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I. OBLUME NMOJTIOXKEHUA

1.1. Hactoqawmue eguHble MNpaBuna opraHusauumn xXpaHeHus, KOMNMAEKTOBaHUA, ydeTa U UCNONb30BaHMUSA
OOKYMeHTOB ApxuBHOro <oHga Poccuiickon degepaumm W APYrMX apxXuMBHbIX [OOKYMEHTOB B
rocy4apCTBEHHbIX U MyHMLMNAmNbHLIX apxuBax, My3eax u OubnuoTekax, opraHudaumax POCCMICKON
akagemum Hayk (panee - [lNpaBuna) paspabotaHbl B COOTBETCTBUM C deaepanbHbIM 3aKOHOM OT
22.10.2004 Ne 125-93 "O6 apxuBHOM fAene B Poccuiickon ®eaepauun” (CobpaHue 3akoHoaaTtenbCrBa
Poccuiickon ®degepaumn, 2004, Ne 43, cr. 4169) M pacnpoCTpaHAKTCA HA rocygapCTBEHHbIE U
MYHULMNANbHbIE apXuBbl, My3en n Bubnuotekun, opraHusaumm POCCMIACKON akageMun Hayk (apxues PAH,
HayyHble apxXuBbl pPeruoHanbHbIX OTAENEHWW M HaydHbIX UeHTpoB PAH, HayyHo-OTpacneBbie U
MemopuaneHble apxmebl PAH, ocyllecTBnAlOWMeE NOCTOAHHOE XpaHEHNE AOKYMEHTOB APXUBHOro doHaa
Poccuiickon Pegepauuun) (nanee - apxuBbl), KOTOpPble B COOTBETCTBMM C 3aKOHO4AaTENbCTBOM
Poccuiickorn Pegepauun OCyLLECTBNAIOT MNOCTOSAHHOE XpaHeHue [AOKYMEeHTOB ApxuBHOro doHaa
Poccuiickon degepaunn, a Takke BPEMEHHOE XpaHEeHWe APYrMxX apXUBHbLIX OOKYMEHTOB, MPUHATLIX OT
NUKBUAWPOBAHHBLIX OPraHOB rOCYAAapPCTBEHHOM BRacTW, WHbIX FOCYAAPCTBEHHbLIX OpraHoB (ganee -
rocy4apCTBEHHbIE OpraHbl), OPraHOB MECTHOIO CaMOYNPAaBIIEHUS U OPraHU3aLmi.

1.2. DokymeHTbl ApxuBHoro choHga Poccuiickon depepauumn - apxuBHble AOKYMEHTbI, npoluealune
3KCNEepTM3y LEHHOCTM [JOKYMEHTOB, MOCTaBMEHHbIE Ha TOCYAApPCTBEHHbIM YYeT U nognexawue
NOCTOSAHHOMY XPaHEHMUIO.

1.3. [JOKyMEHTbI MO NMUYHOMY COCTaBY, @ TaKKE apXMBHble JOKYMEHTbl, CPOKN BPEMEHHOIr0 XpaHeHusi
KOTOPbIX HE UCTEKINN, OTHOCATCS K APYIMM apXMUBHbIM JOKYMEHTaM.

1.4. TocymapCTBeHHble W MyHUUMNAmNbHbIE My3eM W OBUONMOTEKM, MYHMUMNANbHbIE apXuBbI
PYKOBOACTBYIOTCA HacToswmmMu [paBunaMum € y4eTOM CBOEro MpaBOBOro cratyca U 0CoBeHHOCTeil
AesATEeNbHOCTHU.

1.5. OpraHu3aumsa xpaHeHusa, KOMNNEKTOBaHUS, y4eTa U UCNOSMb30BaHWA AOKYMEHTOB ApXUBHOro dhoHaa
Poccuiickon depgepauun n apyrux apxmBHbIX AOKYMEHTOB B (hedepanbHbiX opraHax WCNOMHUTENbHOW
BNacTu M OpraHm3aumsx, OCYLLECTBAAOLWUX AEN03MTApHOE XPaHEHUE OOKYMEHTOB ApXMBHOro dhoHga
Poccuiickon degepauun, perynupyeTca apyrumm HopMaTUBHbIMU NPaBOBbLIMU akTaMu.

1.6. ®OpMbl Y4YETHbIX W WHbIX AOKYMEHTOB apxuBOB, YMNOMMHaeMble B HacToAawuMx [lpasunax wu
OTCYTCTBYKOLLME B MNPUIOXKEHUAX K HUM, YCTaHaBnMBAKOTCA CleuuanbHO  YNOMHOMOYEHHbIM
deaeparnbHbIM OpraHoM UCNOMHUTENBLHOW BNacTu B chepe apxmMBHOro gena.

Il. OPFAHU3AUUA XPAHEHMA [OOKYMEHTOB APXMBHOIO ®OHOA POCCUUCKOU
SOEOEPALIMML U APYTUX APXUBHBIX JOKYMEHTOB B APXMUBE

2.1. B apxuBe gokymeHTbl ApxuBHOro dpoHga Poccunckoin degepaunn u gpyrme apxuBHble JOKYMEHTbI
OPraHU3ylTCa MO UCTOPUYECKM W/MIN NIOTMYECKU CBA3AHHLIM COBOKYMHOCTSIM - apXMBHbIM hoHaam. Mo
OTHOLLUEHMIO K HEKOTOPbLIM BUAAM apXMUBHBLIX JOKYMEHTOB JOMyCcKaeTca ux Hed)OHA0Bas opraHusaums (Cum.
n. 2.10.).

2.1.1. PasHOBMAHOCTAMM apXUBHOrO hoHaa ABMAIOTCA:



apxuBHbIi  POHA TOCYAAPCTBEHHOrO OpraHa, opraHa MECTHOr0 CaMOYNpaBIieHUsl, OpraHusauuu,
COCTOALUMIN M3 00pasoBaBLUMXCA B MpOLECCe WX AEATEenbHOCTM AOKYMEHTOB ApPXMBHOrO hoHga
Poccuiickon degepaunn u gpyrux apxmBHbIX 4OKYMEHTOB;

00beANHEHHbIN apXMBHbIA OOHA, COCTOALLMIA M3 0OPa30BaBLUMXCA B MPOLIECCE AEATENbHOCTU ABYX UMK
Gonee opraHusauuii, a TaKkke rpaxaaH JoOKyMeHTOB ApxuBHOro dooHaa Poccuiickoin degepaumm n gpyrux
APXMBHbIX JOKYMEHTOB, MMEIOLLMX MEXAY COOON UCTOPUYECKU U/MITN FTOTMYECKN O0YCNOBNEHHbIE CBA3Y;

apXMBHbIA (POHA NMUYHOTO MPOUCXOXKAEHUA (CEMbM, pPoAa), COCTOALMI U3 00pa3oBaBLUMXCA B MpoLIECCe
XKU3HU U JEATENBHOCTU OTAENbLHOIO rPaKgaHuHa, CEMbM, POAA APXUBHLIX JOKYMEHTOB, BKIIOYEHHbIX B
cocTaB ApxuBHOro ¢poHga Poccuiickon ®eagepauun.

K apxuBHOoMy ¢OHAY NpPUPaBHUBAETCA COBOKYMHOCTb OTAENbHLIX AOKYMEHTOB ApPXUBHOrO dhoHaa
Poccuiickoin ®eaepaumm n apyrux apxmeHbIX AOKYMEHTOB, 00Pa30BAaBLUMXCA B AEATENbHOCTU PasHbIX
UCTOYHUKOB KOMMNIEKTOBaHUA apxuBa (dpoHaoobpasoBarenen), OObEAMHEHHbIX NO OAHOMY WU
HECKOJTbKMM NpU3HaKam (TEMaTU4E€CKOMY, HOMUHANbHOMY, 0O bLEKTHOMY, aBTOPCKOMY, XPOHOMOrMYECKOMY
n gpyruMm) (ganee - apxuBHasa Komnnekyms).

2.2. Tlo cTeneHn UeHHOCTU A0KYMeHTbl ApxuMBHOro dooHaga Poccuiickon Pegepaumm 4ensarca Ha LEeHHbIe,
0C000 LIEHHbIE M YHUKATbHBIE.

2.2.1. Bce oTHeceHHble K cocrtaBy ApxuBHOro ¢oHga Poccuinckon Pepepaumm [OOKYMEHTbI, BHE
3aBUCUMOCTM OT UX MPOUCXOXKIEHUS, BUAA HOCUTENS, CTENEHN CEKPETHOCTU, MECTa XPaHeHUs U popmbl
COOCTBEHHOCTHU, ABASIOTCA LIEHHBIMU.

2.2.2. B cocrtaBe ApxuBHoro dhoHga Poccuiickoin deaepaumm BblAensaOTCs 0C060 LEHHbIE AOKYMEHTbI,
UMEIOLLME HENPexoasaLyl0 KynbTYPHO-UCTOPUYECKYIO M HAYYHYK LIEHHOCTb, OCOOYK BaXKHOCTb AnA
obulecTBa U rocygapcrea u B OTHOLUEHUM KOTOPbIX YCTAHABNMUBAETCH OCOObIN PEXMM y4eTa, XpaHEHUS U
UCNOMNbL30BAaHMUS.

2.2.3. B coctaBe 0¢060 LEHHbIX JOKYMEHTOB BbIAENAIOTCA YHUKANbHbIE AOKYMEHTbI, HE UMeEloLLMe cebe
noaoBHbIX NO cogepXKaLencsa B HUX MHpopMaumm n (Mnu) UxX BHELLIHMM NPU3HAKaM, HEBOCMNONMHUMbIE NPU
yTpaTte C TOYKM 3PeHns ux 3HavyeHusa n (unu) astorpadpuyHocTu (cm. n. 3.7.4)).

2.2.4. ApXuBHbIe AOKYMEHTbI BPEMEHHOIO XpaHeHUs, UMEKLLMECH B COCTaBe apxXuBHbIX POHAOB, B TOM
yucne OoT NUKBUAMPOBAHHBLIX OPraHU3auui, UNU NOCTYMUBLUMX B apXUBbl BCREACTBME Ype3BblYaMHbIX
0BCTOATENLCTB, BLIAENAIOTCA K YHUMTOXEHUIO B YCTAHOBIEHHOM nopaake (cum. n. 5.3.2).

2.3. Mo kaTeropusiMm 4OCTyNa apxvBHbIE JOKYMEHTbI AEMSATCA HA OTKPbITbIE, OTPAHMYEHHOTO A0CTYNa U Ha
XpaHsALLMECS HA 0COBbIX YCIOBUAX AOCTYNA K HUM.

2.3.1. OTKpbITBIMWU ABMAIOTCA BCE apxXMBHble OOKYMEHTbl, AOCTYM K KOTOPbIM He OrpaHu4eH B
COOTBETCTBUM C MEXAyHapoaHbiMKM agoroBopamu Poccuinickon degepauyuu, 3akoHOAATENLCTBOM
Poccuiickoit ®eaepaummn, a TaKke B COOTBETCTBUM C pPacnopshkeHMeM COOCTBEHHMKA UMM Bnagaenbua
APXMBHbIX JOKYMEHTOB, HAXOASALMUXCA B HACTHON COOCTBEHHOCTMH.

2.3.2. K apxuBHbIM AOKYMEHTaM OrpaHU4€HHOro 4oCTyna OTHOCATCS:

apXMBHbIE [JOKYMEHTbI, COAEpKallue CBEAEHUS, COCTABMNANLLUME TFOCYAapCTBEHHYIO TaWHY WIIM WHblE
oxXpaHsaeMble 3aKoHoA4aTenbCTBOM Poccuiickon ®eagepaunn TanHsbl;

apxXuBHbIE AOKYMEHTHI, cogepXallune CBegeHUs O IMYHON U CEMENHON TalHe rpaXgaHuHa, ero YacTHOW
YKU3HU, a TaKKe CBeeHUs1, co3aarolme yrposy ero 6e30nacHoCTu;

APXNUBHbIE AOKYMEHTbI, COOCTBEHHUKM MnK BnagenbLbl KOTOPLIX, Nepeaasasd UX B apxuB, yCTaHOBUIN B
Aoroeope ycnosuda gocrtyna K HUM 1 UX UCMNONMb3OBaHUA.

JlocTyn K ykasaHHbIM apXUBHbIM AOKYMEHTaM A0 yTpaTbl UMW CEKPETHOCTM UMK KOHDUAEHLUMANbHOCTH, a
TaKKe UX UCMOMb30BaHUE OCYLLECTBASIOTCA B YCTAHOBIEHHOM MOPSAAKe.

2.3.3. OrpaHnymBaeTcsa goCTyn K NOANMHHUKAM 0CO00 LIEHHBIX, B TOM YMCIE YHUKATbHbLIX OKYMEHTOB, U
K AoKkyMmeHTamM ApxuBHoro choHga Poccuiickon degepaumnn, NpusHaHHbLIM B NOpSAKe, YCTAHOBEHHOM M.
2.11.7.1. nactosawumx MNMpasun, HaXOAALWNMUCA B HEYAOBNETBOPUTENBLHOM (PU3NHECKOM COCTOSIHUMN.

doHanpoBaHUe apXUBHbIX AOKYMEHTOB

2.4. Pabota no coHAMPOBAHUIO (ONpeaeneHuto, YTOMHEHUIO (POHAOBOW MPUHAANEXHOCTU ApPXUBHbIX
JOKYMEHTOB M XPOHOMOMMYECKMX TpaHWL apxXuBHbIX (POHAOB) OCYLUECTBMASETCA B MUCTOYHMKAX
KOMMNNEKToBaHUs apxuBoB (dhoHaoobpasosartensx) B npouecce (OPMUPOBAHMA [A€n Ha OCHOBE
HOMEHKNaTyp gen u otbopa 4OKYMEHTOB ANS Nepejaym Ha XpaHeHUe B apxuB, a TaKkKe B apXuBax - Npu



OMUCAHUM MPUHATBIX HEYNOPSAOYEHHBIMU apXUBHbLIX AOKYMEHTOB, nepepaboTke Heya0BMNEeTBOPUTENbHO
COCTaBMNEHHbIX OMUCEMN, MpPWU CO34aHWU OBBLEAMHEHHbIX APXMBHBLIX (POHAOB U APXMBHBIX KOMMEKLWIA,
ucnpasneHuu onboK hoHAMPOBAHUS.

2.4.1. OnpegeneHne (pOHAOBON NPUHAAMEXHOCTU apXUBHbLIX AOKYMEHTOB 3aKMOYaeTCAa B OTHECEHUU UX
K apxuBHOMY pOHAY COOTBETCTBYIOLLIEr0 hoHA0O0OpasoBaTens.

ApXUBHbIE  JOKYMEHTHI, SABMAIOWMECHS BXOAAWMMU, OTHOCATCA K apxXMBHOMY (POHAY TOro
doHgoobpasoBaTens, KOTOPbIA UX NOAYYU.

ApPXUBHbIE [OKYMEHTbI, SABMSAIOWMECH MCXOAAWMMU KONUAMKM (OTMyCKamMmu), OTHOCATCA K apXUBHOMY
doHay Toro hoHa000pasoBaTens, KOTOpPbIA ABNAETCA UX ABTOPOM.

ApXMBHbIE  [OKYMEHTbl  BHYTPEHHEro oGpallUeHUss OTHOCATCA K  apxXuMBHOMY oHAY TOro
choHaooBpasoBaTens, B KOTOPOM OHW CO3AaHbI.

2.4.2. B cnyyae peopraHusauMM wWnu nuKBMgauuu opraHusauun ¢ nepegaden ee yHKUUA BHOBb
CO3[aHHON OpraHu3aumm, 3aKOHYEHHbIe NPOU3BOACTBOM Jena BKIIOYaOTCA B apXMBHbIA  DOHA
peopraHm3yemMon Wnu nUKBUAUPOBAHHOW OpraHuM3auuuM, a HEe3aKOHYEHHble Jena, nepejaHHble ansg
OKOHYaHUS NPOU3BOACTBOM OPraHU3aLMu-npPaBoNpeeMHUKY, BKIOYAKOTCA B apXMBHbIA (DOHA, MOCHEaHEN.

N3 apxuBHOro hoHAa NUYHOTO NMPOUCXOXAEHUS APXMBHbIE AOKYMEHTblI OpraHu3auuu BblAENAOTCA W
NPUCOEANHSIIOTCH K COOTBETCTBYIOLLIEMY apPXWBHOMY (pOHAY MpPU YCNOBUM, €CNU ITOT apXMBHbIA DOHA
HaxoAWTCsl HA XpaHEeHUM B AAHHOM apxMBe W apXMBHbIE AOKYMEHTbl OpraHu3auuM He CBsi3aHbl C
AesATeNbHOCTBIO IpaXkaaHuHa, 06pa3oBaBLUEro apxXMBHbIA hOHA NMUYHOTO NpoucxoxaeHusi. He nognexat
BblAENEHUI0 M3 apXMBHOrO ()OHAA TrpaXKgaHWMHaA - pPYKOBOAMTENsS W YNEHa COOTBETCTBYHOLLMX
06LLECTBEHHbIX OpraHW3aLuil apXMBHbIE AOKYMEHTbI 3TUX 0OLLIECTBEHHbIX OpraHU3aLuii.

2.4.3. EQuHbIA apxXuBHbIA DOHA C apXMBHbLIMW AOKYMEHTaMKU OpraHn3auumn coCTaBnsaIoT:

ApPXMBHbIE JOKYMEHTbI NPEeACTaBUTENBLCTB U Punuanos;

ApPXMBHbIE JOKYMEHTbI COBELLATENbHbLIX OPraHOB, CO34aHHbIX MPU OpraHn3auuu;

APXMBHbIE JOKYMEHTbl BPEMEHHbIX 8AMUHUCTPaLUIA OpraHn3aumm, Haxoasawencsa B ctagum DaHKPoTCTBa;

apXMBHblE JOKYMEHTbI CO3[4aHHbIX MPW OpraHu3aumMm NepBUYHbIX OOLECTBEHHbLIX OpraHu3auuin (3a
ucknodeHnem opraHusayun KrcCcC un BJIKCM), cywecTBoBaBWKMX A0 MNPUHATUA 3aKOHOAaTenbCTBa
Poccuiickoin ®eaepaumm 06 00LECTBEHHBIX 06 beANHEHUSX;

apXWBHbIE JOKYMEHTbI NIMKBUAALMOHHON KOMUCCUM OpraHu3aLuu.

ApPXMBHbIE [OOKYMEHTbl OOLIECTBEHHON oOpraHusauun (NpodCo3HON U Ap.), CYLECTBYIOLWIEH nNpu
opraHusaymMm ¢ MOMEHTa perucTpauumu 910  OOLEeCTBEHHOW OpraHusauuum B COOTBETCTBUM C
3aKkoHogarenbCcTBOM Poccuiickon deaepauun 06 obLIECTBEHHbIX 00beANHEHUSIX, NPU UX NOCTYMNEHUN
Ha XpaHeHWe B apxuB COCTABMSAOT CaMOCTOATENbHbIA APXUBHbLIA (DOHA WU NPUCOEAUHAITCA K
apxuBHOMY (hOHAY COOTBETCTBYIOLLEN OpraHu3auun, 06pasyst 00beaUHEHHbIW apXUBHbIA PoHA.

2.5. O6beanHEHHDIN apXMUBHbIA POHA POPMUPYETCS U3 APXUBHbBIX JOKYMEHTOB:

opraHu3aumii, OQHOPOAHbLIX NO LENneBOMY Ha3HaYeHW0 M (PYHKUMAM, AEUCTBYIOLUX Ha onpeaeneHHon
TeppuUTOpUY;

PYKOBOASILLEEFO OpraHa W NoAYMHEHHbIX eMy OpraHu3auuii, AeNCTBYIOLMX Ha ONpeeneHHONn TEPPUTOPUM;
opraHusaumii, 06 begMHeHHbIX 06 EKTOM AEATENBHOCTH;

nocnegoBaTeribHO CMEHSIBLUMX APYr Apyra opraHu3auuii, ecnu yHKUWUKU NpeaLllecTBEHHUKOB NOMHOCTbIO
UMM YaCTMYHO NepeaaBanuch U NepeaaroTcst UX NpeemMHUKam;

ABYX uUnu Gonee apxmBHbIX DOHAOB NMUYHOTO MPOUCXOXKAEHMUSA, ECNU TpaXKaaHe CBsA3aHbl Mexay coboli
BGNU3KUMKU POACTBEHHBIMU, NPOGECCUOHANBHLIMU, TBOPYECKUMM, AEMNOBLIMU OTHOLUEHUAMMU.

2.6. ApxuBHas KOSNeKUMsa NocTynaeT B apxus UNu GOpMUPYETCA B apXUBE U3 OTAENbHbLIX Pa3pPO3HEHHbIX
APXMBHbIX [OKYMEHTOB, WMEIOWMX MPU3HAKM OBLIHOCTU. WCTOPMYECKU CNOXUBLUAACA apxuBHas
KONMeKkuus, NocTynuBLIas U3 APYroro apxmea, OT OpraHu3auuu Wnu rpakgaHuHa, nepedoHampoBaHuto
HEe NOANEXMT.

2.7. ApX1MBHbIE JOKYMEHTbI, C(POPMUPOBAHHBIE B apXUBHbIA POHA, 0O bEeANHEHHbIW apPXUBHbIA HOHA, UITN
APXMBHYIO KOMMekuuo, nepedOHAMPOBaHUIO He noanexart. MNMepedoHanpoBaHne apXUBHLIX 4OKYMEHTOB
JOMYyCKaeTCa B UCKMIOUYUTENbHBLIX Cly4vasax, Npu obHapyxeHun owmnbok POHAUPOBAHUSA, 3aTPYAHAOLLUX
MOUCK apXUBHbLIX JOKYMEHTOB.



2.8. B 3aBMCMMOCTM OT BpemMeHM 0DOpasoBaHUs M MPaBOBOr0 CTaryca MCTOYHUKA KOMMIEKTOBaHUSA
(cboHgoobpasoBaTens) ero apxuBHble AOKYMEHTbI MPUHMMAIOTCA B apXMB MMM KaK NPOAOMKaKLAsacs
4acTb YXXe UMEIOLWErocs apxXuBHOro hoHaa, UK Kak HOBbIW apXUBHbIN OOHA.

2.8.1. B cBsa3u ¢ npunatnem KoHctutyumumn Poccuickon degepaunn B 1993 roay:
2.8.1.1. HOBble apxuBHble (POHAbLI COCTABNAOT apXUBHbIE A OKYMEHTbI:
OpraHoB 3akoHoaaTenbHOW BNacTn Poccuiickon eaepauun n cydbwekto Poccuiickon deaepaunu;

OpraHoB UCNOJNHUTENbLHOW Bractu Poccuiickon Pepepaumm un pecnybnuk B CocTaBe POCCUICKON
denepauyuu,;

rmae (rybepHatopoB) KkpaeB, obnacreil, aBTOHOMHbIX OKpyroB Poccuiickon ®egepaum u  ux
agMUHUCTPaUUi;,

OTpaCneBbIX OPraHOB WCNONHMTENbLHOW BRNAcTu kpaes, obnacrten, MockBbl M CaHkT-IeTtepbypra,
aBTOHOMHbIX OKpyros Poccuiickon ®eagepauun, ecnu ux sagavm u PyHkUMM M3MEHUIUCH;

opraHoB cygetbHon Bnactu Poccuiickoin deaepauum;

OpraHoB MECTHOI0 CaMOyNpPaBEeHUS;

eHepanbHOW NpokypaTypbl Poccuickon eaepauyuu;

CueTHoOW nanatbl Poccuiickon ®eagepauun;

LleHTpanbHoro 6aHka Poccunckon deaepauun (baHka Poccun);

LleHTpanbHOM n3bupatenbHoi komuccum Poccuiickon depepauun, nadbuparenbHbiX KOMUCCUIA OpPraHoB
rocyaapCTBEHHON BNacTn cybbekToB Poccuiickon deaepaumn.

Honyckaetcss opMupoBaHWe OObEAMHEHHbIX AapXMBHbIX (POHAOB W3 APXMBHbIX [JOKYMEHTOB
usbupaTtenbHbIX KOMUCCUIA MO BbIGOPAM OPraHOB MECTHOTO CaMOYNpPaBleHUs;

2.8.1.2. eguHble apxuBHble POHAbI COCTaBAAIOT apXUBHbIE JOKYMEHTbI:

oTpacneBbiX yNpaBfieHWA U OTAENOB MCNOSIKOMOB COBETOB HapOAHLIX AEenyTaTtoB Kpaes, obnacren, r.
MockBbl u T. CaHkr-INetepbypra, aBTOHOMHbIX OKpyroB PCPCP 1 COOTBETCTBYIOLUMX OTPACNEBbIX
OpraHoB UCNONMHUTENbLHOW BNAacTu Kpaes, obnacrei, r. Mockea n CaHkT-INMeTepbypr, aBTOHOMHbIX OKPYroB
Poccuiickoin degepaummn, ecnu ux 3agadm n yHKLUUKM oCTanucb 6e3 n3aMeHeHus;

opraHoB cyaebHoW BnacTu u nNpokypaTtyp pecnybnuk, kpaes, obnacren, rr. Mocksa u CaHkr-lIetep0Oypr,
ABTOHOMHbIX OKPYroB, ropogoB u panoHoB PCPCP u cOOTBETCTBYHOLLUMX OpraHoB cyaeOHOM BNacTu u
npokypatyp B pecnybnukax, kpasx, obnactax, r. Mockebl u r. CaHkT-leTepOypra, aBTOHOMHbIX OKpyrax
Poccuiickon degepaunn, MyHULMNANbHbLIX paioHax U ropoacKuX OKpyrax;

npeacraBUTENbHOINO N UCNONMHUTENBHO-pacnopAaANTENIbHOIro opraHoB MyHULIMNANbHOIo NOCENEHUA.

2.8.2. B cBA3K ¢ npeobpasoBaHMEM MyHULUNANbHbIX 00pa3oBaHuin (Mx obbeanHeHneM, pasgeneHuem, a
TaKke U3MEHEHUEM CTaTyca ropofCcKoro noCeneHus) HOBblE apxMBHbIe (DOHALI COCTABMSAT apPXUBHbLIE
JOKYMEHTbI CO3[aHHbLIX OPraHOB MECTHOTO CaMOYMpPaBIEHUS.

M3mMeHeHWe rpaHuL MyHMUMNANbHbIX 0Bpa3oBaHWil He ABMAETCS OCHOBAHMEM ANs CO34aHWsl HOBbIX
apXMBHbIX (POHAOB U3 apXUBHbIX JOKYMEHTOB COOTBETCTBYIOLLIMX OPraHOB MECTHOrO CaMOyNpaBrieHusl.

2.8.3. Npu peopraHusaymm opraHm3aunm HoOBble apxmMBHbIE POHAbLI CO34aAl0TCA B CRnyyasx:
U3MEHEHUS LeNeBoro HasHayeHus, npoduns AeATeNbHOCTU U (PYHKLMIA OpraHu3aumu;

npeobpaszoBaHusi OpraHM3auuM C U3MEHEHUeM (OpMbl COBCTBEHHOCTM WMMYLLECTBA OpraHu3aumu
(npuBaTtusauus, akUMOHWPOBaHWE, HALMOHANM3aLUWs U T.1.).

M3 apxuBHbIX AOKYMEHTOB [OCYAApPCTBEHHOW WMAWM MyHMUMNANbLHOW oOpraHu3auuMu, noaBepriiencs
npeobpa3soBaHUd C U3MEHEHUEM (POPMbI COOCTBEHHOCTU MMYLLECTBA OpraHu3auun, W apxumBHbIX
OOKYMEHTOB BHOBb BO3HMKLUEW oOpraHu3aumMu(ii)-npasonpeeMHukaloB) ponyckaetca opmupoBaHue
00bEeAMHEHHOrO apxuBHoro doHga B Cryvyae nepeaavM apxuMBHbIX JOKYMEHTOB oOpraHusauuun(i)-
npaBonpeeMHuKka(oB) B rocygapCTBEHHYIO UMM MyHULMNAMNBHYIO COBCTBEHHOCTb.

2.8.4. He aBndaeTca ocHOBaHMEM A4 CO34aHUA HOBOro apxXMBHOro dhoHaa:
paCLUMPEHNE UITN CY>KEHUE TEPPUTOPUANbHbIX TPAHUL, A€ATENBHOCTU UMK DYHKLMIA OpraHn3auuu;

BblAENEHNEe U3 opraHu3aLmm OA4HOW UMM HECKONbKMX HOBbLIX OpraHu3auuii ¢ nepegadyen um OTAEenbHbIX
PYHKUUIA NepBOi OpraHusauuu,



M3MEHEHUE NOAYUHEHHOCTU OPraHu3aLmnm, ee CTPYKTYPbl, NEPEUMEHOBAHUE UNU BHECEHUE U3MEHEHWI B
Ha3BaHWe, He COMPOBOXAAIOLLNECS U3MEHEHUEM NMEePBOHAYANbHbIX YHKLIWIA;

cmeHa ydpeautensa(en) opraHusaumm, 6e3 usmeHeHuss HOopmMbl COBCTBEHHOCTM UMMYLLIECTBA STON
opraHusaumm.

2.8.5. ApxuBHble [OKYMEHTbl OpraHusauuu, npekpaTusBlUerd CBOK AEATENbHOCTbL BCNeaCTBUE
NUKBMAALMKU, B TOM YUCIE NO NPUYUHE Ype3BblHMakHbIX OOCTOATENLCTB UMM CTUXMIHBLIX DeaCTBURA, a
3aTeM BOCCTAHOBMEHHON C TEMM XKe (PYHKLUMAMU, COCTABNAT €AUHbIA apXUBHbIA OOHA.

2.8.6. XpOHOMOrM4eCKUMU rpaHuLaMmmn apxmBHoro poHaa aBnAlTCA:

apxuBHOro c)oHAa rocyaapCTBEHHOrO OpraHa, opraHa MEeCTHOTO CamMoynpaBneHWsl, opraHusauun -
yCTaHaBNMBaeMble HA OCHOBE HOPMATUBHLIX aKkTOB OhuLIMANbHLIE AaTkbl UX 0Gpa3oBaHWs (PeErucTpaLmn)
U nukBMaaumu. Mpu HaNMYUKM HECKONBLKUX HOPMATUBHLIX aKTOB 3a AaTy 06pasoBaHMa rocyaapcTBEHHOro
opraHa, opraHa MEeCTHOro CamMoynpaBneHWUsl, opraHW3aLmMu NPUHUMAaETCA Aata Haubonee paHHEro us
HUX;

00beAMHEHHOrO apXMUBHOro hoHaa - aatbl 06pasoBaHusa (perucrpaummn) Haubonee paHHen u NUKBMaauun
Hambonee no3gHen NO BPEMEHM AEATENbHOCTU OPraHu3auui, JOKYMEHTbl KOTOPbIX BOLLMM B COCTaB
00beaMHEHHOTO apXMBHOIO (poHAa;

apXMBHOTO (POHAA NMUYHOTO MPOUCXOXKAEHUS - AaTbl POXKAEHUS U CMEPTM FPaXKaaHUHa, YNEeHOB CEMbU UMK
poaa (no aHanorum ¢ 06bEANHEHHbIM apXUBHbIM POHAOM);

apPXUBHOW KONNeKUuu - Aatbl CaMmoro paHHero U camoro no3gHero JOKyMeHTa.

XpOHOMOrMYeckne rpaHnuLbl apXUMBHOTO (hOHAA MOTYT HE COBMaAaTh C KPaMHUMK AaTaMu COCTaBMSIIOLLMUX
€ro apXuBHbIX JOKYMEHTOB:

B (pOHAE rOCyAapCTBEHHOr0 OpraHa, opraHa MEeCTHOr0 CamOyMNpaBfeHWsl, opraHu3auum - B CBA3W C
BO3MOXHbIM OTCYTCTBUEM apXWMBHbIX AOKYMEHTOB Ha4yanbHOro W/WNM 3aBepLUAIOLLEro 9TanoB
JAesATeNbHOCTM  TOCYAapCTBEHHOTO oOpraHa, opraHa MEeCTHOr0 CaMOynpaBfeHusl, OpraHusauuu,
BKMIOYEeHWEM B cocTaB choHaa Gornee paHHUX apXMBHbIX AOKYMEHTOB, MepedaHHbIX ANsl 3aBepLUeHus
NPOM3BOACTBOM  Aena  NpeallecTBEHHUKOM  TrOCyJapCTBEHHOr0  OpraHa, opraHa  MeCTHOro
CaMOynpaBneHUsi, OpraHn3aLum;

B (DOHE JIMYHOTO MNPOUCXOXKIOEHWUSI - 3@ CYET [OKYMEHTOB, CBSI3@HHbIX C OTKIMKaAMKM Ha CMeEpTb
rpaxgaHuHa, NpoBeAeHUEM NaMsITHO-IOOUNENHBIX MEPONPUSTWIA K Ap.

OpraHusauusa apxMBHbIX AOKYMEHTOB B npeaeriax apxmBHoro ooHga
2.9. B npeagenax apxuBHoro hoHaa apxuBHble 4O0KYMEHTbI OPraHU3yloTca No eAUHULAM XPaHEeHUs.

EOMHMLBI XpaHeHMs CUCTEeMaTU3MPYIOTCA COMNAacHO Cxeme CUCTemMaTu3auunM apxmMBHbLIX JOKYMEHTOB B
apxuBHOM dhoHAae.

2.9.1. Cxema cucrtemaTusaumm apxmBHbIX 4OKYMEHTOB B apXMBHOM (hOHAE ABNAETCH OCHOBaHMEM Angd
BHYTPEHHEN OpraHusauun eanHuy XpaHeHus apxXmuBHoro poHaa U 3akpennaeTcs onucbio (oNUcaMu) aen,
JOKYMEHTOB.

CuctemaTtusauma eamHul XpaHeHus B npegenax apxusHoro ¢poHga no pasgenam (nogpasgenam) CXembol
cucTemMaTusauum NPoBOAMTCA C YHETOM OAHOIO UMM HECKONMBKMUX CReayloLmMX NPU3HAKOB:

CTPYKTYpHOTO (B COOTBETCTBMM C  MPUHAAMNEKHOCTbD  €AMHWUL, XPaHEHUS K  CTPYKTYPHbIM
nogpasaeneHusam);

XPOHOMOrMYeCcKoro (Mo nepuoaamM unu gatam, K KOTOpbIM OTHOCSATCS €4UHULbI XPaHEHUS);

(PYHKLUMOHANbLHOro, OTpacrneBoro, TEeMaTUYEecKoro, npPeaMeTHO-BONPOCHOrO (C  ydeToM  OyHKUMIA
opraHusaumm, TEM UMM BOMPOCOB, KOTOPLIX KACAETCH COAEPKAaHNE €AUHNL, XPAHEHUS);

HOMWHAanNbLHOro (Mo AenNonNpPOM3BOACTBEHHONW (hopme - BUAaAM U PAa3HOBUAHOCTSAM OOKYMEHTOB);

KOPPECNOHAEHTCKOro (MO opraHu3auusim U nuuamM, B pesyrnbTaTte NepPenucku ¢ KOTOpbiMM 0BpasoBannch
eIVHNLbI XPaHEHNUS);

reorpamyeckoro (B COOTBETCTBMM C OMNPEAENEHHbIMU TEPPUTOPUAMM, HACENEHHbIMU MYHKTaMMU |
ApyruMu reorpamyeckummn o0bekTaMu, C KOTOPbIMU CBA3AHO COAEKAHWE OOKYMEHTOB, WX aBTOPbI,
KOPPECNOHAEHTHI);



aBTOpCKOro (MO HasBaHWAM OpraHu3auuMii unu QgaMunuam nuy, KOTOpble SABASAKOTCA aBTOpaMu
OOKYMEHTOB).

Mpu cuctematmsaumm e€4WHUL,  XPaAHEHUS  ayaMOBM3yanbHOW W OMEKTPOHHOM  AOKYMEHTauuu
AOMNONMHUTENBHO MCNONb3yeTCA OB BLEKTHbIN U POPMATHBIN NPU3HAKMU.

EAvHMUBI XpaHeHUs1 TpyNNUPYIOTCS NMOCNeaoBaTenbHO MO NpusHakam, NPUMEHEHUE KOTOpPbIX SBMSIETCS
Hanbonee uenecoobpasHbiM AN BCEX UMW OTAEMbHbIX FPYNN apXUBHbIX JOKYMEHTOB apXMBHOTO hoHaa.

[OKYMEHTbl NO JNMYHOMY COCTaBY, @ TaKkKe Hay4dHO-TEXHUYECKME [AOKYMEHTbl B apxMBHbIX )OHAAaX
Hay4YHO-UCCNEeAOBATENbCKUX OpraHusauuin, pykonucu B u3gaTenscTBax, WUCTopum 6GonesHen B
MeAULIMHCKMX OpraHu3aumsax, akTbl NpoBepok B )OHAAX KOHTPOSbHbIX OPraHoB BbIAENSIIOTCS B 0COOble
rpynnbl U CUCTEMATU3UPYIOTCA 060COBNEHHO.

ApXUBHbIE AOKYMEHTBI apxXMBHOIO (poHAa CEMbM, PoAa CUCTEMATM3UPYKOTCA BHayane no OTAENbHbIM
rpakgaHam, AOKYMEHTbl KaKAOro rpakgaHuHa - no pasgenam Cxembl cuctematusauyun. B apxuBHOM
d)oHAE CEMbU HA NEPBOE MECTO BLIHOCATCHA apXMBHbIE AOKYMEHTHI HAMOONEe U3BECTHOIO rPaXkaaHuHa,
3aTeM - apxXuBHbIE JOKYMEHTbI YNIEHOB CEMbM B Nopsadke CTeneHu poactea. B apxueBHOM doHae poaa
apXMBHblE [OKYMEHTbI pacrnonaralTcs B MOPsAAKe TFeHeanormyeckon MOCreaoBaTenbHOCTH, MPUYEM
apXMBHbIE [OKYMEHTbI, OTHOCALYMECA KO Bcemy pogy (reHeamormyeckue tabdnuubl, UMYLLECTBEHHO-
XO35WCTBEHHbIE AOKYMEHTLI) NOMELLaTCA B Havane.

EAanHMLbI XpaHEHUS, BKMNIOYEHHbIE B 00beAMHEHHbIN apxXuBHbIA (bOHA, pacnonaralTcs No 3HAYMMOCTHU
doHgoobpaszoBaTenen, NO XPOHOMNOrMM UX CO3aaHus, No andaBuTy HasBaHWWA. Ona apxXuBHbIX POHAOB
OAQHOTUMHBIX OpraHM3auUuii UCNONb3yeTca obLlaa cxema cucTemaTusauuu.

B npeaenax apxuBHOW KOSNEKUMWN apXWUBHbIE OOKYMEHTbl O4HOro Buaa (pasHOBMAHOCTM) rPyNnUpyroTCA
Mo aBTOPCKOMY MPU3HAKY C PacnonoXXeHWeM rpynn eauHuL, XpaHeHnsa B andaBUTHOM MOPSAAKE Ha3BaHWN
opraHu3auui unu haMmmunuin rpaxgad. B npegenax apxmBHOW Konnekuyun, co3gaHHonW no TeMaTu4yeckomy
NPU3HaKy, rpynnuMpoBKa apXUBHbLIX 4OKYMEHTOB MPOBOAMTCA MO TEMAM WIM BOMPOCaM, PACMOMOXEHHbLIM
B MOPSAAKE UX 3HAYMMOCTMN UIU XPOHONOTUMN,

B COOTBETCTBMM CO CXEMOIi CMCTeMATU3aLUMKU €AUHULbI XPaHEHUS TPYNNUPYIOTCA B CeAyIoLLIEeM NopsiakKe:

eIVHNLbI XPaHEeHWs1 OTHOCATCA K TOMY rody, B KOTOPOM OHM HayaTbl NPOW3BOACTBOM, UIIM B KOTOPOM
MOCTYNUINM B AaHHYI0 OpraHusauuio (CTPYKTYpHOEe mnojpasaernieHne) w3  ApPyrol  opraHusauuu
(cTpykTYpHOro noapasaeneHus) aAnst NPOAOIHKEHUS MPOU3BOACTBA;

eIMHULBI XPaHEHUS, coaepXXallue MNnaHbl, OTYEThI, CMETLI U MaTepuarnsl K HUM OTHOCATCSA K TOMY roay,
Ha KOTOPGLI UMK 32 KOTOPLIAN OHW COCTaBMNEHLI, HE3ABUCUMO OT AAaTkl UX COCTABMEHWS; JONTOCPOYHLIE
nnaHbl OTHOCATCH K HadanbHOMY roay WX AENCTBUSA, a OTYETbl 3a 9TWU roAbl - K MOCMeAHeMy rogy
OTYETHOrO Nepuoaa;

eIMHULBlI XpaHEHWUsi, HadyaTble NPOU3BOACTBOM B OAHOM MOApasAeneHun W nepefaHHble Ans
NPOJOIMKEHUA B APYroe noapasfeneHue, OTHOCATCS K TOMY MoApasfeneHuio, B KOTOPOM OHU Gbinu
3aKOHYEHbI;

B Mpegenax roga unm XpOoHOMOrMYeCcKoro nepuoda eanHuUbl XpaHeHns pacnonaralTcs no 3Ha4YMMOCTu
YHKUMA opraHuMsaumum (Mnu - B NOpAAKe 3HAYUMMOCTM U FNOFMYECKOW B3aMMOCBA3M BUAOB U
pPa3HOBUAHOCTEN JOKYMEHTOB);

eMHULbI XpPaHEeHUA, NpeacTaBnaLwme cobol NUYHbIE Aena, CMCTEMAaTU3UPYIOTCH MO ro4amM yBOSNbHEHUS
n ancasuty dhaMmunuin.

Fpynnbl eguMHUL XpaHeHuMa B npejenax nocnegHux (3aBepLualowimx) CTyneHen cucreMarusauuu
pacnpenensarTcs N0 X 3HAYMMOCTU UM XPOHOMOTUH.

HedoHaoBas opraHnsauus apxXMBHbIX JOKYMEHTOB

2.10. HedboHpoBas opraHusaums apxmMBHbIX OOKYMEHTOB - OpraHm3aums cO3faHHbIX B AEATENbHOCTU
pasnuYHbIX UCTOYHWMKOB KOMMJIEKTOBAHMA ayAuOBU3YyarbHbIX AOKYMEHTOB (KMHO-, (POTO-, (POHO- W
BMAEOAO0KYMEHTOB) MO MX BUAAM, O4HOMY WUITM HECKOSIbKUM BHELUHWM Npu3Hakam (UBETHOCTM, MaTepuany
HocuTena uudopmauuu, ero dpopmarty, CUCTEME 3anncu 3ByKOBOW MHGpopMauuu u ap.).

KNHOQOKYMEHTBI UM BWUAEOAOKYMEHTbl CUCTEMATM3UPYIOTCS MO BMAAM - PUIbMbI, CMELBbLIMYCKH,
KMHOXYPHAanbl, OTAENbHbIE KMHO- W TEMECKKETbl Pa3NUYHONW LBETHOCTM. Ha KMHOAOKYMEHTbI M
BMEO00KYMEHTbI ONpPeAerneHHOro BUaa COCTaBNsaeTCs OTAeNbHas OMuUCh.



$POTOAOKYMEHTBI CUCTEMATU3UPYIOTCH NO BUAAM - HEraTUBbI PA3NUYHON LBETHOCTU U pasMepa; crangbl
(ananosnTuBbl) Pa3NUYHON LBETHOCTU; NO3UTUBLI, dhoTooTne4YaTku; dotoanbOombl; anadpunbmbl. Ha
dOTOAOKYMEHTBI ONPEAENEHHOTO BUAA COCTABNAETCA OTAENbHAsA ONMUChH.

POHOAOKYMEHTbI CUCTEMATU3UPYIOTCA MO BUAAM 3anucu 3BYKOBOW MHopmauun - dhoHorpadmyeckas,
rpaMmoddOHHas, LIOPUHOPOHHAA, ONTMYecKas, MarHuTHad, nasepHada. Ha  (OHOOQOKYMEHTbI
OMNpeaeneHHOro BUAa 3anmcn CoCTaBnaeTca OTAeNLHasa Onuch.

ONEeKTPOHHbIE AOKYMEHTbI CUCTEMaTU3MPYIOTCA MO BMAAM HOcuTenen uHopmaumum (MarHUTHbIE MEHTHI,
nasepHbIE U XKECTKME AMCKU, KOMMNAKT-AWUCKU, AUCKETLI); BHYTPW BMAOB - N0O dhopmatamM npeacraBneHus
MHdOpMaUuK, n ganee - No xapakrepy 3apuKkCUpoBaHHOW MHOPMaLUN.

O6ecneyeHne COXPAHHOCTU aPXUBHbIX 4OKYMEHTOB

2.11. KoMnnekc MeponpuaATUiA NO CO34aHUI0 HOPMATMBHBLIX YCMOBUIA, COGMIOAEHWIO HOPMATUBHbIX
PEXMMOB M Hagnexallen opraHu3auumn XpaHeHush apxmBHbIX JOKYMEHTOB, UCKMIOYAOLMX UX XULLEHWE U
yTpaty u obecneymBarux NOAAEPKAHUE MX B HOPMANbHOM (PU3MYECKOM COCTOSAHUW, obecneymBaet
COXPaHHOCTb apXMUBHLIX OKYMEHTOB B apXUBE.

ObecneyeHUe HOPMaTUBHBLIX YCITOBUIA XPaHEHUA apXUBHbIX AOKYMEHTOB
2.11.1. HopmaTuBHble YCNOBUSA XPaHEHUST apXUBHbIX JOKYMEHTOB 00€CneunBatoTCs:
CTPOUTENbLCTBOM, PEKOHCTPYKLMEN U PEMOHTOM 34aHWUIA apXUBOB;

CcO34aHMEM  ONTUManbHbIX  (HOPMATUBHbLIX)  MPOTMBOMOXAPHOTO,  OXPAHHOrO,  TemnepaTypHo-
BMa)XHOCTHOTO, CBETOBOIO 1 CAHUTAPHO-TMIMEHNYECKOTO PEXMMOB B 34aHUKU M MOMELLIEHUSIX apXUBa;

NPUMEHEHWEM CrneumanbHbIX CPEACTB XPaHEHWUS U MEPEMELLEHNUS apXMBHBLIX AOKYMEHTOB (CTENnaxw,
wkadbl, cendbl, KOPOOKKM, Nankn n 4p.).

TpeboBaHusa K 34aHUAM U NOMeELLEHUAM apXUBa

2.11.1.1. ApxuB pasMeLwlaeTca B cneuuanbHO MOCTPOEeHHOM(bIX) MNK npucrnocobneHHom(bix) Ans
XPAHEHUS apXMUBHBLIX JOKYMEHTOB 34aHUKU(AX) UMM OTAENbHLIX MOMELLEHUAX 34aHUsd, yganeHHom(bIx)oT
OMNAacCHbIX B MOXXAPHOM OTHOLLEHUM ODBLEKTOB (HedTexpaHunuuia, 6EH30KONMOHKM, aBTOCTOAHKM, rapaxkn u
T.M.) N MPOMbILLIIEHHbIX OOBLEKTOB, 3arpA3HAILLMX BO3AYX (arpeCCuBHbIE rasbl, UEMEHTHAs Nbifb W T.M1.).
MpUrogHOCTb MECTOPACMONOXKEHUS apXxvMBa OMpedenseTca C y4eTOM 3aKkSoYeHUn CnyxObl MOXapHON
OXpaHbl N CAH3NUAEMCTAHLUUKU O CTEMEHU 3arpA3HEHHOCTU BO3AYXaA.

CTpOUTENLCTBO WM PEKOHCTPYKUMSA 34aHWA apxuBa NpPOM3BOAATCA B COOTBETCTBMM C HOPMATWUBHBLIMM
NpaBOBbLIMKU aKTaMu, COAeMKaLLMMm TpeboBaHMA K 00 bEKTaM TEXHUYECKOTO PErYNUPOBaHUA U NPOEKTHON
JOKYMEHTaUMEN, COrnmacoBaHHOW C COOTBETCTBYIOLUMM YMOSTHOMOYEHHbIM OPraHOM WCMNOJNTHUTENbHON
BNnactu B cpepe apxXuBHOro gena.

3p0aHne apxuBa npeacTaBnsaeT coboil  KOMMNEKC OCHOBHbLIX U BCMOMOraTenbHbIX MNOMELLEHUN,
npefHasHavyeHHbIX ANs BbLINONHEHUA 3ajady apxuBa MO XpaHeHuo, o6paboTke, WCNOMNbL3OBaHWUIO
apXMBHbIX [OKYMEHTOB W 3agay aJMUHUCTPATUBHO-XO3AWCTBEHHOTO, TEXHUYECKOro, 6bITOBOro
xapaktepa, oTBevaTh TpeboBaHMAM paLMOHaNbLHON NNAaHUPOBKU NOMELLEHMWIA.

CocraB, pacnonoxeHue, obopyaoBaHWe NOMELLEHM A OCHOBHOIO Ha3HauyeHusi AOMkHbI obecneunBaTthb
COXPaHHOCTb apPXMBHbIX AOKYMEHTOB Ha BCeX yyactkax paboTbl ¢ HuMK, cobniogeHue TpeboBaHuit
TexHonorun paboTt, oxpaHbl Tpyaa, TEXHUKM OGE30MacHOCTM M NPOU3BOACTBEHHON CAHUTaAPUM, a TaKkKe
pauuoHansHoe B3auMOAEWCTBME mnoapasfeneHunii apxuBa. K noMelleHWsIM OCHOBHOTO HasHayeHusi
OTHOCATCS:

apXUBOXPaHUNMLLA;

paboyne nomeLeHNa paboOTHUKOB apXMBa;

noMeLLeHUs ANng npuema u BpEMEHHOTO XpaHeH!Us, akknmmaTm3auum apxXuBHbIX AOKYMEHTOB;
noMeLLeHUsa AN U3onsauMn, aesnHdEeKLUMN U 4e3NHCEKLUN NOPaXKEHHbIX apXUBHbIX JO0KYMEHTOB;

nomeLleHus ans obecnbinMBaHus, NepenneTa u pectaBpaLun apXUBHbIX JOKYMEHTOB;



NMOMELUEHUS ANA  KOMMPOBAHUSI U pecTaBpauuM  apXMBHbIX  [JOKYMEHTOB  (MUKPO-,  KCEpo-,
choTokonupoBaHusi, hoTopecTaBpaLUmnu 1 T.M.), 06paboTKM NNEHKN U NPOBEAEHNUS TEXHUYECKOTO KOHTPOS
ayanoBuU3yarbHbIX JOKYMEHTOB;

nomMeLieHna ana XxpaHeHnsa y4eTHbIX JOKYMEHTOB,

KOMMJIEKC YUTanbHOro 3ana (C yyactkamu Bblgadu Aen U CnpaBOYHO-MOUCKOBbLIX CPEACTB, BPEMEHHbLIM
XpaHunuwem);

Hay4HO-crpaBoYHasa bubnuorteka;
MeTOANYECKUIA KabUHET;
BbICTABOYHbIN 3an.

Pa3smelleHrne apxuBa B MPUCMOCOBNEHHBbIX 34aHMSIX U MOMELLEHUSIX NPOU3BOAWUTCH B YCTAHOBIIEHHOM
nopsiake MOCre TMNPOBEAEHUS WX SKCMEepTU3bl. JKCMepTu3a YCTAHABNMBAET CTENeHb OrHECTOWKOCTU
30aHKs1, AONTOBEYHOCTb €r0 OCHOBHbIX KOHCTPYKLMIA M MPOYHOCTb MEXKITAXKHBLIX MEPEKPLITUI C yYeTOM
NOTeHUMAanbHbIX Harpy3oKk, COCTOsIHWE TMOMELLEHUA 3aaHusA (MO3TaXHbIX, NOABANbHbLIX, YepAaayHblX),
HanuuMue W COCTOSIHUE OTOMUTENbHLIX W BEHTUMSILMOHHBIX CUCTEM. JKCMepTu3a MpPOBOAUTCS
npeacTaBUTENAMU apXMUBa, MOXKAPHbIX, OXPaHHbIX, CTPOUTENbHbIX, CAHUTAPHO-3MUAEMUONOTUYECKUX W
Apyrux cneuuanbHbix cnyx6. o utoram aKkcnepTusbl COCTABMSAETCS akT.

He ponyckaeTcs pasmelleHWe apxuBa B BETXUX CTPOEHWSIX, AEPEBSIHHbIX MOCTPOiiKax, 34aHUsX C
CbIPbIMU OCHOBHbIMU, NMOABAaNbHbIMK, YepAaYHbIMW NOMELLEHUSIMU, NEYHBLIM OTOMINEHUEM.

MpeaHa3HaYeHHblE ANA XPAaHEHUS APXWBHbLIX AOKYMEHTOB MOMELLEHWUSI B NPUCNOCOBMNEHHbIX 34aHUsAX
JOMKHbl ObITb W30NMUPOBAHbLI OT OCTalNbHbLIX MOMELUEHUA 3A4aHusi. He ponyckaeTcs pasmelleHue
apXMBHBIX [JOKYMEHTOB B MNOMELUEHUAX 34aHMSA, 3aHATOr0 cnyxbamu oOLEeCTBEHHOrO NUTaHUs,
MULLIEBLIMW CKNaZamMu, OpraHu3auusiMu, XpaHsLWKUMW NOXapoonacHble M arpecCuBHbIE BELLECTBA WM
NPUMEHSIIOLLMMM NOXKAPOONACHbIE U XUMUYECKUE TEXHOMOTUN.

Tpe6oBaHUsA K apXMBOXPAHUIULLY

2.11.1.2. ApxuBOXpaHunuile AOMKHO OblTb  MakCMManbHO yganeHo oOT  nabopaTopHbIX,
NPOM3BOACTBEHHbIX, ObLITOBbIX MOMELLUEHUA apxMBa U HE KUMETb OOLUMX C HUMMU BEHTUNALMOHHBIX
KaHanoB. ApXMBOXPaHUNULLE OTAENAETCA OT COCEAHMX MOMELLEHUI apXmMBa HECrOPAEMbIMU CTEHAMM U
NepekpbITUAMM C MpedenamMum OrHEeCTOMKOCTM HEe MeHee [AByxX 4YacoB. B apxuBoxpanHunuwie He
JornyckaeTcda npoknagka Tpyd BoOgOCHAOXKEHUS M KaHanM3aumm, TEXHONOrMYEeCckue unu BbiTOBbIE BbIBOAbI
BOAbI.

Mpn NPOEKTMPOBAHUM pPa3MELLEHUS apXMBOXPaHUMNMLLA B CneuuansHOM UM NPUCNOoCOBNEeHHOM 34aHnK
npeanovteHue (NpM paBHbIX TEMMOBbIX XapakTEPUCTMKAxX) OTAAETCA MNOMELEHUAM C CEBEPHON
OpueHTaUnen OKOH.

MaTtepuanbl MOKPbITUS CTEH, MONOB, TMOTOMKOB, BHYTPEHHEW apmaTtypbl apXMBOXpaHUNWLLA,
NpUMeHsieMble MpPWU WU3TOTOBMEHMM OBOPYAOBAHUS W CPEACTB XPaHEHWS! apXMBHbIX AOKYMEHTOB, He
JOMKHbI cOBUPaTh Mblifb, ObITb €€ UCTOYHUKOM UIKW BbIAENSATb arpeCCHUBHbBIE XMMUYECKUE BELLIECTBA.

ApPXMBOXpAHUNWLLE AOIMHKHO WMETb €CTECTBEHHYI0 WM WCKYCCTBEHHYI BEHTURNAUMIO. CUCTEMbI
KOHAMLMOHMPOBAHUS A0MKHbI 0oBecneynBaTb PELMPKYNSILMIO BO3Zyxa C KPaTHOCTbiO oBmeHa 2-3,
CTabUnbHOCTb TEMNEPATYPHO-BMAXKHOCTHOIO PEXMMAa, OYMCTKY BO3fyXa OT MbINMM U arpecCUMBHbIX
npuMecei, a TaKkke 0TBeYaTb COBPEMEHHBIM TPeBOBaHNSAM KOMNAKTHOCTU U 9KOHOMUYHOCTH.

BbicoTa apxuBoXpaHunuuia 3aBUCUT OT TEXHOJIOTMYECKOrOo 00OpYyAOBaHWUSA, MPUHATOrO AMS XpPaHEHUs
aPXUBHbLIX AOKYMEHTOB, HO He MeHee 2,25 M 40 HM3a BbICTYMNAOWMX KOHCTPYKUMIA W, Kak NpaBuno, He
Bbille 4 M.

ApPXMBOXPAHUMULLE AOIMKHO UMETb YA0GHbIE BbIXOAbI K NTUATAM 1 NECTHUYHBIM KIETKaM.

He pgonyckaetcs xpaHeHue (PoHO-, BUAEO- M SMEKTPOHHLIX JOKYMEHTOB HA HOCUTENAX C MarHUMTHbIM
pabounmMm Cnoem B apxmMBOXpPaHWMULLE C NapasMTHbIMU MOCTOSIHHBIMU MIIN NEPEMEHHBIMWU MAarHUTHBIMM
NONAMM HANPSDKEHHOCTLIO 6onee 400 a/m.

ApPXUBOXPaHUIULLIE apXUBHLIX OOKYMEHTOB Ha HWTPOOCHOBE (OMACHOWM, rOPKOYEn) TepputopuanbHO
OoTAENAETCA U M3OMNUPYETCA OT APYIUX apxXMBOXPaHUMMLY. B HWXKHEN 30HE apXMBOXPAHUNULLA apXMUBHBIX
JOKYMEHTOB Ha HUTPOOCHOBE NpeaycMaTpuMBaeTCa AONOMHUTENLHAA BhITSXKKA BO3AyXa.



HopmaTUBHBbIE PEXUMbI XPAHEHUSA apPXUBHbLIX AOKYMEHTOB. [IPOTUBONOXAPHbLINA PEXUM

2.11.2.1. TpOoTUBONOXKAPHbLIA PeXUM B 3aaHUU(AX), rae pasMeLlaeTca apxuMe, U B apXMBOXpaHMnuLLax
perrnameHTUpyeTca COOTBETCTBYIOWMMU HOPMaTMBHLIMW NpaBoOBbIMKU akTamu Poccuiickon degepaunn B
obnactu noxapHon 6e30nacHOCTH.

OxpaHHbIN pexum

2.11.2.2. OXpaHHbIA pexxum apxmpa 06ecneymBaeTcs KOMIMIEKCOM Mep Mo 0BeCrneyYeHntd UHXEHEpPHO-
TEXHUYECKON YKPENMNeHHOCTU, 000pyaoBaHMIO 3A4aHua (NOMELLEHUs) apxuBa CpeaCTBAMU OXPaHHOW
curHanusauuu, OpraHusauyuM nocta(oB) OXpaHbl, OMNEYaTbIBAHUID MNOMELLEHWUH, COBMIAEHMIO
BHYTPUODBLEKTOBOIO U MPOMYCKHOIO PEXXUMOB, XPAHEHMIO KIMKOYER OT CNy»eOHbIX NOMELLIEHWIA.

TpeboBaHMA K apxMBOXpaHUMULLAM U APYTMM MOMELLUEHUSIM apXxuMBa, B KOTOPbIX XPaHATCA CEKpPeTHble
apXMBHblE AOKYMEHTbl M NPOBOAATCA paboTbl C HUMW, YCTAHOBIIEHbI HOPMAaTUBHBLIMU MPaBOBLIMU
JOKyMeHTamMu no o6ecneveHunio pexxuma CEKPeTHOCTU B Poccuiickon deaepauumu.

OpraHu3auus 0XpaHbl apxuBa OCYLLECTBAETCA B COOTBETCTBUM C TPeDOBAHMAMM 3aKOHOAATENbHLIX U
MHbIX HOPMATUBHLIX NPaBOBLIX akToB Poccuiickon Pegepaunn, a TaKke WMHCTpykUuuMM O nopagke
OCYLLECTBMEHNA OXpaHbl apxuBa, COINMACOBAHHOMW B YCTAHOBMEHHOM MOPSAKE C OCYLLEeCTBMASIOLMUM
OXpaHy apxuBa noApasfgerieHneM U COOTBETCTBYIOLLUMM OPraHOM BHYTPEHHUX Jen POCCUMICKON
deaepauyuu.

OxpaHa apxuBa OCYLLECTBISIETCA Ha OCHOBaHWM [OroBOpa MeXay apxXMBOM U COOTBETCTBYIOLLMM
nogpasgeneHmemM oxpaHol, B KOTOPOM NpegycMaTpuBaloTcs 00A3aTensCcTBa CTOPOH MO OXPaHe apxuBa,
COOMIOAEHUI0 BHYTPUOOBLEKTOBOTO M MPOMYCKHOTO PEXMMOB, MNpeayCMaTpuBalolmx, B TOM 4ucne
JOCMOTpOBLIE MeponpuaTuda. lNepeyvyeHb NOMELLEHWA apxuBa, 000pyAYyeMbIX CPEACTBAMM OXPaHHON
curHanusauuu, NPUMEHAEMbIE MHXXEHEPHO-TEXHUYECKNE CPEACTBA, BUA, YCNOBUS OXPaHbl U AUCOKaLUS
MOCTOB ONPeensalnTca yCrnoBUAMU JOroBopa. MCX0AA M3 MPUHLMNOB HAZEXKHOCTU U 3KOHOMUYECKON
000CHOBAHHOCTU Tapud)OB, a TAKKE C YYETOM MNOJIOXKEHUW MEXBEAOMCTBEHHOIO akTa obcrnefoBaHus
apxuBa u TpeboBaHU HOpMaTUBHbLIX NPaBOBbLIX akToB MB[ Poccuu.

Obs3aTeNbHOMY OCHALLEHUIO CPEeACTBAMM OXPAHHOW CWUrHanM3auuMM W ornevaTbiBaHMIO Moarnexar
apXMBOXPaHWNULLA W MOMELUEHUsI, B KOTOPbIX MOCTOSIHHO WNW BPEMEHHO XPAaHATCA apXUBHbIE
JOKYMEHTbI, @ TakKe MaTepuanbHble LEHHOCTW, aBapuiiHbie W 3anacHble BbIXOAbl U3 34aHWUS apxuBa,
OCHOBHOI BX0/, NPW OTCYTCTBMU KPYTTIOCYTOUYHOMO NOCTa OXPaHbI.

OnevatbiBaHMIO noanexar metannuyeckue wkampbl U Cendbl, roe BPEMEHHO XPaHATCHA BblAdaHHbIE U3
apXMBOXPAHUNULL, apXUBHbIE AOKYMEHTbI, YY4ETHbIE AOKYMEHTbl M Hay4yHO-CMPABOYHbLIA annapar, ecnu
OHU HaAXOAATCA B HEONEYATbIBAEMbIX MOMELLIEHUSAX.

ApPXMBOXpaHUNWLLA W ApPYrMe MOMELLUEHUs, A€ TOCTOSIHHO WNU BPEMEHHO XPaHSTCA apXWBHblE
JIOKYMEHTbI, 060pyaYIOTCA ABEPSIMA C MOBBILLEHHON TEXHUYECKON YKPEMMEHHOCTbIO NPOTUB BO3MOMXHOTO
B310Ma, OCHALLIEHHbIMWU 3aMKaMM NOBLILLEHHON CEKPETHOCTH.

Bce oaksemnndApbl  KMOYEW (3@ UCKIIOYEHMEM  OTHOCALWMXCA K MOMELUEHUAM, Ha KOTopble
pacnpoCcTpaHsaTCA cneumanbHble TPeOOBaHUS pEXMMA CEKPETHOCTM) YYUTLIBAIOTCA B >KypHamne
permcTpaumm Ko4ven K 3aMmkam NOMELLEHMIA apXuBa, BEAEHMUE KOTOPOro NpMKkasoM PyKOBOAUTENS apxuBa
BO3MaraeTcs Ha OTBETCTBEHHOE AOJDKHOCTHOE NuUo. B ykazaHHOM >KypHane OTMe4yaeTcsl, ¥y KOro u3
paboOTHUKOB apxmMBa UMEKOTCH KIMIOYU OT KaKAOro M3 MOMELLEHWIA, C pacnuckon paboTHMKA B MOMyYEHUM
3K3eMnaspa Kro4a.

Ko BCeM noMelleHMsIM apXxuBa, OCHALLEHHbIM 3aMKamu, AOMMKHO ObiTb He MeHee ABYX KOMMIEKTOB
KItoYei, OAMH U3 KOTOPbIX MOCTOSTHHO HAX0AUTCS B Criy»xkbe oxpaHbl apxuBa.

Mopsapok xpaHeHusa knioden B pabouyee n Hepabouee BpeMsi, MOMyvYeHUs Knioden B criykbe oxXpaHbl,
cAayun Knoven v NOMeLLEeHNii Nog OXpaHy yCTaHaBNUBAETCS UHCTPYKLUMERn 06 OXpaHHOM pexkumMe apxuBa,
YTBEPKAEHHON B YCTAHOBINEHHOM NOPSAAKE.

ApxuBoxpaHunuile B paboyee BpeMs, €CNn B HEM He paboTaloT COTPYAHUKK, AOMKHO BbITb 3aKPLITO HA
Krtod. Knoun oT apxuBoxpaHuniuia B paboyee BpeMsi HAXOASATCH Y 3aBEAYIOLLEr0 apXUBOXPAHUTULLIEM
Unn NUua, ero 3ameLLaoLLEero.

B apxuBOXpaHWMuLLE UMEIOT NPaBO AOCTYNa 3aBeAyOLWUiA U paBOTHUKN AAHHOTO apXMBOXPaHWNULLA, a
TaKKe PYKOBOAUTENb apXuBa U €ro 3aMeCTUTENMU, rMaBHbliA XpaHuTenb poHAoB. CNUCOK NUL, UMEIOLLIMX
npaBo A40CTyna B apXUBOXpaHunuLie, 0GHOBNSAEMbIN N0 Mepe HEOBXOAMMOCTU, JOMKEH HAXOAUTLCS Ha
nocty oxpaHbl. Bce papyrme paboTHMKM apxuBa [JOMYCKAOTCA B apXMBOXPAHWNULLE TOMbKO B
COMPOBOXKAEHUM 3aBEAYIOLLEr0 apXUBOXPAHWUMULLEM WMM NUUa, ero 3saMeulalowiero. MHble nuua



JIOMNYCKAIOTCSsl B apPXMBOXPaAHUINLLE B UCKIIOUUTENbHBIX Cry4Yasx TONMbKO MO MMCbMEHHOMY pa3peLleHuio
PYKOBOACTBA apxuBa M B COMPOBOXAEHUW 3aBEAYIOLLET0 AapXMBOXPaHWUIULIEM WNW fMua, €ero
3amMeLLaloLero.

BbIHOC M3 apxuBa AapXMBHbLIX [OKYMEHTOB, MaTepuarnbHbIX LEHHOCTEH W KHWUT Hay4HO-CNpPaBOYHOI
6ubnmoTekn, a TaKKe HayyHO-CMPABOYHOrO annapara paspellaeTcss TONMbKO M0  ChneluanbHbIM
npomnycKkam, Bbl1aBaeMbIM B YCTAHOBNEHHOM NOpPSIAKE.

TeMnepaTypHO-BAAXHOCTHbLIN PEXUM

2.11.2.3. B apxuBoxpaHunuiie apxuMBHbIX [AOKYMEHTOB Ha OymMaHOW OCHOBe, 000pya0BaHHOM
cucTeMamMm  KOHAULMOHUPOBAHMA  BO3Ayxa, MNOAAEPKMBAETCA  HOPMAaTUBHbLIA  TEMMEPATYPHO-
BNaXKHOCTHbIN pexxum: Temnepatypa 17-19°C, oTHocUTenbHas BNaXkHOCTb BO3ayxa 50-55%.

TemnepaTypHO-BNaXHOCTHbIE MapamMeTpbl BO3Ayxa AN AONTOBPEMEHHOIO XpaHEHUsS] ayaNOBU3YarbHbIX
U 3MEeKTPOHHbIX JOKYMEHTOB O HbI COOTBETCTBOBATbL HOPMAaM, NPUBEAEHHbIM B Tabnuue:

OTHOCUTENBHAsT  BMAXXHOCTb
Bo3ayxa, %

Bua nokymeHTa Temnepartypa, °C

yepHo-

Genbie LUBETHble |YepHO-Oenble  |LUBETHblE

,D,OKyMeHTbI Ha KMHOMMNEHKE:

HEe Bbille |He BblLLE -

HUTPOOCHOBA +10 5 40-50 40-50
BesonacHas 0CHOBa :'_(135 BEILIE ge BEILIE - 40-50 40-50
POTOAOKYMEHTBI:
He BbILLE He BbILLE -
CTEeKIo +15 5 40-50 40-50
He BbILLE He BbILLE -
nneHka +15 5 40-50 40-50
choToBymara He . BRILIE HE BRILIE - 45.50 40-50
+15 5
AOKYMEHTbI HA MAarHuTHORW nexte W .o . .o 45-65

AUCKOBbIX HOCUTENAX

CBeTOBOW PEXUM

2.11.2.4. XpaHeHWe apXuBHbIX [JOKYMEHTOB OCYLIECTBNAETCA B TEMHOTE. 3TO obecneunBaeTcs
XpaHEHUEM apXMUBHLIX JOKYMEHTOB B NepenneTax, nankax, kopobkax, wkadax, Ha cTennaxax 3akpbiToro
TMNa, a Takke cobnioAeHUEM YCTAHOBIIEHHOTO CBETOBOIO peXuma.

OcBellleHMe B apXMBOXPAHUNNLLE MOXET ObITb €CTECTBEHHbIM WM WCKYCCTBEHHbIM, apXWUBHbIE
JOKYMEHTbl MOTyT pasMellaTbCsl B MOMELUEHMsIX C OKHaMu wunu ©6e3 OKoH. PasmMelleHue
apxXMBOXPaHWNULLA B MOMELLEeHUsIX ©e3 OKOH [JOMycKaeTcst MpuM HanuuMu B HEM WCKYCCTBEHHOW WM
€CTECTBEHHOI BEHTUNSALMM BO3AyXa C YCTAHOBIIEHHOI KPAaTHOCTbIO BO3Ayx00bMeHa.

EcTecTBeHHOE OCBeWlEeHME B apXMBOXPAHUIULLE AOMYCKAETCA pacCesaHHbIM CBETOM MpPW  YCIOBUM
MPMMEHEHUS Ha OKHaxX CBETOpAacCeuBaTerniel, aBTOMATUYECKMX PErynaTopoB CBETOBOTMO MNOTOKA
(cneumanbHbIX CTEKON), 3aWUTHLIX PUABLTPOB, Xanto3u, LTOP, HAHECEHHbIX HA CTEKNO MOKPbLITUA U T.M.

[Ns MCKYCCTBEHHOIO OCBELLEHUS B apXMBOXPAHMUITULLE MPUMEHAIOTCA Namnbl HAKANMBaHUSA B 3aKPbITbIX
nnadgoHax ¢ rmagkon HapyXHOW MOBEPXHOCTLIO. [onyckaeTcss NPUMEHEHUEe MIOMUHECLEHTHbLIX namn ¢
ypesaHHbIM ynbTpaduoneToBbiM ydactkoMm cnektpa tuna J1b, JIXB, JITB. YpoBeHb OCBELWEHHOCTU B
AuanasoHe BMAMMOIO CMEKTpa He AOMMKEH NPEBbLILATb: Ha BEPTUKANbHON MOBEPXHOCTM CTEnnaxa Ha
BbiCcOTE 1 M OT nona - 20-50 nk, Ha pabo4ynx cTtonax - 100 k.



3almTa apxmBHbIX JOKYMEHTOB OT pa3pyLUAaloLLIero AeWCTBUSI eCTECTBEHHONO U UCKYCCTBEHHOIO CBETa
OCYLLECTBMAETCH BO BCEX NOMELLEHMSIX apXuBa npu nobbix Buaax paboTbl ¢ apXMBHBIMU JOKYMEHTaMM.

CaHUTAPHO-TUTMEHUYECKUIN PEXUM

2.11.2.5. ApxuBoxpaHunuuwia M Apyrue nOMELLEHUs apxuBa COAEpPXKaTCA B 4YUCTOTE M NOpadke,
UCKMIOYAIOLLEM BO3MOXHOCTb NOSBMEHNSA HACEKOMbIX, IPbI3YHOB, NNECEHMN U MbISN.

B apxuBoxpaHunuuie npoBOASATCA CUCTEMATMYECKas BnakHas ybopKka, He pexe OAHOro pasa B roj
0BeCnbINMMBAHNUE MbINIECOCAMU CTENNAXEN, LIKAd)OB, CPEACTB XpaHeHUs (Kopobok, nanok, ynakoBok). [pu
3TOM LIOKOfbHbIE YACTU CTENNaXen, Nofbl, NIMHTYCbI, NOAOKOHHWUKA MPOTUPAIOT BOAHLIMU PACTBOPaMM
AHTUCENTUKOB.

B apxuBoxpaHunuiie 3anpewaetrca npebblBaHUE B BEPXHEN oOaexae, MOKPOM U rpasHoin o6yBw,
XpaHeHue NdbiX NOCTOPOHHMX NPEAMETOB, UCNOML30BAHNE NULLIEBLIX NPOAYKTOB, a TAKKE KYPEHUE.

B apxuBoxpaHunuiwie obecneuynBaetcs cBoBGogHAs LUMPKYNAUMS BO3Ayxa, UCKMovatollasi obpasoBaHue
HenpoBETPMBAEMbIX 30H YCTOWYMBOIO MUKpOKNMMaTa. He pgonyckaeTcs pasMelleHue apxXWBHbIX
JIOKYMEHTOB Ha Mony, NoI0KOHHMKAX, B Hepa3obpaHHbIX KMnax.

OKHa B MOMELLEHUsIX apxuBa, OTKPbIBAKOLMECH B TEMNOEe BpeMsa roda, 3aluLalTcsl CeTkaMu C
AvameTpom siueek He Gomee 0,5 MM. 3alMTHBIMU CeTKaMu 0BOPYAYIOTCS Takke BEHTUNALMOHHbIE
OTBEPCTUsi B CTEHaX, NOTOMKaX, NOnax apXUBOXPAHWUMULLA, HapyXHble OTBEPCTUS BEHTUNSALMOHHbIX
CUCTEM.

C uenblo 0OBHapyXeHUsI HACEKOMbIX W TMMEeCHEeBbIX FPUOOB apXMBHblE AOKYMEHTbl (BbIDOPOUHO) M
MOMELLEHUA apXWBOXPaHWNULL, ABa pasa B rog (B Hayane M Mo OKOHYaHMKM OTOMUTENbHOTO CEe30Ha)
noasepralTcsi 06A3aTeNlbHOMY 3HTOMOMOTMYECKOMY U MUKOMOrMYECKOMY OCMOTPY. Mpu 0BHApYKeHUM
BUonorMyecknx BpeanTenei NPMHMMAalOTC HemMeaneHHble Mepbl Mo 06paboTke apXMBHBIX JOKYMEHTOB,
CPEeACTB XpPaHEHWs!, apXUBOXPAHWUULL,

Ins npoBeeHns CaHUTapHO-TUIMeHNYecKkuXx paboT NNaHWpPYIOTCA CaHUTaPHbIE AHM.

O60opyaoBaHue apXMBOXPAHUNMILA CpeacTBaMU XPaHEHUS

2.11.3. ApxuBoxpaHunuuie obopyayeTca CTaUMOHAPHbIMU WIM MEPEABWKHBIMU  METaNMM4eCKUMM
crennaxamu. [onyckaeTcsa aKcniyaTauus CYLLUECTBYIOLUMX CTaLMOHapHbLIX AEPEeBAHHLIX CTENnaxken,
Haxo4AWUXCA B HOPMAanbHOM CaHMTApPHO-OMONOTMYECKOM COCTOAHMU U 00PabOTaHHbLIX OFHE3aALLMTHLIMM
coctaBaMu. B apxuBoxpaHunuiie ¢ HOpMaTUBHLIM TEMMNEPATYPHO-BNAXKHOCTHBLIM PEXUMOM JOMYCKaeTcs
NMPUMEHEHWE NEPEABWKHLIX METaNNIMYECKUX CTennaxen. B kayecTtBe BCNOMOraTenbHOrO  WMu
crneumMansHoro obopyaoBaHuMs MOrYT MWCMONb30BATbCA MeTannuyeckue Lwkadbl, Cendbl, LwWKadbl-
CTENMNaxu, a TaKKe CTauUOHapPHbIE OTCEKU-OOKCHI ¢ METAMNNNYECKUMI NEPETOPOAKAMU 1 NONKAMMU.

KWHOAOKYMEHTbI, PYSIOHHbIE MUKPOMUIbMbI XPAHATCA B FTOPU3OHTANIBLHOM MOMOXEHUN B METaNMUYECKNX
UMW NIacTUKOBbLIX KOpoBKax Ha crennaxax Ttuna "enodka" nubo Ha CTauMOHAPHbLIX CTennaxax.
KWHOQOKYMEHTbI Ha HEropl4ven TPUaLETATHOM OCHOBE XPaHATCA B HEMSIOTHO 3aKPbIiBAKOLLMXCA
MeTanIn4eckux Unu MIacTMKOBLIX C OTBEPCTUAMM KOPODKax ANnd NpedoTBpaLLEHUs] CKaNMBaHUA BHYTPU
KOpPOBOKM NapoB YKCYCHOW KMCINOThI, BbIAENAEMbIX OCHOBOW KUHOMITEHKM,

BuaeogokyMeHTbl XpaHATCA B BEPTUKANIbHOM MOSOXEHMM B 3aBOACKOW YNaKoBKeE.

He ponyckaetca XpaHeHue apXMBHbIX AOKYMEHTOB Ha HOCUTENAX C MAarHUTHbIM paboyuMm Crnoem Ha
d)eppOMarHMTHLIX METanMUYEeCcKUX CTennaxax; CTanbHble CTennaxu MoryT ObiTb MCMOMb30BaHbl B
UCKMIOYMTENBHBIX CMyYasx, TONbLKO MPU YCNOBUMU Pa3MarHMYMBAHMA U 3aMblKAHMA KOHTYPOB CTenmnaxa
(coeguHeHne MeTannNMYecKux YacTen cTennaxa anekTponpoBoaomMm U nx adhdeKTUBHOE 3a3eMneHune).

B apxuBoxpaHunue C ECTECTBEHHbIM OCBELEHUEM CTEeMnnaku W wWkadbl OTKPLITOrO Tuna
yCTaHaBNMUBAKTCHA NEPNEHAUKYNSAPHO CTEHaM C OKOHHbIMKM nNpoeMamu. B apxuBoxpaHunuuie 6e3 OKOH
cTennaxum u wkadbl yCTAHABNMBAKTCA C  YYETOM OCODEHHOCTEW MOMELLEHUS, KOHCTPYKLWM
000pPYyAOBaHUA U HOPM €ro pasMelleHns. He gonyckaetcsa pasMelleHne cTennaxen, wkadgos u gpyroro
o0opyaOBaHUA ANA XPaHEHMA apPXMBHbIX AOKYMEHTOB BMAOTHYIO K HapYXHbIM CTEHaM 34aHua u K
UCTOYHMKaM Tenna.

CTauuoHapHble CTennaxu W LWwkadbl YCTAHABNUBAKOTCA B apXMBOXPaHWUNULIAX C COOMIOAEHUEM
crneayoWmx HOpM:

paccToaHue Mexay pagamMu ctennaxen (rasHblin npoxoa) - 120 cwm;



paccTtoaHue (Npoxoa) Mexay cTennaxamu - 75 cM;
paccTodHue Mexxay Hapy»HOW CTEHOW 3aaHnAa U cTennaxamu, napannenbHblMK CTEHE - 75 CM;
paccTosiHUE Mexay CTEHOW U TOPLOM cTennaxa unu wkada (obxon) - 45 cwm;

paccToaHue Mexay NofioM U HUXKHEN NOMKOW cTennaxa (wkada) - He MmeHee 15 CM, B LOKONbHbLIX aTa)kax
- He MeHee 30 cm.

PacctoaHus (npoxoabl) Ans 060OpyaoOBaHMS C  BbIABWKHBIMK  SILUMKAMM  PACCUUTBLIBAIOTCH MO
cneyuuanbHbIM HOPMaM C Y4eTOM TUropasMepa o6opyaoBaHus.

ApXUBHbIE JOKYMEHTbI HA DYMa)kHOW OCHOBE pa3MELLalOTCA Ha CTennaxax, B MeTannuyeckmx wkadax
FOPM3OHTANbHO WIM BEPTUKANbHO B KOPODKax WM ApYyrux NepBUYHbLIX CPEACTBaxX XpaHeHus (nankax,
dyTnapax u T.n.).

Kaxpasa eauvHWua XpaHeHWsl ayaumoBM3yarnbHOrO MMM SMEKTPOHHOTO AOKYMEHTa YKNaablBaeTcsi B
HerepMeTUYHYI0O WHAUBUAYAnbHYIO ynakoBky. [pu 3TOM AOMKHO ObITb UCKMIOYEHO cBOBOAHOE
nepemeLleHNe apxXMBHOIO JOKYMEHTA BHYTPU YaKOBKM.

OpraHu3sauus XxpaHeHUsl aPXUBHbIX JOKYMEHTOB B apXUBOXPaHUNMLLe

2.11.4. OpraHusayma XpaHeHUs apxuBHbIX AOKYMEHTOB B apXMBOXPaHUMULLE - CUCTEMA MEPONpPUATUNA,
BKIIOYAlOWas paumMoHansHoe pasMeLLeHUE apXUBHbIX AOKYMEHTOB, KOHTPOMb 3a WUX ABWKEHUEM U
PU3NIECKMM COCTOAHMEM, KOMMPOBAHWE apPXMBHbIX JOKYMEHTOB C LIENbIO CO34aHUs CTPaxoBoro hoHaa u
doHAa nONb30BaHWS, BOCCTAHOBNEHME (pecTaBpauuild) nNepBOHAYanbHbIX  wnM  OAKM3KUX K
nepBOHaYvarnbHbIM CBONCTB U BHELUHMX MPU3HAKOB apXMBHbLIX JOKYMEHTOB, MOABEPILUMXCH MOBPEXAEHUIO
nnbo paspyLUEHUIO.

O6wme TPeO6OBaAHUA K PAa3MELLEHUIO APXUBHBIX 4OKYMEHTOB

2.11.4.1. ApxMBHbIE AOKYMEHTbI B apXMBOXPAHWUMNULLE pacnonaraiTca B nopsaake, obecneunBalowemM mx
KOMMJTEKCHBIE YYET U XPaHEHWE, a TAKKE ONEePATUBHbIA NOUCK.

MNopagok pacnonoXeHus apxmeHbIX POHOOB B apxXuBe ONpeaenserca niaHom (CXemMomn) ux pasMmeLleHus,
yTBEPXKOAEMbIM PYKOBOAUTENEM apxuBa. [naH (cxema) npegycMaTpuBaeT pacnpefernieHUe apXmBHbIX
dOHAOB NO apXUBOXPAHUIMLLY, C yKa3aHWeM Npu HEODXOAMMOCTU UX HOMEPOB MO KaXKAOMY CTEnnaxy
apxuBoxpaHunuiya. MNnaH (cxema) HaxoauTCA B NOApa3fernieHuy, OCYLLECTBASAIOWEM yYeT JOKYMEHTOB
apxumBa, unu y paboTHMKA, OTBETCTBEHHOTO 3a Y4YeT, a COOTBETCTBYWOLIME €ro pasgensl - B
apXMBOXPaHUNHULLE.

Pa3sMelleHMe apXMBHbIX AOKYMEHTOB 060CO6GNEHHOro XpaHeHus

2.11.4.1.1. OBOCOGNEHHOMY XPaHEHUIO MOANEXAT Creaylolue apXMBHbIE OOKYMEHTbI: CEKPETHbLIE;
YHUKamMbHbIE; UMEoLWUEe B OPOPMIEHUM UNKU NPUMNOXKEHUM K HUM OParoueHHble MeTannbl U KamHU; Ha
HUTPOOCHOBE; MOPAXKEHHbIE DMONOINMYECKUMU BPEAUTENAMMU; NEPegaHHble NO AOrOBOPY Ha XPaHeHue B
apxXuB U He OTHECEHHbIE K cocTaBy ApxMBHOro dpoHga Poccuiickon ®eagepauun.

MecTo pacrnonoxeHuss W nnowlaab, BblaensemMas AN  pasmeLleHWst apXuBHbIX AOKYMEHTOB
000COBNEHHOr0 XpaHeHusl, OMNpPedensioTCA apxXUBOM, MWCX0AS W3  pearnbHbIX BO3MOXHOCTEW U
NnepcnekTMBHLIX 06 bEMOB KOMMIEKTOBAHUSA apXMBa.

PasmelLeHne CEeKPETHLIX apXMBHbIX AOKYMEHTOB OCYLLECTBMAETCA B COOTBETCTBUM C TpebOBaHWAMM
HOPMAaTUBHbIX OKYMEHTOB N0 06eCneveHuno pexmuma CEKpeTHOCTU B Poccuinckon deaepauun.

BpemMeHHOEe COBMECTHOE XpaHEeHME CEKPETHbIX U PACCEKPEUYEHHBIX AeN B apXUBOXPAHUIINLLE CEKPETHBIX
aPXMBHBIX [JOKYMEHTOB [10MYCKAETCS1 B UCKIMIOUYUTENbHBIX CNy4Yasx npyu OTCYTCTBUM CBOBOAHLIX NMoLLaaen
AN pa3MeLLEHUsi pacCekpeYeHHbIX aer.

YHUKanbHble JOKYMEHTbl U apXUBHbIe JOKYMEHTbl, UMEIOLLME B OCHOPMMEHUN UMK MPUMOXKEHUU K HUM
AparoLUeHHble MeTannbl U KaMHW, U3bIMAIOTCH U3 COCTaBa apXMBHbIX (POHAOB U noanexar cendoBoMy
XpaHeHWo. Ha MecTo W3bATOr0 apxXMBHOIO [OKYMEHTA BKMAAbIBAETCH KapTa-3aMecTUTENb W, Npw
HeoBX0AUMOCTM, KOMKUSI apXMBHOTO JOKYMEHTA.

AyanoBu3yarnbHble U 3NEKTPOHHbIE AOKYMEHTbI XPaHATCA B 060COBMNEHHbIX MOMELLEHUSX B 3aBUCUMOCTH
OT HOPMAaTUBHbIX PEXMMOB XPaHEHUS AN X HOCUTENEIA.



B oaHOM apXMBOXpaHWUMMULLE MOMYT pa3MeLLaTbCsl apXuMBHbIE JOKYMEHTbI PasHoro Buaa, HO Tpebytolue
OZIMHAKOBbIX PEXMUMOB XpaHEHUsI (Hanpumep, apXUBHbIE JOKYMEHTbl HA MarHUTHbIX NEHTaxX U AUCKOBbIX
HOCUTENSIX C MArHUTHbIM CIOEM; apXMBHbIE OKYMEHTbI HA KMHOMMNEHKE U MUKPODOPMbI U Ap.).

PasmewweHune cponaa nonib3oBaHUA
2.11.4.1.2. $oHA NonNb30BaHWUSA pasmeLllaeTcs B 3aBUCUMOCTH OT BUAA HOCUTENSA KOMUIA.

Konun doHaa nonb3oBaHMa Ha ByMa)kHOW OCHOBE (B TOM uucne OTOKOMMM), Kak MPaBUIIO, XPAHATCS
BMECTE C MOASIMHHLIMMW aPXUBHLIMWU JOKYMEHTaMM Ha OYMaKHOM OCHOBE HAa OTAENbHbIX CTEMMaXKax U B
Lwkadpax B nopaake HOMepOB apxXuBHbIX hOHA 0B W Aen.

Konun dhoHaa nonb30BaHMA Ha MNEHOYHOW OCHOBE pasMellalnTCcs B apXuBOXpaHunuwiax ¢
HOPMAaTUBHBIMU 411 HUX PEXUMAMU XPAHEHUA.

B kaxablit GlOKC BKNaabIBAETCA OTPE3OK MIEHKU, HA KOTOPOM OTCHATO OAHO [ENO UMK ero yactb. B
nopsake UCKMoYeHUsa npu HebonbluoM obbeme Aena B OJHOM OTPE3Ke MOXKET HaxoauTbcs He Bornee
TpeX CKOMUPOBAaHHbIX Aen.

Pa3melleHune yYyeTHbIX JOKYMEHTOB

2.11.4.1.3. OcHOBHbIe (06s3aTenbHbIE) U BCMOMOraTenbHblE YYETHbIE AOKYMEHTbI apxuBa (Cm. n. 3.4.)
pasMeLwanTcs B M3OMMPOBAHHOM  MOMELWEHMU unm  pabovyeMm nomewieHum paboTHuka(os),
OTBETCTBEHHOro(bIX) 3a y4eT JOKYMEHTOB apXxuBa.

OCHOBHblE W  BCMOMOraTesfibHble  Y4YeTHble [JOKYMEHTbl apXMBOXpaHUNWLIA pasMeLlaloTcsl B
apxvMBoOXpaHuUnuLle unu B paboyem nometeHun paboTHUKOB apXUBOXPAHUMMLLA.

OTBETCTBEHHbIMW 33 COXPAHHOCTb WM WCMOMb3OBAHWE YYETHbIX AOKYMEHTOB SIBMAOTCS paboTHUKK,
OCYLLECTBMAOLIME WX BEAEHWE B COOTBETCTBYIOLLUEM CTPYKTYPHOM MoApasgeneHWu U no apxuBy B
Lienom.

MepBble 3K3EMMNASAPbI OMUCEN Aern, AOKYMEHTOB pa3MeLLaloTcd B U30MMPOBAHHOM MOMELLEHWUU WM
paboyem nomewieHun paboTHMKA(OB), OTBETCTBEHHOrO(bIX) 3a Y4YeT [JOKYMEHTOB apxuBa, C
obAsaTenbHbIM - COOMIOAEHUEM PEXMMOB XPaHEHMSA, YCTAHOBIEHHLIX ANA MNOAMMHHBIX APXUBHbLIX
JOKYMEHTOB Ha ByMarkHON OCHOBeE.

Bropble ak3emnnApbl  onucen  den, OOKYMEHTOB  pasMellalTcs B U30MNUPOBAHHOW  30HEe
apXMBOXPaHUMNULLIA Ha CTenmnaxke unu B wkagy.

TpeTbn 3K3EMNNAPbLI ONKUCEi Aen, JOKYMEHTOB pa3MeLLaloTCsi B YMTaNbHOM 3ane.

Mopagok HymepauMum nNOMELWEHUW apxuBa, CTennaxen, wkacdoB, nonok. BepeHue
TonorpadguyecKkux ykasarernen

2.11.4.2. Bce nomeweHna apxusa (3gaHus, 9Taxu, APYCbl, apXMBOXPaHMMKULLA, KOMHATbl), a Takke
cTennaxu, cerdeol, Wwkadbl U NONKU HYMEPYIOTCA.

B kaxgom OTAENbHOM NMOMELLEHUW CTEMNAXM U LKadbl HYMEPYIOTCA CaMOCTOSITENbBHO CrieBa Hamnpaso
oT Bxoaa. [Monku Ha cTenna)ax 1 B LWKadax HYMEPYIOTCA CBEPXY BHU3 CMEBa Hanpaso.

B uenax 3akpenneHus MeCTa XPaHEHUS M NOUCKA apXUBHbIX JOKYMEHTOB B apXMBOXPaHMIMLLE
COCTaBnATCA nNOhOHAOBbLIE M NOCTENNaXHble TOoMmorpadpuyeckne ykasatenu. Tonorpadpuyeckue
yKasatenu COCTaBNATCA B KApTOYHOW WMNM  NUCTOBON opme B HEOOXOAMMOM  KONMUYECTBE
3K3EeMMMSPOB.

KapTtouka nothoHaA0BOro TonorpaddmMyeckoro ykasatensa COCTaBnsAeTCA OTAENbHO Ha KaXKabli apXUBHLIW
d)OHA; 9TU KAPTOYKKU pacnonaralTcsa B NOPSAKE HOMEPOB apXMBHbIX (PoHAO0B. KapToyka NnoCTENnna)XHoro
TonorpadhUyECKoOro ykasatens COCTaBNAETCA Ha KakAbld CTENNadk; 9TWM KAPTOYKM pacnonararTcsa no
nopsaKy HOMEpPOB CTENMNAXEN B Npeaenax oTAenbLHOro nomewernns. OguH akzeMmnnap Tonorpaduyeckmx
ykasatenem xpaHutca y paboTHuka(oB), OTBETCTBEHHOrO(bIX) 3a y4€T AOKYMEHTOB apxuBa, BTOPON - B
apXMBOXPaHUNHULLE.

BeaeHnue Tonorpacdhmyeckux ykasaTenei MOXET OCYLUECTBMNATbCA Ha OyMa)KHOM HOCWUTEne wunu B
aBTOMATU3MPOBAHHOM PEXMME B COOTBETCTBUM C YCTAHOBMEHHBIMU PEKBU3UTAMMU.

M3MeHeHnsa B pasmeLLeHUM apXUBHLIX AOKYMEHTOB CBOEBPEMEHHO OTPAXalTCA BO BCEX IK3emnnApax
Tonorpadhuyecknx ykasaTtenein, a Takke B nraHe (Cxeme) pasMelleHns apxmBHbIX OHAOB.



OdopmMmneHne APbIKOB HA NEPBUYHbIX CPEACTBAX XPAHEHUA APXUBHbLIX AOKYMEHTOB

2.11.4.3. Kaxxgoe nepBUYHOE CPEACTBO XPAHEHWUs apXMBHLIX AOKYMEHTOB (KOopoOka, manmka u T.4.)
CcHab>xaeTcsa AprbIkOM, Ha KOTOPOM YKa3bIBalOTCA HAa3BaHUE U HOMEP apXUBHOTO (POoHAA, a TaKke HOMEp
ONucK Aern, AOKYMEHTOB, HOMEpa €4MHUL, XPaHEHUS, HAXOAALWMXCA B KOPoDke.

Hagnucy Ha Apnblkax WCNONHAOTCA TUnorpacdhCkuM cnocobom, Tylbio UMK CreuuanbHbIMU YepPHbIMM
BOZOCTONKMMI YepHUNamu. JonyckaeTcss UCMONb30BaAHME LUITAMMOB W APYTMX aHANOTMYHbIX CPEACTB.

MpoBepka HaMUuUMA U COCTOAHUA AaPXMBHbIX [OOKYMEHTOB W OpraHusaums po3biCKa
HeOOHapPYXEeHHbIX O OKYMEHTOB

2.11.5. MNpoBepka HanNU4Msa U COCTOAHMSA apPXMUBHbLIX OOKYMEHTOB NPOBOAMTCHA B LIENAX YCTAHOBNEHMUSA
daKTUYECKOr0  HanMyuus HaxXOAALWMXCA Ha XPaAHEHMU AapXUBHbIX JOKYMEHTOB W BbISBIIEHUS
OTCYTCTBYIOLLMX APXMBHbIX AOKYMEHTOB AMS OPraHuM3auuMm UxX PO3bICKA; BLIABNEHUA U YCTPaHEHWs
HEeLOCTaTKOB B YYETE apXUBHbIX JOKYMEHTOB; BbISIBIIEHUA U YYE€TA apXUBHbIX JOKYMEHTOB, TPeOyoLLmMX
pecTaBpaLUMOHHON, KOHCEPBALMOHHO-NPOMUNAKTUYECKON U TEXHUYECKOW 00paboTku.

MpOBEPKM HaNMM4UMA M COCTOAHUS aPXUBHLIX AOKYMEHTOB MPOBOAATCA B MIAHOBOM NOpsAKe, a Takke
€AWHOBPEMEHHO (BHEOYEpPEaHbIE).

B rocygapctBeHHOM apxuBe, My3ee, 6ubnuoteke, apxupe POCCMICKOW akagemMun Hayk nnaHoBasi
LUUKIMYHasa NPOBEpPKa HanM4mMsa U COCTOSHUS NPOBOAUTCS:

YHUKaNbHbIX AOKYMEHTOB - €XXerogHo;

0C000 LEHHbIX JOKYMEHTOB HA BYMaXkHOW OCHOBE - 0auH pa3 B 10 neT (B rocyaapCrBeHHON BubnuoTteke -
OAWH pa3 B 5 ner);

ayaAnoBU3yarbHbIX W SNEKTPOHHbIX JOKYMEHTOB - OZIMH pas3 B 5 ner;
KMHOJIOKYMEHTOB Ha HUTPOOCHOBE - OAWH pas3 B 2 roga.

LIMKNMYHOCTL NPOBEPKU HAaNM4Msa OCTanbHbIX apPXMBHbIX AOKYMEHTOB OMPEAENnAeTcsa Ha OCHOBAaHWM
peLUEeHNs JKCNEPTHO-METOAUYECKOW KOMUCCMU (MMM APYroro COBELLATENLHOrO oOpraHa) apxuBa B
3aBUCUMOCTM OT MHTEHCMBHOCTM UCMOMbL30BAHUS U COCTOSIHUS YYeTa apXUBHbIX OOKYMEHTOB, HO He
MeHee oAHOro pasa B 25 net (B rocyaapcTtseHHon 6ubnuorteke - oauH pas B 15 ner).

MpoBepka HanmMuusi U COCTOSIHUSI CEKPETHbIX apXMBHbIX AOKYMEHTOB OCYLLECTBMAETCA B MOPSAKE,
YCTAHOBINEHHOM A 151 CEKPETHBIX apXUBHbIX JOKYMEHTOB.

B MyHuumnanbHOM apxuBe, my3ee, 6UbnmoTeke, NnaHoBas LMKMMYHAA NPOBEPKA HANMWYUS apXMBHBIX
AOoKymeHTOoB npoBoautca 1 pas B 10 ner.

B cnyuyae ctuxuiiHbix 6€ACTBUIA, MACCOBbIX NepemMelleHuin U Apyrux obCcToATenbCTB, B pesynbTarte
KOTOPbIX MOTFyT ObiTb yTpayeHbl WM MOBPEXAEHbI AaPXMBHbIE [OOKYMEHTHI, @ TaKke Npu CMeHe
3aBeAyLLMX apXUBOXPAHUITMLLAMU MPOBOAMTCA BHEOYEPEAHAs €AUHOBPEMEHHAS NPOBEPKA HANU4nA U
COCTOSIHMSA BCEX JOKYMEHTOB apXmBa WK UX OTAENbHLIX YacTen (rpynn).

B Hauane npoBepkM HanMUUMs W COCTOSIHUS apXUBHbIX [JOKYMEHTOB MNPOBOAWTCS BblBEPKA YYETHbIX
JIOKYMEHTOB, KOTOpAasi BKIIOYAET: YCTAHOBMIEHWE MONHOTbl YYETHbIX [JOKYMEHTOB Ha MpOBEPSiEMble
apxXvBHblE (POHbI U aPXMBHbIE AOKYMEHTbI, CBEPKY UX COMOCTaBMMBbIX NMoKa3aTenei, yTOUHEHUE nopsaka
HyMepauuu eAuHUL XPaHeHUs MO OMWUCU AEen, AOKYMEHTOB (KHWre ydyeta M OMMCaHWus)) M MpPOBEPKY
NPaBUITbHOCTM COCTAaBMEHWUS UX UTOrOBbIX 3anuceil. BoiBepka y4yeTHON OOKYMEHTauuu W MpoBepka ee
HanU4KUs MOXET NPOBOAUTLCS W KaK CaMOCTOSATENbHbIA BUA paboThl.

MpoBEpPKY HanMMuuMsi U COCTOSIHUSI apXMBHbLIX [OKYMEHTOB B rOCyJapCTBEHHOM apxuBe MPOBOASIT, Kak
npasuno, asa paboTHUKA.

Mpy npoBepke HanUuWUs €AWHWUL, XPAHEHWUSl, apXWBHbIE AOKYMEHTbl KOTOPbIX YUYTE€Hbl MO BHYTPEHHUM
OMUCsIM, NPOBOAUTCSI CBEPKA HANUYMUA apXWBHbLIX JOKYMEHTOB C BHYTPEHHEN OMUCHIO, a TaKkKe CBepka
Hanu4us NUCTOB B eAMHULIAX XPaHEHUs], NOANEXALLUX XPAHEHUIO B HECOPOLLIIOPOBAHHOM (6€e3 NoALLMBKK)
Buae. EAMHMUBI XpaHeHUs ¢ YHUKaNbHbIMK JOKYMEHTaMK 06A3aTeNbHO NPOBEPSAIOTCSA NOMUCTHO.

ApPXMBHbIE JOKYMEHTbI, BblAAHHbIE B YMTaNbHbIA 3an 1 paboyne NOMELLUEeHUss apxuBa, NMPOBEPSIOTC Ha
oBbLUX OCHOBAHWAX, KX LWKMEPLI YCTAHABNUBAOTCA MO KapTaM-3amMecTUTensM W KHWram Bblgauu
APXMBHBIX JOKYMEHTOB W3 apXWBOXPAHWUNULL. APXMBHblE [OKYMEHTbl, BblAaHHblE BO BpPEMEHHOe
Nonb30BaHWe, NPOBEPSIIOTCSA MO KHUTaM U akTam Bbla4u U CHUTAIOTCH UMEIOLLIMMUCS B HAMWYuu.

Mpy NpoBepke HaANUYMA U COCTOSHUS] APXMBHBIX JOKYMEHTOB HEOBX0AMMO:



COXPaHATbL MOPSAAOK PaCMONOXEHUS apXUBHBLIX JOKYMEHTOB Ha CTEMMaKax W B MEPBMYHLIX CPECTBax
XPaHEHUS;

noaknaabiBaTb Ha CBOM MecTa OBOHapyXeHHble BO BPEMSI MPOBEPKW HEMPABUMBHO MOANOMKEHHLIE
eIMHULBI XpaHEHUS AaHHOIo apXuBHOro doHAaa;

U3bIMaTb M3 MPOBEPSEMOr0 apxuMBHOrO (hoHAa (KOMMMeKca apxXMBHbIX AOKYMEHTOB) W nepeaasaTb
XPaHUTENIO HENPABUIBHO MOAOKEHHbIE €4MHULbI XPAHEHUS APYIUX apXWUBHbIX (POHAOB;

U3bIMaTh €AUHULbI XPaHEHUS], 3apaXkeHHbIe MMeCeHbI0 UNKU ApyruMu GUONorMYecKUMIU BpeaUTENaMHU, ANS
HeMeaNEeHHOW UX U30NALMH;

U3biMaTb €4UHULbl XPaHEHUS, HE BHECEHHbIE B ONUCH A€, JOKYMEHTOB (KHUTY y4yeTa W OMUCaHus), U
noMellaTtb MX B KOHEL apxXuBHOro (poHaa (KOMMNeKca apxXuBHbIX AOKYMEHTOB) ANA nocneaylowlen
00paboTKM M ONMMCaHUS B CPOKM, YCTAHOBIEHHbIE PYKOBOACTBOM apXmBa.

B xo4e npoBepKn Hanuunsl U COCTOAAHUS apXUBHbIX OKYMEHTOB HE [0MyCKaeTCs:
BHOCMUTb B ONWUCb A€n, AOKYMEHTOB (KHUIY y4YeTa U ONUCaHus1) HeYYTEHHbIE €ANHULbI XPaHEHUS;

aenartb Kakme-nubo noMeThl, ncenpasneHna Mnu 3anncn B onucaAx aen, AOKYMEHTOB U APYINX yYeTHbIX
OOKyMeHTax.

Pe3ynbTaTbl MPOBEPKU HAmNW4YMsi U COCTOSIHWSI apXMBHbIX AOKYMEHTOB W OOHAapy)XeHHble B €€ Xxope
HeaoCTaTkn (PUKCUPYIOTCA B NUCTE MPOBEPKM HamNW4uMsi U COCTOSIHUSI apXMBHbIX JOKYMEHTOB M B aKkTe
NPOBEPKU HAMWUYMS U COCTOSIHUS APXUBHbIX OKYMEHTOB.

JIMCT NpOBEPKN HANMMUUst U COCTOSIHUS apXUBHbIX JOKYMEHTOB COCTABMAETCS HEMNOCPEACTBEHHO B XOA€e
NPOBEPKU, KaK MPABUIO, HA KaXaylo ONMUCb Aen, AOKYMEHTOB OTAemNbHO. Mpu npoBepke HEBGOMbLUMX MO
0bbeMy apxuBHbIXx (POHAOB AOMYCKAETCS COCTaBNEHME OAHOT0 NMUCTa MPOBEPKU HA BCE OMUCK Aen,
JIOKYMEHTOB. B criyyae oBHapyeHWsi B X04e NPOBEPKU HaNWYUSA U COCTOSIHUSI apXMBHBLIX AOKYMEHTOB
HeJ0CTaTKOB, He NPEAYCMOTPEHHBIX rpachaMu NMCTa NPOBEPKM, a Takke Npu NMONUCTHOW NPoBepKe Aen, B
NUCT BBOAATCA YTOYHEHWUS WU AOMONMHUTENbHLIE PEKBU3UTLI. JIUCTBI MPOBEPKU HYMEPYIOTCS B BanOBOM
nopsiake B npeaenax apxuBHOro hoHaa no Kaxkaon npoBepKke U NOANUCLIBATCA UCMNONMHUTENSMU.

Ha ocHoBaHuuM nucTta (JIMCTOB) NPOBEPKM COCTABMSETCA aKT NPOBEPKU HAMUYUS U COCTOSTHUA apXMBHbIX
JOKyMeHTOB. OQHOBPEMEHHO C aKTOM MPOBEPKM HANM4Ma U COCTOSIHUA apXMBHBIX AOKYMEHTOB MpM
HEOOXOAMMOCTM COCTaBMATCA akT O TEXHUYECKMX OWKUbKax B YYETHbIX [OKYMEHTax; akT 00
OOHapyXeHUM apXUBHLIX AOKYMEHTOB; aKT O HEWCMPAaBMMbIX MOBPEXAEHUSAX JOKYMEHTOB (NPUMOXEHUE
Ne 1) u gpyrue akTbl.

M0 OKOHYaHMM NPOBEPKM HANMYUSA U COCTOSHUS apPXMUBHBLIX JOKYMEHTOB B KOHLIE OMUCK Aer, AOKYMEHTOB
(KHMrM yyeTa M ONMCAHWUA) NPOCTaBnAeTCca wTamn "MpoBepeHo”, aarta, AOMKHOCTb W NoAnUChL nuua,
NPOM3BOAMBLLETO NPOBEPKY.

B cnyyae obHapyxeHuss B WTOrOBOW 3anucu ONUCKM Aen, AOKYMEHTOB (KHUIM y4veTa U OnucaHus)
HEYYTEHHbIX JUTEPHbIX W MNPONYLWEHHbLIX MOPSAAKOBbIX HOMEPOB, BbIObIBLUMX B COOTBETCTBUM C
YCTaHOBMEHHbIM MOPAAKOM €AUHWL, XPaHEHUS, UTOTOBAs 3anncb NEPECOCTABMAETCS.

Ha Bce oTCyTCTByHOLME B XO[€ MPOBEPKM HanMUuMs M COCTOSIHUSI apXMBHbIX JOKYMEHTOB €A4MHMLbI
XPaHeHUs1 COCTABNAOTCA KAPTOUYKM yueTa HeOBHAaPY>KEHHbIX apXMBHbIX JOKYMEHTOB. BeaeHue kapToTeku
HeoBHapY>KEHHbIX apXUBHbIX JOKYMEHTOB OCYLLECTBMSAETCS LIEHTPanu3oBaHHO Ha ByMaXHOM HocuTene
UNnM B aBTOMaTU3NPOBAHHOM PEXUME B COOTBETCTBUM C PEKBU3UTAMU KAPTOUKM y4eTa HEOBHAPYKEHHBIX
APXMBHBIX JJOKYMEHTOB.

Pesynbtatbl NpoBepkn PU3NYECKOr0 COCTOSAHUSA apXMUBHbIX JOKYMEHTOB 3aHOCATCA B KapTOTEKy (KHUrY)
yyeta PU3N4eCKoro (TEXHNYECKOro) COCTOSIHUS apXUBHBLIX 4OKYMEHTOB.

lNpoBepka HanuMuuMa M COCTOSIHUS apXMBHbIX OOKYMEHTOB CUMTAETCH 3aBEpPLUEHHOW MNOCne BHECEHUS
M3MEHEHWI BO BCE YYETHbIE JOKYMEHTHI.

Mocrne NpoBEpPKM HaNMUYKUA U COCTOSIHUS apXUBHbIX JOKYMEHTOB KOPOGKM C apXMBHLIMU AOKYMEHTaMM
ornevyarbIBaloTCs.

PO3bICK apXMBHbIX [OKYMEHTOB, He OOHapyXeHHbIX B XOAe MPOBEPKM Hamuuusi U COCTOSIHUS,
OpraHU3yeTcsl ¢ MOMEHTA BbISIBIIEHUS WX OTCYTCTBMS, MU MPOBOAWUTCS B TEYEHUE OAHOrO roJa Kak
HenocpeACTBEHHO B apxuBe, Tak U B ApyrMx opraHusauusx. PyKkOBOACTBO apxuBa BNpase NPOANUTb CPOK
po3biCka Ha OCHOBaHWM [OKMAAHOW 3anMUCKM PYKOBOAMTENS COOTBETCTBYIOLLETO CTPYKTYPHOIO
noapasaeneHus apxuea.



ApXUBHbIE [OKYMEHTbI, OOHApPY)XEHHbIE B X04Ee pO3biCKa, MNepefalTCd XPaHUTEMO, KOTOPLIN
noaknaabIBaeT ux Ha MecTo. B nucte npoeepku B rpade "MpuMeyaHue" B kKapToTeKe HEOOHAPYKEHHbIX
ApXMBHbIX [OKYMEHTOB Jernaetcd OTMeTka 00 oOHapyXeHUM apxMBHbIX [OKYMEHTOB, KOTOpas
3aBepsAeTCs NOANUCHIO 3aBEYIOLLEr0 apxXMBOXpaHunuLiemM (MyHULMNANbHbIM apxXMBOM).

ApXMBHbIE AOKYMEHTbI, MPUUMHBI OTCYTCTBUS KOTOPbIX MOATBEPXKAEHbI AOKYMEHTAmNbHO, CHUMAIOTCH C
yJyeTa B yCTAHOBNEHHOM NOPSiAKE.

Ha apxuBHble JOKYMEHTHI, HE ODHapPY>XEHHble B XO4€ PO3bICKA, COCTABMAETCA aKT O HEOOHapY>XeHWUM
JOKYMEHTOB, MyTWM PO3bICKa KOTOPbIX ucdepnaubl (npunoxenue Ne2), u nogpobHaa cnpaeka o
NPOBEAEHMU PO3bICKA, KOTOPbIE BMECTE C aKTOM MPOBEPKU HAMNMUYUSA U COCTOSHUS apXUBHBLIX JOKYMEHTOB
NpeacTaBnATCA B  BbILWECTOAWMK YNOSTHOMOYEHHbLIA OpraH WCNOMHUTENbLHOW BRactu B chepe
ApXMBHOTO Jena Ans NPUHATUS OKOHYaTENbHOIO pPEeWEeHUss O CHATUM C y4yeTa TaKux apxXuMBHbIX
JOKYMEHTOB.

PelueHWe O CHATUM apXMBHbIX JOKYMEHTOB C y4yeTa 0(popMIseTcsa NpukasoM pPykOBOAMTENA apxuBa Ha
OCHOBaHWM MUCbMEHHOIO paspeLleHnss COOTBETCTBYIOLLErO YNOSIHOMOYEHHOTO OpraHa WUCMOSTHMTENBHOMW
BNnactu B cpepe apxXuBHOro gena.

CHaTue ¢ yyeta gokymeHToB ApxuBHoro ¢poHaa Poccuiickon ®egepauymm, 04HOBPEMEHHO BXOAALMUX B
coctae MyseiiHoro ¢oHaa Poccuiickon deaepaumm, OCyLLECTBNAETCH B COOTBETCTBMM C HACTOALLMMMU
MpaBunamMm M MNOPAAKOM, YCTAHOBMIEHHbLIM CMEUManbHO YNOSIHOMOYEHHbIM hbeaepanbHbiM OPraHom
ncnonHutTensHon Bnactn anga MyseinHoro dooHga Poccuiickon ®eaepauun.

CHaTue ¢ yyeta gokymeHToB ApxuBHoro ¢poHaa Poccuiickon ®egepauymm, 04HOBPEMEHHO BXOAALMUX B
coctaB OUBNUOTEYHbIX (POHAOB, OCYLIECTBNAETCA B COOTBETCTBMM C HacToAwMMM [paBunammu u
NOpPSAKOM, YCTAHOBMEHHBLIM CMEeUManbHO YNOHOMOYEHHbBIM deaepanbHbiM OPraHOM UCMONHUTENBbHON
BnacTtu anst bubnuorteuHbix oHaos Poccuiickon deaepauun.

B kapToTeke HeOBHapY>XEeHHbIX apXMBHbIX [OKYMEHTOB [enaeTcsd OTMETKA O CHATUM apXMBHbIX
JIOKYMEHTOB C y4eTa.

B CpokuM, YyCTaHOBMEHHbIE pPYKOBOACTBOM apxuBa, CUCTEMATUYECKM MPOBOAATCA MOSHbIE UMK
BbIDOPOYHLIE MPOBEPKM HanmMYUs W COCTOSHUS  AaPXMBHbIX [JOKYMEHTOB, BbigaBaBLUMXCA U3
apxXuBOXpaHUnuL, B Te4eHue roga. Peaynbtarthl ykaszaHHOW NPOBEPKM 0hopMnanTCa:

npu MOATBEPXAEHUM HanWuua aen - B BWAEe AOKMNAAHON 3anucku paboTHUKA, OTBETCTBEHHOIO 3a
OpraHn3aLuMio NPOBEPKNU HANUYUS;

npu OTCYTCTBUM Kakux-nnbo aen 6e3 4OKYMEHTUPOBAHHOTO 0BOCHOBAHUS - B YCTAHOBIIEHHOM NMOPSAKE.

Mpy BbISIBNEHMW HEOOOCHOBAHHOTO OTCYTCTBUSI apPXMBHBIX [JOKYMEHTOB OCYLUECTBMAETCH UX
onepaTuBHbIi Po3biCk. B cnyyae 6e3pe3ynbTaTHOCTU PO3biCKa OTCYTCTBYIOLUME apPXWUBHbIE [OKYMEHTbI
BKMIOYAIOTCH B KAPTOTEKY HEOBHAPY>KEHHbIX JOKYMEHTOB ANSA AanbHEeHLIero ux po3bicka.

MpoBepka TEXHMYECKOTO U (PU3MKO-XMMUYECKOTO COCTOSIHUSA aPXUBHbIX AOKYMEHTOB. BbifiBneHue
apPXUBHbIX AOKYMEHTOB C NOBpPeXAeHUSAMU MaTePUaAribHbIX HOCUTENEN U TEKCTOB

2.11.6.1. lMpuem n pasmeulieHne B apxXMBOXPaHUMULLAX apXMBHbLIX AOKYMEHTOB, MOCTYMUBLUMX B apXuB
0e3 npeaBapuTENLHOW NPOBEPKM UX PUBNYECKOTO COCTOSHUSA, HE AOMyCKaloTcA. MoCTynMBLLUME B apXuB
apXMBHble OOKYMEHTbl A0 Mepejayn B apxXMBOXPaHWMWLLE pasMeLLaloT B MNOMELLEHUM npuema u
BPEMEHHOIO XpaHeHusi, 0OCBODOXA AT OT TPAHCMOPTHOM Tapkl, PACKNaabIBalOT HA CTennaxax u cronax.
He ponyckaetcsa cknagupoBaHue nOCTYNUBLUKMX apXMBHbIX JOKYMEHTOB B HEPA300paHHOM BUAE.

OueHka hU3NYECKOT0o U TEXHWUYECKOr0 COCTOSIHUSI MOCTYMUBLUMX aPXWMBHbIX JOKYMEHTOB, a TaKkKe WUX
CTPaxOBbIX KOMWI MPOBOAWUTCH HE No3gHee 3 MecsALEeB C MOMEHTa MpuemMa apxUBHbIX AOKYMEHTOB B
apxuB.

B pesynbTate oOUEHKM DUINYECKOTO COCTOAHMS apXMBHbIX JOKYMEHTOB Ha 6OyMakHOW OCHOBe
BbISIBNAIOTCA apXUBHbLIE [IOKYMEHTbI: MOPAaXKEHHbIE BUONOrMYEecKUMM BPEaAUTENSAMU; C MOBLILLEHHON
BMaXKHOCTLIO; C MOBPEXAEHMAMU Bymaru u TEeKCTa; sanbineHHble. [pu 3TOM yaaneHuio noanexar Bce
MOCTOPOHHME, HaxoAdLUMecs B Aenax, nankax, Kopobkax npeAmeTbl: MeTannuyeckue, KapTOHHbIE,
ByMadkHbIE W IpYrvMe 3aknaaku, NPoKNnagku, CKPEnku u T.m.

Mpn OLEHKE TEXHUYECKOrO COCTOSIHWSI ayauOBU3yamnbHbIX W BNEKTPOHHbLIX JOKYMEHTOB, a Takke WX
CTpPaxoBbIX KOMNWIA, YCTaHABMWUBAETCA BO3MOXHOCTb CYMTbIBAHMSA WHGOPMaLUMU C MaTepuanbHOro
HOCUTEnNs, COOTBETCTBUE TEXHWUYECKUX XapaKTePUCTUK 3TUX JOKYMEHTOB CBEAEHMSIM, coaepxaliumcs B
CONPOBOXAIOLLMX akTax TEXHWYECKOro CcocTosiHusS. OJHOBPEMEHHO BbISIBNSIETCA BWA  OCHOBBI
KMHO(POTOAOKYMEHTA. ApPXMBHbIE AJOKYMEHTbl HA HUTPOOCHOBE MOANEXAaT HEMEANEHHOW MPOBEPKE Ha
CcTabUnbHOCTb.



Mpu oBHapyxeHun aedekToB COCTABNAETCA akT NPOU3BONLHOM hOPMbl, OTPaXKAKLWMA XapakTep
aedektoB M Mepbl MO UX YCTPaHEHW. YCTpaHeHue aedeKkTOB NPOBOAUTCH 3@ CYET MCTOYHMKA
KOMMJTEKTOBAHMA.

MocTynuBLUME AapXWUBHLIE [OKYMEHTbl, MOpPa)KeHHble OUONOrMYecKUMKU BpeauTENs MU (HaACEKOMBbIE,
aKTMBHAA MMECEHb), HaMpaBfslOTCA Ha CAHWUTAPHO-TUTMEHMYECKYID 00paboTKy (ae3uHdekuyms,
Oe3nHceKkuns).

Mpn  OOHApPY>XEHMU  YBRAKHEHHbLIX  apXMBHbIX AOKYMEHTOB NPOBOAUTCA KX  obdAsaTenbHas
aKKnMMaTu3auus A0 MOJSIHOrO BbICYLUMBAHMA. AKKNMMAaTU3auui0 NPOBOAAT B MNOMELLEHUW MpUema u
BPEMEHHOIO XpaHeHua B TeyeHue 7-14 cyTok (B 3aBUCMMOCTM OT CTEMEHW YBRAXHEHUS) Npu
WHTEHCUBHOW BEHTUMALMU BO3AYyXa W pasMeLLeHUM eduHUL XPaHeHUs B pPa3BEPHYTOM BuAe Ha cronax,
cTennaxax.

KauecTtBo Bymarn u Tekcta NOCTYNUBLUMX apXUBHbIX JOKYMEHTOB NMPOBepsieTcs BbIGOPOYHO Ansi obuien
OLIEHKM MX COCTOSTHUSA.

ObecnbinMBaHMe NOCTYMNUBLUMX apPXMBHbLIX [OKYMEHTOB MPOBOASIT B cCheuuanbHOM MOMELLEHUU C
NPUMEHEHWEM BbITSDKHbIX LUKachoB KM cobniogeHnem Mep caHuTapuum U rurueHsl. OBs3aTenbHOMY
oBeCnbINMMBaHNIO NOANEXAT KOPOBKK, nanku, 0BMOXKM, KOPELLKX aen.

nOCTyI'IVIBLIJVIe ayanoBusyarnbHble N 3NEKTPOHHbIE AOKYMEHTbLI NoAneXxart:

OUNCTKE OT NbINMK N NEPEMOTKE - apPXUBHbIE JOKYMEHTbLI Ha MarHUTHOW NeHTe;

OUNCTKE OT 3anF|3HeHVIl7I - dPXUBHbIE JOKYMEHTbI HA AUCKOBbIX HOCUTENAX U apPXUBHbIE qI)OTO/J,OKyMeHTbI;
akknuMmaTmnsauuun B 3agaHHbIX TEMNEPATYPHO-BNAXXHOCTHbIX YCINOBUAX;,

YNaKoBbIBAHUIO.

AKKnUmaTm3auus aygmoBM3yaribHbIX W ANEKTPOHHbLIX AOKYMEHTOB Ha MAEHOYHOM U AMCKOBOW OCHOBAaX
nepen pasMeweHMeM UX B apXMBOXPaHWUMWLLE NPOBOAMTCA B OTKPLITOM YMakOBKE Mpu Temnepartype
20£3°C 1 OTHOCUTENLHON BNAXHOCTU BO3AyXxa 35215%; AnA UBETHbLIX KMHO- U (POTOAOKYMEHTOB - MNpu
OTHOCUTENbHON BRaxHOCTU 35+15%. [poAOMKUTENBHOCTL akkNUMaTu3aumMm KUHOOOKYMEHTOB W
PYNOHHBLIX MUKPODUITBMOB HE AOIDKHA ObiTb MeHblwe 10 CyTOK, apXMBHbIX JOKYMEHTOB Ha MAarHUTHON
NeHTe N JUCKOBLIX HOCUTENSAX - HE MeHee 3 CYTOK, POTOAO0KYMEHTOB U MUKPOULL - HE MEHee 24 4acoB.

2.11.6.2. MNpoBepka PU3NKO-XUMUYECKOTO U TEXHUYECKOTO COCTOSAHMA apXUBHbLIX AOKYMEHTOB B npouecce
XPaHEHUS MNPOBOAUTCH C LENbIO BbISIBNEHWSA MOBPEXIEHHbIX ApXWMBHBLIX AOKYMEHTOB W  apXMBHbIX
JOKYMEHTOB C MOTEHUManbHO OMNacHbIM  (PU3MYECKMM WM OUOMOrMYECKUM  COCTOSIHMEM U
OCYLLECTBNAETCH: LEeneBbiM MOPAAKOM; B X04€ NPOBEPKM HANMYUA U COCTOAHWUS apXMUBHBLIX 4OKYMEHTOB;
npu MOATOTOBKE apXWMBHBLIX AOKYMEHTOB K BblAA4€ M3 apXMBOXPAHMIMLLA, @ TaKKe Npu BCEX APYruX
paboTax, CBA3aHHbLIX C NOEAUHUYHBIM (MOMUCTHBLIM) MPOCMOTPOM apPXUBHbLIX JOKYMEHTOB.

LleneBas npoBepka (PU3UYECKOTO COCTOSHUS AapXMBHLIX [OKYMEHTOB MNPOBOAUTCA B MNOpsSaKe
04YEPESHOCTU C YY4ETOM LIEHHOCTU apXMBHBLIX AOKYMEHTOB. LleneBoi nposepke hrU3M4EeCKoro COCTOAHUSA
nognexar BCe apxMBHble AOKYMEHTbI, MOCTpaJaBLUMe B IKCTPEMAasnbHbIX yCcnoBudAx. 10 pesynbratam
KOHTPOMNA AenaeTcs 3akrniovyeHne 0 HeoOXOAMMOCTM NPOBedeHWs pecTaBpauun U KOHCEpBAUMM U, B
3aBUCUMOCTM OT COCTOSIHMSA apXUBHbLIX JOKYMEHTOB, YyCTaHABMMBAIOTCH CPOKM MPOBEAEHUSA CReayioLlen
KOHTPOSbHON NPOBEPKU.

MpoBepka PU3NYECKOr0 COCTOSIHUSI apXUBHbIX JOKYMEHTOB Ha GyMa)KHOW OCHOBE B NPOLIECCE XPaHEeHUs
NPOBOAMTCA C LEMbIO BbISIBNEHUA BMAXHbIX; MOPAXKEHHbIX GUONOrMYECKMMU BpPeaUTENsSIMU (NNECEHBD,
HacekoMble); ¢ aedektamu Bymaru U TeKCTa apXUBHbIX JOKYMEHTOB.

YBNaKHEHHbIE apXWMBHbIE AOKYMEHTbI (4ena, rpynnbl Aen) noanexar HemMeaNeHHOMY BblAENEHUo,
BHEoUepeaHoW o0paboTke (Ccywka, akknumarmusauusi). [MpM  MacCoOBOM  YBMAXHEHUU aAPXUBHbIX
JOKYMEHTOB NPUHMMAIOTCHA MEPbI MO OCYLUEHUIO apXMBOXPaHUIULLA, HOPManu3aumm pexmMa XpaHeHus.

APXMBHbIE AOKYMEHTbI, NOPaXX€HHbIe BUonornyeckummn BpeauTensMmmu (NNeceHb, HaCEKOMbIE), noanexar
HEeMeANEeHHOW U30NALMMK.

Hanuuue gedektoB Bymaru M TEKCTa yCTaHABNUBAETCH BU3yarbHO MPU MOSIMCTHOM NPOCMOTPE Aen.
Dedbektbl KnaccupuuMpyloTca Ha OCHOBE eAuHOW OyKBEHHO-UM(POBOW MHAEKCAUMWM MO TUMOBLIM
npusHakam paedekros Oymarn (OykBeHHas wuHAekcauus) U Tekcta (uudpposad wuHAekcauusi) B
COOTBETCTBMU C METOAUYECKUMU pas3paboTKamu.

MpoBepka TEXHWUYECKOTO COCTOSIHMS ayAMOBU3yarnbHbIX W SMEKTPOHHBLIX [OKYMEHTOB B MpoLlecce
XPaHEeHUs! OCYLLIECTBIIAETCSA C LIENbIO ONpeaeneHus:



COCTOSAHMSA UX YNAKOBKU;

Hanu4yus CTaHgdapTHLIX PAaKOPAOB;

TEXHUYECKOIO COCTOSIHUSA UX MOBEPXHOCTM U NepdopaLMOHHBLIX JOPOXKEK U CKMNEEK;
HanUuusa 3arpsa3HEHNN U MEXAHNYECKUX NMOBPEXTEHUIA;

CTabUNbLHOCTU HUTPOOCHOBHI;

wara nepdopaumm KNWHONAEHOK U MArHUTHbLIX NEHT LWUPKUHOK 35 1 16 MM,

HU3UKO-MEXAHUUECKUX XapakTepUCTuK (kopobrieHne, oTcrnamBaHue SMYNbCUOHHOIO WSKM OCbinaHue
paboyero cnos u ap.);

HanuMuusa aedeKkToB XMMUYECKOro 1 BUONOrMyeckoro NpoucxoxaeHus (nopaxxeHne MUKPOOPraHU3mMamy,
HacekoMbIMW W TpbI3yHaMK, crneabl KpucTannu3auuu comneil U pasnodXeHUs OCTaTOMHbIX MPOAYKTOB
XuMuko-cpotorpadpuueckon 06paboTkn);

3MEKTPOaKYCTUYECKUX XapaKTEPUCTUK DOHO- U BUIEOAOKYMEHTOB;
napamMeTpoB BUEONOKYMEHTOB B BUEOKaHArE;
KayecTBa U30OpaXKeHUst KMHO-, POTO-, BUAEOOKYMEHTOB;

YPOBHS NapaMeTpoB, XapakTepU3YIOLUX SIEKTPOHHbIE [AOKYMEHTbl (Hampumep, 4ucrno cboeB npu
CYNTbIBAHUM UHCDOPMALMM B €AMHULY BPEMEHM);

Hanu4nsa "BUPYCOB" B 3SIEKTPOHHbIX A0KYMEHTaX;

HanmuMunsa pasMarHMYeHHbIX Y4acTKOB U MEXaHUYECKUX MOBPEXAEHWUI OTAENbHbLIX YY4aCTKOB MAaLUMHHOIO
HoCUTEnNS;

HanU4KUs KOPPO3MUM Ha NOBEPXHOCTU METANMMYECKUX TPaMOPUTMHATIOB;
HanU4KUs YKCYCHOTO CUHAPOMA TPUALIETaTHOW MIEHKH.

MpoBepka TEXHWUYECKOTO COCTOSIHUSI apXMUBHbIX JOKYMEHTOB OCYLLECTBSIETCA NPWU BHELLHEM OCMOTPE B
OTPaXXEHHOM CBETE.

MpoBEpPKY 3NEKTPOAKYCTUYECKUX XaPaKTEPUCTUK (POHOAOKYMEHTOB (4aCTOTHbIE WCKaXXEHUHA, YPOBEHb
konupadpekta, ypoBeHb pOHa M LUYMOB, HanWyuMe Tpecka W LEen4ykoB, LUYM nay3sbl) NPOBOAAT C
UCNOMNbL30BaHUEM CreyuansHoro obopyaoBaHus.

MpoBepKy TEXHUYECKMX MapameTpOB BUAEOAOKYMEHTOB MPOBOAAT C NMOMOLLBIO KOMMIIEKCA KOHTPONbHO-
U3MepUTENbHOI annapaTypbl.

MpoBepky TEXHUYECKUX MApPaAMETPOB 3MEKTPOHHbIX [JOKYMEHTOB MPOBOAST C WCMONb30BaHUEM
crneuuanbHON anmapatypbl U NpOrpaMMHOro obecrneveHusl, npedHasHayeHHblX Ans paboTel C
COOTBETCTBYIOLLIETO BUAA apXUBHbLIMU JOKYMEHTaAMU.

BuisBneHne pOokymeHTOB ApxuBHoro ¢oHga Poccuiickon Pegepaumn, HaxXoOsAWMUXCA B
HEeyAOBNETBOPUTENIbHOM (PU3NUYECKOM COCTOAHUM, U HEMCNPABMMO NOBPEXAEHHbIX APXUBHbLIX
OOKYMEHTOB. CHATME C y4yeTa HeMCNnpPaBUMO NOBPEXAEHHbIX APXUBHbIX OKYMEHTOB

2.11.7.1. Haxogawmmunca B HeyaoBMNEeTBOPUTENBHOM (PU3NYECKOM COCTOSHUM NPU3HAKOTCA OOKYMEHTbI
ApxuBHoro doHga Poccuiickoin depepauum ¢ BbICOKOW CTEMNEHbID paspyleHus MarepuanbHbiX
HocuUTenen, yrpoxxawuwen ousnyeckon LenoCTHOCTU AOKYMEHTOB.

PelweHne o npusHaHuM AOKyMeHTa ApxuBHOro cpoHaa Poccuiickon Pepepauum HaxoadwWMmca B
HEeyJOBMETBOPUTENBHOM  (PU3NYECKOM COCTOSHMM W €ro0 MOCTAHOBKE HAa cneuuanbHbll ydeT Ans
opraHusauuu B CPOYHOM nopsake crneuuansHon obpaboTtkm (cM. n. 2.11.9.1.) NnpuHUMaeT pykoBOAMTENb
apxumBa Ha OCHOBAHWM IJKCMEPTHOIO 3AaKIOYEHMA pecTaBpaTopa M PYKOBOAUTENS MOApasaeneHus,
OTBETCTBEHHOIO 38 XpPaHEHWE apXUBHbIX JOKYMEHTOB.

2.11.7.2. HeucnpaBnmo NOBPeXaeHHbIMU apXUBHLIMU OKYMEHTaMU NPU3HAIOTCA apXUBHbIE 4OKYMEHTHI,
dPU3NYECKOE COCTOAHME KOTOPbIX WCKIIOYAET BO3MOXHOCTb BOCCTAHOBSIEHMS WX MaTepuanbHbIX
HOCUTENEN N MCNONb3OBAHUA COAEPXKALLIENCA B HUX AOKYMEHTHOW MH(OopMauuu.

PelieHne 0 MpuU3HaHUM aApPXUBHOTO AOKYMEHTA HEUCNPAaBUMO MOBPEXIEHHbIM WM CHATUM €ro C y4yerta
NPUHUMAET COOTBETCTBYIOLMI YNONMHOMOYEHHbIA OpraH UCNOMHUTENbLHOW BNactu B cdepe apXUBHOIO
Jena Ha OCHOBaHMU NPeaCcTaBnAeMblX PYKOBOACTBOM apxXuBa 9KCMEPTHOrO 3akKmOYeHus pecraBparopa u



PYKOBOAWUTENSA MNOApa3feneHns, OTBETCTBEHHOIO 32 XpPaHEHWE AapXUBHbLIX AOKYMEHTOB, M akta o
HeucrnpaBMMbIX NOBPEXAEHUAX 4OKYMEHTOB (NpunoxeHue Ne 1).

Ha OCHOBaHMWM MUCbMEHHOIO PELUEHUs! BbILIECTOSILLETO YMONHOMOYEHHOrO OpraHa MCMONMHUTENbHOM
Bractu B ccepe apxMBHOIO Aena W3aeTcs Mnpukas pPyKOBOAWTENS apxuMBa O CHSATMKM HEUCMPaBUMO
NOBPEXAEHHbIX apXUBHbIX JOKYMEHTOB C y4yeTa.

CHATUE C y4YeTa U YHUYTOXKEHWE HEUCMPABUMO MOBPEXAEHHbLIX YHUKANbHbLIX JOKYMEHTOB He
Jonyckaercs.

YyeT (pu3nM4ecKkoro u TeXHMYECKOro COCTOSAHMA apXUBHbIX AOKYMEHTOB

2.11.8. YuyeT (PU3MYECKOr0 U TEXHUYECKOrO COCTOSHMSA apXUBHbIX AOKYMEHTOB Ha OyMa)KHOW OCHOBE
OCYLLECTBNSAETCA B:

nucte-3aseputene (npunoxxeHue Ne 3);

NUCTE M aKTe MPOBEPKM HANMUYMA U COCTOAHUS aPXUBHBIX JOKYMEHTOB;

KapTOYKe yyeTa apXMBHbIX JOKYMEHTOB C NOBPEXAEHUAMU HOCUTENS;

KapTOYKe yyeTa apXMBHbIX JOKYMEHTOB C NOBPEXAEHUAMU TEKCTA;

KapToTeke (kHure) yyeta oM3M4eCcKoro COCTOAHUA apXUBHbLIX JOKYMEHTOB.

YyeT pr3n4eckoro n TEXHUHECKOro COCTOAHNUSA ayAMOBU3YarbHbIX JOKYMEHTOB OCYLLECTBNAETCA B:
KapTOYKe y4eTa TEXHUYECKOTO COCTOAHMSA KUHOAOKYMEHTA;

KapTOYKe y4eTa TEXHUYECKOrO COCTOAHMA (POTOAOKYMEHTA;

KapTOYKe y4yeTa TEXHUYECKOTO COCTOAHMA (POHOAOKYMEHTA;

KapTOYKe y4eTa TEXHUYECKOrO COCTOAHMSA BUAEOAOKYMEHTA.

Ona yyeta pgokymeHTOB  ApxuBHOro cpoHaa Poccuiickon  Pegepauun, HaxoaawmMxca B
HEeyJOBMETBOPUTENBHOM (PM3UYECKOM COCTOSHMM, BeAEeTCs cneuuanbHas kHura. COOTBETCTBYHOLLUE
OTMETKU NPOCTaBAATCH TAKKE B APYIMX OOKYMEHTax yvyeTa PU3MYECKOTO U TEXHUYECKOr0 COCTOSAHUSA
APXMBHbIX JOKYMEHTOB.

Yyet (*)VI3VI‘-IGCKOFO N TEXHNYECKOro COCTOAHUA apPXMBHbLIX AOKYMEHTOB MOXET OCYLUeCTBNATLCA Ha
6yMa)KHOM Hocutene wnnM B aBTOMartu3MpoBaHHOM peXume B COOTBETCTBUM C YCTAHOBJIEHHbLIMU
PEKBUIUTAMU KOHTPOJIbHO-YYETHBLIX JOKYMEHTOB.

PU3NKO-XMMUYECKAA U TEXHUYECKAA 06paboTka apXUBHbIX JOKYMEHTOB

2.11.9.1. ®u3nko-xuMmn4eckaa u TexHmdeckast 06paboTka apXmUBHbIX JOKYMEHTOB MPOBOAUTCA C LIENbIO:
YyCTPaHEeHUs NPUYUH YCKOPEHHOTO CTapPEHMS U pPa3pyLLUEHNS apXUBHbIX JOKYMEHTOB;

BOCCT@HOBJIEHUS UX CBONCTB, TEXHUYECKUX XapaKTEPUCTUK, AONTOBEYHOCTH;

BOCMNPOU3BEAEHUSA AOKYMEHTHOW MHOPMaLUmMmK Ha Bonee yCTONYMBbLIX HOCUTENSAX.

OCHOBHbIMMW BUAAMK 9TOW 00paboTKU apXMBHBLIX JOKYMEHTOB HA BYMa)kHOW OCHOBE ABMAIOTCH:

Ae3nHeKkuus, Ae3nHCEKUMS, AepaTn3auns apXMBOXPaHUINLL Kak COBOKYMHOCTb Mep BuonpodunakTuku,
OMO3aLUMTBI U YHUUTOXKEHUS OMONMOTMYECKUX BpeaMuTeneil B apXMBOXPAHWNULLAX W HA apXMBHbIX
JOKYMEHTAaXx;

pectaBpauusi (pecTaBpaLMOHHO-KOHCEPBALMOHHAA 06paboTka), kak KOMMNEKC paboT U TEXHONMOrMYECKUX
orepawuui N0 BOCCTAHOBIIEHWNIO CBOWCTB W AONITOBEYHOCTU OPUTMHATIOB apXMBHBIX 1 OKYMEHTOB;

BOCMPOM3BEAEHME apPXMBHbIX JOKYMEHTOB C LIEMbI0 CO3[aHUA CTPAxXOBOro (hOHAA KOMWUM YHUKANbHbIX
JOKYMEHTOB U 0C060 LEHHbIX AOKYMEHTOB M (DOHAA NOMb30BaHWUSA, hOTOpecTaBpauusl apXUBHbIX
JIOKYMEHTOB C yracluMM M craboKOHTPAaCTHbIM TEKCTOM; 3aMeHa OpPUrMHanoB C HeAOMrOBEYHbIMU WM
pa3pyLIEHHbIMU HOCUTENSAMW KOMUSIMU AN COXPaHEHUS1 AOKYMEHTHOW MHCpOpMaLmm 1 ap.;

nepenner apxnmBHbIX JOKYMEHTOB;,

obecnbinMBaHue APXUBHbIX JOKYMEHTOB,



0bpaboTka apxMBHbIX [OKYMEHTOB B pEXUME aBapuiiHo-cnacaTenbHbiX paboT, B TOM uucCne ¢
NPUMEHEeHWEM CPEACTB M CMOCOBOB CYLLKWU, Ae3UHGEKUUN, AE3UHCEKLIMKN, 3aMOPaXKUBaHUS, pecTaBpaLmy,
BOCMPOM3BEAEHMS, 1€3aKTMBALIMKU W APYTUX BUAOB LieNeBoi o6paboTku.

AyanoBu3yarnbHble U 3MEKTPOHHblE AOKYMEHTbl B 3aBUCUMOCTM OT (DMU3NYECKOi npupodbl HOCUTENS
noaBepralTcsi CrieAyLUM PECTaBPaLMOHHBIM N KOHCEPBALMOHHO-NPOUNAKTUYECKUM paboTam:

APXMBHbIE JOKYMEHTbI HA MAarHUTHON NEeHTE:

OYUCTKE MOBEPXHOCTU OT MbISIM U YACTUL, TPA3K HA CNEeLManbHOM O4YMCTUTENBHOM 000pya0BaHNUN;
3aMeHe NepecoxLIMX U MOKOPOBEHHbIX CKIEeek;

0POPMITEHUIO PYFIOHOB MArHUTHOM FIEHTbI 3aWMTHOW MarHUTHOW NEHTON C ABYX CTOPOH Mo 2-2,5 M;

NepemMoTKe C LIEeNbl0 CHATWUS BHYTPEHHUX HAaNpPsBKEHWI B PYNOHAX MAarHUTHbIX MEHT, BO3HMKLIMX U3-3a
nepenagoB TeMNepaTypbl U BMAXHOCTW NPWU XPaHEHWU U TPAHCNOPTUPOBAHUU apPXMUBHbIX OKYMEHTOB;

APXMBHbIE JOKYMEHTbI HAa AUCKOBbLIX HOCUTENAX:
obecnbiNMBaHUIO;

NPOTUPKE aHTUCTATUKOM;

KMHOOTO4OKYMEHTbI, MUKPOMOPMbI U POHOrpamMMbl K KWHODUMBMaM:
obecnbiNMBaHUIO;

yAaneHuio BOCKOBbIX, KUPOBbIX U UHbIX 3arpA3HEHUIA;

YKPEMMEHMNIO CKINEEK U NPOCEYEK;

peMOHTY nepdropauuu;

nepeaenke rpybbix, KOPOOMEHHbIX 3aMnaT U CKIeek;

PEMOHTY NOBPEXAEHHbIX NONEN KagpoBs.

"pamopurnHansl GOHOAOKYMEHTOB NOABEPraloTCH NEKTPOXUMUYECKON OUNCTKE.

2.11.9.2. Pabotbl no UNKO-XUMUYECKOM U TEXHUYECKOW OOpaboTKe apXMBHbIX [JOKYMEHTOB
noapasaensalnTca Ha NNaHoBble U BHENAHOBLIE.

MnaHoBas obpaboTka apXMBHbLIX AOKYMEHTOB MPOBOAWUTCH MO pesynbTaTtaM MPOBEPKU UX COCTOSIHUSA B
nopsiaike O4YepeaHOCTH, YCTAHOBNEHHOW B apxuWBe C YYEeTOM MPUHAAJIEKHOCTM UX K PasfMyHbIM
LIEHHOCTHbIM rpyrnamM, 0CO6eHHOCTEN DU3NYECKOTO COCTOSIHUS apXUBHbIX JOKYMEHTOB Pa3nUYHbIX BUAOB
U BO3MOXKHOCTEN apxuBa. MNpuoputeT 0TAAETCH YHUKANbHBIM JOKYMEHTaM M 0C060 LIeHHbIM JOKYMEHTAaM.

K BHennaHoBbIM OTHOCATCS PaboThl, BLINOMHAEMbIE B aBAPUIAHO-CACATENbHbIX CUTYaLUAX, CBA3AHHBIX C
nokanbHbIM WM MAaCCOBbIM MOPaXXEHWEM AapXMBHbIX AOKYMEHTOB OrHEM, BOJOMW, XMMUYECKUMMW WK
paguoakTMBHbIMKU BellecTBaMu. CpoYHble Mepbl MO BbIAENEHMWIO, W30MALWUKU, caHUTapHoW oBpaboTke
apPXMBHBIX AOKYMEHTOB WM MECT WX XPaHEeHUs MPearnpUHUMAIOTCA Takke MpU MOPaKEHWU apPXMBHBIX
JOKYMEHTOB BUOMNOrMYeCKUMIU BPEANTENSMM.

HomeHknatypa, nopsigok npoBeAeHWUs U TexHonorna paboTr no MU3MKO-XUMUYECKOW U TEeXHUYECKOW
00paboTKe apxMBHLIX AOKYMEHTOB OMpPeAensAlTcs OTpacrneBbiMU HOPMAaTUBHBIMU U METOAUYECKUMU
JOKYMEHTaMMU.

O6wmne TPebOBaHUA K Bblaavye apXMUBHbIX AOKYMEHTOB U3 apXUBOXPaHUNULLA

2.11.10. ApxuBHblE OOKYMEHTbI, UMeloLme oHA NoMb30BaHUSA, U3 apXUBOXPaHUNULLA, KaK npaBuno, He
BbIAIOTCA.

ApPXMBHbIE OOKYMEHTbl, He npoLlledlune Hay4yHOro OMNUCaHUs U TEXHUYECKOro odopMmneHusi, U3
apXMBOXPaHUNULLA HE BbIAAIOTCA ANSA UCMONbL30BaHMA U NpoBeaeHMs paboT Mo co34aHul CTPaxoBOro
¢doHaa u hoHga Nonb30BaHKUS.

Bbligauya m3 apxuBoxpaHunuiuia MOANUHHUKOB OCO0O0 LEHHbLIX AOKYMEHTOB, B TOM YMCNE YHUKANbHbIX
OOKYMEHTOB, a Takke JAOKYMEHTOB ApXMBHOro ¢poHaa Poccuiickon degepaumm, HaxoasLMxXcs B
Heya0BNETBOPUTENBHOM (PU3NUECKOM COCTOSIHUM, OCYLLECTBMNAETCA B WCKIIOUUTENbHbLIX Cnydasx ¢
NMUCbMEHHOr0 paspeLLeHns PyKOBOAUTENS apXuBa.

ApXUBHbIE JOKYMEHTbI BbIAAIOTCA U3 apXMBOXPaHUNULLA rOCYAapCTBEHHOIO apxusa, My3ses, bubnuoreku,
opraHn3aumm POCCUMICKON akagemMmmn HayK C MMCbMEHHOIO paspeLleHus:



3aBeAyOLLEro  apxuBoxpaHunuuwieMm (otaenom obecnevyeHuss COXPaHHOCTWM) - MOMb30BaTeNsAM B
yuTanbHbIA (MPOCMOTPOBLIN) 3an apxuBa M paboTHMKAM apxuBa Ana cnyxebHbix uenen B pabouue
NOMELLEHUS;

pykoBOAUTENsl  apxupa WNM  ero  3aMmectutens -  doHgoobpasoBatensM,  cyaebHbiM,
NpPaBOOXPaHWUTENbHbLIM U UHLIM YMONHOMOYEHHbLIM OpraHamM BO BPEMEHHOE MONb30BaHME MpWU HamnM4uu
rapaHTURHOrO MUCbMAa OT HUX, OpraHusauusiM - ANs 9KCMOHWPOBAHMA MpPW HaNW4MM A0roBopa o
NpoBeAEHMU BbICTABKM W COOTBETCTBYIOLLIETO NpuUKasa pyKkoBOAMTENS apxuBa; paboTHukam nabopatopuu
apxvBa, Creuuanu3vpoBaHHbIM OpraHusauusaM - AN NpoBeAeHust paboT Mo CO34aHMI0 CTPaxOBOrO
cdoHaa u oHAa NONb30BaHMSA W cneuuanbHoiW 0BpaboTkM apXMBHLIX [AOKYMEHTOB MNpU Hanuyum
COOTBETCTBYIOLLIErO J0rOBOPA CO CMELManM3MpoBaHHON opraHu3auUuneii.

Bblgaya apxXuMBHbIX JOKYMEHTOB BbILLEYMNOMSIHYTBIM KaTEropusim nonb3oBaTenie M3 apxuBOXpaHUnuiia
MYHULMNANbHOrO apxuBa, My3es, OWOGNMOTEKM OCYLUECTBMSIETCA C MUCbMEHHOIO paspeLleHus
3aBeAyoLLEr0 MyHMLUMNANbHBIM apXUBOM, My3eeM, BUBMOTEKOMN.

Bblaayy apxuBHbIX JOKYMEHTOB M3 apXMBOXPaHMIULLA U NpUeM Mx oBpaTHO, B TOM YMCME MOMUCTHYIO
NPOBEPKY HANMMYUSi U COCTOSTHWS apXUBHBIX JOKYMEHTOB Nepej BblAayein ux U3 apxXMBoxXpaHunuLia u npu
BO3BpaTe, Npou3BoAWT pabOoTHUK apxMBOXpaHunuiia. MMONMUCTHYIO NPOBEPKY HanWUYMs U COCTOSIHWS
apPXMBHBIX JOKYMEHTOB, BO3BpALLAEMbIX MOMNb30BATENsAMU B YMTANIbHOM 3ane, OCYLLECTBMAEeT paboTHUK
ynTanbHOro 3ana.

O64qaszaTenbHOW NONMUCTHOW NPOBEPKE HaNMMYMSA U COCTOSIHMA nepen BblAA4vel apXMBHbIX JOKYMEHTOB M3
apXMBOXPaHUMKLLIA U MPU UX BO3BPATE NOANEXAT:

YHUKanNbHbIE JOKYMEHTbI U ocobo LEeHHblE JOKYMEHTbI,

ApPXWBHbIE [OKYMEHTbI, UMEIOLLME B OGOPMIIEHUM UMM MPUMNOXKEHUN K HUM [PAarOLEHHble KaMHW W
meTannbl;

HecOPOLLIIOPOBAHHbIE aPXMBHBIE JOKYMEHTbI;
[lena, paHee He BblaBaBLUMECS U3 apPXMBOXPAHUMWLLA U HE UMEIOLLUE NMUCTOB-3aBEPUTENEN;

Aena, cogepxaiyue asTorpadbl, rpaduyeckne AOKYMEHTbI, MOYTOBble U repBOBbIE 3HAKM, Ne4vaTtw,
OTKPbITKM, KOHBEpPTbl C ajpecamu, Mapkamu, W ApyrMe apxuBHble [AOKYMEHTbI, MNOTEHUUAanNbHO
npeacTaBnsiloLLne UHTEPEC AN KONMNEeKLUOHEPOB.

CocraB apyrMx Zen, noanexawux MONMUCTHOW NpOBEpKe, ONpeaensieTcs PyKOBOACTBOM apxuBa Ha
OCHOBE pEeLLUEHNsT IKCMEPTHO-METOANYECKON KOMUCCUN.

OTmeTKa 0 npoBeaeHHON NONUCTHOW NPOBEPKE CTaBUTCA B NUCTe-3aBeputene (npunoxxeHue Ne 3).

Ha MecTO BblAaBaemblX M3 apxXMBOXPaHUNWLLA €AWHWUL, XPAHEHUss WM ONUCEeN Jen, AOKYMEHTOB
noAKnaablBaeTCs KapTa-3aMeCTUTENb.

ApXUBHbIE [OKYMEHTbI, BblAABaeMble W3 apXMBOXPAHWUMMLLA, AOJDKHbBI WMETb AapXMBHbIA LLUEP,
NPOHYMEPOBAHHbIE JIUCTLI, NIMCT-3aBepuTenb (MpunoxeHune Ne 3) u nNUCT UCMONb30BAHMA JOKYMEHTOB
(npunoxeHue Ne 4),

MNMogroToBka APXUBHbLIX JOKYMEHTOB K BblAa4e U3 apXMBOXPAHUIULLA BKNOYaeT:
BblEMKY apPXUBHbIX OKYMEHTOB,

CBEPKY apXUBHOrO wudpa U 3aronioBkoB (aHHOTauui) C onuCbIO (KHWUMOW ydeTa M onucaHus) Aen,
JOKYMEHTOB;

MONUCTHYIO MPOBEPKY apPXMBHBIX A€ - B YCTAHOBNEHHbIX ClyYasix.

Csepka apxuMBHOro Lmcpa apxuMBHbIX AOKYMEHTOB C OMUCLID (KHUMOMW y4vyeTa W onucaHus) den wm
JOKYMEHTOB npegnonaraeT npoBepKy NpaBUALHOCTU O0POPMNEHNUS OBMOXKM U TUTYNBLHOrO nucta gena,
NMEPBUYHOIO CPEACTBA XPAHEHUA ayAMOBU3YarbHOTO, 3JMEKTPOHHOrO AOKYMEHTA, MpaBMITbHOCTU
COCTaBMeHMA 3aronoBka U wudpa eanHuLbl XpaHeHus. MNMpu Hanu4mmu BonbLKMX UCPaBEHUI 00NOXKA U
TUTYNbHBIA JINCT 3aMEHAKOTCA C COXPAHEHUEM MPU HEODXOAMMOCTU CTAPON ODMOXKKU.

Mpn NOArOTOBKE K Bblgade U3 apXUBOXPaHUMNULLA OTAENbHBIX apXMBHbLIX JOKYMEHTOB, U3bATLIX U3 Aer,
Ha ODOPOTHON CTOPOHE KaXKAOr0 JNMCTa BHE TEKCTa apXMBHOrO AOKYMEHTa NPOCTaBNAETCA LTamn ¢
apPXUBHbLIM LLUMCHPOM.

CpOKM BblAAa4un apXUBHbIX AOKYMEHTOB



2.11.10.1. ApxuBHbI€ AOKYMEHTbI BblAAOTCA U3 apXUBOXPaHUNMLLA HA CPOK:

[10 OAHOro Mecsilia - Nonb30BaTeNsAM B YMTarnbHbIA 3an U pabBoTHMKam apxuBa (KpOMe 0COBO LIEHHbIX
JI0KYMEHTOB, Bbl1aBaeMbIX Ha CPOK He Bonee AByX HEAENb);

[0 TPEX MecALEeB - (oHaA000pasoBaTensam;
[0 LECTN MECALEB - CyAe6HbIM, NPABOOXPAHUTENbHBIM 1 UHBIM YNOMHOMOYEHHbLIM OpraHam.

Bblgaya apxuBHbIX JOKYMEHTOB W3 apXMBOXPAHUMULLA ASS SKCTIOHWPOBAHUSA OCYLLECTBMAETCS HA CPOK,
ornpeaeneHHblii I0roBOPOM O NPOBEAEHUMN BbICTABKM.

CpoK BblAauu apxvBHbIX AOKYMEHTOB [Ns CO3AaHUs CTpaxoBoro ¢hoHaa, ¢hoHAa MOnb30BaHMSA U Ans
cneunanbHoin 06paboTku onpeaenseTca nnaHamu paboTbl apxuWBa WM [JOrOBOPaMU Ha MpPOBEAEHME
COOTBETCTBYIOLLMX paboT CO CTOPOHHUMM OpraHM3aLusIMu.

MpoaneHne CPOKOB BblAaun apXUBHbIX JOKYMEHTOB JONYCKAETCH C pa3peLleHnsl pyKOBOACTBa apXuMBa.

OdopmneHue BbiAAYN apXUBHbIX AOKYMEHTOB

2.11.10.2. Bblga4ya apxuBHbIX AOKYMEHTOB M3 apxXMBOXpPaHWNULiA PErucTpupyeTcs B KHMrax Bblgauu
APXMBHbIX JOKYMEHTOB, KOMMA (hOHAA NOMb3OBaHWUS U3 XPaHMIMLIA, KOTOPbIE BEAYTCA pa3fenbHO no
KaXKgoOMy apXMBOXPaHUSULLY U BUAY BblAauu.

Bblgauya apxuBHbIX AOKYMEHTOB B YMTaNbHbIA 3an odopmIseTca 3aka3om (TpeboBaHuem) Ha Bblaadvy
APXMBHbIX JOKYMEHTOB, KOMUI hOHAA NONb30BAHMS, ONUCEN AeN, AOKYMEHTOB M PETMCTPUPYETCS B KHUTE
Bbl4a4M apXMBHbIX JOKYMEHTOB, KOMWUIA (POHAA NOMbL30BAHWA U3 XPAHWITMLLA B YATANbHbINA 3an, B KOTOPOK
pacnucbiBaeTcss paboTHUK uYuTanbHOro 3ana. WcnonmHeHHbIi 3aka3 (TpebGoBaHuMe) nonb3oBatens
HanpaenseTCca B YMTamnbHbLIA 3an BMECTE C BblAaHHBIMU APXUBHBIMU AOKYMEHTAMU U XPAHWUTCSA B JIMHHOM
Jene nonb3oBaTens.

Bblgaya apxuBHbIX [OKYMEHTOB pPabOTHWMKY apxuBa [ANnA MCNONb30BaHWA B CNYXeOHbIX Lensax
odhopmnaeTca 3aka3om (TpeboBaHWEM) HA Bblaayy apXMUBHbIX AOKYMEHTOB, KOMUIA hOHAA MOMb30BaHMUS,
onucen aen, AOKYMEHTOB, KOTOPbIA BU3MPYETCA PYKOBOAWUTENEM COOTBETCTBYIOLLEIO MOApPasdeneHus.
3aka3s (TpeboBaHMEM) pPErMCTPUPYETCA B KHUIE BbiAa4uM apxuMBHbIX [AOKYMEHTOB, Konuin doHaa
NoMnb30BaHUA U3 XpaHunuwa B pabodMe NoMeLweHus, B KOTOPON pabOTHMK, MOMYYUBLUMNA APXUBHbLIE
JOKYMEHTbI PacCnUCLIBAETCA 3a KaXKAyKW eauHuuy XpaHeHud. 3akas (TpeboBaHWe) HaxoauTca B
APXMBOXPaAHUMHULLE A0 UCTEUYEHMS CPOKA €r0 XPaHEHUS.

Bblgaua apxuBHbIX AOKYMEHTOB B nabopatopuio apxuBa OGOPMIAETCA 3aka3oM Ha MNpoBeaeHue
COOTBETCTBYIOLLMX paboT U PErucTpUpyeTcsl B KHUME BblAaunM apxXUBHbIX AOKYMEHTOB, KOMuii choHaa
Nonb30BaHWsl U3 XpaHunuwia B nabopaToputo, B KOTOPOI pacnuceiBaeTcs paboTHUK nabopatopun. 3akas
yunTbIBaETCA B nabopaTopun U B COOTBETCTBYIOLLEM MOAPA3AENEHUN apXuUBa U CIY>KUT KOHTPOMbHbIM
JOKYMEHTOM 3a XOZIOM MPOBEAEHMS BCEX 3TaNOB paboTbl C apXMBHbLIMU JOKYMEHTAMM.

Bblgaya apxuBHbIX OKYMEHTOB BO BPEMEHHOE NOonb3oBaHue o0hOPMMAETCS akTOM O BblAaye apXMBHbIX
JIOKYMEHTOB BO BPEMEHHOE MONb30BaHWE U PErUCTPUPYETCS B KHWUrE BblAaun apXUBHbIX [JOKYMEHTOB,
KOMMii hoHAa NONb30BaAHMS M3 XPaHUIMLLIA BO BPEMEHHOE MONb30BaHMe.

Bbigauya boHaa nonb3oBaHUA

2.11.10.3. Bblga4ya KOMWW apXMBHbIX AOKYMEHTOB M3 poHAA nonb3oBaHUA OOPMNAETCS 3aka3om
(TpeboBaHMEM) Ha Bblgayy apXMBHbIX [OKYMEHTOB, KOnui poHAA nNoOnbL3OBaHUA, ONUCen Aaen,
OOKYMEHTOB W PErMcTpUpyeTcsi B KHure (kHWrax) Bblgadum ¢oHAa nNONb30BaHUS, BeOYLLMXCS
LEHTPann30BaHHO UMK pa3aenbHO NO KaXa0My apXUBOXPaAHUNULLY.

Bblgaua onucen gen, AOKYMEHTOB

2.11.10.4. Onucu gen, 4OKYMEHTOB BblAOTCA Ha CPOK, HE NMpeBbILLalWMin NAaTM gHel. Bolgava onucen
Aern, OKYMEHTOB, UMEIOLLUXCS B OAHOM 3K3EeMIMMNSAPe U XPaHALLMXCA LEHTPanu3oBaHHO, A0MNYyCKAETCH B
UCKIIOUUTENBHbLIX CNy4asx C paspelleHuss pyKoBOAMTENS apxuMBa WIM €ro 3aMecTUTEns Ha CPOK, Kak
NpaBuIo, He NPEBLILIAKOLLMIA OAWH A€Hb, U 0ODOPMIIAETCA NO aHanorMm ¢ Bblgaden NOANMUHHbIX apXMBHbIX
[ OKYMEHTOB.

Bbigaua onucenm pgen, AOKyMEHTOB OOPMNSETCS 3aka3om (TpeboBaHMEM) HA Bblgayy apXMBHbIX
JOKYMEHTOB, KOMUIA (poHAA MONb30BaHMA, ONMMCEN Aen, AOKYMEHTOB U PErMCTPUPYETCH B KHWUIE Bblayu



apXMBHBIX [JOKYMEHTOB, KOMWiA hoHAA MONMb30BAHUSI W3 XPaHWUNULLA, B KOTOPOW pacrucbiBaeTcs
MONYYMBLLNIA ONUCb PABOTHUK apxuBa UMM NONb30BaTEnb.

KOHTpONb 3a COXPAaHHOCTbH BblAAHHbLIX APXMBHbIX AOKYMEHTOB. Bo3BpalleHuMe apXuBHbIX
OOKYMEHTOB B apXMBOXPaHUMMLLE

2.11.10.5. BbiBepka KHWUI BblAa4n apxXuBHbLIX OKYMEHTOB NPOBOAMUTCH HE pexe OOHOro pasa B KBapTan
unu B nonyrogue. Ecnu B pesynbTate BbIBEPKU KHWI Bbl4ayu YCTaHOBMEH (hakT HapyLUeHWs CPOKOB
BO3BPALLEHMSA aPXMBHbIX JOKYMEHTOB, BbISCHSAIOTCA €ro MPUYMHbI MU NPUHMMAIOTCA MEpPbl K BO3BpaTy
ApXMBHbIX AOKYMEHTOB. Ecnu HeBoO3BpalleHue apxXuBHLIX JOKYMEHTOB B CPOK B apXMBOXPaHWNWLLE
BbI3BAHO HEOOXOAMMOCTLIO KX AJanbHEMWEro WCMNonb30BaHusA, Bblgada nepeodopmndaetca. [pu
3aeprkke BO3BPALLEHUS apXMBHbIX JOKYMEHTOB 0e3 yBaXKMTENbHbIX NPUYUH MPUHUMAIOTCA Mepbl AN UX
HEeMeZNEHHOro BO3BpaTa B apxXMBOXPaHUNULLE.

B uensix KOHTpPONSA 3a COXPaHHOCTbIO apXMBHbIX AOKYMEHTOB MNOApasfeneHue, OTBETCTBEHHOE 3a
XPaHeHWe apXMBHbIX JOKYMEHTOB, NPOBOAMUT MPOBEPKN COXPAHHOCTM BblAAHHbIX U3 apXMBOXPaHWNULLA
apXMBHBIX AOKYMEHTOB. MPOBEPKU NPOBOASATCS B MIIAHOBOM MOPSAKE WMAKU NO Mepe HeoBXoAUMOCTH Mo
COrMacoBaHuIO G PyKOBOACTBOM apXuUBa.

Mpn BO3BpaLWLEHMN apXUBHBLIX JOKYMEHTOB B apXMBOXPaHWUMWLLE OCYLLECTBNAETCA NOAWCTHAA NpoBepka
X (PU3NYECKOro COCTOAHUA B YCTAHOBMNEHHOM nopsake (cm. n. 2.11.10.). B kHUre Bblaavyn apxXmMBHbIX
JOKYMEHTOB JenaeTcs OTMEeTKa O BO3BPALUEHWM apXMBHBLIX JOKYMEHTOB B NPUCYTCTBMU BO3BPATUBLUMX
ux paboTHUKOB apxmBa unu doHgoobpasoBartens. Ecnu BbiABNEHbl NOBPEXAEHWS BO3BpaLLAEMbIX
ApPXMBHbIX [OKYMEHTOB, COCTaBNSAETCA akT B MNPOM3BONLHOM (Popme, KOTOpPbIM MOAMUCLIBAETCH
paboOTHUKOM apXUBOXPaHWUMKLLA U JIULIOM, BO3BPALLAIOLLMM apXMBHbIE JOKYMEHTLI, M NPEACTaBNSAETCA Ha
paccMOTPEHUE PYKOBOACTBA apXmBa.

ApxuB 0063aH yBEAOMUTb MONbL30BATENS O TOM, YTO OH OTBEYaeT 3a COXPaAHHOCTb MOMYYEHHbIX
ApPXMBHbIX JOKYMEHTOB U cobntogeHue npasun paboTbl C HUMKU B COOTBETCTBUM C 3aKOHOAATENLCTBOM
Poccuiickon degepaunu.

B cnydasax XuULLEHUS unu NOBPexaeHWUs apxXMBHbIX JOKYMEHTOB, B TOM YMCME BHECEHWUS B WX TEKCT
U3MEHEHU (ECNKN 3TO MOXKET ObITb KBANMUMULMPOBAHO KAaK MOBPEXAEHUE apXUBHOTO JOKYMEHTA), apXuB
obpaLyaeTca C COOTBETCTBYIOLUUM 3aSBMEHMEM B OpPraH BHYTPEHHUX AEn MO MECTY pPacnonoXeHus
apxuBa, B TPEXAHEBHLIN CPOK WH(OPMUPYET chneuuanbHO YMNOMHOMOYEHHLIN heaepanbHbin opraH
UCNOJTHUTENbLHOW BRACTU, YNONMHOMOYEHHbIE OpraHbl UCMONMHUTENbHOW BNAcTu Cy6bekTOB POCCUICKON
Penepaummn, OCyLLECTBAIOWLME KOHTPOMb 3a cOoONIOAEHMEM 3akoHogaTenbCcTBa 00 apxXUBHOM Aerne B
Poccuiickoin ®eaepauun, nNpuHUMAET ApyrMe Mepbl K BO3MELLEHMIO yulepba B COOTBETCTBUU C
3akoHogatenbLcTBoM Poccuickon deaepauuu.

TpaHCNOPTUPOBKA U NepeMelLeHUe aPXUBHbIX JOKYMEHTOB

2.11.11. Tpu TPpaHCMOPTUPOBKE apPXMUBHbLIX AOKYMEHTOB Ha NioOble paccTOAHUS COBMIOAAalTCs Mepbl Mo
OXpaHe U 3almTe X OT BO3AENCTBMA BPEAHbIX (PAKTOPOB OKPY>KAKOLWEN CPeAbl MyTEM MPUMEHEHMS
crneyunansHbIX BUAOB YNakoBOK, 0DecnevymBaroLnx 3auTy apxuMBHbIX JOKYMEHTOB OT OCAAKOB, CBETA,
MEXaHUYECKUX MOBPEXTEHUIA.

TpaHCNOpPTMPOBKA apXUBHbIX AOKYMEHTOB NPOM3BOAMTCS MPU UX NIOTHOW YKNaake, MWCKOYaloLLEl
BO3MOXHOCTb MNEPEMELLEHUS] apXMBHbIX [OKYMEHTOB BHYTPWM YNAKOBKM, YAAPOB W  Pa3fMYHbIX
COTPSACEHWIA, Npn 3TOM (hOTOHOHOAOKYMEHThI YNAKOBbLIBAIOTCA B BEPTMKATNIbHOM MOMOXEHUU B KOPOBKM
JKECTKON KOHCTPYKLIMKU COOTBETCTBYIOLLIETO pasmepa, 06epHyTble BO BNArOHENPOHULAEMYIO TKaHb. dpyrue
ayanoBu3yarbHble U 3MEKTPOHHbIE AOKYMEHTbI, rpadhuyeckne u KpynHodopmaTHble Aena U AOKYMEHTbI
nepemeLLaloTcs TONbKO B YNaKoBKe, B KOTOPOM OHU XPaHATCS, UNKU B CNELManbHO NpeaHa3HaYeHHbIX Ans
UX NnepeMeLLeHns cpeacTBax.

Ons nepemMeLleHUs apxXMBHbIX JOKYMEHTOB BHYTPW apxuMBa WCMOMNb3YIOTCA MepeABUXHbIE TENEXKH W
Apyrue cpeacTea TPaHCNOPTUPOBKK.

BHyTpuropoackne nepeBO3KM apXMUBHbIX AOKYMEHTOB NPOM3BOASITCA B 3aKPbITbIX aBTOMAaLUMHAX Npu
oba3aTenbHOM CONPOBOXAEHMM paboTHUKA apXuBa.

TpaHCnopTMPOBKA apXUBHbIX AOKYMEHTOB Ha JarnbHUe pacCTOSHUA NPOU3BOAUTCH B yNakOBaHHOM BUAE
B KPbITOM TPaHCMOPTHOM CpPeACTBE B COOTBETCTBMM C MpaBuUMaMy MNEPEBO3KM LEHHbIX TPy30B,
YCTAHOBMNEHHbLIMW N1 COOTBETCTBYIOLLETO BMAa TpaHcnopTa.



BbisiBneHue VYHUKaNbHbIX AOKYMEHTOB U 0C0060 LIEHHbIX AOOKYMEeHTOB

2.11.12. BbisiBNEHUE YHUKANbHbIX JOKYMEHTOB U 0COBO LIEHHbIX AOKYMEHTOB NMPOBOAUTCA B MIAHOBOM
nopsgke Hauwbonee kBanMdPUUMPOBAHHLIMM CMELMANIUCTAMU HA OCHOBAHMM OTPACIEBbLIX HAy4YHO-
MEeTOAUYECKMX pa3paboToK U METOANYECKNX NOCODUIA, MOATOTOBIEHHLIX B apXMBE.

OnpegeneHne B coctaBe ApxuBHoro doHaa Poccuickon degepaumm YHUKaNbHbIX OOKYMEHTOB
OCYLLECTBMNAETCA B COOTBETCTBUM C PernmamMeHToMm NoCyaapCTBEHHOIO peecTpa YHUKanNbHbIX JOKYMEHTOB
ApxuHoro conga Poccuiickoin Pegepaummn un BknoyaeT B cebs:

3amnofiHeHNe Ha KaxKabl BbIABMNEHHbIN noTeHuunanbHO yHVIKaJ'IbeIVI OOKYMEHT nucrta y4veta un onncaHuda
YHUKANbHOINo AOKyMEHTa,

paccMOTpEeHUe IKCMEePTHO-METOAMYECKON KOMUCCUER (Mnu APYrMM COBeLlaTeSNibHbIM OpraHoMm) apxusa
npeacTaBneHHbIX MaTepUanos;

npeacTaBneHne NPeanoXeHUn O BKIIIOYEHUM BbISIBIIEHHbIX MOTEHUMAaNbHO YHUKANbHbIX JOKYMEHTOB B
FocyaapcCTBEHHLIN pPEecTp YHUMKanbHbIX AOKYMEHTOB ApxuBHOro doHga Poccuiickon depepauun B
COOTBETCTBYHOLLUWIA YNOSTHOMOYEHHLIW OpraH UCNOSTHUTENLHONM BNacTu B cdhepe apxXMBHOrO aena.

OnpeaeneHne B coctaBe ApxuMBHOro ¢oHga Poccunckon deaepauum 0Cob0 LEHHbIX AOKYMEHTOB
OCYLLECTBNAETCA KCNEPTHO-NPOoBEPOYHON Komuccuen (AlNK) dregepanbHOro rocyaapCTBEHHOINO apxuea,
OlMK ynonHOMOYEHHOro opraHa MCMONMHUTENbLHON BRnactu cybbekTa Poccuickon deaepaumum B cdepe
apXUBHOIO Aena, 9KCnepTHoOW POHA0BO-3aKyNOYHOW KOMUCCUEN rOCYAapPCTBEHHOIO UMW MyHULUMMANbLHOMO
My3€sl, SKCNepTHOW KOMWUCCUEN TroCcyaapCTBEHHOW WIM MyHuuunanbHoOW 6ubnuotekn, 3MK Apxusa
Poccuinckon akagemum Hayk W 3aKpennsercs y4Y4eTHbIMWM [JOKYMEHTAMW apxuBa B YCTAHOBIIEHHOM
nopagke (cm. n. 3.7.5)).

OlMK ynonHOMOYEHHOro opraHa MCMONMHUTENbLHON BRnactu cybbekTa Poccuickon deaepaumum B cdepe
apXMBHOMO Aena BrnpaBe AgenernpoBatb MOMHOMOYMUS NO OMpedeneHuto B coctaBe ApxuBHOTO dhoHAa
Poccuiickoit degepaumm 0Co60 UEHHbIX AOKYMEHTOB 9SKCMEPTHO-METOAUYECKOW (MEeTOaANYECKORn)
KOMUCCUM rOCy1apCTBEHHOTO apxmBa cybbekra Poccuinckon deaepaumu.

CospaHue cTpaxoBoro poHaa

2.11.13. COBOKYMHOCTb CTPaXOBbIX KOMUIA YHUKANbHBLIX 1 0COD0 LIEHHbIX AOKYMEHTOB APXMBHOro ¢hoHaa
Poccuiickon degepaunn (panee - cTpaxoBoin hoHA) co3gaeTcs B LEndAxX COXpaHeHWs AOKYMEHTHOW
MHdOPMaUUK Ha Ccriydan yTpaTbl UMW MOBPEXAEHMA OPUTMHANOB 3TUX AOKYMeHTOB. CTpaxoBon hoHA
ABNAETCA HEMPUKOCHOBEHHLIM U XPAHUTCHA TEPPUTOPUANbEHO 0B60CODNEHHO OT OPUTMHANOB YHUKAMbHbBIX
JOKYMEHTOB 1 0C060 LIEHHbIX JOKYMEHTOB B CneuuanbHbIX apxmBoxpaHunuuiax (cm. n. 4.13.3)).

OuepeHOCTb CTPAxXOBOr0 KOMUPOBAHUS ONpeAenseTcs ¢ y4eToM (PU3MYECKOr0 COCTOSIHUSI YHUKAMNbHbIX
JOKYMEHTOB U 0C060 LEHHBbIX JOKYMEHTOB WM WMHTEHCUMBHOCTU oBpalleHusi Kk HuM. [MepBoovepesHOMY
KOMMPOBAHUIO CPeau HUX noanexatr Haubonee WHTEHCUBHO WCMOMNb3yEMblE, C TMOBPEXAEHUSMM
MaTepuanbHOro HOCUTENS U JAOKYMEHTHON MHAOopMaLIMK.

MoAroToBKa YHMKAMNbHBIX AOKYMEHTOB WM 0COBO LIEHHbIX AOKYMEHTOB K CTPaxOBOMY KOMUPOBAaHMIO
OCYLLIECTBMNSAETCH B COOTBETCTBMU C MOPSIAKOM BblAauyn apXMBHbIX JOKYMEHTOB U3 apXMBOXPaHUnuLL (CM.
n.2.11.10.).

CTpaxoBoe KOnMpoBaHMe NPOBOAUTCH C COBMoAeHNeM CUCTEMATU3aLMUN €ANHUL, XPaHEHNS B OMNUCKU A Een,
JIOKYMEHTOB, KOTOpasi KONUPYeTCcsA neped eauHMLamMu xpaHeHusl. CTpaxoBOMY KOMUPOBAHWUIO NOAnexat
BCE BXOASLLME B €AUHULY XPaHEHUS] apXUBHbIE JOKYMEHTbI.

Mpnm CTpaxoBOM KOMMPOBAHMM Jena, Kak MNpaBuio, pacluuBke He nognexar. PacwwuBka pgen
NPOM3BOAMTCA B UCKIIOYUTENbHbLIX CAydasx MO COrNacoBaHUIO C PYKOBOACTBOM apxuMBa NpU MNOSHON
HEBO3MOXXHOCTU KOMMPOBaTb MepenneTeHHoe aeno. Mo okoH4YaHuu paboTebl Aeno nepenneTaercs
nabopaTtopuen unu opraHm3aunen-u3roToBUTENEM CTPaxXOBbIX KOMUIA 3aHOBO.

CTpaxoBOe KOMUPOBaHWE YHUKaNbHbIX JOKYMEHTOB M 0COBO LEHHbIX AOKYMEHTOB OCYLLECTBMAETCH B
COOTBETCTBUW C TEXHONMOrMYECKUMMW pernameHTamu W ApPYTMMU  AEACTBYIOLUMMKU  HOPMAaTKUBHO-
TEXHUYECKUMU [OKYMEHTaMMU.

CTpaxoBOW KONUEN apXMBHOrO AOKYMEHTA HA OyMadkHOW OCHOBE ABMSIETCS HEratuBHas Mukpodhopma
(Mukpohunem  wunu - Mukpodomwia) 1-ro NOKONEHus, M3rotToerieHHas Ha  dhoTorpadpmyeckon
ranoreHugocepebpssHON NIEHKE COOTBETCTBYIOLLEr0 TMNa METOAOM ONTuyeckoro dotorpadumpoBaHns
JOKYMEHTOB.



CTpaxoBoWi KOMMEN KMHO4OKYMEHTa ABMSIETCS nepBasi COBMELLEHHAs KOMUsi OpUrMHana, UsroToBreHHas
Ha NyeHKe COOTBETCTBYIOLLErO TUNA METOAOM KOHTAKTHOM neyarTy.

CtpaxoBoi konuen OTOAOKYMEHTa SABNAAETCA nepBas KONWA oOpurkMHana, W3roToBfeHHas Ha
droToNNEeHKe COOTBETCTBYIOLLErO TUMa METOAOM PENPOAYLIMPOBAHMSA UNU KOHTAKTHON nevatwu.

CtpaxoBoi konnmein hOHOAOKYMEHTa ABMSAETCA NepBas KONUA opuriHana, U3rotoBrieHHass COBPEMEHHON
CUCTEMOW 3arnucu.

CTpaxoBoi konuen BMAEOAOKYMEHTa SIBMSETCA NepBas KONUA opurkHana, U3rotoeneHHas B dpopMare
opurmHana cnocobomM BUAE03BYKO3aMMCH HA MarHUTHON NeHTe.

Co3paHue, KOMNJIEKT U cocTaB (poHAA NOJyIb3OBaHUA

2.11.13.1. COBOKYNHOCTb KOMNWI apXWUBHbLIX AOKYMEHTOB, BbIMOMIHEHHbLIX HA Pa3fMYHbIX MaTepuarnbHbIX
HOCUTENAX WM NPEeAHAa3HAYeHHbIX ANS UCNOMNb30BaHUS C LENbIo 00ecneyeHms COXPaHHOCTM OPUIMHAaNoB
ApXMBHbIX AOKYMEHTOB (ganee - (pona nonb30BaHMSA) CO3[JaeTCH, Kak NpaBuso, OAHOBPEMEHHO C
co34aHWeM CTpaxoBoro hoHAAa, a TaKke LENeBbiM MOPSAKOM Ha Hamboree WUCMONb3yEMbIE apXMBHbIE
JOKYMEHTbI, B npouecce apyrux paboT (pacCekpeyuBaHWE apXMBHbIX AOKYMEHTOB, OpraHusauusa ux
MCMNONb30BaHus).

dOoHA nNONbL30BAHWA, W3rOTOBMEHHbIA OAHOBPEMEHHO CO CTpPaxoBbiM (POHAOM, CO3QaeTca B
06a3aTenbHOM KOMIIEKTE, BKITHOYAIOLLIEM:

ANA  apXUBHbIX [OKYMEHTOB Ha OyMaXkHOW OCHOBE - OAHY MUKPOOPMY 2-r0 MNOKONEHWs Ha
ranoreHugocepebpsiHoi nneHke (HeraTUBHAs WIM  MO3UTMBHAS), W3TOTOBIIEHHYID C HEraTtuBHOW
MUKPOGOPMBbI 1-r0 NOKONEHUS, U OAHY MUKPOOPMY 3-r0 MOKONMEHUA, U3rOTOBMEHHYIO C MUKPOOPMBI 2-
r0 NOKONEHUS;

Ans OTOA0KYMEHTOB - OJUH MNO3UTUBHbINH DOTOOTNEYATOK U OAUH AYONb-HEraTuB;

ANA KMHOOAOKYMEHTOB - OHY MO3UTMBHYK COBMELLEHHYK KOMWUIO, OAWH MPOMEXYTOYHbIA MO3UTUB
N300paXkeHMA U OAUH KOHTpaTun (POHOrpammbl (ANs 3BYKOBbIX KWHOAOKYMEHTOB). MO3UTMBHAA KONUS U
NPOMEXKYTOYHbIN MO3UTUB M30OPaKEHUs AOMKHbI BXOAUTb B KOMMMEKT KMHOAOKYMEHTA, NPUHMMAEMOro
Ha MNOCTOSIHHOE XxpaHeHue. [onyckaeTca AOMNOMHMTENBHOE W3roToBNeHme hoHaa noNb30BaHUSA
KMHOOOKYMEHTOB B Buae BugeodoHorpamm B chopmatax Betacam n VHS;

Ans OHOAOKYMEHTOB - OZIHY KOMUIO HA MAarHUTHOM FEHTE;
ONs BUAEOOO0KYMEHTOB - O4HY Konuio B hopmate VHS.

BknioyeHne B (HOHA NOMb30OBAHUA KOMMWIA APXMBHBIX AOKYMEHTOB, B TOM UWUCME HA SMNEKTPOHHbIX
HOCUTENSIX, CO3[1aHHbIX B NPOLiEcce Apyrux paboT, OCYLLIECTBNAETCA apXMBOM CaMOCTOATENBHO.

B c¢oHA nonb3oBaHWSA BKMIOYAIOTCS KOMWUKM MONHOCTbIO CKOMUPOBAHHLIX eaMHWUL XpaHeHusi. Konuu
OTAENbHbIX apXUBHbIX [AOKYMEHTOB MOIyT ObiTb BKMIOYEHbI B (POHA MONb3OBaHWA B COCTaBe
TeMaTU4YeCKnX noabopok apxXmMBHbLIX JOKYMEHTOB.

MpoBepka HaNMUYMA U COCTOAHUA, TEeXHUUYECKUH KOHTPOSNib cTpaxoBoro ¢oHaoa u ¢oHaa
Nosib30BaHusA

2.11.13.2. Bce cTpaxoBble KOMWMWU AOSMKHbI COOTBETCTBOBATL OPUrMHAINY, Kak no COAEPXaHUIO, Tak U No
pAay BHELLHWUX NPU3HAKOB.

M3roToBuTenb CTpaxoBbIX KOMMWii obecrieumBaeT COOTBETCTBME BCEX BbIMyCKaeMbIX KON TpebGoBaHUAM
JENCTBYIOLLMX HOPMATUBHO-TEXHUYECKUX JOKYMEHTOB MO CTPaXOBOMY KOMUPOBAHMIO.

Bce cTpaxoBble KOMMM MNPOXOASAT TEXHUYECKMA KOHTPONb B nabopatopuM wnuM  opraHu3auuu-
U3rotoBUTENeE, CBEAeHUs 00 MX KavyecTBe (PUKCUPYIOTCA B akTax TEXHUYECKOrO COCTOSHMA KOMUIA
cTpaxoBoro ¢oHaga (no doopmam B COOTBETCTBMM C OTpPacneBbiMWU HOPMATUBHLIMU JOKYMEHTaMW).

Mpy Npueme CTPaxoBbIX KOMWUIA NMPOBEPSIETCA MOMHOTA BbINOMHEHNS 3aKka3a Ha KONUPOBaHUE, KONMUYECTBO
KOMMWiA, KOMIMMEKTHOCTb, NPaBMINbLHOCTb M TMOMHOTA 3aMONHEHUs aKTOB TEXHWYECKOr0 COCTOSIHUS,
BU3yanbHO-TEXHUYECKOE COCTOSIHWUE KOMUMA.

B npouecce xpaHeHUs1 CTPaxoBble KOMWUW NOANEeXaT:

npoBepKke HannM4ma n CoCTodHUA B LEeNAX yCTaHOBNEHUA q:)aKTVI‘-IeCKOFO Hann4na CtpaxoBblX KOMWUIA, MX
COOTBETCTBUA AAHHBIM YYE€THbIX JOKYMEHTOB,



TEXHUYECKOMY KOHTPOJIIO COCTOSAHUSI U CBOEBPEMEHHOMY NMPOBEAEHUIO HEOBXOAUMBIX KOHCEPBALMOHHO-
NPOUNAKTUYECKNX MEPONPUATUIA.

TexHUYEeCKUA KOHTPOMNb CTPaxoBoro hoHaa OCyLECTBNAETCA OAUH pa3 B TPU roaa, Npu STOM KOHTPOIIO
nognexut 20% cTpaxoBbIX KONW NPOU3BOACTBA KaXaoro roaa.

Pe3ynbTaTbl TEXHUYECKOTO KOHTPOMNS (DUKCUPYIOTCH B IOKYMEHTAX O TEXHUYECKOM COCTOSIHUM CTPaxXOBbIX
KOMWiA, rae [aloTcs 3akniyeHuss 0 HeobXoAMMOCTM U CpoKax NpoBeAeHWsl NPOUNaKTUYECKUX M
pecTaBpaLMOHHbIX paboT M YCTaHaBMMBAKOTCA CPOKW CNeAYIOLEro TEXHUUYECKOTO KOHTPONS.

MpoBepka HanmMuusi U COCTOsIHUS (DOHAA MONb30OBAHWUSA OCYLLECTBNAETCA C LEMbIO KOHTpONs 3a
COXPaHHOCTbIO KOMUIA W oOpraHusauum paboTbl MO CBOEBPEMEHHOMY BOCCTAHOBMEHUIO (hoHAA
NoNb30BaHuS.

O6beM W NepuoanyYHOCTL paboTbl MO MPOBEPKE HANWYUMA W COCTOSHWMSA (DOHAA MNOMNb30BaHUSA
onpeaenseTcs ¢ y4etoMm ero obuiero o6bema, coctaBa, MHTEHCMBHOCTW BblAayu KOMWIA U 4acToOTbl MX
BOCMPOM3BEAEHUS, A TAKKE YCIIOBUI XPAHEHUSI.

Mepenava cTtpaxoBoro ¢poHaa Ha cneunaribHoe XpaHeHue

(n. 2.11.13.3. He pacnpoCTpaHsEeTCa Ha roCcyAapCTBEHHbIE M MyHUUMUMAmNbHblE My3eu U OUONUOTEKM,
opraHn3aumm PocCUMINCKON akagemmnmn Hayk)

2.11.13.3. LUeHTpanu3oBaHHOE XpaHeHue CTpaxoBOro (oHaa ocyuwlecTBnsaeT eaeparnbHbIi
rocygapcTBeHHbIN apxus - LIeHTp xpaHeHusa cTpaxosoro dhoHaa (LUXCP).

XpaHeHue CcTpaxoBoro poHaa rocyaapCTBEHHOrO apxuea cybbekta Poccunckon depepauumn u
MYHMUUMANbHOrO apxmMBa MOXET OCYLLECTBMNATb CneuuanbHOEe apXUBOXPAHUIULLE, PACMONOXKEHHOE Ha
TeppuTopun cybwekra Poccuinckon deaepauum.

PaspelweHne Ha nepepadyy crtpaxoBoro coHga B UXCP paer cneumanbHO yYNOSTHOMOYEHHbIW
degepanbHbli  OpraH  MCMNOMHUTENLHOW BRAcTM B chepe apxuBHOro Jdena no pesynbratam
paccMOTPEHUS AOKMagHOW 3anucku dpefepanbHOro rocygapCrBEHHOr0 apxuBa MIM YNONMHOMOYEHHOrO
opraHa WCNOnMHUTENbHOW Bnactn cybwbekra Poccuiickon deaepaumm B cdepe apxMBHOro aena o
FOTOBHOCTU K OTMPAaBKE CTPAXOBbIX KOMUIA.

PaspeweHue Ha nepegadvy CTpaxoBoro )OHAA B cneumanbHOe apXUBOXPaHWMWLLE, PACNOSIOXKEHHOE Ha
Tepputopun cybbekta Poccuiickon deaepauun, rocyaapCcTBEHHOMY apxuBy cybbekra POCCUICKON
begepaumm M MyHMUMNANBLHOMY apxuBy AAaeT YNOMHOMOYEHHbIW OpPraH WCMOSTHUTENbLHON BRACTU
cybbekTa Poccunckon deaepauumn B chepe apxuBHOro gena Ha OCHOBaAHWUM AOKNAAHON 3anuCKU apxmBa
0 FOTOBHOCTU K OTMPAaBKE CTPAXOBbIX KOMUHA.

Mpuem-nepeaaya cTpaxoBoro )OHAA OCYLLECTBMNAETCA HA OCHOBAaHUM MpUKasa COOTBETCTBYIOLLIEMO
YNONHOMOYEHHOIO OpraHa WCMOMHUTENLHOW BNAacTu B Cd)epe apXWUBHOTO Jena akToM YCTaHOBIEHHOM
chOpMbI, K KOTOPOMY NpUNaratTcs:

ONUCKU 0CODO LEHHbIX AeS, JOKYMEHTOB UMM KOMWUWM OMUCEN AN, AOKYMEHTOB, C KOTOPbLIX U3roTOBJIEH
CTpaxoBOn YOHA, UNKN NepedeHb HOMEPOB 0COBO LIEHHBIX Aen, AOKYMEHTOB (HOMEPHUK);

OnucK NepeaaBaemMoro CTpaxoBoro HoHAa;
aKTbl TEXHUYECKOTO COCTOSIHUSA KOMMWiA CTPaxoBoro goHaa;
CONPOBOAMUTENbLHbIE OKYMEHTbI HA TPAHCMNOPTHYIO Tapy.

CTpaxoBble KOMMKM B MOPsiAKE PAacMONOXEHUss UX B OMUCU CTpaxoBoro ¢oHaa MOMeLlaloTcs B
COOTBETCTBYIOLLYIO Tapy ANsl TPaHCMOPTUPOBKM, WMEIOLLYIO MOPSAKOBYIO HyMepauuio B npegenax
OTNPaBNsAeMOi MapTUK, W HanpaBnsAOTCA B ONNOMOMPOBAHHBLIX KOHTEWHepax. B conpoBoauTenbHOM
JOKYMEHTE Ha TPaHCMOPTHYIO Tapy YKa3blBAaeTCA €€ KONMMYECTBO M UWUCHO CTPaxXOBbIX KOMMWIA B HEW,
CTaBATCSI MOAMMUCH AOMKHOCTHBIX NULL, OTBETCTBEHHbIX 3a nepeaauvy.

AKTbl npuema-nepenadn C MPUNOXKEHUAMU MNOMELLATCA B OTAENbHYIO YNakoBKY C MNOMETKON
"ConpoBoguTenbHble 4OKYMEHTbI".

Onnarta pacxogoB No OTNpaBke CTPaxoBoro hoHAa NPOM3BOAMTCA OTNPABUTENEM.

CtpaxoBaHue AOKyMeHTOB ApxuBHoro ¢ponaa Poccuinnckon ®eagepaumnmn



2.11.14. CtpaxoBaHue AOKYMEHTOB ApxuBHOro doHaa Poccuiickon Pegepauny HanpabBneHO Ha
obecneyeHme mx COXPaHHOCTU, BO3MELLEHUE yulepba B Criyyae Kpaku, yTpaTbl, MOBPEXAEHUA U UHOTO
BO3MOXHOTIO yLliepba.

CTpaxoBaHuio nognexar:

OOKYMeHTbl ApxuBHOro coHaa Poccuiickon degepaunn, a Takke nognexaiiue Bo3BpalLeHUo UX KOMuu,
BbIBO3UMbIE 3a pybex AN 3KCNOHWPOBAHUS HA BbICTABKAX, pecTaBpauun unm ¢ Apyrummn LensiMu;

YHUKanbHbl€ AOKYMEHTLI, NpeaocTaBndemMble Ana 3KCNOHNPOBAHUA HA BbICTaBKax BHYTPU CTPaHbI.

B ucknouutenbHbIx crnyydasx, nog 06a3atenscTsBo B AOrOBOPE 0 BO3MELLEHUW OPraHn3aTopamMun BbICTaBKM
ywepba B cnydae ytpatbl WAM MOPYM, YHMKamnbHblE [OKYMEHTbl MOTyT 9KCnoHupoBaTbca 0es
CTpaxoBaHWs Ha opraHusyembix B Poccuinckon egepauun BbiCTaBKkax.

CtpaxoBas oueHKa AOKyMeHTOB ApxuBHOro doHga Poccuiickor Pepgepauymm NpoBOAUTCA B apxuse
KOMWUCCUOHHO.

KaTeropusa LeHHOCTM OOKYMeHTOB ApxuBHOro doHga Poccuickoin degepauun n pasmep Ux CTpaxoBoun
OLEHKU YyCTaHaBUBAIOTCA Ha OCHOBE CrneumanbHbIX METOAUYECKMX pa3paboTok.

PesynbTatbl CTPaxoBOM OLEHKU AOKYMEHTOB ApxXMBHOro ¢poHaa Poccuiickon Pegepayumn opopmMnaroTcs
AaKTOM CTPaxOBOW OLIEHKM apXUBHbIX [OKYMEHTOB, KOTOPbLIA MNPEACTaBnseTcAd B COOTBETCTBYHOLLUI
YNOSTHOMOY€EHHbIN OpraH UCNOMHUTENLHOW BNacTu B chepe apxXmMBHOro Aena.

OcdopmMneHne BPpeMEHHOro BbiBO3a AOKYMEHTOB ApxuBHOro ¢oHaa Poccuinckon degepauum 3a
pyoex

2.11.15. Ona paccMOTpeHua BOMPOCa O BO3MOXHOCTU BPEMEHHOrO BbiBO3a OOKYMEHTOB APXUBHOMO
¢doHaa Poccuiickon deaepaumm apxms npeacraBnaeT B cneynanbHO YNOMHOMOYEHHbIR heaepanbHbli
opraH UCNOSTHUTENBLHOW BNacTu B chepe apxXMBHOTO Agena:

KOMMIO AOrOBOpa O NMPOBEAEHMI BbICTABKM, PECTABPALMOHHBIX UMK APYrux paborT;

nepevyeHb AOKyMeHTOB ApxuBHoro dhoHga Poccuinickon Pegepayum yCTaHOBREHHOW  (hOPMBI,
npeaHa3Ha4YeHHbIX K BDEMEHHOMY BbIBO3Y;

KOMMKU CTPaxXOBOro MOMMca, rapaHTUWM MPUHUMAIOLWEA CTOPOHbI M TFOCYAAPCTBEHHbLIX OPraHOB CTPaHbI
Ha3HaA4YeHUs B OTHOLLEHMU COXPaAHHOCTU U BO3BPATa BPEMEHHO BbIBO3UMbIX KYNbTYPHbIX LIEHHOCTEN;

NMUCbEMEHHOE NOATBEPXKAEHME YAOBMNETBOPUTENBHOIO PUBNYECKOTO COCTOSHUS AOKYMEHTOB APXUBHOIO
¢doHga Poccuiickon deaepaumu, NO3BONAOWEro UX TPaHCNOPTUPOBaTL M AEMOHCTPUPOBATL, a Takke
HanM4us ux CTPaxoBbIX KOMUIA;

paspeLleHne yrnornHOMOYEHHOro opraHa UCNONHMTENbLHOW Bnactu cybwekta Poccuiickon degepauumn B
chbepe apxmMBHOro aena (TonbKO ANs rocyaapcTBEHHbIX apXUBOB CyObekToB Poccuiickon degepauun);

paspeLleHne opraHa MECTHOIO CaMoynpaBneHUs (TONMbKO ANst MyHULMNANbHOTO apX1Ba);
Apyrue HeobxoanuMble J0KYMEHTbl B COOTBETCTBUM C YCTAHOBINEHHBLIM NOPSAKOM.

B coOTBETCTBUM C YCTAHOBIEHHLIM NOPSAAKOM FOCYAapCTBEHHOW 3KCMEPTU3bl U KOHTPOMS 3a BbIBO3OM U
BBO30M KyMbTYPHBIX LUEHHOCTEW AnA MOofy4yeHWs CBMAETENbCTBA Ha NpPaBO BbIBO3a KYNbTYPHbIX
LeHHOCTEN ¢ Tepputopumn Poccuiickon degepauuun, ykasaHHble AOKYMEHTbl BMECTE C 3aKnioueHuem
crneyunansHoO ynonHOMOYEHHOro hefepanbHOro opraHa MCNOSIHUTENbHOM BNactu B cpepe apxXUBHOIO
Jena u apyrumu HeobxoAUMbIMU AOKYMEHTaMM MpPeACcTaBhsalTCA B CNeuuanbHO YNOMHOMOYEHHLIN
deaeparnbHbli OpraH UCMOMHUTENLHON BRacTu B cdepe rocyaapCTBEHHOIO KOHTPONS 3a BbIBO3OM U3
Poccuiickon deagepaunn u BBO30OM Ha €€ TEPPUTOPUIO KYNbTYPHbLIX LEHHOCTEN.

Onsa npogneHma B 0COObIX Cry4yasx CpoOKa BPEMEHHOTO BbIBO3a JOKYMEHTOB ApxXuBHOrO d)oHAa
Poccuiickon depepauun apxus npeacraBnaeT B cneyuanbHO YNOMHOMOYEHHbIW dhegepanbHbiid opraH
MCMOMNHUTENBLHOW BNacTu B chepe rocyaapcTBEHHOrO KOHTPONSA 3a BbIBO30OM M3 Poccuinckon degepauun
1 BBO30OM Ha €€ TEPPUTOPUIO KYNIbTYPHbIX LLEHHOCTENR:

KOMMIO AOrOBOpa O NPOANEHUN CPOKA BbICTABKU, PECTABPALIMOHHBLIX UMK ApYyrux paborT;

KOMMKU CTPaxXOBOro MOMMca, rapaHTUWM MPUHUMAIOLWEA CTOPOHbI M TFOCYAAPCTBEHHbLIX OPraHOB CTPaHbI
Ha3HaA4YeHUs B OTHOLLEHMU COXPaAHHOCTU U BO3BPATa BPEMEHHO BbIBO3UMbIX KYNbTYPHbIX LIEHHOCTEN;

3aKnioyeHne cneuuansHO YNOMHOMOYEHHOTO dheiepanbHOr0 opraHa MCMONMHUTENbBHON BRacTu B cdepe
apXWBHOIO aena;



apyrue Heobxoaumble OOKYMEHTbI B COOTBETCTBUN C YCTAHOBINIEHHLIM NOPAAKOM.

O6ecneyeHne COXPAHHOCTU aPXUBHBIX JOKYMEHTOB NPU Ype3BblYaiHbIX CUTyaLUAX

2.11.16. K upe3sBblMaiHbIM CUTyaUUsiIM OTHOCATCA OOCTOATENbLCTBA, MPU  KOTOPbIX HEBO3MOXHO
BbINOMHEHUE apXMBOM B NOJSIHOM 0ObEME BO3NOXKEHHbIX HA HErO 3a4a4 B COOTBETCTBMU C TpebOBaHNAMM
HacToAwwmx MpaBun U APYrMX HOPMATUBHLIX MPAaBOBLIX AKTOB, CO34AETCHA Yrpo3a >KU3HW W 340POBbLIO
naen, COXPaHHOCTU apXMUBHBLIX 4OKYMEHTOB apXxmBa.

K upesBbl4aiiHbIM CUTYyaLMAM OTHOCATCS:

00 bABNEHUE CTEMEHEN FOTOBHOCTU MPaXaaHCKOW 000POHBI;

BBE€AEHWE B AENCTBUE MMAHOB NPaXaaHCKOW 000POHBI;

00 bABNEHUE B rocyaapcTBe (PErMOHe, rOpoae) PEXXMMa Ype3BbIMaANHOr0 NOMOXEHUS,

noXkap, TEXHOreHHble KatacTpodbl W CTUXUIHbIE OeACTBUSA, NOBMNUSBLUME HA XM3HEAEATENbLHOCTb
apxuBa;

MCYE3HOBEHME UMK MOpYa apXMBHbIX JOKYMEHTOB, XWULUEHWE WMW Nopya MMyLLeCcTBa B pesynbTaTte
NPOHUKHOBEHMUSI B apXMUB NOCTOPOHHWX NIOAEH UMK APYrMX NPOTUBOMPABHbIX AEACTBUIA;

aBapun cUCTEM Xu3HeobecrneueHns apxnBa, a TaKkKe 3JaHua apxuea;
CHSITUE OXpaHbl apXMUBa;

Apyrue o6CcToATENBLCTBA, BbIHYKAAOLUE PYKOBOACTBO apxXuBa NMPUHATL peLleHne 06 n3MeHeHUn pexuma
paboTbl apxuBa UNKU NPUOCTAHOBINEHNUU €70 AEATENBHOCTH.

C y4YeTOM BO3MOXHbIX Ype3BblYalHbIX CUTyaUuuid apxuB paspabaTbiBaeT M npu HEoOXOAMMOCTM
nepuoanYeckn nepecMaTpuBaeT MilaHbl KOHKPETHLIX MEPONPUSITUIA U APYINE HOPMATUBHbLIE OKYMEHTbI O
paboTe B Upe3BblYaNHbIX CUTYaLUSIX.

MnaHbl U ApyrMe AOKYMEHTbl MO MOBGUNM3ALUMOHHOW MOArOTOBKE, rpaXkaaHCKoii 0BopoHe apxuBa
pa3pabaTblBalOTCsl B YCTAHOBNIEHHOM NOPSAKE.

lMnaHbl  MeponpuATM  apxuBa Ha CnyyYanm 4pesBblMaWHbIX CUTyauuil, He OTHocAwMecs K
MOOUNU3ALMOHHON  NOATOTOBKE M TPaKOAHCKOW  ODOpOHE,  AOSKHbI  COrMacoBbIBATLCA €
OpraHu3aLMoOHHbIMM W pacnopaauTENbHBIMA - AOKYMEHTAMU apxuBa, paspaboTaHHbIMM MO  JIMHWM
MOOMNU3aLMOHHON MOATOTOBKM U IPaXKAaHCKON 0BOPOHbI.

C coaepKaHWEM MNAaHOB MepOonpusTUA U APYrMX HOPMAaTMBHBLIX AOKYMEHTOB, Onpedensiomx paboTy
apxvBa MpU Ype3BblMANHbIX CUTyaUMUsIX, AOMKHbI OblTb O3HAKOMMEHbI PABOTHMKW apxvMBa B 4acTu, UX
kacatoLleiics, ¢ 06s3aTenbHbIM BbINOMHEHUEM TPeBOBAHUN, YCTAHOBMEHHbLIX B OTHOLLUEHMKM AOCTyna K
CBEAEHUsIM, COCTaBMSAIOLLUM FOCY1apCTBEHHYIO TaliHy.

BbinonHeHne B apxvuBe MEPONPUATUIA, NPeAyCMOTPEHHbIX NnaHamu MOBGUNWU3aLUMOHHOW NOATOTOBKU U
rpa)<gaHckoi 06OPOHbI, OCYLLIECTBISIETCA COMMACHO 3TUM NraHaMm B YCTAHOBIEHHOM MOpsike.

ll. OPFAHU3ALNA YYETA JOKYMEHTOB APXMBHOIO ®OHAOA POCCUNCKON ®EQEPALIMM U
APYTUX APXUBHbIX JOKYMEHTOB B APXUBE

3.1. OnpeaeneHune konuyectsa U coctaBa AOKYMeHTOB ApxuBHoro ¢poHga Poccuickon degepaumu m
APYTMX apXWBHbIX AOKYMEHTOB B apXuBE B YCTAHOBMEHHLIX €4MHULAX Y4eTa U OTPaAKEHUe 3ITOro
KONMMYeCcTBa M COCTaBa B YYETHbIX AOKYMeHTax obecnevymBaeT OpraHu3auMOHHYK YMOPAA0YEHHOCTh U
BO3MOXHOCTb aAPECHOIO MOMCKA apXMBHbIX JOKYMEHTOB, KOHTPOMS 38 UX HaNWUYUEM U COCTOSTHUEM.

ApXUB OCYLLECTBNSIET FOCYAApPCTBEHHLIA YYET apXMBHbIX AOKYMEHTOB. COCTaB M MOPAAOK BedeHus
JOKYMEHTOB roCy4apCTBEHHOIO y4yeTa apXmMBHbIX JOKYMEHTOB, B TOM Yucre hopMbl nacnopra apxvea u
nacnopra WCTOYHMKA KOMMIEKTOBAHMA apxuBa, U MNOPSAOK WX MPeACTaBfAEeHMA YCTaHaBMAMBaKOTCA
PernameHTOM rocyaapcTBEHHOIo y4yeTa A0KYMeHTOB ApxuBHoro cooHaa Poccuickon deaepauuu.

YueTy nognexar:

XPaHsLLMECS B apXUBE apXMBHbIE AOKYMEHTbl, B TOM UWUCME HEONUCaHHble U HenpodUNbHble AN
[laHHOTO apXuBa, a TAKKe CTPaxXOBble KOMUU apXMBHbIX JOKYMEHTOB U KONUK POHAA NONb30OBaAHUS, ONUCH
A€en U JOKYMEHTOB;



OOKYMeHTbl ApxuBHOro doHaa Poccuiickon Pepepauun, a Takke AOKYMEHTbl MO JIMMHOMY COCTaBy,
XPaHALWMECH B UCTOYHMKAX KOMMNIEKTOBAHMSA apXuBa.

YyeT npousBoAUTCH NYTEM NPUCBOEHNSI apXMBHBIM JOKYMEHTaM (EAMHMLAM XpPaHeHUsi/eAuHULAaM yy4eTa)
YYETHbIX HOMEPOB, SABMNSAIOLLMXCA COCTABHON YaCTblo apXUBHbIX LMK POB.

ApPX1BHbIV Wndp (0603HAaYEHUE, HAHOCUMOE HA KaXKAYI0O €AMHULY XPaHEHUS C Lenbio obecneyeHnst eé
yyeta u maeHTudukayum) cOCTOUT M3 Creaylowux 3NeMeHTOB: COKPALLEHHOrO Ha3BaHusA apxuBa (ero
ouumanbHOW abbpeBuaTypbl) U HOMEPOB: apxXMBHOro poHaga, onucu aen, AOKYMEHTOB, eAWHULbI
XPaHEeHUs, eAnHULbI yYeTa.

B coctaB apxuBHOro wwmdpa eauHuLbl XPaHEHUS ayaAUOBU3YamnbHbIX JOKYMEHTOB BKMIOYAKOTCH TaKke
0003Ha4yeHuss (OyKBEHHbIE M LMAPOBLIE) dNEeMeHTa KOMMIEKTa, pa3mepa HeratuBa, Buga HocuTens
3BYKOBOW WHOPMaLMKU; €4UHULbl XPaHEHMS 9SNEKTPOHHBLIX OOKYMEHTOB - dhopMaTta 3anucu u Buga
HocuTena uHdopMauun.

3.1.1. JokymeHTbl ApxuBHOro doHga Poccuinickon degepaumu, O4HOBPEMEHHO BXOAALLME B COCTaB
MyseiiHoro doHga Poccuinckon degepaumu, yyuuTbIBalOTCA B COOTBETCTBUM C  NOPSAAKOM,
YCTaHOBMEHHbIM HACTOALWMMM [paBunamm u NopsaKoM, yCTaHOBMEHHbIM CNELMUanbHO YNOSTHOMOYEHHbIM
deaeparnbHbIM OpraHoM UCNONHUTENBLHOW Bnactu ana MyseliHoro cpboHaa Poccuiickon degepaunn.

HokymeHTbl ApxuBHoro doHga Poccuiickon Peagepaunmn, OAHOBPEMEHHO BXOAdWME B COCTaB
OMONMOTEYHbIX (POHAOB, Y4YMTBIBAKOTCA B COOTBETCTBMM C Hactoswumu [MpaBunamu U nopsgkom,
YCTAHOBMEHHbIM CMEeUManbHO YMOHOMOYEHHbIM dhegepantHbiM OPraHOM UCMONMHMTENLHOW BracTu Ans
6nbnunoTteyHbix hoHaos Poccuiickon deaepaumn.

3.2. YueT apxuBHbIX AOKYMEHTOB B rOCYyJapCTBEHHOM apXMBe, rocyaapCTBEHHOM W MYHULIMMANbHOM
my3ee, OubnmoTeke, opraHusaumu POCCHIACKOIN akageMun Hayk OCYLUECTBMAETCH CheuuanbHbIM
noapasaeneHuem UM BO3naraeTcsi Ha creunanbHO BbldeNeHHOro paboTHuKa.

B apxuBoxpaHunuLle rocygapcTtBEHHOro apxuBa, opraHusaumm POCCUACKOW akageMun HayK HasHavaeTcs
paboOTHUK, OTBETCTBEHHbIN 38 YYET apPXMBHbIX JOKYMEHTOB apXUBOXPaHUNMLLA.

Yyet APXUBHbLIX AOKYMEHTOB, XPaHALUUXCA B UCTOYHUKAX KOMMMEKTOBAHUA apxXmBa, OCYLLECTBIAETCA
cneynanbHbiM noapasgeneHnem apxmsa WM Bo3naraeTcd Ha cneunanbHO BbIAENEHHOIO pa6OTHVIKa,
OTBETCTBEHHbLIX 3a OpraHu3aLuio KOMNNeKToBaHNA apxmBa apXmBHbIMN AOKYMEHTAMN.

YyeT apxUBHbIX AOKYMEHTOB B MYHULMMNANbHOM apxXUBE W apXMBHbLIX JOKYMEHTOB, XPaHALUMUXCA B €ro
MCTOYHMKAX KOMMINEKTOBAHUSI, OCYLUECTBMAIOT 3aBeyloluid  MyHUUMNAnNbHbIM - apXMBOM  W/WUMK
cneyuuanbHO BblaeneHHbli paboTHUK.

3anucu B y4eTHbIE JOKYMEHTbI BHOCATCH TONIbKO pabOTHMKaMM, OTBETCTBEHHLIMM 3a y4eT.
3.2.1. B apxuBe paspabarbiBalOTCA NOPSIAOK U CXEMA ydeTa apXUBHbIX JOKYMEHTOB.

MopAdoK ydeTa apxMBHLIX AOKYMEHTOB ONpefensieT COCTaB Y4YeTHbIX AOKYMEHTOB M y4eTHbix 6a3
JAHHbIX, BEAYLMXCA  LEHTPanu30BaHHO UM B K&OKAOM  apXMBOXPaHWMNULLE;  3aKkpennser
NoCnesoBaTenbHOCTb BbIMOMHEHUS paboT no yyeTy. Cxema yvyeTa apXmMBHbIX JOKYMEHTOB B rpaddu4ecKon
dopme hUuKCHMpyeT NOPSAoK yyeTa.

MopAdoK M cxemMa yyeTa apxXMBHbIX JOKYMEHTOB B apxXuWBE YTBEPXZAKTCA NPUKA3OM PyKOBOAMTENS
(3aBeaytoulero) apxusa(om).

3.2.2. Y4yeTHble AOKYMEHTbl, KpOMEe Onucen paen, AOKYMEHTOB, MNpeAHasHadeHbl Ans cnyxebHoro
NoNb30BaHUSA U MONb30BATENAM HE BblAAIOTCA. B 0TAENbHbIX CyYasx Mo peLleHuto pyKOBOACTBA apXMBa
MOXET ObITb BblAAHO Aeno oHaa.

3.2.3. XpaHeHne y4yeTHbIX A0OKYMEHTOB OCYLLECTBNAETCA B YCTAHOBNEHHOM nopsake (cm. n. 2.11.4.1.3)).

EOMHMLBI YYeTa apXUBHbIX AOKYMEHTOB

3.3. OCHOBHbIMM €AWUHULIAMW YYETA apXUBHbIX JOKYMEHTOB HE3aBUCUMO OT BUAA HOCUTENS, criocoba u
TEXHUKU 3aKpenneHusa UHpopmaLMmn ABMAIOTCA apXMBHbIA (POHI U eAUHULIA XPAHEHUS.

AyanoBu3yarnbHble Y SNEKTPOHHbIE AOKYMEHTbI YUUTLIBAIOTCS TAKKE NO €AWHWULAM y4eTa.

ApXMBHblE OOKYMEHTbl JIMYHOTO MNPOUCXOXOEHWS, NpOLIeALUMe TOMNbKO MNepBUYHYO 06paboTky,
YUUTBIBAIOTCH MO JOKYMEHTaM UMW NTIUCTaM.

Heynopsaao4yeHHble apxuMBHble AOKYMEHTbI (POCChINb) yduTbiBalOTCA M3 pacdeta 150 nuctoe B OAHOM
YCIOBHOW €4UHNLE XPaHEHUS.



3.3.1. B yensax HacToawmx MNMpaBun Mcnonb3yTca cnegyowmne noHATUA:
enHULA XpaHeHus - PU3M4ecku 000COBNEHHbIE apPXUBHBIN JOKYMEHT UMM apXMBHbIE JOKYMEHTHI;

€QMHULA XPAHEHUS apXUBHbIX JOKYMEHTOB Ha OyMa)KHOM OCHOBE - AENO - OTAENbHbIN(E) apXUBHbIA(E)
OOKYMEHT(bl), 3aKItoueHHbIN(e) B 060COBNEHHYI0 06NOXKY, Narky;

eAnHULA XPaHEHMA KUHOAOKYMEHTOB - (puanyeckn 000COONEHHbIN PYNOH KWHOMMAEHKA MM MarHUTHOM
NEHTbI C 3aNUCbI0 N300pa3nMTENbLHOW U/MNK 3BYKOBOI MHADOPMALINK;

eauHuUAa XpaHeHua (POTOAOKYMEHTOB - dhmanyeckm 060COBNEHHbI kagp (Heratus, AyOnb-HEraTus,
no3auTue, cnang (auano3uTUB), HECKONbKO KagpoB MaHOPaMHOW CbeMKW, POTOOTNEeYaTok, PYroH
anadunoma, potoansbom;

eauHuUa XpaHeHns hOHOAOKYMEHTOB - husmnyveckn o60cobneHHble PYNIOH KMHOMMEHKU, MAarHUTHOW MNU
OYMa)KHOWM NEHTbI, KACCETA, BOCKOBON BaNuK, AUCK C 3anunCbio 3BYKOBOW MHAYOpMALIUK;

eMHULA XpaHEeHUs1 BUAEOAOKYMEHTOB - (hU3M4ECKU 0060CODNEHHbIE PYNOH MarHUTHOW MEHTLI, KAcceTa,
AUCK C 3aNUCbio N300pa3uTENbLHON M 3BYKOBOWM MHpbopMaLny;

eIHNLA XPaHEHUs1 SMNEKTPOHHbIX JOKYMEHTOB - pU3M4ecku 060COBNEHHBIH HOCUTENB C 3aMKUCbIO YacTu
3MEKTPOHHOIO AOKYMEHTA, OHOTO UM HECKOMbKMX SNEKTPOHHBIX JOKYMEHTOB;

elHNLa y4yeTa KMHOJO0KYMEHTOB - YacTb €4WHWLbI XPAHEHUS, O4HA WNN HECKONbKO €AUHULL XPaHEHUs C
3anucbio onpeaeneHHoro ounbMa, XypHana, crneuBbInycka, CloXeTa U T.1.;

eauHuua yydeta hPOTOAOKYMEHTOB - OAHA UMW HECKONbKO €AWHUL, XPAHEHUS C 3anUCbI0 ONMpPeaEeneHHOoro
anadpunema;

evHnLa yyeta POHOLOKYMEHTOB - YacTb €AMHULbI XPAHEHUS!, O HA UMM HECKONbKO €4WHWUL, XPaHEHUS C
3anucbio 3BYKOBOI MHGOpMaLun 06 onpeaeneHHOM COBbITUW, MPOM3BEAEHUIU NUTEPATYPbl U UCKYCCTBA
(HECKOMNbKMUX NPOU3BEAEHUIN NUTEPATYPbI U UCKYCCTBA, 0O bEAMHEHHbIX MO aBTOPCKOMY, TEMATUYECKOMY
UnW ApyruM npusHakam) u T.n.;

elvHNLA y4eTa BUAEOA0KYMEHTOB - YaCTb €AWHWULbI XPaHEHWS, OfiHA UM HECKONBbKO €4MHUL XPaHEHUsI C
3anucbio ONpPeaeneHHOro CIoXeTa, NPOU3BEAEHNUS NUTEPATYPbl U UCKYCCTBA (HECKONbKMX NPOU3BEAEHUN
nutepatypbl U UCKYCCTBA, OGbEAMHEHHbIX NO ABTOPCKOMY, TEMAaTUYECKOMY MMNW APYTUM MpU3HaKaM) W
T.N;

eanHuua ydvyeta SNneKTPOHHbIX AOKYMEHTOB - 4YaCTb €AWHWULIbI XpPaHEHUA, oAHa UKW HECKONbKO e€AWHUL
XpaHeHnA C 3annUcbio 3NEKTPOHHOIo JO0KyMEHTA.

CuUcTema y4yeTHbIX AOKYMEHTOB apXuBa

3.4. B apxuBe BeayTCa OCHOBHble (0653aTeNbHbLIE) U BCNOMOraTeNnbHbIE YYETHbIE A0KYMEHTbI. COCTaB U
OPMbI  OCHOBHbIX Y4YETHbIX [JOKYMEHTOB (KPOME Macnopra apxXuBOXPaHWUIMLIA) ONpeferneHbl
HacToAawwmmMmK Mpasunamu. CoctaB U hOpPMbl BCMOMOraTenbHbIX YYETHBIX JOKYMEHTOB OMPEAEnsioTca
apXMBOM CaMOCTOATENBHO.

3.4.1. B cocTaB OCHOBHbIX (06A3aTENbHbIX) YY4ETHLIX JOKYMEHTOB apXuBa BXOOAT:

KHWUra y4eTa nocTynneHuin AOKyMeHTOB (npunoxexue Ne 5) - 4na yyeta Kaxaoro nocTynneHns apxXmBHbIX
JIOKYMEHTOB B apXMB, a Takke KONMMYecTBa M COCTaBa apXMBHbIX JOKYMEHTOB, NOCTYNUBLUMX Ha XpPaHeHWe
3a onpeaeneHHblii XPOHONMOTMYECKUI MepUoa BPEMEHH; COCTOSIHUS UX OMUCAHUS;

cnucok ¢poHaoB (NpunoxeHue Ne 6) - AnNa perucTpauun MPUHATBLIX HA XPaHEeHue apxXMBHbIX (POHAOB,
NMPUCBOEHMA WM HOMEPOB, Yy4YeTa KONMMYECTBA apxuBHbIX (DOHAOB, HaXOAALLUMXCSH HA XPaAHEHUU U
BbIObIBLUMKX;

nucT ponaa - 4Ng ydeta B paMmkax apxXuBHOrO (poHAa KONIMYECTBa M COCTaBa OMUCENn Aer, AOKYMEHTOB U
UX Hymepauumu, KOnM4ecTBa UM COCTaBa apXMBHbIX AOKYMEHTOB, COCTOAHWA WX OMWCAHUA, AWHAMMKM
M3MEHEHWI MO KaXXaon onucu aen, JOKYMEHTOB U apXMBHOMY dOHAY B LENoM, pukcaumm naMeHeHuin B
Ha3BaHMU apxXuBHOro HOHAA;

NUCT y4yeTa ayaAuOBU3yarnbHbIX AOKYMEHTOB - AN y4eTa KONMMYecTBa ayAuOBM3yarnbHbIX AOKYMEHTOB
onpeaeneHHOro Buaa npu Ux HedoHAOBON OpraHM3auun; y4eta u HyMepaLumu onuceii ayanuoBusyanbHbIX
JOKYMEHTOB, ANHAMUKU UX U3MEHEHUN;

Onucb aern, AOKyMeHToB (MpunoxeHus NeNe 7 - 8) - Ana NOeanHUYHOIO U CYMMAaPHOro ydeta apXMBHbIX
JOKYMEHTOB, 3aKpenfeHud nopsgka Mx cucTeMaTusauuu, yvyeta M3MEHEHUMW B COCTaBe U oObeme
APXMBHbIX JOKYMEHTOB, BKITHOYEHHLIX B JAHHYIO OMUCH;



peecTp onucei Aen, AOKYMEHTOB - AN perucTpauun onucei aen, AOKYMEHTOB, y4eTa UX KOnuM4ecTsa u
COCTaBa;

MHBEHTApHasi KHWra ydyeta Aen, UMeloWux B OOPMIEHUM UMM B MPUMOXKEHWM K HUM AparoueHHble
MeTannbl U KAMHU - ANs NOeAWHUYHOTO U CYMMAapHOTO y4eTa CoCTaBa U COCTOSIHUSA TakUX Aen;

nacrnopT apxupoxpaHunuuia (NPOu3BONbLHON (POpMbI) - AN CYMMapPHOro yvyeta apxuBHbIX (POHAOB U
APXMBHbIX JOKYMEHTOB JaHHOT0 apXMBOXPAHUINNULLA;

MNUCT y4eTa u ONUCaHUSA YHUKANbHOrO JOKYMEHTA;

CnMcoK (hoHA 0B, cogepXalyux 0Co00 LieHHbIE JOKYMEHTHI;

ONUCb 0COBO LEHHbIX Aen, AOKYMEHTOB UM NEePEYEHb HOMEPOB 0CO00 LIEHHBIX Aern (HOMEPHNK);
peecTtp onucen 0cob0 LIEHHBIX A€, JOKYMEHTOB;

KHWUra ydeta nocTynneHuin ctpaxosoro goHaga u poHaa nosb3oBaHus;

OnuCb CTpaxoBoro ooHAa;

aeno doHaa - KOMNIEKC AOKYMEHTOB NO UCTOPUM UCTOYHMKA KOMMnekToBaHusa (poHaoobpasoaTens) u
apxMBHOro ¢hoHAAQ, BeAYLIMIACA Ha KaXabld apXuBHbI (POHA, OObEAWMHEHHLIW apXMBHbIA (HoHA U
APXMBHYIO KOSMEKLUUIO; MPW HeDOHAOBOW OpraHmM3auuu ayguoBu3yarbHbIX U SNEKTPOHHBLIX JOKYMEHTOB -
Aeno opraHu3auum - caaTtynka JOKYMEHTOB;

nucT-3aBepuTenb Aena - Ansa ydeTa KonuyecTsa nuctos B gene (npunoxeHue Ne 3);
BHYTPEHHSASA ONMUCb JOKYMEHTOB Jena - ANd Aen, B COCTaB KOTOPbIX BXOAAT YHUKANbHbLIE AOKYMEHTHI.
3.4.2. B cocras BCcnomoraTenbHbIX y4eTHbIX JOKYMEHTOB apXuBa BXOAAT:

KapTOYKU U KHUTU ABWKEHUSA (POHAOB, ONUCEN AEN, JOKYMEHTOB, KHUMM y4yeTa JOKYMEHTOB, NepeaaHHbIX
B Ipyrue apxuBbl, KHUIW y4yeTa OOHAO0B U JOKYMEHTOB, BblAENEHHbIX K YHUYTOXEHWIO, KHUTW MOBUI0BOIO
yyeTa J0KyMEHTOB U Ap.

ApXuB BrpaBe BECTW APYrMe BCMNOMOTaTenlbHble YUYETHbIE JOKYMEHTbl, KOTOpPbIe BKIIOYAOTCS B CXEMY
yJyeTa JOKYMEHTOB.

BcnomoraTtensHble y4€THbl€ AOKYMEHTblI MOTyT BECTUCL Ha 6YMa)KHOM n/mnu ONEeKTPOHHOM HOCUTENE.

O6uwue TPe6OBAHUA K YYETHLIM OOKYMEHTaM apXxuBa

3.5. YueT apxuBHbIX AOKYMEHTOB nepuoga Ao 1917 r. Begetrca pasaenbHO OT ydveTa apxXuBHbIX
OOKYMEeHTOB nepuoga nocne 1917 r. ¢ CamMOCTOATENbLHOW MNOPAAKOBOW Hymepauuen poHOoB.
HcknodeHne CoCTaBnsaloT Cneuuanu3mpoBaHHbIE apXuBbl, XPaHALUE apXMBHbIE AOKYMEHTbl JIM4HOTO
NPOMCXOXAEHUS U ayAMOBU3YaNbHYIO JOKYMEHTaUMIO.

Homepa apxuBHbIX hoHA0B nepuoga nocne 1917 r. B apxmee AOMKHbI UMETbL MHAEKC "P", oTaenaeMbli
OT UndpoBoro o6o3HauveHus Homepa apxuBHoro ¢onaa yepton (P-1, P-2ut.4a.).

Homepa apxuBHbIX (pOHAOB NMUKBUAMPOBAHHOIO NMAPTUWHOTO apxXuBa, BKIMHOUYEHHbIX B COCTaB apXMBHbIX
OHAOB roCyaapCTBEHHOro apxmupa cybbekta Poccunckon deaepauuu, AOMMKHbI MMETb MHAEKC "TT",
oTAaensieMblin OT uuppoBoro 06o3HavYeHus HoMmepa apxuBHoro doHga vepton (M-1, M-2 n 1.4.).

MepeHyMepauus apXuBHbIX (HOHA0B NPOU3BOAUTCH B UCKIIOYUTESBHBIX CMYYasix U TONbKO C pa3peLleHus
COOTBETCTBYIOLLIErO YNONMHOMOYEHHOIO OpraHa UCTONMHUTENbLHON BNAcTu B chepe apxXMBHOIO aena.

3.5.1. NaMeHeHNa B ydeTHble AOKYMEHTbI BHOCATCA TOMbLKO HA OCHOBAHWW COOTBETCTBYHIOLLUMX aKTOB (CM.
n.n. 3.7.1, 3.7.2, 3.7.3), yTBep>K4€HHbIX B YCTAHOBNEHHOM NopAgkKe.

Mocrne BHECEHWS WM3MEHEHWA B Y4YETHblE [OKYMEHTbl akThl NoMellaloTcss B Aeno doHaa, npu
HedbOHA0BOI OpraHU3aLMM apPXMBHBLIX JOKYMEHTOB - B A€M0 OpraHU3aLumn - CAaT4yMKa JOKYMEHTOB.

AKTbl HyMepyloTCcs B Aene doHaa no Buaam akToB B BafniOBOM nopsagke; npu HethoHAOBOW opraHusauum
APXMBHbIX JOKYMEHTOB - B jeNie OpraHmM3auum-caaTymka OKyMEeHTOB.

3.5.2. B kHUry yyeta nocCTynrneHuin AOKyMeHTOB (npunoxeHue Ne 5) nocnegoBaTenbHO BHOCATCHA BCE
NepBUYHLIE W MOBTOPHLIE MOCTYNNEHUS apPXMBHBLIX AOKYMEHTOB. Kaxkgoe noctynneHue B npeaenax
OTYETHOrO roga nosiy4yaeTt NopsAAKOBbLIN HOMED B BaroOBOW NOCNEeA0BaTENbHOCTHU.

ExeroaHo Ha 1 AHBapA NoABOAUTCA UTOI Konn4yecTtea NoCTynuBLUKX 3a roa apxXmMBHbIX AOKYMEHTOB.



3.5.3. B cnucok choHaoB (npunoxkeHue Ne 6) apxuBHbIM (POHA 3anMCbIBAETCA TOMLKO OAMH pas, npu
NepBOM MOCTYNIEHUU B apxuB. He gonyckaeTcsl BHECEHME apXMBHOrO (DOHAA B CNUCOK (DOHAOB paHee
NOCTYMIEHUS €r0 apXMBHbIX JOKYMEHTOB HA XPaHEHHE.

Homep, npucBOE€HHbLIN apxuBHOMY OHAY MO CAUCKY (POHAOB, SABMASIETCA €r0 Y4YeTHbIM HOMEPOM,
COXpaHAETCS 3@ HUM BO BCEX YYETHBIX JOKYMEHTaX.

B cneuymanu3anpoBaHHOM apxuBe AOKYMEHTOB MO JNMYHOMY COCTaBy K HOMEpPY apxuBHOro coHaa,
NPUCBOEHHOMY KOMMMEKCY AOKYMEHTOB MO JNIMYHOMY cocTaBy doHaoo6pasoBartens, 4depes apobb
AobaBnseTca HoOMep apxMBHOro hOHAA, 3a KOTOPbIM YYTeHa AOKYMEHTaLMs No OCHOBHON AeATENbHOCTH
doHgoobpasoBatens.

Onsa yyeta apxuBHbix (POHAOB WCMOMb3YIOTCA HOMEpPA B BarioBOW MOCMEAOBATENbHOCTM, a TaKke
"cB0bOAHbIE HOMepa" - HOMEpa apXMBHbIX (DOHAOB, APXUBHbIE AOKYMEHTbl KOTOPbIX paHee Obinun
BblAENEHbl K YHWUYTOXEHWIO B YCTAHOBIIEHHOM MOPSAAKE WIM BKMKYEHbl B COCTAB O0bEAMHEHHbIX
apXMBHbIX (POHAOB, N KOTOPLIE PAaHEE HE UCTMONb30BAaNUCh.

Homepa yTpayeHHbIX, NepeaHHbIX B APYIMe apxuBbl apXMBHbIX DOHAOB, a TaKkKe HOMepa apXMBHbIX
¢hOHA 0B, BOLLEALUMX B COCTaB 06 beAMHEHHOTO apXUBHOTO hOHAA, apXUBHbIE JOKYMEHTbI KOTOPbIX paHee
MCNOMNb30BanNnUChb, He MOTYT GbiTh MPUCBOEHbLI BHOBb MOCTYMUBLUUM apXMBHBIM ()OHIaM.

OObeanHeHHbIe apxMBHble (DOHAbI W APXUBHbIE KOMMEKUMKM YYMTLIBAIOTCA Ha OOLUX OCHOBAHUSX.
OObeaNHEHHOMY apxMBHOMY (hOHAY, 06paszoBaHHOMY W3 apXMBHbIX (POHAOB, pPAaAHEE YYTEHHbIX
CaMOCTOATENBLHO, NMPUCBAUBAETCS HOMEP OAHOIO U3 apPXMBHBLIX (POHIOB, BKIIOYEHHbIX B €70 COCTaB.

HassaHne apxuBHOro ¢poHga BHOCUTCA B CNMCOK (POHAOB HA OCHOBaHWWM WMCTOPUYECKON CNpaBKW WU
TUTYNBHOTO NIMCTA ONUCK Aen, JOKYMEHTOB.

HaseaHue apxuBHOro poHga COCTOUT M3 MOMHOro U (B CKOGKaxX) 0huuUManbHO MPUHATOrO COKPALLIEHHOTO
HasBaHua oHgoobpasoBaTensd ¢ ykasaHMem ero MOAYMHEHHOCTM, MECTOHAxXOXOEHMWA, KpaWHux gar
cyulectBoBaHus. Ecnu HasBaHne poHgoobpasoBaTens MEHANOCL, TO B cnUCKe POHAOB YKa3bIBAETCS €ro
nocrnegHee Ha3BaHMe B pamKax Nepuoaa, 3a KOTOpbIi NPUHATLI aPXUBHBIE JOKYMEHTBI.

Ha3BaHue 00bLEAUHEHHOTO apxXMBHOTO (POHAA COCTOMT M3 OBOOLLEHHOrO Ha3BaHUA BKIIOYEHHBLIX B HErO
apxmBHbIX POHAOB, U3 Ha3BaHMA PYKOBOASALLEN OopraHusaumu m 000BLLEHHOrO HA3BaHUSA MOAYUHEHHBLIX
el opraHusauuii, U3 nNepeyvyHs HasBaHWW CMEHSBLUMX APYr Apyra opraHu3auui. KOHKpeTHble HasBaHWs
BCEX OpraHusauui, apxXuBHble AOKYMEHTbl KOTOPbLIX BOLUNU B 00beAWNHEHHbIA apXuUBHbIA POHA, a TaKkkKe
UX NEPEUMEHOBAHMNSA YKa3bIBAOTCA B nucte hoHaa.

HasBaHue apxuBHOro ¢poHAa NMUYHOIO MPOUCXOXKOEHUS COCTOWUT M3 pamMuiMKM U MHULMANOB Nuua, ero
nceBAOHMMA, TUTYNa, paHra, 3BaHUsi; Ha3BaHWEe apXMBHOrO hOHAA CEMbW UMM poaa - M3 pamunuii u
MHULIMAmNOB [MAaBHbIX YMNEHOB CEeMbW UMM poda W WX TWUTYNOB, PAaHrOB, 3BaHWW. daMunuu, uUMeHa,
OTYeCTBa, TWUTYMbl, PaHrM, 3BaHWsl, POJACTBEHHbIE OTHOLUEHUSI BCEX UNEHOB CeMbM WNKU poaa
yKasblBaloOTCs B nucTe choHaa.

B HasBaHMM apxXMBHOW KOMNEKUMW ykasbiBaeTca npusHak (npu3Haku) ee OpMUpOBaHUA, a Mpu
HeobxoaMMOCTH - U ee COCTaBUTENDb (MPEXHMI Bnagenew, cobuparens Konnekuumn).

ExxeronHo Ha 1 AHBapsA K cnucky (OOHAOB COCTABMAETCA WTOroBas 3anuCb O KOMUYECTBE aPXUBHBLIX
hOHAO0B, MOCTYNUBLUMX W BbIOLIBLUMX B TeYeHue rofa, M O6LIEM KOMUYECTBE apXUBHbLIX (HOHIOB,
HaxoAsLUXCH Ha XPaHEHUW B apXUBE.

Cnucok hOHAOB 3akno4yaeTcs B TBepAyld O0OMOMKY, FNMCTbl HYMEpPYKOTCH, COCTaBNSAETCA JUCT-
3aBepuTenb.

Mepeneyatka cnucka OHAOB OCYLUECTBMAETCA TOMbLKO C  pPaspeLlEHUst COOTBETCTBYIOLLIEMO
YNONHOMOYEHHOIo OpraHa UCMOMHWUTENLHOW BNacTu B cdiepe apXMBHOro Aena. B aToM cnydae B Ccnucok
choHA0B 0653aTENbLHO BHOCATCA HOMEpPA, Ha3BaHWMS U OCHOBAHWS BbIGLITUA BCEX apXMBHbIX (POH.O0B,
HOMepa KOTOpbIX 3aHMMAaTh 3anpeLLaeTcs.

3.5.4. Jluct hboHaa COCTaBMAETCH HA Kaxabli apxuBHblid hOHA. B HEM yuMTbLIBAOTCA BCE apXUBHbIE
JOKYMEHTbI apxXMBHOMO (pOHAA, BKIOYAs HEOMUCAHHLIE U CEKPETHLIE.

Jluct dhoHga MOXKET ObITb NEPECOCTaBNIEH TOMLKO B Cry4ae, €Cnu OH HEUCNPAaBUMO MOBPEXAEH WU
nepecraetr oTpaxartb (akTudyeckoe COCTOSAHME U O0Obem apxuBHOrO oHaa, nocrne nepepaboTku
apxuBHOro oHga wnM Cco34aHus OOBEAWMHEHHOTO apxXMBHOTO  (POHAA, YTOYHEHMA UCTOPUU
doHgoobpasoBaTtensa. B cnyyae nepecoctaBneHua nucra doHga paHee AEWCTBOBaBLUMK NUCT dhoHAA
nomewjaetca B geno doHga. B BepxHem npaBom yrny oboux nuctos hoHaa aenarotcs oTMETKU: "Jluct
nepecocTaBrnen” ¢ ykasaHmem gaTbl MEPECOCTaBNeHNs, 4OMKHOCTM M NOANMCK LA, OTBETCTBEHHOIO 3a
yyer.



JInctol (HOHOOB XpaHATCA B NOpAAKE HOMEPOB apxuBHbIX oHAOB B nanke. K kaxaow nanke
COCTaBNAETCA NUCT-3aBEPUTENDb, TA€ YKa3bIBAIOTCHA HaYanbHbIE U KOHEYHbIE HOMEpPA apXMBHBLIX (DOHA0B
1 obLyee KONMMYECTBO apXMBHbIX (POHAOB, NIMCTbI KOTOPbIX HAXOAATCA B Nanke.

K nucram ¢oHZOB BeayTCH ykaszaTenu ANns onepaTuBHOIO MOUCKA B apXMBE apXUBHbLIX AOKYMEHTOB TON
WU UHOW OpraHusauuu.

3.5.5. Jluctel ydeta ayauoBusyanbHbIX AOKYMEHTOB COCTaBAAlTCA npu HegOHAOBOW oOpraHusauuu
APXMBHbIX JOKYMEHTOB pasfernbHO Ha pasnuyHbie BuAbl KWUHOMOTOMOHO M BUAEOAO0KYMEHTOB. [opagok
HyMepaummn U XpaHeHus NUCTOB yyYeTa ayAMOBM3yasbHbIX 4OKYMEHTOB aHaNorM4eH nopaaky Hymepauum
U XpaHeHus nuctoB POHAOB.

3.5.6. B onucu pgen, AokymeHToB (MpunoxeHus NeNe 7-8) eguHuubl XpaHeHua/eguHUUbl y4veTa
YUYMTBIBAKOTCA B COOTBETCTBUM C UX CUCTEMATU3ALMNEN 3a NOPAAKOBLIMU YYETHBIMU HOMEPAMMU.

Homepa gen C TeKCTOBOW COMPOBOAMTENLHOW AOKYMEHTauuen K ayauoBusyasnbHbIM JOKYMEHTaMm
JOJDKHBI COOTBETCTBOBATHL YYETHLIM HOMEPAM ayAUOBU3YanbHbIX JOKYMEHTOB.

OnucaMm pen, AOKYMEHTOB NPUCBaMBalOTCA Y4YeTHble HOMepa no nucty doHaa; npu HedpoHAO0BOW
opraHusaumm apxmBHbIX 4OKYMEHTOB - MO MNUCTY ydeTa ayanmoBM3yanbHbIX OKYMEHTOB ONpeAeneHHOoro
BUAA.

He pgonyckaeTtcd nNpuCBOEHWE ONUCAM A€ern, AOKYMEHTOB OAWHAKOBbIX YYETHbIX HOMEPOB, 3a
UCKMIOYEHNEM CNyyaes, NpegycMOTpPeHHbIX n. 3.7.7.

B koHUE onucu aen, AOKYMEHTOB BO BCEX €€ 3K3eMMnApax AenaeTcs UTOroBast 3anucb, B KOTOPOIi
YKa3blBAETCA KOMWUYECTBO HAXOASLMXCS HA XPaHEHUWM eAUHUL, XpaHeHus/eMHWUL ydeTa, NepBblid K
NocneaHUin HoMepa eAuHWUL, XpPaHeHWsl/eAUHULL YYeTa Mo OMNKUCK, OTOBAPUBAIOTCH UMEIOLLMECST MPOMYCKM
HOMEpOB, NMUTEPHbIE HOMEPA, BbIObIBLUWE €AMHULIbI U OCHOBaHWE KX BbIOLITUS.

B utorosou 3anucu K onucu Aen apxuBHoro doHga fAMYHOrO NPOMCXOXOAEHUA, BKIOYalOWen eauHULbI
XpaHeHUsi/eauHULbl YYETA HA PA3NUYHbIX HOCUTENAX, AOMONMHUTENBHO YKA3bIBAETCS KONMUYECTBO TaKUX
€4VHUL XpaHeHusa/eanHuL ydeTa.

lNocne Kaxagoro nOCTYNSEHUS WUnu BbIObITUA APXUBHbIX AOKYMEHTOB COCTaBnAETCA HOBad WUTOroBas
3anucb K onncu gen, 4OKyMeHTOB, KOTOpasa noAnucbiBaeTCAd €€ CoctaBuTernieMm € ykasaHuem JOJmKHOCTU U
AaTtbl coCTaBneHuns.

Ecnu onuck aen, AOKYMEHTOB COCTOWT W3 HECKONbKWX FOAOBbLIX pa3denoB, TOMOB, WTOroBasi 3amnucb
COCTaBNSIETCH K KaXKIOMY roqOBOMY pasfeny, TOMY; KpOMe TOro, K Kaxaomy NnocreayioliemMy rogoBomMy
pasaeny, TOMy B HapacTaloLleM Nopsiake COCTaBMSIETCA CBOHAsi UTOrOBast 3aMnucCh.

Kaxxgas onucb gen, AOKYMEHTOB, TOM OMWUCWU A€M, AOKYMEHTOB JAOJDKHbI MMEThb JUCT-3aBEpPUTENb
(npunoxeHue Ne 3).

3aKkoHYEeHHaa onuCb Aen, AOKYMEHTOB AOIKHA BKMNIOYATb, Kak npaBuno, He 6Gonee 9999 eauHuy
XPpaHeHUs1, eauHUL y4eTa.

ApxuB JOSKEH WMMETb 3 23K3emnnapa onucen Aen, AOKYMEHTOB, NepBbli U3 KOTOPLIX SABMAETCH
CTPaxOBbIM.

Ecnu onuck aen, 40KYMEHTOB NEPECOCTaBNEHa, TO OJIMH SK3EMNNAP paHee AeiCTBOBAaBLLENR onucK aen,
JIOKYMEHTOB BKIMIOYAETCA BO BHOBb COCTABIMEHHYIO OMUCh A€en, AOKYMEHTOB 3a MOCNEAHUM YYETHBLIM
HOMEPOM, OCTarnbHbIE 3K3EMMNNAPbI BbIAENAIOTCA K YHUYTOKEHUIO B YCTAHOBINEHHOM MOPSAKE.

3.5.7. Mo peecTpy onucel BegeTca NOeANHUYHBLIA U CYMMapPHbIA y4eT Onucen aern, JOKYMEHTOB apxXusa.
B 3aBucumMocCTM OT opraHusaumm paboTbl NO Y4e€Ty B apXMBE PEECTpbl OMUCEW BEAYTCA B paMKax
apXMBOXPaHUNUL, rOCYAapPCTBEHHbIX apPXMBOB W/UMKU apXMBa B LIEMOM, YTO OTPAXAETCA B CXeme y4veTa
OOKYMeHTOB. Kaxkgoi HOBOW onucuK aen, 4OKYMEHTOB NpMcBanBaeTca odepeqHon NopaaKoBbli HOMep no
peecTpy, KOTOPbIN NPOCTABMSIETCA HA 0BNOXKKE ONUCK AEN, AOKYMEHTOB B BEPXHEM NEBOM YIIy.

ExeroaHo Ha 1 aHBapAa B peecTpe Onucel COCTaBNAETCS UTOroBas 3anucb O KONMYECTBE ONUCENW Aen,
JOKYMEHTOB, NOCTYMUBLUMX U BbIObIBLUMX B TEYEHUE Tr0Aa B apXMB, U UX 0BLLIEM KONMUYECTBE.

3.5.8. MNacnopT apxuBOXpaHWuLLA COCTaBMAETCA €XErogHO KaXablM apXMBOXPaHUMULLEM U OTpaxaeT
00bEM pasMELLIEHHBIX B HEM apXMBHbIX (POHAOB, A€M U apXMBHbIX JOKYMEHTOB.

MokasaTenu nacnopra apxuBOXpaHUNULLIA ONPEENsoTCA apXMBOM CaMOCTOSATENBLHO C YY4ETOM COCTaBa
U COCTOSIHUSA XPAHSALLMXCA B KOHKPETHOM apXMBOXPAHUMULLE apXUBHBIX JOKYMEHTOB.

3.5.9. Deny chonga npucsanBaeTca HOMep apxmBHOro hoHaa, Ha KOTOpPbLIN OHO 3aBeaeHo. B aeno doHaa
BKITIOYAIOTCA: MCTOPUYECKAa CrnpaBka no ucropuu poHgoobpasoBaTenss u UCTOPUM apXUMBHOTO (POHAA;



aKTbl, (UKCUPYIOLLME M3MEHEeHUs B COCTaBe M 0ObemMe apxuBHOTO poHAa, B TOM YUCNE akKTbl O
paccekpeymMBaHUM [OKYMEHTOB, KOMUS XapaKTEPUCTUKM apxMBHOro ()OHAA, COCTaBNEHHON Ans
NyTEBOAMTENS (CMPABOYHMKA); MHCTPYKLMKU MO paboTe ¢ apXMBHbIMK JOKYMEHTaMW apXUBHOro ¢hoHaa, B
TOM YMCIIE NO YCOBEPLUEHCTBOBAHMIO U NepepaboTke onucei Aen, 4OKYMEHTOB, CXeMbl CUCTeMaTU3aLUmm
apPXMBHBIX I0KYMEHTOB apXUBHOrO choHAA.

Ecnn apxuBHble 4OKYMEHTHI, MOANEXALLUME BKMIOYEHUIO B Aeno )OHAA, HAXOAATCA B COCTaBE €4UHML,
XpaHeHus, To0 B Aeno )oHAa BKIIOYAETCHA CnpaBKa C MEPEYUCTIEHUEM ITUX €AMHMUL, XPaHEeHWs U ux
apPXUBHbIX WNPOB.

Hena doHgoB opraHos KIMCC, BJIKCM, B KOTOpbIE BKMIOYEHbI APXMBHbIE OOKYMEHTbl MO WUCTOPUK
(POHAOB NEPBUYHbLIX NAPTUNHLIX U KOMCOMOJSBCKMX OpraHu3auui, pacqopMupoBaHUi0 He nognexart. B
aena OHAOB MEPBMYHbLIX MAPTUMHBLIX M KOMCOMOSBCKMX OpraHu3auuMin NOMELLaloTCss CnpaBku CO
CBEAEHUSMM O HAaXOXAEHUM apXUBHbBIX JOKYMEHTOB MO MCTOPUM AAHHOrO boHaa B Aene apyroro coHaa.

Hena doHaoB, BOLEALLNX B COCTAB 00beAMHEHHOTO apXUBHOTO hOHAA, BKINHOYAIOTCS B €ro Aeno goHaa.

JokymeHTbl gena poHaa AomkHbl ObITb NPOHYMEPOBAHLI C COCTABNEHWEM JINCTA-3aBEPUTENS, NOALLMUTEI
(NPOLIHYPOBAaHbI), 3aknNiOYeHbl B TBEpAYI0 00noxky. K geny doHaa CoCTaBNAETCA BHYTPEHHAS OMUCh.
Hena poHaoB xpaHATCa B nopagke HoMepoB hOHAOB.

CocTaB JOKYMEHTOB Jena OpraHu3auuMu-UCTOMHMKA KOMIMIIEKTOBAHUS AOKYMEHTOB Mpu Hed)OHAOBOM
opraHu3aLmyu apxXmMBHbIX JOKYMEHTOB aHArorMyYeH cocTaBy AOKYMEHTOB Aena coHaa.

OO6uwue TPe60BaAHUA K YUYETHLIM 6a3aM OAHHbIX

3.6. YueTHble 6a3sbl aaHHbix (B[l) B apxuee obecneumBatoT: MHOPMALMOHHYIO MOAAEPXKKY YYETa,
BEAEHUE LEHTPanM30BaHHOIO roCygapCTBEHHOIO y4YeTa AOKYMEHTOB B aBTOMAaTM3MPOBAHHOM PEXMME;
onepaTMBHOE MpPEACTaBfiEHWe CBEAEHUW O HanNWiuM B apxuBe [OKYMEHTOB TOM0 WMAM MHOrO
doHgoobpasoBatens.

MNepeyeHb pekBU3UTOB Yy4veTHbIX BJI dopmupyetrca B COOTBETCTBMM C nokKasaTensiMM OCHOBHbIX
(obA3aTenbHbIX) YYETHbLIX [OOKYMEHTOB apxuBa W ONpegensercd cneuuanbHO  YNOMHOMOYEHHbLIM
deaeparnbHbIM OpraHoM UCNOMHUTENBLHOW BNacTu B chepe apxmMBHOro gena.

YueTHble B[l apxuBa A0MmkHbl 6bITb COBMECTUMbI C YYETHbIMU Bl COOTBETCTBYIOLLIErO YNONHOMOYEHHOTO
opraHa UCNONHUTENBLHONW BNacTu B chepe apxXMBHOro gena.

YyeT nOCTYyNsI€eHUA U BbIObITUA apPXUBHbIX AOKYMEHTOB

3.7.1. Y4yeT noCcTynneHnsa apxXuBHbIX JOKYMEHTOB B apXUB OCYLLECTBMSAETCA HA OCHOBAHUM:
aKTta npuemMa-nepegavyu AOKYMEHTOB Ha xpaHeHue (npunoxeHue Ne 9);

aKTa npuemMa Ha XxpaHeHue AOKYMEHTOB JIMYHOIO NPoUCxXoxaeHus (npunoxxeHue Ne 10).

ApXMBHble [OKYMEHTbl CTaBsiTCA Ha y4yeT TaKke Mo pe3ynbTatam npoBeAeHUs OTAernbHbIX BWUAOB
apxuBHbIX paboT (cm. n. 3.7.3.).

Bce npuHATbIE B apxuMB apXMBHbIE JOKYMEHTbl BHOCATCA B KHUIY ydeTa MNOCTYNAEHWn JOKYMEHTOB.
Kaxkablil BNepBble MOCTYNUBLUUIA B apXUB apXWUBHbIA (poHA, 0O0beaMHEHHbIN apXuUBHbIA POHA, apxXuBHasd
KONnekuna sanucbiBaetca B cnncok hoHaoB (npunoxeHue Ne 6), Ha Hero 3anonHAKTCA NUCT hoHAA,
KapTouKM ykasatens Kk nucty dhoHga, 3aBogutcs geno ¢gonga. Ha ayauoBusyasnbHble JOKYMEHTHI MPU UX
Hed»OHA0BOW OpraHu3auun 3anonHAKTCH FIUCTbI yyeTa KWHODOTODOHOAOKYMEHTOB U BUAEOA0KYMEHTOB.
Karkgas BnepBbie NOCTYNMBLUAS ONUCL AeS, JOKYMEHTOB YUUTLIBAETCH B PEECTPE OMUCEN.

COOTBETCTBYIOLLME YYETHBIE CBEAEHMSA B YCTAHOBIIEHHOM NOPSAKE BHOCATCA Taloke B yueTHble B,
3.7.2. Y4eT BbIObITUSA apXUBHbIX JOKYMEHTOB U3 apXUBa OCYLLIECTBMNSETCS HA OCHOBAHUM:

aKTa 0 BblAENEHUN K YHUUTOXEHMWIO JOKYMEHTOB, HE nognexawmx xpaHeHuto (npunoxexHue Ne 11);
aKTa 0 HEMCNPAaBUMbIX MOBPEXAEHUSAX JOKYMEHTOB;

aKTta npuemMa-nepegavyu AOKYMEHTOB Ha xpaHeHue (npunoxeHue Ne 9);

aKkTa 0 HeoBHapPY>XEHUU JOKYMEHTOB, MYTU PO3bICKA KOTOPbLIX ucHepnaxbl (npunoxeHue Ne 2);

aKkTa Bo3BpaTa 4OKYMEHTOB COOCTBEHHMUKY;

akta 00 n3bATUM NOANUHHBIX €4UHUL, XpaHeHnAa, JOKYMEHTOB.



ApXMUBHble AOKYMEHTbI CHUMAlOTCA C ydeTa Takke B pe3ynbTaTe MpoOBeAEeHUst OTAENbHbIX BWAOB
apxuBHbIX paboT (cm. n. 3.7.3.).

Heobxoanmble W3MEHEHMs] BHOCATCS B OCHOBHble (06sA3aTenibHble) U BCMNOMOTaTeNlbHblE YYETHbIE
JOKYMeHTbI apxuBa. [pu 3TOM B Cry4ae:

BbIOLITUA BCEX apXUBHBIX JOKYMEHTOB OMUCU A€M, JOKYMEHTOB HOMEP STOM ONUCK APYIMM ONUCAM Jer,
JIOKYMEHTOB He NpUCBanBaeTCa U ocTaeTcs cBOGOAHbLIM; B PEECTPE ONUCEN AENAETCA COOTBETCTBYIOLLASA
OTMETKA;

BbIObLITMA apxuBHOro hoHaa B cnucke poHAoB (npunoxeHue Ne 6) B rpade "OTmeTka O BbIObITUM"
yKa3bIBaeTCs, Kyaa BblObIN apXUBHLIA (OOHA, U KT, HA OCHOBAHWMW KOTOPOTO OH BbIOLIN.

MNpu nepepgadvye apxuBHoro hoHaa U3 OQHOrO apxupa B APYron nepepaloTca 3 aK3eMmnnapa onucu agen,
JOKYMEHTOB U geno donga. Konua onucu gen, AOKYMEHTOB OCTaeTCHd B apxXuMBe-CAATYMKE U B KAYeCTBe
NPUIOXKEHUA K akTy Mpuema-nepegadv JOKYMEHTOB Ha xpaHeHue (npunoxeHue Ne 9) Bknio4vaercs B
apxuBHbI hOHA apxuBa-caaTyuka.

Mpu BblAENEHUU K YHUUTOXKEHUK BCEX APXUBHbLIX JOKYMEHTOB apXMBHOro (poHaa OAMH SK3EMMNSP €ro
onucen aden, AOKYMEHTOB W nUCT dhoHda nomewlarotcea B aeno dodaa. Oeno doHga BKo4aeTca B
apxuBHbIA POHA apxuBa.

3.7.3. KonnyecTtBo apxmBHbIX JOKYMEHTOB apxuBa U3MEHAETCA B pe3ynbrarte:

BbIBEPKM YYETHbIX AOKYMEHTOB, MO MTOram KOTOPOii BbISIBNEHbI OLUMGKW, AONYLIEHHbIE NMPW MOACYETE
KONUYECTBA XPaHALLUXCH apXUBHbIX JOKYMEHTOB;

NPOBEPKU HAMUYMS U COCTOSIHUSI aPXUBHbIX AOKYMEHTOB, B XOA4€ KOTOPOW OBHapy>KeHbl HEYUYTEHHbIE, 3a
NUTEPHBLIMU WU NPONYLLEHHLIMWU HOMEPAMMU €AUHULIbI XPAHEHUS/€AUHULIbI YYETa;

pecTaBpaLuu apXUBHbLIX OKYMEHTOB, NMOCME KOTOPOW 0/1HO AENO pasfaeneHo Ha HECKOMbLKO A€,

OMUCAHUA apXMBHbIX [OKYMEHTOB, nepepaboTku OMuceln Aen, AOKYMEHTOB, B MNPOLIECCE KOTOPbIX
BO3MOXHO pasaeneHue unu o6beguHeHne eanHNUL XpaHeHUs/eANHNL, yyeTa.

OcHoBaHMeM AnNA BHECEHUA W3MEHEHW B Yy4YeTHble AOKYMEHTbl M ydeTHble Bl no pesynbTatam
yKasaHHbIX paboT ABMAITCS:

aKT 0 TEXHUYECKMX OLUMBKAX B YYETHBIX JOKYMEHTAX;
akT 06 o6HapyXeHUU JOKYMEHTOB, HE OTHOCALLMXCS K JaHHOMY apxuBy, (hOHAY, HEYUTEHHbIX U T.4.;
aKT 0 pazgeneHun, o6beaUHEHUN A€en, BKMIOYEHUN B 1€10 HOBbIX JJOKYMEHTOB;

aKT ONMcaHusi AOKYMEHTOB, nepepaboTku onucei.

Yyert VYHUKarNbHbIX OOKYMEHTOB U 0C0060 LIeHHbIX AOOKYMEeHTOB

3.7.4. YHukanbHble 4OKYMEHTbI NoAnexar cneynansHOMY rocygapCTBEHHOMY yveTy B [0CyaapCTBEHHOM
peecTpe YHUKanbHbIX AOKYMEHTOB ApxMBHOro cpoHaa Poccuiickon depepauun, nopsaok BeaeHUs
KOTOPOro onpegensieTca CrneyuanbHO YMONMHOMOYEHHbIM  (pbefepanbHbiM  OPraHOM  UCMOMHUTENbHON
BNactu B cdhepe apxMBHOIO A€ena, U rocygapCTBEHHbIX PEeCcTPax YHUKANbHLIX JOKYMEHTOB apXMBHbIX
doHaoB cybbekToB Poccuiickon deagepaumn.

Ha yHuKanbHble 40KYMEHTbI COCTaABNAKTCS NMUCTbI YY4ETa U ONUCAHUSA YHUKANbHbIX JOKYMEHTOB.
3.7.5. YueT 0c0060 LEeHHbIX JOKYMEHTOB BEAETCS NO:

Cnucky hoHaoB, cogepxkamnx 0cob0 LEHHbIE 4OKYMEHThI,

onucam 0co60 LEHHbIX AeN, OKYMEHTOB UITN NEPEYHAM HOMEPOB 0COB0 LIEHHbIX A€ (HOMEPHUKaM).
B onucax ocobo0 LeHHbIX A€eNn, AOKYMEHTOB 38 HUMU COXPAHAIOTCS UX MPEXHME yYETHbIE HOMeEpa.

Onuck 0coB0 LEHHLIX [€En, AOKYMEHTOB COCTaBNSAETCA Ha 0COB0 LieHHblE [JOKYMEHTbl OJHOM WK
HECKONbKMUX OMUCE Aen, JOKYMEHTOB apXMBHOrO hoHaa B 3aBUMCUMOCTU OT KONUYecTBa 0C060 LEHHbIX
eIUHUL, XpaHeHus/eAuHUL, ydeTa B [JaHHOW onucu B HeoBXOAMMOM AN apxuBa KONMUYECTBE
3K3EeMMNNSAPOB.

Ecnn 60NbLIMHCTBO apXUBHLIX AOKYMEHTOB MO OMUCU Aen, AOKYMEHTOB SABMAAKTCA 0CO00 LIEHHLIMU,
OoTAENbHAasA ONMUCb 0CO00 LIEHHBLIX AeS, JOKYMEHTOB HE COCTABMAETCH, a KOMMPYETCH UMEIOLLASACH OMUCh.
B TakoMm criy4ae K Hel CocTaBnaeTca HOMEPHUK.



CBeeHUs1 O KOMMWPOBaHWM 0COBO LIEHHbIX [En, AOKYMEHTOB B LENsX CO3gaHus CTpaxoBoro ¢hoHaa
BHOCATCA B COOTBETCTBYIOLLME OMUCKM 0COBO LIEHHbIX [€n, AOKYMEHTOB WMIM HOMEPHUKM MO Mepe
NPOBEAEHMUS UX CTPAXOBOro KOMUPOBAHMUS.

B utoroson 3anucu ykasbiBaetcsa obuiee KONMYecTBO 0CODO0 LEHHbIX €4WMHUL, XpaHeHusA/eauHuL, y4eTa,
BKITIOYEHHbIX B ONUCb UMM HOMEPHUK. 10 3aBepLUeHUM KOMMPOBAHMA BCEX €AUHWL XPaHeHusi/eguHuy
yyeTa no AaHHOW OnNuUCU WM HOMEPHMUKY YyKasbiBaeTca: "Bce eauHuubl XpaHeHua/egumHuubl ydeTta
CKOMUPOBAaHbI, Aarta, AOMKHOCTb, NOANUCL".

Onucu 0cob0 LEHHbIX Aen, JOKYMEHTOB U HOMEPHUKU YYUTBIBAIOTCS B peecTpe onucel 0cobo LEHHbIX
Zlen, AOKYMEHTOB.

Mpu OTHECEHUM apXMBHbLIX AOKYMEHTOB K 0CO0O0 LEHHbIM B onucsax B rpade "TpumedaHua” HanpoTus
3arofnoBKOB COOTBETCTBYIOLUMX eaUHUL, XpaHeHUs/eAnHNUL, y4eTa npocTaBnaTca otMeTkn "OL".

B apyrux yyeTHbIX AoKymeHTax oTMeTka "OL" npocTaBnsaeTca K HOMepy apxXuBHOro doHaa, HoMepy
onucK gen, JOKYMEHTOB; AaHHas OTMETKA ABMNSAETCA CNyXeOHOW N He BXOAUT B apXMBHbIN LMD eanHuL
XpaHeHusi/eqnHnL yyeTa.

Y4yeT ceKpeTHbIX U PacCeKpPevYeHHbIX apXUBHbIX AOKYMeHTOB. O opMneHne paccekpeyeHHbIX aen

3.7.6. YYeT CeKpeTHbIX apXMBHbIX JOKYMEHTOB BEAETCA B COOTBETCTBUM C HOPMATWMBHLIMW NPAaBOBLIMM
JOKYMEeHTamu. B y4eTHbIX JOKYMEHTaX U apXMBHbIX LUMAPAX €4UHUL XPaHEHNUS/eQNHNL, yYeTa CEKPETHbIE
apxuBHble (POHAbI, ONUCK AEN, AOKYMEHTOB, €4MHULIbI XpaHeHusa/eanHuubl yieTa 0603Ha4alT UHAEKCOM
"c" (CeKpeTHO), "cC" (COBEPLUEHHO CEKPETHO), "oB" (0COBO0I BAXKHOCTM).

3.7.7. NamMeHeHna B ydeTHble AOKYMEHTbl NO pe3ynbTataM paccekpevyuBaHus apXuBHbLIX AOKYMEHTOB
BHOCATCH HA OCHOBAHWUK aKTa O pacCekpeynBaHUM AOKYMEHTOB (NpunoxeHue Ne 12).

ApxuBHble OHAbI, ONUCU AEN, AOKYMEHTOB W €AMHMLUbl XPaHeHWs/eAMHMLUbl Y4eTa, BKM4YalLwme,
Hapagy C CEKPETHbIMW, HeCeKpeTHble (PacCEKPEYEHHbIE) AOKYMEHTbl, B YYETHbIX AOKYMEHTax MU
apXMBHbIX LMdpax eauHul XpaHeHus/eanHuy ydveta o0003HA4aKTCA MHAEKCOM "cu" (CEKpPETHO
YacTUYHO).

Mpn paccekpeymBaHMU BCEX €4MHMUL, XPaHEHMA/€gUHUL, yveTa Mo CEKPETHOW ONUCU Aern, AOKYMEHTOB
JaHHasA OMUCb TaKkKe pPacCeKpevyMBaeTCs, NePEefaeTcsa Ha OTKPbITOE XPaAHEHUE W YYMTLIBAETCA B NUCTE
doHAa 3a TEM e HOMEPOM, HO Be3 nHaekca "c", KOTOpbIN 3a4epPKUBAETCA HA OBMOXKKE U HA TUTYNbHOM
NUCTE JaHHOW onucu. B npaBoM BepxHEM yrry OOMOXKM U TUTYNLHOTO FIMCTA ONUCKU Aerl, AOKYMEHTOB
npocrtaendaeTcsa wramn "PaccekpeveHo".

Mpu paccekpednBaHMM YaCTU AEN U apXUBHBLIX JOKYMEHTOB MO CEKPETHOW OMWUCK Aen, AOKYMEHTOB Ha
paccekpeyeHHble Jena U apxuMBHblE JOKYMEHTbI COCTaBMAETCA OTAENbHaA Onuchb Aer, AOKYMEHTOB,
HOMepa eauHUL, XpaHeHua/eguHUL y4eTa B KOTOPOW OCTaloTCA npexHumu. [Ona BanoBoW Hymepauuu
TakMx eanHuy XpaHeHusi/eanHuy, ydeta ucnonb3yetca rpada 2 onucu gen, AoKymeHToB. HoBas onuch
Jen, JOKYMEHTOB BMECTE C pPaCCEKPEYEHHbIMU AenamMu M apXMBHbIMM JOKYMEHTaMu MnepejaeTcs Ha
OTKPLITOE XPaHEHMe, y4YUTbIBAeTCa B NUCTE POHAOB 3a TEM K& HOMEPOM, YTO M CEKpeTHasl, HO Oe3
nHgekca "c".

Mpu paccekpeunBaHMm OGONbLUER 4aCTU A€N W apXMBHbIX AOKYMEHTOB MO CEKPETHOM Onucu Aaen,
[OKYMEHTOB C JaHHOW ONMUCW CHUMAETCS KOMUSI, MPU KOMMPOBAHMMW 3arofioBKU €4UHUL XpaHeHUs/eanHnL
YUY€ETA, OCTABMEHHbIX HA CEKPETHOM XPaHEHUK, 3aKpbiBatoTCA. Konusi onucu Ha paccekpedeHHble gena u
apXMBHbl€ AOKYMEHTbI NepefaeTcs Ha OTKPbITOE XpaHeHue. B aksemnnape onucu agen, AOKYMEHTOB,
OCTaBLUENCS] HA CEKPETHOM XPaHEHMM, COXPaHAETCA uX Hymepauusd. B nucre ¢oHga Takaa onuchb
YYUTBLIBAETCA ABAXIbl: 9K3EMMNNAP OMUCKU, OCTABLLUMIACA HA CEKPETHOM XPaHEHMMW - C COOTBETCTBYIOLLIEN
UHAEeKcauuen CEeKPeTHOCTU, CKOMUPOBAHHBLIA 3K3EMMNSp, NepedaHHbld Ha OTKPbITOE XpaHeHue - 6e3
nHgekca "c".

Mpu paccekpeunBaHWM OTAENbHbIX E€AWHULL XPAHEHUS/EAWHWL, y4veTa MO CEKPETHOW Oonucu Aaen,
JIOKYMEHTOB OHMW BKMIOYAOTCA B OMUCb Aer, AOKYMEHTOB OTKPLITOTO XPaHEHUs COOTBETCTBYIOLLErO
apxvBHOro hoHaa 3a NUTEPHLIMU HOMEPAMMW UMM B BanoBOii NOCNEA0BaTENbHOCTH.

B onucsax gen, AOKYMEHTOB, OCTAlOLMXCA HA CEKPETHOM XpaHeHuu, B rpadpe "MpumedvaHus" npotus
3arofnoBKOB pacceKkpeveHHbIX eauHuUL, XpaHeHus/eanHuy, y4eTa npocraesnderca wramn "PaccekpeyeHo”.
B cnydyae, korga paccekpeyeHHble efMHULbl XpaHeHuA/€AWHUUbl YyYeTa BKMKYEHbl B ONWCH A€r,
JOKYMEHTOB OTKPbITOrO XpaHeHus (32 NUTEPHbIMU HOMEpPaMM UIM B BarOBOW NOCMEA0BATENLHOCTH), B
CEeKpeTHoN onucu B rpadpe "MNpumMeyaHuna" ykasblBaeTcs UX HOBbI HOMED.



Mocne paccekpeunBaHust K ONUCAM Aen, A0KYMEHTOB OTKPLITOrO U CEKPETHOTO XPaAHEHUsI COCTaBNAOTCSA
HOBble UTOrOBbIE 3anucK 06 06beMax PaAKTUUECKU YUTEHHBIX B HUX €4MHUL XPaHEHUSI/EAUHNL yYeTa.

Mpu paccekpevymBaHum O4HOTO UITM HECKOMBKUX apPXUBHLIX JOKYMEHTOB B COCTaBE CEKPETHOrO Aena, OHO
OCTaeTCsa Ha CEeKPeTHOM XpaHeHuu. K apxmBHOMY uindpy Ha obnoxxke aena k uHaekcy "¢" pobaenaercs
Oykea "4". HoMepa nUCTOB pacCeKkpedeHHbIX AapxXMBHbIX [AOKYMEHTOB MNepeynucnsanTcs B rpade
"TlpuMeyaHuna" HanpoTUB 3aronoBKka YaCTUYHO pacCEKPEeYeHHOro dena, a Takke BO BHYTPEHHEW onucu
aena. Npu OTCYTCTBMM B A€Ne BHYTPEHHENR ONUCKU CBEAEHUS O PACCEKPEUYEHHbIX apXMUBHBIX AOKYMEHTaxX
OTpaXkalTCA B NIMCTE-3aBEPUTENE C YKa3aHUEM HOMEPOB COOTBETCTBYHOLLUX JIUCTOB.

B npaBoMm BepxHem yrny OGMOXKWM pPaCCEKPEeYEeHHOro Aena npocraengeTrca wramn "PaccekpeyeHo".

Mugekc "c", "cc" unu "oB" B HOMepe gena 3a4yepKkMBaeTCs.

Yyert APXUBHbIX AOKYMEHTOB JIMYHOIo NpouncxoxaeHuns

3.7.8. YyeT nNOCTYNNEHUA AapxXMBHbIX [OOKYMEHTOB JIMYHOIO MPOUCXOXOEHUS, nepefaBaeMbix
COBCTBEHHUKOM B (peaepanbHylo COOCTBEHHOCTb, B COBCTBEHHOCTb cybbekta Poccuiickon degepauun
WU MyHULMNAMNbHYIO CODCTBEHHOCTb, BEAETCA HA OCHOBaHWM akTa NPUEMa Ha XpaHEHMe 4OKYMEHTOB
nu4HOro npoucxoxaeHuna (npunoxeHme Ne 10). K akty npunaraetca caatovHas OMNUCb apXUBHbLIX
JOKYMEHTOB U peLlleHUe IKCMEepPTHO-MPOBEPOYHON KOMUCCUMU apxmMBa WIM 9SKCMEPTHO-MPOBEPOYHON
KOMUCCUM YMNONMHOMOYEHHOTO OpraHa WCNONMHUTENbHON Bnactu cybbekra Poccunckon depepauumn B
chepe apxuBHoro gena (ganee - 3rK) o npueme aTMX AOKYMEHTOB B apXUB.

YyeT apxuBHbIX [JOKYMEHTOB IIMYHOTO MPOUCXOXIEHUS!, HaXOASALIMXCS B 4YacCTHOW COBCTBEHHOCTH,
nepeAaHHbIX MO AOTOBOPY Ha XpaHEeHWe B apxWB, OCYLUECTBNSIETCA B YCTAHOBNEHHOM nopsiake (CM. M.
3.7.11).

M3meHeHMs KkonudecTBa M COCTaBa apXMBHbIX AOKYMEHTOB NIMYHOINO NPOUCXOXAEHUS B pesynbTate MX
ONMUCaHUS AOKYMEHTUPYIOTCA akTOM ONUCaHusi AOKYMEHTOB, Ha OCHOBaHMM KOTOPOrO BHOCATCA
M3MEHEHUs B yYeTHble 40KYMeHTbl. Ha 4OKYMEHTbI, He noanexalme XpaHeHUO B apxXuBe, COCTaBNSAETCA
aKT BO3BpaTa AOKYMEHTOB COOCTBEHHUKY B ABYX 9K3eMNnspax, O4uH U3 KOTOPbIX BMECTe C AOKYMeHTaMu
nepeaaeTca COOCTBEHHUKY.

He ponyckaetcsi XpaHeHWE B apXMBE HEYUYTEHHbIX apPXMBHBIX JOKYMEHTOB NIMYHOIO NPOUCXOXKIEHUS.

Y4yeT 4OKYMEHTOB NO JIMYHOMY COCTaBY

3.7.9. Y4YeT JOKYMEHTOB NO NIMMHOMY COCTaBY, 3a UCKIIOYEHUEM MPUHATLIX NO AOrOBOPY Ha XpaHeHue B
apxuB AOKYMEHTOB MO NMUYHOMY cocTaBy (CM. n. 3.7.11), OCyLLECTBNAETCA Ha OOLMX OCHOBAHUSIX.

YyeT KOnMYecTBa XPaHsILUMXCSA B apXMBE JOKYMEHTOB MO JIMYHOMY COCTaBy NMPOBOAWTCH HA OCHOBE WX
noacyeta no nucram ¢pOHAOB U OMUCAM Aen MO NUYHOMY COCTaBy C (hMKcauuei pesynbTaToB Mo
kaykgomy ¢poHAY U CYMMApPHO MO apXMBY B KHUME y4eTa JOKYMEHTOB MO NMUYHOMY COCTaBy (MPOU3BONbHOM

dopmbl).

Mo pesynbTaTaMm NPOBEAEHUSI AKCMEPTU3bl LIEHHOCTU AOKYMEHTOB MO JIMYHOMY COCTaBY MO UCTEYEHUU
75-NeTHEro Cpoka UX XpaHeH!s! B yY4ETHbIE JOKYMEHTbI BHOCATCS COOTBETCTBYIOLLME U3MEHEHUS.

Yuet gen, umerowmx B oPpOpMIIeHUM AparoueHHbIe MeTarnsibl U KAMHU
(n. 3.7.10. He pacnpoOCTpaHAETCA Ha roCyAapCTBEHHbIE U MyHUUMNANbHbIE My3en U OubnunoTekn)

3.7.10. ApxuB, xXpaHawuin aena, umewwne B 0POPMIEHUN UMK B NPUAOXKEHUM K HUM JparoueHHble
MeTannbl U KaMHKW, B COOTBETCTBMM C 3aKOHOAATenbCTBOM Poccuiickon depepauun perucTtpupyertca B
COOTBETCTBYIOLLEN MHCNEKUMKM NnpobupHoro Hag3opa MuHuctepcTea puHaHCcoB Poccuiickon deaepauumu.

YyeT yKasaHHbIX Aen OCYLUECTBMAET MaTepuanbHO-OTBETCTBEHHOE MWL, C KOTOPbIM PYKOBOAWTENb
apxvBa 3aKnio4yaeT 40roBop 0 MaTepuanbHO OTBETCTBEHHOCTH 3@ COXPAHHOCTb M YYET AEN, UMEIOLLIUX B
OCPOPMNEHUN UMK B NMPUMOMEHNUU K HUM AParoLeHHbIE METanIbl U KAMHM.

YKasaHHble gena nepefawTcsd MaTepuarnbHO-OTBETCTBEHHOMY JULY Ha CeNOBOE XpaHeHue, 0 4YeM
Aenaetca cooTBeTCTBYlOWas oTmeTka ("cendhoBoe xpaHeHme") B onuUcK aern, AOKYMEHTOB, U BKNIOYAKOTCS
B CMeuuansHyl0 MHBEHTAPHYIO KHUTY y4eTa Aern, UMEKLMX B O(DOPMITEHUM UNU B MPUSTOKEHUU K HUM
AparoueHHble MeTannbl U KaMHU. [aHHad WHBEHTApHas KHUra COCTaBNsAeTcs M BeaeTca B 3-X
ak3emnnsapax. Mepsbii KIEMNNAP XPaHUTCA B NOoAPa3geneHnm, OCyLeCTBAAIWEM LEHTPANM30BaHHLIN



(B pamkax apxuBa) y4yeT OOKYMEHTOB, BTOPOW - y MaTtepuanbHO-OTBETCTBEHHOrO nuua, TpeTun - B
OyxranTepun apxuBsa.

[ena BHOCATCA B MHBEHTaPHYIO KHUIY MO MNOPSAKY HOMEPOB apxuBHbiIX (POHAOB M Onucen gen,
JOKYMEHTOB, a BHYTPM Ka)kgOW OMMCM Jern, AOKYMEHTOB - MO NOpsaky HomepoB Aen. Ha Oupke,
NPUKPENNAEMON K 0ONOXKKE KaXaoro gena (NpegMeTa), yKkasbiBaeTCsl HOMEp, 3a KOTOPbIM OHO YYTEHO B
WHBEHTAPHOW KHUre. Homep npoctaBnaeTca yepes apobb ¢ apXMBHbIM LUMPOM (Hanpumep, MHB. Ne 1 /
FAP®, . 572, on. 1, a. 17).

K MHBEHTaApHOW KHWre COCTaBMSAIETCA UTOroBas 3anucb, B KOTOPOW LudpamMu U NPONUCLIO yKasbiBaeTcs
KOnM4ecTBO Aen (MpeaMeToB), BHECEHHbIX B KHUTY, AaTa COCTaBMEHMA UTOTOBOW 3anucu, AOMMHKHOCTb U
dramunus MaTepuanbHO-0TBETCTBEHHOTO nuua.

JIMCTbl MHBEHTAPHOW KHUIM OO0 Hayana ee 3arnofiHEeHWs MPOHYMEPOBLIBAIOTCH, MPOLUHYPOBLIBAOTCA W
CKPENNSAOTCS neyaTbio apxuBa. Ha obopoTe nocrneaHero nUCTa KHUMM AenaeTcs 3anucb O KONMUYECTBE
NUCTOB B KHUTE, KOTOPAas 3aBepPseTCsA NOANUCAMU PYKOBOAUTENSI apXmBa, FMaBHOIO XpaHuTens DOHA0B WU
CKPEMMNSETCA nevyaTtbio apxuBa.

ExerogHo cneuuansHOW KOMWUCCUEW, CO3JaBaeMoOn NpPUKasOM pPYKOBOAWUTENS apxuea, NPOBOAMTCA
MHBEHTapuU3auusl Aen, MMeLWmx B 0POPMIEHUN UMNN B MPUMOXEHUN K HUM AparoueHHble MeTanmbl U
KaMHU. MHBEHTapusauusi NpOBOAUTCS TaKXKEe B CNyvyae CMEHbl MaTepuanbHO-OTBETCTBEHHOrO nuua,
PYKOBOAWUTENSI apXMBa, FMABHOIO XpaHutensa (poHAoB. PesynbTaTbl MHBEHTapu3auun odOopMNAlTCs
aKTOM, COCTaBMEMbIM B Tpex 3K3eMMnsipax, OAMH M3 KOTOPbIX HanpaBnseTcsd B COOTBETCTBYHOLUUNA
YNOSTHOMOY€EHHbIN OpraH UCNOMHUTENLHOW BNacTu B chepe apxXmMBHOro Aena.

Y4yeT apXMBHbIX JOKYMEHTOB, HAXOOSAIWMXCA B YACTHOW COGCTBEHHOCTU, NPUHATBLIX NO AOrOBOPY
Ha XpaHeHuWe B apXuB

3.7.11. YyeT AOKyMeHTOB ApxuBHOro c¢oHga Poccuiickon degepaunmu, NPUHATBIX NO AOroBOpY Ha
XpaHeHWe B apxuB HA OCHOBaHWW akTa npuema-nepegadyv JOKYMEHTOB Ha xpaHeHue (npunoxeHue Ne 9),
OCYLLIECTBMNAETCA B OCHOBHBIX YYETHbIX JOKYMEHTaX apxuBa ¢ COBNI0gEeHneM Crieayowmux 0COOEHHOCTENR:

B KHUre y4yeTa NoCTynrneHuin JOKyMEHTOB (npunoxeHue Ne 5) ykasbiBaetTcsa cOOCTBEHHUK MNW Bnageneuy
OOKyMeHTOB (rpadha 3), HoMep M gaTa akta npuema-nepegayu (rpada 4), gata nognucaHua 4oropopa o
nepegave u cpok 4enCTBMA 40roBopa;

npu BKMIOYEHUN apxXuBHOro hpoHaga B CnMcok poHaoB (npunoxeHue Ne 6) k ero Homepy aobaBnsieTcs
nHgekc "0" ("gorosop"), KOTOPLIA COXPaHAETCHA 3a HUM BO BCEX YYETHbIX OOKYMEHTaxX U apXUBHbIX
wundhpax eguHuL XpaHeHus, egmHul yyeta; B rpadpe "MNpumeyanua" cnucka poHAO0B Takke yKasbliBalTCA
COOCTBEHHUK MITM BNagerneL, apXuBHbIX JOKYMEHTOB, AaTa NOAMNMCAHUA U CPOK AENCTBMA JOTOBOpa.

KonuuyectBo apxmBHbIX ()OHA0B, NPUHATBIX MO AOrOBOPY Ha XpaHEHUe B apXWB, YKa3blBaeTCA OTAENbHOI
CTPOKOW B UTOTOBbIX 3aMUCSIX B CNIUCKe (DOHOB, KHUFE y4eTa NOCTYNNEHMii JOKYMEHTOB.

3k3eMnnAp AO0roBopa, 3aKMOYEHHbI € COOCTBEHHMKOM WNWM BnagenbLeM apXMBHbIX AOKYMEHTOB,
BKNtoyaeTca B 4eno dhoHga.

Mpy BbIBLITUM aPXUBHbLIX JOKYMEHTOB apXMBHOro ¢poHAA, B CBA3M C UCTEYEHUEM CPOKA €ro XpaHeHusl B
COOTBETCTBUM C IOTOBOPOM, EF0 HOMEP HE MOXET BbITb MPUCBOEH APYroMy apXMBHOMY ¢poHAY.

MNpuHATBLIE NO AOrOBOPY Ha XpaHeHWe B apXuUB AOKYMEHTbl ApxXMBHOro dpoHga Poccuiickon degepauuu,
Haxo4uBLUMECS B YACTHOM CODCTBEHHOCTM M HA 3aKOHHOM OCHOBaHMM nepewealune B degepanbHyo
COBCTBEHHOCTb, COBCTBEHHOCTb cyObekta Poccuiickonn  deaepaumm  UNUM - MYHUUMNATNbHYIO
COOCTBEHHOCTb, YYUTBLIBAIOTCA B OCHOBHbIX YYETHLIX JOKYMEHTAX HApaBHE C OCTanbHbLIMWU JOKYMEHTaMU
apxuBa. B yyeTHbIX AOKYMEHTax M apXMBHbIX WKNdpax eaAuHUL XpaHeHus, eanHuy yyeTta uHgekc "O"
3ayepkuaetcs, B rpadyy "lMpumedaHuna" cnucka oHA0B BHOCATCA COOTBETCTBYIOLLME CBEAEHUS.

ApPXUBHbIE [OKYMEHTbI, HE BKIIOYEHHbIE B YCTAHOBMIEHHOM MNOPSAKE B COCTaB ApPXMBHOIO poHaa
Poccuiickon Pepgepauyumn, B TOM YUCNEe AOKYMEHTbl MO SIMMHOMY COCTaBy, MPUHATbIE NO AOrOBOPY Ha
XpaHeHWe B apXxuB, YYMTbIBAIOTCA OTAESNbHO OT AOKYMEHTOB ApPXUBHOro dpoHaga Poccuiickon ®eaepauun.
Onsa mx yyeta BegyTcsa OTAENbHbIE CMMCOK (POHAOB, KHUrA y4eTa NOCTYMNNEHWA AOKYMEHTOB, a Takke
NUCTbI POHAOB M APYIUE YYETHBIE JOKYMEHTEI.

YueT KONUMA dPXUBHbLIX OOKYME@HTOB Ha npaBax NnoANMMHHUKOB

3.7.12. KonuaMM apxuBHbIX AOKYMEHTOB Ha npaBax MNOANMWHHUKOB HABNAIOTCA BKAOYEHHLIE B
YCTaHOBMEHHOM nopsake B coctaB ApxuBHoro ¢poHaa Poccuickon ®eaepauuu:



MUKPOMPUIbMbI ApXUBHBLIX [OKYMEHTOB, W3rOTOBMEHHbIE M 0dopMrieHHble ¢oHaoobpaszoBaTteneM B
COOTBETCTBUM C CYLLECTBYIOLLMMU HOPMATUBAMM;

KOMWUU apPXUBHbIX AOKYMEHTOB, MOASIMHHUKA KOTOPbIX YTpauyeHbl UMM HaxoasaTcad B COBCTBEHHOCTM
IOPUANYECKMX UNU DU3UYECKMX NKLL, B CUITY YEro He MOTYT MOCTYNUTbL Ha NMOCTOSIHHOE XPaHEHUE B apXMB;

KOMUU apXMBHbIX OOKYMEHTOB, nepemewleHHblx B CCCP B pesynbtare BTOpoiW MUPOBOW BOWHbLI M
Haxoaawmuxca Ha Tepputopun Poccuiickoin deagepauumn, NOASTMHHUKK KOTOPbLIX BO3BPALLEHbI B CTPaHbl UX
NPOMCXOXA EHUS.

Konuu apxmMBHbIX JOKYMEHTOB HA MpaBax NOANWHHWUKOB, NepeaaHHble B apxuB (hoHA00Opa3oBaTenemM,
YYUTLIBAIOTCA B cOCcTaBe ero poHaga no OTAENbLHOW OnNuCK Aen, A0OKyMeHTOB. Npu aToM B rpadhe gaHHOM
onucu "Konmuectso nUCToB" Yepes ApoOb yKa3bIBAETCH TaAKKE KONMUYECTBO KAAPOB, OTCHATbLIX C OQHOrO
aena.

Konum apxuBHbIX JOKYMEHTOB Ha MpaBax MOAMWHHUKOB, OTCHATbIE C MOAJIMHHbLIX AOKYMEHTOB, KOTOPLIE
yTpayeHbl WM HaxoAATCA B COOCTBEHHOCTM OPUAMYECKUX WM (PU3UYECKMX NUL, a TakkKe KOomuu
nepemMeLleHHbIX AOKYMEHTOB, MOASIMHHUKA KOTOPbIX BO3BPALLEHbl B CTPaHbl WX MPOUCXOXAEHMUS,
dOPMUPYIOTCA B  apXMBHbIE KOSMMEKUMU. APXMBHBIE KOJMEKUMM Y4YMTBIBAKOTCA B Chnucke OHAOB
(npunoxkeHue Ne 6) B yCTaHOBNEHHOM Nopsake.

Konuum apxuBHbIX [OKYMEHTOB Ha npaBax MNOANMHHMKOB, W3rOTOBMEHHbIE MALLUMHOMUCHBLIM WK
3NeKTporpadouyeckum crnocoBoM C apxXMBHbIX AOKYMEHTOB Ha OyMa)XHOW OCHOBE, a TaKkKe KOMmuu
ayaAnoBU3yarnbHbIX [JOKYMEHTOB (DOPMUPYIOTCA B €AWHWULbl XPaHeHUs/edAWHWLbl Yy4eTa, KoTopble
YUNTBIBAIOTCA B OMUCAX A€, AOKYMEHTOB MO aHanorMu ¢ NOANMHHBIMWA APXUBHbIMW JOKYMEHTaMKU Ha
COOTBETCTBYIOLLUX HOCUTENSIX.

3a eguHULy XpaHeHUs KOMUIA apXUBHbLIX JOKYMEHTOB Ha MpaBax NOAMMHHUKOB, U3rOTOBMEHHbLIX B BUAE
MUKPOKOMNUA, NMpUHUMaeTca usmnyveckn 060CoBneHHbIR pynoH MUKPOMUIBEMAa UMM KOMNNEKC MUKPOMULL
BHE 3aBUCUMOCTU OT KOSIMYECTBA OTCHATbLIX HA HEM AN U apxXWMBHbIX AOKYMeHTOB. Kaxkgas eamHuua
XPAHEHUS YYMTLIBAETCA B OMMCK AEN, AOKYMEHTOB MO CAMOCTOATENbHLIM HOMEPOM. B utoroson 3anmcu
K OnMCM pJern, AOKYMEHTOB, Hapsdy € KOJIMYECTBOM €AMHUL, XPaHEHMA MUKPOKOMNWNW, YyKa3biBaeTCA
CYMMAapHOE KONMMYECTBO COCTaBNALLUX UX KaapOB.

YyeT nuctoB B gene, potooTneyaTtkoB B hoToanLo60Me, eAMHUL, XPaHEHUA B COCTaBe eaUHULbI
yyeTa ayaAMoBU3yaribHbIX JOKYMEHTOB

3.7.13. Konu4ectso NUCTOB B AeNe U eAUHUL, XPaHEHUA B COCTaBe €AMHMUbI ydeTa ayauoBu3yanbHbIX
JOKYMEHTOB YUYUTLIBAETCHA Ha OCHOBE UX HyMepaLuu U PUKCUPYETCH:

NUCTOB B aene - B nucre-zaeseputene (npunoxeHune Ne 3) n B COOTBETCTBYIOLWEN rpache onucu aen,
OOKYMeHTOB (npunoxeHunsa Ne 7 - 8);

doTooTnevarkoB B hotoanbbome - BO BHYTPEHHEN onucu hoTtoanbboma, a Takke B COOTBETCTBYIOLLEN
rpacde onucu poToanLO0MOB;

eIVHNLbI XPaHEHUA APYTUX ayAuOBU3yarbHbIX JOKYMEHTOB - B COOTBETCTBYIOLUMX rpadax onucein aTux
JIOKYMEHTOB.

Mpu yyeTe eanMHUL, XpPaHEHUS] B COCTaABE eANHULIbI y4YeTa ayanoBU3yanbHbIX JOKYMEHTOB:
eVHNLbI XpaHeHus AnaddunbMOB pacnonaratoTcsi o nopsiAKy HOMEPOB PYIOHOB;

eIVHNLbl XPaHEeHWUsI KMHOAOKYMEHTOB pacronaraloTcs No 3SneMeHTaM KOMMMEKTa, BHYTPUM KOTOPOro
HYMepYIOTCs 0 NOpsiAKy HOMEPOB YacTen;

elVHNLbI XpaHeHusi HOHOA0KYMEHTOB pacnonarailoTcs B Nopsiake NPOU3BOACTBEHHbIX HOMEPOB.

Yyet cTpaxoBoro ¢poHga u ooHaa nosib30BaHUA

3.7.14. O6bem cTpaxoBoro hoHaa u hoHaa NOMbL30BAHMA U3MEPSAETCA B €AUHULAX XpaHeHUsa/eanHuLax
yyeTa, a TaKkke B:

Kagpax - 4N KOMUA apXUBHBLIX OKYMEHTOB Ha OYMaXkHOW OCHOBE U POTOAOKYMEHTOB;
MeTpax - AN KONUi KMHOAOKYMEHTOB;
BPEMEHM 3BYyYaHUS - ANdA KONUii POHOAO0KYMEHTOB;

B Merabaiitax - AN KOnuii 3anekTPOHHbIX JOKYMEHTOB.



Mpn 3TOM OTAENbHO YYMTLIBAIOTCHA CTPaXOBbIE KOMUM YHUKANbHbIX AOKYMEHTOB M 0OCODO0 LEHHbIX
JOKYMEHTOB U KOMMM (POHAA MONb30BAHWS, OTCHATLIE C APXMBHBLIX AOKYMEHTOB Ha OYMaXkHOW OCHOBE
(pasgensHO  Ha  PYSIOHHOW  NAEHKe U MuKpodpuwax); KMHOAOKYMEHTOB; (POTOAOKYMEHTOB;
d)OHOAOKYMEHTOB; BMAEOMOHOrpamMM; dNEKTPOHHBIX JOKYMEHTOB.

YyeT BegetTcs NO KHUram yyeTta nocTynneHun crpaxosoro dpoHga M poHAa MNONb30BaHMA U ONKUCAM
CTpaxoBoro hoHAa. YYeT NOCTYMNEHUS U BbIObITUA CTPaXOBLIX KOMWUIA OCYLLECTBMAETCS HA OCHOBAHMU
3aKa30B Ha M3rOTOBMEHME CTPAaxOBbIX KOMWA M KOMMIA (POHAA MONb30OBaHUA, akTOB NPUEMa-nepegaqu
CTPaxOBbIX KOMWIA Ha crneyuansHoe XpaHeHue U Apyrux aktoB. K kHMram ydeta noCTynfneHun eXerogHo
COCTaBMNAETCA UTOTOBAadA 3anucs.

Onucu cTpaxoBoro hoHaa coctaBnalTca B 3-x ak3demnndapax. [Nepsble ak3eMnnaApbl nepesalTca BMeCTe
CO CTPaxOBbIMW KOMUSIMM YHUKaNbHbIX JOKYMEHTOB U 0COB0 LIEHHbIX JOKYMEHTOB B CMELMasbHbIA apXuB,
BTOPLIE U TPETbM OCTAKTCA B apXMBeE.

Mo mepe konMMpOBaHMA UM Nepegady CTPaxOBbIX KOMWA YHUKANbHbLIX AOKYMEHTOB U 0COD0 LIEHHBIX
JOKYMEHTOB B CreuuanbHbIi apxXMB K ONUCAM CTPaxoBOro (POHAa COCTABMAKTCA HOBLIE WTOrOBbIE
3anucu B yCTaHOBNEHHOM nopsake (cm. n. 3.5.6.).

B onucax agen, gokymeHTtoB B rpadpe "lMpumevaHns" HanpoOTUB 3aronoBka CKOMUPOBAHHOW e€AWHULbI
XpaHeHus/eanHuubl y4yeta npocTtasngerca wramn "Co". Ecnu ckonupoBaHbl BCe Aena, AOKYMEHTHI,
BKIMIOYEHHbIE B ONUCH, WTamn "CP" npocTaBnAeTcs TONbKO HA TUTYNBHOM NUCTE U OBNOXKe onuMcK aen,
JOKYMEHTOB.

3.7.14.1. 3a eguHuUy XpaHeHusa/eauHuly y4yeTa CTpaxoBoro dhoHAa YHUKANbHbIX JOKYMEHTOB U 0C060
LUEHHbIX [OKYMEHTOB Ha OyMa)kHOW OCHOBE Ha PYNOHHOM TNIIEHKE MPUHUMAETCA (PU3NYECKM
060C00NEHHBIN PYNOH MUKPOUNbMA.

B KHUry yyeTa nocTynneHuin ctpaxosoro hoHga u oHga nonb3oBaHUA Ha PYSIOHHOW MNSIEHKE B BanoBOM
nopagke (BHe 3aBUCMMOCTM OT (POHOOBOW NPUHAAMNEXHOCTU OOKYMEHTOB) Ha OCHOBaHMM 3aKasa Ha
U3roTOBIIEHUE CTPAxOBbIX KOMWI 3aHOCUTCH KaxkAasd efumHuua XpaHeHusa cTtpaxoBoro dooHga. Mo kHure
yyeta noctynneHuin (rpada 1) eguHuuaM XpaHeHUs CTpaxoBoro poHaa npucBauMBalOTCA YYETHbIE
HOMEpa, KOTOpbIE ABMAIOTCH COCTABHON YaCTbO UX apXMBHBIX LUMKPOB.

Ha Bce cTpaxoBble KOMMU YHUKASBHBIX OKYMEHTOB U 0CO00 LEHHbIX JOKYMEHTOB BHE 3aBUCMMOCTU OT UX
dOHA0BOW MPUHAAMNEXHOCTU COCTABMAETCHA OMUCb CTPaxoBOro POHAA, HYMEpauus €4uHUL, XPaHEHUS
CcTpaxoBoro ¢hoHaa B KOTOPOW COOTBETCTBYET YYETHbIM HOMEpaM, MPUCBOEHHbIM MM MO KHWUMe yyerta
NOCTYMNNEHUN.

APXUBHBIM LUMPPOM €4MHULI XPAHEHUSA CTPaxXOBOro (poHaa ABNAETCA Ha3BaHUE apxuBa, HOMEP OMMUCK
cTpaxoBoro hoHaa, HOMEp y4YeTa eAMHULbI XPaHEHUS CTPaxoBoro poHaa ¢ aobasneHmemM nHaekca "Co".

3.7.14.2. 3a eanHunuy y4yeTa CTpaxoBoro hoHaa AOKYMEHTOB Ha OYyMa)KHOW OCHOBE Ha MUKpodumLiax
NPUHUMAETCA OAHA MIIM HECKOSNIbKO MUKPOMULL, OTCHATbIX C OAHOrMO Aena U MOMELLEHHbIX B OAWH
KOHBEPT, 32 €AMHULY XPaHEHUS - MUKpOdpuLia.

Mo KkHure y4veta nNOCTYNnEeHWn cTpaxoBoro ¢poHaa u droHAa NOMbL3OBAHUA HA MUKPOIMLLAX KaKIOMY
NOCTYMEHUIO MPUCBAUBAETCA NOPAAKOBLIM HOMep. KonuyecTBeHHble nokasaTenu BHOCATCA C YYETOM
POHAOBOW NPUHAANEXHOCTU OTCHATBLIX KOMUIA MO KaXKaOMy apXMBHOMY (POHAY M ONUCKU AEN, AOKYMEHTOB
OTAENBHO.

Onucu cTpaxoBoro hoHAa Ha MUKPOOULLAX COCTABNAKTCA pa3fgenbHO HA CTPAxOBbI€ KOMUW KaXaoro
apxuBHOro hoHaa, OAHY MU HECKOSTLKO €ro Onuncen.

Y4eTHbIM HOMEPOM eAMHWUUBLI y4eTa cTpaxoBoro ¢oHaa u oHAa NOMNbL30BAHWMA OOKYMEHTOB Ha
OYMaXHOMW OCHOBE, W3rOTOBIIEHHONO Ha MUKpOdULLAX, SABMAETCA YYETHbIA HOMEpP OTCHATOrO Aena,
apXMBHbIM LUMAPPOM - COOTBETCTBEHHO aPXUBHbIA LLUMAP OTCHATOrO aena ¢ gobasneHnem nHaekca "CP"
- ana ctpaxoBoro ¢onaa u "M" ("Moautne"), "O" (Anasokonus) - ang poHaa NONbL3OBAHUSA.

3.714.3. EauvHuMubl XpaHeHua/egMHuMubl  ydeTa CcTpaxoBoro oHaa u  (oHAa nonb3oBaHUA
ayanoBu3yarnbHbIX AOKYMEHTOB WAEHTMYHblI €4MHULAM XpaHeHus/eAuHuLam ydeTa ayauoBU3yamnbHbIX
JOKYMEHTOB.

CTpaxoBble KOMWM KWUHO- U  (POTOAOKYMEHTOB Y4YMTLIBAKOTCSH HE3aBUCMMO OT BMAA KUHO- MU
OTOAOKYMEHTOB B KHUrax ydeta NOCTYMNSEHU U ONUCAX CTPaxoBoro poHaa n groHaa nofnb3oBaHus.

CTpaxoBble KOonun ¢pOHOAOKYMEHTOB Ha MAarHMTHOW NEHTE U TPaMOPUIMHANOB M3-3a UX 060COBNEHHOrO
XPaHEHWS! YUNTLIBAIOTCH B PA3HbIX KHUIax ydeTa NOCTYNNEeHNI N ONUCsIX.

B uUTOroBbIX 3anucAXx KHWUI y4yeTa MNOCTYMNEHWH U Oonucen crpaxoBoro choHaa u poHaa nonbL3oBaHUS
KMHO(POTOAOKYMEHTOB UM (POHOAOKYMEHTOB Ha METaNNMYeCKnX [AUCKaxX JAOMOSTHUTENbHO MOXET



YKa3bIBaTbCA  KOJIMYECTBO E€AWHUL, XPaAHEHMA COOTBETCTBEHHO MPOMEXYTOYHbLIX MO3UTUBOB U
KOHTPATUMOB; NO3UTUBOB U AyOnbHeratusoB; HeueTHbIX (1) n yeTHbIX (Il) rpaMmopurnHanos.

B WTOroBbIX 3anucax K ONUCAM CTPaxoBbIX KOMWKA KWHOMOTOPOHOOOKYMEHTOB YKa3bIBAETCA Takke UX
00beM B MeTpax, kagpax, 4acax 3ByqaHusl.

Homep eanHuubl ydyeta cTpaxoBoro poHaa KMHOOTOOHOAOKYMEHTOB NEPEHOCUTCA B ONUCH U3 KHUTU
yyeTa nocTynneHuin. ApXMBHbIM WUMPPOM €ANHULbI y4ETa CTPaxoBOro ooHaa KMHOOTOOHOAOKYMEHTA
SIBMAETCA HA3BaHUE apXMBa, HOMEP €AMHULbI y4eTa CTpaxoBoro hoHaa ¢ gobaBneHneMm nHaekca "Co".

3.7.14.4. YyeT KONuin apXmBHLIX AOKYMEHTOB, CO3[aHHbIX B MPOLIECCE UX UCMONb30OBAHUA U BKIMIOYEHHbIX
B (DOHZ MONb30BAHMSA, BEAETCH B apPXMBE B OTAENbHON KHUIE y4eTa KOMUIM 9TUX JOKYMEHTOB.

YyeT My3elHbIX NpegmMeToB U OMONMoTeYHbIX POHOOB

3.7.15. YyeT Mmy3elHbIX NpeaMEeTOB, ABMAAIOWKUXCA BNOXEHWEM B Aeno, BeAeTCsa B YCTAHOBNEHHOM
nopagke (cMm. n. 3.7.13.).

My3seiiHble NpeaMeTbl, HE SBNAOLMECH BINOXEHUSIMW B A€N0, NPUHATbIE HA XpaHeHWe B COCTaBe
apXMBHOTO hOHAA, YYMTBLIBAIOTCA B COCTaBe 3Toro hoHAa Kak eAMHULbl XpaHeHusi. Mpyu 3HaYUTENBHOM
KONUYECTBE TaKUX eAMHUL, XPaHEHWS! HA HUX COCTaBMNSETCA OTAENbHAsi ONUCh Aer, AOKYMEHTOB.

BknoyeHue B coctas MyseliHoro dhboHga Poccuiickon deaepaumm u ydeT AaHHbIX My3enHbIX NpegMeToB
OCYLLECTBNAIOTCA B COOTBETCTBMU C MNOPAAKOM, YCTAHOBMEHHbLIM ClEeUManbHO  YNONMHOMOYEHHbIM
deaeparnbHbIM OpraHoM UCNONHUTENBLHOW Bnactu ana MyseliHoro cpboHaa Poccuiickon degepaunn.

Y4yeT My3eliHbIXx NpeaMeToB, CogepXawmx 4paroueHHble MeTansbl U KaMHU, BEAETCH B YCTAHOBJIEHHOM
nopagke (cm. n. 3.7.10.).

3.7.16. YueT 6ubnuoteyHoro (cnpaBovHO-MHGPOPMALMOHHOTO) (hbOoHAA apXMBa BEAETCA B COOTBETCTBUM C
NOpPSAKOM, YCTAHOBMEHHBLIM CMEeUManbHO YNOHOMOYEHHbBIM deaepanbHbiM OPraHOM UCMONHUTENBbHON
BnacTu Anst GubnmoTeYHbiX OHOO0B.

IV. OPTAHM3ALIMA KOMIMJIEKTOBAHUA APXMBA [OOKYMEHTAMW APXMBHOIO ®OHOA
POCCUUCKOUN ®EOEPALIM N APYTUMU APXUBHBIMWU OOKYMEHTAMU

(B pasgene Ha rocylapCTBEHHbIE M MyHULMUNANbHbIE My3en U BUBNMoOTEKM pacnpocTpaHstoTcs nn. 4.3.,
431.,43.2,442.,443.,444.,47)

4.1. CucremaTmyeckoe NOMNOSIHEHME apxuBa AOKymeHTamu ApxMBHOro ¢poHaa Poccuiickon depepauun
(koMnNnieKToBaHWe apxuBa) BKNIOYaeT:

onpeaeneHne NCTOYHUKOB KOMMIIEKTOBAHUSA apXMUBa;
ornpeaeneHne cocTaBa apXMBHbIX JOKYMEHTOB, NOANEXALLUX NPUEMY B apXMB;

npuem-nepeaayvy apxmBHbIX JOKYMEHTOB B apXMB.

MCTOYHUKM KOMNIEKTOBaHUA apxuBa

4.2. TocyaapCTBEHHbIE OpraHbl U OpraHbl MECTHOTO CaMOYNPAaBeHUs BKMIOYAOTCA B CUCKU UCTOYHUKOB
KOMMEKTOBAHUA rOCYyapCTBEHHbIX M MyHULIMMANbHbLIX apXMBOB B 00s13aT€NbHOM MOPSAKE.

MCTOYHMKaMU KOMMNIEKTOBAHUS apxuBa BLICTYNAKT TaKkKe OpraHusauum u rpaxgaHe, B npouecce
[eATenbHOCTU KOTOPbIX 00pa3yoTcs A0KyMeHTbl ApxuBHOro dpoHaa Poccuiickon deaepaumn.

HerocygapcTBeHHble OpraHusauuu, a Takke rpaxgaHe BKMW4alTca B CMNUCKMA  UCTOYHMKOB
KOMMNNEKTOBaHUA apxnuBa Ha OCHOBAHUKW J0rosopa.

HerocygapcTBeHHbIE OpraHu3aumm, BPEMEHHO XpaHswmMe AOKYMEHTbl ApPXMBHOrO ¢poHga Poccuinckon
depepaummn, oTHocAWMECa K deaepanbHO COBCTBEHHOCTM, COBCTBEHHOCTUM CyObLEKTOB POCCUICKOW
Pegepaumm mnm MyHMLMNANsHOW COOCTBEHHOCTM, BKMKOYAKOTCA B CMUCKA MCTOMHUMKOB KOMMSIEKTOBAHUSA
TEX apxuMBOB, WCTOYHMKAMM KOMMSIEKTOBAHWSA  KOTOPbIX SABMAAMMCb WX NPEALUECTBEHHUKN -
rocy4apCTBeHHbIE U MyHULMNAMNLHbLIE OPraHu3aLmu.

4.2.1. OTHeCEeHNe K UCTOMHUKAM KOMMMEKTOBaHMSA apxuBa NPOU3BOAUTCA Ha OCHOBAHUKN KPUTEPUEB:

AnNs opraHusauuin:



YHKUMOHAMNBHO-LENEBOr0 Ha3Ha4YeHWs opraHusauun (4ns Trpynnbl  OpraHu3auuii, BbIMNOMHAOWMX
aHanoru4yHble PyHKUUK, UCMONb3yeTcs hopma BbIOOPOYHOro Npuema);

MOMHOTBHI OTPaXKEHUA WHdOPMaLMUM O AEATENbHOCTW OpraHM3auuMn B apxXuBHbIX (poHaax Apyrux
opraHu3aumi;

ANA rpaxkaaH:

BKIaj rpakgaHuHa B pa3BuUTUE HAYKK, KYNbTYPbl M APYrMX 00nacTen AeaTenbHOCTH;

€ro posib B KAYECTBE y4acCTHUKA, O4EBUALA BbIAAIOLLMXCH COObITUI B XKM3HU OOLLECTBA;
POACTBEHHbIE, APY>KECKME, TBOPYECKUE CBA3MN rPaXkgaHuHa, MecTo paboTel, 3aHMMaeMas 4O0MKHOCTD;
TUNUYHOCTb €r0 apXMUBHbIX AOKYMEHTOB ANA 9M0XU (AOKYMEHTbI "psaaoBbIX" rpaxaaH);

COCTaB U coaepaHue coBpaHHbIX rpaXkaaHWHOM apXUBHbIX JOKYMEHTOB.

CNUCKM UCTOYHUKOB KOMMNJIEKTOBAHUA apxuea

4.2.2. CNUCKM UCTOYHUKOB KOMMIEKTOBAHUA COCTaBMAOTCA apXMBOM Ha OCHOBAHWWU 3aKOHOAAaTenbCTBa
06 apxuBHOM aene B Poccuiickon ®eaepauun, Hopm nn. 4.2 n 4.2.1 HacTtoawwmx lpaBun, a Takke
pekomMeHgauMin CrneymanbHO YMOMHOMOYEHHOr0 hedepanbHOro opraHa MCNOSNHUTENbHOW Bractu B
chepe apxUBHOTO Aerna, NOAroTOBMEHHbIX CAMOCTOATENbHO UMM COBMECTHO C APYrMMU dheaepanbHbIMU
opraHamu MCNOSIHUTENbHON BACTU, B TOM YUCNE OCYLLUECTBMASIOWMUMU JEN03UTAPHOE XpPaHEHUe
OOKYMeHTOB ApxuBHoro ¢poHaa Poccuiickon deaepauuu.

ApXxuB BeA4eT CNMCOK opraHu3aunii - UCTOMHUKOB KOMMMNEKTOBaHMSA MO YCTaHOBMAEHHOW hopMme.

Cnucok rpaxgaH (COBCTBEHHMKOB WM BnajenbueB apXMBHbIX [OKYMEHTOB) - WCTOYHUKOB
KOMMNEKTOBAHUSI BEAETCS NO NPUHATON B apxuee dhopme, ¢ 06a3aTenbHbIM YkasaHUeM daMunui, UMeH,
OTYECTB, aJpPeCcoB MeCTa >KATENbCTBA, OPUANYECKOro OBOOCHOBAHMA BO3MOXHOCTM Nepefayun ux
APXMBHbIX JOKYMEHTOB B apXMB.

B apxuBe, NpMHMMAIOLLEM HA XpaHEHWe pas3fnuUyHble BWUAbl APXMBHbLIX AOKYMEHTOB, COCTABMSAOTCA M
BEYTCA CaMOCTOSITENMbHbIE CMUCKU OpPraHu3aumii - WCTOMHMKOB KOMMMEKTOBAHMS HAY4HO-TEXHUYECKOI
JOKYMEHTaUnen, CMMCKM  OpraHu3aumMid -  WUCTOYHWMKOB  KOMMMEKTOBAHWA  ayaMOBU3yarbHbIMM
JOKYMEHTaMW.

4.2.2.1. TpoekTbl CMUCKOB WUCTOYMHWMKOB KOMMMEKTOBAHUA dheaeparbHbIX FOCYAapCTBEHHbLIX apXMBOB
nocne paccMOTPeHua KX Ha 9SKCNepTHO-npoBepodvHon komuccum (OMNK) apxuBa npeacraBnseTca Ha
cornacoBaHue LleHTpanbHOM 9KcnepTHO-NpoBepo4vHOi kKomuceumn (LUAMK) cneunanbHO yNnONMHOMOYEHHOMO
drefepanbHOro opraHa MCNOSIHUTENbHON BNAcTu B chepe apXMBHOIO Aena; rocyaapCTBEHHbIX apXUBOB
cybbekta Poccuiickon deaepaumM M MyHAUMNANbHbIX AapXMBOB - Ha cornacopaHue JlK
YNONMHOMOYEHHOTO OpraHa MWCMOMHUTENBHOM Bnactu cybbekta Poccunckon depepauun B cdepe
apXUBHOrO gena; opraHnsauuin PoCcuiACKO akageMun Hayk - Ha cornacoeaHue 3K Apxusa Poccuinckom
akageMumn Hayk.

Pewenne U3MNK cneynanbHO YNOMHOMOYEHHOro dhegepanbHOro opraHa WCMNOSHUTENbLHOW BRactu B
chepe apxusHoro gena, 3K ynonHOMOYEHHOro OpraHa UCNONMHUTENBHON BNacTu cybbekTta POCCUICKON
denepaunun B chepe apxusHoro gena, MK Apxusa POCCUMICKON akagemMumn Hayk O COrfiacoBaHun crnmcka
WUCTOYHWUKOB KOMMJIEKTOBAHMA apxuBa SBMSETCA OCHOBAaHWEM AMNS €r0 YTBEMKAEHUS PYKOBOACTBOM
COOTBETCTBYIOLLEIO apxXuBa WM OPraHoM MECTHOr0 CamoynpasBfeHuda (4N MyHMUMMAanbHbIX apXWBOB),
MNpe3angnymom POCCUINCKOW akagemMmmn Hayk.

Ale/IB Bnpase BECTU CMUCOK BO3MOXKHbIX NCTOYHUKOB KOMMITEKTOBAHUSA.

CnpaBkW, 3JKCNEPTHbIE 3aKOYEHUS O BKMOYEHWW OpraHusauumi u rpaxgaH B CNUCKM WUCTOYMHUKOB
KOMMNSEKTOBAHMA apxuBa WKW WUCKNIOYEHUM UX M3 yKa3aHHbIX CMAUCKOB, a Takke o dopme npuema
APXUBHbLIX JOKYMEHTOB Ha XpaHeHNe npeacraBnAaloTCA:

degepanbHbIMKM  TOCYAAPCTBEHHLIMU  apxuBamum - Ha  paccMoTpeHue L3MK  cneuymanbHO
YNOSTHOMOYEHHOrO dhegepanbHOro opraHa UCNOSTHUTENLHOW BNacTu B chepe apxXuBHOro Aena (peweHue
00 UCKMIOYEHUM OpraHn3aLmm U3 CnMcka UCTOYHMKOB KOMMNEKTOBaHUA dyegeparnbHOro rocyaapCTBEHHOrO
apxusa B criyvae ee nuksugaumu npuHumaetca 3K degepanbHOro rocyaapcTBEHHOr0 apxusa);

rocyaapCTBEHHbIMU apxuBammn cybbekToB Poccunckon deagepaumm u MyHAUMUNANbHbIMKU apXMBaMM - Ha
paccmoTpeHme 3IMK  ynormmHOMOYEHHOroO oOpraHa WCMNONMHWUTENbHOW Bnactu cybbekra POCCUICKON
denepaumu B chepe apxMBHOro gena;



opraHu3aumMsammn POCCMICKOMW akagemumn Hayk - Ha paccmoTpeHue 3MK Apxusa Poccuinckon akagemun
HayK.

YTOYHEHME M NepeyTBEPX4EHME CMUCKOB MCTOYHMKOB KOMMIIEKTOBAHMSA apXMBOB NPOBOAUTCHA MO Mepe
HeoOxoguMocTn. OCHOBaHMEM ANs  9TOr0  SABMASAIOTCHA:  CO34aHMe, peopraHu3auus, nukeugauus
rocy4apCTBEHHOro opraHa, opraHa MeCTHOro caMOynpaBfieHUsl, OPraHn3aumnm; 0TKa3 HerocyaapCTBEHHbIX
opraHu3aumMii U rpaxgaH OT COTPyAHWYeCTBa C apxuBoM (pacTopxkeHue Aorosopa); pewieHue LI3SMK
crneyunansHoO ynonHOMOYEHHOro hefepanbHOro opraHa MCNOSIHUTENbHOM BNactu B cpepe apxXUBHOIO
aena, 3MNK ynonHOMOYEHHOrO opraHa UCNOJNIHMTENbLHOW BRactu cybbekta Poccuiickon degepauumn B
chepe apxusHoro gena un 3K Apxusa PoCCMINCKON akagemumn Hayk O nepegadvye opraHu3aumMy B CNUCOK
WCTOYHWUKOB KOMMIEKTOBAHMA Apyroro apxuBa. OpraHusauma MOXeT OblTb MCKMOYEeHa U3 cnucka
WUCTOYHUKOB KOMMJSIEKTOBAHWA apxuBa, €CnyM B NPOLEcCe AEeATeNnbHOCTW OpraHu3auuMu nepecranu
006pa3oBbIBATLCA AOKYMEHTbI ApXuBHOro oonaa Poccuiickon deaepauun.

4.2.3. Apxue BedeT HabniogarenbHOe AEeno Ha KaXabli rocyJapCTBEHHbIM OpraH, OpraH MECTHOro
camoynpaBfieHUss M OpraHu3auuio - WUCTOYHMK KOMMMNEKTOBAHWS apxuBa, B KOTOPOE BKMIOYAKOTCA
JOKYMEHTbI, XapakTepusyloLIMe €ero npaBOBOW CTaTyC U AEATENbHOCTb, a Takke paboTy apxueBa u
opraHusauuio JOKyMEHTOB B Aenonpou3BoAacTee. HabniogatenbHoe Aeno MOXET OblTb 3aBEAEHO U Ha
rpakaaHNHA-UCTOUYHUK KOMMNEKTOBAHWUS apXxuBa, B KOTOPOE BKMIOYAOTCA CBEAEHUMS O COCTaBe U
COAEepP>KaHUM €ro apXMBHbIX JOKYMEHTOB.

B uensax yyeta paboTbl C MCTOYHMKAMKU KOMMMEKTOBAHWS apXWUB BNpaBe CO34aBaTb YYETHO-CMIPABOYHbIE
KapToTeku 1 Basbl JaHHbIX.

MopAaaok 3kcnepTu3bl LEHHOCTU AOKYMEHTOB

4.3. ApxuBHble AOKYMEHTblI BKNIOYalOTCA B cocTaB ApxuBHOro ¢oHga Poccuiickon degepaumm Ha
OCHOBAHWUM 3KCMEPTU3bl LEHHOCTU AOKYMEHTOB (T.€. M3y4YEeHUS AOKYMEHTOB Ha OCHOBE KPUTEPUEB MUX
LEHHOCTU B LIENsX OnpeaeneHnst CPOKOB XpaHeHUs JOKYMEHTOB U UX OTOOPA Ha NOCTOAHHOE XPaHEHUE).

BknoyeHne OOKYMEHTOB B cocTaB ApxuBHOro doHga Poccuickon depepauum ocyuwlecTBnAeTcs Ha
OCHOBE KOMMJIEKCHOTO NMPUMEHEHUS KPUTEPUEB MPOUCXOXOEHUA AOKYMEHTOB ((DYHKLMOHANbHO-LENEeBoe
HasHa4YeHWe UCTOYHMKA KOMMMEKTOBAHWA C YY4ETOM €ro 0Co00i ponm nnyM TUNOBOTO XapakTepa, Bpems u
MECTO CO34aHMA AOKYMEHTa W T.M.), COAEPXKaHUS AOKYMEHTOB (3HAaYMMOCTb UHAOPMaLMK, B TOM vucne
€€ YHUKanbHOCTb, TUMMYHOCTb MIIM MOBTOPAEMOCTb, BUA AOKYMEHTA, €ro NOANMHHOCTbL), BHELUHMX
ocobeHHOCcTEn AOKyMeHTOB (hopma pukcupoBaHMa M Mepegayun CcoaepaHus, YAOCTOBEPEHUA WU
0popMIIEHNS AOKYMEHTA).

MNpu BKAOYEHUN AOKYMEHTOB B COCTaB ApxXMBHOro ¢poHaa Poccuinckon degepauun UCNONb3YETCA Takke
dropma nOBMAOBOIO UMK rPYNNOBOTO BLIOOPOYHOrO NpUema JOKYMEHTOB.

4.3.1. PeweHne Hay4YHO-METOAMUYECKMX BOMPOCOB, CBA3AHHLIX C 9KCMEPTU3OW LEHHOCTU AOKYMEHTOB U
BKMNIOYEHMEM UX B cocTaB ApXMBHOro ¢poHaa Poccuiickon degepauun, a Takke ¢ onpeaeneHueMm B ero
cocTtaBe 0C000 LIEHHbIX AOKYMEHTOB, B TOM 4YMCME YHUKaNbHbIX AOKYMEHTOB, ocyuwlectBnsaetcs LI3MK
crneyunansHoO ynonHOMOYEHHOro hefepanbHOro opraHa MCNOSIHUTENbHOM BNactu B cpepe apxXUBHOIO
aena.

Okcneptu3a LEHHOCTM AOKYMEHTOB OCYLUECTBASAETCA YMNOMHOMOYEHHBIM OPraHOM WCMOSTHMTENBHOM
Bnactu cybbekta Poccuiickoin deaepaumm B cepe apxMBHOro aena, apxMBOM COBMECTHO C
COOCTBEHHUKOM WfM  BRAaAEenbLEM apXUBHbIX [JOKYMEHTOB B COOTBETCTBUM C  KPUTEPUSIMMU,
yCTaHOBMEHHbIMKU B N. 4.3, HacToawmx MNMpasun.

Mpu npoBeAeHUM IKCMEPTU3bl LIEHHOCTM LOKYMEHTOB UM OMpedernieHUM CPOKOB XPAHEHUS AOKYMEHTOB
apxXMB PYKOBOACTBYETCH NMEPEYHSIMWU TUMOBLIX aPXMBHbIX JOKYMEHTOB C yKa3aHWeM CPOKOB XPaHEHWUS;
nepevyHssMM JOKYMEHTOB, 00pasylowuxcd B Mpouecce AeATenbHOCTU hbeaepanbHbiX  OpPraHoB
rocyqapCTBEHHOW BMNAacTW, WHbIX rOCygapCTBEHHbLIX opraHoB Poccuiickon dPegepaumm, a Takke B
npouecce AeATENbHOCTM MOABEAOMCTBEHHBLIX MM OpraHuM3auui, € YyKa3aHWem CpPOKOB XpPaHeHus
(oTpacneBble NepeyHm); a Takke CPOKaMU XPaHEHMSA OTAESNbHbIX BUAOB apXMBHbIX JOKYMEHTOB, B TOM
yucne He BOLWEALIUX B YKa3aHHble MNEepedHu, KOTOpble YCTaHaBMMBAKOTCH 3aKOHOAATENbCTBOM
Poccuiickon degepaunu.

PeleHna o BknoveHun B coctaB ApxuBHOro doHaga Poccunckoin degepaunn KOHKPETHLIX AOKYMEHTOB
npuHuMatotca 3K  degepanbHbiX rocygapCTBeHHbIX apxuBoB, 3MMK  ynonHOMOYEHHbIX OpraHoB
UCNONHUTENbLHOW BNacTn cydbbekToB Poccunckon deaepauun B chepe apxuBHOro Aena, SKCnepTHbIMU
dOHA0BO-3aKYMOYHLIMU KOMUCCUSIMU TOCYAAPCTBEHHLIX W MYHUUMNASIBHBLIX My3€€B, 3KCNEepPTHbIMU
KOMUCCUAMU TOCYAAapCTBEHHbIX M MyHUUUNanbHbiX 6ubnuotek, MK ApxuBa POCCMICKON akaaemMun Hayk
npu YTBEPXKAEHUU ONUCEN AEN, JOKYMEHTOB MOCTOSAHHOTO CPOKA XPaHEHMA.



MonHoMOUMA M MOPSAAOK OeATenbHOCTM YyKasaHHbix JMK onpeaenaiTcs NOMOXKEHUAMM O  HUX,
paspabaTbiBaeMbiMM Ha OCHOBE COOTBETCTBYIOLUMX MNPUMEPHLIX MOMOXEHWUW, YTBEPKAAEMbIX
CrneumManbHO YNONHOMOYEHHbIM (heaepanbHbiM OpraHOM UCMNONMHUTENBLHOW BNAcTu B cdiepe apXMBHOTO
aena.

ApxuB paccmaTpuBaeT W FOTOBUT K yTBepxaeHuto JIMK ynonHOMOYEHHOro opraHa WCMOMNHUTESLHON
Bnactu cybbekra Poccunckon degepauun B cpepe apxmMBHOro gena onucu aen, AOKYMEHTOB (MNU MxX
ro4oBble pasgernbl) NOCTOAHHOIO CPOKa XpaHeHus, odpa3oBaBLUMXCA B AESATENbHOCTU €r0 UCTOYHMKOB
KoMmnnektoBaHusa. degeparnbHble rocygapCTBEHHble apxuBbl, ApxuMB POCCUIACKOW akagemMum Hayk
YTBEPXKAAIOT YKa3aHHbIE OMUCK CaMOCTOSATENBHO.

ApX1MB roTOBUT K cornacoaHuio 3IMK ynonHOMOYEHHOro opraHa MWCMONHUTENbHOW BNacTu CcybObekTa
Poccuiickon Pepepauumn B cepe apxMBHOro Jena WNAM  COrnacoBbiBAET B COOTBETCTBUM C
NpeaoCTaBNeHHbIMU €My MOSTHOMOYMAMU ONMUCK AEN NO JIMYHOMY COCTaBy (MW WX TOAOBLIE pasaensl),
aKTbl O HeucnpaBMMbIX MOBPEXAeHUAX AOKymMeHTOoB (npunoxeHue Ne 1), depepanbHble
rocygapCrBeHHble apxuBbl, ApXuB POCCMINCKON akagemMumn Hayk NPOBOAAT COrnacoBaHue nepeyuncreHHblxX
JOKYMEHTOB CaMOCTOATENbHO.

BknioueHne [OKYMEHTOB, HaxOASLIMXCA B YacTHOM COBCTBEHHOCTU, B COCTaB ApPXMBHOro poHaa
Poccuiickor Pepepauumnm OCYLLUECTBNAETCA HA OCHOBaHMM 3IKCMEPTU3bl LEHHOCTU [OOKYMEHTOB M
odhopMnaeTca 4OroBOPOM Mexay COOCTBEHHUKOM UMW BRagenbLeM apXUBHLIX JOKYMEHTOB U apXMBOM.
B naHHOM gorosope ykasbiBalTCHA 0083aHHOCTU CODCTBEHHMKA MMM BRagesnbla apXUBHLIX JOKYMEHTOB
Nno XpaHeHuto, y4eTy 1 UCNOSb30BaHNIO JOKYMEHTOB APXUBHOIO ¢poHaa Poccuiickon degepaunu.

4.3.2. 3KcnepTusa UEeHHOCTU AOKYMEHTOB B apXuBE NPOBOAUTCS:

Mo WCTEYEHWU CPOKOB BPEMEHHOTO XPaHEHWUSI apXMBHbIX JOKYMEHTOB, B TOM YMCINE [JOKYMEHTOB MO
NMYHOMY COCTaBY, MOCTYMUBLUMX B apxXWB OT NMKBMAMPOBAHHBLIX FOCYAApPCTBEHHbLIX OPraHOB, OPraHoOB
MECTHOIO CaMOYMNpPAaBNEHUs U OpraHU3aLuii;

NPy NOCTYMNIIEHUU B apPXWB B UCKIIOUMUTENbHbBIX CIy4Yasix JOKYMEHTOB B HEYNopsiA04eHHOM COCTOSHUMK;
B crydae 6e3B03BPATHOIO BbIBO3a apXUBHbIX JOKYMEHTOB 3a pybex.

Mo pesynbTataM 3KCNepTM3bl LEHHOCTU JOKYMEHTOB, CPOKU BPEMEHHOTO XPaHEHUS KOTOPbIX UCTEKNN, B
TOM YMCIEe AOKYMEHTOB NO JIMYHOMY COCTaBY, apXvMB COCTABMSAET aKT O BbIAENEHUN K YHUHTOXKEHUIO
OOKYMEHTOB, He noanexawmux xpaHeHuto (npunoxeHue Ne 11), u B yCTaHOBNEHHOM MNOPSAKE BHOCUT
U3MEHEHUS B YYETHbLIE JOKYMEHTbI apXmBa.

B pesynbtate a3KcnepTu3bl LEHHOCTU AOKYMEHTOB, NOCTYMMBLUMX B apXUB B HEYNOPSAOYEHHOM
COCTOSAIHMM, apXMB COCTaBNAET ONUCK AN, JOKYMEHTOB NMOCTOSAHHOIO XpaHeHusl, ONUCKU AeN BPEMEHHOTO
(cebiwe 10 neTt) cpoka xXpaHeHus, ONMcKu gen No NIMYHOMY COCTaBY U akT O BblAENEHUN K YHUUTOXEHUIO
OOKYMEHTOB, He nognexawuux xpaHeHuo (npunoxexHue Ne 11).

Moanexawme YHUYTOXEHUIO apXMBHbIE OOKYMEHTHI NEpeparTca Ha nepepaboTky (yTunusauuio) u
CHMMAIOTCA C ydyeTa B YCTaHOBNEHHOM nopsaake. Cpada gen odopMmnaeTcs npuemMo-caaTouHOn
HaknagHoW, B KOTOPOW YKa3blBAKOTCA Jarta nepegadu, KONMYECTBO CAAaBaembIX AeNn M BeC OyMarkHOW
MaKynartypbl.

Mopaaok npuema apxXuBHbIX JOKYMEHTOB

4.4, OT UCTOYHUKOB KOMMSEKTOBaHMA apxuBa AOKYMeEHTbl ApxuBHOro ¢poHaa Poccuiickorn deaepauun
NPUHUMAIOTCA rOCYAapCTBEHHLIM W MyHUUMUNANbHLIM apXuUBOM, OpraHusaumen POCCMICKON akagemuu
HayK MO MCTEYEHUU CPOKOB UX BPEMEHHOTO XPaHEHWS!, YCTAHOBEHHLIX 3aKOHOAATENLCTBOM POCCUMICKON
deaepauyuu.

B MCKNIOUMTENBHLIX Cry4asx CPOKU BPEMEHHOI0 XpaHeHUs AOKYMEHTOB ApxmuBHOro doHga POCCUMIACKONW
Pepepaumm MoOryt ObiTb nNpoAaneHbl MO nNpocbbEe WCTOYHMKOB KOMMIIEKTOBAHUA apxuMBa Mpu
HEOOXO0AMMOCTM NPAKTUYECKOTO UCMOMb30BAHUA apXMBHbIX AOKYMEHTOB WM OTCYTCTBMA Yy apxuBa
BO3MOXHOCTM ANA MPUMEMA YKA3aHHbIX [JOKYMEHTOB B CPOKM, YCTAHOBIIEHHbIE 3aKOHOAATENbCTBOM
Poccuiickorn  ®depepauun. TlpoaneHue ykasaHHbIX CPOKOB OCYLECTBASAETCA: ANA  UCTOYHMKOB
KOMNAeKToBaHMA heaepanbHbiX apxuBoB - pewleHneM MK egepanbHbIX apxXMBOB; ANA UCTOYHMKOB
KOMMNSEKTOBaAHMA APYrUX apxXuBoB - peweHnem MK ynosITHOMOYEHHbIX OpraHoB UCNOSTHUTENLHOW BNacTu
cybbekToB Poccuiickon deaepauun B cepe apxMBHOro Aena; ANA WCTOYHWMKOB KOMMIEKTOBAaHUSA
ApxuBa PocCUInCKON akagemumn Hayk - pewleHnem IMMK aToro apxusa.



Cpokn BPEMEHHOr0 XpaHeHuMa AOKYMEHTOB ApxuBHOro ¢oHga Poccuiickonn depepauumn B
HErocyapCTBEHHbIX OpraHu3aumsax OnpeaensdlTcs B JOTOBOPE MEXAy apXUBOM WM COOCTBEHHMKOM UMK
BNagenbuem yKasaHHbIX JOKYMEHTOB.

4.4.1. MNpuem aokyMeHTOB ApxumBHoro doHaa Poccuiickon degepaunn 0T UCTOYHUKOB KOMMSIEKTOBAHUA
OCYLLECTBNAETCSA roCyAapCTBEHHbIM U MYHULMNANBHLIM apPXMBOM, OpraHusaumnen Poccuinckon akagemum
Hayk B COOTBETCTBUM C MIAHOM-TpaPuMKOM, KOTOPbIA YTBEPXKOAETCA PYKOBOACTBOM apxuBa Mo
COrnacoBaHU C UCTOMHUKAMWU KOMNMEKTOBaHMA. BHennaHoOBLIM NpUeM OOKYMEHTOB ApXMBHOrO dhoHaa
Poccuiickon Pepgepayumn, a Takke apXUBHbIX AOKYMEHTOB, CPOKM BPEMEHHOIO XPaHEHUA KOTOPbIX He
UCTEKIM, OCYLLECTBMNAETCA B Cryyae NUKBMAAUMM WUCTOYHUKA KOMMSIEKTOBAHWA WM B CIyvae yrposbl
COXPaHHOCTU apXUBHbIX JOKYMEHTOB.

Mo npocbbe UCTOYHMKOB KOMMIEKTOBAHMA W MPU Hanuumu cBOBOAHBLIX NAOLaAen rocygapCTBEHHbLIA U
MyHUUMNanbHbIA apxmMe, opraHusauua POCCUICKON akagemMun Hayk MOXET OCYLUECTBNATb A0CPOYHLIN
npueM AOKYMEHTOB ApxXuBHOro doHga Poccunckon degepaumm, a Takke BPEMEHHOE XpaHeHue
APXMBHbIX JOKYMEHTOB Ha OCHOBE AOroBopa. NMpueMm apxmBHbIX AOKYMEHTOB Ha BPEMEHHOE XpaHEeHue
ohopMIISAEeTCA TakkKe akToM npuema-nepegadnm AJOKYMEHTOB Ha XpaHeHue (npunoxeHune Ne 9) wu
NPOM3BOAMTCA MO CAATOYHOW ONUCH.

ApXMBHbIE [OKYMEHTbI MPUHUMAIOTCA B TFOCYAAPCTBEHHbLIN W MYHULMMANbHbIA apxuB, OpraHusaumio
Poccuiickoil akageMuu Hayk B yNOpsiIOYEHHOM COCTOSIHUM C COOTBETCTBYIOLLUMM Hay4HO-CMpPaBOYHbIM
annapaTtoM M CTPaxoBbIMKW KOMUsIMM Ha 0COBO LIeHHble AOKYMEHTbl W YHUKanbHble OOKYMeHTbl. Bce
paboTbl, CBAA3aHHble C OTGOPOM, MOATOTOBKOM W Mepedadeil apXMBHbIX AOKYMEHTOB Ha MOCTOSIHHOE
XpaHeHWe, B TOM 4YUCMe C UX YNOpsiAOYEeHWMEM W TPAHCMOPTUPOBKOW, BbIMOMHSIOTCS 3@ CYET CPEACTB
MCTOYHMKOB KOMMMEKTOBaHUSA, NepeaaloLmMX yka3aHHble JOKYMEHTbI.

Mpy Npueme apXMBHbIX JOKYMEHTOB NMPOBOAATCA NPOBEpKa UX PU3NYECKOTr0, CAaHUTAPHO-TUTMEHNYECKOTO,
TEXHWYECKOr0 COCTOSIHWS, a TakKe NpPOBEpKa CTPaxXOBblX KOMMWIA Ha 0COBGO LEHHbIE AOKYMEHTbl U
YHUKambHbIE OKYMEHTbI U NPOBEPKa KOMMMEKTHOCTM YYETHbIX JOKYMEHTOB.

HokymeHTbl ApxuBHOoro doHga Poccuinckon odegepaumm nNPUHUMAKOTCA B FOCYAapCTBEHHbLIA M
MyHULUMNanbHbIA apxus, opraHu3aumnio POCCUICKON akageMun Hayk no yTeepxaeHHoiM MK onucam gen,
JOKYMEHTOB; AOKYMEHTbI MO JIMMHOMY COCTaBy - NoO cornacoBaHHbiM 3K onucamM gen, AOKYMEHTOB;
APXMBHbIE JOKYMEHTbI C HE UCTEKLLUMMU CPOKAMU BPEMEHHOTO XPAHEHUS - NO CAATOYHLIM OMUCSIM.

Mprem aen Npou3BOAMUTCS NOEAUHUYHO; 0COBO0 LEHHbIE AeNna NPUHUMAIOTCS C UX MONUCTHOW NPOBEPKOM.
Ha Bcex akzemnnsipax onucu aen, AOKYMEHTOB AenaroTcsi OTMETKN O MPUEME apXUBHbIX JOKYMEHTOB B
apxuB. Mpu OTCYTCTBUM €AMHULL XPAHEHUS], YKa3aHHbIX B ONUCK Aen, AOKYMEHTOB, B HEl [1eNnaeTcs HoBas
UTOroBas 3anucb. Homepa OTCYTCTBYIOLMX €AWUHUL, XpaHEHNUS U NPUYMHBLI OTCYTCTBUS OFOBapMBaIOTCS B
aKkTe npueMa-nepegayn [JOKYMEHTOB Ha XpaHeHue M B NpunaraemMoi k akTy cnpaske. WCTOYHMK
KOMMEKTOBAHUSA NPUHUMAET MepPbl MO PO3bICKY HE MOCTYMMUBLUMX HA XPAHEHUE apPXWBHBLIX JOKYMEHTOB.
YTpauyeHHble NOANNHHbIE apXMUBHbIE OKYMEHTbI MOTYT BbITb 3aMEHEHbI UX KOMUSIMMU.

Mpuem apxmBHbIX AOKYMEHTOB O(OPMISETCA akTOM npuema-nepesayn OOKYMEHTOB Ha XpaHeHue
(npunoxeHue Ne 9), coctaBnsiembiM B ABYX ak3emnnapax. OAnH IK3eMNnap 0CTaeTcs B apxuBe, APYron -
B WCTOYHMKE KOMMIEKTOBAHMA. Bmecte ¢ apxuBHbIMM [OKYMEHTaMW B apxuB MNepefalTca Tpu
3K3eMnnapa onucu gen, 4OKYMEHTOB.

Mpn NEepBOM MpUMEME AapXUBHbLIX OOKYMEHTOB OT WMCTOYHMKA KOMMIEKTOBAHMA MPUHUMAETCA Takoke
UCTOpMYECKas CrnpaBka O HEM K ero poHge, KoTopas 3aTem AONOMHAETCA CBEAEHUSAMU 00 N3MEHEHUSAX B
Ha3BaHUK, PYHKUUSIX, CTPYKTYPE UCTOYHMKA KOMMMEKTOBaHuA (hoHgoobpasoBaTens).

Mpuem apxuMBHbIX AOKYMEHTOB Ha BPEMEHHOE XpaHeHue OMOPMISETCa akToM Mpuema-nepegadu
OOKYMEHTOB Ha XpaHeHue (npunoxeHue Ne 9) u npou3BoanTCa N0 CAATOYHOW OMUCHK.

4.4.2. [OKyMeHTbl OT rpaxgaH NOoCTynalwT B apXWB W BKAKYAKTCA B COCTaB ApPXMBHOro poHaa
Poccuiickon degepaumm no AOroBopy AapeHud, no 3aBellaHuio, No AOroBopy Kynnu-npogaku, no
peLueHuto cyaa.

MNpuem ykasaHHbIX JOKYMEHTOB B apXMB OCYLLECTBNAETCA Ha OCHOBaHUKU peweHua IlK degepanbHOro
rocyaapcrBeHHoro apxuea; O3lMK ynonHOMOYEHHOro opraHa WCMONMHUTENbHOM BRacTu CyObekTa
Poccuiickon ®degepaunm B cdepe apxXMBHOIMO gena; 3KCNepTHOW OHAO0BO-3aKyNOYHON KOMMWCCUK
roCy4apCTBEHHOrO0 MM MYHUUMNANbLHOIO My3es; 9KCMepTHOM KOMWUCCUM TFOCYAapCTBEHHOM UMM
MyHUUMNansHon 6udnuotekn; AMK Apxmea POCCUIICKON akageMun HayKk no pesynbTatam pacCMOTPEHUsI
CAATOYHOWM USNN OLEHOYHOWM OMUCK U 3aKIIOYEHUS IKCnepTa u 0POPMNAETCH akTOM NMpMema Ha XpaHeHue
OOKYMEHTOB JIMYHOro npoucxoxaeHus (npunoxxeHue Ne 10).

Mpu oTpUUATENLHOM PELLEHUM BOMPOCA O NpUeMe UMM NPUOBPETEHUN apXMBOM YKa3aHHbIX apXMBHbIX
JIOKYMEHTOB, a TaKkke BO3BpaTe MO pe3ynbratam 9KCMepTU3bl LEHHOCTM MX 4acTu M3 uucna



HaxOAMBLUMXCA B apxWBe, COCTABMSIETCA aKT BO3Bparta [JOKYMEHTOB B [ABYX 9k3emnnapax. OauH
JK3EMMNSAP aKkTa OCTAeTCs B apxuBe, APYrod BMECT€ C [JOKYMEHTamu (MX 4acTbio) BO3BpALLAETCS
cOBCTBEHHUKY UMK BNnagernbLy.

4.4.3. AyauoBusyarnbHble JOOKYMEHTbl MPUHUMAIOTCA HA XpaHEHWE B CreAyloWeM KOMMNeKTe:
KMHOAOKYMEHTbI ((punbMbl, CNELUBbINYCKW) - HEraTUB M300paXkeHuUsi, HeraTue HOHOrPaMMbl, MArHUTHbIN
opurmHan (oHorpammbl, MNO3MTUBHAs  KOMMA, MarHWUTHasg oOHOorpamma LWYMOB U MY3bIKU,
NPOMEXYTOYHbIM  NO3UTUB  U300Pa>KeHMs, YCTAHOBOYHLIE pPOMMKA M Macnopta Ans  UBETHbIX
KMHOZOKYMEHTOB (B MCKIIOYUTENbHBLIX CRydasx MPUHUMAETCS HENOMHbLIN KOMMMEKT); POTOAOKYMEHTHI -
HeraTuB, KOHTPOJSIbHbIA hOTOOTNEYaTOK; (POHOAOKYMEHTbI WM BUAEOAOKYMEHTbI - OpUIMHAN W KOMWS.
OJHOBPEMEHHO MPUHMMAETCHA TEKCTOBAsA COMNPOBOAUTENbHAA AOKYMEHTauus: ANA KWHOLOKYMEHTOB -
MOHTaXKHbIE JIUCTbI, @HHOTAaLMU, Pa3pPELUUTENbHLIE YAOCTOBEPEHUA K 3aKOHYEHHLIM MPOU3BEAEHUAM,
aKTbl TEXHUYECKOTO COCTOSIHMA, 3anucu LBETOBLIX M CBETOBLIX NAcnoptoB; Ans POTOAOKYMEHTOB -
aHHOTauus; AN (POHOLOKYMEHTOB - CONPOBOAUTENbHAA AOKYMEHTaUUs; AN BMAEOLOKYMEHTOB - aKTbl
TEXHUYECKOIO COCTOSHUS.

OnNeKTPOHHbIE [OKYMEHTbl MPUHUMAIOTCA Ha XpaHeHWe B COMPOBOXAEHUWM NPOrpaMMHbIX CPeacCTB,
MO3BONAOLLMX UX BOCNPOU3BECTU, U C HEOOXOAUMbIM KOMMNEKTOM CONPOBOAMTENBHON AOKYMEHTALUN.

4.4.4. [JOKyMeHTbl, CO34aHHble apXMBOM B pPe3ynbTaT€ WMHULUMATUBHOIO AOKYMEHTMPOBAHMSA COObLITUNA
COBPEMEHHOCTU MIK NpoLnoro (aHkeTsl, poTorpadumn, 3anucu BOCNOMUHAHWUIA, Becen, MHTEPBbLIO U T.4.),
BKNIOYaloTCA B coctaB ApxuBHOro dhoHga Poccuiickon Pegepaumm M BHOCATCA B ONWUCL Aen,
OOKYMEHTOB, KoTopas yreepxaaetrca OJlK degepanbHOro rocygapcreeHHoro apxuea, 3K
YNONMHOMOYEHHOTO OpraHa MWCMOMHUTENBHOM Bnactu cybbekta Poccunckon depepauun B cdepe
apXUBHOIO Aena, 9KCnepTHoOW POHA0BO-3aKyNOYHOW KOMUCCUEN rOCYAapPCTBEHHOIO UMW MyHULUMMANbLHOMO
My3€sl; SKCNepTHOW KOMWUCCUEN rocyaapCTBEHHOW WIM MyHuuunanbHoOW 6ubnuotekn, 3MK Apxusa
Poccuiickor akagemMun Hayk. lNpuem ykasaHHbIX OOKYMEHTOB OhOpMAAeTCs akToM npuema-nepegaqvu
JOKYMEHTOB Ha MOCTOSAHHOE XpaHeHue.

4.4.5. TlpueM CeKpeTHbIX [OOKYMEHTOB OT MCTOYHWKOB KOMMMNEKTOBaHMA T[OCYdapCTBEHHOMO M
MYHMLUUMNANbLHOrO apxmMBOB, OpraHu3auuu POCCUIRCKOW akageMnm Hayk OCYLLECTBAETCA B COOTBETCTBUM
C 3aKoHoaaTenbCcTBOM Poccuiickoi degepauun o rocyaapCTBEHHON TalHe NO akTy U OTAENbHbLIM ONUCAM
aen, JOKYMEHTOB.

4.5, Mpuem gokymeHTOB ApxmuBHOro dpoHga Poccuiickoin degepaumm u apyrux apxmBHbIX OOKYMEHTOB,
CPOKM BPEMEHHOTO XPaHEHMSA KOTOPbIX HE WUCTEKNW, OT NUKBUAWPOBAHHBLIX rOCYAapCTBEHHBLIX OPraHoBs,
OpraHoB  MECTHOr0  CamoynpaBfieHWs, TFOCYAAPCTBEHHBIX WM MYHMUMNANbHbLIX  OpraHu3auui
OCYLLECTBMNAETCA B COOTBETCTBMM C AEWCTBYIOLLMM 3aKOHOAATENbCTBOM UM B NOpsSAKe, YCTAaHOBIEHHOM
HacTosawumu MNpasunamu (cm. n. 4.4.1.).

Mpn NUKBMAALMU HEroCyAapCTBEHHbIX OpraHusauuii 00pasoBaBLUMECH B MPOLIECCE UX AEATENbHOCTU
OOKYMeHTbl ApxuBHOro choHga Poccuiickon Pepepauyumn, AOKYMEHTbI MO NUYHOMY COCTaBy, a Takke
ApXMBHbIE [OKYMEHTbI, CPOKM BPEMEHHOrO XPaHEHWUs KOTOPbIX HE WCTEeKnM, MOCTynawT B apxXuB B
COOTBETCTBUM C 3akoHOoAaTenbCTBOM Poccuiickon Pegepauum M Ha OCHOBAHUM [JOroBopa Mexay
NUKBUAALMOHHOW KOMUCCUEW (NukBMAAToOpoM) M apxuBoM. [lpu 9TOM nuKBMAAUMOHHASA KOMUCCUA
(NMKBMAaTOP) OPraHU3yeT Ux ynopsagovyeHne B yCTAHOBNIEHHOM NOPSAAKE.

ApXUBHbIE [OKYMEHTbl C HE WCTEKLWIUMMU CPOKAMM BPEMEHHOTO XpaHEHWs, NPUHATbIE apXUBOM OT
NUKBUAWUPOBAHHON OPraHU3aLuu, BbIAENAIOTCHA K YHUUTOXEHUIO MO UCTEYEHWW YCTAHOBIIEHHBLIX CPOKOB
XpPaHeHUs. ApPXMBHbIE [JOKYMEHTbI, WMMEKOWME B COOTBETCTBMM C TWMOBBLIMM WM OTPaCNEBbIMU
nepevYHaMmn CpoK xpaHeHus ¢ noMmeTkon "IMMK", BbIAENAITCA K YHUUTOXEHUIO TONLKO NOCcne nNpoBeaeHns
3KCNEePTM3bl X LLEHHOCTM M 0TOOPA HA NOCTOSAHHOE XPaHEHHE.

Mepeaaya apXMBHbIX AOKYMEHTOB U3 apXMBa B apXUB

4.6. MNepepaya apxuBHbIX AOKYMEHTOB HaxoAAaLMXCs B dheaepanbHOW COOCTBEHHOCTU, COBCTBEHHOCTM
cybbekta Poccuiickoin deaepaumm unu MyHUUUNANbLHOM COOBCTBEHHOCTU, U3 OAHOTO apxuBa B APYron
OCYLLECTBNAETCA B COOTBETCTBUMU C 3aKOHOA4ATeNbCTBOM Poccuiickon degepayum, 3akoHO4ATENLCTBOM
cybbekta Poccuiickon degepauun, MyHMUMNanbHbIMM NPaBOBbIMM  aktamu. [lpu  nepepadve
COCTaBMAETCA akT NpMema-nepegadu JOKyMEeHTOB Ha xpaHeHue (MpunoxexHue Ne 9) B AByx akzemnnapax,
OJHOBPEMEHHO NepeaalTCsa TPU IK3eMNsapa OnuMcen aesn, 4OKYMEHTOB, Aeno hoHga u nucT onaa.

KomnnekroBaHue apXMBHbIMU AOKYMEHTaMM u3-3a pybexa



4.7. ApxvB MOXET KOMMMNEKTOBATbCHA apXUBHbIMW OOKYMEHTaMW POCCUMIUCKOr0 MNPOMCXOXOEHMUS,
Haxo4AWMUMUCA NO pasnuYHbIM NpudKHaM 3a npegenamu Poccuiickon depepauun, n/mnu apxmeBHbIMU
JOKYMEHTaMU 3apyOeskHOro NPOMCXOXAEHUSA, UMEIOLLIMMMK 3HaYeHne ansa Poccun.

Mpuem nony4veHHbiX U3-3a pybeka apXMBHLIX JOKYMEHTOB B apXuB OCYLLECTBMASIETCA B COOTBETCTBUM C
JOrOBOPOM Mexay COOCTBEHHMKOM WM BnagenbLeM YKasaHHbIX OKYMEHTOB U apxXMBOM O MpOAaxe,
JapeHUM NOASNMHHBLIX JOKYMEHTOB UNU MX KOMWUIA, OOMEHE KOMMAMU JOKYMEHTOB. 3aknoyeHme 4orosopa
OCYLLECTBMNAETCA C Y4Y4e€TOM 3aKOHOZATEnbCTBA COOTBETCTBYIOLLEW CTpaHbl. B pgorosope mMoryT
oroBapmBaTtbCsi 0CODOble YCMOBMS MCNONb30BaHUSA NepefaBaeMbiX apXMBHBIX JOKYMEHTOB. [lpuem
ohopMIISAETCAa akTOM nNpuemMa-nepeaaymn 4O0KYMEHTOB Ha XpaHeHue (npunoxeHue Ne 9).

ApXUBHbIE [OKYMEHTbI, MOCTYMMBLUME WK3-3a pyDexa B BMAE NOANMHHMKOB WU KOMWMW HA npaBax
NOAMWHHUKOB, MPUHATBHIE HA MOCTOAHHOE XPAHEHUE B apPXMB, HE3AaBUCUMO OT WX MPOUCXOXKOEHUS
BKNIOYaloTCcs B coctaB ApxuBHOro doHga Poccuiickorn Peagepaumn u nognexar rocyaapcTBEHHOMY
yyery.

Bsaumogeincteue apxuBa ¢ MICTOYHUKAMU KOMIJIeKTOBAaHUA

4.8. ApxMB COBMECTHO C MWCTOMHMKAMW KOMMMEKTOBAHUS apxuBa pacCMaTpuBaeT U TOTOBUT K
COrMacoBaHWI0O COOTBETCTBYIOLLMM YMONMHOMOYEHHbIM OPraHOM WCMONMHUTENbLHOW Bractu B cdepe
apXMBHOTO fAena WNuM COrnacoBbIBAET B COOTBETCTBMM C MPEAOCTABMEHHbIMU €My MOMHOMOYMSIMM
MHCTPYKLUMW NO AeNONPOU3BOACTBY, MPUMEPHbIE U MHAMBUAYANbHbIE HOMEHKNATYPbI A€, NONOXEHUsi 06
apxumBax 1 IKCMEPTHbIX KOMUCCUSAX UCTOYHUKOB KOMMNMEKTOBAHWS apXuBa.

Apxue y4actyeT B pabote LISK (OK) MCTOUHMKOB KOMMMNEKTOBAHUSA apXMBa.

ApXUB NPUHMMAET y4yacTue B NpoBepkax CoBNogeHns NpaBuil OpraHu3aLmmn XpaHEHUs, KOMMNIEKTOBaHNUS,
yyeTa um UCMONb30BaHUS apXUBHBLIX JOKYMEHTOB B UCTOMHMKAX KOMMIIEKTOBAHMA apXmMBa, OPraHUu3yembix
crneyunansHoO YyNOSIHOMOYEHHbIM (hbedeparnbHbiM OPraHOM MCNOMHUTENBHOW BNacTu B chepe apxXUBHOTO
Aena, opraHamu rocyaapCTBeHHOW Brnactu cybbektoB Poccuiickon deaepauun, B TOM u4ucne
YNONMHOMOYEHHbIMW OpraHamMu MCMONMHUTENbHOW BNactu cybbektoB Poccunckon deaepauumn B cepe
apXMBHOTO gena.

4.9. ApxuB B npeaenax npegoCTaBNEHHbIX €My MOSTHOMOYMA B LEnsX dopMupoBaHua U obecneveHus
COXPaHHOCTU AOKYMEHTOB ApXuBHOro doHga Poccuiickon Pepepauun, HaxogAWUXCA HA BPEMEHHOM
XPaHEHUU, OCYLLECTBNAET B3aMMOAENCTBME C AENONPOWU3BOACTBEHHLIMU, APXUBHBLIMU U SKCMEPTHLIMM
cny>x0ammu UCTOYHMKOB €ro KOMMITEKTOBAHMA.

B aTuX Lensix apxuMB OKA3blBAET yKa3aHHbIM Cny>bam METOAUYECKYI0 U NPaKTUYECKYI0 MOMOLLb, B TOM
yucne Ha 4OroBOPHONW OCHOBE:

B OpraHu3auuy JOKYMEHTOB B A€NONpou3BoACTBE U (hOPMUPOBaAHUK AEN;

no oTbopy AOKYMEHTOB B COCTaB ApxuMBHOro choHga Poccuiickon degepauum M NOAroTOBKE UX K
nepegayve Ha NOCTOSAHHOE XPaHEeHue;

Mo ynopsifioueHno JOKYMEHTOB MO FINYHOMY COCTaBY;

Nno BeAEHUID y4yeTa AOKYMEHTOB ApxuBHOro ¢oHga Poccuiickon <Pegepaumn, HaxoaAWMXCA Ha
BPEMEHHOM XPaHEHUN;

Mo NOAroTOBKE HOPMATUBHbLIX U METOAMYECKUX AOKYMEHTOB (MOocoBmii) Mo BoNpocamM AenonpoM3BoACTBa
U apXWBHOTO Aena;

Mo COBEPLUEHCTBOBaHMIO PaboThl AEMNOMNPOU3BOACTBEHHbIX, aPXUBHbIX U IKCMEPTHbIX CNyXO UCTOYHUKOB
KOMMMEKTOBaHUS;

B MOBbILLEHUM NMPOHECCUOHANBHON KBanudukaLmum paboTHUKOB YKasaHHbIX CNyx0.

V. OPFAHU3ALUUA WUCMONb30OBAHUA OOKYMEHTOB APXMBHOIO ®OHOA POCCUWCKOWU
SOEOEPALIMML U APYTUX APXUBHBIX JOKYMEHTOB B APXMUBE

[docTyn nonb3oBarenen K apXMBHbIM OOKYMEHTaM

5.1. ApxuB npepocrtaBnAer MNONbL3OBATENIO OTKPLITbIE AOKYMEHTbl ApPXMBHOrO poHaa POCCUMICKONW
Pbenepaumm n gpyrme apxuBHble OKYMEHTHI, 8 TAKKe CMPaBOYHO-MOMCKOBLIE CPEACTBA K HUM U U3JaHUsA
OMOBNNOTEYHOro (CNPaBOYMHO-MHAOPMALMOHHOI0) hoHAA.



ApxuB obecrnedMBaeT AOCTYNn MOMb30BATENA K CEKPETHbIM  AenaM, Aernam, COAepKalium
KOHbMAeHUmanbHyto  uHdopMaumio, 0asam [aHHbIX C  YY4ETOM OrPaHUYEeHWUr, YCTAHOBIEHHbIX
3aKkoHogarenbCTBOM Poccuiickon deaepaumu, U yCrOBUIA, KOTOPble YCTAHOBMIM COOCTBEHHUKWM UMK
Bnagenbubl apXMBHbIX JOKYMEHTOB NPU MX Nepefayve B apxumB.

Joctyn nonb3oBatenst K NOANMWHHMKAM OCOB0 LEHHbIX OOKYMEHTOB, B TOM YMUCIE YHUKANbHbIX
OOKYMEHTOB, K JdokymeHTam ApxuBHoro doHaa Poccuiickon Peagepaynu, Haxogawmmca B
Heya0BNETBOPUTENBHOM (PU3NUECKOM COCTOSIHUM, OCYLLECTBMSIETCS B UCKMIOYUTENbHBIX Cny4dasix (B TOM
yucne Ana npoeeAeHust paboT No u3ydeHuto naneorpaduyeckux OCOBEHHOCTEN TEKCTOB apXMBHbIX
JOKYMEHTOB) C MUCbMEHHOTO paspeLleHns pyKoBOAMTENS apxua. [lonb3oBaTentio npeaocTaBnAlTCs
KOMUMW YyKa3aHHbIX AOKYMEHTOB (POHA MOMNb30BAHUA) UM AOKYMEHTAanbHbIE NybGnukauuu, coaepxaliue
OaHHbIE JOKYMEHTbI.

ApXUB He BMpaBe OrpaHWYMBaTL WM OMNPEAENsTb NOMb30BATENK YCNOBMA  UCNONb30BAaHUA
uHopmauum, NOMYYEHHON MM B pe3ynbTaTe CaMOCTOATENbHOr0 NOMCKa MMM NPesoCTaBNEHHON eMy B
nopsgke oOkasaHWs apxuMBOM NMaTHbIX YCAYr, 34 MUCKIIOYEHMEM CryyaeB, MpegyCcMOTPEHHbIX
3akoHogatenscTeoM Poccuiickoi degepayumn UnNu OroBOPEHHbLIX B AOrOBOPE apxmBa C Monb3oBaTenem
N0 MHPOPMALIMOHHOMY OBCIY)KUBAHMIO.

OpraHusauus pabéoTbl N0 paccekpPeunBaHUIO APXMBHbLIX AOKYMEHTOB

5.2. PykoBoauTENb apxuBa OpraHu3yeT nposegeHue paboTbl NO KOHTPOMIO 3a CPOKaAMU CEKPETHOCTU
APXMBHbIX  JOKYMEHTOB, WMEKLWMX Tpudbl CEKPETHOCTM, U  MHMOpMUPYET  pyKoBOAUTENEN
roCy4apCTBEHHbLIX OPraHoB, HaJEeMneHHbIX NOMHOMOUYUAMU NO OTHECEHUIO CBEAEHWIN K roCyaapCTBEHHON
TamnHe, a TaKke PyKOBOAMTENEN OPraHU3auun 0 HaNMMyYUKU B apXxmMBe CEKPETHbLIX apPXMBHBLIX 4OKYMEHTOB CO
CpOKaMMW CEKPETHOCTU COAEPXALLUUXCH B HUX CBeAeHUI cBbille 30 neT, ux coctaBe U o6bemax.

PykoBoauTenb apxuBa OpraHU3yeT pacCeKkpeuuBaHWe apxXMBHbIX OKYMEHTOB B cryyae o(ULManbHOro
JleNnerMpoBaHusi MONHOMOYMA HA nNpoBeaeHWe 3Toi paboTbl PYKOBOAUTENEM COOTBETCTBYIOLLEIO
rocyaapCTBEHHOIO opraHa unu opraHusauuu.

B apxuBe co3gaetca KOMUCCUS MO PACCEKPEYMBAHMIO apXMBHBLIX AOKYMEHTOB. [ONOXEHNE O KOMUCCHUM U
nepcoHanbHbI COCTaB yTBepxgalTes: B dyegepanbHOM rocygapcTBEHHOM apxvMBe - PYKOBOAUTENEM; B
apxuee cybbekra Poccuiickon deaepauum - pykoBogutenem ynornHOMOYEHHOro opraHa UCNONHUTENLHON
BnacTtu cybbekra Poccuiickon deaepauum B chepe apxuBHoro gena. Komuccusa ocyulectenset paboTty B
NIaHOBOM NMOPSAKE, a TaKKe B CBA3K C 00paLLeHUs MK NONb30BaTENEN.

PelieHne komuccuM BCTynaeT B CUSy NOCNE yTBEPXAEHWUA PyKoBOAWUTEnem apxueBa. Ha ocHoBaHuu
peweHna KOMUCCUU OOpMAAETCA akT O pacCekpevnBaHuM apxXuBHbIX AOKYMEHTOB (cMm. n. 3.7.7)),
KOTOPbIN COrNacoBbIBAETCA C rOCYAapCTBEHHbIM OPraHOM WU OpraHu3auuen, HagenvBLUMMMW apXuB
COOTBETCTBYOLLMMM MOSTHOMOYUAMMU.

3anpockl nonb3oBaTtenen O pacCekpeyYuBaHUM aPXMBHbLIX AOKYMEHTOB paccMaTpuMBalOTCA apxXuBOM B
YCTAHOBMEHHbIW  3aKOHOAATENbCTBOM  CpPOK. EcCnu  apxuB HE MNOMHOMOYEH pacceKkpevnBaTb
3anpaluMBaeMble CBEAEHMA, OH B MECAYHBIN CPOK C MOMEHTa NOCTYMNfeHMs 3anpoca HanpaensaeT ero B
COOTBETCTBYIOLLUUIA TOCYAApPCTBEHHbIA  OpraH, MNONTHOMOYHLIA  paccMaTpuBatb BOMPOC 06  ux
paccekpe4ymBaHuu, unu B MexxBeaoMCTBEHHYO Komuccuio (MBK) no sawmte rocygapCTBEHHOW TaiHbI
UNn B MEXXBEJOMCTBEHHYIO 3KCMEPTHYIO KOMUCCULIO, AENCTBYIOLYI0 B cyObekTe Poccuiickoin ®eaepauum,
0 YeM yBeJOMIAET NOoMb30BaTenNs, HanpaBMBLLETO 3anpoc.

ApxuUB NpefoCTaBnseT ANS U3YYEHUS U OPraHu3auumn pacCekpeunBaHnsa YneHam KCNEPTHBIX KOMUCCUIA,
CO3[aHHbIX B OpraHu3auusax, PYKOBOAWUTENM KOTOPbIX HAAENeEHbl MNOMHOMOYUSMM MO OTHECEHUIO
CBEAEHUN K rocygapCTBEHHOW TaiHe, YrieHam 3KCnepTHbIX rpynn, copmupoBaHHbix MBK no sawute
rocy4apCTBEHHON TalHbl, a TaKKe YNeHaM UHbIX KOMUCCUI, NOMHOMOYHBIX PACCEKPEeYMBATL AOKYMEHTHI
NUKBUAMPOBAHHBLIX OPraHM3auuii, He UMEKOLLMX MPaBONPEEMHUKOB, apXMUBHBLIE JOKYMEHTbI UM apXWUBHLIE
Konuu, a Takke HEOOXOAMMYKO MHpopMauuIO.

CnpaBOYHO-NOMCKOBbIE CpeacTBa (Hay4YHO-CMPABOYHbIN annapar) K apXuBHbIM AOKYMEHTaM

5.3. Ona obecnevyeHus [ocTyna K apxuMBHbIM [OKYMEHTaM apxuB MNpPeAoCTaBnseT NoMb30BaTento
CMpaBOYHO-MOUCKOBLIE  CPEACTBA K HUM  (COBOKYMHOCTb  OMWCAHMIA  APXMBHbIX  JOKYMEHTOB,
NPeaCTaBEHHbIX B aPXUBHLIX CNPAaBOYHUKAX, MPEAHA3HAYEHHbIX ANA MOUCKA apXMBHBLIX JOKYMEHTOB U
cogepXallencsa B HUX 4OKYMEHTHOW MHopmauun).

5.3.1. Komnnekc B3aMMOCBAA3aHHLIX W B3auMMOAONOJSIHAEMbIX, CO34aBaeMbiX Ha €eauHOW HaydHOo-
METOAMYECKOW OCHOBE AapXMUBHbIX CMPABOYHUKOB O COCTaBe W COAEPXKAHWM aPXUBHLIX AOKYMEHTOB



(cuctema HaydHo-cnpaBouvHoro annapara (HCA) apxuBa) BKnouaeT obdAsaTenbHble AnNS BeAeHus B
apxXMBE apXUBHbIE CMPABOYHMKM (OMUCb AEn, JOKYMEHTOB; MyTEBOAUTENL; CUCTEMATUYECKMIA KaTanor) u
JOMOSTHMTENbHBLIE apPXUBHLIE CNPABOYHUKU (yKasaTenb; 0030p).

B apxuBe BeaeTcsa aHanus U y4eT coctosiHua cuctembl HCA apxuea Ha BymakHOM HocuTene (kypHan no
y4yeTy coctoaHua HCA, kapToTeka) n/unu B aBTOMaTU3MPOBAHHOM PEXUME.

O6wme TPe6OBaAHUA K OMUCAHUIO APXUBHBIX AOKYMEHTOB

5.4. OnucaHue apxuBHbIX [AOKYMEHTOB (co3gaHue uWHopmauMm Aand apxuBHbIX CNpPaBOYHUKOB)
NPOBOAMTCA Ha TPEX YPOBHAX: apxXuBHbIM )OHA, €AuHMUa XpaHeHus/eauHuua ydveTta, apXuBHbIN
JOKYMeHT. Mpu HEOOXO0AUMOCTM ONUCAHME MOXKET NPOBOAMTLCA NO rpynnam apxuBHbIX POHAOB, rpynnam
eAMHUL XpaHeHWs/eAMHWUL y4yeTa, KOMMMEKTaM, Fpynnam apxXuBHbIX AOKYMEHTOB, 4acTW apXUBHOIO
JOKYyMeHTa.

OnucaHne apxuBHbIX 4OKYMEHTOB NPOBOAMTCA Ha rocyaapcTBeHHOM A3blke Poccuickon Pepepauumn u
MOXET AOMOMHUTENBHO NPOBOAMTCA Ha sA3blkax CcybbekToB Poccunckon Pegepauum u  A3blkax
MEHBbLUUHCTB.

OCHOBOM apXMBHOTO CNPaBOYHUKA SABASETCA OMMcaTenbHas craTbd, COCTOSALAs M3  Creaylowmx
oba3aTenbHbIX 3NEMEHTOB: CBEAEHWUH, UAEHTUDUUMPYIOLUX UHGOpMaUUO (Ha3BaHME U CnpaBOYHbIE
OaHHble apxXuMBHOrO ooHAa, €AUHULbI XpPaHEHUA/eAWHUUbl y4eTa, apXUBHOIMO AOKYMEHTA); CBEAEHUN O
COCTaBe U coAep)kaHuu uHdopMauuu; cBegeHuin 006 yCcrnoBUSAX AOCTyNna M yCroBUAX MCMONb30BaHMSA
MHdOpMaUUK; CBEAEHUI N0 UCTOPUU apxXMBHOro dhoHaa (4na ypoBHA apXMBHOro ooHaa).

Mpyu HeoBXOAMMOCTM B ONUCATENbHYID CTaTbl0 BKMOYAOTCA AOMONIHUTENbHbIE CBEAEHUS O
MECTOHAXOXAEHUN OPWUIMHANOB; O HaNU4YMM apXMBHBLIX OOKYMeHTOB doHaoobpasoBatens B COCTaBe
APYrMx apxmBHbIX DOHAOB U MECTAxX UX XpaHeHus, Bubnuorpadus u ap.

5.4.1. OnucarenbHas cTatbsl apXMBHOIO CpaBOYHUKA Ha YPOBHE apXMBHOro (poHaa BKNOYAET: Ha3BaHue
apxuBHOro hoHga (cm. 3.5.3.), cnpaBoYHbIe AaHHbIE O HEM, UCTOPUYECKYIO cripaBky K doHAY, aHHOTaUUIO
0 COCTaBe U CoaepXXaHuu apXxmMBHbIX JOKYMEHTOB, MH(popMmaLMo 06 yCNOBUSX 4OCTYNa U UCMONb30BaHUA,
oubnuorpaduio.

5.4.1.1. CnpaBo4HblE AaHHble 00 apXUBHOM (POHAE COCTOAT M3 SNEMEHTa apXMBHOro wwmdpa (Homepa
doHaa); obbema apxMBHOro oHAA B €AMHMLAX XPaHEeHUA WunuM eauHuuax y4veta no Buaam
JOKYMEHTaUMW; KpamHMX [aT apXuBHbIX AOKYMEHTOB MO KaxKAOMY BMAY AOKYMEHTauuu; nepevHs
UMeoLLLerocs BHyTpudOHAOBOrO Hay4YHO-CNPaABOYHOrO annapara.

5.4.1.2. ictopuueckada cnpaBka K poHAy COCTOUT M3 MHdopmauumn no ucropum poHaoobpasosarens u
MCTOPUU apXMBHOro dooHAaa.

CeefgeHus no ucrtopun oHgoobpasoBaTend BKIOYAKOT: AaTbl €ro 00pasoBaHuA, MeEpPerMEHOBaHMUS,
peopraHmsauuu, nUKBMAALMKU, BEAOMCTBEHHYIO NPUHAANEXHOCTb, CTPYKTYPY W (PyHKUMW, Ha3BaHWA
opraHusaumu-npeawecTBEHHUKA M npaBonpeeMHuka. Ceegenna o doHpoobpasoBaTene apxmBHOMO
doHAAa NUYHOTO MPOUCXOXAEHMA BKIIOYAOT €ro Kpatkue Ouorpaduyeckme AaHHble (hamunus, ums,
OTYECTBO, MCEBAOHWUM, AeBudbA damMunus, AaTbl >KU3HU, Npodpeccus, AaHHble O CnyxebHoW u
OOLECTBEHHOI AEATENbHOCTK). [Na apXMBHOro )oHAA CEMbW, POAA aHANOTUYHbIE CBEAEHUS AAl0TCA O
KaXkgoM M3 POACTBEHHMKOB. [na 06beAMHEHHOr0 apXMBHOTO poHaa cocTaBnaeTcda obwasa ncropuyeckas
cnpaeka.

CBeeHusi MO0 UCTOPWUU apXMBHOTO hOHAA BKMIOYAIOT AaTy €ro NoCTyMNreHus B apxus, 06beM U KpaiHue
AaTbl apXMBHbIX AOKYMEHTOB, CTENeHb MX COXPAHHOCTU; OCOBEHHOCTM (POPMMPOBAHMUSA, OMUCAHUSA W
cucTemaTusaumn; MHGopMauuio 06 N3MEHEHUIX B COCTaBe U 0Gbeme apxXMBHOTo hoHaa U UX MPUUNHAX,
O HanuuuM apxuBHbIX AOKYMEHTOB APYrUX opraHusaumii unu nuy (poHAOBbIE BKIIOYEHKS); O COCTaBe
Hay4yHO-CMPaBOYHOro annaparta K apxuBHoMy dhoHay. [lnsi apXMBHOM KOMNMNEKUMU YKa3bIBAKOTCH CBEAEHUS
O BPEMEHM, YCMOBUSAX, MNPUYMHAX €& Cco3daHus; npuHuMnax OPMUPOBAHUS; MECTOHAXOXKIEHWUM
KONNeKUMU A0 NOCTYNNEHUS B apX1B; COCTABUTENE.

UcTopuueckas cnpaska K hOHAY KOPPEKTUPYETCA NPU M3MEHEHUN 0Dbema apxMBHOTO poHAa, a TaKkke B
cnyyae peopraHusaumu, U3MEHEHUSA CTPYKTYpbI, (hyHKUMA choHaoobpasosarens u T.m.

5.4.1.3. AHHOTaUMs O COCTaBe W COAEepPXaHMM apXMBHbLIX AOKYMEHTOB apXMBHOro dyoHga BKMO4YaeT
KpaTkylo OBODLLEHHYID XapakTepUCTMKY 3TMX OOKYMEHTOB MO BuAaM W UX COAEPXaHUS MO Temawm,
OTpaXkaloLWMM HanpaBneHus AeaTenbHOCTU (hoHZooOpasoBaTens, ¢ ykasaHUEM XPOHOSOTMM TEM WU
0603HavYeHneM ux reorpapmyeckux (a4MMHUCTPATUBHO-TEPPUTOPUATBHBIX) FPaHNLL.



5.4.1.4. YcnoBua gocTyna K apxXuMBHbIM AOKYMEHTaM apXWBHOro poHaa U MX UCNOMb30BAHUA BKNIOYAKOT
CBEJEHUS O HanuMyMum apxuMBHbIX [AOKYMEHTOB, AOCTYN K KOTOPbIM M MOPSAAOK MX WCMONb30BaHUSA
orpaHuWyeHbl 3aKkoHogaTenbCTBOM Poccuiickon deagepaumn unu  poHaoobpasoBatenem, a TaKkke
CBEAEHUS O HanM4mMm NOANUHHUKOB 0COOO0 LIEHHbIX JOKYMEHTOB, B TOM YMCNE YHUKANbHbIX JOKYMEHTOB, U
OOKYMeHTOB ApxuBHOro doHga Poccuiickon depepauun, HaxogsWMXca B HEYA0BNETBOPUTENbHOM
dPU3NYECKOM COCTOAHUM; O HANM4YMM PoHAA NONb30BAHMA.

5.4.1.5. bubnuorpacdua Kk apxmBHOMy poHAY BKMOYAET CNMCOK ONyOMUKOBAHHBLIX CNPABOYHUKOB MO
AaHHOMY POHAY U NOPOHAOBBIX AOKYMEHTANbHLIX NyOnMKaumi, BoINOMHEHHLIX HA €r0 OCHOBE.

5.4.2. OnucatenbHasa CTaTbsl apXUBHOMO CNpaBOYHMKA HA YPOBHE €AUHULbI XpaHEeHWA/eguHuUbl yvyeTa
BKITIOYAET: MOPSAAKOBBLIA HOMEP €AMHUUBLI XPaAHEHUS/eAMHWUUBbI YY€Ta; CTapbli UHBEHTAPHBLIA HOMED;
3arofioBOK  €AMHULLI  XPaHEHMSA/€OQUHMLUBI  y4YeTa; ChpaBOYHbIE [aHHbIE O HEeW; ykasaHue Ha
NOANTIMHHOCTL/KONUAHOCTb, B HOCUTENS (MNKU CNOCOB BOCNPOU3BEAEHUS), A3bIK, BHELLIHME 0COBEHHOCTH,
yCrnoBus 4OCTyNa U UCMONb30BaHUSA apXUBHbLIX AOKYMEHTOB. OnucartenbHas ctatbd Npu HEOOX0AMMOCTU
OOMOSHAETCA Ha3BaHWMEM apxMBHOro oHaa W €ero CTPYKTYPHOW 4actu (onucu Jen, OOKYMEHTOB),
AHHOTAUMEN OTAENbHLIX APXUBHLIX AOKYMEHTOB WM UX FPyNn AaHHOW €AUHULbl XpaHeHus/eguHuubl
yyera.

5.4.2.1. 3aronoBoK eguHULbI XpaHeHUa ynpaBneHYeckon AOKyMEHTauuKn, equHuULbl XpaHeHUs apXUBHbIX
JOKYMEHTOB JIMYHOIO MNPOUCXOXOEHMSA BKMIOYAET: HAWMEHOBAHWE BMAA apPXUBHbIX [JOKYMEHTOB;
aBTopa(oB) apxMBHbIX AOKyMeHTa(oB); agpecaTta(oB) Mnu KoppecnoHaeHTa(oB), KOTOPbIM HarnpasneHbl
WU OT KOTOPbIX MOMyYeHbl 4OKYMEHThI; BONPOC UNU NpeaMeT, Ha3BaHus cobbitusi, drakta, MECTHOCTH,
damMunuu M MHULMANOB NuUa, K KOTOPbIM OTHOCUTCA COAEpP)KaHWEe YKa3aHHbIX AOKYMEHTOB; Aatbl
coObITUn. B cnyyae OTCYTCTBMA HEODXOAMMbIX CBEAEHWA B 3arofioBOK BKIIOYAETCH MNOACHAKOLWANA
MHdopMauua: "aBTop He yCTaHOBMNEH".

3aronoBoK eAWHULUBI y4YeTa KWHOBWAEOAOKYMEHTa BKMIOYAET aBTOPCKOe HaseaHue UMbMa,
CneLBbINyCcKa, KMHOXypHana WNU Ha3BaHue coObITUS, OTPaXXEHHOro B KWHO- WNKU TEneciokeTe, AaTy
NPOW3BOACTBA W/WUMNK AaTy CbeMKU, paMUNUM U MHULMATIOB PEXUCCEPa /UMK onepaTopa CbeMKM.

3aronoBok eAuHULIbI y4eTa (POHOAOKYMEHTA BKMIOYAET Ha3BaHWE W aHp (POHOAO0KYMEHTa, Ha3BaHue,
MECTO W JaTty OTpaxeHHoro cobbitusi. pu OTCYTCTBMM Ha3BaHMsA (POHOAOKYMEHTA YyKa3blBaeTCSA
OCHOBHOE cojiep)kaHue Tene- UNu paguonepenadun, BbiCTynneHus, 6eceabl U Ap. 3aronoBOK eauHULIbI
yyeta (DOHOAOKYMEHTa, cojepykallero 3anucb MNpOM3BEAEHUs NnuTepaTypbl M WCKYCCTBA, BKMNo4YaeT
HasBaHMe NPOW3BEAEHMS W Ero >KaHp, NMEpPBYID CTPOKY TEKCTa, KOTopas 3akMoyaeTcsl B KaBblYKW, €Chu
OHOAOKYMEHTOM SIBMISIETC HE WMEIOLee aBTOPCKOr0 HasBaHWsi M He onybnuMKOBaHHOE paHee
npousseaeHue; hbamMunum U MHULKUANbLI aBTOPOB U/MNKM UCTMOMNHWUTENENR Kak camoro Npou3BEAEHUS, TakK U
ero o6paboToK, nepenoXxeHni, NeEPeBOAOB; A3blKk POHOAOKYMEHTA.

3aronoBoK €AWHWUUbI XpaHEeHUs (OTOAOKYMEHTA BKIMOYAET OMUCaHUE U300pakeHWst UNKU HasBaHue
doTtoanbboma, cnanga, Heratuea, hamunuUIo U UHULMAanNbl aBTOpa, MECTO U AaTy CheMKM.

5.4.2.2. CnpaBoYHble JaHHbIE 0 eAUHULE XpaHeHUs/eAuHULE y4eTa COCTOAT U3:

3MNEMEHTOB apxMBHOro Lwudpa (HoMepa doHaa; HOMEpa OMMCK Aen, AOKYMEHTOB; HOMepa eauHWLb
XpaHeHusi/eanHuLbl y4eTa);

obbemMa eauHWUbl XpaHeHWs/eAUHWUUbl y4yeTa: ANs apXUBHbIX AOKYMEHTOB Ha GyMa)XHOW OCHOBE -
KONUYECTBO NUCTOB; AN KMHOBMAEOMOHOAOKYMEHTOB (B 3aBUCMMOCTW OT BUAA) - KONMUYECTBO €AMHUL
XPaHeHWs B €4WHWLE y4eTa UMW eAMHUL y4eTa B eAMHULE XPAHEHUsi, METPaX, XPOHOMETPAaX, BPeEMS
3ByYaHust (B MMHYTax M cekyHaax); Ans dOTOAOKYMEHTOB - KONUYECTBO HEraTMBOB, COCTaBMSIIOLLUX
eVHNULY XpaHeHus; Ans ¢hoToanbboMoB - KONMMYECTBO hOTOOTNEYATKOB;

KpaWHMX [aT apXUBHbIX [OKYMEHTOB, ANA ayAnOBU3yarnbHbIX [O0KYMEHTOB - AaTbl 3anucu unm
nepesanucu.

5.4.2.3. B kauecTBe BMAOB MarepuanbHOro HOCUTENA eauHULbI XpaHeHUs/eAnHnLUbl y4eTa npu onucaHum
YKa3bIBaKOTCS:

ANA YNpaBneHYecKoi [AOKYMEHTaUMM M apXUBHbIX [OKYMEHTOB TIWYHOTO MPOUCXOXAEHus - Bymara,
Kanbka, nepraMeH, u 1.4.;

Ans pOHOAO0KYMEHTOB rpamMmMOpOHHON 3annucK - MaTepuan HOCUTENS;
Ans pOHOAO0KYMEHTOB MArHUTHOM 3anucu - TUN MarHUTHOW NEHTHI,
Ana BUAEOAOKYMEHTOB - hopmMar 3anucu;

Ana oTo- U KWKHOAOKYMEHTOB - hOpPMaT M OCHOBA MIEHKM, LiBETONepeaaya;



ANS 9NEeKTPOHHbIX JOKYMEHTOB - KOMMNAaKT-ANCK U/UNWU APYroi COBPEMEHHbIN HOCUTENb.

5.4.2.4. YcnoBua goctyna K eguvHuuam XpaHeHud/eamHuuam ydyeta U UxX UCMNOSIb30BaHWUS BKOYAKOT
CBEJEHUS O HanuMyMum apxuMBHbIX [AOKYMEHTOB, AOCTYN K KOTOPbIM M MOPSAAOK MX WCMONb30BaHUSA
orpaHuWyeHbl 3aKkoHogaTenbCTBOM Poccuiickon deagepaumn unu  poHaoobpasoBatenem, a TaKkke
CBEAEHUS O HanM4mMm NOANUHHUKOB 0COOO0 LIEHHbIX JOKYMEHTOB, B TOM YMCNE YHUKANbHbIX JOKYMEHTOB, U
OOKYMeHTOB ApxuBHOro doHga Poccuiickon depepauun, HaxogsWMXca B HEYA0BNETBOPUTENbHOM
PU3NYECKOM COCTOSHUK; CBEAEHUS O HaANU4MKU hPOHAA NONb30BAHMUSA; O A3bIKE U BHELUHUX OCOBEHHOCTAX
apPXUBHbLIX OKYMEHTOB; 0 Hanu4yun HCA K eguHuLUe XpaHeHusa/eguHuLe yyera.

5.4.3. OnucatenbHaa crartbs apxXMBHOIO CHpaBOYHMKA HA YPOBHE apXMBHOIMO AOKYMEHTa BKMIOYaEeT:
3arofioBOK; CMpaBOYHbIE AAHHLIE O HEM; YKa3aHME€ Ha MOAJIMHHOCTL/KOMUIHOCTL; BWA HOCMTENA (Mnu
cnocob BOCMPOU3BELEHMSA); YCITOBUS AOCTYNa U MCNOMb30BaHNUS.

5.4.3.1. 3aronoBoK apxXMBHOrO AOKYMEHTa BKIIOYAET. HaMMEHOBaHME BUAA apPXWUBHOMO [OOKYMEHTA,
aBTOpA; aapecara Unu KOPpPeCrnoHAEHTa, KOTOPOMY HanpaBneH UMM OT KOTOPOro MONyyYeH OOKYMEHT;
BOMPOC UMK nNpeameT, cobbiTue, dakT, NULUO, Ha3BaHUE MECTHOCTU, K KOTOPbIM OTHOCUTCSI COAepXKaHue
YKa3aHHOro AOKyMeHTa; aaTty cobbitua. B cnydae OTCyTCTBMS HEOBX0AMMbIX CBEAEHWMIA B 3aronoBOK
BKIMIOYAETCA MNOACHSIOWAa UHGopMauus: "aBTop He ycTaHoBmneH", "6e3 gatbl". [pun HeobxoauMoCTu
3arofioBOK AOMONHAETCA AaHHOTaUMEeRn, PacCKpbIBAKOLIEN HE OTpaXKEHHOE B 3aronoBke coaepXkaHue
[AHHOr0 A0KYyMEHTA.

5.4.3.2. CnpaBoYHble AaHHble 00 apXUBHOM [AOKYMEHTE COCTOAT M3 3NEMEHTOB AapXMBHOro Lwimdpa
(Homepa doHaa; HOMEepa OnuCH Aen, AOKYMEHTOB;, HOMepa eAUHWLbl XPaHeHWs/eQUHWLUbl YYeTa;
HOMEpPOB NUCTOB); 0ObeMa (KONIMYECTBA NIMCTOB) apPXMBHOIO AOKYMEHTA; AaTbl €r0 CO34aHus.

5.4.3.3. Ycnosua gocTtyna K apxXMBHOMY AOKYMEHTY M UCMOSb30BAHUA BKIOYAOT CBEAEHUA O Hanuuuu
OrpPaHU4YeHU Ha AOCTYN U OrpaHWYEHMI MO MCNOJSIb30BAHUIKD, YCTAHOBMEHHLIX 3aKOHOAATENbLCTBOM
Poccuiickoin ®eaepauun unu choHaoobpasoBartenem, a TaKke 00 OTHECEHUU ero K Yuncny ocobo LeHHbIX
OOKYMEHTOB, B TOM YUCIIE YHUKaNbHbLIX AOKYMEHTOB, UMW OOKYMEHTOB ApxuBHOro droHga PoCCUCKOM
Penepaummn, HaxXoAAWMXCA B HEYAOBETBOPUTENBLHOM (PU3UYECKOM COCTOSHWM; CBEAEHMS O Hanuyiuu
doHAa NONb30BaHUA; O A3bIKE WM BHELWHMX OCOOEHHOCTAX AapXUBHOTO AOKYMEHTa; O BKIIOYEHUU
MHdopMauun o Hem B cuctemy HCA.

5.5. MNpu cozgaHun HCA apxuB yuUTbIBAET HE TONbLKO 00LLME TpeboBaHMA K COCTaBNEHUIO ONUCATENbHbIX
cTaTemn apxXMBHbIX CMPABOYHUKOB, HO U OCOBEHHOCTM NOATOTOBKM MX KaXKZO0ro TUna u Buaa.

Onucek gen, AOKYMEHTOB

5.5.1. Onucb aen, 4OKYMEHTOB (apXMBHbIA CMPaBOYHUK, MPeAHa3HaYeHHbIW ANA pacKkpbITUA cocTasa U
COAEMKAHUA €4UHUL, XpaHeHUsA/eAUHUL, yYeTa, 3akpenneHna Ux BHYTPUGOHAOBON CUCTEMATM3ALMKN U
y4yeTa; npunoxeHua Ne 7 - 8) coCTouT M3 onucaTenbHbIX CTaTel eauHUL XpaHeHnsa/eguHuy ydeta (cm. n.
6.4.2.), utoroBow 3anucu (cm. n. 3.5.6), nucrta-zaseputena (npunoxxeHune Ne 3) n cnpaBo4YHOro annapara
K onucu.

B cnpaBoYHbIi annapaTt onucu Aen, A0OKYMEHTOB BXOAAT: TUTYNbHbLIW JIUCT; COAEepXaHue (ornasneHue),
NpPeancnoBue; CNUCOK COKPALLIEHUIA; NEPEBOAHbIE Tabnuubl apXMBHbLIX LLUMAPOB (B Criyvae nepepaboTKu
ONUCK); yKkasartenu.

Ha TuTynbHOM nucTe onucu Aen, AOKYMEHTOB MOMELLAIOTCA: MOMHOe Ha3BaHWe apxuBa, HasBaHUE W
HOMep apxuMBHOro ¢hoHaa, HOMEP M Ha3BaHWE OMWUCHU, KpalHWE AaTbl BHECEHHbIX B OMUCb apPXMBHBIX
JIOKYMEHTOB.

Mpeaucnoeue coctaeBnseTcss NGO K Kaxaoi onucu aen, AOKYMEHTOB, nubo obliee KO BCEM OMUCAM
apxuBHOro ¢oHaga. B npeaucnoBun KpaTko M3naraloTcs McTopusi poHAo00Bpa3oBaTenst U apXWUBHOIO
choHIa; aHHOTaUUs COCTaBa U COAEPXKaHWUSA apXMBHBIX JOKYMEHTOB (C BblaeneHuem Haunbonee TUNUYHbIX
rpynn eAuHUL, XpaHeHusi/enHUL, ydYeTa Mo WX BUAaM M PasHOBMAHOCTAM, MO COAEPXKAHWIO); COCTaB
CNpPaBOYHOro annaparta kK onucu. Mpu coOCTaBNEHUN OTAETNbHbIX NPEANCIOBUIA K KaXI0M ONUCU apXUBHOTO
choHaa Bce 06LIMe AaHHble Mo UcTopun hoHao0Bpa3oBaTens n UCTOPUS apXUBHOTO choHAa NOMeELLAlTCs
B NMPeAWNCNOBUM K MEPBOI ONWUCK e, 0KYMEHTOB.

Mpy HeO6X0AUMOCTHM K ONUCHK e, AOKYMEHTOB COCTaBNAOTCA 0bLIMe 1 cneuuanbHble ykazaTenu.

5.5.1.1. ApxuB B HE0BXOAUMBIX Cry4asix OPraHM3yeT yCOBEPLLUEHCTBOBaHME U nepepaboTky onucen aen,
JOKYMEHTOB.



YCOBepLUEHCTBOBAHNE ONMUCK A€EN, AOKYMEHTOB - KOMMMEKC paboT No MOBbILLEHUIO WHAOPMATUBHOCTH
OMUCK: YTOYHEHUIO 3arONMOBKOB €AWHUL, XpaHeHus/eanHuL, ydeta (6e3 N3MEHEHUa UX cucTemaTusaumu),
COCTaBNEHUI0 He0BX0AMMOro CNPaBOYHOro annapara K OmnucHm.

MepepaboTka onucu gen, AOKYMEHTOB - COCTaBNEHUE HOBOW OMUCKM B3aMEH CTapOW, He OTBedaloLlen
TpeboBaHUAM MOMCKA U yHETA apXUBHbLIX AOKYMEHTOB. [epepaboTka onucK BKITIOYAET: M3yYEHUE e4UHMUL,
XpaHeHUs/eAMHUL, y4eTa C MPOBEAEHUEM IKCMEPTU3bI WX LEHHOCTU, YTOYHEHMEeM ux (HOHAOBON
NPUHAANEXHOCTW; YTOYMHEHUE WKW COCTABMIEHWE 3arOfiOBKOB €AMHUL, XPaHEHUA/€AUHUL, YYeTa;
onpeaerneHne unm yTOYHEeHUE MX KpawHux gaT, nepecucteMatm3auuio eqmHUL XpaHeHus/eqnHuL ydeta
Mo HOBOM CXeMe cucTematTusauumM u coctaBneHme HeobXxoaMMOro CnpaBoYHOrO annapata k onucu. Mpu
nepepaboTKe ONUCU COCTABMAETCA NepeBogHasd Tabnuua CTapbiX U HOBbIX apXUBHbLIX WMPPOB €AUHNUL
XpPaHEHUS/eAMHUL, y4eTa. YHUUTOXKEHUE CTapbiX OMMCEN Aen, AOKYMEHTOB nocne ux nepepaboTku
3anpewaetca. Ctapble OMMCK YYUTLIBAKOTCA MO HOBLIM OMUCAM Ha MpaBax OTAENbHbIX EAUHNL, XPaHEHNS
M NOMELLAITCA B KOHLE HOBOW OMMCK 3a MOCNEAHWM HOMEPOM MOoA CBOMM 3aroflOBKOM WU C OTMETKOMN

"Onucb nepecocrasneHa. Cm. on.Ne ...".

MyTeBOoauTenu

5.5.2. MNMyTteBoautenb (apxvMBHbIA CNPaBOYHUK, CoAepalluMi CBeaeHust 06 apxMBHbIX (POHAAX apxua
(apxvBOB) B CMCTEMATU3UPOBAHHOM BMAE WM MPEAHA3HAYEHHbIN NS 03HAKOMIIEHMSA NOnb30BaTens ¢ ux
COCTaBOM U CoAepXXaHWEeM) COCTOMT M3 OMUcCaTeNbHbIX CTaTell Ha ypPOBHE apxMBHOro ¢poHaa (cm. n.
5.4.1.) n cnpaBoYHOro annapara.

Bugamu nyteBoguTena ABnAOTCA NyTeBoaMTENb N0 hoHAaM apxuBa (apxXMBOB); KpaTKMI CNPaBOYHUK MO
¢doHaam apxuBa (apxuBOB); TEMATUYECKUIA NyTeBOAUTENb NO poHAam apxuea (apxueoB). lNyTesogutenu
NoApa3fensAlTCsa TAKKe HA apXUBHbLIE (BHYTPUAPXMUBHBIE) U MEXAPXUBHbBIE.

Bua nyteBogmTenda u cxema NOCTPOEHUS ONPEAENAETCH ero UeneBbiM Ha3HauYeHUEM.

5.5.2.1. OcHoBHaa 4acTb nyteBogutena no doHgam apxusa (apXMBOB) COCTOMT U3 ONUCATESIbHbIX
cTatein apxuBHbIX POHAOB UK rpynn apxmuBHbIX PoHAOB. B nyTeBoautens no hoHaam apxmea (apxuBoB)
JOJDKHBI BKIMOMATLCA CBEAEHUS O BCEX OTKPbLITbIX apXUBHbIX POHAAX. HekoTopble apxuBHble (DOHAbI
MOTyT BbITb NPEACTaBNEHbI B BUAE CMMCKA HEAHHOTUPYEMBIX apXMBHbIX (POHAOB.

5.5.2.2. OcHOBHas 4acCTb KpaTkoro cnpaBodHMKA no doHaam apxusa (apxuMBOB) COCTOWUT U3
CUCTEMATU3MPOBAHHOIO MEPEYHA OnMMcaTenbHbIX CTaTel Ha apxuBHble (DOHALI UMM TPYMMbl APXUBHBLIX
¢oHa0B.

KpaTkne cnpaBOYHMKM MOAPA3AensiloTCs Ha aHHOTMPOBAHHbIE M HEAHHOTMPOBAaHHbIE. OnucaTenbHas
CTaTbsl B @HHOTMPOBAHHOM KPAaTKOM CMpPaBOYHWKE COCTOMT M3 Ha3BaHWS apXMBHOrO poHAAa CO BCEMMW
nepenMeHoBaHusiMM oHA00BpasoBaTensi, CNpaBOYHbIX AaHHbIX 06 apxuBHOM ddOHAE U KpaTKOii
aHHOTAUUW Ha apxuBHble AOKYMEHTbl 3TOro c¢hoHaa. OnucaTenbHas CTaTbsl B HEAHHOTUPOBAHHOM
KpaTKOM CMpaBOYHMKE COCTOWUT U3 HA3BaHWS apXMBHOTO DOHAA U CNPaABOYHBIX AAHHBIX O HEM.

5.5.2.3. OCHOBHadA 4acTb TemaTudeckoro nyrtesoauTens no doHgam apxuea (apxXuBoB) COCTOMT U3
CUCTEMATU3MPOBAHHOIO MEPEYHs ONUCAaTENbHbLIX CTaTel MO ONpedeneHHOW TEME Ha apxXuBHbIE (POHAbI
UIN UX YaCTHU.

5.5.2.4. B cnpaBOuYHbIli annapaTt nyTeBoAUTENs NoGOro Buga BXOAAT TUTYMbHbIA NUCT, cOaepXaHue
(ornaenexue), npegucnoBue, CNUCOK COKpaLUeHMW, NPURAOXeHusa, ykasatenu. K nyteBoaAuTENtO
cocraensieTcst obwaa éGubnuorpadus.

B MHOrOTOMHbIX U3gaHUAX I'IyTeBO/J,l/ITeJ'IeVI cocTaBndaeTcA CI'IpaBO‘-IHbIVI annapart Kak anda scero nsgaHua
B LIENTIOM, Tak U Anda otaenbHbIX TOMOB.

Katanoru

5.5.3. Katanoru (mexdoHa0BblE apXUBHbLIE CNPaBOYHUKKN, B KOTOPLIX CBEAEHWSA O COAEPXKAHUN apPXUBHBIX
oHAOB, eaWHWUL XpaHeHUs/eauHWUL YydeTa, apxXMBHbIX [AOKYMEHTOB (MAM UX YacTen) apxusa
CrpynnupoBaHbl No npeameraM (Temam, 0TPacnsM), pacnonOXeHHbIM B COOTBETCTBUM C OMNPEAENEHHON
CXEMON Knaccudukaumm OOKYMEHTHOW MHopmauumn) obpasyloT CUCTEMY kaTtanoroB apxuea. Cocras
CUCTEMbl KaTanorop apxuMBa OMNpedensderca COCTaBOM M COAEP)KAHMEM apXMBHbIX [OKYMEHTOB;
WHTEHCUBHOCTLIO WX WUCMOMb30BaHWUSA; CTENEHbID PaspabOTaHHOCTM apXMBHbIX (POHAOB; HaNMUYMEM U
Ka4eCTBOM APYIrMX TUMOB apXUBHbLIX CNPaBOYHUKOB. OCHOBHLIMM B CUCTEME KaTasnoroB apxusa ABMsSOTCA
CUCTEMATUYECKUIA N UMEHHOW KaTanoru.



Katanorn nogpasgenstoTcd Ha CUCTEMATMYECKME, TEMATMYECKME M UX Pa3HOBUAHOCTM (Katamoru no
UCTOPUU  YYpPEeXOeHU!, aaMWUHUCTPATUBHO-TEPPUTOPUANBHOIO AENEeHUs W Ap.), NPeaMETHble U UuX
pPasHOBUAHOCTM (MMEHHOW, reorpadpuyeckuin, 06 bEKTHBbIN).

OnucatenbHas cTaTba Katanora BKJIOYAET: Ha3BaHWE apxuBa; WHAEKC; PyOpuky M noapyopuky; aarty
COObITUSA; MECTO COObITUSA; CBEAEHUA M3 APXUBHOIO AOKYMEHTA, €AWHWLbl XPaHEHUA/€auHULbl Yy4eTa,
apxuBHOro choHaa (CoaepKaHue); apXuBHbIA WNMP; A3bIK JOKYMEHTA M Cnoco6 ero BOCNPOU3BEAEHUS;
dramunuio cocTaBUTENA U AaTy COCTaBMEHUS ONUCATENLHON CTaTbU.

Ins ycTaHOBNEHUS CBSI3W MEXAY pasaenamu kartanora Wnu pasgerioB katanora ¢ ApyrMMu apXvWBHbIMU
CNpaBOMHUKAMW NMPUMEHSIETCA CUCTEMA OTChITOK.

Ykasatenu u 0630pbl

5.5.4. Ykasatenu (apxuMBHbI€ CMpPAaBOYHUKU, NPeACTaBnAwLMIA cOOON andaBUTHbIA, CUCTEMATUYECKUN
UMW COCTaBNEHHbIN MO KAKOMY-Nnbo MHOMY MPU3HAKy NepevyeHb Ha3BaHui (HaMMEHOBAHWIN) NPEeAMETOB,
YNOMWHAEMBIX B apPXUBHbIX OOKYMEHTAX, C YKasaHWEeM WX apxXMBHbIX LIM(POB) NOAPA3AEnAlTCa Ha
BHYTPU(OHAOBLIE, MEXDOHAOBLIE, MEXAPXMBHbIE, A TAKKEe HA TemaTuyeckue, npegMeTHole (0bLme u
cneyunancsHble), XpoHoMnormdyeckue. PasHOBUAHOCTAMU NPEAMETHOrO ykasatens SABMsiOTCA MMEHHON U
reorpacdhn4eCckuin ykasaTenu.

Ykazatenu mMoryT 6biTb CaAMOCTOATENbHbIMU apPXMBHLIMKU CrpaBOYHMKaAMKn B cucteme HCA apxuea unu
BXOAWUTb B COCTaB BCMOMOraTensHOro CnpaBo4YHOro annapara K ApyruM Tunam apxmBHbIX CPAaBOYHUKOB.

OnucatenbHas cTatbd ykasatena moboro Buga COCTOMT M3 MPEeAMETHOr0 MOHATMA (PyOpukn) u
apxXuBHOroO wudpa.

B yKkasarene npuMeHaeTcAa cucrtema OTCbINOK ANnA YyCTaHOBIEHUA cBA3en Mexay ToXAeCTBEHHbIMU
npegMeTHbIMU NOHATUAMMN.

5.5.5. OG30pbl (ApXUBHbIE CNPABOYHUKU, BKMNIOYAKOLLME CUCTEMATU3UPOBAHHLIE CBEAEHMSA O COCTaBe U
COAEMKAHUN OTAESIbHbIX KOMIMIIEKCOB apXMBHbLIX AOKYMEHTOB, AOMOSIHEHHbLIE UX WCTOYHWMKOBEOYECKUM
aHanu3om) nogpasgensiTca Ha 0630pbl POHAOB U TEMATUYECKME 0030pbI.

O630p coHAa BKMIOYAET CUCTEMATU3MPOBAHHLIE CBEAEHUS O COCTaBE W COAEPKAHWUU apPXMBHbIX
JIOKYMEHTOB O HOTO apXMBHOTo choHaa.

Tematuyeckuit 0630p BKMIOYAET CUCTEMATU3MPOBAHHbIE CBEAEHUSI O COCTaBE U COAEMKAHUU apXUBHbIX
JIOKYMEHTOB OJHOTO UMW IPyNMbl apXUBHbIX (DOHAOB OAHOIO UIM HECKOMBKUX apXMBOB MO ONpeaeneHHoii
Teme.

B cnpaBo4HbIli annapat 0630pa BXOAAT TUTYIbHbLIA MUCT, coaep)kaHue (OrnaBreHue), npeaucrosue,
CMMCOK coKkpalleHuin, ykasatenu. K tTematuyeckomy 0030py A0SkHbI ObITb COCTaBMNEHbI CMMCOK DOHA OB,
MHOpMaLNA O KOTOPbIX Coaepxutcsa B 063ope, n bubnuorpacua no teme ob3opa.

ABTOMaTU3UPOBAHHLIN HCA

5.6. ApXMBHble CNPaBOYHUKM MOFYT BECTUCb B AapxMBe B aBTOMaTU3MPOBAHHOM  PEXUME,
obecneynBaloeM BO3MOXHOCTM OMEPaATUBHOIO WM MHOTFOACMEKTHOrO MOWUCKAa W MpeacTaBrieHUs
OOKYMEHTHON nHdhopMmaummn (B TOM YUCNE B PEXUME YAANEHHOrO 4OCTyna).

MHdopMaUnOHHOE HanonHeHne aBTomaTuanpoBaHHOro HCA CoCTaBnseT cogepkaHue onucaTenbHbIX
CTaTbe€W apxMBHbIX CNPaBOYHWKOB Ha YPOBHE apxuBHoro doxHga (cMm. n. 54.1), eauHuupl
XpaHeHus/eanHuubl ydeta (cM. n. 5.4.2.), apxuBHOro gokymeHta (cMm. n. 5.4.3.), a Takke KnoyeBble Cnosa
n pyGpuKaTopsbl.

O0bsa3aTenbHbIMW BUAAMU KIIOYEBbIX CMOB (TEPMUHOB, XapakTepu3yoLmx B 0000LEHHOM 1 CKaToM Buae
COAEMKaHMe OnucaTeNbHbIX CTATbEW apXMBHbIX CMNPaBOYHWKOB) MPWM BEAEHUM aBTOMaTU3UPOBAHHOIO
HCA aensiotcs: "tematuka”, "nepcoHanun”, "reorpacdpus”. B cnyyae HeoBXoAMMOCTU MOTYT CO34aBaThCA

apyrue suabl KntoyeBbIX CroB.

PyGpukatopbl - CUCTEMATUYECKUE U TEMATUYECKME CXEMbI MOHATUIA C UHAEKCAMU ANA CTPYKTYPUPOBAHNSA
M noncka AOKYMEHTHOW MHdopMauun B aBToMmaTtusuposaHHom HCA.

®OopMbl UCMONb30BaHUA APXMBHbLIX AOKYMEHTOB



5.7. OcCHOBHble (pOpMbl UCNOMbL30OBAHUA APXMBHLIX AOKYMEHTOB (NpeaoCTaBneHMs apXuBOM
06e3B03ME34HO UMM BO3ME3AHO MOSNb30BATEN0 MHAPOPMALUOHHBIX YCAYT U MHPOPMALIMOHHBIX NPOAYKTOB
ANA yAOBNETBOPEHUSA €ro MHPOPMALIMOHHbIX NOTPEBHOCTENR):

MHOpMaLMOHHOe obecneyeHne MNonb3oBaTerniel B COOTBETCTBMM C UX 3arnpocaMu, a Takke B
MHULIMATUBHOM MOPSAKE;

npeaocTaBlieHne apXMBHbIX JOKYMEHTOB MOMNb30BaTENsIM B YUTANIbHOM 3arie apxuBa;
9KCMOHUPOBAHWE apXMBHBIX JOKYMEHTOB Ha BbICTABKAX;
MCNOMNb30BaAHME APXMBHbIX OKYMEHTOB B CPeICTBAX MacCOBOW MHhOpMaLnK;

npoBeaeHme MHOPMALMOHHBIX MepPONpUATUA (BCTpeY C OOLIECTBEHHOCTbIO, 3KCKYPCUA B apXWMBbl,
npeseHTaunin, AHEen OTKPbLITbIX ABEPEN, NEeKUui, AOKNaaoB, YCTHbIX XXypPHanoB, KOH(epeHuuin, ypoKoB
ANA CTYAEHTOB W LUKOSIbHUKOB U AP.) C UCMOSNTb30BAHMEM aPXUBHBLIX JOKYMEHTOB;

nybnuKkaumsa apxmBHbIX JOKYMEHTOB.
5.7.1. 3anpocskl, NOCTynawLne B apxXuBbl, NO4Pa3gensa0TCa Ha:

3anpocbl O MpPeaoCTaBMEHMM MHAOPMAaLMM NO onpederneHHon npobneme, Teme, coObiTuIO, hakTy
(Tematnyeckue 3anpocbl). PasHOBUAHOCTbD TeMaTMYECKUX 3anpocoB ABMSOTCA Ouorpaduyeckue
3anpockbl, MO KOTOPbIM YCTaHaBMMBAKOTCA CBEAEHWS, HeobXOAUMbIE ANA  U3YYEHUS KU3HU U
OEeaTenbHOCTU KOHKPETHbIX nL;

3anpockl 0 NpegocTaBneHMn uHdopmauum, HeobxoguMon ANs yCTaHOBIIEHUS POACTBA, POACTBEHHbLIX
cBA3en AByx unu Gonee nuu, UCTOPUK CEMbU, poda (reHeanormvyeckme 3anpochl);

3anpockl, CBSA3a@HHbIE C COUManbHOW 3aWMTON rpagaH, npegycMaTpuBarolie Mux MNEHCMOHHOE
obecneyeHne, a TaKke MOMyYEeHUE NbIOT M KOMMEHCauui B COOTBETCTBMM C 3aKOHOAATENbLCTBOM
Poccuiickoit ®epepauun m MexxgyHapoaHbiMu obs3aTenbcTtBammu Poccunckon depepauumn (3anpochl
coLmManbHO-NPaBOBOrO xapakrepa).

5.7.2. B yensx HacToawmx MNMpaBun MCnonb3yTca cnegyowmne noHATUA:

apxvBHas cnpaska - JOKYMEHT apxXuBa, COCTABMNEHHbIA Ha BrnaHke apxuBa, UMEIOLLIMIA OPUAUYECKYIO CUMY
U coaepxallunii JOKYMEHTHYIO MHOpMaLUWio O NpeaMeTe 3anpoca € ykazaHWeM apXMBHbIX LUMGPOB M
HOMEPOB JIMCTOB €AWHUL, XPaHEHUSI TeX apXMBHbIX [AOKYMEHTOB, Ha OCHOBaHWM KOTOPbIX OHa
COCTaBIEHA;

apxvMBHasi KOMus - AOCIMOBHO BOCMPOW3BOASLLAS TEKCT apXMBHOMO AOKYMEHTa KOMWSl, C yKazaHuem
apXMBHOTO LIMdpa M HOMEPOB NUCTOB €AMHULbI XPaHEHUs], 3aBePEeHHAsi B YCTAHOBMNEHHOM NMOPSIAKE;

apxvBHas BbINKUCKA - OKYMEHT apXuBa, COCTaBIEHHbIN Ha BraHke apxuBa, 4OCNOBHO BOCMNPOM3BOASLLMNA
yacTb TEKCTa AapXMBHOMO [OKYMEHTA, OTHOCSLUMIACS K onpeaeneHHomy akty, cobbiTuio, nuuy, ¢
yKasaHuem apxuBHOro LWndpa U HOMEPOB NUCTOB eANHULbI XPaHEHUS;

MHOPMALIMOHHOE NUCLMO - NMUCbMO, COCTABNEHHOE Ha BnaHke apxuBa Mo 3anpocy Nonb3oBaTens Unu
Nno UHMLMATUBE apxuBa, coaepxallee UHAOPMALIMIO O XPAHSILLIMXCS B apXMBE apXUBHbIX JOKYMEHTaX Mo
onpeaeneHHon npobneme, Teme;

TEeMaTUYECKNii NepeyeHb apXMBHBIX JOKYMEHTOB - CUCTEMATU3UPOBAHHbIN KPaTKMWii MMM aHHOTUPOBAHHbII
nepeyeHb 3aroflOBKOB apXMBHBIX JOKYMEHTOB, €4UHUL, XPaHEeHWs/eluHNL, y4eTa No onpeaeneHHol TeMe,
C YyKasaHMeM WX [AaT W apxMBHbIX LIMGPOB, COCTABMEHHbIA MO 3anpocy MNONb3oBaTenst WNU Mo
MHULIMATUBE apX1Ba;

TemaTudeckas noabopka KOMUA apXMBHLIX [JOKYMEHTOB - CUCTEMAaTU3MPOBAHHBIA KOMMMEKT KOMWIA
APXMBHBIX JOKYMEHTOB UMW UX YacTel MO onpeaeneHHoi TeMe, NOArOTOBNEHHbIH apXUBOM MO 3anpocy
nonb30BaTeENs MMM MO MHUUMATMBE apxuBa. Tematuyeckass noabopka BKMOYAET TUTYMbHbIA TKCT,
TEMaTUYECKNii nepevyeHb apXMBHBLIX JOKYMEHTOB M, NMPU HEOBXOAUMOCTU, WCTOPUUECKYIO CMpPaBKy MO
TEME;

TeMaTU4eckuin 0630p apxXmBHbIX OKYMEHTOB - CM. M. 5.5.5.

MopsaoK UCNONHEHUsA 3aNPOCOB Nosib3oBaTernei

5.8. 3anpoc nonb3oBatena paccMmaTpuMBaeTCAa M UCNOMHAETCA apxXMBOM MNPW Hanuyuu B 3anpoce
HaMMEHOBaHUA PUANYECKOro nuua (ana rpaxgaH - paMunmm, UMeHU U oT4ecTBa), MNOYTOBOrO0 W/unu
ANEKTPOHHOrO agpeca NONbL30OBATENs, YyKa3aHua Tembl (BOMPOCA), XPOHOMOrMMKW 3anpaluMBaemMon
MHGopMaLun.



3anpoc nonb3oBaTensi pacCMaTpUBaeTCsl PYKOBOACTBOM apXxvBa UMW YNOMHOMOYEHHbLIM [OMKHOCTHbBIM
nMuoM  (NMUuamu), HanpaeBnsieTCs Ha UCMOSMIHEHME B COOTBETCTBYWOLUME MoApasgenieHus  unu
HenocpeACTBEHHO UCMONHUTENIO N UCMONHAETCA MO apXMBHBLIM JOKYMEHTaM W/UMW nevyaTHbIM M30aHusiM,
OTHOCALLIMMCA K NpeaMeTy 3anpoca.

3anpoc, He OTHOCALLMINCA K COCTaBYy XPaHALUXCA B apXMBe apXUBHbIX 4OKYMEHTOB, B TeYEHUe 5 gHel ¢
MOMEHTa €ro perucTpauuMu HanpaendAeTca B APYrOW apxXuMB UM OPraHu3auuio, rAe XpaHAaTtcs
HEOOX0AUMbIE aPXUBHbLIE JOKYMEHTbI, C yBEAOMIIEHMEM 00 9TOM MONb3OBAaTENHA, UNU MNOML30BATENMIO
JaeTcs COOTBETCTBYIOLLAS peKOMeHZauus.

Mpu nocTynneHMn B apxXuMB MWHTEPHET-OB6palleHusa (3anpoca) nonb3oBaTrena € ykasaHWeM agpeca
SMNEKTPOHHOW NOYTLI U/UMKM NOYTOBOrO agpeca, eMy HanpaBnAETCA yBEAOMIIEHUE O Mpueme obpaLleHus
(3anpoca) K pacCMOTPEHUIO UMM MOTUBUPOBAHHbLIA 0TKA3 B PacCMOTPEHUU. MNPUHATOE K pacCMOTPEHUIO
obpalleHne (3anpoc) pacnevaTbiBaeTcs U B ganbHelwemMm pabota ¢ HUM BEAETCA B YCTAHOBIIEHHOM
nopsagke.

OTBET Ha 3anpocC Nonb30BaTeNa 4aeTCa Ha rocygapCTBeHHOM A3blke Poccuinckon ®eaepauuu.

ApXMB OCYLUECTBNSET MPUEM rpaxdaH B MPUEMHOR MMM CTONEe ChpaBoOK M BedeT WX y4veT Mo
YCTAHOBNEHHOI hopme. PYKOBOACTBO apxXuBa HECET NIMYHYIO OTBETCTBEHHOCTb 3a OpraHu3aLumio npuema
U pPaCCMOTPEHUS 3aMpPOCOB rpaXKaaH.

5.8.1. TemaTudeckuin 3anpoc roCyaapCTBEHHOr0 opraHa WNWM opraHa MECTHOro camoynpasneHus,
CBSA3aHHBLIN C UCMOSTHEHUEM MMM CBOMX (DYHKLUI, apxXuB paccMaTpuBaeT B NEPBOOYEPEAHOM NOPAAKE B
YCTAHOBMEHHbIE 3aKOHOAATENLCTBOM NUOO B COMMacoBaHHble C HUMWU CPOKU. MCmomHeHwe Takoro
3anpoca ocyLLecTBnaeTca Ha 6e3B03ME3HON OCHOBE.

McnonHeHne TeMaTUYECKOro 3anpoca opraHusaumu Unm rpaxgaHuHa opraHusyeTcsl B Nopsake okazaHust
nnaTHbIX ycnyr (B TOM YKUCre Ha OCHOBE gorosopa) unu 6e3soamesaHo. CpokM U CTOMMOCTb paboT no
MCMNOMHEHUIO YKA3aHHOTO 3anpoca B NpeaBapuUTENbLHOM MOPsiike COrNacoBbIBAOTCS C NONb30BAaTENEM.

Mpy HEOBXOAMMOCTHM NPOBeAEHUS] 00 BEMHOI paboTbl MO MOUCKY U KOMUMPOBAHUIO apXMUBHbIX AOKYMEHTOB
apxvMB MUCbMEHHO MK3BELLAeT TMONb30BaTeENsl O MNPOMEXYTOUHbIX pesynbTatax paboTel. Bua
MH(OPMALMOHHOTO  JOKYMEHTa, NOArOTaBNMMBAEMOr0  apxuMBOM MO 3anMpocy  Nornb3oBaTens,
COrMacoBbLIBAETCH C HUM, ecniu 06 3TOM He yka3aHo B 3anpoce.

5.8.2. leHeanornyeckuii 3anpoc NonNb3oBaTena apxmuB UCNOSTHAET B NOPSAAKE OKa3aHUA nnaTHbIX ycnyr (B
TOM YMCME Ha OCHOBE AOroBOPa). YKa3aHHbIN 3anpoCc MOXET UCMOSNHATLCA KaK B OTHOLUEHWUN 3aABUTENS,
Tak ¥ B yCTAHOBIIEHHOM NOPSAAKE B OTHOLUEHUU APYTUX fnL,.

MHdopmaumna nonb3oBaTento npeacrasnderca B OopMe pPOAOCMNOBHOMO ApeBa, reHeanornyeckon
pOCMMCH, TEHeanorMyeckon Tabnuubl UMM apxXMBHbLIX CMPABOK, APXMUBHLIX BbIMUCOK, KOMWIA apXMBHBLIX
JOKYMEHTOB, yCTaHaBMNMUBAKOLLMX POACTBEHHbLIE CBA3W. [1pyM OTCYTCTBUM BO3MOXHOCTEW MO WUCMOSTHEHUIO
reHeanorm4eckmx 3anpocoB apxXuB PEKOMEHAYET MONbL30BATENI0 NPOBOAUTH CAMOCTOATENbHBLIA MOUCK
UHTEpeCyoLen ero MHopMaLMmn reHeanorMyeckoro Xxapakrepa B YUTansHOM 3ane apxusa.

5.8.3. 3anpoc counanbHO-NPABOBOrO Xapakrepa UCNONMHAETCA apxuBoMm 6e3B03Me3HO.

CpoK MCNONHEeHMA 3anpoca coumansHO-NPaBOBOro Xapakrepa B apxuBe He A0SKeH npesbiwats 30 gHen
C MOMEHTa peructpauum 3anpoca. C paspelleHus PyKoBOACTBA apXxuMBa 3TOT CPOK MOXET ObiTb npu
He0OX04MMOCTM NPOASIEH, C 0bA3aTenbHbIM YBEAOMMEHNEM 00 3TOM nonb3oBaTtend. CpPoK UCMOMHEHNS
3anpoca no HCA apxuBa - He Gonee 15 gHen ¢ MOMEHTA ero perucrpaumu.

Mpy UCNOMHEHUM NOBTOPHOIO 3anpoca CoLManbHO-NMPABOBOIO XapakTepa Unu COCTaBNEHUM MO Npockbe
Nonb30BaTENsA APXWBHOW CMpPaBKU, aHANOrMMYHOW paHee BblAAHHOW, apxWB MPOBEPSET COOTBETCTBME
CBEAEHWIA, BKIIOUYEHHbIX B 3Ty CNpaBKy, TEM, KOTOPble UMEIOTCS B apXMBHbIX JOKYMEHTaX, U B Cryyae
0BHapY>XeHUS AONONHUTENbHbIX CBEIEHWUI, BKIIOYAET UX B MOBTOPHO BbIJABAEMYI0 apXUBHYIO CMPaBKY.

OdopmMneHne apxXMBHbIX CNPABOK, aPXUBHbIX BbINMUCOK U aPXUBHbIX KONUM

59. ApxuBHaA cnpaBkA W apxuBHas BbIMUCKA COCTaBnAlOTCA € O00O3Ha4yeHMeM Ha3BaHus
MHOPMAaLMOHHOIO AOKYMeHTa "ApxuBHaga cnpaska”, "ApxmBHas Beinucka".

5.9.1. TekcT B apxuBHOI cnpaske (npunoxxeHue Ne 13) gaetca B XPOHONOMMYECKOW NocneoBaTensHOCTH
COObLITUIN C yKazaHUMeM BMAOB apXMBHbIX AOKYMEHTOB M WX JaTt. B apxuBHOW CnpaBke JOMycKaeTcs
LUUTUPOBAHNE apXUBHbIX JOKYMEHTOB.

HecoBnageHune otaenbHbIX AaHHbLIX APXUBHbLIX AOKYMEHTOB CO CBeJEHUAMU, U3NOXEHHbIMKU B 3anpoce,
HEe ABNAETCA npenATcTtBMEM AnNA BKMIOYEHUA UX B apXUBHYIO CnpaBKy Mnpu ycnosuu, ecnmn coBnageHue



BCEX OCTamnbHbIX CBEAEHUI HE BbI3bIBAET COMHEHWN B TOXAECTBEHHOCTU NULA MM (PAKTOB, O KOTOPbIX
rOBOPUTCS B apXUBHbIX AOKYMEHTax. B apxuBHOW cnpaBke 9TU JaHHblE BOCNPOWU3BOAATCS Tak, Kak OHM
U3MNOXEHbI B apXMBHBIX JOKYMEHTAX, 8 PACXOXAEHUS, HECOBNAAEHUSA U HETOYHbIE HA3BaHUA, OTCYTCTBUE
UMEHMW, OTYECTBA, MHMLMASOB, UMM HANM4Me OAHOTO U3 HUX OTOBApMBAIOTCH B TEKCTE CMpPaBKM B CKOOKaxX
("Tak B gokymeHTe", "Tak B TekCTe opurnHana").

CeegeHusi o pabote, yyebe B HECKONbKMX OpraHu3auusix, y4ebHbIX 3aBeAeHUsIX BKMIOYATCA B OAHY
APXUBHYIO CMPABKY.

B npuMedaHmaAx N0 TEKCTy apxMBHOW CNpaBKM OroBapuBalTCA HepasbopyMBO HAaMUCAHHbLIE,
UCMNpaBfiEHHbIE aBTOPOM, HE NOoAJAKLLMECH MPOYTEHMIO BCMEACTBME MOBPEXAEHUS TEKCTa opuruHana
Mecta ("Tak B TekCTe opurmHana”, "B tekcte Hepasbopumso").

B TekcTe apxuBHOI CMpaBKM He AOMYCKAIOTCSl U3MEHEHWS, UCNPaBMNEHUsl, KOMMEHTapumn, coOBCTBEHHbIE
BbIBOAbl UCMOMHUTENSA MO COAEPXKAHUIO apXMBHbIX AOKYMEHTOB, Ha OCHOBaHMM KOTOPbIX COCTaBlieHa
apxvBHas cnpaska.

B KOHLUE apxWMBHOW CnpaBKW NPWUBOASITCA apXUBHble LIMPbI M HOMEpa NUCTOB €AMHUL XpPaHeHus
APXMBHBIX JOKYMEHTOB, NeYaTHble U3JaHUS, UCMONb30BABLUMECS AN COCTaBNEHUs apXMBHOMW CripaBku. B
TEKCTE apXWBHON CMpaBKM [0NYCKAETCHA NPOCTaBleHWE apXUBHbIX LUMGPOB U HOMEPOB NMUCTOB eAUHULL
XPaHEeHUS! apXMBHbIX JIOKYMEHTOB Cpa3y NMOCe U3NMOXKEHUS KaxKaoro dakta unu cobbitus.

B apxuBHOIl cripaBke, 0ObEM KOTOPOW MpEBbILIAET OAWMH NWUCT, NUCTbl AOIMKHbI ObiThb MPOLLUTSI,
NMPOHYMEPOBaHbI M CKPEMNeHbl MeyaTblo apxuBa (ANsi MyHUMUMNANbHOTO apxuBa, He sIBMSIOLLErocs
IOPUANYECKUM NMULIOM, - TeYaTblo OpraHa MeCTHOIo CaMOoynpaBreHust).

ApxuBHas cnpaska, npegHasHavyeHHas AN UCMNONb30BaHUA Ha Tepputopumn Poccuitickon depepauun,
NoAMMCLIBAETCA PYKOBOACTBOM apxvBa, M 3aBepAETCA MevaTtbio apxmea (4Nd MyHMLMNANbLHOTO apxmBea,
He SABMSOLErocs PUAMYECKUM FUMLOM, - MeYaTbld OpraHa MECTHOrO camoynpafieHus). ApxuBHas
crnpaBka, NpedHasHayeHHas Ans HanpaereHus 3a pybexk, MOANUCLIBAETCA PYKOBOACTBOM apxuBa U
3aBepseTca repboOBON neyaTblo (4NA MyHULMNANBHOIO apXMBa, He SBNALLErOCs IPUANYECKAM MNULIOM, -
neyaTtbio OpraHa MECTHOTO CaMOyMnpaBeHus).

Mpy HeOBX0AUMOCTH K apXMBHOI CMpaBKe MpUMaraloTcsi KOMUWM apXMBHbIX OKYMEHTOB WINKU BbIMUCKU U3
HUX, MOATBEPXKAAOLUNE CBEAEHUs], U3TOXEHHbIE B apPXMBHOI CrpaBKe.

ApXxuBHbIE CMNpaBKW, HanpaBnsemble B rocygapcrea, nognucaslume [aarckyio KoHBeHUuio 1961 r., B
COOTBETCTBMU C KOTOPOM He TpebyeTca KOHCynbCKas neranusauud oduumanbHblX JOKYMEHTOB,
3aBepAlTCA NPOCTaBfieHMEM U 3anofIHEHWEM crneyuansHoro wramna - "anoctung". Ha apxuBHbIX
crnpaBkax MPOCTABMSAETCA U 3aMnOfHAETCH  Hagnexawum obpasoM  anocTuib  PYKOBOACTBOM
BbILUECTOALLIENO YMOSTHOMOYEHHOIO OpraHa MWCNONHWTENbLHOW BRactu B cepe apxuBHOro gena.
AMOCTMIb HE MpOCTaBMAETCA Ha apxUBHbIX CrpaBKkax, MNPEAHA3HAYEHHbIX AN HanpasBfneHud B
rocygapcrea, ¢ KotopbiMu Poccuiickaa Pegepauma 3akniouuna [Lorosopbl 0 NpaBoBOW MNOMOLUM U
NPaBOBbIX OTHOLUEHMAX MO TFPaXKAAHCKMM, CEMEWHbIM M YrONOBHbIM JAeniaM, a Takke B rocygapcrea-
yyactHukn CHIT, noanucaswime CornaweHuve 0 npuHumMnax u ¢opmax B3auMmoaencresusi B obnacrtu
UCMNOMbL30BaHUA AapXMBHOW WHMOPMAaUMUK, UNU C KOTOPbLIMW WUMEKTCH ABYCTOPOHHWME COrMnalleHus o
COTPyAHUYECTBE.

Mpu OTCYTCTBUM B apXMBE apXUBHbIX AOKYMEHTOB, HE0BX0AMMbIX ANS UCNOSIHEHNUSA 3anpoca, Ha GnaHke
apxuBa COCTaBnsieTcs OTBET, NOATBEPXKAAOLIMIA HEMOMHOTY COCTaBa apXUBHbLIX AOKYMEHTOB NO Teme
3anpoca. Npu HeoBXoAMMOCTU OTBET MOXET ObITb 3aBepeH repboBOW NevaThlo.

B cnyyae AOKyMeHTanbHO NOATBEPXKAEHHbIX (DAKTOB YTpaTbl APXMBHBLIX [JOKYMEHTOB, COAEPKALLMX
3anpaliMBaemMble CBEAEHUsl, apXWB BblAAeT ChpaBKy MO [AaHHOMY BOMPOCY, NMpU HeoBXOAMMOCTH
3aBEPEHHYIO NeYvaTbio apXuBa.

5.9.2. B apxMBHOW BbINUCKE HAa3BaHWE APXMBHOrO AOKYMEHTa, €ro HOMep W gara BOCNPOM3BOAATCA
MOMHOCTbLIO. M3BneYyeHUsMM U3 TEKCTOB apXMBHbIX [OOKYMEHTOB AOIKHbl ObITb KMCHEpnaHbl Bce
UMEILLMECH AaHHble MO 3anpocy. Havyano u KoHey Kakaoro M3BJIEYEHUs, a Takke NPOMYCKM B TEKCTE
APXMBHOTO JOKYMEHTA OTAESNbHbIX CIIOB 0003HAYAOTCA MHOTOTOUNEM.

B npumeyaHusx K TEKCTY apXMBHOW BbIMWCKM AENalTCA COOTBETCTBYIOLUME OrOBOPKM O 4acTAX TekcTa
opurmHana, HepasbopyMBO HAaMMCAHHLIX, WCMPABIIEHHLIX AaBTOPOM, HE MNOAAANLMUXCA MNPOUTEHUIO
BCNeACTBME MOBPEXAeHMa TekcTa U 1.4. OTAenbHble CroBa U BbIPAXKEHWS OPWUrMHana, Bbi3blBalOLLUE
COMHEHMS B UX TOYHOCTM, OropapuBaloTca cnosamu "Tak B TekcTe opuruHana", "Tak B QOKymeHTe".
lNocne TekcTa apXUBHOW BbLIMUCKM YKA3bIBAKOTCA apXUBHbIA LWAMP U HOMEpa NUCTOB €AUHULbI XpaHEHUS
APXMBHOTO JOKYMEHTA.



AYTEHTUYHOCTb BblAaHHbIX MO 3anpocamM apXMBHbIX BbIMMCOK YA0CTOBEPAETCS NOAMUCHLIO PYKOBOAUTENS
apxvBa WMM YNONMHOMOYEHHOIrO AOMKHOCTHOIO NuLa U nevatbio apxuBa (ANst MyHULUUNANbHOMO apxuBa,
He SABNAIOLLErocs IOPUANYECKUM NULIOM, - MEYaTbi0 OpraHa MECTHOrO CamOynpaBreHus).

5.9.3. Ha 06opoTe kaxkaoro nucta apxmuBHOM KOMWUM NPOCTaBNAKTCA apXMBHbIE LUMPbI U HOMEpPA NIUCTOB
€OMHUL, XPaHEeHWUs1 apXMBHOrO AOKYMEeHTa. Bce nMCTbl apXuBHOW KOMWMU CKPENASATCHS U Ha MecTe
CKPEMIIEHUS 3aBepATCA MeYaTbld apxuBa U MOAMNUCHLID €r0 PYKOBOAWUTENS MMM YMOSTHOMOYEHHOro
JOJDKHOCTHOIO nuua. ApXMBHas KOMWsA, MpedHasHavyeHHas And HanpaeneHus 3a pybex, 3aBepdAeTcs
repbOBOIM NeYaTbio U NOAMNUCHLIO PYKOBOAUTENSA apXmBa.

5.10. ApxuBHas cnpaska (npunoxeHue Ne 13), apxuBHaA BbINUCKA, apXuMBHas KOMWUS M OTBETbl Ha
3anpochkl BbICLINAOTCA N0 NOYTE NPOCTLIMUA MUCEMAaMMU.

ApxuUBHas cCnpaBKka, apxMBHasd BbIMMCKA W apXMBHAs KOMUA, NpedHasHa4YeHHble AMs HanpaBfieHusa B
rocyaapcrea-ydactHukm CHIT, Bkniovasi 0oTBeTbl 06 OTCYTCTBUM 3anpalluMBaeMblX CBEAEHUNA, BbICHINAOTCA
apxXMBOM HEMOCPEACTBEHHO B agpeca 3asaBuTeNeN.

ApxuUBHas cCnpaBKka, apxMBHasd BbIMMCKA W apXMBHAs KOMUA, NpedHasHa4YeHHble AMs HanpaBfieHusa B
rocygapcrea, He apngiowpmecs ydactHukamu CHI, Bkniovas oTBeTbl 06 OTCYTCTBMM 3anpaluMBaeMbiX
cBedeHun, odopMnATCA U BMECTe ¢ 3anpocamu (aHKeTamu, HNUYHbIMKW 3adBREHUAMU W T.M.)
HanpaBnAKTCA apxXuBOM B COOTBETCTBYWOWMI deaepanbHbii OpraH WMCNOSIHATENbLHOW BRactu B
YyCTaHOBMNEHHOM NOPAAKE.

ApxuUBHas CrpaBKa, apXMBHAas BbIMMCKA U apXMBHAas KONWS B Criyvae NMYHOrO obpalleHunsa rpakgaHuHa
WU ero AOBEPEHHONO Nuua B apxuB BbIAAIOTCA €My MoA pacnucky Npu NpeabsaBheHuM nacnopra unu
WHOTO yAOCTOBEPSAIOLLEr0 AOKYMEHTA; AOBEPEHHOMY 5uuy - MpPU MPEabABAEHUU OOBEPEHHOCTH,
0POpPMIIEHHOW B YCTaAHOBNEHHOM nopagke. [lonydarens apxXuBHOW CrpaBKM WM aPXWUBHOW BbINUCKU
pacnucbIBaeTCA Ha UX KOMMAX MM Ha oBopoTe COMPOBOAWUTENBLHOIO MUCbMA K HUM, YKasblBas gaTy uX
Nony4eHus.

3aBepeHHas anoCcTUreM apxuMBHasi CrpaBka, apXMBHas BbINKUCKA W apXMBHAasi KOMWS B Crydae NUYHOTO
obpalleHus rpaxkgaHuHa UK ero JI0BEPEHHOTO NLA B apXUB BbIAAETCA €My Ha PYKWU NPU NpeabsBIEHUM
KBUTaHUMKU 06 ynnarte rocyaapCTBEHHON MOLLMUHbI 32 MPOCTABIIEHNE anoCTUs.

BO3BpaI.I.I,EHVIe NOoANMMHHUKOB apXUBHbIX OOKYMEHTOB

5.11. 0 NUCbMEHHBIM 3aSBNEHUAM C paspeLleHuss PYKOBOAUTENS apXuMBa peabunuTMpoBaHHbIE nNuua U
UX HACNeaHWKU UMEIOT NPaBo Ha NOJIyYEeHMe NOAMMHHUKOB COXPAHMBLUMXCA B NPEKPALLEHHBIX YTOMOBHBLIX
M  agMUHUCTPATMBHbLIX, a Takke QUNbTPALUMOHHO-MPOBEPOYHbIX JAenax apxuMBHbIX [JOKYMEHTOB
TBOPYECKOro xapakrepa - pykonucew, oTtorpacduin, nucem u APYyrMx nUYHbIX OOKYMEHTOB (3a
UCKMIOYEHUEM NAacnopToB, BOEHHbIX OMNETOB, CHYXEOHbIX YAOCTOBEPEHWA W APYIMX apPXMBHbIX
OOKYMEHTOB OhnLMansHOro NPpoOUCXoXaeHus).

Mo NUCbMEHHbLIM 3asiBMIEHUSIM C pPa3peLUEHU0 PYKOBOAWTENsS apxuBa rpaxkgaHe WMET NpaBO Ha
Mony4yeHne COXPaHMBLUMXCS B apXMBE NOANUHHUKOB COBCTBEHHbIX TPYAOBbIX KHIDKEK.

C u3bIMaeMbIX apxXMBHbIX [OKYMEHTOB AENnarlTCa KOMuu, KoTopble npuobwiatorcs k aenam. UsbATue
APXMBHBIX JOKYMEHTOB, a TaKKe MX 3aMeHa Ha KOMWUU OTPaXKaloTCs B NUCTAxX-3aBEPUTENSIX A€eN, B ONUCAX
Zlen, AOKYMEHTOB.

BoaBpalleHne apxmMBHbIX JOKYMEHTOB OChOPMISIETCS akTOM 06 U3bSTUM U3 AEN YKasaHHbIX JOKYMEHTOB.
AKT 1 Apyrue AOKYMEHTbI, HA OCHOBAHUM KOTOPbLIX NPOU3BEAEHO BO3BPALLEHNE apXUBHBIX JOKYMEHTOB, U
pacnucka nuua, Nony4MBLLETO UX HA PYKW, BKIIOYAOTCS B Aeno doHaa.

O6cnyxuBaHue nNosib3oBaTeriel B YMTanbHOM 3are

5.12. na obcnyxuBaHUs Nonb3oBaTenen B apxmMBax AEWCTBYIOT YMTanbHbIA 3an, NPOCMOTPOBbLIN 3an,
KOMHaTa npocnywmBaHma OHOAOKYMEHTOB CO ChneuuanbHbiM - obopyaoBaHuem Aana  pabotr ¢
MUKPOKOMUSAMU apXMBHbLIX AOKYMEHTOB, ayAWOBU3YanbHbIMA W SMEKTPOHHBIMWU  AOKYMeHTamu. [lpu
OTCYTCTBMM CNeuuanbHO BbIEMNEHHOTO NOMELLEeHUs obcny>kMBaHWe MNoMb3oBaTener NPoW3BOAUTCA B
pabodelt KOMHaTe apxuBa noj KOHTPONeM COTPYAHMKA apxuBa.

Mopsagok paboTbl NONb30OBaTENEN C aPXMBHLIMU AOKYMEHTAMU B YMTANlbLHOM 3ane apxusa, Mx rnpasa u
00A3aHHOCTM OMpeAensAwTcs npasunaMuM paboTel NONb3OBaTeNel B uYUTamNbHbIX 3anax apxuBoB
Poccuiickon depepauun, yTeBepKgaeMbliMu cneyuanbHO YMNOAHOMOYEHHbIM hedepanbHbiM OpraHoMm
UCNOJNTHUTENbLHOW BNAcTu B chepe apxXMBHOro aena. Apxus 00513aH 03HAKOMUTb NOMbL30OBAaTENEN C STUMU



npasunamu. Mcxoas M3 KOHKPETHbIX BO3MOXHOCTEN OBCNY)XMBaHMS MONb3OBaTENEl, apxXuB MOXKET
yCTaHaBNUBaTb OYEPEAHOCTb U BPEMS MOCELLEHNS UMW YMTaNbLHOIO 3ana.

B cnyyaax XxuweHua wunu noBpeXaeHWs MOonb30BaTEeNeM apXMBHbIX [OOKYMEHTOB, TEXHUYECKOro
000opyA0BaHUA U MMYLLIECTBA apxuB 06palllaeTca ¢ COOTBETCTBYIOLLIMM 3AsIBIIEHUEM B OPraH BHYTPEHHMX
Aern no MeCTy pacnonoXXeHUsa apxmBa, MPUHUMAET APYrMe Mepbl K BO3MELLIEHUIO yLiepOa B COOTBETCTBUM
C 3akoHoaaTenbCcTBOM Poccuiickon degepaunn.

5.13. Mo 3akaszam nNonb3oBaTenen, C y4eTOM TEXHUYECKMX BO3MOXHOCTEW apxuBa, WM3roTaBfMBalOTCA
KOMUW apXMUBHbIX OOKYMEHTOB: KCEPOKOMWUWU, MUKPOKOMUM, (POTOOTNEYATKM, KUHOKOMUWU, BUAEOKOMUM,
Konuu HOHOAO0KYMEHTOB, a TAKXKE KOMUWN HA SNEKTPOHHbIX HOCUTENSAX.

He npousBoautca konupoBaHue AOKYMeHTOB ApxuBHOro dpoHga Poccuiickon deaepaumm, Haxoaawmxea
B HEYAOBNETBOPUTENBHOM PU3NHECKOM COCTOSHUN.

KonupoBaHWe apxuBHbIX JOKYMEHTOB OrPAHMYEHHOrO A0CTyna (CEKPETHbIX U COAEPKaLLMX
KOH(bugeHunanbHyo nHgopmarmio) NPON3BOAUTCH B YCTAHOBIEHHOM NopsAgkKe.

MopsaoK BLIMOMHEHUS 3aKasoB Ha KOMWPOBAHME, B TOM 4YKUCNE OOGBLEMbI KOMUPOBAHUS apXMBHbIX
JIOKYMEHTOB, HeonybnuKkoBaHHLIX ONUCEN Aen, AOKYMEHTOB, APYrUX apXWUBHbLIX CMPaBOYHO-NMOUCKOBBLIX
cpeacte U 6a3 gaHHbIX, CTOMMOCTb W3TOTOBMEHUS KOMWIA U NOPSOK Pac4yeToB 3a WX WU3rOTOBINEHME
onpeensaTca PyKOBOJACTBOM apxuUBa.

Ha konuu apxmBHOro AOKyMEHTA, U3rOTOBMEHHON NO 3aKa3y MOMNb30BATENS, ApPXUB YKA3bIBAET apXUBHbIN
wnuhp u HOomMepa NUCTOB €AUHWULbI XPaHEHUs] apXMBHOrO AoOKymMeHTa. [pu odOpMMEHMM KOMUU
PaCCEKPEYEHHOTO apXMBHOIO AOKYMEHTa Ha NUUEBOW CTOPOHE B MPaBOM BEPXHEM YIMY MEPBOrO U
NnocrneaHero nucTa Konuu npocraBndaeTca wramn "PaccekpeveHo”. Mpu He0OX0AMMOCTU AaHHbIN WTamn
NPOCTaBNSAETCS HA NULEBOW CTOPOHE BCEX NMUCTOB KOMUU PACCEKPEUYEHHOTO apXMBHOTO A OKYMEHTA.

Konuu APXUBHbLIX OOKYMEHTOB BblAAlOTCA MOfb3oBaTensaM, UX AOBEPEHHbIM nuuaM WM MOryt ObITb
BbICNaHbI NO YKa3aHHbIM aapecam.

YyeT 3aKka30B Ha KOMMPOBAHME BeAeTCsA HA BymMaxHOM HOCUTENEe UMM B aBTOMAaTU3UPOBAHHOI chopMe.

MHnumnatuBHoe wuHdoOpMUpOBaHMe nonb3oBaTtenei. [oaroToBka BbLICTABOK M NyGnukauui
ApPXUBHbIX AOKYMEHTOB

5.14. WMHuumatmBHoe  MHOPMUPOBAHWE  TFOCYAAPCTBEHHbLIX  OpraHoB, OPraHoOB  MECTHOro
CaMOyMpaBrieHUs, OpraHM3auui U rpakaaH OCYLLECTBAETCH NyTEM HaMpPaBneHns UM MHPOPMALMOHHBIX
nNUCEM UMK JPYTMX MHPOPMALMOHHBLIX JOKYMEHTOB.

5.15. ApxuB OpraHu3yeT NOAroToBKY M NPOBEAEHUE BLICTABOK apXMBHbIX JOKYMEHTOB CAMOCTOATENbLHO
UM COBMECTHO C APYTMMU apXMBamMu U OpraHu3auuamu.

LN NOArOTOBKM BLICTaBKM apXMBHBIX OKYMEHTOB pa3pabaTbiBalOTCs TEMATMYECKUI NaH (KOHUENUUS) 1
TEMaTUKO-3KCMO3ULMOHHBIN NnaH. Ha oCHOBe TemaTu4yeckoro nraHa npoBOAMTCS BbisiBNieHWe u oT6op
ApPXMBHBIX AOKYMEHTOB, WIMIOCTPATUBHbLIX M MHbIX MaTepuanoB. B TeMaTMKO-3KCMO3ULIMOHHLIA NnaH
BKMIOYAETCH aHHOTUPOBAHHLIA NepeyeHb OTOBPaHHbLIX ANsl SKCMOHMPOBAHUA APXMBHBLIX [1OKYMEHTOB,
UNMIOCTPATUBHBIX U UHbIX MATEPUANoB, CUCTEMATU3UPOBAHHBLIX B COOTBETCTBUM C pasfenamu BbICTABKU
C yKkaszaHMeM UX pasmMepoB M Nopsigka pa3MelLleHuss Ha CTeHaax Wnu B BUTPUHAxX. Bce oTobpaHHble ans
9KCMOHUPOBAHUA apXWMBHbIE AOKYMEHTbI W ApPYyrMe maTtepuansl aHHOTUPYOTCA. K MHOSI3bIYHbBIM
maTtepuanamM npu HeoBxoaUMOCTU JaETCA NEPEBOA UMM pa3BepHYTas aHHOTALMSA COAEPXKaHUS.

OTBETCTBEHHLIMU 32 COXPAHHOCTb apPXUBHBLIX JOKYMEHTOB SIBMAOTCH OPraHW3aTopbl BbICTABKU. APXMB,
NpeAcTaBUBLLMIA apXUBHbIE JOKYMEHTbI ANSA BbICTAaBkM, oBGecrneynBaeT KOHTPOmNb 3a cobniogeHuem
TpeboBaHuit obecneyeHnss COXPaHHOCTU JOKYMEHTOB NPW 9KCMOHUPOBAHUM.

CtpaxoBaHue apXMBHbIX OKYMEHTOB U O0POPMNEHNE UX BPEMEHHOIO BbiBO3a 3a npeaensl POCCUMIACKONW
degepaumm Ana 3KCNOHMPOBAHUS NPOBOAATCA B YCTAHOBMAEHHOM nopsake (cM. n.n. 2.11.14, 2.11.15).

5.16. TMpu noarotoBke nybnukauui apxmBHbIX [OOKYMEHTOB apXuMB PYKOBOACTBYETCH Hay4HbIMU
npaBunaMy n3gaHus MCTOPUHECKMX JOKYMEHTOB.

Tunbl (HayYHbIA, HAYYHO-NOMYNAPHbIA U y4yebHbIN) M BuAbl (NOPOHAOBASA, TemaTundeckas unu ap.)
NyonuMKaLMn apxXuBHbLIX AOKYMEHTOB OMPEedensAlTCa MX LEeneBbiM HasHavyeHuem, cneuudukon otbopa
UCTOYHWUKOB, NPUEMOB MEPEAAYM TEKCTA apPXMBHBIX JOKYMEHTOB M cocTaBOM HCA K HUM.

dopMbl NyGRMKaLMW apXUBHbIX JOKYMEHTOB:
nedyaTHasqa: cepusi, cOopHuK, anbbom, BykneT, nnakar, nybnukauua B CpeacTBax MaccoBon MHopMauuu;

ny6nukaumsi Ha NEeHOYHbIX HOCUTENSX: MUKPOHUIbM, MUKPOOULLA;



3MEeKTPOHHAA: TMNEPTEKCT, MynbTUMeana, 6asa gaHHbIX.

ApXMB OCYLLECTBMSET MEPONPUATUS MO OBGECMNEYEHUI0 Hay4YHO-UCCMNeAOBaTENbCKUX WM TEXHWUYECKUX
NMPOLIECCOB MNOATOTOBKM AOKYMEHTamnbHbIX Mybnukauuin: ¢opMUpOBaHWME pPeaakLMOHHON KOMmeruu,
KONMNEKTMBA COCTaBUTENEN, COCTaBNEHWE OpPraHM3auUOHHO-METOANYECKUX [OOKYMEHTOB, 3akfiovyeHue
[10roBOpa C 3aMHTEPECOBAHHBIMI OPraHU3auMsiMn U M3gaTenbCTBaMu U T.0.

MoaroToBRNEHHas U OTPeAaKTUPOBaHHASI PYKONUCh MPOXOAUT BHYTPEHHEE W BHELLHEE PELIEH3NPOBaHNE U
0bCcyXaaeTcsl Hay4yHO-COBELLATENbHBIM OpPraHoM apxuea, obrnagaloluM NpaBoM PEKOMEHAO0BAaTb €€ K
U3aaHuio.

Pykonucb cuyutaeTca NOAFOTOBAEHHOW, €CnU B COOTBETCTBUM C YCTAHOBMEHHbIMU TpebOBaHWAMM
JopaboTaHa Mo 3aMeyaHusIM PELIEH3EHTOB M MTOram ODCYXAEeHUs U yTBepXaeHa B nevatb. Pykonucu
MEXAPXUBHbIX U3O4aHUW NPEACTaBNATCA PEAKONNErMn Ha pPacCMOTPEHWE U YTBEPXKAEHWE K W3O aHUI0
rOSIOBHOMW OpraHn3aumen.

C wu3gatenbCTBOM 3aKM4YaeTcsa AO0roBop, B KOTOPOM MNpeaycMaTpuBaloTCs npaBa M 00A3aHHOCTM
n3gatenbCTBa U 3akas4yuka (apxusa).

5.17. ApxuB OCYLLECTBNSIET y4ET UCNOMb30BAHUA apPXUBHbIX JOKYMEHTOB Ha BOYMa)XHOM HOCUTENE UMK B
ANEKTPOHHON dhopMe.



