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1 eau ocBOeHMS TUCHUNIIMHBI (MOTYJIS)

LlensiMu OCBOCHMSI JUCIUIUIUHEL (MOAYIISI) «APXUBBI [0 IUYHOMY COCTABY» SIBJISIFOTCSI:
paccMOTPEHHE BOMPOCOB O(POPMIICHHS OPTaHH3AIMOHHO- KaJIPOBOM, pacHoOpsSAUTEILHOW, WH-
(dbopMarmOHHO-CIIPABOYHON JOKYMEHTAIlMM U JOKYMEHTAIMH MO JIMYHOMY COCTaBy B TECHOM
CBSI3M C M3JIOKEHUEM PEKOMEHIAUI 10 Mepexoay paboThl KaJPOBBIX CIIYkKO OT TpaaHIIMOHHBIX
dbopM K COBpPEMEHHOI cHCTeMe YIpPaBJICHUS MEPCOHAIOM M OCHOBAMH TPYIOBBIX OTHOIICHUMN
paboTonaTens U pabOTHHKA B COOTBETCTBUHU C TPYAOBBIM KoJiekcoM Poccuiickoii denepanuu.

2 MecTo TUCHUILTHHBI (MOYJIs1) B CTPYKTYpe 00pa30BaTeIbHOM NMPOrpaMMbl
MOJAroTOBKM 0akaJjiaBpa (Marucrpa, crienuasamcra)

JucuumnimHa «ApPXHBBI O JIUYHOMY COCTaBY» BXOJUT B BApHATHUBHYIO 4acTh Oyoka 1 00-
pa30BaTENbHOI IPOrpaMMBI.

Jlis u3yyeHus: AUCUMILIMHBI HEOOX0IMMBI 3HaHUs (YMEHUs, BIaJeHUs), cChOopMUpPOBaHHbBIE
B pe3yJbTaTe U3ydeHHs AUcLUIUIMH: «KagpoBoe nenonpousBoactso», «l'ocynapcTBeHHble, My-
HULMIIAIbHBIE U BEIOMCTBEHHbIE apXUBBI», «ApXUBOBeJeHUEY, «JlokyMeHTOBeaeHHE, «JloKy-
MEHTALMOHHOE 00ecrieueHre apXUBHOTO Jiea U HHpopMaunoHHOH cdepsl B PDy», «JlokymenTa-
LIMOHHOE Oo0ecreueHne TPYAOBbIX OTHOLIEHUH B PD», «YuebHas - mnpakTuKa 1O MNOJYyYEHHUIO
HNEPBUYHBIX MPO(ECCHOHATBHBIX YMEHHUHM M HABBIKOB, B TOM YMCJI€ MIEPBUYHBIX YMEHUN U HaBbI-
KOB Hay4HO-HMCCIIE0BATEIbCKOMN AesTenbHoCcTU» U «IIpon3BojicTBEHHAs - MPaKTUKA 10 MOIyde-
HUIO NPO(eCcCHOHATIbHBIX YMEHUI M omblTa NpodeccuoHanbHON nesTensHOCTHY, «lIpon3Boj-
CTBEHHAas — IPEIUIUIOMHAs PAKTUKA.

3HaHus (YMEHMsl, BJIQJICHUA), NOJIYYECHHBIE NMPH U3YyYCHUM JAHHON JUCLHUIUIMHBI OynyT
HEOOXOIUMBl U Ha HPSIMYIO CBSI3aHbI, C TOCYJIapCTBEHHOM UTOrOBOM aTTecTanueil (rocyaap-
CTBEHHBIN 7K3aMeH, 3ammTa BKP), Bonpockl 1aHHOT0 Kypa BKIIOYEHbI B OJIOK TOCIK3aMEHa.

3 Komnerenuun odyuaromerocsi, gopmupyemblie B pe3yJibTaTe 0CBOCHUS
AUCHUILNIMHBI (MOYJIs) M INIAHMPYeMbIe pe3yJIbTaThbl 00y4eHust

B pe3ynbTaTe 0CBOCHUS AMCHUILIMHBI (MOIYJIS) «APXUBBI IO JIMYHOMY COCTaBY» 00yda-
IOLIMHCS TOJKEeH 001a/1aTh CIEYIOUMMHA KOMIIETEHISIMHU:

CrpyKTypHBII
JIEMEHT [1nanupyemble pe3yabTaTbl O0yUeHUS
KOMIIETEHIINH

IMK-6 - cnioco0HOCTHIO AHATU3MPOBATH CUTYAHIO HA PbIHKE HHGOPMAIIMOHHBIX MPOAYK-
TOB H YCJIYT, AaBATh IKCIIEPTHYI0 OLICHKY COBPEMEHHbIM CHCTEMAaM JICKTPOHHOI'O 10KY-
MEHT0000pOTA U Be/leHUsI 3JIEKTPOHHOI0 ApXHBa

3Harb — OCHOBHBIE OTIpe/IeNICHUS U MOHATUS NHPOPMAIIMOHHBIX TPOAYKTOB U YCIYT,
AKCHepTHOM oneHku, CO], 3JIEeKTpOHHOTO apXuBa ;

— OCHOBHBIE METO/bI UCCIEAOBAHUM, UCIOIb3yEMbIX B YACTH apXUBOB IO
JUYHOMY COCTaBY;

— OHIpe€aAcCsICHUA OCHOBHBIX MHOHATHH B YaCTHU JOKYMCEHTOB JIMYHOI'O, Ha3bIBa-
€T UX CTPYKTYpPHBIE XapAaKTEPUCTUKHU U CBOMCTBA,;

— OCHOBHBIC TIOHSITHS U TIPABHJIA OPTaHU3AINH HH(POPMAIIMOHHBIX MPOTYKTOB
U YCHYT, SKCepTHOM oneHku, CO ], 3JIeKTpOHHOTO apXuBa ;

— OIpeneseHHs MPOIECCOB IKCIEPTHAS OICHKA, MHPOPMAIIMOHHBIX MPOIYK-
TOB U YCIYT,

YmeThb — BBIICJATH CTPYKTYPHBIE 3JIEMEHTHl HHPOPMAIIMOHHBIX NMPOJIYKTOB U YCIIYT,
sKcnepTHOM oneHku, COJI, 3JIeKTPOHHOTO aApXUBa;

— 00cyxaarh crnoco0bl 3PPEKTUBHOTO perIeHus] HHPOPMAITMOHHBIX MPOIYK-
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CTpyKTypHBI
JJIEMEHT

KOMIICTCHI UM

[Tnaaupyemblie pe3yiabTaThl O0y4eHUS

TOB M YCIIYT, 3KcIiepTHas orieHka, COJ1, 3JIeKTpOHHBIN apXUB,;

pacrio3HaBath 3 (HEeKTUBHOE pelIeHne OT Hed((PEKTUBHOTO;

OOBSICHATH (BBIABIATH M CTPOUTH) TUIUYHBIE MOJEIH HH(POPMALMOHHBIX
IIPOJYKTOB U YCIYT, 3KCIIEpTHON o1leHKH, CD /1, 311eKTpOHHOI0 apXUBa;
MIPUMEHSTH NOJydYeHHbIe 3HaHUA B MPO(EeCcCHOHATBLHOMN ASITETbHOCTH; HC-
I0JIb30BaTh UX Ha MEXIUCUUIUTMHAPHOM YPOBHE;

npuoOpeTaTs 3HaHUS B 00JIACTH TPYAOBOTO U aIMUHUCTPATUBHOTO IPABa;
KOPPEKTHO BBIp@XaTh M apryMEHTHPOBAHHO OOOCHOBBIBATH ITOJIOKEHUS
MIPEIMETHOM 00JIACTH 3HAHMSI.

Brnaners

MPAKTUYCCKMMHU HABBIKAMH UCIIOJIB30BAHUA 3JICMCHTOB ... HA APYTHUX JHUC-
UINIMHAX, Ha 3aHATHAX B ayJUTOPHUU U HA ...[MIPAKTHUKE;

crocobamu ACMOHCTpal YMCHHUA aHAJIM3UPOBATh CUTYAllUIO ...,
MCTOJdaMHU ITPOBCACHUA BKCHepTHOfI OLICHKHU, CBI[, 3JICKTPOHHOI'O apXMBa,

HaBbIKaMHU M METOAMKAMHU 0000IIEHMSI pe3yJIbTaTOB PELICHHUs, IKCIIEPU-
MEHTAJILHOH J1€ATEIbHOCTH;

croco0amy OLIEHWBAHUS 3HAYMMOCTH U IMPAKTUYECKOM MTPUTOJHOCTH IOJTY-
YEHHBIX PE3yJIbTaTOB;

BO3MOYKHOCTBIO MEXIUCHUIUIMHAPHOTO IPUMEHEHMSI IOTYYEHHbBIX 3HAHUM
B 4acTH dKCIIepTHOM oueHkH, COJl U 3JeKTpOHHOro apXuBa,

OCHOBHBIMHU METOJaMM UCCJIICAOBAaHUs B obmactu CSI[, QJICKTPOHHOTI'O ap-
XHUBa U MMPAKTUICCKUMHU YMCHUSAMU U HABBIKAMU UX UCIIOJIL30BAHUA,

OCHOBHBIMH METOJIaMHU PEIICHUS 3a7a49 B 001aCTH MTPOBEICHUS IKCIIEPTHOM
oreHku, COJl U 3IEKTPOHHOTO apXuBa ;

l'IpO(l)eCCI/IOHaJ'IBHBIM A3BIKOM HpeI[MeTHofI O6J‘IaCTI/I 3HaAHUSA 6aKaJ1aBpa
HuA;

crioco0amMM COBEPIIEHCTBOBAHUS MPO(PECCHOHANBHBIX 3HAHUM W yMEHH
IIyTe€M HCHOJIb30BAHUS BO3MOXKHOCTEH MH(POPMAIMOHHOMN cpe/bl, MH(popMaIu-
OHHBIX TIPOJIYKTOB M YCIYT, IKCIEePTHOM onieHKu, COJI, 2JIeKTPOHHOT0 apXuBa.

ITK-8 -cnoco0HOCTHI0 AHAIN3HUPOBATDH IIEHHOCTH JOKYMEHTOB C IeJIbI0 HX XPAHEHHS

3HaTh — KpUTCPUHU LCHHOCTU NOKYMCHTA,

YMeThb - KJIaCCI/I(I)I/IL[I/IpOBaTL JOKYMCHTEBI B 3aBUCUMOCTH OT CTCIICHU LHCHHOCTHU O-
KYMCHTAa

BJ'IaI[eTL — HaBBIKaMH MPOBCACHHA SKCIICPTHU3bI HEHHOCTH NOKYMCHTA, HaBbIKaMU Op-

raHn3anu XpaHCHUA JOKYMCHTOB C YUCTOM CTCIICHU UX ECHHOCTH

IIK-10- B1agen
CPEJICTB K JIOKY

HEM MPpUHIUIIAMHA U ME€TOAAMMU CO3TaHUA Cl'[paBO‘-lHO-I/IH(l)OpMaIlI/IOHHBIX
MECHTaM

3HaTh

- IPUHOHWIIBI U MECTOJAbI CO3AHU CHpaBO‘{HO-I/IH(I)OpMaI_II/IOHHBIX CpCACTB

YMerb - IPUMEHUTDH 3HAHUA O IIPUHLMIIAX U METOAAX JJIs CO3JaHUs CIIPAaBOYHO- UH-
(hOopMaIMOHHBIX CPE/ICTB K TOKYMEHTaM
Bunaners - HaBBIKOM CO3JaHHsI CIIPAaBOYHO- MH(POPMALIMOHHBIX CPEICTB K JOKYMEHTaM

IIK-21- B1agen

HeM HABBIKAMM COCTABJICHHSI OnMcel aeJl, IOArOTOBKH €] K mepeaavye B

apXHB OPraHU3aliH, T'OCYAAPCTBEHHbIH WJIH MYHUIIUNIAJbHBIH apXUB

3HaTh

- [IpaBuJia KJ'IaCCI/I(i)I/IKaHI/II/I APXUBHBIX JOKYMCHTOB C LCJIBIO COCTABJICHUS OITH-
CH JICJI JOKYMCHTOB; IIpaBuWJIa MOATOTOBKH ACJI IJIA ICPEAavn B apXUB




CTpyKTypHBI

JJIEMEHT [Tnanupyemble pe3yabTaTbl 00ydeHUs
KOMIIETCHIIUU
Ymers - IPOU3BECTH KJIACCU(PUKALNIO aPXUBHBIX JJOKYMEHTOB, OPOPMUTH OIUCH JJI

JOKYMCHTOB, MIOATOTOBUTH JOKYMCHTHI JJId MICPCAaYn B apXUB

Brnanets - HaBbIKaMHU OpTaHMU3aIUH IOKYMEHTHON HH(pOpMAIIUH [IPHU Mepeaaye A0Ky-
MEHTOB W3 OPraHU3alliU B apXUB

IK-22- cioco0HOCTHI0 NPUHUMATD YYacTHe B padoTe M0 NPOBeJeHUI0 IKCIIEPTU3bI LEeHHO-
CTH IOKYMEHTOB

3HaThL - OCHOBHBLIC 3Tallbl, HOPAAOK ITPOBCACHU A SKCIICPTU3BI HEHHOCTH JOKYMCHTOB B
COOTBETCTBHH C HOPMATUBHBIMH JOKYMCHTaMU

Ymern - pa3rpaHu4uTh JOKYMCHTBI IIOCTOSAHHOI'O, BPEMECHHOI'O CPOKA XPaHCHU, 1101~
JICKAINUEC YHUYTOKCHHUIO

Bnanets - HaBbIKaAMU JOKYMCHTUPOBAHU IIPOBCACHUA SKCIICPTHU3bI HCHHOCTU JOKYMCH-
TOB

K-23- BJIAICHUEM HaBbIKAMHU YU€TaA U odecneyeHus COXPAHHOCTH JOKYMCHTOB B apXHB¢

3HaTh - HOPMaTHUBHBIE JJOKYMEHTBI, OTPaKaIOIINe IPUHIIMUIIBL, METOAbI U HOPMBI
00ecTeYeHrsl COXPaHHOCTH, YUeTa JOKYMEHTOB B apPXUBE

YMethb - IPUMEHUTH Ha MPAKTUKE 3HAHUS O IIPaBUIIaxX 00eCIIeYeHUs COXPaHHOCTH,
ydera JOKYMEHTOB B apXHBE

Bnagers - HaBbIKaMU y4yeTa U 00eCleUeHHs] COXPaHHOCTU JOKYMEHTOB B apXUBe

INK-24- BJIAICHUEM HAaBbIKAMHU OPraHuM3alui ClIPpaBOYHO-NMIOUCKOBBIX CPEACTB U HCII0JIb-
30BAHUA APXHUBHBLIX JOKYMCHTOB

3HaThL - [IpaBHJia COCTABJICHHA CITPABOYHO-TIOMCKOBBIX CPCACTB

YMers - IPOU3BECTH OTOOP JUTEPATyphl, APXUBHBIX JJOKYMEHTOB Ha 33JJaHHYIO TEMY;
CaMOCTOSITENILHO PabOTaTh C PA3IMYHBIMU UCTOYHUKAMU HH()OPMAIIUH; TOHU-
MaTh, AHAJIM3UPOBATh U U3JIaratb HHGOPMAIUIO

Brnanets - HaBBIKOM HCII0JIb30BAaHMs U OPraHU3aIllui HH(OPMAIIMOHHBIX TEXHOJIOTHH B
IIOUCKE I/IH(i)OpMaHI/II/I, HCIIOJIB30BaHUSA MMPABOBBIX Oas JaHHBIX IIpHU COCTaBJIC-
HUM OMOIMorpauuecKoro U apXMBHOI0 0030pOB

IIK-27- cioco0HOCTHI0 NPUHUMATH YYacTHe B padoTe 10 NPOBeJeHUI0 IKCIIEPTU3bI HEHHO-
CTH JOKYMEHTOB

3HaTb - OCHOBHBLIC OTallbl, TOPAAOK ITPOBEACHU SKCIICPTU3BI HEHHOCTH JOKYMCHTOB B
COOTBCTCTBHH C HOPMATUBHBIMU JJOKYMCHTaMU

YMers - pa3rpaHUYUTh JOKYMEHTHI IOCTOSTHHOTO, BPEMEHHOI'O CPOKA XPAHEHMS, 1101~
JIeXKAIIUE YHUYTOKEHHIO

Bnagers - HaBBIKaMU JOKYMEHTUPOBAHUS IIPOBEACHUS SKCIIEPTU3BI LICHHOCTH JOKYMEH-
TOB

I1K-28- BiasjeHneM HaBbIKAMHU y4eTa U o0ecriedeHusl COXPAHHOCTH JOKYMEHTOB B apXHBe

3HaTh - HOpMaTUBHBIE JOKYMEHTBI, OTPAKAOIINE TPUHIUIIBI, METObI 1 HOPMBI
o0ecreyeHns: COXpaHHOCTH, YUeTa JOKYMEHTOB B apXUBE

YMers - IPUMEHUTH HA MIPAKTHKE 3HAHUS O MIpaBUIIaxX 00ecIeyeHus: COXPaHHOCTH,

yd€Ta JOKYMCHTOB B ApXHBC

Brnanets - HaBbIKaMHU y4€Ta U obecrieueHust COXPAaHHOCTH NOKYMCHTOB B apXUBC

JAIK-5- ¢cmoco0HOCTHIO K COOTI0IEHUI0 TPeOOBAHUI K OPraHU3allui KAPOBOIo0 /1eJ10Mpo-
M3BOJICTBA H JOKYMEHTHPOBAHHIO TPYIOBBIX OTHOIIEHHIi, XPAHEHHIO IOKYMEHTOB 10 JINY-
HOMY COCTaBY

3HaTh - OCHOBBI pa0OTHI C KaJIpOBOM JIOKYMEHTAIIUEH, B TOM YHCIIe TPEOOBAHUS K Op-
TaHW3aluy KaApoOBOro JEJIONPOU3BOIACTBA U JOKYMEHTUPOBAHUIO TPYHOBBIX




CTpyKTypHBI

DJICMCHT [Tnaaupyemblie pe3yiabTaThl O0y4eHUS
KOMIIETEHIUH

OTHOIIIEHUH, a TaK e XPaHEHUIO JIOKYMEHTOB T10 JINYHOMY COCTaBY

YmMerb - OpraHu30BaTh KaJIPOBOE JEJIONMPOU3BOJICTBO, XpaHEHUE KaJIPOBOM TOKYMEH-
TallM¥ U OPTaHU30BaTh COOJIIOIEHUE TPEOOBAHMI K OpraHU3AIMH KaJIpPOBOTO
JIEIIOTIPOU3BOJICTBA U JOKYMEHTUPOBAHUIO TPYAOBBIX OTHOIIECHUH, XPaHEHUIO
JIOKYMEHTOB TI0 TUYHOMY COCTaBY

Bnanets - CIIOCOOHOCTHIO K COOJIIOICHHIO TPEOOBAaHUM K OPTaHU3AIUK KaJPOBOTO JEII0-

IIPOU3BOJICTBA U JOKYMEHTUPOBAHUIO TPYAOBBIX OTHOLIEHUM, XPAHEHHUIO J10-
KYMEHTOB I10 JINYHOMY COCTaBY




4 CTpyKTypa M coJeprkaHue TUCUUIIMHBI (MOXYJIs)

OO01mmast Tpy10€MKOCTh TUCHUTUTHHBI COCTABISICT 4 3a4eTHBIX equHuI] 144 akaj. 4acoB, B TOM YHUCIIE:

— KOHTakKTHas pabota — 8,6 akaj. 4acoB:
— ayauTopHas — 6 akaj. 4acos;

B (hopMe MpaKTUIECKON MOJTOTOBKH -2 Yaca

— BHeayauTOpHas —2,6 akaj. 4acoB

— camocTtosTeNnbHas padora — 126,7 aka. 4acos;
— TMOATOTOBKA K dK3aMeHy — 8,7 akaj. 4aca

AynutopHas
KOHTaKTHas paboTa
(B akaj. yacax)

@dopMa TEeKyIero KOHTPOJIA
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1. Pazmen IIOHATHUE APXMBOB IIO N3yuenune Teopernyeckoro mare- | Tect no pasneny Nel u uroro-
JIMHHOMY COCTABY N HUX HOPMA- puana, U3J10’)KEHHOI O B JIEKLIUAX U |BOI'O TECTa
TUBHAS PETJIAMEHTALIMAA JIATEPATYPHI IO TEME
1.1. Tema. CoctaB nokymeHTanuu, xpanumoi| 5 | 0.2 05 |15 N3zyuenne teoperndeckoro mare- |Tect mo pazumery Nelu uroro-|I1K-10
B apXMBax 10 JINYHOMY COCTaBY pHaina, U3JI0KEHHOTO B JICKIHUSIX U |BOTO TeCTa [1K-21
JUTEPATYPHI 110 TEME I1K-22
I1K-23
[1K-24
I1K-27
I1K-28
JIIK-5

ITK-6 I1K-
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1.2. Tema. HopmaTtuBHas 6a3a (QpyHKIHOHU- 0.2 0.5 (15 Wzyuenue teopetnueckoro mate- |Tect mo pazaeny Nel u utoro-|I1K-10
POBaHUS ApXHUBOB TI0 JINYHOMY COCTaBY puana, U3JI0KEHHOTO B JICKIHMSIX M |[BOTO TECTa [1K-21
JTUTEPaTypPHI [0 TEME I1K-22
I1K-23
I1K-24
[1K-27
I1K-28
JITIK-5
ITK-6 I1K-
8-yB
Hroro no pasneny 0.4 1 {30 N3zyuenue teopernyeckoro mare- |Tect no pasaeny Nel u utoro-|I1K-10
puana, u3JI0KEHHOTO B JIEKIIUAX U [BOTO TECTA IK-21
JUTEPATYpPBI 110 TEME I1K-22
I1K-23
I1K-24-3yB
2. Paznen OTBOP 1 O®OPMJIEHUE JEJI, N3yuenne Teopetnueckoro Mate- |Boinonnenue np.3.Nel u tect
COAEPKAIIMX  JOKYMEHTBHEI IIO puana, U3JI0’)KEHHOTO B JIEKIHSX U |K pa3zaeiry Ne2 uToroBoro te-
JINYHOMY COCTABY I HOJITO- JIUTEPATYPBI 110 TEME cTa
BPEMEHHOI'O XPAHEHU S
2.1. Tema. DkcrepTu3a MEHHOCTH JIOKYMEH- 0.3 05 |15 W3zyuenne teopernyeckoro mare- Bemomnenue mp.3.Nel u tect|I1K-10
TOB I10 IUYHOMY COCTaBY pHaia, U3JI0’)KEHHOTO B JIEKIMAX U |K pa3aeny Ne urorosoro tecta|[1K-21
JUTEPATYPHI 110 TEME 2 [1K-22



http://newlms.magtu.ru/mod/page/view.php?id=301218
http://newlms.magtu.ru/mod/page/view.php?id=301218
http://newlms.magtu.ru/mod/page/view.php?id=301220
http://newlms.magtu.ru/mod/page/view.php?id=301220

AynutopHas C'& = =
KOHTaKTHas pabora| & § é =
Passien/ Tema 3 (B akaz. yacax) E ; BT CAMOCTOTENBHOM ®dopMa TEeKyIIEero KOHTPOJIS E‘ % %
= S = yCIIEBAEMOCTH U > S 8
MUCIHAILINHBI & | g ow =g paboThI N &3 o
= § S| EE S 3 NPOMEKYTOUHOH aTTecTalt | § = &
S 35| g8 &% =2
S| E8| 28] 28 S
o © ~
I1K-23
[1K-24
I1K-27
I1K-28
JIIK-5
I1K-6 I1K-
8- 3yB
2.2. Tema Ilepenaua nen Ha nonrospemensoe| 5 | 0.3 05 |15 N3zyuenune teopernyeckoro mare- Bommonnenue mp.3.Nel u rtect|I1K-10
XpaHEHHE W OMBIT apXHBOB IO PadoOTe C J0- puana, U3JI0’)KEHHOTO B JIEKIHSX U |K pasneny Ne2 mrorosoro Te-|I1K-21
KyMEHTaMH I10 JTUIHOMY COCTaBY JUTEPATYPHI IO TEME cra [1K-22
I1K-23
[1K-24
I1K-27
I1K-28
JTIK-5
ITK-6 I1K-
8-yB
2.3. Tema. ®opMupoBaHue JUUHBIX Jen co-| 5 | 0.3 05 |15 N3zyuenune teoperndeckoro mare- Bommonnenue mp.3.Nel u tect|I1K-10
TPYAHUKOB puana, U3JI0’)KEHHOTO B JICKIHSX U |K pasneny Ne2 wmrorosoro Te-|I1K-21
JUTEPATYpPHI 110 TEME cTa I1K-22
I1K-23
I1K-24-3yB
Hroro o pazneny 5 109 1,5 |45 W3ydenne TeopeTrdeckoro mate- |Bermomaenue mp.3.Nel u Tect
pHaja, M3J0KEHHOTO B JISKIMSIX U |[K pa3zfeny Ne2 uTorororo Te-
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http://newlms.magtu.ru/mod/page/view.php?id=301221
http://newlms.magtu.ru/mod/page/view.php?id=301221
http://newlms.magtu.ru/mod/page/view.php?id=301221
http://newlms.magtu.ru/mod/page/view.php?id=301222
http://newlms.magtu.ru/mod/page/view.php?id=301222

AynutopHas C'& = =
KOHTaKTHas pabora| & § é =
Passien/ Tema 3 (B akaz. yacax) E ; BT CAMOCTOTENBHOM dopma TeKylIero KOHTPOJIs E‘ % %
= S s yCIIEBAEMOCTH U > 2 2
JMCLUIIIHHBI R | g ow =g paboThI N &3 o
= § 5 EE S o NPOMEKYTOUHOH aTTecTalt | § = &
: 15225 2z = =
S| E8| 28] 28 S
o © ~
JUTEpaTyphl IO TEME cTa
3. Pazmen OIIMCAHMUE, ITOUCK U UC- N3yuenue Teopetnueckoro mate- |Boinonnenue np.3.Ne2 u tect
I[TOJIbB3OBAHUE APXUBOB IIO JINY- puana, U3J10KEHHOTO B JICKIUSIX U |K pazaeny Ne3 uToroBoro te-
HOMY COCTABY JIUTEPATYpPBI 110 TEME cTa
3.1. Tema. HayuHo-cripaBo4HBIi ammapar K 0.2 0.5 |15 Bemomaenue np.3.Ne2 u rect  |T1K-22
apXMBaMm IO JHMYHOMY cocTaBy. Omnuce naen K pa3aeny Ne3 urorosoro te- |I1K-23
T10 JITYHOMY COCTaBY cTa [1K-24
I1K-27
I1K-28
JIIK-5- yB
3.2. Tema Hcnonp3oBaHue apxuBoOB MO JIUY- 0.3 05 |14 W3zyuenne teoperndeckoro mare- Bemonaenue mp.3.Ne2 u tect |I1K-10,
HOMY COCTaBYy pHaa, U3JI0’)KEHHOT O B JIEKIMAX U |K pa3aeny Ne3 urorosoro te- |I1K-21,
JUTEpaTypsl [0 TEME cTa [1K-22,
I1K-23,
[1K-24-3yB
3.3. Tema. DaeKTpOHHBIE aPXUBBI IO JTUYHO- 0.2 05 |14 N3zyuenune teopernyeckoro mare- Bomonnenue np.3.Ne2 u tect |I1K-10,
My COCTaBy puana, U3JI0’)KEHHOTO B JIEKIHSX U |K pa3aeny Ne3 urorosoro Te- |[1K-21,
JUTEPATYpPHI 110 TEME cTa [1K-22,
[1K-23,
I1K-24-3yB
Wtoro no pazneny 0.7 1.5 |43 W3zyuenne teoperndyeckoro mare- |Bemonaenune np.3.Ne2 u tect  |[1K-10
pHaja, M3J0KEHHOT0 B JIEKIMIX U |K pa3zaeny Ne3 urorosoro te- |[1K-21
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http://newlms.magtu.ru/mod/page/view.php?id=301227
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AynutopHas C'& = =
KOHTaKTHas pabora| & § é =
Pazgen/ Tema 2, (B axa. uacax) E ; By caMocTOSTENBHOM dopma TEKYIEro KOHTPOI: 5 % %
= S s yCIIEBAEMOCTH U > 2 2
MUCIHAILINHBI & . : o X paboThI N o5 o
=5 5 £ 2 S ;‘ IIPOMEXYTOUYHOU aTTECTALUU 5 = E
&5 25| 85 -
e |8 3| &3] =5 5
SO1IR 2 S oz
JTUTEPaTypHI [0 TEMe cTa [1K-22
I1K-23
I1K-24 —
3yB
[1IK-27 3yB
[1K-28 3yB
JIIK-5 3yB
IToaroroska K 3K3amMeHy 8,7 N3yuenue teopernyeckoro mare- |Boinonnenue kontponsHoit  |I1K-10
puana, U3JI0KEHHOTO B JICKIHSIX | |paboTsl, ntoroBoro rectau  |[1K-21
JUTEpaTypsl [0 TEME BCEX MPOMEKYTOUHBIX padoT |[1K-22
I1K-23
[1K-24
I1K-27
I1K-28
JTIK-5
ITK-6 I1K-
8-yB
BHeaynurtopHas - npueM dK3aMeHa 2,6
Hroro no xypcy 5 4 1126,7 IIpomexyTouHas aTTecTanus -
9K3aMeH
Htoro o guciuiimue 144 4 1138
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5 Oopa3oBaresibHbIC U HH(POPMALIMOHHBIE TEXHOJIOTHH

1. TpaagnuuoHHBbIe 00pa3oBaTeJbHbIe TEXHOJOIMH OPUEHTUPYIOTCS Ha OPraHU3aLUI0
00pa30BaTeNbHOTO IpoLEcca, MPEANOIaraollyo IpsIMyl0 TPAHCIIALMIO 3HaHUN OT MperojaBa-
TeJIA K CTYINEHTY (IPEUMYIIECTBEHHO Ha OCHOBE OOBSCHHUTEIbHO-WIIFOCTPATUBHBIX METOJOB
oOyueHust). YueOHast AEATEIbHOCTh CTYJACHTa HOCHT B TaKUX YCJIOBHUSX, KaK MPaBHIIO, PEMpO-
JYKTUBHBIN XapakKTep.

®opMbl Y4eOHBIX 3aHATHI C HCIOJIb30BAHNEM TPAAUIMOHHBIX TEXHOJIOTHIA:

HNudopmannonHas JeKIus — MocIe10BaTelbHOE U3JI0KEHNEe MaTepuaia B JUCIMILIMHAD-
HOU JIOTHKE, OCYIIECTBIIIEMOE MPEUMYIIECTBEHHO BepOAIbHBIMU CPEACTBAMU (MOHOJIOT TPEIo-
JlaBaTers).

Cemunap — Oecena mpenojaBaressi ¥ CTYACHTOB, 0OCY)XICHHE 3apaHee MOATOTOBICHHBIX
COOOLIEHNH O KaXXJIOMYy BOIIPOCY IIaHA 3aHATUS C €IUHBIM Ul BCEX NMEPEYHEM PEKOMEH]ye-
MO 00513aTEIbHON U IOTIOJTHUTEIbHON JTUTEPATYPBHI.

[TpakTHdeckoe 3aHATHE, MOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUN M HaBBIKOB IIO
IPEJIOKEHHOMY aJITOPUTMY.

2. TexHoJsiornu npod;1eMHOro o0y4eHusi — opraHu3anus o0Opa30BaTELHOrO IpoLecca,
KOTOpasi TMPEAINOJIaraeT MOCTaHOBKY MPOOJIEMHBIX BOIPOCOB, CO3JaHHE YYEOHBIX MPOOIEMHBIX
CUTyalUH AJI1 CTUMYJIMPOBAaHUS aKTUBHOM I103HABATEJILHOM JEATEIbHOCTU CTYICHTOB.

®opMbl Y4eOHBIX 3aHATHIH € HCI0JIb30BAHNEM TEXHOJIOTHI TP00JIeMHOr0 00y4eHHs:

[TpobnemHas neKuus — U3JI0KEHUE MaTepuaia, MpeAroaramplee IoCTaHOBKY Mpobiem-
HBIX U JUCKYCCHOHHBIX BOIIPOCOB, OCBELICHUE PA3JIMYHBIX HAYYHBIX MOJIXOJ0B, aBTOPCKUE KOM-
MEHTAapUH, CBSA3aHHBIE C PA3JIMYHBIMU MOJAEIISIMU UHTEPIIPETALIMNA N3Y4aeMOI0 MaTepuaia.

Jlextus «BaBoem» (OMHApHAS JISKIHS ) — U3JI0KEHUE MaTepuana B popMe TUATOTHIECKOTO
oOI1eHus IBYyX IpernojaBaTeniell (Hanpumep, peKOHCTPYKIMA AUaora npeacTaBuTene pazind-
HBIX HAYYHBIX LIKOJ, «Y4EHOI0» U «IIPaKTUKa» U T.IL.).

[TpakTyeckoe 3aHsATHE B (hOpME MPAKTHKyMa — OpraHu3alus y4yeOHOM paboThl, Hampas-
JIHHasl Ha pellleHue KOMIUJIEKCHOW y4eOHO-TIO3HaBaTeIbHOM 3ajaun, TpeOyrolle OT CTyAeHTa
IIPUMEHEHHUS KaK HAyYHO-TEOPETUUECKUX 3HAHUM, TaK U IPAKTUYECKUX HABBIKOB.

[TpakTHueckoe 3aHsATHE Ha OCHOBE Kelc-MeTo/la — 00y4eHHEe B KOHTEKCTE MOJEINPYEeMOi
CUTYallU{, BOCTIPOU3BOSIIEH pealbHble YCIOBUS HAy4HOM, MPOU3BOJCTBEHHON, 00IIIECTBEHHON
nesitenbHOCTH. OOyuaronuecss JODKHBI MPOAHAIM3UPOBATh CUTYaLMIO, pa3oOpaThCsi B CYTH
npo0JeM, IpeJI0KUTh BO3MOXKHBIE PELIeHUs U BBIOpaTh Jyulee U3 HUX. Keicbl 0a3upyroTcs Ha
peasibHOM (aKTUYECKOM MaTepHase Wi K€ MPUOIMKEHbI K pealbHONW CUTyalUH.

3. rpoBble TeXHOJIOTMM — OpraHu3anus oOpa30BaTENbHOTO IMpOIecca, OCHOBAHHAs Ha
PEKOHCTPYKIIMU MOJIEJIEN MTOBEACHUS B paMKax MPEAI0KEHHBIX CIIEHAPHBIX YCIOBHM.

®opMbI Y4eOHBIX 3aHATHI C HCI0JIb30BAHHEM MTPOBBIX TEXHOJIOTHIA:

VYyeOHas urpa — ¢popMa BOCCO3/1aHUS MPEAMETHOTO U COLIMAILHOTO COJIep>KaHus Oy yieit
npo¢eCCUOHATBHON JAEATEIbHOCTU CHEUUANINCTa, MOJETMPOBAHUS TaKUX CHUCTEM OTHOILIEHHIA,
KOTOpBIE XapaKTEePHBI I ATOU JAESITEIbHOCTH KaK 1IeJI0T0.

JlenoBast urpa — MOZIETUPOBAHHUE PA3IMYHBIX CUTYallUd, CBA3aHHBIX C BBIPAOOTKON M MpHU-
HSITUEM COBMECTHBIX pEIICHHUH, 00CYXIEHHEM BOIPOCOB B PEKUME «MO3TOBOTO IITypMay, pe-
KOHCTpYKLUEH (YHKIIMOHAIBHOTO B3aMMOAECHCTBHS B KOJJICKTHBE U T.II.

Poneas urpa — uMuTanus WIM PEKOHCTPYKLHUS MOJIEIEH POJIeBOro MOBEACHUS B MPEIO-
JKEHHBIX CLICHAPHBIX YCIOBHSX.

4. TexHOJIOTUH TIPOEKTHOr0 00y4YeHMs — OpraHu3anus o0pa3oBaTENILHOTO Ipoliecca B
COOTBETCTBUHM C aJTOPUTMOM IIO3TAIHOIO pPELICHHUS MPOOJIEMHON 3aJaud WM BBITOJTHEHUS
yueOHoro 3aaanus. [IpoekT npeanosaraeT COBMECTHYIO y4e€OHO-I103HABATEIbHYIO JESTEIbHOCTD
TPYMNIIbl CTYIEHTOB, HANPABJICHHYIO Ha BBIPAOOTKY KOHILIEIIINH, YCTaHOBIICHHE IIeJel U 3anad,
(OpMyYIHPOBKY 0KMJAEMbIX PE3yJbTaTOB, ONpPEAEICHNUE NMPUHLUIOB U METOAMK PELIEHUs I10-
CTaBJICHHBIX 33/1a4, INIAHUPOBAHUE X0Ja PabOTHI, MOMCK JOCTYIHBIX M ONTUMAIBHBIX PECYpPCOB,
MOA3TANHYIO PeaIn3alMIo Iu1aHa padoThl, MPE3EHTALUIO PE3yIbTaTOB pabOThl, UX OCMBICIECHUE U
peduKcuro.



OcHOBHBIE THIIBI IPOEKTOB:

HccnenoBaTenbCkuil MPOeKT — CTPYKTypa MpuOIMkeHa K GpopMaTy Hay4yHOIr'o McCieloBa-
HUS (JI0Ka3aTEeNbCTBO aKTYyaJIbHOCTH TEMBbI, OIIpeesieHIe Hay9HOU MPOOIeMBbl, IpeIMeTa U 00b-
eKTa MCcCIIeI0BaHus, 1ieJied U 3aJja4, METO/10B, HICTOYHUKOB, BbIIBH)KEHUE TUIIOTE3bl, 0000111eHNe
pe3yJIbTaTOB, BEIBOBI, 0003HAYEHNE HOBBIX MPOOIIEM).

TBopueckuil NpOeKT, Kak MpaBUIo, HE UMEET JeTaIbHO IPOPaOOTaHHOHN CTPYKTYpHI; yueo-
HO-II03HABaTElIbHAs JEATEIBHOCTD CTYIEHTOB OCYIIECTBIISETCS B paMKaX PaMOYHOIO 3aJaHus,
HNOJYUHSAACH JIOTUKE U MHTEpPEecaM Y4aCTHUKOB IPOEKTA, )KaHPYy KOHEUHOro pe3ynbTara (rasera,
bubM, Ipa3aHUK, U3aHNE, SKCKYPCHUS U T.I1.).

HMHpopManoHHBIN IPOEKT — yueOHO-1103HABATEIbHAS IEATEIIBHOCTD C SIPKO BBIPAXKEHHOM
IBPUCTHYECKON HANPaBIEHHOCTHIO (TMIOMCK, OTOOP M cHcTeMaTH3auus MHGOpMaIui 0 KaKOM-TO
00BEKTE, 03HAKOMJICHHE YYAaCTHHMKOB IIPOEKTa C 3TOM MHpopmMaiueil, ee aHanu3 u 00oO1IeHne
JUISL IPE3EHTAIMK O0JIee IUPOKOH ayTUTOPHN).

5. UHTepakTHBHBIE TEXHOJOIMHU — OpraHu3alus o0pa3oBaTeIbHOIO IMpolecca, KOTopas
[pelIoiaraéT akTUBHOE U HEJIMHEWHOE B3aUMOJICHCTBUE BCEX YYAaCTHHMKOB, JOCTHIKEHHE Ha
3TON OCHOBE JINYHOCTHO 3HAYMMOTO JJIs1 HUX 00pa3oBaTeNbHOro pesynprata. Hapsny co cnenu-
IU3UPOBAHHBIMU TEXHOJIOTUSMHU TAKOTO POJAA MPUHLUI WHTEPAKTUBHOCTHU IMPOCIECKUBAECTCS B
OOJIBIIMHCTBE COBPEMEHHBIX 00Pa30BaTENIbHBIX TEXHOJIOTUH. IHTepaKTUBHOCTD MOJpa3yMeBaeT
CyOBeKT-CyObEeKTHBIE OTHOILIEHHS B X0JI¢ 00pa30BaTEIBHOTO Mpolecca U, Kak cleacTsue, dop-
MHUPOBaHHUE CaMOpa3BHUBaOLIEiCcs HH(OPMALIMOHHO-PECYPCHOM CpeIbl.

®opMbl y4eOHBIX 3aHATHI € MCIOJIb30BAHMEM CHENHAJTN3HPOBAHHBIX HHTEPAKTHB-
HBIX TEXHOJIOTHIi:

Jlexmst «0OpaTHON CBS3M» — JIGKIUS—TIPOBOKAIUS (M3JI0’KEHHE MaTepuaia ¢ 3apaHee 3a-
IUIAHUPOBAHHBIMU omnOkamn), nekuusi-Oecena, JEKUUA-TUCKYCCHUs, JEKLUs-
MpecCKOH(pepeHIIns.

CeMmuHap-ucKyccusi — KOJUIEKTUBHOE 00CY)XJIEHHE KaKOoro-aubo CIOpPHOTo BONpoca, Mpo-
0J1eMbl, BBISIBJICHHE MHEHUH B TpyIie (MeXIpyIIoBON AUAJIOT, JUCKYCCUS KaK CIIOp-IUaJIor).

6. UHdopManmOHHO-KOMMYHHKAIIMOHHbIe 00pa3oBaTeIbHbIe TEXHOJOTHH — OpPraHu-
3a1Msi 00pa3oBaTENbHOIO MPOIECCa, OCHOBAHHAS HAa MPUMEHEHUM CHELHaTM3UpPOBAHHBIX IPO-
IPaMMHBIX CPeJl U TEXHUYECKUX CPEJICTB paboThl ¢ HHpOpMaLue.

@®opmbl  y4eOHBIX 3aHATUH C MCIONb30BAHHUEM HH(POPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTH:

Jlexuus-Bu3zyanusanusi — M3JI0KEHUE COJEP)KAHUS COIPOBOXKJIAETCS Ipe3eHTauuen (zae-
MOHCTpale yueOHbIX MaTepualioB, MPEACTaBICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTEMaXx, B T.U.
WUTIOCTPaTUBHBIX, IpaUUeCcKuX, ayilno- U BUJIEOMATEPHAIIOB).

[TpakTuyeckoe 3aHATHE B (hopMe MPE3EHTALUHN — MPEACTABICHUE PE3YIbTaTOB MPOESKTHOM
WIM HCCIIEI0BATENIbCKON JEATENIbHOCTH C MCIOIb30BAaHUEM CIIEHHUAIN3UPOBAHHBIX MPOrpaMM-
HBIX Cpeql.

Bcepsizu ¢ Tem, 4TO JaHHas MpooprpamMma pacuMTaHa JUls o0yJaromuxcs B BHAe JUCTaH-
IUOHHOU (POopMbI 00yUYEHHsI, TO COOTBETCTBEHHO OyIyT MCIIONB30BaThci Bce BUAbI OHJIAlH
o0y4eHust

Omnuiaiin 00y4eHHne IPEKPacHO MOAXOAUT AJIS TEX, KTO KUBET B OTJAIEHHBIX palloHax, a
TaKKe JJIs TeX, KTO B CUJTY ONpeAeNEHHBIX IPUYUH HE MOXKET MocelaTh O4Hyto hopmy oOyue-
Hus1. KpoMe Toro, HeCOMHEHHBIM MPEUMYILECTBOM JAUCTAHIIMOHHBIX KYpCOB 00yUueHHs yepes
WuTepHeT SBIsSeTCs TO, YTO 00Y4aIOIUNCI MOKET caM BhIOPATh, B KAKOE BPEMsI CYTOK MY
ylo0Hee 3aHUMaThCsl, @ TAKXKE ONPEACTUTh I ce0s MHANBUAYAIBHYIO MPOJIOIKUTEIEHOCTh
3aHATHI.

Yar-3aHATHS —Yy4eOHbIC 3aHATHUS, OCYILECTBIIIEMbIE C UCIIOIb30BaHUEM YaT-
TEeXHOJIOTUH. Yar-3aHATHSA IPOBOASTCS CHHXPOHHO, TO €CTh BCE Y4aCTHUKHM UMEIOT OJHOBpE-
MEHHBIH OCTYI K 4aTy.B paMkax MHOTHX JTUCTAaHIIMOHHBIX YU€OHBIX 3aBEJCHUN NEHCTBYET yat-
IIKOJ1a, B KOTOPOMC MOMOIIBIO YaT-KaOWHETOB OPraHU3yeTCsl B3aUMOJEHCTBUE NIE€aroros u yJe-
HUKOB.
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Be0-3aHsiTHA —IMCTAaHLIIMOHHBIE YPOKH, KOH(PEPEHIINN, CEMUHAPBI, AETOBBIC UTPHI, JIa-
OopaTtopHble pabOoThI, MPAKTUKYMBI U Apyrue GopMbl yUeOHBIX 3aHATUMN, TPOBOJUMBIX C IIOMO-
MIBIO CPEJCTB TEIEKOMMYHUKAIMI U APYTHX BO3MOXKHOCTEH «BecemupHoii mayruas». Jlis BeO-
3aHATUH UCIIOJIB3YIOTCS CIEIMaTIN3UPOBaHHbIE 00pa3oBaTenbHbIe BEO-PopymMbl — Gopma pado-
ThI TIOJIb30BATEJICH M0 ONPEACIEHHON TEME WU IPOOJIeME C MOMOIIIBIO 3aMUCEH, OCTABIIEMbIX
Ha OJTHOM U3 CaliTOB C YCTAHOBJICHHOW Ha HEM COOTBETCTBYIOIIEH TPOrpaMMOii.

Ot yar-3ausaTHI BeO-(POpyMBI OTIINYAIOTCS BO3MOXKHOCTBIO 00JIee IUTENBbHOM (MHOTO-
HEBHOI) pabOTHl U ACMHXPOHHBIM XapaKTePOM B3aUMOJICHCTBUS YYCHUKOB U [1€J]arOTOB.

TesekoH(pepeHUn— IPOBOASTCS, KaK IPABUJIO, HA OCHOBE CIIMCKOB PACCHUIKH C UC-
M0JIb30BAHKEM DJIEKTPOHHOM MOYTHI. J[7151 ydeOHbIX TeneKoH(epeHINil XapaKTepHO TOCTHKEHUE
o0pa3oBaTenbHBIX 3a/1a4. Takke CymecTBYIOT (POPMbI AMCTAHIMOHHOIO 00y4eHH s, IPH KOTO-
pOM yueOHbIe MaTepraibl BEICHUIAIOTCS [TOYTOM B PETHOHBI.

OnnaiiH-ceMMHap— pa3HOBUIHOCTH BeO-KOH(EPEHIIUH, TPOBEICHUE OHJIAH-BCTPEY
WM TIpe3eHTalui uepe3 IHTepHeT B pekuMe peaibHOTro BpeMeHu. Bo BpeMs BeO-KoHpepeHInu
KKl N3y4aCTHUKOB HAXOAUTCS Y CBOEr0 KOMIIBIOTEPA, & CBSA3b MEXAY HUMU MOJIEPKUBAET-
cst uepe3 MHTepHeT MoCpeICTBOM 3arpy:KaeMoro MpUIoKeHHUs, YCTAHOBIEHHOTO Ha KOMIIBIOTEPE
KaXJIOTO YUYaCTHHKA, UIIH Yepe3 BeO-TIPUIIOKEHHE.

T.K. OGyyaromuiicst AMCTAaHIMOHHOM (OpMBbI 00yUeHHS HE UMEET KECTKOTO pacHCaHUs
3aHATHI, @ BCE HIOAHCHI BCErJa MOTYT pELIMThbCs Hambojee ObICTpbIM 00pa3oM IpU MOMOILU
ANeKTpoHHOU mouThl, ckaina uinn [CQ. Kpome Toro, nosiBiseTcs BO3MOKHOCTh TOTOBOPUTH C
npernoaBareneM on-line 1 3a1aTh Bce MHTEPECYIOMIME BOMPOCH! IO TOMY WJIM HHOMY IPEAMETY.
[Tpoxons oOyueHue, TUCTAHUMOHHOE OOpa30BaHHe IO3BOJSET HE OECIIOKOUTHCS O TOM, YTO
KaKHe-JIM00 OLIEHKH OyIyT MOCTaBJICHBI "'c IPUCTpacTHEM" .

«[IpakTuueckue/ 1abopaTOpHbIEC 3aHATHS MPOBOJIATCS B (DOpME MPAKTUUECKON MOATOTOBKH
B YCJIOBHUSIX BBITIOJIHEHHSI OOYyJaronuMucs BUIOB paboOT, CBS3aHHBIX C Oyaymied mpodeccuo-
HAJIbHOW JIeTeNIbHOCTBIO U HaIPaBJICHHBIX Ha (OPMUPOBaHUE, 3aKpEIJICHUE, Pa3BUTHE MIPAKTHU-
YECKUX HABBIKOB M KOMIETEHUUH 10 Mpoduito o0pa3oBaTeIbHON MPOrpaMMBbl.
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6 YueOHO-MeTOAMYeCKOe o0ecnedeHrne CAaMOCTOSITeIbHOM PadoThl 00yUYaroIUXCs

[IpumepHasi CTPYKTypa U COJIEPKAHUE PA3JICIIOB:
[To nucnuruinHe «APXUBBI MO JIMYHOMY COCTaBY» IPEIyCMOTpPEHA ayAWTOpHas M BHeEa-
YIUTOPHAS CAMOCTOSATENIbHAS paboTa 00yJarOIINXCS.

KonTposbHbie MeponipusiTusi mo pasaenay Nel
Tect no pazaeny Nel

Bomnpoc 1
bamr: 1,00

ApXUB 110 TNYHOMY COCTaBYy — 3TO

Br16epute oquH OTBET:

a. CaMOCTOSITEJIbHOE YUPEXKACHUE WM CTPYKTYpHOE IOJpa3/eieHUuEe YUpekKACHus,
OCYIIIECTBIIAIOIIEE KOMIIJIEKTOBAaHUE, XpaHEHUE, YUET U UCIOIb30BAaHUE JOKYMEHTOB I10 JIMYHO-
MY COCTaBy

b. MecTo XpaHeHHUs roCy1apCTBEHHbBIX JOKYMEHTOB
C. YUpEKJEHHUE, XpaHslllee KaJapoBble T0KYMEeHTbl AD PO

d. moapasaeneHue KaapoBoOi CITy:KOBI IPEANPHUATHS, OTBEYAIOIIEE 32 XpaHCHHE, YIET U
MCIOJIb30BaHUE TOKYMEHTOB IO IMYHOMY COCTaBY, B TOM YHCIIE B 3JIEKTPOHHOM BUJIE

Bonpoc 2
bam: 1,00

K JAOKYMCHTaM I10 JINYHOMY COCTaBy, UMCIOIIIUM ,I[OHFOBpCMeHHBIﬁ CPOK XpaHCHUA HEC OTHOCATCA
Bri6epuTe ouH OTBET:

d. aKThl O HECYACTHBIX CIIy4JasX, CBI3aHHBIX C IIPOU3BOJACTBOM

b. nruHBIe Jena COTPYTHMKOB

7

C. pacropsAUTeNbHbIE JOKYMEHTHI (3alIUCKH, PACTIOPSKEHUS)
P
d. andaBuTH MPUKA30B IO JTUYHOMY COCTABY

Bonpoc 3
bamr: 1,00

CpOK XpaHCHHA BbIIC NIEPCUUCICHHBIX JOKYMCHTOB B apXHBaxX MO0 JUYHOMY COCTABY

Bribepute oauH OTBET:

a. 45 ner

b. 75 ner, B penkux cirydasix IOCTOSIHHO
-

c. 75 ner
-

d. mocTosHHO

17



Bonpoc 4
bamr: 1,00

Bepno nu yTBepkeHne «B KoMHUTETaX, OTAEIaX aAMUHUCTPAIH TOPOIOB, paiOHOB 10 0OPa30BaHUIO K JT0-

KYMEHTaM I10 JIMTYHOMY COCTaBY TaKX€ OTHOCAT: JOKYMEHTHI 110 ITATPOHUPOBAHUIO U OTIEKE)

Bribepure oauH OTBET:

a. BEpHO
T o
D. BepHO U1 TOCYIapCTBEHHBIX YUPEKICHUN
-~
C. BEpHO YaCTHUYHO
-
d. He BepHO
Bompoc 5
bam: 1,00

Cratbs 17 KaKoro 3aKoHa YCTaHABJIMBACT OONIYIO OOS3aHHOCTH IO 0OECIICYCHHUIO COXPaH-
HOCTH JOKYMEHTOB, B TOM YHUCJIC JOKYMEHTOB IO JHYHOMY COCTaBy, JJIs JIIOOOTO CyOBEeKTa XO0-
3SIUCTBEHHOM J€ATEIbHOCTH: FOCYAApCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIpPaBJIEHUS,
OpTraHM3aIi ¥ TpaKIaH, 3aHUMAIOIINECS MPEANPUHUMATEILCKON JAeSITeIbHOCTRI0 0e3 00pa3o-
BaHUs IOPUIUYECKOIO JIUIA, B TEUEHHWE CPOKOB MX XPAHEHHUS, YCTAHOBJICHHBIX (eaepanibHbIMU
3aKOHaMH, UHBIMM HOPMATHUBHBIMH IPAaBOBBIMU akTaMu Poccuiickoin denepanuu, a Takxe Ie-
pPEUYHSAMU JOKYMEHTOB?

Bribepute oauH OTBET:

a. denepanbHoro 3akoHa ot 26 nexadps 1995 r. N 208-03 «O06 akipoHepHbIX o01ie-
CTBax» ¢ U3MeHeHusIMH OT 29 uroHs 2015 r.

b. ®enepansHoro 3akona ot 22 oktsa6ps 2004 roga Nel25-d3 «O06 apxuBHOM Jeiie B
Poccniickoit denepanum

C. 3akoHa P® «O nepconanbHbIX AaHHBIX» Ne 152-D3

d. TpynoBoro koaekca P®

Bonpoc 6
Bbam: 1,00

BBICOKyIO COIMUAJIBHYIO 3BHAYUMOCTDH AapXHUBOB 110 INYHOMY COCTaBYy OGyCHaBHI/IBaeT

Bribepure o1H OTBET:

a. oOecrieyeHHUEe MOBBIIICHUS 06H_[CCTB6HHOFO CO3HaHHUA U CaMOI/I,Z[CHTI/I(bI/IKaI_[I/II/I CO-
BPEMCHHOI'O ColluyMa

b. ouorpaduueckas, apxeorpaduueckasi IEHHOCTb, OHU SIBJISIOTCS UCTOYHHUKOM JUIS
CTATUCTUYECKUX 0O0OIICHHUI 1 HCTOPUKO-COIIMATBHBIX MCCIICIOBAHUM

C. TOT (aKT, YTO OHH CITY)KaT TOKYMEHTAJIFHBIM ITOATBEPKICHUEM ITpaB paOOTHUKA Ha
couuanbHOe obecneueHue (10 CTapOCTH U MHBAJIHIHOCTH, a TAKXKe IMOATBEPKICHUEM TPYI0BOTO
cTaka pabOTHHKA)

d. mTpadHbIe CAaHKIUK TPYIOBBIX HHCIEKIINN
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Bonpoc 7
bamr: 1,00

[Ipouenypy hopMupoBaHUs Il B COOTBETCTBHH C YTBEPKIECHHOW HOMEHKIATYPOI MpexycMaTpHBaeT

Br16epute oquH OTBET:

d. XpaHEHHUE UCIIOJIJHCHHBIX JOKYMEHTOB

®’

b. XPAaHCHUEC JOKYMCHTOB B ITPOLECCC UX NCIIOJIHCHUSA

®’

C. OCTIeIyIoIIee XpaHeHHe
r-
d. omeparuBHOE (TEKyIlee) XpaHCHHE

Bonpoc 8
bam: 1,00

W3psaTue JAOKYMCHTOB 110 JIMYHOMY COCTaBy M3 Jcja C IMOCTOAHHBIM CPOKOM XpPAaHCHUA NOMYCKACTCA B UC-

KIIIOYUTCIIBHBIX CIyYasaX U MPOU3BOJUTCA

Bri6epute ouH OTBET:

C a. ¢ 00s13aTeILHBIM COCTABJIEHUEM B JACJIC 3aBepeHH0171 KOITMM JOKYMCHTA

O b. Ha OCHOBaHUU PaCIOPSTIUTEIBHOTO JOKYMEHTA PYKOBOIUTEIISI OPraHU3auH
C C. ¢ 00s3aTeNbHBIM COCTABIIEHUEM aKTa 00 U3BATHHI INOAJIMHHHUKA

© d. B IpUCYTCTBUY apXHUBapHyca U 3aBEIYIOIIET0 apXUBOM

Bonpoc 9

bamr: 1,00

OTBETCTBEHHOCTh 3a OpraHu3aiuro pa6OTLI IO XpaHCHUTIO KaAPOBBIX TOKYMEHTOB HECCT

BeiOepute oauH OTBET:

- o

a. 3aBeqyoLUil apXUBOM
P

b. HauaneHuk oT/ena kaapos
P

C. ApxuBapuyc
C d. PaGoromarens
Bompoc 10
Bbam: 1,00

VKaKUTE JI0)KHOE YTBEPKIECHUE

Bribepure ouH OTBET:

a. I OpraHu3alui - ICTOYHUKOB KOMIUIEKTOBAHUS - 10 UCTEYEHUU CPOKOB XPaHEHUs
00513aTeJIbHO MPOBEIEHUE COBMECTHO C YIOJIHOMOYEHHBIM OPraHOM TOCYIapCTBEHHOH BiacTu
cyobekta Poccuiickoit @enepannn B 0071acTH apXUBHOTO Jeia, ['ocapXMBOM 3KCIEPTU3HI ICH-
HOCTH DPsila NOKYMEHTOB IIO JMYHOMY COCTaBy Ha IPEIMET BKIIOYEHHS B COCTaB APXHUBHOTO
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¢donna Poccuiickoit @enepanuun

b. nist opranu3zanmii, KOTOpbIE HE SBISIFOTCS UCTOYHHMKAMHU KOMIUICKTOBAHMUSI, 110 HCTe-
YEHUU BPEMEHHBIX CPOKOB XPaHEHUs apXWUBHBIC ITOKYMEHTHI 110 JINYHOMY COCTaBY IIOJIEkKAT
HKCHEPTHU3E U MOTYT ObITh YHUYTOXKEHBI JTMOO XPAaHUTCS B apXHBE OPraHU3aIIuN

C. XpaHCHME JOKYMCHTOB IIO JIMYHOMY COCTaBy, HE IOJJIC)KAIIMX YHHYTOXKCHHUIO
JO0JDKHO OCYHICCTBIIATHCA TOJIBKO B 6YMa)KHOM, a HE B 3JICKTPOHHOM BHJIC

d. apXuBHbBIC JOKYMEHTHI [10 JJHYHOMY COCTaBY, KOTOPbIC HE ObLIH BKIIFOYEHBI B COCTaB
TOKyMeHTOB ApxuBHOTO (poHma Poccuiickoit denepariuu, 1Mo MCTEYCHUU CPOKOB XPAHCHHS 1101~
JIeKaT YHUYTOKCHUIO JIMOO XPAaHEHHIO B ApXHMBE OPTaHU3AIMK B COOTBETCTBUU C TPEOOBaHUSIMU
KOPIIOPaTUBHOT'O 3aKOHO/IaTEIbCTBA

KoHTpobHbIe MeponpusiTus mo pasjesy Ne2
IIpakTnueckoe 3aganue 1

N3yuute marepuan MeToauueckux pekoMeHJauui «JKclepTu3a LEeHHOCTH U 0oTOOp B COCTaB
ApxusHoro ¢onna Poccuiickoit @enepanuu TOKyMEHTOB 110 JTMYHOMY cOCTaBy» poekT 2014 r.,
0ocoOeHHO pa3zena 4.5.2.4., a Takke MOBTOPUTE MaTepuall JeKIuU 3 «DopMHUpPOBaHUE JIMYHBIX
nen corpyanukoB» Paznena Il «OT1bop u odopmiienue aein, coaepKanux JOKYMEHTHI 10 JUY-
HOMY COCTaBy [yl JOJTOBPEMEHHOTo XxpaHeHus». [losb3ysich 00pa3loM, cOCTaBbTE€ BHYTPEH-
HIOIO OIIUCh JINYHOTI'O JIeJIa COTPYAHHUKA, KOTOpast 10JIKHA CoAepkKaTh HE MeHee 12 MyHKTOB.

4.5.2.4. BHYTpeHHSISI ONMUCh COCTABIIICTCS JUIS JIMIHBIX JIETT U COJIEPKUT CBEACHHS O IOPSIIKO-
BBIX HOMEpax JOKYMEHTOB B HEH, UX MHJEKCaX, AaTax, 3arojJOBKax U HOMEpax JIMCTOB JeNa, Ha
KOTOPBIX PACIIOI0KEHBI 3TH IOKYMEHTHI.

K BHyTpeHHEH OmHUCH COCTABIISIETCS UTOTOBAsI 3aMKCh, B KOTOPOU yKa3bIBaeTcs udpamMu U mpo-
IACBIO KOJIMYECTBO BKIFOUEHHBIX B HEE TOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEU OIMUCH.
BHyTpeHHsSI ONUCh MOAMMUCHIBAECTCS €€ COCTABUTEIEM C YKa3aHUEM JIOJHKHOCTH M JaThl COCTaB-
JICHUSL.

[Ipu u3MeHeHnn cocTaBa JOKYMEHTOB Jiefa (U3BSATUHU, BKIIOUEHUU JOKYMEHTOB, 3aMEHE UX KO-
MUsSMH) OHU OTpaxkaroTcsi B rpade «lIpumedanue» co CHOCKOW Ha HOMEpa BHYTPEHHEH OMUCH.
MokeT OBITH COCTaBIIEHA M 0CO0ast OIMUCH ITUX U3MEHEHUH.

JlekIIHOHHBINA MaTepHa
B cocraB 1M4HOTO €718 BXOAAT CIEAYIOIINE TOKYMEHTHI:

e BHYTPEHHSA ONMUCH JOKYMEHTOB, MOJIINUTHIX B IMYHOM JEJIC;

e pesioMe;

e aBrobuorpadus;

e aHKETa WM JIMYHBIN JINCTOK I10 YYETYy KaJpOB;

e KONHMH JJOKYMEHTOB 00 00pa3oBaHuuy;

e  XapaKTEpUCTHUKU HAa paOOTHHUKA;

e TPYAOBOW JOTOBOP (MOKET BXOJUTH B COCTAB JINYHOT'O JIEJIa WIIK XPAHUTHCS OTAEIBHO);
e KOIHWH ITPHUKA30B O HA3HAYCHHH, IEPEMEIIICHNY, YBOJIILHCHNUH,

e KONUS CBUIETEIHCTBA O MOCTAHOBKE HA YYET B HaJIOTOBOM OpTaHE;
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KOIUS CTPAXOBOI'0 CBUAETEILCTBA FOCYJAPCTBEHHOTO IEHCUOHHOTO CTPAXOBaHMS;
JIONIOJIHEHUS K QaHKETE WM JIMYHOMY JIUCTKY 110 Y4eTy KaJpoB;

pa3IMyHbIE CIIPaBKU, OTHOCSIINECS K JAHHOMY paOOTHHUKY (KpOME CIPaBOK C MECTA KU-
TEJIbCTBA, O COCTOSIHUM 3/I0POBbsI U IPYIUX JTIOKYMEHTOB BTOPOCTEIIEHHOI0 3HAYECHHUS,
KOTOpBIE IPYNIUPYIOTCS OTAEIBHO).

CocTtaB JOKYMEHTOB JIUYHOTO Jiefia pabOTHHKA:

oukrwnE

12.
13.

14.
15.
16.

3asBIICHHE O ITpHEMe Ha padoTy;

TPYZOBOE coraiieHne (KOHTPAKT), JOMOTHUTEIbHBIE COTIAICHUS;

JUYHBIN JTUCTOK MO yYEeTY KaJpOB U JIOTIOJTHEHUE K HEMY;

aHkeTa (aBroouorpadus);

JIOKYMEHTBI 00 00pa3oBaHuu (KOIUHN);

JIOKYMEHTBI 00 YTBEPKACHUH B JOJKHOCTH (KOTHH WM BBIITUCKU), B TOM YHCJIE 3TO MO-
T'YT OBITh BBITUCKU U3 MPOTOKOJIOB YUPEIUTENICH, aKIIMOHEPOB, YUCHBIX COBETOB, JHOKY-
MEHTBI KOHKYPCHBIX KOMUCCHI, pe3yIbTaThl TECTUPOBAHUS;

pEKOMEH/IaTeIbHBIC TUChMA HITU XapPaKTEPUCTHUKH;

JOJI’KHOCTHBIE MHCTPYKIUU (periaMeHThl);

aTTECTAllMOHHBIC JIUCTHI, OT3BIBBI, TIPECTABIICHUS;

. IaCTIOPTHBIE ITaHHbIE, CBUJETENBCTBO O Opake U T.1. (KOIHH);
. 3asBJICHUS U NPHUKa3bl (KOIMH WM BBIIMCKH) O MIEPEBOJE HA JAPYTYIO TOJIKHOCTb, MPEI-

CTaBJICHUSI, CIPAaBKU-00BEKTHBKHY;

JIOKYMEHTBI O HarpakJ€HUH, HaJIO’)KEHUU B3bICKaHUH (KOIHUN);

CBEJICHUS O J0X0/aX, UMYILECTBE U CIPAaBKU MPOBEPKHU MOJHOTHI U JOCTOBEPHOCTHU JaH-
HBIX CBEACHUH (AJ1 TOCYIapCTBEHHON WJIM MYHUILIUIIAJIbHOU CITYKOBbI);
HEBOCTPEOOBaHHbBIE IOKYMEHTHI (CBUJETEIbCTBA, IUIIOMBI, TPYAOBbIE KHUXKH H T.I1.);
3asiBJICHUS U IPUKa3bl (KOITUU WK BBIMUCKH) 00 YBOJILHEHUH, IEPEBOJIE U T.11.;

UHBIE JIOKYMEHTHI B CclIy4ae HEOOXOIMMOCTH, B YACTHOCTH Ul TOCYJApCTBEHHON CITyXk-
0b1 — mosipoOHee nmocmoTpute Ykas [Ipesunenta POD.
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BHYTPEHHAA OITHCDH
AOKYMEHTOB e Xp. N _ 05-15/110

Haaenc Hara r Homep
e - Gl —E . JaroToB oK JOKYMeNTS T A Tpisceyamme
1 2 3 4 5 o
1 Hononrieriue K AUYHOMY RUCMKY NO ydemy !
xadpoe

2 19.03.2012 | Jlussisal Aucmox no yxermy kadpoe 2-3

3 19.03.2012 | Aemobuozpadus 4

4 | ON 827527 | 26062001 | Konus dunnoma 5

5 10/12-mad 19.03.2012 | Tpydosou doeoeop 611

6 45-x 19.03.2012 | Konus npuxasa o npuese wa pabomy 12
Hroro ROKYMEHTOB.

(omjpan » spoanie |
KonmuuecTeo 1THCTOR BH)’l’pﬂﬂleﬁ OnmHcH
(amfpases w njazecyo)
MHcnexTop Wupoxoea T.IO. llinpokosa
(zcoaRa) pacen ppoesa o)
19.03.2012
Tect k paznemny Ne2
Bonpoc 1
bann: 1,00

Ilo KaKOMY NPUHIOUITY CUCTEMATU3UPYIOTCA JOKYMCHTBI B ICJIaX, COACPIKAIINX, COACPIKAIIMX ITPUKA3bI, pac-

MOPSDKEHUS TI0 JIMYHOMY COCTaBy?

BriGepute ouH OTBET:

a. XpOHOJIOTHUYECKUH MPUHIIMIL: B HAYaJle JIeJia JOJDKHBI pactioaraTbes MpuKassl (pac-
MOPSDKEHMS ) 32 JIEKaOph, TOTOM 32 HOSIOPb U T.1.

b. XpoHOIOTHYECKHIA TPUHIIMIT: B HaYaJIe Jeia TOJDKHBI PACIionaraThes MpHKasbl (pac-
HOPSDKEHUS ) 3a SHBApb, IIOTOM 32 (eBpab U T.1.

C. HOMEPHOMY IIPUHIIMITY: OT IIEPBOTO J0 MOCIEIHETO

- .
d. andaBuTHBI OPUHIKUI 0 (aMHIMK COTPYIHHUKA, O KOTOPOM COJCPIKUTCS UHPOP-

Malust

Bonpoc 2
bamr: 1,00

Vkaxure BapUaHT, coz[epmaumﬁ JiyaiHee B IEpEUNCIICHUN «AHaﬂOFI/I‘-IHO, 10 TaKOMY K€ NPHUHLIUITY TPOBO-

JAUTCS CUCTEMATU3AalA JOKYMCHTOB B [I€J1aX, COACPIKALIUX ...»
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Bribepure ouH OTBET:

O a. Tapu(pUKAMOHHBIE BEOMOCTH, TabeIH U Hapsabl pabOTHUKOB BPEIHBIX Mpodeccuit
C b. TOKyMEHTBI O IPEICTaBICHUH K HArPaXICHUIO

c C. aKThI O HECUYACTHBIX CIIydasiX, TPYIOBBIC KHIKKH

© d. MPOTOKOJIBI 3aceIaHUil KOMUCCHUIA, TPYIOBBIC JTOTOBOPHI (COTJIAILICHNUS )

Bonpoc 3

Bamn: 1,00

INoammBka chOpMUPOBAHHBIX /€] TIPOU3BOJUTCS

Bri6epute ouH OTBET:

C a. 10 nepcaadun ux U3 OTACIa KaaApOB B apXMB HA JOJITOBPEMCHHOC XpPaHCHHUC
C b A0 MPOBCACHUA SKCIICPTU3BI HEHHOCTHU JOKYMCHTOB I10 JIUWYHOMY COCTaBYy
C C. rmocie YBOJIbHCHUA COTPYAHUKA

C d. mocie 3aBCPUICHUA DKCIICPTU3BI HCHHOCTU JOKYMCHTOB

Bonpoc 4

bam: 1,00

Bribepure BepHOE yTBEpXKICHHE

Bri6epuTe ouH OTBET:

a. JIokyMeHTEHI Jieia TIOIIITMBAIOTCS, TICPEIUICTAIOTCS B TPH WIIH YETHIPE TPOKOJIA CYpO-
BbIMHW HUTKAMH. HpI/I 3TOM cnej:[yeT HNCITIOJIL30BAaThH KapTOH BBICOKOI'O Ka4u€CTBa, I/IMCIOHII/Iﬁ CpCI[-
HIOIO TUIOTHOCTh. JIOKYMEHTBI MOAIIMBAIOTCA, MEPEIIETAIOTCS TaK, YTOOBI OBLIO OO0ECredeHo
CcBOOOIHOE UTEHHE TEKCTA

b. JlokyMeHTHI Jiea MOANIMBAIOTCS, IEPEIUICTAIOTCSI B TPH MPOKOJIA CMECOBBIMH HHT-
kamu. [Ipy 3TOM cieayeT MCHONB30BaTh KAapTOH BBICOKOIO KauyeCTBA, MMEIOLIMH XOpPOILIYIO
IJIOTHOCTh. JIOKYMEHTHI MOAIIMBAIOTCS, EPEIUIETAIOTCS TaK, YTOOBI ObLIO 0OecredeHo cBo0Oa-
HOE YTEHHE TEKCTa

C. JIOKyMEHTHI Jiena MoIIIMBAIOTCS, TICPETUICTAIOTCS B TPU WM YETHIPE POKOJIA CYypo-
BBIMU HUTKaMmH. [Ipy 3TOM cjenyeT MCIoJb30BaTh KAPTOH JAOCTATOUHOTO KauyecTBa, UMEHOIIUIN
CPEHIOI0 MJIOTHOCTh. JIOKYMEHTBI MOAIIMBAIOTCS, MEPEICTAIOTCS TaK, YTOOBI ObLIO oOecrede-
HO CBOOOJHOE YTEHHE TEKCTA

d. JIokyMeHTBI Jieyia MOJIIMBAIOTCS, MEPEIUICTAIOTCS B YETHIPE MPOKOJIA CYPOBBIMH
HUTKaMMH. HpI/I 3TOM cne}lyeT HUCIIOJIB30BaATh KapTOH BBICOKOT'O Ka4ye€CTBa, I/IMGIOHII/Iﬁ ITIOBBIIIICH-
HYIO TJIOTHOCTh. JIOKYMEHTBI MOJIIMBAIOTCS, MEPEIUIeTaloTCS TaK, 4TOObI OBLIIO OOecredeHo
cBOOOIHOE UTEHHE TEKCTA

Bompoc 5
Bbamn: 1,00

[Ipr HaMMUMK B THIHOM Jefie COTPYIHHUKA HEBOCTPEOOBAaHHBIX JIMYHBIX TOKYMEHTOB (yIOCTOBEPEHHH, CBH-

ACTCIIbCTB, TPYAOBBIX KHUKCK, BOCHHBIX OHIIETOB U T.H.) OHU
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Bribepure ouH OTBET:

a. BKJIQJbIBAIOTCSA B KOHBEPT, KOTOPBIM BMECTE C IPYTUMH JTOKYMEHTAMMU I1OIIMBACTCS
B JIEJ10

b. xpaHsTCcs y HaualbHUKA OT/IeIa KaapoB B ceiihoBoM mikady
C. XpaHsTcs B (hailJIoBOM BapHaHTe

d. hopmupyrOTCS B OTACIBHOE JICTI0 apXHBa HEBOCTPEOOBAHHBIX IOKYMEHTOB

Bomnpoc 6
bamr: 1,00

I/IH(l)OpMaI_[I/ISI JIMYHOTO Aacja, rac HI/I(l)paMI/I 1 OPOINKMCHIO YKA3bIBACTCA KOJMYCCTBO NPOHYMEPOBAHHBIX JIU-
CTOB B JICJIC, HAJININC NPOMYICHHBIX U JIUTECPHBIX HOMCPOB, KOJINYCCTBO JIMCTOB BHyTpeHHeﬁ OIIMCH J€J1a ImoMenia-

C€TCA

Br16epute oquH OTBET:

C d. BO BHYTPCHHIOIO OIIUCH JCJIa

O b. Ha 000POTHOI CTOPOHE MOCCIHETO TOKYMEHTA

C C. Ha NOCJIEAHUM JTUCT 0OJIOKKHU JIeJ1a C BHYTPEHHEN CTOPOHBI
C d.s JIMCT-3aBCPUTCIIb ACJIa

Bonpoc 7

bam: 1,00

Kakoe IIpaBHJIO HE 00513aTeIbHO K MCIIOJHCHUIO npyu U3BMCHCHUHN COCTaBa JOKYMCHTOB JIMYHOI'O [I€Jia (PIS’LH—

THE, BKIIOYCHHE JOKYMEHTOB, 3aMeHa UX KOTHUSIMH U T.IL.) ?

Boi6epuTe ouH OTBET:

a. U3MEHEHUS 003aTEILHO 3aHOCITCS B rpa(by «HpI/IMe‘-IaHI/IC» OIIMCH CO CChIJIKaAMHM Ha
COOTBECTCTBYIOIIHUEC JOKYMCHTBI, HA OCHOBAHUHU KOTOPBIX IMPOU3OILIO U3BATUC, JOIMOJIHCHUEC, 3a-
MCHaA KOIIUIMMU U T.II.

b. uzpsarue JOKYMCHTOB U3 JIMYHOT'O JI€JIa HEAOITYCTUMO
C. MepECOCTABIIAACTCS JIMCT-3aBCPUTECIIb Jica

d. MEpCCOCTABIIACTCA UTOTOBAs 3allMCh K BHYTpCHHeﬁ OIIKMCH acjia

Bonpoc 8
Bbam: 1,00

B MPUBCACHHOM IPUMEPE IMOJTOKECHNUA O MYHUIUITIAJIBHOM apXHUBE€ JOKYMCHTOB I10 JIMYHOMY COCTaBY YKa3aHO

Bribepure ouH OTBET:

a. UTO YYpEeXJACHHE NMPUHUMAET Ha OCHOBE 3aKJIIOYEHHBIX JIOTOBOPOB U B COOTBET-
CTBUU C rpadukamMu OT yUpeKJIE€HUH, OpraHu3aluil U NpeAnpUsTUNR-UCTOYHUKOB KOMIUIEKTOBA-
HUSI ApXUBa TOKYMEHTHI 110 JUYHOMY COCTaBy, 0OpaObOTaHHbIE U YUYTCHHBIE COTJIACHO yCTaHOB-
JICHHBIM NPAaBWJIAM, a TaK K€ JOKYMEHTBI OT JIMKBUIMPOBAHHBIX OpPraHU3alMi, HE MMEIOIIHNX
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IIPABONPEEMHUKOB
b. 9TO apXuB BBHINOJIHSAET BCE ONEPALMH Ha O€3BO3ME3/THON OCHOBE

C. apX¥B BBIIAET 110 3asBJIECHUSAM Ipa)/JaH TOJIBKO apXMBHbBIE CIIPABKHU, NOJITBEPKIa-
IOIUE TPYIOBOM cTax, pa3Mmep 3apabOTHOM MaThl U JPyrue BOMPOCHI, HEOOXOIUMBIE IS
oopmieHHs EHCUI TpaKIaHaM M PEeIICHHsI JPYTUX COLMATbHO-TIPABOBBIX BOIIPOCOB

d. yupexxJeHue He MMeeT MpaBa OKa3blBaTh YUPEKACHHUSIM, OPraHU3aALUSIM, IPEIAPHS-
TUSAM METOAMYECKYIO, U IPAKTUYECKYIO IIOMOLIb B MPOBEACHUU DKCIEPTU3bI U YIOPSILOYECHUU
JIOKYMEHTOB

Bonpoc 9
Bamn: 1,00

B crmickax apXMBOB JOKYMEHTOB I10 JIMYHOMY COCTaBY IIPH NMPUCBOEHUU (DOHAOB YUPEKACHHUIM U IPEIIPH-

ATUAM UCTIOJIB3YCTCA

Bri6epute ouH OTBET:

d. 4MCJI0Basi HyMepanus

®’

b. 6ykBeHHO-1I(pOBast
~

C. CJIOBECHO-YHCIIOBAs
~

d. mudposas

Bonpoc 10
bam: 1,00

BCZ[CHI/IC JIMYHBIX OEJIT 00s13aTeNBHO Ka,[[pOBOfI CHy>K6OI>'I 1 XpaHCHHUE B OpTraHU3allun 00s13aTeNBHO

Boi6epuTe ouH OTBET:
a. st OO0 u OAO

b. st Bcex rpakaad Ha Tepputopun PD
. o
C. /U1 00pa30oBaTeNbHBIX yupexaeHui PO
- N .
d. Ha ToCcyTapCTBEHHOMN TPAXKIAHCKOH CITy:KOe

KonTtpoabnbie meponpusitust k Pasneny Ne3
IIpakTnueckoe 3aganue 2

N3yuure matepuan [IpaBun opranuzanuy XpaHeHus, KOMIUIEKTOBAaHUS, Y4€Ta U UCIOJb-
30BaHUs JOKYMEHTOB apXMBHOTO (POH/Ia POCCUICKOM (penepaliu U APYrux apXUBHBIX TOKYMEH-
TOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBJICHHS U OPTraHU3aUIX) OT
07.09.2015 1., ocobeHHo pa3zzena 5, a Takke HOBTOpUTE MaTepual Jiekuuu 2 «Vcnonap3oBanue
apXuBOB MO JUYHOMY cocTaBy» Pazgena Il «Onucanue, mOMCK U UCIIOIB30BaHUE apPXUBOB 110
JUYHOMY cocTaBy». [lonb3ysick 00pa3ioM, COCTaBbTE APXUBHYIO BBIITUCKY, KOTOpast JOJDKHA CO-
JIepkKaTh HE MeHEEe 3 TyHKTOB.
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5.10. ApxuB opraHu3any paccCMaTpuBaET U UCIIOJIHAET 3alIPOChI, IOCTYIUBUINE B TUCh-
MEHHOH (opme.
3amnpoc noJIb30BaTEeNs JOIKEH COAEPKaTh CISAYIONIYI0 HH(OPMAIHIO:

1. HaVMEHOBaHKE FOPUINYECKOTO JIUIA — aBTOpa 3arpoca (A1t rpakaaH — haMuiIng,
UMEHHU, OTYECTBA, IPU HATNYHUHU TIOCIIETHETO);

2. HIOYTOBBIH W/WITH IEKTPOHHBIN aJIpec, N0 KOTOPOMY JI0JDKEH OBITh JTaH OTBET;

3. CBEJICHUS, UHTEPECYIOLIHE MOIB30BaTENsI U XPOHOJIOTHYECKHE PaMKH 3aIlpaliiu-
BaeMoi HHPOPMAIHH;

4. ¢dbopmy noydeHus nonb3oBareseM nHpopmaruu (MHGOPMALMOHHOE TUCHMO, ap-

XUBHAs CIpaBKa, apXUBHAs BBIIUCKA; apXUBHAs KOIUS, TEMaTUYECKUI epeueHb, TeMaTH4 eCKH
0030p TOKYyMEHTOB)7;

5. JUYHYIO TIOJUCH aBTOpa 3ampoca (rpaxIaHuHa WIH TOJKHOCTHOTO JIULA);

6. Jary.

[Ipu nmocTyrieHny B apXyB OpraHU3alliy HHTEPHET-00palieHus (3amnpoca) moab30BaTes
C YKa3aHHUEM aJpeca MICKTPOHHOM MOUTHI W/HJIH IIOYTOBOTO aJIpeca, EMYy HAIPaBISICTCS YBEIOM-
JIeHHE O MpueMe oOpalleHus (3anpoca) K paCCMOTPEHHIO HIIM MOTHBUPOBAHHBIN OTKAa3 B pac-
cmotpenud. [IpuHATOE K pacCCMOTPEHUIO OOpamieHue (3arpoc) pacrevaTblBacTCs U B JAITBHEH-
nieM paboTa ¢ HUM BEIETCS B YCTAaHOBICHHOM TMOPSIKE.

Ha 3ampockl TeMaTH4ecKoro xapakrepa, OCTYIMUBIIUE B ApXUB OPTaHU3aNH 110 HHDOP-
MaI[MOHHO-TEIEKOMMYHUKAIIIOHHOM CEeTH, B TOM YKcIe MO ceTH IHTepHeT, OTBET MOKET ObITh
HaIpaBJIeH B BUJIE DJIEKTPOHHOTO JOKYMEHTA 0 YKa3aHHOMY aBTOPOM 3aIpoca dJIEKTPOHHOMY
azpecy.

3ampoc M0KeH ObITh 3apPETHCTPUPOBAH B TCUCHUE TPEX pabOYMX JHECH C MOMEHTA €Tro
MOCTYIUICHUS.

3anpoc, He OTHOCAIIMUACS K COCTABY XPAHSIINXCS B OPTaHU3AIUN JOKYMEHTOB (HETIPO-
GbuIbHBIN 3ampoc), B TEUCHUH 7 JHEW CO THS PETUCTPAIUU 3alpoca HAMpaBJseTCsl B OpraHu3a-
U0, TJI€ MOTYT XPaHUTHLCS HEOOXOAMUMBIC IOKYMEHTHI C YBEIOMJICHHEM 00 3TOM IOJIb30BATEIIS.

3anpoc, MOCTYNUBIINHI B apXUB OPraHU3allUU, UCTIONHIETCS B YCTAHOBICHHOM TMOPSIKE B
COOTBETCTBUU C TPEOOBAHUSIMH 3aKOHOJIATEIBHBIX U UHBIX HOPMATHBHBIX ITPABOBBIX AKTOB 10
paboTe ¢ oOpalIeHusIMHU TPaXxaaH U MPEIOCTABICHUIO TOCYIaPCTBEHHBIX (MYHHUIIMITATBHBIX )
YCIIYT.

OTBeT Ha MOCTYNUBIINI B apXUB OPraHU3allUU 3allpoc MpeaocTaBisercs B Teuenue 30
IHEeH co Hs ero peructpamnuu. C pa3penieHns pyKoBOACTBA OPTraHU3AIMH 3TOT CPOK MOMKET
OBITH TIpOAJIeH He Oonee ueM Ha 30 nHeH, ¢ yBeAOMIICHHEM 00 STOM 3asiBUTEIIS.

5.11. OTBeTHI Ha 3aMPOCHI MOJIH30BATENEH, B TOM YHCIIE OTBETHI Ha 3aIPOCHI TPaK/IaH CO-
[IUATBHO-TIPABOBOTO XapakTepa, opopmIsatoTes B popmMe apXUBHON CIPABKH, ApXUBHOMN BBITTHC-
KW ¥ apXUBHOM KOTIMH, COCTABJIEHHBIX Ha OJJaHKE OpraHu3aliy (apXuBa OpraHu3aIum), ohopm-
JICHHBIX U 3aBEPEHHBIX B YCTAHOBIEHHOM IMOPSIIKE.

[Ipu oTcyTCTBUM TOKYMEHTOB, HEOOXOMUMBIX JIJIsI UCTIOTHEHUS 3apoca COHAIBHO-
MIPABOBOTO XapaKTepa, COCTABISETCS OTBET 00 UX OTCYTCTBUU C YKa3aHHEM MPUYMH Ha OIaHKe
opranuzanuu. B ciyyae oTpuiiareabHOro oTBETa MUChMO, cojiepakaiiiee HHpopMaiuio o0 yrpare
WM THOETT HEOOXOAMMBIX TOKYMEHTOB, IOJDKHO OBITh 3aBEPEHO MeYaThi0 OPraHU3aIIHH.

*khkkkk

5.13. ApxXuBHBbIE BBIITUCKU U apXUBHBIE KOTUU 0(GOPMIISIOTCS HA OJTaHKE OpraHU3aIiu
(apxuBa opranuzaiuu) ¢ 00o3HaueHrueM HazBaHus Buaa fokymenta: «KAPXVMBHAS BBITTNC-
KA», «kxAPXMBHAS KOII A ».

B apxuBHO# BBITUCKE Ha3BaHUE JJOKYMEHTA, €T0 HOMEP U JaTa BOCIIPOU3BOJISITCS TOTHO-
CTBIO.

Brinucka npou3BOJUTCS TOJIBKO U3 TOKYMEHTA, B KOTOPOM COJEP>KUTCS HECKOJIBKO OT-
JENTBHBIX, HE CBSI3aHHBIX MEXy cOO0H BOMPOCOB. BhIMICKa T0KHA BOCTIPOU3BOAUTD TTOTHBIH
TEKCT YacTU JOKYMEHTA, OTHOCSIIEHCS K 3alpocy.
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W3BneueHneM u3 TEKCTa JOKYMEHTa JI0JDKHBI ObITh HCUEPIIaHbl BCE UMEIOLIHECS JaHHBIC
1o 3arpocy. Hauaso u KkoHen Kak0ro U3BJICYEHUs, a TAKKE IPOITYCKH OTAEIIbHBIX CJIOB B TEK-
CT€ JOKYMEHTa 0003HAYaI0TC MHOTOTOYHEM.

B apxuBHO# BbINKCKE TOMKHBI OBITH CAE€TaHbl COOTBETCTBYIOIINE IPUMEUYaHHUS U OrOBO-
PEHBI YacTH TEKCTa OPUTHHAIIA, HEPa300PUMBO HANKMCAHHBIE, UCTIPABICHHBIC aBTOPOM, HE MO/I-
JTAIOLLKECS POYTEHUIO BCIIEACTBUE MOBPEKACHUS TEKCTA U ApYyruM npuurHam. OTeabHbIe
CJIOBAa U BBIPA)XKEHUSI JOKYMEHTA, BbI3bIBAIOIIME COMHEHHUS B UX TOUHOCTH, a TAK)XKE UCIIpaBIIe-
HUS, TOJYNCTKH, BBI3BIBAIOIME COMHEHHUE B UX JIOCTOBEPHOCTH, OTOBAPUBAIOTCS IOMETAMMU:
«Tak B tokymeHTe», uinm «B Tekcre Hepa3bopunuBo», win «Tak B Tekcte opuruHanay. [locne
TEKCTa apXUBHOM BBIITUCKU YKA3bIBAIOTCS apXUBHBIN MNP U HOMEpA JINCTOB €IUHUIBI XpaHe-
HUS apXUBHOTI'O IOKYMEHTA.

Ecnu BbImucka 3annMaet 0oJiee 0JTHOTO JIMCTA, apXUBHBIN MKU(P U HOMEPA JTUCTOB €11~
HUIbl XpaHEHUS apXUBHOI'O TOKYMEHTa yKa3bIBalOTCS HA 000POTE KaXA0I0 JIUCTA.

ApxuBHbIe mIU(PBI 1 HOMEPA JTUCTOB SIUHUI] XPAHEHUSI TOKYMEHTa MPOCTABIISIOTCS Ha
000pOTE KaXKJI0T0 JIMCTa APXUBHON KOIIUH.

ApXUBHas BBIIIUCKA U ApXUBHAs KOHS OANUCHIBAIOTCS PYKOBOJUTEIEM OpraHU3aluN
WJIM UHBIM YIIOJHOMOYEHHBIM UM JIOJKHOCTHBIM JIMIIOM U 3aBEPSIOTCS NI€YaThIO OPraHu3aluu.

Bce nucthl apXUBHOM BBHIMTUCKU M ApXUBHOW KOMHUH JTOJKHBI OBITH IPOIIUTHI, TPOHYME-
pPOBaHbI ¥ 3aBEPEHBI AHAJIOTUYHO TOMY, KaK 3aBEpsSETCS MHOTOCTPAaHUYHAsl apXUBHAs CIIpaBKa.

5.14. TloaroToBlieHHbIE aPXUBOM OpPraHU3AIMH OTBETHI Ha 3alPOCHI (ApXUBHBIE CITPABKH,
ApPXUBHBIC BBIITUCKU U apXUBHBIE KOIIMH) HAMIPABIISIFOTCS 3asBUTEIISIM 110 IOYTE UJIN BBIJAIOTCS:
3asIBUTENIO — IIPU NPEAbIBICHUU JOKYMEHTA, YA0CTOBEPSIOIIETO JINYHOCTh, €r0 MPEICTaBUTE-
JISIM — TIPH TIPEIBSIBICHUH TOKYMEHTA, YAOCTOBEPSIOIIETO JINYHOCTh U JIOBEPEHHOCTH, 0PpOpM-
JIEHHOH B yCTaHOBJIEHHOM nopsike. [lomyuarens apXUBHOM CIIpaBKHU, apXUBHOMW BBIITMCKH WIIN
apXMBHOI KOIHHU PACTIUCHIBAETCSI HA BTOPOM 3K3EMIUISIPE MOJy4aeMoro JTOKyMEHTa, OCTAIOIIEM-
sl B IeJIaX apXHUBa OpraHU3aluy, C YKa3aHUEM JaHHBIX [1aCIIOpTa WM APYroro TOKyMEHTa, yJ10-
CTOBEPSIOLIETO JINYHOCTD MOJIy4aTes.

5.15. ApxuBHbIE CIIPaBKH, aPXUBHBIEC BHIMUCKU U ApXUBHbBIE KO, HAIIPABIISIEMbIE B
rocyapcTBa, noanucasime ['aarckyro KoHBeH1uoo 1961 r., B COOTBETCTBUM ¢ KOTOPOW HE Tpe-
OyeTcs KOHCYNbCKas Jeran3alus oQuIHaIbHbIX JOKYMEHTOB, 3aBEPSIOTCS IPOCTABICHUEM U
3ar0JIHEHUEM CIEUAIBHOTO IITaMIIa - allOCTHJIS.

ATOCTUJIb HA APXUBHBIX CIIPABKaX, APXUBHBIX BBIMUCKAX U APXUBHBIX KOMHUSX, TOATO-
TOBJICHHBIX (DeJiepaTIbHBIMU OpraHaMH rocy1apCTBEHHOM BJIACTH (KpOME T€X, KOMY TaKoe IIPaBo
NPEOCTaBIEHO HOPMATUBHBIMU IIPABOBBIMHU aKTaMU) MPOCTABIISAET (peiepaibHbIil OpraH UCTOJI-
HUTEJIbHOH BJIACTH, YIOJTHOMOYEHHBIN B c)epe apXUBHOTO JiejIa.

Ha apxuBHBIX clipaBKax, apXUBHBIX BBITUCKAX U aPXUBHBIX KOMHUAX, TOJATOTOBJIEHHBIX
OpraHu3alUsIMH, PaCOJI0KEHHBIMU Ha TeppUTOpUH cyOBeKkTOB Poccuiickoit denepanuu (kpome
T€X, KOMYy TaKOe€ IpaBo MPEJ0CTaBIEHO HOPMAaTUBHBIMU NIPAaBOBBIMU aKTaMH), allOCTHJIb IIPO-
CTaBJISIETCSI OpTraHaMU UCTIOTHUTENBHON BlIacTh cyOBbekToB Poccuiickoit deneparnu, ymnoiHo-
MOYEHHBIMH B cepe apXHUBHOT'O JIea.

[IpocraBienue anocTuis Ha ApXUBHBIX CIIPABKAX, apXUBHBIX BBIITUCKAX U aPXUBHBIX KO-
NUSX, OATOTOBJIEHHBIX apXUBAMH OPTaHU3aLUi, OCYILIECTBIISETCS MOCIE UX MUCbMEHHOT0 00-
pauieHus, C IpecTaBIeHUEeM B ynoJiHOMoueHHbIN [IpaButenbctBoM Poccuiickoit @enepanuu
(benepanbHBIN OpraH UCIOTHUTEIBHOM BIACTH WJIM OPTaH MCIIOJHUTEIBHOM BIACTH CyObeKTa
Poccutickoit denepariu, ymoJTHOMOYSHHBIN B chepe apXUBHOTO Jiea, 00pa3IioB MOIMUCEH, C
MOATBEPKIEHUEM TOJTHOMOYNI Ha MPABO MOJIMCH KOHKPETHBIX JOJKHOCTHBIX JIMIL, a TAKKE
00pa3IoB MevaTei.

ATIOCTHIIb HE MPOCTABIIAETCS HA IOKYMEHTAX, IPEAHA3HAUYEHHBIX AJIs HAIpaBJICHUS B
rocyapcTBa, ¢ KoTopeiMu Poccuiickas denepanys 3aKiIr0uuia Jo0roBOPhI O MPaBOBOM TOMOIIN
Y TIPaBOBBIX OTHOIIEHUSX I10 I'PaXAaHCKUM, CEMENHBIM U YIOJIOBHBIM JI€JIaM, a TAKXKE B TOCY-
napctBa - yaactHuku CHI', moganucasmme Cornamienne o mpuHIKMax U opMax B3auMozei-
CTBHSI B 00JI1aCTH MCTIOJIb30BAHMSI apXUBHOW MH(POPMAIIUH, WIH C KOTOPHIMU UMEIOTCS IBYCTO-
POHHHE COTJIAIIEHHS O COTPYAHUYECTBE.

27



B ciydae oTkasza B MpOCTaBIEHUH arlOCTUJIS 3asIBUTEIIO B TE€UYEHUE TpeX paboumx JAHEH
HaIpaBIseTCsl MUCbMEHHOE COOOIEHUE O IPUUNHE 0TKa3a.

JIeKIIMOHHBIN MaTepHa

ApXHBHBIE CIIPABKH, BBIIIMCKU U KOIIMH BBIIAIOTCA HA OCHOBAHUU MHCBMEHHOTO 3aIIpoca
(U3NIECKOT0 MM IOPUANYECKOTO JIMIA, KOTOPBIN JOJDKEH COJEepKaTh HaUMEHOBaHHE (M ajpec
IIPU MEPEeCchUIKEe) OpraHu3alnuu (apxuBa), KOTOPOH OHM aJPECOBAHBI, M3JI0KEHUE CYILECTBA BO-
npoca; paMuInio, UMs U OTYECTBO OOPAIIAOLIETOCS; €T0 apec, KOHTAKTHBIE TeNe(OHBI; 1aTy U
JUYHYIO noanuck. B 3anpoce, coaepikaiieM npocb0y 0 MOATBEPKAECHUU TPYJOBOTO CTaXka WIN
pa3mepa 3apabOTHOM IUIATHI, YKa3bIBAIOTCS KpailHUE AaThl, MECTO U JOJKHOCTH paOOTHI.

BbiganHble apXMBHBIE CIIPABKH, KOIMM U BBIIUCKHA M3 JTOKYMEHTOB PErMCTPUPYIOTCS B
XKypHaie o Gopme.

lMpunoxeHue 3

MpumepHan popma XypHana perucTpaLi BbIAAHHLIX CNPABOK, KONKH, BLINKCOK

KYPHAN
perncrpayiu BblaHHbIX CNPaBoK, KOﬂMf"l, BbINWCOK
Hazsanue Rara

Rarawn BLIRANHOrO | o . Pacnucka
Ne Asvop 3anpoca, |perucrpa- Copep- ROKYyMeHTa puonm:ﬁ enony- oo e
a/a nex. N2, para, UMOMHBLIA Mamue (konwua, unome yennn w[:nne

appec, renedon HOMep s3anpoca ebinncka, | o anngro wnu para

3anpoca cr:'p:pm;a Ao:ymeun OTNPaBKK

1 2 3 4 5 6 7 8

Obpawenus zpaxcoan, 6 KOMOPbIX OMCYMCMEYIOM damunuu, aopeca u noORUCU 00PaAUarOUUX-
CAl, CYUMAIOMCS AHOHUMHBIMU U He NOONeHCAm paccMOmMpeHUro.

B cnyuae ecnu 6 obpawenuu npeocmagnena HenoaHas UHGopmMayus 0 3anpamiueaemolx c6e0etu-
AX (Hanpumep, He YKA3aHO CMPYKmMypHoe noopazoeieHue Uiy 3a KaxKue 200bl mpedyemcs noo-
meepoicoeHue 0 mpyoosom cmadice, 3apabomuou niame u 0p.), apxus 0053aH 3anpocumsv y 3a-
Aeumensi OONOJTHUMENbHbIE CEEOEHUSL.

Cpok ucnonmeHus 3anpocos CoyuairbHO-NPABOBO20 XApaKmepa epaxcoan U opeanuzayuil no 0o-
KYMeHmam apxuea He 0oudiceH npegviuiamv 30 OHell co Ousa pecucmpayuu obpawenus. Ilpu
CILOJCHBIX 3ANPOCax cpox modicem Ovbimb NpooeH, Ho He bonee wem Ha 30 Owel, ¢ obsa3amens-
HbIM Y8e00MIEHUEM 00 2MOM 3AA6UMEL.

B cnyuae nocmynnenus 6 apxug nenpoguibHo2o 3anpoca (He no HA3HA4eHU10) 3anpoc nepecwlia-

emcst N0 NPUHAOJIEHCHOCIU 8 Opyeue OP2aHU3AYUU UU APXUBbL 8 S-OHeBHbIll CPOK ¢ MOMEHMA
obpawenuss, 0 yem 00800UMCsL 00 C8e0eHUs. 3AsIBUMEA.
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lNpunoxenue 2

Mpumep opopmMaeHHA apXUBHON BINMCKH
OTKPbITOE AKUMOHEPHOE OBLWECTBO NIO. Cummnybivon
“MbITULLUHCKUIA XNOMNOK" yn. Crpoutenen, . 8, k6. 115,
ApXHUBHAR BHINKWCKA Mockosckan obnacry,

r. Mobeputy, 140006
30.06.05 N° 05-16/8

r. Mocksa

W3 NPUKaa ot 24.07.75 N2 62-K AnpexTopa
METHUMHCKOrO XNONUATOOYMAKHOrO KOMOMHATA

B uensax NOBLULEHUA TBOPUECKON AKTMBHOCTH PAbOUHX OCHOBHBIX NPOGECCui, BHIABNEHHA ¥ pac-
NPOCTPAHEHUA BHICOKONPOMIBOANTENDHBIX METOROB PAtOTH HA KOMOMHATE NPOBOANNCA KOMKYPC
Patouero MacTepcTsa No NPAAUALUIMLAM U TKAUaM (TaK 8 JOKYMeHTe), B COOTBLTCTBUM C YTBEPXKACH-
HBIMM YCNOBHAMMK NO NPOBREHUIO KOHKYPCA, NPUKA3LIBAK:

1. Npemuposats nobeanTenen KOHKYpPCa pabouero MacTepcTBa, 3aHRBWKX NPU30BLIS MEeCTa:

4, Cumnyviny 110, - npaannbmuy - 3-e MecTo.,

AupexTop KombuHata @ o H.A. @omunues
COornacoBano ¢ NPOPKOMOM k/?uu 0.B. Xapnamosa
OcHnosanue: on. 2 n/c, 4. 103, 0. 57

Bepwmo:

lenepanbumn gupexTop oblecTsa ,é‘&{ 11‘ KA. Kpenertos

Nyzaveea Nlo6oss NleonudosHa
345-78-56

Tecm k pazoeny No3

Bompoc 1
bamn: 1,00

Onuck ACJI 110 JIMYHOMY COCTaBy BKJIIOYACT B cebs

BriGepute oquH OTBET:

d. HaMMEHOBAHWE OpraHu3aluu; HoMmep (OHIA; TOPSAIKOBBIM HOMEp; WHICKC eia
(TIpu HATMYUU HOMEHKJIATYPHI Jel); 3ar0JI0BOK JIeNIa; JaTa JeNia; YUCIIO JIUCTOB B JIeNe

b. HamMeHOBaHHMe OpraHu3alMu; HOMEp (OHMA; MOPSAKOBBI HOMEp; MHACKC Jela
(Tpu HaTMYMKM HOMEHKJIATYpHI JIe]); 3arojIOBOK Jiefia; Jara Jeja; YHCIIO JINCTOB B JIeNe; pHMe-
YyaHue (eClu ecTb)

C. HAaMMEHOBaHHME OpPraHU3allH; CTPYKTYPHOTO IOJpa3feNeHus; Homep (OoHAa; Io-
PSAAKOBBIM HOMeEp; MHJEKC Aema (MIpH HATMYUH HOMEHKIIATYPHI JIeN); 3aroj0BOK Jefia; 1aTa Jiena;
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YHCJIO JIMCTOB B ACIIC; MIPUMCUAHUC

d. HauMeHOBaHWE OpraHu3aluu; HOMep (DOHIA; MOPSIKOBBIA HOMEp; MHIACKC Jeia
(MpM HAJTMYMU HOMEHKJIATYPBI JIeN); 3ar0JIOBOK JIeja; Jara Jeja; YUCIIo JIMCTOB B JIelie; AaTy Ie-
penaun GoHa

Bonpoc 2
bann: 1,00

Bribepure HeBepHOE YTBEPKACHHE

Bri6epute oquH OTBET:

f‘_

a. Omnmce ACII IO JINYHOMY COCTAaBY COCTABJIACTCA B TPEX 3K3CMILIApAX
I

b. Onuce ACII IO JIMYHOMY COCTABY COCTABJIACTCA B TPEX IK3CMILIApAX
I

€. Onuch JOKYMEHTOB MOMKET OBITh COCTABJIEHA MO XPOHOJIOTHYECKOMY HIIH CTPYK-
TYPHOMY IPUHIUILY, KOTOPbIE OOBIYHO COYETAIOT B OAHON OMMCHU: B KaKIOH XPOHOJOIMYECKOU
rpyIIIE JelIa pacIpeaesloTCs B COOTBETCTBUU CO CTPYKTYPHBIM IIOIPA3/ICICHUEM
T o o
d. Omuck Aei 1o JIMYHOMY COCTaBY — YUCTHBIH JIOKYMEHT, KOTOPBI COACPIKUT Hepe-
YEeHb JIOKYMEHTOB JIEJl 110 JUYHOMY COCTaBy C yKa3aHHWEM MHICKCOB, Ha3BaHUI JOKYMEHTOB U

Ap.

Bonpoc 3
bamr: 1,00

HpI/I COCTAaBJICHUU OITMCHU ACI 110 JIMYHOMY COCTaBy IO HOMWHAJIBbHOMY HNPHHIMITY 3aro-

JIOBKM J1€JI B OITMCHU UOYT B CHCILYIOIHGfl OCICI0OBATCIIBHOCTH

Boi6epuTe ouH OTBET:

a. TUIEBbIEe cyeTa paboumX U CIyKallUX Mo 3apadoTHOI miaTe (pacueTHbIE BEJJOMOCTH
IO 3apIulaTe); CIUCKU JIMYHOI'O COCTaBa; JIMYHbIE JIeN1a; HEeBOCTPEOOBAHHBIE JIMUHBIE MTOJTMHHBIE
JIOKYMEHTBI YBOJIEHHBIX paOOTHUKOB (IIPU OTCYTCTBUH OTAEIBLHOMN OIUCH)

b. TpymoBbIe JOrOBOPHI (COTJIAIICHNUS ); KTl O HECUACTHBIX CITydasx

C. CHMCKHM JMYHOTO COCTaBa; KapTOYKH MO YYETY JUYHOIO COCTaBa; JINYHBIE JIENa;
TPYZOBBIE TI0TOBOPHI (COTJIAIICHNUS )

d. npuka3sl (pacrnopsuKeHusl) O JUYHOMY COCTaBY; CIIHUCKH JTMYHOTO COCTABA; JIUYHBIC

AcJ1a; KapTO4YKHU IO YUCTY JIMYHOI'O COCTaBa

Bompoc 4
Bbamn: 1,00

KakoMy HOpMaTMBHOMY NOKYMEHTY NPHUHAJUICKUT cTaThs 24, kotopas riacut: «Coop,
XpaHEHHE, UCIOJIb30BAHNE U pacIpOCTpaHeHHEe MH(YOPMAIMK O YaCTHOM XHU3HH JHla 0e3 ero
cornacus He gomnyckaercs. Opransl rocy1apCTBEHHOW BJIACTH M OpPraHbl MECTHOI'O CaMOYIIPaB-

JICHUs, UX OOJDKHOCTHBIC JIMIa 00s3aHBI 00ECIIEYUTD KaXXI0MY BO3MOXHOCTH O3HAaKOMJICHHA C
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JOKYMEHTAMHM U MaT€pHrajiaMu, HCIOCPECACTBECHHO 3aTparuBarOMMu €10 ImpaBa U CBO60,I[BI, €ClIn

MHOE HE IPEIYCMOTPEHO 3aKOHOM»?

Bribepure oauH OTBET:

a. Tpynosoii konexc PO

®’

b. Koncruryuus PO

7

C. 3akoH P® «O nepcoHanbHbIX TaHHBIX» Ne 152-D3
d. ®enepanbubiii 3ak0H 0T 22 okTs10pst 2004 roma Nel25-d3 «O6 apXxHBHOM jej€ B
Poccuiickoit denepanun»

Bonpoc 5
bam: 1,00

Haiigure numnee: 3anpoc conManbHO-MPABOBOTO XapaKTepa ...

Br16epute oquH OTBET:

d. 9TO 3apOC O NOATBEPKACHUU TPYAOBOI'O CTa)Xa UJIM pasMepax 3apa60TH0171 I1JIaThI,
HarpaXxiaCcHuu, IpuCBOCHNHA 3BaHPII>i, MMOJIYyYCHHA O6pa30BaHI/I$I u T.II.

b. 910 3ampoc, cBsA3aHHBII C BOCCTAHOBJICHHEM POACTBEHHBIX CBSI3eH, HCIIOIHEHUE KO-
TOPOIO SABJISIETCS IUIATHOM yCIIYTOM apXHUBa

C. 3TO 3amPOC KOHKPETHOTO JIWIIA UM OpTraHu3alliH, CBA3aHHBIM C 00ecreyeHueM MpaB
Y 3aKOHHBIX UHTEPECOB IPaKJIaH

d. BeyIaeTcst OecruiaTHO B OpMe apXMBHOM CIIPABKH, apXMBHOW KOIMHH U apXUBHOM
BBINHUCKU

Bonpoc 6
bam: 1,00

CpOK HCIIOJIHCHUS 3aIllpOCOB COLUAJIBHO-TIPABOBOI'0 XapaKTepa IpakAaH H OpFaHI/IBaHI/Iﬁ

MO JJOKyMEHTaM apXuBa HE JOJHKEH MPEBBIIIATh nHei. [Ipu cIoXKHBIX 3ampocax CpoK MO-
JKeT OBITh MPOJJIEH, HO HE OoJiee YeM Ha JTHEH, C 00s3aTEIbHBIM YBEIOMJICHHEM 00 3TOM
3aAABUTCIIA

Bribepute oauH OTBET:
a. 30 xkaneHgapHBIX JHEH co AHS peructparuu odpamenus; 30 qaei

b. 30 aHeit co aust peructpamnuu obparieHus; 15 quei

®’

C. 30 kaneHgapHBIX JHEHW CO AHS perucTparuu odpameHus; 15 qaei
i . .
d. 30 pabouunx aHE# co qHS perucTpaimu oopamenus; 30 qHel

Bonpoc 7
bamr: 1,00
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HMGIOHII/ICC?[ B JIMYHBIX A€JaX JIMCTKU MO YUYCTY KaJApOB, aHKETHI, aBTO6I/IOI"pa(1)I/II/I, COGCTBCHHOpy‘{HO CO-
CTaBJICHHBIC 3a4BUTCIIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKHU O IMIPOBEPKE UMEIOIIUXCSI B HUX CBGI[CHI/Iﬁ Ha OCHOBa-

HWH IPEACTABICHHBIX MMOJJIMHHBIX JOKYMEHTOB WJIN CIIPaBOK

Bribepure ouH OTBET:

a. MOT'YT CIIY)KUTh OCHOBAaHHMEM JUIsl BBIJAUM apXUBHBIX CIPABOK O TPYJIOBOM CTaxKe
IIPU MMCbMEHHOM pa3pellieHUuH AUPEKTOpa apXuBa

b. MOT'YT CIIY)KUTh OCHOBAaHHUEM JI BbIJa4Ud ApXKUBHBIX CIIPABOK O TPYJOBOM CTaXXe

C. MOTYT CIY’)XKHTb OCHOBAaHUEM JUIsl BBIIAYU apXHMBHBIX CIIPABOK O TPYJAOBOM CTae
IIPU MMCbMEHHOM pa3pellieHUu AUPEKTOpa OpraHUu3aliy, Tie padoTa COTPYIHUK

d. me MOT'YT CIIYKUTb OCHOBAHUECM JUUIS BbIAa4U APpXUBHBIX CIIPABOK O TPYAOBOM CTa>KC

Bonpoc 8
bam: 1,00

Vxaxure HeBepHHﬁ BApHAHT: «B xagecTBe JAOKYMCHTOB, MOATBCPIKAAOIINX prZ[OBOﬁ CTaX, AJI1 COCTaBJIC-

HUSI CIIPaBKH IIPU OTCYTCTBUH MPHUKA30B I10 JIMYHOMY COCTaBY MOTYT OBITh HCIIOJBb30BAHHI . ..»

Bribepure ouH OTBET:
a. IPHUKAa3bl IO OCHOBHOM NI TEITLHOCTH

b. ankera

7

C. JIMLeBbIC CUETa 110 3apa60TH0171 jiaTe

I
d. mratHOE paciucaHue opranu3anuu

Bonpoc 9
bamr: 1,00

HpI/I BbIJa4€ MOMJIMHHOTO JOKYMCHTA M3 apXWBa MO JIMYHOMY COCTaBy NOJYy4YaTejib MOJAJIWUHHOIO JIMYHOTO
JOKYMEHTa JOJDKEH pacrucaTrbCsa Ha 060p0Te KONIMX JINYHOTO AJOKYMEHTA, OCTaIoNICHCs B ApXUBE OpraHu3alru.

HpI/I 9TOM B PACIMCKE YKAa3bIBACTCA

Bribepure ouH OTBET:
a. KOHTPOJIbHAS JaTa BbIJJauu JOKYMEHTA

b. crenens poacra

®’

C. MaCOPTHBIC JAHHBIC 3asIBUTECIIS

-
d. 1iens ¥ CPOKHM BBIIAYN JTOKYMEHTA

Bonpoc 10
bamr: 1,00

I[ena, COoACpIKaIUEe JOKYMCHTHI 10 JIMYHOMY COCTaBYy BbIAAKOTCSA BO BPEMCHHOC MOJIb30BAHUE U3 XpaHUJINIL

Ha CpOK, HE HpeBLIIHaIOIIlPIﬁZ

Bri6epute oguH OTBET:
32



TN

a. 3 MecsIa BO BpeMEHHOE ITOJIb30BAHUE IS IPYTUX OpraHu3aIii
b. 3 Mecsiua I UCIOIB30BaHMS JOKYMEHTOB B YATAJIBHOM 3aJIe

C. | Mecs1eB I SKCIIOHUPOBAHMUS TOKYMEHTOB

d. 2 Mecs1a s UCHOJIBb30BaHUsl pAOOTHUKAMH OpPTraHH3aLUuH

Konmponvnasa paboma no oucyuniune
Apxuewt no 1uuHOMY cOCImMagy

OTBeThTE Ha BBI60p Ha 5 BOITPOCOB U3 IIpHJIara€Moro CriucCka.

Kaxxapiii orBeT Ha 3-4 npemoxkenus — 1 ab3ar 1omKeH ObITh apryMEHTHPOBAH U JJOKA3aTEIICH.

1.

agblrwn

S

10.
11.
12.
13.

14.
15.

16.
17.
18.
19.

20.

21.
22.
23.
24.

25.
26.

217.
28.

JlaiiTe ompeneneHue MOHATUIO «KagpoOBas JOKYMEHTALUS», «IOKYMEHTbHI IO JIMYHOMY
COCTaBY».

Kakoe MecTo B KaJipOoBOI JOKYMEHTALlMM 3aHUMAIOT JOKYMEHTBI 110 JINYHOMY COCTaBy?
Ilepeuncnure BUABI JOKYMEHTOB I10 JIMYHOMY COCTaBY.

[ToueMy Tak Ba’)kHO 00€CIIEUUTh COXPAHHOCTb JOKYMEHTOB I10 JINYHOMY COCTaBy?
HazoBuTe NOKYMEHTHI IO JINYHOMY COCTaBY, MMEIOLIUE JOJITOBPEMEHHBIN CPOK XpaHe-
HUS.

Kakue TOKyMEHTBI 110 JINYHOMY COCTaBY UMEIOT KPaTKOBPEMEHHBIN CPOK XpaHEHUS?
HazoBure noxkymeHT, yTBEpAUBIIMA NPUMEPHOE IOJOKEHUE O PaHOHHOM (FOPOJICKOM)
ApxuBe JOKYMEHTOB IO JINYHOMY cocTaBy. M3 ckonbkux dacteil oH coctout? Ilepeunc-
JIUTE UX.

[lenb coznanns ApxuBa JOKYMEHTOB I10 JUYHOMY COCTAaBY.

3a yeil cuét coaepKUTCsI ApXUB JOKYMEHTOB 110 IUYHOMY COCTaBYy?

MoskeT 1 ApXuB JOKYMEHTOB I10 JINYHOMY COCTaBY BBIIIOJIHATD IUIATHBIE YCIYTH?
Kakue TOKyMeHTbI BXOASAT B COCTaB ApXHBa JOKYMEHTOB I10 JTUYHOMY COCTaBY?
PackpoiiTe ocHOBHBIE 331a4M U GYHKIUU ApXHMBa IO JUYHOMY COCTaBY.

Hmeet nu ipaBo ApXuB IO JTUYHOMY COCTaBy MITpadoBaTh pyKOBOJUTENEH OpraHU3aIii
3a HECBOEBPEMEHHYIO OILIATy €ro yciyr?

KTo Bo3rnasisier ApXuB JOKYMEHTOB 10 JUYHOMY COCTaBY?

[lepeuncnure Tanel NPOBEACHMS YKCIEPTU3BI LICHHOCTU JOKYMEHTOB IO JUYHOMY CO-
cTaBy?

Kakue 10KyMEeHTBI COCTABIISIFOTCS IPU POBEACHUN IKCIIEPTU3BI IEHHOCTU?

[Tonnexxart 11 YHUUTOKEHUIO TOKYMEHTHI 110 JINYHOMY COCTaBy?

KT0 MOXeET cTaTh HCTOYHMKOM KOMITJIEKTOBAHMSI IOKYMEHTAaMH 110 JTUYHOMY COCTaBy?
[lepeuncnure 0COOEHHOCTH MOATOTOBKM K INEpeadye Ha XpaHEHHWE W apXHMBHOTO XpaHe-
HUS:

MIPUKA30B [0 JIMYHOMY COCTaBY, JINYHBIX JI€JI, TUIEBBIX CUETOB, TPYAOBBIX KHUXKEK, JINY-
HBIX KapTO4€K, TPYJOBBIX JOIOBOPOB, PETUCTPALIMOHHBIX KHHT.

[Topsimox odopmiieHus: TUYHOTO Jena.

B uém oTimune onucu Aen 1o IMYHOMY COCTaBY OT APYTUX apXUBHBIX OMUCEH?

Kakue yuéTHble TOKyMEHTHI BeyTCsl B ApXHBE Ha JieJIa 0 JUYHOMY COCTaBYy?

Kakue mepbl MOXeT MPHUHATH ApPXMB s OOHapy:KEHHUs! MPOMNABILEro JOKYMEHTa IO
JIMYHOMY COCTaBy?

3UMOl B IOMEUIEHHH, TJI€ XPaHATCS JOKYMEHTHI 110 IMYHOMY COCTaBY, HEOXKUJAHHO Ha
HECKOJIBKO 4acOB OTKJIFOUMIIM OTOILIeHue. Bamm nerictBusa?

Ha3zoBute (hopMbl UCTIONB30BAHUS APXUBHBIX JTOKYMEHTOB IO JINYHOMY COCTaBY.

Kaxkoii 3akoH peryimpyer J0CTyl K apXUBHBIM JOKYMEHTaM MO JINYHOMY COCTaBy?
[IpencraBbTe, 4TO BB OPraHU3AIMS CO CPEAHUM JOKYMEHTOOOOPOTOM, MpopadoTaBIIast
15 ner. CmoaenupyiTe CUTyallUIO MEpeaadyd B BEIOMCTBEHHBIA apXHB JTOKYMEHTOB IO
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JM4HOMY cocTaBy. CocTaBbTE OIUCH [, POTOKOJ 3aCEAAHUS IKCIIEPTHON KOMUCCUM U
aKT Ha YHUYTOXXEHUE JCII.

IHapameTpsbl padoThl: yKazaTh AUCHUILUIMHY, KTO BbinoHWwI: @.M.O. cTtynenTa, Kypc, rpylia,
ornenenue. lpudt 14, Times New Roman, MexcTpounsiii mHTEpBai 1,5, HyMepanusi CTpaHuIl
[0 BEpXHEMY MpaBOMY Kpato, 00beM paboTsl — 2-3 cTp. O0sA3aTeabHbl CCHUIKH Ha JUTEPaTypy B
TeKcTe B [], crucok jureparypsl odopMisaTh B coorBercTBuu ¢ 'OCToM, qOMyCTHMBI TOJIBKO
IIPOBEPEHHBIE AJIEKTPOHHBIE PECYPCHI: OPUITUAIBHBIE CAUTHI U AJ1. MyOIUKAIIH.

Hmozoewtit mecm no Kypcy «Apxugst no 1uuHomy cocmagy»

Bomnpoc 1
bam: 1,00

ApXUB 110 THYHOMY COCTaBYy — 3TO

Br16epute oquH OTBET:

d. CaMOCTOSITENIbHOE YUPEKICHHUE WM CTPYKTYpHOE MOJpa3elieHUuEe YUpeKIeHUs,
OCYIIECTBIISOIIEE KOMILJIEKTOBAaHUE, XpaHEHUE, YUET U MCIOIH30BAHUE JOKYMEHTOB 10 JTUYHO-
My COCTaBy

b. moxpaszaencHue KaapOBOI CIYKOBI MPEANPHUITHS, OTBEUAIOIICE 32 XpPaHCHUE, YUET U
MCIOJIb30BaHUE TOKYMEHTOB IO JIMYHOMY COCTaBY, B TOM YHCIIE B 3JIEKTPOHHOM BUJIE

C. yUpeXJIeHue, XpaHsiuee KagpoBble JOKyMeHTbl AD PO

d. mecto XpaHCHUA TOCYAapCTBCHHBIX TOKYMCHTOB

Bompoc 2
bamr: 1,00

BepHI)IM TIOPAAKOM PACIIOJIOKCHUA JOKYMEHTOB 110 JIMYHOMY COCTaBY B HOMEHKJIATYpPE A€ AJId OTACTIA Kad-

POB ABJIACTCA

Bribepure ouH OTBET:

a. 1. HopMaTuBHO-TIpaBOBBIE aKThI, peryaupyromre padboTy otaena kaapos. 2. lllrar-
Hoe pacriucanue. 3. [lomoxxenne 06 oTaene Kaapos
-~
b. 6. Tlpukassl 0 npueme, yBoJbHEHHH paOOTHUKOB. 7. [IprKa3bl 0 KOMaHIMPOBAHHU.
8. [Ipukassl 0 MOOMIPEHUAX, TPUMEHEHUHN AUCUUILUTMHAPHBIX B3BICKAHUI

c. 10. TpynoBsie moroBopsl. 11. JIoMKHOCTHBIE WHCTPYKIIMU PAOOTHUKOB OpPTaHHU3a-
un. 12. I'paduk oTmyckoB

© d. 19. Xypnan yuyera npuema, nepeBona, yBoiabHeHHs paboTHHKOB. 20. XKypHan ydera

BOEHHOO00s13aHHBIX. 21. XypHan yuera BbI1aul KOMaHIUPOBOUHBIX YIOCTOBEPEHHI

Bonpoc 3
Bbamn: 1,00

KakoMy HOpMATHBHOMY MOKYMEHTY INPHHAIJICKAT Pa3Zeiibl, OMUCHIBAIOIINE KaTETOPHH IOKYMEHTOB IIO

JIMYHOMY COCTaBYy: JOKYMCHTHI 110 OpraHn3aniui, HOpMUPOBAHUIO, TapI/I(I)I/IKaIII/II/I, OIlIaTC U OXpaHC Tpyda (Pa3z[en
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Ne7), nokymeHTHl 0 padote ¢ kaapamu (Pazmem Ne®), a takke nokymeHTsl u3 Pasgena Ned «YdeT m OTUETHOCTBY,

CBSI3aHHBIE C OIUIATOH TPy/Zia U IPYTUMH BBIIIATAMH COTPYTHHKAM?

Bri6epute oquH OTBET:

a. IlepedyeHp THUIOBBIX YIPABICHUYECKUX APXMBHBIX JOKYMEHTOB, OOpa3yOLIUXCS B
npolecce AesITeIbHOCTH IOCY1apCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIPABJIEHUS U Op-
raHMW3alui, ¢ yKa3aHUEeM CPOKOB XpaHeHHs. 3apeructpupoBad MuHioctom Poccun 8 cenTsiops
2010 r. Per.Ne 18380

P
b. Meroauyeckue pekoMeHIanuu «KCIEepTH3a IIEHHOCTH U OTOOp B COCTaB ApXUB-
Horo ¢onna Poccuiickoit depepannu JOKYMEHTOB IO JUYHOMY COCTaBY» MpoekT 2014 1.

. OcHoBHBIE TIpaBMIiIa paboThl apxuBOB opranu3anuii 2002 r.

d. UHCTpYKIIUS 10 AEIOMPOU3BOICTBY OPraHU3aluH

Bonpoc 4
bam: 1,00

Haiinure OIIMO0YHOE BHICKA3BIBAHHE

Bri6epute ouH OTBET:

a. Jlns apyrux kareropuil mosipb3oBaTesield HEOOXOJMMO NMUCHbMEHHOE HOTApUaIbHO-
3aBEpPEHHOE pa3pelleHre IpakJaHUHA (ero HacleJHHKa WM JIOBEPEHHOIo JIMLA), KOTOPOe MO-
eT ObITh 3alpOLIEHO OpraHU3alUell, HalpaBUBLICH MOJIb30BATENd B ApXUB, MOJIb30BATEINIEM,
€CJIM OH - YaCTHOE JIMIIO, WIM apXUBOM IO MpOochOe Mojab30BaTeNs. ApXHUBY CIEAYeT BblIaBaTh
MOJIb30BATENIO TOJIBKO T€ JI€1a U TOKYMEHTBI, KOTOpbIe OyyT yKa3aHbl B pa3peIlIeHUH

b. Iocne cMepTH rpakJaHWHA MPABOM Ha JIOCTYI K apXUBHBIM JIeJiaM U JOKyMEHTaM,
COJIEpXKAIINM CBEJICHUS O JTUYHOW M CEMENHOM TaiiHe, ero YaCTHOM >KM3HU 00J1a1at0T HACIICIHH-
KU (JOBEpPEHHBIE JIUIIa HACIETHUKOB), €CJIH 3TO HEe IPOTUBOPEUHT 3aKOHOAATEIHCTBY PD

C. ApxuB o0ecreynBaeT JOCTYI MOJIb30BATENd TOJIBKO K TEM JOKYMEHTaM WM WH-
dbopmariu, KOTOpbIE OTHOCATCS K JIMILY B OTHOIIEHUH KOTOPOTO, OBLIO MOJIYYEHO pa3penieHue o
JOCTYTIE, JaXKe €CIIH B JIeJie HaXOATCS JOKYMEHTBI, COJepKaIine KOH(UIESHIINAIbHbBIE CBEICHUS
0 HECKOJBKHX JINIIaX

C d. ApxuB mpenocTaBiaseT 10 OKOHYAHUS 75 JIET CO JHS CO3/IaHUsS JTOKyMEHTa apXHB-
HBIE JIeJIa U IOKYMEHTBI, COAEPKAIINE CBEAEHUS O JIMYHOM U CEMEMHOM TaillHE Ipa)KJaHUHA, €ro
YACTHOM KWU3HH 10 MOTHBHPOBAHHOMY IMHCHhbMEHHOMY OOPAIICHUIO COTPYIHHKAM OpTaHU3aIlHii-
dbonmooOpazoBareneii U UX MPUEMHUKOB, OPTaHOB TOCYAAPCTBEHHON BJIACTH, OPTAHOB MECTHOTO
CaMOYITPaBJICHUS, CYJ0B, OPTaHOB MPOKYPATYPhI, OPraHOB MPEIBAPUTEIBHOTO CIEICTBUS U J10-
3HAHUS B Mpe/ieNaX UCIOTHEHUS HMH CBOUX CIYKEOHBIX 00s13aHHOCTEH

Bompoc 5
bamr: 1,00

PaH)KHpOBaHHLIfI CIIMCOK HOPMATHUBHBIX NOKYMCHTOB IIO pErjlaMCcHTallun q)yHKIII/IOHI/IpOBaHI/IH ApXHBOB I10

JMIHOMY COCTaBy

Bribepure ouH OTBET:

a. ®enepanbHblil 3aKk0H «O0 apxuBHOM zene B Poccuiickoit @enepanun» Nel25-03 ot
22 oxTsa6ps 2004 r.; TpynoBoit konekc Poccuiickoit @eneparuu N 197-D3 30 gexadbpst 2001 r.;
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[IpaBuna opraHuzanuu XpaHEHUs, KOMIUIEKTOBaHHUS, y4€Ta U MCIOJIb30BaHUsI JIOKYMEHTOB ap-
XUBHOTO (hoHAa poccuiickoil enepannu U Ipyrux apXUBHBIX JOKYMEHTOB B rOCYAapCTBEHHBIX
opraHax, opraHax MECTHOro camoymnpasieHusi u opranuzamnusx» ot 07.09.2015 r.; Ilepeuens
TUIIOBBIX YIPABICHUYECKUX APXMBHBIX JOKYMEHTOB, O0pa3yIOIIUXCS B MPOLECCE AESITEIbHOCTU
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPABJIEHUS U OpPraHU3alUl, C YKa3aHUEM
CpPOKOB XpaHeHus. 3apeructpupoBad Muntoctom Poccuu 8 centsiops 2010 r. Per.Ne 18380.;
Meronudeckue pekoMeHAannu «IKCIepTH3a MEHHOCTH U OTOOp B cocTaB ApxuBHOTO (hoHIa
Poccuiickoit denepany JOKYMEHTOB MO JIMYHOMY COCTaBy» mpoekTt 2014 r.

b. Tpymosoii koaekc Poccuiickoit ®eneparuu N 197-®3 30 nexabps 2001 r.; dene-
panbHbIi 3ak0H «O0 apxuBHOM zene B Poccuiickoit deneparmm» Nel25-D3 ot 22 oxTs16ps 2004
r.; [IpaBuna opraHuzanuu XpaHEHHs, KOMILJICKTOBaHUS, y4€éTa U HCIOIb30BAaHUS JTOKYMEHTOB
apxuBHOTO (hOHIA pOocCUCKON (helepanun U IPYyTHX apXUBHBIX JIOKYMEHTOB B TOCYIAapCTBEH-
HBbIX OpraHax, opraHax MECTHOr0O caMoympaBiieHus u opranuzauusax» ot 07.09.2015 r.; Ilepe-
YeHb THUIOBBIX YIPABICHYCCKUX APXHUBHBIX JIOKYMEHTOB, 00pa3ylOIIUXCS B MPOIECCEe ACITEIb-
HOCTHU TOCYJapCTBEHHBIX OPTaHOB, OPTaHOB MECTHOT'O CAMOYTIPABJICHHS U OpraHu3alui, ¢ yKa-
3aHUEM CPOKOB XpaHeHus. 3apeructpupoBaH Munioctom Poccun 8 centsiops 2010 r. Per.Ne

18380

c. ®enepanbhbiii 3akoH «O0 apxuBHOM Jeie B Poccuiickoit @enepamum» Nel25-D3 ot
22 okTs0ps 2004 r.; Tpynosoii konekc Poccuiickoit @enepanuu N 197-03 30 nexabps 2001 r.;
[IpaBuiia opraHuzanuy XpaHEeHUs, KOMIUIEKTOBaHUS, yuéTa U HCIOIb30BaHUs JOKYMEHTOB ap-
XUBHOTO (DoHIA pOCCUICKON (emepanuu U IPYruX apXUBHBIX JTOKYMEHTOB B TOCYIapCTBEHHBIX
opraHax, opraHax MECTHOTO caMmoympaBieHus u opranuzauuax» ot 07.09.2015 r.; Meronuue-
CKHE peKOMEeHIaluu «DKCIepTH3a HEHHOCTH U 0TOOp B cocTaB ApxuBHOro ¢onaa Poccuiickoii
®denepanv JOKYMEHTOB IO JIMYHOMY cocTaBy» HpoekT 2014 r.; MHCTpyKuus 1o aeiaonpous-
BOJICTBY OpTaHHU3alUU

d. Tpynosoii koaekc Poccuiickoit @eneparuu N 197-d3 30 nexabps 2001 r.; dDene-
panbHbIN 3akoH «O0 apxuBHOM aene B Poccuiickoit @enepanun» Nel25-D3 ot 22 oxTs6ps 2004
r.; [IpaBuna opranusanuy XpaHEHHs, KOMILJIEKTOBaHMs, y4€Ta U MCIOJIb30BaHUS JTOKYMEHTOB
apXuBHOTO (POHAA pOoCcCUHCKON (enepaluu U IpyruxX apXUBHBIX JIOKYMEHTOB B rOCYJapCTBEH-
HBIX OpraHax, opraHax MECTHOTO caMOyIpaBieHMsl U opraHuzauusx» ot 07.09.2015 r.; Ilepe-
YeHb THUIOBBIX YIPaBJIEHYECKUX apXUBHBIX JIOKYMEHTOB, 00pa3yloOIIMUXCs B Mpolecce AesTelNb-
HOCTH T'OCYJAapCTBEHHBIX OPTaHOB, OPraHOB MECTHOI'O CAMOYIIPABJIEHMS U OpPraHU3alui, ¢ yKa-
3aHUEM CPOKOB XpaHeHus. 3apeructpupoBaH Muntoctom Poccun 8 centsiopst 2010 r. Per.Ne
18380.; MeTtoanueckne peKOMEHIAUNU «DKCHepTH3a LEHHOCTH U OTOOp B COCTaB APXMBHOTO
donaa Poccuiickoit denepaiinu JOKYMEHTOB 10 JUYHOMY COCTaBy» poekT 2014 r.

Bonpoc 6
Bbamn: 1,00

B kaxom paznene n3 mpHUBEACHHOTO IMpUMeEpa HHCTPYKIIMH MO KaIpOBOMY AEJOMPOU3BOJCTBY YKa3aHO, UTO

«JInmanbIie Jicjia BEAYTCS Ha BCEX paGOTHI/IKOB y‘{pC)KﬂCHI/ISI»?

Bribepure ouH OTBET:
a. o0111e MOJIOKEHUS

b. ocobenHoCcTH 0hOpMIICHHUS TOKYMEHTOB MO OTACTBHBIM KaJAPOBBIM (YHKIIHSIM

®’

C. TOKYMEHTHI 110 YYETY KaJIpoB

®’

d. mOpsIIOK MOATOTOBKY M MIEpeaadu el Ha XPaHEHHE B apXUB
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Bonpoc 7
bamr: 1,00

OTBETCTBEHHOCTH 33 OPTAHMU3AIMIO PAOOTHI 110 XPAHECHHIO KaJPOBBIX JOKYMEHTOB HECET

Br16epute oquH OTBET:

a. PaGoromarens

®’

b. 3aBenyrommuii apxuBoM

®’

C. ApxuBapuyc
P
d. HauanbHuK OTZIENA KAPOB

Bonpoc 8
bam: 1,00

VKaxuTe J0KHOE YTBCPIKACHHUC

Bri6epute ouH OTBET:

a. apXHBHBIC JOKYMEHTHI 10 JITYHOMY COCTaBY, KOTOPHIE HE ObLTN BKIFOUCHBI B COCTAB
nokyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanuu, no UCTEUEHUU CPOKOB XPAHEHUS MOJ-
JIeKAT YHUYTOKCHUIO JIMOO XPAaHCHHIO B ApXHMBE OPTaHU3AIMK B COOTBETCTBUHU C TPEOOBAHUSIMU
KOPIOPAaTUBHOTO 3aKOHOAATEIIbCTBA

b. s opraHu3anyii - ICTOYHUKOB KOMIUIEKTOBAHUS - 10 HCTEYCHHH CPOKOB XpaHe-
HUS 0053aTEIbHO MPOBEIEHUE COBMECTHO C YIOJHOMOUYEHHBIM OPraHOM T'OCYAapCTBEHHOM Bia-
ctu cyowrekta Poccuiickoit denepannu B 0o0iacTu apXuBHOro jena, ['ocapXWBOM 3KCHEPTU3bI
LIEHHOCTH Ps1a TOKYMEHTOB 110 JINYHOMY COCTaBY Ha IIPEIMET BKIIIOUEHHUS B COCTaB ApPXUBHOIO
¢donna Poccuiickoit @enepanuu

C. mjs OpFaHH3aHHﬁ, KOTOPBIC HC ABJIAKOTCA UCTOUYHHKAMH KOMIIJICKTOBAHUA, 110 UCTEC-
YCHHUU BPEMCHHBIX CPOKOB XPAHCHUS APXUBHBIC NOKYMCHTBI IO JIMYHOMY COCTABY IIOIJICIKAT
9KCIICPTU3C U MOT'YT OBITE YHUYTOXKCHBI 0o XPAaHUTCA B apXUBC OpraHu3alnn

d. XPaHCHUC JOJOKYMCHTOB IIO JIMYHOMY COCTaBy, HC IMOMJIC)KAIIUX YHHUUTOXKCHUIO
JOJIZKHO OCYHICCTBJIATBHCA TOJIBKO B 6YM8.)KHOM, a HC B 3JICKTPOHHOM BHUJIC

Bonpoc 9
bamr: 1,00

Ilo KaKOMY NpUHIOUITY CUCTEMATU3HUPYIOTCA JOKYMCHTHI B AC€JIaX, COACPKALIUX ITPUKA3bI, PACIOPSIIKEHUS 110

JUIHOMY COCTaBYy?

Bribepure ouH OTBET:

r o
a. aJ'I(I)aBI/ITHBII/I MIPUHIHUIT T10 (baMI/IJ'II/II/I COTPpYAHHUKA, O KOTOPOM COACPIKUTCA I/IH(pOp-

MaIs

b. XpoHoOrHMUeCKMil MPUHLNIT: B HaYaje Jeia JOJDKHBI pacoaraTbesl IPHKasbl (pac-
HOpsDKEHUS ) 3a JiekaOpb, TOTOM 33 HOSOPb U T.1.

C. HOMEPHOMY IPUHIUITY: OT IIEPBOTO 70 TOCIETHETO

d. XpOHOJIOTWYECKHH TIPHHIIMIT: B HAaYaJle JieJia JJOJDKHBI PacIioyiarathCs MpuKassbl (pac-
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HOPSDKEHUS ) 3a SSHBaphb, IOTOM 32 (eBpajb U T.1I.

Bonpoc 10
bamr: 1,00

ITommmBka C(l)OpMI/IpOBaHHI)IX ACJ]I NPpOU3BOAUTCA

Bribepure ouH OTBET:

d. 10 Iiepelavyr ux U3 OTACIa KagpoB B apXHUB HA JOJTOBPEMCHHOC XpPaHCHHUEC

7

b. mocine 3aBCPIICHUS SKCIIEPTU3BI HEHHOCTHU JOKYMECHTOB

7

C. I10oCJIC YBOJIBHCHHUS COTPYAHUKA
o

d. A0 MPOBCACHUA SKCIICPTU3BI HECHHOCTHU JOKYMCHTOB I10 JIMYHOMY COCTAaBY
Bompoc 11
bam: 1,00

Wudopmanus nuyHoro aena, rae uudpaMy M MPONUCHIO YKa3bIBACTCSI KOJIWYECTBO NMPOHYMEPOBAHHBIX JIU-
CTOB B JIelle, HAJTMYHe IPONYIIEHHBIX U JINTEPHBIX HOMEPOB, KOJIMYECTBO TUCTOB BHYTPEHHEN OMUCH Jiea TOMeIla-

C€TCA

Bri6epute oquH OTBET:

© a. Ha 00OPOTHOI CTOPOHE TOCIIEHETO JOKYMEHTA

O b. BO BHYTpPEHHIOIO OMHKCH JIeja

O C. Ha MOCJICIHUH JTUCT 0OJI0XKKH Jieia C BHYTPEHHEH CTOPOHBI
O d. B mcT-3aBEepUTENH €N

Bonpoc 12

bam: 1,00

B MPUBCACHHOM MPUMEPE MOJOKCHUA O MYHUIIUITIAJIBHOM apXHUBC JOKYMCHTOB I10 JIMYHOMY COCTAaBY YKa3aHO

Bribepute oauH OTBET:
a. 4TO apXMB BBINOJIHAET BCE ONEPALUU HA OE3BO3ME3IHOM OCHOBE

b. ApPXWB BBLJACT IO 3adBJIICHHUAM I'paXXJaH TOJIBKO apXHWBHBIC CIIpaBKH, IMOATBCpXKIAa-
IOIAE TPYIOBOM CTa)x, pa3Mep 3apa0OTHOM TUIaThl U JPYTHE BOMPOCH], HEOOXOAMMBIC IS
o opMIICHHUS MTEHCUI TpakJaHaM U PEIIeHUs APYTUX COIUATBHO-TIPABOBBIX BOIIPOCOB

C. YUpPCKACHHUEC HC MMECT IIpaBa OKa3bIBaTh YUYPECKACHHUAM, OpraHu3alusIM, IPECAIpH -
TUAM MCTOAWYCCKYIO, U MPAKTUYCCKYIO IMOMOIIb B MPOBCACHUHN JKCIICPTU3BI U YIIOPAJOUYCHUHN
JAOKYMCHTOB

d. 9TO y4pexaeHHEe MPUHUMAET Ha OCHOBE 3aKJIIOYEHHBIX JIOTOBOPOB M B COOTBET-
CTBHMHM C rpa)MKaMu OT yUpEKACHUHN, OpraHu3aluil U NpeANnpUsITUNH-UCTOUHUKOB KOMIUIEKTOBA-
HUSI ApXUBa JJOKYMEHTHI 110 JJUYHOMY COCTaBy, 0OpaOOTaHHbIE U YYTEHHBIC COTIACHO YCTAHOB-
JICHHBIM IIPAaBWJIaM, a TaK K€ JOKYMEHTBbI OT JIMKBUAWPOBAHHBIX OpraHU3alui, HE UMEIOUINX
IIPABONIPEEMHUKOB
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Bonpoc 13
bamr: 1,00

Beznenne muuHBIX €1 0053aTEIbHO KaAPOBOH CIy»K00H 1 XpaHEHHE B OpraHN3aluy 00513aTEIHHO
Br16epute oquH OTBET:

a. Ha TOCYJIapCTBEHHOM I'pakJIaHCKOH cITy:k0e

b. w1 OO0 u OAO

DS

C. U1t 00pa30oBaTEeNbHBIX yupekaeHui PO
P
d. nus Bcex rpaxkaaH Ha Tepputopun PO

Bonpoc 14
bam: 1,00

VKaxuTe J0KHOE YTBCPIKACHHUC

Bri6epute ouH OTBET:

a. JImaneie KapTOUYKM paOOTHHUKOB TakXke (OPMHUPYIOTCS B Aena mo andaButy hamu-
i
P
b. Ipukassl, pacnopsuKeHHUs], yKa3aHHs 110 JUYHOMY COCTaBY PYIIHPYIOTCS B CaMO-
CTOSITENIbHBIE apXHMBHBIE JIefla CO CBOeil Hymepanuen

C. JIuuesble cyera mo 3apabOTHON IjaTe COTPYAHUKOB (OPMHUPYIOTCS B CaMOCTOS-
TeJbHBIE JIeTIa U pacrojaralTcs B HUX 10 andaBUTy GpamMuinit
T o
d. B cootBercTBHHM ¢ [IpaBuiaMu pabOThl apXUBOB OpPraHU3alUi PacIOPsIUTEIbHbIC
JIOKYMEHTBI TPYIIHUPYIOTCS B Jiefla IO BUJaM, JOMycKaeTcs: OpMUPOBATh B OHO AEJIO0 MPUKAa3bl

Y PACTIOPSKEHNUs ¢ €UHON HyMepanuen

Bonpoc 15
bamr: 1,00

O06m0XKa J1e1a 10 JINYHOMY COCTaBY COAEPIKUT CIICTYIONIHE PEKBU3UTHI:

Bribepure o1H OTBET:

d. HAMMCHOBAHUEC OpraHu3alMM, IOJYUHCHHOCTh, HAMMCHOBAHHUEC CTPYKTYPHOI'O IIOI-
pa3aciiCHuA; UHACKC JcJIa, apXPIBHBIfI H_II/I(I)p JAcJ1a; 3aroJIOBOK Agja, KpaﬁHHC JaThbl Acjia, KOJIH-
YCCTBO JIMCTOB J€JIa; CPOK XPaHCHUA JCIa

b. HauMeHOBaHHWe OpraHU3alUH, MOAYUHEHHOCTh, HAMNMEHOBAHUE CTPYKTYPHOT'O IMOJ-
pasleneHus; UHACKC JeNa; 3aroJIOBOK Jella; KOJIMYECTBO JIMCTOB JENa; KpalHue aThl Jela;
CPOK XpaHEHUs Jela; apXUBHBINA MU 1ena

C. HAMMEHOBAHUE OPTAaHM3AIMH, TTOYNHEHHOCTh, HAMMEHOBAHHUE CTPYKTYPHOTO TIOJ-
pas3zeNieHus; MHIEKC Jieia; apXUBHBIN mudp aena (Homep (HOoHAA-UHIEKC, OMHCH Jela); 3arolo-
BOK JieJIa; KpailHUE AaThl Jiela; KOJIMYECTBO JIMCTOB Jeja; CPOK XPaHEHHUS Aeia

d. HauMeHOBaHWE OpraHM3aly; WHICKC JeNa; apXHUBHBIN MHQp Jesa; 3arojoBOK Jie-
J1a; KOJTMYECTBO JIUCTOB JIeJIa; CPOK XpaHEHHUsI Jiefia; KpaiHue JaThl Jena
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Bonpoc 16
bann: 1,00

KakoMmy HOpMaTHBHOMY OKYMEHTY NPHHAAICKHT CTaThs 24, KoTopas riacut: «COop, XpaHeHHUE, UCIIOIb30-
BaHME U PacIpOCTpaHEeHHE NH(POPMAINH O YaCTHOH JKU3HM JIHIa O0e3 ero coriacus He pomyckaercs. Oprassl rocy-
JApCTBEHHOW BIIACTH M OPTaHBI MECTHOTO CaMOYIIPABIICHHS, UX JOJKHOCTHBIC JIUIA 00A3aHbI 00ECIEUNTD KaKIOMY
BO3MOXKHOCTb O3HAKOMIJICHHsI C JOKYMEHTaMM M MaTepuajaMiy, HEMOCPEACTBEHHO 3aTparuBaroIllUMH €ro IpaBa U

cBOGO/IBI, CITH HHOE HE TIPETyCMOTPEHO 3aKOHOM)?

Bribepure ouH OTBET:
a. 3akoH P® «O nepconanpHbIX AaHHBIX» Ne 152-D3

b. ®enepanbubiii 3akoH 0T 22 okTs6pst 2004 roma Nel25-d3 «O06 apXHBHOM J€j€ B
Poccniickoit denepanun»

. Tpynosoii konexc PO

“ Koncrurynus PO

Bonpoc 17
bam: 1,00

Hmerommuecss B THIHBIX AcJIaX JUCTKU MO YYCTYy KaJApOB, aHKCTHI, aBTO6I/IOI"pa(1)I/II/I, CO6CTB€HHOpy‘IHO CO-
CTaBJICHHBIC 3asBUTCIIEM, Ha KOTOPBIX OTCYTCTBYIOT OTMETKU O IMTPOBEPKE MMCIOMINXCA B HUX CBEJICHUM Ha OCHOBA-

HUU NPEACTABJICHHBIX MOJJTMHHBIX JOKYMEHTOB UJIN CIIPABOK

Boi6epuTe ouH OTBET:
a. MOT'YT CIIY’)KUTh OCHOBAaHHEM JJIsl BbIIaYl ApXUBHBIX CIIPABOK O TPYZAOBOM CTaKe

b. MOTYT CIYXHUTb OCHOBAHUCM IJId BbIAAYU APXUBHLBIX CIPABOK O TPYAOBOM CTaXXe
IMIpU MMCbMCHHOM PAa3pCIICHUU AUPCKTOPA apXHUBa

C. HE MOT'YT CIY)KUTb OCHOBAHWEM JJIA BblJa4W apXUBHBIX CIIPABOK O TPYAOBOM CTaXKC

d. MOTYT CIy)HTh OCHOBaHHEM JUIS BBIJAYM aPXHBHBIX CIIPABOK O TPYIOBOM CTaxe
[IPU MMCbMEHHOM pa3pellieHUH JUPEKTOpa OpraHu3aluH, rie padboTan COTPYIHUK

Bompoc 18
Bbamn: 1,00

Jlena, COACPKAIUEC JOKYMCHTBI 110 JIMYHOMY COCTaBY BBIJAIOTCA BO BPEMEHHOC IMOJIB30BAHNUE U3 XPaHUIIHIIL

Ha CpOK, HE HpCBBImammHﬁ:

Bribepure ofuH OTBET:

PN
a. 7 Mecs11eB AJi1 SKCIIOHUPOBAHUS TOKYMEHTOB

~
b. 2 Mecsma 1715 KCIOIB30BaHKS PAOOTHUKAMH OPraHU3aIu|

i’" o
C. 3 MecsI1a BO BpEMEHHOE TTOJIb30BaHUE ISl IPYTHX OpraHu3aIuit

~

d. 1 Mecsiin 11 UCIIONB30BaHUS TOKYMEHTOB B UHTAILHOM 3aj1¢
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Bonpoc 19
bamr: 1,00

VYKaxxuTe HEBEpHBIA BapHUaHT: «B KauecTBe JOKYMEHTOB, OATBEPKAAOIIMX TPYAOBOU CTaX, U COCTaBJIe-

HUA CIIPAaBKH MOT'YT OBITh UCIIOJIB30BAHHI ...)»

Bribepure oauH OTBET:

a. JINCTOK IO Y4ETY KaJApOB, COCTABJIECHHbIN 3aBUTEIEM

®’

b. mpukasbl M0 JTUYHOMY COCTABY

.

C. JINIIEBBIC CUETA 0 3apabOTHOI IIaTe
i .
d. mpuKasbl M0 OCHOBHOM JEATEIBHOCTH

Bonpoc 20
bam: 1,00

HpeI/IMyH.[eCTBa, oJrydacMbIC OT BHCAPCHUS SJICKTPOHHOT'O apXUBa 110 JIMYHOMY COCTaBY:

Bri6epute ouH OTBET:

a. ApXUB He 3alIUIIEH OT MOXKapoB U NPOYUX (Popc-MaKOpoB; HE 0OECTIEUNBACTCS UX
COXPaHHOCTh OT IOTEPH, IOPUH, YMBIIIICHHOTO PEIaKTUPOBAHUS U T.JI.
~
b. Pabota ¢ apXUBHBIM JJOKYMEHTOM BO3MOXHAa OJHOBPEMEHHO JIMIIb JJISI OJJHOTO He-
JIOBEKa, YTO CO3/1aeT HEey100CTBO MpU paboTe C AKTUBHO UCMOIb3yEMbIMHU IOKyMEHTaMU

C. Bpems oTBeTOB Ha 3ampochl K JaHHBIM apXHMBa COCTABIISAET OT OJHOTO J0 HECKOJIb-
KUX JHe. PaboTHHKaM apxuBa JOBOJLHO CJIOKHO 00padaThIBaTh BPYUHYIO OOJIBIIOE KOJIMYE-
CTBO 3alIPOCOB, MHOTHE M3 KOTOPBIX JIOBOJBHO CIOXHBI M TPEOYIOT JJIs MOJIyuYeHHs] OTBETa HC-
MI0JIb30BaHKE OOJIBIIIOTO KOJTUYECTBA JIElT
C d. IIpocToii U OBICTpPHIN JOCTYI K JOKYMEHTY JIHOOOTO COTpPYAHHKA apXuBa B JI000E
BPEMSI; POCT CKOPOCTH 00pabOTKH 3alpOCOB K apXHMBY; KOHTPOJIb CPOKA XpaHEHHS B 3aBHCHMO-
CTH OT TUIA JOKYMEHTA U T.JI.
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7 OueHoYHbIE CPeCTBA JIJIsl IPOBeIeHH s POMEKYTOYHOM aTTeCTALMU

a) [lnannpyemble pe3y/ibTaThl 00yUeHHsI U OLIEHOYHbIE CPEICTBA /IJI NPOBeeHUs] MPOMEKYTOYHOMH ATTeCTAIUN
Ilpumepnoe cooeporcanue:

CrpyKTypHBIi
JJIEMEHT

KOMIICTCHIIU

[Tnanupyemsble pe3ynbTaThl 00y4eHUs

O1eHOYHEIE Cpe€acTBa

ITK-6 - cnoco0HOCTHI0 AHAJU3UPOBATH CHTYAIMIO HA PhIHKE HH(OPMAIMOHHBIX MPOIYKTOB H YCJIYT, 1aBaTh 3KCHEPTHYIO OLIEHKY COBPEMEHHbIM CHCTe-
MaM 3JIEKTPOHHOT0 JIOKYMEHTO000POTA M BeIeHNsl YJIEKTPOHHOI0 apXHBa

3HaTe

— OCHOBHBIE OIpEIeNICHUS U MIOHATHUS UH-
(opMaLMOHHBIX IPOYKTOB U YCIYT, 3KC-
nepTHOM oneHku, CO/I, 3IeKTpOHHOTO apXuBa
— OCHOBHBIE€ METO/Ibl UCCIIEI0OBAaHUI, UC-
[10JIb3YEMBIX B YaCTH apXUBOB 110 JIUYHOMY
COCTaBY;

— OIpe/esieHHs] OCHOBHBIX MOHSITHH B YacTH
JIOKYMEHTOB JINYHOT'O, HA3bIBAET UX CTPYK-
TYpHBIE XapaKTEPUCTUKN U CBOWCTBA;

— OCHOBHbBIE NIOHSITHS U IPAaBUJIa OPTaHU3a-
MU UTHPOPMAIIMOHHBIX IPOAYKTOB U YCIYT,
AKCIEPTHOM oueHkH, CO/I, 31eKTpOHHOTO ap-
XUBA ;

- OIPEJENIEHUS [TPOLIECCOB IKCIEPTHAs OLIEH-
Ka, THQOPMAIIMOHHBIX MPOJYKTOB U YCIYT,

Ilepevyenn TeopeTHYeCKMX BONPOCOB K IK3AMEHY:

1. COJI, a1neKTpOHHBIH apXUB: ONpeeNeHHe, TPUMEPHI, KIacCUPUKALIHSL.

2. OcHOBHBIE MTOHSTHS U MPABHJIA OPTaHU3AIMY HHPOPMALMOHHBIX TPOTYKTOB M YCIIYT, dKC-
NEPTHOU OLIEHKU: OIpeieNieHNe, IPUMEPBI, KilacCu(uKaus.

3. OcHOBHBIE METO/IbI MCCIIEIOBAHHM, UCIIOJIb3YEMBIX B YaCTH aPXUBOB I10 INYHOMY COCTAaBY.
4. OmpeneneHue npouecca dKCIepTHas OLEHKa.

VYmers

— BBIIEIATH CTPYKTYpPHBIE DJIEMEHTHl UH-
(bopManMOHHBIX TPOAYKTOB M YCIYT, O3KC-
nepTHoU oneHkd, COJI, aneKTpoHHOrO apxu-
B,

— o0cyxnare cnocoObl 3(p(HeKTUBHOrO pe-
HIeHUusT HMH()OPMAIMOHHBIX MPOAYKTOB U
yciryr, sKcneptHas onenka, COJl, ayekTpoH-

Ilpumepnvle npakmuyeckue 3a0anus 013 IK3amena:
1. Coenamw ananusz oannoii cxemol
2.IIpoananusupyiime npasuibHOCmMs 0QopMieHUs]




CTpyKTypHBI

3JIEMEHT [Tnanupyemblie pe3yabTaThl O0yUeHUS OueHOYHBIE CpPEICTBA
KOMIICTCHITUH
HBII apXUB;
— pacro3HaBaTh PPEKTUBHOE PEIICHHE OT BHYTPRHHAS OIHCE
HEed(PPEKTHBHOTO; oy
JOKYMEHTOR ef1. Xp. N 05-15/110
—  OOBIACHATH (BBISBIATH M CTPOUTH) THUITHY-
HbI€ MOJIENU WH(GOPMALMOHHBIX MPOIYKTOB H
yCIIyr, skcnepTHor oreHku, COJI, anexTpoH- R i T Hata e s Hostep Dot
. AoKymenTa AOXyMeNnTa TICTON 10 1A
HOT'O apXHBa,
1 2 3 4 5 6
- HpI/IMeHilTI)UHOJIyT-IeHHI)Ie 3HaHUS B IPO- . T R T -
(dbeccroHaIbHON JIEATeIbHOCTH; HCIIOIh30BATh xadpos
MX Ha MEXJIUCUUILUIMHAPHOM YPOBHE; 2 19.03.2012 | Jluswisni nucmox no ywerny xadpoe 2-3
— IpHOOpeTaTh 3HAHUSA B 00JACTU TPYHOBO- 3 19.03.2012 | Asmobuozpadus <
IO ¥ aJIMUHUCTPATUBHOIO TIPABA; 4 | ON827527 | 26.06.2001 | Konus dunnoma 5
KOPPEKTHO BbIpa)kaTb U apryMEHTUPOBAHO 5 | 10/12-md | 19.032012 | Tpydosou doeosop 6-11
000CHOBEIBATE IMOJIOKEHUS HpC}lMeTHOfI 00- 6 45-% 19.03.2012 | Konus npuxasa o npueste xa pabomy 12
JIaCTH 3HAHMSL.
Hrtoro NROKYMEHTOB.
(omjpann 3 spoanie |
KOnMueCTBo THCTOB BH,\'TPQHHQR OIHCH
(Endposen w npasecyo |
MucnexTop Wupoxoea T.IO. llinpokopa
(acaam.3) | pacex pposia nuxzacu)
19.03.2012
Bnaners — TPaKTUYECKHUMH HaBBIKAMHU HCITOJIH30Ba- 1. Kakue nadopManinoHHbIe MPOAYKTHI U YCIYTH BbI 3HaeTe, MpUBEANTE MPUMEPHI HCTIOTB30-

HUs DJICMCHTOB Ha JPYIruX NUCHUIIMHAX, HA

BaHUs UX B apXHBaX 110 JIMYHOMY COCTABY
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CTpyKTypHBI
JJIEMEHT

KOMIICTCHIO N

[TnanupyemMble pe3ynbTaThl 00yICHHUS

OneHouHble CpeacTBa

3aHATUAX B ayJUTOPHH U HA ...NPAKTHUKE;
— cnoco0aMu AEMOHCTPalUi YMEHHUS aHaAJIH-
3UpOBATh CUTYALHUIO ;

— METOJaMH MPOBEACHHUS SKCIIEPTHOU OIICH-
ku, CO/I, 37IeKTpOHHOT O apXHUBa,

— HaBBIKAMH U METOJIMKaMHU 0000IIEHHS pe-
3yJIbTAaTOB PEUICHHUS, SKCTIEPUMEHTAILHOU J1e-
ATEIHHOCTH;

— cnocobaMu OIEHUBAHUS 3HAYUMOCTH H
MPAKTUYECKON MPUTOTHOCTH OTYyYEHHBIX pe-
3yJIbTaTOB;

—  BO3MOKHOCTBIO MEKIUCIUTUTMHAPHOTO
IPUMEHEHHS OJYyYEeHHBIX 3HAaHUN B 4aCTH
9KCIepTHOM oueHkH, COJ] U 31eKTpOHHOIO
apxuBa,

— OCHOBHBIMH METOJIaMH HCCIIEJIOBAHUS B
obnactu CO/1, >eKTPOHHOTO apXWBa U MpaK-
TUYECKUMU YMEHUSMHU U HaBBIKAMH UX HC-
TIOJIb30BAHNS;

— OCHOBHBIMH METOJIaMH PEIICHUS 3a/1a4 B
00J1acTH MPOBEJICHUS SKCIIEPTHON OIEHKH,
COJl m 21IEKTPOHHOIO apXHBa ;

— 1pohecCHOHABHBIM S3bIKOM MPEAMETHON
oOnactu 3HaHus OakanaBpa J{uA;

- crioco0amM COBEpIIIEHCTBOBAaHUS Mpodeccu-
OHAJIBHBIX 3HAHUW U YMEHUI ITyTEM HCIIOJIb-
30BaHMs BO3MOXKHOCTEH MH()OPMAIIMOHHON
cpenpl, THOOPMAITMOHHBIX TPOJAYKTOB U

2. Kopo6ounas COJ] LanDocs - nmonHomeHHas

Cucrema D1eKTpoHHOT0 JIOKyMEHTO000pOTa IS KAKMX KOMITAaHUH OHA MOJXOAUT B HCIIOJIB30-

BaHHUH
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yCayrT, S3KcnepTHoM oneHku, COJ1, 3nexkTpoH-
HOTO apXHBa.

IIK-8 -cnoco6HOCTHI0 AHAJTM3MPOBATH IEHHOCTDH TOKYMEHTOB C IeJIbI0 HX XPaHEeHHs

3HaTe

KPUTCPUH HCHHOCTHU JOKYMCHTA,

Hepeqeﬂb TECOPETUYCCKHUX BOIIPOCOB K IK3aMCEHY .

1.

~

10.

11.

12.

CoBpeMEHHOE COCTOSIHUE B CUCTEME apXMBHOT'O XPaHEHUS JOKYMEHTOB 110 JIUYHOMY CO-
CTaBy.

ITopsimok mpoBeAEHUS SKCIEPTU3BI IEHHOCTH JOKYMEHTOB 110 JIMYHOMY COCTaBY Ha pas-
HBIX 3TaIax JAeJI0NpPOU3BOJCTBA.

KoMIutekToBaHnue apxuBoB 110 JUYHOMY COCTaBYy. ICTOUHHKM KOMIUIEKTOBAHMS apXHUBOB
10 IMYHOMY COCTaBY.

IToaroToBKa NOKYMEHTOB IO JINYHOMY COCTaBY K apXMBHOMY XpaHeHH0. DopmupoBa-
HUE JeJ1 110 JIMYHOMY COCTaBY I Iepeadyy B BEJOMCTBEHHBIN apXUB.

Opranuzanys MoAroTOBKM K apXUBHOMY XPaHEHUIO W apXMBHOE XpaHEHHE Pa3HbIX BU-
JIOB TOKYMEHTOB IO JIMUHOMY COCTaBY (TIPHKa3bl 110 JIUYHOMY COCTaBY, JUYHbIE KapTOU-
KM, JIMLIEBbIE CUETa, PETUCTPALIMOHHBIE KHUTH).

[Topsinox hopMHUpOBaHUS JIMYHOTO JIEA.

TpebGoBaHMsI K OpraHU3alUY XPaHEHUS TPYIOBBIX KHUKEK.

Hcrnons3oBaHre aBTOMAaTU3UPOBAHHBIX TEXHOJOTMH y4Ye€Ta apXUBHBIX JAOKYMEHTOB IIO
JUYHOMY COCTaBY.

YcTpoiicTBO M 000pyOBaHHE apXHUBOB IO JUYHOMY COCTaBY B OpraHHM3alMsIX U apXu-
BaX.

dakTopbl pa3pylIeHUs] JOKYMEHTOB 110 JUYHOMY cocTaBy. KoHTpons Hamuuus u ¢pusu-
YECKOI'0 COCTOSIHUS JOKYMEHTOB I10 TUYHOMY COCTAaBY.

OcoOeHHOCTH y4eTa M COXPAaHHOCTH JOKYMEHTOB IO JINYHOMY COCTaBY U MOPSAOK HX
Iepeady Ha XpaHEHHE B CIIy4ae JIMKBUAAUU IOPUIUYECKOTO JIULA.

Oprasu3zanys 3aUThl APXUBHBIX JOKYMEHTOB I10 JUYHOMY COCTaBY OT HECAHKIIMOHH-
POBAHHOIO J0OCTYIIA.
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13. Hay4Ho-cripaBO4HbIi anmapaT K apXUBHBIM JOKYMEHTaM I10 INYHOMY COCTAaBY.
14. CocraBieHue apXMBHON OMKUCH MO JUYHOMY COCTaBY.
15. ABTOMaTH3UPOBaHHBIN HAyYHO-CIIPABOYHBIH aInapaTr apXUBOB 10 JINYHOMY COCTaBY.
16. Opranu3anus UCIONB30BAHUS APXMUBHBIX JOKYMEHTOB IO JIMYHOMY cOCTaBy. DOpMbI
WCII0JIb30BaHUs JOKYMEHTOB.
17. [lopsiioK ¥ CPOKU UCTIOIHEHUSI COLIMAIbHO-TIPABOBBIX 3aIIPOCOB.
18. Opranuzanus coTpyAHUYECTBA apXMBOB C IOPUIMUECKUMH U (PU3HYECKUMHU JIMLAMU 10
MCII0JIb30BAaHUIO aPXUBHBIX JJOKYMEHTOB I10 JINYHOMY COCTaBY.
19. Vuer ucnonb3oBaHMs apXUBHBIX JOKYMEHTOB 10 INYHOMY COCTaBY.
YmeTh —  KIaccH(HIMPOBATh TOKyMEHTH B 3aBH- | [I[pUMepHble npakmuyecKue 3a0anus ona IK3amena:
CHMOCTH OT CTEMEHH LIEHHOCTH JOKYMEHTA 1.YkaxxuTe TOKyMEHT, CPOK XpaHEHUs KOTOporo 15 ner:
a) HEBOCTPEeOOBaHHbBIE TPYIOBbIE KHIKKHU;
0) TUIEBBIC CUETA;
B) IPOTOKOJIbI 3ac€JaHU KOMMCCHUH 10 YCTAHOBJIEHHMIO TPYIOBOTO CTaXka JUIsl BBIIUIATHI
Ha/10aBKU 3a BBICJIYTY JIET (IPUKa3bl UMEIOTCS).
2.Kakue 10KyMeHTBI HE BXOZST B COCTaB IOKYMEHTOB ApXHBa 10 JIC;
a) JIOKyMEHTHI 10 JIMYHOMY COCTaBY JIMKBUIUPOBAHHBIX (B OTCYTCTBHM NPABOIPEEMHHUKA U BBI-
IIECTOSIIETO [0 MOJYUHEHHOCTH OpraHa), IpUBaTU3UPYEMBIX, pEOPTaHU3YEMBIX (C U3MEHEHUEM
(opMBI COOCTBEHHOCTH) YUPEKICHU.
0) HayYyHO-CIIPaBOYHBIN anmnapar, pacKphIBalOIIUNA COCTaB U COJIepKaHue JOKYMEHTOB APXUBa;
B) UCKOBBIE U apOUTPAXKHBIE TOKYMEHTBHI.
Bnaners — 1. Pemute poOnemMHyro 3amauy: Ilepsas HOMeHKIaTypa e Obiia coctaBieHa B 3A0 «3Be3ma»

HaBbIKaMU TIPOBCACHUA SKCIICPTU3bI LICH-

HOCTH JOKYMCHTA, HaBbIKaMW OpraHu3alnuu
XPaHCHUA NOKYMCHTOB C YUCTOM CTCIICHU HUX

10 et Hazan. Toraa ke cekpeTapeM reHepaabHOro AUPEKTOpa M0 TUIIOBOMY IIEPEUYHIO ObLIM OIpe-
JISIICHbl CPOKU XpaHEeHUs JOKYMEHTOB. CpOKM XpaHEHHS HEKOTOPHIX JOKYMEHTOB, KOTOPBIE HE CO-
JIEP>)KAINCh B TIepeyHe, ObUTH YCTAHOBJICHBI «HA TJIA30K» W 4YacTO HE COOTBETCTBOBAIHN PEATbHOMY
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IEHHOCTU 3HAYEHUIO JIOKYMEHTOB. B mocnenyroune roapl HOMEHKIATypa MPOCTO MEPENHChIBANAcCh, CPOKHU
XpaHEHUs HE YTOYHSINCE.

W3meHmIach JIM K HaCTOSIIEMY BPEMEHN HOPMATHBHO- METOAMIECKasi OCHOBA, MO3BOJIIONIAst C JOCTATOYHOH CTe-
MEHBI0 OOBEKTUBHOCTH YCTaHABIMBATh CPOKH XPaHEHUsI JOKYMEHTOB B aKIIMOHEPHBIX oOmecTBax? Kakne HopMa-
TUBHBIE JJOKYMEHTBI MOJKHO PEKOMEHJ0BaTh AaHHOMY OOILEeCTBY AJIs ONpeaeIeHUs

2.Ilpn npoBeAeHUM 3KCHEPTU3bl LIEHHOCTH JHOKYMEHTOB B JI€JIO- NPOU3BOACTBE OpPraHMU3aIMU JKC-
NepThl O0Opalnany BHUMaHUE Ha cie- TyHoliee:
a) 3HAYUMOCTH YIPABICHUECKUX (DYHKIUH, JUIA peau3allii KOTOPBIX HCIOJIB30Ba-
JIUCH TOKYMEHTEI,

0) B KaKoW Nepro/I MOSBHIMCH MIIM OBLTH MCIIOJIb30BaHbl JOKYMEHTHI (CO3/1aHUE Opra-
HU3aI1Y, €€ PeopraHu3alus, BbIIOJHEHUE 0COObIX 3aJaHUi U T. I1.), X 3HAYE€HHUEe I Op-
raHU3allny;

B) OTPAXKAIOT JIU JOKYMEHTHI OCHOBHYIO JIEATEIHHOCTh OPTaHU3AINH WU PEeaTU3aIHI0
OJIHOM KOHKPETHOW 3aJaud U, CIEAOBATEIIBHO, MOTYT JIM MCIOJIb30BATHCS B CIPABOYHBIX
LENsIX;

T') 4YTO cO0OM MpeACTaBIAET JOKYMEHT: OPUTHHAI, AYOJIETHBIN SK3EMIUISAP WIN KOIUS;

1) IOBTOpsieTcs JI MH(OpMaIus B ApYrux JokyMmeHTax. Eciu moBTopsiercs, To B Ka-
KX ¢popMax U o0bemax;

€) MPaBMWIBHOCTb O(OPMIIEHUSI TOKYMEHTOB; 3K) PEKBU3UTHI, YJI0-
CTOBEPSIOLINE IOKYMEHTHI.

ITo xakum KPpUTCPUAM B JaHHOM CJIy4ac IMPOBOANIIACH OLICHKA I[OKyMCHTOB?

IMK-10- BaajeHneM NPUHIMIAMHA U METOAAMHU CO3IaHHUS CIPABOYHO-HH(POPMAIMOHHBIX CPEICTB K JIOKYMEHTAM
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JJIEMEHT [Tnanupyemble pe3yabTaThl 00yUSHHS OneHouHble CpeacTBa
KOMIIETCHIIMH
3Harthb - IPUHLIMIIBI M METOABI CO3/1aHus cupaBoyHO- | [lepedyeHb TeopeTHyecKHX BONPOCOB K IK3aAMEHY:
UH(POPMALIMOHHBIX CPEACTB

1. KommiekToBaHue apXMBOB IO JUYHOMY COCTaBy. MICTOUHMKHN KOMIUIEKTOBaHHSI apXUBOB
10 IMYHOMY COCTaBY.

2. OpraHusanus ydera JOKyMEHTOB I10 JIMYHOMY cocTaBy. CHCTeMa yueTHBIX JOKYMEHTOB,
uXx neneBoe HazHayeHne. OCOOCHHOCTH y4yeTa JOKYMEHTOB IO JMYHOMY COCTaBY B ap-
XMBaxX OpraHU3alyil U roCy1apCTBEHHBIX ApXHUBaX.

3. Hcnonp3oBaHMe aBTOMAaTU3MPOBAHHBIX TEXHOJIOTMH y4yeTa apXWUBHBIX JOKYMEHTOB IIO
JMYHOMY COCTaBY.

4. YcTpoiicTBO M 000pyAOBaHUE apXMBOB IO JMYHOMY COCTaBy B OpraHU3aLUsIX U apXu-
Bax.

5. @akTOopbl pa3pylIeHus JTOKyMEHTOB 10 JINYHOMY cocTaBy. KoHTponp Hanuuus u pusu-
YECKOT0 COCTOSIHUS JOKYMEHTOB I10 JJUYHOMY COCTaBY.

6. OcoOeHHOCTH ydeTa U COXPAaHHOCTH JOKYMEHTOB IO JMYHOMY COCTaBY U MOPSAJOK MX
nepesayy Ha XpaHEeHUE B cy4yae JMKBUAANN IOPUANYECKOTO JINIIA.

7. OpraHusanus 3aluThl ApXUBHBIX JTOKYMEHTOB I10 JINYHOMY COCTaBY OT HECAHKIIMOHH-
POBAHHOTI'O AOCTYIIA.

8. HayuHo-cripaBoYHBIH anmapar K apXMBHBIM JJOKYMEHTaM I10 JINYHOMY COCTaBY.

9. ABTOMAaTH3MPOBAaHHBII HAyYHO-CIIPABOYHBIH armapar apXuBOB IO JIXYHOMY COCTaBY.

Ymeth - IPUMECHUTD 3HAHMS O IpUHIUNAX U MeTonax | IIpumepnsie npakmuueckue 3a0anus 01 IK3AMEHA:

AJId CO3aaHus CIIPAaBOYHO - I/IH(bOpMaI_[I/IOHHBIX
CpEACTB K JOKYMCHTaM

1. Umo u3 nepevunucCieHHo20 omurocumca K uu¢opmauuomto- Cnpaeo4HbIM 001<ymenm¢m u
Ymo euie MOJICHO OMHEeCmU .

K I/IH(I)OpMaI_II/IOHHO-CHpaBOLIHBIM JAOKYMCHTAaM OTHOCATCA:

1) npoToKOIBI;

2) MOKJIAHbBIC 3aITUCKU;

3) npeanoxKeHus;
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4) 00BACHHUTEIILHBIC 3aITUCKH;

5) 3asBiIeHUS;

6) npejcraBieHus;

7) nucbMa;

8) aKxTsl;

9) crpaBku;

2. 3amoyiHUTE TPOMyIIeHHBIE MecTa: [lepenucka — 370 00OOIICHHOE Ha3BaHHUE Pa3iIvd-
HBIX 110 COACPIKAHUIO MMHUCEM, UCTIOIB3YIOIIUXCS ....HTa ONEPaTUBHOrO HH()OPMAIIMOHHOTO 00-
MEHA MEX/1y OpraHU3aIHIMHU.

Bubl 1e/10BO# MEPEMUCKH U €¢ Ha3BaHUs OMPEACNIAIOTCS crocodamu .... HHQOpMaIuy,
KOTOpBIE B HACTOSIIIICE BPEMS MOIPA3ICIAIOTCS HA MOYTOBYIO CBSI3b U 3JCKTPOHHYIO.

ITpOTOKOI — DTO JIOKYMEHT, ....XOJ 3aCE€JaHus U IMOPAIOK MPUHATHS PEIICHHS KOJUICTH-
abHBIM OpraHoM ympasienus. 1o crenenn GukcHpoBaHus HHOOPMAIIUK M CTETICHU MOJTHOTHI
3aIMCH TEKCTA MPOTOKOJIBI MOAPA3ICIISIOTCS Ha ... U .... KpaTkuii mpoToKoI ... haMuiIim 10-
KJIaTYUKOB, TEMBI JOKJIAJ0B U BBICTYIUICHUI U TPUHSTHIC pereHus. [TogHbIi MPOTOKOT ... 3a-
IIHCh BCEX BBICTYILICHUH 110 X0y 3aceanus. Penenne o ToM, Kakyro (opMy MPOTOKOJIA BECTH
HA ... MPUHAMAET PYKOBOAUTEb KOJUIETHAILHOTO OpraHa YIpaBJICHHs WM PYKOBOIUTENb OP-
raHu3aIMu.

Bnanets

- HABBIKOM CO3aHUA CIIPABOYHO - I/IH(bOpMa-
ONUOHHBIX CPEACTB K JOKYMEHTaAM

1. Ilpoananu3upyiTe CTpYKTypHBIE YaCTH CITYKOBI JIeTONPOU3BOCTBA B OPraHU3AIMIX pa3-
JIMYHBIX YPOBHEHN YIIpaBIICHUS .

2. Onpexnenute TpeOOBaHUS K CTPYKTYype U cocTaBy [lomoxenus o ciayx0e 1e10npon3BOICTBa,
K JTOJIPKHOCTHOW MHCTPYKLIUU.

3. Cnenaiite Tabmuny «[IpuHIUIIBI 1 METO/IBI CO3AaHUS UH(POPMALIMOHHO-CIIPABOYHBIX CPEJCTB
K JOKyMEHTaM».

4. OnpeenuTe OCHOBHBIE 3TAIIbI POXOXKIEHUS M UCTIOIHEHUS BXOJISALINX, UCXOASIIUX U BHYT-
PEHHUX JOKYMEHTOB.
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5. CocraBbTe Tabnuiy «Peructpanus JOKyMEHTOB, €€ 3HaUeHHE, 00s3aTeIbHBIA COCTaB PEKBU-
3UTOB IIPU PETUCTPALIUN».

6. CocTaBbTe CXEMY TEXHOJOTUH KOHTPOJIS 32 CPOKAMH MCIIOJIHEHHUSI IOKYMEHTOB Ha IpUMEpE
KOHKPETHOI'O ITPEPHUSITHSL.

IIK-21- BaaieHueM HABBIKAMH COCTABJICHUS OMUCEH /1eJ1, MOATOTOBKH /el K nepeaaye B apXuB OPraHUu3aluu, rocyAapcTBeHHbIH WM MYHUIIMAIbHBIH

apxuB
3HaTh - IpaBuJIa KJIacCU(UKALUU apXUBHBIX 10Ky- | [lepeyeHb TeopeTHYECKHX BONPOCOB K IK3aMeHY:
MEHTOB C LIEJIbIO COCTaBJICHUs OIUCH JIEJT 10~
KYMEHTOB; IIpaBUJIa MOATOTOBKH J€J1 VIS T1e- 1. KommiekToBaHue apXMBOB 0 JUYHOMY COCTaBY. MICTOUHMKHN KOMIIJIEKTOBAHHS apXHUBOB
penauu B apXuB 10 IMYHOMY COCTaBY.
2. IlonroroBka JOKyMEHTOB I10 JIMYHOMY COCTaBy K apXMBHOMY XpaHeHH0. PopmupoBa-
HUE JIeJ 110 JIMYHOMY COCTaBY JUIsl IEpEeIayu B BEIOMCTBEHHBIN apXUB.
3. Opranuzanus MoAroToBKM K apXMBHOMY XPAaHEHHIO U apXMBHOE XpaHEHUE pa3HBbIX BU-
JIOB JIOKYMEHTOB I10 JJUYHOMY COCTaBY (IIpHUKa3bl M0 JUYHOMY COCTaBY, JUYHbIE KapTOU-
KU, JIMIIEBBIE CUETA, PETMCTPALMOHHBIE KHUTH).
4. Tlopsaok popmMupoBaHUS JIMYHOTO JEIa.
5. TpeboBaHUs K OpraHU3allMy XpaHEHUS TPYJOBbIX KHUXKEK.
6. Tlopsmok mepemayn Jen MO JIMYHOMY COCTaBy B BEJIOMCTBEHHBIN apXHB.
7. TpeboBaHUS K COCTABICHMIO OMMCHU /€] 110 JIUYHOMY COCTaBY.
8. Tlopsmok yHHYTOKEHHS apXUBHBIX KaJPOBBIX JOKYMEHTOB C MCTEKIINM CPOKOM XpaHe-
HUS.
9. Opranmzanus ydera JTOKyMEHTOB IO JIMYHOMY cocTaBy. CHCTeMa yUeTHBIX TOKYMEHTOB,
uXx 1eneBoe Ha3HayeHne. OCOOEHHOCTH y4yeTa JOKYMEHTOB IO JMYHOMY COCTaBY B ap-
XMBaxX OpraHU3alil U rOCy1apCTBEHHBIX apXHUBaX.
YmeTp - IPOU3BECTH KIAaCCU(DHKALMIO apXUBHBIX 10- | [Ipumepnvie npakmuueckue 3a0anus 01sa IK3amena:

KYMEHTOB, 0)OPMHUTH OIHUCH JIE]T IOKYMEHTOB;

1.3anoanume ece nponyuiernHnsle Mmecma 6 OnucCu
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[Tnanupyemblie pe3yabTaThl O0yUeHUS

OneHouHBIE CpesicTBA

IMOATrOTOBUTH NOKYMCHTEI IJId II€pEaAadu B ap-

XHUB

BHYTPEHHAA OITMCD
NOKYMENTOR eJl. Xp. No

N2 ﬂu;;excnoxy- Nara poxy- | 3aronosok go- Howmepanuc- | Npumesanue

n/n MNEHT2 MEeHTa KYMEHTa TOB eq, xp.
1 2 3 4 5 ‘ 6
1 |
Hroro JIOKYMEHTOBR,

(1dparu 1 NPONHCHLIO)
KonmiecTBo JHMCTOR BHY TPeHH el ONHCH _

(undppamu i nponuceio)

HaumenoBaHe NOJLKHOCTH JIMILA,
COCTABMBLIETO BHY TPEHHIOK OINHCH
NOKY MEHTOB JieJia IMoanuce Pacumdposka noanucn

Hara

2. 3anonnume ece nponyuienHnsle necma
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CrpykTypHBIT
JJIEMEHT
KOMIIETEHINH

[Mnanupyembie pe3yabTaThl 00ydeHUS

OneHouHBIE CpesicTBA

(Haumenonanue npraummum)

{HaMMEHOBAHME CTPYKTYPHOTO HOPA3/IC/IcHH)

YTBEPKJIAIO
HanMenosanne 101KHOCTH

PYKOBOIHTEIA CTPYKTYPHOTO
No/Ipasie/ieH s

[Monmmce Pacumigponka
noamnmucH
Hata
OITUCDH Ne
e Wunekc gena | 3aronoeok ‘ Hpaitsue Hon-go auc- | Cpok xpaHe- | Mpemevanue
n/n nena faty ToB HUA
1 2 3 | 4 5 6 7
Ha3zsanue pasaena
|
|
i
B anuyI1o onmch BHECCHO el Xp. ¢ Ne 1o Ne » B TOM qHcae:
JIMTCPHBIC HOMCPaA:

nponymennnie noMepa:

HauMeHoBaHHE TOJDKHOCTH
COCTABHTENS ONHUCH

JaTa

COT'TACOBAHO
Hanvenonanue No/KHOCTH PYKOBOIHTENS
cayx0Ob JOY

IMoanuce

Hara

Toanuce

Pacmmbponka MONMICH

Pacimncpposka nopnmcu

COIMTACOBAHO
[Mporokon DK cTpykTypHOTO
HOAPABICIICHUSA

oT Ne
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3.Ilpu cocTaBieHUU ONUCH J€N IO JIUYHOMY COCTaBY 110 HOMMHAJIBHOMY IPUHIUITY 3ar 0JIOBKU
JIeJ1 B OIIMCH UIYT B CIEAYIOIIEH IIOCIEA0BATENbHOCTH:

Br1bepute oauH OTBET:

A.nnueBsle cyeTa pabounx U CIy)KaIllMX 0 3apaboTHOM Mmiare (pacyeTHble BEIOMOCTH IO 3ap-
IU1aTe); CHUCKU JIMYHOTO COCTaBa; JIMYHbIE JI€JIa; HEBOCTPEOOBAHHBIE JINYHBIE MOJJIMHHBIE J10-
KYMEHTBI YBOJIEHHBIX paOOTHUKOB (IIPU OTCYTCTBUU OTJEJILHON OIUCH)

b.TpynoBbie 10roBOpbI (COTaIIeHns); akThl O HECYACTHBIX CIIy4asx

C.CIIUCKH TMYHOTO COCTaBa; KApTOUKHU I10 YYETY JIMYHOTO COCTaBa; JUYHBIE JIeja; TPYIOBbIE 10-
TOBOPHI (COTJIAIIICHUS )

J1. nmpukasbl (pacnopspKeHHs) MO JMYHOMY COCTaBY; CIIMCKU JIMYHOTO COCTaBa; JIMYHbIC JEa;
KapTOYKH 110 YYETy JJUYHOI'O COCTaBa

Bnanets

- HaBbIKaMU OpraHMU3alK JOKYMEHTHOMN UH-
dopmanuu npu nepenavye JOKYMEHTOB U3 Op-
raHU3aluu B apXUB

Pemnts keiic:

3amaga 1. B cBs3u ¢ mpoBenEHNEM UCCIIEOBAHMS U CO3JaHNEM KOJUIEKIIMM JOKYMEHTOB I10 Te-
Me «MaTepuaabHO-TeXHUUYECKasi OCHAIEHHOCTh 0011e00pa30BaTeIbHbIX KO roposaa [1en3sr B
90-e roab! 20 B.» B apxuB YmpasieHus o0Opa3oBaHus ropojia [IeH3bl mocTynuian JOKyMEHTBI OT
¢donnoodpazopareneii: MOY COIL Ne 69 u MOY COIII Ne 71. 1 B Tom u B 1pyrom ¢oHie ObI-
7o B Hanmnuuu [TMCbMO (u ero xonus, otmyck) nupek- Topa MOY COILI Ne 69 ¢ nmpocb0oii
nepeaaTh B HOCTOSIHHOE MOJIb30BaHUE MIBEHHbIE MAallIMH- KU U3 KaOuHeTa TexHoioruu MOY
COLI Ne 71 B kabunet texnonorunt MOY COILI Ne 69 u AKT nepenaun BblleykazaHHbIX
HIBEIHBIX MaMHOK. [Ipy mpoBeaeHnn SKCIepTU3bl B apXrBe YIIpaBiieHUs: 00pa3oBaHUs ropoaa
[Tenssl perie- HO ObUIO MPUHATH B KOJUIEKLIHIO TOJIBKO MO OJHOMY K3EMILISIPY JOKYMEHTOB.
Kak BbI gymMaeTe, TOKyMEHTHI Kakoro ¢GoH1000pa30BaTess BOIUIH B KOJUIEKIUIO apXUB- HBIX
JIOKYMEHTOB YTipaBiieHHs 0Opa3oBaHus? JJoKa)XUTe CBOE pelIeHHe.

3amauya 2. B 1998 rony, Haxomsace Ha CTaXHpPOBKE B ['ocyaapcTBEHHOM My3ee-3allOBEJHUKE
«Tap-xanbl» (neiictByer ¢ 1939 roga), oaMH U3 aCIUPaHTOB CyMel MOA00paTh MIH(P U OTKPHITh
ceii( (paHee HUKTO €ro HE OTKPBIBAI), HaxoAuBIIHCS B KomMHaTe E.A.ApcenreBoii. B HeM ObI-
70 obHapyxeHo nucbMo K M.KO.JIepMOHTOBY OT 0/1IHOM M3 €ro MATUIOPCKUX 3HAKOMBIX, KOTO-
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[TnanupyemMble pe3ynbTaThl 00yICHHUS
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poii mocesmeHa HeOonbimas 3kcno3unus B my3ee M.IO.JlepmonToBa B Ilsaturopcke. Kak BbI
nymaere, K ¢pongam kakoro mysest («Tapxansy unu B IISTUTOpCKe) HYKHO OTHECTH HalICHHBIN
JIOKYMEHT ¥ IoYeMy?

ITK-22- cioco0HoO

CTbI0 IPUHUMATDH Y4YaCTUueE B paGOTe 110 IIPpOB

CACHUIO IKCIIEPTU3BI HEHHOCTH JOKYMECHTOB

3HaTh

- OCHOBHBIC 3Tallbl, IIOPAAO0K ITPOBCACHUS OKC-
MNEPTU3LI HCHHOCTU JOKYMCHTOB B COOTBECT-
CTBUU C HOPMAaTUBHBIMHU JOKYMCHTaMU

IlepeueHsb TeOpeTHYECKUX BONMPOCOB K IK3aMEHY:

1. Opranuzanus NOArOTOBKU K apXMBHOMY XPAaHEHHUIO M apXHMBHOE XpaHEHHE Pa3HbIX BH-

JIOB IOKYMEHTOB I10 JJUYHOMY COCTaBY (IIpHUKa3bl 10 JUYHOMY COCTABY, JUYHbIE KapTOU-

KU, JIMLEBBIE CUETA, PETMCTPALMOHHBIE KHUTH).

[Topsiiox hopMHUPOBAHHUS JIUIHOTO JIENA.

ITopsinok nepenaydu Aei Mo JMYHOMY COCTaBY B BEJOMCTBEHHBIN apXHUB.

TpebGoBaHMsI K COCTaBICHHIO OIUCH JIET 110 JIUYHOMY COCTaBY.

ITopssiOK YHUYTOXKEHHS apXUBHBIX KaJPOBBIX JOKYMEHTOB C MCTEKIINM CPOKOM XpaHe-

HUSL.

6. Opranuszanus ydera JOKYMEHTOB I10 JIUYHOMY cocTaBy. CHCTeMa yueTHbBIX JOKYMEHTOB,
uX liefneBoe HazHaueHue. OCoOEHHOCTH yueTa JOKYMEHTOB IO JIMYHOMY COCTaBy B ap-
XMBaxX OpraHU3alil U rOCy1apCTBEHHBIX ApXUBaX.

abrwn

VYmers

- pasrpaHu4uTb JOKYMCHTBI ITIOCTOAHHOTO,
BPEMCHHOI'O CpOKa XpaHCHUS, IMOJICIKAIIUC
YHUYTOKCHHUIO

[IpuMmepHBbIe TpaKTHYECKUE 3aJaHus JUIsl SK3aMEHa:

1. Ha3oBuTe 3aKOHOAATENbHBIM aKT, KOTOPHIM PETYIMPYIOTCS OTHOLICHHS B cdepe yrpasiie-
HUSA apXHUBHBIM JIETIOM Poccun B HACTOAIEE BpEMsL. Or-
BET:

2. Ha3oBuTe 3aKOHOAATEIbHBIA aKT, KOTOPBIM PETYIUPYIOTCS OTHOILIEHUS B cepe opraHusa-
UM XpaHEHMsI, KOMIUICKTOBAaHUS, yU4eTa U UCHOJIb30BaHUs apXxUBHOro ¢ouaa [lenzeHnckoi 06-
JacTu B HacTosduee Bpemst. OTBeT:
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3JIEMEHT [TnanupyemMble pe3ynbTaThl 00yICHHUS OueHouHbIe CpeICcTBa
KOMIIETEHIIUU
Bnanets - HaBbIKaMU JOKYMEHTUPOBAHMS NpoBesieHus | Pemnts keiic

9KCHCPTU3BI HEHHOCTHU JOKYMCHTOB

3amgaua 1. 3manre 06JaCTHOTO ONEPHOTO TeaTpa HaYuHaiuo cTpouth (1996 r.) TeppurtopuansHoe
crpoutenbHoe oobenuuenue (TCO) «Crpornoapsn». 3akaHduBaiao crpoutenbcTtBo (2007 r.)
OAO «I'nmaBcTpoii», HE ABISIONIEECS €ro MPaBONPEEMHUKOM. B apXuBHBIX (OHIAaX KaKoil opra-
HU3aIMK OYAYT HaXOJAUTHCS JOKYMEHTHI II0 CTPOUTENIBCTBY ONEPHOIo TeaTpa’?

3anaya 2. CoriacHo UCTOpUUYECKOM cripaBkU [IeH3eHCcKuil 001acTHOM IpaMaTUYECKUi TeaTp uM.
A.B. Jlynauapckoro Hauan cBoto paboty kak [lenzenckuii Tearp (1793), motrom OblT OpraHuzo-
BaH [lenzenckuil Hapoaubiii Teatp (1896). B 1916 rony na bazapnoii miomanu Ilensst Obu10
OTKPBITO CIELMAIBLHO NOCTpoeHHOoe 31aHue «Hapognoro noma um. Mmneparopa Anexcannpa
II». Ha ero cuene no 2008 rona u urpan csou crnekrtakiau [lenzenckuit teatp. C 1917 rona
CIEKTaKJIM B 3JaHMM TeaTpa TOTOBWJI IpaMAaTUYECKUN KpYKOK uM. benmunckoro. B 1918 rony
JpaMaTHYeCKU KpPY>KOK MM. benmmHckoro cran HaswsiBaThesl | 'apHU30HHBI Teatp. B oktsdpe
1920 roga pemenueM [leH3eHCKOTO r'yOepHCKOTO MCIOJIHUTENLHOIO KOMUTEeTa J[pamaTuiecko-
My TeaTpy IpHUCBOEHO MM OBIBILErO B Ty MOpY HapkoMoM mpocBenienust A. B. JIynauapckoro.
C momenTa nukBuaanuu [lensenckoit ryoepaun B 1928 rony TeaTp HauMHaeT MepeKUBaTh 3HA-
ynTenbHble u3MeHeHus. B 1939 rony obpaszoBana Ilensenckas obnacts, [lensza ctanoButcs 00-
JacTHBIM TopojoM, a Teatp uM. A. B. Jlynauapckoro o6nactHeiM TearpoM. OduunanbHoe Ha-
3BaHUE C TOW MOPHI 0 HACTOAIIETO BPEMEHH HEe MEHsUIOCh: [IeH3eHCKuit 00JacTHOM JpamMaTu-
yeckuil Teatp uM. A.B. Jlynauapckoro. 2 sHBaps 2008 roxa B TeaTpe NpOM30IIEN CUIIBHBIN MO-
JKap, KOTOPBIM MPAaKTUYECKU MOJHOCTHIO YHUUTOXHJI BHYTPEHHUE KOHCTPYKLMHU €ro 3/aHus,
OCTaBUB OJIHU BHeIIHUE cTeHbl. B ¢eBpane-utone 2008 r. cropesiiee 31aHue Tearpa ObLIO MOJI-
HOCTBIO CHeCeHO. llepBoe BBICTyIUIEHME B HOBOM 3JaHMHM cocrostiock 5 mapra 2010 ropa.
YTounute (GOHIOBYIO MPUHAIIECKHOCTh APXUBHBIX JTOKYMEHTOB Tearpa. Ckoiibko (hOH- 10B
HY)KHO CO3/1aBaTh B JJAHHOM CJIy4ae: OJMH OCHOBHOM, J1Ba, HECKOJIPKO, 00beTUHEHHBIEC (POHIBI?
Bo3MoXHO, y Bac ecTb BapuaHThl. /JJokakuTe CBOXO TOYKY 3pEHUs, ONUPAsCh HAa 3Ha- HUA Mpa-
BUJI (POHIUPOBAHUS APXUBHBIX JOKYMEHTOB.

IMK-23- B1aenneM HABBIKAMH y4eTa U 00ecnedeHusi COXPAHHOCTH JOKYMEHTOB B apXHBe

55




CTpyKTypHBI

JJIEMEHT [Tnanupyemble pe3yabTaThl 00yUSHHS OneHouHble CpeacTBa
KOMIIETEHIINHU
3HaTh - HOpPMAaTUBHBIC TOKYMCHTBI, OTpa’karomue IIepeueHb TEOPETUUECKUX BOMPOCOB K IK3AMEHY:
MIPUHIIMITEI, METOJIBI 1 HOPMBI O0eCTICUeHUsI
COXPAaHHOCTH, y4ICTa IOKYMCHTOB B apX1BE 1. 3apgaum u QpyHKIIMM ApXUBa TOKYMEHTOB II0 JINYHOMY COCTaBY.
2. IlpaBa ApxuBa JOKYMEHTOB IO JINYHOMY COCTaBYy.
3. CoBpeMeHHOE COCTOSIHHE B CUCTEME apXUBHOT'O XpaHEHHS IOKYMEHTOB IO JIUYHOMY CO-
CTaBy.
4. Tlopsaok npoBeeHHs SIKCIEPTU3bl LIEHHOCTH JIOKYMEHTOB 110 JUYHOMY COCTaBy Ha pas-
HBIX 3Talax JeJI0NpOU3BOICTBA.
5. KommnexkroBaHue apXxuBOB M0 JUYHOMY COCTaBY. VICTOUHMKH KOMILJIEKTOBAHUSI apXUBOB
110 JINYHOMY COCTaBY.
6. IloxroroBka ITOKYMEHTOB IO JIMYHOMY COCTaBy K apXMBHOMY XpaHeHHI0. DopMHpOBa-
HUE JeJ1 110 JIMYHOMY COCTaBY AJI IepeJaul B BEJOMCTBEHHBII apXUB.
7. OpraHusanys IOArOTOBKM K apXMBHOMY XPAaHEHUIO U apXMBHOE XpaHEHHUE Pa3HbIX BU-
JIOB JIOKYMEHTOB T10 JJMYHOMY COCTaBY (ITPUKA3bI IO TUYHOMY COCTaBY, TUYHbBIE KapTOU-
KM, JIMLIEBBIE CUETa, PETUCTPALIMOHHBIE KHUTH).
YMmern - IPUMEHUTDH Ha IPAKTHKE 3HAHUS 0 npaBwiax | [IpumepHble MpakTHUECKUE 3a/1aHus U1 SK3aMeHa:
o0ecreyeHns COXpaHHOCTH, yueTa JOKYMEH-
TOB B apXHBE 1. Kakue oTHomIeHUs SIBISIOTCA TpeAMEToM perynupoBaHusi @enepansHoro 3akoHa «O0 ap-
xuBHOM Jene B Poccuiickoii @eneparum» ot 22 okTsa6ps  2004r. Ne 1257 Or-
BET:
2. Kakue oTHOIIEHUS SIBIISIOTCS IPEIMETOM peryianpoBanus 3akoHa [lenszenckoit obmactu «O0
apXMBHOM nene B [Iensenckon obnacTu» ? Ort-
BET:
Branets - HaBbIKaMU y4eTa U obecriedeHus coxpaHHo- | Pemuts keiic

CTU JOKYMCHTOB B apXHBC

3amava 1. [leiicTByromiee B HacTosIee Bpems akimoHepHoe oOmectBo «Ilenszacrpoit» (OAO
«ITenzactpoii») yupexaeHo B 1992 rogy Ha 0aze TeppUTOPHUATIBLHOTO CTPOUTEIHHOTO O00Be-
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[TnanupyemMble pe3ynbTaThl 00yICHHUS
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nunenus (TCO) «Ilen3acTpoii» — MpaBONPEEMHHKA TJIABHOTO YIIPABJICHHUS MO CTPOUTEIBCTBY B
[Tenzenckoit obnactu - «I'maBnen3actpoit» Muntocrctpost CCCP. Ytounute GOHIOBYIO HpH-
HAJIS)KHOCTh apXHMBHBIX JOKYMEHTOB aKIIMOHEPHOTO oOmiecT-Ba. CKOJIBKO (OHIOB HYKHO CO-
3/1aBaTh B JAHHOM CJIy4yae: OJIMH OCHOBHOM, JIBa, HECKOJIBKO, 00beIMHEHHBIC (OH IBI? Bo3MO K-
HO, Y Bac €cThb BapUaHThI. JJOKaXKHUTe CBOIO TOUKY 3pEHUsl, OMMUPAsCh HA 3HAHUS MPaBHI QPOHIU-
pPOBaHUs ApPXUBHBIX JOKYMEHTOB.

3amaua 2. AxuroHnepHoe o60mecTBo «IleH3acTpoii» B3su10 Ha ce0sl 00s3aHHOCTH 110 OKOHYAHHIO
CTPOUTENHCTBA MHOTOKBAPTUPHBIX JOMOB JUISl JTOJIBIIMKOB OOAHKPOTUBIIEHCS TPYIIIBI KOM-
nanuii «[loBomxee» B . [lensze. YTounute (HOHIOBYIO MPUHAUICKHOCTh aPXUBHBIX JTOKYMEH-
TOB — HAYYHO-TEXHHUYECKOM, MPOSKTHON JOKYMEHTAIIMU Ha CTPOUTEIHCTBO YIIOMSHYTHIX JIOMOB.
Onu BOiIyT B (OHABI APXHUBHBIX JTOKYMEHTOB Tpymmbl kommaHui «lloBomxbse» umu OAO
«[Tenzactpoii»n?

MK-24- BJIAICHUEM HAaBbIKAMH OPraHm3alui ClIipaBOYHO-IIOUCKOBBIX CPEACTB H UCII0JIb30BAHHUSA aPXUBHBIX TOKYMEHTOB

3HaThb - IpaBWJIa COCTABJIEHUS CIIPABOYHO- ITepedyenn TeopeTHYECKUX BONPOCOB K IK3aMEHY:
MOMCKOBBIX CPE/ICTB
1. HayuHo-cripaBOYHBIH anmapaT K apXUBHBIM JOKYMEHTaM I10 JTUYHOMY COCTaBY.
2. CocraBneHHe apXUBHON OMUCH MO JTHYHOMY COCTaBY.
3. ABTOMAaTHM3MPOBaHHBIN HayYHO-CIIPABOUHBIN ammapar apxuBOB 10 JUMYHOMY COCTaBY.
4. OpraHu3anusi UCIOJI30BAHUS APXUBHBIX JIOKYMEHTOB IO JIMYHOMY cocTaBy. PoOpMbI
MCIIOJIb30BaHUs JOKYMEHTOB.
5. Tlopsimok u CpOKH UCTIOTHEHHS COLMAIBHO-TIPABOBBIX 3aIIPOCOB.
6. Opranuzanus COTpyAHUYECTBA APXUBOB C IOPUIUYECKUMHU M (PU3MUYECKUMHU JHUIIAMHU IO
MCII0JIb30BaHUIO aPXUBHBIX JJOKYMEHTOB I10 JINYHOMY COCTaBY.
7. Y4er ucronb30BaHMs apXUBHBIX JOKYMEHTOB IO JMYHOMY COCTaBY.
YmMmeth - IPOU3BECTH OTOOP JTUTEPATYPHhl, APXUBHBIX

HpI/IMepHLIC MPaKTUYCCKUC 3aJaHUs JJIA 9K3aMCHaA:
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JJIEMEHT [Tnanupyemble pe3yabTaThl 00yUSHHS OneHouHble CpeacTBa
KOMIIETEHIINHU

JIOKYMEHTOB Ha 33JJaHHYIO TEMY; CaMOCTOs-

TEJIHO paboTaTh C Pa3IMYHBIMHA UCTOYHMKA- | 1. Vkaxkute HOMep crathu DenepanbHoro 3akoHa «O06 apxuBHOM aene B Poccuiickoii Dene-

MU WH(pOpMAIMK; TOHUMATh, aHAJTU3UPOBATh | paruu» oT 22 okTs0ps 2004r. Ne 125, koTopast pacKphIBaeT MOHATHE «apXHUBHOE Jieio B Poc-

U M3J1arath MHPOPMAIUIo cuii- ckoit @enepauun». 22 OTBeT:
2. YkaxuTe HOMepa IaBbl, cratbu 3akoHa [lenzenckoi obmactu «O6 apxuBHOM aene B Ilen-
3€HCKOW 00JIacTH», KOTOpas PAacKphIBaeT MOHATHE «apXWBHBIA (Goun IleH3eHckoit obmacTmy.
Ortser:

Bnanets - HABBIKOM HCIOJIb30BaHUs U OpraHU3aluu Pemuts keiic

UH()OPMAIIMOHHBIX TEXHOJIOTHI B IOUCKE UH-
dopmanuu, HCIoIb30BaHMS ITPABOBBIX 0a3
JAHHBIX IPU COCTABJICHUH OUOIHMOTpadude-
CKOT'0 U apXMBHOTO 0030pOB

3amaga 1. OOmiecTBO C OrpaHMYEHHOM OTBETCTBEHHOCTHIO INPOU3BOJICTBEHHO-KOMMEpUYECKast
dupma «Tepmonom» (OO0 IIDK «Tepmogom»), umeromas opuandeckuit aapec: [lenseHckas
obnactb, [lenseHckuil paiion, c. 3aceunoe, yi. Pagyxnas, 1-32, kopnyc 2, 5-plii MUKpOpaiioH
TepHoBKH, uMeeT (unnan B . 3apedHoM. 20 YTouHuTe (HOHIOBYIO IPUHAUIEKHOCTh ApXUBHBIX
JTOKyMeHTOB ¢unuana obmiectBa. CKolbko (POHIOB HYKHO CO371aBaTh B IAHHOM CJydae: OJUH
OCHOBHOM, J1Ba, 0O0bennHeHHbIE (PoHAbI? Bo3MOXXHO, y Bac ecTh BapuaHThHI. J[OKaXHTE CBOIO
TOUYKY 3pEHUS], ONUPASICh HAa 3HaHUS NTPaBWJI (POHAUPOBAHUS APXUBHBIX IOKYMEHTOB.

3agaua 2. Ha mpeanpusiTuM CKOPOIOCTHKHO CKOHUYaics nepeaoBoil pabotrHuk M.C.MBaHoB
(paHHsIsI CMEPTH B PE3yJIbTAaTe HEMPOJAODKUTEIIbHON 00JIe3HH). Y HEro HET HUKOTO U3 POJICTBEH-
HUKOB. Ha o0mieM cobpaHuu Tpyl10BOrO KOJUIEKTHBA OBIJIO BBIHECEHO pEIlleHHe COXPAaHUTh J10-
KyMEHTBI, TyOiauKanuu, ¢GoTo, BUAEO, U JIp. (JIOKYMEHTbI JIMYHOTO MPOUCXOXKICHHUS), T.K. OHU
NPECTaBISAIOT HAYUYHYIO U KYJIbTYpHYIO LIEHHOCTh JUIs mpeanpustus. Bee 3To Ob110 6epexHo
coOpaHO Jpy3bsIMH TOKOHHOTO W TEpelaH0 B apXuUB HNpeanpustus. B KoHie aenomnpo-
M3BOJICTBEHHOI'O I'OJIa Ty/a e MOCTYIMWIN JTMYHas KapTouka pabOTHMKA, €ro TPyA0oBask KHUXKKa
BMECTE C JPYTMMHU CAABAaEMbIMU B apXUB JOKYMEHTaMH IO JUYHOMY COCTaBY. YTOYHHUTE (OH-
JIOBYIO NPHHAJUICKHOCTh apXUBHBIX J0KyMeHTOB M.C.MBanoBa. CKOMBKO (DOHIOB HYKHO CO-
3/1aBaTh B JJAaHHOM Clly4ae: OJIMH, J1Ba, 00beInuHEeHHbIe POoHIbI? BO3MOXKHO, y Bac ecTh BapHaH-
Thl. JIOK@XHTE CBOIO TOUKY 3pEHMsI, OMMPAsiCh Ha 3HAHUS NMPaBUI (POHAUPOBAHUS apXUBHBIX J10-
KYMEHTOB.
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KOMIIETCHIIMH
IIK-27- ¢cniocoGHOCTHI0 NPHHUMATH y4acTHe B padoTe 1Mo NPoBeIeHUI0 IKCIEPTU3bI IEHHOCTH TOKYMEHTOB
3HaTh - OCHOBHBIC 3Tallbl, IOPALOK ITpoBeAcHUs dKC- | [lepedyeHb TeopeTHYEeCKUX BONIPOCOB K IK3AMEHY:
IIEPTU3bI LICHHOCTH JOKYMEHTOB B COOTBET-
CTBUU C HOPMATUBHBIMU IOKYMEHTAMHU 1. Opranuzanus DOArOTOBKM K apXMBHOMY XPAaHEHHUIO M apXUBHOE XPAaHEHHE PAa3HbIX BU-
JIOB JIOKYMEHTOB I10 JJUYHOMY COCTaBY (IIPUKa3bl 110 JIUYHOMY COCTaBY, JJUYHbIE KapTOU-
KU, JIMLEBBIE CUETA, PETHUCTPALMOHHbIE KHUTH).
2. Tlopsmok (hopMUpOBaHHS TMYHOTO JAETIA.
3. Tlopsnok nmepenauu Jien o JMYHOMY COCTaBY B BEJJOMCTBEHHBIH apXUB.
4. TpeOoBaHMs K COCTABJICHHUIO OMUCH JICJI 110 JINYHOMY COCTaBY.
5. Tlopsaok yHHYTOKEHHUS] apXUBHBIX KaJPOBBIX JOKYMEHTOB C MCTEKIIMM CPOKOM XpaHe-
HUSL.
6. Opranuzanus ydera JOKYMEHTOB IO JIUYHOMY cocTaBy. CHCTeMa yYeTHBIX JOKYMEHTOB,
uX liefeBoe HazHaueHue. OCcoOeHHOCTH yueTa JOKYMEHTOB IO JUYHOMY COCTaBy B ap-
XMBaxX OpraHU3alil ¥ TOCy1apCTBEHHBIX apXUBax.
YmeTh - pa3rpaHu4UTh JOKYMEHThI IOCTOSHHOTO, IIpuMepHbIe NpaKTHYECKUE 3aJaHU AJI IK3aMEeHa:
BPEMEHHOI'O CPOKA XPAaHEHUs, TIOIEIKaIIE 1. Vkaxure Ha3BaHue cratbi PenepanbHoro 3akoHa «O0 apxuBHOM nene B Poccuiickoit de-
YHUUYTOXEHUIO nepauun» oT 22 okta0pst 2004r. Ne 125, B KOTOpOil onmpenensitoTcsl MOJIHOMOYHUSl CyObEKTOB
Poc- cuiickoit denepannn 1 MyHUIIUNATBHBIX 00pa3oBaHUil B oOnacTu apxuBHoOro aena OT-
BET:
2. Ykaxute HOMep U Ha3BaHue cTtaTbu DeaepanpHoro 3akona «O0 apxuBHOM Jene B Poc- cuii-
ckoit @enepanun» ot 22 okTs0ps 2004r. Ne 125, koTopast onpenenser coctaB ApXUBHOTO (poH-
na Poccuiickoit @enepannn OTBeET:
Bnaners - HaBbIKaMU JJOKYMEHTUPOBaHUS NpoBeAcHus | Pemmts keiic
DKCIIEPTU3BI LIECHHOCTU TOKYMEHTOB 3anaga 1. B 2010 rony crpoutensHble rpymnmbl KoMmnaHui «lloBomxbe» obankporunuck. Ha
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OneHouHble CpeacTBa

BpeMs TIPOBEICHUSI TTPOLICTypbl OAaHKPOTCTBA ObLTa CO37aHa BpEMEHHAs aJ]MUHUCTpAIs, BbIpa-
OoTaBIasi ONpeneIeHHbIC JOKYMEHTHI. Y TOYHUTE (DOHIOBYIO MPHHAIC)KHOCTh apXUBHBIX J10-
KYMEHTOB, 00pa30BaBIIMXCs B MPOIECCe padOThl BpeMEHHOW aaMHUHHUCTpanuu. CKOJIBKO (HOH-
JIOB HY)KHO CO3/1aBaTh B JIaH- HOM CJTy4ae: OJHH, JBa, 00bequHeHHBIC (hOHIBI? Bo3MOXKHO, Yy Bac
€CTh BapHaHThl. [lokaXku- Te CBOIO TOUKY 3pEHUS, ONMHUPAsACh Ha 3HAHUS MPABUI (POHIUPOBAHUS
ApPXMBHBIX JOKYMEHTOB.

3anava 2. K npaznnoBanuto 300-netus r. [IeH3bl 0AHO U3 BEAYIIUX MPEANPHUATHIA MOATOTOBUIO
KOJUICKIIUIO JOKYMEHTOB, CBHIETEIBLCTBYIONIUX O JOCTHKEHUAX KoJUlekThBa. [lo3nHee komiek-
1ys OblIa IpUHATA Ha XpaHeHue B rocapxuB. K mpazmaroBanuio 350-netus r. [IeH3bl rocapxuB
MOATOTOBUJI HOBYIO KOJUIJIEKITUIO JOKYMEHTOB, CBUJETEIHCTBYIOIINX O JOCTHKEHUSIX KOJICKTH-
BOB [leH3eHckoil 06macTy, KyAa BOILIM HEKOTOPHIE JTOKYMEHTBHI U3 KOJUICKIIMH YIIOMSHYTOTO
npeanpustusi. Bo3MoxxHo nu nepedoHIupOBaHUE JOKYMEHTOB, BOIICAIINX B HOBYIO KOJUICK-
ruio? JlokakuTe CBOIO TOYKY 3PEHHs, OMHUPAsSCh HA 3HAHUS MPaBHI (DOHAUPOBAHMS APXUBHBIX
JIOKYMEHTOB.

IIK-28- Bi1agenu

€M HaBbIKaMH y4€Ta u o0ecneyeHu COXpaHH

OCTH IOKYMEHTOB B apXHUB€

3HaTh

- HOPMAaTUBHBIC NOKYMCHTEI, OTpaKaro1ne
MMPUHIMUIIBI, METOJAbI U HOPMBI obOecreyeHus
COXPAaHHOCTH, Y4€Ta JOKYMCHTOB B apXUBC

Hepeqenb TCOPECTUYCCKHUX BOIIPOCOB K IK3aMCHY:

1. Tlopsmok yHUUTOXKEHHS apXUBHBIX KaJpPOBBIX JOKYMEHTOB C MCTEKIIMM CPOKOM XpaHe-
HUSL.

2. OpraHuzanus ydera JOKyMEHTOB I0 JIMYHOMY cocTaBy. CHCTeMa yueTHBIX JOKYMEHTOB,
uX 1eneBoe HazHaueHue. OCOOEHHOCTH yueTa JOKYMEHTOB MO JMYHOMY COCTaBy B ap-
XMBaxX OpraHu3aluii ¥ rocy1apCTBEHHBIX apXUBaX.

3. Hcnonbp3oBaHMe aBTOMATU3MPOBAHHBIX TEXHOJIOTMH y4yeTa apXWBHBIX JOKYMEHTOB IO
JUYHOMY COCTaBY.

4. YcTpoiicTBO M 000pYyAOBaHUE apXHMBOB IO JMYHOMY COCTaBy B OpraHHM3alMsIX U apXu-
Bax.

5. ®DaxTopsl pa3pylieHus JOKyMEHTOB MO JUYHOMY cocTaBy. KoHTponb Hannuus u Gpusu-
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CTpyKTypHBI

JJIEMEHT [Tnanupyemble pe3yabTaThl 00yUSHHS OneHouHble CpeacTBa
KOMIIETCHIIMH
YECKOr'0 COCTOSIHUSA JOKYMEHTOB I10 JINYHOMY COCTaBY.

6. OcoOeHHOCTH y4eTa M COXPAHHOCTH JOKYMEHTOB IO JINYHOMY COCTaBY MU MOPSAOK MX
nepelauy Ha XpaHEeHHUE B CIy4ae JMKBUALUU I0PUIAYECKOTO JINLA.

7. Opranuzanys 3alUThl QpXUBHBIX JTOKYMEHTOB I10 JIMYHOMY COCTaBY OT HECAaHKLMOHU-
POBAHHOI'O AOCTYIA.

YMmers - IPUMEHNTH HA NIPAKTHKE 3HAHMA O ITpaBuiax | [IpuMepHsle npakTudecKue 3aJanus Uil SK3aMeHa:

o0ecreyeHns COXpaHHOCTH, yueTa JOKYMEH-
TOB B apXHBE

1. Kakue nokymMeHThl BXOASIT B cocTaB apxuBHOro ¢onna Ilensenckoit obmactu? Ot-
BET:
2. T'ocynapcTtBeHHas COOCTBEHHOCTh Ha apXWBHBIE JOKYMEHTHI Tojapasnensiercs Ha OTBET:

1. 2. 3.
K co6crBennoctu IleH3zeHckoll 001acTH  OTHOCATCA  apXHUBHbIE JOKYMEHThl OTBeT:
1. 2.

BJ'IaI[CTB - HaBbIKaMHU y4€Ta U obOecrieueHus COXPAHHO-
CTU JOKYMCHTOB B apXHBC

Pemmts keiic

3amaua 1. B 90-e roasl B Haliel cTpaHe pe3Ko COKPATHIIaCh POXKIa€MOCTh U Kak CJIEICTBHUE CTa-
JIM ITyCTOBATh AETCKUE CaJbl. A BOT LIIKOJIBI OBUIM NEPENOIHEHbI (HEKOTOPHIM MPUXOAUIIOCH pa-
00TaTh B 2-€ CMEHbI). BBIXOJIOM U3 CIOKUBLIEHCS CUTyallUH CTaIH y4eOHO-BOCIIUTATENbHBIE
komiuiekcs! (YBK) — noGpoBosbHBIE (Ha OCHOBE 10rOBOpa MEXy CafioM M IIKOJION; MEXy po-
JUTENIIMU U aIMMHUCTpaluel cafa) oObeAMHEHUS Ca/la U IIKOJIbI, PACTIONOKEHHbIE B OJJHOM
XKUIIOM paiioHe. JleT ¢ yTpa nmpeObIBajIy B IPYIIIbI JETCKOTO cajia, I1e MKOJIbHBIH yUUTEeNb
MPOBOINJT OECTUIATHO (KaK B IIKOJIE) yUeOHBIC 3aHATHA. A BTOPYIO MOJOBUHY JIHS peOEHOK TPo-
BOJMJI KaK B JIETCKOM caJy (3a AOMOJIHUTENbHYIO IUIaTy) — CHall, Kylliaj, FyJsl o4 pyKOBO-
CTBOM BOCIIUTATeNs A0 Ipuxonaa poauteneil. EcTe 1u ocHOBaHuUs I CO3aHUsI HOBOTO apXHB-
Horo ¢onna (YBK)? JlokaxkuTe CBOIO TOUKY 3pEeHUs, ONUPAsCh HAa 3HAHUS TPABUI (POHAUPOBA-
HUS apXUBHBIX TOKYMEHTOB

JIIK-5- cn1oco0HOCTBHIO K CO0.II0/IeHHI0 TPe0OOBAHNI K OPraHM3alMU Ka{POBOIo /eJI0NPOU3BOICTBA H JOKYMEHTHPOBAHHIO TPY/I0BbIX OTHOLLIEHHUI, Xpa-

HECHUI0 TOKYMCHTOB I10 IMYHOMY COCTaBY
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CTpyKTypHBI

JJIEMEHT [Tnanupyemble pe3yabTaThl 00yUSHHS OneHouHble CpeacTBa
KOMIIETEHIINHU
3Harthb - OCHOBBI Pa0OTHI ¢ KaipoBoil TokyMeHTalu- | [lepevyeHnb TeopeTHYECKHX BONMPOCOB K IK3aMEHY:
eil, B TOM 4ncie TpeOOBaHUS K OpraHu3aluu
KaJIpOBOTO JICJIONIPOU3BOACTBA U IOKYMEHTH- 1. KanpoBast qokyMeHTanus U e€ pa3sHOBUIHOCTU. 3HAUYCHUE IOKYMEHTOB 10 JIUWYHOMY CO-
POBaHMIO TPYIOBBIX OTHOILIEHUH, a TaK e CTaBy B CUCTEME KaJIpOBOM JOKYMEHTAIUH.
XPaHEHUIO JOKYMEHTOB MO0 JUYHOMY COCTABY 2. JIOKyMEHTBHI [0 JUYHOMY COCTaBy AOJITOBPEMEHHOIO M KPAaTKOBPEMEHHOTO CPOKOB Xpa-
HEHUSL.
3. IlpaBoBble OCHOBBI OpraHu3auu paboTel ApXHBa MO JUYHOMY COCTAaBY.
4. Ucropus popmupoBaHUs KaJpoBOW JOKYMEHTALIMU U OpraHu3anus e€ xpanenus B Poc-
CHUH.
5. Copnepxxanue npumepHoro [lonoxeHus o pailoHHOM (ropoJickoM) ApXUBe JOKYMEHTOB
10 IMYHOMY COCTaBY.
6. 3amauu u QyHKIMH ApXHUBA JOKYMEHTOB IO JUYHOMY COCTaBY.
YmeTh - OpraHM30BaTh KaJpoBOE JAEIONPOU3BO/I- [TpumepHBIe TpaKTUUECKHE 3a/laHus U1 SK3aMEHa:

CTBO, XpaHEHHUE KaJpOBOM TOKYMEHTAIIUHU U
OpraHU30BaTh COOII0IEHNE TPEOOBaHUI K Op-
TaHU3aIUU KAJPOBOTO JIEIOMPOU3BOJICTBA U
JOKYMCHTHPOBAHUTIO TPYAOBBIX OTHOHICHHﬁ,
XPaHEHUIO0 TOKYMEHTOB 10 JIMYHOMY COCTaBY

1. Vkaxute Homep cratbu PenepanbHoro 3akoHa «O6 apxuBHoM aene B Poccuiickoit de- ne-
pauun» ot 22 okta6ps 2004r. Ne 125, B KoTOpOl nepeyucieHbl YUpeKIeHHs, apXUBHBIE TOKY-
MEHTBI KOTOPBIX OTHECEHBI K MYHHMIMITATBEHOM COOCTBEHHOCTH. Ort-
BET:

2. Kem ocymiecTBisieTcs: pelieHne HayyHO-METOIMYECKUX U IPAKTUYECKUX BOIIPOCOB, CBSI- 3aH-
HBIX C JKCIEPTU30i LIEHHOCTH JOKYMEHTOB M BKIIOYEHHEM HMX B cOCTaB ApXMBHOTo (oHIa
[Tenzenckoit o6iactu? OTBeT:

3. Moryt 51 ObITh MPUBATU3MPOBAHBI APXUBHBIE JJOKYMEHTBI, HAXOSAIINECS B TOCYAApCT- BEH-
HOM WIN MYHULUITATIbHON coOcTBEHHOCTH? Ort-
BET:

4. HazoBute opraHbl, KOTOpPbIE OCYIIECTBISIOT FOCY/IapCTBEHHOE yNpaBJICHUE ap- XUBHBIM Je-
oM. OtBer:

B Poccuiickoit deneparum - B [len3zenckoit odmactu —

B MYHUIIMNAJIBHBIX 00Pa30BaHUSIX —
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CTpyKTypHBI
JJIEMEHT

KOMIICTCHIO N

[TnanupyemMble pe3ynbTaThl 00yICHHUS

OneHouHble CpeacTBa

5. KakoBbl mostHoMounsi 3akoHOaTenbHOr0 coopanus Ilen3eHckoi obmactu B cepe ap- XuB-
HOTO nena’? Ortser: 1.

2. 3.

6. B ubu momHOMOYMsI BXOAUT mpezcraBiieHue [len3eHckoil 00sacT B OTHOLIEHUSIX C (dene-
palbHBIMHM OpraHaMu roCyJapCTBEHHOM BJIACTH, OCYLIECTBIECHUE MEp 10 pealn3aluy Ha TeppHU-
topun [leH3eHCKOW 00JIacTH TOCYZapCTBEHHOW NOMUTHKH B cepe apxuBHoro nema? OT-
BET:

7. Hoxymentsl ApxuBHoro ponna P®, naxonsiuecs B rocyJapcTBEHHON COOCTBEHHOCTH, TO-

CTOSSHHO  Xpansarcs B 23 Otser: l.
2. 3.
4.

8 . Kyna mepenaroTcst JOKYMEHTBI, OTHECEHHBIE K COCTaBY apXuBHOTO Gonaa [lenszeHckoii obma-
CTH, TpH TPUBATH3ALMU TOCYJapCTBEHHbIX opraHu3auuii [lenzeHckoir ob6mactu? OT-
BET:

9. Vxaxure HoMmep crathu DenepanbHoro 3akoHa «O0 apxuBHOM aene B Poccuiickoit ®e-
nepauun» ot 22 okts0ps 2004r. Ne 125, koropas 3ampeniaer YHUUYTOXKEHHE JTOKYMEHTOB Ap-
XUBHOTO (poHaa PO. OTBeT:
10. [lepeuncnure OCHOBHbIE KJIaCCU(PUKALMOHHbIE eAMHMIIBI ApXuBHOTO (hoHaa Poccun OtBeT:
1.

2.

3.

11. Moryr nm rocy1apCTBEHHBIE OPraHbl, OpraHbl MECTHOTO CaMOYIPABJIEHUS, TOCYAapCTBEH-
HbI€ U MYHUIIUNAJIbHbIE OPTaHU3aIMH TTepe/laBaTh 00pa30BaBIINECs, B IMPOLECCE X JeATENbHO-
CTH TOKyMeHTbl ApxuBHoro gonna P B myseu, 6ubnuoreku, opranuzanuu Poccuiickoil aka-
JIEMUU HayK u HEroCyJapCTBEHHBIE OpraHu3anuu? Or-
BET:

12.Ykaxute Homep ctatbu PenepanbHoro 3akoHa «O06 apxuBHOM jnene B Poccuiickoit Dene-
paru» ot 22 okTaA6pst 2004r. Ne 125, koTopasi ycTaHABJIMBAE€T CPOKH BPEMEHHOI'O XPaHEHMUS
JOKYMEHTOB ApxuBHoro ¢onma P® no ux mnepegaud Ha moOCTOsIHHOE XpaHeHue. OT-
BET:
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CTpyKTypHBI

HJIEMEHT [Tnanupyemble pe3yabTaThl 00yUSHHS OneHouHble CpeacTBa
KOMIIETEHINH
13. KoMy nepenarorcsi JOKYMEHTHI 110 JINYHOMY COCTaBYy IPU PEOPraHU3aLUU OpraHa rocy-
JApCTBEHHOM BIIACTH, WHBIX TOCYIapCcTBEHHBIX opraHoB Ilensenckoit obmactu? OTt-
BET:
14. Komy mepenaroTcs JOKYMEHTHI 10 JIMYHOMY COCTaBy IpPH JIMKBHIAIMH OpraHa rocyiap-
CTBEHHOM BJIaCTH, MHBIX TIOCYJapCTBEHHbIX opraHoB [lenseHckoir ob6mactu? Ot-
BET:
15. Kakue BUbI OTBETCTBEHHOCTH ycTaHaBiuBaeT PenepanbHblil 3akoH «O0 apXUBHOM Jiese B
Poccuiickoit ®enepanun» ot 22 okts0ps 2004r. Ne 125 3a HapylleHHe 3aKOHOJATENILCTBA 00
apxuBHoM gene B PO 1.
2.
3.
Bnanets - CIOCOOHOCTBIO K COOMIOICHUIO TpeOoBaHuM | OTBETUTH Ha BOIPOCHI

K OpraHU3aIluy KaJIpoOBOTO JeNONPON3BOACTBa | 1. Kakne 1okyMeHTBI HE0OXOMMBI TP KOMAaHIMPOBAHNU paOOTHHKA OpTaHU3aUHU?

U IOKyMEHTHPOBAHUIO TPYOBBIX OTHOILIEHUI], | 2. Kakue 1okyMeHThl HEOOX0IMMBI IPU aTTeCTalluu paboTHUKA?

XPaHEHHIO TJOKYMEHTOB TI0 JITYHOMY COCTaBy | 3. Kakne nOKyMeHThI HEOOXOAMMBI JUISI OPTaHU3ALWHU TPOLEYpP: HarpaXIeHHs U HaKaza-
HuA?
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0) Ilopsinok mpoBeneHUs] MPOMEKYTOYHOH aTTEeCTALMH, NOKa3aTeJd M KPUTEPHUH
OLICHUBAHUS:

[IpumepHasi CTPYKTYpa M cojiepKaHue MYHKTA:

[TpomexxyTodHast aTTecTalus M0 AUCIUIIINHE « APXUBHI [0 JTUYHOMY COCTaBY» BKIIFOUAET
TEOPETUUECKHE BOIIPOCHI, MO3BOJISIFOIINE OIICHUTh YPOBEHb YCBOCHHS 00yUYaIOUIMMUCS 3HAHU, U
NPaKTUYECKHUE 33J]aHUs, BBIABISIONINE CTEIIEHb CPOPMHUPOBAHHOCTH YMEHHMI W BIIAJCHUHU, TPO-
BOAUTCA B (hopMe IK3aMeHa

DK3aMeH MO JaHHOM TUCHUIUIMHE MPOBOJHUTCSA B YCTHOH (opMe MO dK3aMEHAIIMOHHBIM
Ouiertam, KaXJblil U3 KOTOPBIX BKIIIOYAET 2 TEOPETHUECKUX BOMPOCA U OJHO MPAKTHYECKOe 3a-
JTaHHE.

IToka3aTenu U KPUTEPUH OLIEHHBAHUS IK3aMeHA:

— Ha OLIEHKY «OTJIHYHO» (5 6ayioB) — 0Oyyarommiicsi IEMOHCTPUPYET BBHICOKHN yPOBEHB
c(hOpMHUPOBAHHOCTH KOMIIETEHIUI1, BCECTOPOHHEE, CUCTEMAaTUYECKOe U ITyOOKOe 3HAHUE y4eo-
HOT'O MaTepualia, CBOOOIHO BBINOJIHSAET MPAKTHUECKUE 3alaHUs, CBOOOJIHO ONEpUPYET 3HAHMUS-
MU, YMEHUSMU, IPUMEHSET UX B CUTYAIUSAX MMOBBIIIEHHON CI0KHOCTH.

— Ha OIIEHKY «Xxopomo» (4 Oamia) — oOyJarouuics IEMOHCTPUPYET CPEIHUM YPOBEHBb
c(hOpMUPOBAHHOCTH KOMIIETCHIIUNA: OCHOBHBIC 3HAHUS, YMEHUSI OCBOEHBI, HO JIOMYCKAIOTCS He-
3HAYUTEIbHBIC OMIMOKH, HETOUHOCTH, 3aTPYJHECHUS MPH AaHATUTUYECKUX OMNEpaIusax, nepeHoce
3HAaHUU U YMEHUU Ha HOBbIE, HECTAH/IaPTHBIC CUTYAIUH.

— Ha OLICHKY «YAO0BJIETBOPUTEILHOY» (3 Oaia) — 00yJaromuicss AeMOHCTPUPYET MOPOTO-
BbIil ypoBeHb C(HOPMUPOBAHHOCTU KOMIIETEHIINI: B X0/1€ KOHTPOJIbHBIX MEPONPUATUI TOMyCKa-
IOTCSI OIIMOKH, TIPOSIBIISICTCS OTCYTCTBHE OTACIBHBIX 3HAHWI, YMEHUH, HABBIKOB, 00yUJaOLIHICS
WCIBITHIBACT 3HAYUTENbHBIC 3aTPYJHEHHS MPH OMEPUPOBAHUU 3HAHUSIMHU U YMEHUSIMU MPU UX
MEPEHOCE HAa HOBBIE CUTYaLIUU.

— Ha OLIEHKY «HEeYIO0BJIETBOPUTEIbHO» (2 Oanna) — oOyJaromuics JeMOHCTPUPYET 3Ha-
Hus He O6oree 20% TeopeTHuecKoro Marepuana, JOMYyCKaeT CYIIECTBEHHBIE OIMOKH, HE MOXKET
MOKAa3aTh UHTEIUIEKTya IbHbIe HABBIKU PEIICHHsS MPOCTHIX 3a/1ad.

— Ha OIICHKY «HEeYJOBJIETBOPHUTEJbHO» (1 Oayn) — oOyuaromuiics HE MOXET MOKa3aTh
3HaHMS HAa YPOBHE BOCIPOM3BEICHUS U OOBSCHEHHS] MHPOPMAIMH, HE MOXKET MOKa3aTh WHTE-
JIEKTYaJIbHBIE HABBIKW PEUICHUS MTPOCTHIX 3ajad.



8 YueOHo-MeTOqMYeCcKOe U HHPOPMAIHOHHOE o0ecTedeHre TUCIHUTLTHHBI (MOTYJIsl)

a) OcHOoBHAas JMTEpaTypa:

1. ITonos, A. B. ApxuBoBenenue. 3apyOekHasi pocCHKa .| yUeOHUK JJis OakajgaBpuara u
maructpatypsl / A. B. ITonoB. — Mocksa : M3natensctBo HOpaiit, 2019. — 168 ¢. — (bakanasp
u Maructp. Moayis). — ISBN 978-5-534-06009-6. — Tekcr : anekrponnsiii // DBC HOpaiir
[caiiT]. — URL: https://www.biblio-online.ru/bcode/441487 (mata oGpamienus: 25.09.2020). -
3arii. ¢ sKpaHa.

2. Packun, JI. . ApxuBoBesieHHE | yUeOHUK IS akajeMudeckoro Oakanaspuata / . U.
Packun, A. P. CokonoB. — Mocksa : M3gatensctBo Opaiit, 2019. — 383 c. — (bakanasp.
Axanemuueckuii Kypc). — ISBN 978-5-534-00870-8. — Tekcr : anekrponnsiii // DBC IOpaiit
[caitr]. — URL.: https://www.biblio-online.ru/bcode/432131 (nara ob6pamnenus: 25.09.2020). —
3ari. ¢ 3KpaHa

3. Packun, JI. 1. Meronuka U MpakTHKa apXUBOBEICHHS | YYCOHUK JJISi CPEIHETO MPO-

¢ec-cuonanpaoro odpasosanus / JI. U. Packun, A. P. CokonoB. — Mocksa : M3maTenscTBo
Opaiir, 2019. — 339 ¢. — (Ilpodeccuonansuoe obpazoBanme). — ISBN 978-5-534-02419-7.
—  Tekcr : oanekrponnbiid /[ DBC IOpaiir [caiit]. — URL: https://www.biblio-

online.ru/bcode/438495 (nata obpamienus: 25.09.2020).— 3ari. ¢ skpaHa

4.Benukanosa, C. C. ApXuBBI 110 JINYHOMY COCTaBY : y4eOHO-MeTOoan4YecKoe mocodue /
C. C. BenukanoBa ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 snektpon. ont. auck (CD-
ROM). - 3ari. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true (mara oopamenus: 25.09.2020). - MakpooObeKT. - TeKCT : MEKTPOH-
Hblil. - ISBN 978-5-9967-1154-3. - CBeaenus noctynHsl Takxke Ha CD-ROM.

5.Benukanoga, C. C. KaagpoBoe 1e101pou3BOACTBO U apXUBbI JOKYMEHTOB IO JTUYHOMY
COCTaBy: MPakKTHKyM : mpakTukyM [1is By3oB] / C. C. BenukanoBa, 1. B. Kamy6a ; Marauto-
ropckuil roc. Texuudeckud yH-T uM. ['. 1. HocoBa. - Marautoropck : MI'TY um. I'. 1. Hocoga,
2020. - 1 CD-ROM. - 3ar. c TUTYIL. JKpaHa. - URL )
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true (nara oopamienus: 25.09.2020). - MakpooOBeKT. - TeKCT : AMeKTPOH-
HBIA. - CBeZieHusI ToCTynHBI Takke Ha CD-ROM.

0) lonoiHuTeIbHAS JIUTEPaTypa:

1.ITonos, A. B. ApxuBoBezaenue. 3apyOexHas poccuka | yueOHMK /s OakanaBpuara u
maructpatypsl / A. B. [TonoB. — M. : U3narensctBo FOpaiit, 2018. — 168 ¢. — (Cepus : baka-
naBp u maructp. Monayne.). — ISBN 978-5-534-06009-6. — Pexxum goctyma : www.biblio-
online.ru/book/1BDF5EDO-18D1-4339-A8C0-DC101B08FAF3.

2. loponuna, JI. A. OpraHuzanus ¥ TEXHOJOTUS JTOKYMEHTALMOHHOTO OOecredyeHus
YIPaBJICHUS | YUCOHUK M MPAKTUKYM UIs akajemudeckoro Oakanaspuarta / JI. A. Jloponuna, B.
C. Uputukosa. — M. : U3narensctBo FOpaiit, 2018. — 233 c. — (Cepus : bakanaBp. Akanemu-
geckuii  kypc). — ISBN 978-5-534-04568-0. — Pexum goctyma : www.biblio-
online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCILD.

3.0Oprasnu3aioHHOe U TIPaBOBOE o0ecrieueHne HHPOPMAITMOHHON 0€30MMacHOCTH | yueo-
HuK 1 npaktukym st CI1O / T. A. TMonsikosa, A. A. Ctpenbios, C. I'. UyOykoBa, B. A. Huecos
; oTB. pen. T. A. TlonskoBa, A. A. CtpensiioB. — M. : U3narensctBo KOpaiit, 2018. — 325 ¢c. —
(Cepus : [Tpodeccuonansnoe oopazosanne). — ISBN 978-5-534-00843-2. — Pexxum nmoctyna :
www.biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897.

4. Makaposa A. K. ApxuBoBenenue [ DiekTponHslii pecypc] / Makapora A. K.;



MI'TY. - Marautoropck : [M3marensctBo MI'TV ], 2015. - 146 c. - bubnuorp.: c. 142-146.

- Pexum JOC-TyIa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true. - Makpooonekrt. - ISBN 978-5-9967-0676-1.

5. oxymenTtsl u3 apxuBa MUJI I'epmanun 1937—1938 rogoB — Mocksa : M3narenscrT-
BO FOpaiit, 2019. — 192 c¢. — (Anrtonorust meicin). — ISBN 978-5-534-09314-8. — Teker :
snekrponnsiii // DBC FOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/427616 (narta
obparnienusi:25.09.2020).

6. CamoxBacos, /[.51. IlenTpanm3anus rocyaapcTBEHHBIX apXWBOB 3araaHoil EBpomnbl B
CBSI3U C apxUBHOI pedopmoii B Poccun : anextponnast penpoaykius / Camoksacos [1.51. : U3na-
tenbekue apxusbl, 1899. — 211 ¢. — URL: https://book.ru/book/913461 (nara oGpamieHus:
25.09.2020). — TeKcT : 3JeKTPOHHBIA.

B) MeToanueckne yKazaHus:
B Ilpunoxxennn 1 n3noxeHbl Bce HEOOXOUMBIE MaTepUAITbI 111 U3YUYEHUs JaHHOTO Kypca

r) Ilporpammuoe o6ecneuenue u UHTepHeT-pecypcehi:
IIporpammuoe obecnevenne:

Haumenosanue 110 Ne noroBopa CpoKk JeiicTBuUS JIUIIEH3UH
MS Windows 7 1-1227 ot 08.10.2018 11.10.2021
J-757-17 ot 27.06.2017 27.07.2018
MS Office 2007 Ne 135 ot 17.09.2007 0eccpouHo
FAR Manager CBOOOAHO pacmpocTpaHsie- | 6eccpoyHO
Moe
7Zip CBOOOJIHO  pacmpocTpansie- | 6eccpoyHO
Moe

HNHuTepHeT-pecypcebl:

1) Hanmonanpaass mHOOPMAIIMOHHO-aHAIMTHYECKAsE cucTeMa — Poccuiickuit
uHAekc HayuyHoro uutupoanust (PUHL) URL:
https://elibrary.ru/project_risc.asp

2) DnexTpoHHass 0Oa3za mepuomnyeckux wu3ganuii East View Information
Services, OO0 «MIBUC» https://dlib.eastview.com/

3) [MouckoBast cucrema Axagemuss Google (Google Scholar) URL:
https://scholar.google.ru/

4) UudopmanmonHas cucrema - EauHoe oKHO A0CTyna K MHOOPMAIMOHHBIM
pecypcam URL: http://window.edu.ru/

5) Poccwuiickas I'ocynapctBeHHas OuomMoTeKa. Karamoru
https://www.rsl.ru/ru/4readers/catalogues/

6) OnextpoHnble  pecypchl  OmbOmmorekn MITY wm. T'.M. Hocosa
http://magtu.ru:8085/marcweb2/Default.asp

7) YHuBepcHuTeTCKast nHpopMarmoHHas cucTemMa POCCHA
https://uisrussia.msu.ru

8) MexxayHapoiHass HaykoMeTpuueckas pedepaTuBHas W TOJHOTEKCTOBAsS
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0a3a naHHBIX HayuyHbIX W3maanuii «Web of science»

http://webofscience.com

9) MexayHapoHas pedepaTUBHAs U MOJHOTEKCTOBAs CIpaBoyHas Oa3a JaH-

HBIX HAYYHBIX I/I3I[aHI/II‘/’I «SCOpUS»

http://scopus.com

10) MexayHapoaHas 0a3a TOJHOTEKCTOBBIX KypHaioB Springer Journals

http://link.springer.com/

11) MexayHapoaHas 60a3a CIpaBOYHBIX M3IAHHI 110 BCEM OTPaciisIM 3HAHHUI
SpringerReference http://www.springer.com/references

9.MaTepuajibHO-TeXHHYeCKOe o0ecneyeHue JUCHUIIMHBI (MOYJIs1)

MaTepI/laJILHO-TEXHI/I‘IeCKOC obecmeueHue JUCHHUIIJIUHBI BKJIIOYAET .

VYyebHble ayaUTOPUU IS
MPOBEJICHUS JUCTAHIIMOHHBIX 3aHS-
THUH JIEKIIUOHHOT'O THUIIA

Cron KOMIIBIOTEPHBIM, CTOJ MHUCHBMEHHBIA, CTYJ
oducHbIN, HOoKyMeHT-kamepa Epson, ncrounuk Oecrepe-
ooitHoro muranus POWERCOMIMD-1500AP , kamepa

BBICOKOTO  Pa3pelICHUs, KOMIIBIOTEp MEPCOHAIbHBIN
(tumi6), mpoekrtop ViewSonicPJD7526W, crukepdon
HactonbHblii  Calisto-620  Plantronics,  BeG-kamepa

LogiteachC920, cuctema aKycTHYecKasi HaCTOJIbHAs, CTe-
peorapautypa (MUKpO(OH ¢ HIYMOIOIABICHHEM), dKpaH-
HacteHHbIHDigis Optimal-C MW DSOC-11032*2

Y4eOHblE ayAUTOpUU IS
MPOBEACHUS TMPAKTUYCCKUX 3aHs-
TUW, TPYNIOBBIX M WHAWBHUAYab-
HBIX  KOHCYJNbTAIMH, TEKYIIEro
KOHTpPOJIE U IPOMEKYTOUHOM aTTe-
CTaIuu

Cron KOMIIBIOTEPHBIM, CTOJ MHUCbMEHHBIA, CTYI
oducHbIN, TOKyMeHT-kKamepa Epson, uctounuk oOecmepe-
6oitnoro mutanus POWERCOMIMD-1500AP , kamepa

BBICOKOTO  pa3peiieHus, KOMIBIOTEP IEePCOHATBHBIN
(tun6), npoektop ViewSonicPJD7526W, cnukephon
HactosnbHbId  Calisto-620  Plantronics, BeG-kamepa

LogiteachC920, cucrema akycTudeckas HaCTOJbHasl, CTe-
peorapHuTypa (MUKPO(OH C IIYMOIO/IAaBJIICHUEM ), dKpaH-
HacteHHbIHDigis Optimal-C MW DSOC-11032*2

[Tomemenuss st camocTosi-
TEJIbHOM paboThl 00yUaroIIUXCs

[lepconanbHble KOMIBIOTEPHl € MakeroM MS
Office, BbIxooM B MIHTEpHET U € JIOCTYNOM B 3JIEKTPOH-
HYI0 HH(GOPMAIIMOHHO-00pa30BaTEIbHYI0 CpPEely YHUBEP-
CUTETA

[Tomemenue st XpaHeHUs U
MPOPUITAKTHIECKOTO  00CTyKHBa-
HUsl y4eOHOro 000pyI0BaHuUs

Cremnaxu a5 XpaHeHUs] y4eOHO-HarJIsIIHbIX 110CO-
Ouit 1 yueOHO-METOINYECKOH IOKyMEHTALINH.
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Ilpunoscenue 1
Meroaunueckue ykazaHusi M0 JUCHUIUIMHE «APXUBBI JOKYMEHTOB I10 JITUHOMY COCTaBY» C
UX MOMOIIBI0 0Oydaroluecs: 6e3 Tpy/ia CIpaBsITCs CO BCEMH KOHTPOJIbHBIMU MEPOIIPUATHIMHU.

PA3JAEJ 1. IIOHATHUE APXMBOB II0O JIMYHOMY COCTABY U HX
HOPMATHUBHAA PETJIAMEHTALIUA

Tema 1. Cocmae 0oKymenmayuu, Xpanumoi 6 apxueax no 1u4HoOMy CoOCmagy

JIOKYMEHTBI 110 JIHYHOMY COCTaBY - Ba)KHAas COCTABJISIFOIIAS HAIIMOHAIBHBIX HH(OpMAITH-
OHHBIX PECYpCcOB cTpaHbl. [IpakTHyeckass BOCTpEOOBAaHHOCTh 3TOTO BHA JOKYMEHTOB peallu3y-
€TCSl IO IBYM OCHOBHBIM HampaBJeHUsIM. BO-TIEpBBIX, B IEJISIX COLMAIBHO-IIPABOBOM 3aIUTHI
rpaXKJAaH MPU UCIOJHEHUH COLIMAJIHLHO-TIPABOBBIX 3allPOCOB O MOATBEPKICHUH TPYIOBOTO CTa-
’Ka, pazMepax 3apabOTHOM IIJIaThl, MPOXOKACHUH CIIYKObI B BOOPY>KEHHBIX CHJIaX, HarpaKIeHUU
rocy/IapCTBEHHBIMU HarpajgamMu M MPUCBOCHUH MOYETHBIX 3BaHUM U T.l1. Bo-BTOpBIX, IpH mpoBe-
JIEHUU HAYYHBIX MCCIEAOBAHUMN B 00JIACTH COIUAIBHOM MCTOPHUH - KYJIBTYPOJIOTHUYECKUX, COIU-
aNbHO-IeMOTrpadUIecKuX, HUCTOPUKO-OMOrpauIecKuX, TeHEalIOTHYECKUX, COIUOIOTUYECKUX,
MOJIUTOJIOTUYECKUX U TIP.

CornacHo ®@3Ne 125 2004 r. «O6 apXxuBHOM Jiene» CT. 3 M.3 «JOKYMEHTHI 10 JTUYHOMY
COCTaBYy» — 3TO apXUBHBIC JOKYMEHTBI, OTpaKAIOIIUe TPYIOBbIE OTHOIIEHUS pabOTHUKA C pabo-
TOJIaTEeJIEM.

K noxymeHTam no JMYHOMY COCTABY, UMEIOIIHM /10JTOBPEMEHHBbIH CPOK XpaHeHMS,
OTHOCSTCS:

1. pacropsiANTENIbHbIE TOKYMEHTHI (TMPUKa3bl, PACTOPSIKEHUS, 3aMUCKH, 3aMEHSI0-
M€ MPUKa3bl MO JUYHOMY COCTaBYy, MOCTAHOBIIEHUS O MPHUEME, YBOJIbHEHUH, MEPEMEILCHUH,
MOOUIPEHNH, IPEMUPOBAHUN PAOOTHUKOB U Jp.).;

2. y4eTHbIC JOKYMEHTBI: CITUCKH JINYHOTO COCTaBa, B TOM YHCJIE CIIUCKH PabOTHU-
KOB, 3aHATBIX HAa IPOU3BOJACTBC C BPCAHBIMU YCIOBUAMU TPpyAa,

3. angaBUTHI IPUKA30B 10 JIUYHOMY COCTABY;

4, KapTO4YKH I10 YUYCTY JHUYHOTO COCTaBa, B TOM HYHCIIC BPECMCHHBLIX pa6OTHI/IKOB
(bopma T-2);

5. JIMYHBIC JI€JIa COTPYAHHUKOB (B TOM YMCJIC JIMYHBIC ACJIa JIML, MPEACTABIICHHBIX K

MPUCBOCHHUIO TOYETHOTO 3BaHMsI, aTTECTAIMOHHBIC JIENa, Jejia KOMaHIHO-HAYalbCTBYIOIIETO U
HOJIMTHYECKOTO COCTaBa, TIEPCOHAJIBHBIC JIeNa);

6. JMIIEBbIE cueTa paOOTHUKOB IO 3apabOTHOM IyiaTe (B TOM 4YHUCIe TaOyNsArpaMMBl,
IPY UX OTCYTCTBHH IOJIJIEKAT OMMMCAHUIO PACUETHBIE BEJOMOCTH IO 3apIliaTe);

7. aKThl O HECUACTHBIX CIIy4yasiX, CBI3aHHBIX C TIPOU3BOJICTBOM;

8. JIOKYMEHTBI 00 aTTecTallly U TapupuKaIum;

9. Tabenu U HapsAAbl pAOOTHUKOB BPEIHBIX MPOpECCHIL;

10. TPYAOBBIE JOTOBOPHI (KOHTPAKTHI), TPYIOBbIE COTJIAIIEHMS], HE BOLIEAIIUE B CO-

CTaB JUYHBIX JI€JI, TPYAOBBIC JOTOBOPHI (KOHTPAKTHI), TPYAOBBIE COTJTAIICHUS, 3aMEHSIOIINE
JIUYHBIC ACNa;

11. IIPOTOKOJIbI 3aCE€AAHUA KOMHMCCHUH 1O YCTAaHOBJIEHUIO TPYAOBOIO CTa)ka JUIsl BbI-
IUIaThl HaJI0ABKHU 32 BBICIIYTY JIET;
12. JOKYMEHTHI (TIpe/ICTaBlIeHUs, XOAaTalCTBa, XapaKTEPUCTHKH, aBTOOMOrpaduu,

BBIMUCKU U3 PEHICHU, TTOCTAaHOBJIEHUN U Jp.) O NPEACTaBICHUHU PAOOTHUKOB OpraHU3alluU K
HarpaKJ€HUIO I'OCYJapCTBEHHBIMU U BEJOMCTBEHHBIMU HarpajgaMu, IPUCBOCHUIO 3BaHUH, MPU-
CYXKJICHHUIO TIPEMUI;

13. CHHCKH PaOOTHUKOB, YXOJSIIMX HA JBIOTHYIO MIEHCHIO;

14, MITaTHBIC PACCTAHOBKU;

15. KHUTH (KapTOYKH) ydeTa Impuema, rnepemMenieHus (epeBoia), yBoJIbHEHHUs paboT-
HUKOB.

16. HEBOCTPEOOBaHHBIC JINYHBIC TOKYMEHTHI paOOTHHUKOB (TPYJOBbIEe KHMXKKH, BOCH-

HbIe OUJIETHI, CBUIETEIILCTBA O POXKIACHUHU, 00 00pa30BaHMHM, TUTIIIOMBI, aTTECTATHI U JIP. ).
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Cpok XpaHeHUs YKa3aHHBIX JJOKYMEHTOB B cOOTBETCTBUU ¢ [lepeunem — 75 ner.
Kpome Toro, K JUIC TaKKe OTHOCHT:

1. B IIPEJICTABUTENIbHBIX OPraHax BJIACTU U MECTHOI'O CaMOYIIPaBJIEHUS: IEPCOHAIb-
HbIE KAPTOUKH yuyeTa JICIyTaToB;

2. B CEJIbCKUX aIMUHUCTPALUAX: JOMOBBIE KHUTH JJISl IPOIIUCKU TPaXJaH;

3. Ha MPEANPHUITUAX CETBCKOT0 X03HCTBA: KHUTU y4eTa Tpy/Aa U PacyeToB ¢ paboT-
HUKaMU;

4. B HETOCYJApCTBEHHBIX OPraHU3alUsAX, HA MPEIIPUSATHAX, HE SBISIIOLUIUXCS HC-

TOYHHKAMH KOMIUIEKTOBAHHUSA: MIPOTOKOJIBI 001X COOpaHUil yupexIeHUH, aKIIHOHEPOB, paboT-
HUKOB, pEIIaBIINX KaJpPOBbIC BOMPOCHI;

S. B KOMUTETAX, OTJeNIaX aJMUHHCTPALUi ropoJOB, paliloHOB IO 00pa30BaHMIO: J0-
KYMEHTHI 110 IATPOHUPOBAHUIO U OIIEKE;
6. B IIEHTpAx 3aHATOCTHU HACEJIEHHUS U MUIPALMOHHBIX CIyXO0ax: JUUYHBIE Aena 0e3-

pa6OTHI)IX, KapTO4YKH YUCTa U O6CJI€I{OB3,HI/I$I 6€>1<eHueB 1 BBIHYKJCHHBIX IICPECCIICHLICB.

Takum 00pa3oM, apXMB IO JHYHOMY COCTABY — CaMOCTOSITENILHOE YUPEXKAECHUE HIIU
CTPYKTYPHOE TOApa3JeiCHHE YUPESKICHUS, OCYIIECTBIIIONICE KOMIUIEKTOBAHHE, XpaHEHHE,
y4€T U UCTOJIb30BaHUE JOKYMEHTOB 110 JINYHOMY COCTaBY.

[Ipn nukBUAAMKM HETOCYAAPCTBEHHBIX OpPraHU3allvid, B TOM YHUCIIE€ B pe3yjibTare OaHK-
pPOTCTBa, 00pa30BaBIIMECS B MPOLECCe UX JIEATEIbHOCTH M BKJIIOUEHHBIE B COCTaB APXUBHOIO
¢onna PO 10oKyMEHTHI 11O JINYHOMY COCTaBY, a TaK)K€ apXUBHbIE JOKYMEHThI, CPOKH BPEMEHHO-
IO XpaHEHUs] KOTOPBIX HE UCTEKIIH, epeAatoTcsl JTMKBUIALIMOHHON KOMUCCHEH (JIMKBUJIATOPOM)
HJIM KOHKYPCHBIM YIIPABJIAIOMIUM B YHHOPAAOYCHHOM COCTOSAHUHW Ha XPAHCHHUEC B COOTBCTCTBYIO-
IIUHA TOCYapCTBEHHBIN MM MYHUIUNAIbHBIA apXUB Ha OCHOBAaHUU JIOTOBOpPA MEXy JMKBHU1A-
[IMOHHON KOMHCCHEW (JIMKBUAATOPOM) WJIM KOHKYPCHBIM YIPABISIOIIUM U T'OCYIapCTBEHHBIM
WJIA MYHUIUIIAJIBHBIM apXHUBOM.

[Ipu 3TOM NUKBUAALIMOHHAS KOMHCCHS (JIMKBUJIATOP) WM KOHKYPCHBIN YIPaBIISIOMIUN
OPraHU3YyIOT YIOPSI0UEHHE apXUBHBIX JOKYMEHTOB JINKBUIUPYEMOM OpraHu3aliy, B TOM Yuciie
OpraHu3aluy, JUKBUIUpyeMoi B pe3ynbraTe OankpoTcTBa (4. 10 cT. 23 3akoHa 06 apxuBe).

OpranuzanusM (He3aBUCUMO OT (GOpM COOCTBEHHOCTH) PEKOMEH/yeTCsl BKIIIOUaTh B CBOU
YCTaBbI (HOHO)KGHI/IS[) CIICIHUAJIBHBIC ITYHKTHI. B mnx JOJIDKHBI OLITH IMPOIKUCAaHbl BCE BOIIPOCHI,
Kacarollyecs: yueTa U COXpPaHHOCTH JOKYMEHTOB IO JUYHOMY COCTaBy M CBOEBPEMEHHOM mepe-
JIauu VX Ha XpaHEHHE B CIIydae JIMKBUAAIUHN FOPUINIECKOTO JINIIA.

Ecnu pa3z6upatb 0cOOEHHOCTH apXUBOB IO JIUYHOMY COCTaBY NMPEANPHUITUH, TO CIEAYeT
YKa3aTb, 4YTO J€JIa IOCTOAHHOTO W AOJTOBPEMECHHOTO XPAaHCHUS, BKIIOYasd HJOKYMCHTHI IO JINY-
HOMY COCTaBY, MEpEeIalOTCs B apXUB OpraHU3allMK HE M03/IHee YeM depe3 TP rojia mocie ux 3a-
BepILIeHUsI B Jes0onpou3BojcTBe. [lena mepenaBaiite mo rpaduky, yCTaHOBICHHOMY apXHBOM.
OH nomkeH OBITh COTJIACOBAH C PYKOBOJIUTENSIMU CTPYKTYPHBIX HOJpa3JeIeHUH U yTBEPKACH
pykoBomuTeneM opranm3anuu. CraToyHble ONHMCH AEN JUISl UX NepeAaddl B apXUB COCTABISET
CTPYKTYpPHOE IoJIpa3/ieieHne (KaapoBas ciayx0a) B TpeX dK3eMILIApax.

ApXUBBI MO JIUYHOMY COCTaBYy, B TOM YHCII€ MOTYT MpPEJICTaBIsATh COOON apXuB JJIEK-
TPOHHBIX JOKYMEHTOB. sl 3ppeKTHBHOrO rnoucka HHGOPMALUU NMPUEMIIEMBIM PEIIEHUEM BbI-
cTymnaet onudpoBKa, CKAHUPOBAHUE OYMaKHBIX OPUTUHAJIOB JTUYHBIX 1ei. [IprKka3oB mo JudHO-
My COCTaBY U T.J. B cBolO ouepens, mepenaya B apXuB DJIEKTPOHHBIX KaJIPOBBIX JTOKYMEHTOB
uMeeT psi ocobeHHocTell. Ecnm cTpykTypHOE mojpasaeneHue nepeaacT Ha XpaHeHne B apXuB
OpraHu3alluK JIEKTPOHHBIE TOKYMEHTHI, TO MPOLeaypa Mepelaud COCTOUT U3 CIeIyIOIUX ATa-
TIOB:

IPOBEPKH (PU3UYECKOTO COCTOSHUS HOCUTENEH AIIEKTPOHHBIX JOKYMEHTOB;
3aIlMCH JIEKTPOHHBIX JOKYMEHTOB Ha MAIlMHHBIE HOCUTEIH;

IPOBEPKU KayecTBa 3aIHCH;

MIPOCTABJICHHS ApXUBHBIX MKU(PPOB HA eqUHUIIAX XpaHEeHUs (Ha QyTIIsIpax);
OMUCaHUs SJICKTPOHHLIX TOKYMCHTOB U INOATOTOBKHU KOMIIJICKTA COIIPOBOAUTCIIb-
HOM nHpOpMAaIUH (B T. 4. COCTABJICHUS OIHCH).

ko E
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CoTpynHUK apXuBa MPUHUMAET KaXJ0€ JAEN0 B MPUCYTCTBUM COTPYJHUKA KaJIpOBOU
CITY’KOBI.

[Ipumepom crienUagIn3upOBAaHHOIO YUPEXKACHUS — apXHUBa IO JINYHOMY COCTAaBY MOXKET
MOCITYKUTh ACATEIBHOCTh ApxuBa kaapoBoil nokymentanuu CAO (MockBa). TOT apxuB Kaj-
POBOI1 IOKyMEHTAIIMX OCYIIECTBIISIET XPaHEHHE OTHOCSIINXCS K €ro PO TOKYyMEHTOB Ap-
XUBHOTO (oHJIa MOCKBBI B COOTBETCTBUHU CO CPOKaMH, YCTAHOBIIEHHBIMH JIEHCTBYIOIIUM 3aKO-
HOJZIaTeNbCTBOM. B cocTaB JOKYMEHTOB apXuBa KaJpOBOW JOKYMEHTALIMU BXOJAT: TOKYMEHTBI
[0 JINYHOMY COCTaBY M JOKYMEHTHI [0 OCHOBHOMH J€ATEIbHOCTH BPEMEHHOI'O CPOKa XpaHEHUS
JUKBUAUPOBAHHBIX OPTraHU3AIMM B Cllydae OTCYTCTBUSA Y HUX MPABOIPEEMHHKA U BBIIIECTOSIIIE-
ro MO MOJYUHEHHOCTH OpraHa pa3jindHbIX (GOpM COOCTBEHHOCTH, 3aPETUCTPUPOBAHHBIX B HAJIO-
FOBOM OpraHe Ha TEPPUTOPUHU ATIMUHUCTPATUBHOTO OKpyra W HE SIBJISABIIMXCS HMCTOUYHHUKAMU
KOMIUIEKTOBaHUS (helepaabHbIX, LEHTPAIbHBIX TOPOACKUX, BEJOMCTBEHHBIX U OObEIMHEHHBIX
BEJIOMCTBEHHBIX apXMBOB; KOMUHU apXHUBHBIX JOKYMEHTOB Ha MpaBax MOJIMHHUKOB, CTPAXOBOM
dboHI KOMMT AOKYMEHTOB MO MpOoduio apxuBa, GOHJ MOJIb30BaHUS. APXUB XPAaHUT YUETHBIC
JIOKYMEHTBI U apXHBHbIE CIIPABOYHUKHU (OMHKCH, KAPTOTEKHU, yKa3aTeJU, IyTEeBOIUTENN, 0030PbI
dboHIIOB U 1p.), IEUaTHBIE U JIPYTUE MaTepuaibl, JOMOJHAIOIMINE colepkaHue (POHIOB apXuBa.
ApPXHB MOXET OCYLLECTBIIATH JAETO3UTAPHOE XPaHEHUE TOKYMEHTOB ApXUBHOIO (poHa MOCKBBI
B MOPAJKE U Ha YCJIOBHUAX, OMpeAesieMbIX J10roBopoM [ naBapxuBa MOCKBBI ¢ COOCTBEHHUKOM
JIOKYMEHTOB.

Tax >xe ocymecTBisieT cBoro paboty ['ocynapcrBennoe Kazennoe Yupexxaenune Kpacuo-
JApCKOro Kpasi «ApXHUB JOKYMEHTOB I10 JINYHOMY cocTaBy KpacHomapckoro kpasi». ApxuB J0-
KYMEHTOB TI0 JINYHOMY COCTaBY OBbLI CO3/IaH pelIeHHeM TlaBbl aAMUHHUCTpanuu KpacHogapceko-
ro kpasg Ne 27 ot 03.02.1993 rogna, ¢ 1eIbpi0 3alIUTHI MPAaB U 3aKOHHBIX WHTEPECOB TPakIaH,
MPEeIOTBPALICHHS yTPaThl TOKYMEHTOB 10 JUYHOMY COCTaBY JIMKBUIUPOBAHHBIX YUPEKIICHUH,
OpraHu3alui 1 NPEeaIPUATUN KPA€BOTO YPOBHS.

OcCHOBHBIE 33J]a4H APXUBA:

1. o0ecrnieueHrne COXpaHHOCTH U FOCY/IapCTBEHHBIN yUeT TOKYMEHTOB I10 JINYHOMY
COCTaBy;
2. KOMILUIEKTOBAHHUE apXUBa JOKYMEHTaMU 110 JINYHOMY COCTaBY JINKBUINPOBAHHBIX

opraHu3zaiuil npeanpusaTHii GpenepanbHoO, KpaeBoil, cMeIaHHON U JpyruX (JopM COOCTBEHHO-
CTH HE UMEIOIINX IPABOIPEEMHHKOB;

3. MCIIOJIHEHUE COLIMAJIBHO-TIPABOBBIX 3alPOCOB OPTaHM3aLMM U IpaXk/iaH;
4. pecTaBpals apXUBHbBIX JOKYMEHTOB Ha OyMa)KHOU OCHOBE;
S. MHUKPO(GUIBMUPOBAaHHUE JJOKYMEHTOB C II€JIbI0 CO3/1aHMs (POH/1a TOIb30BAHUS U

CTpaxoBoro (oHAa TOKyMEHTOB.

Tema 2. Hopmamuenas 6a3za pyHKUUOHUPOBAHUA APXUEOE NO TUYHOMY COCABY

OCHOBHBIM HOPMAaTHBHEIM aKTOM B 3TO cdepe sBisercs DegepanbHbIil 3aK0H OT 22 OK-
1a0pst 2004 roma Nel25-D3 «O06 apxuBHOM nene B Poccmiickoit @enepamumny. lanubit Oeme-
palIbHBIN 3aKOH PETyIHUpYyeT OTHOLIEHUS B cepe opraHU3aluu XpaHEHHUS, KOMIUIEKTOBAaHUS,
yueTa U MCIOIb30BaHUs JOKYMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepaunu u Apyrux ap-
XUBHBIX JOKYMEHTOB, HE3aBUCUMO OT MX (OPM COOCTBEHHOCTH, a TaKKe€ OTHOIICHHUS B cdepe
YIpaBJICHUS apXUBHBIM JiejioM B Poccuiickoit denepanuu B WHTEpecax TpakaaH, 00mIecTBa u
rocy/apcTBa.

Crarps 17 ®enepanpHoro 3akoHa OT 22 okTsA0ps 2004 roma Nel25-d3 «O6 apxuBHOM
nene B Poccuiickoit ®@enepanumy ycTaHaBIMBaeT OOIIYIO OOS3aHHOCTH MO OOECIEYEHHUI0 CO-
XPaHHOCTH JIOKYMEHTOB, B TOM YHUCJIE€ IOKYMEHTOB I10 JUYHOMY COCTaBY, JUIs JIFOOOTO CyOBeKTa
XO3UCTBEHHOM JESITENIbHOCTU: TOCYJAapPCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CamoOyIpaBJe-
HUSl, OpraHu3alui U IpaxaaH, 3aHUMAIOIINecs MPeaPUHUMATEIbCKON AesITeNbHOCThIO 0e3 00-
pa3oBaHUS IOPUIMYECKOTO JIUIA, B TEUEHUE CPOKOB UX XPAHEHHS, YCTAHOBJICHHBIX (eaepaib-
HBIMU 3aKOHaMH, THBIMM HOPMAaTHBHBIMU NPAaBOBbIMU akTamu Poccuiickoii denepaiuy, a Takxke
MEePEUYHSIMU JTOKYMEHTOB.
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B cootBercTBUM co cTatheit 3 PenepanbHOro 3akoHa ot 22 okTsa6ps 2004 roga Nel25-
®3 «O6 apxuHOM Jnene B Poccuiickort Deaepanumy:

«ApxuBHbid ¢pona Poccuiickoit dexepanny - HCTOPUUECKU CIIOKUBIIASACSA M ITOCTOSTHHO
HOTIOJIHSIOIAACSA COBOKYITHOCTh apXMBHBIX JOKYMEHTOB, OTPa)KalOUIMX MAaTEPUAIBHYIO U Y-
XOBHYIO JKM3Hb OOILECTBA, UMEIOIIUX HCTOPUYECKOE, HAYYHOE, COLUAIbHOE, IKOHOMUYECKOE,
IIOJIMTUYECKOE M KYyJIbTYPHOE 3HAYEHHUE, SBIIOIUXCS HEOTHEMIIEMOM 4YacTbl0 HMCTOPHKO-
KYJIBTYPHOTO Hacieausi HapoJoB Poccuiickoit denepanuu, OTHOCSIIUXCS K WHHOPMAITMOHHBIM
pecypcaM U MOAJIEKAIUX TIOCTOSHHOMY XPaHEHUIO».

Ilon apXHBHBIM TOKYMEHTOM IOHMMAETC:

«MaTepUaJIbHBIA HOCUTENb C 3aMKCUPOBAHHOW Ha HEM MH(OpMaluei, KOTOpbIi uMeeT
PEKBU3UTHI, TIO3BOJISIONINE €0 UACHTU(DUIIMPOBATH, U MOAJICKUT XPAHEHUIO B CHITy 3HAYUMOCTH
yKa3aHHbIX HOCUTEJI U MH(OPMAIUK I TpakJaH, O0IIeCTBa U TOCYAapCTBay.

B cBoro ouepens, moa mokymerntom ApxuBHoro (ouma Poccuiickoit denepanuu MoHU-
MaeTcst:

«@pXMUBHBIN JTOKYMEHT, IPOIIECIIINMA SKCIIEPTU3Y LIEHHOCTU IOKYMEHTOB, IOCTaBICHHBII
Ha IOCYJapCTBEHHBIN y4eT U NOJIEKALINI IOCTOSHHOMY XPaHEHUIO».

[lopsiok opraHu3anuu XpaHeHus: TOKyMEHTOB 3aBUCUT OT CTaTyca KOMMEPUYECKOM opra-
HU3alMU. Ba)KHBIM OTJIIMUMTENBHBIM MPU3HAKOM SIBJISIETCS BKJIIOYEHHUE KOHKPETHOH OpraHu3sa-
LMY B CIIMCKU UCTOYHHUKOB KOMILJIEKTOBAHUS IOCYJapCTBEHHBIX U MYHUIIMIIAJIbHBIX apXUBOB ap-
XUBHBIMU JIOKyMeHTaMmu (4acThb 2 cratbu 20 denepanbHoro 3akoHa ot 22 oktsa6ps 2004 roga
Nel125-03 «O6 apxuBHOM Jniene B Poccuiickoit @enepanumy). BrirrodeHne KOMMepYeCcKuX opra-
HU3aLUN B YKa3aHHBIE CIIMCKU OCYILECTBISETCS HA OCHOBAaHUH JOIOBOPA C COOTBETCTBYIOIIUM
rOCy/IapCTBEHHBIM MJIM MYHULMIAIbHBIM apXuBOM. B opranmsanusax (MCTOYHHKAaX KOMILIEKTO-
BaHU) [0 UCTEYCHUH CPOKOB XPaHEHHsI IIPOBOJUTCS COBMECTHO C YIOJIHOMOYEHHBIM OPraHOM
rocy/1apcTBEHHOU BiacTH cyobekTa Poccuiickoit denepannu B obiactu apxuBHOro nena, ['oc-
apXUBOM DKCIIEPTH3a LIECHHOCTH Psila JOKYMEHTOB Ha IPEIMET BKIIOUEHHUS B COCTaB APXHUBHOTO
¢donna Poccuiickoii @enepanuu.

ITocne mpu3HaHUS apXUBHBIX JOKYMEHTOB KOMMEpPYECKHMX OpraHu3aluil (MCTOYHUKOB
KOMIUIEKTOBAaHUS) JOKyMeHTaMu ApxuBHoro ¢onna Poccuiickoit denepaniuy uX yHUUTOKEHUE
HE JIONYCKAEeTCsl, @ UX XPAHEHHE MOXET OCYIIECTBIATHCS KOMMEPUYECKON OpraHM3aleil camo-
CTOATEIBHO JINOO OHM MOTYT OBITH MEpefaHbl 110 JOTOBOPY Ha XpaHEHUE B TOCYJAapCTBEHHBIN
WIM MyHHUIMIIANBHBIM apXxuB, OuOIMOTEKy, My3€eH, a Takke B opranuzanuto Poccuiickoil akaze-
Muu Hayk (dacth 3 ctathi 21 ®enepanbHoro 3akoHa ot 22 oktsa0ps 2004 roga Nel25-03 «O0
apxuBHOM Jiesie B Poccuiickoit denepanuny).

Te apxuBHBIE JOKYMEHTBI, KOTOpbIE HE OBLIM BKJIKOYEHBI B COCTAB JOKYMEHTOB ApPXUB-
Horo (onna Poccuiickoit denepannu, a Takke JOKYMEHTBI, XpaHSIIUECs y OpraHu3aluii, He sB-
JSIOUINXCA UCTOYHUKAMU KOMIUJIEKTOBAHMsI, IO UCTEUEHUH CPOKA UX XPaHEHUS, YCTAHOBJIEHHO-
ro B HOPMATUBHBIX MPABOBBIX aKTaX, MOJJIEKAT SKCIEPTH3E U MOTYT ObITh YHUUYTOXKEHBI Opra-
HU3anuen 100 MOCTOSIHHO XPAHATCS B apXUBE OPraHU3allH B COOTBETCTBUHU C €€ BHYTPEHHUMU
IIPaBUJIAMHU.

[To Bompocam, cBSI3aHHBIM C MOPAIKOM OpPraHU3alUK KOMIUIEKTOBAHUS apXUBHBIX JTOKY-
MEHTOB, 00€CHeUeHUs] UX COXPAHHOCTH, MOPSIKOM MPOBEAEHUS SKCIEPTU3Bl IIEHHOCTH JIOKY-
MEHTOB U Tepeaayd JoKyMeHToB ApxuBHoro ¢onna Poccuiickoit denepanuu Ha MOCTOSHHOE
XpaHEeHHe, TOPSIIKOM OpraHu3alu paboThl apXHBa, KOMMEPUYECKHE OpraHU3allMd MOTYT PYKO-
BojicTBOBaThCs «lIpaBmiiamu opraHu3zani XpaHeHUs, KOMIUIEKTOBaHUS, y4y€Ta U UCIOJIb30Ba-
HUS JIOKYMEHTOB apXUBHOTO (DOH/Ia POCCUICKOI (eniepaliul ¥ Ipyrux apXUBHBIX JOKYMEHTOB B
FOCYJAapCTBEHHBIX OpraHax, oOpraHaXx MECTHOIO CaMOYIPABJICHUS M OpPraHU3alusIxX» OT
07.09.2015 1.

XpaHeHHe KaJpOBbIX JOKYMEHTOB HECKOJIBKO BBIJIENIAETCS M3 OOIIMX MPaBUJ XPaHEHUS
yIpaBJIEHYECKUX JOKYMEHTOB. [I0CKOIBKY KaApOBbIEe JOKYMEHTHI 00JIaal0T BHICOKON COLMATb-
HOW 3HAUYUMOCTBIO (OCOOEHHO JOKYMEHTBI, COJEp Kallie NepCOHANbHbBIE JaHHbIE), TaK KaK CIy-
’KaT JOKYMEHTAJbHBIM TOATBEP)KICHHEM IIpaB pabOTHHKA Ha COLMAIBbHOE obecneueHue,
HarpumMmep, 1o CTapOCTH U MHBAJIMIHOCTH, a TAKXKE MOATBEPXKICHUEM TPYJOBOTO CTaxa paboT-
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HuKa. [103TOMy OONBIIMHCTBO M3 HUX MMEIOT JTUTEIBHBIA WM MOCTOSHHBIA CPOK XpaHEHHS U
UCTIONIB3YIOTCS B CIIPABOYHBIX LEJAX MTPHU OOPAICHUN TPAXK/IAH B QPXUBHBIC YUPEKICHHS.

[TomuMoO 3TOTO, KaAPOBBIE JOKYMEHTHI 00JIa1at0T ele U Onorpaduueckoit, apxeorpadu-
YEeCKOW LEHHOCTBIO, SIBISIFOTCS MCTOYHMKOM JUIS CTaTHCTUYECKHX OOOOLICHWII M HCTOPUKO-
COLMAJIbHBIX MCCIIEIOBAHUM.

Oco0OeHHOCTH XpaHEHUs! KaJApOBOW JTOKYMEHTAllMM B OPraHM3allH OOYCIIOBJIEHBI 3aja-
YaMU OTPaHUYCHHUS HECAHKLIMOHUPOBAHHOTO JOCTYMA K JOKYMEHTaM, COACPIKALINM IEePCOHAIb-
HbIC IaHHBIE PAOOTHUKOB, U A3()(PEKTUBHOTO MOKCKA HYKHON MH(MOPMAITUH.

B cucteme xpaHeHHs KaJlpOBBIX JOKYMEHTOB MO’KHO BBIZICTUTH /1B BUJA, CTAIUU XpaHe-
HUSL: TEKyIIee U mocieayonee. XpaHeHHe W HCIOIb30BaHUEe JOKYMEHTOB C MOMEHTA MX CO3/1a-
HUS | JI0 TIepejayuu jieja, B KOTOPOM OHHU CTPYIIIMPOBAHBI, B ApXUB HAa3bIBAIOT TEKYIIMM (orepa-
TUBHBIM). Tekylee XxpaHeHUe el OCYLIECTBIISETCS 0 MecTy uxX (opmupoBanus. Tekymee xpa-
HEHHE TaKKe JACTUTHCS Ha JBa MOJIBUIA:

. XpaHeHHe JOKYMEHTOB B IIPOIIECCE UX MCIIOTHEHUS;

. XpaHEHHE UCTIOTHEHHBIX JOKYMEHTOB.

JIOKyMEHTBI BO BpeMsI UX MCIIOJTHEHHS HaXOIATCS Y UCIOJHUTENS, KOTOPBI XpaHUT UX B
CHeNHaNbHbIX Mankax. Ha maHHpIX mankax comepxurcs ¢ Haanuch «Ha noxmuce», «CpouHo» u
Ipyroe, a Takxke (GaMuIHs, HHULHAJIBI, TeIePOH UCTIOIHUTEIS.

VcnionHeHHbIe TOKYMEHTHI I0JDKHBI TTOIIINBATHCS U XPAHUTHCS B JIENIaX B COOTBETCTBUHU
¢ HOMeHKIarypod aen. Cpa3dy OTMETHM, YTO TEKYyIIee XpaHEHHE JOKYMEHTOB IIPEIIOIaraeT
nporenypy ux GopMUpOBaHHUS B Jieja B COOTBETCTBUH C YTBEP)KICHHON HOMEHKIIATYPOA.

Tekymee xpaHeHHe TOKYMEHTOB O3HAa4aeT MX XpaHEHHE B MOIJIMHHUKaX. [loaTomy B
KaJpOBBIX CIIy)KOax OpraHU3alMid BCe MPUKA3bl XpaHATCS B MOMIMHHUKAX. Komuu mpuka3oB 1o
JUYHOMY COCTaBy: NpPHEMY Ha padoTy, MOOLIPEHHSM, B3BICKAHUSAM, YBOJIBHEHUH U TaK Jayiee
JIOTIOJTHUTEIHFHO TIOMEIIAIOTCS IS XpaHeHUS B JIMYHBIE Jiefla pAOOTHUKOB (€CTIH OHH BEIYTCS).

[Topsimok opraHu3any TEKYIEro XpaHeHHs! IMUHBIX JIEJT CIIEAYIOIHMMA:

1. JIMYHBIE JIea B OyMakKHOM BHJIE XPaHSTCS B MAKaX, KOTOPbIE HyMEPYIOT 110
CTpaHUIaM U MPOIINBAIOT;

2. 00JIOKKH JIMYHBIX JIENT TAK)Ke HyMEPYIOT, UM IPUCBAMBAIOT MOPSAKOBEIH HOMEP
Jienia, COOTBETCTBYIOIINI 00IeMy KOJIMYECTBY JET;

3. TEKYIIEMY XPaHEHHUIO B OTAEIIE Ka[pOB OPTaHU3AIMH MTOJIekKAT JTHIHBIE J1eTIa
TOJIbKO Ha pabOTaroIUX COTPYAHUKOB. [lociie yBOIbHEHHS COTPYAHHMKA €r0 JINYHOE JIEN0 U3-
BJICKAETCS M3 TMANKH U 0(OPMIIIETCS JUTSI TIepejadun Ha apXUBHOE XPaHEHHE.

4. JIMYHBIE JIea YBOJEHHBIX COTPYIHUKOB XPAHATCS B apXUBE B aJ(aBUTHOM I10-
pszKe.

Tekymiee xpaHeHue KaJpOBBIX TOKYMEHTOB, KapTOTEK, KHUI y4eTa U APYTUe OCYIIECTB-
JsieTcs, KaKk MPaBHUJIO, B TTOMEIICHUSIX KaJIPOBBIX CITY’KO OpraHHW3allHii, KOTOPbIE TOJHKHBI OBITh
000pyI0BaHBI CIIEUATBHBIMU IIKadaMH WM ceiipaMu, 3auparonMMHICs U ONle4aThIBAIOLITIM -
csi. Kormuu HOMEHKIIATypHI J1e)1, pa3MelleHHbIe Ha MKadax, a Ha KOpeIKax 00JI0XKeK JIelT - HoMe-
pa Jies1 B COOTBETCTBHM C HOMEHKJIATYpO# 00JieryaT MmoucK JOKYMEHTOB.

TpynoBble KHMKKH PaOOTHUKOB XPaHATCS B celie PyKOBOTUTENS OTIeNa KaapoB, TaM
K€ XPaHATCS MeyaTH, IITaMIbl, OJTaHKH JOKYMEHTOB, KJIIOUM OT IKadoB (ceidoB) s XxpaHe-
HUS TOKyMEHTOB.

PaboTHHKaM KaapoBOH CIIy>XKObl HE PEKOMEHIYeTCsl MpPU JII0OOH MPOJOIKUTEIEHOCTH
BBIXOJIa U3 TIOMEIICHHUS OCTABJIATh KaKHe-THOO TOKYMEHTHI WU CITy)KEOHBIE 3aIicy Ha padodyeM
CTOJIE, a TaKkXKe paboTarouuii koMneioTep. B KoHIle pabodero qHs paOOTHUKM KaJpOBON CITY>KObI
JOJDKHBI TIOMECTHTh BCE MAaCCHBBI JOKYMEHTOB, HaXOMSIIMXCS B MPOIECCE WX WCIOJTHEHUS, B
METaJUIMYeCKUi 1mKad, 3aKpbITh €ro U onedatarb. Kimoun oT mkadoB cIaloTcsi pyKOBOIUTEIIO
OTZeNa KaJApOB MO POCIIHCH B COOTBETCTBYIOIIEM KypHAJIE.

YepHOBUKHU U PEJAKIMH JOKYMEHTOB, HCIIOPYCHHBIE OJIaHKU B KOHIIE paboyvero AHsS yHH-
YTOXKAIOTCS, JUISL TOr0 MOXKET MMPUMEHSTHCS CIeHaibHas OymaropesanpHast MamyHa. KoMibio-
TEpbI B KOHIIE pabouero JHs OJOKUPYIOTCS M OTKJIIOYAIOTCS OT CETH.
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Kpome Toro, TexHojorusi XpaHeHUs M ydeTa KaJpOBOM JOKYMEHTALIMHU MpPEAIoJiaraeT
0053aTeNbHYI0 POCIUCH PAOOTHUKOB, MOATBEPXKIAIOUIYIO MOTYYSHHE Ha PYKH KOMH U BHITUCOK
U3 HHX.

OcHoBaHMEM MOCIIEAYIONIEro (ApXUBHOT0) XPaHEHUs JOKYMEHTOB SIBJISIETCS SKCIIEPTH3a
UX IIEHHOCTH, U JaJiee clieAyeT: opopmileHHE JIel, COCTABICHUH OMKCEH, COCTABICHHE aKTOB O
BBIJICJICHUH K YHUUTOKEHUIO JOKYMEHTOB U C/1aya JeJl B ApXUB OpraHu3aliu.

JIJ1s1 CBOEBPEMEHHOTO IIpHUEMa apXUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX MOJpa3eieHui
WIH IPYTUX UCTOYHUKOB KOMILJICKTOBAHUs, OOECIIEUEeHUSI UX Y4eTa, COXPAaHHOCTH, YIMOPSAI0Ye-
HUS UX KCIIOJIB30BAaHUS U MOJTOTOBKH K Mepeaye JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHHE B Op-
TraHU3alMAaX CO3/1aeTCs apXUB.

B apxuBHBII (hOHA OpraHU3aIMK TOMAJACT JIUIIL YaCTh JOKYMEHTOB, OH HE BKJIIOYAET B
ce0st JOKYMEHTBI C KpaTKUM CPOKOM XpaHeHHs (10 10 jer BKIIOYUTENbHO). APXUBHBIA (OHT
OpraHU3aIMy COCTOUT U3 IOKYMEHTOB JI0JTOBPEMEHHOI0 XpaHeHus (cBbie 10 j1eT) u mocTosH-
HOTO XPaHEHMs, BKJIIOYAasi JOKYMEHTHI 110 JIMYHOMY COCTaBY, KOTOPbIE UMEIOT 3KOHOMHYECKOE,
COIMAIbHOE, TIOJIMTUYECKOE, KYJIbTYpHOE, HCTOPUYECKOe U MHOE 3HaueHue. [lepenayda nen B ap-
XUB OCYIIECTBIISIETCS MO IpaduKy, YyTBEPKACHHOMY PYKOBOJUTEIEM OpraHU3aluu UIu paboTo-
nateneM. JJoKyMEeHTBI IOJDKHBI TPUHUMATHCS Ha XPaHEHUE MPEUMYIIECTBEHHO B BUJIE MOJIMH-
HUKOB, TOJIbKO IPHU UX OTCYTCTBUU MIPUHUMAIOTCS 3aBEPEHHBIE KOITUU.

B cooTBercTBUM ¢ «lIpaBuinamu opraHu3anuyd XpaHEHHs, KOMIUICKTOBAHUS, y4€Ta U UC-
MOJIb30BaHUs JOKYMEHTOB apXHBHOIO (DOHAA POCCUUCKON deaepalii U IPyTUX apXUBHBIX J0-
KYMEHTOB B TOCYJapCTBEHHBIX OpraHax, opraHax MECTHOTO CaMOYIIPABIICHUS U OPTaHU3ALMIX)
ot 07.09.2015 r., opranuzanus A0KHA 00ECIIEUYUTh apXUB CHENHAIBLHO 000PYI0OBAaHHBIM TTOMeE-
nieHreM U kajgpamu. OHAKO B HEOOJIBIINX KOMMEPYECKUX OPraHM3AIMIX, KaK MPABUIIO0, ApXHB
B BUJIE CIIELUATBHOTO MOJpa3AeNeHusi OTCyTcTBYeT. OOs13aHHOCTH apXUBapHUyca MpU 3TOM COB-
MEIIaeT CEKpeTaph WM UHOE JIMI0, HA3HAYEHHOE PYKOBOIUTEIIEM.

[Ipun 5TOoM HEOOXOAMMO MOMHHUTBH, YTO JOKYMEHTHI JOJDKHBI XPAHUTHCS B YCIOBUSX,
o0ecneunBarOIMX MX 3alUTY OT MOBPEXIECHUHN, BPEIHBIX BO3JAEHCTBUN OKpYKaloleH cpeabl U
MCKIIIOYAIOIINX YTPATy JOKYyMEHTOB. Kak mpaBuiio, uist 3TOro B NOMEIIEHUH apX1UBa YCTaHABIIH-
BalOT METaJUIMYecKue IKagbl, celdsl, mKadbl-cTeIaXu U ToMy nogoOHoe. He nomyckaercs
pa3MelieHne JOKyMEHTOB Ha MOIy, MOJOKOHHUKAX, B HE pa3oOpaHHbIX kumax. M3baTue JoKy-
MEHTOB U3 JIeJIa C TIOCTOSTHHBIM CPOKOM XPaHEHUS JIOMYCKAETCS B UCKIIOYUTEIBHBIX CIydasX U
MPOU3BOJUTCS Ha OCHOBAHHMM PACHOPSAIUTEIBHOTO JOKYMEHTA PYKOBOJMTENS OpraHU3alu C
00s13aTeIbHBIM COCTaBJICHUEM B JIEJI€ 3aBEPEHHOM KOMUHU JIOKYMEHTa M aKTa 00 MU3BATUH TOJI-
JMHHUKA.

B mensx obecrnieyeHusi COXpaHHOCTH JOKYMEHTOB IO JUYHOMY COCTABY YBOJBHSEMBIX
pabOTHUKOB B Pe3yNbTaTe PEOPTaHU3AINH WIH JUKBUIAIINH IOPUAMUECKUX JUI], & TAKXKE COIH-
AITBHOM 3alIUIEHHOCTH TPaXJIaH, YUIPEAUTEISIM BHOBH OOpa3yIOIMUXCA KOMMEPUYECKUX U He-
KOMMEpPYECKUX OpPraHu3alMii MOKHO PEKOMEHJ0BAaTh BKJIIOYATh B CBOM YUPEAUTENbHBIE JOKY-
MEHTHI TIpaBUJjIa y4eTa U COXPAHHOCTH JOKYMEHTOB IO JUYHOMY COCTaBY, a TaK)K€ CBOEBPEMEH-
HOH Tnepefayue UX Ha rOCyJapCTBEHHOE XpaHEHUE MPU PEOPraHU3aluy WK JTUKBUAAIIUU FOPUIH-
YECKOT0 JIUIIA.

[TopsiAoK ¥ CPOKM XpaHEHHUsI TPYIOBBIX KHUKEK PETyIHPYET CHelUalbHbI HOPMAaTHB-
Hbli akT - [locranoBnenue IlpaButensctBa Poccuiickoit @enepanmu ot 16 anpens 2003 roma
Ne225 «O TpynoBeIxX KHIKKax». Tak, OMaHKU TPYTOBOM KHUKKHU W BKIJIAJIBIIIA B HEE XPAHITCS B
OpraHu3aIy KaK JOKYMEHTHI CTPOTOM OTYETHOCTH U BBIJAIOTCS JIUIY, OTBETCTBEHHOMY 3a Be-
JIEHUE TPYAOBBIX KHUXKEK, IO ero 3asBke. [lo OKOHYaHUH Ka)XAO0ro Mecsiia JaHHOE JHUI0 00s13a-
HO TIPEJICTAaBUTh B OYXTaJITEPHUIO OpPraHU3aIlii OTYET O HAJTWYUHU OJIAHKOB TPYAOBOW KHIKKH U
BKJIaJIpINA B Hee. VcropueHHbIe TPH 3aMOJTHEHUH OJIAaHKH TPYIOBOW KHIDKKH M BKJIAJIBIIIN B HEE
MOJJIeKAaT YHUUTOKEHHUIO C COCTaBJICHHEM COOTBETCTBYIOIIEro akta. HeBocTpeOoBaHHbIE TpPY-
JIOBbI€ KHUKKU M KHUTA Y4YeTa TPYAOBBIX KHMKEK U BKJIAJBIIIEH K HUM XpaHATCSA B apXUBE Op-
raHu3anuu B TeyeHue 50 jeT, a 3aTeM NoAJIekKaT YHUUTOKEHUIO B YCTAHOBJIEHHOM MOPSJIKE.

OTBETCTBEHHOCTh 332 OpraHU3alMI0 PaOOTHI MO XPAHEHHUIO KaIPOBBIX JOKYMEHTOB, MEp-
BUYHBIX YYETHBIX JOKYMEHTOB HeceT paboroaarens. OTBETCTBEHHOCTh 3a BEJCHHE, XpaHEHHE,
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y4eT M BblJauy TPYIOBBIX KHMKEK HECET CIELHAIbHO YHNOJHOMOYEHHOE JIMIIO, Ha3Ha4aeMoe
npuka3zoMm (pacropsbkenueM) pabotonatens. Bce HOKyMEHTHI MO JIMYHOMY COCTaBY JOJKHBI
00s13aTeIbHO C/1aBaThCsl B apXUB OPraHU3aAlIUU.

Takum o0pa3om, aJIrOpuTM JCUCTBHH KOMMEPUYECKOW OpraHu3aIliu, HE SBIISIOIICHCS
rOCYJapCTBEHHBIM WJIM MYHULMIIAIBHBIM YHUTAPHBIM MPEINPUATHEM, IO 0OECIICUEHUIO XpaHe-
HUS JOKYMEHTOB, B TOM YHCJI€ KaJJpOBBbIX JOKYMEHTOB SIBJISIETCS CJEIYIOIIEM:

. poBEepKa TpeOOBaHUI HOPMATHBHBIX IPABOBBIX aKTOB, YCTAHOBHUBIIUX CPOKU
XPaHEHUsA KOHKPETHBIX BUI0B JOKYMEHTOB;

. XpaHEHUE TOKYMEHTOB;

. JUIsL OpraHU3alui - ICTOYHUKOB KOMIUIEKTOBAHHUS - TI0 UCTEYEHNUN CPOKOB XpaHe-

HUS IPOBEJICHUE COBMECTHO C YITOJIHOMOYEHHBIM OPTaHOM TOCYIaPCTBEHHOMN BIACTH CyOBEKTa
Poccutickoii deneparuu B 00JaCTH apXHUBHOTO JieJia, [ 'ocapXUBOM SKCIIEPTHU3BI IICHHOCTH psija
JOKYMEHTOB Ha IIPEJMET BKIIOUEHHUs B cocTaB ApxuBHoro ¢onaa Poccuiickoit denepanum;

. XpaHeHue T0KyMeHTOB ApxuBHoro ¢onaa Poccuiickoit @eneparnuu mudo nepe-
Jlava UX Ha XpaHEHUE B TOCYAAPCTBEHHBIA MM MYHUIIUTIAIBHBIN apXHUB, ONOTMOTEKY, My3€H HIIH
B opranusanuio Poccuiickoil akajleMuu HayK;

. apXMUBHBIC IOKYMEHTHI, KOTOPbIE HE OBLIM BKJIFOYEHBI B COCTaB JOKYMEHTOB Ap-
xuBHOTO ponaa Poccuiickoit denepannu, o UCTEUSHUU CPOKOB XPaHEHHUS MOAJIEKAT YHHUTO-
JKEHUIO JIMOO XPAHEHHUIO B apXUBE OPTaHHU3AI[MN B COOTBETCTBHH C TPEOOBAHUSIMH KOPIIOPATUB-
HOT'0 3aKOHOJATeNbCTBA (HApUMED, AJIs aKIIMOHEPHBIX OOIIECTB XpaHEeHUE JOKYMEHTOB perJa-
MeHnTupoBaHo [locranoBnennem denepanbHON KOMUCCHUH 110 PHIHKY IIEHHBIX OyMar ot 16 urosst
2003 roga Ne03-33/mc «O0 yrBepkaenuu [lomoxkeHus o MopsAaKe U CPOKaxX XpaHEHHsI TOKYMEH-
ToB» 1 DenepanbHbIM 3aKOHOM OT 26 nexadpst 1995 No208-D3 «O0 akIHMOHEPHBIX 00IIECTBAX))
WJIM JIOKaJIbHBIMM HOPMATUBHBIMU aKTaMHU;

. JUISL OpraHU3aliid, KOTOPhIE HE SBIISIOTCS UCTOYHUKAMU KOMITJIEKTOBAHMUSI, 110 MC-
TEUEHUU BPEMEHHBIX CPOKOB XPAHEHHS apXUBHbBIE JOKYMEHTBI MOJIEKAT HKCIIEPTU3E U MOTYT
OBITh YHUYTOXKEHBI JINOO XPAHUTCS B apXUBE OpraHU3AIINH.

Homenknarypa nen u ¢popmupoBanue ei 1 TeKYIIEro XpaHeHUs KaJIpOBbIX TOKYMEH-
TOB. D(PPEKTUBHOCTh OpraHU3aIMU TEKYIIETO XpaHEHHUs KaJpPOBBIX JOKYMEHTOB BO MHOTOM
OTIpeieNIIeTCs HOMEHKIIATYypOil J1ed (3TO CHCTEMaTHU3WPOBAHHBIN MepedueHbh HAaMMEHOBAHUM e,
3aBOJIMMBIX B OpPTaHHU3AllMU, C YKa3aHUEM CPOKOB WX XpaHEHHs, OPOPMIICHHBIN B YCTaHOBJICH-
HOM TIOPSAJIKE).

Jleno - COBOKYITHOCTh JOKYMEHTOB HJIA IOKYMEHT, OTHOCSIIIUECS K OTHOMY BOIIPOCY WIIH
YUYaCTKy J€ATeIbHOCTH, TOMEIICHHBIE B OTACIBHYIO O0JI0KKY.

OCHOBHBIMU 33J1a4aMU COCTABJICHUSI HOMEHKJIATYPHhI 17T SIBIISFOTCS:

. ONTUMAJIbHBIE TPYIIIUPOBKA TOKYMEHTOB U (POPMUPOBAHUE JIEIT;

. OTIpeNieIeHNe CPOKOB XPAaHEHUS JIOKyMEHTOB;

. OCHOBA JIsl COCTaBJIEHUS OIUCEH eI IOCTOSHHOTO M BpeMeHHoro (cBbie 10
JIeT) XpaHEHUsI, a TAKKe JIJIS y4eTa J1en BpeMeHHOro (10 10 JeT BKIIOYHTENBHO ) XpaHSHHUS;

. oOecnieyenue ObICTporo U 3(h(PeKTUBHOrO MOoUCKa JOKYMEHTOB B IIpoliecce padbo-
Thl C HUMU.

MOHO BBIIEIUTH CIEAYIOIINE Pa3HOBUIHOCTH HOMEHKIIATYPHI JIeJ:

(] TUIIOBBIC HOMCHKJIATYPBI ACII;

. IpUMEpPHbIE HOMEHKJIIATYPbI JIEJT;

. VWHJVBHIyaJIbHAasl HOMEHKJIATypa J1eJl KOHKPETHOW OpraHu3aluy;

. CBOJIHasi HOMEHKJIATypa JeJl OpraHu3aluu;

. HOMEHKJIaTypa JIell CTPYKTYPHOTO TIOAPa3/IeIeHUsL.

O 3HaueHuu TUNOBOM, IPUMEPHON M MHAMBHYaJIbHON HOMEHKJIATypax /€] TOBOPUTCS B
«[IpaBunax opraHu3zaluyd XpaHEHHs, KOMIUIEKTOBaHUS, y4€Ta U HCIOIb30BAaHUS JOKYMEHTOB
apxXUBHOTO (OHJIA POCCUHCKON (perepalui U Ipyrux apXWBHBIX JOKYMEHTOB B TOCYAAapCTBEH-
HBIX OpraHax, OpraHax MECTHOTO CaMOYIIpaBJieHUs U opranuzanusax» ot 07.09.2015 r.:

«Tunosas HOMCHKIJIaTypa ACJ YCTaHaBJIMBACT COCTAB ACJI, 3aBOAUMBIX B JCJIOIPOU3BOI-
CTBE OJJHOTUITHBIX OpTaHU3aIHi, U ABISETCSI HOPMATUBHBIM JTOKYMEHTOM.
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[TpumepHass HOMEHKJIATypa A€l YCTaHABJIMBAET MPHUMEPHBIH COCTaB JeJl, 3aBOJUMBIX B
JIeJIONPOU3BOJICTBE OpPraHU3alUi, HA KOTOPbIE OHA PACHPOCTPAHSIETCS, C YKa3aHUEM UX MHIEK-
COB, U HOCUT PEKOMEHIATEIIbHBII XapaKTep».

«THUnoBbIe U MPUMEPHBIE HOMEHKJIATYPbI JI€J1 UCIOIb3YIOTCS ISl COCTABICHUS UHIIUBU-
JyaJIbHOM HOMEHKJIATYphI ACID).

CBosHas HOMEHKJATypa /e OpraHu3alMy COCTaBIIAETCS Ha OCHOBAaHMM HOMEHKJIATYp
JIel CTPYKTYPHBIX TMOApa3AeIeHHi, pa3pab0oTaHHBIX 110 aHATIOTUYHOH (opme.

Howmenknarypa iei cTpyKTypHOTO HOJpa3JesieHHs] COCTABISETCS COTPYAHUKOM MOApa3-
JIEJIEHUs, OTBETCTBEHHBIM 32 JEJIONPOU3BOJCTBO, COIIACOBBIBAETCSI C ApXUBOM MJIM C DKCHEPT-
HOW KOMHCCHEH OpraHu3aliy, MOJIMChIBAETCS PYKOBOAUTENIEM MOAPA3ACICHUS U YTBEPKIaeT-
Csl pyKOBOJIUTEJIEM OpraHU3alluy.

Cornacno «lIpaBunaM opraHuzanuy XpaHeHUs, KOMIUIEKTOBaHUA, y4€Ta U UCIIOJIb30Ba-
HUS JIOKYyMEHTOB apXUBHOTO (DOH/Ia POCCUICKOH (esiepaliul 1 Ipyrux apXUBHBIX JOKYMEHTOB B
rOCYyJapCTBEHHbIX OpraHax, OpraHax MECTHOTO CaMOYINpABJIECHUS M OpraHu3alusIx» oT
07.09.2015 r., HOMEHKIaTypa AeJl COCTaBJISIETCS HA OCHOBE M3Y4YEHHUS COCTaBa U COJEp’KaHUs
JIOKYMEHTOB, 00pa3yoluXxcs B A1€ATEIIbHOCTH OpraHU3altu.

[Ipu cocraBieHHM HOMEHKJIATYphl JI€] CIEIYET PYKOBOJCTBOBATHCS YUPEAUTEIbHBIMU
JIOKYMEHTaMH, IOJOXEHUSMU O €€ CTPYKTYPHBIX MOJpA3JeNeHHsIX, IITATHbIM paclUCaHUEM,
HOMEHKJIATYpOI JieJl OpraHu3aly 3a IPOLUIbIM T'oJl, ONMUCIMHU AEJ IOCTOSSHHOIO U BPEMEHHOIO
(cBbime 10 neT) XxpaHeHus, perucTPalMOHHBIMU (POPMAMHU, BEIOMCTBEHHBIMU M TUIIOBBIMM II€-
pPEUHSAMH JJOKYMEHTOB C YKa3aHHEM CPOKOB MX XPaHEHHs, THIIOBBIMH W NMPHUMEPHBIMH HOMEH-
KJIaTypamu Jiell.

VYuuteiBas nonoxenus llpukaza Munkynetypel Poccuiickoit @enepanuu ot 8 HOSOps
2005 roma Ne536 «O TumoBOW MHCTPYKIIMH MO JAETONPOU3BOACTBY B (peiepalbHBIX OpraHax Mc-
MOJIHUTEJIBHON BIIaCTU» rpadbl HOMEHKIIATYpP A€ 3aIllOJIHAIOTCS CIEAYIOIINM 00pa3oM.

B rpade 1 HoMeHKIaTyphl A€ IPOCTABISAIOTCS MHJEKCHI KaXKJ0T0 JIe)1a, BKIFOYEHHOTO B
HOMEHKJIATYpYy.

Kaxxnoe neno, BKIIOUEHHOE B HOMEHKJIATYpPY, AODKHO UMETh MHAEKC. MHaekc nena co-
CTOUT M3 MHJEKCA CTPYKTYPHOI'O MOJpa3/IeieHHs U MOPsIKOBOIO HOMepa Jiea 0 HOMEHKJIaTy-
pe B mpenenax noapasnenenus. Munekcel aen odo3HavaroTes apabckumu nndpamu. Hampumep:
12-05, rue 12 - o603HaueHNE CTPYKTYPHOTO moapa3aeneHus, 05 - mopsAKOBbIi HOMEp 3arojoBKa
nena o HoMeHkiarype. Ilpyu Hanuuum B 1ee HECKOJIBKUX TOMOB (4acTei), MHAEKC MpOCTaBIs-
€TCs Ha KaKIOM TOME, C JOOABIECHUEM «T. 1», «T. 2» U TaK Jaliee.

B HOMeHKnaType 1en peKOMEHIYEeTCsl COXPaHSATh OJMHAKOBBIE MHAEKCHI I OAHOPOJ-
HBIX JIe] B IpeJiesiax pa3HbIX CTPYKTYPHBIX MOJpa3AeseHul; sl MepexX osIuX JeJl HHAEKC CO-
XpaHseTcs.

B rpady 2 HoMeHKIaTyphl 11 BKIIOYAIOTCS 3ar0JIOBKH JIeN (TOMOB, YacTeil).

3aroJj0BOK Jiena J0JKEH 4eTKO, B 00001IeHHON (hopMe oTpakaTh OCHOBHOE COZIEp)KaHUE
U COCTaB JOKYMEHTOB Jiefa.

B HOMeHKIIaTypy Jies BKIIIOYAIOTCs 3aroj0BKH JIENT, OTpaXarollue Bce JOKYMEHTUpYEMbIe
y4acTKU paboThl CTPYKTYPHOTO MOAPA3/ICICHHUS.

PexoMenayeMm aiis otaena KapoB BECTU CIEAYIOIIYI0 HOMEHKIIATYPY JE:

1. HopmaTuBHO-TIpaBOBBIE aKThI, PErYJIUPYIONIHE Pa0OTy OT/IeNa KaapoB.

2. ITatHOe pacnucaHue.

3. [TomoskeHne 00 OT/IeNe KaJIpOB.

4. JIOKyMEHTBI 110 MOJATOTOBKE U EPENOArOTOBKE PaOOTHUKOB, OBBIIIEHUIO KBa-
TUQUKAINY, TUIAHBI, TPOTPaMMBI U TaK Jlajee.

5. [Tepenucka ¢ APyruMH OPraHU3aALUSMH 110 BOIIPOCAM HOBBIIIEHHS TPOdheccro-
HaJIbHOM KBaTM(UKaIy, MOMCKa KaJpoB U TaK Jajee.

6. [Tpukassl 0 mpueme, yBOJIbHEHUH pAaOOTHUKOB.

7. [Tpuka3sl 0 HOOUIPEHNAX, TIPUMEHEHUN TUCIUIUIMHAPHBIX B3BICKAHHH.

8. ITpuka3bl 0 KOMaHAUPOBAHUH.

9. I[Tpuka3sl 0 mepeBosie Ha APYTYIO padoOTy, MOBBIIICHUH B JTOJKHOCTH.
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10. I'padux OTIyCcKOB.

11. JIoKHOCTHBIE MHCTPYKIIMU PAOOTHUKOB OpraHU3aIiu.

12. TpynoBble 10rOBOPHI.

13. JloroBOpHI 0 MOJHON MaTepuanbHONH OTBETCTBEHHOCTH.

14. Tabens yuera pabodero BpeMeHH.

15. KaproTeka mu4HbIX 1€ paOOTHUKOB.

16. KapToreka Tpya0BbIX KHIKEK.

17. KaproTeka nuunabix KapTouek paboTHUKOB (hopma NoT-2, NeT-2I"C(MC)).

18. KaproTeka akToB (K BBIICICHUIO HA YHUUTOKEHUE TOKYMEHTOB, O TIpUEMKe-
nepegayve Jei u Apyrue).

19. XKypnan ydyera npuema, nepeBo/ia, yBOJIbHEHUS PAOOTHUKOB.

20. KypHan ydera BbI1ayll KOMaHIUPOBOYHBIX YIOCTOBEPEHUI.

21. KypHan yuera BOEHHOOOSI3aHHBIX.

22. Kyphuan ydera npuka3oB 1o JU4HOMY cocTaBy (M0XKHO peKOMEH0BATh BbIjie-

auTh JKypHai ydeTa MpUKa3oB O MPEJAOCTaBICHUN OTITYCKOB M KOMaHIUPOBAHUU PaOOTHHUKOB,
KOTOpBIE UMEIOT CPOKU XpaHeHus 3 u 5 jet u XXypHan ydera Apyrux KaJpoBbIX MPUKA30B).

23. KypHan yuera TMUHBIX A€, IUYHBIX KAPTOUEK, TPYAOBBIX TOTOBOPOB.

24, XypHan ydera BblJaud TPYJOBBIX KHUKEK U BKJIAJbIIICH K HUM.

25. KypHan ydera TMUHBIX 3asBJI€HUN paOOTHUKOB.

26. XypHan ydera BblJauu CIIPaBOK O 3apabOTHOMH miaTe, cTaxe, MecTe paboThl U TaK

janee.

B HOMeHKaTypy Jies1 He BKJIIOYAOTCs NEePUOINYECKUEe U3AaHus.

B rpade 3 HomMeHKIATyphl €7 yKa3blBaeTCs KOJIMYECTBO el (TOMOB, yacteil). OHa 3a-
HOJIHAETCS TI0 OKOHYAaHUU KaJIeHIapHOT' O roJia.

B rpade 4 yxaspiBaroTcs Cpok XpaHeHHMs Jieia, Homepa crateil nmo nepeunto (IlepeueHn
TUIOBBIX YIPaBJIEHYECKUX JOKYMEHTOB), a IIPU €0 OTCYTCTBHHM - IO TUIIOBOM MJIM MPUMEPHOM
HOMEHKJIaType JIe.

B rpage 5 «lIpumeuanue» ykas3pIBalOTCsl Ha3BaHUE MEpPEYHEH JOKYMEHTOB, MCIOJIB30-
BaHHBIX NIPU ONPEICIICHHH CPOKOB XPAaHEHUs JIeN, B TEYEHUE BCETO CPOKa JICHCTBHSI HOMEHKJIa-
TYpBI IPOCTABIISAIOTCS OTMETKU O 3aBEJICHUU JIEJl, O MepeXoIAlMX Jenax (Hanpumep, nepexoms-
miee ¢ 2004 rozxa), o BeIJIEICHUH /1€ K YHUUTOKEHHUIO, O JIMIIaX, OTBETCTBEHHBIX 3a (POpMUpPOBa-
HUE JIe]l U IpyTHe.

[To oxoHUaHWH JETONPOM3BOACTBEHHOTO TOa B KOHIIE HOMEHKJIATYPHI JIe] 3aMEHSETCS
UTOTOBasl 3allUCh O KOJIMYECTBE 3aBEICHHBIX JIeJ (TOMOB), IO pa3zesiaM MOCTOSHHOTO U BPEMEH-
HOro xpaHeHus: cBbimie 10 et u 10 10 et BKIIOYUTENBHO.

B tom cnywae, ecnu opraHM3alMs caaeT JOKYMEHTHI Ha TOCYAapCTBEHHOE XpaHEHHeE,
TpeOyeTcs COorlacoBaHME HOMEHKJIATYphl Jes ¢ DKcnepTHo-npoBepouHolt komuccueit (DIIK)
rocyIapcTBEHHOTo apxuBa. HomeHknatypa fen opranuzanuu opopmisieTcs Ha o01eM OaHke.

Jlnst ymoOCTBa WMCIIONIB30BAaHMSI HOMEHKIJIATYpa e, KaK TPaBWIIO, COCTABISIETCS B HE-
CKOJIBKHX 3K3eMIUIIpax, sl KaXJI0ro CTpPYKTYpHOTO IMOApa3AeieHHus U JIUIAa, OTBETCTBEHHOIO
3a apXWB.

Homenknarypa aen Ha OpeACTOSIIMN KaJIEHAAPHBIN TOJl COCTABISETCA B MOCIEIHEM
KBapTaje TEKYIIETo roja.

Homenknarypa 1ien mepecocTaBisieTCsi U COTIaCOBBIBAETCSI 3aHOBO B CIIy4ae KOPEHHBIX
U3MeHeHH! (QYHKIHMIA U CTPYKTYPBI OpTaHU3aIliK, HO HE PEXKe OJTHOTO pas3a B IATh JieT. Exeron-
HO OHa YTOYHSETCS, YTBEpP)KJIAeTCs PYKOBOAMTENIEM OpraHM3allMU W BBOAMTCS B JeiicTBue ¢ 1
STHBapsI CIIEYIOMIETO To/Ia.

Texymiee xpaHeHHE JOKYMEHTOB ONpEAESCTCS HE TOJBKO MOHATHEM HOMEHKJIATYPHI
nien, Ho U (G OPMHUPOBAHKUEM JICTI.

JIOKyMEHTBI, KOTOpBIE HE HaXOJATCSA Ha PyKaxX y HCIIOJHUTENEH, IPU UX XPaHEHUU TPyTI-
MUAPYIOTCS TaK, 9TOOBI MOKHO OBLIO OBICTPO HAWTH HYXHBIM TOKYMEHT WM WHpOpMAIHio. JTa
npolielypa Ha3bIBaeTcs «(popMUpPOBAHUEM JIEIIa.
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®opMHUpoOBaHUE A€ - TPYNIUPOBKA UCIIOJHEHHBIX JOKYMEHTOB B JI€Ja B COOTBETCTBUU C
HOMEHKJIATYpOM JIe)1 ¥ CUCTEMATH3alUs JOKYMEHTOB BHYTpH J€ja.

DopMHUPOBAaHUEM JIET B CTPYKTYPHBIX IOJpa3Ae/ICHUSAX 3aHUMAIOTCS JIULA, OTBETCTBEH-
Hbl€ 32 JOKyMeHTauui. KoHTposb 3a npaBUiIbHBIM (POPMHUPOBAHUEM i€ B OPraHU3ALUM U €€
CTPYKTYPHBIX MOJIPA3/IEICHUSNX OCYIIECTBISECTCA CIYK00i TOKYMEHTAlMOHHOTO OOECTICYECHUs
WJIH JIMIIOM, OTBETCTBEHHBIM 3a JOKYMEHTALUIO.

dopmMupoBaHUE e TPOUCXOIUT CIEAYIOUIMM 00pa3oM:

1. IMOMEIICHNUE JOKYMCHTOB (TOJ'IBKO HUCITOJTHCHHBIX I[OKYMCHTOB) B ICJI0, KOTOPBIC
10 CBOEMY COACPIKAHUIO COOTBCTCTBYIOT 3aroJIOBKY ACJia;
2. PpacioIOKECHNE JOKYMCHTOB BHYTPHU A€jIa B OHpGI[CJ'ICHHOfI IIOCJICA0BATCIIBHOCTHU

(XpOHOJIOTHYECKOM niu 110 andasuty).

[Tpu hopmupoBaHUM J1e]T HEOOXOMMO COOJIIOIATh CIIEAYIONINE TPEOOBAHUS, 3aKPEILICH-
Hele B «[IpaBunax opraHuzanuu XpaHEHHs, KOMILJICKTOBAaHUS, Yu€Ta W UCIOJIB30BAaHUS JIOKY-
MEHTOB apXHBHOTO ()OHJa POCCUICKON (eepann 1 APYyrux apXUBHBIX JOKYMEHTOB B TOCYyAap-
CTBEHHBIX OpIraHax, OpraHax MECTHOIO CaMOYIIpaBJieHUs U opranuzauusx» ot 07.09.2015 r.:

. JIOKyMEHTBI TOCTOSIHHOTO U BPEMEHHOI'0 XpaHEeHUs1 HE0OX0IMMO IpYyIIIUPOBaTh B
OTJEIIbHBIE JIENA.

. Bkiro4ate B 16710 10 OJHOMY 9K3EMIUISIPY KaX/10T0 JOKYMEHTA.

. ['pynnupoBath B €510 JOKYMEHTBI OJIHOTO KaJIEHJAPHOIO T0/a; UCKIIIOUEHUE CO-

CTaBJISIIOT: MIEPEXOISIINE Jea; Cy1eOHbIe eia; B TOM YHCIIe JIMYHBIE Jelia, KOTOpble GopMUpy-
IOTCSI B TEUEHUE BCETO Mepro/ia pabOThl JAHHOTO JIMIA B OPTraHU3alUU U JPyTHE.

. Jeno nomkHO copepxkarh He 6osee 250 IUCTOB, PHU TONIIKMHE HE Ooree 4 cM.

. B neno momMemaroT 10KyMEHTBI, KOTOPBIE 10 CBOEMY COJEP’KaHUIO COOTBETCTBY-
0T 3aroJIOBKY JeNa, TP STOM 3arpelniaeTcs rpyninupoBaTh B iejia YePHOBBIE U JyOJIeTHbIE K-
3eMIUISIPBI JOKYMEHTOB (32 UCKITIOUEHHEM 0CO000 IIEHHBIX ), @ TAKKE TOKYMEHTHI, TIOIJIeKAITNE
BO3BpAry.

. BnyTpu aena moKyMeHTHI IOJDKHBI OBITh PACIIOJIOKEHBI TaK, YTOOBI OHH 110 CBOE-
MY COJEP>KaHUIO MTOCJIEI0BATEIbHO OCBEIIAIN ONpPeeIeHHbIE BOPOCHL. [Ipu 3TOM TOKYMEHTHI
pacrosiaratoTcsi B XpOHOJIOTHUYECKOM MOPSAKE (BXOASIINE - TIO IaTaM MOCTYIIICHUS, UCXOISIINE
- 110 J1IaTaM OTIIPABJICHUs) WK IO anaBUTy aBTOPOB U KOPPECTIOHACHTOB. XPOHOJIOTHYECKas
MOCJIEIOBATEILHOCTH PACIIOIOKEHUSI IOKYMEHTOB HAUMHAETCS OT 00JIee paHHUX 110 JJaTaM J0-
KYMEHTOB U 3aKaHUMBaeTCs Oosiee MO3JHIUMH JTaTaMH.

. [IpunoxxeHus K TOKYMEHTaM, HE3aBUCHUMO OT JIaThl UX YTBEPKJIECHUS UIIA COCTAB-
JICHUSI, TPUCOSAUHSIOTCS K JOKYMEHTaM, K KOTOPbIM OHU oTHOCSTCS. [Ipunoxkenust oobeMom
cBbitIe 250 TUCTOB COCTABIISIIOT OT/ACIBHBIN TOM, O YeM B JIOKYMEHTE JIEJIaeTCsl OTMETKA.

. [Tpuka3bl 1O OCHOBHOM AEATENBHOCTH IPYIIIUPYIOTCS OTAEJIBHO OT IPUKA30B 110
JUYHOMY COCTaBY.
. ITpuka3sbl 0 IMYHOMY COCTaBY IPYNIIUPYIOTCS B Ji€jla B COOTBETCTBHH C yCTa-

HOBJIEHHBIMH CpoKamH UX XpaHeHus. LlenecooOpa3Ho npu 60ibmux 00beMax TOKyMEHTOB IIPH-
Ka3bl 10 IUYHOMY COCTaBY, KacarolIMecs pa3IMuHbIX CTOPOH JAEATEIbHOCTH OpraHu3anuu (pu-
eM Ha paboTy, yBOJIbHEHHE U MepeMeIleHNe, KOMaHIUPOBKH U TakK Jajiee), IpyNInupoBaTh B OT-
JIENIbHBIE JIeTa.

. JIOKYMEHTBI B JIMYHBIX JleJIaX paclojiaraloTcs B XpOHOJIOTUYECKOM MOPSIJIKE 10
MEpE UX MOCTYIICHHUS.

. Jlunessle cuera pabounx U CIyXallKuX MO0 3apabOTHOM IU1aTe TPyNIHUPYIOTCS B
OTJIeNIbHBIE JIeJIa U pacrojaratoTcs B HUX 1o andaButy paMuinii.

. [Tpennoxenus, 3asBiAeHUS U KaJIOObI pakJiaH 1Mo BoIpocaM paboThl OpraHu3a-
IIUU U BCE JOKYMEHTBI 10 X PACCMOTPEHUIO U UCIIOJIHEHUIO TPYNIIUPYIOTCS OTIEIBHO OT 3asIB-
JIEHUH TPaKIaH MO JTUYHBIM BOIIPOCAM.

. ITepenncka rpynnupyeTcsi, Kak IpaBUiIo, 32 KaJIEHAAPHBINA IOl U CUCTEMATU3UDPY-
€TCs B XpOHOJIOTUYECKOH 1OCIIe10BaTEIbHOCTH, JOKYMEHT-OTBET IOMEIAeTCs 32 JOKYMEHTOM-
3arpocoM. [Ipu BO30OHOBIEHUH MEPENUCKH TI0 ONPEAeIEHHOMY BOIIPOCY, HauaBLIeHCs B
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MpEeABIIYILEM FO/ly, TOKYMEHTBI BKIIFOUAIOTCS B JIEJIO TEKYIIETO ToJla ¢ yKa3aHUeM MHIEKca Jena
MpeAbIIYLIEro roja.

Pernamenranust paboThl apXxuBa MO JUYHOMY COCTaBY MMEET CBOIO crieruduky. JIroooi
JIOKYMEHT, BHE 3aBUCUMOCTH OT LI€JI €r0 CO3/1aHHsl, MECTa, BPEMEHH BO3HUKHOBEHHUS, aBTOP-
CTBa COJCPKUT MH(POPMALIUIO, KOTOPasi MOXKET ObITh BOCTpeOOBaHa Yepe3 HEKUil BpEeMEHHOM T1e-
puoa. E.B. AnekceeBa oTMeuaeT, 4To0 0c000€ MECTO CPeIu apXHUBHBIX JOKYMEHTOB 3aHHUMAIOT
JIOKYMEHTBI 110 JINYHOMY COCTaBy, KOTOpPBIE OTpa)aroT TPYIOBbIE OTHOLIEHMs] paOOTHUKA C pa-
ooromatenem. (P3-125 «O6 apxuBHOM gaene B Poccuiickoit denepanmm» 1m.3 cr.3). 3a 3Toi
(OopMyITHPOBKOI 3aKOHA CKPBIBAETCS KOMIUIEKC JOKYMEHTOB YpE3BBIYAMHO BAXKHBIM JUIS KaX-
noro dyenoBeka. MIMeHHO Ha ocHOBaHUM HH(OpManMH, 3aQUKCHPOBAHHOW B JIOKYMEHTax IO
JUYHOMY COCTaBY, BO3MOXKHO, B Cly4ae HEOOXOJUMOCTH, TMOATBEPAUTh CBOM TPYIOBOH CTaX,
3apaboOTHYIO IUIATy, UHBIE COLUATIbHBIC JILIOTHI, MOJAralluecs rpaXXaIaHUHY 110 3aKOHOJATelN b-
cTBy PO.

Opnako st TOro, 4roObl uHGoOpMalus, 3apuKcupoBaHHas B JOKYMEHTaX MO JIUYHOMY
COCTaBYy, UMe€JIa IOPUIUUYECKYIO CUITY, JIOJKHBI OBbITh BBINOJIHEHbI, KAK MUHUMYM, TPU YCJIOBHUSL:
CO3/IaHHME U COXpPAHEHHE ATHX JOKYMEHTOB B OpPTaHU3AIMSIX pa3HbIX (OpPM COOCTBEHHOCTHU U, B
cilydae JIMKBHJAIMKM OpraHW3aluy 0e3 MpaBONpPEeeMHMKA- IMepegada WX Ha TOCYAapCTBEHHOE
XpaHeHue. Anroput™m aeiictBuil npornucan B 1.1.8,10 cr. 23 ®3-125 «OO6 apxuBHOM Jene B
Poccniickoit @enepanumn». «lIpu nukBuganuu rocy1apCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIIPaBJICHUs], TOCYAAPCTBEHHBIX M MYHULIMMAJIBHBIX OPraHW3alUi BKJIIOUEHHBIE B COCTaB
ApxuBHoro ¢onna Poccuiickoit @enepanyivi 10KyMEHTHI, JOKYMEHTBI 110 JIMYHOMY COCTaBY, a
TaK)K€ apXUBHBIEC JOKYMEHTBI, CDOKH BPEMEHHOI'O XPAHEHHSI KOTOPHIX HE MCTEKIH, B YIOPSA0-
YEHHOM COCTOSIHUM IIOCTYIAlOT Ha XpaHEHUE B COOTBETCTBYIOLIUI T'OCYJIapPCTBEHHBIN WM MY-
HULIUINIAJIbHBIN apXUB.

[Ipn nukBUAAIMKM HETOCYAAPCTBEHHBIX OpraHU3alluii, B TOM YHCII€ B pe3yibTare OaHK-
poTCcTBa, 00Opa30BaBIIMECS B MPOLIECCE UX JIEATENHHOCTH M BKJIIOYEHHBIE B COCTaB APXHMBHOTO
¢onna Poccuiickoii ®enepaiii apXuBHbIE JOKYMEHTBI, JOKYMEHTHI MO JUYHOMY COCTaBy, a
TaK)Ke apXHUBHBIE JOKYMEHTBI, CPOKH BPEMEHHOTO XPaHEHHUS! KOTOPBIX HE MCTEKIH, MEPEAArOTCS
JTUKBUIAIMOHHOW KOMUCCUU (JIMKBUIATOPOM) MJIM KOHKYPCHBIM YIPaBJISIOIIUM B YIIOPSI0YEH-
HOM COCTOSIHUM Ha XpaHEHHE B COOTBETCTBYIOIIMW TOCYIAapCTBEHHBIM WJIM MYHHUIIMHAIbHBINA
apXuB Ha OCHOBAHHHM JIOTOBOpPa MEXAY JMKBUIAIMOHHON KOMUCCUEH (JINKBUIATOPOM) WJIM KOH-
KYPCHBIM YNPABIIAIONIMMU FOCYJaPCTBEHHBIM WM MYHULUIAIbHBIM apXuBoM. [Ipu 3Tom nmk-
BUJAIIMOHHAsl KOMHUCCUSI (JIMKBUAATOP) WM KOHKYPCHBIM YIPaBISIOUIUN OpraHU3yeT YHopsiao-
YEeHUE apXHUBHBIX JOKYMEHTOB JIMKBUJIUPYEMOM OpraHu3aluu, B TOM YHCIIE, TUKBUAUPYEMOU B
pe3yabTaTe OaHKPOTCTBAY.

Baxxno ormetuts, uto B coorBeTcTBUU ¢ DenepanbHbiM 3aKOHOM «O HECOCTOATENBHO-
cTH (0aHKPOTCTBE)» B peAakiuu, neicTByomei ¢ 5 mapta 2012r, B cT. 129 ckazaHo, 4TO « KOH-
KYPCHBII YIpaBISIOMUN 00s3aH ...MepeaaBaTh Ha XpaHEHUE TOKYMEHTHI JOJDKHUKA, TOJIexKa-
e o0s3aTeIbHOMY XPaHEHUIO B COOTBETCTBUH C (hefepaibHbIMU 3akoHamu. [lopsnok u ycio-
BUS TIepe/layr JOKYMEHTOB JIOJDKHUKA HA XpaHEHHE YCTaHaBIUBAaIOTCs (helepaabHbIMU 3aKOHA-
MU ¥ UHBIMH HOPMATUBHBIMH MPABOBBIMU akTamu Poccuiickoit deneparniumy.

Crnenyer moHMMAaTh MOJT OINpPEACIICHUEM «MHbIE HOPMATUBHBIE MTPaBOBbIE akThl PDy», pe-
TJIAMEHTHUPYIOILIUE Mepelady Ha TOCYJapCTBEHHOE XPaHEHUE JOKYMEHTOB I10 JIUYHOMY COCTaBYy,
npexnae Bcero asa Pacnopsbxenus [IpaBurenscrBa Poccuiickoit denepanuu, NpUHATHIX B IIEp-
Boi mosoBuHEe 1990-x romoB. HeoOX0auMOCTh TOCYAapCTBEHHOTO PETYIMPOBAHHS BOIPOCOB
o0ecreyeHns: COXpaHHOCTH JIOKYMEHTOB 10 JINYHOMY cocTaBy B Hadaje 1990-X ronos crosa
Ype3BBIYatHO OCcTpo M ObUIa cBsizaHa mocie pacnaga CCCP ¢ nukBumanueil opraHoB yIpaBiie-
HUS W WUHBIX YYPESKICHUN W TPEINPHUSITHA COIO3HOTO M PECIyOIMKAaHCKOTO MOMYMHCHHS, a
TaKXe C CO3JaHUEM 3HAUNTEIBLHOTO YMCIIA HETOCYIapCTBEHHBIX OPraHU3alluii BO BCEX OTPACIAX
HPKOHOMHUKH M OOIIECTBEHHO KU3HH M HE BCETAa COOJIIOIaBIINX HOPMATHBHBIC TPEOOBAHUS TIO
JOKYMEHTAaIlMOHHOMY O(OPMJICHUIO TPYAOBBIX OTHOILIEHUH C COTPYAHHKAaMH, M, Kak cjel-
CTBHE, JUIIABIIME UX BO3MOXKHOCTH B JaJbHEUIIEM JOKYMEHTaJIbHO MOATBEPIUTH TPYAOBOU
CTaX U T.J. ITO IPO3UIIO0 CEPHEZHBIMU COLMATIBHBIMU MOCIEACTBUSIMH.
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Wrak, nyist oGecnieueHus: COMAIbLHON U MPaBOBOM 3amuThl Tpaxaan Pacnopsokenue [pa-
BuTenbcTBa PO o1 23.04.92 No781-p 00s3bIBAIO B LIEISAX MPEIOTBPAIICHHUS YTPAThI IOKYMEHTOB
110 JUYHOMY COCTaBY, a TAK)KE€ yJIyULIECHUs] UX XPAHEHUS U UCIIOJIb30BAHUS !

«1. YcTaHOBUTH, YTO JTMKBUAUPYEMBIE NIPEANPUATHS, OPIraHU3ALUH. .. 1 UHbIE OPraHU3a-
IIMOHHBIE CTPYKTYPbI, HE3aBUCUMO OT (POPMBI COOCTBEHHOCTH, TIEPENAIOTCS Ha XpaHEHHUE MPaBo-
MIPEEMHUKOM WJIM IIPU €r0 OTCYTCTBUM BBILIECTOSIIEMY O NOJAYNHEHHOCTU OpPraHy JOKYMEHTbI
110 IUYHOMY COCTaBY....».

Kpowme toro, nannoe PacniopsikeHue Bo3narajio Ha TOCYyJapCTBEHHYIO apXUBHYIO CITYXOY
P® o6s3aHHOCTH IO 00ECTIEYEHUIO COXPAHHOCTH JIOKYMEHTOB IO JMYHOMY COCTaBY JIMKBUIU-
POBaHHBIX OpraHu3aluii Bcex GopM COOCTBEHHOCTH, HE UMEBIIMX MTPABONPEEMHHUKA WM BBILIE-
CTOSIIIETO 10 MOJYMHEHHOCTH OpraHa. B opraHm3aiioHHOM IIaHe ObUIO PEKOMEHIOBAaHO Opra-
HOM HUCIOJHHUTENBHOM BIaCTU B HEOOXOIMMBIX CIy4asX CO3/1aBaTh apXUBBI JJIS XPAHEHUS U HC-
[10JIb30BAaHUS JJOKYMEHTOB I10 JINYHOMY COCTaBYy.

He menee 3HaummbiM Obl10 M octaércss Pacnopspkenue IlpaButenscTBa Poccmiickoit
Oenepannn ot 21. 03. 1994 Ne358-p, B KOTOPOM OTHOCHUTEIBHO COXPAHHOCTH JOKYMEHTOB I10
JUYHOMY COCTaBYy « BBICBOOOXIAaeMbIX PaOOTHUKOB B pe3yjbTaTe OOpa30BaHUS, pEOpPraHH3a-
LU U JJUKBUJIALIUHU FOPUIUYECKHUX JIUL] OBLJIO PEKOMEHI0BAHO:

«l. YupenurensiMm BHOBb OOpa3yIOUIMXCA IOPUIMYECKHUX JIHII, SBISIOIIUXCS HOpHANYE-
CKMMU U HEKOMMEPUYECKMMM OPTraHU3allMsSIMHU, BKJIIOYAaTh B CBOU YUPEIUTEIbHBIE JOKYMEHTBI
MOJIOKEHUS, Kacawluecss y4€Ta U COXPAaHHOCTH JIOKYMEHTOB IO JIMYHOMY COCTaBy, a TakKkKe
CBOEBPEMEHHOI Iepejjaue UX Ha roCyJapCTBEHHOE XpPaHEHHE B YCTAHOBJIEHHOM IOPSAJIKE MpU
peopraHu3aly Wi JUKBUAALMN FOPUAAYECKOro JULA.

2 ®enepanbHBIM OpraHaM HCIOJHUTEIBHOM BIacTH cyObekTOB Poccuiickont deneparmn
OCYIIECTBIISITH TOCYAAPCTBEHHYIO PETUCTPALIUIO YUPEAUTENbHBIX TOKYMEHTOB Ha MPHOOpeTeHne
IpaB IOPUAWYECKOTO JIMLA HPU HAJUYUM B HHUX IMOJIOKEHUH, MPEyCMOTPEHHBIX B MYHKTE 1
HACTOSAILIETO PACIOPSIKEHUS. .. ».

Taxum 06pa3zoM, OblT 0OpMIIEH TPABOBOM MEXAHU3M, NMOAPA3YMEBAIOLINI OTBETCTBEH-
HOCTh OpraHM3alliu 3a CO3[JaHME U COXPAHHOCTh JOKYMEHTOB I10 JJUYHOMY COCTaBY M 00s3a-
TeNbCTBA FOCYAAPCTBA MPUHATH HA JOJITOBPEMEHHOE (2 OTJEJIbHbIE KOMIUIEKCHI M Ha MOCTOSH-
HOE) XpaHEHHE ITH COLUAIbHO-3HAYUMbIE MaTEPUAIIbI.

BaxHo HamOMHUTB, YTO apXMBHI (IIPEXKE BCETO rOCYAApCTBEHHbIE U MyHUIIUIIAJIbHbBIE, A
TaKXXe apXUBbl OPraHU3aIMil) ABISAIOTCS aTpUOYTOM TOCYIapCTBEHHOCTH, €€ MPABOBBIM rapaH-
ToM. OHHU HecyT 00s3aTeNIbCTBAa MEPE] TOCYIapCTBOM U T'PakJTaHUHOM B JIOKYMEHTAJIbHOM IOJ-
TBEP)KJICHUU HX IOPUANYECKUX IPAB U COLMAIBHBIX TApaHTHH.

Bo ucnonnenue stux Pacnopsoxenuit IlpaBurenbcrBa ObUTM co37aHbl B OOJBIIMHCTBE
cyobekToB PO criennanu3upoBaHHbIe apXUBbI JOKYMEHTOB IO JMYHOMY COCTaBy. B ocTanbHbBIX
CyOBbeKTaX JOKYMEHTHI MO JUYHOMY COCTAaBY MOTYT XPAaHUTBhCS B rOCYIJapCTBEHHOM apXHBE,
a1u00 B OpraHe ymnpaBJIEHHS apXHMBHBIM JI€JIOM, COBMELIAIOIIEeM (YHKIIMU YIPaBJICHUS apXHUB-
HBIM JI€JIOM U XpaHEHHE JOKYMEHTOB. Ba)kHyI0 posib B COXpaHEHHH JIOKYMEHTOB IO JIMYHOMY
COCTaBy JIMKBUAMPOBAHHBIX OPraHU3AIMii, B TOM YHCIIEe U B pe3ysibTaTe OAaHKPOTCTBA, UTPAIOT
MYHUIIUTIAJIbHbIE APXUBBI.

Bun martepuanoB kaTeropuu JOKYMEHTOB IO JMYHOMY cocTaBy. OOpaTumcs 3a 1Momo-
HIbIO K HBbIHE JAEMCTBYIOLIEMY HOPMATUBHOMY TOKYMEHTY «llepeuHio TUMOBBIX yrpaBiIeHYECKHX
apXUBHBIX JOKYMEHTOB, 00pa3yIOIIMXCs B MPOIECCe AESTEIbHOCTH TOCYJapCTBEHHBIX OPTraHOB,
OpraHOB MECTHOTO CaMOYIIpaBJICHUS U OpraHu3alui, ¢ yKa3aHHEM CPOKOB XpaHeHus». (M.
2010 3apeructpupoBan Muntoctom Poccun 8 centsiops 2010r. Per.Ne 18380). Ilepeuens BkIIt0-
YaeT TOJIbKO THIOBBIE YIPaBIEHYECKHE TOKYMEHTHI, 00pa3yrolrecs B MPOLEecce NeATeIbHOCTH
opranu3zaiuii Bcex gpopm codcTBeHHOCTH. B mepByto ouepes Hac OyyT HHTEPECOBaTh pa3/eibl,
coJieprKallie JOKYMEHTHI 10 OpraHu3allii, HOPMUPOBAHUIO, TapU(PUKAIMK, OIJIaTe U OXpaHe
tpyaa (Paznmen Ne7), a Takxke JOKYMEHTHI 0 paboTe ¢ KaJpaMu: npuéMe, nepeMerieHnu, YBOIb-
HEHUM PaOOTHUKOB, MOBBIIIEHUU UX KBAJTU(PUKALMU, TPOBEACHUH aTTECTAI[H, a TAKKE Harpax-
nenun (PasngenNe®). Kpome Toro, cienyer npusneub 1oKymMeHTH u3 Pasnena Ne4 «Yuer u ot-
YETHOCTb», CBA3aHHBIE C OIJIATOM TPy/a U APYTMMHU BBIIUIATAMH COTPYIHUKAM.
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HopmaTtuBHbBIE CpOKHM XpaHEHUs JTOKYMEHTOB IO JIMYHOMY COCTaBY YUMUTHIBAIOTCS MPHU
COCTaBJICHUHM B Ka)XJIOW OpPraHu3allid BEJIOMCTBEHHBIX (JOKaJIbHBIX) HOPMAaTUBHBIX aKTOB: MH-
CTPYKIIUH, MpPaBWI, MOJOKEHUN B KOTOPBIX H3JI0XKEH MOPSJAOK COCTaBICHUS HOMEHKJIATYpPHI
nein, popMupoBaHus U 0hOPMIICHHS JIEJ, COCTaBICHUST HAyYHO-CIIPABOYHOTO ammapara, moAro-
TOBKH JIeJ]l K apXUBHOMY XpaHeHHUI0. [1oAroToBka 10KYMEHTOB 1O JIMYHOMY COCTaBY K JUIMTEIb-
HOMY XPaHEHHUIO HAYMHAETCS Ha CTaJJUU COCTABIICHUS HOMEHKIATYPHI el U (popMUpOBaHUS A€l
B JIEJIONPOU3BO/ICTBE.

OCHOBHBIMU HOPMATHBHBIMH JOKYMEHTaMH, B KOTOPBIX YCTaHOBJIEHBI 00IIue TpeboBa-
HUA 0 3TU BompocaM siBiisAtoTcs «lIpaBuiia opraHu3anuu XpaHeHusl, KOMIUIEKTOBaHUsA, yuéTa 1
UCIIOJIb30BaHUsl JOKYMEHTOB apXMBHOro (hOHAAa POCCHUHCKOHN denepanuy U IPYrUX apXUBHBIX
JIOKYMEHTOB B I'OCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O CaMOYIPABJIEHUS U OpraHU3allU-
sx» oT 07.09.2015 . u «IIpaBuia nenonpon3BoAcTBa B PeepaabHbIX OPTaHaX UCIIOTHUTEIBHON
BJIACTHU», YTBEpKJeHHbIe ocTaHoBIeHUEM [IpaButenbectBa PO ot 15.06. 2009 r.Ne477.

KiroueBbIM sIBIIIETCSI BOIIPOC JOCTYIA MOJIb30BATENEH K JOKYMEHTaM IO JIMYHOMY CO-
CTaBY B T'OCYJApCTBEHHBIX U MYHUILIUIMAIBHBIX apxuBax P® u opraHusanuu mnoib30BaHUS UMU
JIOKyMEHTBI MO TUYHOMY COCTaBY, IO CYTH, ABJISIIOTCA UCTOYHUKAMH MAaCCOBOI'O IPOUCXOXKIE-
HUS W UX uHpopManus (B 00C3TMUCHHOM BHUJC, B COOTBETCTBUU C HOPMaMH JICHCTBYIOIIETO 3a-
KoHoJ1aTesnbcTBa P®D) Moria Obl cTaTh OCHOBOM /JIsi YHUKAJIbHBIX UCCIEIOBAaHUN B 00JACTH CO-
[IUOJIOTUH, JeMorpaduu, reHealoThd ¥ MHOTUX JPYrUX Hay4IHBIX HampaBiieHud. Takum oOpa-
30M, BBIXOJIA 3@ PAMKHU HCIIOJTHEHHUS TOJIBKO COLMAIbHO-IIPABOBBIX 3alPOCOB TEX Ipak/laH, WH-
dopMaIus 0 KOTOPHIX 3aUKCHPOBAaHA B JOKYMEHTAIUH, IIOCTYIUBIIEH HA XpaHCHHE B apXH-
Bbl. [10CKOJIBKY, YacTh /1€71 U JOKYMEHTOB IO JIMYHOMY COCTaBY COJAEPX AT CBEACHUS, O JTUUHOU
Y CEMENHOM TallHE TPAaKJIaHWHA, €ro JIMYHOW >KU3HH , CBEIACHUS , CO3JAIOIINE Yrpo3y ISl €ro
0€30MacHOCTH, CIeAyeT Ype3BhIYAlHO TaKTHYHO, C COOJIIOJICHHEM HBIHE AEMCTBYIOLIETO 3aKO-
HOJATEJIbHBIX HOPM HCIOJIb30BaTh JAHHBIC JOKYMEHTHI.

[Tomoms apxuBaM M TOJIb30BATEISIM apXWBHOW HMHQOpMAIMEd MO COONIOIEHUI0 BCEX
TpeOOBaHUI OTHOCUTENBHO MCIOIb30BaHUS JOKYMEOHTOB IO JIMYHOMY COCTaBY MOT'YT OKa3aTh
Metoauueckue pexomennaiuu, noarorosneHasie BHUNIIAJL B 2009t : «Obecnieuenue A0CTY-
1a MOJIb30BATENEH K JOKYMEHTaM IOCYJAapCTBEHHBIX M MYHULHMNAIBHBIX apXUBOB Poccuiickon
Odenepalil 1 OpraHU3alUs MOJIB30BAHUS UMH», 0a3UPYIOIIMECs Ha HOPMax POCCHUHCKOTO ap-
XUBHOTO U CMEXHOI'0 3aKOHOAATEIIbCTB.

Obpatumcs k nogpasneny 1.2.3. MeTonudeckux peKoMeHAaINii , B KOTOPOM Mepeyuciie-
HBI KaK IMpaBa U 00S3aHHOCTH TOCYJaPCTBEHHBIX U MYHHUIIUNIAIBHBIX apXUBOB, TaK M MOJH30Ba-
Tenel (FOpUINYEeCKUX U (PU3NYECKUX JIMIT) IO OOECTIEUEHHUIO TOCTYIA U OpPraHU3alliy UCIIONIb30-
BaHUsl JOKYMEHTOB I10 JUYHOMY cocTaBy. B coorBercTBUU € 1.3 cT.25 @3 -125 «O6 apXuBHOM
nene B Poccuiickoii denepanum»- apxuB OrpaHUUMUBAET JOCTYH MOJIb30BATENEH K apXUBHBIM Jie-
JaM U JOKYMEHTaMm, COAEp>KalllMM CBEACHUS O JIMYHOM M CEMEMHON TallHe TpakIaHWHA, €ro
YaCTHOM JKM3HHU, CBEJICHUS, CO3AA0IINE YTPO3Y IS ero 6e30MacHOCTH, B TE€UEHUH 75 JIeT CO JTHS
co3faHus JokymeHTa. [locie okoH4YaHMs 3TOTO MEpUoAa OrpaHUYEHHS Ha JOCTYIl CHUMAIOTCA.
HckntoueHnem SIBISAIOTCS Jejla U TOKYMEHTBI JIMYHOTO MPOUCXOXKACHUS, IEPEIaHHbIE B apXUB
Ha 0COOBIX YCIOBHSIX JocTyna K HUM. COOCTBEHHUK MMEET MTPaBO YCTAaHOBUTH CBOM CPOKH Orpa-
HUYEHUSI U YCIOBUS JOCTYIIA.

ApXHWB TPETOCTABISIET Jeia W JIOKYMEHTHI 0€3 OrpaHMYeHUN CaMOMy TPaXXIaHUHY -
CcyOBeKTy UH(OpPMAIIMH, €CITH ATO HE MPOTHBOPEUUT 3aKOHOAATEILCTBY PD (Hampumep, 3aKOHOM
«O rocynmapcTBeHHOH TaitHe», «O0 OMepaTUBHO-PO3BICKHOW JEATEIHLHOCTHY M JIp.) WU JIOBE-
PEHHOMY JIMIY TpakIaHuHA (TIpU MPEABSBICHUHN JOKYMEHTOB, YIOCTOBEPSIOMIUX JTHYHOCTD, J10-
BEPEHHOCTH, 0()OPMIICHHON B YCTAaHOBJIIEHHOM 3aKOHOM TOPSIKE).

[Tocne cmeptu rpakaaHvHa MPaBOM Ha JIOCTYN K apXUBHBIM JeliaM U JIOKYMEHTaM, CO-
JIepKaIlM CBEJICHUS O JIMYHON U CEMEHHOM TaliHe, ero YaCTHOW >KM3HU 00J1a1at0T HACIETHUKN
( oBEpEHHBIE JIMIla HACIEIHUKOB), €CJIHM 3TO HE IMPOTHUBOPEYUT 3aKOHOAATENbCTBY PD. Apxus
B3aUMOJICHCTBYET C HACIIEIHUKAMHU TNPHU HAIUYUKM CBHJETEIBCTBA O CMEPTHU IPaXkJIaHWHA U J0-
KYMEHTOB , TOJATBEPKIAIOIIMX UX MPABO Ha HACJIEJICTBO.
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Jis Opyrux KaTeropwil Iosib30BaTeneil HeoOXOIUMO MUCBMEHHOE HOTapUalbHO-
3aBepEHHOE pa3pellieHre IpakAaHUHA (€ro HacJleIHUKA WU JOBEPEHHOIO JHUIa), KOTOPOEe MO-
JKeT OBITh 3aIPOILICHO OpraHu3alMell , HAlPaBUBIIEH MOJIb30BATENS B apXUB, MOJIH30BATEIEM |,
€CJIM OH - YaCTHOE JIMIIO, UJIM apXHUBOM IO IMPOCKOE MOJIb30BaTeNsl. ApXHBY CJIEyeT BbIIaBaTh
MOJIL30BATENIO TOJIBKO TE eI M IOKYMEHTHI, KOTOpPhIE OyIyT YKa3aHbl B Pa3pelICHUH.

ApXHUB IperoCTaBIsET A0 OKOHYAHMS 75 JIET CO JHSA CO3JaHus JOKyMEHTa AapXUBHbIC
JleJla M IOKYMEHTBI, COJIEpXKAIIME CBEACHUA O JIMYHOW W CEMEWHOW TaillHEe Irpa)KJaHWHa, €ro
YaCTHOM KU3HU 110 MOTUBUPOBAHHOMY MMMCbMEHHOMY OOpAaIlleHUI0 COTPYAHUKAM OpraHHU3aIHii-
dongoobOpazoBareneii U UX NPUEMHHUKOB, OPTaHOB FOCYIAPCTBEHHOM BIIACTH, OPTaHOB MECTHOTO
CaMOYIIpaB-JIEHUs1, CyJJ0B, OPraHOB MPOKYPaTypbl, OPraHOB MPEABAPUTEIBHOTO CIEACTBUSA U J0-
3HAHMS B MPEIeNaX UCIOTHEHUS UIMH CBOUX CITY)KEOHBIX 005S3aHHOCTEH.

ApxuB 6€3 corjacoBaHus C TPaXJIaHUHOM (€ro HacleTHUKaMH) 00eCledrBaeT JOCTYII
MOJIB30BATENeH K JIeNiaM, COEePKalllMM OCHOBHBIE OHOTpaduuecKue JaHHBIC JIUIA: CBEICHHS O
JaTe U MECTe €ro poKJIeHHUs, CMEpPTH, O0pa30BaHHUM, CIYXKEOHBIX MOJKHOCTAX (€CIM 3TO He
MPOTUBOPEUYHUT (eepaIbHOMY 3aKOHOJATEILCTBY, HAmpuMmep, 3aKOHOM «(O rocynapCTBEHHOU
TaiiHe», «O0 OnepaTHBHO-PO3BICKHON NEATEIBHOCTH» M Jp. ), MOYETHBIX YYECHBIX 3BaHUSIX,
Harpajaax, BEIOOPHBIX JOHKHOCTSIX, 00 ONMyOJIMKOBAHHBIX PE3YJIbTaTaX TBOPYECKOW W HAYIHOU
JeATEIbHOCTH I'PaXkIaHUHA.

ApxuB 00ecriedyrBaeT JIOCTYI IMOJIH30BATEIS TOJBKO K TEM JOKYMEHTaM WJIH HH(OpMa-
[[UU, KOTOPbIE OTHOCSTCS K JIMILy B OTHOIIEHWH KOTOPOTO, ObLIO MOJYyYEHO paspelieHue O J0-
cryne. Ecnu B fene HaxoasiTCst TOKYMEHTBI, Co/ieprKaliue KOH(QUISHIIMaIbHbIE CBEICHUSI O He-
CKOJIbKMX JIMIaX, TO TaKUe JieJla Ha PYKH IOJIb30BATESIM HE BblAatoTcs. MHTepecyromas nojb-
30Bareis HHPOpPMAIUs MOXKET ObITh BbIJJaHA €My B BHJIC apXWUBHOW CIIPAaBKU WJIM KOIHHA JTOKY-
MEHTOB C U3BATHIMU M3 HUX KOH(MUICHIMAIBbHBIMHA CBEJICHUSIMU O APYrux nunax. Paspemnienue
Ha JIOCTYH BBIAAETCS PYKOBOAMTEIEM IrOCYAAPCTBEHHOTO0 apXMBa WIH JIULIOM, 00JIaJal0IIUM CO-
OTBETCTBYIOLIMMH MMOJTHOMOYHUSIMA B MHUCbMEHHOM BHJIE.

Takum oOpa3oM, OCHOBHBIE JOKYMEHTHI, COCTABIISIONINE HOPMATUBHYIO 0a3y apXHUBOB 110
JUYHOMY COCTAaBY, 3TO:

1. Tpynosoit konekc Poccuiickoit @eneparuu N 197-03 30 gexadps 2001 r. Bep-
CHsl C UBMEHEHUSIMU U JONOJIHEHUsIMU OT 29.06.2015.

2. ®enepanbHblil 3ak0H «O06 apxuBHOM jene B Poccuiickoit @eneparn» Nel25-03
ot 22 okts16ps 2004 r.
3. [TpaBuia opraHn3anuy XpaHeH!s, KOMIUIEKTOBAHNUS, YI€Ta M UCIIOIB30BaHMUS

nokyMeHToB ApxuBHoro ®onna Poccuiickoit @enepaniv U JpyTUX apXUBHBIX JTOKYMEHTOB B
rOCyJapCTBEHHBIX OpPraHax, OpraHaXx MECTHOI'O CaMOYIPABIICHHs U OpraHu3annax. Mocksa —
2015 .

4. [lepeueHpb TUMOBBIX YIPABICHUECKUX apXUBHBIX JOKYMEHTOB, 00pa3ylOIIUXCs B
IIPOLIECCE IEATEIBbHOCTH TOCYIaPCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CAMOYIIPABJICHUS U
OpraHu3aIyii, ¢ ykazaHueM CPOKOB XpaHeHHUs. 3apeructpupoBad MuHroctom Poccrun 8 cenTsi0-
ps 2010 r. Per.Ne 18380.

5. MeToanueckne peKOMEeHIaNH « DKCIEPTH3a IIEHHOCTH U 0TOOp B COCTaB Ap-
xuBHOTO oHaa Poccuiickoit denepannu JOKYMEHTOB 0 JIMYHOMY COCTaBY» MpoekT 2014 .

6. WNHcTpyKIus 1o 1emonporu3BOACTBY opranu3anuu. OQuH U3 pa3aeioB HHCTPYK-
LU MOXKET COJEPKATh MPABUJIA XPAHEHUSI IOKYMEHTOB I10 JINYUHOMY COCTaBY.

7. WNHCcTpyKIus 1o KaapoBOMY JEIIONPOU3BOCTBY OPTaHU3AIINH.

8. [Ipumepom nociyskat BIAEPKKH U3 HMHCTPYKIUHM 1O KaAPOBOMY JIEJIONPOU3BOI-

CTBY OJJHOTO By3a.

4. JOKYMEHTBI I10 YUETY KAJIPOB.

4.1. TpynoBasi KHWXKa paOOTHHKA — OCHOBHOW JOKYMEHT O TPYIOBOH AEATEIbHOCTU U
TPYAOBOM CTaxke paboTHHKA. TpynoBble KHUKKHU BEAYTCs B MOpsKe, npenycMoTpeHHoM «lIpa-
BUJIAMHU BEJICHUS M XPAaHCHHs TPYAOBBIX KHI)KEK, M3TOTOBJICHUS OJIAHKOB TPYIOBOM KHIKKU U
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oOecrieyeHUs MU paboToaTeNe», YTBepkKIEHHBIMU TocTaHOBIeHHeM IlpaButensctBa PO ot
16 ampenst 2003 1. N 225 (¢ m3menenusimu ot 6 despans 2004 r.)

4.2. JIuanoe n1esio — COBOKYIHOCTh JTOKYMEHTOB, COJEpIKAIMX MOJHBIC CBEIECHHS O pa-
OOTHUKE U €ro TPYAOBOIl AesTenbHOCTU. JIMUHbBIE Aena BeAyTCs C LeNbl0 KOHIIEHTpAIK Bceil
uHpopManuu 00 0AHOM pabOTHUKE B OTJEIFHOM KOMILIEKCE (I0Che).

4.2.1. JInunble nena BEAyTCs HA BCEX pAOOTHUKOB HHCTUTYTA.

4.2.2. JInunoe neno odopmisieTcst mocie u3AaHus NpuKasza o mpueme Ha padory, popmu-
pyeTcsi B TeUEHHE BCETO CPOKa pabOoThl paOOTHHUKA U JOMOIHSIETCS JOKYMEHTaMH, XapaKTepu3y-
IOLUMHU TPYJOBYIO NESATEIBHOCTD.

4.2.3. JIuunbie aena paOOTHUKOB XPaHATCS 75 JET, pyKOBOJIUTEICH OpraHU3allMA — I10-
CTOSIHHO.

4.2.4. JIuunHble aena XpaHATCcs B YIPaBICHUHM KaK JOKYMEHTBI CTPOTOM OTYETHOCTH. OT-
BETCTBEHHOCTD 3a XPaHEHUE JIMYHBIX JI€J] BO3JIAraeTCcsi Ha OTBETCTBEHHOIO 3a BEJIEHUE KaJIpOBO-
r'0 JIeJIONPOU3BOJICTBA pAaOOTHUKA Y IPaBICHUSI.

4.3. XKXypHansl (KHUTH) ydyeTa — JOKYMEHTUPOBAHHE OCHOBHBIX OIEPALMi MO JIBUKEHUIO
JUYHOTO cocTaBa. K ydeTHBIM JOKyMEHTaM OTHOCSATCS:

nuaHbIe KapTouku ¢.T-2;

KypHAJI PETUCTPALIMU TPUKA30B 110 JUYHOMY COCTaBY;

KypHaJl PETUCTPALIUU TPYIOBBIX JOrOBOPOB;

KypHAaJl PETUCTPALIUU JIUCTKOB

HETPYAOCIIOCOOHOCTH;

TPYIOBBIE KHUKKU PAOOTHHUKOB;

KHMIa y4eTa JBUKEHUS TPYIOBBIX KHUKEK U BKJIAAbIIIEH K HUM.

6. ITIOPAIOK ITOAIOTOBKU U ITEPEJAYN JJEJI HA XPAHEHUWE B APXNB NH-
CTUTYTA

6.1. [lng onpeneneHus: EHHOCTH KaJpPOBBIX JIOKYMEHTOB C LI€JbI0 0TOOpa MX Ha XpaHe-
HUE B apXWB MHCTUTYTA U YCTAHOBJICHMSI CPOKOB XpaHEHUS MPOBOJIUTCS IKCIEPTU3A IIEHHOCTH
JIOKYMEHTOB.

OT60p KagpOBBIX JTOKYMEHTOB JJIsl IOCTOSSHHOTO XpaHEHHS MPOBOIUTCS Ha OCHOBAaHUU
nepequﬁ JOKYMCHTOB C YKa3aHHUEM CPOKOB UX XPAHCHUA U HOMCHKJIATYPBI ACI ITYTEM IOJIMCT-
HOTO IPOCMOTpa JIed.

Ilo pe3yibTaTaM SKCICPTU3BI HEHHOCTH JOKYMCHTOB COCTABJIAIOTCA OIMUCHU ACIT IMOCTOSAH-
HOTO, BPEMEHHOTO XpaHEHHs U M0 JTUYHOMY COCTaBy, a TAK)K€ aKThl O BBIJCIEHUU e K YHHU-
YTOKECHHIO.

6.2. Ha 3aBepiiieHHbIe JieTia MOCTOSTHHOTO, BPEMEHHOTO XPaHeHHsI U TI0 TUYHOMY COCTaBY,
nmpomeamune 3KCICPTU3y HCHHOCTH, O(bOpMJ'IeHHI)Ie B COOTBECTCTBHUU C HACTOSAIIUMU Tpe6OBaHI/I-
SIMH, €KET'0JTHO COCTABJISIFOTCS OTTUCH.

[Ipu cocraBieHnu OnucH e COONMIOAAIOTCS CASAYIOINE TPEOOBAHUS:

3aroJIOBKU €Nl BHOCATCS B OMUCH B COOTBETCTBUU C MPUHATON CXeMOW CHCTeMaTH3allud
Ha OCHOBE HOMEHKJIATYPHhI JIET;

rpadbl OMUCHU 3aNOTHSIOTCS B TOYHOM COOTBETCTBUHU C TEMU CBEACHUSMHU, KOTOPHIC BbI-
HECEHBI Ha O0JIOKKY Jiea.

Omnucu 1ei CoOCTaBIAIOTCS 10 YCTAaHOBIEHHOU (pOopMe B TpeX IK3eMILIsApax.

7. OCOBEHHOCTHU O®OPMIJIEHMA JOKYMEHTOB I10 OTJAEJIBHBIM KA/IPO-
BbIM ®YHKIUAM
7.1. IIpuem Ha paboty
7.1.1. JokymMeHThI, HEOOXO0UMBIE TpU 0HOPMIICHUH ITprUeMa Ha paboTy
7.1.1.1. IlepeyeHb TOKYMEHTOB, CO3/1aBAEMBbIX OT/IEJIOM KaJPOB:
- TPYZOBOM JOTOBOP
- IpUKa3 O mpuemMe paboTHUKA Ha paboTy
- muuHast kapTouka (popma Ne T-2)
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- INYHOE JIEJI0
- IUCbMO-CBEJICHHS O TpaXkJaHUHE, MOAJIEKAIEM BOMHCKOMY Y4YEeTy U HMPUHATUU
€ro Ha paboTy (A7 UL, OUIeKAIUX BOMHCKOMY YUETY).

7.1.3.8. B Teduenue Ttpex paboumx JHEW CO AHS MpHeMa Ha padoTy CIEHUANIHCT MO Kaj-

paM opOpPMIISIET JTMYHOE /IO paOOTHHKA.

B cocTaB mu4HOTO Je51a BXOIAT CIEAYIOMUE JOKYMEHTHI:

- BHYTPCHHSS OIUCH JIOKYMEHTOB JIeJia

- TMYHBIN JIMCTOK IO y4YETy KaapoB ¢ ¢ororpadueit

- apToOuorpadus

- BBINKACKA U3 PEIICHHUsI YUCHOTO COBETA O HA3HAYCHUU Ha JOJDKHOCTH IO PE3yIIbTa-
TaM KOHKYpPCHOTO 0TOOpa WJIM BBIOOPOB (11 HAYYHO-TIEIarOTHYECKUX PAOOTHHUKOB)

- KOIUS TIPHUKa3a o MpueMe Ha padoTy

- KOIIUU JTOKYMEHTOB 00 00pa3oBaHUU

- TPyZIOBOM JOTOBOP

B Teuenue Bcero mepuoma pabOThI B JIMYHOE JIeJIO PAOOTHUKA BHOCSATCS KOIHUU
MIPUKA30B O MIEPEBOAX, MEPEMEIICHUSX, KOIIMA JOKYMEHTOB O CMEHE (DaMUJINH, O IMOBBIIICHUN
KBaJTM(HUKAIIMU U TIP.

PA3JEJ 2. OTBOP U O®OPMJIEHHE AEJI, COAEPKAIIUX JOKYMEHTDI
I10 INYHOMY COCTABY JIA JOJITOBPEMEHHOI'O XPAHEHHUA

Tema 1. Dxcnepmu3za yeHHoCmu 00OKyMeHmMO8 NO TUUHOMY COCABY

[To ucreueHnn 0THOTO TO/A MOCIIE 3aBepIICHUS] JOPMHUPOBAHUS JIEN B JCIONPOU3BOICTBE
MPOBOAMTCS PabOTa MO WX MOATOTOBKE K Tepeavye Ha XpaHEHUE B apXUB yUpexkaeHUs. B cooT-
BeTcTBUU C «[IpaBuiamMu opraHu3aluu XpaHEHHs, KOMIIEKTOBAHUS, Y4€Ta U UCIOJIb30BaHUS
JIOKYMEHTOB apXWBHOTO (DOHIA POCCUICKON (eaepaliuu W JIPYrHX apXHUBHBIX JOKYMEHTOB B
TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYMpaBICHUS M OpPraHH3alUsix» OT
07.09.2015 r. B apXHB MOCTYNAIOT JOKYMEHTHI, B TOM YHCJIE 1O JIMYHOMY COCTaBYy, HE MO3/IHEE
4yeM 4yepe3 TPH rojia mociie 3aBepiieHus ux GopMUpoBaHUS B 1€JIOPOU3BOJICTBE.

Jlena mepenaroTcs B apXUB B YIOPSIOYCHHOM COCTOSHHUH IO CIAaTOYHOHN omwmcH. J[oky-
MEHTBI M0 JIMYHOMY COCTaBY BBIACISAIOTCS B OTACIBHYIO TPYIIY, CUCTEMATU3UPYIOTCA 000C00-
JICHHO W BKJTIOYAIOTCS B CAMOCTOSTEIBHYIO OIHUCH.

[ToaroroBka MTOKYMEHTOB K JJIUTEIHHOMY XPaHEHHUIO BKIIIOUAET B CeOs:

1. MIPOBEJICHUE IKCIIEPTU3bI [ICHHOCTH JJOKYMEHTOB;

2. odopmienue e,

3. COCTaBJICHHE OMKCEH W HAy4YHO-CIPABOYHOTO ammapara K HUM (yKaszaTellew,
OTJIaBJICHUH).

[Tpu mpoBeeHUH 3KCIEPTU3BI IIEHHOCTH JTJOKYMEHTOB B KaJpPOBOM CITY:KOE MPOBOIMTCS
0TOOp 11 C JONTOBPEMEHHBIM CPOKOM XpaHeHHs (cBbiie 10 neT) Ans mepeaadd B apxXuB yupe-
KACHUS, BRIACICHUEC K YHUYTOXCHUIO TOKYMCHTOB, CPOKHU XPaHCHUA KOTOPBIX UCTCKIIHA.

OT60p MOKYMEHTOB AJIs JAJIbHEUIIEr0 XpaHeHHs MPOMCXOAUT MyTeM MPOBEICHUS TI0-
JMCTHOTO TIpocMoTpa nen. He momyckaercss mpoBeneHHe SKCIEePTHU3bl EHHOCTH TOKYMEHTOB
TOJIBKO TIO 3aroJIOBKaM Ha 00J0XKKax fen. [Ipu 5ToM U3 e’ U3bIMAIOTCs JTUIIHUE KOTTHU YK3EM-
TJISIPOB IOKYMEHTOB WJIM JOKYMEHTBHI, HE OTHOCSIIHUECS K BOMPOCaM, MO KOTOPBIM ObLTO chop-
MHUPOBAHO JI€JI0; YUUTHIBACTCS MPABIIIBHOCTH O(DOPMIICHUS TOKYMEHTOB.

OdopmiteHne aen mpeaycMaTpUBaeT CUCTEMAaTH3AIMI0 JOKYMEHTOB B JieJie, TIOAIIUBKY
HJIK MECPCIUICT AcCJIa, HyMCpALlUIO JIUCTOB ACJId, COCTABJICHUC JINCTA-3aBCPUTCIIA [CJIa, COCTaBJIC-
HUe (B HEOOXOAMMBIX CIydasix) BHyTPEHHEH OMUCH JOKYMEHTOB.

JIOKyMEHTBI B J€lIax, COACPKAILIUX IPUKa3bl, PACIOPSIKEHU 110 JUYHOMY COCTaBy, IIe-
PECUCTEMATU3UPYIOTCS B XPOHOJIOTHYECKOM TIOCIIeIOBATEILHOCTH: B HaYae Jieia JOJDKHBI pac-
noJjaraTbCs MpUKassl (pacropsHKeHUs) 3a sTHBaph, IOTOM 3a (heBpajib U T. 1.
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AHaJIOFI/I‘-IHO, 10 XpOHOHOI‘I/I‘-IeCKOMy HpI/IHI_II/IHy HpOBOZ[I/ITCSI cucreMaTrmni3anuia [[OKYMCH-
TOB B JIeJIaX, COJCPIKAIIMX aKThl O HECUYACTHBIX CIIyYasiX, MPOTOKOJIBI 3acelaHuil KOMUCCHH, J10-
KYMEHTBI O MPEJICTaBICHUH K HAarpaXXJICHHUIO, TPYOBBIC JOTOBOPHI (COTIIALICHHUS), TapUPUKaIU-
OHHBIE BEJIOMOCTH, TaOCIH M HAPSIbl pAOOTHUKOB BPEIHBIX MPO(ECCHH.

HOI[H_II/IBKa C(I)OpMI/IpOBaHHLIX pi(SA) | HpOI/I3BOI[I/ITC$I TOJIBKO ITIOCJIC 3aBepmeHH;1 BKCHepTI/I-
3Bl IIEHHOCTH JJOKYMEHTOB. JIOKYMEHTHI Jiejia TOIIITMBAIOTCS, TICPEIICTAIOTCS B YEThIPE MPOKOJIa
CypOBBIMI/I HUTKaMU. HpI/I 3TOM, yLII/ITbIBaﬁ HNHTCHCUBHOCTBb HCIIOJIB30BaHUA I[OKyMeHTOB 10
JUYHOMY COCTaBY IO COLMAJILHO-TIPABOBBIM 3alIPOCaM TPakJiaH M YUPEKJICHUU, TIPU BBIMOJIHE-
HUU MEPEIUICTHBIX pa0oT, MOAIIMBKE JIEN CJIEAYeT MCIOJb30BaTh KAPTOH BBICOKOTO KA4ecTBa,
HUMEIOIIUI MMOBBIMIEHHYIO MIOTHOCTh. JIOKYMEHTBI MOIIMBAOTCS, MEPEILICTAIOTCS TaK, YTOOBI
OBLI0 00€ecIIeueHO CBOOOIHOE UTEHNE TEKCTA.

[lepenaya e 1Mo JIMYHOMY COCTaBY B apXHMB OCYIIECTBIISCTCS TOJIBKO IO onucsaM. [Ipuem
KQXKOT0 JIea MPOU3BOAUTCS PAOOTHIUKOM apXuBa (JIUI[OM, OTBETCTBEHHBIM 32 apXHBHOE XpaHe-
HUE) B MPUCYTCTBHH COTPYAHHUKA KaJpOBOM CIIyXObI. [Ipu 3TOM Ha 00EHMX K3EMILISIpax OMHCU
ICJI ITIOCTOAHHOI'O U JJIUTCIIBHOTO XpaHeHI/ISI, caaBa€MbIX B apXI/IB, aeJracTcia COOTBCTCTBYIOH_IEUI
orMeTka. [{udpamu 1 IpOMKCHIO B KOHIIE KAXKIOTO 3K3EMILISPA OIMCH YKa3bIBACTCS KOJIHMUYECTBO
(haKTUYECKU PUHSTHIX B apXUB JIEJI, HOMEPA OTCYTCTBYIOIIUX JIET, JIaTa prueMa-rnepeaadn ael,
a TaKKe MOAMKUCH IPUHUMAIONIUX U MEPEIAONINX JIOHKHOCTHBIX JIUIL.

[Ipn HamU4MKM B JTUYHOM JieJie HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (YIOCTOBEpE-
HUH, CBHIIETEILCTB, TPYJIOBbIX KHIKEK, BOCHHBIX OWJIETOB W T.II.) OHHU BKJIJIBIBAIOTCS B KOH-
BEPT, KOTOPBII BMECTE C IPYTHUMH JTOKYMEHTAMH ITOJUIMBAETCS B JEIO.

B Hauane kaxmoro jena BKJIAJbIBACTCS YHCTBIA JMCT Oymaru, B KOHIIE — JIUCT-
3aBEPUTEINh 110 YCTAHOBIICHHOH (opme.

B nucre-3aBeputene nuppamMu M MPOMUCHIO YKA3bIBACTCS KOJMYECTBO MPOHYMEPOBAH-
HBIX JIUCTOB B ACJIC, HAJIUYHUEC HpOHyHIeHHI)IX n HI/ITepHBIX HOMepOB, KOJINYCCTBO JIMCTOB BHYT-
peHHel onucu Aena. He gomyckaeTcsi BeIHECEHHE 3aBEPUTENBHON HAIUCU Ha OOOPOTHYIO CTO-
POHY TIOCJICTHETO JOKYMEHTA Jiejila HITH Ha 00JIOKKY Jena.

[Tocne uncToro naucTa B Hayajo jefna MOANIMBACTCS BHYTPEHHSS ONMUCh JOKYMEHTOB Je-
7a. BHyTpeHHSs ONUCh COCTaBISAETCs K IMYHBIM JIeaM 10 YCTaHOBJIEHHOW Gopme. BHyTpeHHss
OTHCh COCTABJISAETCS AJI y4eTa JOKYMEHTOB Jieia, COJIEPKUT CBEJICHUS O MOPSIKOBBIX HOMEpax
JIOKYMEHTOB JieJla, X HMHJEKCaxX, JaTaX, 3arojoBKax W HOMEpax JIMCTOB jena. K BHyTpeHHEH
OTIHMCH COCTABIISIETCS UTOTOBAs 3alKCh, B KOTOPOH YKa3bIBAIOTCS HU(paMU U MPOMUCKHIO KOJTHYe-
CTBO BKIJIFOUCHHBIX B HCC I[OKYMGHTOB U KOJINYCCTBO JIUCTOB BHYTpCHHef/'I OIINUCH. BHYTpCHHHH
OTIHCH MOJAMUCHIBAETCS €€ COCTABUTEIIEM, YKa3bIBACTCS JOHKHOCTh COCTABUTENS U paciindpoBka
IIOAIINCH.

N3meHneHus coctaBa JOKYMEHTOB JIMYHOTO Jiena (M3bATHE, BKIIOYEHHE JOKYMEHTOB, 3a-
MeHa WX KOIMUSAMHU U T.I.) 3aHOCATCS B rpady «[IpuMedaHue» cO CChUIKAMH Ha COOTBETCTBYIO-
M€ JOKYMEHTHI, HA OCHOBaHHH KOTOPBIX MPOU3OIILIO U3bATHE, TOTOJHEHHE, 3aMEeHa KOMUIMHU
" T.II. B cnyqae 3HAYUTCIBbHBIX I/I3MeHeHI/II\/II B COCTaBC JIMYHOI'O acj1a, UTOroBas 3aIllMCh K BHYT-
pPEHHEH OMHCH JIeNa U 3aBepUTelibHas HAAMMKCH JIeNia IEPECOCTABIISIOTCS.

PaccmoTpuM, Kak mpoxoauT mepenada el B apXWMB OpraHusanuu. B mepByro ouepenb
BO3HHUKAET JIBa BOMPOCA — KaKUe JOKYMEHTBI TPeOyeTCsl MOATOTOBUTH U 32 KaKKe TOIbI.

Kakue xaTteropun 10KyMeHTOB nepeAaroT B apxuB. OObIUHO B apXUB OpraHU3alMH CIAIOT
JIOKYMEHTHI TIOCTOSTHHOTO XpaHeHUs U BpeMeHHoro > 10 et xpaHneHusi. B mocneanem ciyuae,
MPEKIEC BCEro, UMEIOT B BHTY JIeJIa TI0 TUIHOMY COCTaBYy.

Hena < 10 net xpaHeHus OOBIYHO B apXWB HE IMOMANAI0T, OHU OCTAIOTCA B OTAeNnax (Tnae
OHM 3aBE€/ICHBI) 10 MOMEHTA UCTEUEHHSI CPOKOB UX XPAHEHUS U YTpaThl MPAKTUYECKOI HaJ00HO-
ctu. Ho Bce ke B OTHENBbHBIX CillydasX [0 PELICHUIO PYKOBOJCTBA JIOIIYCKAeTCs IEpelaBaTh U
TaKHe JieJia B apXuB (HAIIpUMep, HET MeCTa JIJIsl XpaHEHUs B OT/IeNe). 3aTeM MOXKHO Oy/IeT cocTa-
BUTH aKT HA yHI/I‘-ITO)KeHI/Ie ,Z[OKYMGHTOB C BpeMeHHI:IMI/I CpOKaMI/I XpaHeHI/IH.

3a Kakue roJbl Jela MoIeKar rnepeaade B apxuB. CorjacHO MpaBUiIaM JTIOKYMEHTHI Cla-
4yc B apXI/IB IMoJJICXKaT HE IMO3JHCC 3-X JICT I1OCJIC 3aBepH_ICHI/ISI HUX B ,Z[GJIOHpOI/IBBOI[CTBe. MO)KHO
oopMUTH Tepeavy Jell B apXuB M yepe3 roj. Ho criibHO paHO HEe parMoHaIbHO, TIOTOMY YTO
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«CBEXHE» MOKYMEHTHI MOTYT MOHAOWTHCS B TEKYIEM AENONpon3BoAcTBe. M3-3a sToro Oymer
MHOTO CYeTbl, 4YTOOBI 3aIpalIuBaTh UX U3 apXUBA.

I'paduk mpuema-niepenaun aen. B cOOTBETCTBUU ¢ CYIIECTBYIOIUMU TPEOOBAHUSIMU TIe-
penaya Jen B apXUB JOJDKHA MPOMCXOAUTH MO Tpaduky. ITOT rpaduK COCTABISIETCS B IMPOU3-
BOJILHOW (hopMe, U3 KOTOPOTO MOXKHO MOHSTh, KAKOEe CTPYKTYPHOE IMopa3ieieHue (MOXKHO aa-
K€ yKa3aTh KOHKPETHOI'O MCIIOJIHUTENS) U Korja OyleT OCYIIEeCTBISATh Mepeaayy JOKYMEHTOB B
apXuB.

Cpoxk npuemMa-tiepeaauu Jiydiie ykassiBaTh He 15.10.2014, a B 6osee mMMPOKOM BapUaHTE
— OKTA0ph. BO3MOKHO, UMEHHO 15 OKTSAOpS CIIy4HUTCS KPH3UC, @ TaK y Bac OyIeT BPEMEHHOE
MIPOCTPAHCTBO JJIsl MaHEBPA.

I'paduk cocTaBisieT OTBETCTBEHHBIN 32 apXHB, COTIACOBHIBACT €0 ¢ HAYAbHUKAMH OT-
JIEJIOB, KOTOPBIM MPEACTOUT Iepeadya JOKYMEHTOB. 3aTeM rpaduk yTBepkaaeT PYKOBOIUTEIh
opranuzanuu. Vnu 10omycTUMO ero yTBEp)KICHHE PYKOBOIUTENEM CIYXKObI JEIONPOU3BOJICTBA,
B COCTaB KOTOPOU OOBIYHO BXOJIUT apXHB.

[Topsimok mepenauu nen B apxuB. B pe3ysnbpTaTe NpoBEACHHOM IKCIEPTU3BI LIGHHOCTH J10-
KYMEHTOB OTOOpaHHbIE [UIsl IpUeMa-Tiepeaun Jieja HeoOX0IUMO BKIIOYUTHh B YCTAHOBJICHHOMN
(GOpMBI CTATOYHYIO ONTUCH (€€ 00pa3er] HempeMeHHO OyIeT najee).

[To HOoMeHKIIaType Jen HeoOXOJUMO HAMETUTH Jieda MOCTOSHHOTO U JOJITOBPEMEHHOTO
XpaHeHus (B TOM YHUCJE M0 JJUYHOMY COCTaBYy) M BHECTH B TpapviKk CBEACHHUS O CPOKAX M ydacT-
HUKax Mepeaadn JOKYMEHTOB B apXUB (3apaHee Ha MPEICTOAIIUN TO/).

Ve BO BpeMs MOJTOTOBKH JIe K Mepeaadye B apXuB HE 3a0yAbTe MOMHTEPECOBATHCS Y
UCIIOJTHUTENIEH O HAIMYUM B OTJAENE IPYrHX JelN JAaHHBIX Kareropuil. Tak Kak OHM MOTJIHU 3aBe-
CTH JIOTIOJIHUTENIFHBIC JIefla B TEYCHUE T0/1a U Jake He MPOMH(POPMUPOBATH CIIY>KOY JeONpOon3-
BOJICTBA 00 3TOM (IMIOATOMY MX U HET B HOMEHKJAType). Takue Jena ToXe HaJlo BKIYaTh B Clla-
TOYHYIO OIHUChH.

Ecnu oGHapyxuBaeTcs OTCYTCTBHME KaKOTO-TMOO Jiena, TO CIyx0a JeIomnpou3BOACTBA
HMMeEET MPaBo 3aMPOCHUTH CIPABKY O MIPUYHHAX.

Tema 2. Ilepedoaua den na 001208pemeHHOe XpAHEHUE U ONbINL APXUBOE MO padome ¢

OOKYMEHmMamu no TUYHOMY COCAgy

B apxuBax opraHuzanuii JOKyMEHTBI XPaHATCS B TEUCHHUE OMPEICTICHHBIX CPOKOB, IMOCTIE
Yero OHU JIOJIKHBI OBITH MEPEAaHbI Ha TOCYIaPCTBEHHOE XPaHEHHE B TOCYJapCTBEHHbBIE U MYHH-
LUIaJIbHbIE apXuBbl. DeepabHBIM 3aKOHOIATEILCTBOM OIPEAENICHBI IIPEIeIbHbIE CPOKU Xpa-
HEHUS JOKYMEHTOB, BKJIIFOUCHHBIX B YCTAaHOBJICHHOM TOPsIKE B cocTaB ApxuBHoro ¢ouaa Poc-
curickoit denepanuu:

. JIOKYMEHTOB 110 IMYHOMY COCTaBY, 3alIMCEN HOTapUAJIbHBIX JIEUCTBUI, MOX0351ii-

CTBCHHBIX KHUI' U KaCAOMUXCA ITPUBATU3AIUN KUJTUITHOT'O (I)OH,Z[a AOKYMCHTOB — 75 JCT,

. IIPOEKTHOM TOKYMEHTALUH 10 KAIIUTATBHOMY CTPOUTENBLCTBY — 20 JIET;

. TEXHOJIOTMYECKON U KOHCTPYKTOPCKOM nokyMeHTannuu — 20 Jer;

. NaTeHTOB Ha U300peTeHHE, MOJIE3HYIO MO/IENb, IPOMBILIEHHBIN 00pazer; — 20
JIET:

o HAay4YHOH JOKyMEHTaIuu — 15 jeT;

. KHHO- ¥ ()OTOJIOKYMEHTOB — 5 JIET;

. BUICO- U (OTOTOKYMEHTOB — 3 To/a.
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B ciayyae nukBMIanuu OpraHu3alMH, JOKYMEHTBI IIOCTOSIHHOTO CPOKA XPaHEHUS U IO
JMYHOMY COCTaBY IEpPEAAIOTCS B FOCYAApCTBEHHBINM (MyHULIMIIANBHBIN) apxuB. s Herocyaap-
CTBEHHBIX OpraHM3aluii, 4YacTh JOKYMEHTOB KOTOPBIX OTHECEHa K COCTaBy APXUBHOrO (oHIA
Poccuiickoit @eaepanun, A1 TaKOH Mepeiadd HEOOXO0IUMO 3aKIIFOUEHHE JOTOBOPA C YUPEK/Ie-
HUeM cucTeMbl DenepanbHON apXuBHOM cykO0bl Poccuu. Ecnu opranmu3anus CBOEBpeMEHHO He
3aKJIF0YMIIA JOTOBOP C apXMBOM, TO B 3TOM CJlydae rocyAapCTBEHHBIM (MyHUIMNIAIbHBIN) apXUB
00s13aH MPHUHATH HA XPAaHEHUE TOJIBKO JOKYMEHTHI TI0 JIMYHOMY COCTaBY paOOTHHUKOB OpraHM3a-
nuu. MecTo XpaHeHus! OCTAIBHBIX JOKYMEHTOB ONPEIENATCA IIPeIceaaTeleM JIMKBUIaluOHHON
KOMHCCHH WM KOHKYPCHBIM YIPABIISIOIIUM.

OnpIT paGoThbl AapXHUBOB 110 JIMYHOMY COCTaABY

MyHununagbHoe OI0KETHOE YUpexkIeHne 3aBEeTUHCKUN apXUB JOKYMEHTOB I10 JIUYHO-
My cocTaBy ObLT co3zaH B 1992 roxy. OcHOBHOM 3a/1a4ell apXxUBa JIOKYMEHTOB 110 JIMYHOMY CO-
CTaBy SIBJISIETCSI XPAHEHUE U UCIIOJIB30BAHKUE JIOKYMEHTOB JINKBUAUPOBAHHBIX U PEOPTaHNU30BaH-
HBIX YYPEXKJEHUM, OpraHu3anuil, NpeanpusaTuii 3aBeTUHCKOTO paiioHa, He UMEIOLIUX MpaBoIpe-
€MHHUKa WIM HaJUIeKAIUX yCIOBUM XpaHeHUs. B apXuB npuHUMAIOTCS JOKYMEHTBI, IO KOTOPhIM
yCTaHaBJIMBACTCS CTaXX M pa3Mep 3apaboTka paOOTHHKa JaHHOM opraHu3anuu (MpHKasbl, pac-
YeTHO-TUIaTE)XHbIE BEJIOMOCTH I10 3apIiiare).

B HacTosiiee Bpemsi B apXHMBE XpaHATCS JOKYMEHTbl 58 opranuzanuil (46 w3 HHUX -
JUKBUIMpPOBaHHbIE) 3a nepuoi ¢ 1943 mo 2013 roasl. 3anpockl B apXUB MPUHUMAIOTCS MHUCH-
MEHHO, YCTHO, IO Tene(oHy, M0 IEKTPOHHOU moure. B 3ampoce (3asBieHUMN) yKa3bIBAIOTCS:

q)aMI/IJ'II/I}I, UM, OTUCCTBO 3adBUTCIIA, 'O U MECTO €TI0 POXKACHUA, aApeC MECTa JKUTCIILCTBA,

IpaXKAaHCTBO.
Cgenenus o coctaBe u 0obeme GonyioB Ha 01.01.2014 rona
OO01ee KoanAue-
CTBO €IMHUII XPAHEHHS B
N Ne HazBanue donna [locTynuio BoI- domze na 01.01.2006 . [Ipumeuanue
n/n ¢donma 66110
len IConbt Jlen [[oxer [len ["onb1
1 2 3 4 5 6 7 3 9 10
1. 1. [|PailioHHOE  TPOU3BOJCTBEHHOE 123 1943-1991
yripaByieHHe OBITOBOIO  00CITY-
DKHBaHHS HACEIICHHS
1. 2. PaBeruHCKHI palOHHBIN MHIIE- 9 1944-1950
KOMOWHAT
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3. Aptens «PemMOBIT» 9 |1944-1956

4, 3aBeTHHCKAs PaKOHTOPA] 33 |1949-1963
[10 3aTOTOBKAaM M OTKOPMY CKOTa

5. Komnxo3 «Ilytes k KOMMY- 25 |1951-1957
HI3MY» M €0 MpPeANIeCTBEHHUKH

0. CoBx03 «DpyH3eHCKHUI» 22 [1982-1986

7. Konxo3 um. Kuposa u ero 9 |1947-1957
[IpeAIIeCTBeHHUKH

8. Komxo3 «Ilobema» u ero| 56 [1947-1957
[IpeAIIeCTBeHHUKH

0. [IpousBoacTBeHHOE 97 [1957-2006
yIIpaBJICHHE JKUITAIITHO-
|koMMyHanBHOrO X035HCTBA

10. 3aBeTHHCKUI ¢bunuan 125 [1963-2000
3SUMOBHUKOBCKOTO MIPOU3BO/I
CTBEHHOTO OOBEAMHEHUS aBTO-
[MoGunBHOTO TpaHcopTa

11. 3aBeTUHCKAsT  I[EHTPAJIb-| 415 |1943-2008
Hast pailoHHAast OOJBHUIIA

12. 3aBETHHCKAS MEKXO3SH- 132 {1970-2003
CTBEHHAs CTPOUTEIIbHASI OPraHuU-
arus

13. TOO  «3aBeTHHCKarpo- 172 [1965-1995
[pEMTEXIIPE»

14. Konxo3 «3aBetst Wnbu- 182 |1943-1957
qay

15. 2-51 3aBeTuHCKass MTC 52 |1952-1957

16. Konxo3 «Ilyte Ctanuna» 74 1951-1957

17. Komaxo3 «Bmacte CoBe- 45 [1953-1957
TOB»
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18. Konxo3 um. Jlenuna 133 [1943-1957

19. Kuukunckas MTC 44 1953-1957

20. BueBemoMcTBeHHAS 3 [1986-1991
oXpaHa

21. 3aBeTHHCKUI OTHea 00- 7 ]1987-1995
TAaCTHOTO TOJIOBHOTO MPOEKTHOA|
[MPOU3BOJCTBCHHOTO  apXUTCK-
TYpPHO-IUIAHKPOBOYHOTO OIOPO

22. AOOT «3aBeTHHCKArpo-| 46 [1988-1999
[IpOMTpaHC»

23. 3aBETHHCKHI MaclI03aBO/I 35 [1943-1996

24. CaBassHCKHUI CEJIbCKHUN - -
coBeT

25. 1-s1 3aBeTunckas MTC 64 |1944-1957

26. Konxo3 wum.CramuHa u 23 [1949-1957
€ro npeaieCTBeHHUKH

27. Konxo3 «Poauna 59 |1949-1957

28. YupexxaeHus — CHUCTEMBb] 98 [1946-2007
CeNTbCKOro X03siCTBa

29. Konxo3 «KpacHoe 3HaMsD» 15 1953-1956

30. Otnmen HapomnHoro o6pa-]200 [2005- 985 [1943-2010
3OBaHUS 2010

31. OTmen CenbCKOTo XO3sIi- 25 [1946-1953
cTBa

32. DUHAHCOBEIH OTAEN 119 [1943-2009

33. AOOT «3aBeTuHCKarpo- 38 [1980-1998

XUMCCPBUCH
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34, LenTp rocynapcTBeHHOTO 39 |1991-2005
CaHUTapHO-
OIUAEMHUOIOTHYECKOTO  Haa30pa
B 3aBETHHCKOM paiioHe

35. 3aBeTHHCKUH paiOHHBIH 5 [1982-1992
y1eOHO-KypCcoBOi KOMOMHAT

36. PemonTuHCKast paiioHHasm| 17 [1944-1963
KOHTOpa MO 3aroTOBKaM H OT-
KOpMY CKOTa

37. OTzen cenbeKoro M Kol 10 [1946-1956
XO3HOTO CTPOMTEILCTBA

38. 3aBeTHHCKAsT  JTOPOIKHO-] 33 |1995-2008
CTpOUTENbHAS nepeIBIKHAS
|MexanuzupoBanuas xogoHHA

39, 3aBeTHHCKOE  PallOHHOE 24 [1965-1998
otaenenue «Coro3neyars

40. OTaea XJI0NKOBOACTBA 4 [1950-1952

41. 3aBETHHCKOE OT/IEICHUE 10 [1988-1997
Arporrpom6anka CCCP

42. 3aBeTHHCKAs cenbckasid 2010- 140 |1943-2011
QIMUHHUCTPAIHS 2011

43. TOO  «3aBeTHHCKArpoO- 20 1982-1995
[IPOMYHEPro»

44. MusiepoBCKUit  IpUeM- 7 ]1995-2000
HBI TTYHKT IIEPCTH

45, Xo3zsificTBeHHas AcCCOIH- 16 |1991-2005
arust «KupnuuHbiil 3aBoa»

46. PaiioHHast ~ HHCIIEKTYpA| 14 1943-1986
[occratuCTUKM  3aBETHHCKOTO|
[paiioHa

47. 3aBeTHHCKAS JIECOMEIIHO-] 116 |1950-2002
[paTHUBHAS CTAHIUSI

48, WHcnekuuss 1o 3akymnke 2 |1961-1962

CebX03MPOAYKTOB
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4 49, 3aBeTHHCKAs TUMIOTrpadus] 19 [1965-1998

INo 41
4 50. MY «Penakius paifoHHOA 9 [1992-2006
rO paguoy
5 51. CIIK «CaBus» 532 [1943-2007
5 52. Wucnekuuss ~ MUHHCTEpA 30 |1990-2002

ctBa PO mo nanmoram u cOopawm|
Mo 3aBeTHHCKOMY paiioHy Po-

CTOBCKO# 001acTu

5 53. 3aBETHHCKUIA  MOYTaMT] 100 |1944-2005
Yrpasnenus denepanbHoil moy-
TOBOW CBs3UM PocToBCKoOi 00a-
ctn — ¢mmana deneparbHOTO
TOCYJapCTBCHHOTO YHHTapHOTO

pennpusatus «Iloura Poccun»

5 55. CoBxo03 «PomnHa»

5 56. CIIK «®omun» 474 [1957-2012

5 57. Koormeparus «Turan» 2 |1997-2001
HUroro 2005- 4897 [1943-2011

04 |2011

ApxuB B cBO€l paboTe pyKOBOJICTBYETCS CIEAYIOIIUM OJI0KEHUEM.
[TOJIOXKEHUE
0 3aBETHHCKOM MYHHITUTIATFHOM apXUBE JOKYMEHTOB IO JIMYHOMY COCTaBY

1. O6mmue nonoxKeHus

1.1. AnmMuHucTpanus 3aBeTUHCKOTO paiioHa B 1EJIsAX 00ecIieueHns COUaTIbHON 1 MPaBo-
BOI 3aIlIUTHI TPAXKJAH Pea3yeT MOJHOMOYHS M0 00ECIIEYCHHIO IEHTPATU30BAHHOTO XPaHEHUS
Y UCITOJIb30BAHUS IOKYMEHTOB TI0 IMYHOMY COCTaBY YUPEKICHUM, OpraHnu3aIuil U IpeanpusTui
3aBeTMHCKOrO paiiOHa, B TOM YHCIIE JHKBUIUPOBAHHBIX CTPYKTYp, HE3aBUCUMO OT GopM c00-
CTBEHHOCTH, HE UMEIOIINX MIPABOMPEEMHHKA U BBIMIECTOSIIIETO MO MOJINHEHHOCTH OpraHa.

1.2. Jlns pemieHus 3a1a4 Mo peaan3aiuy TOJTHOMOYHA B 00JaCTH apXUBHOTO JIea aJMHU-
HUCTpalus o0pa3yeT 3aBETUHCKUM MYHUIUTNAIbHBINA apXUB TIOKYMEHTOB MO JIMYHOMY COCTaBY
(manee nmenyerca Apxus). KpaTkoe HanMeHOBaHHE - 3aBETUHCKUM apXUB I10 INYHOMY COCTAaBY.

1.3. Mecto nHaxoxnaenust ApxuBa: 347430 PoctoBckas oOnacTh, 3aBEeTMHCKUN palioH,
c.3aBeTHoOe, yin.JlomoHocoBa, 24.

91




1.4. ApxuB mMeeT mpaBa CaMOCTOSITEIBHOTO HOPUAMYECKOTO JIMIA, CaMOCTOSTEIbHBIN
Oayanc, cyeT B OaHKe, Ie4arh, PUpPMEHHBIC OJTAHKH.

1.5. ITonmoxxenue 06 ApxuBe yTBEp)KIAeTCS MPABOBBIM aKTOM AMUHUCTPAIIUU 3aBETHH-
CKOI0 pailoHa ¢ y4yeToM pexoMeHjauuii Komurera 1o ynpaBiaeHUIO apXUBHBIM J€JI0M AJIMUHHU-
ctpauuu PocroBckoit obnactu. B IlonoxkeHnn 3aKperuisiroTcsl OpraHu3aIliiOHHO-TIPABOBOM CTa-
Tyc ApxuBa, 3aaui ¥ GYHKIIUH [0 PyKOBOJICTBY apXUBHBIM JEJIOM, IIOJTHOMOYHUS 110 UX pealu-
3allMM, OTBETCTBEHHOCTb 3a COCTOSIHUE, Pa3BUTHE U COBEPLIEHCTBOBAHNE apXUBHOTI'O JENa.

1.6 ApxuB B  CBOEM  JeATENBbHOCTHM  pyKoBojJcTByercss  KoHcturyuueit
P®, denepanbHbIMU 3aKOHAMU W JPYTMMH HOPMATHBHBIMU IPAaBOBBIMU akTaMHu Poccuiickoi
®enepannu 1 PocToBckoi 007acTH, YCTaBOM MYHUIIMITAJILHOTO OOpa3oBaHUs «3aBETUHCKUH
pailoH», IpaBOBBIMHM aKTaMHU AJIMUHHUCTpALMM paiioHa, HOPMAaTUBHO-METOANYECKUMHU JTIOKYMEH-
tamu DenepanbHON apXWBHOM Ciy)kO0bl Poccun, Komurera mo ynpaBieHHUIO apXHBHBIM JCIOM
Anmunuctpainuu PoctoBckoit o6mactu u HactosmuM [lonoxxeHueM.

1.7. ®uHaHCHpPOBaHUE IEATEIBHOCTH U MaTEPUATLHO-TEXHIUUECKOE oOecrieueHne ApxuBa
OCYILIECTBIISIETCS 3@ CUET CPEJCTB Or0/17KeTa 3aBETUHCKOIO palioHa.

1.8. JlononHUTENbHBIMUA UCTOYHUKAMU (PUHAHCUPOBAHUS MOTYT OBITh:

a) IeJIeBbIe CpeACTBa M3 O0JIACTHOTO Oro/pKeTa (IMpU pealn3alud MPOrpaMM Pa3BUTHS
apXMBHOTO J€Jla, BKIIYAIOUUX MEPOIpPUATUS B 3aBETMHCKOM pailoHe; peanu3aluu rocyaap-
CTBEHHBIX IMOJITHOMOUYHWH B chepe apXHUBHOTO Jieja AJMUHUCTPAIIUN PAiioHa, B T.4. MOJJHOMOYHUH
Ha XpaHEHUE apXUBHBIX (JOHIOB U APXHMBHBIX JOKYMEHTOB OpraHU3allii, OTHECEHHBIX K TOCY-
JApCTBEHHOM COOCTBEHHOCTH M PACIIOI0KEHHBIX Ha TEPPUTOPUH 3aBETUHCKOTO paiioHa);

0) BHEOIJKETHBIE CPEICTBA, B T.4. OT MPUHOCSIIEH TOXOJA AEATEIbHOCTH ApPXHUBA,
IIPEyCMOTPEHHOM €r0 YUpeAUTENbHBIMU JOKYMEHTAMU;

B) CIIOHCOPCKHE U UHBIE CPEJICTBA, MOJYYCHHbIE 3aKOHHBIM MTyTEM.

1.9. Homenkunarypa (nmpeickypaHT) MJIaTHBIX paboT U yciyr ApxuBa yTBepKIaeTcs mpa-
BOBBIM aKTOM AJMHUHHMCTPALMU paiioHa Ha OCHOBAHHUM MEPEUHs IUIaTHBIX paboT U yCiIyr, pa3pa-
6oranHOoro KomureToMm mo yrnpapieHHUIO apXUBHBIM AeI0oM AIMUHUCTpauuu PoctoBckoit obOia-
CTH U YTBEPXJAEHHOTO OPraHOM roCyJapcTBEHHOI BiacTu PocToBckoit obmacT.

1.10. AnmunuCcTpanus 3aBETUHCKOrO paiiloHa obecrieunBaeT ApXUB MOMEILEHUSMHU, OT-
BEYAIOLIMMHU HOPMATUBHBIM TPeOOBAHUAM OOECIIEUEHUsI COXPAHHOCTH JIOKYMEHTOB, €0 COJep-
JKaHUe, TEXHUYECKOEe OCHAIIeHHEe, 000pyI0BaHUE, OXpaHy, TPAHCIIOPTHOE OOCITYKUBAaHUE U CO-
3/1aHMe HeOOXOAUMBIX YCIOBHUH Tpy/aa paOOTHUKOB.

[Ipu nepenauve 31aHus (MOMENIEHKS), B KOTOPOM pa3MelleH ApXuB IpyrMM OpraHu3aliu-
aM, ['maBa 3aBeTMHCKOro pailoHa NPUHHMMAET PEUICHHE O NPEABAPUTEIBLHOM IPENOCTaBICHUN
PABHOILIEHHOT'O WJIM 00Jiee MOAXOASIIEro A pa3MeIlleHUsl JOKYMEHTOB 3/1aHUs (IOMELIEHUS).

2. 3agauu 1 QyHKIMM ApXuUBa

2.1. OCHOBHBIMU 3a/1a4aMi ApPXHBA SIBISIFOTCS 00ECTIEYCHNE COXPAHHOCTH M YUET JIOKY-
MEHTOB M0 JINYHOMY COCTaBYy M HUX HCIIOJIb30BAHHWE B LEJIAX COLMAIbHO-IIPABOBOW 3aIUTHI
rpaXkKaaH.

2.2. ApXuB B COOTBETCTBHH CO CBOMMHU 33Ja4aMHU BBIMOJIHSAET CIAeAYIOIUe QYHKIUU:

1) mpuHMMaeT Ha OCHOBE 3aKJIIOUYEHHBIX JOTOBOPOB M B COOTBETCTBHH C IpadHKaMu OT
YUPEXKJEHUM, OpraHu3aluil U NpeANpUATHI-UCTOUHUKOB KOMIUIEKTOBAHNSA ApPXHBa JOKYMEHTBI
[0 JINYHOMY COCTaBy, 00paOOTaHHBIE U YUTEHHBIE COTJIACHO YCTAHOBJIEHHBIM IpaBHJIaM, a TaK
K€ JIOKYMEHTHI OT JIMKBUAMPOBAHHBIX OPTaHU3ALNN, HE UMEIOIINX PABOIPEEMHUKOB;

2) XpaHUT ¥ 00eCTeYuBaeT COXPaHHOCTh JOKYMEHTOB MPUHSATHIX B APXUB;

3) BeZleT y4eT XpaHsAIMXCs B ApXuUBe JOKYMEHTOB, IipezicTaBisier KoMuTteTy B ycTaHOB-
JIEHHOM TIOPSAJIKE CBEICHUS O cocTaBe U o0beMe (POHI0B ApXHBa;

4) cocTaBiseT U BEJET CIMCOK YUYPEKAEHUH, OpraHu3aluil 1 NpeanpusaTHI-UCTOYHUKOB
KOMILJIEKTOBaHMUSI ApXHBa U KapTOTEKY O MECTOHAX0KI€HUH IOKYMEHTOB 110 JINYHOMY COCTaBY;

5) Oka3bIBaET YUPEKACHUSIM, OPraHU3aLMIM, IPEAIPUATUIM METOIUYECKYIO, a HA OCHO-
BE€ COIVIAICHUH (AOrOBOPOB) M MPAKTHUYECKYIO OMOIIb B MIPOBEACHUH SKCIIEPTU3BI U YIOPSI0-
YEHUU JIOKYMEHTOB, IPOBOIUT 00pabOTKYy M ONMUCAHHWE JOKYMEHTOB, ITOCTYNHUBLINX B APXHUB B
HEYNOPSA0OYEHHOM COCTOSIHUU;
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6) OCyIIECTBIISICT OPraHU3alMOHHO-METOINYECKOE PYKOBOACTBO pabOTON ¢ JOKYMEHTa-
MU 10 JUYHOMY COCTaBY B YUPEKACHUSAX, OpraHU3aLUAX U MPEIINpUATUAX palloHa, OKa3bIBaeT
UM IIOMOIIlb ¥ KOHTPOJIUPYET COCTOSTHUE U XPAHEHUE JOKYMEHTOB 110 INYHOMY COCTABY;

7) y4acTByeT COBMECTHO C OpraHU3alUsAMM B pa3pabOTKe METOANYECKUX IIOCOOUH, mams-
TOK, Kacaroluxcsi paboThl ¢ TOKYMEHTaMU 110 JUYHOMY COCTaBY, B OPraHU3allUU U MPOBEACHUN
CEMMHApOB U JPYrUX MEpPONPHUATUH 1O MOBBILICHUIO KBATH(UKALUU paOOTHUKOB YUPEKICHUH,
OpraHu3alvil ¥ NPEANPHUATHN IO BOTIPOcaM paboThI ¢ JOKYMEHTaMH I10 INYHOMY COCTaBY;

8) co3naer, COBEPLICHCTBYET U IOIOJHAET HAyYHO-CIPABOYHBIN amnmapar (ONuCH, Kara-
JIOTH, YKa3aTeIH U T.I1.) K JOKyMEHTaM 110 JUYHOMY COCTaBY, XpaHsIIIUMCs B ApXUBE;

9) opraHM3yeT UCNOIb30BaHUE JOKYMEHTOB: B YCTAHOBJIEHHOM IOpPSJKE BBIJACT yupe-
XKACHUSIM, OPraHU3aLUsAM U MPEANPUATHAM JOKYMEHTBI BO BpDEMEHHOE I10JIb30BAHUE; UCIIOJIHSAET
3aIlpOoChl YUPEXKJIEHUHM, OpraHnu3aluuil ¥ NpeJIpusTHiA, BbIJAET MO 3asBICHUSIM I'paXkJaH apXUB-
HBIE€ CIIPAaBKH, KOIIMH, BBIIUCKH, TOATBEPKAAIOIINE TPYIOBOM CTaX, pa3mMep 3apabOTHOM IIaTh
U IpyrHe BOIPOCHI, HEOOXOAUMBbIE A1 OPOPMIICHHS NTEHCUM Ipa)<1aHaM U pelIeHUs APYrux co-
LIMAJIbHO-TIPABOBBIX BOIIPOCOB, BBIIAET apXMUBHbBIE CIIPABKU O HE COXPAHHOCTU JIOKYMEHTOB I10
JMYHOMY COCTaBY;

10) KOHCYIBTHPYET I'paXk/aH U OPraHU3ALMU [0 BOIIPOCAM MECTOHAXOKJIEHUS JOKYMEH-
TOB I10 JINYHOMY COCTaBY;

11) ocymiecTBisieT po3bICK JOKYMEHTOB IO JIMYHOMY COCTaBy, 3alpallMBaeT OT CTPYK-
TYPHBIX MOJIpa3/ieieHUN AIMUHUCTPALIMHU, BEJOMCTBEHHbIX apXHBOB, MyHHUIUIAIbHBIX U TOCY-
JApPCTBEHHBIX apXUBOB CBEACHUSI, HEOOXOIMMBIE [l UCIIOJIHEHUS 3allPpOCOB IPaKIaH.

2.3. ApXuB peulaer CTosIIKe Iepe/l HUM 3a/1a4i BO B3aUMOAECHCTBUY ¢ MyHUIIMTIIATIBHBIM
apXuBOM AJMHUHHUCTpAaUU 3aBETHMHCKOIO pailOHA, IPYIrUMH CTPYKTYPHBIMH IOJpa3iesIeHUsIMU
AJMMHHUCTpALUH, YUPEKICHUSIMH, OPraHU3aUsIMU, IPEANPUATUIMU paiioHa.

3. CocTaB 10KyMEHTOB ApXHBa

3.1. ApxuB XpaHUT 3aKOHYEHHBIE JEIONPOU3BOACTBOM JOKYMEHTHI 110 JINYHOMY COCTa-
BY:

1) TUKBUAMPOBAHHBIX, PEOPraHU30BAHHBIX, U3MEHUBIINX (OPMY COOCTBEHHOCTH yupe-
KACHUM, OpraHu3aluil U NpeJupUsITUid, He UMEIOIIUX MPaBONPEEMHUKOB MM BBIIIE CTOSIIMX
OpraHu3alil; ydpexIeHuil, opraHu3auii, NpeanpuaTuil, 1eATelbHOCTh KOTOPBIX OTpaHUYEeHa
TeppuTOpUEel 3aBETUHCKOIO pailoHa, HE3aBUCUMO OT (pOpM COOCTBEHHOCTH, a Tak )K€ WX IMpe.-
IIECTBEHHUKOB - HCTOYHUKOB KOMIJICKTOBaHUS ApXHBa;

2) opraHu3anuil - MCTOYHUKOB KOMIUIEKTOBAaHUS MYHUIMIAIBHOIO apXuBa AJIMHHU-
CTpaluy 3aBETMHCKOTO paiioHa, HE UMEIOUIMX YCIOBUM Il XpaHEHUs JOKYMEHTOB IO JTMYHOMY
COCTaBy.

B coctaB 10KyMEHTOB ApXHBa BXOJAT CIEAYIOIINE KATETOPUU TOKYMEHTOB:

1) TOKyMEHTHI IO TIMYHOMY COCTaBY CO CPOKaMH XpaHEeHHs A0 75 neT (OpraHu3alloHHO-
pacropsuTeNbHbIe JOKYMEHTBI, IUUHBIE JIeNa, YUeTHbIe JOKYMEHTHI, OyXrajaTepcKkue JOKYMEH-
THI),

2) TOKYMEHTHI JOATOBpeMeHHOTro (cBbimie 10 1eT) u BpeMeHHOro cpoka xpanenus (10 10
JIeT) OpraHu3aluil - UCTOYHUKOB KOMIUIEKTOBAaHHUS (Ha JOTOBOPHON OCHOBE), a TaK e JIMKBUIU-
POBaHHBIX OpraHU3alMi MPU OTCYTCTBUHU y HUX INPABONPEEMHHUKA WM BBIIIECTOSIIEH OpraHu-
3aluu (10 UICTEYEHHS CPOKA XPAHEHHS 3TUX IOKYMEHTOB);

3) Hay4YHO-CIIPaBOYHBIH ammapar ApXuBa, PacKpbIBAIOUIMI COCTaB U cojep:kaHue (OH-
0B ApxuBa (ONHUCH, KApTOTEKH, yKa3aTelld, UCTOPUYECKUE CIIPABKH), U yYETHbIE JIOKYMEHTHI
(KHMTH ydeTa IMOCTYIUICHHS U BBIOBITUS /1€, CIMCKH (DOHJIOB, Jiena GOHAOB U Ip.).

4. IlpaBa Apxusa

4.1. ApXuB AJ1 OCYIIECTBIICHUS CBOUX OCHOBHBIX ()YHKIIUA UMEET MPaBo:

1) 3ampamuBaTh U MOAy4YaTh B YCTAHOBIIEHHOM TMOPSIKE OT YUPEKIACHUN HE 00X0UMbIC
JUTSI BHITIOJTHEHUS BO3JIOKEHHBIX Ha APXUB 3a/1a4 CBEJICHUS O JOKYMEHTaX I0 JIUYHOMY COCTaBY;

2) mocemarb yYpeKJIeHHs, OpraHu3alli U MPEANPUITHS PACIOIOKEHHbIE Ha TEPPUTO-
pHUH palioHa U IPOBEPSTH YCIOBUS XPaHEHUS U COXPAHHOCTh JOKYMEHTOB IO JUYHOMY COCTaBY;
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3) uHGOPMUPOBATH PYKOBOAUTENICH YUPEKICHUN, OpraHU3alMid U MPEANpUATHH O CO-
CTOSIHUM XPAaHEHUS U COXPAHHOCTH, JOKYMEHTOB I10 IMYHOMY COCTAaBY, BHOCUTH NPEIJIOKECHUS U
JlaBaTh PEKOMEHIALUHU I10 €70 COBEPIICHCTBOBAHUIO;

4) KOHTPOJMPOBATH BBINOJIHEHUE YUYPEKIACHUAMHU - UCTOUHHMKAMHM KOMIUIEKTOBaHUSA Ap-
XMBa M YYPEKICHUSIMH M OpPTaHU3ALUSIMH TOCYAapCTBEHHOW (OPMBI COOCTBEHHOCTH YCTaHOB-
JICHHBIX NPaBUJI OPraHU3aluU U XPAHEHUs JOKYMEHTOB I10 JINYHOMY COCTaBY;

5) B yCTaHOBIJIEHHOM MOPSAKE 3aKI0YaTh C 3aMHTEPECOBAHHBIMU YUPEKIECHUSMH, Opra-
HU3ALMAMU U IPEIIPUATHIMU, HE3aBUCUMO OT ((OpM COOCTBEHHOCTH, COTJIalIeHHs (JOrOBOPHI)
0 LECHTPAJIM30BAHHOM XPAaHEHUHU, UCIOJIB30BAHUU W YIOPSJAOYEHUU JOKYMEHTOB, OKa3bIBaThb
IOPUJIMYECKUM U (PU3MYECKUM JIMIAM IJIaTHBIE YCIYyTd B paboTe ¢ JOKYMEHTaMH IO JIMYHOMY
COCTaBY M I10 UCIIOJHEHHUIO COLMAIBHO-TIPABOBBIX 3aIIPOCOB;

6) MCHoIb30BaTh MOJYYEHHbIE BHEOIOIKETHBIE CPEICTBA AJIS YIYUIIEHUS OpraHU3aliu
paboThl ApXHBa U PELICHUS COLMAIBHBIX BOIIPOCOB;

7) ydacTBOBaTh B paldOTe JMKBHUIALMOHHBIX KOMUCCHM YUYpEeXIEHHH, opraHuzalui u
OPEINPUSATHIA, JOKYMEHTBI KOTOPBIX HE BXOJAT B cocTaB ApxuBHOro (onna PO mist pemenus
BOIIPOCOB COXPAHHOCTHU JOKYMEHTOB I10 JINYHOMY COCTaBY.

5. PykoBoacTBo ApxuBa

5.1. PykoBoacTBO ApXHMBOM OCYILECTBISIET 3aBEAYIOINUNA apXUBOM. 3aBEIyIOIIUNA apXU-
BOM Ha3HA4aeTcsl U 0CBOOOXKIaeTcsl OT AOJDKHOCTH ['1aBoii 3aBeTHHCKOrO pailoHa.

5.2. 3aBenyromuii ApXuBOM:

1) ocy1ecTBIs€T HEMOCPEACTBEHHOE PYKOBOICTBO AEATEIbHOCTEIO ApXHBa, OPraHU3YeT
ero paboty; oOecreunBaeT pelieHnue BO3JI0KEHHbBIX Ha HETO 3a/1a4;

2) u37aeT B pejeax CBoed KOMIIETeHIINHU PUKa3bl;

3) mpuHuMaeT Ha paboTy, ompenesnsieT 00sI3aHHOCTH U YTBEPXKIACT JOJKHOCTHBIC WH-
CTPYKIIMU PaOOTHUKOB ApXUBA;

4) oTuuThIBaeTCs 0 padote ApxuBa nepea AIMUHUCTPALMEN U B YCTAaHOBJIEHHOM MOPSI -
ke - nepea KomureroMm mo ynpaBieHHIO apXUBHBIM Jie10M AMuHHMCTpauuu PocToBckoil obma-
CTH;

5) opraHu3yeT W BeJleT IPUEM Ipaxk]laH, paCCMAaTPUBAET UX 3asBJICHHS U 5Kalo0bl MO BO-
pocam, BXOASIIUM B KOMIETEHIINIO ApXUBa;

6) BbIIaeT B YCTAHOBJIEHHOM TOPSAJKE I'paXkJaHaM M yUPEXIEHUSIM CIPAaBKU COLMAIBHO-
IIPaBOBOI'0 XapaKTepa, KOIUH, BBIMUCKU U3 JOKYMEHTOB;

7) 3aKJI04aeT B YCTAaHOBJIEHHOM IOPSAKE TOTOBOPHI C YUPEKICHUSIMHU, OpraHU3aLUsAMU U
NPEINPUATUSIMU Ha BBINOJIHEHHE APXHUBOM IUIATHBIX padOT U yCIyT;

8) obecnieunBaeT coOII0ACHNE OXPAHHOT O, IPOTUBOIIOKAPHOTO U CAHUTAPHOTO PEKUMa B
XPaHWJIUILAX;

9) onpenenser noTpedHOCTh ApxHBa B 000pyI0OBaHUN M MaTepuaiax.

5.3. 3aBenyromuii ApXMBOM HECET NEPCOHATBHYIO OTBETCTBEHHOCTh:

1) 3a BBINOJIHEHHE BO3JIOKEHHBIX HAa HETO O0SI3aHHOCTEN C Y4eTOM IpaB, MPEJOCTaBIICH-
HBIX eMy HacTosumM [lonoxeHunewm;

2) 3a coXpaHEHHUE CIyKE€OHOM, KOMMEPUYECKON WM WHOU, OXpaHsAEeMON 3aKOHOM TaiHbI
IIPU OCYIIECTBIIEHUU CBOMX JOKHOCTHBIX IMIOJTHOMOYUH B pabOTe C JOKYMEHTaMH.

I'ocynapcTBeHHBbINH apXUB 110 JJHYHOMY COCTABY B I.MesKaypeueHcke

ApxuBHbIE (DOH/IBI OTPAKAIOT PA3IMYHbIE ACTIEKTHI COLMAIBHO-3KOHOMUYECKOH, HCTOpH-
YECKOM M KyJbTYPHOU JKHM3HU I'. MexnypedeHcka. MmMeroTces KouteKuu JOKyMEHTOB JINYHOTO
POUCXOXKACHUS, POTOJOKYMEHTBI. ITO MPEACTABISAET HAUOOIBITYIO IIECHHOCTb.

Jlpyrum HampasjieHHEM B paboTe ApxuBa, HOMUMO XpaHEHHs, KOMIUIEKTOBAaHUS, y4eTa U
UCIIOJIb30BAaHUs apXHUBHBIX JOKYMEHTOB, SBISIETCA OKa3aHUE METOAUYECKOM M IPAKTUYECKOU
IIOMOIIY IO AEJIONPOU3BOACTBY M XPAaHCHHMIO JNOKYMEHTOB B OpraHU3alUAX, NPEANPUATHAX U
JOPYTUX YUPEKIAECHHUM, BBICTYNAIOLINX HCTOYHUKAMU KOMIUIEKTOBaHUS APXHUBA.
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OnHO M3 BaXHEWIINX HAMpaBIeHUI pabOTHl apXuBa SBIIAETCS 00ECIIEYEHUE COMATBHBIX
npaB U norpedbHocteil rpaxaan. Co nHs oOpa3oBaHMs ApXHBa U MO HAcTOsIIEe BpeMs B He-
CKOJIBKO pa3 BO3pOC IOTOK 3alIPOCOB COLIMAIBLHO-IIPABOBOI'O U TEMATUYECKOTO XapaKTepa.

ApXUB SBISETCS TOCYAAPCTBEHHBIM YUPEXKIEHUEM, IOABEIOMCTBEHHBIM APXHUBHOMY
ynpasieHuto KemMepoBckoil 0011acTH, OCYIIECTBISIONEMY KOOPAMHAILIUIO U PETYIHMPOBAHUE JIes-
TEIbHOCTH ApxuBa. YupeautTeileM ApxuBa BbICTynaeT ApxuBHoe ymnpanieHue KemepoBckoit
o0nacTH.

ApXUB SBISETCS IOPUANYECKUM JTUIIOM, UMEET CAMOCTOATEIbHBIN OanaHc, TUIEBOI cUeT
B Ka3HaueicTBe, 000CO0JIEHHOE UMYIIIECTBO, ITAMII U TepOOBYIO ME€YaTh CO CBOMM HAUMEHOBa-
HUEM, OJJaHKU. APXUB BBICTYMAeT HCTIIOM U OTBETYUKOM B CyJi€ B COOTBETCTBHM C 3aKOHOJa-
TeJIbCTBOM POD.

Uctopuueckas cnpaBka ['KYKO «l'ocygapCTBeHHBII apXUB JTOKYMEHTOB MO JIMYHOMY
cocraBy KemepoBckoii o6mactu B T. Mexaypeuerckey». 30 anpens 2004 rona B CBsI3u ¢ HEOOXO-
JTUMOCTBIO OOECIeUeHHUs COXPAaHHOCTU JOKYMEHTOB IO JIMYHOMY COCTaBY JHMKBHUIUPOBAHHBIX
YTOJIBHBIX TpeAnpusaTuii rora Ky3bacca U B COOTBETCTBHH C PACTIOPSHKCHHEM A IMUHUCTPALIAN
Kemeposckoii o6mactu ot 30.04.2004r. Ne 545—p Ha 6a3e peKOHCTPYMPOBAHHOTO MMOMEIICHUS B
aJIMUHUCTPATUBHO-OBITOBOM KOoMOuHate ObiBiIeH 1mraxThl umeHu JI.J[. IlleBsxoBa, a B HacTos-
niee Bpemsi 3A0 Illaxter Pacnanckas-KokcoBas B ropone MexaypedeHcke ObUT OTKPHIT Mexk-
nypedeHckuit gpunman ['ocynapcrsenHoro apxusa KemepoBckoii 001acTH.

01 urons 2008 r. Ha ocHoBanuu Pacnopsikenus ['yoepnatopa KemepoBckoit obnactu ot
18.05.2008r. Ne 67-pr co3nano I'ocymapctBeHHOe yupexaenue Kemeporckoit obmactu «l'ocy-
JAPCTBEHHBIN apXHB JOKYMEHTOB M0 JIMYHOMY cocTaBy KemepoBckoii obmactu B T. Mexaype-
YEHCKe», KOTOPOMY ObUIH TiepenaHbl (pyHKIMU yrpa3gHeHHOro MeXIypedeHCKopro ¢uimnana
"T"ocynapctBenHoro apxuBa KemepoBckoii 061acTH.

01.06.2011r. Ha ocHoBanuu Pacnopsixenust Komnerun Anmunucrpanuu KemepoBckoit
obmactu ot 18.05.2011 r. Ne 380-p «O06 u3MeHEHUH THIA CYIIECTBYIOMINX OIOJIKETHBIX Ydpe-
JKIEHUN — TOCYIapCTBEHHBIX yupexaeHuil KemepoBckoil 001acTH, MOIBEIOMCTBEHHBIX apXHWB-
HOMY ympaBieHHio KemepoBckoll 00macT, B LENSX CO3JaHUS TOCYJApPCTBEHHBIX Ka3eHHBIX
yupexaeHuit KemepoBckoii obmactu» co3nano ['ocynapcTBeHHOE Ka3eHHOe yupexiaeHue Keme-
poBcKoii obmactu «l'oCyIapCTBEHHBIN apXUB JIOKYMEHTOB IO JIMYHOMY cocTaBy KemepoBckoit
o0nactu B I. MexaypeueHCKe».

l'ocynapcTBeHHBIM Ka3eHHBIM yupexaeHnem KemepoBckoi obnactu ['ocynapcTBeHHBIN
apXuB JOKYMEHTOB I10 JUYHOMY cocTaBy KemepoBckoii o0nactu B I. MexaypedeHCcKe pyKOBO-
JUT JUPEKTOP.

OcHoBHBIMU 33/1a4amMu [ 0Cy1apCTBEHHOTO apXUBa SBIISIOTCS:

1. ObecrnieueHre COXPaHHOCTU U TOCYJAPCTBEHHBIN Y4eT JOKYMEHTOB I10 JIMYHOMY
coctaBy ApxuBHoro (onna Poccutickoii ®denepammm.

2. ObecrnieueHne cOIMaIbHON U MPABOBOM 3alIUTHI TPaXk/IaH.

3. Hcnonaenne 3anpocoB rocy1apCTBEHHBIX, MHBIX YUPEXKACHUN, TpakaaH 1o J10-

KyMEHTaM YUpeXACeHMsI, BblJada UM apXHUBHBIX CIIPABOK COLMAIIBHO-TIPABOBOI0O XapaKkTepa o
HOJTBEPKIECHUH CTaka pabOThI, JILFOTHOTO CTaxa padoThl, 0 3apab0THOM MyiaTe npeaocTaBie-
HUE JIOKYMEHTOB WM UX KOIHH.

B Hactosiiee Bpemst B ['ocyaapcTBeHHOM yupexaeHUu XpaHutcs 51 GoHa Mo JTUYHOMY
coctaBy, 29033 enuHHIBI XpaHEHHUs. 3a TUMH JOKYMEHTAMH CTOST CyabObI Jtoaei. B ocHOB-
HOM 3TO TSKEJIbIM, HO IOYETHBIN TPY]l MaxTepa. 'ocy1apCcTBEHHBIN apXUB IIOMOTAeT BOCCTAHO-
BUTH (aKT TpyAOBOW OHorpaduu, s MOTY4EHUS TPYJOBOM MEHCUH, HAUHUCIEHUU PErpecCHBIX
VCKOB MHBAJIWJIAM TpY/a.

CIINCOK
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(dhonmoB ['ocymapcTBEHHOTO Ka3eHHOTO yupexaeHuss KemepoBckoit oomactu

«rOCY}IapCTBeHHHﬁ apXuB JOKYMCHTOB 11O JTUYHOMY COCTaBYy

KemepoBckoii o6iacTu B r. MexkaypeueHCKe)

no cocrosgauio Ha 01.01.2012r.

No HaumenoBanue ¢ponzaa Ne Kon-Bo Kpaitnue
@onoa OTHCHU Enunaun JIATEL
XpaHeHHs
P-1 /TouepHee OTKpHITOE aKIMOHEpHOe O00- 1 n/c 420 1978-2004
[11ECTBO
"YrpaBneHnue MaTepHaIbHO-

TEXHUYECKOTO0 CHaOxeHus OTKPBITOTO
AKIMOHEpHOTO  oOmiecTBa  "YroJibHAs

[komnanus Kysbaccyrois"

r.Jlennuck-Ky3nenkuit

P-2 ToBapuIecTBO € OrpaHHYCHHON 1 n/c 96 1991-2001

(OTBCTCTBCHHOCTBIO

HpOI/ISBO,I[CTBCHHO'KOMMep‘IeCKaﬂ

bupma "Tpuama”

r.MexaypedeHck

P-3 Kommepueckuit AKIIUOHEPHBIN 1 n/c 54 1993-2000

0ank "Ky30accconoank"

r.MexypeueHck

P-4 OTKpBITOE aKIMOHEpHOEe O0lIe- 1 71/c 465 1958-2000
CTBO "CrpoutenbHas uHaycTpus"

r.MexTypeueHcKk

P-5 OTKpBITOE aKIUOHEPHOE OOIIe- 1 n/c 824 1934-2003
ctBo  "OnroBo-3aKkymnouHas cOBITOBas|
0aza"
r.Jlenunck-Ky3neukuii
P-7 AKIOHEpHOE OOIIECTBO OTKPHI- 1 n/c 3009 1954-2000

roro tuna "lllaxra "Haropnas"
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r.HoBoky3Heuk

P-8 TocymapcTBeHHOE — TIpEATIPHUSATHE 1 n/c 2410 1962-2003
"[laxTa umenu JI.J].I1leBsikoBa"
r.MexnaypedeHck
P-9 OTKpbITOE aKIHOHEpHOEe O0OIe- 1 n/c 118 1965-2004
cTBO "JlopoxHUK"
r.MexaypedeHck
P-10 OTKpBITOE aKIMOHEpHOEe 00IIe- 1 1/c 1184 1969-2003
ctBo "VYronbHas kommanus "Ky3Hell-
[kyroms" r.HoBoky3Henk
P-11 3aKkphITOe  aKIHOHEpHOE O0OIIe- 1 n/c 99 1971-2002
ctBo PeMoHTHO-cTpouTenbHas  (upmal
"TIpopad" r.MexaypedeHck
P-12 OTKpBITOE aKIMOHEpHOEe 00IIe- 1 1/c 113 1962-2005
cTBO "MexaypeueHCKUe LEHTpaJIbHbIE
BIIEKTpOMEXaHUIECKHe MacTepckue”
r.MexaypedeHck
P-13 OTKpBITOE aKIMOHEpHOe 00IIe- 1 71/c 149 1970-2003
cTBO "benoBckuii MmsicokoMOuHaT"
r.benoso
P-14 OTKpBITOE aKIMOHEpHOe 00lIe- 1 1/c 1915 1960-2005
cTBO "[llaxTa "3pIpsiHOBCKAS"
r.HoBoky3Herk
P-15 OTKpBITOE aKIMOHEpHOEe O0IIe- 1 1/c 1404 1956-2005
ctBO "lllaxTa "HoBOKy3HenKas"
r. HoBOKy3He1LK
P-16 OO0mecTBO ¢ OrpaHHMYCHHON OT- 1 n/c 17 1999-2004
BETCTBEHHOCTBIO "OXpaHHOE HpEeANpHsi-
rue "I'apanT-CepBuc"
r.MexypeueHck
P-17 T'ocynapcTBeHHOE — mpeAnpusTUe 1 1/c 2043 1949-2005

"[1laxTa "baiinaeBckas"

r.HoBoky3Heuk
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P-18 OTKpBITOE aKIMOHEPHOE OOIIe- 1 n/c 12 2003-2005
cTBO "[IpomMcTpoit”
r. MexaypeueHck
P-19 OO111ecTBO C OrpaHUYECHHOH OT- 1 1/c 9 1997-2003
BeTCTBEHHOCTHIO "Tronbman"
r.MexnypedeHck
P-20 MyHummmnaisHoe YHHUTapHOE 1 n/c 529 1969-2002
npeanpusitue "Bogokanan"
r.MexnypedeHck
P-21 OTKpEITOE aKIUOHEpHOE O0IIe- 1 n/c 4296 1932-2003
cTBO "lllaxTa "Konpuyrunckas"
r.Jlenunck-Ky3neukunii
P-22 Ounuan  "Jlennnckyrons" OAO 1 1/c 1965 1978-2003
"YronpHas kommanusa "Kysbaccyroms"
r.JlennnckKy3Heuxuit
P-23 MyHuImmanpHoe YHHUTapHOE 1 n/c 164 2002-2004
[IpeanpusITHE "BonronpoBoHO-
[kanHanM3aUOHHOE X035HCTBO"
r.MexaypedeHck
P-24 AKnnoHepHOEe O0OIIECTBO OTKPHI- 1 a/c 155 1981-1995
roro tuna "llaxTonpoxoaueckoe yrpas-
nenue Ne 2"
r.HoBoky3Heuk
P-25 OTKpBITOE aKIMOHEPHOE OOIIe- 1 n/c 1225 1964-2000
cTBO "IllaxTa "Tomckas"
r.MexzaypedeHck
P-26 OTKpBITOE aKIMOHEpHOEe 00IIe- 1 71/c 1681 1960-2003
cTBO "'paMOTEMHCKOE MIaXTOyIpaBJie-
Hue" r.benoso
P-27 OTKpBITOE aKIMOHEpHOEe O0lIe- 1 71/c 1050 1975-2005
cTBO "YIpaBlIeHHUE 0 MOHTaXy, JEMOH-
Ta)Xy ¥ PEMOHTY FOPHOILIAXTHOTO 000py-
InoBanust" r.HoBoky3He1K
P-28 Houepnsisi XoyauHroBass KoMIa- 1 n/c 622 1955-2002

H1st OTKpBITOE aKIMOHEpHOE OOIIECTBO
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"Pa3pes JIuctstHCKMH"

rHoBoky3Henk
P-29 OTKpBITOE aKIMOHEpHOE O0IIe- 1 n/c 420 1970-1993
cTBO "JIucTBsIHCKAs aBTOGa3a"
r.HoBoky3Heuk
P-30 OTkpbITOe AKIHMOHEpPHOE O00IIe- 1 n/c 91 1994-2000
cTBo "HoBoKy3HEnKpeMcTpoi"
r.HoBoky3Henk
P-31 OTkpbITOe AKIHMOHEpHOE O00IIe- 1 n/c 13 1992-1997
cTBO "3aBon "Crpoiinerans"
r.HoBoky3Henk
P-32 OAO "DkcriepeMeHTaJIbHBIH 3a- 1 71/c 117 1976-2001
Box"
r.HoBoky3Henxk
P-33 OO111eCTBO C OrpaHHMYCHHOH OT- 1 1/c 8 2005-2006
BETCTBEHHOCTBIO "IIpomcTpoir"”
r.MexaypeueHck
P-34 3akpbIToe aKIMOHEpHOEe 00lie- 1 71/c 138 1995-2005
ctBO IllaxTa "Yrnekon"
r.MexnypeueHck
P-35 OAO "OObeauHEHHasT yrojbnHas 1 n/c 373 1973-1982
[kommanust "FOxky36accyronms" Ympag-
lIeHUe JeTCKMX JIOMIKOJIBHBIX Y4pexKjie-
HIH, COLKYJIBTOOBEKTOB U CIOPTCOOPY-
DKEHUH TTPOM3BOJICTBEHHOTO OO0BEMHE-
s "HOxKy30accyromns"
r.HoBoky3Heuk
P-36 OAO "KuceneBckuraxroctpoii"” 1 71/c 508 1950-1998
r.Kucenesck
P-37 OO111IeCTBO C OrpaHUYCHHON OT- 1 71/c 8 2002-2006

BECTCTBCHHOCTBIO

PCY

r.MexypeueHck
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P-38 OOO XonguHrosas KOMIIaHHUS] 1 n/c 225 1976-2006
"[IpommiaxTo-
cTpoimMexanuzanus”
r.MexnypedeHck
P-39 OTKpBITOE aKIMOHEpHOE O0IIe- 1 n/c 946 1947-2003
ctBo CrtpowurtenbHas ¢upma "Tomyca-
[1axTOCTpon"
r.MexnypedeHck
P-40 OO0mmecTBO ¢ OTpaHHMYCHHON OT- 1 a/c 12 1992-2007
BETCTBEHHOCThIO "Marazun Ne 25"
r.MexxaypedeHck
P-41 OO0mmecTBO ¢ OrpaHHMYCHHON OT- 1 a/c 10 2006-2008
BETCTBEHHOCTBIO "CtpoiikoHTpakt"
r.MexaypedeHck
P-42 3akpbIToe aKIHMOHEpHOEe 0Olie- 1 1/c 24 1997-2004
cTBO "TOMYCHHCKOE JOKOMOTHBHOE Jie-
mo" r.MexaypedeHcK
P-43 3akpbITOe aKIMOHEpHOEe 00lie- 1 1/c 38 1994-2008
CTBO
"Cubuput-1"
r.MexaypedyeHck
P-44 OO0mmecTBO ¢ OrpaHHMYCHHON OT- 1 a/c 10 2004-2008
BETCTBEHHOCTBIO
"MexypeueHCKIIaXTOCTPOi-
IMonTaX"
r.MexypeueHck
P-45 OO0mecTBO ¢ OrpaHHMYCHHON OT- 1 n/c 5 2003-2008
BETCTBEHHOCTBHIO
"MesxypedeHckas turnorpagus’”
r.MexzaypedeHck
P-46 OOmmIEecTBO ¢ OrpaHMYCHHON OT- 1 n/c 9 2006-2009
BETCTBEHHOCTHIO

100




"Crpoit-Ac"

r.MexnaypedyeHck

P-47

OO0miecTBO C OTpaHHMYCHHON OT-

BCTCTBCHHOCTBIO

" TopoxHUK"

r.HoBoky3Henk

1 n/c

2003-2009

P-48

MexnaypeueHcknit prmman OAO
IAKB "Ky3baccpombank"

r. MexnypeyeHck

1 n/c

42

1961-2000

P-49

OO01ecTBO € OrpaHMYCHHON OT-

BeTCTBEHHOCTRLIO ""ToMmbp-MHBecT"

r. Kemeposo

1 n/c

2006-2009

P-50

OO61ecTBO € OTrpaHUYEHHOM OT-

BeTcTBEHHOCTRIO ""[Tosroc"

r. MexnypeyeHck

1 /¢

13

1999-2009

P-51

OO0mmecTBO ¢ OrpaHHMYCHHON OT-

BeTcTBeHHOCTHIO "I'pant”

" r.MexaypedeHck

1 n/c

15

2006-2010

P-52

OO0mmecTBO ¢ OrpaHHMYCHHOH OT-

BETCTBCHHOCTBIO

"Bocrok-Tpanzur-M"

r.MexypeueHck

1 n/c

2001-2009

P-53

OO0miecTBO C OrpaHMYCHHOH OT-

BETCTBEHHOCTHIO "Tenexkom ycmyra”

r.Kemeposo

1 n/c

2006-2009

P-54

OO0miecTBO C OrpaHMYCHHOH OT-
BETCTBEHHOCTBIO "TIpoMmIaxTocTpoi-

MOHTaX"

r. MexaypedeHck

1 n/c

2005-2010

P-55

OO0miecTBO € OTpaHUYEHHOW OT-

BETCTBCHHOCTBIO

1 n/c

346

1976-2000
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"[TpuTomckast aBrobaza"

r.MexnaypedeHck

P-56 OO0miecTBO C OTpaHHMYCHHON OT- 1 a/c 15 2001-2011
BETCTBEHHOCTBIO
lIMTCH
r.MexnypedeHck
P-57 OO0miecTBO € OrpaHHMYCHHON OT- 1 a/c 77 2003-2010
BETCTBEHHOCTBHIO
"Asusg"

r.MexnypeueHck

I'KYKO «I'ocynapcTBeHHBIH apXuB JOKYMEHTOB IO JMUYHOMY cocTaBy KemepoBckoit 06-
JacTy B I'. MexaypeueHCcKe» NPeA0CTaBISIET YCIYTH IOPUIUUECKUM JTULaM:

. UCIIOJIHEHHE 3allpOCOB, MOCTYMAIOMINUX OT (e/lepaibHbIX OPraHOB roCy1apCTBEH-
HOM BJIACTH, OPTraHOB BJIACTU CyObeKTOB PD, OpraHoB MECTHOrO caMOyIpaBJieHUs, Cya, IPOKY-

parypsl, ;

. UCTIOJTHEHHE 3aIPOCOB YUPESKACHUN-POHI000pa3oBaTenei mo TOKyMeHTaM X
apXUBHBIX (DOHIOB IS CIIYKEOHOTO MOJIH30BAHUS;
. OKa3aHUe KOHCYJIbTaTUBHO-METOANYECKON MOMOIITH YUPEKICHUSIM-

q)OH,[[OO6paSOBaTCJ'I$IM 110 BOIIpoCcaM pa6OTBI BCAOMCTBCHHBIX AapXWUBOB U OpraHU3aliuu JOKY-
MCHTOB B ACJIOIIPOU3BOACTBE,

. KOHCYJIbTUPOBaHHE IOPUIMUYECKUX JIUI] [T0 BOIPOCaM JIOKYMEHTAIIMOHHOTO o0ec-
IIEYEHUS YIIPABIICHUS U ADXUBHOTO JIEIA;

. IIPUEM Ha XpaHEHHE JOKYMEHTOB 10 TUYHOMY COCTABY JIMKBUIUPOBAHHBIX U pe-
OpraHU30BaHHBIX MPEANPUATHI U yUpeKIEeHUIN pa3aTudHbIX (OpM COOCTBEHHOCTH;

. yIOpsI0YeHHE JOKYMEHTOB, (hOpMUpOBaHHUE U 0OPMIIEHHE apXUBHBIX JIEIT IO
3asiBKaM OpraHU3aluii;

. KOHCYJIbTUPOBaHHE IOPUINYECKUX U (PU3NYECKUX JIUI] IT0 BOIPOCAM JOKYMEHTa-

IIMOHHOT0 00ecneueH s yIpaBIeHHs] U apXUBHOTO Jena.

I'KYKO «I'ocynapcTBeHHBIH apXuB JOKYMEHTOB 10 JUYHOMY cocTaBy KemepoBckoit 00-
JacTH B T. MeXaypedeHCKe» PEeIOCTaBIsAET YCIyTH (PU3HUECKUM JIMIIAM:

. HCIIOJIHEHUE 3aIPOCOB, CBA3aHHBIX C COLIMAIBHON 3alIMTON IpaXkaaH, Ipeay-
CMaTpHUBAIOIEH UX MEHCUOHHOE 00eCIieueHune, a TakxKe IS IOJyYeHHs JIbroT U KOMIIEHCAllui B
COOTBETCTBUU C 3aKOHOJATeNbCTBOM Poccuiickon denepannu.

. BbI1aya yOnauKara, nepeopopmMiIeHre apXUBHOM CIIpaBKU B3aMEH YTPaueHHOMH,
M3TOTOBJIEHHE HECKOJIBKUX SK3EMIUISIPOB apXUBHOW CIIPABKU;

. MOJIFOTOBKA CIIPaBKU 00 OTCYTCTBHHM B apXMBE 3alpalliBaeMbIX TOKYMEHTOB;

. KOMHMPOBAHUE JOKYMEHTOB Ha OYMa)kKHOI OCHOBE TEXHUUYECKHUMHM CPEJICTBAMU ap-

XUBA I10 3aIIpOCaM I'pakJiaH.
B I'KVY KO «I'ocynapcTBeHHBII apXUB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoii
o0nacTy B I. MexypedeHcKe» BeAeTCs IMUHBIN IPUEeM Ipax/iaH ¥ MHCbMEHHBIX 00palleHni 1o

BOIIPOCAM:
1. [TonTBeprkieHUE TPYIOBOTO CTaXka.
2. [ToaTBepxeHne cTaka paboThl B 0COOBIX YCIOBHUAX Tpyla (JBIOTHOTO CTaXa).
3. [IpenocraBienue cBeICHMI O pa3Mepe 3apadOTHOM TIJIaThI:
. s LlenTpa 3aHsiTOCTH
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o st [TencnonHoro Gonma

Uit oopMIIeHHsI OOJIBHUYHOTO JIHCTA

Juist @oH/Ia COLMATIBHOTO CTPAXOBAHMS

[TonTBepkieHue pakra HArpakACHUS WK IPUCBOEHUS TIOYETHOTO 3BAHMUSL.
[TonTBepxnenue hakTa HECYACTHOTO CIIydasi Ha MPOU3BOCTBE.
[IpenocraBnenue cBeACHUN O MEPEUMEHOBAHUN TIPEIITPUSITHSL.
[IpenocraBiieHne apXUBHBIX KON TOKYMEHTOB.

O(bopMneHHe 3ampoca. 3ampochl OT TpaxJaH NPUHUMAIOTCA Ha OJIaHKaxX AaHKETbhI-
3asIBJICHHUS.

JInuHO 0OpaTUTBCS MOXKHO TIO0 aapecy: T. MexmaypeueHck, 1. [lupokwuii sor

[Tpu muuHOM OOparieHny HeoOXOAMMO TP ceOe UMETh:

. acropT

. KOIIUIO TPYA0BOM KHMXKH (C TUTYJIBHBIM JIUCTOM).

[Ipu o6paieHNy MO MoYTe K aHKETe-3asBICHUI0 HEOOXOMMO MPHIIOKUTH KOIUIO TPYI0-
BOI KHI)KKHU (C TUTYJIBHBIM JINLCTOM).

B cnyuae yrpaTsl TpyAOBOM KHUMXKKU MPH 3aMOJHEHUHM AHKETHI-3asBJICHUS HE00X0u-
MO MaKCHUMaJIbHO TOYHO YKa3aTb TIOJ] IpUeéMa U I0Jl YBOJIbHEHHUS.

3anpockl OT IOPUAUYECKUX JUIT TOJDKHBI OBITH OOpMIIEHBI Ha OaHkax opranuzanuu. [1o
Teneony, akcy 3anpockl He MpuHUMaoTcsl. MTHPOpMAaLnio 0 TOTOBHOCTH CIIPABKH MOXHO IO-
JY4YUTh 1O TenedoHy apXuBa.

[Ipn HanWuuy B aHKETEe-3asBIICHUU KOHTAKTHOTO TeJeOHA 3asBUTEIIO OyaeT cooOImeHo
0 TOTOBHOCTH CITPaBKHU.

Boigaua cnpaBok. Beijiaya roTOBBIX CIPaBOK OCYLIECTBIISIETCS NPHU MPEIbABICHUM Tac-
MOpTa WJIK UHOTO TOKYMEHTA, YAOCTOBEPSIOIIErO TUUYHOCTD.

B cnyuyae nmomyyeHHs CpaBKU MOCTOPOHHHUM JIMIIOM HEOOXOAMMO HaJIMYME Macrnopra u
IOPUANYECKH 3aBEPEHHOMN JOBEpEeHHOCTU. Ecin 3anmpoc OTHOCWICS K KaT€rOpuM IUIATHBIX YCIyT,
3asIBUTENII0 HEOOXOIMMO TMpPEABbSIBUTH OIUIAYEHHYI0 KBHUTaHLMIO. VHOrOpoJHHUM 3asBUTENSAM
CIIPABKH OTIIPABJISIFOTCS 110 TIOYTE MPOCTHIM MUCbMOM.

PP e

Tema 3. @opmuposanue TUUHBIX 0€1 COMPYOHUKOE
B nepByto ouepenp 0TMETHM, YTO BeIEHHUE JMUYHBIX JIeJl pAOOTHUKOB HE 005S3aTENBHO B

OTHOIIIEHUU BCEX KaTeropuii paboTHUKOB. O0s3aTeIbHOE BEICHHUE JIMUYHBIX /1€ TPEAYCMOTPEHO,
HanpuMep, Ha roCy1apCTBEHHON IPpa)KIaHCKOM CIy0€e B COOTBETCTBUU €O CT. 42 DenepalibHOTO
3akoHa oT 27.07.2004 Ne 79-®3 «O rocynapcTBeHHOH TpakaaHckoil cimyx0e Poccuiickoit de-
nepanun» (nanee - 3aKOH O TOCYJapCTBEHHOH ciyx0e). [lng ocranbHbIX pabOTHUKOB 00s3a-
TEIbHOCTh U MOPSIIOK BEJIEHUS JTMUHBIX JI€] MOXKET ONpPEAENAThCS JOKAIbHBIMH HOPMaTUBHBIMU
aKTaM# paboTOoaTeNsl.

Tak, TM4HbIE e7a MOTYT BECTHCh KaK Ha BCeX paOOTHHMKOB, TaK U Ha OMPEAEICHHYIO UX
Kateroputo. Ha mpeanpusaTusx JauyHble Jena 1eaecoo0pa3Ho BECTH Ha CIEAYIOIINe OCHOBHBIE

KaTeropuu pabOTHUKOB:

1. PYKOBOJUTENH (TJIaBa MPEANPUATHS, €TO 3aMECTUTEINHN, TIOMOLTHUKH);

2. PYKOBOJUTENHN CTPYKTYPHBIX ITOJIPA3/ICICHAN M X 3aMECTUTEIH,

3. IJ1aBHBIE (BEYIIHE) CIICLIMAIUCTHI;

4. pabOTHUKH, HA KOTOPBIX BO3JIO’KEHA MTOJIHASI MaTE€pUaibHas OTBETCTBEHHOCTb;

5. paOOTHUKH, BKIIOUEHHBIE B KaIpOBBIN pe3epB JUIs BHLABIDKCHHS HAa Hanbosee
Ba)XKHbIE JIOJKHOCTH;

6. paboTHUKH, oOecrieunBarole (QyHKIIMOHMPOBaHKUE OpraHa (amnmapara) yrnpasJie-

HUS IeATENIbHOCTBIO IPEAIPUATHS.
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OpHako BO MHOTMX OpPraHM3ALUAX JIMYHBIE Jiejla BEAyTcs Ha BCeX PabOTHUKOB HE3aBU-
CHMO OT CTaTyca M BBIMOJIHIEMOW paboThl (BKJIIOYAs TEXHUYECKUH MEepPCOHAN), TaK KaK JIMYHOE
JIeNI0 - YPE3BBIYAHO YIOOHBIM MCTOYHUK MH(POPMALUU O KaKJOM pabOTHHKE: B OJHOM Marke
coOpaHbl Bce KOIUU JIMYHBIX TOKYMEHTOB paOOTHHKA, IPUKA30B 110 TOMY pabOTHUKY U JApyrue
JIOKYMEHTHI.

Tak Kak B Tex cilydasix, KOTrJia pedb He HIeT 00 0pOpMICHHH KaJPOBBIX JTOKYMEHTOB Ha
rOCYJapCTBEHHOM I'pakIaHCKOW ciy0e, BOIPOCHI C BEJICHUEM JIMYHBIX Je]l paOOTHUKOB pellia-
IOTCSl HA YCMOTpEHUe paboToaTess, To pa3paboTka U yTBEpXKIEHUE JIOKAILHOTO HOPMAaTHUBHOIO
aKTa JIMIIHUMH COBEPIIEHHO TOYHO HE OYAYT.

IIpyn Haymumy B Bameid opranu3anuu MHCTpyKIMH 1O KaJApOBOMY JEIONPOU3BOJCTBY,
JIOTHYHO, €CIIM OTIENbHBINA ee pa3zien OylIeT MOCBSIIEH UMEHHO BEICHUIO JIMYHBIX e COTPY/I-
HUKOB.

Taxoli pa3zien MOXeT ObITh BKJIIOUEH U B COCTaB JAPYI'UX JOKAIbHBIX aKTOB, pETIaMEHTHU-
PYIOIIKX HOPSAA0K 0QOPMIIEHHS U XpaHEHUS KaJPOBBIX JOKYMEHTOB.

Hexotopeie paboTomaTeny MpeanoynTaioT pa3padoTaTh OTACNIBHBIA TOKYMEHT, YYUTHI-
BAaIOLLMI BCE HIOAHCHI BEJCHUS JINYHBIX JIEI.

HeszaBucumo oT BeIOpaHHON BaMH (POPMBI NP periaMeHTaluy padoThl € JIMYHBIMH Jie-

JaMH HE0OX0AUMO YTOUHHUTH!

1. KaTeropuu pabOTHUKOB, HA KOTOPBIX BEAYTCS JIMUHBIE Jiena (OyayT 3To Bce co-
TPYIHHKH OpraHU3alMU WK, HAIIPUMED, TOIBKO MEHEIKEePhI BCEX 3BEHbEB YIIPABIICHNU);

2. croco0 GOopMHUPOBAHUS JIMYHBIX JIET;

3. COCTaB JIOKyMEHTOB JIMYHBIX JIe] (B TOM YHCIIE C YKa3aHHUEM Ha TO, KaKHe JIOKY-
MEHTBI TIOALIMBAIOTCS B OPUTHHAIAX, @ KAKHE B KOTIHSX );

4. TIepEUCHb JINI], OTBETCTBEHHBIX 32 BEJCHUE U XPAHCHUE JINYHBIX JEJT;

5. HOPSIIOK BEACHUS JTMYHBIX JIEIT;

6. HOPSIIOK 03HAKOMJICHUSI pAOOTHUKOB C IOKYMEHTAMH, XPAHSIIUMUCS B TMIHBIX
Jenax;

7. HOPSIIOK XPaHEHHsI JIMYHOTO JieJIa TIOCIIe YBOJIbHEHUs Pa0OOTHHKA; IPYTYIO HH-
dbopmaruio.

Kuura (xcypHan) Y4€Ta JIUYHBIX JCJI MOKET COACPKATh CICAYIOHMIUC CBCACHUA:

1 MOPSITIKOBBIN HOMED JIeNna;

2 dbaMusus, UMs, 0TIECTBO COTPYIHHUKA;

3. JaTa MepBOHAYAIBHOTO (DOPMUPOBAHHS JIENa;

4 JlaTa Tiepeiauu Jejia B apXuB;

5 JIpYTHE CBEJEHUS 10 YCMOTPEHUIO pabOTOaTENs.

dopmMupoBaHUe U BEJIEHUE JTUYHBIX €], KAK MBI y>K€ OTMETHIIH, OCYIIECTBISETCS B CO-

OTBETCTBHH C MPABUJIAMH BEACHHUS ICTONPOU3BOJICTBA, ACHCTBYIOIUMHU Y KOHKPETHOTO paboTo-
JaTens.

[lepBoHayanbHO B JUYHOE JEJIO TPYNIHPYIOTCS JOKYMEHTHI, O0(OPMIISIONINE MPOIECC
npreMa Ha paboTy, a BIOCJIEICTBUU - BCE OCHOBHBIC JOKYMEHTHI, KacaloIIuecs TPYAOBOH jes-

TEJILHOCTU pabOTHHKA.
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KHHTA
YUeTa IHHBIX 1] COTPYIHNKOB OAO «CaTypH»

Home, CrpykrypHoe i feea
P @.11.0. paborumka JonxHOCTS paboTHMKa PYXTyP Gopuuponanna | mepegaun
Aena nojpasienenne
aena eiIa B ApXHB
1 2 3 4 5 6
05-15/110 | Cemeroga YneaHa 3amecmumens Opuduveckul |12.03.2012
Buxkmoposra HayansHuka omodena | omden

Oco0biM gokymenToM B coctaBe IJIC saBasiercs JImunoe neno. OHO 0OBIYHO 3aBO-
JUTCS Ha paOOTHHKA, MOCTYIHMBIIETO B OpraHu3anuio. JJOKyMEHTHI B JTMUHBIX JieJlaX pacrioJiara-
IOTCS 110 MEPE UX MOCTYIUICHHUS U CUCTEMATH3UPYIOTCS B CIIEAYIOIICH TOCIIeI0BATEIIbHOCTH:

BHyTpeHHsIs onMch JOKYMEHTOB, UMEIOIINUXCS B IMYHOM JIETIE;
3asBiIeHNE O IpueMe Ha PaboTy, HaNpaBJICHNE UK MIPEACTaBICHHUE;
AHKeTa (JIMYHBIN JIUCTOK IO yYETy KaJpoB);

ABTtobuorpadus;

JlokymMeHThI 00 00pa30BaHUM U T.11.;

JIOKyMEHTBI B JIMYHBIX JieflaX PacloiaraloTcs 10 Mepe UX MOCTYIICHHS.

agrwbdE

DopMHpPOBaHHE PACHOPAIUTENbHON JOKYMEHTAUMH 10 JUYHOMY COCTAaBy — IpPH-
Kka3bl. [Iprkasbl o 1MUHOMY cocTaBy (OPMHUPYIOTCS B Jieja B 3aBUCUMOCTH OT CPOKOB HX Xpa-
HeHus. [Ipy 5TOM cilelyeT MOMHHTB, YTO 3aIIPEIIAEeTCs TPYNIMPOBATH B OJTHO AEJIO JOKYMEHTHI C
Pa3HBIMU CPOKaMU XPAHECHMUS.

B cootBercTBuM ¢ THUIIOBBIM IIEpEYHEM IIPUKA3BI 110 JINYHOMY COCTAaBY UMEIOT [1BA CPOKA
XpaHeHus: 75 neT u 5 jer.

K npuxa3zam, umeromiuMm 75-JIeTHHI CPOK XPaHEHHsI, OTHOCATCSH: IIPUKAa3bl O MIPUEME,
YBOJIBHEHUH, NEPEMELIEHNN, MPEMUPOBAHUH, MOOUIPEHNUH, JJIATEIBHBIX OTIIYCKaX IO YXOAY,
JUINTENBHBIX KOMaHaupoBkax. K mpukazam, nMeromum S-j1eTHHI CPOK XpaHEHHs, OTHOCST-
¢fl: TIPUKa3bl O MPEAOCTABICHUM OYEPEIHBIX U yYEOHBIX OTIYCKOB, JI€KYPCTBaX, B3bICKAHUSX,
KPaTKOCPOYHBIX KOMaHAUPOBKAX.

[TpakTHKa UCIIONB30BaHKs JOKYMEHTOB I10 JUYHOMY COCTaBY ITOKA3bIBAET, YTO IPHU 3HA-
YUTENBbHBIX 00BEMax MPUKA30B MO JTUYHOMY COCTaBY, UMEIOIIUX 75-IETHUN CPOK XpaHEeHHUS, 11e-

necoobpa3zHee ux (GOpMHUPOBaTH B JeNa IO BOMPOCAM JEATEIBHOCTH. Hampumep, oTnenpHO
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TpyNIUPOBaTh B JAeia NPUKA3bl O MpUEME, YBOJIbHEHHH, IEPEMEIICHHN paOOTHUKOB, TO €CTh
NPUKa3bl, CBI3aHHBIE C UX TPYIAOBBIM CTaXXEM, U OTAEIBHO MPUKA3bl O MPEMHPOBAHUH, TIOOIIpE-
HUH U T.1., TO €CTh MPHUKA3bl, B KOTOPBIX COJEp)KATCA CBEACHHS O 3apaboTHOH 1uiate. [lpu sTom
B Ka)KIOM JIeJie TPUKa3bl UMEIOT CBOIO CAaMOCTOSITEIIHHYIO BAIOBYIO HYMEPAIIHIO.

[Ipuka3sel, pacnopspKeHHS U IpyTUe PAacIOpSIUTENbHbBIE JOKYMEHTHI M0 JINYHOMY COCTa-
By (OPMHpPYIOTCS B J€ia B MPEIEIax OJHOTO KAIEHAAPHOTIO rojia B XpOHOJIOTHYECKOM MOPSIKE
U C OTHOCSIIIUMHUCS K HUM MPHUIIOKCHHUSIMH.

B coorBercTBun ¢ «[IpaBunamu opraHu3anuy XpaHeHUs, KOMIUIEKTOBAaHHSA, YI&Ta U Uc-
HOJIb30BAHMS JIOKYMEHTOB apXMBHOTO ()OHIA POCCUICKON (emepanuy U Ipyrux apXMBHBIX J0-
KYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOT'O CAMOYIPABICHHUS M OPTaHU3ALUSIX)
ot 07.09.2015 r. paciopsAUTENbHBIE TOKYMEHTHI IPYNIUPYIOTCS B Jieja 10 BUaM, HE JIOIyCcKa-
ercss GOpMHUpPOBATh B OJHO JEJIO MPHKa3bl U PACIOpsDKEHUsS ¢ equHoi Hymepanueil. To ecTb
NPUKa3bl, PACIIOPSHKECHUS, YKa3aHUS TPYNIUPYIOTCS B CAMOCTOSITENIbHBIC JIeia CO CBOEH HyMmepa-

IMHACH.

JluneBble cuera 1o 3apabOTHOM IIaTe COTPYIHUKOB (POPMHUPYIOTCS B CAMOCTOSITEIBHBIC
Jiefia ¥ pacIoylaratoTcesl B HUX 10 andaBUTy paMUIHiA.

JIMuHbIe KAPTOYKH PAOOTHUKOB TakXke (POPMUPYIOTCS B Jiea 1o andaBUTy GaMUIHA.

[To mucTedyeHnn ogHOTO rojia Mmocie 3aBepllieHus GOPMUPOBAHUS €T B JEIONPOU3BOJI-
CTBE MPOBOJAUTCS paboTa MO UX MOATOTOBKE K Iepeaaue Ha XpaHEHHUE B apXUB yupexkiaeHus. B
cooTBeTcTBUH C IIpaBuiamu opranusany XpaHeHHsl, KOMIIEKTOBAHMsI, Y4€Ta U UCIIOJIb30BaHUS
JIOKYMEHTOB apXUBHOTro (hoHIa poccHiickol ¢eaepanvu W JpYyruxX apXWBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX OpPTraHax, OpraHax MECTHOTO caMmoyrpasieHus u opranuzanusax ot 07.09.2015
I. B apXUB MOCTYMAIOT JTOKYMEHTHI, B TOM YHCIIE€ N0 JUYHOMY COCTaBy, HE MO3/HEE YEM uepe3
TPHU Tofia MOcye 3aBepIIeHUs UX GOPMUPOBAHUS B EIONPOU3BO/ICTBE.

Odopmiienne nienn Mo JUYHOMY COCTaBY IPEACTaBIIET COOON KOMIUIEKC paboT MO uX
TEXHUYECKON 00pabOTKe BKIIFOYAIOIIUH: MOAMNUBKY (TIEPEIIET) eI, HyMepaIuio JIMCTOB Jena,
COCTaBJICHHE 3aBEpUTENbHOW HAJIMCH, COCTABIIEHHWE, B HEOOXOIUMBIX CIy4yasX, BHYTpEHHeEH
OTHCH JIOKYMEHTOB Jief1a, 0popMIIeHHE O0I0XKKH Jena.

Jlena moammBaroTcsa B 4 MpOKoJIa B TBEPAYIO OOJIOXKKY, M3 Jiea yJalstoTCsl BCEe MOCTO-
POHHHUE MpeIMeThl (CKpenKH, 3akIaaku U Jap.). HeBocTpeboBaHHbIE TUYHBIE JOKYMEHTHI (arTe-
CTaThl, TUIIJIOMBI) BKJIQJbIBAlOTCA B KOHBEPT U MOJIINBAIOTCS B Jes0. B KoHIle Aena noammuBa-
€TCs YHMCTBIA JHUCT WK OJaHK (GOpMbI 3aBEpUTENLHONW HaAmUcH. B HEOOXOAMMBIX ciydasx B
Hayase Jejia MOJIIMBAETCs OJaHK BHYTPEHHEH OMHUCU JOKYMEHTOB, II€ MEPEUUCIISIOTCS BUIBI

JOKYMCHTOB U CTpaHUIIbl, HA KOTOPbLIX HAXOAATCA JOKYMCHTEI.

106



Bce nuctel nmena, kpome OnaHKa JMCTOB BHYTPEHHEH OMUCH M JIMCTa 3aBEPUTEIHLHON
HAJIIMCH, HYMEPYIOTCSl B Pa3BEpPHYTOM BHJIE B MPABOM BEPXHEM YTy MPOCTHIM (YEPHBIM) Ka-
pangamomM win TadynsitopoM. [ToamuTeie B 1670 KOHBEPTHI TaK e HyMEpYoTcs (CHavala KOH-
BEPT, TOTOM IO MOPSAJIKY BCE BKIIOUECHHUS).

3aBepuTeNbHAs HAAMNKHCH COCTaBISETCS TOJIBKO HA OTACIBHOM JIMCTE-3aBEpUTENIE 10
YCTaHOBJICHHOW (opMme. 3ampeniaercsi BBIHOCUTh €€ Ha 000pOT MOCIEIHEr0 JOKYMEHTa WU 00-
T0KKy Jiena. OHa BKJIIOYAET CBEACHUS O KOJIMYECTBEHHBIX MapaMeTpax Jieja U UX 0COOCHHOCTSIX
(JIUTEpBI, MPOIYIIEHHBIE TUCTHI, JIUCTHI ¢ 000POTOM, KOHBEPTHI).

BHyTpeHHsIs onUCh COCTaBISETCS IS JIMYHBIX €]l U COJIEPKUT CBEJCHUS O MOPSIIKOBBIX
HOMEpax JOKYMEHTOB B HEH, UX MHJEKCAX, JIaTax, 3arojIOBKaX U HOMEpax JIMCTOB Jejia, Ha KO-
TOPBIX PACIIOIOKEHBI 3TH TOKYMEHTHI.

K BHYTpeHHEl OIUCH COCTaBISETCS UTOTOBAasl 3allKCh, B KOTOPOH yKa3bIBaeTcs 1ubpamu
U MPOIMHUCHIO KOJIMYECTBO BKIIOYCHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JINCTOB BHYTPEHHEU
onucu. BHYTpeHHsIs1 OMUCHh MOJAMUCHIBACTCS €€ COCTABUTENIEM C YKa3aHUEM JOJDKHOCTH M JaThl
COCTAaBJICHHSI.

[Tpu n3MeHeHuu cocTaBa JOKYMEHTOB JieNia (U3bsITHH, BKIIOYCHUH JOKYMEHTOB, 3aMECHE
UX KOMHUSMHU) OHU oTpaxkatorcs B rpade «[Ipumedanue» co CHOCKOW Ha HOMEpa BHYTpEHHEH
onucu. MoeT ObITh COCTaBJIeHa M 0C00asi OMKUCh 3TUX U3MEHEHUH.

O06110kKa J1en1a 1o JINYHOMY COCTaBy COJIEPIKUT CIIENYIOIINE PEKBU3HUTHI:

. HaMMEHOBAHHE OPTaHU3AINH, TIOJYNHEHHOCTh, HAUMEHOBAHUE CTPYKTYPHOTO
HOJpa3JIeNIeHus;

. UHJIEKC JeT1a;

. apXUBHBIN WU 1ena;

. 3aroJOBOK JI€71a;

. KpaiiHue 1aThl Jena;

. KOJIMYECTBO JIUCTOB JIEJIa;

. CPOK XpaHEHus Jiena.

HpI/I O9TOM HAUMCHOBAHHUC OpraHU3alli YKA3bIBACTCA NOJHOCTHIO, B MUMCHUTCIIbHOM I1a-
ACKE, C YKA3aHUCM IIOJIHOI'O HAMMCHOBAHUA OpraHu3alnu, KOTOpOﬁ OHa HCIIOCPCACTBCHHO IO -
YHUHCHA, TaK K€ B UMCHUTCIIbHOM ITIaJACXKE. Ecnu cama opraHusanus UK BBIIICCTOAIIAsA OpraHu-
3aiusa HMMCHOT O(bI/II_[I/IaIIBHO IMPUHATOC COKpAllICHUC HAMMCHOBAHUSA, TO OHH YKA3bIBAOTCA B

CKOOKax I0CJIe MOJIHOTO HAaUMEHOBAHHS.
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Kop roc. apxwea
Kon opraduaaiin

6 NI

JUZ =N "UD

L3N D

QOWeCTEO ¢ OrPaHMYEHHON OTBETCTREHHOCTRIO

TEXHOTKAHbL TEKCTHIIB

ByXrantTepus

{HaueHoBaHIE apXHBHONG YYpeseHa)

(HapmeHoBaHUE DPraHr3ayHs ¥ CTRYRTYPHOTD NOIDa3NanaHid)

OEJTO Ne_ 9 TOM Ne_1_

S ————

Hasato 01.01.2000
Okongene 31,12 2000
{Kpafinme fate)

Ha _ 248 NMMCTaxX
KparTe 75 net

JlnaHoe neno mpeacTaBisieT coO0M COBOKYITHOCTH JOKYMEHTOB, COJEPKAIINX CBEICHUS
0 paboTHuKe. Bce MOKyMEHTBI, OTHOCSIIIUECS K JTMYHOMY JETy, IO Mepe MOCTYIUICHHSI TTOAIIH-

BAIOTCA B MMAIIKY-CKOPOCIINBATCIIb.

JInuHble Aena MOTYT 3aBOJUTHCS Ha BCeX pAOOTHHKOB OpPraHU3alluM, OJHAKO, IIaBHBIM
00pa3oM, — Ha PYKOBOJSIIUN COCTaB U BEAYIIMX CIENUATUCTOB. /{151 ocTambHBIX paOOTHUKOB,
KaK MPaBUJIO, OTPAaHUYUBAIOTCS 0(OpMIICHIEM JIMYHON KapTouku 1o ¢popme Ne T-2.

B coctaB nu4HOrO Aena BXOJAT CAeAYIOUINe TOKYMEHTHI:

BHYTPEHHSS ONMCh JOKYMEHTOB, TOAIUTHIX B JINYHOM JEJIE;

pesrome;
aBTOOHOrpadus;

aHKeTa WJIN JIMYHBIA JMCTOK M0 YYETy KaJIpOB;
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. KOIHHU JOKYMEHTOB 00 00pa3oBaHuy;

. XapaKTePUCTUKU Ha paOOTHUKA;

. TPYJOBOH JOTOBOP (MOKET BXOIUTH B COCTAB JINYHOTO JIEJIA UIIH XPAHUTHCS OT-
JIeITBHO);

. KOIUY TMPUKA30B O HA3HAYCHUH, TICPEMEIICHNUHN, YBOIHHCHHH;

. KOITUS CBUCTEILCTBA O IIOCTAHOBKE HAa YYET B HAJIOTOBOM OpraHe;

. KOMUS CTPAXOBOT'O CBUACTEILCTBA TOCYJAPCTBEHHOTO TICHCHOHHOTO CTPaxoBa-
HUS;

. JIOTIOTHEHUS K aHKETE WJIM TUYHOMY JIUCTKY IO YYETY KaJpOB;

. pa3JIMYHbIC CIIPABKH, OTHOCSINHECS K JAHHOMY pa0OTHHUKY (KpOME CIIPaBOK C Me-

CTa JKUTEJbCTBA, O COCTOSIHUHU 3J0POBBS U IPYIHX JOKYMEHTOB BTOPOCTEIIEHHOI'O 3HAUYEHUs, KO-
TOpbIE TPYNIIUPYIOTCS OTAEIBHO).

[Tpy HanMYUKM XapaKTEPUCTUKHU C MPOLUIOTr0 MecTa PadOThl M PEKOMEHIATEIHHOTO MUCH-
Ma, MPE/ICTaBICHHBIX MPU MOCTYIUIEHUH Ha paboTy, OHU TaKXe MOALIMBAIOTCA B JIMYHOE JIEJI0
paboTHUKaA.

JInunble nena pabOTHUKOB PETUCTPUPYIOTCS B CIIELUAIBHOM KypHaie, XpaHaTcs B ceil-
(e 1 BBIIAIOTCSA BO BPEMEHHOE 0JIb30BAaHUE TOJIBKO ONPEIEICHHBIM JODKHOCTHBIM JIMLAaM. 3a-
IUCH U U3MEHEHUS B JIMUHBIE Je€a BHOCITCA JIMLIAMU, OTBETCTBEHHBIMU 33 UX BEJCHUE.

JInuHble nesa yBOJIEHHBIX WM YMEpPUIMX PaOOTHUKOB JOJDKHBI IIEPEAaBaThCsl B apXUB U
XpaHUThCS 75 JeT.

JInuHoe A€o BKIIIOYAET JOKYMEHTBI, OTPa)Karollle CBEIEHUs O pabOTHUKE U €Tr0 TPYA0-
BOM JIeATeNbHOCTH, TMOO0 O cTyaeHTe u ero ooyuenuu B BY3e. Kak npasuio, nuunoe aeno ¢op-
MHUPYETCSl B TEUEHHE UIUTEILHOTO MEPHO/Ia BpeMeHH (Bce BpeMs padoThl miu yueobr). OHu BXO-
JISIT B COCTaB JIOKYMEHTOB I10 JUYHOMY COCTaBY.

B HacTosiiee BpeMs MuHBIE Jiesia Ha paOOTHUKOB B 00S13aTEILHOM IMOPSIIKE B COOTBET-
ctBuM ¢ Yka3zoMm Ilpesugenta P® ot 30.05.2005 Ne 609 momkHBI OBITH 3aBEEHBI B rocynap-
CTBEHHBIX (MYHUIIMNAIBHBIX) OpraHax BiacTu. s apyrux cdep 1esareabHOCTH B HOPMAaTUBHBIX
JIOKYMEHTaxX HeT YIMOMHUHaHHsA 00 OOs3aHHOCTH BEJIEHMs JIMYHBIX Jesl. DakTHUyecku A O0ib-
IIMHCTBA OpraHU3aluil 3T0 CTAHOBUTCS J1€JIOM JJOOPOBOJIbHBIM.

Tem He MeHee, MpaKTHKa MOKa3bIBAET, YTO (POPMHUPOBAHNE M CBOCBPEMEHHOE KOMILIEK-
TOBaHME JIMYHOTO Jieja Ha pa0OTHHKA MPUHOCUT MHOTO M0JIb3bl. [ToCKONBKY BCe CBEIEHUS O pa-
OOTHHMKE CKOHLIEHTPUPOBAHBI U YIIOPSI0UYEHBI B €IMHOM MecTe (CIIOCOOCTBYET Jyylllel coXpaH-
HOCTH JJOKYMEHTOB) U K HM 00€CII€UeH OMEepPaTUBHBINA TOCTYI (CIIOCOOCTBYET OBICTPOMY TTOU C-
Ky MH(OpMAIMH 10 3a1pocy).

CocraB IOKYMEHTOB JIMYHOTO Jieja pabOTHUKA:

. 3asBIIEHHE O ITpHEeMe Ha padoTy;

. TPY/ZOBOE CoTJanieHue (KOHTPAKT), JOMOTHUTEIBHBIEC COTIIAIIICHUS;

. JIMYHBIN JIMCTOK IO YYETY KaJIpOB U JIOTIOJIHEHUE K HEMY;

. aHkera (aBTobuorpadus);

. JIOKYMEHTbI 00 00pa30BaHuM (KOIHH);

. JOKYMEHTHI 00 YTBEP)KICHHUH B JIOJDKHOCTH (KOTIMU ITH BBIITUCKH ), B TOM YHCIIE

9TO MOT'YT OBITh BBIITHCKU U3 IIPOTOKOJIOB y‘IpCI[PITGHCfI, AKIMUOHCPOB, YYCHBIX COBCTOB, NOKY-
MCHTBI KOHKYPCHBIX KOMI/ICCI/If/i, PE3YIbTAThbl TCCTUPOBAHUA,

. PEKOMEHIaTENbHbIE MMCbMA WM XapAKTEPUCTHKU;

. JOJI’KHOCTHBIE MHCTPYKLUU (perjiaMeHThl);

. aTTECTALlMOHHBIE JINCTHI, OT3BIBBI, IPECTABIICHUS;

. NacHOpPTHBIE JAHHBIE, CBUJIETENIHCTBO O Opake U T.J. (KOMHH);

. 3asIBJICHUS U IIPUKa3bl (KOIIMHU WM BBIIIUCKH) O NMIEPEBOJIE HA IPYTYIO JOJIKHOCTb,
NpECTaBICHUs, CIPABKU-O0bEKTUBKH;

. JIOKYMEHTBI O HAarpa)XJ€HUHU, HAJT0KEHUHU B3bICKAaHUH (KOIUN);

. CBEJICHUS O J10X0/1aX, UMYILECTBE U CIIPABKU ITPOBEPKH MTOJHOTHI U I0CTOBEPHO-

CTH JTaHHBIX CBEJACHUI (711 TOCYJapPCTBEHHON MM MYHUITUTIATBHOMN CITYKOBI);
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° HeBOCTpe6OBaHHBI€ JAOKYMCHTBI (CBI/I,I[eTeJIbCTBa, AUTIJIIOMBI, TPYAOBBIC KHUKKHU 1

T.IL.);

. 3asBIICHUS U TPUKa3bl (KOIMH WM BBIITUCKK) 00 yBOJIBHEHUH, IEPEBOJIE U T.11.;

. UHbIE IOKyMEHTBI B ClIydae HE0OXO0AUMOCTH, B YACTHOCTHU JJISl TOCYIapCTBEHHOM
CIry’k0bI — opodHee nocmotpute Ykas IIpesunenta PO.

dopMupOBaHUE JIMYHBIX J€]1 paOOTHUKOB. PYKOBOACTBYIOTCS XPOHOJIOIMYECKUM NPHH-
IIUTIOM, T.€. JOKyMEHTHI B JIMYHOE JIeJI0 paOOTHUKA TIOMEIIAIOTCS 0 Mepe uX nosiBieHus. [locne
YBOJIbHEHUS! paOOTHUKA JTMYHOE JIEJI0 CUUTAETCS] 3aKOHUYEHHBIM JIEJIONPOU3BOICTBOM U TOTOBUT-
cs K nepegade B apxuB. IIpu 3TOM zena roccaykamux mnepenarrcs B apxus nociae 10 ner xpa-
HEHMs B KaJIpOBOM City>k0e (HopMaTUBHOE TpeOOBaHUE, TOCKOJIBKY IIPU MEPEBOAE IPAXKIAHCKOTO
CJLy’Kalllero B APYroi rocy1apCTBEHHBIN OPraH €ro JIMYHOE MECTO NEPEAAETCS 110 HOBOMY MECTY
paboThI), OCTAIbHBIX PAOOTHUKOB — JKEJIATENILHO HE MO3/(Hee 3-X JIET Mocie 3aBEepLIeHUs UX Jie-

JIOPOU3BOACTBOM.

BBuy BaXXHOCTM JOKYMEHTOB, COCTaBISIOIIMX JIMYHOE JI€NI0, TpeOyeTcs COCTaBIAThH
BHYTPEHHIOIO OIUCH 10 ONpPEeNICHHOH (opMe, IIPU 3TOM OHA BCETZla HyMEpyeTcsl OTAEIbHO OT

OCTAJIbHBIX JOKYMCHTOB J€CJIa.

BHYTPEHHANA OITHCDH
JOKYMEHTOB ef1. Xp. N _ 05-15/110

Ne S Aara 3AroT0BOK JOKYMeNTS SOy, Tpieeyausne
AOKyMONTA AoKyMeNnTa TICTON 10 %a
1 2 3 4 5 (3
1 Lonontesiue K AUSHOMY AUCMKY NO y9emy 1
xadpoe

2 19032012 | Jlussisal AUCMOK No ywermy Kadpoe 2-3

3 19.03.2012 | Aemobuospadus 4

4 | OM827527 | 26062001 | Konus dunnoma 5

5 10/12-md 19.03.2012 | Tpydosou doeosop 6-11

6 45-x 19.03.2012 | Konus npuxasa o npueste xa pabomy 12
Htoro ROKYMEHTOB.

(omjpann 3 op oam e |
KOnnuecTeo mucToB BHYTPeHHERA OnmHCH
(amdpases » npasecyo |

MucnexTop

19.03.2012

Wupoxosa

T.IO. llinpokopa

(mcoama)

{paces pposea amran)

[IpuBeneM npruMep BHYTPEHHEH OMUCH JeNa, COAEpKAIEero MpruKasbl Mo JMYHOMY COCTa-

BY.
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BHYTPEHHAA OITUCH
AOKYMEHTOB €. Xp. N0 04-03
Hupexc Hara Howmep
Ne 3aronoBox AOKyMenTa Ipusenanne
JAOKYMCHTA | JOKYMCHTA ANCTORB ¢A. XP. P
1 2 3 B 5 6
1 Ix 10.01.2007 | O npueme xa pabomy Xsopocmenxo K0. 1. ]
2 2 12.01.2007 | O npuese na patomy Havinoa I'E 2
97 97 02082007 | O6 ysosvwenuu Kopobxo M. A. 97 Konus. Modrurnux
ympanes (axm
06 ympame
om 0209.2007)
184 184x 26.122007 | 06 ynorvsersu Edpesonoit A. A. 184
185 185k 27.12.2007 | O npueme xa patomy Kopocmwaeson E Q. 185
Hroro 185 (cmo Bocemuoecam nams) JNOKYMEHTOB.
TP & RPOaI.0]
KOMMuecTBO IMCTOB BHYTPEHHER OMMCH 3 (mpu)
TNGPIANN X BPOGHCLO)
MHCTeKTOp 110 KaapaM dedoposa I.I. ®enoposa

12.02.2011

BosBpamasice k mpaBuiaMm oQOpMIICHHSI JIMYHOTO Jiefia, OTMETHM, YTO 3aTeM B TpOIIecce
MOJATOTOBKU K apXHMBHOMY XPAaHEHMIO 3aBEPIICHHOTO JMYHOTO JeJla KOJUYECTBO JHCTOB BHYT-
pEHHEl OMUCH 0TMEYAeTCs B JIMCTE-3aBepuTesie (MocCMoTpuTe 0Opaserr).
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JHUCT-SABEPHTENL JETA M 05-04
B meme mOmIMETO B OpO0HYMepoeaHo 127 (oTo ORAgUaTE CEME) JHCTOR,

E TOM 9HCIE!
NHTEPHEIE HOMEpA JHCTOE 26 a;
[pOOVIIEHHEIE HOMERA THCTOR 42, 101
+ IHCTOR BEHVTREHHEH ONHCH 3

OcofeHHOCTH QHSHEECKOr 0 COCTOANMA Homepa
H QOpMHp OEAHHA OENa JIHCTOE
| 2

HepasbopuHERIE TeKCT 4
Crnefra 03 6 THCTOE 34
Pasprk 0 crefKa THCTA 97
CerpeTape E A KypouwrnHa
23 11.2010

Ha kaxmoro corpyauuka (GopMHUPYETCs caMOCTOSATEIbHOE JUYHOE fAerno. [lomyckaercs
3aTeM B IIpolecce MOATNOTOBKM K apXMBHOMY XPAaHEHMIO TPYNIHMPOBATH JIMYHBIE Ji€Jla B TaK
Ha3bIBa€MbIC HAPS/bI, T.€. TPOLIUTHh UX B 00IIEM Jeiie (0COOEHHO TPU HEOOIBIIOM KOJINYECTBE
00pa3yIoIMXCs JTUYHBIX JIe B Toa). B aToM ciydyae BO BHYTpeHHEH ONKMCH JTOKYMEHTOB Jela
JIOJKHA COAepkKaThCsl HHPOPMAIIUIO C IEpeYHEM BKIOYEHHBIX B HUX JHUHBIX Aen (PO paboT-
HUKOB U HOMEpA JINCTOB KaXI0TO Jies1a, YTOOB! O0JIETYUTh €r0 UCIOIb30BaHUE B JaJIbHEHIIEM).

Ho Bce-Taku 3areM He o4yeHb OyZeT y100HO MCIOJIB30BATh Takoe «obmee» aeno. [loaro-
My LienecooOpa3Hee MpOoIIUBaTh Jiela Kak CaMOCTOsITeIbHbIE eIMHULIBI XpaHeHus. Ho Ha kaxo-
TO rPaXJaHCKOTO CIIY’KAIIEro JOKHO OBITh 3aBEAECHO TOJIIBKO OTAEIBHOE J1eJI0 (3TO HOpMAaTHB-
HOe TpeOOBaHUE).

Odopminienne nngHoro aena. B npouecce opopmienus crieayromas HHGopMaus J07K-
Ha B 00s13aTeNIbHOM MOpsiAKE ObITh OTpaXk€Ha Ha OOJIOXKKE JIMYHOTO Jena (00pasel MpUBOIUTCS
10 CCBLIKE):

. 3aroJIOBKOM JIMYHOI'O J€j1a 6y216T YKa3aHue q)aMI/I.]'H/II/I, UMCHHU M OTUYECTBA KOH-
KpETHOI'O pa6OTHI/IKa B MMCHHUTCIIbHOM IIaACKE,
. B JOKYMCHTAX J€ja MOr'yT OBITE BAapHUAHTHI HAITUCAHUA q)aMI/IJ'II/II/I, HUMCHHU HJIN OT-

yecTBa pabOTHHKA. B 3TOM ciiydae OHU OJDKHBI OBITH 3a()MKCHPOBAHBI B 3ar0JIOBKE JIMYHOTO
nena (00pIvHO B cCKOOKax). Hampumep:

Axmeposa Aticny Hacumosna (Anna Hukonaesna)

Cyxopyuko (Kanununa) Bepa Onezosna

. B cinyyae (OpMUPOBaHH B 00IEM Jielie B HANMEHOBAHUE 3ar0JIOBKa 100aBIISIOT-
cs1 OYKBBI, C KOTOPBIX HAYMHAOTCS (paMHUIUK paOOTHUKOB, YbH JIMYHBIC JIeJIa BKIFOUCHBI B JIaH-
HBIN TOM:

Jluunvle dena compyonuxos, yeonennvix 6 2013 200y, «A»-«Hy

To orce, «lIn-«A»

. COIJIaCHO HOPMATHBHBIM aKTaM KpailHHe JaThl ClIeyeT MPOCTaBIIATH TaKHUe Ke
KaK B MPHKa3axX O MOCTYIJICHUH U YBOJbHEHUU C pabOThI, B HEKOTOPBIX OpraHU3aIUsIX KpaitHue
JaThl OMPENENSIIOT COTJIaCHO JaTaM MOCTYIUICHUS U YBOJIbHEHUS C paOOThl (IIOCTIEAHUN BapUaHT
BCE-TaKU HE COBCEM MPABUIILHBIN);
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. B JIMYHOM JIeJie MOT'YT OBITh IOKYMEHTHI, JaTUpyeMble Oosiee paHHeW JaTol, yem
JaTa puKasza o mpueMe Ha paboTy (TeM He MeHee, 3TO He MPUHUMAeTCs BO BHUMaHUE MpHU Ompe-
JIeJICHUU KpalHUX JaT JUYHOTO Jieja pabOTHUKA);

. CPOK XpaHEHMS JUYHBIX Aen padboTHukoB — 75 ner DIIK, pykoBoaurteneir — Bo-
00I111e TTOCTOSTHHO COTIacHO cT. 656 Tumooro nepeynst — 2010 roxa (mpu odopmiIeHUN ena 1is
ApXMBHOTO XpaHEHUS HOMEp CTaThbU HE MEPEHOCUTCS Ha OOJOXKKY, YKa3bIBaIOT TOJBKO CPOK
XpaHEHHS JINYHOTO JIeNia), OH HE 3aBHCUT OT BO3pacTa paOOTHHKA M HAYMHACT OTCUUTHIBATHCA C
MOMEHTA €r0 YBOJbHEHHUS;

. Ba)XHO 3a(pUKCUPOBATH KOJIMYECTBO JIMCTOB JIEJa.

Wtak, nepeurcieHbl OCHOBHBIE BKIIIOUAaEMble IOKYMEHTHI B COCTaB JIMYHOTO Jela, pac-
CMOTpEHBI HauboJee BaKHBIE TPEOOBAaHUS K (POPMUPOBAHUIO, XPAHEHUIO JIMYHOTO Jieia padoT-
HUKa 1 0O)OPMIICHHIO OOJIOXKKH.

IIpuka3bl N0 JUYHOMY COCTABY I'PYNIIMPYIOTCA B OTAeJAbHOE €10, TIPU 5TOM HMEIOT
CBOIO COOCTBEHHYIO HyMepaluio (OTJIMYHYIO OT MPUKA30B 10 OCHOBHOM JeATeabHOCTH). BHYTpH
Jieia IOKyMEHTBI CHCTEMAaTH3HPYIOTCS TI0 XPOHOJIOTHH UX CO3/IaHUsI.

HekoTopeie BUIBI MPUKA30B MO JUYHOMY COCTaBY HPUHSATO U3JaBaTh MO YHU(DHUIIHPO-
BaHHOW (opme. B 3TOM cirydae HEOOXOAMMO TPOCTO 3aIMOJHUTH COOTBETCTBYIOIIHE Tpadbl.
OcTanbHbIe COCTABISIOTCS B CBOOOIHOM (popme, B TO ke BpeMsi HEOOXOAUMO MPUICPKUBATHCS
OTIpeNieNIeHHBIX TpeOoBaHUi. B ciyuae cocTaBiieHus mpuKasza 1Mo HEYHHU(HIIMPOBAHHOHN (popme
MPUMEHSIOT T€ K€ PEKOMEH/IALIUHU, YTO U JUIsl COCTABJICHUS MTPUKAa3a IO OCHOBHOM €SI TENbHOCTH.

dopMupoBaHUE MPUKA30B 110 JTUYHOMY COCTaBy. [IpHUKa3bl 10 IMYHOMY COCTaBY CIIEIYeT
TPYyNIUPOBaTh B Jiejia HA OCHOBAaHUU CPOKOB UX XPaHEHUs, IIPU 3TOM HE JIOITYCKAeTCs IOMEIaTh
BMecCTE (B OAHO JI€10) JOKYMEHTHI JO0JTOBPEMEHHOIO XpaHeHus (T.e. > 10 jieT) u BpeMEeHHBIX
cpokoB < 10 ner. Hanpumep, npukasbl o mpreMe, yBOJIbHEHUH U JIp. CO CPOKOM XpaHeHus 75 jer
JIOJDKHBI OBITh TIOMEIICHBI OTACIBHO OT MPHKA30B 00 €XKETOTHBIX OTITyCKaX, KOMaHJAMPOBKaX,
KOTOPBIE XPaHATCS 5 JeT.

[Tpu 3TOM mpHKa3bl C OAMHAKOBBIM CPOKOM XPAHEHHUs JOMYCKACTCS Uil OOJIETYeHUs X
MIOUCKa B JasibHEmeM (0coO0eHHO MpHu 0OJBIIOM JOKYMEHTOOO0POTE) TOMOIHUTENBHO HOpa3-
NIeNsATh Ha OTAENbHBIE aena. Hampumep, mpukassl 00 €KEroIHBIX OTITYCKaX MOTYT COCTaBIISThH
CaMOCTOSITENIFHOE JIeNI0, 0 KOMAaHJUPOBKaX — JAPYroe, XOTs BCe OHM MMEIOT ISATUIETHUH CPOK
XpaHEHHS.

Xouy elle pa3 HAIOMHUTb, YTO KaXKJA0€ CAaMOCTOSTENILHOE JIEJI0 JI0JKHO OBITh BHECEHO B
HOMEHKJIATYpY A€l OpraHU3aIHH.

[Tpu HANMMYMK TMPUTOKEHUS K TIPUKa3y OHU (OPMHUPYIOTCS BMECTE — CHavana Mmpukas, 3a-
TEM TIPUIIOKEHHE.

B 10 e BpeMs OCHOBaHUS K MPUKa3aM MO JMYHOMY COCTaBy IMOMEMIAIOTCS OTJAEIBHO OT
HUX. B KauecTBe OCHOBaHUS K NMPUKa3aM MOTYT BBICTYIIATh:

JIMYHBIE 3asBJICHHS pAOOTHUKOB,
JIOKJIA/THBIE U CITy’KEOHBIE 3aITUCKH,
IpeCTaBICHu,

aKTHI,

CIIy’KeOHbIE MUChMa JPYTUX OpraHu3aluii,
KOTIMH JIMYHBIX JOKYMEHTOB H JIp.

KaK NPaBUJIO, €CIIU B TEKYILEM JI€JIONPOU3BOICTBE COBMECTHO (hOPMUPOBAIIN MTPHUKA3hI U
OCHOBAHHMS K HUM, TO B MPOIIECCE TIOJATOTOBKH /ISl apXUBHOTO XpaHEHHs Takue jaena nepedop-
MHUPOBBIBAIOT ISl UX paszaencHus. OCHOBaHUS K MPHKa3aM CO CPOKOM XpaHEHUs 75 yeT (Hampu-
Mep, 3asBJIeHHEe paOOTHHKA O MpHEMe, TIEPEMEIICHHH U T.J.) OOBIYHO BXOMSAT B COOTBETCTBYIO-
11ee JINYHOE JeNI0 pabOTHHKA.

OcHoOBaHU XK€ K MPUKA30M ¢ HEOONBIIMMH CPOKaMHU XpaHEHHUs (Harmpumep, 5 JeT) 1o-
nyckaeTcst pOpMHUPOBATH OTAECIBHO OT HUX, JJIS Yero B HOMEHKJIATYpe MOXHO HPEAyCMOTPETh
JIEJI0 C MIPUMEPHBIM 3aroJIoBKOM: «JlOKyMEHThI, HE BOLIEAIINE B COCTaB JIMYHBIX J1ed (M 00s3a-
TEJIHO MEPEUYHUCIAIOT B CKOOKaX OCHOBHBIE UX PA3HOBUHOCTH)».

ogakrwdE
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[Tpu ¢popmupoBanuu 1en HEOOXOAUMO MPOBEPATH MPABUIBLHOCTH OOPMIICHHS: HATMYHE
MOJIKUCH, BU3, JaThl U HOMepa npukaza. HegoodopmieHHble MpuKa3bl HE JOMYCKAETCS MOAIIH-
BaTh B J€Na.

B Tekymem nenonpou3BOACTBE OO0JIOKKA Jeja C MpHUKa3aMU IO JUYHOMY COCTaBY
odopmisieTcss aHaJOrMYHO MPUBEAEHHOMY 00pasiy (CM. MO CChUIKE, YTOOBI B ATOI CTaTrbe HE
MOBTOPATHCS). 3/1€Ch YMECTHO OyJeT MPOCTO yKa3aTh HEKOTOpbIE MPUMEPHI 3aroyioBKoB: «lIpu-
ka3bl pupekropa OO0 «KonbacHUK» MO JTMYHOMY cOCTaBy (IpueM, MepeMelleHue, yBOJIbHE-
Hue)» uin «lIpukaset Ne 1-42 pykoBOAMTENS O IPEMHUPOBAHUH COTPYTHUKOB.

XpaHeHue MPUKa30B 110 JUYHOMY cocTaBy. /[yt onpeneneHust CpoKoB XpaHEHUs IpUKa-
30B MOJIb3YIOTCS JEHCTBYIOIMM THIOBBIM MEpeyHeM J0KyMeHTOB. Ha cerogusmHuii neHb mo-
CJIeIHUI TUMOBOM NepedeHs coctaiieH B 2010 roxy.

OO6pamaemM BHUMaHUE Ha CTaThio 19 6 ¥ mpuMedaHue 2 K Hell YKa3aHHOTO BBIIIIE TUITOBO-
ro MepevHst — ISl ONPEEIICHNs XPaHEHUsI Pa3JInYHbIX KaTEropuil IpUKa30B IO JINYHOMY COCTa-
BY; Ha CTaThl0 665 — OCHOBaHUS K MPHUKa3aM, HE BOUISALINE B IMYHOE JEI0, XPAHSAT 5 JIeT.

Kax BunuM, HEKOTOpbIE IPUKa3bl IO JIMYHOMY COCTaBY MOT'YT XpaHHUTbCS S JIET: 00 oue-
PEIHBIX U y4EOHBIX OTIYCKAX, O ACKYPCTBAX, B3BICKAHHIX, KPATKOCPOUHBIX KOMaHAUPOBKAX.

3HauuTeNbHAS YaCTh IPUKA30B UMEIOT JUIMTENbHBIN (75 JI€T) CpOK XpaHEHUs, B TOM YHC-
Jie 0 JOJTOCPOYHBIX KOMaHIUPOBKAaX, 00 U3MEHEHUU (aMuIud, 00 UCIIOIHEHUN 00s13aHHOCTEH,
0 IMOOUIPEHNHU, HArpaKJICHUH, NOBBILIEHUH KBaJu(UKalMM, aTTecTaluu, o0 oTmyckax 0e3 co-
Jep>KaHus U T.1.

Taxxe Uit onpeiesieHrs CPOKOB MOKHO HCIIOJIb30BaTh BEJOMCTBEHHBIE IIEPEUYHU JOKY-
MEHTOB, €CJIM OHU COCTaBJICHBI JJI OpraHu3anuu Baiiel cdepsl aesrenbHocTd. OHU Haunbolee
MIOJTHO OTPaKAr0T MHOTooOpasue 00pa3yoUIMXcsi JTOKYMEHTOB OpTaHU3aIllH, IMOITOMY NpHU
HAJIMYUU TaKOBBIX UMEHHO UX CJIEIyeT MCIOJIb30BaTh B MEPBYIO OYEpeIb AJS MPOBEACHUS JKC-
NEepTU3bI IEHHOCTH IOKYMEHTOB.

JloroBpeMEHHOT0 XpaHeHus MpUKas3bl M0 JIUYHOMY cocTaBy (75 net) TpeOyercs mepe-
JlaTh B apXUB OpraHu3aluy (10 CChUIKE MpHUBEIeHa UH(OpMaIMs, KaK 3TO CIIeNaTh IPaBUIIBHO).
Onu BKIIIOYAKOTCS B ONHKCH JEJI 110 JMYHOMY cocTaBy. Ha ocTabHbIE IpHUKa3bl OCIE UCTEYEHUS
CPOKOB MX XpaHEHHS] MO>)KHO COCTaBUTh 10 YCTAHOBJIEHHON (popMe aKT 00 YHUUTOXKEHHH JOKY-
MEHTOB (00pa3ell 1Mo cChlIKe NMpHBesieH). JJokyMeHThI B OpraHu3alyy, Kak IpaBujio, yHHYTOXa-
I0TCS LIEHTPAJIN30BAHHO, TIO3TOMY MX BKIJIIOYAIOT B CBOAHBIN aKT C APYTMMHU JOKYMEHTAMH BCEX
NOJIpa3IeJICHN OPraHU3aLHH.

PA3JEJ 3. OIIMCAHHME, IIOUCK U HUCIOJIb30BAHUE APXHUBOB IIO
JINYHOMY COCTABY

Tema 1. Hayuno-cnpagounulii annapam K apxueam no JuyHomy cocmaegy. Onuce oen no
JUYHOMY cocmagy

CocraBJ/ieHHe ONIMCH eI JOKYMEHTOB I10 JINYHOMY COCTaBYy

OCHOBHBIM APXUBHBIM CITPABOYHUKOM JOKYMCHTOB I10 JIMYHOMY COCTABY BBICTYIIACT ap-
xuBHas onuch. JJokymeHTsl o JIC GopMupyIOTCS B OTAETBHYIO TPYIIY, CUCTEMATH3UPYIOTCS
000C00JIEHHO U BKIIFOYAIOTCS B CAMOCTOSTEIIbHYIO OIHCH.

Onuce Aes1 M0 JUYHOMY COCTABY — YUETHBIM JOKYMEHT, KOTOPBIA COJIEPKUT MEepEUeHb
JIOKYMEHTOB JIEJI 110 JINYHOMY COCTaBY C YKa3aHUEM WHJEKCOB, Ha3BaHUN JOKYMEHTOB | Jp. OHa
COCTaBIISIETCS B TPEX DK3EMIUISIpax coriacHo ¢opMme, ycTraHoBlIeHHOU [IpaBunamu opranuzanuu
XpaHEHUs, KOMIUJIEKTOBaHUS, Y4€Ta U HCIOIb30BaHUs JOKYMEHTOB apXUBHOro (OH/IAa pocCuii-
CKOH (hefiepaliuu U APYrux apXUBHBIX JOKYMEHTOB B TOCYJapPCTBEHHBIX OpraHax, opraHax MecT-
HOTO camoyrpasiieHus u opranmzaiusax» ot 07.09.2015 r. Ona Bxirovaer B ceos:

. HAUMEHOBAHHE OpTaHU3aIuU
. HOoMep oH1a

. MOPSAAKOBBIN HOMED

. WHJIEKC Jiena (Mpy HaJTUIUH HOMEHKJIATYPBI JIE)
. 3aroJIOBOK Jena

. naTa Jena
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. YHCIIO TUCTOB B JIEJIe

. npuMedaHue (eciid eCTh)

Onucek JOKYMEHTOB MOKET OBITh COCTABIIEHA MO XPOHOJIOTUYECKOMY WIIA CTPYKTYPHOMY
NPUHIUITY, KOTOPbIE OOBIYHO COYETAIOT B OJHOW OIUCH: B KKIOH XPOHOJIOTUYECKON TpyIie
JIeJIa PacIpeIeTSIOTCS B COOTBETCTBUH CO CTPYKTYPHBIM mojapaszaeneHuem. [lomumo storo, cy-
HIECTBYET HOMHHAJIBHBIN PUHIHII, COTJIACHO KOTOPOMY 3aroJIOBKH Jie B OITUCH UAYT B CICIY-
IOLLIEH ITOCJIEI0BATEIbHOCTH

1. MIPUKa3bl (PaCHOPsHKEHUS ) 110 INYHOMY COCTaBY;

2 CHHUCKH JTUYHOT'O COCTaBa;

3 JIAYHBIE Aea;

4. KApTO4YKH I10 YYETY JUYHOI'O COCTaBa;

5 TPYIOBBIE IOTOBOPHI (COTJIAIIECHUS);

6. JUIEBBIC cUeTa paboUrX M CIYXaIIUX 10 3apaboTHOM Tu1aTe (pacueTHBIE BEHO-
MOCTH II0 3apIuiare);

7. HEBOCTPEOOBAaHHBIC JIMYHBIC [TOTMHHBIC JJOKYMEHTBI YBOJICHHBIX pAOOTHH-
KOB (IIpH OTCYTCTBUU OT/ICIBHOMN OIKCH);

8. aKTBI O HECUACTHBIX CITydasX.

VYKkazaHHble BUIbl JOKYMEHTOB, 0Opa3yIOLIMXCS B OpraHualMsx B OOJbLIIMX 00BbEMax,
MOTYT BBIJENSTHCS B CAMOCTOSITENIbHBIE Pa3/IeiIbl ONUCH, JINOO B OTJENbHbIE onucH. JInuHbIe ne-
Ja, TMYHbIE KPaTOYKHU, TPYIOBbIE JOIOBOPHI IIOMEIIAIOTCS B OIMCH 10 I'OJly YBOJbHEHUs paboT-
HUKA.

[TpaBuiia 3amoyIHEHUsI ONMCU A€ MO JIMYHOMY cocTaBy. HammeHoBaHue opraHuzanuu.
HeobOxonnMo yka3aTh TO HaMMEHOBaHHME KOMIIAHMH, KOTOPOE OHA HOCHJIA BO BPEMs CO3/IaHUs
JOKYMEHTOB. B TOM ciyuae eciu opraHusalus HECKOJIBKO pa3 CMEHWJIA HAUMEHOBAHUE B yKa-
3aHHBIN MEPUOJI, TO HY’KHO OCTaBUTh MOCJIEIHEE Ha3BAaHUE.

@onp Ne. Jlns opraHM3anuii, sSBISIOIMXCS HCTOYHMKAMH KOMIUIEKTOBAHMS TroOCyAap-
CTBEHHOT'O WJIM MYHUIIMIIAIILHOTO apXuBa, HOMep (OHJ1a MPUCBAUBAIOT 3TU apXuBbl. Eciin opra-
HU3aLUU HE SBISAIOTCA UCTOYHUKAMH KOIIMIJIEKTOBAHUS TOCYIApPCTBEHHOIO WJIM MYHUIIMIIAIBHO-
ro apxuBa, TO HoMep (oHJla MPUCBAWBAET camMa opraHuzauus. B ToMm ciydae ecinu B opraHusa-
UM XPAHUTCS TOJIBKO OJUH apXMBHBIM (oA, TO 3Ta rpada He 3anmonHsercs. Eciau Heckolbko
apXUBHBIX (POH/IOB, HANPUMEP, JOKYMEHTHI MIPEIIIECTBEHHUKOB WU MOABEIOMCTBEHHBIX Opra-
HU3AIMHA, TO KaXJIbIH (POH] UMEET CBOIl HOMEp COTJIaCHO MOCTYIIEHHIO €T0 B apXMB.

[TopsinkoBeiif HoMep. Kaxkoe €10 BHOCUTCS B OIUCH OJ1 ONPENEICHHBIM MOPSIKOBBIM
HOMEPOM, KOTOPBIN SBJIAETCS YHUKAJIbHBIM. ECiM A€710 COCTOUT U3 HECKOJIBKUX TOMOB, TO KaX-
JbI TOJKEH OBITh BHECEH B OINUCH MOJI CAMOCTOSITEIbHBIM HOMEPOM.

WNunexc nena. HyxHO yka3zaTh MHIEKC JAella COTJIacHO HOMEHKiarype aein. [lpu orcyr-
CTBUU HOMEHKJIaTyphl, Tpady HEOOXO0AUMO OCTaBUTh IIyCTOM.

3aroyIoBOK Jeia. 3arojJOBOK BHOCUTCS B ONKCh B TOYHOM COOTBETCTBUU C 3ar0JIOBKOM,
KOTOPBIA HaxOJIUTCA Ha 00yokKe nena. Hukakwe pacxoxaeHus He momyckatorcs. st menm c
OJINHAKOBBIMM 3aroJIOBKaMM CYILECTBYET CIEAYIOIUN MOPSAOK: MOJHOCTBIO IPOMUCHIBAETCS
HAaUMEHOBAaHME TOJILKO MIEPBOTO JIea, a BCe OcTajlbHble 0003HaYatoTCs ciioBaMu «To xe.

Kpaiinue natel. B nanHoit rpade ykaspiBaroTcsi KpalHUE J1aThI €.

Yucno nuctos B Aene. Heo0xoaumo nponucats KOJIUYECTBO JIUCTOB, OTHOCSIIIUXCS K JI€-
1y. OHU TIepeHOCATCS ¢ OOI0XKKH Jera.

[Tpumeuanue. B npumeuanuu B ciaydae HEOOXOIUMOCTHU JIETAIOTCS IOMETKU 00 0COOEeH-
HOCTSIX (PU3UYECKOTO COCTOSHUS IOKYMEHTOB, BHIOBITHH e U JP.

Htoroas 3anuck. B koHIle onucH nocie nociaeHel cTaTby CleyeT HTOroBasl 3aluch, B
KOTOpOW IudpaMHu ¥ MPOMUCHIO0 YKa3bIBACTCS KOJIUYECTBO JIEN, MEPBIM U MOCICIHUN HOMEpa
Jien coryacHo onucH. Kpome Toro, AOMKHBI ObITh OTOBOPEHBI OCOOCHHOCTH HyMEpaluu el B
OIMCH, HAIIPUMEP, HAJIMUUE JINTEPHBIX U MIPOIYIIEHHBIX HOMEPOB.

OOparure BHUMaHUE, YTO HyMepaLus UAET OT NEPBOro JOKYMEHTa, Ha IpUMepe HauKlHa-
€TCs ¢ MHOTOTOYHMS; MHJCKC Jiea OepeTcsi U3 HOMEHKIIATYPhI 1eJ OpraHu3alluyl Ha 3TOT roJl, ec-
JIM KpalHUMU J1aTaMU BJIAIOTCA HA4ajo rofia U €ro KOHel, TO JOIyCTHMO yKa3aTb OJHUM YHC-
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oM — 2009; KOIMYECTBO JIUCTOB B JIeJI€ HE JOJDKHO IpeBbImaTh 250, mpu HeoOX0IUMOCTH J1ena
TOMHPYIOTCSI; €CJIU JTUTEPHBIE U MPOITYIIEHHbIE HOMEpa OTCYTCTBYIOT, TO IMHUILETCS CIIOBO «HET».
BepHnas xpoHoJsiorHs mpoCTaBieHUs AT B JOKyMEHTE: |.MHCIEKTOp MO KajapaMm, 2. HayalbHHUK
otzena, 3. nporokoa JK, 4. nporokon OIIK, 5. yrBepxkaeHre THPEKTOPOM.

Jakprmoe aripioNepIoe oouecme YTBEPAKIAAK

Poxwaurar (340 «Poswnugan) Aupexrop 34O «Povenura
Dona Ne Coronol P.R. Cokoron
OIMUCH N 050Kk/2009 30.01.2010
aen N0 ANMHOMY COCTaBy
3a 2009 1oa

Oraen xaapos
Ne | Wnnexc ? Kpaitinte | Kommiectso
s ‘ 3aron080K Aena
n/n | nena JaTh AHCTOR
1 | 2 3 4 5 6

[Npumeuanne

TIPHRASW 11O YO

[5N

B namiwiii pasaen onucu sieceno k L5 (rstminacyams) e, Xp.,
(e pasas i HPOIHNKCLIO)

cNe 05.1 no Ne 05-15 B TOM HHCIIC:

ANTEPHBIC HOMEPA:

APOMYUICHHBIC HOMEpa:

Hucnexrop no kaapam ‘piitoba J0.H. Kpyeiosa
28.01.2010

Hauansnux oraena xaapos Eniiiile 1.1 l2oposa
27.00.2000

COI'VTACOBAHO COI'JIACOBAHO

[MpoToxkon DK opranuzaumn [Mporoxoa DK (rassanue

oT 25.01.2010 Ne 3 APXHBHOTO YUPCAKICHHA)

or 27012000 X /5

Baxxno: cornacHo mpaBuiaMm paObOThl apXHBOB Pa3peIIeHO BHOCUTh U3MEHEHHUS B OMHUCH
3aroJIOBKOB Jie, OOHapYKEHHBIX JOMOJHUTENbHO. VX HYKHO BKIIIOYaTh B OINHUCH JIOKYMEHTOB
M0 JIMYHOMY COCTaBY MOJI TUTEPHBIMH HOMEPAMU B COOTBETCTBUU C MPUHATON CXEMOM cuctema-
TU3allUY WIH B KOHEI[ TO0BOTO pa3jerna.

Oco0eHHOCTh OMNUCaHUs JUIC — HAJMYUE B OMUCATENHHOW CTaThe CIUHUIIBI XPAaHCHUS
anemeHnTa «CpoK XpaHEHHUs», B KOTOPOM 0003Ha4YaeTcs CPOK XPaHEHHSI, OTHOCSIIUNCS TOJIBKO K
JAHHBIM JIOKYMEHTAaM.
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I[OHyCTI/IMO YTOOBI B OMHUCH II0 JIMYHOMY COCTaBYy [iCJIa pacmnojiaratorcda B CICAYIOIICM
IMOpAIKE:

. KHUTa y4eTa COTPYIHUKOB (€CIIU OHA BEIETCS);
. MIPUKa3bI 110 JI/C;

. JMYHBIC JIeJa WIN JIUYHBIE KApTOUKH;

. JMLEBBIE cYeTa 10 3apabOTHOMH IIaTe;

. HEBOCTPEOOBAaHHBIE TPYIOBBIC KHIKKH.

B koH1e ka0l onucu ykasplBaeTcsi Lu(pamMy U IPONUCHIO KOJIMYECTBO BKIIOUYEHHBIX B
Hee zen. Kaxoe 1e10 B onycH 1ojtydaeT CBO NOPSAAKOBBINA (aApXUBHBIM HOMED, KOTOPBIHM 3aTEM
IPOCTAaBIISIETCS Ha 00JI0%KKE COOTBETCTBYIOLIETO JeNIa.

[Tpu onucaHuM €IMHULBI XPAHEHUS JUIC OHU MOTYT aHHOTUPOBATbCS, €CIIM UMEIOT 3Ha-
YEHHE JUIsl UCTIOJIHEHUS COLIMANIBHO-IIPABOBBIX, T€HEAIOTUYECKUX U JPYTUX 3alIPOCOB.

["onoBoit pa3aen CBOAHOM OMKMCH Al MO JIc (KaapaM), MOAJIeKAIUX Nepeaue Ha T0CTO-
SHHOE XpaHEHMeE, IeyaTaeTcs B 3-X dK3eMIiurapax. /JJOKyMeHT NMOANUCHIBAET €r0 COCTABUTEND U
3aBepseT PyKOBOJAUTENb KaJpOBOro opraHa Nnpeanpusatus. 3ateM oH 3asepsercs DK npenmnpus-
Tus, coraacoBbiBaeTcs ¢ DIIK coOTBETCTBYIOIIEr0 apXUBHOTO YUPEXKACHUS U YTBEPKIAETCS PY-
KOBOJUTEJIEM NPEATIPUSATHS.

Tema 2. Hcnonv3oeanue apxueoe no JudHOMy COCIMAgy

[Topsanokx MCHOIB30BaHUS APXUBHBIX JTOKYMEHTOB, B TOM YMCJIE U 10 JIUYHOMY COCTaBy,
ycraHaBinuBaeTcss denepanbHoi apxuBHOU ciyx60i Poccun B cootBercTBuM ¢ KoHcTuTynuei
Poccuiickoit ®enepanyu u apyrumu (eaeparbHbBIMA 3aKOHAMH M HOPMATUBHBIMU MTPABOBBIMU
aktamu Poccuiickoit @enepannu, OTHOCAIUMUCS K HHDOpMAIUH.

OCHOBHBIMU NPUHIUIIAMHU HCIOJIb30BAHUS JOKYMEHTOB 110 JUYHOMY COCTaBY SIBIISIFOTCS
3aKOHHOCTb €€ IIOMCKa, IOJIy4eHHs U ucroiyib3oBaHus. Pagom crareit Koncrutyuun P® rapasn-
TUPOBAHO MPABO I'paX</JaH Kak Ha MH(GOpPMaIMIO, TaK U Ha JIUYHYIO0, CEMEHHYIO TaliHy. Tak, B co-
otBeTcTBHHM cO cT. 24 Konctutynuu PO «cbop, XpaHeHue, UCIOIb30BaHUE U PacIIpOCTPaHEHHE
uH(pOpMallMl O YacTHOM XHU3HU JHIla 0e3 ero corjacus He jaomyckaercs. OpraHsl rocyaap-
CTBEHHOM BJIACTH U OpPraHbl MECTHOI'O CAaMOYNPABJICHHUS, UX JOJDKHOCTHBIE JIMIa 00s13aHbl 00ec-
NEYUTh KaKJOMY BO3MOXKHOCTH O3HAKOMJICHHS C JIOKYMEHTaMH U MaTepuajamH, Hemocpen-
CTBEHHO 3aTparvBalOUIMMU €ro mpaBa M CBOOOJBI, €CIM MHOE HE MPEAYCMOTPEHO 3aKOHOM.
Cratbs 29 Koncruryuuu P® npenocraBisieT KaxkJoMy MpaBo CBOOOJHO MCKATh, MOIy4aTh, Ie-
penaBaTh, IPOM3BOIUTH U PACHIPOCTPAHATH HH(POPMALIUIO JIIOOBIM 3aKOHHBIM CIIOCOOOM.

PaccmoTpuM nopsiiok UCTOIb30BaHUS JOKYMEHTOB 10 TUYHOMY COCTaBY, HaXOJSAIIUXCS
Ha XpaHEHHWH B apXHUBE OpraHU3aliu.

[To 3ampocamM rpaxiaH M OpraHM3alUil apXuB IO JOKYMEHTaM BBISBJISIET 3ampalivBae-
MYI0O UMHU MH(OpMAIHIO, MOATOTABINBAET U MPEJOCTABISIET COOTBETCTBYIOIINE UH(OPMAIIOH-
HbIE€ IOKYMEHTBI. APXUB OpraHu3yeT MPUEM U PacCMOTpPEHHUE 3alpOCOB TPak/laH B yCTAHOBJICH-
HOM 3aKOHOJaTEJIbCTBE MOPSAKE.

3anpoc conuaabHO-IPABOBOrO XapakTepa — 3TO 3apOC KOHKPETHOTO JIMIA U OpTraHU-
3alliy, CBA3aHHBIM ¢ o0ecreyeHrneM MpaB M 3aKOHHBIX MHTepecoB rpaxaaH. K 3ampocam coru-
aJIbHO-TIPABOBOI'0 XapaKTepa OTHOCATCS 3alPOChl O MOATBEPKICHUN TPYAOBOTO CTa)Xa U pazMe-
pax 3apabOTHOM IUIAThl, HATPAXXICHUH, IPUCBOCHUH 3BaHUM, MTOTy4YeHHUs 00pa30BaHUA U T.I1.

Nudopmanusa counaabHO-IPABOBOIO XapakTepa MO 3ampocaM IpaKAaH U OpraHu3alui
BbIJIaeTCs B pOpMe apXUBHOM CIPAaBKU, apXUBHOM KOITUHM U apXUBHOM BBIITUCKH.

ApxuBHas crnpaBKa — JOKYMEHT, COJEpKallUi apXUBHYIO MH(OpPMALMIO O NpeaMeTe
3arpoca, ¢ yKa3aHUEM IOUCKOBBIX JAHHBIX IOKYMEHTOB, HA OCHOBAHUU KOTOPBIX OHA COCTaBJIE-
Ha.
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Mpunoxenue |

Mpumep opopMNEHHA apXHBHONM (NPABKH
OTKPbITOE AKUMOHEPHOE . Cepreery
OBLLECTBO yn. Nokposckas, A. 17, k8. 6
“PYCCKUA NEC” r. HosocuOupck, 630082
ApXWBHAR CNPaBKa
30.07.05 N2 05-16/10
r. Mockea

B ROKyMEHTax apXMBHOTO GOHAA OTKPHITOrO AaKUNOHEPHOro obuiecTsa “Pycckum nec” B pacueTHbIX
NUCTKAX NO HAYNCNSHWIO 3apadoTHON NNaTel pabourm 1 CRYXAWMM 33 NepPHoA ¢ AWBapA 1995 r. no
despans 2000 r. UMeITCA CBeieHnA O pabore Cepreesa Eropa (Tax 8 foxymenTax) MBaHOBHYA B AONK-
HOCTH MHAXEHEPA OTAENA TEXHUUECKOTO KOHTPONA,

OcHoBanue: on. 2 n/¢, A. 123, 0. 17; A 131, 0. 15: 0. 139, 0. 18; 0. 142, 0, 17; 0. 149, 0. 15.

fenepansHuii aupeKTop obulecTea W% OH. Wyxos

bedosa Huwa Nempoena
229-07-15
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JEENIAPTAMEHT 3/IPABOOXPAHEHHA
FOPOJIA MOCKBbBI

HEHTPAJIbHBIH

.'.-.'1‘;_,.... .

APXHBHAS cnum

OBBEJAHHEHHBIN APXHB Jlawa  1p. Hmy Aupao
Huxonacanwy (24.03. l9S&-.p.) ntou. -no o«

109387, Mocxsa, ya. KyGancxas, 1, 25
1. (495) 350-52-10

29.04.08 r. Na 2432

l ,I : : -
CAKYLWICPCTHO M IHHEKOA0IHA» (OCHOBANIE: WW&SO&-:MN.O‘MS:‘) - UpHKas
Ne 156 or 28.08.85r.

Ysonen 01.08.86r. (mnm)lmcmwmlw,
o B nopaxe cayxeGuoro nepesoss manpanten o pacnopracuie P30 Coxoasumuecxoro
paflosa (ocrosanme: npuxas I'Y3M Ne 556-x or 10.07.86r.) ~ npuxas Ne 166 or 27.07.86r.

(Tax » Texcre). LA T
e WL ”0.:" u:s
WWQWMWWM»~
apxiea JlcnapraMeHTa 3apanooXpascHiy . Mom(mmmmw&
W INYHAN KApTOuKA NO yuery xaupos §. T-2),

®onaNe938, OmiceXe Iwe  Jeao/lucr 28119, 30329, 314/133, 335721, 319/15; -
I $77/17, $98/183 |

N
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BeRPAIMNOS AICHICTRO 180 ODPAIOKIHINO
DEIEPATLIOS TOCYAZPCTHENINOE Op HIOC YSIPEARCRIE BMCIUCIO

1000 O

«¥panvesnii ¢e.1epu|bm.;ﬂ yHHUBCpPCHTET
usmenn nepsoro Mpeswaenrta Pocenn B.H.Eanunnan
(PFAOY BITO «Yp®Y umcnn nepnoro Hpesenra Poconn BILE nummnas)

620002, Exarepumbype, va. Mupa, 19
Tea: 8(343) 374.03-62, danc: (343) 374-38-84 |, E-mail: rectore@mail.ustu.ru, hipe/www.ustu.ru
OKI10 02069208; OFPH 1026604939855, HHH/KIIN 6660003 190/667001001

Mﬂ# yor '/‘ 04_20;{{:.

APXHBHASN CHPABKA

B aoxkymentax apxiea suawnres, wro Msanosa Anekcaiapa Mesanosna ¢ 1976 roaa
no 1982 roa olywanacs Ha 330MMOH POpME OGYUCHHR MO CHCIELIMMOCTH « IROHOMHKA M
yuparcnue wa  npeanpusnion w o Ypaascsom  opaena  Tpyaomoro  Kpacsoro  3uasenn
noMrexuiriaecsom uucruryre um, C.M. Kuposa®.

Ho  oxomuanmn  obyuwenns  Msanosoit  Anexcapuape  HBanosne paytan  astrmom
Tocynaperscunoro  oGpasiga JIO Ne 123456, per. Ne 1234w npucsoena  xsamdixans
HIXEHEP-DKOHOMMCT.

Mpusasu: O savecaennn wa saouumil gaxyasrer No 123 o7 02.08.76 1.
OG5 orvmesienmn Ne 180 o1 24,06.82 1. 1 cuusi € YCHCHILIM OROIMANMEM,

Ocnonasie: Gors 1234, maz. Ne 4, apx. Ne 24

Crpanka BLIaNa U8 NPSIOCTARACHIA MO MeCTY Tpebosumis.

AM. Marepn

Fpsricwsmens: Pacnopracsacy Dpanoreoserad Foconionsdl O sepaimes or 11 cormdpn 1992 € N 16919 o poacomavn o ms Koemers mo
wucmel maoos or 10 soxalipe 1992 € Ne 13D woor 24 soaafipe 1092 1 Ne 1S Ypancud mossrcumes o weTeryy wvems C M Koposa
nepeavcmmn 8 YPRRNCRn OO AN TR TEUSCRI ) MemepoaTe T (rapomans Musiind SEPCTRE W K01, SOOI SR 1 TCTHIEC R D0 T
Pocomioned Sacponnm ot M acalpn 1992 ¢ Nr 1133),

Npanesose Musscrepctes ofpanains N o 12052000 1. M51397 Ypamcend TOOMEC TN 1O COmll Y MERCPC I 0K "
Ypamonnd rocypcracmail soumeecanil yummcponter - YTHE

Fipoaanos Seacpammxo e 6o olpanmannd ot § anpets 2008 © N 298 sy scpomacioon 3 Ypancom TOPCTRCHA Yo OOt
Yeracpenme « YTEH moaesm mepooro Fipe nascnts Pocom b1 avsean

Pacoopracnes Npamiremcrma Pocomdoot Sxapaem or 02 08 2010 N $01.p covum Ypancnmd Srapamimil Yusscponey B nopeoeo
Tipewocwra Poccom B I Ewaums

S~ -~

GdeDiplom
PORIrD Snaians
& NOcrer U yux dopoka

ApxuBHasI KOTUSI — JOKYMEHT, BOCIIPOU3BOSAIINI TEKCT UM M300paKEHUE apXUBHOTO
JIOKYMEHTA, C YKa3aHUEM €ro TOMCKOBBIX JTAHHBIX.

ApxuBHas BBIIHUCKA — JOKYMEHT, JOCIIOBHO BOCIPOU3BOASIIMM YaCTh TEKCTA apXUBHO-
T'0 JTOKYMEHTa, OTHOCSIIYIOCS K OIPEeIEHHOMY BOIIPOCY, (haKTy WIIU JIHILY, C YKa3aHUEM IO C-
KOBBIX JaHHBIX JOKYMEHTA.
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lNpunoxenue 2

Mpumep opopmMAeHHA APXHBHON BHINHCKH
OTKPbLITOE AKUWOHEPHOE OBLLECTBO NIO. Cummnybivon
“MbITULLUHCKUI XNONOK” yn. Crpoutenei, . 8, k6. 115,
ApXMBHAA BHINKUCKA Mockosckan obnacr,

r. Mobeputy, 140006
30.06.05 N2 05-16/8

r. Mocksa

W3 NPUKa2a o1 24.07.75 N2 62-Kk AnpexTopa
MBETHULMHCKOTO XNONUATOOYMAXKHOrO KOMOMHATA

B uenax NOBLILEHUA TBOPUECKOH AKTHBHOCTH Paboumnx OCHOBHBLIX NPOGECCui, BHIABNEHNA K pac-
NPOCTPAHEHNA BHICOKONPOMUIBOANTENBHBIX METOROE PAtOTH HA KOMOMHATE NPOBOANNCA KOMKYPC
patouero MacTepcTsa No NPAGUALILIMLAM M TKaUaM (TaK 8 JOKYMeHTe), B COOTBETCTBMM C YTBEPKACH-
HBIMM YCNOBHAMKM NO NPOBEIEHMIO KOHKYPCA, NPUKA3bIBAK:

1. Npemuposats NobeanTenen KOHKYpPCa pabouero MacTepCTsa, 3aHRBWKX NPU30BBIe MeCTa:

4. Cummyviny 110, - npagunbmuy - 3-e Mecro,

AuperTop KombnHaTa @ o H.A. @omuues
CornacoBano ¢ NPoOdKOMOM /{/ ?‘W 0.B. Xapnamoga
OcHosanue: on. 2 n/c, 4. 103, 0. 57

Bepmo:

lenepanbuniit AMpexTop obLecTea ,9\&{ tl[ KA. Kpenertos

Nyzavesa MoGoes NleonudosHa
345-78-56

ApXUBHBIE CITPaBKH, BBIMTUCKHA M KOMTUH BBIIAIOTCS HA OCHOBAHUU MHUCHMEHHOTO 3aIrpoca
(U3NIECKOTO MM FOPUANYECKOTO JINIA, KOTOPBIH JOJDKEH CONlepKaTh HaMMEHOBaHHE (M ajpec
MIPH TIEPECHITIKE) OpraHMU3aIiy (apXuBa), KOTOPO OHU aaPECOBAHBI, M3J0KEHHE CYIIECTBA BO-
npoca; GaMUIInio, UM 1 OTYECTBO OOPAIIAIOIIETOCS; €T0 aapec, KOHTAKTHBIE TeNeOHBI; 1aTy U
JUYHYIO TIOANMUCH. B 3ampoce, copeprkaiieM mpock0y O MOATBEPKIESHUU TPYIOBOTO CTa)a WU
pa3mepa 3apabOoTHOM TUIATHI, YKA3bIBAIOTCS KPafHHUE IaThl, MECTO U JOJDKHOCTH paOOTHI.

Brigannbie apXuBHBIE CIIPaBKH, KOMHHM U BBITUCKUA M3 JTIOKYMEHTOB PETHCTPUPYIOTCS B
JKypHaie 1o Gopme.
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Mpunoxexue 3

MpumepHas popma XypHana percTpaLii BbIAAHHBIX CIPABOK, KONKI, BLINHCOK

KYPHAN
Perncrpauiu BbiAaHHbIX CNpPaBoK, KOﬂMﬁ, BbINWCOK
Hazsanue Dara
Harawn GbIAAHHOrO A DRTRCTOE Pacnucka
No Asvop 3anpoca, perncrpa- Copep- AOKYMeHTa :uonm:il 8 nony- Npume-
nex. N2, para, UMOMMBIA Hauue (konun, qeHnn
n/n HOMep Yanue
aapec, renedon HOMep sanpoca BLINNCKA, | o Horo | MIMAATA
3anpoca cnpaexka A OTNPaBKK
wap.) AOKyMeHTa
1 2 3 4 5 6 7 8

OOparuenus rpakaaH, B KOTOPBIX OTCYTCTBYIOT (aMHJIUH, aapeca U MOANUCcU oOparia-
IOLIUXCS, CYUTAIOTCA AaHOHUMHBIMU U HE MOJIJIEKAT PACCMOTPEHHUIO.

B cnydae ecnu B oOpaieHMH IpeAcTaBieHa HeroyHas UHGOpMAaIHs O 3arpaliuBacMbIX
CBEICHMSIX (HallpUMep, HE YKa3aHO CTPYKTYPHOE MOAPA3JIEICHUE WU 3a KaKhe Tofbl TpeOyeTcs
HOJTBEPXKJIEHUE O TPYIOBOM CTa)ke, 3apabOTHOM IuiaTe W JIp.), apXUB 00s3aH 3alpOCUTh Yy 3a-
SBUTEIS JIONOJIHUTEIIbHBIE CBEJICHUS.

CpoOK HMCIIONHEHHUS 3allpOCOB COLMAIBHO-IIPABOBOIO XapakTepa IpaklaH U OpraHu3anui
10 TOKyMEHTaM apXuBa He JOJDKEH mpeBblmaTh 30 gHel co aHs peructpanuu oopameHus. [lpu
CJIO’KHBIX 3alpocax CPOK MOXKeT OBbITh MpoJyIeH, HO He Oosiee yueM Ha 30 nHel, ¢ 00s3aTenbHbIM
YBEIOMJIEHHEM 00 3TOM 3asiBUTEIIS.

B cnywae moctynieHust B apXuB HENPOQHIBHOTO 3arpoca (He M0 Ha3HAYEHHUI0) 3aIpoc
nepechbuIaeTcsl M0 MPHUHAJJIEKHOCTH B JPYTUe OpTraHu3alluyd WM apXUBbl B 5-THEBHBIH CpPOK C
MOMEHTa 00palleHHsl, 0 YeM JOBOJUTCS 10 CBEACHHUS 3asBUTEIIS.

ApXMBHBIE CIPAaBKH COCTaBJISIOTCS HA OCHOBAaHUU JOKYMEHTOB, XPAHSIIUXCS B apXHUBE.
Ecnu npu ucnonHeHuu 3ampoca ObUIH UCIOJIb30BaHbI HE3aBEPEHHbBIE JOKYMEHTHI, TO 3TO OrOBa-
pUBaeTCcsl B TEKCTE CIpaBKU (HaIpUMep, «He3aBepeHHas Komnus»). Eciu B qokymeHTe (Hampu-
Mep, MpUKa3e) OTCYTCTBYET MOANUCH PYKOBOAMTENS OpraHU3allMy WM JaTa U HOMep IpuKasa,
TO BCE 3TO TAaK)K€ OrOBApUBAETCS B TEKCTE CIIPABKH.

ITpu oTCyTCTBUM B apXMBE JOKYMEHTOB, COACPKAIIMUX CBEICHUS IO 3alpallliBaAEMOMY
BOIPOCY (Hampumep, o f1ate oOpa3oBaHUs OpraHU3AIMK), apXUBHAs CIPaBKa MOKET ObITh Bbla-
Ha 10 XPaHAIIMMCS B apXMUBE MEYaTHBIM MaTepuaniaM, OTHOCSIIUMCS K MPeaMeTy oOpalieHus, ¢
TOYHBIM U MOJIHBIM YKa3aHHEM HCTOYHUKA.

B apxuBHy0 cripaBKy 0 MOATBEPKIAECHUU TPYAOBOIO CTaXKa BKIKOYAOTCS JAHHBIE TOJIBKO
3a TO BpeMs, 32 KOTOPO€ MMEIOTCSl CBEACHUS B JOKyMeHTax apxuBa. [Ipu 3TOoM ykasbIBaeTcs
TOYHOE Ha3BaHHE JIOJDKHOCTH, KOTOPYIO 3aHMMal 3asBUTENb, U TEPHOA €ro paboThl B 3TOU
JTOJIKHOCTH.

Nmeromuecs B TMUHBIX JieN1aX JUCTKU MO y4eTy KaJpoB, aHKEThI, aBTOOHOrpaduu, coo-
CTBEHHOPYYHO COCTAaBJICHHbBIE 3asBHUTENIEM, Ha KOTOPBIX OTCYTCTBYIOT OTMETKH O IpPOBEpKE
MMEIOUINXCA B HUX CBEJCHUII Ha OCHOBAaHUM IPEICTABICHHBIX IMOJJIUHHBIX JOKYMEHTOB WIIU
CIIPABOK, HE MOTYT CIY>KUTh OCHOBAHUEM JJIsl BbIAYM apXUBHBIX CIIPaBOK O TPYAOBOM CTaxKe.
[Tpu HE0OXOAUMOCTH CO/ICPIKAIIMECS B HUX CBEJICHUS MUCHBMEHHO COOOIIAIOTCS 3asBUTEIIO.

B xadecTBe JOKYMEHTOB, IOATBEPKIAIONINX TPYIOBOM CTaX, ISl COCTABIICHUS CIIPABKU
IpU OTCYTCTBHUHU NPHKA30B MO JINYHOMY COCTAaBY MOTYT OBITh HCIOJB30BaHbI MPUKA3bl MO OC-
HOBHOU JIeSITEILHOCTH, JIMIIEBBIE cueTa 1Mo 3apaboTHOM TuTaTe.

B crpaBky miist Ha3HaYEHUS WIK NTepepacdeTa MEHCUH BKIIIOYAIOTCS CBEACHUS B MOPSIKE,
OTIpeNieNIIEMOM OPTaHOM, OCYILECTBIISIOLINM ITEHCHOHHOE 00eCcIIeYeHne rpax/iaH.
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Pa3mep 3apaboTHOI MIaThl YKa3bIBA€TCS B CIIPaBKE B COOTBETCTBUHU C MacIITabOM IIEH,
JIEMCTBOBABILIMX B TOT MEPUOJ, 32 KOTOPBII 3allpalllMBaIOTCs CBEACHUSI.

Caenenus 0 3apa0OTHOM TUIaTe BKIIFOYAIOTCS B CIIPABKY TaK, KAK OHU M3JI0KCHBI B JIOKY-
MeHTax apxuBa. [laHHbIE TPUBOJATCS pa3/eibHO 33 KaXbI 1o/l 6€3 CyMMHUPOBAHUS B IIpeesiax
roja. Pacuer cpeiHeMECSIYHOTO U CPEAHEr0JOBOT0 3apaboTKa apXHUBOM HE TPOU3BOIAUTCS.

[Ipu OTCYTCTBUU JOKYMEHTOB O 3apa0OTHOH MilaTe IOJKHOCTHOM OKJIaJ MOXET OBbITh
YCTaHOBJICH Ha OCHOBAaHUHU IITATHOTO PACMUCAHUS OPTraHU3aIlMU 32 COOTBETCTBYIOIIMI MEpUO,
Jpyrue BBIIUIATHl — HA OCHOBAHMHM IMPUKA30B MO JIMYHOMY COCTaBY WJIA [0 OCHOBHOM JIESITEIIb-
HOCTH.

B cnpaBky o noarBepxkaeHnu (HakToOB MOJIYUYEHUS TPABMbI, HECUACTHOTO Cllydas Ha Ipo-
M3BOJICTBE BKJIFOUAIOTCS CBEACHUS, COJIEp KAIIMECs B aKTaX O HECUACTHBIX CIydasiX, CBA3aHHBIX C
MIPOU3BOJCTBOM, KHUI'aX y4€Ta HECUACTHBIX CIYyYaeB U APYIMX JOKYMEHTaX IO MX pacciieoBa-
HUIO

[Ipy WcTONHEHWH TMOBTOPHBIX 3alPOCOB WM COCTABJICHUU IO MPOCHOE TpaKIaHHHA
CIIpaBKH, aHAJIOTUYHOM paHee BBIIAHHOW, apXUB MPOBEPSIET COOTBETCTBUE CBEJCHUM, BKIIOUCH-
HBIX B CIIPaBKY, T€M, KOTOPbIE MMEIOTCS B JOKYMEHTaX, U B ciy4dae OOHAapy>KEHHUS JOMOJHHU-
TEJBHBIX CBEICHUM BKJIIOYAET UX B TIOBTOPHO BBIIABAEMYI0 apXUBHYIO CIIPABKY.

B cootBerctBum ¢ IlpaBunamu opraHu3aiuu XpaHeHHs, KOMIUIEKTOBAHMS, y4€Ta U UC-
MOJIb30BAaHUS JOKYMEHTOB apXHBHOTO (DOHIA POCCUUCKOHN (epepanui U IPyTHX apXUBHBIX JTO-
KYMEHTOB B TOCY/JapCTBEHHBIX OpraHax, opraHaXx MECTHOI'O CaMOYIPABJICHUS U OPraHU3alUsaX»
ot 07.09.2015 r. apxuBHBIE CIpaBKU OPOPMIISIOTCS MO YCTAaHOBJICHHOW GopMme Ha OaHKe ap-
XUBHOM CITpaBKU WK 0011eM OJaHKe OpraHU3aliy, U3TOTOBICHHBIX TUOTPA(CKUM CIIOCOOOM.

W3bsatue nomnmvuHuka. B coorBerctBuu ¢ [IpaBwiamu opraHu3anuy XpaHEHHs, KOM-
IUIEKTOBAaHUS, y4€Ta U UCHIOIB30BaHUs JOKYMEHTOB apXMBHOTO (OHIA poccuiickor deaepanuu
U JIPYTUX apXUBHBIX JIOKYMEHTOB B TOCY/IapCTBEHHBIX OpPTaHax, OpraHax MECTHOTO CaMOyIpaB-
nenus u opranuzauuax ot 07.09.2015 r. nmomyckaercs U3bsATUE apXUBHBIX JI€] U BblJayda Bia-
JIebIlaM WJIM UX POJICTBEHHUKAM MOJJIWHHBIX JTHYHBIX JOKYMEHTOB: TPYIOBBIX KHUXKEK, CBUIC-
TENbCTB 00 OKOHYAHUHU Y4eOHBIX 3aBEJICHUI, aTTeCTaTOB 00 00pa30BaHUU, YAOCTOBEPEHUN U T.
n. [loguHHBIE TUYHBIE TOKYMEHTHI BBIIAIOTCS 3asSBUTEISIM 1O UX MHUCHMEHHBIM 3allpocaMm C
pa3pelieHus pyKOBOJAUTENSI OpraHu3aluu moj pacrnucky. [Ipu »ToM 3asBuTENb 00s3aH Mpeab-
SIBUTH MACTIOPT WJIM MHOM JTOKYMEHT, IOITBEPKAAIONININ €ro JIMYHOCTh. B ciiydae oOparmienus 3a
JIOKYMEHTaMHU POJICTBEHHOTO JIUI[a OHO TaKXe 00s13aHO MPEICTaBUTh TOKYMEHTHI, TOATBEPK1a-
IOIIME CTENeHb poJicTBa. JIOBEpEeHHOMY JIMIlY BBIAAIOTCA HAa PYKH TMOJUTMHHBIE TOKYMEHTHI Ha
OCHOBaHUU HOTAPUAJILHO 3aBEPEHHOM JOBEPEHHOCTH.

Ha Mecto u3baToro mokymeHTa B J€JI0 TTOMEIIAETCs CIIPaBKa O €ro BbiJade, KOMUs BbI-
JAHHOTO JIOKYMEHTA, a B YYETHBIX JOKYMEHTaX (OMHUCH) JENAI0TCI OTMETKH 00 U3BITHH, YKa3bl-
BAIOTCSl HOMED, JlaTa W Ha3BaHWE JOKYMEHTA - OCHOBAHUS IS M3BATHA (3asBICHUE, 3alpPoC), a
TaK)Ke pacnucKa nojaydaress JOKyMEHTaA.

[TomygaTenp MOUTMHHOTO JTUYHOTO JOKYMEHTA JOJDKEH PacmlucaThCcsi Ha 000pOoTe KOMUU
JUYHOTO JOKYMEHTA, OCTAIOUIEICsl B apXuBe opranu3anuu. [Ipu 3ToM B pacnucke yKa3bplBatoTCA
€ro MacropTHHIC JaHHBIE.

B cootBercTBUU C 3ak0oHOIATENHCTBOM P® opraHamMu mpaBomoOpsiiKa U3 apXHBa TaKkKe
MOTYT OBITh U3BATHI MOJIMHHBIE APXUBHBIC TOKYMEHTHI.

B sTOoM ciyuae Ha MeCTO U3BATOrO JOKYMEHTA B JIEJIO MOMENIAETCs CIIpaBKa O BbIJadye U
CHATas C HEro KOMHUsA. B y4eTHBIX apXMBHBIX IOKYMEHTaX OTMETKa 00 M3BITHH, YKA3bIBAIOTCS
HOMED, JaTa U Ha3BaHHUE JIOKYMEHTa - OCHOBAHMS I U3BATHS, a TAKXKE paclucKa Mojydaress
JIOKyMeHTa (Tpu JTUYHOU mepenade). B mampHelmieM paOOTHUKH apxuBa 00ECTIEUMBAIOT KOH-
TPOJIb BO3BpaTa U3bATHIX JOKYMEHTOB.

B cooTtBercTtBUM co cT. 12 3akoHa 00 apXWBHOM JIeJi€ U3BATUE apXUBHBIX TOKYMEHTOB,
HE MPEyCMOTPEHHBIX (efieparbHBIMU 3aKOHAMH, 3aTIPEIIACTCS.

[ena BpIIarOTCS U3 XpAHWINLL!

a) JIUIsl KCTIONIh30BaHMs pAOOTHUKAMU OpTaHHU3AINH;
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0) /U UCTIOJI30BAHUS TPAXKTAHAMU B YUTAILHOM 3aJie I HAYYHBIX U MHBIX HCCIIEI0-
BaHMM;

B) BO BPEMEHHOE MOJB30BAHUE JIJISl APYTUX OpraHu3aIuil;

T') IUIs1 TPOBEICHHS aQpXUBHBIX padOT ¢ TOKYMEHTaMU;

) JJIsl IPOBENICHUST CTPAXOBOTO KOMUPOBAHUS U CIICUATBHONW 00pa0OTKH JTOKYMEHTOB C
LEJIBIO YIIYUIICHHUS (PU3UIECKOTO COCTOSIHUS IOKYMEHTOB.

[ena BpI1atOTCSI BO BPEMEHHOE MOJIB30BAHUE U3 XPAHUJIUII] HA CPOK, HE TIPEBBIIIAOIINN:

1 MecsiI 171 UCIIOIb30BaHUs pAOOTHUKAMHU OpTraHu3aIluu

1 mecsi1y 15t UCTIONIb30BaHUS IOKYMEHTOB B UUTAJIbHOM 3aJ1€

3 Mecsiia BO Bp€MEHHOE I0JIb30BaHKE VISl APYTUX OpraHu3aIui

6 MecsI1IeB AJI1 SKCIOHUPOBAHUS IOKYMEHTOB

Opranam cyjna ¥ MPOKYpaTyphl Jieia BhIIAIOTCS 0 MPEKpalleHUs Jieja WIH BRIHECCHHS
cynebHoro penienus. [Ipo/jieHre yCTaHOBIEHHBIX CPOKOB BBIAAYM JOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHKE, B TOM 4YHCIIE OpraHaM CyJa W MPOKypaTyphbl, a TAKKe ISl SKCIIOHUPOBAHUS J0-
MyCKaeTCs B OCOOBIX CIIy4asiX C pa3pelieHUs] PYKOBOJWTENS OPraHU3aldUd MO MHUCbMEHHOMY
MOJITBEP>KICHUIO MOJIb30BATENSI O COXPAHHOCTH JOKYMEHTOB.

Brigaua gen u3 xpanuwimia oopMITIeTCs: CIICTYOIUMA JOKYMEHTaMHU:

1. 3aKka3amu (TpeOOBaHUSMU) HA BbIAAYY JIEN B YUTAIBHBIN 3a]1 U COTPYTHUKAM Op-
raHu3aIuu

2. aKTaMHM O BblJayue J1e]1 BO BPEMEHHOE 0JIb30BaHUE JPYTUM OpraHU3alMsIM, B TOM
YHUCJIe OpTaHaM CyJa U IPOKYpaTyphl, WX JUIsl SKCIOHUPOBAHUS TOKYMEHTOB

3. 3aKa3aMu Ha MMpoBe/ieHHe padoT MO CTPAXOBOMY KOMHPOBAHUIO U pecTaBpalluu
JIOKYMEHTOB.

Bbitaua JOKYMEHTOB U3 XpaHWIHMINA PETUCTPUPYETCS] B KHUIAX BbIJAYM JOKYMEHTOB.
HcnonnenHsle 3aka3bl (TpeOOBaHMSI) UCCIIeOBAaTENE XpaHATCS B JUYHBIX JI€JIax HCCIea0BaTe-
Jei, a Bce MpoYMe - JJO UCTEYEHUsI CPOKOB MX XpaHeHUs. 3aka3bl (TpeOoBaHUs) 11e1eco00pa3Ho
XPaHUTh J0 IPOBEJCHUS MPOBEPKH HATUYUS U COCTOSTHUS JIETI.

Bbiaua nien Bo BpeMEHHOE MOJIb30BaHUE B JPYTrUe OpraHu3aliu ohopMIIIEeTCss aKTOM,
KOTOPBIM COCTaBIISIETCA B JIBYX 3K3E€MIUISIPAX, OJIMH UX KOTOPBIX OCTAeTCsl B apXHBE OpraHu3a-
LMY, JPYTOHN BBIAAECTCA MOJy4YaTeN0. AKT OJIUCBHIBAETCA PYKOBOAUTEIEM OpraHU3aluy, repe-
Jaroniel ena, 1 pyKoBOAUTENEM OpraHU3alMK-TI0JIydaTeNsl: IOAMUCH CKPEIUISIOTCS repOOBBIMU
nevarssMu opranuzanuid. [lociie Bo3BpaleHus el B ABYX K3EMIUIIpaxX akTa JeJIaeTcsi COOTBET-
CTBYIOIIIasl OTMETKA: OJIMH K3EMIUISIP OCTAETCSl B OpraHU3alUK-TIoydaTene, Jpyroi XpaHuTcs B
nene GoHAa B apXMBe OPraHNU3alluH, BbIIaBABIIEM JeTa.

Hampasnenue Ha cTpaxoBoe KOMMPOBAaHUE, PECTaBpAIIHIO, NEpPEIIeT 0(hopMIISeTCs 3aKa-
30M. 3aka3 o(hopMIIIETCSl B apXMBE OpraHU3aluK 10 (hopMe aKTa O Bbliade BO BPEMEHHOE MOJIb-
30BaHUE JIPYroM OpraHu3aIuy.

Jlena BbIIAIOTCS M3 XpAaHWIIUINA JUTS UCIIOJIBb30BAaHUS U MPOBEACHUS PabOT MO CTPaxoBO-
My KOIIMPOBAHMIO, pECTaBpallly, EPEJIETy TOJIbKO B 00padoTanHOM BHe. [lepen Bbinayeit nen
U3 XpaHWINIIA TPOBEPSETCS] COOTBETCTBUE MIM(pa U 3arojioBKa Jiesa Ha 00J0XKKe mudpy U 3a-
TOJIOBKY JieJla B OIMCH; Nepe] BbAaueil U MpH BO3BPAILEHUU JI€] B XPaHWIMILE MPOBEPSIOTCS
HyMepauus JIMCTOB U COCTOSHUE JOKYMEHTOB Ka)kJI0TO BBIIAHHOIO Jena. Kaxaoe BblgaBacMoe
U3 XpaHWINILA JAEI0 JOJKHO UMETh JINCT UCIOIb30BaHUS.

[Tpu BBIgaue nen M3 XpaHWIIMILNA Ha MECTO BBIJAHHOTO Jejla MOJKJIAIbIBAECTCS KapTa-
3aMEeCTHUTEIb, B KOTOPOH yKa3bIBaeTCsl HOMED Jelia, HOMep OIUCH, HoMep (OoHJIa, KOT/1a U KOMY
BBIJIAaHO JIEJI0, J1aTa €ro BO3BpaTa M MOJAIUCH COTPYAHHUKA, BBIIABIIETO €0, C YKa3aHUEM JOJIXK-
HocTu. IIpu Bo3BpamieHnu ena B XpaHWINIIE KapTa-3aMecTUTeNb n3biMaeTcs. COCTOsIHUE Je,
BO3BPAIIaEMbIX B apXMB IOCIJIE€ UCIOIB30BAHMUS, JOJDKHO OBITH MMPOBEPEHO B NMPHUCYTCTBUU JIHIIA,
BO3BPALIAIOIIETO TOKYMEHTBHI.

[Tpu oOHapyXeHUHM HEJOCTauu Ae] WM OTIACNbHBIX JIUCTOB B HUX, a TAK)KE MOBPEKIe-
HUI 1€ ¥ TOKyMEHTOB COTPYIHUKAaMH apXHBa COCTABIIAETCS akT B ABYX AK3EMIUIIpax, OJUH U3
KOTOPBIX IPEICTABISIETCS UCCIIEI0BATENI0 YNTAIBHOIO 3aJla WIM PYKOBOJUTENIO OpraHU3aluy,
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MCII0JIb30BABIIEH JOKYMEHTBI, JUIsl IPUBJICYEHHS] BUHOBHBIX K OTBETCTBEHHOCTH, BTOPOH - OCTa-
eTcs B apXMBe.

[Ipu mepemenieHUH TOKYMEHTOB 3a MpeleiaMd apXHBa JIOJKHBI COOJIONATHCS MEPHI
IPEJOCTOPOKHOCTH, HAJIEKHO 00ECIeUMBAOLINE UX COXPAHHOCTb. [Ipu TpaHCOpTUPOBKE J10-
KYMEHTOB COOJIO/IAalOTCS MEPHI 10 OXpaHe M 3allUuTe UX OT BO3ACUCTBHS BpEIHBIX (PaKTOpOB
OKpY’Karolled cpesibl IMyTeM MPUMEHEHMs CIELUAIbHBIX BHUJOB YIAKOBOK, 00ECIEeUMBAIOIIUX
3alUTy JOKYMEHTOB OT OCaJKOB, CBETA, MEXAHUUYECKUX ITOBPEXKICHUI.

Tema 3. Dnekmponnvie apxuevl nO TULHOMY COCHIABY

B nacrosiee BpeMs: Hanbosiee akTyallbHbIM BBICTYIIAET BOIIPOC 00 3JIEKTPOHHOM XpaHe-
HUU apXUBOB I10 JINYHOMY COCTaBY.

OcnosHule npobnemvl, 6o3HUKAIOWUE NpU pabome ¢ 6YMANCHLIM APXUBOM

1. OnepatuBHBIN JOCTYNl K OyMa)kKHOMY apXHUBY JIOBOJIBHO 3aTpyAHHUTENEH. Bpems
OTBETOB Ha 3alpOChl K JaHHBIM apXHBa COCTABISET OT OJHOrO J0 HECKOJIbKHX JHEeH. PaboTHu-
KaM apXuBa JOBOJIbHO CIOXHO 00pa0aThIBaTh BPYYHYIO OOJIBIIOE KOJIMYECTBO 3aIPOCOB, MHO-
I'M€ U3 KOTOPBIX JOBOJBHO CIOXKHBI M TPeOYyIOT JUIs MOJIy4eHHs OTBETa UCII0JIb30BaHUE OOJIbILIO-
ro KOJINYECTBA JIEI.

2. PaboTta ¢ OyMakHbIM TOKYMEHTOM BO3MOYKHA OJIHOBPEMEHHO JIUIIIb ISl OJTHOTO
YEJIOBEKa, YTO CO3JaeT HEYJ0OCTBO MpHU paboTe C aKTUBHO UCIIOJIB3YEMbIMH JIOKYMEHTaMHU.

3. JIOKyMEHT MOKHO JIETKO IMOTEpSTh MPH TMOMEIIEHHH HE B TO JAEN0 Oyaromaps
«4eJI0BEYECKOMY (haKTOPY».

4, ApPXUB HE 3alIMIIEH OT MOXKAPOB M MPOYUX (POpC-MaskOpOB.

5. CTapI)IC AOKYMCHTBI HEC O6J'IaIIaIOT JOJI’)KHBIM Ka@4€CTBOM U UMHU CJIIOKHO IIOJIB30-

BaThCsI BBUJY BETXOCTH, HOBbIE JOKYMEHTBHI HE JI0JIFOBEYHBI, 10 IPUYMHE TOTO YTO OBICTPO M3-
HAIIUBAIOTCS.

Pemenuem naHHbBIX MpoOIieM SIBIISETCS CO3AaHUE IEKTPOHHOTO apXUBa JOKYMEHTOB I10
JMYHOMY COCTaBy opraHuzanuu. Muapopmarus, XpaHsmasics B JTaHHOM apXHBe TO3BOJIHT ITOTY-
YaTh CIPAaBKY MO TPYJIOBOH JIEATEIBHOCTH Ka)J0T0 COTPYIHHMKA, B TOM 4Hcie 00 ypOBHE 3apa-
00THOM TUIaThI, CTake pabOThI, pa3inyHble OubInorpapuueckue naHHsie. Bes aTa unpopmanus
NOATBEpXKIaeTcd OyMaKHBIMU JOKYMEHTaMH apxuBa. IIpu Heo0X0AMMOCTH, 3JIEKTPOHHBIN ap-
XUB MOYET XPaHHUTh OIH(PPOBAHHBIE KOITMU OCHOBHBIX JIOKYMEHTOB TIO JIEATEILHOCTH PabOTHU-
Ka.

[IpenmymiecTBa, ody4aeMble OT BHEAPEHUS DJIEKTPOHHOTO apXWBa MO JMYHOMY COCTa-
BY:

1. [TpocToii 1 OBICTPBIN JOCTYI K TOKYMEHTY JIF0O0r0 COTPYAHHKA apXHBa B JH000€
BpeEMs.

2. BymMaXkHBIH apXWB OCTAaeTCSl HETPOHYTBHIM, YTO IMO3BOJISIET COXPAHATH €r0 3HAUH-
TeNBHO JoJbIIe (0c000 Xopomio 3TOT 3 dekT OyneT 3ameTeH Ui JTOKYMEHTOB, TPEOYIOMIMX
JOJITOCPOYHOTO XPAHEHU).

3. JIOKyMEHT 3aIluIIeH 0T U3MEHEHHUH, YTO TapaHTUPYET MOJTHOTY HH(POPMAIIHH.

4. Poct ckopoctu 00paboTKH 3alIpOCOB K apXHUBY U YMEHbBIIIEHHE BpEMEHHU Ha MOJY-
YEeHHE apXHUBHOM CIPaBKH.

5. KonTponb cpoka xpaHeHHs B 3aBUCUMOCTH OT THIa JOKyYMEHTa U HH()OpMUPOBa-
HHUE apXUBapUyCOB O HEOOXOIUMOCTH 00pabOTKH JOKYMEHTOB, TPEOYIOIIUX YHUUTOXKEHUSI.

6. Pe3epBHOE KonmupoBaHME NAaHHBIX 3ALUTUT Ball AJIEKTPOHHBIA apXuB OT (opc-
Ma’KOpOB.

Hanpumep, pupma «1eKTpoHHBIN apxUB YKpauHbD» uMeeT cienyronuii onsT. [1o ana-
T3y CHEIHATNCTOB aKTyalbHOCTh BHEAPEHUS 91EeKMPOHHO20 ApXUa o JUYHOMY COCmagy 00y-
CJIaBJIMBAETCS KaK YaCTOTOW 3alpOCOB KaJAPOBOM TOKYMEHTALMH, TaK U JOCTATOYHO MPOIOJIKHU-
TEJIbHBIM CPOKOM XPaHEHMsI 3TOT0 BU1a JOKYMEHTOB (10 75 JeT).

Kommanus DJIAY paszpaboraina 371eKTpOHHBIA apXHUB IO JIMYHOMY COCTaBY JIJIsl IPOMBIIII-
JICHHOTO TPEANPHUATHSA, B COCTaBE KOTOPOTO HAXOAUTHCA 3 IMIAXTHI, a IITAT COTPYIHUKOB KOJeO-
netcst ot 3500 no 5000 pabotaukoB. [Ipeanpusarue Gpynkmonupyet ¢ 1973 rona.
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3aka34uruK 0OpaTHIICS C 3aIPOCOM O CO30AHUU INEKMPOHHO20 aApXuea KaapoBOU TOKYMEH-
Taluy, JKeJasi COKpPaTUTh BpPeMs Ha MOATOTOBKY CIIPaBOK IO 3apa0OTHOH miiaTe, TPYIOBOMY
CTaXy, MOATBEPKIACHUIO JILIOT YBOJCHHBIX COTPYJHHUKOB. BBUay Gosbioro mrata u cnenudu-
KU JIeATEIbHOCTU MPEANPUATHS (HAIU4YUE AOKYMEHTAIMH, (PUKCHUPYIOLIEH MPOU3BOJICTBEHHO-
TPYZOBOW TpaBMAaTU3M, MOJTBEPXKAAOLICH pabOTy 4YeloBeKa B YCIOBHAX BPEIHOTO MPOU3BO/I-
CTBA, JIAIOIIET0 MPaBO Ha JIBIOThI) 00pabOTKa 3alpoCcoB, KOTOPBIX MocTymnasno nopsaka 200 B me-
cs1l, pu padore ¢ OyMakKHBIM apXUBOM ObLIa TPYIOEMKOW M BpeMs3aTpaTHOM.

Dranbl CO3/1aHUs 3JIEKTPOHHOTO apXxuBa. BeipaboTaB KOHKPETHOE U JIeTalbHOE TeXHUYE-
CKO€ 3a/laHue C 3aKa3uMKOM II0 BHEAPEHUIO 21€KMPOHHO20 apXueda MO JIUYHOMY COCTaBYy, KO-
Manga «9QJIAY» mpucrtynuna K peanuzanuu npoekrta. s AOCTHKEHHS ONTHUMAlIbHOTO HU
Han0oJiee KAUeCTBEHHOTO pe3yiibTaTa Ha 3Tane CKaHUPOBaHMS TOKYMEHTALIUH, IPEABAPUTEIHHO
OblTa MPOM3BENCHA pacimuBKa (¢ mocienyromeit crmmBkoi) 2 190 men; ouudposano 605 000
ctpanui. (s ynoOcTBa M mPOCTOTH pabOTHI YK€ C 3JICKTPOHHBIM 0a3MCOM JOKYMEHTAIlMHU, Ha
OpeanpusTii ObUla YCTaHOBJIEHA CHCTeMAa 3JIeKTPOoHHOro apxuBa Folium (paszpaboranusiit
CHEeNHATNCTaMH KOMITAHUU «DJIEKTPOHHBIE apXUBBI YKPaWHBD» MPOrPAMMHBIN MPOAYKT, O3BO-
JSIOUINI OPraHu30BaTh U CTPYKTYPUPOBATh OLU(POBAHHBIE apXUBHBIE JOKYMEHTBHI).

Pabora 1o ckaHUPOBaHUIO KAJPOBOW TOKyMEHTAIMEH NpeanpusiTus Oblia 00yCIIOBICHA
PSAAOM OCOOEHHOCTEI:

- onudporke mogananamm gena mnepuonoB 1973 — 2013 rr., 30 % U3 KOTOPHIX OBUTH B
OUYEHb BETXOM COCTOSIHHH;

- CYIIECTBEHHAs YacCTh JOKYMEHTAIlMM WMeEJa PYKONHMCHBIM W MCYE3AIONINI MAalInHO-
IACHBIN TEKCT

- paboTa Mo MPOEKTY OCYILIECTBIsUIacCh B 2 CMEHBI, HA TEPPUTOPUH 3aKa3uuka padoTana
MOOWIbHas Opurasa.

PesynbTaThl BHEPEHUS SJICKTPOHHOTO apXUBa!

DONEeKTPOHHBIA apXWB MO3BOJMJI: CHU3UTH TPYH03aTpaThl Ha MOMCK U O(OpMIIEHUE WH-
dbopMaruu 1o 3anpocaMm B apXuB B 24 paza; BBIBECTH U3 IMOCTOSHHOIO 00MXOJia OpUTHHAIIBI 0Y-
Ma)KHBIX JOKYMEHTOB (00€CIeYHB UX COXPAHHOCTb OT MOTEPH, MOPUYHU, YMBIIUIEHHOTO PeAaKTH-
pOBaHUS U T.1.).

Perynsphsle uccienoBaHus, NpOBOJAIINECS B YKpauHe, CBUAETENbCTBYIOT, YTO OO0JIb-
IIMHCTBO TTOJIb30BATENECH BBIACTSAIOT TaKHE MPEUMYIIEcTBa 0e30yMaKHBIX TEXHOJIOTUH KaK: 9KO-
HOMUSL 8DeMEHU COMPYOHUKO8, CPeOCms npeonpusmuil, nogvlulenue 3ggexmusnocmu pabomol,
U 803MOIHCHOCMb COBMECMHOU paOOmbl ¢ OOKYMEHMAMU.

DNEeKTPOHHBINA apXUB — rapaHT 00eCcIeyeHHs MOJTHOLEHHOI0 y4eTa U XpaHEeHUs T0KyMEeH-
ToB npennpustus. Co3gaHue cTpaxoBoro oHJa YYETHOM JOKYMEHTAIUM (3alluTa OT Moxapa,
yTparbl, XuieHus, nopun). CokpaiieHne KOJIU4ecTBa yUYETHbIX JOKYMEHTOB Ha OyMaXKHBIX HO-
CUTENSIX (HampuMep, MHBEHTapHbIe KHUTH, onrcH). O0ecriedeHne COXPaHHOCTH CTaphIX, PEAKUX
U 0c000 LIEHHBIX JOKYMEHTOB (MCIIOJIb30BaHHE KOTOPHIX B OYMa)KHOM BHUJI€ MPUBOJUT K BETXO-
CTH ¥ TIOCJISIYIONIEMY YHHUYTOXKECHHUIO IOKYMEHTA — peIKHe KHUTH, apXUBHBIE aena). OpraHusa-
U] XPaHEHUs AIEKTPOHHBIX JIOKYMEHTOB B KOMITAKTHOM BHJIe. [lomydyeHue HeorpaHMYEeHHOTO
qrcia KONUA JOKYMEHTOB B OyMa)XKHOM M DJIGKTPOHHOM BHje 0e3 oOpalieHuss K OyMa)KHOMY
OpUTHHAIY (HampuMep, JUI BbIJAUH IO 3alpocaM Ipax/iaH, s OTIPABKH B MMOJOTYETHbIE MO/
paznenenust). O0ecrieueHns: BO3SMOXHOCTH JIOJATOCPOYHOTO XPAHEHUS TIOKYMEHTOB M JIOCTYIa K
HUM.

DJNEeKTPOHHBIA apXUB — CPEACTBO ONTHUMH3AIMHA PabOTHI C JOKYMEHTAMH Ha TPENIpHsi-
tuu. Opranuzanusi OTHOBPEMEHHOM pabOoThI C AIEKTPOHHBIMU JJOKYMEHTAMHU HECKOJbKUX MOJIb-
3oBareniedd. Pa3rpannuenue mpaB JoCTymna ToJsib3oBaTene k wmHbopmaruu. OOecrieueHne MH-
dopmannonnoit 6ezonacnoctu. CokpalieHne BpeMeHH 00pabOoTKU 3alpocoB, MOUCK MHPOpMa-
UU. YBeJIMUeHUEe ONEpPaTUBHOCTH AO0CTyma K uHpopmanuu. ObecriedeHre onepaTuBHOrO oM C-
Ka ¥ JIOCTyNa K JOKYMEHTaM CTpaxoBoro (oHaa JOKYMEHTAIlMH B KPU3UCHBIX cuTyarusx. Co-
3/1laHUE MIMPOKUX BO3MOXKHOCTEN MyOJIMYHOTO JOCTYyMa K apXUBHBIM JOKYMEHTaM UCTOPHUYECKO-
ro, KyJbTYPHOTO U HAYYHOTO HACIIETU.

Pezynomam ucnonvzosanus 21eKmpoHHO20 ApXU6a 8blpaANCAEMCs 8:
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[ToBbIIeHNH YpOBHS HH(POPMAIIMOHHOTO 00ECIICUEeHHUsT HACEICHUSI.

IToBbIIEHNH YPOBHS KaueCTBA PUHATHS PELICHUM.

W ckimroueHnn prcKa, CBSI3aHHOTO C «9€JI0BEYECKUM (hPaKTOPOM).
[IpeeMCTBEHHOCTH TOKOJIEHUH CIEUAINCTOB.

DKOHOMUH O(UCHBIX TUIOIIAACH JJISi XpaHEHUS TOKYMEHTOB.

CokpallleHud pacxollI0oB Ha COJAEp)KaHME IITaTa COTPYIHUKOB, pabOTaloIUX C
OyMa)KHBIMHU U 3JIEKTPOHHBIMH JIOKYMEHTAMHU.

7. [Ipo3paynocTu cocTosiHUS e B punnanax u yaajaeHHbIX oducax.

8. Hcnonp30BaHnN 3J€KTPOHHOIO apXuMBa KaK HEMaTEpPUAJIbHOIO aKTHWBA IpU IMPO-
JNake MPEANpUATUs, CIUSHUSX U MOTJOLEHUSIX (OCOOEHHO aKTyaJbHO JJIsi MPOMBIIUIEHHOCTH,
He(Te/ra30BOro KOMILUIEKCa, KOTr/la B JOKYMEHTAX COJAEPIKATCS CBEIACHMS Ul CTPATETMYECKOTO
IJIAHUPOBAHUS, HANPUMEpP, PE3yJbTAThl I'€OJOTMYECKON pPa3BEIKH MECTOPOKICHUM, YEpTEKU
KOHCTPYKLMH CaMOJIETOB, U T.11.).

9. brictpom noabope 1 noucke JOKyMEHTOB B OKCTPEHHBIX CUTYaIUSX.

Bosmoxnoctu nposenenuss HUOKP (Tonbko M3y4uB IpeaplIylinii ONBIT HaAy4YHbIX HC-
CJIeTOBaHM, MO>KHO YCIIEIITHO ABUTATHCS BIIEPEN).

BHenpenue cucteMbl 3IEKTPOHHOIO apXUBa JOKYMEHTOB I10 JUYHOMY COCTaBY IO3BOJIS-
€T B 3HAUUTEJIBHON CTENEeHU ONTUMHU3UPOBATH U YIPOCTUTHh PabOTy KaApOBUKA. DIEKTPOHHBIN
apXuB BBICBOOOKJIAET 0(UCHOE MIPOCTPAHCTBO OT HAKOMMBIIUXCS JIOKYMEHTOB U O0O€CIeunBaeT
3anuTy MHGopManuu Ojaroaapsi cO3aHUIO pe3epBHBIX Komuil. Kpome Toro, cucremaTusupo-
BaHHAas JIEKTPOHHAas 0a3a JaHHBIX IOMOTAeT COTPYAHUKY KaJApOBOU CIIy:KObl ONIEPATUBHO HAXO-
TUTH HYXHYI0 UH(pOpMAINIO, MTHOBEHHO MOAOUPATh JOKYMEHTHI, OTIPABIISAS UX IO AJIEKTPOH-
HOM moYTe, U T. II.

PaGora ¢ nokymeHTamMu 1O JINYHOMY COCTaBy TpeOyeT, uToObl KaJpOBUK 3HAJ HE TOJIBKO
TPYZOBOE 3aKOHO/AATEIBCTBO U MOPAIOK JEJIONPOU3BOICTBA, HO U OCHOBHBIE NpaBUiIa XPaHEHHUS,
00paboTKM U Mepeauu Oymar Ha apXuBHOE XpaHeHHe. Hajmexalee BbIONHEHUE 3TUX 00sI3aH-
HOCTEH CBSI3aHO ¢ OOJBIIMMM BPEMEHHBIMH 3aTpaTaMM, YTO MPENATCTBYET BBIMOJIHEHHUIO IEPBO-
CTETIEHHBIX KaJIpOBBIX 3ajad. bojee Toro, caM crnenualucT KaJpoBOW CIIy>KOBbI JTUIIEH BO3MOXK-
HOCTH peajn30BaTh CBOM IPO(ecCHOHATbHbIE aMOUIIMU, KOTOPbIE MOTYT OKa3aThCsl LIMPE BbI-
HOJIHEHHUs Cyryoo OymMa)KHON pabOTHlI.

Jlj1 cCOBpeMEHHOW KOMITAHUU ONTUMAJIbHBIM PEIIEHUEM BOIIPOCA XPAHEHUS IOKYMEHTOB
10 JJUYHOMY COCTaBY JOJDKHBI CTaTh I'PaMOTHOE XpaHEHHE, CUCTEMATHU3ALMs U aJMUHUCTPUPO-
BaHUE C COOJIOJICHHEM 3aKOHOJATENIbHbIX HOpM. B moiHONW Mepe 3TO OCyIIeCTBUMO 3a CYET
IIPUBJICYEHHS] CTOPOHHUX apXMBHBIX KOMIIaHUM. B 3TOM cUTyaluu pyKOBOJIUTENSIM OpraHu3alni
OCTaeTCs JIMILb ONPEIEIUTh KPEIUT AOBEPUS K TAKUM CIIy>KOaM U PEeLInTh, TOTOBBI JIU OHU UJTH
B HOT'Y CO BPEMEHEM.

OnTUMalbHBIM pEllIeHHuEM YKa3aHHBIX MPOOJeM MOXKET CTaTh CHCTeMa, pa3paboTaHHas
cnenuanucramu kopropauuu JJIAP, - «OneKTpOHHBII apXHUB KaJpOBOIO AEJIONPOU3BOACTBAY -
U TpeACTaBIsfomas co00il KOMIUIEKC Ui JOKYMEHTAIMOHHOTO OOecreueHus: KaJpoBbIX Mpo-
IIECCOB M 3aIUTHI MepcoHanbHbIX JaHHbIX (I1/]).

Cucrema aBTOMaTH3UpPYET OOJIBIIMHCTBO MPOLECCOB, C KOTOPHIMH KaJIPOBUK €KETHEBHO
CTaJIKUBaeTcs B cBoel padore. Tak, penieHre Mo3BoJsieT BECTU CTATUCTUKY U YU€T yIrpaBlieHue-
CKHX KaJIpOB, HAXOJSIIUXCS B pe3epBe, MOJIydaTh UCTOPUIO pabOThl C 3TUM PE3epBOM 3a JII000H
NEepuoJl BpEMEHH, a TaKXKe aHaJIM3UPOBaTh 3TAlbl MPO(ECCHOHATFHOIO pocTa COTpyAHHUKA. Bo3-
MO>XHOCTH OBICTPOTO TOMCKA W JOCTyINa K HEOOX0auMOil MHGOPMAIIMK O COTPYAHUKAX B AJICK-
TPOHHOM apXMBE CHIDKAIOT TPYA03aTPaThl U BPEMsl Ha COCTABIICHHUE MOAOOPOK JOKYMEHTOB ISt
OTYETHOCTU M TPEACTaBIEHUS MPOBEPSIONIMM OpraHaMm, Ha oOpabOTKy 3alpocoB, a TaKKe Ha
BOCCTAHOBJIEHME U 3aBEPEHUE KOMMM yTPAUEHHBIX TOKYMEHTOB Ha OCHOBAHUU HX JJIEKTPOHHBIX
00pa30B. BHenpenue cucteMbl MO3BOJSET OCYLIECTBISITH KOHTPOJIb Ha/l COCTaBICHUEM HIIU 3a-
MIOJTHEHHUEM KaJpOBOH JOKYMEHTAIMH U OTCIEKUBAaTh KAYECTBO U CPOKU BBITIOJIHEHUS padoT co-
TPYIHHUKAaMHU KaJIpPOBBIX MOJAPA3/IECICHUN B PEKUME PEATbHOTO BPEMEHU. A XpaHEHUE JOKYMEH-
TOB B PEXXHME BEPCUOHHOCTHU MO3BOJISET OTCIEANTD, KOI/1a, KEM M KaKHe U3MEHEHHUS! BHOCWIINCH
B KaXJIbIi1 KOHKPETHBIN KaIPOBBIA TOKYMEHT.

ok E
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Kpome Toro, cocraB pemieHust «IJIEKTPOHHBIM apXHUB KaJgpOBOIO JEIOMPOU3BOJICTBA»
MO>KHO TMOKO KOH(UTYpHPOBaTh B COOTBETCTBUH C TPEOOBAHUSAMHU M 3a/ladaMH OpraHHU3aliy, a
TaKXe MPOCTO M OBICTPO MOJICPHU3UPOBATH M PACIIUPATH CUCTEMY C Pa3BUTHEM KOMITAHUH.

CocraB pemienus. Pemienne «1eKTpOHHBIA apXHUB KaJApOBOIO AEJIONPOU3BOACTBA» CO-
CTOUT M3 HECKOJIBKUX MOJyJIeH, KOTOPhIE B KOMILJIEKCE OPTaHU3YIOT OTIAXEHHYIO padoTy CH-
CTEMBL.

PaGora yepes uHTepdenc
yyeTHoH, ERP, HRM - cucremo!

CeTeBONW NpuUHTEp

Texkywnn ssoq - — , MOﬂynb
AOKYMEHTOB " 3aWWILEeHHON nevaTu

[IepBbIil U3 HUX - MOAYJb YIPaBJICHUS JIEKTPOHHBIM APXUBOM, KOTOPBIA CTPOUTCS Ha
6aze cucrembl DJIAP CAIIEPMOH. Cucrema mo3BosiseT XpaHWUTh JIIOObIE THUIIBI JOKYMEHTOB
(omexTpoHHBIE 00pa3bl OYMa)KHBIX JIOKYMEHTOB, JOKYMEHTBI YUETHBIX CHCTeM, (HoTodailiel u
ap.). C ee MOMOUIbI0 MOXKHO TOJIy4aTh OMEpPaTHBHBIM MHOTOIOJIb30BATEIbCKUI TOCTYII, OCY-
IIECTBIIATH OBICTPBIN MOUCK JOKYMEHTAIMH B JIEKTPOHHOM apXHBE I10 33JaHHBIM TapaMeTpam U
KJIaccu(UIUPOBaTh JTOKYMEHTHI IO Pa3lMYHBbIM aHATUTHYECKUM INpU3HAKaM. A OrpaHH4YeHHe
J0CTyNa K KOH(UACHIUAIBHBIM JOKYMEHTAM WM 4acTAM JOKYMEHTa MO3BOJISET COOM0aTh 3a-
KOHOJIaTEJIbCTBO T10 3aIUTE MEPCOHAIBHBIX JTaHHBIX.

Craenyromuii - MOy 1OCTyNA K 3JEKTPOHHOMY apxuBy. Ero pabora ocymiecTsisercs
kak Hanpsamyro U3 cucreMsl DJIAP CAIIEPMOH, Tak u uepe3 NpuBBIYHBIE ISl NTOJIb30BATENEH
IPOTrpaMMHBIE MIPUIIOKEHUS 32 CUET BO3MOXKHOCTH MHTETPALMU C CUCTEMOM YNpaBJIEHUS DJIEK-
TPOHHBIM apXUBOM. A I NPEANPUATUH C XOJAUHIOBOW CTPYKTYPOH OpraHU3yeTcsl AOCTYI K
JAHHBIM U3 TEPPUTOPHUAIBHO YAAJIECHHBIX MOJpPa3/eleHNil uepe3 KOPIOpaTUBHbIE MH(OpMaIu-
OHHBIE CETH.

ITomHOCTBIO aBTOMAaTU3MPOBATH IPOIECC NEPeBOJa OyMa)KHBIX KaJpOBBIX JOKYMEHTOB
HPEIIPUATHS B 3JIEKTPOHHBINA BHUJI ITO3BOJISIET MOYJIb TEKyIIero BBoaa. Cocras 3TOT0 Mporpam-
MHO-aIMMapaTHOr0 KOMIUIEKCA 3aBHCUT OT KOJUYECTBA MEPCOHAA, PadOTAIOIIEro B KOMIIAHUH,
©XKEHEBHOTO NOTOKAa KaJApOBOM JOKYMEHTAIlMH M 00BEMOB apXUBOB, YTO U OMPEAEISCT THUIIBI
CKaHHUpymouero o0opynoanus. JlaHHbI MOy o0ecriednBaeT JOKYMEHTALMOHHYIO OJAEP K-
Ky KaJIpOBBIX OM3HEC-IIPOLIECCOB, TOCKOJIbKY CBOEBPEMEHHOE HAIMOIHEHHE JEKTPOHHOIO apXH-
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Ba TEKYIIMMHU M apXHWBHBIMU KaJpPOBBIMHU JTOKyMEHTaMHU U MPHUBSA3KA AJIEKTPOHHBIX 00pa3oB pe-
aJIbHBIX KaJPOBBIX JOKYMEHTOB K YYETHBIM JaHHBIM FapaHTHUPYIOT ONEPATUBHBINA JOCTYI K JaH-
HBIM YIIOJTHOMOYEHHBIM COTPYAHHUKAM.

Moy XpaHeHHUs! co3JaeT HEHTPAIN30BaHHOE XPAHWINIIE OOJBIINX 0OBEMOB JaHHBIX
Ha OCHOBE CIIEHUMAIM3UPOBAHHBIX ONTHYEeCKHX HakomuTened Ha DVD/BD-muckax. Opranuzo-
BaHHOE TaKUM 00pa3oM XpaHEHHUE KaJpOBOW JTIOKYMEHTALMU rapaHTUPYeT COXPAHHOCTb U HEU3-
MEHHOCTh MH(pOpMaIMu B TeueHue Oonee 50 JeT coriacHo 3aKOHOAATENBLCTBY MPU MUHHMAJIb-
HBIX 3aTpaTax Ha MOAECPHU3ALMIO U OOCITyKUBAaHUE XPaHWIIUILA.

Kpome Toro, 310 COCOOCTBYET CYIIECTBEHHOMY CHHKEHHMIO BHYTPEHHHUX 3aTpar Ha J0-
POTOCTOSAILYIO apeHy IUIOMIANEH MO apXHUBbI KaJPOBBIX JTOKYMEHTOB, TaK KakK IIO3BOJIAET IIE-
pPEeMeCTHTh OYMa)KHBIM apXUB Ha TEPPUTOPHIO OOJIee JEHIEBBIX apeHAHbIX IUIOMAIeH, a B TEKY-
el paboTe COTPYAHUKOB KaJpOBBIX MOJPA3/AEICHUN UCIIOIb30BaTh JOKYMEHTBI 3JIEKTPOHHOTO
apXuBa.

Monyib 3alMIEHHOrO BBIBOJA JOKYMEHTOB Ha II€4aTh CTPOUTCSA Ha OCHOBE MOAKIKOYE-
HUS cepBepa Iedartu, cneunanuzupoBaHHoro 110 u pa3BepThIBaHUS CHUCTEMbI aBTOPU3aLUU I1Y-
TE€M YCTaHOBKHM HACHTU(DUKAIMOHHBIX YCTpOCcTB Ha mpuHTepax u MDY mnpeanpustus. s
UICHTUHUKAIMN TIOJIb30BaTeneld mpuMeHstoTcs: PIN-ko1bl, 6€CKOHTaKTHBIE MJIACTUKOBBIE Kap-
Thbl, MATHUTHBIE KapThl, INTPUX KOZABI MM CKAHEPHI OTIEYATKOB NajbleB. CucTeMa aBTOpU3aliy
MOXET OBITh 00OBEIUHEHA C YK€ CYIIECTBYIOIIEH B OpraHU3aliy 3aKa3yhKa cUcTeMoi Oe3zomac-
HOCTH, HalpUMEp, Yepe3 KapThl, UCIOJIb3YEMbIE COTPYIHUKAMM JUIS IPOXOAA 4YEpE3 CUCTEMY
KOHTPOJIS IOCTYTa Ha MpeAnpusitie. MoAylb MO3BOJISIET aHATU3UPOBATh BCE pabOTHI M€YaTH 10
pa3IM4YHBIM IIapaMeTpaM, B TOM YHCJIE KOJMWYECTBO M COCTaB OTIPABIAEMBIX Ha IE€4YaTh JOKY-
MEHTOB JUIsl UCKJIFOUEHUS UCTI0JIb30BAaHUS TEXHUKHU JUISl TMYHBIX LIETEH.

3amuTa NEPCOHAIBHBIX JaHHBbIX. Pemenne «JEeKTpOHHBIM apXHWB KaIpOBOIO JENONPO-
M3BO/JICTBA» MOJHOCTHIO COOTBETCTBYET TPEOOBAHUSAM 3aKOHOJIATENILCTBA 110 3ALUTE TEPCOHAb-
HBIX JIAHHBIX, COTJIACHO KOTOPOMY KOMITAaHMH, PabOTaIONIMe C MEPCOHAIBHBIMU JaHHBIMHU, 005-
3aHbl TAPAHTUPOBATH UX HAJIEKHYIO COXPAHHOCTb.

OTOro ynaercs JOCTUYb HECKOJbKUMH criocobaMu. B yacTHOCTH, 3a cueT QyHKIUHU KO-
JUPOBaHUs JIOKYMEHTa, MPOCMOTP KOTOPBIX CTAaHOBUTCS BO3MOXKHBIM TOJIBKO TIOCJI€ BBEJECHUS
napoiisi. Taxoke cucrema Jonyckaer ucnoiab3zoBanue DI u mpu HEOOXOMMOCTH OrpaHUYUBAET
JOCTYM K YacTsIM apXHBa, OTJEIbHBIM JOKYMEHTAM WM UX (parMeHTaM JJis pa3InyHbIX MOJIb-
3oBarenel uiam rpynn nois3osateneid. Kpome toro, 3JIAP CAIIEPMOH XpaHUT 31€KTpOHHBIE
JIOKYMEHTHI B BUJI€ CIIELMAIBHOIO 3aKOAMPOBaHHOIO (aiina coocTBeHHOro opmara (Mmeradaii-
Ja) JUIs UCKJIIOUEHHS BO3MOKHOCTH HEMTPABOMOYHOI'O KOIMUPOBAHMS M MCIIOJIb30BAaHUS BCEH MH-
dopmaruu nian ee yactu. Bee 3T Mepbl U co31at0T HEOOXOIUMBIE YCIIOBHUS JUJISl HAI€KHOTO, 3a-
HIMIEHHOTO XPAHEHUS IEPCOHAJIBHBIX JaHHBIX COTPYAHUKOB KOMITaHUU.

Brenpenne pemenus «9JIEKTPOHHBIN apXHUB KaJIpPOBOTO AEIIONPOU3BOICTBAY» MO3BOJISIET
B CUMTAHHBIE CEKYHIbl HAXOJUTh HEOOXOIMMBIM JOKYMEHT, KOHTPOJIHPOBATH MPAaBUIBHOCTD
o opMIIEHHUS JIE]1 B PEKHUME PEATbHOTO BPEMEHHU U MPOBOJIUTH ayJIUT KaJpOBOM JOKYMEHTAIUHU B
yIaleHHbIX punmranax u noapasaeneHusx. Kpome toro, cucrema obecrieuuBaeT paboTy C TEKY-
IIMMH KaJIpOBBIMHU JIOKYMEHTaMHM, YTO OOJerdaer MpoLecc perucTpaluu KaapoBoil TOKyMeHTa-
LIMY, a 3a CYET MHTErPALlMU AIEKTPOHHOIO apXUBa C CYIIECTBYIOUIMMH KaJpPOBBIMU CUCTEMAMHU
aBTOMaTHU3upyercs paboTa Mo ydery u cOopy cratucTuueckod mHpopmanuu. Bee 310 B KOM-
IUIEKCE TO03BOJIET MOJHOCTHIO aBTOMATU3UPOBATh pabOTy KaJpOBHKOB, ONTUMH3UPYS TEM ca-
MBIM JI€SITEIbHOCTh KaJAPOBBIX MOAPa3AeIeHUN KOMITAHUH.

Vcnonb3oBaHue 3JIEKTPOHHOIO apXuBa B paboTe CIyXKObl yNpaBlIEHUS MEPCOHATIOM.
Kpome kaapoBOro MOKyMEHTAIMOHHOI'O y4eTa B IPOLECCE YIPABICHUS MEPCOHATIOM KPYIHBIX
OPEINPUSTHIA CO3/1aeTC MHOXKECTBO HE(hOPMAIM30BAHHBIX TOKYMEHTOB: TICUXOJOTHUECKUE Xa-
PAKTEPUCTUKHU COTPYIHUKOB, y4eOHblE MaTepHaibl, COLUOJOTHYECKUE OMPOCHI, PE3yJIbTaThl
OLIEHKU NMPO(eCcCHOHANBHBIX KaueCTB NepcoHana u Jp. Takue JOKYMEHTBI TaKKe MOXHO 3arpy-
3UTh B MJIEKTPOHHOE XPaHWINLIE.

129



CDA mno3BomnsieT (opMHUPOBATH €IWHBIC MAKETHl JOKYMEHTOB, CBSI3aHHBIX C OOYYCHHEM,
OILICHKOM, aTTecTaluell nepcoHana ajiasi JOKyMEHTallUOHHOTO 00OCHOBAaHUS MPUHATUS KaAPOBBIX
peLICHU.

PykoBonuTensM aenapTaMeHTOB, HaYallbHUKAM OTAEJIOB, CIEIHATUCTaM 10 O0YYeHHIO U
JPYT'MM YIOJHOMOYEHHBIM COTPYJHMKaM HACTPaWBAIOTCS MpaBa AOCTYNAa K MOJOOHBIM JIOKY-
MeHTaM B CDA 17151 COBMECTHOM C KaJpOBOH CITY»KO00M pabOThI 1O YIIPABICHHUIO ITEPCOHAIOM.

MaccoBas oun(ppoBKa JTOKyMEHTOB MPOUUIBIX JeT. s 3p(PEeKTUBHOTO HMCIOIB30BAHUS
CUCTEMBbI 3JIEKTPOHHOTO apXKUBa HEOOXOJUMO HAMOJIHUTh €ro CKaH-KOMHUSIMH OyMaXKHBIX KaJpo-
BBIX JOKYMEHTOB. MUHHMaIbHO HEOOXOAUMBINA 00BbEM JOKYMEHTALUH (TUIIBI, KOJIMYECTBO, CPOK
JABHOCTH) JJIs1 OM(POBKH OMpesenseTcs Ha dTane dKcrnepTu3bl. OH 3aBUCUT OT BHYTPEHHHX
noTpeOHOCTEH KaapOBOW CIY>KOBI, YACTOTHI 3alIPOCOB CIPABOK, BHITMCOK M KOMHUI JTOKyMEHTOB
u 1pyrux (akropoB. OTHOBPEMEHHO OIpeeseTCsl KOJMYEeCTBO UHIEKCUPYEMBIX MOJei, HeoO-
XOJUMBIX JUIs AP PEKTUBHOTO MOUCKA TAaHHBIX. TakuM 00pa3oM, MOXKHO ONTHMU3UPOBATH 00Be-
MBI, CPOKH ¥ CTOMMOCTH BBITIOJIHEHUSI paOboT MO OU(pPOBKE, a TAKXKE ONPEACTUTh 0UEPEAHOCTh
CKaHHUPYEMBIX JOKYMEHTOB U €.

PaGoThl M0 MaccoBOMY CKaHMpPOBAHUIO apXvBa OyMa)KHBIX JOKYMEHTOB MOTYT BBINOJ-
HATBHCS Ha MPOU3BOJICTBEHHBIX MIomaakax Kopnopauuu nin Ha Teppuropun 3akazuuka. B mo-
CJIETHEM Cllydae UCTIOIb3YIOTCS MOOMIIbHBIC OpUTaibl CIIEUATNCTOB N0 CKAHUPOBAHHUIO.

Bce paboThl BHIMOMHSET BHICOKOKBATH(HIMPOBAHHBINA NEPCOHANT 10 CHEIHATH3HPOBAH-
HBIM TEXHOJIOTHSIM. B 4acTHOCTH, MPUMEHSIOTCS TEXHOJOTUHU IO 3aIIUTe MEePCOHATBHBIX J1aH-
HbIX. Hanpumep, Ha 3Tarne WHASKCHPOBAHUS M300pakeHUE Pa3/eNsieTcsl Ha YacTh U (parMeHTHI
C JaHHBIMU OJHOTO TuMa (dhaMuIuK, UMEHa, TACTIOPTHBIC JaHHBIC WM Ap.) MPUXOIAT 1 00pa-
0O0TKM OIHOMY OIIE€paTopy, JaHHbIE JPYTroro TUMA — K ApyroMy. Takum oOpa3om, HUKTO HE BU-
JUT LIETTIOCTHYIO MH(POPMAIIMOHHYIO KapTUHY 00padaThIBa€MOT0 TIOKYMEHTA.

0, !

@ Visanos I
g ' Nerpos ! :
|= : Kysneuos .

rw Nt Cavmrnn ) r.p.
Nt Qavmrnn Ars r.p ) '
!

' 1964 1lu
! Heanoe Heax 1964 s How 1564

{ ' 1972 1 LITAE Netpos Netp 1972
2 Jlempos Jlemp 1972 ! 1N

' 1988 | 3 | Kyaneuos Cepreit | 1988
I Kysueyos (Cepzei 1988 :

Hean '

,  Nemp -

) Ccpf ot |

Bricokoe kauecTBO pe3yibTaToB pabOT JAOCTHTAETCS 32 CYET MHOTOCTYIEHYATOU CHCTe-
MBI KOHTPOJISI KaueCcTBa M CHELMAIbHBIX TeXHOoJIorui. Hanpumep, nmpu pydHOM pacro3HaBaHUU
JIOKYMEHTOB OJTHO M300pa)KeHUE MPUXOIUT Ha 00pabOTKy ABYM OmepaTopaM, a KOHTPOIUPYIO-
mrast nporpaMMa CpaBHI/IBaeT BBCIACHHBIC MU HAHHBIC. B cnyqae paCXO)K}IeHI/ISI HpaBI/IJ'II)HOCTI)
JTAHHBIX TIOJTBEPKIaeT BEICOKOKBAIN(DUIIUPOBAHHBIN COTPYAHHUK.

B pesynbpraTe mMaccoBoi OmUGPOBKUA MOJYYAETCs JIECKTPOHHBIM MH(DOPMAIMOHHBIA pe-
cypc (CKaH-KONUHU JOKYMEHTOB U MHJIEKCHAs 0a3a), TOTOBBIM K 3arpy3Ke B 3JIEKTPOHHOE XpaHH-
JIALIIE.

[lepcnekTHBBI pa3BUTHs pelieHus. MoaepHHU3alys U MacIITaOUPOBAHUE PELICHUS OCY-
HIECTBIISIETCSI C POCTOM MPEANPUsATHs, ¢ BBeAeHueM OOIero mneHTpa oopaboTKH KaapoOBOH 10-
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KyMEHTalMK (HaNpUMep, UIsl TEPPUTOPUAIBHO PACIPEAEICHHBIX U XOJAUHIOBBIX CTPYKTYP),
JUI XpaHEHUs JOKYMEHTOB APYruX ciyk0 opraHuzanuu (Oyxraiarepusi, JOrOBOPHOW OTAEI,
NOJpa3ieNieH s, 00eCeUunBaIOINe OCHOBHBIE OM3HEC-TIPOLIECCHI U T.JI.).

ITo 3anpocy 3aka3zurka BO3MOKHA pa3pabOTKa aBTOMAaTU3MPOBaHHBIX cucteM st HR-
IPOIIECCOB 10I00pa, aTTecTaluu, 00y4YeHHUs IepcoHaa Ha rmiatdopMe 3JIeKTPOHHOTO apXHBa.

[Ipeumyiecrna:

. [ToBbrimenue 3¢ ¢heKTUBHOCTH pabOTHI KaJPOBOi CIyKOBI 32 CUET COKpAICHUS
BpeMeHU 00pabOTKH KaJpOoBO HHGOPMAIIMK B CHIDKCHHSI 00beMa OYMa)KHOTO JOKYMEHT0000-
pora.

. CHmkeHre Harpy3kd Ha MpouibHBIX criennanuctoB HR-moapasnenenmii.

. BrICTpBIii MOMCK TOKYMEHTOB IO JI00bIM aTpubyTam (TabenbHblii Homep, PO
COTPY/AHUKA, OApa3esieHe, TUIl JOKYMEHTa, BDEMEHHOM MEpUO U IpyTue) U B pexXUMe MOJI-
HOTEKCTOBOT'O IMOUCKA, (POPMUPOBAHHE U ME€YaTh NOJOOPKH KaJPOBBIX JIOKYMEHTOB.

. JloiaroBpeMeHHOE XpaHEHHE IEKTPOHHBIX JJOKYMEHTOB B TE€YEHHUE CPOKOB,
IIPEyCMOTPEHHBIX 3aKOHOAATEIbCTBOM, C aBTOMAaTHYECKUM YBEJOMIIEHUEM OTBETCTBEHHBIX CO-
TPYAHUKOB 00 UCTEUEHUH CPOKOB XPaHEHHUS.

. ObecrnieueHue 3alIUThl IEPCOHATBHBIX IaHHBIX 3a CUET IPOIPAMMHOTO OTpaHU-
YeHUs J0CTyNa K HUM, HAaCTPOMKH IPaB M0JIb30BaTEIeH, MCII0JIb30BaHUS ClIEUATU3UPOBAHHOIO
MOAYJIS 3aIUIICHHON MeYaTu.

. CHuXeHue pUCKOB IOPYU U YTEPH OPUTHMHAIIOB KaJPOBBIX JOKYMEHTOB.

. CoxkpalieHne 3aTpar Ha CoJIep)KaHue apXuBa OyMakHOH KaJpoBOM IOKyMEHTa-
LUH.

Peanuzosannvie npoexmeul.

CucreMa aBTOMATH3AIUM JIeITEJILHOCTH apXuBoB YensiOMHCKOM 00J1acTH

I'YV «O0bveauHeHHbIl rocyaapcTBeHHbIN apxuB Yensounckoit odbnactu» (OI'AYO) — ca-
MO€ KPYIHOE yUpexJIeHue apXUBHOU CIyXObl peruoHa, B KOTOPOM XpaHUTcs Oosiee 2 MIIH e,
B TOM 4Hciie 0co0o neHHbix. B ctpykrypy OT'AYO Bxoasat 10 oTaenoB u 6 ceKTopoB, COXpaH-
HOCTb M UCIOJIb30BaHUE JOKYMEHTOB obecreunBatoT 120 coTpyIHUKOB.

[IpaButenscTBOM YensiOnHckol 06acTi Oblia MOCTaBjIeHA 3a7ada — 00eCceyuTh Mpeio-
CTaBJIEHHE B KpaT4ailre CpoKHu HeoOXoauMoil apxuBHOU nHpopmaruu s nepexona OI'B Ha
OKa3aHHE rOCYJapCTBEHHBIX YCIYT B AJEKTPOHHOM BUJE. DTO MO3BOJIMIO BO30OHOBUTH PabOThI
1o co3zanuto EquHol nHpopMaIioHHO-TIOMCKOBON CHUCTEMBI apXUBOB YesssOMHCKOM 00J1acTH.

TpebGoBanoch 0OeCIEYUTh:

a) BO3MOKHOCTh yAanieHHOH nofauun ooparmienuss B OI'AYO u KOHTpoJIs Hall XOJ0M U pe-
3y/lbTaTaMU €ro MCIOJHEHHUs JUIsi 00paboTKU COIMalIbHO-TIPAaBOBBIX 3anpocoB YII®P, opranu-
3aluil ¥ rpax/iaH;

0) BO3MOXXHOCTH yJIaJIEHHON pabOTHI ¢ IOKYMEHTaMU M3 cocTaBa (OHA MOJIb30BAaHUS HA
IIEKTPOHHBIX HOCUTEISAX JUIsl 3aPETUCTPUPOBAHHBIX M0JIb30BATENEH YUTAILHOTO 3aJ1a apXUBa;

B) NOIMOJHEHHE CYIIECTBYIOIIEH HHPOPMAIIMOHHO-TIOMCKOBOM 0a3bl apxuBa U (oHaa
I10JIb30BAHNUS HA 3JIEKTPOHHBIX HOCUTENSX IEKTPOHHBIMU KOMMSMH JOKYMEHTOB apXH1Ba.

Jlnia pemeHus 3Tux 3a1a4 Obuto pemieHo nposectu oOHoBieHne AVIC APXUB ¢ nobas-
JIeHHeM U JopaOOTKON TUITOBBIX MOJIyJIEH U peanu3anueil web-cepBHCOB.

Pemenue. Ha nepsom stane B pamkax 'K NeO1.K ot 11.07.2011 6bl1a ycneniso perieHa
3aja4a ONepaTUBHON OTPabOTKH COILMAIBLHO-TIPABOBBIX 3ampocoB. Kpome Toro, 6bu1 pacimpex
CIIMCOK TEMAaTHYECKUX Pa3fesioB IEKTPOHHOTO XpaHWINIIA U J0OaBIEHbI HOBBIE MOJISL B CTPYK-
Typy 6a3bl JaHHBIX JUIS HHAEKCALIUU IOKYMEHTOB JIOPEBOJIIOLIMOHHOTO MEPUOJIA.

B HacTosA1uit MOMEHT NMPOIOJKAIOTCS pabOThI M0 PacCIIUPEHUI0 (GYHKIIMOHAIBHBIX BO3-
moxHocTel cuctembl AVUC APXUB nnst o0ciyXuBaHUS yaalleHHBIX TOjb3oBaTesell. Bropsim
ATaroM 3arianupoBaHo cosnanue B 2012 roxy MHTEpHET-IOpTaia apXUBHOM CITY>KOBI 00J1acTH
U 3aBEpIICHHE TEKYIIUX pabOT MO OOHOBIICHHUIO CYIIECTBYIOIIUX M BKIIOUEHHIO B COCTAB CUCTE-
MBI JIOMOJHUTENBHBIX MoayJsel. CorigacHO NMpeabsBIEHHBIM TPeOOBAHMSAM, TEXHOJIOIMYECKas
ApXUTEKTypa CUCTEMBI TIO3BOJIHUT 00ECIIEYUTh COBMECTUMOCTH C HH(OPMAIIMOHHBIMU CHCTEMaMHU
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TrOCYJapCTBEHHOIO CEKTOPA U Pa3jIU4HBIX BEJOMCTB 3a CUET HCIIOJIb30BAaHUS OTKPBITHIX CTaH-
JapTOB B3aUMOJACHUCTBHS.

Pesynbprarel. Komiuieke pean3yeMsIx MEPONIPUATUN ITO3BOJIUT:

1. OObecneunTh IpakJjaHaM U OpPraHU3aLUsAM BO3MOXKHOCTH B IOJIHOM Mepe peanu-
30BaTh CBOM IIpaBa Ha MOJy4eHHE WH(POpPMAIMHU, COACpXKAaleics B apXMBHBIX JOKYMEHTaX
OI'AY4O.

2. [ToBbicUTh 3()(HEKTUBHOCTH ACATEIBHOCTH APXUBA MO YIPABJICHUIO U MPEIOCTAB-
JCHUIO T0cTyNa K (oHAaM B OyMa)KHOM M DJICKTPOHHOM BHJIE.

3. [ToBBICHTH OIEPATUBHOCTH O0OPAOOTKH MOCTYMAIOUIMX COIMAIHHO-TIPABOBBIX 3a-
IPOCOB.

4. CHU3UTH HATPY3Ky Ha COTPYTHUKOB 32 CYET aBTOMATHU3ALUU THUIIOBBIX apXUBHBIX
poLeayp.

Taxxe peann3oBanbl IpoekThl B opranax 3AI'C.

JuextponHbiii apxuB 3AI'C Kajnnunrpaackoii odactu

3AI'C (ArenrctBo) KamuHuHrpaackoit oOJacTH SIBISETCS UCHOJHUTEIBHBIM OpPraHOM
rOCyJapCTBEHHON BJIACTH, OCYLIECTBISIOIIMM (YHKLIUU OpPraHU3alMy JAEATEIbHOCTH I10 rocy-
JIAPCTBEHHOM PErUCTPALMM AKTOB T'PAXKIAHCKOI'O COCTOSHMS Ha TeppuTOopuu KanmHuHIrpaackou
oOnacty, cnenyaibHble QYHKIIMM B YCTAHOBJICHHOM cdepe AeATeIbHOCTH U KOOPAUHUPYIOILUM
nestenbHOCTh 25 otaenoB 3AI'C ropona KanuHuHTpas 1 MyHHIMTIAIBHBIX 00pa3oBaHuil 0Oma-
CTH.

C momenTa obpazoBanus Kanununrpanackoi oonactu (KO) B 1946 rony apxuBbl OpraHon
3AI'C Hakonuimu 6osee 9000 aKTOBBIX KHHI, IIPU 3TOM B YUETHYIO CHCTEMY BHECEHBI CBEIEHUS
00 aKTax rpa’KJaHCKOro COCTOSIHMSI HauMHas ¢ MOMeHTa e€ BHeapeHus — B 2004 roay. 3amnucu ¢
1946 mo 2003 romsl (OKOJO 2 MIIH. 3amHUCeil) MPECTAaBICHBI TOJBKO B OyMa)KHOM BHJIE.
C uenplo aBTOMaTH3allMd OCHOBHOM JieATenbHOCTH AreHTcTBa U oTaenoB 3AI'C, mepexona Ha
OKa3aHHeE TOCYJapCTBEHHBIX YCIYT B 3JIEKTPOHHOM BUJE, & TAKXKE JJIS TIOBBILIEHHS] COXPAHHOCTU
JIOKYMEHTOB Ha OyMakHbIX HOcuTensax, lIpaBurenscrBom KanumuHuurpagckoit obmactu ObLIO
IPUHATO perieHue o0 onM(pPOBKE JOKYMEHTAIBHOrO ()OHJA MO PEruCTpallMM aKTOB TpakKiaH-
CKOT'O COCTOSIHUSI U CO3JJaHHIO €AMHOM MOMCKOBO-CIIPABOYHON CHUCTEMBI «DJIEKTPOHHBIN apXuB
3AI'C» KanuHuHrpaackoit o6aacTy.

Pemenue. Ha nepBom stane B 3AI'C (ArentctBe) KanunuHrpaackoit obnactu ObLT pas-
BEPHYT NMPOrpaMMHBIN KOMILIEKC B BUJIE MaKeTa CUCTEMBI U C(HOPMHUPOBAH TECTOBBIHM 3JIEKTPOH-
HbI MH(pOpMalMOHHBIA pecypc B oObeme 20 Thic. 3amuceil. B kaxnom otnene 3AI'C KO
HACTPOEHO KIMEHTCKOE MPUIJIOKEHNE AJIs yJAJIEHHOTO JTOCTYIA K JIEKTPOHHOMY apXHBY.

Jlia opraHu3anmy 3J€KTPOHHOTO apXuBa ObUIO pemieHo ucnoib3oBaTh ECM-cucremy
CAIIEPUOH. CAIIEPUOH otHocuTcs k cucremam kiacca ECM, npenHa3HauyeHHBIM IS Opra-
HU3ALMU U YOpPaBIEHUS JEKTPOHHBIMU pecypcamMu JI00Oi CI0XKHOCTH, U 00JagaeT HabopoMm
BCTPOEHHBIX (PYHKIIMOHATIBHBIX BO3MOXHOCTEH, HEOOXO0IMMBIX I opranuzanun DA 3AIC:

1. XpaHEHHUe JOKYMEHTOB B BH/JIE 3aKOJJUPOBAHHOTO MeTadaiina, He JOMyCKaloIIero
(parMeHTapHOr0 KOMUPOBAHUS U HEPETIIAMEHTHPOBAHHOTO MTPOCMOTPa HHPOPMALINY;

2. pasrpaHuyeHHe JOCTYIa K XpaHUMbIM JIOKYMEHTAaM Ha ypOBHE I'pYIII, poJiei
I10JIB30BATEJEN U OTJIENBbHBIX N10JIb30BATENEH;

3. OTIepaTUBHBIN MOUCK XPAHSIIHUXCS B CUCTEME JIOKYMEHTOB, C BO3MOKHOCTBIO
(dbopMHpOBaHHUs TPOU3BOJIBHBIX MOJIOOPOK CBEIEHUI 00 aKTOBBIX 3aMUCIX WU SJIEKTPOHHBIX
KONUI TOKYMEHTOB IO KJIFOUEBBIM IMapaMeTpaM;

4. BO3MO>XHOCTb MHTETPALIUN JJIs1 JOCTYTA K 3JIEKTPOHHBIM KOIHUSAM aKTOBBIX 3aIlU-
ceil HeTmoCpeICTBEHHO U3 UHTepdeiica yueTHOMN cuCTeMBI;
o. IpsSMOE YIpaBJIEHUE CKAHUPYIOIIUM 000PY0BaHUEM JUIsI aBTOMAaTHYECKOTO

HAIOJTHEHHUS XPAaHHJIHIIA HJICKTPOHHBIMU KOIMSAMH JOKYMEHTOB, ITOCTYHNAIOIUMH C YYaCTKOB
oun(dpoBKH;

MOJIIEPXKKa BEPCHOHHOCTH, KOTa IIPY M3MEHEHHUH JOKYMEHTA WJIN JJAHHBIX OHH HE Tepe-
3aIMCBIBAIOTCS, a COXPAHACTCSA UX OUEPEHAs BEPCHUSI.
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o Nepegavano axry
OTRATCTREMMOMY
cotpyusy INAP

Ha BTOpOIi 9Tare B COOTBETCTBUU C IIENIEBO MTporpamMmoii «Pa3zButue nHhopMarmoHHOTO
obmectBa B Kanununrpanackoit oonactu Ha 2011-2014 ronei», 6su10 pemeno B 2012 roay mpo-
BECTH CKAaHMpOBaHME BCEro oobeMa akToBbIX 3amuceil 3a 1946-2003 roxapl U NPOUHIEKCHPOBATH
(co3aaTh 3MEKTPOHHbIE KApTOUKH) TecToBbI MaccuB otaena 3AI'C I'yppeBCKOro MyHULIMIANTb-
HOT'O paioHa.

Jlnst moloOHBIX 3amuceil ObUIO PElIeHO BOCIOJIb30BaThCsl BCTPOCHHBIM B cucteMy CA-
[NEPUOH mexaHu3mMoM BEpCHOHHOCTH, KOTJ[a OJTHOM aKTOBOW 3aIIMCH CTaBUTCSI B COOTBETCTBUE
HECKOJIBKO BEPCHH YYETHOW KapTOYKH, C BO3MOYKHOCTH IIOMCKA IO KaXJOH M3 HUX OJHOBpE-
MeHHO. [lonyyeHHbIi MHPOPMALIMOHHBIM pecypc, COCTOAILIUI U3 AJIEKTPOHHBIX 00pa3oB JOKY-
MEHTOB U CTPOr0 COOTBETCTBYIOIIMX MM YYETHBIX KapTOYEK, 3arpyeH B MAaKET IOMCKOBO-
CIpaBOYHOMN cucTeMbl «neKTpoHHbIN apxuB 3AI'C» KannuuHrpaackoit obnactu.

Ha tperbem stane, B 2013 roay, Hadanack paborta 1no popMHUpOBaHUIO €JUHOrO UHDOP-
maronHoro pecypca 3AI'C (ArentcrBa) Kanununrpaackoit oomactu. Ilocie Toro kak enuHbIN
pecypc 3AI'C KO Oyner copmMupoBaH u 3arpykeH B cUCTEMY, «DNEeKTpOoHHBINH apxuB 3ATC»
KO Oyner nepeBesieH B CTaJMIO MPOMBINIJICHHOMN AKCIUTyaTallii, U CMOXET B TOJIHOW Mepe pea-
JIM30BaTh CBOE NpeaHazHaueHue. Kpome Toro, B paMkax TPETHETO ATana INIAHUPYETCS IPOBECTU
uHTerpanuio dnekrponHoro apxusa ¢ MAMC 3AI'C Bo Bcex Teppuropuaibibix otnenax 3AIC
KO nst 60onpiero yo0cTBa HCIONB30BaHMS M COKpAILEHUs] BpeMEHH Ha MOUCK TpeOyeMoi 1H-
dbopmariuu.

Pesynprarel. KanuauHrpazackas o0nacTe craja IMEpBBIM PETHOHOM, PEaTU30BaBIIUM
IIPOEKT MO MEPEeBOAY B 3JIEKTPOHHBIN BUJA BCEro BocTpeOoBaHHOrO (hoHAa 3amuceil 00 akTax
IPaKAaHCKOTO COCTOSIHUS.

O6nacTh yXe Moxy4yusia B 3JIEKTPOHHOM BHJE€ OJMH M3 Hanbosiee COLMaIbHO 3HAYMMBIX
JIOKYMEHTHBIX pecypcoB, a k koHIy 2013 roaa, Giarojapsi U3BJIE€UEHUIO 3HAUUMBIX CBEACHUHN U
HAIIOJTHEHUIO CHUCTEMBI JIEKTPOHHOTO apXHBa, CMOXKET 00eCTeYUTh MOJHOLIEHHBIN mepexo] Ha
npenocrasienue ycayr 3AI'C B anekTpoHHOM Buje U uHTerpupoBaTh opranbl 3AI'C B undpa-
CTPYKTYpPY MEKBEJOMCTBEHHOI'O JJIEKTPOHHOI'O B3aUMOACHCTBHSI.

Takum o0pa3zoMm, coznanue DnekrpoHHoro apxusa 3AI'C Kamununrpanckoi obGmactu
MIO3BOJIUJIO:

1. co3/1aTh €IMHOE MH(OpPMAIMOHHOE MPOCTPAHCTBA JUIsl BBOJA, XPAaHEHUS U HC-
MI0JIb30BAaHMUS 3JICKTPOHHBIX JOKYMEHTOB M CBEIEHUI 00 aKkTaxX rpa)xaaHckoro coctosHus Kamu-
HUHTPAJICKOH 00J1acTH;
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2. COKPATUTh CPOKU MPEIOCTaBICHUS YCIYT B chepe rocyqapCcTBEHHOH perucrpa-
mun AI'C 1 0TpabOTKH MEXBEIOMCTBEHHBIX 3aIIPOCOB 33 CUET IEPEBOJa B JICKTPOHHBIN BUJI
BCEro BocTpeOOBaHHOTO ()OH/IA AKTOBBIX 3allMCEH W 0OECIeUeHUsS] OTIEPAaTUBHOTO PETIaMEHTH-
POBaHHOTO JIOCTYIA COTPYIHUKOB TEPPUTOPHAIBHBIX OT/AeI0B U ArentctBa 3AI'C k monydeH-
HOMY UH(GOPMAITMOHHOMY PECYPCY;

3. o0ecrnevynTh CUCTEeMATHU3AlHIO U JIOJITOBPEMEHHOE XPAHEHUE JIEKTPOHHBIX JI0KY-
MEHTOB U JaHHBIX;
4. MUHUMU3HUPOBATH YUCIIO 3alIPOCOB K OYMa)>KHOMY apXUBY U CHU3UTh TaKUM 0Opa-

30M PUCKU TOPYM M YTpaThl OYMa)KHBIX JTOKYMEHTOB, 32 CUET HCIIOJIB30BAHUSA U OOpaIICHUs
IPEUMYIIECTBEHHO K 3JIEKTPOHHBIM 00pa3aM aKTOBBIX 3alMCcel;

S. IIOBBICUTh YPOBEHb KOHTPOJIS W ayJWTa KaK BHYTPEHHEH NEATEIbHOCTH, TAK U
IIPEIOCTABIICHUS TOCYAAPCTBEHHBIX YCIYT U MEKBEJIOMCTBEHHOI'O B3aUMOJICHCTBUS, U MUHUMH-
3UpOBaTh, TAKUM 00pa3oM, pUCKHU HEHUCIIOJIHEHUS 3allpOCOB IPakJaH U OpraHU3alil B yCTaHOB-
JICHHBIE CPOKHU.

Enunas mHGOpMAanMOHHO-TIOMCKOBAS CHCTEMA rOCyJapCTBEHHbIX M MYHHIIMIIAJIb-
HbIX apxuBoB fImajio-HeHenkoro aBronomMmuoro okpyra (IHAQO)

Pa3zputue MHPOPMALMOHHOrO OOLIECTBA U MEPEXO0] Ha MPEAOCTaBlIEHHE rOCY1apCTBEH-
HBIX YCIYT B DJIEKTPOHHOM BHJE NMOTPEeOOBAIM BKIIOYCHHS apXHMBHBIX YUPESKICHUN B WH(Qpa-
CTPYKTYpPY PETMOHAJIBHBIX 3JIEKTPOHHBIX IPaBUTENbCTB. HapaBHe ¢ rocyaapcTBEHHBIMH apXH-
BaMH, 00JIAAAOMUMK OOJBIIMMHA MAaCCUBAMH MCTOPUYECKUX, COIUAIBLHO 3HAUYUMBIX JOKYMEH-
TOB U JIOKYMEHTOB I10 JJMYHOMY COCTaBy, 0c000€ BHUMAHUE YAEISIeTCS MyHHLIUIIAIbHBIM apXu-
BaM, XpaHSIIUM B CBOMX (DOHIAX JOKYMEHTHI IO OCHOBHOHM JESTEIFHOCTH OPraHOB MYHHIIH-
HaJIbHOW BJIACTH, CY€OHBIX OPraHOB, OOLECTBEHHBIX OPraHU3alUi, IPOMBIIUIEHHBIX, CEILCKO-
XO3SUCTBEHHBIX U MHBIX MPEANPUATHN, B TOM YKCJIE BOCTPEOOBAHHBIE MTPABOYCTAHABIINBAIOIINE
JIOKYMEHTbI MYHUILIUIIAJIUTETOB.

Ceronnst Han6omnee 3(p(HEeKTUBHBIM MTOAXO0JIOM K aBTOMATH3allUU ABJISETCS CO3JaHHE €/1U-
HOM, IEHTPaJIM30BaHHON CHCTEMBbl YIPABICHHUS apXUBHOM JIE€ATENBHOCThIO HA YPOBHE CYOBEKTa
P®. YkazanHas cucrema J0KHA 001a/1aTh BCEM HEOOXOAUMBIM (PYHKIIMOHAJIOM 10 aBTOMAaTH-
3alliU ApXUBHOM AEATENbHOCTH M BO3MOKHOCTBIO TMOKON HACTPOMKH Ui pElIeHUs UHIUBUAY-
aJIbHBIX 3a/1a4 KaXX/10T0 apXUBHOTO YUPEXKJICHUSI.

Jlns moBblieHUsT 3((EKTUBHOCTH TPOLIECCOB OCHOBHBIX HAIpPAaBICHUH NEATENbHOCTH
rOCy/IapCTBEHHBIX M MYHUIMIIAIBHBIX apXMUBOB, a TAK)KE MEPEX0/a Ha MPEIOCTABICHUE apXUB-
HBIX YCIIYT B DJIEKTPOHHOM BHJe, IIpaButensctBom fImano-HeHenkoro aBTOHOMHOIrO OKpyra
OBLJIO MPUHATO PELIEHHE O CO3/IaHUU €IuHOM MHpopMarmoHHO-TIouckoBoil cuctemsl (EUIIC),
oO0benuHsAIomeN B cBoeM KoHType CiyxOy 1o aenam apxuBoB, ['ocynapcrBennsiit apxus (I'A) u
apXUBbl MyHUIIMNIAIbHBIX 00pa3zoBanuii SHAO.

Pewmenue

1.Ha nepBom 3Tamne mocTpoeHHUsI €ANHON cHCTeMBbI ¢ moMoulpo Moayneit AUC DJIAP-
ApxuB OBUIM aBTOMAaTHU3MPOBaHBI NepBoouepeanble GyHKuUU CiayxObl MO JenaM apXUBOB U
INocynapcrBernoro apxua SHAO 1o ynpaBiieHHIO apXHUBHOU AESITEIBHOCTHIO, yueTy (GOHIAOB U
00CITy’)KHUBaHUIO TOJIb30BaTeNe B YUTATIBHBIX 3aJIax.

Jl71g BbIBE/IEHUSI CUCTEMBI B CTAJIMIO OMBITHOW 3KCIUTyaTally B He€ ObUIM UMIIOPTUPOBA-
Hbl Y4eTHO-apXHUBHbIC AaHHbIe U3 Beayueiics B 'A SHAO oGmeotpacneBoit B/l «ApxuBHbIi
dboHIY, a TakKe 3arpyXeH MepBoouepeHON MHGOPMAIMOHHBIA pecypc B coctaBe 340 apxuB-
HBIX JIeJ, TpeocTaBiaeHHbli Ciryx00ii 1o 1enaMm apxuBoB.

2. B 2012 rony noacucrema ['ocynapcrsennoro apxusa IHAO 0Oblia qomonHeHa Moay-
JIEM aBTOMAaTHU3allUU y4yeTa IpueMa U UCIIOJIHEHUS 3allpocoB U MoayieM B3aumonencteus ENUTIC
¢ [IK «ApxuBHBIN (HOHI», pEATU3YIONIUM JIBYXCTOPOHHUNA 0OMEH HH(POPMAIIHEH TT0 pyOpHKaM,
dboHIaM, OTTUCSAM U JIeTIaM.

bruta Beimosninena kouBepTauus u 3arpy3ka B EUTIC Bcex temarndeckux b/I, Benymuxcs
B 'A SIHAO. ITapamiensHo ObLTH MPOBEACHBI paObOTHI IO CO3AHHIO 3JIEKTPOHHOTO (POH/IA TOTb-
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30BaHUS MyTeM ONU(PPOBKH AOMONHUTENBHO 20 apxuBHBIX onuced u 6onee 1000 apXUBHBIX A€l
3a mepuon ¢ 1887 mo 2000 rozsl, Bkirovas 166 0co00 1EHHBIX J1e71.

OTaenpHBIM DJIEMEHTOM, OOECIICUMBAIOIINM TPEIOCTABIICHUE APXUBHBIX YCIYT B AJICK-
TPOHHOM BHJE, cTana noacucrema «MHTepHer-noprai». BKIIOYEHHBIH B €€ COCTaB MOJYJIb
«BupTyanbHbI YUTAIBHBIA 3a71» MPEJOCTABIISIET MIOJIB30BATEIAM BO3MOKHOCTH IIOMCKA IO aB-
tomarusupoBanHomy HCA apxuBoB u coctaBieHusi TpeOOBaHUI Ha AOCTYI K apXUBHBIM JOKY-
MEHTaM IocpeicTBOM cetu HTepHeT.

. B— AUNC
Crpykrypa EMIIC AHAO m SNAP-ApXUB
Cnyx6ano genamapxmeos “ﬁi“i?ﬁ‘;’ ’L“?‘:")“‘:‘“ —
HHAO ' MOQYAS -Omr'u»:»(.u'u'.wcc-u AOKYMENTALUMRS

o« Mmoayns «O6veanmenmsit HCA»

Noacucrema « Mureprer-noprans
O+ MOAYAS CBrOTYAALMHBIR UNTEABHMA JAAD
O~ MOZYAD CHMTEDHET-NPUEMMAR S

[OCYAAPCTBEHHBIN APXHB NoAcucrenms FocyAapcTIenNOrO 3piea
O+ MOKYAN XDANEWMA, BEOAS MHSODMAUMMK W ZOCTYNS
YNICTOR OPOPx M K MHQOPMILUNOMHOMY PeCYPCY
- YT Tr— O+ MOQYND AAMMHMLTRDVMDOSIHMA M JJn T
c Caanece NP O+ MOAYNS IBRTOMITHIILUNN AOATEALMOCTI WHTAALMOCO

ana

O« MOAYND BIAMMOALACTENA C BMOWMMMM CHETEMAMM

Noacucrema « Mynuymnassseiit apxme»

O~ MOZYAM XPINEHMA, BROSA MHSOPAMALMIK M JOCTYNA K
MM SOPMILMOMMOMY DECYPLY

O+ MOZYAD FAMMUMHCTRVMPOBIMMA M 32T

7 MYHHUUMNANBHBIX APXMBOS

7 YSaCTHOR O QP
L 2] Mo Case Aranet i
. 2 O« MOZYAS SRTOMATHIAUMM YNET NDNEMD

Cuamepon AP
‘ MENOAMEHMA 3ANPOCON

O+ MOAYAD ABTOMATHIALLM ACATEALHOCTI WHMTINDMOIO
an

O« MOZYNS BIdMMOSeRCTEVA ¢ NK sADxuaMei Sonar

3. OgnoBpemenHo ¢ 3TuM B 2012 roay JlenmaprameHT MHPOPMAIIMOHHBIX TEXHOJIOTUNA U
cBsa3u SAHAO npuctynun K peanu3aluy NpOEKTa M0 aBTOMAaTU3aluU MyHULUIIAIIBHBIX apXUBOB
1 noarotoBku ux K BkmodeHuo B EUTIC Coayx0bl 110 1e71aM apXHUBOB B COOTBETCTBHH C MEPO-
OpUATUAMH 11e1eBOi mporpammbl «Pa3BuTHe MHPOPMAIMOHHOTO OO0IecTBa U (HOpMUpPOBaHHE
anexkTpoHHoro npasutenscTBa AHAO Ha 2011-2013 rogsi».

C nenpio UCKITIOUEHHS 3aTpat, CBSA3aHHBIX C JOPAOOTKOH pa3ivyaromyuxcs aBTOMaTH3U-
POBaHHBIX CHUCTEM, a TaK)Ke OOecleueHusi B IMOCIEYIOIEM OIHO3HAUYHON COBMECTHMMOCTH C
EUTIC, Ob110 MpUHATO pelieHre pa3padoTaTh THUIIOBYIO MoACUCTEMY «MyHUIMTATBHBINA apXUB»
Ha ocHoBe moaynei AUC DJIAP-Apxus. B cooTBeTcTBHM € rocylIapCTBEHHBIM KOHTPAKTOM,
pa3paboTaHHas mojcHcTeMa OblIa YCTaHOBIIEHA B 7-MU MYHHUIMIAJIBHBIX apXUBaX M apXUBHBIX
otaenax mynurunanureros SHAO.

Kaxp1if MyHUIIUIIATBHBIN apXUB MOJYYHSI CBOIO, aBTOHOMHYIO MH()OPMAIIMOHHYIO CH-
CTEMY, MTO3BOJIMBIILYIO CO3/1aBaTh U yNpaBiATh aBToMaru3supoBaHHblM HCA no noxymeHnram ap-
XUBAa, BECTHU y4eT IOCTYIUICHUs 3allPOCOB I10JIb30BATEIEH U UCIIOJIHATh UX B 3JIEKTPOHHOM BHJE,
HOTIOJIHATH 3JIEKTPOHHBIA (DOH]| MMOJIB30BAHUS U HMCIIOJIB30BaTh JTOKYMEHTHI M3 €r0 COCTaBa, B
TOM YHCJI€ PEaH30BaTh OOCTYKUBAHHE MOJIH30BATEICH B UNTAIILHOM 3aJIe.
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[IpenmymectBa. [IpuMeHEeHHEe KOHUENUIMHU LIEHTPAIM30BAHHONM aBTOMATH3aLlMU apXHB-
HBIX y4pexJIeHUi cyObekta PD ¢ ucnonp30BaHMEM TUIOBBIX MOJYJEH crienuaIu3MpOBAHHOTO
nporpamMmmHoro npoaykra AUC DJIAP-ApxuB 1o3BOJIIET MONYYHUTH PsAJl 3HAUYUMBIX IPEUMY-
IIECTB:

a) TMOBBICUTH 3(PPEKTUBHOCTH AestenbHOCTH Ciy’)kObl TO JlenaM apxuBoB, [ocymap-
CTBEHHBIX M MYHUIUNAJIbHBIX aPXHBOB PErMOHA MO yJOBJIETBOPEHUIO NOTPEOHOCTEH MOJIB30Ba-
TeJIeH B PETPOCHEKTUBHON apXWBHOW MH(POPMALIUH, B TOM YHCIIE MOCPEACTBOM aBTOMATH3AIUU
PYTHUHHBIX IIPOLECCOB U IIPOLEAYP apXUBHOM NEATEIbHOCTH;

0) MOBBICUTH KAYECTBO MPENOCTABISIEMbIX YUPEKICHUAMU apXUBHOU CIYKOBI YCIIYT 3a
CYeT CO3JAHMS U HAIOJHEHHUS aBTOMAaTU3MPOBAHHOIO HAYYHO-CIIPABOYHOIO aImapara 1o JOKy-
MEHTaM apXUBOB, COKpAILIEHHUS CPOKOB MCIIOJIHEHUS OOpalleHUM TpakJaH W OpraHu3auui, a
TaK)Ke NPEAOCTaBICHUs I'PaXKJAaHaM BO3MOKHOCTH JOCTyNa K TOCYJapCTBEHHBIM M MYHULIH-
NaJbHBIM yCIyram uepes cetb VIHTepHeT;

B) 00ecreynTh BO3MOXKHOCTh LIEHTPAJIM30BAHHOI'O Pa3BUTUS U MOJEPHHU3ALMH CUCTEMbI
IIPU U3MEHEHUH HOPMATUBHOT'O PETYJINPOBAHUS I€ATEIbHOCTH;

I') HOBBICUTH 3((EKTUBHOCTh PabOThl DKCIIEPTHO-IIPOBEPOYHON KOMUCCUM U IPEOCTa-
BUTb BO3MOKHOCTbh aBTOMATHU3HPOBAHO, B PEXKUME PEAJILHOTO BPEMEHHU OTCIIEKHUBATh [10OKa3aTe-
JM JIeATeIbHOCTH apXMBOB U (OPMHPOBATH OTYETHO-CTATUCTUYECKYIO JOKYMEHTAIUMI0 B pa3-
JMYHBIX pa3pesax;

1) 00ecreyuTh COXPaHHOCTh 0CO00 IIEHHbIX, YHUKAIBbHBIX U Hanbojee BOCTPeOOBaHHBIX
JOKYMEHTOB 32 CUET U3BATHS UX U3 000pOTa ¥ CO3JaHUS DIIEKTPOHHOTO (POHIA MOTH30BAHMUS.

Pesynprarel. Ycnemnas peanu3zanus npoekto CiyxObl 1o nenam apxuBoB u [lemapra-
MeHTa MHPOPMALMOHHBIX TexHOoiorui u cBs3u IHAO mo3Bonmia:

B nonHo#t Mepe aBTOMaTH3UPOBaTh NPOLIECCHl apXUBHOM AesTenbHocTH CiykObl 1o jae-
nam apxuBoB U ['ocymapctBenHoro apxuBa SIHAO, obecrneunTh MpenocTaBiICHHE apXUBHBIX
YCIIYT B DJIEKTPOHHOM BHJIE KaK B YacCTH MCIIOJIHEHHUS 3alpOCOB IOJIb30BaTENEH, TaK U B 4aCTU
IPeIOCTaBIIEHUs AOCTyMa K (GoHAaM U oOCIyKMBaHUS MOJIb30BaTeNIel MOCPEICTBOM BUPTYallb-
HOT'O YNTAJIBHOTO 3aJa.

B nonHoit Mmepe aBTomMaTH3nMpoBaTh 7 MyHUIMNAIbHBIX apxuBoB AHAO c npumeHeHnem
TUIIOBBIX Monyined nporpammHoro mnpoaykra AUC DJIAP-ApxuB, B TOM 4HCIlle pealn30BaTh
(G yHKIIMOHAJ UCTIOIIHEHHUS 3alIPOCOB U 00CITY>)KMBAaHMSI T10JIb30BATENEH B UNTAIIBLHOM 3aJI€.

Hanonuute aBromatusupoBaHHbli HCA u co3aare 31eKTpOHHBIA (OHA MOIBb30BaHUSA
['ocynapcTBeHHOro 1 MyHununaibHbix apxuBoB IHAO, a Takxe oOecrneyuTh €ro COTpYAHUKOB
IPOTPaMMHBIMU U TEXHUYECKHMHU CPEJCTBAMU JJISI CAMOCTOSITEIbHOM OLU(PPOBKU (POHIOB.
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