BapeructpupoBaHo B MuHtocte P® 6 mapta 2007 r. N 9059

MUHUCTEPCTBO KYNbTYPbl U MACCOBbIX KOMMYHUKALIUIA
POCCUMNCKOUN ®EAEPALIUN

NMPUKA3
ot 18 aHBapa 2007 r. N 19

OB YTBEPXXOEHWUM NPABUN
OPIrAHU3ALUMNU XPAHEHUA, KOMIMJIEKTOBAHUSA, YYETA
U UCNOJIb30OBAHUA AOKYMEHTOB APXMBHOIO ®OHAA POCCUUCKOU
SEAOEPALIUU N OPYTUX APXUBHBIX AOKYMEHTOB B FrOCYOAPCTBEHHbLIX
N MYHULIUNATNBHbLIX APXUBAX, MY3EAX U BUBJIMOTEKAX,
OPIrAHU3ALIMAX POCCUNCKOWU AKAOEMUU HAYK

(B pea. Mpukasa MuHkyneTypbl P® ot 16.02.2009 N 68)

B cooTtBeTcTBMM C NyHKTOM 2 YacTu 1 ctaTtbu 4, yactu 5 ctaten 14 degepanbHOro 3akoHa ot 22
oktabps 2004 r. N 125-®3 "O6 apxusHom pgene B Poccuinckon depepaummn" (CobpaHue
3akoHogaTtenscTBa Poccunckon ®egepaunn, 2004, N 43, cT. 4169; 2006, N 50, cT. 5280) npukasbiBato:

1. YtBepaute npunaraemble [lpaBuna opraHuM3aumMm XpaHEHWsl, KOMMMEKTOBaHWSA, yyeTa U
MCNONb30BaHMs [OOKYMEHTOB ApxmBHoro doHga Poccunckon Pegepaummnm u Opyrux  apXuBHbIX
AOKYMEHTOB B rOCYyOapCTBEHHbLIX M MyHMUMNANbHbBIX apxuBax, My3esix U OMOnmMoTekax, opraHusaumsix
Poccuickon akagemmm Hayk.

2. KoHTpornb 3a ucnonHeHmeM Hactoswero Npukasa Bo3noxutb Ha 3amectutens Munuctpa .M.
AmyHua.

MwuHucTp
A.C.COKOJIOB

MpunoxeHune

NMPABUNA
OPIrAHU3ALUMU XPAHEHUA, KOMIMIIEKTOBAHUA, YYETA
U UCNOJIb30BAHUSA AOKYMEHTOB APXUBHOIO ®OHAOA POCCUUCKOU
SEOEPALIUK N OPYTUX APXUBHBIX AOKYMEHTOB B FrOCYOAPCTBEHHbLIX
N MYHULUUNATNBbHbLIX APXUBAX, MY3EAX U BUBJIMOTEKAX,
OPIrAHU3ALIMAX POCCUANCKOWU AKAOEMUU HAYK

(B pea. Mpukasa MuHkyneTypbl P® ot 16.02.2009 N 68)
|. O6Lwue nonoxeHus

1.1. Hactoswue eguwHble [lpaBuna opraHu3auun XpaHeHWsl, KOMMMEKTOBaHWUS, ydeTa MU
ucnonb3oBaHUA [OOKyMeHToB ApxuBHOro ¢oHaa Poccuiickon ®depepaumm M Opyrux apxmBHbIX
OOKYMEHTOB B rOCYAaPCTBEHHbLIX M MYyHMUMNAMNbHBIX apxuBax, My3esix U OumbnmoTtekax, opraHusaumsix
Poccuiickon akagemun Hayk (aanee - NpaBuna) paspabotaHbl B cOOTBETCTBUU ¢ DeaeparnbHbiM 3aKOHOM
oT 22.10.2004 N 125-93 "O6 apxusHom gene B Poccuiickon ®epgepaummn” (CobpaHue 3akoHogaTenbcTea
Poccuiickon ®epgepauun, 2004, N 43, cr. 4169) n pacnpocTpaHAKTCA Ha rocygapCTBEHHblE W
MyHMUMNanbHbIE apXuBbl, My3en 1 6ubnuoTtekn, opraHm3daumm Poccuiickon akagemunm Hayk (apxus PAH,
Hay4yHble apxuBbl peruoHarnbHbIX OTAENEeHUN W HaydHbIX LUeHTpoB PAH, HaydHo-OTpacnesble W
MeMopuanbHble apxusbl PAH, ocyllecTensiowme nocTosHHOE XpaHeHne AOKYMeHTOB ApxuBHoro dooHaa
Poccuiickon ®epnepaunn) (ganee - apxusbl), KOTOpble B COOTBETCTBMM C 3aKoHOAATeNbCTBOM
Poccuiickon ®efepaumm OCyLLECTBASAIOT MOCTOSIHHOE XpaHeHue [OOKYMeHTOB ApxuBHoro doHaa
Poccuiickon ®enepaumn, a Takke BpEMEHHOE XpaHEeHWe ApPYrnX apXUBHbIX OOKYMEHTOB, MPUHATLIX OT
NNKBUOWPOBAHHLIX OPraHOB rOCYAapCTBEHHOW BMacCTW, MHbIX FOCYAApPCTBEHHbLIX OpraHoB (danee -
rocyapCTBeHHble OpraHbl), OpraHoB MECTHOIO CaMOynpaBieHUs 1 opraHu3aumii.



1.2. JokymeHTbl ApxuBHOro gpoHaa Poccuiickonn ®egepaunn - apxmBHble AOKYMEHTHI, Mpollealme
9KCNepTM3y LEHHOCTM [OOKYMEHTOB, MOCTaBMEHHbIE Ha TrOCYyAapCTBEHHbIM y4YeT W nognexawue
NOCTOSIHHOMY XpPaHeHUH.

1.3. JOKyMEHTbI MO JIMYHOMY COCTaBy, a TaKKe apXUBHblE [OOKYMEHTbl, CPOKM BPEMEHHOrO
XpaHeHWs KOTOPbIX HE UCTEKNN, OTHOCATCS K APYrMM apXvMBHbIM JOKYMEHTaM.

1.4. locygoapCTBEHHble W MyHWUMNAnbHble My3en M OMOnMoTekn, MyHuUMnanbHble apXxuvBbl
PYKOBOACTBYIOTCA HacToswmmu [NpaBunamm C y4eToM CBOEro npaBoOBOro craTyca M OocobeHHOoCTen
OeATenbHOCTMU.

1.5. OpraHmsame XpaHeHudA, KOMNMEeKToBaHnA, y4eta U UCNoNb30BaHNA OOKYMEHTOB ApXI/IBHOFO
doHaa Poccuiickon ®degepauum M OpYrnxX apxXmMBHbIX OOKYMEHTOB B defdeparnbHbiX opraHax
MCMNONTHUTENBbHOW BNactn Wu OopraHusauuax, OoCylwlecTBnAaArWnMX Oeno3nTapHoe XpaHeHue LOOKYMEeHTOB
ApxuHoro oHaa Poccuiickon ®depepauun, perynvpyetcs OpYyrMMW  HOPMAaTUBHbIMW  MPaBOBLIMU
aKTamu.

1.6. Popmbl Y4ETHBIX U MHbIX OOKYMEHTOB apXxMBOB, yNOMMHaemble B HacToswmx [paBunax u
OTCYTCTBYIOLLUME B MPUIIOXKEHMAX K HUM, YCTaAHaBNUBAKOTCA CreuuanbHO  YMONMHOMOYEHHbLIM
degepanbHbIM OpraHoOM UCMONHUTENBHOM BNacTh B chepe apxmMBHOIo Aena.

[I. OpraHusauust xpaHeHUst AOKYMEHTOB ApXMBHOro ooHAaa
Poccuiickon ®depepaumm n opyrux apxmeHbIX JOKYMEHTOB B apX1Be

2.1. B apxuBe pokymeHTbl ApxuBHOro coHga Poccuinckon Pegepaumm v gpyrve apxviBHble
AOKYMEHTbl OPraHu3ytTCst N0 UCTOPUYECKN WU/MMN NOTUYECKM CBSA3aHHBbIM COBOKYMHOCTSM - apXUBHbIM
doHaaMm. o OTHOLWEHMI0O K HEeKOTOpbIM BuAAM apXMBHbIX AOKYMEHTOB AOMyckaeTca ux HedoHOoBas
opraHusaums (cm. n. 2.10).

2.1.1. PasHoBMOHOCTSIMU apXMBHOro ooHAa ABNATCSA:

apxvBHbI (POHA rocyaapCTBEHHOrO OpraHa, opraHa MeCTHOro CaMoynpaBrieHWsl, opraHv3aumu,
COCTOALMN 13 00pasoBaBLUMXCA B Mpouecce WX [esATenbHOCTM AOKYyMeHToB ApxuBHOro doHaa
Poccuickon denepaumm n gpyrux apxmeHbIX 4OKYMEHTOB;

006beanHEeHHbIV apXxMBHbIA hOHA, COCTOALMI U3 06pa3oBaBLLMXCS B MpoLecce AeATenbHOCTY ABYX
unn 6onee opraHu3auun, a Takke rpaxgaH AoKymMeHToB ApxuBHoro ¢doHga Poccuiickon depepaumm n
APYrMX apXvBHbIX JOKYMEHTOB, UMELLMX Mexay cobon NcTopudeckn n/mnm nornyeckn obycrnoBneHHble
CBA3W;

apxXuBHbIA (QOHA NUYHOTO MpPOUCXOXAEHMA (CembM, pofa), cocTosAwMn u3 obpasoBaBLUMXCA B
npouecce >XU3HW U AeATENbHOCTM OTAENbHOro rpaxgaHuHa, CeMbMl, poAa apXMBHbIX OOKYMEHTOB,
BKIMOYEHHbIX B cocTaB ApxmBHoro ¢oHga Poccuickon depepaumm.

K apxvBHOMY hOHOY NpUpaBHMBAETCH COBOKYMHOCTb OTAENbHbIX AOKYMEHTOB ApXMBHOro coHaa
Poccuickon ®egepaunm u Apyrnx apxmBHbIX OOKYMEHTOB, 0Opa3oBaBLUMXCS B AEATENbHOCTM PasHblX
WCTOYHUKOB KOMMIeKkToBaHWa apxusa (doHgoobpasoBaTtenen), OObEeAMHEHHbIX MO OOHOMY WK
HECKOMbKMM MpU3Hakam (TemMaTnyeckomy, HOMUHaNbHOMY, OGBEKTHOMY, aBTOPCKOMY, XPOHOMOMMYECKOMY
W Opyrum) (danee - apxvBHasg Konnekuus).

2.2. Mo cTeneHn ueHHOCTU OOKymMeHTbl ApxmBHoro ¢poHaa Poccuitickon depepaumm OensaTcs Ha
LeHHble, 0COBO0 LIeHHbIE U YHUKaNbHbIE.

2.2.1. Bce oTHeceHHble Kk cocTtaBy ApxuBHoro ¢poHga Poccuickon Pepepaumm OOKYMEHTbl BHE
3aBMCMMOCTU OT UX NMPOUCXOXAEHUS, BUAA HOCUTENs, CTEMNEHN CEKPETHOCTU, MecTa XpaHeHus 1 (opmbl
COBCTBEHHOCTU ABMSOTCA LIEHHBIMMU.

2.2.2. B coctaBe ApxuBHoro coHga Poccuiickon Pegepaumm BbiAENsOTCAa 0COBO LEeHHble
AOKYMEHTbI, MMelolmne HenpexoasLylo KynbTyPHO-UCTOPUYECKYID W Hay4yHYH LIeHHOCTb, 0COo0yio
Ba)KHOCTb A obLecTBa M rocygapctsa M B OTHOLUEHWM KOTOPbIX YCTaHaBMMBAETCA OCOObIA PeXuM
yyeTa, XpaHeHus 1 UCMOSb30BaHMS.

2.2.3. B coctaBe 0c060 LeHHbIX JOKYMEHTOB BblAENATCA YHUKamNbHble JOKYMEHTbI, HEe UMetoLLme
cebe nogobHbIX MO cogepxawencsd B HWUX UWHMopMaumM W (M) UX  BHELUHUM NpU3HaKawm,
HEeBOCMOMHMUMbIE NPU yTpaTe C TOYKN 3PEHUSA UX 3HAYEHMSA 1 (MnK) aBTorpauyHocTU (cM. n. 3.7.4).

KoHcynbTaHTlNoC: NnpumeyaHue.
B odvumanbHOM TekcTe [OKYMeHTa, BUAMMO, AOonylleHa onedatka: NyHKT 5.3.2 B OOKyMeHTe
OTCYTCTBYET, MO BOMPOCY, KacawLeMyCsl YHUMTOXEHNS apXUBHbLIX JOKYMEHTOB, CM. NYHKT 4.3.2.

2.2.4. ApxvBHble JOKYMEHTbl BPEMEHHOIO XpaHeHUsl, UMeloLLMecs B COCTaBe apXmMBHbIX POHO0B, B
TOM 4ucCne OT NUKBMAMPOBAHHbIX OpraHM3auui, unm NocTynmsLLME B apXMBbl BCNeaCcTBUE Ype3BblHanHbIX
06CTOATENBLCTB, BLIAENSOTCA K YHUHTOXEHMWIO B YCTAHOBIEHHOM nopsigke (cm. n. 5.3.2).

2.3. Mo «kaTeropusM [ocTyna apXvMBHble [OOKYMEHTbl AENATCA Ha OTKPbITble, OrpaHUYEeHHOro
JOCTyna 1 Ha XpaHsLLMECs Ha 0COObIX YCIOBUAX JOCTYNA K HAM.

2.3.1. OTKpbITEIMM SBNSAOTCA BCE apPXMBHbIE [OKYMEHTbI, AOCTYN K KOTOPbIM HE OrpaHuW4yeH B
COOTBETCTBMM C MeXayHapogHbiMu poroBopamun Poccunckon ®depepaumn, 3akoHOOATENbCTBOM



Poccuiickon depepaumm, a Takke B COOTBETCTBMM C pacrnopsbkeHMeM COOCTBEHHMKa unv Briagenbua
apPXUBHbIX JOKYMEHTOB, HAXOASALLNXCHA B YACTHOW COBCTBEHHOCTN.

2.3.2. K apxvBHbIM JOKYMEHTAM OrpaHMYeHHOro 40CTyna OTHOCATCS:

apXuBHbIE [OOKYMEHTbI, COAEepXallne CBEAEHUS, COCTaBMSANLWME FOCYAapCTBEHHYH TaWHy WM
MHblEe OXpaHsieMble 3akoHOoaaTenbCcTBOM Poccunckon denepaumm TamHbl;

apXuMBHbIE OOKYMEHTbI, coAepXalime CBeAEHUS O NNYHOW M CEeMENHOW TalHe rpakaaHwHa, ero
YaCTHOW XM3HW, a Takke CBeAeHuWs, co3fatoLime yrposy ero 6e3onacHocTy;

apXMBHble [OKYMEHTbI, COBCTBEHHUKM WM Bnagenblbl KOTOpbIX, NepedaBas WX B apXuB,
YCTaHOBUIM B JOrOBOPE YCNOBUSI AOCTYNa K HUM U UX UCMOMb30BaHMs.

JOoctyn K yKkasaHHbIM apXuBHbIM  [OKYMEHTaM [0 yTpaTtbl UMM  CEKPETHOCTM  Unu
KOH(MAEHLMANbHOCTH, a Takke UX UCNONb30BaHUE OCYLLECTBNAOTCA B YCTAHOBIIEHHOM NOPSIAKe.

2.3.3. OrpaHuumBaeTcss OOCTYN K MOANWHHMKAM OCODBO LIEHHbIX, B TOM YMUCME YHUKANbHbIX,
OOKYMEHTOB M K OoKymeHTam ApxuBHoro doHga Poccuinickon degepauum, npusHaHHbIM B MOPSAKe,
ycTaHoBnAeHHOM n. 2.11.7.1 HacTosAwmx NpaBun, Haxo4aWwuMnNCsa B HEYAOBNETBOPUTENBHOM OM3NYECKOM
COCTOSIHUMN.

q)OHE,VIPOBaH ne apxXmBHbIX OOKYMEHTOB

2.4. Pabota no oHaMpoBaHWO (ONpedeneHnto, YTOYHEHUIO (POHAOBOW MNPUHAONEXHOCTU
apXMBHbIX JOKYMEHTOB U XPOHOJTOMMYECKMX FPpaHuL, apXmBHbIX (DOHOOB) OCYLLECTBMASIETCS B MCTOYHMKAX
KOMMMNEKTOBaHNs apxmBoB (dhoHaoobOpasoBatensx) B npouecce (OPMUPOBAHUA Jen Ha OCHOBe
HOMeHKNnaTyp Aen u otbopa AOKYMEHTOB AMs nepefayn Ha XpaHeHne B apxvB, a Takke B apxmBax - Npu
OMUCaHUKN NPUHATBLIX HEYNOpsiAOYEHHbIMU apXUBHbLIX JOKYMEHTOB, nepepaboTke HeyooBMeTBOPUTENbHO
COCTaBIEHHbIX OMUCEN, NPWU CO34aHUM OOBbEAWMHEHHbIX apXMBHbIX (DOHAOB M APXMBHBLIX KOJNEKUMHA,
nucnpasneHnmn ownboK hOHAMPOBaHMSI.

2.4.1. OnpepeneHve GOHOOBOM MNPUHAAMNEXHOCTM apXMBHbIX [AOKYMEHTOB 3aKroyaeTcs B
OTHECEHUN NX K apXMBHOMY (pOHAY COOTBETCTBYIOLWEro hoHaoobpasoBaTens.

ApXuBHble [OKYMEHTbI, SBMSAOWMNECA BXOAALMMU, OTHOCATCA K apxvBHOMY OHAY TOro
doHaoobpasoBaTens, KOTOPbIA UX NOY4MI.

ApXUBHbIE AOKYMEHThI, SIBIISIOLMNECA UCXOASALLMMU KOMMAMM (OTNyCKamm), OTHOCATCS K apXMBHOMY
doHay Toro hoHaoobpasoBaTensi, KOTOPbIN ABMASETCS X aBTOPOM.

ApXUBHblIE [OOKYMEHTbl BHYTPEHHEro obpallieHns OTHOCATCA K apxvBHOMY OHOY TOro
doHpoobpasoBaTens, B KOTOPOM OHW CO3aHbI.

2.4.2. B cnyyae peopraHusauun unv nukKBngaumm opraHusaumm ¢ nepegadent ee yHKUMN BHOBb
CO30aHHON OpraHM3auuM 3aKOHYEHHble MPOU3BOACTBOM [ena BKMYalTCs B apxXuBHbIA  oHA
peopraHMsyemMon Wnu IUKBUAMPOBAHHOW OpraHu3auuu, a He3aKOHYeHHble aena, nepefaHHble aAnsg
OKOHYaHUA MPOM3BOACTBOM OpraHu3auun-npaBonpeeMHuKy, BKMOYaTCA B apXUBHbIN (DOHA NOCrneaHEN.

M3 apxvBHOro oHaa fIMYHOro NPOUCXOXAEHUSI apXUBHbIE AOKYMEHTbl OpraHu3aLmmn BblaensoTcs
W NPUCOEOUHSIIOTCH K COOTBETCTBYIOLLEMY apXUBHOMY POHAY MpU YCrOBUKU, €Cnn 3TOT apXmMBHbIN hoHA
HaxoOMTCA Ha XpaHeHWM B [OaHHOM apxmBe W apxXuBHble OOKYMEHTbl OpraHusauMy He CBSA3aHbl C
AEeATENbHOCTLIO rpaXxaaHuHa, obpa3oBaBLLEro apXMBHbIA (DOHA NTMYHOIO NpoucxoxaeHusa. He nognexar
BblOENEHNI0 M3 apxMBHOrO (OHAA rpaxgaHuHa - PYKOBOAMTENA W UfeHa COOTBETCTBYHOLLMX
06LLECTBEHHbIX OpraHn3auuin apxmBHble JOKYMEHTbl 3TUX OBLLEeCTBEHHbIX OpraHM3auni.

2.4.3. EAMHbIN apXuBHbIA (OOHA C apXUBHBLIMW AOKYMEHTaMy OpraHn3aumm coCTaBnsioT:

apXMBHbIE AOKYMEHTbI MPEeACTaBUTENBLCTB 1 UNMAOB;

apXuBHbIe AOKYMEHTbI COBeLLaTeNlbHbIX OPraHoB, CO34aHHbIX NPW OpraHM3auny;

apXvMBHble [OOKYMEHTbl BpPEMEHHbIX aAMWHUCTPpaUUiA opraHusauumu, Haxodslwencs B crTagum
0aHKpOTCTBa;

apXMBHbIE JOKYMEHTbI CO3[4aHHbLIX MPY OpraHnu3aLmmn NepBUYHbLIX OBLLECTBEHHbBIX OpraHM3aumi (3a
uckntodeHrem opranmsaumn KMNCC un BJIKCM), cyuwecTtBoBaBWUX A0 MNPUHATUA 3akoHoAaTernbCTBa
Poccuiickon ®epepauunmn 06 obLLeCTBEHHbIX 06 beaANHEHMSX;

apXMBHble AOKYMEHTbI NIMKBUAALMOHHON KOMUCCUM OpraHmn3aumu.

ApXVBHblE OOKYMEHTbI ODLLECTBEHHOW OpraHM3aunn (NMpogCO3HON M Op.), CYLECTBYOLEA nNpwu
opraHm3aumMm C MOMEHTa perucrpauum 39ToN OOLWEeCTBEHHOW OpraHu3aumMm B COOTBETCTBUM C
3akoHogartenbcTBoM Poccuiickon depepaumm 06 00LECTBEHHBIX 00bEANHEHMSAX, NMPU UX MOCTYNIEHUN
Ha XpaHeHMe B apxvMB COCTaBNAT CaMOCTOSTENbHbIA apPXMBHbIA (POHO WM MPUCOEOUHSIOTCH K
apxuBHomy hOHAY COOTBETCTBYIOLLEN OpraHu3auun, obpasyst 06beAMHEHHbIV apXMBHbIA (OOHA.

2.5. O6beguHeHHbI apXnBHbIA HOHA POPMUPYETCS N3 aPXUBHBIX JOKYMEHTOB!

opraHusauui, OLHOPOAHLIX MO LEeneBOMY HasHayeHWo U QYHKUMSAM, OEWCTBYIOWMX Ha
onpeeneHHon TeppuTopun;

pYyKOBOASLLEro opraHa W MOOYMHEHHbLIX €My OpraHu3auun, AeUCTBYIOLWMX Ha onpeaerneHHom
TeppuTopuu;

opraHmsauui, o6beguUHEHHbIX 0O LEKTOM AEATENBHOCTY;



nocnegoBaTenibHO CMEHSABLUMX Apyr Apyra opraHusauuin, ecnu @yHKUUMW MpefecTBEHHUKOB
MONMHOCTLIO UMW YaCTUYHO NepeaaBanvcb U NnepeaarTcs NX NpeeMHuKam;

OBYX Unu Gonee apxmBHbIX (POHOOB FIMYHOIO MPOUCXOXAEHUS, €CNW rpaXaaHe CBs3aHbl Mexay
cobon 6nmnskumMmn poacTBEHHbIMW, NPOECCMOHANBbHBIMW, TBOPYECKNMMN, AEMOBBIMU OTHOLLIEHUSIMU.

2.6. ApxvBHasa KoONnekuus noctynaeT B apxuB WNu opMupyeTcs B apxmBe U3 OTAENbHbIX
pa3pO3HEHHbIX apPXMBHbBIX JOKYMEHTOB, MMENLWMX MNPU3HaKU OBLHOCTU. McTopuyeckn CcCroxuBLIasics
apxvBHasa Konnekuusi, MocTynuBLUas W3 [pYyroro apxumea, OT oOpraHuMsauun unn rpaxapaHuHa,
nepedOHANPOBAHMIO HE MOANIEXNT.

2.7. ApxuBHble OOKYMEHTbI, CCPOPMMPOBaHHbIE B apXUBHbIN POHAO, OObEAMHEHHbIA apXMBHbIV
OoHO UNU apxuBHYK KOMnekuuto, nepecoHaMpoBaHunio He nognexaTt. [NepedoHaupoBaHme apXUBHbIX
OOKYMEHTOB [JOMyCKaeTCA B UCKMIOYUTENbHBIX Cnyyasx npu obHapyxeHun owmnbok oHAMpPOBaHUS,
3aTPYLHSAIOLLNX MOUCK apXMBHbBIX JOKYMEHTOB.

2.8. B 3aBMcMMOCTM OT BpeMeHn obpa3oBaHus U NpaBoOBOro ctaTyca UCTOYHMKA KOMMIIEKTOBaHUS
(dboHpoobpa3oBaTens) ero apxuBHble OOKYMEHTbI MPUHMMAlOTCA B apXMB UIU Kak NpoJorkatollascs
YacTb yXe UMeoLLLerocs apxmBHOro ooHAa, U Kak HOBbIA apXMBHbIA OOHS.

2.8.1. B cBsaau ¢ npuHatmem KoHctutyumm Poccuinckon ®egepaumm B 1993 roay:

2.8.1.1. HOBble apxuBHble (POHAObI COCTaABNAT apXMUBHbIE JOKYMEHTbI:

opraHoB 3akoHogaTtesnbHon Bnactn Poccuiickon ®epepauun n cydobektoB Poccuiickon deagepaumu;

opraHoB ucnonHuTensHon Bnactu Poccuinckon ®enepaumm n pecnybnuk B coctaBe Poccumnckon
depepauymy;

rnas (rybepHatopoB) kpaeB, obnacten, aBTOHOMHbIX OKpyroB Poccuiickon ®egepauum n unx
aAMWHUCTpaUni;

OTpacneBbIX OpPraHOB WCMOSNHUTENbBHOM BRactu kpaes, obnacten, Mockebl n CaHkT-leTtepbypra,
aBTOHOMHbIX OKpyros Poccuiickon ®efepauuu, ecnv nx 3agayum n yHKLMN U3MEHUMNACH;

opraHoB cyge6Hon enactn Poccuiickon ®epepauuu;

OopraHoB MEeCTHOro camoynpasrfeHus;

"eHepanbHON NpokypaTypbl Poccuinckon depepauuu;

CuetHon nanatbl Poccuiickonn Pepgepauuu;

LlenTpansHoro 6aHka Poccuiickon ®epepauun (baxka Poccum);

LleHTpanbHOn wusbupatenbHon komwuccum Poccunckon Pepepauun, unsbmpartenbHbIX KOMUCCUM
OpraHoB rocygapcTBeHHOMN BnacTu cyobektoB Poccuickon degepaumm.

[onyckaetca ¢opMmupoBaHne OObEeAMHEHHbIX apXWBHbIX (POHOOB U3 apXUBHbIX OOKYMEHTOB
nsbumpaTenbHbIX KOMUCCUIA MO BbIBOpaM OpraHoB MECTHOTO CaMOynpaBreHNs;

2.8.1.2. egnHble apxmBHble (POHOBI COCTABMASAIOT apXMBHbIE JOKYMEHTHI:

oTpacneBbIX YpaBfeHUN N OTAENOB UCMOMKOMOB COBETOB HapOAHbIX AeNyTaToB Kpaes, obnacren,
r. r. MockBbl u CaHkT-lNeTepbypra, aBTOHOMHbIX OKpyroB PC®CP 1 COOTBETCTBYHLINX OTPaACIEBbIX
OpraHoB WCMONHUTENbLHOW BnacTu Kpaes, obnactei, r. r. Mockebl n CaHkT-leTepbypra, aBTOHOMHbIX
okpyroB Poccuiickon ®eaepaunu, ecnm ux aagadm n dyHKLUKn octanucb 6e3 nameHeHus;

opraHoB cygebHom BnacTM u npokypatyp pecnybnuk, kpaes, obracten, r. r. Mockebl U
CaHkT-lNeTepbypra, aBTOHOMHBLIX OKpYyroB, ropogoB v panoHoB PCOPCP n cooTBETCTBYHOLIMX OpraHoB
cynebHom BnacTu M MpoKypaTtyp B pecnybnuvkax, kpasix, obnacrsx, r. r. Mockse n CaHkt-leTepbypre,
aBTOHOMHbIX OKpyrax Poccunckon ®egepaummn, MyHALMNANbHbIX panoHax 1 ropoACKMX OKpyrax;

NpPeACTaBUTENbHONO 1 UCMOMHUTENbHO-PACcNopPAaUTENBHOIO OPraHoB MYHULIMMANBHOMO MNOCENEHS.

2.8.2. B cBa3sn c npeobpasoBaHWeM MyHuuMnanbHblX obpa3oBaHui (X OObeAVMHEHMEM,
pasgeneHneMm, a Takke W3MEHEHMEeM cTaTyca rOpOACKOrO MNOCENeHus) HOBblE apxXuMBHble (OHAbI
COCTaBMSAT apXMBHbIE LOKYMEHTbI CO3[0aHHbIX OPraHOB MECTHOIO CaMOyrnpaBeHus.

ViaMeHeHVe rpaHuL, MyHUUMNanbHbIX OOpa3oBaHWA He SIBNSAETCA OCHOBaHWEM ANA co3daHus
HOBbIX apXMBHbIX (OHOOB M3 apPXUBHbIX [JOKYMEHTOB COOTBETCTBYIOLLIMX OpPraHoB MECTHOro
camoynpasneHust.

2.8.3. lNpu peopraHmnsaumm opraHnsaunmn HoBble apxmBHble (POHAbI CO30a0TCs B CriyyYasx:

N3MeHeHWs LLleneBoro HasHadeHus, Npouns 4eaTenbHOCTU U YHKUUI opraHm3sauuu;

npeobpa3oBaHUs opraHu3aumm ¢ uaMeHeHvem opmbl COOCTBEHHOCTU MMYyLLECTBA OpraHu3auuun
(npuBaTM3aLms, akUMOHMPOBAHME, HALMOHANU3auns 1 T.n.).

M3 apxmBHbIX [OKYMEHTOB rOoCyAapCTBEHHOW UMM MyHMLUMNAanNbLHOW OopraHusauun, noasepriiemncs
npeobpasoBaHNio C M3MeHeHUeM OpPMbl COOCTBEHHOCTU MMYLLECTBA OpraHusaumm, W apXuBHbIX
AOKYMEHTOB BHOBb BO3HMKLIEN OpraHusauuu(ii)-npaBonpeemMHnka(oB) gonyckaetcs ¢opMUpoBaHue
06bEeANHEHHOTO apXMBHOTO doHaa B cnydae nepegauu apXMBHbIX OOKYMEHTOB
opraHu3aummn(i)-npaBonpeeMHnka(oB) B roCy4apCTBEHHYIO UMM MyHULMNANbHYO COBCTBEHHOCTb.

2.8.4. He siBnsieTCcA OCHOBaHMEM 1151 CO3aHUsA HOBOroO apXmMBHOro goHaa:

paclMpeHne Unu cyXXeHue TepputopmanbHbIX rpaHnL, 4eaTenbHOCTU UNKU PYHKLUMIA OpraHn3aunu;

BblAeNneHne K3 opraHusauum OOHOW WUIM HECKOMbKMX HOBbIX OpraHu3auum ¢ nepegaden um
OTAenNbHbIX (PYHKLMI NEPBOK OpraHn3aLumu,;



M3MEHEeHNe MOAYMHEHHOCTN OpraHu3auuu, ee CTPYKTypbl, MEepeMMEHOBaHWe WM BHeCeHue
N3MEHEHW B Ha3BaHWe, He CONpPOBOXAALMNECS U3MEHEHUEM NMEePBOHAYanbHbIX PyHKUNI;

CMeHa ydpeauTens(en) opraHu3aumm 6e3 naMeHeHus POpMbl COOCTBEHHOCTU UMYLLECTBA 3TON
opraHmsauum.

2.8.5. ApxvBHble [OOKYMEHTbl OpraHu3auun, npeKkpaTuBLLUENA CBOK AeATENbHOCTb BCreacTBue
nvKBMZauumM, B TOM 4YuUCrie MO MPUYUHE Ype3BblYaMHbIX ODCTOATENbLCTB WM CTUXWUWAHBLIX OeacTBui, a
3aTeM BOCCTAHOBMEHHOM C TEMU Xe PYHKLMAMUN, COCTaBNAT eANHbIN apXMBHbIA OOHA,.

2.8.6. XpoHONornyeckumm rpaHuLLamMmmn apxmuBHoro hoHaa siBnsiioTCs:

apxmBHOro ooHaa rocyaapCTBEHHOrO OpraHa, opraHa MeCTHOro camoynpasreHusi, opraHnsaumm -
yCTaHaBnMBaeMble Ha OCHOBE HOPMATUBHbIX aKTOB odmumanbHble gaThl UX obpasoBaHus (pernctpauum)
1 nukBugaumu. MNpu HanMuMn HeCKONbKNX HOPMAaTMBHbBIX aKkTOB 3a AaTy 06pa3oBaHMs rocygapCTBEHHOrO
opraHa, opraHa MeCTHOro camoynpaBfieHusi, opraHuM3auun npuHUMaeTca aata Hambonee paHHero us
HUX;

00beAVHEHHOrO apxuBHOTO ¢oHaa - AaTtbl obpasoBaHudA (perucTpauuun) Havbonee paHHeEn u
nvkBMaauumn Hambonee NO3gHEN NO BpEMEHU AeATENbHOCTM OpraHu3aumii, JOKYMEHTbl KOTOPbIX BOLLN B
coctaB 06beAVHEHHOIo apXmMBHOTro POHAa;

apxXuBHOro poHAA JIMYHOIO MPOUCXOXAEHWUSI - AaTbl POXAEHUS U CMEpPTU rpaxgaHuHa, YreHOB
ceMbu 11 poga (No aHanormm ¢ o6begUHEHHbIM apXMBHbLIM POHOOM);

apXMBHOW KONMMEKUUN - AaTbl CAMOr0 paHHEero 1 camoro No3gHero JOKyMeHTa.

XpoHonormyeckne rpaHvubl apxmBHOro oHO4a MOryT He coBnagaTb C KpanHUMKU gaTamu
COCTaBMSALLNX €r0 apXUBHbIX AOKYMEHTOB:

B hoHAE rocyaapCTBEHHOrO opraHa, opraHa MEeCTHOIo CaMoyrnpaBfeHusl, OpraHn3aumm - B CBA3U C
BO3MOXHbIM OTCYTCTBMEM apXMBHbIX [OOKYMEHTOB HauyanbHOro wW/vnuM 3aBepluatollero 9Tanos
OEeATENbHOCTM  FOCYAapCTBEHHOIO OpraHa, oOpraHa MEeCTHOro CaMOynpaBfeHusl, opraHvM3auuu,
BKITIOYEHMEM B cocTaB oHOAa Oornee paHHUX apXUBHbIX OOKYMEHTOB, MepedaHHbIX AN 3aBepLueHus
NpoOM3BOACTBOM  Jena  MNpeflecTBEHHUKOM  FOCyAapCTBEHHOIO  OpraHa, oOpraHa  MEeCTHOro
camoynpaBrieHusi, opraHu3aumu;

B (pOHAE NUNYHOTO MPOUCXOXKAEHUSI - 3a CHET OOKYMEHTOB, CBA3AHHBLIX C OTKIMKAMW Ha CMeEpTb
rpaxgaHuHa, NpoBedeHMeM NaMATHO-BUNENHBIX MEPONPUATUIA 1 Op.

OpraHusaums apxuBHbIX JOKYMEHTOB B Npefenax apxusHoro goHaa

2.9. B npegenax apxmBHOro ooHAa apxmBHble JOKYMEHTbI OPraHn3yloTCs NO eAMHULAM XpaHeHus.

EouHWubl  XpaHeHMs  CcUCTeMaTM3WpYIOTCA  COMflacHO  CXeMe  cucTemMartm3aumm  apXMBHbIX
AOKYMEHTOB B apXUBHOM poHAE.

2.9.1. Cxema cuctemaTmsauum apxXmBHbIX JOKYMEHTOB B apXMBHOM (POHAE SIBNSAETCA OCHOBaHMEM
ANsi BHYTPEHHEeN opraHm3auny eanHuL, XpaHeHUss apxXMBHOTro hoHAa U 3aKpennsaeTcs onuckbio (onucsiMun)
Aen, JOKYMEHTOB.

CvcteMaTtnsaumsa eaMHNUL, XpaHeHus B npefernax apxmBHoro doHaa no pasgenam (nogpasaenam)
CXeMbl cuctTemaTmsauny NPoBOANTCH C Y4ETOM OLLHOTO UITM HECKOJSTbKUX CrieAyIoLLMX MPU3HaKoB:

CTPYKTYPHOTO (B COOTBETCTBMM C MPUHAANEXHOCTBIO eOUHUL, XPaHEeHWs K CTPYKTYPHbIM
nogpasgeneHunsm);

XPpOHOMNOrM4eckoro (Mo nepyvogam unu gatam, K KOTOpbIM OTHOCHATCS €4NHULbI XPaHeHWs);

yHKLMOHANbLHOro, OTpacrneBoro, TeMaTU4ecKkoro, NPeAMeTHO-BOMPOCHOMO (C y4eTOM (OYHKLMN
opraHu3auumm, TeM UM BONPOCOB, KOTOPbIX KacaeTcs cogepaHne eaMHUL, XpaHeHus);

HOMWHanbLHOro (Mo A4enonpon3BoACTBEHHOW hOpMe - BUAaM M PasHOBUAHOCTSAM AOKYMEHTOB);

KOpPPECMNOHAEHTCKOro (Mo opraHM3aumMsaM W nuuam, B pesynbTaTe MNepernuckM C  KoTopbIMK
obpasoBanvcb eauHULbI XpaHeHusl);

reorpadu4eckoro (B COOTBETCTBMU C OnpefenNeHHbIMN TePPUTOPUSMU, HACENEHHBIMU NMYHKTaMU Y
ApyrmMmun reorpaduyeckummn obbekTamu, C KOTOpbIMWM CBSA3aHO COAEpXaHvWe AOKYMEHTOB, WX aBTopbl,
KOPPECMNOHAEHTbI);

aBTOPCKOro (Mo HasBaHWAM oOpraHu3auMm unu aMmunuam nuu, KoTopble ABMSIOTCA aBTopamu
AOKYMEHTOB).

Mpn cuctematusaumm eaviHuL, XpaHeHus ayauvoBU3yanbHOW W 3ANEKTPOHHOW AOKyMeHTauun
AOMNONHNUTENBHO UCMOMb3YIOTCS OOBEKTHBIV U (DOPMAaTHbBIN NPU3HAKU.

EOouHvubl XpaHeHus rpynnupyloTcs MNOCNedoBaTenbHO MO MpU3Hakam, MPUMEHEHUEe KOTOpPbIX
ABnseTcd Haubonee uenecoobpasHbiM O BCEX WU OTAEMbHbIX TPYNN apXMBHbIX [AOKYMEHTOB
apxvBHOro coHAaa.

[OKYMeHTbI MO NMUYHOMY COCTaBy, a TakkKe Hay4YHO-TEXHUYECKME OOKYMEHTbI B apXMBHbIX (hOHAaX
Hay4yHO-uUCCrneaoBaTenbCkNUX OpraHM3auui, pykonmucu B usgaTenbcTBax, MWCTopun OonesHen B
MEeOUNLMHCKUX OpraHv3aumnsx, akTbl NpoBepoK B POHAAX KOHTPOSbHbIX OPraHoB BblAENATCA B 0cobble
rpynnbl 1 cucTeMaTnsnpyoTcs 060cobneHHo.



ApXuBHblIE [OOKYMEHTbl apxMBHOro OHOA CEMbW, poda CUCTEMATU3MPYIOTCS BHadvane no
OTAENbHBIM FpaXXaaHaM, AOKYMEHTbl KaXXAOoro rpaxgaHuHa - no pasgenaMm cxembl cuctematmsauuun. B
apxvBHOM hOHAE CEeMbWM Ha MEpPBOE MECTO BbLIHOCATCS apXMBHble OOKYMEHTbl Hambonee M3BECTHOro
rpaxkgaHuHa, 3aTeM - apXxMBHble OOKYMEHTbI YNIEHOB CEMbM B MOpsiAKe CTeneHun poacTea. B apxmBHOM
doHOe poaa apxMBHble JOKYMEHTbI pacnonaralTcs B NOpsaKke reHeanornyeckon nocrenoBaTenbHOCTH,
npuyeM apxvMBHble [AOKYMEHTbl, OTHOCSALIMECs KO Bcemy popy (reHearnorvdeckne Tabnuubl,
UMYLLLECTBEHHO-X03NCTBEHHbIE JOKYMEHTbI), MOMELLaOTCA B Havare.

EovHnubl XpaHeHusi, BKMOYEHHble B 0ObeOMHEHHbIM apXxMBHbIA OHA, pacnonarakTca Mo
3HauyMmocTn poHaoobpasoBaTenen, NO XPOHOMOrMU UX CO34aHus, No andasuTy HasBaHuh. [Ans
apXMBHbIX (POHAOB OOHOTUMHBLIX OpraHn3aLui Ucnonb3dyeTcs obLias cxema cucTemMaTmsaLmm.

B npepenax apxvBHOW KOMMEKUWW apXMBHble [OOKYMEHTbl OOHOro Buaa (pasHOBUOHOCTM)
rpynnupytoTca No aBTOPCKOMY MPU3HAKYy C pPacrnonoXeHuem rpynn efuHUL, XpaHeHus B and)aBUTHOM
nopsigke HasBaHW opraHu3auui unu pamunuin rpaxgad. B npegenax apxvBHOM KONMeKUMU, CO3a4aHHON
no TeMaTM4YecKoMy Mpu3HaKy, TpynnuMpoBKa apXMBHbIX [OOKYMEHTOB MpOBOAUTCA MO TemaM Wnu
BOMpOCcaM, pacnosioXKeHHbIM B MOPSIAKE UX 3HAYMMOCTU UM XPOHOJSIOTUN.

B cooTBETCTBMM CO CXEMOW cucTemaTusaumm eamHuLbl XpaHeHUs TPYNNMPYOTCS B criegylowem
nopsiake:

€0VHULbI XPaHEeHUs OTHOCATCA K TOMYy rogy, B KOTOPOM OHM HayaTbl MPOM3BOACTBOM WU B
KOTOPOM MOCTYNUNU B AaHHY opraHm3aumio (CTPYKTYpHOe noapasfeneHve) M3 Apyron opraHusaumu
(cTpyKTypHOro nogpasgeneHus) onst NPoSoINKEHUSA NPOM3BOACTBA;

€0VHULBI XpaHeHUs, cogepalume nnaHbl, OTYETbI, CMETbl U MaTepuanbl K HUM, OTHOCATCS K TOMY
rogy, Ha KOTOPbIA UMM 3@ KOTOPbI OHW COCTaBIi€Hbl, HE3aBUCMMO OT [aTbl WX COCTaBMEHWUS;
OONrOCPOYHbIE MNaHbl OTHOCATCS K HadanbHOMY rogy WX LEeWCTBUA, a OT4YeTbl 3a 3TM rogbl - K
nocrnegHemMy rogy oT4eTHOro nepuoaa;

€0VHULUbl XpaHEHMUs, HayaTble MPOM3BOACTBOM B OAHOM MNogpasgeneHun u nepedaHHble AOns
NPodoOIPKEHNA B Opyroe noapasgeneHne, OTHOCATCA K TOMY noapasfdeneHunto, B KOTOPOM OHWU Obinn
3aKOHYEHbI;

B npegenax roga WM XPOHOMOrMYEcKoro nepuoga eauHWUbl XpaHeHWs pacnonaratTcs Mo
3HAYUMOCTUN (PYHKUUIA OpraHu3aumm (unu B Nopsifke 3HAYUMMOCTU U NOTMYECKOW B3aUMOCBSA3N BUAOB U
pasHOBMAHOCTEN LJOKYMEHTOB);

e0VHULUBl XpaHeHus, NpeacTaBnsalLme cobon nuYHble Aena, CUCTEMAaTU3MPYKTCS MO rogam
YBONbHEHWSA 1 andasuTy damMunmm.

pynnbl eanMHUL XpaHeHWs B npegernax nocnegHvx (3aBepluaolmx) CTyneHen cucremaTtusaumu
pacnpenensatTcsa N0 UX 3HAYNMMOCTU U XPOHOSOTUN.

Heq)OHD,OBaFI OopraHnsauma apxXxmBHbIX OOKYMEHTOB

2.10. HedoHooBas opraHusauus apxvMBHbIX [OOKYMEHTOB - oOpraHusauusi CO3[aHHbIX B
OEeATEeNbHOCTN PasnUYHbIX UCTOYHMKOB KOMMMEKTOBaHUS ayanoBu3yarnbHbIX AOKYMEHTOB (KMHO-, OTO-,
dOHO- N BUOEOAOKYMEHTOB) NO UX BMAaAM, OOHOMY WNN HECKONbKUM BHELUHWM NpuU3Hakam (LBEeTHOCTH,
MaTepuany HocuTens uHgopmauum, ero opmaTy, CUCTEME 3anucu 3ByKOBOM UHopMaumm 1 ap.).

KWHOOOKYMEHTbI M BUOEOOOKYMEHTbl CUCTEMATU3UPYIOTCA MO BuAam - unbMbl, CNELBbINYCKH,
KMHOXYPHanbl, OTOENbHbIE KWHO- W TenecktoXeTbl Pas3fUYHOM LUBETHOCTU. Ha KMHOOOKYMEHTbl U
BUOEOAOKYMEHTbI onpeaeneHHoro Buaa CoctaBnseTcs oTaesibHasa onuch.

dOTOOOKYMEHTBI CUCTEMATU3MPYIOTCS MO BMAAM - HEratvMBbl PasnMYHOM LIBETHOCTU U pasmMepa;
cnamgpl  (Ouano3vTuBbl)  PasfNMYHOM  LIBETHOCTM; MO3UTMBBLI, doTooTnedatky; oToanbbombl;
anadpunbmbl. Ha doTogoKyMeHThl onpefeneHHoro Buaa CoctaBnseTcs oTaenbHast Onuch.

®oHOOOKYMEHTbI  cucTemMaTU3WpyloTCA MO Buaam  3anmcu  3BYKOBOW  MHGOpMauuun -
doHorpadmyeckas, rpammodoOHHasi, LWOPUHOMOHHAdA, onTudeckasd, MarHutHas, nasepHas. Ha
POHOOOKYMEHTbLI OnpeaeneHHoro Buaa 3anncu coctaBnaeTcsd oTaenbHasa onuchb.

OnNeKTPOHHbIE OOKYMEHTbl CUCTEMAaTU3UPYIOTCA NO BuAam HocuTernen MHdopmauun (MarHUTHble
NEeHTbl, nasepHble U XeCTKMe [OUCKW, KOMMNAKT-OUCKW, OUCKeTbl); BHYTpW BMAOB - Mo dopmaTtam
npeacTasneHns MHopmauun n ganee - No xapaxkrepy 3auKCMpoBaHHON Hopmaumn.

ObGecneyeHne COXPaHHOCTN apXMBHbIX AOKYMEHTOB

2.11. Komnnekc MeponpusaTMin no CO34aHU0 HOPMAaTUBHbBIX YCIOBWIA, COOMIOOEHNI0 HOPMATUBHbIX
PEXUMOB U Haarnexallen opraHu3auum XpaHeHUs apxXmBHbIX JOKYMEHTOB, UCKMIOYAOLWMX UX XULLEHne 1
yTpaTty n obecneumBalowux nogaepxaHue Mx B HOpManbHOM (hU3NYECKOM COCTOsSIHUMKM, obecneumBaeT
COXPaHHOCTb apXMBHbIX JOKYMEHTOB B apXuBe.

Ob6ecneyeHne HOPMaTUBHbIX yCﬂOBMI7I XpaHeHuA
APXUBHbIX OKYMEHTOB



2.11.1. HopmaTtumBHbIEe YCITOBUS XpaHEHUST apXUBHBLIX AOKYMEHTOB obecneyvmBalTCs:

CTPOUTENbCTBOM, PEKOHCTPYKLMEN M PEMOHTOM 34aHUIN apXMBOB;

co3gaHvem ONTUManbHbIX (HopmaTMBHbIX) NPOTUBOMOXapHOro, OXPaHHOro,
TemMnepaTypHO-BNa)XHOCTHOrO, CBETOBOIO W  CAHWTAPHO-TUIMEHWYECKOTO PEXMMOB B  34aHMU MU
NOMELLEHNAX apXuBa;

NPUMEHEHMEM ChneumanbHbIX CPeACTB XPaHEHUS U MepemMeLlleHnss apxXMBHbIX [JOKYMEHTOB
(cTennaxu, wkadbl, cendbl, KOPOOKKU, Nanku n ap.).

TpeboBaHusa K 30aHMSAM 1 MOMELLEHUSM apXMBa

2.11.1.1. ApxuB pasmeLlaeTcs B cneumarnbHO MNOCTPOEHHOM(bIX) U1 NPUCnocobneHHoM(bIX) Ans
XPaHEHUs1 apXMBHbIX AOKYMEHTOB 34aHUU(SIX) UMM OTAEMbHbBIX NMOMELLEHNSX 30aHns, yganeHHoMm(bix) oT
ONacHbIX B MNOXapPHOM OTHOLLEHMUM OOBLEKTOB (HedTexpaHunuiLa, OEH30KONOHKN, aBTOCTOSIHKA, rapaxun u
T.M.) N NPOMBILUMIEHHBIX OOBEKTOB, 3arpsI3HSOLLNX BO3AYX (arpeccyBHble ra3bl, LeMEHTHas MNblfib U T.M.).
[MpUrogHOCTb MECTOpPacnofIoKEHUS apxvBa OMNPeAenseTcd C y4eTOM 3aKMYeHUn CryxObl noXapHown
OXpaHbl U CaH3aNMAEMCTaHUMM O CTEMEHN 3arpsi3HEHHOCTU BO3AyXa.

CTpouTtenbCTBO U PEKOHCTPYKLUSA 34aHUSA apXxvBa NPON3BOASTCA B COOTBETCTBMM C HOPMATMBHbLIMU
NpaBoOBbIMW aKkTamu, coaepxalummMmm TpeboBaHus K 06 beKTaM TEXHUYECKOrO PerynmpoBaHns U NPOEeKTHON
AOKYMEHTaLuuWen, CornacoBaHHOW C COOTBETCTBYIOLUM YMNOMHOMOYEHHbIM OPraHoOM WCMOMHUTENbHON
BNacTu B chepe apxmMBHOro Aena.

3naHne apxuBa npegctaBnseT coboM KOMMIEKC OCHOBHBLIX M BCMOMOraTenbHbIX MOMELLEHUN,
npegHasHadYeHHbIX Afs BbINOMHEHUS 3ajady  apxumBa MO XpaHeHuioo, obpaboTke, MCMONb30BaHUIO
apXMBHbIX [JOKYMEHTOB W 3aday aAMWHUCTPATMBHO-XO3SIMCTBEHHOrO, TEeXHWYecKkoro, ObITOBOro
Xapaktepa, oTBeyaTb TpeboBaHUSIM paunoHanbHON NAaHUPOBKM NMOMELLEHUIA.

CocrtaB, pacnonoxeHve, 00OpydoOBaHWE MOMELLEHUA OCHOBHOIO Ha3HayeHus  OOJIKHbI
obecneynBaTb COXPaHHOCTb apPXUBHbIX OOKYMEHTOB Ha BCEX y4dacTkax paboTbl C HUMW, cobniogeHue
TpeboBaHW TexHomnorunm paboT, OXpaHbl Tpyda, TEXHMKM ©Oe3onacHoCTM WM NPOM3BOLACTBEHHOWN
caHuTapuu, a TakKe pauuoHanbHOe B3aMMOAeNCTBME noapasgeneHmn apxmea. K nomelieHusm
OCHOBHOTO Ha3HayYeHUs OTHOCATCS:

apX1BOXPaHUNMLLA;

pabouyne nomelleHns paboTHNKOB apxmBa;

nomMeLleHns Ang npyueMa n BpeEMEHHOro XpaHeHUs, akknumaTnsauum apxmBHbIX JOKYMEHTOB;

nomMeLleHns AN u3onsaumm, 4e3avH@EeKUnn 1 Ae3NHCEKLNN NOPaKEHHbIX apXUBHbIX JOKYMEHTOB;

nomeLleHns Ansg obecnbinMBaHus, nepenneTa u pectaspaumm apxXmBHbIX JOKYMEHTOB;

MOMELLEHMS AONA  KOMMPOBaHUSA W pecTaBpauuyv  apXMBHbIX [OKYMEHTOB (MMWKpPO-, KCEpO-,
doToKONMpOBaHWsA, hoTopecTaBpaL M 1 T.n.), 06paboTKN NIEHKM U NPOBEAEHUS] TEXHNYECKOTO KOHTPONS
ayaMoBM3yaribHbIX JOKYMEHTOB;

NMOMELLEHMS AN XPaHEHUS YYETHbBIX JOKYMEHTOB;

KOMNIeKC u4uTanbHOro 3ana (C y4YacTkamMu BblgayuM Aen M CNpaBOYHO-MOMCKOBLIX CPeacTs,
BPEMEHHbIM XpaHUNLLEM);

Hay4HO-cnpaBoyHas bubnmnoreka;

MEeTOANYECKUIA KabUHET;

BbICTaBOYHbIN 3arl.

PaswvelleHne apxvBa B MNPUCMOCOBNEHHBLIX 30aHUSX W MOMELLUEHUsSX MNPOM3BOAMTCA B
YyCTaHOBMEHHOM nopsgke nocrne npoBedeHUs WX 3KCNepTu3bl. OKCnepTu3a ycTaHaBnMBaeT CTeneHb
OMHECTOMKOCTM 30aHus, [OOJITOBEYHOCTb €ro OCHOBHBLIX KOHCTPYKUMA UM MPOYHOCTb MEXITaXKHbIX
NepekpbITUA C y4eTOM MOTEHUMANbHbLIX Harpy3ok, COCTOSIHME TMOMELLEHUI 30aHusa  (MOSTaXHbIX,
noABasbHbIX, YepAaudHbix), HanuuMe W COCTOSHME OTOMUTENbHLIX W  BEHTUISALMOHHBIX CUCTEM.
OkcnepTtv3a NpoBOOUTCHA  MPEACTAaBUTENSAMW  apXuBa, MOXAPHbIX, OXPaHHbIX, CTPOUTENbHBIX,
CaHUTapHO-3NMOEMUONIOTMYECKUX U OPYIUX crneuunanbHblix cnyx6. No ntoram akcnepTnsbl COCTaBsAETCS
akT.

He gonyckaeTcsa pasmMelleHne apxvBa B BETXUX CTPOEHUSIX, AEPEBAHHbIX NMOCTPONKaX, 34aHUSX C
CbIpbIMX OCHOBHbLIMUW, NOABANbHLIMMW, YEpAAYHBIMU NMOMELLEHUSIMM, NEYHBbIM OTOMSIEHNEM.

lMpegHasHayeHHble ONA XpaHeHWs apXMBHbIX [AOKYMEHTOB MOMELLeHUS B MNpUCcnocobneHHbIX
30aHNAX OOMKHbI ObITb N30MMPOBaHbl OT OCTaNbHbIX MOMeLLEeHW 3gaHns. He gonyckaeTcsa pasmelleHme
apXUBHbIX [OOKYMEHTOB B MOMELLUEHUSX 34aHus, 3aHAToro cnyxbamu OOLWEeCTBEHHOro nuUTaHus,
NULWEBbIMU CKIlagamu, OpraHu3auusmMun, XpaHAWUMKU MoXapoonacHble U arpeccuBHble BeLlecTBa WIu
NPUMEHSIOLLUMK MOXAPOOoNacHbIE N XMMUYECKME TEXHOIOMUN.

TpeboBaHUsi K apXMBOXPaHMUINLLLY



2.11.1.2. ApXMBOXpaHUNuLe [OOIMKHO ObiTb MakcumanbHO YyAaaneHo oT nabopaTopHbIX,
NPON3BOACTBEHHbIX, ObITOBLIX MOMELLEHWA apxvBa M HE WUMETb OOLWMX C HUMWU BEHTUNSALMOHHBLIX
KaHanoB. ApXMBOXpPaHUNWLLE OTAENSeTCA OT COCeAHUX MOMELLEHWUA apXMBa HECTOpPaeMbIMU CTEHAMM U
nepekpbITUAMKM C MpegenamMmm OrHeCTOMKOCTM He MeHee [ByX 4acoB. B apxumBoxpaHunuvuie He
JonyckaeTtcsi npoknagka Tpyd BogocHabXXeHusa 1 kaHanusaumm, TeXHonormyeckne nnm ObliToBble BbIBOObI
BOAbI.

Mpy NpoekTupoBaHUN pasMeLLeHNs apXUBOXpaHWUMMLLa B CrneunansHOM Unu npucnocobrneHHoM
34aHuKn npeanoydteHne (NpU paBHbIX TEMNSOBbIX XapakTePUCTUKaX) OTAAETCH NMOMELLEHUSM C CeBEPHOM
OpVEHTaLNEN OKOH.

MaTtepuanbl NOKPbITUS CTEH, MOMOB, MOTOMKOB, BHYTPEHHEW apmaTypbl apXvMBOXpaHUNULLA,
npUMeHseMble Npu MN3roToBNEHMN ODOPYAOBaHUA U CPEACTB XPaHEHUSI apXUBHbIX OOKYMEHTOB, He
OOIMKHbI cobupaThb Mblfb, BbITb €6 NCTOYHUKOM UMK BblAENSATb arpeCCUBHbIE XMMUYECKNE BELLECTBA.

ApPXVMBOXPaHUIULLE LOIDKHO MMETb €CTECTBEHHYIO WM MCKYCCTBEHHYK BeHTunsauuio. Cuctembl
KOHOMUMOHMPOBAHNS OOIMKHbI OobecneymBaTb PELUPKYNALMI0O BO3gyxa C KpaTHOCTbO OOMeHa 2 - 3,
CTabuNbHOCTb TemnepaTypHO-BMaXXHOCTHOMO peXuMMa, O4YMCTKY BO34yxa OT MbiiM U arpecCuBHbIX
nprvMecen, a Takke OTBeYaTb COBPEMEHHBIM TPEOOBAHNSIM KOMMAKTHOCTU Y 3KOHOMUYHOCTMU.

BbicoTa apxvBoxpaHunuuia 3aBMCUT OT TEXHOMOrM4eckoro 00OopyaooBaHUs, MNPUHATOro Ans
XpaHEeHWs1 apXMBHbIX AOKYMEHTOB, HO He MeHee 2,25 M OO HM3a BbICTYNalwLWMX KOHCTPYKLUUM K, Kak
npaswIo, He Bbile 4 M.

ApXUBOXpaHUNnLLE OOMKHO MMETb YA0OHbIE BbIXOAbl K NUpTaM N NECTHUYHBIM KINETKaM.

He ponyckaetcss xpaHeHwe OHO-, BMOEO- U IMEKTPOHHbLIX AOKYMEHTOB Ha HoOCUTensx C
MarHUTHbIM paboyMMm Croem B apXMBOXPaHWNULLE C MapasUTHbIMU MOCTOSIHHbIMU UMW NEPEMEHHBLIMMU
MarHWTHbIMU NONSIMU HanpskeHHoCTblo 6onee 400 a/m.

ApPXVMBOXPaHUIULLIE apXMBHbIX JOKYMEHTOB Ha HATPOOCHOBE (OMAacHOWN, roptoyeit) TeppuTopmuanbHO
OoTOENsIETCA U U30NMpyeTCcs OT APYrMX apXMBOXpaHWUnuL,. B HWXHEN 30He apXMBOXpaHWMLLA apXMBHbIX
AOKYMEHTOB Ha HUTPOOCHOBE NpefycMaTpuBaeTcs AOMOMHUTENbHAS BbITSXKKa BO3ayxa.

HopmaTyBHbIE peXrMbl XpaHEHWUST aPXUBHbBIX JOKYMEHTOB.
[NpoTnBONOXaPHbLIN PEXUM

2.11.2.1. TlpoTMBONOXapHbIA pexvm B 30aHUW(AX), rAe pasMellaeTtcs  apxue, U B
ApPXMBOXPaHUIULLAX pernameHTMpyeTcsl COOTBETCTBYIOLUMMW HOPMAaTUBHBIMW MPaBOBbIMM  aKTaMu
Poccuiickon ®epepauumn B obnactun noxapHon 6e3onacHoCTu.

OXpaHHbIN pexum

2.11.2.2. OxpaHHbI pexum apxumBa obecrnednmBaeTcsl KOMMIEKCOM Mep Mo obecneyeHuto
WH)XEHEePHO-TEXHUYECKOWN YKpPEnneHHOCTN, 00opyaoBaHUI0 34aHus (MOMELLEHUs) apxumBa cpeacTBamu
OXpPaHHOW curHanu3aumu, opraHusauun nocTa(oB) oxpaHbl, onevyaTbiBaHWIO MOMELLEHUIA, cobNoaEHMIO
BHYTPUOOBEKTOBOIO Y MPOMYCKHOIO PEXUMOB, XPAHEHUIO KIMHOYEN OT CNYKeBOHbIX NOMELLEHWIA.

TpeboBaHUA K apxXuBOXpaHWnMLLaM W OpYruM MOMELLEHUSIM apxvBa, B KOTOPbIX XPaHATCA
CEeKpeTHble apXMBHble OOKYMEHTbl M MNpoBOAATCA paboTbl C HUMK, YCTAHOBMEHbl HOPMATUMBHbLIMU
NpaBoOBbIMW JOKYMEHTaMU No 06ecneyeHunto pexnma cekpetHocTm B Poccuiickon depepaumu.

OpraHusaums oOxpaHbl apxuMBa  OCyWleCcTBMNseTcA B  COOTBeTCTBMM C  TpebosaHMAMMU
3aKoHoAdaTenNbHbIX U MHBIX HOPMATUBHbIX NPaBOBbIX akToB Poccunckon ®egepaumu, a tTakke NHCTpyKLmm
O nopsiake OCYLIEeCTBMEHUs OXpaHbl apxuea, COrnacoBaHHOW B YCTaHOBIIEHHOM nopsiake C
OCYLLeCTBMAOLWUM OXpaHy apxmeBa noAapasfeneHMeM U COOTBETCTBYHOLUMM OpraHoM BHYTPEHHUX Aern
Poccuitckon denepaumm.

OxpaHa apxvBa OCYLLEeCTBMNSAETCA Ha OCHOBaHWM O0roBopa Mexay apXMBOM WU COOTBETCTBYIOLLMM
noapasgeneHvemM oxpaHbl, B KOTOPOM NpedycmaTpuBatoTcs ob6a3aTenscTBa CTOPOH MO OXpaHe apxuBa,
cobnofeHnio  BHYTPUOOBLEKTOBOMO M MPOMYCKHOIO PEXMMOB, NpedycMaTpuBalonMx B TOM 4ucre
[OCMOTpOBblE MeponpuAaTUsA. epedyeHb NomelleHUn apxuBa, obopydyeMbiX cCpedcTBaMu OXpaHHOM
curHanusauuu, npMMeHseMble NHXEHEePHO-TEXHUYECKNe CpeacTBa, BU, YCNOBUS OXpaHbl U Aucriokauust
NMoCTOB OMpeAensoTcs YCroBUAMW [OroBopa WMCXOAS U3 MPUHLMNOB HaAEXHOCTU N 9KOHOMUYECKOM
060CHOBaHHOCTN TapndoB, a TakKe C y4eTOM MOMOXEHUA MEXBEOOMCTBEHHOro akta obcnegoBaHus
apxuBa u TpeboBaHu HopMaTMBHBIX NPaBoBbIX akToB MB[ Poccun.

Ob6sa3aTenbHOMY OCHALLEHWIO CpeacTBaMM OXPaHHOW CUrHanmsauum 1 onedaTbiBaHWIo noanexar
apxvBoXpaHunuwia W MnoOMeLWeHnss, B KOTOPbIX MOCTOSAHHO WM BPEMEHHO XPaHATCA apXxvBHble
OOKYMEHTbI, a Takke MaTepuarbHble LLleHHOCTU, aBapuiiHble U 3anacHble BbIXOAbl U3 34aHWs apxuBa,
OCHOBHOW BXO[ MpW OTCYTCTBMM KPYrNOCYTOYHOrO NOCTa OXPaHbl.

OnevatbiBaHMIO noanexaT MeTannuyeckue Lwkadbl 1 cendsbl, roe BpEMEHHO XPaHATCH BblAaHHble
U3 apXMBOXPaHUIMLL, apXMBHbIE AOKYMEHTbI, y4EeTHble JOKYMEHTbI U Hay4YHO-CNPaBOYHbLIN annapar, ecnm
OHW HaxoJATCcs B HeonevaTbiBaeMbIX MOMELLEHUNAX.



ApXxvBOXpaHunuiia u gpyrme nomeLleHusi, rae MOCTOSHHO WM BPEMEHHO XPaHATCS apXuBHble
AOKYMEHTbI, 000pyAyTCA ABEPAMU C MOBLILLUEHHON TEXHUYECKOW YKPEMMEHHOCTbI0 MPOTUB BO3MOXHOTO
B3110Ma, OCHALLEHHbIMU 3aMKaMu MOBbILLIEHHOW CEKPETHOCTMW.

Bce ok3emnnapbl KnOY4eM (3@ MCKIMIOYEHWEM OTHOCSALMXCS K MOMELLEHMSM, Ha KOTopble
pacnpoCcTpaHAlTCsa crneunanbHble TpeboBaHWs pexuma CEeKpeTHOCTM) YYMTbIBATCSH B KypHane
pervcTpaumm Kinoyen K 3amkam NomeLLeHnn apxmea, BegeHne KOTOporo NnpMkasomM pyKoBOAMTENS apXxmBa
BO3/araeTcs Ha OTBETCTBEHHOE AOIDKHOCTHOe nuuo. B ykaszaHHOM XypHane oTmevaeTcs, Y KOro 13
paboTHNKOB apxmBa UMEIOTCS KMOYM OT KaXAO0ro U3 NoMeLLEeHMN, C pacnnuckon paboTHUKa B NOMy4YeHum
aK3emnnsapa Knoya.

Ko Bcem nomelleHsM apxuBa, OCHaLLEHHbIM 3aMKaMU, AOMKHO BbITb HE MeHee ABYX KOMMMEKTOB
KNtoYemn, O4MH U3 KOTOPbIX MOCTOSAHHO HAaxXoAMTCs B cryxbe oxpaHbl apxmBa.

Mopsagok xpaHeHus knioven B paboyee M Hepabouee BpeMsi, MONy4YeHUs KN4vern B cnyxbe
OXpaHbl, COAYM KIOYEeN U NOMELLEHNI MO OXpaHy yCTaHaBMMBAETCSA MHCTPYKLMEN 06 OXpaHHOM pexnve
apxuBa, YTBEPXXOEHHON B yCTAHOBNEHHOM MOPSAAKE.

ApxvBoxpaHunuuie B paboyee Bpems, ecnv B HEM He paboTalT COTPYOHWKM, OOIMKHO ObiTb
3aKpbITO Ha Koy, Kniwoun oT apxuBoxpaHunvwa B paboyee BpeMsi HaxoOdsTcs Yy 3aBedylollero
apXUBOXPaHWUMLLEM UMW NKLa, ero 3ameLLatoLLero.

B apxumBoxpaHunuwe MMeKT npaBO [[OCTyna 3aBedyllwmi WM pabOTHUKM  OaHHOrO
apxvMBOXpaHUNULLa, a Takke PyKoBOOUTENb apXvMBa M €ro 3amMecTUTenu, rMaBHbIi XpaHuTenb OOHO0B.
Cnuncok nvud, MMeloLWmx nNpaBo A4OCTyna B apxmBoxpaHunuwie, obHOBNAeMbIn Mo Mepe HeobxoanmocTw,
AOMDKEH HaxodWTbCA Ha MocTy oxpaHbl. Bce pgpyrme paboTHukM apxuBa [onyckalTcs B
apXMBOXPaHUNULLE TOMbKO B COMPOBOXAEHWM 3aBeOYHOLLEro apxXvMBOXpPaHWNULLEM WM nuua, ero
3amMeLyaoLLero. MiHble nuua gonyckalTCa B apXMBOXPAHUIULLE B UCKMOUYUTENBHBLIX Cyvasix TOMbKO Mo
NMUCbMEHHOMY  paspelleHuto  PyKOBOACTBA apxuBa W B COMPOBOXAEHUW  3aBefyHLLEro
apXUBOXPaHWUIMLLEM UMW LA, Er0 3aMeLLaoLLErO.

BbIHOC 13 apxvMBa apXxMBHbIX LOKYMEHTOB, MaTepuarnbHblX LLEHHOCTEN U KHUI Hay4HO-CMpPaBOYHON
Ombnuotekn, a TakKe Hay4yHO-CMPaBOYHOrO annapaTta paspellaeTcss TOMbKO MO  cneuunarnbHbIM
nponyckam, Bbi4aBaemMbiM B yCTAHOBIEHHOM MOPSAKE.

TemnepaTypHO-BIaXKHOCTHbIN PEXUM

2.11.2.3. B apxvBoxpaHunuiie apxvBHbiX OOKYMEHTOB Ha OymakHOW ocHoBe, 060pyaOBaHHOM
cuctemamm KOHOULMOHUPOBAHMS BO3AyXa, nogaepxuBaeTcs HOPMAaTUBHbIV
TemnepaTypHO-BNaXHOCTHbIN pexnm: Temnepatypa 17 - 19 °C, oTHocuTenbHas BnaxHocTb Bo3gyxa 50 -
55%.

TemnepaTypHO-BNaXHOCTHblE ~ nNapameTpbl  BO3dyXxa ANs  OOMrOBPEMEHHOro  XpaHeHus
ayaomoBm3yanbHbIX W 3MEKTPOHHBIX AOKYMEHTOB AOSKHbI COOTBETCTBOBaTb HOPMam, MpuBeAEeHHbIM B
Tabnuue:

Bug nokymeHTa Temnepartypa, rpag. C OTHOoCUTEenbHas
BNaXXHOCTb BO3ayxa, %

YyepHo-benble LBETHbIE YepHo-6enble LBETHbIE

[oKkymeHTbl Ha

KMHOMMNEHKE:

HUTPOOCHOBA He Bbiwe +10 He Bbllwe -5 40 - 50 40 - 50

Oe3onacHas He Bbile +15 He Bbile -5 40 - 50 40 - 50

OCHOBa

hOTOOOKYMEHTBI:

CTEKIOo He Bbilwe +15 He Bbile -5 40 -50 40 - 50

nrneHka He Bblwe +15 He Bbilwe -5 40 - 50 40 - 50

doTobymara He Bbiwe +15 He Bblwwe -5 40 - 50 40 - 50

OOKYMEHTbI Ha +8 - +18 45 - 65

MarHMTHOWM

neHTe n

OWCKOBbIX

HocuTensax

B apxvBoxpaHunuiie ¢ HeperynMpyembiM KNMMaTOM OOMKHbI OCYLLECTBNSATLCA MeponpuaTus no
ONTUMM3aLMM TEeMMepaTypPHO-BNAXHOCTHOrO peXxvMma C NpYMEHEeHUEeM ONTMMAanbHOro OTOMMEHUs U
NPOBETPMBAHNA MOMELLEHUA, a TaKkkKe MeXaHWYeCKMX CPEACTB YBMaKHEHUS MMM OCYLUEHWs BO34yXa.
Peskne konebaHus (Ce3oHHble U B TeYeHue OOHMX CYTOK) Temnepatypbl (+/- 5 °C) n OTHOCUTENbLHON
BNaxxHocTun Bosayxa (+/- 10%) He pgonyckatoTcs.



Mpn ONUTENBHOM HapyLIeHUMU TemrnepaTypHO-BNaXHOCTHOro pexuma (0T 3 cyTok m Gonee),
COMpOBOXAALEMCS NMOBbILUEHNEM OTHOCUTENBHOM BraXHOCTWM Bo3gyxa Ao 70 - 90%, npuHumaroTcs
Mepbl MO €ro HopManu3aumm (MHTEHCMBHOE NPOBETPUBAHUE, OCYLLEHNE apXNBOXPaHWUIMLLA).

B nepvog TexHonorvdeckon o6paboOTKM apXxMBHbIX OOKYMEHTOB [AOMYyCKaeTCs MX BpeMeHHOoe
XpaHeHue (00 2 MecsAueB) B MOMELLEHMAX C HEpPEerynmpyembiM TeMMNepaTypHO-BAaXXHOCTHBIM PEXUMOM
npu Temnepatype 20 +/- 5 °C 1 OTHOCUTENBHOM BriaXxHOCTK Bo3ayxa 50 +/- 20%.

TemnepaTypHO-BNaXXHOCTHbI ~ PEXMM  KOHTPONMpyeTCs  MNyTeM  PErynsipHoro  U3MepeHus
TemnepaTypbl U OTHOCMTENBHOW BNAXHOCTU KOMHATHOIO U HApY)XHOro BO3Ayxa B OOHO U TO Xe Bpemsi: B
KOHOMUMOHMPYEMbBIX TMOMELLEHNSAX - He pexe 1 pasa B Hedeno; B apxXvMBOXpaHUnULiax cC
HeperynmpyembiM KNuMaToM - 2 pasa B Heento; Npy HapyLLeHUsiX pexuma - 1 pas B CyTKu.

MokasaHus KOHTPOSbHO-U3MEPUTESNbHBLIX ~ NPUOOPOB  chMKCUpyOTCS B cneumanbHbIX
PErMCTPALMOHHBIX >KypHamax, B KOTOpbIX Takke OTpaXxalTcs NpoBepka NpPaBUIIbHOCTU MNOKa3aHWN
NprMbopOB M Mepbl, MPUHSATLIE MO HOPMaNM3auumn TeMNepPaTypHO-BIIAXXHOCTHOIO peXrMa B Cry4yasx ero
HapyLleHus1.

HoMeHknaTypa MpUMEHSIEMbIX KOHTPOSbHO-U3MepUTENbHBIX NpUBOpPoB, a Takke MOpAAoK
U3MEpPEHUss W peructpauMm napaMmeTpoB KOMHATHOMO W HapyXHOro BO3dyxa onpegensawTcs
AENCTBYIOLLMMMN HOPMaTUBHBIMWU U METOANYECKMMU LOKYMEHTaMMU.

KoHTponbHO-M3mMepuTernbHble MPUBOPLI MOHTUPYIOT HA OOHOM LUUTKE, Pa3MEeLLEHHOM B rNlaBHOM
NPOXOA4E apXMBOXpaHUNULia Ha cTennaxe, BAanuM OT OTOMNUTENbHbLIX W BEHTUNSALMOHHbLIX CUCTEM
(KOHTpONbHas To4ka), N0 HOpMaM: NPU KOMHATHOW CUCTEME - OfHA KOHTPOJIbHAasi TOHMKa Ha KOMHATy, Npu
MHOFOSIPYCHOW - 0gHa Ha sipyc.

CBeTOoBOW pexum

2.11.2.4. XpaHeHue apxmBHbIX OOKYMEHTOB OCYLLECTBISiIeTCs B TeMHOTe. OTO obecnedvnBaeTcs
XpaHeHWEeM apXMBHbIX JOKYMEHTOB B MepenneTax, nankax, kopobkax, wkadgax, Ha cTennaxax 3akpbiToro
TMNa, a Takke cobniogeHmemM yCTaHOBIEHHOMO CBETOBOIO pexunma.

OcBelleHne B apxvBOXpaHWnuLLE MOXET OblTb €CTECTBEHHbIM WM UCKYCCTBEHHBLIM; apXMBHbIE
OOKYMEHTbl MOryT pasMellatbcd B MOMELeHUAX C OKHamMu wunu ©6e3 okoH. PasmelueHune
apxvMBOXpaHunuwia B nomelleHusax ©6e3 OKOH AonycKaeTcs Npu HanmMyum B HEM WCKYCCTBEHHOW MMM
€CTECTBEHHOW BEHTUNALUN BO34yXa C YCTaHOBIEHHOW KPATHOCTbIO BO34YX000MeHa.

EcTecTBeHHOE OCBelleHNE B apXMBOXPaHUNULLE OOMNyCKaeTCs pacCesiHHbIM CBETOM Mpu YCrOBUU
NPUMEHEHNsT Ha OKHax CBeTOpaccemMBaTernien, aBTOMATUYECKMX PerynaTopoB CBETOBOr0O MNOTOKa
(cneumanbHbIX CTEKON), 3aLUUTHBIX (PUMLTPOB, XKaro3u, LUTOP, HAHECEHHbIX Ha CTEKIO NOKPLITURA U T.M.

[na MCKyCCTBEHHOrO OCBELLEHMS B apXMBOXPAHWUIULLE MPUMEHSIOTCA Namnbl HakanuBaHWs B
3aKpbITbIX NIIAad)oHax C rnagkon HapyXHOW MOBEPXHOCTLI. [lonyckaeTcsl NPUMEHEHUE NTFIOMUHECLLEHTHBIX
namn Cc ypesaHHbIM ynbTpaduoneToBblM y4vacTkoM cnektpa Tuna J16, JIXB, JITB. YpoBeHb
OCBELLEHHOCTN B Auana3oHe BUOUMOIO CMeKTpa He JOJPKEH MpeBbIWATh: HA BEPTUKATIbHOW MOBEPXHOCTH
cTtennaxa Ha BbicoTe 1 M oT nona - 20 - 50 nk, Ha pabounx ctonax - 100 nk.

3awmTa apxuBHbIX JOKYMEHTOB OT paspyLlaloLlero 4eNCTBUS €CTECTBEHHOIO M UCKYCCTBEHHOTIO
cBeTa OCYLLeCTBMSIETCA BO BCEX MOMELLEHUSX apxvBa Mpu Mobbix BuMAax paboTbl C apXMBHLIMU
OOKYMEHTaMM.

CaHuUTapHO-TUrMEHNYECKNIA PEXUM

2.11.2.5. ApxmBoxpaHunviia v gpyrme noMeLleHMs apxvBa COAEepXaTCs B YUCTOTE U nopsgke,
WCKITHoYatoLweM BO3MOXHOCTb NOSIBIIEHNSA HACEKOMbIX, FPbI3YHOB, MIIECEHN U MNbIN.

B apxmBoxpaHunuiie npoBoAATCs cMCTeMaTnyeckas BnaxHasi ybopka, He pexe 0QHOro pasa B rog
obecnbinMBaHve nblfiecocamu ctennaxen, Wwkadpos, CpeacTB xpaHeHUsi (kopobok, nanok, ynakosok). Mpu
9TOM LIOKOfIbHblE YacTu CTennaxew, Nonbl, MAMHTYCbI, MOGOKOHHUKX MPOTMPaT BOAHBIMU pPacTBOPaMM
aHTMCENTUKOB.

B apxuBoxpaHunuile sanpelyaetca npebbiBaHWe B BepxHen ofexae, MOKPON U rps3How obysw,
XpaHeHue Nobbix NOCTOPOHHKX NPEAMETOB, UCMONb30BaHME MULLEBLIX MPOAYKTOB, @ TaKkKe KypeHue.

B apxuBoxpaHunuiie obecneumBaetcsa cBOGOAHAA LMPKYNAUMA BO3Adyxa, UCKM4Yaowwas
obpasoBaHMe HenpoBeTpMBaeMbiX 30H YCTOMYMBOrO MUKpoOKnumarta. He pgonyckaetcs pasmelleHune
apPXUBHbIX JOKYMEHTOB Ha Moy, NOAOKOHHUKaX, B Hepa3obpaHHbIX Kunax.

OkHa B NoMeLLeHNsiX apxuBa, OTKpbIBAKOLMECS B Tenroe Bpems roga, 3aluwaloTcs ceTkamu C
anameTpoMm duyeek He 6omee 0,5 MM. 3awmMTHbIMKM ceTkamn OBOPYAYOTCS TakkKe BEHTUNAUMOHHbIE
OTBEPCTUSI B CTEHax, MOTONKax, Nofax apXvBOXPaHWMMWLLA, HapyXHble OTBEPCTUS BEHTUNSALMOHHbIX
cucTeM.

C uenbto obHapyXeHNst HacekoMbIX WU MMecHeBbiX rPMOOB apXuBHblE OOKYMEHTbI (BbIGOPOYHO) 1
NnoMeLLeHNs1 apXMBOXpaHWNULL OBa pa3a B rog (B Hayane v no OKOHYaHWW OTOMUTENbHOro Ce30Ha)
noagsepratoTcs 0653aTeNlbHOMY 3HTOMOJSIOTMYECKOMY M MMKOSIOrMYeckomy ocmoTpy. [pu obHapyxeHuu



Guonormyecknx BpeauTenei NPUHUMAaTCS HeEMeaSIeHHbIe Mepbl Mo 06paboTke apXMBHBLIX JOKYMEHTOB,
CPEACTB XpaHeHWsl, apXMBOXPaHUITNLL.
[lns npoBeAeHns1 CaHUTapHO-TUIMEHNYECKMX paboT NNaHUPYOTCS CaHUTapHbIE OHM.

O6opynoBaHve apxvMBOXpaHUNULLA CPeacTBaMm XpaHeH st

2.11.3. ApxuBoxpaHunuiie obopyayeTcs CTaumoHapHbIMU UNW NepeasuXHbIMU MEeTannMyecknmm
ctennaxamn. [lonyckaetcs SkcnnyaTaums CyLECTBYOLWMUX CTauMOHapPHbIX AEPEBSHHbLIX CTennaxen,
HaxoA4sLWMXCA B HOPMarbHOM CaHUTapHO-BMONOrMYECKOM COCTOSIHUM N 06paboTaHHbIX OrHe3awMTHBIMM
coctaBamu. B apxvuBoxpaHunuiie ¢ HopMaTUBHLIM TEMNepPaTyPHO-BNaXHOCTHBIM PEXMMOM OOMYyCKaeTCcs
NpMMEHeHWe nepeaBMXKHbIX MeTannnyecknx crtennaxen. B kavecTtBe BcnomoraTenbHOro  Mnu
cneumanbHoro  obopygoBaHMs  MOryT  MCMNOMb30BaTbCA  MeTannuyeckume  wkadbl,  cendsbl,
WwKadbl-CTENNAXN, a TakKe CTauuoHapHble OTCEKM-OOKCbI C MeTanfMyeckMMu neperopogkamm u
nosnkamu.

KWHOOOKYMEHTbI, PYMNOHHbIE MUKPOMUIbMbI  XPaHATCA B TOPU3OHTANIbHOM MOMOXEHUN B
MeTanmnMyeckMx WnM nnacTUKoBbIX KOpoDKax Ha cTennaxax tuna "emnodvka” nmbo Ha CTauMOHapHbIX
ctennaxax. KWHOOOKYMEHTbI Ha Heroplyen TprvaueTaTHOW OCHOBE XpaHATCA B HEMMOTHO
3aKpbIBAIOLLMXCS MEeTannMyecknx UnmM nnacTuKoBbIX C OTBEPCTUAMU KOpoOKkax Ansi npefoTBpalleHust
CKannvBaHWs BHYTPWU KOPOOKN NapoB YKCYCHOW KUCMOTbI, BblAENAEMbIX OCHOBON KMHOMMEHKN.

BuaeogokymMeHTbl XpaHATCS B BEPTUKANbHOM MOMOXEHNN B 3aBOACKOMN YNaKoBKe.

He gonyckaeTcsa XxpaHeHne apxmBHbIX JOKYMEHTOB Ha HOCUTENAX C MarHUTHbIM pabo4vnmm croem Ha
hPeppoMarHUTHbIX MeTannMyecknx CTemnnaxax; cTarnbHble CTennaxu MoryT ObiTb MCNoNb30BaHbl B
WCKITIOUNTENBHBIX CIy4Yasx, TONbKO MPU YCMOBUM pa3MarHUYMBaHUSA M 3aMblKaHUS KOHTYPOB CTennaxa
(coemmHeHVe MeTannMYecKkMx YacTen cTennaxa anekTponpoBoaoM U UX ApdEKTUBHOE 3a3eMieHne).

B apxvBOxpaHunuiie C ecTeCTBEHHbIM OCBELLEHMEM CTennaxu Wu wkadbl OTKPLITOro Tuna
yCTaHaBMMBaKTCA NEePNeHAMKYNSPHO CTEHaM C OKOHHbIMM npoemamu. B apxmBoxpaHunuie 6e3 OKOH
cTennaxu u wWwkadpbl ycTaHaBMMBAKTCA C Y4eTOM OCODEHHOCTEW MOMELLEHMS, KOHCTPYKLUN
06opyaoBaHNst 1 HOPM ero pasMelleHunsl. He gonyckaeTcs pasmelleHne CTenmnaxen, Wwkadgos U Opyroro
0obopyaoBaHNst ONA XpaHEHUS apXMBHbIX LOKYMEHTOB BMMOTHYI K HapYXHbIM CTEHaM 34aHus U K
WCTOYHMKaM Tenna.

CraumnoHapHble cTennaxu M wkadbl YCTaHaBNMBAKOTCA B apxvMBOXpaHunuwax ¢ cobrniogeHvem
cnegyowmnx HopM:

paccTosHWe Mexay psagamu ctennaxen (rmasHbii npoxogd) - 120 cwm;

paccTosiHMe (Npoxon) Mexay crennaxamm - 75 cwm;

paccTosiHNe MEXAY HapY>KHOW CTEHOW 30aHWSA U CTennaxamu, napannenbHbiMn CTeHe, - 75 cm;

paccTosiHMe MeXay CTEHOW M TOPLIOM cTennaxa unm wkada (obxon) - 45 cwm;

paccTosiHne Mexay NOMoM U HUXKHEWN NONkon ctennaxa (wkada) - He MmeHee 15 cM, B LIOKOJSIbHbIX
aTaxax - He meHee 30 cMm.

PaccTtosiHus (npoxogpl) Ans o6opyooBaHUS C  BbIABWKHBIMU  ALLMKAMW  PacCYUTLIBAKOTCA MO
crneynanbHbIM HOpMaMm € y4eToM TunopasmMepa 000pyLoBaHUS.

ApXVBHblE [OKYMEHTbI Ha OyMaXHOW OCHOBE pa3MELLAlOTCS Ha CTennaxax, B MeTanmyeckmx
Wwkadax ropusoHTanbHO UNM BEPTUKaNbHO B KOPOBKax vnu Apyrux nepBUYHbBIX CPeACTBax XpaHeHus
(nankax, dpyTnapax v T.n.).

Kaxgas eguHuMua XxpaHeHus ayguoBu3yanbHOMO WM 3NEKTPOHHOTO AOKYMEHTa YKragblBaeTcs B
HErepMeTuYHy UWHAUBMAYanbHY ynakoBky. [lpy 3TOM AOmMKkHO OblITb  UCKNOYeHO cBoboaHoe
nepemeLleHne apxmMBHOIo JOKYMEHTa BHYTPY YNaKOBKM.

Opl’aHI/I3aLI,VIF| XpPaHEeHUA apXUBHbIX JOKYMEHTOB B apXnBOXpaHunuwie

2.11.4. OpraHusaumsi XpaHeHUs apXuBHbIX [AOKYMEHTOB B apXMBOXpaHunuvuie - cuctema
MEPONPUATURA, BKMOYaKLWas pauuoHanbHOe pasMeLleHMe apXMBHbIX LOKYMEHTOB, KOHTPOSb 3a WX
OBWKEHMEM U (PU3NYECKMM COCTOSIHUEM, KOMUPOBAHWME apXMBHbIX OOKYMEHTOB C LieNbi0 CO3[4aHus
CTpaxoBoro ¢oHga u oHAa MONb30BaHWs, BOCCTAaHOBMEHUE (pecTaBpaumio) nepBoOHauyarnbHbIX Wx
OnM3KMX K nepBOHaYanbHbIM CBOWCTB WM BHELUHMX MPU3HAKOB apXUBHbIX AOKYMEHTOB, NOABEPrLUMXCS
NOBPEXAEHMIO NTMOO paspyLUEHNIO.

Obwwe TpeboBaHMA K pa3MeLLEHNIO apXNBHbBIX JOKYMEHTOB

211.41. ApxuBHble [OKYMEHTbl B  apxmBoXpaHunuvuie pacnonarawTcd B  MNOpsAKe,
obecneynBaroLLEM MX KOMIMIEKCHBLIE YHET N XpaHEHWE, a Takke OnepaTUBHbIV MOUCK.

Mopsiaok pacnonoXeHuss apxMBHbIX (POHOOB B apxvBe OMNpPefensieTcsi nraHom (Cxemon) ux
pasMeLlleHns, yTBepXOaemMblM  pykoBoautTeneM apxmea. [lnaH (cxema) npegycmartpuBaet
pacnpegeneHve apxvBHbiX (QOHAOB MO apXMBOXPaAHWNULLY C YKasaHMeM Npu HeobXoaMMOCTM WX



HOMEPOB MO KaXKAOMY CTENnaxy apxuBoxpaHunuwa. MnaH (cxema) HaxoauTcs B MogpasgeneHuu,
OCYLLECTBIISIOLLEM Y4YeT [OKYMEHTOB apxvBa, WM Yy paboTHMKa, OTBETCTBEHHOrO 3a y4yeT, a
COOTBETCTBYHOLLMNE €0 pasaenbl - B apXUBOXPaHUULLE.

PaamelyeHne APXUBHbLIX JOKYMEHTOB obocobneHHoro XpaHeHuA

2.11.4.1.1. O6bocobneHHOMY XpaHEeHWo NoanexaT cneayowmne apXnBHble AOKYMEHTbI: CEKPETHbIE;
YHUKamnbHble; MMeloLWme B OPOPMIIEHUN NN NPUMOXKEHNN K HUM AparoueHHble MeTanmbl U KaMHU; Ha
HUTPOOCHOBE; MOpaXKeHHble BuonornyecknMn BpeauTensamMm; nepefaHHble no JOroBOpy Ha XpaHeHue B
apxvB U He OTHECEHHbIEe K cocTaBy ApxmBHoro poHaa Poccuinckon depepaumn.

Mecto pacnonoxeHus W nnowagp, Bblaensemas Ans pasMeLleHUs apXMBHbIX OOKYMEHTOB
060COBNEHHOIO  XpaHeHus, OnpefenslTcs apxvMBOM UCXOOS W3  pearnbHblX BO3MOXHOCTEW U
nepcrneKkTMBHbIX 06 bEMOB KOMMIEKTOBaHNS apxuBa.

Pa3smelleHne CeKpeTHbIX apXMBHbIX [JOKYMEHTOB OCYLUECTBMASETCA B COOTBETCTBUM
TpeboBaHNAMN HOPMAaTMBHBLIX AOKYMEHTOB MO OOecrneyeHuio pexuma CekpeTHocTu B Poccuiicko
denepaumm.

BpemeHHOe cOBMeCTHOEe XpaHeHWe CEeKpeTHbIX WM pacCeKpeYveHHbIX AeNn B apXuBoXpaHunuiie
CEeKpPEeTHbIX apXMBHbIX [AOKYMEHTOB [OMYyCKAaeTCA B WCKMYMTENbHBLIX Cry4asX npu OTCYTCTBUM
cBobOOAHLIX NNowagen Ans pasMeLleHns paccekpeyeHHbIX gen.

YHuKanbHble JOKYMEHTbI U apXMBHblE OOKYMEHTbI, UMetoLWwmne B 0POPMIEHUN NN NPUMOKEHNN K
HAM AparoueHHble MeTannbl M KaMHMW, W3bIMalTCsa W3 cocTaBa apxmBHbIX (POHAOB W nognexar
cendoBOMY XpaHeHuo. Ha MecTo M3bATOro apxMBHOro AOKYMEHTa BKNadblBaeTCs kapTa-3amecTuTenb U
npy HEOOXOAMMOCTM KONUSA apXMBHOIO AOKYMEHTA.

AyavoBu3yarnbHble W 3MIEKTPOHHbIE [OOKYMEHTbl XpaHATCS B 0OOCOGMEHHbIX MNOMELLEeHUsX B
3aBUCUMOCTU OT HOPMATUBHBIX PEXMMOB XpPaHEHUs AN1A UX HOCUTEenen.

B ogHOM apxvBOXpaHunuwie MOryT pasMellaTbCA apxvBHble AOKYMEHTbl PasHOro BuAa, HO
TpeObyloLme OAMHAKOBbBIX PEXMMOB XpaHeHUs (Hanpumep, apXvMBHbIE JOKYMEHTbl HA MarHUTHbIX NeHTax u
AVNCKOBbIX HOCUTENAX C MarHUTHBIM CITOEM; apXMBHbIE JOKYMEHTbI Ha KUHOMIEHKe, MUKPOdOpMbl 1 Ap.).

c
n

PaswmelleHre doHaa Nnonb3oBaHms

2.11.4.1.2. ®oHA NoNb30BaHMA pasmeLLaeTcsl B 3aBMCUMOCTI OT BUAA HOCUTENS KOMUA.

Konun coHaa nonb3oBaHMsA Ha BymakHOW OCHOBe (B TOM uucne poTokonuu), Kak npaswurio,
XPaHATCSA BMeCTe€ C MOASMMHHBbIMU apXMBHbIMM AOKYMEHTaMn Ha OymMakHOW OCHOBE Ha OTAENbHbIX
cTennaxax unv B wkadgax B nopsake HOMepoB apXMBHbIX (POHAOB U Aer.

Konun coHga nonb3oBaHWs Ha MMAEHOYHOW OCHOBE pasMeLlLaloTcs B apxvMBOXpaHunuwax c
HOPMaTMBHBIMU NS HUX PEXUMaMMN XpaHEHUS.

B kaxabiin 61o0KC BKNaabiBaeTcs OTPE30K NIEHKU, Ha KOTOPOM OTCHSITO OAHO AEro UM ero YacTtb. B
nopsiake UCKMYeHus npu Hebonbwom obbeme Aena B OAHOM OTpe3ke MOXeT HaxoauTbcs He Gonee
TPeX CKOMUPOBAaHHbIX Aen.

Pa3melleHne y4eTHbIX JOKYMEHTOB

2.11.4.1.3. OcHoBHble (0obsizaTenbHblEe) U BCMOMOraTeribHble Y4eTHble AOKYMEHTbl apxuBa (CM. .
3.4) pasmewarTcs B U3ONMPOBAHHOM MOMeELleHUn unm pabodyem nomeleHnn paboTHuka(os),
OTBETCTBEHHOrO(bIX) 3a y4eT JOKYMEHTOB apXxmBa.

OcHOoBHble K BCMOMOraTenbHble Y4eTHble [OKYMEHTbl apXvMBOXpaHunuwia pasmeLlanTcs B
apxvMBOXpaHunuLLe nnm B pabovem nomeLLeHMn paboTHUKOB apXMBOXpaHUNMLLA.

OTBETCTBEHHBIMWN 32 COXPAHHOCTb W MCMOMb30BaHNE YYETHbIX JOKYMEHTOB SABMAIOTCA paboTHUKK,
OCYLLEeCTBMSAOWMNE MX BeOeHWe B COOTBETCTBYIOLLEM CTPYKTYPHOM MNoApasferieHMn u no apxuBy B
Lernom.

MepBble ak3eMNAsapbl oNucen gen, AOKYMEHTOB pasMeLLaoTcs B M30MMPOBAHHOM MOMELLEHUN Unn
paboyem nomelweHnn paboTHUKa(OB), OTBETCTBEHHOrO(bIX) 3a Yy4yeT [JOKYMEHTOB apxuBa, C
o6sA3aTenbHbIM  COOMIOOEHNEM PEXMMOB XPaHEHWUS, YCTAHOBIEHHbIX ANs MOASNMHHBIX apPXMBHbIX
AOKYMEHTOB Ha OYMaxKHOW OCHOBE.

BTopble ak3emnnapbl onucen pAen, [AOKYMEHTOB pasMellalTcs B WU30NMPOBaHHOW  30He
apXuBOXpaHWvLa Ha cTennaxe unm B Wwkady.

TpeTby ak3eMNAsapbl ONUCEN Aerl, JOKYMEHTOB pa3MeLLaloTCa B YuTanbHOM 3arne.

Mopsagok Hymepaumu NomeLLeHUIn apxmBa, cTennaxen, Lwkados,
nonok. BeaeHve Tonorpaduyeckmx ykasartenen



2.11.4.2. Bce nomelleHns apxmBa (30aHusl, 3Taxu, Spycbl, apXMBOXPaHUNNLLA, KOMHATLI), a Takke
cTennaxm, cendbl, WKadbl 1 NOMKN HYMEPYIOTCS.

B kaxgom oTAenbHOM MOMELLEHMM CTeNnaxm M Wkagbl HYMEpPYHTCS CaMOCTOATENbHO creBa
HanpaBo oT BxoAa. [onk1 Ha cTennaxax 1 B Lkadax HYMepyrTCs CBEPXY BHU3 CrieBa Hanpaso.

B uensx 3akpenneHusi MecTta XpaHeHVs! U MOMCKa apXMBHbIX JOKYMEHTOB B apXMBOXpaHWMMLLE
CoCTaBnsiloTCcA nNodpoHOOBbIE M MOCTEMMaxHble Tonorpaduyeckne ykasatenu. Tonorpadwuyeckue
yKkasaTenu COCTaBMSTCA B KaApTOMHOW uAM  nucTtoBon d¢opmMe B HeobXOOMMOM  KOnMyecTBe
3K3EeMMMSIPOB.

KapTtouka nodoHaoBoro TtonorpacmMyeckoro ykasaTens COCTaBNsAeTCd OTAENbHO Ha Kaxablv
apxvBHbI/ (POHA; 3TU KaAPTOYKWM pacnonararTCa B MopsiAke HOMEPOB apxuBHbIX oHAoB. KapTouka
NMOCTENMAXHOro TOMOrpadhuyeckoro ykasaTens COCTaBNAETCA Ha KaxAbl CTennax, 9TWM KapTOYKM
pacnonaratoTca MO MNOPSAKY HOMEpPOB CTennaxenw B npegenax otaenbHoro nomeuwleHus. OauH
aK3emnnsp Tonorpaduyeckux ykasaTtenem XxpaHutcs y paboTHuka(oB), OTBETCTBEHHOro(biX) 3a ydeT
AOKYMEHTOB apxuBa, BTOPOM - B apXMBOXPaHMUIMLLE.

BeneHune Tonorpaduyeckux ykasaternem MOXeT OCyLecTBMAATbCA Ha OymMakHOM HocuTene wunu B
aBTOMAaTU3MPOBAHHOM PEXUME B COOTBETCTBMU C YCTAHOBEHHLIMU PEKBU3UTAMMU.

M3aMeHeHVs1 B pasMelleHMU apXMBHbIX [OOKYMEHTOB CBOEBPEMEHHO OTpaxalTcs BO BCeX
aK3emnmsipax TonorpadnyecKknx ykasatenen, a Takke B MraHe (CxeMe) pa3meLLeHnsa apXmBHbIX poHO0B.

OdbopmneHue ApnbIKOB HA NEPBUYHBIX CPeACTBaX XpPaHEHUS
APXMBHBIX JOKYMEHTOB

2.11.4.3. Kaxgoe nepBu4HOE CPEACTBO XPaHEHWUS apXUBHbIX AOKYMEHTOB (kopobka, nanka u T1.4.)
cHabaeTcs ApbIKOM, Ha KOTOPOM YKa3biBalOTCA Ha3BaHWe U HOMep apXMBHOro oHAa, a TaKkke Homep
onvcu gen, JOKYMEHTOB, HOMepa eaVHULL XpaHeHNs, HaxodsaLMXcst B KOpobke.

Hagnvucu Ha Aprblkax WCMONHAITCA TUnorpadCkum Cnocobom, TyWb WnW crneunanbHbIMK
YepHbIMN BOAOCTOMKUMW YepHunamu. [onyckaeTcs MCNONb3oBaHWe LUTaMnoB W APYrMX aHanorMyHblX
cpeacTs.

MpoBepka HanNMyMs 1 COCTOSIHWUS apXUBHbIX JOKYMEHTOB
N opraHunsaums po3sbicka HeOBHapYXEHHbIX JOKYMEHTOB

2.11.5. TlpoBepka HanMWins W COCTOSHWA apPXUBHbIX [OKYMEHTOB MPOBOAUTCA B  LEnsx
YyCTaHOBMNEHNS (PaKTUYECKOro HanMuns HaxogAWMXCs Ha XpaHEHUN apXUBHbIX AOKYMEHTOB N BbISABIEHNS
OTCYTCTBYIOLLUX APXUBHbIX AOKYMEHTOB ANS OpraHusauuMu WuX po3biCKa; BbISBMEHUA W yCTpaHeHus
HeJOCTaTKOB B y4eTe apXMBHbIX JOKYMEHTOB; BbISIBMIEHUSI U y4eTa apXMBHbIX AOKYMEHTOB, TPebyloLnX
pecTaBpaLVOHHON, KOHCEPBALMOHHO-MPOMUIAKTUYECKON N TEXHNYECKO 06paboTKu.

[MpoBepkM HanmuMunss U COCTOSIHUSA apXMBHbIX JOKYMEHTOB MPOBOAATCS B MNMaHOBOM nopsake, a
TaKke eJUHOBPEMEHHO (BHeoYepeaHble).

B rocypnapctBeHHOM apxuBe, My3ee, bubnunoteke, apxuBe Poccuinckon akagemMmmy Hayk nnaHoBast
LMKNUYHasa nposepka Hanmyung n COCTOSHUSA NPOBOAMUTCS:

YHUMKanbHbIX JOKYMEHTOB - €XEerofHo;

0COB0 LEHHbIX OOKYMEHTOB Ha OymakHow ocHoBe - oauH pa3 B 10 neT (B rocyaapCTBEHHOM
onbnnoteke - oguH pas B 5 neT);

ayaomoBuM3yanbHbIX Y ANEKTPOHHbIX AOKYMEHTOB - OAMH pa3 B 5 neT;

KMHOOOKYMEHTOB Ha HUTPOOCHOBE - OAWH pas3 B 2 roga.

LINKknMYHOCTb NPOBEPKU HaNn4uMs ocTarnbHbIX apXMBHbIX JOKYMEHTOB onpeaenseTcd Ha OCHOBaHUU
pelleHnss 3KCNepTHO-METOAMYECKO KOMMCCUM (UMM OpYroro coBellatefiHoro opraHa) apxvea B
3aBMCUMOCTU OT WHTEHCUBHOCTU MCMOMb30BaHUA W COCTOSIHUS yyeTa apXUBHbIX OOKYMEHTOB, HO He
MeHee ofHoro pasa B 25 net (B rocygapcTBeHHoW 6mubnuoTteke - oguH pas B 15 ner).

lMpoBepka HanMMUUA N COCTOSAHUS CEKPETHbIX apXMBHbIX JOKYMEHTOB OCYLUECTBNAETCS B NOpSAAKe,
YCTaAHOBIIEHHOM A1 CEKPETHbLIX apXUBHbIX JOKYMEHTOB.

B myHuumnanbHom apxuBe, My3ee, 6ubnvMoTeke nMNaHoBas LUMKNMYHAs MpOBEpPKa HanmMyns
apxvBHbIX JOKYMeHTOB nposoanTtca 1 pas B 10 ner.

B cny4yae ctuxuiiHbix 6€4CTBMIA, MAcCOBbIX MEPEMELLEHUA U OPYTnX OOCTOSATENbLCTB, B pe3yrnbTarte
KOTOPbIX MOryT ObITb yTpayeHbl WNU MNOBPEXAEeHbl apxXvBHblE AOKYMEHTbl, a TakKke Mpu CMeHe
3aBefyloLNX apXMBOXpaHuUnuLiamMm nNpoBOAUTCS BHeEOYepeaHas eaMHOBpPEMEHHas NMpoBepKa Hanmyuus um
COCTOSIHMS BCEX AOKYMEHTOB apXxvBa WUIu Ux OTAENbHbIX YacTen (rpynm).

B Hauane npoBepkn HammMyusa 1 COCTOSIHUSI apXUBHbIX JOKYMEHTOB MPOBOAUTCS BblBEPKA YYETHbIX
OOKYMEHTOB, KOTOpasd BKIMOYaeT: YCTAHOBMEHWE MOSHOTbl YYeTHbIX [JOKYMEHTOB Ha MpoBepsieMble
apxvBHble (POHAbI U apXMBHbIE JOKYMEHTbI, CBEPKY UX COMOCTaBMMbIX NOKa3aTenen, yTodHeHue nopsaka
HyMepaLuun eauHWL XpaHeHWs no onucu Aen, OOKYMEHTOB (KHUre yyeTa WU OnNuUcaHus) M npoBepky



NpaBuUMnbHOCTU COCTaBMIEHUA WX UTOrOBbLIX 3anucen. BbiBepka y4yeTHOM AOKYMEHTauun U nposepka ee
HanMumsa MOXeT NPOBOAUTLCH U KaK CaMOCTOSATENbHbIN BUA paboTol.

[MpoBepKy HanmM4mMa N COCTOAHUA apXMBHBIX AOKYMEHTOB B rocydapCTBEHHOM apxuse MpOBOAAT,
Kak npasuno, ABa paboTHukKa.

Mpn npoBepke HanMUuUa eOUVHUL, XPaHEeHWs, apXuMBHble [OKYMEHTbl KOTOPbIX Y4YTEHbl nNO
BHYTPEHHMUM OMUCAM, NPOBOAWUTCH CBEpKa HanuMuua apXuBHbIX [OKYMEHTOB C BHYTPEHHEW Onucbio, a
Takke CBepka Hanuyns NMMCTOB B eQMHULAaX XpaHeHWsl, NoAnexallimx XpaHeHuo B HecOpoLLtopoBaHHOM
(6e3 nogwwmekn) Buae. EAnHMLBI XpaHeHUs € yHUKanbHbIMU OOKYMEeHTaMu obs3aTtensHO NpoBepsATCs
NOMUCTHO.

ApxvBHble [OKYMEHTbl, BblAaHHblIE B u4uWTanbHbin 3an M pabodve nomelleHns apxuea,
NPOBEPSIOTCH Ha OBLMX OCHOBaHUSAX, X WNGPbI YCTaHaBNMBAIOTCH MO KapTaM-3aMeCcTUTENAM U KHUram
BblJa4M apXMBHbIX AOKYMEHTOB M3 apXMBOXPaHUNULL. APXMBHbIE OOKYMEHTbI, BblAaHHbIE BO BPEMEHHOE
norb3oBaHWe, NPOBEPAIOTCSH MO KHUraM M akTam BblAa4vn 1 CHUTAKOTCA UMEIOLUMUCA B HANUYUN.

Mpu npoBepKe HanmM4unsa N COCTOAHUS apXMBHBIX AOKYMEHTOB HEO6X0AMMO:

COXpaHATb MNOPSAOK PacCrofioXeHNs apXMBHbIX [OOKYMEHTOB Ha cTennaxax U B MNepBUYHbIX
CpeAcTBax XpaHeHus;

noaknagpiBaTb Ha CBOM MecTa OOHapyXeHHble BO BPeMsi NPOBEPKW HeMpaBUbHO MOASIOKEHHbIE
€e[MHWLbl XpaHEeHNs1 faHHOro apxmnBHOro oHAa;

n3blMaTb U3 NPOBEPSEMOro apxmMBHOro oHAa (KOMMNekca apxmMBHbIX JOKYMEHTOB) U nepedasaTtb
XPaHUTEMO HEMpPaBUITbHO NOAMNOXEHHbIE eANHULbI XPaHEeHNs OPYrnX apXmBHbIX (HOHAOB;

u3biMaTb €OWHWLbl XpaHeHWs, 3apaKeHHble MNeCeHbld wWnu  Apyrumu  Buonormvyeckumu
BpeauTensiMu, 4ns HEMeAneHHON UX N3onauum;

n3blMaTbh €4UHULbI XpaHEeHWs, He BHECEHHbIE B ONWUCb Aer, AOKYMEHTOB (KHUry yyYeTa u onucaHus),
M nomMellaTb MX B KOHEL, apxvMBHOro oHAaa (KOMMfekca apxXMBHbIX AOKYMEHTOB) ANS MocneayoLlen
06paboTKkn 1 onncaHus B CPOKM, YCTaHOBIEHHbIE PYKOBOACTBOM apxmBa.

B xode npoBepku HanM4yns 1 COCTOSHUA apXMBHbIX JOKYMEHTOB He J0MycKaeTCcs:

BHOCWTb B OMWCb Aer, JOKYMEHTOB (KHUIY yyeTa 1 ONnMcaHns) HeyYTeHHble eQNHULbI XPaHEHUS;

genatb kakue-nnbo nomeTbl, UCMPaBMEHUS WM 3anvMcu B ONUCHAX Aefl, AOKYMEHTOB W ApYyrux
YYETHbIX JOKYMEHTAaX.

Pe3ynbTaTbl MPOBEPKM HaNMYNS U COCTOSIHUS apXMBHbIX JOKYMEHTOB U OBHapyXeHHble B ee xoae
HeJoCTaTKn (OUKCUMPYIOTCA B NIUCTE MPOBEPKM HANUUMA U COCTOSHUS apXMBHBIX AOKYMEHTOB U B aKTe
NPOBEPKN HanmM4ms 1 COCTOSAHUS apXMBHbBIX JOKYMEHTOB.

JlncT npoBepkn HanNMuMst U COCTOSIHWUS apXUBHbIX OOKYMEHTOB COCTaBNSeTCA HenocpedCTBEHHO B
Xo4e MPOBEPKM, Kak MPaBuIio, Ha KaXKay Onucb Aern, JOKYMEHTOB oTAenbHo. Mpu npoBepke HebonbLumx
no obbemy apxmBHbIX (HOHAOB OOMyCKaeTCA COCTaBfEeHNe OJHOro nucTa NpoBepKku Ha BCe onucu gen,
AOKYMeHTOB. B cnyyae obHapyxeHus B xo4e MPOBEPKN HaNMMunMs U COCTOSHUS apXMBHbIX AOKYMEHTOB
HeJoCTaTKOB, HE NPeAyCMOTPEHHbIX rpadamu nucTa NPoBepKu, a Takke Npu NONIMCTHON NPoBepKe Aen B
NUCT BBOAATCH YTOYHEHUS U [OMNONHUTENbHbIE PEKBU3UTLI. JIMCTHI NPOBEPKM HYMEPYOTCH B BarioBOM
nopsgke B npefenax apxvBHOro poHaa no Kaxaon npoBepke U NoAnuUCbIBaOTCA UCMONTHUTENSMM.

Ha ocHoBaHuu nucta (NUCTOB) MPOBEPKM COCTaBMSAETCA aKT MPOBEPKM HanuMyns U COCTOSAHUSA
apXuBHbIX JOKYMeHTOB. OJHOBPEMEHHO C aKTOM MPOBEPKN HanNMYna U COCTOSAHUSA apXMBHBIX JOKYMEHTOB
npu HeOoBXOAMMOCTU COCTaBMSATCA akT O TEeXHMYECKMX owmbkax B Y4YeTHbIX OOKYMeHTax; akt o0
OBHapyXeHUN apXMBHbIX JOKYMEHTOB; aKT O HEUCNPaBUMbIX NOBPEXAEHNAX AOKYMEHTOB (npunoxeHue N
1) n apyrve akTbl.

Mo OKOHYaHMU MPOBEPKU HaNMMYUA W COCTOSIHUS apXMBHbIX AOKYMEHTOB B KOHLUE onucu Aen,
AOKYMEHTOB (KHWMM ydeTa M OnucaHus) NPOCTaBfslOTCHA LWTaMn "npoBepeHo”, AaTta, OOMKHOCTb WU
noAnuch nuua, NPou3BoAUBLLENO NPOBEPKY.

B cnyyae obHapyxeHus B UTOrOBOW 3anucy onucy gern, OOKYMEHTOB (KHUMM y4eTa M onucaHusl)
HEYUYTEHHbIX JWUTEPHbIX W MPOMYLUEHHbIX MOPAAKOBbIX HOMEpPOB, BbIOLIBLUMX B COOTBETCTBUM C
YCTaHOBIEHHbIM NMOPAAKOM €AMHUL, XPaHEeHWs, NTOroBas 3anucb NepecocTaBnsaeTcs.

Ha Bce oTCcyTCTBYIOLIME B XOAE MPOBEPKN HANUUYNSA U COCTOAHWUS apXMBHbLIX OOKYMEHTOB eUHULbI
XpaHeHNsi COCTaBNATCHA KapTOUKM yyeTa HeobHapyXeHHbIX apXMBHbIX JOKYMEHTOB. BegeHue kapToTeku
HeOoOHapyXeHHbIX apXUBHbIX OOKYMEHTOB OCYLUECTBIISETCS LeHTpanM3oBaHHO Ha BymaxkHOM HocuTene
U1 B aBTOMaTU3MPOBaAHHOM PEXMME B COOTBETCTBMM C PEKBU3UTAMM KapTOUKM ydyeTa HEOOHapYKEHHbIX
apPXUBHbIX JOKYMEHTOB.

PesynbTatbl npoBepku hU3MYECKOrO COCTOSIHUSI apXMBHbIX AOKYMEHTOB 3aHOCHATCS B KapTOTEKy
(kHUry) yyeTa pumanyeckoro (TEXHUYECKOro) COCTOSHUS apXUBHbBIX JOKYMEHTOB.

lMpoBepka HanNU4uMs 1 COCTOSHWS apXMBHbBIX AOKYMEHTOB CHMTAETCS 3aBEPLUEHHON NOCMe BHECEHUS
N3MEHEHW BO BCE YYETHbIE JOKYMEHTHI.

lMocne npoBepkn HanMMuMs W COCTOSIHUS apXWMBHbIX [OOKYMEHTOB KOpPOOKM C  apXvBHbIMU
AOKYMEHTaMu oneyaTtbiBaloTCs.

Po3biCk apxMBHbIX OOKYMEHTOB, HE OOHapYXeHHbIX B XOA4e MNPOBEPKN HanuMyMs U COCTOSHUS,
opraHu3dyeTcsi ¢ MOMEHTa BbISBMIEHMS WX OTCYTCTBMS W MPOBOAMTCA B TeYeHWe OOHOro roga Kak



HenocpeaCTBEHHO B apxmBe, Tak U B OPYrnx opraHnsaumsix. PykoBogcTBo apxuBa BrnpaBe NpoAnuTb CPOK
po3biCka Ha OCHOBaHMU [OKMagHOW 3anvCKU  PYKOBOAMTENS COOTBETCTBYIOLLEIO CTPYKTYPHOrO
noapasgeneHvs apxusa.

ApXVBHbIE LOOKYMEHTbI, ODHapyXeHHble B XOA4€e pOo3biCka, MepefalTCs XpaHUTen, KOTOpbIN
nogknagpiBaeT nx Ha Mecto. B nucte npoBepku B rpade "lpumevaHme" B kKapToTeke HEOOHaPYKEHHbIX
apXuBHbIX [OOKYMEHTOB gderaetcss oOTMeTka 06 oOHapyXeHWM apXuBHbIX [OOKYMEHTOB, KoTopas
3aBepsieTcs NoANMUCHI0 3aBeayLLEero apXuBoxXpaHunmLemM (MyHULMNanbHbIM apX1BOM).

ApXUBHblIE  OOKYMEHTbI, MPUYMHbI OTCYTCTBUS KOTOPbIX MOATBEPXAEHbl OOKYMEHTanbHO,
CHMMAIOTCH C ydeTa B YCTaHOBNEHHOM MOpPSiAKe.

Ha apxuBHble [OOKYMEHTbl, He OOHapyXeHHble B X0Oe pOo3biCKa, COCTaBNATCA akT o
HeobHapyXeHUN AOKYMEHTOB, NMYTU PO3biCKa KOTOpbIX mcyepnadbl (Npunoxenne N 2), u nogpobHas
cnpaBka O MpoBeAeHUN po3biCKa, KOTOPble BMECTE C akTOM MPOBEPKN HANMUuMsa U COCTOSIHUS apXUBHbIX
AOKYMEHTOB MNPEACTaBMSTCA B BblLIECTOSALWMN YNONHOMOYEHHbBIA OpraH WCMOMHWUTENBbHOW Bractu B
cdepe apxMBHOro gerna AN NPUHATUSE OKOHYaTENbHOTO PELUEHWUS O CHATUM C ydeTa Takux apXMBHbIX
AOKYMEHTOB.

PelleHne 0 CHSATUM apxMBHbIX OOKYMEHTOB C y4yeTa OQOpPMIISeTCS MpUKasoM PpyKOBOAUTENS
apxuBa Ha OCHOBaHWM MWCbMEHHOIO pas3peLleHnsl COOTBETCTBYIOLLErO YMOMHOMOYEHHOro opraHa
WCMNOMHMTENBHOW BriacTu B chepe apXMBHOro gerna.

CHatve c ydeta pokymeHtoB ApxmsHoro ¢oHaa Poccwuiickon depepauun, OAHOBPEMEHHO
Bxogswmx B coctaB MysenHoro coHga Poccurickon ®egepaunn, OCyLLECTBRSETCH B COOTBETCTBUM C
HacTosAwmMn [MpaBunamm 1 NOPSOKOM, YCTAHOBIIEHHbIM CrieumarnbHO YNONHOMOYEHHbIM doefeparnbHbIM
opraHom ucnonHuTensHow BnacTtu ans MysewnHoro doHga Poccuiickon Pegepaumm.

CHatve c ydeta pokymeHToB ApxmBHoro c¢oHga Poccuiickon depepauun, OAHOBPEMEHHO
BXOOALWMX B COCTaB OUONMOTEYHbIX (QOHAOB, OCYLUECTBMSETCA B COOTBETCTBUM C HAaCTOSALLMMM
[MpaBunamnm u MNOPSOKOM, YCTAHOBIEHHBIM CheuuanbHO YMONHOMOYEHHbIM dedeparnbHbIM OpraHoMm
WCMNONTHUTENBLHONM BNacTu Ans 6ubnmoTteyvHbix oHaoB Poccuickon ®egepaunn.

B kapToTeke HeOOHapy>XEHHbIX apXMBHbIX OJOKYMEHTOB AenaeTcd OTMEeTKa O CHATUW apXMBHbIX
OOKYMEHTOB C y4eTa.

B cpoku, ycTaHOBNEeHHble pPYKOBOACTBOM apxvBa, CUCTEMAaTUYECKM MPOBOAATCH MOSHbIE WIK
BbIOOPOYHbIE MPOBEPKM HaMMUYUA U COCTOAHUS  apXMBHbIX [AOKYMEHTOB, BblAaBaBLUMXCA U3
apxXuBOXpaHunuL, B Te4eHne roga. PesynbTaThl yka3daHHOW NpoBepKM ohopMstoTCs:

npy NOATBEPXKAEHWMM HanNnuusa aen - B BUAE AOKMagHOM 3anucku paboTHMKA, OTBETCTBEHHOrO 3a
OpraHun3auuio NPOBEPKN HANUYNS;

npyn OTCYTCTBUWM Kakux-nmbo gen 6e3 JOKYMEHTUPOBAHHOrO OGOCHOBaHMS - B YCTAHOBMEHHOM
nopsiake.

Mpu BbISABMEHN HEOBOCHOBAHHOIO OTCYTCTBUSI aPXUBHbIX [OOKYMEHTOB OCYLLECTBRAETCH MX
onepaTuMBHbIA po3bick. B cniyyae 6e3pe3ynbTaTHOCTUM PO3bIiCKa OTCYTCTBYHLUME apXUBHbIE OOKYMEHTHI
BKITHOYAIOTCH B KapTOTeKy HEOOHapY)KEHHbIX AOKYMEHTOB AN AanbHENLLEro UX po3bicKa.

I'IpOBepKa TEXHUYECKOro n (bVI3VIKO-XVIMVI‘-IeCKOI'O COCTOAHUA
APXUBHbIX OKYMEHTOB. BoisiBneHune APXUBHbIX OOKYMEHTOB
C noBpexaeHnamm matepuarbHbIX HOCUTENEN N TEKCTOB

2.11.6.1. lNMpuem un pasmelleHMe B apXMBOXPaHUMNULLEAX apXMBHbIX AOKYMEHTOB, MOCTYMNMBLUMX B
apxuB 6e3 npeaBapuTENbHOW NPOBEPKM UX (DU3NYECKOTO COCTOSIHWSA, He gonyckatotcs. [MocTynmewne B
apxuB apxvBHble JOKYMEHTbI OO Nepefady B apXMBOXpaHWNvLe pasmeLlaloT B NOMeLLeHUn npuema u
BPEMEHHOro XpaHeHusi, 0cBOOOXAal0T OT TPaHCMOPTHOW Tapbl, packnagpiBaloT Ha CTennaxax u cronax.
He ponyckaeTtcsa cknagupoBaHue NocTYMNMBLUNX apXUBHbBIX JOKYMEHTOB B Hepa3obpaHHOM Buae.

OueHka M3NYECKOrO N TEXHNYECKOrO COCTOSHMSA NOCTYNMBLLMX apXMBHbIX JOKYMEHTOB, a Takke X
CTPaxoBbIX KOMWI MPOBOAMUTCS He MnosgHee 3 MecsueB C MOMEHTa npuvema apXuBHbIX AOKYMEHTOB B
apxuB.

B pesynbTate OuUEHKM (PMU3NYECKOrO COCTOSHWUSA apXMBHbIX OOKYMEHTOB Ha OymMaxKHOW ocHoBe
BbISIBMISIIOTCH apXMBHblE OOKYMEHTbI: MOPaXKeHHble OUOMNorMyeckumu BpeauTensaMu; C MNOBbILLEHHON
BMaXXHOCTbIO; C MOBpexXAeHNsMM Bymarn 1 TekcTa; 3anbiieHHble. [1py 9TOM yganeHuio nognexart Bce
NMOCTOPOHHME, Haxodswmecs B dernax, nankax, Kopobkax npegMeTbl: MeTannuyeckue, KapTOHHbIE,
OymaxHble 1 gpyrue 3aknagku, NPOKMaaKu, CKPenkn u T.n.

Mpun OUEHKe TEXHUYECKOrO COCTOSIHUST ayanoOBU3YyaribHbIX U 3NIEKTPOHHbBIX JOKYMEHTOB, a Takke MX
CTPaxoBbIX KOMUW YCTaHAaBMMBAETCA BO3MOXHOCTb CUYMTbIBAHUSA WHAOPMaUMM C MaTepuanbHOro
HOCUTeNs, COOTBETCTBME TEXHUYECKUX XapaKTEePUCTUK 3TUX AOKYMEHTOB CBeAEHMSAM, CoaepXallimmcs B
COMPOBOXAAMLWMX aKTax TexHU4eckoro coctosHusa. OOHOBPEMEHHO BbISBNSETCA BUO OCHOBbI
KMHOOTOAOKYMEHTA. ApPXMBHbIE AOKYMEHTbl Ha HWTPOOCHOBE MoAnexaT HeMeaneHHOW NpoBepke Ha
CTabunbHOCTb.



Mpn obHapyxeHUn OedeKToB COCTaBMSAETCA akT NPOU3BOSIbHON DOPMbI, OTPaXKAMOLWNIA XapakTep
AedeKToB U Mepbl MO WX YCTpaHeHul. YCTpaHeHne [edeKkToB NpOoBOAMTCA 3a CYeT MCTOYHUKa
KOMMIIEKTOBAHUS.

MocTynuBLUME apxVBHblIE AOKYMEHTbI, MOPaXeHHble BnonornyecknMmn BpeauTensiMm (Hacekomble,
aKTMBHas MIeceHb), HanpaBMslOTCA Ha CaHMTapHO-TUrMeHMYeckylo o6paboTKy (aesvHdekuus,
OE3VHCEKLMS).

Mpn ob6HapyXeHUn yBNAXHEHHbIX AapXMBHbIX [OKYMEHTOB MNpoOBOAMTCA uX obasatenbHas
akknumaTmsaumsi 0O MOMHOro BbICYLIMBAHUSA. AKKNMMaTM3aLMilo MpOBOAAT B MNOMELLEHUMM npuema u
BPEMEHHOro XpaHeHus B TeyeHue 7 - 14 CyTOK (B 3aBUCUMOCTW OT CTEMEHW YBMaXKHEHWS) Mpu
WHTEHCUBHOMN BEHTUNSAUMM BO34yXa U pasMeLLeHMn eOMHUL, XpaHeHUs B pa3BepHyTOM BuAe Ha cTonax,
crtennaxax.

KayectBo Oymarn u Tekcta MOCTYMNMBLUMX apXMBHbIX OOKYMEHTOB MpOBepsieTCsl BbIGOPOYHO Anis
o6LLel OLEHKN NX COCTOSIHUS.

O6ecnbinvMBaHMe MOCTYNMBLUMX apXUBHbIX AOKYMEHTOB MPOBOAAT B CMeLManibHOM MOMELLEHUU C
NPYMEHEHNEM BbITSDKHBIX LWKacoB M cobnogeHnem Mep caHuTapum U rurmeHbl. ObsisaTenbHOMY
obecnbinMBaHuio nognexat KopobKku, nanku, 0BNOXKN, KOpeLUKX gen.

MocTynuBLune ayamoBu3yarnbHble U 9NEKTPOHHbIE JOKYMEHThI noanexar:

O4YMCTKE OT MbIfIN U MEPEMOTKE - aPXUBHbIE LOKYMEHTbI Ha MarHUTHOW FEHTE;

OYUCTKE OT 3arpsA3HEHUN - apXMBHble [JOKYMEHTbl Ha [OWCKOBbIX HOCUTENAX W apXUBHblE
OTOOOKYMEHTHI;

akknMmaTmsaumm B 3agaHHbIX TEMMNEPaTYPHO-BNAXHOCTHbIX YCITOBUSIX;

yMakoBbIBAHMIO.

AKKnMMaTu3auusa ayoumoBmsyasnbHbIX UM ANEKTPOHHbIX [LOKYMEHTOB Ha MMEHOYHOW U AWCKOBOW
OCHOBax Mnepen pasMeLleHNEM WX B apXMBOXPaHUNULLE MNPOBOAUTCA B OTKPbLITOM YMNakoBKE Mpu
Temnepatype 20 +/- 3 °C 1 OTHOCMTENBHOW BRaXHOCTU Bo3gyxa 35 +/- 15%; ANA UBETHbIX KUHO- U
POTOLOKYMEHTOB - NMPU OTHOCUTENBHON BRaxHocT 35 +/- 15%. MNpoaomKMTENbHOCTE akknumaTmusauum
KMHOOOKYMEHTOB W PYMOHHbIX MUWKPOUIBMOB He [OIPKHa ObiTb MeHbwe 10 CyTOK, apXUBHbIX
OOKYMEHTOB Ha MarHMTHOMW NEHTe M OWCKOBbIX HOCUTENSX - He MeHee 3 CyTOK, (pOTOOOKYMEHTOB WU
MUKpOdMLL - HE MeHee 24 4acoB.

2.11.6.2. TpoBepka (PUINKO-XMMNYECKOTO U TEXHUYECKOTO COCTOSHUS apXUBHbIX OOKYMEHTOB B
npoLecce XpaHeHUs MpPOBOAUTCA C LENbi0 BbISBMEHUS MOBPEXAEHHBIX APXMBHbBIX OOKYMEHTOB U
apXMBHbIX LOKYMEHTOB C MOTEHUManbHO OMacHbIM (PMU3MYECKMM UM BMONOrMyeckMM COCTOSHUEM U
OCYLLIECTBNAETCA: LeneBbiM NOpsaKoM; B XOA4e NPOBEPKN HanMuusa U COCTOSIHUS apXUBHbIX JOKYMEHTOB;
npyv NOArOTOBKE apXMBHbIX OOKYMEHTOB K BblJaye W3 apXMBOXPaHWNULLA, a Takke npu BCeX OPYrux
paboTax, CBA3aHHbIX C NOEOUHNYHBIM (MOMMUCTHLIM) MPOCMOTPOM apPXUBHbLIX AOKYMEHTOB.

LleneBasi npoBepka U3MYECKOTO COCTOSIHUSI apXMBHbIX [OKYMEHTOB MPOBOAMTCA B MOpsiake
04YepenHOCTM C y4eTOM LEHHOCTU apXMBHbIX AOKYMEHTOB. LleneBow npoBepke hun3nyeckoro cCoCTosHMS
noanexaT BCe apXuBHble OOKYMEHTbI, MOCTpadaBlUME B 3KCTpeMarnbHbIX ycrnoBusix. Mo pesynbtaTam
KOHTpONs [ernaeTcs 3akmnoyeHue O HeoOXOAMMOCTM MpPOBEAEHUS pecTaBpauun M KOHcepBauun U B
3aBMCMMOCTU OT COCTOSIHUSI apXMBHbIX JOKYMEHTOB YCTaHaBNMBAIOTCS CPOKM MPOBEAEHUS CrefyoLlei
KOHTPOSbHOW NPOBEPKMU.

MpoBepka hM3NYECKOr0 COCTOSIHMS aPXMBHbBIX OOKYMEHTOB Ha OymaKHOW OCHOBE B npouecce
XpaHeHMs1 NPOBOAMTCS C LIENbK BbISIBIIEHUSA BRAXHbIX; MOPaXeHHbIX Ounonornyeckummn BpeauTensiMm
(nneceHb, Hacekomble); ¢ AedekTammn Bymarn u TeKCTa apXmMBHbIX OKYMEHTOB.

YBnaXXHEHHbIE apXUBHbIE AOKYMEHThI (Aena, rpynnel Aen) noanexar HeMeANeHHOMY BblOENEHUIO,
BHeouyepedHon obpaboTke (Cywka, akknumatusauus). [lpn MaccoBOM YBMAXHEHWM apXUBHbIX
AOKYMEHTOB MPUHUMAIOTCA Mepbl MO OCYLLEHWIO apXMBOXPaHUIMLLA, HOPManM3auum pexvMa XpaHeHus..

ApXVBHbIE [OOKYMEHTbI, MOpPa)KeHHble 6uonornyecknMmn BpeauTensMu (NneceHb, HaceKoMble),
noanexaT HeEMeANEeHHOW M30NsaLmK.

Hanunune pgedektoB Gymarm u Tekcta ycTaHaBNMBAETCHA BU3yarlbHO MpU MOMAMCTHOM MPOCMOTpeE
aen. OedexTbl knaccmduumpyoTca Ha OCHOBE eanHON OYKBEHHO-LUMEPOBON MHAEKCAUMM MO TUMOBbLIM
npu3Hakam pJedektoB Oymarn (OykBeHHass wHAekcaumsi) M TekcTa (uudppoBass wHAekcauus) B
COOTBETCTBMM C METOAUYECKUMM padpaboTkamu.

lMpoBepKa TEXHMYECKOrO COCTOSIHUS ayouoBU3YyarbHbIX U 3MEKTPOHHBLIX AOKYMEHTOB B Mnpolecce
XpaHEeHUS OCYLLECTBNSAETCA C LieNblo OnpeaeneHns:

COCTOSIHUS UX YNaKOBKW;

HanNUuMsa CTaHOAPTHBIX PakopaoB;

TEXHUYECKOrO COCTOSHUSA UX MOBEPXHOCTU U NepdOpaLMOHHBIX LOPOXKEK U CKIEEK;

Hanuunsi 3arpsA3HEHUN U MEXaHUYECKNX MOBPEXAEHNI;

CTabUNbHOCTN HUTPOOCHOBHI;

wara nepcopaumnmn KMHOMNMIEHOK N MarHUTHbIX NIEHT WuprHon 35 n 16 mm;

hM3MKO-MEXAHNYECKMX XapaKTeEPUCTUK (KopobneHne, oTcnanBaHne 3amMyrbCUOHHOMO UMK OCbiNaHue
paboyero crosi n ap.);



Hannumst  JedeKToB  Xumuyeckoro u  Buonmormyeckoro  mpoucxoxgeHus  (mopaxeHue
MUWKPOOPraHu3mamu, HaCeKOMbIMW W TpbI3yHaMW, Credbl KpUCTannu3aumyM COnen 1 pasnoXeHus
OCTaTOYHbIX MPOAYKTOB XMMMKO-hoTorpaduyeckon obpaboTkm);

3MNEKTPOaKyCTUYECKNX XapaKTePUCTUK (DOHO- N BUOEOAOKYMEHTOB;

napameTpoB BUOEOAOKYMEHTOB B BUAeoKaHare;

KayecTBa n30b6paxeHns KMHo-, PoTo-, BUAEOOOKYMEHTOB;

YPOBHS NapameTpoB, XapakTepU3yloLUX 3MEeKTPOHHbIE AOKYMEHTbI (Hanpumep, 4mMcrno cboes npu
CUMTbIBaHUKN UHpOpMaLMK B eOUHULY BPEMEHN);

Hanu4ums "BMPYCOB" B ANEKTPOHHbIX AOKYMEHTaX;

HanNUuMa pasMarHUYEeHHbIX Y4YaCcTKOB W MEeXaHUYeCKMX MNOBPEXAEHUA OTAEnNbHbIX Y4acTKOB
MaLUMHHOrO HOCUTENS;

HanNU4Msa KOppo3nmn Ha NOBEPXHOCTU METANNMMYECKNX rpamopurnHanos;

HanMunsi yKCYCHOIo CMHAPOMA TpuaueTaTHOMW NIEHKN.

lMpoBepka TEXHUYECKOTO COCTOSIHUSA apXMBHbIX [OKYMEHTOB OCYLLECTBMASETCA MNPU BHELUHEM
OCMOTPE B OTPa)KEHHOM CBETE.

lMpoBepKy 9MEKTPOaKyCTUYECKMX XapaKTEPUCTUK (DOHOLOKYMEHTOB (4YACTOTHbIE MWCKaXeHus,
ypOBeHb KonupaddekTa, ypoBeHb DOHa M LLYMOB, HanMyne Tpecka v LWerykoB, WyM nay3bl) NpoBOAST C
ncnonb3oBaHNeM creuunansHoro obopyaoBaHus.

[MpoBepKy TexXHUYEeCcKMX napameTpoB BUOEOOOKYMEHTOB MPOBOAAT C MOMOLLLI KOMMMekca
KOHTPOIbHO-M3MEPUTENBHOM annapaTypbl.

MpoBepKy TEXHWYECKUX MNapaMeTpOB IMEKTPOHHbLIX LOKYMEHTOB MPOBOAAT C MCMNONb30BaHWEM
cneumanbHOW annapaTtypbl M nporpaMmmHoro obecnevyeHus, npegHasHayeHHblXx Ans  paboTbl ¢
COOTBETCTBYIOLLIErO BUAA apXMBHBIMU JOKYMEHTAMM.

BbisiBneHne gokymeHToB ApxmBHoro coHaa
Poccuickon degepaumm, Haxogawmxcs B HEy4OBNETBOPUTENBHOM
PU3NYECKOM COCTOSIHUM, U HEUCTNPABMMO NMOBPEXAEHHbLIX apXUBHbIX

OOKYMeHTOB. CHsITME C y4yeTa HeNCNpaBMMO NOBPEXAEHHbIX
apXMBHbIX JOKYMEHTOB

2.11.7.1. Haxogswumuca B HeyOOBNETBOPUTENBHOM (PU3NYECKOM COCTOSIHUM MPU3HAOTCA
AOKyMeHTbl ApxuBHOoro ¢oHga Poccuiickon ®egepauum C  BbICOKOW CTEMNEHbI  pa3pylUeHUst
MaTepuanbHbIX HOCUTENEN, YrpoXxatoLen pmandeckom LenoCTHOCTU JOKYMEHTOB.

PeweHnne o npusHaHum gokymeHTa ApxuBHoOro gonHga Poccurickon ®egepaumm HaxoosLwUMCs B
HeyOoBneTBOPUTENBbHOM  (PU3NYECKOM COCTOSIHUM M €ro MOCTaHOBKE Ha cneumanbHbll yd4eT Ans
opraHusaumm B CPOYHOM Mopsifke crneuuanbHon obpaboTkn (cm. n. 2.11.9.1) npyHUMaeT pykoBOAMTENb
apxvBa Ha OCHOBaHWW 3KCMEPTHOrO 3aKkryeHus pecTaBpatopa M PyKOBOAUTENS noapasferneHus,
OTBETCTBEHHOIO 32 XpaHeHWe apXMBHbIX JOKYMEHTOB.

2.11.7.2. HeucnpaBvMO noBpeXAeHHbIMU apXUBHbIMU [OKYMEHTaMU MPU3HAIOTCA apXUBHbIE
OOKYMEHTbl, U3NYeckoe COCTOSHUE KOTOpbIX MWCKMYaeT BO3MOXHOCTb BOCCTAHOBIEHUSA  UX
MaTepuanbHbIX HOCUTENEN U UCNONb30BaHNA coepXallencs B HUX JOKYMEHTHON nHdopMaLmu.

PelueHve o NpM3HaHMM apXmBHOTO 4OKYMEHTa HEUCMPaBMMO NMOBPEXOEHHBIM U CHATUM €ro C yyeTa
NPUHUMaET COOTBETCTBYIOLLUMIA YNONMHOMOYEHHbIA OpraH MCMOSTHUTENbHOW BriacTu B cdepe apXuBHOro
Aena Ha OCHOBaHWW NpeacTaBnseMblX PYKOBOACTBOM apXmMBa 3KCMEPTHOrO 3aKroYeHns pectaBpaTopa U
pykoBoauTens noapasfgeneHns, OTBETCTBEHHOTO 3a XpaHeHMEe apxXMBHbIX [AOKYMEHTOB, W akta o
HencnpaBMMbIX NOBPEXAEHUAX AOKYMeHTOB (npunoxeHune N 1).

Ha ocHOBaHWW  MUCbMEHHOIO  peLleHUs  BbIWECTOSAWEero  YNOMHOMOYEHHOro  opraHa
WUCNONMHUTENBHOM BNacTn B cpepe apxMBHOro Aena usgaeTcs npukas pykoBOAWUTENsS apXuBa O CHATUM
HencnpaBMMO NOBPEXAEHHbIX apXMBHbIX JOKYMEHTOB C yyeTa.

CHATME C y4vyeTa U YHUUTOXEHUE HeucnpaBvMO MOBPEXOEHHbIX YHUKaNbHbIX [OOKYMEHTOB He
gonyckarTca.

YyeT hn3ny4eckoro u TeEXHUYECKOro COCTOSIHUS
apXMBHbIX OKYMEHTOB

2.11.8. YyeT (pn3MYECcKOro M TEXHUYECKOrO COCTOSIHMSI apXUBHbIX AOKYMEHTOB Ha OyMakHOM
OCHOBE OCYLLEeCTBNAEeTCA B!

nncte-3aBeputene (npunoxexve N 3);

nNCTe N aKkTe NPOBEPKM HAaNMUYNSa N COCTOAHUS apXMBHbBIX JOKYMEHTOB;

KapTouke yyeTa apXmMBHbIX JOKYMEHTOB C NOBPEXAEHUSAMN HOCUTENS;

KapTouke yyeTa apXMBHbIX JOKYMEHTOB C NOBPEXAEHUSMU TEKCTA;

KapToTeke (KHure) ydeta ou3n4eckoro COCTOSAHNS apXmUBHbIX JOKYMEHTOB.

YyeT hM3n4ecKkoro 1 TEXHUHECKOro COCTOSIHUA ayanoBU3yarnbHbIX JOKYMEHTOB OCYLLECTBNSAETCS B!



KapTo4uKe yyeTa TEXHUYECKOrOo COCTOSHUS] KNHOOOKYMEHTA;

KapTo4uKe yyeTa TEXHUYECKOro COCTOSAHNST (POTOOOKYMEHTA;

KapTo4uKe y4yeTa TEXHUYECKOro COCTOSAHUST (DOHOOOKYMEHTA;

KapTo4uKe y4yeTa TEXHUYECKOro COCTOSIHUSI BUOEOOOKYMEHTA.

Onsa yyeta pgokymeHTOB ApxmBHOro oHga Poccuiickon ®efepaumn, Haxogswmxcs B
HeyOooBNeTBOPUTENbHOM (U3NYECKOM COCTOSIHMM, BedeTcs cneumwanbHas kHura. CoOOTBETCTBYHOLLME
OTMETKM NPOCTaBNATCHA TaKkKe B APYrMX OOKYMEHTaX yyeta PU3NYECKOro U TEXHUYECKOro COCTOSIHUSA
apXMBHbIX JOKYMEHTOB.

YyeT hU3n4eckoro u TEXHUHYECKOro COCTOSAHUST apXUBHbIX JOKYMEHTOB MOXET OCYLLEeCTBATLCH Ha
OymaxXHOM HocuTene unM B aBTOMaTU3MPOBAHHOM pEXMMe B COOTBETCTBUM C YCTaHOBMEHHbLIMU
PEKBU3UTAMUN KOHTPOIIbHO-YYETHbIX JOKYMEHTOB.

DU3NKO-XMMUYECKasa U TeXHNYecKas o6pa60TKa
APXUBHbIX OOKYMEHTOB

2.11.9.1. On3MKO-XMMUYeckass N TexHudeckass obpaboTka apXmMBHbIX OOKYMEHTOB MPOBOAMTCS C
Lernbto:

YyCTPaHeHUs NPUYMH YCKOPEHHOIrO CTapeHus 1 paspyLLeHns apXmBHbIX JOKYMEHTOB;

BOCCTaHOBIIEHUSI X CBOWCTB, TEXHUYECKNX XapaKTePUCTUK, AONTOBEYHOCTH;

BOCNPOM3BEAEHUSA AJOKYMEHTHON MHAOPMaLMmM Ha Bornee yCTOMUYNBLIX HOCUTENSX.

OcCHOBHbIMK BUgamu 31or 06paboTkmn apXMBHLIX JOKYMEHTOB Ha ByMaXKHON OCHOBE SBNSAKOTCA:

AesnHdekuns, AesnHcekuus, Aepatv3aums apXuBOXpPaHWMML, Kak COBOKYNMHOCTb  Mep
BronpodmnakTnku, GrosalmnTbl N YHUYTOXEHNSA Bronornyecknx BpeamTenen B apXmBoXpaHnnmwax m Ha
apXMBHbIX JOKYMEHTaXx;

pecTtaBpauus (pecTaBpauUMOHHO-KOHCEpPBALMOHHAs 00paboTka) Kak KoMmnekc paboT wu
TEXHOMOrMYecknx onepaumnini No BOCCTAHOBMEHUIO CBOWCTB W [OMTOBEYHOCTU OPUrMHANOB apXMBHbIX
OOKYMEHTOB;

BOCMPOU3BEAEHNE apXMBHbIX [OOKYMEHTOB C LUeMbl COo3JaHuA CTpaxoBoro oHaa Konui
YHUKamnbHbIX OOKYMEHTOB M 0OCODO LEHHbIX OOKYMEHTOB M boHAA MNonb3oBaHus; doTopecTaBpaums
apXUBHbIX OOKYMEHTOB C yracwum U CcnaboKOHTpacTHbIM TEKCTOM; 3aMeHa OpWUrMHanoB C
HEeJOMroBeYHbIMM  UINU  pPaspyLUEHHbIMW  HOCUTENAMW  KONUSAMW AN COXPaHEHWst AOKYMEHTHON
WHcpopmaumm n ap.;

nepenneT apXnBHbIX AOKYMEHTOB;

obecnbinMBaHne apxmMBHbIX JOKYMEHTOB;

0bpaboTka apxMBHbIX OOKYMEHTOB B peXuMe aBapunHO-cnacaTeflbHbiX paboT, B TOM 4yucrne c
NPYMEHEHNEM CPeaCTB U CNOCODOB CYLLUKW, Oe3NHAEKLUN, AE3UHCEKLMN, 3aMOpaXnBaHns, pectaBpaLmu,
BOCMpPOM3BEAEHMS, Ae3aKTMBALMM U OPYrMX BUOOB LeneBon obpaboTku.

AyaunoBusyanbHble U 3NEeKTPOHHbIE AOKYMEHTbI B 3aBUCUMOCTU OT hn3NYeCKon Npupoabl HOCUTENS
noaeeprarTcs cneayLwmmM pectaBpauoHHbIM U KOHCEPBALMOHHO-NPO(UNaKTu4eckum pabotam:

apXMBHbl€ JOKYMEHTbI Ha MarHUTHOWN NeHTe:

O4YMCTKE MOBEPXHOCTU OT MbIfIN U YaCTUL, ITPS3M Ha cneLmanbHOM OYUCTUTENBHOM 060pya0BaHNM;

3amMeHe NepecoxXLmnx 1 NOKOPOBNEeHHbIX CKMeek;

0OOPMIEHUIO PYIIOHOB MArHUTHOWN NEHTbI 3aLLMTHON MarHUTHOW NEHTOW C ABYX CTOPOH No 2 - 2,5
M;

nepemMoTke C Lenblo CHATUS BHYTPEHHWUX HanpsXeHUn B pyrnoHax MarHWTHbIX JIEHT, BO3HUKLUMX
u3-3a nepenagos TemnepaTtypbl W BAAXHOCTU NPU XPaHEHWUM W TPAHCMOPTUPOBAHUN aPXUBHbIX
OOKYMEHTOB;

apXMBHble OKYMEHTbI Ha ANCKOBbIX HOCUTENSAX:

obecnbinMBaHuIo;

NpOTUPKE aHTUCTaTUKOM;

KMHOOTOAOKYMEHTbI, MUKPOOPMbI 1 POHOTrPaMMbl K KWUHODUbEMaM:

obecnbinMBaHuIo;

yAaneHno BOCKOBbIX, XXMPOBbIX U NHbIX 3arpA3HEeHNI;

YKPEMMEHUIO CKIEEK 1 NPOCeYek;

peMOoHTYy nepdopaumu;

nepegenke rpyobix, KOPOONEHHbIX 3annaT 1 CKIeex;

PEMOHTY NOBPEXAEHHbIX MONeN kKagpos.

"pamopuruHarsl POTOAOKYMEHTOB NOABEPraloTCa SNEKTPOXUMUYECKON OYMCTKE.

2.11.9.2. PaboTbl MO U3MKO-XMMUYECKON U TeXHU4Yecko oOpaboTke apXMBHbIX [OOKYMEHTOB
noapasfensaTca Ha NnaHoBbIe U BHEMMaHOBbIE.

MnaHoBasi 06paboTka apXMBHbIX [OKYMEHTOB MNPOBOAUTCA MO pe3ynbTatam MpPOBEPKA UX
COCTOSIHMSI B MNOpsiaKe o4yepeHOCTW, YCTAHOBMEHHOW B apxmBe C Y4eTOM MPUHAANEXHOCTUM KX K
pasfnMYHbIM LEHHOCTHBIM Tpynnam, ocobeHHOCTelh (U3NYECKOTO COCTOSIHUS apXMBHbIX [OKYMEHTOB



pasnuyHbIX BMOOB M BO3MOXHOCTEN apxvBa. [lpyoputeT OoTAaeTcsd yHUKanbHbIM OOKYMEHTam M 0cobo
LEeHHbIM JOKYMEHTaMm.

K BHennaHoBblM OTHOCATCA paboThl, BbIMNOMHSAEMblE B aBapUMHO-CNAacaTenbHbIX CUTyauusx,
CBSI3aHHbIX C JIOKanbHbIM WM MacCoOBbIM MOPaXEHWEeM apXMBHbIX [OKYMEHTOB OFHEM, BOOOW,
XUMWYECKMMU  UIMU  PaaMOaKTMBHbIMK BellecTBamn. CpoyHble Mepbl MO  BbIAENEHUI, U30MAunK,
caHuTapHon 06paboTke apXMBHbIX OOKYMEHTOB U MECT WX XpaHeHWs MpeanpuvHUMAaloTCs Takke npu
nopaxkeHMn apXmMBHbIX JOKYMEHTOB B1MOMNOrMyecknmMmn BpeamuTensmu.

HomeHknatypa, nopsagok npoBeaeHus n TexHonornsa paboTt no or3nKo-XMMUYECKON 1 TEXHUYECKON
0bpaboTke apXMBHbIX LOKYMEHTOB ONPeaensitoTcs OTpacrneBbIMU HOPMATUBHBLIMU U METOAUYECKUMU
OOKYMEHTaMu.

Obwwme TpeboBaHUA K BblAaye apXUBHbIX
OOKYMEHTOB M3 apXmMBOXpaHunuia

2.11.10. ApxuBHble [OOKYMEHTbl, nmerowme ¢oHa nonb3oBaHUSA, U3 apxXMBOXpaHUMMLLA, Kak
npaBwuro, He BbiAaloTCS.

ApXVBHbIE OOKYMEHTbI, He npolleflwmne Hay4dHOro OMUCaHWs M TEeXHUYECKoro odpopmrieHus, us
apxXuBOXpaHWvLa He Bbl4AIOTCHA ON19 UCMOMb30BaHNA UM NPoBeAeHUss paboT No co3gaHuio CTPaxoBOro
doHaa n poHaa NonbL3oBaHUS.

Bbligaya w3 apxvmBoxpaHunuiia nOAJSIMHHUKOB 0COB0 LIEHHbIX [OOKYMEHTOB, B TOM u4ucrne
YHMKanbHbIX [OOKYMEHTOB, a Takke [OOKyMeHTOB ApxuBHOro doHaa Poccuiickon ®egepauun,
Haxo4ALNXCA B HEYOOBNETBOPUTENBHOM (PU3NYECKOM COCTOSIHUK, OCYLLECTBASIETCS B UCKMIOYMTENbHbIX
cny4vasix C MMCbMEHHOIO pa3peLLeHns pyKoBogMTENS apXuBa.

ApXVBHbIE [OKYMEHTbI BbIAAOTCA W3 apXMBOXpaHUNMULLA rOCYyOApCTBEHHOINO apxmea, My3es,
OumbnuoTtekn, opraHm3aunm PoccMinckon akageMmm Hayk ¢ MMCbMEHHOTO paspeLLeHust:

3aBefyloLEero apxmBoxpaHunuwem (otgenom obecneyeHns COXPaHHOCTM) - MOMb30BaTensm B
ynTanbHbIM (MPOCMOTPOBLIV) 3an apxvBa M pabOTHUKAM apxvBa ANsl CryXebHbIX Lenen B pabouve
nomMeLleHus;

pyKOBOOWUTENS apxvBa wunM ero 3amectutens - ¢oHgoobpasoBaTensM, cyaebHbim,
NpaBoOOXpPaHUTENbHLIM U WHBIM YMOMHOMOYEHHBIM OpraHam BO BPEMEHHOE MOMb30BaHMEe Mpy Hanuumm
rapaHTMMHOMO MUCbMa OT HUX; OpraHuM3auusm - Afs 9KCMOHUPOBAHUSA NPU Hanuyuu Joroesopa o
NpoBeLEHNN BbICTABKM M COOTBETCTBYHOLLErO NpuKasa pykoBoauTens apxuea; pabotHukam nabopatopum
apxvBa, cneuvanM3avMpoBaHHbIM OpraHu3auusM - Ansi NpoBefeHus paboT no co3gaHuilo CTPaxoBOro
doHOoa M oHOa Nonb30oBaHMA U chneuvanbHOM 00paboTKM apXMBHbIX AOKYMEHTOB MpW Hanuymu
COOTBETCTBYIOLLEr0 4OroBopa CO CrneunanM3mpoBaHHON opraHnsauunen.

Bblgaya  apxvBHbIX  [JOKYMEHTOB  BbILEYNOMSHYTbIM  KaTeropysmM  Mornb3oBaTenen  u3
apxXuBOXpaHunMLa MyHUUMNAnNbHOrO apxuBa, My3es, OUBNMOTEKM OCyLLECTBRAETCS C MUCbMEHHOro
paspeLleHnst 3aBeayoLLero MyHULMnanbHbIM apXMBoM, My3eeM, OMGNNMOTEKON.

Bblgady apxvBHbIX [OOKYMEHTOB W3 apxuMBOXpaHunuwia v npuem ux obpaTtHO, B TOM uucre
MOMUCTHYIO MPOBEPKY HanMyuMsi M COCTOSIHUSA apXMBHbIX [OKYMEHTOB nepen Bblgayend uX U3
apxXuBOXpaHunvLa n npu Bo3BpaTe, NPOM3BOAMT pabOoOTHMK apxmBoxpaHunuwia. MonuMcTHy NpoBepKy
HanUunMst U COCTOSIHMS apXMBHbIX OOKYMEHTOB, BO3BpalLlaeMblX MOMb30BaTENAMU B YuUTanbHOM 3arne,
ocyLiecTBnseT paboTHMK YNTanNbHOrO 3ana.

O6s3aTenbHOM  MOMMUCTHOW MPOBEPKE HanmMuua U COCTOSIHMSA nepeq  Bbldayen apXMBHbIX
OOKYMEHTOB U3 apXUBOXpaHWUuLLA 1 Npu NX BO3BpaTe NoAnexar:

YHUKaIbHbIE OKYMEHTbI 1 0C060 LEHHbIE JOKYMEHTHI;

apXUBHbIE JOKYMEHTbI, UMetoLne B 0OPMIIEHNM UMNN MPUINOXKEHUN K HUM OparoueHHble KamMmHU U
MeTannsbl;

HecOpOoLLOPOBaHHbIE apPXMBHbLIE JOKYMEHTHI;

Jena, paHee He BblAaBaBLUMECS N3 apXUBOXPaHWUIMLLA N HE UMEIOLLUE NNCTOB-3aBEpUTENEN;

Jena, cogepxawme aBtorpadbl, rpaduyeckne JOKYMEHTbI, NOYTOBbIE U repboBbie 3HaKW, nNeyatw,
OTKPbITKW, KOHBEPTbl C agpecaMu, Mapkamu, W [pyrve apxuBHble [OKYMEHTbl, MOoTeHUuanbHo
NpeacTaBnsoLMe MHTEPEC AN KOJNIEKLUMOHEPOB.

CocrtaB gpyrux gen, NoAnexalumx nonMcTHOW NpoBepke, onpeaensaeTcs pykoBOACTBOM apxmBa Ha
OCHOBE pELLEHUS 3KCNEPTHO-METOLANYECKOM KOMUCCUN.

OTmeTka 0 MpoBeAEeHHOM NOMMCTHOW NPOBEPKe CTaBUTCA B nucte-3aBeputene (npunoxexue N 3).

Ha mecTo BblgaBaembiXx M3 apXMBOXpaHUIMLLA €OWHUL, XPaHEHUS U ONMcen Aen, OOKYMEHTOB
noaknagbiBaeTcs KapTa-3aMecTUTerb.

ApXVBHbIE [JOKYMEHTbI, BbiJaBaeMble U3 apXMBOXPaHWNMLIA, OOJDKHbI UMETb apXMBHbIA LUMAEP,
NPOHYMEPOBAHHLIE FUCTbI, NUCT-3aBeputenb (npunoxeHme N 3) M NUCT MCNONb3OBaHWUS OOKYMEHTOB
(npunoxeHue N 4).

MoproToBKa apXMBHbBIX JOKYMEHTOB K BblAade U3 apXMBOXPaHUIMLLLA BKITOYAET:

BblEMKY apXMBHbIX JOKYMEHTOB;



CBEpPKY apXMBHOro Lndpa 1 3arofloBKOB (aHHOTALMUA) C OMUCLIO (KHUIOM ydeTa U onucaHus) agen,
AOKYMEHTOB;

MOMMCTHYIO MPOBEPKY apXMBHbIX A€ - B YCTAHOBIIEHHbIX CMyYasiX.

Cepka apxvBHOro wundpa apxvMBHbIX JOKYMEHTOB C OMMCHLIO (KHUFOM y4eTa M onvcaHusl) gen u
AOKYMEHTOB npefnonaraeT NpoBepKy NPaBUbHOCTM OPOPMIIEHNST OBNOXKM M TUTYMNBHOrO NMcTa gena,
NepBMYHOrO CpeacTBa XpaHEeHUs ayaMoBM3yalnbHOrO, 3MIEKTPOHHOrO AOKYMEHTa, MpaBMITbHOCTU
COCTaBMeHMs 3aronoska 1 Wwndpa eanHuLbl xpaHeHus. MNMpy Hannyumn 6onbLUIMX UCNpaBneHMn 0BnoxkKa 1
TUTYMNbHbIA NINCT 3aMEHAOTCH C COXPaHeHNeM npyv HEOBXOANMMOCTU CTapon 06NOXKKN.

Mpn nogroToBke K BblAaye U3 apxXMBOXpaHUNMLLA OTAENbHbIX apXMBHbIX AOKYMEHTOB, U3bATLIX U3
aen, Ha obopOTHON CTOPOHE KaXAOro NUCTa BHE TEKCTa apXMBHOMO AOKYMEHTa NMpOCTaBnseTcs wramn ¢
apXMBHbIM LLIMGPOM.

CpOKVI BblAa4Yn apXnUBHbIX JOKYMEHTOB

2.11.10.1. ApxmBHblE JOKYMEHTbI BblAAKTCH U3 apXUBOXPaHUMLLA Ha CPOK:

00 OOHOro Mecsiua - nonb3oBaTensdM B uYuTanbHbIA 3an U paboTHMKaM apxuBa (kpome o0cobo
LeHHbIX JOKYMEHTOB, BblJaBaeMbIX Ha CPOK He Bonee AByX Hedenb);

00 Tpex mecsues - hoHOooOpasoBaTensm;

00 WecTn MecsaueB - cyaebHbIM, NpaBoOXpaHUTENbHBIM U UHBIM YNONTHOMOYEHHbIM OpraHaMm.

Bblgaya apxmBHbIX JOKYMEHTOB M3 apXuBOXpaHWMMLa AN 3KCMOHUPOBAHMS OCYLLECTBNAETCA Ha
CpOK, ONpeaeneHHbIN JOroBOpOM O NPOBEAEHUUN BbICTaBKW.

Cpok Bblgayv apxvBHbIX JOKYMEHTOB AfS CO3[4aHWs CTpaxoBoro ¢hoHaa, hoHAa Monb30BaHUA U
Ans cneumansHon obpaboTkm onpegensieTca nnaHamu paboTbl apxmBa M OOrOBOpaMu Ha NpoBeAeHue
COOTBETCTBYIOLUX pabOT CO CTOPOHHUMYK OpraHM3aunusimMu.

lMpooneHne CpPOKOB BblgauM apXMBHbIX [OKYMEHTOB [OMYyCKAeTCs C paspelleHusl pyKOBOACTBA
apxuBa.

OdbopmrieHne Bblgaumn apXmMBHbIX JOKYMEHTOB

2.11.10.2. Bbligaya apxuBHbIX [OOKYMEHTOB W3 apXMBOXPaHWUMMLLA PErucTpupyetcss B KHUrax
BblJa4yM apXvMBHbIX [OOKYMEHTOB, KOMWW (poHOA NONb3OBaHWS W3 XpaHunuLia, KOTopble BedyTcs
pasaenbHO NO KaX4oMy apXMBOXPaHUIULLY U BUAY Bblaayu.

Bblgaya apxvBHbIX OOKYMEHTOB B YMTanbHbIA 3an odopmnseTcs 3aka3om (TpebosaHueMm) Ha
Bbla4yy apXMBHbIX OOKYMEHTOB, Konui oHAa nonb30BaHus, Onucer Aen, [OKYMEHTOB MU
pPerucTpupyeTcs B KHUre BblOavyn apXUBHbIX JOKYMEHTOB, KONUWA (boHA4A MOMb30BaHWSA U3 XpaHumnuwia B
ynTanbHbI 3afn, B KOTOPOW pacnucbiBaeTcs paboTHUK 4uTanbHOro 3ana. McnomHeHHbln 3akas
(TpeboBaHve) nonb3oBaTens HanpaBnseTcsa B uYWTalbHbI 3an BMeCcTe C BblAaHHbIMU apXMBHbIMM
AOKYMEHTaMMn 1 XpaHWUTCH B MMYHOM Aerie nofb3oBaTtens.

Bblgaya apxuBHbIX AOKYMEHTOB pabOTHUKY apxvBa Afs UCMOMb30BaHWA B CRYXeOHbIX Lensx
ochopmnsieTcs 3akasom (TpeboBaHMeM) Ha Bblgayvy apXMBHbIX AOKYMEHTOB, KONui oHAa MONb30BaHMWS,
onucen Aen, AOKYMEHTOB, KOTOPbIN BU3MPYEeTCA PYyKOBOAUTENEM COOTBETCTBYIOLLEro noapasieneHus.
3aka3 (TpeboBaHMe) perucTpupyeTcsa B KHUre BbldayM apxXuBHbIX [JOKYMEHTOB, KOnwui doHaa
nonb3oBaHWa M3 XpaHwnuwa B pabouyve noMelleHus, B KOTOPON pabOoTHWK, MONYyYMBLUMIN apXMBHbIE
AOKYMEHTbI, pacnucbiBaeTcs 3a Kaxayl eguHuuy XxpaHeHus. 3aka3 (TpeboBaHue) HaxoguTcs B
apxXuBOXpaHWUnuLe 4o UCTEYEHUS CpoKa ero XpaHeHus.

Bblgaya apxvBHbIX JOKYMEHTOB B nabopatopuio apxuBa oopMisieTcs 3aka3oMm Ha npoBedeHue
COOTBETCTBYIOLMX PaboT M perncTpupyeTcs B KHUre BblOayn apXMBHbIX OOKYMEHTOB, konmun doHaa
nonb3oBaHWA 13 XpaHunuwa B nabopaTopuio, B KOTOPOW pacnuceiBaeTcsi paboTHMK nabopatopun. 3akas
yynTbiBaeTCca B nabopaTopun M B COOTBETCTBYIOLLEM MOAPA3LENeHNN apxuBa U CMAYXUT KOHTPOSbHbIM
AOKYMEHTOM 3a XOA40M NpOBeAeHNs BCeX 3TanoB paboTbl C apXMBHbIMU AOKYMEHTaMU.

Bblgaya apxuBHbIX LOKYMEHTOB BO BPEMEHHOEe Monb3oBaHve OOpMIISeTCs akToM O Bblgaye
apXMBHbIX OOKYMEHTOB BO BPEMEHHOe MONb30BaHWE W PEerucTpupyeTcs B KHUre BblOayuM apXUBHbIX
AOKYMEHTOB, KONui hoHAa NOrMb30BaHNS U3 XpaHUNuLLa BO BPEMEHHOE NOJb30BaHMe.

Bblgaya dhoHOa nonb30oBaHus
2.11.10.3. Bblgaya Konuim apxvMBHbIX JOKYMEHTOB M3 (hoHAA MOnb3oBaHUS OoPOpMNAEeTCa 3aKa3om
(TpeboBaHneM) Ha Bblgavyy apxMBHbIX [OOKYMEHTOB, KOMMW hOHAA MONb30BaHUA, onucen gen,
OOKYMEHTOB U peructpuypyetca B KHWre (kHurax) Bblgadnm doHda nonb3oBaHWs, BedyLmMxcs
LeHTpann3oBaHHO UNn pasaernbHO Mo KaXXAoMY apXMBOXPaHUNULLY.

Bblgayva onucen gen, JOKYMEHTOB



2.11.10.4. Onucn gen, AOKYMEHTOB BbIOAIOTCA Ha CPOK, He MpeBbIWAWMIA NaTM gHen. Bbigaya
onucen pen, AOKYMEHTOB, UMEKLIMXCS B OOHOM 3SK3EMMMSPE W XPaHSLMXCA UEHTPanmn3oBaHHO,
OOMyCcKaeTCs B UCKIMIOYMTESbHBIX Clyvasix C paspelleHnst pyKOBOAUTENS apXuBa UM ero 3amMecTuTens
Ha CpOK, Kak MpaBwuIio, He MNPEBbILWAWUA OANH AeHb, U O(OPMNSAETCA MO aHanorum c Bblgaden
NOAJSIMHHBIX aPXUBHbIX JOKYMEHTOB.

Bbligava onvcen gen, 4OKYMEHTOB odhopmMIisieTcs 3aka3om (TpeboBaHMeM) Ha Bbigady apXMBHbIX
OOKYMEHTOB, Konui ¢hoHOa Nonb30BaHWs, onucen Aen, AOKYMEHTOB U PermcTpupyeTcs B KHUre Bbloauu
APXUBHbIX [OOKYMEHTOB, Konumn CbOH,EI,a NnoJsib30BaHNA U3 XpaHunuiuia, B KOTOpOVI pacnucbiBaeTcA
NoNy4YMBLUNIA ONMUCb PaboTHWK apXxmMBa UNmn NOMb3oBaTenb.

KOHTpOJ’Ib 3a COXPaHHOCTbIO BblAaHHbIX apXUBHbIX OOKYMEHTOB.
Bosapau.l,eHme APXMUBHbIX JOKYMEHTOB B apXnBOXpaHunuLie

2.11.10.5. BbiBepka KHUT Bblaaun apXmMBHbIX OOKYMEHTOB MPOBOAUTCS He pexe OAHOro pasa B
KBapTan unu B nonyrogue. Ecnv B pesynbTaTe BbIBEPKM KHUM Bblgayn YCTAHOBIEH (DaKT HapyLleHus
CPOKOB BO3BpaLLEHUS] apXWBHbIX OOKYMEHTOB, BBISCHSAKTCA €ro NpWYuHbl M MPUHUMAKTCS Mepbl K
BO3BpaTy apxmBHbIX [AOKYMEHTOB. Ecnnm HeBoO3BpalleHuMe apxXMBHbIX [OKYMEHTOB B CpPOK B
apXuBOXpaHWMvLe Bbi3BaHO HEOOXOOUMOCTBIO WX  AanbHEMWWero  WCMoNb30BaHUSA,  Bblgada
nepeodopmnsieTca. [Npu 3agepxke BO3BpPaLLEHUS apXUBHbIX JOKYMEHTOB 6e3 yBaXUTENbHbIX MPUYnH
NPUHUMAOTCA Mepbl ANsl UX HEMEASIEHHOro BO3BpaTa B apXMBOXPaHUmnmLLe.

B Lensx KOHTpOns 3a COXPaHHOCTbIO apXMBHbIX OOKYMEHTOB noApasfeneHune, OTBETCTBEHHOE 3a
XpaHeHWe apXUBHbIX OOKYMEHTOB, NPOBOAUT MPOBEPKN COXPAHHOCTWU BblAAHHbLIX M3 apXMBOXpaHMnuvLia
apXMBHbIX OOKYMEHTOB. [MpoBepk/M NpoBOOATCA B NMAHOBOM MOPSiAKE MMM MO Mepe HeobxogumMocTu no
COrnacoBaHUo C PyKOBOACTBOM apxvBa.

Mpn BO3BpaLLEHUN aApPXMBHBIX OOKYMEHTOB B apXMBOXPaHWIMLLE OCYLLECTBMSETCA MONMUCTHas
npoBepka uUx PU3NYECKOrO COCTOSHUS B yCTaHoBneHHoM nopsiake (cm. n. 2.11.10). B kHure Bbigauun
apXUBHbIX [OOKYMEHTOB [eNnaeTcs OTMeTKa O BO3BPALLEHUN apXMBHbIX [OKYMEHTOB B MPUCYTCTBUU
BO3BpaTUBLUMX WX pabOTHWMKOB apxvMBa unu doHgoobpasoBaTtens. Ecnv BbisBNeHbl NoOBpeXxaeHus
BO3BpaLlaeMbIX apXMBHbIX [AOKYMEHTOB, COCTaBMSETCA aKkT B MPOWU3BONIbHON ()OpMe, KOTOPbIN
noanucbiBaeTcs pabOTHUKOM apXMBOXPaHWNMLLA W NMLOM, BO3BpaLLalLLMM apXUBHbIE AOKYMEHTbI, U
npeacTaBnAeTCs Ha pacCMOTpPEHME PYKOBOACTBA apxmBa.

ApxuB 065a3aH yBeOOMWUTbL NOMbL30BATENsS O TOM, YTO OH OTBEYAET 3a COXPAHHOCTb MOMyYEeHHbIX
apXMBHbIX OOKYMEHTOB M cobrniogeHne npasun paboTbl C HAMW B COOTBETCTBMM C 3aKOHOOATENbCTBOM
Poccuiickon ®eaepauunn.

B cnyyasax xvweHusa unm noBpexaeHns apxmBHbIX AOKYMEHTOB, B TOM YMCIEe BHECEHUSA B UX TEKCT
N3MEHEHUI (eCnn 3TO MOXET ObITb KBaNMPULMPOBAHO Kak NMOBPEXAEHNE apXMBHOIO JOKYMEHTA), apXmB
obpalyaetcss ¢ COOTBETCTBYHOLUMM 3asBIEHWEM B OpraH BHYTPEHHUX AeNl MO MECTY pacrnonOXeHus
apxuBa, B TPEXAHEBHbLIN CPOK MHAOPMMPYET creuManbHO YMNONIHOMOYEHHbIV deaepanbHbll opraH
WCMNOMHMTENBHOW BIAcTW, YNOSIHOMOYEHHbIE OpraHbl WCMONHUTENbBHOW BnacTtu cybbekToB Poccuickon
dPepepaummn, OCyLLECTBIAOLWME KOHTPOMb 3a COBMoAeHMEM 3akoHoAdaTenbcTBa 00 apxvMBHOM Jene B
Poccuiickon ®epepauunun, npuvHUMaeT Jpyrve Mepbl K Bo3MelleHuio yuiepba B COOTBETCTBUMM C
3akoHofaTtenscTBom Poccunckon ®egepauun.

TpaHCI'IOpTI/IpOBKa N nepemMelleHne apxXmBHbiX JOKYMEHTOB

2.11.11. Tpn TpaHCNOPTUPOBKE apXMBHbIX AOKYMEHTOB Ha ntobble pacctosHua cobniogaroTcs
Mepbl NO OXpaHe M 3aluTe MX OT BO3AEWCTBMA BpedHblX (DAaKTOPOB OKpyXKalllen cpedbl nyTem
NPUMEHEHWS crneumanbHbiX BWOOB YNakoBOK, obecneumBalowmnx 3alimMTy apXMBHbIX AOKYMEHTOB OT
0CafKoB, CBeTa, MEXaHNYECKMNX NMOBPEXOEHWN.

TpaHCnopTMPOBKa apXMBHbIX AOKYMEHTOB MPOM3BOAUTCS NPY UX MAOTHOW yKnagke, UCKIoYatoLLen
BO3MOXHOCTb MepeMeLLeHNs apXMBHbIX [AOKYMEHTOB BHYTPWM YNakoBKW, YAAPOB W  pPasfnuyHbIX
COTPACEHUN, NpU 3TOM (POTOGPOHOAOKYMEHTbI YNAKOBLIBAOTCA B BEPTUKaribHOM MOSIOXKEHUN B KOPOOKM
XKECTKOW KOHCTPYKLUN COOTBETCTBYIOLLErO pa3mepa, 06epHyTbie BO BMaroHeNnpoHnUaemMyto TkaHb. [pyrue
ayaomoBuM3yarnbHble U ANIEKTPOHHbIE AOKYMEHThI, rpadmnyeckne n KpynHodopmaTHble Aena 1 AOKYMEHThI
nepemMeLLalnTCs TOMbKO B YNAKoBKe, B KOTOPOW OHU XPaHSTCS, UNn B cneunanbHO npegHasHayvyeHHbIX Ans
UX nepemeLLeHns cpeacTeax.

Ons nepemelleHns apXuBHbIX JOKYMEHTOB BHYTPWU apXvBa UCMOMb3YOTCH NEPEaBWDKHBIE TEMEXKN
W gpyrve cpenctsa TPaHCMNOPTMPOBKW.

BHyTpuropoackne nepeBO3KM apXMBHbIX OOKYMEHTOB MPOM3BOAATCS B 3aKPbiTbiX aBTOMAaLLMHaX
npu obs3zaTenbHOM COMPOBOXAEeHUM paboTHUKa apxmBa.

TpaHCnopTMPOBKa apXMBHbIX AOKYMEHTOB Ha AarbHWE pPacCTOSHUSI MPOM3BOAUTCS B YNaKOBaHHOM
BMOE B KPbITOM TPaHCMNOPTHOM CpeACTBE B COOTBETCTBMM C MpaBuniamy NepeBO3KW LEHHbIX FPy30B,
YCTaHOBMEHHbIMY A58 COOTBETCTBYIOLLEro Buaa TpaHcnopTa.



BbisiBneHune YHUKalbHbIX JOKYMEHTOB
N 0cob0 LEHHbIX OOKYMEHTOB

2.11.12. BbisBNeHue YyHWMKanbHbIX OOKYMEHTOB W 0OCOOO LEHHbIX AOKYMEHTOB MpPOBOAUTCA B
NnNaHoBOM Mopsake Havbornee KBannUUUPOBAHHBIMW CMELMannucTaMy Ha OCHOBaHWM OTpPacCheBbIX
Hay4YHO-MeToaMYEeCKMUX pa3paboTok N METOANYECKUX NOCOOMIN, NOATOTOBIEHHbIX B apXyvBe.

OnpepeneHne B coctaBe ApxmsHoro cdoHaa Poccuiickon ®epepaumn yHUKanbHbIX JOKYMEHTOB
OCYLLIeCTBNAETCA B COOTBETCTBUM C PernameHToM [TOCygapCTBEHHOro peecTtpa yHUKanbHbIX JOKYMEHTOB
ApxueHoro ooHaa Poccuinckon degepaumm n BKtovaeT B cebs:

3anofiHeHMe Ha KaxAbl BbISIBMEHHbIN MOTEHUMANbHO YHUKamnbHbIA OOKYMEHT nucTa ydveta U
ONUCaHUSA YHUKaNbHOIO AOKYMEHTA;

paccMOTPEHNE 3KCMEePTHO-METOANYECKON KOMUCCUMEN (UnNn OpyrMM coBellaTerbHbIM OpraHom)
apxuBa NpeAcTaBleHHbIX MaTepuanos;

npeacTaBrneHne MNPeanoXeHUA O  BKIOYEHWMM  BbISBIIEHHbIX MOTEHUMANbHO  YHMKAIbHbIX
OOKYMEHTOB B [OCy4apCTBEHHbIN peecTp YHUKambHbIX OOKYMEHTOB ApxmBHOro ¢oHaa Poccuickon
dPepepaumm B COOTBETCTBYIOLLMIA YNOSTHOMOYEHHbIV OpraH UCMOJTHUTENbBHOM BriacTu B chepe apXMBHOIO
aena.

OnpepneneHue B coctaBe ApxmBHoro ¢oHaa Poccuickon depepaumm ocobo LiEeHHbIX JOKYMEHTOB
OCYLLIECTBNAETCA 9KCNepTHO-NpoBepoyvHor komucecuen (AMNK) denepanbHOro rocyqapCTBeHHOro apxuea,
OlK ynonHomo4eHHOro opraHa ucnonHuTensHou Bractu cybbekta Poccuiickon depepauumn B cepe
apXuBHOTO Aena, 3KcnepTHoW HOHA0BO-3aKyNOYHON KOMUCCHUEN rocy4apCTBEHHOIO UM MYHULIMMNANbHOMO
My3€es, 9KCMEepPTHOW KOMUCCMEN roCygapCTBEHHOM WnuM MyHuumnanbHou 6ubnuotekn, OIMK ApxwmBsa
Poccuiickon akagemMum Hayk U 3akpennsieTcs y4YeTHbIMW [OKYMEHTaMu apxuBa B YCTaHOBMIEHHOM
nopsgke (cm. n. 3.7.5).

OlK ynonHoMo4YeHHOro opraHa WCNoNHUTENbHOM BRactu cybbekta Poccuiickon dPepepaumm B
cdepe apxvMBHOro gena Bnpaee AenernpoBaTb MOSTHOMOYUSA MO OMNPEAEerneHnto B cocTaBe ApPXMBHOIO
doHaa Poccuiickon Pepepaumm ocobo LEHHbIX JOKYMEHTOB 3KCMNEPTHO-METOANYECKOW (METOANYECKON)
KOMKCCUM rocygapCcTBEHHOro apxmBa cybbekTa Poccuiickon ®egepaumm.

CosgaHune cTpaxoBoro gpoHaa

KoHcynbTaHTlnioc: npumedaHue.
B odmumanbHOM TekcTe AOKYMEHTa, BMAUMO, AonylieHa onedaTka: NyHKT 4.13.3 B AOKyMeHTe
OTCYTCTBYET, N0 BOMPOCY, KacatwLLemMycs XpaHeHns cTpaxoBoro ¢oHaa, cM. NyHKT 2.11.13.3.

2.11.13. CoBOKYMNHOCTb CTPaxoBbIX KOMWUIA YHWUKAmNbHbIX 1 0COBO LEHHbIX OOKYMEHTOB ApPXMBHOIO
doHaa Poccwuiickon dPepepauum (ganee - cTpaxoBo poOHA) co3gaeTcss B Lensdx CcoxXpaHeHus
AOKYMEHTHON WHopMaumMyM Ha cryyYan yTpaTbl UNN MNOBPEXAEHUS OPUTMHANOB 3TUX OOKYMEHTOB.
CrtpaxoBon ¢oHO SBMASETCA HEMPUKOCHOBEHHBbIM W XPaHWUTCS TepputopuanbHo o06ocobneHHo oT
OpPUIMHAaNOB YHMKamnbHbIX AOKYMEHTOB 1 0COD0 LieHHbIX AOKYMEHTOB B CreumnanbHbIX apXMBOXpaHUnmLax
(cm. n. 4.13.3).

OuyepegHoOCTb CTPaxoBOro KOMUPOBaHUSA onpedensieTca C y4eToM U3NYECKOrOo COCTOSIHUS
YHUKanbHbIX [OKYMEHTOB M 0COB0 LEHHbIX [OKYMEHTOB M WHTEHCUBHOCTU OOpalleHUs K HUM.
lMepBooyepeaHOMY KOMMPOBAHWUIO Cpean HUX nogrexar Haubornee WHTEHCMBHO WCMNONb3yeMble, C
NOBPEXAEHNAMN MaTEPUanbHOr0 HOCUTENS U AOKYMEHTHON nHdopMaLmu.

MoproToBKa yHMKanNbHbIX JOKYMEHTOB M 0CODO0 LIEHHBIX JOKYMEHTOB K CTPAxOBOMY KOMWPOBaHUIO
OCYLLECTBMAETCHA B COOTBETCTBUMN C NOPSAKOM BblAa4u apXUBHbIX AOKYMEHTOB M3 apXMBOXPaHUNULL, (CM.
n. 2.11.10).

CtpaxoBoe KOMMpoBaHMe NpPOBOAUTCA C cobrniogeHveM cuctematm3aumm eavHUL, XpaHeHus B
onucy gen, AOKYMEHTOB, KOTopas KonupyeTcs nepen eavHnuamy xpaHeHus. CTpaxoBOMy KOMUPOBaHUIO
noanexaT BCe BXxoAdLue B eQNHULY XPaHEHNS apXMBHbIE€ OOKYMEHTHI.

lMpn cTpaxoBoMm KOMMPOBaHUWM Aena, Kak npaBuiio, paclvBke He nognexart. Pacwwueka gen
NPOM3BOANTCH B MWCKITHOYMTENbHbIX ClyYasx MO COrfacoBaHWIO C PYKOBOACTBOM apxvBa Mnpw MOSHON
HEBO3MOXXHOCTU KOMMPOBaTb nepenneteHHoe pfeno. 1o okoHYaHun paboTbl Aeno nepenneTaeTcs
nabopaTtopuei Unm opraHnsaLmen - N3roToBUTENEM CTPax0BbIX KOMUI 3aHOBO.

CTtpaxoBoe KOMMpoBaHWE YHUKarbHbBIX JOKYMEHTOB U 0COD0 LIEHHbLIX JOKYMEHTOB OCYLLECTBNSAETCS
B COOTBETCTBMU C  TEXHOJOIMYECKMMM pernameHTaMmm n apyrumu OencTByoLWmMMHn
HOPMaTUBHO-TEXHUYECKUMWU JOKYMEHTAMMU.

CTpaxoBOM KOMMEW apxXMBHOrO [OKYMEHTA Ha OymaXHOMW OCHOBE $SBMSEeTCA HeraTvMBHas
MuKpodpopma (MUKPOMUIBbM UM MUKpodumLia) 1-ro NOKONEeHUs, U3roToBrneHHas Ha doTorpaduyeckomn
ranoreHngocepebpsaHON NieHKe COOTBETCTBYIOLIEro TUna MEeToAOM OMNTMYecKoro dotorpadupoBaHus
AOKYMEHTOB.



CTpaxoBoi KonmuMen KUHOOOKYMEHTaA SBNSAETCA MepBas COBMELLEHHast Konusi opuriHana,
W3roTOBIIEHHAsA Ha NIIEHKE COOTBETCTBYHOLLENO TUMa METOLOM KOHTAKTHOM nevyaTu.

CtpaxoBoi konuven ¢OTOOOKYMEHTA SBNSAETCSA MepBasi KOMUSA OpurMHana, M3roToBfeHHas Ha
doTonseHke COOTBETCTBYIOLLErO TUMNa METOAOM PENPOAYLIMPOBAHUS NN KOHTAKTHOW nevaTu.

CtpaxoBoi konven ¢OHOOOKYMEHTa $BMsieTCA MepBas KoMWsl OpuriHana, W3roToBrieHHas
COBPEMEHHOMN CUCTEMOW 3anuncu.

CTtpaxoBoi KoMven BUOEOOOKYMEHTa SIBMSIETCS nepBasi KONWs OpurMHana, W3roToBfEeHHas B
dopmaTe opurmHana cnocobom BMAE03BYKO3aNMcuM Ha MarHUTHOW NeHTE.

Co3spgaHune, KOMNNEKT 1 cocTaB q)OH,EI,a noJib3oBaHUA

2.11.13.1. COBOKYMHOCTb KOMWA apXuBHbIX [OOKYMEHTOB, BbIMOSIHEHHbIX Ha Pas3fn4YHbIX
mMaTepuanbHbiX HOCUTENAX W MpedHas3HavYeHHbIX ANS  WCNoNnb30BaHUs C  Uenbilo  obecneveHus
COXPaHHOCTU OPWIMHaNoOB apXxMBHbIX [OOKYMEHTOB (ganee - OHA MONb3oBaHWA), CO34aeTcsd, Kak
npaBsmno, OAHOBPEMEHHO C CO3[aHVWeM CTpaxoBoro oHAa, a Takke LenesBbiM NOpPSAKOM Ha Hambonee
ucrnonb3yemble apxvBHble [OKYMEHTbl, B mpouecce Apyrmx paboT (paccekpeumBaHue apXMBHbIX
AOKYMEHTOB, OpraHunsauns nx Ucnonb3oBaHus).

®oHA MonbL30BaHUA, W3roTOBMEHHbLIN OAHOBPEMEHHO CO CTpaxoBblM (OHAOM, cO3faeTca B
065a3aTeNbHOM KOMMNIEKTE, BKIHOYaIOLLEM:

ONS apXUBHbIX OOKYMEHTOB Ha OyMa)HOM OCHOBE - OAHY MUKPOGOpMY 2-r0 MOKOMEHUS Ha
ranoreHngocepebpsaHon nneHke (HeraTMBHas WNW  MNO3UTWBHAS), W3rOTOBMEHHYHD C HeraTMBHON
MUKPOOPMbI 1-r0 MOKONEHMs, 1 OAHY MUKPOOPMY 3-rO MOKOMNEHMUS, U3FOTOBMIEHHYIO C MUKPOGOPMbI
2-ro NOKONEHUSs;

Ans (POTOAOKYMEHTOB - OAMH NO3UTUBHbBIM (HOTOOTNEYaTOK N OAUH AYOnb-HeraTus,;

AN KUHOOOKYMEHTOB - OAHY MO3UTUBHYIO COBMELLEHHYIO KOMWIO, OOMH MPOMEXYTOYHbLIN NO3UTUB
n300pakeHnsa U OAuH KOHTpaTun doHOorpamMmbl (Ons 3BYKOBbIX KMHOOOKYMEHTOB). [103uTMBHASA konus u
NMPOMEXYTOYHbIN MO3NTMB N300paKeHUsT AOMKHbI BXOAMTb B KOMMMEKT KUHOAOKYMEHTa, NPUHMMaeMoro
Ha [MOCTOSiHHOE XpaHeHwe. [lonyckaeTcs [OMOMHUTENbHOE U3roToBeHMe oHAa Mornb3oBaHNS
KMHOAOKYMEHTORB B Buae BnageodoHorpamm B oopmaTax Betacam n VHS;

ANnst POHOAOKYMEHTOB - OHY KOMWUIO HA MarHUTHOWN NeHTE;

ONs BUOEO4OKYMEHTOB - OgHY konuto B hopmarte VHS.

BknoyeHne B (poHO MOMb30BaHMSA KOMWUWA apXMBHbBIX AOKYMEHTOB, B TOM YMCME Ha 3NEKTPOHHbIX
HOCUTENSX, CO34aHHbIX B Mpouecce apyrnx paboT, OCyLLeCTBNAETCS apXMBOM CaMOCTOSATENBHO.

B doHa nonb3oBaHUSA BKNIOYAKOTCH KOMWM MOSTHOCTLIO CKOMMPOBAHHbLIX €AnHUL XpaHeHusa. Konun
OTAENbHbIX APXUBHbIX AOKYMEHTOB MOryT ObiTb BKMOYeHbl B (POHA MNOMNb30BaHWs B COCTaBe
TemaTu4ecKkmx NoAGOPOK apXMBHBLIX AOKYMEHTOB.

MpoBepka HanUuna 1 COCTOSIHUSA, TEXHUYECKUIN KOHTPOTb
CTpaxoBoro goHaa v poHaa Nofb3oBaHUs

2.11.13.2. Bce cTpaxoBble KONUWU JOMKHbI COOTBETCTBOBATbL OPUTMHAMY Kak Nno COAEPXaHWUIo, Tak U
no psify BHELUHUX NMPU3HAKOB.

M3rotoBuTenb CTpPaxoBbIX Konum obecnevyMBaeT COOTBETCTBME BCEX BbIMYCKAEMbIX KOMWUIA
TpeboBaHNsIM OENCTBYIOLLNX HOPMATUBHO-TEXHUYECKUX AOKYMEHTOB MO CTPAXOBOMY KOMMPOBAHMIO.

Bce cTpaxoBble  KOMMM  MPOXOAAT  TEXHUMYECKUA  KOHTponb B nabopatopum  vnm
OopraHusaumm-u3roToBuTene, ceedeHnss 06 nx kavyecTse UKCUPYIOTCA B akTax TEXHUYECKOrO COCTOSIHMS
Konum ctpaxosoro ¢oHaa (no oopMam B COOTBETCTBUM C OTpacneBbiMU HOPMaTUBHLIMU JOKYMEHTaMu).

Mpn npueme CTpaxoBbIX KOMUIN MNPOBEPSIETCA MOSHOTA BbLINOSIHEHMS 3aKkasza Ha KonmpoBaHue,
KOSIMYECTBO KOMWIA, KOMMIIEKTHOCTb, MNPaBWUSIBHOCTb W MOMHOTa 3anofIHEHMS aKTOB TEXHUYEeCKOro
COCTOSIHUS, BU3YanbHO-TEXHNYECKOE COCTOSIHUE KOMUA.

B npoLecce xpaHeHUs CTpaxoBble KONUKU nognexar:

npoBepKe HanMuusa N COCTOSHNSA B LensaxX YCTaHOBEHUS (PakTUHECKOro Hanu4ms cTpaxoBbIX KOMUH,
NX COOTBETCTBUS AaHHbIM YYETHbIX AOKYMEHTOB;

TEXHUYECKOMY  KOHTPOJIIO  COCTOSIHUSE U CBOEBPEMEHHOMY MPOBEAEHUIO  HEOOXOAUMBIX
KOHCepBaLMOHHO-NPOMUNAKTUYECKNX MEPONPUATUN.

TexHNYeCKUn KOHTPOMb CTpaxoBoro hoHOa OCYLeCTBASeTCA OOAWH pa3 B Tpu roga, npu 9ToMm
KOHTporto nognexut 20% CTpaxoBbiX KOMWIA NPON3BOACTBA KaX4oro roga.

Pe3ynbTatbl TEXHUYECKOTO KOHTPOMNsS (PUKCUMPYIOTCS B [OKYMEHTAX O TEeXHUYECKOM COCTOSIHUM
CTpaxoBbIX KOMWIA, FAe AalTCs 3aKtoyYeHns 0 He0OXOAMMOCTU 1 CpoKax NpoBeaeHUs NPodUNakTUYeCKnX
N pecTaBpaLMOHHbIX paboT, N yCTaHaBNMBAKOTCA CPOKM CreAYHLLEro TEXHUYECKOTO KOHTPOIS.

lMpoBepka HanNnumsa M COCTOSAHUS (POHAA MOMb30BaHUS OCYLLECTBASETCA C Lenbio KOHTPOns 3a
COXPaHHOCTbIO KOMWUA U opraHusauum paboTbl NO CBOEBPEMEHHOMY BOCCTAHOBMEHMIO oHAA
Nnonb30BaHUS.



O6bem ¥ nepuoanyHOCTb paboTbl MO MPOBEPKE HanMuusi U COCTOSIHWUS ¢hoHaa MOoSb30BaHMS
OnpeaenslTcs ¢ y4eTom ero obuiero o6bema, cocTaBa, UHTEHCUBHOCTM Bblj@auv KOMWUA U YacTOTbl UX
BOCMPOMW3BEAEHUS, @ TaKKe YCIOBUA XpaHEHWS.

I'Iepep,aqa CTpaxoBoro (bOHﬂ,a Ha cneunanbHoOe XpaHeHne

(n. 2.11.13.3 He pacnpocTpaHaeTCca Ha rocyaapCTBEHHbIE U MyHULMNAanbHbIE My3en n BubnunoTeku,
opraHusaumm Poccuinckon akagemmmn Hayk)

2.11.13.3. LleHTpanu3oBaHHOe XpaHeHWe CcTpaxoBoro doHaa ocyllecTBnaeT denepanbHbIn
rocyaapCTBEHHbIV apxumB - LieHTp xpaHeHusa ctpaxoBoro cpoHaa (LUXCP).

XpaHeHue cTpaxoBoro cdoHAa rocygapcTBeHHOro apxmBa cybbekta Poccuinckon depepaumm u
MYHULMMNANbLHOMO apxmBa MOXET OCYLLECTBMATb CneuuanbHOe apXMBOXpaHUNuLLE, pacnonoXeHHoe Ha
TeppuTopun cybbekta Poccuickon degepaumm.

PaspelweHnne Ha nepepady ctpaxoBoro ¢doHga B LUIXCO paeT cneumanbHO YNOSIHOMOYEHHbI
defepanbHbI  OpraH  UCMOMHMTENBHOW BnacTm B cdepe apxmBHOro Aena Mo pesynbTatam
paccMOTPEHUs OOKMagHOW 3anuckn dedepanbHOro rocyJapCTBEHHOIO apxvBa WM YNOFHOMOYEHHOrO
opraHa WCNONHUTENbHOM Briactu cybobekta Poccuiickon Pepepaumm B cdepe apxMBHOro gena o
FOTOBHOCTU K OTMNPaBKE CTPAxXOBbIX KOMUNA.

PaspeweHne Ha nepegady cTpaxoBoro (poHAa B CheuuanbHoe — apXuBOXpaHunuuie,
pacnonoxeHHoe Ha Tepputopum cybbekta Poccunckon ®epepauunmn, rocygapCcTBEHHOMY apXuBy
cybbekta Poccunckon ®egepaumy M MyHMUMNANbHOMY apxmBy [[aeT YNONHOMOYEHHbI OpraH
ucnonHuTensHoW BnacTn cybbvekta Poccuiickon depepaunm B cdepe apxXmBHOrO gena Ha OCHOBaHMK
AOKNagHOMW 3anmckn apxmea O OTOBHOCTM K OTMPaBKe CTPaxoBbIX KOMUN.

Mpuem-nepeaaya cTpaxoBoro oHAa OCYLLECTBMAETCA HAa OCHOBaHWM NPUKa3a COOTBETCTBYIOLLETO
YNOJSIHOMOYEHHOTO OpraHa MCMOJSIHUTENBHON BMacTu B cdepe apxXMBHOrO Aeria akToM YCTaHOBIEHHOM
dOpMbI, K KOTOPOMY MpUnaratTCs:

onucn 0cobOo LIEHHBIX Aerl, OOKYMEHTOB WM KOMUMU ONUCen Aer, OOKYMEHTOB, C KOTOPbIX
W3roTOBIEH CTPaxoBow POHA, UM NepevyeHb HOMEPOB 0CO00 LiEHHbIX Aef, AOKYMEHTOB (HOMEPHMK);

onuncu nepegaBaemMoro CTpaxoBoro ooHAa;

aKTbl TEXHUYECKOrO COCTOSAHMSA KOMWIA CTPaxoBoro ooHaa;

conpoBoAUTENbHbIE AOKYMEHTbI Ha TPaHCMOPTHYIO Tapy.

CTtpaxoBble KOMMM B MOPSAKE PacnofiokeHUs KX B OMMCKM CTPaxoBOro hoHAa MNOMeLLaloTCs B
COOTBETCTBYIOLLYIO Tapy And TPaHCMOPTUPOBKM, WMEIOLLYIO MOPSOKOBYHD HyMepauuio B npegenax
OTNpaBnseMon napTuv, M HanpaBnsalTCA B OMNNOMOMPOBaHHbIX KOHTenHepax. B conpoBoavTenbHoM
AOKYMEHTE Ha TPaHCMOPTHYK Tapy YKasblBalOTCA €€ KOMMYECTBO WM YWUCMO CTPaxOBbIX KOMWUM B HEW,
CTaBSATCA MOANMUCU OOMKHOCTHBIX N1L, OTBETCTBEHHBIX 3a Nepeaaqvy.

AKTbI Mpvema-nepefayn C MNPUIIOXKEHUSAMU MOMELLATCA B OTAENbHYH YMaKoBKy C MOMETKOW
"ConpoBoauTenbHble JOKYMEHTbI".

Onnarta pacxogoB No OTNpaBKe CTPaxoBOro ooHAa NPOM3BOAUNTCS OTNPaBUTENEM.

CTtpaxoBaHue ookyMmeHTOoB ApxXuBHOro choHaa
Poccuickon ®egepaumu

2.11.14. CtpaxoBaHune gokymeHtoB ApxmBHoro ¢oHga Poccuiickon ®epepaumm HanpaBrneHo Ha
obecneyeHne MX COXpaHHOCTU, Bo3MeLlleHue yuepba B cnyvae Kpaxu, yTpaTtbl, NOBPEXOEHUN U UHOTro
BO3MOXHOrO yLiepba.

CTtpaxoBaHuto nognexart:

JokymeHTbl ApxuBHoro doHaa Poccuiickon depepaumun, a Takke noanexaline BO3BpaLLeHUo UX
Konuwu, BbIBO3MMbIE 3a pyDex ANns SKCNOHMPOBaHUSA Ha BbICTaBKax, pecTaBpauun Unm ¢ Apyrumun Lensimu;

YHUKarbHble JOKYMEHTbI, NpeaocTaBnseMble A5 9KCNOHUPOBaHWS Ha BbICTaBKax BHYTPU CTPaHbI.

B uckniountenbHbiX cnydasix nog obs13aTenbCTBO B AOrOBOpPE O BO3MELLEHWM OpraHM3aTopamu
BbICTaBKM yuwiepba B crnyyae yTpaTtbl UM MOPYM YHUKAIbHblE LOKYMEHTbI MOTYT 3KCMOHUpoBaTbCca 0e3
CTpaxoBaHUs Ha opraHusyembix B Poccuiickon ®egepauum BoiCTaBKax.

CTtpaxoBas oueHka JOKymMeHToB ApxuBHoOro cooHaa Poccurnckon ®epepauun NpoBOAUTCS B apXvBe
KOMWCCUOHHO.

Kateropmnsa ueHHOCTM JokymeHTOB ApxuBHOro c¢onga Poccuickon ®degepauum n pasmvep ux
CTPaxoBOWN OLLEHKM yCTaHaBMNMBAKTCA HAa OCHOBE cneunanbHbiX METOANYECKNX pa3paboTok.

PesynbTaTtbl CTpaxoBow OLUEHkM [okymeHToB ApxuBHoro doHga Poccuiickon Pegepaumm
OPOPMIIAIOTCA aKTOM CTPaxoBOW OLEHKM apXMBHbIX [OOKYMEHTOB, KOTOpbIA npeacTaBnsietcsa B
COOTBETCTBYOLLNIA YNONHOMOYEHHbI OpraH UCNONHUTENBHOW BNAcTU B chepe apxmMBHOro aena.

OdopmneHne BpeMeHHOro BbiBo3a AOKYMEHTOB ApXMBHOro hoHaa
Poccuiickon ®egepauun 3a pybex



2.11.15. [insa paccmoTpeHus Bonpoca 0 BO3MOXHOCTUM BPEMEHHOMO BbIBO3a JOKYMEHTOB APXMBHOIO
doHaa Poccuiickon denepaumm apxve npeacraBngeT B cneunanbHO YNoSTHOMOYEHHbIN doefepanbHbii
OpraH UCMoMHUTENBHOW BniacTu B chepe apxXmMBHOIo Aena:

KOnuio 40roBopa O NpoBedeHWM BbICTaBKWU, peCcTaBpaLUOHHbIX Uy Apyrux pabor;

nepevyeHb AOKymMeHTOB ApxmBHOro coHaa Poccunckon degepaumm ycTaHOBREHHOW OOPMBbI,
npegHasHayYeHHbIX K BPEMEHHOMY BbIBO3Y;

KOnuM CTPaxoBOro nonumca, rapaHTum MNPUHUMAIOLWEN CTOPOHbI M FOCY4apCTBEHHbIX OpraHoB
CTpaHbl Ha3Ha4yeHUs B OTHOLUEHMM COXPaHHOCTU W BO3BpaTa BPEMEHHO BbIBO3UMbIX KyNbTYPHbIX
LIEHHOCTEN;

NMMCbMEHHOE MNOATBEPXAEHWE YOOBMETBOPUTENbHOIO (PU3NYECKOTO COCTOSAHUS [JOKYMEHTOB
ApxusHoro ¢oHaa Poccunckon ®epepauum, no3BoOnsOLWEro X TpPaHCNOPTMPOBAaTbL U AEMOHCTPUPOBATD,
a TaKkkKe HanmMums Ux CTPaxoBbIX KOMWM;

paspelleHne YMNOMHOMOYEHHOrO oOpraHa WCMONMHUTENbHOW Briactu cybbekta Poccuiickon
depepaummn B cchepe apxmBHOro fena (TONbKO AfS rocyAapCTBEHHbIX apxmBoB cybbekToB Poccuiickon
depepaumn);

pa3speLLeHne opraHa MeCTHOro camoynpasneHus (ToNbKo Ans MyHULMNanbHOro apxmea);

apyrve HeobxoavMble JOKYMEHTblI B COOTBETCTBUM C YCTAaHOBMEHHBIM MOPSIAKOM.

B coOTBETCTBMM C YCTAHOBMEHHbIM MOPSAKOM TFOCYAAPCTBEHHOM 3KCMEPTM3bl M KOHTPONSA 3a
BbIBO30OM M BBO30M KYNbTYPHbIX LIEHHOCTEW [ANnis MNONMyyYeHWsa CBUOETENbCTBa Ha MpaBO BbIBO3a
KynbTYpHbIX LEHHOCTeW c Tepputopum Poccuiickon ®egepauumn ykasaHHble AOKYMEHTbl BMecTe C
3aKnio4YeHMeM cneymnanbHO YNoTHOMOYEHHOro oefepanbHOro opraHa UCNOMHUTENBHOW BNacTu B cdepe
apxvMBHOrO [ferna v JOpyrMmMu  HeobGXoAMMbIMW  JOKYMEHTaMu NpeacTaBnsiloTcsa B cneyunansHo
YNOJSITHOMOYEHHbIV heepanbHbIi OpraH UCMONHUTENBHOM BMacTu B cdepe rocyaapCTBEHHOIO KOHTPOIS
3a BbIBO30M 13 Poccurckon ®Penepanmm n BBO30M Ha €e TEPPUTOPUIO KYIbTYPHbIX LEHHOCTEWN.

Ons npoaneHvs B 0cobbIX Criydasx Cpoka BPEMEHHOMO BbiBO3a AOKYMEHTOB ApPXMBHOro ¢oHaa
Poccuickon denepaumn apxve NpeacTaBnseT B crneunanbHO YNONHOMOYEHHbIN doedepanbHbli opraH
MCMNONHUTENBHON BNacTu B cdepe rocygapCTBEHHOrO KOHTPONS 3a BbIBO30OM M3 Poccunckon ®epepaunn
1 BBO30OM Ha €€ TEPPUTOPUIO KYNbTYPHbIX LLEHHOCTEN:

KOMUIO JOroBopa O NPOASIEHUN CPOKa BbICTABKM, pECTaBPaLMOHHbIX Unn Apyrux pabor;

KOMuM CTPaxoBOro nonuca, rapaHTuu MpUHUMAalOWEn CTOPOHbI U TOCYAApPCTBEHHbIX OpraHoB
CTpaHbl Ha3Ha4YeHMs B OTHOLUEHMM COXPaAHHOCTU W BO3BpaTa BPEMEHHO BbIBO3UMbIX KyNbTYPHbIX
LIEHHOCTEN;

3aknioveHre cneumaneHoO YNOoNMHOMOYEHHOro defepansHOro opraHa MCMoNHUMTENbHOW BNacTu B
cchepe apxuBHOro gena;

apyrve HeobXo4MMble JOKYMEHTbI B COOTBETCTBUM C YCTAHOBIEHHbLIM NMOPSAKOM.

Ob6ecneyeHne COXPaHHOCTU apXUBHbIX OOKYMEHTOB
npu LIpe3BbI‘-IaIZHbIX cutyaumnax

2.11.16. K 4ypesBbl4alHbIM CUTYyaUUsIM OTHOCATCA OOCTOSITENBCTBA, MPU KOTOPbLIX HEBO3MOXHO
BbINOSTHEHNE apXMBOM B MOSIHOM 06 beME BO3MOXEHHbLIX Ha HEro 3ag4ad B COOTBETCTBUM C TpeboBaHUAMU
HacTosAwmx [MpaBun 1 gpyrx HOPMAaTMBHBIX NPABOBbLIX aKTOB, CO34AETCHA Yrpo3a >KM3HW U 300POBbLHO
nogen, COXpaHHOCTU apXMBHbIX JOKYMEHTOB apXuBa.

K ypesBblyanHbIM CUTYyaLMAM OTHOCATCA:

06bsABNEHME CTeNeHen roTOBHOCTW rpaXaaHCKon 060POHbI;

BBeEHME B AENCTBME NMNAHOB rpaXaaHCKon 000pPOHbI;

06bsiBNeHVe B rocygapcTee (PErMOHE, FOpoAe) pexmnma YpesBblHaMHOMO MOJIOXKEHUS;

noxap, TEXHOreHHble KaTacTpodbl U CTUXMINHbIE BeACTBUSA, NOBMUSBLUME HA XU3HEOEATENbHOCTb
apxuvBa;

NCYE3HOBEHME UMK NopYa apXMBHbLIX JOKYMEHTOB, XULLEHWEe UMK nopya umyLlecTsa B pesynbTaTe
NPOHUKHOBEHMS B apXMB NOCTOPOHHUX NI0AEN Unu Apyrux NpoTUBONpPaBHbIX AENCTBUN;

aBapum CUCTEM M3HeobecneyeHns apxmea, a Takke 34aHus apxuBa;

CHSITUE OXpaHbl apXx1Ba;

apyrue obCTOSATENbCTBA, BbIHYXAAKOLWME PYKOBOACTBO apXvBa MPUHATbL pelleHne o6 namMeHeHun
pexuma paboTbl apxvMBa U NPUOCTAHOBIIEHUN €ro AesATENbHOCTY.

C yyeToM BO3MOXHbIX Ype3BblHaMHbIX CUTyaLMiA apxuB paspabartbiBaeT v npu HeOOXOAMMOCTU
nepuoanyeckn nepecmMaTpuBaeT NiiaHbl KOHKPETHBIX MEPONPUATUA U ApYrMe HOPMaTUBHbIE JOKYMEHTbI O
paboTe B Ype3BblYaNHbIX CUTYaLUSIX.

MnaHbl M gpyrne OOKYMEHTbI MO MOOUNU3aLMOHHOW MOArOTOBKE, rpaXkaaHcko ob6opoHe apxvBa
pa3pabaTtbiBaloTCs B YCTAHOBIIEHHOM MOpPsOKe.

MnaHbl MeponpusaTUN apxuBa Ha Ccrnyyvyal upesBbldavHbIX CUTyaluW, He OTHocAlmecs K
MOOUNN3aLMOHHOM  NOATOTOBKE M FPaXOaHCKOM  ODOpoHe,  OOMKHbl  COIMacoBbIBATbCS  C



OpraHn3auMoHHbIMM U pacnopsigMTenbHbIMA  JAOKYMEHTaMy apxvBa, pa3paboTaHHbIMW MO  JNIMHWMK
MOOMIM3aLMOHHOM NOArOTOBKU U IPaXKaaHCKON 06OPOHbI.

C copepXaHuem nnaHOB MepPONpUATAA U OPYrMX HOPMAaTUBHBIX LOKYMEHTOB, OMpeaensoLmnx
paboTy apxuBa Npu YpesBblYaHbIX CUTyaLUUsX, AOIMKHbI OblTb O3HAaKOMIIEHBI PabOTHUKM apxuBa B YacTy,
UX KacaroLlencs, ¢ obs3aTenbHbIM BbIMOSTHEHMEM TPEOOBaHWA, YCTAHOBIEHHbLIX B OTHOLLIEHUM JOCTyNa K
CcBeAEeHVAM, COCTaBSAOLWUM rOCy4apCTBEHHYIO TanHy.

BbinonHeHne B apxuBe MeponpuaTuii, NpeayCcMOTPEHHbIX NnaHaMm MobunmM3auMoHHOW NOArOTOBKM
N rpaxkgaHckom 060pPOHbI, OCYLLECTBNAETCH COrMacHoO 3TUM NfiaHam B YCTaHOBMNEHHOM MOpsaKe.

[ll. OpraHusauus y4eta 4JOKYMEHTOB apXUBHOro choHaa
Poccuiickon ®epepaummn n opyrux apxmeHbIX JOKYMEHTOB B apX1Be

3.1. OnpegeneHne KonMyecTea N coctaBa AOKYMEHTOB ApxmBHoro poHaa Poccunckon ®egepaunm
W OPYrUX apXuBHbIX AOKYMEHTOB B apxmBe B YCTAHOBMEHHbIX efuHuUuax yvyeTta U OTpaxeHwe 3Toro
KONMMYecTBa U COCTaBa B YYETHbIX AOKYMEHTax obecrneynmBaeT OpraHU3aumMOHHYK YMNOPSIAOYEHHOCTb U
BO3MOXHOCTb apeCHOro nomncka apxmBHbIX OKYMEHTOB, KOHTPOSS 3a UX HaNM4YMEM N COCTOSTHUEM.

ApXUB OCYLLECTBISAET rocyaapCTBEHHbIN y4eT apXMBHbIX AOKYMeHTOB. COCTaB 1 NopsiAoK BeaeHus
OOKYMEHTOB rOoCy4apCTBEHHOMO yyeTa apXMBHbIX AOKYMEHTOB, B TOM Yucre popMbl nacrnopta apxmea u
nacnopta WCTOMHMKA KOMMMEKTOBaHMS apxvBa, W MNOPSAOK MX MpeAcTaBneHusl ycTaHaBNUBAKTCS
PernameHTOM rocygapctBeHHOro yyeta okymeHToB ApxmBHOro dpoHga Poccuickon ®eaepaunn.

YyeTy noanexar:

XPpaHSLLMECS B apXMBE apXMBHblE JOKYMEHTbI, B TOM YMCME HEOMUCAHHbIE N HEMPOUNbHbIE AN
OAHHOro apxvBa, a Takke CTPaxoBble KOMUW apXMBHbIX AOKYMEHTOB U KONMu (hOHOA NOSNb30BaHUS, OMUCH
Aen v JOKYMEHTOB;

DOKyMeHTbl ApxmBHoro coHaa Poccuiickon degepauum, a Takke OKYMEHTbI NO IMYHOMY COCTaBy,
XPaHsLLNECS B UCTOYHMKAX KOMMNEKTOBAHNA apxumBa.

Y4eT npov3BOAMTCSA NMyTEM MPUCBOEHUS apXMBHBIM AOKYMEHTaM (eQuHMLAM XpaHeHus/egnHuuam
yyeTa) y4eTHbIX HOMEPOB, SIBNSIOLLMXCA COCTAaBHOM YacCTbio apXMBHbIX LLIMGPOB.

ApxvBHbIN WP (0b603HAYEHWE, HAHOCMMOE Ha KaXOyl eOuHWLY XpaHeHWst C  Lernbio
obecneyeHnss ee y4vyeta M wuaeHTudUKauMm) COCTOUT U3 CreaylLWMX ISNEMEHTOB: COKpPaLLeHHOro
HasBaHus apxmBa (ero odwmumansHon abbpesBuaTypbl) MU HOMEPOB: apxvMBHOro oHda, onucu gen,
OOKYMEHTOB, eMHULbI XPaHEHWS, eOMHULbBI yYeTa.

B coctaB apxuBHOro wmdpa eguHuubl XpaHeHUs ayaMoBM3yanbHbIX OOKYMEHTOB BKIHOYAKTCS
Tarke 0003HayeHus (OykBeHHble M UUpPOBLIE) 3NEeMeHTa KOMMMekTa, pasmepa HeraTtvMea, BuAa
HOCUTENS 3BYKOBOW UHMOPMaLNN; eOUHULIbI XPaHEHUST 3NEKTPOHHBLIX AOKYMEHTOB - hopmaTa 3anvcu u
BMOa HoCUTENs MHdopMaLuu.

3.1.1. OokymeHTbl ApxmnBHoro poHaa Poccunckon ®egepaumn, oAHOBPEMEHHO BXOASLLME B COCTaB
MyseiHoro oHaa Poccuiickon ®efepauuu, yyuuTbiBalOTCA B COOTBETCTBMM € MOPSAOKOM,
YCTaHOBIEHHbIM HacTosWmMK MNMpaBmunaMmn 1 NOPSIAKOM, YCTaHOBMEHHbLIM cneumanbHO YNOoNTHOMOYEHHbIM
denepanbHbIM OpraHoM UcnonHUTENLHOM Bnactu ans MysenHoro coHaa Poccuinckon degepaumm.

OokymeHTbl ApxuBHoro doHaa Poccunckon depepaumu, OOHOBPEMEHHO BXoAsdlivMe B COCTaB
OnbnnoTeydHbiXx (OOHAOB, YYUTHIBAKOTCA B COOTBETCTBUM C HacToswmmu [lpaBunamu M nopsgkom,
YCTaHOBIEHHbIM CreLumarnbHO YNOIHOMOYEHHbIM pefeparibHbiM OpraHOM WCMOMHUTENBbHON BNacTu Ansi
onbnnoTeuHbix boHgoB Poccuiickon ®epepauun.

3.2. YyeT apxuBHbIX [OOKYMEHTOB B [OCyAdapCTBEHHOM apxvBe, T[OCYOapCTBEHHOM W
MyHUUMMNAnbHOM My3ee, OubnuoTteke, opraHu3dauum PoOCCUMIACKON akagemMum Hayk OCYLLECTBSIETCS
cneumanbHbIM NoapasaernieHeM Unm BosnaraeTcsl Ha cneumarnbHO BblaeneHHoro paboTHuka.

B apxuBoxpaHunuilie rocygapcTBEHHOro apxuea, opraHusaumm Poccuickon akagemun Hayk
HasHa4vaeTcs paboTHMK, OTBETCTBEHHBIN 3@ y4ET apXMBHbIX JOKYMEHTOB apXUBOXPaHUMLLA.

YyeT apxmBHbIX [OOKYMEHTOB, XpPaHALWMXCA B  WUCTOYHMKAX  KOMMMEKTOBaHWUS  apxuBa,
OCYLLIeCTBMSETCA chneunanbHbIM MnogpasgeneHneM apxvea WNU  Bo3naraeTcsa Ha cneuuwansHO
BblAeneHHOro paboTHMKa, OTBETCTBEHHOrO 3a OpraHu3auuto KOMMJIEKTOBaHUSI apxvMBa apXUBHbIMU
OOKYMEHTaMM.

Y4eT apXuBHbIX JOKYMEHTOB B MYHMLMNANbHOM apXMBE N apXUBHbIX AOKYMEHTOB, XPaHSLLNXCS B
€ro WCTOYHUKAxX KOMMIIEKTOBAHWS, OCYLLECTBISAOT 3aBeAylolmMiA MyHMUMNanbHbIM apXUBOM  W/Unu
cneumarnbHO BblOENEHHbIN PabOTHUK.

3anucuy B y4eTHble [OKYMEHTbI BHOCSTCS TOSNIbKO pabOTHNKaMW, OTBETCTBEHHbIMU 3a Y4eT.

3.2.1. B apxvBe pa3pabatbiBaloTCH NOPSAOK M CXeMa yyeTa apXUBHbIX JOKYMEHTOB.

Mopsigok ydeTa apxXMBHbIX JOKYMEHTOB OMNpPenenisieT COCTaB yYeTHbIX AOKYMEHTOB M y4eTHbIX 6a3
OaHHbIX,  BeOylWMXCA  LEeHTpanuM3oBaHHO U B KaXdOM  apXuBOXpaHuUnuLle,  3akpennseT
nocnefoBaTenbHOCTb BbIMONHEHMS paboT Mo ydeTy. Cxema yyeTa apXmMBHbIX JOKYMEHTOB B rpadyecKon
dopme ukcupyeT Nopsaaok yveta.



Mopsnok U cxema yyeTa apXMBHbIX JOKYMEHTOB B apXMBe YTBEPXKAATCSA NPUKa3oM pyKoBOAUTENS
(3aBenytowero) apxmea(om).

3.2.2. YuyeTHble OOKYMEHTbI, KPOME onuceln Aen, AOKYMEHTOB, NpeAHasHayeHbl Ans crnyxebHoro
Nnonb30BaHMsA 1 NOMb30BaTENsIM He BblgatoTcs. B oTAenbHbIX cnyyvasix no peleHnio pykoBoacTBa apxmBa
MOXeT BbITb BblgaHo Aeno doHaa.

3.2.3. XpaHeHue y4yeTHbIX [OKYMEHTOB OCYLLECTBMSIETCA B YCTAaHOBMEHHOM Mopsake (CMm. n.
2.11.4.1.3).

EovHnubl yy4yeTa apXmUBHbIX JOKYMEHTOB

3.3. OCHOBHbIMW eAvHMLAaMKW y4eTa apXMBHbIX OOKYMEHTOB HEe3aBUCUMO OT BuAa HOCUTENS,
cnocoba v TeXHUKKU 3aKkpenneHnsa nHdopmMaLmmn ABASOTCA apXUBHbIN (POHA U eAMHMLA XpPaHEeHUS.

AyanoBusyarnbHbI€ U 3NEKTPOHHbIE AOKYMEHThI YYUTBIBAIOTCS Takke Mo eauHULaM yyeTa.

ApPXVBHbIE [OOKYMEHTbl JIMYHOrO MPOUCXOXOEHWS, Mpollelwine TONbKO NepBuYHYyl0 0bpaboTky,
YYUTBIBAKOTCA MO JOKYMEHTaAM UMK NINCTaM.

HeynopsigoyeHHble apxuMBHble AOKYMEHTbl (pOCChbiNb) y4uTbiBalOTCA M3 pacdeta 150 nucToB B
OHOW YCINOBHOW €4MHULIE XPaHEHMS.

3.3.1. B uenax HacTosAwwmx MNMpaBun Ncnonb3yTcs crnegyowme NoHATUS:

euHULa XpaHeHus - pusnyeckn 060cobreHHbIe apXUBHbBIN AOKYMEHT UM apXMBHbIE JOKYMEHThI;

eQuHMLa XpaHEeHUs apXxuMBHbIX OOKYMEHTOB Ha OymaxHOW OCHOBe - Jdeno - OTAenbHbln(e)
apxuBHbIvi(e) 4OKyMeHT(bl), 3aKmnoyeHHbIV(e) B 060cobneHHyo 06noxky, nanky;

e0VMHULA XpaHEHUSI KUHOOOKYMEHTOB - u3nyeckn 0OOCOOMEHHBbIN PYMOH KUHOMIEHKN UMK
MarHWTHOW MEHTbl C 3an1Cbio M306pasnTenbHOM M/unm 3ByKoBon nHopmaumu;

eguHMLa XpaHeHus OTOLOKYMEHTOB - hmanydeckn o60cobneHHbl kagp (Heratue, OyOnb-HeraTus,
nosuTMe, cnawg (OvMano3nTMB), HECKONbKO KaApOB MaHOPAMHOM CbeMKW, (OTOOTNeYaToK, PYMOH
anadcdunbma, oToansoom;

euHMLa XpaHeHust (hOHOL4OKYMEHTOB - (on3nyeckn 060CcobeHHbIE PYNTOH KMHOMMEHKN, MarHUTHON
unun 6ymaxkHoI NeHTbI, KacceTa, BOCKOBOW BanuK, QUCK C 3anncblo 3ByKOBOW MHGOpMaLmu;

eOuHMLA XpaHeHUs! BMOEOOOKYMEHTOB - chm3myeckn o060COOMNEHHble PYNOH MarHUTHOW NEHTHI,
KacceTa, OUCK C 3annCbio N306pasnTensHON 1 3ByKOBOW MHA OpMaLuu;

eOuHMLA XpaHEeHMs 3MEKTPOHHBIX AOKYMEHTOB - hu3nyeckm 060CoBneHHbIN HOCUTENb C 3anucbto
YaCTW AMNEKTPOHHOrO JOKYMEHTA, OAHOMO UMM HECKOSbKMX SMNEKTPOHHbBIX AOKYMEHTOB;

eouHvMua yvyeTa KMHOOOKYMEHTOB - YacTb €AMHUUbI XPaHeHUs, OHa WM HECKOMNbKO eauHWL
XPpaHeHWs C 3anucbio onpeaeneHHoro unbma, XXypHana, cneusblnycka, cloxxeTa v T.n.;

eouHMua yyeta OTOOOKYMEHTOB - OHA WM HECKONbKO eAWHMWL, XpaHeHUs C  3anucblo
onpeaeneHHoro auadunbma;

eguHMua ydeta (QOHOAOKYMEHTOB - 4acTb €AMHULBI XPaHEHWsi, OfHa W HECKONbKO efuHWuL
XpaHeHus ¢ 3anucblo 3ByKOBOW MHopMaLmmn o6 onpefeneHHoM cobbiTun, MPON3BEAEHUMN NTepaTypbl U
MCKyccTBa (HECKOMbKMX MPOU3BEAEHWU NUTepaTypbl U UCKYCCTBA, OObEAMHEHHbIX MO aBTOPCKOMY,
TeMaTU4eCcKOMy Unu Apyrum npuaHakam) u T.n.;

eouHMLa ydeTa BMAEOOOKYMEHTOB - YacTb €OUHWLblI XPaHEHWsl, OOHA WM HECKOSbKO eauHML,
XpaHeHWs1 C 3anucblo OMNPEederneHHOro CrokeTa, NPou3BedeHUs nuTepaTypbl U UCKYCCTBA (HECKOMbKMX
npou3BefeHn nuTepaTypbl U UCKYCCTBa, 06beAMHEHHbIX NO aBTOPCKOMY, TEMaTUY4ECKOMY WUNU APYrum
npu3Hakam) u T.n.;

eQuHMLa yyeTa SMNeKTPOHHbIX OOKYMEHTOB - 4acTb €AMHULbI XpaHeHWs, OdHa WM HECKONbKO
€0WHVL XpaHEeHMs C 3anunCblo YacTW ANEKTPOHHOIO AOKYMEHTA, OAHOMO WIM HECKOSbKUX ANEKTPOHHbIX
AOKYMEHTOB.

Cuctema YYETHbIX JOKYMEHTOB apxuBa

3.4. B apxvuBe BegyTCca OCHOBHble (00sA3aTenbHble) M BCMOMOraTeslbHble YYETHbIE [OKYMEHTHI.
CocTaB 1 OpMbl OCHOBHbIX YYETHbIX JOKYMEHTOB (KpOMe MmacrnopTa apxvBOXpaHunuLia) onpeaeneHol
HacToswmmu MNpasunamu. CoctaB n opmbl BCMOMOraTernbHbIX YY4eTHbIX AOKYMEHTOB Onpegensorcs
apX1UBOM CaMOCTOSATENbHO.

3.4.1. B cocTaB OCHOBHbIX (06583aTenbHbIX) Y4ETHbIX AOKYMEHTOB apxvBa BXO4AT:

KHUra ydeTa MOCTynneHun AokyMeHToB (npurnoxeHune N 5) - ong ydeta kaxgoro MOCTynreHus
apXUBHbIX JOKYMEHTOB B apXmB, a Takke KONM4eCcTBa U COCTaBa apXMBHbIX AOKYMEHTOB, MOCTYNUBLUMX Ha
XpaHeHue 3a onpeaernieHHbI XPOHONOMMYECKNIA Nepmog BpEMEHN; COCTOSIHUS NX OMUCAHWS;

cnucok oHaoB (npunoxeHue N 6) - AnNa perncTpaumm NPUHATLIX HA XpaHeHWe apXUBHbIX (POHOO0B,
NPUCBOEHMUS MM HOMEPOB, YyyeTa KonuyecTBa apXuBHbIX (POHOOB, HaXOASLMXCA Ha XpaHeHun u
BblObIBLUMX;

nMcT oHda - Ang ydeTa B pamMKax apxmBHOro oHAa KonuyectBa WM cocTasBa onucer Aen,
OOKYMEHTOB M MUX HyMepauun, Konmyectsa M cocTaBa apXUBHbIX JOKYMEHTOB, COCTOSIHUS UX ONUCaHUS,



OVWHAMVKU N3MEHEHUN MO Kakgow onucu fen, OOKYMEHTOB U apXMBHOMY (hoHOy B LerioMm, dukcauuu
N3MEHEHNN B Ha3BaHUN apXMBHOIo hoHAA;

AMCT yyeTa ayguoBM3yalnbHbIX [OOKYMEHTOB - [Ans yyeTa KOonuMyecTBa ayamnoBu3yarbHbIX
AOKYMEHTOB OMpefenieHHoro Buaa npyu MX HedOHOOBOW OpraHu3auuu; ydeta M Hymepaumm onucen
ayaoMoBM3yarbHbIX JOKYMEHTOB, AUHAMUKU NX N3MEHEHWI;

onuck gen, AoKymeHToB (npunoxenusa N 7 - 8) - Ong NOeAVMHWYHOrO U CyMMAapHOro yyeta
apXMBHbIX OOKYMEHTOB, 3aKkpenrneHus nopsiaka uMx cuctemaTusauum, ydyeta M3MEHEHUN B cCOCcTaBe U
obbeme apXMBHbIX JOKYMEHTOB, BKMIOYEHHbIX B AAaHHYIO OMUCh;

peectp onucen paen, OOKYMEHTOB - AN perucrpauum onucen aen, OOKYMEHTOB, yyeTa MX
KOnmyecTBa 1 COCTaBa;

WHBEHTapHas KHUra yyeta aen, umerLmnx B 0oopMneHmm nnm B NpunoXeHnn K HUM gparoueHHble
MeTanmnbl U KaMHW, - ANs NOEOUHUYHOIO U CYMMapHOro yyeTa cocTaBa U COCTOAHUS Taknx aen;

nacnopTt apxuBoxpaHunuvia (Mpon3BosibHOW hOpPMbI) - ANs CYMMapHOro ydyeTa apXuBHbIX (OOHOOB
N apXMBHbIX JOKYMEHTOB AaHHOrO apXMBOXPaHWUMMLLA;

FIMCT yyeTa u ONUCaHNSA YHUKAINbHOIO AOKYMEHTa;

CNUCOK (POHAOB, COAEPXKALLMX OCOBO LiEHHbIE LJOKYMEHTbI;

onncb 0cobo LIEHHBIX Aer, AOKYMEHTOB MUK nepevyeHb HOMepPOoB 0C060 LIEeHHbIX Aer (HOMEPHMK);

peecTp onucen ocobo LieHHbIX Aerl, JOKYMEHTOB;

KHUra yyeTa NOCTYnfneHunn CTpaxoBoro hoHaa u oHaa Nonb3oBaHus;

OnUCb CTPaxoBoro oHaa;

geno @oHa -  KOMMNIEKC [AOKYMEHTOB MO  WUCTOPMM  UCTOYHUKA  KOMMIEKTOBAHWUS
(cboHpoooGpas3oBaTens) U apxuBHOro boHAa, BEAYLWMACH Ha KaXKAbIN apXuMBHbIN POHA, 0O0beaMHEHHbIV
apXuBHbI (POHO M apXMBHYIO KOMMEeKuuo; npu HedOHOOBOW OpraHmsauun ayaumoBu3yanbHbIX |
3MNEKTPOHHbIX AOKYMEHTOB - AEN10 OpraHmn3auum - coaTymka JOKYMEHTOB;

NWCT-3aBepuUTenNb Aena - 4N y4eTa konmyectsa nuctoB B gene (npunoxexve N 3);

BHYTPEHHSAS ONWCb [JOKYMEHTOB fena - Ans Aern, B COCTaB KOTOPbIX BXOOAT YHUKamnbHble
AOKYMEHTBI.

3.4.2. B cocTaB BCNOMOraTenbHbIX Y4ETHbIX JOKYMEHTOB apXmnBa BXOLAT:

KapTO4KM M KHWUIM OBWXEHUA OHOOB, ONucen e, LOKYMEHTOB, KHUIM y4veTa [OKYMEHTOB,
nepegaHHbIX B ApYrne apxuBbl, KHUMM y4eTa OHO0B 1 JOKYMEHTOB, BbIOENEHHbBIX K YHUHTOXEHUIO, KHUM
NOBMAOBOrO y4yeTa JOKYMEHTOB U Ap.

ApxuB BnpaBe BeCTW ApYrMe BCMOMOratesibHble YYeTHble LOKYMEHTbI, KOTOpbI€ BKIOYaOTCA B
CXeMmy yyeTa JOKYMEHTOB.

BcnomoraTenbHble y4YeTHble AOKYMEHTbI MOryT BECTUCb Ha OyMaXHOM W/MnuM 3MEeKTPOHHOM
HoCcUTEnsX.

Obuwwme Tpe6OBaHVIF| K y4eTHbIM JOKYMEeHTaM apxmBa

3.5. YueT apxuBHbIX OOKYMEHTOB nepuoga o 1917 r. Begetcs pasfernbHO OT yyeTa apXMBHbIX
OOKYMeHTOB nepuogda nocne 1917 r. c caMOCTOATENbHOW MOpsSOKOBOM Hymepauuen ¢oHOoB.
WcknoueHne cocTaBndawT crneunanns3vpoBaHHble apXvBbl, XpaHsLue apxXuBHble OOKYMEHTbl NUYHOro
NPOUCXOXAEHUS N ayaUOBU3YarnbHYH AOKYMEHTALMIO.

Homepa apxuBHbIX ¢hoHOOB nepuopga nocne 1917 r. B apxvMBe [OOSPKHbI MMETb uHAEKC "P",
oTgensieMbin OT unpoBoro o6o3HaveHns Homepa apxmsHoro gonga vepton (P-1, P-2 n t.4.).

Homepa apxuBHbIX (QOHOOB IMKBMAMPOBAHHOrO MApPTUMMAHOIO apXxvBa, BKMIOYEHHbIX B COCTaB
apxvBHbIX (QOHOOB rOCYAApCTBEHHOro apxuBa cybbekta Poccunckon Pepepaumu, OOMKHbI UMETb
uHgekc "T", otaensembli oT undpoBoro obo3HavyeHUss Homepa apxmeHoro doHga yvepton (MM-1, M-2 n
T.4.).

MepeHymepaunss apxvMBHbIX (POHAOB MNPOWU3BOAMTCS B WUCKIIOYUTEMbHBIX CriyvyasXx U TOMbKO C
paspeLleHnsa COOTBETCTBYIOLLEro YNOSIHOMOYEHHOrO OpraHa WCNOMHUTENbHOW Bractu B cdepe
apxvMBHOro gena.

3.5.1. U3meHeHUnA B y4eTHble JOKYMEHTbI BHOCATCS TOMNbKO HA OCHOBaHMU COOTBETCTBYIOLLMX aKTOB
(cm. nn. 3.7.1, 3.7.2, 3.7.3), yTBEPXXOEHHbIX B yCTAHOBNEHHOM MOPSAKE.

lMocne BHeECEHWSI M3MEHEHMN B YYeTHble AOKYMEHTbl akTbl NMomeLljatTcs B geno doHaa, npu
HeOHAOBONM OpraHM3aLMn apXMBHBIX JOKYMEHTOB - B €0 OpraHu3auum - caartymka JOKYMEHTOB.

AKTbl HymepyloTcs B dene doHAa no BuaaM axkToB B BarioBOM Mopsake; Mpu HedOoHOO0BOW
OopraHunsaunm apxmBHbIX JOKYMEHTOB - B AeNie opraHM3aumm - coaTymka JOKYMEHTOB.

3.5.2. B kHury yyeta noctynneHuin gokymeHToB (npunoxeHue N 5) nocrnegoBaTenbHO BHOCATCA
BCE NepBUYHbIE N MOBTOPHbIE MOCTYMNNEHNS apXMBHbLIX OOKYMEHTOB. Kaxaoe nocTtynneHue B npegenax
OTYETHOro roa nony4yaeT NOPSAKOBLI HOMEpP B BarioBoKn nocrefoBaTensHOCTY.

ExxerogHo Ha 1 aHBapsi NogBOAUTCA UTOr KONUYECTBA NOCTYNUBLLUX 3a rof apXUBHbIX JOKYMEHTOB.



3.5.3. B cnimcok coHpor (npunoxeHne N 6) apxuBHbIN OOHA 3anMcbiBaeTCs TONMbLKO OAMH pa3 npu
nepBoM MOCTYNMeHnn B apxmB. He gonyckaeTcs BHECEHUEe apXMBHOro oHAa B CMMCOK DOHOOB paHee
NOCTYNIIEHUSA €ro apXmMBHbIX JOKYMEHTOB Ha XpaHeHue.

Homep, NpucBOEeHHLIN apxXxnBHOMY POHOY MO CMMCKY (POHAOB, ABMSETCA €ro y4eTHbIM HOMEPOM,
COXPaHSIETCS 3a HUM BO BCEX YYETHbIX JOKYMEHTaXx.

B cneunanusmMpoBaHHOM apxvMBe LOKYMEHTOB MO FIMYHOMY COCTaBY K HOMepy apXvMBHOro ¢goHaa,
NPUCBOEHHOMY KOMMMEKCY [AOKYMEHTOB MO NWYHOMY CcoCTaBy ¢oHaoobpasoBatens, 4epe3 Apobb
pobasnseTca Homep apxmBHOro hoHAaa, 3a KOTOPbIM yY4TeHa AOKYMEHTaLuMs No OCHOBHOW AeATenbHOCTH
doHaoobpasosaTtens.

[na yyeTa apxmBHbIX (hOHAOB MCMNOMb3YKOTCA HOMEpa B BarOBOW MOCNef0oBaTeNbHOCTU, a Takke
"cBoboaHble HOMepa" - HOMepa apxvBHbIX (QOHAOB, apXMBHble [OOKYMEHTbl KOTOPbIX paHee Obinu
BblAeneHbl K YHUYTOXEHWIO B YCTAHOBMEHHOM MOpPSAKe MMM BKIKYEHbl B COCTaB OObeAMHEHHbIX
apXvBHbIX (POHAOB U KOTOPbLIE paHee He UCNOoNb30BaruCh.

Homepa yTpayeHHbIX, nepefaHHbIX B Apyrve apxvBbl apxXuBHbIX (POHAOB, a Takke HoMepa
apXuBHbIX (pOHOOB, BOLWIEALUMX B COCTaB OOBbEAMHEHHOrO apXMBHOIO (oHOA, apXMBHblE OOKYMEHTHI
KOTOPbIX paHee UCMNofb30BanuChb, He MOTyT ObITb MPUCBOEHbLI BHOBb MOCTYNUBLLMM apXMBHbIM hOHAaM.

O6beanHeHHble apxvBHble (DOHAbI U aPXMBHbIE KOJNIEKUMM YYUTBLIBAIOTCSA Ha OOLLUX OCHOBAaHMSX.
O6beavHeHHOMY apxvMBHOMY doHAYy, OOpa3oBaHHOMY W3 apxMBHbIX (POHOOB, paHee Y4YTEHHbIX
CaMOCTOATENbHO, NPUCBaNBaETCS HOMEP OAHOMO M3 apXMBHbLIX (POHAOB, BKIMIOYEHHbLIX B €r0 COCTaB.

HasBaHue apxuBHOro ¢oHga BHOCUTCS B CMMCOK (POHAOB HA OCHOBaHUW UCTOPUYECKOW CrpaBKu
UM TUTYNBHOrO NUCTa ONUCK Aen, AOKYMEHTOB.

HasBaHue apxvBHOro poHga COCTOMT M3 MOMHOrO U (B ckobkax) oduumanbHO MPUHATOrO
COKpaLLEeHHOro HasBaHusa goHgoobpasoBaTens C ykasaHMeM ero nogYMHEHHOCTU, MECTOHaxXOXAEeHUS,
KpanHuMx Oat cyuiectBoBaHus. Ecnu HasBaHue coHpgoobpasoBaTensi MEHANOChH, TO B cnucke (POHAOB
yKasblBaeTCs ero nocnegHee HasBaHve B pamkax nepuoaa, 3a KoTopbli NPUHATLI apXUBHbIE JOKYMEHTbI.

HasBaHue 06beAMHEHHOro apxmMBHOro hoHaa cocTouT M3 0600LLEHHOIrO HAa3BaHWUST BKITHOYEHHBIX B
HEro apxmBHbIX (OHAOB, W3 Ha3BaHWS PYKOBOASLIEN oOpraHu3aumMm u o0606LEeHHOro Ha3BaHusA
NOAYMHEHHbIX €W opraHmsauui, u3 MnepedHs Has3BaHUN CMEHSABLUMX Apyr Apyra opraHusauun.
KoHKpeTHble Ha3BaHMS BCEX OpraHuW3auui, apXuBHbIE OOKYMEHTbI KOTOPbIX BOLM B OOBbEAMHEHHbIN
apXuBHbIV POHA, a TaKkKe NX NeperMeHoBaHUs ykasblBaloTcs B nucTe hoHaa.

HasBaHue apxmBHOro oHAa NNYHOrO NMPOUCXOXKAEHUS COCTOUT M3 haMunmu 1 nHMUManoBs nuua,
€ro nceBAoHWMa, TUTYNa, paHra, 3BaHWs; Ha3BaHWe apxMBHOro hoHAa CemMbM UK poAaa - U3 damunui n
WHULUMANOB [MaBHbIX YMEHOB CEMbM WMAM poda U UX TUTYNOB, PaHroB, 3BaHWi. damunun, MMeHa,
OTYyecTBa, TUTYMbl, PaHrKM, 3BaHUSA, POACTBEHHble OTHOLIEHUS BCEX YMEHOB CeMbu WM poaa
yKasblBalTCA B niMcTe poHaa.

B HasBaHMM apXxvMBHOW KOMMNEKUMM yKasblBaeTCs Mpu3Hak (Npu3Haku) ee popMmpoBaHuUd, a npu
HeOoOXOAMMOCTU - 1 ee cocTaBUTENb (MPEXHUIA BnageneL, cobuparerns Konnekumn).

ExxerogHo Ha 1 aHBaps K CNUCKY hOHO0B COCTaBNAETCH UTOroBas 3anucb O KONMYECTBE apXMBHbIX
OHAOB, MOCTYNUBLLUMX M BbIOLIBLUMX B Te4yeHwe roda, M oOOLEeM KONMUYEeCTBE apXuBHbIX (pOHOOB,
Haxo4sLNXCA Ha XpaHEHUU B apxuBe.

Cnmcok coHOOB 3aknovaeTcd B TBepaylo O0OMNoXKy, JMCTbl HYMEpPYHTCS, COCTaBnseTcs
nucT-3aBepuTenb.

Mepeneyatka cnucka ¢OHOOB OCYLUECTBRSETCS TOMbKO C paspelleHns COOTBETCTBYIOLLEro
YNONIHOMOYEHHOrO OpraHa UCNONHUTENBHON BNnacTu B cdepe apxvmBHOro gena. B atom cnyyae B cnucok
doHaoB obsizaTenbHO BHOCATCH HOMEpa, Ha3BaHUA W OCHOBAHWS BblObITUS BCEX apXMBHbIX (POHOOB,
HOMepa KOTOpbIX 3aHMMaTh 3anpeLyaeTcs.

3.5.4. Jluct dpoHAa cocTaBnAeTCs Ha Kaxabll apXmBHbLIN PoHA. B HEM yunTbIBaOTCA BCE apXMBHbIE
OOKYMEHTbl apXMBHOro ooHAa, BKMOYas HEONUCAHHbIE U CEKpeTHbIE.

Jinct cboHaa MoxeT ObITb MEpPecoCTaBrieH TOMBbKO B Clyvae, eClv OH HEWCMPABMMO MOBPEXAEH
UNn nepecTtaeT OTpaxaTb pakTudyeckoe cocTosHMe U obbeM apxuBHOro ¢poHaa, nocne nepepaboTku
apxuBHoro doHaa wunM  co3gaHus  obbeUHEHHOro  apxuBHOTO  OHAA, YTOYHEHWUS UCTOpUMU
doHOoobpasoBatens. B cnydyae nepecocTtaBnenus nucta oHAa paHee LeNCTBOBaBLUMIA NUCT doHaa
nomellaetcs B geno doHaa. B BepxHem npaBom yrny obomx nuctoB coHaa genatTtcst oTMmeTku: "Juct
nepecocTaBrneH" C ykasaHMeM JaTbl NepecoCTaBeHNs, AOIMKHOCTU U NOANMCK LA, OTBETCTBEHHOIO 3a
yuer.

JInuctel oHOOB XpaHATCHA B nopsgke HOMEPOB apXMBHbIX POHAOB B nanke. K kaxgow nanke
COCTaBnsieTCA NUCT-3aBepuTenNb, r4e yKas3blBalOTCA HayarbHbIe Y KOHEYHbIE HOMEepa apXUBHbIX (POHO0B
1 obLee KONMYECTBO apXUBHbIX (POHO0B, NIUCTBI KOTOPbIX HAXOAATCS B Marke.

K nuctam dpoHO0B BeoyTCA ykaszaTenu Ans onepaTtMBHOrO NOMCKa B apXmMBe apXUBHbIX JOKYMEHTOB
TOW UMY MHOW OpraHu3aLmu.

3.5.5. JlucTbl yyeTa ayanoBumsyanbHbIX JOKYMEHTOB COCTaBNATCA Npu He(POHAOBOW opraHu3auum
apXMBHbIX AOKYMEHTOB pa3fenbHO Ha pasnuyHble BUAbl KUHOPOTOOHO- U BUAEOAOKYMEHTOB. Mopagok



HyMepaLun U XpaHeHUs NUCTOB yyeTa ayanoBu3yarbHbIX JOKYMEHTOB aHanornyeH nopsagky Hymepauum
W XpaHeHUst NNCTOB DOHOOB.

3.5.6. B onucu pen, pokymeHTtoB (npunoxenns N 7 - 8) eauHuubl XpaHeHus/eauHWUbl y4eTa
YYMTLIBAKOTCH B COOTBETCTBMU C UX CUCTEMaTU3aumen 3a NopAaKOBbIMU YH4ETHBIMU HOMEpPaMMU.

Homepa gen ¢ TekCToBOM CONPOBOAUTENBbHOW OOKYMEHTauuen K ayanoBmnsyanbHbIM JOKYMEHTaM
OOIMKHbI COOTBETCTBOBATb YYETHBIM HOMEpaMm ayauMoBU3yarnbHbIX AOKYMEHTOB.

Onucsam gen, AOKYMEHTOB NpUCBaMBAalOTCA yYeTHble HOMepa Mo NUCTy oHaa; nNpy HedOHOOBOW
opraHu3aumm apxmBHbIX AOKYMEHTOB - MO NUCTY y4eTa ayaumoBu3yanbHbIX AOKYMEHTOB OnpeaerneHHOoro
BMAaa.

He ponyckaeTcs npucBoeHuWe onucsaM Aen, AOKYMEHTOB OAMHaKOBbIX YYETHbIX HOMEpOoB, 3a
WCKITIOYEHMEM CInyYaeB, NpeayCMOTPEHHbIX M. 3.7.7.

B koHUe onucu gen, AOKYMEHTOB BO BCEX €€ dK3eMnnspax AenaeTcs UTorosas 3anvcb, B KOTOPOW
YKa3bIBaeTCA KONIMYECTBO HAXOASALIMXCHA Ha XPaHEHWU €AMHUL, XpaHeHus/eauvHuy yyeta, nepBbld U
nocnegHMn HoMepa efuHUL XpaHeHus/eaMHuY, y4eTa no onvcu, OroBapuBaloTCA MMEKOLLMECS MPOMYCKU
HOMEpPOB, NMTEepPHbIE HOMEepPa, BbIObIBLUNE €AUNHWLIbI U OCHOBAHWE X BbIObITUS.

B uToroBom 3anuvcu K onucu gen apxuBHOro ¢oHAa NUYHOrO MPOUCXOXAEHWS, BKIOYaroLlen
€0VHMLbl XpaHeHus/eouHWLbl ydYeTa Ha pasfnuMyHblX HOCUTENSX, AOMOMHWUTENBbHO YKa3biBaeTcs
KONMMYECTBO Taknx eAvHUL, XpaHeHunsi/eguHnL yyeTa.

lMocne kaxgoro NOCTynMneHns nnu BoblObITUS apXUBHLIX JOKYMEHTOB COCTaBNAETCA HOBas UTOroBas
3an1cb K onucu gen, AOKYMEHTOB, KOTopas MOANUCLIBAETCS €€ COCTaBUTENEM C yKa3aHMeM OOIMKHOCTU U1
AaTbl COCTaBnNeHus.

Ecnu onnck gen, AOKyMEHTOB COCTOUT U3 HECKOSbKMX FOA0BbLIX Pa3aenos, TOMOB, MTOrOBasi 3anmcb
COCTaBnseTCcs K KakgoMmy rogoBoMy pasgeny, ToMy; KPOMe TOro, K KaXAoMy nocreayrowemy rogoBomy
pasgeny, ToMy B HapacTalLLleM nopsake cCocTaBNAeTca CBOAHas UTOrosas 3anuchb.

Kaxxgas onucb gen, JOKYMEHTOB, TOM OMUCK Aerl, AOKYMEHTOB AOMMKHbl UMETb NUCT-3aBepuTerb
(npunoxenue N 3).

3aKkoH4YeHHas onucb Aerl, JOKYMEHTOB [AOIDKHA BKMYaTb, Kak npasuno, He 6onee 9999 eavHuy
XpaHeHus1, eauHuL, yveTa.

ApxuB OOrmKeH UMeTb 3 3K3emnnsapa onucen Aen, AOKYMEHTOB, NEPBbIN U3 KOTOPbIX ABNSETCH
CTpPaxoBbIM.

Ecnu onvcb gen, 4OKYMEHTOB nepecocTaBneHa, TO OAMH 9K3eMNIisp paHee AeMCTBOBaBLUEN ONUCH
Aen, AOKYMEHTOB BKITHOMaeTCs BO BHOBb COCTaBMNEHHY0 ONWUCh Aerl, AOKYMEHTOB 3a NOCHeHUM Y4ETHbIM
HOMEpPOM, OCTarbHbIE 3K3EeMMMAPbl BbIAENATCA K YHUUTOXEHNIO B YCTAHOBNEHHOM NopsigKe.

3.5.7. MNo peecTpy onvcen BegeTCcd NOEAMHWYHBIA N CYMMAapHbIA Y4eT onucen Aern, AOKYMEHTOB
apxuBa. B 3aBMCMMOCTM OT opraHunsauumn paboTbl MO y4eTy B apxmMBe peecTpbl ON1cen BegyTcs B paMkax
apXvMBOXpPaHUNULL, rocyaapCTBEHHbIX apXMBOB W/UMKM apxXuBa B LESfioM, YTO OTpaxaeTcd B CXxeme yyeTa
OOKYMeHTOB. Kaxgon HOBOW onucy Aerl, AOKYMEHTOB MpucBanBaeTcs ouepeHon NopsiAkoBbIA HOMepP Mno
peecTpy, KOTOpbI NpocTaBnsieTca Ha obnoXxke onucu gen, JOKYMEHTOB B BEPXHEM FIEBOM Yriy.

ExxerogHo Ha 1 aHBaps B peecTpe onucen COCTaBnseTCs UTOroBas 3anucb O KONUYecTBe onncem
Aen, LOKYMEHTOB, MNOCTYMNMBLLMX 1 BbIObIBLLMX B TEYEHUE rOfa B apXuUB, U UX 0OLLEM KONMYECTBE.

3.5.8. MMacnopT apxmBOXpaHunuLla COCTaBNAETCA €XErofHO KaxablM apXvMBOXpaHUNULLEM W
oTpaxaeT 00beM pasMeLLEHHbIX B HEM apXMBHbIX POHO0B, AeN N apXMBHbIX AOKYMEHTOB.

lMokasaTenn nacnopTa apxMBOXpaHWNWLa ONpeaenstoTCAd apXUMBOM CaMOCTOSITENIBHO C y4eToM
COCTaBa M COCTOSIHUSA XPaHALLMXCA B KOHKPETHOM apXMBOXPaHWUMMLLE apXMBHbIX JOKYMEHTOB.

3.5.9. [leny cboHaa npucBavBaeTca HOMEpP apxXuBHOro hoHaa, Ha KOTOpbIN OHO 3aBefeHo. B geno
doHAa BKMOYAKTCA: MCTOpUYeckas crnpaBka Mo uctopum oHZoo6pasoBaTens U UCTOPUN apXMBHOTO
doHaa; aKTbl, PUKCHUPYHOLLNE M3MEHEHUS B COCTaBe U 0ObeMe apxMBHOro poHAa, B TOM 4uUCrie akTbl O
paccekpeyMBaHUN [OOKYMEHTOB; KOMWUS XapakKTepUCTUMKM apXMBHOro oHAa, COCTaBfeHHOW Ans
nyTeBoanTENs (CNPaBOYHMKA); UHCTPYKUUM NO paboTe C apXMBHLIMU AOKYMEHTaMu apxmBHOro coHaa, B
TOM 4ucrie No YCOBEPLUEHCTBOBaHMIO U NepepaboTke onucen gen, JOKYMEHTOB, CXeMbl cucTemaTmM3aunm
apXMBHbIX JOKYMEHTOB apXMBHOro poHAaa.

Ecnu apxvBHble OOKYMEHTbI, noanexaiime BKNIOYEHMIO B Aeno ¢poHaa, HaxodsaTcs B cocTaBe
€0VHWL XpaHeHus, TO B Aeno oHAa BKIIOYAETCS CnpaBKa C NepeyvymcrneHnemM 3Tmx eguHnL XpaHeHus u
WX apXMBHbIX LLINAPOB.

Oena doHpos opraHos KIMCC, BJIKCM, B KOTOpble BKIHOYEHbI apXMBHbIE AOKYMEHTbI MO UCTOPUK
POHOO0B NEPBUYHBIX MapTUNHBIX U KOMCOMOJTbCKMX OpraHu3auun, pacopMmMpoBaHuio He noanexar. B
gena ¢oHOOB MNEPBUYHBIX MAPTUWHBIX W KOMCOMOJSBCKMX OpraHu3auvi MNOMELLalTCs CrhpaBku CO
CBEOEHMSIMU O HaXOXOEHWUM apXMBHbBIX AOKYMEHTOB MO MCTOPMM JaHHOro hoHaa B gene apyroro oHaa.

Hena doHaoB, Boweawmx B cocTaB 06beAMHEHHOTO apXMBHOro ooHAa, BKOYAKTCA B €ro Aeno
doHaa.

JokyMmeHTbl gena ¢doHAa AOMKHbl OblTb MPOHYMEPOBAHbI C COCTaBMEHUEM IWUCTa-3aBEPUTENS,
noAwnThl (MPOLLIHYPOBAaHbI), 3aKmoyeHbl B TBepayo obnoxky. K geny donaa coctaBnsAeTcs BHYTPEHHSAS
onuck. [lena poHAOB XpaHATCA B nopsake HOMepoB hOHIOB.



CocTaB [OKYMEHTOB fefla opraHu3aumMm - WCTOYHWKA KOMMIEKTOBAHMS [OKYMEHTOB Mpu
HedpOHAOBOV OpraHN3aL M apXMBHbLIX JOKYMEHTOB aHarnormiyeH coctaBy AOKYMEHTOB Aena doHaa.

O6wme TpeboBaHUS K y4eTHbIM 6a3am JaHHbIX

3.6. YyeTHble 6a3bl gaHHbIX (B[l) B apxmBe obecneyvmBaloT: MHHOOPMALMOHHYIO NOOAEPXKKY Yy4eTa;
BeJEeHVEe LIeHTPanuM3oBaHHOIO rocy4apCTBEHHOrO yyeTa JOKYMEHTOB B aBTOMaTM3UPOBAHHOM PEXUME;
onepaTtMBHoe MpeAcTaBfneHWe CBEeOEHUN O HanuuMM B apxuBe [OOKYMEHTOB TOr0 WnuM MHOro
doHaoobpasoartens.

MepeyeHb pekBU3NTOB y4veTHbIX B[l dopmupyeTcss B COOTBETCTBMU C MokKasaTensiMy OCHOBHbIX
(obs3aTenbHbIX) Y4EeTHbIX [OOKYMEHTOB apxuBa W OnpedensieTcss cneuuanbHO  YNONTHOMOYEHHbIM
denepansbHbIM OpraHoOM UCMOSNHUTENBHOM BRacTu B chepe apxXmBHOro aena.

YyeTHble B[ apxuBa [OMKHbl ObiTb COBMECTUMbI C y4eTHbiMM B[l cooTBeTCTByHOLLENO
YNOSTHOMOYEHHOrO OpraHa UCNOJIHUTENBHOWM BNacTu B chepe apXMBHOro Aena.

Yyer NOCTynJeHnda n BbIObITUS adPXUBHbIX JOKYMEHTOB

3.7.1. YyeT nocTynneHmsa apxvmBHbIX OKYMEHTOB B apXMB OCYLLIECTBIAETCA Ha OCHOBaHWUW:

akTa npuema-nepegayn JOKYMEeHTOB Ha XxpaHeHue (npunoxenune N 9);

aKkTa npvema Ha XpaHeHue JOKYMEHTOB NMYHOoro npovcxoxgeHus (npunoxerve N 10).

ApXvBHblE OOKYMEHTbI CTABATCA Ha ydeT Takke Mo pesynbTatam NpoBefeHus OTAENbHbIX BUAOB
apxuBHbIX paboT (cm. n. 3.7.3).

Bce npuHATbIE B apXxvB apXMBHble JOKYMEHTbI BHOCATCS B KHUTY y4eTa NOCTYNIeHUn JOKYMEHTOB.
Kaxxabiin BnepBble NOCTYMMBLUWIA B apXMB apXUBHbIN OH, 06beANHEHHbIN apXUBHLIN QOHA, apXUBHas
KOnnekuust 3anucblBaetcs B cnucok doHaoB (npunoxkeHne N 6), Ha Hero 3anonHsATCA nMCT oHAa,
KapToukM ykasaTens K nucTy doHaa, 3aBoamTcsa aeno doHaa. Ha ayamoBusdyarnbHble JOKYMEHTLI NMPU UX
HedOHO0BOW OpraHn3aLnn 3anonHATCA NIUCTLI y4eTa KMHOPOTO(POHOAOKYMEHTOB U BUAEOAOKYMEHTOB.
Kaxgas BnepBble NOCTYNMBLLAA OMUCH Aen, JOKYMEHTOB YYMTLIBAETCH B PeeCcTpe Onncen.

CooTBeTCTBYOLIME YYETHbIE CBEAEHMSA B YCTAHOBNEHHOM NOpsAKe BHOCATCH Takke B yyeTHble BJ.

3.7.2. YyeT BbIObITUS apXMBHbIX JOKYMEHTOB 13 apX1MBa OCYLLECTBISETCH Ha OCHOBaHUU:

aKTa o0 BblAEMNEHUN K YHUHTOXEHMIO JOKYMEHTOB, He nognexawmx xpaHeHuto (npunoxerve N 11);

aKkTa 0 HeMcnpaBUMbIX NOBPEXOEHNAX JOKYMEHTOB;

aKkTa npvema-nepegayv AOKYMEHTOB Ha xpaHeHue (npunoxeHne N 9);

aKkTa o HeobHapyXeHUN JOKYMEHTOB, MyTK PO3biCKa KOTOPbIX ncyepnaHbl (npunoxeHve N 2);

akTa Bo3BpaTa JOKYMEHTOB COOCTBEHHWUKY;

akTa 06 N3bATUM NOASNMHHbBIX €ONHUL, XPaHEeHNs!, JOKYMEHTOB.

ApXvBHblE JOKYMEHTbI CHUMAIOTCA C y4YeTa Takke B pesyrnbTaTe npoBefeHWs OTAerbHbIX BMOOB
apxuBHbIX paboT (cm. n. 3.7.3).

Heobxoanmble M3MeHeHUs1 BHOCATCS B OCHOBHble (0Bs3aTenbHble) U BCnoMoratenbHble y4eTHble
AOKYMeHTbI apxusa. [pn 3ToM B criyyae:

BbIObITMSA BCEX apXMBHbIX LOKYMEHTOB ONUCK Aen, AOKYMEHTOB HOMep 3TON ONWUCK APYTMM ONUCAM
gen, OOKYMEHTOB He MpucBamBaeTCsd W oOcTaeTcd CBOOOAHbIM; B peecTpe onucen penaetcs
COOTBETCTBYIOLAA OTMETKA;

BbIObITMA apxuBHOro coHaa B cnucke doHaos (npunoxeHne N 6) B rpacde "OTmeTka 0 BblObITMN"
ykasblBaeTcs, KyAa BblObIN apXmBHbIN OHA, U aKT, HA OCHOBAHUN KOTOPOrO OH BbIObIf.

Mpn nepenadve apxmBHoro dhoHAa M3 OOHOrO apxmea B OPYron nepefatotcsd 3 3K3emnnsipa onucu
aen, OOKYMeHToB U Aeno doHaa. Konua onucu aen, OJOKYMEHTOB OCTaeTcs B apxXuBe-cAaTyvke u B
KayecTBe TMPUIOXEHUA K akTy npuema-nepefavm LOOKYMEHTOB Ha XxpaHeHue (mpunoxeHve N 9)
BKITIOMaeTCs B apXMBHbIN POHA apxXuBa-caaTyunka.

Mpun BbIAENEHUN K YHUHTOXEHWNIO BCEX apXMBHLIX JOKYMEHTOB apXmMBHOro ooHAa OOvH 9K3emnnap
ero onucen gen, AOKYMEHTOB 1 nNuUCT hoHAa nomellaroTcs B geno doHaa. [leno doHaa BknovaeTcs B
apxuBHbIA hoHA apXxmBa.

3.7.3. KonuyecTBo apXxmBHbIX JOKYMEHTOB apxuBa U3MeHSIeTCH B pe3ynbTaTe:

BbIBEPKM YYETHbIX [AOKYMEHTOB, MO WTOraM KOTOPOW BbISiBNIEHbl OLIMOKKW, AOMNYLIEHHbIE Mpu
noAcyeTe KONMYecTBa XPaHSLLMXCH apXMBHbIX JOKYMEHTOB;

MPOBEPKN HaNMWYMs W COCTOSHWUS apXUBHbIX [AOKYMEHTOB, B XOA4e KOTOpPOW OBHapyXeHbl
HeyuYTeHHble, 3a NMNTEPHBIMU UM MPONYLLEHHBbIMWU HOMEpPaMmn eaNHULbI XpaHeHUsi/eQMHNLbI Y4eTa;

pecTaBpaLmu apxXyBHbIX JOKYMEHTOB, NOCIe KOTOPOM OOHO Aero pa3fernieHo Ha HECKOMNbKO Aer;

OMnMcaHnsa apXMBHbIX AOKYMEHTOB, nepepaboTku onucew Aen, AOKYMEHTOB, B NpoLecce KOTOpbIX
BO3MOXHO pasfeneHue unm obbeanHeHne eanHNUL XpaHeHus/eamHuL, ydeTa.

OcHoBaHWeM Onsi BHECEHUS U3MEHEHWA B y4YeTHble AOKYMEHTbl U yy4eTHble B[l no pesynbrtatam
yKasaHHbIX paboT SBNstoTCS:

aKT O TEXHUYECKMX ONOKaxX B YHETHbIX AOKYMEHTAX;



aKkT 06 OOHApYXEHUM [OKYMEHTOB, HE OTHOCALUUXCS K AaHHOMY apxvBy, dOHAY, HEYYTEHHbIX U
T.0.;

aKT 0 pasfesieHnm, oo beaMHeHUN 4en, BKIOYEHUN B AeN0 HOBbIX JOKYMEHTOB;

aKT onMcaHusi JOKYMeHTOB, nepepaboTku onucen.

Yyet YHUKalbHbIX JOKYMEHTOB U 0Cc000 LIEHHbIX OOKYMEHTOB

3.7.4. YHvKanbHble OOKYMEHTbl MOAMexaT cneumanbHOMY roCydapCTBEHHOMY y4eTy B
locynapcTBEHHOM peecTpe YHuKanbHbIX [OKyMeHToB ApxumBHoro coHaa Poccuiickon ®epepauuu,
NnopsiioK BeAEHUS1 KOTOPOro onpefensieTcs crneumansHO YNONHOMOYEHHbIM deaeparnbHbIM OpraHom
WCMNONMHUTENBHOM BractTM B cdepe apxMBHOrO Aena, W roCy4apCTBEHHbIX peecTpax YHUKanbHbIX
OOKYMEHTOB apXxmMBHbIX (POHAOB cybbekToB Poccuiickon deaepavmm.

Ha yHuKanbHble JOKYMEHTbI COCTaBMAKTCH MUCTbI y4eTa U ONUCaHUS YHUKarbHbIX JOKYMEHTOB.

3.7.5. YyeT 0cob0 LEeHHbIX JOKYMEHTOB BeAETCS MNO:

cnucky oHA0B, cogepXawmux ocobo LieHHbIE JOKYMEHTHI;

onncaM 0cobo LEHHbIX Aenl, OOKYMEHTOB WM MepeyvyHs M HOMepPOB 0co00 UEeHHbIX gen
(HoMepHMKam).

B onucsax ocobo LeHHbIX Aern, JOKYMEHTOB 3a HUMM COXPaHSIHOTCS UX NPEXHWE y4eTHble HoMepa.

Onucb 0cob0 UeHHbIX Aer, AOKYMEHTOB COCTaBnseTcss Ha 0cob0 LieHHbIe AOKYMEHTbI OOQHON MIu
HECKONbKUX ONucen fen, AOKYMEHTOB apXMBHOro ooHAa B 3aBUCMMOCTM OT KONMYECTBA OCOBO LIEHHbIX
€OVHUL, XpaHeHusi/eguHWL, ydeTa B [aHHOW onuMcM B HeobxoaMmMom Ons  apxvBa  KONMYecTBe
3K3EMIMMSIPOB.

Ecnn 60MnbLUMHCTBO apXMBHbIX JOKYMEHTOB MO ONUCKU Aer, LOKYMEHTOB SIBMAKOTCS 0CO60 LEeHHbIMU,
oTAenbHast onucb 0cob0 LEeHHbIX Aen, JOKYMEHTOB He COCTaBMSIETCS, @ KONUPYETCS MMEIOLLAsiCsi OMUCH.
B Takom cny4yae K Hel cocTaBnsAeTcsi HOMEPHUK.

CeepeHunsa 0 konMpoBaHUM 0cobo LiEHHbIX AeN, JOKYMEHTOB B LieNsAX co3gaHus cTpaxoBoro doHaa
BHOCATCA B COOTBETCTBYIOLUME OMUCKM OCODO LIEHHBIX A€er, OOKYMEHTOB MMM HOMEPHWUKM MO Mepe
NpOBEAEHUSA UX CTPAXOBOro KOMMPOBaHUA.

B utoroBon 3anucu ykasbiBaeTcA obLiee KONMYecTBO 0COBO0 LIEHHbIX €OWMHUL, XpaHEeHUs/eanHNLL
yyeTa, BKIHOYEHHbIX B OMUCb WU HOMepHMK. [10 3aBeplleHUM KONMPOBaAHUSA BCEX €AWHWUL
XpaHeHus/egnHWL, y4eTa No OaHHOW OfMUMCM WM HOMEPHUKY YykasbiBaeTcs: "Bce eauHuubl
XpaHeHus/euHULBI y4eTa CKONMPOBaHbI, AaTta, AOMKHOCTb, NoANUCL".

Onucn ocobo UeHHbIX gen, AOKYMEHTOB M HOMEPHWUKM YYMTbIBAKOTCS B peecTtpe onucen ocobo
LeHHbIX en, JOKYMEHTOB.

lMpn OTHeceHWM apxMBHbIX AOKYMEHTOB K OCOBO UeHHbIM B onucax B rpade "lMpumevanns"
HaMpoTMB 3arofloBKOB COOTBETCTBYHLUUX €OUHWL XpPaHEHUs/eOUHWL y4eTa NPOCTaBNATCA OTMETKM
"ou".

B pgpyrux yyeTHbix AokymeHTax oTmeTka "OL" npocTaBndetcd K HOMepy apxuBHoro doHaa,
HOMepy onucK gen, JOKYMEHTOB; AaHHasi OTMEeTKa ABNAETCS CNy>XeOHOM N He BXOAWT B apXMBHbIN LUMAP
e[VHWL XpaHeHusa/eanHuL, yyeTa.

Y4eT CeKkpeTHbIX 1 pacceKpeyeHHbIX apXMBHbIX [OKYMEHTOB.
OdopmneHne paccekpeyeHHbIX gen

3.7.6. YyeT cCeKpeTHbIX apXxMBHbIX [OOKYMEHTOB BedeTCH B COOTBETCTBUM C HOPMAaTMBHbLIMM
NpaBoBbIMW AOKYMEHTaMu. B yuyeTHbIX OOKYMEHTax M apXuBHbIX LWMpax eguHul XpaHeHus/eauHuy
ydeTa CeKpeTHble apXxuBHble (POHAbI, OMUCK Aerl, AOKYMEHTOB, eAWHMWUbl XpaHeHWus/eguHuubl y4yeTa
0603Ha4aloT nHaekcom "c" (cekpeTHo), "cc" (coBepLUEHHO CeKpeTHO), "oB" (0COD0I BaXXHOCTH).

3.7.7. WN3MeHeHus B Yy4yeTHble [OKYMEHTbl MO pesynbTataM pacceKkpeymBaHUs apXMBHbIX
AOKYMEHTOB BHOCATCS HA OCHOBAHMWN akTa O pacceKkpeynBaHum JOKYMeHTOB (npunoxeHue N 12).

ApxvBHble poHAbI, ONUCKU Aen, AOKYMEHTOB U eAVHULbI XpaHeHUs/eanHnLUbl ydeTa, BKyawme
Hapady C CEKPETHLIMU HECEKPETHbIE (pacCcekpeyeHHbIe) JOKYMEHTbI, B YY4ETHbIX JOKYMEHTaX N apXUBHbIX
wndpax eamHuL, XpaHeHus/eguHuL yyeta o603Ha4aroTCs MHOEKCOM "c4" (CEKPETHO YaCTUYHO).

Mpn paccekpeunBaHUM BCEX €OVMHUL, XpaHeHWs/eouHWL, ydeTa MO CEeKpPeTHOM onucu Aen,
AOKYMEHTOB [aHHasi OnMuCb Takke pacceKkpeumBaeTcsl, MepedaeTcss Ha OTKPbITOe XpaHeHune W
yuuTbiBaeTca B nucte oHaa 3a Tem e Homepom, HO 6e3 mHaekca "c", KOTOpbI 3a4yepKMBaeTcs Ha
06BNIOXKKE U Ha TUTYNbHOM NMCTE AaHHOW onucu. B npaBom BepxHeEM yrny OBMOXKM U TUTYNBHOIO NMcTa
onucu gen, AOKYMEHTOB npocTaBnsaeTcs wramn "PaccekpedeHo”.

Mpun paccekpedrBaHUM YacTu Aen 1 apxXmMBHbLIX JOKYMEHTOB NO CEKPETHOM ONUCK Aer, AOKYMEHTOB
Ha paccekpeyeHHble Aena n apxvMBHble JOKYMEHTbI COCTaBMSAETCH OTAeNbHasa Onucb Aen, JOKYMEHTOB,
HOMepa efuHWL, XpaHeHWsi/eOuHWL ydyeTa B KOTOPOW OCTaloTCs NpexHumu. [ns Banoson Hymepauuu
Takvx eguvHUL, XpaHeHus/eanHUL, ydeTa ucnonb3yeTcs rpadpa 2 onucu Aen, AOKymMeHToB. HoBas onuck
Aen, NOKYMEHTOB BMECTe C pacceKpeYeHHbIMU AenaMmyv U apXMBHbIMW OOKYMEHTamu nepefaetcsa Ha



OTKpbITOE XpaHeHue, ydnTbiBaeTcs B nucte hOHOOB 3@ TEM e HOMEPOM, YTO U CeKpeTHas, Ho Oe3
mHaekca "c".

Mpun paccekpeunBaHny GonblIen YacTn Oen U apXMBHbIX JOKYMEHTOB MO CEKPETHOW onucu gen,
AOKYMEHTOB C JAHHOM ONMUCU CHUMAETCS KOMWs!, MPU KOMMPOBaHWM 3arofloBK1 eQuHWL, XpaHeHUsi/eauHnL,
y4yeTa, OCTaBIIEHHbIX HA CEKPETHOM XpaHEHWW, 3akpbiBaloTcs. Konusi onmcn Ha paccekpeyeHHble gena u
apXuBHble OOKYMEHTbl MepefaeTcsi Ha OTKPbITOe XpaHeHune. B ak3emnnspe onvcu gen, OOKYMEHTOB,
OCTaBLLENCH Ha CEKPEeTHOM XpaHeHUW, COXpaHseTcs ux Hymepauuda. B nucte doHpa Takaa onucb
YyYUTbIBAETCA ABaXAbl: 9K3eMMNNap ONUCK, OCTaBLUMIACHA Ha CEKPETHOM XpPaHEHWW, - C COOTBETCTBYIOLLEN
WHOEeKcaunen CEKPeTHOCTU, CKOMUPOBAHHbLIN 3K3EMMASp, NepefaHHbll Ha OTKPbITOe XpaHeHue, - 6es
mHaekca "c".

Mpn paccekpeumBaHuy OTAENbHbLIX €AUHUL XpaHeHus/eanHWL, ydeTa Mo CEeKpeTHOW onucu aen,
OOKYMEHTOB OHW BKMNIOYAKOTCH B OMUCb [erl, JOKYMEHTOB OTKPbITOrO XpaHeHWs COOTBETCTBYHOLLErO
apxuBHOro ooHAaa 3a NUTEPHBIMM HOMEPaMM UK B BanoBOW NocnegoBaTenibHOCTY.

B onucax gen, OOKYMEHTOB, OCTalOLMXCA Ha CeKpeTHOM XpaHeHun, B rpade "lMpumedaHns”
NPOTUB 3aroflIOBKOB paCCEKPEYEHHbIX eAVHUL, XpaHeHus/eduHuL, YydeTa npoCcTaBnaeTcs LTamn
"PaccekpeyeHo". B cny4dae, korga paccekpedeHHble eanHULbl XpaHeHUs/eQuHULBI yYeTa BKIOYEHbl B
onuce Aen, [OOKYMEHTOB OTKPbITOrO XpaHeHus (3a §nWTepHbIMM HOMEepamMn unu B BanoBON
nocrefoBaTesflbHOCTM), B CEKpeTHOM onucK B rpade "lMprumeyanHnsa” ykasbiBaeTCs X HOBbIA HOMEP.

Mocne paccekpeumBaHua K ONUCAM [erfl, AOKYMEHTOB OTKPbITOrO W CEKPETHOro XpaHeHus
COCTaBMAKTCA HOBble MWTOroBble 3anmcn 06 obbemax (akTU4YeCKM YUYTEHHbIX B HUX eauHuL
XpaHeHus/eguHuy ydeTa.

Mpn paccekpeunBaHUM OOHOrO UMM HECKONBbKUX aPXMBHbBIX OOKYMEHTOB B COCTaBE€ CEKPETHOrO
Jena OHO OCTaeTCsl Ha CeKpeTHOM xpaHeHun. K apxuBHOMY LuMdpy Ha obnoxke gena kK uHaekcy "c"
pobaensieTca GykBa "4". Homepa NUCTOB pacCeKpeYeHHbIX apXMBHbBIX OOKYMEHTOB MEPEeYUCrisaioTcs B
rpace "lMpumevaHns" HaNPOTUB 3aronoBka YaCTUYHO PACCEKPEYEHHOro Aena, a Takke BO BHYTPEHHEN
onucn gena. MNpu OTCyTCTBMM B Jene BHYTPEHHEN OMNWCU CBEAEHUS O PaCCEKPEYEHHbIX apXMBHbIX
AOKYMEHTax OTpaxatTcs B IMCTe-3aBepUTENe C ykadaHMemM HOMEPOB COOTBETCTBYHOLLUX JIUCTOB.

B npaBom BepxHeM yrny o6roXKM paccekpevyeHHOro aena npocraensieTcs wramn "PaccekpeyeHo”.
MHgekc "c", "cc" unu "oB" B HOMEpe aena 3adepknBaeTcs.

Y4eT apXmBHbIX JOKYMEHTOB NIMYHOMO MPOMCXOXOEHUS

3.7.8. Y4yeT nNOCTYNNEHUN apxvMBHbIX OOKYMEHTOB JIMYHOIO MPOUCXOXOEHWS, nepegaBaeMbIxX
cobcTBeHHUKOM B befepanbHyo COBCTBEHHOCTb, B COBCTBEHHOCTb cybbekTa Poccuickon depepauun
UM MyHMUMNanbHyt0 CO6CTBEHHOCTb, BEAETCA Ha OCHOBaHWM akTa Npuema Ha XpaHeHue AOKYMEHTOB
nnyHoro npowucxoxaeHus (npunoxenne N 10). K akTy npunaraloTcd coaTodHasi ONUCb apXMBHbIX
OOKYMEHTOB W peLUeHUe 3SKCMNEepTHO-MPOBEPOYHOM KOMWCCUM apxvmBa WM 3KCMEPTHO-NPOBEPOYHON
KOMUCCUM YMNOMHOMOYEHHOIO OpraHa MCMoNHUTENbHOM Bnactu cybobekta Poccuiickon ®epepaummn B
chepe apxusHoro gena (ganee - 3MK) o npueme 3TUX JOKYMEHTOB B apXUB.

Y4YeT apXuBHbIX JOKYMEHTOB FIMYHOTO MPOVCXOXAEHUS, HAXOOALWMXCHA B YACTHON COBCTBEHHOCTMH,
nepefaHHbIX MO AOroBOPY Ha XpaHeHWEe B apxvB, OCYLUECTBMSETCS B yCTAHOBIEHHOM nopsigke (Cm. .
3.7.11).

MI3MeHeHMs KonumyecTBa N COCTaBa apXMBHbIX OKYMEHTOB NIMYHOIO MPOUCXOXAEHUS B pesyrnbTarte
MUX OMUCaHMS LOKYMEHTUPYKTCS aKTOM OMUCaHus [AOKYMEHTOB, Ha OCHOBAHWW KOTOPOro BHOCHATCS
N3MEHEHNs B y4YE€THbIE LOKYMEHTbl. Ha JOKyMEHTbI, HE Noanexalime XpaHeH o B apXmBe, COCTaBMsIeTCS
aKT BO3BpaTa JOKYMEHTOB COOCTBEHHMKY B ABYX 3K3EMMNApax, OOUH U3 KOTOPbLIX BMECTE C OKYMEHTaMu
nepenaeTcsi COGCTBEHHWUKY.

He ponyckaeTcs XpaHeHWe B apXuBE HEYYTEHHbIX apXMBHbIX [OKYMEHTOB  JIMYHOMO
NPOUCXOXOEHUS.

Yyet OOKYMEHTOB Mo JINYHOMY COCTaBy

3.7.9. Y4yeT OOKYMEHTOB MO JIMYHOMY COCTaBYy, 3@ MCKIOYEHWEM MPUHATBIX NO [OroBopy Ha
XpaHeHne B apxuB [OOKYMEHTOB MO NMYHOMY cocTaBy (cMm. n. 3.7.11), ocywecTBndercsa Ha o6LmX
OCHOBaHMWSIX.

Y4yeT KonuyecTBa XpaHALWMXCA B apXuBe JOKYMEHTOB MO NIMYHOMY COCTaBy MPOBOAUTCSH HA OCHOBE
UX nogcyeta no nucram poHAOB M ONUCAM Aen Mo FIMYHOMY COCTaBy C uKcaumen pesynbTaToB No
KaxxgoMy oHAY U CyMMapHO MO apxXuBY B KHUre ydeTa JOKYMEHTOB MO JIMYHOMY COCTaBy (NMPOM3BOSIbHON
dopmbl).

Mo pesynbTatam MpPoOBEAEHUS OKCNEPTU3bl LIEHHOCTW [OKYMEHTOB MO JMYHOMY COCTaBy Mo
UCTEeYeHUM 75-NeTHero cpoka WUX XpaHEeHUs B YYeTHble [OKYMEHTbl BHOCATCH COOTBETCTBYOLLUE
U3MEHEHWUS.



YueT gen, Mmetownx B opopMreHnmn aparoueHHbIe MeTanbl U KamMHY

(n. 3.7.10 He pacnpocTpaHaeTCs Ha rocyaapCTBEHHbIE U MyHMLUMNAnNbHbIE My3en 1 BUbnNmnoTekn)

3.7.10. ApxuB, XpaHawWwmn gena, nvetowime B 0oopMsieHnn Unn B NPUSIOKEHNN K HUM AparoLeHHble
MeTansbl U KaMHKU, B COOTBETCTBMU C 3aKkoHoZaTenbCcTBoMm Poccuiickon degepauum permctpupyeTtcs B
COOTBETCTBYHOLLIEN MHCMEKLUN NpOoOMpHOro Haa3sopa MuHuctepcTea mHaHcoB Poccuiickon ®epepauuun.

Y4yeT yKasaHHbIX [den  OCYLeCTBRAeT MaTepuanbHO-OTBETCTBEHHOE fMuo, C  KOTOPbIM
pyKoBOAWUTENb apxvBa 3akrovaeT OOroBOp O MaTepuaribHOW OTBETCTBEHHOCTM 3a COXPaHHOCTb U yyeT
Aen, nMerLwmnx B 0poOpMMAEHNN UK B MPUMOXKEHWUM K HUM paroLeHHble MeTanmbl U KaMHW.

YKkasaHHble gena nepefatroTcs MatepuanbHO-OTBETCTBEHHOMY ULy Ha CendoBoe XpaHeHue, O
YyeM [JenaeTcs COOTBETCTBYOWas oTMmeTka ("cendoBoe xpaHeHue") B onvucu Aern, AOKYMEHTOB, U
BKMIOYAKOTCA B CreuuanbHyl0 WHBEHTAPHY KHUTY yyeTa Aen, UMeLWMx B ogopMneHun unm B
NPUMOXEHNN K HUM AparoueHHble MeTanfbl U KaMHW. [JaHHasi UHBEHTapHasi KHUra COCTaBrisieTcs U
BegeTca B 3 ak3emnnspax. [lepBbli 3K3eMMnsip XpaHUTCA B NogpasgerneHuny, OCYLLEeCTBISWEM
LEeHTpanu3oBaHHbI (B paMkax apxvmBa) y4eT AOKYMEHTOB, BTOPOW - Yy MaTepuarnbHO OTBETCTBEHHOIO
nvua, Tpetun - B Oyxrantepun apxmea.

[dena BHOCATCA B MHBEHTAPHYH KHUIY MO MOPSIAKY HOMEPOB apxMBHbIX (DOHAOB WM ONUCeEW Aen,
OOKYMEHTOB, @ BHYTPM KaXXgoOW onucu fen, AOKYMEHTOB - Mo nopsaky HomepoB gen. Ha Gwupke,
npuKkpennsemMon Kk obnoxke Kaxaoro aena (npegmeTa), ykasbiBaeTcs HOMEP, 3a KOTOPbIM OHO YYTEHO B
WHBEHTapHoW kHure. Homep npoctaBnseTcs depe3 Apobb C apxXuMBHbIM WMAPOM (Hanpumep, uHB. N
1/TAPO®, ¢. 572, on. 1, . 17).

K WHBEHTapHOM KHUre COCTaBnsieTCAa WTOroBas 3anuncb, B KOTOPOM UudpamMuM M NPONUCHIO
yKasblBalOTCA KONMMYECTBO Aen (NpeaMeToB), BHECEHHbIX B KHUTY, AaTa COCTaBeHNs UTOroBOMW 3anucy,
AOIMKHOCTb M haMunmsa maTtepuanbHO OTBETCTBEHHOTO nuvua.

JINCTbl MHBEHTAPHOWM KHUMM A0 Havana ee 3anofHeHNsl MPOHYMEPOBbLIBAKOTCS, NPOLUHYPOBbLIBAKOTCSA
N CKPEMnATCS nevatbio apxmea. Ha obopoTe nocnegHero nmcra KHUMM AenaeTcs 3anucb O KONMMYecTse
NMCTOB B KHWUre, KOTOpasi 3aBepsieTCst NOANMCAMU PYKOBOAUTENS apXvBa, rMaBHOMO XpaHuUTens ooHO0B U
CKPENMAeTCcs neyaTbio apxmBa.

ExxerogHo cneuunanbHOM KOMUCCUEN, CO30aBaeMOW NPUKA3oM PYKOBOAUTENST apXuBa, NPOBOAMTCS
WHBEHTapusaumsa gen, uMerwmux B oQOpMIIEHUN NN B MPUMOXKEHMM K HUM JparoueHHble MeTannbl 1
KaMHUW. VIHBeHTapu3auus NpOBOAMTCS TakkKe B Clydae CMeHbl MaTepuanbHO OTBETCTBEHHOro nuua,
PYKOBOAWUTENSI apxuBa, [MaBHOro xpaHutensa ¢oHOoB. PesynbTaTbl MHBEHTapu3auun oopMAsoTCS
aKToOM, COCTaBfseMbiM B Tpex 9K3eMnnsapax, OAMH W3 KOTOPbIX HanpasnseTCcs B COOTBETCTBYHOLLMM
YMNOMHOMOYEHHbI OpraH UCMNOMHUTENBLHOW BNacTu B cchepe apxXMBHOro gena.

Yyer APXUBHbIX JOKYMEHTOB, HaxXo4ALWNXCA B YacTHom
CcoBOCTBEHHOCTH, NPUHATBLIX NO OO0roBOPY Ha XpaHeHne B apxmB

3.7.11. YyeT pokymeHTOB ApxmsHoro ¢poHaa Poccunckon denepaunn, NpUHATLIX MO AOroBOpY Ha
XpaHeHMe B apxXuB Ha OCHOBaHUW akTa npuvemMa-nepegayn JOKYMEHTOB Ha xpaHeHue (npunoxeHune N 9),
OCYLLECTBIAETCH B OCHOBHbIX YYETHbIX JOKYMEHTax apxvBa ¢ COOMoAeHNeM cneayoLmx ocobeHHOCTEN:

B KHWUre yyeta MNOCTYNNEHUN [OOKYMEHTOB (npunoxeHue N 5) ykasbiBaeTcd COOCTBEHHUK Mnn
Bnageney AokymeHToB (rpada 3), HoMep M gaTa akta npuema-nepegaym (rpadpa 4), gata nognucaHus
OOroBopa o nepegade 1 Cpok AerNCTBUSA JOTOBOPA;

npyu BKMKYEHUN apxuBHOro ¢oHga B cnmcok ¢oHaoB (mpunoxeHme N 6) Kk ero Homepy
pobaensieTcs uHgekc "O" ("poroeop"), KOTOPbIN COXPaAHSAETCHA 32 HUM BO BCEX YYETHbIX AOKYMEHTaX M
apXxvBHbIX LUKdpax eauHUL, XpaHeHus, eanHul yyeTa; B rpade "lMpumeyaHusa” cnucka poHOOB Takke
yKa3blBalOTCA COOCTBEHHWK MUK Bnadenel apxvMBHbIX AOKYMEHTOB, AaTa nognucaHus U Cpok AenCTBUS
gorosopa.

KonuyecTBO apxmBHbIX (HOHOOB, MPUHATBIX MO AOrOBOPY Ha XpaHeHWe B apxuB, yKasblBaeTcs
OTAEeNbHOW CTPOKOM B UTOrOBbIX 3aMUCsX B CnMcke OHA0B, KHUMe yyeTa NoCTyNeHNn JOKYMEHTOB.

Ok3emnnsip 4OroBopa, 3aKMYeHHbIA C COOCTBEHHMKOM UMW BriagenbLeM apXUBHbIX JOKYMEHTOB,
BKNtoYaeTcsa B Aeno oHaa.

Mpn BbIOBITUM APXMBHBIX OOKYMEHTOB apxvMBHOrO ¢hoHAa B CBSA3M C WUCTEYEHMEM CpOKa €ro
XpaHeHUs1 B COOTBETCTBUM C OOrOBOPOM €ro HOMEpP He MOXeT ObiTb MPUCBOEH OPYroMy apXMBHOMY
oHay.

MpuHATBIE NO [OroBOpPY Ha XpaHeHMe B apxuB [OKyMeHTbl ApxuBHoro ¢oHga Poccuiickon
depepaumm, HaxoAMBLUMECHA B YACTHOM COOCTBEHHOCTM M Ha 3aKOHHOM OCHOBaHMM Nepelueflne B
denepanbHyto cobCTBEHHOCTb, COBCTBEHHOCTL cybbekTa Poccuiickon ®egepaumm nnv MyHuULMNanbHyo
COOCTBEHHOCTb, YYMTLIBAIOTCS B OCHOBHbIX YY4ETHbIX JOKYMEHTaxX HapaBHE C OCTalbHbIMU AOKYMEHTaMu
apxvBa. B y4eTHbIX AOKYMEHTax W apXuBHbIX WKdpax eanHUL XpaHeHus, eaunHul yveta mHagekc "O"
3adepkuBaeTcs, B rpady "MpumedaHma" cnucka poHOOB BHOCATCH COOTBETCTBYIOLLNE CBEAEHMS.



ApXVBHbIE AOKYMEHTbI, HE BKMHOYEHHbIE B YCTAHOBMEHHOM MOpsiike B cocTaB ApxMBHOro cdoHaa
Poccuiickon ®Pepepaumun, B TOM 4Yucre OOKYMEHTbI MO NIMYHOMY COCTaBy, MPUHSATbIE MO AOrOBOPY Ha
XpaHeHue B apXxumB, yYNTbIBAIOTCA OTAENbHO OT AOKYMEHTOB ApxmBHOro poHaa Poccuinckon depepaumn.
Ons ux yyeTa BeAdyTcsl OTAENbHbIE CMUCOK (DOHAOB, KHUrA yyeTa MOCTYMNEHUA OOKYMEHTOB, a Takke
nnCcTbl POHO0B U OPYTNE YYETHbIE JOKYMEHTbI.

Yyet konun APXUBHbIX JOKYMEHTOB Ha npasax NnoAJIMHHNKOB

3.7.12. KonnsiMn apxmBHbIX AOKYMEHTOB Ha MpaBax MOAMMHHUKOB SBNSAOTCA BKIOYEHHbIE B
yCTaHOBMEHHOM nopsigke B coctaB ApxusHoro doHaa Poccunckon ®epepauun:

MUKPOMPUNbMbI apXMBHbIX AOKYMEHTOB, U3rOTOBMEHHbIE U OhOpMIIEHHbIE boHA00Bpa3oBaTenem B
COOTBETCTBUM C CYLLECTBYIOLLUMN HOPMATUBaMK;

KON apXMBHbIX OOKYMEHTOB, MOAMNMHHUKMA KOTOPbIX yTpayeHbl UM HaxogAaTCcs B COOCTBEHHOCTU
HOPUANYECKMX UNN (PU3NYECKNX NNLL, B CUIY YEro HEe MOTYT MOCTYNUTb Ha MOCTOSIHHOE XPaHEHWE B apXUB;

KON apxXMBHbIX JOKYMEHTOB, nepeMelleHHbix B CCCP B pesynbTate BTOpon MuUpoBOW BOWHBI U
HaxoasLwmxcs Ha Tepputopun Poccuinckon ®epepaumm, NOANMHHUKM KOTOPbIX BO3BPALLEHbI B CTPaHbl X
NPOVCXOXOEHUS.

Konvnm  apxuBHbIX [OOKYMEHTOB Ha MpaBax MNOANMHHUKOB, MepedaHHble B apxuvB
doHaoobpasoBaTenem, y4MTbIBAlOTCA B cOCTaBe ero ooHaa no oTAenbHON onucu Aen, A0KyMeHTOoB. [Mpu
3TOM B rpadpe paHHowm onmcu "KonmyecTBOo nuctoB" 4vepe3 ApoOb yKasbiBaeTCsl TakkKe KONMYECTBO
KaapoB, OTCHATbIX C OQHOrO Aena.

Konun apxvmBHbIX LOKYMEHTOB Ha npaBax MOAJSIMHHUKOB, OTCHATbIE C MOASIMHHbIX OOKYMEHTOB,
KOTOpblE YTpa4eHbl UM HAXOASATCS B CODCTBEHHOCTU HOPUONYECKUX NN PUNYECKUX NUL, a TakKe Konuu
nepemMeLLEHHbIX [JOKYMEHTOB, MOOSIMHHMKA KOTOPbIX BO3BpalleHbl B CTpaHbl WX MPOUCXOXOEHWS,
POPMUPYIOTCA B apXUBHbIE KOMMEKUMU. ApPXMBHbIE KOMMEKUUN YYUTLIBAKOTCA B Crnncke ¢OHOOB
(mpunoxenue N 6) B ycTaHOBNEHHOM MOPSKE.

Konun apxuBHbIX OOKYMEHTOB Ha nNpaBax MNOAJMHHMKOB, W3rOTOBMEHHbIE MALUMHOMMUCHBIM WK
anekTporpau4eckum crnocobom C apxMBHbIX AOKYMEHTOB Ha OymMaxHOW OCHOBe, a TakkKe Konuu
ayouoBuM3yarnbHbIX JOKYMEHTOB (pOpMUPYIOTCS B  €A4MHWLBI  XpaHeHWUsi/eQuHWUbl y4yeTa, KoTopble
YYUTBIBAKOTCA B ONUCAX A€M, AOKYMEHTOB MO aHanorum ¢ noaSIMHHbIMW apXUBHbIMW AOKYMEHTaMu Ha
COOTBETCTBYIOLLNX HOCUTENSX.

3a eaguHNLY XpaHEeHUs KOMuI apXMBHbIX OOKYMEHTOB Ha npaBax MOASIMHHWKOB, M3rOTOBIEHHbIX B
BUAE MWKPOKOMWW, MpuUHMMaeTca usm4eckn oBO0COBNEHHbIM PYNOH MUKPOMUAbMA WU KOMMMEKC
MUKPOMMLL BHE 3aBMCUMOCTU OT KONUYECTBA OTCHATBLIX HA HEM AeN M apXMBHbIX AOKYMEHTOB. Kaxaasi
€0MHMLA XpaHEeHUs Y4YUTbIBAaeTCA B OMUCKM Aen, LOKYMEHTOB MOA CaMOCTOATeNbHbIM HOMepoMm. B
WTOrOBOM 3anucu K Onucu Aen, OOKYMEHTOB Hapsgy C KONMUYECTBOM €OUHWL XPaHEHUS MUKPOKOMMWIA
yKa3blBaeTCA CyMMapHOE KOMNMYECTBO COCTaBMIAIOLLMX UX KaApOB.

YyeT nnUCTOB B Agene, (bOTOOTI'Ie‘-IaTKOB
B (bOToaJ'Ib6OMe, eOnHNLU XpaHeHnd B COCTaBe eunHNLbI y4eTa
ayonoBusyaribHbIX JOKYMEHTOB

3.7.13. KonmyectBO nuctoB B Adene W eOuMHUL, XpaHeHWs B COCTaBe eauHuubl y4yeTa
ayAmoBM3yarnbHbIX JOKYMEHTOB YYNTLIBAETCH HA OCHOBE MX HyMepaunn U PUKCMpyeTCs:

NNCTOB B Aene - B nucTte-3aBeputene (npunoxenune N 3) n B cOOTBETCTBYHOLLEN rpade onucu gen,
AOKyMeHTOB (npunoxeHus N 7 - 8);

doTooTneyaTtkoB B oToanbboMe - BO BHYTPeHHeENW onucu doToansboMa, a Takke B
cooTBeTCTBYIOLEN rpache onvcy oToanLo0MoB;

€0UHWLbI XpaHEeHUs OpYyrMx ayguoBuM3yasbHbIX JOKYMEHTOB - B COOTBETCTBYHOLUMX rpadhax onvcen
3TUX LOKYMEHTOB.

Mpun y4yeTe eanHUL XpaHEHUS B COCTaBe eAnHULbI y4eTa ayamoBu3yarbHbIX JOKYMEHTOB:

€eOUHWLbI XpaHeHnst ouacmnbMOB pacnonaratTcs no NopsAKy HOMEPOB PYIOHOB;

€OUHWLbl XpaHeHUs KMHOOOKYMEHTOB pacnonaratoTcs no areMeHTaM KOMMNEeKTa, BHYTPU KOTOPOro
HYMEpYITCS MO NOPSAKY HOMEPOB YacTew;

eOuHWLbI XpaHeHnst (hOHOOOKYMEHTOB pacrnonaraloTcs B NOpsAaKe Npon3BOACTBEHHbIX HOMEPOB.

YyeT cTpaxoBoro poHaa 1 ooHaa NonbL30BaHUSA

3.7.14. OG6bem cTpaxoBoro oHOa W ¢doHaa nonb3oBaHUs U3MepseTca B eauHULax
XpaHeHus/egnHMLax ydeTa, a Takke B:

Kagpax - 4ns KONUii apXmMBHbIX JOKYMEHTOB Ha BymaxHO ocHOBE 1 (DOTOAOKYMEHTOB;

MeTpax - 4N KON KMHO4OKYMEHTOB;

BPEMEHW 3BY4aHUs - AN KONUi hOHOOOKYMEHTOB;



B Merabavitax - Ansi KOMUM 351EKTPOHHBIX JOKYMEHTOB.

MMpn aTOM OTAEMNBbHO YYWTLIBAIOTCS CTPAxOBble KOMUW YHWKANbHbIX JOKYMEHTOB M OCODO LIEHHbIX
AOKYMEHTOB M Konuu ¢poHOa MONb30BaHUSA, OTCHATbIE C apXUBHbIX JOKYMEHTOB Ha OyMaxHOW OcHoBe
(pasgenbHO  Ha  PYMOHHOM  MNIIEHKE M MUKpodMwax);  KMHOLOKYMEHTOB;  (POTOOOKYMEHTOB;
HPOHOOOKYMEHTOB; BUOEO(OHOrpamMM; 31EeKTPOHHbIX JOKYMEHTOB.

Y4yeT BeaeTcs Mo KHUram yyeTa nocTynreHnn cTpaxosoro oHaa u hoHaa nonb30BaHUSA Y ONUCAM
cTpaxoBoro oHAa. YuyeT NOoCTynneHus n BbIObITUS CTPaxoBblX KOMUM OCYLLECTBSIETCA Ha OCHOBaHWUMU
3aKa30B Ha W3rOTOBMEHME CTPaxOBbIX KOMWM M KONUI PoHOA NONb30BaHWUSA, aKTOB Npuema-nepenayu
CTpaxoBbIX KOMWUI Ha chneuuanbHoe XpaHeHne 1 Apyrux aktoB. K kHUram yyeta nOCTYMNNEeHUA exerogHo
COCTaBnsieTCa UToroBas 3anuchb.

Onuncu ctpaxoBoro doHga cocTtaBnsATcs B 3 ak3emnngapax. [lepBble aK3eMnnspbl nepegaroTcs
BMECTE CO CTPaxOBbIMU KOMUAMM YHUKAIbHbBIX JOKYMEHTOB M 0CO00 LIEeHHbIX JOKYMEHTOB B CreLmanbHbIf
apxuvB, BTOpblE N TPETbWN OCTaOTCHA B apXuBe.

Mo mepe KONMpPOBaHMSA M Nepefayn CTPaxoBbIX KOMWUMA YHUKANbHbIX OOKYMEHTOB U 0CO60 LIEHHbIX
OOKYMEHTOB B cneuuwanbHbld apXuB K ONUCAM CTPaxoBOro oHAa COCTaBMSAKTCH HOBblIE WUTOrOBble
3anuncu B ycTaHOBMEHHOM nopsigke (cm. n. 3.5.6).

B onucsax gen, ookymeHToB B rpadpe "lMpumedanna” HanpoTuB 3arofloBka CKONMPOBaHHOW eanHULbI
XpaHeHus/eguHUUpbl yveTa npocTtaBnsaetcsa wTamn "CO". Ecnu ckonupoBaHbl BCe Aena, AOKYMEHTbI,
BKIMIOYEHHbIE B ONUCh, WiTamn "CO" npocTtaBnsaeTcs TONbKO Ha TUTYNbHOM nncTe 1 obroxke onucu gen,
OOKYMEHTOB.

3.7.14.1. 3a egvHuuy XpaHeHus/eanHULy ydYeTa CTpaxoBOro (poHOa YHWKanNbHbIX OOKYMEHTOB U
0CO60 LEHHbIX OOKYMEHTOB Ha OYyMaXKHOW OCHOBE Ha PYMOHHOW MMEHKe MpUHMMaeTcs uU3nyeckm
060Cc0b6NEeHHbIV PYNOH MUKpOUbma.

B kHury yyeTta noctynneHui ctpaxoBoro ¢oHAa W (poHAa Nonb3oBaHUA Ha PYNOHHOW MMeHke B
BanoBOM Mopsake (BHE 3aBMCMMOCTU OT (hOHLOBOM NPUHAATIEXHOCTM OKYMEHTOB) HA OCHOBaHUM 3aKasa
Ha U3roToBIEHNE CTPaxOBbIX KOMUN 3aHOCUTCA Kaxaas eguHULa XxpaHeHusa ctpaxosoro doHaa. o kHure
yyeTa noctynneHun (rpada 1) egMHMuam XpaHeHUs CTpaxoBOro ¢oHAa MpUCBaMBAaKOTCA YYETHbIE
HOoMepa, KOTopble ABMAITCA COCTAaBHOW YacTbio NX apXUBHbIX LLUMGPOB.

Ha Bce cTpaxoBble KONUW YHUKAmNbHbIX [OKYMEHTOB W 0COBO LEHHbIX [OKYMEHTOB BHeE
3aBMCUMOCTM OT UX (POHAOBOW NMPUHAANEXHOCTU COCTABMSIETCA ONMUCb CTpaxoBoro oHaa, Hymepauusi
€[MHUL, XpaHeHns cTpaxoBoro hoHAa B KOTOPOW COOTBETCTBYET y4YETHbIM HOMEpaMm, NMPUCBOEHHBbIM UM
no KHUre ydeTta NocTyrnneHun.

ApPXUBHBIM LLMPPOM €AMHULbI XPaHEHUS CTpPaxoBOro hoHaa siBnsieTcs Ha3BaHue apxvBa, HOMEp
onucu CcTpaxoBoro poHaa, HOMep yyeTa eauHuLbl XpaHeHus cTpaxoBoro ¢oHaa ¢ gobaeneHuem
mHaekca "Co".

3.7.14.2. 3a eguHuLy y4yeTa CTpaxoBoro oHAa [AOKYMEHTOB Ha OymaxHOW OCHOBe Ha
MUKpoMLLaxX NPUHNMAETCA OAHa UM HECKOMBbKO MUKPOMULL, OTCHATLIX C OAHOrO Aena U NOMeLLEeHHbIX B
O[IMH KOHBEPT, 3a eANHNLLY XpaHeHUs - MuKpoduLLa.

Mo kHure ydyeTa noOCTynneHUM cTpaxoBoro doHaa K ¢oHOa Morfb30BaHUA Ha MUKpoduLLax
KaXkgomy MOCTYNNeHno npuceamMBaeTcs NopsakoBbIi HOMep. KonvyecTBeHHble nokasaTernv BHOCATCS C
y4yeToM (POHAOBOW NPUHAANEXHOCTU OTCHATLIX KOMWA NO KaKOOMY apXvMBHOMY (hoHAY M onucwu aen,
OOKYMEHTOB OTAESBHO.

Onucn ctpaxoBoro ¢oHOa Ha MUKpoduLLax COCTaBMAKTCA pasfenbHO Ha CTpaxoBble KOMUM
KaXK4oro apxuBHoro dpoHaa, OAHY UM HECKOSTbKO ero onucen.

Y4yeTHbIM HOMEPOM eAuHULbI yyeTa cTpaxoBoro ¢oHaa 1M oHOa Monb3oBaHWUsl AOKYMEHTOB Ha
OymMaXKHOM OCHOBE, M3rOTOBIMEHHOIO Ha MUKpodMLLaX, SBNAETCA YYETHbI HOMEpP OTCHATOro Aena,
apXMBHbIM LWNEPOM - COOTBETCTBEHHO, apXMBHbIN LWKMEP OTCHATOro Aena ¢ gobaeneHnem mHaekca "Co"
- ansa ctpaxosoro ¢oHga u "M" ("Mosutne"), "O" ("Anasokonua") - Ana doHAa NONb30BaHNS.

3.7.14.3. EpuHunubl xpaHeHus/eOuHWUbl y4eTa CcTpaxoBoro oHaa u ¢doHAa nonb3oBaHUA
ayanoBu3yarnbHbIX JOKYMEHTOB MAEHTUYHbI eQuHWLAM XpaHeHus/eauHuuam ydeta ayamoBu3yaribHbIX
OOKYMEHTOB.

CTpaxoBble KOMUM KUHO- U (POTOOOKYMEHTOB Y4YUTLIBAOTCH HE3aBUCUMO OT BuMAA KUHO- U
(POTOAOKYMEHTOB B KHUrax yyeTta NoCTynfeHun 1 ONncsax CTpaxoBoro ooHaa 1 ooHaa nosib3oBaHmS.

CtpaxoBble konun OHOOOKYMEHTOB Ha MarHUTHOMW JeHTe W rpamMoOpUrnHanoB WM3-3a WX
000COBNEHHOro XpaHEeHNs Y4MTBLIBAKOTCS B Pa3HbIX KHUrax ydeta NoCTYNieHWn U Onncsx.

B nTOroBbIX 3anncax KHAr y4eta NoCTYNIeHnn n onnucen cTpaxosoro oHaa n hoHaa Nonb3oBaHUs
KMHOPOTOOOKYMEHTOB U (POHOQOKYMEHTOB Ha MeTasluIMdecknx Anckax [OOMOSHUTENbHO MOXeT
YKasblBaTbCs KOJMMMYECTBO €OMHUL, XPaHEHUS COOTBETCTBEHHO MPOMEXKYTOYHbIX MO3UTUBOB W
KOHTPaTMMNOB; NO3UTUBOB U OyOnb-HeEratuBoB; HeveTHbIX (1) u yeTHbIX (II) rpamopuruHanos.

B nTOroBbIX 3anucsx K onncsam CTPaxoBbiX KOMUA KUHO(OTOMOHOAOKYMEHTOB yKa3blBaeTCH Takke
ux obbem B MeTpax, kagpax, Yacax 3ByyaHusi.

Homep eaguHuubl ydeTa ctpaxoBoro oHaa KMHOMOTOMOHOAOKYMEHTOB NEepeHoCUTCs B ONnchb n3
KHArM  yyeTa  nocTynneHun. ApxuBHbIM  WINPPOM  eauHMLbl  ydeTa  cTpaxoBoro  doHAaa



KMHOOOTOPOHOAOKYMEHTA SIBNSIETCA Ha3BaHUE apxmBa, HOMEpP eAMHMULbI yYyeTa CTpaxoBoro doHaa C
pobasneHnem nHgekca "Co".

3.7.14.4. Y4yeT KOMUIA apXMBHbIX OOKYMEHTOB, CO3[4aHHbIX B MNpPOLEcce WX MCMNONb30BaHUS W
BKMIOYEHHbIX B (OOHO MNONb30BaHWS, BeOeTCsA B apXuBe B OTOENbHOM KHUre y4veTa KOoMmui 3TUx
OOKYMEHTOB.

YyeT Mmy3enHbix npeameToB u 6ubnmoTeyvHbIx hoHO0B

3.7.15. Y4yeT My3eliHbIX NpeaAMEeTOB, ABMAIOLNXCS BOXEHWEM B Aerno, BeAeTCs B YCTaHOBNEHHOM
nopsgke (cm. n. 3.7.13).

My3senHble npegMeTbl, He ABMSOLNECS BNOXEHUSAMWU B N0, NPUHATbIE HA XpaHeHWe B CocTaBe
apxvMBHOro ¢poHaa, y4MThbIBalOTCS B COCTaBe 3TOro (ooHAa Kak eauHuubl XpaHeHus. [pyn 3HaunTensHoM
KONMMYecTBe Taknx eAMHUL, XPaHEHNsT Ha HUX COCTaBMsieTCA OTAeNbHasA ONUCh Aer, JOKYMEHTOB.

BknitoyeHne B coctaB MysenHoro ¢oHga Poccuiickon degepaumm u ydeT OaHHbIX MYy3erHbIX
NPeaMeTOB  OCYLIECTBISAIOTCS B COOTBETCTBUM C  MOPSOKOM,  YCTAHOBIIEHHbIM  CMeLManbHO
YMONTHOMOYEHHbIM ~ doefieparnbHbIM  OPraHoOM  MCMONHWTENbHOM Bnactm ansg  MysenHoro doHaa
Poccuickon degepaumm.

Y4yeT My3enHbIX MpegMeToB, COAepXallMx JdparoueHHble MeTannbl U KamHu, Bedetcss B
yCTaHoBMeHHOM nopsake (cm. n. 3.7.10).

3.7.16. Yuer 6GubnuotevHoro (cnpaBoOYHO-UHAPOPMALMOHHOIO) OHAA apxvBa BegeTcd B
COOTBETCTBMM C MOPSOKOM, YCTAHOBMEHHbLIM CreuManbHO YNOMHOMOYEHHbIM dhedepanbHbiM OpraHoM
WCNOSTHUTENBHOM BNacTu Ans 6ubnmoTteyvHbix OHO0B.

IV. OpraHusaumsi KOMMAEKTOBaHMSA apxvuBa JOKYMEHTaMu
apxuBHoro ¢gpoHga Poccuiickon ®egepaunn n gpyrumm
apXUBHBLIMW JOKYMEHTaMu

(B pasgene Ha rocygapCTBEHHblE U MyHUUMNANbHbIE My3en 1 BubnmnoTekn pacnpocTpaHsaTCs n.
43,43.1,432,44.2,44.3,44.4,4.7)

4.1. Cucrtematmyeckoe MOMOMHEHWe apxmBa [oKymeHTamm ApxmBHoro doHga Poccunckon
degepaumm (kKOMNNEKTOBaHNE apXuBa) BKIOYaeT:

onpeaeneHne NCTOYHUKOB KOMMIEKTOBaHNS apXuBa;

onpeaerneHne coctaBa apxXMBHbIX JOKYMEHTOB, NOAMNEXalUyx Npuemy B apxus;

npvem-nepegady apxXmBHbIX JOKYMEHTOB B apXMB.

MCTOYHMKM KOMMNSIEKTOBAHUSA apxumea

4.2. locygapcTBeHHble opraHbl U OpraHbl MEeCTHOro camoynpaBfeHWUs BKMAYalTCA B CMUCKU
WCTOYHWMKOB KOMMJIEKTOBAHWS rOCY4apCTBEHHbLIX U MyHULMNANBHBIX apXMBOB B 0683aTeNbHOM NOpsiaKe.

VICTOYHUKaMM KOMMNMNEKTOBAHNS apxmBa BbICTYNalT TaKKe opraHusaumm n rpaxgaHe, B npouecce
AEeATENBHOCTM KOTOPbIX 0OpasytoTcst 4OKyMeHTbI ApxmBHoro poHaa Poccuiickon ®egepauun.

HerocygapcTBeHHble OpraHu3auun, a Takke TrpaxgaHe BKIHYalTCAd B CAUCKM UCTOYHMKOB
KOMMMNEKTOBAHMS apXmMBa Ha OCHOBaHUKN JOroBOpa.

HerocyoapcTBeHHble  OpraHusauuM, BPEMEHHO XpaHsWwmMe [OKyMeHTbl ApXMBHOro doHaa
Poccuiickon depepauumm, oTHocswuecs K denepanbHon cobCTBEHHOCTU, COOBCTBEHHOCTM CYyOBLEKTOB
Poccuiickon depepaumm mnu MyHMUMNANbHOW COGCTBEHHOCTW, BKIOYAKTCA B CMMCKM MCTOYHUKOB
KOMMEKTOBAHUSA TEX apXMBOB, UCTOUYHNKAMWN KOMMNEKTOBAHNA KOTOPbLIX ABNSANMCH UX NpeaLlecTBEHHMKN
- rocyfapcTBeHHble U MyHULMNarbHbIE OpraHn3aumu.

4.2.1. OTHeceHWe K WCTOYHMKaAM KOMMSIEKTOBAHUS apxuBa MNpPoOU3BOAMTCA Ha OCHOBaHWUM
KpUTepues:

Ons opraHmMsauni:

PYHKUMOHAMNBbHO-LLENEBOro HasHayYeHns opraHusauum (4ng rpynnel opraHn3auun, BbINONHAKLLMX
aHanornyHble pyHKLMM, ncnonbdyeTcs hopma BbIGOPOYHOro npuema);

MOMHOTLI OTPaXEHUs MHOPMALUUN O OEATENbHOCTU OpraHu3auum B apxvMBHbIX QOHOAX OPYrux
opraHusaumi;

Ons rpaxaaH:

BKIaZ rpaxxgaHuHa B pasBUTUE HAYKK, KYNbTypbl U Apyrnx obnacten esaTensHOCTH;

€ro posb B Ka4ecTBe y4yacTHMKa, o4eBMaLa BblgaloWmnXcs COObITUN B XXM3HM 0OLLECTB];

POACTBEHHbIE, [PYXKECKUE, TBOPYECKME CBS3M TrpaxgaHwHa, MecTo paboTbl, 3aHMMaemast
JOMKHOCTb;

TUNUYHOCTb €ro apXMBHbIX JOKYMEHTOB 1151 anoxu (OOKYMeHTbl "pagoBbix" rpaxkaaH);

COCTaB M coaepkaHue cobpaHHbIX rpaXaaHMHOM apXMBHBLIX JOKYMEHTOB.



CnncKn NCTOYHUKOB KOMMIEKTOBAHMS apxuea

4.2.2. CnuckM WCTOYHMKOB KOMMJIEKTOBAHUSI COCTaBMSAIOTCA apXMBOM Ha  OCHOBaHWM
3akoHogaTtenbcTBa 06 apxmBHoM gdene B Poccuickon Pepepauun, Hopm nn. 4.2 n 4.2.1 HacToAWMX
MpaBun, a Takke pekoMeHJauun crneumanbHO  YNONMHOMOYEHHOro  doefepanbHOro  opraHa
WCNONMHUTENBHOW BNacTu B cdhepe apxXnBHOro Aena, NogroToBMAEHHbIX CAMOCTOATENbHO UMM COBMECTHO C
apyrumun - defepanbHbiMU  OpraHaMy  UCNOSMHUTENBHOM BRacTv, B TOM 4YUCRE OCYLLEeCTBNSAOLMMU
Aeno3uTapHoe xpaHeHne okyMeHToB ApxusHoro dpoHaa Poccuiickon ®epepauuu.

ApxuB BeeT CNUCOK OpraHM3auunii - ICTOYHUKOB KOMMIEKTOBAHUS MO YCTaHOBNEHHOW bopMe.

Cnncok rpaxgaH (COBCTBEHHMKOB MMM BnagenbLUeB apXMBHbIX [JOKYMEHTOB) - WCTOYHWUKOB
KOMMMNEKTOBAHNS BEAETCH NO NPUHATON B apxmBe popme ¢ 0b6A3aTenbHbIM ykazaHuemM hamunuin, UMeH,
OTYeCTB, agpecoB MecTa XWUTenbCTBa, PUANYECKOro OOOCHOBaHUSA BO3MOXHOCTM Nepedayn ux
apXMBHbIX JOKYMEHTOB B apXuB.

B apxuBe, npMHMMaloLwemM Ha XpaHeHue pasnuyHble BUAbl apXMBHbBIX JOKYMEHTOB, COCTaBNSATCSA U
BeJyTCA CaMOCTOATElNbHbIE CMUCKN OpraHM3auun - UCTOYHUKOB KOMMMEKTOBAHUS HayYHO-TEXHUYECKOW
OOKYMEeHTaumen, Crnucku opraHmsauum -  UCTOYHUKOB  KOMMNIIEKTOBaHUSA  ayanoBU3yarbHbIMU
OOKYMEeHTaMu.

4.2.2.1. lpOeKTbl CIINCKOB MCTOYHMKOB KOMMNMEKTOBaHUA doeaepanbHbIX rocygapCTBEHHbIX apXMBOB
rnocre paccMOTPEHUs MX Ha 3KCNepTHO-npoBepoyvHon komuccum (IMK) apxuBa npeacrtaBnsdeTca Ha
cornacoBaHue LieHTpanbHom akcnepTHo-nposepoyHon komucenn (LISIMK) cneumansHO ynonHOMOYEHHOTo
denepanbHOro opraHa UCNONMHUTENBHON BNAcTU B Chepe apXMBHOMO Aera; rocyaapCTBEHHbIX apXMBOB
cybbekta Poccunckon ®egepauum M MyHMUMNanbHbIX apxmBoB - Ha cornacosaHue OlK
YNOMHOMOYEHHOr0 OpraHa MWCMOMHUTENbHOW Bnactu cybwvekta Poccuiickon ®depepaumm B cdepe
apXMBHOTO Aena; opraHm3auun Poccuiickolh akagemumn Hayk - Ha cornacoBaHme QMK ApxuBa Poccuickom
akagemuu Hayk.

PeweHnune LIAMNK cneumansHO ynonHOMOYeHHOro dedepanbHoro opraHa UCNONHUTENBHON BRacTu
B cdepe apxuBHoro pgena, 3lK ynonHOMOYEHHOro opraHa WCMNOMHUTENBbHOW BRnacTn cybbekTa
Poccuiickon ®Pepepaumm B cdepe apxmBHoro gena, JMNK ApxuBa Poccuickon akagemum Hayk o
COrMacoBaHMU Cnucka WCTOYHMKOB KOMMIIEKTOBaAHUSA apxmBa SBNAETCA OCHOBaHMEM AN  ero
YTBEPXOEHUSA PYKOBOACTBOM COOTBETCTBYHOLLErO apxvMBa UM OpraHoM MECTHOro camoynpasneHus (4ns
MYHULMNANbHbLIX apXMBOB), Npe3nanymMmomMm POCCricKon akagemMmm Hayk.

ApxuB BnpaBe BECTU CMUCOK BO3MOXHbIX MCTOYHNKOB KOMMSIEKTOBAHWSI.

CnpaBkn, 3KCMEePTHbIE 3aKMIOYEHUS O BKITHOYEHUM OpraHvM3aLmi N rpaxnaH B CMMUCKN MCTOYHUKOB
KOMMMEKTOBAHNS apxXuBa WM WUCKIIOYEHMM WMX U3 yKa3aHHbIX CMUCKOB, a Takke O dopme npuema
apXMBHbIX JOKYMEHTOB Ha XpaHeHne 1 NpeacTaBnsatoTCs:

defepanbHbIMM  rocyaapCTBEHHbIMM  apxuBamMu - Ha paccmotpeHne LOJIMK  cneumnansHo
yNONHOMOYEHHOro pefiepanbHOro opraHa UCNONHUTENBHOW BNacTu B cpepe apxmBHOro gena (pelleHve
006 UCKMIOYEHMM OpraHn3aLmmn U3 cnmcka MCTOMHMKOB KOMIMIEKTOBaHMSA hefepanbHOro rocyapcTBEHHOIO
apxuBa B cny4yae ee nuksugauun npuHmumMaetcsa OlNK degepanbHOro rocygapcTBeHHOro apxmsay);

rocygapcTBeHHbIMU apxuBammu cybbekTtoB Poccunckon degepaumm n MyHULMNANbHbIMU apXMBamu
- Ha paccmoTtpenne MK ynonHOMOYEHHOro opraHa MCMoSIHUTENbHOW BriacTu cybbekta Poccuickon
depepaumm B chepe apxmBHOro ena;

opraHmsdaumamm Poccuinckor akagemum Hayk - Ha paccmotpeHue OJlMK Apxua Poccuinckon
akagemum Hayk.

YTOYHEHME U nepeyTBEPXKOEHUE CMUCKOB MCTOYHMKOB KOMMMEKTOBAHUS apXMBOB NMPOBOAMTCS MO
Mepe HeobxoaumocTtu. OCHOBaHMEM Afsl 3TOro SABMSIOTCA: CO34aHME, peopraHusauug, nvkeuaaumst
rocyapCTBEHHOro opraHa, opraHa MecTHOro camoynpasneHusi, opraHn3aunmy; oTkas HerocygapcTBEHHbIX
opraHusaumi 1 rpaxgaH oT COTpyAHWYecTBa C apxXxMBOM (pacTopxeHue forosopa); pewerve LMK
chneumanbHO YMNOMHOMOYEHHOro hefepanbHOro opraHa WUCMNOMHUTENBHOM BracTn B cdepe apXvMBHOMO
gena, OMNK ynonHOMO4YeHHOro opraHa WCMONMHUTENbHOW BriacTu cybbekta Poccuiickon Pepepauun B
chepe apxusHoro gena u IAlK ApxuBa Poccunckon akageMum Hayk o nepegaye opraHusaumm B CUCOK
WUCTOYHWMKOB KOMMMEKTOBaHMA Apyroro apxua. OpraHmsauus MoxeT ObITb WCKIOYEHa M3 Cchuvcka
WUCTOYHMKOB KOMMJIEKTOBAHWUSI apxumBa, €CNU B MNpoLecce AesATENbHOCTU oOpraHusaummM nepectanu
obpasoBbiBaTLCS 4OKYMEHTLI ApxmBHOro ooHaa Poccuiickon ®Pegepaumm.

4.2.3. ApxuB BegeT HabnogaTtensHoe Aeno Ha Kaxabll rocy4apCTBEHHbIN OpraH, opraH MecTHOro
CaMoyrnpaBfeHMs W OpraHu3aumio - WUCTOYHMK KOMMJIEKTOBAHUS apxmBa, B KOTOPOE BKITHYAKOTCHA
OOKYMEHTbI, XapaKTepuaylliue €ero npaBoBOM CTaTyC M AEATENbHOCTb, a Takke paboTy apxumBa u
opraHusaumio JOKYMEHTOB B AernonpousBoactee. HabnwoparensHoe aeno MoxeT ObiTb 3aBedeHO U Ha
rpaxgaHnHa - UCTOYHUK KOMMMEKTOBaHUSI apxmBa, B KOTOPOE BKMOYAKTCA CBedeHUs O cocTaBe U
coepaHuu ero apxmBHbIX JOKYMEHTOB.

B uensax ydyeta paboTbl C WCTOMHMKAMW  KOMMMEKTOBAHWMS apxXuB BrpaBe Co34aBaTb
YYETHO-CMpPaBOYHbIE KAPTOTEKM U Ba3bl AaHHbIX.



Mopanok sKcnepTuabl LLEHHOCTU IOKYMEHTOB

4.3. ApxvBHble OOKYMEHTbI BKNOYaloTCs B cocTaB ApxuBHoro ¢poHaa Poccuiickon defepaunm Ha
OCHOBaHWM 3KCNEepTU3bl LLEHHOCTU OOKYMEHTOB (T.€. M3Yy4YeHUs OOKYMEHTOB Ha OCHOBE KpUTEPUEB WX
LIEHHOCTW B LieNsIX ONpefeneHmnst CPOKOB XpaHeHUs JOKYMEHTOB M UX OTOOpa Ha MOCTOSIHHOE XPaHEeHue).

BkritoueHne gokymeHTOB B coctaB ApxmBHoro ¢oHaa Poccuickon ®efepaumm ocyLLeCTBSETCS Ha
OCHOBE KOMIMIEKCHOIO NPUMEHEHUST KPUTEPMEB NPOUCXOXKAEHUA OOKYMEHTOB ((PyHKLMOHAmNbHO-Llenesoe
Ha3Ha4YeHne UCTOYHMKA KOMMMEKTOBAHMSA C y4eTOM ero ocobor ponu unv TUNOBOro Xapakrepa, Bpems 1
MECTO CO3[aHusa OOKYMEHTa U T.M.), COAEePXXaHUsA JOKYMEHTOB (3Ha4YMMOCTb MH(popMaumm, B TOM Ynucne
€€ YHMKanbHOCTb, TUMWYHOCTb UMW MOBTOPSIEMOCTb, BWA OOKYMEHTa, €ro MOAMNWHHOCTbL), BHELLHMWX
ocobeHHOCTEeN AOKYMEHTOB (hopma (buMKCMpOBaHUS W nepefadyn COAepXaHusl, YOOCTOBEpPEeHuUs W
odpopMMeHNs JOKyMeHTa).

Mpn BKNOYEHNN OOKYMEHTOB B cocTaB ApxmBHoro coHaa Poccunckon degepaumm ncnonb3yeTtcd
Takke hopma NMOBMOOBOrO UM rpynnoBOro BbIGOPOYHOro NpuemMa JOKYMEHTOB.

4.3.1. PeweHne Hay4yHO-METOOUYECKMX BOMPOCOB, CBSA3AHHbLIX C 3KCNEpPTM30M LIEHHOCTU
OOKYMEHTOB M BKMOYEHMEM UX B cocTaB ApxmBHOro ¢oHga Poccuiickon Pepepaummn, a Takke C
onpegeneHnemM B ero coctaBe 0CO0O0 LIEHHbIX AOKYMEHTOB, B TOM YMCIle YHWKambHbIX OOKYMEHTOB,
ocyulectBnsieTcs LIQIMNK cneumanbHO ynonHOMOYEHHOro dheeparnbHOro opraHa UCNOSIHUTENBHON BRacTu
B cdhepe apxvBHOro gena.

OKcnepTm3a LeHHOCTU JOKYMEHTOB OCYLLECTBSAETCA YNOTHOMOYEHHBIM OPraHoOM UCMOMHUTENbHOWN
Bnactu cybwvekta Poccuiickon ®epepaumm B cdepe apxXuBHOro Aena, apxMBOM COBMECTHO C
COBCTBEHHMKOM MMM BNagenbLeM apxXMBHbIX [JOKYMEHTOB B COOTBETCTBMM C  KpUTEpUAMH,
YyCTaHOBMEHHbIMU B M. 4.3 HacToswmx [Npasun.

KoHcynbTaHTlnoc: npumeyaHue.

Mpukazom MuHkynbTypel P® yTBepxaeH [lepedeHb TMNOBbLIX aAPXMBHbIX OOKYMEHTOB,
obpasylowmnxca B Hay4YHO-TEXHNUYECKOW U MPOU3BOACTBEHHOW AEATENBHOCTM OPraHn3auunin, ¢ ykasaHuem
CPOKOB XpaHEeHwUs.

Mpn npoBegeHWn 9KCNepTM3bl LEHHOCTM [OOKYMEHTOB W OMNpederneHnn CPOKOB XpaHeHus
AOKYMEHTOB apXxvB PYKOBOACTBYETCS NEPEeYHSAMMU TUMOBbLIX apXMBHbLIX AOKYMEHTOB C yKa3aHMeM CPOKOB
XpaHeHus; nepevyHaMN JOKYMEHTOB, 0Opasylolmxcs B npouecce gesTensHocTn deaeparnbHbiX OpraHoB
rocygapCTBEHHON BMacTW, WHbIX FOCyAapCTBEHHbIX opraHoB Poccuiickon ®egepaumn, a Takke B
npouecce OeATENbHOCTU MNOABEOOMCTBEHHbIX WM OpraHusauui, C YyKasaHMeM CpPOKOB XpaHeHus
(oTpacneBble NepeyHUn); a Takke CpoKaMn XpaHEHWs! OTAENbHbIX BUAOB apXUBHbIX OOKYMEHTOB, B TOM
yucre He BoWeWWX B YKasaHHble MepeyHn, KOTopble YCTaHaBMMBAaKTCA 3aKoHOOATeNbCTBOM
Poccuitckon degepaumm.

PeweHusa o BkntodeHun B coctaB ApxmBHoro doHaa Poccunickon defepaumm KOHKPETHbIX
AokymeHTOB npuHumatotcs JMNK degepanbHbIX rocyaapcTBeHHbIX apxuBoB, OIMK ynonHOMOYEHHbIX
OpraHoB WCMONHWUTENbHOM Bnactu cybbektoB Poccuiickon Pegepauumn B cdepe apxmBHOro Aena,
3KCNEepPTHbIMU  (POHAOBO-3aKYNOYHBIMA  KOMUCCUSMU  FOCYOAPCTBEHHBIX W MyHMUMNAnbHbIX MY3€ees,
SKCNEPTHBIMY KOMUCCUSIMU FOCY4APCTBEHHBIX U MyHuUMNanbHbix 6ubnuotek, SIMK Apxmea Poccuiickon
Akagemunn Hayk Npu yTBep>K4eHWUM onmcen gen, AOKYMEHTOB NMOCTOSHHOIO Cpoka XpaHeHus.

MMonHomMouMsA M nNopsaaok AeAaTenbHOCTM ykasaHHbix OlMK onpegenstoTcss NOMOXEHUsSIMU O HUX,
paspabaTblBaeMbIMM Ha OCHOBE COOTBETCTBYKOLLMX MPUMEPHBIX MOMOXEHUN, yTBEpXAaeMbIX
cneumanbHO YNOMHOMOYEHHbIM (befepanbHbIM OpraHoM UCMOSNHUTENBHOW BNAcTu B cdepe apXMBHOMO
aena.

ApxuB paccmatpvBaeT UK rotoBut K yTBepxaeHuto OlNK  ynonHoMo4yeHHoOro opraHa
ucrnonHuTeneHoOW BriacTu cybobekta Poccuiickon ®epepauum B cdepe apxMBHOIO Aena onucu fen,
OOKYMEHTOB (MM WX TrO[OBble pasferibl) MOCTOSIHHOrO CpoKa XpaHeHusi, 00pa3oBaBLUMXCA B
AeATenbHOCTU €ro UCTOYHWKOB KOMMMekToBaHus. PefepanbHble rocygapCTBEHHble apxuBbl, ApXuB
Poccunckon Akagemum Hayk yTBepXKaalT yKa3aHHbIE ONMCU CaMOCTOATESNBHO.

ApxvB roToBuT Kk cornacosaHmio OlMK ynonHOMOYEHHOro opraHa MWCMOMHWUTENbHON BracTu
cybbekta Poccuinckon ®epepaumm B chepe apxXMBHOIO Aerna Wnu corfnacoBbiBaeT B COOTBETCTBUU C
npegocTaBneHHbIMM €My MOSTHOMOYUSAMW OMUCK AeN N0 NIMYHOMY COCTaBy (MM UX rogoBble pasgensbl),
aKTbl O HEMCNPaBUMbIX MOBPEXAEHUSAX AOKyMeHTOB (npunoxeHne N 1). PegepanbHble rocygapCTBEHHbIE
apxuBbl, ApxmB Poccunckon AkagemMuu Hayk MpOBOOAT COrfacoBaHWe nepeyvucrieHHbIX JOKYMEHTOB
CaMOCTOATENBHO.

BknoyeHMe OOKYMEHTOB, HaxOASLIMXCS B YacTHOM COBCTBEHHOCTU, B cocTaB ApxMBHOro ¢oHaa
Poccuiickon ®egepaumm OCYWeECTBMASETCS Ha OCHOBaHUM 3KCMEPTU3bl LIEHHOCTU [OOKYMEHTOB U
odhopMnseTcs AOroBOPOM Mexay COOCTBEHHUKOM WNW BnagernbLemM apXMBHbLIX AOKYMEHTOB U apXUBOM.
B naHHOM foroBope ykasbiBatoTCsi 0053aHHOCTM COOCTBEHHUKA MW BNagenbla apXMBHbLIX JOKYMEHTOB
Mo XpaHEeHMUI, Y4eTy U UCNOSTb30BAHUIO JOKYMEHTOB ApxnBHoro goHaa Poccunckon ®egepauun.

4.3.2. OkcnepTn3a LEeHHOCTU AOKYMEHTOB B apXuBe NpOBOAUNTCS:



MO NCTEYEHUN CPOKOB BPEMEHHOIO XpaHEHUS apXMBHbIX AOKYMEHTOB, B TOM YMCMe AOKYMEHTOB MO
NIMYHOMY COCTaBy, MOCTYMUBLUMX B apXuB OT JIMKBUAWPOBAHHbIX FOCYAapCTBEHHbIX OPraHoB, OpraHoB
MECTHOro camoyrnpaBfieH1s 1 OpraHvM3auni;

nNpyM MNOCTYMMEHUN B apXMB B WCKMYUTENbHbLIX CyyYasiXx [AOKYMEHTOB B Heyrnopsgo4yeHHOM
COCTOSIHWMK;

B crniyyae 6e3B03BpaTHOrO BbIBO3a apXMBHbIX AOKYMEHTOB 3a pyGex.

Mo pesynbTaTam 3KCNEPTM3bl LEHHOCTU [OOKYMEHTOB, CPOKM BPEMEHHOro XpaHeHUs KOTOpbIX
WUCTEKNN, B TOM 4uCrne AOKYMEHTOB MO NUYHOMY COCTaBY, apXxMB COCTaBMsieT akT O BblAENeHUn K
YHUUTOXEHNIO AOKYMEHTOB, He noanexaiwimx xpaHeHuto (npunoxexHme N 11), m B ycTaHOBRNEHHOM
nopsiike BHOCUT N3MEHEHMUS B yHYETHbIE JOKYMEHTbI apXxmBa.

B pesynbTaTe 3KCnepTv3bl LIEHHOCTM OOKYMEHTOB, MOCTYMMBLUMX B apXuB B HEYNoOpsgo4YeHHOM
COCTOSIHMUN, apXMB COCTaBNsSIeT ONUCU Aen, AOKYMEHTOB MOCTOSAHHOIO XpaHeHUs, onnucu aen BpeMeHHOro
(cBbiwe 10 neT) cpoka xpaHeHusi, ONUCK AeNn MO JIMYHOMY COCTaBy M akT O BblOENEHUN K YHUHTOXEHMUIO
AOKYMEHTOB, He noanexawux xpaHeHuto (npunoxexve N 11).

Mognexalume yHUYTOXEHUIO apXMBHbIE JOKYMEHTHI NepefatoTcs Ha nepepaboTky (yTunusaumio) un
CHMMaIOTCA C yyeTa B ycTaHoBrneHHoMm nopsagke. Cpoava gen odopmnsaeTcs NpueMo-caaToqHOWN
HaKnagHoW, B KOTOPOW yKa3blBalOTCA AaTta nepepadn, KONMYECTBO cAaBaeMbix Aen n Bec BymaxkHon
MaKynaTtypbl.

Mopsinok Npuema apxmBHbIX JOKYMEHTOB

4.4. OT WCTOYHMKOB KOMMIMEKTOBaHWA apxvBa [AOKYMeHTbl ApxmBHOro doHaa Poccuiickon
degepaumm NPUHMMALOTCHA rocygapCTBEHHbIM M MyHULMMANbHLIM apxvBamu, opraHusaumen Poccminckom
akagemum Hayk no UCTEYEHMU CPOKOB MX BPEMEHHOrO XpaHeHWs, YCTAHOBMEHHbLIX 3aKoHOAATenbCTBOM
Poccuitckon degepaumm.

B wuckniountenbHbIX Ccnyvasix CPOKA BPEMEHHOro XpaHeHWss OOKYMEHTOB ApXMBHOro doHaa
Poccuiickon ®enepaummn MoryT ObiTb NPOANEHbI MO NPOCbOE UCTOYHWKOB KOMMIIEKTOBAHUSI apxmBa Mnpu
HeOOXOAMMOCTN MNPaKTUYECKOrO WCMOMb30BaHNA apXUBHbIX [OKYMEHTOB WM OTCYTCTBUSI Yy apxvBa
BO3MOXHOCTW [ANs MpuveMa YyKasaHHbIX [OOKYMEHTOB B CPOKW, YCTaHOBMNEHHble 3aKoHOOAaTeNbCTBOM
Poccuiickon ®epepauun. [pogneHne ykal3aHHbIX CPOKOB OCYLLECTBNSAETCHA: ANnd  UCTOYHUKOB
KoMnnekToBaHusa denepanbHbiX apxuBoB - peweHveM OMNK degepanbHbIX apxvBoOB; AN UCTOYHMKOB
KOMMIEKTOBAHUSA OPYrnx apxmeoB - pewweHnem MK ynonHOMOYeHHbIX OpraHoB MCNOMHUTENBHON BNACcTy
cybbektoB Poccuiickon depepaumm B ccepe apxvMBHOrO Aena; Ansi UCTOYHWUKOB KOMMMEKTOBAHUS
ApxuBa Poccuiickon akagemum Hayk - pewernem JlNK atoro apxmea.

Cpokn BpemeHHOro xpaHeHust [oKkymeHToB ApxuBHoro ¢oHga Poccuinickon ®egepaunn B
HErocyapCTBEHHbIX OpraHn3auusax onpegensalTcs B JOrOBOPE MEXAY apXMBOM M COOCTBEHHUKOM WU
BnagenbLem ykasaHHbIX JOKYMEHTOB.

44.1. Tlpuem pokymeHTOoB ApxuBHoro ¢oHaa Poccuitckon degepaumm OT  UCTOYHWUKOB
KOMMMNEKTOBAHNS OCYLLECTBNAETCA rocygapCTBEeHHbIM U MYyHUUMMNanbHbIM apXvBamu, opraHusauuen
Poccuiickon akagemMuv Hayk B COOTBETCTBUM C  MNNaHOM-rpadduMKoM, KOTOpbIM  yTBEpXAaeTcs
PYKOBOACTBOM apxmBa MO COMMacoBaHUIO C WUCTOYHMKaAMKM KOMMMEKTOBaHWs. BHennaHoBbIn npuem
AokymeHToB ApxuBHoro doHga Poccunckon ®depepaumn, a Takke apxXuBHbIX AOKYMEHTOB, CPOKU
BPEMEHHOIo XpaHeHWsi KOTOPbIX HE WCTEKNW, OCYLLEeCTBMASeTCA B Cry4vae nMKBMAAUUW WCTOYHUKA
KOMMMEKTOBAHUSA UMK B Cnydae yrpo3bl COXPaHHOCTU apXMBHbIX JOKYMEHTOB.

Mo npocbbe WCTOYHMKOB KOMMMEKTOBaHWA WM Npu  Hanuuuu cBobGOAHbLIX  nrowagen
roCyAapCTBEHHbI U  MyHUUMNAnbHbIA apxuBbl, OpraHu3auus POCCUACKOM akageMun Hayk MOXeT
OCYLLeCTBNATbL AOCPOYHbIA nNpuem AoKymeHToB ApxusHoro ¢oHga Poccuiickon ®efepauun, a Takke
BPEMEHHOE XpaHeHWe apXMBHbIX JOKYMEHTOB Ha OCHOBe Adorosopa. [lpuem apXuBHbIX OJOKYMEHTOB Ha
BpPEMEHHOE XpaHeHWe OoMgOpPMNAETCA TakkKe akToM npuema-nepefayn [OOKYMEHTOB Ha XpaHeHue
(npunoxenue N 9) n nponsBoaUTCS NO COATOYHOWN OMUCH.

ApXuBHble [OKYMEHTbl MPUHUMAIOTCA B rOCYQApPCTBEHHbIN W MyHUUMNAmNbHbIA  apXuBbl,
opraHusaumio Poccuiickon akagemMuum Hayk B YNOpsiAOYEHHOM COCTOSHUM C COOTBETCTBYIOLLMM
Hay4HO-CNPaBOYHbIM annapaTtomM U CTPaxoOBbIMW KOMUAMU Ha O0CODO LEHHblE AOKYMEHTbl U YHUKarbHblE
AOKyMeHTbl. Bce paboTbl, CBA3aHHbIE C OTOOPOM, MOATOTOBKON M NepeAayen apxvMBHbIX JOKYMEHTOB Ha
NMOCTOSIHHOE XPaHeHWe, B TOM YuCrie C UX yNopsAoYeHMEeM U TPaHCMOPTUPOBKON, BbIMOMHSOTCA 3a cyeT
CcpencTB MCTOYHMKOB KOMMIIEKTOBaHUS, NEpeatoLLmX YKa3aHHbIe JOKYMEHTbI.

Mpn  npuveme  apxvMBHbIX  [OKYMEHTOB  MNPOBOOATCSA  MpoBepka  UX  PU3NYECKOrO,
CaHUTapHO-TMIMEHNYECKOro, TEXHUYECKOTO COCTOSIHWSA, a Takke NpoBepka CTPaxoBbIX KOMWWA Ha 0cobo
LleHHble IOKYMEHTbI U YHUKarbHbIE AOKYMEHTbI U NPOBEpKa KOMMMEKTHOCTU YYeTHbIX JOKYMEHTOB.

OokymeHTbl ApxuBHOro doHga Poccuickon ®epepauuu NPUHUMAKOTCA B FOCYAapCTBEHHbIA U
MYHULMNanbHbIA apxmBe, opraHnsaumio Poccuinckon akagemun Hayk no yreepxaeHHbiM OIMK onvcam gen,
OOKYMEHTOB; OOKYMEHTbl MO NUYHOMY COCTaBy - No cornacoBaHHbiM JlK onucam gen, AOKYMEHTOB;
apXvBHbl€ JOKYMEHTbI C HEUCTEKLLMMY CPOKaMU BPEMEHHOIO XpaHEHMUS - MO CAATOYHbIM OMUCAM.



Mpuem pen npou3BOAMTCA MOEOUHWYHO; OCODO0 LeHHble Aena MPUHMMAaKTCA C UX MOMUCTHON
npoeepkon. Ha Bcex sk3emnnapax onucu Aen, AOKYMEHTOB AenalTcsl OTMETKM O MpUEMEe apXMBHbIX
OOKYMEHTOB B apxuB. [1pn OTCYTCTBUU eOUHUL, XpaHEeHWUS, yKa3aHHbIX B ONUCK Aen, JOKYMEHTOB, B Hel
AenaeTcsa HoBasi UTOroBasi 3anucb. Homepa OTCYTCTBYHOLMX €ONHNUL, XPaHEHUS U NPUYMHBI OTCYTCTBUSA
oroBapvBalTCs B aKkTe npuema-nepefadv JOKYMEHTOB Ha XpaHEHWe 1 B npunaraemMon K akTy crnpaBke.
MCTOUHMK KOMMNMEKTOBaHUA NPUHUMAaET Mepbl MO PO3bICKY HEe MNOCTYMMBLUMX Ha XpaHEHUEe apXMBHbIX
OOKYMEHTOB. YTpayeHHble NOANMHHbIE apXUBHbIE AOKYMEHTbI MOTyT ObiTb 3aMEHEHbI UX KOMUSIMMU.

Mprem apxmBHbIX JOKYMEHTOB OPOPMMSETCA akTOM npuema-nepeaayn JOKYMEHTOB Ha XpaHeHue
(npunoxenue N 9), coctaBnsemMbiM B ABYX ak3emnngapax. O4uH 3K3eMnnsp ocTaeTcs B apxuee, Apyrom -
B MWCTOYHWMKE KOMMMekToBaHus. BmecTe € apxvBHbIMM [OOKYMEHTaMW B apxvB MepefarwTca Tpu
3K3emnnspa onucu gen, JOKYMeHTOB.

Mpn nepBom nNpreme apxXuBHbIX JOKYMEHTOB OT MCTOYHMKA KOMMIEKTOBAHUSA MPUHUMAaETCA Takke
ncTopudeckas cnpaBka 0 HeEM M ero ooHae, koTopas 3aTem JOMNOMHSAETCs cBegeHUAMU 06 N3MEHEHNAX B
Ha3BaHuK, PyHKUUSIX, CTPYKTYpE MCTOYHUKA KOMMMeKToBaHus (dhoHgoobpasosatens).

lMprem apxuBHbIX JOKYMEHTOB Ha BPEMEHHOE XpaHeHue ohopMIIIeTCa akToOM npuema-nepeaayu
AOKYMEHTOB Ha xpaHeHue (npunoxeHue N 9) n nponsBognTcs No coaToyHON ONKMCH.

4.4.2. [JokyMeHTbl OT rpaxgaH MocTynalwT B apXvMB M BKMAOYAKOTCA B cocTaB ApXMBHOro ¢oHaa
Poccuiickon ®depepaumm no O0roBopy LapeHwus, no 3aBeLlaHuio, Mo AOroBopy Kynnu-npogaxu, Mo
peLueHunto cyaa.

Mpuem yKkasaHHbIX [OKYMEHTOB B apxvmB OCYLLECTBMASETCHd Ha OcHoBaHun peweHus OJlK
denepanbHoro rocygapcreeHHoro apxuea; 3K ynomHOMOYEHHOro opraHa WCMONHUTENbHOW BracTy
cybbekta Poccuiickon ®depepaumm B cepe apxMBHOroO [ferna; 9KCMepTHOM (OHAOBO-3aKymnOYHOMN
KOMUCCUM FOCYAapPCTBEHHOMO UM MYHMLMMNANbLHOIO My3esi; SKCNepTHON KOMUCCUW FOCYyAapCTBEHHON MIn
MyHuUuMnanbHon 6ubnmotekn; AMNK Apxuea Poccuiicko akageMmm Hayk no pesynbTataM pacCMOTPEHMS
COATOYHOWM UIM OLIEHOYHOW OMUCK U 3aKNoYeHUs SKcnepTa u ohopMAsSEeTCs akTOM npuemMa Ha XpaHeHue
AOKYMEHTOB NMYHOro npomvcxoxgeHus (npunoxexve N 10).

Mpn oTpuuaTenbHOM pelleHun BoMnpoca O MNpuemMe Unn MpuobpeTeHnM apXUBOM YKa3aHHbIX
apXxvBHbIX JOKYMEHTOB, a Takke BO3BpaTe Mo pesynbTaTamM 3KCNepTUsbl LLIEHHOCTU UX 4acTu U3 yYucna
HaxoOMBLUMXCS B apXMBE COCTaBMsieTCA akT Bo3BpaTa [OKYMEHTOB B [ABYyX 3k3emnnsapax. OauH
3K3eMMNnsp akTta ocTaeTcs B apxusBe, APYro BMecTe C AOKYMeHTamu (MX 4acTbio) Bo3BpallaeTtcs
COBCTBEHHUKY UNu BNagensLy.

4.4.3. AyavoBusyarnbHble AOKYMEHTbl MPUHUMAKTCA Ha XpaHeHue B cneayloleM KOMMMeKTe:
KMHOOOKYMeHTbI (bunbMbl, CneLuBbIiNyCkn) - HeraTuB usobpaxeHus, Heratue (YOHOrPaMMbl, MarHUTHbIN
opurmHan doHorpaMmmbl, MO3WTUBHAs KOMWsl, MarHUTHas doOHOorpaMma LWyMOB WU MYy3bIKH,
NMPOMEXYTOYHBIN  MO3UTMB  U306pakeHWsi, YCTAHOBOYHbIE POMIMKM M nacrnopTa Ans  UBETHbIX
KMHOAOKYMEHTOB (B WCKMIOYMTENbHBIX CRy4asx NPUHUMAETCH HEMOMHbIN KOMMMEKT); (hOTOAOKYMEHThI -
HeraTuB, KOHTPOSbHLIN (POTOOTMNEYATOK; (POHOOOKYMEHTbI U BUAEOAOKYMEHTbl - OPWUrMHam U KOMUA.
OOHOBpPEMEHHO MPUHMMAaETCsl TeKCToBasi CONpoBOAUTENbHAA AOKYMEHTauus: AN KUHOOOKYMEHTOB -
MOHTaXHble NUCTbI, aHHOTaLMKW, paspelunTenbHble YOOCTOBEPEHUS K 3aKOHYEHHbIM MPOU3BEAEHUSIM,
aKTbl TEXHWYECKOro COCTOSIHUSA, 3anncu LBETOBbIX W CBETOBbIX MacrnopToB; Ans (POTOOOKYMEHTOB -
aHHoTaums; Ans OHOOOKYMEHTOB - COMPOBOAMTENbHASA AOKYMEHTauus; Ans BUOEOOOKYMEHTOB - aKThbl
TEXHUYECKOr0 COCTOSHMS.

OnNEeKTPOHHbIE AOKYMEHTbI NMPUHUMAKOTCA Ha XpaHeHMe B COMPOBOXAEHUN NMPOrpaMMHbIX CPeacTs,
NO3BOMSIOLLMX UX BOCMPOM3BECTU, N C HEOHXOANMbBIM KOMMIEKTOM COMPOBOANTENbHOM AOKYMEHTaLuun.

4.4.4. [lokymMeHTbl, CO3[aHHble apxvBoM B pe3ynbTaTe WHULMATMBHOIO [OKYMEHTMPOBaAHMUSA
COObLITUI COBPEMEHHOCTW WM MPOLUNOro (aHkeTbl, poTorpadmm, 3anucym BocnomuHaHun, 6Gecep,
WHTEpPBbLIO U T.4.), BKMNoYatoTcs B coctaB ApxmsHoro doHaa Poccuinckon defepaumm U BHOCATCS B OMUCh
aen, OOKyYMeHTOB, koTopas yrBepxpgaetca JlK denepanbHoro rocygapctBeHHoro apxusa, OlK
YNOJSIHOMOYEHHOIO OpraHa WCMONMHUTENbHOM Bnactu cybvekta Poccuiickon Pepepaumm B cdepe
apxvMBHOro Aena, akcnepTHon hoHO0BO-3aKyNOYHON KOMUCCUEN rocyaapCTBEHHOIO UMM MyHULIMMNanbHOMo
My3esl; 9KCMEPTHOM KOMUCCUMEN rOCyQapCTBEHHOW WM MyHuumnaneHo 6mbnuotekn, OIMK Apxwmea
Poccuiickon akagemumn Hayk. [puem ykasaHHbIX JOKYMEHTOB O(OpMMSeTcs akToM npuemMa-nepenayvv
AOKYMEHTOB Ha NMOCTOSIHHOE XpaHeHUe.

4.4.5. Tlpuem CeKpeTHbIX [OOKYMEHTOB OT WCTOYHUKOB KOMMMEKTOBAHWS rOCYAapCTBEHHOIO WU
MYHULMMNANbLHOrO apXMBOB, OpraHu3aunn PoccuMnckor akagemMumn Hayk OCyLLEeCTBSETCS B COOTBETCTBUM
C 3akoHogaTenbCcTBOM Poccuiickon ®enepauum o rocyaapCTBEHHOW TaHe Mo akTy U OTAEeNbHbIM ONMUCAM
Aen, JOKYMEHTOB.

Mpuem apxmBHbIX LOKYMEHTOB OT JIMKBUOANPOBAHHbLIX OpraHm3auni
4.5. Tlpuem pokymeHTOB ApxuBHOro doHaa Poccunckon depepaumm u Opyrux apxXMBHbIX

OOKYMEHTOB, CpPOKM BpPEMEeHHOro XpaHeHUA  KOTOpbIX HEe  WUCTEeKNn, OT JUKBUOMPOBAHHbLIX
rocyoapCTtBeHHbIX OpraHoB, opraHoB MeCTHOro camoynpasieHnd, rocygapCrBeHHbIX U MyHULUMUNAIbHbIX



OopraHusauui OCYLLECTBNSAETCA B COOTBETCTBUM C OEWNCTBYIOLLUMM 3aKOHOL4ATENbLCTBOM WM B MOpsiaKe,
YCTaHOBMEHHOM HacToswumm Mpasunamu (cMm. n. 4.4.1).

Mpn nuKBMgauMM HErocydapCTBEHHbIX oOpraHuWsaumi obpasoBaBLIMECS B Mpouecce  MX
OeATenbHOCTM [OKYMeHTbl ApxuBHoro coHaa Poccunckon ®Pepepaunn, AOKYMEHTbl MO SIMHMHOMY
COCTaBy, a TaKkkKe apXMBHble JOKYMEHTbI, CPOKM BPEMEHHOIO XpPaHEHMS1 KOTOPbIX HE UCTEKNU, NOCTynaT
B apXxvMB B COOTBETCTBUM C 3akoHogaTenbCTBOM Poccuickon Pepepauum M Ha OCHOBaHWM OOroBopa
MexXay NUKBUOALNOHHOW KOMUCCUMEN (NMMKBUOATOPOM) 1 apxmMBoM. [1pn 3TOM NUKBMAALMOHHAA KOMUCCUS
(nukBugaTop) opraHn3yeT Nx ynopsiaioyeHne B YCTaHOBMEHHOM NOPSAKe.

ApXUBHbIE JOKYMEHTbI C HEUCTEKLIMMM CPOKAMU BPEMEHHOIrO XpaHeHUsl, MPUHATbHIE apXMBOM OT
NNKBUOMPOBAHHOW OpraHm3auuu, BbIAENATCA K YHUYTOXEHUIO MO UCTEYEHUN YCTAHOBMEHHbLIX CPOKOB
XpaHeHusi. ApXVBHble [OOKYMEHTbl, WMelLlMe B COOTBETCTBUM C TUMOBBIMW UMM  OTpacrneBbIMU
nepeyHsMn Cpok xpaHeHusi ¢ nomeTtkon "OINMK", BbIAENAITCA K YHUUTOXEHUIO TONbKO Nocne npoBeaeHust
3KCMNEePTU3bl X LLEHHOCTU 1 OTOOpPa Ha MOCTOSIHHOE XpPaHEHME.

I'Iepep,aqa APXMBHbIX JOKYMEHTOB U3 apXunBa B apXmB

4.6. Tllepenavya apxmMBHbIX [OOKYMEHTOB, Haxogdawmxcsa B degepanbHOM COOCTBEHHOCTH,
cobcTtBeHHOCT cybObekTa Poccuiickon ®egepaumn unu MyHULMNanNbHOW COOBCTBEHHOCTW, M3 OOHOrO
apxvBa B ApYrov OCYLLUEeCTBMSIETCS B COOTBETCTBUM C 3akoHogaTenbCTBOM Poccunckon depepaunn,
3akoHodaTenbCcTBoM cybbekta Poccuinckon degepauun, MyHMUMNanbHbIMU NpaBoBbiMU akTamu. [pu
nepegave COCTaBnseTCHa akT npuema-nepegayvm OOKYMEHTOB Ha xpaHeHwe (npunoxeHnve N 9) B OByx
aK3eMnnspax, OQHOBPEMEHHO MepefalnTca TPy IK3eMnnspa onucen Aen, AOKYMEHTOB, Aeno oHaa v
nncT coHAaa.

KomnnekroBaHue apPXUBHbIMW OOKYMEHTaMMN n3-3a py6e>+<a

4.7. ApXuUB MOXET KOMMMEKTOBATbCA apXMBHbIMW [OOKYMEHTaMW POCCUIACKOTO MPOUCXOXAEHWS,
HaxoOsAWMMKUCSA MO pasfnMYHbIM MpudnHamMm 3a npegenamu Poccuiickon depepaumm, u/unu apxmBHbIMU
AOKYMeHTaMu 3apybexXHOro NPoONCXoXAeHWs, UMeoLUMK 3HaveHne ans Poccun.

Mprvem nonyyeHHbIX Wu3-3a pybexa apxXuMBHbIX [OOKYMEHTOB B apXMB OCYLLUECTBMSETCS B
COOTBETCTBMU C JOTOBOPOM MeXay COOCTBEHHMKOM MY BriafenbLeM YKa3aHHbIX JOKYMEHTOB U apXMBOM
0 npojaxe, AapeHUn MNOAMWHHbIX [AOKYMEHTOB WM WX KOMuK, OOMeHe KOnMUAMW [OKYMEHTOB.
3aknoyeHne OoroBopa OCYLIECTBNAETCA C y4eTOM 3aKOHOOATeNbCTBa COOTBETCTBYIOLLEN CTpaHbl. B
OOroBope MOryT oroBapuBaTbCsi OCODOble YCMNOBMS WCMOMb30BaHUA MepefaBaeMblX  apXMBHbIX
AOKyMeHTOB. [1pnem ocopmnseTcs akTom npuema-nepegadm JOKYMEHTOB Ha XpaHeHue (npunoxeHue N
9).

ApXVBHbIE OOKYMEHTHI, NOCTYNMBLUME M3-3a pybexa B BMAE NOOJIMHHMKOB MMM KOMWUIA Ha npaBax
NOAJSIMHHUKOB, MPUHSTbIE HA MOCTOSIHHOE XpaHEeHMe B apXxvMB, HE3aBMCMMO OT WX MPOUCXOXOEHUS
BKMoyalTca B coctaB ApxuBHoro doHaa Poccunckon depepauuun 1M noanexar rocygapCTBEHHOMY
yyery.

Bsanmopgencrteume apxmea C UCTOYHMKaMKM KOMMNJIIEKTOBAHNA

4.8. ApxuB COBMECTHO C WMCTOYHMKaMWM KOMMIEKTOBAHUSA apxvMBa paccmaTpuMBaeT U rOTOBUT K
COrMacoBaHWIO COOTBETCTBYIOLUMM YMOMHOMOYEHHBbIM OpraHoM WCMOMHUTENbHOMW Bractn B cdepe
apXuBHOTO fena WnuM COornacoBbiBaeT B COOTBETCTBUM C MpPefoCTaBfEHHbIMU €My MOMHOMOYMAMMN
WHCTPYKLUM MO AENONPOn3BOACTBY, MPUMEpPHbIE N MHANBUAYalbHbIE HOMEHKNATYPbI A€, NONoXeHns ob
apxuBax M 9KCNePTHLIX KOMUCCUSAX UCTOYHMKOB KOMMNITEKTOBAHUSA apXuBa.

ApxuB ydacTtByeT B pabdoTe LJOK (3K) MCTOYHMKOB KOMMNIEKTOBaHMSA apxmBa.

ApxuB nMpuHMMaeT Yy4yacTMe B NpoBepkax COOMNOAEHVMS nNpaBui  OpraHMsauuMnm XpaHeHus,
KOMMIEKTOBAHUA, y4eTa W UCMOSMb30BaHUS apXMBHbLIX [AOKYMEHTOB B WMCTOYHWKAX KOMMMEKTOBAHWA
apxuBa, OpraHusyembIX creumanbHO YNOMHOMOYEHHBIM deaepanbHbiM  OPraHoM  UCMONHUTENbLHON
BNactTu B cdepe apxuBHOro Jena, opraHamu rocygapcTBeHHOM Bnactm cybbektoB Poccuiickon
degepaumm, B TOM YMCME YNOSIHOMOYEHHBIMW OpraHaMuM WCMOMHWUTENBHOW BRacTu CyObLEKTOB
Poccuiickon ®egepaunn B chepe apxvMBHOro gena.

4.9. ApxuB B npefernax npeaocTaBfeHHbIX eMmy MOMHOMOYMA B Uenax (opMnpoBaHns wu
obecrneyeHnss COXpaHHOCTN AOKYMeHTOB ApxmBHOro doHaa Poccuickon depepauumn, HaXO4ALWUXCS Ha
BPEMEHHOM XpaHEHUW, OCYLLECTBMSET B3aUMOLEWCTBME C AErNOnpon3BOACTBEHHBIMU, aPXUBHBIMA U
9KCMEPTHbIMMK CY>K6aMM UCTOUYHUKOB €ro KOMMEKTOBaHMS.

B aTux Uensx apxvB oka3blBaeT yKasaHHbIM Cryx6am MeTOAMYECKY U NPaKTUYeCKylo NOMOLLb, B
TOM YMCIe Ha JOrOBOPHOW OCHOBE:

B OpraHu3aumm JOKYMEHTOB B AenonponsBoacTee 1 hopMnpoBaHMmn gen;



no otbopy AOKYMEHTOB B cocTaB ApxuBHoro ¢poHaa Poccuiickon depepaumm n nogrotoBke MX K
nepegave Ha NOCTOSIHHOE XpaHeHue;

Mo ynopsiioYeHN0 JOKYMEHTOB MO JIMYHOMY COCTaBY;

no BedeHWMo ydeTta AOKyMeHTOB ApxmBHoro c¢oHga Poccuiickon depepaumm, Haxogawmxcs Ha
BPEMEHHOM XpaHeHuu;

Mo MOArOTOBKE HOPMATMBHBIX W METOAMYECKUX [OOKYMEHTOB (nocobwuin) no Bonpocam
Aenonpor3BoACcTBa N apXMBHOMO Aena;

Mo COBEPLUEHCTBOBaHUIO pPaboTbl [4enOnpPOU3BOACTBEHHbIX, APXMBHbIX W 3KCMEPTHbIX CNYyxO
WUCTOYHMKOB KOMMMEKTOBAHMS;

B MOBbILLEHUN NPOdECCMOHANbHON KBanuukaLmm paboTHUKOB yKaszaHHbIX Cyx0.

V. OpraHusaums ncnonb3oBaHUst AOKYMEHTOB apXUBHOro choHAaa
Poccunckon ®egepaumm n opyrmx apxmBHbIX JOKYMEHTOB B apxuse

,D,OCTyI'I nonb3oBartenen K AdPXMBHbIM OOKYMEHTaM

5.1. Apx1B npegocTaBnseT Nofnb3oBaTento OTKPbITble JOKYMEHTbl ApXMBHOro ¢oHga Poccuinckon
depepaummn n gpyrme apxmBHble JOKYMEHThI, a TakKke CrpaBOYHO-MOMCKOBbIE CPEACTBA K HAM U U34aHus
6nbnnoTteydHoro (cnpaBoYHO-MHDOPMALMOHHOIO) hoHAa.

ApxvB obecneuymBaeT Q[OCTyn nofb3oBaTens K CeKpPeTHbIM fAenam, Aernam, coaepxalumm
KOH(MAeHUManbHyl0 unHdopMaumio, 6a3aM [aHHbIX C  Y4EeTOM OrpaHWYEeHURn, YCTaHOBIEHHbIX
3akoHofdaTtenscTBom Poccuiickon degepauun, n yCroBui, KOTOpble YCTAHOBUNN COGCTBEHHWKU WK
BnagenbLibl apXMBHbIX JOKYMEHTOB NpU UX Nnepegave B apxumBe.

Hoctyn nonb3oBatens K NOAnMHHUKaM 0cob0 LEHHbIX OOKYMEHTOB, B TOM YMCIE YHMKalbHbIX
OOKYMEHTOB, K AokymeHTam ApxmBHoro doHga Poccuiickon degepaumm, HaxogdawmMmcss B
HeyOoBMeTBOPUTENBHOM (DU3NYECKOM COCTOSIHUW, OCYLLECTBMSETCHA B UCKITHOYMTENBHbBIX Cry4Yasax (B TOM
yncne And npoBedeHuss paboT No M3yyeHuto naneorpaduyeckux OCOBEHHOCTEN TEKCTOB apXMBHbIX
OOKYMEHTOB) C MWCbMEHHOrO paspelleHusi pykoBoauTens apxuea. [lonb3oBaTento nNpegocTaBnstoTCA
KOMUW yKasaHHbIX LOKYMEHTOB ((POHA MONb30oBaHUA) WM OOKYMeHTanbHble nybnukauun, copgepxaiime
OaHHble JOKYMEHTHI.

ApxuB He BMpaBe oOrpaHWyYMBaTb WU ONpeaensTb MNOMb30BATEMO YCMOBUA MCMNOMb30BaHMS
UHdOpMaUMM, NONYYEHHOW UM B pesynbTaTe CamOCTOSATENbHOrO Moucka Wnn NpegocTaBreHHON eMy B
nopsiake oOkas3aHWsi apXMBOM MNaTHbIX YCMAYr, 3a WCKMKYEHWEM Ccry4aeB, NpPeayCMOTPEHHbIX
3akoHofdaTenscTBomM Poccuinckon defepaumm Unm OroBOPEeHHbIX B AOrOBOpPE apxuBa C Morb3oBaTenem
no MHOPMaLMOHHOMY OBCITY>KMBAHMIO.

Opranaau,Mﬂ pa6OTbI Nno paccekpe4nBaHU apXmUBHbIX JOKYMEHTOB

5.2. PykoBogutenb apxuBa opraHu3yeT npoBedeHMe paboTbl MO KOHTPOMK 3a CpoKamu
CEKPETHOCTN apXMBHbIX JOKYMEHTOB, MMEKLWUX rpudbl CEKPeTHOCTU, U MHPOPMUPYET pyKoBOAUTENEN
rocyapCTBEHHbIX OpPraHoB, HaAeneHHbIX NONTHOMOYUSMU NO OTHECEHWUI0 CBEeAEHUN K rocygapCTBEHHOM
TalrHe, a TaKkke PyKoBOAUTENEN OpraHM3auuin O HanMyumn B apxXmBe CEKPETHbLIX apXMBHbIX JOKYMEHTOB CO
CpOKaMM CEKPETHOCTU coaepKalLMXcsa B HAX cBeaeHui cebiwe 30 neT, ux coctase u oobemax.

PykoBoantene apxvBa OpraHu3yeT pacCeKkpeuMBaHMe apXxvMBHbIX [OOKYMEHTOB B cnydae
ouUManbHOro AenerMpoBaHuWst MOSTHOMOYMA Ha NpoBedeHue 3Tonm  paboTbl  pykoBogMTENEM
COOTBETCTBYIOLLLErO rocyJapCTBEHHOIO OpraHa unv opraHnsauum.

B apxuBe co3gaeTcss KOMUCCUS MO pacCeKkpeunmBaHUIO apXMBHbIX AOKYMeEHTOB. [lonoxeHue o
KOMUCCUM W NepcoHarnbHblA COCTaB YTBepXAalTcs: B dedepanbHOM rocydapCTBEHHOM apxuee -
pykoBoauTenem; B apxvmBe cybwbekta Poccuiickon depepaumm - pykoBOAUTENEM YMNOIHOMOYEHHOrO
opraHa ucnonHuTenbHom Bnactu cybwvekta Poccuiickon ®epepauumn B cdepe apxuBHOro pAena.
Komuccus ocywectBnsseT paboTy B MMaHOBOM MOpsgke, a Takke B CBsA3M € obpaleHusamu
nonb3oBaTenemn.

PelueHune komucecum BCTynaeT B CUIy MOCre YTBEPXKOEHUS pykoBoAUTENEM apxmBa. Ha ocHoBaHuK
peLleHns KoMuccum OMOPMIIAETCS akT O pacCeKkpeuMBaHWW apXuBHbIX AOKYMEHTOB (cMm. n. 3.7.7),
KOTOPbLIN COrfacoBbIBAETCA C FOCY4ApPCTBEHHBIM OPraHOM WM OpraHusauuen, HagenuBLIUM apXxvB
COOTBETCTBYIOLLMMW MOTHOMOUYUAMMU.

3anpockl Nonb3oBaTenen 0 paccekpeumBaHNM apXMBHbBIX AOKYMEHTOB pacCMaTpUBAKOTCS apXUBOM
B YCTa@HOBJIEHHbIA 3aKOHOAATENbCTBOM CpPOK. Ecnm apxvB He MNONMHOMOYEH paccekpeymBaTtb
3anpallmBaemMble CBEAEHUS, OH B MECHAYHbIN CPOK C MOMEHTa MOCTYNNeHnsa 3anpoca HanpasnseT ero B
COOTBETCTBYIOLUA  FOCYOAPCTBEHHbI  OpraH, MOMHOMOYHbLIA  paccmaTpuBaTb Bompoc 06  ux
paccekpeumBaHun, unn B MexseooMCTBEHHYO komuccuto (MBK) no 3awmrte rocyaapCTBEHHOW TaWHbI
UNn B MEXXBELOMCTBEHHYIO 3KCMEPTHYIO KOMUCCUIO, AeNCTBYOLLYIO B cyobekTe Poccuiickon ®epepaumum,
0 YeM yBeoMIsieT Nonb3oBaTens, HanpaBuMBLLErO 3anpoc.



ApxvB npefoctaBnseT AN M3YYEeHUS U OpraHm3auum pacceKkpeuMBaHWs YIieHaM 3KCMepTHbIX
KOMWUCCWA, CO3OaHHbIX B OpraHuM3auusx, PYKOBOAMTENW KOTOPbIX HageneHbl MNOMHOMOYMSMM MO
OTHECEHUIO CBEAEHUN K FOCYAAapPCTBEHHOW TanHe, YfieHaM 3KCnepTHbIX rpynn, coopmmupoBaHHbix MBK no
3almMTe rocyaapCTBEHHOW TaWHbl, @ TaKKe 4YfieHaM WHbIX KOMWCCUIA, MOJNTHOMOYHBLIX pacceKkpevmBaTb
AOKYMEHTbl NMMKBUAMPOBAHHBIX OpraHv3auui, He MMELWNX MpaBOMpPEeEeMHUKOB, apXMBHblE OOKYMEHTbI
U apX1BHbIE KOMWK, a Takke Heobxoanmyo NHPOpPMaLmIo.

CnpaBo4HO-NOMCKOBbIE CpeacTBa
(Hay4HO-CNpaBOYHbIN annapaT) K apXUBHbIM AOKYMEHTaM

5.3. Ana obecne4veHns JocTyna K apXuBHbIM JOKYMEHTaM apXuB NpeaocTaBnsAeT nofb30BaTento
CNpPaBOYHO-MOMCKOBbIE  CPeACcTBA K HUM  (COBOKYMHOCTb  OMUCaHUN  apXMBHbIX  OOKYMEHTOB,
NPeACTaBMNEHHbIX B apXMBHbIX CNPaBOYHMKaX, NpeAHa3Ha4YeHHbIX AMS NOWCKa apXMBHbIX AOKYMEHTOB U
cofepKallemncst B HUX JOKYMEHTHOM MHdopMaLmm).

5.3.1. Komnnekc B3aMMOCBS3@aHHbIX W B3aMMOAOMOMHAEMbIX, CO3[JaBaeMblX Ha eOuHOW
Hay4yHO-METOANYECKOW OCHOBE apXMBHbIX CMPaBOYHMKOB O COCTaBE W COOEPXaHUM apXMBHbIX
OOKYMEHTOB (cucTema Hay4vHO-cripaBo4yHoro annapata (HCA) apxua) BkvaeT obsizaTenbHble A5
BELEHUS B apXvBe apXMBHbI€ CMPaABOYHMKN (ONWUCb AeN, AOKYMEHTOB; MyTeBOANTENb; CUCTEMATUYECKUN
KaTanor) n JoNoMNHUTENbHbIE apXMBHbIE CPaBOYHMKK (YKa3aTenb; 0630p).

B apxuBe Bepgetcsa aHanu3 u yyet coctosHusa cuctembl HCA apxuBa Ha GymaxkHOM HocuTene
(>kypHan no yyety coctosHusa HCA, kapToTeka) n/vnm B aBTOMaTtu3npoBaHHOM pexume.

O6wwe TpeboBaHMSA K ONUCAHUIO apXMBHBIX AOKYMEHTOB

5.4. OnucaHne apxvMBHbIX AOKYMEHTOB (co3gaHue WHGOopMauuMu Afs apXUBHbIX CMPaBOYHWKOB)
NpoBOOMUTCA Ha Tpex YPOBHAX: apXxuBHbIM poHA, eauHuua XpaHeHus/eguHuua y4yeta, apXMBHbIN
AOKyMeHT. [py HeobXxoaMMOCTN onncaHne MoXeT NPOBOAUTLCA MO rpynnam apxmBHbIX OHAOB, rpynnamM
eQnHUL, XpaHeHusi/eQMHUL yyeTa, KOMMMeKTam, rpynnam apxuBHbIX AOKYMEHTOB, 4YacTu apXMBHOMO
AOKYMeHTa.

OnucaHve apxmBHbiX [AOKYMEHTOB MNpPOBOAWUTCS Ha rocydapCcTBEHHOM A3blke Poccuickon
degepaumm U MOXET OOMOMHUTENBbHO NPOBOAUTLCA Ha A3blkax CcybvekToB Poccuiickon degepaunm u
A3blKaX MEHbLUWHCTB.

OcCHOBOI apxXMBHOMO CrpaBOYHMKA SABMSETCS OnucaTenbHas CTaTbs, COCTOALWAs U3 CriegyroLmx
0o6sA3aTeNbHbIX 3N1EMEHTOB: CBEAEHUW, UOEHTUUUMPYIOWMX MHpOpMauuio (Ha3BaHue M CrnpaBOYHbIE
AaHHble apxXMBHOro HOHAA, eauHULbl XpaHeHWs/eOuHWLbl ydeTa, apXMBHOIMO AOKYMEHTA); CBEAEHUA O
cocTaBe U coepXaHun uHdopmauuun; cBedeHu 06 ycrnoBusX AOCTyMa M YCNOBUAX MCMNOMb30BaHUS
WHopmaLnn; cBeaeHun No NCTOPUN apxXmMBHOro poHaa (4Ns YPOBHS apXMBHOro poHaa).

Mpn HeobxooMMOCTM B OMUCATENbHY CTaTbi0 BKHOYAKOTCA [AOMOMHUTENbHbIE CBeOEeHUA O
MECTOHAxXOXAEHUN OPUrMHANOB; O HanMnuuW apxMBHbIX OOKYMEHTOB ¢hoHaoobpa3oBaTens B cocTase
APYr1X apxXuBHbIX POHAOB 1 MECTax Ux xpaHeHus, bubnuorpadcdus n ap.

5.4.1. OnucartenbHas CTaTbsl apXMBHOrO CNpaBOYHMKA HA YpPOBHE apXMBHOro oHAa BKIOYAET:
Ha3BaHue apxmBHoro doHaa (cm. n. 3.5.3), cnpaBoYHble AaHHbIE O HEM, UCTOPUYECKYIO ClpaBKy K hoHay,
aHHOTaLUMI0 O COCTaBE M COAEpPXXaHUU apXMBHbIX OOKYMEHTOB, MHdoOpMauuio o6 ycnosusax octyna u
ncnonb3oBaHusd, Gubnuorpadguio.

5.4.1.1. CnpaBoyHble AaHHble 06 apxmBHOM poHOE COCTOAT M3 dfeMeHTa apxXMBHOro wudpa
(Homepa ¢oHaa); obbema apxmBHOro oHOA B eAuHMLUAxX XpaHeHus u/unu eamHuuax yyeta no Buaam
AOKYMEHTauuW; KpamHux AaT apXuBHbIX OOKYMEHTOB MO KaXAoMy BMAY [AOKYMEHTauuK; nepevHs
nMetoLLierocst BHyTpMdgoHA0BOro Hay4HO-CNpaBoYHOro annapara.

5.4.1.2. Wctopudeckas cnpaBka K oHOY COCTOMT U3  MHGoOpMauum Mo  UcTopuu
doHaoobpasoBaTens U UCTOPUM apXMBHOTO POHAA.

CsegeHns no wuctopum  boHgoobpa3oBaTens  BKNOYalT: daTel  ero  obpasoBaHus,
nepevMeHOBaHusi, peopraHusauMn, nMKBMOauMn, BEOOMCTBEHHYK MNPUHAANEXHOCTb, CTPYKTYpY MU
YHKUMKN,  Ha3BaHWA  OpraHM3auumu-npedlecTBeHHUKa M npaBonpeeMHuka. CeegeHns o
doHOoobpasoBaTene apxmBHoro oHAA JfIMYHOTO MPOMCXOXAEHUS  BKIIOYAlOT  €ero  KpaTkue
fuorpacdwmyeckne gaHHble (bamunuio, MMsi, OTYECTBO, NCEBAOHUM, OEBMYBbID PaMuUnunIo, AaTbl XKWU3HW,
npodeccuto, AaHHble O CrnyXebHon M obLeCTBEHHON AedATenbHOCTU). [ns apxmBHOro ¢oHga cembM,
poda aHanorvdHble CBeAeHWs OAal0TCs O KaXAOM M3 POACTBEHHUKOB. [ns o6beauMHEHHOro apXMBHOMO
doHaa cocTaBnseTcd obLas uctopmyeckas crnpaska.

CBefeHns MO UCTOPWUM apXMBHOTO POHAA BKIHOYAKT AaTy ero nocTynriieHus B apxuB, 00beM K
KpaiHue pJdaTbl apXMBHbIX [OKYMEHTOB, CTeMneHb WX COXPaHHOCTW; OCOBGEHHOCTM (hOpPMUPOBaHHUS,
OonMcaHus 1 cucTteMaTmnsaumm; nHgopmaumio 06 N3MeHeHNsx B cocTaBe U 0ObeMe apxvMBHOro doHAa U
UX MPUYMHAX, O HaNMYNM apXUBHbIX AOKYMEHTOB APYrMX opraHnsaumnin nnv nuy, ((PoHAOBbIE BKIOYEHNS);
O COCTaBe Hay4HO-CMpaBOYHOro annapaTta K apxvBHoMmy cdoHAy. [N apXnBHOW KOMMeKUMN yKa3blBatoTCs



CBefeHMs O BpeMeHW, YCNoBuAX, MpUYMHAX ee  Cco3daHus; npuHUunax  dopMmMpoBaHUs;
MECTOHaXOXAEHWU KONMeKunn Jo NoCTynneHns B apxue; cocTaButene.

VcTtopuueckas cnpaBka k (poHOY KOPPEKTUPYeTCs Npu M3MeHeHUn obbema apxvmBHoro doHga, a
Takke B Crydae peopraHu3auun, U3MeHeHUs CTPYKTypbl, hyHKUUIN boHaooOpa3oBaTens u T.M.

5.4.1.3. AHHOTaLMs O COCTaBe N coaepXXaHn apXmMBHbIX AOKYMEHTOB apXMBHOro ooHaa BKIovaeT
KpaTKyto OBOOOLLEHHYI0 XapakTepUCTUKY 3TUX OOKYMEHTOB MO BMAAM M UX COAEPXaHWs MO Temawm,
OoTpaxaloLlmMM HanpasneHns gesaTenbHocTn oHAoo6pasoBaTens, C ykasaHWeM XPOHOMOorunm Tem U
0b03HaveHneM nx reorpauyeckux (agMUHUCTPATUBHO-TEPPUTOPMATTbHBIX) FPaHNLL.

5.4.1.4. YcnoBusa [oCTyna K apXMBHbIM [JOKYMEHTaM apxvBHOro doHAa M KX MCMOSb30BaHUSA
BKITIOYAIOT CBEOEHWS O HanMuun apxuBHbIX [JOKYMEHTOB, [AOCTYM K KOTOPbIM W MNOPSAOOK WX
MCNONb30BaHMs OrpaHnyeHbl 3akoHogaTenbcTtBoMm Poccuiickon ®epepaunn unm doHgoobpasoBaTenem,
a Takke CBeAEHUS O HanuyuMu MOAJSIMHHMKOB OCOBO LEHHbIX OOKYMEHTOB, B TOM YWCME YHUKambHbIX
OOKYMEHTOB, M AOoKymeHTOB ApxmBHoro coHaa Poccunckon dPegepaumm, Haxogawmxca B
HeyaoBnNeTBOPUTEITbHOM (PU3NYECKOM COCTOSHUW; O Hanu4umn poHaa Norib30BaHUS.

5.4.1.5. bubnuorpadus k apxmBHoMmy OOHAY BKITHOHAET CMMUCOK OMyONIMKOBAHHbLIX CMPaBOYHMNKOB MO
AaHHoMY poHAY M NOGPOHAOBBIX AOKYMEHTanbHbIX MNyGNnKaLnni, BbIMOMTHEHHBIX HA €ro OCHOBE.

5.4.2. OnucaTenbHasi cTaTbsl apXMBHOTO CMpPaBOYHMKA HA YPOBHE eAWHMLbI XpaHeHWsi/eOuHWLbI
y4yeTa BKIOYaeT: NopsaKoBbIA HOMEP €4MHULBbI XpaHEeHWS/eOVHNLbBI yYeTa; CTapbli MUHBEHTAPHbIA HOMEP;
3arofioBOK  eAuHWLUbl  XpaHeHusi/eauHWUbl  ydeTa; ChnpaBOYHble [AaHHble O HeWn; YyKkasaHwe Ha
NOAMNVHHOCTL/KONUHOCTL, BUA HOCUTENS (Unun cnocod BocnpousseneHus), A3blk, BHELLHNE OCOBEHHOCTH,
yCnoBus JOCTYMNa 1 UCMOMb30BaHNA apXMBHbIX AOKYMeHTOB. OnucaTenbHas ctatbst Npu HEOBX0AMMOCTH
AOMNOMHAETCA Ha3BaHMEeM apxuMBHOrO poHOA M ero CTPYKTYPHOW 4YacTu (onucu Aen, AOKYMEHTOB),
aHHOTauMen OTAENbHbIX apXMBHbLIX AOKYMEHTOB WM WX TPYNMn SAHHON eAVMHUUbI XpaHeHus/eanHuUbI
yyeTa.

5.4.2.1. 3aronoBoK efuHWLbl XpPaHEHUS YMpPaBNEHYECKON OOKYMEHTaUWKW, eOuHWLbl XpaHeHWs
apXvMBHbIX [JOKYMEHTOB JIMYHOrO NPOUCXOXAEHWUS BKMOYaeT: HauMMeHOBaHWe Buaa apXUBHbIX
OOKYMEHTOB; aBTopa(oB) apxMBHbIX AOKyMeHTa(oB); agpecaTa(oB) unm KOppecnoHAeHTa(oB), KOTOPbIM
HanpaBneHbl UK OT KOTOPbIX MOMyYeHbl JOKYMEHTbI; BOMPOC WX NPeaMET, Ha3BaHusa cobbITus, cdakTa,
MECTHOCTU, haMunnun N UHULManNbl nul, K KOTOPbIM OTHOCUTCSA COAEpXaHue YyKasaHHbIX JOKYMEHTOB;
Aatbl cobbiTui. B cnyyae oTcyTcTBUSI HEOOXOOUMBIX CBEAEHMI B 3arofiOBOK BKIOYAETCHA MOSICHSOLAs
uHdopmaums "aBTop He ycTaHOBNEH".

3aronoBoK eavHUUbl y4yeTa KUHOBMOEOOOKYMEHTa BKMOYaeT aBTOPCKOe HasBaHue dunbma,
crneuBbinycka, KMHOXYypHamna unu Ha3BaHue COoObITWS, OTPaKEHHOro B KWMHO- UMM TenecloxeTe, daty
NpOM3BOACTBA W/UNu Aaty CbemMku, hamnnmm u nHMLmansl pexnccepa n/unm oneparopa CbeMKM.

3aronoBok eAuHWUbl yvyeTa (POHOOOKYMEHTa BKMYaeT Ha3BaHMe W XaHp (OHOAOKYMEHTa,
HasBaHWe, MeCTO W [aTy OTpaXeHHoro cobbiTus. [lpy oOTCyTCTBUM HasBaHus OHOL4OKYMEHTA
yKa3blBaeTCA OCHOBHOE COAepXaHue Tene- WnvM pagvonepefadu, BbICTynneHus, Gecegbl M Ap.
3aronoBok efuHuuUbl yyeTa (QOHOOOKYMEHTa, cofepXallero 3anucb nNpousBedeHus nutepaTypbl U
WUCKYCCTBa, BKMNIOYAET Ha3BaHWe [MpOM3BEdEeHWs U ero XaHp, MepByl CTPOKYy TeKkcTa, KoTopas
3aKkniovaeTcs B KaBblukKM, ecriv hOHOAOKYMEHTOM SBMSIETCA HEe MMetollee aBTOPCKOro HasBaHWs U He
onybnukoBaHHoe paHee npousBefeHve; Gamunum 1M MHUMUManbl aBTOPOB W/WIMM WCMONHUTENEN Kak
CamMoro npoussefeHus, Tak n ero obpaboTok, nepenoxeHuin, NnepeBodoB; A3blKk POHOAOKYMEHTA.

3aronoBok eaAnHULbI XpaHeHUs POTOOOKYMEHTa BKMOYaeT onncaHme n3obpaxeHus unu HassaHue
doToanbboma, cnanga, Heratmea, PaMUNMIO N MHULMANbBI aBTOPA, MECTO U ATy CbeMKMW.

5.4.2.2. CnpaBoYHble AaHHbIE O eAMHNLE XpaHeHus/eanHuLe ydyeTa CoCTONAT U3:

3N1EMEHTOB apxMBHOro wudpa (Homepa ¢oHaa; HOmMepa onucu Aen, AOKYMEHTOB; Homepa
€VHULbI XpaHeHWs/eAuHULbI y4eTa);

obbema eguHULbI XpaHeHUs/eOMHNULBI yYeTa: ANs apXMBHbBIX AOKYMEHTOB Ha OymakHOW OCHOBe -
KOMNMMYeCTBO NUCTOB; AN KUHOBUAEOMOHOOOKYMEHTOB (B 3aBUCMMOCTU OT BMAA) - KONMYECTBO eOuHUL
XpaHeHus B eduHULEe yyeTa UMW eduHUL, yyeTa B eQUHWULE XpaHeHUs, MeTpax, XpOHOMeTpaxX, BpeMsi
3By4aHus (B MUHYyTax W cekyHaax); And (poTOLOKYMEHTOB - KONMYECTBO HEraTMBOB, COCTaBMSIOLLUX
eVHMLY XpaHeHus; ans oToanbb0oMOoB - KONMYeCcTBO POTOOTNEYATKOB;

KpamHWX OaT apXuBHbIX AOKYMEHTOB; AN ayauMoBM3yallbHbIX OOKYMEHTOB - AaTbl 3anvMcu unu
nepesanucu.

5.4.2.3. B ka4yecTBe BMAOB MaTepuaribHOro HOCUTENs eAVMHULbI XpaHeHWsi/eguHWUbl yYyeTa npu
ONMCaHWU YKa3bIBaKTCS:

AN ynNpaBfeHYeCcKon AOKYMEHTaUMM N apXMBHbBIX JOKYMEHTOB JIMYHOTO NMPOUCXOXAeHUs - bymara,
KanbKa, neprameH v T.4.;

ansa (poHOAOKYMEHTOB rpaMMOOHHON 3anucK - maTepman HocuTens;

ansa oHOAOKYMEHTOB MarHUTHOW 3anncu - TUM MarHUTHOW NEHThI;

0N BUOEOAOKYMEHTOB - hopMaT 3anucy;

ansa poTo- n KUHOLOKYMEHTOB - chopMaT M OCHOBA NIEHKN, LIBETOoNepeaaya;

0N 9NEeKTPOHHbIX OKYMEHTOB - KOMMaKT-AUCK W/WUNWU ApYro COBPEMEHHbIN HOCUTENb.



5.4.2.4. YcnoBusi gocTyna K eauHunLam XpaHeHus/eanHuuam yd4eta n Ux UCNosib30BaHUSA BKITOYAOT
CBEOEHMSI O HanuuMu apxXMBHbIX AOKYMEHTOB, OOCTYM K KOTOPbIM W MOPSOOK WX WUCMOMb30BaHWSA
orpaHu4yeHbl 3akoHogatenbcTBOM Poccuiickon Pepepaumm unu  doHgoobpasoBatenemM, a Takke
CBeAEeHMs O HaNU4Mn NOAMMHHUKOB 0COB0 LieHHbIX JOKYMEHTOB, B TOM YMCME YHUKaIbHbIX JOKYMEHTOB, U
AokymeHToB ApxmBHOoro doHga Poccuickon depepaumm, HaxoOAaWMXCA B HEYOOBETBOPUTENBHOM
PU3MYECKOM COCTOSHUW; CBEAEHUSI O HanMyunm poHaa NONb30BaHMs; O A3blKe U BHELUHMX OCOBEHHOCTSIX
apXMBHbIX JOKYMEHTOB; 0 Hanudum HCA kK eanHuLe xpaHeHus/eguHuLe ydeTa.

5.4.3. OnucatensHas cTaTbs apXMBHOMO CNPaBOYHMKA HA YPOBHE apXMBHOIO JOKYMEHTA BKIOYaET:
3arofloBOK; CMpaBoOYHble AaHHble O HEM; yKasaHue Ha MOASIMHHOCTL/KOMUAHOCTL; BUA HOcuUTenst (Mnu
cnocob BocnpousBeaeHus); yCrnoBusa AocTyna v NCnonb30BaHus.

5.4.3.1. 3aronoBoK apxMBHOro AOKYMEHTa BKMOYAET: HaMMEHOBaHME BUOA apXUBHOIMO JOKYMEHTA;
aBToOpa; agpecaTta Unu KOppecrnoHAEeHTa, KOTOPOMY HarnpaBneH unm OT KOTOPOro MOMyvYeH AOKYMEHT;
BOMPOC WMnu nNpeameT, cobbiTve, akT, NMuo, Ha3BaHMe MECTHOCTU, K KOTOPbIM OTHOCUTCS cofepXXaHue
YyKa3aHHOro [OKyMeHTa; JaTty cobbiTus. B cnydae oTCcyTCTBUA HEOOXOAMMBIX CBEAEHWA B 3arofloBOK
BKMOYaeTcs nosicHsowas uHdopMaumsi: "aBTop He yctaHoBreH", "6e3 pgatbl". pn HeobxogumocTu
3arofioBOK [JOMOSTHAETCA aHHOTaLMen, pacKpbiBalOWEN He OTpaKeHHOe B 3arosfloBke CoaepXaHue
AaHHOTO JOKYMEHTa.

5.4.3.2. CnpaBoyHble faHHble 00 apXMBHOM AOKYMEHTE COCTOSIT U3 3IEMEHTOB apXMBHOro wndpa
(Homepa doHOa; HOMepa onucu fen, OOKYMEHTOB; HOoMepa eauMHWUbl XpaHeHus/eaunHWUbl Yy4eTa;
HOMepOoB NUCTOB); obbema (konnyecTsa NIMCTOB) apXMBHOMO AOKYMEHTA; AaTbl ero co3gaHus.

5.4.3.3. Ycnosusa goctyna K apxXvBHOMY AOKYMEHTY WM WCMONb30BaHUSA BKMOYAOT CBeAEeHMs O
HanNUuMM  OrpPaHUYEHMN Ha [JOCTYN WM OrPaHUYEHUM MO  WCMONb30OBaHWIO,  YCTAHOBEHHbIX
3akoHogartenbcTBoMm Poccuiickon ®epepauumn nnu poHagoobpasosarenem, a Takke o6 OTHECEHUN ero K
yncny ocobo LeHHbIX JOKYMEHTOB, B TOM YMUCIE YHMKANbHbIX AOKYMEHTOB, UMW LOKYMEHTOB APXMBHOIO
doHaa Poccuiickon depepaunmn, HaxogsaWMXcs B HEYAOBNETBOPUTESNTbHOM (OM3NYECKOM COCTOSIHUWU;
cBefeHus 0 HanuumMn oHAa Nosib30BaHUS; O A3bIKE U BHELLIHMX OCODEHHOCTAX apXMBHOTO JOKYMEHTA; O
BKMOYeHUn nHdopmMaumm o Hem B cuctemy HCA.

5.5. Mpn cosgaHnn HCA apxuB yunTbiBaeT He TONMbKO oOwme TpeboBaHMsi K COCTaBIIEHWIO
onuncaTternbHbIX CTaTell apXMBHbLIX CMPaBOYHWKOB, HO M OCOBEHHOCTW MOArOTOBKM UX KaXZoro tvna u
BMaa.

Onwuce gen, [OKYMEHTOB

KoHcynbTaHTlnoc: npyumeyaHue.

B odwumumancHoM TekcTe OOKYMEHTa, BMOAMMO, AOMNyLleHa onedvartka: MyHKT 6.4.2 B JOKyMeHTe
OTCYTCTBYET, MO BOMPOCY, KacalwLleMycsi onvcaTeNbHbIX CTaTel eQuHWL XpaHeHUs/eduHUL yyeTta, CM.
NyHKT 5.4.2.

5.5.1. Onucb aen, OOKYMEHTOB (apXMBHbIN CMAPaBOYHMK, MpedHa3HaYeHHbIM ANA pacKpbITUA
cocTaBa W COAepXaHus eguHWL XpaHeHus/eavHul, yyeTa, 3akpenneHuss Wux BHYTPUEGOHOO0BON
cuctemaTmsauum 1 yveta; npunoxeHns N 7 - 8) coctouT u3 onucaTtenbHbIX CTaTen eauHuL
XpaHeHus/egnHuy, yyeTa (cMm. n. 6.4.2), ntoroson 3anucu (cm. n. 3.5.6), nnucra-3aseputens (MpunoxexHue
N 3) n cnpaBo4HOro annapara K onucu.

B cnpaBoyHbIN annapat onucu pfer, AOKYMEHTOB BXOAAT: TUTYMbHLIA JUCT; coepXaHune
(ornaenexue), NpeancrnoBne; CNMCOK COKpaLLeHUI; NepeBoaHble Tabnuubl apXuBHbIX WNAPOB (B criyyae
nepepaboTkM onucK); ykasartenw.

Ha TuTynbHOM nucTe onucu Aen, AOKYMEHTOB NOMELLAloTCS: MOSTHOE Ha3BaHWe apxuBa, Ha3BaHue
N HOMep apXMBHOro (PoHAa, HOMEpP U Ha3BaHWE OMUCU, KpalHWe OaTbl BHECEHHbLIX B OMUCb apXMBHbIX
AOKYMEHTOB.

Mpegucnosue coctaBnseTcd N0 K Kaxgow onucw den, AOKYMeHToB, nubo obwee ko BCeM
onucsaMm apxvBHoro doHga. B npeamcnoBum KpaTko um3naralwTca uctopus oHgoobpasoBaTens u
apxuBHoro oHAa; aHHOTaUUs COCTaBa M CoAepKaHMs apXmMBHbIX JOKYMEHTOB (C BblaeneHvem Hanbonee
TUNWYHBIX TPYMN €AMHUL XpaHeHus/eaMHuy, yyeTa no ux Bugam 1M pasHOBUOHOCTAM, MO COAEPXKAaHWUIO);
COCTaB CnpaBoOYHOro annapata K onucu. [pu coctaBneHun OTAenNbHbIX NPeAnCIoBUA K KaXgon onucu
apxuBHoro ¢oHaa Bce oblwme gaHHble No uctopum oHOoobpasoBaTens u UCTopus apxvmBHoro oHaa
nomMeLlatTcs B NPeancioBumn K NepBon onnucu aen, AOKYMEHTOB.

Mpy Heo6x0QNMOCTU K ONUCK Aen, AOKYMEHTOB COCTaBMsAoTCA obLme 1 cneumanbHble ykazaTenu.

5.5.1.1. ApxvB B HEOGXOAMMbIX CIydasix OpraHn3yeT yCoBepLUeHCTBOBaHME 1 nepepaboTky onucen
Aen, JOKYMEHTOB.

YcoBeplueHCTBOBaHME ONWCKM  Aen, [OOKYMEHTOB - KOMMfekc paboT Mo  NOBbILEHWIO
MH(OPMATMBHOCTM OMUCK: YTOYHEHWIO 3arofioBKOB €AMHUL, XpaHeHusi/eanHul, ydyeTa (6e3 n3amMmeHeHus ux
cuctemaTmnsauum), CocTaBneHno HeobxoanMoro CnpaBoYHOro annapara K Ofmucu.

lMepepaboTka onucu pJden, OOKYMEHTOB - COCTaBfieHME HOBOM OMUCU B3aMeH CTapon, He
oTBevawollenn TpeboBaHMAM noucka M yyeTa apxvMBHbIX OOKyMeHTOB. [lepepaboTka onucu BKOYaeT:



n3ydyeHne eauHuL, XpaHeHus/eanHuL yyeTa ¢ NpPOBEAEHMEM 3KCMNepTUsbl UX LLEHHOCTU, YTOYHEHUEM WX
POHOOBOV MNPUHAANEXHOCTU; YTOYHEHWE WM COCTaBIIEHME 3arofioBKOB €OUHUL, XpaHeHus/eguHuy,
y4yeTa; onpeaernieHne UM yTodHeHue ux KpavHux Aat, nepecuctemMaTtusaunio eanHuL XpaHeHus/eauHnL,
y4yeTa Nno HOBOW CXEME CUcTeMaTM3auumn U cocTaBrieHMe HeobXo0aAMMOro CnpaBoOYHOro annaparta K Onmcu.
Mpn nepepaboTke onucu cocTaBnsieTcs nepeBogHas Tabnuua cTapbiX U HOBbIX apXMBHbIX LUINMGPOB
€OVHUL, XpaHeHus/eguHul, ydeTa. YHUUTOXEHME CTapbiX Onucer fAen, [OOKYMEHTOB Mocne Uux
nepepabotku 3anpeliaetcs. CTapble ONUCU YYUTHLIBAOTCSA MO HOBbIM OMUCAM Ha MpaBax OTAeNbHbIX
€ANHNL, XpaHEHNS N NOMELLATCS B KOHLLE HOBOW OMMCK 3a NOCregHUM HOMEPOM Nog CBOMM 3arofioBKOM
n c otmeTkon "Onuck nepecoctaeneHa. Cm. on. N ...".

MyTeBoguTenu

5.5.2. MNyTteBogutTenb (apXuMBHLIN CNpPaBOYHMK, cCOoAEepXXaluMi cBefeHus 00 apxMBHbIX boHAax
apxuBa (apxvBOB) B CUCTEMATM3MPOBAaHHOM BUAE W MpedHa3HaJYeHHbl O O03HaKOMIeHus
nonb3oBaTens C UX COCTaBOM W coAepXaHMeM) COCTOMT M3 OnMcaTerbHbIX CTaTel Ha YPOBHE apXMBHOIO
doHga (cm. n. 5.4.1) n cnpaBo4HOro annapara.

Bugamn nyteBogutens €ABMsSOTCA nyTeBoauTenb MO ¢poHOam apxvBa (apXMBOB); KpaTKUn
crnpaBoYHUK MO hoHAaAM apxmBa (apXvMBOB); TEMaTUYECKUA NyTeBOAMTENb NO hoHaam apxunBa (apxvBOB).
[MyTeBoaoMTeEnM NnogpasaensatoTcs Takke Ha apXuBHbIE (BHYTPUAPXUBHBIE) N MEXapPXUBHbIE.

Bug nyteBoanTens U cxema nocTpoeHUs onpeaensoTcs ero LeneBbiM Ha3HayeHneMm.

5.5.2.1. OcHoBHas YacTb nyTeBoaMTeNs no poHgam apxmea (apxmBOB) COCTOUT M3 onMcaTeNbHbIX
cTaTen apxuBHbIX (POHOOB MK rpynn apxmBHbIX hoHAOB. B nyTeBoamTens no doHaam apxmea (apxvBoB)
OOJIDKHbI BKIOYATBCS CBEAEHUSI O BCEX OTKPbITbIX apXuBHbIX boHAaax. HekoTopble apxuBHble hOHAbI
MOryT ObITb NPeAcTaBfeHbl B BUAE CNUCKA HEAHHOTUPYEMbIX apXUBHbBIX (DOHAOB.

5.5.2.2. OcHoBHasi 4acTb KpaTKOro crnpaBoyHMKa MO ¢poHOam apxvmBa (apXuBOB) COCTOUT U3
CUCTEMATU3MPOBAHHOIO MEepPeYHs onucaTernbHbIX CTaTel Ha apxuBHble (POHABI WM TPYMMbl aPXMBHbIX
¢oHaoB.

KpaTkne crnpaBoOYHMKM  MOOPA3AEnsiOTCSd Ha  aHHOTUPOBAHHbIE M HEAHHOTMPOBAaHHbBIE.
OnucartenbHaa ctaTbs B @HHOTMPOBAHHOM KPaTKOM CMpPaBOYHUKE COCTOMT M3 Ha3BaHWS apXMBHOTIO
doHAa co BceMMn nepenmeHoBaHuAMN hoHAoobpasoBaTens, CnpaBoOYHbIX AaHHbIX 06 apxMBHOM doHae
W  KpaTKOW aHHOTaUMM Ha apxmMBHble [OOKYMeHTbl 3Toro ¢oHga. OnucatenbHas cTathd B
HEeaHHOTMPOBAHHOM KpaTKOM CMpPaBOYHWKE COCTOUT M3 Ha3BaHWS apXMBHOrO (poHAa U CNpPaBOYHbIX
OaHHbIX O HEM.

5.5.2.3. OcHOBHada 4YacTb TEMaTUYECKOro NyTeBOANTENS NO hoHAaM apxmBa (apX1MBOB) COCTOUT U3
CUCTEMATU3NPOBAHHOIO MEPEYHsl onucaTerbHbIX CTaTen Nno onpefeneHHon TeMe Ha apxXuBHble POHAbI
UK KX YacTu.

5.5.2.4. B cnpaBo4HblA annapaT nyTeBoauTenst noboro BuAa BXOAAT TUTYMbHbLIA JIUCT,
cogepxaHve (ornaereHuwe), npeaucrioBMe, CMAMCOK COKPaLLeHWW, MpunoxeHus, ykasatenun. K
nyTeBOAUTENNIO cocTaBnsieTcsa obwasn bubnuorpadus.

B MHOrOTOMHBIX U3gaHUsAX NyTEBOOAUTENEN COCTaBMSETCA CMNpaBOYHbIA annapaT Kak Ansi BCEro
n3gaHus B LEeNoMm, Tak U Anst oTAeNbHbIX TOMOB.

KaTtanoru

5.5.3. Katanorn (MexdoHOOBblIE apXUBHbIE CMPaBOYHWMKW, B KOTOPbIX CBEAEHUS O COAepXKaHuu
apXuBHbIX (POHAOB, €AMHUL, XpaHeHUs/eAMHUL, y4eTa, apXMBHbIX OOKYMEHTOB (MMM MX YacTeun) apxusa
CrpynnupoBaHbl No npeametramM (TemMam, oTpacnsaM), pacnofioXeHHbIM B COOTBETCTBUM C ONpeaeneHHon
CXeMOW Knaccudukauum OOKYMEHTHOW MHdopmauun) obpasyloT cucTeMy kaTtanoroB apxuea. CocTtas
CUCTEMbl KaTanoroB apxvea oOnpefenseTcs COCTaBOM W COAEpXaHWeM apXuBHbIX [OKYMEHTOB;
WHTEHCMBHOCTbIO WX WCMONb30BaHUSA; CTeNeHbld pa3paboTaHHOCTM apXMBHbIX (DOHAOB; HanMyMem K
KayeCcTBOM ApYrnx TUMOB apXMBHbIX CpaBoOYHMKOB. OCHOBHbLIMW B CUCTEME KaTarioroB apxvea siBNSAOTCA
cucTeMaTU4ecKUii 1 UMEHHOW KaTarnoru.

Katanorn nogpasgensTcs Ha cucTemaTuyeckue, TemaTuyeckme M MX pasHOBMAHOCTU (KaTamoru
Nno MCTOPWUM YYPEXOAEHUN, agMUHUCTPATUBHO-TEPPUTOPUANBHOrO AeNneHus U Ap.), npegmeTHble U ux
pas3HOBMAHOCTU (UMEHHON, reorpaduyeckuin, OGbEKTHBIN).

OnucartenbHasa ctaTbd KaTanora BKOYaeT: Ha3BaHMe apxvBa; MHAEKC; pybpuky v nogpybpuky;
AaTty cobblTvsi; MecTo COObITWSA; CBedEHVMS U3 apXMBHOrO AOKYMEHTa, €AMHWUblI XpaHeHus/eauHuubl
yyeTa, apxumBHOro poHaa (cogepxaHue); apxuBHbil wWKdpP; A3blk OOKYyMEHTa W cnocob ero
BOCMpounsBeaeHns; hamununio CocTaBUTENs 1 AaTy COCTaBMEHNsI onucaTernbHON CTaTby.

[ns ycTtaHoBneHWs CBA3WM MexAy pasgenaMu Kartanora unu pasfernoB Katanora ¢ Apyrumu
apXUBHLIMW CMPaBOYHMKaAMN NPUMEHSAETCS CUCTEMA OTChISTOK.

Ykazatenu u o63opbl



5.5.4. VYkasatenu (apxvBHble CNpaBOYHUKW, NpeAcTaBnswowme cobon  andasBuTHblE,
cucTeMaTM4YeckMe WM COCTaBIiEHHbIE MO  KakoMy-Mbo MHOMY MpU3HAKy MepeyHyn HasBaHWi
(HaumeHoOBaHWIN) NPeaMeToB, YNOMUWHAEMbIX B apXMBHbIX OOKYMEHTax, C YyKa3aHWeM WX apXUBHbIX
WwndpoB) NoApasdensitoTca Ha BHYTPUAOHOOBLIE, MEX(OHOAOBbIE, MEXapXUBHblE, a TakKe Ha
TemaTuyeckue, npeaMeTHble (obwme UK cneumanbHble), XpoHonorMdeckue. PasHoBMAHOCTAMM
npeamMeTHOro ykasaTens aBnsiTcs UMEHHOWN 1 reorpadnyeckuin ykasatenu.

Ykazatenu mMoryt 6biTb CaMOCTOATENbHBIMU apXMBHbIMUK cripaBoyHukamn B cucteme HCA apxumBa
UnNn BXOOAWTb B COCTaB BCMOMOraTerlbHOro CrnpaBOYHOro annapata K APYrMM  Tunam  apXuBHbIX
CNpPaBOYHUKOB.

OnucatenbHas cTtatbs ykasatens nwoboro Buaga COCTOUT M3 NPegMETHOro MoHATUA (pybpukn) m
apxvMBHOro Lwmndpa.

B ykazaTene npvmMeHsieTca cMcTemMa OTCbINOK ANS YCTaHOBMNEHUS CBA3EW MeXAY TOXOAECTBEHHbIMU
NpeaMETHbIMU NMOHATUSIMMU.

5.5.5. O630pbl (apxvBHble CMNPaBOYHUKW, BKMYAKOLWMNE CUCTEMATU3NPOBAHHbIE CBEOEHUS O
COCTaBe W COAepXaHWM OTAENbHbIX KOMMIIEKCOB apXMBHbIX [JOKYMEHTOB, [OMOJSIHEHHbIE WX
WCTOYHMKOBEOYECKMM aHann3om) nogpasgensiorcs Ha 063opbl hOHAOB 1 TemaTnyeckme o630psbl.

O630p dhoHaa BKkMNOYAET CMCTEMATU3MPOBAHHbLIE CBEAEHMS O COCTaBe M COOEpPXXaHUU apXUBHbIX
OOKYMEHTOB OJHOIO apXUBHOro dhoHaa.

TemaTtuyeckmn 0630p BKIHOYAET CUCTEMATU3MPOBAHHBIE CBEOEHWS O COCTaBe M COAEepXKaHuu
apXMBHbIX AOKYMEHTOB OAHOr0 WNWU rpynnbl apXMBHbIX (POHOOB OOHOMO MM HECKOSMbKUX apXMBOB MO
onpegerneHHon Teme.

B cnpaBouHbln annapat o630pa BXOOAT TUTYMNbHbLIA MWCT, cogepXaHue (ornasreHue),
NnpeauvcrnoBne, CNMCOK COKpalleHun, yka3atenu. K Tematndyeckomy 0630py AOMKHbI ObITb COCTaBMEHbI
CnMcokK oHAO0B, MHOPMaLMS O KOTOPbIX CoAepuTcs B 0630pe, 1 bubnuorpadgumsa no Teme ob3opa.

ABTOMaTun3mpoBaHHbIn HCA

5.6. ApxuBHble CMpaBOYHWKM MOTyT BECTUCb B apxuBe B aBTOMATU3MPOBAHHOM peEXMME,
obecneymnBaLLeM BO3MOXHOCTM OMepaTMBHOIO WM MHOroOacrnekTHOro nowcka W npeacTaBneHns
AOKYMEHTHON MHdopmMaumm (B TOM YUCIe B peXnMe yaaneHHoro goctyna).

WHdopmaumoHHoe  HamonHeHwe  aBTomaTmampoBaHHoro HCA  coctaBnseTr  copepxaHue
onucaTternbHbIX CTaTbel apXMBHbIX CPaABOYHMKOB Ha ypoBHe apxmBHOro doHda (cMm. n. 5.4.1), eanHuubl
XpaHeHus/egnHuubl ydeTta (cM. n. 5.4.2), apxmBHOro gokymeHTa (cMm. n. 5.4.3), a Takke KrnoyeBble CrnoBa
n pybpukaTtopbl.

O6sA3aTenbHbIMM  BUAAMU KIOYEBbIX CIOB (TEPMMHOB, XapakTepusylwmx B 00OOOLLEeHHOM w
cXaTOM BMAE COAepXaHuwe onucaTtenbHblX CTaTbell apXuBHbIX CNPaBOYHUKOB) MpW  BedeHWUM

aBTomaTmsmpoBaHHoro HCA 4gBnsioTca: "rematuka", "nepcoHanun", ‘"reorpacgus". B cnydae
HeoOXOAMMOCTM MOTYT CO3[4aBaTbCA ApYyrve BUAbI KIOYEBbLIX CIOB.
PybpukaTopbl - cuctematudeckme u TeMaTUYECKMe CXeMbl MOHATUA C  UHAEeKcamu Ans

CTPYKTYPUPOBaAHNS U Noncka AOKYMEHTHOW MHopMauumn B aBTomaTusnposaHHom HCA.
®dopMbl UICNONB30BAHUSA apPXMBHbBIX JOKYMEHTOB

5.7. OcHOBHble HOpPMbl MCMNOMNb30BaHNSA apXMBHbIX AOKYMEHTOB (NpedoCTaBneHusl apxXvBOM
6e3B03Me34HO MMM BO3ME3AHO MONb30BaTEN0 MH(POPMALMOHHBIX YCAYr U MHPOPMALMOHHbBIX NPOAYKTOB
ANS yAOBNEeTBOPEHNSA ero MHOOPMaLMOHHBIX MoTpebHoCcTen):

nHdopmaumoHHoe obecneyeHne nonb3oBaTenel B COOTBETCTBMM C UX 3anpocaMu, a Takke B
WHULMaTUBHOM MOpSaKe;

npefocTaBrieHne apXuBHbIX JOKYMEHTOB Morb3oBaTensM B YuTarbHOM 3are apxvBa;

3KCMOHMPOBaHUE apXMBHbLIX JOKYMEHTOB Ha BbICTaBKax;

MCMnornb3oBaHe apxmMBHbLIX JOKYMEHTOB B CpeAcTBax MaccoBon MHdopMaLmnuy;

npoBeAaeHne MHPOPMALMOHHBIX MEPONPUATUI (BCTPEY C 0OLLECTBEHHOCTBIO, 3KCKYPCUIN B apXUBhI,
npeseHTauun, AHEeNn OTKPbITbIX ABepen, Nekunin, OoKNanoB, YCTHLIX KypHAaroB, KOHMEepeHUNn, ypoKoB
ANsi CTYAEHTOB U LWKOMbHWKOB U Ap.) C UCMOMb30BaHNEM apXUBHbIX JOKYMEHTOB;

nybnukaunst apxXmBHbIX JOKYMEHTOB.

5.7.1. 3anpochl, nocTynatoLme B apxuBbl, MOAPA3AENAIOTCH Ha:

3anpockl 0 NpeAocTaBneHMn nHgopmaumn No onpegeneHHon npobneme, Teme, cobbITUO, aKTy
(TemaTuueckme 3anpocbl). Pa3HOBMAOHOCTbIO TemaTU4eCcKMX 3amnpocoB sBMSOTCS Ouorpaduyeckme
3anpocbl, MO KOTOPbIM YCTaHaBMMBAKOTCS CBeAEeHUsl, HeobxoauMble ANs W3YYEHUS KUSHU W©
AeATENbHOCTU KOHKPETHbIX NuL,;

3anpocbl O npedocTaBneHMn UWHdopmauun, HeobxoaMMOW Ans  YCTaHOBMEHWA pPoACTBa,
POLCTBEHHbIX CBA3eN ABYyX unu 6onee nvu, NCTopun ceMby, poda (reHeanormyeckme 3anpochl);



3anpocbl, CBsI3aHHble C COLUManbHOW 3alMUTOM rpaxkdaH, npegycmaTpuBaloline MX MEeHCUOHHOoEe
obecrneyeHne, a Tawkke MOSyYeHUEe JIbroT M KOMMEHCauui B COOTBETCTBUM C 3aKOHOOATENbCTBOM
Poccuiickon ®degepaumm n MexagyHapoaHbiMu obsisaTenbctBamu Poccuiickonn ®epepauunm (3anpochl
coumanbHO-NMPaBoOBOro xapakrepa).

5.7.2. B uenax HacTosAwwmx MNMpaBun Ncnonb3yoTcs cregyowme NoHATUS:

apxvMBHasi cnpaBka - [OOKYMEHT apxuBa, COCTaBIIEHHbI Ha OnaHke apxuBa, MWMELWUN
OPUONYECKYI0 CUNY U coaepXXalni AOKYMEHTHYIO MHOpMauuio O npegMeTe 3anpoca C ykasaHuem
apXMBHbIX WMEHPOB N HOMEPOB NMUCTOB €AMHUL, XPaHEHUS1 TeX apXMBHbIX OOKYMEHTOB, Ha OCHOBaHWUU
KOTOPbIX OHa COCTaBIEHA;

apxvMBHas KOMUA - AOCMOBHO BOCMPOM3BOAALLAA TEKCT apXMBHOrO AOKYMEHTa KOMUSA C yKa3aHWeM
apXMBHOTO LWNgpa 1 HOMEPOB NIUCTOB eANHULIbI XPaHEHUS, 3aBepeHHas B YyCTAHOBMNEHHOM MOPSAKE;

apxvMBHas BbINMCKa - [JOKYMEHT apxuBa, COCTaBMEHHbI Ha 6naHke apxuBa, [OOCMOBHO
BOCMPOM3BOASALLMA YacTb TEKCTa apXMBHOrO [AOKYMEHTA, OTHOCALMIACS K onpeaeneHHoMy dakTy,
cobbITUIO, NNLY, C yKasaHMeM apXMBHOTO Wndpa 1 HOMEPORB JIMCTOB eANHULIbI XPaHEHUS;

MHOpMaLMOHHOE NMUCBMO - MUCbMO, COCTaBIIEHHOE Ha OnaHke apxMBa Mo 3anpocy Nnofib3oBaTens
UIn No MHMUMATMBE apXmnBa, coaepxalliee MHpOpPMaLMIO O XPaHSALLUXCS B apXUBE apXMBHbIX JOKYMEHTax
no onpezgeneHHon npobneme, Teme;

TEMaTMYECKMA MepedeHb apXMBHbIX [OOKYMEHTOB - CMCTEMATM3UPOBAHHbLIA KpPaTKUN UMK
@HHOTUPOBAHHbIA MepeYeHb 3arofioBKOB apXUBHbIX LOKYMEHTOB, €AMHUL, XpaHeHus/eguHuy ydeTta no
onpefeneHHon TemMe C yKasaHMeM MWX JdaT W apxvBHbIX LWMAEPOB, COCTABMEHHbIN MO 3anpocy
nonb3oBaTens UM no MHUUMaTUBE apXxmBa;

TemaTtumdeckasi nogdopka Konuim apXmMBHbIX JOKYMEHTOB - CUCTEMATU3NPOBAHHBLIA KOMMMEKT KOMWN
apXMBHbIX JOKYMEHTOB UMK MX YacTew NO onpenerieHHON Teme, NoAroTOBMEHHbIN apXMBOM MO 3anpocy
nonb3oBaTtensa WM MO MHMUMATUBE apxmBa. TemaTuyeckas noadopka BKMAYAET TUTYINbHbLIA JIACT,
TEMaTUYECKUI NepedeHb apXUBHbLIX AOKYMEHTOB U NPU HEOOXOANMOCTU UCTOPUYECKYIO CMPaBKy No TEME;

TeMaTn4ecKknii 0630p apXMBHbLIX JOKYMEHTOB - CM. M. 5.5.5.

HODHAOK MCNoJiHeHnA 3anpocos nonb3oBaTenemn

5.8. 3anpoc nonb3oBaTens paccMaTpuBaeTCa M UCMONHAETCA apXMBOM MpU HanMyuu B 3anpoce
HaVMEHOBaHUS IPUANYECKOro nuua (ans rpaxgaH - haMunmm, MMeHW 1 OT4eCTBa), MOYTOBOro W/Mnn
SMNEeKTPOHHOr0 ajpeca nonb3oBaTens, YykasaHus Tembl (BOMpPOCa), XPOHOMOrMM 3anpaluvBaemMown
WHopmaunn.

3anpoc nonb3oBaTens paccMaTpuMBaeTCs pPYKOBOACTBOM apxvBa UMW  YMOFHOMOYEHHbIM
AOMKHOCTHBIM FIMUOM (MnvuamMm), HanpaBnseTcs Ha MCMOoNHeHMe B COOTBETCTBYIOLIME MoapasaeneHuns
UNM HenocpeacTBEHHO MWCMOMHUTENO U UCMOMHAETCA MO apXMBHbIM OOKYMEHTam W/unu nevaTHbIM
N34aHMAM, OTHOCALWMMCA K MpeaMeTy 3anpoca.

3anpoc, He OTHOCALUMIACA K COCTaBY XPaHSALMUXCHA B apXvMBe apXMBHbIX JOKYMEHTOB, B TeueHue 5
AHEe C MOMeHTa ero perncrtpaumu HanpasfseTcs B OPYrol apxvMB WM OpraHv3auumio, rae XpaHaTcs
HeobXoaMMble apXuBHble AOKYMEHTbI, C yBedomrieHueMm o6 3TOM Monb3oBaTens, MM nonb3oBaTento
AaeTcs COOTBETCTBYIOLASA pekoMeHaaLms.

Mpu noctynneHun B apxmB NHTepHeT-06palleHns (3anpoca) nonb3oBaTens C ykasaHueM agpeca
3MNEeKTPOHHOW NOYTbI W/MAM NOYTOBOrO agpeca emy HanpaBnseTcd yBedoMIeHne o npueme obpalleHuns
(3anpoca) Kk pacCMOTPEHMIO UNU MOTMBUPOBAHHbLIN OTKa3 B paccMOTpeHun. NpuHAToe K pacCMOTPEHMIO
obpalleHne (3anpoc) pacneyaTtbiBaeTcd, U B AanbHenwem pabota ¢ HAM BeAeTCs B YCTaHOBMEHHOM
nopsiake.

OTBeT Ha 3anpoc nonb3oBaTtens gaeTcs Ha rocyaapcTBeHHOM A3blke Poccuiickon ®epepauun.

ApXuB OCYyLLECTBRSeT MpueM rpaxaaH B NPMEMHON WM CTOMe CrpaBoOK W BedeT WX yyeT Mo
yCcTaHOBMeHHON hopme. PyKOBOACTBO apxmBa HeceT NNYHY OTBETCTBEHHOCTb 3a OpraHvM3aumio npuema
W pacCMOTPEHMS 3aMpoCoB rpaxaaH.

5.8.1. TemaTnyeckmin 3anpoc rocygapCTBEHHOro opraHa WUnu opraHa MeCTHOrO CamoyrpaBneHus,
CBSA3aHHbIN C UCMOMTHEHMEM UMW CBOMX (PYHKLIMI, apXvMB paccmaTpuBaeT B NepBooYepeaHOM nopsigke B
YCTaHOBIMEHHbIE 3aKOHOOATENbCTBOM NMOO B COMMacoBaHHble C HUMM CpPOKW. WcnonHeHue Takoro
3anpoca ocyliecTanseTca Ha 6e3803mMe34HON OCHOBE.

VicnonHeHve TemaTuyeckoro 3anpoca OpraHuM3auumvM Unu rpaxgaHvHa opraHu3yeTcsa B nopsiake
OKasaHusa nnaTHbIX yCnyr (B TOM 4Mcre Ha OCHOBe goroBopa) unv 6e3so3mesgHo. Cpoku M CTOMMOCTb
paboT NoO WCMOMHEHWI0 YKa3aHHOro 3anpoca B MpedBapuTENbHOM MOps4Ke COrnacoBbiBAOTCA C
nonb3oBaTenem.

Mpn HeobxogumocTu npoBedeHnss obbeMHOoW paboTbl MO MOUCKY M KOMMPOBAHWIO apXUBHbIX
[AOKYMEHTOB apXuB NMCbMEHHO M3BeLLaeT Nofib3oBaTens O NPOMEXYTOYHbIX pesynbTaTtax paboTel. Bua
WHOPMAUMOHHOTO  AOKYMEHTa, MOAroTaBfMBAEeMOro apxvBOM MO  3anpocy Monb3oBaTtens,
COrnacoBbIBAETCSA C HUM, ecrnv 06 3TOM He yKka3aHo B 3anpoce.



5.8.2. eHeanornyeckmin 3anpoc Nonb3oBaTensa apxXuB UCMOSHSET B NOpsAKe OKasaHus nraTHbIX
ycnyr (B TOM 4Yucrne Ha OCHOBE [0roBopa). YKas3aHHbIW 3arnpoc MOXET WCMOMHATLCA Kak B OTHOLUEHWU
3a9BUTENS, TaK U B YCTAHOBITEHHOM NOPSiAKE B OTHOLLUEHUW APYTrvX fny,

WHdopMaumsa nonb3oBaTento NnpeacrtaBnseTcs B popMe pogoCcrioBHOMO ApeBa, reHeanornyeckomn
poCnMCK, reHearnornyeckon Tabmnuvubl UM apXMBHBIX CMPaBOK, apXMBHBIX BbIMWCOK, KOMWA apXUBHbIX
AOKYMEHTOB, YCTaHaBIMBAKLLNX POACTBEHHbIE CBA3U. [Mpn OTCYTCTBMU BO3MOXHOCTEN MO UCMOMHEHUIO
reHeanorMyeckux 3anpocoB apxMB PEKOMeHAyeT Monb30oBaTentd MPOBOAUTL CaMOCTOSTENbHbIA MOUCK
WHTEpEeCYIoLLEN ero MHdopmaLum reHeanorM4eckoro xapakrepa B YitTanbHOM 3ane apxusa.

5.8.3. 3anpoc couunanbHO-NPaBOBOro Xxapakrepa UCMOSHAETCS apXMBoM 6e3B03ME3aHO.

Cpok ncnonHeHns 3anpoca coumanbHO-MPaBoOBOro XxapakTepa B apxuse He JormkeH npesbiwath 30
OHen ¢ MOMeHTa peructpauum 3anpoca. C paspelueHms pyKkoBOACTBa apxmBa 3TOT CPOK MOXeT BbITb npu
HeobxooMMOCTU NpoaneH ¢ obsasaTtensHbiM yBegomreHnem 06 aTom nonb3oBatens. Cpok MCNONHEHUs
3anpoca no HCA apxuBa - He 6onee 15 gHel C MOMEHTa ero permcrpauuu.

Mpn mcnonHeHMM MOBTOPHOrO 3anpoca CcoumaribHO-NPaBOBOrO XapakTepa Wn COCTaBfeHMMU Mo
npocbbe NoOnb30BaTens apXMBHOW CMNpaBKW, aHanorM4yHoOW paHee BblIOAHHOW, apxuB MpoBepsaeT
COOTBETCTBME CBEAEHWN, BKIIOYEHHbIX B 3Ty CMpPaBKy, TEM, KOTOPbIE UMEIOTCH B apXMBHbIX AOKYMEHTAaX,
N B cny4ae obHapyXeHUs JOMOSNHUTENbHbLIX CBEAEHMI BKITIOYAET UX B MOBTOPHO BblAABAEMYH apXMBHYHO
crpaBky.

OdopMneHne apxmBHbIX CNPaBoK,
APXMBHbIX BbIMUCOK Y apXMBHBIX KOMWIA

5.9. ApxuBHasi crnpaBka M apxuBHasi BbINMMCKA COCTaBMAKTCA C 0OO3HAYEeHMEM Ha3BaHUSA
MHOPMaLIMOHHOIO AOKYMeHTa "ApxmnBHas cnpaska”, "ApxuBHas Bbinmcka".

(B pea. MNpukasza MunkynbTypbl PO ot 16.02.2009 N 68)

5.9.1. Tekct B apxuBHoMm cnpaeke (npunoxeHne N 13) paetca B XPOHONOTMYECKOM
nocnefoBaTenbHOCTU COObLITUIA C YyKasaHWMEM BMAOB apXMBHbIX AOKYMEHTOB M WX daTt. B apxuBHOR
crnpaBKke AonyckaeTcsl LUTUPOBaHUE apXMBHbIX JOKYMEHTOB.

HecoBnageHne OTAENbHbIX AaHHbIX APXUBHbIX LOKYMEHTOB CO CBEOEHUSMM, W3IOXEHHbIMA B
3anpoce, He SBNAETCHA NPEnsiTCTBUEM [AM1S BKMOYEHUS MX B apXMBHYK CMpaBKy Mpu YCNOBWMW, €Cnuv
COBMageHne BCeX OCTarnbHbIX CBEAEHWI HE BbI3bIBAET COMHEHWI B TOXAECTBEHHOCTM Nuua unm ¢akTos,
O KOTOPbIX FOBOPUTCS B apXMBHbIX JOKYMEHTax. B apxXxuBHOI cnpaBke 3TW AaHHble BOCMPOM3BOAATCH TakK,
KaK OHW U3NOXEHbl B apXMBHbIX JOKYMEHTax, a pacXOXAeHWsl, HECOBMAAEHMS U HETOYHbIE€ Ha3BaHWs,
OTCYTCTBME MMEHU, OTYECTBA, MHMLMANOB UMW Hanu4ne OAHOro M3 HUX OroBapMBAalOTCH B TEKCTE CnpaBKu
B ckobkax ("Tak B gokymeHTe", "Tak B TekcTe opurnHana").

CeepeHua o pabote, yyebe B HECKOSMbKMX OpraHvM3auusix, y4eOHbIX 3aBEAEHUSIX BKIOYAKTCS B
O[HY apXMBHYIO CMPaBKY.

B npumevaHuax MO TEKCTy apXUBHOW CMpaBKM OroBapvBalTCs Hepas3bop4yMBO HanMCaHHbIE,
ucnpaBfieHHble aBTOPOM, HE MoadarLumecss NPOYTEHUIO BCMEACTBME MOBPEXOEHMSA TEKCTa opurnHana
mecTa ("Tak B TekcTe opurnHana”, "B TekcTe Hepasbopunso").

B TekcTe apxvMBHOM CMpaBKM He [JOMyCcKalTCs W3MEHEHWs, WCNPaBIieHWUsi, KOMMEHTapum,
cobCTBEHHbIE BbIBOALI MCMOMHUTENSA MO COOEPXaHUI0 apXMBHbIX OOKYMEHTOB, Ha OCHOBAHWW KOTOPbIX
COCTaBneHa apxvMBHas crnpaBka.

B KOHLIe apXUBHOWM CnpaBku NPUBOLATCA apXMBHbIE LUMAPbI 1 HOMEpPA JIMCTOB €4UHUL, XPaHEHUsI
apXMBHbIX JOKYMEHTOB, NeYaTHblE U30aHUs, NCMOMb30BaBLUNECH AN COCTaBEHUSA apXMBHOW cnpaBku. B
TEKCTE apXMBHOW CMpaBKu OOMycKaeTCcs NpOCTaBreHMEe apXMBHbIX LUMGPOB 1 HOMEPOB NIMCTOB €OUHUL,
XPaHEeHWs apXMBHbIX AOKYMEHTOB Cpa3y NMocrie U3NoXeHUst Kakaoro pakra unm cobbitus.

B apxvBHOW cnpaBke, 06beM KOTOpPOW MPEBbIWAET OAWH NUCT, JIUCTbl AOMKHbI ObiTb NPOLIKMTHI,
NPOHYMEPOBaHbl W CKPENNeHbl MnevyaTbio apxvBa (N8 MyHMUMNANbHOTO apxuBa, He SIBNSAKLLErocs
HOPUANYECKMM FTMLOM, - NeYaTbio OpraHa MeCTHOrO CaMOynpaBreHns).

ApxvBHas crnpaBka, MpegHasHavyeHHas [Ans  UCMNOMNb30BaHWs Ha TeppuTopun Poccuickom
dPepepaummn, noanNUCbIBAeTCs PYKOBOACTBOM apxumBa, W 3aBepsdeTca Mevyatbio apxuBa (ans
MYHULMMANbHOIO apxuBa, He SABMSKLWErocs HPUOUYECKMM IMLOM, - Me4vyaTbld opraHa MeCTHOro
camoynpaBneHus). ApXMBHasa cripaBka, NpeAHasHa4YeHHas aAng HanpaeneHus 3a pybex, NoAanMcbiBaeTcs
PYKOBOACTBOM apxuBa W 3aBepsieTcss repboBov nevyaTblo (AN  MYHMUMNANbHOrO apxmBa, He
ABNAOLLErocs FOPULANYECKMM NTULIOM, - MeYaTbl OpraHa MeCTHOrO camoynpaBrieHuns).

(B pea. MNpukasa MuHkynbTypbl PO ot 16.02.2009 N 68)

Mpn HeobXxoouMOCTM K apXMBHOW CMpaBke MpUMaralTcs KOMUW apXMBHBIX [OOKYMEHTOB WU
BbIMUCKM U3 HUX, NOATBEPKAAOLLME CBEAEHUS, U3NOXKEHHbIE B apXMBHOW CNpaBkKe.

ApxuBHbIE CnpaBKKW, HanpasnseMble B rocygapcTsa, noanucaslume [Faarckyto KoHBeHuuo 1961 ., B
COOTBETCTBMM C KOTOpOM He TpebyeTcs KOHCynbckas neranusauusa oduumanbHbIX [OOKYMEHTOB,
3aBepPSOTCA MPOCTABMEHMEM W 3arofIHEHWEM ChneumanbHOro wTamna - anoctuns. Ha apxuBHbIx
crnpaBKkax nMNpPOCTaBMnsieTCA W 3anonHAeTcsa  Hagnexawumm obpasom  anocTuib  PyKOBOACTBOM



BbILLIECTOALLEro YNOSTHOMOYEHHOr0 OpraHa WCMNONHUTENbHOW BNactTu B cdepe apxuBHOro pena.
AMocTunb He npOCTaBMSAETCA Ha apXMBHbIX CrpaBkax, MpefAHasHa4YeHHbIX ANs HanpasneHus B
rocyaapcrtea, ¢ KoTopbiMn Poccunckaa ®depepaums 3aknioumna AOroBopbl O NPaBOBOW MOMOLWM U
NpaBOBbIX OTHOLUEHWUSAX MO rPaxdaHCKMM, CeMENHbIM M YronoBHbIM JeraM, a Takke B rocygapcrsa -
yyactHukn CHI, nognucasBwwue CornaweHue o npuHUMnax u ¢opmax B3aMMogencTsus B obrnactu
UCNONb30BaHUA apxMBHOW WMHGOPMAaLMK, UNU C KOTOPbIMU WMEKTCA OBYCTOPOHHWE cornaleHus o
COTpyOHNYeCTBE.

[Mpn oTcyTCTBUM B apxmBe apXMBHbIX AOKYMEHTOB, HeobXoAMMbIX ANS UCMONHEHMs 3anpoca, Ha
BnaHke apxuBa COCTaBnsieTCa OTBET, MOATBEPXKOAIOLLMN HENONHOTY COCTaBa apXUBHbIX AOKYMEHTOB MO
Teme 3anpoca. NMpn HeobXxoaANMOCTN OTBET MOXET ObITh 3aBepeH repboBor nevaTbio.

B cnyyae gokymeHTanoHO NoATBEPXAEHHbIX (PakTOB yTpaTbl apXUBHLIX JOKYMEHTOB, COAEPKaLLMX
3anpalivMBaemMble CBEAEHWs, apxvB BblOaeT CrpaBky MO AaHHOMY BOMpOCY, Npu HeobxoammocTu
3aBEpPEHHYI0 NevyaTbio apxuea.

5.9.2. B apxvBHOI BbINMUCKe Ha3BaHWE apXMBHOIO AOKYMEHTa, ero HoMep 1 JaTta BOCNpomnsBoaaTcs
NOMHOCTbIO. M/3BneyeHnsMM wun3 TEKCTOB apxMBHbIX [OKYMEHTOB [AOIDKHbI ObiTb WcYepnaHbl Bce
uMeroLmneca AaHHble No 3anpocy. Havano n KoHeu, KaXaoro M3BredYeHus, a Takke NponycKn B TEKCTe
apXUBHOMO AOKYMEHTa OTAerNbHbIX CroB 0603Ha4YatoTCA MHOTOTOUYNEM.

B npumMeyvaHusix K TEKCTY apXMBHOW BbIMUCKW OenatTcs COOTBETCTBYHOLLME OrOBOPKU O 4acTaX
TeKcTa opurmHana, Hepa3bopumBo HaMWCaHHbLIX, UCNPABMEHHbLIX aBTOPOM, HE MOAAAIOLLMXCH NPOYTEHNIO
BCNneacTBMe noBpexaeHnsa tekcta un T.4. OTAenbHble CnoBa U BblpaXeHUs opuriHana, Bbl3bliBatoLme
COMHEHMS B UX TOYHOCTM, OroBapmBaloTCsl crioBamu "Tak B TekcTe opurumHana”, "Tak B OOKymeHTe".
[Mocne TekcTa apXMBHOW BbINWCKN YKa3biBAOTCS apXMBHbIN WMAP M HOMEpa NMCTOB eAnHULbI XpaHeHns
apXUBHOMO AOKYMEHTA.

AYTEHTUYHOCTb BblJaHHbIX NO 3anpocaM apXMBHbIX BbIMUCOK YOOCTOBEPSEeTCA MNOAMUCHI0
pyKOBOOWUTENSA apxvBa WNW  YMOMTHOMOYEHHOINO0 [OOJMKHOCTHOIO fvua W neyatblo apxvBa (ons
MYH/LUMNANbLHOrO apxuBa, He 4ABMSOLWErocs puaudeckum InuuoM, - fnedvyaTbld opraHa MeCTHOro
camMoynpaBreHuns).

5.9.3. Ha obopoTe ka)kgoro nucta apxmuBHOW KOMMKM NPOCTaBNSATCA apXMBHble WNpbl 1 HoMepa
NNCTOB eaUHUL, XpaHEHUS apXMBHOMO AOKYMeHTa. Bce nncTbl apXMBHOWM KOMUM CKPENnATCA U Ha MecTe
CKPEMMEHNs1 3aBepsalTca MevaTblo apxmBa W NOAMUCHIO €ro PyKOBOAUTENSA WM YNONHOMOYEHHOro
AOMKHOCTHOro nuua. ApxuBHasa Komus, npegHasHadyeHHas Ans HanpaeneHus 3a pybex, 3aBepsetcs
repboBoOI NeyaTbio 1 NOAMNUCHI0 PYKOBOAMTENS apXuBa.

5.10. ApxmBHas cnpaska (npunoxeHune N 13), apxmBHasa BbINMCKa, apXMBHAs KOMWUS U OTBETbl Ha
3anpochbl BbICHINAKTCA NO NOYTE NPOCTLIMN MUCbMaMMW.

ApxvBHas cnpaska, apx1MBHas BbINMCKa W apXMBHas KONus, npegHasHavyeHHble AN HanpaBneHus B
rocygapctBa - yyacTHukum CHI, Bknoyass oTBeTbl 00 OTCYTCTBUM 3anpaliMBaeMbIX CBeOEeHUN,
BbICbINAKTCA apXMBOM HernocpeacTBEHHO B agpeca 3aasBuTenen.

ApxuBHas cripaBka, apxvMBHas BbINMCKa N apXUBHas Konus, NpegHasHayYeHHble AN HanpasneHus B
rocygapcrea, He sBnswowmecs ydactHukamu CHIT, Bkniovasi oTBeTbl 00 OTCYTCTBUM 3arnpalivBaeMmbix
cBefleHun, ogopMNATCA W BMeCcTe C 3anpocamu (aHkeTamu, INUYHbIMU 3asiBNEeHUSMU U T.M.)
HanpaBnsalTCA apxXMBOM B COOTBETCTBYIOLMA deaepanbHbIn opraH MWUCMOMHUTENbHOW BRactu B
yCTaHOBMEHHOM Nopsiake.

ApxvBHas cnpaBka, apxXxuBHas BbINMCKa W apxmBHAs KOMWS B criydae nmM4HOro obpalieHus
rpaxgaHuHa WnuM ero AOBEPEHHOro nvua B apxvB BblAAKOTCA eMy MOA pacnucky nNpu npegbsiBhieHum
nacrnopta WNu WHOTO YAOOCTOBEPSIOWEro AOKYMEHTa; [AOBEPEHHOMY nuuy - npu NpegbsaBreHun
AOBEPEeHHOCTN, 0OPOPMIIEHHON B YCTAHOBIIEHHOM nopsiake. NonyvaTternb apxXmBHOW CripaBKM U apXUBHOM
BbIMNCKM pacnMCbiBAaeTCA Ha MX KOMUAX UM Ha 060OpoTe CONPOBOAMUTENBHOIO NMMCbMa K HUM, yKasbiBas
AaTty ux nonyvyeHus.

3aBepeHHas anocTurneM apxmBHasi cnpaBka, apXMBHasa BbIMUCKA W apxXMBHas Konus B criyyae
NYHOro obpalleHns rpaxkgaHuHa WM ero LOBEPEHHOrO fvua B apxXMB BbI4AKOTCA €My Ha pyku npwm
npegbsaBreHnn KBUTaHLMn o6 ynnaTe rocyaapCTBEHHOW MOLUMMHbBI 32 MPOCTaBNEHUE anocTuns.

BosBpau.l,eHme NOANMMHHUKOB apXMBHbIX OJOKYMEHTOB

5.11. Tlo NUCbMEHHBIM 3asBNEHVAM C paspeLLeHnss PyKOBOAUTENS apxvBa peabunntmpoBaHHble
niua v nx HacnegHWkM UMEeKT MpaBo Ha NorlyvyeHne MOAMNMHHUKOB COXPaHMBLLUUXCA B NpeKpaleHHbIX
YrOMnoOBHbIX U aAMUHUCTPATUBHBIX, @ Takke PUnNbTPauMOHHO-MPOBEPOYHbIX Aerax apXUBHbLIX JOKYMEHTOB
TBOPYECKOIO Xapaktepa - pykonucewn, oTorpadumi, NMCEM W APYrMX JUYHbIX [AOKYMEHTOB (3a
WCKITIOYEHMEM MacrnopToB, BOEHHbIX OWNEToB, CNyXeOHbIX YAOCTOBEPEHWA W APYruX apXMBHbIX
AOKYMEHTOB 0ULManbHOro NPOUCXOXAEHNS).

Mo NUCbLMEHHBLIM 3asiBNEHUAM C paspelleHnss pyKOBOAUTENS apxuBa rpaxaaHe MMeloT npaBo Ha
nornyyeHne COXpPaHUBLLNXCS B apXmMBe NMOASIMHHUKOB COBCTBEHHbIX TPYAOBbLIX KHUXKEK.



C un3bIMaeMbix aApPXMBHbIX OOKYMEHTOB [JeflalTCA KOMNuu, KOTopble FIpVIOGIJ.I,aI-OTCH K genam.
N3baTue APXMUBHbIX OOKYMEHTOB, a TakKKe UX 3aMeHa Ha KON oTpaXXakTcA B JTINCTax-3aBeputendax gen,
B onuncaAx aern, JOKYMEHTOB.

BO3Ban.leHVIe dPXUBHbLIX OOKYMEHTOB O(*)OpMJ'IFIeTCFI akTom 00 m3bATUM U3 gen YKa3aHHbIX
OOKYMEHTOB. AKT 1 apyrme AOKyMEeHTbl, Ha OCHOBaHMUW KOTOpPbIX npoun3seneHO BO3BpalleHne apXmBHbIX
OOKYMEHTOB, 1 pacnuncka nuua, nojiy4ymBllEro nx Ha pyku, BKIno4arTCcAd B AeENo (*)OHD,a.

O6cnyxumBaHne nNonb3oBaTtenen B YATanNLHOM 3ane

5.12. Ina obcnyxuBaHns nornb3oBaTenen B apxuBax AeNCTBYIOT YnUTanbHbIA 3an, NPOCMOTPOBLIN
3an, KOMHaTa npocnylimBaHus (POHOLOKYMEHTOB CO crneumanbHbiM obopyaoBaHMeM Ans paboT ¢
MUKPOKOMUAMU apXMBHbIX [OKYMEHTOB, ayguoBU3yanbHbIMW W SMNEKTPOHHbIMW OOoKymeHTamu. [lpu
OTCYTCTBMM CMeuMarnbHO BblAENEHHOIo MNOMeELLEHNs OBCnyXnBaHMEe MNonb3oBaTesnie NpouM3BOANTCS B
paboyel KOMHaTe apxmBa Nog KOHTPONEM COTPyAHUKA apXxmBa.

Mopsgok paboTbl nonb3oBaTenen C apXMBHbLIMWM LOKYMEHTaMM B YMTaNbHOM 3ane apxuBa, WX
npaea 1 06a3aHHOCTM onpeaensoTca npaBuiamMmmn paboTbl NoNb3oBaTeNen B YMTanbHbIX 3anax apXuBoB
Poccuiickon depepauuu, yTBEPXAAEMbIMU CrneunanbHO YNOMHOMOYEHHbIM dedepanbHbiM  OpraHoM
WCMONTHUTENBHOWM BNacTu B cdhepe apXuBHOro aena. Apxme 06s3aH 03HAaKOMUTb MOSIb30BaTENEN C 3TUMMU
npaesunamu. Mcxoos M3 KOHKPETHbIX BO3MOXHOCTEN OOCNyXMBaHWsi MoMb3oBaTerner apxuB MOXeT
yCTaHaBnMBaTbh 04EPEAHOCTb U BPEMS MOCELLEHUS MU YMTAIbHOrO 3ana.

B cnyyasax xuwieHus unu noBpexneHUs nornb3oBaTeneM apXUBHbIX LOKYMEHTOB, TEXHUYECKOro
obopyaoBaHUsA n MMyLLLECTBa apxmB obpallaeTcs ¢ COOTBETCTBYHOLMM 3asiBNIEHNEM B OpraH BHYTPEHHMX
Oen no MecTy pacnorioXeHus apxvBea, NpUHUMaeT apyrne Mepbl K BO3MeLLeHMIo yulepba B COOTBETCTBUM
C 3akoHogaTenbcTBOM Poccunckon degepaumm.

5.13. lNo 3aka3am nonb3oBaTenen ¢ y4eTOM TEXHUYECKMX BO3MOXHOCTEN apXxmBa N3rotaBinBatoTCs
KOMWUM apXMBHbIX OOKYMEHTOB: KCEPOKOMUM, MUKPOKOMMMU, (POTOOTMNEYaTKu, KMHOKOMUW, BUAEOKOMUM,
KoMK POHOOOKYMEHTOB, a TakKe KON Ha SNEKTPOHHbIX HOCUTENSIX.

He npousBoautca konupoBaHMe [JOKYMEHTOB ApxuBHoro doHga Poccuiickon degepaunn,
HaxoOsALNXCS B HEYAOBNETBOPUTENBHOM (PU3NYECKOM COCTOSHUM.

KonupoBaHue apxuBHbIX [OOKYMEHTOB OFpPaHWYEHHOro pJocTyna (CEeKpeTHbIX M coAaepXalymx
KOHMAEHUManbsHy0 MHPOPMaLMIO) NPOU3BOAUTCS B YCTaHOBEHHOM MOPSIAKe.

MopsagoK BbIMOMHEHMS 3aKa30B Ha KOMMPOBaHME, B TOM Yucre ob6beMbl KOMMPOBAHWUS apXUBHbIX
OOKYMEHTOB, HEONybnmMKOBaHHbIX ONUCEN Aen, OOKYMEHTOB, APYrMX apXMBHbIX CMPaBOYHO-MOUCKOBbIX
cpeactB M 6a3 AaHHbIX, CTOMMOCTb W3rOTOBIMEHUSA KOMWA M MOPSIAOK pacyeToOB 3a MX M3roToBfEHWE
onpegensaTca pyKOBOACTBOM apxmBa.

Ha xonum apxvMBHOro [OKYMEHTa, M3roTOBJIEHHOW MO 3aka3dy MOoMb30BaTens, apxvB YKasbiBaeT
apXUBHbIV WP M HOMEpPa NIUCTOB €AUHULIbI XPaHEHUS apXMBHOMO AokyMeHTa. [Npu ochopmneHnn konmm
pacceKkpevyeHHOro apXMBHOTO AOKYMEHTa Ha fMUEBOW CTOPOHE B MPaBOM BEPXHEM Yriy MepBOro u
nocregHero NIMCTOB KONMuu npocTaenseTcs wramn "PaccekpeyeHo”. MNpu Heob6xoaMMOCTH AaHHbIN LWTaMI
NpoCTaBnsieTCs Ha NIMLLEBON CTOPOHE BCEX JIMCTOB KOMUM PACCEKPEYEHHOTO apXMBHOMO AOKYMEHTA.

Konumn apxumBHbIX OKYMEHTOB BbI4AIOTCH NOMb30BaTENSAM, UX AOBEPEHHBIM MNMLI@M UM MOTYT ObITb
BbICNaHbl NO yKa3aHHbIM agpecam.

Y4yeT 3aKka30oB Ha KonvpoBaHue BeAeTcd Ha GyMaXHOM HocUTene unu B aBTOMaTM3VMPOBaHHON

dopwme.

MHuumMaTmBHoe MHOpMUPOBaHME Nonb3oBaTenen.
MogroToBKa BbICTABOK M NyOMKauuii apXMBHbIX AOKYMEHTOB

5.14. WHuynatneHoe WHGPOPMUMPOBAHME TFOCYAAPCTBEHHbLIX OpPraHoB, OPraHoB MECTHOro
camMoynpaBrieHnsi, OpraHM3aunii 1 rpaXkgaH OCYLLECTBNAETCA NyTEM HanpaBfieHUs UM NHPOPMALIMOHHBIX
nMcem unu gpyrnx MHPOPMaLMOHHBLIX JOKYMEHTOB.

5.15. ApxvB OpraHmsyeT noOArOTOBKY W MNpPOBEAEHME BbICTABOK apXMBHbIX [OOKYMEHTOB
CaMOCTOATENBHO UITN COBMECTHO C APYrMMU apXmBaMn 1 OpraHn3aunsiMmu.

[na noaroTtoBKM BLICTABKM apXMBHBIX [OKYMEHTOB pa3pabaTbiBalOTCss TemMaTU4ecKui nnaH
(koHUEeNuUsa) M TeMaTUKO-3KCMO3MLMOHHBIA NfaH. Ha OCHOBe TemaTMyeckoro nraHa npoBOAATCS
BbiiIBNIEHNME U OTOOP apXMBHbIX [AOKYMEHTOB, WIIOCTPATMBHBIX M MHbIX MaTepuanoB. B
TEMATMKO-3KCMO3ULMOHHBbIA  MflaH  BKIIKOYAETCs] aHHOTUPOBAHHBIA  MepedeHb OoTobpaHHbIX  Ans
3KCMOHMPOBAHUS apXMBHbBIX JOKYMEHTOB, UINKOCTPATUBHBIX M MHbIX MaTepuarnoB, CUCTEMATU3MPOBAHHbIX
B COOTBETCTBUM C pasfeniamMu BbICTaBKU, C yka3aHWEM MX pa3MepoB M Nopsaka pasMeLleHuns Ha cTeHaax
unn B BUTpMHax. Bce oToBpaHHble Ansi SKCMOHMPOBAHWSI apXMBHbIE OOKYMEHTbI U Apyrve martepuansi
aHHoTUpytoTCs. K MHOA3bIYHBIM MaTepuanam npyv HeobxoaMMOCTUM JaeTcsa nepeBos UM pas3BepHyTas
aHHOTaUUs cofepXaHus.



OTBETCTBEHHBIMM 3a COXPAHHOCTb APXUBHbIX OOKYMEHTOB SIBMSIOTCH OPraHM3atopbl BbICTaBKU.
ApxvB, TNpPeACTaBMBLUMI apXvMBHble [OKYMEHTbl [Ans BbICTaBkM, obecneynmBaeT KOHTPONb 3a
cobntogeHnem TpeboBaHuii obecneyeHns COXpaHHOCTU AOKYMEHTOB MPU 9KCMOHUPOBAHMWMN.

CTpaxoBaHue apxuBHbIX [OOKYMEHTOB W O(OpMIIEHME WX BPEMEHHOrO BbIBO3a 3a Mpeaensl
Poccuiickon ®egepaunm gnsi 3KCNOHNPOBAHUSA NPOBOAATCS B YCTAaHOBIIEHHOM nopsake (cm. nn. 2.11.14,
2.11.15).

5.16. lNpu noaroToBke NyGnUKaLMN apxXvMBHbLIX OOKYMEHTOB apXuB PYKOBOACTBYETCA HayYHbIMU
npasunnaMmy n3gaHus NCTOPUYECKUX JOKYMEHTOB.

Tunbl (Hay4HbIA, HAY4YHO-NOMNYNSAPHbBIA U y4eBHbIN) 1 BUAbI (NOoHAOBAs, TeMaTuyeckas unu gp.)
nybnukauuin apxmBHbIX OOKYMEHTOB OMpedensalTcs MX LeneBbiM HasHadeHuweMm, cneumdukon otbopa
WUCTOYHWKOB, NPMEMOB Nepeaayn TeKCTa apXuBHbIX JOKYMEHTOB U coctaBoM HCA K HUMm.

®opmbl NydGnnkauumn apxmBHbIX 4OKYMEHTOB:

neyatHasa: cepus, cOOpHuK, anbbom, OykneT, nnakat, nybnvMkauuMs B CpPeAcTBax MaccoBOW
MHdopMaLnK;

nybnukaumust Ha NIEeHOYHbIX HOCUTENSIX: MUKPOMUIBM, MUKPOULLA;

3NEKTPOHHAsA: TMNepTeKCT, MynbTuMeana, 6asa gaHHbIX.

ApXVB OCyLLEeCTBMASET MEPONPUATUS MO 06ecneyeHnto Hay4YHO-MCCeaoBaTeNbCKMX U TEXHNYECKNX
NpoLEeccoB MOATOTOBKM AOKYMEHTamnbHbIX nNybnukauun: ¢opMmnpoBaHMe pedakuMOHHOW Konneruu,
KONMeKTvBa cocTaBuTenen, COCTaBfEHWEe OpraHn3aLMOHHO-METOAMYECKMX AOKYMEHTOB, 3aknioyeHue
AOroBopa C 3aMHTEPECOBAHHbIMW OpraHM3aunsaMm u nsgaTenscrTeamu 1 T.0.

MogrotoBneHHas w OTpedaKkTMpPOBaHHas PYKONUCb MPOXOOUT BHYTPEHHEE U BHELIHee
peueH3anpoBaHme 1 obcyxaaeTcsa HaydyHO-COBellaTenbHbIM OpraHoM apxvea, obnagawwum npasom
pekomMeHOoBaTb ee K N3AaHuto.

Pykonucb cuvMTaeTcsi MoaroToBMEHHON, €CNN B COOTBETCTBMU C YCTAHOBIIEHHLIMU TpeboBaHMAMMU
popaboTaHa no 3amMevYaHusM peLIeH3eHTOB M UToram oOCyXAeHus U yTBepXaeHa B neyatb. Pykonucu
MEXapXMBHbIX M3OaHWA NPEeACTaBNSATCA PEOKONNErMM Ha pacCMOTPEHME U YTBEPXOEHME K U3OaHuto
royIOBHOM OpraHu3aumen.

C vn3gaTenbCTBOM 3akniovaeTcs AOroBOp, B KOTOPOM MpedycMaTpuBatloTCsl npasBa U 06si3aHHOCTU
nsgartenbCcTBa M 3akas4duka (apxuea).

5.17. ApxuB OCyLLeCTBMSET y4eT UCNONb30BaHUS apXUBHbIX AOKYMEHTOB Ha ByMaXHOM HocuTene
UIn B 3NIEKTPOHHOM dhopme.

Mpunoxexne N 1
knn.2.11.5,2.11.7.2,
3.7.2,43.1

(B pea. Mpukasa MuHkyneTypbl P® o1 16.02.2009 N 68)

(HazBaHMe apxuBa)

AKT YTBEPXIAIO
N InpexkTop
(mnaTa) (Ha3BaHME apxuBa)
O HEUCIPABUMEIX NOBPEXICHMAX [lonmnmce Pacmubposka
apXV[BHbIX IJOKYMEHTOB IIoOrnmMcm
TaTa
®oHnm N

HazBauue doHIa

B @)OHI[G O6Hapy>KeHbI S IOVMHMIIEL XpaHeHu4d, IIPM3HAHHEIE HelCclripaBMMO
IIOBPEXIOEeHHBIMNM



N Homep |Homep | 3aronosok Kpawn- KonuyectBo nuctoB CyLwHocTb 1
n/m |onucu |en. noBpeXaeH- Hue (Bpems 3By4aHus, NPUYUHBI
Xp. HOW efd. Xp. aarbl MeTpax) noBpexaeHus
1 2 3 4 5 6 7
NToro OOHAPYyXEHO HEMCIPaBMMO NOBPEXIEHHBIX en. XxXp.
(umdpamm

M NPONUCBI)

BaBenymomuil OTIEJIOM

(momnmmchk, pacumdpoBKa IMIOINNCH)

3aBenynmmMii apXMBOXPaHUIIMIIEM

(momnmmchk, pacumdpoBKa IIOIMNNCH)

[lepeunCcyieHHEIE apPXMBHBE INOKYMEHTEl NOLJIeXAaT CIMCAHMIO BBUIOY

OKCIIEPTHL:
(HaMMeHOBaHME IOOJIKHOCTEM BSKCIepPTOB, NOANMUCH,
pacumdpoBKa MIOANMCEN, HaTa)
(N m gpara nNpuxKasa PYKOBOOUTEJNA apxmuBa O CHATUM HEMCIPaBMMO

IIOBPEXIEHHLX apPXMBHEX INOKYMEHTOB C yueTa)

VI3MeHeHMs B YUETHHE IOOKYMEHTH BHECEHH

HamMeHOBaHMUE

IOJIXHOCTHU

paboTHMKa [logonmchb PacumppoBra NOONMUCHU
IDaTa

(DOpMa aKTa O HeucnpaBmMblX NOBPEXAEHUAX apXUBHbIX OJOKYMEHTOB

dopmar Ad (210 x 297)

Mpunoxexne N 2
knn. 2.11.5, 3.7.2

(B pea. Mpukasa MuHkyneTypbl P® ot 16.02.2009 N 68)

(HasBaHMe apxuBa)

AKT YTBEPXIAI
N IrpexkTop
(mara) (HaszBaHMe apxuBa)
O HEOOHAPYXeHUM apPXMBHEIX [Nopgnmuco Pacumpposka
IOOKYMEHTOB, IIyTM PO3EHCKA IIOIINCHU
KOTOPHEIX MCUEPIIaHbL HaTa
donnm N

B pesyibTare YCTAHOBJIEHO OTCYTCTBME B (QOHIE




IIEePEeUMCIJIEHHEIX HMXe APXUMBHEIX IJOKYMEHTOB . HpenanHqTHe APXMBOM
MEPEI I10 PO3EICKY IIOJIOXMTEJIbHBIX pe3sysibTaTOBR He najin, B CBA3M C 4UEM
cuyTaeM BO3MOXHEIM CHATb C ydeTa:

N Homep |Howmep | 3aronoeok KpaiiHue Konnyectso MNpegnonaraemoble
n/n | onvcu en. en. xp. aatbl nnucToB (Bpems NPUYUHBI
Xp.- 3BYy4YaHus, OTCYTCTBMS
MeTpax)
1 2 3 4 5 6 7
JTtoro en. Xp.

(umbpaMy M NPONMUCHIO)

ConepmaHme YTPAQUEeHHEIX apXMBHEIX IOOKYMEHTOB MOXeET OBEITE YaCTUUHO
BOCIIOJIHEHO cCJlegyrnuyMMm €. Xp.:

dopma akTa 0 HeOGHaPYKEHUN aPXMBHBLIX JOKYMEHTOB,
MyTU po3biCka KOTOPLIX MCYepnaHbi

dopmar Ad (210 x 297)

BaBenyommuli OTIEJIOM [Momnuce Pacumpporka nOONMUCH
BaBenyoumuil apxMBOxXpaHmIumeM [lononuch PacumppoBka NOONMUCHU
TJIaBHEM XPaHUTEIb [oonucse PacumppoBra NOONMUCHU

(N 1 paTa npmukaszsa PYKOBOIUTEJS apxXmMbBa O CHATUM C
ydeTa HeOOHapyXeHHEIX apXMBHBEIX IOKYMEHTOB, IYyTHU
PO3BEICKa KOTOPEIX MCYUEPIIaHH)

VI3MeHeHMa B YUYeTHHE IOOKYMEHTH BHECEHEH
HammeHOBaHUE

IOOJIXHOCTM
paboTHuKa llomnuce PacumdppoBKa NOONUCK

IDaTa

dopma akTa 0 HeoBHapYXeHUN apX1BHbBIX JOKYMEHTOB,
NyTW po3biCka KOTOPbIX ncHepnaHbl (MPOAOIPKEHNE)

dopmar Ad (210 x 297)

MpunoxexHne N 3
knn. 2.11.8, 2.11.10, 3.4.1,
3.5.6,3.7.13,5.5.1

JMCT-3ABEPUTEJIE IEJIA

B mesie mooumMTO M IIPOHYMEPOBAHO JIMCTOB
(umdpamMmu M NPOMNMUCHIO)




B TOM 4YMCJIe:

JIMTEPHBIE HOMEepa JIMCTOB
IPOIIyUEeHHEE HOMEepa JIMCTOB

+ JIMCTOB BHyTpeHHeﬁ onncum

no N

OcobeHHOCTN PU3NYECKOTO COCTOSHUSA U
dhopmMupoBaHusa gena

Homepa nucrtoe

1

HamMeHOBaHMUE

OOJIKHOCTU
paboTHUKA

IDaTa

[Tonnmce

Pacumbporka nomnmucu

dopma nucta-zaBepuTens gena

dopmar Ad (210 x 297)

Mpunoxexne N 4
knn. 2.11.10

(B pea. MNpwukasza MunkynbTypbl P® ot 16.02.2009 N 68)

(Ha3BaHME apxuBa)

JIMCT MNCIIOJIB30OBAHNUA
APXVIBHEHX IOKYMEHTOB

®onno N Onmuce N esio N
3aroJIoBOK Heja
Hata Komy BbigaHo XapakTep Homepa Moanuck nuua,
ncnonb- dhamunus, ncnonbL3oBaHusA ncnonb3o- ncnonbL3o0BaBs-
30BaHNs | MHUUManNbI (konupoBaHwue, BaHHbIX Liero gerno
(pa3bopunBo) BbIMUCKK, MPOCMOTP nucros
v ap.)
1 2 3 4 5

<Dopma JINCTa NCNoJib30BaHNA apXUBHbIX JOKYMEHTOB

dopmat A4 (210 x 297)



KHUTA YYETA M[NOCTYIUJIEHUA IOKYMEHTOB

(B pea. Mpukasa MuHkyneTypbl P® ot 16.02.2009 N 68)

N [aTta HanmeHoBaHue HanmeHoBa- Hassa- |logbl Kon-Bo KpaTkas Homep goH- Mpume-
n/n | noctyn- opraHusaumm HVe, Homep Hue AOKY- en. xp. xapakre- Aa, NpucBeo- YaHus
neHus (bamnnus, n narta go- doHOa | MEHTOB | unu He- pucTnka €HHbIN noc-

nHUUMansl KymMeHTa, no onucaH- cocTosi- TYMNWBLLMM

nuua), ot KOTOpOMY HbIX J0- HUA OOKYMEeHTaMm

KOTOpOWN NPUHATHI KyMEHTOB no Crmncky

NoCTynunun OOKYMEHTbI (nmcToB) doHaoB

OOKYMEHTHI
1 2 3 4 5 6 7 8 9 10
VToro IIOCTYIINMJIO 3a Iron en. Xp.

(DOKYyMEHTOB, JIMCTOBR)

B TOM umuciye <*>:

(umbdpaMm M MNPONMCHIO)

HammMmeHOBaHMue
IOOJDKHOCTU
paboTHMKA

IlaTa

INopnmce

PacumdpoBKa IOONMCU

MpunoxeHne N 5
knn. 3.4.1, 3.5.2, 3.7.11



<*> [lonyckaeTcsi BeAeHWe €eOVMHON KHUTMN y4eTa MOCTYNNEeHUn Ha [OKYMEHTbl BCEX BUOOB C
yKkasaHnem nx o6bemoB B UTOFOBON 3anuncu.

dopma KHUMM yyeTa NOoCTYNNEeHUA JOKYMEHTOB

dopmat A3 (420 x 297)

MpunoxeHue N 6
knn. 3.4.1, 3.5.3,
3.7.1,3.7.11,3.7.12

CINMCOK SOHIOB

Howmep [arta nepsoro HaseaHue coHga OTtmeTka 0 MpumeyaHus
doHaa NoCTyNNeHns BbIObITUN
1 2 3 4 5
Uroro uHa 01.01.... 1. doHIOB
(umdpaMm M OPONMUCHI)
B T.4d. MINOCTYNWUJIO 3a .. T. boHmoB
(undpaMm M OPONUCHIO)
BBEIOBIJTIO B8 « e v v v v.. T. boHOOB

(undpaMm M HOPONUCHIO)
HamMeHOBaHMUE
IOJIKHOCTU
paboTHMKA [loanuceb PacumdpoBKa NOIOIUCU
ITaTa

dopma cnmcka hoHO0B

dopmar Ad (210 x 297)

MpunoxexHne N 7
knn. 3.4.1, 3.5.6,
3.7.13,55.1
(B pea. MNpukasza MuHkynbTypbl P® ot 16.02.2009 N 68)

YTBEPXIEHO

[Iporokon 3K

(HamMMeHOBaHME YIIOJIHOMOUYEHHOTO OopraHa

UCIIOJIHUTEJILHOM BJIaCTU CyObekTa Poccumckoum

Pepmepauyy B OOJIACTM apPXMBHOTO IHeia,

benmepalIbHOTO TOCYIapCTBEHHOTO apxmuea)
oT N




N HenonpousBoacT- 3aronoBok gena KpanHvne | Konnyectso MpumeyaHus
n/n | BEHHble NHOEKCHI aarhbl nncToB
unun Homepa no
CTapon onucu

1 2 3 4 5 6

B onmce BHEeceHO

(umdpaMm M OPONMUCHI)

nes
c N nmo N

HammMveHOBaHMe

IOOJIKHOCTU

COCTaBUTEJIS ONUCHU IMomnuce PacumdpoBka NOIOIUCU
BaBenymomuil OTIEJIOM

(AapXUBOXPAHUIINIIEM ) Ilononucob PacumppoBKa MNOONMUCHU

IDaTa

dopma onucu <*> gen NOCTOAHHOTO XpPaHEeHWs!, COCTaBIIEHHON
B apxuBe

dopmat A4 (210 x 297)

<*> K onncy coctaBnsieTcs TUTYIbHbIA MNCT.

Mpunoxexne N 8
knn. 3.4.1, 3.5.6,

3.7.13,55.1
(B pea. MNpwukasza MuHkynbTypbl P® ot 16.02.2009 N 68)
(HaMMeHOBaHME OpTaHMU3alMM)
YTBEPXIAI
HamMeHOBaHME IOOJIXKHOCTU
dounmg N PYKOBOIOMTEJII OPIaHM3alUNu
OINnChb N [Nopgnmuco Pacumpposka
jnfedafnizlel’s
IoeJl NOCTOSHHOTO XPaHeHUs
ITaTa
3a Tonm
N MHpekc | 3aronoBok gena KpaliHue gatbl KonnyectBo MpumeyaHus
n/n jena JINCTOB
1 2 3 4 5 6
B HaHHEI paslell ONMCU BHECEHO nein
(undpaMm ¥ HOPONUCHIO)
c N rno N , B TOM UMCJIIE:

JIMTEPHEIE HOMEPaA:
IPOIyMEeHHEE HOMepa:




HauMeHOBaHME IOOJIDKHOCTU

COCTaBMUTEJISI OIUCU Iloonucob PacumdpoBKa NIOIOIUCU
BaBenymnoumi apxXmUBOM
opraHM3aluun [loonuchb PacumdpoBka NOOIUCU
DaTa
COTJIACOBAHO YTBEPXIEHO
[IpoToxkos LSK (39K) [IpoToxkos 3IIK
(HamMeHOBaHUE (HamMeHOBaHUE
opraHM3alLmn) YIIOJIHOMOYEHHOT'O OpIraHa
VCIOJIHUTEJILHOM BJIACTU CyOBbeKTa
Poccunickom denmepaumm B ob6JjacTu
APXMBHOTO neja, benmepalbHOTO
TOCYyHapCTBEHHOT'O apxuBa)
oT N oT N

dopma rogoBoro pasgena onucy aesn NocTosHHOro
XpaHeHust opraHusaumm

dopmat A4 (210 x 297)

Mpunoxexne N 9
knn. 3.7.1, 3.7.2, 3.7.11,
44.1,4.6,4.7

(B pea. MNpukasza MunkynbTypbl P® ot 16.02.2009 N 68)

YTBEPXIAI

(HaI/IMeHOBaHI/Ie IJOJIXHOCTU
pykrkoBOOMUTEIA

OpI‘aHVISaLU/H/I—CI[aTLU/IKa)

[loonucsob Pacumdpporka NOONMUCH
IDaTa [leuaThb
AKT
N
(mara)

nprueMa-nepenauy apxXMBHBIX
IOKYMEHTOB Ha XpaHeHUue

YTBEPXIAI

(HaI/IMeHOBaHI/Ie JOJIXHOCTU
pykoBOOMUTEIA

opraHM3auuM-NpMeMIrKa)
[loonucsob Pacumdpporka NOONMUCH

IDaTa [leuaThb

(ocHOBaHME IHepenadn)

(Ha3BaHMe IneperaBaeMoTo QoHIa)

coaj,

(HasBaHMe opraHM3aLUM-CcIaTuMKa)

IPMHAJI




(Ha3BaHMe OpIraHM3ALUK-IIPUEMIIMKA )
OOKYMEHTH Ha3BaHHOI'O QOHIA M HAYUYHO-CIPABOUHEIM allapaT K HUM:

N HasBaHwue, Homep KonuyecTtBo KonuyecTtBo MpumeyaHua
n/n onucu 3K3emMnnapos en. xp.
onncu
1 2 3 4 5
VTOTO MNPMHATO en. Xp.
[lepenauy nOpou3BEJIM: [lpyeM npomsBesin:
HosmxHOCTh [lomnmce Pacumbporka HosxkHOCTh llomnmuchk PacumdpoBka
IIOONNCHU IIOONNCHU
Hara Iara

dounmy npmucBoeH N

JI3MeHeHUsI B ydYeTHbBEe INOKYMEHTH BHECEHE
JTOJIXHOCTB [Nognmcoe PacumppoBkra NOONMCHU
HaTa

Cbopma akTa npuema-nepenadn apxmBHbIX JOKYMEHTOB Ha XpaHeHune

dopmat A4 (210 x 297)

Mpunoxexne N 10
knn.3.7.1,3.7.8,4.4.2

(B pea. MNpukasza MuHkynbTypbl P® ot 16.02.2009 N 68)

AKT YTBEPXIAIO
N InpexkTop
(mnaTa) (Ha3BaHME apxuBa)
npreMa Ha XpPaHeHMe apPXUBHEIX [Tognuce PacumppoBra
OOKYMEHTOB JIMYHOT'O MNPOUCXOXIEHUS IOONNCH
JaTa [leuaTs

Ha ocuHoBaHum pemeHusa 3K
(mpoTokKOJ OT N )
" OoroBopa OT

coan
(®.M.0. coBbcTBeHHMKA/BIamenblla)
IPUHATE OOKYMEHTE
(oBbmasa xapakKTepUCTUKa NOKYMEHTOB)
B KOJIMUECTBE en. xp. (YyCJIOBHEIX) IOKYMEHTOB (JIMCTOB)
II0 apXMBHOM (CHATOUHOM) ONUCHU
donnmy mnpmceoeH N
CoBCcTBEeHHUK/ BIamesel] [Nopgnuce Pacumdpporka NOONMUCH

(HyXHOE MNOONUEepPKHYTH)



HamMeHOBaHME IOOJIXKHOCTM
paboTHMKa

[Tognuce Pacumbpporka nomnmucu

VIzMeHeHMa B yUeTHEHE IOKYMEHTH [10 pe3yJjibTaTaM ONMCAaHMA BHECEHEH

HavMeHOBaHME IOJDKHOCTU
paboTHMKA

[Mopnmuce Pacumdpporka nommnmcu

TaTa

<Dopma aKTa npmema Ha XxpaHeHne JOKYMEHTOB
JIMYHOIo NPOUCXOoXOAEHUA

dopmar Ad (210 x 297)

Mpunoxexne N 11
knn.3.7.2,4.3.2

(B pea. MNpukasza MunkynbTypbl P® ot 16.02.2009 N 68)

(HazBaHMe apxuBa)

AKT YTBEPXIAIO
N InpexrTop
(marTa) (HazBaHMe apxuBa)
O BHIOEJIEHMM K YHUUTOXEHMIO [Mopnuce Pacumpposra
APXMBHEIX HOOKYMEHTOB, He IOONNCHU
nonjiexalmx XpaHEeHUIo IDaTa

K yHMUTOXeHMIO OTOOpaHB: HOOKYMeHTH Gonma N

(HazBaHMe ¢QoHIa)

Ha OCHOBaHMM:

(CCBIIKM Ha HOPMATVMBHO-METOONUECKME ITOKYMEHTEL

OJI NPpOBEeIeHMS BSKCIEPTU3H)

N HassaHus KpanHne |Howmepa Homepa eg. Konnyectso MpumeyaHus
n/nm |rpynn narbl onucen Xp. Mo en. xp.

OOKYMEHTOB onucam
1 2 3 4 5 6 7
NToro en. xp. 3a 70 (BI)

(undpaMm M HOPONIUCHIO)

KommmuecTBO ern. XP.y KpaﬁHMe IOaThBI 12 KpaTkad XapaxkrepmucTrTmrKa
JOKYMEHTOB, OCTammMxXCsd Ha XPaHEeHUU

3aBenyommii OTIEeJIOM

(apxXMBOXpPaHUIIMLIIEM) [Nomnmce PacumppoBkra NOONMUCHU
HammeHOBaHUE

IOJIKHOCTU

paboTHMKa Nomonmce PacumppoBkra NOONMUCHK



DaTa

dopma akTa 0 BblAENEHUMN K YHUUTOXEHNIO apXUBHbIX JOKYMEHTOB,
He noanexalumx XpaHeHuto

®opmart A4 (210 x 297)

IJOKYMEHTEl CIOaHEI

(Ha3BaHME OpraHM3aLUM)

Ha HepepaboTKy IO NPMEMO—-CHATOUHOM HAaKJIaIOHOM N
(mara)
HamMmeHOBaHME
IOOJIXHOCTHU
paboTHMKA [oonuce PacumppoBka NOONMUCHK

JI3MeHeHUsA B ydeTHBEE INOKYMEHTH BHECEHEH

HamMmeHOBaHME

IOOJIXHOCTHU

paboTHMKA [lonnmce PacumppoBka NOONMUCHU
HaTa

YTBEPXIOEHO

[IpoTokoJst 3IIK

(HaVIMeHOBaHVIe YIOJIHOMOUYEHHOT'O

opraHa MCIOJIHUTEJIBHOM BJIACTU CyOBeKTa

Poccurickoy demepalmy B OOJIACTM apxXMBHOTO Heja,

benepalIbHOTO T'OCYIOapCTBEHHOTO apXMuBa)
oT N

dopma aKkTa 0 BblAENEHUMN K YHUUTOXEHNIO apXUBHbBIX AOKYMEHTOB,
He nognexawux xpaHeHuo (NMPOAOIHKEHNE)

dopmat Ad (210 x 297)

Mpunoxexne N 12
knn. 3.7.7

(B pea. MNpwukasza MuHkynbTypbl P® ot 16.02.2009 N 68)

(Ha3BaHMe apxuBa)

AKT YTBEPXIA
N IrpexkTop
(mara) (Ha3BaHME apxuea)
O PacCeKpeuUMBaHUM APXMBHBIX Moanmch PacumdpoBka
NOKYyMEHTOB Qonma N noanmcu

HaTa



Kommccusa

(Ha3BaHME KOMMUCCUM)
nporoxoiy N or 00.00.00 paccexpeTrusia IOOKyMeHTH QoHHa N

(HazBaHme ¢oHIa)

N Homep | KonunyecTtBo Howmepa ea. Homepa ea. xp., Mpume-
n/n onncun pacceKkpeyeHHbIX Xp., paccek- pacceKkpeveHHbIX YaHuA
en. Xp. PEYEeHHbIX NoJi- YaCTU4HO, C
non- YaCTU4HO HOCTbIO <*> YKa3aHnem Home-
HOCTbIO POB JINCTOB He-
paccekpe4eHHbIX
AJOKYMEHTOB
1 2 3 4 5 6 7
JMITOTO paccekpeueHOo en. xp. (IOJHOCTBIO)
(umbpaMy M MOPONMUCHIO)
3a
(XPOHOJIOTMYUECKME PaMKM IOKYMEHTOB)
en. xp. (4YacTuU4YHO) 3a
(XpPOHOJIOTMYUECKME pPaMKU
IOOKYMEHTOB)
HamMeHOBaHME HOOJDKHOCTHM paboTHMKA [lonnmce PacumppoBka NOONMUCHU
[IpMHATO Ha OTKPHITOE XpaHeHUue en. xp.
(undpaMm M OPONUCHIO)
B
(xpaHMINILE)
HavMeHOBaHME IOOJIKHOCTM paboTHMKA ITomnmuceb PacumdpoBKa NOIOIMUCU
ITaTa

VI3MeHeHMa B YYeTHBHE IOOKYMEHTH BHECEHEH
HamMeHOBaHME OOJDKHOCTU pa@OTHVIKa [lopnuce PaCLLU/I(l)pOBKa nongrimcum

IDaTa

<*> He gonyckaeTcsi nepeyucrieHne HOMepoB efi. Xp. Yepes Tupe.
dopma akTa 0 paccekpeurBaHUM apXUBHbIX JOKYMEHTOB

dopmar Ad (210 x 297)

MpunoxexHne N 13
kKnn. 5.9.1

(B pea. MNpwukasa MuHkynbTypbl P® ot 16.02.2009 N 68)

(Ha3BaHMe apxuBa)
Anpecart

(IOUTOBHIM MHIEKC, aIpec,

TeyedoH, dakc)



ApxMBHaA CIHIpaBKa
N

(nara)
Ha N oT

OcHOBaHUe :

PyxkopomuTens opraHM3alLUM

VICTIOJIHUTEJIb
TenedoH

[lopnuce Pacumbpporka nomgnmucu

[leuaTb

dopma apxXmBHOM CNpasBKn

dopmat A4 (210 x 297)




