MWHWCTEPCTBO KYNbTYPbI U MACCOBbIX KOMMYHWUKALLIA
POCCUNCKOW dEOEPALINA

MPUNKAS
oT 18 auBaps 2007 . N 19

OB YTBEPXOEHUW NPABUIT
OPTAHMBALIMN XPAHEHWA, KOMIMJIEKTOBAHNA, YHETA
1 MCNONBb30OBAHMA JOKYMEHTOB APXVBHOIO ®OHOA POCCUCKOW
SEOEPALIN W OPYTUX APXMBHBLIX OOKYMEHTOB B TOCYJAPCTBEHHbIX
N MYHULUMNATIBHBIX APXMBAX, MY3EAX U BUBITMOTEKAX,
OPFAHM3ALINAX POCCUNCKON AKAOEMUN HAYK

(8 pea. Mpukasa Muxkynetypbl P® ot 16.02.2009 N 68)

B cooTtBeTcTBUM C NyHKTOM 2 4vactu 1 ctatbu 4, yactu 5 crtatbu 14 depepanbHOro 3akoHa OT 22
okTsi6ps 2004 r. N 125-®3 "O6 apxmBHoM gene B Poccuiickon ®epepaummn” (CobpaHune 3akoHogaTenscTea
Poccuinckon ®epepaunm, 2004, N 43, cT. 4169; 2006, N 50, cT. 5280) npukasbiBaio:

1. YTBepauTb npunaraemble [lpaBuna opraHvM3aumyM XpaHeHUs, KOMMMEKTOBaHUS, YyyeTa MU
MCNonb30oBaHMs OOKyMeHTOB ApxmBHoro doHaa Poccuiickon ®efepauum n Apyrux apxmMBHbIX JOKYMEHTOB B
rOCyAapCTBEHHbIX M MYHUUMMANbHbLIX apxumBax, My3esix W Oubnuotekax, opraHu3aumsix Poccuiickon
akagemuu Hayk.

2. KoHTponb 3a ucnonHeHnem Hactoswero lNpukasa Bo3noXmutb Ha 3amectutena MwuHuctpa [O.M.
AMyHUa.

MuHucTp
A.C.COKONoB

MpunoxeHue

MPABUINA
OPTAHUBALIMN XPAHEHWA, KOMIMJIEKTOBAHNA, YHETA
1 MCNONBb30BAHMA JOKYMEHTOB APXVBHOIO ®OHOA POCCUCKOW
SEOEPALMN N OPYTUX APXVBHbBIX JOKYMEHTOB B TOCYJAPCTBEHHbLIX
N MYHULUMNANBHBIX APXUBAX, MY3EAX N BUBITIMOTEKAX,
OPIrAHM3ALINAX POCCUNCKON AKALEMUN HAYK

(8 pea. MNMpukasa MuHkynsTypbl P® o1 16.02.2009 N 68)
|. O6Lwue nonoxeHuns

1.1. Hactoswume eguHble NMpaBuna opraHn3aumm XpaHeHusl, KOMNIEKTOBAHMS, y4eTa 1 NCMONb30BaHUS
OOKyMeHTOB ApxuBHOro coHga Poccuiickon ®degepaumm v OpyrMx  apxXuBHbIX — JOKYMEHTOB B
roCyAapCTBEHHbIX M MyHUUMMAmNbHbIX apxumBax, My3esx W Oubnuotekax, opraHu3daumsix Poccuiickon
akagemum Hayk (ganee - Npasuna) paspaboTaHbl B cootBeTcTBUM ¢ PegepanbHbiM 3akoHOM oT 22.10.2004
N 125-03 "O6 apxusHom gene B Poccunckon degepaumn” (CobpaHue 3akoHopaTenbctBa Poccuiickon
Ddepepauun, 2004, N 43, cT. 4169) 1 pacnpoCTPaHATCS Ha rOCyAapCTBEHHbIE U MyHULUUNANbHbIE apXMBbI,
My3en u O6ubnuotekun, opraHusaumm Poccuiickon akagemuu Hayk (apxvs PAH, HaydHble apxuBbl
pernoHarnbeHbIX OTAENEHUN N Hay4HbIX LeHTpoB PAH, Hay4Ho-OTpacneBble n MemopuansHble apxusbl PAH,
OCYLLECTBIAOLLNE MOCTOSAHHOE XpaHeHue oKyMeHToB ApxuBHoro poHaa Poccuiickon ®enepauun) (oanee -
apxuBbl), KOTOpble B COOTBETCTBMM C 3akoHogaTtenbcTBoM Poccuiickon ®epepaumm OCyLLECTBRSAT
NOCTOAHHOE XpaHeHue [oKymeHToB ApxmBHoro ¢oHaa Poccuiickon defepauumun, a Takke BpeMeHHoe
XpaHeHne OpYrMx apxXMBHbIX OOKYMEHTOB, MPUHATbIX OT JIMKBMOVUPOBAHHbLIX OPraHOB rOCYAapCTBEHHOM
BMacTh, WHbIX TOCYOAPCTBEHHbIX OPraHOB (Janee - roCydapCTBEHHbIE OpraHbl), OpPraHoB MECTHOro
caMoynpaBrieHnst U opraHM3auui.

1.2. JokymeHTbl ApxmuBHoro goHga Poccuiickonn depepaumm - apxvMBHble OOKYMEHTbI, mpolleflime
3KCMNepTU3y LIEHHOCTM OKYMEHTOB, MOCTaBMNEHHbIE HA rOCYAApPCTBEHHbIN YYET U nognexaline nocTtostHHoOMy
XpaHEHUIO.

1.3. [IOKyMEHTbI MO NIMYHOMY COCTaBY, a TaKKE apXMBHbIE€ OOKYMEHTbI, CPOKM BPEMEHHOIO XpaHeHMUs



KOTOPbIX HE UCTEKIN, OTHOCATCS K APYIMM apXMBHbIM LOKYMEHTaM.

1.4. TocygapCTBeHHble W MyHUUMMAnbHble My3en W 6Bubnmotekn, MyHUUMNanbHbIE apxmBbl
PYKOBOACTBYIOTCA HacToAwmmu [paBunamm € y4eToM CBOEro npaBOBOro cratyca M 0COBEeHHOCTewn
DeATenbHOCT!.

1.5. OpraHusaumsa xpaHeHusi, KOMMMEKTOBAHUS, ydeTa U MCMOoNb30BaHUs [OOKYMEHTOB ApPXMBHOMO
doHaa Poccunckon ®epepaumm n apyrnx apxmuBHblX JOKYMEHTOB B hefieparbHbIX OpraHax UCMONHUTENbHOWM
BMacTU M OpraHu3auusix, OCYLLECTBMSOWMNX AEeNOo3MTapHOe XpaHeHUe [OKYMeHTOB ApxuBHOro coHaa
Poccuiickon degepaumm, perynmpyeTtcsa apyrMuMy HOPMaTUBHBIMW MPABOBLIMU akTaMu.

1.6. ®OpMbl Yy4ETHbIX U MHbIX OOKYMEHTOB apXxvMBOB, YNOMMWHaemble B HacTosawwmx [lpaBunax u
OTCYTCTBYIOLLME B MPUIIOXKEHUSIX K HUM, YCTaAHABMUBAKOTCS cneunanbHO YNONTHOMOYEHHbIM dheaeparnbHbIM
OpraHoM UCMOSTHUTESNBbHOW BNacTu B chepe apxuBHOro gena.

[l. OpraHusaumsa xpaHeHus JOKYMeHTOB ApXMBHOIo hoHAa
Poccuiickon ®egepaummn n gpyrnx apxmBHbIX JOKYMEHTOB B apxuBe

2.1. B apxuBe gokymeHTbl ApxmsHoro dpoHaa Poccuiickon ®egepaumm n apyrne apxmBHble JOKYMEHThI
OpraHuM3yTcst N0 UCTOPUYECKU W/UMAN NOTMYECKU CBSA3aHHBbIM COBOKYMHOCTSIM - apXmBHbIM coHaam. [o
OTHOLLIEHUIO K HEKOTOPbLIM BMAM apXMBHbIX OKYMEHTOB A0MyckaeTcs nx HedhoHOoBas opraHnsaums (CMm. n.
2.10).

2.1.1. PasHOBMAHOCTAMN apXUBHOMO hoHaa ABNATCSA:

apxvBHbIA POHA TOCYOAPCTBEHHOINO OpraHa, opraHa MEeCTHOro CamoynpaBMneHUs, OpraHu3auuu,
COCTOSALMI N3 06pa3oBaBLUMXCS B NPOLECCe UX OeATENbHOCTN AOKYMEHTOB ApxXmBHOro ooHga Poccuickom
depepauunn n gpyrmx apxmBHbIX JOKYMEHTOB;

00beMHEHHbIV apXMBHbIA QOHL, COCTOALMA M3 00pa30BaBLUMXCHA B MpoLEecce OesATEerbHOCTU OBYX
unn Gonee opraHu3auun, a Takke rpaxgaH AOKYMeHTOB ApxuBHoro coHga Poccuiickon Pepepauuymn m
APYrMX apXvMBHbIX AOKYMEHTOB, UMEILMX Mexay COBOW uctopumyeckun mu/unu nornyeckn obycrnosrneHHble
CBA3MY;

apxXvMBHbIA POHA FMUYHOrO MPOUCXOXKOEHUS (CeMbW, popa), COCTOAWMN U3 0bpas3oBaBLUMXCS B
npouecce >XWM3HU W [eATeNnbHOCTU OTAENbHOro rpaxaaHuHa, CemMbW, poAa apXMBHbIX [LOKYMEHTOB,
BKIHOYEHHbIX B cocTaB ApxuBHoOro poHga Poccuinckon degepauumn.

K apxuBHOMYy poHOY NpUpPaBHUBAETCA COBOKYMHOCTb OTAEMNbHbLIX AOKYMEHTOB ApPXMBHOrO choHAaa
Poccuiickon ®Pepepaumn v Opyrux apxvMBHbIX [OKYMEHTOB, 0Opa3oBaBLUMXCA B OEATENbHOCTM PasHbIX
WCTOYHMKOB KOMMMEKTOBaHUSA apxuBa (dpoHgoobpasoBaTtenei), 00beguHEHHbIX MO OOHOMY WM HECKOITbKUM
npusHakaMm (TeMaTU4yeckoMy, HOMMHAaIbHOMY, OOBLEKTHOMY, aBTOPCKOMY, XPOHOMIOTMYECKOMY W ApPYrnM)
(oanee - apxmBHasi Konnekums).

2.2. Tlo cTeneHn UEHHOCTU AOKYMeHTbl ApxmBHOro ¢onHga Poccuiickon ®Pepepauumn gensTtcs Ha
LleHHbIE, 0CO00 LIEHHbIE N YHUKATbHbIE.

2.2.1. Bce oTHeceHHble Kk cocTaBy ApxuBHoro doHga Poccuiickon depgepaumm LOKYMEHTbl BHE
3aBMCUMOCTM OT UX MPOUCXOXAEHMUS, BUOA HOCUTENSs, CTENEHN CEKPETHOCTU, MeCTa XpaHeHus U hopMbl
COBCTBEHHOCTU ABASOTCA LIEHHLIMU.

2.2.2. B coctaBe ApxumBHoro coHaa Poccuiickon ®epgepaumm BolgensaoTcs 0cob0 LeHHbIe JOKYMEHTD,
UMetoLLMe HENPEXOOSLLY KyNbTYPHO-UCTOPUYECKYIO UM HAy4yHYK LEHHOCTb, OCOOYH BaXXHOCTb [AJis
obLlecTBa M rocygapctsa M B OTHOLUEHMU KOTOPbIX YCTaHaBMMBAETCSl OCOObLIN pPEXUM y4eTa, XpaHEHUS U
MCMonb30BaHUS.

2.2.3. B coctaBe 0co60 LEHHbIX OJOKYMEHTOB BbIAEMAIOTCA YHUKalbHbIE OOKYMEHTbI, HE MMeERLme
cebe nogobHbIX MO coaepXallencst B HAX MHpopMaumm 1 (Mnn) Ux BHELWHMM Npu3Hakam, HEBOCMOJTHUMbIE
npw yTpaTte ¢ TOYKN 3PEHUS UX 3HAYEHUS U (Unn) aBTorpadmyHocTn (cMm. n. 3.7.4).

KoHcynberaHTlnoc: npumedaHue.

B odwumanbHOM TeKkcTe [OKYMEHTa, BMAMMO, [OMylleHa onedvatka: MyHKT 5.3.2 B [JOKyMeHTe
OTCYTCTBYET, MO BOMPOCY, KacatLeMyCs YHUUTOXEHNA apXMBHbIX OKYMEHTOB, CM. MYHKT 4.3.2.

2.2.4. ApxuBHble OOKYMEHTbI BPEMEHHOIO XpaHEHMWs!, UMEKLIMECS B COCTaBe apXuMBHbIX (DOHOOB, B
TOM 4YMCne OT JIMKBUOUPOBAHHbIX OpraHu3auui, Unn nocTynMBLUME B apXvBbl BCNEACTBUE YPE3BbIYANHbLIX
00CTOATENLCTB, BLIAENSAIOTCA K YHUUTOXEHUIO B YCTAHOBIIEHHOM nopsiake (cMm. n. 5.3.2).

2.3. o kaTeropusim gocTyna apxmMBHbIe JOKYMEHTbI AENATCS Ha OTKPbITbIE, OrPaHNYEHHOrO 4OCTyna U
Ha XpaHALMECs Ha 0COObIX YCNOBUSIX 4OCTYMNa K HAM.

2.3.1. OTKpbITbIMU SBMASIOTCA BCE apXMBHble OOKYMEHTbl, AOCTYN K KOTOpPbIM HE OrpaHuyeH B
COOTBETCTBUM C MeXAyHapoaHbIMKn goroBopammn Poccuickon depepaumm, 3akoHogatTenbcTBoM Poccuinckom
defepauun, a Takke B COOTBETCTBUM C pacrnopsbkeHMem COOCTBEHHWKA WM Bnagenbla apXMBHbIX
OOKYMEHTOB, HaXo4dALLMXCA B YaCTHOW COBCTBEHHOCTMW.

2.3.2. K apx1BHbIM JOKYMEHTaM OrpaHMYeHHOro AOCTyna OTHOCATCS:

apXxuBHble OOKYMEHTbI, coAepXallme CBedeHUsi, COCTaBnAaLLMe rocyaapCTBEHHYO TalHy UNN UHblE
OXpaHsaemble 3akoHogaTenbCcTBOM Poccuinckon degepauunm TanHbl;

apXMBHbIE [OKYMEHTbI, COAEepXaliue CBeAeHMs O JIMYHOM M CEeMENHOW TalHe rpaxgaHuHa, ero



YaCTHOW XM3HW, @ TakKe CBeAeHUs], co3daroLme yrpody ero 6e3onacHocTy;

apXMBHbIE OKYMEHTbI, COOCTBEHHMKM UK BNagenbLbl KOTOPbIX, NepefaBas X B apxms, yCTAHOBUMIN B
O0roBope yCroBus AoCTyna K HAM U X UCMOMb30BaHMS.

Jdoctyn K yKkasaHHbIM  apXMBHbIM  OOKYMEHTaM [0  yTpaTbl MMW  CEKPETHOCTM  Unn
KOH(PMAEHLMANbHOCTH, a TakKe UX UCMOSNb30BaHNE OCYLLECTBAKTCA B YCTAHOBNEHHOM MOpsaKe.

2.3.3. OrpaHnumBaeTcsa JOCTYN K NOAMMHHUKAM 0CO00 LEHHbIX, B TOM YUCIE YHUKAmNbHBIX, JOKYMEHTOB
M K JokymeHTam ApxmBHoro cdoHaa Poccuiickon denepaumu, NpusHaHHbIM B rnopsiake, YCTaHOBMEHHOM .
2.11.7 .1 HacToswumx MNpasun, HaxoasaWwuMNCH B HEYAOBNETBOPUTENBHOM (hU3NYECKOM COCTOSHUM.

q)OH,EI,VIpOBaHVIe APXUBHbLIX JOKYMEHTOB

2.4. Pabota no cdoHanMpoBaHMo (onpegenennto, YToOYHEHUIO (OOHAOBOW NMPUHAOSIEXXHOCTU apXMBHbIX
OOKYMEHTOB UM XPOHOMOIrMYECKNX TpaHuL, apxmBHbIX (OHOOB) OCYLUECTBMASIETCA B UCTOYHMKAX
KOMMNNEKTOBaHNA apxmBoB (dpoHaoobpasoBatensax) B npouecce GOPMUMPOBaHUS LEn Ha OCHOBE
HOMeHKNaTyp gen n otbopa JOKYMEHTOB ANiS nepefayn Ha XpaHeHue B apxuB, a Takke B apxuBax - npu
ONUCaHUN MNPUHATLIX HEYNOPSOOYEHHBIMU aPXMBHBIX OOKYMEHTOB, nepepaboTke HeyaoBneTBOPUTENbHO
COCTaBMEHHbIX OMUCeRn, Npu co3gaHuM OObeaMHEHHBLIX apXMBHbLIX (QOHAOB W APXMBHbLIX KOIMEKLMHNA,
ncnpaeneHmMn ownbok hoHanpoBaHuS.

2.4.1. OnpegeneHvne ¢oHOOBOW NPUHAAMNEXHOCTU apXMBHbIX JOKYMEHTOB 3aKroyaeTcsl B OTHECEHUU
UX K apXuBHOMY POHAY COOTBETCTBYHOLLErO hoHA00OpasoBaTens.

ApXVBHblE [OOKYMEHTbI, SIBMSOWMNECA BXOAALMMW, OTHOCATCA K apxvMBHOMY poHOy TOro
doHaoobpasoBaTerns, KOTOPbIA UX NOAYYUI.

ApXVBHbIE LOKYMEHTbI, SBMSOWMNECH UCXOOAWMMN KOMUAMK (OTMYCKamMm), OTHOCHATCS K apXUBHOMY
doHay Toro hoHaoobpa3oBaTerns, KOTOPbI SBNAETCS UX aBTOPOM.

ApXuBHblIE  [OOKYMEHTbl BHYTPEHHEro obpalleHns OTHOCATCA K apxXMBHOMY oHAYy TOro
doHgoobpasoBaTtens, B KOTOPOM OHM CO3AaHbl.

2.4.2. B cnyyae peopraHusauuMm unuv NUKBMOauMM opraHvsauum ¢ nepegaden ee yHKUUN BHOBb
CO3[JaHHON oOpraHM3auun 3akOHYEeHHble NPOM3BOACTBOM [ena BKYalTCAd B apXuBHbIA - QOHA
peopraHu3yemMon WnM JIUKBUAMPOBAHHOW OpraHu3auum, a He3akoHYeHHble [ena, nepefaHHble Ang
OKOHYaHUS NPOM3BOACTBOM OpraHu3aLnn-npaBonpeeMHUKY, BKITOYAKOTCS B apXMBHbIN OOHA NOCNeaHEN.

M3 apxvMBHOro oHAa NUYHOTO MPOUCXOXKOEHUS apXUBHblE LOKYMEHTbl OpraHu3auvu BbIOENAITCS U
NPUCOEOVHSIIOTCA K COOTBETCTBYHOLLEMY apXMBHOMY (QOHAY NPV YCMOBWUW, €CNN 3TOT apXMBHbIN (OOHA
HaxoOMTCA Ha XpaHEeHMU B [AaHHOM apxvBe W apXMBHbIE OOKYMEHTbl OpraHuM3auum He CBs3aHbl C
OeATenbHOCTbIO rpaxdaHuHa, obpas3oBaBLUEro apxXuBHbIi QOHA NMYHOMO MpomucxoxaeHus. He nognexart
BbIAEMNEHNIO N3 apXMBHOIO POHAA rpaXkaaHuHa - PyKOBOAUTENS U YNieHa COOTBETCTBYHOLLUMX OOLLECTBEHHbIX
OpraHu3aumin apxvMBHble JOKYMEHTbI 3TUX OBLLIECTBEHHbIX OpraHn3aumi.

2.4.3. EAVHBIN apxvBHbIA OOHA C apXMBHBLIMW AOKYMEHTaMu OpraHn3aLmn CoCTaBnsaoT:

apXMBHbIE JOKYMEHTbI MPEeACTaBUTENBLCTB U (hnnnanos;

apXMBHbIE OKYMEHTbI COBELLaTENbHbIX OPraHoB, CO34aHHbIX MPU opraHM3auuu;

apXMBHblEe OOKYMEHTbl BpPEMEHHbIX agMUWHUCTpaLMiA oOpraHuM3aumy, Haxoaslwencs B cTaguu
6aHKpOTCTBA;

apPXMBHbIE [OKYMEHTbI CO34aHHbIX MPU OpraHvM3aumy NepPBUYHbIX OOLLECTBEHHbIX OpraHu3aumin (3a
uckrtodeHmem opraHmsauun KMNCC wu BJIKCM), cyuwectBoBaBlUIMX [0 MPUHATUS 3akoHodaTenbCcTBa
Poccuinckon ®egepaumm 06 obLecTBEHHbIX 00beANHEHUSIX;

ApPXVBHbIE JOKYMEHTbI NMMKBUAALMOHHON KOMUCCUW OpraHn3aumu.

ApXVBHble OOKYMEHTbI OOLLECTBEHHOW oOpraHusaumn (NpodCOH3HON M Ap.), CYLECTBYKOLIEW npu
opraHusauMm C MOMEHTa peructpaumMm 3ToM  OOLIEeCTBEHHOW OpraHu3auMum B COOTBETCTBMM C
3akoHogatenbcTBoM Poccunckon depepaummn o6 oOLecTBEHHbIX 06beAUHEHUSIX, NPU UX NOCTYMIEHUM Ha
XpaHeHMe B apxvMB COCTaBMAKT CaMOCTOSITENbHbIA apXUBHbIA (DOHL UMW NPUCOEOUHAIOTCS K apXMBHOMY
doHAY COOTBETCTBYIOLLEN OpraHM3aunn, obpasys o6beanHEHHbIV apXUBHbIA OHA.

2.5. O6beanHEeHHbIN apXMBHbBIN (OH (POPMUPYETCH U3 apPXMBHBIX AOKYMEHTOB:

opraHvsaLmin, OAHOPOAHbIX MO LieNeBOMY Ha3Ha4YeHU0 N OYHKLUSAM, OEACTBYIOLUUX Ha onpeaeneHHom
TeppuTopuy;

pyKoBOAsILLLEro oOpraHa W MNOAYMHEHHBIX €My oOpraHusauui, OencTBYLWNMX Ha onpeaerneHHon
TeppuTopuy;

opraHusaLuun, 00begMHEHHbIX OOBbEKTOM AEATENbHOCTMY;

nocregoBaTenbHO CMEHSsBLUMX Jpyr Apyra opraHusaumi, ecnu  yHKUuMW npealecTBEHHUKOB
MOTHOCTBIO UMM YaCTUYHO NepeaaBanuvchb N NepefarTCst UX NPeeMHNKaM;

OByX nnn 6onee apxmBHbIX (hOHAOB JINYHOTO MPOUCXOXAEHUSA, €CNN FPaX4aHe CBsi3aHbl Mexay cobow
Onun3kumMKn poacTBEHHBIMU, NPOGECCUOHANBHBIMUY, TBOPYECKUMM, AEMOBBIMUA OTHOLLEHUSMMU.

2.6. ApxuBHasi KOMnekuuMs MoCTynaeT B apxvB wunn OpMUPYETCA B apxvBe W3 OTAENbHbIX
Pa3pO3HEHHBIX apPXMBHbIX [OOKYMEHTOB, WUMEKLWMX MpuU3HaKm OOLWHOCTU. KcTopuyeckn cnoxusLiascs
apxvBHasa Komnekuus, MNOCTyMuBLUASA W3 [JpYyroro apxuea, OT oOpraHusaumm wunu rpaxpaHuHa,



nepegoHAMPOBAHUIO HE NOANEXNT.

2.7. ApxuBHble OOKYMEHTbI, COOPMUPOBaHHbIE B apXMBHbIA (poHO, 0ObeOUHEHHbIN apXMBHBLIN OOHA
UIN apXMBHYHO KOMMeKuuio, nepecdoHamMpoBaHuio He nognexart. lNepedoHanpoBaHme apXmMBHbBIX JOKYMEHTOB
OOMyCKaeTCs B UCKIKOUUTENBHBIX CryyYasax npy obHapyXeHun onmbok poHAMPOBaHWS, 3aTPYAHSOLWNX NOUCK
apXMBHbIX JOKYMEHTOB.

2.8. B 3aBucumMoOCTM OT BpemeHu obpas3oBaHMs M MPaBOBOrO cTaTyca WCTOYHMKA KOMMIIEKTOBAHWUS
(dboHOoOOpazoBaTens) ero apxMBHbIE JOKYMEHTbI NPUHMMAKOTCS B apXVMB UMW KaK NPOAOSIKALWAACA YacTb
yXXe nmeloLLerocst apxXuBHoro hoHaa, Unm Kak HoBbIN apXUBHbINA CHOHA,.

2.8.1. B cBa3u ¢ npuHaTnem KoHctutyumm Poccuiickon ®egepauun B 1993 roay:

2.8.1.1. HOBble apxunBHble (POHAbI COCTaBASOT apXMBHbIE AOKYMEHTbI:

OopraHoB 3akoHogaTenbHow Briactu Poccuiickon Pepepauun n cybbektoB Poccunckon degepaumu;

OpraHoB WucnonHuTenbHoM Bnactn Poccuiickon Pepepaumm n pecnybnuk B coctaBe Poccuiickon
depepauuu;

rmaB (rybepHaTopoB) KpaeB, obnacten, aBTOHOMHbIX OkpyroB Poccuiickon ®egepaumm u nx
aAMUHUCTpaLnig;

oTpacneBblX OPraHoB MWCMOMHUTENbLHOM BRactTu kpaes, obnacten, Mocksbl n CaHkT-lNeTepbypra,
aBTOHOMHbIX OKpyroB Poccuickon ®egepauum, ecnu ux 3agadm n yHKLUN N3MEHUMNNCH;

opraHoB cyfebHol Bnactu Poccuiickon ®egepaunu;

OpraHoOB MECTHOIO CamMOyrnpaBneHNs;

leHepanbHoM npokypaTypbl Poccuinckon depepaumu;

CueTHoun nanatbl Poccuiickon degepauuu;

LleHTpanbHoro 6aHka Poccunckon ®enepaumm (banka Poccun);

LleHTpanbHOM nsbnpartensHon kommuccum Poccuiickon depgepaumm, n3bnparenbHbIX KOMUCCUA OpraHoB
rocygapcTBeHHOM BnacTu cybbektoB Poccunckon ®egepaumn.

Honyckaetca opMmmnpoBaHne oObeOUHEHHbBIX apXUBHbIX (OHAOB W3  apXMBHbLIX [OOKYMEHTOB
nsbumpartenbHbIX KOMUCCUI MO BbiIBOpam opraHoB MECTHOIO CaMoyrnpaBreHns;

2.8.1.2. eavHble apxuBHble OOHAbLI COCTaBMSAT apXMBHbIE JOKYMEHTbI:

oTpacneBsbiX yNpaBrieHUn 1 OTAENOB UCMONIKOMOB COBETOB HAPOAHbIX AenyTaToB Kpaes, obnacten, I. I.
Mockebl 1 CaHkT-lNeTepbypra, aBTOHOMHbIX OkpyroB PC®CP n COOTBETCTBYIOLLMX OTpaCMeBbLIX OpraHoB
WCMONMHUTENBHOW BnacTtu kpaeB, obnacten, r. . MockBbl K CaHkT-leTepbypra, aBTOHOMHbIX OKPYroB
Poccuiickon degepaumm, ecnu nx 3agadm u oyHKLMM octanmck 6e3 M3aMeHeHUs;

opraHoB cygebHoM BracTu v npokypatyp pecnybnuk, kpaes, obnacten, . . MockBbl u CaHKT-
MeTepbypra, aBTOHOMHbIX OKPYroB, ropodoB u panoHoB PCPCP 1 cOOTBETCTBYIOLLMX OpraHoB cyaebHon
BMacTu W MnpokypaTtyp B pecnybnuvkax, kpasx, obnactsax, r. . MockBe n CaHkT-lleTepbypre, aBTOHOMHbIX
okpyrax Poccunckon ®egepaumm, MyHMUMnanbHbIX panoHax U ropoACKMX OKpyrax;

npeacTaBMTENbHOIO Y UCNOMHUTENbHO-PaCcNoPSAMTENBHOMO OPraHOB MyHULMNANBHOMO NOCENEHNS.

2.8.2. B cBsA3u ¢ npeobpasoBaHveM MyHMLUMNanbHbIX 06pa3zoBaHui (Mx o6begnHeHneM, pasgeneHnem,
a TaKkkKe WU3MEHEeHWeM cTaTyca ropoACKOro MOCeEneHus) HOBble apXuBHblE (DOHObI COCTaBMSAT apXMBHblE
OOKYMEHTbI CO3[aHHbIX OpraHOB MECTHOIO CamoynpasneHus.

MIameHeHWe rpaHul MyHUUUNansHbIX 0bpasoBaHuii He ABMSIETCS OCHOBaHWEM AMS CO30aHUSA HOBbIX
apXMBHbIX (POHAOB U3 apXUBHbIX AOKYMEHTOB COOTBETCTBYIOLLMX OpraHOB MECTHOro caMoynpaBneHus.

2.8.3. Npun peopraHnsaLmMm opraHM3aLmMm HoBble apXuBHble hOHAbI CO34aK0TCS B CriyyYasx:

N3MEHEHUS LIENEBOro HasHayYeHusl, Npouna AeaTenbHOCTU U PyHKUMIA OpraHu3aumu;

npeobpas3oBaHNsl OpraHu3aLuMn C U3MeHeHMeM (OpMbl COOCTBEHHOCTM MMYyLLECTBA OpraHu3auum
(MpuBaTM3aums, akUMOHNPOBAHME, HaLMOHanM3aums u T.n.).

M3 apxuBHbIX OOKYMEHTOB TFOCYOApPCTBEHHOW WM MyHWUMNANbHOW OpraHu3auuu, nogBepriiencs
npeobpasoBaHNld C W3MeEHeHWeM (OpMbl COOCTBEHHOCTM MMYyLLECTBA OpraHuMsauum, W apXuBHbIX
OOKYMEHTOB BHOBb BO3HUMKLUEN OpraHusaumn(ii)-npaBonpeemMHuka(oB) ponyckaerca ¢opmupoBaHue
obbeaVHEHHOro apxuBHoro oHga B Ccryvyae nepefadv  apxXMBHbIX  JOKYMEHTOB opraHu3auuun(i)-
npaBonpeemMHnka(oB) B rocyaapCTBEHHYHO UM MyHULMNANbHY0 COGCTBEHHOCTD.

2.8.4. He siBnAeTcs ocHOBaHMEM ANd CO34aHWsi HOBOMO apXMBHOIo ¢hoHAaa:

pacLiMpeHne Unm cy>xeHne TepputoprarnbHbIX rpaHnL, AeaTeNbHOCTU U OYHKUUIA opraHu3auuu;

BblAeneHne M3 opraHnsaumm ogHOM UK HECKOSbKMX HOBbIX OpraHu3auuin ¢ nepegaden UM oTaenbHbIX
dyHKUUI NepBoOi opraHu3auuu;

N3MeHEeHNe NOAYNHEHHOCTU OpraHu3aumm, ee CTPYKTypbl, NEpPEUMEHOBAHNE UM BHECEHNE U3MEHEHUI
B HA3BaHWeE, HE COMPOBOXAALLNECH U3BMEHEHMEM NEPBOHAYANbHbIX (OYHKLNINA;

CMeHa yypeauTensi(er) opraHmsauum 6e3 unameHeHust Popmbl COOBCTBEHHOCTM MMYyLLECTBA 3TOM
opraHusaumu.

2.8.5. ApxuBHble [OOKYMEHTbl OpraHuMsaumm, npekpaTMBLLEN CBOK [OEATEeNbHOCTb BCreacTsue
nvkeMaaumu, B TOM YMCME MO MpUYMHEe Ypes3BblyariHbIX 06CTOATENbCTB UMK CTUXUAHBIX BeacTBUn, a 3atemM
BOCCTQHOBIEHHOM C TeMU Xe PYHKLUMAMU, COCTaBASOT €AnNHbIA apXMBHbIA (PoHA,.

2.8.6. XpOHOMOrM4yecknmmn rpaHiLamMm apxmBHoro poHaa sBnsoTCs:

apxvBHOro hoHAa rocydapCTBEHHOrO OpraHa, opraHa MECTHOro caMOynpaBsfieHusl, opraHusauun -



yCTaHaBNMBaeMble Ha OCHOBE HOPMAaTMBHbIX aKTOB oduumanbHble gatbl X obpasoBaHusa (perncrTpauum) un
nvkeugaumun. Mpyu HanMuMm HECKONbKMX HOPMaTWMBHBIX akTOB 3a AaTy obpasoBaHus rocygapCTBEHHOrO
opraHa, opraHa MecTHOro camoynpaBneHusi, opraHn3aumu NpuHUMaeTca AaTa Hanbonee paHHEro u3 HuXx;

obbeanHeHHoro apxvBHoro doHaa - AaTtbl obpasoBaHus (peructpaumu) Hambonee paHHen wu
nvkevgaumn Hanbonee No3gHen MO BpeMeHW OeATEeNbHOCTU opraHnsauuin, AOKYMEHTbl KOTOPbIX BOLUMW B
cocTaB 06beAMHEHHOro apXMBHOIO POHAA;

apxvMBHOro oHAA NMYHOTO MPOUCXOXAEHUS - AaTbl POXAEHUS U CMEPTU rpaxaaHuHa, YreHOB CeMbM
unu poga (no aHanornm ¢ o6begnHEeHHbIM apXMBHbLIM (OOHAOM);

apXMBHOW KOMMEKUMK - AaTbl CAMOro paHHEro 1 CaMoro NO3AHEro AOKyMeHTa.

XpoHorornyeckme rpaHvubl  apxuBHoro oHga MOryT He coBnagaTb C  KpanHWMKM  gatamu
COCTaBNSAIOLLMX €r0 apXMBHbIX JOKYMEHTOB!

B dooHAe rocyfapCTBEHHOro opraHa, opraHa MeCTHOro CamoynpaBsfieHWUsi, opraHnsaumm - B CBSA3U C
BO3MOXHbIM OTCYTCTBMEM apXMBHbIX AOKYMEHTOB Ha4arbHOro W/UNM 3aBepLUakoLLEero 3TanoB AesaTenbHOCTU
rocy4apCTBEHHOro opraHa, opraHa MeCTHOrO CamoyrnpaBfeHns, opraHn3auun, BKMYeHnem B coctas doHAaa
fonee paHHUX apxvMBHbIX [OOKYMEHTOB, MepedaHHbiX [Afs  3aBeplleHns npou3BoACTBOM  Aena
npenLwecTBEHHUKOM rocy4apCTBEHHOTO opraHa, opraHa MeCTHOro camoynpaBseHnsi, opraHnsauuu;

B (poHOE NMYHOrO MPOUCXOXKOEHUS - 3a CYET AOKYMEHTOB, CBA3aHHbLIX C OTKIIMKaMW Ha CMepTb
rpaxxgaHuHa, npoBeaeHneM NamMaTHO-HOMNENnHbIX MeEPONPUATUIA 1 Ap.

Opranaame dPXMBHbIX AJOKYMEHTOB B Mnpeaenax apxmBHoOro (bOH,CI,a

2.9. B npegenax apxvBHOro hoHAa apxvBHble 4OKYMEHTbl OPraHN3yrTCA MO eANHMLAM XPaHEHUS.

EOvHUUbl XpaHeHus cucTeMaTm3npyroTcs COrNacHoO CXeMe cucTematusauum apxvMBHbIX AOKYMEHTOB B
apxXMBHOM oHAeE.

2.9.1. Cxema cuctematmsaumm apxuBHbIX JOKYMEHTOB B apXvBHOM QOHAE SBMSETCS OCHOBaHWEM AMs
BHYTPEHHEN OpraHu3auun eguHWL, XpaHeHust apxmMBHOro oHAa M 3akpennseTcs onvcbio (onMcsamu) aen,
OOKYMEHTOB.

CucrtemMaTmsaumns eguHUL, XpaHeHus B npefernax apxveHoro ¢oHAa no pasgernam (noapasgernam)
CXeMbl cMcTemMaTn3aumm NpoBOAMTCS C y4ETOM OOHOIO UMW HECKOMbKMX CREAYOLMX NPU3HAKOB:

CTPYKTYpPHOTO (B COOTBETCTBMM C MPUHAONEXHOCTbIO  €OUHWL  XPaHEeHWss K  CTPYKTYPHbIM
nogpasgeneHnsam);

XPOHOMOrM4eckoro (Mo nepuodam unu gatam, K KOTOpbIM OTHOCATCH eAMHULbI XpaHEeHUS);

PyHKUMOHaNbHOro, OTPacneBoro, TemMaTW4ecKoro, MPEeAMETHO-BOMPOCHOMO (C y4eToM  (OYHKLMNA
opraHv3aumu, TeM UM BOMPOCOB, KOTOPbIX KacaeTca coaepKaHne equHnL, XpaHeHus);

HOMWHarnbHOTO (N0 AenonNpPOn3BOACTBEHHON hOpMeE - BUAAM U Pa3HOBUAHOCTAM JOKYMEHTOB);

KOPPECNOHAEHTCKOro (N0 OpraHusauMsam W nuuam, B pesynbrate Mnepenuckn C  KOTOPbIMK
0bpas3oBanncb eguHNLblI XpaHeHus);

reorpaduyeckoro (B COOTBETCTBUM C OMNPeAeNieHHbIMW TEPPUTOPUSIMU, HACEMNEHHbIMU MYHKTaMU U
ApyrMMun reorpauyeckumm obbektamu, C KOTOpbIMU CBS3aHO coAepXaHue [OKYMEHTOB, WX aBTopbl,
KOPPECMNOHAEHThI);

aBTOPCKOro (N0 HasBaHWAM oOpraHusauuMnm unu amMunuam nud, KOTOopble SBASIOTCS aBTopamu
OOKYMEHTOB).

Mpn cucTtemaTMsauMm eOuHUL, XpaHeHUs ayavMoBM3yaribHOW W 3MEKTPOHHOW  [AOKYMeHTauuu
AONONHUTENBHO NCMOMb3YTCS OOBEKTHBIN U (HOPMATHbBIN MPU3HAKMU.

EAvHUUbl XpaHeHWs rpynnmpyloTca nocneaoBaTenisHO Mo npu3HakaMm, NpYMeHeHne KOTopbIX SBNAeTcs
Hanbonee LenecoobpasHbIM A4S BCEX UNN OTAEMbHBLIX FPYMNM apXMBHbIX JOKYMEHTOB apXMBHOIO oHAA.

[OKyMeHTbI MO MMYHOMY COCTaBy, a TaKkKe Hay4YHO-TEXHMYECKME AOKYMEHTbl B apXMBHbIX POHAAX
Hay4YHO-MCCreaoBaTeNbCKNX OpraHnsauuin, pykonucu B u3gaTtenscTeax, UCTOpUM BGonesHen B MeAMLMHCKAUX
opraHusaumsx, akTbl MPOBEPOK B (PoHOAX KOHTPOMbHbLIX OPraHOB BbIAENAKTCS B OCOOble rpynnbl U
cucTemaTmampyoTcs 060cobneHHo.

ApX1BHble OOKYMEHTbI apXMBHOIo (boHAa CeMbM, poda CUCTEMAaTU3MPYIOTCA BHavarne no oTAerbHbIM
rpaxgaHam, AOKYMEHTbl KaXx4oro rpaxkgaHuHa - no pasgenam cxembl cuctemaTtusauuun. B apxusHom doHae
CeMbM Ha nepBoe MECTO BbIHOCATCA apXMBHble OOKYMEHTbl Hambornee M3BECTHOrO rpaxgaHuHa, 3aTem -
apxXMBHble JOKYMEHTbI YNEHOB CeMbM B Mnopsigke cTeneHn poactea. B apxuBHoM doHae poaa apxvBHble
AOKYMeHTbl pacroniaralotcsi B MOPsiAKe reHeariornyeckon nocrnefoBaTenibHOCTH, MPUYEM  apXMBHbIE
AOKYMEHTbl, OTHOCSILUMECs KO BceMy popy (reHeanorvyeckve Tabnuubl, MMYLLECTBEHHO-XO3AWCTBEHHbIE
AOKYMeHTbl), MOMeLLalTCcs B Havarne.

EAvHUUbl XpaHeHus, BKMOYeHHbIe B 0O0beAVHEHHbIN apXxMBHbIA hOHA, pacnonaraiTcs Mo 3Ha4YMMOCTH
¢oHOoobpasoBaTenen, No XpPoOHOMOrMM KX co3daHusi, no andaBuTy HasBaHui. [Ana apxmBHbIX POHOOB
OOHOTUMHbIX OpraHn3aLMin ncnosnb3yeTcs obLias cxema cuctemaTumsauum.

B npegenax apxvBHOW KOMMEKUMM apxuBHble [JOKYMEHTbl O4HOro Buaa (pa3sHOBUOHOCTM)
rpynnupyloTcs MO aBTOPCKOMY MPU3HAKy C pPacnofioXeHWeMm rpynn eauHWUL XpaHeHus B andaBuTHOM
nopsiake HasBaHU opraHnsauun unu damunuii rpaxaaH. B npegenax apxvBHOW KONMekUMmn, Co3gaHHON no



TeMaTM4eckoOMy MpU3HaKy, rpynnMpoBKa apXMBHbIX OOKYMEHTOB MPOBOAWUTCS NO TemMaM WnuM BOMpocam,
pPacnonoXeHHbIM B NOpsigKe MX 3HAYMMOCTU UIN XPOHOMNOTUN.

B cooTBeTCTBMM CO CXemMoW cucTemMaTu3auum enuHuUbl XpaHeHWs rpynnupyloTcs B cregylolem
nopsigke:

eauMHULbl XPaHEHUS OTHOCATCA K TOMY rofly, B KOTOPOM OHM HayaTbl NPOM3BOLACTBOM UMM B KOTOPOM
NOCTYNWUMKN B A@HHY0 OpraHunsauuio (CTpyKTypHoe noapasfeneHue) u3 Apyron opraHvsaumun (CTPYyKTYpPHOro
nogpasgeneHns) Ans NpoaosKeHUst Npon3BoACTBa;

edVHMLbl XpaHeHusi, codepXalune nnaHbl, OTYETbl, CMETbI U Marepuarnbl K HAM, OTHOCATCH K TOMY
rogy, Ha KOTOpbIV UMW 3@ KOTOPbIN OHW COCTaBMeHbl, HE3aBMCUMO OT AaTbl UX COCTaBfIEHUst; AONTOCPOYHbIE
nnaHbl OTHOCATCSA K HayanbHOMY rogy UX AeWCTBKSA, a OTYETbI 3@ 3TW rofbl - K MOCreaHemMy rogy OTY4eTHOro
nepuoaa;

edVHMLbl  XPaHeHWs, HadvaTble NPOM3BOACTBOM B OAHOM MNOApasgeneHun u nepedaHHble  Ans
nNpogo/KeHMs B Apyroe noapasgerneHne, OTHOCATCA K TOMYy MoApasfgeneHuio, B KOTOPOM OHM Obinn
3aKOHY€EHb;

B nNpeaenax roga unm XpoHomnorMyeckoro nepmnoga eavHULbl XpaHeH1Us pacrnonaratoTcs no 3Ha4nmMocTu
YHKUMIN opraHu3aumm (Mnu B nNopsigke 3Ha4MMOCTM U NOrMYECKON B3aMMOCBA3W BUOOB U PasHOBUOHOCTEN
OOKYMEHTOB);

eOVHMLbl  XpaHeHus, npecTaBnsowme coboWi nu4Hble [ferna, CUCTEMATU3MpPYTCs NO  rogam
yBOMNbHEHUS U andasuTy amMunun.

lpynnbl eavHWL XpaHeHWs B npedenax nocrnegHux (3aBepLuarollmx) CTyrneHewh cucTemaTusaumu
pacnpegensioTcs No X 3HaYMMOCTMN UK XPOHOSOTUN.

HedoHgoBasa opraHnsaumnsa apxmeHbIX OKYMEHTOB

2.10. HedoHpoBas opraHnsaums apxmMBHbIX AOKYMEHTOB - OpraHu3aums co3gaHHbIX B AeATenbHOCTM
PasnnYHbIX WMCTOYHUKOB KOMMIEKTOBaHUS ayaMoOBU3yarnbHbIX OOKYMEHTOB (KWHO-, OTO-, (POHO- MU
BMAEOOOKYMEHTOB) NO UX BMAAM, OAHOMY WM HECKOSNbKUM BHELUHUM npu3Hakam (LBETHOCTWU, MaTepuany
HocuTens nHdgopmauun, ero opmarty, cMcTeme 3anncu 3ByKoBoW MHopmaumn 1 ap.).

KWHOOOKYMEHTbI M BWOEOOOKYMEHTbI CUCTEMaTU3MPYIOTCS MO BuAaMm - (PunbMbl, CNELBbIMYCKU,
KMHOXYPHarnbl, OTAENbHblE KWHO- W TEeneckkeTbl pasnMyHOM LUBETHOCTW. Ha  KMHOOOKYMEHTBI W
BMAEOA0KYMEHTbI onpeaerneHHoro Buaa CocTaBnsieTcs oTaenbHas onuchb.

POTOOOKYMEHTbI CUCTEMAaTM3MPYIOTCA MO BuAaM - HeraTvBbl PasnUYHON LUBETHOCTUM W pasmMepa;
cnangbl (AMano3nTrBbl) PasfMYHON LBETHOCTM; NO3UTUBLI, OTOOTNEYaTKN; hoToanbbombl; anadunbmel. Ha
(hOTOAOKYMEHTbI OnpedeneHHoro Buaa CoCTaBnseTcsa oTaenbHas onuchb.

®POHOOOKYMEHTBI CUCTEMATU3NPYIOTCA MO BUAAM 3anucu 3BYKOBOW MHopMaumm - poHorpadmyeckas,
rpaMModIOHHas, LWOPUHOMOHHAdA, ONTUYecKas, MarHuTHas, nasepHasa. Ha ooHO4OKYMEHThI onpeaeneHHoro
BMAa 3anvcu COCTaBMsSIETC OTAemNbHas Onuchb.

OneKTPOHHbIE AOKYMEHTbl CUCTEMATU3UPYIOTCA NO BuvAaM HocuTenen uHdopmauun (MarHuTHble
NeHTbl, nasepHble W >XEeCTKMe [OUCKW, KOMNAaKT-OWCKM, AWCKETbl); BHYTpM BMAOB - no opmatam
npeacTasneHns uHopmaumm 1 ganee - No xapakrepy 3adukcMpoBaHHON MHOPMaLUK.

O6GecneyeHune COXPaHHOCTUN apXNUBHbIX JOKYMEHTOB

2.11. Komnnekc MeponpusiTui No CO30aHWK0 HOPMATMBHBLIX YCIOBUW, COGMIOAEHUI0 HOPMATMBHBLIX
PEXVMMOB U Haanexallenh opraHu3aumnm XpaHeHWs! apXMBHbIX OOKYMEHTOB, UCKMOYAKLWMX UX XULLEHME U
yTpaty m obecnedvBaWwmnx noggepXaHue KX B HOPManbHOM pM3MYecKoMm cocTosiHuK, obecnevmBaet
COXPaHHOCTb apXMBHbIX JOKYMEHTOB B apXu1Be.

ObecneyeHne HOpMaTMBHBIX YCIOBUA XpaHeHWs
APXMBHbIX JOKYMEHTOB

2.11.1. HopmaTuBHbIe yCNOBUSA XpaHeHUs apXMBHbIX JOKYMEHTOB obecneynBaloTcs:

CTPOUTENBCTBOM, PEKOHCTPYKLUMEN N PEMOHTOM 30aHWIA apX1BOB;

cosgaHvemM  onTUMarnbHbIX  (HOPMATMBHBLIX) MPOTMBOMOXaPHOro, OXPaHHOro, TeMnepaTypHo-
BMaXXHOCTHOrO, CBETOBOMO Y CAHUTAPHO-TMIMEHNYECKOTO PEXMMOB B 30aHUN U MOMELLEHNSAX apXvBa;

NPUMEHEHMEM CreunarnbHbIX CPEACTB XPaHEHUst U NepemMeLLeHNs apXMBHbIX AOKYMEHTOB (CTennax,
wkadbl, cendbl, kKOpobku, Nank1 n gp.).

TpeboBaHus K 30aHMSM 1 MOMELLEHUAM apXxmBa
2.11.1.1. ApxuB pasmellaeTcss B crneumanbHO MOCTPOEHHOM(bIX) unu npucnocobneHHoM(bIX) Ans

XPaHEHUs1 apXMBHbIX OOKYMEHTOB 34aHUMU(SIX) MU OTAENbHbIX MOMELEHUAX 34aHud, yganeHHom(bix) OT
ONacHbIX B MOXXapPHOM OTHOLLEHUW 06beKTOB (HedTexpaHunma, 6€H30KONOHKN, aBTOCTOSHKN, rapaxun 1 T.n.)



N MPOMBbILIIEHHBIX OOBLEKTOB, 3arpA3HANOLWMX BO3AYyX (arpeccuBHble rasbl, LEMEHTHas Mbib U T.N.).
MpurogHOCTb MECTOPAacCMONIOKEHUS apxvMBa OMpefensdeTcss C y4eToM 3akMioYeHUn Ccnyxobl noapHomn
OXpaHbl 1 CaH3NUAEMCTaHLMM O CTENEHU 3arpA3HEHHOCTM BO3ayXa.

CTponTenbCTBO M PEKOHCTPYKUMS 30aHUSA apxvBa NpPOU3BOAATCS B COOTBETCTBUM C HOPMATMBHbLIMU
NnpaBoBbIMW akTaMu, cogepXawummn TpeboBaHUs K 0ObeKkTaM TEXHWYECKOrO perynmpoBaHust U NMPOEKTHOM
OOKYMeHTaLumemn, cornacoBaHHOM ¢ COOTBETCTBYIOLLMM YNOMHOMOYEHHbIM OPraHOM UCMOSNHUTENbHOW BNacTu
B cchepe apxmBHOro gena.

3gaHne apxuBa npeacTaBnsdeTr CcoOOM KOMMIIEKC OCHOBHbLIX WM BCMOMOraTesbHbIX MOMELLEHWHN,
npegHasHa4yeHHbIX ANS BbINOMHEHWS 3afa4y apxvBa MO XpaHeHut, obpaboTKe, NCMONb30BAHNIO aPXMBHbIX
OOKYMEHTOB M 3ajady agMWHUCTPATUBHO-XO3AWCTBEHHOIO, TEXHMYECKOro, ObITOBOrO XxapakTepa, OTBevaTb
TpeboBaHMsIM paLMOHarbHOW MITaHUPOBKM NMOMELLLEHWIA.

CocraB, pacnonoxeHue, obopygoBaHne NOMELLEHUA OCHOBHOIO HasHayeHWsi OOIMkHbl obecneynBatb
COXPaHHOCTb apXMBHbIX [OOKYMEHTOB Ha BceX Yy4yacTkax paboTbl ¢ HumM, cobniogeHne TpeboBaHun
TexHorormn paboT, oxpaHbl Tpyaa, TEXHUMKM 6e30nacHOCTU M MPOU3BOACTBEHHOW CaHWUTapuUKM, a Takke
pauuoHanbHoe B3aMMOAEWCTBME noapasgeneHnn apxmea. K nomelleHnsiMm OCHOBHOMO HasHavyeHus
OTHOCATCA:

apXMBOXPaHUMNLLA;

paboune nomeLlLeHNs pabOTHMKOB apxuBa;

NMoMeLLeHMs AN NpUueMa u BpEMEHHOTO XpaHeHWsi, akknumaTm3aunm apxXmBHbIX JOKYMEHTOB;

NOMeLLEeHMS ANSA U30NALUN, Ae3UHDEKLMN U OE3UHCEKLMN MOPaXXEHHbIX apXMBHBLIX JOKYMEHTOB;

nomMeLleHns ansa obecnbinMBaHus, NepensietTa n pectaBpaunyn apxmBHbIX JOKYMEHTOB;

noMelleHMss ONns  KOMMPOBaHWs U pecTaBpauuM apXuBHbIX OOKYMEHTOB (MWKPO-, KCepo-,
doToKkonupoBaHus, oTopecTaBpaumm 1 T.n.), 06paboTKM NMEHKN U MPOBEOEHUS TEXHUYECKOTO KOHTPOMS
ayamnoBusyarnbHbIX JOKYMEHTOB;

NOMELLEHMS A5 XPaHEHNS YYETHbIX JOKYMEHTOB;

KOMMIEKC YnTanbHOro 3ana (C yyactkamu Bbigayuun Aern U CnpaBoOYHO-MOUCKOBbLIX CPEACTB, BPEMEHHbBIM
XpaHunuiiem);

Hay4HO-cnpaBso4vHas bubnunoTeka;

MeToANYECKNIA KabMHET;

BbICTaBOYHbIN 3ar.

Pa3smelleHne apxuBa B NPUCNOCOONEHHbIX 3AaHUSAX U MOMELLEHNSIX NPOU3BOAUTCHA B YCTAHOBNEHHOM
nopsigke nocrie NpoBeAEHUs NX 3KCMEPTU3bl. DKCnepTu3a ycTaHaBNMBaET CTEMEHb OrHECTOMKOCTM 30aHWs,
OOINTOBEYHOCTb €r0  OCHOBHBIX KOHCTPYKUMA WM MPOYHOCTb  MEXITaXKHBIX MNEPEKPbITUA € YY4ETOM
NOTEHUMAaNbHbIX HArpy30K, COCTOSAHME NMOMELLEHWI 3aaHUS (MO3TaXKHbIX, NOABANbHbIX, YepAaqHbIX), HAaNu4me
N COCTOSIHME OTOMUTENbHBLIX WM BEHTUIISLUMOHHBIX CUCTEM. JKCMepTu3a NpOBOAMTCHA npeacTaBuTeNsMU
apxuBa, NOXapHbIX, OXPaHHbIX, CTPOUTEMbHbIX, CAHUTAPHO-3ANMAEMMONOIMYECKUX N OPYIUX ChneumanbHbIX
cnyx6. Mo utoram aKcnepTU3bl COCTaBNAETCH aKT.

He ponyckaeTcs pasMelleHne apxvBa B BETXMX CTPOEHUSX, OEPEBSAHHbIX MOCTPOMKAX, 3OaHUSX C
CbIpbIMM OCHOBHbIMUW, NOABASbHbIMUY, YepAAYHLIMU NOMELLEHUSIMU, NEYHBIM OTOMMEHNEM.

MpeoHasHayeHHble ANA XpaHEeHUs1 apXMBHbIX JOKYMEHTOB MOMELLEHUS B NPUCIOCOBNEHHbIX 30aHNAX
OOMKHbI ObITb M30NMPOBaHbI OT OCTasbHbIX NMOMELLEHM 3aaHus. He gonyckaeTcs pasMelleHne apXMBHbIX
OOKYMEHTOB B MOMELLEHNAX 30aHWsA, 3aHATOrO cnyx6amm oOLeCTBEHHOIO NUTaHUSA, NULLEBLIMU CKNagamu,
OpraHu3auMsaMKn, XpaHsAWMMM  MOXapoonacHble W arpeccuBHble BeLecTBa WM NMPUMEHSOLWUMU
MoXXapoomnacHbIE U XMMUYECKNE TEXHONOMNN.

TpeboBaHWs K apXMBOXPaHUIINLLLY

2.11.1.2. ApxvBoXpaHunuiie OO/MKHO ObiTb  MakCMManbHO ydaneHo OT  nabopaTopHbIX,
Npon3BOACTBEHHbIX, ObITOBbIX I'IOMeLLLeHI/IVI apxumea " He UMEeTb O6LIJ,VIX C HAMUN BEHTUNALUMNOHHbIX KaHaloB.
ApXmMBOXpaHUnuLLe oTAenseTcs oT COCeQHNX MOMELLEHUIN apXmMBa HECrOpaeMbIMU CTEHAMM Y NEPEKPLITUAMU
C npegenaMm OrHeCTOMKOCTU HEe MeHee OBYX YacoB. B apxmBoxpaHunuile He JonyckaeTcs npoknagka Tpyo
BOOOCHABXXeHUS1 U KaHanM3aunm, TEXHONOTMYecKMe Unm ObiToBble BbIBOALI BOAbI.

Mpn NPOEKTUPOBaHWMM pPa3MELLEHNS] apXMBOXpaHWNMLWA B chneuuanbHOM WM NpucnocobrneHHoM
30aHMM npeanoyvTeHve (MpU paBHbIX TEMOBbIX XapakKTePUCTMKAX) OTAAEeTCS MOMELLEHMSIM C CEeBEPHOM
OpVEHTaLMEN OKOH.

MaTepuanbl MOKPbITUS CTEH, MOSOB, TOTOMKOB, BHYTPEHHEN apmaTypbl apXMBOXpaHWUNULLA,
NpUMeHsIEMblE NPU U3rOTOBINEHUN 060PYAOBaHUS U CPEACTB XPaHEHUSI apXMBHbIX AOKYMEHTOB, HE LOSKHbI
cobupatb Mblifb, ObITb €€ NCTOYHMKOM UMW BbIAENATb arpecCcuBHbIE XMMUYECKME BELLECTBA.

ApXUBOXPaHWUIMLLE [OMKHO WMMETb €CTECTBEHHYIO WM WCKYCCTBEHHYK BeEHTMRAUMIO. CucTembl
KOHOMLIMOHMPOBaHUS [OOMKHbI obecneumBaTb PeELMPKYNsUMIO BO3dyxa C KpaTHOCTbo obmeHa 2 - 3,
CTabunbHOCTb TeMnepaTypHO-BMaXXHOCTHOMO PeXMMa, OYUCTKY BO3AyXa OT MbIIN U arpeCCUBHLIX NpUMeCceN,
a Takxe oTBe4vaTb COBPEeMEHHbIM TpGGOBaHVIﬂM KOMMNAaKTHOCTU N SKOHOMUNYHOCTMW.

BbicoTa apxvBoxpaHunuiia 3aBUCUT OT TeXHONornyeckoro obopygoBaHus, NPUHATOrO ANS XpaHeHus



apXMBHbIX JOKYMEHTOB, HO He MeHee 2,25 M [0 HM3a BbICTYNaloLMX KOHCTPYKLUUIA 1, Kak NPaBuUIio, He BbiLLe
4 m.

ApPXMBOXpaHUNULLE JOMKHO UMETb YAOOHbIE BbIXoAbl K NMMTaM U NTECTHUYHLIM KIeTKaMm.

He ponyckaeTtcs xpaHeHue (pOHO-, BUOEO- U SNEKTPOHHBLIX AOKYMEHTOB Ha HOCUTENAX C MarHUTHLIM
paboyyMm crioem B apXMBOXPaHWIMWLLE C NApPasUTHLIMU MOCTOSIHHLIMU WU NEPEMEHHBbIMU MarHUTHbIMU
nonsmMu HanpsbkeHHocTbio 6onee 400 a/m.

ApPXMBOXpaHUNULLE apXMBHBLIX OOKYMEHTOB Ha HUTPOOCHOBE (OMAacHOW, roptoyeit) TepputopuanbHO
OTOENSAETCA U M30NMpyeTcs OT APYIMX apXMBOXPaHWMWLL,. B HMXKHEN 30HEe apXMBOXpaHWNMLLA apXUBHbIX
OOKYMEHTOB Ha HUTPOOCHOBE NpeAyCcMaTpyBaETCs AOMNOMHUTENbHASA BbITSHKKA BO34yXa.

HopmaTuBHbIE PEXUMBI XPaHEHWS apXMBHbBIX JOKYMEHTOB.
MpoTnBONOXaPHbIA PEXUM

2.11.2.1. MpoTnBONOXapHbLIA PeXnM B 30aHUN(AX), rAe pa3MeLLaeTcs apxvs, 1 B apXuBOXpaHuUnmLiax
pernamMeHTUpyeTcss COOTBETCTBYIOLLMMM HOPMaTMBHLIMU NPaBoBbIMM akTamu Poccuiickon ®depepaumm B
obnactu noxapHor 6e3onacHoOCTH.

OxpaHHbIN pexnm

2.11.2.2. OxpaHHbIi pexxum apxupa obecne4nBaeTcsi KOMMIEKCOM Mep Mo 06ecneyYeHnto MHKeHepHOo-
TEXHUYECKOW YKPENfeHHOCTW, obopyaoBaHuio 34aHusa (MOMELLEHUs) apxvBa CpeacTBamMu  OXpaHHOW
curHanmMsauum,  opraHv3aummM  nocta(oB)  OXpaHbl, OMeyaTbiBaHUKO  MOMeELleHun,  cobrogeHuto
BHYTPUOOBHEKTOBOIO M MPOMYCKHOIO PEXUMOB, XPaHEHUIO KITHOYEN OT CMyXeOHbIX MOMELLEHWN.

TpeboBaHMsa K apxXMBOXpaHUIULLIAM M OPYTMM MOMELLEHUSM apXuBa, B KOTOPbIX XPAHSTCA CEKPETHbIE
apxXuBHble [OOKYMEHTbl M MpoBoAdATcs paboTbl C HUMKW, YCTAHOBMEHbl HOPMAaTWBHbLIMW MPAaBOBbLIMU
AOKyMeHTaMmu no obecneyeHmnto pexxmma cekpeTHocTu B Poccuiickon ®eagepaunn.

OpraHusaums oxpaHbl apxmBa OCYLLECTBNAETCA B COOTBETCTBUN C TPeBOBaHUAMN 3aKOHOAATENbHbIX U
WHbIX HOPMAaTMBHbLIX NpPaBoBbLIX akToB Poccuinckon depepaumn, a Tawke WIHCTpyKUMM O nopsiake
OCYLLECTBIIEHNS OXpaHbl apxuBa, COrMacoBaHHOW B YCTAaHOBIEHHOM MOPSAKE C OCYLUECTBASIOLWNM OXpaHy
apxuBa nogpasfeneHmemM n COOTBETCTBYIOLLMM OpraHoM BHYTpeHHMX Aen Poccuiickon degepaumn.

OxpaHa apxuBa OCYLUECTBIISIETCA HA OCHOBaHWM LOroBOpa MeXOy apXMBOM U COOTBETCTBYHOLLUM
nogpasfeneHneM OXpaHbl, B KOTOPOM MNpeaycMaTpuBaloTcsl 00A3aTenbCTBa CTOPOH MO OXpaHe apxuea,
cobniogeHnio  BHYTPMOOBLEKTOBOIO M MPOMYCKHOTO  PEXMMOB, NpeaycMatpuBarolMx B TOM  4ucrie
OOCMOTpPOBbLIE  MeponpusaTus. [lepevyeHb nomelleHWd apxuBa, obopyoyeMbIX CpeacTBamMu OXpaHHOW
curHanmMsauum, NpUMeHseMble MHXEHEPHO-TEXHUYECKNEe CpeAcTBa, BWA, YCMOBWUSI OXpaHbl M OUCOoKauus
MOCTOB OMPEAEensTCs YCIOBUAMM [OrOBOpa WUCXOAS M3 MPUHLUMMOB HAAEXHOCTM U 3KOHOMMWYECKON
060CHOBaHHOCTU TapMd OB, a TakkKe C Y4ETOM NOMOXKEHNA MEXBEAOMCTBEHHOroO akta obcrnegoBaHns apxmea
1 TpeboBaHuii HopMaTUBHbLIX NpaBoBbix akTtoB MB[ Poccuu.

Obs3aTensHOMY OCHALLEHUIO cpeacTBaMuM OXPaHHOW CUrHanMsauum WM oneyatblBaHW nognexar
apXMBOXPaHUIMLLA N NOMELLEHUS, B KOTOPbIX MOCTOSIHHO UMM BPEMEHHO XPaHATCH apXMBHbIE AOKYMEHThI, a
TaKke MaTepuarnbHble LEeHHOCTU, aBapuiHbIe U 3anacHble BbIXOAbl U3 30aHWs apxvBa, OCHOBHOW BXO4 Mpu
OTCYTCTBUW KPYrNOCYTOYHOIO MOCTa OXpaHbl.

OnevatbiBaHWIO Nognexart MeTannuyeckue wkadbl U cendbl, rAe BPEMEHHO XPaHATCS BblOaHHbIE U3
apXMBOXPAHWITULL, apXUBHbIE LOKYMEHTbI, YY4ETHbIE JOKYMEHTbI M Hay4YHO-CNPaBOYHLIN annapat, ecrin OHU
HaxXoOATCHA B HeOMeYyaTbIBaeMbIX MOMELLEHUSIX.

ApXvMBOXpaHunuwia v Apyrve MNOMELLEHWsi, fae MOCTOSHHO WM BPEMEHHO XPaHATCA apXuBHble
OOKYMeHTbl, obopyayloTcs ABEPSMU C MOBBILWEHHOW TEXHWYECKOW YKPEMnmeHHOCTbI MPOTUB BO3MOXHOMO
B3110Ma, OCHALLEHHbIMW 3aMKaMW MOBbILLIEHHOW CEKPETHOCTMU.

Bce oak3semnnsApbl Kknwoyerd (3@ UCKNIOYEHWEM OTHOCALUMXCSH K MOMELUEHUAM, Ha KoTopble
pacnpoCTpaHATCA  crneunanbHble TpeboBaHUSA pexuMMa CEeKpeTHOCTW) Y4MTbIBaKlTCA B XKypHane
perucTpaumy Knyer K 3amkam NMomeLLeHU apxmea, BedeHMe KOTOPOro MpuKasoMm pykoBOAUTENS apxvsa
BO3MaraeTcs Ha OTBETCTBEHHOE [AOIMKHOCTHOe nuuo. B ykaszaHHOM >XypHane oTmevaeTcs, y Koro M3
pabOoTHMKOB apxvMBa MMEIOTCHA KIOYM OT KaXAoro M3 MOMELLEHUI, C pacnuckon paboTHUKa B MOMyyYeHuu
3K3emnnspa Knoya.

Ko BceM MOMeLleHUsIM apxuBa, OCHALLEHHbIM 3aMKaMW, AOIDKHO ObiTb HE MEHee [BYX KOMMIEKTOB
KItoYen, OOMH U3 KOTOPbIX MOCTOSIHHO HAXOAUTCA B Cry0e oxpaHbl apxmBa.

Mopsgok xpaHeHus knoder B pabodee n Hepabovee BpeMs, MOMyyYeHMs Kroden B crnyxbe oxpaHsl,
cAaun KIYerh U MOMELLEHUA NoA OXpaHy YCTaHaBNMBAETCS WHCTPYKUMEN o6 OXpaHHOM peXuMe apxusa,
YyTBEPXXOEHHOW B yCTAHOBINEHHOM MOPSAAKE.

ApxmBoxpaHunuile B pabodee Bpemsi, €Cnv B HEM He paboTatoT COTPYAHUKM, OOMKHO ObiTb 3aKPbITO
Ha Knod. Knoum oT apxmBoxpaHunuwa B paboyee Bpems HaxogdATCs Y 3aBeOyHoLero apxXxMBOXpaHUNmem
UnNu nnua, ero 3ameLLapoLLero.

B apxvBoxpaHunue MMeroT NpaBo AOCTYMNa 3aBedyroLlwmin n paboTHUKM JaHHOMo apXMBOXpaHUnuLa,



a TakKXKe pykoBoAUTENb apxmBa U ero 3aMecTuTtenu, rMaBHbIN XpaHuTenb qI)OH,D,OB. Cnucok nuu, uMeroLLmnx
npaBo OO0CTyna B apxXmBoxpaHunuiie, obHoOBNsIEMBIN MO mMepe HeobX0AMMOCTN, AOIMKEH HaxoouMTbCs Ha
NOCTY OXpaHbl. Bce apyrue pa60Tan<v| apxuea O0NyCcKarTCA B apXnBOoXpaHUInLe ToJ1bKO B CONPOBOXAEHUN
3aBejyouiero apxmsoxpaHunuuwem wunm  nuda, ero 3ameljarulero. MHble nuua OonyckarTca B
aApXMBOXpaHUINMLWE B WUCKNMKOYUTENbHbIX Cly4Yadx TOJIbKO MO NUCbMEHHOMY pa3spelleHUo pPyKoBOACTBa
apxXxuBa 1 B CONPOBOXAEHNN 3aBeNyOLEero apxmnsoxpaHunuiem nnn nuua, ero aaMmellaroLlero.

BblHOC u”3 apxXmBa apxXMBHbIX OOKYMEHTOB, MaTepualibHbIX LLEHHOCTEN N KHWUT Haquo-cnpaBquon
onbnroTtekun, a Takke Hay4YHO-CNpaBO4YHOIo annapara paspellaeTca TOJIbKO No cneunarnbHbIM nponyckKkam,
BblAaBaeMbIM B YCTAHOBJ1IEHHOM NopsAKe.

TemnepaTypHO-BNaXXHOCTHbINA PEXUM

2.11.2.3. B apxvBOXpaHuUnuLle apxXMBHbIX [OOKYMEHTOB Ha OymaxHon ocHoBe, 06OpyaoOBaHHOM
CMCTEMaMU KOHOWMLMOHUPOBAHWUSI BO3AYyXa, NOAAEPXKMBAETCS HOPMATUBHbBIA TeMrnepaTypHO-BNaXXHOCTHbIN
pexum: Temnepatypa 17 - 19 °C, oTHocutenbHasi BnaxxHoCTb Bo3ayxa 50 - 55%.

TemnepaTypHO-BNaXXHOCTHbIE napameTpbl BO3ayxa ans [ONTOBPEMEHHOMO  XpaHeHust
ayaMoBM3yarbHbIX W 3MNEKTPOHHbIX [OKYMEHTOB [OIMKHbl COOTBETCTBOBaTb HOPMam, MNpuBEAEHHbIM B
Tabnuue:

Bug gokymeHTa Temnepatypa, rpag. C OTHocuTenbHas
BNa)HOCTb Bo3ayxa, %

YepHo-6enble LBETHbIE YepHo-0enble LBETHbIE

[okymeHTbl Ha

KMHOMJEHKE:

HUTPOOCHOBA He Bblwe +10 He Bblwe -5 40 -50 40 -50

BesonacHas He Bbiwe +15 He Bbile -5 40 - 50 40 - 50

OCHOBa

POTOAOKYMEHTHI:

CTEKIO0 He Bblle +15 He Bbille -5 40 - 50 40 - 50

nneHka He Bbllwe +15 He Bbille -5 40 - 50 40 - 50

doTtobymara He Bblle +15 He Bbille -5 40 - 50 40 - 50

OOKYMEHTbI Ha +8 - +18 45 -65

MarHuTHoOM

neHTe 1

[ONCKOBbIX

HoCUTENsIX

B apxvBoxpaHunuiie c HeperynMpyemblM KIMMaTOM [OSKHbl OCYLUECTBATLCS MEPOMPUSTUS MO
OoNTUMMU3aLMM  TeMMNepPaTypPHO-BNAXHOCTHOIO pexuma C MpUMEHEHMEM ONTUMArnbHOrO OTOMMEHUA WU
NPOBETPUBAHUS NMOMELLEHNIA, @ TaKKe MeXaHUYeCKUX CPEACTB YBMaXHEHUS! Unu OcyLleHUs Bo3ayxa. Peskue
KornebaHus (Ce30HHbIEe U B TEYEHWE OJHWMX CyTOK) Temnepatypbl (+/- 5 °C) u OTHOCUTENBHOW BNAXHOCTM
Bo3ayxa (+/- 10%) He gonyckatoTcs.

Mpy AOnNWTEeNbHOM HapylleHUW TemnepaTypHO-BMaXHOCTHOTO pexuma (oT 3 cyTok u 6Gonee),
COMpPOBOXJAoLLEMCS MOBbILLEHNEM OTHOCUTENbHOM BNaXHOCT Bo3ayxa Ao 70 - 90%, npuHMMaroTcst Mepbl
no ero Hopmanusaumu (MHTEHCMBHOE MPOBETPMBaHME, OCYLLEHNE apXMBOXPaHUULLA).

B nepuop TexHonornyecko o6paboTkn apXUBHbLIX AOKYMEHTOB JOMYCKAETCs UX BPEMEHHOE XpaHEHWe
(00 2 mMecsiueB) B MOMELLEHMSAX C HEPETrYNUPYEMbIM TEMMEepPaTypHO-BNAXHOCTHbIM  PEXUMOM  Mpu
Temnepatype 20 +/- 5 °C 1 oTHOCMTENbHON BRaxxHOCTW Bo3gyxa 50 +/- 20%.

TemnepaTypHO-BNaXXHOCTHBIA PEXMM KOHTPONMPYETCHA NyTEM PErynspHOro M3mepeHus Temneparypbl v
OTHOCUTENbLHOWM BNAXXHOCTWM KOMHATHOIO M HapPY>XHOro BO34yXa B OAHO M TO e BpeMms: B KOHAMLMOHUPYEMbIX
noMeLLeHusX - He pexe 1 pa3a B Hederno; B apXMBOXpPaHUNMLLAX C HeperynupyembiM KnumMaToMm - 2 pasa B
HeJento; Npy HapyLeHnax pexuma - 1 pas B CyTKW.

MokasaHusi KOHTPOIbHO-U3MEPUTENBHBLIX NPUBOPOB UKCUPYIOTCS B CrieuparnbHbIX PerMcTpaLmoHHbIX
XypHanax, B KOTOPbIX Takke OTpaxatTcsl NpoBepka NpaBuibHOCTU NokasaHuii NpubopoB 1 Mepbl, NPUHATLIE
no HopManu3auuyn TemnepaTypHO-BNaXXHOCTHOIO peXrMa B Cryyasix ero HapyLUeHus.

HomeHknaTtypa npyMeHsieMbIX KOHTPOIbHO-M3MEPUTENBHBIX NPUOOPOB, a Takke NOpPSAOK U3MEpPeHus
W pernctpaumMm napaMeTpoB KOMHAaTHOTO W HapYXHOro BO3dyxa OMNpeaensoTcs AeWCTBYIOLMMU
HOpPMaTUBHBIMU U METOANYECKUMU LOKYMEHTAMM.

KoHTponbHo-n3MepuTenbHbie NpubOpbl MOHTUPYKOT Ha OOHOM LUMTKE, Pa3MELLEeHHOM B [MaBHOM
NpoOXOA4e apxvMBOXpaHunuLa Ha cTennaxe, BOanuM OT OTOMUTENbHbIX W BEHTUMSLUMOHHBIX CUCTEM
(kOHTpOMNbHas ToO4YKa), N0 HOpMaMm: NPM KOMHATHON CUCTEME - OfHA KOHTPONbHasi TOYKa Ha KOMHarty, npwu
MHOTOSIPYCHOW - OfiHa Ha sipycC.



CBeToBOM pexum

2.11.2.4. XpaHeHne apxvBHbIX AOKYMEHTOB OCYLLleCTBRAseTcs B TemHoTe. OTo obecneymBaetcs
XpaHeHVEeM apXxMBHbIX JOKYMEHTOB B nepenneTtax, nankax, kopobkax, wkadax, Ha cTennaxax 3akpbIToro
TMNa, a Takke cobnogeHneM YCTaHOBIIEHHOIO CBETOBOMO pexunma.

OcBelLeHNEe B apXMBOXPaHUIULLE MOXET ObITb €CTECTBEHHLIM WM WUCKYCCTBEHHbLIM; apXMBHbIE
OOKYMEHTbI MOTyT pa3MeLlaTbCcs B MOMELLEHUAX C OKHaMM nnu 6e3 okoH. PasmelleHne apxmBoxpaHunumiia B
nomeLleHnax 6e3 OKoH JoMnycKaeTcd Npy HanMyum B HEM WUCKYCCTBEHHOW MMM €CTECTBEHHOW BEHTUNALMM
BO3[yXa C yCTAHOBMEHHOW KPATHOCTbIO BO34YXO00OMEHa.

EcTecTBeHHOE oOCBelleHME B apXMBOXpaHUNULLE AOMycKaeTCs pacCesHHbIM CBETOM Mpu YCIOBUM
NMPMMEHEHNST Ha OKHax CBeTopacceuBaTenen, aBTOMaTUYECKMX PEryrnsTopoB CBETOBOIO MOTOKa
(cneumnanbHbIX CTEKOM), 3aWUTHBLIX (PUMIBTPOB, Xark3u, WTOoP, HAHECEHHbIX Ha CTEKITO NMOKPLITUA 1 T.M.

[na  MCKYCCTBEHHOrO OCBELLEHUS B aAPXUBOXPaHMMMLLE MPUMEHSIOTCA namnbl HakanuBaHMA B
3aKpbITbIX MnadoHax C rMagkoW HapyXXHOW MOBEPXHOCTb. [lonyckaeTcs NpUMEHEHWEe NIOMUHECLLEHTHbIX
namn ¢ ypesaHHbIM yrbTpadmoneToBbiM yyacTtkom cnektpa Tuna J16, JIXB, JITB. YpoBeHb ocBeLLeHHOCTU B
AnanasoHe BUOMMOrO CrekTpa He AOMKeH NpeBbilaTb: HAa BEPTUKANbHOM MOBEPXHOCTU cTennaxa Ha
BblcoTe 1 M oT nona - 20 - 50 nk, Ha pabounx ctonax - 100 nk.

3alumTa apxmMBHbIX JOKYMEHTOB OT paspyLuaroLLero AeACTBUS eCTECTBEHHOMO N UCKYCCTBEHHOMO CBETa
OCYLLECTBIISIETCA BO BCEX NMOMELLEHMAX apXvBa Npu Nobbix Buaax paboTbl C apXMBHLIMU JOKYMEHTaMM.

CaHWUTapHO-TUIMEHNYECKUI PEXUM

2.11.2.5. ApxuBoxpaHunuia m gpyrme noMeLleHuUs apxmBa cogepXaTtcs B 4YMCTOTe M Nopsiake,
UCKIoYatoLLeM BO3MOXHOCTb MOSIBNEHNS HACEKOMBbIX, MPbI3yHOB, NAECEHU U MbINK.

B apxmBoxpaHunvLie npoBoAsTCA cucTeMaTmyeckast BrakHasi yoopka, He pexe OgHOro pasa B rog
obecnbinuMBaHne nbinecocaMmu CTennaxen, Wkados, CPEACTB XpaHeHus (Kopobok, nanok, ynakoBok). IMpu
3TOM LOKOSibHbIE YacTW CTenmnaxew, Monbl, MNAWHTYCbl, NOAOKOHHWKW MPOTMPalOT BOAHbLIMW pacTBOpamMu
aHTUCEeNnTUKOB.

B apxuBoxpaHunuuie 3anpeliaeTrcss npebbiBaHMe B BepxHeW oaexae, MOKPOW WU rpsi3Hou obyBM,
XpaHeHue nobbiX MOCTOPOHHUX MPEAMETOB, UCMONb30BaHNE NULLEBbLIX NMPOAYKTOB, a TakKe KypeHue.

B apxuBoxpaHunuiie obecneunBaetca cBoGOAHAs LMPKYNALMSA BO3gyXa, UCKnioyaroLwas obpasoBaHue
HenpoBeTpPMBaEMbIX 30H YCTOMYMBOIO MUKPOKNMMaTa. He gonyckaeTcs pasmelleHne apxuBHbIX JOKYMEHTOB
Ha norny, NOAOKOHHUKaX, B Hepa3obpaHHbIX Kunax.

OkHa B nNOMeLLeHNsX apxvBa, OTKpblBalOLMecs B Tennoe BpeMs rofda, 3alulatroTcd ceTkamm C
avameTpom syeek He 6Gonee 0,5 mMM. 3awuTHbIMM ceTkamu OOOPYAYHTCH Takke BEHTUNSALMOHHbIE
OTBEPCTUS B CTEHAX, MOTOMKaX, Mofax apxXMBOXpPaHUNMLLA, HAPYXXHble OTBEPCTUSA BEHTUMALMOHHBLIX CUCTEM.

C uenbio oBHapyXeHUs HaCEeKOMbIX W MNECHEBbIX TPUOOB apxvBHble OOKYMEHTbI (BbIBOPOYHO) U
NMOMEeLLEHNS apxXMBOXpaHunuu, Asa pasa B rog (B Havare W MNo OKOHYaHWM OTOMUTENBHOIO Ce30Ha)
noasepratTcs 0643aTeNbHOMY 3HTOMOJIOTMYECKOMY U MMKOIOrnyeckomy ocmoTpy. [Mpu oBHapyxeHuu
Buonorvyecknx BpeauTenen MNPUHUMAIOTCA HEMEANEHHble Mepbl Mo 06paboTke apXUBHbLIX [OKYMEHTOB,
CpeacTB XpaHeHUs1, apXMBOXPaHUNWLL,.

[ns npoBeAeHns caHUTapHO-TMrMeHNYecknx paboT NaHMPYTCA CaHUTapHbIe OHW.

OGopynoBaHWe apXMBOXpaHUNMLLA CPeacTBaMmn XpaHeH s

2.11.3. ApxuBoxpaHunuie obopyayeTcs CTauMOHapHbIMWA WU MNEePEeaBVXHbIMWM  MeTannyeckumm
ctennaxamun. [lonyckaetca aKcniyaTauusa CyLLEeCTBYIOLUMX CTauMOHApHbIX [AEpPeBAHHbIX CTennaxen,
HaxodsLUMXCA B HOPMaribHOM CaHUTapHO-OMOMOrMYeCKOM COCTOSIHUM U 06paboTaHHbIX OrHe3alMTHLIMU
coctaBamu. B apxvBoxpaHunvile ¢ HOPMaTMBHLIM TEMMNEPaTypPHO-BNAXHOCTHbIM PEXMMOM [JOMycKaeTcs
NpUMEHEHVe NepeaBuXHbIX MeTanIMJYecknx ctennaxen. B kayecTse BcnomoraTenbHOro Unu cnewmansHoro
0bopyaoBaHMA MOryT WUCMOMb30BaTbCs MeTannuueckue wkadbl, Cendbl, LWKadbl-CTENNaXM, a Takke
CTauMOHapHble 0TCEeKM-O0KChbl C METaNMMYEeCKUMM Neperopoakamu 1 nornkamm.

KnHOOOKYMEHTbI,  PYMOHHbIE  MUKPOMUIbMbI ~ XPaHATCS B  FOPU3OHTaNbHOM  MOMOXEHUN B
MeTannM4yecknx WNM MracTMKoBbIX KOopobkax Ha cTennaxax Ttuna "enodka" nubo Ha CcTauMoHapHbIX
cTennaxax. KNHOOOKYMEHTbI Ha Heroprtoyer TpuaueTaTHOM OCHOBE XPaHATCA B HEMMOTHO 3aKpbIBaKLLMXCS
MeTanM4yecknx MUnu NnacTMKOBbIX C OTBEPCTMAMM Kopobkax ANns npedoTBpalleHus cKannuBaHus BHYTPU
KOpOOKM NapoB YKCYCHOW KUCHOTbI, BblAENS€MblX OCHOBOW KUHOMSEHKM.

BraeonokymMeHTbl XpaHATCS B BEPTUKaNbHOM NOMOXEHUW B 3aBOACKOWN YNaKOBKe.

He ponyckaeTca XpaHeHue apxMBHbIX OOKYMEHTOB Ha HOCUTEMAX C MarHUTHbIM paboyvMm crnoem Ha
heppoMarHMTHbIX METannMYecKnx CcTennaxax; CcranbHble cTennaxum MoryT ObiTb WCMOMNb30BaHbl B
UCKMIOYUTESNBHBIX CryYasiX, TOMbKO NPV YCMOBUM pa3MarHWYMBaHWsi M 3aMblkaHUS KOHTYPOB CTennaxa
(coegmHeHne meTannUYecknx Yacten ctennaxa anekTponpoBoaoM 1 nx apdeKTUBHOE 3a3eMreHune).

B apxvBOxpaHunue C €eCTeCTBEHHbIM OCBELUEHWEeM CTennaxu W LKadbl OTKPLITOrO TuUMa



yCTaHaBNUBaKOTCA MNepneHAMKYNApHO CTeHam C OKOHHbIMW npoemamu. B apxuBoxpaHunuvwe 6e3 OKOH
CTennaxu v wkadbl ycTaHaBNMBaKTCA C y4ETOM OCOBEHHOCTEN NOMELLEHMS, KOHCTPYKLMM 060pyaoBaHms 1
HOpPM ero pasmelleHuns. He gonyckaeTca pasMelleHue crennaxewn, wkadgos 1 gpyroro obopygosaHus Aons
XpaHeHUs apXUBHbIX AOKYMEHTOB BMMOTHYIO K HAPY>KHbIM CTEHAM 34aHWs U K UICTOYHUKaM Tenna.

CraumoHapHble cTennaxu M LWKadbl YCTaHaABNUBAKOTCA B apxXvBOXpaHunuuiax ¢ cobriogeHnem
cneayowmnx HOpM:

paccTosiHne Mexay psgamu ctennaxen (rnaeHbii npoxon) - 120 cwm;

paccTosiHne (Mpoxod) Mexay cTennaxamu - 75 cwm;

paccTOsiHNE MeXAyY Hapy>XHOW CTEHON 34aHUA U cTennaxamu, napannenbHbiMU CTEHE, - 75 cM;

paccTosiHMe Mexay CTEHOW U TOPLIOM cTennaxa unm wkada (obxon) - 45 cm;

paccTosiHne MexXady MOMIOM U HWKHEM Mnornkon ctennaxa (wkada) - He MeHee 15 CM, B LIOKOJbHbIX
aTaxax - He meHee 30 cm.

PacctosHua (npoxogbl) Ans obopygoBaHUS € BbIABWXKHBIMM - SLLMKAMW  PacCyYMTLIBAOTCA MO
crneunanbHbIM HOPMaMm C y4eToM Tunopasmepa obopygoBaHums.

ApXx1BHble JOKYMEHTbI Ha ByMaXKHOM OCHOBE pa3MeLLaloTCs Ha cTennaxax, B MetTannuyeckunx wkadax
rOPU3oHTanNbHO WNM BepTUKanNbHO B KOpobkax wnuM Apyrmx nepBUYHbLIX CpeacTBax XpaHeHus (mankax,
dyTnsapax v T.n.).

Kaxpass eouHyua XpaHeHus ayamoBM3yarbHOMo WM 3NEKTPOHHOTO AOKYMEHTa YKNnaAblBaeTcs B
HErepMeTUYHYH MHOUBMAYANbHYO ynakoBkKy. [py 3ToM JOMKHO ObITh UCKITIOYEHO cBOGOAHOE NepeMeLleHmne
apPXMBHOTO JOKYMEHTA BHYTPU YNaKOBKW.

OpraHmaau,vm XpaHeHnA apXnBHbIX AOKYMEHTOB B apXUBOXpaHUITULLE

2.11.4. OpraHn3auus XxpaHeHusi apXUBHbIX JOKYMEHTOB B apX1BOXPaHWUMULLE - CUCTEMA MEPOMNPUSITUN,
BKSIlOYAIOLLAs pauMoHaribHOE pasMeLleHWe apXUBHbIX [OKYMEHTOB, KOHTPOSlb 3a WX [OBWKEHWEM W
h13NYECKMM COCTOSIHUEM, KOMMPOBaHWE apXMBHbLIX AOKYMEHTOB C LIEMbI CO3[aHUsi CTpPaxoBoro coHaa u
hoHAa Nonb3oBaHWUsi, BOCCTAHOBMEHWE (pecTaBpaLuuio) nepBoHaYanbHbIX UM BGrnskMx K nepBoHavanbHbIM
CBOWCTB M BHELUHUX NPU3HAKOB apXMBHbIX JOKYMEHTOB, MOABEPTLLUMXCSA NOBPEXAEHMIO NGO paspyLUeHuIo.

O6wwe TpebGoBaHNsA K pa3MeLLEHNI0 apXUBHbIX OKYMEHTOB

2.11.4.1. Apx1BHble JOKYMEHTbI B apXMBOXpPaHWIMLLE pacnonaraloTcsl B nopsigke, obecneynBaoLLem
NX KOMIMIEKCHbIE YYET N XpaHeHWe, a TakKe onepaTyBHBIN MOMUCK.

Mopsgok pacrnonoxeHWst apxuBHbIX (DOHOOB B apxvBe oOMnpedensieTcss nnaHoM (CXeMon) Wux
pasMeLleHunsl, yTBepXXaaeMblM pykoBoguTenem apxuea. [lnaH (cxema) npegycmartpuBaeT pacnpegeneHue
apXMBHbIX (POHOOB MO apXMBOXPaHWMMLLY C yKa3aHMem Mnpyu HeobxoAMMOCTM MX HOMEPOB MO KaXgoMmy
cTennaxy apxvmBoxpaHunuwia. [lnaH (cxema) HaxoguMTcs B NoApasgeneHun, OCyLLeCTBAsSoWeM yyeT
OOKYMEHTOB apxvBa, unu y paboTHMKa, OTBETCTBEHHOIO 3a Y4eT, a COOTBETCTBYKOLUME €ro pasgenbl - B
apXxvMBOXpaHUnuLLe.

PasmeleHne APXMUBHbIX JOKYMEHTOB 060ocobneHHoro XpaHeHusa

2.11.4.1.1. O6ocobrneHHOMY XpaHEeHWIO MNoanexar Crneayllue apxMBHblE OOKYMEHTbl: CEKpPETHbIE;
YHUKamnbHbIE; UMeLmne B OPOPMIIEHNM UNU MPUNOXKEHMU K HUM OparoueHHble MeTanmbl U KaMHW; Ha
HUTPOOCHOBE; MOPaXXeHHble OMOMNOorMyeckMMmn BpeauTENsAMU; MepedaHHble MO JOroBOPYy Ha XpaHeHue B
apxmB N He OTHECEHHbIe K cocTaBy ApxmBHOro dpoHaa Poccunckon ®egepaumn.

Mecto pacnonoxeHus w nnowadb, BblgensemMas Ans pasMelleHusl apXvMBHbIX [OOKYMEHTOB
060COBNEHHOrO XpaHeHWs, ONpeaensaTCa apXMBOM UCXOAS U3 pearibHbIX BO3MOXHOCTEN U NEPCMNEKTUBHbLIX
00beEMOB KOMMIEKTOBAHUS apxmBa.

PasmelLeHne cekpeTHbIX apXMBHbIX AOKYMEHTOB OCYLLECTBMSETCA B COOTBETCTBMM C TpeboBaHUsMU
HOPMaTUBHbIX OKYMEHTOB MO 0bGecneveHunio pexnma cekpetHocTu B Poccuickon denepavmm.

BpemMeHHOE COBMECTHOE XpaHeHWe CeKpPEeTHbIX U pacCeKpedeHHbIX Aern B apXuBOXpaHunuuie
CEKPETHBLIX apXMBHbLIX LOKYMEHTOB AOMNYCKAETCS B WUCKMYUTENBLHBLIX CryyYasix Npu OTCYTCTBUM CBOBOAHbLIX
nnowiaaen Ansa pasmeLleHns paccekpeyeHHbIx aen.

YHUWKanbHbIE JOKYMEHTBI U apXUBHbIE JOKYMEHTbI, UMetoLLME B OOOPMIAEHUN NN NPUIOKEHUN K HUM
OparoueHHble MeTannbl M KaMHW, U3bIMalOTCs U3 COCTaBa apXMBHbIX (DOHAOB WU noanexar cendoBoMy
XpaHeHnio. Ha MecTo uM3bATOro apxMBHOIO [OOKYMEHTa BKIagblBaeTcd KapTa-3amecTuTernbs WM Mpu
HeobXoANMOCTH KOMKUS apXMBHOIO AOKYMEHTA.

AyaovoBusyanbHble W 9MEKTPOHHbIE OOKYMEHTbl XpaHATCA B 06O0COOMEHHbIX MOMELLEHNAX B
3aBMCMMOCTUN OT HOPMATUBHbBIX PEXUMOB XpaHEHMWS A1 UX HOCUTENEN.

B opHOM apxuBOXpaHunuie MOryT pasMmellaTbCA apXuBHblE [AOKYMEHTbl pasHOro BuAa, HO
TpebyloLme OAMHAKOBBIX PEXUMOB XpaHEHUS (HAanpuMep, apXuBHbIE JOKYMEHTbl HA MarHUTHbIX NeHTax 1
ONCKOBbIX HOCUTENSAX C MarHUTHBIM CITOEM; apXMBHbIE AOKYMEHTbI HA KMHOMNIEHKE, MUKPOGOPMbI 1 ap.).



PasmelueHune hoHaa nonb3oBaHust

2.11.4.1.2. ®oHA Nonb3oBaHUA pasMeLLaeTcs B 3aBUCUMOCTM OT BMAA HOCUTENS KOMUNA.

Konun doHaa nonb3oBaHust Ha ByMaxkHOM OCHOBE (B TOM 4dncrie (POTOKOMMK), Kak NpaBuno, XpaHATCA
BMECTE C MOAMMHHBbIMW apXUBHLIMU LOKYMEHTAMU Ha GYMa)KHOW OCHOBE Ha OTAEMbHLIX CTENnaxax unu B
wkadax B nopsiake HOMepPOB apXMBHbIX POHAOB U Aen.

Konun doHOga nonb3oBaHMsi Ha MNIEHOMHOW OCHOBE pa3MELLalTCsl B apXMBOXpaHUIULWAX C
HOPMaTUBHBLIMU AJ151 HUX PEXUMaMU XpaHEHMSI.

B kaxabii 6l0KC BKNagblBaeTCca OTPE30K MIEHKM, Ha KOTOPOM OTCHATO OOHO AEero Unn ero 4actb. B
NopsiAKe MCKIMOYEHUsT Npu Hebornblwom obbeMe Aena B OQHOM OTpe3ke MOXET HaxoauTbCsi He Bonee Tpex
CKOMUPOBAaHHbIX gern.

Pasmeu.l,eHme YYETHbIX JOKYMEHTOB

2.11.4.1.3. OcHoBHble (0Bs3aTenbHbIe) U BCOMOraTernbHble YY4eTHbIEe JOKYMEHThLI apxmsa (cMm. n. 3.4)
pasmeLlalTcs B U30NMPOBaHHOM  MOMeELleHun unu  paboyem  nomelleHnn  paboTHuka(oB),
OTBETCTBEHHOrO(bIX) 3a y4eT JOKYMEHTOB apxvBa.

OcHoBHble ¥ BCNoMoraTernbHble YYeTHble [OOKYMEHTbl apXMBOXpaHunuiia pasmellalTca B
apxvMBOXpaHunuiie unu B paboyem nomeLleHnM paboTHUKOB apXMBOXpaHUNMLLA.

OTBETCTBEHHBIMM 33 COXPAHHOCTb M WUCMOMb30BaHUE YYeTHbIX AOKYMEHTOB SBMAIOTCA PabOTHMKW,
OCYLLEeCTBISAOLLME X BEAEHMNE B COOTBETCTBYIOLLIEM CTPYKTYPHOM NoApasgeneHnn 1 no apxvey B LIENOM.

MepBble 3k3emnnapbl onucen Aen, AOKYMEHTOB pa3MeLLalTcs B M30NMPOBAHHOM MOMELLEHUN WK
paboyeM nomelleHMn paboTHMKa(OB), OTBETCTBEHHOMO(bIX) 3a yYeT OOKYMEHTOB apxuBa, C 00s3aTeribHbIM
cobniogeHnemM pexmMoB XpPaHEHUs, YCTaHOBIEHHbIX ANS NOAMMHHbBIX apXMBHbLIX AOKYMEHTOB Ha GymakHOM
OCHOBE.

Btopble aksemnnApbl  onucer gen, [OOKYMEHTOB pasMellalnTcd B U30NMPOBaHHOW  30He
apxvMBOXpaHUnNuLLa Ha CTennaxe unu B wkagy.

TpeTbn ak3eMnNsapbl onucen aer, JOKYMEHTOB pa3MeLlaloTcs B YATaNbHOM 3arne.

Mopsagok Hymepauumn NOMeLLEHUI apxXuBa, CTennaxemn, wkadgos,
nonok. BegeHue Tonorpaduyecknx ykasatenem

2.11.4.2. Bce nomelleHus apxuBa (30aHuUd, 3Taxn, SPYyCbl, apXMBOXpPaHUNULLIA, KOMHATbI), a Takke
cTennaxu, cendsbl, WKadbl U MNOMKN HYMEPYIOTCA.

B kaxgom oTAenbHOM MOMELLIEHUN CTENNaXn 1 WwKadbl HYMEPYTCA CaMOCTOATENBHO CreBa Hanpaso
o1 Bxoda. [onku Ha cTennaxax v B Wwkadax HyMepyloTcs CBEPXy BHM3 CrieBa Hanpaso.

B uensax 3akpenneHus MecTa XpaHeHMs M MOMCKa apXMBHbIX OOKYMEHTOB B apXvBOXpaHWnuLie
COCTaBnATCS NOoOHAOBLIE U NOCTENNaXHble Tonorpadunyeckme ykasatenu. Tonorpaduyeckme ykasatenu
COCTaBMAOTCH B KAPTOYHOW UMK FIMCTOBON (hopme B HEOBXOANMMOM KONUYECTBE IK3EMMMSPOB.

KapTtouka nodhoHA0BOro Tonorpamyeckoro ykasaTtens COCTaBnseTcsl OTAENbHO Ha KaXAblii apXMBHBIN
dOHA; 3TU KapTOYKU pacronaralTcs B Mopsiike HOMEPOB apxMBHbIX (poHOoB. KapTodka nocTensnaxHoro
Tonorpacryeckoro ykasarensi COCTaBMAETCA Ha Kaxabl CTENNaX; 3T KapTOYKM pacrornaralTcsa no nopsiaky
HOMEpPOB CTeNMaxen B Npeaenax oTaenbHoro noMelleHus. OanH ak3eMnnap Tornorpadmnyeckmnx ykasaTtenen
XpaHutca y paboTHuka(oB), OTBETCTBEHHOrO(bIX) 3a y4yeT [OOKYMEHTOB apxvBa, BTOpoOM - B
apX1BOXPaHMUITULLE.

BeneHue Tomorpadmyecknx ykasaTenem MOXET OCYLEeCTBAATbCA Ha OyMakHOM HocuTene wunm B
aBTOMaTM3NPOBAHHOM PEXMME B COOTBETCTBUN C YCTAHOBIEHHLIMU PEKBU3UTAMMU.

MiaMeHeH1s B pasMeLLeHnn apXmMBHbIX JOKYMEHTOB CBOEBPEMEHHO OTpaXalTCH BO BCEX IK3eMMnsipax
Tonorpaduyecknx ykasaTenen, a Takke B nraHe (Cxeme) pasmeLleHns apxmMBHbIX (HOHOOB.

OCi)OpMJ'IeHMe APNbIKOB Ha NepBUYHbIX CpeacTBax XpaHeHuA
APXUBHbIX OKYMEHTOB

2.11.4.3. Kaxpoe nepBMYHOE CPEACTBO XpPaHEHMsI apXMBHbLIX JOKYMEHTOB (Kopobka, namka u T.4.)
cHabXxaeTcs ApnbiKkOM, Ha KOTOPOM YKasblBalOTCA Ha3BaHWE U HOMEp apxMBHOro oHAa, a Takke HoMep
onucy aer, JOKYMEHTOB, HOMeEpa eAMHUL, XPaHEHUS, HAXOASLLUMXCA B KOPOOKe.

Hagnucm Ha sipnblikax MCMONHSATCA TMNnorpadckMM cnocobom, TyLbio uUnu cneynanbHbiMU YepHbIMU
BOAOCTOMKUMM YepHuUnamun. [lonyckaeTcsi MCMoNb30BaHMNE LUTaMMOB M APYrMX aHanorMyHbIX CPeacTB.

MpoBepka HaNM4YNs N COCTOSIHNSE aPXMBHbBIX LOKYMEHTOB
1 OpraHm3aums po3sbicka HeOBHapYXEeHHbIX LJOKYMEHTOB



2.11.5. MNMpoBepka HaNU4nst U COCTOSIHUS apXMBHBIX JOKYMEHTOB NPOBOAMUTCSA B LENAX YCTaHOBIEHUS
(haKTMYECKOrO HaMM4YMs HaxoOsILLUMXCS Ha XPaHEHUW apXMBHbIX JAOKYMEHTOB WU BbISIBMEHWUS OTCYTCTBYHOLLNX
apXMBHbIX OOKYMEHTOB A1 OpraHuMsaumy KX po3biCKa; BbISIBMEHWS U YCTPaHEHMsI HeQoCTaTKoB B yyeTe
apXMBHbIX [OKYMEHTOB; BbISBMEHUS W Yy4eTa apXuBHbIX [OOKYMEHTOB, TpeOylLlux pecTaBpauvoHHON,
KOHCEepBaLMOHHO-NPOUNaKTUYECKON N TEXHUYECKOW 0B6paboTKm.

MpoBepKN HaNMMYMa N COCTOSIHUSI apXMBHbIX AOKYMEHTOB MPOBOAATCA B NMaHOBOM MOPSiAKe, a Takke
€0UHOBPEMEHHO (BHEOYEPELHbIE).

B rocymapctBeHHOM apxuBe, My3ee, Gubnuoteke, apxuBe Poccuiickon akagemum Hayk nraHoBas
LUUKINMYHas nNpoBepKa Hanu4ms n COCTOSIHUSI MPOBOAMTCS:

YHUKaNbHbIX JOKYMEHTOB - €KErogHo;

0c000 UEHHbIX OOKYMEHTOB Ha OymaHom ocHoBe - oguH pa3 B 10 neT (B rocyaapCTBEHHOW
OubnmoTteke - oavH pas B 5 ner);

ayaAMOoBU3yaribHbIX U 3NEKTPOHHBLIX JOKYMEHTOB - OAWH pa3 B 5 ner;

KMHOOOKYMEHTOB Ha HUTPOOCHOBE - OAMH pa3 B 2 roga.

LIMKNMYHOCTb NPOBEPKM HanMuMs OCTalbHbIX apXMBHbLIX OOKYMEHTOB OMNpenensieTcsi Ha OCHOBaHWM
peLleHnss 3KCMepTHO-METOAMYECKON KOMWUCCUM (MMM ApYroro  CoBelUaTenbHOro opraHa) apxusa B
3aBUCUMOCTU OT MHTEHCUBHOCTW UCMOMNb30BaHNSi U COCTOSHUSI yYeTa apXMBHbIX AOKYMEHTOB, HO He MeHee
OfHoro pasa B 25 neT (B rocygapcTBeHHON 6ubnmoteke - oamH pa3 B 15 ner).

lMpoBepka HanMU4uMs U COCTOSIHUSI CEKPETHBIX apXMBHbIX JOKYMEHTOB OCYLLECTBMSIETCS B MOPSiAKe,
YCTAHOBIIEHHOM [J151 CEKPETHbIX apXMBHBIX JOKYMEHTOB.

B MyHuumnanbHOM apxuBe, My3ee, bubnmoteke nraHoBasd LUMKIUYHAA MPOBEPKa HaNU4Ms apXMBHbIX
OokyMeHToB nposoautcs 1 pas B 10 neT.

B cnyyae cTuxumHbiXx 6e4CTBUA, MACCOBbLIX MepeMeLleHnA U Opyrmx OOCTOATENbCTB, B pesyrbrare
KOTOPbIX MOTYT ObITb yTpadeHbl UM NOBPEXAEHbI apXMBHbIE AOKYMEHTbI, @ TaKkKe Npu CMEHe 3aBedyHoLUmX
apXxMBOXpaHUNULLaMy NPOBOAUTCS BHEOYEpeLHasi eAMHOBPEMEHHAs NPOBEPKA HanMuMs M COCTOSHUSI BCEX
AOKYMEHTOB apxvBa WUinu ux otgenbHbIX YacTen (rpynm).

B Hauane npoBepkM HanMMuusi U COCTOSIHUSI aPXMBHbIX OOKYMEHTOB NPOBOAMTCS BbIBEPKA YYETHbIX
AOKYMEHTOB, KOTOPas BKIOYAET: YCTAHOBINEHWE MOSHOTbI YY4ETHbIX JOKYMEHTOB Ha NPOBEpsiEMble apXUBHbIE
boHAObl M apxvBHbIE JAOKYMEHTbI, CBEPKY MX COMOCTaBUMbIX MOKa3aTenewn, yTouHeHWe nopsaka Hymepauuu
eaVHUL, XpaHeHus Mo OnuCu Aen, AOKYMEHTOB (KHWre y4yeTa M OnucaHus) U NpoOBepKY MpaBUiIbHOCTU
COCTaBMEHUSA MX UTOrOBbIX 3anucein. BbiBepka y4yeTHOM OOKYMEHTauuMu U MNPOBEPKA €€ Hanuyinsi MOXET
NPOBOAMTBLCS U Kak CaMOCTOSTENbHBIN BUA, paboTbl.

lMpoBepKy HanMUuMs U COCTOSIHUSI apXMBHbIX JOKYMEHTOB B FOCYOapCTBEHHOM apxvBe MPOBOASAT, Kak
npasuno, Aesa paboTHuKa.

[Mpn npoBepke HanMUuMsa eOuHUL, XpPaHEHWsi, apXUBHbIE JOKYMEHTbI KOTOPbIX YYTEHbl MO BHYTPEHHUM
OnncsIM, MPOBOAUTCS CBepKa Hanuunsi apXvMBHbIX OOKYMEHTOB C BHYTPEHHEW OMuCblo, a Takke CBepka
HanNMynsa NUCTOB B eAMHULAX XpaHeHUsl, NOAMeXalimMx XpaHeHuo B HecObpolutopoBaHHOM (6e3 MOALUMBKM)
Buae. EAnHMLBI XpaHeHNs ¢ yHUKanbHbIMW LOKYMEHTaMn 0683aTenbHO NpoBEPSIOTCS NOMUCTHO.

ApXUBHbIE JOKYMEHTbI, BblA@HHbIE B YATamNbHbINA 3an 1 paboune NOMeLLEHNst apXMBa, MPOBEPSIIOTCH Ha
O6LLMX OCHOBaHUSIX, UX LUM(PbI YCTAHABMNMBAIOTCA MO KapTaM-3aMeCTUTENSAM U KHUraM BblAauu apXMBHbIX
AOKYMEHTOB W3 apXvBOXpaHWnuLl. ApXMBHble [OKYMEHTbI, BblAaHHble BO BpPEMEHHOE MOofIb30BaHue,
NPOBEPSAIOTCS MO KHUraM 1 akTam Bbl4ayy U CHUTAKOTCH MMEIOLMMUCS B HAMMYMN.

Mpun NpoBepKe HAaNU4YMs N COCTOSIHUS apXMBHbLIX AOKYMEHTOB HEOOXO4MMO:

COXPaHsATb NOPAOOK PACMONOXEHUS apXMBHbLIX JOKYMEHTOB Ha CTeNnaxax U B MePBUYHbLIX CPEACTBax
XpaHeHwus;

nogknagbiBatb Ha CBOW MecTa OOHapyXeHHble BO BpeMs MPOBEPKW HEMNpPaBWUilbHO MOAJIOXKEHHbIE
€OUHWLbI XpaHEeHWs1 JaHHOIO apXMBHOIo OHAA;

n3blMaTb M3 MPOBEPSEMOro apxuBHOrO oHAa (KOMMMeKca apxMBHbIX AOKYMEHTOB) MU MepedaBaTb
XpaHWTENO HEMpPaBUIbHO NOASOXKEHHbIE €ANHULIbI XPaHEHUS APYTUX apXMBHbIX (OOHAOB,;

N3bIMaTb €4MHULIbI XPaHEHUS], 3apaXKeHHbIE NIIECEHbIO UNW APYrMMU BMONOrMYeckuMn BpeauTensaMu,
ANs HeMeANeHHON NX M3onsAumuy;

M3biMaTb €4UHWLbI XPaHEHWS!, HE BHECEHHbIE B ONWUCb Aen, LOKYMEHTOB (KHWUIYy yyeTa U onucaHus), u
nomMeLLaTb UX B KOHeL, apxuBHOro dooHaa (KoMMnmekca apxuBHbIX JOKYMEHTOB) ANs nocrneaytoLlen obpabotku
1 ONNCaHNsi B CPOKW, YCTAHOBMEHHbIE PYKOBOACTBOM apxvBa.

B xoQe npoBepku Hanmumsa 1 COCTOSAHUST apXMBHbBIX AOKYMEHTOB HE [JOMYCKaeTCs:

BHOCMUTb B ONUCb AeS, JOKYMEHTOB (KHWUTY y4eTa 1 ONUCAHWA) HeYYTEHHbIE €0UHNLIbI XPAHEHUS;

Jenatb kakne-nnbo NoMeThl, UCMPAaBIIEHNS UM 3aNNCKU B ONUCAX Aer, AOKYMEHTOB M APYrMX Y4ETHbIX
OOKYMEHTaXx.

Pesynbratbl NpoOBEpPKN HanMWyMst U COCTOSIHUS apXMBHbIX AOKYMEHTOB W OOHapyXeHHble B ee Xxoge
HegocTaTku (OUKCUMPYHOTCS B NMCTE MPOBEPKU HANWYUSA U COCTOSIHUSI apXMBHbIX AOKYMEHTOB W B akTe
NPOBEPKU HANNYNSI U COCTOSTHNS apXUBHbBIX JOKYMEHTOB.

JIucT NpoBepKM HaNMYMA U COCTOSHUSI aPXMBHBIX JOKYMEHTOB COCTaBMNSETCA HEMOCPEACTBEHHO B X0A4e
NPOBEPKU, KaK MPaBWIlo, Ha Kaxayl OMUCb Aen, OOKYMEHTOB oTaenbHo. MNpu nposepke HeGombLUMX MO



0bbeMy apxmBHbIX (QOHOOB [OMYCKAeTCs COCTaBiEHME OOHOr0 NMcTa NPOBEPKM Ha Bce Onucu gen,
OOKYMeHTOB. B cnyyae obOHapyxeHuss B xode MPOBEPKM HamnmMumsi U COCTOSIHUST apXMBHbIX OOKYMEHTOB
HeJoCTaTKoB, HE NMPeayCMOTPEHHbIX rpacdaMm nmcTa NPOBEPKM, a Takke Npu MOMMCTHOM MpOBepke Aen B
NUCT BBOAATCS YTOMHEHUS WU AOMOSMHUTENbHbIE PEKBU3UTLI. JIMCTbl MPOBEPKM HYMEpPYKOTCS B BasioBOM
nopsifike B npefenax apxvMBHOro ooHaa no Kaxaow npoBepke U NOANUCHIBAOTCS UCMOMHUTENSMNA.

Ha ocHoBaHuM nncTta (NMCTOB) NPOBEPKU COCTABMASIETCA aKT MPOBEPKM HanuMumsg M COCTOSIHUSA
apXMBHbIX AOKYMeHTOB. OLHOBPEMEHHO C aKTOM MPOBEPKN HamnMuMs U COCTOSIHUS apXUBHbIX OOKYMEHTOB
npu HeobXOOMMOCTU COCTaBMISIIOTCA aKT O TEXHUYECKMX OLMOKax B Y4YeTHbIX [OKYMeHTax; akT o6
0OHapYyXeHUN apXMBHbBIX JOKYMEHTOB; aKT O HEUCMNPaBUMBbIX NMOBPEXAEHUAX OOKYMEHTOB (npunoxeHune N 1)
W Opyrve akTbl.

Mo OKOHYaHWWM NPOBEPKM HaNMU4YMA U COCTOSHUSA apXMBHbIX [AOKYMEHTOB B KOHUE onucu gen,
OOKYMEHTOB (KHWUIM y4eTa U OnucaHus) NpoCTaBnsATCS WTamn "NpoBepeHo”, aarta, AOMKHOCTb U NOANUCh
niua, NpoM3BOAMBLLETO NPOBEPKY.

B cnyyae oGHapyXeHus B MTOroBOW 3anucu ONMCK Aen, OOKYMEHTOB (KHUMM y4yeTa U OnMcaHus)
HEYYTEHHbIX JUTEPHbIX W MPOMYLEHHbIX MOPSAOKOBbIX HOMEPOB, BbIObIBLUMX B COOTBETCTBUM C
YCTaHOBMNEHHbIM MOPSAKOM eANHIULL XpaHEHUS, UTOroBasi 3anncb NepecoCcTaBnsaeTCs.

Ha Bce oTcyTcTBylOLLME B XOA4€E MPOBEPKM HANMUUUA N COCTOSIHUA apXMBHbIX AOKYMEHTOB eOuMHULbI
XpaHeHNsi COCTaBMSOTCA KapTOYkM y4eTa HeoOHapy>XeHHbIX apXUBHbIX LOKYMEHTOB. BeaeHue kapToTeku
HeOOHapY>XEHHbIX apXMBHbLIX JOKYMEHTOB OCYLLECTBMSETCHA LEHTPANn3oBaHHO Ha BymMakHOM HocuTene unu
B aBTOMAaTM3NPOBAHHOM pPEXWME B COOTBETCTBUM C PEKBU3UTAMM KapTOYKM y4veTa HeOoOHapYKEHHbIX
apXUBHbIX JOKYMEHTOB.

Pesynbratbl NpoBepKM OU3NYECKOTO COCTOSTHUSA apXMBHBIX OKYMEHTOB 3aHOCHATCS B KAPTOTEKY (KHUTY)
yyeTa pm3n4eckoro (TEXHNYECKOro) COCTOAHMS apXMBHbIX JOKYMEHTOB.

lMpoBepka HanNMuusA M COCTOSIHUSI apXMBHbIX OOKYMEHTOB CUYMTAETCA 3aBEpPLUEHHOW Mocrne BHEeCeHus
N3MEHEHWN BO BCE YYETHbIE AOKYMEHThI.

[Mocne NpoBeEpKM HaANMMYNA U COCTOSTHUS apXMBHBLIX LJOKYMEHTOB KOPOOKM C apXMBHbIMU LOKYMEHTaMu
onevaTtbIBaloOTCS.

Po3bick apXuBHbIX OOKYMEHTOB, He OOHapy)XeHHbIX B XO4e MPOBEPKM HaNMuMa WU COCTOSIHUS,
OpraHM3yeTcsl C MOMEHTa BbISIBMEHUS WX OTCYTCTBUS M MNPOBOAUTCA B TeYEeHUe OfHOro roga Kak
HernocpeaACTBEHHO B apxmBe, Tak U B APYrux opraHusaumsax. PykoBoACTBO apxvBa Brnpase NpoAnvTb CPOK
po3bicka Ha OCHOBaHMM [OKNadHOW  3anWMCKU  PYKOBOAWUTENsSI  COOTBETCTBYHOLLENO  CTPYKTYPHOrO
noApasfenexHns apxvea.

ApXVBHblE [OKYMEHTbI, ODHapyXeHHble B Xo4e po3bicka, NepedarTCcd XpaHWUTEmM, KOTOPbIA
noaknagbiBaetT Mx Ha mecto. B nucte npoeepku B rpade "lMpumedaHne” B KapTOTEKe HeOOHapyXeHHbIX
apXMBHbIX JAOKYMEHTOB JeriaeTcs oTMeTka 00 OBHapyXeHun apXMBHbIX AOKYMEHTOB, KOTOpasi 3aBepsieTcs
NOANUCHIO 3aBeyoLLEro apXMBOXpaHUnmLemM (MyHMUUnanbHbIM apX1BOM).

ApXu1BHbIE JOKYMEHTbI, MPUYNHBI OTCYTCTBUS KOTOPbIX MOATBEPXKAEHbI AOKYMEHTAlbHO, CHUMAKTCH C
y4yeTa B YCTAHOBIEHHOM MOpPsiaKe.

Ha apxmBHble JOKYMEHTbI, He OBHapPY>KeHHbIE B XOA4€E PO3bICKa, COCTABNATCS akT 0 HeOBHapyXeHun
OOKYMEHTOB, NYyTU po3biCka KOTOpbIX ncyepnaHel (NpunoxeHue N 2), n nogpobHas cnpaska O NpoBeAeHUU
po3biCka, KOTOpble BMECTe C aKTOM [MPOBEPKU HanMUumMsi U COCTOSHUS apXMBHbIX JOKYMEHTOB
NPeACTaBnsOTCA B BbILLIECTOSALWMNA YNONHOMOYEHHbIM OpraH UCMNONHUTENbHOM BnacTu B cdepe apXMBHOMO
aena aons NpUHSATUS OKOHYaTENbHOIO PELUEHUS O CHATUM C yYeTa Taknx apXMBHbIX JOKYMEHTOB.

PelueHne 0 CHATUKM apXMBHbIX AOKYMEHTOB C y4eTa 0opMIISETCA NPUKa3oM pyKOBOAUTENSI apXuBa Ha
OCHOBaHWM MWCbMEHHOIO pa3speLUeHns COOTBETCTBYHOLLEINO YMNOMHOMOYEHHOIO OpraHa WCMOMHUTENbHON
BMacTu B chepe apxXuBHOTo gena.

CHsaTtue ¢ yyeTa gokymeHToB ApxmBHoro oHaa Poccuiickonn degepaumm, OQHOBPEMEHHO BXOAALLNX B
coctaB MysenHoro doHga Poccuiickon depepauunm, OCYLLECTBASIETCA B COOTBETCTBMM C HACTOSALLMMMU
MpaBunamm ©n nNOPSAKOM, YCTAHOBMEHHLIM CneunanbHO  YNOMHOMOYEHHBIM  doedeparnbHbIM - OpraHoOM
ucnonHuTenbHom Bnactn ans MyserHoro ¢oHga Poccuiickon ®egepaumn.

CHatue ¢ yyeTa gokymeHToB ApxmBHoro oHaa Poccuiickon degepalmm, 0O4HOBPEMEHHO BXOLALLUMNX B
cocTtaB GMBNMOTEYHbIX hOHAOB, OCYLLECTBNAETCA B COOTBETCTBUM C HaAcTosAwmMMK [paBunamm 1 nopsakom,
YCTaHOBMNEHHbIM CheLManbHO YNONMHOMOYEHHBIM deaeparnbHbIM OpraHOM WUCMOMHUTENbHOM Bnactu Ans
ounbnuroTtedHbix doHaoB Poccuickon denepaumn.

B kapToTeke HeOOHapYXEHHbIX apXMBHbIX [JOKYMEHTOB AenaeTcs OTMETKa O CHSITUM apXMBHbIX
OOKYMEHTOB C y4eTa.

B Cpoku, yCTaHOBMNEHHblE pPYKOBOACTBOM apXuBa, CUCTEMATUYECKU MPOBOAATCHA MOMHbIE WK
BbIGOPOYHbIE MPOBEPKN HANMYMsl N COCTOSIHUS apXMBHBIX JOKYMEHTOB, BblAaBaBLUMXCA U3 apXMBOXPAHMWITULL
B TeyeHue roga. Pesynbsrathl yKaszaHHOW NPOBEPKM 0POPMIISIOTCS:

npu NOATBEPXKAEHWM HanNWuusa den - B BuAe AOKMagHOW 3annckn paboTHMKa, OTBETCTBEHHOrO 3a
OopraHuM3aLumio NPOBEPKN HANUYKS;

npu OTCYTCTBUWM Kakumx-nmbo pden 6e3 [AOKYMEHTMPOBAHHOrO OOOCHOBaHWS - B YCTAHOBIIEHHOM
nopsiake.



Mpu BbISBNEHUM HEOBOCHOBAHHOIO OTCYTCTBMSI apPXMBHbIX [OOKYMEHTOB OCYLLECTBMSETCS WX
onepaTuBHbIN po3bick. B cnyyae 6e3pe3ynsraTHOCTU po3bicka OTCYTCTBYHOLUME ApPXMBHbIE [OKYMEHTbI
BKITHOHAIOTCS B KAPTOTEKY HEOOHAPYXEHHbIX AOKYMEHTOB ANs AanbHENLLEro X po3bicKa.

I'IposepKa TEXHNYECKOIo n d)I/I3I/IKO-XMMML|eCKOFO COCTOAHUA
APXUBHbIX OKYMEHTOB. BhisiBneHune APXUBHbIX OKYMEHTOB
C nospexaeHnamm matepunanbHbIX HOCUTENEN N TEKCTOB

2.11.6.1. Npuem n pasmelleHe B apXMBOXpaHUMLLAX apXMBHbLIX JOKYMEHTOB, MOCTYMNUBLUMX B apXuB
0e3 npegBapuTenbHON MPOBEPKM UX (PU3NYECKOTO COCTOSIHWSA, He Jomnyckatotcd. lNMocTynuBlune B apxuBs
apXMBHbIe JOKYMEHTbl 4O Nepefayn B apXMBOXpaHUIMLLE pasMeLLaloT B MOMELLEHUN NpMemMa u BpEMEHHOTIo
XpaHeHus1, 0CBOOOXKOalT OT TPAHCMOPTHOW Taphbl, packnapiBaloT Ha cTennaxax u cronax. He gonyckaetcs
CKrnagupoBaHue NOCTYMMBLUUX apXMBHbIX AOKYMEHTOB B Hepa3obpaHHOM Buge.

OueHka (PU3NYecKoro N TEXHNYECKOr0 COCTOSAHMSA MOCTYMMBLLMX apXMBHBIX AOKYMEHTOB, a Takke KX
CTPaxoBbIX KOMU NPOBOANTCS HE No3aHee 3 MecsueB C MOMEHTa NpueMa apXmBHbIX JOKYMEHTOB B apXuB.

B pesynbrate oueHKkM UBNYECKOrO COCTOSIHUSA apXMBHbIX [AOKYMEHTOB Ha OymMaXHOW OCHoBe
BbISBMAIOTCA apXMBHblE [OOKYMEHTbl: MOpa)KeHHble Ouonornyeckumn BpeavTensMu; C  MOBbILLEHHOW
BMaXHOCTbIO; C MOBpexaeHnsmMu Oymarnm M TekcTa; 3anbifieHHble. [py 3TOM yaaneHuio nognexar Bce
MOCTOPOHHME, HaxogswMecs B [fenax, nankax, Kopobkax npeameTbl: MeTannuyeckne, KapTOHHbIE,
OymMakHble 1 apyrve 3aknagky, NPoKagku, CKPenkn 1 T.n.

Mpn oueHke TEXHUYECKOTO COCTOSIHWSA ayaMOBU3YyaribHbIX WM SMEKTPOHHbBIX AOKYMEHTOB, a TakkKe WX
CTPaxoBbIX KOMWI YCTaHABIMBAETCS BO3MOXHOCTb CUUTbIBAHUS MHGOPMAaLMU C MaTepuanbHOro HOCUTENS,
COOTBETCTBME  TEXHUYECKMX  XapaKTEPUCTMK ITUX [OOKYMEHTOB CBEAEHWsIM, cogepXawumcs B
COMPOBOXAAKLWMNX aKTax TEeXHUYEeCKOro cocTosHuss. OpHOBpPEMEHHO BbISIBMISIETCA BWA ~ OCHOBBI
KMHO(POTOAOKYMEHTa. ApXMBHble AOKYMEHTbl Ha HUTPOOCHOBE MoAfexaT HemealleHHOW npoBepke Ha
CTabunbHOCTb.

Mpn oBHapyxeHun OedeKTOB COCTaBNAETCA aKT MPOU3BOSIbHOW (OPMbI, OTpadKaloLWMn Xapaktep
AedeKkToB M Mepbl MO WX YCTPaHeHW. YcTpaHeHue [edekToB NPOBOAUTCA 3a CHET WCTOYHMKA
KOMMMEKTOBaHMS.

MocTynuBLUME apxMBHble AOKYMEHTbl, MOpPaXeHHble OuonorvyeckMn BpeauTensMu (HacekoMmble,
aKTMBHasi MIeceHb), HaMpaBfsloTCA Ha  CaHUMTapPHO-TUTMEHUYECKYID  00paboTky  (oe3vHdekuus,
Oe3NHCeKLMS).

Mpn oOHapyXeHWM YBMAXHEHHbIX apXMBHbIX [OKYMEHTOB MNPOBOAMTCA UX obsA3atenbHas
aKknMMaTM3auusa [0 MOMHOMO BbICYLUMBaHUA. AKKNUMaTM3aumio NpoBOAAT B MOMELLUEHUW Mpuvema U
BPEMEHHOIO XpaHeHusi B TedeHne 7 - 14 cyTok (B 3aBMCMMOCTU OT CTEMEHU YBMNAXHEHMWS) NPU MHTEHCUBHOMN
BEHTUNSLMUN BO34yXa U pa3MeLleHnn eaHUL, XpaHeHNsl B pa3BepHYTOM BuAe Ha CcTonax, CTennaxax.

KayecTtBo Bymaru 1 TekcTta NOCTYMNMBLLMX apXUBHbIX JOKYMEHTOB NpoBepsieTCs BbIGOPOYHO Ans obLuen
OLEHKN NX COCTOSIHUS.

ObecnbinMBaHue MNOCTYNMBLUMX aPXMBHbLIX AOKYMEHTOB MNPOBOAAT B CreuuanbHOM MOMELLEHUn C
NPUMEHEHNEM BbITSXKHBIX LIKAoB W cOGMNAeHNMeM Mep caHuTapum W rurmeHsl. ObasaTenbHOMY
obGecnbinMBaHWIo noanexart Kopobku, nanku, 0bnoXKkn, KopeLLKX aern.

MocTtynueLune ayanoBuayarnbHble U 3NEKTPOHHLIE AOKYMEHThI NOoASexar:

OYMCTKE OT MbINN U NEPEMOTKE - apXUBHbIE OKYMEHTbI Ha MarHUTHOW NEHTE;

OYMCTKE OT 3arpsi3HEHWN - apPXMBHbIE [OOKYMEHTbl Ha [OWCKOBbIX HOCUTEMNSX W  apXMBHble
POTOAOKYMEHT;

aKKNMMaTU3auun B 3aaHHbIX TEMMNepPaTypHO-BIAXXHOCTHbBIX YCITOBUSAX;

YyMaKoOBbIBaHWIO.

AKKNUMaTM3aums ayamoBu3yarbHbIX U 3NEKTPOHHbIX AOKYMEHTOB Ha MIIEHOYHOW U OUCKOBOW OCHOBAaX
nepeg pasMmeLleHMeM UX B apXMBOXpaHWUmLLe NpOBOAUTCHA B OTKPLITON ynakoske npu Temnepartype 20 +/- 3
°C n oTHocuTenbHOW BriaxHoOCTM Bo3gyxa 35 +/- 15%; Ana uBeTHbIX KMHO- M (POTOOOKYMEHTOB - MpM
oTHOcuTenbHOM BraxHocTn 35 +/- 15%. [poaomKUTENBHOCTL akKMMMaTU3auun KUHOOQOKYMEHTOB U
PYNOHHLIX MUKPOMUIBMOB He A0MmKHa ObITb MeHbLle 10 CyTOK, apXMBHbIX JOKYMEHTOB HA MarHUTHOW NeHTe
1 ONCKOBbLIX HOCUTENSAX - He MeHee 3 CYTOK, (POTOAOKYMEHTOB U MUKPOMULL - HE MeHee 24 YacoB.

2.11.6.2. lpoBepka PUINKO-XUMUYECKOTO M TEXHUYECKOTNO COCTOSHUSI apXMBHbIX [OOKYMEHTOB B
npoLecce XpaHeHUs MPOBOANUTCS C LIENbIO BbISIBIIEHNS NMOBPEXAEHHbBIX apXUBHbLIX JOKYMEHTOB M apXMBHbIX
OOKYMEHTOB C MOTEHLMANbHO OMNacHbIM (U3NYECKUM NN BMONOTMYECKMM COCTOSIHUEM W OCYLLECTBISAETCA:
LeneBbiM MOPSAKOM; B XO4e MPOBEPKM HamnMyMsl U COCTOSIHUSA apXUBHbIX OOKYMEHTOB; MNPV MOAroTOBKE
apXMBHbIX JOKYMEHTOB K Bblgadye M3 apxXvBOXpaHMIULLA, a Takke Npu Bcex Apyrux paboTtax, CBA3aHHbIX C
NoeaUHNYHBIM (MOSIMCTHBIM) MPOCMOTPOM apPXMBHbBIX AOKYMEHTOB.

LleneBass npoBepka (pM3NYECKOrO COCTOAHMS apXMBHbIX [OOKYMEHTOB MpOBOAUTCA B nopsgke
04YepeaHOCTU C YyYETOM LIEHHOCTUM apxXMBHbIX OOKYMeHTOB. Lleneson npoBepke hU3MYECKOro COCTOSHMSA
nognexart BCe apXxuBHble [OOKYMEHTbl, MOCTpadaBluMe B 3KCTpemanbHbIX ycnoBusix. Mo pesynbratam
KOHTPONs [fenaetcsl 3akrfiovyeHne O HeobBXOAMMOCTM MpoBedeHWs pecTaBpauun M KOHcepBauun n B



3aBMCMMOCTU OT COCTOSIHUSI apXMBHbIX OOKYMEHTOB YCTaHaBMNMBAKOTCA CPOKW MPOBEAEHUS cregylollen
KOHTPOMbHOW NPOBEPKMN.

lMpoBepka HU3NYECKOTO COCTOSAHMS apXMBHbIX [OOKYMEHTOB Ha OymaXHOMW OCHOBe B npouecce
XpaHeHUsi NPOBOAMTCA C LENbIO BbISIBNEHUS BraXHbIX; MOPaXXeHHbIX BGuonornyeckummn BpeauTensamu
(nneceHb, Hacekomble); ¢ AedbekTaMm Bymaru u TekcTa apXMBHbLIX JOKYMEHTOB.

YBRaxHeHHble apXxuBHble OOKYMEHTbl (dena, rpynnbl fen) nognexaTr HemeanNeHHOMY BblAeneHuto,
BHeo4yepefHon obpaboTke (cylwlka, akknumaTtusaums). [Npy MaccoBOM YBMaXXHEHWUM apXMBHbIX OOKYMEHTOB
NPVHUMAIOTCA MepbI MO OCYLLEHWIO apXMBOXPaHUNULLA, HOpManu3aumm pexrMma XpaHeHusl.

ApXVBHbIE [OOKYMEHTbI, MOpaXeHHble 6uonornyeckumn BpeauTensiMvM  (NfeceHb, HaceKoMble),
nognexart HemeaneHHON N3onsaumu.

Hanwnune gedektoB Oymarn u TekcTa yCcTaHaBnMBaeTCA BM3yallbHO NPV MONMCTHOM MPOCMOTpe Aen.
HedekTbl kKNaccuunumpyroTca Ha OCHOBE eanHOM OYKBEHHO-LMPOBON MHAEKCALUN MO TUMNOBbLIM MpU3HaKam
aedektoB Oymarm (OykBeHHass wmHAekcaumsa) M TekcTa (uudppoBas MHAEKCauMsi) B COOTBETCTBMM C
MeToaMnYeckumMm paspaboTkamum.

lMpoBepka TEXHUYECKOr0 COCTOSHUSA ayaMOBU3yasibHbIX WM 3MEKTPOHHbBIX AOKYMEHTOB B MpoLuecce
XpaHeHUs OCYLLIECTBNSAETCS C Lenbio onpeaeneHns:

COCTOSIHUS X YNaKOBKY;

Hanuuus cTaHgapTHbIX PakopaoB.;

TEXHUYECKOIO COCTOSIHWUSI X MOBEPXHOCTU 1 NepopaLMOHHbIX LOPOXKEK U CKIEEK;

HanMuns 3arpsa3HeHNn U MEXaHUYECKMX NOBPEXOEHUN;

CTabunnNbHOCTN HUTPOOCHOBI;

wara nepcopaunmn KMHOMNEHOK U MarHUTHbIX NIEHT WnpuHon 35 n 16 mm;

HU3MKO-MEXAHNYECKNX XapaKTEPUCTMK (KopobneHue, oTcrauBaHWe 3MYINIbCMOHHOMO WM OCbiNaHue
pabouyero cros u ap.);

Hanuumss  gedekToB  XMMMYECKOro n Buonormyeckoro NPONCXOXOEHNS (nopaxeHue
MMWKPOOPraHM3mMamm, HaCEKOMbIMU U TPbI3yHaMK, Cneabl KpUCTanmM3aumm Conen n pasnoxeHns oCTaTouHbIX
NpoayKTOB XUMUKO-poTorpadmyeckon obpaboTtkn);

3NEKTPOAKYCTUYECKNX XapaKTEPUCTUK POHO- U BUAEOLOKYMEHTOB;

napameTpoB BUOEOAOKYMEHTOB B BUAeOKaHane;

KavecTBa n3obpaxeHnsi KUHO-, POTO-, BUAEOOOKYMEHTOB;

YPOBHSI NapaMeTpoB, XapaKTepU3yHLIMX 3NEKTPOHHbIE OOKYMEHTbI (Hampumep, 4yucro cboesB npu
CUYUTBIBAHUN MHPOPMaLK B eONHWLY BPEMEHN);

Hanuuus "BMPYCOB" B 3NEKTPOHHbIX JOKYMEHTAX;

HanMunsl pa3marHU4eHHbIX Y4acTKOB M MEXaHUYECKUX MOBPEXAEHUM OTAENMbHbLIX Y4aCTKOB MALLUMHHOIO
HocuTens;

HanMumMsl KOPPO3NM Ha MOBEPXHOCTUN METaNMNYECKUX rPamMmopUrmHanos;

HanNU4Msi YKCyCHOro CMHApOMa TpraLeTaTHON NIEHKM.

[MpoBepka TEXHNYECKOrO COCTOSIHUSA apXMBHbIX AOKYMEHTOB OCYLLECTBMSIETCA NPU BHELLHEM OCMOTpPE B
OTpaXXeHHOM CBeTe.

[MpoBepKy 3NEKTPOaKyCTUYECKUX XapaKTEPUCTUK (POHOOOKYMEHTOB (4aCTOTHblE UCKaXeHWsl, ypOBEHb
konupadpdekTa, ypoBeHb (poHa U LUYMOB, HanuMyne Tpecka W LEeMykoB, LIyM naysbl) MNpoBOAAT C
MCMNoNb30BaHNEM cnevumanbHOro 060pyaoBaHus.

lMpoBepKY TEXHUWYECKMX MapamMeTpPoOB BUOEOOOKYMEHTOB MPOBOAAT C MOMOLLLIO  KOMMMeKca
KOHTPOMbHO-N3MepUTENbHON annapaTypsl.

lMpoBeEPKY TEXHUYECKUX MapaMeTPOB 3SMEKTPOHHbIX [OOKYMEHTOB MPOBOAAT C WCMONb30BaHUEM
crneunansbHOW annapatypbl M MPOrpaMMHOrO  obecneyeHus, npegHasHa4dyeHHbIX Ans  paboTbl C
COOTBETCTBYIOLLETO B1AA apXUBHBIMWU AOKYMEHTaMMU.

BbisiBneHne JoKyMeHTOB APXMBHOIO hoHaa
Poccunckon ®egepaumm, HaxogsaLwmMxcs B HEYAOBNETBOPUTENBHOM
PU3NYECKOM COCTOSAHUMU, U HEUCNPABMMO MOBPEXOEHHbBIX apPXUBHbIX
OOKYMeHTOB. CHsSTME C y4yeTa HEMCNPaBUMO MOBPEXAEHHbBIX
apXUBHbIX JOKYMEHTOB

2.11.7.1. Haxogawmmuncsa B HeyooOBNETBOPUTENBHOM PU3NYECKOM COCTOSIHUM NPU3HAKOTCS JOKYMEHTbI
ApxmsHoro oHaa Poccuiickon defepalimm ¢ BbICOKOW CTEMEHbIO paspyLUeHnsa matepuarnbHbliX HOCUTENen,
yrpoxatoLen unanyeckon LenocTHOCTN AOKYMEHTOB.

PeweHne o npusHaHuM [okymeHTa ApxuBHoro ¢oHga Poccuiickon Pepepaumm Haxogawmmca B
HeyOoBNeTBOPUTENBHOM (PM3NYECKOM COCTOSIHUM U €r0 NOCTaHOBKE Ha creunanbHbli YYeT AN9 opraHu3aumm
B CPOYHOM nopsigke cneumanoHom obpabotkm (cm. n. 2.11.9.1) npvHMMaeT pyKoBOAUTENb apxmMBa Ha
OCHOBaHMMN 3KCMEPTHOrO 3aKOYEeHUs pecTaBpaTopa UM pyKoBOAMTENsS noapasperieHns, OTBETCTBEHHOMo 3a
XpaHeHne apXuBHbIX AOKYMEHTOB.

211.7.2. HewncnpaBMMO nNOBPEeXOEHHLIMW apPXMBHbIMWM  JOKYMEHTaMU MNPU3HAKTCS  apXMBHbIE



OOKYMEHTbI, (h3MyYecKoe COCTOSIHNME KOTOPbIX UCKIOYAET BO3MOXHOCTb BOCCTAHOBMEHMS UX MaTepuarbHbIX
HocUTEenewn U UCMONb30BaHUA coaepKallencs B HUX AOKYMEHTHON MHopMaLmK.

PelueHne 0 nNpusHaHUM apXMBHOIO AOKYMEHTA HEWUCMNPaBUMO MOBPEXAEHHBIM U CHATUKM €ro C y4yeTa
NPUHUMAET COOTBETCTBYIOLLMIA YNONTHOMOYEHHbIN OpraH UCMOMHUTENBHOM BNacTn B cdepe apXMBHOro Aena
Ha OCHOBaHUM MNpeaCTaBnsieMbIX PYKOBOACTBOM apxvmBa 3KCNEPTHOrO 3akMyeHust pecTaBpatopa W
pykoBoauTensa noapasfeneHvsi, OTBETCTBEHHOrNO0 3a XpaHeHue apXuBHbIX [JOKYMEHTOB, W akta o
HeuncnpasuUMbIX MOBPEXAEHUAX JOKYMEHTOB (npunoxexue N 1).

Ha ocHOBaHUM MUCbMEHHOIO PELUEHMS BbILIECTOSALLENO YMOSIHOMOYEHHOMO OpraHa WCMOMHUTENbHON
BNacTu B cdepe apxvMBHOMO Aena Wu3daercsl Mpukas pPyKOBOOUTENS apxmMBa O CHATUM HeWCnpaBUMO
NOBPEXAEHHbIX aPXUBHbLIX AOKYMEHTORB C y4eTa.

CHATME C y4yeTa U YHUYTOXEHME HEWCMPABUMO MOBPEXAEHHBIX YHUKAlNbHbIX [OOKYMEHTOB He
OOMyCcKatoTCs.

YyeT pun3n4eckoro n TeEXHUMYECKOro COCTOSIHMS
APXMBHbIX JOKYMEHTOB

2.11.8. YyeT un3nN4ecKoro n TEXHNYECKOTO COCTOSHUS apXMBHbLIX OOKYMEHTOB Ha OyMakHOW OoCHoBe
OCYLLECTBIISIETCS B!

nncte-3aseputene (npunoxenune N 3);

NMCTE 1 aKTe NPOBEPKN HANNUNS U COCTOSIHUS apXMBHbIX JOKYMEHTOB;

KapTouKe yyeTa apXMBHbIX JOKYMEHTOB C NOBPEXOEHNAMMN HOCMTENS;

KapTouKe yyeTa apXMBHbIX AOKYMEHTOB C NOBPEXAEHNAMMN TEKCTa;

KapToTeke (kHure) yyeta on3n4eckoro COCTOSHUA apXUBHbIX AOKYMEHTOB.

YueT p13n4eckoro n TEXHUHECKOro COCTOSAHMSA ayanoBuayarbHbIX JOKYMEHTOB OCYLLECTBSETCS B!

KapToyke yyeTa TEXHUYECKOro COCTOSIHUS KNHOOOKYMEHTa;

KapTouKe yyeTa TEXHUYECKOro COCTOSIHUS (DOTOAOKYMEHTA;

KapTouke yyeTa TEXHUYECKOro COCTOSHNS (DOHOOOKYMEHTA;

KapTouke yyeTa TEXHUYECKOro COCTOSHUS BUAEOOOKYMEHTa.

Ona ydvera pgokymeHTOoB ApxuBHoro oHgaa Poccuiickon degepaumu, HaxoAdswWMxXcs B
HeyooBNeTBOPUTENBHOM (DU3NYECKOM COCTOSIHUM, BEAETCS creuunanbHas kHura. CooTBETCTBYIOLNE OTMETKU
NPOCTAaBMAIOTCA Takke B OPYrUX AOKYMEHTax ydvera (PU3NYECKOro U TEXHUYECKOro COCTOSIHWUS apXMBHbIX
AOKYMEHTOB.

YueT prn3nM4ecKoro m TeXHWYECKOro COCTOSIHUSA apXMBHbIX AOKYMEHTOB MOXEeT OCYLLeCTBAATbCA Ha
OymaxkHoM HocuTene wWnM B aBTOMAaTU3MPOBAHHOM peXWMe B COOTBETCTBUMM C YCTaHOBMIEHHbIMU
PEeKBM3NTaMM KOHTPOSbHO-Y4ETHbIX JOKYMEHTOB.

dursunko-xmmmyeckas n TexHnyeckas obpabotka
APXUBHbIX JOKYMEHTOB

2.11.9.1. ®dusuko-xmmmnyeckas n TexHmyeckasa obpaboTka apXmBHbIX JOKYMEHTOB NPOBOANTCA C LEMbIO:

YCTPaHEeHUS NPUYMH YCKOPEHHOTO CTapeHns 1 paspyLleHUsl apXUBHbIX JOKYMEHTOB;

BOCCTaHOBIIEHMS UX CBONCTB, TEXHUYECKUX XapaKTEPUCTUK, AONTOBEYHOCTH;

BOCNPOW3BEAEHNS] LOKYMEHTHOWM MHOpMaLmn Ha Bonee yCTONYMBBLIX HOCUTENSX.

OCHOBHbIMU BMaamun 310 06paboTKM apXMBHbBIX AOKYMEHTOB Ha ByMaXKHO OCHOBE SIBMNSIOTCA:

Oe3nHdeKuns,  Oe3nHCeKUuus, gepatusaumsi  apXMBOXpPaHWMMLL,  KaKk  COBOKYMHOCTb  Mep
OvonpounakTuky, BUO3aWMnTbl U YHUUTOXEHUS OUONOTMYEeCcKUX BpeauTenen B apXMBOXPaHWUIMLLAX U Ha
apXMBHbIX JOKYMEHTaX;

pectaBpauus  (pecrtaBpauMOHHO-KOHCEpPBALMOHHAA  o0OpaboTka) Kak koMmnekc pabor m
TEXHOIOMMYECKMX Onepaumi No BOCCTAHOBIIEHUIO CBOWCTB W [OSNITOBEYHOCTM OPUMMHANOB apXMBHbIX
OOKYMEHTOB;

BOCMNpPOM3BEAEHMNE apXMBHbIX JOKYMEHTOB C LEMbio CO34aHusa CTpaxoBoro hoHAa KOMUM YHUKaNbHbIX
OOKYMEHTOB U 0C0D00 UEHHbIX [OKYMEHTOB W (oHOA MOMb30BaHWUA; oTopecTaBpaumsi apXMBHbIX
OOKYMEHTOB C yraclumMM W crnaboKOHTpacTHbIM TEKCTOM; 3aMeHa OpPUIMHArNoB C HeOONroBEeYHbIMU UNn
paspyLUEHHbIMU HOCUTENSIMU KONUAMW O11S1 COXPaHEeHUa JOKYMEHTHOW MHdopMauumn n ap.;

nepenneT apXMBHbIX OKYMEHTOB;

obecnbINMBaHNE apXUBHbIX JOKYMEHTOB;

006paboTka apxMBHbIX [OOKYMEHTOB B peXume aBapUMHO-cnacaTenbHbiX paboT, B TOM 4ucrie C
NPUMEHEHNEM CPeaCTB U CMOCOBOB CYLUKW, Ae3VHM(EKLMM, OE3NHCEKLNN, 3aMOpaXUBaHNs, pecTaBpaumm,
BOCMPOM3BEAEHMS, Ae3aKTMBALUN 1 OPYTUX BUOOB LieneBor 06paboTku.

AyanoBuayarnbHble M 3MIEKTPOHHbIE AOKYMEHTLI B 3aBUCMMOCTU OT (hU3NYECKON NPUPOAbLI HOCUTENS]
noAaBepratTCcsi CNeayrLmMM pecTaBpaLMOHHbIM U KOHCEPBaLNOHHO-NpodmnakTuieckum pabortam:

apXMBHbIE JOKYMEHTbI HA MarHUTHOWN NEHTE:

OYMCTKE NOBEPXHOCTM OT MbINM M YaCTUL, rPsI3M Ha cneunanbHOM OYUCTUTENBHOM 06opyaOBaHUY;



3amMeHe NepecoxXLmnX 1 NOKOPOBMEHHbIX CKMeek;

OPOPMMAEHNIO PYFTOHOB MarHUTHOW MEHTbI 3aLMTHOW MarHUTHOW NEHTOW C ABYX CTOPOH Mo 2 - 2,5 wm;

nepemoTke C LEeNblo CHATUS BHYTPEHHUX HAMPSKEHUN B PYNOHAxX MarHUTHbIX NEHT, BO3HUKLLMX M3-3a
nepenagos TeMNepaTypbl U BNEXXHOCTU NPU XpaHEeHUU U TPaHCNOPTUPOBAHNUU apXMBHBIX OKYMEHTOB;

apX1BHbIE JOKYMEHTbI Ha ANCKOBbIX HOCUTENSAX:

obecnbinnBaHuo;

NPOTUPKE aHTUCTaTUKOM;

KMHOOTOAOKYMEHTbI, MUKPOMOPMbI U POHOrpaMmMbl K KUHOUITbMaM:

06ecnbINNBaHNIO;

yOANeHNo0 BOCKOBBIX, XXMPOBbLIX U MHbIX 3arpsi3HEHWN;

YKPENIEHUIO CKIMEeEK N NPOCeYexk;

pPeMOHTY nepdgopaumm;

nepegernke rpybbix, KOPOONEHHbIX 3annaT U CKIeex;

PEMOHTY NOBpPEXAEHHbIX NONen kKagpos.

pamopurnHansl (oTOAOKYMEHTOB NOABEPraloTCSA SMIEKTPOXUMUYECKON O4UCTKE.

2.11.9.2. Pabotbl no U3NKO-XMMUYECKON U TexXHU4eckon o06paboTke apXMBHbIX [AOKYMEHTOB
noapasfaensaTcsa Ha NNaHoBble N BHEMMaHOBbLIE.

MnaHoBas obpaboTka apXUBHbIX JOKYMEHTOB NPOBOAUTCS MO pe3ynsraTtaM NPoBepKU UX COCTOSHWUS B
nopsiaike o4epenHoOCTH, YCTAaHOBIMEHHOW B apXMBE C YH4ETOM MPUHALANEXHOCTU UX K Pa3NUYHbIM LIEHHOCTHbIM
rpynnam, OCOOEHHOCTEN (U3NYECKOTO COCTOSHMSA  apXMBHbIX [AOKYMEHTOB pPasfMYHbIX BUOAOB MU
BO3MOXHOCTEN apxmBa. [proputet oTaaeTcsl yHUKanbHbIM AOKYMEHTaM M 0cob0 LIeHHbIM JOKYMEHTaM.

K BHenmaHoBbIM OTHOCATCS paboTbl, BbINOMHAEMblE B aBapUWHO-CMACATENbHbIX CUTYyaUUsX,
CBSI3@HHbIX C NTOKaINbHbIM MM MacCOBbIM NMOPaXXEHNEM apXMBHbIX JOKYMEHTOB OrHEM, BOAOW, XMMWUYECKUMMU
U pagvmoakTMBHbIMKU BellecTBamMn. CpoyHble Mepbl MO BbIAENEHWIO, M30naunn, caHuTapHon obpaboTke
apXMBHbIX [OOKYMEHTOB W MECT WX XpaHEeHUs NpPeanpuHUMAlOTCs TakkKe Mpyu MOPaXEHUN aPXMBHbIX
AOKYMEHTOB B1onornyecknmn BpeamTensmm.

HomeHknaTtypa, nopsaok NpoBeAeHUst U TeXHONorms pabot no PU3NKO-XMMUYECKON N TEXHUYECKON
06paboTke apXMBHbIX [OOKYMEHTOB OMpedenstoTcs OTpacneBbiMU HOPMATMBHBIMU U METOAUYECKUMM
AOKYMEHTaMMu.

O6Lume TpeboBaHNA K Bblaade apXMBHbIX
JOKYMEHTOB M3 apX1MBOXpaHunmLia

2.11.10. ApxvBHble OOKYMEHTbI, Metlowme OoHA NOMb30BaHUS, U3 apXMBOXPaHUMLLA, KaK NpaBuIio,
He BblaaloTCs.

ApXMBHble [OOKYMEHTbl, He Mpolefwme Hay4YHOro OMMCaHuA N TEeXHWYECKOro odopMieHus, u3
apxvMBOXpaHWnMLLa He BbIOAKTCHA 415 MCMOMb30BaHUA WM MNpoBedeHns paboT Mo CO34aHuK0 CTPaxoBOro
doHaa u hoHaa nonb3oBaHKWS.

Bbligaya 13 apxvBoxpaHunuwia noanvHHMKOB 0CO00 LEHHbLIX JOKYMEHTOB, B TOM YMCNE YHUKAIbHbIX
OOKYMEHTOB, a Takke [oKyMeHToB ApxmBHoro oHaa Poccuiickon dPepepauun, Haxogaswuxcs B
HeyaoBNeTBOPUTENBHOM  (PU3NYECKOM COCTOSIHUW, OCYLUECTBASIETCA B WCKMOYUTENbHbBIX CriyYyasax ¢
NMUCbMEHHOrO paspeLleHns PyKOBOAUTENS apXmBa.

ApXVBHble [OOKYMEHTbl BbIOATCA W3 apXMBOXPaHUNMLLA TOCyOapCTBEHHOIO apxvBa, My3es,
OmbnmnoTekn, opraHmsaumm Poccuinckorn akageMmm Hayk ¢ MMCbMEHHOTO pa3peLleHms:

3aBeyloLLero apxmBoxpaHunuwem (otgenoMm obecrnedeHust COXpPaHHOCTM) - MONb3oBaTeNsM B
ynTanbHbLI (MPOCMOTPOBLIA) 3an apxvBa M paboTHMKam apxvBa Onis CryXeOHbIx ueren B paboyune
NoMeLLEeHNs;

pyKOBOAMTENS  apxvMBa wnu  ero  3amectutend -  ¢oHgoobpasoaTensM,  CyaebHbIM,
NPaBOOXPAHUTENBHBIM M WHBIM YMOSTHOMOYEHHbBIM OpraHam BO BPEMEHHOE MOoSIb30BaHWE MNpU Hannuymum
rapaHTMINHOMO NMCbMa OT HUX; OPraHn3aunsaM - Anst AKCMOHUPOBAHUSA NPU HaANUYMKM JOroBopa O NPOBEAEHUM
BbICTAaBKM W COOTBETCTBYIOLLEro nNpuKasa pykoBoauTens apxuea; paboTHukam nabopatopumn apxusa,
cneumanuMsmpoBaHHbIM OpraHM3auusam - aAng nposefeHus paboT No co3gaHuo cTpaxoBoro oHaa u doHaa
Nnornb30BaHUs U creLmanbHon 06paboTkn apXMBHBIX AOKYMEHTOB MPW HANM4YMM COOTBETCTBYHOLLIENO JOroBoOpa
CO cneunanu3npoBaHHOW opraHn3aLmen.

Bblgaya apXuBHbIX JOKYMEHTOB BbILLEYNOMSIHYTHIM KaTeropusiM nonb3oBaTernen n3 apxmpoxpaHunmia
MYHMUMNANbHOrO apxuBa, My3esi, bubrnmoTekn ocyLecTBNAETCA C MMCbMEHHOIO pa3peLleHns 3aBeayHLLEro
MYHMUUNAnbHbIM apXMBOM, My3eeM, OMONMoTEKON.

Bblgavy apxvBHbIX JOKYMEHTOB M3 apXMBOXPaHWnumLLa U npuem mx obpaTHo, B TOM YMCHE MOSIUCTHYHO
NPOBEPKY Hanuynst U COCTOSHMS apXUBHbIX AOKYMEHTOB Mepef Bblgayen MX U3 apXMBOXpaHUIuLLa U npwm
BO3BpaTe, Npou3BOAUT pPaboTHUK apxuBoxpaHunuuwia. [lonnCTHY NPOBEPKY HanMMuus U COCTOSHMSA
apXMBHbIX [OOKYMEHTOB, BO3BpalLiaeMbiX MOMb30BaTENSMW B YMTANbHOM 3ane, OCyLlecTBnsieT paboTHMK
YnTanbHoOro 3ana.

Obs3aTensLHON NONMMCTHOW NPOBEPKE HaNMYmMs U COCTOAHMA Nepes Bbiaayen apXuBHbIX JOKYMEHTOB U3



apX1BOXPaHUIMLLA 1 NPU MX BO3BpaTe noanexar:

YHUKanbHble JOKYMEHTbI 1 0COB0 LEeHHbIe AOKYMEHThI;

apXvBHbIE [JOKYMEHTbI, UMEIoLLME B OCPOPMIIEHUN WUMU MPUNOXKEHUN K HUM AparoueHHble KamHW U
mMeTanmnbl;

HecOpoLLOpPOBaHHbIE apPXUBHbIE JOKYMEHTHI;

fena, paHee He BblAaBaBLUMECH U3 apPXMBOXPaHUNULLA U HE UMEIOLLME NINCTOB-3aBEPUTENEN;

aena, copepxalue asTorpadbl, rpaduyeckme OOKYMEHTbI, MOYTOBble U repboBble 3HaKW, neyarw,
OTKPbITKX, KOHBEPTbl C agpecamu, Mapkamu, W [OpyrMe apxuBHble [OOKYMEeHTbl, MNoTeHuuanbLHO
npeacrasnsloLme NHTepec A1 KOnneKkUMoHepoB.

CoctaB Apyrvux gen, nognexaiimx NOnMCTHOW MpoBepke, onpedensieTcs PyKoBOACTBOM apxvBa Ha
OCHOBE peLUeHUs IKCMEePTHO-METOANYECKON KOMUCCUN.

OTtmeTKa 0 NpoBeAEHHON NONIMCTHOWM NPOBEPKE CTaBUTCA B Nnucte-3aBepuTene (npunoxenne N 3).

Ha mecTo BbigaBaeMbix W3 apxXMBOXpaHUNWWA eOuHWL XpaHeHWs W onucen fgen, OOKYMEHTOB
nogknagpiBaeTcs kapTa-3aMecTuTenb.

ApXUBHbIE [OKYMEHTbI, BbldaBaeMble W3 apXMBOXPaHWNULLA, LOIMKHbl UMETb apXMBHBIA LWMP,
NPOHYMepoBaHHbIE NUCTbI, NUCT-3aBepuTens (npunoxeHne N 3) M NUCT MCNONb30BaHWS AOKYMEHTOB
(npunoxeHue N 4).

MoarotoBka apXvMBHbIX JOKYMEHTOB K BblAaye U3 apXMBOXpaHUNULLA BKIOYaET:

BblEMKY apXUBHbIX JJOKYMEHTOB;

CBEpPKY apXMBHOro wwundpa 1 3aronoBKOB (aHHOTaLMA) C ONWUCbIO (KHUIOW y4eTa W onucaHus) gen,
AOKYMEHTOB;

MONNCTHYIO NPOBEPKY apXMBHbIX A€M - B YCTAHOBMEHHbIX CIyYasX.

CBepka apxvBHOIO LWM@dpa apxuBHbIX AOKYMEHTOB C OMUCbIO (KHWIOW yveta M onucaHus) Aen u
AOKYMEHTOB npeAnonaraeT MpoBepKy MpaBUibHOCTN OPOpMNEHUs OBMOXKW U TUTYMbHOrO nucTa Aena,
NepBNYHOIO CPEACTBa XpaHeHNs ayanoBU3yarbHOro, ANEeKTPOHHOTO JOKYMEHTa, MPaBuITbHOCTU COCTaBMeHs
3aronoBka u wndpa eamHuubl XxpaHeHus. [Npy Hanuumm 6onbLIMX NCNpaBneHnn obroxka N TUTYMbHbLIN INCT
3aMEHSAITCHA C COXPaHEeHNEM Npu HEODXOOUMOCTU CTapon OBMOXKKK.

Mpu noaroToBKe K Bblaye M3 apXMBOXPaHWUIULLA OTAENbHbIX apXMBHBIX JOKYMEHTOB, U3bSTHIX U3 Aen,
Ha OOOpOTHOW CTOPOHE KaXAOoro nuMcTa BHE TeKCTa apXMBHOIO [OKYMeHTa MNpOCTaBMsieTcs LTamn C
aPXMBHbIM LLUNGPOM.

CpOKI/I BblAa4yn apXnUBHbIX JOKYMEHTOB

2.11.10.1. ApxvBHbl€ AOKYMEHTbI Bbl4AIOTCH N3 apXUMBOXPaHUMLLA Ha CPOK:

00 OOHOro mMecsiLa - Nonb30BaTensM B YWTanbHbIM 3an 1 paboTHMKkam apxmBa (Kpome 0cob0 LEHHbIX
OOKYMEHTOB, BblJaBaeMblX Ha CPOK He bornee AByXx Hegerb);

00 Tpex mecsues - poHgoobpasosartensm;

00 LWeCTn MecsLueB - cyaebHbIM, MPaBoOOXPAHUTENbHBIM Y MHBIM YMOSTHOMOYEHHbIM OpraHaMm.

Bblgaya apxmBHbIX OOKYMEHTOB M3 apXMBOXpaHunuvia Ans 9KCNOHWPOBAHWA OCYLLECTBMSETCA Ha
CpOK, onpeaeneHHbIi J0roBOPOM O NMPOBEAEHUMN BbICTaBKM.

Cpok Bblgaun apxmBHbIX JOKYMEHTOB ANdA CO34aHusi CTpaxoBoro ¢oHaa, oHaa nonb3oBaHusa U Ans
crneunansHo o00paboTkM onpegenseTca nnaHamu paboTbl apxvBa M [OroOBOpamMu Ha MNpOBeAeHue
COOTBETCTBYOLLUX paboT CO CTOPOHHMMY OpraHn3aumsiMu.

MpoaneHne CpoKOB Bbi4aum apXUBHbIX JOKYMEHTOB JOMYCKAETCH C pa3peLleHnss pykoBoACTBa apxmBa.

OdbopmrneHne Bblgauy apXUBHbIX OKYMEHTOB

2.11.10.2. Bblgaya apxmBHbIX OOKYMEHTOB M3 apXMBOXPaHUNMLA PErNCTPUPYETCS B KHUrax Bblgayvun
apXMBHbIX AOKYMEHTOB, KOMMM poHOa Monb3oBaHWS W3 XpaHunuvuia, KoTopble BedyTCa pasgenbHO no
KaXXOOMY apXMBOXpaHUNULLY 1 BUAY Bbiayu.

Bblgada apxvBHbIX JOKYMEHTOB B YMTarbHbIA 3arn oopmMmnseTcsa 3aka3om (TpeboBaHueMm) Ha Bblaavy
apXMBHbIX OOKYMEHTOB, KOMU (hOHAa MONb30BaHWS, onucen Aen, JOKYMEHTOB U PEermcTpupyeTcs B KHUre
BblJa4M apXuBHbIX JOKYMEHTOB, KOMUA doHAA MOMb30BaHWUS U3 XpaHUNuWa B YMTanbHbIR 3an, B KOTOPOM
pacnucbiBaeTca paboTHMK uuTanbHOro 3amna. WcnonHeHHbln 3aka3 (TpeboBaHve) nonb3oBaTens
HanpaBnseTCA B YMTamnbHbIA 3an BMECTe C BblAaHHbIMW apXVMBHbIMW OOKYMEHTaMW W XPaHUTCA B FIMYHOM
Aene nonb3oBarens.

Bblgaya apxvBHbIX OOKYMEHTOB PpabOTHMKY apxvBa AN MCNOMb30BaHUA B CRyXebHbIX Lensx
odopmnsieTca 3akasom (TpeboBaHMeM) Ha Bbigavy apXMBHbIX OOKYMEHTOB, Konui ¢hoHAa nonb3oBaHus,
onvcen aen, AOKYMEHTOB, KOTOPbIN BU3MPYETCS PYKOBOAUTENEM COOTBETCTBYIOLLEro nogpasgeneHus. 3akas
(TpeboBaHve) perucTpupyetcs B KHUre Bbidavn apXuBHbIX OOKYMEHTOB, KOMWN poHAa Mnonb3oBaHUs w3
XpaHunuwa B paboyne MOMelleHus, B KOTOpOM pabOTHWK, MNOMYYMBLUMA apXuBHble [AOKYMEHThI,
pacnucbiBaeTcs 3a Kaxaylo eguHuuy xpaHeHus. 3aka3 (TpeboBaHune) HaxoguTCs B apXMBOXPaHUIULLE OO0
UCTEYEHUS CpoKa ero XpaHeHusl.



Bblgaya apxuBHbIX OOKYMEHTOB B rabopatopuio apxvMea OGQOPMIISieTCS 3aka3oM Ha NpoBeAeHue
COOTBETCTBYIOLMX paboT M perucTtpupyercss B KHUre BblAaunM apxvMBHbIX [OOKYMEHTOB, konui doHaa
nonb30oBaHMa U3 XpaHunuiia B nabopatopuio, B KOTOPOM pacnucbiBaeTcs paboTHUK nabopatopun. 3akas
yunTblBaeTcss B nabopaTopuMnM M B COOTBETCTBYIOLLEM MOAPA3AENeHnM apxuBa M CIYXUT KOHTPOSbHbLIM
OOKYMEHTOM 3a XOAOM NpoBeAeHMs BCeX 3TanoB paboTbl C apXMBHLIMU JOKYMEHTaAMMU.

Bblgaya apxuMBHbIX [OKYMEHTOB BO BPEMEHHOE MOfb30BaHWE OGOPMMSETCA aKkToOM O Bblgade
apXMBHbIX [OOKYMEHTOB BO BPEMEHHOE MONb30BaHWE W PErUCTPUPYETCH B KHWUre BblAayYu apXMBHbIX
AOKYMEHTOB, KOMUIA (hOHAA MOMb30BaHNA M3 XpaHUMLLA BO BpEMEHHOE MONb30BaHMeE.

Bblgada poHga nonb3oBaHns

2.11.10.3. Bbligaya konui apxuBHbIX AOKYMEHTOB M3 (boHAA MNOMb30BaHMA OMOPMISETCS 3akas3oM
(TpeboBaHveM) Ha Bblgadvy apXvMBHbIX JOKYMEHTOB, KONui boHAa NOnb30BaHUA, onvMcen aen, AOKYMEHTOB U
peructpupyeTca B KHure (KHMrax) Bblgaun poHOa MonNb30BaHWUS, BeOyLMXCA LEHTPanvM3oBaHHO WK
pasgenbHO Mo KaXKaAoMYy apXUBOXPaHUINLLY.

Bbigaya onuncen gen, AOKYMEHTOB

2.11.10.4. Onucx gen, OOKYMEHTOB BbIJAKTCA Ha CPOK, He npeBbllawun natnm gHen. Bbigava
onucen pgen, LOOKYMEHTOB, WMEKOLMXCA B OOHOM 3K3EMMMSAPE W XPaHSLWMXCS LEeHTPannsoBaHHO,
OOMYCKAETCA B UCKIIOYUTESNBHBIX CMyYasx C pas3peLleHusi pyKOBOAUTENSI apxuBa WM ero 3amecTutenst Ha
CPOK, KaK MpaBuIio, He MPEBbLILAKLWUA OOMH AeHb, N 0POPMIIAETCH MO aHanorMm ¢ Bblgayven MogJIMHHbIX
apXMBHbIX JOKYMEHTOB.

Bbligaua onucelnt gen, OOKYMEHTOB Od)OpMIISIETCSl 3aka3oM (TpeboBaHMeEM) Ha Bblgady apXMBHbIX
OOKYMEHTOB, kOnu ¢boHAa NONb30BaHUA, ONWCEN Aern, OOKYMEHTOB U PErucTpuMpyetcsa B KHUre Bblgauu
apXMBHbIX JOKYMEHTOB, KONUn hoHAa MOMb30BaHUSA U3 XPaHUNULLIA, B KOTOPOM PacnmcbiBaeTCA NOMyYMBLLINIA
onucb paboTHUK apxmMBa UM Nonb3oBaTensb.

KOHTpOJ‘Ib 3a COXPaHHOCTbIO BblAaHHbIX apXMBHbIX OOKYMEHTOB.
Bosspau.l,eHMe dPXUBHbIX AJOKYMEHTOB B apXMBOXpaHUnunLie

2.11.10.5. BblBepka KHUT BblAauyn apXMBHbIX JOKYMEHTOB NPOBOAMTCS HE pexe OOHOro pasa B KBapTan
unun B nonyrogve. Ecnn B pesynbrate BbIBEPKM KHWT BblOayu YCTaHOBMEH pakT HapyLleHWsi CPOKOB
BO3BPALLEHNSA apXMBHbIX [AOKYMEHTOB, BbISCHSIOTCS €ro MpuuYMHbl M MPUHUMAKOTCA Mepbl K BO3BpaTy
apXMBHbIX JOKYMEHTOB. Ecnn HeBO3BpaLLeHne apXMBHbIX JOKYMEHTOB B CPOK B apXMBOXPaHMUITULLE BbI3BAHO
HeoOXoOMMOCTbIO WX [JanbHEeWero WCnonb30BaHus, Bbldada nepeodopmnsercs. [lpyu  3agepxke
BO3BpPALLEHNS apPXMBHbIX [OOKYMEHTOB 0€3 YBaXWTENbHbIX MNPUYMH MNPUHMMAKOTCA Mepbl Ana  UX
HemeaJTEHHOro BO3BpaTa B apXUBOXPaHUMMLLE.

B uensax KOHTpOMsi 3a COXPaAHHOCTbIO apXMBHbLIX AOKYMEHTOB nNoapasgerneHue, OTBETCTBEHHOE 3a
XpaHeHWe apXUBHbIX [LOKYMEHTOB, NPOBOAMT MPOBEPKM COXPaHHOCTM BbIAAHHbIX U3 apXMBOXpaHUMULLA
apXMBHbIX OOKYMEHTOB. [1poBepku MpoBOAATCS B MMaHOBOM MOPSiAKE UM MO Mepe HeobXoaAMMocTu Mo
COrnacoBaHuI0 C PYKOBOACTBOM apXxuBa.

Mpn BO3BpalleHMN apPXMBHbIX [OOKYMEHTOB B apXMBOXPAHWIIMLLE OCYLLECTBMASETCA MNOMNUCTHas
npoBepka WX (U3NYECKOTrO COCTOSIHMA B yCTaHOBNEHHOM nopsigke (cM. n. 2.11.10). B kHure Bblgauun
apXMBHbIX [AOKYMEHTOB [JeriaeTcs OTMEeTKa O BO3BpaLLUEHWM apXMBHbIX [OOKYMEHTOB B MPUCYTCTBMU
BO3BpPaTMBLLUMX WX paboOTHMKOB apxvmBa wnu doHgoobpasoBaTens. Ecnv  BbISIBNEHbl MOBpPeXOeHUs
BO3BpALLAEMbIX apXMBHbIX [OKYMEHTOB, COCTaBIiISIETCA akT B MPOU3BOMbHOW (OpMeE, KOTOpbIN
nognucbiBaeTcs paboTHMKOM apXuBOXpaHWMMLa W JMUOM, BO3BPALLAKLIMM apXMBHbIE AOKYMEHTbIl, U
npeacTaBnseTcs Ha pacCMOTPEHNe pyKoBOACTBa apxmBa.

ApxuB 06513aH yBeOOMUTb MOMb30OBaTENA O TOM, YTO OH OTBEYAET 3a COXPAHHOCTb MOJSTYYEHHbIX
apXMBHbIX OOKYMEHTOB M cobniogeHne npasun paboTbl C HUMM B COOTBETCTBMM C 3aKOHOOATENbCTBOM
Poccuiickon ®egepaumm.

B cnyyaax xulleHuss unu noBpexaeHns apXuBHbIX AOKYMEHTOB, B TOM YMUCIE BHECEHUS B UX TEKCT
N3MEHEHUN (EeCrn 3TO MOXET ObITb KBANMMUUUPOBAHO KaK MOBPEXOAEHWE apXMBHOMO OOKYMEHTA), apxvB
obpalLaeTca ¢ COOTBETCTBYIOLUM 3asiBNIEHMEM B OpraH BHYTPEHHMX AEN N0 MEeCTY pacnofioKeHUs apxuea, B
TPEXOHEBHbIA CPOK WH(OPMUPYET cneumanbHO YMNOMHOMOYEHHbIV hefeparnbHbli OpraH MCMONMHUTENBbHOM
BMacTh, YMNONTHOMOYEHHbIE OpraHbl WUCMOMHUTENbHOM Brnactn cybbektoB Poccuiickon ®depepaumm,
OCYLLECTBIISAOLME KOHTPONb 3a cobnogeHneMm 3akoHopatenbctBa o6 apxvBHOM fene B Poccuickon
denepauun, NpuHUMaeT OpyrMe Mepbl K BO3MeLleHMio yulepba B COOTBETCTBUM C 3aKOHOAATENbCTBOM
Poccunckon degepaumn.

TpchnomepOBKa N nepemMelleHmne apxmBHbiX JOKYMEHTOB



2.11.11. Tlpn TpaHCNOPTUPOBKE apXMBHbIX JOKYMEHTOB Ha Ntobble paccTosHWs cobniogatTcsa Mepbl No
oxpaHe M 3awuTe KX OT BO3OEWCTBUS BpedHbIX (PakTopoB OKpyXawlen cpegbl MyTem MNpUMEHEHUs
crneumanbHbiX BWOOB YNakoBOK, oBecnevMBalolmMX 3aluTy apXMBHbIX AOKYMEHTOB OT OCajKkoB, CBETa,
MeXaHWYEeCKNX NOBPEXAEHUN.

TpaHCNoOpTUPOBKA apXUBHbIX AOKYMEHTOB MPOM3BOAUTCH MPU UX MNAOTHOW YKNadke, MCKIoYatoLen
BO3MOXHOCTb NepeMeLLEHUs apXMBHbLIX JOKYMEHTOB BHYTPW YNAKOBKW, YOAPOB W PasfUYHbIX COTPSICEHUN,
npu 9ToM OTOOHOAOKYMEHTBI YNAKOBbLIBAIOTCA B BEPTUKANbHOM MOMOXEHWM B KOPOOKM KeCTKon
KOHCTPYKUMM COOTBETCTBYlOLIEro pasmepa, 0OOepHyTble BO BraroHenpoHuuaemylo TkaHb. [pyrue
ayavoBuM3yarbHble W SMeKTPOHHble AOKYMeHTbl, rpaduyeckme u KpynHodopmaTHble Aena U AOKYMEeHTbI
nepemMeLLaoTcs TONMbKO B YNakoBKe, B KOTOPOW OHW XPaHATCH, WU B CleumanbHO NpeAHasHauYeHHbIX Ans ux
nepemMeLleHnss cpeacTeax.

[ns nepemelleHns apXuBHbIX JOKYMEHTOB BHYTPW apxuBa MCMONb3YIOTCA NEePeaBWKHbIE TENeXKn u
Apyrve cpeacTsa TPaHCNOPTUPOBKM.

BHyTpuropogckne nepeBo3kn apXuBHbIX OOKYMEHTOB MPOU3BOAATCA B 3aKPbITbIX aBTOMALUMHaxX npwu
0653aTenbLHOM CONPOBOXAEeHUN paboTHMKa apxumBa.

TpaHCnopTUPOBKA apXMBHbLIX OOKYMEHTOB Ha JafibHUE pacCTOSHUSA NPOM3BOAUTCH B YNaKOBaAHHOM
BYAE B KPbITOM TPaHCMOPTHOM CPEeACTBE B COOTBETCTBUWM C MNpaBuinaMv MepeBO3KU LEHHbIX rPy3O0B,
yCTaHOBMEHHbIMU AN COOTBETCTBYIOLLEro BUaa TpaHcrnopTa.

BbisiBneHue YHUKanbHbIX JOKYMEHTOB
N 0co60 LEHHbIX OOKYMEHTOB

2.11.12. BbisiBNeHWEe YHUKamNbHbIX JOKYMEHTOB 1 0COB0 LIEHHbIX AOKYMEHTOB NPOBOAMTCS B MIaHOBOM
nopsigke Havmbornee kBanMAUUMPOBaHHbIMK  CleuManucTaMm Ha OCHOBaHMU OTPaCMEeBbIX Hay4HO-
METOANYECKNX Pa3paboToK N METOOUYECKMX MOCOOUIA, MOATOTOBMEHHbLIX B apXUBE.

OnpegenexHve B coctaBe ApxuBHoro ¢oHaa Poccuiickon Pegepaumy yHUKanbHbIX OOKYMEHTOB
OCYLLECTBIAETCH B COOTBETCTBMM C PermameHToM [OCyOQapCTBEHHOrO peecTpa YHUKasbHbIX AOKYMEHTOB
ApxmBHoro ¢oHaa Poccuiickon deaepauun n BrrovaeT B cebsi:

3anonHeHne Ha Kaxabli BbISBMEHHbIA NOTEHUNANBHO YHUKamNbHbIA JOKYMEHT NMCTa yveTa U onnucaHns
YHUKaNbHOrO JOKYMEHTa;

paccMOTPEHNE IKCNEPTHO-METOANYECKON KOMUCCUEN (UNN OPYTMM COBELLATENbHBIM OpPraHOM) apxvBa
NpeacTaBeHHbIX MaTepuarnos;

npegcTaBneHe NpeasioKeHnn O BKIOYEHUN BbISIBNEHHbBIX NOTEHUMANbHO YHUKaNbHbBIX JOKYMEHTOB B
[ocyaapCTBEHHbLIN pPeecTp YHUKamNbHbIX OOKYMEeHTOB ApxmBHOro doHaa Poccuiickon denepaumm B
COOTBETCTBYHIOLLMI YNOSTHOMOYEHHbIN OpraH UCMOSTHUTENBHOW BNacTy B chepe apXMBHOMoO gena.

OnpepeneHne B coctaBe ApxmBHOro doHaa Poccuinickon depepaummn ocobO LEHHbIX OOKYMEHTOB
OCYLLIECTBIISAETCH 3KCMepTHO-NpoBepoyHon komuccuen (AMMK) denepanbHOro rocyqapCTBEHHONO apxvBea,
OlMNK ynonHoMoO4YeHHOro opraHa MWCMonHUTENbHOW BracTu cybbekta Poccuickon depepaumm B cdepe
apXMBHOTrO Aerna, 3KCnepTHoW )OHAOBO-3aKYNOYHOM KOMUCCUMEN roCyAapCTBEHHOTO WM MYHULUMMANbHOro
My3es, SKCNepTHOW KOMMUCCUMEWN TroCyAapCTBEHHOW wunu MyHuuunanbHou 6ubnuoteku, 3MK Apxwusa
Poccuinckon akageMum Hayk 1 3aKpennsietca yY4eTHbIMU JOKYMEHTaMu apxusa B YCTaHOBMEHHOM MOPSAKe
(cm. n. 3.7.5).

OlMK ynonHoMO4YeHHOro opraHa MCnonHUTENbHON BriacTu cybowekta Poccuiickon ®enepauun B cchepe
apXMBHOIO f[ena BrpaBe AenerMpoBaTtb MOMIHOMOYMSI MO OMNpedeneHnio B coctaBe ApxmBHOro c¢oHaa
Poccuiickon Pegepauum ocobo LEHHBIX JOKYMEHTOB 3KCMEPTHO-METOAMYECKON (METOQUYECKOW) KOMUCCUM
rocygapcTBEHHOIO apxua cybobekTa Poccuickon ®egepaumm.

CosgaHue cTpaxoBoro hoHaa

KoHcynbsraHTlInoc: npumedaHue.

B odwmumansHoOM TekcTe [OKYMeHTa, BMAMMO, [JonylleHa orneyatka: NyHKT 4.13.3 B OOKYMeHTe
OTCYTCTBYET, N0 BONPOCY, KacalLeMyCa XpaHeHus cTpaxoBoro dhoHaa, cMm. nyHKT 2.11.13.3.

2.11.13. COBOKYMNHOCTb CTPaxoBbIX KOMWIM YHUKalNbHbIX U OCODO LEHHbIX AOKYMEHTOB APXMBHOMO
doHaa Poccunckon ®epepaumn (ganee - cTpaxoBor OHA) CO3AaETCs B LIENSAX COXPaHEHUST JOKYMEHTHOWM
MHopMaLUMM Ha Ccriyyal yTpaTbl MM MOBPEXOEHUS OPUTMHANOB 3TMX OOKyMeHToB. CTtpaxoBon ¢oHA
ABMSAETCA HEMPUKOCHOBEHHBIM WM XPaHUTCH TeppuTopuanbHO 0O0COBNEHHO OT OPUIMHANOB YHWUKambHbIX
AOKYMEHTOB 1 0CO00 LiEHHbIX JOKYMEHTOB B CrieuuanbHbIX apxmBoxpaHunmwax (cm. n. 4.13.3).

OuyepegHOCTb CTPaxoBOrO KOMMPOBAHWS OMNpPedenseTcd C  y4eToM  (PM3N4EeCcKoro COCTOSHMSA
YHUKaNbHbIX [AOKYMEHTOB M 0COBO0 LUEHHbIX [JOKYMEHTOB W WHTEHCUMBHOCTM OOpalleHMs K HUM.
lMepBooyepeqHOMY KOMUPOBAHUIO CPeau HUX noanexar Hambornee WHTEHCUMBHO WUCMOmb3yemble, C
NOBpPEXAEHUAMU MaTepmanbHOro HOCUTENS U JOKYMEHTHOW MHopMaLmK.

MoprotoBka YHWKamnbHbIX OOKYMEHTOB M OCOBO LIEHHbIX OOKYMEHTOB K CTPaxOBOMY KOMWPOBaHWUIO
OCYLLECTBISIETCA B COOTBETCTBMM C NMOPSLKOM BbiAauyu apXMBHbIX JOKYMEHTOB U3 apXMBOXpPaHWNUL, (CM. M.
2.11.10).



CTtpaxoBoe KonvMpoBaHWe MpoBOAUTCS C cobrogeHnemM cucteMaTmsauumn eamHuL, XpaHeHus B onucu
Aaern, AOKYMEHTOB, KOTopasi KonupyeTcs nepea eavHuuamm xpaHeHus. CTpaxoBoMy KONMPOBAHMIO noanexat
BCe BXopduine B egnHULYy XpaHeHUa apXmnBHblie JOKYMEHThI.

Mpn cTpaxoBOM KOMUPOBaHMW [Aena, Kak MpaBuno, paclumMBke He nognexar. Pacwueka pgen
NpPOM3BOANTCS B WCKMKYMTENbHBLIX CIydasX MO COrfacoBaHUIO C PYKOBOACTBOM apxvBa Mpu MOJSHOM
HEBO3MOXHOCTU KOMMpoBaTb nepensieTeHHoe pgeno. o okoH4YaHuu paboTbl [eno nepennetaercs
nabopartopwver unu opraHM3aumen - U3roToOBUTENEM CTPaxXOBbIX KOMWIA 3aHOBO.

CTtpaxoBoe KOnNupoBaHWE YHWUKamnbHbIX JOKYMEHTOB M 0CO00 LEHHbIX JOKYMEHTOB OCYLLECTBMSIETCH B
COOTBETCTBUM C TEXHOMOIMYECKUMUN peErfiaMeHTaMn 1 OPYrMMU OENCTBYIOLMMM HOPMATUBHO-TEXHUYECKUMU
OOKYMEHTaMMm.

CTpaxoBoi Konuen apXxMBHOTO AOKYMEHTa Ha GyMaXHO OCHOBE SABMSIETCS] HEraTMBHAsA MUKpodhopma
(Mukpodunbm  unm - Mukpodpmwia)  1-ro MOKONEeHusl,  M3roToBfeHHast Ha  ¢hoTorpadumyeckomn
ranoreHugocepebpsiHoW MreHke COOTBETCTBYIOLWEro Tuna MeTOAOM onTudeckoro doTorpadupoBaHums
[OKYMEHTOB.

CTanOBOIZ Konven KMHOOOKYMEeHTa ABNAETCA nepsas coBMeLlleHHasa KOMuA opurnHana,
W3roTOBMIEHHAs Ha MMEeHKe COOTBETCTBYIOLLENO TUMA METOAOM KOHTaKTHOM neyaTu.

CrtpaxoBoin konuven ¢OTOOOKYMEHTA SIBMSIETCA MepBasi KOMUSA OpurnHana, W3roToBfieHHas Ha
doTOoNMneHKe COOTBETCTBYIOLLENO TUMNA METOAOM PENPOAYLMPOBAHMS UM KOHTAKTHOWN nevaTu.

CrtpaxoBon konuen OHOOOKYMEHTA SIBMSIETCS MNepBasl KOMUS  OpwurMHana, W3roToBIEeHHas
COBPEMEHHOM CUCTEMOW 3anncu.

CTtpaxoBon konven BUOEO4OKYMEHTA SBMSETCA NepBas Konus opurmHana, u3rotoerneHHas B doopmare
opurMHana cnocobom B1ae03BYKO3anmcy Ha MarHUTHOW MEHTe.

CosfaHue, KOMMEKT U cocTaB (hoHOa NoNb3oBaHUSA

2.11.13.1. COBOKYMHOCTb KOMWUA apXMBHbIX JOKYMEHTOB, BbIMOMTHEHHbIX HA Pa3fMYHbIX MaTepuanbHbIX
HOCUTENSAX W MpedHasHayYeHHbIX ONA UCMONb30BaHWS C Uernbilo obecnedyeHnss COXPaHHOCTU OpUITMHanoB
apXMBHbIX [OOKYMEHTOB (ganee - oHA MNOMb30BaHUs), CO3QaeTcsd, Kak npaBuno, OAHOBPEMEHHO C
co3faHneM cTpaxoBoro ¢oHaa, a Takke LeneBblM MOPSAKOM Ha Haubornee ucnonb3yemble apXxuBHble
AOKYMeHTbl, B npouecce Apyrux paboT (paccekpedvBaHWe apXMBHbIX [AOKYMEHTOB, OpraHu3auus ux
NCMOMb30BaHus).

®PoHO NOMb30BaHUA, W3rOTOBIEHHbLIN OAHOBPEMEHHO CO CTpaxoBbiM (OOHAOM, CO3[4aeTcs B
0053aTeNbHOM KOMMIEKTE, BKITHOYAKOLLEM:

ONS  apXvMBHbIX [AOKYMEHTOB Ha OymMaXHOW OCHOBE - OZHY MUKpPOOpMy 2-r0 MOKOMEHUS Ha
ranoreHngocepebpsHon nneHke (HeraTMBHas UNWM NO3UTMBHAS), M3FOTOBIEHHYO C HErATUBHOW MUKPOOPMbI
1-ro nokoneHwusi, 1 ogHy MMKPOopMy 3-ro MOKONEHMWS!, N3rOTOBIEHHY C MUKPOGOPMbI 2-TO NMOKOIIEHUS;

Ans POTOAOKYMEHTOB - OOUH NO3UTUBHbLIV DOTOOTNEYATOK M OAWH OyOnb-HeraTus;

ONS KAHOOOKYMEHTOB - OfHY MO3WTUBHYIO COBMELLEHHYIO KOMWIO, OOUH MPOMEXYTOYHBLIN MO3UTUB
nsobpaxeHuss M oaMH KOHTpATUMN QOHOrpamMmbl (AN 3BYKOBbIX KMHOAOKYMEHTOB). [M03nTMBHas konus u
NPOMEXYTOYHbIA MO3UTMB U300paKeHUs AOIMKHbI BXOAUTb B KOMMMEKT KMHOOOKYMEHTa, NPpMHUMaeMoro Ha
NOCTOSIHHOE XpaHeHue. [lonyckaeTcs JOMONHUTENBHOE U3rOTOBIEHe hoHAa NOMb30BaHNSA KWHOAOKYMEHTOB
B BMae BugeodoHorpamm B popmatax Betacam n VHS;

AN POHOOOKYMEHTOB - OfLHY KOMUIO Ha MAarHUTHOW NEHTE;

ONs BUOEOLOKYMEHTOB - OAHY Konuio B gpopmate VHS.

BkntoyeHne B POHAO MOMb30BaHUSA KOMWUA apXMBHbLIX AOKYMEHTOB, B TOM 4MCle Ha SMEKTPOHHbIX
HOCUTENSX, CO30aHHbIX B MpoLecce Apyrmx paboT, OCyLLEeCTBNAETCS apXMBOM CaMOCTOATENBHO.

B ¢oHa nonmb3oBaHMSA BKMOYAOTCS KOMUWM MOSTHOCTbIO CKOMUPOBAHHBLIX €AuMHUL, XpaHeHud. Konuwm
OTAENbHbIX apXMBHbIX JOKYMEHTOB MOryT ObITb BKIMOYEHbI B POHA MONb30BaHWS B COCTaBe TeMaTU4eCcKux
noabopOK apXMBHbBIX AOKYMEHTOB.

MpoBepKka HaNMUns U COCTOSHUSA, TEXHUYECKUI KOHTPOMb
cTpaxoBoro hoHaa v dhoHaa Nnonb3oBaHUs

2.11.13.2. Bce cTpaxoBble KONUu SOMKHbI COOTBETCTBOBaTL OPUrMHany Kak no cogepaHuio, Tak u no
PSAY BHELLUHUX NMPU3HAKOB.

MarotoBuTenb CTpaxoBbiX Konui obecrneynBaeT COOTBETCTBUE BCEX BbIMYCKAEMbIX  KOMWUWA
TpeboBaHMAM OENCTBYIOLLMX HOPMATUBHO-TEXHUYECKNX JOKYMEHTOB MO CTPAXOBOMY KOMMPOBAHWIO.

Bce cTpaxoBble KOMUM MPOXOOAT TEXHUYECKUA KOHTpONb B nabopaTtopun Wunu  opraHu3auun-
n3roToBuTeEne, ceBedeHnst 06 nx kadecTBe PUKCUMPYHTCSA B aKTax TEXHUYECKOrO COCTOSIHUS KOMUI CTPaxoBOro
doHaa (Mo hopmam B COOTBETCTBMM C OTPACNEBbIMU HOPMATUBHBIMU JOKYMEHTaMM).

Mpn npueme cTpaxoBbiX KOMWIA MPOBEPSIETCA MOMHOTA BbLIMOSIHEHWS] 3aka3a Ha KOMMpOBaHWe,
KONMMYECTBO KOMWUW, KOMMNITEKTHOCTb, MPaBUITbHOCTb U MOSTHOTa 3anOfHEHUS aKTOB TEXHUYECKOrO COCTOSIHUSA,
BM3yarnbHO-TEXHUYECKOE COCTOSHME KOMUIA.



B npouecce xpaHeHWsi CTpaxoBkle KOMUW Noasexar:

MpoBepKe HamnMuMsl U COCTOSIHUA B LIENSAX YCTaHOBMNEHUS PaKTUYECKOro Hanm4na CTpaxoBbIX KOMWUIA, UX
COOTBETCTBUA AaHHbIM YYETHBLIX JOKYMEHTOB;

TEXHUYECKOMY  KOHTPOSIO  COCTOSIHUS U CBOEBPEMEHHOMY  MpOBEAEHVI0  HeoBGXOoAMMBbIX
KOHCepBaLMOHHO-NPOMUNAKTUYECKUX MEPONPUATUIA.

TexHUYEeCKMn KOHTPOSb CTpaxoBoro (hOHAA OCYLUEeCTBRSETCS OAWH pa3 B TpW roga, Npu 3TOM
KOHTponto noanexut 20% cTpaxoBblX KOMWI NPON3BOACTBA KaXadoro rofa.

PesynbTaTbl TEXHUYECKOrO KOHTPOMNs (UKCUPYIOTCS B [OKYMEHTaX O TEeXHWYECKOM COCTOSIHUM
CTPaxoBbIX KOMWIA, rae AaloTcsl 3aKioyYeHUst 0 HEOOXOAMMOCTU U CpoKax NpoBedeHNst NPOUNaKTUYECKUX U
pecTaBpauUMOHHbIX paboT, 1 yCTaHaBNMBAIOTCS CPOKW CEAYHOLEro TEXHUYECKOTO KOHTPOSIS.

MpoBepka HanmMuusi U COCTOSIHMS (POHAA MOMb30BaHWUS OCYLLECTBISIETCH C LEeSblo KOHTpOns 3a
COXPaHHOCTbIO KOMUIA U OpraHn3aummn paboTbl Mo CBOEBPEMEHHOMY BOCCTAaHOBMEHMIO hOHAA MOMb30BaHMS.

O6beM U nepuoaMYHOCTb pPaboTbl MO MPOBEPKE HanMMuMs U COCTOSHUA (HoHAA NONb30BaHUS
onpegensiloTcs ¢ y4eToM ero obuiero obbema, cocTaea, MHTEHCMBHOCTM Bbldauu KOMWUIA M 4acToTbl WX
BOCMpOU3BEAEHNS, a TakKe YCIMOBUI XpaHeHUS.

Mepenaya cTpaxoBoro hoHAa Ha creLmansHoe XpaHeHue

(n. 2.11.13.3 He pacnpocTpaHAeTCA Ha rocy4apCTBEHHbIE Y MyHULMNAmbHbIE My3en U BUbnMoTeku,
opraHusaumun Poccuiickon akagemum Hayk)

2.11.13.3. UeHTpanusoBaHHOe XpaHeHWe cTpaxoBoro doHOa OocyllecTBnAeT deaepanbHbli
rocygapCcTBEHHbIN apxuB - LIeHTp xpaHeHus cTpaxoBoro doHaa (LUXCD).

XpaHeHue cTpaxoBoro ¢oHAa rocyaapCTBEHHOro apxmeBa cybbekta Poccuiickon ®depepaumm 1
MYHMLUNANbHOIO apxvMBa MOXET OCYLIEeCTBMATb CheuuanbHOoe apXMBOXpaHWMMLe, pacnofiokeHHOe Ha
TeppuTopumn cybbekta Poccuinckon degepavmu.

PaspelweHne Ha nepegady crtpaxoBoro doHaa B LUXCO paer cneuuwanbHO yNOMHOMOYEHHbIV
degepanbHbI opraH UCMONHUTENBbHOW BRacTu B cdepe apxMBHOIO Aena no pesynsratam pacCMOTpeHus
JOKnagHoW  3anucky  dpedepanbHoro  rocyAapCTBEHHOrO  apxvBa UMM YMONHOMOYEHHOro  opraHa
MCMONMHUTENbHOW BriacTn cybbekta Poccuiickon ®epepaunmm B cepe apxMBHOrO Aena O FOTOBHOCTU K
OTMpaBKe CTPaxoBbIX KOMUM.

PaspelueHve Ha nepegady CTpaxoBoro )oHAa B cheumanbHoe apXMBOXPaHWIULLE, pPacrofoXeHHoe
Ha TeppuTopun cybbekta Poccunckonn Pegepaumun, rocyaapCTBEHHOMY apxuBy cybbekta Poccuickon
dPenepaunn U MyHULMNANbHOMY apxuBy AaeT YNONHOMOYEHHbIN OpraH WUCMOMHUTENbHOW BNacTu cybbekTa
Poccuiickon ®enepaunm B cdhepe apxMBHOIO Aena Ha OCHOBaHWM AOKITAgHOW 3anncKyM apXuBa O rOTOBHOCTU
K OTMpaBKe CTPaxXOBbIX KOMUN.

Mpuem-nepegada ctpaxoBoro )OoHAa OCYLLECTBMSETCA Ha OCHOBaHWM MpuKasa COOTBETCTBYHOLLErO
YNONMHOMOYEHHOrO OpraHa MWCMOMHUTENbHOW BNacTu B cdepe apxvMBHOrO Aena akToOM YCTaHOBEHHON
OpMbI, K KOTOPOMY MpuUaralTCs:

onucy 0cobo UEeHHbIX Aern, AOKYMEHTOB MW KOMUKU onucen Aen, AOKYMEHTOB, C KOTOPbIX U3roTOBIEH
CTpaxoBon (poHA, Nnn nepeveHb HoMepoB 0COB0 LieHHbIX Aen, AOKYMEHTOB (HOMEPHUK);

onvcy nepegasaemMoro CTpaxoBoro hoHAa;

aKTbl TEXHUYECKOrO COCTOSHUSA KOMUIA CTPaxoBoro oHAa;

CONpPOBOANTENBHbBIE JOKYMEHTbI HA TPAHCMOPTHYIO Tapy.

CTtpaxoBble KOMMU B MOPSAKE PacMofiOKEHUS WX B OMMCKM CTPaxoBOro c¢poHaa nomeLlatoTcs B
COOTBETCTBYIOLLYID Tapy Ansi TPaHCMNOPTUPOBKM, WMEIOLLYD MOPAOKOBYH HymMepauuilo B npegenax
OTMpaBnsiemMori MapTMW, W HanpaensAlTCA B ONMIOMOMPOBAaHHBIX KOHTerHepax. B conpoBogutensHom
OOKYMEHTE Ha TPaHCMOPTHYIO Tapy YKa3bIBalOTCA €€ KONMYECTBO M YMCIIO CTPAxXOBbIX KOMUA B HEN, CTaBATCS
NOANNCU OOMKHOCTHBIX NML, OTBETCTBEHHbIX 3a nepegadyy.

AKTbl MNpvema-nepefadnm C MNPUNOXKEHUAMU MNOMELLAOTCA B OTAENbHYK YNakoBKYy C MOMETKOM
"ConpoBoaunTenbHble JOKYMEHTbI".

Onnara pacxogoB Mo OoTnNpaBke CTPaxoBOro hoHAa NPoM3BOAUTCS OTMpPaBUTENEM.

CtpaxoBaHue fokymeHToB ApxmBHOro oHaa
Poccunckon ®epepauum

2.11.14. CrtpaxoBaHue AokyMeHTOB ApxuBHOro c¢oHaa Poccuiickon depepaumm HanpasreHo Ha
obecnevyeHne Mx COXpPaHHOCTU, BO3MelleHue yulepba B criydae Kpaxu, yTparbl, NMOBPEXOEHUA U UHOro
BO3MOXHOrO yuiepba.

CTpaxoBaHuio noanexar:

OoKymeHTbl ApxmBHoro ¢oHga Poccuiickorn Pepepauun, a Takke nognexaline BO3BPALLEHUO UX
KOMuK, BbIBO3NMbIE 3a pybex Ansa 3KCNOHMPOBAHWS Ha BbICTaBKax, pectaBpaumm Unv ¢ apyrummn Lensimu;

YHUKarnbHble AOKYMEHTbI, NPeaoCcTaBnsemMble 45151 SKCMOHMPOBAHUSA Ha BbICTABKax BHYTPU CTPaHBbI.

B uckntounTenbHbIX cnyyaax nog o06s3aTtensCTBO B [OroBOpe O BO3MELLEHUW opraHusaTopammu



BbICTaBkM yulepba B cnyyae yTpaTtbl MM MOPYM YHUKamNbHblE OOKYMEHTbl MOFYT 3KCMOHMpOBaTbCs 06e3
CTpaxoBaHWA Ha opraHusyembix B Poccuiickon Pegepauun BolcTaBkax.

CrtpaxoBasi oueHka AokymeHToB ApxuBHoro ¢poHaa Poccuickon depepaumm nNpoBOAMTCH B apxvee
KOMUWCCUOHHO.

Kateropus ueHHOCTU AOKyMeHTOB ApxmBHOro poHaa Poccunckon ®enepauum n pasmep nx CTpaxoBom
OLIEHKWN yCTaHaBMMBAKTCA HA OCHOBE creLuuarbHbIX METOANYECKMX pa3paboTok.

PesynbtaTtbl CTpaxoBOW OUEHKM OOKyMeHToB ApxuBHOro doHaa Poccuiickon ®enepaunmn
0ohOpMMAIOTCA  aKTOM  CTPaxoBOW OLEHKM apXMBHbIX [AOKYMEHTOB, KOTOPbIA MNPEeACTaBnsieTca B
COOTBETCTBYIOLLUIA YNOTHOMOYEHHbIV OpraH UCMONMHUTENBHON BIAcTu B chepe apXMBHOIo ena.

OdopmneHne BpeMEHHOIO BbIBO3a AOKYMEHTOB ApXMBHOro choHaa
Poccuinckon ®epepaumm 3a pydex

2.11.15. lna paccmoTpeHns BONpoca O BO3MOXHOCTU BPEMEHHOIO BbiBO3a OOKYMEHTOB APXUBHOMO
doHaa Poccuiickon Pepepauum apxve nNpeacTtaBnseTr B cneumarnbHO YNONHOMOYEHHbIV deaepanbHbIn
opraH UCMONHUTENBHON BriacTn B chepe apxXMBHOro aena:

KOMnuto JOroBopa O NPOBeAEHUN BbICTaBKW, PpeCcTaBpaLMOHHbIX Unn Apyrux pabor;

nepedeHb [okymMeHTOB ApxuBHoro doHaa Poccunckon ®epepauum ycTaHOBRAEHHON OPMBI,
npeAHasHa4YeHHbIX K BpeMEHHOMY BbIBO3Y;

KOMuUM CTpaxoBOro nomnuca, rapaHTumM nNpuHUMaroLLen CTOPOHbl U rOCYAapCTBEHHbIX OpraHOB CTpaHbl
Ha3HayeHWs B OTHOLUEHWUM COXPaHHOCTU U BO3BpaTa BPEMEHHO BbIBO3UMbIX KYILTYPHbIX LEHHOCTEW;

NMCbMEHHOE MOATBEPXAEHNE YOOBNETBOPUTENBHOMO N3NYECKOro COCTOAHUA JOKYMEHTOB APXUBHOIO
doHoa Poccunckon degepaumu, NO3BOMSAIOLIEN0 WX TPaHCMOPTUPOBATb U OEMOHCTPMPOBaTb, a Takke
Hanu4yns nx CTpaxoBbIX KOMUN;

paspeLleHne ynorHOMOYEHHOrO OpraHa MCrnoNHUTENbHON BNacTun cybbekta Poccunckon degepauun B
chepe apxuBHOro gena (Tonbko ANS rocy4apCTBEHHbIX apxmMBoB cyobekToB Poccuickon ®epepaumm);

paspeLleHne opraHa MeCTHOro caMoynpasneHus (ToMNbKo Ans MyHULUNAanbHOro apxmea);

apyrve HeobxoavMble JOKYMEHTbI B COOTBETCTBMU C YCTAHOBMEHHBIM MNOPSAKOM.

B cooTBeTCTBUM C YCTAHOBMEHHbLIM MOPSIAKOM FOCYAapCTBEHHOM 3KCNEepPTU3bl U KOHTPOMS 3a BbIBO3OM
W BBO3OM KYMbTYPHbIX LEHHOCTEN ANSA NOMyYeHUs CBUOETENbCTBA Ha MPaBOo BbIBO3a KYIbTYPHbLIX LLIEHHOCTEN
c Tepputopuu Poccuiickon defepaumn ykasaHHble [OOKYMEHTbl BMECTe C 3akrfioyeHweMm chneumanbHo
YMOITHOMOYEHHOro hbefieparnbHOro opraHa MCMONMHUTENbHOW BRacTu B cdepe apxXMBHOrO Aena v Apyrumn
HeoOXxoOAMMbIMKM [OKYMEHTaMM NPeACTaBnsAlTCA B CrleuuanbHO YMNONMHOMOYEHHbIN doedeparnbHbIi OpraH
WCMONHUTENbLHOW BracTu B cpepe rocyaapCTBEHHOr0 KOHTPOMS 3a BbIBO30M U3 Poccuiickon deagepaumm v
BBO30OM Ha ee TeEpPPUTOPUIO KYMLTYPHLIX LEHHOCTEN.

Ona npognennst B ocobbix Criyyasix Cpoka BPEMEHHOrO BbiBO3a OOKYMEHTOB ApXMBHOro oHaa
Poccuiickon ®depepaumm apxuB npeactaBnseTr B crneumanbHO YNONHOMOYEHHbIM dedepanbHbIi opraH
NCMONHUTENbHOM BNacTu B cpepe rocyaapCTBEHHOrO KOHTPOMS 3a BbiBO30M M3 Poccuiickon degepaumm m
BBO30OM Ha ee TepPUTOPUIO KYNbTYPHbIX LEHHOCTEN:

Konuto Jorosopa O NPOAMEHUN CpoKa BbICTaBKW, peCTaBPaLMOHHBIX UK ApYrMx paborT;

KONUW CTPaxoBOro rnornuca, rapaHTum NpUHMMAaloLLEen CTOPOHbI U FOCYAapCTBEHHbLIX OPraHOB CTpaHbl
Has3Ha4yeHWs B OTHOLUEHUN COXPaHHOCTU U BO3BpaTa BPEMEHHO BbIBO3UMbIX KYMNbTYPHbLIX LIEHHOCTEN;

3akrodeHue crneLmarnbHO YNONMHOMOYEHHOro dpeeparnbHOro opraHa UCNonHUTENbBHOW BNacTu B cdepe
apxvBHOro fena;

apyrve HeobxoayMble JOKYMEHTBI B COOTBETCTBMU C YCTAHOBMEHHBIM MOPSAKOM.

ObecneveHne COXpaHHOCTM apXMBHbLIX AOKYMEHTOB
npu Ype3BblYaiHbIX CUTYyaLMsX

2.11.16. K upesBbl4alHbIM CUTyauusM OTHOCATCA OBCTOATENbCTBA, MPU  KOTOPbIX HEBO3MOXHO
BbINOMHEHNE apXMBOM B MOMHOM O6beme BO3NOXEHHbIX Ha HEro 3agad B COOTBETCTBUM C TpeboBaHUsMM
HacToswmx MNpaBun 1 Apyrnx HOpMaTUBHBLIX NPABOBbLIX akTOB, CO34aeTCH Yrpo3a XU3HW U 300POBbLIO MoAeN,
COXPaHHOCTM apXMBHbIX AOKYMEHTOB apXx1Ba.

K 4pesBblyaiHbIM CUTYyaUMAM OTHOCATCS:

0bbsIBNeHve cTeneHew roTOBHOCTY rpaxaaHCKoN 060POHbI;

BBeJEeHWe B AeNCTBME NIaHOB rpaXxgaHCcKo 060pOHbI;

obbsBNeHve B rocyaapcTee (pervoHe, ropoae) pexxmma YpesBblHanHOro NoroXeHus;

noXxap, TeXHOreHHble KatacTpodbl U CTUXWUVHbIE GEACTBMSA, MOBMUSABLUME HA XW3HEOEATENbHOCTb
apxuvBa;

NCYE3HOBEHME MMM MopYa apXMBHBLIX AOKYMEHTOB, XWULEHWEe Uiy Mopya MMYyLLEecTBa B pesynbraTte
NPOHUKHOBEHWNS B apXMB MOCTOPOHHUX NIOAEN UNWN APYrMX NPOTUBOMNPAaBHbIX AENCTBUN;

aBapum CUCTEM Xun3HeobecnedYeHnsa apxuea, a Takke 3gaHnsa apxuea;

CHATME OXpaHbl apXu1Ba;



apyrme o0CTOATENbCTBA, BbIHYXXAAKLWME PYKOBOACTBO apxuBa MNPUHATbL pelleHne o6 U3MeHeHuu
pexuma paboTbl apxmBa Uy NPUOCTAHOBMNEHMN €r0 AEATENBHOCTMU.

C y4yeTOM BO3MOXHBIX Ype3BblHalHbIX CUTyauuri apxuB paspabaTbiBaeT U nNpu HEOBXOAMMOCTU
nepmoanyeckn nepecmaTtpyBaeT NiaHbl KOHKPETHbIX MEPONPUATUA U ApyrMe HOPMaTUBHbIE OOKYMEHTbI O
paboTe B Ype3BblHaMHbLIX CUTYyaLUSsIX.

MnaHbl U gpyrve OOKYMEHTbl MO MOOWMNM3aUMOHHOW MOArOTOBKE, FpaXkaaHCKoW OOOpoHe apxvBa
pa3pabaTbiBaloTCA B YCTAHOBIEHHOM MOPSAKeE.

MnaHbl MeponpuATUIA apxvBa Ha CnyyYyal 4pesBbl4aWHbIX CUTyauuid, He OTHOCALMEeCca K
MOOMIM3aLMOHHON NOAroTOBKE U rpaXkaaHCKom 000poHe, OOIMKHbI COMMacoBbIBATLCS C OpraHM3aLUMOHHBIMU 1
pacnopsianTernbHbIMU JOKYMEHTaMU apxuBa, pa3paboTaHHbIMK MO JIMHUM MOBUNN3aLMOHHOM MOATOTOBKU U
rpaXkgaHcKon 06OpOoHbI.

C copepxaHnem NnaHoB MEPONPUATUIA U OPYTMX HOPMATUBHbLIX OOKYMEHTOB, onpedensitowmnx paborty
apxvBa Mpu 4pesBblYariHbIX CUTyauusX, OOIDKHbl OblTb O3HAKOMISIEHbI PabOTHMKM apxmMBa B 4acTu, WX
KacatoLlencs, ¢ obasaTenbHbIM BbIMONIHEHNEM TpPeOOBaHWMA, YCTAHOBIMEHHbIX B OTHOLWIEHMM AOCTyna K
CBeOEeHUAM, COCTaBNALLMM rOCYAapCTBEHHYIO TanHY.

BbinonHeHue B apxvBe MeponpuATUiA, NPeayCMOTPEHHbIX NnaHamu MoBunmM3aLMoHHOW NOArOTOBKA Y
rpaxkgaHckom 06OPOHbI, OCYLLEECTBSETCA COMMacHO 3TUM MiaHam B YCTAHOBIIEHHOM MOpsiaKe.

Ill. OpraHusauusa y4eta JOKYMEHTOB apXMBHOro choHaa
Poccuinckon ®enepaumm u Apyrux apxmBHbIX JOKYMEHTOB B apXuBe

3.1. OnpepeneHue KonnyecTea 1M coctaBa goOKyMeHToB ApxmBHoro ¢oHaa Poccunckon ®enepaunm m
OPYrMX apXmMBHbIX JOKYMEHTOB B apXMBe B YCTAHOBMEHHbIX eAMHMLAX y4eTa U OTpaXXeHne 3Toro KonmyecTsa
MU cocTaBa B Y4YETHbIX [OKYMEHTax obecrneymBaeT OpraHM3auMOHHYH YMOPSOA0YEHHOCTb M BO3MOXHOCTb
a[pPECHOro NoncKka apxmMBHbIX JOKYMEHTOB, KOHTPOSS 3@ UX HANMYMEM U COCTOSIHUEM.

ApXunB OCyLLECTBNAET rOCYOapCTBEHHbIA YYeT apXMBHbIX AOKYMeHTOB. CocTaB M MOpPsiAOK BedeHWst
OOKYMEHTOB roCyAapCTBEHHOrO yvyeTa apXMBHbIX OOKYMEHTOB, B TOM uucrie ¢hopMbl macnopta apxusa wu
nacnopta WCTOYHMKA KOMMMEKTOBaHMS apxuBa, W MNOPSAOK WX NPeAcTaBneHus YCcTaHaBNMBaKOTCA
PernameHTOM rocynapcTBeHHOro ydeta JokyMmeHToB ApxmBHoro cooHaa Poccuiickon ®epepauun.

YuyeTy nognexar:

XpaHsLKnecs B apxvBe apxvBHble OOKYMEHTbl, B TOM YMCre HEeOMNUCaHHble U HenpodunbHble ANs
OAHHOro apxvBa, a TakkKe CTpaxoBble KOMUW apXMBHbIX JOKYMEHTOB M Konuwu ¢hoHOa Mofb30BaHWs, Onucu
Aen v I0KYyMEHTOB;

OOKYMeHTbl ApxuBHOro ¢oHga Poccuickon degepauunmn, a Takke AOKYMEHTbI MO JIMMHOMY COCTaBy,
XPaHSALWMNECH B UCTOYHUKAX KOMMNSIEKTOBAHNSA apXumBa.

Y4yeT npov3BoaNTCA NMyTEM MNPUCBOEHUS apXMBHBbIM [OOKYMEHTaM (eguHuuam XpaHeHusi/eguHuuam
yyeTa) YY4ETHbIX HOMEPOB, SIBMNSAIOLLMXCA COCTAaBHOM YaCTbi apXMBHbIX LLUMGPOB.

Apx1BHbIN Wdp (0603HaYeHne, HAHOCUMOE Ha Kaxaylo eQuHULY XpaHeHus C uenbio obecnedeHus ee
yyeta M ugeHTndurkaumm) CoCToUT M3 Creaylolmx 3NEeMEHTOB: COKpaLLEeHHOro Ha3BaHus apxuBa (ero
oduuymnansHon abbpesunatypbl) 1 HOMEPOB: apXUBHOro dhoHAa, ONUCK Aern, AOKYMEHTOB, €ANHULIbI XpaHEeHUs,
eouHUUBI yyeTa.

B coctaB apxuBHOro wndpa eauMHULbl XpaHeHUss ayamMoBu3yarnbHbIX JOKYMEHTOB BKMOYAOTCH Takke
0603HaveHust (BykBEHHbIE U LNGPOBLIE) ANIEMEHTA KOMMNIEKTA, pa3Mepa Heratuea, Buaa HOCUTENst 3BYKOBOW
WHOopMaUNN; eOuMHULbI XPaHEHUS SMEeKTPOHHbIX [AOKYMEHTOB - dopmaTta 3anucu W Buda HocuTens
MHGopMauuu.

3.1.1. JokymeHTbl ApxmBHoro goHaa Poccuiickon denepaumm, OQHOBPEMEHHO BXOAsLIME B COCTaB
MysenHoro ¢oHaa Poccuiickon degepauun, yunThiBalOTCA B COOTBETCTBUM C MOPSOKOM, YCTAHOBMEHHbIM
HacToswmMmKn [MpaBunamm U MNOPSAKOM, YCTAHOBIEHHbIM CreunanbHO YNOSTHOMOYEHHBIM doefepanbHbIM
OopraHoM McnosnHuTenbHon BnacTn ana MysenHoro poHga Poccunckon depepaumm.

HokymeHTbl ApxmBHOro donHga Poccuiickon Pepepauun, OOHOBPEMEHHO BXoAdlWME B COCTaB
OnbnumoTedHbix OHAOB, YYUTBIBAKOTCA B COOTBETCTBUM C HacTodAwmmu [lpaBunamm u  nopsigkom,
YCTaHOBMNEHHbIM CheLManbHO YNOMHOMOYEHHBIM deaeparnbHbIM OpraHOM WUCMOMHUTENbHOW Bnactu Ang
onbnmnoTteydHbix oHaoB Poccunckon degepaumn.

3.2. Y4yeT apXmBHbIX JOKYMEHTOB B rocygapCTBEHHOM apxuBe, rocygapCTBEHHOM U MYHULMNANbLHOM
My3ee, OubnuoTteke, opraHuMsauum POCCUICKOM akKageMuu Hayk OCYLIECTBASIETCS  cneumarnbHbIM
noapasgeneHnem Unu BosnaraeTcsi Ha cneumnanbHO BblAeneHHOro paboTHUKa.

B apxvBoxpaHunuuie rocygapcTBeHHOro apxuea, opraHusauum Poccuinckon akagemum Hayk
Ha3Ha4aeTcsi pabOTHMK, OTBETCTBEHHbIN 3a YYET apXMBHbBIX JOKYMEHTOB apXMBOXPaHUNLLA.

Y4yeT apXxmBHbIX OOKYMEHTOB, XPaHALNXCHA B UCTOYHMKAX KOMMIIEKTOBAHUA apxmBa, OCYLLECTBNSAETCA
cneumanbHbIM MogpasdeneHMeM apxumBa WM BO3Maraetcsl Ha creumarnbHO BblAeNeHHoro paboTHuka,
OTBETCTBEHHOIO 3a OpraHM3aLmio KOMMNIIEKTOBAHUSA apXmMBa apXUBHLIMW AOKYMEHTaMMU.

Y4YeT apXuBHbIX AOKYMEHTOB B MyHULIMMNANbHOM apXUBE M apXUBHbIX AOKYMEHTOB, XPaHSILLMXCHA B €ro
WCTOYHMKAX KOMMMEKTOBAHWS, OCYLLECTBNSAIT 3aBeayloWwmnin MyHULMNanbHeiM apXuBoM WU/Mnu crneuunarnbHo



BblAeMNeHHbIA paboTHUK.

3anucu B y4eTHble JOKYMEHTbI BHOCATCS TONbKO paboTHMKaMK, OTBETCTBEHHBIMU 3a Y4eT.

3.2.1. B apxvBe pa3pabaTtbiBatoTCs NOPSAOOK U CxemMa y4eTa apXUBHbIX JOKYMEHTOB.

Mopsagok yyeTa apxvBHbIX OOKYMEHTOB OMNpeAenser COCTaB YYeTHbIX AOKYMEHTOB U YYeTHbIX 6a3s
OaHHbIX, BEOYLUMXCH LEeHTPanu3oBaHHO U B KaXKAOM apXMBOXPaHUIULLE; 3aKpennsaeT nocnenoBaTeribHOCTb
BbIMOMHeHNs paboT no y4very. Cxema yyeTa apXuBHbIX OOKYMEHTOB B rpadmyeckon dopme ukcnpyet
NopsiAoK yyeTa.

Mopsgok 1 cxema yyeTa apxMBHbIX OOKYMEHTOB B apxuBe YTBEPXKOAKTCS MPUKa3oM PyKOBOAUTENS
(3aBepytoLero) apxmsa(om).

3.2.2. YyeTHble OOKYMEHTbI, KpOMe Onucen Aen, AOKYMEHTOB, npedHasHayeHbl AN cnyxebHoro
nonb30BaHUSA U NOMb30BaTENAM He BblAaloTcA. B OTAenbHbIX Criyyasix Mo pelleHuio PyKOBOACTBA apxusa
MOXeT ObITb BblAaHo Aeno oHaa.

3.2.3. XpaHeHue Yy4eTHbIX [OOKYMEHTOB OCYLLECTBMNSETCS B YCTAHOBMEHHOM mMopsgke (cm. n.
2.11.4.1.3).

EanHnupl yyeTa apXnBHbIX JOKYMEHTOB

3.3. OCHOBHbIMW eQuHMLAMU ydYeTa apXMBHbIX JOKYMEHTOB HE3aBMCMMO OT Buaa HocuTensi, crnocoba u
TEXHUKMN 3aKPENneHnst MHpopmauun ABMAIOTCS apXMBHBIA (OOHA U eAMHULLA XPaHEHWS.

AyavoBuayarnbHble U MEeKTPOHHbIE JOKYMEHTHI YYUTLIBAKOTCS Takke No eanHMLaM yqeTa.

ApXMBHbIE [OKYMEHTbI JIMYHOTO MPOUCXOXAEHMS, Mpoledwme TOnMbKO NepBUYHYO 00paboTky,
YYUTBIBAKOTCS MO JOKYMEHTaM Uiv fiMcTam.

HeynopsgoveHHble apXmBHblE LOKYMEHTbI (POCChIMb) yYMUThIBAOTCA M3 pacdeTa 150 nuctoB B ogHOM
YCINOBHOW eOQuHMLE XPaHEHNS.

3.3.1. B uensx HacToswwmx MNpaBmn ncnonb3yTca cnegyowmne noHATUS:

eanHuLa XpaHeHus - manyeckn 060CcoBneHHbIe apXMBHbBIA JOKYMEHT UM apXMBHbIE AOKYMEHTHI;

eQuHMLA XpaHeHUs apXUBHbIX JOKYMEHTOB Ha ByMaXKHOM OCHOBE - eN0 - OTAENbHbIV(e) apXUBHbIN(E)
OOKYMEHT(bI), 3aKntoYeHHbIN(e) B 060CobneHHyo 06noxKy, nanky;

eaVHNLA XpaHEHWUs] KNHOOOKYMEHTOB - (M3nyeckn 060COBNEHHBIA PYNOH KMHOMEHKN UMW MarHUTHON
NEHTbI C 3annCbio N306pasnTeENbLHON U/MNn 3ByKOBOM MHOpMaLnK;

eonHuLa xpaHeHust OOTOOAOKYMEHTOB - onanyeckn obocoOneHHbIi Kagp (Heratvme, AyOnb-HeraTus,
nosuTme, cnang (OMano3uTvB), HECKONbKO KadpOB MNaHOPaMHOMW CbeMKW, (OTOOTNeYaToK, PYIoH
anadvnema, gotoansbom;

eoMHMLa XpaHeHus1 POHOOOKYMEHTOB - (pm3nyeckn ob60CObneHHbIE PYNOH KMHOMMEHKWA, MarHUTHOW
unm 6yMakHOW NeHTbI, KacceTa, BOCKOBOW BasvK, AMUCK C 3aMnCbio 3BYKOBOW MHGOpMaLUW;

egMHMLa XpaHeHus BUOEOOOKYMEHTOB - (m3nyeckm 060COOMeHHble PYrnoH MarHUTHOM INeHThI,
KacceTa, ANCK C 3anucbio N306pasnTensHON 1 3ByKOBOW MHopMaumu;

egnHMLa XpaHeHUs SMEeKTPOHHbIX AOKYMEHTOB - (huandeckn 0B0COBMNEeHHbI HOCUTENb C 3anuChbio
YaCTW AMEKTPOHHOIO AOKYMEHTa, OOHOIO UMW HECKOMbKMUX SMNEKTPOHHbLIX AOKYMEHTOB;

egnHuLa yyeta KMHOOOKYMEHTOB - YacTb €AUHULBI XpaHEHWs!, 04Ha UMW HECKOMNbKO eAnHUL, XpaHeHus
C 3anucbio onpegerneHHoro dunbmMa, XXypHana, cneusblnycka, Cloxeta u T.n.;

eanHuua ydeTta hoTOOOKYMEHTOB - OfHA UMW HECKOSMBbKO €ANHULL XpaHEeHUs C 3anucbio ornpeaereHHoro
anagunbma;

eanHuLa ydeta (OOHOLOKYMEHTOB - YacTb €AMHULIbI XPAHEHUS, O4HA UMM HECKOMBKO €0UHULL XpaHeHWs
C 3anvcbio 3BYKOBOW MHGOpMaumn ob onpegeneHHoM cobbiTnv, Npou3BedeHMn nNuTepaTtypbl U UCKYCCTBa
(HeckonbKMx Npov3BeaeHu NUTepaTypbl U UCKYCCTBA, OObEAMHEHHbBIX MO aBTOPCKOMY, TEMaTUYECKOMY Wi
APYrMM Npu3Hakam) u T.n.;

egvHMua yyeta BUOEOOOKYMEHTOB - 4aCTb €OUHMLbI XpaHEeHWs, OOHa WM HECKONbKO eAuHWL
XpaHEeHUs1 C 3anuCbio OMPEederneHHOro CctoXkeTa, NPov3BeAeHWUs nuTepaTypbl M UCKycCTBa (HECKOMbKUX
npou3BegeHnn nuTepaTypbl U UCKycCTBa, OObeAWHEHHbIX MO aBTOPCKOMY, TeMaTU4eckoMmy unu Apyrum
npu3Hakam) u T.n.;

eqnHuLa yveTa dreKTPOHHbIX AOKYMEHTOB - YacTb eAMHULbI XpaHeHUs, OfHa UMW HECKOSbKO eaunHUL,
XpaHeHWs C 3anmcbio YacTu ANEKTPOHHOIO JOKYMEHTa, OAHOMO UMM HECKOMbKUX 3NEKTPOHHbIX AOKYMEHTOB.

Cuctema YYETHbLIX JOKYMEHTOB apXuBa

3.4. B apxuBe BeyTCH OCHOBHble (0Dsi3aTeNnbHbIE) M BCMOMOraTesibHble Y4YeTHblE JOKYMeEHThl. CocTaB
1 OPMbl OCHOBHBIX YH4ETHbIX AOKYMEHTOB (KpOME NMacrnopTa apXvMBOXpPaHUNULLA) onpedeneHbl HaCTOAWMMM
MpaBunamn. CoctaB u (OpMbI  BCMOMOraTefibHbIX YYETHbIX [OOKYMEHTOB OMpPeaensioTcs apXvMBOM
CaMOCTOATENBHO.

3.4.1. B coctaB OCHOBHbIX (06513aTeMNbHbIX) YYETHBIX JOKYMEHTOB apXuBa BXOAAT:

KHWra y4yeta nOCTynneHun [OoKyMeHToB (npunoxenme N 5) - ond ydeta Kaxgoro MOCTYMNneHust
apXMBHbIX JOKYMEHTOB B apxvB, a Takke KoMnuyecTBa U COCTaBa apXMBHbIX OOKYMEHTOB, NMOCTYNMBLUMX Ha



XpaHeHue 3a onpeaeneHHbIi XpOHOMOrMYEeCKUin Nepmnos BPEMEHU; COCTOSHUS UX OMUCaHUS;

cnucok pongos (npunoxenne N 6) - ona perncTpauum NPUHATLIX HA XpaHeHWe apXuBHbIX (HOHAOB,
NPUCBOEHMS M HOMEPOB, Y4eTa KonnyecTBa apxmBHbIX (OOHAOB, HAXOAALWMXCA HA XPaHEHUN U BbIObIBLUKX;

nucT doHaa - ANd yyeta B paMkax apxXmBHOro ooHAa KonmyecTsa U coctaBa onucen aern, JOKYMEeHTOB
W UX HyMepauuu, KOnuyectBa M COCTaBa apXMBHbIX OOKYMEHTOB, COCTOSIHUS WX OMNWCAHUS, OUHaMUKW
WU3MEHEHUA MO KaXdoW onucu Aen, AOKYMEHTOB M apxuBHOMY ¢oHAy B UenoMm, dukcaumm U3MeHeHun B
Ha3BaHWM apxuBHOro oHAa;

NNCT yyeTa ayamoBM3yarbHbIX JOKYMEHTOB - ANS yyYeTa KonuyecTsa ayauMoBM3yamnbHbIX LOKYMEHTOB
onpegeneHHoro Bnaa npu ux HedOHAOBOW OpraHM3auuu; yyeTa U Hymepauuym onucen ayavoBM3yaribHbIX
AOKYMEHTOB, ANHAMMUKM UX U3MEHEHUI;

onucb Aen, AoKyMeHToB (npunoxeHuns N 7 - 8) - Ana noeaMHNYHOro 1 CyMMapHOro yveTa apXMBHbIX
AOKYMEHTOB, 3aKpenrneHus nopsgka ux cuctematnsaumm, yyeta usMeHeHun B coctase U obbeme apXvBHbIX
OOKYMEHTOB, BKIHOYEHHbIX B JaHHY OMUCH;

peecTp onucen gen, AOKYMEHTOB - AN perncrpauumn onucen gen, JOKYMEHTOB, yyeTa UX KonmyecTsa
W COCTaBa;

WHBEHTapHas KHWra ydyeta gen, UMeloLwmx B OPOPMAEHUN UNU B MPUINOXKEHUN K HUM AparoueHHble
MeTansbl U KaMHW, - ANA NOeAUHUYHOIO M CYMMapHOro y4eTa cocTaBa U COCTOSHUA TakuX Aen;

nacrnopTt apxmBoxpaHunuia (nponssorbHOW OpMbI) - AN CYMMapHOro yyeTa apXmBHbIX POHAOB U
AapPXMBHbIX AOKYMEHTOB AaHHOIO apXMBOXPaHUNMLLA;

MINCT y4yeTa M ONMCaHUS YHUKarnbHOTO JOKYMEHTA;

cnucok oHAO0B, cogepKaLumnx 0cob0 LeHHbIe JOKYMEHTD;

onmcb 0cob0 LieHHbIX Aen, AOKYMEHTOB U nepeyeHb HOMEPOB 0CO00 LieHHbIX Aer (HOMEPHUK);

peecTp onucen 0cobo LieHHbIX Aer, AOKYMEHTOB;

KHWUra ydeTa nocTynsieHun cTpaxoBoro hoHaa u doHaa nonb30BaHus;

OMUCb CTPaxoBoro poHaa;

Aeno doHda - KOMNIEeKC AOKYMEHTOB MO UCTOPUM MCTOYHMKA KOMMNeKkToBaHus (hoHaoobpasoBaTens)
W apxMBHOro poHAa, BeOYLUMIACA Ha KaXabl apXvBHBIN poHA, 06beAMHEHHbIN apXMBHBIN POHA N apXMBHYIO
KOnnekumo; nNpu HedOHAOBOW OpraHusauum ayauoBu3yarbHbIX W 3MNEKTPOHHbIX AOKYMEHTOB - Aeno
opraHusaumu - caaTymka JOKYMEHTOB;

nucT-3aBepuTenb Aena - Ans ydeTa konuyecTtsa NUCToB B fene (npunoxerHue N 3);

BHYTPEHHSASA ONUCb JOKYMEHTOB Aena - Ans Aen, B COCTaB KOTOPbIX BXOAAT YHUKamNbHbIE JOKYMEHTHI.

3.4.2. B cocTaB BcrnioMoratesbHbIX Y4EeTHbIX JOKYMEHTOB apXxvBa BXOOAT:

KapToukM W KHUIM OBWXeHWs OHAOB, onucen Aen, OOKYMEHTOB, KHWUMM YyyeTa [JOKYMEHTOB,
nepedaHHbIX B Opyrue apxmBbl, KHUMM yyeTa (POHAOB U OOKYMEHTOB, BbIAEMEHHbIX K YHUUYTOXEHWUIO, KHUMM
NMOBWMAOBOTO y4eTa JOKYMEHTOB M Ap.

ApxuB BnpaBe BeCTW Apyrne BCNOMOraTenbHble yYeTHble AOKYMEHTbI, KOTOPblE BKMOYAOTCH B CXEMY
yyeTa JOKYMEHTOB.

BcnomoraTtenbHble yYeTHble JOKYMEHTbI MOTyT BECTUCH HA ByMaXHOM W/UNn 3NEeKTPOHHOM HOCUTENSIX.

O6wme Tpe6OBaHI/I$| K y4€THbIM OOKYMEHTaM apXuea

3.5. YyeT apxuBHbIX OOKYMeHTOB nepuoda o 1917 r. Begetca pasgenbHO OT ydeTa apXMBHbIX
OOKYMeHTOB nepuoaa nocne 1917 r. ¢ caMoCToATENbHOW NOPSAKOBON HyMepauuen oHOoB. UcknodeHne
COCTaBMAT CNeLUManmM3npoBaHHbIE apXMBbl, XpaHsLLME apXUBHblE JOKYMEHTbI JIMHYHOIO MPOUCXOXOEHMS U
ayamnoBu3yarbHy0 JOKYMEHTaLUMIO.

Homepa apxuBHbIx ooHA0B nepuoda nocrie 1917 r. B apxmBe A0/MKHbI UMETb MHAEKC "P", oTaensembIn
OT undcpoBoro 06o03Ha4YeHUss Homepa apxmBHoro oHaa Yepton (P-1, P-2 n T.4.).

Homepa apxmBHbIX OHOO0B NIMKBUAMPOBAHHOIO NAapTUIAHOIO apXmBa, BKITFOYEHHbIX B COCTAB apXUBHbIX
¢oHOOB rocyaapCTBEHHOro apxmea cybbekta Poccuiickon ®depepaumu, AOMKHbI MMeTb uHaekc "T1°,
oTaensemMbin oT unpoBoro 0603HavYeHNss Homepa apxusHoro doHaa vepton (M1-1, MN-2 n .4.).

MepeHymepaumst apxuBHbiX (OHOOB MPOU3BOAMTCA B MCKMOUMUTENbHBIX ClyYyasdxX W TOMbKO C
paspeLleHns COOTBETCTBYHOLLENO YMNONTHOMOYEHHOIMO OpraHa WCMOMHUTENbHOW Bnactu B cdepe apXMBHOMO
aena.

3.5.1. NameHeHnsa B y4eTHble JOKYMEHTbl BHOCATCS TOMbKO HA OCHOBaHUW COOTBETCTBYHOLUUX aKTOB
(em. nn. 3.7.1, 3.7.2, 3.7.3), yTBEpPXAEHHbIX B YyCTAHOBMEHHOM NOPSAKE.

lMocne BHeceHWs M3MEHEHMI B YYETHblE [OOKYMEHTbl akTbl MOMellalTcs B geno doHaa, npwu
HePOHOO0BOW OpraHM3aLmMm apXMBHbIX AOKYMEHTOB - B I€NI0 OpraHM3aunmy - coatymka JOKYMEHTOB.

AKTbl HyMmepylTcsl B gerne (oHga no Buaam akToB B BarioBOM mnopsake; npu HedoHOOBOW
opraHM3aLmm apxmMBHbIX JOKYMEHTOB - B iefie OpraHM3auun - caatymka JOKYMEHTOB.

3.5.2. B kHUry y4eTa nocTynneHun OokymeHToB (npunoxenne N 5) nocnegoBaTenbHO BHOCATCSA BCE
nepBuYHbIE WM MOBTOPHbIE MOCTYMMEHNS apXMBHbIX [OOKYMEHTOB. Kaxgoe nocTtynneHve B npegenax
OTYETHOro roga nory4yaeT NopsiAKOBbIN HOMEP B BanoBOW NOCNEe40BATENbHOCTU.

ExxerogHo Ha 1 aHBapsA NOABOAUTCS UTOM KONMMYECTBa NOCTYNMBLUNX 3a rof, apXUBHbLIX JOKYMEHTOB.



3.5.3. B cnucok cdoHgos (npunoxeHne N 6) apxvBHbIN (pOHA 3anucbiBaeTcd TOMNbKO OAWH pa3 npwu
nepBoM MOCTYyNneHun B apxvmB. He ponyckaetcsi BHECEHME apxuBHOMo oHOa B CNMUCOK (POHOOB paHee
NOCTYNIEHUS €r0 apXMBHbIX JOKYMEHTOB Ha XpaHEeHue.

Homep, NpuCBOEHHbIV apxXMBHOMY (QOHAY MO CAUCKY (QOHAOB, SIBNSAETCS €ro y4eTHbIM HOMEpPOM,
COXpaHsieTCs 3a HAM BO BCEX YYETHbIX JOKYMEHTaXx.

B cneunanuanMpoBaHHOM apxvMBe [OOKYMEHTOB MO JIMYHOMY COCTaBYy K HOMEpY apXMBHOro oHAa,
NMPUCBOEHHOMY KOMIMMEKCY [OOKYMEHTOB MO IMYHOMY cocTaBy doHgoobpasoBaTens, 4epe3 [ApobOb
pobaBnseTca HoMep apxMBHOrO QOHAA, 3a KOTOPbIM yYTEeHa AOKYMEHTaLMsl MO OCHOBHOW AeSTEeNbHOCTM
doHgoobpasoBarternsi.

Onga yyeTa apxvBHbIX (DOHOOB WCMONb3YHOTCA HOMEpPa B BaslOBOW MOCMEOOBATENbHOCTU, a TaKke
"cBo6OAHbIE HOMEpPA" - HOMepa apXMBHbIX (POHAO0B, AapPXMBHbIE AOKYMEHTbI KOTOPbIX paHee Oblfv BblaeneHbl
K YHUUTOXEHWIO B YCTAHOBINEHHOM MOPSOKEe UMM BKIOYEHbl B COCTaB 06beAMHEHHbIX apXMBHbIX (POHO0B K
KOTOpPbIE paHee He UCNONb30BaNuCh.

Homepa yTpayeHHbIX, NnepeaaHHbIX B ApYrne apxvBbl apXMBHbIX (OPOHAOB, a Takke HOMepa apXMBHbIX
oHO0B, BOLIEAWNX B COCTaB OObEAMHEHHOrO apXxMBHOTO POHAA, apXMBHbIE OOKYMEHTbI KOTOPbIX paHee
NCMonNb30Banucb, He MoryT 6biTb MPUCBOEHLI BHOBb NMOCTYNUBLLMM apXMBHbIM hOHAAM.

O6beauHeHHble apxvBHble (QOHABI U apXUBHbIE KOMMEKUUWN YYUTLIBAKOTCS Ha OOLLYMX OCHOBaHMUSX.
O6beanHeHHOMY  apxuBHOMY poHOY, OOpa3oBaHHOMY W3 apXMBHbIX (QOHAOB, paHee Y4YTEHHbIX
CaMOCTOATENBHO, MPUCBaNBAETCSt HOMEP OOHOIO N3 apXMBHbIX (DOHAOB, BKITHOYEHHLIX B €M0 COCTaB.

HasBaHune apxuBHOro oHga BHOCMTCS B CNUCOK (DOHAOB HA OCHOBAHWM UCTOPMYECKOW CMpaBKM UNn
TUTYNBHOIO NMCTA ONUCK AeN, AOKYMEHTOB.

HasBaHue apxmBHOro ¢oOHZA COCTOUT W3 MOMHOrO W (B ckobkax) odmumaneHO MNPUHATOrO
COKpaLLeHHOro HasBaHus ¢oHJoobpasoBaTens C yka3aHMeM €ero MOAYMHEHHOCTU, MECTOHAXOXAEHWS,
KpamHux gaTt cyuectBoBaHus. Ecnu HasBaHme d¢oHOoobpasoBaTens MeHSANnocb, TO B CnvMcke (hOHO0B
yKa3blBaeTCs €ro nocrnegHee HasBaHve B pamMmkax nepnoga, 3a KOTopbI MPUHATBI apXUBHbIE JOKYMEHTHI.

HaseaHne o6beanHEHHOro apxXmBHOro hoHAaa CocTouT n3 0606LLEHHOMO Ha3BaHMS BKIOYEHHbBIX B HETO
apxMBHbIX (POHOO0B, U3 HA3BaHMS PYKOBOASLLEN opraHuM3aumMm u 0B0OLLEHHOro Ha3BaHWUs MOOYUHEHHBIX e
opraHusauui, U3 nepeyHs Ha3BaHUN CMEHSABLUMX ApYyr Apyra opraHusauui. KoHKpeTHble HasBaHus BCeX
OopraHu3auuin, apxMBHbIE OOKYMEHTbl KOTOPbIX BOLWW B OObEOMHEHHbIV apXMBHBLIN QOHA, a Takke WX
nepenMeHoBaHNS yKasblBaloTCa B N1cTe poHAaa.

HasBaHune apxvBHOro hoHAa NMUYHOIO NPOUCXOXAEHUST COCTOUT U3 haMuimm 1 MHALMAanoB nuua, ero
nceBooOHWMA, TUTYNa, paHra, 3BaHUSA; HasBaHWe apxMBHOro OHAA CEMbW MMM poda - u3 damunuin n
WHMLIMAIOB [MaBHbIX YIIEHOB CEMbM WX poda U UX TUTYNOB, PaHroBs, 3BaHui. Pamunum, umeHa, oT4ecTBa,
TUTYNbI, PaHIX, 3BaHUSl, POACTBEHHbIE OTHOLLUEHUS BCEX YMIEHOB CEMbW UMW pOAa yKasblBalOTCHA B NUCTe
¢oHaa.

B HasBaHWM apxvBHOW KOMMeKUWMW YyKasblBAaeTCs MpuU3HaK (Npu3Haku) ee (OPMUPOBaHULA, a npwu
HeobX0AMMOCTU - U ee CoCTaBUTENb (MPEXHUI Bragernew, cobuparenbs Konnekummn).

ExxerogHo Ha 1 sHBaps kK cnucky hOHOOB COCTaBMSETCS UTOroBasi 3anncCb O KOMMYECTBE apXMBHbIX
OoHOO0B, MNOCTYMMBLUMX M BbIOLIBLUMX B TeYeHWe roda, M o6LEeM KonuyecTBe apxmBHbIX (POHOOB,
HaxXo4sALLMXCA Ha XpaHEHUN B apXxuBe.

Cnmcok oHOoOB 3akntoyaeTcs B TBepAyl OOMOXKYy, NUCTbl HYMEpYlTCsl, COCTaBnsieTcs JUCT-
3aBepuTenb.

MepenevaTka cnucka OHOOB OCYLLECTBSETCA TOMbKO C pas3peLleHusi COOTBETCTBYHOLLETO
YMNONTHOMOYEHHOIO OpraHa MCMOMHUTENBHOW BNacTu B cdepe apxvBHOro gerna. B aTtom cnydae B cnvcok
doHa0B 06a3aTeNbHO BHOCATCA HOMEpPa, Ha3BaHUSA M OCHOBaHWS BblObITMS BCEX apXMBHbIX (DOHAOB, HOMepa
KOTOpbIX 3aHMMaTh 3anpeLuaeTcs.

3.5.4. Jluct dhoHOa cocTaBnsaeTCs Ha Kaxabl apxXmBHbIA oHA. B HeM yunTbiBalOTCS BCe apXMBHbIE
AOKYMEHTbI apXMBHOIo poHAaa, BKIOYas HEOMMCAHHbIE N CEKPETHLIE.

Jinct cpoHaa moxeT ObiTb MEpPecoCTaBrneH TOMbKO B Cryvae, €CNM OH HEUCNPABMMO MOBPEXOEH UMK
nepecraeT oTpaxaTb hakTU4eckoe CoCTosHMe n obbemM apxuBHOro poHaa, nocne nepepaboTkn apXMBHOMO
doHAa unu cosgaHns 0B6beOMHEHHOro apxvMBHOro oHAa, YTOMHeHus uctopumn oHpoobpasosartens. B
cny4yae nepecocraBneHnsa nucta poHaa paHee OeNCTBOBaBLUMI NUCT boHAa NomMellaeTcs B Aeno doHaa. B
BEPXHEM NpaBoM yriy ob6omx nucToB doHaa genatTcsa oTMeTkM: "JIMCT nepecocTaBnen” ¢ ykasaHnem gathbl
nepecocTaBneHusl, JOMMKHOCTU U NOAMUCU NnLa, OTBETCTBEHHOIO 3a Y4eT.

JInctol boHOOB XpaHATCA B MNopsigke HOMEpPoB apxmBHbIX ¢doHaoB B nanke. K Kaxgow nanke
COCTaBMAETCA NUCT-3aBeEpPUTENb, e YKa3blBalOTCA HadarbHble M KOHEYHble HOMepa apXMBHbIX (DOHOOB M
o6LLiee KonmM4ecTBO apXuBHbIX (POHO0B, NTMCTbI KOTOPLIX HAXOASATCA B Narke.

K nuctam cdoHO0B BeayTCs yKasatenu Ansi onepaTMBHOINO NOMCKa B apXMBe apXMBHbIX JOKYMEHTOB TOW
MM NHOW opraHmnsauuu.

3.5.5. JlucTbl yyeTa ayguoBuayarnbHbIX AOKYMEHTOB COCTaBnATCA Mpyv HedOHAOBOW OpraHu3aumm
apXMBHbIX AOKYMEHTOB pasfderibHoO Ha pasnuyHble BUAbl KMHOGOTOGOHO- U BUOEOOOKYMEHTOB. [Mopsgok
HyMepaLuMm N XpaHeHUsa NIMCTOB yyeTa ayauMoBU3yasibHbIX JOKYMEHTOB aHarorMyeH nopsaky Hymepauuu m
XpaHeHus nMcToB hoHAOoB.



3.5.6. B onucu pgen, gokymeHTtoB (nNpunoxeHuns N 7 - 8) eguHuubl XpaHeHus/eauMHWUbl yyeTa
YUMTBIBAKOTCSA B COOTBETCTBUM C UX CUCTEMATM3IALMEN 3a MOPSOKOBLIMU YY4ETHBIMW HOMEPaMM.

Homepa gen ¢ TekCTOBOW CONPOBOAUTENbHOW AOKYMEHTauuMen K ayguoBuayarbHbIM LOKYMeHTaMm
OOMKHbI COOTBETCTBOBATb YY4E€THBIM HOMEpPaM ayaAnoBU3yasbHbIX JOKYMEHTOB.

Onucam pen, AOKYMEHTOB MpPUCBaMBAKOTCS YYeTHble HOMepa MO NUCTYy ¢hoHaa; npu HedoHOOBON
opraHuM3aLmm apxmMBHbIX JOKYMEHTOB - MO MUCTY y4YeTa ayanoBum3ayanbHbIX JOKYMEHTOB onpeaeneHHoro BmMaa.

He ponyckaeTcss npucBoeHve onucaM Aen, [AOKYMEHTOB OOWHAKOBLIX YYEeTHbIX HOMEpOoB, 3a
WCKITIOMEHMEM CNnyYaeB, NpeaycMOTpeHHbIx n. 3.7.7.

B KoHUe onucu gen, JOKYMEHTOB BO BCEX ee 3K3eMnnsapax fenaeTcs utoroeas 3anuncb, B KOTOPOW
YKa3blBaeTCA KONMMYECTBO HAXOOSALIMXCS Ha XpaHEeHUW €OVHUL XpaHeHus/eguHul ydeTa, NepBbin 1
NnocnegHUn HoMepa eOVHWL, XpaHeHus/edAMHuy ydeTta no OnucKu, OroBapuBaloTCs MMEKLUMECS MPOMYCKu
HOMEpOB, NUTEpPHbIE HOMEpPa, BbIObIBLUME €OUHWLbI 1 OCHOBaHWNE MX BbIObITHS.

B utoroesou 3anucu K onucu gen apxuBHoro ooHAaa fIMYHOro NPOUCXOXKOEHUS, BKOYatoLWwen equHuLbl
XpaHeHus/eanHnUbl y4eTa Ha pasfuyHbIX HOCUTENSX, OOMOSMHUTENbHO YKa3blBA€TCA KOMMYECTBO TaKMUX
€0VHUL, XpaHeHus/eguHuL, yyeTa.

Mocne kaxgoro MOCTYNNEHUs UM BbIObITUS apXUBHBIX JOKYMEHTOB COCTaBMSIETCA HOBas MTOroBas
3anncb K oNucuK aen, JOKYMEHTOB, KOTopasd NoAMUCLIBAETCS €€ COCTaBUTENEM C yKa3aHWeM [OIDKHOCTU Y
OaTbl COCTaBNEHNS.

Ecnu onnck gen, AOKYMEHTOB COCTOUT M3 HECKOMbKUX rofoBbIX pasfernos, TOMOB, UTOroBasi 3anucb
COCTaBMSETCA K Kaxaomy rogoBoMy pasgeny, TOMy; KpoMe TOro, K Kaxaomy nocneayouwemy rogoBomMy
pasgeny, TOMy B HapacTaloLleM nopsiike COCTaBNAeTCs CBOAHAs UTOrosas 3arnuchb.

Kaxpgaa onucb gen, OOKYMEHTOB, TOM OMUCWU Aen, OOKYMEHTOB AOMKHbl UMETb NUCT-3aBeputerb
(npunoxeHue N 3).

3akoH4YeHHas onucb Aen, AOKYMEHTOB [OJDKHA BKIoYaTb, Kak npaBwuno, He 6onee 9999 eguHuy
XpaHeHUs, eanHnL yJyera.

ApxuB [OOMmKeH MMeTb 3 3K3emmnnspa OonuMcen aen, AOKYMEHTOB, MEPBbIA M3 KOTOPbIX SABMSETCHA
CTpaxoBbIM.

Ecnu onucb pen, 4OKYMEHTOB nepecocTaBneHa, TO OAMH 3K3eMNnsip paHee AeNCTBOBaBLUEN Onucu
Aen, OOKYMEHTOB BKITHOMAeTCs BO BHOBb COCTaBIIEHHYHO OMUChb AN, JOKYMEHTOB 3a MOCMNEeAHVMM Y4YeTHbIM
HOMEPOM, OCTarlbHble 3K3eMMNMISAPbI BbIAENATCS K YHUUTOXEHUIO B YCTAHOBNEHHOM NopsiaKe.

3.5.7. Mo peectpy onucein BegeTca MNOEAMHUYHBIA U CYyMMapHbI yyeT onucer aen, AOKYMEHTOB
apxuBa. B 3aBncMMoCTM OT opraHusaumm paboTbl Mo y4eTy B apXuBe peecTpbl ONUCEN BeayTCA B paMKax
apXMBOXPAHWIMLL, FOCYOAPCTBEHHBIX apXMBOB W/UNM apxvBa B LEMOM, YTO OTPaXaeTcs B CXeme y4yera
OOKYMeHTOB. Kaxaon HOBOW onucu Aen, AOKYMEHTOB NpUCBavMBaeTCs ovepefHON NOpsaKoBblA HOMep no
peecTpy, KOTOpbIN NpoCcTaBnsieTcs Ha 0brnoxke onnucy aer, JOKYMEHTOB B BEPXHEM NEBOM YITTy.

ExxerogHo Ha 1 siHBaps B peecTpe Onmncen COCTaBISIETCS UTOMOBas 3anncb O KONIMYECTBE Onucen aer,
OOKYMEHTOB, NMOCTYNUBLLMX U BbIObIBLLUMX B TEYEHUE FO4a B apXuB, U UX OOLLEM KONUYECTBE.

3.5.8. MacnopT apxmMBoxpaHunuLLa COCTaBMNSETCA EXEr04HO KaXKAbIM apXMBOXPaAHUITULLIEM U OTpaxaeT
00beM pasMeLLEHHbIX B HEM apXMBHbIX POHAOB, AEN U apXUBHbIX AOKYMEHTOB.

MokazaTtenu nacnopTa apxuBOXpaHWnuLLia OnpenenstoTCs apXMBOM CaMOCTOSITENBHO C  Y4EeTOM
COCTaBa U COCTOSIHUSA XPAHSLLUXCH B KOHKPETHOM apXMBOXPaHUIULLE apXMUBHbIX JOKYMEHTOB.

3.5.9. leny doHOa npucBamBaeTcs HOMep apxuBHoro coHAa, Ha KOTopbIM OHO 3aBefeHo. B geno
doHAa BKMOYAKTCHA: MCTOpMYeckas crnpaBka Mo uctopum ¢oHaoobpasoBaTens M UCTOPUM aPXUBHOTO
doHaa; akTbl, hMKCUpyoLLMe N3MEHEHNSI B COCTaBe M OObeMe apxXMBHOrO POHAA, B TOM YWCNE akTbl O
paccekpeumBaHUM OOKYMEHTOB; KOMWA  XapakTepUCTUKM apXUMBHOro oHAa, COCTaBfeHHOW Ans
nyTeBoauTens (CnpaBoYHMKA); MHCTPYKLUMU NO paboTe C apXMBHbIMU AOKYMEHTaMu apXuBHOro ooHAa, B TOM
yncne no YCOBEPLUEHCTBOBaHMIO M nepepaboTke onucen fen, OOKYMEHTOB, CXEMbl CuUcTeMatusauuun
apXMBHbIX JOKYMEHTOB apXmMBHOro ooHAa.

Ecnu apxuBHble JOKYMEHTbI, NoANexXalimMe BKAYEHNIO B Aeno hoHAa, HAaXogaTCa B COCTaBe eanHuLY
XpaHeHus, To B Aerno ooHaa BKIMOYAETCS CNpaBka C NEPEYNCIEHNEM STUX €ANHUL XPAHEHMS U UX apXUBHbIX
LMdpPOB.

Oena c¢oHgos opraHoB KIMCC, BJIKCM, B KOTOpble BKMOYEHbI apXMBHblIE AOKYMEHTbl MO MCTOpUU
OoHO0B NEPBUYHBIX NAPTUMHBIX M KOMCOMOSBCKMUX OpraHvM3auun, pacopmMmmpoBaHmio He nognexart. B gena
OHO0B NEPBUYHBIX NAPTUMAHBLIX U KOMCOMOMNbCKUX OpraHv3aLuMin NOMeLLalTcs CrpaBky CO CBeAEHUsIMU O
HaxXoXOeHUN apXMBHbIX JOKYMEHTOB MO UCTOPUU JaHHOro hoHAa B Aene apyroro doHaa.

Hena ¢oHOoB, Boweawnx B cOCTaB 00beOUHEHHOrO apXuBHOMO ¢hoHAa, BKIOYAKTCA B €ro 4erno
doHaa.

HokymeHTbl gena ¢oHAa AOmkHbl ObITb MPOHYMEPOBaHbI C COCTaBfIEHWEM IMCTa-3aBepuTens,
noawuThl (MPOLUHYPOBaHbI), 3aknioyveHbl B TBepayto obnoxky. K geny ¢oHaa coctaBnsieTcss BHYTPEHHSS
onuck. [lena hoHO0B XpaHATCA B NOpsiAke HoOMepoB hOHOOB.

CocTaB AOKYMEHTOB Aena opraHuM3aumm - UCTOYHMKa KOMMIEKTOBAHNS JOKYMEHTOB MpU HEPOHAOBOMN
OopraHM3aumm apxmMBHbIX JOKYMEHTOB aHanorm4eH coctaBy AOKYMEHTOB Aena cdoHaa.



O6wme TpeboBaHUA K y4eTHbIM Ba3am JaHHbIX

3.6. YyeTHble 0a3bl gaHHbix (B[l) B apxuBe obGecneuymBaloT: MHMOOPMALMOHHYKO MNOAAEPXKKY Y4eTa;
BeleHMe LEeHTPanM30BaHHOIO roCy4apCTBEHHOrO y4yeTa [OOKYMEHTOB B aBTOMAaTM3UPOBAHHOM pPeEXUME;
onepatMBHOE npeacTaBneHWe CBeAEeHWA O Hannuuum B apxvuBe [AOKYMEHTOB TOMO WAW  WMHOTO
doHaoobpa3oBaTens.

MepeyeHb pekBU3UTOB y4yeTHbIX B[ dopmupyeTcs B COOTBETCTBMM C MOKa3aTeNsiMU OCHOBHbIX
(obsizaTenbHbIX) Y4Y4eTHbIX [JOKYMEHTOB apxvBa W ONpedenserca chneuwanbHO  YNONTHOMOYEHHBIM
denepanbHbLIM OpraHoM UCMONHUTENBHONM BNacTu B cchepe apXxmMBHOro gena.

YyeTHble B[l apxvBa [OmkHbI ObITb COBMECTMMbl C  y4yeTHbiMM B[l  cooTBeTCTBYyMOLLErO
YNOTHOMOYEHHOIo opraHa UCMOSTHUTENbHOW BIlacTh B chepe apXMBHOIO Aena.

Yyer nocTtynneHna n BbIObITUSA APXUBHbIX JOKYMEHTOB

3.7.1. Y4yeT nocTynneHnst apxXmBHbIX JOKYMEHTOB B apXMB OCYLLIECTBIISIETCS HA OCHOBAHWM:

aKkTa npvema-nepegavm JOKYMEHTOB Ha xpaHeHue (npunoxeHue N 9);

aKkTa npuema Ha XpaHeHne JOKYMEHTOB NMYHOro npoucxoxaeHus (npunoxeHue N 10).

ApxuBHble OOKYMEHTbl CTaBATCH Ha ydeT Takke MNo pesynbrataMm npoBefeHUs OTAeNbHbIX BUAOB
apxuBHbIX pabot (cMm. n. 3.7.3).

Bce NpuHATbIE B apxvB apXMBHbIE OOKYMEHTbI BHOCSTCA B KHWTY y4YeTa MOCTYMIEHUA LOKYMEHTOB.
Kaxgbin BnepBble MOCTYNUBLUMA B apXMB apXMBHbIN (POHA, OObEAMHEHHbLIN apXuMBHbIA (hOHA, apXxuBHas
KONMneKkumsi 3anuceiBaeTca B cnvMcok doHooB (npunoxeHne N 6), Ha Hero 3anonHsawTca NUcT doHaa,
KapTOYKM yKasaTens K nucty doHaa, 3aBoautcsa geno doHaa. Ha ayamoBuayanbHble JOKYMEHTbI MPU UX
HedOHAOBOW OpraHu3auMu 3anofHAKTCA NUCTbl yyeTa KMHOMOTOOHOLOKYMEHTOB U BUOEOO0KYMEHTOB.
Kaxkgas BnepBble NOCTYNMBLUAS ONUCH A€er, AOKYMEHTOB YYMTLIBAETCS B PEECTPE ONMUCEN.

CooTBeTCTBYHOLINE YYETHBIE CBEAEHUS B YCTAHOBNEHHOM NOPSAAKE BHOCATCS Takke B yyeTHble B[,

3.7.2. YyeT BbIBObITUA apXMBHbIX JOKYMEHTOB U3 apXvBa OCYLLECTBSETCS Ha OCHOBaHUM:

akTa O BblENEHUM K YHUHTOXEHUIO JOKYMEHTOB, He noanexalimx xpaHeHuto (npunoxexHue N 11);

aKkTa 0 HeucnpasUMbIX NOBPEXOEHUAX JOKYMEHTOB;

aKkTa npuema-nepenadv AOKYMEHTOB Ha xpaHeHue (npunoxexue N 9);

aKkTa 0 HeobOHapY)XeHUN JOKYMEHTOB, MyTW PO3biCKa KOTOPbIX ncyepnaHbl (npunoxeHue N 2);

aKkTa Bo3BpaTa JOKYMEHTOB COOCTBEHHUKY;

akTa 06 N3bSATUN NOANMHHBIX EAVHUL, XPAaHEHWS], JOKYMEHTOB.

ApXVBHble OOKYMEHTbl CHMMAalTCSl C y4yeTa Takke B pesynbrate MpoBedeHVs OTAENbHbIX BUOOB
apxmBHbIX pabot (cm. n. 3.7.3).

HeobxoomMMble M3MEHEHWUs BHOCSITCS B OCHOBHble (0Dsi3aTenbHble) U BCMOMOraTesibHble YYeTHble
OOKYMeHTbl apxumea. [pu aTom B cnyyae:

BbIObITUSA BCEX apPXMBHbIX OOKYMEHTOB OMWUCKU Aen, AOKYMEHTOB HOMEp 3TOW OMUCK APYrMM OnMUcAm
ger, [OOKYMEHTOB He npucBavMBaeTcd W ocTaeTcd cBoOOAHbIM; B peecTpe onucen genaercs
COOTBETCTBYIOLLAA OTMETKA;

BbIObITMS apxuBHOro doHga B cnmcke cdoHgoB (npunoxeHne N 6) B rpacde "OTmeTka o BbIObITUN"
yKasblBaeTcs, Kya BblObINT apXMBHbIA POHA, U aKT, HA OCHOBaHMN KOTOPOrO OH BbIObIN.

Mpu nepegave apxuBHOro hoHaa M3 OQHOIO apxmBa B ApYrov nepegarTcsa 3 ak3emnnsipa onvicu gen,
OOKYMeHTOB M fgerno doHpa. Konva onvcu gen, OOKYMEHTOB OCTaeTcsl B apXvMBe-COATYMKE M B KayecTBe
NPUNOXEHNst K akTy npuema-nepefadym OOKYMEHTOB Ha XxpaHeHue (npunoxeHune N 9) Bkmwuvaercss B
apxmBHbIV (boHA apXMBa-caaTymka.

[Mpun BbIAENEHNM K YHUHTOXEHMIO BCEX apXUBHbIX JOKYMEHTOB apXMBHOIro hoHAa OAWH JK3EeMMsp ero
onucen gern, AOKYMEHTOB U NNCT dhoHAa nomeLlatoTcs B geno doHaa. eno doHaa BKAYaETCs B apXMBHbIN
doHa apxuBa.

3.7.3. KonnyecTBo apxnBHbIX JOKYMEHTOB apXmnBa M3MEHSETCS B pesynbraTe:

BbIBEPKM YYETHbIX JOKYMEHTOB, MO UTOram KOTOPOW BbIsIBNEHbI OLIMOKKM, JONYLUEHHbIE NPWU noacyeTe
KOMNMMyecTBa XPaHALLMXCH apXMBHbIX JOKYMEHTOB;

NMPOBEPKN HaNMM4YMUs U COCTOSIHUST apXMBHBLIX LOKYMEHTOB, B XO4€ KOTOPOW OBHapyXeHbl HeyYTeHHbIe,
3a NIMTEPHbLIMWU NNK NPONYLLEHHBIMY HOMEPaMU €AMHULbI XPaHEHUSI/eOUHULBI YYeTa;

pecTaBpaLmn apXMBHbIX OKYMEHTOB, NOCIE KOTOPOW O4HO AENo pasferneHo Ha HeCKOMbKO Aen;

ONMCaHUs apXMBHbIX OOKYMEHTOB, MepepaboTku onucew gen, OOKYMEHTOB, B MPOLIECCEe KOTOpbIX
BO3MOXHO pasfeneHue unn obbeguHeHne eguHnL, XpaHeHus/eamHuy, yvera.

OcHoBaHMeM [nisi BHECEHUS W3MEHEHWA B YYEeTHble AOKYMEHTbl U y4yeTHble B[l no pesyneratam
yKa3saHHbIX paboT sBMASOTCS:

aKT O TEXHUYECKUX OLLIMBKax B yYETHbIX JOKYMEHTAX;

akT 06 obHapyXeHU AOKYMEHTOB, HE OTHOCALLMXCS K AaHHOMY apxuBy, (OOHAY, HEYYTEHHbIX U T.4.;

akKT o pasgeneHnn, oobeanHeHUn gen, BKIOYEHUN B eSO HOBbIX JOKYMEHTOB;

aKT onncaHusa JOKYMEHTOB, nepepaboTkm onucen.



Yyer YHUKanbHbIX OOKYMEHTOB U ocobo LEeHHbIX JOKYMEHTOB

3.7.4. YHuKanbHble [OOKYMEHTbl nognexaT chneuuManbHOMY rOCydapCTBEHHOMY  yyeTy B
[ocynapcTBEHHOM peecTpe YHUKanbHbIX JOKYMEeHTOB ApxmBHOro dgoHaa Poccunckon depepaumm, nopsaok
BeZleHMs1 KOTOPOro onpeaensaeTcs cneumansbHO YNONMHOMOYEHHbIM befepanbHbIM OpraHOM UCMONTHUTENBHOMN
BMacTu B cdepe apxMBHOMO Aena, U rocydapCTBEHHbIX PEecTpax YHUKarbHbIX OOKYMEHTOB apXUBHbIX
doHaoB cybbekToB Poccuiickon degepaumm.

Ha yHuKanbHble JOKYMEHTbI COCTaBMAKTCS JIMCTbI yY4ETA N ONUCAHWSA YHUKaTNbHbLIX JOKYMEHTOB.

3.7.5. YyeT 0co60 LeHHbIX JOKYMEHTOB BeOEeTCA MO:

cnucky ¢poHOoB, cogepXalmx ocobo LeHHbIE JOKYMEHTbI;

onucsiM 0co00 LIEHHbIX Aen, JOKYMEHTOB Uy NePEYHAM HOMEPOB 0CO60 LIEHHbIX Aen (HOMepHMKaMm).

B onncsax ocobo LeHHbIX Aen, AOKYMEHTOB 3a HUMWN COXPaHSAIOTCA UX MPEXHUE yYETHbIE HOMEpA.

Onuncek 0coB0o UEHHBLIX Aern, OOKYMEHTOB COCTaBNsAeTCsa Ha 0COBO LEHHble OOKYMEHTbl OAHOM WUIu
HECKONbKUX OMMUCEN AN, OOKYMEHTOB apxvMBHOro doHaa B 3aBUCUMOCTM OT KonmyectBa 0COOO LEHHbIX
€0VHUL, XpaHeHnsa/eamHuL, yyeTa B JaHHOW ONMCcK B HEOBXOAMMOM NS apXuBa KONMYEeCTBE SK3EeMIMIISAPOB.

Ecnu 6onbLUMHCTBO apXMBHbLIX JOKYMEHTOB MO OMUCK Aerl, AOKYMEHTOB ABMAOTCS 0COO0 LEHHbIMY,
oTAenbHas onucb 0cobo LEHHbIX Aen, AOKYMEHTOB He COCTaBMsIETCs, @ KONUpyeTcs MMetoLlasica onvck. B
TaKoOM cny4yae K Hell COCTaBNsIeTC HOMEPHMUK.

CeefieHMst 0 KOMMpOBaHWM OCOBO LIEHHBIX AEeN, JOKYMEHTOB B LIENSAX CO3[aHWsi CTpPaxoBoro ¢oHaa
BHOCATCA B COOTBETCTBYHOLUME OMUCU OCODO LEHHbLIX Aef, OOKYMEHTOB WM HOMEPHUKM MO Mepe
NPOBEAEHUS MX CTPAXOBOTO KOMMPOBAHWS.

B utoroeon 3anucu ykaseiBaetcsi obLiee KonmyecTtBo 0Co00 LEHHbIX eANHWUL, XpaHEHWs/eQMHNL, y4eTa,
BKITOYEHHBIX B ONUCb UMK HOMEPHKK. 10 3aBepLUeHn KONMPOBaHUSA BCEX €OUHWL XpaHeHus/eanHnL yyeTa
no AaHHOW OMNMCU UM HOMEPHWKY YKasbliBaeTcs: "Bce eguHuubl XpaHeHusi/eQuHULBI yYeTa CKOMUPOBaHBbI,
jaTa, AOMKHOCTb, noanuck".

Onucun 0cobo LeHHbIX Aen, LOKYMEHTOB U HOMEPHUKM YYUTBLIBAKOTCA B peecTpe onncen ocobo LIEHHbIX
aen, AOKYMEHTOB.

Mpn OTHECEHMM apPXMBHBLIX JOKYMEHTOB K 0CO00 LieHHbIM B onucsix B rpade "MpumedaHusa” Hanpotms
3arofiloBKOB COOTBETCTBYHOLUUX €AMHUL, XpaHeHnsa/eauMHuL, ydeTa npocTtasnsatoTca otmeTkn "OL".

B apyrnx y4yeTHbIx JokyMeHTax oTMmeTka "OL" npoctaBnsieTca K HOMepy apxXuBHOrMo oHaa, HoMepy
onuncy gen, OOKYMEHTOB; AaHHasA OTMEeTKa SIBMSIETCS CNYXeOHOW M He BXOOMT B apXUBHbIVA LMD eamHuy
XpaHeHus/eanHuy yyeTa.

YyYeT cekpeTHbIX U paccekpeyeHHbIX apXUBHbBIX JOKYMEHTOB.
OdopmMrieHne paccekpeyeHHbIX aen

3.7.6. YUeT cekpeTHbIX apXMBHbIX AOKYMEHTOB BEAETCA B COOTBETCTBUN C HOPMATMBHBIMWU NPaBOBLIMMA
OOKYMeHTaMn. B yyeTHbIX JOKYMEHTaxX M apXMBHbIX LUMpaxX eAuHUL, XpaHeHus/equHUL, ydeTa CeKpeTHble
apxvBHble POHAbI, ONUCK Aen, AOKYMEHTOB, €AMHULbI XpaHeHus/eanHuLbl y4eTa 0603Ha4alT uHgekcom "c"
(cekpeTHO), "cc" (coBepLUEeHHO cekpeTHO), "oB" (ocobon BaXXHOCTK).

3.7.7. 'ameHeHns1 B y4eTHble JOKYMEHTbI NO pe3ynsrataMm pacCekpeumMBaHUs apXMBHbIX JOKYMEHTOB
BHOCATCH Ha OCHOBaHWM akTa O paccekpeumBaHun AOKYMeHTOB (npunoxeHue N 12).

ApxvBHble POHABI, ONUCK Aen, AOKYMEHTOB WM €OUHWLbI XpaHeHusi/eanHuubl y4yeTa, BKIovarome
Hapsgy C CEeKPETHbIMW HeCeKpeTHble (pacCekpeyYeHHbIe) AOKYMEHThI, B YYETHbIX JOKYMEHTaX U apXMBHbIX
wmndpax eamHuL, XpaHeHus/eamHuL, y4eta 0003Ha4aroTCa MHAEKCOM "c4" (CEKPETHO YaCTUYHO).

Mpn paccekpeumBaHUM BCEX €OMHUL, XpaHeHUs/eanHWL, yveTa No CEKPETHOW ONuUcK Aer, AOKYMEHTOB
AaHHasi ONUCb TaKkKe pacCekpeynmBaeTCsl, NepenaeTca Ha OTKPbITOE XpaHEHWe M YYUTbIBAETCSl B JMCTE
doHOa 3a TeM e HomMepoM, HO 6e3 uHOekca "C", KOTOPbIN 3a4epKMBAETCA HA OONMOXKE M Ha TUTYIbHOM
nucTe gaHHoW onucu. B npaBoM BepxHEM yrny OOGMOXKM U TUTYNBHOTO fMCTa ONUCK Oen, AOKYMEHTOB
npocTaenseTca wramn "PaccekpeyveHo”.

Mpu paccekpeynBaHMM YacTu OeN U apXMBHbIX JOKYMEHTOB MO CEKPETHOW ONUCK Aen, JOKYMEHTOB Ha
paccekpeyeHHble aena U apxXmBHble JOKYMEHTbI COCTABNSAETCA OTAeNbHas ONUChb Aer, JOKYMEHTOB, HoMepa
e[VHUL, XpaHeHus/eamMHuL, yyeta B KOTOPOM OCTalOTCH MpeXHUMU. [Ing BanoBoW Hymepauun Takux eauHuL,
XpaHeHusi/eanHuy, yyeta mcnonb3yetcsa rpaca 2 onucu gern, AOKYMeHTOB. HoBasi onucb gen, JOKYMEHTOB
BMECTE C PacCeKpeYEeHHbIMW JenamMu U apXMBHbIMW OOKYMEHTaMW MNepefaeTcs Ha OTKPbITOe XpaHeHue,
YYNTbIBAETCS B NMUCTE (POHOOB 3a TEM XXE€ HOMEPOM, YTO U CEeKpeTHas, Ho 6e3 nHaekca "c".

Mpn paccekpeunBaHun GonblUEN 4YacTM Aen U apXMBHbIX OOKYMEHTOB MO CEKPETHOW onucu aen,
OOKYMEHTOB C OaHHOW OMUCKM CHUMAETCS1 KOMWUS, MPU KOMMPOBAHUWM 3arorfioBKN €AMHUL XpaHeHus/eqnHuL
y4yeTa, OCTaBIIEHHbIX HAa CEKPETHOM XpaHeHMM, 3akpbiBatoTcs. Konvsa onucu Ha paccekpeyveHHble gena u
apXxvMBHble [OOKYMEHTbI MepenaeTcss Ha OTKpbIToe XpaHeHue. B ak3emnnsipe onucu gen, OOKYMEHTOB,
OCTaBLLENCS Ha CEKPETHOM XpaHEHUW, COXpaHseTcs MX Hymepaumsa. B nmcte c¢oHpoa Takas onucb
YUMTBIBAETCA ABaXAbl: 3K3EMMsAp OMNMCKU, OCTaBLUMACHA Ha CEKPETHOM XpaHEHWW, - C COOTBETCTBYHOLLEWN



MHOEKCaunen CEKPETHOCTU, CKOMMPOBAHHBLIM 3K3eMNNsap, NepefaHHbli Ha OTKPbITOe XpaHeHue, - 6e3
nHaekca "c".

Mpn paccekpeunBaHUM OTAEMbHBbIX €4MHUL, XpaHeHus/eauHWL, ydYeTa MO CEeKPEeTHOW onucu Aaen,
OOKYMEHTOB OHW BKIIOYAKTCA B ONUCb fAefl, OOKYMEHTOB OTKPbITOrO XpaHeHWs COOTBETCTBYIOLLEro
apXxMBHOTro hoHAa 3a NUTEPHbLIMU HOMEpaMM UMK B BanoBOW NOcneaoBaTenbHOCTH.

B onucsax gen, AOKYMEHTOB, OCTalOLUMXCA Ha CEKPETHOM XpaHeHuu, B rpacde "lNpumevaHusn” npotus
3aronioBKOB pacCeKkpedeHHbIX eanHUL, XpaHeHus/eanHuL, ydeTa npocTtaensercsa wramn "PaccekpeyveHo". B
crnydae, Korga paccekpedeHHble eQuHWLblI XpaHEHUSA/eQUHMLIbI ydeTa BKIHOYEHBI B OMUCb Aen, AOKYMEHTOB
OTKPbITOIO XpaHEHUs! (3a IMTEPHBIMN HOMEPaMM UK B BArIOBOW MOCNeAoBaTeNlbHOCTH), B CEKPETHOW OMUCK
B rpadpe "lMpnmedaHns" ykasblBaeTCs UX HOBbIA HOMEP.

lMocne paccekpeuvMBaHMs K OMUCAM fAen, [OOKYMEHTOB OTKPbITOTO WM CEKPETHOIO XpaHeHus
COCTaBMAKTCHA HOBble MWTOroBble 3anucn 06 obbemax (akTU4eCKM YYTEHHbIX B HUX  eduHuL,
XpaHeHus/egnHnL yveTa.

Mpn paccekpeynBaHMM OQHOIO UMM HECKOSbKMX apXUBHbLIX JOKYMEHTOB B COCTaBe CEKPETHOro gena
OHO OCTaeTCs Ha CEeKpeTHOM xpaHeHumn. K apxvBHOMY LIMdPY Ha obrnoxke gena k nHaekcy "¢ pobasnsercs
Byksa "4". Homepa nncToB paccekpeyeHHbIX apXMBHbIX JOKYMEHTOB nepeducnstorca B rpade "MNpumedanHuns”
HanpOTUB 3arofloBka 4YaCTUYHO paCCeKpeYeHHOro fena, a Takke BO BHyTpeHHen onucu fgena. [lpwu
OTCYTCTBUM B [ene BHYTPEHHEN OMUCK CBEOEHNS O pacCekpeyYeHHbIX apXMBHbIX JOKYMEHTax OTpaXKaklTcs B
nucTe-3aBepuTerne ¢ ykazaHMemM HOMEPOB COOTBETCTBYHOLLUX JIUCTOB.

B npaBom BepxHeM yrny OOMOXKM pacCekpeyeHHOro gena npoctaBnsercs wramn "PaccekpeveHo”.
Mugekc "c", "cc" unn "oB" B HOMepe gena 3adepkmBaeTcs.

Y4YeT apxvBHbIX JOKYMEHTOB IMYHOIO MPOUCXOXKAEHUS

3.7.8. Y4YeT nNOCTYNNEHUN apxMBHbIX [OOKYMEHTOB JIMYHOMO MPOMUCXOXAEHUs, MepesaBaemMblxX
cobCTBEHHUKOM B heepanbHy0 CO6CTBEHHOCTb, B CODCTBEHHOCTL cybbekTa Poccuiickon degepauum nnm
MYHULMNanbHY0 COBCTBEHHOCTb, BEAETCA HA OCHOBaHMM akTa npuema Ha XpaHeHWe OOKYMEHTOB FMYHOro
npoucxoxaeHusa (npunoxeHne N 10). K akTy npunaratlotca caatodHasi OnNMcCb apXMBHbIX OOKYMEHTOB U
peleHne  3KCNepTHO-MPOBEPOYHON  KOMWUCCMM  apxuBa WM 3KCMEPTHO-NPOBEPOYHON  KOMUCCUN
YMOSTHOMOYEHHOIO OpraHa UCMONMHUTENbHON BnacTn cybbekta Poccuickon ®enepauum B cchepe apxmBHOMO
aena (ganee - 3MK) o npueme aTUX AOKYMEHTOB B apXumB.

Y4YeT apxvBHbIX OOKYMEHTOB JIMYHOIO MPOUCXOXOEHMWS, HaXOOSALIMXCS B 4aCTHOM COOGCTBEHHOCTM,
nepegaHHbIX MO [OrOBOPY Ha XpaHeHWe B apXuB, OCYLUECTBMNSETCA B YCTaHOBMEHHOM nopsake (CMm. m.
3.7.11).

VI3MeHeHMs1 KonnyecTBa M COCTaBa apXMBHbBIX AOKYMEHTOB JIMYHOIO MPOUCXOXAOEHUST B pe3ynbraTte Ux
OMUCaHUSA OKYMEHTMPYHTCS aKTOM ONMUCAHUSA LOKYMEHTOB, HA OCHOBaHMM KOTOPOrO BHOCATCS M3MEHEHUS B
yYeTHble OOKYMEHTbl. Ha OOKyMeHTbl, HEe nognexaline XpaHeHUIo B apxvMBe, COCTAaBMSIETCA akT Bo3BpaTa
OOKYMEHTOB COOCTBEHHUKY B ABYX 3K3eMnnspax, OOuH U3 KOTOPbIX BMECTe C JOKyMEeHTaMu nepegaetcs
COBCTBEHHUKY.

He ponyckaeTcs xpaHeHue B apxmBe HeYUTEHHbIX apXMBHbIX JOKYMEHTOB NIMYHOMO MPOUCXOXAEHUS.

Yuer LOOKYMEHTOB Mo JINYHOMY COCTaBy

3.7.9. Y4eT OOKYMEHTOB MO NIMYHOMY COCTaBY, 3a UCKITIOYEHNEM MPUHATLIX MO JAOroBOPY Ha XpaHeHue B
apX1B JOKYMEHTOB MO fIMYHOMY cocTaBy (cMm. Nn. 3.7.11), ocyLlecTBnsieTcsl Ha 0BLLIMX OCHOBaHUSAX.

YueT KonnyecTBa XpaHsILMUXCA B apxXmMBe OKYMEHTOB MO JIMYHOMY COCTaBy NMPOBOAWTCS HA OCHOBE MX
nogcyeta no nmMcram ¢oOHOOB M ONUCSIM e MO JIMYHOMY COCTaBy C hvKcaumen pesyrbTaTtoB Mo Kakaomy
hoHAY M CyMMapHO Mo apXuBY B KHUIe yYeTa JOKYMEHTOB MO JIMYHOMY COCTaBy (MPOM3BOSbHON DOPMbI).

Mo pesynbTatam NpoBeAeHUst SKCNEePTM3bl LEHHOCTW AOKYMEHTOB MO JIMYHOMY COCTaBy Mo UCTeYeHUM
75-NeTHEero cpoka ux XxpaHeHusl B y4eTHble JOKYMEHTbI BHOCATCH COOTBETCTBYIOLLME U3MEHEHNS.

Yyet gen, MetoLnx B Od.)OpMJ'IeHI/II/I gparoueHHble MeTansbl U KaMHU

(n. 3.7.10 He pacnpocTpaHsaeTcs Ha rocygapCTBEHHbIE U MyHULMNanbHble My3eun 1 6ubnuoreku)

3.7.10. ApxuB, XpaHAaWMN gena, nvewwme B oPopMIEHNN NN B MPUNOKEHUM K HUM OparoueHHble
MeTanmnbl U KaMHW, B COOTBETCTBMM C 3akoHogatenbcTBoMm Poccuiickon ®epepauun pernctpupyetcst B
COOTBETCTBYIOLLEN MHCNEKLUMN NpobupHoro Hag3opa MuHucTepcTBa cmHaHcoB Poccuiickon degepaumm.

Y4yeT yKasaHHbIX Oen OCYLIEeCTBMSET MaTepuarnbHO-OTBETCTBEHHOE MNWLIO, C KOTOPbIM PYKOBOAWTENMb
apxuBa 3akfoyaeT OOroBop O MaTepuarnibHOM OTBETCTBEHHOCTW 3a COXPAHHOCTb W YYeT Aer, NMeKLWnX B
0ohOpPMAEHUN UMW B MPUNOXKEHUUN K HUM OparoueHHbIe MeTarnsibl U KAMHW.

YkasaHHble gena nepegarTcs MaTepuanbHO-OTBETCTBEHHOMY NULY Ha CenddoBOE XpaHeHMe, O Yem
AenaeTcsa cooTBeTCcTByOWan oTmeTka ("cendoBoe xpaHeHue") B onnucu gen, JOKYMEHTOB, M BKIOYAKTCA B
cneumanbHyl0 WHBEHTAPHYH KHUTY ydeTa Aen, UMeKLWMX B OMOPMIAEHUU UNU B MPUMOKEHUU K HUM



AparoueHHble MeTannbl U KamMHW. [JaHHasi MHBEHTapHasi KHWra COCTaBISIETCA U BeOeTCa B 3 dK3eMnnspax.
MepBbIn 9K3eMNNAp XpaHUTCH B NOApasaeneHnm, OCyLLeCTBASIOWEM LEHTPanM3oBaHHbIN (B paMKkax apxusa)
y4YeT JOKYMEHTOB, BTOPOU - y MaTepuarbHO OTBETCTBEHHOIO Nuua, TpeTuin - B Byxrantepun apxmea.

[dena BHOCATCA B WHBEHTaPHYIO KHUTY NO MOPSAKY HOMEPOB apxvBHbIX (DOHOOB M onucen Aen,
AOKYMEHTOB, a BHYTPM KaXgow onucu Jen, AOKYMEHTOB - MO nopsiaky HomepoB pfden. Ha 6upke,
NPUKpennseMon K obnoxke kaxaoro Aena (npegmerta), ykasblBaeTCs HOMEp, 3@ KOTOPbIM OHO YYTEHO B
WHBEHTapHoOW kHuUre. Homep npoctasnsieTca yepes Apobb ¢ apxMBHbIM Wndpom (Hanpumep, uHe. N 1/FTAP®,
®. 572, 0n. 1, a. 17).

K MHBEHTapHOW KHWUre COCTaBMnSAETCA UTOrOBasi 3anmcb, B KOTOPOW LiMdpamMu 1 NPOMUCHI0 YKa3biBakoTCA
KOnmM4ecTBO Aen (NpeaMeToB), BHECEHHbIX B KHWUIY, AaTa COCTaBMEHUA WMTOrOBOW 3anucu, OOIMKHOCTb U
damnnnsi MaTepuanbHO OTBETCTBEHHOIO nmua.

JIncTbl NHBEHTApHOWM KHUMM OO Hadana ee 3anofiIHeHMS NMPOHYMEPOBbLIBAKOTCS, MPOLLUHYPOBbLIBAKOTCS U
CKpennalTCa nevaTblo apxvBa. Ha obopoTe nocrnegHero nucrta KHWrM Oenaercsl 3anucb O KonuyecTse
NMCTOB B KHWUrE, KOTOpas 3aBepseTcs NOANUCAMW PYKOBOAWUTENS apxmBa, MMaBHOMO XpaHuTens ¢poHOoB U
CKpennseTcs nevaTbio apxmsa.

ExerogHo cneumanbHONn KOMUCCUMEN, cO3daBaeMoV MPUKa3oM PYyKOBOAMTENS apxusa, NpOBOAMTCH
WHBEHTapu3auuns ger, umeoLwmnx B 0OopMIeHnn Nnm B NpUNoXeHN K HUM AparoueHHble MeTannbl U KamMmHW.
MHBeHTapum3aums NpoBOAUTCA Takke B Criydae CMeHbl MaTepuanbHO OTBETCTBEHHOIO Nuua, pykoBoaUTENS
apxuBa, rMaBHOMo xpaHuTensi poHaoB. Pe3ynkrarbl MHBEHTapu3aumMm oopMIAlTCA akTOM, COCTaBNAEMbIM
B Tpex 9K3eMnnsipax, OOMH W3 KOTOPbIX HanpaBnsieTcd B COOTBETCTBYHLUMA YMOMHOMOYEHHbIA OpraH
WCMONMHUTENBHON BrlacTu B cdhepe apXMBHOTO Aena.

YueT apXMBHbIX JOKYMEHTOB, HaxXOASALWMNXCS B YaCTHOW
COGCTBEHHOCTU, MPUHATLIX MO AOrOBOPY Ha XpaHeHue B apxuB

3.7.11. Yyer pgokymeHTOB ApxmBHOro doHga Poccuiickon depepauumn, NpUHATBIX MO OOMOBOPY Ha
XpaHeHVe B apxuB Ha OCHOBaHUWM akTa npuema-nepegadv OOKYMEHTOB Ha xpaHeHue (npunoxexHve N 9),
OCYLLECTBIISIETCA B OCHOBHbIX YY4ETHbIX JOKYMEHTax apxmea ¢ cobniogeHnem cnegyomx ocobeHHOCTEN:

B KHUre y4yeTa NoCTYnneHu JoKyMeHTOB (npunoxeHue N 5) ykasbiBaeTcs COGCTBEHHWK UK BRageneL
OOKYMeHTOB (rpacha 3), HOMep M AaTta akTa npuema-nepefaym (rpadpa 4), Aata noanucaHust orosopa o
nepegaye 1 Cpok AenCTBUSA JOroOBOPa;

npu BKMOYEHUN apXxMBHOrO hoHAa B cnucok doHaoB (npunoxeHne N 6) k ero Homepy AobasnsieTcs
nHgekc "O" ("goroBop"), KOTOPbIN COXPaHSAETCH 3a HMM BO BCEX YYETHbIX JOKYMEHTAX M apXUBHbIX Wndpax
€OVHNL, XpaHeHus, eauHuy, ydveta; B rpadpe "lpumevaHusa" cnmcka ¢OHOOB Takke yKasblBaloTCH
CODCTBEHHUK 1IN Briagenel apxXuBHbIX JOKYMEHTOB, AaTta nognncaHns 1 Cpok AenCTBUs 4OroBopa.

KonuyecTtBo apxumBHbIX QOHOOB, NPUHATLIX MO [OOrOBOPY Ha XpaHeHWe B apxuB, YyKasblBaeTcs
OTAENbHOW CTPOKOW B UTOrOBbLIX 3annCsX B crnvcke hOHO0B, KHUre yyeTa nocTynneHu JO0KYMEHTOB.

Ok3emnnsp [OroBopa, 3aKMYeHHbIn C COBCTBEHHUMKOM WnM BnagenbLemM apXMBHbIX OOKYMEHTOB,
BKMtoYaeTcs B Aeno goHaa.

Mpu BbIGBLITUM apXMBHBIX OKYMEHTOB apXMBHOIO hoHAA B CBA3U C UCTEYEHMEM CPOKa €ro XpaHeHus B
COOTBETCTBMM C JOTOBOPOM €ro HOMep He MOXET ObITb NPUCBOEH APYroMy apXMBHOMY hOHAY.

MpuHATbIE MO [0OroBOpY Ha XpaHeHMe B apxuB [OOKyMeHTbl ApxmBHoro ¢oHaa Poccuiickon
dPenepaumn, HaxoAMBLUMECA B YacTHOM COOCTBEHHOCTM M Ha 3aKOHHOM OCHOBaHWMM Mepellefline B
degepanbHyt0 coOGCTBEHHOCTb, COOCTBEHHOCTb cybbekTa Poccuiickon ®Pegepaumy Mnvm MyHUULMNANbHYHO
CODCTBEHHOCTb, YYMTBIBAOTCA B OCHOBHbIX YYETHbIX OOKYMEHTax HapaBHE C OCTanbHbIMW OOKYMEHTaMu
apxmBa. B y4eTHbIX AOKYMEHTax W apXuMBHbIX WKpax eauHuL XpaHeHus, eanHuy, ydeta uHaekc "["
3a4epknBaeTcs, B rpadyy "lNpumeyaHusa” cnmcka poHOoB BHOCATCS COOTBETCTBYHOLME CBEAEHUS.

ApxmBHblIE [OOKYMEHTbI, He BKITOMEHHble B YCTAHOBIIEHHOM Mnopsiake B cocTaB ApxvBHOro doHaa
Poccuiickon ®egepaummn, B TOM 4ucne OOKYMEHTbl MO JIMMHOMY COCTaBy, MPUHATbIE NO AOroBOpYy Ha
XpaHeHVe B apxuB, y4MTbIBAKOTCA OTAENbHO OT AOKYMEHTOB ApxmBHOro ¢gonga Poccuiickon ®egepaumm.
[na nx yyeta BeayTcsa OTAemNbHbIE CMMCOK DOHAOB, KHMra ydeTa NOoCTynneHu JOKYMEHTOB, a TakKe NUCThI
¢OHO0B U Apyrne y4yeTHble JOKYMEHTbI.

YyeT konumn APXUBHbIX OKYMEHTOB Ha npaBax NoarMHHNKOB

3.7.12. Konusimn apxvBHbIX [AOKYMEHTOB Ha MpaBax MNOANUHHUKOB SBMASIOTCA BKIHOYEHHbIE B
yCTaHOBMNEHHOM nopsake B coctaB ApxmsHoro cooHaa Poccuickon ®epepaunn:

MWKPOOUIbMbl apXMBHBIX AOKYMEHTOB, W3roTOBfIEHHble M OdopMIieHHble dhoHOoo6pa3oBaTenem B
COOTBETCTBMM C CYLLECTBYIOLMMI HOpMaTMBamu;

KOMWW apXMBHbIX AOKYMEHTOB, MOAMWHHUKMA KOTOPbIX YTPayeHbl UMW HaxXoAATcs B COBCTBEHHOCTM
HOPUANYECKUX MU PU3NYECKNX NNLL, B CUNY YEro He MOTyT MOCTYNUTb Ha NOCTOSIHHOE XpaHeHWe B apXuB;

KONUM apxmBHbIX OOKYMEHTOB, nepemelleHHblx B CCCP B pesynstate Bropon mMmpoBon BOWMHbI U
Haxogswmxes Ha Tepputopun Poccuiickon ®egepauun, NOANMHHUKMA KOTOPbIX BO3BpaLUEHbl B CTPaHbl UX



NPOUNCXOXAEHWS.

Konun apxuBHbIX JOKYMEHTOB Ha NpaBax MoASIMHHUKOB, NepefaHHbie B apxmB hoHO000pa3oBaTenem,
YUMTBIBAKOTCA B COCTaBe ero hoHaa no OTAENbHOW onucu gen, AokymeHToB. [Mpu atoM B rpade gaHHowm
onucu "KonnyectBo nuctoB" yepe3 Apobb yKasbiBAeTCs TakkKe KONMUYECTBO KaapoOB, OTCHATbIX C OOHOrO
aena.

Konun apxvBHbIX [OOKYMEHTOB Ha npaBax MOANMHHUKOB, OTCHATbIE C MOAMWHHBLIX [OKYMEHTOB,
KOTOpble yTpayeHbl UM HAaxoOsaTcs B COOCTBEHHOCTU HOPUAMYECKUX UM (DU3NYECKMX UL, A Takke Komuu
nepeMeLLEHHbIX JOKYMEHTOB, MOAMMHHUKM KOTOPbIX BO3BpalleHbl B CTPaHbl WX MPOUCXOXOEHWUS,
POPMUPYIOTCH B apXMBHbIE KOMEKUMU. APXMBHBIE KOMMEKLMW YYNTLIBAKOTCSA B CnMcke (OOHA0B (MpUnoXxeHue
N 6) B ycTaHOBNEHHOM MopsiaKe.

Konmn apxuBHbIX [OKYMEHTOB Ha NpaBax MOANMHHWUKOB, W3rOTOBMEHHbIE MALUMHOMMCHBIM UMK
anekTporpaunyeckum CcrnocoboM C apxvMBHbIX AOKYMEHTOB Ha OymaXHOW OCHOBe, a TaKke KOomuu
ayoumoBM3yanbHbIX  JOKYMEHTOB  (DOPMUPYKOTCS B €OMHMUblI  XpaHeHus/eauHuubl  yveTa, KoTopble
YUMTBIBAKOTCA B OMUCAX AN, AOKYMEHTOB MO aHanormm ¢ nOANWHHBIMA apXUBHbIMWM [OKYMEHTamMu Ha
COOTBETCTBYIOLLNX HOCUTENSIX.

3a eanHuLYy XpaHeHUs KOMUIM apXUBHbIX JOKYMEHTOB Ha npasax NoANMHHUKOB, U3rOTOBIEHHbIX B BUAE
MUWKPOKOMMWI, NPUHUMaETCs pmanydeckn 060cobrneHHbIN pynoH MUKpodunbMa UM KOMMIeKC MUKpodumLl BHe
3aBMCUMOCTM OT KONUYECTBA OTCHATLIX Ha HEM [en U apXUBHbIX JOKYMEHTOB. Kaxaas eavHuua xpaHeHus
YYUTBIBAETCS B ONUCK Aen, JOKYMEHTOB MOA CaMOCTOSATENbHBIM HOMepPOM. B utoroeow 3anucu kK onucu gen,
OOKYMEHTOB Hapsgy C KONMMYECTBOM eAMHML, XpPaHEeHUS MUKPOKOMMWI YKa3biBaeTCA CyMMapHOE KOSNIMYEeCTBO
COCTaBMSAOLLMX UX KAOPOB.

Yyet nucToB B gene, boTtooTneyaTkos
B boToanbbome, eamHUL, XpaHeHUs B COCTaBe eanHuLbl yyeTa
ayanoBusyaribHbIX JOKYMEHTOB

3.7.13. KonuyecTtBo NUCTOB B Aene U eAMHUL, XPaHEHUS B COCTaBe eauHULbl ydeTa ayauoBun3yarbHbIX
AOKYMEHTOB Y4UTbIBAETCA Ha OCHOBE MX HyMepauun 1 dnKkcupyeTcs:

nncToB B fene - B nucte-3aseputene (npunoxeHve N 3) n B COOTBETCTBYHOLLEN rpade onucu aen,
AOKyMeHTOB (npunoxeHunsa N 7 - 8);

doTooTneyatkoB B oTtoansbome - BO BHYTpeHHeW onucu doTtoansboma, a Takke B
COOTBETCTBYIOLLEN rpadhe onmncy hoToans60MoB;

eaQVHULbl XpaHeHUs ApYrmx ayauoBu3yarbHbIX AOKYMEHTOB - B COOTBETCTBYIOLUMX rpadpax onuvcen
3TUX JOKYMEHTOB.

Mpun y4eTe eguHNL XpaHeHMs B COCTaBe eanHULbl yYeTa ayamMoBU3yarbHbIX JOKYMEHTOB:

eaVH1LbI XpaHeHns gnadunbMoB pacnonararoTcs No NOpPSAKY HOMEPOB PYNOHOB;

eauHWLbl XpaHeHUs KMHOOOKYMEHTOB pacnofaratoTcs no driemMeHTaM KOMMMEeKTa, BHYTPU KOTOPOro
HyMepyTCS MO NopsgKy HOMEPOB YacTen;

eaunHULbI XpaHeHUs POHOOOKYMEHTOB pacnonaratoTcs B Nopsiake Npon3BoACTBEHHbLIX HOMEPOB.

Yyet cTpaxoBoro goHaa 1 poHaa nonb3oBaHMs

3.7.14. 0OO6bem cTpaxoBoro doHOa U ¢doHaa nomnb3oBaHUSA U3MepsieTcs B eauHuMuax
XpaHeHusi/egnHMLax ydeTa, a Takke B:

Kagpax - 4Ns KOMWUIN apXMBHbIX JOKYMEHTOB Ha BymMaXKHOM OCHOBE N (DOTOAOKYMEHTOB;

MeTpax - Anst KON KNHOLOKYMEHTOB;

BpeMEHM 3BYyYaHUs - Ans Konmi OHOAOKYMEHTOB;

B MerabanTax - 4 KON SNeKTPOHHbIX AOKYMEHTOB.

Mpn aTOM OTAEMNBbHO Y4YMTHLIBAKOTCA CTPAaxOBble KOMWU YHUKamNbHbIX AOKYMEHTOB U 0COBO LEHHbIX
AOKYMEHTOB K KOMMU (POHAa MONb30BaHWs, OTCHATHIE C apXMBHbIX OOKYMEHTOB Ha OymakHOW OCHOBE
(pa3penbHO Ha PYNOHHOW MIEHKEe U MUKpOodULLAX); KWNHOAOKYMEHTOB; (DOTOAOKYMEHTOB; POHOAOKYMEHTOB;
BUAEOdOHOIrPaMM; INEKTPOHHbIX JOKYMEHTOB.

Y4yeT Begetcsd No KHUram yyeta MocTynneHun cTpaxoBoro ooHaa u hoHAa Morb30BaHUSA M OMUCAM
CTpaxoBoro oHAa. Y4YeT MOoCTynrneHusl U BbiObITUS CTpPaxoBblX KOMWUMA OCYLLECTBSIETCH Ha OCHOBaHMU
3aKa30B Ha M3rOTOBIIEHWE CTPaxOBbIX KOMWA M KOMUA (oHAa MNOMb30BaHWS, akTOB Mpuema-nepenayu
CTPaxoBbIX KOMWI Ha crneuuanbHoe XpaHeHue u Apyrux akToB. K KHUram y4eTa MOCTYNeHWi exerogHo
COCTaBMsETCS UTOroBas 3anuchb.

Onucu crpaxoBoro ¢oHaa cocTaensTcs B 3 ak3emnnsipax. [lepBble ak3emnnspbl nepegarTcs
BMECTE CO CTPaxOBbIMM KOMUSMU YHUKalbHbIX JOKYMEHTOB M OCODO LIEHHbIX JOKYMEHTOB B CreLumanbHbIv
apxuB, BTOPbIE U TPETbW OCTalOTCH B apXuBe.

Mo mepe kONMPOBaHUSA U Nepegayvn CTPaxXOBbIX KOMWUA YHWKamNbHbIX OOKYMEHTOB M 0COBO0 LEHHbIX
OOKYMEHTOB B CreuuanbHbI apxvMB K ONUCAM CTPaxoBoro (poHOa COCTaBMSTCH HOBbIE UTOrOBbIE 3anncu B
ycTaHoBneHHoOM nopsigke (cm. n. 3.5.6).



B onuvcsax gen, gokymeHToB B rpade "lpumedvaHnsa” HanpoTUB 3arorioBka CKOMMPOBAHHOW efuHuLbI
XpaHeHus/egmHuubl yyeta npoctaensgetrca wrtamn "C®". Ecnv ckonvpoBaHbl BCe pJena, AOKYMEHTHI,
BKIMIOYEHHbIE B onuchb, wTamn "CO" npocTaBnseTcs TONMbKO Ha TUTYNbHOM NUCTe M obrnoxke onucu aen,
OOKYMEHTOB.

3.7.14.1. 3a eanH1Ly XpaHeHUsa/eauHULY ydeTa CTpaxoBoro poHaa yHUKanbHbIX JOKYMEHTOB 1 0Cc060
LEeHHbIX JOKYMEHTOB Ha GymMaXKHOW OCHOBE Ha PYNOHHOW NMeHKe NpuUHMMaeTcs usmyeckn o60CcobneHHbIN
PYnoH MUKpounbmMa.

B kHWUry yyeta nocTtynneHun cTpaxoBoro ¢oHaa v ¢oHOa Nonb3oBaHWs Ha PYMOHHOW MNIeHKe B
BarioBOM Mopsiake (BHe 3aBMCMMOCTM OT (DOHAOBOV NPUHAANEXHOCTM AOKYMEHTOB) HA OCHOBaHMK 3akasa Ha
W3roTOBMEHME CTPaxOBbIX KOMUIN 3aHOCUTCA KaxKaas eguHuua XxpaHeHusa ctpaxosoro dooHaa. o kHure yyeta
noctynnenHun (rpacda 1) eguHMUam XpaHeHMs1 CTpaxoBoro doHAa NPUCBAMBAOTCA YYeTHble HOMepa,
KOTOpbIEe SIBNAIOTCH COCTABHOW YacCTblo MX apXMBHbIX LWUAPOB.

Ha Bce cTpaxoBble KONun yHUKanbHbIX JOKYMEHTOB U 0CO60 LIEHHbIX AOKYMEHTOB BHE 3aBUCUMOCTU OT
nx POHAOBOM MPUHAAMNEXKHOCTU COCTaBMNAETCA OMUCb CTPaxoBoro hoHAaa, Hymepauus eguHuL XpaHeHus
CTpaxoBoro ¢oHga B KOTOPOW COOTBETCTBYET YYE€THbIM HOMeEpaM, MPUCBOEHHbIM MM MO KHUre YyyeTa
NOCTYMMEHWUNA.

ApXMBHBIM LLMAPPOM eauHULIbI XpaHEeHUSI CTpaxoBoro ¢oHOa SBMNSETCA HasBaHWe apxuBa, HOMep
onMcK CTpaxoBoro doHaa, HoOMep ydeTa eauHULbl XpaHeHus cTpaxoBoro hoHaa ¢ AobGaBneHneM MHAeKca
"Co".

3.7.14.2. 3a egnHuUy yyeTa CTpaxoBOro )oHAa OOKYMEHTOB Ha OymaXKHOM OCHOBE Ha MMKpodpumLiax
NPUHUMAETCH ofHa NN HECKOMNBKO MUKPOMMULL, OTCHATLIX C OAHOMO Aena 1 NOMEeLLeHHbIX B OMH KOHBEPT, 3a
eVHULY XpaHeHUs - MUKpoduLLa.

o kHUre yyeTa NOCTYNMEHUI CTpaxoBoro oHaa v poHOa NOMb30BaHUA Ha MUKpodULIaX Kaxaomy
NMOCTYNIEHUIO MpUCBaMBaEeTCA MNOPSAKOBbIA HOMep. KonuyecTBeHHble MnokasaTenM BHOCATCA C Y4YeTOM
oHO0BOW NPUHAANEXHOCTN OTCHATBLIX KOMUIW MO KaXXAoMy apxXuBHOMY (poHAY M onucu Aen, JOKYMEHTOB
OTAEnNbHO.

Onucu ctpaxoBoro choHAa Ha MUKpOdULLAX COCTaBNSATCA pas3fAenbHO Ha CTPaxoBble KOMUW Kaxgoro
apxuBHOro oHAa, OgHY UM HECKOSLKO ero onucen.

Y4yeTHbIM HOMEPOM efuHWMUbl ydeTa cTpaxoBoro ¢doHAa M ¢doHAa Nonb30BaHUA AOKYMEHTOB Ha
OyMakHOW OCHOBE, M3rOTOBIIEHHOIO HA MUKpPOMMLLIAX, SBMNSIETCHA YYETHbIA HOMEP OTCHATOrO Aena, apXMBHbLIM
WNPOM - COOTBETCTBEHHO, apXMBHbIA WNMDP OTCHATOro Aena c gobaBneHMeM uHAekca "CO" - ans
ctpaxoBoro poHga u "M" ("Moautme"), "O" ("Onazokonuma") - 4na oHga Nonb30BaHUS.

3.7.14.3. EagvHuubl XpaHeHus/eauMHuubl yyeTa CcTpaxoBoro doHga v doHda Mnonb30BaHMs
aygonoBusyanbHbIX [OOKYMEHTOB WOEHTUYHbI eOuHMLUAaM XpaHeHus/eguHuuaMm y4veTa ayauoBU3yaribHbIX
OOKYMEHTOB.

CTpaxoBble KOMMM KWMHO- U (POTOAOKYMEHTOB YYMTbIBAOTCA HE3aBMCMMO OT BuOA KUHO- U
(POTOOOKYMEHTOB B KHUIaxX y4eTa NocTynsieHun n onncax CcTpaxoBoro poHaa n ooHAaa Nonb30BaHUS.

CtpaxoBble konuu (POHOOOKYMEHTOB Ha MAarHUTHOW JEeHTe W [PaMOpPUIrMHanoB U3-3a WX
060Cc06neHHOro XpaHeH s YYNTbIBAKOTCS B Pa3HbIX KHUrax y4eTa NOCTYNNeHnn 1 onucsx.

B MTOroBbIX 3anncsX KHUM y4eTa NOCTYMMEHUA U ONucen CTpaxoBoro doHaa n doHda nonb3oBaHUS
KMHOPOTOAOKYMEHTOB 1 (POHOOOKYMEHTOB Ha MeTanfnnyeckmx AMcKax OOMOMHUTENBHO MOXET yKasblBaTbCs
KOMNMMYeCTBO eAMHUL, XpaHEeHUS COOTBETCTBEHHO NPOMEXYTOYHbLIX MO3UTMBOB U KOHTPaTWUMOB; MO3UTUBOB U
Aybnb-HeraTnBoB; HeYeTHbIX (1) 1 yeTHbIX (I) rpamopurMHanos.

B uTOroBbIX 3anmMcax K OnUCsM CTPaxoBbIX KOMUA KUHOPOTOWOHOLOKYMEHTOB yKa3blBAETCS Takke UX
ob6beMm B MeTpax, kagpax, Yacax 3BydaHusl.

Homep egunHuubl yyeTa cTpaxoBoro oHaa KMHOMOTOMOHOAOKYMEHTOB MNEPEHOCUTCA B OMUCb U3
KHUMM  y4yeTa  NOCTYNNEeHWMW.  APXMBHbIM  WKMGPOM  eOguHMUbl  ydeTa  CTpaxoBoro  doHaa
KMHOOOTOPOHOOOKYMEHTA SABMAETCA HasBaHWe apxuBa, HOMep eduHWUbl yveTa cTpaxoBoro doHga ¢
pobasneHuem nHaekca "Co".

3.7.14.4. Y4eT KOMUMA apXMBHbIX [LOKYMEHTOB, CO3[AaHHbIX B MPOLECCE WX WCMONb30BaHUS WU
BKIMIOYEHHbIX B (OOH NMOMb30BaHUSA, BEOETCH B apXUBE B OTAENbHOM KHUME y4eTa KOMUn 3TUX JOKYMEHTOB.

Y4eT My3eliHbIx NpeaMeToB U BUBNMoTeYHbIX (POHO0B

3.7.15. YueT My3elHbIX NPeaMETOB, SABMAIOLIMXCA BNOXEHWEM B Aeno, BeAeTCA B YCTaHOBMEHHOM
nopsgke (cm. n. 3.7.13).

My3seliHble NpegMeTbl, He SABMSAIOLWMECS BNOXEHUAMWU B AENO, NPUHATbIE HA XpaHeHWe B cocTaBe
apxMBHOro oHAa, YYMTbIBAKOTCA B COCTaBe 3TOro hoHAa Kak eguHuubl XpaHeHus. [pu 3HaunTernbHOM
KONMMYECTBE TakUX €OUHUL, XpaHEHNS Ha HUX COCTaBISIETCS OTAENbHAsA ONUCh Aer, JOKYMEHTOB.

BkniovyeHne B coctaB MysenHoro ¢oHga Poccuickon ®demepaumm M yy4eT OaHHbIX MY3EWHbIX
NPEAMETOB OCYLLIECTBAKTCA B COOTBETCTBMM C MOPSOKOM, YCTAHOBIEHHbIM CNeLUmnansHO YNOSIHOMOYEHHbBIM
denepanbHbIM OpraHoM UCNonHUTENbHOM BNacTu ana MyasenHoro choHaa Poccuinckon depepaumm.

Y4yeT My3elHbIX nNpeamMeTtoB, codepXaliuMx [paroueHHble MeTannbl UM KaMHW, BedeTcs B



ycTaHoBneHHoMm nopsigke (cm. n. 3.7.10).

3.7.16. Yuet 6rubnuoteyHoro (cnpaBo4HO-MHpOPMaLMOHHOIO) hoHOa apxmBa BE4ETCS B COOTBETCTBUU
C MOPSIAKOM, YCTAHOBMEHHbIM CheuuanbHO YMNOMHOMOYEHHBIM defepanbHbiM OpraHoM WUCMOMHUTENBHON
BnacTun ans 6ubnmnoteyHsIx oHOOB.

IV. OpraHusaums KOMNNeKToBaHWS apxusa AOKYMeHTaMu
apxuBHoro coHaa Poccuickon ®enepaumu u apyrumm
apXUBHbIMW AOKYMEHTaMM1

(B pasgene Ha rocygapCTBEHHbIE Y MyHULUMMANbHbIE MYy3en 1 BbnuoTekn pacnpocTpaHaTed nn. 4.3,
431,432,44.2,443,44.4,47)

4.1. CuctemaTtnyeckoe nonorHeHne apxuea gokymeHTamm ApxusHoro dpoHaa Poccuinckon ®enepaumm
(komnnekToBaHWe apxunBa) BKMOYAET:

onpeaeneHne NCTOMHUKOB KOMMIIEKTOBAHUS apX1Ba;

onpefeneHue coctaBa apxMBHbIX JOKYMEHTOB, NoANeXalunx npuemMy B apxms;

npuemM-nepeaavy apxmBHbIX JOKYMEHTOB B apXMB.

MCTOYHMKM KOMMNNEKTOBaHNA apxuea

4.2. TocynapCTBEHHble OpraHbl W OpraHbl MECTHOrO CaMOYMpaBfEHWs] BKIHOYAKOTCA B CMMCKU
WCTOYHMKOB KOMMEKTOBAHMS FOCYAAPCTBEHHBIX U MYHULMMANbHbLIX apXMBOB B 00A3aTenbHOM Nnopsiake.

VICTOYHMKaMy KOMMIEKTOBAHMSA apxvMBa BbICTYMAKOT TakKe OpraHvMsauum 1 rpaxgaHe, B npouecce
OEeATENbHOCTM KOTOPbIX 00pasytoTcs JoKyMeHTbl ApxmnBHoro cdooHaa Poccuiickon Pepepauun.

HerocygapCTBeHHble oOpraHuM3auun, a Takke rpaxgaHe BKIHYaloTCsa B CMMCKUM  UCTOYHMKOB
KOMMJIEKTOBaHNS apX1MBa Ha OCHOBaHUKM JOroBopa.

HerocygapcTBeHHble OpraHu3aumun, BpeMEeHHO XpaHswme AoKyMeHTbl ApxuBHoro goHga Poccuiickon
denepauun, oTHocsAwmMeca Kk hegepanbHOM COBCTBEHHOCTH, cobCTBEHHOCTM CcybbekToB Poccuickon
denepauuun unu MyHULMNanbHOM COBCTBEHHOCTU, BKIHOYAKOTCA B CMMCKU UCTOYHMKOB KOMMIEKTOBAHUSA TEX
apXxvMBOB, UCTOYHMKaMW KOMMMEKTOBAHUSA KOTOPbIX SABMASAMUCH UX NPeALleCTBEHHUKU - FOCyAapCTBEHHbIE U
MYyHWLMNanbHbIe OpraHn3aumu.

4.2.1. OTHeceHVe K UCTOYHUKaM KOMMIEKTOBaHNS apxvBa MPON3BOAMUTCSH HA OCHOBaHWUW KPUTEPUEB:

AN opraHn3aumi:

PYHKLMOHANbHO-LENEeBOro HasHa4YeHWst opraHmsauum (N rpynnbl OpraHM3auui, BbIMONTHALWNX
aHanormyHble OyHKUMK, Ucnonb3yeTca oopma BbIOOPOYHOro npuema);

MOSTHOTbI  OTPaXKeHUs1 WHopMauny O OeSTENbHOCTM OpraHu3auMn B apxvBHbIX (POHAAX OPYrnx
opraHusauum;

Ons rpaxgaH:

BKMaj rpaxgaHvHa B pasBuUTUE HayKu, KynbTypbl U Apyrnx obnacren aestensHocCTy;

€ro porb B Ka4eCTBe y4acTHUKA, OMeBMALIA BblOAKOLMXCA COObITUI B XXM3HU OOLLECTBA;

pPOACTBEHHbIE, APY>KECKUE, TBOPYECKME CBA3W rpaXxaaHuHa, Mecto paboThl, 3aHMMaeMast JOMMKHOCTb;

TUNUYHOCTb €ro apXMBHbIX JOKYMEHTOB AN 3NoxXu (AOKYMeHTbI "psaoBbIX" rpaxaaH);

COCTaB M cogepkaHne cobpaHHbIX rpaXaaHMHOM apXMBHBLIX JOKYMEHTOB.

CnncKM NCTOYHMKOB KOMMIIEKTOBAHMS apxmea

4.22. CnOMCKM  MWCTOYHWKOB  KOMMIIEKTOBAHWS  COCTaBMSIOTCA  apXMBOM  HAa  OCHOBaHMU
3aKoHogaTtenbcTBa 06 apxmMBHOM gerne B Poccuiickon Pegepauum, Hopm nn. 4.2 n 4.2.1 HacTosiwmx MNpaswun,
a TaKke pekoMeHAauuin cneumanbHO YMONTHOMOYEHHOro dhedepanbHOro opraHa MCMONHUTENBHOW BnacTu B
chepe apxmBHOro aena, NOAroTOBIIEHHBIX CAMOCTOSATENbHO MM COBMECTHO C Apyrumu chepepanbHbiMu
opraHamu UCNONMHUTENbHOW BMAacTh, B TOM YMCIEe OCYLLECTBNALWMMY AEN03MTapHOe XpaHeHNE OOKYMEHTOB
ApxmBHoro ¢oHaa Poccuiickon degepauun.

ApxuB BeeT CMMCOK OpraHn3aLmi - ICTOYHUKOB KOMMIEKTOBAHNS MO YCTaHOBMNEHHOW hopMe.

Cnmcok rpaxgaH (COBCTBEHHMKOB WNW  BragenbLeB apXMBHbIX LOKYMEHTOB) - WCTOYHMKOB
KOMMMEKTOBaHMSA BeAETCA MO NPUHATOM B apxvmBe opMme C obssaTenbHbiM ykasaHvem amunvii, UMeH,
OTYECTB, afipeCOB MecTa XWUTENbCTBa, PUONYECKOro 060CHOBaHNS BO3MOXHOCTM Mepedadn UX apXMBHbIX
OOKYMEHTOB B apXuB.

B apxuBe, MpUHMMAIOLLEM Ha XpaHEHWEe pPasfnyHble BUAbl apXUBHbIX AOKYMEHTOB, COCTaBMSHOTCS U
BEOyTCA CaMOCTOATENbHbIE CMMCKU OpraHu3auun - WCTOYHWKOB KOMMMEKTOBAHMS Hay4HO-TEXHUYECKON
OOKYMEeHTaLmMen, CMCKN opraHM3auni - ICTOYHUKOB KOMMITEKTOBaHUSA ayanoBu3yarnbHbIMU JOKYMEHTaMU.

4.2.2.1. TIpOEKTblI CMMCKOB MCTOYHMKOB KOMIMITEKTOBAHUA dheaeparibHbIX roCcygapCTBEHHbIX apXUBOB
nocrne pacCMOTPEHUST UX Ha 3KCrepTHo-npoBepoyHon komuccum (JMK) apxmBa npegcraBnsieTcs Ha
cornacoBsaHue LleHTpanbHoOM 3kcnepTHo-npoBepovHor komuccmm (LISMK) cneumanbHO ynomHOMOYEHHOro
denepanbHOro opraHa MCMOMHUTENbHOW Bractu B cdepe apXWBHOro Aena; rocygapCTBEHHbLIX apXvMBOB



cybbekta Poccuickon degepaumm n MyHUUMNanbHbIX apxmMBoB - Ha cornacoBaHne 3K ynonHomMoYeHHoro
opraHa ncrnonHuTensHon Brnactu cybbekta Poccunckon degepaummn B cpepe apxvMBHOro gena; opraHusaumn
Poccuickon akagemun Hayk - Ha cornacoBaHue 3K ApxmBa Poccuinckon akageMmmn Hayk.

Pewenne LISMK cneunanbHO ynonHOMOYEHHOro dyeaeparnbHOro opraHa WCMOMHUTENbHOW Bnactu B
chepe apxmBHoro gena, AMNK ynonHOMOYEHHOro opraHa WCMOSMHUTENBHOW BnacTn cybbekTta Poccuickon
denepauuun B chepe apxmsHoro aena, IAMK Apxusa Poccuitckon akagemumn Hayk O cornacoBaHuu cnmcka
WUCTOYHMKOB KOMMMEKTOBAHMUS apxvMBa SIBMSETCA OCHOBaHMEM ANl €ro YTBEPXAEHUA PYKOBOACTBOM
COOTBETCTBYIOLLETO apxvMBa WM OpraHoM MECTHOro camoyrnpaBsreHust (4Nns MyHUUMnanbHbIX apXMBOB),
npesvamymom Poccuinckon akagemummn Hayk.

ApxuB BnpaBe BECTU CNNCOK BO3MOXHbIX NCTOYHUKOB KOMIMITEKTOBAHUS.

CnpaBkn, 3KCNepTHbIE 3aK/OYEHUS O BKIOYEHWM OpraHusaumi M rpaxgaH B CMUCKA MCTOYHWUKOB
KOMMJIEKTOBAHNS apXuBa UIN UCKITIOYEHUN UX U3 yKa3aHHbIX CMIMCKOB, a Takke O hopMe npuema apXmBHbIX
OOKYMEHTOB Ha XpaHeHWe 1 NpeacTaBnsitoTCcs:

degepanbHbIMM  TOCYAAPCTBEHHBIMW — apxmBamMu - Ha paccmoTpeHne LJMNK  cneumanbHo
YMONTHOMOYEHHOro dhefepanbHOro opraHa UCNONMHUTENBHON BriacTu B cdepe apxMBHOro aena (pelweHve ob
WCKITIOYEHMM OpraHu3auum K3 Crnucka WMCTOMHWKOB KOMMMEKTOBaHMA beaepansHOro rocyaapCTBEHHOMO
apxuBa B cny4dae ee nuksuaauum npuHumaetcsa AMNK deaepansHOro rocyaapCTBEHHOIO apxmBa);

rocydapcTBeHHbIMM apxmBamu cybbekToB Poccuickon ®enepaumm u MyHUUMNANbHbIMKM apxmBamin -
Ha paccmoTtpeHre OJMK ynonHOMOYEHHOrO oOpraHa WCMONHUTENbHOW Bnactn cybbekta Poccuiickon
depepauunu B chepe apxmMBHOrO Aena;

opraHusaumsammn Poccuiickon akagemmnn Hayk - Ha paccMmoTpenue QMK ApxmBa Poccuiickon akagemmm
HayK.

YTOYHEHNE U NepeyTBEPXKAEHME CMIMCKOB MCTOYHMKOB KOMIMIIEKTOBAHNS apXMBOB NPOBOAUTCS MO Mepe
HeobxogmmocTn. OcHOBaHMEM [Onisi  3TOr0  SABMSAKOTCA:  CO34aHWe, peopraHvM3auus, NuUKBugauus
rocygapCTBEHHOIO OpraHa, opraHa MECTHOroO CaMoyrpaBIieHUsl, OpraHuM3aumu; OTKa3 HEerocygapCTBEHHbIX
opraHusauMn u rpaxgaH OT COTpydHMYecTBa C apxvMBOM (pacTopkeHue porosopa); pewexue LMK
cneumanbHO YNONMHOMOYEHHOro dheiepanbHOro opraHa UCMONHUTENBHOW BriacTu B cdhepe apxXuBHOro gena,
OlMNK ynonHomo4yeHHOro opraHa ucnonHuTenbHoW Bractu cybbekta Poccuitickon depepaumm B cdepe
apxuBHoro gena u 3K Apxmea Poccuickon akagemumn Hayk o nepefade opraHusaumm B ClMCOK MCTOYHUKOB
KOMMMeKToBaHMsa fApyroro apxusa. OpraHu3aumsi MOXET ObiTb MWCKIMIOYEHA W3 Cnucka WCTOYHMKOB
KOMMIEKTOBAHUSA apxmBa, €Cnn B Mpouecce OesTenbHOCTU opraHuM3auuu nepectann obpasoBbiBaTbCA
OokymeHTbl ApxmBHoro ooHaa Poccunckon ®egepaumn.

4.2.3. ApxvB BegeT HabnogatenbHoe Oerno Ha Kaxabl rocydapCTBEHHbIA OpraH, opraH MEeCTHOro
camoynpaBIieHUs U OpraHn3aunio - ICTOYHUK KOMMIIEKTOBAHUS apXuBa, B KOTOPOE BKIOYAKOTCA OOKYMEHTDI,
XapakTepusyllime ero npaBoBOM CTaTyC M [OedATenbHOCTb, a Takke paboTy apxuBa W OpraHusauuio
OOKYMEHTOB B [eronpou3BoAcTBe. HabniogatenbHoe geno MoXeT ObiTb 3aBeAEeHO M Ha rpaxgaHuHa -
WUCTOYHMK KOMIMJIEKTOBAHMSA apxvMBa, B KOTOPOE BKIOYAKOTCA CBEOEHWS O COCTaBe U COAepXaHuu ero
apXMBHbIX JOKYMEHTOB.

B uensx yyeta paboTbl C WMCTOMHMKAMW KOMMMEKTOBAHUS apxvB BMpaBe CcoO34aBaTb Y4YeTHO-
CNpaBOYHbIE KapTOTEKN 1 6a3bl AaHHbIX.

nOpﬂ,D,OK 9KCNepTn3bl LEHHOCTN OOKYMEHTOB

4.3. ApxuBHble OOKYMEHTbl BKMwoyalTca B coctaB ApxuBHoro doHaa Poccuiickon depepaumm Ha
OCHOBaHWWN 3KCMEPTM3bl LIEHHOCTM [OKYMEHTOB (T.€. U3yYeHWst LOKYMEHTOB Ha OCHOBE KPUTEPUEB WX
LEHHOCTW B LIeNSIX ONpeaerneHnst CPOKOB XpaHeHUS AOKYMEHTOB M UX 0TOOpa Ha MOCTOSIHHOE XpaHEHUE).

BknioveHne OoOKyMeHTOB B cocTaB ApxuBHOro cgoHga Poccuiickon depepaumm OCyLLEeCTBSIETCA Ha
OCHOBE KOMIIIEKCHOTO MPUMEHEHUSA KPUTEPUEB MPOUCXOXKAEHUS OOKYMEHTOB ((YHKLMOHASNbHO-LIENEBOe
Ha3HayYeHne MCTOYHMKA KOMMITEKTOBAHUSA C YyYETOM €ro ocoboln ponu unm TUMOBOrO XapakTepa, Bpems u
MECTO CO3[aHus OKYMEHTa U T.M.), COAEPXaHUsa OOKYMEHTOB (3HAYMMOCTb MHOpMaLnnM, B TOM YuCre ee
YHUKaANbHOCTb, TUMWYHOCTb WNN MOBTOPSEMOCTb, BMA [OOKYMEHTa, €ro MOAMMHHOCTb), BHELIHUX
ocobeHHOCTEN [OOKYMEHTOB (bopMa puKCMpOBaHWS W Nepefavn coaepXaHus, yaoCTOBEpeHus wu
ohopMneHUsa JOKYMEHTA).

Mpn BkNtoYeHUN OOKYMEHTOB B cocTaB ApxuBHoro ¢goHaa Poccuiickon ®depepauun mcnonb3yercs
Takke hopma NoBMOOBOMO MMM rPyMnoBOro BbIGOPOYHOIo Npuema AOKYMEHTOB.

4.3.1. PelweHne Hay4yHO-MeTOONYECKMX BONPOCOB, CBA3AHHBLIX C 9KCNEPTU30M LIEHHOCTM AOKYMEHTOB U
BKNOYEeHNEM mx B cocTaB ApxmBHOro dpoHga Poccuickon denepauumu, a Takke C onpedeneHnem B ero
coctaBe 0COBO LIEHHbIX OOKYMEHTOB, B TOM YMCNE YHUKalbHbIX OOKYMEHTOB, ocyulecTtensietca LIOIMK
cneumanbHO YNofIHOMOYEHHOro doedeparnbHOro opraHa UCMONHUTENBHOM BNacTu B cpepe apXxMBHOIo gerna.

OKcnepTn3a LEHHOCTU [OKYMEHTOB OCYLUECTBMSIETCA YMNOSIHOMOYEHHBIM OPraHOM WCMONHUTENBHOM
Bnactu cybbekta Poccuiickon depepaumm B chepe apxXmBHOro aena, apxmeoM COBMECTHO C COOCTBEHHUKOM
UnM BnagenbLueM apXMBHbIX OOKYMEHTOB B COOTBETCTBUM C KPUTEPUSIMU, YCTAHOBIMEHHbIMM B M. 4.3
HacTosAwmx Mpasun.



KoHcyneraHTlnoc: npumedaHuve.

Mpukasom MuHkyneTypbl PO yTBepxaeH lNepeyeHb TMNOBbIX apXMBHbIX AOKYMEHTOB, obpa3syoLwmxcs B
Hay4YHO-TEXHUYECKON N NPOM3BOACTBEHHON AEATENBbHOCTU OpraHn3aunii, ¢ ykazaHMeM CPOKOB XpaHEHWS.

Mpy npoBegeHUM 3KCNepPTU3bl LEHHOCTU OOKYMEHTOB U onpedeneHnn CPOKOB XpaHEeHUs OOKYMEHTOB
apxvB PYKOBOACTBYETCH MNEPEYHAMU TUMOBLIX apPXUBHbLIX [AOKYMEHTOB C YKa3aHWMEM CPOKOB XpaHeHus;
nepeyHsMn  OOKYMEHTOB, 0Opasyllmxcd B Mpouecce AeATenbHOCTM  begepanbHbiX  OpraHoB
rocygapCTBEHHOWM BriacTu, MHbIX FOCYAApPCTBEHHbIX opraHoB Poccuiickon denepaumm, a Takke B npouecce
OEATEeNbHOCTM MOOBEAOMCTBEHHBIX WM OpraHusauui, C yKa3aHMEM CPOKOB XpaHeHus (oTpacresble
nepevyHn); a Takke CPOKaMW XpaHEeHUs OTAENbHbIX BUOOB APXUBHbIX [OKYMEHTOB, B TOM 4uUCre He
BOLleAWMX B YKasaHHble MepeyHn, KOTopble YCTaHaBMMBAKOTCA 3akoHoAaTenbCTBOM Poccuickom
depepauuu.

PelueHnsa o BkntoveHumn B coctaB ApxmBHoro poHaa Poccunckon ®eaepauum KOHKPETHbLIX JOKYMEHTOB
npuHumatotcs  IMNK  denepanbHbIX  rocyaapctBeHHbIX apxuBoB, JlMK  yNnonHOMOYEHHbIX OpraHoB
ncnonHuTensHon Bnactu cybbektoB Poccunckon depepaumm B cdepe apxXMBHOMO Aena, 3KCNepTHbIMM
(HOHOO0BO-3aKYMOYHBIMA  KOMUCCUSIMW  TOCYOAPCTBEHHLIX W MyHMUUNANbHLIX My3eeB, 3KCMepTHbIMU
KOMUCCUSIMN TOCYAAPCTBEHHbIX U MyHMUMManbHbIX 6ubnmnotek, MK Apxmea Poccuiickon Akagemumn Hayk
npw yTBEPXXAEHUM ONncen aen, JOKYMEHTOB NOCTOAHHOIO Cpoka XpaHeHus.

MonHoMoOuMst M MOPSIAOK AeATenbHOCTU yKasaHnHbiX JIK onpemensloTcs NOMNOXEHUSMU O HUX,
paspabaTbiBaeMbIMM Ha OCHOBE COOTBETCTBYIOLLMX NMPUMEPHbBIX MOMOXEHUN, YTBEPXKAAEMbIX crneunanbHo
YMONTHOMOYEHHbIM dheeparnbHbiM OPraHOM UCMNONMHUTENBHON BNAcTu B cdhepe apXMBHOIO Agena.

Apx1B paccmartpusaeT U rotoBut K yteepxaeHuio 3K ynonHOMOYEHHOro opraHa MCNOMHUTENbLHON
Bnactn cybwvekta Poccunckon ®depepaumm B cdepe apxvMBHOrO gena onucu Aen, OAOKYMEHTOB (UNM uX
rofoBble pasgernbl) MOCTOSIHHOIO CPOKa XpaHeHusl, oOpa3oBaBLUMXCA B OEATENbHOCTM €ro MCTOYHWUKOB
KomnnekToBaHnsa. ®deaepanbHble rOCyAapCTBEHHble apxuBbl, ApxuB Poccuickon AkagemMmn Hayk
YyTBEPXAaloT yKaszaHHbIe OMUCU CaAMOCTOATENbHO.

ApxvB rotoBuT K cornacoBaHuto OIMK ynonHOMOYEHHOro opraHa WCMOSNHUTENBbHOW BNacTu cyObekTa
Poccuinckon ®depepaumm B cdepe apxuBHoro pfena WNU  cornacosbiBaeT B COOTBETCTBUM C
npegocTaBEHHbIMU €My MOSTHOMOYUSIMM ONUCKU Aen MO JIMYHOMY CoCTaBy (MNW UX rodoBble pasgerbl), akTbl
0 HencnpaBMMbIX NOBPEXAeHUAX JOKyMeHTOB (npunoxerve N 1). degepanbHble rocygapCTBEHHbIE apXuMBhl,
Apxus Poccuinckon Akagemmn Hayk NpOBOAST CorflacoBaHMe NepeyncrieHHbIX JOKYMEHTOB CaMOCTOATENBHO.

BknioyeHne OOKYMEHTOB, HaxXOAsILUXCS B 4YacCTHOW COBGCTBEHHOCTW, B cOCTaB ApXMBHOroO oHAa
Poccuinckon ®epepauum  OCyLLECTBNSAETCS Ha OCHOBAHUM  3KCMEPTU3bl  LIEHHOCTM  JOKYMEHTOB U
odopmMnsaeTCca LOroBOPOM MexXAy COOCTBEHHUKOM MMM BnadenbueM apXMBHbIX JOKYMEHTOB M apxvueBom. B
OaHHOM [OroBope ykasblBalTcsi 06513aHHOCTU COBCTBEHHUKA MMM Bnajenbla apXMBHbIX AOKYMEHTOB MO
XpaHeHUIo, Y4eTy 1 UCNoMNb30oBaHMIO AOKYMeHTOB ApxuBHoro poHaa Poccuiickon deaeparmu.

4.3.2. OkcnepTu3a LeHHOCTU JOKYMEHTOB B apxvBe NpoBOAUTCS:

Mo UCTEYEHUU CPOKOB BPEMEHHOIO XPaHEHUS! apXMBHbIX OOKYMEHTOB, B TOM 4YuCfe OOKYMEHTOB Mo
NMYHOMY COCTaBy, MOCTYNUBLUMX B apxXuB OT FNUKBUAMPOBAHHbLIX TOCYAApPCTBEHHbIX OpraHoB, OpraHoB
MECTHOro caMoyrnpaBneHus U opraHmM3auun;

npy NOCTYNMNEHUN B apXUB B UCKMIOYUTENBHBIX CRyyYasx JOKYMEHTOB B HEYNOpSAOYEHHOM COCTOSAHUM;

B cny4ae 6e3B03BpaTHOMO BbIBO3a apXMBHbIX JOKYMEHTOB 3a pybex.

Mo pesynstaTam 3KCNepTU3bl LLEHHOCTU JOKYMEHTOB, CPOKM BPEMEHHOIO XpPaHEHUs1 KOTOPbIX UCTEKMU,
B TOM 4uCfie OOKYMEHTOB MO JIMYHOMY COCTaBy, apXMB COCTABMSIET aKT O BbIAENEHUU K YHUYTOXEHWIO
OOKYMEHTOB, He noanexawmx xpaHeHuto (npunoxeHne N 11), u B yCTaHOBNEHHOM nopsgke BHOCUT
N3MEHEHNA B yYeTHbIE JOKYMEHTbI apXxvBa.

B pesynbrate 3KcnepTu3bl LIEHHOCTU [AOKYMEHTOB, MOCTYMMBLUMX B apxvB B Heynopsiio4eHHOM
COCTOSIHMM, apXMB COCTaBrisieT OMUCK Aen, OOKYMEHTOB MOCTOSIHHOIO XpaHeHWs, ONUcCK Aer BPeMEHHOro
(cebiwe 10 neT) cpoka xpaHeHus, onNUcu Aen no fIMYHOMY COCTaBY M aKT O BbIAENEHUU K YHUUTOXEHUIO
OOKYMEHTOB, He noanexatimx xpaHeHuto (npunoxexHve N 11).

Mopnexaiwime yHUUTOXEHUIO apXMBHblE AOKYMEHTblI MepedarTcs Ha nepepaboTKy (yTunusauui) m
CHMMAIOTCS C YYeTa B YCTaHOBNEHHOM nopsake. Caaya aen ocopmnsieTcs npuemo-caaTodHON HaknagHow, B
KOTOpOMW yKa3blBalOTCH AaTa nepegayu, KOM4ecTBO CAaBaeMbIX Aen U BEC OyMaXkHOW MakynaTypbl.

Mopsigok npuema apXMBHbIX JOKYMEHTOB

4.4. OT NCTOYHUKOB KOMMNIIEKTOBaHNS apxmBa AOKYMeHTbl ApxmsHoro oHaa Poccuiickon degepaumu
NPVHUMAIOTCS roCy4apPCTBEHHBLIM M MyHULMNANbHBIM apxvBamu, opraHnsauuen Poccuickon akageMmmm Hayk
MO WUCTEYEHUN CPOKOB WX BPEMEHHONO XpaHEeHWs, YCTaHOBIEHHbLIX 3aKoHogaTensCTBOM Poccuiickon
depepauuun.

B wucknounTenbHbIX CNyvasix CPOKM BPEMEHHOMO XpaHeHUs [OOKYMeHTOB ApxvBHOro oHaa
Poccuiickon ®egepauun MoryT ObiTb NpoaneHbl MO NpocbGe WCTOMHUKOB KOMMIIEKTOBaHWS apxusa npu
HeobX0OMMOCTU MPAaKTUYECKOro MCMNONb30BaHMA apXMBHbIX [AOKYMEHTOB WAM OTCYTCTBUS Yy apxusa
BO3MOXHOCTW [N npvema yKa3aHHblX [OKYMEHTOB B CPOKW, YCTaHOBfIEHHble 3aKOHOAATeNbCTBOM



Poccunmckon  ®epepauun. TpoaneHne  ykasaHHbIX  CPOKOB  OCYLUECTBISIETCS: AN UCTOYHMKOB
KOMMMeKToBaHmsa dedepanbHbiXx apxmBoB - peweHuem JIlMK depepanbHbiXx apxmBOB; AN MCTOYHUKOB
KOMMMEKTOBaHMs OpyrMx apxmeoB - peweHnem 3K ynornHOMOYEeHHbIX OpraHOB WCMOMHUTENbLHON BRAacTu
cybbekToB Poccuiickon denepaumm B chepe apxMBHOro Aena; Ans UCTOYHMKOB KOMMMEKToBaHus ApxuBa
Poccuickon akagemun Hayk - pereHnem OIK atoro apxuea.

CpokM BpeMeHHOro XxpaHeHust OOKYMeHTOB ApxuBHoro ¢oHga Poccuiickon depepauuun B
HErocyqapCTBEHHbLIX OpraHu3auusx ONpefensioTcss B JOroBOpe MeXAy apXMBOM U COOGCTBEHHWKOM MUIU
BNafenbLeM yKaszaHHbIX LOKYMEHTOB.

441. Tlpnem pokymeHTOoB ApxmBHoro oHoa Poccuiickon depepaumm  OT  UCTOYHWUKOB
KOMMMEKTOBaHMS OCYLLECTBMSETCA [OCYAapCTBEHHBIM M  MYHUUMUNANbHbIM apxMBamu, OpraHu3aumen
Poccuinckon akagemMmm Hayk B COOTBETCTBMM C NSIaHOM-rpadoMKkoM, KOTOPbIN YTBEPXKOAETCS PYKOBOACTBOM
apxuBa Mo COrMacoBaHMIO C UCTOYHMKaMM KOMMMEKTOBaHWs. BHennaHoBbIM NpyeM JOKyMeHTOB APXMBHOMO
doHaa Poccuiickon ®egepaumm, a Takke apXUBHbBIX JOKYMEHTOB, CPOKM BPEMEHHOIO XPaHEHUS KOTOPbIX He
WCTEKNN, OCYLLECTBNAETCA B Cryyae IMKBMAAUMW WCTOYMHMKA KOMMMEKTOBAHUS UMM B Criyvyae yrposbl
COXPaHHOCTU apXMBHbIX JOKYMEHTOB.

Mo npocbbe NCTOYHMKOB KOMMMEKTOBAHUSA U NPU HanMumm ceBoboaHbIX NnoLlaaen rocyqapcTBEHHbIN 1
MYHULMNanNbHbIA apxXuBbl, opraHusaumsa POCCUMCKON akageMum HayK MOXET OCYLLECTBNATb AOCPOYHbIN
npuem gokymeHtoB ApxusHoro coHaa Poccunckon defepauun, a Takke BpeMEHHOE XpaHeHWe apXMBHbIX
OOKYMEHTOB Ha OCHOBe foroBopa. lMpuem apxmBHbIX JOKYMEHTOB Ha BPEMEHHOE XpaHeHue odhopMsieTcs
Takke aKToM Mpuema-nepefayn OOKYMEHTOB Ha xpaHeHue (mpurnoxenve N 9) m npowmsBoguTca no
CAaTOYHOM ONnCH.

ApXVBHbIE OOKYMEHTbI MPUHMMAKTCS B rOCy4apCTBEHHbI U MYHULUNANbHbBIN apXUBbI, OPraHN3aLuio
Poccuiickon akagemMum Hayk B YNOpsSi4OYEHHOM COCTOSIHUM C  COOTBETCTBYHOLLMM Hay4YHO-CMPaBOYHbLIM
annapartom U CTPaxoBbiMW KOMUSIMU Ha O0COBO LieHHbIE JOKYMEHTbI U YHUKarnbHbIe AOKYMeHTbl. Bce paborThl,
CBsi3aHHbIE C OTOOPOM, NOArOTOBKOW M Nepefadvyen apxXmMBHbIX JOKYMEHTOB Ha MOCTOSIHHOE XpaHeHue, B TOM
ynucrne C Uux YnopsigoYeHMEM W TPaHCMOPTUPOBKOW, BLIMOMHSAKTCA 3a CYET CPEACTB  UCTOYHMKOB
KOMMSEKTOBaHWS, NepeaaroLLmx yKazaHHble JOKYMEHTHI.

Mpn npueme apxvMBHbIX [JOKYMEHTOB MPOBOAATCA npoBepka WX U3NYECKOro, CaHUTapHO-
MIMEHNYECKOro, TEXHUYECKOrO COCTOSIHWS, a Takke MpoBepka CTPaxoBblX KOMWMA Ha 0cob0 LEeHHble
OOKYMEHTbI U YHUKaIbHbIE JOKYMEHTbI 1 NPOBEPKa KOMMMEKTHOCTU YYETHbIX JOKYMEHTOB.

OokymeHTbl ApxuBHOro dcoHaa Poccuiickon degepaumm MNpUHUMAKOTCA B FOCYAAPCTBEHHLIA U
MYHMUMNAnNbHBIN apxuB, opraHn3auuio Poccuickor akagemumn Hayk no yteBepxaeHHeiM JIK onucam gen,
OOKYMEHTOB; AOKYMEHTbl MO JIMYHOMY cocTaBy - Mo cornacoBaHHbiM JlMK onucam gen, OOKYMEHTOB;
apXMBHbIE JOKYMEHTbI C HEMCTEKLIMMN CPOKaMU BPEMEHHOIO XpaHEHMs - MO COAATOYHbIM OMUCSIM.

lMpuem pgen npou3BOAUTCS MNOEOUHWYHO; OCOBO LEHHble Jerna MpUHUMAKTCA C WX MONMCTHOW
npoBepkon. Ha Bcex ak3emnnsgpax onvcu gen, OOKYMEHTOB AenatTcs OTMETKM O MpuMemMe apXMBHbIX
OOKYMEHTOB B apxvB. [lpy OTCYTCTBUM €OMHWL, XPaHEHWSs, yKasdaHHbIX B ONMUCK Aen, OOKYMEHTOB, B Heu
AenaeTca HoBas UToroeas 3anucb. Homepa OTCYTCTBYHOLMX €AMHMUL, XPaHEHUSI U MPUYUHBI OTCYTCTBMS
OroBapuBaloTCsl B akTe npuema-nepenavv OOKYMEHTOB Ha XpaHeHWe U B npuraraemMon K akTy crpaske.
NCTOYHMK KOMMMEKTOBaHMS NPUHUMAET Mepbl MO PO3bICKY He MOCTYNMBLUMX Ha XPaHEHUEe apXMBHbIX
OOKYMEHTOB. YTpayeHHble NOAMNMHHbIE apPXMBHbIE OOKYMEHTbI MOTYT ObITb 3aMEHEHbI UX KOMUSAMMU.

Mprem apxmBHbLIX OOKYMEHTOB OCOPMMSETCA aKTOM Npuema-nepefaydm LOKYMEHTOB Ha XpaHeHue
(npunoxeHue N 9), coctaBnsembIM B ABYX 3k3emnngapax. OQnH 3K3eMnnsp ocTaeTcd B apxuse, APYron - B
WCTOYHMKE KOMMJIEKTOBAHWUS. BmMecTe ¢ apXuBHbIMW OOKYMEHTaMu B apxvB MepeparTcsl Tpy aK3emnssipa
onucy ger, JOKYMEHTOB.

lMpn nepBOM MnpvemMe apxMBHbIX OOKYMEHTOB OT MCTOYHWKA KOMMIEKTOBAHUS MPUHMMAaETCs Takke
ncTopmdeckas cnpaeka O HEM K ero goHae, KoTopasi 3aTeM JOMONHSAETCS CBeeHAMU 00 M3MEHEHUsX B
Ha3BaHMK, PYHKUMAX, CTPYKTYPE UCTOYHMKA KoMMnekToBaHus ((poHgoobpasoBartens).

Mpnem apxuBHbIX OOKYMEHTOB Ha BPEMEHHOE XpaHeHue OdOPMIIAETCA akTOM npueMa-nepegayn
OOKYMEHTOB Ha XpaHeHue (npunoxexHune N 9) n nponssoguTcsa No caaTouHOM ONUCHK.

4.4.2. [okymeHTbl OT rpaxgaH MOCTynalT B apxXuB W BKNIOYaTCA B cocTaB ApxMBHOro ¢oHaa
Poccuiickon ®egepaunm no Jorosopy AapeHusi, No 3aBeLlaHnio, No 4OroBopy Kynnu-npogaxu, o peLueHunto
cypa.

Mpuem ykasaHHbIX [OOKYMEHTOB B apXuB OCYLUECTBRASETCA Ha oOcHoBaHuuM peweHns OJlK
degepanbHoro rocygapctBeHHoro apxusa; JAIK  ynonHOMOYEHHOro opraHa WCMONMHUTENBHOW BMACTy
cybbekta Poccuiickon degepaumm B chepe apxXMBHOTO Aena; aKCnepTHON (hOHO0BO-3aKyMOYHON KOMUCCUM
roCyAapCTBEHHOIO WNW  MYHUMUMNANbHOIO My3esi; 9KCMEepTHOW KOMWUCCUW  TOCYyOapCTBEHHOW UMM
MyHUUMNanbHon ©oubnuoteku; AIMK ApxmBa Poccuiickor akagemum Hayk Mo pesyrnskrataM pacCMOTpeHUust
COATOYHOM WNWN OLEHOYHOW OMWCKU U 3aKITKYEHUst aKcrnepTa U oPOpMNSETCH aKTOM Mpuema Ha XpaHeHue
OOKYMEHTOB NMYHOro npouncxoxaeHus (npunoxenune N 10).

Mpwn oTpruaTenbHOM peLleHnn BONpoca O NpuemMe Unm npruobpeTeHnn apxMBoM YKa3aHHbIX apXMBHbIX
OOKYMEHTOB, a Takke BO3BpaTe Mo pesyrsraTam 3KCNepTuabl LEHHOCTU UX YacTu U3 YMcina HaXoaUBLUMXCS B
apxvMBe COCTaBMSETCS aKT BO3BpaTa OOKYMEHTOB B ABYX dk3emnnsdpax. OauH 3K3eMnnap akta ocTtaeTcs B



apxvBe, Opyrov BMeCTe C AOKYMEHTaMM (UX YacTbio) BO3BpaLLaeTcs COOCTBEHHMKY UMK BnagenbLly.

4.4.3. AyguoBusyarnbHble [OOKYMEHTbl MNPUHMMAKTCA Ha XpaHeHue B CregylolweM KoMMfekTe:
KMHOOOKYMEHTbI ((unbMbl, CneLuBbINyCKW) - HeratuB M3obpakeHusi, Heratus (POHOrpPaMmbl, MarHWUTHbIN
opuruHan ¢boHorpamMmmbl, MO3UTUBHASA KOMUS, MarHUTHas OHOrpamMma LUYMOB U MY3bIKU, NMPOMEXYTOUHbIN
Nno3NTMB U300paKeHWs, YCTAHOBOYHbIE pPOMMKM W Nacnopta Ans  UBETHbIX KWHOAOKYMEHTOB (B
UCKITHOYUTENBbHBIX CNyYasx MNPUHUMAaETCS HEMOMHbIA KOMMMEKT); (POTOAOKYMEHTbI - HeraTtuB, KOHTPOSMbHbIN
doTooTneyaTok; poOHOAOKYMEHTbI N BUAEOOOKYMEHTbI - opurMHan v konuss. OQHOBPEMEHHO NPUHMMAETCS
TEKCTOBasi COMPOBOAMTENbHAA AOKYMEHTaUuus: ONs KUHOLOKYMEHTOB - MOHTaXHbIE JIMCTbI, aHHOTaUUW,
paspelumTenbHble YO4OCTOBEPEHUS K 3aKOHYEHHBIM NMPOM3BEOEHNAM, aKTbl TEXHUYECKOTO COCTOSIHUSA, 3anucu
LBETOBbIX M CBETOBbIX MacCMopToB; ANA (OTOOOKYMEHTOB - aHHoTauusi; ans (OHOOOKYMEHTOB -
COMpoBOANTENbHAsA AOKYMEHTaUMS; AN1S1 BUAEOAOKYMEHTOB - akTbl TEXHUYECKOTO COCTOSIHUA.

OnNEKTPOHHbIE AOKYMEHTbI MPUHMMAIOTCS Ha XpPaHEHWe B COMPOBOXAEHWMM MPOrpaMMHbIX CPencTs,
NMO3BONSAOLLMX NX BOCMPOM3BECTU, N C HEOOXOAMMBIM KOMMIEKTOM CONPOBOAUTENBHON LOKYMEHTaLUN.

4.4.4. [JOKyMeHTbI, CO34aHHble apXvMBOM B pesyrbrate MHULMaTUBHOIO AOKYMEHTUPOBaHUSA COObITUN
COBPEMEHHOCTW UMK NPOLIOoro (aHkeTbl, poTorpadumm, 3anucu BocnoMuHaHui, Geced, MHTEPBLIO U T.4.),
BKMoYaloTca B coctaB ApxmBHoro ¢poHaa Poccuickon depepaumm n BHOCATCA B ONUCb Aen, OOKYMEHTOB,
koTtopas ytBepxaaetca JMK denepansHOro rocyaapcreseHHoro apxuea, JIK ynonHomMoveHHoOro opraHa
ncnonHuTenbHOM Brnactn cybwbekta Poccuiickon Pegepaumm B cdepe apxvMBHOrO Aena, 3KCNepTHON
(POHA0BO-3aKYNOYHOM KOMMUCCUEN TOCYAAPCTBEHHOIO MM MYHULMNANBHOMO My3esi; SKCMepPTHOW KOMUCCUEN
rocyAapCTBEHHOW WNM MyHuuunanbHon 6ubnuotekn, AMK ApxmBa Poccuiickon akagemum Hayk. [Mpuem
yKa3aHHbIX JOKYMEHTOB 0POPMIISIETCA akTOM Npuema-nepegaym JOKyMEHTOB Ha NOCTOSIHHOE XpaHeHUe.

4.45. TlpueM CeKpeTHbIX [OOKYMEHTOB OT WCTOYHMKOB KOMMJIEKTOBAHUS T[OCY4APCTBEHHOMO U
MYHULMNANbHOIO apXMBOB, OpraHM3auun Poccuinckonm akageMmym Hayk OCYLLECTBSIETCA B COOTBETCTBUM C
3akoHogaTtenbcTBoM Poccuickon ®enepaumm o rocygapCTBEHHOM TalHe MO akTy UM OTAENbHbIM ONUCAM Aen,
OOKYMEHTOB.

MpuemM apxmMBHbIX JOKYMEHTOB OT NMMKBUAMPOBAHHbBIX OpraHv3aLumii

4.5. Npuem pokymeHToB ApxmBHoro poHaa Poccuiickon ®enepaumm n opyrux apxXmBHbIX JOKYMEHTOB,
CPOKM BPEMEHHOI0 XPaHEeHWsl KOTOPbIX He WCTEeKNU, OT MNUKBUOMPOBAHHLIX FOCYAAPCTBEHHbLIX OPraHoB,
OpraHoB MECTHOIO CamoyrNpaBeHns], rOCYyaapCTBEHHbIX U MyHULMNATbHbBIX OpraHM3aunii OCyLLECTBNAETCS B
COOTBETCTBUM C OEWNCTBYIOLLMM 3aKOHOOATENBCTBOM M B NOPSAKE, YCTAHOBEHHOM HacToswmmMy NpaBunamm
(cm.n. 4.4.1).

Mpn nuKBMOauUMM HerocyaapCTBEHHbIX OpraHM3auui obpasoBaBLUMECS B Mpouecce UX AeATEeNbHOCTH
OOKyMeHTbl ApxuBHOro doHga Poccuiickon Pepepauun, AOKYMEHTbI MO JIMYHOMY COCTaBy, a TaKke
apXMBHble [AOKYMEHTbl, CPOKM BPEMEHHOIO XPaHEHUS KOTOPbIX HE WCTeKNW, MNOCTynawT B apxuB B
COOTBETCTBUM C 3akoHogaTtenbcTBoM Poccunckon ®egepaumMm M Ha OCHOBaHMM [OOroBopa Mexay
NVKBMAALMOHHON KOMUCCMEN (NuKBuZatopoMm) u  apxusoM. [lpu 39TOM NUKBUOAUMOHHAS KOMWUCCUS
(nukBugaTop) opraHM3yeT NX ynopsiioyeHne B yCTaHOBIEHHOM MOpPsSiaKe.

ApXuBHblE [OOKYMEHTbl C HEUCTEKLIMMM CpOKaMuM BPEMEHHOIO XpaHeHusi, MPUHATbIE apXMBOM OT
NUKBUOMPOBAHHON OpraHu3auuu, BbIOENSTCA K YHUUTOXEHMIO MO MCTEYEHUU YCTaHOBMEHHbIX CPOKOB
XpaHeHusi. ApXMBHbIE AOKYMEHTbI, UMetoLLME B COOTBETCTBUN C TUMOBLIMU UMW OTPacNeBbIMU NEPEYHSIMA
CpoK xpaHeHus ¢ nometkorn "IMK", BbIAENSIOTCA K YHUUTOXEHUIO TOMbKO NOCre NpoBeAeHUst 9KCNepTM3bl UX
LeHHOCTU 1 oTbopa Ha NOCTOSIHHOE XpaHeHMe.

I'Iepe,u,aqa APXUBHbIX JOKYMEHTOB N3 apXuBa B apXxuB

4.6. [llepepavya apxvMBHbIX [OOKYMEHTOB, Haxogswmxcs B denepanbHOn  COBGCTBEHHOCTMH,
cobcTBeHHOCTM cybbekTa Poccuinckon degepaummn nnm MyHUUunansHon cobCcTBEHHOCTU, U3 OQHOMO apxuBa
B [OpYyrom OCyLlecTBNsSeTcs B COOTBETCTBMM C  3akoHogartenbctBoM Poccuiickon  denepaumn,
3aKkoHodaTtenbcTBOM cybbekta Poccuinckon ®degepaunun, MyHUUMNanbHbIMU MpaBoBbiMM  aktamu. [pu
nepegade COCTaBMSIETCS aKT npuema-rnepenadn OOKYMEHTOB Ha XpaHeHue (npunoxeHve N 9) B aAByX
3aK3eMnnsipax, OAHOBPEMEHHO NMepeaalnTCca TPU IK3eMnnsipa onvcen gen, JOKYMeHToB, Aeno doHaa u nuct
doHaa.

KomnnekroBaHue APXUBHbIMU OOKYMEeHTaMn n3-3a py6e>|<a

4.7. ApXvMB MOXET KOMMMNEKTOBAaTbCA apXUBHbIMU [OOKYMEHTaMU POCCUIACKOrO MPOUCXOXAEHWUS,
HaxoOsaLWMMMKCA MO pasNuMyHbIM MpuUYMHaM 3a npegenamu Poccuiickolt ®enepaumu, Wunm apxXvBHbIMA
[OKYMEHTaMM 3apyBexxHOro NpoUCXoXAeHUs, UMeloLWwnMn 3HavyeHne ans Poccun.

MpueM nomnyyeHHbIX U3-3a pybexa apXUBHbIX OKYMEHTOB B apXMB OCYLLECTBNSAETCH B COOTBETCTBUUN C
[OTOBOPOM MeXay COOCTBEHHWKOM WM BriadenbLEeM YKasaHHbIX OOKYMEHTOB UM apXMBOM O nNpodaxe,
AapeHUN MOANMHHBIX AOKYMEHTOB WMMW UX KOMWA, OOMeHe KoMmMsIMKW OOKYMEHTOB. 3akriyeHue dorosopa



OCYLLIECTBIISIETCS C YYETOM 3aKOHOAATENbCTBA COOTBETCTBYIOLLEN CTpaHbl. B JoroBope MoryT oroBapusaTtbCs
ocobble ycrnoBus MCMOMb30BaHUS MNepefaBaeMblX apXMBHbIX AOKYMEHTOB. [lpyem 0gopmnseTca akToMm
npvema-nepegavm JOKyMEHTOB Ha xpaHeHue (npunoxexve N 9).

ApxuBHble OOKYMEHTbI, MOCTYNMBLUME U3-3a pybexa B BuAe MNOASIMHHWKOB UMW KOMWUIA Ha npaBax
NOANMMHHUKOB, TMPUHATbIE Ha MNOCTOSHHOE XPaHeHMe B apxvMB, HE3aBUCUMO OT MX MPOUCXOXOEHUSN
BKMoYaloTCH B coctaB ApxmBHoro cooHaa Poccuickon ®enepaumm 1 nognexat rocyaapCTBEHHOMY yyeTy.

Baanmogencrtaune apxmBa ¢ NICTOYHUKaMKN KOMMJIEKTOBAaHUA

4.8. ApxMB COBMECTHO C WCTOYHMKAMM KOMIMIIEKTOBAHUSA apxuBa paccMaTpuBaeT U TFOTOBUT K
COrMacoBaHUIO COOTBETCTBYIOLLMM YMOSTHOMOYEHHbBIM OPraHOM MCMONTHUTENBHOWM BNacTn B chepe apxXMBHOIO
Jena WM CcornacoBbiBAaeT B COOTBETCTBUW C MPEAOCTABIIEHHBIMU €MY MOSTHOMOYUSIMA WHCTPYKLUKU 1O
OENONpPOM3BOACTBY, MPUMEPHbIE U WHAMBMAYASbHbIE HOMEHKNATypbl Aen, MNonoxeHuss o6 apxuBax U
3KCMNEPTHbIX KOMUCCUSX UCTOYHMKOB KOMMIEKTOBAHMS apXuBa.

Apxus ydacTtsyeT B pabote LLOK (OK) MCTOYHMKOB KOMMMNEKTOBaHWS apxmBa.

ApxuB nNpuvHMMaeT yyacTue B MpoBepkax cobrnogeHus npaBun  OpraHu3aumm  XpaHeHwus,
KOMMIEKTOBaHNS, y4eTa U UCMOMb30BaHNSA apXMBHbIX JOKYMEHTOB B MCTOYHMKAX KOMMMEKTOBaHUS apxuBa,
opraHMsyembix crelmarnbHO YNoHOMOYEHHbIM dheaepanbHbiM OpraHoOM WMCMOMHUTENBHOM Briactu B cdepe
apXMBHOrO Jerna, opraHamy rocygapCTBEHHOM Bnactu cyobekToB Poccuiickon ®epepauun, B TOM 4ucre
YMNONMHOMOYEHHBIMM OpraHamMmn MWCMOMHUTENbHOM Bnactn cybbekToB Poccuiickon Pepepauumn B cdepe
apXx1MBHOro gena.

4.9. ApxuB B npegenax npegocTaBrneHHbIX eMy NMOTHOMOYNIA B Lensx hopmmnpoBaHnsa n obecneveHms
COXpaHHOCTM [oKyMeHToB ApxuBHOro c¢oHaa Poccunckon depepaumun, HaxoOsLUXCS Ha BPEMEHHOM
XpaHEeHUWN, OCYLLECTBNSAET B3aUMOLENCTBME C [OENONpPOU3BOACTBEHHBIMW, APXMBHBIMU W 3KCMEPTHBLIMU
cnyx6amm NCTOYHMKOB €ro KOMMIIEKTOBaHUS.

B aTux uensax apxue okasbIiBaeT yKa3aHHbIM Cny>X06am METOAMYECKYHO M NPaKTUYECKY0 NMOMOLLb, B TOM
yucrne Ha JOroBOPHON OCHOBE:

B OpraHu3aLum AOKYMEHTOB B AeMNONPOM3BOACTBE U (hOPMUPOBaAHUN aen;

no otbopy AokymeHTOB B cocTaB ApxuBHoro ¢oHaa Poccuinckon Penepaumm M NOOroToBKE MX K
nepegade Ha NoCTOSIHHOE XpaHeHUe;

Mo YynopsifoOYEHN0 JOKYMEHTOB MO JINYHOMY COCTaBY;

no BedeHUIO y4veTa OOKyMeHTOB ApxuBHOro doHaa Poccunckon depepaumm, HaxoOaswuUxcs Ha
BPEMEHHOM XPaHEHWMU;

Mo MOArOTOBKE HOPMATMBHbIX W  METOAMYECKMX [OOKYMeHTOB (rmocobui) no  Bonpocam
AENONpon3BOACTBA U apXMBHOIO Aena;

Mo COBEPLUEHCTBOBaHMI paboTbl [OErnOonpOM3BOACTBEHHbBIX, aAPXMBHbIX W 3KCMEPTHbIX CIyX6
WMCTOYHUKOB KOMMITEKTOBAHUS;

B NMOBbILLEHNM NPOdECCMOHaNbHON KBanudmkaumm paboTHNKOB yKa3aHHbIX Criyxo0.

V. OpraHu3sauus ncnonb3oBaHUs JOKYMEHTOB apXMBHOro choHAaa
Poccunckon ®epepaumm n Apyrmx apxmBHbIX JOKYMEHTOB B apXuBe

,D,OCTyI'I nonb3oBaTenen K APXUBHbIM OOKYMEHTaM

5.1. ApxvB npegocTaBngeT Monb3oBaTento OTKPbIThble OOKYMeHTbl ApxmBHoro doHaa Poccuiickon
denepauumn 1 gpyrme apxvBHble AOKYMEHThI, @ Takke CMNpaBOYHO-MOMCKOBbLIE CPeACTBa K HMM U M3OaHus
©nbnmoTe4vHoro (cnpaBoYHO-MHGOPMALMOHHOIO) hoHAaa.

ApxvB obecneuvBaeT [JOCTyn MOMb30BaTens K CEKPETHbIM Jdenam, Jdernam, CoaepXKalluvm
KOH(MAeHUManbHyl0  MHopmauuto, 6aszam OaHHbIX C  Y4ETOM  OrpaHUYEeHUN,  YCTaHOBIEHHbIX
3akoHogatenscTBoM Poccunckon ®degepaumm, M yCnoBWW, KOTOPble YCTAHOBUIM COBCTBEHHMKM WK
Brnagenblibl apXMBHbIX JOKYMEHTOB NpW UX Nepegave B apXuB.

JocTtyn nonb3oBaTenst K NOAMMHHMKAM OCODO LEHHbIX AOKYMEHTOB, B TOM YMCNE YHUKamNbHbIX
OOKYMEHTOB, K JOokymeHTam ApxuBHoro coHga Poccuinckon  ®epepaumn, Haxogdwmmcs B
HeyaoBMNeTBOPUTENBHOM (PU3NYECKOM COCTOSIHUW, OCYLLECTBASIETCA B MCKMOYUTEMbHBIX criyyasx (B TOM
yncne ans npoeedeHMst paboT Mo u3ydyeHWo naneorpacuyeckmx OCOBGEHHOCTEN TEKCTOB apXMBHbIX
OOKYMEHTOB) C NMUCbMEHHOIO paspeLLeHnsi PyKOBOAMUTENS apxuBa. [onb3oBaTtento NpeaocTaBnsioTcs Konum
yKa3aHHbIX JOKYMEHTOB (GPOHA MONb30BaHUSA) UM OOKYMEHTarbHble Nybnukauuu, cogepxawue [aHHble
OOKYMEHTBI.

ApxXvB He BMpaBe OrpaHWM4MBaTb WM OMNpedensiTb MNOoMb30BaTento YCMNoBMS  UCMONb30BaHWS
WHOpMaLMK, MOMYyYEHHOW MM B pesyrnbraTte CamOCTOATENbHOro Moucka Wnv npefocTaBiieHHOW eMmy B
Nnopsidke OKa3aHUs apXMBOM MNMATHbIX YCNYr, 3a WCKMOYEHWEM  CNyyaeB, NpPenyCMOTPEHHbIX
3akoHogaTtenbcTBoM Poccunckon depgepauumn nnm oroBOpPEHHbIX B AOrOBOPE apxuBa C MOMb3oBaTenemM no
WHOPMALMOHHOMY 06CNY>XMBaHUIO.



OpraHusaums paboTbl N0 paccekpeynBaHUIO apXMBHbIX AOKYMEHTOB

5.2. PykoBoautenb apxuBa opraHu3yeT npoBefeHne paboTbl N0 KOHTPOMO 3a CPpOKaMu CEKPETHOCTU
apXMBHbIX JOKYMEHTOB, UMEIOLLUX rPUdbl CEKPETHOCTU, U UHPOPMUPYET PYKOBOAMTENEN rOCYAaPCTBEHHbLIX
OpraHoB, HaferneHHbIX MOMHOMOYUAMU MO OTHECEHWKD CBEeAEHUM K roCydapCTBEHHOW TanHe, a Takke
PYKOBOAMTENEN OpPraHM3auuini O HanmuuMu B apXuBE CEKPETHbIX apXMBHbIX [AOKYMEHTOB CO CPOKamu
CEKPETHOCTM copepXkaluuxcs B HUX ceegeHuii cebiwe 30 net, ux coctaese n obbemax.

PykoBoauTene apxvBa opraHu3yeT paccekpedMBaHue apXMBHbIX JOKYMEHTOB B criydae ouUmManbHOro
OernernpoBaHusa  MOfMIHOMOYMIW Ha MpoBedeHWe 3Ton paboTbl  pyKOBOAWTENEM  COOTBETCTBYHOLLEIO
rocyaapCTBEHHOIO OpraHa Wrm opraHu3auum.

B apxvBe co3gaeTcst KOMUCCUS MO PaCCEKPEUMBAHNIO apXUBHBIX JOKYMEHTOB. [lonoxeHne o kommnceun
N NepCcoHarbHbIA COCTaB YTBEPXOAKTCA: B hegepanbHOM rocyadapCTBEHHOM apXvBe - PYKOBOAMWTENEM; B
apxmBe cybwbekta Poccunckon ®depepauum - pykoBoguTenem ynosIHOMOYEHHOIO OpraHa MCMONTHUTEMNBbHOWN
Bnactn cybwekta Poccunckon deagepaunm B chepe apxmBHoro gena. Komuccusa ocylectenseT paboty B
nnaHoBOM MOpsiKe, a Takke B CBA3W C obpalleHnsMM Nonb3oBaTenen.

PelueHne komuccum BCTynaeT B Cuny nocrne yTBepXAeHus pykoBoauTenem apxmea. Ha ocHoBaHum
peLleHns KoMmuccum oPopMISIETCH akT O pacCeKkpeuMBaHUN apXMBHbLIX AOKYMEHTOB (CM. n. 3.7.7), KOTOpbIA
COIMacoBbLIBAETCS € FOCYOAPCTBEHHbLIM ~ OpPraHOM UMW  OpraHu3auuen, HagenvBLUMM  apXuB
COOTBETCTBYIOLLMMMN NMOSTHOMOYUAMMU.

3anpockl NonNb3oBaTeENeNn O PacCcekpevMBaHMN apXUBHbIX AOKYMEHTOB pacCMaTpyBalOTCA apXMBOM B
YCTaHOBIEHHBIN 3aKOHOAATENbCTBOM CPOK. ECnn apxvB He MONMHOMOYEH paccekpeynBaTh 3anpallivuBaemble
CBEEHUSA, OH B MECSYHbIA CPOK C MOMEHTa MOCTYMMEHWNs 3anpoca HanpaBnsieT ero B COOTBETCTBYHOLLMN
rocyAapCTBEHHbIA OpraH, MOMHOMOYHbLIN paccMaTpuMBaTb BOMPOC 06 uX paccekpeyvMBaHuW, UNn B
MexBegomMmcTBeHHY0 komuccnio (MBK) no 3awmte rocygapCTBEHHOW TaWHbl MM B MEXBEOOMCTBEHHYIO
3KCMEPTHYID KOMWUCCUIO, OencTtsByollyto B cybbekte Poccuinckon dPepepauumn, 0 4em yBegomnsiet
nornb3oBaTens, HanpasBMBLLEro 3anpoc.

ApxuB npegocTaBnsieT ANs U3YYEHUS U OpraHu3auMn pacCeKkpeurBaHWA uYrieHam 3SKCMEePTHbIX
KOMUCCUI, CO3OaHHbIX B OpraHvM3aLmsax, pykoBoAUTENU KOTOPbIX HadeneHbl NOMHOMOYMAMU NO OTHECEHUIO
CBeJeHUn K rocyaapCTBEHHOW TanHe, ureHam 9KCnepTHbIX rpynn, cgpopmmpoBaHHbix MBK no sawute
rocyAapCTBEHHOW TaWHbl, @ TakkKe 4NeHaM WHbIX KOMWUCCUR, MOMTHOMOYHbLIX pacCekpeymBaTb OOKYMEHTHI
NVKBUAMPOBAHHBLIX OPraHn3auuin, He MMEILWMX MPaBONPEEMHUKOB, apXMBHbIE OOKYMEHTbI UMM apXWMBHbIE
Konuu, a Takke Heobxoanmy MHPOPMaLMIO.

CnpaBo4YHO-NOVCKOBLIE CpeacTsa
(Hay4HO-CNpaBoYHbLIN annapar) K apXMBHbIM AOKYMEHTam

5.3. [Ina obecnevyeHus OOCTyna K apxXMBHbIM [OOKYMEHTaM apxvB MpenoCTaBnseT MOMb30BaTeNto
CMpaBOYHO-NOWCKOBbLIE CPEACTBA K HUM (COBOKYMHOCTb OMUCAHWUIA apXMBHbLIX LOKYMEHTOB, NpeacTaBreHHbIX
B apXMBHbIX CMpPaBOYHUKAX, NPeAHa3HaYeHHbIX NS NOMCKa apXMBHbLIX LOKYMEHTOB U COAEpXKaLLencs B HUX
OOKYMEHTHOW MHdopMaLmn).

5.3.1. Komnnekc B3auMMOCBSi3aHHbIX W B3auMMOOMOMHSEMbIX, CO3[4aBaeMblX Ha €OUHOW Hay4HO-
METOONYECKOW OCHOBE apXMBHbIX CMPaBOYHMKOB O COCTaBe U COAEp)KaHUN apXMBHbIX OKYMEHTOB (cMcTema
Hay4yHo-cnpaBoyHoro annapata (HCA) apxuBa) BknovaeT obsizaTtenbHble AN BEAEHUS B apXUBE apXMBHbIE
CMpaBOYHUKM (OMUCb Aen, LOKYMEHTOB; MyTEBOAMTENb; CUCTEMATMYECKUA KaTtanor) v OOMOSIHUTENbHbIE
apXMBHble CMPaBOYHUKM (YKasaTenb; 0030p).

B apxuBe Begetcst aHanus un ydeT coctosaHus cuctembl HCA apxvBa Ha BymaxHoMm HocuTene (KypHan
no y4ety coctosHua HCA, kapToTeka) u/unu B aBToOMaTu3MpoBaHHOM PEXMME.

Obwwme TpeboBaHMSA K ONMCAHUIO apPXMBHBIX JOKYMEHTOB

5.4. OnucaHve apxvBHbIX [OOKYMEHTOB (co3gaHue WHAOpPMauuMu Ans apXMBHbLIX CNPaBOYHWKOB)
NPOBOAMTCA Ha TPexX YPOBHSAX: apXMBHbIA (POHA, eAMHULA XpaHeHus/egnHuua yyeTa, apXmMBHbIN OOKYMEHT.
Mpn HeobxooMMOCTM OnMMcaHue MOXET MPOBOAWUTBLCA MO rpynnamM apxvBHbIX (OHAOB, rpynnamM eavHuL
XpaHeHusi/eanMHnL y4eTa, KOMMNeKTam, rpyrnnam apXmuBHbIX JOKYMEHTOB, YacTV apXMBHOMO JOKYMEHTA.

OnvcaHve apxvMBHbIX JOKYMEHTOB NMPOBOAMTCHA Ha rocyaapCTBEHHOM fA3blke Poccuickon degepaumm un
MOXEeT AOMOMHMUTENbHO NPOBOAUTLCA Ha A3blkax cybbekToB Poccunckon degepaumm n a3blkax MEHbLUNHCTB.

OcCHOBOM apxvMBHOrO CrpaBOYHUKA SABMSAETCS onucaTeribHas cTaTbs, COCTOALWas W3 CcregyroLwwmx
obs3aTenbHbIX SMEMEHTOB: CBeAEHWW, WAEHTUMULMPYIOLWMX WHpopMauuio (Ha3BaHMe U CnpaBOYHble
AaHHble apxvMBHOrO POHAA, eAuHULbl XpaHeHus/eAWHUUbl y4yeTa, apXMBHOTO AOKYMeHTa); CBeAeHWn O
cocTaBe M cogepaHunm uHdopmaumu; cBedeHun o6 ycrnoBusX AOCTyna U YCMAOBWUSIX MCMONb30BaHUS
WHOPpMaLMK; CBEAEHWUI MO NCTOPUKN apxMBHOIo hoHAa (N9 YPOBHS apXMBHOro hoHaa).

Mpn HeobxogumocT B OnUCaTENbHYK CTaTbl BKMYAKOTCA  AOMOMHUTENbHbIE CBEdEeHUs O



MECTOHaxXOXOEHNM OPUIMHANoB; O HanMyMM apxMBHbIX JOKYMEHTOB hoHaoobpa3oBaTens B cocTaBe Apyrux
apxXuBHbIX (POHOO0B U MeCTax Ux XxpaHeHus, bubnuorpadms n gp.

5.4.1. OnucatenbHas cTaTbs apxXMBHOIMO CMpaBOYHMKA Ha YPOBHE apXMBHOrO (OHAA BKIIHOYaET:
HasBaHWe apxmsHoro coHga (cm. n. 3.5.3), cnpaBoYHblE AaHHbLIE O HEM, UCTOPUYECKYIO CrpaBKy K choHAay,
aHHOTaUMI0 O cocTaBe U COAepXaHuUM apXuBHbIX AOKYMEHTOB, MHdopmauuio o6 ycnoBusx goctyna u
MCronb3oBaHus, budnuorpadumtio.

5.4.1.1. CnpaBoYHble AaHHble 06 apxMBHOM hOHAE COCTOSIT U3 AMIEMEHTA apXMBHOTO Wundpa (Homepa
doHaa); obbema apxuBHOro ooHAa B eanHMLAX XpaHeHUs U/unu egnH1Lax ydeta no Buaam AOKyMeHTaumu;
KpanlHMX [daT apxuBHbIX [OOKYMEHTOB MO KaXOOMy Budy [JAOKYMEHTauuu; MepedHs MMetoLerocs
BHYTPU(OHOOBOrO Hay4YHO-CMPaBOYHOrO annapara.

5.4.1.2. Nctopuyeckas cnpaeka K ooHAy coCcTouT n3 nHdopmaumm no nctopum poHagoodpasosatens 1
MCTOPUN apXMBHOMO hoHAa.

CeegeHusa no ncropum oHaoobpasoBaTens BKNOYalT: AaTbl €ro 06pasoBaHus, nepeumMeHoBaHus,
peopraHuM3aumv, nuUKBMAAUMKW, BEOOMCTBEHHYHO MNPUHAANEXHOCTb, CTPYKTYPY W  (OYHKUMKM, HasBaHuWA
opraHusaumu-npeawecTseHHMKa 1 npasonpeemHuka. CeegeHnst 0 poHgoobpasosaTerne apxmBHoro doHaa
MNIMYHOTO MPOUCXOXAEHUSA BKIMIOYAKOT €ero kpatkne obuorpaduyeckme AaHHble (hamunuio, MMs, OTYECTBO,
NcCeBAOHUM, AEBUYLID hamMunuio, AaTbl XW3HKW, Npodeccuo, AaHHble O cnyxebHon u obwecTBeHHON
geaTenbHocTn). [ns apxvBHoOro doHAa ceMbW, poda aHarnornyHole CBEAEeHWs AalTCcd O Kaxaom wu3
POACTBEHHMKOB. [1ns 0O0beguUHEHHOTO apXMBHOIo hoHaa cocTaBnsaeTca 0bLlast uctopmyeckas cnpaska.

CeefeHus No uctopum apxmBHoOro ¢oHAa BKIOYAlOT AaTy ero MnocTynfieHus B apxvB, oObem K
KpanHue aatbl apXMBHbIX JOKYMEHTOB, CTENEHb UX COXPAHHOCTU; 0COBEHHOCTN (DOPMUPOBAHMS, OMUCAHNS U
cuctemaTmMsaunn; MHpopmaumo 06 N3MeHeHNsX B coctaBe U obbeme apxXMBHOTO hoHAa U UX NPUYMHAX, O
HanNM4YUM apxmMBHbIX JOKYMEHTOB APYIMX OpraHu3aumi unm nuy (hoHAOoBbIE BKIOYEHUS); O COCTaBe HayyHO-
CMpaBOYHOro annapara K apxmBHoMy coHay. [1ng apxMBHOWM KOMNMEKUUN yKasbiBalOTCS CBEAEHUS O BPEMEHW,
YyCMNOBUSAX, MpUYMHaAX e€ee COo3daHus; npuHuMnax OPMUPOBaHNS; MECTOHAXOXAEHUWN KOMMeKkumMn [o
NOCTYNMEHUS B apXx1B; cocTaButene.

McTopunueckas cnpaska K hoHOY KOPPEKTUPYETCH Npu n3aMeHeHnn obbema apxXmBHOro oHAaa, a Takke
B CNy4ae peopraHusaumm, N3MeHeHnsi CTPYKTYpbl, OyHKUMI hoHaoobpasoBaTens v T.n.

5.4.1.3. AHHOTauMsA O cocTaBe U COAEepPXaHWU apXMBHbIX AOKYMEHTOB apXMBHOro doHAa BKMoYaeT
KpaTkyto OOOOLLEHHYIO XapaKTepUCTUKY 3TUX LOKYMEHTOB MO BMAAM W WX COAEpXaHus Mo Temaw,
OTpaxawLLMM HanpaeneHus AeaTenbHOCTU ¢oHaoobpa3oBaTtensi, € yka3aHWeM XpPOHOMorMm Tem U
0603HavYeHneM 1x reorpacpmyeckmx (aAMMHNCTPATUBHO-TEPPUTOPUATTBbHBIX) FPaHNLL.

5.4.1.4. YcnoBua pocTtyna K apxXuBHbIM [JOKYMEHTaM apXMBHOrMo oHAa U KX WUCNOMNb30BaHMUSA
BKITHOYAKOT CBEOEHMS O HaNM4YUM apXMBHbIX JOKYMEHTOB, AOCTYN K KOTOPbIM U MOPSAOK UX UCMOMb30BaHUS
orpaHu4eHbl 3akoHopaTenbcTBOoM Poccuiickon ®enepaumm nnn doHgoobpasoBartenem, a TaKkke CBegeHUs o
HaNM4YUM NOAJIMHHMKOB OCOBO LEHHbIX JOKYMEHTOB, B TOM YMUCIE YHWMKamNbHbIX JOKYMEHTOB, N AOKYMEHTOB
ApxmBHoro doHaa Poccuiickonn ®depepaumu, HaxoasWUXCsl B HEYAOBMETBOPUTENBHOM  (bM3NYECKOM
COCTOSIHWM; O HanM4mMmn poHaa Nonb30BaHMS.

5.4.1.5. bubnuorpadusa Kk apxuBHomy OOHAY BKIIOYAET CMMCOK OMNyBNMKOBaHHBLIX CMNPAaBOYHWMKOB MO
AaHHOMY dhoHAY M NOPOHAOBLIX 4OKYMEHTanbHbIX MNyornvkauun, BeINONHEHHbIX Ha €ro OCHOBE.

5.4.2. OnucaTenbHasa ctaTbs apXMBHOTO CNpaBOYHMKA Ha YPOBHE €AMHULbI XpaHeHUs/eanHULbl yYeTa
BKMOYaET: MNOPSAKOBLIA HOMEP eAuHMULbl XpaHeHWs/eduvHULbl Yy4yeTa, CTapbli WHBEHTapHbLIA HOMEP;
3arofioBOK  €AMHWLBLlI  XpPaHEHUsS/eQuHWLbl  y4eTa; CrnpaBoYHble [OaHHble O HEeW; yKasaHWe Ha
NOAMMHHOCTL/KOMUAHOCTb, BUA HOCUTENst (MM cnocob Bocnpou3BeneHust), s3blK, BHELLUHNWE OCOOEHHOCTH,
yCrnoBUS JOCTyNa U UCMOMb30BaHUS apXMBHbIX OOKYMeHTOB. OnucatenbHasd cTatbs Npu HeobxoanmocTu
OOMOSMHSAETCA Ha3BaHMEM apxMBHOrO oHOa M ero CTPYKTYpHOM 4actu (onucu Jder, OOKYMEHTOB),
aHHOTaumen oTaenbHbIX apXUBHBIX JOKYMEHTOB UMW UX FPYNn AaHHOW eAnHULbI XpaHeHns/eanHuupl yyeTa.

5.4.2.1. 3aronoBoK eauHMULbl XpaHEHUS1 YMNPaBEHYECKON [OOKYMEHTauuu, eauHWLbl XPaHEeHWs
apXMBHbIX OOKYMEHTOB NMYHOMO MPOUCXOXAEHMS BKMOYaeT: HauMeHOBaHWe BMAA apXMBHbIX OOKYMEHTOB;
aBTOpa(oB) apXxMBHbIX OOKYMeHTa(oB); agpecata(oB) UM KoppecnoHaeHTa(oB), KOTOPbIM HamnpaBneHbl Unn
OT KOTOpPbIX MONyYeHbl JOKYMEHTbI; BONPOC UNn npegMeT, Ha3BaHus cobblTusd, dakrta, MecTHOCTH, hamMmnmm
W MHUUManbl Nnu, K KOTOPbIM OTHOCUTCH COAEepXaHue yKasaHHbIX JOKYMEHTOB; AaTbl cobbiTvin. B cnydae
OTCYTCTBMSA HEOOXOAMMbIX CBEAEHWA B 3arofioBOK BKIOYAETCH NOsicHAOWaAsa MHpopmauus "aBTop He
ycTaHoBreH".

3aronoBoK efouHULBI  yveTa KUMHOBUOEOAOKYMEHTa BKIHOYAET aBTOPCKOE Ha3BaHue uibma,
creuBbINycka, KWHOXypHana WM Ha3BaHWe COoObITUS, OTPaXXEHHOTrO0 B KWMHO- WNW TernecroxeTe, paty
Npon3BOACTBA U/Mnu gaTy CbeMKU, haMunumn 1 MHUUManbl pexuccepa n/vnm onepatopa CbeMKW.

3aronoBok eavHULbl y4eTa poOHOOOKYMEHTa BKITHOYAET Ha3BaHUe 1 aHp DOHO4OKYMEHTA, Ha3BaHue,
MECTO M JaTy oTpaKeHHOro cobbitus. [pn OTCyTCTBMM Ha3BaHWs (POHOOOKYMEHTA YKa3blBAE€TCS OCHOBHOE
cogepXxaHue Tene- wnu paguonepedadn, BbICTynneHud, 6ecegbl M Ap. 3aronoBOK eAMHWMUBl yyeTa
POHOOOKYMEHTa, COAepiKallero 3anucb MPOW3BEAEeHWS nuTepaTypbl M WCKYCCTBA, BKMOYaeT HasBaHue
NpoM3BeOeHNs M €ero XaHp, nepByld CTPOKY TEeKCTa, KOTopas 3akfiyaeTcs B  KaBblYkW, €Cru
(POHOOOKYMEHTOM SABMSETCA HEe MMelollee aBTOPCKOro HasBaHus M He onybnukoBaHHOe paHee



npouseegeHne; amMmunmm n nHMLMansl aBTopoB U/MNN NCMOMHUTENEN KaK CamMoro NPou3BegeHns, Tak 1 ero
06paboToK, NnepenoxeHni, NepeBoaoB; s3blk POHOAOKYMEHTA.

3aronoBoK eaunHWLbl XpaHeHUs (OOTOLOKYMEHTa BKIHOYAeT onucaHve u3obpaxeHus unu HasBaHue
doTtoanbboma, cnanaa, Heratnea, amMUNUIo U MHULMAnNbLI aBTopa, MecTo U AaTy CbEMKM.

5.4.2.2. CnpaBo4Hble JaHHbIe O eAuUHULE XpaHEeHUsI/eQuHULE y4eTa COCTOAT U3:

3NEeMEHTOB apXxMBHOro LWmndpa (Homepa poHaa; HoOMepa onucK fen, JOKYMEHTOB; HOMepa eanHULLbI
XpaHeHusa/eanHULbl yyeTa);

obbema eguHMLblI XpaHeHusi/eanHWLUbl yyeTa: ONs apXMBHbIX JOKYMEHTOB Ha OymaXKHOW OCHOBe -
KONMMYeCcTBO NWCTOB; ANS KMHOBUAEOMOHOOOKYMEHTOB (B 3aBMCMMOCTU OT BMAa) - KOMMYECTBO E4MHWLY
XpaHeHWst B eduHuuUe y4veTa MM eavHuL, yYeTa B eOQMHULE XPaHEeHWsl, MeTpax, XPOHOMETpaX, BpeMs
3ByYaHus (B MMHyTax U cekyHAaax); Ans (OTOAOKYMEHTOB - KONIMYECTBO HEraTUBOB, COCTABMSIOWNX eAnHULY
XpaHeHus; ansa oTtoansb0MOB - KONMYECTBO (HOTOOTNEYATKOB;

KpaHMX OaT apXMBHbIX [OOKYMEHTOB; [AOf1S ayaMoBM3yalibHbIX AOKYMEHTOB - AaTtbl 3anvcu unu
nepesanucu.

5.4.2.3. B kavectBe BWOOB MaTepuanbHOro HOCUTENS €AMHUUbBI XpaHeHWs/eanHuubl yveTa npu
ONUCaHUK yKa3bIBalOTCA:

ONs ynpaBrneH4Yeckon OOKYMEHTAUUM N apXMBHbLIX OOKYMEHTOB JIMYHOIO MPOMCXOXOEHUs - Bymara,
KanbKka, neprameH u 1.4.;

Ons POHOOOKYMEHTOB rpamMMOCPOHHON 3anucKy - Matepuarn HOCUTENS;

4N POHOLOKYMEHTOB MarHUTHOW 3anucy - TN MarHUTHOW NEHT;

0N BUOEOOOKYMEHTOB - hopmat 3anucy;

4N oTo- M KNHOOOKYMEHTOB - (QOPMaT 1 OCHOBa NIIEHKN, LIBETOMNEpEaaya;

ONS 9NEKTPOHHbBIX AOKYMEHTOB - KOMMaKT-AUCK U/UIn OpYron COBPEMEHHBIN HOCUTENb.

5.4.2.4. YcnoBusa goctyna K eguHuuam XpaHeHus/eauMHuuaMm y4yeta M UX MCMONb30BaHUSA BKIHOYAKT
CBEOEHUSA O HANMMYMM apXUBHBIX JOKYMEHTOB, OOCTYM K KOTOPbIM M MOPSAO0K MX UCMOMNb30BaHMS OrpaHnYeHbI
3akoHogatenscTBoM Poccuiickon ®enepaumm nnmn doHgoobpasoBaTenem, a Takke CBEAEHMS O HanmmMyum
NOASIMHHNKOB 0COB0 LIEHHBLIX AOKYMEHTOB, B TOM YMCNE YHUKANbHbLIX AOKYMEHTOB, U AOKYMEHTOB APXMBHOIO
¢doHaa Poccuiickon dPepepauun, HaxoddWMXCA B HEYOOBNETBOPUTENBHOM  (PU3MYECKOM COCTOSIHUU,
CBeAEHUs 0 HanMuun oHAa MONb30BaHUS; O A3bIKE N BHELIHUX OCOOEHHOCTSIX apXMBHBLIX OOKYMEHTOB; O
Hanuunm HCA k eguHunue xpaHeHus/eauHuLe ydeTta.

5.4.3. OnucartenbHasi cTaTbsl apXMBHOTO CMNpPaBOYHMKA Ha YPOBHE apXMBHOMO OOKYMEHTa BKIOYaEeT:
3arofioBOK; CNpaBOYHbIE AAHHbIE O HEM; yKa3aHue Ha NOANMHHOCTL/KOMUMHOCTL; BMA, HOCUTens (Mnm cnocob
BOCMPOW3BEAEHUS); YCITOBUSA JOCTYMNa M UCMONb30BaHUS.

5.4.3.1. 3aronoBoK apxXMBHOIO OOKYMEHTa BKIOYAET: HaUMEHOBaHME BuOa apXUBHOMO OOKYMEHTa;
aBToOpa; agpecarta MIm KOppecrnoHaeHTa, KOTOPOMY HamnpasBfeH Ui OT KOTOPOTO MOfyYeH JOKYMEHT; BONpPOC
unu npegmet, cobbiTue, akT, NULUO, Ha3BaHWe MECTHOCTM, K KOTOPbIM OTHOCUTCS COAEPXKaHWE YKa3aHHOro
OOKYMeHTa; JaTty cobbituda. B cnyvae OTCyTCTBUSA HEOOXOAMMbIX CBEAEHMI B 3arofioBOK BKITHOYAETCSA
nosicHAwasa uHgopmauusa: "aBTop He ycTtaHoeneH", "6e3 patbl”. [pu HeobxogMMOCTM 3aronoBOK
OOMNOSHAETCS aHHOTaUMEN, packpbiBaloLLE HEe OTpaXeHHOE B 3arofloBKE COAepXaHMe OaHHOTO AOKYMEHTA.

5.4.3.2. CnpaBoyHble AaHHble 06 apXMBHOM [OKYMEHTE COCTOST M3 3MEeMEHTOB apXUBHOro Lwmndpa
(Homepa doHaa; Homepa onucu aern, JOKYMEHTOB; HOMepa eAWHULblI XpaHeHus/eQnHNLbI ydeTa; HOMEpPOoB
nuctoB); obbema (KonmyecTsa IMCTOB) apXMBHOIO AOKYMEHTA; AaTbl €0 Co34aHus.

5.4.3.3. YcnoBusi gocTyna kK apXMBHOMY AOKYMEHTY M MCMOSb30BaHMS BKMOYAKOT CBEAEHNSI O HANM4mm
OfPaHMYEHUA Ha [OCTYN W OrpaHUYeHW’ NO WCMNONb30BaAHWUIO, YCTAHOBIEHHBLIX 3aKOHOAATENbLCTBOM
Poccuiickon ®egepaummn nnu doHgoobpasoBaTenem, a Takke o6 OTHECEHUM €ro K Yucry ocobO LIEHHbIX
OOKYMEHTOB, B TOM YMUCIE€ YHMKanbHbIX OOKYMEHTOB, WNM AOKYMEHTOB ApxmBHOro d¢oHga Poccumnckon
denepaumn, HaxogALWMXCA B HEYAOBNETBOPUTENBHOM (hN3NHECKOM COCTOSHUK; CBEAEHMS O Hanm4mMm oHaa
Nornb30BaHUs; O A3blKe U BHELUHUX OCOBEHHOCTSAX apXMBHOIO AOKYMEHTa; O BKIIOYEHUM MHAOPMAaLMKN O HEM
B cuctemy HCA.

5.5. Mpu cosgamm HCA apxvB yunTbiBaeT He TONbko obwme TpeboBaHMA K COCTaBMEHUIO
onucaTenbHbIX CTaTen apXMBHbIX CMPABOYHUKOB, HO M OCODEHHOCTU NOArOTOBKU MX KaXaoro Tuna u suaa.

Onuco gen, OOKYMEeHTOB

KoHcyneraHTlnoc: npumedaHuve.

B odmumanbHOM TekcTe [OKyMeHTa, BMAMMO, [ONyweHa oneyatka: NyHKT 6.4.2 B [OKYMeHTe
OTCYTCTBYET, MO BOMPOCY, KacalLLleMycs onucaTenbHbIX cTaten eanHuL XpaHeHus/eanHuL yyeTa, CM. NyHKT
5.4.2.

5.5.1. Onucb aen, JOKYMEHTOB (apXUBHbIA CNPaBOYHUK, NPeAHa3HaYeHHbIN ANs packpbiTUA cocTaBa U
cofepXaHusa eauHUL, XpaHeHus/eamHuL, ydeTa, 3akpenneHns nx BHyTpnoHO0BOW cucteMaTusaumm n yyeTa;
npunoxenns N 7 - 8) cocTonT M3 onucaTternbHbIX CTaTel eanHUL XpaHeHus/eanHul yyeta (cM. n. 6.4.2),
uTorosow 3anucu (cM. n. 3.5.6), nucta-3aseputens (npunoxexHue N 3) 1 cnpaBoOYHOro anmnapara K Onucu.

B cnpaBo4HbIv annapat onucy ger, JOKYMEHTOB BXOASAT: TUTYIbHbIN NINCT; cofepXaHue (ornaeneHme),



npeaucrnoBne; CNMCOK COKpaLLEeHWR; nepeBoAHble Tabnuubl apxMBHbIX LWMEPOB (B criyvyae nepepaboTku
onucm); ykasatenw.

Ha TuTynbHOM nmcTe onucu Aen, JOKYMEHTOB MOMELLaloTCs: NofHoe HasBaHMe apxvBa, Ha3BaHue u
HOMep apxvBHOro poHAa, HOMEpP M Ha3BaHWe OnuCW, KpanHWe [aTbl BHECEHHbLIX B OMUCb apXUBHbIX
OOKYMEHTOB.

Mpeauncnosue coctaBnsercs NMOO K KaXaAon onucy aen, AOKYMEHTOB, nMbBo obLiee KO BCEM ONUCSM
apxvBHoro cdoHga. B npegucnoBum Kpatko usnaratotcs uctopms ooHgoobpasoBaTens u apxmBHOro goHaa;
aHHOTauus cocTaBa M COAepPXaHUs apXUBHbIX OOKYMEHTOB (C BbiAeneHneMm Havbornee TUMWMYHBIX rpynn
eaVHUL, XpaHeHus/eanHnL, yyeTa no ux Buaam U pasHOBMOHOCTSAM, MO COAEPXKaHWI); COCTaB CrpaBOYHOIO
annapata kK onvcu. lNMpu coctaBneHMn OTAeNbHbIX NPEeAVCOoBUMIA K KaXdoW OMUCKU apxXvMBHOro ¢oHaa Bce
obuwme paHHble no uctopum doHaoobpasoBaTens W UCTOPUSA apxMBHOTO oHAA MOMeLaTCs B
npeavcrnoBMmn K Nepeon onNucu aen, JOKYMEHTOB.

Mpn HeobxoaMMOCTHM K onucK Aen, AOKYMEHTOB COCTaBMSOTCS O6LWmMe u cneumanbHble ykasaTtenu.

5.5.1.1. ApxvB B HeobxoguMbIX Criydasix OopraHu3yeT yCOBEpLUEHCTBOBaHWe n nepepaboTky onvcen
Aern, JOKYMEHTOB.

YcoBepLUueHCTBOBaHWE onucK Aen, AOKYMEHTOB - KOMMeKe paboT Mo MOBbILLIEHUI0 UHPOPMATUBHOCTU
ONMUCK: YTOYHEHWIO 3aronoBKOB eAuHUL, XpaHeHus/eguHuy ydeta (6e3 nsMeHeHus nx cuctemartusauuu),
COCTaBMNeHN Heo6XoAMMOro CNpPaBoYHOro annapara K Onucy.

MepepaboTka onucy gen, AOKYMEHTOB - COCTaBNiEHWE HOBOW OMUCK B3aMeH CTapoW, He oTBevatoLlen
TpeboBaHMAM Moucka W yyeTa apxuBHbIX OOKYMeHTOB. lNepepaboTka onuvcu BKIIOYAET: U3ydeHne eamHuL
XpaHeHusi/eanHnL, y4eta C MpoOBEedEHMEM SKCMepTuU3bl WUX LEHHOCTW, YTOYHeHnem wux oHOoBON
NPUHaANEXHOCTU; YTOYHEHME UMW COCTaBlIEHNe 3arofioBKOB eANHUL, XpaHeHus/eanHuL, yyeTa; onpegenexme
UM yTOMHEHWE WX KpamHuX AaT, nepecucteMatm3aunio eavHUL, XpaHeHus/eamHuL yyeta no HOBOW cxeme
cucTemMaTmsaummn 1 coctaBiieHne HeobXOAMMOro CnpaBoYHOro annapara k onucu. MNpu nepepaboTke onucu
cocTaBnsieTcs nepeBodHas Tabnuua cTapbiX U HOBbIX apXUBHbIX LWNPOB eanHUL, XpaHeHus/egnHuL, ydera.
YHUUTOXEHME CTapbix onucewn Aen, OAOKYMEHTOB MOcne ux nepepaboTku 3anpelaetcs. Crapble onucu
YYNTBIBAIOTCHA MO HOBbIM OMUCAM Ha MpaBax OTAENbHbIX eAVHUL, XpaHeHUs 1N NOMELLAaTCA B KOHLE HOBOM
onncK 3a NOCnegHUM HOMEpPOM Mo CBOMM 3arofioBKOM M ¢ oTMeTKon "Onucb nepecoctasrieHa. Cwm. on.
N.."

MyTteBogutenu

5.5.2. TlyteBoaMTENb (APXUBHBIA CMPABOYHUK, coepXaliuin ceegeHns o6 apxuBHbIX hoHOax apxmea
(apx1mBOB) B CMCTEMATM3UPOBAHHOM BMAE W NpPeAHa3HaYeHHbIN AN O3HaKOMIIEHMS MONb3oBaTens C MX
COCTaBOM U coAaepXaHWeM) COCTOUT M3 onucaTerbHbIX CTaTel Ha ypoBHE apxmBHOro doHga (cMm. n. 5.4.1) n
CMpaBoOYHOro annapara.

Bugamu nyteBoguTens saBnsATCA nyTeBoauTenb No hoHAaM apxuBa (apXMBOB); KPaTKUA CNPaBOYHUK
no poHgam apxmea (apxmBOB); TeMaTMYECKU NyTeBoauTeNb No hoHaam apxmsa (apxmeoB). NyTesogutenu
noapasnensatTcs Takke Ha apXxvBHble (BHYTPUAPXMBHbBIE) U MEXAPXMBHbIE.

Bup nyteBoguTensa n cxema nocTpoeHUst ONpeaenstoTcs ero LenesbiM HasHaYeHneMm.

5.5.2.1. OcHoBHaga 4acTb nyTeBoauTens no oHaam apxvea (apXMBOB) COCTOUT M3 OnucaTernbHbIX
cTtateit apxuBHbIX HOHOOB UNKU rPynn apxmBHbIX POHAO0B. B nyTeBoauTens no doHaam apxmea (apXuBOB)
OOIDKHbI BKMOYATbCH CBEAEHUSA O BCEX OTKPbITLIX apXMBHbIX poHAax. HekoTopble apxuBHble )OHAbLI MOTYT
ObITb NpeacTaBneHsbl B BUAE CNMCKa HEAHHOTUPYEMBIX apXMBHbBIX (DOHAOB.

5.5.2.2. OcHOBHas 4acTb KpaTKOro CrpaBoYHMKA Mo dpoHOam apxuBa (apXMBOB) COCTOUT U3
CUCTEMATM3UPOBAHHOIO MEpPEYHsT OMUCATENbHbIX CTaTel Ha apxvBHble (OHAbI WK TPYMMbl APXMBHBIX
¢oHaoB.

KpaTtkne cnpaBoOYHMKM NOAPAa3densioTcs Ha aHHOTUMPOBAHHbIE U HEaHHOTMpPOBaHHble. OnucaTenbHas
CcTaTbsi B @HHOTMPOBAHHOM KpaTKOM CMpaBOYHMKE COCTOUT M3 Ha3BaHWs apxuBHOro ¢oHOa CO BCeEMU
nepeumeHoBaHmaMKN poHgoobpasosaTtens, CnpaBoOYHbIX AaHHbLIX 06 apxMBHOM (POHAE U KpaTKOM aHHOTaLMK
Ha apXxMBHble JOKYMEHTbI aToro poHaa. OnucatenbHasa ctatbs B HEAHHOTMPOBAHHOM KPaTKOM CrpaBOYHUKE
COCTOUT U3 Ha3BaHUS apxXMBHOIO (pOHAA M CPABOYHbLIX AAHHBIX O HEM.

5.5.2.3. OcHOBHas 4yacTb TemaTMyeckoro nyteBoamuTens no doHaam apxusa (apXvMBOB) COCTOMT M3
CUCTEMATU3MPOBAHHOIO MepeYHs onucaTenbHbIX CTaTe MO OnNpeaeneHHoON TeMe Ha apXuBHble POHAbI UMK
nX 4acTu.

5.5.2.4. B cnpaBo4yHbIN annapart nyteBoguTens nboro Buaa BXOOAT TUTYIbHBIA NUCT, COAepXKaHue
(ornaenenwne), NpegncnoBme, CNNCOK COKpaLLeHWI, NpUIoXeHus, ykasatenu. K nyteBoguTento coctaBnsieTcs
obuwas 6ubnmorpadums.

B MHOrOTOMHBIX M3QaHVAX NyTeBOAWUTENENW COCTaBNAETCA CMpaBOYHbLIM annmapaTt Kak ans Bcero
n3daHug B LeroM, Tak 1 Ang OTAeNbHbIX TOMOB.

Katanoru



5.5.3. Katanorn (mexdoHOOBble apXxuBHble CMPaBOYHMKW, B KOTOPbIX CBEOEHUS O cogepaHuu
apXMBHbIX (POHAOB, €AMHUL, XPaHEeHUs/eQuHWL y4yeTa, apXMBHbIX OOKYMEHTOB (Mnn mx 4Yacten) apxuea
CrpynnuMpoBaHbl No npegMmeraMm (Temam, oTpacrisiM), PacrorfioKEHHbIM B COOTBETCTBUMM C OnpederieHHON
cxeMomn Krnaccudukaumm OOKYMEHTHOW WHgopmauun) obpasyloT cucteMy kartanoroB apxmsa. Cocrtas
CUCTEMbl KaTanoroB apxvBa oOnpefenseTtcds COCTaBOM W COAEepXaHWeM apXMBHbIX OOKYMEHTOB;
WHTEHCMBHOCTbIO WX WCMOMb30BaHWSA; CTENeHbl pa3paboTaHHOCTM apXMBHbIX (QOHAOB; HanMuMem Wu
KayeCTBOM [pYruX TUMOB apXMBHbLIX CNpaBOYHUKOB. OCHOBHLIMW B CUCTEME KaTanoroB apxumBa SIBNSAOTCA
cucTeMaTUYeCcKMn N UMEHHOW KaTaroru.

Katanorn nogpasgensalorcs Ha cucTteMatudeckne, TemMaTuyeckne M UX pasHOBMAHOCTM (KaTamoru no
UCTOPUM  YYpEeXOAeHWN, aAMUHUCTPaTUBHO-TEPPUTOPUANbHOIO AeneHns W Ap.), NpeaMeTHble U KX
pa3HOBMAHOCTU (MMEHHOW, reorpadonyecknii, OObEKTHbIN).

OnucatenbHasa ctaTbs katanora BKNOYaET: Ha3BaHWE apxmBa; MHAEKC; PyOpuKy u noapybpuky; aaty
coObITVS; MecTo COoObITMS; CBeOdeHWUs M3 apXMBHOMO AOKYMEHTa, eduHULbl XpaHeHus/egnHuubl y4yeTa,
apxuBHoro coHga (cogepkaHue); apxuBHbI WKNAP; SA3bIK JOKYMEHTa U Crnocob ero BOCNPOV3BEAEHWS;
dhamunnuio coctaBuUTeNs U AaTy COCTaBNEHUSA onucaTtenbHOW CTaTbi.

[nga yctaHoBneHWs CBS3N Mexay pasgenamMu katanora unm pasgenos katanora ¢ gpyruMm apxXmBHbIMU
crnpaBoOYHUKaMU NPUMEHSIETCA CUCTEMA OTChISOK.

Ykasatenu u 063opbl

5.5.4. Ykasatenu (apxvBHble CNpaBOYHUKM, NpeacTaBnsowmne cobon angaBuTHbIE, CUCTEMATUYECKME
WU COCTaBfIEHHbIE MO KakoMy-MnMboO MHOMY NPWM3HaKy MepeyHu HasBaHui (HaumMeHOBaHWI) NPeaMeToB,
YNOMMHAEMbIX B apXMBHbIX [OKYMEHTaX, C YyKa3aHMeM WX apXuBHbIX LWMGPOB) NOApPaA3JEnsTCs Ha
BHYTpUcpoHOOBbIE, MEX(OHOOBbLIE, MEXapxMBHble, a TaKke Ha TemaTudeckue, npegmeTHble (obwime u
cneumanbHble), XpoHonorunyeckue. PasHOBMAOHOCTSIMM MPEAMETHOrO yKasaTens SBMsTCS WMEHHOW W
reorpadouyecknii ykasatenmu.

Ykasatenu MoryT 6bITb CaMOCTOSITENbHBIMU apXMBHBIMU CripaBovHUKamu B cucteme HCA apxmsa mnu
BXOAWUTb B COCTaB BCMOMOraTernbHOro CrpaBoYHOro anmnapara K ApyrMMm TUnaMm apxmBHbIX CNPaBOYHUKOB.

OnucatenbHasi ctaTbsl ykasaTensi no0Ooro Buaa COCTOUT M3 MPEAMETHOro MOHATUS (pybpuku) m
apxvBHOro Lmdpa.

B ykasaTene npuvMeHSIETCA cMCTEMa OTCbINIOK Afsl YCTaHOBIEHWUSI CBSA3EN MeXAy TOXOECTBEHHbIMU
NpegMETHLIMU MOHATUAMM.

5.5.5. O630phbl (apxMBHbIE CMPABOYHUKM, BKOYAKOLIME CUCTEMATU3MPOBaHHbIE CBEAEHUSA O COCTaBE U
cofepXXaHun OTAerNbHbIX KOMIMIIEKCOB apXMBHbIX [OOKYMEHTOB, [AOMOSIHEHHBbIE WX WCTOYHUKOBELYECKMM
aHanusom) nogpasgenstoTcs Ha 0630pbl POHAOB U TemaTnyeckne o63opsbl.

O63op boHOa BKMYAET CUCTEMATU3MPOBAHHbIE CBEAEHUS O COCTaBe W COOEpPXKaHUW apXMBHbIX
AOKYMEHTOB OHOIO apXMBHOTO hOHAA.

Tematudecknii 0030p BKMOYAET CUCTEMATU3MPOBAHHLIE CBEAEHWST O COCTaBe W codepaHuu
apXMBHbIX OOKYMEHTOB OLHOr0 WNW rpynnbl apXuBHbIX (POHOOB OAHOrO WM HECKOSIbKMX apXMBOB MO
onpegeneHHoOn Teme.

B cnpaBouyHbIi annapat 063opa BXOASAT TUTYNbHbIA JINCT, cogepxaHne (ornaeneHue), npeancnosue,
CNUCOK COKpalleHun, ykasatenu. K Tematmyeckomy o630py AOMKHbI OblTb COCTaBMeHbl CNNCOK (HOHOOB,
MHopMaLumsi 0 KOTOpbIX codepxuTcs B 063ope, n bubnmorpadust no Teme ob3opa.

ABTOMaTU3NpPOBaHHbIA HCA

5.6. ApxuBHble CNPaBOYHWMKM MOIYT BECTUCb B apxvBe B aBTOMaTU3MPOBAHHOM pEXMME,
obecneymBaloLeM BO3MOXHOCTM ONEpPaTMBHOIO M MHOTOACMNEKTHOrO MoUcKa 1 NpeacTaBneHnss JOKYMEHTHON
WHopmaumm (B TOM Yncrie B pexnmMe yganeHHoro goctyna).

MHdopmMaLumoHHOe HanonHeHne asToMaTtusnpoaHHoro HCA coctaBnsieT cogepxaHne onucaternbHbIX
cTaTben apXMBHBIX CPaBOYHUKOB Ha YPOBHE apxMBHOro oHaa (cm. n. 5.4.1), eguHnLbl XpaHeHus/eAuHNLbI
yyeTa (cM. n. 5.4.2), apxmBHOro gokymeHTa (cM. n. 5.4.3), a Takxe KrnoyeBble cnosa u pybpukatopsl.

O6s3aTenbHbIMM BUAAMM KIMHOYEBLIX CIOB (TEPMUHOB, XapakTepusyloLlmx B 0O0OLLEHHOM M CXXaToM
BUAE CodepXaHWe ornucaTerbHbIX CTaTbel apXMBHbLIX CNPAaBOYHWKOB) MPW BEAEeHWW aBTOMaTU3MPOBaHHOIO
HCA saBnsioTca: "temartuka”, "nepcoHanuun”, "reorpacpma”. B crnyyae HeobXxoaMMocTu MOryT co3gaBaTtbCsl
Apyrve BUAbl KM4YeBbIX CIOB.

PybGpukatopbl - cucTemMatMyeckme W TemMaTU4eckue CxXembl TMOHATUA C  UHOEeKcaMu  Anis
CTPYKTYPMPOBaHUA M NOMCKa JOKYMEHTHOW MHopMaLuun B asTomatuanposaHHom HCA.

dopMmbl UCNONBb30BaHMS apPXUBHBLIX JOKYMEHTOB

5.7. OcHoBHble (OPMblI MCNOMb30BaHWSA APXMBHbIX [JOKYMEHTOB (MPEeOOCTaBMEHUST apXMBOM
6e3B03Me34HO 1N BO3ME3AHO NOSb30BaTENO MHPOPMALIMOHHBIX YCIYT U MHPOPMALIMOHHBIX NPOAYKTOB ANs



YOOBNETBOPEHUS €10 MHPOPMAaLIMOHHbBIX NOTPEBHOCTEN):

MHpopmaumoHHoe obecnedeHne nonb3oBaTenern B COOTBETCTBUM C MX 3anpocamMu, a Takke B
WHULMNATMBHOM MOPSIAKE;

npeaocTaBneHne apxXmBHbIX JOKYMEHTOB MOMb30BaTENSM B YATANbHOM 3are apxvBa;

3KCMNOHMPOBAaHME apXMBHbIX JOKYMEHTOB Ha BbiCTaBKax;

NCnonb30BaHWe apXMBHbIX JOKYMEHTOB B CpeCcTBax MacCoBOM UHopMaLnu;

npoBefeHNe NHPOPMALIMOHHBIX MEPONPUATUA (BCTpeY C OOLLECTBEHHOCTBIO, SKCKYPCUI B apXMBbI,
npeseHTaunin, JHen OTKPbITbIX ABEepen, Nekuun, OOoKNazaoB, YCTHbIX XXYpHAanoB, KOH(EepeHLMA, YPOKOB aANnd
CTYLEHTOB M LUKOJbHMKOB U Ap.) C UCMONb30BaHNEM apXMBHBIX JOKYMEHTOB;

nyonukauns apxmBHbIX JOKYMEHTOB.

5.7.1. 3anpocsbl, nocTynawLme B apXmBbl, NOAPa3nensoTcs Ha:

3anpocbl 0 MpedocTaBneHnn nHdopMaumMm no onpegeneHHon npobneme, Teme, cobbiTuio, hakTy
(TemaTmyeckme 3anpochkl). PasHOBMOHOCTLIO TEMAaTUYECKUX 3anpocoB SABNSATCH Buorpadguyeckme 3anpochl,
Nno KOTOPbIM YCTaHABNUBAKTCA CBEOAEHUSA, HEOOXOAMMbIE ANSA U3YYEHUS XXU3HU U OEATENbHOCTU KOHKPETHbIX
i,

3anpockl 0 NpeaocTaBneHMM UHopmaummn, HeobxoaMMON Ans YCTaHOBMNEHUS POACTBA, POACTBEHHbIX
cBsizel AByX Unu Gonee nuy, UCTOPUKN CEMbU, Poda (reHeanorn4yeckmne 3anpocol);

3anpochkl, CBs3aHHble C couuanbHOM 3almMTOW rpaxaaH, npegycMaTpuBaroline WMxX MNeHCUOHHOEe
obecnedveHune, a Takke NonyyYeHne NbroT U KOMNeHcauuii B COOTBETCTBMM C 3aKOHOAATENbLCTBOM Poccuiickon
Penepaunn M MexgyHapodHbiMM obsi3atenbcTtBamu Poccuiickon ®epepaumm  (3anpockl  couumanbHo-
NpaBOBOro XxapakTepa).

5.7.2. B uenax HacToswmx NMpaBnn Ncnonb3yoTca criegytowme NoHATUS:

apxuBHas crnpaBka - JOKYMEHT apxvBa, COCTaBIIEHHbIA Ha GrnaHke apxvBa, UMEHLLUA OPUONYECKYHO
CUNy 1N cogepxallnin JOKYMEHTHYO MHopMauuIo O nNpeameTe 3anpoca C yKkasaHMeM apXMBHbIX LWMGPOB U
HOMEPOB NNCTOB €MHUL, XPaHEHUSA TEX apXMBHbIX JOKYMEHTOB, HA OCHOBaHMMN KOTOPbIX OHA COCTaBMEHa;

apxumBHas Konusi - OOCMIOBHO BOCMPOM3BOAALLAS TEKCT apXMBHOMO AOKYMEHTa KOMUS C YKa3aHWeM
apXMBHOTO LWMpa 1 HOMEPOB NNCTOB €4UHULBI XPaHEHWS, 3aBEPEHHAs B YCTAHOBINEHHOM MOPSAKE;

apxuBHas BbINMCKa - [OOKYMEHT apxuBa, COCTaBfeHHbIn Ha 6OnaHke apxuBa, [OOCMOBHO
BOCMPOU3BOASALLMIA YacTb TEKCTA apXMBHOIO AOKYMEHTa, OTHOCSILLMIACS K onpeaeneHHoMy dakTy, coObITuIO,
nuuy, ¢ ykazaHuem apxuBHoOro wmudgpa u HOMepoB NMUCTOB AUHULbI XPaHEHWS,

MHOPMALIMOHHOE NMCBMO - MUCbMO, COCTaBMNeHHOe Ha bnaHke apxuBa no 3anpocy Nosnb3oBaTens unm
no MHULMaTUBE apxuBa, codepxallee MHPOPMALMIO O XPaHALWNXCA B apxvBe apXUBHbIX AOKYMEHTax Mo
onpegeneHHon npobneme, TeMe;

TEMaTUYECKUA MNepeyYeHb apXMBHbIX [JOKYMEHTOB - CUCTEMaTU3MPOBAHHLIN  KpaTKMA  Un
aHHOTMPOBAHHLIN MNepevYeHb 3arofloBKOB apXMBHbIX [OOKYMEHTOB, €AWHWL XpaHeHus/eanHul ydeta no
ornpeaeneHHon TemMe C yKkasaHueM UX gaT U apXMBHbIX LWMGPOB, COCTaBMEHHbIN MO 3anpocy Nofb3oBaTens
UIn No MHULMATUBE apX1Ba;

TemaTuyeckasi nogbopka KOMu apXUBHbBIX OOKYMEHTOB - CUCTEMAaTU3MPOBAHHbLIA KOMMMEKT KOMWM
apXMBHbIX AOKYMEHTOB UMW UX YacTen Nno onpefernieHHoOW Teme, MOLrOTOBMIEHHbIA apXMBOM MO 3anpocy
none3oBatens wWnNu Mo WHULMATMBE apxmBa. TemaTudeckass nogbopka BKMYAET TUTYMbHBIA JIUCT,
TeMaTUYECKUI NepeyeHb apXMBHbLIX OKYMEHTOB M NPy HEOBXOAUMOCTU UCTOPUYECKYIO CMIpaBKy Mo TeME;

TemaTnyeckui 0630p apXMBHbIX JOKYMEHTOB - CM. M. 5.5.5.

I'Iops:lp,m( MCnonHeHnaA 3anpocos nonb3oBarenen

5.8. 3anpoc nonb3oBaTens paccMaTpuMBaeTCs U WCMOMHSAETCS apxXvMBOM MpWM Hanmuuuu B 3anpoce
HaVMEHOBaHWUS OPMAONYECKOro nuua (oNnd rpaxgaH - hamunumn, UMeHM M OT4ecTBa), MOYTOBOIO W/MMu
9MEeKTPOHHOrO afgpeca Mnonb3oBaTens, ykKasaHus Tembl (BOMpoca), XPOHOMOruMM  3anpalivBaemoun
WHopmaumn.

3anpoc nonb3oBaTens paccMaTpMBaeTCs PyKOBOACTBOM apXxvBa UM YNONTHOMOYEHHbBIM JOSKHOCTHBIM
nauom  (NMuamu), HanpaensieTCd  Ha  UCMOMHEHME B COOTBETCTBYWOLWME MoAapasgeneHuss  unu
HENocpeaCTBEHHO MCMOMHUTEN M UCMOSHSAETCA MO apXMBHbIM LOKYMEHTaAM W/MNM NevyaTHbIM U34aHUsAM,
OTHOCALUMMCS K NpegMeTy 3anpoca.

3anpoc, He OTHOCSLLUINCS K COCTaBY XPaHSLLMXCH B apXMBe apXMBHbIX JOKYMEHTOB, B TeueHne 5 gHen
C MOMEHTa ero perncrpauumn HanpaenseTcs B APYrol apxXvB U OpraHn3aLunio, rae XpaHaTca Heobxoaumble
apxXMBHble [OOKYMEHTbl, C yBegomsieHMemM 00 STOM nonb3oBaTensi, WM MNonb30oBaTent [aeTcs
COOTBETCTBYIOLLAA peKoMeHaauusS.

Mpn noctynneHun B apxvB VIHTepHeT-oOpalleHnsa (3anpoca) nmonb3oBaTensd C ykasaHueMm agpeca
9MNEKTPOHHOW MOYTbl W/MMM MOYTOBOrO agpeca eMy HanpaBnsieTCcsl yBeoOMIIEHWE O npueme obpalleHus
(3anpoca) kK pacCMOTPEHVIO UMM MOTUBMPOBAHHLIN OTKa3 B paccMoTpeHuu. lMpuHAToe K pacCMOTpeHMIo
obpalleHne (3anpoc) pacnedaTtbiBaeTcs, U B AanbHenwem pabota C HMM BedeTcsl B YCTaHOBIIEHHOM
nopsake.

OTBeT Ha 3anpoc Nonb3oBaTens JAaeTcs Ha rocygapcTBEHHOM s3blke Poccuiickon depepaumu.



ApXxvB OCyLLeCTBNAeT npveM rpaxgaH B MNPUEMHON Wnu CcTofe CnpaBOK W BedeT WX y4veT Mo
yCTaHOBMNEHHON dopmMe. PyKoBOoACTBO apxvBa HECET NINYHYI0 OTBETCTBEHHOCTb 3@ OpraHM3auuio npuema u
paccMOTPEHNs 3anpoCcoB rpaxaaH.

5.8.1. TemaTnyeckuii 3anpoc rocygapCTBEHHOIO OpraHa WNW opraHa MECTHOro CamoyrnpaBreHus,
CBSA3aHHbIN C WCMOMHEHMEM MMMK CBOWX (PYHKUWMA, apXMB paccmaTpuBaeT B NepBoOYepeqHOM nopsiake B
YCTaHOBIEHHbIE 3aKOHOAATENbCTBOM MO0 B COrNMacoBaHHblE C HUMU CPOKMW. VcnonHeHue Takoro 3anpoca
ocyllecTBnseTcs Ha 6e3B03Me3HON OCHOBE.

VMcnonHeHne TemaTM4eckoro 3ampoca opraHusauuM wnu rpaxgaHuHa OpraHusyeTcs B nopsigke
OKasaHus nnaTtHbIX YCryr (B TOM YMCre Ha OCHOBe Jorosopa) unv 6e3so3mesgHo. Cpoku 1 cToumocTb paboT
MO UCMONHEHMIO YKa3aHHOro 3anpoca B NpeaBapuTenbHOM NOPSAKe COrMacoBbIBAOTCA C NOMb3oBaTenem.

Mpn HeobxogumocTn npoBefeHus 06bemHoW paboTbl MO MOWCKY W KOMUPOBAHWIO apXWMBHbIX
AOKYMEHTOB apXxuB MWCbMEHHO W3BELLaeT MNOMb3oBaTens O MPOMEXYTOYHbIX pedynbratax pabotel. Bua
WH(POPMaLMOHHOIO AOKYMEHTa, NoAroTaBNnBaeMoro apxmBom Mo 3anpocy Nornb3oBaTersl, CornacoBbLIBaeTCA
C HUM, ecnun o6 3TOM He yka3aHo B 3anpoce.

5.8.2. leHeanornyecknin 3anpoc Nonb3oBaTens apxvMB UCNOMHAET B NOPSAKE OKa3aHWs NnaTHbIX YCnyr
(B TOM yncne Ha ocHoBe AoroBopa). YkasaHHbIA 3arnpoc MOXET UCMOMHATLCHA Kak B OTHOLLEHUWU 3asiBUTENs,
TaK U B yCTaHOBINIEHHOM MOPSAKE B OTHOLLUEHWUM APYruX NnLL.

MHdopmauma nonb3osatento nNpeactaBnseTca B (opmMe poaoCroBHOMO ApeBa, reHeanorn4eckomn
pocnucy, reHeanorM4yeckon Tabnuubl WU apXMBHbIX CNPaBOK, apPXUBHbIX BbIMUCOK, KOMWA apXUBHbIX
AOKYMEHTOB, YCTaHaBMMBaKOLWMX POACTBEHHble CBA3WU. [py OTCYTCTBMM BO3MOXHOCTEW MO WCMOSHEHWIO
reHearnorMyecknux 3anpocoB apxuB PeKkoMeHOYeT MOofb30BaTento MNpPOBOAWUTb CaMOCTOSATENbHbLIA MOUCK
WHTEpecyoLLen ero MHopMaLMm reHeanormM4eckoro xapakrepa B YntanbHOM 3arne apxvsa.

5.8.3. 3anpoc coumanbHO-NPaBOBOro XxapakTepa UCMOSTHAETCS apXMBOM 6e3BO3ME3AHO.

Cpok ucnonHeHus 3anpoca coumanbHO-NPaBOBOrO Xapaktepa B apxuBe He AormkeH npesbiwatb 30
OHEeN C MOMeHTa pernctpauum 3anpoca. C paspelueHnss pykoBOACTBa apXxuBa 3TOT CPOK MOXET ObiTb npu
HeobxoAMMOCTW npoaneH c obssatenbHbIM yBegomrneHnem o6 atom nonb3oatens. Cpok UCMONHeHus
3anpoca no HCA apxvBa - He 6onee 15 gHel ¢ MOMeHTa ero perncrpauumn.

Mpn wncnonHeHUM NOBTOPHOIO 3anpoca CouManbHO-MPAaBOBOrO XapakTepa WM COCTaBMAEHUW Mo
npocbbe nonb3oBaTenst apxXMBHOW CNPaBKU, aHaNOrM4YHON paHee BblAaHHON, apXvB NpoBePSIET COOTBETCTBUE
CBeEHWN, BKIIOYEHHbIX B 3Ty CMpaBKy, TEM, KOTOpble MMEKTCS B apXvBHbIX AOKYMEHTax, u B cryyae
0oBHapyXeHUs1 AOMOMNHUTENbHbBIX CBEAEHUI BKMOYaeT NX B MOBTOPHO BbiAaBaeMyto apXUBHYIO CMPaBKy.

OdbopmneHne apXmMBHbLIX CNIPaBoK,
APXUBHBIX BbIMMCOK U apXMBHBIX KOMWiA

5.9. ApxvBHas cnpaBka W apxvMBHaAs BbINMMCKA COCTaBNATCSA C 0003Ha4YeHWeM Hal3BaHMUs
WHopMaLMoHHOro AokymeHTa "ApxmnBHas cnpaska”, "ApxvBHas Bbinucka".

(8 pea. MNpukasa Munkynetypbl PO ot 16.02.2009 N 68)

59.1. Tekct B apxuBHoM cnpaBke (npunoxeHne N 13) pgaeTcd B XPOHOMNOrMYECKOW
nocnegoBaTenbHOCTU COBLITUI C YKa3aHWeM BUMAOB apXMBHbLIX OOKYMEHTOB M uX Aat. B apxvuBHoW cripaske
OOMnycKaeTcs LMTUPOBaHNE apXMBHbIX JOKYMEHTOB.

HecoBnageHne oTaenbHbIX AaHHbIX apXMBHBIX JOKYMEHTOB CO CBEAEHUAMMU, U3NOXEHHBIMY B 3anpoce,
He ABMSETCA NPENATCTBUEM ANS BKIKOYEHUS MX B apXUBHYIO CMPaBKy MpW YCIOBUMW, ECNN COBMNAaAeHNe BCEX
oCTasbHbIX CBEAEHWI HE BbI3bIBAET COMHEHWI B TOXAECTBEHHOCTU Nuua unm akToB, O KOTOPbLIX FOBOPUTCS
B apXMBHbIX AOKYMeHTax. B apxvMBHOWM crnpaBke 3T AaHHblIE BOCMPOU3BOAATCA TakK, KAk OHWM U3MOXEHbl B
apXMBHbIX [OOKYMEHTax, a pacXOXAeHWsl, HEeCcOBMaAEHWss U HETOYHble Ha3BaHWs, OTCYTCTBME WMEHW,
OTYECTBA, MHMLUMANOB UMM HanuyMe O4HOIO U3 HUX OrOBapuBAlOTCS B TEKCTe crnpaBku B ckobkax ("Tak B
OOKymeHTe", "Tak B TekcTe opurmHana").

CeepfeHus o pabote, yyebe B HECKOMNbKUX OpraHmM3aumsix, y4ebOHbIX 3aBeAEeHMSX BKITHYAKOTCA B OOHY
apXMBHYIO CNpPaBKy.

B npumevaHuax no TEKCTy apxXvBHOW CNpaBky OroBapuBarTCs HepasbopyuMBO HanmcaHHble,
ucnpaeneHHble aBTOPOM, He NoAAalLMECs NPOYTEHUIO BCNEACTBUE MOBPEXOEHNS TEKCTa OpUrMHana Mecta
("Tak B TekcTe opurnHana”, "B Tekcte Hepa3bop4ymso").

B TekcTe apxvMBHOW CripaBKM He AOMYCKalTCA U3MEHEHUs], UCMPaBeHNs, KOMMEHTapun, COGCTBEHHbIE
BbIBOAbl WCMOMHUTENS MO COAEPXaHMIO apXUBHbIX [AOKYMEHTOB, Ha OCHOBaHWM KOTOPbIX COCTaBfeHa
apxuBHas crpaska.

B KkOHLEe apxvMBHOWM CMnpaBKM MPUBOOATCS apxvBHble WNEPbI U HOMEpPa JIMCTOB €AVHUL, XpaHeHus
apXMBHbIX OOKYMEHTOB, MevaTHble M3daHusl, MCMONb30BaBLUMECS AN COCTaBMeHMs apXMBHOM cripaBku. B
TEKCTE apXMBHOW CMpaBKU [OOMYCKAETCA MPOCTaBIEHNE apXWMBHbIX LWNGPOB M HOMEPOB NMCTOB €OUHWL
XpaHEeHWs apXMBHbIX JOKYMEHTOB Cpady MOCMe U3NOXEHUS KaXKOoro dpakta unm cobbITus.

B apxuBHOM cnpaBke, 06bem KOTOPOW NpeBblaeT OOWH JIUCT, NMCTbl AOSMKHbI OblTb MPOLWMTHI,
NPOHYMepoBaHbl W CKpenfeHbl neyatbilo apxuBa (AN MYHUUMMNANbHOMO apxuBa, He SABMSALWEerocs
HOPUANYECKUM FIMLIOM, - NeYaTblo opraHa MeCTHOro caMoynpaBneHuns).



ApxvBHas cnpaska, npegHasHayeHHas Ans UCnonb3oBaHMsA Ha Tepputopun Poccuickon degepaunm,
NOANUCLIBAETCA PYKOBOACTBOM apxvBa, W 3aBepsieTcs nevaTblo apxumBa (4ns MyHMUMNanbHOro apxuea, He
ABNAOLLErocs IpUANYECKUM NMLIOM, - MeYaTbio OpraHa MEeCTHOro camoynpasneHus). ApxvMBHas Crnpaeka,
npegHasHavyeHHas Ans HanpaeneHus 3a pybex, noanucbiBaeTcs PYyKOBOACTBOM apxuBa U 3aBepsieTcs
repboBOM nevaTblo (4N MYHULMMNANBLHOIO apxuBa, He SBMSAKOLIErocs OpUAMYECKUM FNMLOM, - MeyaTtbio
opraHa MecTHOro camoynpasneHus).

(B peq. MNMpukasa MuHkynstypbl P® ot 16.02.2009 N 68)

Mpn HeobxoQMMOCTU K apXUBHOW CNpaBKe MpunaratoTCs KOMMM apXUBHbIX JOKYMEHTOB WM BbIMUCKA
13 HUX, NOATBepXAalLLne CBefeHUs, N3NoXeHHbIE B apXMBHOW CripaBkKe.

ApXxuBHbIE CripaBKku, HanpaBndemble B rocygapcTBa, noanucaslume [aarckyto koHBeHuuto 1961 r, B
COOTBETCTBUM C KOTOPOW He TpebyeTcsi KOHCYNbCKasa nerannsauuns odumumnaneHbiXx JOKYMEHTOB, 3aBEpSOTCS
NnpocTaBreHneM U 3anofiHeHWeMm cneuuwansHOro LwTamna - anoctung. Ha apxuBHbIX cnpaskax
NPOCTaBMSIETCA W 3anofHAeTcsa Haanexawym obpa3oM anocTuib PYKOBOACTBOM  BbILLECTOSLLErO
YMONTHOMOYEHHOIO opraHa MCMNOMHUTENBHOM BriacTh B cdhepe apxXmBHOIO Aena. AnocTuib He NPOCTaBNAeTCA
Ha apxMBHbIX CMnpaBKaX, NpeAHasHayeHHbIX ANA HanpaBneHus B rocygapcTBa, C KoTopbiMu Poccuickas
defepauuna 3aknuMna AoroBopbl O MPaBOBOM MOMOLLM U MPaBOBbIX OTHOLUEHUSIX MO rpaXKaaHCKUM,
CeMenHbIM 1 YronoBHbIM AernaM, a Takke B rocydapcTtea - yyacTHuku CHI, nognucaswuve CornaweHue o
npyHuunax u dopmax B3aMMOLENCTBMA B 00NacTv WUCNOMb30BaHUSA apXMBHOW WHopmMauun, unmn c
KOTOPbLIMU UMEIOTCS ABYCTOPOHHME COrnalleHusi O COTPyaHUYECTBe.

lMpn OTCYTCTBMM B apxvBe apXUBHbIX LOKYMEHTOB, HEOOXOAMMBIX ANS WCMOIMHEHMS 3anpoca, Ha
OnaHke apxvBa COCTaBNsAETCHA OTBET, NOATBEPXKAAIOLLMIA HEMOHOTY COCTaBa apXMBHbLIX JOKYMEHTOB MO TeMe
3anpoca. Npu HeobxoaAMMOCTM OTBET MOXET ObITb 3aBepeH repboBoK NevaThbHo.

B cnyyae gokymeHTanbHO MOATBEPXOEHHbIX (PaKTOB yTpaTbl apXMBHbLIX AOKYMEHTOB, coepXalimx
3anpaluMBaeMble CBEOEHWS, apXvB BblgaeT CnpaBKy Mo AaHHOMY BOMPOCY, MpU HEOOXOAMMOCTM 3aBEPEHHYHO
neyaTtblo apxuBea.

5.9.2. B apx1BHON BbINMCKE Ha3BaHWe apXMBHOrO AOKYMEHTa, ero HOMep W Aarta BOCMpPOU3BOASATCA
NOMHOCTbIO. M3BNEeYEHNAMM U3 TEKCTOB apXMBHbIX LJOKYMEHTOB AOMKHbI OblTb MCYEpNaHbl BCE MMELLMECs
AaHHble Mo 3anpocy. Hayano m KoHeu KaOoro W3BMEYEeHUs, a Takke NPOrnyckn B TEKCTe apXUBHOMO
[OKYMeHTa OTAENbHbIX CNOB 0603HaYalnTCA MHOTOTO4YMEM.

B npuvmeyvaHusix K TEKCTY apXMBHOW BbIMUCKM OenaklTca COOTBETCTBYIOLLME OrOBOPKM O HacTHaX TekcTa
opurMHana, Hepasbop4YMBO HaMUCaHHbIX, WCMPAaBMEHHbIX aBTOPOM, He MOJ4AILWMXCA MNPOYTEHMUIO
BCNEACTBME MNoBpexaeHus TekcTa M T.4. OTgenbHble CrioBa W BbIPAaXEHUS OpurMHana, Bbl3blBaloLLMe
COMHEHWs1 B X TOMHOCTU, OroBapuBaroTcs cnosamu "Tak B TekcTe opurnHana", "Tak B gokymeHTe". [locne
TEeKCTa apXMBHOW BbIMUCKU YKa3blBAOTCA apXMBHbIN LWMGP U HOMEpPa NUCTOB eAMHULbI XPaHEHUS apXMBHOIO
OOKYMeHTa.

AyTEHTUYHOCTb BbIA@HHBLIX MO 3anpocaMm apxXMBHLIX BbINUCOK YOOCTOBEPSETCA  NOAMNUCHIO
pyKoBoaMTENs apxvBa WNW  YNONTHOMOYEHHOTO AOSPKHOCTHOMO fvua W nevaTtblo  apxmea  (4ns
MYHULUUNANbHOIO apxvBa, He SABNSALWErocs pUAMYECKUM FMUOM, - MNeYyaTbld oOpraHa MeCTHOro
camoynpaBsrneHus).

5.9.3. Ha obopoTe kaxgoro nucra apxXuBHOW KOMUW MPOCTAaBMAOTCA apXMBHble WNMPLI U HOMepa
NUCTOB €OVHUL, XpaHEHNs apXMBHOrO OOKyMeHTa. Bce nucTbl apXMBHOM KOMUM CKPENNSATCA M Ha MecTe
CKPEMNneHns 3aBepsiloTCH MNevyaTblo apxvBa W MNOAMUCHLID €ro PyKOBOAMTENS WU YNONIHOMOYEHHOro
OOIDKHOCTHOIO nuua. ApxuBHasi KoMus, MpedHasHadeHHast Onis HanpaeneHus 3a pybex, 3aBepsercs
repboBOI NeYaTbo U MOAMNMUCHI0 PYKOBOAMTENSA apXxuvBa.

5.10. ApxmBHas cnpaBka (npunoxenne N 13), apxuBHas BbINWCKA, apXWUBHAs KOMUS U OTBEThbl Ha
3anpockl BbICLIAKTCA MO NoYTe NPOCTBIMU MMCbMaMW.

ApxuBHasa cnpaBka, apxXMBHas BbINWCKa M apXuBHas KOMUs, npegHasHadeHHble AN HanpasreHus B
rocygapctsa - yyactHuku CHI, Bknioyas oTBeTbl 06 OTCYTCTBMM 3anpaluvBaeMblX CBEAEHWN, BbICbIaoTCA
apxXuBOM HeMnocpeAcTBEHHO B agpeca 3asiBUTenen.

ApxuBHas cnpaBka, apxXvMBHas BbINWCKA M apXMBHas KOMUS, npegHasHadeHHble AN HanpasfeHus B
rocygapcrtea, He spngwowmecs ydactHukamym CHI, Bkniovas oTBeTbl 00 OTCYTCTBMM 3anpaluMBaeMblX
cBeaeHunin, ohopMIsiOTCA U BMECTe € 3anpocamu (aHKeTamu, NMUYHbIMU 3asiBNEHUSAMM U T.M.) HanpaBnsTCcA
apXxvMBOM B COOTBETCTBYIOLLUIN heepanbHbli OpraH UCMOMHUTENBHOM BNACTX B YCTAHOBNEHHOM MOpsiaKe.

ApxvBHas cnpaeka, apXuBHasl BbIMMCKa M apXMBHAs KOMUS B CIlydae NIMYHOro obpalleHnsi rpaxkaaHuHa
Unn ero JOBEPEHHOro Nuua B apxvB BblAAKOTCA eMy Nof pacnucky npu npeabssneHuy nacnopTta unmM MHoOro
YOOCTOBEPSOLEro JOKYMEHTa; AOBEPEHHOMY nuLy - NpU NPeabaABreHnn JOBEePEHHOCTU, OPOPMIEHHON B
yCTaHOBNEHHOM nopsagke. lMonyyaTtenb apXMBHOW CMpaBKM M apXMBHOW BbIMUCKM pacrucbiBaeTcs Ha WX
KOnusx nnv Ha obopoTe CONPOBOAMTENBHOIO MMCbMa K HUM, yKa3biBasi 4aTy UX MNOSTy4YeHus.

3aBepeHHas anocTuneM apxmBHas Cnpaska, apXvMBHas BbINMCKa M apXMBHas KOMUS B Criydae fIMYHOro
obpalLeHns rpaxaaHuHa UM ero AOBEPEHHOro Nuua B apxvB BblAAKOTCA €My Ha PyKu Npy NpeabsABneHum
KBUTaHUuK 06 ynnate rocyaapCTBEHHOW MOLLMMHbI 3@ MPOCTaBeHne anoCTurs.

Boaapau.l,eHme NOONMMHHUKOB apPXMBHbIX JOKYMEHTOB



5.11. Mo NCbMEHHBbIM 3a8BMEHNSIM C pa3peLleHns PyKOBOOUTENS apxunBa peabunutmpoBaHHble nuua
W MUX HaCNegHUKM MMEIT NPaBo Ha NonyyYyeHne NOANMHHUKOB COXPaHUBLLMXCS B NPEKPALLEHHbIX YrONOBHbIX 1
aAMUHUCTPaTUBHBIX, a TaKke (OUNETPaALMOHHO-NPOBEPOYHbIX AeriaxX apXMBHbIX AOKYMEHTOB TBOPYECKOro
Xapaktepa - pykonucewn, dotorpadui, nCEM N APYruX JIMYHbLIX JOKYMEHTOB (3a MCKMOYEHMEM NacnopTos,
BOEHHbIX OuUNeToB, CryxebHbIX YOOCTOBEPEHWA W  APYrUX apXMBHbLIX [AOKYMEHTOB oduLmanbHOro
NPOUNCXOXOEHUS).

Mo MMCbMEeHHbIM 3asiBNEeHUsIM C paspeLleHnss PyKOBOAWUTEMNS apxuBa rpaxaaHe MMEIOT MpaBo Ha
nony4yeHne COXpaHMBLLUXCH B apXvBe NOANUHHUKOB COBCTBEHHbIX TPYAOBbIX KHUXKEK.

C unsbiMaeMmbIX apxuBHbIX AOKYMEHTOB AenaroTcs Konuu, KoTopble npuobluaioTca K genam. Msbatue
apXMBHbIX JOKYMEHTOB, @ TaKKe UX 3aMeHa Ha KOMWUW OTpaxaloTCs B NUcTax-3aBepuTensx gen, B Onucax
Aen, AOKYMEHTOB.

BosBpalleHne apxvBHbIX [OOKYMEHTOB OopMnseTcs aktom 06 wu3batunm 3 gen  yKasaHHbIX
OOKYMEHTOB. AKT W Apyrne AOKYMEHTbl, HA OCHOBaHUM KOTOPbIX NMPOWU3BEAEHO BO3BpaLLEHME apXMBHbIX
OOKYMEHTOB, 1 pacnucka nuua, NonyyMBLLEro UX Ha PyKK, BKIKOYaOTCa B Aeno doHaa.

OGCJ’Iy)KI/lBaHMe nonb3oBaTenen B YiTanbHOM 3ane

5.12. nsa obcnyxuBaHusi Nonb3oBaTenen B apxvmBax 4ENCTBYIOT YMTanbHbIA 3an, MPOCMOTPOBLIN 3ar,
KOMHaTa npocnyLlmnBaHns (GOHOAOKYMEHTOB CO crneLmanbHbiM 06opygoBaHuem Anst paboT ¢ MUKPOKONUSIMM
apXMBHbIX JOKYMEHTOB, ayaMOBU3yanbHbIMU U 3NEKTPOHHBbIMW JOKYyMeHTamu. Mpu OTCyTCTBUM creumarnbHO
BblAENEHHOMo NMOMeLLeHMs1 00CnyXMBaHWe MNosib3oBaTerneln NpoM3BoaANTCa B paboyelt koMHaTe apxuBa Mof
KOHTPOSIEM COTPYAHMKA apxuBa.

Mopsgok paboThl NONbL30BaTENEN C apXMBHBIMU AOKYMEHTAMM B YATANbHOM 3arne apxvmBa, UX npasa u
005s3aHHOCTM OnpeaensaTca npaBMnaMmm paboThl NonNbL3oBaTeNen B YATamNbHbIX 3anax apxueoB Poccuickom
depepauun, yTBEPXKOAEMbIMU CrieunanbHO YNOMHOMOYEHHbIM defeparnbHbiM OPraHOM MCMOSTHUTENbHOW
BnacTun B cpepe apxmBHOro gena. Apxus o6s3aH 03HaKOMUTb NONb3oBaTenen ¢ aTuMK nNpasunamu. Vicxogs
N3 KOHKPETHbIX BO3MOXHOCTEN 06CnyXnBaHUsa nonb3oBaTenen apxms MOXET yCTaHaBNUBaTb 04epPeaHOCTb U
BPeMsi MOCELLEHNSA MU YNTanNbHOro 3ana.

B cnyyasx XxuleHWs unuM noBpeXxaeHUsi MOorb3oBaTeneM apXMBHbIX [JOKYMEHTOB, TEXHUYEeCKOoro
obopynoBaHus 1 MMyLLECTBA apxmB obpallaeTcs C COOTBETCTBYHOLLMM 3aABIEHMEM B OpraH BHYTPEHHWX A€en
Nno MEeCTy pacnofioXeHUsI apxuBa, NMPUHMMAaET OpPyrne Mepbl K BO3MELLEHMIO yulepba B COOTBETCTBUM C
3akoHopatenbcTBOoM Poccurickon ®enepaumm.

5.13. o 3akasam nosnb3oBaTenien C y4eToOM TEXHUYECKMX BO3MOXKXHOCTEW apXuBa W3roTaBfvBaloTCs
KOMUN apXUBHbIX OOKYMEHTOB: KCEPOKOMUN, MUKPOKOMUK, dOTOOTNEYaTKN, KMHOKOMNUK, BUOEOKOMNUKN, KOMUK
(POHOOOKYMEHTOB, a Takke KOMUN Ha MNEKTPOHHbIX HOCUTESNSAX.

He npousBogutcs konupoBaHMe [OOKyMeHTOB ApxuBHoOro d¢oHaa Poccuiickon degepaumn,
Haxo4sALLMXCH B HEYOOBNETBOPUTENBHOM (PM3NYECKOM COCTOSIHUN.

KonupoBaHue apxuBHbIX [OKYMEHTOB OFpaHWYEHHOro Aoctyna (CEeKpeTHbIX W coaepXalumx
KOH(bMAeHLManbHY MHOpMaLMio) NPON3BOAUTCS B YCTAHOBNEHHOM MOpPsiAKe.

Mopsnok BLIMNOMHEHUS 3aKa3oB Ha KOMMPOBaHWE, B TOM 4Mclie OObeMbl KOMMPOBaHUSI apXMBHbIX
OOKYMEHTOB, HeonybrnvMkoBaHHbLIX OMUCEN pJer, OOKYMEHTOB, APYrMX apXMBHbIX CMPaBOYHO-NMOUCKOBbIX
cpeactB M 6a3 AaHHbIX, CTOMMOCTb W3rOTOBMEHMSI KOMWA W MOPSAOK pPacyeToB 3a WX W3rOTOBEHMEe
onpeaensitoTcs pyKoBOACTBOM apXuBa.

Ha konuu apxuBHOro [OKYMeHTa, W3rOoTOBMEHHOW MO 3akady nonb3oBaTens, apxuB YyKasblBaeT
apXMBHbBI WIMAP U HOMEpa NUCTOB eAUHULbl XpaHEHUA apXMBHOMO AoKyMeHTa. [pu odopMmneHun Konum
pPacCeKkpeyeHHOro apxmMBHOMO [OKYMEHTa Ha JIMUEeBOM CTOPOHE B MpPaBOM BEPXHEM Yriy nepBoro u
nocregHero NMCTOB Konuu npocTaBnseTca wramn "PaccekpeyeHo”. Npu Heo6XOAMMOCTU OaHHbIA wTamn
NPOCTaBMSAETCA Ha NMLEBOWN CTOPOHE BCEX JIMCTOB KOMUU PACCEKPEYEHHOTO apXMBHOIO 4OKYMEHTA.

Konun apxmBHbIX JOKYMEHTOB BblAAlOTCS MOMb30BaTENSM, UX OOBEPEHHBIM Nuuam Un MoryT ObiTb
BbICNaHbl MO YKa3aHHbIM agpecam.

Y4yeT 3aKa3oB Ha KONUpoBaHue BeAeTcs Ha ByMaXXHOM HocuTene UM B aBToMaTU3npoBaHHOW hopMe.

VHuumaTuBHOE MHOPMUPOBaHUE MOMNb3oBaTenen.
MoproToBka BbICTABOK U MyOrvkaumii apXmBHbIX JOKYMEHTOB

5.14. WHunumatMBHOEe  UHMOPMUPOBaAHWE  rOCYOAPCTBEHHbLIX  OpPraHoB, OpPraHoB  MECTHOro
CcaMoynpaBrieHns, OpraHn3aLun 1 rpaxgaH OCYLLECTBASETCA NyTeM HanpasreHuss UM MHAOPMAaLMOHHBLIX
nncem nnu Apyrmx MHEPOPMaLMOHHBIX JOKYMEHTOB.

5.15. Apx1B opraH13yeT NOAroTOBKY M NPOBeAEHME BbICTABOK apXUBHbIX JOKYMEHTOB CaMOCTOATENBHO
WIM COBMECTHO C APYTMMU apXMBaMu U OpraHn3aLmsimm.

[na nogrotoBkM BBICTABKM apXMBHBIX [OOKYMEHTOB paspabaTbiBalOTCA TemMaTU4eCcKun nnaH
(koHLEenuusa) N TEMaTUKO-3KCNO3ULIMOHHbIN NiiaH. Ha ocHOBe TemMaTU4eckoro nnaHa npoBoaATCS BbisiBNEHNE



1 oTOOP apXMBHbBIX JOKYMEHTOB, UIMIOCTPATUBHBLIX U MHBIX Matepuanos. B TeMaTuko-aKCNo3ULMOHHbLIV MiiaH
BKIMIOYAETCs aHHOTMPOBAHHBIN MepedYeHb OTOOPaHHbLIX AN 3KCMOHMPOBAHWS apPXMBHbBIX OOKYMEHTOB,
UNNIOCTPATUBHBIX U MHBIX MaTepuanos, CUCTEMAaTU3UPOBAHHbLIX B COOTBETCTBMU C pasfernamun BbiCTaBkW, C
yKkasaHMemM WX pasmMepoB M MOpsaka pasMelleHWs Ha cTeHdax unu B BuTpuHax. Bce oTobpaHHblie Ans
SKCMOHMPOBaHUSA apXuBHbIE JOKYMEHTbI U Apyrne matepuarnbl aHHOTUPYTCA. K MHOA3bIYHBIM MaTepuanam
npu HeobxoaMMOCTY AaeTCs NepeBo UNu pa3BepHyTas aHHOTaUuUsl coaepKaHus.

OTBETCTBEHHBLIMU 3a COXPAHHOCTb apPXMBHbLIX AOKYMEHTOB SBMSIOTCS OpPraHn3aTopbl BbICTaBKU. APXMB,
NPeacTaBMBLUUIA apXMBHblE [OKYMEHTbl NS BbICTaBKW, o6GecneynmBaeT KOHTPONb 3a cobniogeHuem
TpeboBaHuin obecrnevyeHnsi COXpaHHOCTN JOKYMEHTOB MpW SKCMOHMPOBaHUN.

CTpaxoBaHMe apxvMBHbIX [OOKYMEHTOB M OdOpMIeHME MX BPEMEHHOIO BbIBO3a 3a Npeaensbl
Poccunckon depepaumm Onsi 3KCNOHMPOBAHUST MPOBOASTCA B YCTaHOBMEHHOM nopsigke (cm. nn. 2.11.14,
2.11.15).

5.16. lpu nogrotoBke nNybnMKauun apxuBHbIX OOKYMEHTOB apXvB PYKOBOACTBYETCA HayYHbIMU
npasnnamMn n3gaHus UCTOPUYECKNX JOKYMEHTOB.

Tunbl (Hay4YHbIA, Hay4YHO-MOMYNSAPHbLIA KU y4ebHbIN) 1 BUAbl (NodoHAOBadA, TemaTudeckas unu ap.)
nyénvkaumn apxmBHbIX [OKYMEHTOB OMpedenstoTcs WX LeneBbiM HasHadeHueM, cneumdumkon otbopa
WUCTOYHMKOB, NPUEMOB Mepeaaydn TeKCTa apXmMBHbIX AOKYMeHTOB 1 coctaBoM HCA K HUM.

dopmbl NyGNMKaLmMm apXmMBHbLIX LOKYMEHTOB:

neyaTHas: cepusi, cOopHuMK, anbbom, Oyknert, nnakat, nybnukauusa B cpeacTBax MacCOBOW
MHGopMauuu;

nybrnvkaumsi Ha NIEeHOYHbIX HOCUTENSAX: MUKPOUITbM, MUKpPOhULLA;

3MNeKTPOHHAs: TMNePTEKCT, MynbTMMeana, 6asa gaHHbIX.

ApXMB OCYyLLECTBNSET MeponpusaTusa no obecnevyeHunto Hay4yHO-UCCINEAOBAaTENbCKUX U TEXHUYECKMX
NMpOLECCOB MOAFOTOBKM OOKYMEHTamnbHbIX Nybnukauun: OpMUpOBaHUE pedakLUOHHOW  Konneruu,
KOnMneKkTMBa COCTaBUTENEN, COCTaBMEHUE OpraHM3aLMOHHO-METOAMYECKUX [OOKYMEHTOB, 3aKroyeHue
A0roBopa C 3auHTepPeCcoBaHHbIMU OpraHU3auusaM1 1 usgaTenscrsamu u T.n.

MogroToBneHHass M OTpPedakTUPOBaHHAs  PYKONWCb  MPOXOAWT  BHYTPEHHEE U BHELUHee
peLeH3npoBaHue u 0BcyXgaeTca HayvyHO-CoBellaTernbHbIM OpraHoM apxuea, obnajalowmm npasBoMm
pekoMeHO0BaTb ee K U34aHuIo.

Pykonucb cuMTaetrcs NOAroTOBMIEHHOW, €Cnu B COOTBETCTBMM C YCTaHOBMEHHbIMU TpeGoBaHMAMM
JopaboTaHa Mo 3amMeYaHMsIM PELIEH3EHTOB M MToram OOCYXOEeHUS W yTBepxAdeHa B neyatb. Pykonucu
MEXapXMBHbBIX W34aHUA NPEACTaBMSOTCA PEAKONSerMM Ha pacCMOTPEHWEe W yTBEepXOEHWE K U3AaHuio
rOfIOBHOW opraHusauuen.

C wu3gaTenbCTBOM 3akm4aeTcsi JOroBOp, B KOTOPOM MpedycMaTpuBalTCA MpaBa M 00s13aHHOCTU
n3gaTenbCTBa M 3akasduka (apxvea).

5.17. ApxvB OCyLLECTBISIET YYET NCMONb30BaHUSA apXMBHbIX JOKYMEHTOB Ha ByMaXkHOM HocuTene mmnm
B 9MEeKTPOHHOM hopme.

MpunoxeHne N 1
knn. 2.11.5, 2.11.7.2,
3.7.2,4.31

(8 peq. MNMpukasa MuHkynstypbl P® ot 16.02.2009 N 68)

(Ha3BaHME apxuBa)

AKT YTBEPXIAI
N IvpexkTop
(narTa) (Ha3BaHME apxuBa)
O HEMCHIPAaBUMBEIX [NOBPEXIESHMUAX [Tomnuce Pacumbpporkxa
APXUBHEIX IOKYMEHTOB IOININCHU
DaTa
doum N

HazBanue doHIa




B (DOH,He o@HapyerbI S IOMHMIIEL XpaHeHu4d, IIPM3HAHHEIE HelcCIipaBMMO
IIOBPEXIEeHHBIMNM

N Homep | Homep | 3aronosok Kpain- Konnyectso nucTtos CyLHoCTb 1
n/m |onucu | ep. noBpexaeH- Hue (Bpems 3By4aHus, NPUYUHBI
Xp. HOW efl. Xp. Jathbl MEeTpax) noBpexaeHus
1 2 3 4 5 6 7
JIToro OOHapyXeHO HEMCHNPabBMMO [NOBPEeXIEHHBIX en. Xp.
(umndpamm

M HOPONMUCHI0)

BaBenyromuil OTIeJIOM

(momnmmchk, pacumdpoBKa IIOIINNCH)

3aBenynmmii apxXUBOXPaHUIIMIIEM

(moonmch, pacumppoBKa IOIANUCHK)

HepeqmcneHHHe APXMBHEIE IOOKYMEHTEI IIOIJIEXAaT CIIMCAaHMIO BBUOY

OKCIIEePTH :
(HaMMeHOBaHME IOJDKHOCTEM DKCIEepPTOB, INOANMUCH,
pacumdpoBka NOIONMCEV, HaTa)
(N m maTta Opukasa PYKOBOOMTEJIS apxuBa O CHATUM HEMCIPaBMUMO

IIOBPEXIEHHLX apPXMBHEX INOKYMEHTOB C yueTa)

JI3MeHeHUS B ydYeTHbe INOKYMEHTH BHECEHEL

HammMeHOBaHME

IOJDKHOCTHU

paboTHMKA [Momnmce PacumppoBKa MNOONMUCHK
JaTa

dopma akTa 0 HeMCNPaBUMbIX NOBPEXAEHUSIX aPXUBHBIX JOKYMEHTOB

dopmar Ad (210 x 297)

MpunoxeHne N 2
knn.2.11.5, 3.7.2

(8 peq. MNMpukasa MuHkynstypbl P® o1 16.02.2009 N 68)

(Ha3BaHME apxuBa)

AKT YTBEPXIAI
N IvpexTop
(mara) (HazBaHMe apxusBa)
O HeOOHapyXeHUM apPXMUBHEX [Mopnuce Pacumpposka

IOOKYMEHTOB, IIYTM PO3EICKA Imoarnmcum



KOTOPHEIX MCUYepIlaHBL HaTa

®oHno N
B pesyinbTare YCTaHOBJIEHO OTCYTCTBME B QOHIE
[IEPEUMCIIEHHEIX HMXE AapPXMUBHBIX HOOKYMEHTOB. [lpennpMHSTEIE apPXUBOM

MEPEHL I10 PO3EICKY IIOJIOXMTEJIbHBIX pe3sysibTaTOR HEe najin, B CBA3M C 4UEM
cCurTaeM BO3MOXHBIM CHATb C ydeTa:

N Homep | Homep | 3aronoBok KpaiiHne KonunuectBo Mpegnonaraemblie
n/n | onucun ea. en. xp. patbl nucToB (Bpems NPUYNHBI
Xp. 3By4aHus, OTCYTCTBUA
MeTpax)
1 2 3 4 5 6 7
NToro en. Xp.

(umbpaMm M NOPONMUCHIO)

ConepxaHme YTPAUYEeHHEIX AaPXMBHBIX IOKYMEHTOB MOXET OBITE YAaCTUUYHO
BOCIIOJIHEHO cCJiegyrmyMmM €. Xp.:

CDopma akKTa o HeO6HaPY)KeHVII/I dPXUBHbIX JOKYMEHTOB,
NYyTW PO3bICKa KOTOPbIX nc4HepnaHbl

dopmat A4 (210 x 297)

BaBenyrouil OTIEJIOM [loonmce PacumppoBkra nNOONMCHU
BapenyoumMi apxUBOXpaHmIMieM [lononmuchb PacumdppoBKa MNOONMUCHK
T'JIaBHEIM XPaHUTEJb [Noonmce PacumppoBkra NOONMUCHK

(N ¥ maTa HpuKasa PyKOBOIMTEJISA apxuBa O CHATUM C
ydeTa HeOOHapyXeHHEIX AapPXMUBHBEIX IOKYMEHTOB, IIyTU
POBEICKa KOTOPBIX MCYEPIIAHEH)

VIBMEHEHUA B YyUETHBEE IOKYMEHTEl BHECEHEL
HammeHoOBaHME

IOOJIXHOCTH
paboTHUKa llomnmcob PacumdpoBka NOONIUCU

TaTa

dopmMa akTa 0 HeOGHapYXEHUN apXUBHbLIX JOKYMEHTOB,
NyTW po3bicka KOTOPLIX McHepnaHbl (MPOAoIHKEHME)

®opmaTt A4 (210 x 297)

Mpunoxexne 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 @mejsie moImmMTO M NPOHYMEPOBAHO JIMCTOB
(umdpamMmu M NPONMCHIO)

c N no N

B TOM dUdMCJIe:
JIMTEPHBIE HOMEpa JIMCTOB
IIPOIIYIWIEHHBEIE HOMEpa JIMCTOB

+ JIMCTOB BHyTpeHHeﬁ OoInmcCum

OcobeHHOCTM PU3NYECKOTO COCTOSHMSA U Homepa nnctos
dopmunpoBaHmna gena
1 2

HamMeHnoBaHMe

IOOJIKHOCTM

paboTHMKa [Noponuce PacumppoBka nomnmcu
IDaTa

<Dopma JNTNCTa-3aBepuTend aena

dopwmart A4 (210 x 297)

Mpunoxexue N 4
knn. 2.11.10

(8 pea. MNMpukasa MuHkynsTypbl P® o1 16.02.2009 N 68)

(HazBaHMe apxuBa)

JIMCT MNCIIOJIb30OBAHNUA
APXVBHHX JOKYMEHTOB

®ono N Onmuce N IHejio N

3aroJIOBOK HeJia

Hata Komy BblgaHo XapakTtep Homepa Moanuck nuua,
ncnorb- hamunus, NCMNonb30BaHus NCMornb30- NCMNonb30BaB-
30BaHUS | MHMUMAnbI (konupoBaHue, BaHHbIX Lero geno
(pa3bopumeo) BbINMUCKKN, MPOCMOTP nmcToB
v Aap.)
1 2 3 4 5

CDopma JTINCTa NCNoJs1b30BaHUA apXUBHbIX JOKYMEHTOB
dopmar Ad (210 x 297)

MpunoxeHue N 5
knn.3.4.1,3.5.2, 3.7.11



(8 pea. Mpukasa Muxkynestypbl P® ot 16.02.2009 N 68)

KHUT'A YUETA TOCTYIJIEHMA IOKYMEHTOB

N HaTa HanmeHoBaHue HaunmeHoBa- Hassa- |loabl Kon-Bo KpaTkas Homep ¢oH-
n/m | nocryn- opraHusaLmm Hue, Homep Hue OOKY- en. xp. XapakTe- a, npucBo-
neHus (bamunug, n gata go- doHAa | MEHTOB | UM He- pucTuka €HHbIN Nnoc-

WHUUMansI KyMeHTa, no onucaH- cocTos- TYNMBLUUM
nvua), ot KOTOpOMY HbIX OO- HUA OOKyMeHTam
KOTOpOWN NPUHSATBI KyMEHTOB no Crnmcky
nocTynunun OOKYMEHTHbI (nnuctoB) doHaoB
OOKYMEHTH!

1 2 3 4 5 6 7 8 9

Toro mocTynmiyio 3a ron en. Xp.

(DOKYyMEeHTOB,

JIMCTOB)

B TOM umcje <*>:

HamMeHOBaHME

IOOJIKHOCTMU
paboTHUKA

IDaTa

(umdpaMm M OPONMUCHI)

[lonnmce

<*> ,D,onycxaemﬂ BeAEHNe eauHON KHUMN y4yeTa I'IOCTyI'IJ'IeHI/IIZ Ha OOKYMEHTbl BCEX BMOOB C yKa3aHnemM
X 0ObEMOB B UTOrOBOW 3amnuncu.

CDopma KHUrn y4yeta ﬂOCTyﬂﬂeHMVI OOKYMEHTOB

CIIMCOK ®OHIOOB

Pacumbpporka nomnmucu

dopmart A3 (420 x 297)

Mpunoxexne N 6
knn. 3.4.1, 3.5.3,

3.7.1,3.7.11,3.7.12

Homep [ata nepsoro HassaHwue coHaa OTmeTka 0 [MpumeyaHus
doHaa NoCTynneHnsa BbIObITUN
1 2 3 4 5
Uroro uHa 01.01.... . boHOOB
(umdpamMmu M MNPONMUCHIO)
B T.4d. IOCTYNWUJIO 3a .. T. boHmoB
(umbpaMm M NPONMUCHIO)
BBEIOBIJTIO B3 « e v e e o.. T. boHIOB

HammMeHOBaHMUE

IOOJDKHOCTU
paboTHMKA

(umdpaMm M OPONMUCHI)

IToonmce

PacumppoBKa MNOONMUCHK




IDaTa
dopma cnmcka hoHOoB

dopwmart A4 (210 x 297)

Mpunoxexne N 7

knn. 3.4.1, 3.5.6,
3.7.13,5.5.1
(8 pea. MNMpukasa MuHkynsTypbl P® o1 16.02.2009 N 68)
YTBEPXIEHO
[IpoToxkogn 3K
(HaMMeHOBaHME YIIOJIHOMOUYEHHOT'O OpIraHa
VICIIOJIHUTEJIbHOY BJIACTU CyOBbeKTa PocCuMCKOM
demepauum B OOJAaCTM apxXMBHOI'O Heja,
bemepalIbHOT'O I'OCYyIapCTBEHHOI'O apxuBa)
oT N
N Jenonpoun3BoacT- 3aronosok gena KpanHune | KonuyecTtso MpumeyaHus
n/n | BEHHblE MHAEKChI harhbl n1cToB
UM Homepa no
cTapow onncu
1 2 3 4 5 6

B omnmces BHEeCEHO

(undpaMm ¥ HOPONUCHIO)

ne
c N no N
HamMmeHOBaHME
IOOJIKHOCTM
COoCTaBUTEJIA ONUCHU [Nonnmucso PacumppoBkra nomnmcu
BaBenymomuil OTIOeJIOM
(apXVBOXPAHUIINILEM ) [lomnmce PacumdppoBKa MNOONMUCHK

IDaTa

dopma onucu <*> gen NOCTOAHHOIO XpaHeHUsl, COCTaBNEHHOMN
B apxmBee

dopmar Ad (210 x 297)

<*> K onncu coctaBnsieTcs TUTYINbHbIN JIUCT.

MpunoxeHue N 8



knn. 3.4.1, 3.5.6,
3.7.13,5.51

(8 pea. Mpukasa MuHkynstypbl P® ot 16.02.2009 N 68)

(HamMeHOBaHME OpTaHM3alLuM)
YTBEPXIAI

HauMveHOBaHME OOJDKHOCTU

dounm N PYKOBOOMTEJIA OpTaHM3alun
OIIICh N [lomnmce PacumppoBra
IIOOIINCHU
OeJl NOCTOSHHOTO XpPaHeHUS
DaTa
3a Ton;
N MHpekc | 3aronoBok aena KpaiiHne gatbl KonunyectBo MNpumevaHna
n/n nena nucToB
1 2 3 4 5 6
B IaHHBIM pas3mesi ONMCUM BHECEHO ney
(undpaMm ¥ HOPONUCHIO)
c N no N , B TOM UMCJIE:
JVTEPHBIE HOMEpa:
IPONyUEHHBEE HOMEpa:
HavMeHOBaHME IOJDKHOCTU
CoCTaBUTEJIA ONUCHU [Nonnmucso PacumppoBkra nomnmcu
BaBedyouMil apXMUBOM
opraHmM3auum [lomnmce PacumdppoBKa MNOONMUCHK
IDaTa
COTJIACOBAHO YTBEPXIEHO
[Iporoxkos L3K (39K) [IpoToxkos 3IIK
(HaMMeHOBaHUE (HaMMeHOBaHUE
opraHuzanmn) YIIOJIHOMOUEHHOT'O OopI'aHa
VICIIOJIHMTEJIbHOM BJIACTM CyOBeKTa
Poccurickon dezmepauum B 0OJIACTHU
APXMBHOTO Ineja, benmepalJibHOT'O
TOCYHOAPCTBEHHOTO apxXuBa)
oT N oT N

dopma rofgosoro pasaena onvucy Aen rnocTosiHHOro
XpaHeHWs1 opraHnsaLum

dopmar Ad (210 x 297)

MpunoxeHne N 9
knn. 3.7.1,3.7.2, 3.7.11,
441,46,4.7



(8 pea. Mpukasa MuHkynestypbl P® ot 16.02.2009 N 68)

YTBEPXIA YTBEPXIA
(HaMMeHOBAaHME HOOJIKHOCTU (HaMMeHOBAaHME OOJIKHOCTU
PYKOBOOUTEI L PYKOBOOUTEI L
OpraHMn3auMm-CcOaTumKa) OpPTraHM3aLUN-TIPUEMIIMKA )
[Noonmce PacumppoBkra nOONMCHU [Noonmcse PacumppoBkra nNOONMCHU
TaTa [leuaTsb TaTa [leuaTsb
AKT
N
(mara)

npyeMa-rnepenauy apxXMBHEX
IOKYMEHTOB Ha XpaHEeHMEe

(ocHOBaHME MHepenadn)

(Ha3BaHMe IHepenaBaeMoTro QoHIa)

cnoaJs,
(HaszBaHMe OpraHM3aLUM-COATYMKA)
IPUHAT
(HazBaHMe opraHM3aAlLUM-IIpUeMIMKa)
IOOKYMEHTH Ha3BaHHOTO (QOHIA M HAYYHO-CIPAaBOUYHHM alnapaT K HUM:
N HassaHue, Homep Konnyectso KonunyectBo MNpumevaHna
n/n onucu K3eMnidapoB en. xXp.
onncu
1 2 3 4 5
MTOTO MNPMHATO en. Xp.
[lepenauy NPOMS3BEJINM: [lpreM OpOM3BEJIN:
IHospxHOCTh [lomnmce Pacumbporka IHojpxkHOCTh llomnmuchk PacumdpoBka
IO ONNCYU IO ONNCHU
IDaTa IDaTa
doHnmy npumucBoeH N
VIsMeHeHrsa B y4YeTHEE HNOKYMEHTH BHECEHH
JOJIXHOCTB I[Nognmcoe PacumppoBka nomnmcu

IDaTa
d>opma aKTa npuemMa-nepenayn apxmBHbIX JOKYMEHTOB Ha XpaHeHne

dopmat A4 (210 x 297)



Mpunoxexne N 10
knn.3.7.1,3.7.8,4.4.2

(8 pea. Mpukasa MuHkynstypbl P® ot 16.02.2009 N 68)

AKT YTBEPXIAI
N IrpexkTop

(mara) (Ha3BaHMeE apxuBa)
IpreMa Ha XPaHEHMEe apPXMBHEIX Iomnuce Pacumpporka
OOKYMEHTOB JIMUHOTO HNPOMCXOXIEHUS IIOONIUCHK

ITaTa I[leuaTsb
Ha ocHoBaHum pemeHua IIK
(IPOTOKOJ OT N )
1 OOroBOpa OT
coan

(®.M1.0. coBcTBeHHMKA/BJaesbla)
NPUHATE JOKYMEHTH

(obmas xapaKTepUCTUKa HOOKYMEHTOB)

B KOJIMUECTBE en. xp. (yCJIOBHEIX) IOKYMEHTOB (JIMCTOB)

10 apxXMBHOM (COaTOYHOM) OIMCHU

douny mnpmcsoeH N

CobcTBeHHMK/ BIanesel] [Mopnuce Pacumdpporka nomnmcu
(HyXHO€ INOOUEPKHYTH)

HamMeHOBaHME IHOOJDKHOCTU [Moonuce PacumppoBkra NOONMUCHK

paboTHMKA
VI3MeHeHM s B ydeTHEE IOKYMEHTH 10 pes3yjibTaTaM OIMCaHMsA BHECEHEH
[lonnmce

HammMveHOBaHME IOOJDKHOCTU PacumppoBKa MNOONMUCHK

paboTHMKa
IDaTa

CDopma aKTa npuema Ha XxpaHeHne OKYMEHTOB
JINYHOTO NpouncCXoxaeHusa

dopmat A4 (210 x 297)

Mpunoxexue N 11
knn.3.7.2,4.3.2

(8 pea. MNMpukasa MuHkynsTypbl P® o1 16.02.2009 N 68)

(HazBaHMe apxuBa)

AKT YTBEPXIA
N InpexTop
(mara) (Ha3BaHME apxuBa)
O BBIOEJIEHUM K YHUUTOXEHUIO [Mognuce PacumppoBra
APXVBHEIX HOOKYMEHTOB, He NOONMCHU
nomjiexalx XpaHeHM ITaTa



K yHMUTOXeHMIO OTOOPAaHE: IOOKYMeHTH GoHma N

(HazBaHme ¢oHma)

Ha OCHOBaAHMM:

(ccrUIKM Ha HOPMATMBHO-METOOMUECKHME ITOKYMEHTEL

OJid INPOBEeIOEHUA SKCHepTI/IBBI)

N HassaHus KpaviHue | Homepa Homepa egn. Konnyectso MpumeyaHus
n/nm | rpynn natbl onucen Xp. no en. xp.
OOKYMEHTOB onucsiM
1 2 3 4 5 6 7
NToro en. xp. 3a T0ox (BI)

(umdpaMm M OPONMUCHI)

KommuecTBO en. Xp., KpayHMe pJaTH M KpaTKas XapaKTepucTuKa
IOOKYMEHTOB, OCTAaKIMXCS Ha XPaHEHUM

BaBenymomuil OTIOeJIOM

(apxXMBOXpPaHUIIMIIEM) [lonmnmce PacumppoBka nNOONMCHU
HammeHOBaHME

IOJIDKHOCTU

paboTHMKa I[loomnmcob PacumppoBkra NOONMUCHK
TaTa

®opma akTa O BblAENEHNN K YHUYTOXEHUNIO apXUBHbIX JOKYMEHTOB,
He noanexawinx XxpaHeHuto

®opmaTt A4 (210 x 297)

IOKYMEHTE CIaHH

(HazBaHMe opraHM3aLuM)

Ha IepepaboTKy IO INIPMEMO-CIaTOYHOM HakKJIaIHOM N
(mara)
HammMeHOBaHME
IOOJIKHOCTM
paboTHMKA [Momnmce PacumdppoBKa MNOONMUCHK

VIBMEHEHUA B YyUETHBEE IOKYMEHTEl BHECEHE

HammMeHOBaHME

IOJDKHOCTHU

paboTHMKA [Monnuce PacumppoBka NOONMUCHK
HaTa

YTBEPXIEHO

[IpoToxkoa JSIIK

(HamMMeHOBaHME YIIOJIHOMOUYEHHOTO

OopraHa VICIIOJIHUTEJIbHOY BJIACTHU cybwpekTa

Poccurickonm dezmepaumm B OOJIACTU APXMBHOTO Heja,

bemepasbHOTO TOCYIApPCTBEHHOTO apxmUBa)



oT N

dopma akTa 0 BblAENEHUN K YHUUTOXEHWNIO apXUBHBIX JOKYMEHTOB,
He noanexalnx XpaHeHuto (NpoaomkeHme)

dopmat A4 (210 x 297)

Mpunoxexue N 12
knn. 3.7.7

(8 pea. MNMpukasa MuHkynsTypbl P® o1 16.02.2009 N 68)

(HazBaHMe apxuBa)

AKT YTBEPXIAK
N InpexTop
(mara) (HazBaHMe apxuBa)
O PpacCCEeKpeuMBaHUM APXUBHEIX [Topnuce Pacumpporkxa
OokyMeHTOB ¢QonHma N Ionnmucu
DaTa
KomMmmccusa
(Ha3BaHME KOMMCCUM)
npoToxkos N or 00.00.00 paccekxpeTrusa OOKyMeHTH GoHma N
(HasBaHMe OQoHIa)
N Homep | KonnyecTtBo Homepa ea. Howmepa ea. xp., Mpume-
n/n onnucun pacceKkpeveHHbIX Xp., paccek- paccekpevYeHHbIX YaHuA
en. xp. PEYeHHbIX Nnosi- YaCTU4HO, C
HOCTbHO <*> YKa3aHnem Homve-
pOB SIUCTOB He-
pacceKkpeyeHHbIX
[OOKYMEHTOB
non- 4YaCcTU4HO
HOCTbIO
1 2 3 4 5 6 7
JITOTO pacceKpedeHO en. xXp. (MIOJIHOCTLIO)
(umdpaMm M OPONMUCHI)
3a
(XPOHOJIOTMUECKME PaMKM IOKYMEHTOB)
en. xp. (4aCcTU4YHO) 3a
(XPOHOJIOTMUECKME PAaMKU
IOKYMEHTOB)
HamMveHOBaHME IOOJKHOCTM paboTHMKA [Nopnuce Pacumdpporka nommnmcu
[IPMHATO Ha OTKPHTOE XpaHeHMe en. xp.
(undpaMm ¥ HOPONUCHI)
B
(xpaHmIMIE)
HamuMeHOBaHME IOJDKHOCTM paboTHMKA ITonnmucek PacumdpoBka NOONMCH

HaTa



VI3sMeHeHUs B YYeTHEIe IJOKYMEHTEI BHECEHEL
HamMeHOBaHME OOJDKHOCTU pa@OTHVIKa [lomnuce PaCLLH/I(DpOBKa Inongrimcm

ITaTa

<*> He pgonyckaeTcsa nepevncrneHme HOMepoB ef. Xp. Yepes Tupe.
dopma akTa 0 paccekpeurBaHUN apXMBHbIX JOKYMEHTOB

dopwmart A4 (210 x 297)

Mpunoxexne N 13
knn. 5.9.1

(8 pea. MNMpukasa MuHkynsTypbl P® o1 16.02.2009 N 68)

(HazBaHMe apxuBa)

Apmpecar
(mouToOBHIM MHIOEKC, anpec,
TeneboH, daxc)
ApxMBHasa CIpabKa
N
(mara)
Ha N oT
OcHOBaHUE:
Pykorommureses opraHM3aLUmn [loonucse PacumppoBka nomnmcu
[leuaTsb
VICIIOJIHUTeJIb
TejiedboH

dopma apxmMBHOW CnpaBku

dopmar Ad (210 x 297)



