Kommccua
ocyuwiecTenseT paboTy B NN1aHOBOM NOPAAKE, a TaKKe B CBA3W C 06palleHNAMM NoAb30BaTeNeN.

PelleHne KOMUCCUK BCTYMaeT B CUAY NOC/E YTBEPKAEHNA PyKOBOAMUTEleM apxuBa. Ha ocHoBaHMM
peleHna Komuccum opOpMAAETCA aKT O PacCeKpPeyvMBaHWM apXMBHbIX AOKYMeHToB (cm. n. 3.7.7),
KOTOPbIN COrNacoBbIBAETC C rOCYA3PCTBEHHbIM OpPraHOM WAW OpraHvsauuein, HaLe/VBLUMM apXuB
COOTBETCTBYIOWMUMM MOJHOMOUYUAMM.

3anpocbl No/Ib30BaTeNIeN O PACCEKPEUMBAHMM APXUBHbLIX SOKYMEHTOB PAaCCMATPMBAKOTCA apXMBOM
B YCTQaHOBJIEHHbIM 3aKOHOAATENbCTBOM CPOK. EcCAM  apxuB He MNOJHOMOYEH paccekpeynBaTtb
3anpallimMBaemMble CBeAEeHus, OH B MECAYHbIM CPOK C MOMEHTa NOCTYN/IeHWUA 3anpoca HanpaBs/sAeT ero B
COOTBETCTBYIOWMIM  TOCYAAPCTBEHHbIM OpraH, MNOJIHOMOYHbIM  PaccMaTpmBaTb BOMpPOC 06  ux
paccekpeumBaHun, uan B MexBeaomcTBeHHY0 Komuccuio (MBK) no 3awuTte rocyapcTBEHHOM TaliHbl
WIM B MEXBEAOMCTBEHHYIO 3KCMEPTHYID KOMMUCCUIO, AEWNCTBYIOWYH B Cybbekte PoccuitcKol
denepaumn, o Yyem yBeAOMAAET NOJb30BATENA, HaNpPaBMBLLEro 3anpoc.

ApxvB npeaocTaBaAeT ANA M3YYEHUA WM OPraHM3aumMmM PacCeKpPeuMBaHMA YEeHaM 3SKCMEPTHbIX
KOMMCCUIA, CO34aHHbIX B OpraHM3auuMaxX, PYKOBOAMTENW KOTOPbIX HageneHbl MNOJAHOMOUYMAMM MO
OTHECEHMUIO CBeAeHMI K rocyAapCTBEHHON TaliHe, YneHam 3KCMepTHbIX rpynn, cdopmmpoBaHHbIXx MBK
No 3alimTe rocyAapCTBEHHOM TaliHbl, @ TaKKe Y1eHaM MHbIX KOMUCCUIA, MOAHOMOUYHBIX paccekpeynBsaTtb
AOKYMEHTbI IMKBUMAMPOBAHHbIX OPraHn3aumii, He MMeLWMX NPaBoNPEeEeMHNKOB, apXUBHbIE AOKYMEHTbI



WY apXMBHbIE KOMWUM, @ TaKXKe Heobxoanmyo nHbopmaLmio.

CnpaBOYHO-NOMCKOBbIE CpeaCcTBa
(Hay4HO-cnpaBOYHbIV annapaT) K apXMBHbIM LOKYMEHTaM

5.3. Ona obecneyeHna gocCTyna K apXMBHbIM AOKYMEHTAM apXMB NPefoCTaBAAET MO/b30BaATENO
CNPaBOYHO-MOUCKOBbIE CPEACTBA K HWMM  (COBOKYMHOCTb OMWCAHWI  apXMBHbLIX [OKYMEHTOB,
npeacTaB/IEHHbIX B apPXMBHbIX CMPaBOYHUKAX, NpeaHa3HAYeHHbIX A1A NOUCKA apXMBHbIX JOKYMEHTOB U
cogeprkalenca B HUX JOKYMEHTHOM MHbOopMaLmm).

5.3.1. Komniekc B3aMMOCBA3aHHbIX M B3aMMOAOMNO/IHAEMbIX, CO3[4aBaeMbIX Ha eANHON Hay4yHO-
MEeTOANYECKON OCHOBE apXMBHbIX CMPABOYHWKOB O COCTABE M COAEPMAHWUWU APXMBHbLIX AOKYMEHTOB
(cuctema HaydHo-cnpaBovHoro annapaTta (HCA) apxuBa) BKAtoYaeT obasaTesibHble A1A BeAeHUs B
apXMBe apXMBHble CNPaBOYHUKKN (ONUCb AeN, AOKYMEHTOB; NyTEBOAUTENb; CUCTEMATUYECKUIN KaTanor) 1
OONOJIHUTENbHbIE aPXMBHbIE CNPABOYHMUKK (yKazaTenb; 0630p).

B apxvBe BegeTca aHanM3 M y4yeT cocToAHMA cuctembl HCA apxvmBa Ha OymarKHOM Hocutene
(*kypHan no yuety coctoaHma HCA, KapToTeKa) u/vam B aBTOMaTU3NPOBAHHOM PeEXRUME.

O6u.|,v1e TpE6OBaHMﬂ K ONMMUCaHNIO apXNUBHbIX AOKYMEHTOB

5.4. OnncaHWe apxMBHbIX AOKYMEHTOB (CO34aHMe MHPOPMAUMKM ANA apXMBHbIX CMPABOYHMKOB)
NMPOBOAMTCA Ha TPeX YPOBHAX: apXMBHbIM GOHA, eAuHWUA XPaHeHus/eguHULA y4yeTa, apXMBHbIN
OOKYMeHT. [Mpn HeobxoAMMOCTM OMNUCAHWE MOXKET MPOBOAUTLCA MO Fpyrnnam apxuMBHbIX (GOHAOB,
rpynnam eamHul, XpaHeHua/eauvHWL, ydeTa, KOMIMIEKTam, rpynnam apXMBHbIX [AOKYMEHTOB, 4acTu
aPXMBHOIO AOKYMEHTA.

OnucaHve apxMBHbIX [OOKYMEHTOB MPOBOAUTCA HA rOCyAapCTBEHHOM A3blke Poccuinckoit
depepaunn U MOXKeET AOMONHUTENbHO NPOBOAMTLCA Ha A3blKax cybbekToB Poccuiickoit Pepepauym un
A3bIKaX MEHbLUMHCTB.

OCHOBOW apXMBHOFO CMpPaBOYHMKA ABAAETCA ONMCaTeNbHAA CTaTbfA, COCTOALAA M3 CAeAyloLmX
0653aTeNIbHbIX 3/IEMEHTOB: CBEAEHMI, UAEHTUOULMPYIOWMX UHOOPMaUMIo (Ha3BaHME U CrpaBoYHble
AaHHble apxMBHOro $GoHAA, eAMHULbI XPaHEHMA/eAMHNLbI yYeTa, apXMBHOIO AOKYMEHTa); CBeAeHU o
COCTaBe U COAEP!KaHUM MHOOPMaUUK; CBEeLEHUN 06 ycnoBUAX AOCTYNa W YCNOBUAX WUCMNO/Ib30BaHUA
MHbOPMaLUK; CBeLEHUI NO UCTOPUKN apxmBHOro dpoHAa (a5 YpPOBHA apxuBHOro GpoHAaa).

Mpy HeobXoAMMOCTM B OMUCATENIbHYIO CTATblO BKAKOYAKOTCA [OMONHUTE/NIbHbIE CBEAEHUA O
MECTOHAXOXAEHUN OPUTMHAMOB; O HA/IMYUWU APXMBHbIX AOKYMEHTOB ¢poHA006pas3oBaTens B cocTaBe
OPYTMX apXMBHbIX POHA0B M MECTaX UX XpaHeHUn, bubnaunorpadua u gp.

5.4.1. OnucaTenbHaa cTaTbA apXMBHOIMO CMpPaBOYHWMKA HA YPOBHE apxMBHOro ¢oHAa BKAOYAET:
Ha3BaHWe apxuBHoro ¢oHga (cm. n. 3.5.3), cnpaBoyHble AaHHble O HEM, UCTOPUYECKYIO CMPaBKYy K
$oHAY, aHHOTALMIO O COCTaBe W COAEpPXKaHUM APXMBHbLIX AOKYMEHTOB, MHPOpMaumio 06 ycnosusax
A0CTyna U Ucnosab3oBaHusaA, bubanorpaduto.

5.4.1.1. CnpaBoYHble AaHHble 06 apxMBHOM (OHZE COCTOAT W3 3NEeMEHTa apxMBHOro wudpa
(Homepa $poHaa); obbema apxmeHOro GoHAa B eAMHULAX XPaHEHUA U/UAK egUHMLAX yYeTa No BUAAM
OOKYMEHTaUMKW; KPalHUX AaT apXMBHbIX AOKYMEHTOB MO Ka*KAOMY BMAY [AOKYMEHTAUWUW; nepeyHs
MMetoLLeroca BHyTpMGOHAOBOrO Hay4YHO-CNPaBOYHOrO annapara.

5.4.1.2. WcTtopuyeckas cnpaBka K ¢oHAYy COCTOUT M3 WHPOpMALMM NO  UCTOPUU
¢$oHp006pasoBaTens u UCTOpUM apxmMBHoro ¢oHAa.

CeeseHna no  uctopum  ¢doHpoobpasoBaTens  BKAOYAOT:  Aatbl  ero  obpasoBaHus,
nepeMmMeHOBaHNA, PEopraHn3aLmmn, NUKBUAALMW, BEAOMCTBEHHYIO MNPUHALNENKHOCTb, CTPYKTYpY MU
bYHKUMKM,  Ha3BaHMA  OpraHW3auuu-NpejLlIecTBEHHUMKA WM NpaBonpeemHuKa. CeeaeHua o
¢dboHpoobpasoBaTesie  apxMBHOTO GOHAA JIMMHOFO  MPOMUCXOMNKAEHUA  BKAKOYAIOT €ro  KpaTkue
6uorpadumyeckme gaHHble (pamuanto, UMsa, OTYECTBO, NCEBAOHUM, AEBUYBLIO GaMUINIO, OATbl KU3HM,
npodeccuio, AaHHble O CAyKebHOW U obLiecTBeHHON AeaTenbHOCTM). OnA apxuBHoro ¢GoHAa CemMbM,
poAa aHasIornyHble CBEAEHMA OAOTCA O KaXK4oM M3 POACTBEHHMKOB. 18 06beAMHEHHOTO apXMBHOIO
¢doHaa cocTaBnseTca obwan MCTopmyeckas cnpasKa.

CBeZeHMsA No UCTOPUM apXMBHOro GOHAA BK/IOYAIOT AaTy €ro NocTyrn/ieHus B apxuB, obbem



KpalHMe p[aTbl APXMBHbIX AOKYMEHTOB, CTEMEHb WX COXPAHHOCTM; OCOBeHHOCTM (GOopMMpPOBaHUKA,
ONUCaHUA U cUcTeMaTm3aumm; MHPopmaumto 06 M3MeHeHMAX B COCTaBe U 0bbeme apxuBHOro GoHaa U
MX MPUYMHAX, O HaANMYMM aPXMBHbIX [AOKYMEHTOB APYrMX oOpraHvsaumii uam vy (poHaosble
BK/IIOYEHMSA); O COCTaBe Hay4yHO-CMPaBOYHOro annaparta K apxusHomy GoHay. O apXMBHOW KoAneKumn
YKa3bIBalOTCA CBEAEHMA O BPEMEHMU, YCNOBUAX, NPUYMHAX €e COo34aHMA; NPUHLMMIAX GOPMUPOBAHUS;
MECTOHAXOXAEHUN KONNEKUMM 4,0 NOCTYNIEHUA B apXUB; COCTAaBUTENE.

UcTopmueckaa cnpaBka K poHAY KOpPPEKTUPYeTCa NpuM M3ameHeHMn obbema apxmHoro ¢oHAa, a
TaK¥Ke B C/ly4ae peopraHmnsaLmn, U3MeHeHUa CTPYKTypbl, GyHKLMIA oHa006pa3oBaTena u T.0.

5.4.1.3. AHHOTaUMA O COCTaBEe M CoAepPKaHUM apXMBHbIX AOKYMEHTOB apXMBHOro GpoHAa BK/OYaeT
KpaTKyto OBOOLLEHHYIO XapaKTEPUCTMKY 3TUX OOKYMEHTOB MO BUAAM M UX COAEPKAHMA MO Temam,
OTPa’KaloWMM HanpasieHUA paeatesibHOCTM ¢oHAO006pPa3oBaTena, C yKa3aHMEM XPOHOMOMMM TEM U
0603HavYeHnem nx reorpadpuyeckmnx (aGMUHUCTPATUBHO-TEPPUTOPUANBHBIX) TPaHULL.

5.4.1.4. YcnoBua [oCTyna K apxMBHbIM AOKYMEHTaM apxMBHOro ¢GoHZa WU MX MCNO/Ab30BaHUA
BK/IIOYAIOT CBEAEHMA O HaNMUYMM aAPXMBHbIX [OOKYMEHTOB, AOCTYN K KOTOPbIM W MOPALOK WX
MCNONIb30BaHWUA OrpaHMYeEHbl 3aKoHOAATENbCTBOM Poccuitickon Pegepaumm nnm poHaoobpasosatenem,
a TaKXe CBEAEHMA O HA/MYUWU NOAJAMHHUKOB OCODO LLEHHbIX AOKYMEHTOB, B TOM YMC/E YHUKANbHbIX
OOKYMEHTOB, W OOKymMeHTOB ApxuBHoro d¢oHza Poccuiickon ®epepaumm, HaxogAwMxca B
HeyA0BNeTBOPUTENIbHOM GU3NYECKOM COCTOAHMMU; O HaAMYUK GoHAA NOIb30BAHMA.

5.4.1.5. bubnavorpadua K apxmusHomy GOHAY BKAOYAET CMUCOK OMNyHAMKOBAHHbIX CMPaBOYHUKOB
no AaHHomy ¢oHAY M NOGOHAO0BbIX AOKYMEHTANbHbIX My6AMKauMiA, BbIMONHEHHbIX Ha €10 OCHOBE.

5.4.2. OnucaTtenbHasa CTaTbsl apXMBHOrO CMPaBOYHUKA Ha YPOBHE eaMHUUbI XpaHeHua/eanHULbI
yyeTa BK/IOYAET: MOPAAKOBbLIA HOMEpP eAMHMLbl XpaHeHUA/eAWHMUbl ydyeTa; CTapblii MHBEHTApHbIN
HOMEp; 3aro/I0BOK eAMHMLbI XpaHeHus/eauHNULbl yyeTa; CnpaBoyHble AaHHble O Hel; yKasaHue Ha
NOAJ/IMHHOCTb/KOMUIHOCTb, BWA, HocuTena (MamM  cnocob BoOCMpoOM3BEeAEHUA), A3blK, BHeELWHUe
0COBEHHOCTH, YCN0BMA AOCTYNa M UCMOAb30BAaHUA aPXMBHbIX AOKYMeHTOB. OnncaTenbHasa cTaTbA Mpu
Heobxo4AMMOCTM [OMONHAETCA Ha3BaHMEM apXMBHOTO GOHAA U ero CTPYKTypHOW vactu (onucu gen,
OOKYMEHTOB), aHHOTaUMel OTAe/IbHbIX apXMBHbIX [AOKYMEHTOB MAM WX TPynn AaHHOW eguHULbl
XpaHeHusA/eanHMLbI yyeTa.

5.4.2.1. 3arofIoBOK eAMHULbl XPaHEHUA YMNPaBAEHYECKOW AOKYMEHTAUMM, eguHULbI XpaHeHUs
APXMBHbIX OOKYMEHTOB JIMYHOTO MNPOMCXOXMAEHMA BK/AKOYAET: HaMMEHOBaHME BWAA aAPXMUBHbIX
[OOKYMEHTOB; aBTopa(oB) apxuBHbIX AOKYMeHTa(oB); agpecaTa(oB) nam KoppecnoHaeHTa(oB), KOTopbiM
HanpaB/iEHbl UK OT KOTOPbIX NOAYYEHbl LOKYMEHTbI; BONPOC WAM NpeaMeT, Ha3BaHMA cobbITUA, daKTa,
MECTHOCTU, GaMUANM N UHULMANBI UL, K KOTOPbIM OTHOCUTCA COAEp’KaHMe YKa3aHHbIX OOKYMEHTOB;
AaTbl COObITUI. B cnydae oTcyTCTBUA HEOOXOAMMbBIX CBEAEHMI B 3aro/I0BOK BK/OYAETCA MOACHAOLWAA
nHbopmauus "aBTop He ycTaHOBNEH".

3aronoBOK eauMHULbl yyeTa KUHOBUAEOAOKYMEHTA BKJOYAET aBTOPCKOe Ha3BaHue ¢uabma,
CNeLBbINYCKa, KMHOXKYPHANa WaM HasBaHMe COObITUA, OTPAXKEHHOrO B KMHO- WM TenectoxkeTte, AaTy
Npou13BoACTBA /UK AaTy CbEMKKU, GaMUINM U MHULMANBI PeXKMCcCcepa U/ MK onepaTopa CbEMKM.

3aronoBoK eguHuUpbl yvyeTa ¢GOHOAOKYMEHTA BK/OYAET Ha3BaHME W KaHp (GOHOLOKYMEHTA,
Ha3BaHWe, MeCTO W p[aTy OTpaxeHHoro cobbitvA. [pu OTCYTCTBUMM Has3BaHWA ¢GOHOAOKYMEHTa
YyKa3blBaeTCA OCHOBHOE COAepKaHue Tene- WAW paguonepegayun, BbICTynaeHus, beceabl u Aap.
3aronoBoK eauHULbl yvyeTa GOHOAOKYMEHTa, COAEprKallero 3anucb NPOM3BEAEHUA AUTEPaTypbl U
WCKYCCTBa, BK/IOYaeT Ha3BaHWE MpPOM3BEAEHUA W ero aHp, MNepByl CTPOKy TeKcTa, KoTopas
3aK/I0YAETCA B KaBblYKM, ecin GOHOLO0KYMEHTOM ABNSAETCA HEe MMeEloLLee aBTOPCKOrO HAa3BaHWA U He
ony6/MKoBaHHOE paHee npou3sBefeHue; GamuaMnm U UHWLMANLI aBTOPOB W/MAM UCMOAHUTENEN KaK
CaMoro NpousBeaeHuA, Tak 1 ero 06paboToK, NepenoxKeHni, nepeBoaos; A3blK POHOAOKYMEHTA.

3aroNIoBOK  eAvHULbl  XpaHeHWA (GOTOAOKYMEHTa BK/OYAET OnucaHuve u3ob6paxkeHua uan
Ha3BaHWe ¢poToanbboma, cnanaa, Heratmea, GamuANIO U MHULMANBI aBTOPA, MECTO U AaTy CbeEMKMU.
5.4.2.2. CnpaBo4Hble AaHHble O eANHMLE XPaHeHMsA/eanHMLE yyeTa COCTOAT U3:

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

obbema eanHULbl XpaHeHUA/eAUHMLbI YYeTa: ANA apXMBHbIX OKYMEHTOB Ha BymarkHOW ocHoBe -
KOJIMYECTBO JIUCTOB; A/1A KUHOBUAEOPOHOAOKYMEHTOB (B 3aBMCMMOCTM OT BUAA) - KOJIMYECTBO eauHUL,
XPaHEHUA B egMHULE yYeTa AW eaMHUL, YYeTa B eAUHULLE XPaHEHUA, METPaXK, XPOHOMETPaXK, Bpems



3By4YaHUs (B MMHYTax U ceKyHaax), Ans GOTOAOKYMEHTOB - KO/IMYECTBO HEeraTMBOB, COCTaB/AMOLLNX
eanHULY XpaHeHusa; ana $oToanbbomMoB - KoAMYecTBo GOTOOTNEUATKOB;

KPalHUX OAaT apXMBHbIX AOKYMEHTOB; ANA ayAMOBM3YaNbHbIX AOKYMEHTOB - AaTbl 3anMCU WK
nepesanucu.

5.4.2.3. B KayecTBe BMAOB MaTepManbHOro HOCUTeNA eAuHULbl XpaHeHWa/eAnHUUbI yyeTa npu
OMUCaHUW YKa3blBatOTCA:

ONA yNpaBfeHYeCKON [OKYMEHTAUMM W APXMBHbIX AOKYMEHTOB JIMYHOFO MNPOUCXOXKAEHMA -
bymara, Ka/sibKa, neprameH u T.4.;

A1 GOHOLOKYMEHTOB rpammodOHHON 3anncK - MaTepman HocuTens;

AnA GOHOAOKYMEHTOB MarHMTHOM 3aMMCK - TUM MAarHUTHOM JIEHTbI;

ONA BUAEOA0KYMEHTOB - popmat 3anumcy;

AnA GOTO- N KUHOAOKYMEHTOB - POPMAT M OCHOBA NNEHKM, LBETONEPEaaYa;

ONA SNEKTPOHHbIX AOKYMEHTOB - KOMMNAKT-AUCK U/UAN APYroi COBPEMEHHbI HOCUTEND.

5.4.2.4. YcnoBua AocTyna K eAWHULAM XpaHeHua/eAuHUMLAM ydyeTa U UX MCNO/Nb30BaHMA
BK/IIOYAIOT CBEAEHMA O HANMUYMKM  apPXMBHbBIX [OOKYMEHTOB, AOCTYN K KOTOPbIM W NOPALAOK MX
NCNo/Ib30BaHMA OrpaHUYeHbl 3aKoHo4aTeNbcTBOM Poccuiickoin depepaunn nnm poHaoobpasosatenem,
a TaKKe cBeAeHMA O HaMuMWU MOAJIMHHMKOB 0CO60 LEHHbIX AOKYMEHTOB, B TOM YUC/E YHUKaNbHbIX
OOKYMEHTOB, M AOO0KymeHTOB ApxuBHOoro ¢oHaa Poccuickon ®depepaumn, HaxoAAaWMXCA B
Heya0BNeTBOPUTEIbHOM GU3NYECKOM COCTOAHUM; CBEAEHMA O HAaANYMK GOHAA NONb30BAHUA; O A3bIKE U
BHELLHUX 0COBEHHOCTAX apPXMBHbIX AOKYMEHTOB; 0 Hannumn HCA K eanHULE XpaHeHUs/eamMHuLe yyeTa.

5.4.3. OnncatenbHana cTaTbA apXMBHOMO CMPABOYHUKA HA YPOBHE apXMBHOIMO AOKYMEHTA BK/tOYaeT:
3aro/IoBOK; CNpaBoYHble AaHHble 0 HeM; yKa3aHWe Ha MOA/MHHOCTb/KOMMIHOCTL; BUA HocuTens (Mnam
cnocob BoCnponsBeaeHus); yCNoBMA AOCTYNa U UCNO/Ib30BaHUA.

5.4.3.1. 3aroN10BOK apXMBHOTO AOKYMEHTA BKAKOYAET: HAMMEHOBAHWE BMAA APXMBHOIO LOKYMEHTQ;
aBTOpPaQ; aZpecaTa UAM KOPPEeCNOHAEHTA, KOTOPOMY HamnpaB/ieH WK OT KOTOPOro MOJyYeH AOKYMEHT;
BOMpPOC uan npeamet, cobbiTne, GaKT, L0, Ha3BaHME MECTHOCTU, K KOTOPbIM OTHOCUTCA COAEprKaHue
YKa3aHHOro AOKYMEHTa; AaTy cobbiTvA. B cnyyae oTcyTCTBMS HeobBXoauMblX CBEAEHMA B 3aros0BOK
BK/ItOYAEeTCA MoAcHAowan uHpopmauma: "aBTop He yctaHosneH", "6e3 patol". Mpu HeobxoamMmocTH
3aro/IOBOK [AOMNOJIHAETCA aHHOTauMeln, pacKpbiBaloLeN He OTpaKeHHoe B 3aro/IoBKe cogepikaHue
[AHHOrO AOKYMEHTA.

5.4.3.2. CnpaBoyHble AaHHble 06 apXMBHOM [OKYMEHTE COCTOAT M3 3/IEMEHTOB apXUBHOrO WKdpa
(Homepa ¢oHpa; Homepa OnMMCU Aen, AOKYMEHTOB; HOomMepa eAMHMLbl XpaHeHWus/eauHuubl yyeTa;
HOMepPOB INCTOB); o6bema (KonMYecTBa IMCTOB) apPXMBHOIO AOKYMEHTA; AaTbl €r0 CO34aHMs.

5.4.3.3. YcnoBua poctyna K apxMBHOMY AOKYMEHTY M MCMNO/b30BAaHWA BKAOYAKOT CBEAEHMA O
HaMYMKU  OFpPaHUYEHMM Ha [AOCTYN W OrpaHMYEeHMM MO  MUCNO/Ib30BAHWUID, YCTAHOBAEHHbIX
3aKoHoaaTenbcTBOM Poccuiickon ®egepaumm unm poHaoobpasosatenem, a TakkKe 06 OTHECEHUM €ro K
yncny ocobo UEeHHbIX JOKYMEHTOB, B TOM YMCE YHUKA/bHbIX JOKYMEHTOB, NN AOKYMEHTOB APXMBHOIO
doHaa Poccuitckon Pepepaummn, HaxoOAWMXCA B HeyAOBAETBOPUTE/NIbHOM (PU3MYECKOM COCTOSHWUU;
cBeZleHMA 0 HanMunKn GoHAa NONb30BaHMA; O A3bIKE U BHELIHMX 0COBEHHOCTAX apXMBHOMO AOKYMEHTa; O
BK/IHOYEHMM MHPOPMaLMKM 0 Hem B cuctemy HCA.

5.5. Mpun cosgaHmm HCA apxuB yumTbiBaeT He TONbKO obwme TpeboBaHMA K COCTAaBAEHWUIO
onucaTesibHbIX CTaTell apXMBHbIX CNPaBOYHMKOB, HO M OCOBEHHOCTM MOArOTOBKU MX KaxAoro Tvna u
BuAa.

Onucb aen, [OKYMEHTOB

KoHcynbTaHTlAOC: NprMmeyaHme.

B odumumanbHOM TeKcTe OOKYMeEHTa, BUAMMO, AONYyLLeHa oneyvaTka: NyHKT 6.4.2 B AOKyMeHTe
OTCYTCTBYET, MO BOMPOCY, Kacalowemyca onMcaTesibHbIX CTaTel eaAMHUL, XpaHeHua/eaAnHUL, ydyeTa, CM.
NyHKT 5.4.2.

5.5.1. Onucb Aen, AOKYMEHTOB (apXMBHbIA CMPaBOYHMK, MpedHasHa4YeHHbId ANA PacKpbITUA
COCTaBa M COAEP)KaHWA eauHML, XpaHeHus/eAuHWUU, ydeTa, 3aKpenneHua WUX BHyTpMbOHAO0BOW



cuctematmsauMM M ydeta; npunoxkeHua N 7 - 8) cOCTOUT M3 ONUcaTesbHbIX CcTaTell eauHuL,
XpaHeHusa/eanHuy, yyeta (cm. n. 6.4.2), utorosoi 3anucu (cm. n. 3.5.6), nucra-3aseputens (NpunoxkeHue
N 3) 1 cnpaBoYHOro annaparta K OnucK.

B cnpaBoyHbIit annapaT onucu gen, AOKYMEHTOB BXOZAT: TUTY/IbHbIA JINCT, cogeprKaHue
(ornaBneHue), NnpeamcioBue; CNMCOK COKPALLLEHMI; NepeBoaHble TabanLbl apXMBHbIX WKNdPOB (B caydae
nepepaboTKn onncK); ykasaTenu.

Ha TUTynbHOM NUCTe onucK Aen, 4OKYMEHTOB NOMELLAIOTCA: NOJIHOE Ha3BaHWE apxMBa, Ha3BaHWe
N HOMep apxuBHOro GpoHaa, HOMep M Ha3BaHWE OMWUCK, KpalHWe AaTbl BHECEHHbIX B OMUCb apXUBHbIX
OOKYMEHTOB.

Mpeaucnosme coctaBaseTca NMBO K KaxKAOW onucu aen, JOKYMeHToB, nMbo obuiee Ko Bcem
onucam apxmsHoro ¢oHga. B npeaucnosum KpaTko wmsnarawotcs uctopua ¢oHaoobpasosaTens u
apxvMBHOro ¢OHAa; aHHOTAUMA COCTaBa W COLEP!KAHWUA APXMBHbBIX LOKYMEHTOB (C BblaeneHnem
Hanbosiee TUMUYHBIX TPYNN eAMHUL, XpPaHeHUs/eauHUL, yyeTa No UX BMAAM W PA3HOBUAHOCTAM, MO
COAEPKAHMIO); COCTAB CMPABOYHONO annapaTa K onucu. Mpu cocTaBeHUM OTAENbHbIX NPeaUCIOBUI K
KarKaoW onucu apxmBHoro ¢oHAa Bce obuwme gaHHble No uctopun GoHpoobpasosaTens U Uctopmsa
apx1MBHOro ¢poHAa NOMELLAIOTCA B NPEAMCI0BUM K MEPBOM ONUCK AN, LOKYMEHTOB.

Mpy Heo6XOANMMOCTHU K ONUCK AN, LOKYMEHTOB COCTABAAOTCA O6LME U CneLmasbHble yKasaTenu.

5.5.1.1. Apx1B B HEOHXOAMMbIX CY4aAX OPraHM3yeT YyCOBEPLUEHCTBOBAHME U NepepaboTKy onucei
Oen, HOKYMEHTOB.

YcoBeplEeHCTBOBAaHNE ONUCK  Aef, LOKYMEHTOB - KOMMJIEKC paboT no noBbIWEHUIO
MHPOPMATUBHOCTM OMUCU: YTOUYHEHMIO 3ar0/I0BKOB eAMHUL, XpaHeHus/eamHuy, ydeTta (6e3 nsmeHeHus
MX CUCTEMATM3aLMK), COCTABIEHUIO HEOBXOAMMOrO CNPaBOYHOro anmnapaTa K onucu.

MNepepaboTka onucu gen, AOKYMEHTOB - COCTaB/l€HME HOBOW OMWCKM B3aMeH CTapol, He
OTBeyatollelr TpeboBaHMAM MOMCKA M y4YeTa apXMBHbIX AOKYMeHTOB. epepaboTKka onucK BKAKOYAET:
M3ydyeHne eamHUL, XpaHeHus/eAnHUL, yyeTa C NPoBeAEeHMEM IKCNEPTM3bl UX LLEHHOCTM, YTOUHEHNEM UX
$OHA0BON MPMHAANEKHOCTHN; YTOYHEHME MW COCTaB/NEHWE 3aro/I0BKOB eAMHMUL, XpaHeHus/eamHuy,
yyeTa; onpeaenieHne Uam yToHHEHME MX KpalHUX AaT, NepecucTemMaTm3alLmnio eAMHUL, XpaHeHna/eanHuy,
y4yeTa o HOBOW CXeme CUCTeMaTU3aLMu U coCcTaBaeHne HeobxoAMMOro CNPaBoOYHOro annapara K onucu.
Mpu nepepaboTKe OMUCM COCTaBASETCA NepeBoAHas Tabauua CTapbiX M HOBbIX apPXMBHbIX WKdPOB
eAMHUL, XpaHeHus/eanHUL, ydeTa. YHUUTOMKEHWE CTapblX Onucel nAen, AOKYMEHTOB rMociae WX
nepepaboTkn 3anpeutaetca. CTapble ONUCKM YUYUTLIBAKOTCA MO HOBbIM OMUCAM Ha NpaBax OTAENbHbIX
€OMHUL, XPaHEeHMA W MOMELLAIOTCA B KOHLLE HOBOM OMWCKM 33 MNOC/AeAHUMM HOMEPOM MO4 CBOMM
3aro/IoBKOM U ¢ oTMeTKon "Onuck nepecoctasneHa. Cm. on. N ...".

NyTesoauTenu

5.5.2. MNyteBoauTenb (apxuBHbIN CNPaBOYHUK, COAEP)KaLLMIA cBefeHMsAs 06 apxmBHbIX GoHAAX
apxvuBa (apxuBOB) B CUCTEMATU3MPOBAHHOM BMAE W MPeAHA3HAYEHHbIM ANA  O3HAKOMJIEHUA
Nno/ib30BaTe/IA C X COCTaBOM U COAEPKAHNEM) COCTOUT M3 ONMCATE/NbHBIX CTaTel Ha YPOBHE apXMBHOTO
doHaa (cm. n. 5.4.1) n cnpaBoyHoro annapara.

Bugamu nyteBoguTensa ABAAOTCA nyTeBoauMTeNb No ¢oHAaM apxvBa (apXuBOB); KpaTKui
CMPaBOYHMK Mo GoHAAM apx1Ba (apXMBOB); TEMATUYECKUI NyTeBOAUTENb NO GOHAAM apXMBa (apXMBOB).
MyTeBoAUTENN NOAPA3AENAIOTCA TAKKE Ha aPXMBHbIE (BHYTPUAPXMBHbBIE) U MEXKAPXMBHbIE.

Bua nyteBoaMTENA M CXxeMa NOCTPOEHUA ONPeaenaoTCcA ero LeaesbiM Ha3sHaYeHnem.

5.5.2.1. OcHOBHaA 4YacTb NyTeBoAUTENA NO GPOHAAM apxXmMBa (apXMBOB) COCTOUT U3 OMMUCATENbHbBIX
cTaTelt apxmBHbIX GOHAOB MM FPyNn apxuBHbIX GOHA0B. B nyTeBoanTenb no ¢oHAamM apxmea (apxmBoB)
OOJ/IKHbI BKNOYATbCA CBEAEHUA O BCEX OTKPbITbIX apxMBHbIX poHAax. HeKkoTopble apxumsHble ¢OHAbI
MoryT ObITb NpeACTaB/eHbl B BUAE CMMCKA HEAHHOTUPYEMbIX apPXMBHbIX GOHA0B.

5.5.2.2. OcHOBHas 4acCTb KpaTKOro crnpaBo4YHMKa Mo ¢oHOam apxuBa (apXMBOB) COCTOUT U3
CUCTEMATU3NPOBAHHONO NEepeYHA OMMcaTesIbHbIX CTaTel Ha apxMBHble GOHAbI UAM TPYMMbl apPXMBHbIX
doHaoB.

KpaTkMe cnpaBOYHMKM MNOAPA3AENAOTCA HA AHHOTUPOBAHHbIE W HEAHHOTMPOBAHHbIE.
OnucaTenbHaa cTaTbAd B aHHOTMPOBAHHOM KPAaTKOM CMPABOYHWUKE COCTOMT M3 Ha3BaHMA apXMBHOTO
$oHAa co Bcemun nepemmeHoBaHUAMKU GOHA00Opa30BaTENA, CMPABOYHbIX AaHHbIX 06 apxnBHom doHae



M  KpaTKOM aHHOTaUMM Ha apXMBHble [AOKYMeHTbl 3Toro ¢oHaa. OnucatenbHasa cTaTha B
HEaHHOTUPOBAHHOM KPAaTKOM CMpPaBOYHMKE COCTOMT M3 Ha3BaHWA apxMBHOro GpoHAa U CNPaABOYHbIX
[AHHbIX O HEM.

5.5.2.3. OcHOBHas YacTb TeMaTU4eckoro nytesoautens no ¢GoHaam apxmsa (apxmMBOB) COCTOUT U3
CMCTEMATU3MPOBAHHOIO MepeYHa onucaTesibHbIX CTaTel Mo onpefesieHHOM Teme Ha apXuBHble GoHApI
WM UX YacCTu.

5.5.2.4. B cnpaBo4yHbIi annapat nytesBoauTena Awboro BMAA BXOAAT TUTY/bHbIA JIUCT,
coaepXaHue (ornasneHue), npeaucnoOBUE, CMUCOK COKpPALLEHUIA, NPUNOXKeHUsa, YyKasatenun. K
nyTeBogMTeNtO cocTaBaseTca obuwan bubanorpadus.

B MHOroTOMHbIX M3AaHUAX NyTeBOAUTEsNIEN COCTAaBAAETCA CMNpPaBOYHbIA annapaT Kak Ans BCero
N34aHWA B LLeJIOM, TaK U A1A OTAENbHbIX TOMOB.

KaTtanoru

5.5.3. Katanorn (mex¢doHA0BblE apXMBHbIE CMPABOYHUKW, B KOTOPbIX CBEAEHUA O COAEP*KAHUU
apXMBHbIX GOHAO0B, eAUHUL, XPaHeHUs/eAUHUL, yYeTa, apXUBHbIX AOKYMEHTOB (MAK UX YacTel) apxmBa
CrpynnupoBaHbl No npeameTam (Temam, oTpacasaMm), PacrnosioKEHHbIM B COOTBETCTBMM C ONpeaeneHHoM
cxemon KnaccuduKaunm OOKYMeHTHOW uHbopmauum) obpasytoT cuctemy Katanoros apxmsa. Coctas
CUCTEMbI KaTa/loroB apxvMBa OMNpeaensietcd COCTaBOM W COAEPrKaHMEM apPXMBHbIX [AOKYMEHTOB;
WHTEHCUBHOCTbIO UX WCMONb30BaHMA; CTENEHbI Pa3paboTaHHOCTU apXUBHbIX GOHAOB; HaZNYMEM W
KayecTBOM APYrMX TUNOB apXMBHbIX CMPaBOYHMKOB. OCHOBHbIMM B CUCTEME KaTa/IoroB apxMBa SBAIOTCA
CUCTEMATUYECKMUI U UMEHHOM KaTaNoru.

KaTanorn noapasaensoTca Ha cMcTemMaTUYeckne, TemMaTuyeckme U UX pasHOBUAHOCTU (KaTasnoru
Mo UCTOPUM YyUYpeKaeHWn, aAMUHUCTPATUBHO-TEPPUTOPUANIBHOTO AEe/IeHUsA U Ap.), npegMmeTHble U KX
pa3HOBUAHOCTU (MMEHHOM, reorpaduyeckmnin, 06 LEKTHbIN).

OnucaTtenbHasA CcTaTbsl KaTasiora BK/KOYAET: HAa3BaHWE apxMBa; MHAOEKC;, PybpuKy u noapybpuky;
Aaty cobbiTnA; MecTo cobbiTUA; CBEAEHUA M3 apXMBHOrMO AOKYMEHTAa, eAMHWLbI XpaHeHus/eanHnLb
yyeTa, apxmBHoro ¢oHza (comep:kaHue); apxuMBHbIA WKP; A3bIK OOKYMEHTAa M cnocob ero
BOCMNpou3BeaeHMA; GaMUAUIO COCTaBUTENS W AaTy COCTaB/IeHNS onmncaTe/IbHOM CTaTbMy.

Ona ycTaHOBNEHMA CBA3W MeXAy pasgenamu KaTanora WAM pasgenoB KaTasora ¢ Apyrumu
apPXMBHbIMW CMPaBOYHUKAMM MPUMEHSAETCA CUCTEMA OTCbIIOK.

YKaszatenu 1 0630psl

5.5.4. YKasatenu (apxuBHble CMPaBOYHWKW, nNpeacTaBaslowmMe coboll  andasBuTHbIE,
cMCTEMATMYECKME WAW  COCTaBAEHHble MO KaKoMy-1Mbo WMHOMY MNPWM3HAKYy MNepeyHu HasBaHWUM
(HaMmeHoBaHMIA) NpPeaMeTOB, YNOMMHAEMbIX B apXMBHbIX AOKYMEHTAX, C yKasaHWEM MX apXMBHbIX
WndpoB) NoApPas[eNAlTCA Ha BHYTPUODOHAOBbIE, MeXK(POHAOBbLIE, MEMNKAPXMBHbIE, @ TaKKe Ha
TemaTuMyeckue, npeameTHble (obwmMe W cneumanbHbie), XpPOHo/OrMYeckMe. PasHOBUAHOCTAMM
npegMeTHOro yKasaTena ABAAITCA UMEeHHOW 1 reorpaduyeckuii ykasatenu.

YKaszatenn moryT 6biTb CaMOCTOATENbHbIMU aPXMBHbBIMU CPaBOYHMKamK B cucteme HCA apxumea
WX BXOAUTb B COCTaB BCMOMOraTe/IbHOTO CMPaBOYHOrO annapata K ApyrMm TUNam apxXMBHbIX
CMPaBOYHMKOB.

OnucaTenbHan cTaTbs yKasaTensa A060ro Buaa COCTOUT M3 MPEAMETHOrO MOHATUA (pybpuKuK) u
apXuBHOro WwWudpa.

B yKkasaTene NpuMeHseTcA CMCTeMA OTCbIJIOK A1 YCTAHOBNEHMUA CBA3EN MEXKAY TOXKAECTBEHHbIMM
NPegMeTHbIMU MOHATUAMM.

5.5.5. O630pbl (apxvBHble CMPABOYHWUKK, BK/IOYAIOWME CUCTEMATU3MPOBAHHLIE CBEAEHWUA O
COCTaBE W COLEP’KaHWUM OTAE/bHbIX KOMMJEKCOB aAPXMBHbLIX [OOKYMEHTOB, [OOMOJHEHHbIE WX
MCTOYHMKOBEAYECKMM aHaM30M) NoAPa3AeNatoTca Ha 0630pbl OHAOB M TeEMaTUYecKue 0630pbl.

0630p PoHAa BKAHOYAET CUCTEMATU3NPOBAHHbIE CBEAEHMA O COCTAaBE M COAEPMKAHUMU apXMBHBbIX
AOKYMEHTOB OA4HOr0 apXmBHoro poHaa.

TemaTnyecknin 0630p BK/KOYAET CUCTEMATU3MPOBAHHbIE CBEAEHMA O COCTaBe U COAEep’KaHuu
apPXMBHbIX AOKYMEHTOB OAHOMO WUAM FPyMMbl apXMBHbIX GOHAOB OAHOIO UM HECKO/NbKUX apXUBOB MO



onpeaeneHHon Teme.

B cnpaBouHblit annapaT o0630pa BXOAAT TUTY/NbHbIM JINCT, coAep’KaHue (ornasneHue),
npeancnoBMe, CNUCOK COKPALWLEHWUn, yKasaTenu. K TemaTnyeckomy 0630py A0/IXKHbI ObiTb COCTaBNAEHbI
cnmcok ¢oHA0B, MHDOPMALMA O KOTOPbIX COAEPKUTCA B 0630pe, n bubanorpadua no teme ob63opa.

ABTOMaTU3NpPOBaHHbI HCA

5.6. ApxuBHble CMPaBOYHUKM MOFYyT BECTUCb B apxMBe B aBTOMAaTU3IMPOBAHHOM pPEMXKUME,
obecneuynBatowleM BO3MOMKHOCTUM OMNEPATUBHOFO WM MHOFOACNEKTHOTO MOWCKA WM NpeacTaBAeHUs
OOKYMEHTHOM MHbOPMaLMK (B TOM YUCNIe B PEKMUME YAANEHHOro A0CTYNa).

NHPopmauMoOHHOE  Hamo/IHeEHMEe  aBTOmMaTMsmpoBaHHoro HCA  cocTaBndeT  cogeprkaHue
onucaTesbHbIX CTaTbel apXMBHbIX CNPAaBOYHUKOB Ha YpPOBHe apxmMBHoro ¢poHaa (cm. n. 5.4.1), eamMHuubl
XpaHeHus/eanHUUbI yyeTa (cm. N. 5.4.2), apXMBHOro AOKymMeHTa (cm. n. 5.4.3), a TaKXke KAoyeBble CNoBa
N pybpurKaTopsl.

0O6s3aTeNlbHbIMW BMAAMW KHOUYEBLIX CNOB (TEPMWHOB, XapaKTepusylwmx B 0606LEHHOM U
C’KaToOM Buae coAepyKaHue onucaTesibHbIX CTaTbel apXMBHbIX CMPaBOYHMKOB) MNpU  BeAeHUM

aBTomatusmpoBaHHoro HCA sasnatotca: "Tematuka", "nepcoHanuun", ‘'reorpadus". B cnyuae
HeobXoAMMOCTU MOTYT CO34,aBaTbCA APYrMe BUAbI K/oYeBbIX CNOB.
PybpuKaTopbl - CUCTEMATMYECKME W TemaTMYecKMe CXeMbl MOHATMI C MHAEKCaMu Ans

CTPYKTYPUPOBAHUA 1 NOMCKA SOKYMEHTHOW MHPOPMaLUKM B aBTOMaTU3MpoBaHHom HCA.
®opMbl NCNOMb30BAHUA aPXUBHbIX OKYMEHTOB

5.7. OcHoBHble HOPMbl WUCMO/b30BAHUA APXMBHbLIX [AOKYMEHTOB (NpeaocTaBAeHUs apXMBom
6e3B03Me34HO WAM BO3ME34HO MNONb30BaTeNt0 MHPOPMALMOHHbLIX YCAYr M MHPOPMALMOHHbIX
NPOAYKTOB ANA YAOBAETBOPEHUA ero MHPOPMAaLIMOHHbIX NOTpebHocTeNn):

nHdopmaumoHHoe obecneyeHne NoJsib30BaTeNE B COOTBETCTBMM C WX 3aMpoOCaMu, a TaKkKe B
MHULMATUBHOM NOPAAKE;

npeaocTaB/ieHMe apXMBHbIX A OKYMEHTOB NO/b30BaTENAM B YATA/IbHOM 3a/1€ apX1Ba;

3KCMOHMPOBAHWE apXMBHbIX JOKYMEHTOB HA BbICTaBKaXx;

MCNONb30BaHME apXMBHbIX IOKYMEHTOB B CpeACTBaX MacCcoBOM MHbOpMaLUK;

nposeaeHne MHGOPMALMOHHbIX MEPONPUATUIA (BCTPEY C 06LLLECTBEHHOCTbLIO, SKCKYPCUIA B apXUBHI,
npeseHTaunin, AHEN OTKPbITbIX ABEPEN, NEKLUN, AOKNA[0B, YCTHbIX XYPHaA/N0B, KOHbEpPEHLN, YPOKOB
ONS CTYAEHTOB M LWKOJIbHUKOB M AP.) C UCNONb30BaHUEM apXMBHbIX OKYMEHTOB;

ny6MKauma apXmMBHbIX JOKYMEHTOB.

5.7.1. 3anpocsbl, NocTynatwLLine B apXm1Bbl, NOAPa3AeNsatoTca Ha:

3anpockl 0 NpeaocTaBieHUN MHPopPMaLMK No onpeaeseHHon npobneme, Teme, cobbITUIO, GaKTy
(TemaTnyeckne 3anpocbl). Pa3sHOBMAHOCTbIO TeMaTUYECKMX 3anpocoB fABAAOTCA 6Guorpaduyeckme
3anpocbl, MO KOTOPbIM YCTAaHaB/AMBAIOTCA CBEAEHUA, HeobxoAumMble ANA  U3YUYEHUS XU3HU U
0eATeNbHOCTU KOHKPETHbIX NL;

3anpocbl O npeaoctaBAeHUn uHPopmaumm, HeobxogMmoi Aaa  YCTaHOB/AEHWA pPOACTBa,
POACTBEHHbIX CBA3EN ABYX UM Boslee KL, UCTOPUM CEMbM, poda (reHeasnormyeckue 3anpochl);

3aMpockl, CBA3aHHbIE C COLMAMbHOMN 3aWMTON rparkaaH, npeaycmatpuBatowme Mx NeHCUOoHHoe
obecneyeHne, a TaKKe MOJyYeHUe NbroT WU KOMMEHCaAUMiA B COOTBETCTBMM C 3aKOHOAATE/IbCTBOM
Poccuitckolt Pepepaumm U mexayHapoaHbimu obsasatenbctBammn Poccuiickon Pegepauum (3anpocsl
COUManbLHO-NPaBOBOro XxapaKkTepa).

5.7.2. B uenax HacTtoAawmx MNpasnn UCNONbL3YIOTCA caeaytolme NoHATUA:

apXMBHasA CNpaBKa - [AOKYMEHT apxuBa, COCTaB/EeHHbI Ha 6/71aHKe apxvBa, MMEHLLNi
IOPUANYECKYIO CUNY U COAEPKALLNIM OOKYMEHTHYO MHbOPMAUMIO O NpeamMeTe 3anpoca C yKasaHMem
apPXMBHbIX WNGPOB M HOMEPOB JINCTOB €AMHUL, XPaHEHMA TeX apXMBHbIX JOKYMEHTOB, Ha OCHOBaHWUU
KOTOPbIX OHa COCTaB/IEHa;

apxuMBHas KonuaA - 4OCN0BHO BOCMNPOM3BOAALLAA TEKCT aPXMBHOMO AOKYMEHTA KOMUA C YKa3aHUEM
apPXMBHOIO WNPPa U HOMEPOB JIMCTOB eAUHULIbI XPaHEHUA, 3aBEPEHHan B YCTAaHOBNEHHOM MOPAAKE;

apXMBHas BbIMUCKA - [IOKYMEHT apxvMBa, COCTaBNAEHHbIM Ha 6GnaHKe apxuBa, A0CNOBHO



BOCMPOM3BOAALUMIA YacTb TEKCTa apPXMBHOTO [AOKYMEHTA, OTHOCALMMCA K onpeaeneHHomy ¢aKrty,
cobbITUIO, MUY, C YKa3aHUEM apXMBHOIO Wndpa U HOMEPOB JINCTOB eAMHULbI XPaHEHUS;

MHGOPMALMOHHOE NMCbMO - MUCbMO, COCTaBAEHHOE Ha 61aHKe apxMBa MO 3aNpocy NoJ/b3oBaTeNA
WAW MO WHUUMATMBE apxuBa, coAeprkaliee MHPOPMALMIO O XPAHAWMXCA B apXMBe aPXMBHbIX
AOKYMeHTax no onpeaeneHHomn npobneme, Teme;

TeMaTUYeCKUIA MepeyeHb aAPXMBHbIX AOKYMEHTOB - CUCTEMATU3MPOBAHHLIN KPATKUA wan
aHHOTMPOBAHHbIM NepeyYeHb 3aro/I0BKOB apXMBHbIX AOKYMEHTOB, €ANHULL XpaHeHUA/eAnHUL, yyeTa no
onpeAeneHHOW Teme C YKasaHMem MuX [AaT U apXMBHbIX LWKWGPOB, COCTAB/IEHHbIA MO 3anpocy
Nnosb30BaTeNsA UM MO MHULMATUBE AaPXUBA;

TemaTmyecKkas NoAdbopKa KOMUiA apXUBHbBIX AOKYMEHTOB - CUCTEMATU3MPOBAHHbIM KOMMNAEKT KONUI
aPXMBHbIX AOKYMEHTOB UM UX YacTen No onpeaeneHHOoM Teme, NOAroTOB/IEHHbIN apXMBOM MO 3anpocy
nosib3oBaTeNnss MAM MO MHULMATMBE apxmMBa. TemaTuyeckas noabopKa BKAOYAET TUTYAbHbIN JINCT,
TEeMaTUYECKUIA nepeyeHb apXMBHbIX AOKYMEHTOB M MPU HEOOBXOAMMOCTM UCTOPUYECKYIO CNpaBKy Mo
Teme;

TemMaTU4eckuit 0630p apXMBHbIX JAOKYMEHTOB - CM. M. 5.5.5.

NopAaaoK NCNOTHEHUA 3aNPOCOB nonb3oBaTenem

5.8. 3anpoc nonb3oBaTens pPaccMaTpPUBAETCA M UCMONHAETCA apXMBOM MpPU Hajn4yMM B 3anpoce
HaUMEeHOBaHUA PUANYECKOTO Anua (ANa rpaxkaaH - GaMuaMM, UMEHU M OTYeCTBa), MOYTOBOro W/ unu
3/IEKTPOHHOTO aZpeca Mo/b30BaTesA, YKasaHMsA Tembl (BOMPOCa), XPOHOMOTUWM 3amnpallnBaemom
nHbopmaumu.

3anpoc nonb3oBaTeNA PACCMaATPMBAETCA PYKOBOACTBOM apxvMBa WAM  YNOJHOMOYEHHbIM
AOJIKHOCTHBIM INLOM (NMLamMu), HanpasaAeTca Ha UCMOJIHEHWE B COOTBETCTBYIOLLME MOAPA3AENEHUS
WU HenocpeacTBEHHO WCMOIHUTEN U WUCMONHAETCA MO apXMBHbIM AOKYMEHTamM W/WUAM neyvyaTHbIM
W34aHUAM, OTHOCALLMMCS K NpegMeTy 3anpoca.

3anpoc, He OTHOCALLMIACA K COCTaBYy XPaHALMXCA B apXMBE aPXMBHbIX AOKYMEHTOB, B TeyeHue 5
OHEeNn C MOMEHTa ero perucTpaumm HanpasBAAeTcA B APYroi apXMB WM OpPraHU3auMio, rae XPaHATcA
HeobxoaMMmble apXuBHble OOKYMEHTbI, C yBeAOMAeHMeM 06 3TOM Mo/b30BaTeNA, WU MOJIb30BaTesto
[,aeTca COOTBETCTBYIOLLAA PEKOMEHAALMA.

Mpu nocTynneHnn B apxms MHTepHeT-o6palLeHns (3anpoca) nosib3oBaTeNa C yKasaHMeM agpeca
3/1eKTPOHHOM NOYTbI U/MAK NOYTOBOrO agpeca emy HanpaBAsfeTca yBeAOM/EHME O Npueme obpalleHun
(3anpoca) K paccMOTPEHUIO MU MOTUBMPOBAHHDBIM OTKa3 B PacCMOTPeHUN. TIPUHATOE K PacCMOTPEHMIO
obpalleHMe (3anpoc) pacneyaTbiBaeTcs, M B AafbHeliwem paboTa ¢ HUM BeAeTCA B YCTaHOBNEHHOM
nopagke.

OTBeT Ha 3anpoc No/ib30BaTe/1A AAETCA Ha rocyAapcTBEHHOM s3blke Poccuiickont depepaumm.

ApPXMB OCYLLECTBAAET NMPUEM TpaxgaH B MPUEMHOW MM CTONle CNPaBOK M BeAET MX Y4eT no
yCTaHOB/IEHHOWN popme. PYKOBOACTBO apXmMBa HECET IMYHYIO OTBETCTBEHHOCTb 32 OpraHM3aLMio npuema
M PAacCMOTPEHMA 3aMPOCOB rPakaaH.

5.8.1. TemaTHyeCcKUin 3anpoc rocyaapcTBEHHOIO OpraHa WaM opraHa MecTHOro camoynpasaeHus,
CBA3AHHbIN C UCNOSIHEHWEM UMM CBOUX OYHKLIMIA, apXMB PacCMaTPUBAET B NepBOOYEPELHOM NopAaKe B
YCTaHOB/IEHHbIe 33aKOHOAATENIbCTBOM /MO0 B COrnacoBaHHble C HUMM CPOKU. McnosnHeHue Takoro
3anpoca ocylecTsaseTca Ha 6e3803me3gHOM OCHOBE.

NcnonHeHne TemaTM4eCcKOro 3amnpoca OpraHM3aumm UAU rpaxkgaHWHa OpraHU3yeTcA B Mopsaake
OKa3aHUWA NAATHbIX yCayr (B TOM Ynciae Ha OCHOBe AoroBopa) uan 6essosmesgHo. CPOKM U CTOMMOCTb
paboT MO WCMNOMHEHUIO YKa3aHHOro 3anpoca B MpenBapuTEeNIbHOM MOPAAKE COrMacoBbLIBAOTCA C
no/sib30BaTesnIeM.

Mpn HeobxoaumocTn nposeneHUs ob6bemHON PaboTbl MO MOMCKY M KOMMPOBAHMIO APXMBHbIX
OOKYMEHTOB apXvB MUCbMEHHO M3BELLAeT NO/b30BaTENA O MPOMENKYTOUHbIX pe3yabTaTax paboTbl. Bua
MHGOPMALMOHHOIO  AOKYMEHTA, MOArOTaB/AMBAaEMOro apxXxMBOM MO  3anpocy NoJsib30BaTens,
COr/IacoBbLIBAETCA C HUM, eC/In 06 3TOM He YKa3aHo B 3anpoce.

5.8.2. TeHeanorMyeckunit 3anpoc nosb3oBaTesIs apxmMB MUCNOMHAET B MOPAAKE OKA3aHWUA MAATHbIX
ycnyr (B TOM YMcC/ie Ha OCHOBE A0roBopa). YKasaHHbI 3anpoc MOXKET UCMOJHATLCA KaK B OTHOLWEHUU
3aABUTeNSA, TaK U B YCTAHOBAEHHOM MOPAAKE B OTHOLIEHUM APYIUX AnL,



NHdopmauma nonb3osaTento npeacrasnfetca B popme poAoCNOBHOMO ApeBa, reHeanornyeckomn
pocnucK, reHeanornyeckon Tabamubl UAM apXMBHbLIX CMPABOK, apXMBHbIX BbINUCOK, KOMWUI apXMBHbIX
[OKYMEHTOB, YCTaHaBANBAIOWMX POACTBEHHbIE CBA3U. 1PN OTCYTCTBMM BO3MOXKHOCTEN MO MCMOJHEHUIO
reHeasiorM4yecknx 3arnpocoB apXxMB PeKoMeHAyeT MoJib30BaTeNto NPOBOAUTb CaMOCTOATE/IbHbIN MOUCK
MHTepecytowel ero HGopPMaLMKM reHeaIorMYeckoro xapakrTepa B YMTa/IbHOM 3a/1e apXuBa.

5.8.3. 3anpoc coumanbHO-NPaBOBOro XxapakTepa UCNONHAETCA apXMBOM 6e3BO3Me34HO.

CpOK MCMoNIHEHMA 3anpoca COoLLManbHO-NPABOBOro XapakTepa B apxmBe He A0KeH npesbiwaTsb 30
AHel ¢ MoOMeHTa permctpaumm 3anpoca. C paspelleHna pyKoBOACTBA apXmMBa 3TOT CPOK MOXKET bbITb Npu
HeobxoaMmocTM nNpoaJsieH ¢ obasatenbHbIM yBegoMIeHMeM 06 3Tom nosb3oBaTtens. CpoK UCNONHEHUA
3anpoca no HCA apxuBa - He 6onee 15 gHell C MOMEHTa ero pernctpaumu.

MpM MCNONHEHMM NOBTOPHOrO 3anNpPoCa COLMaAbHO-NPABOBOrO XapaKTepa WMAW COCTaBAEHUM MO
npocbbe no/sb30oBaTENA aPXMBHOM CMPaBKW, aHa/IOTMYHOM paHee BblAAHHOW, apXxuB nNpoBepsaeT
COOTBETCTBUE CBEAEHMI, BK/IOYEHHDIX B 3Ty CNPaBKY, TEM, KOTOPbIE MMEIOTCA B apXMBHbIX AOKYMEHTAX,
M B c/lydyae OOHapy)KeHMAa [OONOJHUTENbHbIX CBeAeHMW BK/AKYaeT UX B MOBTOPHO BblAaBaemyto
APXMBHYIO CNPABKY.

OdopmneHne apxMBHbIX CNPABOK,
apPXMBHbIX BbINMWUCOK W apXMBHbIX KOMUIA

5.9. ApxuBHas CcnpaBKa W apxMBHaA BbINWCKA COCTABAAIOTCA C O0OO3HAYeHMEM HasBaHMA
MHGOPMALUMOHHOIO AOKYMeHTa "ApxMBHana cnpasBKka", "ApxmMBHas BbINUcKa".

(8 pea. Mpukasa MuHKynbTypbl PO 0T 16.02.2009 N 68)

5.9.1. TeKct B apxuBHOi cnpasBke (npunoxkeHne N 13) paeTcA B XPOHONOrMYECKOM
nocnenoBaTe/IbHOCTU COBLITUI C yKasaHMEM BUAOB apXMBHbIX OLOKYMEHTOB M WX gaTt. B apxvBHOWM
CMNpaBKe A0MNyCKaeTcsa LMTUPOBaAHNE apXMBHbIX AOKYMEHTOB.

HecoBnageHvne oTAeNbHbIX AaHHbIX apXMBHbIX AOKYMEHTOB CO CBEAEHMAMM, U3NOMKEHHbIMU B
3anpoce, He ABNAETCA MPenAaTCTBMEM A1 BK/AOYEHMA UX B apXMBHYIO CMPaBKy MPWU YCIOBWUWM, €C/u
COBMajeHMe BCEX OCTa/IbHbIX CBEAEHWNI HEe BbI3bIBAET COMHEHUI B TOXAECTBEHHOCTU ML UAU (AKTOB,
0 KOTOPbIX TOBOPUTCA B apXMBHbIX AOKYMEHTaX. B apXxMBHOM cnpaBKe 3TW AaHHble BOCNPOU3BOAATCA TaK,
KaK OHWM U3/I0XKEHbl B apXMBHbIX AOKYMEHTaX, a PAaCXOMKAEHMA, HECOBMNAAEHMSA U HETOUYHbIe Ha3BaHMA,
OTCYTCTBME MMEHW, OTYECTBA, MHULMANOB UAWN HAIMUYME OLHOTO U3 HUX OrOBapPMBAIOTCA B TEKCTE CMPABKM
B CKObKax ("Tak B goKymeHTe", "TaK B TeKcTe opurmHana').

CeeseHusa o paboTte, yyebe B HECKONbKUX OPraHM3aumax, y4ebHbIX 3aBefeHMAX BK/IOYaoTCA B
OAHY apXUBHYIO CNPaBKY.

B npuMmevaHMAX NO TEKCTy apXMBHOM CMpPaBKM OroBapmBaloTcA Hepa3bopuMBO HaMMCaHHbIE,
ncnpasBaeHHble aBTOPOM, HE MoAAaoWMECH NPOYTEHUIO BCIEACTBUE MOBPEXAEHNA TEKCTA OpUrMHaNa
mecTa ("TaK B TeKcTe opurmHana", "B TekcTe Hepasbopumso").

B TeKcTe apxMBHOM CMpPaBKM He [OMNYCKAKTCA M3MEHEHWs, WCMpPaBieHMA, KOMMEHTapuK,
CO6CTBEHHbIE BbIBOAbI MCNOJHUTENA MO COAEPHKAHUIO APXMBHbBIX LOKYMEHTOB, HA OCHOBAHUWM KOTOPbIX
COCTaB/IEHA apXMBHasA CrpaBKa.

B KOHLLe apXMBHOI CNpPaBKM NPUBOSATCA apXMBHble WKNdPbI 1 HOMEPA INCTOB eAUHUL, XPaHEHUA
aPXMBHbIX JOKYMEHTOB, NeYaTHble U34aHWUA, CMONb30BaABLUMECA A1 COCTABAEHUA aPXMBHOW CNpaBKu. B
TEKCTE apXMBHOW CNpPaBKW AOMYCKAeTcA NPOCTaBAEeHWE apXMBHbIX WNPPOB U HOMEPOB JIUCTOB eAMHMUL,
XPaHEHUA aPXMBHbIX JOKYMEHTOB Cpa3y NOCae U3NOKEHUA Kaxaoro GakTa nam cobbitTus.

B apxvBHOM cnpaBKe, 06beM KOTOPOM MPEBbIWAET OAWH JIUCT, INCTbl AOKHbI ObITb NPOLINTDI,
NPOHYMEpPOBaHbl M CKPEen/eHbl NevyaTblo apxuBa (418 MYHMLUMNAAbHOTO apxXuBa, He ABAAIOLLErocs
IOPUANYECKUM IULLOM, - MEYaTbI0 OpraHa MeCcTHOTO CaMoyNpPaBAEHUS).

ApxuBHaa cnpaBka, npegHa3HayeHHas AaAa WCNONb30BaHWA Ha Tepputopuu Poccuiickoit
depepaumnn, nNOANUCLIBAETCA PYKOBOACTBOM apxMBa, W 3aBepsAeTcA nedvaTbio apxuBa (anA
MYHUUMNANbHOTO apxvBa, He ABAAIOWEroCA HOPUONYECKMM JIMLOM, - MevyaTbio OpraHa MEeCTHOro
camoynpasneHusn). ApXMBHanA cnpaBKa, NpegHasHaYeHHan ANA HanpasaeHua 3a pybesk, NoAnucbiBaeTca
PYKOBOACTBOM apxuMBa M 3aBepsieTcs repboBoi neyaTblo (419 MYHMUMNANAbHOTO apXMBa, He
ABNAOLLLErOCA IOPUANYECKUM JIMLOM, - NeYaTbio OpraHa MecTHOro CaMoynpaB/eHus).

(8 pea. Mpukaza MuHKynbTypbl PO 0T 16.02.2009 N 68)
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Mpn HeobxoAMMOCTM K APXMBHOW CMpPaBKe MNPUAAratoTCA KOMUW apXMBHbLIX OOKYMEHTOB WU
BbINMUCKM M3 HUX, NOATBEPKAAOLME CBEAEHUSA, U3N0XKEHHbIE B apPXMBHOM CNpaBKe.

ApxuBHble cnpaBKW, HanpaB/iAemble B rocyAapcTea, noanucaslwime Maarckyto KoHseHumio 1961 r.,
B COOTBETCTBMM C KOTOPOW He TpebyeTcA KOHCY/NbCKas neranvsauma opuuManbHbIX LOKYMEHTOB,
3aBEpAKOTCA MPOCTaABNEHUEM U 3aNOJHEHMEM CMeLMasibHOro wramna - anoctund. Ha apxuBHbIX
CNpaBKax MNpPOCTaBAAETCA M  3aNOJHAETCA Hagaexawum obpasom anocTuib  PYKOBOLCTBOM
BbILLECTOALLErO YNOJHOMOYEHHOIO OpraHa UCMOIHUTENIbHOM BAcTK B chepe apxmMBHOro gena. Anoctuib
He NpPOCTAaBAAETCA Ha apPXMBHbIX CMpaBKax, NpefHa3HavyeHHbIX ANA HanpasAeHMA B rocyaapcrsa, C
KoTopbimK Poccuitickas Pepepaums 3akauMaa [0OroBopbl O MPaBOBOM MNOMOWM W MPaBOBbIX
OTHOLLEHUAX MO TPAXKAAHCKMM, CEMEMHDBIM M YrONOBHbLIM AeNaM, @ TaKKe B roCyAapcTBa - YYACTHUKM
CHT, noanucaswure CornaweHne o NpUHUMNAX M Gopmax B3aMMOAENCTBUA B 061aCTU MCNONb30BaAHUA
apXMBHOM MHGOPMALMU, UK C KOTOPLIMU UMEIOTCA ABYCTOPOHHME COMNaLLEeHUA O COTPYAHMUYECTBE.

Mpu OTCYTCTBUM B apXMBe apXMBHbIX LOKYMEHTOB, HEOOXOAMMBIX ANA UCMONHEHMA 3anpoca, Ha
6n1aHKe apxmMBa COCTABAAETCA OTBET, NOATBEPKAAIOWMIA HENOJHOTY COCTAaBa APXMBHbIX AOKYMEHTOB NO
Teme 3anpoca. Mpy HeoBX0AMMOCTM OTBET MOXKET ObITb 3aBepeH repboBoM NeYaTsbio.

B cnyyae AOKYyMeHTaNbHO NOATBEPKAEHHbIX GAKTOB yTPaTbl aPXMBHBIX LOKYMEHTOB, COAEPMKALLNX
3anpawnBaemble CBeAEHMA, apXMB BblAAET CNpaBKy MO AAaHHOMY BOMPOCy, NpUM HeobXoAMMOCTM
3aBepeHHyIo neyaTbio apxmBa.

5.9.2. B apxvBHOM BbINMUCKe Ha3BaHWE apXMBHOIO AOKYMEHTA, Er0 HOMEP W AaTa BOCMPOM3BOAATCA
MOMIHOCTbO. M3BNEUYEHMAMM M3 TEKCTOB apPXMBHbIX [AOKYMEHTOB [OJ/IKHbl ObiTb McYepnaHbl Bce
UMerLwmeca gaHHble No 3anpocy. Hauyano n KoHeL, KaXKAoro n3B/ieYeHus, a TaKKe MPOMnyCKU B TEKCTE
APXMBHOIO AOKYMEHTA OTAE/NbHbIX C/10B 0603HAYAOTCA MHOTOTOUYMEM.

B npumeyaHuMax K TEKCTY apXWMBHOM BbIMMCKU AENal0TCA COOTBETCTBYHOLME OFOBOPKM O 4YacTax
TEKCTa OpUrMHana, HepasbopUMBO HAMUCAHHbIX, UCNPABAEHHbIX aBTOPOM, He NOAAAIOLLMXCA NPOUTEHMIO
BC/IEACTBUE MOBPEXAEHUA TeKCTa U T.4. OTAenbHble CN0BAa M BbIParKeHUA OPUrMHaNA, Bbi3blBatowme
COMHEHUS B MX TOYHOCTWU, OrosapusatoTcsa csoBamm "Tak B TekcTe opurnHana", "Tak B gokymeHTe".
Mocne TeKCTa apXMBHOM BbIMUCKW YKa3blBAOTCA apXMBHbIN WKUdP U HOMEpPa JIMCTOB eAUHULbI XPaHEHUA
APXMBHOrO AOKYMEHTA.

AYTEHTUYHOCTb BbIZAHHbIX MO 3aMNpPOCaM APXMBHbIX BbIMUCOK YAOCTOBEPAETCA MNOAMNUCHIO
pyKOBOAMUTENA apXuBa WAW YNOJIHOMOYEHHOro [JOJ/IKHOCTHOIO /iMua M nevyaTblo apxuBa (and
MYHULMNANbHOrO apxuBa, He ABNAIOWEroca LPUANYECKMM NULOM, - MeyaTbid OpraHa MecTHOro
camoynpasneHus).

5.9.3. Ha o6opoTe Kaxkgoro MCTa apxXmMBHOM KOMMM NPOCTAaBASIOTCA apXMBHble WWPbl U HOMepa
JINCTOB eAMHUL, XPaHEHWNA aPXMBHOFO AOKYMEHTA. Bce IMCTbI apXMBHOM KONMUM CKPENAAIOTCA U Ha MecTe
CKpenaeHnsa 3aBepAloTCA MNeyaTbio apxvBa U MOAMNUCLIO €ro pyKkoBoauTena UAM YNOJAHOMOYEHHOro
OOJ/IKHOCTHOIO Nnua. ApXmMBHaA KoMWsA, NpefHasHavyeHHaa Aaa HanpasieHuA 3a pybe, 3asepseTca
repboBoI NevaTbio M NOANUCHIO PYKOBOAMTENS apXMBa.

5.10. ApxuBHas cnpaska (npuaoxeHune N 13), apxMBHasa BbINUCKA, apXMBHAA KOMWA U OTBETbI Ha
3anpochbl BbICbIIAKOTCA MO NOYTE NPOCTbIMU NMUCbMAMMU.

ApxmMBHaA cnpaBKa, apXMBHaA BbINUCKA U apXMBHAA KONWA, NnpeHa3HauyeHHble AN HanpaBieHuA B
rocyaapcrsa - y4acTHUKKM CHI, BKAtoYas oTBeTbl 06 OTCYTCTBUM 3anpallMBaeMblX CBEAEHWUN, BbICbINAOTCA
apXMBOM HenocpeaCTBEHHO B afipeca 3aaBUTENEN.

ApxmBHaA crnpaBKa, apXMBHaA BbINUCKa U apXMBHAA KONUA, NpeaHa3sHavyeHHble A1A Hanpas/ieHnA B
rocyfapcrea, He AsaAtolWMeca ydacTHMKamu CHI, BKAto4Yasa OTBETbl 06 OTCYTCTBMM 3anpallivMBaemblIX
cBefeHnn, opopmaAlOTCA M BMecTe C 3anpocamu (aHKeTaMW, JIMYHBIMW 33aABAEHUAMM W T.M.)
HanpaBAAIOTCA apXMBOM B COOTBETCTBYIOWMI denepanbHblit OpraH MCNOJHUTENbHOW BAacTM B
YCTaHOBNEHHOM nopajkKe.

ApXMBHaA CMNpaBKa, apXMBHaA BbIMMCKA W apxXWMBHAA KOMNUA B C/ydyae JMYHOrO obpalweHua
rpakgaHMHa UAM ero AOBEPEeHHOro LA B apXMB BblAAIOTCA eMy Mo, PacnucKy Npu npeabasieHUU
nacnopta WAM WMHOrO YAOCTOBEPAIOLLEro AOKYMEHTA; AOBEPEHHOMY /uvuy - MpU nNpeabABaeHUU
[O0BEPEHHOCTU, OPOPMIEHHOM B YCTAaHOBAEHHOM nopaaKe. MNoayyatenb apXMBHOM CMPaBKN U apPXUBHOM
BbINMWUCKM PACMMCbIBAETCA Ha MX KOMUAX MAN Ha 060pOTe CONPOBOAUTENBHOFO NMUCbMA K HUM, YKa3blBas
[ATy UX NoNyyeHus.

3aBepeHHasa anocTunem apxmMBHaa CNpaBKa, apXMBHAA BbINUCKA UM apXMBHAA KOMUA B Ciy4vae
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JTINYHOTO o6paLu,eva rpaxgaHnMHa Uan ero oBepeHHOro /imua B apxXxuB BblAaAOTCA €My Ha PYKU Mpu
npeabABneHNn KBUTaHLUUU 06 ynnarte FOCyAapCTBEHHOVI NOLW/INHbI 3a NPOCTaB/1eHNe anoCTUNA.

Bo3BpalleHne NogNMHHNUKOB apPXUBHbIX JOKYMEHTOB

5.11. Mo NUCbMEHHbIM 3asiBJEHMAM C PaA3pELUEHMA PYKOBOAWUTENS apxuBa peabnantupoBaHHbIE
INLA M UX HaclegHUKM MMEKOT NPaBoO Ha NoAyvYeHME NOAJIMHHUKOB COXPAaHMBLUMXCA B MPeKpPaLLeHHbIX
YIONIOBHbIX W AAMWHUCTPATUBHBIX, a TaKXKe OUAbTPALMOHHO-MPOBEPOYHbIX AefaX aAPXMBHbIX
OOKYMEHTOB TBOPYECKOro XapakTepa - pyKkonucei, potorpaduii, NMcem u ApYrnx ANYHbIX JOKYMEHTOB
(33 McKntouyeHMem nacnopToB, BOEHHbIX OUNETOB, CAyXKeOHbIX YA0CTOBEPEHUIA U APYrUX apXMBHBIX
OOKYMEHTOB 0MLLMANbHOTO NPOUCXOKAEHUSA).

Mo NMMCbMEHHbIM 3aABAEHUAM C pa3pelleHnsa PYKOBOAUTENA apXMBa rpaxkaaHe MMEeLOT NpaBo Ha
noJiydeHMe COXPaHMBLUMXCA B apXmBe NOAJANHHUKOB COBCTBEHHbIX TPYA0BbIX KHUMKEK.

C M3bIMaeMbIX apXMBHbIX [AOKYMEHTOB [ENAlTCA KOMWW, KOTopble MNPMOBLLAIOTCA K Aenam.
N3bATME apXMBHBIX OKYMEHTOB, a TaKXe MX 3aMeHa Ha KOMMM OTParKaloTCcA B INCTaxX-3aBepUTenax aen,
B ONUCAX AeN, LOKYMEHTOB.

BosBpalleHMe apXMBHbIX AOKYMEHTOB OQGOPMAAETCA aKTOM 06 U3bATUM M3 AeN YKA3aHHbIX
OOKYMEHTOB. AKT U apyrve AOKYMEHTbI, HA OCHOBAHWWN KOTOPbIX MPON3BELEHO BO3BPALLEHNE apPXMBHbIX
OOKYMEHTOB, M pacnmucka Anua, NoNy4YnBLUEro UX Ha PyKKW, BKAKOYAKOTCA B Aeno doHAa.

ObcnyKnBaHMe NOb30BaTe/IEN B YUNTA/IBHOM 3a/1€

5.12. ina obcnyKMBaHMA NoJb30BaTE/IEN B apXmBax AEWUCTBYIOT YMUTA/IbHbIA 33/, NMPOCMOTPOBbIN
33/, KOMHaTa npocnywmBaHns ¢GOHOAOKYMEHTOB CO creumanbHbim obopyaosaHnem pns pabot ¢
MMKPOKOMUAMM apXMBHbIX AOKYMEHTOB, ayAMOBU3YasibHbIMW W 3/1EKTPOHHLIMU AOKYMeHTamu. Mpu
OTCYTCTBUM CMEeLManbHO BblAENEHHOTO MOMELLEHU 0bCAYKMBaHME NONb3OBaTeseit NPOU3BOAUTCA B
paboueit KOMHaTe apx1MBa N0 KOHTPOJIEM COTPYAHUKA apXxmBa.

MopagoKk paboTbl Monb3oBaTeNeit C apXMBHbLIMU AOKYMEHTAMU B YMTa/bHOM 3asie apxuBa, UX
npasa M 06A3aHHOCTU ONpeaenAlTcA NpaBuaaMm paboTbl NOSb30BaTeNEN B YMTANbHbIX 3a/1aX apXMBOB
Poccuiickoli denepaumn, YTBEPKAAEMbIMU CNEUMANbHO YNOJHOMOYEHHbIM deaepasnbHbIM OpraHom
NCMNOJIHUTENbHOM BAcTU B chepe apxMBHOro Aena. Apxms 065a3aH 03HAKOMUTb MNOb30BaTENEN C STUMM
npasuaammn. Mcxoaa M3 KOHKPETHLIX BO3MOMKHOCTEN OOCAYXKMBAHWA NO/b30OBATENEN APXMB MOXKET
YyCTaHaB/AMBATb O4EPEeAHOCTb U BPEMS MOCELLEHNS UMM YMUTANIbHOTO 3aa.

B cnyyasx XWMLEHWs MAW NOBPEXKAEHUSA NOMb30BATENIEM APXMBHbLIX AOKYMEHTOB, TEXHWMYECKOrO
060pyA0BaHUS M MMYLLLECTBA apXMB 0OPALLAETCA C COOTBETCTBYIOWMM 33ABEHNEM B OpraH BHYTPEHHMX
OeNn No MeCTy pacnoNOXKeHUA apxvBa, NPUHUMAET ApPYyrMe Mepbl K BO3MeLleHMIO yuwepba B
COOTBETCTBUM C 3aKOHOZATENLCTBOM Poccuiickoit depepaumm.

5.13. Mo 3aKa3zam nosib3oBaTenei € y4eTOM TEXHUYECKMX BO3MOXKHOCTEN apXMBa M3roTaBMBatoTCA
KOMWUW aPXMBHbIX AOKYMEHTOB: KCEPOKOMUMU, MUKPOKONMM, GOTOOTNEYATKMU, KMHOKOMNUKU, BULEOKONUMU,
Konuun GOHOAOKYMEHTOB, a TaK¥Ke KOMUWN Ha 3NEKTPOHHbIX HOCUTENSAX.

He npoussoauTca KOMMpoOBaHWE [OKYMeHTOB ApxmBHOro ¢oHpa Poccuiickon Depepaumm,
HaxoAALWMXCA B HEYA0BAETBOPUTENBHOM PU3NYECKOM COCTOSHUM.

KonnpoBaHMe apXMBHbIX AOKYMEHTOB OFPaHUYEHHOro A0CTyna (CeKpeTHbIX WM CoAepKalmx
KOHUAEHUMANbHYIO MHPOPMALMIO) NPOM3BOAUTCA B YCTAHOB/NIEHHOM MOpPsAKe.

MopAnoK BbINOSHEHUA 3aKA30B HA KOMMPOBAHWE, B TOM Yncie 06beMbl KOMMPOBAHUA apXMBHbIX
OOKYMEHTOB, HeoNnyb/IMKOBAHHbIX ONWUCeN Aen, LOKYMEHTOB, APYIMX apXMBHbIX CNPAaBOYHO-MOUCKOBbIX
cpeactB M 6a3 AaHHbIX, CTOMMOCTb M3rOTOB/IEHUA KOMUKA M MOPAJOK PacvyeToB 3a UX U3roToB/EHME
onpeaensaoTcA PYKOBOACTBOM apxmBa.

Ha Konuu apXxMBHOro AOKYMEHTAa, M3roTOB/AIEHHOM NO 3aKasy Mo/ib30BaTeNA, apXuB yKasblBaeT
apXMBHbIMA WKOP M HOMEpPA SINCTOB €AMHULbBI XPaHEHWUA apPXMBHOIO AOKymeHTa. lMpu odopmaeHum
KOMWKN PacCeKpPeYyeHHOro apxXMBHOro AOKYMEHTA Ha /IMLEBOM CTOPOHE B MPAaBOM BEPXHEM YIy NepBoro
W nocsegHero AUCTOB Konuu npocTtasnfeTtcsa wTamn "PaccekpedeHo". MNMpu HeobxoaMMOCTM AaHHbIN
WTaMM MPOCTaBAAETCA HA J/INLEBOW CTOPOHE BCEX JIMCTOB KOMWW PACCEKPEYEHHOro apXMBHOIO
OOKYMeHTa.



Konmu apxmBHbIX AOKYMEHTOB BblAalOTCA NO/b30BaTENAM, MX AOBEPEHHbIM AMLAM WUAU MOTYT
6bITb BbIC/1aHbI MO YKa3aHHbIM aApecam.

YyeT 3aKa3oB Ha KOMMpOBaHWe BeAeTcs Ha OymMarKHOM HocuTese UAM B aBTOMaTU3MPOBAHHOWM
dopme.

NHuymatneHoe MHGOpMUPOBaAHME MOb30BaATENEN.
MoAaroToBKa BbICTAaBOK W MyBMKaLMI apXMBHbBIX LOKYMEHTOB

5.14. WHuMumatMBHoe WHPOPMMPOBAHME [OCYLAPCTBEHHbLIX OPraHOB, OPraHOB MECTHOro
CaMOYMpaB/ieHMA, OpraHMsauMin U Tpa)kgaH  OCYLLeCTBASAETCA  NyTeM  HAMpasB/ieHMA UM
MHPOPMALMNOHHBIX MUCEM NN APYTUX MHOOPMALMOHHDIX JLOKYMEHTOB.

5.15. ApxvB OpraHusyeT MOAFOTOBKY W MpPOBEAEHME BbICTABOK apXMBHbIX [AOKYMEHTOB
CaMOCTOATE/IbHO U/ COBMECTHO C APYrMMMU apXMBaMM U OpPraHM3aLUAMM.

[na noarotoBKM BbICTAaBKM apXMBHbIX OOKYMEHTOB pa3pabaTtbiBatOTCA TeMaTUYeCcKMid nnaH
(KoHLEenuMsa) M TeMATUKO-IKCMO3ULMOHHLIA MNiaH. Ha ocHOoBe TemaTM4yecKkoro nnaHa NpoBOAATCA
BbIAB/NIEHNE M OTOOP aAPXMBHbLIX AOKYMEHTOB, WAMOCTPATUBHBIX M WMHbIX MaTepuanos. B TemaTuKo-
3KCMO3UUMOHHDBIA MIaH BK/OYAETCA aHHOTMPOBAHHbIM MepedYeHb OTOOPAHHbIX A5 3KCMNOHMPOBAHUA
APXMBHbIX LOKYMEHTOB, UANOCTPATUBHBIX U MHbIX MaTepPUanos, CUCTEMATU3NPOBAHHbIX B COOTBETCTBUM
C pa3fenamMu BbICTaBKM, C YKasaHMEM WX Pa3MepoB M MNOPAAKA PasMELLeHMs Ha CTeHZax uaun B
BUTPWHax. Bce oTOGpaHHble ANA 3KCMOHWMPOBAHUA apXMBHblE AOKYMEHTbl W ApyrMe martepuanbl
aHHOTMpPYIOTCA. K MHOA3bIMHBIM MaTepuanam npu HeobXOAMMOCTU AaeTcA NepeBos UAW pasBepHyTan
aHHOTaUMA cofepKaHUs.

OTBETCTBEHHBIMM 3@ COXPAHHOCTb APXMBHbLIX AOKYMEHTOB ABAAIOTCA OPraHM3aTopbl BbICTABKM.
Apxus, nNpeaCTaBMBLUMIA apXuBHble [OKYMEHTbl [A/A BbIiCTaBKM, o0becneynmBaeT KOHTPO/Ab 3a
cobntopeHnem TpeboBaHuMIt obecnedyeHns COXPaHHOCTU JOKYMEHTOB NPU SKCMOHUPOBAHUU.

CTpaxoBaHMe apXMBHbIX OOKYMEHTOB UM 0bOpMIEHME WX BPEMEHHOrO BblBO3a 3a npenenbl
Poccuiickolt denepaumm Ans SKCNOHMPOBAHMA NPOBOAATCA B yCTaHOBAEHHOM nopsaake (cm. nn. 2.11.14,
2.11.15).

5.16. Mpn noarotoBke Ny6AMKALMI apXMBHbIX OOKYMEHTOB apXMB PYKOBOACTBYETCA Hay4HbIMM
npaBuAaMM U34aHUA UCTOPUYECKMX SOKYMEHTOB.

Tunbl (Hay4HbIW, HAy4YHO-NOMYAAPHBIN U y4ebHbIN) 1 BUABI (NoPOHAOBAA, TEMaTMYECKaa Uan ap.)
nyb6anKaLmMii apxXmBHbIX AOKYMEHTOB OMPeAenatoTcs UX LefeBblIM HasHayeHuem, cneundukoit otbopa
WCTOYHMKOB, NPUEMOB Nepesayn TeKCTa apXMBHbIX LOKYMEHTOB M cocTaBom HCA K HUM.

dopmbl NyBAMKaUUKM apPXMBHBIX LOKYMEHTOB:

neyaTHas: cepus, cOOpHUK, anbbom, OyKneT, nnakat, Nyb6aMKaumMa B CPeACTBAX MaccoBOM
nHpopmaymu;

ny6aMKaLmMaA Ha NJAEHOYHbIX HOCUTENAX: MUKPODUABM, MUKPODULLA;

3NEKTPOHHAA: TMNEePTEKCT, My/IbTUMeAMa, 6a3a AaHHbIX.

ApXMB OCYLLLECTBAAET MeponpuaTMA No obecneyeHmto Hay4YHO-UCCNEA0BATENBCKUX U TEXHUYECKMX
NPOLLECCOB MOATOTOBKU [AOKYMEHTa/NbHbIX NybanKauuii: GOpMMpoOBaHME PedaKLMOHHOM KOAeruu,
KO/IIEKTMBA COCTaBUTENEN, COCTaB/IEHWE OPraHW3aLUMOHHO-METOAMYECKMX AOKYMEHTOB, 3aK/lodeHue
[0roBopa C 3aMHTepecoBaHHbIMM OPraHU3aLMAMM U U34aTEeNbCTBAMM U T.M.

MoarotoBneHHas W OTPeAaAKTMPOBAHHAA PYKONUCb NPOXOAMT BHYTPEHHee W  BHeLlHee
peLeH3npoBaHMe U 0OCYKAAeTCA Hay4yHO-COBelLaTe/IbHbIM OpraHoM apxuea, obiagatowmum npasom
PEKOMEHA0BATL €€ K U3JaHWUIO.

Pykonucb cuntaeTca NOAroTOBAEHHOMW, €C/IM B COOTBETCTBUM C YCTaHOBAEHHbIMW TpeboBaHMAMM
[opaboTaHa No 3aMeyYaHnAM pPeLeH3eHTOB U UToraM obCyXKaeHUA U yTBepKAeHa B neyatb. Pykonucu
MeKapXMBHbIX U3AaHUIA NPeACTaBAAOTCA PEAKONNENMN Ha PAacCMOTPEHUE U YTBEPKAEHUE K U34AHUI0
ro/I0BHOW OpraHusaumen.

C 134aTenbCTBOM 3aKJ/H0YaeTCA AOrOBOP, B KOTOPOM MpPeaycMaTpMBAOTCA NpaBa U 0683aHHOCTU
n3aaTenbCTBa M 3aKasumKa (apxuBea).

5.17. ApxvB OCYLLLECTBAAET y4eT UCMONb30BAHNA aPXMBHbIX JOKYMEHTOB Ha BymaKHOM HocuTene
WU B 3NIEKTPOHHOM dopme.



MpunnoxkeHne N 1
knn.2.11.5,2.11.7.2,
3.7.2,43.1
CrNnNCOK U3MEHAILWUNX SOKYMEHTOB
(B pea,. MpuKkasza MuHKynbTypbl PO 0T 16.02.2009 N 68)


consultantplus://offline/ref=89269B368C5649AA45A056D9A8E1DCBB093D2D815CD3544F9127F2796501C67DF4825BCF1AD3ABm7G2I

(HaB3BaHME apxuBa)

AKT YTBEPXIAIO
N IupexTop
(mara) (HaB3BaHKE apxuBa)
O HEUCIPAaBUMBIX [IOBPEXIEHMIX llonnuce Pacumdpposka
APXMBHEIX ITOKYMEHTOB jafePisnizie)Zi
ODaTa
dounm N
HazBanue ¢oHIa
B boHme OOHApPYXeHH EOMHMIE XPaHEHUd, NPM3HAHHBIE HEMCIPaBMMO
[IOBPEXIEHHEIMI
Nn/n| Homep Homep 3aronoBoK KpaitHune Konunuyectso nuctos (Bpems CyLwHOCTb U
onucun ef. Xp. | noBperKaeHHOM ea,. 4aTbl 3BYYaHUA, METPAXK) NPUYNHbI
Xp. nospexaeHua
1 2 3 4 5 6 7
Toro OOHApPyXeHO HEMCIIPaBMMO I[NOBPEXIEHHEIX en. Xp.
(umdpamm
¥ NPONMCHI)
BaBenyKomyil OTIEeJIOM
(nomnmuchk, pacumdpoBka MIOIMNNUCH)

3aBenyomyil apxXUBOXPAaHUIIMIIEM

(nomnmucek, pacumdpporBka IOIOMNUCH)




HepeqmcneHHbIe APXMBHEIE IOOKYMEHTEI IIOILJIEeXaT CIIMCAaHMIO BBUIOY

OKCIEepPTH :
(HauMMeHOBaHME HOOJIXHOCTEM BKCIEepPTOB, IOINMUCH,
pacumdpoBka NOONMCEV, HaTa)
(N ®m maTa nOpukasa PYKOBOAMTEJNS apxuBa O CHATUM HEMCIPaBMMO

[IOBPEXIOEeHHEIX AaPXMBHBIX HOKYMEHTOB C ydeTa)
VIaMeHeHUsS B yUEeTHHE IOKYMEHTHE BHECEHH
HammMmeHOBaHMe

OOJDKHOCTU

paboTHMKA [Momnmce PacumppoBka NOONUCK

IHaTa

®dopMma aKTa 0 HeMCNPaBUMbIX NOBPEKAEHUAX APXMBHbBIX JOKYMEHTOB

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(8 pea. Mpukasa MuHKynbTypbl PO 0T 16.02.2009 N 68)

(Ha3BaHME apxuBa)

AKT YTBEPXIAIO

dopmart A4 (210 x 297)

MpunorkeHue N 2
Knn.2.11.5,3.7.2
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N IupexTop

(mara) (HaB3BaHME apxuBa)
O HeODOHApPYyXEHUM apXMUBHBIX Homnmce Pacumbpporka
IOIOKYMEHTOB, IyTU PO3BICKA in{ePiinizier’s
KOTOPEIX MCUepIllaHbL Iara
ooHn N
B pesynbTare YCTaAHOBJIEHO OTCyTCTBUe B QoHIe
IIepedrMCIIEHHBIX HIUIXe APXUMBHEIX JOKYMEHTOB . HpenanHHTme apXxXmMBOM

MEPEI I10 PO3EICKY IIOJIOXMTEJIbHBIX pre3sysibTaTOR HE naijin, B CBA3M C 4UEM
cymMTaeM BO3MOXHBIM CHATB C ydeTa:

N n/n Homep Homep 3aronoBok en,. | KpaliHue patbl Konnuyectso nncros Mpegnonaraemsblie
onucu en. xp. Xp. (Bpems 3ByyaHus, NPUYUHBI OTCYTCTBMA
MeTpaK)
1 2 3 4 5 6 7
NToro en. XxXp.

(umbpaMy M MNPONMUCHIO)

ConepxaHr/Le YTPAYEeHHBIX AaPXMVMBHEX IIOKYMEHTOB MOXET OBITH YAaCTUYUHO
BOCIIOJIHEHO cJiegyrmyMm eng. Xp.:

dopma aKTa 0 HeObHaAPYKEHMM aPXMUBHBIX OKYMEHTOB,
MyTW PO3bICKa KOTOPbIX McYepnaHbl

dopmat A4 (210 x 297)



BaBendynumil OTOEJIOM [Moonmce Pacumpporka nomnmcu
BapenyouMM apxMBOXPaHMUIMmeEM IIOOOMCH Pacumpporka HOANMUCHU

TJIaBHBM XPaHUTEJb [Mopnuce Pacumbporka nomnmucu

(N ® maTa npmrkasa PYKOBOIUTEJIS apxXuBa O CHATUU C

ydyeTa HeOOHapyXeHHBIX apXMBHBIX INOKYMEHTOB, IIyTHU
PO3EICKa KOTOPBIX MCUEPIIaHH)

VI3MeHEeHMS B YyUYEeTHHE IJOKYMEHTE BHECEHH

HammMmeHOBaHMe

OOJIXHOCTU

paboTHMKA [Momnmce PacumppoBka NOONUCK

IHaTa

®opma aKTa 0 HeOBHAPYKEHNN APXMBHbBIX LOKYMEHTOB,
MyTW PO3bICKa KOTOPbIX UCYepnaHbl (MPoAo/IKeHNE)

JIMCT-3ABEPUTEJIL IEJIA

B pmejsie nommmMTO M MNPOHYMEPOBAHO JIMCTOB
(LMdpaMm M HPONMCEI)

c N no N

dopmart A4 (210 x 297)

MpunoxkeHne N 3
Knn.2.11.8, 2.11.10, 3.4.1,
3.5.6,3.7.13,5.5.1



B TOM 4YMCJIE:
JIMTEPHEIE HOMEepa JIMCTOB
IIPOIIYyUIEeHHBEIE HOMepa JIMCTOB

+ JIMCTOB BHyTpeHHeﬁ Oonmcum

OcobeHHOCTU PU3NYECKOTO COCTOAHUA U GOPMMUPOBAHMA Aena Homepa nucros
1 2
HauveHnoBaHMe
IOOJDKHOCTU
paboTHMKA [Momnmce PacumppoBka NOONUCK
JaTa

dopma nucta-3asepuTtena gena

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(8 pea. Mpukasa MuHKynbTypbl PO 0T 16.02.2009 N 68)

(Ha3BaHME apxuBa)

JIMCT WCIIOJIb3OBAHUA
APXVBHEX JIOKYMEHTOB

dopmart A4 (210 x 297)

Mpunoxenue N 4
knn.2.11.10
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®oHnm N Onuce N ITesio N

3aroJIOBOK mOeJia

HaTta Komy BblgaHo XapaKkTep ncnosb3oBaHUA Homepa Moanuck nua,
MCMNONb30BaHN | damMnanA, UHULMANbI (konupoBaHue, BbINUCKMY, MCMNO/Nb30BaHHbIX | MCNONb30BaBLUErO A4EeN0
A (pazbopumBo) npocMoTp 1 ap.) nucToB
1 2 3 4 5

dopma IMCTa UCNONb30BAHUA APXMBHBIX JOKYMEHTOB

dopmart A4 (210 x 297)

MpunoxkeHne N 5
kKnn.3.4.1,3.5.2,3.7.11
CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(8 peq. MpurKasza MuHKynbTypbl PO 0T 16.02.2009 N 68)

KHUTA YYETA M[NOCTYIJIEHUA IOKYMEHTOB

N n/n [ata HanmeHoBaHue HanmeHoBaHue, HassaHue lfoabl Kon-Bo ea. xp. KpaTtkas Homep ¢doHAa, MpumeyaH
nocTynaeHus opraHusauum HOoMmep U aaTa doHAa | BOKYMEHTO nnu XapaKTePUCTUK NPWUCBOEHHbIM ua
(damumnmsa, nHnumanl OOKYMEHTa, no B HEOMNuUCaHHbIX | a COCTOAHUA NOCTYNUBLLMM
iMua), oT KoTopori KOTOPOMY NPUHATbI OOKYMEHTOB [OKyMeHTam no
nocTynuau JOKYMEHTbI (nucros) cnucky ¢oHa0B
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AOKYMEHTbI

1 2 3 4 5 6 7 8 9 10

VTOTO MOCTYIMJIO 3a TOom en. xp.
(urdpaMr ¥ OPONMUCHI)

(DOKYMEHTOB, JIMCTOBR)

B TOM umcjge <*>:

HammvmeHOBaHMe
OOJIXHOCTU
paboTHMKa Iloonmce PacumppoBka nomnmcu

IlaTa

<*> JlonyckaeTcsa BeAeHMe eANHON KHUMM y4eTa NOCTYNIeHWUIA Ha AOKYMEHTbI BCEX BUAOB C YKazaHMem X 06 beMOB B UTOFOBOM 3aMucH.
dopma KHWUMM y4eTa NOCTyNNeHUA JOKYMEHTOB

dopmat A3 (420 x 297)

MpunoxkeHne N 6
Knn.3.4.1,3.5.3,
3.7.1,3.7.11,3.7.12

CIMCOK ©OHIOB



Homep ¢poHaa [aTa nepsoro HaseaHue ¢poHAa OTmeTKa 0 BbIbbITUM MpumeyvaHua
nocrtynneHumA
1 2 3 4 5
Uroro #Ha 01.01.... r. boHImOB
(umdpaMr ¥ OPONUCHI)
B T.4Y. [NOCTYyNMJIO 3a .. I. doHIOB
(umdpaMm M MNPONMCHIO)
BEIOBIJIO 33 « v v v e v T. boHIOB
(umdpaMr ¥ OPONMUCHI)
HammMmeHOBaHMue
IOOJIKHOCTU
paboTHMKA [Momnmce PacumppoBka NOONUCK
IHaTa

YTBEPXIEHO

dopma cnucka poHa0B

CNM1COK N3MEHSAIOLLMX AOKYMEHTOB
(8 pea. Mpukasa MuHKynbTypbl PO 0T 16.02.2009 N 68)

dopmat A4 (210 x 297)

MpunoxkeHue N 7
Knn.3.4.1, 3.5.6,
3.7.13,5.5.1
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[MpoTokois 3IIK

(HaMMeHOBaHUE YIIOJIHOMOYEHHOT'O OpTI'aHa

MCIIOJIHUTEJILHOM BJIACTU CyOBekTa Poccumckom

depmepaumy B 0OJIAaCTM ApPXMBHOTO »eJa,

@enepaanoro I'OCyInapCTBEHHOI'O apXMBa)

oT N
Nn/n| [enonpousBoacTBEHHblE 3aronoBok gena KpanHue Konunuyectso MpumeyaHma
WHAEKCbI AN HOMepa Nno natbl nmcTtos
CTapon onucu
1 2 3 4 5 6

B omnmce BHECEHO

(umppaMm ¥ OPOMNMUCHIO)

nej
c N no N
HaumveHoBaHUeE
IOOJIXKHOCTU
cocTaBUTEJIA ONUCHU Momnuce PacumppoBka nomnmcu
BaBenyromulil OTIeJIOM
(2apXMBOXPaHUIIMIIEM ) Momnuce PacumppoBka nomnmcu

TaTa

CDopN\a onucu <*> Aen NoCToAHHOro XxpaHeHuA, COCTaBNEHHOM

B apxuse

dopmart A4 (210 x 297)



<*> K onucu cocrasnsetcs TVITyﬂbeIVI INCT.

(HaMMeHOBaHME OpTaHM3aLUM)

®oHno N

OIlMCh N

IeJl IIOCTOAHHOIO

3a

XPaHEeHUI

ron

CrNUCOK U3MEHALWUX AOKYMEHTOB

(8 pea. Mpukasa MuHKyAbTYpbl PO 0T 16.02.2009 N 68)

YTBEPXIAIO

HammMeHOBaHMe IOOJIKHOCTU
PYKOBOIUTEJIA OpITaHM3alUu

Illommnmce Pacumpporka
MIOONNCHU

IDaTa

N n/n NHApekc 3aros10BOK Aena KpaitHue aatbl Konnuectso nncros MpumeyaHua
aena
1 2 3 4 5 6
B maHHEL pasnesl ONMCU BHECEHO nen

(umbdpaMm M OPONMCHIO)

MpunoxkeHne N 8
Knn.3.4.1, 3.5.6,
3.7.13,5.5.1
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c N no N , B TOM UMCJIE:
JIMTEPHEIE HOMEpPa:
NPONyUEHHEIE HOMepa:

HamMeHOBaHMe OOJIXKHOCTU
COCTaBUTEJIA OIUCU Iloomnmce PacumppoBka NOONUCHK

3aBenyoumii apXUBOM

opraHu3aumum omnuce PacumppoBKa IOIANUCU
IaTa
COTJIACOBAHO YTBEPXIEHO
IpoToxon L3K (3K) [IpoToxomn JIIK
(HauMeHOBaHUE (HauMeHOBaHUE
opraHu3alun) YIIOJIHOMOYEHHOI'O OpraHa

VICIIOJIHUTEJILHOM BJIACTU CyObekTa
Poccurickon denmepaumm B 0OJIaCTU
APXMBHOTO neja, GberepaJibHOTO
TOCYyIapCTBEHHOTO apxmea)
oT N oT N

CDopma rogoBoro pasaesa onncu gen noCtoAHHOro
XPaHEeHWUA OpraHn3sauunmn

dopmat A4 (210 x 297)

MpunokeHne N 9
knn.3.7.1,3.7.2,3.7.11,
44.1,4.6,4.7
Cn1COK U3MEHSAIOLWMX OKYMEHTOB



(B pea. Mpukasa MuHKynbTypbl PO 0T 16.02.2009 N 68)
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YTBEPXIAIO

(HaMMeHOBaHME OOJIKHOCTU
PyKOBOOMUTEIA

opraHM3aluMr-CoaTuuKa)

[Mopnmuce Pacumdpporka nommnmcu
ITaTa [leuaThb
AKT
N
(nara)

npreMa-Inepenadm apxMUBHBIX
IOOKYMEHTOB Ha XpPaHeHue

YTBEPXIAI

(HaMMeHOBaHME OOJIKHOCTU
PyKOBOOMUTEIA

opTraHM3auuM-IprueMImKa )
[Mopnmuce Pacumdpporka nommnmcu

ITaTa [leuaThb

(ocHOBaHME Iepenmadu)

(Ha3BaHMe HnepenaBaeMoro QoHIa)

cman,

(HaSBaHMe OpPaHMBauMM—CHaTqMKa)

MIPUHSAJL

(Ha3BaHMeE OpPraHM3ALUK-IIPUEMIMKA )
OOKYMEHTH Ha3BaHHOIO QOHIA M HAYUYHO-CIPAaBOUHEM allapaT K HUM:



N n/n HasBaHue, HOmep onucu Koanyectso aksemnnapos Konunyectso ea. xp. MpumeyvaHua
onucun
1 2 3 4 5

VITOTO HOPMHATO en. xp.
[lepenady NPOMU3BEJN: [IpyeM HOPOMU3BEJM:
HospxkHOoCTh Ilomnmce Pacumdppobka HospxkHOCTh Illognmce Pacumdppobka

nonnmucu nonnmucu

Hara JatTa

doHny npmcBOeH N
VIsMeHeHrda B ydYeTHEEe OOKYMEHTH BHECEHH
JOJIXHOCTB INonnmce Pacumpporka nomnmcum

IlaTa

¢opmaaKTanpmema¢mpenaqmapXMBHuxAOKymeHTOBHaxpaHeHme

CNM1COK M3MEHSAIOLLMX AOKYMEHTOB
(B pea. Mpukaza MuHKynbTypbl PO 0T 16.02.2009 N 68)

dopmat A4 (210 x 297)

Mpunoxkenue N 10
knn.3.7.1,3.7.8,4.4.2
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AKT YTBEPXIAIO

N InpexrTop
(marTa) (Ha3BaHME apxuBa)
nprUeMa Ha XpPaHeHMEe apXUBHEIX [lopnuce Pacumbpporka
OOKYMEHTOB JIMYHOTO INPOUCXOXIEHUSI IOIONINCHU
JaTa [leuaTs

Ha ocrHomaHuMm pemeHuda 3IIIK
(mpoTokKOJ OT N )
¥ OoroBopa OT

coan
(®.1.0. cobcrTBeHHMKA/BIamenblia)
IPUHSATE ITOKYMEHTEH
(obmasa xapaKTEepMUCTUKa HOOKYMEHTOB)
B KOJIMUECTBE en. xp. (YyCJOBHEIX) IOKYMEHTORBR (JIMCTOB)
10 apxXMBHOM (CHATOYHOM) ONUCHK
dounmy mnpmcsoeH N
CobcTBeHHUK/ BIanesel] [Mopnuce Pacumdpporka nommnmcu
(HyXHOE NIOIYEPKHYTH)
HavmMeHOBaHME IOJIKHOCTU [loanuceb PacumdpoBKa NOIOIMUCU
paboTHMKA
VIsMeHeHMS B yUYeTHHE INOKYMEHTH IO pel3yJjibTaTaM ONMCAaHMS BHECEHH
HavMeHOBaHME IOJIKHOCTU [loanucob PacumdpoBKa NOIOIMUCU
paboTHMKA
ITaTa

dopma aKTa NprMema Ha XpaHeHue LOKYMEHTOB
JIMYHOTO NPOUCXOXKAEHNA

dopmat A4 (210 x 297)

Mpunoxkenne N 11
Knn.3.7.2,4.3.2
CnNUCOK N3MEHAIOLMX LOKYMEHTOB
(8 pea. Mpukasa MuHKynbTypbl PO 0T 16.02.2009 N 68)
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(HaB3BaHME apxuBa)

AKT YTBEPXIAI
N IupexTop
(mara) (HaB3BaHKE apxuBa)
O BEIOEJIEHUM K YyHUUTOXEHMIO [ononuce Pacumpporka
APXUBHEIX IOOKYMEHTOB, He DOONNUCH
nonjiexammrx XpaHEeHUI IaTa

K yHMuTOXeHMIO OTOOpPAaHB: INOKYMeHTH GQoHma N

(HazBaHMe QoHIAa)

Ha OCHOBaAHMUM:

(CCI:IJ'IKM Ha HOPMaAaTMBHO-METOIMUYECKME IOJOKYMEHTEI

Jid IpoBeneHUA SKCHepTMBBI)

Nn/n Ha3sBaHwuA rpynn KpaitHue Homepa Homepa eg. xp. no| Konwnyectso eg. MpumeyvaHma
OOKYMEHTOB haTbl onucen onucam Xp.
1 2 3 4 5 6 7
VToro en. xp. 3a Tox (BI)

(umdpaMy ¥ HPONUCHI)

KommuecTBO en. xXp., KpaVHMue HaTEl M KpaTkas XapaKTepUCTHKa
OOKYMEHTOB, OCTAaKIMXCA Ha XPaHEeHUM

3aBenynoumi OTIEJIOM
(apxMBOXpaHUIIMIIEM ) onnmce PacumppoBka OOOIUCU

HammMmeHoBaHME




OOJDKHOCTU
paboTHUKa onnmce PacumbppoBka MOOONIUCU

HaTa

dopma aKTa 0 BblAENEHNM K YHUUTOXKEHMIO aPXUBHbIX JOKYMEHTOB,
He NoAneXalmx XpaHeHno

IOKYMEHTH CIaHBL

(Ha3BaHMe OpTraHu3alLun)

Ha NOepepaboTKy IO NPMEMO-CHAaTOYHOM HAaKJIAOHOMU N
(mara)
HammveHoBaHME
IOOJDKHOCTU
paboTHMKA [Momnmce PacumppoBka NOONUCK

/I3MeHeHUsaA B ydYeTHEE IOKYMEHTH BHECEHE

HammeHnoBaHMe

IOOJDXKHOCTU

paboTHMKA [Momnmce PacumppoBka NOONUCK
JaTa

YTBEPXIEHO

[IpoToxkomn 3IIK

(HaMMeHOBaHME YIIOJIHOMOYEHHOTI'O

opraHa MCIOJIHUTEJILHOM BJIACTU CyOBeKTa

Poccumrickoy denmepaumm B 00JIaCTM APXMBHOTO IeJia,

benepaslbHOT'O T'OCYIapCTBEHHOI'O apxmuba)
oT N

dopmar A4 (210 x 297)



dopma aKTa 0 BblAENEHUN K YHUUTOMKEHNIO apXUBHbIX AOKYMEHTOB,
He nog/exawmx XxpaHeHuto (NpogoKeHue)

CnKnCOK U3MEHSAIOLWMX AOKYMEHTOB
(8 pea. Mpukasa MuHKyAbTYpbl PO 0T 16.02.2009 N 68)

(HazBaHMe apxuBa)

AKT YTBEPXIIA
N JrpexkTop
(mara) (Ha3BaHME apxuUBa)
O pacCeKpeuMBaHUM APXUBHEIX [Topgnuce Pacumpporka
OOKYMEHTOB doHma N [IOONMCHU
HaTa
KomMmmccusa
(Ha3BaHMEe KOMMCCUM)
npoTokos N or 00.00.00 paccekxpeTrmyia OTOKyMeHTH GoHma N
(HazBaHMe ¢QoHIa)
N n/n Homep KonnyectBo paccekpeyeHHbIX Homepa eg. xp., Homepa eg. xp., MpumeyaH
onucum en. xp. paccekpevyeHHbIX pacceKkpevyeHHbIX 4aCTU4HO, nAa
NoNHOCTbIO <*> C YKa3aHnem Homepos
MOJTHOCTbLIO 4acTn4Ho JINCTOB HepacceKpeyeHHbIX

dopmart A4 (210 x 297)

MpunoxkeHue N 12
Knn. 3.7.7
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AOKYMEHTOB

5 6

JIToTo pacceKkpedeHOo

(urdpaMrt ¥ HOPONUCHI)

en. xp. (IOJHOCTHI)

3a
(XpoHOJIOTMUECKME PaMKM IOKYMEHTOB)
en. xp. (YacTu4HO) 3a
(XPOHOJIOTHUECKME PaMKU
IOOKYMEHTOB)
HavMeHOBaHME HOOJDKHOCTU paboTHMKA [Topgnuce PacumppoBka NOONUCK

HpMHHTO Ha OTKPEITOE XpaHeHNVe

en. xp.

(umppaMm ¥ OPONMUCHIO)

B
(xpaHmIMIEe)

HauMmeHOBaHME IOOJIXKHOCTM paboTHMKA [lomnucob PacumppoBKa IOIANUCK

ITaTa

VI3MeHeHMd B YyUYEeTHBEE JOKYMEHTE BHECEHE
HamMveHOBaHME OOJDKHOCTU pa@OTHMKa [Mognuce

IlaTa

PacumppoBka HOONIUCU

<*>He AONYCKaeTCA nepeyncieHne HOMepos ea. Xp. Yepes Tupe.

(Dopma dKTa O pacceKpeynBaHUN apXUBHbIX JOKYMEHTOB

dopmat A4 (210 x 297)



MpunoxkeHue N 13
Knn.5.9.1
CrNNCOK M3MEHAILWUNX LOKYMEHTOB
(8 pea. Mpukasa MuHKyAbTYpbl PO 0T 16.02.2009 N 68)

(Ha3BaHMe apxuBa)

Apnpecar
(mouToOBHIM MHIOEKC, aznpec,
TesedoH, dakxc)
ApxXMBHasa cIlpaBKa
N
(mara)
Ha N oT
OcHOBaHue:
PykoBomurespe opraHmM3alLumn [Topgnuce PacumppoBka NOONUCUK
[leuaTs
VlcrnoJIHUTEe b
TejedoH

dopma apxmMBHOI CNpaBKK

dopmart A4 (210 x 297)



consultantplus://offline/ref=89269B368C5649AA45A056D9A8E1DCBB093D2D815CD3544F9127F2796501C67DF4825BCF1AD2A9m7GCI

