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OCHOBHBIC MOJIOKCHUSA

JIOKyMEHTBI TI0 JIMYHOMY COCTAaBY OTPa)XarT TPYAOBbIE OTHOIIEHUS
paboTHHKa ¢ paboromareqeM . OHH HIPAlOT BAKHYI0 POIb B OOECIICUCHHH
COLIMAJIBHBIX IIpaB rpaxaaH. Kpome Toro, 1TOKyMeHTBI MO JITYHOMY COCTaBY MOTYT
MPEACTABIATh UHTEPEC JJII UCTOPUH, MOAITOMY IMOJIEKAT BHIOOPOYHOMY MpPHUEMY
Ha NIOCTOSIHHOE XPAaHEHUE B FOCYJAapPCTBEHHBIE U MYHULIUIIAJIbHBIE APXHUBBI.

Opranuzanuu  paznuyHbiX (POpM COOCTBEHHOCTH, TOCYIAapCTBEHHbIE U
MYHULIMTAIBHBIE ApXUBBI 00s13aHBI 00ECIIEYMBATH COOIOJICHUE YCTAHOBIICHHBIX
3aKOHOJIATEIbHBIMA W HWHBIMU TPaBOBbIMU akTamu Poccuiickoii ®denepannu
TpeOOBaHMI 1O OpraHu3aldd XpaHEHWs, ydeTa, KOMIUIEKTOBaHUS U
UCIIOJIb30BAaHUSL ~ JOKYMEHTOB 1O JIMYHOMY COCTaBy. OTH  TpeOOBaHUs
3apuxcupoBansl B denepanbHoM 3akoHe «OO0 apxuBHOM jene B Poccuiickoit
Oenepanun» Ne 125-D3 ot 22 oxTsa6pst 2004 r. (nanee — PenepaibHbIi 3aKOH OT
22 oxtsa6ps 2004 r. Ne 125-®3), a takxke B [IpaBunax opraHusanuu XpaHEHUS,
KOMIUIEKTOBAHUSA, y4y€Ta M HCIOJb30BaHUs JOKYMEHTOB ApXHMBHOro (¢oHa
Poccniickont @enepanuuy U Apyrux apXUBHBIX JOKYMEHTOB B TOCYJAPCTBEHHBIX U
MYHUITUTIATBHBIX apXUBax, My3esiX W Oubnmorekax, opraHuzamusx Poccuiickoi
AxkagemMun Hayk (yTB. NIpUKa3oM MwuHuUCTEpCTBAa KyJIbTypbl M MAaCCOBBIX
koMMmyHuKaiuii Poccuiickoit @epepauun ot 18.01.2007 Ne 19) (nanee — IlpaBuia
2007 1.) u IlpaBmmax xpaHeHHs, KOMIUIEKTOBAHMs, y4€Ta WU HCIOJIb30BaHUS
nokymeHToB ApxuBHoro ¢onna Poccuiickoit denepanuu u Apyrux apxXuBHBIX
JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOM BIJIAaCTH, OpraHax MECTHOIO
caMOynpaBJi€HUs, oOpraHu3anusax (yTB. MpukazoM MuHKynbeTypel Poccun ot
31.03.2015 Neo 526) (nanee — [IpaBuna 2015 r.).

Cpokr XpaHEHHs] JIOKYMEHTOB IO JIMYHOMY COCTaBY YCTaHOBJIEHBI

deepanbHBIM 3aKOHOM 0T 22 okTsIOpst 2004 r. Ne 125-®3% I[lepedneM THUMOBBIX

! Yacrs 3 crateu 3 ®denepanpHoro 3akoHa oT 22 okTsaops 2004 r. Ne 125-d3 (pen. ot
28.12.2017) «O06 apxuBHOM nene B Poccuiickoii deneparum».
2 ®enepanbHbiM 3aKOHOM OT 18 utons 2017 1. No 127-D3 «O BHECEHHM U3MEHEHHU B OTACIbHBIE

3aKoHOJAaTeNnbHbIe aKThl Poccuiickoit @enepauuu» ObUTM W3MEHEHBI CPOKH  XpaHEHHS
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VOPABJICHUYECKMX  apXMBHBIX JIOKYMEHTOB, OOpasylomuxcs B  IIpolecce
JIEATEIIBHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYMpPAaBJICHUS U
opraHu3alui, ¢ ykazanueM cpokoB xpaHeHus (M., 2010 r.) (manee — TumoBoi
NIEPEYCHb).

B naHHBIX METOIUYECKUX PEKOMEHIAIUSAX MPUBOISTCS 3aKOHOAATEIbHbBIE U
WHbIE HOpMATHBHBIE TpeOOBaHUS 1O paboTe ¢ JOKYMEHTaMH IO JUYHOMY COCTaBY
B TOCYJIapCTBEHHBIX U MYHUIIMIIAJIbHBIX apXHBaX, apXHBax OpraHU3allui, a TaKxKe
PacKpbIBAaeTCs METOAMKA UX IPUMEHEHHUS.

Meroanueckue peKOMEHJAMM COCTOST M3 BBEACHHUS, O Ppa3JielioB,
3aKI04YeHus. B mepBoM paszzenie  paccMaTpHUBAIOTCS BHABI JOKYMEHTOB 10
JUYHOMY COCTaBy, B MOCIEAYIOIIUX pa3feiax pPACKPhIBAIOTCS OCHOBHBIE BHJbI
paboT ¢ TOKYMEHTaMu IO JIMYHOMY COCTaBy, IPOBOJAMMBIX B FOCY/IapCTBEHHBIX U
MYHULIMNAIBHBIX apXWBaX, apXuBax opraHuzaiui: pasuen 2 «KomriuiekTtoBaHue
apXMBOB  OpraHMW3allMii, TOCYAAapCTBEHHbBIX W MYHHULHUMNAIbHBIX apPXHBOB
JIOKyMEHTaMU 10 JINYHOMY COCTaBy», pazfien 3 «XpaHeHUE U y4eT JOKYMEHTOB IO
JUYHOMY COCTaBY B TOCYJApPCTBEHHBIX W MYHUUMIAIbHBIX apXUBax, apXuBax
opraHuzauuii», pasznen 4 «Co3nanue U BeIeHHE CIIPaBOYHO-TIOUCKOBBIX CPEICTB K
JIOKyMEHTaM MO0 JIMYHOMY COCTaBy», pazzaen 5 «lcmonb3oBaHue NOKYMEHTOB IO

JUYHOMY cOcTaBy». PaboTa nmeert 3 nmpuioxkeHus.

JIOKYMEHTOB TI0 JINYHOMY COCTaBY, yKa3zaHHbIE B CcT.22.1. denepanbHOTO 3aKOHA OT 22 OKTAOPS
2004 r. Ne 125-@3.
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Pa3nen 1. Buabl 10KyMeHTOB 110 JINYHOMY COCTABY

1.1. Knaccupukanusi 10KyMEeHTOB 110 JIJUYHOMY COCTABY

K nokymeHTaM 1o JM4HOMY COCTaBY OTHOCSATCSI:

JOKYMEHTBl O TPYJIOBOM JEATETbHOCTH pPAaOOTHHUKOB, B TOM 4YHUCJE Ha
paboTax ¢ BpeIHbIMU U/WUJIU OMACHBIMU YCIOBUAMHU TPYa;

JIOKYMEHTBHI 10 YY€Ty KaJIpOB;

JIOKYMEHTBHI 10 pacyeTaM 3apa00THOM TUIATHI U IPYTUX BBITIIAT;

JIOKYMEHTBI 110 OXpaHe Tpy/a.

JIOKyMEHTBI O TpPYJIOBOM JESITEIBHOCTH PAaOOTHUKOB, B TOM 4YHCIEC Ha
paboTax ¢ BPEIHBIMH W/WIIM OIMACHBIMU YCIOBHUSIMU TpyJla BKJIIOYAIOT B ceOs
JOKYMEHTBl O TpHeMe, IMepeBojie, MNEPEMEIIEHNHU, PpPOTallUh, COBMEIICHHH,
YBOJIBHEHHUH, OTITYyCKaX, aTTecTaliui pabOTHUKOB, MPUCBOCHUU KJIACCHBIX YHUHOB,
pa3psAoB, 3BaHUW M Jp., TOOUIPEHHMM U HArPaXICHUM, IUCIUILUIMHAPHBIX
B3bICKAHUSIX, HAMpPaBICHUW B KOMAHIUPOBKY pabOTHUKOB. K HUM oOTHOCSTCS:
OpraHU3alMOHHO-PACTIOPSIUTENIbHBIE JOKYMEHTHI 10 TUYHOMY COCTaBY (IIpUKa3bl,
pacropsiKeHusi, TPYA0BBIEC IOTOBOPHI (CITy>KEOHbIE KOHTPAKTHI).

K noxymeHTam mo yudery KajpoB OTHOCSTCS JIMUHBIE KAPTOUKU PAOOTHUKOB
(bopma T-2, T-2I'C (MC), T-4); TpyaoBble KHMKKH, JUYHBIC JeJa, YKYPHAIbI
y4eTa, HEBOCTPEOOBAHHBIE MOJIMHHBIC JINYHBIC JOKYMEHTHI.

K nokymeHTaM 1o JM4HOMY COCTaBY OTHOCSATCS TaK¥Ke:

JIOKYMEHTBI 10 pacueTraMm 3apabOTHOM IUIaThl U JAPYTUM BBITUIaTaM: Tabenu
ydyeTa pabouero BpPEMEHHU, JUIEBBIE CUETa, IUIATEXKHBIC (PACUETHO-TIJIATEKHBIC)
BEJIOMOCTH, aKThl BBITIOJIHEHHBIX padoT U Jp.;

JIOKYMEHTBI 110 OXpaHe TPyJAa, B TOM YMCIIE, MOATBEPKIAOIINE MPABO Ha
JBTOTHI: CIUCKH PAa0OTAIONIUX Ha MPOU3BOJCTBE C BPEAHBIMH W/WJIH OMACHBIMU
YCIIOBUSIMH TPYyJa, TaOeNn, HapsAbl-TOMYCKH, TyTEBBIC JIUCTHI, AKThI, 3aKITIOUCHUS

O pacciieIOBaHUH HECYACTHBIX CiTy4aeB (aBapuil) Ha MPOU3BOJCTBE U JP.



1.2. OnpenesieHne CPOKOB XpaHEHHUS IOKYMEHTOB 10 JIJUYHOMY COCTABY

B cootBercTBUU cO cTaTheil 22.1 DenepanpHoro 3akoHa oT 22 okTa0ps 2004
r. Ne 125-®3 «O06 apxuBHOM Jeine B Poccuiickoit deneparuun» JOKYMEHTHI I10
JUYHOMY COCTaBy, 3aKOHYEHHBIE neronpoun3BoacTBoM 10 | suBapsa 2003 rona,
XpaHAaTcst 75 JeT, 3aKOHUYEHHBIE Jeonpon3BoacTBoM nocie 1 suBaps 2003 roga —
50 set”.

[To ucTedeHUM yKa3aHHBIX CPOKOB XPAaHECHUS JOKYMEHTBI IO JIMYHOMY
COCTaBy, OOpa3oBaBIIMECS B  IIpolecce  JICSITEIBbHOCTH  MCTOYHHUKOB
KOMIUIEKTOBAHHUSI TOCYJApPCTBEHHBIX W MYHHUIMMNAIBHBIX apXUBOB, MOJJIEKAT
AKCTIEPTU3E LICHHOCTH I[OKyMeHTOB4.

VYKazaHHbIE CPOKHM XpaHEHUA HE PaCIpPOCTPAHSIOTCA Ha JOKYMEHTHI 10
JUYHOMY COCTaBY, B OTHOIIEHUU KOTOPBIX JECHCTBYIOIIUMU MEPEUHIMU apXUBHBIX
JIOKYMEHTOB C YKa3aHHEM CPOKOB UX XPaHECHUSI YCTAHOBJIEH MHOU CPOK XpaHeHI/ISIS.

JIOKyMeHTBI TI0 JMYHOMY COCTaBy, oOOpa3oBaBIIMECS B CBS3U C
MPOXOXKJIECHUEM TpaKJaHaMH TOCYJApCTBEHHOW CIyKObI, HE SBISIONICHCS
rOCYapCTBEHHONW TPakIaHCKOW CIIy)KOOW, XpaHsITCsS B TEUEHHUE 75 JeT mocie
MPEKpaIleHUs] TOCYTApCTBEHHON CITY>KOBI ¢ MPOBEICHUEM SKCIEPTU3bI IIEHHOCTH

JIOKYMEHTOB T10CJIe HCTEUCHHs yKa3aHHOTO cpoka xparenus (75 net JIIK)°.

¥ Yacru 1, 2 cratsu 22.1 ®denepanpHoro 3akoHa OT 22 okTsi6ps 2004 r. Ne 125-D3 (pen. ot
28.12.2017) «O06 apxuBHOM niene B Poccuiickoii @eneparium».
* Yacrp 3 craren 22.1 ®denepanpHoro 3akoHa oT 22 okTsaA0ps 2004 r. Ne 125-®3 (pen. ot
28.12.2017) «O06 apxuBHOM niene B Poccuiickoit deneparumy».
® Yacrp 4 crarbu 22.1 ®denepanbHoro 3akoHa ot 22 okTsa0ps 2004 r. Ne 125-d3 (pen. ot
28.12.2017) «O06 apxuBHOM nene B Poccuiickoii deneparum».
® Yacrp 5 crarbu 22.1 ®denepanbHoro 3akoHa oT 22 okTsaA0ps 2004 r. Ne 125-D3 (pen. ot

28.12.2017) «O06 apxuBHOM niene B Poccuiickoii @enepaium.
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Pa3znen 2. KomniiekTroBaHue apXvMBOB OPraHHM3alMii, rocy1apCcTBEeHHbIX

N MYHUITHITAJIIBHBIX APXUBOB JOKYMCHTAMU 110 JIMYHOMY COCTaBy

2.1. IloAroTOBKA TOKYMEHTOB 110 JJUYHOMY COCTABY K Iepeaaye B apXUB
OpraHu3anuu

JIOKyMEHTBI IO JMYHOMY COCTaBY IEpEAaloTCs B apXWB OpPraHU3alluu B
YIOPSTIOYCHHOM COCTOSIHHH.

YopsigoueHne JOKYMEHTOB [0 JHYHOMY COCTABY BKIIIOYACT :

- (hopmMupoBaHUE TOKYMEHTOB B JIea;

- opopmIieHue nien;

- COCTaBJICHUE OIMMCEH CTPYKTYPHBIX MOPA3ACIICHUN.

JIOKyMEHTBI 110 JIMYHOMY COCTaBY (hOPMHUPYIOTCS B J€JIa B COOTBETCTBHH C
YCTaHOBJICHHBIMH [PABHIAMH .

OcHoBHBIE TpeOoBaHHs MO (OPMHUPOBAHUIO €l MO JUYHOMY COCTaBY
ClIeIyIoLIue:

- B JICJIO TIOMENIAIOTCS JTOKYMEHTBI OJIHOTO XPOHOJIOTHYECKOTO Meproaa
(Kpome JTUYHBIX AeN);

- B JIEJI0 TIOMEMIAIOTCS JOKYMEHTHI TI0 OJHOMY BOIpocy (OJIHOTO
paboTHUKA);

- B JIEJI0 TIOMEMIAIOTCS JOKYMEHTBI OHOTO CPOKa XpaHCHHUS,

- B JICJI0O TIOMEINIAIOTCS TOJJIMHHUKUA, TP UX OTCYTCTBUU — 3aBEPEHHBIC
KOITHH.

OOBeM TOKYMEHTOB B JIejIe HE MOKET MPEBHIaTh 250 TUCTOB NPH TOJIIIUHE
B YeThIpe caHTuMeTpa. bombiue mo o0beMy jena pa3ouBaroTCs Ha ToMa (YacTH).

[Ipu dopmupoBaHUM A€ HEOOXOJAMMO TPOBEPUTH HAJUYHEC OCHOBHBIX
PEKBU3UTOB O(DOPMIICHHS TOKYMEHTOB (BUJIa IOKYMEHTa, HOMEpa, JaThl, TOMUCH

u J1p.), 0€3 HAIN4Yusl KOTOPHIX MCTIOIB30BAHUE TOKYMEHTA HEBO3MOXKHO.

7 Crarps 23 ®enepaabHOro 3akona ot 22 oktsops 2004 r. Ne 125-®3 (pex. ot 28.12.2017) «O6
apxuBHOM Jieiie B Poccuiickoit @enepanuny».
8 ITynxTt 4.20 IpaBun 2015 r.



dopMHUpOBaHUE OTACJIBHBIX JE€J1 MO0 JIMYHOMY COCTaBy HMEET CBOM
OCOOEHHOCTH.

[Ipukassl, pacnops>KeHUs OPraHU3aIUU 10 JINYHOMY COCTaBy (hOPMUPYIOTCS
B OTJEJBbHBIE JIeJ]a B COOTBETCTBUU CO CPOKAMU XPAHEHHUS IO KaXIAOMY TOAY.
BHyTpu nena JOKyMEHTHI pacroiaraloTcs 1Mo XPOHOJIOTHMH B MOPSJIKE HOMEPOB,
MOJIYYCHHBIX B TEUEHHUE KalleHJapHoro roja. JIOKyMEHTbI, SBUBIIMECS
OCHOBaHMEM [JIi M3JIaHWs TMpHKa3a M HE BOIIEAIIME B JMUYHBIC J€7a,
dbopMHpYIOTCS B OTACNIbHBIE Jea.

JInyHble KapTOUKU YBOJICHHBIX PAaOOTHUKOB (OpMUPYIOTCS B Jeia Mo
andasuty pamunuil. [Ipy HEOOTBIIOM KOIMYECTBE YBOJICHHBIX B TEUYEHUE OJHOTO
KaJICHJApHOrOo Toja Jomyckaercss (OpPMHPOBAHHUE OJHOTO Jejia C JIMYHBIMU
KapTOYKaMu JeJ 32 HECKOJbKO JeT. B oTHenpHbIX cilydasx JOMyCKaeTcs
BBIJICJICHUE JIMYHBIX KAPTOYEK PYKOBOASIIEIO COCTaBa B CAMOCTOSITEIBHBIE JI€Jia
(pu GOJIBIIIOM KOJIMYECTBE TAKUX JIEN).

JluyHoe neno — CHUCTEMATU3UPOBAHHBIM KOMIUIEKC TEPCOHANBHBIX U
MEPBUYHBIX YYETHBIX JOKYMEHTOB, XapaKTEPU3YIOIINX TPYIAOBYIO AESTEIbHOCTH
KOHKPETHOTO pabOTHHUKA.

JIndHOE 1e0 3aBOJUTCS HA MOMEHT IMOCTYIUICHHs] paOOTHUKA Ha paboTy |
3aBEpUIAETCS JATOM €ro YBOJIbHEHHS.

JIOKyMEHTBI B IMYHOM JIE€JIE€ PACTIOIATAIOTCS B COOTBETCTBUU C XPOHOJIOTHEH
UX CO3/IaHHsI, HO IEPBBIMU U MOCJIEIHUMU SIBJISIIOTCS] 3aBEPEHHBIE KOMUU MTPUKA30B
0 npueme/yBOJIbHEHUN paOOTHHUKA.

HenonyctuMo co3gaHue Tak Ha3bIBAEMbBIX «HAPAIOB» JIMYHBIX €N, KOraa
HECKOJIbKO JIMYHBIX Je CIIWBAIOTCS B OJHO JEJ0, T.K. HapyIIalTCsS OOIme
npu3Haku (OPMUPOBAHUSA ]I U TIOPSIOK pabOTHI ¢ TOKYMEHTaMHU OIPaHUYEHHOTO
mocTyma’.

JlumeBbie  cuera  paOOTHUKOB  (pacueTHO-TUIATEKHBIE  BEJIOMOCTH)

dbopmMupyroTCI B Jeda IO XPOHOJOTuU, 3areM 1o andasuty damuiuii. B

% Va3 [Ipesunenta PO ot 06.03.1997 Ne 188 (pexn. ot 13.07.2015) «O06 yrBepxaeauu [lepeuns
CBEJICHHI KOH(DUICHIIMAIEHOTO XapaKTepay.
10



OTIENbHBIX CIIy4asX K JIMIEBBIM Cue€TaM MpuiIaraimTcs MHUQpbl MPOU3BOJICTB,
IIEXOB, OT/IEJIOB.

Tabenu u HapsIbl yueTa pabouero BpeMeHu (HOpMUPYIOTCS MO XPOHOJIOTHH,
CTPYKTYPHBIM MOAPA3ACICHUSIM, all(paBUTY (haMHIIUN.

ATTecTallMOHHBIE JTUCTHI (POPMUPYIOTCS U XPAHATCS B COCTaBE JIMUHBIX I
pabOTHHUKOB.

JIOKYMEHTBI O MPOU3BOJICTBEHHBIX aBAPUSAX M HECUACTHBIX CIy4asx (aKThl,
3aKJIIOYEHUS], OTYETHI, IPOTOKOJIBI, CIIPABKU) POPMUPYIOTCS 1O XpoHosoruu. [Ipu
ATOM BHIIICHA3BaHHBIE JOKYMEHTHI 00 aBapusiX M HECYACTHBIX CIydasx Ha
MIPOM3BOJICTBE C KPYMHBIM MaTepUATBHBIM YIIEPOOM M YETOBEUECKUMHU KEPTBAMHU
(bopMHUpYIOTCA B OTZAEIBHBIE J€1a C IOCTOSIHHBIM CPOKOM XPAHEHUS.

[TonmuHHBIE HEBOCTPEOOBAHHBIC JIMYHBIE JOKYMEHTHI (TPYIOBbIE KHIKKHA U
BKJIAJIBIIIK K HHUM, JUIUIOMBI, aTTE€CTAThl, CBUJETEIHCTBA) BKJIAJIBIBAIOTCS B
KOHBEPT U NOMEIIAIOTCS B KOHIIE JIMYHOTO Jieia pabOTHHUKA.

Odopmnenne nen MO JTUYHOMY COCTaBY MPEIACTABISIET COOON KOMIUIEKC
paboT, BKJIIOYAIONIMI: TOMMIUBKY (MIEpEIuieT) 1ei, HyMepaluio JUCTOB Jela,
COCTaBJICHHE 3aBEPUTENILHON HAAMKCH, COCTABJICHHE, B HEOOXOAMMBIX CIIydasX,
BHYTPEHHEH OINMUCH JOKYMEHTOB JieJia, 0hopMIIeHHE 00JIOKKH Jea.

Jlena noamuBaroTCs B 4 MpOKOJIa B TBEPAYIO OOJIOKKY, U3 Jiea yIaIsoTCs
BCE TIOCTOPOHHHE TMpEeAMETHl (CKpemKH, 3aKjlagkd W Jp.). B KoHme pgena
MOIIIMBAETCS OJIAHK JIMCTa 3aBEPUTEISL.

Bce nuctel nena, kpome JTMCTOB BHYTPEHHEW OMHMCHU W JIUCTA 3aBEPUTEIS,
HYMEpPYIOTCSI B pa3BepHYTOM BHJAE B TIPaBOM BEpPXHEM YIUIy MPOCTHIM
(rpaduTHBIM) KapaHIalmoM WX HyMmeparopoM. lloammTeie B €710 KOHBEPTHI
Tak)Ke HyMepyroTcs (CHavaaa KOHBEPT, IIOTOM IO TMOPSIIKY BCE BIOXKCHHS).

3aBepuTenbHas HAANHUCHh COCTABIAETCA TOJBKO HAa OTIEIBHOM JIUCTE-
3aBepuTeNie MO YCTAaHOBJIEHHOW (opMme. 3ampemiaeTcsi BHIHOCUTh €€ Ha 000poT
MOCIIEIHETO JIOKYMEHTa WM O0ONOXKYy gena. OHa BKJIIOYAaeT CBEICHHUS O
KOJIMYECTBEHHBIX TMapaMeTpax Jella M HX OCOOCHHOCTSAX (JUTEpHBIC JHUCTHI,

MPOIYIIEHHBIE JIUCTBI, JUCTHI C 000POTOM, KOHBEPTHI).
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K nuyapiM nemam paOOTHUKOB, JTMYHBIM KapTOUYKaM paOOTHUKOB, JIUIICBBIM
cyeTaM paOOTHUKOB  (pacyeTHO-TUIATE)KHBIM  BEIOMOCTSIM)  COCTaBJISIETCS
BHYTpeHHsis omuch. OHa COCTaBJIsETCS HA OTIACIBHOM JIUCTE (JIUCTax) II0
ycraHoBaeHHoOi (popme'’ (mpuinoxenue 1), B KOTOPOH yKa3bIBAeTCS MOPSIKOBBII
HOMEpP 3allluCH, PETUCTPAIIMOHHBIA WHIEKC JIOKYMEHTa, Jara JIOKyMEHTa,
3aroJIoBOK, HOMEpa JIMCTOB JOKYMEHTA B JIeJI€ ¥ PUMEUYaHue.

K BHyTpeHHEN ommcu Jena COCTAaBISAETCS WTOrOBas 3alUCh, B KOTOPOU
yKa3bIBaeTcs HUPpaMH U MPOMUCHIO KOJIMYECTBO BKIIOYEHHBIX B HEE JIOKYMEHTOB
Y KOJMYECTBO JUCTOB BHYTPEHHEN OMUCH.

BHyTpeHHSII ONUCh MOJNUCHIBAETCS €€ COCTABUTENIEM C YKa3aHUEM
JOJKHOCTH, paciin(poBKY MOJIMUCH U JAaThl COCTABJICHUS OIUCH.

[Ipy wu3MeHeHMH cocTaBa JOKYMEHTOB Jella (M3bATUH, BKIIOUYECHHH
JOKYMEHTOB, 3aMEHbl UX KONUSMHU M Jp.) 3TH U3MEHEHHUs OTpakaioTcs B rpade
«[Ipumedanue» co CCbUIKAMU Ha COOTBETCTBYIOIIME AKThI, IPU HEOOXOAUMOCTH
COCTABJISIETCSI HOBAasi UTOTOBas 3alUCh K BHYTPEHHEW OIMUCU U JIUCT-3aBEPUTEIb
nena.

O0650%xKa fena 1no JMYHOMY COCTaBY COJIEPKUT CIEAYIOIINE PEKBUZHUTHI:

- HAMMEHOBAHHUE OpraHU3aluu, TOAYMHEHHOCTH;

- HAMMEHOBAHME CTPYKTYPHOT'O MTOAPA3IEIECHUS;

- UHJIEKC JIeTa;

- 3ar0JIOBOK JIEJIa;

- KpallHUE JaThI JIEJIa;

- KOJIMYECTBO JIUCTOB JIEJIa;

- CPOK XpaHEHUs Jena;

- apXUBHBIN mudp Aena.

JIOKYMEHTBI 1O JIMYHOMY COCTaBy, C(HOpMHUpPOBaHHbIE U O(POPMIICHHBIE B
YCTAaHOBJICHHOM MOPSAKE, MOAJIEKAT Mepeaadye B apXyUB OPraHU3alUU 110 OMUCIM
Jiel CTPYKTYPHBIX TOJIpa3[eieHuil, 3a UCKIIOUEHUEM JOKYMEHTOB IO JUYHOMY

COCTaBYy CO CpoKamu XxpaHeHus 10 10 JeT BKIIOYUTEIBHO.

10 ITpunoxxenne Ne 27 k IIpaBunam 2015 r.
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JIOKYMEHTBI TIO JJMYHOMY COCTaBy, UMeEIolue cpoku xpaHenust 50/75 ner,
NEPENAOTCSA B apXUB OpraHU3allMd HE paHee, YeM 4epe3 Ioj U HE MO3JHEE, YeM
yepe3 TpuU ToAa IHociae roja, B KOTOPOM OHM ObUIM  3aKOHYEHBI
JIEJIOMPOU3BOACTBOM, a I TOKYMEHTOB IO JIMYHOMY COCTaBYy IOCYJapCTBEHHBIX
IPaXIaHCKMX M MYHMIMIIAJIBHBIX CIY’KaIUX, YBOJIEHHBIX C TOCYJapCTBEHHOU
IpaKIaHCKOM MITH MyHHIIMIIANBHOMN CIIyk0bI, — uepe3 10 JIeT co THS yBOJIbHEHHUS .

Ha ocHoBe onuceil fen 1o JUYHOMY COCTaBY CTPYKTYPHBIX IMOAPA3IACICHHMA
B apXMBE OPraHM3AIHil COCTABIIACTCS OIKCH ST MO JHYHOMY cocTaBy > (cM. mm. 4.1
MeToauuecKrx peKOMEHIAIH).

2.2. IlpoBeneHue JIKCHEPTU3bI LHEHHOCTH [JAOKYMEHTOB IO JIMYHOMY
COCTaBY B apXHBe OPraHM3aLHNHU

DKcnepTh3a LEHHOCTH JOKYMEHTOB [0 JUYHOMY COCTaBy B apXHBax
OpraHu3aldid MPOBOAMUTCS IO HCTEYEHHHM CPOKOB MX BPEMEHHOIO XpPAaHEHUs B
LEJSIX BO3MOXKHOTO OTOOpa HMX Ha TMOCTOSIHHOE XpAaHEHHWE M BBIJCICHUS K
YHUUTOKEHUIO.

DKcnepTru3a LEHHOCTU TOKYMEHTOB I10 JINYHOMY COCTaBy B OpraHU3aLUsX -
MCTOYHHUKAX KOMILIEKTOBAHUS TOCYAApCTBEHHBIX M MYHUUMIAIBHBIX apXUBax
IPOBOAUTCA COBMECTHO C JKCIIEPTHO-IIPOBEPOUYHBIMU KOMHUCCUAMHU (pesiepalibHbIX
rOCyJapCTBEHHBIX apXHUBOB, YIIOJHOMOYEHHBIX OPraHOB MCIOJHUTEIBHON BIACTH
cyoBexToB Poccuiickoiit Meepanun B chepe apXUBHOTO e .

[Ipu oTOope JOKYMEHTOB MO JIMYHOMY COCTaBy pEKOMEHAYeTCs
PYKOBOJICTBOBATHCS CIEIYIOUIUMU KPUTEPUSIMHU:

- 3aHUMaeMasi JOJDKHOCTh pabOTHUKA B OpraHu3aluu (PyKOBOJUTEIb
BBICIIIETO M CPEHETO 3BE€HA), HAJIMYME Y HErO Harpaj, yYeHbIX CTEIICHEW, 3BaHU;

- BKJIaJ1 pa0OTHHKA B Pa3BUTHE OpTraHU3ALINM;

- XpOHOJIOTUYECKU nepro1 (BpeMs cO3AaHusl JOKYMEHTOB);

1 ITynkr 4.1. ITpaBui 2015 1.

12 ITopsi10K COrNacOBaHMS M YTBEP)KACHHS OIKCEHi [ MO JMYHOMY COCTaBY YCTaHOBICH I1. 5.5
ITpaBumi 2015 1.

B Yacts 4 crateu 6 ®denepanbHoro 3akoHa oT 22 okTsa0ps 2004 1. Ne 125-®3 (pen. ot

28.12.2017) «O06 apxuBHOM nene B Poccuiickoii deneparum».
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- TIoBTOpeHre WH(POPMAIMKA JOKYMEHTOB 10 JIMYHOMY COCTaBy B JAPYTHX
JOKyMEHTaX (Yy4€THBIX, OTYETHBIX, PACIOPSIAUTENBHBIX U JIP.);

- yyactue paboTHuka B Benukoit OTeduecTBeHHOW BOMHE U IPYTUX BOWHAX U
BOOPYKECHHBIX KOH(DIUKTAX;

- ydacThe paOOTHUKA B JUKBUIAIMU TOCIEICTBUNA CTUXUNHBIX OCACTBUN U
TEXHOTEHHBIX KaTacTpod;

- €r0 MPUHAJIEAKHOCTh K TPYAOBOM TUHACTHUH,

- €ro crax< paboThl (B II€JIOM B OpraHU3alMM U B ONpeJieiIeHHbIe, Hauboee
3HAYMMBIE JJI1 HEE TIEPHUOIbI).

JIOKyMEHTBI MO JIMYHOMY COCTaBYy, OTOOpaHHBIE HAa MOCTOSIHHOE XpaHEHUeE,
BKJIIOYAIOTCS B OIHCH JEJ 110 JINYHOMY COCTABY ITOCTOSHHOTO XPAaHEHHS — (CM. II.
4.1 MeToaudecKnx peKOMEHIAIH ).

2.3. Ilepenaya JOKYMEHTOB IO JMYHOMY COCTAaBY B rOCyIapCTBEHHBII,
MYHUIMIIAJIbHBIA apXUB

JIOKyMEHTBl 1O JIMYHOMY COCTaBY, BKJIIOYEHHBIE 1O pe3yjbTaram
OKCIIEPTU3bl IIEHHOCTH B cocTaB ApxuBHOro ¢onna Poccuiickoit deneparuu,
MEePEIAIOTCS B COOTBETCTBYIOIIMI apXUB, MICTOYHUKOM KOMIUIEKTOBAHUSI KOTOPOTO
ABseTcs opraHu3auus. llepenaua ocyiecTBIsE€TCS MO ONMCH A€ IO JIMYHOMY
COCTaBy TIOCTOSSHHOTO XPAHEHMsS, COIJIaCOBAHHOM H  YTBEPXKICHHOW B
YCTaHOBJIEHHOM TOPSIIKE.

B rocymapcTBeHHBIM, MYHULMNAIbHBIA apXUB JOKYMEHTBHl IO JUYHOMY
COCTaBy, CPOKH BPEMEHHOTO XPaHEHUSI KOTOPBIX HE MCTEKJIU, MOTYT MOCTYIAaTh B
CIEAYIOIIMNX CIIyqasx:

- IPY JIMKBUJIALIMU OpTraHu3alui;

- 110 PEUIEHUIO CYy/1a;

- IPU YTPO3€ UX COXPAHHOCTU B OPTraHU3ALNU.

VYKa3aHHbIE JOKYMEHTBI XPAHATCS B TOCYAAPCTBEHHOM, MYHHUIMIIAIBHOM

ApXUBE OO HUCTCUYCHHA YCTAHOBJICHHBIX CPOKOB XPAaHCHHUS, 3aTCM IIOABCPIrarOTCsa

1 [Topsanox yrBepkieHus onucH yctaHoBieH 1. 5.5 [Ipasun 2015 r.
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HKCIIEPTU3€E LIEHHOCTH HA OCHOBAaHUM KPUTEPHUEB, YKAa3aHHBIX B I1. 2.2. Pe3ynbTarhl
ATOM IKCHEPTU3BI OPOPMIIAIOTCS B YCTAHOBICHHOM MOPSIKE.

B cnywyae mocTymieHHs B TOCYyIapCTBEHHBIM, MYyHULUIIAJIBHBIM apXWB B
UCKIIFOUMUTEIBHBIX  ClIy4asX  JOKYMEHTOB IO  JIMYHOMY  COCTaBy B
HEYNOPSAOYECHHOM COCTOSIHUH, OHM TOJUIEKAT YIOPSAOYECHHUIO U, 110 UCTCUECHHUU

CPOKOB HX XpaHCHH:, SKCIICPTU3C ICHHOCTH.
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Paznen 3. XpaHeHHe M y4YeT JAOKYMEHTOB IO JIMYHOMY COCTABY B

apxmBax opraHnsaunﬁ, rocyiapCrBeHHbIX 1 MYHHIUIIAJbHBIX apXUBaXx

3.1. XpaHeHHe JOKYMEHTOB 10 JUYHOMY COCTABY

TpeboBanus K OpraHu3aMy XpaHEHUS JOKYMEHTOB I10 JIMYHOMY COCTaBY B
apXHWBe OpraHu3alluu ycTaHoBlieHbI paszaenoM Il ITpasun 2015 r.

XpaHeHHE JOKYMEHTOB B TOCYJApPCTBEHHBIX, MYHUIHMNAJIbHBIX apXUBAX
OCYIIIECTBIISIETCS B COOTBETCTBUU ¢ TpeOboBaHusmu paszaena |l Ilpasua 2007 r.

B cyObeKTax Poccuiickoit Oenepanuun MOTYT co3J/laBaThCs
CIICIIMAJIM3UPOBAHHBIE TOCYJAPCTBCHHBIE APXHMBBI JOKYMEHTOB [0 JIHYHOMY
COCTaBy JUIs IpUEMa W OpraHu3allMd XpPAaHEHUs, ydeTa W UCIOJIb30BAHUSA
JOKYMEHTOB 0 JIMYHOMY COCTaBYy JIMKBUIUPOBAHHBIX (pPEOpPraHU30BAHHBIX)
opraHu3anuii Bcex (OpM COOCTBEHHOCTH, PACIOJIOKEHHBIX Ha TEPPUTOPUH
COOTBETCTBYIOIIHNX CYOBEKTOB Poccutickoit denepanuu.

3.2. YueT 10KYMEHTOB 10 JUYHOMY COCTABY

JIOKYMEHTBI 110 JIMYHOMY COCTaBY, a TAKXKE OIKUCH JEJI 110 JIMYHOMY COCTAaBY
B apXWBax OpraHu3aluii, TOCYJAapCTBEHHbIX W MYHHUIMNAIBHBIX apXuBax
MOJJIEXKAT yquy15.

Benenne  ydyeTHbIX — JIOKYMEHTOB B apXMBax  OpraHusaluii, B
rOCy1apCTBEHHBIX, MyHUIIMIIAIBHBIX apXHBaX OCYILIECTBISECTCS B COOTBETCTBUU C
TpeOOBAHUSIMU, YCTAHOBICHHBIMH COOTBETCTBYIOIIUMU pa3/ieiamMu HpaBI/mlG.

YueTrHple AOKYMEHTBHI apXuBa, KpOME OIKUCEH, IPEIHA3HAYAKOTCA IS
CITY’>K€OHOTO MOJIb30BAaHUS U MOJ30BATEISM HE BBIIAIOTCS.

Opranu3zanusi, SIBJISTFOLLASICS MCTOYHUKOM KOMIUJIEKTOBAaHUS
roCyJapCTBEHHOTO, MYHMIIUIIAJLHOTO  apXWBa, o0s3aHa TPEACTaBIsATh B
COOTBETCTBYIOIIUN IOCYJAaPCTBEHHBIM, MyHULIMTIAJIbHBIN aPXUB YUYETHBIE CBEICHUSA

00 o0OBEME U COCTaBe XpaHAamuxcsa B apXMWMBC OpraHU3ali JOKYMCHTOB 110

1 ITynxr 3.1 IIpaBun 2015 r., myskr 3.1. IIpasui 2007 r.
16 [IpaBuna 2015 r. nna apxuBoB opranuzanui, IlpaBmia 2007 r. m1s rocyJapCTBEHHBIX U

MYHHIMIIAIBHBIX apXUBOB.
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JINYHOMY COCTaBY' . JIaHHBIC CBEICHHS MPEIOCTABISIIOTCS HA OCHOBE YUYETHBIX
JIOKYMEHTOB apXHBa OpraHU3allvu.

CoctaB U (OpMBI OCHOBHBIX YYETHBIX JOKYMEHTOB (KpoMmMe TmacmopTa
apXMBOXpPAHWIIMILA), TPEOOBAHUSI K WX COCTaBIICHUIO ompesneneHbl pazaenom |l
[Tpasun 2007 r.'®

CoctaB 1 (pOpMBI BCIIOMOTATENbHBIX YYETHBIX JOKYMEHTOB OINPEIEISIOTCS
apXMWBOM CaMOCTOSITENIBHO.

OcHOBHBIM  (00sI3aTE€NBbHBIM)  YYETHBIM  JIOKYMEHTOM,  CIIEIHAIbHO
MpeaHa3HAaYCHHBIM JJI y4eTa JTOKYMEHTOB IO JJUYHOMY COCTaBY, SBJISIETCS OMUCH
JIOKYMEHTOB MO JUYHOMY cocTaBy. dopma omucu Aed MO JUYHOMY COCTaBy
3aKkperuieHa B npuiioxkenuu 15 Ilpasun 2015 r."® Meromuka cocTaBiIeHHs OIHCH
JIEJT TI0 TIMYHOMY COCTaBY MPUBOAUTCSA B 1. 4.1. MeTOAMYECKUX pEKOMEHAAIINM.

N3MeHeHusl B yUETHbIE TOKYMEHTBI BHOCATCS MO PE3yJbTaTaM MPOBEACHUS
DKCHEPTU3bl LEHHOCTH JIOKYMEHTOB II0 JMYHOMY COCTaBy MO HCTECYEHUU

YCTAHOBJICHHOI'O CPOKa UX XPAaHCHUS.

" B coorsercrBun ¢ PeriameHToM rOCyJapCTBEHHOTO y4eTa JTOKYMEHTOB ApPXHBHOTO (oHIA
Poccuiickoit @enepanuu, yTBep)kIeHHbIM npukazom PocapxuBa ot 11 mapra 1997r. Nell
(3apeructpupoBad MuHtoctom Poccun 8 mromns 1997r., peructpanmonusiii Homep 1344). [lanee
— Pernmamenr.
'8 IMynkr 3.4.1 Hpasun 2007 r.
19 ITpunoxxenue 15 x IIpaBmiam 2015 1.
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Pasnen 4. Co3nanume W BeleHHEe CIPABOYHO-TIOMCKOBBIX CPEACTB K

AOKYMEHTaM 110 TUIHOMY COCTaBy

Jns opraHu3anuy J0CTyna K JOKYMEHTaM IO JIMYHOMY COCTaBy M HX
UCIIOJB30BaHUsA B TOCYJAapCTBEHHBIX M MYHULMNAIBHBIX apXuBaX, apxuBax
OpraHu3alid  CO3JAIOTCS  CIPABOYHO-IIOMCKOBBIE CpPEICTBA K  apXUBHBIM
JOKYMEHTAaM.

ba30BbIM apXMBHBIM CIPABOYHUKOM JIFOOOTO apXHBa SIBJISIETCS ONMUCH €,
JIOKYMEHTOB.

B apxuBe opraHmzanuMm MOTYT CO34aBaTbCsl W JPYTHE ApXUBHBIC
CTIpaBOYHKKH (KATANOTH, yKa3aTe/lH, TeMaTHieckne Kaprotekd u ap.)>’. Cocras
CIIPAaBOYHO-TIOMCKOBBIX CPEJCTB apXMBa OPTraHU3ALHH ONPEACISIETCA COCTABOM M
COJIEP’KaHMEM XPAHALIUXCSA B HEM JJOKYMEHTOB, XapaKTepOM U 3aJa4aMu IIOMCKa U
MHTEHCHBHOCTBIO HCITOIb30BAHMS TOKYMEHTOB .

l'ocynapcTBeHHblE, MYyHUIMINAIbHBIE APXUBBI MOPOBOAAT paboOTy MO
(GOpPMUPOBAHHIO CHUCTEMBbI  CIIPABOYHO-TIOMCKOBBIX CPEJICTB K  apXUBHBIM
JOKYMEHTaM KakK KOMIUIEKCA B3aUMOCBS3aHHBIX M  B3aWMOJOIOJHIEMBIX,
CO3/1aBAEMBIX HA €AMHON HAyYHO-METOANYECKON OCHOBE ApXUBHBIX CIIPABOYHUKOB
O COCTaBE U COJEPKAHNUU apXMBHBIX JOKYMEHTOB. B 3Ty cucremy, IOMHUMO OIKUCH
nen, JOKYMEHTOB, BXOJSAT JpPYru€ apXvBHbIE CIpPaBOYHUKH (cMm. 1. 5.2

MeTOAHYEeCKHIX PEKOMEHIALMi)™,

20 Tam xe.
2l [Tyukr 5.4 IIpaBun 2015 r.

22 Mynkr 5.3.1 Tpasur 2007 .
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4.1. Onuce e mo JMYHOMY COCTABY

4.1.1. OcHoBHble (YHKIUH ONHMCH [eJ MO0 JHMYHOMY COCTABY H
NPUHLIMIBI €€ COCTABJICHUS

Onuce nen mo JUYHOMY COCTaBy IIpeJHA3HAu€Ha [JIsi PACKPBITUS HX
COCTaBa W COJCP)KaHUS, 3aKpEIVICHUS WX BHYTPU(OHIOBOM CHCTEMaTH3AIlMU M
yqua23.

Omnucek BBINTOJHSAET JBE (YHKIMU: OHA SBISICTCS OJHOBPEMEHHO
BHYTPU(OHIOBBIM YYETHBIM JOKYMEHTOM M BHYTPU(MOHIOBLIM CIIPAaBOYHUKOM I10
COCTaBy U COJICPKAHUIO EIUHUIl XPAHEHUS, TO €CTh CIYXUT IEJIsIM IOUCKa
nHpOpMaMu TIpU OpraHU3allMd MCIOJIb30BAaHUS JOKYMEHTOB. Ilpu 3TOoM oOHa
ABJISIETCA 00SI3aTEIIbHBIM 3JIEMEHTOM, KaK CUCTEMbl YYETHBIX TOKYMEHTOB, TaK W
CHUCTEMBI CHPaBOYHO-TIOMCKOBBIX CPEACTB T'OCYJApPCTBEHHBIX U MYHMIIUIIAIBHBIX
apXMBOB, apXUBOB OpraHU3aIUH.

Breimonuss @yHkiuuoo ydyeta, onuch GUKCUPYET HATMUUE KAXI0N €TUMHUIIBI
XpaHEHUS, 3aKpeIUIIeT €€ MECTO B apXHWBE C TOMOIIbIO MPUCBOCHUS €l
MOPSIAKOBOIrO HOMepa. B uTOroBoil 3ammcu oTpakaeTcsi 00IIee KOJUYECTBO
€IMHUI] XpaHeHUs1 B onucu. Kak CrpaBOYHMK MO COJEPIKAHUIO, OMTUCH COAEPKHUT
MIOMCKOBBIE CBEJICHUS O KaXJOM €IUHUIIE XpaHEHUs, TO €CTh BTOPUYHYIO
JIOKYMEHTHYI0 MH(OpMaINi0, KOTOpasi I0HKHA COOTBETCTBOBATh B 00OOIIIEHHOM
BHUJIC TIEPBUYHON JIOKYMEHTHOH WH(GOpPMAIUM, 3aKIIOUCHHOW B EIWHHUIIAX
XpaHEeHUs.

B rocymapcTBEeHHBIX, MYHHUITUTIAJILHBIX apXUBaxX M apXHWBaX OpraHU3allui
NpUHATA eIUHAs JIMCTOBas (popMa OMHCH IO JMYHOMY COCTaBy (MPHIIOKEHHUE 2).

KpOMe TOro, HE3aBHUCHUMO OT BHAA apXuWBa, OIMMCH COCTABJIAIOTCSA Ha GJIHHOﬁ

23 [Togpo6HO 0 cocraBnennu omucei cM.: CoCTaBI€HHE apXUBHBIX omnuced: Meroaumdeckue
pexomennaiuu / coct.: H.M. Auapeesa, JL.U. bensauna (otB. ucim.), B.I'. Jlapuna (pyk. Temsl,
oTB. cocT.), A.B. ITanoBa, E.H. Caxaposa (otB. uctm.); Pocapxus, BHUNJIA. M., 2001. 144 c.;
CocraBiieHHe apXUBHBIX OMUCEH B ANEKTPOHHOU (hopMe M UX MHTErpalvs B HHPOPMAIIMOHHYIO
UHQPACTPYKTYpy  TOCYJApCTBEHHBIX M  MYHUILMIAJIbHBIX  apXWBOB.  Meronnyeckue
pexomernnanuu / Coct.: H.M. Anapeesa, XX.JI. Marmucman (otB. coct.), B.I'. Jlapuna (pyk.
tembl, oTB. cocT.), E.H. Caxapoa (otB. mcm.), M.B. TapacoBa (otB. wmcm.); Pocapxus,
BHUUJAL. M., 2015.112 c.
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HAyYHO-METOUYECKOW OCHOBE. OTO 00eCHedYnBaeT NPEEeMCTBEHHOCTh U
B3aMMOCBSI3b CHCTEM YydYeTa | CIPABOYHO-TIOMCKOBBIX CPEICTB apXHBHBIX
YUpEeXKIACHUHN CTPaHBI.

[Ipu co3manmm omucu TpuMeHsieTcs AuddepeHITMPOBAHHBIN TIOIXO/,
KOTOPBIN 3aKII0YAeTCs B MPUMEHEHUM PA3JIMYHON METOJUKU OMHUCAHUS €IUHUIL
XpaHEHUsI, BHIOOpE COCTaBa M HAIOJHEHHS CIPABOYHOTO ammapara K OIMCH.
JudbdepeHnnpoBaHHBIN TOIX0.1 UCTIOIB3YETCS U MPU YCTAHOBICHUHN OYEPETHOCTH
IpU OpraHu3aluu paboT MO mepepadOoTKe, YCOBEPIIEHCTBOBAHUIO U OIU(POBKE
ormcen™.

Onuch COCTOWUT W3 OMHCATENBHBIX CTATCH EAWHUI] XPAaHEHUS, UTOTOBOM
3aIKCH, TUCTA-3aBEPUTENS U CIPABOYHOTO armapara K OIMUCH.

Omucn  gem 1O  JUYHOMY COCTaBY  COCTABJISMIOTCS HA  CTaJHH
JIEIONPOU3BOICTBA WIHM B ApXUBE OpTraHU3AIIHH.

Ha 1okyMeHTBI 1O JIMYHOMY COCTaBy IIOCTOSIHHOTO  XpaHEHHs
COCTABJISIFOTCSI OT/ICITLHBIC OIHCH.

4.1.2. Tlopsaaok cocTaB/ieHHs] ONHMCH JeJ MO0 JHUYHOMY COCTaBy B
OpraHu3anuu

Onucu nen 1Mo JMYHOMY COCTaBY COCTABJISIOTCA B CTPYKTYPHBIX
MO/Ipa3/IeNICHUsIX OpraHU3allid Ha OCHOBE HOMEHKJIATYp e IMOCJEe MPOBEICHUS
DKCIIEPTU3BI TIEHHOCTH JOKYMEHTOB (CM. M. 2.2 METOIUYECKUX PEKOMEHIAIINHN).
Onucu CTPYKTYpHBIX TMOAPA3ICIEHUN COCTaBIAIOTCS B JBYX OJK3EMIUISpAX H
MIPE/ICTABIIIOTCSA B apXHWB OPraHMU3aIliu HE TO3JHEE, YeM UYepe3 OJWH Toj IOCIe
3aBepIICHUs JIeJ1 B JIEJIONPOU3BOJACTBE. JIMuHBbIE jena (JUYHbIE KapTOYKH)
BHOCSITCS B OIHCH TI0 TOTY YBOJIBHEHUS JIMIIA, HA KOTOPOTO OHH OBLIIN 3aBE/ICHBI, U
CUCTEMATU3UPYIOTCS 10 aPaBUTy QamMuimii.

[lepenaya nmenm B apxuB OpraHM3alldé OCYIIECTBISICTCA MO Tpaduky,
COTJIAaCOBAaHHOMY C PYKOBOJUTEISIMUA CTPYKTYPHBIX TMOJPa3IeICHIM, TTePeIarOIIIX

JAOKYMCHTEI B apX¥B, 1 YTBCPIKACHHOMY PYKOBOAUTCIIEM OpraHU3alm.

24 [Togpobuee cm.: CocraBieHue apXUBHBIX OMHUCEN: MeToauuecKkue pPeKOMEHIAIMH / COCT.:
H.M. Aunpeesa, JI.U. bensauna (otB. ucim.), B.I'. Jlapuna (pyk. Temsl, oTB. cocT.), A.B. [1lanoBa,
E.H. Caxaposa (otB. ucn.); Pocapxus, BHUNIAJI. M., 2001. C. 10.
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[To maHHBIM OMMCSIM MPUHUMAIOTCS Jefia B apXUB OpraHuzanuu (cM. m. 2.3
Metonnueckux pekoMeHnauuid). [Ipm 3TOM Ha KaKIOM S3K3EMIUISIPE OMMCH el
IIPOCTABIICTCS. OTMETKA O HAJW4YMM €IUHUL XpaHEeHHs. B KOoHIE KaXkIoro
IK3EMIUIsIpa OINWCH yKa3bIBalOTCA LUdpaMu U  TPOMUCHI0  (pakTHUEecKoe
KOJIMYECTBO MPUHATBIX B apXWB EIAWHMUI] XPAaHEHHs, HOMEpa OTCYTCTBYIOLIUX
CAVHMI] XpAaHEHUs, JaTa IIpUeMa-Iepeladd €IUHULl XPaHECHMs; NOANHCH JIMLA,
OTBETCTBEHHOTO 34 APXUB, U JINIIA, IEPEIaBaBILIECIO JIENA.

Ha ocHOBe onucell CTpyKTYypHBIX IOAPA3ACICHANA B aPXUBE COCTABISAIOTCS
TOJIOBBIE pa3fesbl ONUCEN Jed MO0 JIMYHOMY cocTaBy. OnucH (roJ0BbIE pa3eibl)
paccmartpuBatotcs u coriacoBbiBatoTces ¢ [IOK (OK) opranuzammm.

Ecnu OpraHu3anys  SIBJIAETCS HMCTOYHHUKOM KOMIIJIEKTOBaHUS
roCyJapCTBEHHOr0, MyHUIIMIIAIBHOTO apXHWBa, OMHMCH JAENI MO JIMYHOMY COCTaBY
(romoBble  pa3neibl) MPENCTaBISAIOTCS Ha  COIJIACOBaHME B OKCIIEPTHO-
npoBepouHyto komuccuio (DI1K) cOOTBETCTBYIOLIETO YNOIHOMOYEHHOTO OpraHa
WCITOJIHUTENbHOM BIacTH cyObekTa Poccuiickoit denepannu B 001aCTH apXUBHOTO
nena uim (perepasbHOr0 rocy1apCTBEHHOro apxuBa. OnmUCH NpeaCcTaBISIFOTCS Ha
cormmacoanne B OIIK wepes Tpum roma mnocne 3aBepiieHuss A€l B
JEJIONTPON3BOJICTBE,

['pudsl cornacoBaHusi MPOCTABIAIOTCS HAa BCEX OYMaXKHBIX SK3EMILIsIpax
OTIHCH.

Eciu  opranuzanuss He  SABISETCI  HCTOYHUMKOM  KOMILIEKTOBAHMS
rOCyJapCTBEHHOTO, MYHULHNAIBHOTO apXWBa, TO OHA cama IOJHOCTBIO
KOHTPOJIMPYET MNPAaBUIBHOCTh COCTaBJICHUS U O(OpPMIICHHMS ONHMCEH Jed Io
JUYHOMY cocTaBy; coriacoBanue ¢ DIIK He Tpebyercs.

[locne cornacoBaHusi omuced Jed MO JIMYHOMY COCTaBy (TOHOBBIX
pa3le’oB) OHU YTBEPKIAAIOTCS PYKOBOJAUTEIEM OpTraHU3aALIH.

B opraHm3anusax-UCTOYHMKAaX  KOMIUIEKTOBAaHUS  I'OCYIapCTBEHHOIO,
MYHUIIMNIATBHOTO apXyBa ONHUCH JeJl MO0 JUYHOMY COCTaBY COCTaBIISIOTCA B

YCTBIPECX IK3CMINIAPAX, U3 HUX TPU SK3CMILISApA — HA 6YMEDI(HOM HOCHTCJIC, OAUH

2 [Tynxr 5.5 IlpaBun 2015 r.
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(paboumii) — B 31eKTpoHHOM BHje. [Ipu 3TOM OAWH SK3EMIUIAP OMHCH JAEN IO
JUYHOMY COCTaBy B OyMa)XHOM BHUJIE U €€ OAUH — B 3JIEKTPOHHOM IEPEIAIOTCS B
COOTBETCTBYIOIIMI TOCYAapCTBEHHBINA, MyHULIMITAIIBHBIA apXuB. J[Ba s3K3eMIUIsIpa
OIIMCH OCTAIOTCS B OPTaHH3AIHI

B opraHuzanusax, He SABISIOIIUXCA MCTOYHUKAMH KOMIUIEKTOBAHUS
roCyJapCTBEHHOT0, MYHUIIMNIAJIBHOTO apXHWBa, OMUCH JEN IO JUYHOMY COCTaBY
COCTABIISIIOTCS B TPEX IK3EMILIAPax” .

4.1.3. OopmiteHne onucH e N0 JUYHOMY COCTABY

®opMa onucH Jed MO JIMYHOMY COCTaBy, 3akperuieHHas IlpaBumamu
2015 r., mpuBeieHa B PUIIOKEHUH 2.

OTnuune omucH JAen IO JUYHOMY COCTaBy OT OIMCH ITOCTOSIHHOTO
XpaHEHMS 3aKIII0YAETCS B HAIMYUU JAOMOJIHUTENIbHOM Tpadbl « CpOK XpaHEHUs».

B rpade «Cpok xpaHeHUs» s JaHHOTO BUAA JOKYMEHTOB YKa3bIBaeTCs
CPOK XpaHEHWs, NPEAYyCMOTPECHHBI JEHCTBYIOIIMM IIEPEYHEM APXUBHBIX
JIOKYMEHTOB C YKa3aHUEM CPOKOB MX XPAHECHHS.

VY4er M omnMcaHue HEKOTOPHIX BUAOB JOKYMEHTOB, OOpa30BaBILUXCS B
opraHu3anusx B OOybIIUX 00beMax (JIMYHBIE JI€J1a, JIUYHbIE KAPTOUKH, TPYIOBbIE
KHWXKKHA, HEBOCTpPEOOBAHHbIE JIMYHBIE JOKYMEHTbI) MOIYT BECTUCh B
CaMOCTOSATEIBHBIX OIUCSX.

B opranuzanusix, UMEIOUIMX HEOOJBIION 00BEM JOKYMEHTOB M0 JIUYHOMY
COCTaBY, MOET COCTaBJIATHCA OJHA ONKMCh HAa BCE BUIBI TaKUX JOKYMEHTOB, B
KOTOPON NPUMEHSIETCS] HOMUHAIBHBIM MPU3HAK CHUCTEMaTH3alud (JOKYMEHTBI
pacrpeiensoTcs 0 BUI0BOMY MPU3HAKY).

JIOKyMEHTBI TOCTOSSHHOTO W BPEMEHHOI'O CpPOKOB XPaHEHUS JOJIKHBI

rpynmnupoBaTbCs B OTACIIBHBIC CAMHUIBI XPAHCHU.

26 [TyukT 5.6 IIpaBun 2015 r.
27 [Tynxr 5.5 IlpaBun 2015 r.
22



4.1.4. Opranm3anusi padoThI 0 COCTABJIEHUIO ONUCH JeJI M0 JUYHOMY
COCTaBYy

CoTpyIHUK, OTBEYAIOIIMI 3a apXUB OPraHU3allMH, €KETOJHO COCTABIISET
TOJIOBBIE€ pa3/iesibl OMUCH, KOTOPbIE OYAYyT CIIyKUTh OCHOBOM JIJIsl CBOJTHOM ONUCH
Jed.

[lepBoMy romoBoMy paszeny onucu jaenl ¢oHAa MPUCBAMBAETCS HOMEp IO
aucty (oHAA, BCE MOCIEAYIONIME TOAOBbIE pa3ieibl YUCIATCA 32 JaHHBIM
HOMEpOM 10 3aBepuieHusi onucu. He nomyckaercss MPUCBOCHHE OMMUCSAM €N
OJIMHAKOBBIX YIETHBIX HOMEPOB B IPEIEax OHOTO GoHIa .

CBoJIHbIE TOOBBIE PA3ENbl OMHUCH €] MOJHOCThIO HE MOJIIMBAIOTCS, HE
opopMIISIOTCS.

B ommcu, Bciaen 3a mocnegHEW ONMMCATENBHOM CTaThEM, PacroJiaraeTcs
UTOTOBas 3aluCh, B KOTOPOM IMGpPO M TNPONMUCHIO YKa3bIBalOTCS oOIee
KOJIMYECTBO €IMHHI] XPAHECHHS OMHCH, TNEPBBIA M MOCIEIHUI HOMEpPA, a TAKKE
OTOBApUBAIOTCS OCOOCHHOCTH HYMEpAIlMU €IWHUI] XPAHCHUS B OMUCH (HAJIUYME
JUTEPHBIX M TMPONYIICHHBIX HOMEpPOB). HMToropas 3amuch MNOANKMCHIBACTCS
COCTABUTEJIEM ONHCH C YKAa3aHUEM JOJDKHOCTH, a TaKXe MPOCTaBISIETCS JaTa
COCTaBJICHHUSI OIKCH.

[Tocne kaxaoro TMOCTYIUICHHS WJIM BBIOBITHS  €IUHUI] XPaHECHUS
COCTaBJISICTCSI HOBasik WUTOrOBas 3aluCh, B KOTOPOW YKa3bIBAIOTCS OCHOBAHUS
BHeceHMs] M3MeHeHMs (akThl). CTapas WMTOroBas 3alHCh COXPaHSIETCS, a HOBas
MpOCTaBIIAETCS Beiied 3a npeasiayiieid. Heobxoanmo, 4ToObl Havyano HUTOTOBOM
3aMKCH PACIONIarajgoch Ha TOM K€ JIUCTE, UTO M MOCTEAHSS ONKUCATENIbHAS CTAThS.

Ecnu ommuce Aen COCTOMT M3 HECKOJNBKUX TOJOBBIX pa3/ielioB, TOMOB,
UTOTOBas 3aIIUCh COCTABIISIETCS K KaXJA0MYy TOJOBOMY paszjieny, Tomy. Kpome Toro,
K KaXJIOMy MOCIEIYIOIIeMy pasjelly, TOMYy B HapacTallleM MOpsaKe
COCTAaBJIISIETCS] CBOJHASI UTOrOBAas 3aUCh.

Jluct-3aBeputenb (UKCUPYET KOJIMYECTBO IPOHYMEPOBAHHBIX JIMCTOB

OIMMCH, B TOM YHUCJIC JIMTCPHBIX, a4 TAKIKC ITPOITYIHICHHBIX.

28 ITynxr 3.10 IpaBun 2015 r.
23



BHecenue wu3MeHeHMNM B TOAOBOM pas3fesl ONKWCU eI TOCJHE €ro
cornacoBanusi OIIK nmomyckaercs TOJNBKO HAa OCHOBAaHMM COOTBETCTBYIOILIETO
pelieHus DIIK*,

Onuchk MOXKET MPU3HABATHCS 3aKOHYEHHOM, €CIIU KOJMYECTBO BHECEHHBIX B
HEe JIeJ1 JOCTUTIIO YETHIPEX3HAYHOT'O YHCIIA.

[Ipu peopraHuzanuy TOCYJIapCTBEHHBIX OPraHOB, T'OCYJAPCTBEHHBIX,
MYHULIMNAIBHBIX W WHBIX OPTraHU3allvii, MPU HU3MEHEHHH CTPYKTYpPhl OpPraHOB
MECTHOTO CaMOYTPABJICHUSI OTKCH, COCTABIIEHHBIE IO peOpraHu3anuu (M3MEHEHUs
CTPYKTYphI), COTJIACOBAHHBIE M YTBEPKJICHHbIC B YCTAHOBIICHHOM TMOPSJIKE,
CUUTAIOTCS 3aKOHYCHHBIMU.

Onuch CTaHOBUTCS 3aKOHUYEHHOM TAKXKE MPU JIUKBUAAIMN OpPTaHU3alIUH.

3akOHYEHHas OMNHWCh JOJUKHA ObITh MOAIIMNTA M MEpeIrUIeTeHa,
MIPOHYMEPOBaHa U MOJHOCTHIO O(OpMIICHA.

Ecmu omnucs nen mo JIMYHOMY COCTAaBY IIEPECOCTABIIEHA, TO OAWH
DK3EMIUIIP paHee NEHCTBOBABIICH ONMCH BKIIOYAETCS BO BHOBb COCTABJIIEHHYIO
OMKUCh 3a TOCJIEIHUM YYETHBIM HOMEPOM, JIPYTHE HK3EMIUIAPHI BBIACISAIOTCS K
YHUUYTOKEHUIO B YCTAHOBJIEHHOM MOPSIAKE.

Jliist abpexTuBHOTO MCTIONB30BaHUS UHPOPMAIIMHU, 3aKJIFOUCHHON B OIHUCH,
CO3/Ia€TCS CIPABOYHBIM amnmapar K HEH, KOTOPBhIM BKJIIOYAECT: TUTYJIbHBIA JIUCT;
coJiep>kaHue (OrjaBJEHUE), €CIM ONMUCh MMEET pa3leibl; NPEIUCIOBUE; CIHCOK
COKpAILICHUH; YKa3aTEU.

4.1.5. OnuncaresibHAsA CTATHS ONMCH JeJI 10 JUYHOMY COCTABY

Onuce fAen Mmo JUYHOMY COCTABY COJEPKHUT IIEPEUYEHb OIMCATENIBHBIX
CTaTel, paCMOJIOKEHHBIX B MOPSIIKE UX BAJIOBOW HyMEpallid B COOTBETCTBHH CO
CXEeMOM CUCTEMAaTH3alI1H.

OnucarenpHasi CTaThs ONMKUCHA COCTOUT M3 0053aTEIBHBIX U IOMOJIHUTEIBHBIX
AJIEMEHTOB OMHUCaHUsl eauHuI] XpaHeHus (nem). K oOs3aTenbHBIM PEKBU3UTAM

OMUCAHUSI OTHOCSITCA: TMOPSAKOBBIA HOMEpP JieJ1a, NEJIONPOU3BOACTBEHHBIN UHAECKC

29 o
Tonpko JJIA Oopranu3anuu - HCTOYHUKOB KOMINIJICKTOBaHUA  I'OCYAAapCTBCHHBIX,

MYHHIMIIAIBHBIX apXUBOB.
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(MHIEKC MO0 HOMEHKJIAType Jel), 3arojoBOK JieJla, KpallHHe AaThl JieJa, CPOK
XpaHeHus1, KOJIMYECTBO JIMCTOB B jeie. B ciiydae He00X0IMMOCTH B OMHUCATEIBHYIO
CTaThbl0O ONMUCHU MOTYT BKJIIOUAThCS: YKa3aHWE HA MOJUIMHHOCTb (KOMUWHOCTB)
JIOKYMEHTOB ., AHHOTAIS TOKYMEHTOB JI€7Ia.

OCHOBHBIM 3JIEMEHTOM OIMCAHUs Jella SIBISETCS 3aroJIOBOK. 3arojioBOK
HeceT MH(opManuio 0 coctaBe W cojepkanuu jaena. OH JOJDKEH MOJTHOCTBHIO
COOTBETCTBOBATH JIEWCTBUTEIILHOMY COJEPKAHHMIO €AUHUIBI XpaHeHus. [Ipu Bcem
pa3HoOOpa3uu BHUJAOB W PA3HOBUAHOCTEH JOKYMEHTOB COCTaB AJIEMEHTOB
3aroJIoBKa €AMHUIIbI XpaHEHUS JOJDKEH ObITh PErIaMEHTHPOBAH U YHU(ULIUPOBAH,
OMHCAHME JI€J JOJHKHO OBITh CTPOTO YIOPSTOYEHHBIM.

4.1.6. OcoOGeHHOCTH ONUCAHNS JOKYMEHTOB 10 JUYHOMY COCTABY

Pa3HooOpa3ue BUAOBOrO cocTaBa JOKYMEHTOB IO JIMYHOMY COCTaBY (CM.
pazgen 1 Meroauueckux pekoMEHAalUi) NUKTYeT CBOM OCOOEHHOCTH MpU HX
OIHMCAHWH.

[Ipu onucaHuM OPraHU3ALMOHHO-PACTIOPSAUTENIBHON JOKYMEHTAUU IO
JUYHOMY COCTaBy B 3arojIOBKax ONMUCEH el YKa3bIBaIOTCS: BHJ JIOKYMEHTa
(npuka3, pacrnopsikeHUe); BUJA JEATEIbHOCTH (IO JIMYHOMY COCTaBy), aBTOP
(ounmanbHOE COKpaIeHHOE Ha3BaHUE OPTaHMU3AIMH ); XPOHOJIOTHUECKUI TIEPHO/I.
Hanpumep:

ITpuxa3zer Ne 1-15 no nuuHomy cocraBy MunkyneTypsl Poccun 3a 2010 roa.

B 3aronoBkax gen ¢ JIMIEBBIMM CYETAMH, PACUYETHO-IUIATEKHBIMU
BEJIOMOCTSIMH, BHECEHHBIX B OIHUCHh J€J IO JMYHOMY COCTaBYy, JIOJDKEH OBITh
OTpaxkeH MpUHIUI hopMHupoBaHus Je. JIumessie cueta GopMUpPyrOTCS B Jiea 1Mo
andaBuTHOMY npuHIKITY. Hampumep:

JIuuesble cuera pabouux U ciyxamux ¢ A mo U.

JlumieBbie cueTa MOXHO (OPMHUPOBATH MO KATErOpUsIM pPabOTHUKOB.

Hampumep:

30 o
[Ipy Hanuuuu B €€ KOIUU 3TO YKa3bIBACTCS B 3ar0JIOBKE.
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JInnesrie cueta UTP.

JlokymMeHTbl (GOPMHUPYIOTCS B EAMHMIIBI XPAHEHUS IO XPOHOJIOTHH.
Hampumep:
PacueTHO-nIIaTeXKHBIE BEAOMOCTH 110 HAYUCJIICHUIO 3&pa60THOfI I1J1aTHhI.

stHBapb-utoiab 2005 T.

Onucanue JUYHBIX aeJ1

HpI/I OITMCaHUuHn JIMYHOT'O JcJ1a ocoboe BHUMAHUEC YACISCTCA
OpraHU3alMOHHO-PACTIOPSIAUTEIILHON JOKYMEHTAIIUU (MPUKa3bl, PACTIOPSIKEHUS)
I10 IUNYHOMY COCTAaBY. Ilo HUM YCTaHaBJIHUBAIOTCA KpaﬁHHC JAaThbl JIMYHOT'O ACJIA.

Onucanue ATTCCTAIMOHHBIX, HArpaaHbIX, BbBIC3AHBLIX JCJI IMMPOBOIHUTCA
AHAJIOTUYHO OIIMCAHHUIO JIMYHBIX ICJI.

HpI/I OIIMCAHUHN JIMYHOI'O [JOCJIa YKAa3bIBACTCA (1)aMI/IHI/I5[, HUMs, OTYECTBO
KOHKPETHOT'O JIMIa B UMCHUTCIILHOM ITaJICKC, KpaﬁHI/IC AaTbl €ro MOCTYINICHUA Ha
paboTy W YBOJIbBHEHHUS ¢ PaOOTHI; KOJWYECTBO JUCTOB M CPOK XpaHCHHS JIela.
Hanpumep:

JInanoe neno
AnnpeeBa Onbra AsiekcaHIpOBHA
20 mapta 1977 r.
10 oxTs16ps 2012 1.
30 .

Xpanuts 50 ner

HpI/I IEPBOM COCTABJICHUH OIIMCH JIMYHBIX JCI B OpraHru3alii B HEC MOTI'YT
BKIIIOYATHCA AcCJIa 3a HCCKOJIBKO JICT, IIPU 9TOM B 3dI'0JIOBKC HAa TUTYJIbHOM JIMCTC

OIMMCH YKA3bLIBAIOTCA KpaﬁHPIe JaThbl JIXYHBIX OCII. HaanMep:

Omnuce Ne 2

JInuHbBIX Jien yBoJIeHHBIX paboTHUKOB 3a 2000-2003 rosl.

HpI/I CXKCroaHOM COCTABJICHUHU Pa3JCJIOB OIIMCHU ACJIa BKIIOYAIOTCA B HEC 110

roJly yBoJibHEeHUs1 paboTHUKOB. Hampumep:
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Onucek Ne 2

JInuHBIX 15 paOOTHUKOB, YBOJIEHHBIX B 1996 rony.

B sTom cnydae B onicu B rpade «Jlata nena» ykaszbIBalOTCS KpailHUE J1aThl
JIUYHBIX JE1.

Ecnu B mMYHOM J1€71€ UMEIOTCS BapUAHTHI HANMCAHWUSI UMEHH, OTYECTBA WJIU
dbaMunuu nMia, Ha KOTOPOTO 3aBEACHO JIMYHOE JENI0, TO Ha OOJOXKKe Jieja U B
OMUCHU JOJKHBI OBITh YKa3aHbl BCE BapUaHThl HAMKMCAHUA (BHayaje yKa3bIBaIOTCS
JIAaHHBIE W3 TIACIOpTa, Jlajiee CBEICHUS, YKa3aHHbIE B IPYTUX JOKYMEHTaX).

4.1.7. Cxema cucreMaTH3aluu el B ONMUCH

[Ipu  3aBepuieHWHM  ONWCAHUA  E€IWHUL  XPAHEHUS  COCTABIACTCS
OKOHYATEJIbHAsl CXEMa UX CUCTEMATU3alMd BHYTPHU OIIHCH.

[Ipu3Hak cucremaTu3allU¥ €IVHUL XPAHCHUS B OIMCHU JAEH II0 JUYHOMY
COCTaBY YCTAHABIIMBAETCS MO BLIOOPY COCTABUTENS, UCXO/S U3 COCTaBa U 00bema
JIOKYMEHTOB.

JIns meNCTBYIOIIUX OpraHW3alMid OCHOBHOW MPU3HAK CUCTEMATH3ALUU —
XPOHOJIOTHUECKU-CTPYKTYPHBIM. [Ipu GobiioM oO0beme, IMIMPOKON XPOHOIOTHHU
JOKYMEHTOB, a TaKXe IPpU OINUCAHUM [ JUKBUIAUPOBAHHBIX MPEANPUATAN
JIOITYCKAETCSl CTPYKTYPHO-XPOHOJIOTUYECKUW, a JId YYPEXKACHUW C MPOCTOU
CTPYKTYPOM — HOMHUHAJIbHO-XPOHOJIOTHUECKUM TPU3HAKU cUCcTEMaTu3anuu jaei. He
JIOITYCKAeTCsl M3MEHCHUE TPU3HAKA CHUCTEMATHU3allMM €IWHUL] XPAHEHUS B
MPOAOJIKAIOIICHCS OMKCH.

BHyTpu CTpyKTYpHOro moapasfeicHusl YUYPEKICHUS WU rojla JOKYMEHTBI
pacnoyiaratoTcsi B COOTBETCTBUM C HOMEHKJIATYPOM A€ MaHHOTO YUpPEXKIACHUS
(OpraHM3anuu) WIM [0 CTENEHH 3HAYMMOCTH . J{is HEGOIBIIHX 110 o0BeMy
GbOoHMOB, a TaKKe OTIACHBHBIX KOJUICKIIUH MPUMEHSETCS XPOHOJIOTHYECKH-
TEMATUYECKAsI WA TEMATUYECKU-XPOHOJIOTMYECKass CXEMbI cUcTeMaTu3auuu. s

CHUCTCMaTHU3alnnu CANHUIL XpaHCHUA B 6€CCpr1(TypHI>IX OopraHu3aluiax

3 [Togpobuee cm.: CocraBieHue apXUBHBIX OMHUCEH: MeToauuecKue PeKOMEHIAIMH / COCT.:
H.M. Aunpeesa, JI.U. bensauna (otB. ucim.), B.I'. Jlapuna (pyk. Temsl, oTB. cocT.), A.B. [1lanoBa,
E.H. Caxapoga (o1B. ucn.); Pocapxus, BHUMUJIAJ. M., 2001. C. 53.
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OpPUMEHAETCA  (PYHKIMOHAJIBHO-XPOHOJIOTMYECKAass WM XPOHOJOTHYECKH-
(byHKIIMOHATBHAS CXEMa.

[Ipu pacnpeneneHun Ael B COOTBETCTBHUM CO CXEMaMH CHCTeMaTH3allUuu
HEOOXOJMMO YUUTHIBATh CIEAYIOIIEE:

- JeJla OTHOCSITCSI K TOMY TOJly, B KOTOPOM OHU HayaThl POU3BOJICTBOM WJTU
B KOTOPOM TMOCTYNWIM B JAHHYIO OpTraHU3aIuio (CTPYKTYPHOE MOJpa3/ieieHue) U3
JIpyro opraHu3auuu (CTPYKTYpPHOTO TOApa3AeNeHus) g TpOAOKEHUS
MPOU3BOJICTBA;

- Jiena, HayaThle TPOU3BOACTBOM B OJTHOM MOJAPA3CICHUN U TEpPEIaHHbIC
JUTSL TIPOJIOJKEHHSI B IPYTO€ MOAPA3/IEICHNE, OTHOCITCS K TOMY MOAPA3ICICHUIO, B
KOTOPOM OHH 3aKOHYEHHBI;

- B IIpe/ieNiaX rojia WM XPOHOJIOTHYECKOTr0 IEPHUO/Ia JIENia PacioiaaraloTcs mo
3HaYMMOCTHU CTPYKTYPHBIX YacTel OpraHu3ally;

- JINYHBIE JeJla CHUCTEMATU3UPYIOTCS MO JaTaM YBOJBHEHMs JIMIl U B
an@aBUTHOM MOPSAAKE UX (HaMUITUH.

4.1.8. CnipaBoYHBIif annapaT K ONucH

CrpaBouHblif ammapaT K ONHCH  BBIMONHSIET (YHKIMIO TEPBOTO
O3HAKOMJICHUSI C IOKyMeHTaMu (oHAA (TUTYJIBHBIN JIMCT, OTJIABJIICHHE), a TAKXKe
CIIOCOOCTBYET TMOUCKY HeoOxonuMon wuHpopManuu (yKa3zaTenu), yYTOYHEHHUIO
CMBICJIOBOTO COJIEP>KaHUs OMHCH (CIIHCOK COKPAIICHUH).

CripaBouHBIM amnmapaT COCTABISIETCA K MEPBOMY T'OJI0BOMY pasjiely OINUCH
JIeNT TI0 JIMYHOMY COCTaBy, KOTOPBIA 3aTeM JOTIOJIHICTCS W/WIM W3MEHSETCS TpU
COCTaBJICHUH TOCJEIYIOIINX TOJOBBIX pa3/ejiOB ONWUCH el W/WIM BHECCHHUH
U3MEHEHUH B ro/I0BbIe paszzenbl onucH aen. [Ipu HeoOXOoIMMOCTH TakKe MOTYT
COCTaBIISITHCS OTJIABIICHUS, CIIUCOK COKPAIIICHHI.

[Ipu cocraBieHNH CPAaBOYHOIO armnapara K OlMucH HEOOX0AUMO MPABHIILHO
¥ TOYHO OPOPMIIATD €r0 JIEMEHTHI.

TuryabHbIN JUCT

TUTynbHBIN TUCT OMUCH [N MO JIUYHOMY COCTaBY SIBJISIETCS 005S3aTeIbHBIM

9JICMCHTOM €€ CIIPaBOYHOI'0 aIlrapara. On COACPKUT IIOJITHOC HAa3BAaHHC
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rOCYJapCTBEHHOTO, MYHHUIIMIIAJLHOTO apxuBa (€CIM OpraHu3aIus SBISETCS
HMCTOYHUKOM KOMIIJICKTOBAHUS); Ha3BaHUE (POH/Ia; HOMEP OMHUCH; Ha3BAaHUE OIHUCH;
KpaifHue JaThl JOKYMEHTOB, COIEPIKAIIUXCS B OTTHCH.

Ha3Banue ¢oHma Ha TUTYJIBHOM JIUCTE OMHCH JACTCS B BUAC OGHUIIAATBLHO
NPUHATOTO TIOJHOTO W B CKOOKaxX COKpAIlEHHOTO Ha3BaHUS OpTraHW3aI|H-
dormooOpazoBarens. Ilpu wu3MeHEHWM Ha3BaHWS OpraHW3alMd WIA €ro
MOJIBEJIOMCTBEHHOCTH B TEUEHHE IEPHOJIa BPEMEHM, 32 KOTOPBIM COCTaBJICHA
OIMKCh, HA TUTYJIHHOM JIUCTE YKa3bIBaCTCS CHayaia IMOCJIEIHEE €ro Ha3BaHWe, a
3aTeM BCE M3MEHEHUS B €r0 Ha3BaHWU B XPOHOJOTUUYECKOMN MOCIIEIOBATCILHOCTH C
yKa3aHWEM HadaJbHOW M KOHEYHOW JaT CyIIeCTBOBaHUS (POHI000pa3oBaTes MO/
JAHHBIM Ha3BaHuWeM. Eciu opranuzanus TpojoiDKaeT (QYHKIIMOHUPOBATH,
KOHEUHas J1aTa B Ha3BaHUU (POHI000pa30BaATEIISI HE MPOCTABIISIETCSL.

Ecnu Ha3BaHue opraHuzaiiii MEHsJIOCh MHOTOKPATHO, Ha TUTYJILHOM JIMCTE
JTAETCSl €ro IMOCJeHEee Ha3BaHME, a BCE MEPEUMEHOBAHMS MPUBOJATCA B JIUCTE
MePEMMEHOBAHUH, KOTOPBIN MOMEIIAETCS 32 TUTYJIBHBIM JINCTOM™.

Homep ¢onnma mpucBamBaercs B rocyJapCTBEHHOM WM MYHHUIUTIAIHLHOM
apXvBe, B KOTOPBIH MEpEaaroTCs JOKYMEHTHI, UM B apXWBE OpPTaHHW3aIldd, €CITU
OpraHu3anus He SBJISETCS HCTOYHHKOM KOMIUIEKTOBAHUS TOCYJIapCTBEHHOTO,
MYHHUITUTIATFHOTO apXuBa.

[Ipy  mepBOoM  TMOCTYIUIGHWH  JOKYMEHTOB B  TOCYJIapCTBEHHBIH,
MYHUITUTIATBHBIA apXuB HOMEp (OHA Ha TUTYJIHBHOM JIUCTE HE YKA3bIBACTCH.

Howmep omwicu aen nmprucBanBaeTCs MPHU MEPBOM MTOCTYIUICHUN TOKYMEHTOB B
apxXuB OpraHu3anuu, No Jucty ¢oHma. Bce mocnemyromye TOOBBIE pa3ieiibl
YUCIIATCS 32 ATUM HOMEPOM JI0 00pa30BaHUsSI 3aKOHYCHHOW OIUCH, CIEAYIOIIEMY
TOJI0OBOMY pa3/ieily ONKCH NPHUCBAUBACTCS APYTOi HOMED.

Ha3Banue onucu BKIIIOYAET yKa3aHWE KaTETOPUU JOKYMEHTOB (TI0 JIMYHOMY

COCTaBy).

%2 Cocrasnenne apxXuBHBIX onmceil: Meroandyeckue pexomenaauuu / coct.. H.M. AHnpeesa,
JLU. bensauna (otB. ucim.), B.I'. Jlapuna (pyk. Tems1, oTB. cocT.), A.B. [lanosa, E.H. Caxaposa
(otB. ucm.); Pocapxus, BHUMUJIA /. M., 2001. C. 79-80.
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Kpaiinue nmatel nen, yka3aHHbIE Ha THUTYJIBHOM JIHCTE, MEHSIOTCS TIPH
COCTABJICHHH TIOCIEAYIOMMUX TOJOBBIX PAa3/CIOB OINWCH €] W/WIU BHECCHHH
W3MEHEHU B TOJIOBBIE pas3fieibl Oonucu Jei. Eciu B onmMch BKIIOYEHBI Jiena 3a
HECKOJIBKO JIET C MepePhIBaMH, TO Ha TUTYJIHLHOM JIUCTE MTPOCTABIIFOTCS TOJBKO TE
rOJIbl, 38 KOTOPBIE JIea BKIFOUEHBI B ONHCH.

Copnepxanue (orjaBJjieHHE) ONMUCH

Conepxanue (OrjaBiICHUE) OMKHCU OTpPaXkaeT €€ COCTaB M mnoctpoeHue. B
coJiep>KaHuM (OTJIaBJIICHUN) YKA3bIBAIOTCS HAMMEHOBAHUS CTPYKTYPHBIX 3JIEMEHTOB
ONMCH: TPETUCIOBHE;, CIHCOK COKpAIIeHWH; Ha3BaHUE BCEX Pa3JIelioB,
MO/Ipa3/IeNioB; yKaszareau. HampoTWB KaXJAoro W3 YKa3aHHBIX CTPYKTYPHBIX
AJIEMEHTOB CTaBSITCSA HOMEpa COOTBETCTBYIOIIUX JHUCTOB omucu. CopaepikaHue
MIOMEIIAETCS B Ha4aJIe OMKCH ITOCJIE TUTYIHHOTO JINCTA U JINCTA IEPENMEHOBAHUM.

JlomyckaeTcsi HE COCTaBJSTh coOjepkaHue (OrJaBiICHHE) K  OMHCSM,
BKJIFOYAIOIIMM HEOOJIBIION 00bEM JIe.

Ipeauciosue

B mpeaucrnoBun K ommcu Aen MO JUYHOMY COCTaBY YKa3bIBaeTcs jJaTa
CO3JaHMS OpTraHU3aINH, TIEPSUHUCIIIIOTCS €€ MEPEHMMEHOBAHUS B XPOHOJIOTHICCKOM
MOCJIEIOBATEILHOCTH 3a TIEPHOJI, COOTBETCTBYIOIIMM KpailHUM JaTaM eIUHUIL
XpAHEHHS!, BKIFOUCHHBIX B OITHCH .

bonee moapoOHOE TpemmMcIoOBHE K OMWCH, B YAaCTHOCTH, K JOKyMEHTaM
MOCTOSSHHOTO ~ XpaHEHWs, BKJIOYACT  KPATKyl0O  HCTOPUI0  OpraHu3aIluu
(bonmooOpasoBaTensi) 3a MEPUOJ, OXBAUYCHHBIN JieJJaMU B OMUCH (B COOTBETCTBUU
C UX KpallHUMHU JlaTaMH); UCTOPHUIO (OHIA, aHHOTAIIMIO COCTaBa M COJEp KaHUs
ApXUBHBIX  JOKYMEHTOB,  OINHCAHWE  CTPYKTYpbl  ONHUCH,  IPHUHIUIIOB
CHUCTEMaTHU3aIIMH 3ar0JIOBKOB JIEJI B OIMHMCH; XapaKTEPHUCTHUKY COCTaBa CIPaBOYHOTO
amnmapara K OIHCH.

[Ipy  HamwcaHWUM  TPEAUCIOBHSI  HMCIOJB3YIOTCS  3aKOHOJATENbHBIC
WCTOYHHKH, CIIPAaBOYHASI U Hay4YHas JIUTepaTypa, neio (GoHaa, JOKyMEHTHI (GOH/a,

yUETHBIE JOKYMEHTBI, ICTOPUYECKasl CripaBKa K (PoHY.

3 [Tynxr 5.5 IlpaBun 2015 r.
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Hctopust ¢donmooOpazoBarensi u3naraercs KpaTko, cxkato. [lpuBonmsarcs
CBeeHHS 000 BCEX €€ TEepPEeMMEHOBAHMIX, 00 OCHOBHBIX HaIpPaBICHUSIX
JESITEIIBHOCTH W CTPYKTYPE OpPTaHW3allid B XPOHOJIOTMYECKUX PaMKaxX KpalHUX
JaT AeN MO JMYHOMY COCTaBY, BKJIIIOUEHHBIX B ONMHCh. [Ipu omrcaHuu TOKyMEHTOB
JMKBUIUPOBAHHBIX OPTraHU3allUi B MPEIUCIOBUH TPUBOIITCS Haubosee MOTHBIC
CBEICHHS IO UCTOpUH (OHI000pa3oBareis, a Takke mo uctopuu ¢Gonma. Eciu
CBEIICHUS MO HCTOpUH (HOHI000pa3oBaTeNsl OBUTM YCTAHOBJICHBI MO KOCBEHHBIM
JTaHHBIM (YTJIOBBIC IITAMITBI, Me4YaTH, OJNaHKU), TO 3TO CJIEAYyeT OTOBOPUTH B
JTAaHHOM pazielie MPearCIOBUSI.

[Ipn aHHOTanMU cOCTaBa W COAEPIKAHMS APXUBHBIX JOKYMEHTOB CIIEyeT
yKa3aTh OCHOBHbIC NPUHIUNBI (POPMHUPOBAHUS €], OTPa3UThb HMHPOPMALUIO O
BUJaX ¥ Pa3HOBUAHOCTIX JOKYMEHTOB, B TOM 4YHCIE€ O CHEIU(PHUESCKUX
JOKYMEHTaX. MOHO MepeunciauTb BUIbI pabOT, KOTOpbIE OBLIM IMPOBEIEHBI C
LENbI0 YIMOPSIOUEHUSI JOKYMEHTOB (PKCIEpTU3a LIEHHOCTH, (POPMHUpPOBAHHUE WU
nepeopMHUpPOBAHUE AEJI, CUCTEMATU3ALIMS).

[Tpu xapakTepucTHKE caMOil OMUCH MPHUBOJUTCS ONUCAHHE €€ CTPYKTYpHI,
PUHIIAIIOB CUCTEMAaTHU3aINN 3ar0JIOBKOB /1€ B OIKCH.

[Ipu ommcaHum cocTaBa CHPAaBOYHOIO ammapaTa K OIUCH OTpPa)aroTcs
OCHOBHBIE TMPHUHILMIIBI €T0 COCTABJIEHUS U JAlOTCAd YKa3aHUi O TOpsJIKe
MOJIb30BAHUS M.

[IpenrciaoBue NOAMUCHIBAETCA COCTABUTENEM (C YKA3aHUEM €ro JI0JKHOCTU
¥ JATHI COCTABIICHHS) M IIOMEIAETCS B HAYAIIE OIIMCH, TIOCIIE CONCPIKAHHS - .

Cnucok cokpaumeHui

Crucok COKpalleHui K OMUCH €N IO JUYHOMY COCTaBY COCTABIISIETCS MPU
HAIMYUU OOJIBIIOTO KOJMYECTBA COKPAIIEHWH B OMUCATENBHBIX CTAThAX U B €€

CIIPAaBOYHOM alllapare, 410 IMMpUuMCHACTCA C LCJIbIO COKPATHUTD 00BEM OITHCH.

3 [Togpobuee cm.: CocraBieHue apXUBHBIX OMHUCEN: MeToauuecKue pPeKOMEHIAIMH / COCT.:
H.M. Aunpeesa, JI.U. bensauna (otB. ucim.), B.I'. Jlapuna (pyk. Temsl, oTB. cocT.), A.B. [1lanoBa,
E.H. Caxaposa (otB. ucn.); Pocapxus, BHUNJA/I. M., 2001. C. 82-87.
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B cnucke cokpamiennii B andaBUTHOM MOpSAIKE CJeBa pPACIoaraloTcs
COKpAII[CHHbIE CJIOBA M TIOHATHSA, a CTIpaBa yepe3 THUPEe UX MoJIHOe o0o3HaueHue. B
CIIMCOK COKpAILEHUN BBIHOCATCA BCE COKPAILECHHBIE CIOBA U IIOHSTHS, KpOME
OOIIETIPUHSATHIX.

Cnucok cokpaleHui NOMEIAeTCs MOCie MPEAUCIOBHS K OIKCH.

Ykazareian

YKazarenn K ONUCH JeN II0 JINYHOMY COCTaBy COCTAaBIBIKOTCS IIpU
HEOOXOJMMOCTH, C IIeJIbl0 oOecredueHus: OBICTPOTO TIOMCKA HEOoO0XOIUMOMn
UH(pOpMAaIUH B OMKCH.

VYkazarenb npencraBisieT co0OW MepeyeHb MPEAMETOB, BCTPEYAIOIIUXCS B
3arojIOBKax OIHUCH, KOTOPbIE PACKPBIBAIOTCS HEOOXOAMMBIMHU TMOSCHEHUSMU U
CCBUIOYHBIMHU JTAaHHBIMH. B 3aBHCMMOCTH OT COCTaBa M COAEPKAHUS TOKYMEHTOB
OIKCHU MOKET ObITh COCTaBJIEH OJIMH WJIM HECKOJIBKO yKa3zaTesei.

OCHOBHBIM 3JIEMEHTOM YyKa3aress ABIseTCs pyOpHKa, KOTOpask COCTOUT U3
IIPEAMETHOTO IMMOHATHUS U TOMCKOBBIX JAaHHBIX.

K onucam nuuHbBIX Jei, CHOPMUPOBAHHBIX IO JaTaM yBOJbHEHUS
COTPYIHHKOB, LIE€IECOO0Pa3HO COCTABISATh MMEHHOHN ykaszaTenb (pa3HOBUIHOCTD
IIPEIMETHOr0), KOTOPBIM BKJIKOYAET BCE YIOMHMHAEMblE€ B 3arojloBKax Jell
(damMuiMy, UMEHa, OTYECTBA, NCEBJOHMMBI, @ TAK)K€ HOMEpa COOTBETCTBYIOILHX
Jen.

Eciu B 3aronoBkax jaen uMmeeTcss OOJbIIOE KOJIMYECTBO Ha3BaHUMN
YUPEKIACHUM, OpraHu3alui, OPEAIPUATHH, K ONUCAM J€JI [0 JIMYHOMY COCTaBY
MOTYT TaK€ COCTABIIATHCS YKA3aTEIN YUPEKICHUN.

PyOpukamu OyayT BUIOBbIE Ha3BaHUSI OpraHu3auuii (3aBoj, TPECT, KOHTOpa
U T.JI.), pacIloJIO)KEHHbIE B aJIpaBUTHOM MOPSIKE.

[Ipu 3TOM B yKa3zaTene MOXET MCIOJb30BaThCS MHBEPCHUS 711 0003HAYCHUS
Ha3BaHUW OpraHU3aLNiM.

Hanpumep:

3aBOJbI:

[Tpubopoctpoutensupie  Camapckuii
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o 5, 30
TO XKe Tynbckun

nn. 1,10, 18

K onucsaM gen mo JMYHOMY COCTaBy MOTYT COCTABIISITBCS yKa3aTelad Ha
BU/JIbI IOKYMEHTOB (MPHUKa3bl, pacCOpsHKEHMS], JIMLIEBbIE CUETa U T.1.).

B YKa3aTciib BBIHOCATCS BUJ JOKYMCHTA, AAaThl, OTCBIJIOYHBLIC TaAHHBIC.

Harmpumep:

Bua noxymenTta Tombr OTChIIOYHBIC TaHHBIC
[Ipukazbr 2005-2007 om. 2, na. 6, 8, 10
JIuressle cuera 2008-2010 om. 7, om. 20, 25, 30

4.19. Onuch Aed MO JHYHOMY COCTAaBY B TOCYJIapCTBEHHOM,

MYHUIMIAJIbHOM apXuBe

JIOKyMEHTBI IO INYHOMY COCTaBY JOJIKHBI TOCTYHaTh B TOCYAAapPCTBEHHBIN,
MYHULUNAIBHBIN apXUB C MOJHBIM KOMIUIEKTOM OMHUCEH.

[Ipu HEOOXOAUMOCTH TOCYAAPCTBEHHBIM, MYHUIIUTIAIBHBIA apXUB TIPOBOJUT
YCOBEPIICHCTBOBAHKE U MEPepabOTKy OIHCeit .

[Ipu oTcyTcTBUM pabOUYMX SK3EMIUIIPOB OMHUCEH B 3JEKTPOHHOM BHUE, B
HEeISX ONTUMU3AIMU UX HCIOJIb30BAHMS, ApPXHUB MOXET MPOBOJIUTH PabOTy IO
o(ppoBKe omnucel. B mpaBoBOM acrekTe OMUCH B DJIEKTPOHHOU (hopme HMEIoT
cratyc konuu. CripaBOYHO-TIOMCKOBasE (PYHKIUS JUIsl OIIMUCH B AJIEKTPOHHOM (hopme
SIBISICTCS. OCHOBHOM . OmudpoBKa OMKMCEH MOKHA TPOBOAMTHCS B ITOTHOM
o0ObeMe, BKJIOUYasi OLM(PPOBKY OOJIOKKHA OMHMCH, TUTYJIBHOTO JIMCTA, OTJaBICHUS,
CIIUCKA COKpAILEHUW, MPEIUCIOBUS, yKa3aTellel, MepeBOHbIX TaOIUL apXUBHBIX

mudpoB, TUCTA — 3aBEPUTEIIA.

% Mynkr 5.5.1.1 Hpasun 2007 r.
% Cocrasnenne apXMBHBIX ONKMCEH B DJICKTPOHHOM ¢opMe H HX HUHTErpamus B
UHPOPMALIMOHHYIO HHQPACTPYKTYPY TOCYAAPCTBEHHBIX M MYHHUIUIAIBHBIX apXWBOB [
Pocapxus, BHUMJIA/L. M., 2015.
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4.2. Jlpyrue apxXuBHbIe CHPABOYHHKH B  TIOCYJAapCTBEHHOM,

MYHHUIHMNAJIbHOM apXuBe

K oOs3aTenbHbIM apXWBHBIM CIHPABOYHUKAM, TIOMHUMO OMHCH eI,
JIOKYMEHTOB, B TOCYJapCTBEHHOM, MYHUIIUIIAIbHOM apXUBE OTHOCATCS TaKKe
IIYTEBOUTEIb M KATANOT, a K JOMOJIHHTEIBHBIM — YKa3aTenb U 0030p° .

4.2.1. ApXMBHBIIi MyTeBOAUTEIb

[IyreBoguTenb COAEPKUT B CUCTEMATHU3UPOBAHHOM BHJIE€ CBEICHUSA O
dbonmax apxuBa (apXuBOB), IPEeIHA3HAUCH JJI1 O3HAKOMIICHHUSI MOJIb30BaTeNel ¢ UX
COCTABOM M COZICPIKAHHEM ..

[lyreBomutenu 10 ¢GoHAAM CHEHUATM3UPOBAHHBIX TOCYAAapPCTBEHHBIX
apXHUBOB JIOKYMEHTOB I10 JIMYHOMY COCTaBYy IPEIHA3HAYEHBI [JIS1 UCIOJIb30BAHUS
COTPYJHUKAMU TOCYJAPCTBEHHBIX M MYHMIIMIAIBHBIX apXUBOB, CHEHHUAIUCTAMHU
ornenenuit  Ilencuonnoro  donma  Poccuiickoit ~ denepanuu, aApyrumu
MOJIb30BATEIISIMU apXUBHON WH(OpMAIUH.

Opranu3zaiusi paOOThI 10 MOJATOTOBKE apXUBHBIX MyTEBOAUTENCH, METOIUKA
COCTaBJICHHSI TyTEBOJUTENICH pa3HbIX BUIOB (crenuduka TOrO WIM WHOTO BHUAA
MyTEBOJUTENS, OMpeIesieHHe O0BbEeKTa OMHCAHUs, BApUAHTBI CXEMbI MTOCTPOCHMUS,
dbopmar omucaTeNbHOM CTaThu, HAOOP DSJIEMEHTOB OIHUCAHMS U METOJMKA
COCTAaBJICHUSI 00S3aTEIbHBIX U JOTIOJTHUTEIBHBIX JIEMEHTOB OMTUCAHUS, UCTOUYHUKH
MOJYYEHUs] CBEICHHMHM JUIsl 3arloJIHEHHMS DJIEMEHTOB OINMCaHUus) MOJAPOOHO
packpeiBaeTcsi B Meroauueckux pexoMmenaanusx BHUUIAJLL «lloarotoBka
apXHBHBIX myTeBouTernein» (M., 2011 r.)%.

ApXUBHBIA IMYyTEBOAUTENIb MO (OHAAM apXUBOB IO JUYHOMY COCTaBYy
11eJeCO00pa3HO Cco37aBaTh B BHJIE AHHOTHUPYEMOTO KPATKOTO CITPAaBOYHUKA IIO
dboHIaM apxuBa.

Kpatkuii cipaBoyHuK 10 (hoHIaM apxuBa (apXUBOB) — BUJ MTYTEBOJIUTEIS

3" Mynkr 5.3.1 Ipasua 2007 .
% Mynkr 5.5.2 Tpasua 2007 .
39 [Togpo6HO 0 MeTOmMKE TOATOTOBKM TyTeBoauTenel cMm.:. [loarotoBka apXWBHBIX
nyreBoauteneii. Meroanueckue pexkomenganuu / Coct.: B.I'. JlapuHa (pyK. TeMbl, OTB. COCT.),
H.M. Annpeena, I1.C. Unozemnea, E.H. Caxapoa, H.A. Tacur (otB. cocrt.); DeaepanbHoe
apxuBHoe arentctBo. BHUMJIA/. M., 2011. 192 c.
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no Qougam apxuBa (apXWBOB), COJAEpPKAIIMA CHCTEMATHU3UPOBAHHBIN TEpPEUYCHb
OMMMCATENIbHBIX CTaTeH HAa apXWBHBIC (OHABI WM TPYNIbI apxXuBHBIX (GoHI0B. [0
HAJIMYMUIO WM OTCYTCTBHUIO XapaKTEPUCTUKH COCTaBa W cojepx aHusi (PoHI0B
KpaTKHe CIPaBOYHHUKHU NO/IPa3JIETSIOTCS Ha AHHOTHPOBAaHHBIE u
HEAaHHOTUPOBAHHBIE.

OnucarenpHasi CTaThs CHIpPAaBOYHMKA BKJIIOYAeT Ha3BaHue (QoHIA U
CIpaBOYHbIE JaHHBIE O HeM: HoMep ¢oHHa, ero o0beM, KpaillHHe AaThl
JIOKyMEHTOB, COCTaB HAy4YHO-CIPABOYHOTO afmapaTta K (OHJIy: HOMEpa OIUCEH,
HaJM4YME KaTaJloroB, YyKasarejield, o030poB. B aHHOTHpOBAaHHOM KpaTKOM
CIIPABOYHHUKE C)KATO JAAETCSI AHHOTALUS JTOKYMEHTOB apXUBHBIX (POHJIOB.

[Io cpaBHEHHIO C MYTEBOJUTEIEM KpATKUM CHPAaBOYHUK MOXKET OBIThH
MOJTOTOBJIEH B O0Jiee CKaThle CPOKM U C MEHBIIMMH (DMHAHCOBBIMU 3aTpaTaMH.
[ToaTOMy MOATOTOBKA KpaTKOrO CIpaBOYHUKA IiesiecooOpa3Ha s apXUBOB,
NPUHUMAIONIMX HA XpaHEHHE JIOKYMEHTHl [0 JHMYHOMY COCTaBy, KOTJa
HEOOXOJMMBIM SABIISIETCSI ONEPATUBHOE BBEJICHHWE B HAYYHBIM 00OOpPOT OOJBIINUX
MaCCHBOB HOBBIX IMOCTYTUICHUH.

KpaTkuii cripaBoUHMK PEKOMEHAYETCS CTPYKTYPHUPOBATh MO OTPACIEBOMY
MPUHLHATY ", ¢ YY4eTOM cOCcTaBa GOHIOB, XPAHSIUXCS B APXUBE.

Ha3Banue ¢oHma mpu 3TOM COCTOUT W3 MOJHOTO U O(PHUIIMAIBHO TPUHSTOTO
COKpalieHHOro (B CKoOKax) TIOCJIEIHEr0  Ha3BaHUs  OpraHu3aluu -
donmoobpazoBarens (B paMkax IMepUOJia, 3a KOTOPBIM MPUHSATHI apPXUBHBIC
JIOKYMEHTBI), TTOAYMHCHHOCTH, MECTOHAXO0XICHHS, KpalHUX JaT CYIIECTBOBAHMS.
B cnyuae ecnu opranuzainus - ¢GoHA000pa3zoBaTeNib MOAYMHSIIACH JBYM WIIU
HECKOJBKMM OpTaHW3alldsM, CBEACHUS O TOJYMHEHHOCTH TPUBOJIATCA HE B
Ha3BaHMM (POHA, a B KPATKUX CBEACHUSAX MO uctopuu GongoooOpazoBatens. Ecnu
nata oOpa3oBaHus (JIMKBUJIAIMK) YCTAaHOBJIEHA TIO KOCBEHHBIM JaHHBIM, OHA
3aKJII0YAeTCs B KBAJpaTHbIE CKOOKM; €CJIM JaTy YCTAaHOBUTh HE YJNajloch, B

KpallHUX JaTrax yKa3blBaeTCs: «HE yCTaHOBieHa». Eciu opranuzanus-

40 . .
Pexomenayercst wucrons3oBaTh EnuHbIi  Kiaccudukarop JAOKYMEHTHOW WHGpOpMauuu

ApxusHoro ¢onna Poccuiickoit deneparuu / Pocapxus, BHUMJIA/L; coct. B.I'. Jlapuna, H.M.

Anpgpeesa, M.C. Acraxosa u ap. M., 2007.
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dboHm000pa3oBaTeNlb MPOMOIKAET CBOKO JACSITEIBHOCTh, BMECTO BTOPOW KpalHEH
JaThl (DaThl JUKBUAAIMK) YKA3bIBACTCS: «I0 HAcTosIIee BpeMs». B ciyyae eciu
OopraHu3aiys IMpeKpaniajia ¥ BHOBb BO30OHOBIISIIA CBOIO JIEATEIBLHOCTh, JIBE WM
HECKOJIBKO Tap KpalHUX JaT YKa3bIBAIOTCS Y€Pe3 TOUKY C 3aIATOM.

Jlist 00beIMHEHHBIX ApXUBHBIX (POHJIOB AaeTCsl Ha3BaHHE, IMOJ KOTOPBIM
TOT (OHJ YHUCIUTCS B YUYETHBIX JIOKYMEHTax apXuBa M OOUIMH TEpHOJ
nesTeabHOCTH BeeX GoHmoodpazoBareneit. [locie oOmmx crpaBOYHBIX JAHHBIX O
donme maroTcs Ha3BaHMS OpraHu3anuil - (HoHA000pa3oBaTeNel, BKIIOUYECHHBIX B
COCTaB OOBEAMHEHHOTO AapXWBHOTO (OHIA, C YyKa3aHUEM KpalHUX [JaT HuX
JEATEIIbHOCTH.

[Ipu ykazanum HoOMepoB GOHAOB dYepe3 JpoOb J00aBISETCS HOMEP
apxuBHOTO (OHJA, 3a KOTOPHIM Y4YTE€HAa JOKYMEHTalMsl 1O OCHOBHOM
nesTeabHOoCTH (hOHI000pa3oBaTelis B IPYTUX rocyJapCTBEHHBIX, MYHUIIMITAIbHBIX
apXuBax.

B cBs3u ¢ Tem, uro ¢oHAB apxuBa MO JUYHOMY COCTaBy COJAEpKat
OJHOTUIIHBIE 1O BHUAAM W COCTaBY JIOKYMEHTBI, AHHOTAIUSl JOKYMEHTOB (B
AHHOTUPYEMOM CIIPAaBOYHHUKE) MOXKET BKJIIOYATh TOJBKO XapaKTEPUCTUKY BHUIOB
JIOKYMEHTOB, 0€3 PacKphITUs UX cojaepxkaHus. B aHHOTanusax BUABI TOKYMEHTOB
CUCTEMATU3UPYIOTCS TI0 HOMHUHAIBHOMY NPHU3HAKY. B cBs3u ¢ Tem, uTo B GoHAAX,
MOMHUMO JOKYMEHTOB TIO JIMYHOMY COCTaBy, KakK MpPaBUJIO, COJEPKUTCS
yIpaBJieHUECKasi JOKyMEHTAIUsl, €€ XapaKTepUCTUKa JaeTcss 0000IIEeHHO B Havalle
QHHOTAIlUU - «OPraHU3AIMOHHO-PACTIOPSIUTEIIBHBIE JTOKYMEHTBI O CO3JaHUU
(JIMKBUIAITUN ).

HexoTopbie BUABI TOKYMEHTOB JOMYCTUMO Ha3bIBaTh YCJIOBHO (B LIEJAX
YHU(UKAIIMY U COKpAILIEHUs] TEKCTOB aHHOTaIMi), HarpuMmep: « HIuBuyaibHbIC
CBEJICHHSI O CTPAaXxOBOM CTa)X€ M HAYUCJIEHHBIX CTPaxoOBBIX B3HOCAX Ha
o0s3aTeNbHOE  TEHCUOHHOE  CTPaxOBaHWE  3aCTPAXOBAaHHOTO  JilA  —
WHJUBUAYAJIbHBIC CBEICHUS». TpyAOBBIC COIJIAIICHUS, KOHTPAKThI, JIOTOBOPHI
MO>XHO OOBEIUHSTH B @aHHOTAIIUU OOIIMM MOHATHEM «TPYIOBBIE JOTOBOPH». Ecmu

HNMCECTCA CHHHHHHBIﬁ JOKYMCHT TOIo0 HMJIM HWHOI'O BHIA, YKa3bIBACTCA €TI0
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PUHAJIEKHOCTh, HAIPUMEP: TPyAOBas KHHKKa MakcumoBa A.A.

K cmpaBouHHMKy cocTaBisieTcsi HEOOXOJIMMBINM CIPAaBOYHBIA —amnmapar,
KOTOPBIM, TOMHMMO COJAEpXaHUS, IPEANUCIOBUS, CIUCKA COKPALICHUN, MOXET
BKJIIOYATh YyKa3aTelb YUYPEXKACHUM, NPEANPUATUM W OpPraHM3alHi, a TaKKe
pa3InYHbIE IPUIIOKEHUS.

B xadyectBe MH(POPMAITMOHHON OCHOBBI UCIOJIB3YIOTCSl YUETHBIE JOKYMEHTHI
Y y4eTHbIe 0a3bl JaHHBIX, B IEPBYIO ouepeab, [IK «ApXuBHbII (1)0Hm>41.

4.2.1.1. MexapxuBHble CIHPABOYHUKH 10 MeCTaM XPaHeHUsl
JOKYMEHTOB I10 JINYHOMY COCTABY

Baxknyro posb 1715 moucka MH(pOpMaUU MO pa3IuYHbIM MECTaM XpPaHEHHUS
JOKYMEHTOB II0 JIMYHOMY COCTaBy WIPAIOT MEKAPXUBHBIE CIPaBOYHUKU. B
COBPEMEHHBIX YCIOBHUSAX PEKOMEHAYETCS CO3JaBaThb MX B BUJE 0a3 JaHHBIX, a
TaKXe€ UHTEIPUPOBAHHBIX CIIPABOYHO-IIOMCKOBBIX CUCTEM.

JIaHHBIE CIIPAaBOYHHUKU MOTYT CO34aBaThCs, HAIIPUMED, I CETH apXUBHBIX
yupexaeHuil cyorekra Poccuiickoii denepanuu.

B wMexapxuBHble 0a3bl JaHHBIX 10 MECTaM XpaHEHHs] JTOKYMEHTOB IIO
JUYHOMY COCTAaBYy PEKOMEHIYETCS BKJIIOYATh CBEACHUS O MECTOHAXOXKICHUU
JOKYMEHTOB II0 JIMYHOMY COCTaBy, KakK JIMKBUIUPOBAHHBIX OpPraHU3aLUM,
JOKYMEHTBI KOTOpPBIX IIOCTYNIWJIA Ha XpaHEHUWE B TOCYNAPCTBEHHBIE U
MYHULMNAIbHBIE APXWBBI, TaK M JEUCTBYIOIIMX OPraHU3aLUI-MCTOYHUKOB
KOMIUIEKTOBAHMS TOCYJAPCTBEHHBIX WM MYHULMIAIBHBIX apXUBOB, a TaKKe
CBEICHHS O  MECTOHAaXOXKJICHHM  JOKYMEHTOB II0 JIMYHOMY  COCTaBy
JUKBUIVWPOBAHHBIX  OpraHMW3aluid, JOKYMEHTBI KOTOPBIX  HaxoOASATCA  Ha
OTBETCTBEHHOM XPAHEHUU B MHOW OPTaHU3aLUH.

BaxxHo, 4YTOOBI TakoW CHpPaBOYHUK COJACPKaJl HE TOJBKO Ha3BaHUE

opranm3anyM, HO MW CBCACHHA O ¢€C IICPCHMCHOBAHHAX (C YKa3aHHuEM

41 o 9] “ o 9
Enunbrii MOPAAOK 3allOJIHCHUA IOJICU Enunoit ABTOMAaTU3UPOBAHHOU I/IH(I)OpMaLlI/IOHHOI/I

CHUCTEMBI, COCTOSIIIEH W3 TMPOTrPaMMHBIX KOMILIEKCOB «ApXUBHBIA GoHIAY», «DOHIOBBIN
kataynor», «LleHTpanbHblii (oHmOBBIM KaTamor» / Pocapxus, OO0 «AJAIIT». M., 2013
[DnexTponnbiii  pecypc],  http://archives.ru/sites/default/files/poryadok-zapoln-poley-af-fc-
cfc.pdf, 02.11.2017
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XPOHOJIOTUYECKUX MEPHUOJIOB), MOJIUMHEHHOCTH, F0/IaX CYIIECTBOBAHUS, O COCTaBe
W KpaWHUX JlaTaX JIOKYMEHTOB, MECTE€ HX XpaHCHHsS, a TakkKe YyKazaHus
COOTBETCTBYIOIIUX apXUBHBIX MIHU(PPOB.

DJIEKTPOHHBIE CIPABOYHUKH MO MECTAM XPAHEHUS JOKYMEHTOB IO JTUYHOMY
COCTaBy, MpeACTaBISIIONIMEe MHGOPMALMIO HAa ypoBHE (DOHIA, OMHMCH, €TUHUIIBI
XpaHEHUs, PEKOMEHAYETCS pa3MeniaTh B ceTu IHTEpHET — Ha caiiTe apXuBa, CalTe
(mopTane) yHIOJHOMOYEHHOTO OpraHa WCIOJHUTEIBHOW BIIACTH CYOBEKTa
Poccuiickoit ®Deneparun B 00JIaCTM apXWBHOTO JieJla WM Ha CIEHHAIBHO
CO3/1aBa€MOM CaiTe ISl pa3MEIICHUS] CITPAaBOYHO-TIOMCKOBOW CUCTEMBI apXHUBHBIX
yupexaeHuil cyorekra Poccuiickoin @denepanmu.

4.2.2. ApXMBHBIH KaTAJ0T

Eme onHUM CyIIECTBEHHBIM 3JIEMEHTOM CHCTEMBI CHPABOYHO-TIOMCKOBBIX
CPEACTB K JOKYMEHTaM TOCYAapCTBEHHOI0, MYHMIIUMIIAJBLHOIO apXuBa SIBJISIETCS
KaTanor.

Karanor — 310 Mex($oHA0BBIA apXUBHBIN CIIPABOYHUK, B KOTOPOM CBEICHHUS
O COJep>KaHWU ApXMBHBIX (DOHIOB, €IMHUIl XPAHCHUS/CAUHUI] YUYeTa, apXUBHBIX
JIOKYMEHTOB TPYIIIUPYIOTCS MO MpeaMeTaMm (TemMaM, OTpacisiM) U paciojararoTcs
B COOTBETCTBHUU C ONPEICIICHHON CXeMOM KiaccHuUKaIum.

B 3aBucMMOCTM OT cCXeMbl MOCTPOEHUS PAa3IMYalOT CUCTEMATHYECKHUE
KaTaJord, TeMaTUYeCKue ¢ UX Pa3HOBUAHOCTH (KaTajord IO HCTOPUU
YUPEKICHHUM, aIMUHUCTPATUBHO-TEPPUTOPUAIIBHOTO AECJICHUS U Ap.), IPEIMETHBIC
17} UX  Pa3HOBUIHOCTH (MMEHHOM, reorpapuueckui, OOBEKTHBIN).
CucteMaThuecKue U TEMAaTHUUYECKUE KATaJIOTH SIBJISIFOTCA KaTajloraMu JIOTHYECKOM
CTPYKTYPBI, TPEIMETHBIC — KaTaJoraMu ai(paBUTHON CTPYKTYPHI.

CBeneHuss W3 JOKYMEHTOB [0 JIMYHOMY COCTaBy ITOCTOSIHHOTO CpOKa
XPaHEHHS] MOTYT OBITh OTPAXKEHBI B CUCTEMATUYECKOM M B MIMEHHOM KaTtajore: u3
MIPUKA30B I10 JIMYHOMY COCTaBY OTOMPAIOTCSA CBEICHUS O JCITENSIX U paOOTHUKAX

HAayKH, KYJIbTYPbl W IIPOMU3BOACTBA, CBCACHHUIA 00 OopraHu3alv W JUKBUAALIWU

* Mynkr 5.5.3 Ipasu 2007 .
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dbonm000pazoBaTeNs, €clii Apyrue HCTOYHUKH HE COXPAHWIINCH, CBEJACHUS O
JUYHBIX JIeJIaX, OTOOPaHHBIX JJIS IOCTOSTHHOTO XpaHEHUS B apXUBeE.

B apxmBax, XpaHSIMX IOKYMEHTHI MO JIMYHOMY COCTaBy, B TOM YHUCIIE C
BPEMEHHBIMU CpPOKAMHU XPAHEHHMsSI, OCHOBY CHCTEMBI KaTaJOrOB COCTaBIISET
UMeHHOU katasior. Kpome Toro, nieiaecoodpasHa pa3paboTka KaTajora 1o MCTOpUu
YUpeXKIACHUHN, a TakXKe CO3/JaHHe MPEAMETHBIX KaTajloroB (HampuMmep, Karajaora
oTpaciei, mpodeccuit u ap.).

HNmenHo# KaTajgor

NmeHHOM KaTtamor SBISETCS Pa3HOBUIHOCTBHIO MPEIMETHOIO KaTaliora,
MpeAHA3HAYCHHOTO JIJIsl TOMCKa MH(OPMAIIMU 110 CHEIUAIbHO 33JJAHHOMY aCIEKTY
noucka. OH JaeT BO3MOKHOCTh MOMCKAa WH(MOPMAIIMH TI0 3aIpocaM O KOHKPETHBIX
MEepCOHAX, YINOMHUHAEMBIX B AapPXUBHBIX JIOKYMEHTaX WJIU SBISIONIMXCS HX
aBTopamu. JlokyMeHTHasi uH(popmaIusi B UMEHHOM KaTajiore KiacCU(pUIIUPYETCs
o andaBuTy HamMuIni.

Nmennoit kaTanor BocTpeOOBaH KakK JJisi UCIIOJTHEHUS 3alIPOCOB COIUAIBHO-
MIPaBOBOTO XapaKTepa, TaK U JIJISl UCTIOJIHEHHS] OMOTpaPUIeCcKuX, TeHeaJoTnIECKUX
3aIpOCOB, a TAKXKE JIJI1 HAYYHBIX LIEJIEH,

KaraJjior mo ucropuu y4pe:xaeHui

Karamor mo wucropum  yupexXAEHUW  SBISETCS  Pa3HOBUIHOCTBIO
TeMaTU4YeCKOro katajgora. B Hem nokymeHTHas uHQpopmalus KiacCupUIrpyercs
[0 OTpacisiM, 3aTEM IO MOJABEAOMCTBEHHOCTH, a Jlajiee — MO TUIAaM yYPEKICHUM.
Bo3MoxHa Takxke kiaaccuukaius HE3aBUCUMO OT OTPacieBON MPUHAICKHOCTH
no andaBUTy BUAOBBIX HA3BAHUN YyupexkaeHH (OrOpo, 3aBOJbI, YNpaBICHUSA),
nanee — 1o andaBUTy WX HAMMEHOBAHUH.

[IpenMeTHO-TEeMaTUYECKUE  KAPTOTEKH  JOJDKHBI  COCTaBJSITRCA B
COOTBETCTBHUM C TpaBWIaMH pa3paboTku  KaramoroB. llemecooOpasHocTh
CaMOCTOSITEJILHOTO ~ CYIIECTBOBAHUSI  NPEAMETHO-TEMATUUYECKUX  KapTOTEK
pelaeTcsi apXMBOM B KaKJOM KOHKPETHOM Cilydae OTIEIbHO M JIOJHKHA OBIThH

4eTKO 000OCHOBAaHa.
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Co3nanue, BeJleHHE U HCI0Jb30BaHHE KATAJIOTOB

Karamorn nomxHBI cO37aBaThCS B COOTBETCTBHH ¢ TpeboBaHusiMu [IpaBun
2007 r.®

Karamorusaius apXuBHBIX TOKYMEHTOB (COBOKYITHOCTh PabOT IO CO3/aHUIO
KaTaJIOTOB) BKJIFOYACT COCTABJICHHE pabodeii cXeMbl KilacCH(HKAIUU, BBISIBICHUC
U OTOOp JOKYMEHTOB, OIMCAHWE WX COJCPIKaHHUS, CHCTEMAaTH3allusl OIUCAHUH,
odopMIICHUE U BEJCHUE KAaTaJOTOB.

HuddepeHnpoBaHHBIA T0IX0/1 PU KaTaJOTH3AIMK BEIPAKAaeTCsS B BBIOOpE
ONITUMAJIBHOTO COCTaBa CHCTEMBl KaTaJIOTOB, OIPEACICHUH OYEPEIHOCTH
KaTaJIOTH3aIliU apXUBHBIX (POHIIOB, BHIOOPE CTPYKTYPHBIX dacTed (OHAOB IS
KaTaJOTu3alui, OTOOpe €IWHUI] XpPaHEHHUs, JOKYMEHTOB M CBEJACHUW U3 HUX,
NPUMEHEHUN KOMITJIEKCA paIllMOHAIBHBIX TIPHEMOB OIMCAHWUS IS KaKIOM
XapaKTEePHOH TPYIIIBI JOKYMEHTOB (PoHIa.

B macrosimee Bpems 1ienecooOpa3HO BEICHHE KaTajloroB B Bujae 0a3
naHHBIX. [Ipr 3TOM peKOMEHIYEeTCsl CO3/1aBaTh AJICKTPOHHBIC KATAJIOTH HAa ¢IMHOM
(W1 COBMECTMMOM) TPOTPAMMHOM OOECIICUCHHH, Ha €IMHBIX METOJIMYCCKUX
OCHOBAaxX, YTO OOECHEYUT B3aMMOCBS3b M B3aHMMOJIOMNOJHIEMOCTh KAaTaJOroB M
oOJIerYuT WX  JajJbHEWIIee  BKJIOYEHHWE B COCTaB  MHOTOYPOBHEBOM
WH()OPMAITMOHHO-TIOUCKOBOM CHCTEMBI apXHUBa.

OcobenHocT MTOCTPOCHUS KaTtajora JIEJIAIOT €ro Hauooiee
MIPUCITOCOOJICHHBIM JIJIsI BEJICHUS B aBTOMATU3UPOBAHHOM BHJIE THUIIOM apXHUBHOTO
CIIpaBOYHHKA. B COBpPEMECHHBIX YCIOBUSX MPHOPHUTETHBIM SIBIISCTCS TEPEXOi K
pa3paboTke AIICKTPOHHBIX KaTaJIOroB, ITO3BOJISIOIINX OCYIIIECTBIIATh
aBTOMATH3UPOBAHHBIN IMOMCK MH(OPMAIIHH.

Karajorm 10OKYMEHTOB TIO JIMYHOMY COCTaBy MOTYT COJEPKaTh
uH(OPMAITUIO OTPAHUYCHHOTO JIOCTYIA, B TAaKUX CIIy4asX OHU MpeTHA3HAYCHBI
TOJIBKO JIJIsl CITYKEOHOTO MCTIOIB30BaHMs pa0OTHUKAMH apXUBOB, B YACTHOCTH, JJIS

HCIIOJIHCHHUA 3aIIPpOCOB COOMAIbHO-IIPABOBOI'O XapaKTepa.

® Mynkr 5.3.1. Tpasun 2007 T
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4.2.3. JlonoJHUTEIbHbIE CIIPABOYHUKH

JIns nener onTUMU3aly UCIIOJIB30BaHUS JOKYMEHTOB IO JUYHOMY COCTAaBY
B TOCyAapCTBCHHOM, MYHHIHUIIAJIBHOM AapXHBC PCKOMCHAYCTCA CO3daBAThb
yKa3aTei u 0030pbl- .

Vka3arejib OTHOCHTCI K quCily BCIIOMOTAaTCIBHBIX CIIPABOYHHUKOB H
npcaAcCTaBJICT cobOou aﬂ(l)aBI/ITHBII‘/’I, CUCTEMATHUYCCKUN WJIM COCTaBJICHHBIM IIO
KaKOMY-JTM00 WHOMY MPHU3HAKY MepeueHb Ha3BaHUN (HAaUMEHOBAHUN) MPEIMETOB,
YIIOMHUHACMBIX B ApPXUBHBIX JOKYMCHTAX, C YKA3aHUCM HUX aPXHNBHBIX HII/I(prB.

yKa3aTCJ'H/I, TAKKC KaK M KaTaJlorh, panroHaJIbHO BCCTH B J3JICKTPOHHOM
BUJIE.

Hanpuwmep:

TeMaTudeckas 0aza JaHHbBIX (a1(paBUTHBINA yKka3aTelnb) «JInuHbIi cocTaB npeonpusmusy»

(comepxut cBeaeHUS O (M3) JUYHBIX JeJlax M JIMYHBIX KapTOykax paOOTHUKOB
OPEINPUSATHS 32 ONPENEICHHBIH XPOHOJIOTHYECKUH TEpPHOJ C yKa3aHWeM (QaMuIINH, UMEHH,
OTuYeCcTBa pabOTHUKA, TOMCKOBBIX JIAHHBIX JTOKYMEHTOB (HOMep (OH[Ia, OMUCH, JIeNa U JIHCTA));

«Crniucku  pabOTHUKOB npeonpusmuti, TPEICTABICHHBIX K HarpakKICHUI0 3HAKaMHU

OTJINYHUS.

CBeneHust 0 TOKyMEHTax I10 JJMYHOMY COCTaBy (KakK IPaBUIIO, IOCTOSSHHOTO
XPaHEHMsI), MOT'YT OBITh TAK)KE€ OTPAKEHBI B TAKOM THUIIE CIIPABOYHHUKA, KaK 0030p.

OO030p COAEPXKUT CUCTEMAaTU3UPOBAHHBIE CBEACHHUA O COCTaBe M
COJIEP>KaHUM OTHEJIBHBIX KOMIUIEKCOB apXMBHBIX JIOKYMEHTOB, JIOIIOJIHEHHBIE UX
VCTOYHUKOBEAUECKUM aHanu3oM. OHM NOApa3leistoTcss Ha 0030pbl (OHIOB U

TeMaTHYCCKHE 0030PHI.

* IMynkr 5.5.4. Tpasun 2007 .
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Pasznea S. Ucnosb30BaHue JOKYMEHTOB 110 JIHYHOMY COCTABY

JIOKyMeHTBI O  JMYHOMY COCTaBy B  apXWBax  OpraHu3allui,
rOCYJIapCTBEHHBIX W MYHUIMMAIBHBIX apXMBaX HCHOJIB3YIOTCS i 00ecTieUeHus
COILMAJIBHBIX TIpaB rpaxiaad. KpoMme Toro, JOKyMEHTHI MO JUYHOMY COCTaBY, Jaxe
yTpPaTUB CBOKO MPAKTUYECKYIO COLMAIBHYIO IIEHHOCTh IO HUCTEYEHHUHM CPOKOB HX
BPEMEHHOTO XPAaHEHUs, MOTYT COXPAaHITh CBOE 3HAYCHUE [UISI WCTOPUYECKHUX,
COLIMOJIOTUYECKUX, KYJBTYPOJIOTMUECKUX U MHBIX UCCIICIOBAHUM.

5.1. Opranusanus J0CTyNa K JOKYMEHTaM 110 JIMYHOMY COCTABY

[Ipn opranmzanmyM JOCTyNa K JOKYMEHTaM MO JIMYHOMY COCTaBY apXHBBI
OpraHu3alyi, TOCYAApPCTBEHHbIE W MYHUIMIIAJIBHBIC APXHWBbI PYKOBOJICTBYFOTCS
nercTByrommMu B Poccmiickoit  ®@enepanuy  3aKOHOJATENIBHBIMA W WHBIMHU
HOPMaTHBHBIMH NIPABOBBIMU JJOKYMEHTAMM.

Konctutymust Poccuiickoin deepaliiyd MpoBO3MIIAILIAET, YTO «KAXIbIH MMEET
MpaBoO CBOOOJHO HUCKaTh, MOIYy4YaTh, Epe/laBaTh, MPOU3BOJUTH U PACIIPOCTPAHITH
MH(POPMALIHIO TIOOBIM 3aKOHHBIM CIIOCOGOMY .

Bwmecte ¢ tem, Koncrturymmein Poccuiickoit @enepanuu rapaHTUPOBAaHO
IPaBO «HA HENPUKOCHOBEHHOCTh YACTHOW >KU3HM, JUYHYIO U CEMEHMHYIO TalHY,
3aIIUTY CBOCH YECTH U I00POTo HMEHI» .

B oTHOmEHWH apXWBHBIX JOKYMEHTOB JIAHHOE KOHCTUTYLIHOHHOE IPaBO
3akperigercss PepepanbHbIM 3aK0OHOM OT 22 okTa0pst 2004 1. Ne 125-03 «O6
apxuBHoM nene B Poccuiickon ®epepanum», B COOTBETCTBUUM C KOTOPBIM
OTPAHUYMBAETCA JIOCTYIl K JOKYMEHTaM, «COAEPXkAIIUM CBEICHUS O JUYHOU U
CEeMEWHOM TaWHE TpaXXJTaHWHA, €ro0 4YaCTHOW KWU3HHM, a TakKXe CBEJICHUS,

47
CO3/IAI0IIME YIPO3y TSl er0 6€30MacHOCTIY .

45 oo
Yacte 4 crateu 29 «Konctutymuu Poccuiickoit denepauun» (MpUHATa BCEHAPOIHBIM

rosocoBanueM 12.12.1993) (c yderoM mompaBoOK, BHECEHHBIX 3akoHamMu P® o mompaBkax K
Koncturynuu P® ot 30.12.2008 Ne 6-OK3, ot 30.12.2008 Ne 7-OK3, ot 05.02.2014 Ne 2-DK3,
o1 21.07.2014 Ne 11-®K3).

*® Yacrp 1 crarem 23 «Konctutynun Poccuiickoit @enepanun».

* Yacte 3 craten 25 ®denepanpHoro 3akoHa oT 22 oktsa0ps 2004 r. Ne 125-®d3 (pen. ot

28.12.2017) «O06 apxuBHOM nene B Poccuiickoii deneparum».
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[TpaBa 1 cBOOOBI UETIOBEKA U TPAXkJAaHWHA MOTYT OBITh OTPAHUYEHBI TOJIHKO
benepanbHBIMU 3aKOHAMHU, M TOJBKO B TOM Mepe, B KaKOH 3TO HEOOXOAMMO «B
LEJAX 3alUTHl OCHOB KOHCTUTYLIHOHHOTO CTPOs, HPABCTBEHHOCTH, 37J0pOBBS, IIpaB
UM 3aKOHHBIX MHTEPECOB JPYrHMX JHI, oOecrnedeHus OOOpPOHBI CTpaHbl U
6€30MaCHOCTH FOCYIapCTBAY .

CobmoeHne KOH(PUACHUNAIBHOCTH HWHPOpPMAILUU, JOCTYI K KOTOPOH
orpaHuucH (eaepanbHBIMI 3aKOHAMH, SBISCTCS 00M3aTCIBHEIM

®denepanbHbIM 3aKOHOM OT 22 okTsi0pst 2004 1. Ne 125-D3 «O06 apXuBHOM Jelie
B Poccuiickort @enepanyiny yCTaHOBIIEH 75-JIETHUM CPOK OIPaHUYEHHUs HA JOCTYII K
ApPXUBHBIM JIOKYMEHTAM, «COJEpPKAIMM CBEACHHA O JIMYHOM M CEMEHMHOW TalHE
IpaXJIaHWHA, €0 YaCTHOW XKM3HM, a TaKXKe CBEICHUS, CO3JAIOLIME Yrpo3y JJIs €ro
6E30IACHOCTI (CPOK HCUHCIIETCS CO JIHS CO3IAHMS YKA3aHHBIX JOKYMCHTOB) ..

JlaHHO€ OrpaHMYeHHE MOXKET OBITb OTMEHEHO J10 MCTEYEHMsI YKa3aHHOI'O
CpOKa C IIHCbMEHHOIO pa3pelIeHus TPaKJaHWHA, a IIOCIE €ro CMEpTH C
MACBMEHHOTO PA3pelICHNs] HACICAHMKOB JAHHOTO TPAKIAHHHA, TOIBKO B
OTHOILIEHUU UH(POpPMAIUH, Kacarollencs JaHHOTO IpaX/1aHrHa.

JIOKyMEHTBI MO JIMYHOMY COCTaBY A0 HUCTEUYEHUs MEpHOoJia OTPAaHUUYEHHOTrO
JOCTYIIAa K HUM NPEJOCTABIISIFOTCS, €CIIH I10JIb30BATENb!

SBIISIETCS CYOBEKTOM HH(GOpPMalMd — HAa OCHOBAaHUM COOTBETCTBYIOILIETO
3asiBJICHUS TPU MPEABSIBICHUHN TOKYMEHTOB, YIOCTOBEPSIOIINX JTUYHOCTB;

SBIIIETCS. HACJEIHUKOM CcyObekTa UWHPOpMalmud — Ha OCHOBaHHUHU
COOTBETCTBYIOILIETO 3asiBJICHUS npu peabIBICHUU JIOKYMEHTOB,
YAOCTOBEPSIONIMX JIMYHOCTh, @ TaKXe JOKYMEHTOB, MOATBEP>KIAIOLIUX IPABO

HacJeJOBaHUs,

*® Yacre 3 cratem 55 «Konctutynun Poccuiickoit ®@enepanumn» (IpUHATONH BCEHAPOIHBIM
rosocoBanueM 12.12.1993) (c yderoM mompaBOK, BHECEHHBIX 3akoHamMu P® o mompaBkax K
Koncturynuu P® ot 30.12.2008 Ne 6-OK3, ot 30.12.2008 Ne 7-OK3, ot 05.02.2014 Ne 2-DK3,
or 21.07.2014 Ne 11-®K3).

* Yacrs 2 crateu 9 ®denepansHoro 3akona ot 27.07.2006 N 149-®3 (pen. ot 19.07.2018) «O6
nHpopmaru, HOOPMAITMOHHBIX TEXHOJIOTHSAX U O 3alIUTE WHPOpMAITUN.

*® Yacre 3 cratbu 25 ®denepanpHoro 3akoHa oT 22 oktsaops 2004 r. Ne 125-®d3 (pen. or
28.12.2017) «O6 apxuBHOM Jene B Poccuiickoit Deaepannmy.

%1 Tam xe.
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SIBJIIETCSI JIOBEPEHHBIM JIMIIOM CYOBhEeKTa MH(POPMAIIMU WU €r0 HACIeqHNKA -
Ha OCHOBAaHWU COOTBETCTBYIOIIETO 3asIBICHUS TMPHU TMPEIBIBICHUU TOKYMEHTOB,
YIOCTOBEPSIONINX JINYHOCTh, U JIOBEPEHHOCTH;

UMEeT corjlacue cyobekTa nH(GOpMaIlMU WM €r0 HACJIEAHUKOB Ha JIOCTYI K
yKa3aHHBIM CBEJEHUSIM — Ha OCHOBaHUM COOTBETCTBYIOIIETO 3asiBICHUS TpHU
NPEABIABICHUN JOKYMEHTOB, yIOCTOBEPSIONUIUX JTUYHOCTh, a TAK)KE JOBEPEHHOCTH
WIM WHOTO JOKYMEHTa, TIOATBEPKIAIOMIETO MPAaBO TPEACTABISATh HWHTEPECHI
rpakJaHUHA WA €r0 HACJIEIHUKOB.

[Tonmp30Barento, SABISAIOMIEMYCS TpeacTaBuTeneM (GOHI000pa3oBaTes WU
ero IMpaBONPEEMHHUKA >, OPraHOB TOCYIAPCTBEHHOH BIACTH, OPraHOB CyJa,
MPOKYpaTyphl, OPraHOB MPEIBAPUTEITHLHOTO CIEACTBUS, OPTAaHOB JO3HAHUS U UHBIX
rOCYJapCTBEHHBIX OPTraHOB, OPTraHOB MECTHOTO CaMOYITpaBJICHUS, JOCTYI K JeIam,
JIOKyMEHTaM [0 JUYHOMY COCTaBY IPEIOCTABIISACTCS B Mpeeiax HCHOJHEHUs
CIIy’)KEOHBIX  OOs3aHHOCTEW, B  COOTBETCTBUM C  NPEIOCTABICHHBIMU
MOJITHOMOYMSIMH, TI0 MOTHBHPOBAHHOMY TIMCHMEHHOMY OOpAIllEHUIO OpraHa,
OpraHM3aIUH, YbHM MPEICTABUTEICM OH SIBISICTCS .

[Tpu OTCYTCTBHM y TIOJIH30BATEIS MPaBa HA TOCTYII K JOKYMEHTaM 10 JINIHOMY
COCTaBY, €My MOXET OBITh MPEIOCTABIICHA TOJIBKO OOIIENOCTYIHAs WHpOPMAIIUS U3
STHX HoKyMeHToB . K 06IenocTynHoi HHMOPMALHH OTHOCSTCS OOIIEH3BECTHBIC
CBEJICHMS U MHAS HHPOPMALHS, JOCTYII K KOTOPOI HE OTpaHMueH .

ApXHB MOXET MPOBOAUTH PabOTy MO 00€3MMYMBAHUIO0 HH(POPMAIINH,
collep)KalIecss B JOKyMEHTaX IO JIMYHOMY COCTaBy, MHPSAMO WU KOCBEHHO
uneHtuguupymoneid cyobekroB uHbopmanuu. OO0e3nuuuBaHue HH(POPMAIUU

MPOBOAUTCS HAa MPOMEKYTOUHOW KONMUU AapXHUBHOTO JIOKYMEHTAa, C KOTOpPOH

>2 J715t FOCYHAPCTBEHHEIX, MyHHIIUTATBHBIX aPXHBOB.

[Ipuka3 denepanbHoro apxuBHoro areHrctBa ot 01.09.2017 Ne 143 «OO6 yTBepkaeHUU
«Ilopsinka MCHOJB30BAHUU APXMBHBIX JOKYMEHTOB B TOCYJApCTBEHHBIX M MYHMIIMIAJIbHBIX
apxuBax Poccuiickoit @enepaunn» (3aperucTpupoBad MUHUCTEPCTBOM rocTULMU Poccuiickoi
Oeneparuu 01.11.2017 Ne 48765) (manee — [Mopsigok 2017 r.), m. 3.2-3.5.
> Obecrieuenne JOCTyIa MOMb30BaTENeH K JOKYMEHTAM TOCYIApCTBEHHBIX M MYHHIHIATBHBIX
apxuBoB Poccuiickoit ®expepanuu W OpraHu3anusl TMOJb30BaHUA HMH. MeToaudeckue
E)SGKOMGHI[aI_[I/II/I. M.: BHUM A, 2009, . 1.2.3.

Yacte 1 crateu 7 ®@enepanpuoro 3akona ot 27.07.2006 N 149-®3 (pex. ot 19.07.2018) «O06
uHpopMannu, UHHOPMAITMOHHBIX TEXHOJOTHX U O 3alUTe HHPOPMALIUN.
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JieNaeTcsl KOmus, MpeJHa3HAueHHas AJis Mojb3oBaTend. [IpomexyTouHas Komus
yHHUYTOXKaeTcs. B pesynprare oOe3nuuuBaHus JODKHA OBITH  oOecriedeHa
HEBO3MOXKHOCTh HWJIEHTU(DUIMPOBATh CYOBEKT HH(MOpMAIUU 0€3 WCIOIh30BaAHMS
JIOTIOJTHUTENBHBIX HCTOYHUKOB.

JlocTylm K TOMJMHHUKAM JOKYMEHTOB IO JIMYHOMY COCTaBYy MOXKET OBITh
OTpaHMYCH TAKXKE B CIIyJae:

HEYIOBJIETBOPUTEIHHOTO (PU3NUECKOTO COCTOSHUS TOKYMEHTOB;

HaMuusl GOHJIA TIOJTH30BAHUS;

€Clli JIOKyMEHTBl HE TMpONUIM HAyYHOTO OMHCAHUA M TEXHUYECKOTO
o(hbopMIeHHS (10 3aBEPIICHHS STHX PaboT)™".

Kpome Toro, rocymapcTBeHHbI, MYHUIIUTIAIBHBIA apXUB MOXKET BPEMEHHO
OTKa3aTh MOJIL30BATENIO B BbIIa4e MOUTMHHUKOB JOKYMEHTOB 10 JTUYHOMY COCTaBY
B CIIyYasix:

BBITIOJIHEHUS ~ CHY)KEOHBIX  3aJlaHuil  COTpYAHUKaMH  apXwBa  C
MCTIOJIb30BAaHUEM 3allpalllMBAEMbIX IIOJIH30BATENIEM JOKYMEHTOB (B TeUeHHE HE
6omnee 120 pabouux mHEH CO THS 3aKa3a UX MOJIH30BATEIIEM);

BbIIaYM JIOKYMEHTOB BO BPEMEHHOE TMOJh30BAaHUE IOPUINYECKUM U
busndeckuMm  HIamM-QpoHm000pa3oBaTeNsiM, UX MPABONPEEMHUKAM KA  TIO
3armpocam OpraHoOB rOCYJIAPCTBEHHOM BJIACTH M UHBIX TOCYJAPCTBEHHBIX OPraHOB,
OpPraHOB MECTHOTO CaMOYTpaBJieHHs (B TEUCHUE CPOKA, HE MPEBBIMIAIOIIETO CPOK,
YKa3aHHbIH B aKTE O BbIAAYe BO BPEMEHHOE M0JIb30BAHNE TAKHX JOKYMEHTOB)' .

OTka3 B MpeAOCTaBICHUN JOKYMEHTOB JIOJDKEH OBITh BBIJAH B MUCHMEHHOMN
dopMe W comepkaTh yKa3aHHE HAa TPUYMHBI OTKa3a, a TakKe MOPSIOK ero

00>KaJIOBAHUSI.

%8 ITynkr 5.20 Mpasua 2015 r.; mysxr 2.11.10 Ipasun 2007 T.
>7 ITynxr 3.6 Ilopsinka 2017 r.
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5.2. Opranu3anus ucnoJb30BaHUsS JOKYMEHTOB 10 JJUYHOMY COCTABY

OcHOBHOW (OpMOH HCIIOIB30BaHUS JTOKYMEHTOB IO JIMYHOMY COCTaBy B
apXWBE OpraHW3allid, TOCYJAapCTBEHHOM W MYHHIIMIIAJLHOM apXUBE SBISCTCS
UCTIOJTHEHHE 3alPOCOB COIMATLHO-TIPABOBOTO XapaKTepa.

JIOKyMEHTBI 10 JMYHOMY COCTaBy MOTYT BBIJIaBaThCs BO BpPEMEHHOE
MOJIB30BaHME IO 3ampocaM (OHIO00OpA30BATENs HIM €ro MpPaBONPECMHHKA
OpraHOB TOCYJAapCTBEHHOW BIIACTH, OPTaHOB CyJa, NPOKYypaTyphbl, OpPTraHOB
NPEBapUTEIHLHOTO CJICICTBUSA, OPTAaHOB JIO3HAHUS (B CiIydae 3aBelICHUS Jefa) U
WHBIX TOCYAapPCTBEHHBIX OPTaHOB, OPTAHOB MECTHOTO CaMOYIIPaBIICHUS.

B apxuBe gormyckaercs u3bsATHE U3 TUYHBIX 1€ ¥ BbIIada BIIaC/IbIIaM 110 UX
3asBJICHUSAM HAa WMsI PYKOBOJHMTEIS OpraHM3aluu (11 apXuBa OpraHHU3allvu),
PYKOBOAMTENSA apXuBa (I rOCYJapCTBEHHOTO apXHWBa, MYHHUIIUIIATBHOTO apXHBa,
SBIIAIONIETOCS  IOPUAMYECKUM  JIMIIOM), PYKOBOJMTENS OpraHa MECTHOTO
caMmoyrpaByieHus (711 MyHUIIUTIAIBHOTO apXHMBa, HE SIBJISIONMIETOCS IOPHINICCKUM
JUIIOM), WX IOJJUHHBIX TPYAOBBIX KHIJKCK, HE ITOJIYYCHHBIX B CBOE BpeMs
BIIAJICNIbIIEM JOKYMEHTOB. PeaOmiuTupoBaHHBIE JHIA U UX HACICAHUKA HMEIOT
MpaBO Ha TMIOJIYYCHUE TMOJJIMHHUKOB apPXHMBHBIX JIOKYMEHTOB TBOPYECKOTO
XapakTepa — pykomnucei, pororpaduii, muceM U APYTUX JUYHBIX TOKYMEHTOB (3a
WCKIIIOUCHUEM TaClOPTOB, BOCHHBIX OWJIETOB, CIY)KEOHBIX YIOCTOBEPECHUU U
JIPYTUX apXUBHBIX TOKYMEHTOB O(PHUITHATBHOTO MPOUCXOKACHHS ), COXPAHUBIITHXCS
B IMPEKPAIIEHHBIX YTOJOBHBIX W AIMUHUCTPATUBHBIX, & TaKXKe (PHIBTPAIMOHHO-
IPOBEPOYHBIX ETaX .

[TomyMHHBIE JTMYHBIC JTOKYMEHTHI BBIAIOTCS C pa3pelieHUs PYKOBOJIUTEISA
OpraHW3allid WIA WHOTO YIOJHOMOYEHHOTO JIMIAa — JIJISi apXuBa OpPTaHMU3aInH,
PYKOBOJAMTEN apXWBa WM HWHOTO  YIOJHOMOYEHHOTO  JUIla —  JUIA
TOCYyJapCTBEHHOTO apXWBa, PYKOBOJIUTENSI OpraHa MECTHOTO CaMOYIIPABIICHUS UITH

HHOT'0 YIIOJTHOMOYCHHOTO JIMIA — JIJIA MYHUIHUIIAJIBHOTO apXHBad, HC ABJIAIOIICTOCAH

*8 ]I rocyapCTBEHHBIX, MYHHIMTATGHEIX aPXHBOB.

Cratest 11 3axona Poccuiickoit ®enepamun ot 18.10.91 «O peaOunuranuu >XepTB
noymTrdeckux penpeccuit» (pexn. ot 09.03.2016). / Bemomoctn Che3na HApOIHBIX JCTYTAaTOB
PCOCP u BepxoBnoro Cosera PCDCP. 1991. Ne 44. C1.1428.
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IOpUJIMYECKUM JIMIIOM, MO TMPEIbSBICHUU TMAaclopTa WM HHOTO JOKYMEHTA,
YAOCTOBEPSIONIETO JTUYHOCTh, JTMOO WX POJACTBEHHHKAM WM HMHBIM JIMIAM II0
JIOBEPEHHOCTH, 0()OPMIICHHON B YCTAaHOBJIEHHOM 3aKOHOJIaTeIbCTBOM Poccuiickoi
Oepneparuu  nopsiake. C U3bIMAEMBIX JIOKYMEHTOB H3TOTABJIMBAIOTCS KOMUH,
KOTOpbIE IPUOOIIAIOTCS K JiejaM. M3bsiTue JOKyMEHTOB, a TAK)Ke 3aMeHa Ha KOITUU
OTPaXKAIOTCA BO BHYTPEHHHUX OMMUCAX JEN, B JIMCTAX-3aBEPUTENAX NN, B OMUCAX
JIeJ1 TI0 JINYHOMY COCTaBY.

Hcnonp30BaHWEe JOKYMEHTOB [0 JIMYHOMY COCTaBY, HOCTYNHUBIIUX IO
HUCTEUCHUM CPOKOB HMX BPEMEHHOTO XpaHEHUsI Ha TOCTOSIHHOE XpaHEHUE B
rOCyJIapCTBEHHBIN, MyHULMOAIbHBIN apxuB (cM. 1. 2.3 Merogudyeckux
pEeKOMEHJIaluii), OCYIIECTBIAECTCS BO BceX (opmax, NperyCMOTPEHHBIX
JEUCTBYIOIIUMU HOPMATUBHBIMU JIOKYMEHTaAMH, PEryJIUPYIOIIUMH ACATEIbHOCTD
rOCyJapCTBEHHBIX, MYHHIUIIAJIbHBIX apXUBOB MO OpPraHU3allMd HCIOJIb30BAHUS
nokymeHToB ApxuBHoro ¢onma Poccuiickoit denepanuu u Apyrux apXuBHBIX
OKyMeHTOB™.

5.2.1. UcnosiHeHMe 3aNIPOCOB COIHAIBLHO-TIPABOBOI0 XapaKkTepa

3anmpocamMu  COIMAIBLHO-TIPABOBOIO  XapakTepa  SBISIOTCS  3ampocChl,
CBSI3aHHBIE C COUMAIBHOW 3alIMTOM TpaxKJaH, MpPeayCMaTpUBAIOIIUE HUX
MEHCUOHHOE oO0ecreyeHne, a TakKe IMOJyYeHUE JBbIOT W KOMIICHCAIMA B
COOTBETCTBHHM C 3aKOHOJIaTEILCTBOM Poccuiickoil deaepannu.

B cootBercTBUM ¢ DenepanbHbiM 3aKOHOM OT 22 okTsi0pst 2004 1. Ne 125-
®3 «O6 apxuBHOM niesie B Poccuiickoi CDejlepaunn»Gl rOCyIapCTBEHHBIE OPTaHbl,
OpraHbl MECTHOTO CaMOYIPaBJICHUsI, OpTaHU3allUd U TPaKJaHe, 3aHUMAaIOIIUECs
MPEANPUHUMATETECKON ESITEIbHOCTRI0O 0€3 00pa3oBaHUs IOPUIUIECKOTO JIUIIA,
IpU HAIUYUM Y HUX COOTBETCTBYIOIIUX apPXUBHBIX JTOKYMEHTOB, OOS3aHBI
OecrIaTHO MPEAOCTABIIATH MOJIb30BATENIO APXUBHBIE TOKYMEHTBI, OPOpPMIICHHBIC
B YCTAHOBJICHHOM TMOPSAKE apXHWBHbBIC CIpaBKU (NPUIOKEHHE 3) WM KOMUHU

APXUMBHBIX JOKYMCHTOB, CBA3aHHBIC C COHH&HBHOﬁ 3aan0171 Ir'paxxaaH,

% pasnen V Ipasur 2007 r., Mopsizok 2017 r.
%1 Crates 3 ®enepanbHOro 3akoHa ot 22 oktsops 2004 r. Ne 125-®3 (pex. ot 28.12.2017) «O6

apxuBHOM Jzene B Pocculickon @enepanumy.
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IpeIyCcMaTPUBAIOIIEH NX IEHCHOHHOE 00eCTeueHue, a TAK)Ke MOJTyuYeHUe JIbIroT U
KOMIIEHCAlIU B COOTBETCTBHHM C 3aKOHOJATEIbCTBOM Poccuiickon CDeJ:[epauHHGZ.

3anpochl COLMAIBHO-TIPABOBOTO XapaKTepa MOTYT MOCTYIATh HE TOJIBKO MPH
JUYHOM OOpalIeHUy rpaxkiaH, 1o Mo4Te, N0 JIEKTPOHHOU NouTe, (PaKCUMUIbHON
CBSI3U, HO U Y€pEe3 MHTEPHET-CAWThl WJIM MOPTAIbl APXUBHBIX YUPEKICHUN MTyTEM
3aMOJHEHUSl TPaKJaHAMHU CIEHUaIbHBIX (OpPM; W3 OpPraHoB TOCYJApCTBEHHOMN
BJIACTH — 4Y€pe3 MOpTajbl OPraHOB TOCYAApPCTBEHHOW BiIacTH, W3 lleHcmoHHOTrO
dbonna Poccuiickoit denepanuu (IIOP) - mo »aeKTpOHHBIM KaHaJlaM CBS3H B
paMKax MEKBEJOMCTBEHHOTO B3aUMO/JICHCTBUS, a TaKke yepes
MHOTO(YHKIIMOHAJIBHBIE ~ LEHTPbl  MPEJOCTABJICHHUS  T'OCYAAPCTBEHHBIX U
MyHUIUNANBHBIX  ycayr (M®IL[), Enusbpiii mopTanm TOCylapCTBEHHBIX U
MyHUIMNaNbHBIX ycnyr (¢ynkumii) (EIII'Y), mopransl rocyaapCTBEHHBIX U
MYHHUITUTIATBHBIX yCIyT cyOobekToB Poccuiickoit deneparumu.

[Ipu mnocrymienun WHrepHeT-OOpamienust (3ampoca) IMOJIb30BATENS €
yKa3aHUEM ajpeca DdJIEKTPOHHOW TMOYTHl W/MIM TMOYTOBOIO ajJpeca, emy
HaIpaBJIsIETCs YBEAOMJICHHE O MpueMe oOpaiieHus (3ampoca) K pacCMOTPEHUIO
WM MOTUMBHMPOBAHHBIM OTKa3 B pPACCMOTpeHUH. lIpuHATOE K paccMOTpEeHHIO
oOpariieHue (3arnpoc) pacrneyaTbiBaeTCsl.

Perucrpanus 3anpocoB BeleTCs, IPEUMYIIECTBEHHO, B JJIIEKTPOHHON (QopMme.
DNEKTPOHHBIA KypHal PErucTpaluy PETyJsIpHO pacredyaTbiBaeTcsi Ha Oymare.
[leproguyHOCTE pacneyaTblBaHUs CBEICHHUM O IOCTYNAKIIMX 3ampocax M HX
VCIIOJTHEHUH 3aBHUCHUT OT KOJMYECTBA 3alIPOCOB M OIMPENEISAETCS PYKOBOAUTEIEM
OpraHW3ali{ WY WHBIM YIOJHOMOYEHHBIM JIMLIOM — JUIsl apXWBa OpraHU3aluu,
PYKOBOIMTEIIEM I'OCYIAPCTBEHHOTO apX1BA WJIK UHBIM YIIOJJTHOMOYEHHBIM JIMLIOM —
I TOCYNApCTBEHHOIO  apXWBa, PYKOBOAUTEIEM  OpraHa  MECTHOTO
CaMOYIIPABJIEHUSI WA WHBIM YIOJHOMOYEHHBIM JIMIIOM — JUJIsi MYHULHNAIBHOIO

apXuBa, HC ABJIAIOIICTIOCA OPUANICCKHUM JIMIIOM.

%2 Yacre 3 craten 26 ®enepanpHoro 3akoHa oT 22 oktaops 2004 r. Ne 125-®3 (pen. ot

28.12.2017) «O06 apxuBHOM niene B Poccuiickoii @eneparium.
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3anpoc Moab30BaTENsl PAacCMAaTPUBACTCA W HCIOJIHSETCS MPU HAIWYUU B
3arpoce HAMMEHOBAHUS IOPUINYECKOro JHIa (A7 rpakaaH — paMuiInu, UMEHU U
OTYECTBA, NPU HAJIWYUH IMOCJIEIHEr0), MOYTOBOTO M 3JIEKTPOHHOTO ajapeca (IpH
HAJIMYUHU TIOCIIEIHEr0), YKa3aHUs 4eTKOo C(hOpMYyJIMpPOBAHHONM TeMbl (BOMpoca),
XPOHOJIOTHH 3alpalinBacMoi HHGOpMaIuy.

HcnonHenne 3ampoca B apxXuBax OpraHM3aldi, TOCYJApCTBEHHBIX W
MYHULMNAIBHBIX AapXWMBaX HE JODKHO IpeBblmiath 30 gHEH € MOMEHTa
peructpanuu 3amnpoca. [Io pemeHnro pyKOBOAMTENS OpraHU3allMd WM HHOIO
YOOJIHOMOYEHHOTO JHMUAa — Ui apXuBa OpPraHHU3alHdH, PYKOBOJIMTEIA
rOCYJapCTBEHHOIO AapXMBa WIM HHOIO YIIOJHOMOYEHHOIO JIMNA — JJIA
rOCYJapCTBEHHOTO apXUBa, PyKOBOAUTEIA OPraHa MECTHOI'O CaMOYIIPABIICHUS WU
WHOT'O YIIOJIHOMOYEHHOTO JIMIA — I MyHULUIIAIBHOTO apXUBa, HE SABJISIOMIETOC
IOPUIMYECKUM JIULIOM, 3TOT CPOK MOXET OBITh IpU HEOOXOAMMOCTH IPOJJIEH, C
00s13aTeIbHBIM YBEIOMIIEHHEM 00 3TOM IOJIb30BATES.

B rocynapcTBeHHOM, MyHULIUIIAJIBHOM apXHUBE 3alPOCHl PACCMATPUBAOTCS B
COOTBETCTBUM C TpPEOOBAHUSAMU 3aKOHOAATENBHBIX M HWHBIX HOPMATHUBHBIX
paBoOBbIX akToB Poccuiickorn @Penepanuu, perJaMEHTUPYIOIIMX —IOPSIOK
IIPEAOCTAaBIIECHUS I'OCYIAPCTBEHHBIX, MYHUIUIIAJIBHBIX YCIIYT.

Ecan momb3oBareniem B 3ampoce HE  ONpEAElieH BHI JOKYMEHTAa,
3aMpaliMBaeMoOro UM B apxuBe, paOOTHUK apXvBa, HUCHOJHAIONIMI 3ampoc,
OIIPEHEIIACT €r0 CaMOCTOSATEIBHO.

3anpocsl HCMOJHAKOTCA IO MECTYy XpaHEHHs JOKYMEHTOB — B apXHBE
OpraHu3aly{, TOCYJApCTBEHHOM WM MYHULMNAIBHOM  apXHBE. 3arpoc
COLIMAJIbHO-TIPABOBOIO  XapakTepa  MCIOJHAETCS  apXWBOM  OpPraHU3alUu
0€3BO3ME3JHO TEM OpTraHU3ALMIM WM JIMIAM, KOTOPbIX OH HEMOCPEACTBEHHO
KacaeTcs; roCyJapCTBEHHBIM, MYHULIMIAIbHBIM apXHUBOM — O€3BO3ME3/IHO BCEM
IIOJIb30BATEISIM.

['ocynapcTBEHHBIE 1 MyHULIUINIAIBHBIE ApXMBBI MOTYT HAIIPABJISITh OTBETHI HA
3aIpoChl COLMAIBHO-NPABOBOTO XAPAKTEPa, CBSA3AHHBIE C COLMAIBHOW 3aIUTON

rpaxiaaH, HpeI[YCManI/IBaIOH.ICﬁ X TIICHCHOHHOC 06CCHC‘ICHI/I€, HC JIMYHO
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MOJIb30BAaTENI0, a B COOTBETCTByIOIIee otaeneHue llencuonHoro ¢onna
Poccuiickonn ®enepaimu B BHAE AJIEKTPOHHOTO JIOKYMEHTA MO 3alIUIIEHHBIM
MH(OPMAIMOHHO-TEJIEKOMMYHUKAIIMOHHBIM CeTsM 160 MOCPEICTBOM
CHELUATbHOW CBSI3U. DTO OCYIIECTBISIETCA TOJIBKO MPU HAIWYUU MHCBMEHHOTO
corjamenuss 00 HHPOPMAIMOHHOM B3aUMOJCHCTBUU MEXIY OTICICHUEM
[Tencuonnoro Qonma Poccuiickoit ®enepaniui ¥ yHIOJHOMOUYEHHBIM OpPraHOM
UCTIOTHUTENbHOM BiacTu cyObekTa Poccuiickoit @epepaiiii B 001aCTH apXUBHOTO
nena  (OpraHoM  MECTHOTO — CaMOYIpPaBJICHUS, KOHKPETHBIM  apXHBOM).
[lonb3oBaTens  00S3aT€NBbHO  YBEIOMJISIETCS O TOM, KyJa HAalpaBJICHbI
3anpalrBacMble UM JIOKYMEHTHI.

TemaTuka 3anpocoB

Temarnka 3ampocOB COLMAIBHO-TIIPABOBOTO XapakTepa, HCIOIHSAEMBIX
apXMBOM  OpraHU3allid, TOCYJIapCTBEHHbIM, MYHUIUIAIbHBIM  apXUBaMU
OXBAaTBIBAET BOIPOCHI: O MOATBEPKICHUU TPYAOBOIO CTa)Xa, B TOM YHUCIIE
JBIOTHOTO TPYJAOBOTO CTaXka, pa3Mepax 3apad0THOM IIaThl, HECYACTHBIX CIIy4asiX
Ha I[IPOM3BOJCTBE, HArPAXKICHUU TOCYIAPCTBEHHBIMU W BEIOMCTBEHHBIMU
Harpagamu u apyrue. K 3ampocaM cOLMaIbHO-IIPABOBOTO XapaKTeEpa OTHOCATCS
VCKJIFOUUTEIBHO TE€ 3alpOChl 10 HA3BAaHHOW TEMATHKE, MCIIOJHEHUE KOTOPBIX
MpeaycMaTpuBaeT TMOJITBEPKACHUE JaHHBIX, HEOOXOIUMBIX JUIsl TOJTy4YeHUs
IPAKIAHUHOM COLIMAIBHBIX BBIIUIAT, JIBIOT, NPEUMYIIECTB, KOMIIEHCALIUM,
IIOMOIIH.

JIns moATBEpKIEHUS TPYAOBOTO CTaXka, OMPEAEIEHUs JIbIOTHOTO TPYAOBOIO
CTa)ka MCIOJIb3YIOTCS JTOKYMEHTHI O TPYIAOBOM HNESITEIBHOCTH, B TOM YHUCJIE Ha
paboTax ¢ BpeIHBIMH W/WJIM OMACHBIMU YCIOBUSMH TPYJa, MPU HEOOXOIUMOCTH
MPUBJIEKAIOTCS TOKYMEHTHI M0 pacuyeTaM 3apabO0THOM MIaThl U IPYTUX BBITLIAT.

[Tpu ucnonaHeHUH 3apoOCOB O 3apabOTHOM IUIATE UCIIONIB3YIOTCSA TOKYMEHTHI
M0 pacderaMm 3apa0OTHOM TUIATHI U JAPYTUX BBILIAT. MOTYT OBITh HCIOJIH30BaHbI
JIOKYMEHTBI O TPYIOBOM JAESITEIIbHOCTU paOOTHUKOB, B TOM 4YHCJE Ha padoTax ¢

BpCIHBIMHA W/UIU ONMaCHBIMU YCIIOBUSIMH TPYJa.
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OcHOBaHWMEM Il HWCIIOJTHEHHWS 3ampoCOB O HArpaXICHUU SIBISIOTCS
JIOKYMEHTBI O TPYAOBOM ACSITEIBPHOCTH, B TOM YHCJI€ Ha paboTax ¢ BPEIHBIMU
W/WJIA OMACHBIMHU YCJIOBUSIMH. MOTYT OBITh MCIOJIb30BAHBI JJOKYMEHTHI MO yUYETy
KaJIpOB.

3anmpockl O HECYAaCTHOM CJlyda€ Ha IIPOU3BOJICTBE HCIOJHSIOTCS IIO
JIOKyMEHTaM TI0 OXpaHe TpyJa ¢ TMPHUBJICYCHHEM JOKYMEHTOB O TPYJAOBOM
NEeATETLHOCTH pPAaOOTHUKOB, B TOM 4YHCJIE Ha paboTax ¢ BPEIHBIMU W/WIA
OTaCHBIMH YCIIOBHSIMHU TPY/Ia.

Ecmm B JOKyMEHTax IO JIMYHOMY COCTaBy OTCYTCTBYeT HWH(MOpMaIus,
HeoOXoauMast JIJIsl MCTIOJTHEHHUS 3armpoca, claeayeT oOparaThCs K YIpaBIeHISCKON
JTOKyMeHTaluu. Tak, HampuMep, OTYETHBIC JOKYMEHTHI IO KaJIpOBOMY COCTaBY
cozepkaT MHGOPMAIIHIO, TIO3BOJISIFONIYI0 YTOYHUTEL CBEJICHUS OOIIETo XapakTepa,
a Takke HHPOPMAIMIO O KaapOBOM COCTaBE OpraHu3anuil (KOJIUYECTBO
pabOTHUKOB, MOJI, BO3pacT, Mpodeccus u ap.).

OdopmiieHre OTBETOB Ha 3alIPOCHI COIHAIBLHO-TIPABOBOI0 XapaKTepa

Pesynpratom paGoThl B apXWBE OpraHU3allMHM, TOCYIapPCTBEHHOM,
MYHHUITUTIATFHOM apXWBE 10 HCIIOJTHEHHWIO 3ampoca MO apXHWBHBIM JTOKYMEHTaM
SBJISIIOTCS TakKre MHGOPMAIIMOHHBIC TJOKYMEHTBI, KaK apXUBHAsI CIIpaBKa, apXHBHAs
BBINIMCKA, apXWBHAas KOMHS C OO0O3HAUYCHHWEM Ha3BaHUI WHQPOPMAITMOHHOTO
JTOKyMEHTa «ApXHBHAs CIpPaBKay, «ApXWUBHAs BBIITUCKA», «ApXUBHAS KOMUs» (HA
OJlaHKe apXuBa, OpraHU3AINHN ).

ApXHBHas CIPaBKa

dopMa apXUBHOMU CIIPaBKU MPUBEICHA B MPUJIOKEHUHU 3.

B apxuBHOI crnpaBke JaHHBIC BOCIPOM3BOIATCS TaK, KaK OHU H3JI0KCHBI B
apXUBHBIX JOKYMEHTaX, a PacXOKICHUS, HECOBIIAQJCHUS W HETOYHBIC HA3BaHMS,
OTCYTCTBHME MMEHH, OTYECTBA, MHUIIMAJIOB (WJIM HAJTWYHE TOJHKO OJHOTO W3 HHX)
OTOBApHUBAIOTCS B TEKCTE CIIPABKHA B CKOOKaX.

B  apxuBHyI chOpaBKy BKIIOYAIOTCS  CBEACHHS,  3alpaniiBacMbIe

IIOJB30BATCIICM, a TaKXKC HH(bOpMaHI/IH, H€O6XOI[I/IM21$I JB1 TOATBCPIKACHUSA
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3ampanimBaeMbIX CBelleHWW (Hampumep, uHpOpMaInMs O TepeuMEHOBAaHUU
OpraHU3alluu).

B Texcre apXuMBHOW CHpaBKW HE JOMYCKAIOTCS H3MEHEHHUS, MCIPABJICHMUS,
MOAYUCTKA, KOMMEHTApUH, COOCTBEHHBIE BBIBOJIbI UCIIOJHUTENS O COJACPKAHUIO
apXUBHBIX JIOKYMEHTOB, HA OCHOBAaHUU KOTOPBIX COCTaBJICHA apXUBHAs CIPABKA.

Ecnu apxuBHasi crpaBka COJEPKUT HE BCE CBEACHMS IO 3ampocy, TO
uH(pOpMaIUs 0 TOM, KaKhe CBEJECHUS W 3a KaKWe TOJbl B apXUBE OTCYTCTBYIOT U
noyeMmy, TI/Ie MOXKHO TMOJIYYUTh HEIOCTAIOUIMEe CBEJICHUSA, WH3Jaraerca B
COMPOBOJMUTEIILHOM IHCbME apXWBa K apXWMBHOM crpaBke. CompoBOAUTENIBHOE
nucbmMo odopmisieTcss Ha OJlaHKe opraHuzanuu  (TOCyJapCTBEHHOTO  WJIU
MYHULIMNIAIBHOTO apXuBa, OpraHa MECTHOro camoympasiieHus) Kpome Toro, B
CONMPOBOJAMUTEILHOE MHCHbMO BKJIHOYAETCS uHpopMalsi O HAIMYUKU WU
OTCYTCTBUHU CBEJICHMI 1O KOJIaM BHUJIOB OILIAThl TPY/A U yep:KaHUM U3 3apaboTHOM
wiatekl (M UX pacm@poBKe) 3a yKa3aHHBIM B apXUBHOM CIpaBKE MEPUOT U O
pactmrppoBKe KOAOB, €CJIU BUIBI OIUIATHI TPYAA AaHbI IO KOJAM.

ApXUBHas BbINUCKA

B apxuBHOI BBIMUCKE Ha3BaHUE AaAPXMBHOTO JOKYMEHTA IO JUYHOMY
COCTaBy, €ro0 HOMEpP M Jara BOCHPOM3BOIATCS MOJHOCTBIO. V3BiedeHHMsIMU U3
TEKCTOB apXMBHBIX JOKYMEHTOB JOJDKHBI OBITH HCUEpIIaHbl BCE HMEIOIIUECs
JaHHBIE 10 3anpocy. Hauano u kKoHel KaXkJ10ro U3BJIECYEHUS, a TAaK)Ke MPOIYCKU B
TEKCTE apXUBHOTO JOKYMEHTA OT/ACJIbHBIX CIIOB 0003HAYAIOTCSI MHOTOTOYHEM.

ApXUBHas KONUA

Pe3ynpTaToM MCIONHEHUS 3ampoca COLMaIbHO-MPABOBOIO XapaKTepa MOKET
OBITh apXWBHAs KOMHUS — JOCIOBHO BOCIPOM3BOJSINAS TEKCT WM H300paKeHUe
apXMBHOIO JOKYMEHTa KOIHUS C YKa3aHMEM apXMBHOro mudpa 1 HOMEPOB JUCTOB
C/IMHULIBI XPAHEHNMS, 3aBEPEHHAs B YCTAHOBICHHOM MOPSIKE .

[Ipu ucnonHeHUH 3anpoca 0 NPeAOCTaBICHUN KON apXUBHBIX JOKYMEHTOB
N0 JIMYHOMY COCTaBy Ha OnaHke opraHu3auud (rocyJapCTBEHHOTO WU

MYHUIIMIIAJIBHOIO apXuBd, OpraHa MCCTHOI'O CaMOYHpaBJ'IeHI/ISI) COCTAaBJISICTCA

% TOCT P 7.0.8-2013 CUBU/] Jlenonpoun3BoCTBO U apXUBHOE Aes0. TepMUHBI U ONpeIeICHUSI.
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COIIPOBOJUTEIIBHOE MUCHMO, B KOTOPOM YKa3bIBA€TCSl KOJWYECTBO MNPHUIOKECHUU
(komuii apXWMBHBIX JIOKYMEHTOB M HMX Ha3BaHus). Ha o0opoTe Kaxaoro jiaucra
apXMBHON KOIMHHM IPOCTABJISIOTCS IOWUCKOBBIE HAHHBIE JOKYMEHTA: apXHBHBIN
mudp ¥ HOMepa JIMCTOB JEJT apXUBHOTO JTOKYMEHTA.

ApxuBHas cnpaBKa, apXMBHas KOIHSI, apXWUBHAs BBINUCKA MOJMNHUCHIBAIOTCS
JUIl  apXuBa OpraHu3alud — PYKOBOJUTEIEM OpraHu3allid WA HWHBIM
YIIOJTHOMOYEHHBIM  JIMIIOM W 3aBEPSAIOTCA MEYaThl0  OpraHu3aluH, I
rOCyJapCTBEHHOTO  apXWBa W  MYHULMNAJIBHOTO  apXWBa,  SBIISIOLIETO
IOPUANYECKUM JIUIIOM, — PYKOBOJMUTEIEM apXWBAa WA WHBIM YHOJHOMOYEHHBIM
JUIIOM W 3aBEPSIIOTCS TE€YaThl0 apxuBa, I MYHUUUIIAIBHOIO apxuBa, HE
ABJISIOLIETOCS KOPUIUYECKUM JIMLIOM, — PYKOBOJIUTEIEM OpraHa MECTHOIO
CaMOYIIPABJICHUS] WJIM WHBIM YTOJHOMOYEHHBIM JIMIIOM W 3aBEPSIOTCS MEYAThIO
OpraHa MECTHOTO CaMOyIlpaBJicHUs. B apXuBHOW KOIHUHM, MOMHUMO 3TOrO, BCE
JIMCTBI CKPEIUISIOTCSA, TOANMCHIBAIOTCSA, HA MECTE CKPEIUIEHUS IPOCTABISACTCS
COOTBETCTBYIOIIAS NIE€YATh.

[Io 3ampocy mnonb30BaTeNed, NPU HAIMYUM Y apXUBa TEXHUYECKOU
BO3MOXKHOCTH, apXMBHasg CIpaBKa, apXWBHAas BbINUCKA, AapXHWBHAs KOMNUA
JIOKyMEHTa TI0 JIMYHOMY COCTaBy BBIJAIOTCS B JJIEKTPOHHOM (opme Ha
AJIEKTPOHHOM HOCUTEJIE MO0 MEePechUIaoTCs MO 3alUIIEHHBIM WH()OPMAIMOHHO-
TEJICKOMMYHUKAIIUOHHBIM CETSIM.

ApXuBHas CIpaBKa, apXWBHAsl BBIMMCKA, apXWUBHAs KOMHUSA B 3JIEKTPOHHOM
BUJIE 3aBEPAIOTCS JIEKTPOHHOW MOAMUCHIO YITOJTHOMOYEHHOTO mma®™,

HcriosHEHHBIN 3aPOC PETUCTPUPYETCH.

NudopmanuonHoe nucbLmMo

KpoMe  Bblllleyka3zaHHBIX ~ MHGOOPMALMOHHBIX  JIOKYMEHTOB  MOXET
COCTaBJISITHCS MH(GOPMAIIMOHHOE TTHMCHMO, COJIEpIKAIIee CBEACHHS O HATMYUU WIH
OTCYTCTBUM B apXUBE€ ApPXUBHBIX JIOKYMEHTOB, COAECPXkAIIMX 3aIlpallriBacMyro

uHpopmauio. B uHpOpMalMOHHOE NUCHMO BKIIIOYAIOTCS TAaKXKE CBEJICHUS O

* Yacte 3 cratbu 25 ®denepanbHoro 3akoHa oT 22 okTa0ps 2004 r. Ne 125-®d3 (pen. ot

28.12.2017) «O06 apxuBHOM nene B Poccuiickoii deneparum».
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BO3MOXHOM MECTOHAXOXJAEHUH JOKYMEHTOB WJIM O TMEPECBUIKE 3ampoca B
poUIBHYIO OpTraHU3aAIHIO.

NudopmanimoHHoe TMHUCHMO COCTaBisieTCss Ha OJaHKE OpraHu3aluu
(rocygapCTBEHHOrO  WJIM ~ MYHHUIIMIAIBHOTO  apXuBa, OpraHa  MECTHOTO
caMOYIIpaBJICHNs ) U MOANUCHIBACTCS PYKOBOJIUTEIIEM OpraHu3aluu
(rOCyTapCTBEHHOTO  WJIM  MYHUIMOAIBHOTO  apXWBa, OpraHa  MECTHOTO
CaMOYyTpPaBJICHHUS) UM YIIOJIHOMOYEHHBIM UM JIOJ>KHOCTHBIM JIUIIOM.

Ecnu  ngokymMeHTanbHO  TOATBEPX ACHBI  (aKThl  yTpaThl  aApXUBHBIX
JIOKYMEHTOB, COJEp)KAIIUX 3alpaliuBacMble CBEICHUS, W TPUYUHBI YTPATHI
(mokap, HaBOJHEHHUE, 3E€MJIETPSICEHUE, Kpaxka), B HHPOPMAIMOHHOM MHChME
KOHKPETHO YKa3bIBalOTCS IMPUYUHBI OTCYTCTBUS ITUX JOKYMEHTOB CO CCBUIKOM Ha
YYETHBIC IOKYMEHTBI ApXHBA.

IlpuMmeHeHne HOBeHIIMX TEXHOJOIMH NpU padore MO HCHOJTHECHUIO
3alpPoCoOB MoJIb30BaTesen

B nensix ontumuzanuu paboThl C OOpalleHUSIMHU Tpa)xJaaH U OpraHu3aiuil
PEKOMEHIYeTCSl CO3JaHHE W MCIIOJb30BAHUE ABTOMATU3UPOBAHHBIX CHUCTEM, B
KOTOPBIX OCYIIECTBJISIETCSI PErUCTpalusi, y4YEeT 3alpoCOB M KOHTPOJb 32 HX
HCITOJTHEHHEM .,

DTO MO3BOJIET JOCTUTHYTH MOBBIIIEHUSI OTIEPATUBHOCTU M d(PPEKTUBHOCTH
MPEIOCTABICHUSL YCIYTH; 00ECHEeUUTh OTKPBITOCTh U «IIPO3PAYHOCTHY Mpolecca
WCIOJIHEHUS  MOCTYNAUIMX  3alpoCOB, BO3MOXXHOCTH Ha BCEX  JTalax
OCYIIECTBIISITh KOHTPOJIb 3a KAaye€CTBOM M CPOKaMH; IMPOBOJAUTH MOHUTOPUHT
JESITEIbHOCTH apXUBHBIX YUPEXKACHUM MO UCITOJTHEHHIO 3aIIPOCOB U JIp.

Takue cuctemsbl menecooOpa3HO CcO37aBaTh KaK B OTIEIBHBIX apXHBHBIX
VUPEKICHUSIX, TaK U HAa MEXKApXUBHOM YPOBHE (Hampumep, Al peaepaibHbIX
rOCyJIapCTBEHHBIX apXWBOB WM B PaMKaX CETH apXUBHBIX YUPEKICHHUN CyOBEKTa

Poccuiickoit @enepanun).

65 .
Hanpumep, EAUC «3anpocsl», B KOTOPOH PETUCTPUPYIOTCSI BCE 3aPOCHI, TOCTYIAIOLIUE B
Pocapxus, CrpaBo4HO-HH(OPMALIMOHHBIN LEHTP (eepalbHbIX I'OCYAAPCTBEHHBIX apXUBOB U

rOCYJapCTBEHHBIX apXUBOB, PACIIONIOKEHHBIE B I. MOCKBE
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[loBblIEHMIO  KauyecTBa M JOCTYHHOCTH  TOCYJapCTBEHHBIX U
MYHUIIUIIAJIBHBIX YCIYT CIIOCOOCTBYET UX MEPEBOJ B ANEKTPOHHBIN BU.

B cootBerctBuM ¢ denepanbHbiM 3aKOHOM OT 22 okTs0pst 2004 r. Ne 125-
®3 «O6 apxuBHOM gene B Poccuiickoit denepauum», 3anpockl U OOpalleHHs
MOJI30BATEJIE MOTYT OBITh HampaBiieHbl B (OpME SJIEKTPOHHBIX JOKYMEHTOB C
UCIIOJIb30BaHUEM  MH(OPMAIMOHHO-TEJICKOMMYHUKAIIMOHHBIX ~ ceTed  OOIIero
T0JIB30BAHKS, B TOM uncie ceti Mureprer™.

JIist pa3BUTHS 3TON (POPMBI B3aUMOJICHCTBHUSA C MOJIB30BATEISIMU aPXUBHBIM
YUPEXKACHUSAM PEKOMEHJIYETCSl PaCIIMPSTh BO3MOYKHOCTH HCIOJIb30BAaHUSI CBOMX
MHTEPHET-CAUTOB (ITOPTAJIOB), B YACTHOCTH, 3a CUET pa3MEIICHUS] HA HUX OJIAHKOB
3adBJICHUM, B TOM 4MCIE, B HHTEpaKTMBHOM Buje. Ha cailitax HeoOXoaumo
pa3MelaTh TaKXe MOJHYK HHQOpMalWI0 O TOPSAIKE HCIOJHEHUS 3alpoCoB,
CBEJCHUS O HAJIMYMHM JOKYMEHTOB II0 JINYHOMY COCTaBY, CIIUCKH JTOKYMEHTOB,
TpeOyeMbIX K IPEIbSIBICHHUIO.

Pekomennyercss 0OoJjiee IIMPOKO HCMOIb30BATh BO3MOXKHOCTU OOMeEHa
JAHHBIMHU 32 CYET HCIIOJIb30BAaHUS CHCTEM MEXBEIOMCTBEHHOTO 3JIEKTPOHHOIO
B3aumozeicteus (CMOB), 3auuIIeHHBIX KaHAJIOB CBA3U C TEPPUTOPUATLHBIMU
otaeneHusmu [IOP, a takxke ¢ M®PII u opranamu 3AT'C.

Ha EnpuHom mopTasie TOCYJApCTBEHHBIX M MYHULHUINAIBHBIX YCIYT
(bynkumit) (EIII'Y) m moprajiax TOCyJapCTBEHHBIX W MYHUIUMNAIBHBIX YCIYT
cyonekToB Poccuiickoit Denepanuu ciaeayeT pasMmeniarbh HeoOXoaumMbie (OpMBI
3asiBJICHUI U UHBIX JOKYMEHTOB JUIsl UX MCIIOJIb30BAHUS B DJIEKTPOHHOM BHJIE MPU
IIOJIyYEHUH TOCYAApPCTBEHHBIX YCIyr. lcroisHeHue 3ampocoB IOJIb30BaTEIIEH

yepe3 EIII'Y moxet ocymectBiAThes o CMOB.

% Yacre 3 cratbu 26 ®denepanbHoro 3akoHa oT 22 okTa0ps 2004 r. Ne 125-®d3 (pen. ot

28.12.2017) «O06 apxuBHOM nene B Poccuiickoii deneparum».
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5.2.2. Ucnosb30BaHMe JOKYMEHTOB MO JUYHOMY COCTABY B HAYYHBIX,
HCTOPUKO-KYJIbTYPHBIX U HHBIX LEJIsSIX

Hcnonp30oBaHnEe JOKYMEHTOB II0 JIMYHOMY COCTaBYy, XpPaHSIIUXCA B
rOCYJJapCTBEHHbIX ¥ MYHUUMIIAJBHBIX apXWBAX, AapXyWBax OpPraHHU3alldl, B
CTaTUCTUYECKUX, UCTOPUKO-KYJBTYPHBIX U JIPYTUX UCCIENOBAHUAX, 10 UCTCUCHUS
75-JIeTHET0 CpoKa OTPaHUYEHHMsSI TOCTYIAa Ha COJAEPKAILYIOCS B HUX MHGOPMALIHIO
O JMYHOM M CEMEWHOM TalHE IPaKJaHWHA, €T0 YACTHOM YKWU3HH, & TAKXKE CBEICHUS,
co3Jaroe yrpody Ui ero 0e30MacHOCTH, JOMYCKAaeTCsl TOJbKO IpHU
HEYKOCHUTEJIBHOM COOJIOJIEHUM YCIOBHMM Ha Joctyn K HuM (cMm. 1. 5.1
MeTonnueckux pekoMeHJaluii) — IpH YCIOBUHM 00€3JIMYMBaHMS MHPOPMALIMK WIIN
IIPU [OJIyYE€HUU OJTHO3HAYHOT'O MUCHbMEHHOI'O coryacus cyObekTa nH(popMaluu.

[Tocne ncreyeHns 3aKOHOJATENBHO YCTAHOBIIEHHOTO CPOKA OTPAaHUYEHHUS Ha
JNOCTYIl, JOKYMEHTbl [0 JIMYHOMY COCTaBy, XpaHAIIMECS IIOCTOSIHHO B
rOCyAapCTBEHHBIX, MYHHIMIAIBHBIX apXUBAaX, UCIOJIB3YIOTCS IIPU HCIOJHEHUU
IE€HEAJOTUYECKUX W PA3JIMYHBIX TEMATUYECKUX 3alpOCOB, MPEAOCTABISIOTCS
TOJIB30BATEIAM JUIS M3YYCHWS B UMTANbHBIA 3a apXWBa’ , MCIIOIB3YIOTCS IS
OpraHu3allid BBICTABOK, MOJATOTOBKH IyOJMKAIlMii apXUBHBIX JOKYMEHTOB, a
TaK)Ke MPOBEACHUS HH()OPMALIMOHHBIX MEPOTIPUATUI apXUBOM.

Ecnu apxuB WM MHOE JIMIIO 3aMHTEPECOBAHbI B TOM, YTOOBI UCIOJB30BaTh
T€ WIA UHBbIE JOKYMEHTHI 10 JIMYHOMY COCTaBY Ul pealin3alvy YKa3aHHBIX WA
VHBIX LEJEH 0 UCTEUEHUs 75-JIETHEr0 CpOKa OIPAHUMYEHHS Ha JIOCTYIl K HUM,
PEKOMEHAYETCS TMPEANPUHUMATh MEPBI MO YCTAHOBJIEHUIO B3aMMOJCHUCTBUS C
CyOBEeKTOM HH(pOPMALMK WIM C €ro HacleIHUKaMH, JOBEPEHHBIMU JIULAMH C
LIEJIBIO TIOJIYYEHHUsl Y HUX IMCbMEHHOI'O Pa3pelIeHUs] HAa OCYILECTBICHUE TOU WIIU
MHON (OpMBI KCIONBb30BaHUA (HampuMep, Ha SKCIOHMPOBAaHHE JOKYMEHTOB Ha

tepputopun Poccutickoit denepanun).

67
[Tonb30BaTeny MOTYT TaKKe W3ydaTh JOKYMEHTHI B IPOCMOTPOBBIX KOMHATaX, KOMHATax
OPOCITYIIMBaHUS (POHOAOKYMEHTOB WM (MPH OTCYTCTBUU  CHEIHAIBHO  BBIIEICHHOTO

MOMEIIeHUs ) B paboueil KOMHaTe apXuBa
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HPUJIOKEHUSA

BHYTPEHHA OIIUCH

JoxymenTtoB nena Ne

[Tpunoxenue 1.

Ne | PerucrpaninOHHBIN HHIEKC [Hara 3arojaoBoOK Homepa [Ipumeuanue
I JOKyMEHTa JOKyMEHTa JOKyMEHTa JUCTOB
Jena
1 2 3 4 5 6
Hroro

JIOKYMEHTOB

(tmpaMu ¥ IPOITUCHIO)

KonmuecTBo 1HcTOB BHYTpCHHCﬁ OITMCH

(mmpaMu 1 IPOTTUCHIO)

HaumeHoBaHue JOMKHOCTH
paboTHHKa [Tonmuce

Jara

Pacmudposka noanucu

@Dopma enympenneii onucu 00OKyMenmos oena
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®dopmar A4 (210 x 297 mm)




HanmenoBanue opranusanuu

YTBEPXJAIO

[Tpunoxenue 2.

@onp Ne PykoBoaurens opranuzanuu
OITUCDb Ne [Toanuce PacmmdpoBka
JIeJI 110 IMYHOMY COCTaBYy MOAINCU
Jara
3a roj
HazBanue paznena

N WNHupexe 3arojoBOK Jena Kpaiinue Cpok KomnuecrBo | [Ipumeuanus
n/n nena JlaThl XpaHeHUs JHUCTOB

1 2 3 4 5 6 7
B nanHbIi pa3nen onucu BHECEHO en. Xp.,

c Ne

(mdpamu ¥ IPOTTUCHIO)

o Ne , B TOM 4ucJie:
JIMTEPHBIE HOMEpA:
MPONYIIEHHbIE HOMEpA:
HanmeHnoBanue nomKHOCTH
COCTaBUTEIISI OUCHU IToamuce Pactumdposka noamnucu

HanmMeHnoBaHue nomKHOCTH

PYKOBOJIUTENS
apxuBa (U1,

OTBCTCTBCHHOI'O 3a apXI/IB)

COIJIACOBAHO

[Tporokon II9K (3K) opranuzamuu

oT Ne

Dopma onucu 00Kymenmoe oena
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Ilognuce

COI'JTACOBAHO
ITpoTokon DIIK

APXUBHOI'O YUPCIKICHUA

oT

Ne

Pacmm¢poBka noamnucu

®opmar A4 (210 x 297 mm)




HaumeHoBaHUE OpraHU3aium
CripaBo4HbIe JaHHbIE 00 OpTaHU3AINH
(mouToBHIi agpec, TenedoH,
tenedoH/daxc)

APXHUBHAS CITPABKA

Ne

(mara)
Ha Ne oT

Texkcr

OcHoBaHueE:

JIOJDKHOCTB PYKOBOJUTENS OpraHU3aIUN

(MM THOTO YIIOJTHOMOYEHHOTO MM JIUIIA) Ilonnuce
Ileuats

Hcnomuurenns

Tenedon

Dopma apxueHoll cnPagKu
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[Tpunoxenue 3.

Anpecar

Pacmm¢poBka noanucu
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