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V1. IIpujao:keHus

. OBIIIME NMOJIOKEHUSA

1.1. Hacrosmue equnbie [IpaBuna opraHnu3anuu XpaHeHUs, KOMIUIEKTOBAHUS, yU€Ta U UCIIOIh30BaAHUS
nokymMmeHTOB ApxuBHOro ¢onma Poccuiickoit ®enepanmyii W JIpyrux apXuUBHBIX JTOKYMEHTOB B
TOCY/IapCTBEHHBIX U MYHUIIMIAIBHBIX apXHUBax, My3esX W OuOIMoTekax, opranm3anusx Poccuiickoit
akamemun Hayk (manee - IlpaBuma) paspa®oranbl B cooTBeTcTBHH ¢ DelepaabHbIM 3aKOHOM OT
22.10.2004Ne 125@3 "O6 apxuBHOM jeine B Poccuiickoii Deneparun” (CodpaHue 3aKOHOIATEILCTBA
Poccuiickoit ®eneparmu, 2004, Ne 43, cr. 4169) 1 pacnpocTpaHSIOTCS Ha TOCYIAapCTBEHHBIC U
MYHUIUTIATLHBIC apXUBBI, My3¢d U OMOIMOTEKH, OpraHu3anuu Poccuiickoil akagemun Hayk (apXuB
PAH, Hay4dHble apXuBbl PETMOHAIBHBIX OTJEIECHUM U Hay4HbIX IeHTpoB PAH, HayuHO-OTpacieBbie 1
MeMopHuanbHble apxuBbl PAH, ocymiecTBIsOMNE MOCTOSHHOE XpaHEHUE JOKYMEHTOB APXHUBHOTO
donga Poccuiickoii deneparun) (manee - apxuBbl), KOTOPhIE B COOTBETCTBHH C 3aKOHOATEIHCTBOM
Poccuiickoit ®enepanuu OCYHIECTBISIOT IMOCTOSHHOE XpaHEHHE TOKYMEHTOB ApXHMBHOTO (oHAA
Poccuiickoit @enepanun, a TaKKe BPEMEHHOE XpAaHEHUE APYTUX apXUBHBIX JOKYMEHTOB, MPUHATHIX
OT JINKBUJIMPOBAHHBIX OPTaHOB IOCYIAPCTBEHHOW BJIACTH, MHBIX TOCYIAPCTBEHHBIX OpraHoB (maiee -
rOCY/IapCTBEHHBIC OPTaHbl), OPraHOB MECTHOTO CAMOYIIPABJICHHSI U OpPraHU3aI[Hid.

1.2. loxymenTsl ApxuHoro (onma Poccuiickoit denepanuiii - apXuBHBIE JOKYMEHTHI, TIPOIIEIIINE
SKCHCPTU3Y HCHHOCTU HJOKYMCHTOB, IOCTAaBJICHHBIC Ha FOCYI[apCTBeHHBIﬁ YUYCT W HNOAJICIKAIINC
MOCTOSIHHOMY XPaHEHHIO.

1.3. IoKkyMeHTBI TI0 TUYHOMY COCTaBY, a TAK)KE apXUBHBIC JTOKYMEHTHI, CDOKH BPEMEHHOTO XPaHEHUS
KOTOPBIX HE UCTEKJIH, OTHOCATCSA K IPYTUM apXUBHBIM JTOKYMEHTAM.

1.4. TocynapcTBeHHbIE W MYHUIIMMNAIbHBIE My3€d € OHONHOTEKH, MYHHUIUIIAIBHBIC apXHBBI
PYKOBOJCTBYIOTCSI HacTOsIIUMHU [IpaBuiiaMu C y4eTOM CBOEro MpaBOBOTO CTAaTyca U OCOOCHHOCTEH
NEeSITeTTHHOCTH.

1.5. Opranuszanus XpaHeHHs, KOMIUIEKTOBaHMsI, yuyeTa U HCIOJIb30BAaHUS JOKYMEHTOB ApPXHUBHOIO
donga Poccuiickoit denepaniui W IpYyrux apXUBHBIX JOKYMEHTOB B (pelepaiabHBIX OpraHax
VCIIOJIHUTENIBHOM BJIACTU M OpPraHM3alMAX, OCYHIECTBIAIOMINX AETO3UTAPHOE XPAHEHHUE JIOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit denepanuu, peryimupyercss APYTUMH HOPMATHUBHBIMH TPAaBOBBIMU
aKTaMH.

1.6. ®opMbl Y4YEeTHBIX U HMHBIX JOKYMEHTOB apXHBOB, yIIOMHHaeMble B HacTosummx IlpaBummax u

OTCYTCTBYIOIIME B IPWIOKEHUAX K HHUM, YCTAaHABIMBAIOTCA CICHUAIBHO YIOTHOMOYEHHBIM
¢denepaabHBIM OpraHOM HCIIOJIHUTELHON BIACTH B c(hepe apXUBHOTO JIeIa.

A,



|1. OPTAHU3ALIAA XPAHEHUS JOKYMEHTOB APXUBHOI'O ®OHJIA POCCUHCKOM
OEJEPAIIMN U IPYTUX APXUBHBIX JOKYMEHTOB B APXHNBE

2.1. B apxuBe mokymeHThl ApxuBHOro ¢onaa Poccuiickoit @Penepanuu U Apyrue apxXvBHBIC
JTOKYMEHTBI OPraHU3yITCS [0 HCTOPUYECKM W/MIM JIOTMUYECKH CBSI3aHHBIM COBOKYITHOCTSIM -
apxuBHBIM (poHmam. [To OTHOWIEHHIO K HEKOTOPHIM BHJIAM ApPXUBHBIX JOKYMEHTOB JOIYCKAaeTCs HMX
HedonaoBas opranuzamys (cm. m. 2.10.).

2.1.1.Pa3HOBUIHOCTSIMU apXUBHOTO (POH/IA SBIISTFOTCSI:

apxXuBHBIH  (OHJI TrOCYyJapCTBEHHOIO OpraHa, OpraHa MECTHOTO  CaMOYIpaBJICHHS,
OpraHu3alliy, COCTOSAIIMM M3 0O0pa30BaBIIMXCS B IPOLECCE MX JAEATEIBHOCTU JIOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit denepanyu u Ipyrux apXuBHBIX JOKYMEHTOB;

00BbEeTMHEHHBIM apXUBHBIA (DOHII, COCTOSAIIMNA U3 00pa30BaBIIMXCS B MpoIecce ACATEIbHOCTH
JBYX WM 0oJiee OpraHu3alliid, a TakKe TpaxkaaH JOKyMEHTOB ApxuBHOTO (GoHma Poccuiickoi
denepalui U APYruxX apXUBHBIX JOKYMEHTOB, UMCIOIIUX MEXAy COOOW MCTOPUYECKU W/WiH
JIOTUYECKH 00YCIIOBJICHHBIC CBSI3H;

apXWBHBIN (OH JUYHOTO MPOUCXOKIACHUS (CEMbH, POJIa), COCTOSIINI U3 00pa30BaBIINXCSA B
Hpouecce KNU3HU U JCATCIIBHOCTU OTACJIBHOI'O rpaxcz[aHHHa, CEMbH, poz[a apXI/IBHBIX
JIOKYMEHTOB, BKJIFOUCHHBIX B cocTaB ApxuBHOTro Gonma Poccuiickoit deneparum.

K apxuBHOMY (OHAY NpHUpaBHHBAETCS COBOKYMHOCTH OTIENIBHBIX JIOKYMEHTOB ApPXHBHOrO (oHma
Poccuiickoit ®eneparuu u Ipyrux apXuBHBIX TOKYMEHTOB, 00pa30BaBIINXCS B ICATEIIBHOCTH Pa3HBIX
WCTOYHHKOB KOMIUICKTOBaHUsI apxuBa ((poHI000pa3zoBareneii), 0ObEAMHEHHBIX IO OIHOMY WIIU
HECKOJIbKUM  TMpH3HaKaM  (TeMaTHYeCKOMY,  HOMHHAJIbHOMY, OOBEKTHOMY,  aBTOPCKOMY,
XPOHOJIOTHYECKOMY U IpYTuM) (nasiee - apXuBHAsH KOJUICKIIUS).

2.2. Tlo cremeHu LEHHOCTH TOKyMeHTH ApxuBHoOro (ouma Poccuiickoit denepauuu nenstcs Ha
IIEHHBIC, 0CO00 IICHHBIC M YHUKAJIbHBIC.

2.2.1. Bce otHeceHHwie Kk coctaBy ApxuBHOro (ouna Poccuiickoii denmeparuu JOKYMEHTHI, BHE
3aBUCUMOCTH OT HUX HpOI/ICXO)K,Z[eHI/ISI, BHUJa HOCUTCIIA, CTCIICHU CereTHOCTI/I, MECTa XpaHeHI/ISI nu
(hopMBI COOCTBEHHOCTH, SIBIISIIOTCS [ICHHBIMH.

2.2.2. B cocraBe ApxuBHoro ¢ounaa Poccuiickoii ®eneparuu BBLACTSAIOTCS 0CO00 ILIEHHBIC
JOKYMEHTBI, UMEIOINE HEMPEXOAANIyI0 KyIbTYPHO-MCTOPHUYECKYI0 M HAy4HYIO LIEHHOCTH, 0COOYIO
Ba)XHOCTb JUIs OOIIECTBA M rOCYIapCcTBa M B OTHOIICHWH KOTOPBIX YCTaHABIUBACTCS OCOOBIN pEXUM
ydeTa, XpaHEeHHUs U MCIIOJIb30BaHMS.

2.2.3.B coctaBe 0c000 IIEHHBIX TOKYMEHTOB BBIICISIOTCS YHHKAIbHBIC TOKYMEHTBHI, HE WMEIOIIHE
cebe MOmOOHBIX MO cojepkaleiics B HuUX WHPopManmuu ¥ (WIKM) WX BHEIIHHM MpPU3HAKaM,
HEBOCITOJHUMBIC ITPH yTPaTe C TOUKH 3pEHHS UX 3HaucHus U (nim) aBrorpaduunoctu (cm. m. 3.7.4.).

2.2.4. ApxuBHbBIE JOKYMEHTHI BPEMEHHOI'O XpaHEHUS, UMEIOIIUECS B COCTaBe apXHUBHBIX (POHIOB, B
TOM 4YHCIE OT JIMKBUAMPOBAHHBIX OPIraHM3AalMM, MM NOCTYNMBIIMX B apXWBBl BCIEICTBUE
YpE3BBIYANHBIX OOCTOSATENBCTB, BBIICISIOTCS K YHUYTOXXCHHUIO B YCTAHOBJICHHOM MOpsAKE (CM. II.

5.3.2).



2.3.1lo xareropusM J0OCTyIa apXUBHBIE JOKYMEHTBI JIEJATCS Ha OTKPBIThIE, OTPAHUYCHHOTO JOCTYNa
U Ha XpaHsIHUecs Ha 0COOBIX YCIOBHSIX IOCTYNA K HUM.

2.3.1. OTKpBITBIMH SIBJISIOTCS BCE apXUBHBIE JOKYMEHTHI, JOCTYN K KOTOPHIM HE OTpaHWYCH B
COOTBETCTBUM C MEXAYHApOAHBIMU gorosopamu Poccuiickoit ®Penepauuu, 3aKOHOIATEILCTBOM
Poccuiickoit deneparnuu, a Tak’ke B COOTBETCTBHH C PACIOPsHKEHHUEM COOCTBEHHWKA WIIM BIIAJIEIIbIIA
APXUBHBIX JOKYMEHTOB, HAXOISIINXCS B YACTHOW COOCTBEHHOCTH.

2.3.2.K apXUBHBIM TOKyMEHTaM OTPAaHUYEHHOTO JOCTYIa OTHOCSATCS:

apXUBHbBIC JOKYMEHTBI, COAEPKAIIUE CBEICHUS, COCTABIIAIONINE TOCYIAPCTBEHHYIO TAlHY WIIH
VHBIE OXpaHseMbIE 3aKOHOaTeNbCTBOM Poccuiickor denepanuu TaiHbl;

apXHUBHBIEC JOKYMEHTHI, COACPIKAILUE CBEACHNS O JIUYHOU U CEMEHHOM TaliHe Tpa)<AaHuHa, €ro
YaCTHOM KM3HM, a TAKXKE CBEJICHUS, CO3JIal0IINe YIpO3y ero 0€30MacHOCTH;

apXMUBHBIC JTOKYMEHTBI, COOCTBEHHUKH WJIM BIAJCNIbI[BI KOTOPBIX, MepeaaBas MX B apXWB,
YCTaHOBWJIM B IOTOBOPE YCJIOBHUS JIOCTYIA K HUM U UX UCIIOIb30BAHMUS.

Joctym K  yKa3aHHBIM apXMBHBIM  JIOKYMEHTaM JI0 yTpaTbl HMMH CEKPETHOCTH  WJIU
KOH(UICHIIMATLHOCTH, a TAK)KE WX MCIIOJIH30BAHUE OCYIIECTBIIIOTCS B YCTAHOBICHHOM IOPSIIKE.

2.3.3. OrpanuuuBaeTcss JOCTYN K MOJJIMHHUKAM O0CO00 IIEHHBIX, B TOM YHCJIE YHHKAJIbHBIX
JIOKYMEHTOB, U K JOKyMeHTaM ApxuBHoro (onna Poccuiickoit denepanuu, Tpu3HaHHBIM B TIOPSIKE,
ycraHoBiaeHHOM 1. 2.11.7.1. macrosmmx [lpaBui, HaXOASIIMMUCA B HEYIOBICTBOPUTEIHLHOM
(U3UIECKOM COCTOSTHUH.

Y

DoHIUPOBAHME APXHUBHBIX JOKYMEHTOB

2.4. Pabora no ¢onaupoBaHuio (OmpeaeseHno, yTOUHEHHIO (GOHIOBOM MPUHAIEKHOCTH apXUBHBIX
JIOKYMEHTOB M XPOHOJIOTHYECKHX TPaHHIl ApXUBHBIX (OHIOB) OCYIIECTBISACTCS B HCTOYHHUKAX
KOMILUIEKTOBaHUsT apXxuBoB ((hoHmOOOpa3zoBaressix) B mporecce (OPMHPOBAaHUs Jed Ha OCHOBE
HOMEHKJIATYp JAed B 0TOOpa JOKYMEHTOB JUIA NEepeadyd Ha XpaHCHHWE B apXuB, a TAaKXKe B apXuBax -
Opy  ONUCAHWHM  TPHUHATHIX  HEYNOPSAOYCHHBIMH  apXUBHBIX  JOKYMEHTOB, TiepepaboTke
HEYIOBJICTBOPUTEIIEHO COCTABJICHHBIX OMKCEH, NMPH CO3JMaHUU OOBEAMHEHHBIX apXUBHBIX (OHIOB U
APXUBHBIX KOJUICKIIUN, UCTIPABICHUH OMIHOOK ()OHIUPOBAHHUS.

2.4.1.Onpenenenne HOHIOBON MPUHAIIEKHOCTH APXUBHBIX JTOKYMEHTOB 3aKIIOYAETCS B OTHECEHUH
WX K apXuBHOMY (DOHy COOTBETCTBYIOIIEro (poHI000pa30BaTEIIS.

ApXUBHBIC JOKYMCHTHI, SBISIOIIMECS BXOASAIIMMH, OTHOCATCS K apXUBHOMY (OHZY TOTO
donno00pazoBaresns, KOTOPHIA UX MOTYIHII.

ApXHBHBIC JOKYMEHTBI, SBJISIONIMECS MCXOMAIIMME KOMHSIMHU (OTITYCKaMH), OTHOCSITCS K apXUBHOMY
donIy TOro PoHI000pa30BaTENSI, KOTOPHIH SBISIETCS UX aBTOPOM.

ApXUBHBIE JIOKYMEHTHl BHYTPEHHETO OOpallleHUus OTHOCATCA K apXuBHOMY (OHIY TOrO
dhoHI000pa3oBaTENSI, B KOTOPOM OHU CO3JIaHHI.



2.4.2. B ciaydae peopraHu3allii WM JUKBUAALMN OpPraHU3allMM C Nepenadeil ee (yHKUUNH BHOBBb
CO3JJAaHHOW OpraHU3allM{, 3aKOHYCHHBIC IPOM3BOJICTBOM Jeja BKIIOYAIOTCS B APXUBHBIA (OHI
peopraHu3yeMoil Wid JIMKBUIUPOBAHHOM OpPraHM3alUU, a HE3aKOHYCHHBIC JIeNa, MepelaHHbIe IS
OKOHYaHMS TIPOU3BOJICTBOM OPTraHM3AaLUHU-TIPABONIPEEMHHKY, BKJIIOYAIOTCA B apXWBHBIA (HOHT
IOCIIEAHEMN.

N3 apxuBHOrO (hoHIA TUYHOTO MPOUCXOKIACHUS APXUBHBIE TOKYMEHTH OPTaHU3AIMHN BBIICISIOTCS U
MPUCOEAUHSIIOTCS K COOTBETCTBYIOIIEMY apXUBHOMY (DOHY IIPHU YCIOBUH, €CIH ATOT apXUBHBIN (HOH]T
HaxXOJIUTCA Ha XPAaHEHHWU B JAHHOM apXHWBE U apXUBHbIC JOKYMEHTHl OpPraHU3allUM HE CBSI3aHbI C
NEeSTeNIbHOCThIO TpakJaHMHa, OOpa30BaBIIETO0 apXUBHBIM (OHA JUYHOrO mpoucxoxaeHus. He
MOJITIEKAT BBIICTICHUIO U3 apXUBHOTO (DOH/IA TPaXKTAHUHA - PYKOBOJIUTENS M WICHA COOTBETCTBYIOIIUX
OOLIECTBEHHBIX OpraHU3alluii apXUBHBIE JOKYMEHTHI 3TUX OOILIECTBEHHBIX OPraHU3aLUH.

2.4.3.Enqunbiii apxuBHBIN (GOHJ C apXUBHBIMHU JOKYMEHTAMH OPTaHU3aIIUNA COCTABJISIOT:
apXHUBHBIC TOKYMEHTHI MPEICTAaBUTEILCTB U (DHIINAIIOB,;
APXUBHBIC NOKYMCHTBI COBCIIATCIIBHBIX OPraHOB, CO3JJaHHBIX ITPU OpFaHI/I?)aI_II/II/I;

apXUBHbIE JOKYMEHTHl BPEMEHHBIX aIMUHUCTpPAUWW OpraHu3alvy, HaXOASALIEHCS B CTaauu
0aHKpOTCTRA,

ApXUBHBIC JIOKYMEHTBHl CO3JaHHBIX TIPU OpraHU3allid MEPBUYHBIX  OOIIECTBEHHBIX
opranuzaiuii (3a uckmouenueMm opranmsanuii KIICC u BJIKCM), cyiiecTBOBaBIIUX [0
IPUHSTHS 3aKOHOJATeNbCTBA Poccuiickoit denepannu 06 00MIECTBEHHBIX 00bETUHEHUSX;

APXUBHBIC TOKYMCHTDBI HHKBHH&HHOHHOﬁ KOMHCCHUH OpPraHU3aIuH.

ApXHBHBIC JTOKYMEHTBI OOLICCTBEHHOW opraHu3anuu (mpo)CO3HOW H JIp.), CYIIECTBYIOIIEH mpu
OpPraHM3alliil C MOMEHTA PETUCTpPallMd S3TOH OOIIECTBEHHOW OpraHU3allid B COOTBETCTBHU C
3aKOHOJATeNbCTBOM  Poccuiickoit  ®@enepaunn 00 OOIIECTBEHHBIX OOBEAMHEHUSX, MPH UX
NOCTYIUICHNM Ha XpaHEHWE B apXUB COCTABISIIOT CaMOCTOSITEIBbHBIM AapXUBHBIA (QOHA wWin
NPUCOCTUHSIIOTCS K apXUBHOMY (DOHIIy COOTBETCTBYIOIIEH OpraHu3aiiu, o0pas3ys 0O0beIMHEHHBIN
apXUBHBIA (POHI.

2.5.00benvHeHHBIN apXUBHBINA (HOH POPMHUPYETCS U3 APXUBHBIX TOKYMEHTOB!

OpraHu3aliiii, OJHOPOAHBIX MO IIEJCBOMY Ha3HAYCHHIO M (YHKIMAM, ACHCTBYIOIIUX Ha
ONpeAeTICHHON TEPPUTOPUH;

PYKOBOJSIIETO OpraHa M MOAYMHEHHBIX €My OpTaHHM3allii, NEUCTBYIOIMNX HA OMPEISICHHON
TEPPUTOPUH;

opraHu3aIyii, 00beAMHEHHBIX 00BEKTOM JIEATEIbHOCTH,

MOCIIeI0BATENbHO CMEHSBILUX APYT Ipyra opraHusaiuii, ecim QyHKUHUU MpeAIecCTBEHHUKOB
MOJIHOCTBIO WJIM YACTUYHO MEePEAaBAIKCh U MEPEIatoTCs UX MPEEMHUKAM,

JBYX WM OoJiee apXUBHBIX (POHIOB JIUYHOTO MPOUCXOXKICHHS, €CIIU TPasKIaHe CBA3aHbI MEXTY
co0Oi  ONM3KUMH  POACTBEHHBIMH, TPOPECCUOHATIBHBIMH, TBOPUYECKUMH, JIEIOBBIMU
OTHOUICHUSIMU.



2.6. ApxuBHas KOJUIGKIHS TOCTYNMaeT B apXuB WM (OpMHpYEeTCS B apXuBE U3 OTACIBHBIX
pa3poO3HEHHBIX apPXHUBHBIX JOKYMEHTOB, UMEIOIINX MPU3HAKU OOITHOCTH. VICTOPHYECKHU CIIOKHUBIIASICS
apXWBHAas KOJUICKIHS, IOCTYMHUBINAS W3 JPYroro apxuBa, OT OpraHU3allid WIH TpaKIaHUHA,
nepe)OHTUPOBAHHIO HE TTO/IICIKHUT.

2.7. ApxuBHBIC TOKYMEHTHI, chOpMUpPOBaAHHBIC B apXUBHBIN (HOHI, 0OBETMHEHHBIH apXUBHBIN (HOH]T
WIH apXWBHYIO KOJUICKIUIO, TepeoHaupoBaHui0 He mnoanexar. [lepedoHnupoBaHrne apXUBHBIX
JOKYMEHTOB JIOITYCKAEeTCS B UCKITFOUUTENLHBIX CIy4asx, Mpu OOHApyKeHUH OMMOOK (HOHIMpOBAHMS,
3aTPyIHSIONINX MOUCK APXUBHBIX JOKYMEHTOB.

2.8. B 3aBucuMocTH OT BpeMeHH 00Opa30BaHUS U IPABOBOI'O CTaTyca MCTOYHHKA KOMILJICKTOBAHUS
(bonmooOpazoBarelisi) ero apXMBHbIC TOKYMEHTBI TIPUHUMAIOTCS B apXHMB WJIM KaK MPOJIOHKAIOIIASCS
4acTh YK€ UMEIOIIETroCs apXUBHOTO (OH/IA, MIIM KaK HOBBIM apXUBHBIN (OH]I.

2.8.1.B cBs3u ¢ npunaruem Koncrurynuu Poccuniickoit @eneparnuu B8 1993rony:

2.8.1.1 HOBBIC apXUBHBIC (POHJIBI COCTABIISIIOT APXUBHBIC TOKYMEHTHI:

OpraHoOB 3aKOHOJAaTeNbHOW BiacTu Poccuiickoir ®denepanun u cyObeKTOB Poccuiickoi
®denepauny;

OpraHoOB HCHOJIHHUTETbHON Biacth Poccuiickoit ®eneparuu u  pecnyOJuK B COCTaBe
Poccuiickoit @enepanuu;

rnaB (ryOepHaTopoB) KpaeB, o0JiacTeil, aBTOHOMHBIX OKpyroB Poccuiickoit denepanuu u ux
aIMUHUCTpAIUN;

OTpAcCJEBBIX OpPraHOB WCIOJHUTEILHON BIAcTH KpaeB, obOmactedt, MockBel u CaHKT-
[letepOypra, aBTOHOMHBIX OKpyroB Poccuiickoit ®@exepauuu, ecinu UX 3a4a4d M (QYyHKIHH
WU3MEHWINC;

opraHoB cyneOHoii Bnactu Poccuiickoit denepanuu;

OpraHOB MECTHOT'O CaMOYIIPABIICHHUS;

I'enepanbHol mpokypatypsl Poccutickon denepanuy;

Cuetnoit nanatel Poccuiickoit @enepanuy;

Llentpansuoro 6anka Poccuiickoit ®enepanuu (banka Poccun);

IlenTpanpHOI M30MpaTenpbHOM KoMuccuu Poccuiickoit denepariu, n30upaTeTbHbIX KOMUCCUI
OpPTraHOB TOCYIapCTBEHHOM BIacTH cyObekToB Poccuiickoii Deneparuu.

Jomnyckaercss QopmMupoBaHue OOBEIMHEHHBIX AapXUBHBIX (OHIOB U3 APXUBHBIX JOKYMEHTOB
U30MpaTeNbHBIX KOMUCCUHN TIO BEIOOpaM OPraHOB MECTHOT'O CAMOYITPABIICHHS;

2.8.1.2.equnble apXuBHBIC (POHIBI COCTABISAIOT ApXUBHbIE JOKYMEHTBI'
OTpacieBbIX YIPABICHUH U OTIENOB MCIOJIKOMOB COBETOB HAPOJHBIX [EMYyTaToOB Kpaes,

obmacteit, r. MockBel u T. Cankt-lIletepOypra, aBTOHOMHBIX OKpyroB PCD®CP wu
COOTBETCTBYIOIIIUX OTPACIEBBIX OPraHOB UCIIOJIHUTEIHHOU BIACTH KpaeB, obnactei, T. MockBa



u Cankr-IlerepOypr, aBTOHOMHBIX OKpyroB Poccuiickoit ®enepauuu, eciv HX 3alaud H
(GYHKIIMH OCTAIUCh 0€3 U3MCHEHMUS,

OpraHoOB Cy/IeOHOM BIACTH W MPOKYpATyp pecryOsuK, KpaeB, oonactei, rr. MockBa u CaHKT-
[leTepOypr, aBTOHOMHBIX OKPYroB, ropo/ioB 1 paitoHoB PCOCP u coOTBETCTBYIOIINX OPTaHOB
CcyneOHOM BJIAcTH M MPOKYpaTyp B pecmyOiukax, Kpasx, oomactsx, T. MockBsl U T. CaHKT-
[letepOypra, aBTOHOMHBIX OKpyrax Poccuiickoit denepanyu, MyHUIHMNAIBHBIX paiOHAX H
TOPOJICKHX OKpYyTax;

MNPEACTABUTCIIBHOIO MW HWCHOJHUTCIBHO-PACIIOPAAUTCIIBHOIO OPraHoB MYHHIHUIIAJIBHOI'O
ITOCCIJICHHA.

2.8.2.B cBsa3u ¢ mpeobpa3zoBaHuEM MYHHUIUITAIBHBIX 00pa3oBaHuil (MX 00bEIUHEHHEM, Pa3IeiICHUEM,
a TaKXC HU3MCHCHHUCM CTaryca TOpOACKOIo HOCGHGHHH) HOBBIC AaPXHBHBIC q)OH,Z[BI COCTAaBJIAOT
apXWBHBIC TOKYMEHTHI CO3JJAHHBIX OPTaHOB MECTHOTO CAMOYIIPaBJICHHUSI.

W3MeHeHre rpaHul] MyHUIMNAIbHBIX 00pa30BaHUN HE SIBISIETCS OCHOBAaHUEM JIJISl CO3JIaHUSI HOBBIX
ApXUBHBIX  (OHJOB U3  ApPXUBHBIX JOKYMEHTOB COOTBETCTBYIOIIMX OPraHOB  MECTHOTO
CaMOYIpaBJICHUS.

2.8.3.Ilpu peopranu3anuu opraHu3aii HOBbIC apXUBHBIC (POHIBI CO3AAIOTCS B CIydasX:
U3MEHEHHUS 1eJIEBOT0 Ha3HAUYCHUSs, MPOMUIIS eI TeIbHOCTH U (YHKLIUI OpraHu3aluy,

npeoOpa3oBaHusl OpraHM3alUU € U3MEHEHHEeM (OpMbI COOCTBEHHOCTH HMYIIECTBA
opraHu3anuy (IpUBaTHU3aIKs, aKIIHOHUPOBAaHHE, HAIIMOHATIM3ALMS U T.I1.).

N3 apxuBHBIX JOKYMEHTOB TOCYJAPCTBEHHON WM MYHUIHMNAIBHON OpraHu3aluy, MOJBEPTIICHCs
npeoOpa3oBaHUI0 C U3MEHEHHEM (OpMBI COOCTBEHHOCTH HWMYIIECTBA OpraHU3allid, U apXHUBHBIX
JOKYMCHTOB BHOBb BO3HHKIICH opranu3anuu(ii)-mpaBornpeeMHnka(oB) momyckaeTcs (GopMUpOBaHHE
00BEIMHEHHOTO apXUBHOTO (OHAA B Cilyyae Mepeiayd apXUBHBIX JOKYMEHTOB OpraHu3aunuu(i)-
npaBopeeMHNUKa(0B) B TOCY/IapCTBECHHYIO WIIM MYHHIIUTIATBHYIO COOCTBEHHOCTb.

2.8.4.He sBnsieTcss OCHOBAaHHEM JJISl CO3JJaHHsI HOBOT'O apXHUBHOTO (poHja:

paclIMpeHue WM CYXCHHE TEepPPUTOPHAIBHBIX TPAaHUI] MAEATENbHOCTH WM (QYHKIUI
OpraHu3anuy,

BBIICJICHUE W3 OPraHM3allMM OJHOM WM HECKOJIBKMX HOBBIX OpraHM3alUil C Iepenadesl um
OTJENBHBIX (PYHKIMI TepBOI OpraHu3aluy,

U3MECHEHUE IOJAYMHEHHOCTU OpPraHU3allvM, €€ CTPYKTYpbI, INEPEHMMEHOBAHUE WM BHECEHUE
U3MEHEHM B Ha3BaHME, HE COMPOBOXKIAIOIINEC U3MEHEHUEM MTEPBOHAYAIBHBIX (DYHKIINH;

cMeHa yupeaurtens(eit) opranuzanuu, 6e3 n3MeHeHus! popMbl COOCTBEHHOCTH HMYIIECTBA ITON
OpTaHM3aLIH.

2.8.5. ApxuBHBIC JOKYMEHTHl OpraHW3aIli{, TMPEKPATUBIICH CBOIO JEATEIBHOCTh BCIICICTBHE
JUKBUJIAIUU, B TOM YHCJIE 0 MPUYMHE YPE3BBIYANHBIX OOCTOSTENBCTB UM CTUXUUHBIX OCICTBUH, a

3aTeéM BOCCTAHOBJICHHOW C TEMH K€ (YHKLHUSMHU, COCTABIISIIOT €MHbII apXUBHBINA (OH].

2.8.6.XpOoHOJIOrMYeCKUMHU TPAaHUIIAMU apXUBHOTO (POH/IA SBIISIOTCA:



apxuBHOTO (OHIA TOCYJapCTBEHHOTO OpraHa, oOpraHa MECTHOTO CaMOYIpaBJICHHUS,
OpraHu3alliil - YCTaHaBIMBAaeMble Ha OCHOBE HOPMATHBHBIX aKTOB O(QUIMAIbHBIE JAaThl UX
oOpazoBanus (perucrpanuu) v JTUKBUAAUUH. [Ipn HaIMYMKM HECKOJBKUX HOPMATHBHBIX aKTOB
3a Jary o0pa3oBaHMs TOCYJapCTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIIPaBJIEHMUS,
OpraHu3aly MIPUHUMAETCA AaTa HauboJjiee paHHEero U3 HUX;

00BEMHEHHOT0 apXUBHOTO (hOoHIA - JaThl oOpa3oBaHus (perucrpanuu) Haunbojee paHHEH U
JUKBHJANMU HanOoyiee TO3AHEH 1O BPEMEHH MAEATCIBHOCTH OpraHU3aluil, TOKYMEHTHI
KOTOPBIX BOIILIH B COCTaB O0OBEIMHEHHOTO apXUBHOTO (DOH/A;

apXUBHOTO (DOH/IA TUIHOTO MTPOUCXOKACHHUS - TAThl POXKIACHHS M CMEPTHU TpaKTaHWHA, YJICHOB
ceMbH WK poja (o aHaJIOTuu ¢ 00bEAMHEHHBIM apXUBHBIM (DOHIOM);

ApXUBHOW KOJUIEKIIUH - JAThl CAMOTO PAHHETO U CaMOr'0 MO3IHETO JOKYMEHTA.

XpOHOJIOTHUECKUE TPAHUIBI apXUBHOrO (OHAA MOTYT HE COBMAgaTh C KpallHUMU JaTaMmu
COCTABJISIOLIUX €70 aPXUBHBIX JOKYMEHTOB!

B (OHIIEe TOCYAapCTBEHHOTO OpraHa, opraHa MECTHOI'O CaMOYMpaBl€HUsS, OpraHu3aluu - B
CBSI3U C BO3MOXXKHBIM OTCYTCTBHEM apXUBHBIX JJOKYMEHTOB HAa4aJbHOTO W/ 3aBEPIIAIOIIETO
9TamloB JESATENbHOCTH TOCYJapCTBEHHOIO OpraHa, oOpraHa MECTHOTO CaMOYIIPaBIICHUS,
OpraHu3aliiy, BKJIIOUYEHHEM B cocTaB (QoHAa Ooyiee paHHUX AapPXUBHBIX JOKYMEHTOB,
nepeJaHHbIX JJIsl 3aBEpIICHUs MPOU3BOJCTBOM Jieja MPEAIIeCTBEHHUKOM TOCYJapCTBEHHOTO
OpraHa, opraHa MECTHOIO CaMOYIIpaBJIEHMsI, OpraHU3aluy,

B (DOH/IE JTMYHOTIO MPOUCXOXKICHHUS - 32 CUET JOKYMEHTOB, CBS3aHHBIX C OTKIMKAaMH Ha CMEPTh
rpakJaHHHA, POBEICHHEM NaMATHO-IO0MICHHBIX MEPOIIPUSATHHA U JIp.

Opranun3anus apXuBHBIX JOKYMEHTOB B Ipe/iesiax apXuBHOIo poHAa
2.9.B npezaenax apXxuBHOTO (POHAA APXUBHBIC TOKYMEHTHI OPraHU3YIOTCS 0 €ANHUIIAM XPaHECHHUS.

EnuHMIBI XpaHEHUS! CHCTEMaTH3UPYIOTCSI COTIIACHO CXEME CHCTEMATH3allMy apXUBHBIX JOKYMEHTOB B
apX1BHOM (OHJIE.

2.9.1.Cxema cucteMaTH3aIMH1 apXUBHBIX JTOKYMEHTOB B apXUBHOM (DOHJIE SBISIETCS OCHOBAHUEM IS
BHYTpPCHHEH OpraHW3aliM eAWHHI] XPaHCHUs apXWBHOTO (DOHIA M 3aKpEIUIIeTCs] ONHCHIO (OMUCIMHM)
JeJ1, JOKYMEHTOB.

Cucremaruzanysi €IMHUI] XpaHCHUS B IpeneliaXx apxuBHOro (oHIa mo pasznenam (moapaszienam)
CXEMBI CUCTEMATHU3ALUH IIPOBOJUTCS C YYETOM OJHOI'O WJIM HECKOJIBKHUX CIEAYIOIIHUX IIPU3HAKOB!

CTPYKTYpHOTO (B COOTBETCTBUHM C TPHUHAJICKHOCTHIO CIUHHI[ XPAHCHUS K CTPYKTYPHBIM
MIOIpa3/ICIICHUSAM);

XpoHOJIOrnYeckoro (Mo meproaaM MM JaTaM, K KOTOPBIM OTHOCSTCS €AMHUIBI XPaHEHHUS);
(YHKIIMOHATIBLHOTO, OTPACJIEBOT0, TEMATHYECKOTO, MPEIMETHO-BOIPOCHOTO (C  yd4eTom

GyHKIMHA OpraHu3alMi, TEM WIH BOIMPOCOB, KOTOPHIX KacaeTcsi COAEP)KaHUE CIAMHHUIL
XpaHCHHUS);



HOMHUHAJIBHOTO (10 JIEIONPOU3BOACTBEHHOW (POpPME - BHJIAaM U Pa3HOBUIHOCTSIM JJOKYMEHTOB);

KOpPPECIOHIEHTCKOro (0 OpraHW3alusM W JIUIaM, B pPe3yJbTaTe MEPENHCKA C KOTOPHIMHU
00pa30BaIKCh CMHULIBI XPAaHECHUS);

reorpaguueckoro (B COOTBETCTBUH C OMNPEICICHHBIMH TEPPUTOPUSIMU, HACCICHHBIMU
NyHKTAaMH W JPYTUMH TeorpaduyecKuMu OOBEKTaMH, ¢ KOTOPBIMH CBS3aHO COJIEp:KaHUE
JIOKYMEHTOB, UX aBTOPbI, KOPPECTIOHICHTHI);

aBTOpPCKOTrO (10 HAa3BaHWSIM OpTaHH3AUW MM (HaMHIHSIM JIUL, KOTOPBIC SBISIOTCS aBTOPaMHU
JIOKYMCHTOB).

[Ipy cucremaTuzanuyu €AWHUI XPAHEHUA ayJIHOBU3YAJIbHOM M AJIEKTPOHHOM JOKYMEHTAIlMU
JOTIOTHUTEITFHO UCTIONIB3YETCSI OObEKTHBIN M (JOPMATHBIN PU3HAKH.

EnuHunpsl XpaHeHUs TPYNIHUPYIOTCS IIOCIENOBATENbHO 10 MpH3HAKaM, IPUMEHEHHE KOTOPBIX
SBJISIeTCSl HauOoJee IeJIecoo0pa3sHbIM IS BCEX WIJIM OTACNBHBIX TPYII apXUBHBIX JOKYMEHTOB
apXUBHOTO (OHTA.

JIOKyMEHTHI TI0 JTMYHOMY COCTaBy, a TaK)Ke HAyYHO-TEXHMYECKHE TOKYMEHTHI B apXMBHBIX (OHIAX
HAYYHO-MCCIIEJOBATEIbCKUX OpraHu3allfii, pPYKONHCH B U3AATENbCTBAX, HCTOpUU OoOJe3Held B
MEIUIMHCKIX OpPTaHU3alMAX, aKThl HPOBEPOK B (OHAAX KOHTPOJIFHBIX OPraHOB BBIJCISIOTCS B
0c00BI€ TPYIIIBI U CUCTEMATU3HPYIOTCS 000COOIEHHO.

ApXUBHBIE TOKYMEHTBI apXUBHOTO (JOHIA CEMBH, POJa CUCTEMATU3UPYIOTCS BHAYAJIE MO OTACIbHBIM
rpakJaHaM, JOKYMEHThI KaXJI0ro rpakJJaHWHa - 10 pa3/ieslaM CXeMbl cucTeMaTu3auuu. B apxuBHOM
¢doHIe ceMbU Ha TIEPBOE MECTO BBIHOCSTCS apXUBHBIC JOKYMEHTHI HanOO0JIee U3BECTHOTO IPaXKTaHUHA,
3aTeM - apXUBHbIE JOKYMEHTHI WICHOB CEMbU B MOPSAKE CTENEHU pojacTBa. B apxuBHOM doHzIe poaa
apXUBHBIE JIOKYMEHTBHI PacrlojlaraloTcs B MOPSJIKE T'€HEAIOrMYeCKOM MOCIeq0BaTEIbHOCTH, MPUYEM
apXMBHBIC TOKYMEHTBI, OTHOCSIIHECS KO BCeMy poay (reHealornvyeckue TaOJUIbl, HMYIIECTBEHHO-
XO3SICTBEHHBIE IOKYMEHTBI) TOMEIIAIOTCS B HayasIe.

Enuaunel  XpaHeHWs, BKJIIOYCHHBIE B OOBCIMHEHHBIM apXWBHBIH (OHJ, pACIONAraroTcs IO
3HAUUMOCTH (HOHI000pa3oBaTENCH, MO XPOHOJOTUHM WX CO3JaHHs, Mo andaBuTy Ha3zBaHwid. [is
ApXUBHBIX (DOH/IOB OJTHOTHITHBIX OpTraHU3aIMi HCIIONB3yeTCs 00IIas cxeMa CHCTeMAaTHU3alliH.

B nmpenmenax apXuBHOW KOJUICKIMM AapXHMBHBIC JOKYMEHTHI OJHOrO BuAa (Pa3sHOBHIHOCTH)
IPYNIUPYIOTCS IO aBTOPCKOMY NMPU3HAKY C PACMOIOKEHHEM TPYII €AUHUIL] XpaHEHUS B aln(aBUTHOM
MOpsIIKE Ha3BaHWH OpraHM3anuid Wik (GaMuinil rpaxnaH. B mpegemax apXuWBHOW KOJUICKIIWH,
CO3JJaHHOM 0 TEMaTU4YECKOMY IPU3HAKY, TPYIIUPOBKA APXUBHBIX JOKYMEHTOB IIPOBOJUTCS II0
TEMaM WJIM BOIIPOCAM, PACIIOJIOKEHHBIM B TIOPSJIKE MX 3HAYUMOCTH WU XPOHOJIOTHH.

B cootBercTBUM €O cXeMOH cUCTeMaTH3allMM €IWHULBI XpaHEHHs TPYNNUPYIOTCS B CIEAYIOIIEM
NOpsI/IKE:

€AMHMLIBI XpPAaHEHUS! OTHOCSTCS K TOMY TOAY, B KOTOPOM OHM HayaTbl IPOM3BOJCTBOM, UJIH B
KOTOPOM TIOCTYIWJIM B JaHHYIO OpraHu3aiuio (CTpyKTypHOE MOApasieiieHue) Hu3 Ipyroi
opraHu3anuu (CTPYKTYPHOTO MOIpa3AeICHuUs) sl MPOI0IKEHUS TPOU3BOICTRA;

CAWHNIBI XpaHCHUA, COACPKAIINEC IIJIaHbI, OTYETBI, CMCTBI U MaTCpHUajIbl K HUM OTHOCATCA K
TOMY Troay, Ha KOTOpBIfI nin 3a KOTOpBIfI OHHM COCTaBJICHBI, HC3aBUCHMMO OT J4aTbl HX



COCTAaBJICHUS; IOJITOCPOYHBIE TUIAHBI OTHOCSTCS. K HAYAJIbHOMY TOJly UX JACHCTBHUS, a OTYETHI 32
9TH TOJIBI - K MOCTEAHEMY IOy OTYETHOTO TIEPHO/IA;

CMHMIIBI XPaHCHHsI, HAYaThie MPOW3BOJCTBOM B OJHOM IOAPA3JICIICHUHA W TICpEIaHHbBIC IS
MPOJIOJHKCHUSI B IPYroe MOJApa3IeeHne, OTHOCATCS K TOMY MOJpa3AeieHUI0, B KOTOPOM OHU
OBUIH 3aKOHYEHBI,

B IIpefenax roia Wiy XPOHOJIOTMYECKOIo IepuoAa €IWHMIBI XPaHEHMS pacliojararoTcs Io
3HAYUMOCTH (YHKIUH oOpraHuM3anuu (WM - B TOPSJAKE 3HAYAMOCTH U JIOTHYCCKOM

B3aHMOCBSI3H BHJIOB U Pa3HOBUIHOCTEH TOKYMEHTOB);

eMHMIIBI XPAaHESHUSI, TIPEIICTABIISIIOIINE COOOM JIMYHBIE JeNia, CUCTEMATH3UPYIOTCS MO TojaM
YBOJIbHEHUS U an(aBUTy haMUTUH.

[pynmbl enuHHUIl XpaHCHUs B TpenesiaXx IMOCAeIHUX (3aBEepIIArOIInX) CTYNCHEH CHUCTeMaTH3alin
pacrpeaensoTcs M0 UX 3HAYMMOCTH UITU XPOHOJIOTHH.

A,

Hedonnosas opranusanust apxXuBHbIX JOKYMEHTOB

2.10. HeonpmoBast opranu3zaiusi apXuBHBIX JOKYMEHTOB - OPraHM3alUsl CO3/IaHHBIX B JEATEIbHOCTH
Pa3IMYHBIX MCTOYHUKOB KOMILICKTOBAHHUS ayJAMOBHU3YaJbHBIX JOKYMEHTOB (KWHO-, (hoTO-, POHO- M
BHUJICOJIOKYMEHTOB) 0 WX BHJAaM, OJHOMY WM HECKOJBKUM BHEIIHMM IpU3HAKaM (IIBETHOCTH,
Marepualry HOCUTENst ”HPOpMaIuH, ero popMaTy, CUCTEMe 3alicy 3ByKOBOW MH(OpMALIUK U JIp.).

KuHOOKYMEHTBI ¥ BUACOAOKYMEHTHI CHUCTEMATH3UPYIOTCS 1O BUIaM - (UIBMBI, CIEUBHITYCKH,
KUHOXKYPHAJIbI, OTIEIbHBIE KUHO- M TEJECIOKEThl Pa3JIMYHOM IBETHOCTU. Ha KHHOJOKYMEHTHI U
BHJICOJIOKYMEHTBI ONPEIECIICHHOr0 BUIA COCTABIISIETCS OTIEIbHAS OMUChH.

DOTOJOKYMEHTHl CUCTEMATU3UPYIOTCS 110 BUAAM - HETATUBBI PA3JIMYHON LBETHOCTH M pPa3Mepa,
crnaiapl  (QMamoO3WUTHBBI) PpA3IMYHON IIBETHOCTH; TIO3UTHUBBI, (OTOOTIEYATKH; (HOTOATEOOMEL;
mraduinbmbl. Ha (0oTOI0KYMEHTHI OITpeIeIEHHOTO BUIA COCTABIISACTCS OT/ACIbHAS OMHUCH.

@DOHOTOKYMEHTHI CHCTEMATU3UPYIOTCS 110 BUAM 3aliCH 3ByKOBOH MH(popManuu - poHorpaduyeckas,
rpaMmmo(oHHAsA, [MOPUHO(OHHAS, ONTHYECKas, MarHuTHas, JazepHad. Ha (¢HOHOTOKYMEHTHI
OIIPEIETICHHOTO BH/IA 3aITUCH COCTABIISIETCS OTJCNbHAS OUCH.

DJEeKTPOHHBIC TOKYMEHTBI CHCTEMATHU3UPYIOTCS MO BHJIAM HOCHTENed WHpopMarmu (MarHUTHbIC

JICHTBI, JIA3CPHLIC MU KCCTKUC JUCKHU, KOMIIAKT-IUCKH, I[I/ICKGTBI); BHYTPpU BHIOB - IIO (bopMaTaM
npeaAcTaBIeHUS HHGOPMAIINH, U JTaJiee - TI0 XapakTepy 3ahuKcupoBaHHON HHGOPMAITIH.

Y

OobecneyeHue COXPAaHHOCTH APXUBHBIX JOKYMEHTOB

2.11. KoMmIieke MEpOnpHsATHH 10 CO3[aHWI0 HOPMATHUBHBIX YCJIOBHM, COOIIOJEHHUIO HOPMATHUBHBIX
PSKMMOB M HQJICKAIICH OpTaHW3aIllMM XPaHCHHS apXUBHBIX JOKYMEHTOB, HCKIIOYAIOIIUX X
XHIIEHUE M yTpaTy U 00ecreYnBAIONUX MOJAep)KaHHEe UX B HOPMAIbHOM (DPU3UYECKOM COCTOSTHHH,
o0ecreurBaeT COXpaHHOCTh APXUBHBIX IOKYMEHTOB B apXHBE.

Y



OobecneyeHHe HOPMATUBHBIX YCJIOBU XPAHEHUS aPXUBHBIX IOKYMEHTOB
2.11.1 HopMaTuBHBIE YCIOBHS XpaHEHUS apXUBHBIX JTOKYMEHTOB 00€CIIEUYNBAIOTCSI:
CTPOUTENICTBOM, PEKOHCTPYKIIMEH 1 PEMOHTOM 3JaHHI apXUBOB;
CO3JJaHMEM ONTHMAIBHBIX (HOPMATHUBHBIX) MPOTHUBOIOXKAPHOTO, OXPAHHOIO, TEMIIEpaTypHO-
BJIQXKHOCTHOT'O, CBETOBOTO M CAHUTAPHO-TUTUEHNMYECKOTO PEKUMOB B 3JaHUM U MOMEIICHUSIX

apXuBa,;

MPUMCHCHUCM CICHHUAJIBHBIX CPCACTB XPAHCHUA U MNCPCMCIICHUSA APXUBHBIX IOOKYMCHTOB
(cTemmaxwu, mkadsl, celibl, KOPOOKH, TMAMKH U JP.).

Y

TpeOoBaHusl K 31aHUSIM U IOMEIIEHUSIM apXUBa

2.11.1.1. ApxuB pa3MelIaeTcss B CIENUAIbHO MOCTPOCHHOM(BIX) MM MPHCIOCOOIeHHOM(BIX) ISt
XpaHEHUSI ~ apXMBHBIX  JIOKYMEHTOB  3[aHWM(SX) WIM  OTACIBHBIX  I[MOMEIICHUSX  3JaHus,
yIaneHHOM(BIX)OT OMACHBIX B TMOXAPHOM OTHOIICHUH O0BEKTOB (He()TeXpaHWIHIA, OCH30KOIOHKH,
ABTOCTOSTHKM, TapaXd M T.II.) M MPOMBINLIICHHBIX OOBEKTOB, 3arps3HSIONINX BO3IyX (arpeccHBHbIC
ra3bl, HEMCHTHAaA IIbLJIb U T.H.). HpI/IFOI[HOCTB MCCTOPACIIOJIOKCHUS apXHUBa ONPCACIACTCA C YyUCTOM
3AKJTIOYEHHHN CITYKOBI TIOKAPHON OXPAHbI M CAHAIHAEMCTAHIIUK O CTETIEHH 3arPSI3HEHHOCTH BO3/IyXa.

CTpouTenbCTBO U PEKOHCTPYKLMS 3AaHHUS apXUBA MPOU3BOJAATCS B COOTBETCTBUU C HOPMAaTHUBHBIMHU
IIPaBOBBIMH aKTaMH, COJCPXKAIIUMH TpeOOBaHUS K OOBEKTaM TEXHMYECKOTO pPEryJupOBaHHS U
IIPOEKTHOM JOKYMEHTAlWEH, COIIaCOBAHHOM C COOTBETCTBYIOIIMM YIOJHOMOYEHHBIM OpPTraHOM
UCTIOJIHUTENIbHOW BJIAacTH B chepe apXUBHOTO JeTa.

3naHue apxWBa TPEACTABISCT COOOW KOMIUIEKC OCHOBHBIX W BCIIOMOTATENbHBIX MOMEIIECHUH,
MpeIHA3HAYEHHBIX IS BBIMOJHEHMS 3a/lad apXuBa IO XPaHEHHIO, 00pabdOTKe, HCIOJIb30BAHHIO
ApPXUBHBIX JIOKYMEHTOB U 3a/lad aJIMUHUCTPATUBHO-XO3SHCTBEHHOTO, TEXHUYECKOTO, OBITOBOTO
XapakTepa, 0TBeYaTh TPEOOBAHKAM PAIIMOHATLHON TIAHUPOBKH TTOMEIIICHHH.

Cocras, pacrnonioxxeHue, 000pyoBaHHE MOMEIIEHUH OCHOBHOTO HAa3HAYEHHS JOJKHBI 00€CIeurBaTh
COXpaHHOCTh apXWBHBIX JJOKYMEHTOB Ha BCEX ydacTkKax pabOThl ¢ HMMH, COOJIOACHUE TpeOOBaHMN
TEXHOJOTUH PadOoT, OXpaHbI TPY/Ia, TEXHUKH OE30MAaCHOCTH U MPOU3BOJACTBEHHON CaHUTAPUH, a TAKKE
palroHaIbFHOE B3aUMOJICHCTBHE TOJpa3aelieHuit apxuBa. K MOMemeHnsM OCHOBHOTO Ha3HAUYCHWSI
OTHOCSITCS:

ApXUBOXPaHWINIIA,

paboure nmomenieHus paboTHUKOB apXHBa,

MOMCLICHUS AJIA IIpUEMa U BpEMCHHOI'O XpaHCHU A, aKKIIMMaTHU3allud apXUBHBIX JOKYMCHTOB,

MOMEIICHUS IS  HM30JALMH, Je3WH(PEKIMH ¢ JIC3WHCEKIIMH TOPAKEHHBIX apXHBHBIX
JIOKYMEHTOB,

IIOMCIICHUA AJIA O6€CHBIJ'II/IB3HI/I$I, nepenjiera U peCTaBpaliuu apXuBHBIX TOKYMCHTOB,



NIOMEIICHUsT JUISI KONHMPOBAHMS M PECTaBpallMd apXUBHBIX JTOKYMEHTOB (MHKpO-, KCepo-,
dorokormupoBanus, (oTropecTaBpallii H T.I.), O0OpaOOTKH IJICHKH H IPOBEIACHUS
TCXHUYCCKOTO KOHTPOJIA ayJHOBU3YyaAJIbHBIX I[OKyMeHTOB;

NOMCIICHUA IJIA XpaHCHUA YUCTHBIX JOKYMCHTOB,

KOMILIEKC YUTAIBHOTO 3ajia (C yyaCcTKaMH BBIJAYM I M CIPAaBOYHO-TIOMCKOBBIX CPEICTB,
BPEMECHHBIM XPAHUIIUIIIEM);

HaY4YHO-CIIpaBOYHasl OMOINOTEKA;
METOINYECKUI KaOUHET;
BBICTaBOYHBIN 3al.

Pa3zmMemienue apxuBa B NPUCIIOCOOJICHHBIX 3/IaHUSX M IMOMELIEHUAX NPOU3BOAUTCS B YCTAHOBIEHHOM
NOPSKE TOCJE NMPOBEACHUS MX IKCIEPTHU3bl. DKCIEPTHU3a YCTAHABIMBAET CTENEHb OTHECTOMKOCTHU
3aHUs, JOJTOBEYHOCTh €r0 OCHOBHBIX KOHCTPYKUMH M IIPOYHOCTh MEKITaXKHBIX IEPEKPBITHH C
y4eTOM TOTCHIUAIBHBIX HArpy30K, COCTOSHHME ITOMEIICHWH 37aHus (MIO3TaXKHBIX, IOJBAIBHBIX,
YepJayHbIX), HAJIMYUE W COCTOSHHE OTONHTENBHBIX W BEHTHISIIMOHHBIX CHUCTEM. OKCIIEPTH3a
IIPOBOJUTCA IPEACTABUTEIIAMU apXHMBa, II0KAPHBIX, OXPAHHBIX, CTPOUTEIBHBIX, CAHUTAPHO-
SMUAEMHUOJIOTMYECKUX U IPYTUX CHEIHUATIbHBIX CIyK0. [1o nToram skcnepTusbl COCTaBIsAETCS akT.

He nomyckaercsi pa3mellieHue apxuBa B BETXHUX CTPOEHHUSX, JEPEBSIHHBIX MOCTPOWKaX, 3AAHUSX C
CBIPBIMUA OCHOBHBIMH, MTOABAILHBIME, YEPJAYHBIMU TIOMEIICHHUSIMH, IEYHBIM OTOTUICHUEM.

[IpenHa3HaueHHBIC UIS XpaHEHUSI apXUBHBIX JOKYMEHTOB MOMEIIECHHUS B MPHUCIIOCOOICHHBIX 3IaHUSIX
JIOJDKHBI  OBITH M30JIMPOBAaHBI OT OCTAJBHBIX TMOMEIICHUN 37maHus. He momyckaercs pasmenieHue
APXUBHBIX JOKyMEHTOB B IOMEIICHUSAX 3JaHUs, 3aHATOrO CIy>KOamMH OOIIECTBEHHOTO MHUTAaHWUS,
MUIIEBBIMU CKJIAJIAMU, OPTaHU3ALMUSIMH, XPAHAIINMHU MMOXKAPOOMACHbIE U arpeCCUBHBIE BEIIECTBA WIIU
MPUMEHSIOIIMMHU MOKaPOONACHBIE 1 XUMUUECKUE TEXHOIOTHH.

Y

TpeOoBaHus K apXUBOXPAHUITHIILY

2.11.1.2. ApXuBOXpaHWIHINE JODKHO OBITh MaKCHMaJbHO YAQJIEHO OT JIaDOpaTOPHBIX,
IMPONU3BOACTBCHHBIX, 6I>ITOBI>IX HOMGH_IGHI/Iﬁ apxuBa U HC UMCTb O6H_II/IX C HUMHU BCHTUHIIALIMOHHBIX
KaHAJIOB. APXUBOXPAHWIHIIE OTIENISETCS OT COCEIHUX MOMEIICHUH apXruBa HECTOPACMBIMH CTCHAMU
U IIEPEKPBITUSAMU C IpelelaMd OTHECTOMKOCTM HE MEHee [BYX 4acoB. B apXxuBoxpaHWIuIEe He
JIOITyCKAaeTCsl MPOKJIaaka TPyO BOJOCHAOKEHHsSI M KaHAIM3allUH, TEXHOJOTUYECKHE WM OBITOBBIC
BBIBOJIbI BOJIBI.

[Ipyn TpoeKTUpPOBaHUU pa3MEIICHHS] APXUBOXPAHWIIUINA B CHEIUAIBHOM WIH TMPUCIOCOOICHHOM
3[aHUU TpeanodTeHre (P PaBHBIX TEIUIOBBIX XapaKTEPUCTUKAX) OTAACTCS MOMEIICHHUSM C CEBEPHOU
OPUEHTALIMEN OKOH.

Martepuansl TOKPBITUS CTEH, I0JIOB, IOTOJIKOB, BHYTPEHHEH apMmaTypbl apXWBOXPaHMWIUIIA,
MPUMEHSIEMbIE TIPU HU3TOTOBICHUM OOOPYIOBaHUS M CPEICTB XpPAaHEHHS ApXUBHBIX JOKYMEHTOB, HE
JOJIKHBI COOMPATH MbLIb, OBITh €€ MCTOYHUKOM HJIM BBIIESATH arpeCCUBHBIE XUMUYECKUE BEILIECTBA.



ApXI/IBOXpaHI/IJII/IH_Ie JOOJDKHO HMETHh GCTGCTBGHHyIO NJin I/ICKyCCTBeHHYIO BCHTHUJIIALINTO. CI/ICTGMI:I
KOHJIUITMOHUPOBAHMS JIOJDKHBI OOECIeYMBaTh PEIHUPKYJSAIUIO BO3AyXa C KPaTHOCThIO OOMeHa 2-3,
CTa6I/IJ'H>HOCTI> TeMHepaTypHO-BJIa)KHOCTHOI‘O pemHMa, O‘II/ICTKy B03;[yxa OT IIbIJIM U arpecanHHx
pUMeceH, a TaK)Ke OTBEYaTh COBPEMEHHBIM TPEOOBAHUSAM KOMIAKTHOCTH U SKOHOMUYHOCTH.

BricoTa apXHMBOXpaHMIIUIIA 3aBHCUT OT TEXHOJOTHYECKOTO 000PYAOBAaHHUS, IPUHSATOTO JIUIS XPAHCHUS
ApPXUBHBIX JJOKYMEHTOB, HO HE MEHee 2,25M J10 HH3a BRICTYMAOIINX KOHCTPYKIIUHN U, KaK IPABUIIO, HE
BBIIIE 4 M.

ApPXUBOXPAHUIIHIIE JOJHKHO UMETh YIOOHBIE BBIXOIBI K JIU(TAM U JICCTHUYHBIM KJICTKaM.

He nomyckaercst xpaneHue (poHO-, BUICO- U IIEKTPOHHBIX JOKYMEHTOB Ha HOCHUTEJSX C MAarHUTHBIM
pabourM CII0eM B apXUBOXPAHIIIUIIE C TAPA3UTHBIMHU MTOCTOSTHHBIME HJIH TIEPEMEHHBIMH MAarHUTHBIMU
HOJISIMU HanpshkeHHOCThIo Oonee 400a/m.

ApXUBOXpaHUIHIIE aPXUBHBIX JOKYMEHTOB Ha HUTPOOCHOBE (OIMACHOM, roproveii) TeppUTOpHaIbHO

OTIeNsIieTcs M W30JMpPYeTCs OT JPYruX apXUBOXpaHWIUL. B HIDKHEH 30HE apXUBOXpaHWIIHUIIA
apXUBHBIX JOKYMEHTOB Ha HUTPOOCHOBE MPEyCMaTPUBAECTCS JOMOTHUTENbHAS BBITSHKKA BO3/1yXa.

A,

HopMaTuBHBIE pesKUMBbI XPAHEHUS] APXUBHBIX JOKYMEHTOB.
IIpoTUBOMOKAPHBIA PeKUM

2.11.2.1 IIpoTHBOIOKAPHBIA peXUM B 3MaHUHU(SX), T pa3MEIaeTCs apXuB, U B apXUBOXPAHUIIHIIAX

pETJIaMEHTHPYETCSI  COOTBETCTBYIOIIMMH  HOPMATHBHBIMH  IIPAaBOBBIMH  aKTaMH  Poccuiickoi
®deneparun B 0071acTH MOKAPHON O€30MaCHOCTH.

A,

OxpaHHBIH pe:XUM

2.11.2.2.OxpaHHbII pexHUM apXruBa 00e€CIIEUNBACTCS KOMITJIEKCOM Mep M0 00ECTIIeYeHUIO NHKEHEPHO-
TEXHUYECKON YKPEIUICHHOCTH, 000pYIOBaHHIO 3/aHUs (IIOMEICHHUS) apXHBa CPEJCTBAMH OXPaHHOM
CHTHAJHM3alli¥, OpraHu3anud T1ocTa(0B) OXpaHbl, OINEYATHIBAHUIO TIOMELICHUH, COOJIOCHUIO
BHYTPHOOBEKTOBOTO U IMPOMYCKHOTO PEKUMOB, XPAaHEHHUIO KITIOYEH OT CITy>KEOHBIX TOMEIICHHH.

TpeboBaHMs K apXUBOXPAHWIHILAM U APYTHUM MOMEIIEHUSIM apXHBa, B KOTOPBIX XPaHATCS CEKPETHBIC
apXMBHbBIC JOKYMEHTbl U INPOBOAATCSA pabOThl ¢ HUMH, YCTAHOBJIEHBI HOPMAaTHBHBIMHM IPAaBOBBIMHU
JOKYMEHTaMHU 110 00€CIIEYeHUI0 pexnMa ceKpeTHocTH B Poccuiickoit denepanuu.

OpraHmaumI OXpaHbI apXuBa OCYHICCTBIACTCA B COOTBCTCTBUU C TpGGOBaHI/IHMH 3aKOHOAATCIIbHbBIX U
WMHBIX HOPMAaTHUBHBIX MPaBOBbIX akTOB Poccuiickoin Penepanuu, a Taxxke MHCTpyKuuM o mopsiake
OCYHICCTBJICHUA OXPAaHbl apXWBa, COIJIaCOBAHHOH B YCTAHOBJICHHOM MOPAAKE C OCYHICCTBJIAIONIUM
OXpaHy apxvBa MOAPA3JCICHUEM M COOTBETCTBYIOIIMM OpPraHOM BHYTpPEHHHMX J1en Poccuiickoit
®denepanuu.

OxpaHa apxuBa OCYILIECTBJIETCS Ha OCHOBAaHUM JOIOBOpAa MEXIYy apXUBOM M COOTBETCTBYIOILHUM
NOJpa3/Ie]IEHUEM OXpaHbl, B KOTOPOM IPEAyCMaTpUBAIOTCS 00s13aTeIbCTBA CTOPOH 0 OXpaHe apXUBa,
COOJIIOJICHHIO BHYTPHOOBEKTOBOIO M IMPOMYCKHOIO PEKUMOB, MPEAyCMATPUBAIOIIUX, B TOM YHCIE
JIOCMOTPOBBbIE MeponpusTus. IlepeueHb momenieHuii apxuBa, 000PyAyeMbIX CPEICTBAMU OXPAHHOM
CUTHQJIN3ALUKU, IPUMEHSEMble WHXCHEPHO-TEXHUUECKUE CpEJCTBA, BHJ, YCIOBHUA OXpaHbl U



JUCIIOKALUs ITOCTOB ONPENEISIIOTCA YCIOBUAMHU JOTOBOpPA. MCXOId M3 IPUHIUIIOB HAACKHOCTU U
9KOHOMHYECKOM 0O0CHOBAaHHOCTH TapU(OB, a TAKXKE C YUETOM IMOJIOKEHUH MEXBEIOMCTBEHHOTO aKTa
oOclieioBaHUs apXuBa M TpeOOBaHUI HOPMAaTUBHBIX MPaBOBBIX akToB MBJI Poccuu.

O0s13aTeNbHOMY OCHAIIIEHUIO CPEJCTBAMU OXPAaHHON CHUTHAIM3AIMHM W OIEYATHIBAHUIO MOMAJIEKAT
apXMBOXPAHWINIA W TOMEIIEHHs, B KOTOPBIX IOCTOSHHO WJIM BPEMEHHO XPAHATCA apXHUBHbIC
JIOKYMEHTHI, a TaK)KE MaTepuaibHbIe IIEHHOCTH, aBapUHHBIC U 3allacHBIC BBIXOJBI U3 3JaHUS apXHBa,
OCHOBHOI BXOJ ITPH OTCYTCTBUU KPYIJIOCYTOYHOI'O IIOCTA OXPAHBI.

OneuaTbIBaHUIO MOAJEKAT METANINYECKUE MKadbl U Cei(bl, IIe BPEMEHHO XPaHATCS BbIIaHHBIC U3
apXMBOXPaHWINILL apXUBHBIE IOKYMEHTHI, YYETHBIE JJOKYMEHTHI 1 HAYYHO-CIIPAaBOYHBIH amnmnapar, €ciiu
OHM HaxOJATCSl B HEOIIEYATHIBAEMBIX [IOMEIICHUSX.

ApXUBOXpaHUIUIIA U JAPYTrU€ IMOMEUICHUs, T/I€ IMOCTOSHHO WJIM BPEMEHHO XPAHSTCS apXWBHbBIC
JOKYMEHTBI, OOOpYIYIOTCS JBEPSIMH C TMOBBIIMIEHHOM TEXHUYECKOW YKPEIUICHHOCThIO TPOTUB
BO3MO>KHOT'O B3JIOMa, OCHAIIICHHBIMU 3aMKaMH TOBBIIIIEHHOW CEKPETHOCTH.

Bee ox3eMrunipel  kimoded (32 MCKIIIOYCHUEM OTHOCSIIMXCS K TIOMEHICHUSM, Ha KOTOpBIC
pacIpoCTpaHAIOTCS CHCIUAIbHBIE TPEOOBAHUS PEKUMA CEKPETHOCTH) YYHUTHIBAIOTCS B IKypHaie
perucTpanuu Kided K 3aMKaM IOMEUIEHWH apXxuBa, BEACHHE KOTOPOIO IPHUKA30M PYKOBOIUTEISA
apxuBa BO3JIaraeTcsi Ha OTBETCTBEHHOE JOJDKHOCTHOE JIMIO. B yka3aHHOM jKypHalie oTMedaercs, y
KOTO U3 pabOTHUKOB apXMBa UMEIOTCS KJIIOUM OT KaXJI0T0 M3 MOMELICHUH, C PaCIIUCKON pabOTHHKA B
MOJIyYEHUH SK3EMIUISpa KItoya.

Ko Bcem momenieHusM apxmBa, OCHAIICHHBIM 3aMKaMH, JOJDKHO OBITh HE MEHEE JBYX KOMIUIEKTOB
KJIIOYeH, OZMH U3 KOTOPBIX MOCTOSIHHO HAXOJUTCS B CIIY)K0€ OXpaHbl apXUBa.

[Topsimok XpaHeHus Kio4uel B pabodee u Hepabodee Bpems, MOMYUSHUST KITIOUYEH B CIy:k0e OXpaHBbl,
Cla4yM KJIIOYeH M MOMEUICHHWH IMOJ OXpaHy yCTaHABIMBACTCA MHCTPYKIUEH 00 OXpaHHOM pexXHUMe
apXuBa, YyTBEPXKJIEHHOM B YCTAHOBJICHHOM MOPSIKE.

ApxuBOXpaHWIHILE B pabouyee BpeMsi, €Ciii B HEM He padO0Tal0T COTPYAHHUKH, TOJKHO OBITH 3aKPBITO
Ha Kmod. Kiroum oOT apxuBOXpaHMIMIIA B pabodyee BpeMs HaXOMATCA Y 3aBEIYyIOIIEro
ApXHUBOXPAHWIMILEM WJIU JIMIIA, €70 3aMELIAIOIIEro.

B apxuBoxpaHuiuile UMEIOT IPaBO JOCTYIA 3aBEAYIOMUNA U paOOTHUKU TaHHOTO apXUBOXPaHUIIUIIA,
a TaKXe PYKOBOJIUTENh apXvBa M €ro 3aMeCTUTENH, TJIaBHBIH XpaHuUTelb (oHmoB. CHHCOK IHII,
UMEIOUINX TPaBO JOCTYIAa B apXMBOXPAHUIIMINE, OOHOBISEMBIH MO Mepe HEOOXOIMMOCTH, NOJKEH
HAXOAWTHCSI HA TIOCTYy OXpaHbl. Bce npyrue paOOTHUKHM apXvBa JOIMYCKAIOTCS B apXHBOXPAHUIIUIIE
TOJILKO B CONPOBOXIECHUH 3aBEAYIOIIET0 ApXMBOXPAHUIUIIEM WIIM JIMLA, €ro 3amelnaromniero. Musie
JTUIA JOMYCKAIOTCSd B apXUBOXPAHWIMIIE B HCKIIOUUTENBHBIX CIIy4asX TOJBKO IO MHUCbMEHHOMY
pa3pelIeHNI0 pYKOBOACTBA apXHUBa U B COMPOBOXKIACHUY 3aBENYIOLIEI0 APXUBOXPAHWINILIEM WM JIMLIA,
€r0 3aMEeIIAOIIETO.

BbiHOC 13 apxuBa apXMBHBIX JTOKYMEHTOB, MaTepUalbHBIX IIEHHOCTEH M KHHUI HAy4YHO-CIIPaBOYHOM

OuONMMOTEeKH, a TaKKe HAyYHO-CIIPAaBOYHOTO armapara pa3pelaeTcss TOJBKO IO  CIEIHaIbHBIM
IPOIYCKaM, BbIIaBa€MbIM B YCTAaHOBJIEHHOM IOpPSJKE.

Y

TeMnepaTypHO-BJIAKHOCTHBIN PeKUM



2.11.2.3. B apXuBOXpaHWIHWIIE apXWBHBIX JOKYMEHTOB Ha OyMa)XHOW OCHOBE, OO0OpYJAOBaHHOM
CHUCTEeMaMH KOHIUIIMOHUPOBAHHS BO3IyXa, IOJJICPKUBACTCI HOPMATHBHBIH  TEMIIEpaTypHO-
BJIIAKHOCTHBIN pexxuM: Temrnieparypa 17-19T, otHocuTenbHas BiIaKHOCTh Bo3ryxa 50-55%.

TemnepaTypHO-BIaKHOCTHBIC napaMmeTpsl BO3/TyXa JUTSL JOJITOBPEMEHHOTO XpaHeHUs
ayJIMOBU3YAIIbHBIX U 3JICKTPOHHBIX JOKYMEHTOB JIOJKHBI COOTBETCTBOBATh HOPMaM, IIPUBEICHHBIM B
Ta0IuIE:

Bun noxymenra OtHOCHUTENbHAA BIaXKHOCTD
A OKyM Temneparypa, °C 0
BO31yXa, %
HepHO- LBETHBIE | YEpHO-OEIble | LBETHBIE
Oeble P

JIOKyMEHTBI Ha KHHOILICHKE:

HC BBIIIC | HC BBIIIC

HUTPOOCHOBA +10 5 40-50 40-50

HC BBIIIC | HC BBIIIC

Oe3omacHas OCHOBa +15 5 40-50 40-50
(hOTOTIOKYMEHTHI:
HE BBIIIE | HE BHIIIE
CTEKJIO +15 5 40-50 40-50
HE BBIIIE | HE BBILIE
IUIEHKA +15 5 40-50 40-50
HE BBIIIE | HE BBILIE
dborobymara +15 5 40-50 40-50
JOKYMEHTBI Ha MAarHUTHOM JICHTE U +8 - +18 45-65
IIUCKOBBIX HOCUTEIISX
-

CBeToBOM peskuM

2.11.2.4. XpaHeHue apXvBHBIX JIOKYMEHTOB OCYIIECTBISETCS B TEMHOTE. OJTO oOecreuynBaeTCs
XpaHEHHEM apXHUBHBIX JTOKYMEHTOB B IEpeIieTax, Iamkax, KopoOkax, Imkadax, Ha cTeiiaxax
3aKpBITOTO THUIIA, a TAKXKE COOTIOICHUEM YCTaHOBJIEHHOTO CBETOBOTO PEKUMA.

OcBemieHre B apXHWBOXPAHUJIMILE MOXKET OBITh E€CTECTBEHHBIM MJIM HMCKYCCTBEHHBIM; apXHBHBIC
JOKYMEHTBl MOTYT pa3MellaTbcsd B IIOMEIIEHUSAX C OKHaMu uiu 0e3 OkoH. Pa3smemenue
apXMBOXPAHWIUINIA B MOMELICHUAX 0€3 OKOH JOMYCKaeTCs NMPU HAJIMYUU B HEM HCKYCCTBEHHOM WU
€CTECTBEHHOM BEHTUWISILIMU BO3/1yXa C YCTAHOBJIEHHON KPaTHOCTBIO BO3/1yX000OMEHa.

EctecTBeHHOE OCBellleHHE B apXUBOXPAHWIHIIE AOMYCKACTCS PACCEIHHBIM CBETOM IMPU YCIOBHUU
NPUMEHEHUST Ha OKHAX CBETOpPACcCEUBATENICH, AaBTOMATHUYECKUX PETYJISITOPOB CBETOBOTO IOTOKA
(cenuanpHBIX CTEKOI), 3AUTHBIX (UIBTPOB, JKAIIO3H, IITOP, HAHECEHHBIX HA CTEKJIO MOKPHITUH H
T.I1.

JU11 MCKYCCTBEHHOTO OCBEILEHUS B ApXMBOXPAHWJIMILE IPUMEHSIOTCS JamIlbl HAKaJUMBaHUS B
3aKpBITBIX  TUTaOHAX C THAAKOW HApY)KHOM TOBEPXHOCThIO. Jlomyckaercs TpUMEHEHHUE
JIOMHHECHEHTHBIX JIAMII ¢ Ype3aHHBIM YIbTpaduoneToBsiM yuactkoMm crektpa tuna JIb, JIXb, JITB.
YPOBEHb OCBEIICHHOCTH B IHAaNa30He BUAMMOIO CIEKTpa HE JOJDKCH NPEBBIIATh. HA BEPTUKAIBHOU
MOBEPXHOCTH CTeJIaXka Ha BeicoTe 1 M ot mona - 20-50nk, Ha pabounx cronax - 100mk.



3amuTa apXUBHBIX JOKYMEHTOB OT Pa3pyLIAOLIEr0 AEUCTBUSI €CTECTBEHHOTO U HCKYCCTBEHHOTO CBETA
OCYIIECTBIISIETCS. BO BCEX IIOMEUICHHMSIX apXuBa MpU JIOOBIX BUIaX pabOThl € apXUBHBIMU
JIOKyMEHTaMH.

A,

CaHNTApPHO-TUTHEHNYECKHUIl pPesKuM

2.11.2.5. ApxuBOXpaHWIUIIA ¥ JApPYrHe MOMEIIEHUS apXuBa COJEpXKarcsi B YHUCTOTE U TOPSIKE,
UCKJIFOYAIOIIEM BO3MOXHOCTbD MOSIBJIEHUS] HACEKOMBIX, TPBI3YHOB, INIECEHU U MBUIN.

B apxuBoxpaHuUIHINE MPOBOIATCS CHCTEMAaTHYEeCKas BIaKHAas yOOpka, HE pee OJHOTO paza B TOJ
o0ecrblIMBaHUE MMbIJIECOCAMH CTeJUTaXeH, mkadoB, cpeacTB xpaHeHus (KOPOOOK, MaroK, YIakoBOK).
[Ipu 5TOM 1OKONBHBIE YACTU CTEJJIaXEH, MOJIbl, TUIMHTYChI, MOJOKOHHUKH MPOTUPAIOT BOJHBIMU
pacTBOpamMu aHTUCENTUKOB.

B apxuBoxpaHwimine 3ampemiaercs NpeObIBaHWE B BEpXHEH OEXKIE, MOKPOW W TPsA3HOM 00yBH,
XpaHCHUC JIIO6I:IX MOCTOPOHHUX NPCAMECTOB, UCIIOJIB30BAHUC MUIICBBIX MMPOAYKTOB, a TAKXKC KYPCHHUC.

B apxuBoxpanumnmiie odecriednBaeTcsi CBOOOIHAS UPKYISALUSA BO3AyXa, HCKII0Yaloias 00pa3oBaHue
HEIPOBETPUBAEMBIX 30H YCTOMYMBOIO MHKpoOKiIMMmaTa. He nomyckaeTcs pa3MelleHHe apXWBHBIX
JOKYMEHTOB Ha MOJTY, IOJOKOHHUKAX, B HEPa300paHHbBIX KUMaX.

OxkHa B NOMEHICHMAX apXMBa, OTKPBIBAIOIIMECS B TEIJIOE BpeMs IoOJa, 3alIUINAIOTCA CETKAMH C
nuaMeTpoM stueek He Oosee 0,5 MMm. 3amuTHBIME ceTKamMu OOOPYIYIOTCS TaKKe BEHTHIISALIMOHHBIC
OTBEPCTHs B CTE€HAX, IOTOJIKAX, IOJaX apXWBOXPAHWIMILG, HAPYKHBIE OTBEPCTUSA BEHTUIIALMOHHBIX
CUCTEM.

C menblo OOHapy)KCHHsT HACEKOMBIX M IUICCHEBBIX T'PHOOB apXUBHBIC JOKYMEHTHI (BBIOOPOYHO) U
MIOMEIICHUST apXUBOXPAHMWIIKIIL JIBa pa3a B roj (B Hayajge ¥ MO OKOHYAHHUH OTOMHUTEIHHOTO CE30HA)
MOJBEPraoTcs  005A3aTEIIbHOMY  SHTOMOJIOTHYECKOMY M MHUKOJIOTHYEeCKOMY ocMoTpy. llpm
OOHapy)XCHHH OWOJIOTHYECKUX BpEIUTEICH NPUHUMAIOTCS HEMEUICHHBIE MeEphl 10 00paboTke
apXUBHBIX JOKYMEHTOB, CPEICTB XPaHECHUS, apXUBOXPaHUIIUILL.

Jiist poBeieHs] CAaHUTAPHO-TUTHEHUYECKUX padoT IUTAHUPYIOTCSI CAHUTAPHBIC THU.

Y

O0opynoBaHue apXUBOXPAHUIHILA CPEeCTBAMH XPAHEHUS

2.11.3. ApXuBOXpaHUIIUIIE OOOPYAYETCS CTAIMOHAPHBIMU WA TIEPEIBIKHBIMA METATUNTMYECKUMH
creutakaMu. JloImycKaeTcst SKCIUTyaTalys CYLIECTBYIOIUX CTALMOHAPHBIX JEPEBSHHBIX CTEIUIAXKEH,
HaxOJAIIMXCS B  HOPMAJbHOM  CAHUTAPHO-OMOJIOTMYECKOM COCTOSHHM H  00pabOTaHHBIX
OIrHE3alllUTHBIMHU COCTaBaMU. B APXUBOXPAHUIINIIC C HOPMATHUBHBIM TCEMIICPATYPHO-BJIAKHOCTHBIM
PEKMMOM  JIOITYCKAeTCsT TPHUMEHEHHE TIEePEIBMKHBIX METAIUIMYECKHX CTelutaxei. B kauecTBe
BCIIOMOI'aTCJIbBHOIO HWJIMX CICHUAJIBHOT'O O6OPYI[OB3.HI/I}I MOTYT HUCIIOJIB30BAaThCd MCTAJINIMYCCKUC
mKkadpl, ceidrl, mKapbI-CTEIIAXKH, a TaKXe CTallMOHAPHBIE OTCEKU-OOKCHI C METaUIMYECKUMU
MEPETOPOIKAMH U MOJIKAMH.

KHHOIOKYMEHTBI, pYJIOHHBIE MHUKPO(QUIBMBI XPAHATCS B TOPU3OHTAIBHOM IOJIOKEHUU B
METAJUIMYECKUX WM IUIACTUKOBBIX KOPOOKaxX Ha CTeJJIakaX TUMa "ejoyka’ Jubo Ha CTallMOHAPHBIX
creulaxax. KHHOZOKYMEHTBI Ha HEroprdeld TpUALETaTHOW OCHOBE XPAHATCS B HEIUIOTHO



3aKPBIBAIONIUXCS METALTUYSCKUX WM IJIACTHKOBBIX C OTBEPCTUSIMU KOPOOKaX I MPEIOTBPAIICHHS
CKaIlJIMBaHUSI BHYTPH KOPOOKH MapOB YKCYCHOW KHUCIIOTHI, BBIACISAEMBIX OCHOBOI KUHOIIJICHKH.

BI/IIICOI[OKYMGHTBI XpaHATCA B BEPTUKAJIbHOM ITOJIOKCHUU B SaBOHCKOﬁ YIIAaKOBKE€.

He nomyckaercsi XpaHeHHE apXMBHBIX JOKYMEHTOB Ha HOCHTEISIX C MATHHUTHBIM pabOYnM CIOeM Ha
q)eppOMaI‘HI/ITHBIX MCTAJNIMYCCKUX CTEJJIaXKaX, CTAJIbHBIC CTCIUIAXKH MOTYT 6BITB HUCIIOJIB30BAaHbI B
UCKITIOUMTENIBHBIX CIyYasX, TOJBKO TIPH YCJIOBHHM pPa3MarHMYMBaHHUSA M 3aMBIKAHHS KOHTYDPOB
creiiaka (CoeMHEHHE METANIMUCCKUX YacTedl CTeiiaka SJIEKTPONPOBOJOM U UX 3P PEKTHBHOE
3a3eMJICHUE).

B apxuBOXpaHWIUIE C €CTECTBEHHBIM OCBEIICHUEM CTEIUIAKA M IMKAQbl OTKPBHITOTO THIIA
YCTaHaBIIMBAIOTCA MEPIEHANKYISPHO CTEHAM C OKOHHBIMU ITpoeMaMu. B apxuBoxpanuiuiie 6e3 oKoH
CTeINIa)KW M IIKa(bl YCTAHABIMBAIOTCS C YYETOM OCOOEHHOCTEW TOMEIICHUS, KOHCTPYKIIHH
o0opy/noBaHusT M HOpM ero pasmMeuleHus. He nomyckaercs pasmelleHue creuiaxeil, mkadoB u
IPYroro oOOpyIOBaHUS IJsi XPAHEHHUS APXUBHBIX JOKYMEHTOB BIUIOTHYIO K HAapyXHBIM CTEHaM
3/1aHUS U K UICTOYHHKAM TEIUIa.

CraunuoHapHble CTe/UTaXXW M IIKadbl YCTAaHABIMBAIOTCA B apXMBOXPAHWIMIIAX C COOIIOJACHHEM
CJIEIYIOIIUX HOPM:

paccTosiHie MEKIY psaaMu cTeluiaxked (rmaBHbId mpoxon) - 120cwMm;

paccrostaue (MPOX0) MEKIY CTeJUTaXKaMu - 75cm;

paccTosTHIE MEX/Ty HApy>KHON CTEHOM 3/IaHUs M CTEUIaKaMH, TapalIeIbHBIMK CTEHE - 75CM;
paccTostHie MKy CTEHOM U TOPIIOM cTeiaka win mkada (00xoxn) - 45¢wm;

paccTosiHMEe MEXIy IOJIOM W HIDKHEH mojkoi creaxka (mkada) - He menee 15 cm, B
MOKOJBHBIX dTaxax - He MeHee 30 cM.

Paccrosiaust (mpoxo/pl) Uisi 000OPYIOBaHUS C BBIIBH)KHBIMHU SIIIUKAMU PACCUMTHIBAIOTCS IO
CHeMaTbHBIM HOPMaM € Y4eTOM TUIIOpa3zMepa 000pyAOBaHUS.

ApXUBHBIE TOKYMEHTHI Ha OyMa)XHOI OCHOBE pa3MEIIAl0TCs Ha CTEIIaKaX, B METANTHYECKUX MIKagdax
TOPU30HTAILHO MJIA BEPTUKAIBLHO B KOPOOKAX MJIM IPYTUX MEPBUYHBIX CPEICTBAX XpaHeHHs (IMamkax,

GyTispax u T.I0.).
Kaxmas enmuHMIa XpaHEHHs ayIuOBH3YaJbHOIO WM SIICKTPOHHOTO JOKYMEHTA YKIAIbIBACTCS B

HErepMETHUYHYI0O WMHIUBHIYaJbHYIO YMaKOBKY. [IpM 3TOM JOKHO OBITH HMCKIIIOYEHO CBOOOJHOE
IEPEMELICHUE apXUBHOIO JOKYMEHTa BHYTPH YIAKOBKH.

Y

Opranu3anus XpaHeHUsl apXUBHBIX IOKYMEHTOB B apXHBOXPaHUJIHIIE

2.11.4. Opranuzanmsi XpaHCHUS apXHBHBIX JIOKYMEHTOB B apXWBOXPAaHWIHUIIE - CHCTEMa
MepOHpHHTHﬁ, BKJIIOYaromass panuoOHAJIIBHOC pa3sMCHICHUC APXUBHBIX HOKYMCHTOB, KOHTPOJIb 3a HUX
JIBHUKCHUEM U (1)I/I3I/I‘-IGCKI/IM COCTOSIHUECM, KOIIMPOBAHUC APXUBHLIX HOKYMCHTOB C LCJIbIO CO3OaHUA
crpaxoBoro (oHma u (GoHIa TMONb30BaHUs, BOCCTaHOBJICHUE (pecTaBpallMio) MEPBOHAYAIBHBIX WIIH



6J'II/13KI/IX K IEpBOHaYaJIbHBIM CBOIICTB U BHEIIHHUX IMMPU3HAKOB apXUBHBIX JOKYMCHTOB, IMTOABCPITINXCA
MOBPEXKICHUIO JIMOO Pa3pyIICHUIO.

Y

O0mme TpedOBaHMS K Pa3MellEeHUI0 APXUBHBIX IOKYMEHTOB

2.11.4.1. ApxuBHBIC TOKYMEHTHI B apXHWBOXPAHIINILE PACTIONATalOTCs B MOPSIKE, 00€CIIeunBaIOIIEM
X KOMIUICKCHBIC YUYCT U XPAaHCHUC, a TAKIKC OHepaTHBHBIﬁ IIOUCK.

[Topsimok pacronokeHuss apXWBHBIX (OHIOB B apXuBe ONpeneNseTcs IUIaHOM (CXemoil) ux
pa3MelleHus, YTBEP)KIAAaeMbIM pyKOBOIUTeJIeM apxuBa. Ilman (cxema) mpemaycMmaTpuBact
pacnpesneneHne apXuBHBIX (OHIOB MO apXMBOXPAHWIUILY, C YKa3aHMEM IpPH HEOOXOIMMOCTH HX
HOMEpOB M0 KKAOMY CTELIaXy apXuBOXpaHwiuiia. [InmaH (cxema) HaxOAMTCS B TOApa3/ICICHHH,
OCYIIECTBIISIIOIEM Yy4YeT JIOKYMEHTOB apXuBa, WIM y pabOTHUKA, OTBETCTBEHHOTO 3a Y4YeT, a
COOTBETCTBYIOILIUE €TI0 Pa3/I€ibl - B ApXUBOXPAHUIIMILE.

A,

Pa3menienue apxXuBHBIX JOKYMEHTOB 000C00ICHHOTO XpPAHEHUSI

2.11.4.1.1.060co0neHHOMY XPaHEHUIO TMOAJEKAT CIEAYIOIINE apXUBHBIE JOKYMEHTBHI: CEKpETHBIC,
YHUKAJIbHBIC, IMEIOIINE B 0(hOpMIICHUH WIIH NIPWIIOKEHUN K HUM JIParolieHHbIC METaJUTbl M KaMHH; Ha
HUTPOOCHOBE, MOPAKEHHbIE OMOJIOTHYECKUMHU BPEIUTEISIMH; TIEPEJaHHbIe IO JOTOBOPY Ha XpaHEHHE
B apXMB M HE OTHECEHHBIE K cocTaBy ApxuBHOro ¢onma Poccuiickoit deneparumn.

Mecto pacnojio)KeHUsT W IUIONIa/lb, BBIAENsAEMas Jisg pa3MEIIeHUS apXUBHBIX JIOKYMEHTOB
000COOJIGHHOTO XpaHEHUs, OMPENEAIOTCS apXWBOM, HCXOIS M3 pPEAThbHBIX BO3MOXKHOCTEH U
MEPCIIEKTHBHBIX 00HEMOB KOMIUIEKTOBAHHUS apXHUBA.

PaSMGH_IGHI/Ie CCKPCTHLIX apXHMBHBIX JOKYMCHTOB OCYLICCTBJIACTCA B COOTBCTCTBUU C TpGGOBaHI/I}IMI/I
HOPMATHBHBIX JOKYMEHTOB 110 00ECIICUCHHIO PEKUMa CEKpeTHOCTH B Poccuiickoit denepanuu.

BpemenHoe coBMeCTHOE XpaHEHHME CEKPETHBIX M PACCEKPEUEHHBIX JieJd B apXMBOXPAHUIIMILE
CEKpPETHBIX AapXUBHBIX JOKYMEHTOB JOIYCKAE€TCS B MCKIIOYUTENBHBIX CIydasX IPU OTCYTCTBUU
CBOOOJHBIX IMJIOLIAACH /ISl pa3MEIIeHHs paCCEeKPEUEHHBIX JIe.

YHUKanbHBIE JOKYMEHTHI M apXWBHBIC JOKYMEHTBI, UMEIONINE B O(DOPMIICHUN WM MPUIOKCHUH K
HUM JparorneHHble METAUIbl W KaMHH, W3BIMAIOTCS W3 COCTaBa apXUBHBIX (DOHIOB M TOIJIEKAT
ceiioBoMy XpaHeHUI0. Ha MecTO U3BATOTO apXMBHOTO JOKYMEHTA BKIIAJBIBACTCS KapTa-3aMeCTUTEIb
U, IPY HEOOXOIMMOCTH, KOTIUSI apXUBHOTO JIOKYMEHTA.

AynuoBu3yalnbHble W 3JEKTPOHHBIE JIOKYMEHTBI XpaHATCA B OOOCOOJICHHBIX TIIOMEIICHUSX B
3aBUCUMOCTH OT HOPMATUBHBIX PEKUMOB XPaHEHHUS 111 UX HOCUTETIEH.

B oaHOM apXMBOXpaHHJIMINE MOTYT pa3MemaTbcsi apXHBHBIC JOKYMEHTHI pa3sHOro BHAA, HO
TpeOYIOIUEe OJWHAKOBBIX PEKUMOB XpaHeHHs (HalmpuMmep, apXHBHBIC JIOKYMEHTHI HAa MAarHUTHBIX
JIEHTaX W JUCKOBBIX HOCHUTEISAX C MAarHUTHBIM CJIOEM; apXHBHBIC JOKYMEHTHI Ha KHHOIUICHKE H
MHKPO(OPMBI 1 Ip.).

A,




Pa3memienue poHaa mMoJIb30BaAHUSA
2.11.4.1.2®ou7 monp30BaHMS pa3MENIaeTCs B 3aBUCUMOCTH OT BHUJIA HOCUTEINS KOIHUH.
Komuu ¢onma nmonp3oBaHus Ha OyMa)XHOH OCHOBE (B TOM 4YucIie ()OTOKOIHHU), KaK IMPABHUIIO, XPAHATCS
BMECTE C MOJIMHHBIMHU apXUBHBIMHU JOKYMEHTaMH Ha OyMa)KHOW OCHOBE Ha OTAEIBHBIX CTeIa)xax

WK B IIKaax B MOPsAIKE HOMEPOB apXUBHBIX (DOHIOB U JEII.

Konuu ¢onna mnonp3oBaHMA Ha IJICHOYHOW OCHOBE pa3MENIAlOTCS B apXUWBOXPAHWIMIIAX C
HOPMATUBHBIMH JJIsl HUX PEeKUMaMH XPAHCHUS.

B kaxnplii OIOKC BKJIQJBIBAETCSI OTPE30K TUICHKH, Ha KOTOPOM OTCHSITO OJTHO IO WJIM €ro 4acTh. B

MOPSIIKE UCKITIOUCHHUS MPU HEOOJBIIOM 00BheMe Jiejia B OJJHOM OTPE3KE MOXKET HaXOAMThCS He Oojee
TpEX CKOMMPOBAHHBIX JIET.

A,

Pasmemenue Y4€THBIX JOKYMECHTOB

2.11.4.1.30cHoBHbI¢ (00s13aTeIbHBIC) U BCIIOMOTATENIbHBIC YUETHBIC JOKYMEHTHI apxuBa (cM. 1. 3.4.)
pa3MeInalTcs B  HM30JUPOBAHHOM MOMEIICHWH WM pabodyeM TOMeIleHHH paboTHUKA(OB),
OTBETCTBEHHOTO(BIX) 3a yUET JOKYMEHTOB apXHBa.

OcHOBHBIE UM BCIIOMOTAaTEIbHBIE YYETHBIE JOKYMEHTBl apXUBOXpAaHWINIIA pa3MEIAIOTCI B
apXMBOXPAHWIUIIE WK B paboueM MOoMeIIeHuH pabOTHUKOB apXHUBOXPAHUIIHUILA.

OTBETCTBEHHBIMU 32 COXPAaHHOCTh M HCIOJH30BAaHHE YUYETHBIX JOKYMEHTOB SIBIISIOTCS PaOOTHHKH,
OCYIIECTBIISIIOIME UX BEJIEHHUE B COOTBETCTBYIOIIEM CTPYKTYPHOM IMOJAPA3JEeIeHUH U MO apXHBY B
LIEJIOM.

[epBble K3eMIUIAPBI OMHCEH e, TOKYMEHTOB Pa3MEIIAIOTCS B H30JUPOBAHHOM MMOMEIICHUH WA
paGouem moMmenieHUH pabOTHHUKA(OB), OTBETCTBEHHOTrO(bIX) 3a Yy4YeT JJAOKYMECHTOB apxHBa, C
00s13aTeIbHBIM COOJIIOJICHUEM PEKMMOB XPAaHCHHS, YCTAHOBJICHHBIX JJISl TOJJMHHBIX aPXUBHBIX

JIOKYMEHTOB Ha OyMa)kHOI OCHOBE.

Bropeie sKk3eMIUsIpel OmMCEM 1€, JAOKYMEHTOB pPa3MEIAlTCs B U30JUPOBAHHOW  30HE
apXMBOXPAHMWIUINA Ha CTEJUIAXKE UM B HIKaQy.

TpeTbu sK3eMILISAPBI ONHUCEH A€, TOKYMEHTOB Pa3MeIIaloTCs B YUTAILHOM 3aJie.

A,

IHopsaaok HyMepanuy NOMeEILEHUH apXHBa, cTelIakel, mKadoB, noa0K. Bexenue
TonmorpauuecKux yKasareJsei

2.11.4.2.Bce momerneHns apxuBa (3JaHHs, dTaXH, SPYCHI, apXHBOXPAHUIINIINA, KOMHATHI), a TaKKe
CTEJUIaXH, CePbl, MIKa(bI U MOJKH HYMEPYIOTCS.

B kaxJJ0M OTJIeJIbHOM MMOMEIICHUHN CTEeIUTaXH U IIKa(dbl HyMEPYIOTCS CAMOCTOSATENIBHO CIIEBa HAIIPABO
ot Bxoza. [lonku Ha cTeyuiaxax ¥ B mKadax HyMEpYyIOTCS CBEpPXY BHU3 CJI€Ba HAIIPABO.



B memsax 3akperieHuss MecTa XpaHEHHUS M IIOMCKA apXMBHBIX JOKYMEHTOB B apXHMBOXPaHWIMILE
COCTaBJIAIOTCSA TMOQOHJOBBIE U TOCTEIUIaXKHBIE Tomorpadudeckue ykaszarenu. Tomorpadpudeckue
yKa3aTeld COCTaBISIOTCS B KApTOYHOM MIM JHUCTOBOW (opMe B HEOOXOAMMOM KOJIMYECTBE
9K3EMILIAPOB.

Kaprouka mo(pOHIOBOTO TOMOrpaGuUIecKOro yKasarelis COCTABISIETCS OTIEIbHO Ha  KakKIblid
apXUBHBIN (DOHJI; 3TH KAPTOUKH PACIONATAIOTCS B MOPsIKE HOMEPOB apXUBHBIX (oHI0B. Kaprouka
MOCTEJUTA)KHOTO TOMOTPaUUECcKOTO yKa3aTeslsi COCTABISETCS Ha KaXIBIH CTEUIaX; 3TH KapTOYKH
pacmoyjiararoTCsa 1o mnopsAAKY HOMCPOB cTeJuIaxKed B npeaciiax OTACIbBHOI0 IMOMCIICHUS. O,Z[I/IH
9K3EMIUISIp TOMOrpapuUeCKuX yKaszarelield XpaHUuTcs y paboTHHKA(0B), OTBETCTBEHHOIO(bIX) 3a y4eT
JIOKYMEHTOB apXUBa, BTOPOU - B apXUBOXPAHUJIIUILIC.

Benenue Tomorpaduueckux ykaszaTelnell MOMKET OCYIIECTBIATHCS HAa OyMa)kHOM HOCHUTEIE WIH B
ABTOMAaTU3UPOBAHHOM PEXUME B COOTBETCTBUU C YCTAHOBIEHHBIMU PEKBU3UTAMU.

W3meHeHus B pa3MeIIeHUH apXUBHBIX JOKYMEHTOB CBOEBPEMEHHO OTPaXKAIOTCSl BO BCEX IK3EMILISAPAX
TororpapHUeCKuX yKasaTeyieH, a Takke B TiaHe (cXxeMe) pa3MeIleH s apXUBHBIX (DOH/TOB.

Y

OdopmieHue sIpJbIKOB HA MEPBUYHBIX CPEICTBAX XPAHEHHUS APXHUBHBIX TOKYMEHTOB
2.11.4.3.Kaxmoe mepBHYHOE CPEACTBO XPaHEHHUS apXHMBHBIX JOKYMEHTOB (KOpoOKa, rmamka U T.1.)
cHaOXKaeTcs SIPJIBIKOM, HAa KOTOPOM YKa3bIBAIOTCS Ha3BaHUE W HOMEpP apXWBHOro ()OHIA, a TaKKe

HOMED OIKCH JIe]T, TOKYMEHTOB, HOMEpa €ANHUIL XpaHCHHsI, HAXOSIINXCS B KOPOOKe.

Hananucu Ha sipaplkaXx UCHOTHSIOTCS TUIOTPa(CKUM CIOCOOOM, TYHIBIO WM CHEIMATbHBIMHU YEPHBIMU
BOJOCTOMKUMH YE€pPHUIIAMU. J[0IyCKaeTCcsl HCIIOIb30BaHUE IITAMIIOB M IPYTMX aHAJIOTHYHBIX CPEICTB.

Y

IIpoBepka HAJIMYHSA U COCTOSTHUS APXUBHBIX IOKYMEHTOB U OPraHU3alus Po3bICKa
HEeOOHAPYKEHHbIX TOKYMEHTOB

2.11.5.TIpoBepka HaIMYUS U COCTOSIHUSL ApPXMBHBIX JOKYMEHTOB IPOBOJUTCS B LENAX YCTaHOBIICHUS
(aKTHYEeCKOr0 HaMW4YMs HAXOAANIMXCS Ha XPAaHCHWHM AapXUBHBIX JOKYMEHTOB M  BBISBICHUS
OTCYTCTBYIOIIUX apXUBHBIX JOKYMEHTOB JJIsi OpraHU3allMd UX PO3bICKA; BBIBICHUS M YCTPaHEHUS
HEJOCTaTKOB B Y4Y€Te AapXWBHBIX JOKYMEHTOB;, BBIBICHUS W YydYeTa AapXUBHBIX JIOKYMEHTOB,
TpeOYIOLINX PECTaBPALIMOHHON, KOHCEPBALIMOHHO-TTPO(UITAKTUYECKON 1 TEXHUYECKOH 00paboTKH.

[TpoBepKH HATUYHUS U COCTOSIHUSI aPXMBHBIX JOKYMEHTOB MPOBOJSTCS B IUIAHOBOM TOPS/IKE, a TAKKE
€IMHOBPEMECHHO (BHEOUYCPEIHBIC).

B rocymapctBeHHOM apxuBe, My3ee, OmOMMoTeke, apxuBe Poccuiickoil akanmeMuu HayK IJIaHOBAs
LHUKJIAYHAs IPOBEPKA HATMYHS U COCTOSTHUS ITPOBOJIUTCS:

YHHUKQJIIBbHBIX TOKYMCHTOB - CKCTOIHO,

0c000 LEHHBIX JIOKYMEHTOB Ha OyMakHO# ocHOBe - ofuH pa3 B 10 jer (B rocymapcTBeHHON
OoubnroTeke - oauMH pas B 5 j1er);

ayJIMOBU3YaJIbHBIX U 3JIEKTPOHHBIX JOKYMEHTOB - OJIUH pa3 B 5 JIeT;



KMHOJOKYMEHTOB Ha HUTPOOCHOBE - OJIMH pa3 B 2 Toja.

]_[I/IKJII/I‘IHOCTB IMMPOBCPKHU HAJINYUA OCTAJIIbHBIX APXUBHBIX JOKYMCHTOB OMNPCACIIACTCI Ha OCHOBAHWUH
PEIICHUST 3KCIEPTHO-METOAMYECKON KoMHCcCHH (MM JPYroro COBEHIATENIbHOIO OpraHa) apXuBa B
3aBUCUMOCTU OT MHTCHCHUBHOCTU HUCIIOJIB30BAHUA U COCTOAHUA YUCTA apXHUBHBIX JOKYMCHTOB, HO HC
MEHee 0JJHOTO pa3a B 2511eT (B rocyaapCTBEeHHOM OHOIHOTEKE - OH pa3 B 151eT).

[TpoBepka HamUuMsi U COCTOSIHUS CEKPETHBIX APXUBHBIX JOKYMEHTOB OCYLIECTBIISIETCS B IOPSJIKE,
YCTaHOBJICHHOM JIJISl CEKPETHBIX apXUBHBIX JOKYMEHTOB.

B myHunumnagbHOM apxuBe, My3ee, OMOINOTeKe, MIaHOBas UKINYHASA IPOBEpKa HAJUYUs apXUBHBIX
JOKYMEHTOB mpoBoauTcs 1 pa3 B 10er.

B ciydae ctuxuiiHbIX O€ACTBUIN, MAacCCOBBIX MEPEMELICHUH U JPYTHX OOCTOSITEIbCTB, B pE3yJbTaTe
KOTOPBIX MOTYT OBITh yTpau€Hbl WJIM TOBPEKACHBI APXMBHBIE OKYMEHTBI, a TAaK)XE IPHU CMEHE
3aBEAYIOIIMX apXUBOXPAHUIIUIIAMU IIPOBOIUTCS BHEOUYEPEIHAs €IMHOBPEMEHHAs IIPOBEpKA HAIMYUS
Yl COCTOSIHUS BCEX TOKYMEHTOB apXUBa WM UX OTACIBHBIX YacTe (rpyr).

B Havane mpoBepku HaAIWYHUS U COCTOSIHUSA apXUBHBIX JOKYMEHTOB IPOBOJIUTCS BBIBEPKA YUETHBIX
JIOKYMEHTOB, KOTOpasl BKJIIOYAET. YCTAHOBJICHHUE IMOJHOTHI YYETHBIX JOKYMEHTOB Ha IPOBEpsSEMbIC
apXuBHbIE (OHIBI M apXUBHBIE JOKYMEHTBI, CBEPKY WX COIOCTaBHUMBIX IOKa3aTelei, YTOYHEHHE
Hopsijika HyMepaluyd CAMHUI] XPAHCHUS TI0 OMHCH JeJ, JOKYMEHTOB (KHHIe y4deTa W OINHCAHHs) U
IIPOBEPKY NMPaBUIBLHOCTU COCTaBJICHHS MX UTOTOBBIX 3amuceil. BoiBepka ydeTHON AOKyMEHTAalMH U
MIPOBEPKA €€ HATUYHS MOKET MTPOBOAUTHCS U KaK CAMOCTOSTEIbHBIN BUJ] pAOOTHI.

[TpoBepKy HAJUYHS M COCTOSHUS apXUBHBIX JOKYMEHTOB B FOCYIapCTBEHHOM apXHBE IMPOBOJIAT, KaK
MPaBUIIO, 1BA paOOTHHKA.

[Ipu npoBepke HaMUYUsl €AMHUL] XPAaHEHUs, APXUBHbBIC JOKYMEHTBI KOTOPBIX YUYTEHBI IO BHYTPEHHUM
OMUCSM, ITPOBOJUTCS CBEPKA HAIMYUS APXUBHBIX IOKYMEHTOB C BHYTPEHHEU OIKCHIO, & TAK)KE CBEPKA
HaJIMYUs JIMCTOB B CIMHUIAX XPAaHCHHWs, IMOIJICKALIMX XPAaHEHHI0O B HecOpomrropoBaHHOM (0e3
HOJIIMBKK) BHUIC. EAMHUIBI XpaHEHHS C YHUKAJIbHBIMH JOKYMEHTaMH O005A3aTEIbHO MPOBEPSIFOTCS
HOJIUCTHO.

ApXUBHBIE TOKYMEHTHI, BBIJJAHHbIE B YUTAJBHBIN 321 M paboune MOMEIEHHs apX1Ba, IPOBEPSIOTCS Ha
OOIIMX OCHOBAHHUAX, MX IH(PBI YyCTAHABIMBAIOTCS IO KapTaM-3aMECTUTEISIM M KHUIaM BblJauu
apXUBHBIX JIOKYMEHTOB M3 ApXMBOXPAHMUIMIL. ApXMBHBIE TOKYMEHTHI, BBIIAHHBIE BO BpPEMEHHOE
MI0JIB30BaHUE, IIPOBEPAIOTCS 110 KHUTaM M aKTaM BbIJA4YM U CYUTAIOTCS UMECIOLIUMHUCS B HAIMYUU.

[Tpu mpoBepke HANUYKS U COCTOSIHUSL apXUBHBIX JJOKYMEHTOB HEOOXOAUMO:

COXPaHSATh MOPSAOK PACIOJIOKECHUS ApXMBHBIX JOKYMEHTOB Ha CTEIIa)KaX W B TEPBUYHBIX
CpencTBax XpaHCHUS,

MOJKJIAJbIBaTh Ha CBOM MecTa OOHapyXeHHbIe BO BpeMs IMPOBEPKU HEMPaBHILHO
MOIJIOKEHHBIC €AMHUIIBI XPAHSHUSI TAHHOTO apXUBHOTO (OH/IA;

U3bIMaTh W3 TPOBEPSAEMOro apxXuBHOrO (oHma (KOMIUIEKCAa ApXUBHBIX JIOKYMEHTOB) H
Hepez[aBaTb XpaHI/ITeJ'IIO HeraBI/IHBHO IIOJJIOKCHHBIC C€AMHUIIBI XpaHeHI/ISI I[pyrI/IX apXI/IBHBIX
b oHIOB,



U3bIMaTh CIUHHIIBI XPAHCHUS, 3apAKEHHBIC ITUICCEHBI0 WJIH APYTUMHU OHUOIIOTHYECKUMU
BPEAUTEISIMH, U1 HEMEIJICHHON MX W30JISIINH;

U3bIMaTh CJMHUIIBI XPAHCHHUS, HE BHECCHHBIC B OMKChH J€J, JOKYMEHTOB (KHUTY ydeTa U
OIKCaHMs), U TIOMEIATh UX B KOHEI apXUBHOTO (PoHAA (KOMILUICKCA apXUBHBIX JOKYMECHTOB)
JUISL TIOCIIeytotel oOpaboTKU U OMMCaHUS B CPOKHU, YCTAaHOBIIEHHBIE PYKOBOJCTBOM apXHUBa.

B XO0JI€ MPOBEPKH HAJIMYHA U COCTOSHUS apXHUBHBIX JOKYMEHTOB HE IOIIYCKACTCI.

BHOCUTh B OIHKCH [, JOKYMEHTOB (KHHMIYy ydueTa M OIHCAHWS) HEYYTCHHBIC CIMHUIIBI
XpaHCHHUS,

JCJIaTh Kakue-1100 IIOMEThI, UCIIPABJICHUA WKW 3allMCH B OIMUCAX JCJ, JOKYMCHTOB H OPYIHX
YUYCTHBIX TOKYMCHTAX.

Pe3ynbpTaThl MpOBEpPKH HAIUYUS U COCTOSIHHS apXHMBHBIX JOKYMEHTOB W OOHapyXEHHBIC B €€ XOJe
HEJOCTaTKU (PUKCUPYIOTCS B JMCTE MPOBEPKU HATMYUSA M COCTOSHUSL ApXUBHBIX JOKYMEHTOB U B aKTe
MPOBEPKU HATMYUS ¥ COCTOSIHUSI aDXUBHBIX JOKYMEHTOB.

JIuct npoBepKH HAJINYUS U COCTOSTHUS apXUBHBIX JTOKYMEHTOB COCTABIIIETCS HEMOCPEACTBEHHO B XOJI€
IPOBEPKH, KaK MPaBUJIO, HA KAXKIYIO OMUCH Jel, TOKYMEHTOB OTAenbHO. IIpu mpoBepke HeOOMbIINX
1o o0beMy apXHUBHBIX (DOHIOB JOMYCKAETCS COCTABICHHE OJITHOTO JHCTa MPOBEPKH HA BCE OIKUCH [,
JOKYMEHTOB. B ciyuae oOHapy»eHHs B X0/€ POBEPKU HAINYHS U COCTOSIHUS aPXUBHBIX IOKyMEHTOB
HEJOCTaTKOB, HE MPEIYyCMOTPEHHBIX rpadamu JUCTa MPOBEPKHU, a TaKkKe MPH MOJUCTHOM MPOBEpKe
JI€J1, B JIUCT BBOJAATCA YTOUHEHHUS U JONOJHUTENIBHBIE PEKBU3UTHI. JINCTHI POBEPKU HYMEPYIOTCS B
BaJIOBOM TMOPSAKE B TMpelenax apxuBHOro ¢GoHAa MO KaxJAO0H MpOBEpKE U IMOAMHCHIBAIOTCS
VCIIOJTHUTEIISIMH.

Ha ocHoBanmu nmcTa (IMCTOB) MPOBEPKH COCTABISETCS AKT IPOBEPKH HAIWYHMS W COCTOSHHS
ApXUBHBIX JOKYMEHTOB. OIHOBPEMEHHO C aKTOM IIPOBEPKH HAJIMYUS ¥ COCTOSHHS apXHBHBIX
JOKYMEHTOB TPH HEOOXOJMMOCTH COCTaBISIIOTCS aKT O TEXHUYECKUX OMHMOKaX B YYETHBIX
JIOKYMEHTaxX; akT 00 OOHapy)XCHHU apXUBHBIX JOKYMEHTOB; aKT O HEHCIIPABUMBIX IOBPEKICHHSIX
JIOKyMeHTOB (nmputoskeHune Ne 1) u npyrue aKThl.

Ilo oxoHuanum IMMPOBCPKHU HaJIMYUA U COCTOAHUSA QAPXUBHBIX HOOKYMCHTOB B KOHIC OIIUCU MOCI,
JOKYMECHTOB (KHHTH ydeTa M OIKCAHMS) MPOCTABJISCTCSA IITaMIT "TIPOBEPEHO", JaTa, JOKHOCTH U
MOAIHNCH JINLA, IPOU3BOAUBIIETO IIPOBEPKY.

B ciyuae oOHapy)KeHHs B UTOTOBOW 3alMCH OMHCH [eJ, TOKYMCHTOB (KHUTH yd4eTa M OIHCAHHS)
HEYUYTCHHBIX JUTEPHBIX W MPOMYIICHHBIX MOPSIKOBBIX HOMEPOB, BBHIOBIBIIMX B COOTBETCTBUH C
YCTaHOBJICHHBIM MOPSAIKOM €IUHUI XpPAaHEHHsI, UTOTOBAsl 3aIIUCh TIEPECOCTABISAETCS.

Ha Bce orcyrcTByromue B X0A€ MPOBEPKU HAIMYUS U COCTOSHHSI apXMBHBIX JOKYMEHTOB €IUHULIBI
XpaHEHHUs COCTABISIIOTCA KAapTOUYKM YydeTa HEOOHAapYKEHHBIX AapXMBHBIX JOKYMEHTOB. Benenue
KapTOTEKH HEOOHAPY)KEHHBIX AapXMBHBIX JOKYMEHTOB OCYILECTBISIETCS LEHTPAIU30BaHHO Ha
OyMa)KHOM HOCHTEJIEC HJIM B aBTOMAaTU3UPOBAHHOM PEKUME B COOTBETCTBUU C PEKBU3UTAMU KapTOUKU
yueTa HeoOHapy>KEHHbBIX apXHUBHBIX TOKYMEHTOB.

Pe3ynbraTel MpoOBEpKH (PU3MUECKOTO COCTOSHUS APXMBHBIX JTOKYMEHTOB 3aHOCATCS B KapTOTEKY
(kHHTY) yueTa pU3HUECKOro (TEXHHUECKOT0) COCTOSHUSA apXUBHBIX JTOKYMEHTOB.



HpOBepKa HaJIM4YUA U COCTOSAHUSA apXHUBHBIX JOKYMCHTOB CHUUTACTCA 33.B€pH.I€HHOﬁ IIOCJIC BHCCCHHUA
W3MEHEHMI BO BCE YUYE€THBIC TOKYMCHTEI.

[Tocne mpoBepKH HaIUYUSA U COCTOSHUS ApXUBHBIX JTOKYMEHTOB KOPOOKH C apXUBHBIMU JIOKYMEHTaMU
OTEYaTHIBAIOTCS.

Po3pick apXMBHBIX JOKYMEHTOB, HE OOHApY)KCHHBIX B XOJI¢ NPOBEPKHM HAIWYHMS U COCTOSHHS,
OpraHU3yeTcs C MOMEHTa BBISIBICHUS MX OTCYTCTBHUSA, M IPOBOJUTCA B TEUEHHE OJHOTO roja Kak
HEINOCPEACTBEHHO B apXUBE, TaK U B IPYrMX opraHu3anusax. PykoBoacTBO apxuBa BIIpaBe IMPOUIUTH
CPOK PO3bICKAa Ha OCHOBAHWM JOKJIAJHOW 3alMCKH PYKOBOJIUTENS COOTBETCTBYIOLIEIO CTPYKTYPHOTO
NOJIpa3/ielICHUs] apXUBa.

ApXUBHBIE JOKYMEHTbHI, OOHAapyXEHHbIE B XOJ€ pO3bICKA, MEPENAITCS XPAHUTENI0, KOTOPBIH
NOJKJIaAbIBa€T MX Ha Mecto. B mmcre mnpoepku B rpade "llpumeuanue” B KapTOTeke
HEOOHAPYXKEHHBIX AapXMBHBIX JOKYMEHTOB JellaeTcd OTMEeTKa 00 OOHapy)XKeHUH apXUBHBIX
JOKYMEHTOB, KOTOpasi 3aBEpsICTCS MOJNKCHI0 3aBEIYIOLIETO0 apXWBOXPAHIIUILEM (MYHUIUITATIbHBIM
aApXHBOM).

ApXI/IBHI)Ie JOKYMCHTEI, ITPUYKUHBI OTCYTCTBHA KOTOPBIX IMOATBCPKACHBI JOKYMCHTAJIIBHO, CHUMAIOTCA
C y4€Ta B YCTAHOBJICHHOM MTOPAIKC.

Ha apxuBHBIE TOKYMEHTHI, HE OOHApPY>KEHHBIE B XOJI€ PO3BICKA, COCTABIIAETCS aKT O HEOOHAPYKEHUH
JIOKYMEHTOB, TYTH pO3bICKAa KOTOpPBHIX Hcuepnanbl (mpuioxenue Ne2), W moapoOHasi cCrpaBKa o
IPOBEJCHUN pPO3BICKA, KOTOPBIE BMECTE C AKTOM IIPOBEPKM HAJIWYMs U COCTOSIHMSI apXHUBHBIX
JIOKYMEHTOB IIPEACTABIISIIOTCSA B BBIMIECTOSAIINN YITOJIHOMOYEHHBIM OpraH MCIHOJHUTEIbHOM BIACTH B
cdepe apXuUBHOTO JAema Ui MPUHATHS OKOHYATEIBHOTO PELICHHUs O CHATHUU C y4eTa TaKHX apXHUBHBIX
JIOKYMEHTOB.

Pemienue o CHATHM apXUBHBIX IOKYyMEHTOB C y4eTa 0(pOpMIISeTCs IPUKA30M PYKOBOJIUTENS apXHBa Ha
OCHOBAaHMM  IIMCBMEHHOIO  paspelieHuss  COOTBETCTBYIOIIETO  YIIOJHOMOYEHHOIO  OpraHa
UCTIOJIHUTENIbHOW BJIAacTH B chepe apXUBHOTO Jea.

CHsTHE ¢ yueTa JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoii denepariu, OJHOBPEMEHHO BXOASIINX
B cocrtaB MyseitHoro ¢onga Poccuiickoit ®Depepanuu, OCYIIECTBISETCS B COOTBETCTBUHM C
Hacrosimumu  [IpaBumamMu ¥ MOPSAKOM, YCTAHOBJICHHBIM  CIELHMAIBHO  YIIOJTHOMOYEHHBIM
beneparTbHBIM OpraHOM MCIIOJIHUTENIbHOMN BiacTu st Mysetinoro gonna Poccutickoni @enepamnu.

CusTue ¢ ydera 1okymMeHTOB ApxuBHoro ¢onaa Poccuiickoit deneparu, 0JTHOBPEMEHHO BXOJISIINX
B COCTaB OMOIMOTEYHBIX (POHIOB, OCYIIECTBISETCS B COOTBETCTBUU C HacTosmuMu [IpaBumamu u
MOPSIIKOM, YCTAHOBJICHHBIM CTICIIUATBHO YITOJJHOMOYEHHBIM (eepabHBIM OPTraHOM UCIIOJTHUTEIIBHON
BJIAcTH JyIst OnbImoTeuHsix GoumoB Poccuiickoit denepanuu.

B kaproreke HeoOHapyKEHHBIX apPXUBHBIX JOKYMEHTOB JENaeTcsi OTMETKa O CHSITHH apXUBHBIX
JIOKYMEHTOB C y4eTa.

B cpoku, ycTaHOBIEHHBIE PYKOBOACTBOM apXUBa, CHUCTEMAaTHYECKU IIPOBOJATCA IIOJIHBIE WIIH
BbIOOPOYHBIE TPOBEPKM HAJIMYUSA M COCTOSIHMS apXUBHBIX JOKYMEHTOB, BbBIJAaBaBUIMXCS U3
aApXMBOXPAHWIUII B TeUEHHE rofa. Pe3ynbTaThl yKa3aHHOU MPOBEPKU O(POPMIISIOTCS:

MIPU TIOJTBEPKACHUN HAIMYHWSA JIeN - B BUJE JOKJIATHON 3alUCKU pabOTHUKA, OTBETCTBEHHOTO
3a OpraHU3aluIo0 MPOBEPKU HATTMYUS,



IPU OTCYTCTBUHU KaKUX-JINOO Jies 0e3 TOKyMEHTHPOBAHHOTO OOOCHOBAHUS - B YCTAHOBJIEHHOM
MOPSJIKE.

HpI/I BBISIBJIEHUM HEOOOCHOBAHHOTO OTCYTCTBUA APXHUBHBIX JOKYMCHTOB OCYHICCTBIIACTCA HX

OTIepaTUBHBINA PO3BICK. B ciyyae 6e3pe3yabTaTHOCTH PO3bICKA OTCYTCTBYIOIINE ApPXUBHBIC JTOKYMEHTHI
BKJIIOYAIOTCS B KAPTOTEKY HEOOHAPYKEHHBIX IOKYMEHTOB JJIs JalbHEHIIIET0 UX PO3bICKA.

Y

IIpoBepka TexHNYECKOT0 M (PU3HKO-XUMHUYECKOT0 COCTOSIHMS APXUBHBIX IOKYMEHTOB.
BrisiBiieHHe apXUBHBIX JOKYMEHTOB € MOBPEKICHUAMH MAaTEPHAJIbHBIX HOCUTEJIeH U TEKCTOB

2.11.6.1IIpuem u pa3MelieHUE B ApXUBOXPAHUIUINAX APXUBHBIX TOKYMEHTOB, TOCTYIHUBIINX B apXUB
0e3 mpeaBapUTENbHOM MPOBEPKH UX (U3UUECKOTO COCTOSIHMA, HE jaomyckatotcs. IloctynuBiime B
apXMB apXMBHbBIEC IOKYMEHTHI JI0 IIEPEIaydl B apXMBOXPAHWINILE PAa3MEILAIOT B MIOMELIEHUH NpUeMa 1
BPEMEHHOI'0 XpaHEHHs, OCBOOOKIAIOT OT TPAHCIOPTHOM Tapbl, PacKiaJIblBalOT HA CTEIAXaX M
ctonax. He nmomyckaercs ckiagupoBaHUE MOCTYMHBIIMX apXUBHBIX TOKYMEHTOB B Hepa3zoOpaHHOM
BUJIE.

Onenka (pU3NIECKOTO U TEXHUYECKOTO COCTOSIHUS MOCTYIHMBIIUX apXUBHBIX JOKYMEHTOB, a TaKXkKe MX
CTPaxOBBIX KOIUI MPOBOJUTCA HE MO3[HEEe 3 MECALEB C MOMEHTA IIpUEMa apXHUBHBIX JOKYMEHTOB B
apXHuB.

B pesynbrate OnEHKH (U3UYECKOTO COCTOSIHUS ApXMBHBIX JOKYMEHTOB Ha OYMaXHOW OCHOBE
BBISIBJISIIOTCSL ApPXUBHBIE JOKYMEHTBI: MOPa)KEHHbIE OMOJIOTMYECKMMH BPEIUTENSIMH; C MOBBIIIEHHON
BJIIAKHOCTBIO; C MOBPEXKICHUSAMH OyMaru ¥ TEKCTa; 3ambuieHHbIe. [Ipy 3TOM yianeHuio moanexar Bce
IIOCTOPOHHUE, HAXOJAIIMECs B JieNax, Iamnkax, KopoOKax MpeIMeThl. MeTaJUIMYECKHe, KapTOHHBIE,
OyMakHBIE U IpYTHE 3aKJIa/IKH, TIPOKIAIKU, CKPEIKHU H T.II.

[Tpu olleHKEe TEXHUYECKOTO COCTOSIHHS ayJAMOBH3YyaJIbHBIX W JJICKTPOHHBIX JOKYMEHTOB, a TaKXKe HX
CTPaxOBBIX KOIHW, YCTAHABIMBACTCS BO3MOXKHOCTh CUUTHIBAaHHS HH()OpPMAMM C MaTepUATHHOTO
HOCHTEJISI, COOTBETCTBUE TEXHHUUYECKUX XaPAKTEPUCTHK ITUX JIOKYMCHTOB CBEJICHUSM, COACPIKAIINMCS
B COINPOBOXJAMIIUX aKTaX TEXHUYECKOTO COCTOSHHUS. OTHOBPEMEHHO BBISIBISICTCS BUJ OCHOBBI
KHHO(POTOJOKYMEHTa. APXHUBHBIC TOKYMEHTHI Ha HUTPOOCHOBE TOJIJICIKAT HEMEJICHHOM MPOBEpKe Ha
CTaOMIBLHOCTb.

[Ipu obHapyxkeHHH NOEPEKTOB COCTABISETCS aKT IMPOU3BOJIBHON (DOPMBI, OTpaKAIOMIMKA XapakTep
neexkToB M Mephl MO0 WX YCTpaHEHHIO. YCTpaHeHHE Ne(eKTOB NMPOBOJUTCS 3a CYET HCTOYHHKA
KOMILJICKTOBAHUSI.

[MocTynuBiIMe apXUBHBIC TOKYMEHTBHI, MOPAKCHHBIC OMOJIOTHYCCKUMHU BPEIUTEIsIMH (HACEKOMBIC,
aKTHBHAs TIUICCEHb), HANPABISAIOTCS HA CAHUTAPHO-TMIMEHHYECKYI0 00paboTKy (me3uHpexims,
JIC3UHCEKIINS).

[Ipu oOHapyeHUM YBJIQKHEHHBIX apXUBHBIX JIOKYMEHTOB IIPOBOAMTCA UX 0Os3aTelbHas
AKKJIMMATHU3alMs 10 MOJHOTO BBICYIIMBAHMS. AKKIMMATU3AIUIO MPOBOISAT B MOMEIICHUU MpUEMa U
BPEMEHHOTO XpaHeHHs B TedeHue 7-14 cytok (B 3aBUCHMOCTH OT CTENCHH YBIOKHCHHUS) MPU
WHTEHCUBHOW BEHTHISIIIMM BO3/yXa U Pa3MEILEHUH €IMHUL] XPAaHEHUS B pa3BEPHYTOM BHUJIE HA CTOJIAX,
CTeJIaXKax.

KadyectBo Oymaru M TEKCTa MOCTYNHMBIIUX APXHUBHBIX JTOKYMEHTOB IPOBEPSETCS BBIOOPOYHO ISt
0o01IEeH OLIEHKU UX COCTOSHUSL.



OO0ecnbUTMBaHKUE TOCTYIUBIIUX APXHUBHBIX JIOKYMEHTOB MPOBOIST B CHCIHAILHOM MOMEIICHUH C
MPUMECHCHUEM BBITSDKHBIX IIKAGOB M COOJIOICHHEM MEp CAaHWTApHH W THrueHbl. O0s3aTeIbHOMY
00eCnbUTUBAHUIO MOANEKAT KOPOOKH, MAMKH, OOJI0KKH, KOPEIIKH JIe.

HOCTyHI/IBI_HI/Ie AyJIHUOBU3YaJIbHBIC U DJICKTPOHHBIC JTOKYMCHTEI IIOIJICKAT.
OYHUCTKC OT IbJIM U ICPECMOTKC - APXUBHLIC JTOKYMCHTHI HA MarauTHOMN JICHTE,

OYUCTKE OT 3arpsA3HEHUI - apXWBHBIE JOKYMEHTHI Ha JHMCKOBBIX HOCHUTEISX M apXHUBHBIC
(OTOIOKYMEHTHI;

AKKJIMMAaTHU3allly B 3aJIaHHBIX TEMIICPATYPHO-BIIAXKHOCTHBIX YCIIOBUAX,
YIIaKOBbBIBAHUIO.

AKKIMMaTH3alusl ayAHOBU3YalIbHBIX M JJIEKTPOHHBIX JOKYMEHTOB Ha IIJICHOYHOW U JIMCKOBOI
OCHOBax Tepe]] pa3MENICHHEM WX B apXUBOXPAHWIUIIE MPOBOAMUTCS B OTKPHITOW YHMAKOBKE MpU
temriepatype 20+3C M OTHOCHTENHHON BIAXKHOCTH Bo3ayxa 35+15%; myisi 1BETHBIX KHHO- H
($OTOIOKYMEHTOB - MIPU OTHOCUTENBHOU BlaxHOCTH 35215%.[1poaomkuTensHOCTh aKKIMMAaTH3aUN
KHHOJIOKYMEHTOB M PYJIOHHBIX MHUKPO(MUILMOB HE JOJDKHA ObITh MeHbIne 10 CyTOK, apXWBHBIX
JOKYMEHTOB HAa MarHUTHOH JICHTE€ W JIUCKOBBIX HOCHUTEISX - HE MEHEe 3 CYTOK, ()OTOJOKYMEHTOB H
MUKpodwuI - He MeHee 24 9acoB.

2.11.6.2. IIpoBepka (PUBHKO-XHUMHUYECKOTO W TEXHHYECKOTO COCTOSIHUS ApXWUBHBIX JTOKYMEHTOB B
mponecce XpaHCHHA MNPOBOAUTCA C LCJIbIO BBIABJICHHUA IMOBPCKIACHHBIX APXMBHBLIX JOKYMCHTOB H
ApXHWBHBIX JOKYMEHTOB C TOTCHIIMATBHO OMACHBIM (PM3UYCCKUM WA OMOJOTHYECKHM COCTOSITHHEM U
OcyH_IeCTB.H}IeTC}I: IICJI€BBIM HOpHI[KOM; B XOJC€ MPOBCPKU HAIWYHUA U COCTOAHUA APXHUBHBIX
JOKYMEHTOB; TIPH MOJTOTOBKE apXMBHBIX JOKYMEHTOB K BbIJIaue M3 apXWBOXPAHUJIMINA, & TAKXKE MPH
BCEX Jpyrux paboTax, CBS3aHHBIX C TOCAMHUYHBIM (MOJUCTHBIM) MPOCMOTPOM aPXUBHBIX
JOKYMEHTOB.

IleneBass mpoBepka (U3MUECKOTO COCTOSHUS APXUBHBIX JIOKYMEHTOB IIPOBOJMUTCA B IOPSAIKE
OYEPEHOCTH C YUYETOM IIEHHOCTM apXMBHBIX JOKyMEHTOB. lleneBoil mpoBepke (huzndeckoro
COCTOSIHUSI NOJJIEKAT BCE APXMBHBIE JOKYMEHTHI, MOCTPAJAaBUIME B JKCTPEMAIBHBIX ycioBuAX. Ilo
pe3yabTaTaM KOHTPOJSL JeNaeTcs 3aKJII0YeHHEe O HEeoOXOIMMOCTH TPOBEICHUS pPECTaBpalud H
KOHCEPBALIMM M, B 3aBUCHUMOCTH OT COCTOSIHUS apXMBHBIX JOKYMEHTOB, YCTaHAaBJIMBAIOTCS CPOKHU
IIPOBEICHUS CIIEYIOLIEN KOHTPOJIbHON IIPOBEPKHU.

[TpoBepka (puU3MUECKOrO0 COCTOSIHMSI apXUBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE B Ipoliecce
XpaHEHUsI TTPOBOAUTCS C LEIbIO BHISBICHHS BIIYXKHBIX; TOPAKCHHBIX OMOIIOTUYECKUMHU BPEIUTEISIMHU
(rutecenb, HaceKOMbIe); ¢ qedeKkTaMu OyMark U TEKCTa apXMBHBIX TOKYMEHTOB.

VBIIa)KHEHHbIC apXHBHbIC JOKYMEHTBHI (fena, rpymnmbl Aej) MOUIe)KaT HEMEIJICHHOMY BbIICICHHIO,
BHEOYCPEHON 00paboTke (Cymika, akkiauMaTtuzamwus). [Ipy MaccOBOM YBIaKHEHHHM apXHBHBIX
JOKYMEHTOB TPUHUMAIOTCS MeEpbhl [0 OCYIIEHUIO apXHWBOXPAHWIMIIA, HOPMAaIHM3alUH peXUMa
XpaHeHHUSI.

ApXHBHBIC JOKYMEHTBI, IMOPAKCHHbIC OHOJOTHYSCKUMHU BpPEAUTEIAMH (IUIECEHb, HACCKOMBIE),
MO/JIEXKAT HEMEJICHHOU U30JIALIHUH.

Hannune nedextoB OyMaru M TeKCTa yCTAaHABIMBACTCS BH3YaIbHO IPU MOJUCTHOM IPOCMOTpPE JIEI.
HedexTsl kmaccuGuIUpyoTcsi Ha OCHOBE €IMHOW OyKBEHHO-IM(DPOBON HHACKCAIIUHA IO TUIIOBBHIM



npusHakaMm jedekroB Oymaru (OykBeHHas WHAEKcalus) W TekcTa (MudpoBas HHIACKCAIMs) B
COOTBETCTBUH C METOAMYCCKUMH Pa3pabOTKaMHu.

[TpoBepka TEXHMYECKOTO COCTOSHUS ayJUOBH3YaJbHBIX W AJIEKTPOHHBIX JIOKYMEHTOB B Ipoliecce
XpaHEHUs! OCYIIECTBIISIETCS C LENbIO ONPEIeTICHUS:

COCTOSIHUS X YIAKOBKH,

HAJIMYUS CTAaHJAPTHBIX PaKOP/IOB;

TEXHHYECKOTO COCTOSHUS X OBEPXHOCTU M epPOPAIIMOHHBIX TOPOKEK U CKIIEEK;
HaJIM4us 3arpsi3HEHUA U MEXAaHUYECKUX MOBPEXKACHUN;

CTaOMIIBHOCTH HUTPOOCHOBHI,

mara nepgopanuy KHHOIUIEHOK ¥ MarHUTHBIX JIGHT upuHoi 351 16 mvm;

(U3UKO-MEXaHUYECKIX XapaKTepUCTHK (KOpOOJIeHHe, OTCIauBaHHE SMYJILCHOHHOTO WU
OChIManue pabodero ciiost u Jap.);

HamMuus  Je(EeKTOB XHMHYECKOrO0 U  OHOJIOTMYECKOrO IMPOUCXOXIeHHs (MopakeHue
MHUKpPOOPTaHM3MaMH{, HACEKOMBIMH M TpPBI3yHaMH, CIEIbl KPHCTAUIM3ALUH COJNeH U
Pa3IoKEHUsI OCTATOYHBIX MPOJIYKTOB XUMHKO-(PoTOrpaduyeckoir 00padboTkH);
AIIEKTPOAKYCTUUECKUX XapaKTEPUCTHK (POHO- M BUJICOJJOKYMEHTOB,

napaMeTpoB BUJICOAOKYMEHTOB B BUJICOKAHAIIE;

KauecTBa U300pakeHus: KHHO-, (hOTO-, BUJICOJOKYMEHTOB;

YPOBHS MAapaMeTPOB, XapaKTEPHU3YIOIINX JICKTPOHHBIC JTOKYMEHTHI (HAarpuMmep, 4uciio cOoeB
IPY CYUTHIBAHUH UH(OPMALIUU B CAMHUILY BPEMEHH);

HaJIM4us "BUPYCOB" B 3JIEKTPOHHBIX JOKYMEHTAX;

HaJIM4Yug pasMarHU4C€HHBIX YYaCTKOB M MEXAHHUYCCKUX HOBpe)KI[CHI/Iﬁ OTACJIBHBIX YYaCTKOB
MAaIIMHHOT'O HOCUTEIIS,

HaJIN4¥s KOPPO3HUU HA TOBEPXHOCTU METAJUIMYECKUX TPAMOPUTUHAJIOB,;
HaJIU4Ms YKCYCHOI'O CHHJpOMAa TPUALIETATHOU IIJICHKH.

[TpoBepka TEXHMYECKOTO COCTOSIHUSI apXUBHBIX IOKYMEHTOB OCYILECTBIISIETCS] IPU BHEIIHEM OCMOTpE
B OTPAKEHHOM CBETE.

[TpoBepKy 3MEKTPOAKYCTHUECKUX XapaKTEPUCTUK (POHOJOKYMEHTOB (UaCTOTHBIC UCKAXCHHUS, YPOBCHb
kormupaddexTa, ypoBeHb (HOHA W [IYMOB, HAJTUYUE TPECKa M INEIYKOB, HIYM Iay3bl) MPOBOMASAT C
HCIIOJIb30BAaHUEM CTICIIHATILHOTO 000PYIOBAHHUS.

[IpoBepky TEXHUYECKHX NapaMeTpoOB BHUJCOJOKYMEHTOB MPOBOJAT C IOMOIIbIO KOMILJIEKCa
KOHTPOJIbHO-U3MEPUTENBHOM armnaparypsl.



[IpoBepKy TEXHHMYECKHUX IMapaMETPOB HJIEKTPOHHBIX JOKYMEHTOB MPOBOJAT C HCHOJIb30BAHUEM
CHEIMaIbHOM ammapatypbl M TIporpaMMHOro oOecnedeHus, NpeJHa3HAYeHHbIX g pPaldoThl ¢
COOTBETCTBYIOIIETO BU/Ia apPXUBHBIMH IOKYMEHTAMH.

A,

BoisiBiieHne 10KyMeHTOB ApxuBHOro gonaa Poccuiickoi ®egepanuu, HAXOASIIIMXCH B
HEY0BJICTBOPUTEJILHOM (PM3HYECKOM COCTOSIHUM, M HEHCIIPABMMO MOBPEKICHHbIX APXHBHbBIX
AOKYMEHTOB.

CHsiTHE ¢ y4YeTa HeHCIIPABUMO MOBPEKICHHBIX ADXUBHbBIX JOKYMEHTOB

2.11.7.1. HaxomsfmuMmucs B HEYAOBIECTBOPUTEIHHOM (DU3HUYECKOM COCTOSSHHH TPHU3HAIOTCS
JIOKyMeHTbl ApxuBHoro ¢(onna Poccuiickoit ®enepaiii ¢ BBICOKOW CTENEHBIO pPa3pyLICHUS
MaTepHATBHBIX HOCUTEIICH, YTPOXKAIOIICH (PU3MIECKON IIEIIOCTHOCTH IOKYMEHTOB.

Pemenne o mpusHaHum gokymeHTa ApxuBHOro ¢onma Poccuiickoit denepanmy HaxoasmMmcs B
HEYJOBJIETBOPUTEIILHOM (U3NYECKOM COCTOSIHUM M €ro IMOCTAaHOBKE Ha CIELUANbHBIM ydeT ais
OpraHu3allil B CPOYHOM TMOPSJAKE CIeHUalbHOM o00padotku (cMm. m. 2.11.9.1.) mpuHumaer
PYKOBOJIUTENIb apXWBa HAa OCHOBAaHUHU DJKCIEPTHOIO 3aKIIOYCHMS PECTaBpaTopa U PYKOBOIUTENS
NOJIpa3/ieJIeHUs], OTBETCTBEHHOI'O 3a XpPaHEHHE apXUBHBIX JOKYMEHTOB.

2.11.7.2. HeucrpaBUMO TOBPEXKACHHBIMUA apXUBHBIMH JIOKYMEHTaMM IPHU3HAIOTCS apXUBHBIC
JOKYMEHTBI, (U3MUYECKOE COCTOSHUE KOTOPBIX MCKJIIOYAeT BO3MOYKHOCTb BOCCTaHOBJIEHUS UX
MaTepHaJIbHBIX HOCUTENIEH 1 UCIIOJIB30BAHNUS COJIepKaIIeiicss B HUX JTOKyMEHTHON HH(OpMaIu.
Pewenne o npusHaHUU apXUBHOIO JOKYMEHTA HEUCIIPABUMO IMOBPEXKICHHBIM U CHATUU €r0 C ydera
IPUHUMAET COOTBETCTBYIOIMI YIOJTHOMOUYEHHBIM OpraH UCIOJHUTENBHOM BIACTH B cepe apXUBHOTO
Jielia Ha OCHOBAHUU NPEJCTaBISEMbIX PYKOBOJACTBOM apXUBa DKCIEPTHOIO 3aKJIFOYECHUS peCTaBpaTopa
U PYKOBOAMTENS IOAPA3IEICHHs], OTBETCTBEHHOIO 3a XPAaHCHHME ApXMBHBIX JOKYMEHTOB, U aKTa O
HEHCIPAaBUMBIX ITOBPEXKICHUSIX JOKyMEHTOB (mpuiioxkenue Ne 1).

Ha ocHOBaHMM NHCBMEHHOTO PEIIEHUS BBINIECTOSALIETO YIIOJHOMOYEHHOIO OpPraHa MCIIOIHUTEIBbHOU
BJIACTH B cepe apXMBHOTO Jela W3JAeTCA MPHKa3 PYKOBOAMUTENS apXUBa O CHATHHM HEUCIIPABUMO
MOBPEXKACHHBIX aPXUBHBIX JOKYMEHTOB C Y4€Ta.

CHATHE C ydeTa M YHHUYTOXXCHHE HEUCIPABMMO IIOBPEXICHHBIX YHHMKAJIBHBIX JOKYMEHTOB HE
JIOITyCKaeTCsl.

Yuer (pu3M4Y€CKOro U TEXHHYECKOT0 COCTOSTHUS APXUBHBIX TOKYMEHTOB

2.11.8.Yuer pu3NIecKoro U TEXHUIECKOTO COCTOSHUS apXUBHBIX TOKYMEHTOB Ha OyMa)KHOW OCHOBE
OCYILECTBIISICTCSI B:

nucre-3aBeputene (mpunoxerue Ne 3);
JIMCTC U AKTC MPOBCPKU HAJIMUIUA U COCTOAHUA apXHUBHBIX I[OKyMeHTOB;
KApTOYKE y4eTa apXUBHBIX JOKYMEHTOB C IIOBPEXKICHUSAMU HOCUTEIS,

KApTO4YKE y4eTa apXUBHBIX JOKYMEHTOB C ITIOBPEXKACHUSAMU TEKCTA;



KapToTeKe (KHUre) yyera QU3HMYECKOTO COCTOSHHS APXUBHBIX JOKYMEHTOB.

VYuer q)HBI/I‘ICCKOI‘O M TCXHUYECCKOI'O COCTOSAHUA ayJUOBU3YaAIIbHBIX TOKYMCHTOB OCYIICCTBIIACTCA B.

KapTOYKE yueTa TEXHUUYECKOTO COCTOSIHUSI KWHOJOKYMEHTA;
KapTOYKe yyeTa TEXHUUYECKOT0 COCTOSIHUSA (POTOJJOKYMEHTA,
KapTOYKe yyeTa TEXHUUYECKOr0 COCTOSIHUS (POHOJOKYMEHTA,

KapTO4YKE y4€Ta TEXHUYCCKOI'O COCTOAHUSA BUACOJOKYMCHTA.

Hns  yuera pokymeHTtoB ApxuBHOro ¢onna Poccuiickoit ®enepanuu, HaxoAslmmxcs B
HEYJOBJIETBOPUTEIILHOM (DU3MUECKOM COCTOSIHMHM, BeIeTCs crenuanbHas KHura. CooTBETCTBYOIME
OTMETKM TPOCTaBISIIOTCA TakXe B JPYIMX JOKYMEHTaX yueTa (HU3UYECKOr0 M TEXHUYECKOTO
COCTOSIHUS aDXUBHBIX JOKYMEHTOB.

VYuer (bI/ISI/I‘IeCKOFO N TEXHUYECKOT'O COCTOAHUA AapXHUBHBIX JOKYMCHTOB MOXKCT OCYIICCTBIIATHCA Ha
6YMa)KHOM HOCHUTCJIC HJIMU B aABTOMATH3UPOBAHHOM PCKUMEC B COOTBCTCTBUU C YCTAaHOBJICHHBIMU
PEKBU3HUTAMU KOHTPOJIbHO-YYCTHBIX JOKYMCHTOB.

Y

DU3NKO-XUMHYECKAs] M TEXHUYECKAast 00pad0TKa apXMBHBIX IOKYMEHTOB

2.11.9.1. ®usuko-xuMHUYeCKasi U TEXHUYECKas 0OpabOTKa apXWBHBIX TOKYMEHTOB IPOBOJHUTCS C

LENBIO;

yCTpaHEHUS MPUYNH YCKOPEHHOTO CTApEHUS U pa3pyLICHUs] apXUBHBIX TOKYMEHTOB,;
BOCCTAHOBJICHHSI X CBOMCTB, TEXHUUYECKUX XapaKTEPUCTHUK, JOJITOBEYHOCTH;

BOCIIPOM3BEICHHS JOKYMEHTHOM nHpopManuu Ha 60jee yCTOMYMBBIX HOCUTEIISX.

OCHOBHBIMHU BH/IaMU 3TOH 00paOOTKM apXUBHBIX JOKYMEHTOB Ha OYMa)KHOM OCHOBE SIBJISFOTCSI:

Ne3UH(EKIMs, JEe3UHCeKIUs, JAepaTu3alusi apXUBOXPAHWIMI] KaK COBOKYITHOCTb Mep
omonpodunakTUKK, OWO3AMMUTHI W  YHUYTOXKEHUS  OHMOJOTHYECKHX  BpEeOUTENed B
apXUBOXPAHUIUIIAX U HA aPXUBHBIX JOKYMEHTAX;

pecraBpanus (pecTaBpalldOHHO-KOHCEpPBAIMOHHAass 00paboTKa), Kak KOMIUIEKC paboT W
TEXHOJIOTHUYCCKUX onepaulfn‘/i IO BOCCTAHOBJIEHUIO CBOWUCTB H AOJITOBECYHOCTHU OpPUTHHAJIOB
ApXHUBHBIX JJOKYMECHTOB,

BOCITPOM3BEJICHUE APXMBHBIX JIOKYMEHTOB C IICNIbI0 CO3JaHUs CTpaxoBoro ¢oHAa KOmui
VHUKQJIBHBIX JOKYMEHTOB W 0CO0O TIIEHHBIX JOKYMEHTOB U (OHIa TMOJIB30BaHUSA,
dboTopecTaBpalys apXuBHBIX JOKYMEHTOB C yracliuM U CIa00OKOHTPACTHBIM TEKCTOM; 3aMEeHa
OPUTMHAJIOB C HEJIOJTOBEYHBIMH WJIM Pa3pyIICHHBIMA HOCUTEISIMU KOMUAMHU JIJISi COXpaHEHUs
JIOKYMEHTHOHM MHGOpMAIIH U JIp.;

NeperyieT apXUBHBIX IOKyMEHTOB,



o0ecTbUIMBaHUE APXUBHBIX TOKYMEHTOB,
00paboTKa apXMBHBIX JOKYMEHTOB B PEKMME aBapHIHO-CIIacaTelIbHBIX Pa0dOT, B TOM YHCIE C
NPUMEHEHHEM CPEICTB M CIIOCOOOB CYIIKH, NE3MH(EKINH, IE3UHCEKINH, 3aMOpaKUBAHU,

pecTaBpalnuu, BOCIPOU3BEACHUS, IE3aKTUBALIMH U IPYTUX BHJIOB LIE€I€BOI 00pabOTKH.

AynuoBHU3yallbHbIE M JICKTPOHHBIE JOKYMEHTHI B 3aBUCHMOCTH OT (PM3WYECKON MPUPOBI HOCUTEIIS
HOJBEPratoTCs CIEAYIOUIMM PECTAaBPALMOHHBIM U KOHCEPBALIMOHHO-TIPO(YUIAKTUYECKUM padoTam:

APXUBHBIC NOKYMCHTHI Ha Mar"HuTHOMH JICHTE:

OYHCTKC TIIOBCPXHOCTU OT IMbUIM W YaCTUL[ TpsA3KW Ha CICHUAIBHOM OYUCTUTCIIBHOM
000pyI0BaHNH;

3aMCHC MEPECOXIINX U HOKOpO6J’IeHHHX CKIJICCK,

0o(opMIICHHIO PYJIOHOB MAarHUTHOM JICHTHI 3aIIUTHOW MAarHUTHOU JICHTOH C ABYX CTOpPOH MO 2-

2,5v;

NEPEMOTKE C TIeNBI0 CHATHS BHYTPCHHUX HANpsHDKEHUH B PyJOHAX MAarHUTHBIX JICHT,
BO3HHUKIIMX M3-3a2 TIEPEMajgoB TEMIEpaTypbl W  BIAKHOCTH TPU  XpaHEHHUH H
TPaHCIIOPTHPOBAHUH APXUBHBIX IOKYMEHTOB,;

apXHWBHBIC TOKYMEHTHI Ha JUCKOBBIX HOCUTEIISX:

00€ECIIBIINBAHUIO,

POTHPKE aHTUCTATUKOM,;

KUHO(OTOJOKYMEHTBI, MUKPO(OPMBI U (POHOTPAMMBI K KHHO(DHIIEMaM:

00€ECIIBUINBAHUIO;

YIIQJICHUIO BOCKOBBIX, JKUPOBBIX M MHBIX 3arps3HEHUH,;

YKPEIUICHHUIO CKJIEEK U TPOCEUCK;

peMoHTY niepoparuu;

nepeeNKe rpyobix, KOpOOJICHHBIX 3aIlIaT U CKIICEK;

PEMOHTY MOBPEKACHHBIX MOJIEH KaapOB.

['pamopurunansl GOHOTOKYMEHTOB MOJIBEPTAIOTCS SJICKTPOXUMHUECKON OUNCTKE.

2.11.9.2. PaGotbl 10 (HUBUKO-XMMHUYECKONM W TEXHUYECKON 00pabOTKe apXWBHBIX JTOKYMEHTOB
nmoApa3aAC/IsItOTCA Ha INIAHOBBIC U BHCIIAHOBBIC.

[TnanoBast 06paboTKa apXUBHBIX TOKYMEHTOB ITPOBOAUTCS MO pe3yabTaTaM MPOBEPKH UX COCTOSHUS B
MOPSIIKE OYEPETHOCTH, YCTAHOBJIEHHOW B apXMBE C YYETOM IPUHAUIEKHOCTH HMX K PA3TMYHBIM
[IEHHOCTHBIM TpYIaM, 0COOEHHOCTEH (PU3MUECKOTO COCTOSHUS APXUBHBIX JOKYMEHTOB Pa3IHMYHBIX



BUJIOB U BO3MOXKHOCTEW apxuBa. [IpropureT oTnaercs YHHUKAIbHBIM JOKYMEHTaM M 0CO00 LIEHHBIM
JOKYMEHTaM.

K BHem1aHOBBIM OTHOCATCA pa0OThbI, BBINOJHAEMBbIE B aBapUIIHO-CIIACaTENbHBIX CUTYaIUsX,
CBA3AHHBIX C JIOKAJIbHBIM MJIM MAacCOBBIM IIOPA)KEHMEM apXMBHBIX JIOKYMEHTOB OTHEM, BOJOH,
XMMHUYECKMMH MM PaJUOaKTHBHBIMU BenlecTBaMH. CpOYHBIE MEpBI IO BBIIEICHHIO, H30JALUH,
CaHMTapHOH 00pabOTKE apXMBHBIX JOKYMEHTOB M MECT MX XPaHEHUS MPEANPHHUMAIOTCS TaKKe IpU
NOpa)KEHUH apXUBHBIX JOKYMEHTOB OMOJIOTHYECKUMU BPEIUTEISIMH.

Homenknarypa, nopsjok npoBeJeHUs U TEXHOJIOTHS paboT Mo (PU3NKO-XUMUYECKON M TEXHUYECKOU

O6p&60TKe APXUBHBIX JOKYMCHTOB OIIPCACIAIOTCA OTPACIICBBIMU HOPMATUBHBIMHU U MCTOAUYCCKUMU
JOKYMCHTaMMU.

A,

OO0umme TpedoBaHMSA K BblJa4ye APXHUBHBIX JOKYMEHTOB M3 APXMBOXPAHHINIIA

2.11.10.ApxuBHBIE JOKYMEHTHI, UMEIOIINE (OH MOJIB30BAHUS, U3 APXUBOXPAHHIIUINA, KaK MIPABUJIO,
HE BBIIAIOTCS.

ApXHBHBIC JTOKYMEHTBI, HE NPONICININEC HAYJHOTO ONMHUCAHHS M TEXHUYCCKOro OQOpPMIICHHS, W3
apXI/IBOXpaHI/IJII/IH_Ia HC BBIJAKOTCS OJIA UCIIOJIB30BAHUSA U HpOBe,Z[eHI/ISI pa60T 110 CO31aHNIO CTanOBOFO
dbonaa u GpoHIa MTOTH30BAHUS.

Brigada u3 apXuBOXpaHWIUIIA TOATUHHIKOB 0C000 IIEHHBIX JOKYMEHTOB, B TOM YHCJIE YHUKATHHBIX
JIOKYMEHTOB, a TakXe JOKyMeHTOoB ApxuBHoro (onma Poccuiickoit deneparuu, HaXoaAIuxcs B
Hey,Z[OBJIeTBOpI/ITe.HBHOM (1)H3H‘-I€CKOM COCTOAHUU, OCyH.I@CTBJ'DIGTC}I B HCKIIFOUUTCIBbHBIX cnyqaﬂx C
MMCbMEHHOTO pa3pelieHus PyKOBOIUTES apXUBa.

ApXMBHBIE JTOKYMEHTBI BBIJAIOTCS W3 apXMBOXPAaHWIMINA TIOCYHAPCTBEHHOIO apXWBa, My3es,
6ubnmmoTexu, opranuzanuu Poccuiickoil akageMun HayK ¢ MUCbMEHHOTO pa3pereHHs:

3aBEYIONIETO apXUBOXPAHMWIHIIEM (OTACIOM O00CCIICUCHUsT COXPAHHOCTH) - MOJIb30BATEIISM B
YUTAJIbHBIN (IIPOCMOTPOBBIN) 3all apXWBa M PaOOTHHKAM apXwWBa I CIY)KEOHBIX IC/ei B
pabourie MOMENICHNUS;

PYKOBOAMTENSI apXWBa WJIM €ro 3aMmMecTuTeNdst - (GOHA000pa3oBaTeNsiM, CyaeOHBIM,
IIPaBOOXPAHUTEIBHBIM M MHBIM YIOJIHOMOYEHHBIM OpraHaM BO BPEMEHHOE MOJIb30BaHUE MPU
HAJIMYUU TapaHTUHHOTO MHUCbMAa OT HUX; OPraHU3alUsIM - JUIsl SKCIIOHUPOBAHUS TPU HAIUYUU
JIOTOBOpa O TPOBEIEHUHM BBICTABKH W COOTBETCTBYIOLIETO IPHKa3a PYKOBOAMUTENS apXHBa,
paboTHUKaM J1a0OpaTOPUU apXHBa, CHEHUAIU3HUPOBAHHBIM OpPraHU3AlMIM - JJIS MPOBEACHUS
paboT 1o co3gaHuio cTpaxoBoro ¢GoHaa U (HoHIA MOJIH30BAHUSA U CHELUAIBHON 00paboTKH
ApXUBHBIX JOKYMEHTOB IPU HAJIWYUHU COOTBETCTBYIOIIETO JOTOBOpA CO CHEIHATN3UPOBAHHON
OpraHu3aluen.

Bpimaya  apXMBHBIX ~ JIOKYMEHTOB  BBINICYNIOMSIHYTBIM  KaTerOpusiM  TMOJib30BaTellied U3
apXMBOXPaHWINIA MYHUIUIAIBHOTO apXHuBa, My3esi, OMOIMOTEKH OCYIIECTBISIETCS ¢ MUCHbMEHHOIO
pa3pelieHns 3aBeAyIONIer0 MyHUITUNIATbHBIM apXUBOM, My3eeM, OUOINOTEKOH.

Boigauy apXuBHBIX TOKYMEHTOB U3 apXUBOXPAHWJIUINA U IPUEM UX OOpaTHO, B TOM YHCIIE TIOJUCTHYIO
MIPOBEPKY HAJIMYMUS U COCTOSIHUSI apXUBHBIX JOKYMEHTOB Mepe/l BblIaueld WX U3 apXUBOXPaHWIHILA U
Opu BO3BpaTe, MPOU3BOAUT pPAOOTHUK apXuBOXpaHWiHuiua. [lodMCTHYI0 NpoBepKy HaIWYUS WU



COCTOSIHMSI apXMBHBIX JOKYMEHTOB, BO3BpAIllA€MbIX IOJb30BATEISIMU B UYWTAJIbHOM 3alle,
OCYIIECTBIISIET paOOTHUK YUTAIBHOTO 3aJa.

O0s13aTeIbHON TTOJTMCTHON MTPOBEPKE HATMYMSI K COCTOSTHUS TIepe] BhIIaueii apXUBHBIX JOKYMEHTOB U3
apXMBOXPAHUIINIIA U IIPA UX BO3BPATE IIOIJIEHKAT:

YHHUKAJIbHBIE TOKYMEHTBI U 0CO00 IICHHBIE TOKYMEHTHI,

APXUBHBIC AOOKYMCHTBI, UMCHOIINEC B O(bOpMJ'IeHI/II/I WIIW TPUIOKECHUHU K HHUM JparoucHHBIC
KaMHH U METAJLJIbI,

HECOPOIIIOPOBAHHBIE APXUBHBIE IOKYMEHTHI,

Jiena, paHee He BbIAABaBIINECA U3 apXUBOXPAHWININA U HE UMEIOLIUE JTUCTOB-3aBEPUTEIIEH;
Jiena, cojepkauue aprorpadsl, rpapuueckue JOKYMEHTHI, IOYTOBBIE M I'epOOBBIE 3HAKH,
[I€4YaTu, OTKPBITKH, KOHBEPTHl C aJpecaMu, MapKamMH, W JApyrue apXHUBHBIE JOKYMEHTHI,

MOTEHITUAITBHO MPECTABIISIONINE HHTEPEC IS KOJUICKIIMOHEPOB.

CocraB apyrux jAei, HMOJJIEKaIIMX IMOJHCTHON MpOBEpKe, ONMpeaesseTcss PyKOBOJACTBOM apXHBa Ha
OCHOBE pELIEHUs IKCIEPTHO-METOINYECKON KOMUCCHH.

OTMeTKa 0 MIPOBENICHHOM OJIMCTHOM MPOBEPKE CTABHUTCS B JINCTE-3aBeputee (mpmioxenue Ne 3).

Ha mecTo BBIIaBaeMbIX M3 apXWBOXPAHWIWINA €IWHUIl XPAaHCHUS W OMUCEH Jel, JOKYMEHTOB
MOJIKJIAJIbIBACTCSl KapTa-3aMECTUTENb.

ApXUBHBIC JOKYMCHTBI, BBIIaBacMble M3 apXMUBOXPAHWIHUINE, JOJDKHBI HUMETh apXUBHBIA MU,
POHYMEPOBAHHBIC JIMCTHI, JIUCT-3aBepUTeNb (Mpuiaoxenue No 3) v JTUCT UCTIONIB30BAHUS JOKYMEHTOB
(mpunoxenue Ne 4).

HOI[FOTOBKa APXMBHBIX JOKYMCHTOB K BbIJIA4YC U3 apXHWBOXPAaHMUIINIIA BKJIOYACT.
BBICMKY apXMBHBIX JJOKYMEHTOB,

CBEPKY apXHUBHOTO MiM(pa U 3aroJIOBKOB (aHHOTAIMIA) ¢ OMUCHI0 (KHUTON y4eTa W OMHUCAHMS)
JieJ1, TOKYMEHTOB,

MOJIMCTHYIO MPOBCPKY APpXUBHBIX ACI - B YCTAHOBJICHHBIX ClIy4dasX.

CBepka apxXWBHOTO MHdpa apXUBHBIX JOKYMEHTOB C OMHUCHIO (KHUTOW ydeTa W OMUCAHUS) 1Nl U
JIOKYMEHTOB TIpeJIojiaraeT MpoBEpKYy MPaBUIBHOCTH O(OpMIIECHHS OOJIOKKM M TUTYJIBHOTO JIHCTa
Jiena, EpBUYHOTO CPECTBA XPAHEHUS aAyAUOBU3YaIbHOTO, 3JIEKTPOHHOTO TOKYMEHTA, IPABUIBHOCTH
COCTaBJIGHUS 3arojioBKa M Imu¢pa eauHuNbl XpaHeHus. [lpu Hamumuuu OONBIIMX HCHpPaBICHUN
00JI0KKa U TUTYJBbHBIN JIUCT 3aMEHSIOTCS C COXPAHEHUEM MTPU HEOOXOIMMOCTH CTapO OOIOKKH.

[Ipy moAroTOBKE K BBIAAYE W3 ApPXMBOXPAHMIIUINA OTACIHHBIX aAPXHBHBIX JOKYMEHTOB, M3BITHIX H3
nelt, Ha 000POTHOM CTOPOHE KAXJIOTO JINCTA BHE TEKCTAa apXUBHOTO JOKYMEHTA IMPOCTABIISIETCS [ITAMIT
C apXUBHBIM MIU(POM.




Cpoku BbI1a4M apXHUBHBIX JOKYMEHTOB
2.11.10.1 ApxuBHBIE TOKYMEHTHI BBIJAIOTCS U3 apXUBOXPAHUIINIIA HA CPOK:

JI0 OJIHOTO MeCsIa - TOJb30BATEIISIM B YATAIBHBIN 3a]1 U pabOTHHKaM apxuBa (Kpome 0co00
IICHHBIX JOKYMEHTOB, BbIJaBACMbIX Ha CPOK He OoJIee IBYX HEICID);

JI0 TpeX MecsIeB - PoHI000pa30BaTEIIsAM,;
JI0 IECTH MECSIIEB - CYACOHBIM, MPABOOXPAHUTEIHHBIM U HHBIM YITOJIHOMOUYEHHBIM OpraHaM.

Brigada apXuBHBIX JOKYMEHTOB W3 apXWBOXPAHWIIUINA JUIS SKCIIOHUPOBAHUS OCYIIECTBISETCS Ha
CPOK, OTIPECIICHHBINA JOTOBOPOM O MPOBEICHUN BHICTABKH.

CpOK BbLJAY1 apXUBHLBIX JOKYMCHTOB JIsI CO3AaHHA CTPAXOBOI'O (bOH,Z[a, (bOHI[a IIO0JIb30BaHUA U OJIs1
CrienuagbHON 00pabOTKU ompenesseTcss MiIaHaMyd padOThl apXyWBa M JIOTOBOpAaMH Ha IMPOBEICHUE

COOTBETCTBYIOIIMX PA0OT CO CTOPOHHUMHU OPTaHU3AIMSIMH.

[IponsieHre CPOKOB BBIIAYM APXUBHBIX JOKYMEHTOB JIOIIYCKAETCA C pa3pelieHUsl PyKOBOJCTBA apXUBa.

)

OdopmieHue BbIIa4u ApXUBHBIX TOKYMEHTOB

2.11.10.2 Briraya apXuBHBIX JTOKyMEHTOB M3 apXMBOXPAHWIMIIA PETUCTPUPYETCS B KHUTAX BBIAAYU
apXMBHBIX JOKYMEHTOB, KOMHIA (POHJA MOJB30BaHUS U3 XPAHWINIIA, KOTOPbIE BEAYTCS pa3AeibHO 110
KKIOMY apXUBOXPAHUIIUILLY ¥ BUY BBIJAYH.

Brigavya apXuBHBIX JOKYMEHTOB B YMTAJbHBIN 327 odopmisieTcs 3aka3oM (TpeOoBaHHWEM) Ha BBIIAYY
ApXMBHBIX JTOKYMEHTOB, KON (POHAA MOJIb30BAaHU, ONMUCEN e, JOKYMEHTOB U PErHCTPUPYETCs B
KHUT'€ BbIJJAUM apXUBHBIX JOKYMEHTOB, KONMMHA (POHIA MOJIb30BAHUS U3 XPAHWIIUILA B YATAIBHBIN 3all,
B KOTOpOW pAacHKChIBacTCs pPaOOTHHK YUTAJIBHOrO 3ajia. lMcrmomHeHHBIH 3aka3 (TpeOoBaHME)
II0JIb30BATENs HANPABIISIETCA B YUTAJIBHBIM 3aJl BMECTE C BBINAHHBIMM APXMBHBIMU JOKYMEHTaMHU H
XPAHUTCS B JIMYHOM JIEJI€ I10Ib30BATEIA.

Bbiiaya apXMBHBIX JIOKYMEHTOB pAa0OTHHKY apXWBa JJsl HCIOJB30BAHUS B CIIY)KEOHBIX IIEIISAX
opopmisiercss 3aka3om (TpeOoBaHMEM) Ha BbIAady apXWBHBIX JOKYMEHTOB, Komui (oHma
NIOJIb30BAaHMUs, OMHUCEN JeJ, JOKYMEHTOB, KOTOPBI BU3UPYETCS PYKOBOJHUTEIEM COOTBETCTBYIOILETO
nojipasienieHus. 3aka3 (TpeOOBaHUEM) PETHCTPUPYETCS B KHHUTE BBIAAYM APXHMBHBIX JTOKYMEHTOB,
Konuii (OHJOA TOJIb30BAaHHMS W3 XpaHWIUINA B pabouue TIOMENIEHHs, B KOTOPOH pPabOTHUK,
NOJYYHMBIIUN apXWBHBIC OKYMEHTBI pAaCIHHCBIBACTCS 3a KKAYIO CIWHHILY XpaHeHHs. 3aka3
(TpeboBaHME) HAXOAUTCS B APXMBOXPAHUIIUILE IO UCTEUCHHSI CPOKA €ro XpaHCHHUSI.

Bbinaua apXWBHBIX JOKYMEHTOB B JIaDOpAaTOPUIO apXuBa OQOPMIISETCS 3aKa30M Ha IPOBEACHUE
COOTBETCTBYIOIMX PabOT M PErucTpUpyeTCs B KHUIE BBIJAYM apXMBHBIX JOKYMEHTOB, KOnui (oHma
MOJIb30BAaHUS M3 XpaHWIHINA B JaOOpaTOpHI0, B KOTOPOM pACHHCHIBACTCS PabOTHUK JabopaTopuHu.
3aka3 y4MTBHIBAE€TCS B JIAOOPAaTOPUM M B COOTBETCTBYIOLIEM IO/PA3ACICHUM apXuBa W CIYKUT
KOHTPOJILHBIM JIOKYyMEHTOM 32 XOJIOM MTPOBEICHUS BCEX 3TANOB Pa0OTHI C apXUBHBIMH TOKYMEHTAMHU.

Bbigaua apXuBHBIX JOKYMEHTOB BO BPEMEHHOE II0JIb30BaHHE O(OpMIISIETCS aKTOM O BblAaue
ApXUBHBIX JIOKYMEHTOB BO BPEMEHHOE IOJIb30BAHUE U PETUCTPUPYETCS B KHUIE BbIAAUM APXUBHBIX
JIOKYMEHTOB, KOTIH (DOH/Ia MOJIb30BAHUS U3 XPAaHUJIHILA BO BPEMEHHOE MOJIb30BAHHE.



A,

Brinaya ¢ponaa nmosib30BaHusA

2.11.10.3.Bbitaua Konuii apXMBHBIX JOKYMEHTOB U3 (OHJA MOJB30BaHMUA O(OpMISIeTCs 3aKa3oM
(TpeOoBaHMeM) Ha BbBIIAYy ApPXHMBHBIX JIOKYMEHTOB, KONHH (hOHAA TMOJIB30BaHHSA, OIMCEHl e,
JOKYMEHTOB ¥ PErUCTPHpYyeTcs B KHUTE (KHUrax) BbAa4M (DOHIA IIOJIb30BAHUS, BEIYIIMXCS
[EHTPAIN30BAHHO WJIM Pa3/IeIbHO MO KAKIOMY apXUBOXPAHHIIHIILY.

Y

Boinaua onucei aes1, 10KyMEeHTOB

2.11.10.4.0nucu nen, JOKYMEHTOB BBIJIAIOTCS Ha CPOK, HE MPEBBIMIAIOIINKN ISTH JHEH. Beimada
ONMKCEH Jie, JOKYMEHTOB, MMCIOIIUXCS B OJHOM 3K3EMIUIAPE M XPAHAIIMXCS I[EHTPATU30BaHHO,
I[OHYCKaeTCH B UCKJIFOUUTCIBbHBIX cnyqa;lx C pa3pemeHI/I;1 pyKOBO,Z[I/ITe.H}I apXI/IBa nJn €ro 3aMECTUTCIIA
Ha CPOK, KaK IMPaBWJIO, HE MPEBBIMAIONINN OJWH JIeHb, U O(QOPMIIIETCS MO aHAJOTHH C BbIIadei
IO AJIMHHBIX apXI/IBHBIX ,Z[OKyMeHTOB.

Bbiiaya omuceidt jgen, JDoKyMeHTOB odopmiisieTcss 3aka3oMm (TpeOoBaHHMEM) Ha BbIJAUy apXHBHBIX
JIOKYMEHTOB, KONUi (OHAA TOJIb30BAHUS, OMUCEH e, HOKYMEHTOB W PErHUCTPUPYETCS B KHHTE
BBIIaYM ApPXUBHBIX JIOKYMEHTOB, KOMWiH (OHJA TMOJB30BAHHUS W3 XPAHWIUINA, B KOTOPOM
pacIUChIBACTCS MOTYYUBIINNA ONMTUCH PAOOTHUK apXHBa WJIH TOJ30BATEIb.

Y

KoHTpoJib 32 cOXpAaHHOCTHIO BBIIAHHBIX APXMBHBIX JOKYMeHTOB. Bo3BpaleHne apXuBHbIX
JOKYMEHTOB B apXMBOXPAHUJINIIE

2.11.10.5.BeiBepKka KHUT BBIJaYM apXUBHBIX JOKYMEHTOB IPOBOJUTCS HE peXe OIHOTO pasa B
KBapTal WIH B moyyroaune. Eciu B pe3ynbTare BHIBEPKU KHUT BBIIAYM YCTAHOBIICH (haKT HAPYIICHUS
CPOKOB BO3BpAIllEHUsI apXUBHBIX JOKYMEHTOB, BBIACHSAIOTCS €r0 MPUYUHBI U MPUHUMAIOTCS MEPHI K
BO3BpaTy AapXWBHBIX JTOKYMEHTOB. EciuM HEBO3BpallleHWE apXUBHBIX JIOKYMEHTOB B CPOK B
ApXMBOXPAHWINIIE BbI3BAHO HEOOXOIMMOCTBHIO HX JAJbHEWIIEr0 HCIOJIb30BAHUSA, Bbgaya
nepeodopmisiercs. [Ipu 3amepikke BO3BpaIlleHHs] apXUBHBIX JOKYMEHTOB 0€3 YBKUTEIbHBIX MPUYNH
MPUHUMAIOTCSI MEPBI JJI UX HEMEJUIEHHOTO BO3BpaTa B apXMBOXPAHWIIUIIIE.
B mensx KOHTpONs 32 COXPaHHOCTHIO APXUBHBIX JOKYMEHTOB TOJpa3iciieHHuE, OTBETCTBEHHOE 3a
XpaHEHHWE AapXUBHBIX JOKYMEHTOB, [MPOBOAUT TMPOBEPKH COXPAHHOCTH  BBIAAHHBIX U3
ApPXUBOXPaHWINIIA APXUBHBIX TOKYMEHTOB. [IpoBepKU MPOBOAATCS B MJIAHOBOM TMOPSIKE UITH 110 MEpe
HEOOXOJUMMOCTH IO COTJIACOBAHUIO C PYKOBOJCTBOM apXHUBa.
[Ipy BO3BpalIEeHUH AaApPXHUBHBIX JOKYMEHTOB B AapXHBOXPAHUIIUINE OCYIIECTBISETCS TOTUCTHAS
NpoBepKa UX (PU3UUECKOTO COCTOSIHUS B YCTaHOBIEHHOM mopsiake (cMm. m. 2.11.10.) B kuure Boigaun
ApXUBHBIX JOKYMEHTOB JIEJIAeTCSI OTMETKAa O BO3BPAILLEHUU ApXUBHBIX JOKYMEHTOB B NPUCYTCTBUU
BO3BpPATUBIINX WX PAOOTHUKOB apxmBa win (GoHgo00pazoBatens. Eciau BBISBICHBI TOBPEKICHUS
BO3BpAIlla€MbIX apXHUBHBIX JIOKYMEHTOB, COCTaBISIETCS aKT B MPOMU3BOJILHON (opMe, KOTOpHIN
MOJIMTMCHIBACTCSA PA0OOTHUKOM apXUBOXPAHWIIHINA U JTUIIOM, BO3BPAIIAIONINM apXUBHBIC TOKYMEHTHI, U
IpEeJICTaBIIsIeTCS Ha PACCMOTPEHNE PYKOBOJICTBA apXHUBa.
ApxuB 00s513aH yBEIOMHUTH TOJH30BATENII O TOM, YTO OH OTBEUAET 3a COXPAHHOCTH IMOJTYYCHHBIX
aApXUBHBIX JTOKYMEHTOB U COOJIOZICHHE MPaBUJ pabOThl C HUMH B COOTBETCTBUH C 3aKOHO/IAaTEIbCTBOM
Poccuiickoii denepanumn.
B cnyuasix XuIeHUs WM MOBPEXKIEHUS apXUBHBIX TOKYMEHTOB, B TOM YHCIJI€ BHECEHHS B MX TEKCT
U3MEHCHHUU (€CITU ATO MOXET ObITh KBATU(UIIMPOBAHO KaK MOBPEXKICHHUE apXUBHOTO JOKYMEHTA),
apxuB oOpamaercs ¢ COOTBETCTBYIOIIMM 3asBJICHHMEM B OpraH BHYTPEHHUX JieJd MO0 MecCTy



pacTONIOKEHUsI apXWBa, B TPEXJHEBHBIH CpPOK HH(DOPMHPYET CHEIHAIBLHO YIOJTHOMOYECHHBIN
denepanbHbI OpraH UCHOJHUTENBLHOM BIIACTH, YIIOJHOMOYEHHBIE OpPraHbl HCIIOJHUTEIBHON BIIACTU
cyorekToB  Poccuiickoit  ®Denmepanmu, — OCYIIECTBISIONIME  KOHTPOIb  3a  COOJIOACHHEM
3aKOHOJIaTeILCTBA 00 apxuWBHOM Jnene B Poccuiickoit denepanuu, NMPUHUMAET IpPyrue MeEphl K
BO3MEIICHHIO yIlepOa B COOTBETCTBUH C 3aKOHOIATENbCTBOM Poccuiickoii Deneparui.

Y

TpaHcopTHPOBKA M NepeMelieHe APXUBHBIX IOKYMEHTOB
2.11.11.1Tpu TpaHCTIOPTHPOBKE apXMBHBIX JOKYMEHTOB Ha JIIOOBIC PACCTOSHUS COOJIOJAIOTCS MEpPhI
10 OXpaHe U 3alUTe X OT BO3JCHCTBHS BPEIHBIX (PAKTOPOB OKPYKAIOIICH Cpepl IyTeM IPHUMEHEHHUS
CHeHaTbHBIX BUIOB YIIAaKOBOK, 00ECIIEUHNBAIONINX 3aIIUTY apPXUBHBIX JIOKYyMEHTOB OT OCAJIKOB, CBETA,
MEXaHNYECKUX HOBPEKICHHUH.
TpaHCIOPTUPOBKA apXUBHBIX JTOKYMEHTOB IPOU3BOAMTCS MPU UX IUIOTHOW YKIJIAJKe, UCKIIIOYAroIei
BO3MOXKHOCTh TEPEMEIICHUS apXHMBHBIX JOKYMEHTOB BHYTPH YIAKOBKH, YIApOB M DPa3IMYHBIX
coTpsiceHuil, mpu 5ToM (POTO(POHOJOKYMEHTHI YIMAKOBBIBAIOTCS B BEPTUKAJIHHOM IIOJIOKEHHHU B
KOPOOKH JKECTKOM KOHCTPYKIIMH COOTBETCTBYIOLIETO pa3Mepa, 0OepHYThIE BO BIArOHETIPOHUIIAEMYIO
TKaHb. /[pyrue aynnoBH3yaJbHBIE U AJIEKTPOHHBIC JIOKYMEHTHI, rpadudeckre U KpymHo(popMaTHbIE
Jie7ia ¥ IOKYMEHTBI TIePEMEIAl0TCsl TOIBKO B YIAKOBKE, B KOTOPOH OHH XPaHATCS, WK B CIICIHATBHO
NpeIHa3HAYCHHBIX JJIS UX IEPEMEIICHUS CPEICTBAX.
Jlns mepeMenieHnsl apXuBHBIX JOKYMEHTOB BHYTPH apXHBa MCIOJIB3YIOTCS MEPEIBUKHBIC TEIECKKH U
JPYTUE CPENICTBA TPAHCIIOPTHUPOBKHU.
BHyTpuropoackue nepeBo3KH apXMBHBIX JOKYMEHTOB IPOU3BOJIATCS B 3aKPBHITHIX aBTOMAIIMHAX MPU
00513aTEIbHOM COTIPOBOXKICHUH PAOOTHUKA apXUBa.
TpancnopTupoBKa apXuMBHBIX JOKYMEHTOB Ha IajbHHUE PACCTOSHUS IMPOU3BOIUTCSA B YIAKOBAHHOM
BUJIC B KPBITOM TPAHCIIOPTHOM CPEJCTBE B COOTBETCTBUH C MpPAaBUJIAMHU MEPEBO3KH IIEHHBIX I'PY30B,
YCTaHOBJICHHBIMH JJIs1 COOTBETCTBYIOIIETO BUIa TPAHCHIOPTA.

A,

BoisiBJIeHH e YHUKAJBHBIX JOKYMEHTOB H 0C000 IIEHHBIX IOKYMEHTOB
2.11.12. BrisiBIeHHE YHHUKAJIbHBIX JIOKYMEHTOB M 0OCO0O IIEHHBIX JIOKYMEHTOB TIPOBOIUTCS B
IUTAHOBOM TOpsZIKE HambOosiee KBaTM(UIIMPOBAHHBIMU CIIELUAINCTAMH Ha OCHOBAHHUHU OTPACIIEBBIX
HAyYHO-METOJINYECKUX pa3paboTOK U METOJUYECKUX MTOCOOUI1, MOATOTOBICHHBIX B apXUBE.
Omnpenenenne B cocraBe ApxuBHOro ¢ouaa Poccuiickoit @enepanui yHUKaTbHBIX JOKYMEHTOB
OCYLIECTBIISIETC B COOTBETCTBHUM C PermamenTtom ['ocymapcTBEHHOro peecTpa YHHUKaIbHBIX
JOKYMEeHTOB ApxuBHOTO (poHma Poccuiickoii @enepanuul 1 BKIOYAET B ceOsl:
3al0JJHEHUE HA KaXKIbld BBIABICHHBIM IMOTEHUMAJIbHO YHHUKAJIbHBIM JOKYMEHT JINCTa Yy4eTa |
ONMCAHUS YHUKAJIBHOIO JOKYMEHTA,
paccMOTpPEHHE YKCIIEPTHO-METOJMUCSCKOI KOMHUCCHEH (MITH JPYriMM COBEIATEIbHBIM OPraHOM) apXHBa
IIPEJICTaBICHHBIX MaTEPHUAJIOB,;
IIPEACTABICHUE IPEII0KEHUI O BKIIFOUEHUH BBISIBJICHHBIX OTCHIMAIBHO YHUKAJIBHBIX JOKYMEHTOB B
l'ocynapcTBeHHBIN peecTp YHUKaIbHBIX JOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanun B
COOTBETCTBYIOIINHN yIIOJTHOMOYEHHBIN OpraH UCIOJTHUTEIBLHOM BIACTH B chepe apXUBHOTO Jea.
Omnpenenenne B cocraBe ApxuBHOro (ouma Poccwuiickoit denepannun 0cob0 MEHHBIX TOKYMEHTOB
OCYIIECTBIIAETCS JKCIEepPTHO-poBepounHoii komuccuerr (DI1K) denepanbHOro rocyaapCTBEHHOTO
apxuBa, DIIK yrnoiHoMo4eHHOro OpraHa UCIOJHUTENbHON BacTu cyObekTa Poccuiickoit denepannn
B cdepe apXWBHOTrO Jena, IKCIEPTHOH (POHIOBO-3aKYMOYHOW KOMHCCHEH TOCYJapCTBEHHOTO WIIH
MYHUIUIIAIBHOTO  My3€s, OKCIEPTHOM KOMMCCHUEM TIOCYJAapCTBEHHOM WM MYHULMIIAIBHON
ouommotekn, DIIK ApxuBa Poccuiickoil akageMuu HayK W 3aKpEIUBIETCS YYETHBIMHU JOKYMEHTaMH
apXxuBa B yCTaHOBJIEHHOM mnopsijike (cMm. . 3.7.5.).
OIIK ynmoJITHOMOYEHHOTO OpraHa UCIIOTHUTEIBHOU BiacTH cyobekTa Poccutickoit deneparuu B chepe
apXHMBHOTO JIeJia BIpaBE JEJIETUPOBATh IMOJHOMOYHMS MO ONPEICICHHIO B COCTaBe ApXuUBHOro (hoHma



Poccuiickoit ®enepanuun 0co00 ICHHBIX JOKYMEHTOB SKCIEPTHO-METOAMYECKON (METOIUUCCKON)
KOMHCCHH TOCYJIapCTBEHHOTO apxuBa cyonbekTa Poccuiickoit deneparumn.

A,

Co31anue cTpaxoBoro ponaa
2.11.13.CoBOKYITHOCTh CTPAaXOBBIX KOMHI YHHUKAJIBHBIX W OCO0O IIEHHBIX TOKYMEHTOB APXHBHOTO
douna Poccuiickoit denepanmu (manee - crpaxoBod (OHI) CO3AAETCS B IEISAX COXPAHCHUS
JOKYMEHTHOM MH(pOpManuu Ha Ciiydaidl yTpaThl WJIH MOBPEXKICHUS OPUTHHAJIOB ATHX JOKYMEHTOB.
CrpaxoBoil (oHA SABISETCS HEMPUKOCHOBEHHBIM M XPAHUTCA TEPPUTOPUAIBHO 0OOCOOJIEHHO OT
OpUTHHAJIOB  YHHKAJIbHBIX JOKYMEHTOB UM 0CO0O IEHHBIX JOKYMEHTOB B  CHEIHAJIbHBIX
apxuBoxpanmwmuimax (cm. . 4.13.3.).
OdepeHOCTh CTPAaXOBOIO KOMUPOBAHUS OMNpEAETseTcs C Yy4eToM (U3UYECKOTO0 COCTOSHUS
YHUKAJIbHBIX JOKYMEHTOB M 0OCO0O ILIEHHBIX JOKYMEHTOB W MHTEHCHBHOCTH OOpAIleHUS K HHUM.
[TepBoouepesHOMY KOMHUPOBAHHMIO CPEAM HHUX MOJJIekKAT Hanbojiee MHTEHCHUBHO HCIOIb3yEMbIE, C
HOBPEXICHUSAMU MaTepPHAIHLHOTO HOCUTENS U JOKYMEHTHOW NH(pOpMAIIHY.
[TonroroBKka yHHUKaJIbHBIX JOKYMEHTOB U 0CO0O IIEHHBIX JOKYMEHTOB K CTPaXOBOMY KOMHPOBAHHUIO
OCYILECTBIISICTCSI B COOTBETCTBUU C TMOPSIKOM BBbIJAaUd apXUBHBIX JTOKYMEHTOB M3 apXHMBOXPAHMIIMIL
(cm.m. 2.11.10.).
CrpaxoBoe KOMMPOBAHUE MPOBOAMUTCS C COONIOJEHUEM CHCTEMAaTU3allUM €IMHUI] XPAHEHUS B OIHCHU
Jiell, TOKYMEHTOB, KOTOpas KOMHUpPYeTCsl Mepell enuHuIamMu XpaHeHus. CTpaxoBOMYy KOIMUPOBAHUIO
NOJIeXkKAT BCE BXOIAIINE B €IMHUILY XPAHEHUS! apXUBHbIE JOKYMEHTHI.
[Ipu cTpaxoBOM KONUpPOBAaHUM Jejla, KaK MPaBUJIO, pacIIMBKe He mojjexar. PacmmBka gen
IPOM3BOJUTCS B UCKJIIOUUTENBHBIX CIy4asx IO COrJIACOBAHUIO C PYKOBOJCTBOM apXHBa IPH MOJHON
HEBO3MOKHOCTH KOMHMPOBaTh MeperyieTeHHoe aeno. Ilo okoHyaHuu paboThl Aeno MepervieTaercs
naboparopueil Wi OpraHu3aueii-u3roTOBUTEIEM CTPAXOBBIX KOTIHI 3aHOBO.
CtpaxoBoe KOMUPOBAaHUE YHUKAIbHBIX JOKYMEHTOB U 0COOO LIEHHBIX TOKYMEHTOB OCYILECTBIISETCS B
COOTBETCTBUM C TEXHOJIOIMYECKUMH perjaMeHTaMH M JPYTMMH JeHCTBYIOIIMMH HOPMAaTHUBHO-
TEXHUYECKUMHU JOKYMEHTaMH.
CrpaxoBoil Konuel apXMBHOTO JOKYMEHTa Ha OyMa)KHOW OCHOBE SIBJISIETCSl HETaTWBHAsk MUKpoQopma
(Mukpoduapm wiam  MuKpodwuma) 140 TOKOJEHHWs, H3rOTOBIEHHas Ha Qororpaduyeckoit
raJlOTeHUI0CEPEOPSIHOM TIEHKE COOTBETCTBYIOIIETO TUIIA METOAOM ONTUYECKOTO (hoTorpapupoBaHUs
JIOKYMEHTOB.
CrpaxoBoii komuel KHHOJOKYMEHTa SBIISIETCS TMepBas COBMEIIEHHAass KOMHUA OpUTHHAJA,
M3TOTOBJICHHASI HA TUIEHKE COOTBETCTBYIOLIETO TUIIA METOJIOM KOHTAKTHOH MevyaTH.
CrpaxoBoil komueil (OTOZOKyMEHTa SBISETCS TMepBas KOMMsS OpUTMHANA, W3TOTOBJICHHAS Ha
¢doToMIeHKE COOTBETCTBYIOLIETO TUIIAa METOJIOM PENPOAYIUPOBAHUS UM KOHTAKTHOM MeyaTH.
CrpaxoBoii kommel (OHOJOKYMEHTa SIBISCTCS TIepBas KOMHMsS OpHTHHAlNa, HM3TOTOBJICHHAsS
COBPEMEHHOM CHCTEMOM 3aIHCH.
CrpaxoBoil Konuel BUICOIOKYMEHTA SBJISIETCS TepBasi KOMMs OpUTHHANA, U3TOTOBIICHHAs B popmate
OpUTHHAaJIa CI0cOO0M BUI€03BYKO3AMUCH HA MAaTrHUTHOM JICHTE.

A,

Co3nanne, KOMILIEKT H ¢cOCTaB ()OH/1a NMOJIH30BAHUS

2.11.13.1. CoOBOKYIMHOCTh KONHUH AapXWUBHBIX JIOKYMEHTOB, BBIMOJHEHHBIX Ha Pa3JIUYHBIX
MaTepuadbHBIX HOCHUTEISIX W TMPEAHA3HAUYEHHBIX IS HWCIONB30BAaHMUS C IIENbI0  O0ecTeueHus
COXPAHHOCTH OPHTHHAJIOB apXMBHBIX JOKYMEHTOB (manmee - (OHI MOJb30BAaHUS) CO3/acTCs, Kak
MPABUIIO, OJTHOBPEMEHHO C CO3JIaHUEM CTPaxoBOro ()OHMA, a TAKXKE IEJIEBBIM MOPSIKOM Ha Hambosee
UCIIOJIb3yeMbIE apXHBHbBIC JOKYMEHTBHI, B MpOIECCEe APYIHX pPabOT (pacceKpeurMBaHUE APXHBHBIX
JIOKYMCHTOB, OpPraHU3aIlUs UX UCIIOJIb30BAHHUS).

@®oHa 1MONB30BaHMS, W3TOTOBICHHBIM OJHOBPEMEHHO CO CTPaxoBbIM (OHIOM, CO37aeTcsi B
00s13aTeTbHOM KOMILJIEKTE, BKITFOYAIOIIIEM:



JUIE apXMBHBIX JOKYMEHTOB Ha OyMaXHOH OCHOBE - OJHY MHKpopopMy 2-T0 TOKOJEHHS Ha
raJloreHuI0cepeOpssHON TuleHKe (HeraTMBHAsT WM TO3UTHBHAS), HM3TOTOBICHHYIO C HETaTUBHOM
MHUKpoGopMbl  1-T0 TOKOJEHHS, U OAHY MHUKpoopMy 3-TO TOKOJEHHS, H3TOTOBICHHYIO C
MHUKPO(OPMBI 2-TO TTIOKOJICHHS,

U1 (POTOTOKYMEHTOB - OJMH NO3UTUBHBIN ()OTOOTIEUATOK U OJUH JyOJIb-HETaTHB;

JUI KHHOJOKYMEHTOB - OJIHY TO3UTHBHYIO COBMEUICHHYIO KOITHIO, OJJMH NPOMEKYTOYHBIH ITO3UTHB
N300paKeHHsI U OJMH KOHTpATHUI POHOrpaMMBbI (sl 3BYKOBBIX KHHOJIOKYMEHTOB). [lo3uTuBHAs KOmuUs
U TPOMEXYTOUYHBIH TIO3UTHB H300paKEHUS JOJDKHBI BXOJHWTh B KOMIUIEKT KHHOJOKYMEHTA,
NPUHUMAEMOT0 Ha TMOCTOSIHHOE XpaHeHHue. JlomycKaeTcsl MOMOJHUTENBHOE H3roTOBIEHHE (oHaa
MOJIb30BaHUs KHHOJIOKYMEHTOB B BHJIe BuaeodoHorpamMm B popmarax Betacanu VHS;

U1 (POHOTOKYMEHTOB - OZIHY KOITMIO HA MAarHUTHOM JICHTE;

JUISl BUJICOIOKYMEHTOB - OJIHY Komnuto B popmare VHS.

Bxurouenne B (oHA MONB30BaHUS KOMUI apXUBHBIX JOKYMEHTOB, B TOM YHCJIE Ha 3JIEKTPOHHBIX
HOCHTEIAX, CO3JaHHBIX B IPOLIECCE APYTUX PAOOT, OCYIIECTBIIETCS apPXHBOM CaMOCTOSITEIBHO.

B ¢onn nonp3oBaHMs BKITIOYAIOTCS KOMHMM MOJHOCTHIO CKONMMPOBAHHBIX €AMHUI XpaHeHus. Kommu
OTAETBbHBIX AapXHUBHBIX JOKYMEHTOB MOTYT OBITH BKJIIOYEHBI B (DOHI TMOJIB30BaHUS B COCTaBe
TEMAaTUYECKHUX MOAOOPOK aPXUBHBIX IOKYMEHTOB.

Y

IIpoBepka HAIMYMS M COCTOSIHUS, TEXHUYECKHI KOHTPOJIb CTPaxoBoro ¢ouaa u ¢ponaa
M0J1L30BaHUA

2.11.13.2.Bce cTpaxoBbie KOMHUH JOHKHBI COOTBETCTBOBATH OPUTHHAIY, KaK IO COACPKAHUIO, TaK U
10 pH,Z[y BHCIIIHUX HpI/I3HaKOB.
N3roToBuTENh CTPaxOBBIX KOMUW OOECHEYMBAET COOTBETCTBHE BCEX BBIMYCKAEMBIX KOTHUH
TpeOOBaHUAM IEHCTBYIOUIMX HOPMATUBHO-TEXHUUECKUX JOKYMEHTOB 110 CTPaXOBOMY KOITMPOBAHHUIO.
Bce crpaxoBeie KONMUH TPOXOAAT TEXHUYECKUH KOHTPOJb B JIAOOpAaTOPHH WM OpraHW3alliu-
U3rOTOBUTENE, CBEACHUS 00 MX KadecTBE (DUKCHUPYIOTCS B aKTaX TEXHMYECKOTO COCTOSHHS KOMUN
ctpaxoBoro ¢ona (mo GopMam B COOTBETCTBHHU C OTPACIIEBBIMA HOPMATHBHBIMU JOKYMEHTAMH).
IIpn mpueme CTpaxoBbIX KOIMH IIPOBEPSAETCA II0JHOTA BBINOJIHEHUS 3aKa3a HAa KONMPOBAHHUE,
KOJIMYECTBO KOMHUH, KOMILJIEKTHOCTh, NMPABUILHOCTh W IIOJIHOTA 3allOJHEHUS AaKTOB TEXHUYECKOTO
COCTOAHUA, BHBYMBHO-TGXHH‘{GCKOG COCTOAHHUC KOHHI>'I.
B nmporecce xpaneHust CTpaxoBbIie KOIHUH MOIJIC)KAT:
HpOBepKe HaJIM4Yus U COCTOAHUA B LCIIAX YCTaHOB.HeHI/ISI (baKTI/I‘IeCKOI‘O HaJIN4us CTanOBBIX KOHHﬁ,
WX COOTBETCTBHSI IaHHBIM YUETHBIX IOKYMEHTOB,;
TGXHI/I‘-IGCKOMy KOHTpOJIIO COCTOAHUA 148 CBOGBpeMeHHOMy HpOBGI[eHI/IIO HCOGXOI[I/IMBIX
KOHCEPBaIIMOHHO-TIPODHITIAKTHIECKUX MEPOTTPHUSATHH.
TexHHUUeCKU KOHTPOJIb CTPaxoBOro (OHIA OCYIIECTBIAETCS OAMH pa3 B TpU Tojad, MPH ITOM
KOHTPOJTIO MO IekuT 20%CTpaxoBBIX KOMUM MPOU3BOJICTBA KAXKIOTO TO/IA.
Pe3ynbraThl TEXHHYECKOTO KOHTPOJNS (DUKCUPYIOTCS B JOKYMEHTaX O TEXHMYECKOM COCTOSHHH
CTPaxOBbIX KOINHMA, TIE [MAOTCA 3aKJIIOYCHHs] O HEOOXOJUMOCTH M CpOKax IPOBEACHHS
NpopMIAKTUYECKUX W  PECTaBPALlMOHHBIX pabOT ¥  yCTAHABIMBAIOTCS CPOKU  CIIEAYIOIIErO
TEXHUYECKOTO KOHTPOJISA.
[IpoBepka Hamuuust W COCTOSIHHS (POHAA TOJB30BAHUS OCYILECTBISETCS C LENbI0O KOHTPOJIS 3a
COXpPaHHOCTBIO KONWUW MW OpraHW3alud padOThl 1O CBOEBPEMEHHOMY BOCCTAHOBJICHHIO (hoHIa
I10JIb30BAHUSI.
O0beM W MEPUOAMYHOCTH padOTHl IO TPOBEPKE HAIWYUS MU COCTOSHUA (HOHAA TIOJB30BAHUS
OTIPEICIISIETCS. C YUETOM ero odmiero oobemMa, cocTaBa, MHTEHCUBHOCTH BBIIAYHM KOMUN M 9acTOTHI X
BOCITPOM3BE/ICHUS, & TAK)KE YCIIOBUM XPaHCHHUSI.

A,

Ilepenaya crpaxoBoro (poHaa Ha cieMaJIbHOE XPAaHEHHE



(m. 2.11.13.3He pacnpocTpaHseTcsi Ha TOCYAapCTBEHHbIC U MYHUIIMIIAIBHBIE My3€H M OMOIMOTEKH,
opraunuzaiui PoccuiicKoi akageMun HayK)

2.11.13.3. llenTpanu3oBaHHOE XpaHEHHE CTpaxoBoro (oHma OCyIIeCTBIsET (enepaabHbIi
roCyaapCTBEHHBIN apxuB - LleHTp xpanenus crpaxosoro ¢gouma (LIXCD).

XpaHeHue cTpaxoBoro (oHAa rocynapcTBeHHOro apxuba cyOwbekta Poccuiickoit ®denepanuu u
MYHHUIHMIIAJIBHOTO apXHUBA MOKET OCYIIECTBIIATh CIEUATBHOE APXUBOXPAHWINIIE, PACIIONOKEHHOE Ha
TeppuTopuu cyobrekTa Poccutickoit denepannu.

Paspemenne Ha mnepemauy crtpaxoBoro (onma B I[XCD maer crnenuaibHO YIOTHOMOYEHHBIN
denepanbHBIi OpraH WCIOJHUTENBHOH BJacTd B cdepe apXWBHOTO [ena [0 pe3yibTraraM
paccMOTpeHUs JOKJIaHON 3anucku (efepaibHOro rocyapCTBEHHOTO apXUBa UIIH YIIOJIHOMOUYEHHOTO
OpraHa HCIIOJIHUTEIbHOW BIAcTH cyObekTa Poccuiickoii ®exepanuu B chepe apXUBHOTO Jeia o
TOTOBHOCTH K OTIIPABKE CTPAXOBBIX KOIUM.

Paspemenne Ha nepenady cTpaxoBoro (poHJa B CIEMUATFHOE apXUBOXPAHWIMIIE, PACTION0KEHHOE Ha
tepputopuu cyobekta Poccuiickoit deneparuu, rocyaapcTBEHHOMY apXuBy cyObekTa Poccuiickoi
degepali 1 MYHUIIMNAIHHOMY apXHMBY JA€T YINOJHOMOYEHHBIM OpraH HMCHOJHUTEIBHON BJIACTH
cyosekTta Poccuiickoit ®Denepannu B chepe apXHMBHOTO Jejla HA OCHOBAaHWM JOKJIAJHOW 3aIMCKU
apXuBa O TOTOBHOCTH K OTIPABKE CTPAXOBBIX KOMHUH.

[Tpuem-niepenaya ctpaxoBoro (hOHAA OCYIIECTBISETCS Ha OCHOBAHUU IPHKa3a COOTBETCTBYIOIIETO
YIIOJTHOMOYEHHOTO OpTaHa MCTIOJHUTEIHLHOW BIACTH B c(hepe apXUBHOTO JieJia aKTOM yCTaHOBJICHHOM
(bopMBbI, K KOTOPOMY MPHJIAratoTCs:

OIKCH 0c000 IEHHBIX e, JOKYMEHTOB HJIM KOIIMH OMHUCEH JIeJl, TOKYMEHTOB, C KOTOPBIX N3TOTOBIICH
CTpaxoBoii (hOH/I, WK MEepeUYeHb HOMEPOB 0COOO0 IEHHBIX JIeN, TOKYMEHTOB (HOMEPHUK);

OIIKCH TIepeIaBaeMOro CTPaxoBoro GoHIa;

aKThl TEXHUYECKOT'O COCTOSTHUS KOMUI cTpaxoBoro GpoH/a,

COMPOBOJUTENBHBIE JOKYMEHTHI HA TPAHCIIOPTHYIO Tapy.

CtpaxoBble KONMHUU B TMOPSAJKE PACIOJIOKEHUS MX B ONUCH CTPaxoBOro (oHJa MOMELIAIOTCS B
COOTBETCTBYIOIYIO Tapy sl TPAHCIOPTHUPOBKH, MMEIOIIYIO MOPSAKOBYIO HYMEPALMIO B Ipeaenax
OTIIpaBJIsieMON MapTHH, U HAMPaBISAIOTCA B OMJIOMOMPOBAHHBIX KOHTEeHHepax. B compoBoautensHOM
JIOKYMEHTE Ha TPAHCHOPTHYIO TApy YKa3bIBACTCS €€ KOJIMYECTBO U YUCIO CTPAXOBBIX KOMUU B HEW,
CTaBATCS MOJIMCH JOJKHOCTHBIX JIMI], OTBETCTBEHHBIX 32 Iepeaayy.

AKTBl TpUeMa-niepe/ladyd ¢ MNPUIOKEHUSIMUA TOMEIAIOTCS B OT/AEIbHYIO YIIAKOBKY C IOMETKOU
"ConpoBOAUTENHHBIC TOKYMEHTHI .

Omutata pacxo/J0B MO OTIIPABKE CTPaxoBOro (OHIa MPOU3BOAUTCS OTHPABUTEIIEM.

Y

CrpaxoBaHue J0KYyMeHTOB ApXuBHOro ¢onaa Poccuiickoii @exepanuu
2.11.14. CtpaxoBanue a0KymMeHTOB ApxuBHOro (onma Poccuiickoit @enepanuu HampaBiIeHO Ha
o0ecrneueHre uX COXpaHHOCTH, BO3MENICHHE yiepOa B ciyyae Kpaku, yTpaThl, HOBPEXKICHUNH U UHOTO
BO3MOXHOTO ymiepoa.
CTpaxoBaHUIO O/JIECHKAT:
nokyMeHThl ApxuBHoro ¢onma Poccuiickoit denepanuu, a Takke MOJICKAIINE BO3BPALICHUIO HUX
KOIUU, BBIBO3UMBIEC 3a pyOexX g SKCIOHUPOBAHMS HA BBICTaBKax, pecTaBpaldl WIH C JPYTMMHU
LEJSIMU,;
YHUKAJIbHBIE JOKYMEHTBI, IPEIOCTABIsIEMBIE U1 SKCIIOHUPOBAHUSI HA BBICTABKAX BHYTPU CTPaHbI.
B uckimounTenpHBIX Cilydasx, MOJ 00s3aTelnbCTBO B JIOTOBOPE O BO3MELICHHHM OpTraHU3aTOpaMu
BBICTaBKM yliepOa B cilydae yTpaTbl WU MOPYH, YHUKAIbHBIE TOKYMEHTBHl MOTYT SKCIIOHUPOBATHCS
0e3 cTpaxoBaHuUs Ha opranusyembix B Poccuiickoii denepaiy BHICTaBKaXx.
CrtpaxoBasi OlleHKa JOKYMEHTOB ApxuBHOTO (oHma Poccuiickoit denepanuiyi MPOBOJAUTCS B apXHBE
KOMHUCCHOHHO.
Kareropust mennoctu gokymeHToB ApxuBHoro ¢ouaa Poccuiickoii ®enmepanmuu W pasmep HX
CTPaxOBOM OLIEHKH YCTaHABIUBAIOTCS HA OCHOBE CIEIMAIBHBIX METOJANYECKHX pa3paboToK.



Pe3ynbTaThl CTpaxoBOi OLIEHKH JOKYMEHTOB ApxuBHOTO (hoHaa Poccuiickoit denepanun
O0(QOPMIISIFOTCS] aKTOM CTPAaXOBOMN OLIEHKH apXUBHBIX IOKYMEHTOB, KOTOPBIN MIPEICTaBISIETCS B
COOTBETCTBYIOILINI YIIOJTHOMOYEHHBIH OpraH NCIIOJHUTENBHOM BIacTH B cpepe apXUBHOTO Jea.

A,

OdopMmiieHHe BpeMEHHOI0 BbIB03a JOKYMEHTOB ApxuBHOro (ponaa Poccuiickoii @enepanun 3a
pyoex

2.11.15. /11 paccMOTpEeHHs BOIIPOCa O BO3MOXKHOCTH BPEMEHHOT'O BBIBO3a JOKYMEHTOB ApPXHBHOTO
donaa Poccuiickoit deaepanun apXuB MPEACTABISIET B CIEIIUATBLHO YIIOJTHOMOYCHHBIN (eaepanbHbIi
OpraH MCIIOJIHUTENBHON BIACTH B cepe apXUBHOTO JIea:
KOIHUIO JOTOBOPA O MPOBEACHUH BBHICTaBKU, PECTAaBPALIMOHHBIX WIH JPYTUX padoT;
nepevyeHb JOKyMEeHTOB ApxuBHoro ¢onna Poccuiickoit ®enepanmu ycTaHOBIEHHONH (HOPMBI,
NpeHa3HAYEHHBIX K BPDEMEHHOMY BBIBO3Y;
KOIIMU CTPaxoBOIO IOJINCA, TAPAHTUH NPUHUMAIOLIEN CTOPOHBI M FOCYAAPCTBEHHBIX OPraHOB CTpPaHbI
Ha3HA4YEHMs B OTHOUIEHUU COXPAHHOCTH M BO3BpaTa BPEMEHHO BBIBO3UMBIX KYJIbTYPHBIX [IEHHOCTEM;
NUCbMEHHOE MOJTBEPKICHHE  YIOBIECTBOPUTEIHHOTO  (PU3UUYECKOTO COCTOSIHUS ~ JJOKYMEHTOB
ApxuBHoro ¢onma Poccuiickoii ®enepanuu, TO3BOJISIONIETO WX  TPAaHCIOPTHPOBATH U
JEMOHCTPUPOBATh, a TAKXKE HAIMYMS UX CTPAaXOBbIX KOINHUH;
paspelnieHre yroJHOMOYEHHOTO OpraHa UCTIOJHUTEIBLHOM BiIacTH cyobekTa Poccuiickoit denepanuu B
cepe apxuBHOTO jena (TOJIBKO ISl TOCYJapCTBEHHBIX apXUBOB CyObekToB Poccuiickoit @enepanun);
paspelieHre oprana MeCTHOTO CaMOYITPaBJICHHUS (TOJBKO JIJIsi MyHHIIMIIATBHOTO apXHBa);
Jpyrue HeoOXOoAMMbIe JOKYMEHTHI B COOTBETCTBUHU C YCTaHOBIICHHBIM IOPSIKOM.
B cooTBeTcTBUM C YCTaHOBIIEHHBIM MOPSAAKOM FOCYJAPCTBEHHOM SKCIEPTU3BI U KOHTPOJIS 32 BEIBO30M
Y BBO30OM KYJBTYPHBIX LIEHHOCTEH Ul MOJY4YEHUS CBMJETENBCTBA Ha IPABO BBIBO3Aa KYJIBTYPHBIX
LeHHocTel ¢ Tepputopun Poccuiickoil Denepannn, yKka3aHHbIE JOKYMEHTBI BMECTE C 3aKIIOUYECHHEM
CHEeLHATbHO YIOJTHOMOYEHHOTO (heiepabHOr0 OpraHa MCIOJHUTENFHON BIAcTH B cdepe apXUBHOTO
JeNa U APYTUMU HEOOXOJUMBIMU JOKYMEHTaMH MPEICTAaBIAIOTCS B CIEUHUAIBHO YIIOIHOMOYEHHBIHN
(denepanbHBIN OpraH MCIOJHUTENHLHON BIACTH B cepe rocyAapCTBEHHOTO KOHTPOJIS 32 BBHIBO3OM M3
Poccuiickoit denepany 1 BBO30M Ha €€ TEPPUTOPHUIO KYIbTYPHBIX IEHHOCTEH.
Jns mpoasieHHst B 0COOBIX CiIydasiXx CpoKa BPEMEHHOI'O BbIBO3a JTOKYMEHTOB ApPXUBHOTO (oHaa
Poccutiickoit @enepamnun apXxuB MPEACTABISIET B CIICIIMAIBHO YIIOJHOMOUYCHHBIN (eepaibHbIid OpraH
UCTIOJIHUTENIBHOW BJACTH B c(epe ToCyAapCTBEHHOTO KOHTPOJS 3a BBIBO30M H3 Poccuiickoit
®denepanuy 1 BBO30M Ha €€ TEPPUTOPHUIO KYJIBTYPHBIX IEHHOCTEH!
KOTIHMIO JOTOBOPA O MPOAJICHUH CPOKA BHICTABKH, PECTAaBPALIMOHHBIX MU IPYTHUX paboT;
KOIUH CTPaxoBOI'O MOJIMCA, TAPAHTUH MTPUHUMAIOIIEH CTOPOHBI U TOCYAAPCTBEHHBIX OPraHOB CTPAHbI
HA3HA4YE€HUs B OTHOLLEHUHM COXPAHHOCTH U BO3BpaTa BPEMEHHO BBIBO3UMBIX KYJIBTYPHBIX IEHHOCTEH;
3aKJIIOUYEHUE CHEIUAIBHO YIIOJIHOMOUYEHHOTO (efiepalbHOr0 OpraHa UCIOJHUTENBHOM BiIacTu B cdepe
apXUBHOTO JIENA,
Ipyrue HeoOX0UMBbI€ JOKYMEHThI B COOTBETCTBUU C YCTAHOBIIEHHBIM MOPSIIKOM.

A,

O0ecneyeHne COXPAHHOCTH APXUBHBIX IOKYMEHTOB MPH YPe3BbIYANHBIX CUTYAIUSIX
2.11.16. K 49pe3BbIYailHBIM CHUTYyalMsIM OTHOCSATCA OOCTOSITEILCTBA, MPU KOTOPHIX HEBO3MOXKHO
BBITIOJTHEHHE apXMBOM B TIONHOM OOBEME BO3JIOKEHHBIX HAa HETO 3aJad B COOTBETCTBUHU C
TpeOoBaHusIMU Hactosumx [IpaBun W Opyrux HOPMATHBHBIX IPAaBOBBIX AKTOB, CO3/AaETCS yrposa
YKU3HU U 37J0POBBIO JIFOJIeH, COXPaHHOCTH apXUBHBIX JOKYMEHTOB apXHBa.

K 4pe3BbIyaliHbIM CUTYAIUAM OTHOCSITCS:

00BsIBIIGHUE CTENIEHEH TOTOBHOCTH I'PAXKAAHCKOM 000POHBI,

BBEJICHHE B JICWCTBHE TUIAHOB TPAXKIAHCKOM 0OOPOHHI;

00BsSIBJICHUE B rOCyIapcTBe (PErHoHe, TOPO/Ie) PeKUMa YPE3BBIUAHHOTO TIOJI0KCHNUS,



1oXKap, TEXHOTCHHBbIE KaTacTpo(bl M CTUXUIHBIC O€ICTBHSA, MOBIUSBIINE HAa XKU3HEACATEIHHOCTH
apXxuBa;

VCYE3HOBEHHE WJIM IIOpYa apXMBHBIX JOKYMEHTOB, XMIIEHHWE WM MOpYa MMYILECTBA B pPE3yNbTaTe
MIPOHUKHOBEHUS B apXUB TOCTOPOHHUX JIOAEH UM IPYrUX MIPOTUBOIPABHBIX NEHCTBU,

aBapuu CHCTEM KU3HEOOECIIEUeHN apXHBa, a TAK)KE 37aHUs apXHBa;

CHSITUE OXpaHbl apXUBa;

Jpyrue OOCTOSTENBCTBA, BBIHYXKIAIOUINE PYKOBOJACTBO apXWBa IMPHHATH pELICHHE 00 HW3MEHEHHH
pexuma paboThl apXuBa WK MPUOCTAHOBIICHUH €T0 IeATEIbHOCTH.

C yderoM BO3MOXHBIX YpE3BBIUANHBIX CHTyalluid apXWB pa3pabaThiBaeT W IMPH HEOOXOAUMOCTH
NEePUOANYECKH TMepecMaTpUBaeT IUIaHbl KOHKPETHBIX MEPONPHUITHH W JApyrue HOpMaTHBHbBIE
JIOKYMEHTBI 0 paboTe B Upe3BbIUAIHBIX CUTYAIHSX.

[Inanbl ¥ apyrue JOKYMEHTHI MO MOOMJIM3AIIMOHHOM IMOATOTOBKE, I'pa)KIaHCKONW OOOpOHE apXuBa
pa3pabaThIBalOTCS B YCTAaHOBIEHHOM TOPSIZIKE.

[Inanpl MeponpuSTHH apxXxuBa Ha CIydall 4Ype3BbIYAWHBIX CHUTYyallud, HE OTHOCSIIMECH K
MOOWJIN3aLMOHHOW TOATOTOBKE M  TIPaXIAaHCKOW OOOpOHE, [OJDKHBI — COTJIACOBBIBATBHCS €
OpPraHU3aI[MOHHBIMH M PACHOPSAUTENbHBIMH JIOKYMEHTaMU apXuBa, Pa3paOOTaHHBIMHU IO JIHUHHUU
MOOWJIN3aLMOHHOM MOJATOTOBKH U TPAXKAAHCKON 000POHBI.

C cogepxaHieM MJIaHOB MEPOIPHUATHI U APYTUX HOPMATUBHBIX JOKYMEHTOB, OMPENEIONNX padboTy
apXuBa MPHU YPe3BbIUAHHBIX CUTYAIHIX, TOJDKHBI OBITh O3HAKOMIICHBI pA0OTHUKH apXUBa B YacTH, UX
Kacaroleics, ¢ 00s3aTe’lbHbIM BBINIOJTHEHUEM TPeOOBAaHUM, YCTAHOBJIEHHBIX B OTHOUICHUH JOCTYIa K
CBEICHMSIM, COCTABIIAIOIINUM I'OCYIapCTBEHHYIO TaliHY.

BrinonHenune B apXxyuBe MEpONpUATUH, TPETYCMOTPEHHBIX IJIaHAMH MOOUIIM3AIIMOHHON MOATOTOBKU U
IpakJaHCKOW 0OOPOHBI, OCYIIECTBISETCS COTJIACHO ITHM IUIaHAM B YCTaHOBIIEHHOM TOPSIJIKE.

Y

I11. OPTAHU3AIIAA YYETA JOKYMEHTOB APXUBHOI'O ®OHJIA POCCUMCKOM
OEJEPAIIUA U TIPYTUX APXUBHBIX JOKYMEHTOB B APXUBE

3.1. Onpenenenne KOIMYECTBA U COCTaBa TIOKYMEHTOB ApxuBHOro ¢oHna Poccuiickoit denepanuu u
JIPYTUX apXWBHBIX JIOKYMEHTOB B apXUBE B YCTAHOBJICHHBIX €IUHHUIIAX y4e€Ta U OTPAKEHUE ITOrO
KOJIMYECTBA U COCTaBa B yYETHBIX JOKYMEHTaX 00eCleunBaeT OpraHU3alMOHHYIO YIOPSA0YEHHOCTh U
BO3MOXKHOCTH aJIPECHOTO TTOMCKA APXUBHBIX IOKYMEHTOB, KOHTPOJIS 32 UX HAJTMYUEM U COCTOSTHHEM.
ApXHUB OCYIIECTBIISIET TOCYJAapPCTBEHHBIN y4eT apXUBHBIX JTOKyMEHTOB. COCTaB W MOPSAOK BEICHUS
JOKYMEHTOB TOCYIapCTBEHHOTO Y4€Ta apXUBHBIX JOKYMEHTOB, B TOM YHUCJIE€ (JOPMBI MMACIIOPTa apXUBa
U TacrnopTa UCTOYHUKA KOMIUIEKTOBAaHUS apXuBa, U MOPSAIOK MX MPEICTABICHUS yCTaHABIUBAIOTCS
PernmameHToM rocynapcTBEHHOTO y4era J0KyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepanuu.
VYuery nogyexar:
XpaHAILIUECS B apXUBE apXUBHBIC JOKYMEHTHI, B TOM YHCIIE HEOMHCAHHBIC W HEMPOQUIbHBIC IS
JAHHOTO apXHBa, a TAKXKe CTPaXOBbIE KOMHH APXUBHBIX JTOKYMEHTOB U KOMHH (OHIA MOIH30BAHMUS,
OMUCH JIe]l U JJOKYyMEHTOB,
nokymeHThl ApxuBHoro ¢gonna Poccuiickoit deneparuu, a Takke JOKYMEHTHI 110 JTUYHOMY COCTaBY,
XpaHAIIUECS B HICTOYHUKAX KOMIUICKTOBAHHSI apXUBa.
VYdeT npou3BOAMTCS MyTEM MPUCBOCHUS apXUBHBIM JOKYMEHTaM (SIMHHIIAM XpaHEHUs/eTUHUIIaM
y4eTa) yY4ETHBIX HOMEPOB, SBIISIONIMXCS COCTABHOM YacThIO apXUBHBIX HIH(POB.
ApxuBHbiid mudpp (0003HaAYCHHE, HAHOCUMOE Ha KAXIYI0 CAUHUILY XPAaHCHHUS C IENbI0 00eCICUCHHUs
e ydyera M MICHTH(UKAIIMK) COCTOUT U3 CICAYIOIIUX DJIECMCHTOB. COKDAIICHHOTO Ha3BaHHS apXHUBa
(ero odurmanbHOM aOOpeBHATYPBI) U HOMEPOB: apXMBHOTO (OHIA, OTKCH €], JOKYMCHTOB, €THHHIIBI
XpaHEHUsl, CIUHUIIBI yUeTa.
B cocraB apxuBHOro mudpa eJuHHUIBI XpaHEHUS ayIHOBU3YalIbHBIX JOKYMEHTOB BKIIIOUAIOTCS TAKXKE
o0o3HaueHus (OykBeHHbIC W IUGPOBBIC) JIEMEHTAa KOMILUIEKTA, pa3Mepa HEeraTHBa, BHIA HOCHUTEIS
3BYKOBOI HMH(OpMAINK; €IUHUIBI XpAaHEHUS 3JEKTPOHHBIX JOKYMEHTOB - (popMmaTa 3alucHu U BUAA
HOCUTENsl HHPOPMAIUH.



3.1.1. Jloxymentsl ApxusHoro (onna Poccuiickoit deneparyy, 0AHOBPEMEHHO BXOSIIUE B COCTaB
Myseiinoro ¢onga Poccuiickoit ®enepanuiy, YYUTHIBAIOTCS B COOTBETCTBUHM C TOPSIKOM,
YCTAaHOBJIEHHBIM  HacToAmuMu  IIpaBuiaMm W HOPAAKOM,  YCTAHOBJIIEHHBIM  CHELMAIBHO
YIIOJTHOMOYEHHBIM  (hefiepajbHbIM OpPraHOM HCIHOJHUTENbHON BiacTu A MyseliHoro donaa
Poccuiickoit denepanuu.

Hoxymentel ApxuBHoro ¢onma Poccuiickoit deneparnu, OJHOBPEMEHHO BXOSIIME B COCTaB
O6uOMMOTeYHBIX (POHIOB, YUHUTHIBAIOTCS B COOTBETCTBMM C HacTosmuMHU [IpaBuimamu U MOPSAKOM,
YCTAaHOBJICHHBIM CIEIHAIbHO YIOJHOMOYEHHBIM (efepalbHbIM OpPraHOM HCIOJIHUTENBbHOM BIIACTH
Uit OnbnmoteuHsix GoumoB Poccuiickoit denepanuu.

3.2. Yyer apXUBHBIX JOKYMEHTOB B TOCY/JIapCTBEHHOM apXuBe, TOCYAapCTBEHHOM U MYHUIIUIIAIHLHOM
Mmy3ee, OuOIMOTEKe, opraHu3anmuu Poccuilickoll akageMHM HayK OCYIIECTBISICTCS CIEIHATbHBIM
MoJipa3/ielIeHueM W BO3JIaraeTcs Ha ClieualbHO BbIIEJICHHOTO Pa0OTHHKA.

B apxuBoxpaHumuuie rocCyAapCTBEHHOIO apxuBa, OpraHu3anuud POCCHUICKONW akaJeMHHM Hayk
Ha3HayaeTcs pabOTHUK, OTBETCTBEHHBIN 3a yUeT apXUBHBIX JOKYMEHTOB apXHUBOXPAHUIIHUIIIA.

VY4er apXUBHBIX JTOKYMEHTOB, XPAHAIIUXCS B UICTOYHUKAX KOMIUIEKTOBAHUS apXHUBa, OCYILECTBISAETCS
CHEIMAJIbHBIM TO/Ipa3JeICeHUEeM apXHBa WJIM BO3JAaraeTcsl Ha CHElHalbHO BbIIEIECHHOTO0 pPaOOTHHKA,
OTBETCTBEHHBIX 32 OpPraHU3al1I0 KOMIUIEKTOBAHUS apX1UBA aPXUBHBIMH JOKYMEHTAMHU.

VY4er apXUBHBIX JOKYMEHTOB B MYHHUIIUIAIILHOM apXHBE U ApXUBHBIX TOKYMEHTOB, XPAHSIINXCS B €T0
UCTOYHHMKAX KOMIUICKTOBAHUS, OCYIICCTBIISIOT 3aBEAYIONIMA MYHHLIUIAIbHBIM apXWBOM H/WIN
CHEIHAJIbHO BBIJICTICHHBIN paOOTHUK.

3anucy B yUeTHBIE JOKYMEHTBI BHOCSATCS TOJIBKO paOOTHUKaMM, OTBETCTBEHHBIMH 32 y4YeT.

3.2.1.B apxuBe pazpabaThIBalOTCS MOPSAIOK M CXEMa y4eTa apXUBHBIX TJOKYMEHTOB.

[Topsimok yuera apXWMBHBIX JOKYMEHTOB OIpPEIENSET COCTaB YYETHBIX JIOKyMEHTOB M YUYETHBIX 0a3
MaHHBIX, BEAYUIMXCA I[EHTPAIM30BAHHO U B  K&XKIOM  apXUBOXPAHWIHIIE, 3aKpervisieT
II0CJIEIOBATEIbHOCTD BBIMOMHEHU paboT mo yuery. Cxema ydera apXUBHBIX JOKYMEHTOB B
rpadudeckoit hopme PUKCUPYET MOPSATOK yUeTa.

[lopsanok u cxema ydera apXHMBHBIX JOKYMEHTOB B apXHMBE YTBEP)KJIAIOTCS MPUKA30M PYKOBOJIUTEIS
(3aBemyroriero) apxusa(om).

3.2.2. Y4eTHble JOKYMEHTBI, KpOME OMMCEH Jel, AOKYMEHTOB, IMpeIHa3HAuyeHbl I CIIY:KEOHOTO
MOJIb30BAaHUS M IOJIb30BATENISIM HE BBIJAIOTCA. B OTAENBHBIX cioydyasx MO PELIEHUI0 PYKOBOJCTBA
apXuBa MOXET OBITh BBIAHO JeNI0 POHA.

3.2.3. XpaHeHHe Y4YETHBIX JOKYMEHTOB OCYIIECTBIISCTCS B YCTAHOBJICHHOM ToOpsake (cMm. II.
2.11.4.1.3)).

Y

EnnHuuel yueta apXuBHbIX J0KYMEHTOB
3.3. OCHOBHBIMH EAMHHIIAMH y4YeTa apXUBHBIX JOKYMEHTOB HE3aBUCUMO OT BHJIa HOCHUTEINS, CIIoco0a
Y TEXHUKHU 3aKpeTUICHUS] HHGOPMAIINH SIBISIOTCS apXUBHBIN (DOHI U €TUHUIIA XPAHCHHS.
AynHOBU3YaIbHBIE U 3JICKTPOHHBIC JOKYMEHThI YIUTHIBAIOTCS TAKXKE 110 SIUHUIIAM y4eTa.
ApXUBHBIE JOKYMEHTBHI JIMYHOTO TIPOMCXOXKICHHUS, MPOIICANINE TOJHKO TMEPBUYHYIO 00paboOTKYy,
YUUTBHIBAIOTCS TI0 JOKYMEHTAM HIIN JIUCTAM.
HeynopsiiodeHnnsie apXuBHbBIE JOKYMEHTHI (POCCHINb) YUUThIBaOTCSA M3 pacueta 150 1McToB B 0gHOMN
YCIIOBHOW €IUHULIE XPAHCHHUS.
3.3.1.B nemsix Hacrosux [IpaBuit HConb3yrOTCs CAEAYIOIINE TTOHSTHS
eIMHHMIIA XpaHeHUs - pu3udecku 000COOICHHBIC apXUBHBIN JOKYMEHT WJIH aPXUBHBIC IOKYMEHTHI,
eIMHUIA XPaHEHHS apXUBHBIX JIOKYMEHTOB Ha OyMa)KHOH OCHOBE - JI€JIO - OT/AC/IbHBIN(€) apXuBHBIH(€)
NOKyMeHT(bI), 3aKJIFOUCHHBIH(€) B 000COOJICHHYIO 00JIOKKY, MAIKY;
eUHUIIA XpaHEHUS KUHOJOKYMEHTOB - (U3MUYECKH OOOCOOJICHHBIH pYyJIOH KHHOIUICHKH WU
MarHUTHOM JICHTHI C 3aIUChI0 N300pa3UTEHHOM U/WITN 3BYKOBOI MH(pOPMAIIHH;
eIMHUIA XpaHEHUS (POTOJOKYMEHTOB - (pu3MuecKu 000coONeHHbIil Kafap (HeraTtus, AyOJb-HEraTHB,
MO3UTHUB, ClIalj] (IMAMO3UTHB), HECKOJIbKO KaJIpOB MAaHOPAMHOW ChEMKH, (OTOOTICUATOK, PYJIOH
nuaduibma, GporoanpooM;



eIMHUIA XpaHEHUs (OHOTOKYMEHTOB - (M3UYECKU 000COOJICHHBIE PYJIOH KHHOIUIEHKH, MAarHUTHON
WM OyMaXKHOM JICHTBI, KacceTa, BOCKOBOM BaJIMK, TUCK C 3alTUCHIO0 3BYKOBOH WH(MOpMaIuHy,

eIMHHIIA XPAaHEHUS BHUICOJOKYMEHTOB - (PU3MYECKHM 000COOJIEHHBIC PYIOH MAarHUTHOW JICHTHI,
KacceTa, TUCK C 3alUChI0 H300pa3uTEeIIbHON U 3BYKOBOUW HH(pOPMAIIHH;

eMHHIIA XPAHEHHS JJIEKTPOHHBIX JOKYMEHTOB - (pu3udecku 0OOCOOICHHBIN HOCHTENh C 3alUChI0
YacTH AJIEKTPOHHOTO TOKYMEHTA, OJHOTO WM HECKOJIBKUX 3JIEKTPOHHBIX JOKYMEHTOB;

eIMHHIIA y4eTa KUHOJAOKYMEHTOB - YaCTh SUHUIIBI XpPAaHEHUS, OJTHA WIJIK HECKOJIBKO MHUI] XPAHCHUS
C 3aIUCHIO OMpEIeNIeHHOro PUiIbMa, )KypHaja, ClIelBbIITyCKa, CI0’KeTa U T.I1.,

eINHHUIA Yy4eTra (OTONOKYMEHTOB - OJIHA WM HECKOJIBKO €OUHHI] XpaHEHHs C 3alUChI0
OTIpeNIeTICHHOTO AuaduIbMa,

eqnHHUIA y4eTa (OHOJOKYMEHTOB - YacTh CIUHUIBI XPAHEHHS, OJHA WM HECKOJbKO EIMHHII
XpaHEHUs] C 3amuChi0 3BYKOBOW WHGMOpMAnuu 00 OmNpeneeHHOM COOBITHH, TPOU3BEICHUN
JMTEPaTyphbl U UCKycCTBA (HECKOJIBKMX MPOM3BEICHUI JUTEPATYphl M MCKYCCTBA, O0OBEIUHEHHBIX 1O
ABTOPCKOMY, TEMAaTHYECKOMY WJIHM APYTHM MPU3HAKAM) U T.I1.;

eIMHHIIA YYeTa BHJICOJOKYMEHTOB - YacTh CJWHHIIBI XPAaHEHUS, OJHA WJIH HECKOJIbKO EIMHHII
XPaHEHUsI C 3aIMChI0 OMPEICICHHOTO CIOYKEeTa, MPOU3BEICHHUS JTUTEPATYPhl M HCKyCcCTBA (HECKOIbKUX
MPOU3BEICHUN JHTEpPaTyphl U HUCKYCCTBA, OOBEIUHEHHBIX 1O aBTOPCKOMY, TEMaTHYECKOMY WIIH
JIPYTUM MPU3HAKAM) U T.I1.;

eMHHIIA y9eTa JIEKTPOHHBIX JOKYMEHTOB - YaCcTh CIMHUIIBI XpPAaHEHUS, OJIHA WU HECKOJIBKO €IMHHII
XpaHEHUs C 3aMUCHIO AIEKTPOHHOTO JOKYMEHTA.

)

CucremMa y4yeTHBIX JOKYMEHTOB apXHBa
3.4.B apxuBe BemyTcsi OCHOBHBIC (00sI3aTeNNbHBIC) M BCIIOMOTATEIbHBIC YUETHBIC TOKYMEeHThI. CocTaB
U (GOpMBI OCHOBHBIX YYCTHBIX JIOKYMEHTOB (KpOME MacmopTa apXHWBOXPAHWJIMINA) OMPEIACICHBI
Hactosimumu [TpaBunamu. CoctaB U pOpMBI BCIOMOTATENBHBIX YYETHBIX IOKYMEHTOB OMPEICIISIOTCS
ApPXUBOM CAMOCTOSITETTHHO.
3.4.1.B cocraB 0CHOBHBIX (00sI3aTEIbHBIX) YYETHBIX JOKYMEHTOB apXHBa BXOIAT:
KHUTA y4eTa TOCTYIUICHUH IOKyMeHTOB (mpuiioskeHue Ne 5) - mys ydera Kakaoro MOCTYIUICHHUS
apXMBHBIX JOKYMEHTOB B apXWB, a TaKKe KOJIMYECTBA M COCTaBa apXUBHBIX JIOKYMEHTOB,
MOCTYNHBIINX HA XpaHEHHWE 3a ONMPEACICHHBIM XPOHOJIOTUYECKUIN TEepHUOJ BPEMEHH, COCTOSHUS UX
OTIMCaHMS;
cnrcok ¢GoHaoB (mpunokenue Ne 6) - ISl perucTpalui MPUHATHIX Ha XpaHCHUE apXHUBHBIX (hOHIOB,
NPUCBOCHUST UM HOMEpPOB, y4eTa KOJIMYECTBA apXUBHBIX (DOHIOB, HAXOIAIIMXCS Ha XpAaHCHHUU U
BBIOBIBIIINX
et GoHma - I ydeTa B paMKaxX apXUBHOTO (POH/Ia KOJIMUYECTBA U COCTaBa OIHUCEH JIel, TOKYMEHTOB
U WX HyMepalu, KOJIMYeCTBAa U COCTaBa apXUBHBIX JTOKYMEHTOB, COCTOSIHUSI X OMUCAHUS, TUHAMUKH
WU3MEHEHHH 10 KaXKJOW OIHCH e, TOKYMEHTOB U apXUBHOMY (OHAY B 1eJIOM, (PUKCAIINN U3MEHEHUN
B HA3BaHWH apXUBHOTO (OH/IA,
JMCT y4eTa ayJUOBHU3YaIbHBIX JOKYMEHTOB - JIJISl Y4eTa KOJUYECTBA ayJAHOBU3YAIbHBIX JOKYMEHTOB
OTpEACNIEHHOr0 BUJa TNpU HX HEDOHJOBOW OpraHM3anuu; y4eTa UM HyMepaluu omucen
ayJMOBU3YAIbHBIX IOKYMEHTOB, THHAMHUKHN X U3MECHEHUIA;
ONMHUCH JeJ, NOKyMeHTOB (mpuioxkenus NeNe 7 - 8) - aus NMOCAMHMYHOTO W CYMMAapHOTO ydera
ApXHWBHBIX JIOKYMEHTOB, 3aKPEIICHUS MOPSIKAa MX CHCTEMaTH3allMH, y4eTa U3MEHEHHI B COCTaBe U
00BeMe apXUBHBIX IOKYMEHTOB, BKIIFOUCHHBIX B IAHHYIO OIKUCH,
peecTp OIucei Jiei, TOKyMEHTOB - JIUIsl PETUCTPAIMK OMUCEH JIeNT, TOKYMEHTOB, y4eTa UX KOJIMYEeCTBa
U COCTaBa,
WHBEHTApHAs KHHUTA y4eTa Jiell, UMEIOIUX B 0(OPMIICHUN WIIM B MPHIIOKEHUH K HUM JIParoieHHbIC
METAJIJIBl ¥ KaMHU - JUIsl IOSAWHUYHOTO U CYMMApHOTO Y4eTa COCTaBa U COCTOSHUS TaKUX JIET;
nacropT apXUBOXpaHWwInina (MIPOM3BOIBHON (HOPMBI) - UIT CYMMapHOTO y4eTa apXMBHBIX (OHIOB U
APXUBHBIX JOKYMEHTOB JIAHHOTO apXHBOXPAHUIIHINA,
JIMCT y4eTa ¥ OMHCAaHUsl YHUKAIBHOTO TOKYMEHTA,



CIIUCOK (JOHJIOB, COIEPIKAIIUX 0COO0 IIEHHBIE TOKYMEHTHI;

OIMHKCH 0CO00 MEHHBIX ], TOKYMEHTOB HITH TIepeUeHb HOMEPOB 0CO00 IICHHBIX Jie (HOMEPHUK);
peecTp omucel 0c000 IEHHBIX JIeT, TOKYMEHTOB,

KHHTA yJ9eTa MOCTYIUICHHI cTpaxoBoro (GoHaa v (OH/Ia MOJIb30BAHHUS;

OTHCH CTPaxoBOro (hoHma;

neno GoHaa - KOMIUIEKC JOKYMEHTOB 110 HCTOPHH MCTOYHHMKA KOMIUIeKTOBaHus ((hoHI000pazoBaress)
U apxuBHOTO (POHIA, BEIYIIUICS Ha KaXKIbI apXWBHBINA (OHI, OOBEIUHEHHBIA apXUBHBIN (QoHI U
ApPXUBHYIO KOJUICKIIMIO, TPH HE(POHIOBOW OpraHU3aluy ayJAHOBU3YAIbHBIX U  DJICKTPOHHBIX
JIOKYMEHTOB - JIJI0 OPTaHU3AINH - CIATYHKA JTOKYMEHTOB,;

JIMCT-3aBEPUTEITD JejIa - i1 yueTa KOJHYECTBa JUCTOB B Jeie (mpuiokeHue Ne 3);

BHYTPEHHSISI OTMCh JOKYMEHTOB Jiefia - AJIs Jell, B COCTaB KOTOPBIX BXOSAT YHUKAIbHBIC JOKYMEHTHI.
3.4.2.B coctaB BCmoMoraTeIbHbIX YUETHBIX JIOKYMEHTOB apXHBa BXOJIAT:

KapTOYKU M KHHUTU JBIDKEHUS (OHIOB, OMHCEW JdeN, JOKyMEHTOB, KHUTHU yd4eTra JIOKYMEHTOB,
NepeIaHHBIX B JIPYTUE apXHMBBI, KHUTH y4eTa (OHIOB U JIOKYMCHTOB, BBIJICJICHHBIX K YHUYTOXCHHIO,
KHHUTH TIOBUJIOBOTO y4eTa JOKYMEHTOB H JIp.

ApPXHB BIIPAaBE BECTH JPYTUe BCIIOMOTATEIbHBIC YICTHBIC JOKYMEHTBI, KOTOPBIC BKIIOYAIOTCS B CXEMY
ydeTa JOKYMEHTOB.

BcromorarenbHble yYeTHBIE JOKYMEHTBI MOTYT BECTHCH Ha OyMaXXHOM H/HJTH 3JICKTPOHHOM HOCHTEIIE.

)

OO0mme Tpe0OBaAHMSA K YYeTHBIM JOKYMEHTAM apXuBa
3.5. Yyer apXuBHBIX JOKyMEHTOB Tiepuona mo 1917 r. Bemercs pa3fenbHO OT ydeTa apXHUBHBIX
JOKYMEHTOB Tniepuoga mocie 1917 1. ¢ caMocTosTenbHOW MOPSAKOBOM Hymepanuend (OHIOB.
HcknroueHne coCTaBIIsAOT CIEHUAIN3UPOBAHHBIC aAPXUBBI, XPAHALINE apXUBHbBIE JOKYMEHTHI JIJUYHOTO
MPOMCXOXKACHUS U ayITHOBU3YAIbHYIO TOKYMEHTAIIHIO.
Homepa apxuBHbIX (oHIOB mnepuoaa mociae 1917 r. B apxuBe MODKHBI WMETh HHIEKC 'P",
OTAEISIEMBIH OT HU(PPOBOro 0003HAYCHUST HOMEpa apxuBHOro Gonaa ueptoi (P-1, P-2u 1.1.).
Homepa apxuBHBIX (OHAOB JMKBUAMPOBAHHOIO TMAPTHUMHOIO apxHBa, BKIIOUEHHBIX B COCTaB
apXUBHBIX (OHJIOB rOCyJapCcTBEHHOro apxuBa cyOwbekTa Poccuiickoit depepannu, TOHKHBI UMETh
unaekc "T1", otaensemsrit oT 1udpoBoro odo3HaueHuss Homepa apxuBHoro Gouaa yeproi (I1-1, [1-2 u
T.11.).
[lepenymepanuss apxuBHbIX (DOHIOB NPOU3BOAUTCA B HCKIIOUUTENBHBIX CIy4asX M TOJNBKO C
paspeluieHuss COOTBETCTBYIOIEIO YIOJHOMOYEHHOTO OpraHa WCIOJHUTENBbHOM BiacTu B cdepe
apXHUBHOTO Jeja.
3.5.1. 3MeHeHus B y4eTHbIE JOKYMEHTHI BHOCSTCS TOJBKO Ha OCHOBAaHMM COOTBETCTBYIOIIUX AKTOB
(em. . 3.7.1, 3.7.2, 3.7.3);TBepKI€HHBIX B YCTAHOBICHHOM TIOPSIJIKE.
[locne BHeceHUst M3MEHEHHMH B YyYETHbIE IOKYMEHTHI aKThl IMOMEMIAIOTCS B Jeno (oHAa, MpH
HE(QOHI0BOM OpraHNU3aluy APXUBHBIX TOKYMEHTOB - B JIEJI0 OPIaHU3aLUH - CIaTYUKA JOKYMEHTOB.
AKTBI HyMepyIOTCs B Jene (oHAa N0 BUAAM aKTOB B BAJOBOM TOpsAKE; NpU HePOHIOBOU
OpraHu3allMi ApXUBHBIX TOKYMEHTOB - B IeJIe OpraHU3alMu-Cl1aTYNKa JOKYMEHTOB.
3.5.2.B xHury ydera nocTyIieHHH JOKyMeHTOB (npuiiokerue Ne 5) mocienoBarenbHO BHOCSTCS Bee
NIEpPBUYHbBIE U MOBTOPHBIE NOCTYIUIEHUS apXMBHBIX JIOKyMEHTOB. Kakioe mocrymieHue B Npenenax
OTYETHOTO r'oJia MOJIyyaeT MOPSAKOBBII HOMEP B BaJIOBOH MOCIEI0BATEILHOCTH.
EsxeronHo Ha 1 sHBapst OJBOANTCS UTOT KOJUYECTBA MOCTYIHUBIIHNX 3a IO/l ApPXUBHBIX JOKYMEHTOB.
3.5.3.B cnucok donnos (npunoxenne No 6) apXuBHBIN (OHI 3aNMCHIBACTCS TOJIBKO OJMH pa3, IpU
IIEpPBOM IOCTYIUIEHUH B apxuB. He nomyckaercss BHeceHHe apXUBHOIO (DOH/Ia B CIIUCOK (POHAOB paHee
MOCTYIUICHUS €r0 apXUBHBIX TOKYMEHTOB Ha XpaHEHHE.
Howmep, npucBoeHHBI apXMBHOMY (OHIY MO CIHUCKY (DOHIOB, SBISETCS €ro Y4E€THbIM HOMEPOM,
COXpaHseTcs 32 HUM BO BCEX YUETHBIX JOKYMEHTAX.
B cnenumanu3upoBaHHOM apXuBe JOKYMEHTOB IO JIMYHOMY COCTaBY K HOMEpPY apXUBHOIro (hoHAa,
IIPUCBOCHHOMY KOMILJIEKCY JOKYMEHTOB IO JMYHOMY cOCTaBy (oHI000pa3oBarens, depe3 ApoOb



no0aBIsieTCsT HOMEp AapXuUBHOTO (OHIA, 32 KOTOPBIM y4YTE€Ha JOKYMEHTallds IO OCHOBHOM
JeATeILHOCTH (POHT000pa3oBaTes.

s ydera apXuBHBIX (DOHIOB HCIIOJIB3YIOTCS HOMEpPA B BaJIOBOW IOCIIEOBATEIBHOCTH, a TaKXKe
"cBoOOHBIE HOMEpa" - HOMEpa apXHWBHBIX (OHIOB, APXMBHBIC JOKYMEHTHI KOTOPBIX paHee ObLIH
BBIJICTICHBl K YHUYTOXCHHIO B YCTAHOBJIICHHOM IMOPSJIKE WIM BKIIOYCHBI B COCTaB OOBEAMHEHHBIX
apXUBHBIX (DOH/IOB, M KOTOpPbIE paHEe HE UCIOJIb30BAJIHCH.

Howmepa yTpaueHHBIX, IEpEIaHHbBIX B IPYTHE apXUBBI apXUBHBIX (DOHIOB, a TAKXKE HOMEPA aPXUBHBIX
¢GoHI0B, BOLIEANINX B COCTaB OOBEIUHEHHOTO apXUBHOTO (DOHAA, apXMBHbBIE JOKYMEHTBI KOTOPBIX
paHee UCIOIb30BANIUCH, HE MOTYT OBITh MPHUCBOCHBI BHOBB MOCTYIHUBIIIUM apXUBHBIM (OHIaM.
OObenuHeHHble apXUBHbIE (OHABI U APXMBHBIE KOJUIEKIIMM YYUTBHIBAIOTCS Ha OOIIMX OCHOBAaHUSX.
OObenHEHHOMY apXMBHOMY (oHAY, OOpa3oBaHHOMY M3 apXUBHBIX (DOHIIOB, paHEe YUYTEHHBIX
CaMOCTOSITENIbHO, IPUCBAUBAETCSI HOMEP OJHOIO U3 apXUBHBIX (DOHIOB, BKIIFOUEHHBIX B €r0 COCTAaB.
HasBanue apxuBHOTrO ()OHIIa BHOCUTCS B CIHCOK ()OHJIOB HA OCHOBAHUM UCTOPUYECKON CIPABKHU WU
TUTYJIBHOTO JIUCTA OMUCH 1], TOKYMEHTOB.

HasBanue apxuBHOro (OHIA COCTOMT U3 MOJHOTO M (B CKOOKax) O(QHUIMAIBLHO MPUHSATOTO
COKpaIlleHHOTO Ha3BaHMs (POHI000pazoBaTeNs ¢ yKazaHHUEM €ro MOJAYMHEHHOCTH, MECTOHAXOKICHUS,
KpaiiHuX nar cymectBoBaHus. Eciu Ha3zBanue (hoHm000pa3oBaTelss MEHSIIOCh, TO B CHHCKE (HDOHIOB
YKa3bIBAaeTCSl €ro IOocCJeJHEee Ha3BaHME B paMKaxX I[epHoja, 3a KOTOPBIA MPHUHSTH apXUBHBIE
JIOKYMEHTHI.

Ha3Banue oO0beauHEHHOTO apXWBHOTO (POHIA COCTOMT W3 OOOOIIEHHOTO Ha3BaHWS BKJIIOYEHHBIX B
HEro apXWBHBIX (DOHAOB, M3 Ha3BaHUS PYKOBOASAIIECH OpraHuM3alMd W OO0OOIIEHHOTO HA3BAHUS
MOJYMHEHHBIX €M OpraHu3aluii, U3 TNEpPedHs Ha3BaHWN CMEHSBIIUMX JPYyr Jpyra OpraHu3aiui.
KoHnkpeTrHble Ha3BaHUs BCEX OpraHMU3aIlNil, apXHUBHBIE JOKYMEHTHI KOTOPBIX BOIUIA B O0HEIMHEHHBIH
apXUBHBIN QOHT, a TaK)Ke UX MEPEUMEHOBAHUS YKa3bIBAIOTCS B JIUCTE POHJA.

HasBanne apxuBHOTO (hOHAA JIMYHOTO TPOUCXOXKIECHUS COCTOUT U3 (DaMUITUNU U MHUIIAAJIOB JIUIIA, €T0
NICEBJOHMMA, TUTYNA, paHTa, 3BaHUs, HA3BaHHUE apXHWBHOTO (DOHAA CEeMbU WU pofa - U3 GpamMmIui u
WHUIMAJIOB TJIABHBIX YJICHOB CEMbH WM POAAa M WX THTYIOB, PaHroB, 3BaHui. damMunum, mMeHa,
OTUECTBa, THUTYNbI, PAaHTH, 3BaHUS, POJCTBEHHbIC OTHOIICHMS BCEX WIEHOB CEMbU WIH poja
YKa3bIBAIOTCS B JTHCcTe (HhOHAA.

B Ha3BaHMM apXWBHOW KOJUICKIIMHM YKa3blBaeTCs Npu3HAaK (MpHU3HAKW) ee (OpPMUPOBAHUSA, a IpU
HEOOXOAMMOCTH - M €€ COCTaBUTENb (MPEXKHUI BIajenell, CoOupaTesb KOJUICKIIHN).

Exxeronno Ha 1 siHBaps K cnucky (OHAOB COCTaBJISIETCSI UTOTOBAsl 3alHUCh O KOJIMYECTBE apXUBHBIX
(GOHIIOB, MOCTYNUBIINX M BHIOBIBIIMX B TEYCHHE T0Ja, W OOIIEM KOJIHYECTBE apXUBHBIX (DOHJIOB,
HaXOJSIINXCS Ha XpaHEHUU B apXUBeE.

Crrcoxk (QOHIOB 3aKIIIOUAETCS B TBEPAYIO OOJIOXKKY, JHUCTBI HYMEPYIOTCS, COCTaBIISIETCS IIUCT-
3aBEpUTEIb.

[Tepemeuatka cnucka (HOHAOB OCYIIECTBISETCS TOJIBKO C pa3pelieHUss COOTBETCTBYIOIIETO
YIIOJTHOMOYEHHOTO OpraHa HMCHOJHUTENbHOM BiacTH B cdepe apXuMBHOro jaena. B stom ciydae B
CIUCOK (OHIIOB 0053aTEIHHO BHOCSTCS HOMEpa, Ha3BAaHUS M OCHOBAHUS BBIOBITHSI BCEX apXUBHBIX
¢$boH10B, HOMEpa KOTOPBIX 3aHUMATh 3aIlpPeliaeTCsl.

3.5.4.JIuct ponaa cocraBisieTcs Ha KaXAblil apXUBHBIM (GoHA. B HEeM yduuThIBalOTCS BCe apXUBHBIC
JIOKYMEHTBI apXUBHOTO (hOH/Ia, BKIIIOYAsi HEOITMCAHHBIE U CEKPETHBIE.

Jluct doHma MOXKeT OBITH MEPECOCTaBIEH TOJIBKO B Clydae, €CIM OH HEHUCIPABUMO MOBPEKICH WIIH
nepecTaeT oTpaxkarh (PaKTHUYECKOE COCTOSHHE W 00BbeM apXwBHOTO (OHAQ, TMOCIEe TepepadOTKH
apxuBHOTO (OHIA WM CO3JaHUs OOBEIUHEHHOTO apXWBHOTO (OHAA, YTOYHEHHUS HCTOPHUH
dbongoo6pazoBatensi. B cnydae mepecocraBienus nucra GoHAA paHee JCUCTBOBABIIMKN JUCT (oHIA
nomemnraetcs B geno Gonaa. B BepxHeM mpaBoM yriay 060oux ITUCTOB oHIA AeTaroTcs oTMeTKu: "JIluct
MEPECOCTaBIIEH" C yKa3aHUEM JIaThl IEPECOCTABIEHUS, TOJDKHOCTU M MOAINKCH JIMIA, OTBETCTBEHHOTO
3a y4er.

Jluctel GOHIOB XpaHATCS B TMOPSAKE HOMEPOB apXWMBHBIX (oHI0B B manke. K kaxmoil mamke
COCTaBIISICTCS JINCT-3aBEPUTENb, TI€ YKA3bIBAIOTCS HauaIbHBIC U KOHEUHBIE HOMEpPa apXUBHBIX (DOH/IOB
U o0111ee KOJIMYECTBO apXUBHBIX (POHIOB, JTUCTHI KOTOPBIX HaXOATCS B MAIKe.



K nucram ¢QoHI0B BexyTcs ykazaTenu Ui ONEPaTHBHOIO MOMCKA B apXHMBE apXHMBHBIX TOKYMEHTOB
TOW WJIM UHOW OpraHu3aluu.

3.5.5. Jluctel ydera ayaMOBU3YaJbHBIX TOKYMEHTOB COCTAaBIIAIOTCS NMpU HE(POHIOBOI OpraHU3aluu
apXUBHBIX JOKYMEHTOB pa3[elbHO Ha pa3U4Hble BHUABI KUHOPOTOPOHO M BHUACOAOKYMEHTOB.
[lopsaiox Hymepauu U XpaHEHUS JIUCTOB yyeTa ayJUOBU3yaJIbHBIX JOKYMEHTOB aHAJIOTUYEH MOPSAKY
HyMEpaluu 1 XpaHEeHUs JTUCTOB (YOHIOB.

3.5.6. B omucu nen, noxkymeHtoB (mpuioxkeHuss NeNe 7-8) eauHunbl XpaHeHHs/€IMHUIBI ydeTa
YUHUTBIBAKOTCS B COOTBETCTBUHU € UX CUCTEMAaTU3aLHUEN 3a MOPSAAKOBBIMUA YUETHBIMA HOMEPAMM.
Homepa gen ¢ TEKCTOBOM CONPOBOAUTEIIBHONW JOKYMEHTALMEH K ayIMOBU3YaJIbHBIM JTOKYMEHTaM
JIOJIKHBI COOTBETCTBOBATH YYETHBIM HOMEpPAM ayAMOBU3YAIbHBIX JOKYMEHTOB.

OnucsaM naen, AOKYMEHTOB IPHCBAWBAIOTCS YYeTHbIE HOMepa Mo JHUcTy (oHpaa, mpu HedOHIOBOM
OpraHu3ali ApXUBHBIX JOKYMEHTOB - IO JIUCTY Yy4yeTa ayJuOBHU3YaJIbHBIX JOKYMEHTOB
OIIPEEIEHHOr0 BU/IA.

He nomyckaercs mnpucBoeHuWe ONHUCIM J1ed, JOKYMEHTOB OJMHAKOBBIX YYETHBIX HOMEpOB, 3a
UCKJIIOUYEHHEM CIIy4aeB, PETyCMOTPEHHBIX 1. 3.7.7.

B koHue omucu Aen, JOKYMEHTOB BO BCEX €€ 3K3EMIUIIPAX JAENIaeTCsd WTOrOBasl 3aluch, B KOTOPOH
YKa3bIBaCTCSl KOJIMYECTBO HAXOJSIIMXCS HA XPAaHCHWU CIMHUI] XpaHCHUs/CTUHUI] y4eTa, TEePBbIN U
MOCJIC/IHUN HOMEpa CIUHMI[ XPAHCHHS/CAWHHI[ ydeTa IO OIMCH, OTOBAPUBAIOTCS HMEIOLIHECs
IPOIYCKH HOMEPOB, JTUTEPHBIE HOMEPA, BHIOBIBILINE €IUHHIIBI U OCHOBAaHHE X BBIOBITHSI.

B wuroroBoil 3amucu K omucH Jed apXUBHOro (oHIa JIMYHOTO TMPOUCXOKIACHHS, BKIIOYArOIIen
CIMHHIBI XPAaHCHUS/CIMHUIBI YyYeTa Ha pPa3JIMYHBIX HOCHTENSAX, JONOJHUTEIBHO YKa3bIBACTCS
KOJIMYECTBO TAKUX CIUHUI] XPAHCHUS/CIUHHUIL yUeTa.

[Tocne kaxmoro MOCTYIJICHUS WM BBIOBITHS apXUBHBIX JOKYMEHTOB COCTaBJISIETCS HOBask UTOrOBas
3alUCh K ONMCH Jel, JOKYMEHTOB, KOTOpas ITOANMCBHIBAETCS €€ COCTAaBUTEIEM C YKa3aHHEM
JOJKHOCTH M 1aThl COCTABIICHUS.

Ecnu onuce aen, TOKYMEHTOB COCTOUT M3 HECKOJBKUX TOJOBBIX Pa3[eioB, TOMOB, UTOrOBasl 3alMCh
COCTAaBISETCS K KaXIOMY TOJOBOMY pazleny, TOMY, KPOME TOT0, K KaXKIOMYy IMOCJIEAYIOLIEMY
roJI0BOMY pas3jielly, TOMY B HapacTarOLIEM MOPSAJIKE COCTABIISIETCS CBOJIHAs UTOrOBasl 3aIKCh.

Kaxnas onuce nen, TOKyMEHTOB, TOM ONMCH JI€], JOKYMEHTOB JOJIKHBI UMETh JIUCT-3aBEPUTEINb
(mpunoxenne Ne 3).

3akoHUYEHHAs OMUChH JeJ, JTOKYMEHTOB JOJDKHA BKIIOYaTh, KaK MpaBuiio, He Oonee 9999 enunun
XpaHEHUs, €IUHUI] yUeTa.

ApXUB JOJDKEH UMETh 3 JK3eMIUIIpa OMHCed e, JOKYMEHTOB, NMEPBBIH M3 KOTOPBIX SIBISETCA
CTPaxXOBBIM.

Ecnu onucw nein, JOKYMEHTOB IIEPECOCTABIIECHA, TO OJMH JK3EMILULIP PAaHee NEHCTBOBABLICH OIMCH
Jien, JOKYMEHTOB BKIIFOYAE€TCSI BO BHOBb COCTaBIICHHYIO OIMCh J€J, JOKYMEHTOB 3a IOCIECIHUM
YUETHBIM HOMEPOM, OCTAJIbHBIE 3K3EMIUISIPHI BBIACIAIOTCS K YHUYTOXXEHMIO B YCTAaHOBJIEHHOM
HOPSIZIKE.

3.5.7. Ilo peectpy omuceil Beaercss MOSAWHUYHBIA M CyMMAapHBIM y4deT omuceil e, JOKYMEHTOB
apxuBa. B 3aBucumoctu oT opraHuzanuu pabOThl MO YYETy B apXUBE PEecTphl ONMUCEHl BeayTcs B
paMKax apXWBOXPAHMIHI T'OCYJapCTBCHHBIX apXHMBOB W/WIM apXWBa B IIEJIOM, YTO OTpPaKaecTcs B
cxeMe yyera JOKyMEeHTOB. Kaxaoil HOBOW ONMUCH JeN, JTOKYMEHTOB IMPUCBAWBACTCA OYEPEIHOU
MOPSIKOBBIM HOMEp 1O PEecTpy, KOTOPBIH MPOCTaBIsIeTCS Ha OOJOXKKE OMUCH JeJ, JOKYMEHTOB B
BEPXHEM JIEBOM YTIIY.

E>xeronHo Ha 1 ssHBapsi B peecTpe ONMMCEN COCTaBIISIETCS. UTOrOBasl 3alMCh O KOJIMYECTBE ONHUCEH e,
JIOKYMEHTOB, MOCTYIUBIIUX U BBIOBIBIINX B TEUEHUE TOa B apXUB, U UX OOIIEM KOJINYECTBE.
3.5.8.1TacniopT apXUBOXpaHUJIMIIA COCTABIISIETCS €KETOAHO KAXK/IbIM apXHUBOXPAHMIIUIIIEM U OTpaXaeT
00BEM pa3MeIEeHHBIX B HEM apXUBHBIX (DOHIIOB, JIE]l U apXUBHBIX JOKYMEHTOB.

[lokazarenu nacmopTa apXMBOXPAHWJIMIIA OIPENEISIIOTCS apXMBOM CaMOCTOSITENIBHO C  Y4E€TOM
COCTaBa M COCTOSIHUSI XPAHALIUXCSI B KOHKPETHOM apXMWBOXPAHWINILE aPXUBHBIX JOKYMEHTOB.

3.5.9. [leny ¢onaa mpucBauBaercsi HOMEp apxXuBHOro (oHma, Ha KOTOpPBHIA OHO 3aBeneHO. B neno
doH1a BKITIOYAIOTCS: UCTOPUYECKas ClpaBKa Mo uctopuu GoHI000pa3oBaTesss U UCTOPUU apPXUBHOTO



doHa; aKTHl, PUKCUPYIOIIUE U3MEHEHHUS B COCTaBE U 00beMe apXUBHOTO (POH/A, B TOM YHCIIE aKThI O
paccekpeurnBaHUM JIOKYMEHTOB; KONMs XapaKTepPUCTHKH AapXWBHOrO (HOHMIA, COCTABICHHOM [UIs
NYTeBOAUTENS (CIpaBOYHUKA); WHCTPYKIMH O paboTe C apXMBHBIMH JIOKYMEHTAMH apXHUBHOI'O
(GoHIa, B TOM 4YHCIE€ IO YCOBEPILIEHCTBOBAHUIO U IepepabOTKe ONUCEH aed, TOKYMEHTOB, CXEMbI
CHCTEMaTH3allu1 apXUBHBIX JOKYMEHTOB apXUBHOTO (hOHJIA.

Ecnu apxuBHBIE TOKYMEHTBI, [TOJUIEkKAIME BKIIOYEHUIO B J1eJ10 (POHIA, HAXOAATCS B COCTaBE €AMHUIL
XpaHeHus, TO B Jeno (OHJA BKIIOYACTCS CIPaBKa C MEPEUMCICHUEM STHX eIUWHHI] XpaHEHUS M UX
ApPXUBHBIX MH(POB.

Hena ¢onnos opranos KIICC, BJIKCM, B koTopble BKIIIOYEHBI apXUBHBIE JOKYMEHTHI 110 UCTOPUU
(OHIOB MEPBUYHBIX MAPTUHHBIX U KOMCOMOJBCKMX OpraHU3aluid, pachopMUpOBaHUIO HE MOJJIEKAT.
B nena ¢oHI0B MepBUUHBIX MApTUHHBIX ¥ KOMCOMOJBCKHX OpraHMU3alUi MOMENIAIOTCS CIPABKH CO
CBEICHUSIMM O HAXOXKJI€HUHM APXUBHBIX JOKYMEHTOB IO MCTOPUM JAHHOTO ()OHIA B AEIE APYroro
donna.

Hena ¢hoHmoB, BOMIEAIIMX B COCTaB OOBEIMHEHHOTO apXMBHOTO (POHIA, BKIIOYAIOTCS B €r0 JEN0
donna.

JlokymMeHThl Jena (OHJIA JOJDKHBI OBITh NPOHYMEPOBAaHbl C COCTaBJIEHUEM JIMCTAa-3aBEPUTEINS,
NOAINTHl (IPOLIHYPOBaHbI), 3aKIIOYCHBI B TBEpAyr o0010kKy. K nemy ¢onma cocraBnsercs
BHYTPEHHss OoNHUCh. [lena GoHI0B XpaHsTCs B OPSIKE HOMEPOB (POHIOB.

CocTaB JOKYMEHTOB Jlefla OPTaHU3aIUN-UCTOYHUKA KOMIUIEKTOBAHHS JTOKYMEHTOB MpH HEe()OHIOBOH
OpraHu3allii apXUBHBIX JTOKYMEHTOB aHAJOIMUYEH COCTaBy JOKYMEHTOB jena (GoHaa.

)

OO0umue TpedOBaHUSA K y4eTHBIM 0a3aM JaHHBIX
3.6. Yuernsie 6a3bl ganHbix (BJ]) B apxuBe oOccrneunBaroT: HHOOPMAIMOHHYIO MOJEPKKY YyUeTa;
BEJICHUE IIEHTPATU30BAHHOT'O TOCYIaPCTBEHHOTO y4eTa JOKYMEHTOB B aBTOMAaTH3UPOBAHHOM PEXHUME,
ONEepaTUBHOE TPEJCTABICHHWE CBEIEHUNH O HAIMYUU B apxXuBe JOKYMEHTOB TOTO WJIM HHOTO
dbonrmo00OpazoBaTers.
[lepeuens pekBu3uTOB YyueTHbIX bJ[ (dopmupyercs B COOTBETCTBUU C IOKa3aTeNsMU OCHOBHBIX
(0Os13aTEBHBIX) YYETHBIX IOKYMEHTOB apXHMBa W OIPEHCISCTCS CIEHUATbHO YIOIHOMOYECHHBIM
denepanbHBIM OPraHOM HCIOJIHUTENIBLHOM BIACTH B cpepe apXUBHOTO Jiena.
VYuernsle bBJ[ apxuBa JOMKHBI OBITh COBMECTMMBI ¢ Yy4eTHBIMH bJl cooTBeTcTBYIOIIETO
YIIOJTHOMOYEHHOT'O OpTraHa UCHIOJHUTENbHOM BIIacTH B cpepe apXUBHOTO Jiena.

A,

Yder nocTynJieHusl U BbIOBITHS APXUBHBIX IOKYMEHTOB
3.7.1.Yder nocTyImieHus: apXuBHBIX JOKYMEHTOB B apXUB OCYILECTBIISIETCS] HA OCHOBAHUU!
aKTa mpueMa-Tepeadl JOKYMEHTOB Ha XpaHeHue (npuioxenue Ne 9);
aKTa mpueMa Ha XpaHeHHe JTOKYMEHTOB JIMYHOTO mporcxokacHus (mpunoxerne Ne 10).
ApXUBHBIE JIOKYMEHTHI CTaBATCS Ha Y4eT TakKe MO pe3yibTaraM MPOBEICHUS OTACIbHBIX BHUIOB
apXuBHBIX pabor (cMm. m. 3.7.3.).
Bce npuHsAThIE B apXUB apXHUBHBIE JOKYMEHTHI BHOCSTCS B KHHUTY y4eTa MOCTYIUICHUH JOKYMEHTOB.
Kaxnprii BnepBele TOCTYNMUBIIMA B apXWB apXUBHBIH (OHN, OOBEIMHEHHBIN apXWBHBIN (OH],
apXMBHas KOJUICKIHMs 3alMCBhIBACTCS B COMCOK (PoHIOB (mpriioxeHue Ne 6), Ha HEro 3amoyHIIOTCS
auct ¢GoHIa, KapTOUKU yKaszareis K JUCTy QoHna, 3aBoauTtcs naeno ¢gouga. Ha aynmoBusyanbHble
JOKYMEHTBI npu ux HEePOHIOBOM OpraHu3aIu 3aIOJIHAIOTCS JMCTBI yueta
KMHO(POTO()OHOJOKYMEHTOB U BHAEOAOKYMEHTOB. Kaknas BrepBble NOCTYNHBIIAs OIHUCH JIE,
JIOKYMEHTOB YUUTBHIBAETCS B pEECTPE OMHCEH.
CooOTBeTCTBYIOLINE YUETHBIE CBE/ICHUS B YCTAHOBJICHHOM MOPSIKE BHOCITCS Takke B yueTHbIe b/I.
3.7.2.Y4er BBIOBITHS apXUBHBIX JOKYMEHTOB U3 apXUBa OCYIIECTBISETCS HA OCHOBAHHH
aKTa O BBIJICJICHUU K YHUYTOKEHHIO JOKYMEHTOB, HE MOJUICKAIINX XpaHeHuto (mprioxenue Ne 11);
aKTa O HEUCIIPABUMBIX MMOBPEXKICHUSIX IOKYMEHTOB,
aKTa mpuema-Tepeadl JOKYMEHTOB Ha XpaHeHue (npuioxenue Ne 9);



aKTa 0 HEOOHAPY)KCHUHU IOKYMEHTOB, ITyTH PO3BICKA KOTOPBIX Hcuepnanbl (mpuioxenue Ne 2);

aKTa BO3BpaTa JOKyMEHTOB COOCTBEHHUKY;

aKTa 00 U3BATHH MOJUTMHHBIX SIUHHI] XpaHEHHUs, TOKYMEHTOB.

ApXUBHbBIE JOKYMEHTBHl CHHUMAIOTCS C y4eTa TaKKe B pe3ysibTaTe MPOBEACHUSI OTACIbHBIX BHIOB
apXMBHBIX padoT (cm. 1. 3.7.3.).

HeoOxoauMble M3MEHEHHsI BHOCATCS B OCHOBHBbIC (00s3aTeNibHBIC) M BCIIOMOTATENbHBIC YYETHBIC
JOKYMEHTHI apxuBa. [Ipu 3ToM B ciyyae:

BBIOBITHS BCEX apXMBHBIX JOKYMEHTOB OIKCH JeJl, JOKYMEHTOB HOMEp ATOM OMHCH JIPYTHMM OIUCAM
7ieql, JOKYMEHTOB HE IIPHUCBAaMBACTCd M OCTAaeTCs CBOOOJHBIM; B DEECTpe OMHUCeH Jaenaercs
COOTBETCTBYIOIIAsl OTMETKA,

BBIOBITHS apXUBHOTO (oHza B cnucke GoHnoB (mpunoxkenune Ne 6) B rpade "OTmerka 0 BBHIOBITHH"
YKa3bIBAETCs, Ky/1a BBIOBLT apXUBHBIN (OH/, U aKT, HA OCHOBAHUH KOTOPOTO OH BBHIOBLI.

[Ipu nepenave apxuBHOTO (HOHIA U3 OJHOTO APXMBA B JIPYTrOi MepearoTcs 3 3K3eMIUIIpa OMUCH e,
JOKYMEHTOB U Jneno ¢onpa. Komus omucu nen, JOKYMEHTOB OCTAaeTcs B apXHUBe-CAAaTUYMKE U B
Ka4yecTBe NPWIOKEHHS K aKTy IpueMa-Tliepeladd JTOKYMEHTOB Ha xpaHeHue (mpuiokeHue Ne 9)
BKJIIOUAETCS B ApXUBHBIN (DOH/I apXUBa-CAATUHKA.

[Ipu BBIOENEHUHM K YHHUUYTOXEHHIO BCEX apXMBHBIX JOKYMEHTOB apXMBHOTIO (POHAA OIMH 3K3EMILIIP
€ro omucei Jeln, TOKyMEeHTOB U JIMCT (oHJa rnomemarTces B neno gonaa. Jemo honaa BkiItoyaeTcs B
apXUBHBIN (OH apXuBa.

3.7.3.KonnuecTBo apXMBHBIX JJOKYMEHTOB apXHBa U3MEHSETCS B PE3yibTaTe:

BBIBEPKU YYETHBIX JOKYMEHTOB, TI0 HTOTaM KOTOPOW BBISBJIEHBI OIIMOKH, TOMYIIEHHbIE IPU MOICUETE
KOJIMYECTBA XPAHSIIINUXCS apXUBHBIX IOKYMEHTOB,;

NPOBEPKH HAJMYMUS U COCTOSHHS apXMBHBIX JIOKYMEHTOB, B X0/1€ KOTOPO OOHApYyXEHBI HEYUTCHHBIE,
3a JINTEPHBIMU WJIH MIPOIMYIICHHBIMA HOMEPaMH €IMHHUIIbI XPaHCHHU /S TUHUIIBI yIeTa;

pecTaBpalyy apXUBHBIX JOKYMEHTOB, IOCJIE KOTOPOH OJTHO /€TI0 Pa3/ieIeHO Ha HECKOJIBKO JIE;
ONMCAHUS APXUBHBIX JOKYMEHTOB, MepepadOTKH Omuceil nei, JOKYMEHTOB, B IMpOIecce KOTOPBIX
BO3MOJKHO Pa3JIeliCHHuE WK 00bEIHMHEHHE SIMHUI] XPaHCHUS/CIMHHUI yUeTa.

OcHOBaHUEM ISl BHECEHUsS] M3MEHEHHMI B Y4YETHbIC NOKYMEHThI W ydeTHble B/l mo pesynpraram
yKa3aHHBIX padoT SBISIOTCS:

aKT O TEXHUYECKHUX OIIMOKAaX B YUETHBIX JOKYMEHTAX;

aKT 00 0OHapy)KEHUU TOKYMEHTOB, HE OTHOCSIIUXCS K JAHHOMY apXuBY, (DOHY, HEYYTEHHBIX U T.1I.,
aKT O pa3JesIeHnH, O0bEIMHEHUH /1], BKJIIOYEHHUHU B JIeJI0 HOBBIX JJOKYMEHTOB,;

aKT OMUCAHUA JOKYMEHTOB, IEpepadOTKU OMHUCEH.

Y

YueT yHHKAJBHBIX JOKYMEHTOB M 0€000 IIeHHBIX JOKYMEHTOB
3.7.4. YHuKanbHble JOKYMEHTHl TMOMJEKAT CIEHUAIBHOMY TOCYAapCTBEHHOMY Yyd4eTy B
['ocymapcTBEHHOM peecTpe YHUKAIBHBIX JOKyMEeHTOB ApxuBHOTO (hoHma Poccuiickoit deneparumu,
HOPSIOK BEACHUS KOTOPOTO OIPEIEINISeTCs] CIEMUATbHO YIIOJTHOMOYEHHBIM (hefepalbHbIM OpraHOM
UCIIOJTHUTENIbHON BIacTH B cdepe apXUBHOTO [eNa, M TOCYIapCTBEHHBIX peecTpax YHHUKAJIbHBIX
JIOKYMEHTOB apXUBHBIX (OHIOB cyObekTOB Poccuiickoit deneparuu.
Ha yHukanbHble JOKYMEHTBI COCTABIISIOTCS JIUCTHI yueTa U OMUCAHUS YHUKAJIbHBIX TOKYMEHTOB.
3.7.5.Y4er 0c000 LIEHHBIX JOKYMEHTOB BEJIETCS 110!
CIUCcKy (DOHIOB, COZEPIKAIIMNX 0CO00 IICHHBIE TOKYMEHTHI;
OIUCSIM 0CO00 IICHHBIX JIeJ, JOKYMEHTOB WIJIH TIEPEYHSIM HOMEPOB 0C000 IICHHBIX Je (HOMEpHUKaM).
B onmcsx 0co6o 1eHHBIX /1€, TOKYMEHTOB 32 HUMU COXPaHSIOTCS UX MPEXKHHE YUeTHbIE HOMEpA.
Onuce 0co00 IEHHBIX e, JOKYMEHTOB COCTaBIISIETCSI Ha 0CO0O IICHHbBIE JOKYMEHTBHI OJHOM WIn
HECKOJIbKUX OIHCEeH [N, TOKYMEHTOB apXMBHOro (OHJIAa B 3aBHCHUMOCTH OT KOJMYECTBa 0CO00
IICHHBIX CAMHUI] XpaHCHUs/CIMHUI] yueTa B JaHHOW OMMCH B HEOOXOIUMOM JUIs apXHBa KOJHYECTBE
9K3EMILISPOB.



Ecnu OONMBIIMHCTBO apXUBHBIX JIOKYMEHTOB IO OMHCHU €N, TOKYMEHTOB SIBISIFOTCS 0COOO IICHHBIMH,
OTJeNIbHAsl ONKMCh OCOOO ILIEHHBIX JeJ, JOKYMEHTOB HE€ COCTABISAETCS, a KONUPYETCS HMEIOIascs
ONUCh. B TakOM ciydae K HeM COCTaBIIsI€TCS HOMEPHUK.

CBeneHus 0 KOINMPOBAaHMU 0CO0O0 LEHHBIX €, JOKYMEHTOB B LIEISAX CO3JaHUs CTPAaxoBOro (onnaa
BHOCATCS B COOTBETCTBYIOIIME OMHCH OCO0O LIEHHBIX J€J, JOKYMEHTOB WMJIM HOMEPHUKH IO Mepe
IPOBE/ICHUS UX CTPAXOBOI'0 KOMUPOBAHUS.

B utoroBoii 3anucu ykaspiBaeTcs o01iee KoJIH4ecTBO 0000 IICHHBIX SAMHUI] XpaHSHUs/CIMHUI] yueTa,
BKJIIOYECHHBIX B ONKCH WM HOMEpHHK. [10 3aBepIieHn KOMMPOBAHUS BCEX CAMHHI XPaHCHU/CIMHIILL
ydera 1O JAaHHOW ONMMCH WJIM HOMEPHHKY YKasbiBaeTcs: "Bce eaMHUIBI XpaHCHWs/eIWHHIBI ydeTa
CKOIMUPOBAHBI, J1aTa, JOKHOCTb, ITOJITHUCH".

Onucu 0cob0 LEHHBIX e, JOKYMEHTOB M HOMEPHUKH YUUTHIBAIOTCS B pEecTpe ommced 0cobo
LICHHBIX €], JOKYMEHTOB.

[Ipu oTHECEHMH apXUBHBIX JTOKYMEHTOB K 0CO00 LIEHHBIM B onucsx B rpade "[Ipumeuanus” HanpoTus
3aroJI0BKOB COOTBETCTBYIONIMX CAUHUI] XpaHEHHsI/€IUHUIT yueTa IPOCTaBsoTcs oTMerkn "OLT".

B npyrux yderHsix gokymenrax ormerka "OL[" mpocTaBisieTcst K HOMepy apXUBHOTO (OoHAA, HOMEPY
ONHUCHU J€J, TOKYMEHTOB; JaHHas OTMETKa sIBJSeTCA CIYKeOHOW M He BXOAMT B apXUBHBIA HIM(P
SIMHHIL XPaHCHHSI/CINHUIL ydeTa.

Y

Yuer ceKpeTHBIX U pacceKpeYeHHbIX APXUBHBIX TOKYMEHTOB.
OdopMmiieHue pacceKpedeHHBIX el

3.7.6. Yuer CeKpeTHbIX apXWBHBIX JOKYMEHTOB BEAETCSI B COOTBETCTBUHM C HOPMATHUBHBIMU
NPaBOBBIMU TOKYMEHTaMHU. B y4eTHBIX JOKYMEHTaX M apXWBHBIX MU(ppax eIUHHIl XPaHCHHUs/ETUHHILL
ydeTa CEKpPEeTHBIC apXHBHbIC (OHJbBI, OMUCH JIe]I, TOKYMEHTOB, CAWHUIIBI XPaHCHHs/CIMHUIIBI yueTa
o0o03HauaroT uHIaeKcoM "¢ (cekpeTHo), "cc” (coBepIIeHHO CeKpeTHO), "0B" (0C000I BaYKHOCTH).
3.7.7.VI3MeHeHHs B yUETHBIE JOKYMEHTBI IO pe3yJibTaTaM pacCeKpeUUBaHUs apXUBHBIX IOKYMEHTOB
BHOCSITCSl HA OCHOBAaHHMHU aKTa O PACCEKPEUYMBAHUU TOKyMEHTOB (mpuioskenue Ne 12).
ApxuBHbIC (OHJIBI, OMKUCH eI, JOKYMEHTOB U CIMHHUIBI XPAaHCHUS/CIUHUIIBI YUeTa, BKIIOYAOIIHE,
Haps/ly C CEKPETHBIMH, HECEKpPETHBbIC (PacCEKpPEYCHHBIC) IOKYMEHTBI, B YUYETHBIX JOKYMEHTaX W
apXMBHBIX MH(pPaX EIUHWI] XpaHCHHs/EIUHHI[ ydeTa 0003Ha4yaroTCs HHAEKCOM 'cu” (CeKpeTHO
YaCTUYHO).
[pu paccekpeunBaHUU BCEX CAMHUI] XPAHCHHS/CAUHUIL yUIeTa 10 CEKPETHOM OMUCH JIeJT, JOKYMEHTOB
JaHHas OMHUCh TAK)Ke PACCEKPEUMBACTCS, MEPEAACTCS HAa OTKPHITOC XpPAaHEHUE U YIUTHIBACTCS B JIUCTE
dboHIa 3a TeM K€ HOMEpOM, HO 0Oe3 HWHAEeKca '¢", KOTOPBIM 3auepKHBACTCS Ha OOJIOKKE W Ha
TUTYJIBHOM JINCTE TaHHON omucHu. B mpaBom BepxHEeM yriy 0OJI0KKH U TUTYJIBHOTO JIUCTA OIUCH JIe,
JIOKYMEHTOB TIPOCTaBIIsIeTCS mTaMil “"PaccekpeueHo".
IIpu paccexkpednBaHUM YaCTU €1 U AQPXUBHBIX JOKYMEHTOB I10 CEKPETHOU OIUCH €I, TOKYMEHTOB Ha
pacceKkpeueHHbIe Jiela U apXUBHbIE JOKYMEHTBI COCTABIIETCS OTHEIbHAs OMHCH JIeJ, JTOKYMEHTOB,
HOMepa eAMHUI] XpaHEHHs!/€IMHUI] y4eTa B KOTOPOW OCTAIOTCS MpeXHUMH. J[Is BaoBoil Hymepaiuu
TaKUX CIUHHIl XpaHEHHsI/€MHUI] yUeTa UCTONb3yeTcs rpada 2 onucH aei, 1okyMmenToB. HoBas onuch
ACJI, TOKYMCHTOB BMCCTC C PACCCKPCUCHHBIMU JCJIaMU U apXHUBHBIMU NOKYMCHTAMH HCPEAACTCA Ha
OTKpPBITOE XpaHEHHE, YUUTHIBAETCS B JIMCTE (POHIOB 3a TEM KE HOMEpPOM, UTO U CEKpeTHas, HO 0e3
nHgekca "c".
[Tpu paccekpeunBaHuM OoOJbLICH YacTU Jel M apXUBHBIX JOKYMEHTOB IO CEKPETHOW OIHWCH Jiel,
JOKYMCHTOB C ,Z[aHHOI\/'I OMMMCHU CHHUMACTCA KOIHA, IHpPHU KOIMUPOBAHHWU 3aroJIOBKHM CIHUHUILL
XpaHEHUsI/CTMHUI] y4eTa, OCTAaBICHHBIX Ha CEKPETHOM XpaHCHWH, 3aKpbiBaioTcs. Komus omucu Ha
pacceKkpeueHHBIC JIeTia U apXUBHBIC JOKYMEHTHI MEpPEAaeTCs Ha OTKPHITOE XpaHEeHHe. B sk3emIusipe
OIMCH JIeJ1, TOKYMEHTOB, OCTaBILIEHCS Ha CEKPETHOM XpaHEHHMH, COXpaHseTcs X Hymepauus. B nucre
q)OH,Z[a TaKas OIMUCh YYUTHIBACTCA JOBaKIbI. OK3CMILIAP OIMUCH, OCTaBIIIMHCS HA CCKPCTHOM XpAaHCHUMU -
C COOTBETCTBYIOIIEH HWHIEKCAMEN CEKPETHOCTH, CKOMUPOBAHHBIA HSK3EMIUIAp, MEpPEIaHHBbIM Ha

OTKPBITOE XpaHeHue - 6e3 uHaekca "c".



IIpu paccekpeyrMBaHUM OTACTBHBIX CIAMHUI] XPaHCHHs/CIUHMI[ ydeTa 1O CEKPETHOH OIHCH JIel,
JOKYMEHTOB OHHM BKJIIOYAIOTCS B OMHCH JEJ, JOKYMEHTOB OTKPBITOTO XpAaHEHHUS COOTBETCTBYIOIIETO
apXUBHOTO (POHJIA 32 JIUTEPHBIMU HOMEPAMH WITU B BAJIOBOU MMOCIIEIOBATEILHOCTH.

B omucsax gen, TOKyMEHTOB, OCTAIOIIUXCS HA CEKPETHOM XpaHeHuH, B rpade "llpumedanus” npoTus
3arojIOBKOB  PAaCCEKPCUCHHBIX  €AMHHUI[  XPAHCHUS/CIUHUII  ydeTa  MPOCTABJIACTCS  IITAMII
"Paccekpeueno”. B ciyuae, Koraa pacceKpedeHHbIe eIUHHIIBI XPaHEHUs/€IMHUIBI yueTa BKIIOYECHbI B
OMHUCh JieJ, JOKYMCHTOB OTKPBITOTO XpaHEeHUs (3a JUTCPHBIMH HOMEpaMH WJIH B BaJOBOM
I0CJIEI0BATEILHOCTH), B CEKpeTHOM omucH B rpade "IIpuMedanns” yka3bIBaeTCs WX HOBBIM HOMEP.
[Tocne paccekpeurnBaHHUS K OIMUCAM [, JOKYMEHTOB OTKPBITOTO M CEKPETHOTO XPaHCHHUS
COCTaBJISIIOTCS HOBBIE MTOTrOBBIE 3amucu 00 oO0beMax (PAaKTUYECKHM YUYTEHHBIX B HHUX EIUHMIIL
XpaHCHUS/CTMHHUL] yIeTa.

[Tpu paccekpeynBaHUU OJHOTO WJIM HECKOJIBKMX apXMBHBIX IOKYMEHTOB B COCTaBE CEKPETHOTO Jiena,
OHO OCTaeTCsi Ha CEeKpeTHOM xpaHeHuu. K apxuBHOMy mm¢ppy Ha oOJIOXKKe Aena K uHaekcy "¢
nobasisiercst OykBa "4". HoMmepa JMHCTOB pacCeKpEeUeHHBIX apXUBHBIX TOKYMEHTOB MEPEUHUCIIIOTCS B
rpade "[IpuMedanus” HalIPOTHB 3ar0JIOBKA YaCTHYHO PACCEKPEUEHHOTO JIeTIa, a TAK)Ke BO BHYTPEHHEH
onucu nena. [Ipu oTcyTcTBUM B Jiele BHYTPEHHEW OMMCH CBEIEHHUS O PAaCCEKPEUYECHHBIX apXHMBHBIX
JOKYMEHTaX OTPaXKarOTCsl B JINCTE-3aBEPUTENIE C YKa3aHHEM HOMEPOB COOTBETCTBYIOIINX JIUCTOB.

B nmpaBoM BepxHEM yrily OOJOXKKH PacCEKpEUEeHHOTO Jejia MPOCTaBiseTcs mraMmi PaccekpeueHo".
Wupexe "c", "cc" nnu "oB" B HOMepe nena 3auepKUBacTCs.

Y

Yuer apXUBHBIX IOKYMEHTOB JUYHOI0 NPOUCXO0KIECHHUS
3.7.8. Yyer mocTymieHWH apXWBHBIX JOKYMEHTOB JIMYHOTO TIPOUCXOXKIICHUS, IepeIaBaeMbIX
COOCTBEHHUKOM B (heZiepalibHyI0 COOCTBEHHOCTh, B COOCTBEHHOCTh CyOBbekTa Poccuiickoit deneparm
WA MYHUITUTIATBHYIO COOCTBEHHOCTh, BEACTCS HA OCHOBAaHHUH aKTa MPHEMa Ha XPaHCHHE IOKYMEHTOB
auyHoro npoucxoxaeHus (mpuiokenue Ne 10). K akTy mpuiaraercsi craTodHasl OMKUCh apXHUBHBIX
JOKYMEHTOB W PEIICHUE IKCIEPTHO-TPOBEPOYHON KOMHCCUHU apXUBa WIIHM IKCHEPTHO-IIPOBEPOUHOM
KOMHCCHH YITOJTHOMOYEHHOTO OpraHa MCIOJHUTEIBLHON BiacTu cyobekTa Poccuiickoit denepanuu B
chepe apxuBHoro nena (nanee - 1K) o npueme 3TUX JOKYMEHTOB B apXHB.
VY4er apXUBHBIX JOKYMEHTOB JINYHOTO MPOUCXOXKACHUS, HAXOSAIMIUXCS B YAaCTHOW YYeT apXHBHBIX
JTOKYMEHTOB JTMYHOTO MPOUCXOXICHUS, HAXOJSAIINXCS B YaCTHOW COOCTBEHHOCTH, MEPENAaHHBIX IO
JIOTOBOPY Ha XpaHEHHUE B apXUB, OCYIIECTBIISCTCSA B YCTAaHOBJICHHOM mopsake (cm. m. 3.7.11.).
N3MeHeHHs KOTMYecTBa M COCTaBa apXUBHBIX JOKYMEHTOB JIMYHOTO TIPOUCXOXKICHUS B PE3YJIbTaTe UX
ONMCAHUSA JOKYMEHTUPYIOTCS aKTOM OIMCaHUSl JOKYMEHTOB, Ha OCHOBAaHMHM KOTOPOTO BHOCSATCS
U3MCHEHHUS B YUYETHBIC JOKYMEHTHl. Ha JOKyMEHTHI, HE MOAJeKAIIMe XPAaHCHHUI0O B apXHBE,
COCTaBJISIETCSl aKT BO3BpaTa JIOKYMEHTOB COOCTBEHHUKY B ABYX JK3eMIUIApaX, OJUH U3 KOTOPBIX
BMECTE C JOKYMEHTAMU TIEPEIaeTCsl COOCTBCHHHUKY.
He nonyckaercs xpaHeHue B apXUBe HEYUTEHHbBIX apXUBHBIX TJOKYMEHTOB JINYHOTO MPOUCXOKICHHUS.

A,

Y4eT 10KyMEHTOB 10 JHYHOMY COCTABY
3.7.9.Y4er JOKyMEHTOB 110 JUYHOMY COCTaBY, 33 HCKIFOUYCHUEM IIPHHSATHIX 10 JOTOBOPY HA XpaHEHHE
B apXUB IOKYMEHTOB TI0 JITWHOMY COCTaBY (cM. 1. 3.7.11)0cyrecTBisieTcss Ha OOIUX OCHOBAHHSX.
VYuer KoJIMYecTBa XPaHsMIUXCs B apXHBE JTOKYMEHTOB I10 JINYHOMY COCTaBY IPOBOAUTCS Ha OCHOBE UX
nojcyera 1Mo JMcTaM (OHIOB U OMUCSM JE 110 JIMYHOMY COCTaBy ¢ (DMKCAlUei pe3ylbTaToB IO
KaxaoMy (OHIY M CyMMapHO IO apXMBy B KHHT€ ydYeTa JOKYMEHTOB IO JIMYHOMY COCTaBy
(mpou3BOIBHOM (POPMBEI).
[To pe3ynbpTaTam NpOBEICHHS YKCIICPTHU3BI [IEHHOCTH TOKYMEHTOB IO JINYHOMY COCTaBY 110 HCTCYCHHH
75-1eTHEr0 CPOKa X XPaHEHHS B YUETHBIC JOKYMEHTBI BHOCSATCS COOTBETCTBYOIINEC U3MCHEHHUS.

Y

Yudert nes1, umeromux B 0popMiIeHHH IparoueHHbie MeTAIbl 1 KAMHH



(. 3.7.10 He pacmipocTpaHsieTcsl Ha TOCY/IapCTBEHHBIC M MyHUIIMIIAIBHBIC My3eH U OMOIHOTEKN)
3.7.10. ApxuB, XpaHAIIUN Je1a, UMEIoNe B 0()OPMIICHHH WJIM B TIPWJIOKEHUH K HUM JIparolieHHbIE
METAJJIbI U KAMHH, B COOTBETCTBUM C 3aKOHOAATENLCTBOM Poccuiickon denepanuu perucTpupyercs B
COOTBETCTBYIOIICH WHCIEKIIMA TPOOMPHOTO Ham3opa MwuHuctepctBa ¢uHaHCcOB Poccuiickoit
®denepauuu.

VYueT yka3zaHHBIX Jie] OCYIIECTBIISIET MaTepPHATbHO-OTBETCTBEHHOE JIMIO, C KOTOPHIM PYKOBOJUTEIH
apXyMBa 3aKJIIOYaeT JOTOBOP O MAaTepHAJIbHOW OTBETCTBEHHOCTH 3a COXPAHHOCTh W YyYeT Jell,
MMEIOIIHX B 0()OPMIICHUH WK B TIPUJIOKEHUN K HUM JIParolieHHbIC METAJIB M KAMHH.

VYkazaHHbIe Jena MepeqaloTcss MaTepualbHO-OTBETCTBEHHOMY JIMIy Ha ceiioBoe XpaHEHHE, O 4eM
JenaeTes CooTBeTCTByromiass otrmeTka ('ceiioBoe XxpaHeHnue") B OMUCH Jed, JOKYMEHTOB, H
BKJIIOUAIOTCS B CHEIMAIbHYI0 WHBEHTApHYIO KHUTY ydeTa Jell, UMEIIIUX B O(GOopMICHWH WIH B
MPUIOKEHUH K HUM JIParolieHHbIC METAJIbI U KaMHHU. J[aHHAs WHBEHTapHas KHUTA COCTAaBJISETCS U
BeJleTCsl B 3-X JK3eMIusipax. [lepBolii 3K3eMIUISIp XpaHUTCS B MOJAPA3JCIICHUH, OCYIIECTBIISIONIEM
[ICHTPAIM30BaHHbIN (B paMKaX apXHBa) y4eT JOKYMEHTOB, BTOPOH - Y MaTepHUaIbHO-OTBETCTBEHHOIO
JUIA, TPETUH - B OyXTalITepHH apXuBa.

Jlena BHOCSTCS B WHBEHTApHYIO KHUTY IO TIOPSJIKY HOMEPOB apXUBHBIX (POHIOB M OMHUCEH eI,
JOKYMEHTOB, @ BHYTPHU Ka)JOH ONKCH Jel, JOKYMEHTOB - MO TOPSAAKY HOMepoB jaen. Ha Oupke,
NPUKPEIUIAEMO K 00JIOKKE KaKa0ro aena (IpeaMera), yKa3bIBaeTCss HOMEp, 38 KOTOPBIM OHO YYTCHO
B MHBEHTapHOM KHure. HoMep mpocTasiisieTcst uepes ApoOb ¢ apXuBHBIM mudppoM (Hanpumep, UHB. No
1/TAP®, ¢. 572,0m. 1,1. 17).

K wuHBEHTapHOW KHHIe COCTAaBJISIETCS WTOTOBas 3alKCh, B KOTOpPOW LH(paMu ¥ MPOMHUCHIO
yKa3bIBAETCS KOJUYECTBO el (MPEIMETOB), BHECEHHBIX B KHHUTY, aTa COCTABJIICHUS UTOIOBOM 3aITHCH,
JOJKHOCTh ¥ (paMIITHS MaTeprUaIbHO-OTBETCTBEHHOTO JIUIIA.

JlucTel MHBEHTAPHOW KHUTH J0 Hadalia €€ 3alOJIHCHUS MPOHYMEPOBBIBAIOTCS, MPOITHYPOBBIBAIOTCS U
CKPEIUIIOTCS TIedaThio apxuBa. Ha 000poTe mociaenHero TucTa KHATH JeNIaeTCsl 3aMuCh O KOJTUYECTBE
JIUCTOB B KHHUTE, KOTOPAasl 3aBEPSCTCS MOAMUCIMHA PYKOBOJIMUTEIS apXHBa, TJIABHOT'O XpaHUTENSI OHIOB
Y CKPEILISeTCs TIeYaThio apXuBa.

ExeronHo cnenuanbHOM KOMHCCHEH, CO3/1aBa€MOM IMPUKA30M PYKOBOAMTENS apXuBa, MPOBOJUTCS
WHBEHTApU3aIKs Je]l, UMEIONUX B 0()OPMIICHUH WM B MPUIOKEHUH K HUM JPAroleHHbIC METAJIIbl U
KamMHHU. MHBEeHTapu3amusi MpOBOAUTCS TAaKXKE B CIydae CMEHBl MaTe€pHaIbHO-OTBETCTBEHHOTO JIWIIA,
PYKOBOJUTEINS apXWBa, TJIaBHOTO XpaHHUTeNs (GoHIOB. Pe3ynmpTaThl MHBEHTApU3alluu OQOPMITSIIOTCS
aKTOM, COCTaBJISIEMBIM B TpEX JK3EMIUIApPAX, OAWH M3 KOTOPHIX HAIPaBJISETCS B COOTBETCTBYIOIIHMI
YIIOJTHOMOYEHHBIN OpraH UCTIOJHUTEILHOM BIIACTH B chepe apXUBHOTO JIeTa.

Y

Y4eT apXUBHBIX JOKYMEHTOB, HAXOASIIUXCS B YACTHOI COOCTBEHHOCTH, MPUHSATHIX MO 10T0BOPY
HA XpaHeHHUEe B apXUB

3.7.11.Vuer noxymentoB ApxuBHoro (onma Poccuiickoit denepanuu, TpUHATHIX MO TOTOBOPY Ha

XpaHCHHE B apXUB HA OCHOBAHHMH aKTa MpUeMa-Tiepeadyd JOKYMEHTOB Ha xpaHeHue (mpuioskeHue No

9), OCYIIECTBISETCS B OCHOBHBIX YYETHBIX JIOKYMEHTaX apXuBa C COOJIIOJCHHUEM CICIYIOLIHX

0COOEHHOCTE:

B KHHWI¢ y4yeTa IMOCTYIUICHHH 1OKyMeHTOB (mpuiiokeHne No 5) ykas3biBaeTcsi COOCTBEHHHMK WA

BJIaJieNiel] TOKYMeHTOB (rpada 3), Homep U JaTa akta nmpueMa-mniepenaun (rpada 4), nata moanucaHus

JIOTOBOpA O TIepeiade U CPOK JACHCTBHSI TIOTOBODPA,

IpY BKIIFOUYEHHU apXUBHOTO QoHMa B cnucok (HoHIoB (npuiioxkenue Ne 6) k ero Homepy n00aBiseTcs

ungekc "J[" ("moroBop™), KOTOPBIN COXpaHACTCS 3a HUM BO BCEX YYETHBIX JOKYMEHTaX M apXHBHBIX

mudpax eAUHUI] XpaHEHus, enuHul ydera, B rpade "llpumeuanus” crnucka (OHIOB Takxke

YKa3bIBAIOTCS COOCTBEHHWK WIIM BIAJeNel] apXUBHBIX JOKYMEHTOB, JlaTa MOIIUCAHUS M CPOK

JIEUCTBUA 10r0BOPA.

KonmdecTtBo apXuBHBIX (OHIOB, MPHUHATHIX IO JOTOBOPY HAa XpaHEGHHWE B apXHB, YKa3bIBACTCS

OTJICTbHON CTPOKOM B UTOTOBBIX 3aIUCAX B CIHUCKE (DOHIOB, KHUTE Y4eTa MOCTYIUICHUN JOKYMEHTOB.



DK3eMIUISIp JI0TOBOpa, 3aKIIOUYEHHBIH ¢ COOCTBEHHHUKOM WJIM BIQJEIBIIEM apXHUBHBIX JIOKYMEHTOB,
BKJIFOYAETCs B Aesio (hoH/A.

[Tpu BBHIOBITHH apXUBHBIX JOKYMEHTOB apXMBHOTO ()OHJIA, B CBSI3U C UCTEUYCHHEM CPOKA €r0 XpaHEHHS
B COOTBETCTBUU C JOTOBOPOM, €0 HOMEp HE MOXKET OBITh IPUCBOEH APYroMy apXUBHOMY (DOHAY.
[IpunaTeie 1O [OOTOBOpPY Ha XpaHEHME B apXuB JOKYMEHTHl ApxuBHoro ¢(onna Poccuiickoit
®Oenepalnyl, HaXOJUBIINECS B YaCTHON COOCTBEHHOCTH M Ha 3aKOHHOM OCHOBAaHUU IEpElICIIINE B
denepanbHyl0  COOCTBEHHOCTh, COOCTBEHHOCTh cyOwbekTa Poccmiickoit  ®Depeparuu  win
MYHHULIMNIAJIBbHYI0 COOCTBEHHOCTb, YYMTBHIBAIOTCS B OCHOBHBIX YYETHBIX JOKYMEHTaX HapaBHE C
OCTaJbHBIMU JIOKYMEHTAMHU apXuBa. B y4ETHBIX JTOKYMEHTAaX U apXUBHBIX MIU(paxX eTUHUI] XPAaHEHUS,
equHul, ydera wHAekc "JI" 3adepkuBaercs, B rpady "llpumedanus” cmucka (QOHIOB BHOCITCS
COOTBETCTBYIOILIUE CBEACHUS.

ApXUBHBIE JOKYMEHTHI, HE BKJIIOUECHHBIC B YCTAHOBJIICHHOM IMOpSJIKE B cOCTaB ApXUBHOTO (oHAa
Poccniickoit denepanuu, B TOM 4UCII€ JOKYMEHTBI 10 JIANYHOMY COCTaBY, IIPUHSATHIE 110 JOTOBOPY Ha
XpaHEHUE B apXWB, YYHUTHIBAIOTCS OTACIBHO OT JOKyMEHTOB ApxuBHOro (oHma Poccuiickoii
Oeneparuun. Jlns uX ydera BEOyTCs OTAEIbHBIE CIUCOK (DOHIOB, KHHTra y4yeTa MOCTYIICHUN
JIOKYMEHTOB, a TaK)Ke JINCThI (POHIOB U JPYTHE YUETHBIE JOKYMEHTHI.

)

Yder konuii apXUBHBIX IOKYMEHTOB HA MPaBax MOAJUHHHUKOB
3.7.12. KonusiMu apXWBHBIX JIOKYMEHTOB Ha IIpaBax TMOJJIMHHUKOB SIBJISIOTCS BKJIIOYEHHBIE B
YCTAHOBJICHHOM IOpPsJIKE B cocTaB ApxuBHoro ¢onna Poccuiickoit denepanmu:
MUKPO(DHIBEMBI apXUBHBIX JOKYMEHTOB, M3TOTOBJICHHBIE U OhopMIIeHHBIE (HOHI000pa3zoBaTeIeM B
COOTBETCTBHUH C CYLIECTBYIOIIMMHU HOPMAaTUBAMH;
KOIUU apXUBHBIX JOKYMEHTOB, MOJJIUHHUKU KOTOPBIX YTpayeHbl MM HaXOIATCS B COOCTBEHHOCTHU
IOPUINYECKUX WU (PU3UUECKUX JIUI], B CUJIY Yero HE MOTYT IOCTYIUTh Ha MOCTOSHHOE XpaHEHUE B
apXuB,;
KOIIMU apXMBHBIX NOKyMeHTOB, nepeMenieHHbIXx B CCCP B pe3synbrare BrOpoii MUpOBOI BOWMHBI U
HaxoAsuMxcs Ha Tepputopun Poccuiickoit @eneparuu, NOJIMHHUKNA KOTOPBIX BO3BPAILIEHBI B CTPAHbI
UX MPOUCXOKICHHUS.
Konuu apXuBHBIX JOKYMEHTOB Ha IpaBax MOJJUHHUKOB, epeJaHHble B apXUB (POHI000pa3oBaTeieM,
YUUTBIBAIOTCSL B COCTaBe ero (oHAa MO OTAEIbHOW OmHMcH Jen, NoKyMeHToB. [Ipu stom B rpade
nanHou omucH "KomnuecTBo HCTOB" Yepe3 ApoOh yKa3hIBACTCS TAKKE KOJTMYECTBO KAAPOB, OTCHATHIX
C OJJHOTO Jiena.
Konuu apXuBHBIX JOKYMEHTOB Ha MpaBaX IOJIMHHUKOB, OTCHSTHIE C TMOJJIMHHBIX JOKYMEHTOB,
KOTOpBIC YTpauyeHbl WU HAXOASITCS B COOCTBEHHOCTH FOPHIMYECKUX WU (DPU3MUECKHUX JIHII, a TAKKe
KONUU TEpPEMEIICHHbIX JOKYMEHTOB, TMOMJMHHUKM KOTOPBIX BO3BpallleHbl B CTpaHbl HX
MPOUCXOXKACHUS, (OPMUPYIOTCS B ApPXUBHBIC KOJUICKIIMH. APXHUBHBIE KOJUICKIIUM YYHUTHIBAIOTCS B
crricke GouoB (mpuaoxenne Ne 6) B yCTaHOBIIEHHOM TOPSIIKE.
Komuu apxuBHBIX JAOKYMEHTOB Ha MpaBaX MOIJIMHHUKOB, HM3TOTOBIEHHBIC MAIIMHOMUCHBIM WIIH
3eKTporpaduyecKuM CIOCOOOM C apXUBHBIX JTOKYMEHTOB Ha OyMaKHOM OCHOBE, a TaKXe KOIMHH
ayJMOBU3YAIIbHBIX JIOKYMEHTOB (OPMHUPYIOTCS B CIMHMIIBI XPAaHCHUS/CIUHUIIBI yd4eTa, KOTOPbhIE
YUUTBHIBAIOTCS B OMUCAX e, JOKYMEHTOB IO aHAJIOTUHU C MOJUIMHHBIMHU apXUBHBIMU JTOKYMEHTAMU Ha
COOTBETCTBYIOIIIMX HOCUTEISX.
3a eqUHUIly XpaHEHUs KOMUN apXUBHBIX JOKYMEHTOB Ha IpaBaxX IMOJJWHHUKOB, U3TOTOBJICHHBIX B
BUJIC MUKPOKOIUH, MpUHUMAETCA (pu3nuecKkd 00OCOOICHHBIH PYIOH MHUKPO(QHIbMA WM KOMIUIEKC
MUKpPO(UII BHE 3aBUCUMOCTH OT KOJIMYECTBA OTCHATHIX HAa HEM JIeT U apXUBHBIX TOKyMEHTOB. Kaxnas
eMHHIIA XPAHEHUS YYUTHIBAETCS B OMHCH Jel, JTOKYMEHTOB IOJl CAMOCTOSITENbHBIM HOMEpoM. B
UTOTOBOM 3alMCH K OIMUCH e, JOKYMEHTOB, HapsAIy C KOJIMYECTBOM €IMHULl XPAHEHUS MUKPOKOIHH,
YKa3bIBAETCSI CYMMapHOE KOJIMYECTBO COCTABIIAIONIINX UX KaIPOB.

Y




Yder aucTOB B Aee, (pOTOOTHEYATKOB B ()0TOAILOOME, €IHHUIl XPAHEHHUS B COCTaBE eIMHULIBI
ydeTa ayAHOBH3YAJIbHBIX JOKYMEHTOB

3.7.13.Konu4ecTBO JUCTOB B JIeNie ¥ CIMHHLl XPAaHEHUS B COCTAaBE €IMHUIIBI yUeTa ayIuOBU3YaIbHBIX
JOKYMEHTOB YYUTBIBACTCSI HA OCHOBE UX HyMEpaluu 1 GUKCHPYETCS:
JHCTOB B Jielie - B JicTe-3aBeputelnie (nmpuinoxenue Ne 3) M B COOTBETCTBYIOLICH rpade omucu aed,
TOKyMeHTOB (mpuioxenus Ne 7 - 8);
¢dorooTneuaTkoB B poToanbOOMe - BO BHYTpeHHEH onucu (oToanb0oMa, a TakKe B COOTBETCTBYIOILEH
rpade onucu GoToaTrO0MOB;
SIMHHIBI XPaHEHHS JPYTUX ayJAHOBH3YaJbHBIX JOKYMEHTOB - B COOTBETCTBYIOIIMX Tpadax omuceid
3THX JOKYMEHTOB.
[pu ydere eaAMHUI] XpaHEHUS B COCTABE CIUHHMIIBI yYeTa ayTUOBU3YaIbHBIX JOKYMEHTOB:
€IMHHIBI XpaHEeHHsI TUadHIEMOB PACIIONIATAlOTCS MO TOPSIKY HOMEPOB PYJIOHOB;
€IMHHIBI XPaHEHUsI KMHOJOKYMEHTOB PACIOJIaraloTcsl MO 3JIEMEHTaM KOMIUIEKTa, BHYTPH KOTOPOTO
HYMEpYIOTCSI 110 IOPSIIKY HOMEPOB YacTei;
€IMHHILIBI XpaHeHHsI (POHOJOKYMEHTOB PacIIONIaraloTCsl B IOPSIKE MPOM3BOJICTBEHHBIX HOMEPOB.

Y

Y4et cTpaxoBoro ¢gonaa u (poHAA MOJIbH30BAHUS
3.7.14. O6wvem crpaxoBoro ¢oHma © (PoHAA TONB30BAHMA HU3MEpSETCs B  EAMHUIAX
XpaHeHUsI/eIMHUIIAX yUeTa, a TAKKE B!
KaJ[pax - JUIsl KOMUI apXUBHBIX JOKYMEHTOB Ha OyMa)KHOU OCHOBE U (hOTOJJOKYMEHTOB,
MeTpax - Ui KOMUH KHHOJIOKYMEHTOB;
BPEMEHH 3ByUYaHUS - sl KoUK (HOHOJOKYMEHTOB,
B MerabaiTax - JJIsl KOTIHI 3JIEKTPOHHBIX IOKYMEHTOB.
[Ipu >TOM OTAENHHO YYUTHIBAIOTCS CTPAXOBBIE KONMUHM YHUKAIBHBIX TOKYMEHTOB U OCO00 IICHHBIX
JOKYMEHTOB U KOIHUU (POHJA MOJIb30BAHMUS, OTCHSTHIE C apPXUBHBIX JTOKYMEHTOB Ha OyMaKHON OCHOBE
(pa3menpbHO Ha PYIOHHOW TIJIGHKE W MHUKPOQUINAX); KUHOIOKYMEHTOB, (DOTOIOKYMEHTOB;
(OHOOKYMEHTOB; BI1€0()OHOTPaMM; NEKTPOHHBIX TOKYMEHTOB.
VY4yer BefeTcs MO KHUTAM ydeTa MOCTYIUIEHUH cTpaxoBoro ¢oHaa u (OHJA MOJH30BAHMS U OMHCIM
cTpaxoBoro (GoHAa. Y4er MoCcTyIIeHHs U BHIOBITUS CTPAXOBBIX KOMHI OCYIIECTBISIETCS HA OCHOBAHUU
3aKa30B Ha M3TOTOBJICHUWE CTPAXOBBIX KOMUW M KOMHI (OHIA MOIH30BaHUS, aKTOB MpUeMa-Tepe1adn
CTPaxOBbIX KONUN Ha CIEUHAJbHOE XpaHeHHe U Jpyrux akToB. K KHUTraM y4eTa MOCTYIUICHH
€XKETOJIHO COCTABJISIETCS UTOTOBAs 3aIUCh.
Onucu crpaxoBoro (oHAa COCTaBIsAOTCA B 3-X dK3eMmIuigpax. [lepBble AK3eMIUIApBl MEpenarTcs
BMECTE CO CTPaXOBBIMH KOIHUSMU YHUKAIBHBIX JOKYMEHTOB M 0CO00 IIEHHBIX JOKYMEHTOB B
CHEIMANIbHBIN apXUB, BTOPHIE U TPETbH OCTAIOTCS B ApXUBE.
[To mMepe xomMpoBaHUS M MEPEAAYU CTPAXOBBIX KOMUN YHUKAIBHBIX JOKYMEHTOB U 0CO00 IIEHHBIX
JOKYMEHTOB B CHEIMAJIbHBIN apXUB K OMHCSIM CTPaxoBOro (OHJA COCTaBISIOTCS HOBBIE UTOTOBBIC
3alKCHU B YCTaHOBJICHHOM Topsiike (cm. . 3.5.6.).
B omucsx nen, nokymeHntoB B rpade "Ilpumedanus” HampOTHB 3arojoBKa CKOMMMPOBAHHOW €IWHUIIBI
XpaHeHHs/eUHUIIBI yueTa nmpoctaBisiercs mramn "CO". Ecnu ckonmupoBaHbl Bee Jeiia, JOKYMEHTHI,
BKJIFOYCHHBIE B OMHKCH, mrTami "C®D" mpocTaBiseTcs TOIbKO HAa TUTYJIBHOM JIUCTE U OOJIOKKE OMHCH
JIeJT, JOKYMEHTOB.
3.7.14.1 3a eauHunIly XpaHeHHsI/€IUHHITY yUeTa CTPaxoBoro (GoHIa YHHKAIBHBIX JOKYMEHTOB U 0C000
IIEHHBIX JOKyMEHTOB Ha OyMaXHOH OCHOBE Ha PYJIOHHON IIJICHKE MNPUHUMAETCS (U3HUECKU
000Cc00JIEHHBIN PYJIOH MEUKPO(HITIHMA.
B kxHury ydera mocrymieHHi cTpaxoBoro (Gonaa u (oHIA MOJB30BAaHHUS Ha PYJIOHHOHM IJICHKE B
BAJIOBOM TMOpsKe (BHE 3aBUCHMOCTH OT (POHIOBOM MPHUHAIICIKHOCTH JOKYMEHTOB) HAa OCHOBAaHHHU
3aKa3a Ha U3TOTOBJICHHE CTPAXOBBIX KOMUHN 3aHOCUTCS KaXK/1asl eMHHIA XPAHEHUS CTPaxoBOro oH/a.
[To xuure yuera mocrymicHuii (rpada 1) equHHIIAM XpaHEHHS CTPaxoBOro (OHIA MPHCBAUBAIOTCS
YUETHBIC HOMEPA, KOTOPBIE SBJISIOTCS COCTABHOM YaCThIO UX apPXHUBHBIX MHU(PPOB.



Ha Bce cTpaxoBble KONMU YHHKAJIBHBIX TOKYMEHTOB M 0CO0O LIEHHBIX JOKYMEHTOB BHE 3aBUCHMOCTH
oT uX (HOHIOBOH NPUHAIICKHOCTH COCTABISETCS ONMHCH CTPaxoBOro (hOHIA, HyMepamus CIHHHIL
XpaHeHHUs CTPaxoBOro (oHAa B KOTOPOH COOTBETCTBYET YUYETHHIM HOMEpaM, MPHUCBOCHHBIM UM IO
KHUTE y4eTa MOCTYIJICHUN.

ApXUBHBIM MH(PPOM EIMHUIIBI XPAaHEHHsS CTPAXoBOTO ()OHAA SBISETCS HA3BAaHHWE apXHWBa, HOMEP
OTHUCHU CTPaxoBOTo (hOHJA, HOMEpP ydeTa €IWHHUIIBI XPaHCHHs CTpaxoBoro ¢GoHAa C I00aBICHUEM
nugekca "Co".

3.7.14.2.3a enqunuily ydera cTpaxoBoro (poH/1a JOKYMEHTOB Ha OyMa)KHOW OCHOBE Ha MHUKpO(dHIIax
NPUHUMAETCS OJJHA WJIM HECKOJIBKO MHUKPO(UII, OTCHATHIX C OJHOTO Jejla U MOMEUICHHBIX B OJWH
KOHBEPT, 32 SAMHUILY XpPAaHCHHS - MUKpOQHIIIA.

[To kHMre yuera mocTymieHH cTpaxoBoro (GoHna u GoHAa MOIH30BAHUS HA MUKPO(DUIIAX KAKIOMY
MOCTYIUICHUIO TIPUCBAMBACTCS MOPSAKOBBIM HOMep. KonmnyecTBeHHBIE MTOKa3aTeIl BHOCATCS C Y4ETOM
(GOHI0BOI TPUHAICKHOCTH OTCHATHIX KOMHUH MO KaXJAOMYy apXUBHOMY (OHAY W OIMCH Jed,
JIOKYMEHTOB OT/ICIIBHO.

Omnwucu ctpaxoBoro (oHna Ha MUKpO(HUIIAX COCTABISIOTCS Pa3/IeNbHO Ha CTPAXOBbIE KOMUHU KaXKIOTO
apXWBHOTO (OHIA, OJTHY WIIK HECKOJIBKO €TI0 OMHICEH.

Y4eTHBIM HOMEPOM EIUHHIBI y4deTa CTpaxoBoro ¢oHma u (oHIA MOJIH30BAHMUSA TOKYMEHTOB Ha
OyMa)KHOW OCHOBE, M3TOTOBJICHHOTO Ha MHUKPO(DUIIAX, SIBISETCS YYETHBIA HOMEP OTCHSITOTO JIena,
ApXUBHBIM IHU(PPOM - COOTBETCTBEHHO ApXMBHBIM HIM(P OTCHATOrO Jeia ¢ J00aBICHUEM HHJEKCa
"C®" - mst crpaxoBoro pouma u "II" ("ITosurus”), "A" ([nazokomnus) - aast GpoHIa MOIB30BAHHS.
3.7.14.3. EnuHunpl XpaHCHUs/CIUHMIBI ydeTa CTpaxoBoro QoHza u  (QoHZa NOJIb30BaHHUS
ayJIMOBHU3YaJIbHBIX TOKYMEHTOB WACHTHYHBI CIUHUIIAM XPaHCHHUs/CIMHHUIIAM YYeTa ayIHOBU3YaTIbHBIX
JIOKYMEHTOB.

CrpaxoBble KOMHH KHHO- W (DOTOZOKYMEHTOB YUYHUTHIBAIOTCS HE3aBUCHMO OT BHUAA KHHO- U
(OTOTIOKYyMEHTOB B KHUTAX yueTa IMOCTYIUICHUH U OMUCAX CTpaxoBoro (GoHaa u (oH/1a MOIb30BAHUS.
CrpaxoBble Komuu (POHOJOKYMEHTOB Ha MAarHUTHOH JIGHTE W TPAMOPUTHHAJIOB H3-3a HX
000CO0JICHHOTO XpaHEHHsI YUUTHIBAIOTCS B Pa3HBbIX KHUraX y4eTa MOCTYIUICHUH U OTHCAX.

B WTOrOBBIX 3amUCSIX KHUT y4eTa MOCTYIUICHHH M omuced cTpaxoBoro (GoHma u (GoHma mojIh30BaHUS
KHHO(POTOJOKYMEHTOB M (DOHOJJOKYMEHTOB Ha METAUIMYECKUX JUCKaX JOMOJHHUTEIBHO MOXKET
YKa3bIBaThCSl KOJIMYECTBO CIWHUIl XPAHEHHUS COOTBETCTBCHHO IIPOMEXKYTOUYHBIX ITO3UTHBOB U
KOHTPATHIIOB; TO3UTUBOB U 1yOibHEeraTuBoB; HeueTHBIX (I) 1 yetHbIX (Il) rpamopurnHanos.

B UTOTrOBBIX 3aITUCSIX K OMUCSAM CTPAXOBBIX KOMUI KHHOPOTOPOHOTOKYMEHTOB YKa3bIBACTCS TAKIKE HX
00BeM B MeTpax, Kajapax, qacax 3BydaHusl.

Homep enunmmpl yuera ctpaxoBoro (onaa KHHO(DOTOGOHOIOKYMEHTOB MEPEHOCHUTCS B OIUCH W3
KHUTH y4eTa TMOCTYIUICHHHA. ApXUBHBIM [MHUQGPOM EAWHHIBI y4eTa CTpaxoBoro (oHaa
KnHO(POTODOHOAOKYMEHTA SBJISICTCS HA3BaHUE apXHBa, HOMEP €IWHUIIBI ydeTa CTPaxoBoro (oHma ¢
nobasnennem nnaekca "Co".

3.7.14.4. Yyer KomMii apXWBHBIX JTOKYMEHTOB, CO3JaHHBIX B IMPOIECCE HMX HCIOIB30BAHUSI |
BKJIIOYCHHBIX B (OHJ TOJb30BaHUSA, BEJCTCS B apXUBE B OTACIBHONH KHHUIEC y4yeTa KOMUN 3THX
JOKYMEHTOB.

)

Yder My3eHHBIX PeIMeTOB H OMOJINOTEYHBIX (OH/I0B

3.7.15. Yuer My3eHHBIX NMPEAMETOB, SBISIOMIMXCS BIOXEHHWEM B JIEJO, BEAETCS B YCTAaHOBJICHHOM
nopsiike (em. m. 3.7.13.).

My3eliHble npeaMeThl, HE SBIAIOLIMECS BIOXKEHUSAMHU B JEJO, NPHUHATHIE HAa XpaHEHHE B COCTaBe
apXUBHOTO (OHIA, YUYUTHIBAIOTCS B COCTaBe 3TOro (POH/A KaK €AUHUIIBI XpaHeHus. [Ipu 3HaunTenbHOM
KOJINYECTBE TAKUX €JIMHHIl XPAaHEHUs Ha HUX COCTABIISIETCS OTAEIbHASI OMMCH A€, JOKYMEHTOB.
Bxumouenne B cocraB MyseiiHoro ¢onaa Poccuiickoii ®denepanu U ydeT NaHHBIX MY3EHHBIX
IPEIMETOB OCYILECTBJIAIOTCA B COOTBETCTBUM C IOPSAIAKOM, YCTAHOBJIEHHBIM CHELHMAIBHO
YIIOJIHOMOYEHHBIM (pefiepanbHbIM  OpPraHoOM HWCHOJHHUTENBbHOM BiacTu s MyseitHoro ¢Qonnaa
Poccuiickoit dexneparuu.



VYder My3eHHBIX TPEIMETOB, COJCPKAUIMX JApPAaroleHHbIE METaUlbl M KaMHH, BEHETCS B
ycraHoBieHHOM mopsiake (em. m. 3.7.10.).

3.7.16. Yuer OubmuoreyHoro (cmpaBo4HO-UHPOPMAIMOHHOTO) (oHIAa apxwBa BemeTcs B
COOTBETCTBUH C MOPSAKOM, YCTAHOBJICHHBIM CIEIHAIbHO YIOJTHOMOUYEHHBIM (ellepaTbHbBIM OpraHOM
UCTIOJTHUTENILHOM BJIACTH 7151 OMOIHOTEYHBIX (DOH/IOB.

Y

V. OPTAHU3ALIIUA KOMIIVIEKTOBAHUSA APXUBA TOKYMEHTAMUN APXUBHOT'O
®OHJIA POCCUMCKOM ®EJIEPAIIMHA U JIPYTUMHU APXUBHBIMA JOKYMEHTAMUA
(B paszmene Ha rocyIapCTBEHHBIC M MYHHUIIMIAIbHBIC My3ed U OHOJIMOTEKH pPACIPOCTPAHSIOTCS III.

43.,4.3.1.,43.2.,44.2.,343.,44.4.,4.7.)

4.1. CucreMarhyeckoe TIOTIOJHEHHWE apxuBa JoKymeHTamMu ApxuBHOro ¢onma Poccuiickoit
deneparun (KOMIUIEKTOBAHUE apXHUBa) BKITFOUACT:

OTpeieIeHNe HCTOYHIUKOB KOMIUIEKTOBAHUS apXHBa;

oTpesieNieHHue COCTaBa ApXUBHBIX JOKYMEHTOB, MOJICKAIUX IPUEMY B apPXUB;

npUeM-TIepe1ady apXUBHBIX JIOKyMEHTOB B apXHB.

A,

M cTOYHMKH KOMIJIEKTOBAHMS apXHBa
4.2. TocynapcTBeHHbIE OpraHbl M OpraHbl MECTHOIO CAaMOYIPABICHUS BKJIIOYAIOTCS B CIHCKU
HUCTOYHUKOB KOMIUIEKTOBAHUSI TOCYNApPCTBCHHBIX M MYHHIIMMAIBHBIX apXUBOB B 0053aTeIbHOM
HOPSJIKE.
HcrtounnkamMu KOMIUJIEKTOBAHUSI apXMBa BBICTYIAIOT TaKXKe OpraHu3alliyd U TpaxkJaHe, B Ipolecce
JEATETLHOCTH KOTOPBIX 00pa3yroTcs JOKyMeHThl ApxuBHOTO oHAa Poccuiickoit denepanuu.
HerocynapcTBeHHble OpraHM3aluy, a TakKe TpaxJaHe BKIIOYAIOTCS B CHUCKHM HCTOYHHKOB
KOMIUIEKTOBAHUSI apXKBa HA OCHOBaHUH JI0TOBOPA.
HerocynapcTBenHble opranu3aiuy, BpeMEHHO XpaHsIue JToOKyMeHThl ApxuBHoro ¢onna Poccuiickoii
®denepannu, oTHOCSIMHUECS K (enepanbHOM COOCTBEHHOCTH, COOCTBEHHOCTH CYOBEKTOB Poccuiickoit
Oenepanii WM MYHHUIUNAIBHOW COOCTBEHHOCTH, BKIIIOYAIOTCS B  CIUCKH HCTOYHUKOB
KOMIUIEKTOBaHMSI TE€X apXWMBOB, HCTOYHUKAMU KOMIUJICKTOBAaHHUS KOTOPBIX  SIBISUIMCH  HMX
MPEAIIECTBEHHUKH - TOCYIapCTBEHHbIE U MYHUIIUIIATIbHBIE OPTraHU3aLIUH.
4.2.1.0THeceHre K HCTOYHUKAM KOMIUJIEKTOBAHMS apXKBa MIPOU3BOIUTCS HA OCHOBAHUH KPUTEPHEB:
JUIsL OpTaHU3aIUK:
(GYHKIIMOHATBHO-[EJICBOTO HA3HAYCHUsS OpraHu3anuu (IUisl TPYIMIbl OpraHU3aIfid, BIMTOJHSFOMMX
AQHAJOTUYHBIC (PYHKIMH, HCIIOIB3YyeTCsl (pOpMa BHIOOPOYHOTO MpHEMa);
MOJIHOTHl OTpa)keHUsT MHGPOpPMAIMU O JAESITEIbHOCTH OpPraHM3allMM B apXUBHBIX (OHAAX JIPYTUX
OpraHu3aLui;
JUTSL TPaXKIaH:
BKJIaJ] TPKJaHIHA B PA3BUTHE HAYKH, KYJIbTYPHI U APYTUX 00JIACTEH EATEIHHOCTH,
€ro poJib B KaueCTBE y4YaCTHUKA, OYEBULIA BHIAAIOIINUXCS COOBITUH B )KM3HH O0IIECTBA,
POJICTBEHHBIE, APYKECKHE, TBOPUECKUE CBS3H IPAKIAHIHA, MECTO PabOTHI, 3aHUMAaEMasl TOJKHOCTD;
TUIHYHOCTB €r0 aPXUBHBIX JOKYMEHTOB IS OMOXH (HOKYMEHTHI "pAIOBBIX" IpaXaaH);
COCTaB U COJIEp’KaHNEe COOPAHHBIX TPAXTAHUHOM apXUBHBIX JIOKYMEHTOB.

Y

CnucKd MCTOYHUKOB KOMIJIEKTOBAHMS apXHBa
422 CHI/ICKI/I NUCTOYHUKOB KOMIIJICKTOBaHHUA COCTAaBJIAKOTCSA apXI/IBOM Ha OCHOBAaHHUHU
3aKOHOJIaTeILCTBA 00 apXwBHOM Jene B Poccuiickoit deneparuu, HopMm nm. 4.2 u 4.2.1 HacToSIIUX
[IpaBui, a Takke pPEKOMEHIAIMN CHEIHAIBLHO YIMOJIHOMOYEHHOTO (enepalbHOTO OpraHa
WCITOJTHUTEIIbHON BJIACTH B c(hepe apXUBHOTO JIeJ1a, TIOJITOTOBJICHHBIX CAMOCTOSTEILHO HIIM COBMECTHO
C ,Z[pyFI/IMI/I (be;[epaanbIMH OpI‘aHaMI/I HCHOHHHTCHBHOﬁ BJIaCTH, B TOM YHCIJIC OC}’H.[GCTBJI}IIOH_II/IMI/I
JIETIO3UTAPHOE XpaHEHUE JOKyMEeHTOB ApxuBHoro (onna Poccutickoit denepamnmu.



ApXUB BEJIET CIIIUCOK OpraHU3aIuil - NICTOYHUKOB KOMIUIEKTOBAHHUS M0 YCTAHOBJICHHOU (hopMe.
Croucok rpakaaH (COOCTBCHHHKOB WJIM BIIQJICNIBICB apPXUBHBIX JOKYMEHTOB) - HCTOYHHKOB
KOMIUICKTOBAHHS BEACTCS IO TPUHATON B apxuBe (opme, ¢ 00s3aTelnbHBIM YyKa3aHHEM (aMUIHii,
MMEH, OTYECTB, aJ[PECOB MECTa KHUTEJIbCTBA, IOPUANUECKOT0 000CHOBAHMS BO3MOXKHOCTH MEepeIau UX
ApPXUBHBIX JOKYMEHTOB B apXUB.

B apxwuBe, npyHUMAIOIEM HA XPAaHEHHE PA3ITMYHBIE BUJAbI APXUBHBIX JOKYMEHTOB, COCTABIISIIOTCA U
BEJIyTCS CaMOCTOSITENIbHbIE CIIUCKHM OpraHU3alMil - MCTOYHUKOB KOMIUIEKTOBAHUS HAy4HO-
TEXHUYECKOM  JOKYMEHTallMeW, CIHCKM  OpraHu3aluid -  HCTOYHUKOB  KOMIUIEKTOBAHUSA
ayJIMOBU3yAJIbHBIMU JJOKYMEHTaMHU.

4.2.2.1.TIpoekThl CIMCKOB MCTOYHUKOB KOMIUICKTOBAHHUS (helepalbHBIX TOCYIapCTBEHHBIX apXHBOB
10CJIE PACCMOTPEHUSI UX Ha dKCHepTHO-TpoBepouHor komuccuu (DIIK) apxuBa mpeacraBisercs Ha
cormacoBanne  lleHTpampHOM  dKcmepTHO-TipoBepouHoir  komuccuu  (LIDIIK)  cnenmanbHO
YIIOJTHOMOYEHHOTO (hefepaibHOr0 OpraHa HWCIOJHHUTEIBLHOW BIAacTH B cdepe apXUBHOTO Jena;
rOCYJapCTBEHHBIX apXMBOB cyObekTa Poccuiickoit depepannu ¥ MyHHUIIMTIATBHBIX apXHBOB - Ha
cornacoanue JIIK ymoaHOMOYEHHOTO oOpraHa HCIOJHUTENBHOW BiacTu cyObekTa Poccuiickoit
Oenepannu B chepe apXUBHOTO Jieja; opraHu3anuii Poccuiickoil akageMuu HayK - Ha COTJIacOBaHUE
OIIK ApxuBa Poccuiickoit akageMuy Hayk.

Pemenue 1[DTIK cnenuanbHO yHMOJIHOMOYEHHOTO (henepanibHOTrO OpraHa WCIOTHUTEIBHOW BIIACTH B
chepe apxuBHOoro nena, OIIK ymomTHOMOYEHHOrO OpraHa HWCHOJHUTEIBHON BIIACTH CYOBEKTa
Poccuiickoit @enepannu B chepe apxuBHoro aema, DIIK ApxuBa Poccuiickoil akagemMuu Hayk O
COTJIaCOBAHMU CIIMCKA HMCTOYHHUKOB KOMILJIEKTOBAHMSI apXWBa SBIISIETCS OCHOBAaHUEM IS €ro
YTBEPKJIEHHUSI PYKOBOJCTBOM COOTBETCTBYIOLIEIO apXHBa MM OPraHOM MECTHOTO CaMOYIPaBJIECHUS
(1 MyHUIIMTATTBHBIX apxXUBOB), [Ipesuanymom Poccuiickoli akajgeMuu HayK.

ApXUB BIIPAaBE BECTH CIMCOK BO3MOXHBIX HCTOYHUKOB KOMIIJIEKTOBAHMS.

CnpaBku, 3KCIEPTHBIE 3aKJIIOYEHHUS O BKJIOUYEHUM OPraHMU3alui U TPaKJaH B CIIHUCKU MCTOYHHUKOB
KOMIUIEKTOBAHMSI apXHBa WJIM MCKIIIOYEHHWU UX W3 YKa3aHHBIX CIIMCKOB, a Takxke o ¢opMe mpuema
ApXUBHBIX JOKYMEHTOB Ha XpaHEHUE U MIPEICTABIISIOTCS:

dbenepalbHBIMA  TOCYJApCTBEHHBIMH apXwBaMu - Ha paccmoTpenune [IDIIK  cmenwmansHO
YIIOJTHOMOYEHHOTO (heiepanbHOr0 OpraHa HCIONHUTEIBHONW BIACTH B cdepe apXWBHOTO Jena
(perrenue 00 MCKIIIOYCHHUH OpPraHM3alMU W3 CIUCKAa UCTOYHHKOB KOMIUICKTOBaHHS (eaeparbHOro
rOCyIapCTBEHHOTO0 apxuBa B ciydae ee JukBugamuu mnpuHuMaetcs OIIK denepansHOTO
rOCyJapCTBEHHOI'O apX1Ba);

rOCyJapCTBEHHBIMH apXuBamMu cyObekToB Poccuiickoit denepannu 1 MyHHUIMNAIBHBIMA apXUBaMU -
Ha paccmorpenue DIIK ymosHOMOYEHHOro OpraHa HCIOJHUTENBHOM BiacTH cyObekTa Poccuiickoi
Oeneparnyn B chepe apXuUBHOTO JIeNa;

opranuzanusiMu Poccuiickoit akagemuun Hayk - Ha paccmoTpenue JIIK Apxusa Poccuiickoit akanemuun
HayK.

YTouHEHHE U TMEpEeyTBEPHKICHHUE CIHUCKOB MCTOYHUKOB KOMIUIEKTOBAHUS apXWBOB IPOBOAMTCS IO
Mepe HeoboxomauMmocTH. OCHOBaHWEM IS 3TOTO SIBISIOTCS: CO3[aHUE, PEOpraHM3aIusl, JTUKBUIAIUS
rOCyJapCTBEHHOTO  OpraHa, OpraHa MECTHOI'O  CaMOYIIPaBJIEHHs,  OpraHU3alud;  OTKa3
HETOCY/IAPCTBEHHBIX OpPraHM3allMi W TpaxJaH OT COTPYIHUYECTBA C apxXxuBoM (pacTopKeHHE
norosopa); pemicane [[DTIK cnenuaabHO yIOTHOMOYEHHOTO (heepalbHOr0 OpraHa UCIIOTHUTEIbHOM
BiacTu B chepe apxuBHOro aena, DK ymoaHOMOYeHHOTO opraHa UCTIOTHUTEILHON BIACTH CyObEeKTa
Poccuiickoit @enepanuu B chepe apxuBHoro nena u DK ApxuBa Poccmiickoit akamemMun Hayk O
nepejaye OpraHu3alMd B CIUCOK HCTOYHMKOB KOMILJIEKTOBAHMS JApyroro apxupa. OpraHuzarus
MOKET OBITh HCKJIIOYEHA W3 CIHMCKa HCTOYHHKOB KOMILJIEKTOBaHHMS apXuBa, €ClIM B Ipoliecce
NESTEIIbHOCTH OpraHU3alliy MepecTaiu 00pa3oBhIBAThCSA JOKYMEHTHI ApxuBHOTO QoHaa Poccuiickoit
denepanuu.

4.2.3. ApxuB BeZieT HAOIIOAATENbHOE IO HAa KaXAbI rocylapCTBEHHBIH OpraH, OpraH MECTHOTO
CaMOYTIPABJICHNUsI M OPraHU3alMI0 - MCTOYHHUK KOMIUIEKTOBAaHHSI ApXUBA, B KOTOPOE BKIIOYAIOTCS
JMOKYMEHTHI, XapaKTepU3YIOIIUE €ro MPaBOBOM CTaTyC W JEATENLHOCTh, a Takke paboTy apxuBa U
OpraHM3aIHIo TOKYMEHTOB B Jieionpou3BoicTBe. HabmonarenbHoe 1710 MOKET ObITh 3aBEJIEHO U Ha



IPAKJaHUHA-UCTOYHUK KOMIUIEKTOBAHUS apXHWBa, B KOTOPOE BKJIIOYAKOTCS CBEIEHUS O COCTaBe U
COZIEPXKaHUU €r0 apXUBHBIX JOKYMEHTOB.
B memsax ydera paboThl C HMCTOYHMKAMHU KOMILJIGKTOBAHHUS apXWB BIIPaBE€ CO3/1aBaTh YYETHO-
CIPaBOYHBIE KAPTOTEKH U 0a3bl TaHHBIX.

)

ITopsinok 3KcnepTH3bI HEHHOCTH JOKYMEHTOB
4.3. ApxuBHBIE TOKYMEHTHI BKJIIOYAlOTCS B cocTaB ApxuBHoro ¢onma Poccuiickoit denepanuu Ha
OCHOBaHHH 3KCIEPTH3bI ICHHOCTH JOKYMEHTOB (T.€. M3y4eHHsI JJOKYMEHTOB Ha OCHOBE KPHTEPUEB MX
[EHHOCTH B LEJNSAX ONpEIeNieHUusT CPOKOB XpaHEHHUs JOKYMEHTOB M HMX OTOOpa Ha IOCTOSHHOE
XpaHEHUeE).
Bxmtouenne nokymeHToB B coctaB ApxuBHoro (onma Poccuiickoit denepanuu OCymecTBIseTCS Ha
OCHOBE KOMIUIEKCHOTO TPUMEHEHHsI KPHTEPUEB INPOUCXOXKICHHS JTOKYMEHTOB ((pyHKIMOHAIBHO-
[[EJIeBO€ HAa3HAYEHUE HCTOYHUKAa KOMILIEKTOBAaHHS C YYE€TOM €ro O0co0OW poJii WM THUIOBOTO
XapakTepa, BpeMs M MECTO CO3JaHMs JOKYMEHTa W T.I.), COJACpKaHHUs TOKYMEHTOB (3HAYUMOCTb
uH(pOpMallii, B TOM YUCIE €€ YHUKaJIbHOCTh, THIIMYHOCTh WJIM MOBTOPSIEMOCTh, BUJ JOKYMEHTA, €ro
NOJIMHHOCTB), BHEHNIHUX oOcoOeHHocTell nokymeHTOB (popma ¢ukcupoBaHus u mepenadu
COZIepIKaHMUs, YIOCTOBEPECHHUS 1 0OhOpMIICHHS TOKYMEHTA).
[Ipu BrIIIOYEHHMH JOKYMEHTOB B cocTaB ApxuBHOTO (onaa Poccuiickoit ®enepanuu HCIOIb3yeTCs
Takke (opMa MOBHUIOBOTO UITU TPYIIIOBOTO BHIOOPOUYHOTO MpUEMa TOKYMEHTOB.
4.3.1.Pemienne Hay4HO-METOJMUECKUX BOMPOCOB, CBA3AHHBIX C HKCHEPTU30H LIEHHOCTH JOKYMEHTOB
Y BKIIFOYCHHEM UX B cocTaB ApxuBHOTO (GoHna Poccuiickori denepannn, a Takke ¢ OMpeCICHUEM B
€ro cocraBe 0co0O0 IICHHBIX JOKYMEHTOB, B TOM YHCJE YHHKAJIbHBIX JOKYMEHTOB, OCYIIECTBIISETCS
LDIIK cnemuanbHO YIOJTHOMOYEHHOTO (efepallbHOr0 OpraHa HCIOTHUTEIBHOW BIacTH B cdepe
apXUBHOTO JIENa.
OKCIepTu3a LEHHOCTH JOKYMEHTOB OCYIIECTBISECTCS YITOJIHOMOYEHHBIM OPraHOM HMCIOJIHUTEIBHON
Bi1actu cyowekta Poccuiickoit ®enepanyu B cdepe apXMBHOTO [€jla, apXHWBOM COBMECTHO C
COOCTBEHHHMKOM WJIM BIAJENbIIeM AapXUBHBIX JOKYMEHTOB B COOTBETCTBUHU C KPUTEPHUIMH,
YCTaHOBJICHHBIMH B 1. 4.3.HacTosAumx [IpaBui.
[Ipu npoBeneHUN 3KCIEPTU3bI LIECHHOCTH JOKYMEHTOB U ONPEJEICHUN CPOKOB XPAHEHHUs JOKYMEHTOB
apXuB PYKOBOJACTBYETCS] IEPEUHSIMU TUIIOBBIX aPXUBHBIX JJOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHUS,
NEepeyHsIMU JIOKYMEHTOB, OOpa3ylolIuXcsi B Tpolecce AesTeNbHOCTH (enepalbHbIX OpraHoB
rOCYJapCTBEHHOM BJIACTH, WHBIX TI'OCYAAPCTBEHHBIX OpraHoB Poccuiickonn ®enepanuu, a Takxke B
IIpOLIECCE JIESTENIBHOCTA TMOJBEIOMCTBEHHBIX UM OPTraHM3alWid, C YKa3aHHEM CPOKOB XpPAHEHMS
(oTpacieBbie IepeyuHH); a TAK)KE CPOKAMU XPaHEHHUsI OTICIbHBIX BUJIOB APXUBHBIX JOKYMEHTOB, B TOM
YuCcle HE BOUIEAIINX B YKa3aHHbIE IEPEYHHU, KOTOpPHIE YCTAaHABIMBAIOTCSA 3aKOHOAATEIbCTBOM
Poccuiickoii denepanuu.
Pemenus o BximoueHnn B coctaB ApxuBHOTO (onma Poccuiickoit dDenepaniun KOHKPETHBIX
nokymeHToB npuHumMatorcst JIIK denepanbHbIX rocyqapcTBeHHbIX apxuBoB, DIIK ynoaHOMOYeHHBIX
OpraHOB WCITOJIHUTEIILHON BiacTu cyOwnekToB Poccuiickoit denepanmu B cepe apXuBHOTO jena,
HKCHEPTHBHIMU (POHIOBO-3aKYITOYHBIMU KOMHCCUSIMH TOCYIAPCTBEHHBIX W MYHUIIMIAIBHBIX MY3€EB,
SKCTIEPTHBIMA KOMHUCCHSIMH TOCYIApPCTBEHHBIX W MYHHIMNATBHBIX OuOnmorek, OIIK Apxusa
Poccuiickoil AkaneMuu HayK IIpU YTBEP)KJIEHUHU OINHUCEH M€, JTOKYMEHTOB IIOCTOSSHHOTO CpOKa
XpaHEHUS.
[losHOMOUMS M TOPSAAOK JEATENBHOCTH YKa3aHHbIX OIIK omnpenensiorcs NONOKEHUSIMH O HUX,
pa3zpabaTblBaeMbIMU Ha OCHOBE COOTBETCTBYIOIIMX IPUMEPHBIX IOJIOKEHHUH, YTBEPKIAEMBbIX
CHELHATbHO YIIOJHOMOYEHHBIM (pesiepalbHbIM OPraHOM HCIIOTHHUTEIBHOM BIacTH B chepe apXHUBHOTO
Jena.
ApXHB paccMaTpUBaeT U FOTOBUT K yTBepkaeHUI0 JIIK yrnosHoOMOueHHOro opraHa MCIOJHUTEIBHON
BiacTu cyobekra Poccuiickoit denepanuu B chepe apXMBHOTO Jejia OMUCH e, JOKYMEHTOB (MM MX
TOJIOBBIE Pa3JIeiibl) IIOCTOSHHOTO CPOKa XpaHEHUsl, 00pa30BaBIIUXCS B JCSITEILHOCTH €r0 NCTOYHUKOB



KOMIUIEKTOBaHUs. DenepanbHble TOCYyJapCTBEHHbIE apxuBbl, ApxuB Poccuiickoil AkageMuu Hayk
YTBEPKAAIOT YKa3aHHBIE OIIUCH CaMOCTOSITENIBHO.

ApxuB rotoBuT K cornacoanuio JIIK yrmonHOMOYEeHHOro opraHa UCTIOJIHUTEIBHOM BIACTH CyObEKTa
Poccuiickoit deneparun B cdepe apXWBHOTO Jejla WM COTJIACOBHIBAET B COOTBETCTBHHM C
IPEI0CTABICHHBIMUA €MY ITOJTHOMOYHSMH OIHCH JIeJT 110 IMYHOMY COCTaBY (MJIM MX TOJIOBBIC pa3/ieibl),
aKThl O HCUCIPABUMBIX IOBPEXKICHUSIX JOKyMeHTOB (mpmiokernne Ne 1), denepanbHble
rocy/lapcTBEHHbIE apxuBbl, ApxuB Poccuiickoii AxagemMuu HayK @pPOBOAST COINIACOBAaHUE
IIEPEYUCIICHHBIX JJOKYMEHTOB CAMOCTOATEIIBHO.

BxutoueHne AOKYMEHTOB, HaXOISIIMXCS B YaCTHOW COOCTBEHHOCTH, B cocTaB ApXHMBHOro (onma
Poccuiickoit @enepanuy OCYHIECTBIISIETCSI HAa OCHOBAHMM SKCIEPTU3bl LIEHHOCTU JIOKYMEHTOB H
oopmisieTcss JOrOBOPOM MEXKIY COOCTBEHHHMKOM WJIM BIQJEIbIIEM apXUBHBIX JOKYMEHTOB U
apxuBOM. B 1aHHOM J0roBope yKa3blBalOTCs 00S3aHHOCTU COOCTBEHHHMKA WJIM BJIAJENIbLia apXMBHBIX
JOKYMEHTOB TI0 XPaHEHUIO, YUEeTy U HCIOJIb30BaHUIO JOKYMEHTOB ApxuBHOro (onma Poccuiickoit
®denepanui.

4.3.2.OxcniepTr3a LEHHOCTH JJOKYMEHTOB B apXUBE MPOBOIUTCS:

10 MCTEYEHUH CPOKOB BPEMEHHOTO XPAaHECHMs apXUBHBIX JOKYMEHTOB, B TOM YHCJE JOKYMEHTOB IIO
JMYHOMY COCTaBYy, IOCTYIIUBIIUX B apXUB OT JUKBUINPOBAHHBIX FOCYAAPCTBEHHBIX OPraHOB, OpPraHOB
MECTHOT'O CaMOYIIPABJICHUS U OPraHU3ALMH;

OpU IOCTYIUIEHUM B apXUB B HCKIIOYUTENBHBIX CIIy4asX JAOKYMEHTOB B HEYNOPSAOYEHHOM
COCTOSIHUH,

B cllyyae 0€3BO3BPATHOTO BBIBO3a APXUBHBIX JJOKYMEHTOB 32 PyOeiK.

[Io pe3ynbpraraM DSKCHIEPTU3bl LICHHOCTH JOKYMEHTOB, CPOKHM BPEMEHHOIO XPAaHEHHS KOTOPBIX
UCTEKJIM, B TOM YHUCJIE JOKYMEHTOB IO JINYHOMY COCTaBY, apXUB COCTaBJII€T aKT O BBIACICHUU K
YHUUYTOXKEHHIO JOKYMEHTOB, HE MOJIeKAUX XpaHeHuto (mpuitoxkenue Ne 11), 1 B ycTaHOBJICHHOM
NOPSIIKE BHOCUT U3MEHEHHUS B YUETHBIE JOKYMEHThI apXUBa.

B pesynprare sKCnepTH3bl LEHHOCTH JOKYMEHTOB, IOCTYNMBIIMX B apXWB B HEYNOPSIOYEHHOM
COCTOSIHMM, apXWB COCTaBJA€T ONMCH JeJ, JOKYMEHTOB IIOCTOSSHHOIO XPAHEHHUs, OIMCH el
BpemeHHOro (cBbinie 10 1eT) cpoka XpaHeHHs!, OIKCH JIeJT 10 JINYHOMY COCTaBY U aKT O BBIICICHHHU K
YHUYTOXKCHHUIO JJOKYMEHTOB, HE MOJUISKAIINX XpaHeHHo (mprioxenue Ne 11).

[Moexaiue yHHUYTOKCHUIO apXHWBHBIC JOKYMEHTHI NepelaloTcs Ha nepepaboTky (YTHIM3aLuio) U
CHHMAIOTCSl C y4yeTa B YCTaHOBJIEHHOM rmopsake. Cmaua nen odopmiseTcss HpUeMO-CIaTOYHON
HaKJIaJHOU, B KOTOPOH YKa3bIBAIOTCs JaTa Nepeaayd, KOJIMYECTBO CAAaBaEMBbIX /€] M Bec OyMa)KHOU
MaKyJIaTypsbl.

Y

ITopsinok nmpuemMa apXuBHBIX JOKYMEHTOB
4.4. OT WCTOYHUKOB KOMIUICKTOBAHMS apXuWBa JOKYMEHTHl ApxuBHOro ¢onaa Poccuiickoit
@enepanii  IPUHUMAIOTCA TOCYJApPCTBEHHBIM UM MYHHMIMIAIBHBIM ~ apXMBOM, OpraHU3alueh
Poccuiickoil akazgeMuu HayK II0 MCTECYEHHM CpPOKOB HX BPEMEHHOIO XPAHECHUS, YCTAHOBJIEHHBIX
3akoHoJaTenbcTBOM Poccuiickoit denepanmm.
B uCKIIOUMTENBHBIX CIydasx CpPOKM BPEMEHHOI'O XpaHEHUs JIOKYMEHTOB ApxuBHOTO (oHaa
Poccuiickoit @eaepanur MOTYT OBITH TIPOJICHBI IO MPOCHOE MCTOYHMKOB KOMIIJICKTOBAHUS apXHBa
IpU HEOOXOJUMOCTH NPAKTUUYECKOTO HCIOJIb30BAHUS APXMBHBIX TOKYMEHTOB WM OTCYTCTBUS Y
apxuBa BO3MOJKHOCTH JUI1 IIPUEMa YKa3aHHBIX JIOKYMEHTOB B CpPOKH, YCTaHOBJICHHBIC
3akoHomarenbCcTBOM Poccuiickont denepanuu. IIpoanenue yka3aHHBIX CPOKOB OCYIIECTBIISETCS: IS
HCTOYHHUKOB KOMIUIEKTOBaHMA (eiepalbHbIX apXxuBoB - pemieHueM DIIK denepanbHbIX apXUBOB; A
VUCTOYHUKOB KOMIUIEKTOBAaHUS JApPYTruX apxuBoB - pemeHueM OIIK ymoaHOMOYEHHBIX OpraHoB
WCIIOTHUTEIIbHOW BJIacTU CyOBeKTOB Poccuiickoit ®Denepannu B cdepe apxXuBHOTO Jnena; st
MCTOYHUKOB KOMIUIEKTOBaHUsI ApxuBa Poccuiickoii akagemun Hayk - pemienreM OIIK atoro apxusa.
Cpokn BpEeMEHHOTO XpaHEHHS JOKyMeHTOB ApxuBHOro (onma Poccuiickoit @Penepanuu B
HErOCY/IapCTBEHHBIX OpraHU3alMAX OIMPEICNISIOTCS B JOTOBOPE MEXIY apXHWBOM M COOCTBEHHHKOM
WIM BJIQZICIIBLIEM YKA3aHHBIX JOKYMEHTOB.



4.4.1. llpuem pokymMeHTOB ApxuBHoro ¢onaa Poccuiickoit ®@enepauuu OT HCTOYHUKOB
KOMILIEKTOBAHUS OCYILECTBIISIETCSI TOCYJAPCTBEHHBIM M MYHHULUIIAJIBHBIM apXUBOM, OpraHu3anuein
Poccuiickoil akamemMuu HayK B COOTBETCTBHM C IUIAHOM-Tpa(HKOM, KOTOPBIM yTBep)KaaeTcs
PYKOBOACTBOM apXHBa IO COINIACOBAHHWIO ¢ MCTOYHMKAMHU KOMIUIEKTOBAaHMS. BHEIIaHOBBINM mprem
nokyMeHTOB ApxuBHoro ¢onna Poccuiickoit dexepannu, a Takke apXUBHBIX JOKYMEHTOB, CPOKH
BPEMEHHOI'O XPAHEHHUSI KOTOPBIX HE HCTEKJIM, OCYLIECTBISECTCA B Cllydae JIMKBHJALUWU HCTOYHMKA
KOMIUIEKTOBAHMSI UJIM B CIIy4ae YIpo3bl COXPAHHOCTH aPXUBHBIX JJOKYMEHTOB.

[To mpock6e HCTOUHMKOB KOMIUIEKTOBAHUS M MPHU HAJIMYUK CBOOOJHBIX IUIOIIAJCH rocy1apcTBEHHBIN
M MYHHUIUIAJIBHBIA apXuB, opraHu3auus PoccHilcKkoW akaleMuu HAayK MOXKET OCYIIECTBIATh
JIOCPOYHBIA TIpHEM JOKyMEeHTOB ApxuBHOTO (onma Poccuiickoit denmeparuu, a Takke BPEMEHHOE
XpaHEHHUE apXUBHBIX JOKYMEHTOB Ha OCHOBE 0roBopa. IIpreM apXuBHBIX JOKYMEHTOB Ha BPEMEHHOE
XpaHeHue oopmIIIeTCs TakKe akTOM TpUeMa-Tepeadn J0KyMEHTOB Ha XxpaHeHue (mpuioxeHue Ne
9) 1 IPOU3BOIUTCS IO CIATOYHOM OIHCH.

ApXUBHBIE JOKYMEHTBI IPUHUMAIOTCS B TOCYJApPCTBEHHBIN U MYHHMIIMIIAIbHBIN apXUB, OPraHU3aIUIo
Poccuiickoil akaneMun HayK B yIIOPSIOYEHHOM COCTOSIHMM C COOTBETCTBYIOIIMM HAay4YHO-CIIPABOYHBIM
anmapaToM M CTPaxOBBIMU KONMUSIMHU Ha 0CO0O LIEHHBIE TOKYMEHTHI M YHHMKaJbHbIE JOKYMEHTHI. Bce
paboThl, CBs3aHHBIE ¢ OTOOPOM, MOATOTOBKOM M meperayeil apXUBHBIX JOKYMEHTOB Ha MOCTOSIHHOE
XpaHEHUE, B TOM YHCIIE C UX YHOPSAJOYEHHEM U TPAHCIOPTUPOBKOM, BBIOJHSAIOTCS 3a CUET CPEICTB
MCTOYHUKOB KOMIUIEKTOBaHUS, IEPEAIOIINX YKa3aHHbIE JOKYMEHTHI.

[Ipy mnpueme apxXUBHBIX JOKYMEHTOB MIPOBOJASTCS TMpoBepka HX (U3UUYECKOro, CaHUTApPHO-
TUTUEHUYECKOT0, TEXHUUECKOTO COCTOSIHMSI, a TaKKe MPOBEpKa CTPAXOBBIX KOMHUHM Ha 0c000 IICHHBIE
JIOKYMEHTBI U YHUKAJIbHBIE JOKYMEHTBI U TPOBEPKA KOMIIJIEKTHOCTH YYETHBIX TOKYMEHTOB.
Hokymentsl ApxuBHoro ¢onga Poccuiickoit ®enepannu NPUHUMAIOTCS B TOCYAAPCTBEHHBIM H
MYHUILIMTIAJIbHBIA apXUB, OpraHu3anuio Poccuiickoi akageMuu Hayk 1o yrBepkaeHHbIM DK onucam
JIe]l, JOKYMEHTOB, AOKYMEHTBI IO JINYHOMY cOCTaBy - 1o coriacoBaHHeiM OIIK onmcam nedn,
JIOKYMEHTOB; apXHMBHbIE JOKYMEHTBI C HE MCTEKIIMMU CpPOKaMH BpPEMEHHOIO XPAaHEHHs - MO
CAATOYHBIM OIHUCSM.

[Ipuem nen mPOU3BOAUTCS MOECIWHUYHO, OCO0O IIEHHBbIE Jejila NMPUHUMAIOTCS C UX MOJUCTHOU
npoBepkoil. Ha Bcex ak3eMIuisipax ONUCH 1€, JOKYMEHTOB AENAI0TCs OTMETKH O IPUEME apXUBHBIX
JIOKYMEHTOB B apxuB. [Ipyn OTCYyTCTBUM €IMHHUIl XpaHEHUs, YKa3aHHBIX B OMHMCH €I, TOKYMEHTOB, B
HEell JenaeTcss HOBas WTOromas 3amuchb. Homepa OTCYTCTBYIOIIMX €OUHUI] XPAaHEHHS U IPUYMHBI
OTCYTCTBHSI OTOBAapUBAIOTCS B aKT€ MpUEMa-Iiepeaadyd JOKYMEHTOB Ha XpPaHEHHE U B MPUIIaraeMou K
aKkTy crpaBke. VICTOYHUMK KOMIUIEKTOBaHHUS MPUHUMAET MEphl MO PO3BICKY HE IMOCTYNUBIIUX Ha
XpaHEHUE AapXMUBHBIX JOKYMEHTOB. YTpadeHHbIE IOJJUWHHBIE ApXUBHBIE JOKYMEHTBHl MOTYT OBIThH
3aMEHEHbI UX KOMUSIMHU.

[Tpuem apXuBHBIX JAOKYMEHTOB OGOpPMISIETCSI aKTOM IMpueMa-Tliepefadd JOKYMEHTOB Ha XpaHEHHE
(mpunoxxenne Ne 9), cocraBisieMbIM B JABYX 3K3emIuisipax. OAWH 9K3EMIUIIP OCTAaeTCsi B apXuBE,
JPYroil - B ICTOYHUKE KOMIUIEKTOBaHUsA. BMecTe ¢ apXMBHBIMU TOKYMEHTAaMH B apXHB MEPEAAFOTCS
TPH K3EMIUISIPA ONUCHU A€, JOKYMEHTOB.

[Ipn nepBoM mpueme apXUBHBIX JTOKYMEHTOB OT MCTOYHHMKA KOMIUJIEKTOBAHUS NMPUHUMAETCS TAKKE
UCTOpUYECKast CIIpaBKa O HEM U ero (oHJe, KOTopast 3aTeM JOTOJIHACTCS CBEACHUSIMU 00 M3MEHEHHSIX
B Ha3BaHUH, QYHKIHUSIX, CTPYKTYype UCTOUHUKA KoMILIekToBanus (hoHmo00pazoBares).

[IpueM apXuBHBIX JOKYMEHTOB Ha BPEMEHHOE XpaHEHHE OQOpPMIISETCS aKTOM IpHeMa-Tiepeaadn
JIOKYMEHTOB Ha xpaHenue (mpunokerre Ne 9) v mporu3BOUTCS 0 CIATOYHOMN OIKCH.

4.4.2. JJokyMEHTBl OT TpaJaH IOCTYNAalOT B apXUB U BKIIOYAIOTCS B COCTaB ApxXHBHOro (onma
Poccuiickoit denepanui Mo ITOroBopy AapeHus, MO 3aBEUIAHUIO, MO JIOTOBOPY KYIUIM-TIPOJAXKH, O
PELIEHHUIO Ccya.

[Ipyem yKa3aHHBIX JIOKYMEHTOB B apXWB OCYIIECTBIAECTCS Ha oOcHOBaHMM pemenus OIIK
¢denepanbHOro rocyaapcrseHHoro apxusa; IIIK ymoaHOMOYEHHOTo opraHa UCIOJIHUTEIBHONW BIACTH
cyorekTa Poccuiickoit ®enepannu B chepe apXHUBHOTO JIeNa; IKCIEPTHOW (HOHIOBO-3aKYNOYHON
KOMHCCHH T'OCYIapCTBEHHOI'O MJIM MYHMIMIIAJIILHOTO MY3€sl; IKCIIEPTHON KOMHUCCUU I'OCYIapCTBEHHON
uin MyHununanbHou Omonuotexku; DIIK ApxwBa Poccuiickod akameMuu HayK IO pe3yibTaTaM



paccMOTpeHHsI CIATOYHOM MIIM OLEHOYHOM ONHMCH W 3aKIIOYEHHUs IKCHepTa U OQOpMIISETCS aKTOM
npueMa Ha XpaHeHHe JOKYMEHTOB JIMYHOTO MpoHCcXokaeHus (mpunoxxerue Ne 10).

[Ipu oTpHuLaTeIbHOM pEIIeHNH BOIPOCa O MpHEeMe MIIM IPUOOPETEHNH apXUBOM yKa3aHHBIX apXHBHBIX
JIOKYMEHTOB, a TaKXe BO3BpaTe IO pe3yJbTaraM »JKCHEPTHU3bl LIEHHOCTH WX YaCTH H3 YHCIIA
HaxXOAMBIIUXCS B apXUBE, COCTABIAETCS aKT BO3BpaTa JOKYMEHTOB B JBYX 3Kk3eMIunsipax. OauH
9K3EMIUISP aKTa OCTACTCs B apXUBE, IPYrol BMECTEe C JOKyMeHTaMu (MX 4YacThbi0) BO3BpaIllacTCs
COOCTBEHHUKY WJIH BJIaJIENIbILY.

4.4.3. AynuoBusyalilbHble JIOKYMEHTHl NPUHUMAIOTCS Ha XpaHEHUWE B CIEIYIOIIEM KOMILIEKTE:
KUHOJOKYMEHTHI ((HIbMBI, CIEIBBIIYCKH) - HETaTUB M300paKCHUS, HEraTHB (POHOTPAMMBI,
MarHUTHBIN OpUTHHAN (OHOTPaMMBbI, TO3UTHUBHAS KOMHs, MarHUTHAas (JOHOTpaMMa HIyMOB U MY3BIKH,
POMEXYTOUHBIA TMO3UTUB M300pa)XCHHUS, YCTAaHOBOUHBIC POJMKH M TAacmopTa JUIs ILBETHBIX
KAHOJOKYMEHTOB (B MCKJIFOUHTEIBHBIX  CIAy4asX  [PUHAMAETCS  HEMOJHBIH  KOMILICKT);
(OTOTIOKYMEHTHI - HETraTHB, KOHTPOJBHBINA (POTOOTIEYATOK; (POHOTOKYMEHTHI M BHUICOIOKYMEHTHI -
opuruHai u konusi. OTHOBPEMEHHO NMPUHUMAETCSI TEKCTOBAsI COMPOBOAMUTENbHASI TOKYMEHTALUA: JIs

KMHOJOKYMEHTOB - MOHTAQXHBIE JIUCThl, AHHOTALHUM, Pa3pPCLIUTEIIbHBIE YAOCTOBEPEHUA K
3aKOHYEHHBIM MPOU3BEIICHUAM, aKThl TEXHUYECKOTO COCTOSTHHS, 3aIlUCH IIBETOBBIX M CBETOBBIX
MacropToB; Uil (OTOMNOKYMEHTOB - aHHOTAIus, A (OHOJOKYMEHTOB - COINPOBOIUTEIIbHAS

JOKYMEHTalus,; 1JI1 BUAECOJOKYMEHTOB - aKThl TEXHUYECKOTO COCTOSHUS.

ONEKTPOHHBIE JTOKYMEHTHI NIPUHUMAIOTCS Ha XpPaHEHHE B COINPOBOXKAECHUU IMPOTPAMMHBIX CPEACTB,
NO3BOJSIIOIIMX MX BOCHPOM3BECTH, M C HEOOXOJUMBIM KOMIUIEKTOM  COIPOBOJUTEILHON
JOKYMEHTAIUH.

4.4.4. ]JokyMeHTHI, CO3/IaHHBIE aPXHWBOM B PE3Yy/IbTaTe MHUIIMATUBHOTO JOKYMEHTUPOBAHUS COOBITUI
COBPEMEHHOCTH WJIM NpOLuIoro (aHkeTsl, (hororpaduu, 3aMucu BOCIIOMHHAHHH, Oecell, HHTEPBHIO U
T.J1.), BKJIIOYAIOTCSA B coctaB ApxuBHoro ¢onga Poccuiickoit denepaliuii 1 BHOCATCS B OIKCH JI€,
JOKYMEeHTOB, KoTopast ytBepxknaerca OIIK ¢denepansnoro rocynapcrBenHoro apxmsa, OJIIK
YIOJITHOMOYEHHOTO OpraHa HMCIOJHUTENHLHON Biactu cyOwbekta Poccuiickoit ®enepamuu B chepe
apXMBHOTO  JeJla, OJKCIEePTHOH  (HOHIIOBO-3aKYIOYHOM KOMMCCHEH TOCYZapCTBEHHOTO  WIIU
MYHUILIMIIATBHOTO  MY3€sl; OKCHEPTHOM KOMHUCCHEW TOCyHapCTBEHHOW WM MYHUIUNAIBHOMN
oubmorexkn, OIIK ApxuBa Poccuiickoiti akagemun Hayk. IlpueM yka3aHHBIX JOKYMEHTOB
oopmisieTcs akTOM IpueMa-nepesadu J0KyMEHTOB Ha IOCTOSSHHOE XPaHEHHE.

4.4.5. TlpueM CEKpETHbIX JOKYMEHTOB OT MCTOYHHMKOB KOMIUIEKTOBAaHUS TOCYIapCTBEHHOIO H
MYHHULIMIIAJIBHOTO  apXHMBa, OpraHu3auuu PoOCCHMICKONM akageMMM HayK OCYLIECTBIIIETCS B
COOTBETCTBUU C 3aKOHOHATENbCTBOM Pocculickoit @enepanuy 0 TOCyIapCTBEHHOW TalHE IO aKTy U
OTJIENBbHBIM ONUCAM J€JI, JOKYMEHTOB.

A,

IIpuem apXHBHBIX TOKYMEHTOB OT JIUKBHINPOBAHHBIX OPTraHU3alMA

4.5. Tlpuem noxkymeHToB ApxuBHOro ¢onma Poccmiickoit ®eneparuu W JIpyrux apXUBHBIX
I[OKyMeHTOB, CpOKI/I BpeMeHHOFO XpaHeHI/ISI KOTOpBIX HE€ HCTCKIIH, oT J'II/IKBI/I,Z[I/IpOBaHHBIX
TOCYJapCTBEHHBIX  OpPraHOB, OPraHOB  MECTHOTO  CaMOYIPABJICHHS, TOCYAApPCTBEHHBIX U
MYHI/II_II/IHa.HBHBIX OpFaHH3aHHﬁ OCYH_IGCTB.HSIGTCH B COOTBECTCTBUHU C HGfICTBYIOIHHM
3aKOHOJIATEILCTBOM M B TIOPSIIKE, YCTAHOBJIEHHOM HacTosmuMu [Ipasumamu (cm. . 4.4.1.).

[Ipu nUKBUAALMU HETOCYJAPCTBEHHBIX OpraHM3aluii 00pa30BaBIIMECs B IpOIEcce MX ACATEIbHOCTH
nokymeHThl ApxuBHoro (gonna Poccuiickoit deneparuu, JOKYMEHTHI 110 JIMTYHOMY COCTaBy, a TakKe
apXUBHBIE TOKYMEHTBI, CPOKM BPEMEHHOI'O XpPaHEHHS KOTOPBIX HE HCTEKIH, IIOCTYIIAIOT B apXUB B
COOTBETCTBUU C 3aKOHOAATENbCTBOM Poccuiickoit denepaniii 1 Ha OCHOBAaHUM JOTOBOpPa MEXKIY
JMKBHJIAIMOHHOW KOMHUCCHEH (JTMKBHIATOPOM) M apXMBOM. [IpH 3TOM JIMKBUAAIIMOHHAS KOMHCCHS
(MMKBUIATOP) OPraHU3YET UX YIIOPSIOYCHHE B YCTAHOBJICHHOM IMOPSIKE.

ApXI/IBHI:Ie I[OKyMeHTI:I C HC HUCTCKIIUMHU CpOKaMI/I BpeMeHHOI‘O XpaHeHI/IH, HpI/IHSITBIe apXI/IBOM oT
JUKBUIUPOBAHHONW OPTraHW3allid, BBIICTSAIOTCS K YHHYTOXEHHUIO IO HCTEYCHUU YCTAaHOBJICHHBIX
CpOKOB XpaHeHI/IH. ApXI/IBHBIe I[OKyMeHTBI, HUMCHOIIIME B COOTBETCTBHUU C TUIIOBBIMH UJIN OTpaCJ'IGBI:IMI/I



NEpEeYHsIMU CpOK XpaHeHHus c mnomeTkoill "OIIK", BbLAENAIOTCS K YHMUTOKEHHUIO TOJIBKO IIOCIIE
IIPOBE/IEHUS SKCIEPTU3BI UX LIEHHOCTU U 0TOOpa Ha MOCTOSSHHOE XpaHEHUE.

)

Ilepenaua apXMBHBIX JOKYMEHTOB U3 apXHBa B apXUB

4.6.Ilepenava apXMBHBIX JOKYMEHTOB HaXOASIMUXCA B (penepanbHO COOCTBEHHOCTH, COOCTBEHHOCTH
cyobekta Poccuiickoit denepanyy Ui MyHUIMIIATBHON COOCTBEHHOCTH, U3 OJJHOTO apXHBa B APYron
OCYILIECTBIISIETCS B COOTBETCTBUHM C 3aKOHOAATENLCTBOM Poccuiickoit denepaiuu, 3aKOHOJaTETbCTBOM
cyobekta Poccuiickoit dexepanuu, MyHUIUNAIbHBIMH TNPAaBOBBIMH akTamu. Ilpu mepenaue
COCTABIIAIETCS AaKT IMpUeMa-Tiepeaadyd JIOKYMEHTOB Ha xpaHenue (mpuiaokerue Ne 9) B aByx
IK3EMILISAPaX, OJJHOBPEMEHHO MEPeNaloTCs TPU IK3EMILISIpa OMUCEH e, TOKYMEHTOB, aeno GoHaa u
nuct GhoHa.

A,

KoMmiekToBaHne apXMBHBIMH JOKYMEHTAMHM H3-3a py0eska

4.7. ApxuB MOXET KOMIUJICKTOBATbCSI ApXUBHBIMU JIOKYMEHTaMHU POCCHUHUCKOTO IMPOUCXOXKICHHUS,
HAXOSAIIMMUCS [0 Pa3IMYHBIM MPUYMHAM 32 Tipeaenamu Poccuiickoit denepariiu, u/mim apXuBHBIMU
JOKYMEHTaMU 3apy0eKHOT0 IPOUCXOXKACHUS, UMEIOIINMHU 3HaueHue ais Poccuu.

[Ipuem monydeHHbIX U3-3a pyOexka apXUBHBIX JOKYMEHTOB B apXUB OCYIIECTBIISICTCS B COOTBETCTBUH
C JIOTOBOPOM MEXIy COOCTBEHHHKOM WJIM BIIAJENIbLIEM YKa3aHHBIX JOKYMEHTOB M apXHUBOM O
npojaxke, TapeHUU TOMJIWHHBIX JTOKYMEHTOB WM HUX KOMHM, OOMEHE KOMHSIMH JOKYMEHTOB.
3aKJII0YeHHEe JOTOBOpPa OCYIIECTBISETCS C YYETOM 3aKOHOJATENIhCTBA COOTBETCTBYIOLIEH CTpaHbl. B
JOTOBOPE MOTYT OTOBapHBaThCS OCOOBIC YCIOBHS HCIIOJIB30BAHUS TIEPEIaBAEMBIX aAPXHUBHBIX
JOKYMEHTOB. [IprieM oopMIIsieTcst akToM TpHeMa-Tepeadn JOKYMEHTOB Ha XpaHeHue (IpUiioKeHne
Ne 9).

ApXUBHbBIE JOKYMEHTHI, MOCTYNHUBIIME H3-3a pyOeka B BHUJAE MOMJIMHHUKOB WM KOMHM Ha IMpaBax
MO/JIMHHUKOB, MPUHATHIE HA MOCTOSHHOE XPaHEHUE B apXWB, HE3aBUCUMO OT UX MPOUCXOKIACHHS
BKJIFOYAIOTCSA B coctaB ApxuBHoro (onma Poccuiickoit deaepanui U MoJyIekaT TOCy1apCTBEHHOMY
yUery.

-,

B3aumogeiicTBHe apXuBa ¢ MCTOYHUKAMYU KOMILJIEKTOBAHMSI
4.8. ApXuB COBMECTHO C HMCTOYHMKAMH KOMIUIEKTOBAaHHs apXWMBa pacCMaTpHBaeT W TOTOBUT K
COTJIACOBAHUIO COOTBETCTBYIOIIMM YIIOJHOMOYEHHBIM OpPraHOM HCIIOJIHUTENBHOM BJAacTu B cdepe
APXUBHOI'0 [CjIa WX COIJIACOBBIBACT B COOTBCTCTBUU C MPCAOCTABJICHHBIMU €MY ITOJHOMOYUAMU
MHCTPYKIUU IO JIEJIONPOU3BOJICTBY, IPUMEPHBIE M MHAUBHUIyalbHbIE HOMEHKIIATYPBI JeJ1, TOJI0KEHUS
06 ApXUBax U SKCICPTHBIX KOMHUCCUAX UCTOYHUKOB KOMIUJICKTOBAHUA apXHWBa.
Apxus ygactByet B padore [[OK (DK) HCTOYHHKOB KOMILICKTOBAHHUS apXHBa.
ApXUB TpUHUMAET ydYacTHE€ B TIPOBEpPKaxX COOJIOACHUS TPaBUI OpraHU3allMM  XpaHEHHs,
KOMIUIEKTOBAHHUSI, y4€Ta M HCIOJIb30BAHUS apXMBHBIX JOKYMEHTOB B MCTOYHHMKAX KOMIUIEKTOBAHHUS
apx#Ba, OPraHU3YEMBIX CIIEHUAIBHO YIMOJHOMOUYEHHBIM (efepaTbHbIM OpPraHOM HCIIOJIHUTEIbHON
BJIACTH B cdepe apXWBHOTO Jejia, OpraHaMH TOCYJapCTBEHHOW BJIACTH CyOBEeKTOB Poccuiickoi
d)e;[epaunn, B TOM YHUCIIC YINOJHOMOYCHHBIMU OpraHaMunu HWCIOJIHUTEIBHON BIIACTH Cy6’beKTOB
Poccutickoit ®deneparuu B chepe apXUBHOTO Jiena.
4.9. ApxuB B ImpeJienax npeoCTaBICHHBIX €My ITOJIHOMOYMN B 1eNAX (POPMHUPOBAHUS U 00ECTICUECHUS
COXPaHHOCTH JJOKYMEHTOB ApxuBHOTO (GoHma Poccuiickoit denepariuu, HaXOAMKUXCS HA BpEMEHHOM
XpaHCHUH, OCYIICCTBIIACT B3aHMO,Z[€I>'ICTBI/Ie C ACJIOIIPONU3BOJACTBCHHBIMHA, ApXUBHBIMH U 3KCIICPTHLBIMU
Ci1y’k0aMH UCTOYHUKOB €r0 KOMIJIEKTOBaHUS.
B 5Tux mensix apXuB OKa3bIBACT YKA3aHHBIM CIY>KOaM METOIMYECKYIO U MPAKTHUYECKYI0 MOMOIIb, B
TOM YHCJIE€ HA JIOTOBOPHOM OCHOBE!
B OpPTaHU3aIH JJOKYMEHTOB B JICJIONPOU3BOJICTBE U (POPMHUPOBAHUU JIET;



no oTOéOpy JAOKYMEHTOB B cocTaB ApxuBHOro ¢onna Poccuiickoii Denepanui U MOATOTOBKE HX K
nepegave Ha MOCTOSIHHOE XpaHEHUE,;

M0 YIOPSIIOYEHUIO TOKYMEHTOB 10 JINYHOMY COCTaBY;

o BEACHHUIO ydeTa JOoKyMeHTOB ApxuBHoro (onma Poccuiickoii ®enepanmu, HaxXOASIIUXCS Ha
BPEMEHHOM XPaHECHUH,

10 TMOJArOTOBKE HOPMATHUBHBIX W METOIMYECKHX JIOKYMEHTOB (mOCOOWii) MO  BOIpocam
JIeTONPOU3BOJICTBA U APXUBHOTO JIENa;

[0 COBEpPUICHCTBOBAHMIO pAOOTHl JENONMPOU3BOACTBEHHBIX, APXUBHBIX M OKCIEPTHBIX CIIYXO
MCTOYHHKOB KOMILJIEKTOBAHMS,

B MTOBBIIICHUH TIPO(EeCCUOHATBLHON KBaTM(PUKauu pabOTHUKOB YKa3aHHBIX CITYKO.

A,

V. OPTAHU3AIIUA UCITOJIB30OBAHUA TOKYMEHTOB APXUBHOI'O ®OHIA
POCCHUHCKOM ®EJTEPAIIMU U IPYTUX APXUBHBIX TOKYMEHTOB B APXUBE
JocTyn moab3oBaresieil K apXUBHBIM JOKYMEHTaM
5.1. ApxuB TpenOCTaBIsET TOJb30BATEII0 OTKPHIThIC JOKYMEHTHl ApxuBHOro (onma Poccuiickoit
®denepali U IpYyrue apXUBHBIE JOKYMEHTBI, a TaKyKe€ CIIPaBOYHO-IIOMCKOBBIE CPEICTBA K HUM H

u3gaHus o6ubroTeyHoro (CrpaBouHO-HH(OPMAIIMOHHOTO) (GoH/A.

ApxuB oOecrieuumBaeT JIOCTYNI TIOJB30BATENs K CEKPETHBIM JielaM, JellaM, COJAEpKalluM
KOH(QUICHIMANbHYI0 HHpOpManuio, 0a3aM JaHHBIX C YYE€TOM OrpaHHYEHUM, YCTAHOBIIEHHBIX
3akoHoaTenbCcTBOM Poccuiickoit denepariu, U ycIoBHM, KOTOPbIE YCTAaHOBHIU COOCTBEHHUKU WIIH
BJIAJIEJIBIIBI ADXUBHBIX JOKYMEHTOB IPU UX NIE€peiaye B apXHUB.

JlocTyn monp3oBaTenss K MOUIMHHUKAM 0c000 IIEHHBIX JIOKYMEHTOB, B TOM YHCJE YHUKAJIbHBIX
JIOKYMEHTOB, K JoKymMeHTamM ApxuBHoro ¢onna Poccuiickoit deneparnuu, HaXOAAIIMMCSI B
HEY/IOBJICTBOPUTEIHHOM (DU3NUECKOM COCTOSIHUHM, OCYLIECTBIISICTCS B MCKIIOUUTEIBHBIX Clydasx (B
TOM YHCJIE JJIsi TPOBEACHUS pPabOT IO H3YYEHUI0 TaleorpaguvecKux OCOOEHHOCTEH TEKCTOB
apXMBHBIX JOKYMEHTOB) C IIHMCBMEHHOTO pa3pelIeHUs] PYyKOBOAMTENss apxuBa. [loibp3oBaTemnto
IPEOCTABIISAIOTCS KOMHMU YKa3aHHBIX JOKYMEHTOB ((OHI MOJb30BaHMS) WIH JIOKYMEHTAIbHBIC
nyOJIMKalUK, CoJleprKallue TaHHbIE TOKYMEHTHI.

ApxXxuB HE€ BIIpaB€ OIPAHMYMBATH WJIH ONPEAEIATH I0Jb30BATENI0 YCJIOBHUS HCIOJIB30BAHUSA
UH(OpPMAaLIKH, TIOTYYEHHOW UM B pe3yJbTaTe CaMOCTOSTEIBHOTO TIOMCKA WM MPEIOCTABICHHON eMy B
MOPSIIKE OKa3aHWsl apXWBOM IUIATHBIX YCIYT, 3a MCKIIOYEHHEM CIIy4aeB, IPEIyCMOTPEHHBIX
3aKOHOAATeNbCTBOM Poccniickont denepanny WM OrOBOPEHHBIX B JOTOBOPE apXHBa € M0JIb30BATEIEM
10 HHGOPMAITMOHHOMY OOCTY)KHBAHHIO.

A,

Opranunsanus padoThl 10 pacceKpeYMBAHUI0 APXUBHBIX JOKYMEHTOB
5.2. PykoBoAWTENIb apXuBa OPraHU3yeT MPOBEACHUE PAOOTHI IO KOHTPOJIO 32 CPOKAMH CEKPETHOCTH
apXMBHBIX JOKYMEHTOB, HWMEIOIIUX TpU(DBI CEKPETHOCTH, U HUHPOPMUPYET PYKOBOAUTENIECH
FOCYJAapCTBEHHBIX  OpPraHOB, HAJCJIICHHBIX IOJIHOMOYMSMHU IO OTHECEHHIO CBEICHHM K
rOCYJapCTBEHHOM TalHE, a TaKXKe PYKOBOAMUTENEH OpPraHU3alvii O HAJIMYUU B APXUBE CEKPETHBIX
ApXUBHBIX JJOKYMEHTOB CO CPOKAMU CEKPETHOCTH COJepKaluXxcsi B HUX cBeaeHuii cpoime 30 jer, ux
cocTaBe U 00beMax.
PykoBoauTenb apxuBa OpraHu3yeT pacCeKpeurnBaHUE apXUBHBIX IOKYMEHTOB B cily4dae o(ULHaIbLHOTO
JIeNIETUPOBAaHUs TIOJHOMOYHMI Ha MPOBEACHUE 3TOM paboThl PYKOBOAHUTEIEM COOTBETCTBYIOIIETO
roCyJapCTBEHHOIO OpraHa WM OpraHU3aluu.
B apxuBe coznmaeTcss KOMHCCHSI II0 pPacCEKpEUMBAHMIO apXMBHBIX JOKyMEHTOB. IlomokeHue o
KOMHUCCHH M TEPCOHANBHBIM COCTaB yTBEpXKAAIOTCS: B (eAepalbHOM TOCYyIapCTBEHHOM apXuBE -
pykoBonuTeneM; B apxuBe cyObekTa Poccuiickoit denepanuy - pyKOBOJUTENIEM YIIOJTHOMOYEHHOTO
opraHa HCIIOJTHUTENBHOW BiacTH cyOwbekTta Poccuiickoit ®enepamuu B cdepe apXUBHOTO JIena.
Komuccuss ocymectBisger paboTy B IUIAHOBOM TMOpPSJIKE, a TakKe B CBA3M C OOpaleHUSIMHU
MI0JIB30BaTENEH.



Pemienne komuccuu BCTyIAaeT B CHIIY IMOCIE YTBEPXKACHHS pyKOBOAHWTeNeM apxuBa. Ha ocHoBanuu
pEIICHUS] KOMUCCHH O(GOPMIISICTCS aKT O PacCeKPEUMBAaHUHM apXUBHBIX JOKyMeHTOB (cm. 1. 3.7.7.),
KOTOPBIM COTJIACOBBIBAETCS C TOCYAApPCTBEHHBIM OPraHOM WJIM OpraHu3aluel, HaJeIUBIINM apXHUB
COOTBETCTBYIOIIMMU OJTHOMOYHSIMU.

3anpockl MOIb30BaTENEH O PACCEKPEUUBAHUU APXUBHBIX JOKYMEHTOB PACCMATPUBAIOTCS apXUBOM B
YCTAaHOBJICHHBIM  3aKOHOJATEIbCTBOM CpOK. EciauM apxuB HE TMOJHOMOYEH pPacceKpeyrBaTh
3ampallivBaeMble CBEACHUS, OH B MECSAYHBIN CPOK C MOMEHTA MOCTYIJICHUS 3allpoca HAIPaBJISIET €ro B
COOTBETCTBYIOIIMI TOCYJAapCTBEHHBIH OpraH, IOJHOMOYHBIA paccMaTpuBaTh BOMPOC 00 HX
paccekpeunBaHuM, WM B MexBenoMcTBeHHY0 komuccuio (MBK) mo 3amute rocymapcTBEHHOM
TallHBl WM B MEXKBEIOMCTBCHHYIO AKCIIEPTHYIO KOMHCCHIO, IEUCTBYIONYIO B CyObekTe Poccuiickoii
®degepannu, 0 4eM YBEIOMIISIET MOJIb30BATENsI, HAPABUBIIIETO 3aIPOC.

ApXUB MNOpENOCTaBISET Uil WM3YYECHHs W OpraHU3alMM PACCEKPEUYMBAHUS WIEHAM HKCIIEPTHBIX
KOMHUCCHM, CO3IaHHBIX B OpPraHU3AIMUAX, PYKOBOAUTEIM KOTOPBIX HAJECJICHBI IMOTHOMOYHUSMHU 10
OTHECEHUIO CBEJEHUN K TOCYIapCTBEHHOW TaiiHe, WieHaM SKCIEPTHBIX TPYIH, CPOPMUPOBAHHBIX
MBK 1no 3amure rocyJapCTBEHHON TalHbI, a TaKXKe YIEHAM HWHBIX KOMHUCCUN, MOJIHOMOYHBIX
pacceKkpeunBaTh JOKYMEHTHl JUKBUIUPOBAHHBIX OpPraHU3allMil, HE HMEIIINUX IPAaBOIPEEMHUKOB,
ApPXUBHBIC TOKYMEHTHI MU apXUBHBIC KOMTUH, a TAK)KE HEOOXOAUMYIO HH(OPMAIIUIO.

Y

CnpaBo4YHO-NIOMCKOBbIE CPeACTBa (HAYYHO-CIPABOYHBII aNNapaT) K apXUBHBIM JIOKyMeHTaM
5.3. Jlna obecriedeHus] AOCTyMma K apXWBHBIM JOKYMEHTaM apXHWB MPEIOCTABISCT IOJH30BATEIIO
CIPaBOYHO-TIOMCKOBBIE CpelcTBA K HHUM (COBOKYIMHOCTh OIHMCAHHWH apXHMBHBIX JTOKYMEHTOB,
MPE/ICTABICHHBIX B aPXUBHBIX CIIPABOUYHUKAX, MTPEIHA3HAYEHHBIX JJI1 MTOMCKA apXUBHBIX JTOKYMEHTOB
U COfIeprKalllelicsl B HUX TOKYMEHTHON MH()OPMAIHH).

5.3.1. Komrmuiekc B3aWMOCBSI3aHHBIX W B3aMMOJIOTIONHIEMBIX, CO3JaBa€MbIX Ha EIWHON Hay4dHO-
METOJUYECKOW OCHOBE apXMBHBIX CIPABOYHHKOB O COCTABE U COJCPKAHUU ApXUBHBIX JTOKYMEHTOB
(cucrema HayuHo-cripaBouHoro ammapara (HCA) apxuBa) BKJIOYaeT 0Osi3aTCIbHBIC JIJIS BEICHHS B
apXuBe apXUBHBIC CIIPABOYHUKH (OMHUCH JIe]T, TOKYMEHTOB; MYTEBOAUTEIb; CHCTEMATHYECKUN KATaJIor)
U JIOTIOJIHUTEIIbHBIC apXUBHBIC CIIPABOUHUKH (YKa3arelb; 0030p).

B apxuBe Bemercs ananu3 u yder cocrosiaust cuctembl HCA apxuBa Ha OyMakHOM HocuTene (KypHai
no yuety coctosinusit HCA, kaproTeka) u/wiim B aBTOMaTU3UPOBAHHOM PEXKHME.

Y

O01mme TpeOOBaHMS K ONMMCAHUIO APXUBHBIX IOKYMEHTOB
5.4. Onucanue apXWBHBIX JOKYMEHTOB (co3maHue HWH(OpMAIMHM Ui ApXHBHBIX CIPABOYHHUKOB)
NPOBOJUTCS HAa TPEX YPOBHSAX: apXUBHBIN (OH, €IAWHHIIA XPAHCHHs/CAWHHUIIA ydYeTa, ApXUBHBIN
TOKyMeHT. [Ipu HEOOXOAMMOCTH ONMUCAHHE MOXKET MPOBOJIUTHCSA MO TPYIIaM apXUBHBIX (OHIOB,
rpyrnnaM eIUHHIl XpaHCHUs/SIUHMI[ yueTa, KOMIUIEKTaM, IpyInaM apXWBHBIX JIOKYMEHTOB, YacTH
APXUBHOTO JIOKYMEHTA.
OnucaHue apXuBHBIX JOKYMEHTOB MPOBOJMTCS HA TOCYIapCTBEHHOM si3bike Poccuiickoit denepanu
U MOKET JIOMOJHUTENILHO TPOBOMUTCS Ha s3bIKaX CyOBeKkToB Poccuiickoit Depepanuu M s3bIKaxX
MEHBIINHCTB.
OCHOBOHI apXMBHOTO CIPABOYHUKA SBISETCA OINMCATENIbHASI CTaThs, COCTOSIIAs W3 CIEAYIOIIUX
00s13aTeIbHBIX JICMEHTOB: CBEACHHUM, UACHTUDUIMPYIOINX HHPOpMAIHio (Ha3BaHUE U CIPABOYHBIC
JTAHHBIC apXUBHOTO (DOH[A, CTUHUIIBI XPAaHCHHUS/CAMHUIIBI YUeTa, apXUBHOTO JOKYMEHTA); CBEICHHUH O
COCTaBe M COJEp>KaHUU MH(OPMALNU; CBEIEHUN 00 YCIOBMSIX NOCTyIAa U YCIOBHUSX HCIOJIB30BaHUS
UH(pOpMAIINHU; CBEACHUI 110 UCTOPUH apXUBHOTO (oHAa (Ul YPOBHS apXUBHOTO (OHIA).
[Ipy HeoOXoaUMOCTH B OMNHMCATEIbHYIO CTaThlO BKJIIOYAIOTCS JOMOJHUTEIbHBIE CBENEHUS O
MECTOHAXO0XJICHUH OPUTHHAJIIOB; O HAJMYUU APXUBHBIX TOKYMEHTOB (OHI000pa3oBaTeisi B COCTaBe
JIPYTUX apXUBHBIX (POHIIOB U MECTaxX X XpaHEeHHs, Oubauorpadus u mp.
5.4.1. OnucarenpHasi cTaThsi apXUBHOIO CIPAaBOYHMKA HA YPOBHE apXMBHOTO (OHAA BKIIOYAET:
Ha3BaHue apxuBHOro (onrma (cm. 3.5.3.), cipaBoYHbBIC AaHHBIE O HEM, MCTOPHYECKYIO CIPaBKY K



GoHIly, aHHOTAIIMIO O COCTaBE W COJEPKAaHWUU APXUBHBIX JOKYMEHTOB, MH(OpMAIHIO 00 YCIOBHSX
JIOCTYTIa U UCIIOJIh30BaHUs, OnOmmorpaduio.

5.4.1.1.CnpaBouHbIC TaHHBIC 00 apXHUBHOM (DOHIE COCTOAT U3 3JIEMEHTa apXuBHOTO Imudppa (Homepa
¢donma); oObema apxuBHOrO (OHIA B CIMHHUIAX XpaHCHUS W/WIM CIUHUIAX YydYeTa IO BHIAM
JMOKYMEHTAIlMU, KpaHUX JaT apXWBHBIX JOKYMEHTOB MO Ka)XJAOMy BUAY JOKYMEHTAIUU; TEPEUHS
MUMEIOIIETrocs BHYTPU(POHIOBOTO HAYYHO-CIIPABOYHOTO amnmapara.

5.4.1.2 Vcropuueckas crpaBka K (poHIY COCTOUT U3 HH(OPMAINH 110 HCTOPUH (POHIT000pa3oBaTeNs U
HUCTOPHUH apXUBHOTO (OH/A.

Ceenenust 1o uctopun (GoHI000pa3oBaTessl BKIIOYAIOT: JaThl €ro oOpa3oBaHUs, NEpEHMEHOBAHUS,
peopraHu3alyy, JUKBUAANNN, BEAOMCTBCHHYIO PUHAIICKHOCTh, CTPYKTYPY U (DYHKIIUHU, Ha3BaHHS
OpraHu3aIlU-TIPEANISCTBEHHIKA U TMpaBonpeeMHuka. CBeneHuss o (oHI000pa3oBarene apXuBHOTO
(GoHIa TUYHOTO MPOUCXOKICHHS BKIIIOYAIOT €ro KpaTkue Ouorpadudeckue AaHHbie ((hamMHIus, ums,
OTUYECTBO, TICEBIOHUM, JACBHYbS (aMUIIUs, ATkl KU3HH, MpodeccHs, NaHHbIE O CIyKeOHOW Hu
00IIIEeCTBEHHO# JiesiTenbHOCTH). [y apXuBHOTO (OHIAA CEMbH, POJIa aHAJIOTHYHBIC CBEICHHS JAI0TCS O
KOKIOM U3 PpOJACTBEHHUKOB. [l oObenuHeHHOro apxwBHOro (oHIa cocTaBisiercs oOImas
UCTOpHUYECKast CIIPaBKa.

CBeneHus M0 HMCTOPUM apXWMBHOTO ()OHAA BKIIOYAIOT ATy €ro MOCTYIUICHHS B apXWB, 00beM U
KpaifHWe JaThl apXHWBHBIX JOKYMEHTOB, CTEIIEHb HX COXPAHHOCTH, OCOOCHHOCTH (HOpMHUpPOBaHWS,
OTMCAHMS U CUCTeMAaTHU3aINK; HH(OpMAIHIO 00 M3MEHEHUAX B COCTaBE U 00beMe apXUBHOTO (HOHIA U
UX MNpUYMHAX, O HAJIUYMU ApPXUBHBIX TOKYMEHTOB JpPYrux opraHu3auuii wiu sui (hoHI0BbIC
BKJIIOYCHHUS); O COCTAaBE HAy4yHO-CIIPABOYHOIO armmapara K apxuBHoMy ¢Goumy. s apxuBHOU
KOJUICKIIMHM YKa3bIBAIOTCSl CBEJCHUS O BPEMCHH, YCIOBHSAX, NPUYMHAX €€ CO3JaHUs; MPHHIUIAX
(dbopMUPOBaHHUS; MECTOHAXOKICHUH KOJUICKITUH JI0 MIOCTYIUJICHHS B ApXUB; COCTaBUTEIIE.
Hcropuyeckas cripaBka K pOHIY KOPPEKTUPYETCS MTPH U3MEHEHHH 00beMa apXUBHOTO (OH/IA, a TAKIKE
B Cllyyae peopraHu3aliiy, M3MEHEHUs CTPYKTYPbI, GYHKIMHA (HOHI000pa3zoBaTeNs U T.I1.

5.4.1.3. AHHOTanMsI O COCTaBE M COJEPKAHUU APXUBHBIX JOKYMEHTOB apXWUBHOTO (hOHIA BKIIOYACT
KpPaTKyr0 OOOOIIEHHYIO XapaKTEPUCTUKY ITUX JOKYMEHTOB IO BHJAM M UX COJIEPKaHUS IO TeMaM,
OTPaKAIONIMM HAIpaBIICHUS JESATEIBHOCTH (HOHI000pa3oBarTens, C yKazaHHEM XPOHOJOTHH TEM W
0003HaueHHEeM UX reorpaduueckux (aAMHUHUCTPATUBHO-TCPPUTOPHATILHBIX) TPAHHIL.

5.4.1.4. YcnoBusi nocTynma K apXWBHBIM JOKYMEHTaM apXWBHOTO (OHIA M WX HCIOJIb30BAHHS
BKIIIOYAIOT CBEACHUS O HAIMYUU APXHUBHBIX JOKYMEHTOB, JOCTYl K KOTOPHIM W TOPSAOK UX
HCHOJIL30BAHUS OTPaHUYECHBI 3aKOHOATEILCTBOM Poccutickoit ®denepaunn WA
dbonrm00Opa3oBaTeNnEM, a TaKKe CBEIEHUS O HATMYUU TOJIMHHUKOB 0CO0O IEHHBIX JIOKYMEHTOB, B
TOM YHCJI€ YHUKAJIbHBIX TOKYMEHTOB, U JOKyMEHTOB ApxuBHOTO (poHma Poccuiickoit deneparuu,
HAXOMSIIUXCS B HEYJOBIETBOPUTEITHHOM (DU3HMUECKOM COCTOSIHHUH; O HATMYUH (POHIA TOTH30BAHMS.
5.4.1.5.bubnuorpadus Kk apxuBHOMY (POHIIY BKIIFOYACT CIUCOK ONMyOJMKOBAHHBIX CIPABOYHHKOB IO
JaHHOMY (OHY U TOQOHIOBBIX TOKYMEHTAIBHBIX MyOIMKAIINi, BRITOJTHEHHBIX Ha M0 OCHOBE.
5.4.2.0nucatesnbHas CTaThsi QpXUBHOTO CIPABOYHHUKA HA YPOBHE €MHUIIBI XpaHCHHsI/CIMHHUIIBI ydeTa
BKJTIIOYACT. MOPSIKOBBIA HOMEP CIMHMIIBI XpaHCHUsS/CIMHUIBI yIeTa; CTapblii MHBEHTAPHBIA HOMED;
3aroJIOBOK C€/IMHMIIBI XpaHCHUs/CIUHUIBI ydeTa, CIpPaBOYHBbIC JaHHbIE O HEH; yKa3aHHEe Ha
MO/UTMHHOCTH/KOMMMUHOCTh, BHJ HOcUTenss (WiM Ccrnocod BOCIPOU3BEICHHMS), SI3bIK, BHCIIHUE
0COOEHHOCTH, YCIIOBHSI IOCTYIIA U UCTIOIh30BAHUS apXUBHBIX JOKYMEHTOB. OnrcaTenbHas CTaThs IPU
HEOOXOIMMOCTH JONOJIHSICTCS Ha3BaHUEM apXHUBHOTO (POHAA M €ro CTPYKTYpHOH vacT (omucu e,
JIOKYMEHTOB), aHHOTALUCH OTIENbHBIX APXUBHBIX JIOKYMEHTOB WJIM UX TPYII JaHHON CIUHHIIBI
XpaHCHHs/CTUHHIIBI yUeTa.

5.4.2.1. 3aroqoBOK E€AWHUIIBI XpaHEHUs YIPABICHYECKOW JOKYMEHTAIlUW, CIWHHIBI XPaHCHHS
APXUBHBIX JOKYMEHTOB JIMYHOTO TIPOMCXOXKJICHHUS BKIIOYAET. HAMMEHOBAaHWE BHUAA apPXUBHBIX
JOKYMECHTOB; aBTOpa(OB) apXuBHBIX JOoKyMeHTa(oB); aapecata(oB) wuiaM KoppecnoHaeHTta(oB),
KOTOPBIM HAIPABJICHBI WU OT KOTOPBIX IMOJYYECHBI JOKYMEHTBHI, BOMPOC WU TMPEAMET, HA3BAHUS
coObITHs, (paKkTa, MECTHOCTH, (AaMHUIMM W WHHUIHAAIOB JIMIA, K KOTOPHIM OTHOCHTCS COJCpKaHHE
YKa3aHHBIX JIOKYMEHTOB; JAaThl COOBITHIA. B ciydae oTCyTCTBHUS HEOOXOIUMBIX CBEIICHUI B 3ar0JIOBOK
BKJTFOYAETCs MOSICHsIoMAast MHpopManus: "aBTop HE YCTAaHOBJICH .



3arooBOK EAWHMIIBI y4YeTa KHHOBUICOJOKYMEHTA BKIIOYAaeT aBTOPCKOE Ha3BaHHEe (UiIbMa,
CHEIBBINYCKa, KHHOKYpHAJIa WM Ha3BaHUE COOBITHS, OTPAXEHHOTO B KMHO- WUJIU TEJIECIOkKETe, JaTy
NIPOM3BOJICTBA U/UJIH ATy CheMKH, (DaMUIIMK U MHUITHATIOB PEKUCcCcepa U/UIH OTiepaTopa ChbeMKH.
3aroyioBOK €TUHUIIBI yueTa (POHOJOKYMEHTAa BKJIIOYAeT Ha3BaHUE U )kKaHp (DOHOIOKYMEHTa, Ha3BaHUE,
MECTO U JIaTy OTpaKeHHOTo coObiThs. [Ipm oTcyrcTBHM Ha3BaHUS (DOHOIOKYMEHTA YKa3bIBaeTCs
OCHOBHOE COJIep)KaHME Tele- WK paguorepeaayu, BeICTYIICHUS, Oecebl U Ip. 3arojloBOK €IMHUIIBI
yuera (DOHOINOKYMEHTA, COAEPIKAIIETO 3alMUCh MPOU3BENCHUS JUTEPATYphl U HUCKYCCTBA, BKIIOYAECT
Ha3BaHME MPOU3BEICHUS U €ro KaHp, MEPBYIO CTPOKY TEKCTa, KOTOpas 3aKII0YAETCsl B KaBbIUKH, €CIIU
(OHOJJOKYMEHTOM SIBJISIETCSI HE HMEIOIEe aBTOPCKOTO Ha3BaHUsS M HE OMYyOJIMKOBAaHHOE paHee
npowusBecHue; HaMUIMK U WHUIMAIBI aBTOPOB M/MJIM MCIIOJHUTENCH Kak caMOro MPOU3BEICHHUsI, TaK
U ero 00paboTOK, MEePEOKEHU, IEPEBOOB; A3BIK (POHOTOKYMEHTA.

3aroyioBOK €IUHUIIBI XpaHEHUs (OTOJAOKYMEHTa BKIIIOYACT ONMHMCAHHWE HM300paKEHUS WM Ha3BaHHE
doroanpboma, craiia, HeraTuBa, PaMIIINIO U UHUITMAIIBI aBTOPA, MECTO U 1aTy ChEMKH.
5.4.2.2.CnipaBoYHbIC JaHHBIC O CIUHUIIE XPAaHEHUs/CAMHHUIIE yUeTa COCTOAT U3:

SJIEMEHTOB apXUBHOrO mudpa (Homepa GoHaa; HOMEpa OMHMCU JIeN, JOKYMEHTOB, HOMEpa €IUHUIIBI
XpaHCHHs/€TUHHIIBI YUETa);

o0beMa €IMHUIIBI XPAHCHUS/CIUHUIIBI ydeTa: JUIsi apXHWBHBIX JOKYMEHTOB Ha OYMaKHOW OCHOBE -
KOJIMYECTBO JIMCTOB; ISl KHHOBHICO(POHOJOKYMEHTOB (B 3aBUCHMOCTH OT BHJIa) - KOJMYECTBO STUHMIL
XpaHEHUs B €IUHUIIC y4eTa WU €IUHUI] y9eTa B SAMHHIIC XPaHEHUsS, METPAX, XPOHOMETPAXK, BPEeMs
3BydaHusi (B MUHYTaxX M CEKyHJax); /Uil (POTOJOKYMEHTOB - KOJUYECTBO HETaTUBOB, COCTABIISIOIINX
eAMHHILY XpaHEeHHUsI; IS OTOATEOOMOB - KOTMYECTBO ()OTOOTIICYATKOB,

KpallHUX JaT apXWUBHBIX JOKYMEHTOB, /JIs ayJWOBU3YaJbHBIX JOKYMEHTOB - JaThl 3allUCH WU
MIePE3aIrCH.

5.4.2.3. B kauecTBe BHOB MAaTCPUAIBHOTO HOCHTENS EIMHMIBI XpaHCHHs/CIUHHIIBI ydeTa IpU
OTMCAHUHN YKA3bIBAIOTCS:

JUTSL yTIPaBJICHYECKON MOKYMEHTAllMU U apXUBHBIX JOKYMEHTOB JIMYHOTO NMPOMCXOXKICHHUS - Oymara,
KalbKa, Iepramex, 1 T.J.;

U1t POHOTOKYMEHTOB I'paMMO(OHHOM 3aMUCH - MaTepUa HOCUTEIS;

TUTst POHOTOKYMEHTOB MAarHUTHOM 3aMTUCH - TUIT MATHUTHOMU JICHTHI,

JUTSL BUJIEOIOKYMEHTOB - (popMaT 3aIucH;

Ut POTO- M KWHOJOKYMEHTOB - JopMaT M OCHOBA IJICHKH, IIBETOIIEPE1ada;

TS 3JICKTPOHHBIX JIOKYMEHTOB - KOMITAKT-TUCK W/WJIN IPYTOi COBPEMEHHBIH HOCHTEb.
5.4.2.4.YcnoBus 10CTyna K CIUHHUIIAM XpaHCHUs/CAMHUIIAM y4YeTa U UX HMCIOJb30BaHHS BKITFOUAOT
CBEJICHMSI O HaJMYUU apXUBHBIX JIOKYMEHTOB, JOCTYH K KOTOPBIM M MOPSAAOK HX HCIIOJIb30BAHUSA
OTpaHUYEHBl 3aKOHOAATeNbCcTBOM Poccuiickoit ®epepanuu wiu (GoHI000pa3zoBaTeneM, a TakkKe
CBEJCHMSI O HAJIMYWU MOJJUHHUKOB 0CO00 IEHHBIX JOKYMEHTOB, B TOM YHCJIE YHUKaJIbHBIX
TOKYMEHTOB, H JIOKyMEHTOB ApxuBHOro ¢onma Poccuiickoit ®enepanuu, HAXOAAIUXCS B
HEYJIOBJIIETBOPUTEIHLHOM (PU3NYECKOM COCTOSIHUH; CBEACHUS O HATUYUU (POH[A MOJIb30BAHUS; O A3BIKE
U BHEIIHUX OCOOCHHOCTSX apXHBHBIX TOKYMEHTOB; 0 Hamuuuu HCA k equHuIle XpaHEHUs/CIUHHIIC
yuera.

5.4.3. OnucaTenbHas CTaThs apXUBHOTO CIPABOYHUKA HA YPOBHE apXUBHOTO JOKYMEHTA BKIIFOYAET:
3aroJIOBOK; CITPaBOYHbBIC JaHHBIC O HEM; YKa3aHHe Ha MOJIMHHOCTH/KOMUHHOCTD; BU HOcHTeNs (Min
Croco0 BOCIIPOU3BECHMUS); YCIIOBHS TOCTYIA U HCIIOJIb30BaHHUS.

5.4.3.1.3aronoBoK apXWBHOTO JOKYMEHTa BKJIFOYACT. HAMMEHOBAHHME BHA apXHUBHOTO JIOKYMEHTA,
aBTOpa; aJipecara WM KOPPECIOHACHTa, KOTOPOMY HAMpPABIIEH WM OT KOTOPOTO MOJYYEeH JOKYMEHT,;
BONPOC WM TMpeAMET, coObIThue, (aKkT, N0, Ha3BaHUE MECTHOCTHU, K KOTOPBHIM OTHOCHUTCS
coJlep’KaHue yKa3aHHOTO JIOKYMEHTA; 1aTy cOOBITHS. B ciydae OTCyTCTBHS HEOOXOAMMBIX CBEIICHUN B
3aroJIOBOK BKJIFOYAETCsl TOsICHsOIIas uHQopmarus: "aBTop He ycTaHoBieH', "06e3 marel’. Ilpm
HEOOXOJJUMOCTH 3aroJIOBOK JOTOJHAETCS aHHOTAIMEH, PAaCKPHIBAIOIIEH HE OTPaKEHHOE B 3aroJIOBKE
coJiep’KaHue TaHHOTO IOKYMEHTA.



5.4.3.2.CnipaBouHbIe JaHHBIE 00 apPXMBHOM JOKYMEHTE COCTOST M3 3JIEMEHTOB apXMBHOTrO miudpa
(Homepa ¢oHma; HOMepa OMHUCH e, JOKYMEHTOB; HOMEpa CIUHHUIBI XpPaHCHHs/CAMHUIIBI YYeTa;
HOMEPOB JIUCTOB); 00beMa (KOJIMYECTBA JIMCTOB) apXMBHOTO JOKYMEHTA; IAThl €0 CO3AaHUS.

5.4.3.3. YcnoBusi gocTtynma K apXMBHOMY JIOKYMEHTY W HCIIONB30BaHUS BKIIOYAIOT CBEICHUS O
HAIMYUU OTPAaHWYEHUN Ha JOCTYNl W OTPAaHWUYCHHNW 10 WCIHOJIH30BAHUIO, YCTAHOBJICHHBIX
3aKoHO1aTeLCTBOM Poccuiickoit deneparnuu wim GoHmoo0pazoBareneM, a Takke 00 OTHECEHUH €To K
YHCIy 0CO00 IICHHBIX JOKYMEHTOB, B TOM YHCJ€ YHHKAJIBHBIX JOKYMEHTOB, WJIH JIOKyMEHTOB
ApxuBHoro ¢onna Poccuiickoit denepannu, HaXOIAIMUXCS B HEYIOBICTBOPUTEIHLHOM (PU3NUECKOM
COCTOSIHUY, CBEJICHUS O HANWYMK (POH/IA OJIB30BAHUS; O SI3bIKE U BHEIIHUX OCOOCHHOCTSIX apXHBHOT'O
JIOKYMEHTA; O BKJItoUueHUH nHpopManuu o HeM B cuctemy HCA.

5.5. Ilpu cozmanuu HCA apxuB y4yuTHIBAC€T HE TOJIBKO 00IMe TpeOOBaHUS K COCTaBIICHUIO
ONKCaTeIbHBIX CTATEH apXUBHBIX CIPABOYHUKOB, HO U OCOOCHHOCTH MOJATOTOBKM MX Ka)JIOTO TUIA U
BU/IA.

Y

Onucek ges1, 1I0KyMEHTOB
5.5.1.0much nen, TOKyMEHTOB (apXHUBHBIN CIIPABOYHUK, TPEJHA3HAYCHHBIH [T PACKPBITUS COCTaBa U
COJIepKaHMs CAMHHIl XPaHCHMUs/SIMHUIL YUeTa, 3aKPEeIUICHUs] HX BHYTPH(OHIOBOH CHCTEMATH3aLNH U
ydera; npuiiokeHus Ne 7 - 8)cocTOUT U3 ONKMcaTeIbHBIX CTaTeH €AWHHIL XpaHEHHsI/€IMHUIL yueTa (CM.
n. 6.4.2.),uroroBoit 3amucu (cm. 1. 3.5.6), mucra-zaBeputens (npunokenune Ne 3) U CpaBOYHOTO
amrmapara K OIHCH.
B cnpaBouHblii anmapar omucu Jed, JOKYMEHTOB BXOIAT: TUTYJBHBIM JIUCT; COJEpXaHHE
(or;maBieHue), MPEIUCIOBUE; CIMCOK COKPAICHUH; TEPEBOAHBIC TAOJUIBI apXWUBHBIX HH(POB (B
citydae rnepepabOoTKH OMUCH); yKa3aTelu.
Ha TutynesHOM JHCTE ONMHMCH A€M, TOKYMEHTOB MOMEMIAIOTCS: MOJHOE HAa3BaHUE apXWBa, Ha3BaHHE U
HOMEp apXUBHOrO (pOHAA, HOMEp U Ha3BaHMUE ONMCH, KpalHUE JaThl BHECEHHBIX B ONMCh APXMBHBIX
JIOKYMEHTOB.
IIpeaucnoBue cocraBisgeTcs MO0 K KaXI0M omucH Aell, JOKYMEHTOB, IMOO 00Iee KO BCEM OIUCIM
apxuBHOro (poHna. B mpeancioBuu KpaTko H3araioTcss UCTopus (HoHI000pa3oBaTeNs U apXHUBHOTO
(GoHIa; aHHOTAIMs COCTaBa W COACPXKAHWS AapXHBHBIX JIOKYMEHTOB (C BBIICIICHHEM Hanbosee
TUNAYHBIX TPYII €IUHUI] XPAaHCHHS/AWHWI] ydYeTa IO HX BHUJAAM H Pa3HOBUIHOCTSM, IO
COJIEp)KaHHIO); COCTAB CIIPABOYHOTO arapara K onmucH. [Ipu cocTaBIeHUU OTAEIBHBIX IPEANCIOBUIA K
KaX/10i omucu apxuBHOro (OHIA Bce OOIIME MaHHbIE MO UCTOpUU (POHI000pazoBaTens U HUCTOPUS
apXMBHOI0 ()OHJA MOMENIAIOTCS B IPEAUCIOBUU K TIEPBOM ONHUCH /1€, JOKYMEHTOB.
[Tpu HE06XOAUMOCTH K OIUCH €T, TOKYMEHTOB COCTABIISIOTCS OOIME U CHICIMAIbHbBIC YKa3aTelu.
5.5.1.1. ApxuB B HEOOXOJUMBIX CIIy4asXx OpraHHU3yeT yCOBEPIICHCTBOBAHHE W MEPEePadOTKy OMHCEH
JielT, TOKyMEHTOB.
VY coBepuIeHCTBOBAaHUE OMMCHU /€], JOKYMEHTOB - KOMIUIEKC pa0OT M0 MOBBIIEHUIO HH()OPMAaTUBHOCTH
ONMCH. YTOYHCHHMIO 3arojOBKOB CIWHMIl XpaHeHus/equHui] ydera (0e3 W3MEHEHUS UX
CHCTEMAaTHU3alllH), COCTABICHHIO HEOOXOJMMOT0 CIIPAaBOYHOT'0 alIapara K OIHUCH.
[TepepaboTka onucu nen, JOKYMEHTOB - COCTaBIIEHUE HOBOM OIMMCH B3aMEH CTapoil, He OTBEUAIOIIEH
TpeOOBaHUAM IOMCKA M y4yeTa apXMBHBIX JOKYMEHTOB. IlepepaboTka omMcu BKIIIOYACT: U3y4CHHE
SIVMHHIl XPAHCHMs/CAWHUI] y4eTa C IPOBEACHUEM OSKCIEPTH3bl HMX LEHHOCTH, YTOYHEHHUEM HX
(GOoHI0BOW NPUHAIICKHOCTH; YTOYHEHHE WIIM COCTABIICHHWE 3arojOBKOB CAWHHIl XPaHCHWs/CIHHUILL
ydeTa; OINpeleleHWe WIM YTOYHEHHE MX KpalHMX JaT, IepecUCTeMaTU3aluI0  €IMHMIL
XpaHCHUs/CTUHUII ydYeTa [0 HOBOW CXEME CHCTEMATH3alUH M COCTAaBJICHHE HEOOXOAUMOTo
CIpaBOYHOrO anmnapata k onucu. [Ipu nepepaboTke onucu COCTaBIsAETCS MEPEBOAHAS TaOIUIIA CTAPhIX
Y HOBBIX apXWBHBIX NIM(POB €AWHHIl XPaHCHUs/CIMHUIl ydeTa. Y HUUTOKCHUE CTapbIX OMHUCEH Jer,
JIOKYMEHTOB TIOCJIEe UX nepepaboTku 3amnperiaercs. CTapble OMUCH YYUTHIBAIOTCSA MO HOBBIM OIHCSAM
Ha MpaBax OTAEIbHBIX €IUHMI] XPAaHEHUS U IOMELIAI0TCd B KOHIIE HOBOW OIUCH 3a IOCIEAHUM
HOMEPOM I10/] CBOMM 3arojIOBKOM U ¢ OTMETKOH "Onuck nepecocrtasieHa. Cum. om.Ne ...".

Y



IIyreBoauTenn
5.5.2.1lyreBoaurensd (apXUBHBIA CIPABOYHUK, COACPIKAIINI CBEICHH 00 apXMBHBIX (OHIAX apXuBa
(apXxMBOB) B CHCTEMAaTU3UPOBAHHOM BHUJIC U MPEIHAZHAYCHHBIN JIJIsl 03HAKOMIICHHS MTOJIb30BATENS C UX
COCTaBOM M COJICp)KaHHEM) COCTOMT M3 ONHUCATENBHBIX CTaTell Ha ypoBHE apxuBHOro donma (cM. 1.
5.4.1.)u cripaBOYHOTO arlapara.
Bugamu myTeBoAMTEIIS SIBJISIFOTCS TyTEBOIUTEND 1O (POHIaM apXxuBa (apXHMBOB); KPATKHiA CIIPABOYHUK
no ¢QoHmam apxwBa (apXHBOB); TEMAaTHYECKHH IMyTEBOAUTENb MO (oHmaM apxuBa (apXUBOB).
[TyreBoauTENN MOAPA3IEISIOTCS TAKKE HAa apXUBHBIC (BHYTPHAPXUBHBIC) U MEKapXHBHBIC.
Bun myreBoauTeNs M cXeMa MOCTPOSHHSI OTIPEACTISICTCS €T0 1EICBhIM Ha3HAYCHHUEM.
5.5.2.1.OcHoBHasi 4acTh myTeBoAMTENs MO (oHIAM apxuBa (apXHWBOB) COCTOMT M3 OIHCATEIBHBIX
cTaredl apXWBHBIX (DOHIOB WM Tpymm apxuBHBIX (oHIOB. B myreBogutens mo ¢oHmam apxupa
(apXMBOB) MOJDKHBI BKJIIOYATHCS CBEIEHHS O BCEX OTKPBITBIX apxWBHBIX (oHmax. Hekoropsie
apX¥WBHBIC (POHIBI MOTYT OBITh TPE/ICTABICHBI B BUJIE CIIICKA HEAHHOTHPYEMBIX apXUBHBIX ()OHIOB.
5.5.2.2. OcHoBHas YacTh KpaTKOrO CIpaBOYHUKA MO (oHmam apxuBa (apXHUBOB) COCTOUT W3
CHCTEMaTH3UPOBAHHOTO TIEPEYHsI ONMCATENBHBIX CTaTell Ha apXUBHBIC (DOHJIBI MITM TPYIITBI apXUBHBIX
bOHIIOB.
Kpartkue cripaBoYHUKH MOIPA3ACISIFOTCS Ha aHHOTHPOBAHHBIC U HEAaHHOTHPOBaHHBIC. OmrcaTenbHas
CTaThs B AHHOTHPOBAHHOM KPAaTKOM CIIPABOYHUKE COCTOUT M3 HA3BAHUS apXWUBHOTO (OHIIA CO BCEMHU
nepeuMeHoBaHuAME (poHT000pa3oBaTensl, CIPaBOYHBIX JAHHBIX 00 apxXxuBHOM (GOHAEC W KpaTKOH
AHHOTAIlMM Ha apXHWBHBIC JOKYMEHTHI 3Toro (oHma. OnucarenpHas CTaThsi B HEAHHOTHPOBAHHOM
KpPaTKOM CIIPAaBOYHHMKE COCTOMT W3 Ha3BaHUs apXUBHOTO (DOHJIA M CIIPABOYHBIX TAHHBIX O HEM.
5.5.2.3.OcHOBHas 4acTh TEMaTW4YEeCKOTO MYTEBOAMTENsS MO (poHIaMm apxuBa (apXHUBOB) COCTOUT W3
CHCTEMAaTH3UPOBAHHOTO TIEPEYHS OTMCATENLHBIX CTATEH 10 OMpEACICHHON TeMe Ha apXUBHBIE (DOHIIBI
WM UX YaCTH.
5.5.2.4.B cnpaBoYHBIA anmapar MyTeBOJIUTENS JTFOO0T0 BUIa BXOASIT TUTYJIBHBIN JIUCT, COJIEPKaHUE
(or;maBieHue), TPEAMCIIOBHE, CIUCOK COKpPAIICHWH, NPHIOXKEHUs, ykazarenu. K myreBomuTesro
cocTaBisieTcst o0mas oudmorpadus.
B MHOrOoTOMHBIX H3JaHUSX MYTEBOAUTENECH COCTABISIETCS CIPABOYHBIN ammapar Kak A BCEro
U3JJAHUS B TIEJIOM, TaK | JJIs1 OTACITBHBIX TOMOB.

)

Karaaorn
5.5.3. Karamoru (Mex(OHIOBBIE apXHUBHBIE CIPABOYHHKH, B KOTOPBIX CBEIACHHS O COAECPKaHUU
apXUBHBIX (DOHJIOB, SMHUILL XPAaHCHHUS/CAMHUI] yUeTa, apXUBHBIX JOKYMEHTOB (MJIM UX YacTeil) apxuBa
CTPYNIHUPOBAHBI MO TpeaMeraM (Temam, OTpacisM), pPAaCHOJIOKEHHBIM B COOTBETCTBHH C
OIIpEJICTICHHOW CXeMOM KJacCH(HUKALUK JOKYMEHTHON MH(OpManuu) oOpa3yloT CHCTEMY KaTaloroB
apxuBa. CocTaB CHUCTEMBI KaTajlOrOB apXHBa OMPEIENAETCS COCTaBOM M COJAEP)KAaHHEM apXUBHBIX
JIOKYMEHTOB; WHTEHCHUBHOCTHIO MIX HCIIOJIb30BAaHUS; CTENEHBIO pa3pabOTaHHOCTH apXUBHBIX (DOHIOB;
HaJIMYUEM M Ka4eCTBOM JPYTUX TUIIOB apXUBHBIX CIPAaBOYHUKOB. OCHOBHBIMH B CHCTEME KaTalOroB
apXuBa ABJISIOTCS CUCTEMAaTUYECKUI U UMEHHOM KaTaJIOTH.
Katanoru nmojpa3saessifoTcsi Ha CHCTEMAaTHUECKHe, TeMAaTUIeCKUE M UX Pa3HOBHIHOCTH (KaTajlord IO
UCTOPUU YUYPEXKICHUH, aIMUHUCTPATUBHO-TCPPUTOPHAILHOTO ACIACHHUS W JAp.), IPEAMETHbIE U HX
Pa3sHOBHIHOCTH (MMEHHO#, reorpapuuecKuii, 00ObCKTHBIN).
OnucatenbHasl CTaThsl KaTajora BKJIIOYAET: HA3BaHUE apXUBa, HHIEKC; PYOPUKY U MOAPYOPHKY; HaTy
COOBITHS; MECTO COOBITHSI; CBEICHHS M3 apXHUBHOTO JOKYMEHTA, CAMHUIIBI XpaHCHUs/CTUHUIIBI YUeTa,
apxXuBHOTO (oHa (CozepKaHue); apXUBHBIN MUQP; I3bIK JOKYMEHTA M CIIOCO0 €ro BOCIIPOHU3BEICHUS;
baMuINIO COCTaBUTENS U IaTy COCTABJICHUS OMUCATEIbHONM CTAaThH.
JIJist yCTaHOBIIEHUS CBSI3M MEXKAY pa3jieliaMy KaTaliora Wi pa3/ieJioB KaTajora ¢ APYTUMU apXUBHBIMH
CIPaBOYHHKAMU MPUMEHSETCS CUCTEMAa OTCHUIOK.

A,




Yxka3artenu u 0030pbI
5.5.4.Vka3arenu (apXMBHbBIC CIPABOYHHMKH, ITPEICTABISAIONINN OO0 aa(haBUTHBIN, CHCTEMATHUECKUI
WIM COCTAaBJICHHBIH MO KaKOMY-THOO HMHOMY TIpU3HAKy IepeucHb Ha3BaHWil (HaMMEHOBaHHIA)
IpEJIMETOB, YIMOMHHAEMBIX B apXHMBHBIX JOKYMEHTaX, C YKa3aHHEM WX AapXUBHBIX IIHU(POB)
MOJPA3NIENAIOTCA HAa BHYTPU(DOHIOBBIE, MEXK(OHOBBIE, MEXapXUBHBIC, a TAKXKE HA TEMaTUYEeCKHe,
npeaMeTHbIe (00IIHe U CIICIHATbHBIE), XPOHOJIOTHYECKHE. PAa3HOBUIHOCTSIMU TIPEIMETHOTO yKa3aTels
SIBIISIIOTCS] MIMEHHOW M reorpauieckuil yKa3aTeiH.
VYkazarenu MOTYT OBITh CaMOCTOSTEIbHBIMA apXWUBHBIMHU cripaBoyHMKamu B cucteMe HCA apxuBa
WIA BXOJUTH B COCTaB BCIIOMOTATEIbHOTO CIPABOYHOIO ammapara K JAPYIrHMM THIIAM apXHUBHBIX
CIIPaBOYHHKOB.
OmnucarenbHas CTaThsl yKazareis JIOOOr0 BHIAa COCTOMT M3 INPEIMETHOTO NOHATHs (PYyOpHKH) U
apXuBHOTO MmHdpa.
B ykazarene mpuMeHSieTCA CUCTEMa OTCHUIOK JJISi YCTAHOBJICHUS CBSA3EH MEXKIY TOXKICCTBEHHBIMU
pPEeIMETHBIMU MOHITUSIMH.
5.5.5.0030ps! (apXUBHBIE CIPABOYHHMKH, BKIIOYAIOIINE CHCTEMAaTH3HPOBAaHHBIC CBEICHUS O COCTaBE U
COJIEp’)KaHUU  OTHENbHBIX  KOMIUIEKCOB  apXMBHBIX  JOKYMEHTOB,  JOIOJHEHHbIE  HX
MCTOYHHKOBETYECCKAM aHAIIM30M) MOJIPA3IEIISIOTCS Ha 0030pbl (POHIOB U TEMAaTUYECKUE 0030PHI.
O0630p ¢oHIa BKIIOYAET CHUCTEMATU3MPOBAHHBIE CBEACHHUS O COCTaBE U COJCPKAHUM apXHUBHBIX
JIOKYMEHTOB OZHOTO apXHUBHOTO (hoHA.
Temaruueckuif 0030p BKJIIOYAET CHCTEMATHU3HpPOBAaHHBIE CBEACHHUS O COCTaBE M COJEP)KAHUU
ApXMBHBIX TOKYMEHTOB OJHOTO WJIM TPYIIbI ApXUBHBIX (POHJIOB OHOTO WIIM HECKOJIBKUX apXHBOB 110
ONpENCICHHON TEME.
B cnpaBouHBIii anmapar 0030pa BXOAST THTYJIBHBIH JIHCT, COJEpKaHUe (OTJIaBIEHKE), TPEIUCIOBUE,
CIUCOK COKpamleHu#l, ykaszarenu. K temarmyeckomy 0030py IOJKHBI OBITh COCTaBJIEHBI CIHCOK
dbou10B, HHPOPMAIIHS O KOTOPBIX COACPKHUTCS B 0030pe, 1 Oudimorpadus mo Teme 00630pa.

Y

ABTomMaTusupoBanubiii HCA

5.6. ApxuBHBIE CIPAaBOYHUKA MOTYT BECTUCh B apXMBE B aBTOMAaTH3UPOBAHHOM pEXHME,
o0ecrieunBaroieM BO3MOXHOCTH OIEPAaTUBHOIO U MHOTOACIEKTHOTO TOMCKA W MPEICTaBICHUS
JOKYMEHTHOH HH(popManuu (B TOM YHCIIE B PSKUME yIAJICHHOTO JOCTYIIA).

Nudopmanmonnoe HamomHeHne aBToMatn3upoBanHoro HCA cocTtaBisieT cofep:kaHue OmucaTeIbHBIX
CTaThell apXWMBHBIX CIPAaBOYHUKOB Ha ypoBHe apxuBHOro ¢onga (cm. m. 5.4.1.), equHUIBI
xpanenus/equannbl yaera (M. 1. 5.4.2.),apxuBHoro gokymenrta (cm. m. 5.4.3.),a Takke KIIIOYEBbIC
CJIOBa U PyOPUKATOPBHI.

O0s3aTeTbHBIMKA BUAaMHU KITFOYEBBIX CJIOB (TEPMHUHOB, XapaKTEPU3YIOMIUX B 000OIIEHHOM M CKAaTOM
BUJIC  COJCP)KAHWE  ONHMCATeNbHBIX  CTaTheld  ApXMBHBIX  CHOPAaBOYHHMKOB) TMpPU  BEICHHUU

aBromatuzupoBanHoro HCA sBmstoresa: "temartwka“, "mepconamuu’, '"reorpadms’. B ciyuae
HGO6XO,Z[I/IMOCTI/I MOT'YT CO3AaBaTbCA APYIUC BUAbBI KIIFOYCBLIX CJIOB.
PyOpukartopbl - CcHCTEeMaTHYeCKME ¥ TEMaTHYEeCKHE CXEMbl TMOHATHH C WHACKCaMHU IS
CTPYKTYPUPOBAHHUS U MTOMCKA TOKYMEHTHON MH(popMaI B aBToMaTuzupoBanaom HCA.

-,

®opMbI HCIOJIb30BAHNSA APXUBHBIX JOKYMEHTOB
5.7. OcHOBHBIC (OPMBI HCIIOJIL30BAHUSI APXUBHBIX JOKYMEHTOB (IPEIOCTABICHHS apXHBOM
0e3BO3ME3/IHO HJIM BO3ME3/IHO MOJIb30BaTEN0 HWH(DOPMALMOHHBIX YCIAYr M HHPOPMAIMOHHBIX
IPOYKTOB ISl YAOBIECTBOPEHUS €ro HH(POPMAIIMOHHBIX ITOTPEOHOCTEN):
nH(pOpMallMOHHOE OO0ecreueHne IOoNIb30oBaTeNieili B COOTBETCTBUM C HUX 3alpocaMd, a Takke B
WHULIMATUBHOM MOPSIKE;
MIPEIOCTABIEHUE aPXUBHBIX JOKYMEHTOB MOJIb30BATENSIM B YUTAIBHOM 3aJI€ apXUBa,
HKCIIOHUPOBAHUE APXUBHBIX JOKYMEHTOB Ha BHICTABKaX;
HCIIOJIb30BaHUE apXUBHBIX JIOKYMEHTOB B CPEICTBAX MacCOBOI MH(pOpMAIH;



npoBeicHue MH()OPMAIIMOHHBIX MEPONPUSATHI (BCTped ¢ OOIIECTBEHHOCTHIO, SKCKYPCUIl B apXHUBBI,
MPE3CHTAINM, THEH OTKPBITHIX IBEpPEH, JEKIHM, TOKIAI0B, YCTHBIX KYpHAJIOB, KOH(EpEHIINA, YPOKOB
JUTSL CTY/ICHTOB U IIKOJBHUKOB H JIP.) C UCTIOJIb30BAHUEM aPXUBHBIX JOKYMEHTOB,;

yOJTUKAIUsl apXUBHBIX JOKYMEHTOB.

5.7.1.3anpocel, NOCTyNarne B apXUBbI, IOAPA3IEISIIOTCS Ha:

3aMpoChl O TPENOCTaBICHUUM HHQPOPMAIMKM TI0 ONPENCTICHHOW mpobieme, Teme, COOBITHIO, (aKTy
(TemaTtnyeckue 3ampochl). Pa3HOBUIHOCTHIO TEMATUYECKHX 3alpOCOB SIBISIOTCS OHOrpaduueckue
3aMpoChl, IO KOTOPHIM YCTAHABJIMBAIOTCS CBEACHUS, HEOOXOMMMBIC ISl HM3YYCHHS] JKU3HU U
NESTEIIbHOCTH KOHKPETHBIX JIUII;

3aMmpoCkl O MPEAOCTABICHUH HH(POPMAIIMH, HEOOXOIUMOM JJIsI YCTAaHOBJICHHUSI POJICTBA, POJICTBEHHBIX
CBsi3el IBYX WK OoJiee JIUIl, HICTOPHH CEMbH, pojia (FeHeaJOrHueCKUe 3ampochl);

3aMpoChl, CBS3aHHBIE C COIMAIBHOW 3aIUTONW TpaXK[aaH, MPETyCMATPHUBAIONINE HX TEHCHOHHOE
oOecrieueHre, a TakKe TMOJMyYeHUE IIOT M KOMIICHCAIMH B COOTBETCTBHH C 3aKOHOJATEIhCTBOM
Poccuiickoit denepariiv ¥ MEKIyHAPOIHBIMUA 00s13aTenbCTBaMU Poccuiickoit denepanuu (3ampochl
COILIMAILHO-TTPABOBOTO XapaKTepa).

5.7.2.B nensax nacrosmux [IpaBui ucnonb3yroTcs CASAYIOMNE TOHATHS

apXuBHas CIpaBKa - IOKyMEHT apXvBa, COCTABIICHHBIN HA OJIAHKE apXWBa, UMEIOIINHA FOPUIUICCKYIO
CHUJIy W COJEp)Kalui JOKYMEHTHYIO WH(OpMaIMIi0 O MpeaMeTe 3ampoca C yKa3aHWEM apXHUBHBIX
mupPoB ¥ HOMEPOB JIMCTOB €AMHHI] XPAHCHUS TE€X apXUBHBIX JOKYMEHTOB, HA OCHOBAHMHM KOTOPBIX
OHa COCTaBJICHA,

apXWBHasl KOMUsS - JIOCIIOBHO BOCIIPOM3BOJIAIIAS TEKCT apXMBHOIO JOKYMEHTa KOMUS, C YKa3aHHEM
apXUBHOTO MH(Pa U HOMEPOB JIUCTOB €ANHUIIBI XPAaHEHUS, 3aBEPEHHAS] B YCTAHOBJICHHOM TIOPSIJIKE;
apXuBHAas BBIMHCKA - JIOKYMEHT apXuBa, COCTABJICHHBI Ha OlaHKEe apxuBa, JOCIOBHO
BOCITPOM3BOISIINI YacTh TEKCTa apXWBHOTO JOKYMEHTA, OTHOCSIIUHCSA K OMNpeAeieHHOMY (akTy,
COOBITHIO, TTUITY, C YKa3aHUEM apXUBHOTO MIH(pPa U HOMEPOB JTUCTOB €AUHHIIBI XPAHEHUS,
nH(pOpMaAIMOHHOE TUCHMO - TUCHMO, COCTaBJICHHOE Ha OJIaHKE apXHBa I10 3aIPOCy MOJIb30BATENS UITH
10 WHUIIMATHBE apXUBa, COJEpIKaIiee NHPOPMAITUIO O XPAHSIINXCS B apXHBE apXUBHBIX JOKYMEHTaX
0 OTIPEICICHHON TTpobiieme, TeMe,

TEMaTUYECKH TepeYeHbh AapPXUBHBIX JOKYMEHTOB - CHCTEMAaTH3HPOBAHHBIA KpPATKUW WU
AHHOTHPOBAHHBIN TEPEUEHb 3ar0JI0BKOB apXUBHBIX JOKYMEHTOB, €IMHHI] XPAHEHUs/CAUHUI] yUETa 110
OTpeCIEHHOW TeMe, C YKa3aHMeM HUX JaT U apXUBHBIX IMH(PPOB, COCTABIECHHBIA IO 3ampocy
MOJIH30BATES WM 110 MHUIIUATHBE apXHUBa,

TeMaTU4ecKasi moA0OpKa KOMH apXWBHBIX JOKYMEHTOB - CHCTEMATH3WPOBAHHBIN KOMILIEKT KO
ApXMBHBIX JIOKYMEHTOB WJIM HMX YacTed IO OMpPEACIICHHOW TeMe, IMOATOTOBJICHHBIM apXWBOM IO
3armpocy MOJIb30BaTENs WM M0 WHUIIMATHBE apXuBa. TeMaTudeckas MoJ00pKa BKIIFOUAET THTYIIBHBIN
JUCT, TEMATHYECKUM TEpeUYeHb apXHMBHBIX JTOKYMEHTOB M, IMPH HEOOXOAMMOCTH, HMCTOPHUYECKYIO
CIIPaBKy IO TEME;

TEMaTUYECKHI 0030p apXUBHBIX JIOKYMEHTOB - CM. 1. 5.5.5.

)

IopAnoK HCIOTHEHUS 3aIIPOCOB MOJIb30BaTe IeH

5.8. 3anpoc mnoab3oBaTeNs pPacCMATPUBACTCA M HCIOJIHAETCS apXUBOM IIPU HAIMYMM B 3ampoce
HaMMEHOBAHHUs FOPHIMYECKOTO JIUIa (U1 TpaXkiaH - paMUIIuKk, UMEHH U OTYECTBA), IIOYTOBOTO M/WIH
ANIEKTPOHHOTO ajpeca MOJb30BaTeNsl, YKa3aHUs TeMbl (BOIPOCA), XPOHOJIOTHU 3alpariiBacMOM
uHpOpMaLIUH.

3anpoc Mnoyib30BaTelsl PACCMaTPUBACTCA PYKOBOJCTBOM apXHBA UJIM YIOJIHOMOYEHHBIM JOKHOCTHBIM
JMOOM  (TMIIaMM), HANpaBiIIETCS HA MCHOJIHEHHE B COOTBETCTBYIOLIME TIOJPA3JACICHHUS WIH
HETIOCPE/ICTBEHHO HCIOJHUTENI0 W HCIOJHSACTCS 10 apXWBHBIM JIOKYMEHTaM HW/WIM TEeYaTHBIM
U3JIaHUSIM, OTHOCSILIUMCS K IIPEAMETY 3aIpoca.

3ampoc, He OTHOCSIIUICS K COCTaBy XpaHSAIIUXCSA B apXUBE apXUBHBIX JJOKYMEHTOB, B TEUE€HHUE S AHEN
C MOMEHTAa €ro pEerucTpaluy HalpaBiAeTCs B JIPYrol apXuB WIM OPraHM3aLUIO, TAC XPaHATCS



HEOOXO/IMMBbIE apXUBHBIE JOKYMEHTHI, C YBEJIOMJICHHEM 00 3TOM I0JIb30BATENsl, MM IOJIb30BATEIIO
JIA€TCsl COOTBETCTBYIOLIAs] pEKOMEH AL,

[lpu mocTymieHun B apXWB HMHTEpPHET-oOpalieHus (3ampoca) TOJb30BaTeNs C yKa3aHUEM ajpeca
QNIEKTPOHHOW MMOYTHI W/WIIM TIOYTOBOIO ajpeca, €My HalpaBiseTcs YBEIOMIICHHE O IIpHEMe
oOpaieHus (3ampoca) K pacCMOTPEHHIO WJIM MOTHBHPOBAHHBIA OTKa3 B paccMOTpeHHu. [IpuHATOE K
paccMOTpeHHI0 oOpamieHue (3armpoc) pacredaTsiBaeTcs M B JalbHEWIIeM padoTa ¢ HHUM BEIETCS B
YCTaHOBJIEHHOM HOPSJIKE.

OTBeT Ha 3ampoc MOJIb30BATENA IA€TCS HA TOCYIApCTBEHHOM s3bike Poccuiickon denepanui.

ApXHB OCYHIECTBIIIET IPUEM TIpaxkaH B IPUEMHON WM CTOJE CHPAaBOK M BEAET UX Y4YET IIO
YCTAHOBJIEHHOM (hopMe. PyKoBOACTBO apxuBa HECET JUYHYIO OTBETCTBEHHOCTh 3a OPraHU3ALUIO
IIPUEMA U PACCMOTPEHUS 3alIPOCOB I'PaK/IaH.

5.8.1. Tematnueckuii 3ampoc TOCYAApPCTBEHHOTO OpraHa WM OpraHa MECTHOTO CaMOYIpPaBJICHUS,
CBSI3aHHBIN C UCIIOJHEHUEM UMHU CBOMX (DYHKIIHH, apXUB pacCMaTPHUBAET B MIEPBOOUYEPETHOM MOPSIKE
B YCTAHOBJICHHBIC 3aKOHOJATEIBCTBOM JIMOO B COIJIACOBAaHHBIE ¢ HUMHU CPOKH. VcronHeHue Takoro
3arpoca OCyIIeCTBIsIeTCs Ha 0€3B03ME3THOM OCHOBE.

HcnonHenne TEeMaTHYECKOro 3ampoca OpPraHM3alMU WIM TpakJaHWHA OpPraHU3yeTcs B MOpsIKe
OKa3aHUs IUIATHBIX YCIYT (B TOM YHKCIIE HA OCHOBE JOTOBOpa) Mk 0e3B03Me3HO. CPOKH U CTOMMOCTh
paboT NO MCIOJHEHUIO YKa3aHHOIO 3ampoca B IMPEABAPUTEIBHOM IOPAJKE COIJIACOBBIBAIOTCA C
I10JIb30BATENEM.

Ilpy HEOOXOIUMOCTH MpPOBEAECHUS OOBEMHOW pabOThl MO IOUCKY U KOMNHMPOBAHUIOD APXMUBHBIX
JOKYMEHTOB apXHB MUCHbMEHHO HM3BEIIAET MOJb30BATEIsI O MPOMEKYTOUHBIX pPe3ysbTaTax paOOTHI.
Bun wuHpopManuoHHOro JOKyMEHTa, MOJrOTAaBIMBAEMOIO apXMBOM IO 3alpocy I0JIb30BaTels,
COTJIACOBBIBACTCA C HUM, €CIM 00 3TOM HE yKa3aHO B 3aIpoce.

5.8.2.I'eHeanornyeckuii 3anpoc Mojab30BaTeNs apXUB MCIIOJIHACT B OPSIIKE OKa3aHUs IUIATHBIX YCIyT
(B TOM umcie Ha OCHOBE JIOrOBOpa). YKa3aHHBIA 3allPOC MOXKET UCIIOJHATHCS KaK B OTHOLICHUH
3asBUTEJISA, TAK U B YCTAHOBJIEHHOM MOPSAKE B OTHOIIEHUH JPYTUX JIULL.

WNudopmanus monp30BaTenio MpeacTaBisieTcs B (OpMe POJOCIOBHOTO JpeBa, TeHEAJOTHYECKOU
POCIIUCH, T€HEATIOTMYECKOM TaOJIMIbl UM apXUBHBIX CIIPABOK, apPXUBHBIX BBIIHUCOK, KOUN apXUBHBIX
JOKYMEHTOB, YCTAHABJIMBAIOIIMUX pOJCTBEHHBbIE CBs3U. llpu OTCYyTCTBMM BO3MOXXHOCTEH 11O
UCTIOJIHEHUIO T'eHEaJOrMYeCKUX 3alpoCOB apXUB PEKOMEHIYeT I0JIb30BaTENI0 IMPOBOAUTH
CaMOCTOSITENIbHBIA TIOMCK HMHTEPECyIolell ero HH(OpMaIlMy TEeHEAIOTHYEeCKOro Xapakrepa B
YUTAJIbHOM 3aJI€ ApXUBA.

5.8.3.3ampoc coruanbHO-IPaBOBOr0 XapaKTepa UCIOIHIETCS apXUBOM 0€3BO3ME3/THO.

CpoK HCHOJHEHHUs 3aIpoca COLUAIbHO-IIPABOBOIO XapakTepa B apXHMBe HE JOJbKeH mpesblmars 30
JHEeW ¢ MOMEHTa perucrpauuu 3amnpoca. C pazpenieHus pyKOBOACTBA apXHBa 3TOT CPOK MOXKET OBbITh
opu HeoOXOAMMOCTH NPOJJIEH, € OO0sA3aTeNbHBIM YyBEeIOMJIEHHMEM 00 3ToM mojb3oBaTens. Cpok
ucnonHenus 3anpoca no HCA apxusa - He Oonee 15 qHel ¢ MOMEHTa ero perucTparii.

Ilpy ucnoiaHEHMM MOBTOPHOIO 3alpoca COLMAIBHO-IIPABOBOIO XapakTepa MM COCTaBJICHUH I10
npoch0e TONb30BaTeNsl apXMBHOM CIPaBKH, aHAJOTUYHOM paHee BBLAAHHOW, apXWB MpPOBEPSET
COOTBETCTBUE CBEJCHMH, BKJIIOUYEHHBIX B JTYy CIpPaBKy, TEM, KOTOpbIE MMEIOTCS B apXUBHBIX
JOKYMEHTaX, U B CiIydyae OOHapyXCHHUs IOMOJIHUTENbHBIX CBEIEHHUH, BKIIOYAET MX B IOBTOPHO
BbIJIJaBaEMYIO apXUBHYIO CIIPaBKY.

A,

OdopMmiteHHe apXUBHBIX CIPABOK, APXUBHBIX BHIMUCOK H APXHUBHBIX KOMUIA

5.9. ApxuBHas cnpaBka (mpuiokerre Ne 13) u apxuBHasi BBIITUCKA COCTABIIIOTCS ¢ 0003HAYEHHUEM
Ha3BaHU MH()OPMAIIMOHHOTO JIOKyMeHTa "ApXxuBHas crpaBka”, "ApXHUBHas BHIITUCKA".

5.9.1. Tekcr B apxuBHOH cmpaBke (mpuiokenue Ne 13) maercs B XPOHOIOTHYECKOM
MI0CJIEIOBATEILHOCTA COOBITHH C yKa3aHHUEM BUIOB apXHMBHBIX JOKYMEHTOB W HMX JHaT. B apxuBHOI
CIIPaBKe JI0NyCKaeTcs HIUTUPOBAHNUE apXUBHBIX JOKYMEHTOB.

HecoBnagenne OTAETbHBIX JaHHBIX APXUBHBIX JOKYMEHTOB CO CBEIEHHUSIMH, HW3JIOKCHHBIMU B
3arpoce, He SBJSETCS MPEMSITCTBUEM JJisl BKJIIOYEHUS UX B apXHMBHYIO CIPaBKy IPH YCJIOBHH, €CIIU



COBIMAJICHWE BCEX OCTANBHBIX CBEICHUN HE BBI3BIBAET COMHEHHI B TOXKJISCTBEHHOCTH IHUIA WIH
($akTOB, O KOTOpPHIX TOBOPUTCS B AapXUBHBIX JOKYMEHTax. B apXuBHOI cmpaBke O3TU JaHHBIE
BOCTIPOM3BOSTCS TaK, KAK OHU U3JI0’KEHBI B ADXUBHBIX JOKYMEHTAX, & PACXOKICHUS, HECOBIAACHUS U
HETOYHbIE Ha3BaHMs, OTCYTCTBUE HMEHH, OTYECTBAa, MHUIIMAJIOB, WM HAJIWYHME OJHOTO M3 HHUX
OrOBapUBAIOTCS B TEKCTE crpaBku B ckoOkax ("Tak B mokymente", "Tak B TekcTe opurnHana”).
Csenenus o pabote, yueOe B HECKOJIBKUX OpraHU3alMsIX, YUeOHBIX 3aBEJCHUSIX BKIIIOYAIOTCS B OJHY
ApPXUBHYIO CIIPaBKY.

B nmpumeuaHusix MO TEKCTy apXUBHOW CHOpPaBKM OrOBapuBalOTCd HEPa30OpPUMBO HAMKMCAHHBIE,
UCIIPABIICHHBIC aBTOPOM, HE MOAJAIONINECS TPOYTSHHUIO BCICACTBHE MOBPEKACHUS TEKCTA OpUTHHAIIA
mecta ("Tak B Tekcte opurunana”, "B Tekcre Hepa3zbopunBo”).

B Tekcte apXxuBHO# CripaBKH HE JOMYCKAIOTCS U3MEHEHUS, UCTIPABIICHUS, KOMMEHTapHH, COOCTBEHHBIE
BBIBOJIbI UCIIOJIHUTENS 10 COJAEP>KAHUIO apXUBHBIX JOKYMEHTOB, HA OCHOBAaHHWU KOTOPBIX COCTaBJICHA
apXWBHAas CIpaBKa.

B KoHIle apXWBHOW CNpaBKU MPUBOASTCS apXUBHbIE MUGPHI U HOMEPA JIUCTOB E€IMHHUIl XPAHEHUS
ApPXUBHBIX JOKYMEHTOB, TII€UaTHBbIC W3JIaHUS, WCIOIB30BABIIMECS [UISI COCTABJICHHS apXHBHOM
cIpaBKu. B TekcTe apXuBHOI ClpaBKU JOIMYCKAeTCsl MPOCTaBICHUE apXUBHBIX MIU(GPOB U HOMEPOB
JUCTOB €IUHUI] XPAaHCHHsI apXHBHBIX JOKYMEHTOB Cpa3y IMOCJIE H3JIOKCHHS KakIoro (akra Wiu
COOBITHS.

B apxuBHOW crmpaBke, 00beM KOTOPOH MPEBBINIACT OJWH JIUCT, JIUCTHI JOJKHBI OBITH TPOIIHTHI,
POHYMEPOBAHBl M CKPEIJICHBI MEYaThio apxuBa (i1 MYHHUIIMIIAILHOTO apXWBa, HE SBISIOMIETOCS
IOPUINICCKUM JIUIIOM, - [I€YaThI0 OpraHa MECTHOTO CAMOYITPABIICHHS).

ApxuBHas ClpaBKa, MpeHa3HAYCHHAs U1 UCIIONIb30BaHus Ha Tepputopuu Poccuiickoit denepanuu,
MOJIIIMCHIBACTCS PYKOBOJCTBOM apXHBa, HCIOJHUTEIIEM M 3aBEpsCeTCS IMeYaThlo apxuBa (s
MYHUIIMIIAJIBHOTO apXHBa, HE SIBISIIOMIETOCS IOPUIMYECKUM JIHMIIOM, - TeYaThl0 OpraHa MECTHOIO
camoympaBlicHHs). ApXWBHas CHOpaBKa, NpEJAHA3HAYCHHAs I  HAmpaBJICHUS 3a pYyOeiK,
TOJIMUCHIBACTCS PYKOBOJCTBOM apXWBa W 3aBepseTcs repOOBOW mMedaThio (IUIss MYHHUIMIATBHOTO
apXx¥Ba, He SIBISIONICTOCS IOPUINICCKUM JIUIIOM, - IEYaThI0 OpraHa MECTHOTO CAMOYITPABIICHHS).

[Tpu HEOOXOAMMOCTH K apXMBHOM CHpaBKe MpUjIaraloTcs KOMUU apXHUBHBIX JOKYMEHTOB MM BBITHUCKU
U3 HUX, TIOATBEPKIAIOIIUE CBEICHNUS, U3JI0’KEHHBIC B ApXUBHOM CIIpaBKe.

ApXUBHBIE CTIPAaBKH, HaIlpaBsieMble B TOCyAapcTBa, nmoanucapmue ['aarckyro konBennuio 1961r., B
COOTBETCTBUU C KOTOPOW He TpeOyeTcss KOHCYNbCKas Jeranu3anus O(HUIMaTbHBIX JOKYMEHTOB,
3aBEPSIFOTCA MPOCTABICHUEM W 3allOJHCHUEM CIEIHAIBHOrO ImTamma - “amocTuis . Ha apXuBHBIX
CIpaBKax TMPOCTABISETCS U 3alOJHICTCS HaUIekKAIIUM 00pa3oM amoCTUIb PYKOBOJACTBOM
BBIILIECTOSIILIETO YINOJHOMOYEHHOIO OpraHa HCIOJHUTEIbHOW BIIACTH B cdepe apXHUBHOIO Jiena.
ATIOCTHIIb HE TPOCTAaBISIETCS Ha apXWBHBIX CIpPaBKaX, MPEAHA3HAYCHHBIX MJIs HAMpaBICHUS B
rocynapctna, ¢ kotopsiMu Poccuiickas ®@enepanus 3akimounia J[oroBopel 0 MpaBOBOM MOMOIIU U
MPABOBBIX OTHOIIEHUSIX MO TPAKITAHCKUM, CEMEHHBIM U YTrOJNIOBHBIM JIeaM, a TaKXKe B TOCYIapCcTBa-
yuactauku CHI', moamucapmme CornamieHue o mpuHIUNax 1 (Gopmax B3auMOJICHCTBUS B 00JacTH
UCIIONIb30BaHUsl apXWBHOW HH(OpPMAINH, WIH ¢ KOTOPHIMH MMEIOTCS JBYCTOPOHHHE COTJIALICHUS O
COTPYJIHUYECTBE.

[Ipu oTcyTcTBUM B apXWBe apXUBHBIX JOKYMEHTOB, HEOOXOIMMBIX I WCIOJNHEHHUS 3ampoca, Ha
OJlaHKe apXHBa COCTaBJISETCS OTBET, MOATBEPXKAAIOIINNA HETOIHOTY COCTaBa apXUBHBIX JIOKYMEHTOB
1o Teme 3arpoca. [Ipy Heo0X0AMMOCTH OTBET MOXKET OBITh 3aBEPEH IepOOBO NEUaThIO.

B ciydyae nokyMeHTanbHO MOJATBEPKICHHBIX (PAKTOB yTpaThl apXUBHBIX JOKYMEHTOB, COJEPKaIINX
3ampanimBacMble CBEJICHUS, apXWB BBIJAET CIPABKYy MO JAHHOMY BOMPOCY, MPU HEOOXOIUMOCTH
3aBEpEHHYIO MeYaThl0 apXUBa.

5.9.2. B apxuBHO#1 BBIINCKE HA3BAaHUE APXUBHOTO JIOKYMEHTA, €T0 HOMEp M JaTa BOCIPOU3BOMSATCS
MOJIHOCTBIO. M3BJ€UEHUSIMH M3 TEKCTOB apXMBHBIX JOKYMEHTOB JOJDKHBI OBITH HCYEpIaHbl BCe
UMEIOIINECs TaHHbIEe TI0 3anmpocy. Hagano u KoHel KaKIoro U3BJICUeHHs, a TAKXKE MPOMYCKH B TEKCTE
ApXUBHOTO JIOKYMEHTa OT/AEIbHBIX CJIOB 0003HAYAIOTCS MHOTOTOYHEM.

B nmpuMedaHMsIX K TEKCTy apXUBHOW BBIMMCKH JIETAIOTCS COOTBETCTBYIOIIUME OTOBOPKH O YACTAX
TEeKCTa OpHUTMHajia, Hepa30OpyYMBO HANHCAHHBIX, HCIPABICHHBIX aBTOPOM, HE MOJAIONIUXCS



HpO‘-ITeHI/IIO BCJICACTBUC HOBpe)KI[eHI/IH TEKCTAa U T.AO. OTI[GJ'H:HBIG CJiIoBa " BBIpa)KeHI/I}I OpI/II‘I/IHaJ'Ia,
BBI3BIBAIOIINE COMHEHUS B UX TOYHOCTH, OTOBApUBAIOTCA clioBaMH ''Tak B Tekcte opuruHana”, "Tak B
nokymenrte". Ilocnme Tekcta apXMBHOW BBIMKMCKM YKa3bIBAIOTCS apXUBHBIM MK(p M HOMeEpa JIMCTOB
CIMHMIIBI XPaHCHHS apXUBHOTO JJOKYMEHTA.

AYTEeHTUYHOCTh BBIJAHHBIX IO 3alpocaM AapXHMBHBIX BBIMHCOK YAOCTOBEPSETCS MOMAIMUCHIO
PYKOBOJIUTEINS apXvBa WM YIOJHOMOUYEHHOTO JOJDKHOCTHOTO JIMIIAa M Ie4yaTbio apxuBa (s
MYHUIIMIIAJIBHOTO apXHBa, HE SIBISIIOMIETOCS IOPUIMYECKUM JIHMIIOM, - TI€4aThi0 OpraHa MECTHOIO
CaMOYIIPaBJICHHS).

5.9.3. Ha o6opoTe Kaxaoro JMcTa apXUBHON KOMWU MPOCTABISIIOTCS apXUBHBIE MHQPPHI U HOMEpPA
JUCTOB €IMHUIl XPAaHEHUS] apXUBHOTO JOKYMEHTa. Bce JHMCThI apXWBHOW KOMHH CKPEIUISIOTCS U Ha
MECTe CKpEIUIEHHs 3aBepsIlOTCS TMe4yaThbl0 apXWBa W TOAMNKMCHIO €ro PYKOBOIUTENS WU
YIIOJTHOMOYEHHOTO JIOJDKHOCTHOTO JIMIA. ApXWBHAs KOMUs, MpeJHA3HAYCHHAS JUIS HAIMPABJICHUS 34
pyOex, 3aBepsercs repOoBOM MeYaThi0 U MOANKCHI0 PYKOBOAUTENS apXUBa.

5.10. ApxuBHas crnpaBka (npwioxkenue Ne 13), apxuBHasi BBIITUCKA, apXWBHAsl KOMHS M OTBETHI Ha
3aMpoChl BBICBUIAIOTCSA MO MOYTE MPOCTHIMU MHCbMaMHU.

ApXuBHas CIIpaBKa, apXWBHAsl BBHIMUCKA M apXWBHAas KOMUs, MpeIHA3HAUCHHBIC /JIs HAMPABICHUS B
rocynapcrBa-yuyactouku CHI', Bkimouass oTBeThl 00 OTCYTCTBHM 3alpalllMBacMbIX CBEICHUM,
BBICBUIAIOTCS] ApXUBOM HEIIOCPEACTBEHHO B a/Ipeca 3asBUTEIEH.

ApXuBHas CIIpaBKa, apXMBHasl BBHINUCKA M apXWBHasg KONUS, MpelHa3HauYeHHBIE AJIs HAlpaBieHUs B
rocynapcTBa, He sBisttonuecs yuactaukamu CHI', Bkitouast OTBETHI 00 OTCYTCTBHH 3alpaIiiBacMbIX
cBeleHUH, O(GOPMIIAIOTCS M BMecTe C 3ampocamMu (aHKETaMH, JIMYHBIMH 3asBJICHUSMH W T.II.)
HATPABIISIOTCS ApXMBOM B COOTBETCTBYIOIIHMH (efepanbHbIi OpraH HCIOJHUTEIBHONW BIACTH B
YCTaHOBJIECHHOM MOPSJIKE.

ApXuBHasl CIOpaBKa, apXWBHas BBIMUCKA M apXWBHasg KOMHUS B Cly4yae JIMYHOTO OOpaIieHus
rpaXAaHUHA WU €r0 JOBEPEHHOIO JHUIAa B apXUB BBIAAIOTCS €My IO/ PAaCHUCKY MpU MpeabsBICHUN
nacropTa MJd HMHOTO YAOCTOBEPSIOLIETO JTOKYMEHTA; IOBEPEHHOMY JHIly - NPU IPEIbSIBICHUU
JIOBEPEHHOCTH, O(GOPMIICHHOW B YyCTaHOBJICHHOM Topsnke. Ilomydarenb apXWBHOW CHpPaBKH W
APXUBHOU BBIMTUCKH PACIUCHIBACTCS HA MX KOMHUSIX WM HA 000pOTE COMPOBOIUTEILHOTO MHCHhMA K
HUM, YKa3bIBas JaTy UX MMOJY4YEHHUS.

3aBepeHHas arlOCTHIIEM apXHWBHAs CIIPaBKa, apXWBHAs BBHIMUCKA M apXUBHAS KOMHS B CIydae JTUYHOTO
oOpallleHusi TpakJIaHWHA WJIM €ro JOBEPEHHOro JHIIA B apXWMB BBIIACTCA €My Ha pPyKd IpH
MPEIbSBICHUI KBUTAHIINH 00 yIUIaTe TOCYIapCTBEHHOMN MOIUIHHEI 32 TIPOCTABIICHUE allOCTHUIIS.

Y

Bo3BpaleHue NoJVIMHHUKOB APXUBHBIX JOKYMEHTOB
5.11.T1o nuChMEHHBIM 3asIBICHUIM C pa3pelieHus] PyKOBOAUTEIIS apXHBa peadMINTUPOBAHHbIC JTHILIA U
UX HACJIEIHUKH HUMEIOT IpPaBO Ha IOJYYEHHE NOJJIMHHUKOB COXPAaHUBLIMXCS B IPEKpAICHHBIX
YrOJIOBHBIX W aJMUHHCTPATUBHBIX, a TaKkke (UIBTPALIMOHHO-TIPOBEPOUYHBIX JeNaX apXHBHBIX
JOKYMEHTOB TBOPYECKOTO0 XapakTrepa - pykomuced, ¢ororpaduil, muceM u APYTUX JUYHBIX
JOKYMEHTOB (32 UCKJIFOYCHUEM ITaCIIOPTOB, BOCHHBIX OHMJIETOB, CIY)KEOHBIX yJOCTOBEPEHHI U JIPYTUX
ApXUBHBIX JOKYMEHTOB OQHUIIMATBEHOTO MPOUCXOKICHHS).
[lo nmMCbMEHHBIM 3asIBIICHUSM C pa3pellieHUs PYKOBOAMTENS apXuBa Ipa)kIaHE HMMEIOT IpaBO Ha
MOJIyYE€HUE COXPAHUBIIUXCS B apXMBE MOJTUHHUKOB COOCTBEHHBIX TPYIOBBIX KHUKEK.
C u3bIMaeMBIX apXMBHBIX JOKYMEHTOB JIENAIOTCSl KOMMHU, KOTOpPhIE MPHOOLIAOTC K JienaM. M3bsartue
apXMBHBIX JOKYMEHTOB, a TaK)K€ MX 3aMEHA Ha KOIHMM OTPAXalTCSd B JIMCTaX-3aBEPUTENSAX T, B
ONMCSX A€, TOKYMEHTOB.
BosBpamienre apXuMBHBIX JOKYMEHTOB O(QOpMIIeTCS akTOM 00 H3BSITHUM U3 [l YKa3aHHBIX
JOKYMEHTOB. AKT M Jpyrue JOKYMEHTbl, Ha OCHOBAaHHUU KOTOPBIX IIPOU3BEAECHO BO3BpALICHUE
apXUBHBIX JOKYMEHTOB, U PaclucKa JIUIa, MOJY4YHUBILEro UX Ha PYKH, BKIIIOUAIOTCS B Jes0 oH/a.

)




Oo6cay:xnBaHMe N0Jb30BaTe/eil B YHTAJIBLHOM 3aJie
5.12.]JIna oOcayKuBaHUs MOJIB30BATENICH B apXUBax JEHCTBYIOT YATAIBHBIN 3aJ1, TPOCMOTPOBBIN 3al,
KOMHATa TpOCIYIIUBAHUSA (OHOIOKYMEHTOB CO CHEUHalIbHBIM 000pydoBaHHEM Il paboT ¢
MUKPOKONHSMH apXHUBHBIX JOKYMEHTOB, ayJAHOBHU3YyaJIbHBIMUA U 3JIEKTPOHHBIMHM NOKyMeHTaMu. IIpu
OTCYTCTBUH CIELHATbHO BBIJICJIEHHOTO MOMEIIEHHs 00CITy>KUBAHHE TOJIb30BaTENIeH MPOU3BOAUTCS B
paboueli KOMHaTe apXuBa M0 KOHTPOJIEM COTPYJHUKA apXUBa.
[opsimok paboTHI MMOJIB30BATENCH C apXUBHBIMH JOKYMEHTAMH B YMTAJIHHOM 3ajie apXHBa, UX MpaBa U
0053aHHOCTH ONpPEAEIAITCS NpaBUIaMKM pabOThl IOJb30BaTeNell B YHUTAIBHBIX 3ajlaX apXHBOB
Poccuiickoit deaepannu, yTBEpKAAEMbIMUA CHEIMAIBHO YIMOJTHOMOUYEHHBIM (eepaIbHbIM OpraHOM
UCTIOJIHUTENIBHOW BJIaCTH B cepe apXMBHOro Jena. ApxuB 00sf3aH O3HAKOMMTbH I10JIb30BaTelled ¢
3TUMHU TpaBuiaMu. VIcXons W3 KOHKPETHBIX BO3MOXKHOCTEH OOCTYKMBAaHMS IOJIb30BATENCH, apXuB
MOJKET YCTaHABIMBAaTh OYEPEIHOCTh U BPEMs ITOCEILEHN MU YATAJIBHOTO 3aJIa.
B cnyuasx XulleHHMs WM TOBPEXKIEHHUS I10JIb30BATEIEM AapXHUBHBIX JTOKYMEHTOB, TEXHHUYECKOTO
0o0OpyJOBaHUS M MMYIIECTBA ApPXWMB OOpaIlaeTcsi C COOTBETCTBYIOIMM 3asBICHHEM B OpraH
BHYTPEHHUX JIeJ IO MECTY PacCIIOJIOKEHUS apXUBa, IPUHUMAET JPYrue Mephl K BO3MELICHUIO yIiepoa
B COOTBETCTBUH C 3aKOHOMATENILCTBOM Poccuiickoit deneparuu.
5.13.Tlo 3aka3am MoIb30BATENEH, C YUETOM TEXHHYECKUX BO3MOXKHOCTEH apXHBa, U3rOTaBIMBAIOTCS
KONMM  apXUBHBIX JOKYMEHTOB. KCEpOKONHH, MHKPOKONUH, (POTOOTIEYAaTKH, KUHOKOIHH,
BUICOKOIIHNH, KOTIUU (POHOJOKYMEHTOB, a TAK)XE KOIHH Ha 3JICKTPOHHBIX HOCHUTEISX.
He mnpousBoautcs komupoBaHWe JTOKyMeHTOB ApxuBHOro (onma Poccmiickoit denepanuu,
HaXOJSIIMXCS B HEYOBIECTBOPUTEIHLHOM (PU3NIECKOM COCTOSIHUU.
KomupoBanne apXWBHBIX JOKYMEHTOB OTPaHHMYCHHOTO JOCTYIa (CEKPETHBIX M  COJEpIKaIluX
KOH(UACHIIMATbHYIO HHPOPMAIIHIO) IPOU3BOIUTCS B YCTAHOBJICHHOM IOPSIIKE.
[Topsimok BBINOJHEHMs 3aKa30B Ha KONUPOBaHHWE, B TOM 4YHCIE OOBEMBbI KONMHMPOBAHUS APXUBHBIX
JIOKYMEHTOB, HEONyOJIMKOBAaHHBIX OMHUCEH JeJ, JOKYMEHTOB, JPYIMX apXUBHBIX CIPaBOYHO-
IIOUCKOBBIX CPEACTB M 0a3 JNaHHBIX, CTOMMOCTb M3TOTOBJIEHUS KOIHMHM M TOPSIOK PacyeToB 3a MX
M3TOTOBJIEHUE ONPENENIAIOTCS] pyKOBOJACTBOM apXHBa.
Ha xommm apXmBHOrO JOKYMEHTa, HW3TOTOBJICHHOM IO 3aKa3y IIOJIb30BATENs, apXUB YKa3bIBAacT
apXMBHBIN MU(pP U HOMEpa JHCTOB €JUHMIIBI XpaHEHHUs apXUBHOTO JOoKyMeHTa. Ilpu odopmienun
KOIIMM PACCEKPEUYEHHOI0 apXMBHOIO JOKYMEHTA Ha JIMLEBOM CTOPOHE B IIPAaBOM BEPXHEM YIIIy
IIEpBOTO U IMOCIEIHEro JHCTa KOMUHU MpocTaBisiercd mramn "Paccexpeueno”. Ilpu Heo6xoaumoctu
JaHHBIA INTAaMI IPOCTABIAETCS HA JIMLEBOM CTOPOHE BCEX JMCTOB KOIMH PACCEKPEUYEHHOIO
apXUBHOTO JIOKYMEHTA.
Konuu apXuBHBIX TOKyMEHTOB BBIJIAIOTCS MOJIB30BATENIAM, MX JOBEPEHHBIM JIMIIAM WJIM MOTYT OBITh
BBICJIaHBI 110 YKa3aHHBIM aJIpecaM.
VY4er 3aka30B Ha KONMPOBAHUE BEIETCSI HA OyMaKHOM HOCUTEIIE WM B aBTOMAaTU3UPOBAaHHOM (opMe.

A,

NuaunuaTuBHoe nHGopMupoBaHHe Moab30BaTesel. [IoaroroBka BHICTABOK H IO IMKAIIUH
apXHUBHBIX IOKYMEHTOB

5.14. HWuunmatuBHoe WHGOPMHPOBAHHWE TOCYAAPCTBEHHBIX OPraHOB, OPraHOB  MECTHOTO
CaMOYIPABJICHUS, OpraHM3alMil M TpakIaH OCYIIECTBISAETCS IIyTeM  HANpPaBICHUA UM
UH(POPMALIMOHHBIX TTHCEM MU APYTUX UH()OPMAIIMOHHBIX TOKYMEHTOB.

5.15. ApxuB opraHu3yeT IOAIOTOBKY U IPOBEJCHHME BBICTABOK apPXUBHBIX JOKYMEHTOB
CaMOCTOSATENIBHO UJIM COBMECTHO C IPYTUMU apXUBaMU U OpraHU3ALMIMU.

JUis TONrOTOBKM BBICTABKM apXMBHBIX JOKYMEHTOB pa3pabaThIBalOTCA TEMATUYECKMH IUIaH
(koHLIENIIMS) W TEMATHKO-IKCIO3UIMOHHBIA TUaH. Ha OCHOBE TeMaTW4eckoro IiaHa IPOBOAUTCS
BBISBJICHHE U OTOOP apXMBHBIX JOKYMEHTOB, WUIIOCTPATHBHBIX M MHBIX MaTepuanoB. B TemaTuko-
HKCMO3ULMOHHBIN TJIaH BKJIIOYACTCS aHHOTHPOBAHHBIN MEpEYeHb OTOOPAHHBIX JUIsl SKCIIOHHUPOBAHUS
ApXUBHBIX JOKYMEHTOB, WJUIIOCTPATUBHBIX M MHBIX MAaTEPHAJIOB, CHCTEMaTU3UPOBAHHBIX B
COOTBETCTBUU C pa3JelaMH BBICTABKU C YKa3aHHUEM MX Pa3MEpOB U MOpsAJKA Pa3MEILIEHUs Ha CTEHIAX
WIN B BUTPUHAX. Bce oToOpaHHbIe 1 SKCIIOHUPOBAHUS apXUBHBIE JJOKYMEHTHI M APYrHe MaTepuabl



aHHOTUPYIOTCA. K MHOS3BIYHBIM MaTepuanaM mpu He0OXOIUMOCTH AAeTCs TIEPEeBO WM pa3BepHYTas
AHHOTALUS COJIEPIKaHUS.

OTBETCTBEHHBIMU 32 COXPAaHHOCTh APXUBHBIX JOKYMEHTOB SIBIISIOTCS OPTraHU3aTOPBl BBICTABKH.
ApXUB, TpPEICTaBUBIIMKA apXUBHbIE JOKYMEHTBHI [JIs BBICTAaBKH, OOECIIEYUBAET KOHTPOJIb 3a
coOmroaeHreM TpeOoBaHUI 00eCTIeUeHUsI COXPAHHOCTH IOKYMEHTOB TIPU SKCIIOHUPOBAHUH.
CrtpaxoBaHue apXUBHBIX JOKYMEHTOB U 0(hOPMIICHHE MX BPEMEHHOT'O BBIBO3a 3a Ipeieiibl Poccuiickoi
deneparuu st SKCIIOHUPOBAHUSI TPOBOISATCS B YCTaHOBJIEHHOM Topsiike (em. .. 2.11.14, 2.11.15).
5.16. IIpn moaroTroBke MyOJUKAIIMK ApXUBHBIX JOKYMEHTOB apXHWB PYKOBOACTBYETCS HAayYHBIMH
MpaBUJIaMU U3JJaHUS HCTOPUUYECKUX IOKYMEHTOB.

Tunbl (Hay4HBIH, HAYIHO-TTOMYJISAPHBIA M yd4eOHBIN) U BUABI (MO(OHIOBAsI, TEeMAaTHYECKas MK JIp.)
MyOIHKAIUil apXUBHBIX JOKYMEHTOB ONPEICSISIFOTCS WX [EJEBhIM HAa3HAYCHHEM, CIEIHPUKON 0TOOpa
MCTOYHUKOB, IPUEMOB NEPEIayu TEKCTa apXUBHBIX TOKYMEHTOB U coctaBoM HCA k HuMm.

®opMbl TyOTUKAIIMN APXUBHBIX JOKYMEHTOB:

neyaTHas. cepusi, COOpHHK, anbOoM, OyKJIeT, IUIakaT, MyOJuKaIlus B CPEICTBaX MacCOBOM
uH(popMauu,;

myOJuKaIus Ha TUICHOYHBIX HOCUTEISIX: MUKPO(QHIBM, MUKPOQUIIIa,

DJIEKTPOHHASI: TUTIEPTEKCT, MyJIbTUMeINA, 0a3a TaHHBIX.

ApPXHUB OCYIIECTBISIET MEPONPUATHUS MO O0OECIEUCHUIO HAYyYHO-UCCIIEOBATENbCKUX U TEXHUYECKUX
MPOIIECCOB TMOATOTOBKH JOKYMEHTAIBHBIX MyONUKalmii: (OpMHpPOBaHHE PENAKIIMOHHON KOJUIETHH,
KOJUJIEKTHBA COCTaBUTEJIEH, COCTABJIIEHWE OPraHU3alMOHHO-METOUYECKUX JTOKYMEHTOB, 3aKIIOUYECHUE
JIOTOBOpPA C 3aMHTEPECOBAHHBIMU OPTaHU3AIMSIME U U3/IaTEIbCTBAMU U T.II.

[TonroroBneHHas W  OTPEAAKTHUPOBAHHAS PYKONHCh MPOXOJUT BHYTPEHHEE W  BHEIIHEE
pEleH3UPOBaHNE U OOCYKIAeTCs HAyYHO-COBEIIATEIHHBIM OPTraHOM apXHBa, OOJIAJAIONINM MPABOM
PEKOMEHI0BaTh €€ K U3JaHHIO.

Pykonuchk cuuTaeTcss MOATOTOBJICHHOHM, €CM B COOTBETCTBHUU C YCTAHOBJICHHBIMHU TpPEeOOBAHHSIMU
nopaboTaHa Mo 3aMEYaHUsIM PELEH3EHTOB U UToraM oOCYKIEHUsI U yTBEpXkAEHa B reyaTh. Pykonucu
MEKAPXUBHBIX W3JIaHUHN MPEICTABISAIOTCS PEAKOJIIETHH Ha PACCMOTPEHHE U YTBEPKACHHUE K U3IaHUIO
TrOJIOBHOM OpraHu3aluei.

C W3IaTenbCTBOM 3aKIIIOYAETCsl JOTOBOP, B KOTOPOM MPEIyCMAaTPUBAIOTCS MpaBa W OO0SI3aHHOCTHU
U3aTeIbCTBA U 3aKa3ynKa (apXxuBa).

5.17.ApXuB OCYIIECTBIISICT YUET HUCIOIb30BAHUS APXUBHBIX JTOKYMEHTOB HAa OyMa)KHOM HOCHUTEIIE MU
B DJICKTPOHHOU (popme.



