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TocypapcTBeHHOE 010/1:KeTHOE NPO(deccoHaIbHOE 00pa30BaTeIbHOE YUPeKIeHHEe
«CoJMKaMCKHii COIHAIBHO-TIearornyecknii Kosuteqx umenu A.Il. Pamenckoro»

Penmaxmus 01
1.Ha3naveHue u 00J1acTh NPUMeEHEHUsI

Hacrosimee Ilomoxxenune o6 apxue I'BIIOY «ConmkaMckuii colManbHO-TIEArOTHYECKUNA KOJI-
nemx umenn A.I1. Pamenckoro» (nanee — Ilonoxenue) pa3paboTaHo B IENAX PETYIMPOBAHUS OTHOIICHUH
B cepe opraHm3anuyd XpaHEHUsS, KOMIUICKTOBAHMS, Y4eTa M HCIOJIb30BaHUS JIOKYMEHTOB apXHWBHOTO
¢donna I'BIIOY «ConukaMckuii coManbHO-TIieAarornyeckuii koyemk nmenu A.I1. Pamenckoro» (manee
— Konnemk), a Takke OTHOIICHHH B chepe yIpaBIICHUs] apXUBHBIM JICJIOM B HHTEpecax TpaxaaH, ooie-

S

1.1.ean
Hacrosmee nonoxenue NpuMeHSIETCs BO BCEX CTPYKTYPHBIX nojapasaeneHusax Komiemka u Bxo-

CTBa U rOCyAapcCTBa.
1.2.061acTh NpUMeEHEHHS
IUT B TIEPEUYEHB JOKAIbHBIX HOPMATHUBHO-TIPABOBBIX AKTOB.
2.HopMaTHBHBIE CCHLIKH
®enepanbublii 3akoH ot 22.10.2004 N 125-03 "O6 apxuBHoM 1ene B Poccuiickoit deneparyn”
[Tpuxa3z Munkynetypsl PO ot 31.07.2007 N 1182 "O06 yrBepxaenuu [lepeunss THIOBBIX apXUB-
HBIX JOKYMEHTOB, 00pa3yroIIMXcsl B HAyYHO-TEXHUUECKON U MPOU3BOICTBEHHOM J1€ATENbHOCTH OpTraHu-
[Tpuka3 MunkynasTypsl Poccun ot 25.08.2010 N 558 "O6 yrBepxknenun "llepedns: THIIOBBIX

YIIPABJICHYCCKUX aPXHUBHbBIX JOKYMCHTOB, O6p33y10H_II/IXCH B ITponecce ACATCIIBHOCTU I'OCYAapCTBCHHBIX

3aluii, C yKa3aHueM CPOKOB XpaHeHus"

OpPraHoOB, OPraHOB MECTHOI'O CAaMOYIIPABJIEHUS U OPTaHU3alMM, C YKa3aHHEM CPOKOB XpaHEHUs"
"OcHoBHble IpaBuna paboTel apxuBoB opranuzanuil” (ogoopens! pemennem Komrernn Pocap-
3.0npenesienns, COKpameHus, a00peBUATYPHI

xuBa o1 06.02.2002)

apxue - CTPyKTYpHOE IOApa3J/IeJIeHUe KOJUIe/Xka, OCYLIECTBIISIONIEe XPaHEHNEe, KOMIUIEKTOBAHNUE,
TJICKTOBAHMSI, YU€Ta U HCIOJNB30BAHMS JOKYMEHTOB apXMBHOTO (DOHMA KOJUIeIXa U APYTUX apXUBHBIX

apxueHoe oeso - 3To COBOKYITHOCTb I[CI\/'ICTBI/II\/JI, HaITpaBJICHHBIX HA OPraHU3aluio XpaHCHUA, KOM-

3.1. Onpenesenus:
YUYET U UCIIOJIb30BAHUE aPXUBHBIX IOKYMEHTOB,
apXueHblil 0OKYMeHm — 3TO MaTepUANIbHBII HOCUTEIIb, TO €CTh BBIPAXXEHHBIN B Kakoi-11bo ¢popme
MaTepuaabHbli 00beKT (OyMa)KHBIN TOKYMEHT, 3JIEKTPOHHBIN JTOKYMEHT, 3a(pUKCHUPOBAaHHBIA Ha 3JIEK-
TPOHHOM HOcCHTeNE U T.I.). Ha 3TOoM MaTtepuaabHOM HOcHTENe JI0JKHA ObITh 3auKcupoBaHa HHPOpMa-

JIOKYMEHTOB,;
Xpanenue - obecrieueHHe COXPaHHOCTHU JOKYMEHTOB apxuBHoro ¢onaa Komnemxka u apyrux ap-

s
Komnjiekmoeéanue - YIOPAJOYCHHUC HAXOXKIACHUA JOKYMCHTOB ApXHUBHOI'O (I)OH,Z[a KOoJJIeaKa u

XUBHBIX IOKYMEHTOB B TIEPBOHAYAILHOM BHU/IE;
yuem - QuUKcaius, Kak MpaBUjio, B €IWHON cucTeMe (dMEKTPOHHOU U (Wiu) OyMakHON) HATWYHS

JPYTUX apXUBHBIX JTOKYMEHTOB B MECTE X XPAaHEHHS B 3aBUCUMOCTHU OT T€X UJIU UHBIX KPUTEPHEB;
TOTO WJIM UHOTO JOKYMeHTa apxuBHOTo ¢oHna Kosiemka u 1pyroro apXxuBHOTO IOKYMEHTa B ApXHUBHOM
UCnonb306anue - N3y4eHUE coJiepKalleiicss B TOKYMEHTE apXUBHOTO (OHJa KOJIIeaka U (W) B

donze;
JAPYroM apXUBHOM JIOKYMEHTE HH(OPMAIK U IPUMEHECHHUE €€ B TEX HJIH MHBIX IEJISX;


https://ru.wikipedia.org/wiki/%D0%A5%D1%80%D0%B0%D0%BD%D0%B5%D0%BD%D0%B8%D0%B5
https://ru.wikipedia.org/wiki/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82
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ungopmayua - cenenus (CooOUIECHUS, JaHHBIE) HE3aBUCUMO OT (POPMBI UX MpPE/CTaBICHUS. 3a-
¢bukcupoBana HHGOPMAITIS MOXKET OBITh JIFOOBIM JOCTYITHBIM U BO3MOXKHBIM CIIOCOOOM, HAIIPUMED, ITyTeM
€€ BOCIIPOU3BEACHHUS TP MOMOIIM KOMUPOBATbHO-TIEYATHBIX YCTPOUCTB, KOMIIBIOTEPHBIX CUCTEM, ITyTEM
3JIEKTPOHHOTO JOKYMEHT0000pOTa U T.11.;

OOKYMEHm no JTUYHOMY COCMAGy — NOKYMEHTHI, OTpaXKarollue TPYAOBbIE OTHOIICHUS PaOOTHHKA C
pabotonarenem (TpyaoOBOH AOTOBOp, MPUKa3 O MpueMe pabOTHUKA Ha padoOTy, MpHKa3 O MepeBoje pa-
OOTHHKA Ha JIPyrylo paboTy, MpuKa3 00 YBOJIBHEHUU C pabOThI, MUCbMEHHOE O0BICHEHHE PAaOOTHUKA TIO
(bakTy coBepIeHUs JUCIUILTUHAPHOTO MPOCTYIKA U T.11.);

apxuenulii JoHO TIpeACTaBIsET COOOM COBOKYIMHOCTh apXMBHBIX JIOKYMEHTOB, TO €CTh ONpe/e-
JICHHBIH COCTaB WJIM ONPEENICHHYIO CUCTEMY JOKYMEHTOB, KOTOPBIE UMEIOT MEX]Ty COOOH HCTOPHUECKYIO
WJIH JIOTHUYECKYIO CBSI3b. Takue TOKYMEHTHI JOJKHBI O0BEAUHSATH T€ WM HHbIE HCTOPUYECKHE COOBITHS, TO
€CTh OHM JOJDKHBI MOATBEPXKIATh JMOO OIpoBeprarh ()akT WX CBEPIICHHS, JTHOO TaKue JTOKYMCHTHI
JOJKHBI OBITh CBS3aHBI MEXKY CO0O0I B OIpeieJICHHON MOCIeI0BAaTEIbHOCTH C YY€TOM TOH nHpopmanuu,
KOTOpasi B HUX COJICPIKHUTCS.

ROCMOAHHOE XPaHeHue 00KYMEHn 06 - 3TO TaK Ha3bIBaeMoe OECCPOYHOE XpaHEHUE TIOKYMEHTOB, TO
ecTb 00ecIieYeHne WX COXPAaHHOCTH 0€3 YHHYTOKEHHUS HE3aBUCHMO OT MX BHEUIHETO COCTOSHUS, BOC-
TpeOOBAaHHOCTU U UHBIX (PAKTOPOB U KPUTEPUEB;

8pDeMeHHOe XPaHeHue apXueHbvlX 0OKYMEHM 06 - 00ECTICYeHHE COXPAaHHOCTH apXHBHBIX JOKYMEH-
TOB 0 MOMEHTa MX YHHUYTOXXEHHUS, TO €CTh COBEPILEHHUS COBOKYITHOCTU JIEHCTBUH, HANPABICHHBIX Ha
HEOOpaTHUMYIO YTpaTy W yJAJICHHE apXHBHBIX JOKYMEHTOB. DTOT MOMEHT JIOJDKEH OBITh YCTAHOBJICH B
HOPMATUBHBIX MIPABOBBIX aKTaX;

ynopaoouenue apxXueHvlX 0OKYMeHH06 - KOMIUIEKC padoT mo (OpMUPOBAHHUIO apXUBHBIX JIOKY-
MEHTOB B €MHHUIIBI XpaHeHUs (Jela), ONUCaHUI0 U 0(OPMIICHHUIO TaKUX €IUHUIl XpaHEHHUs (7el1) B COOT-
BETCTBHH C MTPABUJIAMH, YCTAHOBJIEHHBIMHU CIIEIIMATIBLHO YIIOJHOMOYEHHBIM [IpaBuTenscTBoM Poccuiickoi
Oenepannu henepanbHBIM OPraHOM UCIIOTHUTENBHOMN BIACTH;

énaoeney apxXueHvixX 00KyMeHmMOo8 - TOCYyJapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIPaBIICHHSI
60 opUInYecKoe WK (PU3HUECKOe JUI0, OCYIIECTBISIONINE BIAJCHHE W TMOJb30BAaHUE APXHUBHBIMU
JOKYMEHTAaMHU U PEATU3YIONINE TTOJTHOMOYHSI TI0 PACTIOPSHKCHHUIO MU B IpejieiaX, YCTAHOBJICHHBIX 3a-
KOHOM WJTH JIOTOBOPOM;

nob306amesnt APXUBHLIMU OOKYMEHmMAMU - TOCYJApCTBEHHBI OpraH, OpraH MECTHOTO CaMo-
ynpaBJieHus 100 IOpUANYECKOe WIH (PU3NYECKOe JTUI0, OOpaliaronrecs Ha 3aKOHHBIX OCHOBAHUAX K
ApPXUBHBIM JIOKYMEHTaM JIJIsI TTOJTyYEHUS ¥ HCIIOIb30BaHMSI HEOOX0IMMOM HH(pOpMAaIIHH.
3.2. Coxpamenust
I'.—rtonm;
Crp. — cTpanuna;
Crt. — cTaThs;

II. — myHKT;
Y. — gacTs;
[Ip. — mpouee;

Jorm. — mornoaHeHu s,

H3M. — nu3MeHeHus;

3.3. AGOpeBuarypa

P® — Poccuiickas @enepauns;

@3 — enepanbHbIi 3aK0H;

CMK - cucrema MEHEIKMEHTa KaueCTBa,
O]1 — 3NIeKTPOHHBIN TIOKYMEHT;
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b/l — 6a3a maHHBIX;

OIIK — 3kcnepTHO-IPOBEPOUHAsi KOMUCCHS;

J3H — 1o 3aMeHbI HOBBIMU,

JIMH — 1o MuHOBaHUsI HaJOOHOCTH;

JIOY — moxymMeHTaIlmOHHOE 00eCTIEYCHUE YITPABICHUS KOJIJICIKEM.

4.1.

4.001mue 1noJ10KeHu
Hokymentsl ApxuBHoro (onma Poccuiickoit denepannu, OTHECEHHBIE K TOCYIapCTBEHHOMN

COOCTBEHHOCTH, J10 IIepejaud Ha IOCTOSHHOE XpaHEHHE, BPEMEHHO, B IIPEJiesiaX CPOKOB, YCTAHOBICHHBIX
®enepanbHOil apxuBHOU cityx00i11 Poccun, xpansresa B Komnemxke.
4.2. OCHOBHBIMH 33Jla4yaMM apXUBa KOJUIEIDKA SIBIISIOTCA:

KOMIUIEKTOBAHHUE apXMBa JOKYMEHTaMM, COCTaB KOTOPBIX MPEAYCMOTPEH IMOJIOKEHUEM 00
apXHuBe;

y4eT U o0ecrneyeHne COXPaHHOCTH JOKYMEHTOB;

CO3/1aHHE HAay4YHO-CIIPAaBOYHOIO almapara K JOKyMEHTaM apXuBa;

WCII0JIb30BaHUE XPAHSAIINXCS B ApXUBE IOKYMEHTOB;

MOJATOTOBKA M Tepeiada AOKYMEHTOB, OTHOCAUIMXCS K ApxuBHOMY Qonay Poccuiickoit
®enepanyiy, Ha MOCTOSHHOE XPaHEHHE B COOTBETCTBUU CO CPOKaMHU U TpeOOBAHMSIMH, yC-
TaHOBJIeHHbIMU DenepanbHON apxXuBHOM ciy:kO0oi Poccun m opranamu ynpasjieHus ap-
XUBHBIM Jies1oM [lepmckoro kpast.

43.B HEJIAX BBIIIOJIHECHUS OCHOBHBIX 3aa4 apXHB OCYIICCTBIIACT CICAYIOIIUC Q)YHKHI/II/IZ

BCACT CIHMCKH CTPYKTYPHBIX HOI[pa?;I[eJ'IeHI/II\/JI KoJiedKa - HMCTOYHHKOB KOMIIJIICKTOBAHUA
apXHBa;

NPUHUMAET YHOPSIOYCHHBIE TOKYMEHTBI CTPYKTYPHBIX MTOJIpa3IeICHUI KOJIeIKa;
YYHUTBHIBAET U 00ECIICUNBACT COXPAHHOCTH MPUHSATHIX B aPXHUB JJOKYMEHTOB;

opraHmzyer HMH(GOPMAMOHHOE OOCITY)XMBaHHE AWPEKTOpa KOJUIE/Ka M PYKOBOJHUTENEH
CTPYKTYPHBIX IIO/Ipa3/ieJIeHHH KOJUIEIKa, OCYIIECTBIISICT MCIIOJIB30BAaHUE JOKYMEHTOB IO
3arpocam OpFaHI/ISaIH/Iﬁ N YaCTHBIX JIMI, B TOM YHCJIC COIHAJILHO-IIPABOBBIM 3alipocamM
TpakaaH, BEJET yU4eT U aHaJH3 UCIIOIb30BaHNUS;

MPOBOAUT SKCIIEPTHU3Y HECHHOCTH U OCYHICCTBIACT KOMILJICKC OPraHU3allMOHHBIX U MCTOAH-
YECKMX MEPOINPHUATHI 10 IIepeiade JOKYMEHTOB Ha IIOCTOSTHHOE XPaHEHUE;

OCYIIECTBIISICT MPOBEPKY MPABHIBHOCTH (POPMUPOBAHUS U OPOPMIICHUS JIeTT B CTPYKTYPHBIX
HO/IPA3IETCHUSX KOJUIEIKA;

OpraHmsyer paboTy IO COCTaBICHHIO HOMEHKJIATYPHI JIeN KOJUIeIKA,

HOJJICPKUBAET B aKTYaJIbHOM COCTOSIHUM HOMEHKJIATYPY €7 B KOJUICIKE;

OKa3bIBa€T METOJMWYECKYI0 M MPAKTHYECKYIO MOMOIIb CTPYKTYPHBIM IIO/Ipa3/ICICHHUSIM B
paboTe ¢ TOKyMEHTaMu;

y4acTBYET B pa3pabOTKe HOPMATHUBHBIX U METOJAMYECKUX TOKYMEHTOB 110 ApXUBHOMY JIENTY U
JTOKYMEHTallHOHHOMY O00ECIICYCHHIO YIPABICHHUS KOJIICIKEM;

4.4. ApxuB KOJUIeIKa OCYILIECTBISIET MPHUEM JJIEKTPOHHBIX MTOKyMeHTOB (D]I), obecrneunBaroT ux
COXPAaHHOCTh, Y4€T, OTOOp U HCIIONb30BaHHUE, a TaKXe MOATOTOBKY M Iepefadyy Ha rocydapCTBEHHOE
xpanenue. Ha xpanenue nepenarotcst 31 B cocTaBe POHIOB KOIIJIESIKA.

Bce onepanuu, ocymectBisgemsie ¢ O[] mpu nepegaye Ha apXUBHOE XpaHEHHE M B MPOIECCE Xpa-
HeHus (Tepe3anych, KOHBEPTUPOBAHUE B HOBBIE (hOPMATHI, C3KATHE U JIP.), AJOJKHBI OBITH TOKYMEHTHUPO-
BaHBI JJII 00ECTIEUeHHS ayTeHTUYHOCTH D /1.
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5. IIpaBa apxuBa

J1Jist BEIIOJTHEHUST OCHOBHBIX 33124 M (PYHKIIMIA apXUB KOJUIE[KAa UMEET TPaBo:
e TpeboBaTh OT CTPYKTYPHBIX MOJIpa3AesieHNIl CBOEBPEMEHHOI Iepeiauu B apXUB JOKYMEHTOB
B YIIOPSJIOYEHHOM COCTOSIHUU;
e KOHTPOJUPOBATh IpaBUiia padOTHl C JOKYMEHTAMH B CTPYKTYPHBIX MOJpPA3AEICHUSIX KO-
Jenxa,
e 3ampammBaTh OT CTPYKTYPHBIX MOJpa3aeieHuil HeoOXoauMble AJisi paboThl apXuBa CBeJe-
HUS,

6. OTBEeTCTBEHHOCTH APXHBAa

ApXHB COBMECTHO C PYKOBOAMTEINIEM KOJIJIEPKa HECET OTBETCTBEHHOCTb 3a:
® HecoOJI0JIeHUE YCIOBUN 00€CIeYeHUsI COXPAaHHOCTH IOKYMEHTOB;
® yTpaTy M HECAaHKIIHOHHUPOBAHHOE YHUYTOKECHUE JJOKYMEHTOB;
e HapylIeHHE NPABIJI HCIIOIb30BAHMUS JOKYMEHTOB M JJOCTYIIA MOJIb30BaTeIeH K JOKyMEHTaM,
YCTaHOBJICHHBIX 3aKOHOJATEIICTBOM.

7.CocTaB JOKYyMEHTOB apXHBa KOJLIEIKA

7.1. B apxuB nocTynaror:

1) 3aKOHYCHHBIC JEIOMPOU3BOJICTBOM JOKYMEHTHI MIOCTOSTHHOTO XPaHECHHUs, 00pa30BaBIIUeCs B
NesTeTbHOCTH CTPYKTYPHBIX NOJpa3/IeIeHu, TOKYMEeHThI BpeMeHHOTo (cBblie 10 j1eT) cpoka XpaHeHus,
OIEPATUBHOTO (70 5 JeT) XpaHEeHUs HEOOXOUMBbIE B MIPAKTHUYECKON JIEATETbHOCTH, TOKYMEHTHI 110 JINY-
HOMY COCTaBY;

2) JIOKYMEHTBI OCTOSIHHOTO XPaHEHHs M IO JIMYHOMY COCTaBY YUPEXKICHHUI- MPEIIIeCTBCHHH-
KOB;

3) MOKYMEHTHI TIOCTOSIHHOTO XPaHEHHsI U TI0 JINYHOMY COCTaBY JIMKBUAUPOBAHHBIX YUPEKICHHH,
HENOCPEACTBEHHO MOJYMHEHHBIX KOJIEIKY;

4) ciyxeOHbIC 1 BEJIOMCTBECHHBIC U3/IaHMS;

5) Hay4HO-CIPAaBOYHBIN anmapar K JOKyMEHTaM apXHuBa.

7.2. CnaBaemble MaTepHalbl JOJDKHBI OBITH CUCTEMATU3UPOBAHBI, MOAIIUTHI HAa 4 MPOKoJa B
TBEPAYIO OOJOXKKY U3 KapTOHA, WM MEperieTeHbl B TOMA, IPOHYMEPOBAHbI U CKPEIJIEHbI 3aBepsIOLIei
nojanuchio. ChopMUPOBaHHOE JIEJI0 HE JIOJKHO MpeBbImaTh 250 JMCTOB, MpHU TOJIIMHE jAeia He Oonee 4
CM.

7.3. JIuunble Aena CTyJEHTOB M PaOOTHUKOB KOJUIEIKA CHAFOTCS MOAIIUTBIMUA B OTHEIbHBIC
Manky Ha KakJIOro 4esioBeka, GOpMUPYIOTCS MO CBA3KaM B cTporo ajidaBuTHOM mnopsake. K kaxmoit
CBSI3KE NMPUJIOKEHA BHYTPEHHSS ONUCH. J[MIIJIOMHBIE MPOEKTHI CTYAEHTOB CHAIOTCS B apXUB IOCIE HUX
3aIUTHI 110 Y9eOHBIM rpymmnam, GopMupyroTcs 1mo kopookam. K kaxaoit KopoOke PUKIIa bIBACTCS OTHUCH.
Penien3uu 1 0T3bIBBI HA JUIJIOMHBIA MPOEKT U YEPTEKU BKIIAJBIBAIOTCA B MOSACHUTENbHbIE 3aTUCKU. J{o-
KYMEHTBI ONIEPAaTUBHOIO XPAaHEHUsl pacKia/bIBalOTCS MO rojam, He mojaumBaioTcs. Ha JoKyMeHTHI co-
CTaBJIEHA DJIEKTPOHHAsSI OIIUCH.

8. DkcnepTH3a HEHHOCTH JOKYMEHTOB
8.1. DkcnepTH3a HEHHOCTU JOKYMEHTOB - 3TO U3yY€HUE JOKYMEHTOB Ha OCHOBAHWU KPUTEPHUEB UX

LIEHHOCTH B LEJISX ONpPEAETICHHs CPOKOB XpaHEHUs JOKYMEHTOB M 0TOOpA UX HA MMOCTOSIHHOE XpaHEHHUE.
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8.2. OTHeceHne NOKYMEHTOB K cocTaBy ApxuBHoro ¢onna Poccuiickoit denepanuu oCymiecTBIs-
€TCsl 110 Pe3yIbTaTaM IKCIEPTU3bl LIECHHOCTH HA OCHOBAHWU NMPUHIUIIOB UCTOPU3MA, CUCTEMHOCTHU U I1€-
JIOCTHOCTH IIyTEM KOMIUIEKCHOTO NPHUMEHEHUS KPUTEPHUEB MPOMCXOXKIEHUS, COIEPKAHMs, BHEIIHUX
0CcOOEHHOCTEeH JOKYMEHTOB.

K xputepusM nporcxXoxIeHUs] OTHOCSATCS: POJIb U MECTO KOJUIE/PKA B cUcTeMe 00pa30BaHuUs ropoja
U Kpasi, 3HAaUUMOCTh BBITIOJIHAEMBIX UM (YHKUUH, 3HaUeHUE (PU3UUECKOTO JIMIA B KHU3HU KOJIEIKA U
o01ecTBa, BpeMsl 1 MECTO 00pa30BaHUs JOKYMEHTA.

K kputepusim coiepKaHus OTHOCSATCS: 3HAUUMOCTh COOBITHUS (SIBICHUS ), OTPAXKEHHOTO B IOKYMEHTE,
3Ha4YeHUEe MMeEIoUIelcs B TIOKyMeHTe UH(POpPMAaLUK, IOBTOPEeHUE HHPOPMALIUU TOKYMEHTa B APYIUX J10-
KyMEHTax, BUJ IOKyMEHTa, I0JUIMHHOCTb IOKyMEHTA.

K xpurepusM BHEIIHUX 0COOEHHOCTEH OTHOCATCA: (popMa (PUKCUPOBAHMS U IEpelaun COep KaHus,
YIIOCTOBEpEHUS, OPOPMIICHHS TOKYMEHTA, eT0 (PU3MYECKOe COCTOSTHUE.

ITpu oTHEceHUM NOKYMEHTOB K cocTaBy ApxuBHOro ¢gonaa Poccuiickoit @enepanuu yunTbIBaeTCs
(akTOp CTENEeHH MOTHOTHI M COXPAHHOCTHU (OHA.

8.3. DkcrnepTu3a EeHHOCTH JIOKYMEHTOB IIPOBOUTCS HA OCHOBE:

° JICHCTBYIOLIETO0 3aKOHOJATEIbCTBA M IMPABOBBIX akTOB Poccuiickoir denepanuu no ap-
XUBHOMY JI€J1y U JOKYMEHTAIlMOHHOMY OOECIIEUEHHUIO YIIPaBICHUS;

®  THUIOBBIX M BEJOMCTBEHHBIX IIEPEYHEN JOKYMEHTOB C yYKa3aHUEM CPOKOB HX XPaHEHHS,
TUIIOBBIX Y IPUMEPHBIX HOMEHKIIATYP ACII;

e  HOpPMaTMBHO-METOIMYECKHUX JOKyMeHTOB DenepanbHoil apxuBHOM city:k0bl Poccuu u op-
raHoB yIpaBJICHUs apXUBHBIM AesioM [lepMckoro kpas B 001acTu apXMBHOIO Jiena.

8.4. OT60p 21EKTPOHHBIX TOKYMEHTOB Ha apXMBHOE XPAHEHHUE OCYILIECTBISETCS B pe3yIbTaTe K-
nepTussl HeHHocTu D/, KoTopas MPOBOAUTCS SKCIIEPTHON KOMUCCHEN KOJUIeKa.

Ha nepBom stame skcneptussl D/ apxuB COBMECTHO C J€ONPOU3BOAUTENIEM UIIH CIIY:KOOH, OTBE-
yarome 3a (pyHKIMOHMpOBaHUE MH(OPMALMOHHBIX TEXHOJIOTUH B KOJUIEIKE, OINpENesseT NepeyeHb
CHCTEM, TEM M MPOEKTOB, JOKYMEHTBI KOTOPBIX MOT'YT UMETh IIEHHOCTh B COOTBETCTBHUHU C OOLIUMH KpH-
TEepUsIMH dKcTiepTu3bl. B paMkax nepeunst mpooautcs oto0op /] Ha MOCTOSHHOE U BPEMEHHOE XPAHEHUE;
[IEPEUEHb YTBEPKIAETCS IKCIIEPTHON KOMUCCUEN KOJIIEIKA.

Okcnepruza O/ mpoBOAUTCS SKCIEPTHON KOMUCCUEHN BO B3aUMOCBSA3H C JOKYMEHTAIMEH KOJIeaKa
Ha TPAJUIMOHHBIX HOCUTENAX (IPUMEHSETCS B KOMILJIEKCEe cHcTeMa OOIIMX U CHEeHaTbHBIX KPUTEPUEB:
3HAYUMOCTb, IMOJHOTA (3aBEPIICHHOCTb) JAOKYMEHTA; ayTEeHTUYHOCTh JIOKYMEHTa; OTCYTCTBHUE IYOJH-
pytouiei nHpopMaluy B TOKyMEHTaX, IPUHITHIX HA apXUBHOE XPaHEHUE).

[Tpu npueme DJ1 Ha XpaHEHUE B apXUB YUUTHIBAIOTCS (PAKTOPHI: OrpaHUuYeHus Ha npueM J/; 3a-
BEPLIEHHOCTh Mpolecca co3ganus DJ1; cTOMMOCTh BO3MOXKHOTO mnepeBoja DJ[ B apyroit ¢opmar mpu
MpHeMe B apXMB; HAIMYUE 3aKOHOAATENbHBIX aKTOB, MPEMATCTBYIOMUX Nepenade D/1; Hannune HeoOxo-
JMMOM COTIPOBOAUTENILHONW JIOKYMEHTAIMU; COOTBETCTBHE THIIA 3JIEKTPOHHOTO OOOPYIAOBAaHUS pas3iny-
HBIM peXuMaM XpaHeHus DJ1; 3aTparsl Ha oOecrieueHrne XpaHeHusl.

9. Opranu3anusi npoBeieHUs!
3KCIIepTI/I3bI HEHHOCTHU IIOKYMCHTOB

9.1. DkcnepTH3a MEHHOCTH JOKYMEHTOB B KOJIIEKE TIPOBOJIATCS:
® B JICJIONIPOM3BO/ICTBE - IIPU COCTABJICHUM HOMEHKIJIATYp Jell, B Ipolrecce GOpMHUPOBAHUS NI U
IIPY NTOATOTOBKE JIEJI K NI€peladye B ApXHUB;
® B apXMBE - B IIpOLECCe MOATOTOBKH K Mepeaye el Ha MOCTOSHHOE XpaHEeHHe.
9.2. Jlnst opraHM3anuu W TPOBeNEHHs] pabOThI MO AKCIEPTH3E LEHHOCTH AOKYMEHTOB, OTOOPY H
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MOATOTOBKE K Iepeaue Ha MOCTOSHHOE XpaHEeHHEe NTOKyMeHTOB ApxuBHoro (onna Poccuiickoii dene-
panuuy, BKJIIOYas YIPaBIEHYECKYIO, HAYYHO-TEXHHUYECKYIO, ayJAMOBH3YaJIbHYI0, MAIIMHOUYUTAEMYIO WU
JIPYTYIO JOKYMEHTAIMIO, 00Pa3yIOIIYIOCs B MPOIECCe NEATeIbHOCTH KOJIIEIKA, CO3/1aeTCs DKCIIepTHAs
komuccus (IK).

10. ITopsiiok MpoBeIeHUA IKCIEPTU3bI IEHHOCTH JOKYMEHTOB

10.1. DkcnepTu3a HEHHOCTH JOKYMEHTOB OCYILECTBIIETCS €XKEr0JHO CIIELUAINCTOM 110 ApXUBHOMY
Jeny KoJjleka MoJi METOANYECKHM PYKOBOJICTBOM apXHBa rOpoAa.

10.2. Ilpu npoBeneHUN 3KCNIEPTU3bI LIEHHOCTH JOKYMEHTOB B CTPYKTYPHBIX IIOJIPA3/IEIECHUAX OCY-
LIECTBIIAETCS OTOOP €I MOCTOSHHOTO U BpeMeHHoro (cBbliie 10 jeT) XpaHeHus! AJis Iepeiavl B apXuB;
0TOOP /€71 C BpEMEHHBIMU CPOKAMU XPAaHEHHUS, ITOJIEKAIUX XPAHEHHUIO B CTPYKTYPHBIX OJPA3/IEIEHUIX;
BBIJICJICHUE K YHUYTOXKEHHUIO JIEN 3a MPEAbIIYIIIE TOAbI, CPOKH XpaHEHHsI KOTOPBIX HCcTekIH. Ilpu sTom
OJTHOBPEMEHHO IPOBEPSAIOTCS KaueCTBO U MOJIHOTAa HOMEHKJIATYphl A€ KOJUIE/PKa, IPaBUILHOCTh OIpe-
JETICHHSI CPOKOB XPAHEHUS JIeII.

10.3. OT60p JOKYMEHTOB OCTOSIHHOTO U BpeMeHHOT 0 (cBblie 10 J1eT) XpaHeH!Us IPOBOJUTCS ITyTeM
MOJIMCTHOTO MpocMoTpa Aei. He gomyckaercst oTO0p JOKYMEHTOB JUIsl XpaHEHUS H YHUUTOXKEHUS TOIBKO
Ha OCHOBaHUHM 3arojIOBKOB JIeJl.

Hena ¢ ormetkoit "OIIK" moaBepraroTcsi MOJTUCTHOMY MPOCMOTPY € LETBIO OMPEACIICHUS U BbIE-
JICHUS U3 UX COCTaBa JJOKYMEHTOB, [TOIJIEKAILUX [TOCTOSIHHOMY XPaHEHHUIO.

Hena ¢ ormerkoit "OIIK", conepxariue JOKYMEHTHI MOCTOSIHHOTO XpaHEHHs, TOAJIeKaT rnepedop-
MHUpPOBaHMIO. BbIeneHHbIE U3 UX COCTaBa JOKYMEHTHI IIOCTOSHHOI'O XPaHEHMsI MPUCOEAUHSIOTCS K OJ-
HOPOJHBIM JIeIaM WM 0(hOPMIISIFOTCS B CAMOCTOSITENIbHBIE JIea.

Cpoku XpaHEHUs Jell, COJEpKAIUX OCTaBLIMECS JOKYMEHTBbl BPEMEHHOI'O XpaHEHHs, ONpeness-
IOTCS TI0 TIEPEYHIO JIOKYMEHTOB C YKa3aHHEM CPOKOB UX XPaHEHUs MITM 110 HOMEHKJIAType JeT KOJIJIeKa.

[ToamuBka BHOBb C(OPMHPOBAHHBIX JI€JI MPOU3BOJUTCS TOJIBKO IOCIIE 3aBEPIICHUS SKCIEPTU3bI
[IEHHOCTH JOKYMEHTOB.

10.4. ApxuB IpOBOJUT 3KCIIEPTU3Y IEHHOCTH IOKYMEHTOB IPH 0TOOPE X HA TOCTOSHHOE XpaHEHHE
M0JT METOJJMYECKUM PYKOBOJCTBOM COOTBETCTBYIOIIETO FOCYIAPCTBEHHOTO MM MYHHUITUIIAIBHOTO apXu-
Ba.

10.5. TloaroToBka 3JIEKTPOHHBIX TOKYMEHTOB K Iepeade B apXUB KOJUIEKA COCTOHT U3 CIEIyI0-
IIMX 3TaIoB:

e TmpoBepKa (PU3UYECKOTO COCTOSHHS MAIIMHHBIX HOCHUTENEH, MpeaHa3HAueHHBIX IS Tepe-
Jlauu B apXUB;
3anuchk D/ Ha MalIMHHBIE HOCUTENH;
IPOBEpPKa KayecTBa 3aMHCH;
onucanue D/;
NPOCTaBJICHUE apXUBHBIX MHU(POB HA €IUHUIIAX XpaHEHU (Ha (QyTasIpax) B COOTBETCTBHH C
apXMBHOM ONKCHIO (OMHUCSIMM) 3JEKTPOHHBIX JTOKYMEHTOB IOCTOSHHOT'O XPaHEHUS U TI0
JMYHOMY COCTaBY;

® [0JIrOTOBKAa KOMIUIEKTA COIPOBOJUTEIHHOMN IOKYMEHTALINH.

ConpoBoaurenbHas JoKyMeHTauus JJ1 10KHA OBITh 10CTaTOYHOHN JUIsl 00eCeuyeHHus UX COXpaH-
HOCTH W WCTIOJIb30BaHMs. B Hell oTpaxkaercs cieayromnias HHPOpMaIus: Ha3BaHWE JTOKYMEHTa, JaTa ero
CO3JIaHMsI, XapaKTepUCTHUKA COJIepKaHus (aHHOTALUs ), SIEKTPOHHBIN opmart, pu3ndeckas u JJorudeckas
cTpykTypa (st BJ1, caiitoB u T.11.), 00beM nokymenTa (a1 b/l Takke - KOJIMYeCcTBO 3anucent).
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11. Odopmienue pe3yabTaToB
IKCIEPTH3BI IEHHOCTH TOKYMEHTOB

11.1. Ilo pe3ynbTaTam SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB B KOJUIEI)KE COCTABIISIOTCA OMHUCH el
MOCTOSIHHOTO (Tpuioxkenue 1), Bpemennoro (cBeimie 10 yet) Xxpanenus (MPUIOKEHUE 2) U TIO TUYHOMY
cocTaBy (MpuiiokeHue 3), a TaKKe aKThl O BBIJCIICHUU K YHUUTOXKEHHUIO JIeN1, HE MOAJEKAIUX XPAHEHUIO
(npunoxxenue 4).

11.2. B apxuBe Koyuie/pka B 3aBUCUMOCTH OT cOCTaBa U o0Obema D/, OTHECEHHBIX K COCTaBy Ap-
xuBHOTO (poHaa Poccuiickoit @enepannu, COCTABISIOTCS OMUCH JIEKTPOHHBIX JOKYMEHTOB MTOCTOSTHHOTO
XpaHeHUs, ONUCH JIeJl MO JIMYHOMY COCTaBy (MpHiiokeHue 5). YIpaBieHUYecKas, Hay4HO-TeXHUYECKas
JOKYMEHTAIMs, OTAEIbHbIE KOMIUIEKCH /] BKIIIOUAIOTCS B CAMOCTOSITENIbHBIE OIIUCH.

[Topsimox odopmieHus 1 yTBepKAeHUs onuceil ycranosieH B [IpaBuiax paboThl apXMBOB OpraHU-
3aui.

11.3. OIIK apxXuBHOTO y4peKJIEHHUS TOpoja YTBEP>KIACT OMHUCH JeJI TOCTOSSHHOTO XpaHEHUs U CO-
TJIACOBBIBAET OMUCH JICJI 110 JIMYHOMY COCTaBY (BKJItouast onucu fei JJ1).

11.4. Vkazaunbie (1. 10.1) ommcu m akThl paccMaTpUBaKOTCs Ha 3aceaannu DK koiuiemka oHO-
BpemeHHo. Ono0penHbie DK akThl ¥ ONMUCH YTBEPXKIAIOTCS AUPEKTOPOM KOJUIEIKA TOJBKO TMOCTE YT-
BepkaeHus: DIIK apXuBHOTO yupek/IeHUs OMUCEHl JeNl MOCTOSHHOTO XPaHEHHS; MOCIe STOr0 KOJUIEIXK
HMMEET MPaBO YHUUTOXKATh JI€J1a, BKJIIFOUCHHBIC B JJAHHBIC aKTHI.

11.5. Jlena BKIIIOYAIOTCS B aKT, €CIIU MPEyCMOTPEHHBIN AJI1 HUX CPOK XpaHEHUs UCTEK K | sHBaps
roja, B KOTOpoM cocTabiisieTcsi akT. Hanpumep, 3aKkOHUEHHBIE Jie/la ¢ TPEXJIETHUM CPOKOM XpaHEHHS B
1991 r. MoryT OBITH BKJIFOUEHBI B aKT, KOTOPBIH OyaeT cocTaBieH He paHee | suBaps 1995 r.

AKT 0 BBIJICJICHUH K YHUUTOXKEHHUIO €N, HE MOAJIEKAIUX XPAaHEHHUIO, COCTABIISETCS Ha JIeJia BCEro
KoJulemka. Eciiu B akTe yKka3aHbl Jiefla HECKOJIbKHMX MOJIpa3/IelIeHUH, TO Ha3BaHUE KaXJA0ro Mmojapasene-
HUS yKa3bIBaeTcs IepeJl TPYNIOoN 3aroj0BKOB JIEd 3TOr0 MOApa3JieleHns. 3arojloBKU OJHOPOAHBIX Jell,
OTOOpaHHBIX K YHMUYTOKEHHUIO, BHOCSTCS B aKT MOJ OOIIMM 3aroJIOBKOM C yKa3aHHWEM KOJIMYECTBa Jied,
OTHECEHHBIX K JJAHHOM TPYTIIIE.

11.6. ApxuBHBIE yUpeKIEHUSI MPOBEPSIOT MPABUIBLHOCTh OTOOpPA JIEN1 HA TIOCTOSIHHOE XpaHEHUe U
IIpU HEOOXOJIMMOCTH UMEIOT MPaBO MOTPEOOBaTh BKIKOYUTH B OMKCH JI€JI IOCTOSTHHOTO XpaHEHUs Jiena,
O0TOOpaHHBIE HA BPEMEHHOE XPAaHEHHUE WM K YHUYTOXXECHHUIO.

11.7. Hdena, nojiexaiine YHUYTOXKEHHUIO, TIEpeaaloTcs Ha nepepaboTky (yruwmmsanumo). [lepenaua
nen ohopMIIsIeTCs MPUEMO-CIaTOYHON HaKIIaHOW, B KOTOPOH YKa3bIBAIOTCS /aTa Mepenadn, KOTHIeCTBO
C/1aBaE€MbIX JIeJI U BeC OyMaKHON MaKyJaTyphl.

[Torpy3ka 1 BbIBO3 Ha YTUIIU3ALMIO OCYILIECTBIISIOTCS O] KOHTPOJIEM COTPYAHHUKA, OTBETCTBEHHOI'O
3a o0ecreyeHrne COXpaHHOCTH JJOKYMEHTOB apXH1Ba.

12. HomeHKIaTypa aea

12.1. Homenknatypa Aen MpeacTaBiseT cO0OW CHCTEeMAaTU3MPOBAHHBINA MepedeHbh HAUMEHOBAHHIA
JIeT, 3aBOJUMBIX B JCJIOMPOU3BOCTBE KOJIJIEIKA, C YKa3aHUEM CPOKOB MX XPaHEHUs, 10 YCTAHOBICHHON
dopme.

12.2. ApxuB B HeJAX Ka4YeCTBEHHOTO KOMIUICKTOBAHHS JIOKYMEHTAMH apXHBHOTO (DOHIA KOHTPO-
JTUPYET U OKa3bIBa€T HEOOXOJUMYI0 METOJIMYECKYIO U MPAKTUYECKYIO MOMOIIb CIyk0e TOKyMEeHTallu-
OHHOTO OOEeCTeYeHHs yNpaBlIeHUs B COCTABICHUH HOMEHKIIATYpHI jiesl. OTBETCTBEHHOCTh 3a €€ COCTaB-
JIEHUE BO3JIaraeTcs Ha CIyKO0y TOKyMEHTAIlMOHHOTO 00eCreYeHUs KOJUIekKa.

12.3. Homenkmarypa Jei sSBISETCS OCHOBOH IS COCTABJICHUS OIMCEH Jied IMOCTOSHHOTO M Bpe-
MeHHOTO (cBbIiIe 10 71eT) XpaHeH!s U OCHOBHBIM YUETHBIM JOKYMEHTOM B JICTIOTIPOU3BOJICTBE, B ApXUBE
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KOJIJIE/KA UCIIOJNIb3YeTC sl IS ydeTa Jiesl BpeMeHHOro (10 10 JieT BKIIOYUTENBHO) XpaHEHUS.
3akperieHHas B HOMEHKJIATYpe CXeMa CUCTEMATH3aIH JIe]l MOKET OBITh MCIIOIb30BaHA TIPH pa3-
paboTKe CXeMbI KapTOTEKU Ha HCIIOJHEHHBIE TOKYMEHTHI.

12.4. Pa3nuyaroTcss TpW BUJA HOMEHKIJIATYp JIeJ]: TUIOBAs, NMpUMEpHas U WHIUBUAYAIbHAs HO-
MEHKJIATYpPhl JeJl KOHKPETHON OpraHu3aIliHy.

TumnoBass HOMEHKJIATypa JeJl YCTaHaBIUBAECT COCTAB JEJ, 3aBOAUMBIX B JEJIONPOU3BOJCTBE OIHO-
TUITHBIX OPTaHU3ALIHM, U SBJISIETCS HOPMAaTUBHBIM JIOKYMEHTOM.

[IpumepHass HOMEHKIAaTypa Jel YCTaHABJIMBAET MPUMEPHBIN COCTaB JIeJl, 3aBOJAMMBIX B JEJIOIPO-
W3BOJICTBE OpPraHMU3allNii, Ha KOTOpPhIE OHA PACIPOCTPAHSETCS, C YKa3aHUEM HUX MHACKCOB, U HOCHUT pe-
KOMEHIATEIbHbBIA XapaKTep.

12.5. TunoBble ¥ MPUMEpPHBbIE HOMEHKJIATYPHI €I UCIONb3YIOTCS AJI COCTABJICHHS WHIUBUyallb-
HOW HOMEHKJIATyphbI JIE]I.

B HOMeHKmaTypy nen KoJUlemXa M3 THIIOBOM WU MPUMEPHONW HOMEHKIATYPHI JeNl MEPEeHOCITCS
MPEAYCMOTPEHHBIE UMU 3arOoJIOBKH JIEJI, KOTOPBIE MPEIO0JIaraeTcsi 3aBECTH B JIETOMPOU3BOJICTBE KOJI-
JIe/1Ka, KOHKPETU3UPOBAHHBIE C YIETOM €T0 CIIeHU(UKY.

Cpoku XpaHeHHsl Jel1, IPEeyCMOTPEHHbIE TUIIOBOW WJIM TPUMEPHONM HOMEHKJIATYPOU Je, IEPEeHO-
CSTCS B MH/IMBU/IyaJIbHYI0 HOMEHKIIATYpy Aell 6e3 U3MEHEHUH.

12.6. Homenknatypa nen kojuiemka (CBoaHast) (IpHUiIokeHUe 7) COCTABIISICTCS 1O YCTAHOBIICHHOM
(dbopMe Ha OCHOBAaHUU HOMEHKIIATYp JIe CTPYKTYPHBIX MO/Ipa3/iesieHnui, pa3paboTaHHbBIX 110 aHAJIOTHYHOM
dbopme (puiioxkeHue §), COTITACOBAHHBIX UMHU C apXHBOM W TIOJITMCAHHBIX PYKOBOAMTEISIMHU ITHX TI0]I-
pasacieHui.

Howmenknarypa nen kostemka odpopmirsercs: Ha o0mieM OJaHKe KOJUIemKa.

Homenknarypa nen koJuieka BUSHPYETCs PyKOBOJUTENIEM apXUBa UITU JIUIIOM, OTBETCTBEHHBIM 32
apXuB, MOJITUCHIBAETCS PYKOBOJUTENEM CIY>KOBI HJIM JIUIIOM, OTBETCTBEHHBIM 32 JOKYMEHTAI[MOHHOE
obecrnieueHue ympaBieHus, U nocie ogodpenus DK komnemxka HampamisieTcss Ha cornacoBanue ¢ OIIK
COOTBETCTBYIOIIETO APXUBHOTO YUPEKICHUS, TTOCIIC YETO YTBEPKIAETCS TUPEKTOPOM KOJIIEKA.

[Tocne yTBep:kJIeHHS HOMEHKIATYPHI JIed KOJJIeKa CTPYKTYpPHBIE MOAPA3ICICHUS MMOTY4al0T BbI-
MHUCKU COOTBETCTBYIOIIUX €€ Pa3esIOB ISl UCIIOJIb30BaHUs B paboTe.

Homenknatypa fen Koijemka Ha MPEACTOSIIMNA KaJeHJApHBINH TOJl COCTaBISETCS B IMOCIETHEM
KBapTaJie TEKYIIETo roja.

CornacoBaHHasl ¢ apXHMBHBIM YUpeKIeHHEM HOMEHKIIATypa JIe] B KOHIIE KaXKJ0ro rojia yTOuHseTCs,
YTBEPKIACTCSI TUPEKTOPOM KOJUIEIAa U BBOJUTCS B JIEUCTBHE C | SHBaps CIEIYIONIETO KaJICHIaApPHOTO
roja.

HomeHnkiatypa fen corjaacoBbIBacTCSl ¢ apXUBHBIM YUPEXKJICHUEM HE pexe OJHOTro pas3a B 5 jeT. B
cllydae KOPEHHOTO U3MEHEeHUsl (PYHKIIUHI U CTPYKTYPHI KOJUIEAKa pa3padaTeiBaeTCs HOBasi HOMEHKIIATypa
bS8

12.7. HomeHkmatypa Ael COCTaBisieTcs Ha OCHOBE U3YYEHHUS COCTaBa M COJIEPIKaHUS JTOKYMEHTOB,
00pa3yromuxcs B ISATETLHOCTH KOJUIEKA.

[Tpu cocTaBneHNN HOMEHKIIATYPHI 1€ CIEyeT PyKOBOJCTBOBATHCS YCTaBOM, MOJIOKEHUSIMHU O €T0
CTPYKTYPHBIX TIOJIpa3/IeJICHUSX, ITATHBIM paclucaHueM, HOMEHKJIATYPOU e KOJUIeIKa 3a MPOIIUIBII
TOJl, OTIMCSIMU JIETT TIOCTOSIHHOTO ¥ BpeMeHHOoro (cBbite 10 JeT) XpaHeHHsl, perucTpalliOHHBIME (hopMaMH,
BEJIOMCTBEHHBIMH M TUTIOBBIMHU TIEPEYHSIMU JIOKYMEHTOB C YKa3aHHUEM CPOKOB MX XPaHCHHSI, THIIOBBIMU U
MPUMEPHBIMA HOMEHKJIATYPaMHU JIE.

12.8. B HOMEHKIIaType JIel MPeyCMaTPUBAIOTCS 3aroJIOBKH JICN JIJISl TPYIITHPOBKHA JTOKYMEHTOB,
OTpa)karoIre BCe TOKYMEHTHUPYEMbIE YYACTKU M BOIIPOCHI IEATEIHHOCTH KOJIIEIKA.

B HOMEHKIaTypy e KOJUIe Ka BKIIOUAIOTCS JIeJia BPEMEHHO JIEHCTBYIONINX OPTaHOB, JOKYMEHTHI
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KOTOPBIX CITyXaT IPaBOBBIM OCHOBAHUEM JIJIs TOJITBEPKICHUS ITOJIHOMOYH KOJUIEKa WU TPEeKpaIleHus
€ro JeATeIbHOCTU (HampuMep, Jella JUKBUIAMOHHON KOMHCCUM KOJUIeKa BKJIKOYAOTCSI B HOMEHKJIA-
TYpY J1eJ1 JIMKBUAUPYEMOTO KOJIICIKA).

OcHOBOH 17151 OIPENENIEHNs] CTPYKTYPbl HOMEHKJIATYpPBI JIEJT SIBJISIETCSA CTPYKTypa (IITaTHOE pacIu-
caHue) KoJjuieka. Paznenamu, nmoapasaenaMu U APYyruMu JeJIEHUSIMUA HOMEHKJIATYpPbI JeJT SIBISIFOTCS Ha-
3BaHUs MOAPA3ACICHUN (HampuMep: CiIy)k0a TeOpeTUYecKOro oOydeHUs, CiIy)kOa MpakTUYecKoro ooy-
YEeHUSs, CITYKOY BOCIIUTAaHUSI, OyXraiaTepus, ciyk0a HaydHO-METOMYECKOT0 00eCIeYeHUs 1 T.11.).

12.9. I'pacdbl HOMEHKIATYPHI JIENT KOJUIEKA, €T0 CTPYKTYPHBIX TOJpa3AeIeHUN 3amMOIHIIOTCS Cle-
JTYIOIIMM 00pa3oMm.

B rpade | HOMeHKIATyphI A€T MPOCTABISAIOTCS MUHICKCH KaXKIOTO JieNia, BKIIIOYEHHOTO B HOMEHK-
natypy. Haekc nena cocTouT U3 yCTaHOBJICHHOTO B KOJUIEAKa U(PPOBOro 0003HAUYEHUS CTPYKTYPHOTO
[0/Ipa3/IeJIEHUs U OPSAIKOBOrO HOMEpA 3aroJioBKa Jiejia 10 HOMEHKJIAType JeJ1 B IIpefiesiaX CTPYKTYPHOTO
noapazaenenus. Muaaekcel aen odo3navarores apadckumu nudpamu. Hanpumep: 02-03, roe 02 - uaaeke
CTPYKTYpHOT0 nozpasjeneHus, 03 - nopsaKoBblii HOMEp 3arojoBKa Jiejia 10 HOMEHKJIAType JIe.

B HOMeHKIaType N1e1 peKOMEHIyeTCS COXPaHSTh OJWHAKOBBIE WHAECKCHI JJISi OJHOPOIHBIX e
Pa3HbIX CTPYKTYPHBIX NOJpa3AeaeHUI (HalpaBIeHU 1eITEIbHOCTH).

[Tpumep: "[Ipuka3zbr mo ocHoBHOM aestenpHOocTH" (02-03, 03-03, 04-03 1 1.1.).

B rpady 2 HomMeHKnaTypbl 1€ BKIOYAOTCs 3ar0JI0BKH 1€ (TOMOB, 4acTel ).

[Topsimok pacroyioKeHUs 3arojIOBKOB el BHYTPU PAa3/AeioB M IMOAPA3JEIOB HOMEHKIATYPHI JIEN
OIIpE/EISAETCS CTENEHBIO BAXKHOCTH JOKYMEHTOB, COCTABJISIIOIINX JI€1a, U UX B3aHMOCBS3bIO.

BHayane pacnonararotcst 3arojOBKU €, COAEPIKAIUX OPTaHU3AIlMOHHO-PACTIOPSAUTENBHYIO J0-
KyMeHTauuo. [Ipy 3ToM 3aroioBku 1€, coAepkKaliux MOCTAHOBICHUS U MPUKA3bl BBIIIECTOSIINX Opra-
HU3aLKH, PAacIoaraloTcs Nepe]l 3aroJIoOBKaMu JIENl ¢ NpUKa3aMHu pyKOBOIUTEN Koiulemka. [lamee pac-
T10JIaratoTCsl 3ar0JIOBKH 1€, COJIEPKalUX MIJIAHOBBIE U OTYETHBIE JOKYMEHTHI.

3aroJj0BKM i€, 3aBe/IEHHBIX 10 reorpaguueckoMy U MO KOPPECHOHIEHTCKOMY MpHU3HAaKaM, BHO-
CSITCSl B HOMEHKJIATYpy JeJ1 1o angaBUTy reorpaguueckux Ha3BaHUM WM KOPPECTIOHIEHTOB.

3aroJ0BOK Jieja JODKEH YeTKO U B 000011eHHON (hopMe 0TpakaTh OCHOBHOE COJIEp’KaHHE U COCTaB
JIOKYMEHTOB JiejIa.

He nomyckaercst ynorpe6iieHue B 3ar0JIOBKE Jlella HEKOHKPETHBIX (GOopMyIHpoBOK ("'pa3Hble MaTe-
puainbl", "ob1as nepenucka’ v T.11.), a TAK)KE BBOJHBIX CJIOB U CJIO’KHBIX CHHTAKCUYECKUX 00OPOTOB.

3aroJ0BKHM Jiell MOTYT YTOUYHATBHCS B Mpoliecce GopMupoBaHust U opopmieHus aed.

CocTaB 3J€MEHTOB 3arojoBKa JIeNa, paclojiaraéMblX B IMPHUHSITON IOCIEN0BATEIbHOCTH, OIpeie-
JIIETCS XapaKTEPOM JIOKYMEHTOB JIEJa.

B 3aronoBkax nen, copepikauiux JOKYMEHTHI 10 OJIHOMY BOIIPOCY, HO HE CBSI3aHHBIX IOCJIEJIOBa-
TEJNBHOCTBIO JIENIONPOU3BOCTBA, B KAUECTBE BU/IA Jefla YHOTpeOIsIeTcss TEepMHUH "TOKYMEHTHI'", a B KOHIIE
3arojioBKa B CKOOKax yKa3bIBalOTCS OCHOBHBIE PA3HOBUIHOCTU JOKYMEHTOB, KOTOpPBIE JOJKHBI ObITH B
nene.

[Tpumep: "JIoKyMEHTBI O IPOBEECHUN HAYYHBIX KOH(MEPEHIINI U ceMUHApOB (IUIaHbI, CIIUCKH, T0K-
nazer)".

TepMuH "HOKyMEHTBI" MPUMEHSIETCSA TAKKE€ B 3ar0JIOBKaX J€J, COJACPKAIUX JOKYMEHTHI - MPHUIIO-
KEHHUS K KaKOMY-JIHOO TOKYMEHTY.

[Tpumep: "JIoKyMEHTHI K IPOTOKOJIAM 3ace/laHusl eAarornyeckoro copera’.

3aroyIoBKHU JI€J [0 BOIPOCAaM, HE PAa3pELIEHHBIM B TEYEHNUE OJHOIO T0/1a, SIBISIOTCS "TIEpEXOAIIH-
MU" ¥ BHOCSITCSI B HOMEHKJIATYpPY JeJ1 KOJUIEDKa CIIEeIYIOIIETo rojia ¢ TEM e UHJIEKCOM.

Ecnu neno Oyaer cocTosTh U3 HECKOJIBKUX TOMOB MJIM YacTel, TO COCTABIsETCA OOLIUIT 3ar0I0BOK
7iena, a 3aTeM IpU HeoOXOJMMOCTH COCTABJISIOTCS 3ar0JOBKH KaXK/I0TO ToMa (4acTH), YTOUHSIOLIUE CO-
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JiepKaHue 3aroJioBKa Jena.

B rpade 3 HOMEeHKIIATypBI 1€ YKa3bIBAETCS KOJIMUYECTBO J1eN (TOMOB, yacTeil). OHa 3anoIHsIEeTCs 110
OKOHYaHUM KaJICHJAPHOTO TO/a.

B rpade 4 yka3piBaroTcsi CpOK XpaHEHHS Jejia, HOMEpa CTaTeil Mo MepevHto (TUIIOBOMY, BEIOMCT-
BEHHOMY), a [IPH €r0 OTCYTCTBUH - [10 TUIIOBOM UJIM MPUMEPHON HOMEHKJIAType M.

[Tpu BKIIOYEHMM B HOMEHKJIATYPY 3arojIOBKOB, JOKYMEHTOB, CPOK XpaHEHMsI KOTOPBIX HE MpEay-
CMOTpPEH THUIIOBBIM WJIM BEJJOMCTBEHHBIM MEPEUHSIMU JOKYMEHTOB, CPOK MX XPAHEHMs YCTaHABIUBACTCS
OIIK cooTBETCTBYIOLIETO APXUBHOTO YUPEXKAEHUS 10 MIPEICTABICHHUIO apX1Ba KOJIJIEIKA.

B rpade 5 "llpumeuanue" B TeUeHHE BCETO CpPOKa JIEHCTBHS HOMEHKIIATYPHI MPOCTABIISIIOTCS OT-
METKHU O 3aBEJICHUU JIEN, O NEPEXOAAILIUX JelIaX, O BbIICICHUH J€Jl K YHUUTOXKEHHUIO, O IIepeiade Jell B
JPYTYIO OpTaHU3AIUIO0 I TPOJOHKEHUS U JP.

12.10. Ilo OKOHYAaHWHU AETONMPOU3BOACTBEHHOIO r'ojla B KOHIIE HOMEHKJIATYpPHI JEN 3aMeHseTCs
UTOrOBas 3allKCh O KOJIMYECTBE 3aBEJCHHBIX el (TOMOB), OTACIBHO MOCTOSHHOTO M BPEMEHHOTO Xpa-
HeHus. CBeleHus, cofepKalluecs B UTOrOBOM 3allMCH HOMEHKJIATYpbl A€l KOJule[ka, B 0053aTelIbHOM
MOPSAJIKE COOOIIAIOTCS apXUBHOMY YUPEXKICHUIO, O YeM B HOMEHKJIAType JeJ1 IPOCTABISIETCS OTMETKA C
yKa3aHUEM J0JDKHOCTH JIMIA, CACTIABIIEr0 OTMETKY, H PACIIH(POBKHU €T0 MOIHCH.

13. ITopsinok ¢popMupoBaHus e B KOJLIeTKA

13.1. ®opmupoBaHUEM /i€ HA3BIBACTCS TPYNIUPOBKA MCIOTHEHHBIX JOKYMEHTOB B Jiejla B COOT-
BETCTBUU C HOMEHKJIATYpOH /€.

B neno nomemaroTcs AOKYMEHTBI, KOTOPbIE 110 CBOEMY COJIEP’KaHUIO COOTBETCTBYIOT 3arojIOBKY
7ier1a, TPy 3TOM 3alpellaeTcs IpyNupoBaTh B J1€1a YEPHOBBIE U 1YOJIETHBIE SK3EMIUIAPbI JOKYMEHTOB (32
UCKITIOYEHHEM 0CO00 LIEHHBIX), a TAKXKE JTOKYMEHTBHI, OJIeXkKalllie BO3BpaTy.

13.2. dopmupoBaHue /1€ BeIETCs 0/ HEMOCPEICTBEHHBIM METOIMYECKUM PYKOBOJICTBOM apXHBa
KOJUIEIKA, a P HEOOXOAMMOCTH - U COOTBETCTBYIOILIETO TOCYIapCTBEHHOI'O apXHUBa.

13.3. IIpu popmupoBanuu aea HeOOXOAMMO COOIIOAATE CIEAYIOIINE OCHOBHbBIE TPEOOBAaHUS:

JIOKYMEHTBI IOCTOSIHHOTO ¥ BPEMEHHOT'0 XpaHEeHUs He00X0IMMO IPYIIIUPOBATh B OTJENIbHBIC JIE1a;

BKJIIOUYATh B JIEJIO IO OJHOMY JK3EMIUIPY KaKJ0r0 TOKYMEHTA;

IrpYNIUpPOBaTh B JEJI0 JOKYMEHTHI OJTHOTO KaJleHAAPHOTO I0Jia; UCKIIOYEHHE COCTAaBISIOT: Iepe-
XOISIIIUE JIe1a; IMYHbIE Jesa, KOTOpble (GOPMUPYIOTCS B TEUEHHE BCETO MepHoAa paboThl JAHHOTO JIMLA B
KOJUIEJKE; JOKYMEHThI BEIOOPHBIX OPraHOB M UX MOCTOSHHBIX KOMHUCCUM; JOKYMEHTBI KOJIJIE/IXKa, KOTO-
pble GOpMUPYIOTCS 32 YUeOHBIN roJl | Jp.;

JIeTI0 TOJDKHO coJiepkath He Oosiee 250 TUCTOB, MPHU TONIIKUHE HE OoJiee 4 cM.

13.4. BayTpu aena TOKYMEHTHI JOJDKHBI OBITH PACIIONIOKEHBI TaK, YTOOBI OHH IO CBOEMY COJEp-
YKAHUIO TTOCIIEJ0BATEIBbHO OCBEIAIM ONPEEIICHHbBIE BONPOCHL. [Ipy 3TOM TOKyMEHTHI pacrnojararrcs B
XPOHOJIOTUYECKOM TOPsI/IKE (BXOASIIUE - MO 1aTaM MOCTYIUIEHHUS, UCXOSIINE - 110 JaTaM OTIIPaBJICHHUS)
WK TI0 asihaBUTy aBTOPOB U KOPPECIIOHICHTOB.

[TpunokeHus K JOKyMEHTaM, HE3aBUCUMO OT JIaThl MX YTBEP>KIEHUS WM COCTaBJICHUS, IPUCOEIH-
HAIOTCA K IOKYMEHTaM, K KOTOPBIM OHH OTHOCATCH.

[Tpunoxenus oo6bemMoM cBbilie 250 JTUCTOB COCTABISIOT OTACIBHBIA TOM, O YeM B JOKYMEHTE Jie-
JIAETCSI OTMETKA.

13.5. PacniopsiauTenbHbIE TOKYMEHTHI TPYNIHUPYIOTCS B JIeNia 10 BHJAM M XPOHOJIOTHH C OTHOCS-
IIMMHUCS K HUM TPUIOKESHUSMU:

YCTaBbl, MOJIOKEHUS, UHCTPYKIUHU, YTBEPKACHHBIE PACHIOPSAUTEIbHBIMU JTOKYMEHTAMHU, SIBISIOTCS
MPUIIOKEHUSMHU K HUM U TPYIIUPYIOTCS BMECTE C YKa3aHHBIMU JJOKYMEHTaMu. EcIii ske OHU yTBEpKI€HBI
B KaU€CTBE CAMOCTOSITEJILHOTO JIOKYMEHTA, TO UX IPYIIHUPYIOT B OT/AENIbHbIE JIeNa;

IIPUKA3bI 10 OCHOBHOW JEATENBHOCTH IPYIIUPYIOTCS OTAEIBHO OT IMPUKA30B I10 JINYHOMY COCTaBY;
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IIPUKA3bI 110 JINYHOMY COCTaBy IPYIIMPYIOTCS B JieJa B COOTBETCTBUU C YCTaHOBJICHHBIMHM CPOKaMU
ux xpaHenus. LlenecoobpaszHo mpu 60ibINX 00beMax JOKYMEHTOB IPHUKAa3bl MO JIMYHOMY COCTaBY, Ka-
CaOIMECs PA3JIMYHBIX CTOPOH JIEATEILHOCTH KOJlIeka (IpueM Ha paboTy, yBOJIbHEHHE U IIepeMEeILCHHE,
KOMaHAUPOBKH U T.J.), [PYIIHPOBATh B OTAEIbHBIE J€I1a;

IIOPYYEHUS BBILIECTOSALIMX OPTaHU3ALMNA U JOKYMEHTBI 10 UX MCIIOJIHEHUIO TPYNIIAPYIOTCA B Jiena
10 HAIIPABJICHUAM ACSITEIBHOCTH KOJUIEIKA;

YTBEPKACHHBIE IUIAHBI, OTYETHI, CMETHI, JTUMUTBI, TUTYJIBHBIE CIIUCKU U APYTUe TOKYMEHTHI IPYII-
IIAPYIOTCS OTAEIBHO OT UX IIPOEKTOB;

JIOKYMEHTBI B JIMYHBIX JI€JIaX PacloiararTcs B XPOHOJIOIMYECKOM MOPAILKE 110 MEpe MX IOCTYII-
JICHUS;

JIMLIEBbIE CYETA COTPYAHUKOB U ME€aroros 1o 3apab0THOM IJ1aTe rpyNIUpPYIOTCs B OTAEIbHbIE Jeia
Y pacrojiararoTcs B HUX 10 andaBuTy haMuIni;

IPEeUI0KEHUs], 3asBICHUS U )KalI00bl IpaX</iaH 110 BOIpocaM paboThl KOJUIEAKA U BCE JOKYMEHTHI 110
UX PACCMOTPEHHIO U MCIOJHEHHUIO IPYIIIUPYIOTCS OTACIBHO OT 3asBJICHUN IPaXkJaH 10 JIMYHBIM BOIIPO-
cam,

IIEPENUCKA TPYNIUPYETCS, KaK MPAaBWIO, 32 KAJICHAAPHBIN I'OJl U CUCTEMATU3UPYETCS B XPOHOIO-
T'MYECKON IOCIIe0BATENIbHOCTH, TOKYMEHT-OTBET MOMEIaeTcs 3a JOKyMEeHTOM-3anpocoM. [Ipu Bo300-
HOBJICHUU IEPENMCKU IO OIPEACIICHHOMY BOIIPOCY, HAa4aBLIEHCSA B IPEABIAYIIEM IOy, JTOKYMEHTBI
BKJIIOUYAIOTCA B JEJI0 TEKYLIET0O roJla ¢ YKa3aHUEM MHJIEKca JieNa Npeaslaylero roga. B 3aBucumoctu ot
crienu(UKU AATEIBHOCTH KOJUIEDKA TIEpEncKa MOYKET TPYIIIUPOBATHCS TAKXKe 3a YUeOHBIH roJ] U T.JI.

14. Tpe6oBaHusi K 0(h)OPMJIEHHIO /1e]1, IPUHUMAEMbIX B APXHB

14.1. Odopmienne nen MPOBOAUTCS PaOOTHHKAMHU CIIYX OBl JOKYMEHTAI[MOHHOTO OOECIICUCHHS
yIIpaBJIEHUs KOJIJIeKa W JPYTUMH CTPYKTYPHBIMHU MOAPA3eICHUSIMHU, B 00SI3aHHOCTH KOTOPBIX BXOJHUT
3aBeJieHre M (POpMUPOBaHUE JElT, IIPH METOIMYECKOM MOMOIIX U ITOJI KOHTPOJIEM apXHBa KOJUIEDKA.

14.2. B 3aBUCUMOCTH OT CPOKOB XpaHEHUS MPOBOAUTCS MOJHOE WM YaCTUUHOE OpopMIIeHHE JIe.

14.3. [TonHoMy 0 OpMIIEHHIO MTOJIEKAT JI€JIa TOCTOSHHOT0, BpeMeHHoro (cBbiiie 10 jieT) XxpaHeHus
U 10 JINYHOMY COCTaBY.

[TonHOE OhopMITEHHUE NIENT IPEyCMAaTPUBACT:

MOJIIMBKY WU MEperIeT Jena;

HYMEPAIHUIO JIUCTOB JIENa;

COCTaBJICHUE JIMCTA-3aBEPUTEIIS;

COCTaBJIEHHUE, B HEOOXOIUMBIX CITy4asx, BHYTPEHHEH OIMCH TOKYMEHTOB;

BHECEHHE HEOOXOIMMBIX YTOYHEHUH B PEKBU3HUTHI 00JI0XKKH /iena (YyTOUHeHHEe Ha3BaHUsI KOJIJIeIKa,
PETUCTPAIIMOHHOTO MHJIEKCa JieNla, KpallHUX JaT JIeNa, 3aroJIOBKa Jesa).

Hena BpemenHoro (1o 10 jeT BKIFOYUTENIBHO) XpaHEHUs TOJJICKAT YaCTUYHOMY O(OPMIICHHIO:
JIOMyCKAeTCsl He MPOBOJUTh CUCTEMATHU3ALMIO JOKYMEHTOB B JIeJie, JIUCTHI Jiela He HyMepOBaTh, 3aBEpH-
TEeJBHBIC HA/IIACH HE COCTABIIATH.

14.4. JIokyMeHTBI, COCTaBISIOIIME Jeja, MOALUIMBAIOTCS Ha 4 NMPOKOJda B TBEPAYIO OOJIOKKY M3
KapTOHA WJIHM NIEPEIUIETAIOTCS C YI€TOM BO3MOXXHOCTH CBOOOIHOTO YTEHUS TEKCTa BCEX TOKYMEHTOB, JIaT,
BU3 U pe30JIoNMii Ha HuX. [Ipu moAroToBKe Jen K MoAmMBKE (MeperuieTy) MeTalUIMYeCKHe CKperIeHUs
(OynaBKH, CKpEINKH) U3 JOKYMEHTOB YIAJISIOTCS.

14.5. Jlena mocTOSITHHOTO XpaHEHUs!, COCTOSIINE U3 0CO00 LEHHBIX TOKYMEHTOB WM He(hOpPMaTHBIX
JOKYMEHTOB, XpaHTCS B 3aKPBITHIX TBEP/BIX MANKax C TPEMs KJIalmaHaMH ¢ 3aBsS3KaMH WA B KOPOOKax.

14.6. Ilpu Hanuuuu B Jesie HEBOCTPEOOBAHHBIX JIMUHBIX JTOKYMEHTOB (YIOCTOBEPEHHH JTMYHOCTH,
TPYAOBBIX KHIDKEK, BOCHHBIX OHMJIETOB) 3TH IOKYMEHTHI BKJIQJBIBAIOTCS B KOHBEPT, KOTOPBIN TTOAIINBA-
ercd B feno. [Ipu Hanuyuu 60JIbIIOr0 KOJTMYECTBA TAKUX JOKYMEHTOB MTOCIIEIHUE N3BIMAIOTCS U3 JIeTT U Ha
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HUX COCTaBJIAETCS OT/ENIbHAs ONUCH.

14.7. B KoHIIe KQXJ0T0 JIea MOAIINBASTCS YUCThIA OJIAHK JIMCTAa-3aBEPUTEIS, a B HAUaJe aena (s
yueTa 0co00 IIEHHBIX JOKYMEHTOB) - OJIaHK BHYTPEHHEH OIUCH JJOKYMEHTOB JieJa.

14.8. B nemsx obecnieueHUs] COXPaHHOCTH M 3aKpEIUICHUS MOPSAKA PACHOJIOKEHUS JTOKYMEHTOB,
BKJIFOYEHHBIX B JI€JI0, BCE JIMCTBI 3TOr0 Jea (KpoMe JINCTa-3aBepuTeNiss U BHYTPEHHEN OIUCH) HyMepy-
I0TCS1 apabCKUMU U paMu BAJIOBOW HyMepalueil B IpaBOM BEPXHEM YIITy JIUCTA MPOCTHIM KapaHAalioM
WA HyMepaTopoM. JIMCTBI BHYTpEHHEH ONUCH TOKYMEHTOB JieJla HyMEPYIOTCsl OTAEIBHO.

14.9. JIucTsl nen, cOCTOALUIMX M3 HECKOJIBKUX TOMOB WM YacTed, HyMEPYIOTCS 10 KaXJA0My TOMY
WX 110 KaX/101 yacTu OTAEIIBHO.

14.10. ®otorpadun, yepTeKu, AUATPAaMMBbl U JPYTHE WIUIIOCTPATUBHBIC JOKYMEHTHI, MPEICTaB-
JSIFOIINE CAMOCTOSITENIbHBIH JIUCT B JIeJIe, HyMEpYIOTCsl Ha 00OPOTHON CTOPOHE Ha BEPXHEM I0JI€ JIUCTA.

14.11. Cnoxennsiii nuct (dpopmara A3, A2) pa3BopauMBaeTCs M HyMepyeTcs B IpaBOil dacTu
BepxHero nos aucra. [Ipu sTom auct noboro Gpopmara, HOJMINTHIN 32 OIMH Kpail, HymepyeTcs Kak OUH
JIUCT; JIUCT, CJIOKEHHBIN U MOAIINTHIN 32 CEPEeIMHY, IOJUIEKUT NEPELIMBKE U HyMEPYETCsl KaK OJMH JIUCT.

14.12. JIucT ¢ Harayxo HaKJIEEHHBIMU JOKyMEHTaMH ((oTorpadusMu, BbIpE3KaMH, BBITUCKAMH U
T.II.) HyYMEpyeTcsl Kak OAMH JUCT. Eciau K AOKYMEHTY MOJKIJIEEHBl OJHUM KpaeM IpYrHe JOKYMEHTbI
(BCTAaBKM TEKCTa, IEPEBO/Ibl, BBIPE3KHU U T.I1.), TO KXKIbIH TOKYMEHT HyMepYyeTCsl OTAEIbHO.

14.13. IlogmuTele B A€710 KOHBEPTHI C BIOKEHUSIMU HYMEPYIOTCS; IIPU 3TOM BHayajie HyMepyercs
caM KOHBEPT, a 3aTeM OUepeJHbIM HOMEPOM KaX/10€ BJIOKEHHE B KOHBEPTE.

14.14. llonmmTeie B N0 JOKYMEHTHI C COOCTBEHHOH HyMepaluei JTHCTOB (BKJIIOYAs MMEYaTHBIC
U3JIaHKUs) MOTYT HyMEpOBaThCs B OOLLEM MOPAIKE WIM COXPAHATh COOCTBEHHYIO HyMEpalUIO, €CIM OHA
COOTBETCTBYET HOPSAIKY PACIOJIOKEHUS JIUCTOB B JIEIE.

14.15. B cayuasx oOHapyskeHHUs! OOJBILIOrO YKcia OIIMOOK B HyMepalHy JUCTOB Jeja IPOBOJUTCS
ux nepenymepauus. [Ipu nepeHymepanuu JIMCTOB CTapble HOMEpa 3au€pKUBAIOTCS U PAJOM CTaBUTCS
HOBBI HOMEp JIMCTa; B KOHIE J€Ja COCTaBIISAETCS HOBBIM JINCT-3aBEPUTENb, IPU 3TOM CTapbli
JIUCT-3aBEPUTENb 3aUEPKUBAETCS, HO COXpaHsEeTCs B JIElIe.

[Tpy HamMMUUU OTHENBHBIX OMIMOOK B HyMEpalMM JIMCTOB B JIeNax MPH MOJATOTOBKE HUX apXHUBOM
KOJIJIeKa K Iepeiade Ha roCyJapCTBEHHOE XPaHEHHE JOIYCKAeTCs MO COIIACOBAHUIO C TOCYIApCTBEH-
HBIM apXMBOM YHNOTpEOIEeHNE TUTEPHBIX HOMEPOB JIUCTOB.

14.16. Jluct-3aBepuTenb COCTAaBISIETCA B JIel€ HA OTAEIbHOM JIMCTE, B KHUIAaX - Ha 0OOPOTHOM
CTOPOHE ITOCIIEIHEr0 YUCTOr'0 JINCTA, B KAPTOTEKAX - HA OT/EIbHOM YHCTOM JHCTe opMaTa KapTOUKH.

Jluct-3aBepuTensb Jena cOCTaBiIsIeTCs 0 YCTaHOBJIEHHON popme (mpuiioskenue 9), B KOTOpol yka-
3bIBAlOTCS LM(pamMH M MPOIMUCHI0 KOJIWYECTBO NPOHYMEPOBAHHBIX JHCTOB JI€1a, KOJIMYECTBO JINCTOB
BHYTPEHHEH ONMCH, OrOBapUBAIOTCSI OCOOEHHOCTH HyMepalMi HOMEPOB Jeja (HaJu4ue JUTEPHBIX HO-
MEpOB Jiejia, MPOMYIIEHHbIX HOMEPOB, HOMEPOB JIUCTOB C HAKJIEEHHBIMU (hoTOrpadusiMu, HOMEPOB
KpyNHO(OPMAaTHBIX JIUCTOB, KOHBEPTOB C BIIOKEHUSMU M KOJIMYECTBO BIOKEHHBIX B HUX JIMCTOB), @ TAKXKe
yKa3bIBAETCsl HAJIMUUE B JeJie TUIOTPaPCKUX IK3EMIUIIPOB OPOIIIOp ¢ KOJINYECTBOM JIMCTOB B HUX, €CIIU
OHM HE ObUTM OTMEYEHBI B O0IIIeH BAJIOBOM HyMEpAIINH B JCIIC.

JIucr-3aBeputensd Aena MOAMMCHIBAETCS €ro cOocTaBUTeNeM. Bce mocnenyroomue U3MEeHEHUS B CO-
CTaBe€ U COCTOSHUU Jiena (TMOBPEXJEHUs, 3aMEHa IOJUIMHHBIX JIOKYMEHTOB) OTMEUaloTCi B JIHC-
TE€-3aBEPUTEIIE CO CCBIJIKOM Ha COOTBETCTBYIOIIMM aKT.

3amnperiaercss BBIHOCUTH JIUCT-3aBEPUTENh Ha OOJI0XKKY JI€J1a WIM YUCThII 000POT JIMCTA MOCIETHETO
nokymeHTa. Ecnu 1erno moammTo wim nepernsereHo 6e3 OlaHKa JIMcTa-3aBepUTENs, OH HAKJICHBAETCs 3a
BEPXHIOIO YacCTh JINCTA HA BHYTPEHHEN CTOPOHE O0JI0KKHU JieNa.

14.17. BHyTpeHHss ONKCh JOKYMEHTOB JIeJla COCTABIISIETCS Uil yueTa JJOKyMEHTOB IOCTOSHHOTO U
BpeMeHHOro (cBbie 10 jieT) XpaHeHUsI, yUeT KOTOPBIX BBI3bIBAETCS CIELMPUKON TaHHOW JOKYMEHTalu!
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(ocobo LieHHbIE, TUYHBIE, CyeOHbIE, CIIEICTBEHHBIE Jiefla U T.[.), @ TAKKEe [Vl ydeTa Jiel IOCTOSTHHOTO U
BpemenHoro (cBbiie 10 jer) xpaneHnusi, cOpMUPOBAHHBIX MO PA3HOBUIHOCTSIM IOKYMEHTOB, 3aTOJIOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE CONEPIKAHNUE JOKYMEHTA.

BHyTpeHHSISI OITUCH COCTABIIIETCSI HA OTAEIHHOM JIMCTE MO YCTAaHOBJIEHHOW (Qopme (TMpHIIoKeHHe
10), B KOTOpOIi comepxKaTcs CBEACHHS O MOPSIKOBBIX HOMEpax JOKYMEHTOB Jela, UX MHJCKCaX, Jarax,
3arojIoBKax M HOMepax JINCTOB jena. K BHYTpeHHENW OMMCH COCTABIIAETCS UTOrOBasl 3allUCh, B KOTOPOM
YKa3bIBAIOTCA HU(PPaMU U IPONHUCHIO KOJTMYECTBO BKIFOUYEHHBIX B HEE JIOKYMEHTOB U KOJMYECTBO JIUCTOB
BHYTPEHHEH OIMCH.

BHyTpeHHsAS onuCh NOJIMUCHIBACTCSA €€ COCTaBUTENEeM. Eciu 1e10 nepensieTeHo win noaumTo 6e3
OnaHKa BHYTPEHHEH OMHMCH JOKYMEHTOB, TO COCTaBJICHHAs MO YCTAHOBIECHHON (pOpME OMHCH MOJKIICH-
BaeTCs K BHYTPEHHEH CTOPOHE JIMIIEBOI 00JI0KKH J1ea.

W3MeHeHus cocTaBa IOKYMEHTOB Jela (U3bITHS, BKIIOUEHHUS JOKYMEHTOB, 3aMEHa UX KOMUSIMH U
T.1.) oTpaxatoTcs B rpade "[Ipumedanus” co ccbuikaMM Ha COOTBETCTBYOIIME akThl. [Ipu HEoOxoqumMo-
CTH COCTaBJIIETCS HOBasi UTOrOBas 3allMCh K BHYTPEHHEN ONMCH U 3aBEPUTENbHAS HAAMNCH Jela.

14.18. O6noxka fena MocTOsTHHOTr0, BpeMeHHOro (cBbitie 10 1eT) XxpaHeHUs U 110 JTMYHOMY COCTaBy
COCTaBIISICTCSI U OOPMIIIETCSI TIO YCTAaHOBJIEHHOU (opme (npuinokenue 11), B KOTOpOW yKa3bIBarOTCS
HalMEHOBAaHME KOJIJIEJKA, CTPYKTYPHOI'O IMOJpa3/eieHus, MHIEKC JieNa, apXUBHBIN MWUQp 1ena, HOMep
nena (ToMa, 4acTH) 10 F'0JI0BOMY pa3ziesly CBOAHON OMMCH JIEJl, 3ar0JI0BOK JIEla.

Ha o6noxxke €1 HOCTOSHHOTO XpaHEHHs! IIPeAyCMaTpUBAETCsl MECTO Ul HAMMEHOBaHUs rocyaap-
CTBEHHOI'O apX1Ba, B KOTOPBIH Jies1a KoJIIe1Ka Oy1yT IpUHATHI, 0003HAUEHUS KOJIOB IOCYAapCTBEHHOTO
apxuBa U KOJIJIEIKa.

[Ipy M3MeHeHMH HaMMEHOBaHUS KOJUIEHKa (CTPYKTYPHOIO MOJpa3/eieHUs) B TEUEHUE MEPUOJa,
OXBaTHIBAEMOI'0 JJOKYMEHTAaMU Jiella, WK MU Tepesiade Jiena B APYrylo OpraHu3aluio (B Ipyroe cTpyk-
TypHOE HoJIpa3ziesieHue) Ha O0JI0XKKE Jiela YKa3blBaeTcs HOBOE HAaMMEHOBAHME 3TOM KOJUIekKa WU KOJI-
JeJKa-1paBoONpeeMHMKa, a MpeKHee HaUMEHOBaHWEe KoJlle/ka (CTPYKTYpHOTO MOJpPa3/IeIeHus) 3aKIIt0-
qaeTcs B CKOOKHU.

3aroJ0BOK Jieja Ha 00JIOKKE JIeJ1 MEPEHOCUTCS U3 HOMEHKJIATYphI /1€ KOJUIe)Ka, COITIACOBAHHOMN C
AKCIIEPTHO-TIPOBEPOYHONH KOMHUCCHEH COOTBETCTBYIOILIETO ApXMBHOTO YyUpexaeHus. B HeoOXxoaumbix
Clly4yasiX B 3ar0JIOBOK BHOCSITCSI yTOUHEHHs (HOMepa MPUKa30B, IPOTOKOJIOB U JIp.).

B tex cnyuasix, korja J1e10 COCTOMT M3 HECKOJBKUX TOMOB (YacTeil), Ha 0OJI0KKY KakJ0ro ToMa
(vyacTr) BBIHOCUTCS OOLIMI 3aroJI0BOK Jela U 3aroJIOBOK Ka)KJJ0ro ToMa (4acTu).

B 3aronoBkax e, conepiKalux KOMUM JOKYMEHTOB, YKa3blBaeTcs MX KOMUUHOCTH. [TonmmHHOCTH
JOKYMEHTOB JIeJ1a B 3ar0JIOBKE HE OTOBapHUBAETCA.

Ha o6noxke nmena yka3pIBarOTCSl apabCKMMU IU(PpaMu KpailHUEe JaThl Jiena - Tof(bl) 3aBeICHUS U
OKOHYaHMA Jiena.

Ecnu B €510 BKIIIOUEHBI JOKYMEHTHI (IIPHIJIOKEHUS U T.11.), JaThl KOTOPHIX BBIXOJIAT 3a KpaitHUe AaThl
7ien1a, TO MO/ AaTaMHu Jiefla ¢ HOBOWM CTPOYKH JiesIaeTcs 00 3TOM 3alMch: "B /Ieie UMEIOTCS IOKYMEHTHI 34 ...
ron(s1)". JlaTel Aema MOTYT HE YKa3bIBaThCSl HA 00JIOKKE JIeJI, COJIEP KAIINX TOAOBBIC TUTAHBI M OTYETHI, TAK
KaK OHU OTPa)KaroTCsl B 3ar0JIOBKAX JAEII.

KpaitHumu natamu 1ien, coaepikaiiux OpraHU3aliOHHO-PACIIOPAIUTENIbHYIO, TBOPUECKYIO U HHYIO
JOKYMEHTAIMIO (IIPOTOKOJIBI, CTEHOI'PAaMMBI, TUCbMA, TOKJIAb! U T.1.), U1 KOTOPBIX TOYHAs JaTHPOBKa
MMeeT Ba)KHOE 3Ha4YeHHe, a TakXKe JeJ, COCTOSIIIHUX M3 HECKOJBbKHUX TOMOB (YacTeil), MpOCTaBIISIFOTCS
KpaliHue JaTbl JOKYMEHTOB J€la, T.€. JaThl PEerucTpanuu (COCTaBIEHMs) CAMOIO PaHHETO M CaMoOro
MO3/JHETO IOKYMEHTOB, BKJIIOYEHHBIX B JIEINO.

Ecnu nenom sBnsieTcs xKypHail perucTpaliy MpUKa3oB, PaCHOPsDKEHUH U T.11., TO TaTOH Jena OyayT
TOYHBIE KAJICH/IapHBIE 1aThl IEPBOU U MTOCIIEIHEN 3aIIUCEN B KypHAJIE.
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Kpaiinnmu natamu ziena, CoaeprKaiero mpoTOKOJIbI 3aCeIaHui, SIBIISFOTCS JaThl YTBEPIKICHUS (7151
JIOKYMEHTOB, KOTOPbIE YTBEPKJIAIOTCS) WJIM COCTABJICHUS MEPBOTO U MOCIEAHETO MPOTOKOJIOB, COCTAaB-
JISSIOIIUX AEN0.

Kpaiinumu 1atamMu JTUYHOTO Jiefia SIBJISIIOTCS AaThl MOANKMCAHUS MPUKa3a O IpUeMe U YBOJIbHEHUU
JIM11a, HA KOTOPOE 3TO JCJIO 3aBEJICHO.

OO0si3aTeNIbHBIMA PEKBU3UTAMU OOJIOKKH Jiela SIBJISIIOTCS KOJMYECTBO JIUCTOB B JIeJie, KOTOPOE
MIPOCTABJISICTCS] HA OCHOBAHHMHM 3aBEPHUTEIILHON HAJIIMHUCH JieNia, U CPOKH XpaHEHH Jiena (Ha Jenax mocTo-
SIHHOTO XpaHEHMsI MUIIETCS: "X PpaHUTh TOCTOSHHO").

15. CocraBiienue u opopMieHHne onuceii aen

15.1. JIna oOecnieueHrs KOMIUIEKTOBAaHUS apXUBa B KOJUIE)Ka Ha BCE 3aBEPILEHHBIE B JIEJIONPOU3-
BOJICTBE JIeJIa IOCTOSIHHOTO, BpeMeHHOro (cBbIie 10 jeT) XpaHeHus U 1o JUYHOMY COCTaBy, IPOILEAIINe
HKCHEPTH3Y HEHHOCTH, COCTABIISIOTCS] APXUBHBIE OTIHCH.

ApxuBHas OnucCh (Jajnee - OMMCh) - ITO APXUBHBIMA CIPABOYHMK, COJAEPKAIIMN CHCTEMaTU3HPO-
BaHHBIN NEPpCUCHb CAVMHUL] XPAaHCHUS apXHUBHOT'O (1)OHI[a, KOJJICKIIUHU U HpeHHaSHaquHLIﬁ AJId UX y4de€Ta u
PacKpBITUS COAEPIKAHUS.

Onucu cocTaBisAlOTCA OTAENIBHO: Ha JieJla MOCTOSHHOIO XPAaHEHUs; Jieja BpeMeHHOro (cBbime 10
JIeT) XpaHEeHHUs; JieNIa 110 JINYHOMY COCTaBy; Jieja, COCTOSIINE U3 JOKYMEHTOB, XapaKTePHbIX TOJIBKO JIJIS
JAHHOM KOJUTeKa (HaydHBIE OTYETHI IO TeMaM, KJIACCHBIC KYPHAJIBI  T.I1.).

OtnenbHas ONMUCh MPEACTaBIsIET COOOM MepeyeHb e ¢ CaMOCTOATENbHOIN BaloBOH (MOPSIKOBOM)
HyMeparuen.

15.2. B komnemxke, B KaKIOM CTPYKTYPHOM IOJIpa3/I€JICHUN OMUCH COCTABIISIOTCS €KEroJHO MOA
HEMOCPECACTBCHHBIM METOAUYCCKHUM PYKOBOJICTBOM apXHBa. ITo >TuM onmcsimM JOKYMCHTHI IEPEAAIOTCA B
apxuB. ONUCH, NOJATOTOBJIEHHBIE CTPYKTYPHBIMU MOJPA3/EIEHUSIMH, CIIY)KaT OCHOBOM JIJIsl OATOTOBKU
CBOJIHOM OIKCH JAeN KOJUIeIKa, KOTOPYIO TOTOBUT apXMB U MO KOTOPOM OH CIIAeT Jieja Ha MOCTOSHHOE
XpaHeHue.

Omnwcu e CTPYKTYPHBIX MOJIPA3/IEICHUI COCTABISIOTCS 110 YCTaHOBICHHOH (hopMme (IIpHiioKeHrne
12) B Tpex aK3eMILIIpax U MPEACTABISIOTCS B apXHUB KOJUIEKA Yepe3 roJ] TOCe 3aBeplIeHus Aed B Je-
JIONIPOU3BO/ICTBE.

15.3. OnucatenpHast CTaThsl OMKCH JIeJI CTPYKTYpPHOTO MO/Ipa3AeieHHs BKIIOUAET B ce0s ClieAyIoIne
DJIEMCHTHI.

HOPSAKOBBIM HOMEp Jena (ToMa, 4acTH) MO OIUCH;

WHJIEKC Jiefa (ToMa, 9acTH);

3aroJIoBOK Jiefia (ToMa, 4acTH), MOJHOCThI0 COOTBETCTBYIOIIMM €ro 3arojIoBKY Ha 00JIOKKE Jea;

JaThl Jiena (ToMa, 4acTH);

KOJIMYECTBO JIUCTOB B Jielie (TOME, YacTH);

CPOK XpaHEHus Jiena.

15.4. Ilpu cocraBieHUU ONUCHU €1 CTPYKTYPHOIO MOAPA3JCIICHUs] COOIIOAAIOTCA CIEAYIOLINe
TpeGoBaHus:

3aroJIOBKH A€ BHOCATCA B OIIMCh B COOTBETCTBHU C HpHHfITOfI cXeMoH CHUCTEMATU3allM Ha OCHOBE
HOMEHKJIATYpHI JIelT;

Ka)XJI0€ JIeJI0 BHOCUTCS B OIHCH TI0J] CAMOCTOSATEIBHBIM MOPSAKOBEIM HOMEPOM (€CJIH JIETI0 COCTOUT
U3 HECKOJIBKUX TOMOB WJIM YacTel, TO Kbl TOM MJIM YacTh BHOCATCS B OMMCH O] CAMOCTOSITEIbHBIM
HOMEpOM);

HOPSIOK HyMEepaluu JeJl B ONUCH - BaJIOBBII 32 HECKOJBKO JIET; MOPSAAOK NMPUCBOEHHUS HOMEPOB
OITUCSIM CTPYKTYPHBIX ITOJIPA3/ICICHN YCTAHABIMBACTCS 110 COTJIACOBAHHUIO C APXUBOM;

Fpa(pbl OIMMCHU 3aITOJHAKOTCA B TOYHOM COOTBCTCTBUU C TCMU CBCACHUAMU, KOTOPHIC BEIHCCCHBI Ha
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00JIOKKY Jena;

IIPY BHECEHHUHU B OIUCH MOAPS] A€ ¢ OJAMHAKOBBIMH 3ar0JI0OBKAMU MUIIETCS MMOJTHOCTBIO 3ar0JIOBOK
IIEPBOTO [JIeJ1a, a BCe OCTaJIbHbIE OJHOPOJHbIE Jiesia 0003HavatoTcst ciaoBaMu "To xe", mpu 3ToM apyrue
CBEJICHHUS O JIeJIaxX BHOCSITCS B OIMCh IIOJHOCTBHIO (Ha Ka)KJIOM HOBOM JIMCTE OIIMCH 3ar0JIOBOK BOCIIPOU3-
BOJIUTCS TTOJIHOCTBIO);

rpada omucu "llpumeyanus" UCHONB3YETCS 11 OTMETOK O MPHEME eI, OCOOCHHOCTSIX UX (PU3H-
YEeCKOI'0 COCTOSIHUSA, O Iepejade Jesl JPYTUM CTPYKTYPHBIM MOAPA3JeNeHUsIM CO CChUIKOW Ha HE00XOo-
JMMBINA aKT, O HATWYNH KOIUHI U T.II.

B xoH1e onucu Beiies 3a MOCeqHeN onucaTeabHON cTaTbell 3aloIHAETCsl HTOroBas 3alKch, B KO-
TOpOM yKa3bIBatOTCA (UM(pamMy M MPOMHUCHIO) KOJIWYECTBO JEJ, MEePBhIA U MOCICIHUNA HOMepa e IO
OIUCH JIeJI, @ TAK)KE OrOBapUBAIOTCSI 0COOEHHOCTH HyMEpaluy el B ONMCH (HAJIM4YKMe JIUTEPHBIX U MPO-
MYIICHHBIX HOMEPOB).

Onuch nen CTPYKTypHOrO IMOjpa3feieHHs MOANUCHIBACTCS U YTBEPXKIACTCA PYKOBOJIUTENIEM
CTPYKTYPHOTO MOAPA3JIEICHUSI C YKA3aHUEM €r0 JO0KHOCTH.

ITo TpebGoBaHMIO apXuBa KOJIEAXKa K OIIMUCU MOT'YT COCTaBJIATHCS OTJIaB/IEHUE, CIIMCOK COKPALCHUH,
yKa3aremu.

15.5. Ha ocHoBe omnuceii fes CTpyKTypHBIX [10JIpa3/IelIeHui COCTaBIseTCs TOA0BOM pa3ien CBOIHON
OIHCHU JEJ KOJIJIE/IXKa, IOATOTOBKA KOTOPOTO BO3JIaraeTcsi Ha apXMB KOJUIEKA 10/l HENOCPEACTBEHHBIM
METOAMYECKUM PYKOBOJICTBOM COOTBETCTBYIOLLETO APXUBHOTO YUPEKACHUS.

15.6. B ronoBoii pazzen cBOAHON ONMUCH JI€J1 IOCTOSIHHOTO XPAaHEHUs! BKJIFOUAIOTCS 3ar0JI0BKH €I
MIOCTOSIHHOT'O XPaHEeHHUsI, OTJIOKHBILUXCS B TEUEHUE I0J1a B A€ATEIIbHOCTU CTPYKTYPHBIX MOAPA3IeICHUH,
Y 3ar0JIOBKHU JIeJ1, COOPMHUPOBAHHBIX U3 JJOKYMEHTOB, BBIICJICHHBIX U3 JIEJI C BpEMEHHBIMU CPOKaMH Xpa-
HeHus, uMeBmMX oTMeTKy "JIIK", mpuyem ToabpKO Mocae CBEPKH X CO CBOJHOM HOMEHKIIATYpOH 3a TOT
K€ TOJ] U MPOBEPKH MPABUIBHOCTH (OPMUPOBAHUSA U opopMIIeHHU /1e]. B He0OX0aUMBIX Citydasx 3aro-
JIOBKH JIeJl YTOUHSIOTCS, JIeJla MO/IBEPraloTCs paclIMBKe U MepeOpMHUPOBAHUIO MPU OOHAPYKEHUH, YTO
nesno chOpMUPOBAHO HEMTPABUIIBHO.

15.7. T'onoBoit pa3zen cBOAHOM OMUCH JIeJl TOCTOSHHOI'O XPAHEHHs COCTaBIISETCS M0 YCTaHOBJICH-
HOM popme (mpusokeHue 1). DneMeHThl ONKUCAaTENbHON CTaThU U MOPSIOK BHECEHMSI 3ar0JIOBKOB JIEN B
rOZI0BOM pa3zen CBOAHOM ONUCH el TOCTOSSHHOTO XpaHEeHus, 3al0JIHEHUE rpad) aHAIOTHYHBI 3JIeMEHTaM
Y TIOPSIKY, U3JI0KEHHBIM B ImyHKTax 15.3 - 15.4.

[TepBomy rosmoBoMy paszeny CBOJHON OMUCH el (OHAA MPHUCBAUBAeTCs HOMEp Mo JHCTYy (OoHJa,
BCE MOCTIEAYIOLINE T'0/I0BbIE Pa3/Ielibl YUCIATCS 3a 3TUM HOMEPOM JI0 00pa30BaHUs 3aKOHYEHHOU OIUCH.

15.8. 3aronoBkH /e, BKIOYEHHBIE B TOJ0BOM pa3aen CBOJHOM OMUCH JIeJl TOCTOSIHHOTO XpaHEHUs,
HYMEPYIOTCSI B BAJIOBOM MOPSIJIKE.

15.9. 3aronoBKH IOMOJHUTEIHLHO OOHAPYKEHHBIX JI€J1 B 3aBUCUMOCTHU OT X KOJIMYECTBAa MOTYT OBITh
BHECEHBI B TOJIOBOM pa3jiel Mo JUTEPHbBIMU HOMEpaMU B COOTBETCTBHM C MPUHATON cucTeMaTH3aluei
WM B KOHEL TOJ0BOI0 pasjea.

[Tocne BHECEHMS B OMUCH 3aITUCEH O MOCTYIJICHUH WU BBIOBITUH J€JT COCTABIISETCS] OKOHYATEIbHAs
UTOrOBasl 3aIIMCh, B KOTOPOH YKa3bIBAlOTCS TAKKE€ OCHOBAHUS BHECEHHBIX U3MEHEHUM.

Bnecenne B roJIoBOM pa3zienl CBOAHOW ONMUCH AN M3MEHEHHWH nociie yrBepxkaeHus ero JIIK ap-
XUBHOTO YUYPEXACHHU oIycKaeTcs TolnbKo nocie npussatua JIIK, yrBepauBiieit 3ToT pa3iein, cooTBET-
CTBYIOILIETO PEIICHUSI.

15.10. K mepBomy rofioBoMy pasjeiny CBOJHOW OMMCHU JieNl MOCTOSHHOTO XPaHEHHs COCTaBISeTCS
MPEeMCIOBUE U IIPU HEOOXOAMMOCTH - YKa3aTeu, OrJIaBJIEHUE, CIIMCOK COKPAIlEHHBIX CJIOB, KOTOpHIE
COCTaBJISIOT CIPAaBOYHbIM amnmnapaT roJ0BOT0 pa3Jiena OMUCH.

15.11. B mpeaucioBue BKIIOYAOTCS CBEACHHS 00 OCHOBHBIX HAMPABICHUSIX NESITCIBHOCTH H
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CTPYKTYype KOJUIeIKa 3a MEepHOJ, KOTOPBIA OXBATHIBAIOT JIeJIa OMUCH; JAeTCsi KpaTKas XapaKTepHCTHUKa
COZIep KaHuUs U MOJIHOTHI JOKYMEHTOB (DOH[a, BKIIOUEHHBIX B pa3/iel; yKa3bIBaeTCs HAJMYUeE Jell, BBIXO-
JSIIMX 33 XPOHOJIOTMYECKUE TpaHHIlbl (OHJIA; OTMEYAIOTCsl Hanbojiee TUIWYHBIC TPYIBI JeJl KaK I0
Pa3sHOBUIHOCTSIM JJOKYMEHTOB, TaK U IO COACPIKAHUIO; TAeTCs KPaTKask XapaKTePHCTUKA CO/IePIKaIIeHCs B
onucu MHGOPMAIUU O MOABEAOMCTBEHHBIX HIIM BBIIIECTOSIINX OPraHU3AIMIX; OCBEIIAIOTCS 0COOEHHO-
cti (HopMUPOBAHUS, OMIUCAHKS U CUCTEMATH3AIMK 3arojOBKOB JIeJl, HAJIMYUE CIIPABOYHOTO armapara K
paszzeiny, OCHOBHbIE MPUHIUIIBI €0 COCTABICHUS U MOPSIIOK MOJIB30BaHUS UM.

[IpeaucnoBre MOAMUCHIBACTCS COCTABUTEIEM C yKa3aHHEM JOJDKHOCTH U JAThl COCTABJICHUS Mpe-
JIMCIIOBUS U 3aBEAYIOLIUM apXUBOM KOJUIe/a (JIMIIOM, OTBETCTBEHHBIM 32 apXUB).

15.12. OrnaBieHue cOCTaBisi€TCs, €CIIM B FOJIOBOM pa3jielie CBOJIHON OMUCH JIeTT UMEIOTCS MoIpas-
Jelbl, Apyrue 6ojee MeJIKue TPYIIbI JIed, CIPaBOYHBINA annapar K pas3jaeny. B ornaBneHun nepeducis-
IOTCSI: TIPEIUCIIOBUE, CITUCOK COKpPAIICHHH (COCTaBIsiEMbIi B HEOOXOIMMBIX CIy4asix), Ha3BaHUS BCEX
Mo/Ipa3iesioB U 0oJyiee MEJIKUX TPYIII [, BKIIFOUEHHBIX B pa3Jiel, yKazaTenu (€CIu OHH UMEIOTCS).

15.13. 'ogoBoii pa3aen CBOJHOM ONUCH JIE COCTABIIAETCS B 4-X SK3EMILISPaXx.

['onoBbIe pa3zenbl, €clii OHU HE SIBISIFOTCS 3aKOHUYEHHOW OIKChIO0, HE TOJIIMBAIOTCS U HE Mepe-
TUIETAIOTCSI; OHH JIOJDKHBI XPAHUTHCS B TIANKaX C KJIAlaHaMU U 3aBSI3KaMH.

15.14. T'onoBoii pa3aen CBOAHON OMKCH Jied MOCTOSIHHOTO XpaHEeHUS MOAJNICKHUT paccMoTpernio DK
KOJIJIeKa, TI0CJIe Yero B Cyvae COTJIaCOBaHUS B KOHIlE paszzena craBurcs rpud "CormacoBano" ¢ yka-
3aHMeM Homepa mpoTokoia DK u marel 3acenanus, Ha KOTOPOM OH ObLT paccMoTpeH. OnoOpeHHbIe To-
JIOBBIE pa3/Ielibl HAMIPABIISIOTCS HA PACCMOTPEHHUE apXHUBHOTO YUPEXKICHUS B COOTBETCTBHH CO CPOKaMH,
yCTaHOBJICHHBIMU TpaUKOM MpeAcTaBleHus onuceit aen Ha paccmorpenue DIIK apxuBHOro yupexmie-
HUS, HO HE T03Hee 4eM depe3 2 roaa. [peacraBisirores 4 ero sK3eMInusipa.

[Tocne yrBepxnaenus rogoBoro pasaena JIIK apXuBHOro yupexaeHHs paszfesl yTBep)KIaeTcs py-
KOBOJIUTEINIEM KOJIIE/KA, 3aTeM TepPBbI dK3EMILISP TOAOBOTO pa3Jieia CBOJHON OMKMCH B KauecTBe KOH-
TPOJIBHOTO NEPEJAETCsl B TOCYIaPCTBEHHBIN apXHB, OCTAIIbHBIE OCTAIOTCS B KOJUIEIDKE.

15.15. HeckonbKO rooBbIX pa3/iejoB CBOJHBIX OMUCEH J1€J1 OCTOSTHHOIO XpaHEHHUs! UIN OJIMH TO-
JIOBOM pa3Jien, YMCIIO 3arojOBKOB /i€l B KOTOPBIX JOCTHUIJIO YETHIPEX3HAUHOW MBI, CUMTAIOTCS 3a-
KOHUYEHHOH apXWBHOW ONHUCHIO.

B opranuzanusx ¢ HeOONIbIIMM 00bEMOM €3KETr0IHO 00Pa3YIOIIMUXCS A€ MOCTOSIHHOTO XpaHeHus (10
200 nex) onmuch CUYNTAETCS 3aKOHYEHHOM, €CJIM B HE€ BKJIFOUEHBI T'OJIOBBIE Pa3/eiibl CBOJHBIX OMUCEH J1eT
MOCTOSIHHOTO XpaHEeHHs 3a 5 JeT.

15.16. Kaxx0i1 3aKOHYEHHOM OMUCH MPUCBAUBAECTCS HOMED.

15.17. 3akoHueHHAas: ONMUCh UMEET CaMOCTOSITEIbHYI0 HyMEpAIHIO 3aroJIOBKOB JieJl, K Hell cOCTaB-
JISTFOTCSI UTOTOBAs 3aIMCh U 3aBEpUTEIbHAsE HAIMUCh. MITOroBast 3aniCh M 3aBEpUTENbHAS HAAMMKCH (TIPH-
noxeHue 13) K 3aKOHUEHHOMN OIMCH COCTABIISIOTCS TaK ke, KaK K TOJI0BOMY pa3/iely CBOJHON OIHUCH JeI.

[Tpu 5TOM 3aBepUTENEHBIC HAIMKCH, COCTABICHHBIC K TOJOBBIM pa3JiellaM CBOJHBIX OMHCEH Iel,
U3bIMAIOTCS.

15.18. O6s3aTenbHBIM JIEMEHTOM O(QOPMIICHUS 3aKOHYCHHOW OMHUCH SIBIISIETCS TUTYJIbHBIA JIUCT
(mpunoxenue 14).

Ha TuTynpHOM NTHCTE 3aKOHYEHHOW OIMUCH JIeIT TIOCTOSIHHOTO XPAaHEHUST YKAa3bIBAIOTCS:

Ha3zBaHue (HoHAA;

Homep (poHna;

HOMEp OIHCH;

Ha3BaHUE ONHCH, KOTOPOE BKITIOYACT YKa3aHNUE KaTeTOPUH TOKYMEHTOB (TIOCTOSTHHOTO, BPEMEHHOTO
XpaHEeHHs, 10 JIMYHOMY COCTaBY U T.J1.), COAECPIKALINXCS B JIEJIaX, 3aT0JIOBKU KOTOPBIX BKIIFOUEHBI B OMHCH;

KpaifHWe JaThI 1€, BKIIFOYCHHBIX B OITUCH.
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[lepen Ha3Banuem (OHAA HA TUTYJIBHOM JIUCTE OCTaBISIETCS MECTO JJIsi HAlMCAHUs IMOJIHOTO Ha-
3BaHMsI TOCYAAPCTBEHHOI'0 apXMBa, B KOTOPOM OyyT IOCTOSIHHO XPaHUTbHC Jej1a JaHHOM KOJUIEKa.

15.19. K 3akoH4eHHOI1 omucH 00s3aTeIbHO COCTaBISIOTCS OIJIABIICHHUE U TPEIUCIOBUE, a TAKKe
YKa3aTeJu U CIIMCOK COKPAIIEHHBIX CJIOB IIPU HAJIMYMHU MTOCIEAHUX B TOJOBBIX pa3/eiiax.

15.20. 3akoH4YeHHas OMUCH BMECTE C TUTYJBHBIM JIUCTOM U CIIPABOYHBIM aIlllapaToM K Heil 3aKiio-
YaeTcsl B TBEPAYIO 00JIOKKY U IEpeIlIeTaeTCsl.

15.21. B royoBoii pa3aen CBOIHON OMUCH el BpeMeHHOro (cBbiie 10 JeT) XpaHeHUs BKIIOYAIOTCS
3aroJIOBKH JIeJ1, OTJIOXKUBIIMXCS B TEUEHUE TOJa B IEATEIBHOCTH CTPYKTYPHBIX [10APA3IEICHUN.

[Topsimok BHeceHUsl 3aroJIOBKOB JIeJI B TOAOBOM pa3fesl aHAJIOTUYEH MOPSAIKY, YKa3aHHOMY B IIIL.
15.4,15.6 - 15.9.

["ogoBoit pa3aen cBOJHOM onucH Jied BpeMeHHOro (cBbiiie 10 j1eT) XpaHeHHs COCTaBIseTCs 0 yc-
TaHOBJICHHOHN (opme (rpmtokenue 2). [lopsaok 3amonHeHus rpad OmucH, HyMepauu 3arojJoBKOB JeI
paszfena, COCTaBJICHHsSI UTOTOBOM 3alKCH M 3aBEPUTENHHON HAANKCU K pa3feNy aHAJIOTMYeH MOPSAKY,
ykazanHomy B 1im. 15.7 - 15.9, 15.17.

CucremaTu3aliys 3aroJioBKOB JieJ B TOJIOBOM pasJieie CBOJHOM OMUCH Jell BpeMeHHOro (cBbimie 10
JIET) XpaHEHHsI COOTBETCTBYET CUCTEMAaTU3allMY 3aT0JIOBKOB /i€l B CBOJHOM HOMEHKJIATYpE /1€ 3a ATOT JKe
roJI.

[Tpy HEOOXOAMMOCTH K TOJ0BOMY pa3fielly 3TOI OINKCU COCTaBJISIOTCS OrJIaBJIEHUE, CIIMCOK CO-
KpalleHHbIX ¢j1oB (cM. 1. 15.10).

['onoBoii pa3aen cBOiHOM onucu Jenn BpeMeHHoro (cBbiie 10 jeT) XpaHeHus nevyaTtaercs B JIBYX
sK3eMILIsApax u onobpsercs BHavane DK komemxka, a 3aTeM yTBEP>KIACTCS €T0 JUPEKTOPOM.

15.22. T'ooBO# pazaen CBOJHON OIMUCH JIEN 10 JIMYHOMY COCTaBY MMEET YCTAaHOBJICHHYIO (OpPMY
(mpunoxenue 3). [lopsnok 3anonHeHus rpad, Gopmbl OIMCH, HyMepally 3aroJ0BKOB JIeN pasjena, co-
CTaBJICHUS UTOTOBOM 3allMCH U 3aBEPUTEILHOM HAJIMCHU K pa3/iely aHaJOTMYeH MOPSIKY, YKa3aHHOMY B
mm. 15.7 - 15.9, 15.17.

15.23. 3aros0BKH €N B TOI0BOM Pa3ieie CBOJAHOM OMMCH JIeN O JUYHOMY COCTaBy CHCTEMAaTU3H-
PYIOTCS 10 HOMUHAJILHOMY IIPU3HAKY C YUETOM ClIeAYIOIIel OCIeJ0BaTeIbHOCTH:

MPUKAa3bl (PaCOPSHKEHHUS) TI0 INYHOMY COCTaBY;

CIMCKH JIMYHOTO COCTaBa,

KapTOYKHU IO Y4ETy JJUYHOI0 cocTaBa (MpU OTCYTCTBUH OTAEIBbHON ONMUCH JIMYHBIX J€);

JUYHbIE /ieNa (IPU OTCYTCTBUM OTJIEJIBHON ONUCH JTUYHBIX J1€1);

JMIEBBIE CYETa COTPYAHUKOB U IEJAroroB Io 3apabOTHOM IulaTe (pacdyeTHbIE BEIOMOCTHU IO 3ap-
miare);

HEBOCTPEOOBAaHHBIE TPYJOBbIE KHUKKHU (IIPU OTCYTCTBUM OTAEIBHOU OMKCH);

aKThl O HECUACTHBIX CITyyasX.

VYkazaHHble BUABI JTOKYMEHTOB, 00Opa3yromuecss B KOJUie[Ke B OONbIIMX 00beMax, MOTYT Bblje-
JSATHCS B CAMOCTOSTENbHbIE TOJIOBBIE pa3/ieNibl OMMCH (JIMYHBIE JIeNa, TPYIOBbIe KHM)KKH U T.11.). JInuHbIe
nena (JIMYHbIE KapTOYKH) BHOCATCS B CBOJIHBIM T'OJ0BOM pa3jen OMUCH IO oAy YBOJbHEHHS JIMIA, Ha
KOTOpOE 3aBE/IEHO JIMYHOE JIEJI0, U CUCTEMATH3UPYIOTCS MO andaBuTy.

[Tpu HEOOXOAMMOCTH K TOI0BOMY pazjiely CBOAHOW OMHUCH JAeN U K 3aKOHYEHHOW OMHUCH JEN IO
JIMYHOMY COCTaBY COCTAaBJISIIOTCSI OTJIaBJICHHS, yKa3aTeIN U CIIMCKH COKPAIIEHHBIX CIIOB.

["omoBoit pazaen cBOAHON OMUCH JE 1O JIMYHOMY COCTaBY KOJUIeIKa, MepPeAaroe JTOKyMEHThI Ha
MOCTOSIHHOE XpaHEHHe, MeYaTaeTcs B TPeX SK3EMIUIpax, MOANUCHIBACTCS COCTABHUTENIEM, 3aBepsieTcs
CIEITMAJTUCTOM 10 KaJpaM U mpejcTaBisieTcss Ha paccmorpenne DK komnemka. [locie onobpenus pasznena
OK on nomnexut cornacoBanuio ¢ JIIK cooTBETCTBYIONIETO apXMBHOIO YUPEXKAECHUS U YTBEPKACHUIO
JTUPEKTOPOM KOJIIEKA.
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[Topsimok cocraBineHus u opopMIIeHHs 3aKOHUECHHOIN ONMUCH Jell 110 JIUYHOMY COCTaBy aHAJIOIMYEH
NopsAKY, ykazaHHoMy B mmn. 15.16 - 15.20. dopma TUTYIBHOTO JHCTa K 3aKOHYEHHOW OMUCH AET IO
JMYHOMY COCTaBY MJIEHTHYHA (POPME TUTYJIBHOTO JIMCTA K 3aKOHYEHHOM OMMCHU e MOCTOSHHOIO Xpa-
HeHus (npuioxenue 14).

[Topsimok cocraBieHuss U OOpMIICHUS ONMMCU Ha KaKIYI0 Pa3HOBUJHOCTb CHEUU(PUYECKUX IS
JaHHOM KOJUIEIKa JTOKYMEHTOB (Hay4HbIE OTUYETHI, TEKCTHI MPOTPaMM paJno0- U Tellenepeaay u T.11.), a
TaKXe Ha CIIy>kKeOHbIE BEIOMCTBEHHbIE U3/IaHMsI ONIPEIENIAETCS B 3aBUCUMOCTH OT CPOKOB UX XPaHEHHUS 110
AHAJIOTHH C TIOPSIIKOM COCTAaBJICHUS U O(OPMIICHHSI ONKCEH JeT MOCTOSHHOTO ¥ BPEMEHHOTO XPaHEHHS.
Jlena cucTeMaTU3UpyOTCs B FOJOBBIX pa3jiesiaX CBOJHBIX OIHUCEH C y4eTOM ClelU(UKU JOKYMEHTOB.

15.24. OT60p MOKYMEHTOB Ha YHHUYTOKEHHE M COCTABIICHUE HA HUX aKTa (mpuiiokeHue 4) mpous-
BOJIUTCS IIOCJIE MOATOTOBKU OMMCEH Jiesl MOCTOSIHHOTO M BpeMeHHoro (cBpiie 10 j1eT) XpaHeHus 3a 3TOT
nepuo. AKTHI O BBIZICTICHHH JOKYMEHTOB M €Nl K YHHYTOKEHHIO pacCMaTpHUBalOTCs Ha 3acemannu DK
OJTHOBPEMEHHO C OIUCSIMHU JIEJI.

Jis Komemxka, CAArOIIETo Jieia Ha MOCTOSIHHOE XPaHEHHE, aKThl YTBEPXKIAIOTCS PYKOBOJIUTEIIEM
KOJIJIe/Ka Mocyie YTBEP)KICHUS ONUCEH Jiesl MOCTOSHHOTO XPAHEHUs 33 3TOT MEpUOJl apXUBHBIM YUpekK-
JICHUEM.

15.25. Ilopsiok nepegadn JOKYMEHTOB B apXUB KOJUIEDKA.

Jlena MOCTOSTHHOTO M JOJTOBPEMEHHOTO XPaHEHUs, BKIIIOYash JOKYMEHTHI 10 JIMYHOMY COCTaBy,
NepeaaloTCs B apXuB KOJIJIeKa HE MO3/Hee YeM Yepe3 TpU Ioja Mocje MX 3aBEpLICHUs B JIEJIONPOU3-
BOJICTBE.

[lepenaua nen B apXuB KOJUIEIXKa OCYILECTBIIAETCS 10 IpaduKy, COCTaBICHHOMY apXMBOM, COIJIa-
COBaHHOMY C PYKOBOJHTEJSIMH CTPYKTYPHBIX MOJIPa3/IeIeHUH, TIepeIalonInX JOKYMEHTHI B apXUB, U yT-
BEP’KICHHOMY PYKOBOAMTENIEM KOJIIEXKa.

B mepuon moAaroToBKH Jen CTPYKTYPHBIM MOJpPAa3/elieHHEM K Tiepeiade B apXuB KOJIIeIka CO-
TPYAHHUKOM apXxHBa IPEIBApUTEIILHO NMPOBEPSETCS MPaBUIBHOCTh UX (OPMHUPOBAHUS, OGOPMIIEHUS U
COOTBETCTBHE KOJIMYECTBA JIEN, BKIFOUEHHBIX B ONHKCH, KOJMYECTBY JIEJI, 3aBEIEHHBIX B COOTBETCTBUH C
HOMEHKJIATYpOl Jien KoJule/pka. Bce BbIsBIEHHBIE HpPU INPOBEPKE HENOCTATKH B (POPMUPOBAHHM U
oopmiennn nen pabOTHUKM CTPYKTYPHOTO TOIpa3NeNieHusi 00si3aHbl YyCTpaHHUTh. [Ipu oOHapykeHuu
OTCYTCTBHSI JIEJI COCTABJIAETCS] COOTBETCTBYIOIIAs CIPABKa.

[Tprem Ka)xAOTo J1esia MPOU3BOJUTCS JIMIIOM, OTBETCTBEHHBIM 3a apXHB (CIIEIHUAIBHBIM COTpPYIHH-
KOM), B IPUCYTCTBUM PaOOTHUKA CTPYKTYPHOTO nojpasaeneHus. [Ipu 3Tom Ha 000MX 3K3eMIUIsIpax OMUCH
MIPOTHB KAXKAOTO JIeNIa, BKIIIOUEHHOTO B Hee, JETaeTCsl OTMETKAa O HAJIMYMH Jiea. B KOHIle KaKIoro K-
3eMIUISIpa OMUCH YKa3bIBAIOTCS LU(PpaMH U MPONUCHI0 KOIUYECTBO (PaKTHUECKU MPUHATHIX B apXUB €7,
HOMEpa OTCYTCTBYIOIIUX JIEN, JIaTa MpHeMa-Tiepeiadn Jejl, a TAaKXKe MOJIMTUCH OTBETCTBEHHOTO 33 apXHB
(coTpynHHMKa apXKBa) U JIMIIA, IEPeIaBIIero aea.

[Tpu nmpreme 0co00 IEHHBIX JIeJ MTPOBEPSIETCS] KOJIMYECTBO JINCTOB B JIeTax.

Jena, yBsi3aHHBIE B CBSI3KHU, JIOCTABIISIOTCS B apXUB KOJUIEKAa COTPYAHUKAMHU CTPYKTYPHBIX MOJ-
pa3aeieHui.

BwMmecte ¢ nenaMu B apXuB NepegaroTcs perucTpallMOHHbIE KapTOTeKH Ha JOKyMeHThl. HanmeHo-
BaHUE KOKIOH KapTOTEKH BKIFOYAETCS B OTIHCh.

16. OBECIIEYEHUE COXPAHHOCTU JOKYMEHTOB APXNBA
16.1. Opranuzanust XpaHeHUs] TOKYMEHTOB - CHCTeMa MEPONPUATUN, BKITFOYAIOIIAsl PAIMOHATBEHOE
pa3MeleHne TOKYMEHTOB, KOHTPOJIb 3a WX JBWIKEHHUEM U (PU3UUYECKHM COCTOSIHHEM, KOTIMPOBAHHE J10-
KYMEHTOB C LI€TIbI0 CO3JJaHMsI CTPaxoBoro ¢oHaa 1 (HOH/Ia MOJIb30BaHUS, BOCCTAHOBJICHHE (pecTaBpaIius)
MePBOHAYAIBHBIX WIIM OJTM3KUX K TIEPBOHAYAIBHBIM CBOMCTB M BHEITHUX MPU3HAKOB JOKYMEHTOB, MOJI-
BEPrIINXCS MOBPEKACHUIO WIH PAa3PYIICHUIO.
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16.2. lns obecriedeHusi COXpaHHOCTH JJOKYMEHTOB B apXUBE JIOJDKHBI OCYIIECTBIISATHCS

KOMIUIGKC Mep II0 OpraHW3alliil XpaHCHHs, MPEAYyCMATPUBAOIINNA CO3JaHUE MaTepUaAIb-
HO-TEXHUYECKOW 0a3bl XpaHEHUsS NOKYMEHTOB (3lIaHHE W MOMEIICHHS XPAHHJIHIL, CPEICTBA XPAaHCHHUS
JOKYMEHTOB, CPEJICTBA OXPaHbl U 0€30MAaCHOCTU XPAHEHUS, CPEICTBA KIMMATHUECKOTO KOHTPOJIS, CPe/-
CTBa KOITUPOBAHUS M BOCCTAHOBJICHHUS MOBPEKICHHBIX JOKYMEHTOB H T.I1.);

KOMIIJIEKC MEp IO CO3JaHHIO M COOJIIOJICHUIO HOPMAaTHBHBIX YCIIOBHM XpaHEHUS JOKYMEHTOB (TE€M-
NepaTypHO-BIAKHOCTHBIH, CBETOBOM, CAHUTAPHO-TUTUEHUYECKUH, OXPAHHBIA PEKUMBI XPAHCHUS ).

16.3. Cucrema Mep 1Mo opraHU3aIluu XpaHEHUs JOKHA 00€CIIeYMBaTh COXPAHHOCTh JOKYMEHTOB H
KOHTPOJIb UX (PM3UYUECKOTO COCTOSHUS MPHU MOCTYIUICHHH JIOKYMEHTOB B apXHB, IIPU UX XPAHECHUH H TIe-
penade JOKYMEHTOB Ha IIOCTOSIHHOE XpaHeHue. [Ipyu opraHusanuu XpaHeHHs U CO3JaHUU YCIOBUU Xpa-
HEHMsI CIICIYET YUUTHIBATh CHENU(UKY BUIOBOIO COCTaBa JOKYMEHTOB, XapaKTEPHOTO Ui KOHKPETHOTO
apxuBa.

16.4. TpeOoBaHMs K MOMEIICHHIO apXWBa, PEKHMbI XpPAaHEHUS JOKYMEHTOB, pPa3MCEIICHHE IOKY-
MCHTOB B apXHUBC OOJIKHBI COOTBETCTBOBATH ITpaBHUJIaM pa6OTI>I ApPXUBOB OpFaHHSaHHﬁ.

17. AICIIOJIb3OBAHUE JOKYMEHTOB APXHNBA

17.1. Vicionib30BaHMe apXUBHBIX JOKYMEHTOB - TPUMEHEHHE HH()OPMAIH apXUBHBIX TOKYMEHTOB B
KYJIBTYpPHBIX, HayUHBIX, TOJUTHYECKHUX, SFKOHOMUYECKUX LeNAX U Ul 00eCreueHus] 3aKOHHBIX MpaB U
MHTEPECOB TPAKIAH.

17.2. JIokyMeHTBl apXUBOB OpPraHU3aLUil SABJISAIOTCS OTKPBITBIMHU JUIS MCIIOJIB30BAaHUS apXUBOM U
MOJI30BaTeIsIMH. VICKITIOUEHHE COCTaBIIICT JOKYMEHTUPOBAaHHAS MH(OpMAIHs, OTHECEHHAs! 3aKOHO/a-
TEJIbHBIMU aKTaMM K KaTerOpUU OrpaHMYEHHOI'0 IOCTYTIA.

17.3. OcHOBHBIMH (pOpMaMH UCTIONIB30BAHMSI JOKYMEHTOB apXUBa SIBJISIOTCS:

UH(POPMHUPOBAHUE PYKOBOJICTBA U CTPYKTYPHBIX MOJpA3JeNeHU KOJIIeka, a Takke APYrHxX op-
raHu3aluil 0 HAIMYMK B apXUBaX T€X WM UHBIX JOKYMEHTOB U UX COJAEpKaHUH;

VCIIOJIHEHUE 3aIPOCOB IPAXKAAH U OPraHU3alfil COLMAIbHO-TIPABOBOIO XapaKTepa;

MCIIOJIb30BaHUE IOKYMEHTOB B CPEJICTBAX MAacCOBOM MH(pOpManuy;

MOJrOTOBKA MH(POPMALIMOHHBIX MEPOIIPHUITUI: BBICTABOK, KOH(PEPEHIIMH U JIp.;

17.4. InpopmupoBaHre U UCIOJHEHHE 3alPOCOB JUPEKTOpa KOJUIEAKAa U PYKOBOAMUTENECH CTPYyK-
TYPHBIX NOJAPA3JEJICHNM, a TaKXKe JAPYruX OpraHu3aluil OCYILECTBIISETCS apXMBOM IO ONPEIEICHHON
TEeMaTHUKe 10 3aIpOCy WM B UHUIIMATUBHOM MOpsaKe B (hopMe HHPOPMAITMOHHOTO MMChbMa WJIN CTIPABKH O
HaJIMYUU B apXUBE COOTBETCTBYIOLINX JOKYMEHTOB.

17.5. Ilepeuens, mucbMO, CrpaBKa, HalpaBisieMble BHYTPU KOJUIE KA, MOANNUCHIBAIOTCS 3aBEyIO-
IIMM apXMBOM; IIPU BBIIIOJHEHHWH 3aIpoca APYrold OpraHu3alMy IMCbMO, CIPaBKa, IIEpevYeHb, TEMATH-
yeckas Mmoa0opKa KONMU JOKYMEHTOB MOJMHMCHIBAIOTCS 3aBEAYIOIIMM apXHMBOM M HAIpaBIISIOTCS C CO-
MIPOBOAUTENBHBIM MTMCHMOM 3a MOAMUCHIO PYKOBOJUTEINS KOJUIEKa.

18. Mcrio/iHeHMe 3aMIPOCOB rPaKAaH
U OPraHu3auuii COMAIbHO-TIPABOBOI0 XapaKTepa

18.1. NHdopmarus coruambHO-IPaBOBOIO XapakTepa Mo 3anpocaM IpakJaH M OpraHu3aluil BbI-
naercs B popme apXUBHOM CHPaBKH, apXUBHON KOMHUH U aPXUBHOM BBIITUCKU.

ApxuBHas cIipaBKa - JIOKyMEHT, COJIEpXallluii apXHWBHYIO MH(POpPMAIMIO O IMpeIMeTe 3ampoca,
YKa3aHUEM ITOMCKOBBIX JIaHHBIX JIOKYMEHTOB, HA OCHOBAHMH KOTOPBIX OHA COCTABJICHA.

ApXuBHas KONUs - JOKYMEHT, BOCIIPOU3BOISIINI TEKCT MIIM U300pakeHUE apXUBHOT'O TOKYMEHTA, C
YKa3aHUEM €r0 IMOMCKOBBIX JIAHHBIX.

ApXHBHasl BBINKCKA - TOKYMEHT, JOCJIOBHO BOCIIPOU3BOASAIIMI YaCTh TEKCTA ADXUBHOI'O IOKYMEHTA,
OTHOCSIIYIOCS K ONPEEICHHOMY BOIpocCy, (DaKkTy WM JUIy, C YKa3aHUEM MOMCKOBBIX JTaHHBIX JOKY-
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ApXMBHBIE CIPAaBKH, BBIIIMCKHU U KOIIMHU BBIJIAIOTCS HA OCHOBAHMHM MHCbMEHHOI'O 3aIpoca IMO0JIb30-
BaTells, KOTOPBIH J0JDKEH COAep)KaTh HAMMEHOBaHME (U aJipec MpH NepechUIKe) KoJUlepKa (apxuBa), Ko-
TOpOI OHM AJPECOBAHBI; U3JIOKEHHUE CYIIECTBA 3ampoca; (haMuiInio, UMsi 1 OTYECTBO OOPAIIAIONIETOCS;
€ro ajJpec, KOHTAKTHbIE TeNe(OHbI; 1aTy U JIUYHYIO MOAIMHUCH.
OOparteHust rpaxaaH, B KOTOPbIX OTCYTCTBYIOT (haMHIIMH, agpeca M IMOANUCH OOpaIlarouIuxcs,
CUMTAIOTCS AHOHMMHBIMU U HE IOJUIEKAT PACCMOTPEHMIO; MPH JIMYHOM OOpallleHUH NPH HAIU4uHu ¢a-
MWINH | ajjpeca HeAOCTaromas HH(popMaIus MOXXeT ObITh BOCIIOJIHEHA.
CpoOK HCIOIHEHHS 3alIpOCOB COLUAIBHO-IIPABOBOIO XapaKTepa rpaKiaH U OpraHu3aluil 110 mMare-
puaiiaM apxuBa HE AOJDKEH InpesbimaTh 30 nHEH co AHS perucTpauuu odpamieHud. [Ipu cioxHbIX 3a-

IIpocax CPOK MOXKET OBITE IpOAJICH, HO HC Oonee yuem Ha 30 JIHel ¢ 00s13aTeIbHBIM YBCAOMJICHUCM 00 3TOM
18.2. ApXI/IBHBIG CIIpaBKU COCTABJIAIOTCS Ha OCHOBAaHUU JOKYMCHTOB (HO)IJII/IHHI/IKOB H 3aBCPCHHLBIX

3asABUTCIIA.
KOHHﬁ), XpaHAIIUXCA B apXUBC; UCIOJIB30BAHUC HC3aBCPCHHBIX JOKYMCHTOB, OTHOCAIIUXCA K BOIPOCY

oOparlieHusi, OrOBapuBaeTCs B TeKcTe cripaBku ("He3aBepeHHas komus'"). [Ipu oTcyTcTBUM B apXUBE J10-
KYMEHTOB, COJICpXKAIINX CBEICHM 10 3alpaliiBacMOMY BOIIPOCY, apXHUBHAs CIPaBKa MOXKET OBITh BBI-
JlaHa MO XPaHAILIMMCS B apXMBE NE€UYaTHBIM MaTepuajiaM, OTHOCALIMMCS K MpeaMeTy oOpalleHus, ¢ TO4-

ApPXUBHBIC CIIPABKU COCTABISIOTCS [0 YCTaHOBIIEHHOW (opme (mpuiokenue 15) Ha OnmaHke ap-

HBIM U IIOJIHBIM YKa3aHUEM UCTOYHUKA.
XMBHOH CITPaBKH WM 001IeM OJIaHKe KOJUIEIDKA.
€TCsl IPUBOJIUTD B CIIPABKE BBIIEPIKKH U3 TIOKYMEHTOB, 3aKJtouasl X B KaBblukU. Ha3zBanus opranuzanuit

B CIIpaBKC IMPUBOIAATCA HAa3BaHUA, AATbl U HOMEpA HOKYMCHTOB U M3JIAratOTCA CBCACHUS, UMCHO-
B TCKCTEC CIIPpABKU IIPpU IIEPBOM YHOTpe6HeHI/II/I MMPUBOAATCA ITOJIHOCTBIO, 4 B CKOOKax - HUx O(l)I/II_II/IaJIBHO

1IMecsl B Ha3BaHHBIX JOKYMEHTaX M OTHOCALIMECS K BOoIpocy oOpaiieHus. M3noxeHue gaercsa B XpoHO-
JIOTHYECKOW TOCIIEJOBATEIbHOCTU COOBITHMH, a HE JJOKYMEHTOB, B KOTOPBIX OHHM OcBelatoTcs. Jlomycka-

MIPUHSTHIE COKPAIIEHHUS; IPU MOBTOPHBIX YIIOMUHAHUSX - TOJIBKO COKpAIIEHHBIE.
B cnipaBKy BKJIHOYArOTCSI TOJIBKO CBEJIEHUS, YIOMUHAEMBIE B TJOKYMEHTAX.
B TekcTe apXuMBHOM CIIpaBKU HE JIOMYCKAIOTCSI KOMMEHTapuHu, COOCTBEHHBIE BBIBOJIbI HCTIOTHUTENS
10 COAEP KAHUIO MCIIOIb30BAHHBIX JOKYMEHTOB.
[Tocne Tekcra cripaBKM MOMEUIAIOTCS] apXUBHbBIE HIU(PPHI JOKYMEHTOB, OCTY>KUBIINX OCHOBAHHUEM
JUIsL COCTaBIJIEHUsI TEKCTa CIIpaBKH (HoMepa (hOHJIOB, OMMCEH U Jiel, a TaK)Ke HOMEpa JIUCTOB B JIETe).
ApxuBHasl cIpaBKa MOAMKMCHIBAETCS ITUPEKTOPOM KOJUIEKa UM pyKoBoauTesneM apxuBa; CrpaBka
3aBepsIETCs MEeYaThO0 KOJIEIKA; BTOPOU DK3EMIUIIP apXUBHOM CIIPaBKU 3aBEPSETCS PyKOBOJUTENIEM ap-
XUBAa U XPaHUTCS B JIeJIaX ApXUBA B COOTBETCTBUU C HOMEHKJIATYpOH JEIl.
18.3. ApxuBHBIE KOMHMHU U BBIMUCKUA U3 JOKYMEHTOB BBIIAIOTCS B COOTBETCTBHHM C 3alPOCOM.
W neHTuyHOCTh MOUIMHHUKY BBIJJAHHBIX aPXUBHBIX KOMUN M BBIMHCOK 3aBEPSIETCS OMUCHI0 PYKOBOJIH-
TeJsl KOJUIeJKa WM YIOJHOMOYEHHOIO MM JIMLA (PyKOBOIUTENS MOJpa3AesieHus, B COCTaB KOTOPOIO
Brinucka npou3BoANTCS TOJIBKO U3 TOKYMEHTA, B KOTOPOM COJIEP’KUTCS HECKOJIBKO OTAEIbHBIX, HE

BXOJIUT apXHB) U repOOBOM NeUaTho0 KOJUIEeKaA.

CBSI3aHHBIX MEXTY CO00M BOIPOCOB. Brimucka nomkHa BOCIPOU3BOAUTH MOJHBINA TEKCT YaCTH JJOKYMEHTA,
3BIBAIOIINE COMHEHHE B UX JOCTOBEPHOCTH, OroBapuBaroTcs cioBamu: "Tak B fokyMeHnTte" win "B Tekcte

OTI[CJ'H)HI)Ie CJIOBA U BBIPAXCHUA IMOAJIMHHOIO JOKYMCHTA, a4 TAKXKE UCIPABJICHUA, ITIOJYNCTKH, BbI-

OTHOCSILLIENCS K 3aIpocCy.

Hepaz0opunBo".
MamuHONMCHBIE apXUBHBIE KOMHMH M BBIMMCKH M3TOTABIMBAIOTCS HA OJaHKE MUChMa KOJUIEHKa C

o003HaUeHHEM Ha3BaHMs JOKyMeHTa: "ApxuBHasg komus", "ApxuBHas Bbinucka". Ilpu u3rotoBieHUH
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Kcepo- WM (HOTOKONUHA JOKyMEHTa OJIaHK KOJUIeAKa, Kak MPaBUiIo, HE UCIOIb3YETCs.

[Tocne TekcTa apXMBHOM KOIWHU WJIM BBHIMCKU YKa3bIBACTCSA apXHUBHBIN mHU(p HoKkymeHTa. Eciu
KOIIMSI WJIM BBIITMCKA 3aHUMAIOT 00Jiee OJJHOTO JIMCTA, apXUBHBIN MN(P yKa3bIBaeTCs Ha 000pOTe KaXk10ro
nucTta. Bee aMcThl apXMBHOM KOMMM WITH BBITUCKHU JJOJKHBI OBITH CKPEIUICHBI, TPOHYMEPOBaHbI M HA MECTE
CKPEIUICHUS 3aBEPEHBI aDXUBOM.

18.4. ApxuBHBIE CIIPaBKH, KOTIMU M BHIIMUCKU U3 apXUBHBIX JOKYMEHTOB HAIIPABJISIOTCS 3asBUTEIISIM
[I0 IIOYTE C CONPOBOJUTENIBHBIM IUCHBMOM, IOANMCAHHBIM DPYKOBOAMUTEIEM KOJUIEKA. ApXHUBHBIC
CIPaBKH, KOIIMU U BBIMMCKH MOTYT BbIIaBaThCs MOJ PACIUCKY HAa PYKU 3aSBUTEISAM IIPHU NIPEABIBICHUU
[IaCIIOpTa MM UHOTO JOKYMEHTA, YIOCTOBEPSIOIIErO JIMYHOCTh; UX POJCTBEHHUKAM WIH JTOBEPEHHBIM
JMIaM TP MPEABSBICHUN HOTAPUAIBHO 3aBEPEHHON TOBEPEHHOCTH, OPOPMIICHHON B COOTBETCTBUH C
3aKOHOAATEIBCTBOM.

[TosyuaTenb apXUBHOM CIIPABKH, KOIIMU WUJIM BBIIMCKU PACIMCHIBAETCS HA BTOPOM 3K3EMIUISIPE M0-
Jy4aeMoro JOKYMEHTa, OCTAIOLIEMCS B J€JIaX apXUBa, C yKa3aHUEM JaHHbBIX IIaCIopTa WM APYroro 1o-
KYMEHTa, Y10CTOBEPSIOLIETr0 JUYHOCTD [OJIy4aTesl.

18.5. ApxuB B COOTBETCTBUM C 3aKOHOZATEIbCTBOM OOECIIEYMBAET: IIPABO I'PakJaH Ha JOCTYI K
JOKYMEHTUPOBAaHHON MH(OPMAIMH O HUX; TPABO 3HATH, KTO U B KAKUX IEJISIX UCTIOIB3YEeT U UCIIOIb30Ba
3Ty uHpopmaruto. OTKa3 rpaxJIaHUHY B JIOCTYyINE K JOKYMEHTaM O HEM MOKET ObITh 00’KajoBaH B CY-
NeOHOM MOPSAKE.

ApxuB Kojie1ka 00s13aH IpeJoCTaBUTh MH(OpMAIHIO OECIUIATHO 110 TPEOOBAHUIO TEX OpraHU3aLui
U JIL, KOTOPBIX OHa KacaeTcsl. OrpaHUyYeHUs] BO3MOKHBI JIUIIb B CIy4asX, PEIyCMOTPEHHbBIX 3aKOHO-
narenscTBoM Poccniickoit @enepanuu. ApXuB MOKET UCIOJIHATh TEMAaTHUECKUE 3aPOCHl FOPUIUMUECKUX
JIMIL, @ TAKXKE 3aIPOCHl (PU3MYECKHX JIMII HMYIIECTBEHHOTO M (PMHAHCOBOT'O XapaKTepa Ha IUIATHOW OCHOBE.
IlepeueHp Takux yCiIyT U pa3Mep OILIAThl yTBEPKIAAKOTCS PyKOBOIUTEIIEM KOJUIEKA.

18.6. Jlomyckaercsi M3bATHE W3 ApXHMBHBIX Il M BbIada BIAJENbIaM MM WX POJICTBEHHHUKAM
MOJUITMHHBIX JIMYHBIX JOKYMEHTOB O TPaKJaHCKOM COCTOSIHMH, 00 00pa3oBaHMM, TPYAOBBIX KHMXKEK U
JPYTUX HE MOJIYYEHHBIX B CBOE BpPEMs BIIAJENbLIEM JOKYMEHTOB.

[TonnuHHBIE TUYHBIE TOKYMEHTHI BBIIAIOTCS C Pa3pelIeHUs] TUPEKTOpa KOJUIEKA 3asBUTEISIM 110
MpeIbABICHUH NACIIOPTa, HHOTO JOKYMEHTA, YIOCTOBEPSIIOUIETO JIUUYHOCTh, UX POACTBEHHUKAM WM J0-
BEPEHHBIM JIMI[aM HOTApUAJIBHO 3aBEPEHHOW JOBEPEHHOCTH. lIoUIMHHBIE JMUYHBIE TOKYMEHTHI MOTYT
OBITh BBICTIAHBI 3aIBUTEIIO IEHHBIM [TUCHEMOM.

Opra"aMu mpaBoONOPSIJIKA U3 apXHUBA MOTYT OBITh U3BATHI JOKYMEHTBI B COOTBETCTBHHM C 3aKOHOJ1a-
tenbcTBOM Poccuiickoit denepanuu.

Ha MecTo n3pATOr0 JOKyMEHTa B I€J10 BKJIAABIBAETCS CIIPaBKa O BbIJA4€, CHATAs C HETO KON WU B
YUETHBIX apXMBHBIX JOKYMEHTaX JieJaeTcsi OTMETKa 00 U3bSITUH, YKa3bIBAlOTCA HOMED, /1aTa U Ha3BaHUE
JOKYMEHTA - OCHOBAHHUS JIJIs1 U3BSITHSL, a TAKXKE PACIINCKA MOTydaTess JOKyMEHTa (1P JUYHOM nepeaaye).

18.7. Ilpu oTCyTCTBUY B apXHBE 3aIllPAlIMBAEMBIX CBEJACHUH OTPHUIIATEIBHBIN OTBET COCTABIISIETCS HA
OnaHKe MucbMa Koyiemka. B HeM yka3piBaeTcsi (JakT OTCYTCTBUS B JJOKYMEHTAX apXHBa MHTEPECYIOLINX
3asBUTENST CBEICHUM M JAIOTCA PEKOMEHJIAINK, Ky/la ClIeyeT oOpaTUThCS 3a HeoOXoaumou nHpopma-
nueil. B ciyuasix oTpuULaTeNbHOrO OTBETA, COJEPIKAILEro CBEACHUs 00 OTCYTCTBMM B apXHBE HEOOXO-
JUMBIX JOKYMEHTOB BCJIEICTBHE MX T'MOENN UM yTpaThl, TEKCT MHCbMa JOKEH ObITh 3aBEpEH MedyaTbio
KOJUIEIDKA.

19. OPTAHU3ALUSA PABOTHBI APXUBA
19.1. PaGoTa apxuBa OpraHU3yeTCs B COOTBETCTBHH C TIOJIOKEHUEM 00 apXHBeE.
B nonoxenne 06 apXxuBe BKIIOYAIOTCS CIEIYIONINE Pa3elibl:
OCHOBHBIE TTOJIOKEHNS,
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COCTaB JIOKyMEHTOB apXHBa;

3a1a4d ¥ (PYHKIIUH apXUBa;

IpaBa apxMBa;

opranu3zaius paboTsl apXHBa.

[Tpy HEOO6XOIMMOCTH MOJIOKEHHE 00 aPXHBE MOKET JIOTOJIHATHCS IPYTUMU pa3ieslaMH.

19.2. Cnenmanuct o paboTe ¢ apXMBOM HA3HAYAETCS HA JIOJDKHOCTh U OCBOOOXKIAETCS OT JOJIK-
HOCTH NPUKA30M JUPEKTOpa KOJIeaxKa.

Crienmanuct no paboTe ¢ apXWBOM OpPraHU3yeT padoTy apXHWBa U HECET MEPCOHAIBHYIO OTBETCT-
BEHHOCTb 3a BBIIIOJIHEHUE BO3JIOKEHHBIX Ha apXUB 3a/1a4.

19.3. Crnermanuct 3a paboTy C apXUBOM MPOXOAUT WHCTPYKTAXK, & B HEOOXOIUMBIX CIyJasX CTa-
KHUPOBKY B TOCYAAPCTBEHHOM apXuBE, B KOTOPBIH NepelatoTcsi JOKYMEHThI KOJUIeKa Ha rocylapcr-
BEHHOE XpaHEHHE.

19.4. B apxuBe COCTaBIISAIOTCS: FOIOBOM IIJIaH paboThI (IpuiiokeHre 16), miaH-rpaduk mpruema Jae
B apXUB.

19.5. 'onoBoii M1aH COCTaBIsAETCS C YKa3aHUEM KOHKPETHBIX BUIOB PaboOT.

19.6. IInan-rpaduk mprema Jen B apXHB COTTIACOBBIBACTCS CO CTPYKTYPHBIMH MOAPA3ICICHUSIMUA U
YTBEP)KIAETCsl PyKOBOAMUTENIEM KOJIIEKA.

19.7. Tlo urtoram pabOTBI apXHMBOM COCTABIISCTCS OTYET O BBIOJHEHWW T'OJOBOTO IUIaHA, TLIa-
HOB-Tpa(MKOB, a TAKXKE CBEJICHHSI O BBIIIOJHEHUN MEPONPUATHUI, HE BKIKOUYEHHBIX B roj1oBoi iaH. [1o-
CIICIHHAE OTPAXKAIOTCA B KOHIIE OTYETa, IIPH HEOOXOAMMOCTH CAMOCTOSITEIEHBIM Pa3/ICIIOM.

19.8. ApxuB IpOBOJIUT MPOBEPKU COCTOSHHS XpaHEHUs JOKYMEHTOB M MX OpraHu3alus B J€jO0-
MIPOU3BOJICTBE CTPYKTYPHBIX MOJPA3ICIICHUI HE PeKe OJHOTO pa3a B TOJI, KaK MPaBUIIo, TIepe/1 Iepeaadei
nen B apxuB. Opranuzaiius MpoBepoK J10JKHA BXOJUTh COCTaBHOW YacThiO B FOJIOBOI I1aH paboThl ap-
XHBA.

PykoBoauTeNn CTPYKTYPHOTO MO/Ipa3ieieHus JOKHBI ObITh 3apaHee MOCTaBJIEeHbl B U3BECTHOCTH O
MIPOBE/ICHUH TTPOBEPKH.

[To uToram Kax10il MPOBEPKH COCTABIISIETCS CIIpaBKa MJIM JIOKJIAJHAs 3allUCKa Ha UMs IUPEKTOpa
KOJIJIEKa, B KOTOPOW OTPa)KaeTcsl CYIIECTBYIOIIEE MOJOXKEHHE M HAaMEUYaroTCsl MEphI MO JIMKBHIAINH
HE/I0CTATKOB M YJIYUIIEHUIO PaOOTHI.

C BBIBOJIaMU MTPOBEPKH JOJDKHBI OBITH 03HAKOMIIEHBI HETTOCPEICTBEHHBIE UCTIOHUTENN H PYKOBO-
JUTEIN COOTBETCTBYIOLIETO CTPYKTYPHOTO TIOpa3 IeICHUsI.

19.9. Ilpu cmeHe crienpanucTa o padoTe ¢ apXUBOM MpUEM-TIepeada JOKyMEHTOB U CIIPaBOYHOTO
amnmapata K HHUM, a TaKKe MOMEIIEHUs apXuBa, UHBEHTaps W 0OOpYJOBAaHUS MPOU3BOJIUTCS MO aKTy
(mpunoxenue 17).

Jlis mpuema-niepeaayn Jell ClenualucToM 1Mo paboTe ¢ apXMBOM MPUKA30M JUPEKTOpa KOJUIeHKa
Ha3HAYaeTCss KOMUCCHS B COCTaBE HE MEHEE TPeX YeIOBeK. B cOCTaB KOMUCCHH BKITFOUAETCS MPEICTaBH-
Tenb cinyxost JJOVY.

19.10. I1pu nmpueme-niepeade Ae1 HEOOXOTUMO TIPOBEPUTH HATMYHE U COCTOSTHHE:

JOKYMEHTOB apXHBa, B TOM YHCJIE 0CO0O0 IIEHHBIX JIET;

YUYETHBIX JTOKyMEHTOB M CIIPABOYHOTO ammapaTra K JOKYMeHTaM (IacriopT apXWBa, OMHCEH Jen u
3aMEHSIOMINX UX HOMEHKIIATYp Jell, TUCTOB (POHJOB U KapTOoueK (POHOB, KHUT MOCTYIJICHUN U BHIOBITHS
JTOKYMEHTOB, CIIPaBOYHBIX KapTOUEK);

neyaTei U ITaMIIoB apXuBa (MPU UX HAJTUYUH);

MPOTHBOIIOKAPHOTO U OXPAHHOTO 00OPYIOBAHHUSL.

Heo6xoanMo npoBepHTh TaKkKe YCIOBUS XPAaHEHUS IOKYMEHTOB.
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Ipuiosxkenne 1

HaunmeHoBaHue KoJjiemka

®ouag N YTBEPXAIO
OIIMCb N HanmeHnoBaHMe DOIKHOCTH
JIeJT TOCTOSIHHOTO XPaHEeHUS PYKOBOIUTEIS KOJUIEIKA
3a TOJ Ilonnuce Pacumgposka
MOATMHUCH
Jlara
HasBanue pasnena (CTpyKTYPHOTO TOApa3IeIeHUs KOJIIEIKA)
N Wnneke 3aroJyoBOK aena Kpaitnue natet Komn-Bo nucros IIpumeuanue
/11 nena
1 2 3 4 5 6
B nmanHBIN pa3nen onmuch BHECCHO en. Xp.,
(umdpamMu ¥ IPOITUCHIO)
cN mo N , B TOM 4HCJIE:

JIMTEPHBIE HOMEPA:
IIPOIYILLIEHHbIE HOMEPA:

HaumeHoBaHue NOKHOCTH
COCTaBUTEJIS OITHCH TToamuce PacmmdpoBka moamucu

HanmeHoBaHUE TOIDKHOCTH

pykoBoamTens apxua  Iloanuck Pacummgposka noamicu
(7IM1a, OTBETCTBEHHOTO

3a apXWB)

Jlata
YTBEPXJIEHO COTI'JTACOBAHO

ITpoTtokon JIIK apXuBHOTO y4peKICHUSA IIporokon I[I3K (3K) xomnemxa
oT N oT N

®opmar A4 (210 x 297 mMm)

d)opMa rogoBoro pasaeiia CBOHHOﬁ OIMUCH A€JI NOCTOSIHHOTO XpaHCHU

Ipuioxkenue 2
HaumeHnoBaHue kouiepka

Doux N VYTBEPXIAIO
OIIMCb N HanmeHoBaHue TOJDKHOCTH
Jziest BpeMeHHoro (cBeimie 10 et) PYKOBOJUTEIIS KOJUIEIKa

XpaHEeHUA
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3a rox IToanuce Pacmndposka
IIoAIIUCHU
Jlata
HasBanwue pasnerna (CTpyKTYpHOTO TIOpa3IelICHIsT KOJUICIKa)
N Wnnexc 3aromoBok Kpaitane natei Cpok xpa- | Kom-Bo mme- | Ilpumeuanue
/I nena nena HEHHSA TOB
1 2 3 4 5 6 7
B naHHbIi pa3aesn OnUcU BHECEHO en. Xp.,

(umdpaMu ¥ IPOITUCHIO)

cN mo N

, B TOM YHCJIE:

JUTEPHBIC HOMEpA:

MMPONYHICHHBIC HOMEPA!

HaunmenoBanme JOJDKHOCTH
COCTAaBUTCJIA OITUCH

Jlata

HauMenoBaHue H0IKHOCTH
PYKOBOJUTEINS apXuBa
(JtuI1a, OTBETCTBEHHOTO

3a apXUB)

Jlata

COI''TACOBAHO

[porokon LIBK (OK) xommemxa
oT N

®opmar A4 (210 x 297 mm)

IMonmnuce Pacmm¢poBka noammcu

IMoxmmce Pacudposka moamnucu

®opma rogoBoro pasjzeisia CBOJHON OMUCH JIe] BPEMEHHOTO

(cBormre 10 net) xpaHeHHUS
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HaumMmeHnoBaHue kouiemka

®oun N YTBEPXIAIO
OIIUCH N HamvmenoBanne 1omKHOCTH
JIeJT TIO JINYHOMY COCTaBY PYKOBOIHUTENS KOJUTEIKA
3a rof IToanuce Pacmudporka
IO IITHCH
Jlata
HasBanue paznena
N Wnneke 3aroJoBOK siena Kpaitnue natet Komn-Bo nucros IIpumeuanue
/m nena
1 2 3 4 5 6

B naHHbIN pa3zgei onucu BHECEHO

en. Xp.,

(tmdpamu ¥ IPOITUCHIO)
cN mo N

, B TOM YHCJIE:

JIUTEPHBIC HOMEpA:

IIPOIYILLIEHHbIE HOMEPA:

HaumenoBanme JOJIDKHOCTH
COCTAaBUTECJIA OITUCH

Jlata

HavanpHuK ciry»0bI KaJpoB
(MHCHIEKTOP IO Kajapam)

Jlata

COI'JTACOBAHO
IIporokon LIDK (IK) komnemxa

oT N

TTonmuce PacmmdpoBka moamucu

IToanuce Pacmm¢poBka noanucu

COTI'JTACOBAHO
[Tporoxon DK
APXUBHOTO YUPEXKACHUS
oT N

®opmar A4 (210 x 297 mm)

®opma roJo0BoOro pasjesia CBOJHOM OMUCH JIe] 10 JTUYHOMY COCTaBy

HaumenoBanme KOJIIC12Ka

Ipuiokenue 3

Ipuiaoxenue 4
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AKT YTBEPXIAIO
N HaumeHnoBanue 10JDKHOCTH
PYKOBOJUTEIIS KOJUIEAXKA

(MecTO cocTaBIeHHS)

0 BBIJEJIIEHUU K YHUUTOKEHUIO [Noanuce PacmmgpoBka
JIOKYMEHTOB, HE MOJJIEKAIIX TIOJTTUCH
XPaHEHUIO Hata

Ha ocHOBanun
(Ha3BaHUE ¥ BBIXOIHBIC TAHHBIC MEPEYHS TOKYMEHTOB

C YKa3aHUEM CPOKOB UX XpaHEHHMS)
0TOOpaHbI K YHUUTOXKEHHUIO KaK HE UMEIOIINE HAyYHO-UCTOPUUECKOM LIEHHOCTH
W yTpaTUBIIUE NPAKTHYECKOE 3HAUCHHE TOKYMEHTHI (hoHma N

(Ha3BaHue
tdonma)
N 3aronoBok aena win | Kpaiinue | Homepa | Wupekc nenano | Koxa-Bo en. Cpoxu XpaHeHUsI U IIpume-
I/ | TPYHIIOBOIi 3aroJo- JIaThl ornmcen HOMEHKJIaType Xp. HOMepa CTaTei 1o JaHUe
BOK JIOKyMCHTOB win N ziena 1o TIePEYHIO
OTIHCH
1 2 3 4 5 6 7 8
Hroro el Xp. 3a TOJIbI
(tdpamu ¥ IPOITUCHIO)
OmnmcHu e MOCTOSTHHOTO XpaHeHHU 3a TOJBI YTBEPKIEHBI 110 JINYHOMY
COCTaBy
cornacosansl ¢ 11K
(HanMeHOBaHME apXUBHOTO YUPESHKACHHS)
(mpoTokox oT N
HanmeHnoBaHue JOIMKHOCTH JIHLA,
IIPOBOJIUBINIETO 3KCIIEPTU3Y
LIEHHOCTU JOKYMEHTOB IToanuce Pacundposka noamnucu
Jlata
COI''TACOBAHO
IMporoxon LIDK (3K)
oT N
JIOKYMEHTEBI B KOJINYECTBE en. xp.,
(mdpaMu 1 MPOTHCHIO)
BECOM KT CIJaHbI B
(HaMMeHOBaHME KOJUTSKA)
Ha repepaboTKy M0 IPHUEeMO-CIaTOYHOM HaKJIaJHON OT N

HammeHnoBanne T0JDKHOCTH paOOTHHKA,
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CAaBIICTO JOKYMCHTBI HOZ[HI/ICI) PaCIHH(i)pOBKa oAU CHU

Jara

V3MeHeHHs B y4ETHBIC JOKYMEHTHI BHECEHBI.

HammeHnoBanne TOIKHOCTH PaOOTHHKA

apXuBa, BHECIIETO N3MEHEHHS

B YUETHBIE JOKYMCHTHI Honmmce
Jara

®opmar A4 (210 x 297 mm)

d)opMa aKTa O BbIACJICHUU K YHUYTOXCHHUIO TOKYMEHTOB,
HC MOJJICIKAIUX XPAHCHUTIO

PacmmpoBka noammcu

(Ha3BaHue rocyiapcTBEHHOT'O apXHBa)

(Ha3BaHue kouiepka)

doung N
Omnucs N

(Ha3Banue omnmcn)

(Kpaitaue natsr)
®opmar A4 (210 x 297 Mmm)

d)opMa TUTYJIBHOT'O JIMCTA OITUCH
QJICKTPOHHBIX TOKYMEHTOB NOCTOSIHHOTO XpaHCHUA

Dong N
Omnucs N
3a roJI

YTBEPXIAIO
IIporoxon DK
(Ha3BaHne
apxuBa)
N

Ipuaoxenue 5

N N | 3aronoBok ef. Hata O0Bvem Kon-Bo

®op- | CocraB Tek-

[Ipume-
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el.y4yer | em.x yuera co3nanus | (Moaiir) 3anucei Mar CTOBOH CO- yaHHe
a p- (mist 6a3 JlaH- TIPOBOIH-
JTAHHBIX ) HBIX TEIBLHOH J10-
KyMEHTalu1
1 2 3 4 5 6 7 8 9
B nansbIi pazzen onucH BKIOYEHO €ll. ydeTa ¢
(undpamu ¥ MPONUCHIO)
N mo N ;
en xp. ¢ N mo N 00beMOM Moair.
(tdpamu U IPOMTUCHIO)
Bceero B ommch BKIIOYECHO en. yuera c N
(1mdpamu 1 IPOTTHCHIO)
mo N ;
ex. xp.c N mo N 00BEMOM Moaiir.

(1mdpamu 1 IPOTTUCHIO)

HaumMenoBaHue HOKHOCTH

COCTaBUTEIIA OIIUCHU Moamucy  Pacmmdporka noanucu

Jlata
COT'JTACOBAHO

Iporokon IK (LIDK) xommemka N

[pencenarens DK (LIOK) xomremxka

(TOJDKHOCTD, TIOJITUCH,

pactudpoBKa IO IITUCH)

®opmar A4 (210 x 297 mm)

d)opMa OIMMCH BJICKTPOHHBIX JOKYMCHTOB IIOCTOAHHOT'O XpaHCHUA

JIMCT ®OHOA N

(Mecronaxoxenue GpoHaa (HANMEHOBaHUE
KOJIJIe[Ka, TJe XpaHuTcs (GOHT))

(/laTa mepBOTO MOCTYIICHUS
JIOKyMEHTOB (pOH/Ia)

Kpaitaue naTel kaxmoro Ha3BaHus GoHIA

HazBanue donna

1

2

1. YdeT HeoNMCaHHBIX TOKYMEHTOB

Ipuioxenue 6



OpraHu3aIun

COI'JTACOBAHO
IIporokon [IOK (OK)

oT

pykoBoautens ciayxosr IOY

Jlata
Buza pykoBouTers apxuBa
(JTIia, OTBETCTBEHHOTO 32 ApXHB)

N

B OpraHu3anuu

®opmar A4 (210 x 297 mm)

(DopMa HOMCHKJIATYPbI ACJI OpraHru3alun
HTtoropas 3anuce o KaTeropusaXxX 1 KOJI-B€ [CJI, 3aBCICHHBLIX B rony
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MHata Hazpanue, N u narta noxy- IToctynnenue BriObITHE Hannune
3aIUCH MEHTA, [10 KOTOPOMY MO- (ocTarok)
CTYIIWJIN FUTH BBIOBLIH JI0-
KyMEHTbI Kon-so en. | Kpaii- | Kon-Bo en. | Kpaii- | Bceero en. xp.
Xp. HHE Xp. HHE
JaThl aThl
1 2 3 4 5 6 7
Hpuioxenue 7.
HOMEHKJIATYPA JIEJI YTBEPXJAIO
HanmeHoBanue TOKHOCTH
PYKOBOJUTES OpraHUu3aluu
(MecTo cocTaBieHHs)
IToamuck PacmmgpoBka
Ha roj MHOJITUCH
Jara
Nunexc 3aroioBoK Aeia Kon-Bo ex. | Cpoxk xpanenus u N IIpumeuanue
nena Xp. CTaTel Mo nepevHIo
2 3 4 5
Haspanue paznena
HaumeHnoBanue NOJDKHOCTH
Moamues  PacumdpoBka nmonnucu
COI''TACOBAHO
ITpotokon JIIK apxuBHOTO

YUPEKIECHUS
oT N

B ToMm uucne:
¢ ormerkoi "DIIK"

Bcero
EPEXOAALINX

ITo cpokam xpaHeHUs




TocypapcTBeHHOE 010/1:KeTHOE NPO(deccoHaIbHOE 00pa30BaTeIbHOE YUPeKIeHHEe
«CoJMKaMCKHii COIHAIBHO-TIearornyecknii Kosuteqx umenu A.Il. Pamenckoro»

TI-CMK

Y

/4
/% Penmaxmus 01 Ox3zemmusp 1
==

Jlucr 32 / Bcero 42

IlocTostHHOTO

Bpewmennoro (cBbime 10 net)

Bpewmennoro (mo 10 ner
BKITFOUHTEIIHHO)

HUTOI'O:

HaumMmeHoBaHMe NOMKHOCTHU
pykoBonutens ciyxob1 IOY [Moanuce

Jlata
HroroBsie cBeeHNS TIEpeAaHbl B apXUB.

HaunmeHoBaHue HOJDKHOCTH
NEPENABLIErO CBEICHUS ITognuce

Jlata
dopmMa UTOTOBOH 3aIHCH K HOMEHKIIATYpE AeJ OpTraHu3allnu
HammeHnoBanne opranmzanuu

HaumeHoBaHue CTpyKTYypHOTO
HOJIPa3CIICHUS

HOMEHKJIATYPA JEJI

N

(MecTO cocTaBIICHHS)

Pacmmdposka mogmmcu

PacimdpoBka moanucu

Ha rog <*>
Nunexc 3aroj0BoK Aeia Kon-Bo ex. | Cpoxk xpanenus u N IIpumeuanue
zena Xp. CTaTe! 10 NEePEUHI0
1 2 3 4 5

Ha3zpanue pazaeina

HaumeHoBaHMe NOKHOCTH
PYKOBOIUTEINS CTPYKTYPHOTO
MIOAPA3ACIICHUS ITonmuce

Jlata

COT'JTIACOBAHO <**>
IIporokon K cTpykTypHOTO
MIOJIpa3IeNeHus

PacmmdpoBka nmoanucu

Hpuiosxenue 8.
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HaumeHoBaHue JOIKHOCTH

PYKOBOIMTEIS apXUBa

(JMTIa, OTBETCTBEHHOTO

3a apXWB) [onmmues  Pacumdpoka moamucu

Jlata
®opmar A4 (210 x 297 mm)

(DopMa HOMCHKJIATYPBI ACJI CTPYKTYPHOI'O IMOAPA3ACICHUA OpraHu3alun

<*> K BBINKCKE M3 HOMEHKJIATYPHI JIe]l OpraHU3aluy il JAHHOTO CTPYKTYPHOT'O IOJpa3AeieH s 110 OKOHYaHUH Ka-
JICHIAPHOTO TOJIa COCTABILSIETCSI HTOTOBAsA 3alMCh 1O (hOpMe, YKa3aHHOH B NMPUIIOKEHUU 7, U JIENIAeTCsl OTMETKA O Iepenade
UTOTOBBIX cBeJeHUH B ciryk0y JIOY opranm3ammm.
<**> [Tpu Hammauu DK CTPYKTYpHOTO TOApa3IeICHHS.
Hpunnoxenue 9
JINCT-3ABEPUTEJIb JEJIA N

B nerne moAmmTo U MpOHYMEPOBaHO JIUCTOB,
(mdpamMu ¥ IPOITUCHIO)

B TOM YHCIIE!
JIUTEpHbIE HOMEpa JTHCTOB ;
IIPOIYIIEHHBIE HOMEPa JINCTOB
+ JINCTOB BHYTPEHHEH ONUCH

OcobeHHOCTH (PU3NUECKOTO COCTOSTHUSA M (POPMHUPOBAHUS Jeia Howmepa
JMCTOB
1 2

HaumeHoBaHMe 1OIKHOCTH
paboTHHKa IMoamues  PacmmdpoBka momnucu

Jlata
®opmar A4 (210 x 297 Mm)

d)opMa JIMCTA-3aBEPUTEIIA ACjIa

Ipuno:xenue 10

BHYTPEHHSISI OITUCH
JIOKYMEHTOB eJl. Xp. N

N Wnnexc no- Hata noxy- 3arosoBoK AOKyMEHTa Howmepa nucros en. IIpu-
/I KyMEHTa MEHTa Xp. Meya-
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HHUC
1 2 3 4 5 6
Htoro JIOKYMEHTOB.
(mnhpaMu 1 IPOITUCHIO)
KonuuecTBo TUCTOB BHYTpEHHEN OMUCH (1mdpamu 1 MPOMUCHIO)

HaumeHoBaHue JOJDKHOCTY JIMLA,
COCTABUBILETO BHYTPEHHIOK OIIUCh
JIOKYMEHTOB Jiea IMoamucy  PacmmdpoBka moxnucu

Jlata
®opmar A4 (210 x 297 Mmm)

®dopma BHYTpEHHEH ONMUCH TOKYMEHTOB JIeNa
Kon roc. apxusa
Kon opranuzanun

®D. Neo
Om. Ne
. Ne

(HanmeHoBaHMEe apXHUBHOTO yUPEKACHHS)

(HanmeHOBaHHE OPraHU3aAIMH U CTPYKTYPHOTO TIOAPA3IeICHN)

JIEJION _ TOMN

(3aronoBok nerna)

(Kpaiinue nator)

Ha JIUCTaxX
XpaHuTh

O.N_

On.N

AN |

®opmar A4 (210 x 297 mm)

®dopma 00JI0KKH eTa
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MOCTOSIHHOTO U BpeMeHHOTro (cBbiie 10 5eT) xpaneHus

Ipuioxenue 11

Kon roc. apxuea
Kon opraHmusaumum

. N
Om. N
o. N

(HammeHOBaHME APXMBHOTO YUPEXIEHUS)

(HamMmeHOBaHME oOpraHM3alMM M CTPYKTYPHOI'O NOIpa3neJieHU:d)

IEJO N TOM N

(3arosioBok nmeja)

(KparHuve naTe)

Ha
XpPaHUThb

JIMcTax

dopmaT A4 (210 x 297 MMm)

dopMa OOJIOXKM IeJia
IIOCTOSHHOTO M BpeMeHHOTO (cmBeme 10 JjieT) XpaHeHUS
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(HaumeHoBaHUe opraHu3aIium)

(HanmeHOBaHHE CTPYKTYPHOTO TIOPA3ICICHU)

YTBEPXJIAIO

IIpuno:xenue 12

HaumMmeHoBaHue TOIKHOCTH
PYKOBOIIUTENS CTPYKTYPHOTO

MO Ipa3IeICHUs
ITognuce Pacumgposka
HOJIIHCH
Jlata
OIIUCb N
N Wnnexe 3aronoBoK aena Kpaiinue Kon-Bo Cpoxk xpa- [Ipumeuanue
n/n Jena JIaThl JIUCTOB HEHUs
1 2 3 4 5 6 <*> 7

Hazpanme pasaciaa

B nanHy0 onuch BHECEHO

(undpamu 1 IPONUCHIO)

mo N , B TOM YHCIIE:

JIUTEPHBIC HOMEpA:

en. xp. c N

HIPOIYILLIEHHbIE HOMEPA:

HaumenoBanme JOJIDKHOCTH
COCTAaBUTCJIA OIITUCH

Jlata

COI'JTACOBAHO

HanmeHOBaHME TOJKHOCTH PYKOBOIMTEIIS
cyx0s1 JIOY

IToanuce PacmmpoBka noanucu

Jlata

IMoamnuce

Pacumdposka mogmmcu

COI''TACOBAHO <**>

IMporoxon K cTpykTypHOTO
MOJIpa3/ieNeHust
oT N

dopma orucH Jiel1 IIOCTOSTHHOT0, BpeMeHHoro (cBbiie 10 siet)

XpaHEHHU U 11O JIMYHOMY COCTaBy CTPYKTYPHOI'O

noapa3aAcjeHus Oprann3anuu
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<*>I'pada 6 omyckaercst B OIUCAX eI TOCTOSTHHOTO XPaHEHUSI.
<**> [Tpu Hamnumuu DK cTpykTypHOrO NoApasieseHusI.

Ilepenan

el Xp.

=

(mdpamu 1 IPOTTUCHIO)

PETHCTPAIIMOHHO-KOHTPOJIBHBIX KapTOTEK K

(unhpaMu 1 IPOIUCHIO)
JIOKyMEHTaM <*>

HanmeHoBaHuE HOJDKHOCTH COTpYyAHHKA

CTPYKTYPHOTO ITOApa3IeIICHUs IMommucys  Pacumdpoka moamucu
Jlata
punsin el. Xp. U

(tmdpamu 1 IPOTTHCHIO) (mdpaMu ¥ IPOTTHCHIO)

PErUCTPALIMOHHO-KOHTPOJBbHBIX KAPTOTCK K JOKYMCHTAM.

HaunmeHoBaHMe TOMKHOCTH PaOOTHHUKA
apxuBa OpraHU3anuu IMoamues  PacmmdpoBka noanucu

Jlata

®opmar A4 (210 x 297 mm)

®opMma UTOrOBOH 3aIIMCH U 3aBEPUTEIIBHON HAIIUCH

<*> [lepemaroTcst BMECTE C JIeIaMU KaHICISIPUH.

(HasBanune rocynapcTBeHHOTO apXuBa <*>)

(HazBanue donna)
®onx N

OIIMCBHb N

(Ha3Banne ommcn)

Kpaiinue natel 1TOKyMEeHTOB

®opmar A4 (210 x 297 mm)

(DopMa TUTYJBHOI'O JIMCTA OITUCHU NOKYMEHTOB MOCTOSIHHOI'O XpaHCHUA

Hpuioxenne 13

IIpuaoxenue 14
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<*> 3anoiHsAeTcs B rOCYAapCTBEHHOM apXUBeE.

HaumenoBanue opranuzanuu Ilerposy b.U.
yi. XKXykoBckoro,
105/2, kB. 5,
r. HoBocubupck, 630082

APXHMBHAS CIIPABKA
31.06.99 N 04-5/173
Coaukamck

Ha N 310 ot 25.06.99

B nokymenTtax apxuBHOro ¢ouma Bcepoccuiickoro o0beqUMHEHUS
xnebonpoaykroB "PocxneOonpoaykr”', B BEIOMOCTSIX Ha BbIIauy
3apabOTHOM TUIATH pabOYNM U CITYKAIINM 32 amlpelnb - 1ekadps 1962 r.,
3Hauutcs Ilerpos bopuc MIBaHOBUY B JOKHOCTH UHXKEHEDA.

OcnoBanwue: ¢. 50, om. 2, . 3, mur. 105 - 106.

CrpaBka BBIIaHa JUIS TIPEJOCTABICHUS IT0 MECTY paOOTHI.

HaunmeHnoBaHue nomxHOCTH

PYKOBOJUTEIIS OpraHu3aluu

(CTpYKTYpHOTO MOApa3iesieHus,

B COCTaB KOTOPOI'O

BXOJIUT apXHB) Moamucs  Pacmmmdposka
MIOATINACHU

Jlata HanmeHnoBanue J0KHOCTH
PYKOBOIUTEIS apXuBa (JTUIIa,

OTBETCTBEHHOTO 3a apXHB) Mogmucs  Pacmmdposka
TIO/IITUCH

Jlata
I'epboBast mevaTs OpraHu3anuu

®opmar A4 (210 x 297 mm)
i AS (148 x 210 mm)

®dopma apXUBHOM cripaBKH (00paszerr)

HaunmenoBaHnue opranusanuu YTBEPXIAIO

Hpunaoxenue 15

HaumMmeHoBaHue JTOJDKHOCTH
PYKOBOJMTEISI OpraHU3aluu

IMoamucy Pacmmgposka
MOITUCH

Jara

IVTIAH

PABOTHI HA20  TOJ

(HaMMeHOBaHME apXH1Ba)

Hpnioxenue 16
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N HasBanue Ennnnna O6bem bromxer Cpoxk ucmnon- Ucnon- | Ilpumeuyanue
/I paszena v | U3MEpeHus | paboThI pabouero HEHUS HUTETb
HalMEHO- BpEMEHU
BaHHUE BUJA
paboThl
1 2 3 4 5 6 7 8
HaunmenoBaHue noymxkHOCTH
PYKOBOIUTENS apXHUBa Moamucy  Pacmmdposka moanucu
Jlata
dopma Tro0BOTO TTaHa PadOTH apXHBa
Hpuioxenne 17
HaumeHnoBanue opranuzanuu YTBEPXIAIO
AKT HaumenoBaHue AOIKHOCTH
PYKOBOJUTEIS OpraHU3aluu
N
Hommucey PacmmgppoBka
(MecTO cocTaBIICHUS) TTOIMHCH
IpueMa-repeadv pyu CMEHe Hata
PYKOBOIUTENS apXHUBa
B cooTBercTBUM € TpUKa30M OT N nepezan, a

(¢.u.0. mepenaromero)

(¢.1.0. MPUHUMAIOIIETO)

MIPUHSIT B IPUCYTCTBUM KOMHCCHH, 00pa30BaHHON Ha OCHOBAaHUH JAHHOTO NpHKa3a, B COCTaBe

npenceaaTess

" 4JICHOB

(¢.mo0.)

JAOKYMCHTBI

(p.mo.)

apXHnBa, CTPAXOBbIC KOIIMU NOKYMCHTOB 3a

anmnapar K HUM.

TOJbI N CHpaBO‘IHHﬁ

N | Hazganue u N| Komn-Bo Komn-Bo npunsTHIX A€ - Kon-Bo ex. xp. [Ipumeuanue
/i oTHICH IK3EMII- YUCIIUTEIb, 3HAMEHA- cTpaxoBoro ¢poHga
JISIPOB Tenb - kKonuaectBo O]
OTIHICH
1 2 3 4 5 6
HUTOI'O npunsaro zen,

B TOM YHCJIC

(undpamu ¥ PONUCHIO)
0c000 IIEHHBIX e,

(mdpaMu 1 MPOTHCHIO)
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elI. Xp. CTpaxoBoro ¢poHIa U

(uudpamu u TPOMUCHIO)
onucel B

(1mdpamMu 1 IPOTTUCHIO)
IK3EMIULIPAX.

(mdpamu 1 IPOTTUCHIO)

CocTostHIe JOKYMEHTOB, CTPaXOBOTO ()OHIA U OMUCEH:

(oO1mast XxapakTepUCTHKA COCTOSIHUSA)
OnHOBpEMEHHO NepeaaroTCs

(Bumpt HCA u ero 0o0beMbl, COCTOSIHUC)
CocrosiHiEe TIOMEIICHHS apXUBa!

(o01mast XxapaKTepUCTHKA COCTOSIHIS)
Hanunume u cocTostHue 000pyJOBaHHS U UHBEHTAPSL:

(oOmrast XxapaKTepUCTHKA COCTOSIHHUSI)

[epenan Honmmues  PacumdpoBka moamucu

punsin [ommuee  Pacmmdpoka moamicu

[pencenarens KOMUCCHA [onmmues  Pacumdpoka moamucu

YieHbl KOMUCCHUU: IMoamucy  PacmmdpoBka moamucu

dopma akTa mpueMa-repeaun Mpu CMeHe PYKOBOIUTENS apXrBa

20.JIucT perucTpanuu u3MeHeHuii

Howmep nucros OcHoBa-

Howmep
U3MEHe-
HUS

3aMeHEéH-
HBIX

Ho-
BBIX

aHHYJIUPO-
BaHHBIX

HUS 1A
BHECEHHUSA
H3MEHe-
HUH

Ilon-
NUCh

Pacmmd-
pOBKa
MOJITUCH

Har

JlaTa
BHECE-
HUS U3-
MCHEHUS
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21.JTucT 03HAKOMJIEHHUS
C noxymentom «llonoxxenue 06 apxuse B ' BIIOY «ConukaMckuii colaibHO-TIEAarorn4eCKuii KOJUIEIHK
umMenu A.Il. PamMeHckoro»» o3HaKoMIIeH:

No KTto o3nakomiien (®.1.0., CrpykTypHOE Hata

Iloamuce
/1 JIOJDKHOCTH ) noJipa3ieJicHue 03HAKOMJIECHUS




TocynapcTBeHHOE G10/KeTHOE PO eccHOHAILHOE 00Pa30BaTEIbHOE YUPEKIeHne

«CoJMKaMCKHii COIHAIBHO-TIearornyecknii Kosuteqx umenu A.Il. Pamenckoro»

JA-CMK

Jlucr 42 / Bcero 42

OxzeMiup |

Pemaxims 01

NS

ITonoxeHnne pacCMOTPEHO U IPHUHSTO
CoBeToM KoJIIeKa

[TpoTtokon Ne 8 ot 24 nekabps 2013 r




