IIpaBuia
OpPraHM3aly XPaHEHUs, KOMILUIEKTOBAHUSA, y4eTa U UCI0JIb30BAHUSA
NOKYMEeHTOB ApxuBHOIro ¢poHaa Poccuiickoin @exepauuu u Apyrux
APXUBHBIX JOKYMEHTOB B rOCYIapPCTBEHHbIX U MYHULMIIAJIbHBIX
apxmBax, Mmy3esix U 0u0JMoTEeKaX, opranuzaunusax Poccuiickoii
aKaJeMUM HaAyK
YTBEPXJIEHbBI

IPUKA30M

MuHucTEepCTBA KYJIBTYPhl U MACCOBBIX KOMMYHHUKAITUN

Poccuiickoit @enepanuu ot 18 suBaps 2007 r. Ne 19

C UBMECHECHUSIMU

(yTBEepxaeHbI IpukazoM MuHKUCTEpCTBa KYJIbTYpbl Poccuiickoit denepanuid oT 16
depansg 2009 r. Ne 68, 3apeructpupoBanbiM B Muntocte PD 05.05.2009,
peructpanronHbiii No 13893)

I. O0mme mostoxKeHMst
II. Opranmn3auus XxpaHeHUs1 JOKYMEHTOB ApXuBHOIo ponaa Poccuiickoi
@egepanyu M IPYyrux apXuBHbIX JOKYMEHTOB B apXuBe
P@oHaAMPOBAHHE APXUBHBIX JOKYMEHTOB
Opranusanys apXuBHBIX JOKYMEHTOB B IpeAeIax apxXuBHOro GgoHaa
HedonnoBas opranusanus apXuBHbIX JOKYMEHTOB
OolecnieyeHne COXpAHHOCTH APXUBHBIX IOKYMEHTOB
OO0ecneyeHne HOPMATHBHBIX YCJIOBHI XpPAaHEHUS] APXUBHBIX JOKYMEHTOB
TpeGoBanus K 31aHUAM M MOMELICHUSIM apXHBa
TpeOoBaHnus K apXUBOXPAHUIHIILY
HopmaTuBHbBIE pe:KUMbI XpaHEHHUS APXUBHBIX JOKYMEHTOB.
IIpoTuBONMOXKAPHBIN PEeRKUM
OxpaHHBIH peKUM
TemnepaTypHO-BJIAKHOCTHBIH PeKUM
CBeToBO# pexum
CaHMTapHO-TUTHEHHUYECKHU PeKUM
O0opynoBaHue apXMBOXPAHWJIMINA CPEACTBAMHU XPAHEHUS
Opranusanus XpaHeHHsl apXMBHBIX IOKYMEHTOB B ApXUBOXPAHHUJIMIIE
OO0mue TpeGOBaHUA K PA3MEIIEHUI0 APXUBHBIX JOKYMEHTOB
PasMerenne apXuBHBIX JOKYMEHTOB 000C00JICHHOT0 XpaHEHUA
Pa3memenue poHaa noJib30BaHMs
PasmeneHue ydeTHbIX JOKYMEHTOB
IHopsinox HymMepauuu NOMeIIeHUI apXuBa, CTe/LUIaXKeH, Ka(oB, MOJIOK.
Benenue ronorpaguueckux ykasaresien
OdopmiieHue sIpJIbIKOB HA MEPBUYHBIX CPEICTBAX XPAHEHUS] APXUBHBIX
JTOKYMEHTOB
IIpoBepka HAJIMYMS U COCTOSIHUSI APXUBHBIX IOKYMEHTOB U OPraHU3alus
PO3bICKA HEOOHAPYKEHHBIX JOKYMEHTOB
IIpoBepka TeXHHYECKOT0 M (PU3MKO-XUMHUYECKOI0 COCTOSIHUSI APXUBHBIX
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JTOKYMEHTOB. BoIfiBjIeHHe apXHMBHBIX IOKYMEHTOB C OBPEKIeHUAMU
MaTepHaJIbHbIX HOCUTEJIEH U TEKCTOB
BrisiBsieHue 10kyMeHTOB ApxuBHOIro ¢onaa Poccuiickoin @enepanumn,
HAXOJAIIMXCH B HEYAOBJIETBOPUTEIbHOM (PU3NYECKOM COCTOSTHUH, H
HEMCIPABUMO NOBPEKIACHHBIX APXUBHBIX JOKYMEHTOB. CHATHE ¢ yUYeTa
HEMCIPABUMO NOBPEKIACHHBIX APXUBHBIX JOKYMEHTOB
Yder pu3n4eCcKOro M TEXHU4ECKOro COCTOAHUS APXUBHBIX [IOKYMEHTOB
DOuU3NKO-XMMUYECKasd M TEXHUYECKas 00padoTKa apXMBHBIX JOKYMEHTOB
OO0mue TpeGOBaAHUA K BblIa4e APXUBHBIX IOKYMEHTOB U3
apXUBOXPAHWIHIIA
Cpoxu BbIIa4M AaPpXUBHBIX IOKYMEHTOB
Od¢opmienune BbIIauM APXUBHBIX IOKYMEHTOB
Bbiraua ¢ponaa nosan3oBaHusA
Bbigaua onuceu aeji, 10KyMEHTOB
KoHTpoJb 32 COXPAHHOCTBHIO BIJAHHBIX APXHUBHBIX IOKYMEHTOB.
Bo3BpanieHune apXuBHBIX JOKYMEHTOB B ApXUBOXPAaHUIHILE
TpancnopTupoBKa u nepeMenieHne APXUBHBIX JOKYMEHTOB
BrisiB/IeHHEe YHHUKAJIBHBIX IOKYMEHTOB H 0C000 IEHHBIX IOKYMECHTOB
Co3nanue crpaxoBoro ¢gonaa
Co3nanne, KOMILUIEKT U cOcTaB ()OHIA NMOJIb30BAHUA
IIpoBepka HAJIUYHUSA U COCTOSIHUS, TEXHUYECKUH KOHTPOJIb CTPAX0OBOI0
¢onga u poHa MoIL30BAHUA
Ilepenaya crpaxoBoro ¢goHAa HA cleNMATIbHOE XPAHEHHE
CrpaxoBaHue 10KyMeHTOB ApxuBHOI0 poHaa Poccuiickoii @egepaunu
O¢opmieHne BpeMEHHOI0 BbIB03a IOKYMEHTOB ApXUBHOI0 GoHa
Poccuiickoii ®eaepanum 3a pyoex
OolecneyeHne COXpAHHOCTH APXUBHBIX IOKYMEHTOB IPH YPe3BbIYAHHBIX
CUTyalMsAX
II1. Opranusanust yuera 10KyMeHTOB ApXuBHOTro poHaa Poccuiickon
denepanyu M IPyrux apXuBHBIX JOKYMEHTOB B apXHBe
EnnHuine! yyera apXuBHbIX JOKYMEHTOB
Cucrema y4eTHBIX JOKYMEHTOB apXuBa
OO01mue TpeOOBaHUA K YUETHBIM JOKYMEHTAM apXuBa
OO0uue TpedOBaHUA K YYETHBIM 0a3aM JaAHHBIX
Yder noctrynjieHusi 4 BLIOLITUSI APXMBHBIX TOKYMEHTOB
Y4eT yHUKAJBHBIX IOKYMEHTOB M 0C000 IEHHBIX JOKYMEHTOB
Y4eT ceKpeTHbIX U pacceKpeYeHHbIX APXUBHBIX JOKYMEHTOB.
Odopmitenne paccekpedeHHbIX eI
Y4deT apXUBHBIX JJIOKYMEHTOB JIUYHOTO NMPOUCXOMKTEHNSI
Y4eT 10KYyMEHTOB MO JUYHOMY COCTABY
Ydert 1es1, uMe0IUX B 0pOpMIeHUN IPAroleHHbIe MeTA/IbI 1 KAMHHU
YdeT apXHBHBIX JOKYMEHTOB, HAXOASIINXCH B YACTHOI COOCTBEHHOCTH,
NPUHSATHIX 10 IOTOBOPY HA XpPAHEHHE B APXUB
YdeT konuii apXuBHBIX JOKYMEHTOB HA NPaBax NOAJMHHUKOB
Ydert 1uCcTOB B Aejie, GOTOOTNEYATKOB B (poTOATBOOME, €AMHHUII XPAHEHUS
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B COCTaBe eAMHHMIBI Y4eTa ayJMOBU3YAIbHBIX JOKYMEHTOB
Yuer crpaxoBoro ponaa u GpoHAAa NOJb30BAHUA
Yder My3eidHbIX NPeIMeTOB U O0MOJIHOTEYHBIX (DOHIOB
IV. Opranu3anus KOMIUIEKTOBAHUSI APXUBA JOKYMEHTAMH APXHUBHOIO oHAa
Poccuiickoit Pegepauny U APyruMu apXuBHBLIMH JOKYMEHTAMU
HNcToYHMKN KOMILUIEKTOBAHUSA apXHBa
Cnmncku MCTOYHNKOB KOMILUICKTOBAHHUS APXHBA
IHopsinok IKcnepTU3bI HEHHOCTH JOKYMEHTOB
Iopsiiok mpuemMa apXUBHBIX JOKYMEHTOB
IIpuem apXuBHBIX JOKYMEHTOB OT JUKBUAMPOBAHHBIX OPraHU3aL UM
Ilepenaya apxuMBHBIX JOKYMEHTOB U3 apXUBAa B APXUB
KoMiuiekroBaHne apxXuBHBIMH JOKYMEHTAMH U3-3a py0exa
B3aumopaeicTBre apXUBa C MCTOYHHKAMM KOMILICKTOBAHUS
V. Opranuszanus McnoJb30BaHUS JOKYMEHTOB ApXUBHOI0 (poHaa Poccuiickou
Denepauuu M APYyrux apXMBHbIX JOKYMEHTOB B apXHBe
JocTtyn mojib3oBareied K apXUBHBIM JOKYMEHTaM
Opranusanus padoThl 0 PpacCeKPEeYMBAHUIO APXHUBHBIX JOKYMEHTOB
CrnpaBo4YHO-NIOMCKOBBIE CPEACTBA (HAYYHO-CINIPABOYHbIN anmapar) K
apXMBHBIM IOKYMEHTaM
OO0mue TpeOOBAHNSA K ONMCAHUIO APXUBHBIX IOKYMEHTOB
Onucek ges1, J0KyMEHTOB
IyreBoaurenu
Karanoru
Ykazareaun u 0030pbl
ABTomarusupoBanubiii HCA
D®opMBbI HCII0JIb30BAHUS APXMBHBIX J0KYMECHTOB
IHopsAIOK MCIIOTHEHUS 3aAIPOCOB MOJIL30BaTEJIeH
O¢opmiieHne apXUBHBIX CIIPABOK, APXMBHBIX BHINHCOK U APXMBHBIX
KONUM
Bo3Bpamenue noAJIMHHUKOB AapXMBHBIX IOKYMEHTOB
OO0cayxuBaHue NM0JIb30BaTEC B YNTAJILHOM 3aJ1€
HNuunuaruBHoe nHpopmupoBanue noiab3osaresei. [loaroroska
BbICTABOK U MYOJUKALMIA ApXMBHBIX JOKYMEHTOB
VL. lIpuioxenust

I. OBIIUE ITOJOKEHUSA

1.1. Hacrosimue equubie [IpaBuiia opraHn3alny XpaHEHUs, KOMIUIEKTOBAHHUS, ydeTa
Y UCIOJIb30BaHUS JOKYMEHTOB ApxuBHOTO (hoHAa Poccuiickoit deneparu u 1pyrux
apXHUBHBIX IOKYMEHTOB B TOCYJJaPCTBEHHBIX U MYHUILIMTIATbHBIX apXUBAX, MY3€5IX U
oubnuoTekax, opranuzainusax Poccuiickoil akagemun Hayk (nanee - [IpaBuna)
pa3paboTaHbl B COOTBETCTBUH ¢ DeaepabHbIM 3aKOHOM OT 22.10.2004 Ne 125-D3
"O0 apxuBHOM Jiene B Poccmiickoit Deneparuun” (Cobpanue 3aKOHOATEIHCTBA
Poccuiickoit @eaepaunn, 2004, Ne 43, ct. 4169) u pactipocTpaHsitoTcs Ha
roCyJIapCTBEHHBIE M MYHUITUTIATIbHBIE apXUBBI, My3€U U OMOIMOTEKU, OpTaHU3aALNH
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Poccuiickoii akanemun Hayk (apxuB PAH, Hay4dHbIE apXUBBI pErMOHAIBHBIX
OTJEJEHUN U Hay4YHbIX LeHTpoB PAH, HaydHO-OTpacieBble 1 MEMOPHAJIbHBIE
apxuBbl PAH, ocymecTBistomuye NoCTOSIHHOE XpaHEHHE TOKYMEHTOB APXHUBHOIO
¢onna Poccuiickoit @enepanun) (1anee - apXusbl), KOTOPbIE B COOTBETCTBUU C
3aKOHOJATEIbCTBOM Poccuiickoit denepanuy OCyHIECTBIAIOT IOCTOSIHHOE XPAHEHUE
NokyMeHTOB ApxuBHoro (ponaa Poccuiickoit denepannu, a Takke BpeMEHHOE
XPaHEHHE IPYIUX ApXUBHBIX JOKYMEHTOB, IPUHATHIX OT JINKBUIUPOBAHHBIX OPIaHOB
roCyJapCTBEHHOM BJIACTH, MHBIX FOCYAapCTBEHHBIX OPraHOB (Jajiee -
roCy/1apCTBEHHbBIE OPTaHbl), OPraHOB MECTHOT'O CaMOYIIPABJICHUS U OPTaHU3aLHil.

1.2. HoxymenTbl ApxuBHoro (ponma Poccuiickoit denepannu - apxuBHbIC
JOKYMEHTBI, ITPOIIEANIAE KCIIEPTU3Y IEHHOCTH JOKYMEHTOB, TOCTABJICHHBIC HA
rOCYAapCTBEHHBIN YUET U MOJJICKAIINE TOCTOSHHOMY XPAHEHHUIO.

1.3. JIOKyMEHTHI IO JINYHOMY COCTaBY, a TAK/KE€ APXUBHBIE TOKYMEHTBI, CPOKH
BPEMEHHOT'O XpaHEHUs KOTOPBIX HE UCTEKJIM, OTHOCITCS K APYTUM apXUBHBIM
JOKyMEHTaM.

1.4. T'ocyiapcTBEHHbIE 1 MYHULIUNTAJIbHBIE MYy3€H U OUOIMOTEKH, MYHUIIUITAIbHBIE
apXHUBBI PYKOBOJICTBYIOTCS HacTOSIIIMMU [IpaBriiaMmu ¢ yueToM CBOETO IPaBOBOIO
cTaTyca U 0COOEHHOCTEH 1eATeIbHOCTH.

1.5. Opranuzanus XxpaHeHus1, KOMIUIEKTOBaHMS, y4€Ta U UCIOJIb30BAaHUS TOKYMEHTOB
ApxusHoro ¢ponna Poccuiickoit denepanuiv 1 Ipyrux apXUBHBIX JOKYMEHTOB B
(denepalibHbIX OPraHax UCHOJHUTEIBLHOMN BIACTH U OPraHU3alMsIX, OCYIECTBISIOMIMX
JIENI03UTApHOE XpaHEHHE TOKYMEHTOB ApxuBHoro Gonna Poccuiickoii @enepanuu,
pEryJMpyeTcss APYTMMHA HOPMATUBHBIMHU [TPABOBBIMHU aKTAMM.

1.6. ®opMBI YUETHBIX U HHBIX JIOKYMEHTOB apXHBOB, YIIOMUHAEMBIE B HACTOSILUX
[IpaBriIax u OTCYTCTBYIOIIHAE B IPWIOKEHUSIX K HUM, YCTAHABIMBAIOTCS CIIEHIAAIBHO
YIOJHOMOYEHHBIM (hefiepabHbIM OPraHOM MCIIOJHUTEIBHOM BIIaCTH B cepe
apXMBHOTO Jea.

II. OPTAHU3ALIUS XPAHEHW A JOKYMEHTOB APXUBHOI'O ®OHJIA
POCCUUCKOU PEJEPALIMN U IPYI'UX APXUBHBIX JOKYMEHTOB
B APXUBE

2.1. B apxuBe nokyMeHnTbl ApxuBHOro ponma Poccuiickoit @enepaiuu u aApyrue
apXWBHBIC JOKYMEHTBI OPTaHU3YIOTCSI 10 UCTOPUYSCKH W/HMITA JJOTHICCKU CBSI3aHHBIM
COBOKYITHOCTSIM - apXuBHBIM (poHaM. [To OTHOIICHHIO K HEKOTOPBIM BHIaM
apXUBHBIX JIOKYMEHTOB JOIyCKaeTcs ux HedoHaoBas opranu3anus (cM. 1. 2.10.).

2.1.1. Pa3HOBUIHOCTSIMH apXHUBHOTO (DOHJA SBJISIFOTCS:



apXWBHBIN (DOH TOCYTapCTBEHHOTO OpraHa, OpraHa MECTHOTO
caMOyTpaBJIeHHUs, OPraHU3aIMH, COCTOSAIINN U3 00pa30BaBIIMXCS B IIPOIIECCe
WX JICATEILHOCTH JOKyMEeHTOB ApxuBHoro ¢onma Poccuiickoit deneparuu u
JIPYTUX apXUBHBIX TOKYMEHTOB;

00BbEeTMHEHHBIN apXUBHBIN (POH], COCTOSAIINI 13 00Pa30BaBIIMXCS B IIPOIECCE
NEeATEIbHOCTH JIBYX WM 00Jiee OpraHU3allMid, a TAK)KE IPaKJaH JOKYMEHTOB
ApxusHoro ¢onna Poccuiickoit @enepanuu v APyrux apXuBHBIX TOKYMEHTOB,
UMEIOLTNX MEXIY COOOW MCTOPUIECKH W/UITH JIOTUYECKU 00YCIOBICHHBIE
CBSI3H;

apXUBHBIN (HOH JIMYHOTO MPOUCXOKIEHUS (CEMbHU, POJIA), COCTOSIINNA U3
00pa30BaBIIUXCS B MIPOIIECCE KU3HU U JICATEITbHOCTH OTACIBHOIO
rpaxJaHNHa, CEMbH, POJa APXUBHBIX JJOKYMEHTOB, BKIIFOUCHHBIX B COCTaB
Apxusnoro ¢onaa Poccuiickoit deneparyu.

K apxuBHOMY (pOoHAY IpUPABHUBAETCS COBOKYITHOCTb OT/IEIbHBIX JOKYMEHTOB
ApxuHoro ¢onna Poccuiickoit @enepanyiu U APyrux apXUBHBIX TOKYMEHTOB,
00pa30BaBIINXCS B AEATEIBHOCTU Pa3HbIX HCTOUHUKOB KOMIUIEKTOBAHUS apXHBa
(ponmoobpazoBareneii), 00bEIUMHEHHBIX IO OJTHOMY MJIM HECKOJIBKUM IpPU3HAKAM
(TeMaTn4ecKkoMy, HOMUHAIbHOMY, 0OBbEKTHOMY, aBTOPCKOMY, XPOHOJIOTUYECKOMY U
JIPYrUM) (J1ajee - apXuBHask KOJUIEKIH).

2.2. Ilo crenenn LEHHOCTH JOKYMEHThI ApxuBHOro ponaa Poccuiickoit @enepanuu
JIeNIATCS Ha [IEHHbIE, 0CO00 LIEHHbIE U YHUKAJIbHBIE.

2.2.1. Bce otHeceHHbIe Kk cocTaBy ApxuBHoro ¢ouaa Poccuiickoit deneparuu
JIOKYMEHTBI, BHE 3aBUCUMOCTHU OT UX MPOUCXOKIACHUS, BUJIa HOCUTEIIS, CTETIEHU
CEKPETHOCTH, MECTa XpaHEHUS U (DOPMBI COOCTBEHHOCTH, SIBJISIFOTCS [ICHHBIMU.

2.2.2. B cocraBe ApxuBHoro ¢onna Poccuiickoii denepanuu BbIACISIIOTCS 0C000
[IEHHbIC JOKYMEHTBI, UMEIOIIUE HETIPEXOISIIYIO KYJIbTYPHO-UCTOPUUYECKYIO U
Hay4IHYIO IIEHHOCTh, 0COOYI0 BaXKHOCTH JIJIsi OOIIIECTBA U TOCYIapCTBa U B
OTHOIIICHUH KOTOPBIX YCTAaHABIMBACTCS OCOOBIN PEKUM ydeTa, XpaHCHHS U
HCITOJIb30BAHHS.

2.2.3. B cocraBe 0c000 IIEHHBIX IOKYMEHTOB BBIJICIISIOTCS YHUKAJIbHBIC TJOKYMEHTHI,
HE uMerolre cede MoJOOHBIX MO cojepxKalleiics B HUX HHPopMauuu 1 (W) ux
BHEIITHUM ITPU3HAKaM, HEBOCTIOJIHUMBIC TIPH YTPATE C TOUYKHU 3PCHUS UX 3HAYCHHS U
(nnn) aBrorpaduuHoCTH (CcM. 1. 3.7.4.).

2.2.4. ApxuBHbIE JOKYMEHTHI BDEMEHHOTO XPAHECHUS, UMEIOIIUECS B COCTABE
apXUBHBIX (POHJIOB, B TOM YHCJIE OT JTUKBUAUPOBAHHBIX OpPTaHU3AINH, HIIN
NOCTYIUBIINX B apXUBBI BCIEACTBHE YPE3BbIUAITHBIX OOCTOSATENBCTB, BBIACIAIOTCA K
YHUUYTOXEHUIO B YCTAHOBJICHHOM Mopsiake (cMm. 1. 5.3.2).



2.3. ITo kaTeropusiM AOCTyNa apXUBHbBIE JOKYMEHTHI IJIATCA Ha OTKPBITHIE,
OTPaHUYEHHOIO JIOCTYTA U Ha XPaHSIINECs Ha OCOOBIX YCIOBUSAX TOCTyIA K HUM.

2.3.1. OTKpBITBIMH SIBIISIFOTCS BCE ApXUBHBIE TOKYMEHTBI, TOCTYII K KOTOPBIM HE
OTPaHMUYECH B COOTBETCTBUHU C MEKIYHAPOAHBIMU J0roBopamu Poccuiickon
®enepanuu, 3akoHoAATENBCTBOM Poccniickon denepannu, a TakKe B COOTBETCTBUU
C pacropspKeHUEM COOCTBEHHHKA WIIH BIIAJIENbIA APXUBHBIX IOKYMEHTOB,
HaXOJSIINXCS B YaCTHOW COOCTBEHHOCTH.

2.3.2. K apxuBHBIM JOKYMEHTaM OTPAHUYECHHOTO TOCTYIIa OTHOCSTCA:

apXHUBHBIE TOKYMEHTBI, COJIEPAKAIIUE CBEICHUS, COCTABISIONINE
rOCyJIapCTBEHHYIO TAHY WJIM UHBIE OXPaHSIEMbIE 3aKOHOIATEIILCTBOM
Poccuiickon ®@enepanuu TaiHbl;

apXMUBHBIC TOKYMEHTBI, COJIEpKaIIlie CBEICHUS O JIMYHOM U CEMEHHOM TaitHe
rpakJIaHNHA, €r0 YaCTHOM KU3HH, a TAK)KE CBEJICHUS, CO3/IAOIINE YIPO3y €0
0e301acHOCTH;

APXHUBHBIC TOKYMCHTHI, COOCTBECHHUKH HJIN BJIaJACIIbIbI KOTOPHBIX, IICPCaaBas
HX B apXWB, YCTAHOBUJIM B JOT'OBOPC YCIIOBUS JOCTYIIA K HUM U UX
HCIIOJIB30BaHMHI.

I[OCTYH K YKa3aHHBIM apXHUBHBIM JOKYMCHTAM OO0 YTPaTbl UMHU CCKPCTHOCTH UJIN
KOH(I)HI[GHHI/IEU'IBHOCTI/I, d TaKXKC UX HUCIIOJb30BAHUC OCYIICCTBILAIOTCA B
YCTAHOBJICHHOM ITOPAJKE.

2.3.3. OrpannumrBaeTcs A0CTYI K MOJJIMHHUKAM 0CO00 IIEHHBIX, B TOM YHUCTIE
YHUKaJIbHBIX TOKYMEHTOB, U K IOKyMeHTaM ApxuBHOTo ¢oHaa Poccuiickoii
denepanuu, TPU3HAHHBIM B MOPSIAKE, YCTAHOBIEHHOM 11. 2.11.7.1. HacTodmmx
[IpaBui, HAXOASIIMMHUCS B HEYIOBJIETBOPUTEIHLHOM (PU3HUUECKOM COCTOSTHUU.

(I)OHIII/IPOBaHI/Ie APXMBHBIX TOKYMEHTOB

2.4. Pabora 1o hoHaupoBaHuUIO (ONpeeeHNI0, YTOUYHEHUIO (hOHI0BOM
MIPUHAJICKHOCTH APXUBHBIX TOKYMEHTOB M XPOHOJIOTHYECKUX TPAHUI] aPXUBHBIX
(GhOHIOB) OCYIIECTBISAETCA B UCTOYHUKAX KOMIIJICKTOBAHUS apXHBOB
(pormoobOpazoBarensix) B mporecce GOpMHUPOBAHUS JIe] HA OCHOBE HOMEHKJIATYP JeI
1 0TOOpa TOKYMEHTOB JIJIS TIepeIaur Ha XPaHCHUE B apXHB, a TAKXKE B apXUBAX - TIPU
OTMCAHWUH MPUHATHIX HEYMOPSI0YCHHBIMUA aPXUBHBIX JOKYMEHTOB, ITepepadoTKe
HEYJIOBJIETBOPUTEILHO COCTABJICHHBIX OMUCEHN, TIPH CO3/IaHUN 00bETMHEHHBIX
apXUBHBIX (POHJIOB Y aPXUBHBIX KOJUICKIIMM, UCTIPABICHUN OMUOOK (DOHIUPOBAHMUSI.



2.4.1. Onpenenenrie GOHIOBOM MPUHATICKHOCTA APXUBHBIX JOKYMEHTOB
3aKJIF0YAETCSl B OTHECEHUH UX K apXUBHOMY (DOHIY COOTBETCTBYIOIIETO
dbonm000pazoBaTes.

ApXHUBHBIE IOKYMEHTBI, ABJISIFOUIUECS BXOIAIIMMHU, OTHOCSITCS K apXUBHOMY (DOHIY
TOro GoHI000pa3oBaTeNsl, KOTOPBIM UX MOTYUHIL.

ApXUBHBIE IOKYMEHTBI, SBJISIFOITUECS UCXOIAIIMMHU KONMUSAMHU (OTITyCKamu),
OTHOCATCA K apXUBHOMY (POHTy TOro (poHI000pa3zoBaTeNsl, KOTOPBIHA SIBISIETCS X
aBTOPOM.

ApXHUBHBIE TOKYMEHTBHI BHYyTPEHHETO 00pallIeHUsI OTHOCSITCS K apXUBHOMY (HOHAY
TOro oHI000pa3oBaTesi, B KOTOPOM OHU CO3/IaHbI.

2.4.2. B cny4dae peopraHu3aliy Wi JIUKBUAAIIMU OPTaHU3alliU C IIepelauei ee
(GbyHKIMN BHOBb CO3/IaHHON OpraHU3alliy, 3aKOHUYEHHbIE TIPOU3BOJICTBOM JIejia
BKJIFOYAIOTCS B apXUBHBIN (POH]T pEOPTaHU3yEeMOM UITH JTUKBUIUPOBAHHOM
OpraHu3allvy, & HE3aKOHYEHHbIE JIEJ1a, IEPEIAHHBIE 1JI1 OKOHYAHHS TIPOU3BOJCTBOM
OpraHu3alUU-TIPABONPEEMHUKY, BKIIOYAIOTCS B apXUBHBIN (DOHJ MOCTIEAHEN.

W3 apxuBHOTO (hOHJIA TUYHOTO MMPOUCXOKACHHS ApXUBHBIC JOKYMEHTHI OpTaHU3aAIHH
BBIJICTISIIOTCS. ¥ IPUCOEIUHSIOTCSA K COOTBETCTBYIOIIEMY apXUBHOMY (hOHIY MpHU
YCIIOBUH, €CITU 3TOT apXUBHBIN (DOH]T HAXOAUTCS HA XPAaHCHUH B JTAaHHOM apXUBE U
apXUBHBIEC JOKYMEHTBI OpraHU3alluy HE CBSI3aHbI C AEATEIbHOCTHIO MPAXKIAHUHA,
00pa30BaBILIErO apXUBHBIN QOH[ JIMYHOTO Ipoucxoxaenus. He mompiexar
BBIJIEJICHUIO U3 apXUBHOTO (POHJA IpaskJaHIHA - PYKOBOAMUTENS U YIeHA
COOTBETCTBYIOIIMX OOIIECTBEHHBIX OPTaHU3AlMNA apXUBHbIE TOKYMEHTBI 3TUX
OOLIECTBEHHBIX OpraHu3aIui.

2.4.3. Equnslii apXuBHBIN (OH]I C apXMBHBIMU JOKYMEHTaMHU OpraHU3alun
COCTaBJISIOT:

APXUBHBIC TOKYMCHTELI IPECACTABUTCIILCTB U (1)I/IJ'II/IaJ'IOB;

apXUBHBIE JOKYMEHTHI COBEIIATEIbHBIX OPTaHOB, CO3JJaHHBIX MPH
OpraHu3aIuu;

apXUBHbBIEC JIOKYMEHTBI BPDEMEHHBIX aIMUHUCTPALIMI OpPraHU3aluu,
HaxOJISIIeHCs B cTaiuu OAHKPOTCTBA;

apXHUBHBIE JOKYMEHTBI CO3JaHHBIX MPU OPTAHU3ALNHN IEPBUYHBIX
0O0I11IeCTBEHHBIX OpraHu3amui (3a uckaouenrem opranuzaiuii KIICC u
BJIKCM), cyiiecTBOBaBIIKX 0 MPUHATHUS 3aKOHOJATENbCTBA Poccuiickoi
deneparun 006 OOIIECTBEHHBIX 00hEIMHEHUSIX;

APXUBHBIC TOKYMCHTLI HHKBH}I&HHOHHOﬁ KOMHUCCHUM OpraHU3allu.



ApXUWBHBIE TOKYMEHTHI OOIIECTBEHHOUW Opranmu3anuu (mpodcor3HOM u ap.),
CYIIECTBYIOILEH MPU OpraHU3alMyi ¢ MOMEHTA PErUCTPALUU 3TOH 00IeCTBEHHON
OpTaHU3aIH B COOTBETCTBUU C 3aKOHOIAaTeNbCTBOM Poccuiickoii @enepanuu 06
OOIIECTBEHHBIX 00BEIMHEHUSX, TP UX MOCTYIJICHUH HA XpaHEHHUE B apXUB
COCTABJIAIOT CAMOCTOSTENIbHBINA apXUBHBIN (QOH WK MIPUCOEAUHSIIOTCS K apXUBHOMY
($OoHTy COOTBETCTBYIOIIECH OpraHn3anuu, 00pa3ysa 00beIMHEHHBIN apXUBHBINA (HOHI.

2.5. O6benMHEeHHbIN apXUBHBIN (HOHA POPMUPYETCS U3 APXUBHBIX IOKYMEHTOB:

OpraHu3alMi, OTHOPOJHBIX IO LIEJIEBOMY HA3HAUEHUIO U (DYHKIIUSM,
JNEUCTBYIOLIUX HA ONPENEICHHON TEPPUTOPUN;

PYKOBOJSAILErO OpraHa U NOJAYUHEHHBIX €My OPTaHU3alNM, TEUCTBYIOIINX Ha
OIIPEIEIIEHHON TEPPUTOPUH;

OpFaHHSaHHﬁ, O6’BCI[I/IHGHHBIX 00BEKTOM ACATCIBHOCTH,

MOCJIEIOBATEIBHO CMEHSIBIIMX APYT Ipyra OpraHu3aiuii, eciu GyHKIHHA
MPEAIIECTBEHHUKOB ITOJHOCTHIO WIIM YaCTHYHO MEPEIABAINCH U NIEPENAIOTCS
UX [IPEEMHUKaM;

ABYX HJIHN Ooiee APXHUBHBIX (1)OHI[OB JIMIHOTI'O ITPOUCXOKIACHUA, CCIIU I'PAXKIAHC
CBA3aHbI MCIKOY co00¥ OJIM3KNMU POACTBCHHBIMU, HpO(l)GCCI/IOHaJIBHLIMI/I,
TBOPUYCCKUMHU, JCTOBBIMHA OTHOIICHUAMMU.

2.6. ApxvBHas KOJUIEKIMS MOCTYNAET B apXUB UM (DOPMUPYETCS B apXUBE U3
OTJIEJbHBIX PA3PO3HEHHBIX APXUBHBIX TOKYMEHTOB, UMEIOIINX NPU3HAKHA OOIIHOCTH.
M cTopruyecky CII0KUBIIASICA apXUBHASL KOJUIEKIHUS, TOCTYNUBILIAS U3 IPYTOTro
apxuBa, OT OPTaHU3AlNU WIH TPAKIAHUHA, TIepe()OHANPOBAHUIO HE TTOJICHKHUT.

2.7. ApxuBHBIE JOKYMEHTHI, CHOPMHUPOBAHHBIE B apXUBHBIN (POHT, 00BETMHEHHBIN
apXUBHBIA (DOH/ UM ApXUBHYIO KOJUIEKIIHIO, TepeOHIMPOBAHNIO HE MOJJIEKAT.
[lepedonanpoBanue apXUBHBIX TOKYMEHTOB JAOMYCKACTCS B UCKIIFOUUTEIBHBIX
cllydasix, Ipu OOHapy>KeHUH OMHOOK (POHIMPOBAHUS, 3aTPYAHSAIOIIUX TOUCK
apXUBHBIX JTOKYMEHTOB.

2.8. B 3aBucuMOCTH OT BpeMeHU 00pa30BaHMsI U MMPABOBOTO CTAaTyca UCTOYHUKA
KoMITIeKTOBaHus ((hoHI000pa30BaTENs) €T0 APXUBHBIE TOKYMEHTHI IPUHUMAIOTCS B
apXWB WU KaK MPOJAOHKAIONIASCSA YacTh YK€ UMEIOIIET0Cs apXUBHOTO (hOoHa, N
KaK HOBBIW apXUBHBIN (DOH]I.

2.8.1. B cBs3u ¢ npunstueMm Konctutynuu Poccuiickoit @enepanuu B 1993 roay:

2.8.1.1. HOBBIE apXUBHBIE (DOH/IBI COCTABIISAIOT APXUBHBIE IOKYMEHTHI:



OpraHoB 3aKOHOJaTeNbHOMU BiacTu Poccuiickoii denepanun u cyObEKTOB
Poccuiickon ®@enepanuuy;

OpraHOB HUCTIOJHUTENIbHOU Bi1acTH Poccuiickoit denepanuu u pecrnyoIvK B
cocrase Poccutickoit @enepanuu;

r1aB (TyOepHaTOpOB) KpaeB, 00J1acTeil, aBTOHOMHBIX OKpyroB Poccuiickoit
denepanyiv ¥ UX aIMUHUCTPALUN;

OTpaciIeBbIX OPraHOB UCIIOJHUTEIBHOM BIIaCTU KpaeB, o0sacTeil, MOCKBBI U
Cankr-IleTepOypra, aBTOoHOMHBIX OKpyTroB Poccuiickoit denepanuu, eciiv ux
3a/1a4u U (PyHKUIMU U3MEHUIINC;

opraHoB cyaeOHo Biactu Poccuiickoit deneparuu;

OPraHOB MECTHOTO CaMOYyIIPaBIICHUS,

['enepanbHOM IpoKypaTypsl Poccuiickoit @enepannu;

Cuetnoin nanarsl Poccuiickon denepanuu;

[enTpanbHoro 6anka Poccuiickoit deneparuu (banka Poccun);

[lenTpanbHoii n3bupatenbHo komuccun Poccuiickoit deneparum,
n30MpaTeIbHBIX KOMUCCUN OPraHOB rOCY/IAPCTBEHHOMN BIACTH CYOBEKTOB
Poccuiickon ®@enepanumu.

Honyckaercs hopMupoBaHre 00bEAMHEHHBIX apXUBHBIX (DOHIOB U3 apXUBHBIX
JIOKYMEHTOB U30MpaTeIbHbIX KOMUCCHI MO BRIOOpaM OpPraHOB MECTHOTO
caMOyIpaBJICHUS;

2.8.1.2. enuHble apXUBHbBIE (DOHIBI COCTABISIOT APXUBHBIE TOKYMEHTHI:

OTPACJIEBBIX YIPABJIEHUN U OTAEIOB UCIIOJIKOMOB COBETOB HAPOIHBIX
JIeNyTaToB KpaeB, obnacteid, r. Mockssl u . CankT-IlerepOypra, aBTOHOMHBIX
okpyroB PCOCP u cOOTBETCTBYIOMIMX OTPACIEBBIX OPTaHOB UCHOJHUTEIBHOU
BJIACTH KpaeB, o0nactel, r. MockBa u Cankr-IleTepOypr, aBTOHOMHBIX
okpyroB Poccuiickoit denepanuu, ecinu ux 3aJa4i U PYHKIUU OCTATUCH 0€3
WU3MEHEHUS;

OpraHoOB CyJI€OHOM BJIACTH U MPOKYpaTyp PECIyOIHK, KpaeB, 00JacTei, IT.
Mocksa u Cankt-IlerepOypr, aBBTOHOMHBIX OKPYTOB, TOPOJIOB U paiiOHOB
PCOCP 1 coOTBETCTBYIOIIMX OPraHOB CyI€OHOM BIACTH U MPOKYPATYp B
pecnyOnukax, Kpasx, oonactsx, r. Mockssl u . Cankr-IlerepOypra,
aBTOHOMHBIX OKpyrax Poccuiickoi denepaninv, MyHULMNIAIBHBIX PaOHAX U
FOPOJCKUX OKpPYyrax;



NpCACTAaBUTCIIbBHOI'O U UCITIOJTHUTCIIbHO-PACIIOPAIUTCIIBHOT'O OPIraHOB
MYHUIUIIAJIBHOT'O ITOCCJICHUS.

2.8.2. B cBs13u ¢ npeoOpazoBaHreM MYHUIIMITAIBHBIX 00pa3oBaHuM (KX
0o0BbeIMHEHUEM, PA3JICIICHUEM, a TAK)Ke N3MEHEHHEM CTaTyca ropoICKOro
MIOCEJICHHSI) HOBBIE apXUBHBIE (DOHIBI COCTABIISIIOT APXUBHBIC JOKYMEHTHI CO3JJaHHBIX
OpraHOB MECTHOT'O CaMOYTPABJICHHUS.

N3meHeHMe I'paHUI] MYHUIUIIAJIBbHBIX O6p330BaHHﬁ HC ABJIICTCA OCHOBAHUCM JJIA
CO31aHHMA HOBBIX aPXHWBHBIX (1)OHIIOB N3 AapXHUBHBIX JOKYMCHTOB COOTBCTCTBYIOIINX
OpraHOB MECTHOI'O CaMOYIIPaBJICHUA.

2.8.3. Ilpu peopranuzanuu OpraHu3alyi HOBbIE apXUBHBIE (POHIBI CO3AAIOTCS B
cllydasix:

M3MEHEHHUS 1EJIEBOT0 Ha3HAYEHUS, TPOdUIIs AeITEIbHOCTA U (QYHKIIHUMA
OpraHu3aluu;

npeoOpa3oBaHus OpraHU3aIuu ¢ u3MeHeHHeM (GOpPMbI COOCTBEHHOCTH
MMYIIECTBA OpraHu3aiuu (mpuBaTU3alys, akKilMOHUPOBAHUE, HAITMOHATU3AIIUS
U T.IL.).

W3 apXUBHBIX JJOKYMEHTOB IOCYJapCTBEHHOM WM MYHULIMIIATbHON OpraHu3alli,
noJIBepriueiics npeoOpazoBaHUIO C U3MEHEHHEM (POPMBI COOCTBEHHOCTH UMYILIECTBA
OpraHM3alliy, U apXUBHBIX JTOKYMEHTOB BHOBb BO3HUKILEH opranu3auuu(ii)-
paBOMpPEeeMHHUKA(OB) TOMycKaeTcs: GOpMUpPOBaHUE 0OBEIUHEHHOTO aPXUBHOTO
dboHaa B cilydae nepefadyu apXuBHBIX JOKYMEHTOB Opranu3aiuu(ii)-
IPABOIPEEMHHUKA(OB) B TOCYJaPCTBEHHYIO WJIM MyHHUIIUIAIBHYIO COOCTBEHHOCTb.

2.8.4. He siByisieTCsi OCHOBAHHUEM JIJISI CO3/IaHUSI HOBOT'O apXMBHOTO (hOHA:

pacUIMpeHne WK CY>KeHHE TEPPUTOPUATBHBIX TPAHUIL ACSITEIBHOCTH WU
GbyHKIMIA OpraHu3aIiy;

BBIJICJIEHUE U3 OpraHU3alyy OJHOW WM HECKOJIBKUX HOBBIX OpPTraHHU3aLNN C
nepeaavei UM OTAEIbHBIX (DYHKIIMI MepBOl OpraHu3alky;

VM3MEHEHUE MOIYUHEHHOCTH OPTaHU3alUH, €€ CTPYKTYPbL, IEPEUMEHOBAHUE
WJIM BHECEHUE U3MEHEHUN B Ha3BaHUE, HE COMPOBOXAAIOIINECS U3MEHEHUEM
NePBOHAYAIILHBIX (PYHKITUH;

CMEHa yupeauTessi(eil) opranuzaiuu, 6e3 nu3sMeHeHus: HopmMbl COOCTBEHHOCTH
UMYIIIECTBA 3TOH OpraHU3aIINH.

2.8.5. ApXuBHbIE JOKYMEHTHI OpraHu3alyy, MPEKPATUBLIEH CBOIO IS TEILHOCTD
BCJICJICTBHUE JIMKBUAAIIUHU, B TOM YHUCJIE TIO MPUYMHE YPE3BBIYAMHBIX 0OCTOSITEIHCTB



WM CTUXUWHBIX O€JICTBUH, a 3aT€M BOCCTAHOBJICHHOU C TEMU e (PYHKITUSIMH,
COCTaBJISIFOT €AMHBII apXUBHBIN (OH]I.

2.8.6. XpOHOJIOTHYECKUMH T'PAHUIIAMU aPXUBHOTO (POH[A SIBISIFOTCSI:

apXUBHOTO (POHA TOCYAAPCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYIIpaBJIEHUs, OpraHU3alli1 - YCTAHABIMBAEMbIE HA OCHOBE HOPMATHUBHBIX
aKTOB O(UIIMATIbHBIE ATkl UX 00pa30BaHUs (PETUCTPALMN) U JIMKBUJAIUY.
[Ipu HAJIMYMK HECKOJIBKUX HOPMATHUBHBIX aKTOB 3a JaTy 00pa3oBaHUs
roCyapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIpaBJIEHUs, OpraHU3aluu
IPUHUMAETCS AaTa HauOoJee paHHErO U3 HUX;

00BEAMHEHHOTO ApXUBHOTO (DOHA - TAThl 00pa30BaHUs (PETUCTPALIHIH)
HauOoJiee paHHEH U IUKBUAAIMK HauOoJee MO3/JHEN 110 BpEMEHH!
NEATEeIIbHOCTH OpraHu3aIiui, JOKYMEHThI KOTOPBIX BOIIUIM B COCTaB
00BEMHEHHOTO apXUBHOTO (DOHA;

apXUBHOTO (POHJA JIUYHOTO POUCXOXKIEHUS - 1aThl POKIACHUS U CMEPTU
rpa)<1aHrHa, YICHOB CEMbU WX poja (110 aHaJIOTUU C 0ObETUHEHHBIM
apXUBHBIM (DOHIIOM);

apXHBHOﬁ KOJUICKOUH - AaThl CaMOT'O PAHHCTI'O U CaMOI'O IIO3JHCTO JOKYMCHTA.

XpOHOJIOFI/I‘IGCKI/Ie I'paHHUObI AaPXUBHOI'O (I)OHI[a MOI'YT HC COBIIa1aTh C KpaﬁHHMH
AdaTaMHn COCTABJIIOMIUX €0 apXHUBHBIX TOKYMCHTOB!:

B (DOHJIE TOCYIAPCTBEHHOIO OpraHa, opraHa MECTHOTO CAMOYIIPABJICHMUS,
OpraHU3alllU - B CBSI3U C BO3MOXKHBIM OTCYTCTBUEM apXUBHBIX TJOKYMEHTOB
HaYyaJIbHOT'O W/WJIM 3aBEPILIAIOIIETO 3TANOB AESTEIbHOCTA FOCYAapCTBEHHOTO
OopraHa, OpraHa MECTHOTO CaMOYITPaBJICHHUSI, OpraHU3alluH, BKIIOYEHUEM B
coctaB ¢oH1a 6osiee paHHUX apPXUBHBIX JOKYMEHTOB, MEePEAaHHBIX IS
3aBEpUIEHUS MPOU3BOICTBOM J€ja NPEAIIECTBEHHUKOM TOCYAapCTBEHHOTO
opraHa, OpraHa MECTHOT'O CaMOYTIPaBJICHHUS, OpTaHU3ALINH;

B (DOHJI€ IMYHOTO MPOUCXOKICHHUS - 32 CUET JOKYMEHTOB, CBSI3AHHBIX C
OTKJIMKaMU Ha CMEPTh rpaxkaHuHA, TPOBEICHUEM MaMATHO-FOOMIICHHBIX
MEPOIPHUITUN U JIP.

Opranu3anus apXuBHBIX IOKYMEHTOB B Mpeaeiax apxXuBHOro GgoHaa

2.9. B ipenenax apxuBHOTO (DOHJAa ApXUBHBIE TOKYMEHTHI OPTaHU3YIOTCS 110
€AVHHIAM XPaHCHUS.

EnuHuLb XpaHeHUs: CHCTEMATU3UPYIOTCS COTJIACHO CXEME CUCTEMaTHU3alun
apXMBHBIX JIOKYMEHTOB B apXUBHOM (POH/IE.



2.9.1. Cxema cucteMaTH3allMU apXUBHBIX TOKYMEHTOB B apXUBHOM (POH/IE SBIISETCS
OCHOBAHHUEM JIJIsl BHYTPEHHEH OpraHn3aluy eIMHHUI] XpaHEeHUS apXUBHOTO (QOHIA U
3aKpEIUIseTCS ONMUCHIO (OMUCIMU) I€IT, JOKYMEHTOB.

CucremaTu3anus eIMHULl XpaHEHHS B MpeesiaX apXuBHOTO (HOH/IA MO pa3aenam
(mompaszaenam) cXeMbl CHCTEMAaTH3alUU IPOBOJUTCS C YU4ETOM OJTHOTO WM
HECKOJIBKUX CJIEIYIONUX MTPU3HAKOB:

CTPYKTYPHOTO (B COOTBETCTBUU C MPUHAIICKHOCTBIO €AMHULL XPAHEHUS K
CTPYKTYPHBIM MOAPA3/ICICHUSAM);

XPOHOJIOTHYECKOTO (10 TIEPHOIaM HJIH J1IaTaM, K KOTOPHIM OTHOCSITCS € TMHUITBI
XpaHEHUs);

(YHKIIMOHATBHOTO, OTPACIIEBOT0, TEMATUYECKOTO, IIPEAMETHO-BOIIPOCHOTO (C
ydeToM (YHKIIMH OpraHu3aIiiy, TeM WA BOIPOCOB, KOTOPBIX KacaeTcs
COJIEp>KaHKE CAUHUI XPAHEHU);

HOMHUHAJIBHOTO (I10 AETONPOU3BOJICTBEHHON (hopMeE - BUAAM U
Pa3HOBUAHOCTSM JIOKYMEHTOB);

KOPPECTIOHJEHTCKOTO (TI0 OpraHu3aIisaM U JIUIAM, B pe3yJIbTaTe MEePEnucKu ¢
KOTOPBIMH 00pPa30BaIMCh €IUHUIIBI XPAHEHUS);

reorpauyeckoro (B COOTBETCTBUH C OINPEAEIICHHBIMU TEPPUTOPUSIMH,
HACEJICHHBIMH IMyHKTaMH U IPYTUMH reorpa@uueckuMu 00beKTaMu, C
KOTOPBIMHU CBSA3aHO COJIEp’KaHUE TOKYMEHTOB, UX aBTOPbI, KOPPECTIOHCHTHI);

aBTOPCKOTO (110 Ha3BaHUSAM OpraHM3alMM WM paMUIUSAM JIMLI, KOTOpbIE
SBJIIFOTCSI aBTOPAMH JIOKYMEHTOB).

[Ipu cucremaTu3aluy €QUHULL XpaHEHNS Ay AUOBU3yaIbHON U 3JIEKTPOHHOU
JIOKYMEHTAIUH JTIOTIOJTHUTENBHO UCIIOJIb3YETCsl OOBEKTHBIA U (POpMATHBINA MPU3HAKHY.

EnvHunbl XpaHeHus TpyIInupyrTCs OCIEA0BATENBHO 10 TPU3HAKAM, IPUMEHEHUE
KOTOPBIX SIBJSIETCS HanOoJiee 11eeCo00pa3HbIM JIJIsl BCEX WIIM OTAEIbHBIX TPYIII
apXMBHBIX JIOKYMEHTOB apXUBHOTO (OHJIA.

JIOKyMEHTBI T10 JITYHOMY COCTaBY, a TAK)KE HAYYHO-TEXHUYCCKUE TOKYMEHTHI B
apXUBHBIX (POHJIaX HAYYHO-UCCIICIOBATEIHLCKUX OpTraHU3AINA, PYKOTIUCH B
W3JIaTeIbCTBAX, HICTOPUH 00JIC3HEH B MEIUIIMHCKUX OpPTraHU3aIisaX, aKThl TPOBEPOK B
(dhoHIaX KOHTPOJBHBIX OPTaHOB BBHIACIISIOTCS B OCOOBIC TPYIIITHI U
CHUCTEMaTU3UPYIOTCS 000COOTICHHO.

ApXUBHBIE IOKYMEHTHI apXUBHOTO (hOH/IA CEMbH, POJIa CUCTEMATU3UPYIOTCS BHAYAJIE
10 OTAEIBHBIM I'PAXKIaHaM, JTOKYMEHTHI KaXJ0TO IPaKJaHrHa - 110 pa3/iesiaM CXEMBbI



CHUCTCMAaTHU3alluu. B APXHMBHOM (1)OHI[€ CCMbHU Ha MEPBOC MCCTO BLIHOCATCA apXUBHBIC
JOKYMCHTBI Han0o0JIee N3BECTHOTO rpaxxaaHruHa, 3aTEM - apXUBHBIC TOKYMCHTLI
YJICHOB CCMbH B IIOPAAKEC CTCIICHU POJACTBA. B APXUBHOM (1)OHI[€ poda apXHUBHBIC
JOKYMCHTHBI PACIIOJIararoTCs B IIOPAIKC reHeaJOrn4eCcKou IHoCJaCA0BaTCIIbHOCTH,
IMPpUYICM apXHUBHLIC JOKYMCHTBI, OTHOCAIONUCCA KO BCCMY POAY (FGHeaHOI“I/ILIeCKI/IG
Ta6JII/II_II)I, I/IMYHICCTBeHHO-XOBHﬁCTBeHHbIe I[OKyMeHTBI) IIOMCIIIAKOTCA B Ha4aJc.

Enunuiel XxpaneHus, BKIIOUYECHHbIE B 00BEMHEHHBIN apXUBHBIN (OH],
pacrioyiaratoTcsi o 3Ha4uMocTu (POoH000pa3oBaTesIe, 10 XPOHOJIOTUH UX CO3aHu,
no andaBuTy Ha3BaHHUM. /111 apXUBHBIX (DOHIOB OJTHOTHUITHBIX OpTaHU3AIUil
UCIIOJIb3YeTCsl 0011as CXeMa CUCTEMaTH3aIUH.

B npenenax apXuBHON KOJUIEKIIMY apXUBHBIE JOKYMEHTBI OJTHOI'O BHJIA
(pa3HOBUAHOCTH) TPYNIUPYIOTCS 110 ABTOPCKOMY MTPU3HAKY € PACIOJIOKEHUEM TPYIII
€MHUI] XpaHEHUS B al(paBUTHOM MOPSJIKE HA3BAHUM Opranu3anuii win Gpamuimi
rpaxknaas. B nmpegenax apxuBHOW KOJUIEKIIUH, CO3JaHHOMU 110 TEMAaTHYECKOMY
IIPU3HAKY, TPYNIIMPOBKA apXUBHBIX JTOKYMEHTOB IIPOBOJUTCS IO TEMAM WU
BOIIpOCaM, PaCIIOJIOKEHHBIM B IOPAJIKE UX 3HAYMMOCTH UIIA XPOHOJIOTHUH.

B cooTBEeTCTBUU CO CXEMOM CUCTEMATU3ALNY €ANHULIBI XPAaHEHUS TPYIIIIUPYIOTCS B
CJIEIYIOLIEM MOPSIJIKE:

€MHUIIBI XPAHEHHSI OTHOCSTCS K TOMY IO/ly, B KOTOPOM OHH HayaThl
IPOU3BOICTBOM, UM B KOTOPOM MOCTYIUJIM B IAHHYIO OPTaHU3aIUI0
(cTpyKTypHOE Mo/ipa3ieJieHue) U3 Apyroi opraHu3auu (CTpyKTYpHOTO
noJipa3zesieHus) sl MPOI0JKEHUS! IPOU3BOCTBA;

€IVHHUILBI XPAHEHUSI, COJIEPKAIIME TIIaHbI, OTYETHI, CMETHI U MATEPUAIIBI K HUM
OTHOCSATCSI K TOMY I'OZly, HA KOTOPBIA WJIM 32 KOTOPBI OHU COCTABJICHBI,
HE3aBUCHUMO OT JIaThl KX COCTABIICHHUS; TOJITOCPOYHBIC IAHBI OTHOCSTCS K
HA4YaJIbHOMY TOJly UX JEUCTBUSI, @ OTUYETHI 3a 3TU FOJBI - K MOCIECIHEMY TOY
OTYETHOT'O MEPUOA;

€IMHUIIBI XPAHEHHSI, HAYaThIe POMU3BOJCTBOM B OJTHOM MOJIpa3/CICHUHU U
nepelaHHbIe IS POAOJDKEHUS B APYroe Mojipa3acieHrue, OTHOCITCA K TOMY
noApa3eIeHUI0, B KOTOPOM OHU ObLIH 3aKOHUYCHBI;

B IIpejieliax rofa Wi XpOHOJIOTMYECKOT0 NMEePUoia €IMHULIBI XpaHEHUS
pacrnosiararoTcs 1o 3Ha4uMOCTH (QYHKIUNA OpraHu3aluy (U - B MOPSIKE
3HAYMMOCTH U JIOTHYECKOM B3aMMOCBSA3U BUJOB U PA3HOBUIHOCTEMN
JIOKYMEHTOB);

eIMHULIBI XPAHEHHU s, IPEACTABIIIONINE OO0 TNYHbIE /IeTa,
CUCTEMATU3UPYIOTCS MO T'OAaM YBOJIbHEHUS U an(aBUTy paMuIuil.



['pynnbl eqMHUL XpaHEeHUs B peaenax MOCIEIHUX (3aBEPIIAOIINX ) CTYTICHEH
CUCTEMATHU3ALMH PACIPEAEIIAIOTCS M0 UX 3HAYMMOCTH MJIM XPOHOJIOTHH.

Hecbonszaﬂ OopraHmsanvd apxXuBHbLIX JOKYMCHTOB

2.10. HedonnoBast opranusaiysi apxXuBHBIX JOKYMEHTOB - OpraHU3allksl CO3/1aHHBIX B
JeSITEeTLHOCTH PA3IMYHBIX UCTOYHUKOB KOMITJICKTOBAHUS ayAHOBU3YaJIbHBIX
JOKYMEHTOB (KHHO-, ()0TO-, (POHO- U BUICOIOKYMEHTOB) 10 UX BUAAM, OJJHOMY WJIH
HECKOJIbKUM BHEITHUM IpHU3HaKaM (I[BETHOCTH, MaTepHally HOCUTEN HHPOpMAIINH,
ero ¢popmaTty, CUCTEME 3alKCH 3BYKOBOIM MH(YOpMAIIMH U Ap.).

KHHOOKYMEHTBI U BUJIEOAOKYMEHTBI CUCTEMATU3UPYIOTCS 110 BUAAM - (PUIIBMBI,
CIIELBBIITYCKH, KHHOKYPHAJbI, OTAEIbHbBIE KHHO- U TEJIECI0KETBI PA3JIMYHON
BETHOCTH. Ha KNHOTOKYMEHTBI U BUAECOTOKYMEHTHI ONPEAEIEHHOTO BUIA
COCTABJISIETCS OTJENbHAS OIKCH.

DOTOAOKYMEHTBI CUCTEMATU3UPYIOTCA 110 BUJAM - HETATUBBI Pa3JIMYHON [IBETHOCTH
U pa3Mepa; ciaipl (AMarno3uTUBbI) Pa3IMYHON LIBETHOCTH; IO3UTHUBBI,
doTtooTnevarku; potoanbOombl; uaduibMbel. Ha poTogoKyMeHThI onpe1eIeHHOTO
BH/JIa COCTABJISIETCS OTAEIbHAs OIHCH.

DOHOIOKYMEHTBI CUCTEMATU3UPYIOTCS 110 BHIaM 3alMCH 3BYKOBOM MH(OpMaIu -
dbonorpaduyeckas, rpaMmooHHas, IMOPUHO(DOHHAS, ONITHYECKAs, MATHUTHAS,
nazepHas. Ha hoHOZOKyMEHTHI OIPEICICHHOTO BHIA 3alIMCH COCTABIIACTCS
OTJIeTIbHAS OTINCh.

DJIEKTPOHHBIEC IOKYMEHThI CUCTEMATU3UPYIOTCA 1O BUAaM HOCUTENEH nHMOpMaluu
(MarHUTHBIE JICHTBI, JJTA3€PHBIC U KECTKUE JUCKHU, KOMITAKT-IUCKH, TUCKETHI); BHYTPU
BUJIOB - 110 (hopMaTaM MpeCTaBICHUSI HHPOPMALINK, U TaJIee - TI0 XapaKTepy
3aUKCUPOBAHHON UH(POPMAIIUH.

OlecneyeHne COXpAHHOCTH APXUBHBIX IOKYMEHTOB

2.11. Komruiekc MEpONpUsTUI IO CO3/IaHUI0 HOPMATUBHBIX YCIOBHM, COOIIOACHUIO
HOPMAaTUBHBIX PEXKUMOB U HAJUJIEKAIEH OPraHU3allud XPAHEHUS apXUBHBIX
JIOKYMEHTOB, UCKTIOYAIOLIUX X XMUILEHUE U yTPaTy U 00eCIeYBAIOIINX
NoJIIepKaHUe UX B HOPMAJIBHOM (PU3NYECKOM COCTOSIHUHU, OOECIIeUnBaeT
COXPAaHHOCTh APXUBHBIX JOKYMEHTOB B ApXUBE.

OobecneyeHre HOPMATHUBHBIX YCJIOBH XPAHEHUS] APXMBHBIX JOKYMEHTOB

2.11.1. HopMmaTuBHBIE YCIOBHS XpaHEHUsI apXUBHBIX JOKYMEHTOB 00€CIEUnBAIOTCS:



CTPOUTEIBCTBOM, PEKOHCTPYKIIMEN U PEMOHTOM 3/IJaHUN apXUBOB;

CO31aHHUCM OIITHMAJIbHBIX (HOpMaTHBHBIX) IMPOTUBOIIOKAPHOI'O, OXPAHHOTO,
TCMIICPATYPHO-BIA)KHOCTHOT'O, CBCTOBOTO U CAHUTAPHO-TUTUCHHUYICCKOI'O
PCKHUMOB B 3JaHUH U IIOMCIICHUAX apXUBa,

IPUMEHEHUEM CHIEIUATBHBIX CPEICTB XPAHEHUS U EPEMEILIEHUS apXUBHBIX
JIOKYMEHTOB (cTesuiaxH, mkadsl, ceridbl, KOpoOKH, TATIKK U JIp. ).

TpeﬁoBaHHﬂ K 3JaHUAM " IIOMCIICHUSIM apXuBa

2.11.1.1. ApxuB pa3meniaercs B CEUaIbHO TOCTPOCHHOM(BIX) WIIH
MPUCTIOCOOICHHOM(BIX) JJISl XpAaHEHUS aQpXUBHBIX IOKYMEHTOB 3/IaHUM(5X) WU
OTJICJIbHBIX TOMEIICHUX 3/1aHUs], YAAICHHOM(BIX)OT OMACHBIX B MOKApPHOM
OTHOIIIEHUHU 00BEKTOB (HedTeXpaHUInIa, OEH30KOJIOHKH, aBTOCTOSIHKU, TapaXKu U
T.I1.) U IPOMBIIUJICHHBIX OOBEKTOB, 3arPS3HSIONINX BO3/1YyX (arpeCCUBHBIE Ta3bl,
[IEMEHTHAas MbUTb U T.11.). [[pUTOTHOCTH MECTOPACIIONIOKEHUS apXUBa OIMPEACIIAETCS C
Y4ETOM 3aKIIOYEHUH CITYKOBbI TTOXKApHOIM OXPaHbl U CAHATUAEMCTAHIIUU O CTEIIEHU
3arpsiI3HEHHOCTH BO3/yXa.

CTpouTENBCTBO U PEKOHCTPYKIHUS 3/IAHUSI apXMBA MTPOU3BOIATCS B COOTBETCTBUU C
HOPMAaTUBHBIMU MPABOBBIMU aKTaMU, COACPKAIUMU TpeOOBaHUsS K 00BEKTaM
TEXHUYECKOI'0 PEryJIMPOBAHUS U ITPOEKTHOM JOKYMEHTALIUEN, COITIACOBAHHOM C
COOTBETCTBYIOIIUM YITOJITHOMOYEHHBIM OPraHOM HCIIOJHUTEIBHOU BIIACTH B chepe
apXMBHOIO JENa.

3n1aHue apxuBa MpeACTaBisIeT COO0M KOMILIEKC OCHOBHBIX M BCIIOMOTATEJIbHBIX
MMOMEIIECHUI, PEIHA3HAYEHHBIX JJIS1 BHIMOJHEHUA 3a/1a4 apX1Ba M0 XPAHEHHUIO,
00paboTKe, UCTIOIB30BAaHUIO APXUBHBIX JOKYMEHTOB M 3aJ]1a4 aMUHUCTPATUBHO-
XO3IMCTBEHHOT'0, TEXHUUECKOTO, OBITOBOTO XapaKTepa, OTBeYaTh TPEOOBaAHUSAM
pPaLMOHATIBHOW IUIAHUPOBKYU ITOMEIIEHUN.

Cocras, pacnosoxeHnue, 000py10BaHNE TTOMEIICHU OCHOBHOTO HA3HAYEHUS
JIOJKHBI 00€CIIeUnBaTh COXPAHHOCTh apXUBHBIX JIOKYMEHTOB Ha BCEX y4acTKax
paboThl C HUMH, COONIOAEHIE TPeOOBAaHUM TEXHOJIOTUU PadOT, OXpaHbI TPyAa,
TEXHUKHU 0€30MacHOCTH M MPOU3BOJICTBEHHON CAaHUTAPHH, & TAKXKE PAIMOHATILHOE
B3aMMOJICHCTBHE MOApa3IeeHnii apxuBa. K moMemneHnsIM OCHOBHOTO Ha3HAYEHUS
OTHOCSITCSL:

apXMBOXPAHWIIMIIA;
paboune momenieHus: pabOTHUKOB apXUBa;

MNOMCIICHUA JJIA IIpyU€Ma 1 BPpECMCHHOI'O XpaHCHUA, aKKIIMMAaTU3allnnu
APXHBHBIX TOKYMCHTOB;



INOMCIICHUA JI1 U301 H, I[eBI/IH(I)eKI_II/II/I " JC3HMHCCKIUHN IMMOPAKCHHBIX
APXUBHbBIX NOKYMCHTOB;

IIOMCIIICHUA I O6CCHI)IJ'II/IBaHI/IH, MEPCILICTa U peCTaBpalliu apXHUBHBIX
JOKYMCHTOB,;

MTOMEIIICHHS JIJIs1 KOMPOBAHUS U PECTABPAIIMH APXUBHBIX JOKYMEHTOB
(MUKpO-, Kcepo-, GoTOKONMUpPOBaHUs, (poTopecTaBpalyu u T.11.), 00pabOTKH
TUTICHKH M TTPOBEICHUS TEXHUIECKOTO KOHTPOJIS Ay AMOBHU3YaTbHBIX
JIOKyMEHTOB,;

MMOMCHICHUA OJIA XPAHCHUA YUCTHBIX JOKYMCHTOB,

KOMIUIEKC YNTAIBHOTO 3aja (C yJYaCTKaMH BBIJIa4YM JIE]1 U CIIPaBOYHO-
MOMCKOBBIX CPEACTB, BPEMEHHBIM XPAHHUIIUALLEM );

HAy4YHO-CIIPaBOYHAs OMOIMOTEKA;
METOMYECKUI KaOUHET;
BBICTAaBOYHBIH 3aJ1.

Pa3Meliienre apxvBa B IPUCIIOCOOJICHHBIX 3/TaHUSIX U TIOMEIICHUSX TIPOU3BOIUTCS B
YCTAHOBJIEHHOM MOPSAKE MOCJE MPOBEICHUS UX IKCIIEPTU3bI. DKCIEPTU3A
YCTaHaBJIUBAET CTENCHb OTHECTOMKOCTH 3/1aHUs, T0JITOBEYHOCTh €r0 OCHOBHBIX
KOHCTPYKIMH U MPOYHOCTh MEXITAKHBIX MEPEKPHITUNA C YHETOM NOTEHIHATBHBIX
Harpy30K, COCTOSTHUE MTOMEILIEHHH 3aHus (MI03TaXHbIX, MMOJIBAIbHBIX, YEPIAYHBIX ),
HaJIMYUeE U COCTOSIHUE OTOMUTENbHBIX U BEHTUJISILIUOHHBIX CUCTEM. DKCIIEPTH3a
IIPOBOJUTCS MIPEACTABUTEIISIMU ApXUBA, ITI0XKAPHBIX, OXPAHHBIX, CTPOUTEIBHBIX,
CaHUTAPHO-AIUAEMHUOJIOTUYECKHUX U APYTHUX CIEIUaIbHBIX C1yK0. [lo ntoram
DKCHEPTU3BI COCTABIISAETCS AKT.

He nomyckaercst pa3MelieHue apxmuBa B BETXUX CTPOEHUSIX, IEPEBIHHBIX
MOCTPOMKAX, 3/TAHUSAX C CBIPBIMA OCHOBHBIMH, MOABAJIbHBIMU, YEPAAUYHBIMHU
MTOMEIICHUSMU, ITIEYHBIM OTOILICHUEM.

[IpennazHayeHHbIE U1 XPAHEHUSI APXUBHBIX JOKYMEHTOB IMOMEIIEHUS B
IIPUCITOCOOJICHHBIX 3/IaHUSAX JOKHBI OBITh N30JUPOBAHBI OT OCTAJIBHBIX ITOMEIICHUM
3nanud. He nonmyckaercs pa3MenieHne apXuBHBIX JOKYMEHTOB B TOMEIICHUAX
3J1aHUS, 3aHIATOTO CIY>KOaMH OOIIECTBEHHOTO MUTAHUS, MUIIIEBBIMU CKJIaIaMH,
OpraHu3alMsaIMH, XPaHAIINMU [MOKAPOOIACHBIE U arPECCUBHBIC BENIECTBA WUJITU
MIPUMEHSIIOIIAMU MOKAPOOITACHBIE K XUMHUYECKHUE TEXHOJIOTHH.

TpeGoBaHus K AapXHMBOXPAHUIHUIILY



2.11.1.2. ApxuBOXpaHHUIUIIE JOKHO OBITh MAKCUMAIBHO YJAJIEHO OT
71a00paTOPHBIX, IPOU3BOACTBEHHBIX, OBITOBBIX IOMEIICHUI apX1UBa U HE UMETh
OOIIMX C HUMH BEHTWISILIMOHHBIX KaHAJI0B. ApXUBOXPaHWINIIE OTAEISAETCS OT
COCEHUX MOMEIIEHUI apX1Ba HECTOPAEMBbIMU CTEHAMU U NIEPEKPHITUSIMHU C
npejielaMu OTHECTOMKOCTH HE MEHEE JIBYX 4acoB. B apxuBoxpaHuiuie He
JIOTIyCKaeTCs MPOKyaiKka TpyO BOOCHAOKEHHS U KaHAJIU3allMU, TEXHOJIOTUYECKUE
WA OBITOBBIE BHIBOJIBI BOJIBI.

[Ipy MpOEKTUPOBAHUM PA3MEILECHHS APXUBOXPAHWIIUILA B CIIELIUATBHOM WU
PUCIIOCOOJIEHHOM 3/IaHUH MPEANOYTEHUE (TIPU PABHBIX TEIJIOBBIX
XapaKTEPUCTUKAX) OTAAETCS IOMEIIECHUSIM C CEBEPHOM OpPUEHTALUEN OKOH.

Matepuaiibl HOKPBITUSL CTEH, TI0JIOB, TOTOJIKOB, BHYTPEHHEW apMaTyphbl
apXUBOXPAHWIIUILA, TPUMEHSIEMbIE TIPU U3TOTOBJICHUU 000PYA0BaHUS U CPEJICTB
XpaHEHUs apXUBHBIX JOKYMEHTOB, HE JIOJDKHBI COOMPATh MbLIb, ObITH €€ HCTOYHUKOM
WJIU BBIJENATh arPECCUBHBIE XUMUUECKUE BEILIECTBA.

ApXI/IBOXpaHHJII/IH_[e AOJDKHO MMCTh CCTCCTBCHHYIO NI NCKYCCTBCHHYIO
BCHTHJIALIUIO. Cucrembl KOHINIIHNOHUPOBAHUA JOJIPKHBI oOecrneynBaTh
PCOUPKYIHLNHIO BO3AYyXa C KPAaTHOCTBIO obOMeHa 2-3, CTaOMIBLHOCTH TCMIICPATYPHO-
BJIAJKHOCTHOT'O PCXKHMA, OYHUCTKY BO3AyXa OT IIbIJIM H aI'PCCCUBHBIX HpHMGCGﬁ, a
TAKKC OTBC€YAaTb COBPCMCHHBIM TpC6OBaHI/I$IM KOMITIAKTHOCTH 1 3dKOHOMMHNYHOCTH.

BricoTa apXMBOXpaHUIIUIIA 3aBUCUT OT TEXHOJIOTMYECKOTO 000pYI0BaHMS,
IIPUHATOTO NI XPaHEHUS APXUBHBIX JOKYMEHTOB, HO HE MEHee 2,25 M 10 HH3a
BBICTYTIAFOIINX KOHCTPYKIUI U, KaK IPABUJIO, HE BBIIIE 4 M.

ApPXUBOXpaHUIHUIIE JOKHO UMETh YA0OHBIC BRIXOBI K JIM(PTAM U JICCTHUYHBIM
KJIETKaM.

He nonyckaercst xpaneHue (hoHO-, BUJCO- U DJIEKTPOHHBIX JOKYMEHTOB Ha
HOCHUTEJISIX C MArHUTHBIM PabOUYUM CJIOEM B ApXHWBOXPAHUJIUIIE C TTApAa3UTHBIMHU

IMOCTOAHHBIMHA HUJIN IICPCMCHHBIMHA MAIrHUTHBIMHU ITIOJIAMH HAIIPSAXKCHHOCTBIO Ooiee
400 a/m.

ApPXUBOXpaHUJIMIIE aPXUBHBIX JOKYMEHTOB Ha HUTPOOCHOBE (OMACHOM, TOpIoyeil)
TEPPUTOPUAIBHO OTAENSAETCA U U30JMPYETCS OT APYTUX apXUBOXpaHWIUIL. B
HIDKHEW 30HE apXUBOXPAHWIINILA APXUBHBIX JOKYMEHTOB HA HUTPOOCHOBE
IIpEAyCMaTPUBAETCS NOMOJHUTEIbHAS BBITSKKA BO3LyXa.

HopmaTtuBHbBIE pe:KUMBbI XPAHEHUSI APXUBHBIX JOKYMEHTOB.
IIpoTHBONOXKAPHBIH PEKUM



2.11.2.1. [IpoTuBOMOXKAPHBIN PEKUM B 3[JaHUH(SIX ), T/I€ pa3MEIIAETCS ApXUB, U B
apXMBOXPAHWIMIIAX PETJIAMEHTUPYETCSI COOTBETCTBYIOLIMMHA HOPMATUBHBIMU
paBOBBIMM akTaMu Pocculickoii @eaepannn B 001aCTH MOKapHON 0€30MaCHOCTH.

OxpaHHBIH peKUM

2.11.2.2. OxpaHHBII peXUM apX1UBa 00€CIIEUNBAETCS KOMIUIEKCOM MEDP I10
00EeCIIEYEeHNIO0 HHKEHEPHO-TEXHUUECKON YKPEIJIEHHOCTH, 000PYJOBaHUIO 3aHUsI
(momerieHys) apxuBa CpeICTBAMU OXPAHHOM CUTHAJIM3AlMU, OPTraHU3aIMH [10CTa(OB)
OXpaHbl, OII€YaThIBAHUIO TIOMEUIEHUH, COOTIOAEHUIO BHYTPUOOBEKTOBOIO U
MPOITYCKHOT'O PEKUMOB, XPAHEHUIO KIIFOUEH OT CIIy>KEOHBIX OMEIEHUH.

TpeOoBaHUs K apXUBOXPAaHWIUIIAM U IPYTUM IMOMELIEHUSIM apXHUBa, B KOTOPBIX
XPAHSTCS CEKPETHBIE apXUBHBIE TOKYMEHTHI U MPOBOJASATCS pabOTHI C HUMU,
YCTaHOBJIEHbl HOPMATHBHBIMU MTPABOBBIMU JJOKYMEHTAMH 110 00ECIIEUEHHUIO PeXIMa
cekpeTHocTH B Poccuiickon @enepanum.

OpraHuzaiusi OXpaHbl apXHBa OCYIIECTBIISIETCS B COOTBETCTBUH C TPEOOBAHUSIMU
3aKOHOJIATENbHBIX U MHBIX HOPMATUBHBIX ITPAaBOBbIX akTOB Poccuiickount Penepanuny,
a Takxe MHCTpYKIMHU O MOPSIAKE OCYIIECTBICHUSI OXpaHbl apXUBa, COTJIACOBAaHHOM B
YCTaHOBJIIEHHOM IOPSIJIKE C OCYLIECTBIIIOIIMM OXPAaHy apXUBa IMOAPA3ICICHUEM U
COOTBETCTBYIOIIUM OpraHOM BHYTpeHHHUX Jiesl Poccuiickon denepanuu.

OxpanHa apXyBa OCYILIECTBIISIETCS HA OCHOBAHHUH JIOTOBOPA MEXITY apXUBOM U
COOTBETCTBYIOIIUM MOJAPA3AECICHUEM OXPaHbl, B KOTOPOM MPEAYCMaTPUBAKOTCS
00s3aTeICTBA CTOPOH 110 OXPaHe apX1Ba, COOJIIOICHUIO BHYTPUOOBEKTOBOTO U
IPOITYCKHOT'O PEKUMOB, IPEAYCMATPUBAIOIINX, B TOM YHCIIE TOCMOTPOBBIE
meponpusatud. [lepedeHs noMenieHuii apxuBa, 000pyayeMbIX CPEACTBAMU OXPaHHOU
CUTHAJIN3ALINU, TPUMEHSEMbIE NHKEHEPHO-TEXHUYECKUE CPEICTBA, BU, YCIOBUS
OXPAaHbI U IUCJIOKALMS MOCTOB OMPEAEISAIOTCA YCIOBUSIMU JOTOBOPA. UCXOIS U3
MPUHIIAIIOB HAJCKHOCTH U IKOHOMUYECKOW 000CHOBAHHOCTH Tapu(OB, a TAKKE C
Y4E€TOM TOJIOKEHUM MEXBEJOMCTBEHHOTO aKTa 00CIEJOBaHUSI apX1Ba U TPeOOBaHUI
HOPMAaTUBHBIX MPpaBOBbIX akTOB MB/[ Poccun.

O0s13aTenbHOMY OCHAIIEHUIO CPEACTBAMHU OXPAHHOW CUTHATIU3AIUN 1
ONEYATHIBAHUIO MOJIEKAT aPXMUBOXPAHWINIIA U IOMENIEHHUS], B KOTOPBIX ITOCTOSIHHO
WJIA BPEMEHHO XPAaHSTCA apXHUBHBIE IOKYMEHTBI, & TAKYKE€ MaTEPUAJIbHBIE IEHHOCTH,
aBApUMHBIE U 3aMIACHBIE BBIXObI U3 3JaHUSI apPXUBA, OCHOBHOM BXO/I IPU OTCYTCTBUHU
KPYIJI0OCYTOYHOTO ITOCTA OXPaHBL.

OrneuaTbIBaHUIO MOUICKAT METAUTMUEeCKUe MKadbl U celdbl, T/1€ BpEMEHHO
XPAHSTCS BBIIAHHBIE U3 aPXUBOXPAHWINIL APXUBHBIEC JOKYMEHTHI, YUETHBIE
JIOKYMEHTBI U HAYYHO-CIIPAaBOYHBIN aNmnapar, €CJId OHU HAXOASITCA B
HEOIEYaThIBAEMbIX IIOMENICHUSX.



ApXUBOXpaHUIUIIA U APYTUe TOMEUIEHUS, TJI€ TOCTOSTHHO WM BPEMEHHO XPAHSITCS
apXUBHbIE JOKYMEHTBI, 000PYIYIOTCS ABEPSIMU C MOBBIIIEHHON TEXHUYECKON
YKPEIUIEHHOCTBIO MPOTUB BO3MOKHOTO B3JI0OMa, OCHAILICHHBIMHU 3aMKaMHU
MOBBILIEHHON CEKPETHOCTH.

Bce ax3eMIusipel Kitouei (3a UCKIIFOUEHUEM OTHOCSIIUXCS K TOMEIICHUSIM, Ha
KOTOPBIEC PACIPOCTPAHSIOTCS CIICIMaIbHbIC TPEOOBAHUS PEXKUMA CEKPETHOCTH )
YUUTBIBAIOTCS B )KypHAJIE pETUCTPaAllMU KJII0YeH K 3aMKaM MOMEIICHH apXuBa,
BEJICHUE KOTOPOI0 MIPUKAa30M PYKOBOJUTENSI apXHUBa BO3JIAraeTcs Ha OTBETCTBEHHOE
JOJDKHOCTHOE JIMIO. B yKazaHHOM )KypHasie 0OTMEYaeTcs, y KOro u3 pabOTHUKOB
apXMBa UMEIOTCS KIIFOUU OT KaXKJI0T0 U3 MOMEIEHUH, C pacUCKOM pabOTHHUKA B
MOJIYYEHUH 3K3EMILIAPA KITF04a.

Ko BceM nmomenieHusiM apXuBa, OCHAIIICHHBIM 3aMKaMH, I0JKHO ObITh HE MEHEE JIBYX
KOMIUIEKTOB KJIFOUYEH, OJIUH U3 KOTOPBIX MMOCTOSTHHO HAXOJIUTCS B CIYK0€ OXpaHbI
apxuBa.

[Topsimok xpaHeHus KiIr04Yel B pabouee u Hepabouee BpeMs, MOIyISHHS KITIoUYei B
city»0€e OXpaHbl, CIaYu KII0Uel U TOMEIICHHH 10 OXpaHy yCTaHaBIMBACTCS
WHCTPYKITUEH 00 OXpaHHOM pEXUME apXKBa, YTBEP)KICHHON B YCTAHOBIIEHHOM
MOPSIKE.

ApXUBOXpaHWIHILE B pabouee BpeMsl, €CIIM B HEM HE padOTAIOT COTPYIHUKH,
JOJKHO OBITh 3aKpbITO Ha Kito4. Kiltoun oT apxuBoXpaHuiuiia B pabouee BpeMs
HAXOJATCA y 3aBEIYIOLIEr0 apXUBOXPAHWIHILEM WJIH JIULA, €r0 3aMEIIAOIIETO.

B apxuBoxpaHWIMIEe UMEIOT MPaBO JOCTYyIa 3aBEAYIOIUN 1 paOOTHUKU JaHHOTO
apXUBOXPAaHWIINILIA, @ TAKKE PYKOBOJUTENb aPXUBA U €I0 3aMECTUTEIH, TJIABHBIN
xpaHuTesb (oHa0B. CIUCOK JIML, UMEIOIIMUX MPaBO IOCTYIA B apXUBOXPaHUWIIHUIIIE,
OOHOBJISIEMBII IO Mepe HEOOXOIMMOCTH, JI0J>KEH HaXOIUThCS Ha MOCTY OXpaHbl. Bee
Ipyrue pabOTHUKU apXHBa JOMYCKAIOTCS B apXUBOXPAHWINIIE TOJIBKO B
CONPOBOKJICHUH 3aBEAYIOIIETO aPXUBOXPAHWIMILEM WM JIUIA, €70 3aMEIIAOIIETO.
MHble nmuia JOMyCKarTCA B ApXUBOXPAHWIUIIE B UCKIIFOYUTEIBHBIX CIIy4asiX TOJIBKO
10 MTMCbMEHHOMY Pa3pEIICHUIO0 PYKOBOJCTBA APXMBA U B COIIPOBOKICHUH
3aBEAYIOLIEr0 ApXUBOXPAHUIIUIIEM UJIU JIMLA, €r0 3aMELIAIOLLETO.

BriHOC M3 apXuBa apXUBHBIX JOKYMEHTOB, MAaTePUATbHBIX IIEHHOCTEH M KHUT
HAy4YHO-CIIPABOYHON OMOTMOTEKH, a TAK)KE HAYYHO-CIIPABOYHOTO ammapara
pa3peliaeTcs TOJbKO MO CIEeUaIbHbIM TPOMYCKaM, BbIJABAEMbIM B YCTAHOBJICHHOM
MOPSIAKE.

TemMnepaTypHo-BJIaKHOCTHBIN PeKUM

2.11.2.3. B apxuBOXpaHUIIUIIE ApXUBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE,
000pyZI0OBAaHHOM CHCTEMaMU KOHAUITMOHUPOBAHUS BO3/IyXa, MOICPKUBACTCS



HOPMATHUBHBIA TEMIIEpaTypPHO-BIAKHOCTHBIN pexxuM: Temriepatypa 17-19°C,
OTHOCHTEJbHAS BIAXKHOCTH Bo3yxa 50-55%.

TGMHepaTypHO-BJIa)KHOCTHBIe mapaMCTpbl BO3AYyXa JAJI1 AOJITOBPEMCHHOTI'O XPpaHCHHUA
AYJIMOBHU3YAJIbHBIX U 3JICKTPOHHBIX JOKYMCHTOB NOJIZKHBI COOTBETCTBOBATH HOPMAM,

IIPUBCACHHBIM B Ta6J'II/IIl€:

Bun nokymenra

]_IOKYMCHTI)I Ha KMHOIIJICHKC:

HUTPOOCHOBA

Oe3ormacHas OCHOBA
(bOTOIOKYMEHTHI:

CTCKIIO
IIJICHKA

doToOymara

AOKYMCHTLI Ha MarHuTHOM
JICHTC U JUCKOBBIX HOCHUTCIIAX

Temneparypa, °C

YEepHO-
OeJibie

HE BBIIIIE
+10

HE BBIIIIE
+15

HE BBIIIC

+15

HE BBIIIC

+15

HE BBILIC

+15

+8 -

[IBETHEIE

HE BBIILIE
-5

HE BBIIIIE
-5

HE BBIILIE
-5

HE BBIILIE
-5

HE BBIILIE

-5
+18

CBeTo0BO# pexum

OtHocutenbHas
BJIQYKHOCTH BO3AyXa, %o

HCpHO- BETHBIEC
Oenble n
40-50 40-50
40-50 40-50
40-50 40-50
40-50 40-50
40-50 40-50
45-65

2.11.2.4. XpaHeHH€e apXUBHBIX JOKYMEHTOB OCYIIECTBIIIETCS B TEMHOTE. DTO
o0ecrnieunBaeTCs XpaHEHUEM apXUBHBIX IOKYMEHTOB B TIEPEIIIeTax, MamnkKax,
KopoOKkax, mkagdax, Ha cTejIakax 3aKpbITOTO THUIA, a TAKXKE COOIMI0IEHUEM
YCTaHOBJIEHHOT'O CBETOBOI'O PEKUMA.

OCBGHIGHI/IC B ApXHUBOXPAHUIIUIIC MOXKCT OBITH €CTECTBEHHBIM HIIU HCKYCCTBCHHBIM,
APXUBHBIC TOKYMCHTLI MOTYT pasMCIIAThCA B IOMCHICHUAX C OKHaAaMH UJIH 0e3 OKOH.
PaBMGHleHI/Ie APXHUBOXPAaHHUIINIIA B IOMCIICHUAX 0e3 OKOH JAOITYCKACTCA IIpU
HaJIW4YuU B HEM HCKYCCTBCHHOﬁ WA €CTECTBCHHOM BCHTWJISIIIMHU BO3ayXa C

YCTaHOBJICHHOW KPAaTHOCTBIO BO3IyX000OMEHa.

EcrecTBeHHOE OCBENIEHNE B apXUBOXPAHWIHILIE JOMYCKAETCS PACCESHHBIM CBETOM
IIPY YCJIOBUM ITPUMEHEHHS HA OKHAX CBETOPACCEUBATEIICH, aBTOMATUYECKUX
PETYISATOPOB CBETOBOTO MOTOKA (CIEIMAIBHBIX CTEKOJT), 3aIUTHBIX (UIBTPOB,

JKaJIro3u, ITOP, HAHCCCHHBIX HAa CTCKIIO HOKpBITI/II\/'I u T.II.



JIn1s1 HICKYCCTBEHHOTO OCBELIEHHUS B ApXUBOXPAHUIUIIE MPUMEHSIOTCS JIAMIIbI
HaKaJIMBaHMS B 3aKPBITHIX TIaQOHAX C TJIAJKON HAPYKHOUM MOBEPXHOCTHIO.
Jonyckaercsi IpUMEHEHHE JIIOMUHECIIEHTHBIX JIAMII C YPE3aHHBIM
ynbTpadroiaeToBbIM yuacTkoM criektpa tuna JIb, JIXb, JITh. Yposenn
OCBEILIECHHOCTHU B IMANAa30HE BUIUMOTO CIIEKTPa HE IOJHKEH MPEBBIIATh: HA
BEPTUKAJILHON MTOBEPXHOCTH CTelIaka Ha BbicoTe 1 M oT mozna - 20-50 5k, Ha
pabouux cronax - 100 nk.

3ammra apXuBHBIX JOKYMEHTOB OT pa3pyLIatoIero AEHCTBUS €CTECTBEHHOIO U
HCKYCCTBEHHOI'O CBETA OCYILIECTBIIIETCS BO BCEX MOMELIEHUSAX ApXUBA IIPH JIFOOBIX
BUJaX pabOTHI C ApXUBHBIMU JOKYMEHTaMH.

CaHMTApHO-TUTHEHUYEeCKHIl PesKuM

2.11.2.5. ApxuBOXpaHWINILA U IPYTHE IOMEIICHUS APXUBA COAEPKATCSA B UACTOTE U
MOPSAKE, UCKITIOYAOIIEM BO3MOKHOCTD MOSBJIEHUS HACEKOMBIX, TPBI3YHOB, IJIECEHU
Y TIBUIH.

B apxuBoxpaHuiumie npoBoJsATCS CUCTEMAaTUYECKas BiakHas yOopKa, He pexe
OJTHOTO pa3a B rojl 00ecIbUIMBaHHE MBUIECOCAMHU CTEIIAXEN, MIKa(pOB, CPEICTB
XpaHeHus (KOpoOOK, Marnok, ynakoBokK). [Ipy 3To0M HOKOJIbHBIE YACTH CTEIJUTAKEH,
II0JIBI, INIMHTYCBI, TOJJOKOHHHUKH IPOTUPAOT BOJAHBIMUA PACTBOPAMH AHTHCEIITHKOB.

B apxuBoxpanuniuiie 3anpenaercs mpeObIBaHNe B BEpXHEH 0JI€kKEe, MOKPOH U
IpSI3HON 00YBH, XpaHEHUE JIFOOBIX TTOCTOPOHHUX MPEIMETOB, UCIIOJIH30BAHUE
MUIIEBBIX TPOAYKTOB, a TAKKE KypPEHHUE.

B apxuBoxpanumimine odecrieunBacTcss CBOOOHAS ITUPKYJISIHS BO3IyXa,
HCKITIOYAOIIIasi 00pa30oBaHUE HEMPOBETPHUBAEMBIX 30H YCTOMYMBOTO MUKPOKIMMATA.
He nomyckaercst pa3mernieHne apXuBHBIX JOKYMEHTOB Ha IOJTY, TTOJTOKOHHUKAX, B
Hepa300paHHBIX KUMaX.

OkHa B OMEIIIEHUSX apXHBa, OTKPHIBAIOIIUECS B TEIJIOE BpeMsi Toja, 3allUIaloTCs
CETKaMU C AUaMeTpoM stueek He O6osee 0,5 MM. 3alllUTHRIMHA CETKaMH 000PYIYIOTCS
TAK)KE€ BEHTWISILIMOHHBIE OTBEPCTHUS B CTEHAX, MOTOJIKAX, MOJIaX apPXUBOXPAHWIMUIIA,
HApPYXXHbIE OTBEPCTUSI BEHTUJISILMOHHBIX CUCTEM.

C uenpro 0OHapYKEHUS HACEKOMBIX U MJICCHEBBIX TPUOOB apXUBHBIE JOKYMEHTHI
(BIOOPOYHO) ¥ TOMEIICHUS apXUBOXPAHUIIUII JIBa pasa B roj (B Hayajie U 1o
OKOHYaHHUH OTOIMHUTEIBHOIO CE30HA) MOIBEPratoTCs 00513aTeIbHOMY
YHTOMOJIOTUYECKOMY U MUKOJIOTHYECKOMY ocMOTpY. [Ipu oOHapyxeHuu
OMOJOTUYECKUX BpEAUTENCH TPUHNUMAIOTCS HEMEIJICHHBIE MEPHI 110 00paboTKe
ApXUBHBIX JJOKYMEHTOB, CPEJICTB XPAaHEHHUSI, apXUBOXPAHUIIHILL.

I[J'U{ IMPOBCACHUA CAHUTAPHO-TUTUCHUYCCKHUX pa60T IUIAHUPYIOTCA CAHUTAPHBIC THU.



OO6opynoBaHune apXMBOXPAHWINILA CPeACTBAMH XPAHEHHSA

2.11.3. ApxuBoxpaHumuiie 000pyayeTcs CTallMOHAPHBIMU WIIH TIEPEABUKHBIMU
METaUIMYECKUMU CTelliakamu. Jlomyckaercs SKCIuTyaTalus CyleCTBYIOIUX
CTAllMOHAPHBIX JIEPEBSIHHBIX CTEIUIAXKEU, HAXOASAIIUXCSI B HOPMAJIbHOM CaHUTapHO-
OMOJIOTUYECKOM COCTOSIHUH U 00pa0OTaHHBIX OTHE3AIUTHBIMU COCcTaBaMu. B
apXUBOXPAHUIIUILE C HOPMATUBHBIM TEMIIEPATYPHO-BIKHOCTHBIM PEKUMOM
JIOIyCKaeTCsl IPUMEHEHHE MEPEIBUKHBIX METAIUNIMUECKUX CTejuiaxkei. B kauecTtBe
BCIIOMOTATENIbHOI'O WX CTEIUaILHOIO 000pYA0BAaHUS MOTYT UCIIOJIb30BAThCS
MeTayumdeckue mkadwl, celdol, mKadpI-CTEIIIaXH, a TAKKE CTAIIMOHAPHBIC OTCEKU-
OOKCHI C METAJUIMYECKUMHU MEPETOPOIKAMU U MOJKAMHU.

KuHOOKyMEHTBI, pyJIOHHBIE MUKPO(PHUIBMBI XPAHATCA B TOPU30HTAJIEHOM
MOJIOKEHUH B METAJNIMYECKUX WM IUTACTUKOBBIX KOPOOKax Ha CTeJUIaKaxX TUIA
"enouka" TMOO HA CTAIMOHAPHBIX cTelIaXaX. KHHOJOKYMEHTBI Ha HEroprouen
TpUALETATHOW OCHOBE XPAHATCA B HETUIOTHO 3aKPBIBAIOUIUXCSI METATTMYECKUX WA
IJIACTUKOBBIX C OTBEPCTUAMHU KOPOOKAX AJIA MPEAOTBPALEHUS CKAIUIUBAHUSI BHYTPU
KOPOOKHU IapOB YKCYCHOM KHCIJIOTBI, BBIAEISIEMbIX OCHOBOM KHHOIIJIEHKH.

BI/II[COI[OKYMCHTBI XPaHATCA B BEPTUKAJIIBHOM I10JIOKCHUU B SaBOI[CKOﬁ YIIaKOBKE€.

He nomyckaercst XxpaHeHUE apXUBHBIX TOKYMEHTOB HA HOCUTEJISIX C MAarHUTHBIM
pabouyuM cioeM Ha (peppOMAarHUTHBIX METAUIMYECKUX CTEIaKaxX; CTAIbHbIE
CTEJJIAXHU MOTYT OBITh MCIIOJIb30BaHbl B UCKIFOUUTENBHBIX CIIyYasiX, TOJIBKO MpU
YCIIOBUM pa3MarHUYMBaHMS U 3aMbIKaHUs KOHTYPOB CTEJUIaKa (COeTMHEHHE
METaJUIMYECKUX YacTel cTeiaxa 3JeKTPONPOBOAOM U UX 3PPEKTUBHOE
3a3eMJICHHUE).

B apxuBoXxpaHWIHIIE C €CTECTBEHHBIM OCBEIIEHUEM CTEJJIAKU U MKa(pbl OTKPHITOTO
TUIIAa yCTAHABIUBAIOTCS MEPIEHIUKYIISIPHO CTEHAM ¢ OKOHHBIMM Ipoemamu. B
apXMBOXpaHWIUIIE 0€3 OKOH CTEJUIaKU U MIKa(dbl yCTaHABIUBAIOTCS C yYETOM
0COOEHHOCTEN MOMENIEeHUs, KOHCTPYKIIMK 000OpYAOBAHUS U HOPM €r0 pa3MeIEHUsI.
He nomyckaercs pa3menieHue creiuiaxei, mkados u Ipyroro o00pyA0OBaHUs AJis
XPAHEHUS ApXUBHBIX IOKYMEHTOB BIUIOTHYIO K HAPYKHBIM CTEHAM 3aHUS U K
UCTOYHHUKAM Teria.

CranuoHapHbIe CTEUIaXKHU U MKa(bl YCTAHABIUBAIOTCS B apXHUBOXPAHUIIHINAX C
COOJIIOICHUEM CIIESTYIOIIUX HOPM:

pacCTOsIHUE MEXAY psAJlaMU cTeJulaxken (raBHbId poxon) - 120 cwm;
paccTosiHue (MPOX0JT) MEXKTY CTEUIaKaMu - 75 cM;

pacCTOSIHUE MEXIY HapyKHON CTEHOM 3/1aHMs U CTEUTaKaMu, TapajieIbHbIMU
cTeHe - 75 cMm;



paccTOsIHUE MEXIY CTEHOM M TOPIIOM CTesutaka viH mkada (00xon) - 45 cM;

pacCTOsIHUE MEXIY MOJIOM M HUXKHEH TMOJIKOU cTeiaxka (mkada) - He MeHee
15 cM, B IIOKOJBHBIX ATa)kax - HE MeHee 30 cMm.

PaccrosiHus (mpoxozibl) 1711 000pyA0BaHUS C BBIABM)KHBIMU SIIUKAMHU
PACCUMTBIBAOTCS MO CIIELIHAIBHBIM HOPMaM C YYE€TOM TUIIOpa3Mepa
o0opyaoBaHUSI.

ApXUBHBIE IOKYMEHTHI Ha OyMa)KHOUM OCHOBE pa3MENIalOTCs Ha CTEJIaXax, B
METANTMYECKHX MIKa(pax TOPU30HTAIBFHO UIIH BEPTUKAIBFHO B KOPOOKAX HIIM APYTUX
NEePBUYHBIX CPENICTBAX XpaHEeHHUs (mankax, Qymisipax u T.1.).

Kaxxas equHuna XpaHeHns ayAMOBU3yaIbHOTO WIIU 3JIEKTPOHHOTO JOKYMEHTA
YKJIaJbIBAE€TCS B HETEPMETUYHYIO HHAUBUAYAIbHYIO YIIAKOBKY. IIpu 3TOM 10IKHO
OBITh UCKJIFOUEHO CBOOOIHOE MEPEMEIIEHUE apXUBHOTO JOKYMEHTA BHYTPU
YIAKOBKH.

OpraHnsaunﬂ XPaHCHHUS aPXUBHBIX JOKYMCHTOB B aPXUBOXPAHUJIHIIE

2.11.4. Oprann3zanyst XpaHEHHs apXUBHBIX JOKYMEHTOB B apPXUBOXPAHWIHILIE -
CUCTEMA MEPOIIPUATUH, BKIIFOYAIOIasl pAllMOHAIBHOE pa3MELIEHUE apXUBHBIX
JIOKYMEHTOB, KOHTPOJIb 32 UX JBUKEHUEM U (PU3UUYECKHUM COCTOSTHUEM, KOIIMPOBAHUE
ApXUBHBIX JJOKYMEHTOB C IIEJIbIO CO3JJaHUs CTPaXxoBOTo GpoHa 1 GoHaa
M10JIb30BaHUs1, BOCCTAHOBJICHUE (peCcTaBpaltio) epBOHAYANBHBIX WU OJIU3KUX K
IIEpPBOHAYAJIbHBIM CBOWCTB M BHEIIHUX ITPU3HAKOB APXMUBHBIX JOKYMEHTOB,
MOJIBEPTIIUXCS MOBPEKICHUIO JINOO pa3pyLICHHUIO.

OO0wmue TpedOBaHUA K Pa3MELCHUI0 APXMBHBIX JOKYMEHTOB

2.11.4.1. ApxuBHbBIE JOKYMEHTBI B ApXUBOXPAHUIUIIE PACIOJIAralOTCs B MOPSIKE,
o0ecrneunBaroIIeM UX KOMILJIEKCHBIE YUET U XpaHEHHUE, a TAK)KE OMEePaTUBHBIN MOUCK.

[Topsinok pacnoyioxKeHus: apXUBHBIX (POHJIOB B apXUBE OMPEIEISIETCS TUIAHOM
(cxeMol) uX pa3MelleHus, yTBEPKIaEMbIM pyKOBoauTENEM apxuBa. [1nan (cxema)
npelycMaTpUBaET pacipe/ieieHHe apXUBHBIX (DOHIOB MO apXHUBOXPAHUIIUILLY, C
yKa3aHHEM MPU HeOOXOIMMOCTH UX HOMEPOB O KAKJIOMY CTEIUIaXKy
apxuBoxpaHwmma. [man (cxema) HaXOAUTCS B OAPA3IAEIECHUH, OCYIECTBISIOIIEM
yUYeT JOKYMEHTOB apX1Ba, WK y paOOTHUKA, OTBETCTBEHHOTO 3a YU€T, a
COOTBETCTBYIOILME €TI0 PA3JIEIIbl - B apXUBOXPAHUIIULLE.

Pa3meienne apXuBHbIX JOKYMEHTOB 000C00JIEHHOTO XPAHEHUSA

2.11.4.1.1. O60c006JIeHHOMY XpaHEHUIO MOJICKAT CIEAYIOLIUE apXUBHbBIE
JIOKYMEHTBI: CEKPETHBIC; YHUKAIbHbIE; UMEIOIINE B O(OPMIICHUN WM MPUIOKEHUHU K
HUM JIparoleHHble METAJJIbl U KAMHU; HAa HUTPOOCHOBE; MOPaXKEHHbIE



OMOJOTMYECKUMH BPEIUTEISIMU; NIEPEAAHHBIE IO IOTOBOPY HA XPAaHEHHE B APXUB U
HE OTHECEHHBIE K cocTaBy ApxuBHOro ¢onaa Poccuiickoit denepanuu.

Mecto PaCIIONIOKCHUA U INIOIIAab, BBIACIACMAA OJI1 PAa3MCIICHUS apPXUBHBIX
JAOKYMCHTOB 000CO0IEHHOTO XPpaHCHUA, OIIPCACIIAIOTCA apXHUBOM, UCXOA N3
PCAJIbHBIX BO3MOXXHOCTEH U ICPCIICKTUBHBIX 00BEMOB KOMIIICKTOBAHUS apxXuBa.

Pa3mernienne ceKpeTHbIX apXUBHBIX JIOKYMEHTOB OCYIIECTBIISIETCSI B COOTBETCTBUU C
TpeOOBAHUSIMU HOPMATHUBHBIX JIOKYMEHTOB IO 00ECIIEYEHUIO PEKMMa CEKPETHOCTHU B
Pocculickon ®@enepanumu.

BpeMeHHOe COBMECTHOE XpaHEHUE CEKPETHBIX U PACCEKPEUECHHBIX JIET B
aApXMBOXPAHWINIIE CEKPETHBIX aPXUBHBIX JTOKYMEHTOB JOITYCKAETCS B
VCKIIFOUUTEIBHBIX CIyYasX MpHU OTCYTCTBUHM CBOOOAHBIX TUIOLIAAEH ISl pa3MEelIeHUsS
PAaCcCEKpEUYEHHBIX JEII.

VYHuUKaNbHBIE JOKYMEHTHI U apXUBHBIC JOKYMEHTHI, UMEIOIINE B 0QOPMIICHUH WU
MPWIOKEHUU K HUM JIParolieHHbIE METAJUIbl U KAMHH, U3BIMAIOTCS U3 COCTaBa
apXWBHBIX (POHJIOB U TOJJIEKAT ceiioBOMy XpaHeHHI0. Ha MecTo u3bsaToro
apXMBHOTO JJOKYMEHTA BKJIQJIBIBACTCS KapTa-3aMECTUTEIb U, IPU HEOOXOAMMOCTH,
KOIIHSI apXUBHOTO JOKYMEHTA.

AyIroBU3yaJIbHBIE U 3JIEKTPOHHBIE TOKYMEHTBI XPaHATCS B 000COOJICHHBIX
MIOMEIICHUSIX B 3aBUCUMOCTH OT HOPMAaTUBHBIX PEKUMOB XPAHCHUS I UX
HOCHUTEJIEH.

B 01HOM apXMBOXpAaHWIMILE MOTYT Pa3MEIIATHCSA APXUBHBIE JOKYMEHTHI Pa3HOTO
BUJIa, HO TPEOYIOIIME OAMHAKOBBIX PEXKUMOB XpaHEHUs (HapuMep, apXUBHbIE
JOKYMEHTBI HA MATHUTHBIX JIEHTAX U JUCKOBBIX HOCUTENSAX C MArHUTHBIM CIIOEM;
apXUBHBIE JOKYMEHThI Ha KUHOIUIEHKE U MUKPO(QOPMBI U Jp.).

Pa3memenue ponaa mosib30BaHUsA

2.11.4.1.2. ®ona noib30BaHUS pa3MeENIaeTCs B 3aBUCHMOCTH OT BUJ1a HOCUTEIA
KOIIHH.

Komuu ¢onaa nons3oBanus Ha OyMaxxHOM OCHOBE (B TOM uuncie (OTOKOIUN), KaK
MPaBUJIO, XPAHATCS BMECTE C MOTMHHBIMUA apXUBHBIMH JIOKYMEHTAMU Ha OyMa>KHOMH
OCHOBE Ha OT/ICJIbHBIX CTEJUTaKaX WK B mKadax B MOPSIKE HOMEPOB apXUBHBIX
(GhOHIOB U Ae.

Komnuu ¢onaa nonp3oBaHus Ha MIEHOYHONW OCHOBE pa3MEIIatoTCs B
apXMBOXPAHWINILAX C HOPMATUBHBIMHU JUJIS1 HUX PEKUMAMU XPAHECHMUS.



B Ka)KI[bIﬁ OIOKC BKJIQABIBACTCA OTPC30K IIJICHKKU, HA KOTOPOM OTCHATO OJHO JCJI0
WK €ro 4acThb. B MNOPAAKE UCKIIFOUCHUS ITPU HeOOJIBIIIOM 00BEME Jcjia B OJHOM
OTPE3KC MOXKCT HAXOAUTHLCA HEC Oomee TPEX CKOIMMPOBAHHLIX ACII.

Pa3MemeHne YYE€THBIX TOKYMECHTOB

2.11.4.1.3. OcHOBHBIE (00513aTENBHBIE) U BCIIOMOTaTEJIbHBIE YUYETHBIE TOKYMEHTHI
apxuBa (cM. 1. 3.4.) pa3MeLAI0TCs B U30JIMPOBAaHHOM IIOMEILEHUH UK padoueM
NOMEIICHUH paOOTHHUKA(OB), OTBETCTBEHHOIO(bIX) 32 YUET JOKYMEHTOB apXH1Ba.

OCHOBHBIE U BCTIOMOTATEJIbHBIE YYETHBIE TOKYMEHThI apXHUBOXPAHUIIUIIA
pa3MenalTcs B apXUBOXPAHWINILE WK B paboyeM MOMENIEHUH Pa0OTHUKOB
apXWBOXPAHUIIUIIA.

OTBETCTBEHHBIMH 34 COXPAHHOCTD U UCIIOJIb30BAHUE YUETHBIX JOKYMEHTOB
SBIISIIOTCA PAOOTHUKH, OCYIIECTBIISIIOIINE UX BEIEHUE B COOTBETCTBYIOILLEM
CTPYKTYPHOM TMOAPA3ACIICHUN U [0 APXUBY B L[EJIOM.

[TepBbie AK3eMIUISIPBI ONTUCEN ST, JOKYMEHTOB Pa3MeNIatoTCs B U30JUPOBAHHOM
MOMEIIEHUH WK pabodyeM MOMEIICHUU pabOTHUKA(OB), OTBETCTBEHHOTO(BIX) 3a YUeT
JIOKYMEHTOB apXHBa, ¢ 00s3aTEIbHBIM COOJIIOICHUEM PEKUMOB XPaHEHUS,
YCTaHOBJICHHBIX JIJIs1 TOJIMHHBIX apXUBHBIX JOKYMEHTOB Ha OyMa)kHOM OCHOBE.

BTOpBIC 9K3CMILIAPBI omnuceu ACJI, JOKYMCHTOB Pa3MCHIIatOTCA B H3OHHpOBaHHOﬁ
30HC apXHUBOXpaHUJIMIIA Ha CTCIIJIAKC UJIN B mKa(by

Tperbu 3K3eMIUISIPBI ONUCEN J1E]I, JOKYMEHTOB Pa3MEIIAlOTCS B UATAIBHOM 3aJle.

IHopsiiok HymMepanuM MOMeLeHNH apXHUBa, CTeJIaxel, IKagoB, MOJIO0K.
Benenue ronorpaguuyeckux ykasareseu

2.11.4.2. Bce nomernieHus apxuBa (37aHus, 3TaXKHU, IPYChl, ApXUBOXPAHUITUIIIA,
KOMHATHI), a TAK)KE CTEJUIaXKH, CEH(bI, KA(PBI U MOJIKHA HyMEPYIOTCS.

B kax1oM oT/IeTbHOM MOMEIIEHUN CTEJUTaKU U TIKa(bl HyMEepyOTCS
CaMOCTOATENLHO CJIeBa HammpaBo OT Bxoja. [lomku Ha cTemiaxkax u B mkadax
HYMEPYIOTCA CBEpXY BHU3 CJIEBA HAPABO.

B nensix 3akperieHuss Mecta XpaHeHHUs U MOUCKa apXUBHBIX JIOKYMEHTOB B
apXUBOXPAHUIIUIIE COCTABIISIFOTCS MO(OHIOBBIC U MOCTEIIaKHBIE TONOrpaduyecKue
ykazarenu. Tonorpadudeckre yka3zaTeian COCTABISIIOTCS B KAPTOYHOM WIIHM JIMCTOBOM
dbopme B HEOOXOTUMOM KOJIHMYECTBE IK3EMILISPOB.

KapTouka nodoH10BOro Tonorpaguyeckoro ykasaresis COCTaBIsSETCS OTACIbHO Ha
KQKJIbIM apXUBHBIN (POH]T; 5T KAPTOUKH PACIIONAraloTCs B IOPSIKE HOMEPOB
apXUBHBIX (POHI0B. KapTouka NOCTEIaKHOTO TONOrpaduyecKoro ykazaress



COCTABJISIETCS] HA KAXKIBIH CTEIUIAXK; ITH KAPTOUKH PACIIONIATAIOTCS 110 TIOPSIKY
HOMEPOB CTeJUTaXKEH B MpeziesiaX OTAeIbHOro nmomenieHus. OauH dK3eMILIP
TonorpaguyecKux ykazarejaen XpaHuTcs y paboTHUKA(OB), OTBETCTBEHHOTO(BIX) 3a
ydeT JOKyYMEHTOB apX1Ba, BTOPOU - B aPXHUBOXPAHIIIUIIIE.

Benenne Tonorpadudeckux ykazareaei MOKET OCYIIECTBIATHCS Ha OyMaKHOM
HOCHTEJIE WK B ABTOMATU3UPOBAHHOM PEKUME B COOTBETCTBHUH C YCTAHOBIICHHBIMU
PEKBU3UTAMHU.

N3meHeHus B pa3MeleHNN apXUBHBIX JJOKYMEHTOB CBOEBPEMEHHO OTPAXKAIOTCsI BO
BCEX IK3EMIUISIpax Tornorpaguueckux ykasaTesei, a Takke B IJiaHe (cxeme)
pa3MenieHns apXuBHbIX (DOHIOB.

O(l)OpMJ'IeHI/Ie SAPJBLIKOB HA NEPBUYHLIX CPECACTBAX XPAHCHUA apXHUBHBIX
AOKYMEHTOB

2.11.4.3. Kaxxnoe nepBUYHOE CPEACTBO XPAHEHUS apXUBHBIX TOKYMEHTOB (KOpOOKa,
Hanka u T.J.) CHa0KaeTcs APJIbIKOM, Ha KOTOPOM YKa3bIBAIOTCS HA3BaHUE U HOMEP
apXUBHOTO (POHMA, a TAKKE HOMEP OMKCH 1€, JOKYMEHTOB, HOMEpa €ANHHULL
XpaHEHMsI, HAXOSIINXCS B KOPOOKe.

Hannucu Ha sipjibIkax UCHOJHSAIOTCS TUIOTPAPCKUM CIIOCOOOM, TYIIBIO HIIN
CHEIUAIBHBIMYA YEPHBIMH BOJIOCTOMKUMU YEpHUIaMU. JlomycKaeTcs NCOJIb30BaHNE
IITAMIIOB U IPYTUX AHAJIOTUYHBIX CPEICTB.

IIpoBepka HAJIMYHUA M COCTOSAHUA aAPXUBHBIX JOKYMEHTOB M OpPraHu3alnus
PO3bICKA HEOOHAPY/KEHHBIX IOKYMEHTOB

2.11.5. IlpoBepka HaMU4MUA U COCTOSTHUS APXUBHBIX JOKYMEHTOB IPOBOJAUTCS B LIENSAX
YCTaHOBJICHUS (PAKTUUECKOIO HATMYUS HAXOASIINXCS HA XPaHEHUHU apXUBHBIX
JIOKYMEHTOB U BBISBJICHHs OTCYTCTBYIOIIUX aPXUBHBIX JTOKYMEHTOB IS
OpraHM3alLMU UX PO3BICKA; BBISABICHUS U YCTPAHEHUS HEJOCTATKOB B yU€Te
ApXUBHBIX JIOKYMEHTOB; BBISIBJICHUS U yU€Ta apXUBHBIX JOKYMEHTOB, TPEOYIOIINX
pecTaBpaIlMOHHON, KOHCEPBAIMOHHO-TIPODUIAKTUYECKON U TEXHUUECKOU
00paboTKH.

[IpoBepku HAMMYUS U COCTOSIHUSI ApXUBHBIX JJOKYMEHTOB ITPOBOJISTCS B IJIAHOBOM
MOPSAKE, a TAKXKE €AMHOBPEMEHHO (BHEOUEPETHBIE).

B rocynapctBenHoM apxuBe, My3ee, onbnuoTeke, apxube Poccuiickoil akageMun
HAayK IJIAHOBAsl IMKJIMYHAS TPOBEPKA HATMYMS U COCTOSIHUS MPOBOIUTCS:

YHUKAJIbHBIX TOKYMCHTOB - CKCTOAHO,

0C000 IIEHHBIX IOKYMEHTOB Ha OyMaKHOI OCHOBE - oiuH pa3 B 10 net (B
rocyJIapCTBEHHOM OMOJIMOTEKE - OJIUH pa3 B 5 JeT);



ayJJMOBU3YaJIbHBIX U 3JIEKTPOHHBIX JOKYMEHTOB - OJIUH Pa3 B 5 JIET;
KHHOJOKYMEHTOB HA HUTPOOCHOBE - OJIMH pa3 B 2 ToJa.

[UKITUYHOCTH MPOBEPKH HATUYUS OCTAIbHBIX APXUBHBIX JOKYMEHTOB OMPEICISIeTCS
HAa OCHOBAHHUH PEIICHUS SKCIIEPTHO-METOINUECKON KOMUCCHH (MIIA JPYTOTo
COBEILIATEILHOTO OpPraHa) apX1Ba B 3aBUCUMOCTH OT MHTEHCUBHOCTH HCIOJIb30BaHUS
¥ COCTOSIHHS y4eTa apXHUBHBIX JOKYMEHTOB, HO HE MEHEe OJJHOTO pa3a B 25 et (B
rocyapcTBEHHOU OMOIMOTEKE - OJUH pa3 B 15 jer).

HpOBepKa HaJIM4us U COCTOAHUS CCKPCTHBIX aPXUBHBIX JTOKYMCHTOB
OCYHICCTBIICTCA B IOPAAKC, YCTAHOBJICHHOM JII CCKPCTHBIX apXWBHBIX
JOKYMCHTOB.

B MyHunmnansHOM apxuBe, My3ee, OMOINOTeKe, MJIaHOBAsI HUKINYHAS IPOBEPKA
HaJIM4Yusl apXUBHBIX JOKYMEHTOB ITpoBoauTcs 1 pas B 10 ser.

B cnyuyae cTuxuiiHpIX O€/1CTBHI1, MACCOBBIX MEPEMEILIEHUN U APYTUX 0OCTOATEIBCTB,
B PE3YJIBTATE KOTOPBIX MOTYT OBITh YTPAUEHBI UM MOBPEKIAECHBI ADXUBHBIC
JOKYMEHTBI, & TAKKE IIPU CMEHE 3aBEAYIOIINX apXUBOXPAHWINILAMH IPOBOIUTCS
BHEOUYEPEHAsA €IMHOBPEMEHHAS IPOBEPKA HATUYMS U COCTOSIHUS BCEX TOKYMEHTOB
apXuBa WK UX OTAEIbHBIX YacTell (rpymmn).

B Hauvase nmpoBepKu HAUIMYHUSA U COCTOSIHUSI aDXUBHBIX JIOKYMEHTOB ITPOBOJIUTCS
BBIBEPKA YUETHBIX JOKYMEHTOB, KOTOPasi BKIOYAET: YCTAHOBJICHUE MTOJHOTHI
YYETHBIX JJOKYMEHTOB Ha MPOBEPsIEMbIC apXUBHBIC (DOHBI U ApXUBHBIC IOKYMCHTHI,
CBEPKY UX COMOCTABUMBIX MMOKA3aTENIEH, YTOUHEHHUE TTOPSAAKAa HyMEpALUU €IUH UL
XpaHEeHUs 10 OMHUCH e, TOKYMEHTOB (KHUI€ y4eTa U OMUCAHU) U MPOBEPKY
MPaBUJILHOCTH COCTABIICHUS UX UTOTOBBIX 3anucei. BriBepka yueTHON
JIOKYMEHTAIMHU U MPOBEPKA €€ HATTMYHUS MOXKET MPOBOJUTHCA U KaK
CaMOCTOSITeIIbHBIN BHJT paOOTHI.

IIpoBepKy HaMuus U COCTOSIHUS ApXUBHBIX JIOKYMEHTOB B IOCYJapCTBEHHOM apXHUBE
MPOBOJIAT, KaK MPaBUIIO, JIBa pAOOTHHKA.

[Ipu mpoBepke HATMYUS €AUHUI] XPAHCHUS, apXUBHBIE JOKYMEHTHI KOTOPHIX YUTCHBI
110 BHYTPEHHUM OITHUCSIM, TIPOBOJIUTCS CBEPKA HAIMYMSI ApXUBHBIX TJOKYMEHTOB C
BHYTPEHHEH OIMUCHIO, a TAK)KE CBEpKA HAJIMYMS JIUCTOB B €IMHUIIAX XPAaHEHUS,
MOJICKAIINX XPAHEHUIO B HECOPOIIIOpOBaHHOM (0€3 MOIIMBKH) BUue. EAHUIIBI
XpaHEHUs ¢ YHUKAJIbHBIMU JOKYMEHTAMH 00s3aTeIbHO MTPOBEPSIOTCS MTOJUCTHO.

ApXUBHBIE TOKYMEHTHI, BbIJaHHBIC B YUTAJIBHBIN 3271 U paboure MOMEIEHUS apXUBa,
MIPOBEPSIOTCS HA OOLIUX OCHOBAHUSAX, MX U(PHI YCTAHABIUBAIOTCS MO KapTaM-
3aMECTUTEISAM U KHATAM BbIJIa4l apXUBHBIX JOKYMEHTOB U3 apXHWBOXPAHUJIULL.
ApXUBHBIE TOKYMEHTBI, BBIJAHHBIE BO BPEMEHHOE MOJIb30BAHUE, IPOBEPSAIOTCS 110
KHUT'aM ¥ aKTaM BbIAAYM U CUUTAKOTCS UMEIOIIUMUCS B HAIMYHH.



HpI/I ITPOBCPKEC HAITUYHUA U COCTOSAHHUA aPXHUBHBIX JOKYMCHTOB H€O6XO,Z[I/IM02

COXpaHAThb IOPAOOK PACITIOIIOKCHUA APXUBHBIX TOKYMCHTOB Ha CTCIIIIA’XKaX U B
NCPBUYHBIX CPCACTBAX XPAHCHH,

MOJIKJIa/IbIBaTh HA CBOM MECTa OOHAPYKEHHBIE BO BPEMsI IPOBEPKU
HENPAaBUIILHO MO/JIOKEHHBIE €IMHUIIBI XPaHEHUS JAHHOTO apXUBHOTO (pOHAA;

U3bIMaTh U3 MPOBEPSEMOT0 apXUBHOTO POHA (KOMIUIEKCA apXUBHBIX
JIOKYMEHTOB) U MepeAaBaTh XPaHUTEIIO HEMPABUIBLHO MO/IOKEHHBIE €TMHUIIBI
XpaHEHHUsI IPYTUX apXUBHBIX (OHJIOB;

HN3bIMATh CAWHUIILI XPAaHCHUS, 3aPa’KCHHBIC IIJICCCHBIO NI JAPYTUMHU
OMOJIOTUYECKUMU BPCAUTCIIMU, IJIA HGMCI[HGHHOﬁ HUX U301 H,

M3bIMAaTh €JUHULIBI XPAaHEHUS, HE BHECEHHBIE B OIUCH JI€]1, JOKYMEHTOB (KHUTY
ydeTa ¥ OMMCaHUs ), ¥ IOMEIIATh UX B KOHEI[ apXUBHOTO (PoH1a (KOMILIEKCa
apXMBHBIX IOKYMEHTOB) JJIs ITOCJIENyIOMEeNd 00padOTKH U ONMCAaHUs B CPOKH,
YCTaHOBJICHHBIE PYKOBOJICTBOM apXHUBA.

B XO04€ MMPOBEPKHU HAIINMYUA U COCTOSTHUS apXUBHBIX TOKYMCHTOB HC JOITYCKACTCs:

BHOCHTD B OIIMCH ACJI, JOKYMCHTOB (KHI/IFy yucTa u OHHC&HI/I}I) HCYYTCHHBIC
CANHUIIBI XPAHCHUA,

JienaTh Kakue-I1m00 MOMEThI, UCIIPABICHUS WM 3aIIMCH B OIUCSX JIET,
JOKYMEHTOB U IPYTMX YYETHBIX TOKYMEHTAaX.

Pe3ynbraTel NPOBEPKU HATUYUA U COCTOSIHUS ApXUBHBIX JOKYMEHTOB U
OoOHapy>KEHHbIE B €€ XOJ€ HEJOCTATKH (PUKCHUPYIOTCS B JIMCTE MPOBEPKU HATTUUHS U
COCTOSIHUSI apXUBHBIX JJOKYMEHTOB U B AKTE€ ITPOBEPKHU HAIMYHS U COCTOSTHUS
apPXMBHBIX TOKYMEHTOB.

JIucT npoBepKU HATTUYHS U COCTOSTHUSL aPXUBHBIX JJOKYMEHTOB COCTaBJISIETCS
HETMOCPEICTBEHHO B XO/I€ TPOBEPKH, KaK MPaBUJIO, HA KAXKIYIO OIMKCH JIET,
JIOKyMEHTOB OTJebHO. [Ipu mpoBepke HeOOIbIINX IO 00beMY apXUBHBIX (POHIOB
JIOTTYCKAETCsl COCTABJICHUE OJHOTO JIMCTA TIPOBEPKH HA BCE OMUCH JIEN, TOKYMEHTOB.
B cnyuae o6HapykeHHS B X0/ IPOBEPKU HATTUYHS M COCTOSTHUSI aPXUBHBIX
JIOKyMEHTOB HEIOCTATKOB, HE TIPEIYCMOTPEHHBIX rpad)aMu JIMCTa MPOBEPKH, a TAKIKE
TIPY TIOJTUCTHOM MPOBEPKE LI, B JJUCT BBOAATCS YTOYHCHUS U JIOTTOJTHATEIILHBIE
PEKBU3HTEHL. JINCTHI MPOBEPKH HYMEPYIOTCS B BAJIOBOM IOPSAKE B MIPEACIIax
apXWBHOTO (POHJA IO KaKIOH TIPOBEPKE U MOAMUCHIBAIOTCS UCTIOTHUTEIISIMH.

Ha ocHoBaHuM nrcTa (JIMCTOB) MPOBEPKHU COCTABISECTCS aKT MPOBEPKHU HATMYHS U
COCTOSIHUSI apXUBHBIX JOKYMEHTOB. OJTHOBPEMEHHO C AKTOM ITPOBEPKH HAITUYUS U
COCTOSIHUS apXUBHBIX JOKYMEHTOB IMPU HEOOXOUMOCTH COCTABJISIFOTCS aKT O



TEXHUYECKUX OMIMOKAX B yYETHBIX IOKYMEHTAX; aKT 00 0OHApy>KEeHUU apXUBHBIX
JIOKYMEHTOB; aKT O HEMCIPABUMBIX MOBPEKICHUAX TOKYMEHTOB (Tipuiioskerue Ne 1)
U APYTHE AKTHI.

[To oxOHYaHWY MPOBEPKHU HATUYMS U COCTOSIHUSL apXUBHBIX JOKYMEHTOB B KOHIIE
OMUCH e, TOKYMEHTOB (KHUTY y4eTa U OMKMCAHUs) POCTABISACTCS IITaMIT
"mpoBepeHo", nara, J0HKHOCTD U MOANKCH JIUIA, IPOU3BOIUBIIIETO MPOBEPKY.

B cnyuae oOHapy>keHHsI B UTOTOBOI 3alIMCH OMKCH JIe], TOKYMEHTOB (KHUTH y4eTa u
OMMCAHM) HEYYTCHHBIX JIMTEPHBIX U MPOIYIIEHHBIX MOPSIKOBBIX HOMEPOB,
BBIOBIBIIIMX B COOTBETCTBUU C YCTAHOBJICHHBIM MOPSAKOM €IUHUI] XpaHEHUS,
UTOT0Bas 3alMCh IEPECOCTABIISETCA.

Ha Bce orcyTcTByronme B X0A€ NPOBEPKU HAJIMYUS U COCTOSTHUSL APXUBHBIX
JIOKYMEHTOB €IMHMIIbI XPaHEHHUSI COCTABIIIIOTCS KAPTOUKH yUeTa HEOOHAPYKEHHBIX
apXMBHBIX IOKYMEHTOB. BesileHne kapToTekn HeOOHapyKEHHBIX ApXUBHBIX
JIOKYMEHTOB OCYILECTBIISIETCS LIEHTPAJIN30BaHHO Ha OYMaKHOM HOCHUTEJIE WU B
aBTOMAaTU3UPOBAHHOM PEKUME B COOTBETCTBUU C PEKBU3UTAMM KapTOUKHU ydeTa
HEOOHAPYKEHHBIX apXUBHBIX IOKYMEHTOB.

Pe3ynbTaThl MpoBepKU (PU3UYECKOTO COCTOSHUSI ApXUBHBIX JIOKYMEHTOB 3aHOCSITCS B
KapTOTeKy (KHUTY) y4eTa (PU3UYECKOro (TEXHUUECKOTO) COCTOSIHUSL apXUBHBIX
JIOKYMEHTOB.

[IpoBepka HANMMYMSA U COCTOSIHUS APXUBHBIX JOKYMEHTOB CUMTACTCS 3aBEPIICHHOU
MOCJIC BHECEHUSI U3MEHEHHUM BO BCE YUETHBIE JOKYMEHTHI.

ITocne IMPOBCPKH HAJIMYMA U COCTOAHMSA apXUBHBIX JOKYMCHTOB KOpO6KI/I C
APXHUBHBIMU JOKYMCHTAMHU OIICUATBIBAKOTCA.

Po3bICcK apXHBHBIX JOKYMEHTOB, HE 0OHAPY>KEHHBIX B XOJI€ IPOBEPKH HAINYUS U
COCTOSIHUS, OPTAHU3YETCSI C MOMEHTA BBISIBIICHUSI UX OTCYTCTBHUS, U IIPOBOJUTCS B
TEUYEHHUE OJHOI0 IoJla KaK HEMOCPEACTBEHHO B apXUBE, TAK U B IPYTUX
oprauzanusax. PykoBoJICTBO apXxuBa BIIpaBe NPOJIUTH CPOK PO3BICKA HA OCHOBAHUU
JOKJIAJIHOM 3aIIMCKU PYKOBOJIMUTENS COOTBETCTBYIOLIETO CTPYKTYPHOIO
MOJpa3ACIICHUs apXUBA.

ApXHBHBIE IOKYMEHTBI, 0OHApY>KEHHBIE B X0JI€ PO3bICKA, MEPEIAIOTCS XPAHUTEIIO,
KOTOPBIN TOJIKJIaIbIBAET MX Ha MecTo. B nucte nposepku B rpade "[Ipumeuanue” B
KapTOTeKe HeOOHAPYKEHHBIX APXUBHBIX JOKYMEHTOB JIEJIAETCSI OTMETKA 00
OOHapy>KEeHUH apXUBHBIX JOKYMEHTOB, KOTOpasi 3aBEPSETCS MOJIMUCHIO 3aBEIYIOIIETO
apXMBOXPAHWIMIIEM (MYHULIMITAIbHBIM apXHUBOM).

ApXUBHBIE TOKYMEHTBI, IPUYUHBI OTCYTCTBUSI KOTOPBIX MOATBEPKIACHBI
JOKYMEHTAJIBHO, CHUMAIOTCS C y4€Ta B YCTAHOBJIEHHOM IOPSIZIKE.



Ha apxuBHBIE JOKYMEHTBI, HE OOHAPY>KEHHBIE B X0J1€ PO3bICKA, COCTABIISETCS aKT O
HEOOHAPYKEHHUH JIOKYMEHTOB, MyTH PO3BICKA KOTOPBIX HCUEPHIAHbI (IPUIIOKEHHE
Ne2), u monpoOHast cripaBka o MPOBEACHUH PO3bICKA, KOTOPHIE BMECTE C aKTOM
MPOBEPKHU HAIMYUS U COCTOSIHUSI ApXUBHBIX JOKYMEHTOB MPEJICTABIISIOTCS B
BBIIIECTOAIINN YIIOJTHOMOUYEHHBIN OpraH UCTIOIHUTENbHOM BlIacTh B cepe
apXUBHOTIO Jieja JIJIsl IPUHATUS OKOHYATEILHOTO PEIICHUS O CHATUU C yYeTa TaKux
apXHUBHBIX IOKYMEHTOB.

Perennie o CHATUM apXUBHBIX JOKYMEHTOB € yueTa o(popmIIsieTcs: mpUKa3zom
PYKOBOJMTENS apXUBAa HA OCHOBAHUM ITMCbMEHHOTO Pa3peIIEHHs] COOTBETCTBYIOIIETO
YIOJIHOMOYEHHOTO OpTraHa UCIIOTHUTENLHOM BIIACTH B chepe apXUBHOTO Jiea.

Cusrtue ¢ yuera 1okymMmeHToB ApxuBHoro (ponna Poccuiickoit @enepanuu,
OJIHOBPEMEHHO BXOSIIMNX B cocTaB My3eitHoro ¢onna Poccuiickoit @enepanuu,
OCYILIECTBIISIETCS B COOTBETCTBHUU C HACTOSIIIMMH | [paBunamu u nopsigkom,
YCTAHOBJICHHBIM CIICIIUATIBLHO YIIOJHOMOYEHHBIM (heliepaabHbIM OPTaHOM
UCIIOJIHUTENbHOM BiacTH 1jist Myselinoro donaa Poccuiickoit deneparuu.

Cusrtue ¢ yuaera 1okymeHToB ApxuBHoro (ponna Poccuiickoit @enepanuu,
OJTHOBPEMEHHO BXOJAIIUX B COCTaB OMOINOTEUHBIX (DOHIOB, OCYILIECTBIISETCS B
COOTBETCTBHHM C HacTosAMMHU [IpaBriiamu u mopsaKoM, YCTaHOBJIEHHBIM CIIELIMATIBHO
YIOJHOMOYEHHBIM (heJIepaIbHbIM OPTraHOM MCTIOTHUTEIHHOM BIACTH IS
oubnuoteunbix GoH0B Poccuiickoit @enepanuu.

B KapTOTCKEC HCO6H21py>KCHHBIX APXHUBHBIX TOKYMCHTOB ACJIACTCA OTMCTKA O CHATHHU
APXHUBHBIX JOKYMCHTOB C YUCTa.

B cpoxu, ycTaHOBIIEHHBIE pYKOBOACTBOM apXHBa, CUCTEMATHYECKH TTPOBOJISATCS
MOJIHBIE WJIM BHIOOPOYHBIC TPOBEPKHU HAIUYUS U COCTOSIHUSI ADXUBHBIX JJOKYMEHTOB,
BBIJIABABIINXCS U3 apPXUBOXPAHWINII B TeUCHHUE ToAa. Pe3ynbTaTel yKka3aHHOU
MIPOBEPKHU OPOPMIISIOTCS:

IIPU TTOATBEPKACHUN HAJTUYUS JIe] - B BUJIC JOKJIAHOM 3aMMCKA paOOTHHUKA,
OTBETCTBEHHOTO 32 OPTaHU3ALUIO TPOBEPKU HATHYMS;

IIPU OTCYTCTBUU KaKUX-TTMOO Jie 0e3 TOKYMEHTUPOBAHHOTO OOOCHOBAHHUS - B
YCTaHOBJICHHOM IIOPSJIKE.

[Ipu BBIABICHUN HEOOOCHOBAHHOT'O OTCYTCTBHSI apPXUBHBIX JIOKYMEHTOB
OCYIIECTBIISIETCS] UX OMEPATUBHBIN PO3BICK. B ciyuae 6e3pe3ynbTaTHOCTH PO3BICKA
OTCYTCTBYIOIIUE apXUBHBIC JOKYMEHTHI BKITFOYAIOTCS B KAPTOTEKY HEOOHAPYKEHHBIX
JIOKYMEHTOB JIJISI TAJIbHEUIIIETO UX PO3bICKA.



HpOBepKa TEXHHUYIECCKOIo u (l)I/I3PIKO-XI/IMI/I‘leCKOFO COCTOAHUA APXUBHBIX
JOKYMEHTOB. BoisiBi1eHHE APXUBHLIX JOKYMEHTOB C MOBPCKACHUAMHA
MaTCPHAIBHBIX HOCHTeJIeH U TEKCTOB

2.11.6.1. IIpuem u pa3MmelieHUE B apXUBOXPAHWIUIIAX APXUBHBIX JIOKYMEHTOB,
MOCTYIUBIIIAX B apXUB 0€3 MPEIBAPUTEIHHON MTPOBEPKHU MX (PU3NIECKOTO COCTOSTHHUSI,
He JonyckaroTcs. [locTynuBiire B apXuB apXUBHBIE JOKYMEHTHI JI0 MEpelauu B
aApXMBOXPAHWIMIIE PAa3MEIIAIOT B TOMEIIEHUH ITPUEMA U BPEMEHHOT'O XPaHEHU,
0CBOOO0XK/IAIOT OT TPAHCHOPTHOM Taphl, pacKIaAbIBAIOT Ha CTeJUIaXax U cToyiax. He
JIOMYCKAETCs CKJIAIUPOBAHUE MOCTYIUBIINX APXUBHBIX JOKYMEHTOB B
HEPa300paHHOM BUJIE.

OreHka pU3NYECKOro U TEXHUYECKOTO COCTOSIHUSL TOCTYIUBIINX aPXUBHBIX
JOKYMEHTOB, a TAKXKE UX CTPAXOBBIX KOIUW MPOBOJIUTCS HE MO3AHEE 3 MECSLIEB C
MOMEHTA [PUEMa apXUBHBIX JTOKYMEHTOB B apXUB.

B PE3YIIbTAaTC OICHKHU (1)I/I3HLIGCKOI“ O COCTOAHUA apXUBHBIX JOKYMCHTOB Ha
6YMa)KHOfI OCHOBC BBIABJIAIOTCA apXHUBHBIC JOKYMCHTEIL: IIOPAKCHHBIC
OMOJOTHYECKUMHU BpCOAUTCIIIMU, C MOBBIIICHHOU BJIA’JKHOCTBIO, C ITOBPCKIACHUAMUA
6YMaI‘I/I N TCKCTa, 3allblJICHHBIC. HpI/I 9TOM YIAJICHHUIO ITOJJICIKAT BCC IIOCTOPOHHHUC,
HaxoAAMKMCCA B JCIaX, IIallKax, KOpO6KaX MNpCaAMCTBI: MCTAJNIMICCKUC, KAPTOHHBIC,
6YMa)KHBIe H JpyTucC 3aKiIaJKu, IPOKJIAAKHU, CKPCIIKH U T.II.

[Ipu oLIeHKE TEXHUYECKOTO COCTOSIHUS ayIMOBU3YAIBHBIX U 3JIEKTPOHHBIX
JIOKYMEHTOB, a TAK)KE€ UX CTPAXOBBIX KOIHM, YCTAHABIMBAETCA BO3MOKHOCTh
CUMTHIBAHUS UHGOPMAIIUU ¢ MATEPUATBHOTO HOCUTENSI, COOTBETCTBHE TEXHUYECKUX
XapaKTEPUCTUK 3THX JIOKYMEHTOB CBEACHUAM, COAEPKALIMMCS B COIIPOBOXKIAIOIIUX
aKTaX TEXHUYECKOTO COCTOSIHUSA. OJTHOBPEMEHHO BBISIBIISIETCS] BUJL OCHOBBI
KMHO(DOTOMOKYMEHTA. ApXUBHBIC TOKYMEHThI HA HUTPOOCHOBE TIOJITIEKAT
HEME/JICHHOW MTPOBEPKE HA CTAOMIIBHOCTD.

[Tpu obHapykeHUH 1ePEKTOB COCTABISETCS aKT MPOU3BOJIBHOU (POPMBI,
OoTpakaronui xapakrep AeeKTOB U MEPHI 10 UX YCTPAHEHUIO. Y CTpaHEHUE
ne(heKTOB MPOBOJAUTCS 3a CUET UCTOYHHKA KOMITJICKTOBAHUS.

[TocTynuBIIzie apXUBHBIE TOKYMEHTHI, TOPAKEHHBIE OMOJIOTUYECKIUMH BPEAUTEIISIMH
(HacexkoMbIe, aKTHBHAS TIJICCEHb), HAMPABIISIOTCS HA CAHUTAPHO-TUTUEHUYECKYIO
00paboTKy (1e3uH(EKIMS, TEZUHCEKIINS).

[Tpu oOHapyKeHNUU YBIAKHEHHBIX apXUBHBIX IOKYMEHTOB IIPOBOJUTCS UX
oOs13aTeNbHAas aKKJIMMATHU3AIUs 0 MOJHOTO BHICYIIMBAHUSA. AKKIMMAaTU3aLUIO
MPOBOJIAT B MOMEIICHUH NMPHUEMa U BPEMEHHOI'O XpaHeHHUs B TeueHue 7-14 cyTok (B
3aBUCUMOCTH OT CTENEHU YBJIAKHEHHUS ) TP MHTEHCUBHON BEHTHIISILIMM BO3AyXa U
pa3MELIEHNH €IMHUL] XPAaHEHHS B PA3BEPHYTOM BHUJE Ha CTOJIAX, CTEIUIAXKAX.



KauecTBO Oymaru u TeKCTa MOCTYNUBIINX aPXUBHBIX JOKYMEHTOB MPOBEPAETCS
BBIOOPOYHO 7151 OOIIEH OIEHKU UX COCTOSTHUSI.

OOecnpuIMBaHNE NOCTYNMBIINX aPXUBHBIX JIOKYMEHTOB IIPOBOJST B CIIELUATBHOM
MOMEIICHUH C IPUMEHEHUEM BBITSKHBIX IIKa(OB U COOJIFOIEHUEM MEP CAHUTAPHUH U
rurveHsl. O0s3aTeIbHOMY 00ECTIBUTMBAHUIO TOIEXKAT KOPOOKH, MarKH, 00JI0KKH,
KOPELIKU JIe]L.

HOCTYHI/IBIHI/IG AyJJMOBU3YAJIBHBIC U OJICKTPOHHBIC JJOKYMCHTHI ITOAJICKAT:
OYMCTKC OT IIBIJIX U IICPCMOTKC - apXHUBHBIC TOKYMCHTLI Ha MarHUTHOM JICHTC,

OYHCTKE OT 3arpsA3HEHUM - APXUBHBIE JOKYMEHTHI HA JUCKOBBIX HOCUTEIAX U
apXUBHbIE (POTOJJOKYMEHTHI;

AKKJIIMMATHU3alln B 3a/laHHBIX TECMIICPATYPHO-BJIA)KHOCTHBIX YCJIOBHSAX
YIIAKOBBIBAHHUIO.

AKKIMMaTU3alusl ayJUOBU3YAJIbHBIX U AJIEKTPOHHBIX IOKYMEHTOB Ha IJIEHOYHOU U
JMCKOBOM OCHOBAX IEPE] pa3MEIICHUEM UX B apPXUBOXPAHWINIIE IIPOBOJUTCS B
OTKpBITON ynakoBke npu temneparype 20+3°C u OTHOCUTENBHOM BIIa)KHOCTU
BO31tyxa 35+15%; 1i1st 1IBETHBIX KMHO- U (DOTOJIOKYMEHTOB - IIPU OTHOCUTEIILHOMN
BIIAXKHOCTU 35+15%. IIpoIOmKUTENBHOCTD AKKJIMMATH3AaUA KHHOJOKYMEHTOB U
PYJIOHHBIX MUKPO(DUIBMOB HE A0KHA ObITh MeHbIIE 10 CyTOK, apXUBHBIX
JIOKyMEHTOB Ha MarHUTHOM JIEHTE U TUCKOBBIX HOCUTENISIX - HE MEHEE 3 CYTOK,
($hOTOIOKYMEHTOB M MUKPOQUIII - HE MeHee 24 4acoB.

2.11.6.2. IIpoBepka pU3MKO-XUMHUYECKOTO U TEXHUUIECKOTO COCTOSTHUS apXHBHBIX
JIOKyMEHTOB B TIPOIIECCE XPAHECHUSI MPOBOIUTCS C LIETBIO BBISBICHUSI TIOBPEKACHHBIX
aApXUBHBIX JIOKYMEHTOB U apXUBHBIX JJOKYMEHTOB C TIOTCHIIMAJILHO OTTACHBIM
bU3MYECKUM WM OMOJIOTHYECKUM COCTOSIHUEM U OCYIIIECTBIISCTCA: 11€JIEBHIM
TIOPSIIKOM; B XOJI€ MIPOBEPKH HAJTUYHS M COCTOSTHUS aPXUBHBIX JIOKYMEHTOB; ITPU
MOJTOTOBKE apXMUBHBIX JIOKYMEHTOB K BBIJIaU€ M3 apXUBOXPAHIIINIIA, a TAKXKE MPU
BCEX JIPYTrux paboTax, CBSI3aHHBIX C MOCAMHUYHBIM (TIOJIUCTHBIM) MPOCMOTPOM
aApXWBHBIX JIOKYMEHTOB.

[{eneBas mpoBepka GU3HUECKOTO COCTOSTHUSI aPXUBHBIX JIOKYMEHTOB ITPOBOJIUTCS B
MOPSJIKE OYEPEAHOCTHU C YUYETOM LIEHHOCTH apXUBHBIX JOKYMEHTOB. LleneBoi
poBepke GU3HMUECKOT0 COCTOSHUS MOIJICKAT BCE aPXUBHBIC TJOKYMEHTHI,
MOCTPAJIaBUIME B IKCTPEMAJIBHBIX YCIOBUX. 110 pe3ynpraraMm KOHTpOIIS AenaeTcst
3aKJTI0YEHUE O HEOOXOAMMOCTH MTPOBEACHHS PECTaBpallui U KOHCEPBAIIUU U, B
3aBUCUMOCTH OT COCTOSIHUSI apXUBHBIX JJOKYMEHTOB, YCTAHABIUBAIOTCA CPOKHU
IIPOBEICHUS CIEAYIOIIEN KOHTPOJIbHOW NPOBEPKH.



[TpoBepka GpU3HIECKOTO COCTOSHUS APXUBHBIX JOKYMEHTOB Ha OYMa)KHOW OCHOBE B
MIPOIECCE XPAHEHUS TTPOBOAMTCS C IENBIO BBISBICHUS BIAKHBIX; TOPAKCHHBIX
OMOJIOTMYECKUMH BpeAUTEIIMHU (TIJIECeHb, HACEKOMBIE); ¢ AedhekTaMu OymMaru u
TEKCTa apXUBHBIX JOKyMEHTOB.

YBIa)KHEHHBIE apXUBHBIE IOKYMEHTHI (J1eJ1a, TPYIIIbI 1) MOAJIeKAT HEMEJICHHOMY
BBIICJICHHIO, BHEOUEPETHOM 00paboTKe (cymika, akkiumaTuzanus). [Ipu maccoBom
YBIKHEHUHU apXUBHBIX TOKYMEHTOB IPUHUMAIOTCSA MEPHI IO OCYIICHUIO
apXMBOXPAHIIUINA, HOPMAIH3AIUU PEKIMa XPaHEHHUS.

ApXUBHBIC IOKYMEHTBI, TOPAKEHHBIE OMOJIOTHYECKUMH BPEIUTEIIMHU (ILJICCECHbD,
HACEKOMBIE), MOJJIeKAT HEMEIJICHHOW U30JIALINH.

Hanuure nedexToB OyMaru U TEKCTa yCTAHABIMBAETCS BU3YaJIbHO MPU MOJIUCTHOM
npocMoTpe zied. JledexTrl KinaccupuuupyroTcsl Ha OCHOBE €AMHON OyKBEHHO-
1M(POBOI MHIEKCAIIMY 110 TUIIOBBIM MpHU3HAKaM JehekToB Oymaru (OyKkBeHHas
UHEKcalys) U TekcTa (uudpoBasi UHAEKCAlUs1) B COOTBETCTBUH C METOUUECKUMHU
pa3paboTKamu.

HpOBepKa TCXHHUYCCKOI'O COCTOAHUA ayAHNOBU3YAJIbHBIX U 3JICKTPOHHBIX JOKYMCHTOB
B ITPOLCCCC XpaHCHUA OCYHICCTBIIACTCA C LCIIBIO OIIPCACIICHUA

COCTOSIHUSA UX YIIaKOBKU;
HaJIM4Yusl CTAaHIAPTHBIX PAKOPJIOB;

TEXHUYECKOTO COCTOSIHUS UX MOBEPXHOCTHU U Nep(OPaIMOHHBIX IOPOKEK U
CKJICEK;

HaJIM4us 3arpA3HEHUN U MEXaHUYECKHUX MTOBPEKICHUM;
CTaOUIBHOCTH HUTPOOCHOBBI;
mara nepgopary KUHOIUICHOK M MAarHUTHBIX JICHT IUPUHOU 35 1 16 MM;

(bU3UKO-MEXaHUYECKUX XapaKTEPUCTUK (KOPOOJIEHHE, OTCIIauBaHHe
AMYJIBCUOHHOTO WJIHM OChIMIaHUE padodero cios u Jip.);

HaM4Usl 1e(PEKTOB XUMHUECKOTO M OMOJIOTMYECKOTO MPOUCXOKICHUS
(mopakeHrue MUKPOOPTaHU3MaMU, HACEKOMBIMHU U TPHI3YHAMU, CJICIbI
KPUCTAJUTM3AIUHU COJIEH U Pa3JI0KEHUS OCTATOYHBIX MPOTYKTOB XHMHUKO-
dboTorpaduueckoit 06pabOTKM);

AIIEKTPOAKYCTUUECKHUX XapaKTEPUCTUK (POHO- U BUJICOTOKYMEHTOB;

napamMeTpoOB BUACOAOKYMCHTOB B BUACOKAHAJIC,



Ka4dyeCTBa I/1306pa)KGHI/I$I KHMHO-, (1)OTO-, BHUICOOAOKYMCHTOB;

YPOBHS TapaMEeTPOB, XapaKTEPU3YIOIINX IEKTPOHHBIE TOKYMEHTHI
(Hampumep, Yuco cOOeB MPHU CYUTHIBAHUN WH(GOPMAIIUU B €TMHUILY
BPEMECHH);

HaJIM4Ks "BUPYCOB" B DJICKTPOHHBIX IOKYMEHTAX;

HaJIM4YKA pa3SMAarHM4CHHBIX YHYACTKOB 1 MCXAHHUYCCKUX HOBpe)K,IIGHI/Iﬁ
OTACJIbHBIX Y9aCTKOB MAallIMHHOT'O HOCUTCJIA,

HaJIMYyusl KOPPO3UH HA IIOBEPXHOCTU METALINYECKUX IPAMOPUTHAJIOB;
HaJIM4yusl YKCYCHOTO CUHAPOMA TPUALIETATHOW IUICHKHU.

HpOBepKa TCXHUYCCKOI'0 COCTOAHUA apXHUBHBIX JOKYMCHTOB OCYIICCTBIIACTCA ITPH
BHCHOITHCM OCMOTPC B OTPAKCHHOM CBCTC.

[TpoBepKy 3IEKTPOAKYCTUUECKUX XaPAKTEPUCTUK (DOHOTOKYMEHTOB (4aCTOTHBIE
UCKaKEHUsI, ypPOBEHb KOMUpI(PdekTa, ypoBeHb (POHA U ITYMOB, HAJTUYHE TPECKA U
HIETYKOB, IITyM May3bl) MPOBOJIAT C UCTIOIB30BAaHUEM CIEIUATIBLHOTO 000pYAOBaHUS.

[IpoBepKy TEXHUYECKUX MAPAMETPOB BUACOAOKYMEHTOB MTPOBOASAT C TOMOIIBIO
KOMIUIEKCa KOHTPOJIBbHO-U3MEPUTEIILHON arnmnapaTyphl.

[IpoBepKy TEXHUYECKUX MapaMETPOB IEKTPOHHBIX JTOKYMEHTOB IIPOBOISAT C
UCITIOJIb30BAaHUEM CIIEIMATILHOM anmapaTyphl ¥ MPOrPaMMHOT0 00€CTICUeHNUS,
MpeIHa3HAYSHHBIX JJIs pa0O0ThI C COOTBETCTBYIOIIETO BUJIa apPXUBHBIMHU
JIOKYMEHTAMMU.

BoisiBiieHue 10KyMeHTOB ApXuBHOIro ¢poHaa Poccuiickoiit @enepaumu,
HAXOASAIUXCS B HEYIOBJIETBOPUTEILHOM (PU3HMYECKOM COCTOSTHUM, U
HEHCIIPABUMO MOBPEKIACHHbIX APXUBHBIX JOKYMEHTOB.
CHsiTHe ¢ yueTa HEMCTIPABMMO NMOBPEKIEHHbIX APXUBHBIX IOKYMEHTOB

2.11.7.1. HaxoasimumMucs B HEYIOBIECTBOPUTEILHOM (DU3UIECKOM COCTOSTHUN
MPU3HAIOTCS TOKYMeHTbl ApxuBHOro (ponaa Poccuiickoit denepaninu ¢ BEICOKOM
CTEIECHbIO pa3pyIICHUsI MaTEPUAIBHBIX HOCUTENEH, yrposkatolen Gpuzndeckoit
L[EJIOCTHOCTH JOKYMEHTOB.

Pemenue o npusnanuu nokymenta ApxuBHoro ¢onna Poccuiickoii @enepanmn
HaXOJSIIMMCS B HEYIOBJIETBOPUTEILHOM (PU3NUECKOM COCTOSTHUM U €T0 MOCTAHOBKE
Ha CHeUUaIbHbIA y4eT JUIsl OpraHUu3alry B CPOYHOM MOPSIKE CIIEHHATIBHON
0o0paboTku (cM. 1. 2.11.9.1.) npuHMMaeT pyKOBOAUTEIb apXHBa HA OCHOBAHUU



HKCIIEPTHOTO 3aKJIFOUEHHSI PECTaBPaTOPa U PYKOBOJUTENS MOApa3IeICHUs,
OTBETCTBEHHOT'O 33 XPAaHEHHE aPXUBHBIX JOKYMEHTOB.

2.11.7.2. HeucnpaBUMO MOBPEKICHHBIMU aPXUBHBIMU JOKYMEHTAMU MTPU3HAIOTCS
apXHUBHBIE JOKYMEHTHI, PU3NUECKOE COCTOSTHUE KOTOPHIX UCKII0OUAET BO3MOXKHOCTh
BOCCTAHOBJICHUSI UX MaTE€PUATIbHBIX HOCUTEJICH U UCIIOJIH30BAHUS COEpIKAIIICICS B
HUX JIOKYMEHTHON MH(POpMAIIHH.

Pemienue o npu3HaHUM apXUBHOTO JOKYMEHTA HEUCTIPABUMO MOBPEXKICHHBIM U
CHSITUH €r0 C yueTa IPUHUMAET COOTBETCTBYIOIIUN YIIOJTHOMOYEHHBIN Opra
UCITOJIHUTENILHOM BJAacTH B cepe apXUBHOTO JIeJia Ha OCHOBAHUM MPEJICTABIISIEMbIX
PYKOBOJICTBOM apXHBa HKCIIEPTHOTO 3aKJIIOUEHUS peCTaBpaTOpa U PYKOBOJIUTENS
No/ipa3/ieNieHusi, OTBETCTBEHHOTO 32 XpAHEHHE APXUBHBIX JOKYMEHTOB, U aKTa O
HEUCITPaBUMBIX IMOBPEKICHUIX TOKYMEHTOB (mpuiioxkenue Ne 1).

Ha ocHOBaHuM MMChbMEHHOTO PEIICHUS BBINICCTOAIICTO YIIOJTHOMOYCHHOI'O OpraHa
HCIIOJTHUTEIbHOM BIACTU B c@epe APXHUBHOI'O ACJIa U3AaCTCA IIPUKA3 PYKOBOIUTCIIA
apxXuBa O CHATHHU HCUCIIPABHUMO IMOBPCIKACHHBIX aPXHUBHBIX JOKYMCHTOB C yUcTa.

Cusatue ¢ y4uc€Ta U YHUYTOXCHNUC HCUCIIPABHUMO ITOBPCKIACHHBIX YHUKAJIBHBIX
AOKYMCHTOB HC OOITYCKACTC.

Yuer (bI/I?)I/I‘-IeCKOI"O N TCXHHUYCCKOI'O COCTOAHUSA aPpXUBHBIX JOKYMCHTOB

2.11.8. Yuet pu3nyecKkoro u TEXHUUYECKOTO COCTOSHUS apXUBHBIX JOKYMEHTOB Ha
OyMa)KHOI OCHOBE OCYIIECTBIISICTCS B:

nucte-3aBepurene (mpunoxenne Ne 3);

JUCTE M aKTE TIPOBEPKH HAIMYHS U COCTOSHUS apXUBHBIX JOKYMEHTOB;
KapTOUYKE y4eTa apXUBHBIX JIOKYMEHTOB C TIOBPEKICHUSIMU HOCUTEIS;
KapTOYKE y4eTa apXUBHBIX JIOKYMEHTOB C TIOBPEKICHUSIMH TEKCTA,
KapToTeKe (KHUTE) ydeTa (U3MUECKOT0 COCTOSHUS apXUBHBIX JIOKYMEHTOB.

Yuer (1)I/I3I/I‘—IGCKOFO H TCXHUYCCKOI'O COCTOAHMA ayANOBU3YAJIbHBIX TOKYMCHTOB
OCYHICCTBJIACTCA B:

KapTOYKC yuCTa TCXHUYICCKOI'O COCTOSAHNA KUHOJOKYMCHTA,
KapTOYKC yuC€Ta TCXHUICCKOTO COCTOSAHUSA (I)OTOI[OKYMGHTa;

KapTO4YKEC yu€Ta TCXHUYCCKOTI'O COCTOSHUSA (bOHOHOKyMCHTa;



KapTO4YKEC yu€Ta TCXHUYCCKOI'O COCTOSAHUA BUACOJOKYMCHTA.

s ydera nokymeHToB ApxuBHoro ¢onaa Poccutickoit denepanu, HaXOAIIUXCS B
HEYJOBJICTBOPUTEIHLHOM (DU3NUECKOM COCTOSIHUH, BEJIETCS CIIeIMaibHass KHUTA.
CoOTBETCTBYIOLIME OTMETKHU MPOCTABISIOTCS TAKXKE B APYTUX TOKYMEHTaX y4yeTra
(U3UYIECKOT0 M TEXHUYECKOT'O COCTOSHUS ApXHUBHBIX JJOKYMEHTOB.

Yyer (1)I/IBI/I‘I€CKOI‘O U TCXHUYCCKOTI'O COCTOAHUA apXUBHBIX TOKYMCHTOB MOKCT
OCYHICCTBIIATHCA Ha 6YM2DKHOM HOCHUTCIJIC UJIN B ABTOMATU3UPOBAHHOM PCKHUMC B
COOTBCTCTBHUHU C YCTAHOBJICHHBIMU PCKBHU3UTAMU KOHTPOJIbHO-YUCTHBIX TOKYMCHTOB.

@Ou3uko-xuMUUYecKasi 1 TeXHH4YecKas OﬁpﬂﬁOTKa APXMBHBLIX JOKYMEHTOB

2.11.9.1. ®usuko-xuMHUecKasi 1 TEXHUYECKAst 00pabOTKa apXUBHBIX JOKYMEHTOB
IIPOBOJUTCS C LENBIO:

YCTpPaHEHHUs IPUYHUH YCKOPEHHOT'O CTApEHUS U Pa3pyLIEHUS apXUBHBIX
JIOKYMEHTOB;

BOCCTAaHOBJICHUS UX CBOﬁCTB, TCXHUYCCKHX XapPaKTCPUCTHUK, JOJITOBECUHOCTH;

BOCIIPOHU3BCACHUA IIOKYMGHTHOﬁ I/IH(l)OpMaIII/II/I Ha OoJiee YCTOﬁqHBBIX
HOCHUTCIIAX.

OCHOBHBIMM BUAaMH 3TON 00paOOTKH apXUBHBIX JTOKYMEHTOB Ha OyMa)KHOIl OCHOBE
SBJIFOTCSI:

Ne3UH( KNS, TE3UHCEKITUS, JepaTU3aIius apXUBOXPAHHUIIUI KaK
COBOKYITHOCTb Mep OMOTTPO(PIIAKTUKY, OMO3AIIMUTH U YHUUTOKCHHUSI
OMOJIOTUYECKUX BPEAUTENICH B apXUBOXPAHWIIMINAX M HA apXUBHBIX
JIOKyMEHTAX;

pecraBparus (pecTaBpalluOHHO-KOHCEPBAIMOHHAsS 00pa0d0TKa), KaK KOMILICKC
paboT M TEXHOJOTHYECKUX OTepaIiiuii IO BOCCTAHOBIICHUIO CBOWCTB U
JOJITOBEYHOCTH OPUTHHAJIOB ApXUBHBIX TJOKYMEHTOB,;

BOCITPOU3BEICHUE apXUBHBIX JIOKYMEHTOB C IIEJTbI0 CO3J]aHUs CTPAXOBOTO
(dboHIa KOMI YHUKAIBHBIX JIOKYMEHTOB M 0CO00 IIEHHBIX IOKYMEHTOB U
dboHaa Moap30BaHUs; POTOPECTABPALMSA APXUBHBIX IOKYMEHTOB C YTacCIINM U
C1a00KOHTPACTHBIM TEKCTOM; 3aMEHA OPUTHHAJIOB C HEJOJTOBCYHBIMHU WU
pa3pyIICHHBIMA HOCUTEIISIMU KOTTUSMH TSI COXPAHCHHS TOKYMEHTHOMN
uH(bOpMAIUH U JIp.;

NEPCIICT ApXUBHBIX JOKYMCHTOB,

00eCIbUIMBaHNE APXHBHBIX TOKYMCHTOB;



00paboTKa apXUBHBIX IOKYMEHTOB B PEKMME aBapUIHO-CIIacaTeIbHBIX padoT,
B TOM YHCJIE€ C MPUMEHEHUEM CPEJICTB U CIOCOOOB CYIIKH, A€3UH(EKIINH,
NIe3UHCEKIINY, 3aMOPaKUBaHUsI, peCTaBpallii, BOCIPOU3BEACHNU,
JI€3aKTUBALIMU U APYTUX BHUJIOB II€JIEBOM 00pabOTKH.

AynuoBu3yalbHbIE U 3JIEKTPOHHBIE JOKYMEHTHI B 3aBUCUMOCTH OT (PU3UUYECKOM
IIPUPOJIBI HOCUTENS MTOABEPIatOTCs CIEAYIOMNM PECTaBPALOHHBIM U
KOHCEPBALIMOHHO-TTPO(PUIAKTUIECKUM padoTaM:

APXUBHBIC TOKYMCHTbLI Ha MarHuTHOM JICHTE:

OYHMCTKC ITOBCPXHOCTH OT IIbLUJIM K HaCTHUII I'PA3KW Ha CIICHNAaJIbHOM
O4YUCTUTCIIBHOM O60py,Z[0BaHI/II/I;

3aMCHC IICPCCOXIINX U HOKOpO6J’ICHHBIX CKJIICCK,

0(OPMIICHUIO PYJIOHOB MATHUTHOM JIGHTHI 3aIIIUTHOW MarHUTHOM JICHTOMU ¢
JIBYX CTOPOH 110 2-2,5 Mm;

IIEPEMOTKE C LIEJIbIO0 CHATUSA BHYTPEHHUX HANPSIKEHUHN B PYJIOHAX MarHUTHBIX
JICHT, BO3HUKILINX M3-3a [IEPEIaoB TEMIIEPATYPHI U BIAKHOCTU IIPU XPAHECHUU
Y TPAHCIIOPTUPOBAHUU APXUBHBIX JTOKYMEHTOB;

apXWBHbBIC JOKYMEHTBHI Ha JUCKOBBIX HOCUTEISIX:
00eCIIBLUTMBAHHIO;
MPOTUPKE aHTUCTATUKOM;
KMHO(DOTOTOKYMEHTBI, MUKPO(POPMBI 1 (POHOTPAMMBI K KHHO(DUITIHBMAM:
00eCIBIIINBAHHIO;
yIAJICHUIO BOCKOBBIX, YKUPOBBIX U UHBIX 3arPA3HEHUM;
YKPETJICHUIO CKIICEK M MPOCEYUEK;
peMOHTY niepdopalnu;
nepeaenke rpyobix, KOPOOJICHHBIX 3aIlIaT U CKIICEK;
PEMOHTY MTOBPEKICHHBIX TIOJICH KaIpoB.
['pamopurunansl OHOJOKYMEHTOB MOABEPTAIOTCS IIIEKTPOXUMHUIECKON OUMCTKE.

2.11.9.2. PaboTsI 10 GUBUKO-XUMHUUECKON U TEXHUYECKOW 00pabOTKE apXUBHBIX
JIOKYMEHTOB TIOJIPA3/ICISIFOTCS Ha TJIaHOBBIC U BHETJIAHOBEIE.



[TnanoBas 00paboTKa apXUBHBIX JOKYMEHTOB IIPOBOJUTCS MO Pe3yabTaTaM MPOBEPKH
UX COCTOSIHUA B IIOPSAJKE OYEPEAHOCTH, YCTAHOBJICHHON B apXUBE C yYETOM
IPUHAJIEKHOCTH UX K PA3JIMYHBIM [ICHHOCTHBIM IpYIIIIaM, 0COOEHHOCTEN
(pU3UYECKOTO COCTOSIHUS apXUBHBIX JOKYMEHTOB Pa3JIM4YHbIX BUJIOB U BO3MOXKHOCTEH
apxuBa. [IpuoputeT oTAaETCA YHUKAIBHBIM TOKYMEHTaM U 0CO00 LIEHHBIM
JOKYMEHTAaM.

K BHEMmIaHOBBIM OTHOCSTCS pa6OTBI, BBITIOJTHACMBIC B aBapHﬁHo-cnacaTeanHx
CUTyalusiax, CBA3aHHbIX C JIOKAJIbHBIM HWJIM MACCOBBIM ITOPAKCHUCM aPXHUBHBIX
JOKYMCHTOB OT'HCM, BOHOﬁ, XUMHUYICCKHUMHU WJIN PaIHOAKTHBHBIMU BCIICCTBAMMU.
CpO‘-IHLIC MCPBI 110 BBIACIICHUIO, U30JIALINH, CaHHTapHOﬁ O6pa60TKC APXHUBHBIX
AJOKYMCHTOB M MCCT UX XPAHCHU IMPCAIIPUHUMAIOTCA TAKIKC ITPH ITOPAKCHHUHA
APXHUBHBIX TOKYMCHTOB OMOJIOTHYSCKUMH BpCAUTCIIAMMU.

Homenkinatypa, nops/10K MPOBEACHUS U TEXHOJIOTHS padoT MO (PU3UKO-XUMHUYECKOM
U TEXHUYECKOW 00pabOTKEe apXMBHBIX TOKYMEHTOB ONPEEISIOTCA OTPACIEBBIMU
HOPMAaTUBHBIMU U METOANYECKUMHU JTOKYMEHTAMM.

O0mue Tpe0OBaHUA K BbIJaUe APXUBHBIX JOKYMEHTOB U3 APXHBOXPAHWIHIIA

2.11.10. ApxuBHbIE JOKYMEHTHI, UMetolue (GOH/ MOJIb30BaHUS, U3
apXUBOXPAHWIUIIA, KAK ITPABUIIO, HE BBIJAIOTCS.

ApPXHUBHBIEC IOKYMEHTHI, HE MPOIIE/IINE HAYYHOTO ONMUCAHUS U TEXHUYECKOTO
oopMIICHUS, U3 APXUBOXPAHIIININA HE BBIIAIOTCS JJIS UCTIOIB30BAHUS U
MPOBEJIEHUS pabOT MO CO3AaHUI0 CTPaxoBOro (poHa U PoHIA MOTB30BAHUS.

Boiaua U3 apXuBOXpaHUIUIIa NOJIMHHUKOB 0CO00 LIEHHBIX JOKYMEHTOB, B TOM
YHUCJI€ YHUKAIbHBIX IOKYMEHTOB, & TAKXKE TOKYMEHTOB APXUBHOr0O (pOHIA
Poccuiickoii @eaepannn, HaXOIAIUXCS B HEYIOBJIETBOPUTEIEHOM (PU3UUECKOM
COCTOSIHUH, OCYILECTBIISIETCS B UCKIIFOUUTEIIBHBIX CIIy4YasX ¢ MUCbMEHHOIO
pa3pelIeHns] pyKOBOJMTEIS apXUBa.

ApXHBHBIE IOKYMEHTHI BBIIAIOTCS U3 apXUBOXPAHWIIUILA TOCYJaPCTBEHHOTO apXuBa,
My3est, OubIMoTeKH, opranu3aiuu Poccuiickoit akajeMun HayK ¢ MUCbMEHHOTO
paspeLieHus:

3aBEAYIONIECTO APXUBOXPAHUIIUIIEM (OTAEIIOM 00ECIIeYEHHUSI COXPAaHHOCTH) -
MOJIB30BATENSIM B YMTAJIbHBIN (IIPOCMOTPOBBIN) 341 apXuBa U paOOTHUKAM
apXuBa JJIsl CIIYKEOHBIX 11eJIel B paboure MoMeIIeHHUS;

PYKOBOJIUTENIS apXUBa WIIH €T0 3aMeCTUTENS - (OHI000pa30BaTeIsIM,
CyZIeOHBIM, MPABOOXPAHUTEIHLHBIM U HHBIM YITIOJTHOMOYEHHBIM OPTaHaM BO
BPEMEHHOE TOJIb30BaHKE MPY HAJTUYUH TAPAHTHHHOTO IMUChMa OT HUX;



opraHu3anusM - JJIA SKCIIOHUPOBAHUS ITPU HAJIMYIHUU JOT0OBOpPa O IPOBCACHNHA
BBICTABKH W COOTBCTCTBYIOIICTO IIPUKAa3a PYKOBOAUTCIISA apXHUBa, pa6OTHI/IKaM
J'Ia60paTOpHH apXHBa, CIICOUAIIM3NUPOBAHHBIM OpPraHU3aAlUAM - IJIA
IIPOBCIACHUA pa60T 10 CO3AaHHUIO CTPAXOBOI'O (1)0H,Z[a 151 (I)OH,ZIa IIOJIb30BaHU 1
CHCHH&HLHOﬁ O6pa6OTKI/I APXUBHBIX JOKYMCHTOB IIPpHY HAJINYNHU
COOTBCTCTBYIOLICTO JOTOBOPA CO CHCHH&HHBHpOB&HHOﬁ OpFaHHBaHHeﬁ.

Briaya apXuBHBIX JOKYMEHTOB BBINMICYTTOMSIHYTHIM KaTeTOPUSIM TOJIb30BaTeeH U3
apXWBOXPAHWIUIIA MYHUIIUIIAIGHOTO apXHUBa, My3€si, ONOTMOTEKH OCYIIECTBIISETCS C
MMCEMEHHOTO Pa3pEIICHS 3aBEIYIOIETO MyHUITUTIATFHBIM apXHUBOM, MY3€EM,
OHMOINOTEKOI.

Bbigauy apXuBHBIX JOKYMEHTOB U3 apXUBOXPaHWIKIIA U IPUEM UX 00paTHO, B TOM
YU CIIE TOJIMCTHYIO ITPOBEPKY HAJMYUS U COCTOSHUS APXUBHBIX JOKYMEHTOB IIEPE]T
BbIJa4ei X U3 apXUBOXPAHWINILA U TIPU BO3BPATEe, MPOU3BOAUT PAOOTHHUK
apXUBOXpaHWIMINA. [[0MMCTHYIO MPOBEPKY HAIMYUSA U COCTOSHUSI ApXUBHBIX
JIOKYMEHTOB, BO3BPAILla€MbIX ITOJIb30BATEIIMU B YATAJIBHOM 3aJI€, OCYIIECTBIISAET
pabOTHUK YUTAIBHOTO 3aja.

OO0s13aTeIbHOM MOJIMCTHOM IIPOBCPKC HAJIUYIHNA U COCTOAHUA IICPC BBI,Z[&“IGﬁ
APXHBHBIX TOKYMCHTOB M3 APpXHBOXPAaHUJIMIIA U IIPU UX BO3BPATC IMOAJICIKAT:

YHUKAJIbHBIC TOKYMCHTBI U 0c000 IHCHHBIC TOKYMCHTEI,

apXWBHbBIC JOKYMEHTHI, UMEIOIINEe B 0)OPMIICHUN WU TPUIIOKEHUH K HUM
JIParol€HHbIC KAMHU U METAJUIbI,

HECOPONTIOPOBAHHBIE APXUBHBIE IOKYMEHTHI;

JleJ1a, paHee HE BbIIABABIIMECS U3 APXUBOXPAHUIIMILA U HE UMEIOLLINE JINCTOB-
3aBEpUTEINIEH;

nena, cojeprkaiie aprorpadsl, rpaguyeckue T0KyMEHThI, TOYTOBBIE U
repOOBBIC 3HAKH, MIEYaTH, OTKPBITKH, KOHBEPTHI C aJ[pecaMu, MapKaMu, U
JIpyTH€ apXUBHbBIC TOKYMEHTBI, TOTEHIIMAIBHO MPEICTABISIONINE HHTEPEC IS
KOJIJICKITUOHEPOB.

CocraB apyrux Jieil, HoAJICKAIIUX MTOJTUCTHON IPOBEPKE, ONIPEACIISIETCS
PYKOBOACTBOM apXWBa Ha OCHOBE PEIICHUS IKCIEPTHO-METOUUECKON KOMUCCHM.

OTMeTKa 0 IPOBEICHHOM TOJIMCTHOM MPOBEPKE CTABUTCS B JINCTE-3aBEPHUTEIIC
(mpunoxenue Ne 3).

Ha mecto BbIAABACMBIX M3 APXHUBOXPAaHWIINIIA CAVMHUI] XpaHCHUA U onuceu ACII,
JAOKYMCHTOB IMOAKIAAbIBACTCS KapTa-3aMCCTHTCJIb.



ApXMBHBIE IOKYMEHTBI, BbIJABAEMbIE U3 apXUBOXPAHWIHILA, JOHKHBI UMETh
apXUBHBIA (P, IPOHYMEPOBAHHbIE JINCTBL, TUCT-3aBepUTeNb (mpuiokeHue Ne 3) u
JIMCT UCHOJIb30BaHMs TOKYMEHTOB (IpriiokeHue Ne 4).

HOI[FOTOBK& APXUBHLIX JOKYMCHTOB K BbIAA4YC N3 apXHNBOXPAHUIINIIA BKIHOYACT:
BBICMKY apXHUBHBIX JOKYMCHTOB,

CBEpKY apXUBHOTO IHdpa 1 3aroJJOBKOB (AaHHOTAIIMI) ¢ ONUCHIO (KHUTOU
ydeTa U OIIMCaHus) JIeJl, JOKYMEHTOB;

IMOJIMCTHYIO IIPOBCPKY APXHUBHBIX ACI - B YCTAHOBJICHHBIX CIIy4asX.

CBepka apXxuBHOTO MHQpa apXUBHBIX JOKYMEHTOB C OIUCHIO (KHUTOM ydeTa U
OMHCaHUA) JIe] U JOKYMEHTOB IIpeIoaraeT MpoBepKy MPaBUILHOCTH O(POPMIICHHS
00JI0KKH M TUTYJILHOTO JIUCTA JIeJia, IEPBUYHOIO CPEJICTBA XPAHCHUS
ayJIMOBU3YaJILHOTO, JIEKTPOHHOTO JTJOKYMEHTA, TPaBUILHOCTH COCTABIICHUS
3aroJioBKa ¥ mudpa equHUILI XpaHeHus. [Ipu Haauduuy OONbIINX UCTIPABICHHM
00JI0’KKa ¥l TUTYJIHHBINA JIUCT 3aMEHSFOTCSI C COXPAHCHUEM TIPH HEOOXOAMMOCTH
CTapoi 00JIOKKHU.

HpI/I IIOATOTOBKC K BbIA4UC N3 ApXHUBOXPAHWINIIA OTACIIbHBIX apPXHUBHBIX
AJOKYMCHTOB, U3BATHIX U3 ACJI, HA O60p0THOﬁ CTOPOHC KaXKI0I'0 JINCTAa BHC TCKCTA
APXHUBHOI'O0 JOKYMCHTA IIPOCTABJIACTCS IITAMII C apXUBHBIM HII/I(l)pOM

Cpoku BbI1a4M APXMBHBIX IOKYMEHTOB
2.11.10.1. ApxuBHBIE TOKYMEHTHI BBIAAIOTCS U3 APXUBOXPAHWINIIA HA CPOK:

JI0 OJTHOTO MECSIIa - TOJIH30BaTEISIM B YUTAJBHBIN 3a]1 U pa0OTHUKAM apXUBa
(kxpome 0co00 IIEHHBIX JOKYMEHTOB, BbIJIJABAEMbIX Ha CPOK HE OoJjiee ABYX
HEJICIIb);

JI0 TpeX MecsIeB - (PoH1000pa3oBaTEISAM;

J0 MIECTU MECAILIEB - Cy,21€6HBIM, IMPaBOOXPAHUTCIbHBIM U MHBIM
YIIOJIHOMOYCHHBIM OpTraHaM.

BBII[EI‘-Ia APXUBHBIX TOKYMCHTOB U3 ApXHUBOXpPaHUJINIIA AJI SKCIIOHUPOBAHUA
OCYHICCTBJIIACTCA HAa CPOK, OHpClICJIeHHBIﬁ AOTrOBOPOM O IMPOBCIACHHUHN BLICTAaBKH.

Cpox BbIIauM apXUBHBIX JOKYMEHTOB JJISl CO3/IaHMS CTpaxoBoro GoHaa, hoHaa
MOJIb30BaHUS U JUIS CIIEUAIBHOM 00pabOTKH onpeIesseTcs IIaHaMi pabOThI



aApxXrBa U AO0IroBOpaMH Ha IPOBCACHHUC COOTBCTCTBYIOIIHUX pa60T CO CTOPOHHUMU
OopraHu3anusIMu.

[IponsieHne CpoKOB BbIJAUHM APXUBHBIX JOKYMEHTOB JIOITYCKAETCS C Pa3peleHUs
PYKOBOJICTBA apXUBa.

Od¢opmiieHue BbIIa4U APXUBHBIX JOKYMEHTOB

2.11.10.2. Bpigaua apXyUBHBIX JOKYMEHTOB U3 apXMBOXPAHWIHIIA PETUCTPUPYETCA B
KHHUTaxX BBIJIAYU aPXUBHBIX JJOKYMEHTOB, KO (hOH/Ia TIOJIH30BAHMS U3 XPAaHUIIUIIIA,
KOTOPbIE BEAYTCS Pa3/IebHO MO KAKIOMY apXUBOXPAHUIIMIIY U BUIY BbIJAUH.

Boiaua apXuBHBIX JOKYMEHTOB B UATAIBHBIN 321 0(hopMIIsIeTCs 3aKa30M
(TpeboBaHMEM) Ha BBIJIaYy apXUBHBIX JOKYMEHTOB, KOMHM (POH/IA TTOJIb30BAHUS,
onucel Jei, TOKYMEHTOB U PETUCTPUPYETCS B KHUTE BBIJAYN apXHUBHBIX
JIOKYMEHTOB, KOTIHI (OH]Ia TTOJIb30BAHUS U3 XPAHWINILA B YUTAIBHBIN 3411, B
KOTOPOM paclMChIBACTCS pAaOOTHUK YUTAILHOTO 3ajia. MicromHeHHbI# 3aka3
(TpeboBaHuUE) MOTB30BATENSI HAIIPABIISETCS B YUTAIBHBIN 3aJ1 BMECTE C BbIJJAHHBIMU
aApXWBHBIMU JJOKYMEHTaMU U XPAHUTCS B JJUYHOM JIEJI€ MOIH30BATEIIS.

Bpijiaua apXuBHBIX TOKYMEHTOB PAaOOTHHUKY apXHUBa ISl UCIIOJIH30BAHUS B
CITy’KEOHBIX IeJISIX 0opMIIseTCs 3aKa30M (TpeOOBaHUEM) Ha BbIJIauy apXHUBHBIX
JIOKYMEHTOB, KOITUH (DOHJ1a MTOJIB30BaHUs, OITUCEH JIe]l, JOKYMEHTOB, KOTOPBIM
BU3UPYETCS PYKOBOAUTEIEM COOTBETCTBYIOIIETO MOAPA3ACTICHU. 3aKa3
(TpeboBaHMEM) PETUCTPUPYETCS B KHUTE BBIJIAYM APXUBHBIX JJOKYMEHTOB, KOTTHMA
dboHa MOIK30BaHUS U3 XPAHUIIUIIA B paboure MOMEIICHHS, B KOTOPO paOOTHUK,
MOJIYYMBIIHI apXUBHBIE TOKYMEHTBI PACTIUCHIBAETCA 32 KAKIYIO €IMHUILY XPAHECHHUS.
3aka3 (TpeOOBaHKE) HAXOUTCSA B APXUBOXPAHUIIMILIE IO UCTEUEHUSI CPOKA €0
XpaHEeHUS.

Briaua apXuBHBIX JOKYMEHTOB B JIA0OpATOPHIO apXrBa 0(hOpPMIISIETCS 3aKa30M Ha
MPOBEICHUE COOTBETCTBYIOIINX PA0OT U PETUCTPUPYETCS B KHUTE BBIJIAYM apXUBHBIX
JIOKyMEHTOB, KOTHI (JOH]1a TTOJI30BAHUS U3 XPAHWINILA B 1a00OpaTOpPHUIO, B KOTOPOH
pacnuchiBaeTCsl pabOTHUK JTabopaTOopru. 3aKa3 YUUTHIBACTCS B JIAOOPATOPHH U B
COOTBETCTBYIOIIEM IMOPA3ACICHUN aPXUBA U CIIY)KUT KOHTPOJIHHBIM JOKYMEHTOM 32
X0JIOM TIPOBEJICHUS BCEX ATANOB paOOTHI C apXUBHBIMU JOKYMCHTAMHU.

Bbijaua apXuMBHBIX JOKYMEHTOB BO BPEMEHHOE IMOJIb30BaHUE OPOPMIISIETCS aKTOM O
BBIJIAYE aPXUBHBIX JJOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE U PETUCTPUPYETCS B
KHHI€ BbIJIa4M apXUBHBIX JOKYMEHTOB, KONUW (POH/A TOJIb30BaHUS U3 XPaHUIUIIA
BO BPEMEHHOE I0JIb30BAHMUE.

Beigaua ponaa nosib30BaHus



2.11.10.3. Boigaua konuii apXuBHBIX JOKYMEHTOB U3 (hOH/Ia IOJIB30BaHUS
oopmisercs 3aka3zoM (TpeOOBaHMEM) Ha BblJIa4y apXUBHBIX JOKYMEHTOB, KOIUI
(oH1a IOJIL30BaHUSs, ONUCEN /1€, JOKYMEHTOB U PETUCTPUPYETCS B KHUTE (KHUTAX)
BbI1au (POH]IA MOJIB30BAHUS, BEAYILUXCS LIECHTPAIU30BAHHO WM PA3/IEIBHO I10
KOKJIOMY apXUBOXPAHUIMILLY.

Bbigaua onucei geJ, J0OKYyMEHTOB

2.11.10.4. Onucu gen, JOKyMEHTOB BBIJIAIOTCS HA CPOK, HE MPEBBIIAIOIINN ITATH
nHell. Belgaua onucelt aen, T0KyMEHTOB, UMEIOLIUXCS B OJTHOM 3K3EMIUIIpE U
XPaHSAIIMXCS HEHTPATU30BAHHO, I0IYCKAETCA B UCKIIIOUUTENBHBIX CIIy4asx C
paspelieHus: pyKOBOAUTENS apXHBa WU €r0 3aMECTUTENS Ha CPOK, KaK IPaBUIIO, HE
MPEBBIIAIOIINA OAUH JI€Hb, U 0OPMIISETCS 110 AaHAJIOTUU C BbIIayeil IOIJTMHHBIX
apXUBHBIX JIOKYMEHTOB.

Brinaua onuceit fein, JOKyMEHTOB oopMIIsIeTcs 3aka3oM (TpeOoBaHMEM) Ha BbIIAUY
apXUBHBIX JIOKYMEHTOB, KONu# (OH/Ia MMOIH30BaAHMUS, OMUCEH /1T, TOKYMEHTOB U
PETUCTPUPYETCS B KHUTE BbIIAYX apXUBHBIX JJOKYMEHTOB, KOmuii poHIa
MOJIb30BAHUS U3 XPAHUIIUILA, B KOTOPOU pacHUCHIBAE€TCS MOJYYUBIINNA OMUCH
pabOTHUK apXWBa WU MOJIb30BaTENb.

KoHTpoJb 32 COXpAaHHOCTBHIO BbIAJAHHBIX APXMBHBIX J10KYMEHTOB. Bo3Bpalenue
apXUBHBIX JOKYMEHTOB B apXHMBOXPAHHUJIMIIIE

2.11.10.5. BeiBepka KHUT BbIJIa4M apXUBHBIX JOKYMEHTOB IPOBOAUTCS HE PEXKE
OJIHOTO pa3a B KBapTal WX B nosryroaue. Eciu B pe3yiibTare BBIBEPKU KHUT BbIIAYU
YCTaHOBJIEH (PaKT HAPYILLIEHUSI CPOKOB BO3BPAILICHUSI apPXUBHBIX JOKYMEHTOB,
BBIICHSIFOTCS €r0 MPUYMHBI U IPUHUMAIOTCS MEPBI K BO3BPATy apXHUBHBIX
JOKYMEHTOB. Eclli HEBO3BpAIllEHUE apXUBHBIX TOKYMEHTOB B CPOK B
apXMBOXPAHWIMIIE BbI3BAHO HEOOXOIUMOCTBIO X JAIbHEHNIIIET0 UCIIOIb30BAHMS,
Bblaua nepeogopmisiercs. IIpu 3agep:kke BO3BpalleHHs] apXUBHBIX JOKYMEHTOB 0€3
YBaXKUTEJIBHBIX TPUYMH NPUHUMAOTCA MEPBI ISl UX HEMEUIEHHOTO BO3BpaTa B
apXUBOXPAHWJINLLE.

B nensix KOHTpOJIs 32 COXPAHHOCThIO aPXHUBHBIX IOKYMEHTOB MOAPA3/CICHUE,
OTBETCTBEHHOE 3a XpaHEHUE apXUBHBIX JOKYMEHTOB, TPOBOJAUT MPOBEPKHU
COXPaHHOCTH BBIJJAHHBIX U3 apXUBOXPAHWIHINA apXUBHBIX JOKYMEHTOB. [IpoBepku
MPOBOJISATCA B IJIAHOBOM MOPSIKE UK TIO Mepe HEOOXOAUMOCTH IO COTVIACOBAHUIO C
PYKOBOJICTBOM apXUBA.

[Ipu BO3BpalleHNH apXUBHBIX JOKYMEHTOB B ApXHUBOXPAHUJIUIIE OCYILECTBIISIETCS
MOJIUCTHAS MPOBEPKA UX (PU3UUYECKOTO COCTOSIHHS B YCTAHOBIEHHOM TOPSIKE (CM. TI.
2.11.10.). B kHure BbIJa4M apXUBHBIX JTJOKYMEHTOB JI€JIA€TCSI OTMETKA O
BO3BpAIIIEHUN aPXUBHBIX JOKYMEHTOB B MMPUCYTCTBUU BO3BPATUBIIINUX MX PAOOTHHUKOB



apxuBa unu GhoHmpoo0pazoBarens. Eciu BeISIBICHBI TOBPEKICHUS BO3BPAIIAEMbBIX
apXUBHBIX JIOKYMEHTOB, COCTABJIIETCS aKT B IPOU3BOJIBHON (hOopMe, KOTOPBI
MOJMKUCHIBAECTCS PAOOTHUKOM apXUBOXPAHUIIUIIA U JTUIIOM, BO3BPAIIAIOIIIM
apXHUBHBIE JOKYMEHTHI, U MPEJICTABISETCA HA pACCMOTPEHHE PYKOBOJICTBA apXHBa.

ApxuB 00s13aH YBEIOMUTH MOJIH30BATENS O TOM, YTO OH OTBEYAET 3a COXPAHHOCTD
MOJIYYEHHBIX apXUBHBIX JJOKYMEHTOB U COOJIIOICHUE TTPaBUil pabOThI C HUMU B
COOTBETCTBHUHM C 3aKOHOJATENLCTBOM Pocculickon denepanuu.

B ciydasx XUILEHHs UM OBPEKICHUS apXUBHBIX JOKYMEHTOB, B TOM YHCIIE
BHECEHUS B UX TEKCT U3MEHEHUH (€CIIM 3TO MOXKET OBITh KBAIM(UIIMPOBAHO KaK
HOBPEXACHUE aPXUBHOTO IOKYMEHTA), apXUB 00pAIAETCs C COOTBETCTBYIOIIUM
3asIBJICHMEM B OpraH BHYTPEHHUX JI€JI IO MECTY PACIOJIOKEHUS apXUBa, B
TPEXIHEBHBIN CPOK HHPOPMHUPYET CIEHHATIBHO YIIOTHOMOYEHHBIN (peepaabHblii
OpraH MUCHOJHUTENBHOM BJIACTH, YIIOJHOMOYEHHBIE OPTaHbl UCIIOJIHUTEIBHOMN BIACTH
cyobekToB Poccuiickoit @enepaiiiu, OCyeCTBISIONINE KOHTPOJIb 3a COOI0EHUEM
3aKOHOJaTeIbCTBA 00 apXUBHOM Jienie B Poccuiickoit denepannu, TPUHUMAET APYTHE
MephbI K BO3MEUIEHUIO ylliepOa B COOTBETCTBHH C 3aKOHOJIaTENbCTBOM Poccuiickoi
denepanum.

TpancnopTupoBKa u nepeMenieHne APXUBHBIX JOKYMEHTOB

2.11.11. Tlpu TpaHCHOPTUPOBKE apXUBHBIX JOKYMEHTOB Ha JIIOOBIE PACCTOSHUS
COOJII0Jat0TCSI MEPBI MO OXPAHE U 3aLIUTE UX OT BO3JEHCTBUS BPEIHBIX (DAKTOPOB
OKpY’Karolel cpeibl MyTeM MPUMEHEHUSI CIIEIUaIbHBIX BUIOB YIIAKOBOK,
00eCIeYnBaOIINX 3aIUTY APXUBHBIX JTJOKYMEHTOB OT OCAJIKOB, CBETa, MEXaHUYECKUX
MTOBPEKICHUMN.

TpaHCIIOPTUPOBKA apXUBHBIX JOKYMEHTOB IMPOU3BOJMUTCS NIPU UX IUIOTHOM YKJIAJKE,
MCKJIFOYAIOIIEW BO3MOKHOCTD ITIEPEMEIICHNS apPXUBHBIX TOKYMEHTOB BHYTPH
YIaKOBKH, YAapOB U Pa3IUYHbIX COTPSICEHUH, IPH 3TOM (HOTO(POHOTOKYMEHTHI
YIaKOBBIBAIOTCS B BEPTUKAJIBLHOM TOJIOKEHUH B KOPOOKHU KECTKON KOHCTPYKIIMHU
COOTBETCTBYIOILIETO pa3Mepa, 00EpHYThIE BO BIAarOHEIIPOHUIIAEMYIO TKaHb. pyrue
ayJIMOBU3YaJIbHBIE U 3JIEKTPOHHBIE JOKYMEHTHI, Tpaduueckue U KpyrnHohopmMaTHbIe
Jie7a ¥ JOKYMEHTBI IEPEMEIAIOTCS TOJIBKO B YIIAKOBKE, B KOTOPOW OHU XPAHSTCA,
WJIU B CIIELIMAIBHO MPEIHA3HAYEHHBIX IS UX [IEPEMEILICHUS CPEACTBAX.

Jns mepemMenenuss apXMBHBIX JOKYMEHTOB BHYTPH apXUBA UCTIOJIb3YIOTCSA
MEPEIBUKHBIC TEJIC)KKH U IPYTUE CPEICTBA TPAHCIIOPTUPOBKHU.

BHyTpHUropoickue nepeBo3K apXuBHBIX JOKYMEHTOB IPOU3BOISTCS B 3aKPBITHIX
aBTOMAIIMHAX MPHU 00s3aTEILHOM COMPOBOXKACHUN paOOTHUKA apXUBa.

TpﬂHCHOpTHpOBKa APXHUBHBIX TOKYMCHTOB Ha JAJIbHUC PACCTOAHUA IIPOU3BOJIUTCS B
YIIaKOBAHHOM BHUAC B KPBITOM TPAHCIIOPTHOM CPEACTBC B COOTBCTCTBHHU C IIpaBHUIaMHU



NEPEBO3KH LICHHBIX IPY30B, YCTAHOBJIEHHBIMU JIJISl COOTBETCTBYIOILIETO BUAA
TPAHCIIOPTA.

BrisiBi1eHue YHUKAJbHBIX TOKYMCHTOB U 0c000 IHEHHbIX TOKYMCHTOB

2.11.12. BoIsiBieHHE YHUKAIBHBIX JOKYMEHTOB M 0CO00 LIEHHBIX JOKYMEHTOB
IIPOBOANTCSA B IJIAHOBOM MOPsiAKE HanOoJiee KBATU(UIUPOBAHHBIMU CIIEUAINCTAMU
Ha OCHOBaHHUM OTPACIIEBBIX HAYYHO-METOINYECKUX Pa3pabOTOK U METOINYECKUX
0COOMiA, TOATOTOBJICHHBIX B aPXUBE.

Omnpenenenue B coctaBe ApxuBHOTO doHaa Poccuiickoit denepanny yHUKATbHBIX
JIOKYMEHTOB OCYILIECTBIISIETCS] B COOTBETCTBHM ¢ PernmamenTom I'ocyiapcTBEHHOTO
peecTpa YHUKAJIBbHBIX TOKyMEHTOB ApxuBHOTro oHaa Poccuiickoit @enepannu u
BKJIIOUYAET B ceOs:

3aIlI0OJIHCHHUC Ha Ka}KI[BIﬁ BBISIBJICHHBIM ITIOTCHIOUAJIbHO YHI/IKaJIBHBIﬁ JOKYMCHT
JIMCTA Y4CTa U OIIMCAHHA YHHUKAJIbHOI'O JJOKYMCHTA,

PacCMOTPEHUE IKCIIEPTHO-METOAUYECKON KOMUCCHUEH (WU JPYTUM
COBEINIATENILHBIM OPraHOM) apXHBa MPEICTABICHHBIX MAaTEPUAIOB;

MIPEICTaBJICHUE MPEIJIOKEHUN O BKIIFOUYEHUH BBISIBJICHHBIX TOTCHIIUAIBHO
YHUKQJIBHBIX JIOKYMEHTOB B [ '0CYIapCTBEHHBIN PEECTP YHUKAIBHBIX
noKkyMeHTOB ApxuBHOTO (hoHna Poccuiickoii denepanin B COOTBETCTBYIOIIHIMA
YIOJITHOMOUYEHHBIA OpPraH UCTIOJIHUTEIHHOM BIacTH B cpepe apXUBHOTO Jea.

Omnpenenenue B coctaBe ApxuBHoro ponna Poccuiickoit deneparnnu 0co00 IEHHBIX
JIOKYMEHTOB OCYIIECTBIISICTCS SKCHEPTHO-MPpoBepouUHOM komuccueit (1K)
dbenepanbHOro rocyaapcrseHHoro apxusa, JI1K ynoaHomMoueHHOTO Oprana
UCIIOJIHUTENLHOM BiacTH cyobekTa Poccuiickoit @eneparuu B chepe apXuBHOTO
nena, SKCepTHON (OHI0BO-3aKyIIOYHON KOMUCCUEHN TOCYIapCTBEHHOTO UITU
MYHHULUIIAIBHOTO MY3€sl, 3KCIEPTHON KOMUCCHUEHN TOCYIapCTBEHHOM WU
MyHHUITUNIaIbHOM 6nbmmoteku, DIIK ApxuBa Poccuiickoit akajeMun HayK U
3aKpeIUIsieTCsl YYETHBIMU JOKYMEHTaMU apXUBa B YCTAHOBIICHHOM MOpPSAJKE (CM. TI.

3.7.5).

OIIK yrmoaHOMOYEHHOTO OpraHa UCIOJHUTENIbHON BlIacTH cyObekTa Poccuiickoit
deneparuu B chepe apXrUBHOTO JiejIa BIIpaBe JAeJIerupoBaTh MOJHOMOYUS 110
ompenelieHnio B coctaBe ApxuBHoro (hoHma Poccuiickoit @eneparinu 0co00 MEHHBIX
JIOKYMEHTOB 3KCIIEPTHO-METOAUYECKON (METOIUYECKON) KOMUCCUH
rocyJIapCTBEHHOTO apxuBa cyobekTa Poccuiickoit denepanuu.

Co3nanue crpaxoBoro ¢gonga



2.11.13. CoBOKYMHOCTb CTPAaXOBbIX KOMUI YHUKAJIBHBIX U 0CO00 LIEHHBIX
nokyMeHToB ApxuBHoro (oHna Poccuiickoit denepanuu (nangee - CTpaxoBoi GoHT)
co3aeTcs B IEJISIX COXPAaHEHUs JOKYMEHTHOU HH(OpMAIIMK Ha CiIydail yTpaThl WU
MOBPEXJICHUS OPUTUHATIOB 3TUX JOKYMEHTOB. CTpaxoBOil (POH]I SABIIAETCS
HEMIPUKOCHOBEHHBIM U XPAHUTCS TEPPUTOPUATIEHO 000COOICHHO OT OPUTHHAIIOB
YHUKAJIBbHBIX JOKYMEHTOB M 0CO00 IIEHHBIX JOKYMEHTOB B CHEI[MATbHBIX
apxuBoXpaHwmuiax (cm. 1. 4.13.3.).

OuepeTHOCTh CTPaxOBOI'0 KOMMMPOBAHUS ONPEEIIAETCS ¢ y4eTOM (PU3NUYECKOTO
COCTOSIHHSI YHUKAJIbHBIX IOKYMEHTOB U 0CO00 IIEHHBIX JOKYMEHTOB U
MHTEHCUBHOCTH OOpaieHus K HuM. [lepBoodepesHOMY KONMMPOBAHUIO CPEAN HUX
1oJIJIeKaT HarnboJiee MHTEHCUBHO UCIIOJIB3YEMbIE, C IIOBPEXKICHUSIMU MaTEPUATbHOTIO
HOCUTEJISI U TOKYMEHTHOUM HH(pOopMaInu.

[ToaroroBka yHUKaJIBHBIX JOKYMEHTOB U 0CO0O IIEHHBIX JOKYMEHTOB K CTPaXOBOMY
KOIHUPOBAHUIO OCYIIECTBISECTCS B COOTBETCTBUU C TIOPSIIKOM BBIJJAYM apXUBHBIX
JIOKYMEHTOB U3 apXuBoxpanmwmil (cm. m. 2.11.10.).

CTanOBOC KOITMPOBAHHUC IIPOBOJUTCH C CO6JIIOI[€HI/IGM CHUCTCMAaTHU3alnu CIUHHNIL
XPaHCHHUA B OIIMCH ACJI, AOKYMCHTOB, KOTOPAad KOIIMPYCTCA IICPCa CANHULIAMHA
XPaHCHUA. CTanOBOMy KOITMPOBAHUIO ITOJICIKAT BCC BXOIAINC B CAUMHUITY
XPaHCHUA apXUBHBIC TOKYMCHTEI.

[Ipu cTpaxoBOM KOIMPOBAHMH JIE€JIA, KAK ITPABUIIO, PACIIMBKE HE MOJIEHKAT.
PacmmBka eyt mponM3BOANUTCS B UCKIFOYUTEIBHBIX CIIy4asx MO COTJIACOBAHUIO C
PYKOBOJCTBOM apXMBA MPH IOJTHON HEBO3MOKHOCTH KOITMPOBATH MEPEILUIETEHHOE
neino. ITo okoHyaHuM paboTHI €10 NeperieTaeTcs JabopaTopueit min
OpraHM3alMEN-U3TOTOBUTENEM CTPAXOBBIX KOIHMI 3aHOBO.

CTanOBOC KOIIMPOBAHUC YHUKAJIBHBIX JOKYMCHTOB U 0co00 LOCHHBIX JOKYMCHTOB
OCYHIECCTBIIACTCA B COOTBETCTBUHM C TCXHOJIOTHUUCCKUMU PETrIIaMCHTAMH U APYTUMHA
I[eﬁCTBYIOHIHMH HOPMATUBHO-TCXHUUYCCKNMHU JOKYMCHTAMMU.

CtpaxoBo#i KoIuel apXUBHOTO TOKYMEHTa Ha OYMa)KHOW OCHOBE SIBJISIETCS
HeraTuBHas MUKpodopma (MUKpOPHIIbM Wi MUKpoduia) 1-ro mokoaeHus,
W3TOTOBJICHHAS Ha (poTorpaduuecko raoreHNI0cepeOPHON TUICHKE
COOTBETCTBYIOIIIETO THITA METOJOM ONTHYCCKOTO (hoTOorpadupoBaHus JOKYMEHTOB.

CtpaxoBoil KOMENH KHHOJOKYMEHTA SIBJICTCS MEpBasi COBMEIICHHAS KOIHUS
OpUTHMHAJa, U3TOTOBJICHHAS HA IJICHKE COOTBETCTBYIOILIETO TUIA METOIOM
KOHTAKTHOM MEYaTH.

CrtpaxoBoii konuen (POTOTOKYMEHTA SIBIIIECTCS TEepPBasi KOMHS OPUTHHAIIA,
M3TOTOBJICHHAS HAa (DOTOTUICHKE COOTBETCTBYIOIIETO TUITA METOOM
penpoIyIMPOBaHUs MJIM KOHTAKTHOM MEYaTH.



CrpaxoBoii konuei (OHOAOKYMEHTA SIBISETCS NEpBasi KOMUS OpUrHHAIa,
M3TOTOBJICHHAs] COBPEMEHHOM CUCTEMOM 3aIINCH.

CrtpaxoBoii KoIuel BUJI€OJOKYMEHTA SIBJISIETCS TIEpBasi KONUsI OpUruHasia,
M3TOTOBJICHHAS B (popMaTe OpUTHHAJA CTIOCOOOM BHICO3BYKO3AMMMCH HA MAaTHUTHOU
JICHTE.

Co3nanue, KOMILUIEKT U cOcTaB )OH/IA MOJIb30BAHUSA

2.11.13.1. CoBOKYITHOCTh KOIIMI apXUBHBIX JIOKYMEHTOB, BBIITOJTHEHHBIX HA
Pa3JIMYHBIX MAaTEPUATIbHBIX HOCUTEIISIX U MPEIHA3HAYEHHBIX JIJIS1 UCTIOIb30BaHUS C
IEJTbI0 00€CTICUCHUSI COXPAHHOCTH OPUTHHAIOB apXUBHBIX JOKYMEHTOB (J1ajee -
(GoHA MOIB30BaHUS) CO3AETCS, KaK MPAaBUIIO, OJJHOBPEMEHHO C CO3/ITaHUEM
CTpaxoBOro (oH/A, a TAKKE LEIEBbIM MOPSAIKOM Ha HAUOOJIEe UCTI0Ib3yEMbIE
apXHUBHBIE TOKYMEHTHI, B IIpoIiecce APYruX padoT (paccekpeunBaHUE apXUBHBIX
JIOKYMEHTOB, OpraHu3aIlusl UX UCIIOIb30BaHU).

doHp ITOJIB30BaHU, U3rOTOBJICHHBIN OJHOBPCMCHHO CO CTPAXOBBIM (bOH,Z[OM,
CO31acTCi B 00s3aTeIIbHOM KOMIIJICKTC, BKIIFOUYAIOIICM:

JUTSI QpXUBHBIX TOKYMEHTOB Ha OyMaKHOW OCHOBE - OJTHY MHUKPOQOpMY 2-TO
MOKOJICHUS Ha TaJIoTeHUA0CepeOpsHON MIIeHKe (HeraTUBHAs WM MO3UTHUBHA),
U3TOTOBJICHHYIO C HEraTUBHON MUKPOGOPMBI 1-r0 MOKOJIEHUS, U OJTHY
MUKpOGhopMy 3-T0 MOKOJIEHHUS, U3TOTOBJICHHYIO ¢ MUKPO(DOPMBI 2-TO
MTOKOJICHHSI;

JU1s1 POTOJOKYMEHTOB - OAMH MO3UTUBHBIN (POTOOTHEUATOK U OJAUH JTyOJIb-
HEraTHB;

JUTSl KKHOJOKYMEHTOB - OJIHY TIO3UTUBHYIO COBMEIIIEHHYIO KOIUIO, OJUH
MIPOMEKYTOUYHBIN TTO3UTUB N300PKEHUS U OAMH KOHTPATUIT (POHOTPAMMBI
(715t 3BYKOBBIX KMHOJOKYMEHTOB). [lo3UTHBHAS KOTUS M TPOMEKYTOUHBIH
MO3UTUB U300paKEHUS JTOHKHBI BXOJUTh B KOMIUIEKT KHHOJOKYMEHTA,
MPUHUMAEMOTO Ha TIOCTOSIHHOE XpaHeHue. JlomyckaeTcs TOMOJIHUTETLHOE
U3rOTOBJICHHE (DOH/IA TIOJIE30BaHUS KHHOJOKYMEHTOB B BUJIC
Buseodororpamm B hopmarax Betacam u VHS;

7151 POHOJTOKYMEHTOB - OJJHY KOIIMIO HA MATHUTHOM JICHTE;
JIJIs1 BUJICOJJOKYMEHTOB - OJIHY KoMt B popmare VHS.

Bxirouenue B (hoHJ TOJIH30BaHUS KON apXUBHBIX JJOKYMEHTOB, B TOM YHCJIC Ha
AIIEKTPOHHBIX HOCUTEIISAX, CO3/IaHHBIX B MPOIECCE IPYTUX PabOT, OCYIIECTBISETCS
apXHBOM CaMOCTOSITEIIBHO.



B ¢ona nmonb3oBaHMs BKIIOYAIOTCS KOMUU MOTHOCTHIO CKOMTMPOBAHHBIX €AMHHUII
xpaHeHus. Konuu oTienbHbIX apXUBHBIX JOKYMEHTOB MOT'YT OBITh BKJIFOUEHBI B
(oHA MMOIB30BaHUS B COCTABE TEMATUYECKHUX NOJI00POK apXUBHBIX JOKYMEHTOB.

IIpoBepka HAJIUYHUSA M COCTOSIHUSA, TEXHUYECKNH KOHTPOJIb CTPAX0BOro poHaa u
¢poHaa MoIB30BAHUA

2.11.13.2. Bce cTpaxoBble KOIMU JTOJKHBI COOTBETCTBOBATH OPUTMHAIY, KaK 110
COJIEP’KAaHMIO, TAK M MO PSIY BHEIIHUX [TPU3HAKOB.

H3roroButenn CTPaxoOBbIX KOIIMH 00€ecIieunBacT COOTBETCTBUE BCEX BBIITYCKACMbIX
KOITHI Tpe6OBaHI/I}IM I[CﬁCTB}HOIHHX HOPMATUBHO-TCXHUYCCKUX NTOKYMCHTOB I10
CTpaxoBOMY KOIIMPOBAHHIO.

Bce CTPaxoOBbIC KOIIMU IIPOXOIAT TEXHUYCCKUU KOHTpPOJIb B Ha60paTOpI/II/I NI
OpraHmn3alu-u3roToOBHUTCIIC, CBCACHUA 00 X KayecTBe (bI/IKCHp}IIOTCH B aKTax
TEXHUYECKOTO COCTOSIHUS KOIIMU CTpaxoBOIo (1)0H,Ha (HO (bOpMaM B COOTBCTCTBHH C
OTPAaCJICBLIMHW HOPMATHUBHBIMU I[OKYMGHTaMI/I).

[Ipu npreMe CTpaxoBBIX KOMUW NPOBEPSETCS MOTHOTA BBIMOJIHEHUS 3aKa3a HA
KOMUPOBAHUE, KOJMYECTBO KOMUH, KOMIIJIEKTHOCTb, MPABUIIBHOCTH U MOJHOTA
3aMIOJTHEHHS] aKTOB TEXHUYECKOTO COCTOSIHUS, BU3YaAIbHO-TEXHUYECKOE COCTOSIHUE
KOIUH.

B nponecce xpaHeHHs CTpaxoBbI€ KOTMHU MOJIEKAT:

IMPOBCPKEC HATNYHNA U COCTOSAHUSA B LCIIAX YCTAHOBJICHHA (baKTI/I‘leCKOFO
HaJIM4YKA CTPAXOBBIX KOHI/Iﬁ, HUX COOTBCTCTBUA HAaHHBIM YUYCTHBIX JOKYMCHTOB,

TEXHUYECKOMY KOHTPOJIIO COCTOSHUS M CBOEBPEMEHHOMY IIPOBEACHUIO
HEO0OXOMMBIX KOHCEPBAIMOHHO-TPOPUIAKTUUECKUX MEPOITPUATHI.

TexHu4eCcKuil KOHTPOJIb CTPAXOBOro (JOH/IA OCYIIECTBISECTCS OJUH pa3 B TPU roja,
IIPU ATOM KOHTPOJIIO OIEeKUT 20% CTpaxoBBIX KOMUM NPOU3BOJACTBA KAXKIOTO
roja.

Pe3ynbTarhl TEXHUYECKOTO KOHTPOJIS (PUKCUPYIOTCS B TOKYMEHTAaX O TEXHUYECKOM
COCTOSIHUU CTPaxOBbIX KOIMHM, I/ie Tat0TCs 3aKJII0UEHUS 0 HEOOXOIUMOCTH U CPOKAX
poBeeHUs MPOPUIAKTUYECKUX U PECTABPALIMOHHBIX Pa0dOT U YCTaHABIUBAIOTCS
CPOKH CIEAYIOIIETO TEXHUYECKOTO KOHTPOJIA.

[IpoBepka HaNMMUMs ¥ COCTOSTHHS (POH/IA TTOJIH30BAHUS OCYIIIECTBIISCTCS C 1ETBIO
KOHTPOJISI 32 COXPAHHOCTHIO KOTHI M OpTaHu3aIiui paboThl IO CBOCBPEMEHHOMY
BOCCTaHOBJIEHUIO (DOHA MOJIb30BAHMUS.



O0beM u nepuoANYHOCTh PAdOTHI IO TPOBEPKE HANUYHUS U COCTOAHUA (HOHAA
I10JIb30BaHUs ONPEAEIISAETCS C YUETOM €ro 00111ero o0bemMa, coctaBa, MHTEHCUBHOCTH
BBIJIaYM KOIIUM M YaCTOTHI UX BOCIIPOU3BEICHUS, a4 TAKKE YCIOBUN XPaHEHUS.

Hepez[aqa CTPaxoBoro (l)OH)Ia Ha ClieUaJdbHOC XpaHCHHUE

(m. 2.11.13.3. He pacnpocTpaHsIeTCsl Ha TOCYJaPCTBEHHBIE U MYHULIUITAJIBHBIE MY3€U
1 OMOIMOTEeKH, opranu3anuu Poccuiickoil akageMun HayK)

2.11.13.3. [lenTpanm3oBaHHOE XpaHEHUE CTPAXOBOTO (POH/IA OCYIICCTBIIACT
benepanbHBIN TOCYIapCTBEHHBIN apxuB - LleHTp Xpanenus ctpaxoBoro ¢oHaa
(IXCD).

XpaHeHue cTpaxoBoro ¢poHAa TOCyAapCTBEHHOT0 apxuBa cyobekTa Poccuiickoit
denepaliii 1 MyHUITMIIAIBHOTO apXHUBa MOYKET OCYIECTBIIATh CIICIIMAIBLHOE
apXUBOXPAHUIIMIIE, PACIIOJIOKEHHOE Ha TeppUTOpHH cyObekTa Poccuiickoit
denepanum.

Pa3zpemienue Ha nepenauy crpaxoBoro gonaa B [[XCD gaet cnenuanbHO
YIIOJITHOMOYEHHBIN (peiepalibHbIi OPTaH UCHOJHUTEIBHOM BIACTH B c(hepe apXUBHOTO
Jiena 1o pe3yJsibTataM pacCMOTPEHHMSI TOKJIAAHOW 3aUCKU (peiepanbHOro
rOCyAapCTBEHHOI'0 apXWBa WA YIIOJHOMOYEHHOTO OpraHa UCIIOJHUTEIBHON BJIACTH
cyonekta Poccuiickoit denepaiinu B cepe apXUBHOTO Jiejia 0 TOTOBHOCTH K
OTIPABKE CTPAXOBBIX KOTHU.

Pa3penienne Ha nepenaydy cTpaxoBoro pOH/Ia B CIIEHUATILHOE apXUBOXPAHUIIUIIIE,
PacIojIoKeHHOE Ha TeppuTopuu cyobekTa Poccuiickoit denepanuu,
rocyJIlapCTBEHHOMY apXuBY cyObekTa Poccuiickoit denepanyiu 1 MyHUIIUTTATIBHOMY
apXUBY J1a€T YIIOJTHOMOYECHHBIM OpraH UCIOJHUTEIHLHOMN BJIACTH CyObEKTa
Poccuiickoit @enepaiuu B chepe apXUBHOTO Jiejia Ha OCHOBAHUU JOKJIATHOM
3aMUCKU apXHUBa O TOTOBHOCTH K OTIIPABKE CTPAXOBBIX KOIIHIA.

[Tpuem-niepenaya cTpaxoBoro GoHIA OCYIIECTBIACTCS HA OCHOBAaHUU TIPUKA3a
COOTBETCTBYIOIIIETO YITOJTHOMOYEHHOT'O OpraHa UCIIOTHUTENILHON BIAcTH B chepe
aApXWBHOTO JIeJIa aKTOM YCTaHOBJICHHOU (POPMBI, K KOTOPOMY MPUIIArat0TCs:

OTKCH 0CO00 TIEHHBIX JIe], TOKYMEHTOB HJIM KOTTUH OMUCEH J1e]1, JOKYMEHTOB,
C KOTOPBIX U3TOTOBJIEH CTPaxoBoM (hOH, UM TIEpEUEeHb HOMEPOB 0C000
LEHHBIX 7€, TOKYMEHTOB (HOMEPHHUK);

OTKCH TIepeIaBaeMOT0 CTPaxoBoro (poHa;
aKThl TEXHUYECKOTO COCTOSIHHSI KOTIHI CTpaxoBoro oH/a;

COIIPOBOJUTEIIbHBIE JOKYMEHTHI HA TPAHCHIOPTHYIO Tapy.



CTtpaxoBble KOMTUH B MOPSAKE PACIONOKEHUS UX B OMMCH CTPaxoBoro Gpoxaa
IIOMEIIAIOTCA B COOTBETCTBYIOLLYIO Tapy JI TPAHCIIOPTUPOBKH, UMEIOIIYIO
IIOPSAKOBYIO HYMEPALUIO B IIPEEIax OTIPABIAEMON TApTUH, U HAIIPABIIIOTCS B
OIJIOMOMPOBAHHBIX KOHTEHHEpax. B conpoBoiUTENBHOM JOKYMEHTE Ha
TPAHCIIOPTHYIO Tapy YKa3bIBACTCS €€ KOJIMYECTBO U YUCIIO CTPAXOBBIX KOIIUN B HEW,
CTaBSTCS MOAIMCHU JOJDKHOCTHBIX JIMI, OTBETCTBEHHBIX 32 IEpeIavy.

AKTBI IpreMa-Tiepejauu C IPHIOKESHUSIMU TTOMEIIAIOTCS B OTACIBHYIO YIAKOBKY C
noMeTkou "ConpoBOAUTEIbHBIE JOKYMEHTHI'".

Orurata pacxoJ0B 110 OTIPABKE CTPAXOBOro (POHIA IPOU3BOJUTCS OTIPABUTEIIEM.

CrpaxoBaHue 10KyMeHTOB ApXxuBHOro ¢ponna Poccuiickoin Peaepauuun

2.11.14. CtpaxoBanue 1okymeHTOB ApxuBHOro ponaa Poccuiickoit @enepanuu
HaIpaBJIEHO HAa 00eCIEYeHNE X COXPAaHHOCTH, BO3MEILIEHUE yllepOa B ciiyyae
KpaX<u, yTpaThl, MOBPEXKIECHUA U HMHOTO BO3MOXKHOIO yuiepoa.

CTanOBaHI/II-O IO JICXKAT:

TOKyMeHThl ApxuBHOro ¢ouaa Poccuiickoit deaeparuu, a Takxke
MOIe)KAIIKE BO3BPAILICHHUIO UX KOIUH, BBIBO3UMBIC 32 PYOESXK IS
AKCIIOHUPOBAHUA Ha BBICTABKAX, PECTABPALIMU WIH C IPYTUMH LEISIMU;

YHUKAJIbHBIE TOKYMEHTBI, IPEAOCTABIISIEMBIC [ SKCIIOHUPOBAHUS Ha
BBICTaBKax BHYTPH CTPaHbI.

B uckItounTeNnbHbIX Cilydasx, MoJ 0053aTeabCTBO B JOTOBOPE O BO3MEIICHUN
OpraHM3aTOpaMHM BBICTABKH ylepOa B Cilydae yTpaThl WM OPYH, YHUKAIbHbBIE
JIOKYMEHTBI MOT'YT 3KCIIOHHPOBAThCs 0€3 CTpaxOBaHMsI Ha OPraHU3yEeMbIX B
Poccniickont @enepanuy BbICTABKAX.

CrpaxoBas olieHKa JoKyMeHTOB ApxuBHoro ¢ouaa Poccuiickoit deneparuu
IIPOBOJIUTCS B APXUBE KOMUCCHOHHO.

Kareropust neanoctu qokymeHToB ApxuBHoro (ouaa Poccuiickoit deneparuu u
pa3Mep X CTPaxoBOM OLIEHKH YCTAaHABIMBAIOTCA HA OCHOBE CIEIHUAIbHBIX
METOIMYECKUX Pa3paboToK.

Pe3ynbpTaThl cTpaxoBoOii OLIEHKH JOKyMEHTOB ApxuBHOro (poHaa Poccuiickoit
®denepauuu 0GOPMIISIOTCS AKTOM CTPAaXOBOM OLEHKH apPXUBHBIX JOKYMEHTOB,
KOTOPBIN MPEICTABISAETCA B COOTBETCTBYIOIINN YIIOJTHOMOYEHHBIN OpraH
UCIIOJTHUTENILHOM BJIACTH B CPepe apXUBHOIO Jiea.



O¢opMmiaeHne BpeMEHHOI0 BHIB03a JOKYMEHTOB ApXuBHOIo ¢onaa Poccuiickoit
Denepannu 3a pyodex

2.11.15. Ins paccMOTpeHus BOIpoca O BO3MOKHOCTHA BPEMEHHOTO BhIBO3a
NOoKymMeHTOB ApxuBHOro (ponaa Poccuiickoit @enepannu apxuB NpeCTABISET B
CHEIHMAIbHO YIOJTHOMOYEHHBIHN (peiepalibHbIi OpraH UCIOJIHUTEIbHON BIACTH B
cdepe apXUBHOTO Jiena:

KOIHUIO JOTOBOPA O MPOBEJACHUN BBICTABKH, PECTAaBPAIIMOHHBIX HITH JAPYTUX
paborT;

nepedeHb TOKyMeHTOB ApxuBHoro gonna Poccutickoit @eaepanym
YCTaHOBJICHHON (DOPMBI, ITPeTHA3HAYCHHBIX K BDEMEHHOMY BBIBO3Y;

KOIIMHU CTPAXOBOI'O IIOJIHMCA, r'apaHTHH HpHHPIMElIOIHGfI CTOPOHBI U
roCyaapCTBCHHBIX OPraHOB CTPAaHbl HA3HAYCHHA B OTHOIICHUKW COXPAHHOCTH H
BO3BpaTa BPpCMCHHO BBIBO3UMBIX KYJIbTYPHBIX HeHHOCTefI;

MUCbMEHHOE TTOATBEPKACHUE YIOBJICTBOPUTEIIHBHOTO (PU3UYECKOTO COCTOSHUS
nokyMeHTOB ApxuBHOTO (hoHsa Poccuiickoit denepaliuu, mo3BOJISIIONIETO UX
TPAHCIIOPTUPOBATH U JEMOHCTPUPOBATH, & TAKIKE HATUYUS UX CTPAXOBBIX
KOITH;

pa3pelieHue yImoJHOMOYEHHOTO OpraHa UCTIOJIHUTEIIBHOM BJIACTH CyOBbeKTa
Poccuiickoit @enepaniuu B chepe apXuBHOTO Jiesia (TOIBKO IS
roCyJIapCTBEHHBIX apXUBOB CyOBeKTOB Poccutickoit denepaiinm);

paspelieHrne oprana MeCTHOTO CaMOYITpaBICHUS (TOIBKO ISt
MYHHIIAIIAJTFHOTO apX1Ba);

Jpyrue He0OXO0IUMbIE JOKYMEHTHI B COOTBETCTBUU C YCTAHOBJICHHBIM
MOPSJIKOM.

B cooTBeTCTBUM C YyCTAaHOBJIEHHBIM MOPSAJIKOM FOCY1apCTBEHHON SKCIIEPTU3bI U
KOHTPOJISI 32 BBIBO30OM M BBO30OM KYJIBTYPHBIX LIEHHOCTEH ISl TOTYy4YEHUS
CBHUJETEIBCTBA HA MPABO BBIBO3a KYJIBTYPHBIX LIEHHOCTEN ¢ TeppuTopun Poccuiickon
denepanuu, yKazaHHblE JOKYMEHTBI BMECTE C 3aKJIIFOUYEHUEM CIIEUAIBHO
YIOJHOMOYEHHOTO (he/IepaibHOTO OpraHa UCIIOTHUTEILHON BIACTH B chepe
aApXUBHOTO JieJia U IPYTUMHU HEOOXOIUMBIMU JJOKYMEHTAMU TIPEJICTABIIIOTCS B
CTHEIMaIbHO YIOJIHOMOYCHHBIN (heJiepaibHbIN OpraH UCTIOJHUTEIHLHOM BIIACTH B
cdepe rocy1apcTBEHHOTO KOHTPOJIS 32 BBIBO30M U3 Poccuiickoit deneparuu u
BBO30M Ha €€ TEPPUTOPHUIO KYJIbTYPHBIX LICHHOCTEH.

Jlnst mpoAJieHust B 0COOBIX CIIydasiX CpOKa BPEMEHHOTO BbIBO3a JOKYMEHTOB
ApxusHoro ¢ponaa Poccuiickoii denepaiyi apXuB MPEACTABISIET B CIELIMAIBHO
YIOJHOMOYCHHBIN (hefiepalibHbIN OpraH UCTIOTHUTENHHON BIIACTH B chepe



rOCyAapCTBEHHOI'O KOHTPOJIS 32 BbIBO30M U3 Poccuiickon denepaiuy 1 BBO30M Ha
€€ TEPPUTOPHUIO KYJBbTYPHBIX IEHHOCTEM:

KOIHUIO JOTOBOPA O MPOJICHUH CPOKA BBICTABKH, PECTABPAIIMOHHBIX WJIH
JIpYyTux pabdor;

KOIIMH CTPAXOBOI'0 IIOJIMCA, IF'apaHTUH HpI/IHI/IMaIOIHeﬁ CTOPOHBI U
roCyaapCTBCHHBIX OPraHOB CTpAaHbl HA3HAYCHHA B OTHOIICHHUHN COXPAHHOCTHU U
BO3BpaTa BPpCMCHHO BBIBO3UMBIX KYJIBTYPHbBIX HeHHOCTeI;'I;

3aKJIIOUEHHUE CTEeIMATIBFHO YIIOJTHOMOYEHHOTO (peIepaibHOr0 Oprana
UCIIOJIHUTENILHOM BIACTH B chepe apXUBHOTO JEIIa;

Ipyrue HeoOX0UMbIe JOKYMEHThI B COOTBETCTBUU C YCTAHOBJIEHHBIM
MOPSIIKOM.

ObecneyeHne COXpAaHHOCTH APXMBHBIX JIOKYMEHTOB IIPH Ype3BbIlYaiHbIX
CUTYyaIUsIX

2.11.16. K upe3BpIuaiiHbIM CUTYaLUSIM OTHOCSITCSL 00CTOSATENBCTBA, IPU KOTOPBIX
HEBO3MO>KHO BBIITOJIHEHUE apXUBOM B ITOJIHOM 00bEME BO3JIOKEHHBIX Ha HErO 3a]a4
B COOTBETCTBUU C TpeOOBaHUAMU HacTosumx [IpaBui u Apyrux HOpMaTUBHBIX
IIPABOBBIX aKTOB, CO3/1AE€TCS yIp03a )KU3HU U 30POBBIO JIFOAECH, COXPAHHOCTH
apXMBHBIX JJOKYMEHTOB apXHBa.

K upe3BbpIUaiiHbIM CUTYaIUsAM OTHOCSTCS:
0OBSIBIIEHUE CTENEHEN TOTOBHOCTH I'PaKIaHCKOM 0OOPOHBI;
BBEJICHHE B JICWCTBHE IUIAHOB TPAXKIAHCKONH 00OPOHBI;

0OBSIBIICHHE B TOCYJIAPCTBE (PETHOHE, TOPOJIC) PEKUMA YPE3BBIYAITHOTO
MOJIOKEHUS;

Ioxap, TCXHOICHHBIC KaTaCTpO(i)BI U CTUXUHHBIC 6CI[CTBI/I$I, ITOBJIMABIINEC HA
KUBHCACATCIbHOCTD apXHBa,

VCYE3HOBEHUE WIH I0pYa APXUBHBIX JOKYMEHTOB, XUIIIEHUE WU ITIOpYa
MMYLIECTBA B PE3YJIbTATE NIPOHUKHOBEHUS B APXUB [IOCTOPOHHUX JIFOAEH WU
JIPYyTUX NPOTUBOIIPABHBIX JAECHCTBUM;

aBapuu CUCTEM ’KH3HE00eCIeUeHUS dPXHUBa, a TAKIKC 3JaHUA apXHBa,

CHATHE OXpaHbl apXUBA;



Ipyrue 00CTOSTENbCTBA, BRIHYK/IAIOIIME PYKOBOJICTBO apXHBa MPUHSATH
perieHre 00 U3MEHEHUH pexruma padOoThl apXHBa UM PUOCTAHOBJIEHUH €TI0
NEATEIIBHOCTH.

C yueToM BO3MOXKHBIX YpE3BbIUAWHBIX CUTYAINil apXUB pa3pabaThIBaCT U MPH
HEOOXOMMOCTHU TIEPUOIMYECKU TIEPECMaTPHUBACT IIJIaHBI KOHKPETHBIX MEPOIIPHUSITHIHA
U Ipyrue HOpMaTUBHbBIE JOKYMEHTBI O pab0OTE B UpE3BbIYAHBIX CUTYALUSX.

[Tnansl U Apyrue JOKYMEHTBI 10 MOOMIM3AIIMOHHOM MTOATOTOBKE, IPAXKIaHCKOM
000poHe apXuBa pa3padaTHIBAIOTCS B YCTAHOBICHHOM MOPSIAKE.

[1maHbl MEPONIPUATUI apXUBA HA CITy4ail Ype3BbIYaNHBIX CUTYallMi, HE OTHOCSIIHUECS
K MOOMJIM3AaLIMOHHOW MTOATOTOBKE U IPaKIaHCKOH 000pOHE, JOJHKHBI
COTJIACOBBIBATHCS C OPTAHU3ALMOHHBIMY U PACTIOPAIUTEIbHBIMYA IOKYMEHTAMU
apXuBa, pa3pad0TaHHBIMU MO JIMHUY MOOWIN3AIIMOHHON MOATOTOBKHU U TPaXAaHCKON
00OpOHBI.

C conep:kaHueM IUIaHOB MEPOIIPUATHI U IPYTUX HOPMATUBHBIX IOKYMEHTOB,
OTIPEISIISIONTNX PA00Ty apXUBa MPHU YPE3BbIUANHBIX CUTYAIUSIX, TOHKHBI OBITh
O3HAKOMJICHBI PA0OOTHUKH apXUBa B YACTH, UX Kacarolleics, ¢ 00s3aTeIbHbIM
BBITIOJTHEHHWEM TpeOOBaHM, YCTAHOBJIICHHBIX B OTHOIIIEHUHU JIOCTYMA K CBECHUSIM,
COCTaBIISIIOIIUM TOCYJapCTBEHHYIO TaliHY.

BrinonHeHne B apXuBe MEPONPUATUI, TPEAYCMOTPEHHBIX IIJIaHAMHU
MOOHIIM3AITMOHHON TTOJATOTOBKHU U TPAXKIAHCKON 000POHBI, OCYIIECTBISETCS
COTJIaCHO TUM IJIaHaM B YCTaHOBJIEHHOM MOPSIKE.

III. OPTAHU3ALIIAA YYHETA JOKYMEHTOB APXUBHOI'O ®OHJA
POCCUUCKOU ®EAEPALIMU U IPYT'UX APXUBHBIX TIOKYMEHTOB
B APXUBE

3.1. Onpenenenue KOIMYECTBA U COCTaBa JOKYMEHTOB ApXMBHOIO (poHaa
Pocculickon @enepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B apXUBE B
YCTaHOBJICHHBIX €IMHUIIAX yY€Ta U OTPAXKEHUE ITOr0 KOJUYECTBA U COCTABA B
YUETHBIX IOKYMEHTax 00ecreuynBaeT OpraHu3alMOHHYIO YIOPSI0UYEHHOCTh U
BO3MO>KHOCTh aJJpECHOT0 OMCKA APXUBHBIX JOKYMEHTOB, KOHTPOJIA 32 UX HAIMYHEM
U COCTOSTHUEM.

ApXUB OCYIIECTBIISIET FOCYIAPCTBEHHBIN YU€T apXUBHbBIX JOKyMEHTOB. CocTaB u
MOPSAAOK BEICHUS JOKYMEHTOB FOCYAapCTBEHHOIO Y4E€Ta ApXUBHBIX JOKYMEHTOB, B
TOM urciie (GOpPMBI TTACMIOPTA apXHUBA U MACTIOPTA KCTOYHUKA KOMIUICKTOBAHUS
apXuBa, U NOPSAOK UX MPEJICTABICHUS YCTaHABINBAIOTCA PernamenTom
roCyJJapCTBEHHOTO yueTa IOKyMeHTOB ApxuBHoro (gonaa Poccuiickoii denepanum.

VYuery nomexar:



XpaHAIIHUCCA B ApXUBC APpXUBHBIC TOKYMCHTBI, B TOM YK CJIC HCOITMCAHHBIC U
HCl'IpO(bI/IJIBHble AJIL AAHHOI'O apXHMBa, a TaKXKE CTPAXOBBIC KOIMMKU apXHWBHBIX
JAOKYMCHTOB M KOITMH CI)OHI[a ITOJIb30BaHUA, OITMCHU ACITI U TOKYMCHTOB;

TOKyMeHTBhI ApxuBHOTO (oHma Poccuiickoit denepariim, a TAakKe TOKYMEHTHI
0 JINYHOMY COCTaBY, XpAaHSIIIUECA B HCTOUHUKAX KOMIUIEKTOBAHUS ApXUBA.

VYdeTr npou3BOIUTCS TyTEM MPUCBOCHUS apXUBHBIM JOKYMEHTaM (eIMHUIIaM
XpaHEeHUs/eJMHULIAM YYeTa) YUeTHBIX HOMEPOB, SBJISIOIINXCS COCTABHON YaCThIO
apXUBHBIX MHU(POB.

ApxuBHbIil mudp (0603HaYECHNE, HAHOCUMOE Ha KaXXIyI0 €IMHUILY XPAHEHUS C
1elblo o0ecrnieueHus e€ yueTra U MIeHTU()UKALNN) COCTOUT U3 CIETYIOLINX
AJIIEMEHTOB: COKPAILEHHOTO Ha3BaHMs apXuBa (ero opuuuaibHON a00peBUaTyphl) U
HOMEPOB: APXUBHOTO (OHAA, ONTUCH €I, JOKYMEHTOB, €IUHULIbI XPAaHEHUS, € TMHHILIbI
ydera.

B coctaB apxuBHOro mudpa eJuHUIBI XpaHSHUS ayIMOBU3YaIbHbIX JOKYMEHTOB
BKJIFOUAIOTCS Tak)Ke 0003HaueHus (OyKBEHHbIE U ITU(POBBIC) AIIEMEHTAa KOMILIEKTA,
pa3Mepa HeraTuBa, BUJa HOCUTEIIS 3ByKOBOW MH(POPMAIIUK; €TMHULIBI XPaHEHUS
AJIEKTPOHHBIX IOKYMEHTOB - (popMaTa 3arucu U BUJia HOCUTENSI HHPOPMAIIUU.

3.1.1. Joxymentsl ApxuBHoro (¢onaa Poccuiickoit @enepaiuu, 0JTHOBPEMEHHO
Bxos1ue B coctaB Myseiinoro ¢onaa Poccuiickoit denepainuu, yauThIBalOTCA B
COOTBETCTBHHU C ITOPSAAKOM, YCTAHOBJIIEHHBIM HAacTOSAIMMU [IpaBunaMu u nopsiakom,
YCTaHOBJICHHBIM CIIEIIUATIBLHO YIIOJIHOMOYEHHBIM (DesiepaibHbIM OpPraHOM
UCIIOJTHUTENbHOM BiiacTu i1 My3eitnoro ¢onna Poccuiickoit @enepanuu.

JoxymenTsl ApxuBHoro ¢ponna Poccuiickoit denepaiiyiv, OJHOBPEMEHHO BXOSIINE
B cOCTaB OMOJIMOTEYHBIX (POHIOB, YUUTHIBAIOTCS B COOTBETCTBUU C HACTOSIIUMHU
[IpaBriamMu U MOPSIAKOM, YCTAHOBJIEHHBIM CIIEHMAIBHO YITOJTHOMOYECHHBIM
dbenepaabHbBIM OPraHOM MCTHOJHUTEIIBHOM BJIACTH AJ1s1 OMOIMOTEYHBIX (POHIOB
Poccuiickon ®@enepanumu.

3.2. Yuer apXUBHBIX JJOKYMEHTOB B FTOCYJapCTBEHHOM apXHUBE, TOCYIapCTBEHHOM U
MYHHUIIUNIATBHOM MYy3ee, OMOIroTeKe, opranusaiuu Poccuiickoil akajeMun HayK
OCYILECTBIISIETCS CIIELUAIBHBIM ITOIPA3ACICHUEM UM BO3J1araeTcs Ha CIIEeUajlIbHO
BBIJICJICHHOTO PAaOOTHHUKA.

B apxuBoxpaHWIHiille rocyJapCTBEHHOIO apXuBa, opranu3anuu Poccuiickon
aKaJeMUU HayK Ha3Ha4aeTcs paOOTHUK, OTBETCTBEHHBIN 32 YUET apXUBHBIX
JIOKYMEHTOB apXHBOXPaHUJIUIIIA.

Yuer APXHUBHBIX JOKYMCHTOB, XpaHAIIUXCA B NICTOUYHHUKAX KOMIIJICKTOBAHUSA apXHBa,
OCYHICCTBIICTCA CIICHUAJIBHBIM IMOAPA3ACIICHUCM apXHUBa WUJIK BO3JIaracTcCs Ha



CIICOuaJIbHO BBIACICHHOIO pa60THI/IKa, OTBCTCTBCHHBLIX 3a OpTraHU3alNI0
KOMIIJICKTOBAHH: apXHWBa apXHBHBIMU JOKYMCHTaMU.

Yyer APXUBHLIX JOKYMCHTOB B MYHHUIIUITIAJIbHOM aPpXHUBC U dAPXHUBHBIX JOKYMCHTOB,
XpaHAHruXCAa B €Iro HCTOYHHUKAX KOMIIJICKTOBAHUA, OCYIICCTBIIAOT 3aBCI[YIOIHHﬁ
MYHHUIUIIAJIbHBIM apXHUBOM n/uau CIICHHAJIBHO BBII[CJ'ICHHBIﬁ pa60THI/IK.

3anucy B y4eTHbIE JJOKYMEHTBI BHOCSTCS TOJIbKO paOOTHUKAMHU, OTBETCTBEHHBIMHU 3a
yUer.

3.2.1. B apxuBe pa3pabaTbIBalOTCs MOPSAIOK U CXEMa Y4€Ta apXUBHBIX TOKYMEHTOB.

[Topsimok ydeTa apXUBHBIX JJOKYMEHTOB OINpPEEsAET COCTAB YUYETHBIX IOKYMEHTOB U
YUETHBIX 0a3 TaHHBIX, BEIYIINXCS [IEHTPATU30BAHHO U B KaXKOM
aApXUBOXPAHWIHUIIE; 3aKPEIUISIET MOCJIEI0OBATEILHOCTD BHIIIOJHEHUS padOT 10 yUeTy.
CxeMa yuera apXUBHBIX JJOKYMEHTOB B rpadudeckoi hopmMe GUKCUPYET MOPSA0K

y4era.

[Topsnok 1 cxeMa ydeTa apXUBHBIX JOKYMEHTOB B apXUBE YTBEPKIAAIOTCS IPUKAZOM
pyKoBOJUTENA (3aBEAYIOIIET0) apXUBa(OM).

3.2.2. Y4eTHBIE JOKYMEHTBI, KPOME OIHUCEN J1€], TOKYMEHTOB, IPEIHA3HAYEHBI IS
CIIy>k€0HOT0 MOJIb30BAHMSI U MTOJI30BATENSIM HE BBIAAIOTCS. B OTAENBHBIX Citydasx
10 PEUIEHUIO PYKOBOJICTBA apXHBa MOKET OBITh BBIJJAHO J1€T0 (POH[A.

3.2.3. XpaHeHue y4eTHBIX JOKYMEHTOB OCYIIECTBIISIETCS B YCTAHOBICHHOM IOPSAIKE
(em. m. 2.11.4.1.3.).

EnuHuubl yyeTa apXuBHBIX IOKYMEHTOB

3.3. OCHOBHBIMH €IMHULIAMH Y4€Ta APXUBHBIX JOKYMEHTOB HE3aBUCUMO OT BUA
HOCHTEJIS, CII0c00a U TEXHUKH 3aKpEIUICHUs HH(POPMaALUU SBIISIOTCS apXUBHbBIN
(GOHI ¥ eIMHUIA XPAaHEHHUS.

AynuoBu3yalbHbIE U 3JEKTPOHHBIE JOKYMEHTHI YUUTHIBAIOTCS TAKXKE M0 €IMHULIAM
yuera.

ApPXHBHBIC TOKYMEHTBI JINYHOTO IMPOUCXOXKIACHUS, TIPOIISAIINE TOJBKO IIEPBUYHYIO
00paboTKy, yYUTHIBAIOTCS 1O JOKYMEHTAaM HJIU JIUCTaM.

HeynopsigoueHHble apXUBHBIE JOKYMEHTHI (POCCHINb) YUYUTHIBAIOTCA U3 pacueTa 150
JIACTOB B OJHOW YCIIOBHOW €IMHUIIE XPAHCHUS.

3.3.1. B mensax Hactodmux IIpaBun HConab3yoTCs CAEAYIOMINE TOHSATHS:



eIMHULA XpaHEHHS - (Pru3HuecKkn 000COOICHHbBIE ApXUBHBINA JOKYMEHT WU
apXUBHBIE JOKYMEHTHI,

CIMHUIIA XpaHEHHS apXUBHBIX IOKYMEHTOB Ha OyMa)kKHOIM OCHOBE - JIEJIO -
OTZIEJIbHBIN(€) apXUBHBIHN(€) TOKYMEHT(bI), 3aKIIOUCHHBIN(€) B 000COOJICHHYIO
00JI0KKY, TATIKY;

eIMHUIIA XpaHEHU KUHOJIOKYMEHTOB - (PM3U4eCKH 000COOICHHBIH PYJIOH
KWHOTIJICHKH MJI MarHUTHOM JIGHTHI C 3alMChI0 N300pa3uTebHON W/IITN
3BYKOBOU HH(OpMAIIHH;

eIMHUIIA XpaHEHHs POTOTOKYMEHTOB - (PU3UYECKU 000COOICHHBIN KaJip
(meratuB, 1yOab-HETATHB, MIO3UTHB, CJIAN (IMAIO3UTHB), HECKOJIBKO KaJpOB
MaHOPAMHOU ChEMKH, (DOTOOTIIEUATOK, PYJIOH AuaduiabMa, GoToaaso0M;

eMHUIIA XpaHEeHUs! (POHOIOKYMEHTOB - (U3HUECKH 000CO0ICHHBIE PYJIOH
KUHOIIJIEHKH, MarHUTHOM WJIM OYMa>KHOM JICHTBI, KacCeTa, BOCKOBOM BaJIHK,
JIUCK C 3aMKChI0 3ByKOBOW HH(OPMAIINH;

€AMHUIIA XpaHEHUS BUICOI0KYMEHTOB - (PU3UYECKH 000COOJICHHBIC PYJIOH
MarHUTHOMU JIEHTHI, KacceTa, IUCK C 3aMUChI0 U300pa3UTEIbHON U 3BYKOBOM
uHdopmaIuy;

CANHHNILQA XPaHCHUS 3JICKTPOHHBIX TOKYMCHTOB - (1)H3PI‘-I€CKI/I 000CO0ICHHBIN
HOCHTCJIb C 3allMChIO YaCTH IJICKTPOHHOI'O JOKYMCHTA, OJHOI'O NI
HCCKOJIBKHX 3JICKTPOHHBIX TOKYMCHTOB,

€MHUIIA YYeTa KUHOJIOKYMEHTOB - YaCTh €AMHUIIBI XPaHEHUS, OJTHA WU
HECKOJIBKO €MHULl XpaHEHHUS C 3alMChIO OMpPeIeICHHOro GUIbMa, )KypHaa,
CIIELBBITYCKA, CIOKETA U T.I1.;

CANHHIIA YICTa (i)OTOI[OKYMeHTOB - OaAHa UJIN HCCKOJIBKO CAMHUII XPAaHCHUA C
3aIIUCBIO OIIPCACICHHOI'O I[I/Ia(bI/IJ'IBMa;

eauHMIA ydeTa (OHOJOKYMEHTOB - YaCTh €AUHUIIBI XPAHCHUS, OJTHA WITH
HECKOJIbKO €MHUI] XPaHEHUS C 3aMHUChI0 3BYKOBOW HH(pOpMaIuu 00
OTIPEJICTICHHOM COOBITHH, TPOU3BEIACHUH JINTEPATYPHI U HCKYCCTBA
(HECKOJIBKUX MPOU3BEICHUI JTUTEPATYPhI U UCKYCCTBA, 00bEIMHEHHBIX 110
aBTOPCKOMY, TEMAaTHICCKOMY HWJIM APYTHM MpU3HAKAM) U T.I1.;

€AUHULA yUeTa BUICOJOKYMEHTOB - YAaCTh €INHUIIBI XPAHEHNUS, OHA WU
HECKOJIBKO €MHULL XPAHEHUS C 3aIIMCHIO OMPEIEIIEHHOTO CIOMKETA,
MPOU3BEJCHUS JIUTEPATYPhl U UCKYCCTBA (HECKOJIBKHUX MPOU3BEICHUN
JUTEPATYPHI U UCKYCCTBA, 00bETMHEHHBIX MO aBTOPCKOMY, TEMAaTHYECKOMY
VI IPYTUM IIPU3HAKaM) U T.IL.;



CAWHMNIA YyUCTa SJICKTPOHHBIX JOKYMCHTOB - YaCTh CAVMHUIIBI XPAHCHHA, OAHA
HJIN HCCKOJIBKO CAWHMUIL XPAaHCHUA C 3alIMCbIO 3JICKTPOHHOT'O JOKYMCHTA.

Cucrema YYE€THBIX JOKYMCHTOB apXuBa

3.4. B apxuBe BeayTCsi OCHOBHBIE (00s3aTEIbHBIE) U BCIIOMOTaTEIbHbIE YUETHbBIC
nokyMeHThI. CocTaB U (POPMBI OCHOBHBIX YUETHBIX IOKYMEHTOB (KpOMeE MacrnopTa
apXUBOXpaHWIUIIa) onpeneneHsl HactosuuMu [IpaBunamu. CoctaB u Gopmbl
BCIIOMOTATENbHBIX YUETHBIX JOKYMEHTOB OMPEACISIOTCS apXUBOM CAMOCTOSITEIBHO.

3.4.1. B cocTaB 0CHOBHBIX (00s13aTEJIbHBIX) YUETHBIX JOKYMEHTOB apXHUBa BXO/IST:

KHHTa y4eTa MOCTYIUICHUH JOKYMEeHTOB (mpuioxeHue Ne 5) - s yuera
KaKJIOTO TIOCTYIUJICHUS] apXUBHBIX JIOKYMEHTOB B apXMB, a TAK)KE€ KOJIMYECTBA U
COCTaBa apXUBHBIX JOKYMEHTOB, MIOCTYIHUBIINX HAa XpaHEHHE 3a
OTPEICJICHHBIA XPOHOJOTUUECKUN MEPUOJ] BPDEMEHH; COCTOSIHUSI X OMMUCAHUS,

cnucok (oHAoB (mpuinoxeHue Ne 6) - s perucTpauy OPUHITHIX Ha
XpaHEHHE ApXUBHBIX (DOHIOB, MPUCBOCHUS UM HOMEPOB, YUeTa KOJIUYECTBA
apXUBHBIX (POHJIOB, HAXOIAUINXCS HA XPAaHEHUU U BbIOBIBIIINX;

aucT GoHMA - A1 yUeTa B paMKaxX apXUBHOTO ()OH/Ia KOJIMYECTBA U COCTaBa
OIMCEMN JIeJ1, TOKYMEHTOB U UX HyMEpaluu, KOJIMYECTBA U COCTAaBA apXUBHBIX
JIOKYMEHTOB, COCTOSIHUSI UX OMUCAaHUS, JUHAMUKN U3MEHEHUN 110 KaXKI0U
OTIMCH JIeJI, IOKYMEHTOB ¥ apXUBHOMY (POH]IY B II€JIOM, (DUKCAITUU N3MEHEHUM
B HAa3BaHUU apXUBHOTO (POHIA;

JIMCT y4YeTa ayIMOBU3YAIbHBIX JOKYMEHTOB - JIJIsl yY€Ta KOJIMYECTBa
ayJIMOBU3YaJbHBIX JOKYMEHTOB OIPEACIICHHOTO BU/Ia TIPU MX HEe(HOHIOBOM
OpraHu3alyy; y4eTa U HyMepaluu OIUCEN ayqUOBU3YaAIIbHBIX JIOKYMEHTOB,
JTUHAMUKW UX U3MEHEHHUI;

OIKCH JeJT, TOKyMeHTOB (TipuiioxkeHust NeNe 7 - 8) - 115l MOSAMHUYHOTO U
CYMMApHOTO y4Y€Ta apXHUBHBIX JOKYMEHTOB, 3AKPEIJICHUS MOPSIKA UX
CHUCTEeMAaTH3allNH, Y4eTa U3MEHEHHUI B COCTaBE U 00BhEME apXUBHBIX
JIOKYMEHTOB, BKJIFOUCHHBIX B JJAHHYIO OIUCh;

peecTp ONucen e, JOKYMEHTOB - JIJII PETUCTPALMHU OMKUCEN 1€, JOKYMEHTOB,
y4eTa UX KOJIMYECTBA U COCTaBa;

HHBCHTApPHAaA KHUT'a yucTa ACJI, UMCIOIHX B O(i)OpMJ'IeHI/II/I HJIM B IIPHUIIOKCHUU
K HUM APAaroucCHHbIC METAJLJIbI U KaAMHH - AJI IOCAMHHUYHOIO U CYMMAapHOTO
yduceTa CoCTaBa U COCTOAHUA TAKHUX JICII;



NacropT apXUBOXPaHUIIHINA (IPOU3BOIBHOM (POPMBI) - 711 CYMMapHOTO yueTa
apXUBHBIX ()OHJIOB M APXUBHBIX JTOKYMEHTOB JAaHHOTO apXUBOXPAHUIIHUIIA;

JIUCT y4eTa U ONKUCaHUsl YHUKAIBHOTO JOKYMEHTA;
CIIUCOK (POHJIOB, COJIEPIKAITUX 0CO00 IIEHHBIC JOKYMEHTHI;

OIMKCh 0CO00 TIEHHBIX JIeJ, TOKYMEHTOB HJIM TIEpeYeHh HOMEPOB 0CO00 IIEHHBIX
nen (HOMEPHHUK);

peecTp onucelt 0co00 UEHHBIX /1€, JOKYMEHTOB;
KHUTA y4eTa MOCTYIUICHUH cTpaxoBoro (oHaa u (oH/Ia MOJIb30BaHNUS;
OIKCh CTPaxoBOro (HoHAa;

neno (GoHa - KOMIUIEKC JIOKYMEHTOB IO UCTOPUHU UCTOYHUKA
KoMIUIekToBaHus ((poHI000pa3zoBaTessi) U apXuBHOTO (OH/IA, BEIYIIHUICS Ha
KQK/IbIM apXUBHBIN (OH]I, 00bETUHEHHBIN apXUBHBIN (GOH/T U APXUBHYIO
KOJUICKIIUIO; PU HE(OHAOBOW OpraHu3aIiy ayJUOBU3YATbHBIX U
AJIEKTPOHHBIX IOKYMEHTOB - JISJI0 OPTaHU3AINH - CIaTIYNKA JOKYMEHTOB;

JUCT-3aBEPUTEINb JIENa - ISl y4eTa KOJTUUECTBa JIUCTOB B Jielie (MIPUI0KECHHE
Ne 3);

BHYTPCHHAA OIIMCh JOKYMCHTOB ACJa - IJIA ACJI, B COCTAB KOTOPBIX BXOIAT
YHUKAJIbHBIC TOKYMCHTHI.

3.4.2. B cocTaB BCIOMOTaTEJIbHBIX YUYETHBIX JOKYMEHTOB APXUBA BXO/IAT:

KapTOYKHU M KHUTH JBMKEHHS (POHJIOB, OTHCEH /1T, TOKYMEHTOB, KHUTH y4eTa
JIOKyMEHTOB, MEPEJaHHBIX B IPYTUE apXUBbI, KHUTH y4eTa (OHIOB U JJOKYMEHTOB,
BBIJICJICHHBIX K YHUUYTOXXECHUIO, KHUTH MOBUIOBOTO y4yeTa JOKYMEHTOB U JIp.

ApXUB BIpaBe BECTH APYrHE BCIIOMOTaTEIbHBIE YUETHBIE TOKYMEHTBI, KOTOPBIE
BKJIFOYAIOTCS B CXEMY y4eTa JJOKYMEHTOB.

BcnomoraTenbHble y4eTHbBIE JOKYMEHTBI MOTYT BECTUCh Ha OyMa)KHOM /WU
JIEKTPOHHOM HOCHTEIIE.

OO0uue TpeOOBaHUA K YUYETHBIM JOKYMEHTAM apXuBa

3.5. Yuer apXuBHBIX JOKYMEHTOB nepuojaa a0 1917 r. Begercs pa3aenbHO OT yuera
apXHUBHBIX IOKYMEHTOB nepuojia nocie 1917 r. ¢ camocToaTenbHOM MOPSIKOBOM
Hymepanuert ponnos. Mckimtouenne CoCTaBIsIOT CrIEUaTU3UPOBAHHBIE APXUBHI,



XpaHslMe apXUBHbBIE JOKYMEHTHI IMYHOTO MIPOUCXOKACHUS U ayAUOBU3YAIbHYIO
JIOKYMEHTAIUIO.

Howmepa apxuBHbIX GoH0B niepuoa nocie 1917 r. B apxuBe JOIKHBI UMETh HHJIEKC

"P", oTnensiemslii oT nudpoBoro 0603HaYEHHSI HOMEpa apXUBHOTO GoHa uepToi (P-
1, P-2uT.m.).

Howmepa apxuBHBIX ()OHIOB JIMKBUIUPOBAHHOIO NAPTUHHOTO apXHUBa, BKIIFOUEHHBIX B
COCTaB apXMBHBIX (POH/IOB TOCYJaPCTBEHHOI O apxuBa cyobekTa Poccuiickoi
®enepaunu, 10KHBI UMeTh nHAeKC "[1", oTnensemslii oT nudpoBoro 0003HaYEHMS
HOoMepa apxuBHoro ¢onma yeproit (I1-1, I1-2 u T.1.).

[lepenymepanns apXUBHBIX (POHIOB MPOU3BOIUTCSA B HCKITIOYUTENIBHBIX CIIyYasiX U
TOJIBKO C pa3pelIeHusl COOTBETCTBYIOILETO YIIOJIHOMOYEHHOTO OPTraHa
UCIIOJTHUTENILHOM BJIACTH B cpepe apXUBHOTO Jieia.

3.5.1. I3MeHeHus B yUETHBIE JOKYMEHTHI BHOCATCS TOJIBKO HA OCHOBaHUU
COOTBETCTBYIOIIUX aKTOB (cM. 1.1 3.7.1, 3.7.2, 3.7.3), yTBEpKICHHbBIX B
YCTaHOBJICHHOM TOPSIJIKE.

[locne BHECEHUSI N3MEHEHHM B yUYETHBIE IOKYMEHTBI AKThI IOMENIAIOTCS B €0
donxaa, npu HeOHAOBON OPraHU3ALMH APXUBHBIX JOKYMEHTOB - B JIEJIO
OpraHU3alyy - CAATYMKA JOKYMEHTOB.

AKTBI HyMEPYIOTCS B Jiesie (DOH/Ia MO BHJIaM aKTOB B BaJIOBOM IOPSIIKE; TIPH
He(OHIOBOM OpraHU3aIlii ApXUBHBIX IOKYMEHTOB - B JIeJie OpraHU3alNi-CIaTYnKa
JIOKYMEHTOB.

3.5.2. B KkHUry yuera noCcTyIJIeHui JOKYMEHTOB (npuioxeHue Ne 5)
IIOCJIEA0BATEIIBLHO BHOCATCS BCE IIEPBUYHBIE U IOBTOPHBIE NIOCTYIUICHHUS aPXUBHBIX
NOKYMEHTOB. Ka)k10e oCcTyIuIeHHe B IIpeesax OTYETHOTO M01a IOJy4aeT
MOPSIAKOBBI HOMEP B BAJIOBOW MOCIIEIOBATEIIBHOCTH.

Exeronno Ha 1 sHBaps nOoABOAUTCS UTOT KOJIUYECTBA MOCTYIUBIINX 32 TOJT
aAPXUBHBIX IOKYMEHTOB.

3.5.3. B ciucok ¢goumoB (mpusioskerre Ne 6) apXuBHBIN (OHT 3aIMUCHIBAETCS TOJHKO
OJIMH pa3, IpH MEePBOM MOCTYIJICHUHU B apxuB. He momyckaeTcsi BHeCEHUE apXUBHOTO
dboHma B ciicOK (hOHIOB paHee MOCTYIUICHHS €r0 apXUBHBIX JIOKYMEHTOB Ha
XpaHCHHE.

Howmep, npucBoeHHbI apxuBHOMY (POHY MO CIIUCKY (DOHIOB, SIBISIETCS €TI0
YYETHBIM HOMEPOM, COXPAHAETCS 32 HUM BO BCEX YUETHBIX JOKYMEHTAX.

B cnenmanu3upoBaHHOM apXHMBE JOKYMEHTOB I10 JUYHOMY COCTaBY K HOMEPY
apXUBHOTO (POHIA, TPUCBOCHHOMY KOMIUIEKCY JOKYMEHTOB I10 JINYHOMY COCTaBYy



dbonm000pazoBaTes, yepe3 Apoos 100aBIAETCS HOMEpP apXUBHOTO (OH/IA, 32
KOTOPBIM y4TEHA JJOKYMEHTAIIHSI 10 OCHOBHOMU JeSATeIbHOCTH (DOHT000pa30oBaTEIIs.

Jnist ydeta apXuBHBIX (DOHIOB HCIIOJIB3YIOTCSI HOMEpa B BAJIOBOM
MOCIIEI0BATEIBHOCTH, a TakXkKe ""CBOOOHBIE HOMEpa'" - HOMepa apXUBHBIX (POHIIOB,
apXUBHBIC JOKYMEHTHI KOTOPBIX paHee ObLIH BBIJCIICHBI K YHUUYTOKCHHIO B
YCTaHOBJICHHOM TOPSAKE MIIM BKIIFOUEHBI B COCTaB 00bEIUHEHHBIX apXUBHBIX
(OHIIOB, ¥ KOTOpBIE paHEee HE UCTIONb30BAJIHCh.

Howmepa yTpaueHHbIX, IepeaHHbIX B APYTrHe apXUBbI apXUBHBIX (DOHIOB, a TaKXKe
HOMEPA apXUBHBIX (DOHOB, BOLIEIINX B COCTaB 00bEUHEHHOTO apXUBHOTO (POHA,
apXMBHbIE JOKYMEHTBI KOTOPBIX paHEe UCIOJIb30BAIUCH, HE MOTYT OBITh IPHUCBOEHBI
BHOBB IMOCTYTHBIIINM apXUBHBIM (DOHIaM.

OObeMHEHHbIE apXUBHBIE (DOHBI U APXUBHBIE KOJUIEKIIMU YUYUTHIBAIOTCS HA OOIIMX
OCHOBaHMSX. O0BEAMHEHHOMY apXUBHOMY (hOHAY, 00pa30BAHHOMY U3 apXHBHBIX
($OHI0B, paHEe YUTEHHBIX CAMOCTOSTENbHO, IPUCBANBAETCS HOMEP OJJHOTO U3
apXUBHBIX (POHIOB, BKIIFOUEHHBIX B €I0 COCTAaB.

Hazpanue APXHUBHOI'O (bOHI[a BHOCHUTCA B CITMCOK (1)OHI[OB Ha OCHOBAaHHNH
HCTOpH‘-ICCKOﬁ CIIPAaBKHU WUJIM TUTYJIBHOTI'O JIMCTA OIIMUCHU ACJI, JOKYMCHTOB.

HasBanue apxuBHOTo (hOHIa COCTOUT U3 MOJTHOTO U (B CKOOKaX) o(UIIMATBHO
MIPUHATOTO COKPAIICHHOTO Ha3BaHMs (OHA000pa3oBaTeIsl C YKa3aHUEM €ro
MOAYMHEHHOCTH, MECTOHAX0XKICHUS, KpalHUX JIaT cyliecTBoBaHus. Eciu Ha3BaHue
dbonmo00pazoBaTes MEHSJIOCh, TO B CITUCKE (DOHIOB YKa3bIBACTCS €0 MOCICAHEE
Ha3BaHUE B PaMKax MEepHoa, 3a KOTOPBIN MPUHATHI apXHUBHBIE JOKYMEHTHI.

Ha3Banue 00beIMHEHHOT0 apXUBHOTO (POHA COCTOUT U3 0OOOIIEHHOTO Ha3BAHUS
BKJIFOYUEHHBIX B HETO apXUBHBIX (DOH/IOB, U3 Ha3BaHUS PYKOBOJSILEH OpraHu3aliu 1
0000I11I€HHOTO Ha3BaHUs MOJUYMHEHHBIX €l OpraHu3alluil, U3 NepeyHs Ha3BaHUUN
CMEHSIBIIIMX APYT Apyra opranu3anuii. KOHKpeTHbIe Ha3BaHUS BCEX OpraHU3aInM,
apXUBHBIE JJOKYMEHTBI KOTOPBIX BOILIM B 00bEIMHEHHBIA apXUBHBIN (POHI, a TaKkKe
WX MePEMMEHOBAHUS YKA3bIBAIOTCA B JIUCTE (HOHAA.

HasBanue apxuBHOTO (POH/IA TMIHOTO MTPOUCXOXKICHUS COCTOMUT U3 (haMUTTUHU U
WHUIIAAJIOB JIMIIA, €r0 TICeBIOHNMA, TUTYJIa, paHTa, 3BaHMs; HA3BaHUE apXUBHOTO
dboHIa cCeMbH WM PoJia - U3 (haMHUJIUH U MHUITHAJIOB TJIABHBIX YWICHOB CEMbH WJTH
poJia ¥ UX THTYJIOB, PaHTOB, 3BaHNi. DaMUINKU, IMEHA, OTYCCTBA, TUTYJIBI, PAHTH,
3BaHUs, POJACTBEHHBIC OTHOIICHHS BCEX YJICHOB CEMbH WIIM POJIa YKA3bIBAIOTCS B
mucte GoHa.

B Ha3BaHuM apXUBHOM KOJIJIEKIIMU YKa3bIBa€TCA MPU3HAK (TIPU3HAKK) €€
(dbopMupoBaHus, a MPU HEOOXOAUMOCTH - U €€ COCTaBUTENb (IPEKHUM BiIaJIeNell,
coOupaTenb KOJIJIEKIIHNH).



Esxeronno Ha 1 siHBaps K CIIUCKY (POHIOB COCTABJISIETCSI UTOTOBAs 3aIUCH O
KOJIMYECTBE apXUBHBIX (POHIOB, TOCTYIUBIIUX U BbIOBIBIIMX B TEUEHUE TOJa, U
0O0IIeM KOJIMYECTBE apXUBHBIX (DOH/IOB, HAXOAAIIUXCS HA XPAaHEHUH B apXUBeE.

Criucok (hOHIOB 3aKITIOYAETCSI B TBEPIYIO 00JIOKKY, JTUCThI HyMEPYIOTCS,
COCTaBJISIETCS JINCT-3aBEPUTEIID.

HepeneanKa CIINCKa (1)OHI[OB OCYHICCTBIIACTCA TOJIBKO C pa3pClICHUA
COOTBCTCTBYIOHIICTO YIIOJIHOMOYCHHOI'O OpraHa HCIIOJIHUTEIBHOM BIACTH B C(bepe
APXUBHOI'O AcJIa. B sTom ClIydac B CIIMCOK (I)OHI[OB 00513aTEILHO BHOCITCS HOMCpa,
Ha3BaHMUS M OCHOBAHHMS BHIOBITHS BCEX APXHUBHBIX (bOHI[OB, HOMCPA KOTOPBIX
3aHHUMATh 3alpCIacTCs.

3.5.4. JIuct poHa cocTaBisieTcsl HAa KaX bl apXUBHBIA QOH/. B HEM y4HUTBIBaOTCS
BCE apXUBHBIE JOKYMEHThI apXUBHOTO ()OH/1a, BKJIIOYasi HEOUCAHHbBIE U CEKPETHBIE.

JIuct dhonma MoxKeT ObITH IEPECOCTABIIEH TOJILKO B ClIydae, €CIM OH HEUCIIPaBUMO
MOBPEXK/ICH WJIM MEePecTaeT OTpaxkaTh (PaKTHUYECKOE COCTOSTHUE U 00BEM apXUBHOTO
dbonma, nocie nepepaboTKU apxXUBHOTO (HOH/IA UITU CO3AAHUS O0BEAUHEHHOTO
apxuBHOTO (OHIA, yTOUHEHHsI UCTOpUH (oHI000pazoBarens. B ciayuae
NepeCcOCTaBJICHUS JrcTa (JOHIA paHee JeHCTBOBABIINMI JIUCT (POH/Ia TOMEIIASTCS B
neno ¢onaa. B BepxHeM npaBom yriy 000uX JIUCTOB (pOHAA IE€JIAIOTCA OTMETKHU:
"JInucT mepecocTaBieH" ¢ yka3aHUEM JaThl IEPECOCTABICHUS, TOKHOCTH U TOAIIUCH
JIUIa, OTBETCTBEHHOTO 32 yYerT.

Jluctel POHIOB XpaHATCA B MOPSAKE HOMEPOB apXUBHBIX (HOHI0B B manke. K kaxmoi
IaNKEe COCTABIIAETCS JIMCT-3aBEPUTENIb, IJI€ YKA3BIBAIOTCS HAYAJIbHBIE U KOHEYHBIE
HOMEpA apXUBHBIX (DOHOB U 00IIIEE€ KOJUIECTBO ApXUBHBIX (DOHIOB, IUCTHI KOTOPBIX
HaXOJATCS B MAIKe.

K nuctam ¢hoHI0B BeyTCsl yKa3aTeau JJisl ONIEPAaTUBHOTO MOMCKa B apXUBe
APXUBHBIX JJOKYMEHTOB TOW WJIM MHOW OpPraHU3aLNH.

3.5.5. JIucTsl yuera ayIMOBU3yaJIbHBIX IOKYMEHTOB COCTABJISIOTCS MPU HE(DOHIOBOU
OpraHu3alyy APXUBHBIX JOKYMEHTOB Pa3JAeIbHO HA Pa3JIUYHbIC BUbI
KUHO(GOTOPOHO U BUACOIOKYMEHTOB. [Topsiiok Hymepaluu u XpaHeHus JIMCTOB
y4eTa ayJJuOBU3YAIbHBIX JOKYMEHTOB aHAJIIOTUYEH MOPSIAKY HyMEpallui U XpaHEHUS
JUCTOB (POHJIOB.

3.5.6. B oniucu nen, nokymeHToB (iprioxeHust NeNe 7-8) e TMHUIIbI
XPaHCHUSI/€MHUIIBI YI€Ta YIUTHIBAIOTCS B COOTBETCTBUU C MX CHCTEMAaTH3aIlMe 3a
MOPSIKOBBIMHA YYCTHBIMA HOMEPaMHU.

Homepa nen ¢ TekcToBOM CONMPOBOAUTENBLHON JOKYMEHTALMEN K ayAMOBU3YAJIbHBIM
JOKYMEHTaM JOJDKHBI COOTBETCTBOBATh YUETHBIM HOMEPAM ayIHOBU3YaIbHbIX
JIOKYMEHTOB.



Omnwucsm e, TOKYMEHTOB MPUCBAaNBAIOTCS YUE€THBIE HOMEPA MO JUCTY (POH/A; TIpU
He(OHOBOW OpraHu3alui apXUBHBIX TOKYMEHTOB - 110 JIUCTY y4eTa
ayTMOBU3YaJIbHBIX JTOKYMEHTOB OIPEAEIICHHOTO BH/IA.

He nonyckaetcsi mpuCBOEHUE OMUCSM JI€], TOKYMEHTOB OJIMHAKOBBIX YUYETHBIX
HOMEPOB, 32 UCKJIIOYEHUEM CITydaeB, IPeyCMOTPEHHBIX 1. 3.7.7.

B kon11e onucu sien, TOKYMEHTOB BO BCEX €€ IK3eMILIIpax JeIacTCs UTOroBas
3aMuCh, B KOTOPOH yKa3bIBAETCS KOJIMUECTBO HAXOSAIINXCS Ha XpaHEHUU €TUHMII
XpaHEHUs/eIMHUIL yUeTa, MIEPBBIM U MOCICTHUM HOMEpa €IUHUI] XPaHCHU /€ TUHHUL
ydeTa 10 OIKMCH, OTOBAPUBAIOTCS UMEIOIIUECS ITPOITYCKH HOMEPOB, JIUTEPHBIC
HOMEDPA, BEIOBIBIIIAE SUHUIIBI I OCHOBAHUE X BHIOBITHSI.

B uToroBoii 3anucu K ONMCcH €] apXUBHOTO (DOHAA JIMYHOTO MPOUCXOKIACHUS,
BKJIFOYAIONIEH €IMHUILIbI XPAHEHUS/€IUHULIBI yUeTa Ha PA3JIMYHbIX HOCUTENSX,
JIOTIOJIHUTEIBHO YKA3bIBACTCS KOJMYECTBO TAKUX €IUHUIL] XPAHEHUS/€UHUI] YUETa.

ITocne KaXI0ro IOCTYILICHUA NI BBIOBITHSA APXHUBHLIX JOKYMCHTOB COCTABJIACTCA
HOBasA UTOroBasd 3allMChb K OIIKMCHU OCJI, JOKYMCHTOB, KOTOpPasd IMOAIIMCBIBACTCS €C
COCTAaBUTCJIEM C YKA3aHHUECM TOJIKHOCTH U AaThbl COCTABJICHUA.

Ecnu onuck nen, T0KyMEHTOB COCTOUT U3 HECKOJIBKUX TOJIOBBIX pa3feioB, TOMOB,
UTOT0Bas 3alMCh COCTABIIAETCS K KaKOMY TOJIOBOMY pa3Jieny, TOMY; KpOM€ TOT0, K
KaXJIOMY MOCIEAYIOIIEMY TOJJOBOMY pa3leiy, TOMY B HAPACTAIOLIEM MOPSIKE
COCTABJISIETCS] CBOJIHAS. UTOrOBast 3aIUCh.

Kaxxiast onmuck Jien1, TOKyMEHTOB, TOM OITHCH JCJT, IOKYMEHTOB JIOJKHBI UMETh JIUCT-
3aBeputednb (mpuiioxerue Ne 3).

3aKOHYEHHasl OIMMKChH AL, TOKYMEHTOB JIOJKHA BKJIIOUYATh, KaK MPaBUIIo, He OoJiee
9999 enuHuULl XpaHEeHUS, EIUHUL] YUETA.

ApXUB TOJ>KEH UMETH 3 DK3EMILUIAPA ONTUCEN JIE]T, JOKYMEHTOB, IIEPBBIN U3 KOTOPBIX
ABJISIETCS CTPAXOBBIM.

Ecau onuch ACJI, JOKYMCHTOB IICPECOCTABJICHA, TO OAWH 3K3CMILIAP paHEC
I[CﬁCTBOBElBHICﬁ OIMMCH JCJI, JOKYMCHTOB BKJIIOYACTCA BO BHOBL COCTABJICHHYIO
OIMIMCB JCJI, JOKYMCHTOB 3a ITOCJICAHUM YYCTHBIM HOMCPOM, OCTAJIbHBIC SK3CMILIAPBI
BBIACIIAIOTCS K YHUUTOXKCHHUIO B YCTAHOBJICHHOM ITOPSAKE.

3.5.7. Ilo peectpy onucel BeeTCsl HOCIUHUYHBIA U CYMMapHBIA YYET OUCEN JEN,
JIOKyMEHTOB apXuBa. B 3aBUCHMOCTH OT OpraHu3aii padoThl O YUETY B ApXUBE
peecTphl ONMUCEN BETYTCSA B pAMKax apXUBOXPAHWIUIL TOCYJAPCTBEHHBIX apXUBOB
W/WJIU apXuBa B LIEJIOM, YTO OTPAXKAETCS B CXEME y4eTa TIOKyMeHTOB. Kax 10t HOBOI
OMMCH JEN, TOKYMEHTOB IPUCBAUBAETCA OYEPEAHON MOPSAIKOBBIN HOMED 11O PEECTPY,



KOTOPBIN MPOCTaBIsieTcs Ha 00JI0KKE OMKCH J€JT, JOKYMEHTOB B BEPXHEM JIEBOM
yTIIy.

E}KGFOI[HO Ha | sSHBApA B pCCCTpPC OIMCEN COCTABJISICTCS UTOIOBAsl 3alMCh O
KOJIMYECTBE OIMCEH ACJI, JOKYMCHTOB, IIOCTYIIMBIINX U BBIOBIBIIIMX B TCUCHHE roga B
ApXUB, U UX 06HI€M KOJINYCCTBC.

3.5.8. HacnopT APXUBOXpaHUINIIA COCTABIICTCA CKCTOAHO KaXKIbIM
APXUBOXPAHWIMIICM U OTPAXKACT 00BeM PasMCIICHHBIX B HCM dPXUBHBIX (1)OHI[0B,
ACJ U apXUBHBIX TOKYMCHTOB.

ITokazarenu MnacropTa apxXuBOXpaHUJIMIIA OIIPCACIAIOTCA apXUBOM CaMOCTOATCIBHO
C YUYCTOM COCTaBa U COCTOSHUSA XPAHAIINXCA B KOHKPCTHOM apXUBOXPAHHUIINIIC
APXUBHBIX JOKYMCHTOB.

3.5.9. leny doHaa nmprucBanBaeTCs HOMEP apXUBHOTO (POHJIA, HA KOTOPBIH OHO
3aBe/icHO. B 1eno hoHga BKIIFOYArOTCS: HCTOpUYCSCKAs CIIPaBKa 10 HCTOPHH
(dboH1000pa30BaTEeIIs U NCTOPUH apXUBHOTO (POH/IA; aKThI, (PUKCUPYIOIINE U3MCHCHUS
B COCTaBe U 00bEMEe apXUBHOTO (POHJIA, B TOM YHCJIC aKThl O PACCEKPCUMBAHUHT
JIOKYMCHTOB; KOITUS XapaKTECPUCTHKU apXUBHOTO (DOHIA, COCTABICHHOM JIJIs
yTEBOAUTENS (CIPABOYHUKA); HHCTPYKIIHUHU 10 pabOTe ¢ apXUBHBIMH JIOKYMCHTAMHU
apXUBHOTO (POH/Ia, B TOM YHUCJIC IO YCOBEPIIICHCTBOBAHUIO U TIEPEPa0OTKE OMHUCEH
JIeJT, JOKYMEHTOB, CXEMbI CHCTEMATHU3alN aPXUBHBIX JOKYMEHTOB apXHBHOTO
dbonma.

Ecau APXUBHBIC JOKYMCHTEI, ITOIJICKAIINEC BKIIFOYCHUIO B ICJIO CI)OH,Z[a, HaxXoAATCA B
COCTaBC CANMHHI] XpaHCHUA, TO B ACJIO (I)OH,Z[a BKIIOYACTCA CIIpaBKa € IICPCUNCIICHUCM
9TUX CAVMHUI XPAHCHUA U UX daPpXUBHBIX HII/I(llpOB.

Hena pounos opranos KIICC, BJIKCM, B KoTopbl€ BKIIFOUEHBI apXHUBHbBIE
JIOKYMEHTBI 110 UCTOPUU (POHAOB MEPBUYHBIX MAPTUHHBIX U KOMCOMOJIBCKUX
opraHuzaiui, pacopMUpPOBaHHIO HE MojyIexaT. B nena GoHI0B mepBUUHBIX
NAapPTUMHBIX 1 KOMCOMOJIBCKMX OPTaHU3ALMI OMEIAIOTCS CIPABKU CO CBEICHUSIMU
O HaXOX/IEHUU apXUBHBIX JOKYMEHTOB 110 UICTOPUH JaHHOTO (POHAA B J€JI€ JPYTroro
dbonna.

Jlena (hoHIOB, BOLIEANINX B COCTAB 00BEIUHECHHOIO apPXUBHOTO (POH/1a, BKIIOYAFOTCS
B ero jaeno (oHma.

JlokymeHThI nena poH1a JoMKHBI OBITh MPOHYMEPOBAHBI C COCTABIICHUEM JIUCTA-
3aBEPUTEIIS, TOAMIUTHI (TTPOITHYPOBAHBI), 3aKIIFOUEHBI B TBEPAYI0 00510KKY. K nemy
dboHma cocTaBseTCs BHYTPEHHSSI OMKUCh. J{ena hoHIOB XpaHITCS B TIOPSJIKE
HOMEPOB (DOHIOB.



CocTtaB 1OKYMEHTOB Jiejla OpraHru3alMu-UCTOYHUKA KOMIUIEKTOBAHUS IOKYMEHTOB
npu He()OHI0BOW OpraHU3alMK APXUBHBIX JOKYMEHTOB aHAJIOTHYEH COCTaBY
JIOKYMEHTOB Jiesia poHa.

O0mmue TpeOOBaHUA K YUETHBIM 0a3aM JaHHBIX

3.6. Yuetnsble 6a3bl qanubix (b/]) B apxuBe obecnieunBarot: HHOOPMAITMOHHYIO
MOJIZICPKKY YUeTa; BeJIeHHE [IEHTPATU30BAHHOTO TOCYITapPCTBEHHOTO y4yeTa
JIOKyMEHTOB B aBTOMaTHU3UPOBAHHOM PEKUME; OTIEPATHBHOE MPEACTABICHHUE
CBEICHMIA O HATMYUU B apXUBE JOKYMEHTOB TOTO HJIM HHOTO (DOHA000pa30BaTEIS.

[TepedyeHb pekBU3UTOB yueTHBIX bl popMUpyeTCst B COOTBETCTBUH C IMOKA3aTEIIIMU
OCHOBHBIX (005I3aTEIIbHBIX) YYCTHBIX JOKYMEHTOB apXHBa U ONPEICIIACTCS
CHCIHAJILHO YIIOJTHOMOYECHHBIM ()e/IepaibHBIM OPraHOM HCIIOJTHUTEIPHON BIACTH B
cdepe apxXuBHOTO Jena.

VYuernsie b/l apxuBa J10KHBI OBITH COBMECTUMBI C YU4eTHBIMU B /]
COOTBETCTBYIOIIIETO YIIOJJHOMOYEHHOI'O OpTraHa UCIIOJTHUTEILHOM BIACTH B cepe
apXUBHOIO JENa.

Yuer MOCTYIVICHUA N BBIOBLITHS APXMBHBLIX TOKYMEHTOB

3.7.1. Yder nocTyInieHns apXUBHBIX JOKYMEHTOB B apXHUB OCYILECTBIISIETCS HA
OCHOBAHUMU:

aKTa rpuema-Tepeiadyi JOKYMEHTOB Ha XpaHeHue (mpuiioxeHue Ne 9);

aKTa IMpHeMa Ha XpaHCHHE JOKYMEHTOB JINYHOTO MPOUCX 0K ICHHS
(mpunoxkerue Ne 10).

ApXUBHBIC IOKYMEHTBI CTaBSATCS HAa YUET TaK)Ke 110 Pe3yIbTaTaM MPOBEACHUS
OTJICJIbHBIX BUJIOB apXUBHBIX padoT (cM. 1. 3.7.3.).

Bce npuHsAThIE B apXUB apXUBHBIE IOKYMEHTBI BHOCSITCS] B KHUTY y4eTa
MOCTYIUIEHUHM JOKyMEHTOB. Kaxxaplii BepBbIE NOCTYNUBILINN B APXUB APXUBHBIN
dbona, 00beTMHEHHBIN apXUBHBIN (HOHI, apXUBHAS KOJUICKITUS 3aIMHCHIBACTCS B
cniucok (oHaoB (npuioxeHue Ne 6), Ha HETO 3aMOJIHAIOTCS JIUCT (POHIA, KAPTOUKH
yKazarens K Jucty (onzaa, 3aBoautcs neio ¢ponna. Ha ayanosusyanbHbie
JIOKYMEHTBI IIPU UX HE(POHIOBOW OpraHU3aIMH 3aTOJHIIOTCS JIUCTHI yUeTa
KHUHO(POTO(HOHOJOKYMEHTOB M BUI€010KyMEHTOB. Kaxkaast BepBble MOCTYIUBIIAS
OIKCH JIeNl, IOKYMEHTOB YUUTHIBAETCS B PEECTPE OIMHUCEH.

CoOTBETCTBYIOIIUE YUETHBIE CBEJACHUS B YCTAHOBIEHHOM TMOPSIKE BHOCSTCS TAKKE B
yueTtHble b/l



3.7.2. Yuet BBIOBITHS apXUBHBIX JOKYMEHTOB M3 apXHBa OCYILIECTBIISETCS HA
OCHOBAHMU:

aKTa O BBIICTICHUH K YHUYTOXCHHIO IOKYMEHTOB, HE MOJICKAIINUX XPAHCHHIO
(mpunosxxenne Ne 11);

aKTa O HEUCIPABUMBIX IIOBPEKICHUAX JOKYMEHTOB;
aKTa IpuemMa-Tnepeiadyi JOKYMEHTOB Ha XpaHeHue (npuiioxeHue Ne 9);

aKTa 0 HEOOHAPYKEHUHU JOKYMEHTOB, ITyTH PO3BICKA KOTOPBIX UCUYECPITAHbI
(npunosxxenue Ne 2);

aKTa BO3BpaTa JOKYMEHTOB COOCTBEHHUKY;
aKkTa 00 U3BATUU MOUTMHHBIX CAUHUI] XpaHEHUS, TOKYMEHTOB.

ApXUBHBIE TOKYMEHTBI CHUMAIOTCSI C yueTa TaKXKe B pe3yJIbTaTe MPOBEACHHUS
OTACTBHBIX BUJOB apXUBHBIX padot (cm. 1. 3.7.3.).

Heo0xonumbie U3MEHEHUSI BHOCSTCS B OCHOBHBIE (00sI13aTeNIbHbBIC) U
BCIIOMOTAaTEIIbHBIE YUETHBIE IOKYMEHTHI apxuBa. [Ipu 3ToM B citydae:

BBIOBITHS BCEX APXHUBHBIX JOKYMCHTOB OIIMCH ACJI, JOKYMCHTOB HOMCP ATOM
OIIMCHU APYI'MM OIIKMCAM ACJ, JOKYMCHTOB HC ITPUCBAUBACTCA U OCTACTCA
CBO6OI[HBIM; B PCCCTPC ornucei ACJIacTCA COOTBCTCTBYIOIAA OTMCTKA,

BBIOBITHA apXUBHOTO (oHAA B crivcke (oHAoB (npuinoxenue Ne 6) B rpade
"OTMeTKa O BBIOBITUH" YKa3bIBAETCS, Ky/1a BHIOBLI ApXUBHBIN (POHJ, U aKT, Ha
OCHOBaHUM KOTOPOT'O OH BBIOBLI.

[Tpu nepenaye apxuBHOTO (HOHAA U3 OJTHOTO apXUBa B APYroM NepenarTcs 3
HK3EMIUISIPA OMUCH JIe]T, JOKYMEHTOB U Jeno ¢honaa. Komnust onucu aen, JOKyMeHTOB
OCTAETCsl B APXUBE-CIATUHUKE U B KAUECTBE MPUIIOKEHUS K aKTy ITpUeMa-repeadn
JIOKyMEHTOB Ha XpaHeHue (nmpuiioxkenue Ne 9) BkirroyaeTcsi B apXuBHbBIN (HOH/
apXHuBa-cAATYHKA.

[Tpu BeIIETICHNN K YHUYTOXEHHUIO BCEX apXUBHBIX JJOKYMEHTOB apXUBHOTO (POH]Ia
OJIMH JK3EMIUISIP €T0 OMUCEH eI, JOKYMEHTOB U JUCT (POH/1a TOMEIIAIOTCS B JIEI0
dbonna. Jleno poHma BKIroUaeTcs B apXUBHBIN (DOH]T apXHBa.

3.7.3. KonuuecTBO apXUBHBIX IOKYMEHTOB apXHUBa U3MEHAETCS B PE3YJIbTaTe:

BBIBEPKHU YUCTHBIX JOKYMCHTOB, 110 HTOI'aM KOTOpOﬁ BBIsIBJICHBI OH_II/I6KI/I,
AOMMYIICHHBIC ITPH MOACYCTC KOJINYICCTBA XPAHAINNUXCS APXUBHBIX TOKYMCHTOB;



IMPOBCPKH HAJIINYINA U COCTOAHUA apXUBHBIX JOKYMCHTOB, B XOZIC KOTOpOﬁ
06Hapy}KeHI>I HCYUYTCHHBIC, 3a JIMTCPHBIMHA WJIW IIPONYIICHHBIMHA HOMEpaAMHA
CAHNHUIIBI XpaHeHI/ISI/ CAWHUIIBI YUCTA,

pecTaBpalii apXUBHBIX JOKYMEHTOB, IOCIE KOTOPOI OJJHO JI€JI0 pa3/IeieHO Ha
HECKOJIBKO JEJT;

OIMCAaHMA APXUBHBIX JJOKYMEHTOB, IepepabOTKH OMHCEN e, JOKYMEHTOB, B
npoliecce KOTOPhIX BO3MOXHO pa3/ieieHue Uil 00bEeMHEHUE €TUHHIL
XpaHEHUs/eTUHUI] yUeTa.

OcHoBaHuEM ISl BHECEHUSI U3BMEHEHUI B YUETHBIE IOKYMEHTHI U yueTHbIe B[ 1o
pe3yJibTaTaM yKa3aHHBIX pa0OT SBISIOTCA:

aKT O TEXHUYECKHUX OIIMOKaxX B YUCTHBIX JOKYMCHTAX,

akT 00 0OHapyKEHUU TOKYMEHTOB, HE OTHOCAILIUXCS K JAHHOMY apXHUBY,
($OoHly, HEyUTEHHBIX U T.1.;

aKT O pa3/ieJIeHUH, 00bEAUHEHUH JIe]l, BKIIFOYEHUH B JI€JI0 HOBBIX JIOKYMEHTOB,;
aKT OMUCAHUS JOKYMEHTOB, IEPEePabOTKU OMUCEH.
Y4eT yHUKAJBHBIX JIOKYMEHTOB M 0C000 LIEHHBIX JOKYMEHTOB

3.7.4. YHUKAJIbHBIE JOKYMEHTHI MOJIEKAT CIEIIUATbHOMY FOCYJAPCTBEHHOMY YUYETY
B ['ocygapcTBeHHOM peecTpe YHUKAIBHBIX IOKYMEHTOB ApXUBHOTO (pOH/IA
Poccuiickon ®@enepanuu, MopsAI0K BEICHUS KOTOPOTO ONPEAEIACTCS CIIELUAIBHO
YIOJHOMOYEHHBIM (heJiepaIbHBIM OpTaHOM MCTIOJHUTEIHHOU BIIaCTH B chepe
ApXUBHOIO J€J1a, U TOCYIaAPCTBEHHBIX PEECTPAX YHUKAIBHBIX TOKYMEHTOB apXUBHBIX
dbonaoB cyobekToB Poccuiickoit denepanuu.

Ha YHUKAJIbHBIC TOKYMCHTBI COCTABJIAIOTCA JIMCTBI YUCTA U OIIMCAHUA YHHUKAJIBbHBIX
JAOKYMCHTOB.

3.7.5. Yder 0co00 IEHHBIX JOKYMEHTOB BEICTCS T10:
cnucky GhOHIOB, COACPKAIIIX 0CO00 IICHHBIC TOKYMEHTHI

OTHUCAM 0CO0O LEHHBIX /1], JOKYMEHTOB WM NEPEYHSIM HOMEPOB 0C000
LEHHBIX J1e]1 (HOMEPHUKAM).

B omumcsx 0co00 1eHHBIX J1e]1, JOKYMEHTOB 32 HUMHU COXPAHSIOTCS UX MPEKHUE
Y4YETHBIE HOMEDA.

Onuck 0c000 IMCHHBIX ACJI, TOKYMCHTOB COCTABJIACTCA Ha 0c000 ICHHBIC JIOKYMCHTBI
OI[HOI>'I WM HECKOJBKHUX OIHCEH ACJI, JOKYMCHTOB apXUBHOT'O (1)OHI[a B 3aBUCHUMOCTHU



OT KOJIM4YecTBa 0c000 OCHHBIX CANHMUIL XpaHeHI/ISI/ CAWHUII y4CTa B I[&HHOIZ OIINCH B
HGO6XOI{I/IMOM AJI1 apXrBa KOJIMICCTBC DK3CMILIAPOB.

Ecnu 00NbIIMHCTBO apXUBHBIX JOKYMEHTOB I10 OIUCH JIE]1, TOKYMEHTOB SIBJISIOTCS
0c000 IIEHHBIMH, OT/IEIbHAS OTICHh 0CO0O0 IIEHHBIX JeN, TOKYMEHTOB HE
COCTaBJISIETCSI, @ KOMMMPYETCS UMEIOIIAsACS ONMUCh. B TakoM ciydae k HEU
COCTaBIISIETCSI HOMEPHUK.

CBGI[CHI/IH O KOIIMPOBAHHNHA 0c000 IOCHHBIX OCJI, JOKYMCHTOB B LICTIXIX CO3OaHHA
CTpaxoBOIo (1)0H,Zla BHOCATCA B COOTBCTCTBYIOIIUC OITMCH 0c000 OCHHBIX ACII,
JAOKYMCHTOB HJIM HOMCPHHUKU 110 MCPC MPOBCIACHHA UX CTPAXOBOI'O KOITMPOBAHMA.

B utoroBoii 3anucu yka3sBaeTcst 00111ee KOTMIeCTBO 0CO00 TICHHBIX €IHMHHMII
XpaHEHUs/€AMHUIL y4eTa, BKIIIOUEHHBIX B ONKUCH WK HOMEpHUK. [1o 3aBepiieHun
KOIMPOBAHUS BCEX €IUHUI] XPAHECHUS/CIUHUILL YUeTa M0 JaHHOUN OMUCHU WU
HOMEPHUKY yKa3bIBaeTcs: "Bce eNMHUIbI XpaHEeHUsI/€TMHULIBI yYeTa CKOITUPOBAHBI,
JlaTa, 10JLKHOCTh, HOJIMCH' .

Onrcu 0c000 EHHBIX J1e]1, JOKYMEHTOB 1 HOMEPHUKH YUHUTHIBAIOTCS B PEECTpPE
onuced 0co00 IEHHBIX /eI, TOKYMEHTOB.

[Ipu oTHECEHNH apXUBHBIX JOKYMEHTOB K 0CO0O LIEHHBIM B OMHKCSX B rpade
"I[IpuMeyanus" HAIPOTUB 3aroJIOBKOB COOTBETCTBYIOLIUX €IMHUIL] XPAHEHUS!/€MHULL
ydeTa IpoCcTaBisAtoTcss oTMeTku "OLL".

B npyrux ydyetHbix nokymenTtax orMetka "OL[" mpocTaBisieTcst K HOMEpPY apXHUBHOTO
dboHIa, HOMEPY OIMUCH JIe]l, JOKYMEHTOB; IaHHAsl OTMETKA SIBJISIETCS CIIYKEOHOU U He
BXOJIUT B apXUBHBIN MU(Dp eUHUI] XpaHEHUS/CIUHULL YIEeTa.

Y4eT ceKpeTHbIX M pacceKpeYeHHbIX APXUBHBIX JIOKYMEHTOB.
OdopmiieHue pacceKpeyeHHbIX J1eT

3.7.6. YdeT CeKpeTHBIX apXUBHBIX JOKYMEHTOB BEICTCS B COOTBETCTBUU C
HOPMATHBHBIMH IMPABOBBIMHU JOKYMEHTaMH. B YUETHBIX JOKyMEHTaX U apXUBHBIX
mudpax eIUHUT] XPaHCHUS/CTMHAIL YIeTa CEKPETHBIC apXUBHBIC (DOHIIBI, OTIUCH JIET,
JIOKYMEHTOB, €IMHUIIBI XPaHCHUSI/€IMHULIBI yueTa 0003Ha4Yar0T HHIEKCOM "¢"
(cexpeTHO), "cc" (coBepIIeHHO CEKPEeTHO), "oB" (0C000H BaXKHOCTH).

3.7.7. I3MeHeHus B yY€THbIE JJOKYMEHTHI 1O pe3yJibTaTaM PacCeKpeUnBaHUS
apXHUBHBIX IOKYMEHTOB BHOCATCSI HA OCHOBaHUHU aKTa O PaCCEKPECUNBAHUU
JTOKyMEHTOB (mpuiiokenue Ne 12).

ApXxuBHBIC (OHJIBI, ONTUCH JCII, JOKYMEHTOB M SIUHUIIBI XpaHCHUS/CTUHUIIBI YUeTa,
BKJTFOYAFOIITNE, HAPSTY C CEKPETHBIMHU, HECEKPETHBIC (pacCeKpeUCHHBIC) JOKYMEHTHI,
B YYETHBIX JIOKYMEHTaX ¥ apXUBHBIX MHUppax eIUHUIl XpAaHCHHS/CIMHUI] yIeTa
0003Ha4aroTCst HHAEKCOM "cu" (CEKPETHO YaCTUYHO).



[Tpu paccekpeunBaHuU BCEX €AMHUI] XPaHEHUS/€IUHUI] yU€Ta IO CEKPETHOM OMUCH
JieJ1, JOKYMEHTOB JaHHasl OMKUCh TAK)KE PACCEKPEUNBAECTCS, IEPEIAETCS HA OTKPBITOE
XpaHEHHE U YUUTHIBAETCA B JIMcTe (DOHA 3a TEM K€ HOMEpPOM, HO 6e3 uHaekca "c",
KOTOPBIN 3a4epKUBAETCS HA 00JIOKKE U HA TUTYJIBLHOM JINCTE JaHHOU onucu. B
IIPaBOM BEPXHEM YTITy O0JI0KKH U TUTYJILHOTO JINCTA OMKCH JIe], TOKYMEHTOB

npocrasisgieTcs wrami "PaccekpedeHo.

[Ipu paccekpedrnBaHUM YaCTH AEJI U ApPXUBHBIX JOKYMEHTOB 10 CEKPETHOM ONTUCH
7€, TOKYMEHTOB Ha paCCEKPEUYEHHBIE JIeJa U ApXUBHBIE TOKYMEHTBI COCTABIIAETCS
OTJENbHAs OMHCH JIeN, JOKYMEHTOB, HOMEPa €IUHUI] XPAHCHUS/CTUHUI] YUeTa B
KOTOPOM OCTArOTCA MPEKHUMU. J[JI1 BalOBOM HyMepaly TaKUX €IUHHUI
XpaHEHUsI/€AMHUI] YUeTa UCTIONIb3yeTcs rpada 2 onucH e, 10KyMeHToB. HoBas
OMUCH J€EN, TOKYMEHTOB BMECTE C PACCEKPEYEHHBIMHU JIETTAMH U APXUBHBIMH
JIOKYMEHTaMU MepejaeTcsl Ha OTKPHITOE XpaHEHUE, YUUTHIBACTCS B JIUCTE (POHIOB 3a

n.n

TEM K€ HOMCPOM, 4YTO U CCKPCTHAsA, HO oe3 HHACKCA C'.

[Ipu paccekpeurBaHuy OOJbIIEH YACTH €] U ApXUBHBIX JIOKYMEHTOB IO CEKPETHOM
OMMCH JEN, TOKYMEHTOB C JTAHHOW ONKMCHU CHUMAETCS KOs, PX KOIMPOBAHU U
3aroJIOBKU €IMHMI] XPAaHEHUS/€UHUL y4eTa, OCTABICHHBIX Ha CEKPETHOM XPaHEHHH,
3aKphIBAlOTCA. KOmus onucu Ha pacCEKpEeUeHHBIE J1e7a U aPXUBHBIE JOKYMEHTHI
[IepeaeTCs Ha OTKPBITOE XpaHeHue. B dKk3eMIuLsipe ONnucH ell, JOKYMEHTOB,
OCTaBIIEICS Ha CEKPETHOM XpaHEHUH, COXpaHsIeTcs X HyMmepauus. B nucre ponna
TaKas OIMCh YYUTBHIBACTCS JABAX/bI: DK3EMIULP OIKUCH, OCTABIIMICSA Ha CEKPETHOM
XPAaHEHUU - C COOTBETCTBYIOIEH UHACKCALIMEN CEKPETHOCTH, CKOITMPOBAHHBIN

n.n

AK3EMIUISP, IEPEAAHHBIA HA OTKPBITOE XpaHeHue - 0e3 uHjaekca "c".

[Ipu paccekpeurnBaHUM OTACIbHBIX €AMHUI] XPAHEHUS/€IUHULL yUeTa M0 CEKPETHOU
OMMCH JEN, TOKYMEHTOB OHHM BKJIFOYAIOTCS B OIUCH A€M, TOKYMEHTOB OTKPBITOTO
XpaHEHMs] COOTBETCTBYIOILIEIO apXUBHOTO (POH/IA 3a JIMTEPHBIMU HOMEPAMU WM B
BaJIOBOM I1OCJIENOBATEIBHOCTH.

B onucsx aen, 10KyMEHTOB, OCTAIOLIUXCSI HA CEKPETHOM XpaHEHHH, B rpade
"I[IpuMeyanus" NpOTUB 3aroJIOBKOB PACCEKPEUEHHBIX €MHUL XPaHEHHUs!/€TMHHUII
ydeTa npocrasisercs mraMmn 'PaccekpeueHo". B cioydae, Korjia pacceKpeueHHbIE
€AMHUIIBI XPAHECHUSI/€AMHUIIBI YU€Ta BKIKOYEHBI B OMUCH €], JOKYMEHTOB
OTKPBITOTO XpaHEHHU (32 TUTEPHBIMA HOMEPAMH WA B BAJIOBOM
MOCJIEIOBATEIBHOCTH), B CEKPETHOI omnucu B rpade "lIIpumeuanus’ ykazpiBaeTcs Ux
HOBBI HOMED.

[Tocne paccekpeunBaHus K OMUCAM JIeJ, TOKYMEHTOB OTKPBITOTO M CEKPETHOTO
XpaHEHHUS COCTABIISIOTCS HOBBIC HTOTOBBIC 3aMCH 00 00beMax (haKTHUSCKHU
YYTCHHBIX B HUX CIUHUI] XpaHCHUS/CTUHHMII YICTa.

[Tpu paccekpeurnBaHUK OJHOTO WJIM HECKOJBKHX apXHUBHBIX JOKYMEHTOB B COCTaBe
CEKPETHOTO JieJla, OHO OCTAeTCs Ha CeKpeTHOM XpaHeHnu. K apxuBHoMy mudpy Ha
o0JokKe nena kK nHaekcey "¢ nobdapnsercsa Oyksa "u"'. Homepa nuctoB



'

paccekpeyeHHbIX ApXUBHBIX TOKYMEHTOB Nepeuucisiorcs B rpade "Ilpumeuanus’
HAIPOTHUB 3aroj0BKa YACTUYHO PACCEKPEUYECHHOTO /1A, a TAKXKE BO BHYTPEHHEH
onucu aena. [Ipu orcyTcTBUHM B [iesie BHYTPEHHEHN OIUCHU CBEACHHUS O
PacCCEeKpPEUEHHBIX apXUBHBIX JTIOKYMEHTAX OTPaXKatOTCS B JIUCTE-3aBEPUTEIIE C
yKa3aHHEM HOMEPOB COOTBETCTBYIOLIUX JIUCTOB.

B nmpaBoM BepxHEM yri1y 00JI0KKH PACCEKPEUEHHOTO JEJIa IPOCTABIISIETCS ITaMIT

n.n

"Paccekpeueno'. Uunekc "c¢", "cc" wim "oB" B HOMeEpe Jiei1a 3aUepKUBaeTC.
5
Ydyer apXMBHBIX JOKYMEHTOB JIMYHOTO MIPOUCXOMKACHUS

3.7.8. YueT nocTymjaeH!i apXUuBHbBIX JOKYMEHTOB JINYHOTO ITPOUCXOXKIACHHUS,
nepesaBaeMbIX COOCTBEHHUKOM B (peiepalibHyI0 COOCTBEHHOCTDh, B COOCTBEHHOCTD
cyowekra Poccuniickoii denepaiv Wi MyHUIUIIAIbHYI0 COOCTBEHHOCTD, BEJIETCS Ha
OCHOBAHHWH aKTa IIPUEMA HA XPAHEHHUE TOKYMEHTOB JIMYHOTO IPOUCXOKICHUS
(npunosxxenue Ne 10). K akty npunaraercsi ciatoyHasi Onuch apXUBHBIX JOKYMEHTOB
U pPELICHUE YKCIEPTHO-IIPOBEPOYHON KOMUCCHU aApPXUBA WIH DKCIIEPTHO-
IIPOBEPOYHON KOMUCCUHU YIIOJTHOMOUYEHHOI'O OpraHa UCIIOJIHUTEIbHOM BIIACTH
cyonekta Poccuiickoit deneparuu B chepe apxuBHoro aena (nanee - 1K) o
IIPUEME ITUX JOKYMEHTOB B apXUB.

YdeT apXUBHBIX JOKYMEHTOB JIJMYHOTO POUCXOXKICHHUS, HAXOIAIUXCS B YaCTHON
COOCTBEHHOCTH, MEPEAAHHBIX 10 IOTOBOPY HAa XpaHEHUE B apXHB, OCYIIECTBIISICTCS B
YCTaHOBJICHHOM Topsizike (cMm. 1. 3.7.11.).

M3meHeHust KOJIM4ecTBa U COCTaBa apXUBHBIX JOKYMEHTOB JTUYHOTO MPOUCXOKIACHUS
B PE3YJITATE UX OMHUCAHUS JOKYMEHTHPYIOTCS aKTOM OMUCAHUS JOKYMEHTOB, Ha
OCHOBAHHMH KOTOPOTO BHOCSITCSI K3BMEHEHHUSI B YUETHBIE TOKyMEHThI. Ha TOKyMeHTHI,
HE TO/ITIeKAIINE XPAHSHUIO B apXUBE, COCTABIISIETCS aKT BO3BpaTa JOKYMEHTOB
COOCTBEHHHKY B JIBYX DK3EMIUIIPAX, OJUH U3 KOTOPHIX BMECTE C JOKYMEHTAMH
nepeaaeTcsi COOCTBEHHUKY.

He JOITYCKACTCA XPAHCHUC B APXHUBC HCYUTCHHBIX aPXUBHBIX JOKYMCHTOB JIMYHOI'O
IMPOUCXOKICHH.

Y4er I0KYMEHTOB IO TUMYHOMY COCTABY

3.7.9. Y4eT ToKyMEHTOB 110 JJUWIHOMY COCTaBY, 32 HCKIFOUCHUEM TIPHHSITHIX TI0
JIOTOBOPY Ha XpaHEHUE B apXUB JOKYMEHTOB M0 JTUYHOMY cocTaBy (cMm. . 3.7.11),
OCYIIIECTBIISIETCS HA OOIIUX OCHOBAHUSAX.

VYuyer KomyecTBa XpaHAIIKUXCS B apPXUBE JOKYMEHTOB I10 JUYHOMY COCTaBY
MPOBOJUTCS HA OCHOBE MX MOJICUETa MO JUcTaM (DOHIOB U OMUCSAM €] 110 TUYHOMY
cocTaBy ¢ (huKcanuei pe3ysbTaToB Mo KaxaAo0My (GOHAY U CyMMapHO IO apXHUBY B
KHUTE y4eTa JJOKYMEHTOB I10 JIMYHOMY COCTaBY (IIPOU3BOJIBHON (POPMBI).



ITo pe3yyibTaTaM HNPOBCACHUA SKCIICPTU3bI HICHHOCTU JOKYMCHTOB I10 JINYHOMY
COCTaBy 110 UCTCUCHNHA 75-11€THETrO CpOKa X XpaHCHHUA B YYCTHBIC JOKYMCHTDI
BHOCATCA COOTBETCTBYIOIMKUC N3MCHCHU .

Yuer aeJl, HUIMCIOIIHNX B O(l)OpMJIEHI/II/I AParoucHHbIC METAJJIbI 1 KaMHH

(m. 3.7.10. HE pacpoCTpaHSIETCS Ha TOCYIaPCTBEHHBIE 1 MyHUIUIIAJIbHBIE MY3€U U
OMOJIMOTEKN)

3.7.10. ApxuB, XpaHsIUi ae1a, UMEIoIIre B 0pOpMICHUHU UM B IPUIIOKEHUH K HUM
JIparolieHHbIe METAJUIbl U KAMHU, B COOTBETCTBUU C 3aKOHOAATENICTBOM Poccuiickoi
denepaniu pETUCTPUPYETCS B COOTBETCTBYIOIIEH MHCIIEKIIMH MPOOUPHOTO HAA30pa
MunuctepcTBa hrHaHcoB Poccuiickoit deneparum.

Yuyer YKa3aHHBIX ACJT OCYIICCTBILICT MAaTCPUATIbHO-OTBCTCTBCHHOC JIMIIO, C KOTOPBIM
PYKOBOIUTCIIb apXKHBa 3aKJIIO4aCT JOT'OBOP O MaTepHaJIBHOﬁ OTBCTCTBCHHOCTH 34
COXpPaHHOCTD U YUCT ACJI, UMCIOIIIUX B O(i)OpMJIeHI/II/I HJIK B IIPUJIIOKCHHUHN K HUM
AparouCHHbIC MCTAJJIbI U KaMHH.

VYkazaHHbI€ Jie1a epealoTCsl MaTeprUaIbHO-OTBETCTBEHHOMY JIMILY Ha ceioBoe
XpaHEHHUe, 0 YeM JIeJIaeTCsl COOTBETCTBYIOIIas oTMeTKa ("'celioBoe xpanenue") B
OMHCH e, TOKYMEHTOB, M BKJIFOYAIOTCS B CIICHUAIbHYIO MHBEHTaApPHYIO KHUTY ydeTa
JieJ1, UMEIOIIMX B O(POPMIICHUH WIIA B IPUJIOKEHUU K HUM JIPArolieHHbIE METAJUIbI U
KamHU. JlaHHasg MHBEHTapHAas KHUTa COCTABIISIETCS U BEJETCA B 3-X SK3EMILISIPAX.
[TepBblii SK3EMIUISIP XPAHUTCS B TOAPA3AECICHUU, OCYILIECTBIISIONIEM
[EHTPAIM30BaHHbBIN (B paMKax apXvBa) y4eT JOKYMEHTOB, BTOPOU - Y MaTepHaIbHO-
OTBETCTBEHHOTO JIMIIA, TPETUH - B OyXrajaTepuu apXUBa.

Jlena BHOCSITCSI B MHBEHTAPHYIO KHHUTY TI0 TIOPSAKY HOMEPOB apXUBHBIX (DOHJIOB U
OTMCel JIeT, TOKyMEHTOB, & BHYTPH KaKJ0W OTHCH eI, JOKYMEHTOB - IO MOPSIIKY
HOMepoB Jen. Ha Oupke, mpukpemisieMon K 00JI0KKe KaXJI0To Aela (IpeIMeTa),
YKa3bIBAETCSI HOMEP, 32 KOTOPHIM OHO YYTE€HO B MHBEHTapHOU kHure. Homep

MPOCTABIIAETCS Yepe3 ApoOb C apXuBHBIM I poM (Hanmpumep, uHB. Ne 1 / TAP®, ¢.
572, om. 1, 0. 17).

K vHBEHTapHON KHHUI€ COCTABIISIETCS] HTOTOBAs 3alKCh, B KOTOPOU Luppamu u
MPOIHUCHIO YKA3bIBAETCA KOJMYECTBO Jie] (IPEIMETOB), BHECEHHBIX B KHUTY, J1aTa
COCTABJICHHSI HTOTOBOM 3aUCH, TOJKHOCTh U (haMUJTUsl MaTepUaIbHO-
OTBETCTBEHHOTO JIMLA.

JIucThl MHBEHTApPHOW KHUTH JI0 HaYaJla €€ 3al0JIHEHUS IPOHYMEPOBBIBAIOTCS,
MIPOIITHYPOBBIBAIOTCS M CKPETUISIFOTCS TIeaThio apxuBa. Ha o6opoTte mocieanero
JIMCTa KHUTH JICJIA€TCS 3aMKCh O KOJIMYECTBE JINCTOB B KHUTE, KOTOPAsl 3aBepsIeTCS
MOMUCSIMU PYKOBOJUTEINS apXUBa, TIIABHOTO XPAHUTEIS (DOHIOB M CKPETUISIETCS
nevyaThio apXUBa.



ExxeronHo crienuanbHOM KOMUCCHEH, CO3aBaE€MON MPUKA30M PYKOBOJIMTEIIS APXUBA,
IPOBOANTCS MHBEHTApU3aLMsl J1€]1, UMEIOIUX B OPOPMIIEHUH WM B IPUIIOKEHUHU K
HUM JparoleHHble MeTaulbl 1 KaMHH. VIHBEeHTapu3aus IpOBOJUTCS TaKKe B CIydae
CMEHBI MaTEPUAJIbHO-OTBETCTBEHHOIO JIMLA, PYKOBOJUTEINS ApXUBA, TJIABHOTO
xpaHuTtelnsa GoHa0B. Pe3ynbraTel HHBEHTApU3auu 0(hOPMIISIOTCS aKTOM,
COCTABJISIEMBIM B TPEX 3K3EMILIIPaX, OAWH U3 KOTOPBIX HAIIPABISAETCS B
COOTBETCTBYIOIIMHI YIIOJTHOMOUEHHBIH OpraH UCIIOJIHUTEIbHON BIACTU B cepe
apXUBHOTIO Jena.

YdeT apXUBHBIX JOKYMEHTOB, HAXOASIINXCH B YACTHOI COOCTBEHHOCTH,
NPUHATHIX M0 I0r0BOPY HA XpaHEeHUE B AaPXUB

3.7.11. Yuer noxkymenToB ApxuBHoro (ponaa Poccuiickoit @enepanuu, IpUHITHIX 1O
JIOTOBOPY Ha XpAHEHHUE B apXMB HA OCHOBAHUH AKTA NMPpHUEMa-NIEPENAYN JOKYMEHTOB
Ha xpaHeHue (mpunoxkerue Ne 9), oCylecTBISIETCS B OCHOBHBIX YUETHBIX
JIOKyMEHTaX apXuBa C COOITIOJCHUEM CIIEIYIONUX OCOOCHHOCTEH:

B KHUT€ y4eTa MOCTYIUICHUN JJOKyMEHTOB (mpuioxkeHue Ne 5) ykaszpiBaercs
COOCTBEHHMK WJIM BJIaJIesiel] JOKYMEHTOB (Tpada 3), HoMep U J1aTa aKTa
npuema-nepenauu (rpada 4), gara nojnUcaHus J0roBopa o nepeaadye u Cpox
JIEVCTBHS JOTOBOPA;

P BKJIFOUYEHUHU apXUBHOTO (POHJIa B cIUCOK (POHI0B (mpuiioxkenue Ne 6) k
ero HoMepy aobasisieTcst uuaekc /1" ("moroBop'"), KOTOpBIN cOXpaHseTCs 3a
HUM BO BCEX YUETHBIX JOKYMEHTAX M apXUBHBIX MIU(PpaxX eTUHUL] XPAHCHHUS,
eaunull yueta; B rpade "l[Ipumeuanus"” cnucka (POHIOB TaKkKe YKa3bIBAIOTCS
COOCTBEHHHK WJIM BJIAJIECTIEI] QpXUBHBIX IOKYMEHTOB, /1aTa MOAMHCAHUS U CPOK
JIEUCTBHS JOTOBOPA.

KonunuecTBo apxuBHBIX (POHIOB, MPUHATHIX [0 JOTOBOPY HA XPaHEHHUE B apXUB,
YKa3bIBa€TCs OTJEIBHOM CTPOKOM B UTOTOBBIX 3aMMCIX B CIUCKE (POHIOB, KHUTE
ydeTa IOCTYIUIEHUH JOKYMEHTOB.

DK3eMIUISp JI0r0BOPa, 3aKJIFOYCHHBIN ¢ COOCTBEHHUKOM WJIH BJIAACIIBIIEM apXUBHBIX
JIOKYMEHTOB, BKJIFOHAeTCs B JieJi0 hoHAa.

[Tpu BBIOBITUN apXUBHBIX IOKYMEHTOB apXMBHOTO (DOH/IA, B CBSA3HM C HCTEUCHUEM
CpOKa €ro XpaHEHUs! B COOTBETCTBUU C JIOTOBOPOM, €r0 HOMEP HE MOXKET ObITh
IPUCBOEH JAPYroMy apXMBHOMY (DOHY.

[IpuHsTHIE IO JOTOBOPY HA XpaHEHUE B apXUB JJOKYMEHTHI ApXUBHOTO (OoHAA
Poccuiickoit @eneparuy, HaXOAUBIITHECS B YaCTHOM COOCTBEHHOCTH M Ha 3aKOHHOM
OCHOBaHWH Tiepenieamnue B gpenepaibHyr0 COOCTBEHHOCTh, COOCTBEHHOCTh CYOhEKTa
Poccuiickoii @enepariyivl UM MyHUIIUTIAIBHYIO COOCTBEHHOCTD, YUYUTHIBAIOTCS B
OCHOBHBIX YYETHBIX JIOKYMEHTaX HapaBHE C OCTAJIbHBIMU JOKYMEHTAMH apXxuBa. B
YYETHBIX JOKYMEHTaX U apXUBHBIX MU(pax eAUHULl XpaHEHUS, €IUHUI] yueTa



unaexc "J1" 3auepkuBaercs, B rpady "lIpumevanus” cnucka GoHI0B BHOCATCS
COOTBETCTBYIOILIUE CBEACHHS.

ApXUBHBIE TOKYMEHTBI, HE BKIIFOYCHHBIEC B YCTAHOBJIICHHOM ITOPSIIKE B COCTAB
Apxusnoro ¢onna Poccuiickoit @enepaliyiu, B TOM YUCIIE JOKYMEHTHI [0 JTUYHOMY
COCTaBY, IPUHSATHIE IO TIOTOBOPY HA XPAaHEHUE B APXUB, YUUTHIBAIOTCS OTAEIBHO OT
nokyMeHToB ApxuBHoro gonaa Poccuiickoit denepanuu. J{ns ux yuera BeayTcs
OTJIEJbHBIE CIUCOK (POHIOB, KHUTA y4€Ta NOCTYIJIEHUH JOKYMEHTOB, a TAKKE JIUCThI
(OHIIOB M IpYT'H€ YUETHbIE TOKYMEHTHI.

YdeT Konuii apXMBHBIX JOKYMEHTOB HA NIPaBaxX MOJJMHHUKOB

3.7.12. KonusiMu apXMBHBIX JOKYMEHTOB Ha IIPAaBaX NOJJIMHHUKOB SBIISIIOTCS
BKJIFOYEHHBIE B YCTAHOBJIIEHHOM MOPsIZIKE B cocTaB ApxuBHOro (ponaa Poccuiickoi
denepanuu:

MUKPO(DUIBEMBI QpXUBHBIX IOKYMEHTOB, U3TOTOBJIEHHBIE U 0()OPMIICHHBIE
dbong000pazoBaTeaeM B COOTBETCTBUU C CYIIECTBYIOIIUMHU HOPMAaTHUBAMU;

KOIIMH apXHUBHBIX JOKYMCHTOB, ITOJJIMHHUKHW KOTOPBIX YTPauUCHbI NI
HaxXoaATCsA B CcOOCTBEHHOCTH IOPUANYCCKUX WU (I)I/I?;I/I‘-ICCKI/IX Jing, B CUIIY 4€TO
HC MOT'YT IIOCTYIIUTH HA ITIOCTOSAHHOC XPAaHCHUC B APpXHUB,

KOIIMH apXWBHBIX JOKYMEHTOB, nepemenieHHbIX B CCCP B pe3ynbpTate Bropoit
MHPOBOM BOMHBI U HaXoAsiuxcs Ha Teppuropun Poccurickon @enepanuu,
MOJJIMHHUKHA KOTOPBIX BO3BPAIIEHBI B CTPAHBI UX MPOUCXO0XKICHUA.

Konun apXuBHBIX TOKYMEHTOB Ha MpaBax MOJIMHHUKOB, TIEpEJaHHbIC B apXUB
(dboHm1000pa3oBaTesieM, YUUTHIBAIOTCS B COCTABE €ro (POH/IA MO OTIAEIBHON OMUCH A,
nokymeHToB. [Ipu aTom B rpade nannoit onucu "KonruectBo aucToB" yepes npoob
YKa3bIBAETCS TAKKE KOJIMYECTBO KAAPOB, OTCHATHIX C OJHOTO Jena.

Komnuu apXuBHBIX JOKYMEHTOB Ha MPaBax MNOJJIMHHUKOB, OTCHSITBIE C MOJJIMHHBIX
JIOKYMEHTOB, KOTOPBIE YTPAYEHbI UJIA HAXOAATCS B COOCTBEHHOCTH IOPUANYECKUX
WM (PU3UYECKUX JIUI], @ TAK)KE KOMHMH NMePEMENIEHHBIX JOKYMEHTOB, MOJJIMHHUKU
KOTOPBIX BO3BpAIICHbI B CTPaHbl UX MPOUCXOKACHUS, GOPMUPYIOTCS B apXUBHBIE
KOJUIEKIIMU. ApXUBHbBIE KOJUIEKIIUU YUYUTHIBAIOTCS B crikcke (POHAOB (MpuiioxkeHue Ne
6) B yCTAHOBJICHHOM IOPSIJIKE.

Konuu apXuBHBIX JTOKYMEHTOB Ha IIpaBax NOMJIMHHUKOB, H3TOTOBJICHHBIC
MaIIMHONMUCHBIM WM 3JIEKTPOrpaduuecKuM criocoOOM ¢ apXHUBHBIX JJOKYMEHTOB Ha
OyMa)XHOM OCHOBE, a TAaK)K€ KOMHUH ayIMOBU3YaIbHBIX TOKYMEHTOB (POPMUPYIOTCS B
SAMHUIIBI XPAHESHUSI/€AMHUIIBI YU€Ta, KOTOPhIE YUYUTHIBAIOTCS B OMUCIX I,
JOKYMEHTOB 10 aHAJIOTUU C MTOJIMHHBIMU apXUBHBIMU JOKYMEHTAMU Ha
COOTBETCTBYIOIIMX HOCHUTEIIAX.



3a eAMHUIlY XpaHEHUS KOMHUM apXMBHBIX JOKYMEHTOB Ha MpaBaxX MOJJMHHUKOB,
M3TOTOBJICHHBIX B BUJI€ MUKPOKOITUM, MPUHUMAETC Pu3nuecku 000CO0IEHHBIN
PYJIOH MUKpOGhUIIbMA I KOMILJIEKC MUKPO(DHUIII BHE 3aBUCHMOCTH OT KOJIMYECTBA
OTCHSTBIX Ha HEM JICJI U apXUBHBIX JOKYMEHTOB. Kaxkas equHuIa XpaHeHUsI
YYUTBHIBAETCS B OIMKCH JICJI, TOKYMEHTOB I10]T CAMOCTOSTEJIbHBIM HOMEpOM. B
HUTOTOBOM 3aIlMCH K OMHUCH €], TOKYMEHTOB, HApSIAy ¢ KOJIMUYECTBOM €IUMHUIL
XpaHEHUsI MUKPOKOIHUM, YKa3bIBACTCSI CyMMapHOE KOJIMYECTBO COCTABIISIOIINX UX
KaJIpOB.

Yder IUCTOB B aeJie, (l)OTOOTHe‘laTKOB B (l)OTOﬁJIbﬁOMe, CANMHNI XPAHCHHUA B
COCTaBC ¢IMHUILI YUY€TAa ayAUMOBU3YaAJIbHBIX JOKYMECHTOB

3.7.13. KonuuecTBo JTUCTOB B JIeJI€ U €AMHUIL XpAaHEHHS B COCTaBE CIUHUIIBI ydeTa
ayJIMOBU3YaJIbHBIX TOKYMEHTOB YYUTBHIBACTCS HA OCHOBE UX HYMEpaIlUuu 1
bukcupyercs:

JIUCTOB B JIeJie - B JIUCTe-3aBepuTene (mpuiokerue Ne 3) u B
COOTBETCTBYIOIIEH Tpad)e ONMUCH e, TOKyMEHTOB (TipuiioxeHus Ne 7 - 8);

dboTooTneyaTkoB B (hoTOATEOOME - BO BHYTpeHHEH onucu Goroanbdoma, a
TaK)Ke B COOTBETCTBYIOIIEH Tpade onucu hoToanb00MOB;

€IMHUIBI XPAHEHUSI IPYTUX ayAUOBU3YaJIbHBIX JIOKYMEHTOB - B
COOTBETCTBYIOIIMX rpadax onmucen 3TUX JOKYMEHTOB.

[Ipu yuere enuHuUIl XpaHEHUS B COCTAaBE €AMHUIBI yUeTa ayTMOBU3YaIbHbBIX
JIOKYMEHTOB:

€AUHUILIBI XpaHEHUS JUa(QUIHLMOB PacloiararoTcs Mo mopsiAKy HOMEPOB
PYJIOHOB;

€AUHULIBI XPAHEHUSI KHHOJOKYMEHTOB PAcIoIaratoTcs 1o 3J1€MEHTaM
KOMILIEKTa, BHYTPU KOTOPOTO HYMEPYIOTCA MO MOPSAAKY HOMEPOB YacCTEl;

€AMHUIIBI XpaHEHUs] POHOJOKYMEHTOB PACIIONAraloTCs B OPSIKE
ITPOU3BOJICTBEHHBIX HOMEPOB.

Yuder cTtpaxoBoro ponaa u GpoHAA MOJIb30BAHUSA

3.7.14. O6bem cTpaxoBoro GoHaa 1 GoHIa MOJb30BAHUS U3MEPSETCS B SIMHUIIAX
XpaHCHUS/EMHUIAX YU€Ta, a TAKKE B:

KaJipax - JUIsl KOTIH apXUBHBIX JOKYMEHTOB Ha OyMa)KHOW OCHOBE U
($hOTOTOKYMEHTOB;

MCTpax - IJIA KOITUM KHHOAOKYMCHTOB;



BPEMEHU 3BY4YaHUS - 1JI1 KOMUK (OHOJOKYMEHTOB;
B Mera0aiTax - Jisl KOMUM 3JIEKTPOHHBIX TOKYMEHTOB.

[Ipu 3TOM OTZIEIBHO YUUTHIBAIOTCS CTPAXOBbIE KOMTMU YHUKAIBHBIX JOKYMEHTOB U
0c000 IIEHHBIX TOKYMEHTOB M KOTHUHU ()OH/Ia MOJIb30BAaHMUs, OTCHATHIE C APXUBHBIX
JOKYMEHTOB Ha OyMa)KHOU OCHOBE (pa3/esIbHO Ha PYJIOHHOM TUICHKE U
MUKpO(UIIaX); KHHOJIOKYMEHTOB; (DOTOTOKYMEHTOB; (POHOJOKYMEHTOB;
BUICO(POHOTPAMM; STIEKTPOHHBIX TOKYMEHTOB.

Yder BeZieTCs 10 KHUTaM yueTa MOCTYIUIEHUH cTpaxoBoro ¢poHaa u Gpoxga
MIOJIb30BAHUS U OMTUCSIM CTPAXOBOTO (POH/IA. YUET MOCTYIUICHUS U BBIOBITHS
CTPaXOBBIX KOIUI OCYIIECTBIISICTCS HA OCHOBAaHUH 3aKa30B HA U3TOTOBJIICHHE
CTPaxOBBIX KOIUH M KoM (DOH/IA TIOIH30BaHUs, AKTOB IIpUeMa-Tepe1aun
CTPaxXOBBIX KOIUI Ha CIIEMAIBHOE XpaHEHHE U IPYTUX akToB. K KHUram ydera
MOCTYIIJICHUN €KErOHO COCTABIISETCS UTOTOBAS 3AITHCh.

Onucu CTpaxoBOIo (1)0H,Z[a COCTaBJISAIOTCS B 3-X OK3CMILIAIpax. HepBBIG OK3CMILIAPBI
nepeaar0TCsa BMCCTC CO CTPAXOBBIMHU KOIIMAMHA YHHKAJIBHBIX JOKYMCHTOB U 0c000
HCHHBIX JOKYMCHTOB B CH@HHEU'IBHBIIZ ApXHUB, BTOPBIC U TPCTbH OCTAIOTCA B apXHUBC.

[To Mepe KonMpoBaHUS U MIEPEJaYu CTPAXOBBIX KOMUM YHUKATBHBIX TOKYMEHTOB U
0Cc000 IIEHHBIX JIOKYMEHTOB B CIICIIUATIBHBIN apXUB K OMUCAM CTPaxoBOro GpoHaa
COCTAaBJISIFOTCSI HOBBIE UTOTOBBIC 3AMUCH B YCTAHOBJIEHHOM TOpsiAKe (cM. 1. 3.5.6.).

B onucsx gen, nokymenTtoB B rpade "[Ipumeuanus’ HampoOTUB 3aroioBKa
CKONTMPOBAHHOW €IMHUIIbI XpaHEHUS/€IMHULIbI yueTa npocTasisercs mramn "CO".
Ecnu ckonupoBaHsbl BCe f1€n1a, JOKYMEHTBI, BKIIFOYEHHBIE B ONUCH, mTami "CO"
MPOCTABIIACTCS TOJIBKO HA TUTYJIHHOM JIUCTE U OOJIOKKE OMUCH JIEN, TOKYMEHTOB.

3.7.14.1. 3a enuHuUIly XpaHEHUS/CIUHUILY yUeTa CTPaxoBOro (HoHa YHUKATBHBIX
JJOKYMEHTOB M 0CO00 LIEHHBIX JJOKYMEHTOB Ha OyMaXHOW OCHOBE Ha PyJIOHHOMN
IJIEHKE MTPUHUMAaeTCsl (U3n4ecKu 000COOJIEHHBIN PYJIOH MUKPOPUIbMA.

B kHury yuera nocTyImieHui cTpaxoBoro ¢posaa u poHa MoJIb30BaHUS HA PYJIOHHON
IJIEHKE B BAJIOBOM MOpPsJIKE (BHE 3aBUCUMOCTH OT (DOHJOBOM MPUHAIICKHOCTH
JIOKyMEHTOB) Ha OCHOBAaHUU 3aKa3a Ha U3TOTOBJIEHUE CTPaXOBBIX KOMHI 3aHOCUTCS
KaKJasl eMHUIA XpaHeHus cTpaxoBoro (ouzaa. [lo kaure yuyera nocTymjieHun
(rpada 1) equHUIIaM XpaHEHHs CTPAXOBOTO (POH]Ia MPUCBANBAIOTCS YUETHbIE HOMEPA,
KOTOpPBIE SIBJISIFOTCSI COCTABHOM YacThIO UX ApXUBHBIX MHU(POB.

Ha Bce cTpaxoBble KOIHUN YHUKAJIBHBIX JOKYMEHTOB U 0CO0O LIEHHBIX TOKYMEHTOB
BHE 3aBUCUMOCTH OT UX (POHJIOBOM MPUHAIIICKHOCTHA COCTABJISETCS OMKCH
CTpaxoBOro GoHAA, HyMEpPALHs €AUHUL] XPAaHEHHUS CTPaxoBOro (oHAa B KOTOPO
COOTBETCTBYET YYETHBIM HOMEPAM, IPUCBOCHHBIM UM 110 KHUTE y4€Ta IMOCTYILJICHUM.



ApxuBHBIM IU(YPOM eIUHUIIBI XPAHESHUS CTPAXOBOT0O (DOH/A SIBIISICTCS] HA3BAHNE
apXxvBa, HOMEp OIUCH CTPAXOBOro (OH/Ia, HOMEp y4eTa eIMHHIIbI XPAaHCHUSI
cTpaxoBoro ¢onsa ¢ nodasnenuem uuaekca "CoO".

3.7.14.2. 3a enuHUIly yueTa CTpaxoBOro (GoHAa TOKYMEHTOB Ha OyMa)KHOM OCHOBE
Ha MUKpO(UIIaX MPUHUMACTCS OJHA WM HECKOJIBLKO MUKPO(UII, OTCHATHIX C
OJTHOTO JIeJTa ¥ TIOMEIIEHHBIX B OJMH KOHBEPT, 32 CIMHUILY XpaHEHUS - MUKpOdHUIIa.

[1o kHUTE yyeTa MOCTYIUIEHUH cTpaxoBoro GpoHaa u GoHa NOJb30BAHMS HA
MUKpO(DUIIAX KaXKIOMY MOCTYIUICHUIO IPUCBAUBACTCS MOPSIKOBBIA HOMED.
KonuuecTBeHHBIE MOKA3aTENN BHOCATCS C y4€TOM (DOHIOBOM MPUHAIICKHOCTH
OTCHSITBIX KOTIMH MO KaXKJIOMY apXUBHOMY (POH]TY U OINKCHU JeJ, JOKYMEHTOB
OTJIEIBHO.

Onwucu cTpaxoBoro GoHAa Ha MUKPO(]HILIaX COCTABIIAIOTCS PAa3AeIbHO HA CTPAXOBBIE
KOIUHU KaKJIOTO apXUBHOTO (POH[IA, OJTHY WM HECKOJBKO €ro OMHCEH.

Y4eTHbIM HOMEPOM €AMHHUIIBI YUeTa CTPaxoBoro (poxaa u (GoHma MOJIb30BaHUS
JIOKYMEHTOB Ha OyMaKHOM OCHOBE, U3TOTOBJIEHHOIO HA MUKpO(UIIaX, SBISETCS
YUETHBIM HOMEP OTCHATOTO JI€J1a, apXUBHBIM IIKU(POM - COOTBETCTBEHHO apXHBHBIHI
mudp OTCHATOrO Aena ¢ qodasienueM unaaekca "CO" - nis crpaxoBoro ¢onaa u
"IT" ("Mo3utus"), "1" (Anazokomnus) - ajig GpoHaa OJIB30BAHUS.

3.7.14.3. Equnuiel XpaHeHUs/€AMHUIBI y4eTa cTpaxoBoro ¢oHaa u houaa
MOJIb30BaHUS ayANOBU3YAIIbHBIX JOKYMEHTOB HJICHTUYHbBI €IMHULIAM
XpaHEeHUs/eANHUIIAM y4eTa ayIMOBU3YaJbHBIX JOKYMEHTOB.

CTtpaxoBble KOITMU KHHO- U ()OTOJIOKYMEHTOB YUUTHIBAIOTCS HE3aBUCHMO OT BHJIA
KHHO- M ()OTOJJOKYMEHTOB B KHUTAX y4eTa MOCTYIUICHUH M OMUCIX CTPAXOBOTO
dbonma u hoHa MOTH30BAHUS.

CrtpaxoBble Konuu (POHOIOKYMEHTOB HA MAarHUTHOMW JIEHTE ¥ TPAMOPUTHHAJIOB U3-32
uX 000COOJICHHOTO XPaHEHHS YUYUTHIBAIOTCS B PA3HBIX KHUTAX y4eTa MOCTYIUICHUH U
OTHUCSIX.

B UTOroBbIX 3aMMCAX KHUT y4eTa MOCTYIJIEHUH U OMKCe cTpaxoBoro poHaa u
dboHAa MOIB30BaHUSI KHHOPOTOJOKYMEHTOB U (POHOJOKYMEHTOB Ha METAJUTMYECKUX
JIUCKAX JOTMOTHUTEIBHO MOKET YKa3bIBaThCS KOJIMYECTBO €AMHUI] XPaHEHUS
COOTBETCTBEHHO MPOMEKYTOUHBIX MO3UTUBOB U KOHTPATHUIIOB; TO3UTHUBOB U
nyOonpHeraTuBoB; HeueTHBIX (1) u yetHsIx (II) rpamopurunanos.

B UTOTOBBIX 3aMUCAX K OMUCSAM CTPaXOBBIX KOMHM KHHOPOTOHOHOTOKYMEHTOB
YKa3bIBACTCS TAKKE UX 00bEM B METPax, KaJpax, 4acax 3BydaHUSI.

Howmep enuuuiipl yuera ctpaxoBoro ¢GoHaa KHHOPOTOHOHOTOKYMEHTOB MEPEHOCUTCS
B OIKCH U3 KHUTU y4eTa MOCTYIUICHUH. APXUBHBIM MKU(POM €IUHUIIBI yUeTa



cTpaxoBoro ¢ouHaa KuHOGoTo(HOHOJOKYMEHTA SBJISICTCS] Ha3BaHUE apXHUBa, HOMEP
eIMHULIBI yueTa CTpaxoBoro (oHaa ¢ robasnenueM unaekca "Co".

3.7.14.4. YdeT xonuii apXuBHBIX IOKYMEHTOB, CO3/JaHHBIX B IIPOIIECCE UX
WCIIOJIB30BaHUs U BKIIOUCHHBIX B (JOH]I MOJIB30BaHUSI, BEJACTCS B apXUBE B
OT/ICJIbHOM KHUTE y4eTa KOMUH ATUX JTOKYMEHTOB.

Yder My3elHbIX NPeIMeTOB U OMOTHOTEYHBIX (POHIOB

3.7.15. Ydet My3elHbIX PEIMETOB, SIBJISIOLIUXCS BJIOKEHUEM B JIE€JI0, BEJIETCS B
YCTaHOBJIGHHOM Topsjke (cm. 1. 3.7.13.).

MYSeﬁHBIe NpCAMCTEBI, HC SABJIAIOIINUCCA BJIOXKCHUAMU B JICJI0, IIPUHATHIC HA XPAHCHHUC
B COCTaBC apXHUBHOI'O (bOHI[a, YUYUTBIBAIOTCA B COCTABC 3TOI'O (bOHI[a KaK CANHHUIIbI
XPaHCHUA. HpI/I SHAYUTCIIBHOM KOJIMYCCTBC TAKUX CANMHHUI] XPAHCHUA HA HUX
COCTaBJIACTCA OTACIbHAA OIIUCH ACJI, JOKYMCHTOB.

Bxntouenue B cocraB My3eitHoro ¢onna Poccuiickoin @denepanyiv 1 y4eT JaHHBIX
MY3E€UHBIX MIPEIMETOB OCYLIECTBIIFOTCA B COOTBETCTBHH C IMOPSIKOM,
YCTaHOBJICHHBIM CIIEUAJIBLHO YIIOJIHOMOYEHHBIM (pesiepanibHbIM OpraHOM
UCIIOJIHUTENbHOM BiacTH st Myseiinoro donaa Poccuiickoit deneparuu.

VYyer My3eiHBIX NPEIMETOB, COJSPKAIINX IPAaroleHHbIC METaUIbl U KAMHHU, BEIETCS
B YCTAHOBJICHHOM nopsiake (cm. m. 3.7.10.).

3.7.16. Yduer 6uOIMOTEYHOrO (CIIPaBOYHO-UH(DOPMATMOHHOT0) (hOHa apX1Ba
BEJICTCSI B COOTBETCTBUHU C TIOPSAKOM, YCTAHOBJICHHBIM CIIEIIMAITEHO
YIIOJTHOMOYEHHBIM (pe/iepaIbHbIM OPTaHOM HCTIOTHUTEILHON BIACTH IS
OnOIMOTEeYHBIX (POHIOB.

IV. OPTAHMU3ALIMA KOMIVIEKTOBAHUSA APXUBA TIOKYMEHTAMMN
APXUBHOI'O ®OHJIA POCCUMCKOH ®EJEPAIIMU U IPYTUMHU
APXUBHBIMHU JOKYMEHTAMHA

(B pazzene Ha TOCYJapCTBEHHBIC M MYHUITUIIAJILHBIC My3€H U OMOJIMOTEKU
pacnpoctpansitores . 4.3.,4.3.1.,4.3.2.,4.4.2.,4.43.,44.4.,4.7.)

4.1. CucremaTr4ecKoe MOMOJHEHUE apXUBa JOKyMEHTaMu ApXUBHOTO (DOH/1a
Poccuiickoit @enepanuu (KOMIUIEKTOBAHUE apXMBa) BKIIIOYACT:

OIIPCACICHUC NCTOYHHMKOB KOMILICKTOBAHHA apXHBA,
OIpCACICHHUC COCTaBa apXHUBHBIX JOKYMCHTOB, IOAJIC)KAIIHUX ITPUEMY B apXHB,

IpUeM-TIepeladyy apXUBHBIX JIOKYMEHTOB B apXUB.



HcTouHNKN KOMILJIEKTOBAHUS apxuBa

4.2. FOCYI[apCTBCHHI)Ie OpraHbl 1 Opradbl MCCTHOI'O CaMOYIIPABJICHUA BKIIIOYAIOTCA B
CIIUCKHN NCTOYHHUKOB KOMILUICKTOBAHUA I'OCYAAPCTBCHHBIX 1 MYHHUIIHUITAJIbHBIX
APXHUBOB B 00513aTEeILHOM IMOPAOKE.

M cTouHMKaMy KOMILICKTOBAHUS apXHUBA BHICTYIIAIOT TAKKE OPTaHU3AINHU U
rpakaaHe, B IPOIIECCe ACATEIILHOCTH KOTOPBIX 00pa3yIOTCs JOKYMEHTHI APXUBHOTO
donna Poccuiickoii @enepariui.

HCFOCYI[apCTBeHHBIe OopraHu3alur, a TAKXKE rpax/JjaHc BKIIOYAr0TCA B CIIMCKN
HCTOYHHKOB KOMIIJICKTOBAHUS apXKWBa HAa OCHOBAHHUH JOTI'OBOpPA.

HerocynapcTBeHHbIE OpraHU3alliid, BPEMEHHO XPaHSIIHNE TOKYMEHThI ApXUBHOTO
donma Poccuiickoit denepaiuu, oTHOCSIIMECS K (eepaibHON COOCTBEHHOCTH,
coOcTBeHHOCTU cyOBbekToB Poccuiickoit denepariuu wiv MyHUIIMTATILHON
COOCTBEHHOCTH, BKJIFOUAIOTCS B CITUCKH UCTOYHUKOB KOMILIEKTOBAHUS TEX apXUBOB,
VMCTOYHMKAMU KOMIUJIEKTOBAHUS KOTOPBIX SIBJISIIMCH UX MPEAIIECTBEHHUKH -
rOCyJapCTBEHHbBIC U MYHUIIUNATbHBIC OPraHU3alIHH.

4.2.1. OTHECEHNE K HCTOYHMKAM KOMIUIEKTOBAHMS apXHUBa IPOU3BOAUTCS HA
OCHOBAHUHU KPUTEPUEB:

JUJIS OpraHr3alnil:

(GYHKIIMOHATBHO-TIEJIEBOTO HAa3HAYCHUS OPTaHU3AIUH (JIJIs1 TPYIIIIBI
OpTraHW3allii, BBITIOJHSIONINX aHAJOTHYHBIC (DYHKIMH, HCTIOIB3YeTCs hopma
BBIOOPOYHOTO TIPUEMA);

MOJIHOTHI OTPAKEHUSI UHPOPMAIIUU O NESITEILHOCTH OPTaHU3alluU B apXUBHBIX
dboHIax Apyrux opraHu3aiuii;

JUTA TPKIAH:

BKJIAJl TpXKJaHUHA B PA3BUTHE HAYKU, KYJIbTYphI U IPYTUX 001acTeit
JIESITEbHOCTH;

€ro poJib B KAUECTBE YYaCTHHUKA, OUCBH/ILA BHITAIOIINXCS COOBITHI B )KU3HH
00I11eCTBa;

POJICTBEHHBIE, IPYKECKHE, TBOPUECKHE CBSI3U IPaKIaHWHA, MECTO pabOTHI,
3aHUMaemMasi JOJKHOCTh;

TUIIUYHOCTh €r0 ApXUBHBIX TOKYMEHTOB JJIsl SNIOXU (AOKYMEHTHI "psI0BBIX"
rpaXkJiaH);

COCTaB U COACPIKAHNC CO6paHHLIX rpaXX1aHMHOM apXHWBHBIX JOKYMCHTOB.



Cnucku HCTOYHHKOB KOMILIEKTOBAHUS apxuBa

4.2.2. CouCKH HCTOYHUKOB KOMIUIEKTOBAHHS COCTABIISIFOTCS ApXMBOM Ha OCHOBAHUU
3aKOHOJIaTeIbCTBA 00 apxuBHOM Jiene B Poccuiickoit denepanuu, HopM . 4.2 u
4.2.1 nacrosamux [IpaBui, a Takxe peKOMEHIAlNK CHEUAIbHO YIIOJHOMOYEHHOTO
benepanbHOrO OpraHa UCMOJHUTENBHOM BIacTu B cepe apXUBHOTO Jiena,
MOATOTOBJICHHBIX CAMOCTOSITEIFHO MITH COBMECTHO C IPYTUMU (eaepalbHBIMU
OpraHaMy HCIOJHUTEIBHOMN BIIACTH, B TOM YHCJIE OCYIIECTBISIOIIUMU AEITO3UTAPHOE
XpaHeHue JoOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoit deneparumu.

ApPXUB BeJIET CIIUCOK OpPraHU3aIMi - ICTOYHUKOB KOMIUIEKTOBAHUS IO
yCTaHOBJICHHOH (opMe.

Cnucok rpax/iad (COOCTBEHHHKOB WJIH BJIQJIEIbIEB APXUBHBIX TOKYMEHTOB) -
MCTOYHHUKOB KOMIUIEKTOBAHUS BEJIETCA MO MPUHATON B apXuBe GopMme, ¢
00s13aTeNbHBIM yKa3aHueM (haMUIIMi, UMEH, OTYECTB, aAPECOB MECTA KHUTEJIbCTBA,
IOPUIMYECKOTO OOOCHOBAHUS BO3MOKHOCTH IE€pelayll UX apXUBHBIX JOKYMEHTOB B
apXuB.

B apxuBe, npyHAMAaOIIEM Ha XpAaHCHUE PA3JIMYHbIE BUIbI APXUBHBIX JOKYMEHTOB,
COCTaBJISIFOTCS U BEYTCA CAMOCTOATENBHBIE CIIMCKU OPTraHU3alui - HCTOYHUKOB
KOMIUJIEKTOBAHUSI HAYYHO-TEXHUYECKON JOKYMEHTAIIUEH, CITUCKA OpraHru3alnii -
MCTOYHUKOB KOMIUICKTOBAaHUS Ay IMOBU3YIbHBIMU JJOKYMECHTaMMU.

4.2.2.1. IIpoeKThI CIIMCKOB UCTOYHUKOB KOMILJIEKTOBAHUSI (peIepaTbHbIX
roCyJJapCTBEHHBIX apXUBOB MOCIIE PACCMOTPEHUS UX HA AKCIEPTHO-MPOBEPOYHOI
komuccuu (IIIK) apxuBa npeacraiseTcs Ha corjiacoBanue LleHTpanbHoi
sKcrepTHO-TpoBepodHoi Komuccuu (LIDIIK) crienranbHO yIIOTHOMOYEHHOTO
dbeneparbHOTO OpraHa UCIIOJIHUTEIFHOM BIACTH B chepe apXUBHOTO JIETa;
roCyJIapCTBEHHBIX apXUBOB cyObekTa Poccutickoit denepanvii 1 MyHUITUTTATIBHBIX
apxuBOB - Ha coryiacoBanue DK ynosiHOMO4YEeHHOT0 OpraHa UCIOTHUTEIBHOMN
Biactu cyowsekra Poccuiickoit denepanuu B cepe apxXuBHOTO J€Na; OpraHu3anui
Poccniickoi akanemun Hayk - Ha cornacoBanue JIIK Apxusa Poccuniickon
aKaJIeMuu HayK.

Pemenue [[DTIK criennansHO yIOJTHOMOYEHHOTO (eiepaabHOTO OpraHa
WCITOJIHUTENILHOM BiacTH B cdepe apxuBHOTO Aena, DIIK ynomHomoueHHOTO opraHa
WCITOJIHUTENLHOM BiacTH cyobekTa Poccuiickoit @enepanuu B chepe apXuBHOTO
nena, DK ApxuBa Poccuiickoii akaieMruy HayK O COIVIACOBAHHMHM CITHCKA
MCTOYHUKOB KOMILJIEKTOBAHUS APXUBA SIBJSETCS OCHOBAaHUEM [JISl €T0 YTBEPKICHUS
PYKOBOJICTBOM COOTBETCTBYIOILLIETO apXHUBa UM OPraHOM MECTHOT'O CaMOYIIPABJICHUS
(my1a MyHHIIMTIATBHBIX apXuBOB), [Ipe3uauymom Poccuiickoil akaieMuu HayK.

ApXI/IB BITPAaBC€ BCCTU CITMCOK BO3MOKHBIX HCTOYHHUKOB KOMIIJICKTOBAHUS.



CrpaBku, 3KCIEPTHBIE 3aKJIFOUYEHHS O BKIFOYEHUH OPraHU3alui U TpaXaaH B CIIUCKU
VUCTOYHUKOB KOMILJIEKTOBAHUS apXUBA WIA UCKIIOUEHUU UX U3 YKA3aHHBIX CIIUCKOB,
a TaKxke o (popme npremMa apXUBHBIX JOKYMEHTOB Ha XpaHEHUE MPEICTABIISIOTCS:

benepanbHBIMU TOCYJAPCTBEHHBIMH apXuBaMHu - Ha paccmoTpenue LIDI1K
CHEHMATBFHO YIOJTHOMOYEHHOTO (heIepaibHOr0 OpraHa UCIOTHUTEIbHON
BJIACTH B chepe apXUBHOTO Jiena (penieHne 00 HCKIIOYECHUN OpraHu3allud 13
CHHMCKA UICTOYHUKOB KOMITJIEKTOBaHHsI (PeIepaibHOTO TOCYapCTBEHHOTO
apxuBa B ciiydae ee nukBuaanuu npunumMaetcs JIIK denepansrnoro
rOCyJIapCTBEHHOI'O apXUBa);

roCcyJIapCTBEHHBIMHU apXUBaMHU CyObeKTOB Poccutickoit denepanuu u
MYHULHMNAIBHBIMU apXuBaMu - Ha paccMoTpenue JIIK ynomHoMoueHHOTO
opraHa HCIOJHUTENbHOU BllacTh cyOnekTa Poccuiickoit @exnepaiuu B cepe
apXHUBHOTO JI€Na;

opraHuzanusMu Poccuiickoil akagemun Hayk - Ha paccMoTpenne JIIK Apxusa
Poccniickolt akagemMun HayK.

YTouHEHHE U NepEeyTBEPKICHUE CIIMCKOB HICTOYHUKOB KOMIUIEKTOBAHUS apXHBOB
MPOBOJUTCS MO Mepe HeoOXoAUMOCTH. OCHOBAHUEM JIJISl 3TOTO ABJISIIOTCS: CO3JJaHUE,
peopranusanus, JUKBUIALIMS TOCyIapCTBEHHOTO OpraHa, OpraHa MECTHOIO
CaMOYIIPABJIEHHUSI, OPTaHU3ALMK; OTKa3 HErOCyAapCTBEHHBIX OPraHU3aIMi U TPaXKJIaH
OT COTPYJAHUYECTBA C apXUBOM (pacTopskeHue J1oroBopa); pemenue LK
CHEUaIbHO YIOJHOMOUYEHHOTO (pe/iepaibHOro OpraHa UCIOJIHUTEIbHON BJIACTH B
chepe apxuBHoro nena, IIK ynoiHOMOUEHHOTO opraHa UCIIOJHUTEILHON BIIACTH
cyonekra Poccuiickoit deneparuu B chepe apxuBHoro aena u 11K Apxusa
Pocculickon akageMuu Hayk O nepeaadye OpraHu3aliy B CIIMCOK UCTOYHUKOB
KOMITJIEKTOBAHUS IPYroro apxuBa. Opranusaiys MOKeT ObITh UCKITIOUEHA U3 CIIHUCKA
MCTOYHUKOB KOMILJIEKTOBAHHUS apXUBa, €CIIM B MPOLIECCE IESITEIbHOCTH OpraHU3aluu
nepecTaiu 00pa3oBbIBATHCS NTOKYMEHTHI ApxuBHOTO (poHma Poccuiickoit
denepanum.

4.2.3. ApxuB BeJleT HAOJII0AATENIbHOE JEJI0 Ha KaX bl TOCYAapCTBEHHBINA OpraH,
OpraH MECTHOTO CaMOYIIPaBJICHUS U OPTAHU3AIHIO - UICTOYHUK KOMITJICKTOBAHHSI
apXuBa, B KOTOPOE BKJIIOYAIOTCS JJOKYMEHTBI, XapaKTepU3YIOIIHUE €ro MPaBOBOM
CTaTyC U JEATENBbHOCTD, a TAKXKE padOTy apXHBa U OpraHU3alUI0 JOKYMEHTOB B
nenonpoun3BoacTBe. HabmomaTenpHOE 1e710 MOKET OBITh 3aBEJICHO U Ha
rpa)x1aHNHA-UCTOYHUK KOMIUIEKTOBAHUS apX1Ba, B KOTOPOE BKIIIOYAIOTCS CBEICHUS
O COCTaBE U COJIEPKaHUM €r0 apXUBHBIX IOKYMEHTOB.

B HOEJIAX yueTa pa6OTBI C HCTOYHHUKAMHU KOMIIJICKTOBAHHWA apXUB BIIPABC CO31aBaTh
YUCTHO-CIIPABOYHBIC KaPTOTCKHU U 0a3bl JaHHBIX.

HOpﬂI[OK IKCHECPTU3bI HEHHOCTH JOKYMEHTOB



4.3. ApxuBHBIE JOKYMEHTHI BKJIIOUaIOTCA B cocTaB ApxuBHOTo (houaa Poccuiickoii
denepani Ha OCHOBAaHUM 3KCIEPTU3bI LICHHOCTH JOKYMEHTOB (T.€. U3yUEHUs
JIOKyMEHTOB Ha OCHOBE KPUTEPHUEB UX LIECHHOCTHU B LIEJAX OIPENEICHUS CPOKOB
XpaHEHMsI TOKYMEHTOB U UX 0TOOpa Ha MOCTOSIHHOE XPAaHEHUE).

Bxurouenue 1okymMeHTOB B cocTaB ApxuBHoro (ouaa Poccuiickoit denepanvu
OCYILECTBISETCS HA OCHOBE KOMILJIEKCHOTO MMPUMEHEHHSI KPUTEPHEB MPOUCXOKICHUS
JOKYMEHTOB ((pyHKIIMOHAIBHO-1IEJIEBOE Ha3HAUYCHNE UCTOYHHKA KOMIUIEKTOBAHUS C
Y4€TOM €ro 0CO0O0M POJIU HIIM THUIIOBOTO XapaKTepa, BPEMsl 1 MECTO CO3/IaHUS
JIOKYMEHTA | T.I1.), COJIep>KaHUs JOKYMEHTOB (3HAUMMOCTh UH(OPMAIIUU, B TOM
YHCJI€ €€ YHUKAJIbHOCTh, TUTTMYHOCTh WM MOBTOPSIEMOCTb, BUJl TIOKYMEHTA, €T0
MOJTMHHOCTH ), BHEITHUX OCOOCHHOCTEH TOKYMEHTOB (hopma GUKCUPOBAHUS U
nepesayn Coep KaHus, yI0CTOBEPEHHS U 0OPMIICHHS TOKYMEHTA).

[Tpu BKIIFOUEHUH TOKYMEHTOB B cocTaB ApxuBHOro (honaa Poccuiickoit denepanuu
UCITIOJIB3YETCSl TAKXKE (pOpMa MOBUOBOrO WK FPYIIIOBOTO BEIOOPOYHOTO IIpriemMa
JIOKYMEHTOB.

4.3.1. Pemenue HaY9YHO-MCTOAUYICCKUX BOIIPOCOB, CBA3AHHLIX C 3KCHGpTH30ﬁ
HNCHHOCTH JOKYMCHTOB M BKIIFOYCHHUCM HX B COCTAB ApXI/IBHOFO (bOHI[a Poccuiickoit
CDez[epauHH, d TaKIKC C OIIPpCACICHHUCM B €I'0 COCTABC 0co000 IOCHHBIX TOKYMCHTOB, B
TOM YHCJIC YHUKAJIBbHBIX JOKYMCHTOB, OCYHICCTBIIACTCA HSHK CIICOHAaJIBHO
YIIOJITHOMOYCHHOI'O (bez[epanbﬂoro opraHna HCIIOJTHUTEILHOM BJIACTU B C(bepe
APXHUBHOI'O AcJIa.

DKCIepTr3a UEHHOCTU JOKYMEHTOB OCYLIECTBIISIETCS YIIOJJHOMOYEHHBIM OPTaHOM
UCIIOJIHUTENILHOM BiacTH cyobekTa Poccuiickoit deneparuu B chepe apXuBHOTO
Jiena, apXuBOM COBMECTHO ¢ COOCTBEHHUKOM WITH BJIAJIETBIIEM apXUBHBIX
JIOKYMEHTOB B COOTBETCTBHH C KPUTEPUSMH, YCTAHOBICHHBIMU B 1. 4.3. HACTOSAIIUX
[IpaBu.

[Ipu mpoBeneHNN dKCNIEPTU3BI HEHHOCTH TOKYMEHTOB M ONIPEIEIEHUN CPOKOB
XpaHEHUs TOKYMEHTOB apXHUB PYKOBOACTBYETCS IEPEUYHIMU TUIIOBBIX apXUBHBIX
JIOKYMEHTOB C YKa3aHUEM CPOKOB XPAHEHHUSI; IIEPEUYHIMHU TOKYMEHTOB,
oOpa3zyroluxcs B IpoLecce AesTeIbHOCTH (peiepaabHbIX OPraHOB rOCY1apCTBEHHOMN
BJIACTH, UHBIX TOCYIAPCTBEHHBIX OpraHoB Poccuiickoit denepannu, a TakKxKe B
IIPOLIECCE AEATEIBHOCTH ITOJIBEIOMCTBEHHBIX UM OpraHU3alui, C YKa3aHUEM CPOKOB
XpaHEeHUs (OTpaciieBbIE IEPEYHH ); & TAKIKE CPOKAMU XPAHEHHUSI OTAEIIbHBIX BUJIOB
apXMBHBIX TOKYMEHTOB, B TOM YKCJIE HE BOILLIEAIINX B YKA3aHHbBIC IIEPEYHU, KOTOPBIE
YCTaHABJIMBAKOTCS 3aKOHOAATENBCTBOM Poccuiickon denepanuu.

Pemienus o BkitoueHuu B coctaB ApxuBHoro ¢onna Poccuiickoit @eneparuu
KOHKPETHBIX TOKyMeHTOB npuHuMaroTcs JIIK denepanbHbIX rocyaapcTBEHHbBIX
apxuBoB, DIIK ynoJTHOMOUEHHBIX OPTraHOB UCTIOJHUTEILHOU BJIACTH CYOBEKTOB
Poccuiickoit @enepanuu B chepe apXUBHOTO Jie1a, SKCIEPTHBIMU (DOHIOBO-
3aKYIOYHBIMU KOMUCCHSIMH I'OCYJAPCTBEHHBIX U MYHULIAIIAIBHBIX MY3€€B,



AKCIIEPTHBIMU KOMHUCCHUSIMU TOCYAAPCTBEHHBIX M MyHUIIMTIATBHBIX OnbOmnorex, 11K
ApxuBa Pocculickol akageMuu HayK NPy YTBEPKICHUU ONUCEHN JeJl, JOKYMEHTOB
MMOCTOSTHHOTO CPOKa XPaHCHHUS.

[TonmHOMOUMS 1 NOPSAAOK AesTenbHOCTH yKazaHHbIX JIIK onpenensrorcs
MIOJIO’KEHUSIMU O HUX, pa3pabaTbiBaeMbIMU Ha OCHOBE COOTBETCTBYIOIINX
IIPUMEPHBIX MOJIOKEHUHN, YTBEPKIAEMBIX CIIENUAIBHO YIIOJHOMOYEHHBIM
(denepanbHbBIM OPraHOM MCIOJIHUTEIBHON BIACTH B c(pepe apXUBHOTO JEa.

ApXUB paccMaTpHUBAaET U TOTOBUT K yTBepxkAcHUIO JIIK ynoiHOMOYEHHOTrO Oprana
HCIIOJTHUTELHOM BllacTH cyObekTa Poccuiickoit denepanuu B chepe apXuBHOTO
Jiena OMucH e, JOKYMEHTOB (MJIM X TOJIOBBIE pa3/ielibl) OCTOSIHHOTO CPOKa
XpaHeHHUsI, 00pa30BaBIINXCS B ICSITEIILHOCTH €r0 UCTOUHUKOB KOMIUIEKTOBAHUS.
denepanbHbIE TOCYIAPCTBEHHBIE apXUBbI, ApXHUB POCCHIICKON akaieMuu HayK
YTBEPKIAAIOT YKa3aHHBIE OIKMCU CaAMOCTOSTEIBHO.

ApxuB rotToBuT K corinacoBanuio DIIK ynoiHOMOUYEHHOr0 opraHa UCIOIHUTEIbHON
BiacTu cyonrekta Poccuiickoit denepanuu B chepe apXuBHOTO Jelia UiH
COIJIACOBBIBAET B COOTBETCTBUU C MPEIOCTABICHHBIMU €MY ITOJIHOMOUYMSIMHU OIUCHU
JIeJT 110 JIMYHOMY COCTaBY (MJIA UX TOJOBBIC pa3/ieibl), aKThl O HEUCIIPABUMBIX
MOBPEXICHUAX JOKYMEeHTOB (mpuiioxenue Ne 1). denepanbHbie rocyaapcTBEHHBIC
apxuBbl, ApxuB Poccuiickoil akajeMun HayK IPOBOJSIT COTJIACOBAHHE
MIEPEUYHUCICHHBIX JOKYMEHTOB CAMOCTOSITEIIBHO.

BxitoueHne 10KyMEHTOB, HAXOSIIMXCS B YaCTHOM COOCTBEHHOCTH, B COCTAB
ApxuHoro ¢onaa Poccuiickoit deaepaiiuu oCyIecTBIsSETCS HA OCHOBAaHUU
HKCIIEPTHU3BI IIEHHOCTH IOKYMEHTOB M O(POPMIISIETCS] JOTOBOPOM MEXKTY
COOCTBEHHHKOM WJIM BIIJIEJIBIIEM apXUBHBIX IOKYMEHTOB U apXuBOM. B 1aHHOM
JIOTOBOPE YKa3bIBAIOTCS 00s13aHHOCTH COOCTBEHHMKA WJIH BIIAJIENbIIa ApXUBHBIX
JIOKYMEHTOB 10 XpPaHEHUIO, YUETY U UCIIOJIb30BAHUIO IOKYMEHTOB APXUBHOTO (POHIIA
Poccuiickont @enepanumu.

4.3.2. DkcrniepTr3a HEHHOCTU JOKYMEHTOB B apXHBE IPOBOIUTCS:

10 UCTE€YEHUH CPOKOB BPEMEHHOI'O XpaHEHHS apXUBHBIX JJOKYMEHTOB, B TOM
YHUCJIE JOKYMEHTOB 110 JIMYHOMY COCTaBY, [IOCTYIUBIIUX B apXUB OT
JIMKBUIUPOBAHHBIX I'OCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIPABJICHUs U OpraHU3aLui;

IIPpH IMOCTYIVICHHUH B ApXKUB B UCKIIIOUUTCIIBHBIX ClIydasaX JOKYMCHTOB B
HCYHIOPATOUYCHHOM COCTOAHWH,

B ciiydae 0€3BO3BPaTHOIO BBIBO3a APXMBHBIX JIOKYMEHTOB 3a PyOexK.

[1o pe3ynbTaTaM 3KCIEPTU3bI HEHHOCTH TOKYMEHTOB, CDOKH BPEMEHHOT'O XPAaHEHUS
KOTOPBIX UCTEKJIH, B TOM YHCJIE JOKYMEHTOB IO JINUHOMY COCTaBY, apXHUB



COCTABIISIET AKT O BBIJICJICHUH K YHUYTOKEHUIO JOKYMEHTOB, HE MOJIJIEAKAITUX
xpanenuto (npusoxxenue Ne 11), 1 B yCTaHOBJIEHHOM MOPSKE BHOCUT U3MEHEHUS B
YYETHBIE IOKYMEHTHI apXH1Ba.

B pe3ynbTaTe 3KCcnepTh3bl HEHHOCTH JOKYMEHTOB, IOCTYNHUBIINX B apXUB B
HEYNOPSAJOYEHHOM COCTOSIHHH, apPXHUB COCTABIIIET ONUCH JIeJT, JOKYMEHTOB
MIOCTOSIHHOT'O XpPAaHEHMsI, OITMCH JeJl BpeMeHHOTro (cBbimie 10 jeT) cpoka xpaHeHus,
OIMCH JI€J MO JUYHOMY COCTaBY U aKT O BBIICJIEHUU K YHUUTOXKEHUIO TOKYMEHTOB,
HE NoJJIeKaIINX XpaHeHuo (rmpuioxenue Ne 11).

[Toanexaniyue yHUYTOKEHUIO apXUBHBIE JIOKYMEHTHI IIEpE/IatoTcs Ha mepepaboTKy
(YTHM3alMio) ¥ CHUMAIOTCS C yueTa B yCTaHOBIIEHHOM Topsake. Caada nen
oopMIIsieTCss TPUEMO-CIATOYHON HAKJIAHOM, B KOTOPOU YKa3bIBAIOTCS AaTa
nepeaaun, KOJIMYeCTBO CJaBa€MbIX JIeT U BeC OyMa)KHOM MaKyJIaTyphl.

HOpSIIlOK npueMa apxXuBHbIX TOKYMCHTOB

4.4. OT HICTOYHUKOB KOMIUICKTOBAHMS apXHUBa JOKYMEHTHI ApXUBHOTO (DOH1a
Poccuiickon denepanuy NpUHUMAKOTCS TOCYJapCTBEHHBIM U MYHULIUITAIIbHBIM
apXuBOM, Opranuzanuer Poccuiickon akaJIeMuu HayK 110 HCTEUYEHUH CPOKOB UX
BPEMEHHOT'O XPaHEHMsI, YCTAHOBJICHHBIX 3aKOHOAATEICTBOM Poccuiickoi
denepanum.

B HCKIIOYUTENBHBIX CITydasX CPOKM BPEMEHHOT'O XPaHEHUS JOKYMEHTOB APXHUBHOIO
donma Poccuiickoit denepariyin MOTYT OBITh MPOAJICHBI TIO MPOCHOE UCTOYHUKOB
KOMIUIEKTOBAHHUS apX1Ba PU HEOOXOJUMOCTH MPAKTUUECKOTO UCTIOIb30BaHUS
apPXMBHBIX TOKYMEHTOB WJIM OTCYTCTBUS y apXUBa BO3MOYKHOCTH IS IIpUEMA
YKa3aHHBIX JOKYMEHTOB B CPOKH, YCTaHOBJIEHHBIE 3aKOHOAATENILCTBOM Poccuiickon
Oenepanuu. IIpomsieHne ykazaHHbBIX CPOKOB OCYILECTBIAETCA: 11 HCTOYHUKOB
KOMILJIEKTOBaHHUs enepaibHbIX apXuBoB - pemenrem JIIK gpenepanbHbix apXuBOB;
JUIS1 UICTOYHUKOB KOMILJIEKTOBAHUS IPYTUX apXUBOB - perieHueM DI 1K
YIOJHOMOYEHHBIX OPraHOB UCIIOJIHUTEIBHOM BIACTH CyObeKkTOB Poccuiickoi
®denepanuu B chepe apXUBHOIO J€ia; A1 MICTOYHUKOB KOMIUIEKTOBaHUS ApXHBa
Poccuiickolt akagemuu Hayk - pemienueM JIIK sToro apxusa.

Cpoxu BpeMEHHOTO XpaHeHHUs TOKyMeHTOB ApxuBHOTO (hoHma Poccuiickoit
@denepanyiy B HETOCYIAPCTBEHHBIX OPraHU3aLMAX ONPEACISIOTCS B JOTOBOPE MEXKIY
apXUBOM U COOCTBEHHMKOM WJIU BJIAJEIbIIEM YKa3aHHBIX JOKYMEHTOB.

4.4.1. Ilpuem noxymentoB ApxuHoro (onna Poccuiickoit deneparuu oT
MCTOYHUKOB KOMILUIEKTOBAHUS OCYIIECTBISIETCS TOCYAAPCTBEHHBIM U
MYHULMITAIBHBIM apXUBOM, OpraHu3anuen Poccuiickoi akaiemMun HayK B
COOTBETCTBHH C MJIAHOM-Tpa(UKOM, KOTOPBIN YTBEPKIA€TCsl pyKOBOJICTBOM apXHBa
II0 COTJIACOBAHMIO C NCTOYHUKAMU KOMIUIEKTOBAHMS. BHETUIAHOBBIN NpUeEM
nokymeHToB ApxuBHoro (onna Poccuiickoit denepanuu, a TakKe apXUBHBIX
JIOKYMEHTOB, CPOKM BPEMEHHOI'O XPAaHEHHS KOTOPBIX HE UCTEKIIU, OCYLIECTBIIAECTCS B



CJIydac JIMKBUJaINH UCTOYHUKA KOMIIJICKTOBAHUSA WUJIN B CIIy4ac yIrpO3bl
COXPaHHOCTH apXHMBHbBIX NOKYMCHTOB.

[To npockOe UCTOYHUKOB KOMIUIEKTOBAHUS U MPU HAJTUYUKU CBOOOAHBIX IIIONIAIeH
rOCyAapCTBEHHBIM U MYHULIMNAJIbHBIA apXWUB, Opranu3anusa Poccuiickoi akagemun
HAYK MOXET OCYIIECTBIISITh JOCPOUHBIN MPUEM TIOKYMEHTOB APXHUBHOTO (OHA
Poccniickon @enepanuu, a TakKe BpEMEHHOE XPAHEHUE apPXUBHBIX JJOKYMEHTOB Ha
OCHOBE A0roBopa. [Ipuem apXuBHBIX TOKYMEHTOB Ha BPEMEHHOE XPAaHECHHE
oopmiseTcs TakKe aKTOM MpHeMa-Tiepeiadl TOKyMEHTOB Ha XpaHEHHE
(npunosxxenne Ne 9) 1 mPOU3BOAUTCS 11O CAATOYHOM OIKUCH.

ApXMBHBIE TOKYMEHTBI IPUHAMAIOTCS B TOCYAAPCTBEHHBIN U MyHUIIUIIAIbHBIN
apXMB, OpraHusanuio Poccuiickoi akageMuy HayK B yIOPSAOYEHHOM COCTOSIHUM C
COOTBETCTBYIOIIMM HAy4YHO-CIIPABOYHBIM aIMapaTOM M CTPAXOBBIMHU KOIUSMHU HA
0Cc000 LIEHHBIE JOKYMEHTHI M YHUKAJIbHbIE JOKYMEHTHI. Bce paboThl, CBA3aHHbBIE C
0TOOpPOM, IOJATOTOBKOM U Nepeaadeid apXUBHBIX JOKYMEHTOB Ha IMTOCTOSIHHOE
XpaHEHNe, B TOM YHUCJIE C UX YIIOPSAIOYEHUEM U TPAHCIIOPTUPOBKOM, BBITIOJIHSAOTCS
3a CYET CPEJICTB HICTOYHUKOB KOMIUIEKTOBAHMS, IEPEAAIOIINX YKAa3aHHbIE
JIOKYMEHTBI.

HpI/I IMPpUEMC APpXUBHLIX JOKYMCHTOB IIPOBOAATCA IIPOBCPKA UX (I)I/I?;HLIGCKOI“O,
CAHUTAPHO-TUTHCHUYCCKOI'O, TCXHUYCCKOI'O COCTOAHUA, 4 TAKIKC IIPOBCPKA
CTPaxoOBhbIX KOITMM Ha 0c000 OCHHBIC TOKYMCHTBI U YHHKAJIbHBIC JOKYMCHTEI U
IIPOBCPKAa KOMIINICKTHOCTH YUYCTHBIX JOKYMCHTOB.

JoxymenTsl ApxuBHoro ¢ponaa Poccuiickoit denepanum NpuHUMArOTCS B
roCyIapCTBEHHbIN U MYHULMITAIBHBINA apXUB, OpraHu3aluio Poccuiickon akaaemMun
HaykK 1o yrepxkacHHbIM OIIK onucsam nen, JOKyMEHTOB; JOKYMEHTBI 110 JINYHOMY
cocTaBy - 1o coryiacoBaHHbIM JIIK onucsm e, TOKyMEHTOB; apXUBHBIE TOKYMEHTBI
C HE UCTEKIIMMHU CPOKAMH BPEMEHHOIO XPAHEHHUSI - 110 CAATOYHBIM OIHCSIM.

[Ipuem nen mpou3BOUTCS MOCAUHUYHO; 0CO00 IIEHHBIE JIeJIa MPUHUMAIOTCS C UX
MOJMCTHOM MpoBepKoil. Ha Bcex sk3eMIuisipax OnucH e, IOKYMEHTOB JAEHat0TCs
OTMETKH O MTPUEME aPXUBHBIX JIOKYMEHTOB B apxuB. [Ipu oTCyTCTBUU €IUHUIT
XpaHEHUS, YKA3aHHBIX B OMUCH €, IOKYMEHTOB, B HEM €IaeTCsl HOBAsi UTOTOBas
3anuchk. HoMepa OTCYTCTBYIOIIMX €AUHUL] XPAHEHUS U TPUYUHBI OTCYTCTBUSA
OTrOBapUBAIOTCS B AKTE MPUEMA-TIEPENAYN JOKYMEHTOB HA XPAHEHHE U B
MPUJIaraeéMoM K aKTy CIpaBKe. MICTOUHMK KOMIUIEKTOBAHUS IPUHUMAET MEPHI 10
PO3BICKY HE IMOCTYNUBIINX HA XPAHEHUE APXUBHBIX JOKYMEHTOB. Y TPAU€HHBIE
MOJIMHHBIC apXUBHBIC JIOKYMEHTBI MOTYT OBITh 3aMEHEHBI UX KOTIHSIMH.

[Tpuem apXMBHBIX TOKYMEHTOB 0(OPMIISIETCSA aKTOM MpUeMa-Tepeaun JOKyMEHTOB
Ha XpaHeHue (mpuiioxkeHue Ne 9), coctaBisieMbIM B ABYX dK3eMIUIsipax. OquH
DK3EMILISIP OCTAETCS B apXUBE, APYrOM - B HCTOUHHKE KOMIUIEKTOBaHUS. BmecTe ¢
apXUBHBIMU JOKYMEHTAMH B apXHB NEPEAAIOTCS TPU IK3EMIUISPA OMUCH JEN,
JIOKYMEHTOB.



[Tpu mepBoM mpuemMe apXuBHBIX JOKYMEHTOB OT HCTOYHUKA KOMIUICKTOBAHUS
MPUHUMAETCS TaKXKEe UCTOPUYECKas CIIpaBKa 0 HEM | ero (oHe, KoTopas 3aTeM
JIOTIOJTHSICTCS CBEJICHUSIMU 00 M3MEHEHHSX B Ha3BaHUU, QYHKITHSX, CTPYKTYpe
MCTOYHHUKA KOMIUICKTOBaHUA ((hOHI000pa3oBaTes).

[Tpriem apXUBHBIX JOKYMEHTOB Ha BpEMEHHOE XpaHeHue 0(hopMIIseTCsl akKTOM
npuemMa-nepeayl J0KyMEHTOB Ha XpaHeHue (mpuitoxerre Ne 9) u mpou3BOAUTCS 1O
CHATOYHOU OIHCH.

4.4.2. JIOKyMEHTHI OT TpakJiaH MOCTYNAIOT B aApXUB M BKJIFOYAIOTCS B COCTaB
ApxuBHoro donaa Poccuiickoit deaepariuu o J10roBopy JAapeHus, 10 3aBeIlaHuIo,
10 JIOTOBOPY KYIUIU-NIPOJAXKH, IO PEIICHUIO Cy/a.

[Ipyuem yka3zaHHBIX JOKYMEHTOB B apXHUB OCYLIECTBIIIETCS HA OCHOBAHUM PEILICHUS
OIIK ¢enepanbHoro rocyaapcrseHHoro apxusa; IIIK ynomsHomoueHHOTro oprana
UCITOJIHUTENbHOM BiacTH cyobekTa Poccuiickoit @enepannu B chepe apXuBHOTO
Jie1a; SKCIIEPTHON (POHIOBO-3aKYTIOYHON KOMUCCHU FOCYAapCTBEHHOTO WU
MYHULIMNAIBHOTO MYy3€sl; SKCIIEPTHOW KOMUCCHUU I'OCYIapCTBEHHOMN WU
MyHUIUnanbHoM 6udimoreku; 1K Apxua Poccuiickoii akageMuu HayK 1O
pe3yibTaTaM pacCMOTPEHUSA CAATOYHOU WIIA OLIEHOYHOM OIMUCH U 3aKIIOUYECHUS
JKCcIepTa U opopMIIIETCS aKTOM IPUEMa Ha XpaHEHUE TOKYMEHTOB JIMYHOTO
npoucxoxjenus (mpuioxenue Ne 10).

[Ipu oTpunaTeIbHOM PELIEHUH BOMPOCA O MIPUEME WM PUOOPETEHNN aPXUBOM
YKa3aHHBIX apXHUBHBIX JTOKYMEHTOB, a TAKXKE BO3BpATE IO pPE3yJIbTaTaM dKCIIEPTU3bI
LEHHOCTH UX YaCTH U3 YHCJIa HAXOAUBILIUXCS B APXUBE, COCTABIISIETCS aKT BO3BpAaTa
JOKYMEHTOB B JIBYX 3K3eMIUIsipax. OQUH 3K3eMIUTIP aKTa OCTAeTCs B apXUBE, APYron
BMECTE C JOKyMEHTaMU (MX 4acThIO) BO3BPAILAETCS COOCTBEHHUKY WJIM BJIAJEIbILY.

4.4.3. AynnoBusyalibHbIE TOKYMEHTBI IPUHUMAIOTCS] HA XPAHEHUE B CIEAYIOLIEM
KOMILJIEKTE: KHHOJIOKYMEHTHI ((PUIIbMBI, CHEUBBIITYCKH) - HETaTUB U300pakeHus,
HeraTuB (POHOTPaMMbl, MATHUTHBIN OpUTHHAI ()OHOTPAMMBI, IO3UTHUBHAS KOIHS,
MarHuTHas (poHOrpamma IIyMOB U MY3bIKH, TPOMEKYTOUYHBII MO3UTUB
M300paKEHUSI, yCTAHOBOYHBIE POJIMKHU U NACHOPTA JJIsl IBETHBIX KUHOJAOKYMEHTOB (B
UCKIIFOUUTETBHBIX CIy4yasx MPUHUMAETCS] HEMOJIHBIN KOMIUIEKT); (POTOAOKYMEHTHI -
HEeraThB, KOHTPOJIbHBIA (POTOOTIIEUATOK; (DOHOTOKYMEHTHI U BUACOJOKYMEHTHI -
opuruHai u korus. OJHOBPEMEHHO PUHUMAETCS TEKCTOBASI COITPOBOIUTEIbHAS
JOKYMEHTAUUs: JUIsl KHHOJIOKYMEHTOB - MOHTQ)KHBIE JINCTHI, aHHOTALIUH,
pa3pelInTeNbHbIE YIOCTOBEPEHHS K 3aKOHUYEHHBIM IPOU3BEACHUSAM, aKThI
TEXHUYECKOTO COCTOSIHUSA, 3aMCH LIBETOBBIX M CBETOBBIX NACIIOPTOB; JJIs
(OTOAOKYMEHTOB - aHHOTaIUs; AJ1s1 (POHOJOKYMEHTOB - COIPOBOAUTEIbHAS
JOKYMEHTAIUS; ISl BUACOJJOKYMEHTOB - AKThl TEXHUYECKOTO COCTOSIHUS.

aﬂeKTpOHHBIC AOKYMCHTLI IPUHUMAIOTCA Ha XpaHCHUE B COIMPOBOXKIACHNHA
IMpOrpaMMHBIX CPCACTB, IMMO3BOJIAIOINX UX BOCIIPOU3BECTHU, U C HCO6X0)II/IMBIM
KOMIIJICKTOM COHpOBOI[HTCJ]BHOﬁ JOKYMCHTAIINH.



4.4.4. JIokyMEHTBI, CO3/IJaHHbIE APXUBOM B PE3YyJIbTaT€ NHULIUATUBHOTO
JIOKYMEHTUPOBAHMS COOBITHI COBPEMEHHOCTH WJIM MPOILIOro (aHKeThI, (hoTorpadumu,
3aMKrCcH BOCTIOMUHAHUM, O€Ce/l, UHTEPBBIO U T.J.), BKIIOYAIOTCSA B COCTaB APXUBHOTO
dbonna Poccuiickoit denepaliii 1 BHOCITCS B OMKCH JIeT, TOKYMEHTOB, KOTOpas
yrBepxkaaercs DK denepanbHoro rocynapctsennoro apxuaa, 11K
YIOJHOMOYEHHOT'O OpraHa UCIOJIHUTEIBHOM Bi1acTh cyobekTa Poccuiickoi
®denepanuu B chepe apXUBHOTO Jieia, SKCIEPTHON (HOHIO0BO-3aKyTOYHON KOMUCCUEH
roCyJapCTBEHHOIO WJIM MyHULMIIATBHOTO MY3€sl; IKCIIEPTHON KOMUCCUEN
roCyJ1IapCTBEHHOUN WM MyHUIMINabHOU Oubmmoteku, IIIK Apxusa Poccuiickoit
akazeMuu HayK. [IpueM ykazaHHBIX JOKYMEHTOB 0(OPMIISIETCS] aKTOM IIpUeMa-
nepeaadr JOKyMEHTOB Ha MOCTOSTHHOE XpaHEHUE.

445, HpI/IEEM CCKPCTHBIX NOKYMCHTOB OT HCTOYHHKOB KOMIIJICKTOBAHUA
rocygapCTBCHHOI'O U MYHHIHUIIAJIbHOT'O apXHUBOB, OpraHu3alin Poccuiickou
AKaJICMHHU HAYK OCYIICCTBILACTCA B COOTBCTCTBHUH C 3aKOHOIATCIILCTBOM Poccuiickoi
CDez[epauHI/I 0 FocyﬂapCTBeHHOI;'I TalHE 110 AKTy U OTACJIIBHBIM OITMCAM JICJI,
JAOKYMCHTOB.

HpueM APXMBHBIX TOKYMEHTOB OT JIMKBUAUPOBAHHBIX OpFﬂHHE}ﬂHHﬁ

4.5. Ilpuem nokymeHntoB ApxuBHoro ¢ponaa Poccuiickoit denepanuu u 1pyrux
apXMBHBIX JTOKYMEHTOB, CPOKM BPEMEHHOI'O XPaHEHUS KOTOPBIX HE UCTEKIIU, OT
JIMKBUMPOBAHHBIX TOCYJAPCTBEHHBIX OPTraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJICHHUS,
rOCYJTapCTBEHHBIX U MYHHUIIMIIAJIBHBIX OPTaHU3AMN OCYILECTBIISIETCS B
COOTBETCTBHHM C IEVCTBYIOIIUM 3aKOHOIATEIBCTBOM U B MOPSAIKE, YCTAHOBICHHOM
Hactosimmmu [IpaBunamu (cMm. 1. 4.4.1.).

[Tpu TUKBHUIAIIMN HETOCYAAPCTBEHHBIX OpraHU3aliii 00pa3oBaBLINECs B MpoOIEcce
UX JIeATeNIbHOCTH IOKyMeHThl ApxuBHoro (honna Poccuiickoit deneparuu,
JOKYMEHTBI 110 IMYHOMY COCTaBY, a TAK)KE apXUBHBIE JIOKYMEHTBI, CPOKU
BPEMEHHOTI'0 XPAHEHUA KOTOPBIX HE UCTEKIIU, IOCTYNAOT B ApXUB B COOTBETCTBUH C
3aKOHOaTeNnbCTBOM Poccuiickoint denepanniv 1 Ha OCHOBAaHUM JOTOBOPA MEKIY
JMKBUIALIMOHHON KOMUccuen (JIMKBUAaTopoM) u apxusoMm. [Ipu sTom
JMKBUIALMOHHA KOMHUCCHS (JIMKBUAATOP) OPTAHU3YET UX YIOPSAOUYEHUE B
YCTaHOBJICHHOM IIOPsIJIKE.

ApXMBHBIE TOKYMEHTBI C HE UCTEKIIMMH CPOKaMU BPEMEHHOI'O XPAHEHMS, [IPUHATHIE
apXWBOM OT JIMKBUAUPOBAHHON OPraHU3alMH, BBIIAEISIIOTCS K YHUUTOXKEHUIO 110
VCTEYEHUH YCTaHOBJIEHHBIX CPOKOB XpaHEHUsI. ApXHUBHbBIE JOKYMEHTBI, UMEIOILINE B
COOTBETCTBHUM C TUIIOBBIMHU WJIM OTPACIIEBBIMH ITEPEYHIMU CPOK XPAHEHUS C
nomeTko# "OIIK", BBIIETAIOTCS K YHUUTOKEHHUIO TOJIBKO IOCIE MPOBEACHUS
HKCIIEPTHU3bI UX LIEHHOCTU U 0TOOpPA Ha MOCTOSIHHOE XpPAHEHHUE.

Ilepenaya apxuBHBIX JOKYMEHTOB U3 apXHBa B AapXUB



4.6. [lepenaua apXuBHBIX JOKYMEHTOB HaXOIAIMIUXCS B (heiepabHON
COOCTBEHHOCTH, COOCTBEHHOCTH cyOBekTa Poccuiickoit deaepariuu unu
MYHUIIUTIATBHOM COOCTBEHHOCTH, U3 OJTHOTO apXMBa B JIPYTOil OCYIIECTBIISIETCS B
COOTBETCTBHHM C 3aKOHOJATeNbCTBOM Pocculickoil denepannu, 3aKOHOIaTEIbCTBOM
cyobekTa Poccuiickoit denepariviyu, MyHUIIMIATLHBIMU ITPAaBOBBIMU akTaMH. [Ipu
nepesadye CoCTaBIsICTCs akT MpUeMa-nepe1adyu JOKYMEHTOB Ha XpaHEHUE
(npunosxxenue Ne 9) B 1ByX sK3eMILIsIpax, OJHOBPEMEHHO NIEPEIaloTCs TpU
AK3EMIUISIpA OMUCEH Jiell, JOKYMEHTOB, Jesio (hoHAa 1 JTUcT GhoHaA.

KommiexkroBanue APXMBHBIMHA NOKYMEHTAMHU HU3-3a pyﬁema

4.7. ApXuB MOKET KOMIIJIEKTOBATHCS APXUBHBIMH JJOKYMEHTAMH POCCUICKOTO
IIPOUCXO0KICHHUS, HAXOIAIUMUCS 110 PA3JIMYHBIM IPUYMHAM 3a IpeeIaMu
Poccuiickoii @eaepannu, u/uiam apXMBHBIMUA JOKYMEHTaMU 3apy0eKHOTO
IIPOUCXOXKICHHUs, UMEIOIIUMU 3HaueHue i Poceun.

[Ipuem nosydeHHBIX U3-3a pyOexka apXUBHBIX IOKYMEHTOB B apXUB OCYIIECTBIISICTCS
B COOTBETCTBHUU C JIOTOBOPOM MEX]Ty COOCTBEHHUKOM HJIM BIAJENIbIIEM YKa3aHHBIX
JIOKYMEHTOB M apXUBOM O IMPOJIaXKe, TapEHUHU MOJIMHHBIX TOKYMEHTOB HIIA UX
KOIUM, 0OMEHE KOMUSIMU IOKYMEHTOB. 3aKII0YEHUE JOrOBOPA OCYIIECTBIISIETCS C
y4€TOM 3aKOHOJIaTeIhCTBA COOTBETCTBYIOIIEH cTpaHbl. B jorosope Moryt
OTrOBapHBaTHCSA OCOOBIE YCIOBHS UCIIOJIb30BAHUS TIEPEIaBACMbIX aPXUBHBIX
nokymeHTOB. [IpueM odopmiiseTcst akToM MpueMa-fepeaadu JOKyMeHTOB Ha
xpanenue (npuioxerue Ne 9).

ApXHBHBIE IOKYMEHTBI, TIOCTYNHBIINE U3-3a pyOexka B BUJE NOJJTUHHUKOB UITU
KOIIMI Ha IIpaBax IMOUIMHHUKOB, IPUHSTHIE HA IOCTOSSHHOE XPaHEHHE B apXMUB,
HE3aBHCHUMO OT MX MPOUCXOXKICHUS BKIIIOUAIOTCA B COCTaB ApXMBHOIO (hoHAa
Poccniickont @enepanuu u nojuiexar rocy1apCTBEHHOMY YUETY.

B3aumoaeiicTBHE apXHUBa ¢ HCTOYHMKAMYU KOMILUICEKTOBAHMS

4.8. ApXvB COBMECTHO C UCTOYHUKAMHU KOMIUIEKTOBAHHS apXHUBa PACCMATPUBAET U
TOTOBUT K COIVIACOBAHHUIO COOTBETCTBYIOLIUM YIIOJTHOMOYEHHBIM OPraHOM
UCIIOJTHUTENIbHOM BIIaCTH B cpepe apXUBHOTO JIeJIa UM COTJIACOBBIBAET B
COOTBETCTBHHM C MPEIOCTABICHHBIMU €MY MOJHOMOYUSMHU UHCTPYKLMH I10
JEJIONPOU3BOACTBY, IPUMEPHBIE U UHIUBUIyaJIbHbIE HOMEHKIIATYPHI €1,
MOJIO’KEHUSI 00 apXUBaX U SKCIIEPTHBIX KOMUCCHUSX HUCTOUHUKOB KOMIUIEKTOBAHUS
apXuBa.

ApxuB yuactByeT B padote [[IK (3K) nctouHrKoB KOMITJIEKTOBAHUS apXHBa.

ApXHB IPUHUMAET Y4aCTHE B IPOBEPKaxX COOJIOICHUS MPABUIT OPTaHU3AINH
XpaHEHUS, KOMIUICKTOBAHUS, YUETa U UCIIOJIb30BaHNS aPXUBHBIX JIOKYMEHTOB B
HMCTOYHHMKAX KOMIUICKTOBAHUS apXHUBA, OPTaHU3YEMBIX CIICIIMATIbHO



YIOJHOMOYEHHBIM (he/IepaIbHBIM OPTaHOM MCTIOJHUTEIHHOU BIIACTH B chepe
apXMBHOTIO Jiejla, OpraHaMy rocyapCTBEHHOM BiiacTu cyobekToB Poccuiickoi
denepalyu, B TOM YUCIE YIIOTHOMOYEHHBIMH OpraHaMH UCTIOTHUTEIBHON BIACTU
cyonsekToB Poccutickoit denepanuu B chepe apXuBHOTO Jena.

4.9. ApxuB B npesienax NpeA0CTaBICHHBIX €My IOJIHOMOYH B LENAX (POPMHUPOBAHUS
U o0ecrieueHus: COXpaHHOCTH IOKyMEHTOB ApxuBHOTO ¢oHa Poccuiickoi
denepannu, HaXOIAUIUXCS HA BPEMEHHOM XPaHEHUH, OCYILIECTBIIAET
B3aMMOJIEUCTBHE C JIETONPON3BOCTBEHHBIMH, APXUBHBIMU U IKCIIEPTHBIMH
Cl1y>k0aMU UCTOYHHKOB €70 KOMILJIEKTOBAHMS.

B 3Tux nensix apxuB OKa3bIBaeT YKa3aHHBIM CITy’KOaM METOAUYECKYIO U
MPaKTUYECKYIO TOMOILb, B TOM YHCJI€ HAa JJOTOBOPHON OCHOBE:

B OpraHu3anvn JOKYMCHTOB B JICJIOIIPOU3BOACTBC U (1)OpMI/Ip0BaHI/II/I ACII,

1o 0TOOPY IOKYMEHTOB B cocTaB ApxuHoro gonna Poccuiickoit @enepanuu
Y MOJITOTOBKE UX K MEPEAAYE HA MOCTOSIHHOE XPAHCHUE;

I10 YIIOPAOAOUYCHUIO NOKYMCHTOB II0 JINYHOMY COCTABY,

M0 BEJICHUIO yueTa JOKyMeHTOB ApxuBHOro ¢oHaa Poccuiickoit deneparium,
HaXOJISIINXCS HA BPEMEHHOM XPaHECHUH;

M0 MOJATOTOBKE HOPMATUBHBIX M METOJAMYECKUX JOKYMEHTOB (IT0COOUit) Mo
BOIIPOCaM JEJIOMPOU3BOICTBA U apXUBHOIO JI€a;

10 COBCPHICHCTBOBAHUIO pa6OTI)I ACIOIIPOU3BOACTBCHHLBIX, APXHUBHLIX U
9KCIICPTHBIX CJIy>K6 HCTOYHHNKOB KOMIIJICKTOBAHUA,

B MOBBIIICHUH MPOPECCUOHANBHON KBATU(PUKALIMK PAOOTHUKOB YKa3aHHbIX
CITY k0.

V. OPTAHU3AIIUA UCITOJBb30OBAHUA JOKYMEHTOB APXUBHOI'O
®OHJIA POCCUMCKOM ®EJEPAIIMMA U JIPYTUX APXUBHBIX
JOKYMEHTOB B APXUBE
JlocTyn noJsib30BarTenen K apXUuBHBIM JJOKYMEHTaM

5.1. ApxuB npeaoCcTaBIseT MOJIH30BATEIIO OTKPHITHIE TOKYMEHTHI ApXUBHOTO (oHIa
Poccuiickon @enepauuu U Ipyrue apxXuBHbIE JOKYMEHTBI, 4 TAK)KE CIIPABOYHO-
MOMCKOBBIE CPEJICTBA K HUM U U3AaHUs OMOJIMOTEUHOTO (CIPaBOYHO-
uHpOpMaImoOHHOT0) (HOHA.

ApxuB o0ecrieuuBaeT JOCTYI MOJIb30BATENS K CEKPETHBIM JIeIaMm, JIeJiaMm,
coJep KaluM KoH(puaeHMaIbHY0 HHPOpMaIuio, 6a3aM TaHHBIX C Y4ETOM
OTpaHUYECHUM, YCTAHOBJIICHHBIX 3aKOHOAATEILCTBOM Poccuiickon denepanuu, u



YCHOBHﬁ, KOTOPBIC YCTAHOBUJIN COOCTBEHHUKHU HIIU BJIAJICJIbIIbI APXUBHBIX
JAOKYMCHTOB IIpH UX IICPCAAUC B ApXUB.

Jloctyn nonp3oBarens K NOJIMHHUKAM 0c000 LIEHHBIX JOKYMEHTOB, B TOM UHCJIE
YHHUKAJIBbHBIX TOKYMEHTOB, K IOKyMeHTaM ApxuBHoro ¢onna Poccuiickoii
denepannu, HaXOASAIMIUMCS B HEYTOBICTBOPUTEIHFHOM (PU3UUECKOM COCTOSTHUH,
OCYULIECTBJISIETCS B UCKIIFOUUTEIBHBIX CIy4asx (B TOM YHUCIE ISl IPOBEAECHUS padoT
M0 M3YYCHHIO Majieorpapuueckux 0COOCHHOCTEH TEKCTOB apXUBHBIX TOKYMEHTOB) C
IIMCBMEHHOIO Pa3pelleHs pyKOBOAUTENA apxuBa. 11oyib30BaTeinto npeaocTaBisoTCs
KOIUH YKa3aHHBIX TOKYMEHTOB ((POH] OJIH30BAHUS) WU TOKYMEHTAIBHBIC
nyOJMKaLKK, CoAepKallue JaHHbIE JOKYMEHTBHI.

ApXuB HE BIIpaBe OrpaHUYMBAThH WIH OIIPEAEIATH MTOJIB30BATENI0 YCIOBUS
UCITI0JIb30BaHUs MH(OPMALUH, IOJTYYEHHON UM B PE3YyJIbTaTe€ CAMOCTOSITEIBHOIO
ITOMCKa WJIM NPEIOCTABICHHON €My B MOPSIKE OKAa3aHUsI apXUBOM IUIATHBIX YCIIYT, 32
VCKJIFOYEHNEM CIIy4aeB, IIPEAyCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickon
denepanuy UM OTOBOPEHHBIX B JOTOBOPE apXMBa C MOJIB30BATEIEM I10
UH(OPMAITMOHHOMY O00CITY>KHBAHUIO.

Opranuszanus padoThl 0 pacCceKpPeYMBAHNIO APXUBHBIX TIOKYMEHTOB

5.2. PykoBouTenb apXxuBa OpraHu3yeT MPoBeIeHHE padOThI IO KOHTPOJIIO 32
CPOKaMHU CEKPETHOCTH apXHUBHBIX IOKYMEHTOB, UMEIOIINX IPU(BI CEKPETHOCTH, U
nH(pOpMUPYET PYKOBOAUTENEH TOCYJAPCTBEHHBIX OPTaHOB, HA/ICTICHHBIX
MTOJTHOMOYHMSIMU 110 OTHECEHUIO CBEICHUI K TOCYTApCTBEHHOM TallHE, a TAKkKE
PYKOBOJMUTENIEH OPraHU3alNil O HAJTUYUHU B APXUBE CEKPETHBIX apXUBHBIX
JIOKYMEHTOB CO CPOKaMH CEKPETHOCTU COJICPKAIIMXCSl B HUX CBelleHul cBhItie 30
JIeT, MX COCTaBe M 00ObeMax.

PykoBoauTenb apxuBa OpraHU3yeT pacCeKpeurBaHUE apXUBHBIX TOKYMEHTOB B
ciy4ae O(pUIIMaNIbHOIO JEJErMpOBaHUs MOJHOMOYHI HAa MPOBEAEHUE 3TON PabOTHI
PYKOBOJIUTEIIEM COOTBETCTBYIOILIETO IOCYTapCTBEHHOIO OpraHa WX OpraHru3aluu.

B apxuBe co3naercss KOMUCCHS IO PACCEKPEUYMBAHUIO APXUBHBIX JIOKYMEHTOB.
[TonoxeHue 0 KOMHCCHH U MEPCOHABHBINA COCTaB YTBEPKIAAIOTCA: B (hefepaibHOM
rOCyapCTBEHHOM apXHBE - PyKOBOAUTENIEM; B apxuBe cyObekTa Poccuiickoit
denepanuu - pyKOBOJIUTENEM YIIOJTHOMOYEHHOTO OpPraHa UCIIOJIHUTEIBHON BIIACTH
cyonekra Poccuiickoit deneparnuu B chepe apxuBHoro Aena. Komuccus
OCYIIECTBIISIET pa0OTy B IJIAHOBOM TOPSIIKE, & TAK)KE B CBSI3U C OOpAIICHUSIMU
IIOJIb30BATEIIEH.

Pemenne koMruccuu BCTyNaeT B CUITY TTOCIIC YTBEP)KICHHS PYKOBOAUTEIICM apXHBa.
Ha ocHoBaHMM perneHns KOMHUCCHU 0(OPMIISICTCS aKT O PaCCEKPEUYMBAHUH apXHUBHBIX
JIOKYMEHTOB (CcM. M. 3.7.7.), KOTOpPbIH COTIACOBBIBAETCA C TOCY/1apCTBEHHBIM
OpraHOM WJIM OpTaHU3aIMeH, HaJeIUBIITUMHU apXUB COOTBETCTBYIOIITUMU
MTOJTHOMOYHSIMHU.



3anpochl MMOIb30BATENEH O PACCEKPEUMBAHUM APXUBHBIX JOKYMEHTOB
paccMaTpUBaIOTCS ApXUBOM B YCTAHOBJIEHHBIN 3aKOHOJATENLCTBOM CpOK. Eciu
apXuB HE MMOJIHOMOYEH PacCEKPEeUnBATh 3aMpallliBaeMble CBEJICHHUSI, OH B MECSIYHBIM
CPOK C MOMEHTA MOCTYIJICHUS 3apoca HapaBJIsieT €r0 B COOTBETCTBYIOLIUHN
roCyAapCTBEHHBINA OpraH, MOJIHOMOYHBIN paccMaTpuBaTh BOMPOC 00 UX
paccekpeunBaHuu, Wik B MexsenoMcTBeHHY10 komuccuio (MBK) no 3amure
roCyapCTBEHHOW TallHbI MJIM B MEKBEJIOMCTBEHHYIO SKCIIEPTHYIO KOMHCCHIO,
JEHUCTBYIONTYIO B cyObekTe Poccmiickoit deneparuu, 0 4eM yBEIOMIISET
M0JI30BATESI, HAPABUBIIIETO 3aIPOC.

ApXHB IIPEIOCTABISET JJI U3YUEHUS U OpTraHU3alMK PACCEKPEUYMBAHUS YIeHaM
HKCIIEPTHBIX KOMUCCUM, CO3JJAHHBIX B OpraHU3aIlHsIX, PYKOBOJIUTEIN KOTOPBIX
HAJICJICHbI TTOJIHOMOYHUSIMH 110 OTHECEHUIO CBEJICHUN K TOCYJapCTBEHHOM TaiiHe,
YJIeHaM SKCHEPTHBIX rpyii, chopmupoBanHbix MBK mo 3amurte rocygapcTBeHHON
TalHbI, a TAKKE YJICHAM UHBIX KOMUCCUM, TTOJITHOMOYHBIX PACCEKPEUNBATH
JIOKYMEHTBI TUKBUAUPOBAHHBIX OpTraHU3aliil, HE UMEIOIINX MMPABOIPEEMHHUKOB,
apXUBHBIE JOKYMEHTHI WJIM apXUBHBIE KOMUH, & TAK)KE HEOOXOAUMYIO HH(POPMAIHUIO.

CrnpaBo4HO-NIOMCKOBBIE CPEACTBA (HAYYHO-CIIPABOYHbIN aNNapar) K apXUBHbIM
AOKYMEHTaM

5.3. Jlnst obecrieueHus JOCTyIa K apXUBHBIM JIOKYMEHTaM apXHB MPEIOCTaBISET
M0JI30BATEIIO CIIPABOYHO-TIOUCKOBBIEC CPEICTBA K HUM (COBOKYITHOCTh OMTUCaHUIN
apXUBHBIX JIOKYMEHTOB, IIPEICTABIICHHBIX B ApXUBHBIX CIIPABOYHHKAX,
MpeTHA3HAYCHHBIX JIJIS TIOMCKA apXUBHBIX JOKYMEHTOB M COACPIKAIICIHCS B HUX
JIOKyMEHTHOUW MH(pOPMAIIUHN).

5.3.1. Komriekc B3aMMOCBSI3aHHBIX U B3aUMOJIOTIOJIHIEMbIX, CO37/aBA€MbIX Ha
eIMHON HAy4YHO-METOAMYECKOM OCHOBE apXUBHBIX CIIPABOYHUKOB O COCTaBE U
COJIep >KaHUH apXUBHBIX JOKYMEHTOB (CHCTEMa HAyYHO-CIPABOYHOTO anrmapara
(HCA) apxuBa) BKJItOYaeT 00s3aTeNbHbIE JIs1 BEJICHUS B ApXUBE apXUBHbBIC
CIIPABOYHUKH (OMHUCH €I, JOKYMEHTOB; MyTEBOUTENb; CUCTEMATHYECKUN KAaTaJIoT)
U JIOTIOJTHUTEIIbHBIE apXUBHBIC CITPABOYHUKH (yKa3aTelb; 0030D).

B apxuBe Benercs aHanu3 u yuet coctossHus cucrembl HCA apxuBa Ha OyMakHOM
HocuTelne (kypHai no yuery cocrosinusg HCA, kapToreka) u/uiu B
aBTOMATU3UPOBAHHOM PEXKUME.

Oﬁmne Tp@ﬁOBaHHﬂ K OIIHCAHUI0 APXHBHBIX TOKYMCHTOB

5.4. Onucanue apXuMBHBIX IOKYMEHTOB (CO3/1aHre HH(POPMALIUU TSl ApXUBHBIX
CIIPABOYHHMKOB) MPOBOJIUTCS HA TPEX YPOBHSIX: apXUBHBIM QPOH[I, €AMHUIIA
XpaHEHUs/€IMHUIIA yUeTa, apXUBHBINA JOKyMeHT. [Ipu He0OX0AMMOCTH OnucaHue
MO’KET IPOBOJAUTHCSA MO TPyNIaM apXUBHBIX (POHIOB, FPyIIaM €IUHUI
XpaHEHUs/€IMHUI] yueTa, KOMIUIEKTaM, TpYIaM apXUBHBIX JOKYMEHTOB, YaCTH
apXMBHOTO JJOKYMEHTA.



Onucanue apXUBHBIX IOKYMEHTOB IIPOBOJIUTCS HA TOCYJAPCTBEHHOM SI3bIKE
Poccuiickon denepauny U MOKET TOMOJIHUTEIBHO MPOBOJIUTCA Ha A3bIKAX
cyonexToB Poccuiickoit denepannu u si3pIkaX MEHBITHHCTB.

OCHOBOI1 apXMBHOT'O CIIPABOYHHUKA SIBJISIETCS OMMCATENIbHAS CTAThsI, COCTOSIIIAS U3
CIIETYIOIINX 0053aTENbHBIX 3JIEMEHTOB: CBEACHUN, HACHTU(DULIIUPYIOLIUX
uHbopMaInio (Ha3BaHUE U CIIPABOYHBIC JaHHBIE apXUBHOTO (DOH/IA, €AUHUIIBI
XpaHEHUs/€IMHUIIBI YUeTa, apXUBHOTO TIOKYMEHTA); CBEJICHHUI O COCTaBe
COJIep>KaHUU HHPOPMAIINH; CBEICHUI 00 YCIOBHSX JOCTYIA U YCIOBHSIX
UCIT0JIb30BaHUs MH(OpMALMK; CBEICHUI NTO HCTOPUHU apXUBHOTO (hoHa (7151 YPOBHS
apxuBHOTO (poHAA).

[Tpr HEOOXOIUMOCTH B OTIMCATEIHHYIO CTATHIO BKIIFOUAIOTCS JOTIOJTHUTEIHHBIC
CBEJICHUS O MECTOHAXOK/ICHUY OPUTHHAJIOB; O HAJTMYHH apXUBHBIX JOKYMEHTOB
dbonm000pazoBaTess B COCTABE APYTUX ApXUBHBIX (DOHIIOB U MECTaX UX XPAHEHUS,
oubnuorpadus u ap.

5.4.1. OnucarenpHas CTaThs APXUBHOTO CIPABOYHUKA HA YPOBHE apXUBHOTO (hoHa
BKJIIOYAET: Ha3BaHUE apXuBHOTO GoHaa (cM. 3.5.3.), cipaBOYHBIC JAHHBIE O HEM,
HCTOPUYECKYIO CIIPaBKY K (POHTY, aHHOTAIIUIO O COCTaBE U COJIEPKAaHUH apXUBHBIX
JIOKYMEHTOB, HHPOPMAIIUIO 00 YCIOBUAX JAOCTYyNa U UCTIOIb30BaHMS,
oubimorpaduio.

5.4.1.1. CinpaBouHbl€e JaHHbIE 00 apXUBHOM (POHJI€ COCTOAT U3 JIEMEHTA APXUBHOTO
mudpa (Homepa Gpona); 00beMa apxXuBHOTO (POH/IA B €AMHULIAX XPAHEHUS U/UITU
eIMHUIIAX y4eTa MO BUJIaM JOKYMEHTAINH; KpalHUX JaT apXUBHBIX IOKYMEHTOB IO
Ka)XJIOMY BUY TOKYMEHTALUU; [IEPEUHSI UMEIOUIEToCsl BHYTPU(POHIOBOTO HAYYHO-
CIPaBOYHOIO anmapara.

5.4.1.2. Mcropuueckas cripaBka K GOHAY COCTOUT U3 UHPOpPMALIUU MO UCTOPUHU
dbonm000pazoBaTeNs U UCTOPUH APXUBHOTO (HOH/A.

Ceenenust o ucrtopuu (poHI000pa3z0BaTENS BKIIOUYAIOT: 1aThl €r0 00pa30BaHuUs,
NIePEeMMEHOBAHUS, PEOPTaHU3AIINH, JIMKBUIAIINN, BEJOMCTBEHHYIO TPUHAIJICKHOCTD,
CTPYKTYpPY U (DYHKIIMH, Ha3BaHUS OpTraHU3aIMU-TIPEIIIECTBEHHNUKA U
npaBonpeemHanka. CBenenus o GoHI000pa3oBaTesie apXuBHOTO (POH/IA TUIHOTO
MIPOUCXOKICHUS BKJIFOYAIOT €ro KpaTkue ouorpaduueckue nanupie (haMuius, ums,
OTYECTBO, TICEBJOHUM, JIEBUUbs (DaMIIIHsI, TAThI )KU3HU, PO ECcCus, TaHHBIC O
CITy’keOHOMW 1 00IIeCTBEHHOM AesTeNbHOCTH). [ apxuBHOTO OHIA CeMbHU, poJa
aHAJIOTUYHBIC CBEJICHUS JAIOTCS O KaXKIOM U3 POACTBEHHUKOB. JIJIsi 00hETMHEHHOTO
apXWBHOTO (POHJA COCTABIISIETCS OOIIasi HCTOPUYECKask CIIpaBKa.

CBeneHust M0 UCTOPUU APXUBHOTO (POH]Ia BKITFOYAIOT JATY €ro MOCTYIJICHUS B apXHUB,
0o0BeM U KpaliHue JaThl apXUBHBIX JOKYMEHTOB, CTEIIEHb X COXPAHHOCTH;
0COOCHHOCTH (POPMHPOBAHUS, OITUCAHUS M CUCTEMAaTH3allUuK; HHGOPMAIIUIO 00
M3MEHEHHX B COCTaBe M 00beMe apXUBHOTO (POH/IA M X MIPUUMHAX, O HATMYUH



apXUBHBIX JTOKYMEHTOB JPYTUX OpTaHu3auuid win auil (GOHI0BbIE BKIIOUYEHHUS); O
COCTaBE HAYYHO-CIPABOYHOTO anmapara K apxuBHomy pouay. s apxuBHOM
KOJUIEKIIMM YKa3bIBAIOTCS CBEJICHUS O BPEMEHHU, YCIIOBHSX, IPUUUHAX €€ CO3TAHUS;
npUHIIMIAaX GOPMUPOBAHUS; MECTOHAXOXKACHUHN KOJIJIEKIIMH JI0 OCTYIUICHHS B
apXuB; COCTABUTEJIE.

Hcropuueckas ciipaBka K POHTY KOPPEKTUPYETCS PU U3MEHEHUU 00heMa
apXWBHOTO (POHIA, a TAKKE B CIIydae peopraHu3aIii, U3MEHEHHUS CTPYKTYPHI,
byukiui hoHmooOpazoBaTess U T.I1.

5.4.1.3. AHHOTaIUs O COCTAaBE U COMEP)KAHNN APXUBHBIX JOKYMEHTOB apXUBHOTO
¢doH1a BKITIOYAET KPATKyI0 0000IIEHHYIO XapaKTePUCTHKY ITUX IOKYMEHTOB TI0
BUJIaM M UX COZCPKaHUS 110 TeMaM, OTPaKArOIIUM HaIIPaBJICHHUS ACSITEIbHOCTH
dbongo00pazoBaTes, C yKa3aHUEM XPOHOJOTUM TEM U 0003HAYCHUEM UX
reorpagu4eckux (aAMUHUCTPATUBHO-TEPPUTOPUATILHBIX ) TPAHHUIL.

5.4.1.4. YcnoBus 1ocTyna K apXMBHBIM JIOKYMEHTaM apXUBHOTO (oHAA U UX
WCTIOJIb30BAHUS BKIIFOYAKOT CBEIICHUS O HAJIMYMU APXUBHBIX JIOKYMEHTOB, JOCTYII K
KOTOPBIM U MOPSJIOK UX UCIIOJIb30BaHUSI OTPAaHUYECHBI 3aKOHOIaTEIbCTBOM
Poccuiickoit @eneparuu unu GoH000pa3oBaTesieM, a TakKe CBEJICHUS O HATMYUU
MOVTMHHUKOB 0CO00 IIEHHBIX IOKYMEHTOB, B TOM YHCJI€ YHUKAJIbHBIX JIOKYMEHTOB, 1
TOKyMeHTOB ApxuBHOTO (hoHsa Poccuiickoii denepanium, HAXOAAITUXCS B
HEYJOBJIETBOPUTEIHLHOM (PU3NYECKOM COCTOSHUU; O HAMUYHUH (OH/A TTOJIH30BAHMUS.

5.4.1.5. bubnuorpadus k apxuBHOMY (HOHIY BKJIHOYAET CIUCOK OIMyOJIMKOBAaHHBIX
CIPABOYHHUKOB MO JaHHOMY (DOHIY U MOGOHAOBBIX TOKYMEHTAIbHBIX IyOIUKALIHA,
BBITIOJIHEHHBIX HAa €r0 OCHOBE.

5.4.2. OnucarenbHas CTaThs ApXUBHOTO CIIPABOYHUKA HA YPOBHE €IMHUIIBI
XpaHEHUSI/€AMHUIBI YUE€Ta BKIIOYAET: OPSAIKOBBIA HOMED €IUHULIBI
XpaHEHUsI/€AMHUIBI YU€Ta; CTAPbIil HHBEHTAPHBIA HOMED; 3ar0JIOBOK €IMHMIIbI
XpaHEeHMsI/€AMHUIBI YU€Ta; CIIPABOYHBIEC JAaHHBIE O HEH; yKa3aHHEe Ha
MOJIMHHOCTB/KOMUUHOCTD, BUI HOCUTENS (MJIH CITOCO0 BOCIIPOU3BEICHHUS ), SA3BIK,
BHEILIHUE OCOOEHHOCTH, YCJIOBHS IOCTYINA U UCTIOJIb30BaHUS APXUBHBIX JOKYMEHTOB.
OnucatenbHas CTaThsl TPU HEOOXOUMOCTH JIOMOJIHAETCS HA3BAHUEM apXUBHOTO
dboHAa U ero CTPYKTYpHOH YacTh (OMHUCH JIeT, TOKYMEHTOB), aHHOTALUEH OTAEIbHbIX
aApXUBHBIX IOKYMEHTOB WJIM MX TPy JAHHOW €UHULBI XPaHEHUS/€UHULBI yUeTa.

5.4.2.1. 3arosioBOK €IMHUIIBI XPAHECHHS YIIPABICHYECKON JOKYMEHTALINH, €MHUIIBI
XpaHEHUs apXUBHBIX JOKYMEHTOB JIMYHOTO MPOUCXOKICHUS BKIIFOYAET:
HaUMEHOBAHUE BUAa apXUBHBIX JJOKYMEHTOB; aBTOPa(OB) apXHUBHBIX JOKYMEHTAa(OB);
aapecaTa(oB) WJIM KOPPECIIOHIEHTA(0B), KOTOPHIM HaIpaBJIE€HbI WJIH OT KOTOPBIX
MOJTyY€HbI JOKYMEHTHI; BOIIPOC WM MPEAMET, Ha3BaHUs COOBITHS, (haKTa,
MECTHOCTH, (paMUJIUY ¥ MHUIMAJIOB JIUIIA, K KOTOPBIM OTHOCUTCSI COJIEPIKAHUE
YKa3aHHBIX JOKYMEHTOB; JIaThl COOBITUI. B ciiydae oTCyTCTBUSI HEOOXOAUMBIX



CBEJCHMI B 3ar0JIOBOK BKJIIOYAETCS MOSICHSIONIAs HHPOpMaIus: "aBTop He
YCTaHOBJIEH".

3aroJ0BOK €IMHUIIBI YUETa KHHOBUAEOJOKYMEHTA BKIIOYAET aBTOPCKOE HAa3BaHUE
¢unbpMa, CreNBBITYCKa, KUHOXKYPHAJIa WM Ha3BaHUE COOBITHSA, OTPAXKEHHOTO B
KUHO- UJIN TEJIECIOXKETE, AaTy MPOU3BOACTBA U/UJIH IaTy CheMKHU, GaMUINU U
WHUIIMAJIOB peKuccepa U/ i oneparopa CbeMKHU.

3aroyioBOK €IMHUILIBI yyeTa (OHOIOKYMEHTa BKIIIOYAET Ha3BaHUE U KaHP
($hOoHOOKYMEHTa, Ha3BaHUE, MECTO U JaTy OTPaKEHHOTO coObITUs. [Ipn oTcyTCTBUM
Ha3BaHUA (POHOIOKYMEHTA yKa3bIBAETCSI OCHOBHOE COJIEpIKaHUE Telle- HITH
paauonepenadn, BbICTYIUICHUS, Oece bl U Ap. 3arojoBOK €IMHULIBI yyeTa
($hOHOIOKYMEHTA, COACPIKAIIETO 3aMMCh IPOU3BEICHUS JINTEPATYPHI K HCKYCCTBA,
BKJIFOYAET Ha3BaHUE MTPOM3BEICHUS 1 €0 KaHp, IEPBYIO CTPOKY TEKCTa, KOTOpast
3aKJTF0YACTCS B KaBBIYKH, €CITM (POHOJJOKYMEHTOM SIBJISIETCS HE MMEIOIIEe aBTOPCKOTO
Ha3BaHUS U HE OMMyOJIMKOBAHHOE paHee Mpou3BeaeHue; (haMIIIUU U MHUITHAITBI
aBTOPOB W/WJIM UCIIOJHUTENEH KaK caMOro MpOU3BeICHUs], TaK U €ro 00paboToK,
NIePEJIOKEHUH, TIEPEBOJIOB; S3bIK (POHOJOKYMEHTA.

3aroJjioBoK CANHHIIBI XPaHCHUA (bOTOI[OKYMGHTa BKJIIOYACT OITMCAaHUC I/I306pa)KeHI/ISI
HNJIN Ha3BaHUC (1)OTOEU'II:6OM3, cnaﬁna, HCTraTHuBAa, (1)aMI/IJ'II/II-O N MHUIIUAJIBI aBTOpPA,
MCCTO U AaTy CbCMKH.

5.4.2.2. CHpaBO‘{HBIe JaHHBIC O CAMHUIIC XpaHeHI/IH/GIII/IHI/IHe y4ucTa COCTOAT U3:

AJIEMEHTOB apXUBHOTO IH(pa (HoMepa GoH/1a; HOMEpa OMUCH Jell,
JIOKYMEHTOB; HOMEpa €AMHUITLI XPAHCHS/CAUHUIIBI YIETA);

o0beMa eTUHUIIBI XpPaHEHUS/CAMHNLIBI YUeTa: JJIsl apXUBHBIX JOKYMEHTOB Ha
OyMa)KHO! OCHOBE - KOJIMYECTBO JUCTOB; /111 KHHOBH1€0()OHOIOKYMEHTOB (B
3aBHCHMOCTH OT BH/Ia) - KOJTMYECTBO €IWHUI] XPAaHEHHsI B €IUHUIIE YUeTa WU
eIMHUIL yYeTa B €IMHUIIE XPAHCHUS, METPaX, XPOHOMETPAXK, BPEMS 3BYHUaHHUS
(B MUHYTaX U CeKyHAax); JUisl OTOJOKYMEHTOB - KOJTUYECTBO HETATUBOB,
COCTABJISIOLIMX €AUHUILY XpaHEHHUSI; 17151 POTOATILOOMOB - KOJIUYECTBO
(hOTOOTIEUATKOB;

KpaﬁHHX JAaT apXUBHBIX JOKYMCHTOB; OJId ayANOBU3YyaJIbHbBIX TOKYMCHTOB -
AAaThI 3aIIMCHU WJIHN IICPC3alluCH.

5.4.2.3. B xauecTBe BUJ0B MaTepHUAILHOTO HOCUTEIIS SIMHUIIBI XpaHCHU /S TMHULIBI
ydeTa MPpH ONMCAHUH YKa3bIBAIOTCS:

JUJIsL YIIPABJIEHYECKON JOKYMEHTALIMU U APXUBHBIX JIOKYMEHTOB JIMYHOTO
MIPOUCXOXKICHUS - Oymara, KajbKa, mepramet, u T.1.;

1151 (QOHOJOKYMEHTOB IpaMMO(OHHOMN 3alTUCH - MaTepUall HOCUTEIS;



U1 (POHOTOKYMEHTOB MarHUTHOM 3alMCH - TUIl MATHUTHOM JIEHTHI,
JUISl BUACOJJOKYMEHTOB - (JOpMaT 3aImucH;
U1 (POTO- M KHHOJIOKYMEHTOB - JOpMaT U OCHOBA IJIEHKH, LIBETONIEPEAYA;

I QJICKTPOHHBIX TOKYMCHTOB - KOMITAKT-AHNCK W/ ﬂpyroﬁ COBpCMeHHHﬁ
HOCHUTCIIb.

5.4.2.4. YcnoBus A0CTyIA K €AMHHUIIAM XPaHEHUS/CIUHHUIIAM y4eTa U X
MCIMOJIb30BaHU BKIIFOYAIOT CBEAECHUS O HAJTMYMU APXUBHBIX TOKYMEHTOB, JOCTYM K
KOTOPBIM M MOPSIAOK UX UCTOJIb30BAaHUSI OTPAHUYEHBI 3aKOHOIATEIbCTBOM
Poccutiickoit @eaepanuu unu GoHA000pa3oBaTesieM, a TAK)Ke CBEICHUS 0 HATMIUN
MOJTMHHUKOB 0CO00 IEHHBIX JJOKYMEHTOB, B TOM YHCJIE€ YHUKAJIBHBIX TOKYMEHTOB, U
TOKyMeHTOB ApxuBHOTO (hoHsa Poccuiickoii denepanium, HAXOAAITUXCS B
HEYIOBJIETBOPUTEIILHOM (DU3UYECKOM COCTOSTHUU; CBEJICHUS O HAIUYUKU (HoHAa
MOJIb30BAHUS; O SI3bIKE U BHEIIHUX OCOOCHHOCTSAX apXUBHBIX JIOKYMEHTOB; O
Hannuuu HCA x enquHuLe XpaHEeHUs/€ITMHULIE YUeTa.

5.4.3. OnucarenpHas CTaThsd ApXUBHOTO CIIPABOYHUKA HA YPOBHE apXUBHOTO
JOKYMEHTA BKJIIOYAET: 3ar0JI0BOK; CIIPABOYHBIE JAHHBIE O HEM; YKa3aHUE HA
MOJIMHHOCTB/KOMMUHOCTD; BUJl HOCUTEIIA (MM CIIOCOO BOCIIPOU3BENICHNS ); YCIOBHUS
JOCTYIIA ¥ UCIIOJI30BAHUS.

5.4.3.1. 3aroyioBOK apXMBHOTO JJOKYMEHTA BKIJIFOYAET: HAUMEHOBAHUE BUA
apXMBHOTO JOKYMEHTa; aBTOpa; aJpecaTa Wik KOPPECHOHIEHTa, KOTOPOMY
HaIpaBJIeH WA OT KOTOPOro MOJyY€H JOKYMEHT; BOIPOC WIH MPEAMET, COOBITHE,
(bakT, 110, Ha3BaHUE MECTHOCTH, K KOTOPBIM OTHOCHUTCS COJIEp)KaHUE YKa3aHHOTO
JOKyMEHTA; AaTy coObITus. B ciyyae oTCyTCTBHSI HEOOXOUMBIX CBEICHUM B
3aroJIOBOK BKJIFOYAETCS MOsICHSIoIAs nH(popmanus: "aBTop HE ycTaHoBIeH", "0e3
natel”. [Ipu HEOOXOAMMOCTH 3ar0JIOBOK JIOTOJTHSAETCS] aHHOTAI[Me!, pacKphIBaroIIei
HE OTPAXEHHOE B 3ar0JIOBKE COAECPKAHUE JAHHOTO TOKYMEHTA.

5.4.3.2. CpaBouHbIe TaHHBIE 00 apXUBHOM JIOKYMEHTE COCTOAT U3 DJIEMEHTOB
apxuBHOTrO mudpa (HoMepa GhoHIa; HOMEpa OMUCH e, TOKYMEHTOB; HOMEpa
€AUHULIBI XpaHEHUS/€IMHUITBI YUeTa; HOMEPOB JIUCTOB); 00beMa (KOJUYecTBa

JIMCTOB) apXUBHOTO JIOKYMEHTA; IaThl €TO CO3/IaHMUS.

5.4.3.3. YcnoBus AoCTyna K apXUBHOMY JIOKYMEHTY U UCITOJIb30BAHUS BKIIFOYAIOT
CBEJICHHS O HAIMYUK OTPAaHUYEHUN Ha JOCTYN U OTPAHUYEHUM 110 UCIIOJIb30BaHUIO,
YCTaHOBJIEHHBIX 3aKOHOIATENLCTBOM Poccuiickoit denepannu uinm
dbonm000pazoBaTesieM, a Takyke 00 OTHECEHUH €T0 K YUCITY 0CO00 IIEHHBIX
JIOKYMEHTOB, B TOM YHCJI€ YHUKAIbHBIX TOKYMEHTOB, WJIH JIOKYMEHTOB APXUBHOTO
donma Poccuiickoit deneparu, HAXOASAIMIMXCA B HEYOBICTBOPUTEITHHOM
(U3UYECKOM COCTOSTHUU; CBEJICHUS O HAIMYUU (OH/IA TTOJIH30BAHUS;, O S3BIKE U



BHEITHUX OCOOCHHOCTSIX apXMBHOTO JTOKYMEHTA; O BKIIOYCHUH HH(OPMALIUK O HEM B
cuctemy HCA.

5.5. Ilpu coznanun HCA apxuB yduThIBaeT HE TOJILKO 00IIHME TPEOOBAHUS K
COCTaBJICHUIO OMMUCATEIbHBIX CTAaTEH apXUBHBIX CIPABOYHUKOB, HO U OCOOCHHOCTH
MOATOTOBKY UX Ka)KJIOTO TUIIA U BUAA.

Onuce aes1, JOKYyMEHTOB

5.5.1. Onuch nen, TOKyMEHTOB (apXUBHBIN CIPaBOYHUK, TPEAHA3HAYCHHBINA JJ1s
PaCKpBITUS COCTaBa U COJCPKAHUS €IUHUI XPAaHEHHSI/€AMHHULL yueTa, 3aKpeTICHUs
UX BHYTpU(OHIOBOM CHCTEeMAaTU3alUU U y4yeTa; npuinoxenust Ne 7 - 8) cocTout u3
OMMCATENIbHBIX CTaTeH €UHUI] XpaHECHUS/€TUHUIT y4eTa (CM. 1. 6.4.2.), UTOTOBOU
3anucH (cM. 1. 3.5.6), nucra-3aBeputenis (npusoxeHue Ne 3) U cripaBoYHOTO
amnmapara K OIHUCH.

B cripaBouHbIii annapat onucu Aell, JOKYMEHTOB BXOJAT: TUTYJIbHBIN JIUCT;
coJiepkaHue (OryaBiIeHHE), IPEIUCIOBUE; CIIMCOK COKPAILlEHUH; TIEPEBOAHbBIE
TaOJIMILIBI APXUBHBIX IHQPPOB (B cyyae nepepadOTKU OMKCH); YKA3aTENH.

Ha tutynpHOM nuCTE OnUCH A€, TOKYMEHTOB TOMEMIAIOTCS: TTOJIHOE HA3BAHUE
apXuBa, Ha3BaHUE U HOMEP apXHUBHOTO (POH]Ia, HOMEP U HA3BAHUE OMKCH, KpaliHHE
J1aThl BHECEHHBIX B OIUCh APXUBHBIX JOKYMEHTOB.

[IpenucrnoBue cocTaBisieTcs JIMOO K KaKIOUW OMUCH Je, TOKYMEHTOB, THOO 00111ee
KO BCEM OMUCSM apXUBHOTO (poHIa. B mpeancioBun KpaTko U3IararoTcst ICTOPUS
dbong000pazoBaTess U apXUBHOTO (DOHJIA; AHHOTAITUSI COCTABA U COJICPKAHUS
apXUBHBIX JIOKYMEHTOB (C BBIJICJICHUEM HAaNO0O0JIee TUITUIHBIX TPYIIT STUHUIL
XpaHCHUS/SAMHUI] yUeTa 110 UX BUJAM U pa3sHOBUIAHOCTSM, IO COJICPKAHUIO); COCTAB
CIIPaBOYHOTO ammapara K ormucu. [Ipu cocTaBieHHH OTACIBHBIX MPEIUCIOBHH K
KaKIOM ONUCH apXUBHOTO (JOH]Ia BCE OOIINE JaHHBIC 110 UCTOPUHN
dhoHI000pa30BaTENS U UCTOPUS APXUBHOTO (hOH/IA TIOMEIIAIOTCS B MPEAUCIOBUHA K
TIEPBOU OIUCH JIEN, TOKYMEHTOB.

[Tpu HEOOXOIMMOCTH K OTIUCH JIeJT, JOKYMEHTOB COCTABJISIOTCS OOIINE U
CIICLIMAJIbHBIC YKA3aTEIU.

5.5.1.1. ApxuB B HEOOXOAMMBIX CITy4asiX OPraHU3yeT YCOBEPILICHCTBOBAHUE U
nepepaboTKy onucei e, JTOKyMEHTOB.

Y coBepIIeHCTBOBAaHUE OMUCH JIEN, TOKYMEHTOB - KOMIUIEKC pa0OT MO TOBBIIICHUIO
WH()OPMATUBHOCTH OIKUCH: YTOUHECHUIO 3aT0JIOBKOB €IMHUIL XPaHCHUSI/CTUHUI] yIeTa
(6€3 u3MeHeHUs X CUCTEMAaTH3aIuH ), COCTaBJICHUIO HEOOXOAUMOTO CIIPABOYHOIO
amnmapara K OIHUCH.



[lepepaboTka onucu €1, JOKYMEHTOB - COCTaBJICHNE HOBOM OMMCH B3aMEH CTapol,
HE OTBeyaroule TpeOOBaHUAM IIOUCKA U yueTa apXUBHBIX T0KyMEeHTOB. IlepepaboTka
OIKCH BKJIIOYAET: U3YyUEHHUE €IMHUL] XPAHEHUS/€IMHUL] YUETa C IPOBEACHUEM
HKCIIEPTU3BI UX LIEHHOCTH, YTOUHEHHUEM UX (DOHAOBOM NPUHAIIEKHOCTH; YTOUHEHUE
VI COCTABJIEHUE 3ar0JI0BKOB €IMHUL] XPAaHEHUS/€IUHUL] YUETa; OIPEICICHUE UITH
YTOYHEHHE UX KpaWHUX J1aT, IEPECUCTEMATU3ALNIO €IUHUL] XPAaHEHUS/€TUHUL] YUeTa
10 HOBOM CXeMe CHUCTEMATU3aluU U COCTABJIEHNE HEOOXOAMMOIO CIIPABOYHOTO
anmnapara k onucu. [Ipu nepepaboTke onucu COCTaBIIAETCS NEPEBOAHAS TAOIULIA
CTapbIX M HOBBIX apXUBHBIX MH(PPOB €AMHUIL XPAHEHUS/CIMHHI] yUETa.
YHHUUTOXKEHUE CTapbIX OMUCEH Aell, JOKYMEHTOB MOCIe UX nepepaboTKu
3anpemaercs. CTapble ONUMCH YYUTHIBAIOTCS 110 HOBBIM OIUCAM Ha MPaBax
OTJIEIbHBIX €AUHUL XPAHEHUS U TOMEIIAIOTCS B KOHIIE HOBOM OIKCH 3a MOCIEAHUM
HOMEPOM II0JI CBOMM 3aroJ0BKOM U ¢ OTMETKOM "Onuck nepecocrapiieHa. CM. on.Ne

n
IIyreBoaurenu

5.5.2. [lyreBonutens (apXUBHBIN CIIPABOYHUK, COJEPKAILUN CBEJIEHUS 00 apXUBHBIX
dboHax apxuBa (aQpXMBOB) B CUCTEMATU3UPOBAHHOM BUJIE U NIPEAHA3HAUYCHHBIN JJIs1
O3HAKOMJIEHUS MTOJIb30BATEINSI C UX COCTABOM U COAEPKAHUEM) COCTOUT U3
OIMKCATENIbHBIX CTaTel Ha ypOBHE apXuBHOTO GoHaa (cM. 1. 5.4.1.) u cripaBOYHOTO
anrapara.

Bunamu nmyTeBoAUTENS SABIAIOTCS MyTEBOIUTEND IO (POHIAM apXuBa (apXHUBOB);
KpaTKHI CipaBOYHUK 1O (POHAAM apXuBa (ApXUBOB); TEMATUYECKUN TyTEBOAUTEIb
no ¢onnam apxuBa (apxuBoB). [lyTeBoguTenn noapas3AesaoTCs TaKKe Ha apXUBHbIE
(BHYTpHAapXUBHbBIE) U MEKAPXUBHBIE.

BI/II[ IMyTCBOAUTCIIA U CXEMaA ITOCTPOCHUS OMPCACIIACTCA €0 ICJIICBbIM HA3HAYCHHUCM.

5.5.2.1. OcHOBHas 4acTh MmyTeBOAUTEINS 1O (OHAAM apXuBa (aApXHUBOB) COCTOUT U3
OMHCATENIbHBIX CTaTel apXUBHBIX (DOHAOB UM TPYMN apXUBHBIX POHI0B. B
MyTEBOJAUTENb 1O POHIaM apXuBa (apXUBOB) JIOJKHBI BKIIFOUATHCS CBEACHUS O BCEX
OTKPBITHIX apXUBHBIX (oHAaX. HekoTopbie apxuBHbIE (DOHIABI MOTYT OBITH
IPEJICTaBJICHbI B BUJIE CIIMCKA HEAHHOTUPYEMBIX apXUBHBIX (DOHJIOB.

5.5.2.2. OcHOBHas 4acTh KPaTKOTO CIPaBOYHHUKA 1O (HOHAaM apXxuBa (apXUBOB)
COCTOWT U3 CUCTEMATU3UPOBAHHOTO MEPEYHS OMHUCATEIbHBIX CTaTel Ha apXUBHbBIC
(GbOoHABI WK TPYIIIBI APXKUBHBIX (POHJIOB.

Kpatkue cripaBOYHUKH MTOAPA3ACIIIOTCS Ha aHHOTHPOBAHHBIC M HCAHHOTHPOBAHHBIC.
OnucarenpHas CTaThsl B aHHOTUPOBAHHOM KPAaTKOM CITPABOYHHKE COCTOUT U3
Ha3BaHUS apXUBHOTO (POHJIA CO BCEMU MEpEUMEHOBaHUAMU (HOHI000pa3oBaTes,
CIIPABOYHBIX JAHHBIX 00 apXUBHOM (POHJI€ U KPATKOW aHHOTAIIUU HA apXUBHBIE
JIOKyMEHTBI 3TOTO (oHma. OnucarenbHas CTaThsd B HEAHHOTUPOBAHHOM KPaTKOM
CIIPAaBOYHUKE COCTOUT M3 HAa3BaHUS apXHWBHOTO (POHJIA M CIIPABOYHBIX JAHHBIX O HEM.



5.5.2.3. OcHOBHasl YaCTh TEMAaTUYECKOTO MMyTEBOIUTEINA IO (POHIAM apXHBa
(apXMBOB) COCTOUT U3 CUCTEMATU3UPOBAHHOIO NIEPEYHS ONUCATENBbHBIX CTAaTEH 110
ONPEJEICHHON TeME Ha apXUBHBIEC (DOHJIBI UM UX YACTH.

5.5.2.4. B cnpaBouHbIii annapaT MyTeBOAUTEIS JIIOOOTO BUJIa BXOISAT TUTYIbHBIN
JIHCT, coJiep:kaHue (OryiaBIeHHUE ), IPEIUCIOBUE, CIIMCOK COKPAILIEHUH, TPUIIOKECHHUS,
ykazarenu. K myreBouTelnto coctapisercs ooias oudauorpadus.

B MHOTOTOMHBIX N3JaHUAX HYTCBOHHTGHGﬁ COCTaBJIAICTCA CHpaBO‘IHBIﬁ alirrapar Kak
JJI BCETO U34aHUA B IICJIIOM, TAK U JJIA OTACJIBHBIX TOMOB.

Karajgorn

5.5.3. Karanoru (Mex}oHI0BbIE apXUBHBIE CIIPABOYHUKHU, B KOTOPBIX CBEACHUS O
COJIEP’KaHUU apXUBHBIX (POHJOB, EMHUI] XPAHEHUS/€IMHUL] yU€Ta, apXUBHBIX
JIOKYMEHTOB (WJIM MX YacTell) apXuBa CrpyHIIIHUpPOBaHBI IO MpeAMETaM (Temam,
OTpaciisiM), pacloJIO)KEHHBIM B COOTBETCTBUU C OIPEIEICHHON CXEMOM
KJIacCU(pUKALMHU TOKYMEHTHON MH(POpMaAIK) 00pa3yloT CUCTEMY KaTaJIOrOB apXuBa.
CocTaB cuCTEMBI KaTaJ0r0B apXUBa ONPENEISAETCS COCTABOM U COAEPKAHUEM
ApPXUBHBIX JIOKYMEHTOB; HHTEHCUBHOCTBIO X MCIIOJIb30BAHUS; CTEIIEHBIO
pa3pabOTaHHOCTU apXUBHBIX (POH/IOB; HATMYMEM M KAYECTBOM JIPYTUX TUIIOB
apXMBHBIX CIPAaBOYHUKOB. OCHOBHBIMHU B CUCTEME KATAJIOTOB apXHBa SIBISIOTCS
CUCTEMATUYECKUN U UMEHHOM KaTaJor!.

Karanoru noapasaensroTcss Ha CUCTEMaTHYECKUE, TEMATHYECKUE U UX
Pa3HOBHUJIHOCTH (KaTaJIOT'H 10 UCTOPUH YUPEKIAECHUHN, aIMUHUCTPATUBHO-
TEPPUTOPUAIIBHOTO JIEIEHUS U JIP.), IPEAMETHBIE U X Pa3HOBUAHOCTH (MMEHHOM,
reorpauyeckuii, OObEKTHBIN).

OnucatenbHas CTaThsl KaTajlora BKJIKOYAET: HA3BaHUE apXUBa; UHIEKC; pyOpUKy U
noapyOpHUKY; naTy COOBITUS; MECTO COOBITHS; CBEICHUS U3 APXUBHOTO JOKYMEHTA,
€AMHUIIBI XPAHECHUSI/€AMHUIIBI YU€Ta, apXUBHOTO (poH/Ia (Coep KaHUE); ApXUBHBIN
mu@p; A3bIK JOKYMEHTA B CIIOCO0 €ro BOCIPOU3BEICHMS; (DaMIIIMIO COCTABUTEIIS U
JIaTy COCTABJICHUS OMKCATEIIbHON CTaThU.

I[J'ISI YCTAHOBJICHUA CBA3W MCKAY pa3JCjiaMi KaTajlora Ujin pa3aciioB KaTajaora C
APYTUMHU AapXUBHBIMHA CIIPABOYHHKaAMU IIPUMCHACTCS CUCTCMaA OTCHIJIOK.

Yka3zartein u 0030pbl

5.5.4. Yka3zatenu (apXvBHBIE CIIPABOYHUKH, TIPEICTABIISIONINI cO00M andaBUTHBIN,
CUCTEMATUYCCKUN UJIM COCTABIIEHHBIN MO KAKOMY-THOO HHOMY MPU3HAKY TIEpEeUCHb
Ha3BaHUM (HAMMEHOBAaHMI) MPEIMETOB, YIIOMHUHAEMBIX B apPXUBHBIX IOKYMEHTAX, C
yKa3aHUEM UX apXUBHBIX IU(GPOB) MOAPA3ACIAIOTCS Ha BHYTPU(POHIOBBIE,
MeK(OHI0BbIEC, MEKAPXUBHBIC, a TAKXKE HA TEMAaTUUYECKHUe, IpeaMETHBIE (001Ire U



CHeluaibHbIE), XPOHOJOTnYeCKHe. Pa3HOBUAHOCTAMH NPEIMETHOTO yKa3aTes
SBIISIIOTCS UMEHHOM U reorpaduyecKuil yka3zaTelu.

VYkazarenan MOTyT ObITh CAMOCTOSITEILHBIMU APXUBHBIMU CIIPABOYHUKAMH B CUCTEME
HCA apxuBa Uiy BXOJUTh B COCTAB BCIIOMOTaTEILHOTO CIIPABOYHOIO amnmapara K
JPYTUM THUIIAM apXHUBHBIX CIIPABOYHUKOB.

OmnucarenpHas CTaThs yKazaress JI000ro BUIa COCTOUT U3 MPEAMETHOTO IOHATHUS
(pyOpuKu) 1 apXuBHOTO MM ppa.

B yka3atene npuMeHseTcsl CHCTEMa OTChUIOK JUIsl YCTAHOBJIEHUS CBA3EH MEXIY
TOKJIECTBEHHBIMU NPEIMETHBIMU NOHSTUSMHU.

5.5.5. O030ps! (apXxUBHBIE CPABOYHHUKY, BKIIOYAIOIINE CUCTEMATU3UPOBAHHbBIE
CBEJICHUS O COCTaBE U COACPHKAHUM OTAEIbHBIX KOMIIEKCOB apXUBHBIX JOKYMEHTOB,
JIOTIOJIHEHHBIE UX UCTOYHUKOBETYECKUM aHAJIM30M) MOAPA3IEIAIOTCS Ha 0030pHbI
(OHIOB U TEMAaTUYECKHUE 0030PHI.

O030p (poHIa BKIIFOYAET CUCTEMATU3UPOBAHHBIE CBEJIEHUS O COCTABE U COACPKAHNUU
apXUBHBIX JIOKYMEHTOB OJIHOT'O apXUBHOTO (POHIA.

Temartnueckuil 0030p BKIIOYAET CUCTEMATU3UPOBAHHBIE CBEJICHHS O COCTAaBE U
COJIEP’KaHUU apXUBHBIX JIOKYMEHTOB OJIHOTO WJIM I'PYMIbl apXUBHBIX (POHIOB OJJHOTO
WJIN HECKOJIBKUX apXUBOB IO OMPENEIEHHOMN TEME.

B cnipaBouHblii anmapaT 0030pa BXOJAT TUTYJIbHBIN JIUCT, COIEpkaHuE (OrJIaBICHHE),
MpEeINCIOBUE, CIUCOK COKpaIlleHUi, ykazarenu. K reMarnueckoMy 0030py JTOJKHBI
OBITh COCTaBJIEHBI CITUCOK (POHIOB, HHPOPMALIKS O KOTOPBIX COAEPKUTCS B 0030pe, U
oubnuorpadus rmo Teme od30pa.

ABTomatusupoBannbiii HCA

5.6. ApxuBHbIE CIPABOYHUKH MOTYT BECTHCh B apXMBE B ABTOMATH3UPOBAHHOM
peXIMe, 00ECTICYMBAIONIEM BO3MOKHOCTH OIEPATHBHOTO U MHOTOACIIEKTHOTO
MOVMCKA W TIPEICTABIICHUS TOKYMEHTHOW HH(pOpMauu (B TOM YHCIIC B PEKIME
YAQJIEHHOTO JOCTYTa).

NudopmarmonHoe HanoHeHUe aBToMaTu3npoBanHoro HCA cocrasiser
COJIepKaHKE ONMUCATEBHBIX CTaThell apXUBHBIX CIPABOYHUKOB HA YPOBHE apXUBHOIO
dbonna (cm. . 5.4.1.), eqMHULIBI XpaHEHUS/€AUHUIIBI yueTa (cM. 1. 5.4.2.), apXuBHOTO
TOoKyMeHTa (cM. 1. 5.4.3.), a TaKkKe KITI0UYEBhIE CJIOBA U PYOPUKATOPHI.

O0s13aTenbHBIMU BUJAMU KITFOUEBBIX CIIOB (TEPMUHOB, XapaKTEPU3YIOIIHNX B
0000IIIECHHOM 1 C)KaTOM BHJIE COJISPKaHHUE OIMCATEIIBHBIX CTaThbeH apXHUBHBIX
CIIPAaBOYHHUKOB) MU BeJeHNU aBToMaTtu3upoBaHHoro HCA siBistoTes: ""TemaTuka',



"mepconanmuu”, "reorpadus”. B cmyyae HEOOXOAMMOCTH MOTYT CO3/1aBaThCs JPyTrue
BU/JIbI KITFOYEBBIX CJIOB.

PyOpukaTopsl - cuCTEMaTUYECKUE U TEMATUYECKUE CXEMBI MOHATUN C UHACKCAMU
JUTSI CTPYKTYPHUPOBAHUS U TTOMCKA TOKYMEHTHOW HH(pOpMaIUU B
aproMarn3npoBanHoM HCA.

®opMBbI HCOJIb30BAHUSA APXUBHBIX IOKYMEHTOB

5.7. OcHoBHBIE (DOPMBI UCTIOIB30BAHUS APXUBHBIX JOKYMEHTOB (IIPEAOCTABICHUS
apXUBOM 0€3BO3ME3HO MJIM BO3ME3THO MOJIb30BATEN0 HH(OPMALIMOHHBIX YCIIYT U
WH(OPMAITMOHHBIX TPOAYKTOB JIJISl yIOBJIECTBOPECHHSI €T0 MH(GOPMAITMOHHBIX
MOTPEOHOCTEH ):

I/IH(bOpMaI_[HOHHOG o0OecIieyeHME MOJIb30BaTeNIell B COOTBETCTBUH C UX
3arrpocaMiu, a TaKKC B MHUIMUATUBHOM ITOPAIKE;

NpCa0CTaBJICHHUC aPpXHUBHBIX NOKYMCHTOB I10JIb30BAaTCISIM B YMTAJIbHOM 3aJIC
apXuBa,

DKCIIOHUPOBAHUE aPXUBHBIX TOKYMEHTOB Ha BBICTABKAX;
UCITI0JIb30BAaHUE apXMBHBIX IOKYMEHTOB B CPEACTBAX MACCOBOM MH(OpMAIINH;

poBeIeHHE NHPOPMALIMOHHBIX MEPONIPUATUI (BCTPEY ¢ 00IIECTBEHHOCTHIO,
AKCKYPCHI B apXUBBI, PE3CHTALIAN, THEH OTKPBITBIX ABEPE, JICKIIHH,
JOKJIQJIOB, YCTHBIX KYPHAIOB, KOH(EPEHIINMI, YPOKOB JIJIsl CTYICHTOB U
IIKOJLHUKOB U JP.) C UCIOJIb30BaHUEM APXUBHBIX JOKYMEHTOB;

myOJUKAIHs aQpXUBHBIX TOKYMEHTOB.
5.7.1. 3anpocsl, NOCTYNAOMIUE B apXUBBI, OAPA3ACISIIOTCS Ha!

3aMmpocCkl 0 MPeIOCTaBICHUN HHGOPMAIIMH 110 OTIPEIeTICHHOM MTpolaemMe, Teme,
cOOBITHIO, (aKTy (TeMaTHYECKUE 3aIIPOChl). Pa3HOBUIHOCTHIO TEMAaTHYECKUX
3aMpoCoB SBJSAIOTCS Onorpaduyeckue 3anpockl, Mo KOTOPbIM
YCTaHABJIMBAIOTCS CBEACHUS, HCOOXOIUMBIC NIl U3YUCHUS )KH3HU U
JeSATETbHOCTH KOHKPETHBIX JIHII,

3aMmpoChkl 0 MPEIOCTaBICHUN HHGOPMAITMH, HEOOXOAUMOM JIJIsl yCTAaHOBIICHUS
POJICTBA, POJICTBEHHBIX CBSI3EH JIBYX HIIA 0OOJIee JIUI], UCTOPUHU CEMBH, poja
(reHeayioru4eckue 3amnpochl);

3aIpOCHI, CBSA3aHHBIE C COLMAIBHOM 3aIIUTOMN I'paXkaaH, IIPEeayCMaTPUBAIOLLINAE
UX MEHCUOHHOE 00eCIeYeHue, a TAKKE MOJyYEHUE JIbIOT U KOMIIEHCAlU B
COOTBETCTBUM C 3aKOHOAATENLCTBOM Poccurickon denepanuu u



MeXIyHapOAHBIMH 00si3aTenbcTBamMu Poccuiickoit deaepanuu (3anpocsl
COI[MAILHO-TIPABOBOIO XapaKkTepa).

5.7.2. B nensax Hactosmux [IpaBui uCMONB3yIOTCS CIETYIOIIUE TOHSITUSA:

apXuBHAas CpaBKa - JOKYMEHT apX1Ba, COCTABJICHHBII Ha OJIaHKe apX1Ba,
UMEIOINI IOPUIUIECKYIO CHITY U COAEPKAIINA JOKYMEHTHYIO HH(POPMAIIUIO O
peaMeTe 3ampoca ¢ YKa3aHUeM apXUBHBIX IUGPOB U HOMEPOB JIUCTOB
EAVHUL] XPAHEHHUSI TEX apXUBHBIX JJOKYMEHTOB, HA OCHOBAHUY KOTOPBIX OHA
COCTaBJICHA;

apXMBHAasl KOMUSA - JOCIOBHO BOCIIPOM3BOAAIIASA TEKCT apXUBHOTO JOKYMEHTA
KOIUS, C YKa3aHUEM apXUBHOTO MU(ppa 1 HOMEPOB JIMCTOB €IUHUIIBI
XPaHEHUs, 3aBEPEHHAs] B YCTAHOBJICHHOM IIOPSIKE;

apXWBHasl BBIIKCKA - JIOKYMEHT apXHBa, COCTABJICHHBIN Ha OJaHKE apXUBa,
JIOCJIOBHO BOCIIPOU3BOJISIINN YACTh TEKCTA APXUBHOIO JOKYMEHTA,
OTHOCSIIUICS K OMpeieIeHHOMY (PaKTy, COOBITHIO, JIUILY, C YKa3aHUEM
apXUBHOTO MK(pa U HOMEPOB JTUCTOB €IUHUIIBI XPAaHEHUS,;

MH(OPMAIMOHHOE MMUCHMO - MUChbMO, COCTaBJIECHHOE HA OJIaHKE apXuBa 110
3aMpocy MoJab30BaTENs WIH 10 MHULIMATUBE apXHBa, COAEPIKAILEe
UH(OPMAIUIO O XPaHSAUIUXCS B @pXUBE apXUBHBIX JOKYMEHTAX IO
OIpEIEICHHON Tpo0IeMe, TEME;

TEMaTUYECKUMN NIEPEYEHb aPXUBHBIX JOKYMEHTOB - CUCTEMATU3UPOBAHHBIN
KpaTKUI WM aHHOTUPOBAHHBIN [IEPEYEHb 3ar0JIOBKOB aPXUBHBIX IOKYMEHTOB,
€AVHUI] XpAaHEHUS/€IMHULL yYeTa M0 ONpPEACICHHON TEME, C YKa3aHUEM UX JaT
Y apXMBHBIX MKU(POB, COCTABICHHBIN MO 3aIIPOCY MOJIb30BATENSI HIIU 110
VHHUIMATHBE APXUBA;

TeMaTHU4ecKas o100pKa KO apXUBHBIX IOKYMEHTOB -
CUCTEMATU3UPOBAHHBIA KOMIUIEKT KOTIMA apXUBHBIX JOKYMEHTOB HJIM UX
4acTeH Mo ONPEACIICHHON TEME, MOATOTOBICHHBI apXUBOM II0 3aMPOCY
TI0JIH30BATEIIsI MUIM 110 MHUIIMATUBE apxXuBa. TemaTudeckas moadopka
BKJIFOYAET TUTYJIbHBIN JIUCT, TEMATUYECKUN MIEPEYEHb APXUBHBIX JOKYMEHTOB
U, IPU HEOOXOAMMOCTH, UCTOPUUECKYIO CIIPABKY 10 TEME;

TEMaTUYECKUI 0030p apXUBHBIX JOKYMEHTOB - CM. TI. 5.5.5.

ITopsiaok ucnoJIHEHUs 3alIPOCOB MOJIb30BaTe el

5.8. 3anpoc noJp30BaTeNs PpACCMaTPUBAETCA U UCTIOTHSIETCA ApXUBOM MPU HATMYUHU
B 3aMpOoCce HAUMEHOBAHUS IOPUTUIECKOTO JIHIIA (715 TpaXxaad - pamMuimu, UIMEHU U



OTYECTBA), TOYTOBOTO W/WJIH 3JEKTPOHHOTO aapeca MoJb30BaTeNsl, YKa3aHUs TEMBI
(Bompoca), XpOHOJIOTUH 3aIlpaliniBaeMoil HHPOPMAaIIIH.

3anpoc noJib30BaTeNs paCCMaTPUBAETCS PYKOBOJICTBOM apXHUBa WU
YIOJIHOMOYEHHBIM JIOJKHOCTHBIM JIUIIOM (JIUIIaMH ), HAMPABJISIETCS HA UCTIOJIHEHHE B
COOTBETCTBYIOIIME MMOAPA3AEIICHNS WU HENOCPEICTBEHHO UCIIOJIHUTEIIO U
WCITOJTHSICTCS 10 aPXUBHBIM JOKYMEHTAM /WM TIEYaTHBIM U3IaHUSM, OTHOCSIIIAMCS
K MPEAMETY 3ampoca.

3ampoc, He OTHOCSIIMNICS K COCTAaBY XPaHSAIIUXCS B ApXHUBE apXHUBHBIX JJOKYMEHTOB, B
TEUEHHE 5 JHEH ¢ MOMEHTA €Tr0 PETUCTPAIMH HAIIPaBIISETCs B APYTOM apXUB WIIH
OpraHU3alIvIo, TJIe XPAHATCSI HEOOXOAMMbIC ApXHUBHBIC IOKYMEHTBI, C YBEIOMJICHUEM
00 9TOM TOJIK30BATEIS, HIIK MOJIb30BATENIO IA€TCSI COOTBETCTBYIOIIAS
peKoMeHaaIusl.

[Ipu noctynieHny B apXuB MHTEPHET-00paIlieHUs (3aMpoca) MOIb30BaTENs C
yKa3aHUEM aJjpeca 3JIEKTPOHHOM MOYTHI H/WIIK IOYTOBOIO apeca, €My HalpaBiseTcs
YBEIOMJIEHHE O MpueMe 00palleHus (3anpoca) K pacCMOTPEHHIO WU
MOTHBHPOBAHHBIN OTKa3 B pacCMOTpeHuU. [IpuHATOE K pacCMOTpEHHIO OOpalleHIe
(3ampoc) pacrneyaThiBaeTCs U B AaJIbHEHIIIEM paboTa C HUM BEJETCS B
YCTaHOBJICHHOM TIOPSIIKE.

OTBeT Ha 3ampoc MOJb30BATEINS JAETCS HA TOCYIAPCTBEHHOM s13bIKe Pocchiickoit
denepanum.

ApXUB OCYHIECTBIISIET PUEM TPAXIaH B IPUEMHON WA CTOJIE CIIPABOK U BEAET UX
y4eT IO YCTaHOBJIEHHOU ¢opMe. PykoBOACTBO apXxuBa HECET JIMYHYIO
OTBETCTBEHHOCTH 3 OPTaHU3ALMIO IIPUEMA U PACCMOTPEHHMS 3aIIPOCOB IPAXK/IAH.

5.8.1. TemaTnueckuii 3apoc rocyAapCTBEHHOI0 OpraHa Wik OpraHa MECTHOTO
caMOyTpaBJICHHUs, CBI3aHHBIN C UICIIOJITHEHUEM UMM CBOUX (DYHKIIMM, apXUB
paccMaTpHUBaET B IEPBOOYEPETHOM MOPAJIKE B YCTAHOBJIEHHBIE 3aKOHOIATENHCTBOM
7100 B COTJIACOBAHHBIE C HUMH CPOKU. MIcTioIHeHne Takoro 3ampoca
OCYUIECTBJISIETCSI HA OE3BO3ME3THOM OCHOBE.

HcnonHeHre TeMaTiuecKoro 3anpoca OpraHu3alii Wiv rpakJaHuHa OpraHUu3yeTcs
B MOPSIIKE OKa3aHMSI IJIATHBIX YCIIYT (B TOM YKCII€ HA OCHOBE JIOrOBOpa) WK
0e3B03Me31HO. CPOKHM M CTOMMOCTB padOT IO UCIIOJIHEHUIO YKa3aHHOTO 3a1poca B
IIPEABAPUTEIEHOM MOPSIKE COINIACOBBIBAIOTCS C MOJIb30BATEIIEM.

[Tpu HEOOXOIMMOCTH MPOBEIEHN 00BEMHON PAOOTHI IO TTOMCKY W KOTIMPOBAHUIO
aApXUBHBIX JIOKYMEHTOB apXWB MUCHhbMEHHO U3BEIIACT MOJIB30BATENS O
MIPOMEKYTOUHBIX pe3ysbTarax paboTel. Bua nHpopManmoHHOTro 10KyMEHTa,
MOTOTABIMBAEMOTO APXHUBOM IT0 3aIMIPOCY MOJIb30BATEIIS, COTJIACOBBIBACTCS C HUM,
eciii 00 ATOM HE yKa3aHO B 3ampoce.



5.8.2. 'eHeaIornuecKuil 3ampoc MoIb30BaTENS APXUB UCIIOJIHSET B MOPSIKE
OKa3aHMs IUIATHBIX YCIIYT (B TOM YHCIIE HA OCHOBE IOTOBOPA). YKa3aHHBIN 3a1poc
MOYKET UCHOJHATHCA KaK B OTHOILICHUH 3aABUTEIIS, TAK M B yCTAaHOBJIEHHOM TIOPSIIKE
B OTHOIICHUU APYTUX JUIL.

Hudopmarius mop30BaTeNio NpeACcTaBiseTcs B (GopMe pOJOCIOBHOTO JPEBa,
TeHEeaIOTUYECKOM POCIIMCH, T€HEATOTMYECKOM TaOIMIIbI MIIM apXUBHBIX CIPABOK,
aApPXUBHBIX BBIHCOK, KOMMI ApXUBHBIX JOKYMEHTOB, YCTaHABIMBAIOIINX
pOJICTBEHHbIE CBA3U. [IpH OTCYTCTBHM BO3MOKHOCTEN MO UCIIOJTHEHUIO
TEHEATOTUYECKUX 3alPOCOB apXUB PEKOMEHAYET I0JIb30BATENIO IPOBOAUTH
CaMOCTOSITENIbHBIN MOMCK UHTEPECYIOIIEN €ro HHPOPMAIMKU I€HEAIOTUYECKOTO
XapakTepa B UATAIIBHOM 3aJI€ apXWBa.

5.8.3. 3anpoc conuaabHO-IPaBOBOIO XapaKTepa UCIIOJIHIETCSA apXUBOM
0€3B0O3ME3THO.

CpoOK UCIIOJIHEHHS 3aIpOCca COLMAIIBHO-IIPABOBOI0 XapaKTepa B apXUBE HE JTOJKEH
npesbimath 30 qHEH ¢ MOMEHTa perucTpanny 3anpoca. C pa3peiieHns pykoBOACTBa
apXuBa 3TOT CPOK MOXKET OBbITh IPU HEOOXOAUMOCTH MPOJIJIEH, C 005A3aTEIbHBIM
yBeIOMJIEHHEM 00 3ToM mosib3oBarens. Cpok ucnosHeHus 3amnpoca no HCA apxusa -
He Oosee 15 nHell ¢ MOMEHTa ero perucTpaluu.

[Ipu ucnoIHEHNN TOBTOPHOTO 3aIIpOCa COLUAIBHO-IIPABOBOIO XapaKTepa Win
COCTaBJICHUH I10 MPOCHOE MOJIb30BaTENs ApXUBHOM CIPAaBKH, aHAJOTMYHOMN paHee
BBIJIAHHOM, apXUB MPOBEPSET COOTBETCTBHE CBECHUI, BKIIOUEHHBIX B ATy CIIPABKY,
Te€M, KOTOpPbIE UMEIOTCSA B ApXUBHBIX JOKYMEHTaX, U B CIyyae OOHapYKEHHUS
JOTIOJTHUTENBHBIX CBEIEHUM, BKIIFOUAET UX B [IOBTOPHO BBIJABAEMYIO apXUBHYIO
CIIPABKY.

OdopmieHue apxXMBHBIX CIIPABOK, APXMBHBIX BBINNHCOK U APXMBHBIX KONMH

5.9. ApxuBHasi cipaBKa 1 apXMBHAas BBITIUCKA COCTABIISIOTCSA ¢ 0003HAYEHHUEM
Ha3BaHUs WH(OOPMAITMOHHOTO TOKyMeHTa "ApxuBHas cripaBka', " ApxuBHas
BBIMKUCKA".

5.9.1. Tekct B apxuBHOM cripaBke (npuiioskeHue Ne 13) gaercs B XpOHOJIOTMYECKON
MOCJIEA0BATEILHOCTH COOBITUM C YKa3aHUEM BUJIOB ApXUBHBIX JOKYMEHTOB U UX JaT.
B apxuBHOI1 cipaBKe JI0MyCKAETCsl IUTUPOBAHUE apXUBHBIX JTOKYMEHTOB.

HecoBnanenue OTaenbHbIX TaHHBIX APXUBHBIX JOKYMEHTOB CO CBEACHUSIMH,
W3JI0’KEHHBIMH B 3aIIPOCE, HE ABJISECTCS MPEMSITCTBUEM IS BKIIFOUEHHS UX B
apXUBHYIO CIIPABKY IPU YCIIOBUU, €CIIA COBIIAJICHUE BCEX OCTAJIBHBIX CBEJACHUN HE
BBI3BIBACT COMHEHUH B TOXKIECTBEHHOCTH JIMIIA WX (DaKTOB, O KOTOPHIX TOBOPUTCS B
apXUBHBIX JJOKYMEHTaX. B apXuBHOU CIIpaBKE 3TH JaHHBIE BOCIPOU3BOAATCA TaK, KaK
OHU M3JI0’KEHBI B ADXMBHBIX JTOKYMEHTAX, 4 PACX0XKIACHUSI, HECOBIAJACHHUS U
HETOYHbIC HA3BaHUS, OTCYTCTBUE UMEHHU, OTYECTBA, MHUIIMAJIOB, U HATUYUE



OJTHOTO U3 HUX OTOBAPUBAIOTCS B TEKCTE CHpaBkH B ckoOkax ("Tak B mokymenTe",
"Tak B TekcTe opuruHaia').

Ceenenust o pabote, yuebe B HECKOJIBKUX OPraHU3alUAX, YYCOHBIX 3aBEICHUSIX
BKJIIOYAIOTCS B OJIHY apXUBHYIO CIIPABKY.

B npuMeuaHusix o TEKCTY apXUBHOW CIIPABKH OrOBapHUBaIOTC HEPA300pUUBO
HaIlMCaHHbIE, UICIIPABJIEHHBIE ABTOPOM, HE MOIAI0IIUECS POUYTEHUIO BCIEACTBUE
MOBpeXeHUs TekcTa opuruHana Mmecta ("Tak B TekcTe opurnHaia", "B Tekcre
Hepa3bopunBo").

B tekcte apXHBHOﬁ CIIpaBKHU HC OOITYCKAIOTCA U3MCHCHU S, NUCIIPABJICHUS,
KOMMCHTApHWH, CcOOCTBEHHEIC BBIBOJBI UCITOJTHUTCIIA 110 COACPIKAHUTIO apXUBHBIX
AOKYMCHTOB, Ha OCHOBAHHH KOTOPBIX COCTABJICHA apXHWBHAA CIIPpaBKa.

B koHIIe apXUBHO# CHpaBKX MPUBOASATCS apXUBHbIE MH(PPHI U HOMEPa JUCTOB
€AVHULl XPaHEHUSI apXUBHBIX JOKYMEHTOB, [I€YaTHBIC U3IaHUS, UCIIOIb30BaBIINEC
JUUISl COCTABJICHUS apXHUBHOM CIIpaBKU. B TeKcTe apXMBHOM CIIpaBKU JOITYCKaeTCA
MIPOCTABIICHUE APXUBHBIX MIU(PPOB U HOMEPOB JIUCTOB €AUHUI] XPAHEHUS apXUBHBIX
JIOKYMEHTOB Cpa3y MOCJI€ U3JI0KEHUS KKI0ro (pakTa Wk COOBITHS.

B apxuBHOI1 cipaBke, 00bEM KOTOPOU MPEBBINIACT OJIUH JIUCT, JTUCTHI I0KHBI OBITh
MPOIIUTHI, TPOHYMEPOBAHBI U CKPEIJICHBI MIeYaThi0 apXuBa (711 MyHULIUIAIHHOTO
apXMBa, HE SBJIAIOLIETOCS IOPUINYECKUM JIUIOM, - [IEYAThI0 OPraHa MECTHOTO
caMOyTpaBJICHUs).

ApxuBHas CIIpaBKa, IpeAHa3HAYCHHAs JJIsl UCIIOJIb30BAHMS HA TEPPUTOPUN
Poccniickont @enepanuu, NOANUCHIBAETCS PyKOBOJICTBOM apXHBa, U 3aBEPSIETCS
neyaThbio apXuBa (151 MyHUIIMIAIBHOTO apXHUBa, HE SIBISIIOLIETOCS IOPUINYECKUM
JMIOM, - I€YaThl0 OpraHa MECTHOTO caMOYIIpaBJieHus1). ApXUBHas CIpaBKa,
NpeIHa3HaYeHHas JJIs HallpaBJeHUs 3a pyOex, MOAMUChIBAETCS PYKOBOJICTBOM
apXuBa U 3aBepsieTcs TepOOBOI MeyaThio (IS MyHUIIMIAIIBHOTO apXHUBa, HE
SIBJISTFOIIETOCS FOPUIUYECKUM JIUIIOM, - [IEYaThI0 OPraHa MECTHOTO CaMOYIIPABJICHUS).

[Tpu HEOOXOIMMOCTH K apXUBHOM CIIPABKE MPUIIATAIOTCS KOMTUU apXUBHBIX
JIOKYMEHTOB WJIM BBIITMCKHU U3 HUX, MOATBEPKIAIOIINE CBEICHUS, U3JI0KCHHBIE B
apXUBHOW CIIPaBKeE.

ApXHBHBIE CIIPABKH, HAMPaBJIIEMblE B TOCYAapCTBa, MOANUCaBIINE ["aarckyo
KOHBEHIMIO 1961 T., B COOTBETCTBUM C KOTOPOIl HE TpeOyeTCs KOHCYIbCKAs
aeraiau3anus opUIHaIbHBIX TOKYMEHTOB, 3aBEPSIOTCS POCTABICHUEM U
3aMO0JIHEHUEM CIIEHHAIIBHOTO IITamIa - "anoctuwist". Ha apXuBHBIX clipaBKax
IPOCTABJISIETCS U 3aIlOJIHACTCS HaAJIeKaluM 00pa3oM aroCTUIIb PyKOBOJICTBOM
BBIIIECTOSIILIETO YIIOTHOMOUYEHHOTO OpraHa UCIOJIHUTENbHOM BIAaCTH B cepe
apXUBHOTIO Jiena. AIOCTUIIb HE MPOCTABJISETCS HA apXUBHBIX CIPAaBKax,
NpeHa3HAaYeHHBIX JJIs HAallpaBJIEHUs B TOCyAapcTBa, ¢ KoTopbiMu Poccuiickas



®denepanys 3akaounia JJoroBopsl 0 NpaBoBOK MOMOILX U TPABOBBIX OTHOIIEHUSAX
10 TPaKJaHCKUM, CEMEMHBIM U YTOJIOBHBIM JI€JIaM, a TAKXKE B TOCYy/1apCTBa-
yuactHuku CHI', nonnucasmue CornaiieHue o NpuHIMNnax u popmax
B3aMMOJICUCTBUS B 00JACTH UCIOJb30BaHUS apXUBHOM WH(MOPMAIUH, WU C
KOTOPBIMU UMEIOTCSI IBYCTOPOHHHUE COTJIAIIEHUSI O COTPYAHUYECTBE.

[Ipu OTCYTCTBUU B apXHMBE apXUBHBIX IOKYMEHTOB, HEOOXOIUMBIX JJIs1 UICIIOJTHEHUS
3arpoca, Ha OJaHKe apX1Ba COCTABJISIETCS] OTBET, MOATBEPKAAIOIINN HEMOTHOTY
COCTaBa apXMBHBIX JOKYMEHTOB I10 TeMe 3ampoca. [Ipy HeoOXoIMMOCTH OTBET
MOKET OBbITh 3aBEpEH TepOOBOIL MEeUaTHIO.

B ClIydac TOKYMCHTAJIbHO ITOATBCPKACHHBIX q)aKTOB YTpaThl apXHUBHBIX TOKYMCHTOB,
COACPKaAIIUX 3aIlIpallIMBACMBIC CBCACHU S, ApXHUB BbIAACT CIIPABKY I10 IAHHOMY
BOIIPOCY, IIPpH HGO6XOI[I/IMOCTI/I 3aBCPCHHYIO IICYATHIO apXHBa.

5.9.2. B apXuBHOM BBINIACKE Ha3BaHUE APXMBHOI'O JOKYMEHTA, Er0 HOMEP U J1aTa
BOCIIPOU3BOJATCS ITOJIHOCTBIO. VI3BII€UEHUAMU U3 TEKCTOB apXUBHBIX JOKYMEHTOB
JIOJKHBI OBITh MCUEPIIAHbI BCE UMEIOIIMECS JaHHbIE 10 3anmpocy. Hauano u konery
KQ)KJI0r0 U3BJICUYCHHUS], A TAKXKE IIPOIYCKU B TEKCTE apXUBHOIO JIOKYMEHTA
OTIEJIBHBIX CI0B 0003HAYar0TCsI MHOTOTOYHEM.

B npuMedaHusax K TEKCTYy apXUBHOM BBIITUCKH JI€JIAIOTCS COOTBETCTBYIOIINE
OTOBOPKHM O YaCTSAX TEKCTa OpUTMHaJa, HEPa300PUMBO HAITMCAHHBIX, UCITPABICHHBIX
aBTOPOM, HE MOAJAIOMINXCS MPOYTEHHUIO BCIEACTBUE MTOBPEKICHUS TEKCTA U T. 1.
OTtaenbHBIE CII0BA U BBIPAXKEHUSI OPUTHHANA, BBI3BIBAIOIIE COMHEHHUS B X
TOYHOCTH, OTOBAPUBAIOTCA ciioBaMu "Tak B TekcTe opuruHana', "Tak B qokymeHTe".
[Tocne TekcTa apXUBHOM BBIMMCKU YKa3bIBAIOTCS apXUBHBIN MIUGP U HOMEPA JIMCTOB
€IMHUIIbI XPAHEHHUS] ApXUBHOTO JOKYMEHTA.

AYTEHTUYHOCTH BBIJJAHHBIX I10 3aIPOCaM APXHUBHBIX BBIMUCOK YIOCTOBEPSIETCS
MOAIKUCHIO PYKOBOJUTEIISI apXUBA WM YIIOJIHOMOYEHHOTO JIOJKHOCTHOT'O JIMLA U
nevyaThio apXuBa (JJ1s1 MyHUIIUTIAIBHOTO apXHBa, HE SIBIISIIONIETOCS IOPUTUIECKUM
JIMIIOM, - I€YaThl0 OpraHa MECTHOTO CaMOYITPaBJICHUS).

5.9.3. Ha 060poTe KakJ10TO JIMCTa apXUBHOM KOMUH MPOCTABISIOTCS apXUBHBIE
mudpbl 1 HOMEPA JTUCTOB €AMHUI] XPAHEHUSI apXUBHOIO IOKyMeHTa. Bee nucTsl
apXMBHOMW KOIUU CKPEIUJISIOTCS U HA MECTE CKPEIJICHUS 3aBEPSIFOTCS MeYaThIo apXuBa
Y TIOJIMUCHIO €r0 PYKOBOJUTENS WJIM YIIOJIHOMOUYEHHOTO JOJIKHOCTHOTO JIUIIA.
ApXuBHas KOIUs, IpeHa3HAYEHHAs JJI HalpaBJIEHUS 3a pyOex, 3aBepsieTcs
repOOBOH MeUaThIO U MOJAMUCHI0 PYKOBOAUTENS apXHBa.

5.10. ApxuBHas cnpaBka (nipusoxxerue Ne 13), apxyuBHasi BBIIUCKA, apXUBHASI KOMUS
M OTBETHI Ha 3aMPOCHI BHICUIAIOTCS 10 MOYTE MPOCTHIMU MUChbMaMH.



ApXuBHas CIpaBKa, apXWBHAs BBIMUCKA U ApXUBHAS KOIHUS, IPEIHA3HAYCHHbIC IS
HarpaBJieHHs B rocyjapcrBa-yuyactHukd CHI', BKiTtodast OTBETHI 00 OTCYTCTBUU
3amnpanimBaeMbIX CBEJICHHUM, BRICBIIAIOTCS apXHUBOM HEIIOCPEJCTBEHHO B ajjpeca
3asiBUTEJICH.

ApXxuBHas CIIpaBKa, apXHBHAs BBIIMCKA U apXUBHAs KOMUs, IPEIHA3HAYCHHbIE JUIS
HaIlpaBJIEHUs B TOCyAapCTBa, He sABstoniecs yuactiukamu CHI', Bkitouast oTBETHI
00 OTCYTCTBHH 3alpaliuBaeMbIX CBEICHUH, 0(OPMIISIOTCS U BMECTE C 3alpOCaMu
(aHKETaMU, JTMYHBIMU 3a8BJICHHUSMU U T.I1.) HAIPABJISIIOTCS aPXUBOM B
COOTBETCTBYIOIIUH (hefiepaibHbIii OPraH UCIIOTHUTENBHOM BIACTH B YCTaHOBICHHOM
MOPSAKE.

ApxuBHas CIIpaBKa, apXUBHAs BBIIIMCKA U apXUBHAs KOIUS B CIIy4ae JUYHOIO
oOpaleHus rpakIaHlHA WU €r0 JOBEPEHHOTO JIUIA B aApXUB BBIJAIOTCA €MY 1101
PACIIUCKY NPH NPEIBABICHUM MTACIIOPTA WIN UHOTO YAOCTOBEPSIOIIETO TOKYMEHTA;
JIOBEPEHHOMY JIMILY - TIPHU NMPEAbIBICHUHU TOBEPEHHOCTH, 0(DOPMIICHHOM B
YCTaHOBJIEHHOM Mopsiake. [loydaTens apXuBHOM CIpaBKU M apXUBHOM BBIITMCKHU
pPacIuUChHIBAETCS HA MX KOMUSX UM HA 000POTE COMPOBOUTEIBLHOIO MUChMA K HUM,
yKa3bIBas 1aTy UX NOJYYCHUS.

3aBepeHHa;I AIIOCTHJICM apXHBHAsA CIIpaBKd, ApXHWBHAA BBIIIMCKA U apXHWBHAA KOIIUA B
ClIy4ac JTUIHOIo O6paIHGHI/ISI rpaxxaairuHa UK €TI0 JOBCPCHHOI'O JIMIIA B apXHB
BBIAACTCA EMY Ha PYKH IIPH IIPCABABICHNNA KBUTAHIITUH 00 yIiiaTe I‘OCYI[apCTBeHHOI?I
IMOIIJIMHBI 3a IIPOCTABJICHUC allOCTHJILA.

B03Bpameﬂne NMOAJIUHHUKOB apPXUBHBIX JOKYMECHTOB

5.11. Ilo mucCEMEHHBIM 3asIBICHUSAM C Pa3peLICHUs] pyKOBOJIUTEINS apX1Ba
peaOuIMTHPOBaHHbIE JILA U UX HACJIETHUKN UMEIOT MPaBO Ha MOJIyYeHHE
MOJJIMHHUKOB COXPAHMUBIIMXCS B MPEKPAIIEHHBIX YTOJIOBHBIX U aIMUHUCTPATUBHBIX,
a Takxke QUIbTPALMOHHO-TIPOBEPOUHBIX JIeJaX apXUBHBIX JOKYMEHTOB TBOPUYECKOTO
XapakTepa - pykonucei, pororpaduii, nuceM U APYruxX JUYHBIX TOKYMEHTOB (32
MCKJIFOUEHHUEM IaCTIOPTOB, BOEHHBIX OMJIETOB, CIY>KEOHBIX YIOCTOBEPEHUH U IPYTUX
ApPXUBHBIX JTOKYMEHTOB O(QUIIHAIBHOTO POUCXOXKICHU).

[0 NMCPMEHHBIM 3asBJIEHUSIM C PA3PELIEHUIO PYKOBOJUTENS ApXUBa IPaXKJaHe
MMEIOT MPABO Ha MOJyYCHUE COXPAHUBIIUXCS B aPXHUBE MOJTMHHUKOB COOCTBEHHBIX
TPYAOBBIX KHUKEK.

C m3bIMaeMbIX APXHUBHLIX JOKYMCHTOB JCJIAI0TCA KOIIKMHU, KOTOPLIC HpI/IO6H_IaIOTCSI K
JCJIaM. N3bsatue APXHMBHBIX JOKYMCHTOB, a4 TaKKE UX 3aMCHA Ha KOIIMH OTPAXKAIOTCS
B JIMCTAX-3aBCPUTCIIAX JCII, B OIMUCAX JCII, TOKYMCHTOB.

BOBBpﬂIHeHI/Ie APXUBHBIX TOKYMCHTOB O(I)OpMJIHeTCH aKTOM 00 M3BATHH U3 A€
YKa3aHHBIX JOKYMCHTOB. AxT 1 APYIruc 1OKyMCHTBI, HA OCHOBAHHWHU KOTOPBIX



POM3BEICHO BO3BpAIIIEHUE APXUBHBIX IOKYMEHTOB, M PACIIACKa JIUIIA, IOJTyYUBIIETO
UX Ha PYKH, BKJIFOYAIOTCS B AeNI0 OHTA.

OﬁcnymnBaHne 10Jib30BaTeJjieil B YUTAJIbLHOM 3aJle

5.12. 1ns oOcny)uBaHUs MOJIb30BATENEH B apXUBaxX JEHCTBYIOT YUTAIBHBIN 3al,
IPOCMOTPOBBIH 3aJ1, KOMHATa MPOCIYIINBaHUs (POHOJOKYMEHTOB CO CIEI[MAIbHBIM
00opy10BaHUEM ISl padOT C MUKPOKOIUSIMU apXUBHBIX JOKYMEHTOB,
ayJMOBU3yaJIbHBIMU U JIEKTPOHHBIMU JTOKyMeHTaMHU. [Ipu OTCYTCTBUU cielIMaIbHO
BBIJIEJICHHOT'O TOMEILEHUS 00CIIy>)KMBaHHE 10JIb30BATENIEHN MPOU3BOIUTCS B paboueit
KOMHAT€ apXHBa I0J] KOHTPOJIEM COTPYIHHUKA apXUBa.

[Topsinok pabOThI NOJAB30BATENEN C APXUBHBIMU JJOKYMEHTAMHU B YUTAIIBHOM 3aJi€
apXuBa, UX MpaBa U 00513aHHOCTHU ONPEIEISAIOTCA MpaBUiiaMu PabOThI MMOJIb30BaTENEH
B YMTAJIbHBIX 3aJlax apXuBoB Poccuiickon denepanuu, yrBEPKIAEMbIMU CITIEIHAIBHO
YIOJIHOMOYEHHBIM (pe/iepalibHbIM OPraHOM HUCIIOJIHUTEIBHOM BIACTU B cdepe
apXUBHOTO Jiena. ApXuB 00s13aH O3HAKOMHUTH M0JIb30BATEIEH C ATUMHU MTPaBUIIAMHU.
Hcxoas u3 KOHKPETHBIX BO3MOXKHOCTEHN 00CTy)KUBaHUS M10JIb30BATENEH, apXUB
MOXET yCTaHABIIMBATh OYEPETHOCTh U BPEMS NOCEIIEHUS UMW YATAIBHOTO 3aJ1a.

B ciiyyasx XuIieHus: Uiy NOBPEkKACHUS MOJIb30BaTEIEM apXUBHBIX JOKYMEHTOB,
TEXHUYECKOT0o 000pYyI0BaHUs M UMYIIECTBA apXUB 00paIaeTcs ¢ COOTBETCTBYIOIUM
3asBJICHUEM B OpraH BHYTPEHHHX JIEJI TI0O MECTY PACIIONIOKEHUSI apXUBa, IPUHUMACT
JIpYrue Mepbl K BO3MEIICHHIO ylllepOa B COOTBETCTBUHU € 3aKOHOIATEIBCTBOM
Pocculickon ®@enepanumu.

5.13. 1o 3aka3zam moib30BaTeNeH, C y4eTOM TEXHUYECKUX BO3MOKHOCTEH apXUBa,
M3TOTABIMBAIOTCS KOTIMH APXUBHBIX JOKYMEHTOB: KCEPOKONH, MUKPOKOITHH,
($hOTOOTNEYATKH, KHHOKOITNH, BUICOKOTINH, KOTIMH (POHOJJOKYMEHTOB, a TAK)KE KOITHH
Ha DJIEKTPOHHBIX HOCUTEIISIX.

He mpousBoauTcs konupoBaHue T0KyMeHTOB ApxuBHoro gonna Poccuiickoi
denepaluu, HAXOASIIUXCS B HEYAOBICTBOPUTEIHLHOM (DHU3UYECKOM COCTOSIHUM.

KonupoBanue apXuBHBIX IOKYMEHTOB OTPAHUYEHHOTO JIOCTYyNA (CEKPETHBIX U
coJieprKalux KOHPUACHIIMaIbHY0 HH(OPMAIIUIO) TIPOU3BOIUTCS B YCTAHOBICHHOM
MOPSAKE.

[Topsimok BBIMOIHEHUS 3aKa30B Ha KOMMPOBAHKE, B TOM YHCIIEe 00BEMbl KOMUPOBAHUS
apXUBHBIX JTOKYMEHTOB, HEOIYOJIMKOBAHHBIX OMUCEHN A€M, TOKYMEHTOB, APYTUX
ApXUBHBIX CIPABOYHO-TIOMCKOBBIX CPEJCTB U 0a3 JaHHBIX, CTOUMOCTh U3TOTOBJICHHUS
KOITMI Y NOPAJIOK PAacCU€TOB 3a UX U3TOTOBIIEHHE ONPEIEISAIOTCS PyKOBOACTBOM
apXuBa.



Ha konuu apXvBHOTO JOKYMEHTA, U3rOTOBJIICHHOM MO 3aKa3y MOJIb30BATENsA, apXUB
yKa3bIBaeT ApXUBHBIN MU(P U HOMEPA JTUCTOB €AMHUIIBI XPAHEHUSI APXUBHOTO
nokymeHTa. [Ipu odopmiieHNH KOMIUK PacCEeKPEUEHHOTO apXUBHOTO JOKYMEHTA Ha
JIMIIEBOM CTOPOHE B MPABOM BEPXHEM YTy MEPBOTO U MOCIETHETO JUCTA KOHH
npoctasigercs mrami "Paccekpeueno". [Ipu He0OXOUMOCTH TaHHBIN IITaMI
MPOCTABJIAECTCS HA JTUIIEBOM CTOPOHE BCEX JIMCTOB KOMUU PACCEKPEUEHHOTO
apXUBHOTO JOKYMEHTA.

Komun APXHUBHBIX TOKYMCHTOB BBIJIAIOTCS ITOJIB30BATCIISIM, UX JTOBCPCHHBIM JIMIIAM
HJIX MOT'YT OBITH BHICJIAHBI 1O YKa3aHHBIM aJIpCCaM.

VYder 3aka30B Ha KOMUPOBAHHUE BEACTCSA HA OYMaKHOM HOCHTEJIC WM B
aBTOMATU3UPOBAHHOU opMme.

NunnuatuBHoe uHGopMupoBaHue noJb3oBareeil. [loaroroBka BbICTABOK U
ny0JTUKANUii ADXUBHBIX IOKYMEHTOB

5.14. annuatuBHOE MHPOPMUPOBAHUE TOCYJaPCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYIIPABJIEHUsI, OPraHU3alNN U IPAKJaH OCYLIECTBIISETCS IIyTEM
HaIpaBJIeHUs] UM UH(POPMALIMOHHBIX MUCEM WU APYTHX MH()OPMAITMOHHBIX
JIOKYMEHTOB.

5.15. ApXHB OPra’Hu3ycCT IIOATOTOBKY U IIPOBCACHHUC BBICTABOK APXHWBHBIX
AJOKYMCHTOB CaMOCTOATCIbHO UJIKM COBMCCTHO C APYIrHMH apXUBaAMHU U
OopraHu3alusIMu.

JI71s1 HOATOTOBKY BBICTABKM apXUBHBIX JOKYMEHTOB Pa3padaThIBAIOTCS TEMATUYECKUN
11aH (KOHLIETIIMS ) U TEMAaTUKO-3KCIIO3UIIMOHHBIN T1aH. Ha ocHOBe TemMaTu4yeckoro
1JiaHa MPOBOAMTCS BBISIBIEHUE M OTOOP apXMBHBIX TOKYMEHTOB, MWIUTFOCTPATUBHBIX U
WHBIX MaTEpUaIoB. B TeMaTHKO-3KCIIO3UIMOHHBIN IJIaH BKJIIOYAETCS
aHHOTHPOBAHHBIN MepeyeHb OTOOPAHHBIX JJIs1 SKCIIOHUPOBAHUS aPXUBHBIX
JIOKYMEHTOB, WJIIOCTPATUBHBIX U UHBIX MAaTEPUAJIOB, CHCTEMAaTU3UPOBAHHBIX B
COOTBETCTBMHM C Pa3eiIaMU BBICTABKU C YKA3aHUEM UX Pa3MEPOB U IOPsAKA
pa3MelIeHNs Ha CTeH1ax WK B BUTpUHax. Bce oToOpaHHbIe 7151 SKCIIOHUPOBAHUS
apXMBHBIE JOKYMEHTHI U APYIHEe MaTeprajbl aHHOTUPYIOTCA. K MHOS3BIYHBIM
MaTepuasam Npu He0OXOAUMOCTH JTaeTCsl IEPEBO/I UM pa3BepHyTas aHHOTALIUA
COJZIEpKaHHUS.

OTBETCTBEHHBIMU 32 COXPAHHOCTH APXUBHBIX JOKYMEHTOB SIBJISIFOTCSI OPTaHU3aTOPHI
BBICTaBKU. APXHB, MPEACTABUBIINN apXUBHBIC JOKYMEHTHI JUISI BHICTABKH,
oOecreynBaeT KOHTPOJIb 32 COOJII0ICHHEM TpeOoBaHUI 00eCIieYeHUsl COXPAaHHOCTH
JIOKYMEHTOB TPY YKCTIOHUPOBAHUH.



CrtpaxoBaHHe apXUBHBIX JOKYMEHTOB M 0(hOpMIICHHE MX BPEMEHHOTO BBIBO3a 32
npenensl Poccuiickont @enepaunu 11 SKCIOHUPOBAHUS POBOIATCS B
YCTaHOBJICHHOM Topsiike (cMm. .. 2.11.14, 2.11.15).

5.16. IIpu nmoaroroBke MyOIMKalnii apXUBHBIX JOKYMEHTOB apXUB PYKOBOJICTBYETCS
HAy4YHBIMU IIpaBUJIaMH U3JaHUS UCTOPUYECKHUX JOKYMEHTOB.

Turnbl (Hay4YHBINA, HAYYHO-TIOMYJISIPHBIN U y4eOHBIN) U BUIBI (TOGOHI0BAS,
TeMaTU4YecKasi UM Jp.) MyOIUKaIMi apXUBHBIX JOKYMEHTOB OIPEACIISIIOTCS UX
1[eJIeBbIM Ha3HAYEHUEM, cieliuuKoi 0TOOpa HICTOYHUKOB, IPUEMOB TIEpe1aun
TEKCTa apXUBHBIX JOKYyMEHTOB U coctaBoM HCA k HUM.

®opMbl MyOIMKAUKA APXUBHBIX JOKYMEHTOB:

nevaTHas: cepus, COOpHUK, allbOOM, OYKJIET, IJIaKaT, yOJIMKalKs B CPEICTBAX
MaccoBO MH(POpPMALIHH;

HY6HHKaHH}I Ha INNICHOYHBIX HOCUTCIIAX MHKpO(bI/IJ'II)M, MI/IKpO(l)I/IHIa;
QJICKTPOHHAA: TUIICPTCKCT, MYJIbTUMCIHA, Oas3a JaHHBIX.

ApPXHB OCYIIECTBIISIET MEPOIIPHUATHUS IO OOECIIEYCHUIO HAYYHO-UCCIIEI0BATEILCKUX U
TEXHUYECKUX MPOIECCOB MOJTOTOBKH JTOKYMEHTAJIbHBIX ITyOIUKAIIHil:
(bopMHpOBaHKE PEAAKIMOHHOM KOJIJIETUH, KOJUIEKTUBA COCTaBUTENEH, COCTABICHUE
OpraHU3alMOHHO-METOJUYECKUX TOKYMEHTOB, 3aKJIIOYEHHUE JI0rOBOpPA C
3aMHTEPECOBAHHBIMU OPraHU3ALMUSMU U U3AATEIbCTBAMU U T.11.

[ToaroroBieHHass U OTPEIAKTUPOBAHHAS PYKOIIMCh IPOXOINUT BHYTPEHHEE U
BHEIITHEE PEIICH3UPOBAHUE M 00CYKIaeTCs HAyYHO-COBEIIATEIIbHBIM OPTaHOM
apxuBa, 00JIaJaI0IMM TPAaBOM PEKOMEHI0BATh €€ K U3AaHHIO.

Pykonuch cunTaercss moAroTOBIEHHOM, €CJIM B COOTBETCTBUM C YCTAHOBJICHHBIMU
TpeOOBaHUSIMU JOpabOTaHa MO 3aMEYaHUSIM PELIEH3EHTOB U UTOTaM OOCYKJICHUS U
YTBEPKJI€HA B Me4YaTh. PyKonncu MekapXUBHBIX U3aHUN MPEACTABIISIIOTCS
PEIAKOJUIETHH Ha PACCMOTPEHUE U YTBEPKACHUE K U3AAHUIO TOJIOBHON
OpTraHU3aIMEN.

C U31aTenbCTBOM 3aKIIFOUAETCS JOTOBOP, B KOTOPOM MpPEeIyCMaTPUBAIOTCS IIpaBa 1
00s13aHHOCTH U3ATENIbCTBA U 3aKa3unKa (apXuBa).

5.17. ApXuB OCYIIECTBIISIET YUET UCIOJIb30BAHUS APXUBHBIX JOKYMEHTOB Ha
OyMa)KHOM HOCHTENIE WIH B DJIEKTPOHHOU (popme.



