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Jluer akTyaauzanuu padoveii nporpaMmbl

Pa6ouas nporpamMma IepecMoTpeHa, obcyxkiena u onobpena Juts peanmsanun B 2020 - 2021
yae6HOM rojty Ha 3acenanuu kapenpsr Ilegarorndgeckoro 06pa3oBanus H J0KYMEHTOBEICHH

Ne 1
C.C. BenukanoBa

ITporokon ot 03
3as. kadenpoi

vV
PaGouasi mporpamMma IepecMoTpeHa, o6cyskiena u ogobpena Juis peamusanuy B 2021 - 2022
yueGHOM rojty Ha 3aceianuy Kapeaps! Ilenarornueckoro 06pazoBaHus U JOKYMEHTOBEICHHSA

[Tporokom or 20 r. Ne
3aB. kadenpoit C.C. Benukanosa

2 P

Pa6ouas nporpaMma nepecMoTpeHna, 06cyxk/ena i onodpena juis peanusanuu B 2022 - 2023
yue6GHOM rojty Ha 3aceanuu Kapenpsr Ilenarornyeckoro 06pa3oBaHus U JOKYMEHTOBEICHH

[Tporokom or 20 r. Ne
3as. kadenpoi C.C. Bennkanosa

Pa6ouas nporpaMma nepecMoTpeHa, 06¢yxk/eHa i oxodpena juis peanusamuu B 2023 - 2024
yueGHOM rojty Ha 3acenanuu kadenps: Ilegarornyeckoro o6pa3oBaHus U JOKYMEHTOBEICHHS

ITpotokom ot 20 r. Ne
3as. kadenpoit C.C. Benmkanosa

PaGouas nmporpamMma rnepecMoTpeHa, 06cyskieHa u ono0opena uis peanusaiuu B 2024 - 2025
yue6HOM rojty Ha 3acenanuy kadenpsr Ilenaroruyeckoro 06pa3oBaHus U 10KYMEHTOBEICHHS

ITpotokonm or 20 r. Ne
3as. xadenpoit C.C. Benukanosa




1 Iles1u ocBOEHUS TN CHMILTHHBI (MOYJI51)

[enstMu 0CBOEHUS TUCHUIUTMHBI (MOIYJIs1) « APXUBBI IO JIMYHOMY COCTaBY» SIBIISIIOTCS:

paccMOTpeHue BOITPOCOB odopmiIeHUS OpraHU3aIMOHHO - KaJIpOBOM,
pacrnopsiAuTeNbHONW, HWH-(POPMAILIMOHHO-CIIPABOYHOM JOKYMEHTAallMd M JOKYMEHTAluu IO
JUYHOMY COCTaBy B TECHOW CBSI3U C U3JOKEHHUEM PEKOMEHIAIUH 1o mepexoay padoThl
KaJIpOBBIX CIYXO OT TPaJIULIUOHHBIX (OPM K COBPEMEHHOI crcTeMe yIpaBiIeHUS IEPCOHATIOM U
OCHOBaMHU TPYJIOBBIX OTHOIIEHUI paboTomaTtens U pabOTHUKA B COOTBETCTBUU C TPYAOBHIM
KoJiekcoM Poccuiickoit penepanun.

2 MecTo THCHUIIMHBI (MOYJISAA) B CTPYKTYpPe 00pa30oBaTe/IbHOI MporpaMMal

JucuuiuinHa ApXUBBI 10 JINYHOMY COCTaBY BXOJUT B BapUaTHUBHYIK 4YacTbh y4eOHOIro
IU1aHa 00pa30BaTEIbHOM IPOrPaMMBI.

Jis  u3ydeHWs  AMCUMIUIMHBL  HEOOXOAMMBI  3HaHMA  (YMEHHUs,  BIAJCHHS),
cOpMHUPOBAHHBIC B PE3Y/IBTATE U3YUCHHSI JUCITUTUTNH/ TPAKTUK:

OCHOBBI JOKyMEHTOBEACHUS

JloKyMeHTallMOHHOE 00€ecIedeHne ToCyJapCTBEHHOT0 yCTpoiicTBa B PO

OCHOBBI apXUBOBECHUS

Beenenue B mpodeccuto

CoBpeMeHHas OpraHu3alysi rocy1apCTBEHHbIX yupexxaeHui Poccun

JIoKyMeHTallMOHHOE 0OecrieueHre apXUBHOTI'0 Jiesia U HH(popMalMoHHOI cepbl B PO

[IpaBoBeneHue

JIoKyMeHTOBeIeHNE

MonenpoBaHue CUCTEM JOKYMEHTAIMU OpraHu3aluu

Kagposas nonutuka

JIOKyMEHTallMOHHOE 00ecrieueHue TPYI0BbIX OTHOLIECHUH B PD

JlokyMeHTalMoHHOE 00ecredeHne rpakJaHCKUX OTHOLIeHU B PD

JlokyMeHTalMoHHOE 00ecredeHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

KanpoBoe nenonponsBoacTBo

NHupopmaninoHHble TEXHOJIOTUH B JOKYMEHTOBEIEHUH U ApXUBHOM JIEjIe

HNudopmannonHoe odecrieyeHne ynpaBieHus

OO0paloTkH 1 3a1MTa JOKYMEHTUPOBAHHOM HH(pOpMalun

NHupopmalinoHHbIe pecypchl KaApOBOU CITyKObI

ApxuBoBeneHUE

3HaHus (YMEHUs], BIAJCHUS), TOJYYEHHbIE PU U3YYEHUU NAHHOW TUCIUIUIMHBEI OyIyT
HEOOXOAUMBI JUIsl U3yUSHUS U CHUIUTIH/TIPAKTHK:

IIpon3BOACTBEHHAS — IPEAAUIIIIOMHAs IPAKTUKA

IToaroroBka k cade u cjada rocyapCTBEHHOTO DK3aMEHa

[ToaroroBka K 3aIyMTe U 3alIUTa BBITYCKHOM KBaJIM(DUKAIIMOHHOW pabOThI

I'ocynapcTBeHHBIE, MyHUIUIIATIBHBIE U BEJOMCTBEHHBIEC aPXUBbI

JIOKyMEHTallMOHHOE  OOecliedeHHe YINpaBieHHs] Ha MNPEANPUATUAX  PA3ITUUYHBIX
OpraHU3aIMOHHO-TIPABOBBIX (hOpM

Opranuzanus paboThl ¢ 00paleHUSIMHU TPaXIaH

3 Komnerenuun odyuaromierocs, popMmupyemMbie B pe3y/ibTaTe 0CBOCHUS

AUCHUILIMHBI (MOAYJIS1) ¥ IIJIAHUPYeMble Pe3yJIbTAThl 00yUeHust

B pesynbrare OCBOEHHS IUCUMUIUIMHBI (MOAYNS) «ApPXUBBI 1O JMYHOMY COCTaBY»
oOyuaroImuiicst JoKeH 001a1aTh CIEAYOIIUMU KOMIETEHIIUSAMMU:



CTpyKTypHBII
3JEMEHT
KOMIIETEHIINH

[1nanupyemsble pe3yabTaThl 00yUeHHS

[TK-6 crmocoOHOCTHIO aHATTM3UPOBATh CUTYAIUIO HA PHIHKE WH(GOPMAIMOHHBIX MTPOYKTOB U
YCIIYT, 1aBaTh SKCIEPTHYIO OLIEHKY COBPEMEHHBIM CUCTEMAaM AJIEKTPOHHOTO JOKYMEHTO000pOoTa
Y BEJICHUS JIEKTPOHHOI0 apXH1Ba

3HaTh

(] OCHOBHBIE OIPE/ICICHHSI U TOHITHS HH()OPMAIIMOHHBIX MPOTYKTOB U
YCIIYT, SKCHepPTHOM orieHkH, CO ], 2JIeKTpOHHOTO apXuBa ;

[J OCHOBHBIE METO/IbI UCCIIEIOBAHUM, UCIIOIB3YEMBIX B YACTH apXHUBOB IO
JUYHOMY COCTaBY;

[J onpezesieHHsi OCHOBHBIX TMOHSATHM B YaCTH JOKYMEHTOB JINYHOTO,
Ha3bIBAET UX CTPYKTYpPHBIE XapaKTEPUCTUKU U CBONCTBA;

(] OCHOBHBIE MOHSATHUS U MPaBUJIa OPraHUu3anuy HHHOPMAITMOHHBIX
MPOAYKTOB U YCIYT, SKCIEPTHOM onleHku, CO ], 3JIeKTpOHHOTO apXuBa ;
(] onpeaesieHnst MPOIECCOB IKCIIEPTHAsS OIIEHKA, MH(DOPMAIMOHHBIX

IPOAYKTOB U YCIIYT;

YmMmern

[} BBIIENATH CTPYKTYPHBIE DJIEMEHTHI HH(OPMAIIMOHHBIX IPOJTYKTOB U
yCIyT, SKcepTHOH oueHku, COJI, 37IeKTpOHHOT0 apXuBa;

[] 00cyxmath criocoOb! 3PPEKTUBHOTO pereHus HH(HOPMAITHOHHBIX
IPOAYKTOB U YCIIYT, SKCHepTHas oueHka, CO /1, 31eKTpOHHBII apXuB;

[] pacrio3HaBaTh A3PPEKTHBHOE pelIeHNe OT HeAPPEKTHBHOTO;

(1 OOBSACHATH (BBISBISATH U CTPOUTH) TUIIMYHBIE MOJICIN MH()OPMAIIMOHHBIX
MIPOJYKTOB U YCIYT, 3KCHepTHOU onieHKH, CO/], 37€KTpOHHOr0 apXuBa;

(] NpUMEHSATh NOJTYYCHHbIC 3HAHUS B MPOPECCHOHATBHON NS TEIbHOCTH;
WCIOJIH30BATh MX HA MEXTUCIUITIAHAPHOM YPOBHE;

[l mpuoOpeTaTh 3HaHUsI B 00JaCTH TPYAOBOTO U aIMUHUCTPATUBHOI'O IIPABa;
[] KOPPEKTHO BBIpAXKaTh U apryMEHTHPOBAaHHO 00OCHOBBIBATH ITOJIOKEHUS
IIPEeIMETHOM 007acTH 3HAHMUS.




Brnaners [] mpaKTUYECKMMH HaBBbIKAMU MCIIOJIb30BaHMsI SJIEMEHTOB Ha JPYTUX
JTMCLUIUIMHAX, HAa 3aHATUIX B ayAUTOPUH U Ha MPAKTHKE;

[] cnocoGamu JEMOHCTpAllMM YMEHUS aHAIU3UPOBATh CUTYALUIO ;

(] MeTo/1laMu IPOBEJEHUS 3KCepTHOU orieHKu, CO /1, 311€KTpOHHOTrO
apxuBa;

(] HaBBIKAMU ¥ METOJUKAMH 0000IICHNS PE3YIbTaTOB PEIICHUS,
9KCHEPUMEHTAIbHOM NeATEIbHOCTH;

[] cnoco0amu OIIEHWBAaHUS 3HAYUMOCTH U TPAKTUYECKON MPUTOTHOCTH
MIOJTyYEHHBIX PE3yJIbTaTOB;

(] BO3MOYHOCTBIO MEXAUCHUIUIMHAPHOTO IPUMEHEHUS TIOJTYYEHHBIX
3HaHUM B 4acTH 3KCNepTHOU onleHKH, COJ] U 3IIEKTPOHHOIO apXHBa;
[] OCHOBHBIMHM MeTOJaMU ucciieioBanus B o0iactu COJ1, 31eKTpOHHOT O
apXx¥Ba U MPAaKTUYECKUMHU YMEHUSMHU M HaBBIKAMH UX MCIIOJIb30BaHUS;

] OCHOBHBIMH METOJIaMH PELEHUs 3a]a4 B 00JIaCTH NIPOBEACHUS
sKcnepTHOM onleHku, COJ[ ¥ 3JIEKTPOHHOTO apXuBa ;

] mpodeccrOHAIBHBIM SI3BIKOM MPEIMETHOM 00J1acTH 3HaHUs OakanaBpa
JuA;

[] cnocoGamu COBEpIIEHCTBOBAHUS MPO(PECCUOHANBHBIX 3HAHUNA U YMEHUN
ITyTEM HCITOJIb30BaHMsI BO3MOKHOCTEH MH(OPMAIIMOHHOHN Cpeibl,
MH(GOPMALMOHHBIX IPOIYKTOB U YCIYT, 3KCcIepTHOM oneHku, COJ1,
AJIEKTPOHHOTO apXHBA.

[TK-8 crmocoOHOCThIO aHATTM3UPOBATH IIEHHOCTh JOKYMEHTOB C IEJIBI0 X XPaHCHUS

3HaTh - KpUTEPUH LICHHOCTU JOKYMEHTA;

YmeTh - KJ1accu(UIUPOBATh JOKYMEHTHI B 3aBUCIMOCTH OT CTETIEHH IIEHHOCTH
JI0-KyMEHTa

Bnanets -HaBbIKaMU IPOBEICHUS IKCIIEPTU3BI LIEHHOCTH JOKYMEHTA; HaBBIKAMU

oprann3alv XpaHCHUA JOKYMCHTOB C YUCTOM CTCIICHU UX ICHHOCTU

[TK-10 BnageHreM NpUHIIMIIAMA U METOJAMH CO3/IaHUS CIIPABOYHO-UH(GOPMAIIMOHHBIX CPEJICTB K
JIOKyMEHTaM

3HaThb - IPUHLUIIBI ¥ METO/IbI CO3/IaHUS CIIPABOYHO-NH(DOPMAIIMOHHBIX CPEJCTB

YMeTb - IPUMEHUTDH 3HAHUA O MPUHLMIIAX U METOAAX Ul CO3/1aHUs CIIPaBOYHO-
MH(OPMALIMOHHBIX CPEICTB K IOKYMEHTaM

Branets - HaBBIKOM CO3/1aHUs CIIPABOYHO- HH(POPMAITMOHHBIX CPEJICTB K
JOKyMEHTaM

[1K-21 BnajieHneM HaBBIKAMH COCTABJICHUS OTIMCEH JIeJI, TIOITOTOBKH JIeJT K TIepe/iadye B apXuB
OpraHu3alu, TOCYAAPCTBEHHBIN WM MYHULUIIAIBHBIN apXUB

3HaTh - [IpaBUJjia KJ'IaCCI/I(i)I/IKaHI/II/I APXUBHBIX JOKYMCHTOB C LCJIBIO COCTAaBJICHUS
OIMIMCHU ACT NOKYMCHTOB, IIpaBWJia MMOATOTOBKH ACJI JIA IEPCIavu B apXUB

YMers - IPOU3BECTH KiIaccu(UKaIMIO apXUBHBIX TIOKYMEHTOB, O(pOPMUTH OITUCHh
JieJ1 TOKYMEHTOB; ITIOATOTOBUTD JOKYMEHTBI JUIs IIEpElayl B apXUB

Brnaners - HaBBIKAMU OpTaHU3aIllMK JOKYMEHTHOM nH(pOopMaluu Npu neperaye
JOKYMEHTOB M3 OpraHU3allii B apXUB

[TK-22 criocoOHOCTBIO MPUHUMATH y4acTHe B pabOTe MO MPOBEACHUIO SKCIIEPTH3BI IIEHHOCTH




3HaTh

- OCHOBHBIC OTallbl, IOPAAOK ITPOBEACHM A SKCIICPTU3BI HEHHOCTH
AOKYMCHTOB B COOTBCTCTBHUU C HOPMATUBHBIMH JOKYMCHTAMH

YMerb - pa3rpaHUYUTh JOKYMEHTHI IOCTOSSHHOT'O, BPEMEHHOI'O CPOKa XPAHECHMUS,
MOJIeKAIUE YHUUTOKECHHUIO
Buianers - HaBbIKaMU JOKYMEHTUPOBAHMS IIPOBEICHUS dKCIIEPTU3bI LICHHOCTU

JOKYMCHTOB

IT1K-23 BnaseHrneM HaBbIKaMU y4eTa U 00eCleYeHUsI COXPAaHHOCTH JOKYMEHTOB B apXHBE

3HaTh - HOPMaTHUBHbIE JOKYMEHTHI, OTPAXKAIOIINE IPUHIHIIBI, METObl 1 HOPMBI
o0ecreyeHns: COXpaHHOCTH, yueTa JOKYMEHTOB B apXUBE

Ymerb - IPUMEHUTH Ha MPAKTUKE 3HAHUA O IIPaBUIIaX 00ECIIeYeHUsI COXPAaHHOCTH,
yueTa IOKyMEHTOB B apXHBE

Bnagers - HaBBIKAMHU y4eTa U 00eCleYeHUs] COXPAaHHOCTH JOKYMEHTOB B apXUBE

[1IK-24 BJIaICHUEM HABBIKaAMU OpraHU3aluy CIIPaAaBOYHO-IIOMCKOBEIX CPEACTB U UCIIOJIb30BaHUA
APXUBHBIX TOKYMCHTOB

3HaThb - IPaBUJIa COCTABJICHUS CIIPAaBOYHO-IIOMCKOBBIX CPEICTB

YMerb - POU3BECTH OTOOP JIUTEPATYPHI, APXUBHBIX TOKYMEHTOB Ha 33JaHHYIO
TEMY; CAMOCTOSITENILHO PadOTaTh € Pa3IMUYHBIMU UCTOUHUKAMHU
nHpOpMAaNNY; TOHUMAaTh, AHATM3UPOBATH U M3JIaraTh HH(POPMAIUIO

Buaners - HaBBIKOM HCIIOJIb30BAaHUS U OpraHU3aluy HHPOPMAIIMOHHBIX TEXHOIOTHH

B IOKMCKE WH(POPMALIUH, HCIIOJIL30BAHHUS IPABOBBIX 0a3 JaHHBIX MTPU
COCTaBJICHUH OMOIMOTpadUuecKoro U apXuBHOTO 0030pPOB

[TK-27 criocoOHOCTBIO IPUHUMATH YJacTHE B pabOTe IO TPOBEICHUIO IKCIIEPTU3BI IICHHOCTH

JAOKYMCHTOB

3HaThL - OCHOBHBIC OTallbl, TOPAAOK IMMTPOBEACHW A SKCIICPTU3BI HEHHOCTH
JAOKYMCHTOB B COOTBCTCTBHU C HOPMATUBHBIMH JOKYMCHTAMHU

YMeTh - pa3rpaHN4YUThG JOKYMCHTBI ITIOCTOSAHHOTO, BDEMCHHOI'O CPOKa XpaHCHM,
noIC)KaAUe YHUITOKCHUTIO

BJ'IaI[eTB - HaBbIKaMU JOKYMCHTUPOBAHUWA IMTPOBCACHUA OKCIICPTU3BI HEHHOCTH

JAOKYMCHTOB

[IK-28 BixageHuem

HaBbIKaMHU y4€Ta U oOecreyeHus COXPAaHHOCTH JOKYMCHTOB B apXHBE

3HaThb - HOpMaTUBHBIE JOKYMEHTBI, OTPAYKAIOILKE IPUHLIUIIBI, METOIBI 1 HOPMBI
o0ecrniedyeHns COXPaHHOCTH, Y4eTa JOKYMEHTOB B apXUBE

YMers - IPUMEHUTH HA MIPAKTHKE 3HAHUS O MIPaBHJIaX 00ECTIEYeHUsS] COXPAHHOCTH,
ydeTa JOKYMEHTOB B apXHUBE

Branets - HaBbIKaMH y4yeTa 1 00eCTeYeHHs] COXPaHHOCTH JOKYMEHTOB B apXHBe

JIIK-5 crioco6HOCTHIO K COOMI0IEHUI0 TPeOOBaHM K OpraHn3aIliK KaJIpoBOTO
JIEJIONPOU3BOJICTBA U JOKYMEHTUPOBAHUIO TPYJOBBIX OTHOIIEHUH, XPAHEHUIO TOKYMEHTOB 110

JIMYHOMY COCTaBy

3HaTh - OCHOBBI PabOTHI C KaAPOBOH JOKyMEHTAaIEH, B TOM 4UCIIe TPeOOBaHUS K
OpraHu3alK KaJpoBOTro JAEJIONPOU3BOACTBA U JOKYMEHTHPOBAHUIO
TPYJOBBIX OTHOILEHUH, a TaK )K€ XPAHEHUIO JOKYMEHTOB 10 TUYHOMY
COCTaBYy

Ymers - OpraHM30BaTh KaJpoOBOE AEIONPOU3BOACTBO, XPaHEHHUE KaJAPOBOI

JOKYMEHTAI[MU ¥ OpraHU30BaTh COOJI0/IeHNE TpeOOBaHNN K OpraHU3auu
KaJpOBOTO ACJIONPOU3BOACTBA U JOKYMEHTUPOBAHUIO TPYAOBBIX
OTHOIICHHH, XPaHCHHIO IOKYMEHTOB 110 JTUYHOMY COCTaBY




Bnanets

- CIIOCOOHOCTHIO K COOJIIOICHHIO TPEOOBAaHUM K OPTaHHU3aIlMU KaJIpOBOTO
JEJIONPOU3BOJICTBA U JOKYMEHTUPOBAHUIO TPYAOBBIX OTHOLLICHUH,
XPaHEHHUIO TOKYMEHTOB I10 JIAYHOMY COCTaBY




4. CTpyKTypa, 00bEM U coep:KkaHue TUCHUILIMHBI (MOAYJISA)
OO0mas Tpy10€MKOCTh JUCIUIUIMHBI COCTABISIET 4 3a4eTHBIX enuHull 144 akaa. 4acoB, B TOM

YUCIIC:

— KOHTakTHas pabora — 51,1 akaj. 4acos:
— aynutopHas — 48 akaj. 4acos;
— BHeaynuTopHas — 3,1 akan. yacoB

— caMOCTOsTeNbHAs paboTa — 57,2 akaJl. 4acoB;
— MOJITOTOBKA K 9K3aMEHY —

35,7 akaz. yaca

dopma aTTecTaluu - SK3aMEH

AynuropHas g
o | xomraxTHAs pabota E 3 ®dopma TeKyILero
Paznen/ rema % (b axan. =acax) E E‘ Brn . KOHTPOTIA Kon
S & © | caMOCTOSATENbHOM | yCIIeBaeMOCTH U
JIACITATIINHEL 5 [ . | xommerenmun
@) g £ padoThI MIPOMEKYTOYHOM
Tlex. mab. | mpaxT. zS arTecTalyy
3aH. 3aH. | O &
1. Pasgen 1 TIOHATHUE
APXMBOB IIO JIMYHOMY
COCTABY " X
HOPMATHUBHAS
PEI'JTTAMEHTAIIU A
Nsyuenune
TEOPETUYECKOTO I1K-6, I1K-8,
1.1 CocraB gOKyMEHTALIUH, MaTe-pHana, Tecr no pazneny [TIK-10, TTK-21,
XpaHHUMO¥ B apxuBax IO 2 4/11 | 8,15 | u3I0XKEHHOrOo B Nelwu urorosoro [ITK-22, TTK-23,
JUYHOMY COCTaBYy JICKLIUAX U TecTa TIK-27, T1K-28,
JIUTEPATYPHI 110 JIIK-5, TIK-24
TEME
7
Nsyuenune
TEOPETUYECKOTO I1K-6, I1K-8,
1.2 HopmaruBHas 0a3za
MaTe-pHana, Tecr no pazneny [IIK-10, TTK-21,
g)yf;;)PLOHHI;%BaHIj;qHOM 2 4/411 | 8,15 | M3I0XKEHHOrO B Nel u urorosoro |IIK-22, TIK-23,
CECTaB y JICKLIUAX U TecTa TIK-24, TIK-27,
Y JIUTEPATYPHI 110 TIK-28, JI1K-5
TEME
HWroro no pazneny 4 8/51 | 16,3
2. Pasgen 2. OTBOP WU
OD®OPMIJIEHUE JEJI,
COJEPXAIIINX
JJOKYMEHTBI 1o
JIMHHOMY COCTABY JIA
JOJITOBPEMEHHOI'O
XPAHEHUA
Nzyuenue
TEOPETUIECKOTO BAIONHEHHC I1K-6, T1K-8,
2.1 DkcnepTusa IEHHOCTH MaTepHana, Nol TIK-10, I1K-21,
JIOKYMEHTOB 10 JIUYHOMY| 7 2 4/41 | 8,15 | wu3moXeHHOrO B fip-3.7e 1 | T;.sT K TIK-22, TIK-23,
COCTaBy JIEKIUSAX U HTO?S;gig};egTa 2 TIK-24, T1K-27,
JUTEPATyphI IO I1K-28, IIK-5
TeEMeE




Uzyuenne

2.2 [Tlepemaua gen Ha TEOPETUYECKOTO I1K-6, IIK-8,
Brinonnenue
JIOJITOBPEMEHHOE XpaHEHHE MaTepHana, 3 Nel 11 Tect K TK-10, TTK-21,
U OIBIT apXUBOB IO paboTe 2 4 8,15 | wsnoxennoros | P No2 I1K-22, TIK-23,
c JIOKYMEHTaMH o JIEKIUSX U HTE?Z@ZJ?(; T(;CTa TIK-24, T1K-27,
JIMYHOMY COCTaBYy JIUTEPATYPHI 10 I1K-28, JITIK-5
TeMeE
Nzyuenne
TEOPETUYECKOTO BAINONHEHHE ITK-6, ITIK-8,
2.3 dopmupoBanue Matepuania, mp.3.Nel u rect IK-10, ITK-21,
) 2 4/41 | 8,15 | wu3moxkeHHOrO B T TIK-22, TIK-23,
JUYHBIX JeNl COTPYIHUKOB HEKIISX 1 paznemry No2 TIK-24, TIK-27.
JIUTEPaTyphl IO HTOTOBOTO TECTA 17y o8, JIIK-5
TeEMeE
HWroro no pazneny 6 12/81 | 24,45
3. Pasmen 3. OIIMCAHHUE,
TIONCK 41
HCIIOJIb3OBAHUE
APXMBOB IIO0 JIMYHOMY
Wzyuenue
3.1 HayuHo-cripaBOYHBII TCOPETHICCKOro Brinonnenue [IK-6, [TK-8,
MaTepuania, TIK-10, I1K-21,
ammapar K apxuBaM IO 2 4 815 | wsnoxenmoro & np.3.Ne2 u Tect K MIK-22. TIK-24
JHYHOMY cocTtaBy. Ommch ! HEKISX 1 pasneny Ne3 HK-27: HK-28:
JIeTI TI0 JINYHOMY COCTaBy HTEpATYPI 10 HUTOTOBOIO TECTA JIIK-5, [TK-23
TeEMeE
Nzyuenue
TEOPETUIECKOTO BhiNosHeHIe T1K-6, I1K-8,
3.2 Hcrnons3oBanue MaTepuania, TIK-10, I1K-21,
apXMBOB IO  JIUYHOMY| 7 2 4 7,15 | U31I0XEHHOrO B np.3.Ne2 1 F\?C; K TIK-22, T1K-23,
COCTaBy JICKLIUAX U I/IT];()) ?Ziij?(; Tzcm TIK-24, TIK-27,
JIUTEPATYPHI 110 TIK-28, JI1K-5
TeMe
Nzyuenue
TEOPETUIECKOTO BhiNosHeHIe T1K-6, I1K-8,
3.3 DINeKTpOHHBIE apXHBBI Mare-puaa, mp.3.Ne2 u Tect TK-10, ITK-21,
' 2 4/11 | 1,15 | u3I0%KEHHOrO B T TIK-22, T1K-23,
0 INYHOMY COCTaBY [ paznemy Ne3 TIK-24. TIK-27,
JIUTEPATYPHI 110 HTOTOBOTO TeCTa TIK-28, JI1K-5
TeMe
Wroro no pazneny 6 12/11 | 16,45
4. KonTpoip
Brinonnenne
N3yuenne KOHTPOJIBHON
Teopernyeckoro |pabdotsl, urorosoro | ITK-6, ITK-8,
MaTe-puana, TEecTa U BCeX TIK-10, I1K-21,
4.1 KoHTpoJb 3HaHUH 7 M3JI0’KEHHOIO B npomexyrounbix |[I1K-22, TTK-23,
JIEKIUSIX 1 pabot TIK-24, TIK-27,
muteparypbl mo | IIpomexyrounas |I1K-28, JITK-5
TeMe aTTecTanus -
DK3aMeH
HWroro no pazaery
HWroro 3a cemectp 16 32/14U| 57,2 JK3aMeH
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Hroro no JUCHUIIINHE

16

32/141

57,2

OK3aMCH

IK-6,I1K-

8 IIK-10,ITK-
21,1IK-22 IIK-
23,1IK-27,I1K-
28, AIIK-5,IIK
-24
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5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

1. TpagumuonHble 00pa30BATEIbHBIC TEXHOJIOTHU OPHCHTHPYIOTCS HAa OpPraHU3AIHMIO
00pa3oBaTeNbHOTO  Tpollecca, TMPEANONarapilylo NpAMYI0  TPaHCISAIUAIO 3HAHUH  OT
MpEenoiaBaTelis K CTyJICHTY

®opMbl yUeOHBIX 3aHATUH C UCTIOJIb30BAHUEM TPATUITMOHHBIX TEXHOJIOTHI:

NudopmannonHas nexus

CemuHap

[IpakTueckoe 3aHATHE, MMOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHHUM U HABBIKOB 10
MPEJI0KEHHOMY aJITOPUTMY.

2. TexHOIIOTUH TPOOIEMHOTO O0yUYCHHUS.

®opMbI yUeOHBIX 3aHATUH ¢ UCIIOJIb30BAHUEM TEXHOJIOTUH MPOOJIEMHOT0 OO yUCHHS:

[TpoGnemHuas JeKIus

Jlexumst «BaBoem» (OMHApHAS JICKITHS)

[IpakTudeckoe 3aHsATHE B POpPME MTPAKTUKYMA .

[IpakTuueckoe 3aHsATHE HAa OCHOBe Keiic-merona. Keiichl 0a3upyroTcs Ha pealbHOM
(haKTHYECKOM MaTepHuaie Uil e MPUOIMKEHBI K pealbHOM CUTYAIIHH.

3. UrpoBbie TEXHOJOTUHM — OpPTaHM3allds 00pa30BaTEILHOTO IMpOIecca, OCHOBaHHAs Ha
PEKOHCTPYKIIMU MOJIETIEH MIOBEICHUSI B PAMKaX MPEAJIOKEHHBIX CIICHAPHBIX YCIIOBUM.

®opmbl y4eOHBIX 3aHSATHI C UCIIOJIb30BAHUEM UTPOBBIX TEXHOJIOTHH:

VYyebnas urpa.

JlemoBas urpa.

Ponesas urpa .

4. TexHOJIOTUU MPOEKTHOT'O O0yUYECHHUSI.

OCHOBHBIE THIIBI IPOEKTOB:

HccnenoBaTenbCKkuil MPOEKT

TBOpUYECKUI1 TPOEKT.

WHbopMaloHHbIN TPOEKT.

5. VHTepakTUBHBIE TEXHOJOTUH — OpPTaHM3aIvs 00pa3oBaTEIHLHOTO MpoIlecca, KOTopas
MpEeANnoaraeT akTUBHOE U HEIMHEMHOE B3aMMOJIEHCTBHE BCEX YUACTHUKOB, JOCTHKEHHUE HA 3TON
OCHOBE JIMYHOCTHO- 3HAYUMOTO JUIsi HUX o0O0Opa3oBaTelpbHOTO pesynbTata. Hapsny co
CIEUMATU3UPOBAHHBIMU  TEXHOJOTHUAMHM  TakOro  pojJa  OPUHIUI  HHTEPAKTUBHOCTH
MPOCIIEKUBACTCA B OOJBIIMHCTBE  COBPEMEHHBIX  O0Opa3oBaTENbHBIX  TEXHOJOTHH.
HHTepakTUBHOCTH MOAPA3yMEBAET CYOBEKT-CyOBEKTHBIE OTHOIIICHHUS B X0Jie 00pa30oBaTeIbHOTO
mpoiiecca M, Kak ciencTeue, GopMHUPOBaHKE CaMOpa3BUBAIOIIEHCS MH(OPMAITMOHHO-PECYPCHOM
cpenpbl.

®opMbI y4eOHBIX 3aHATHH C HCIOJB30BAaHUEM CHEIUATU3UPOBAHHBIX MHTEPAKTUBHBIX
TEXHOJIOTHI;

Jlexumst «<0OpaTHOM CBSI3U» — JICKIIUAS—TIPOBOKAIIUS

CemuHap-auckyccus

6. T opMaIimoHHO-KOMMYHHUKAITMOHHBIE 00pa30BaTEeIIbHBIC TEXHOIOTHH

Jlexuusi-Bu3yanu3auus — H3JI0KEHUE COJEPIKAHMUS COMPOBOXKAACTCS Npe3eHTaluen
(memoHcTparuel y4eOHBIX MaTEPHAIIOB, MPEICTABIEHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTEMaX, B
T.4. WIUTFOCTPATUBHBIX, TpaUuecKux, ayIuo- U BUACOMATEPUAIIOB).

[IpakTrueckoe 3ansTHE B hopMe TPE3ESHTAITUH.

Yar-3aHgaTus.

Be0-3ansarus.

TenexouhepeHum.

6 YueOHO-MeTOUYeCKOe 00eclieueHHe CaMOCTOSITeIbHOM padoThI 00ydyalommxcst
IIpencrasneno B npuioxenuu 1.
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7 OneHOYHBIE CPeACTBA AJIsl IPOBeIeHHS POMEKYTOYHOM aTTeCTALMI
IIpencraBneHbl B IPHIIOKEHUH 2.

8 YueOHo-MeTOAUYecKOe M MHPOPMAIMOHHOE 00ecneyeHue JUCIUTTIMHBI (MOTYJIs1)

a) OcHoBHas1 uTEpaTypa:

1. ITonos, A. B. ApxuBoBeznenue. 3apy0OexxHas poccuka : yueOHUK i OakajaBpuaTa u
maructpatypsl / A. B. [ToroB. — Mocksa : U3aarensctBo HOpaiit, 2019. — 168 ¢. — (bakanasp u
maructp. Moayis). — ISBN 978-5-534-06009-6. — Tekcr : anexrponnsiii // DbC Fpaidt [caiit].
— URL.: https://www.biblio-online.ru/bcode/441487 (mara obpamenus: 25.08.2020). - 3aru. ¢
JKpaHa.

2. Packun, JI. 1. ApxuBoBecHHE ;| yU4eOHUK IS akageMudeckoro 6akanaBpuara / . 1.
Packun, A. P. CokonoB. — Mocksa : M3narensctBo FOpaiit, 2019. — 383 c. — (bakanasp.
Axanemuueckuii kype). — ISBN 978-5-534-00870-8. — Tekct : anekrponnsiii // DBC KOpaiit
[caiiT]. — URL: https://www.biblio-online.ru/bcode/432131 (nara obpamenus: 25.08.2020). —
3arii. ¢ ’KkpaHa

3. Packun, JI. . Metoauka v MpaKkTUKa apXUBOBEACHHUS | YICOHUK TSI CPETHETO
npodec-cuonansHoro oopazosanus / J[. U. Packun, A. P. CokonoB. — Mockga : M31aTenbcTBO
FOpaiir, 2019. — 339 c. — (IIpodeccronansrnoe odpazosanue). — ISBN 978-5-534-02419-7. —
Tekcer : anexrponnsiii // DBC HOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/438495
(mata oopamenus: 25.08.2020).— 3ari. ¢ sxpaHa

4 Benukanosa, C. C. ApXuBBI 10 IMYHOMY COCTaBY : yueOHO-MeToauueckoe nmocobdue / C.
C. Benukanosa ; MI'TVY. - Maraurtoropck : MI'TY, 2018. - 1 sanektpon. ont. nuck (CD-ROM). -
3arii. ¢ TUTYyI. 3kpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true (mara obpamenus: 25.08.2020). - MakpooObeKT. - TeKCT :
anekTpoHHBIH. - ISBN 978-5-9967-1154-3. - CBenenus nocrynusl Takxke Ha CD-ROM.

5.BenukanoBa, C. C. KaapoBoe Aenonpon3BOACTBO U apXUBbI JOKYMEHTOB T10 JTHYHOMY
COCTaBY: MPAaKTUKYyM : npakTukyM [is By3oB] / C. C. Benukanosa, 1. B. Kamyo6a ;
Marnurtoropckuii roc. rexuudeckuil yH-T uM. I'. 1. Hocosa. - Maruuroropck : MI'TY um. I'. W.
Hocoga, 2020. - 1 CD-ROM. - 3arz. ¢ tutyn. skpana. - URL :
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true (mara odpamienus: 25.08.2020). - MakpooObekT. - TekcT :
ANIEKTPOHHBIN. - CBeieHus gocTynHbl Takke Ha CD-ROM.

0) /lonmoJiHUTEIbHAS JINTEpaTypa:

1.ITonos, A. B. ApxuBoBeznenue. 3apy0exxHasi poccuka | yaeOHUK /Ui OakanaBpuara u
maructparypsl / A. B. ITonoB. — M. : U3znarenscrBo FOpaiit, 2018. — 168 ¢. — (Cepus :
baka-naBp u maructp. Moayine.). — ISBN 978-5-534-06009-6. — Pexxum gocryma :
www.biblio-online.ru/book/1BDFSED0-18D1-4339-A8C0-DC101B0O8FAF3 .

2.Jloponuna, JI. A. Opranu3amnus ¥ TEXHOJIOTHS JOKYMEHTAIIMOHHOTO 00eCTIeYeHUS
yIIpaBJICHUS | YI€OHUK U MPAKTUKYM JUIs akajgeMudeckoro Oakanaspuara / JI. A. Jloponuna, B. C.
Hputukoa. — M. : U3marensctBo FOpaiit, 2018. — 233 ¢. — (Cepus : bakanasp.
Axanemu-uyeckuit kypc). — ISBN 978-5-534-04568-0. — Pexxum nocryna :
www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCID .

3.0pranu3anoHHOE U PaBOBOE oOecredeHrne NHPOPMaMOHHOM Oe30MacCHOCTH :
yue0-auk u npaktukym st CITO / T. A. Tonsikoa, A. A. Ctpensiios, C. I'. UyOykosa, B. A.
Huecos ; otB. pen. T. A. [lonsikoBa, A. A. CtpensuoB. — M. | UznarensctBo FOpaiit, 2018. —
325 ¢. — (Cepus : [Ipodeccnonansrnoe oopazoBanue). — ISBN 978-5-534-00843-2. — Pexxum
nocryma : Www.biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897 .

4. Makaposa A. K. ApxuBoBenenue [ DiaekTponHsIii pecypc] / Makaposa A. K.;
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https://www.biblio-online.ru/bcode/441487
https://www.biblio-online.ru/bcode/432131
https://www.biblio-online.ru/bcode/438495
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535271/4126.pdf&view=true
http://www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3
http://www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFAC0C1D
http://www.biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897

MI'TY. - Marauroropck : [M3parensctBo MI'TY], 2015. - 146 c. - bubmuorp.: c. 142-146. -
Pexxum goc-tyna:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true . - MakpoooOwekT. - ISBN 978-5-9967-0676-1.

5. NokymenTts! u3 apxusa MUJI I'epmanuu 1937—1938 rogqo — Mockaa :
Mznarenscr-Bo FOpaiit, 2019. — 192 ¢. — (AnTtonorus meiciaun). — ISBN 978-5-534-09314-8. —
Tekcer : anekrponnsiii // DBC HOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/427616
(mara obpamienns:25.08.2020).

6. CamokBacos, /1.51. LlenTpanu3anus rocyaapcTBEHHbIX apXHBOB 3anaaHoil EBporisl B
CBSI3U ¢ apXuUBHOU pedopmoii B Poccun : anekrponnas penpoaykius / Camoksacos JI.51. :
N3pna-tenbckue apxussbl, 1899. — 211 ¢. — URL: https://book.ru/book/913461 (nara
obpamienus: 25.08.2020). — TeKcT : 3JCKTPOHHBIIA.

B) MeToauyeckne yKasaHus:
[Tpunoxenne 3

r) [Iporpammuoe o6ecnneuenue u UHTepHET-pecypehbl:

https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatal
0gues/1/1209678/3435.pdf&view=true . - MaxkpoodobekT. - ISBN 978-5-9967-0676-1.
MakapoBa A. K. ApxuBoBencuue [Dnekrponubiii pecypc] / Makapoa A. K., MITY. -
Maruutoropck : [U3marensctBo MI'TY], 2015. - 146 c. - bubGmuorp.: c. 142-146. - Pexum
J0C-TyTa:

www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B0SFAF3
1.IlomoB, A. B. ApxuBoBenenue. 3apyOexHas poccWka : ydeOHHMK Juisi OakanaBpuara |
maructparypsl / A. B. TlonoB. — M. : UznarensctBo FOpaiit, 2018. — 168 c¢. — (Cepus :
baka-maBp m wmaructp. Moayne.). — ISBN 978-5-534-06009-6. — Pexum nocryma :
www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3.

https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatal
0ques/1/1514334/3518.pdf&view=true . - MaxkpoodbekT. - ISBN 978-5-9967-1154-3.
Benmukanoa C. C. ApxuBbl 10 JHYHOMY COCTaBy [DJEKTPOHHBIH  pecypc]
yueoHo-meroaudeckoe nmocodbue / C. C. Benukanosa ; MI'TVY. - Marautoropek : MI'TVY, 2018. - 1
JJIEK-TPOH. OIIT. JICK (CD-ROM). - Pexum JOCTyTMa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true. - MakpooObekT. - ISBN 978-5-9967-1154-3.

IIporpammHuoe o6ecneyenne

Haumenosanue I10O Ne noroBopa CPOK

JIEHCTB
i ) 11.10.2

MS Windows 7 Professional(ist kitaccoB) J-1227-18 ot 08.10.2018 021
. . 27.07.2

MS Windows 7 Professional (ans knaccoB)  |[I-757-17 ot 27.06.2017 018
MS Office 2007 Professional Ne 135 ot 17.09.2007 oeccpo
FAR Manager cB0OOHO pacnpocTpansemoe 10 6ZCHC(I:O
7Zip cB0OOOTHO pacmpocTpansemoe [10 6ZCHC(I:O

IIpodeccnonanbHbie 0a3bl JaHHBIX U HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI
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https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
https://www.biblio-online.ru/bcode/427616
https://book.ru/book/913461
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209678/3435.pdf&view=true
http://www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514334/3518.pdf&view=true

1) HanmonanpHass WHGOPMAIMOHHO-aHAIMTHYECKas CHCTeMa — POCCHICKHMI HWHIEKC
Hayunoro rutupoanus (PUHL]) URL: https://elibrary.ru/project risc.asp

2) DnektponHas 0a3za mepuoauueckux m3ganuii East View Information Services, OOO
«BUC»  https://dlib.eastview.com/

3) INouckosas cucrema Akagemus Google (Google Scholar) URL: https://scholar.google.ru/

4) UudopmannonHas cucrema - EquHOE OKHO J0CTyma K MH()OPMAIMOHHBIM pecypcam
URL: http://window.edu.ru/

5) Poccwuiickast I'ocynapcrBennas oubnmoreka. Karanoru
https://www.rsl.ru/ru/4readers/catalogues/

6) DieKkTpoHHbBIC pecypchl OoubnmoTeku MITY uM. r.m. Hocosa
http://magtu.ru:8085/marcweb?2/Default.asp

7) YuuBepcuretckas nnpopmannonnas cucrema POCCHSI https://uisrussia.msu.ru

8) MexayHapoaHas HayKOMeTpHueckas pedepaTHBHAs W MOJHOTEKCTOBas 0a3a JaHHBIX
Hay4dHbIX u3nanuii «Web of science» http://webofscience.com

9) MexayHapoaHas pedepaTHBHAS U MOJHOTEKCTOBAs CIPaBOYHAs 0a3a JaHHBIX HAYyYHBIX
usnanuii «Scopusy http://scopus.com

10) MexnayHapoanass ~ 0a3a  IOJHOTEKCTOBBIX  JKypHanmoB  Springer  Journals
http://link.springer.com/

11) MexnayHapoaHas ©0a3a CHpPABOYHBIX M3JaHHA 1O BCEM OTPACiIsAM 3HAHUMN
SpringerReference http://www.springer.com/references

9 MaTepuajibHO-TeXHHYeCKOe o0ecneyeHue TUCIUIIHHBI (MO1YJIs1)
MarepuanbHO-TEXHHUECKOE 00ecIIeYeHNe JUCIUTUINHBI BKITFOUAET:

VY4yebHble ayAUTOPUM ISl TPOBENCHMS 3aHATUH JIeKUMOHHOro Ttuma Jlocka,
MYJIbTHMEINIHBIE CPEICTBA XPAaHEHHUS, TIEPEIauH U MPEICTaBICHUS HHPOPMALIUH.

VY4yebHble ayaUTOpPUM JUISI TPOBENEHUS MPAKTUYECKUX 3aHATUH, TPYIIOBBIX H
WH/IMBUIYAIbHBIX KOHCYJBTAIMH, TEKYIIEr0o KOHTPOJS U MPOMEKYTOUHOW arrectaruu: Jlocka,
MyJIBTUMEIUUHBII MPOEKTOP, AJKpaH, IepcoHallbHbIe KoMmbloTepsl ¢ makerom MS Office,
BBIXOJIOM B MIHTE€pHET U ¢ JOCTYIIOM B JIEKTPOHHYIO WH(OPMAIIMOHHO-00pa30BaTEIbHYIO CpeIy
YHHUBEpCHUTETA

VY4deOHbIe ayAUTOPUU ISl BBIOJHEHHS] KYpCOBOTO TPOCKTUPOBAHUS, TIOMEIICHHS JUIS
CaMOCTOSITENIbHOM paboThl oOy4atomuxcs: [lepconansHbie KoMnbloTepsl ¢ maketom MS Office,
BBIXOJIOM B MIHTE€pHET U ¢ JOCTYIIOM B JIEKTPOHHYIO WH(OPMAIIMOHHO-00pa30BaTEIbHYIO CpEILy
YHHUBEpCHUTETA

[Tomemienus s caMocToATENbHON paboThl 0Oyuaromuxcs: [lepcoHanbHbIe KOMIBIOTEPHI
c makerom MS Office, Bbixomom B HWHTepHET W C JOCTYIOM B 3JICKTPOHHYIO
nH(POPMAITMOHHO-00Pa30BATENBHYIO CPEAY YHUBEPCUTETA
[Tomemienue i XpaHeHUs U MPOQUIAKTUYECKOTO OOCTY)KMBAaHUS Y4eOHOrO 00OpYIOBaHMS:
[Mkadsr st XpaHeHHUs y4eOHO-METOIWYECKOW JOKYMEHTalUd, y4eOHOro 0O0OpYAOBAaHUS H
yueOHO-HATJISTHBIX TOCOOHIA.
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Ipuioxxkenue

YueOHO-MeToanUecKoe o0ecreuyeHe CAMOCTOATEIbHOU Pa0doThI
o0yUaromuxcsa

[TpuMmepHas CTPYKTypa U cofiepKaHue pas3/iesioB:

Mo ancumnanHe «ApXMBbI MO SIMYHOMY COCTaBY» NPeAYCMOTPEHa ayanTOPHasA 1 BHeayaMTopHas
camocTonaTesibHan paboTa obyvatoWmMxCa.

KoHTponbHble meponpuatua no pasgeny Nel

TecT no pasaeny Nel

Bonpoc 1
bann: 1,00

ApXUB 110 TUYHOMY COCTaBYy — 3TO
BbibepuTe 0aMH OTBET:

a. CaMOCTOATENIbHOE ydpeXaeHne UNn CTPyYKTypHOE nogpasgeneHmne yuypexageHuma,
ocyuwecrenaloulee KOMNAeEKToOBaHUe, XpaHeHUe, yHéT M NCNONb30BaHNE AOKYMEHTOB NO JIMYHOMY
CocCTasy

b. MmecTo xpaHeHUA rocyAapCcTBEHHbIX LOKYMEHTOB
C. yupexKaeHue, xpaHsaLlee Kagposble AOKYMeHTbl AD PO

d. nogpasaeneHve Kaaposol cny:Kbbl NPeanpuUATMA, OTBEYAIOLLEE 33 XPaHEHWNE, YUYET U
MCNOb30BaHMeE AOKYMEHTOB MO IMYHOMY COCTaBY, B TOM YMC/ie B I/1EKTPOHHOM BUAE

Bompoc 2
Bann: 1,00

K JOKYMEHTaM I10 JINYHOMY COCTaBy, UMCIOIITUM HOHFOBpCMeHHBIﬁ CPOK XpaHE€HHA HE OTHOCATCA
BbibepuTe 0AMH OTBET:
a. aKTbl O HECYACTHBbIX CYYasnX, CBA3aHHbIX C MPON3BOACTBOM
b. AnuHblE gena coTpyaHMKOB
C. pacnopsagauTebHble LOKYMEHTbI (3aNUCKK, pacnopayKkeHus)

d. andaBunTbl NPUKA30B MO IMYHOMY COCTaBY



Bonpoc 3
bann: 1,00

CpOK XpaHCHH BBIIIC IEPCUUCICHHBIX JOKYMCHTOB B apXHBaxX MO JUYHOMY COCTaBYy
BbibepuTe 04MH OTBET:

a. 45 net

-
b. 75 net, B peaKunx cny4yanax NoCTOAHHO

c. 75 net

d. nocTofsHHO

Bompoc 4
bann: 1,00

Bepro i yrBepkaeHue «B KoMuTETax, OoTAeNax aAMHHHCTpaNHil TOPOJOB, paiOHOB MO OOpa30BaHUIO K

JOKYMEHTaM I10 JIMYHOMY COCTaBY TAKXKE OTHOCAT: JOKYMECHTHI 110 NATPOHUPOBAHUIO U OIICKE»

BbibepuTe ogMH OTBET:

-

a. BepHO
C o

b. BEpHO A1 rocyaapcTBEHHbIX YUpEKAEHU
I

C. BEPHO YaCTUYHO
-

d. He BepHO

Bompoc 5

bann: 1,00

Cratbss 17 Kkakoro 3akOHa YCTaHABIMBAET OOMIYI0 OOS3aHHOCTH MO 00ECHEYCHUIO
COXPaHHOCTH JOKYMEHTOB, B TOM YHCJI€ JOKYMEHTOB IO JINYHOMY COCTaBY, /IS JIF0OOTO CyOBeKTa
XO3SIICTBEHHOM JIESITENILHOCTHU: TOCYJaPCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CAMOYIIPaBIICHHS,
OpraHM3alii W TpaxaaH, 3aHUMAIONIMECS MPEANPUHUMATENLCKON MIeATeIbHOCThI0 0e3
00pa3oBaHusl IOPUAMYECKOTO JIMIA, B TEUCHHE CPOKOB WX XPAHCHHS, YCTAaHOBJICHHBIX
dbenepanbHBIMU  3aKOHAMH, WHBIMH HOPMATHBHBIMH TIPAaBOBBIMH akTamu Poccuiickoii
denepannn, a TAKKe MEPEUHIMU JOKYMEHTOB?

BbibepuTe 0AMH OTBET:

a. PegepanbHOro 3akoHa oT 26 gekabpsa 1995 r. N 208-P3 «0O6 aKuMOHepPHbIX 0bLLecTBax» ¢
n3meHeHmnAMM oT 29 mioHA 2015 .

b. PepepanbHOro 3akoHa ot 22 okTAbpa 2004 roaa Ne125-d3 «O6 apxmBHOM aene B Poccuickom
depepaunn»
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. 3aKoHa P® «O nepcoHanbHbIX gaHHbIx» N2 152-33

d. Tpyaosoro kogekca PP

Bonpoc 6
bann: 1,00

BI)ICOKyIO COIIMAJIbHYIO 3BHAYUMOCTDb apXHBOB I10 JIMYHOMY COCTaBYy 06yCJ'IaB.]'H/IBaeT
BbibepuTe 04MH OTBET:

a. obecnevyeHne NoBbIWEHUA 06IJ.I,ECTBEHHOI'O CO3HaHNA K CaMOM,D,EHTMd)MKaLI,MM coBpeMeHHOIo
counyma

b. 6uorpaduyeckan, apxeorpapuuyeckan LLeHHOCTb, OHM ABAAIOTCA UCTOYHUKOM AN CTAaTUCTUYECKUX
0606LWEHNI U UCTOPUKO-COLMAJIbHBIX UCCEA0BAHNM

C. TOT GaKT, UTO OHM CAYKAT AOKYMEHTaIbHbIM MNOATBEPKAEHMEM NpPaB paboTHMKa Ha coumanbHoe
obecneyeHne (No CTapoCcTU U MHBAANAHOCTU, a TaKXKe NOATBEPXKAeHMEM TPYA0BOro cTaxa paboTHMKa)

d. wTpadHble caHKUMM TPYA0BbIX MHCNEKLUIA

Bompoc 7
bann: 1,00

[porenypy hOpMHUPOBAHUS 1€ B COOTBETCTBHH C YTBEPKACHHONH HOMEHKIIATYPO# IIpeyCcMaTpUBacT
BbibepuTe oanH OTBET:
a. XpaHeHne NCNOJTHEHHbIX AOKYMEHTOB
b. XpaHeHne JOKYMEHTOB B npouecce nx MCnoaHeHnA
C. nocnegywuiee xpaHeHne

d. onepaTtnBHoOe (TeKyliee) xpaHeHue

Bonpoc 8
bann: 1,00

N3bsarue JOKYMCHTOB II0 JIMYHOMY COCTaBy M3 Ji€Jla C MOCTOAHHBIM CPOKOM XpaHCHHUSA ITOITYCKAC€TCA B

HCKIIOYUTEIbHBIX ClTydadX U NPOU3BOANUTCA
BbibepuTe 04WH OTBET:

a. c 0653aTeNIbHbIM COCTaBNEHMEM B aene 3aBep9HHOl\/‘1 KON OOKYMEHTa
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b. Ha ocHoBaHUK pacnopagnTenbHOro JOKyMeHTa pyKoBoauUTeNA OpraHn3aulmm
. c 06s3aTe/IbHbIM COCTaBNEHMEM aKTa 06 U3bATUM NOoANMHHWKa

d. B NpucyTCTBMM apxmMBapuyca 1 3aBeaytolero apxmsom

Bonpoc 9
bann: 1,00

OTBETCTBEHHOCTD 33 OPTaHU3AINIO PAOOTHI IO XPAaHCHUIO KaJIPOBBIX JOKYMEHTOB HECET
Bbibepute 0aMH OoTBET:

a. 3aBeayoW M apXMBOM

I~
b. HayanbHUK oTaena Kaapos
I~
c. Apxmsapuyc
=
d. PaboTtopartenb
Bonpoc 10
bann: 1,00

VKaxuTe J0KHOE YTBEPIKACHHUC

BbibepuTe 0AMH OTBET:

a. ANA OpraHn3aumii - ICTOYHMKOB KOMMAEKTOBAHUA - MO UCTEYEHMM CPOKOB XpaHeHua 06s3aTesIbHO
nposeseHMe COBMECTHO C YNOJIHOMOYEHHbIM OPraHOM FOCyAapCTBEHHOM BlacTh cybbekTa Poccuinckoit
denepauyn B 061aCTM apxmMBHOTO Aena, F0CapXMBOM 3KCMEPTU3bI LLEHHOCTU pALa AOKYMEHTOB Mo
JIMYHOMY COCTaBY Ha NpegMeT BK/toYeHUs B cocTaB ApxusHoro ¢oHaa Poccuiickoi depepaumm

b. ana Opl'BHMSBLI,VIﬁ, KOTOpble HE ABNMAKOTCA MCTOYHUKAMU KOMMNNEKTOBAHUA, MO UCTEYHEHNN
BPEMEHHDbIX CPDOKOB XPaHEHUA apPXUBHbIE AO0KYMEHTbI MO IMYHOMY COCTaBY NOANEXKAT 3KCNEPTU3E U
mMoryT 6bITb YHUYTOXEHDbI nmbo XPaHUTCA B apXmnBe OpPraHn3sauumn

C. XpaHeHne OOKYMEHTOB Mo JIMYHOMY COCTaBy, HE noaneXawnx YHUHTOXKEHNIO 401X KHO
OCyLlecTBNIATbCA TONIbKO B 6YMa)KHOM, ad HE B 3/IEKTPOHHOM BUAE

d. apxuBHble AOKYMEHTbI MO IMYHOMY COCTaBY, KOTOPbIE He BblIM BK/OYEHBI B COCTAB JOKYMEHTOB
ApxusHoro ¢oHaa Poccuiickolt depepaLimm, No UCTEYEHMM CPOKOB XPAaHEHMA NOAJ/IEeKAT YHUUTOKEHUIO
NM6B0 XpaHEeHMIO B apXMBe OpraH13aLmnmn B COOTBETCTBUM C Tpeb0oBaHUAMM KOPNOPaTUBHOIO
3aKOHO4aTe/IbCTBa

KoHTponbHble meponpuaTtua no pasgeny Ne2
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MpakTnyeckoe 3agaHue 1

MN3yunte matepuan Metoamnyeckux pekomeHaaumnn «IKcnepTnsa LeHHOCTU M oTbop B cocTaB APXMBHOIO
¢doHpa Poccuiickon Pegepaunn SOKYMEHTOB MO IMMHOMY cocTaBy» npoekT 2014 r., ocobeHHO pa3aena
4.5.2.4., a TaKKe NOBTOpUTE MaTepuan nekuum 3 «PopmmpoBaHMe ANYHbBIX AeN COTpyAHUKOB» Pasgena
Il «OT60p 1 0opopMAaeHMe gen, cofepKaLMX AOKYMEHTbI NO IMHHOMY COCTaBY ANS 40/TOBPEMEHHOIO
XpaHeHuay». Monb3yacb 06pa3LoM, COCTaBbTE BHYTPEHHIOK ONUCH JIMYHOTO AeNa COTPYAHMKA, KoTopas
O0J/KHA cogepKaTb He meHee 12 NyHKTOB.

4.5.2.4. BHyTpEeHHAA ONUCb COCTABAAETCA ANA IMYHBIX 411 N COAEPKMUT CBEAEHNA O NOPALKOBbIX
HOMepax AOKYMEHTOB B HEW, UX MHAEKCaX, AaTaX, 3aro/IoBKax M HoOMepax JIMCTOB Aesa, Ha KOTOPbIX
PacnonoXKeHbl 3TN LOKYMEHTbI.

K BHYTPEHHel onucK cocTaBaseTc UTOroBas 3anucb, B KOTOPOW yKasblBaeTca Lubpamu 1 NPonmcbto
KO/INYECTBO BK/IOUYEHHbIX B HEE IOKYMEHTOB M KOJIMYECTBO /INCTOB BHYTPEHHEN ONnUCK. BHYTpeHHAn
ONWCb NOAMMUCHIBAETCA ee COCTaBUTENEM C YKa3aHNeM AOIKHOCTU U AaTbl COCTaBAEHUA.

Mpu U3MeHeHUM CoCTaBa AOKYMEHTOB Aefa (U3bATUM, BKIIOYEHUM JOKYMEHTOB, 3aMeHe UX KONUAMM)
OHW oTpaxkatoTca B rpade «MpumevaHmne» Co CHOCKOM Ha HOMepa BHYTPeHHeM onmucn. MoKeT bbITb
cocTaB/ieHa M ocobasn onmch 3TUX U3SMEHEHUA.

JleKUuMOHHbBIi maTepuan
B cocTaB IMYHOrO Aena BXOAAT Cheaytowme 4OKYMEHTbI:

e  BHYTPEHHAS ONUCb AOKYMEHTOB, NOALUTbLIX B IMYHOM Aene;

e pesiome;

e aBTObOMOrpadus;

e aHKeTa MM JINYHbI IMCTOK NO y4YeTy Kagpos;

e  KOMUM AOKYyMeHTOB 06 06pasoBaHuy;

e  XapaKTepPUCTUKM Ha PabOTHUKA;

e TpynoBOM AOroBOpP (MOMKET BXOAUTb B COCTAB IMYHOIO Ae/1a AN XPaHUTLCA OTAE/bHO);

o KON NPpUKasosB O HadHa4YeHUn, nepemelieHnn, yBoJibHEHUMN;

e  KOMuA CBUAETENbCTBA O NOCTAHOBKE HA y4YeT B Ha/IOFOBOM OpraHe;

e  KOMuWA CTPaxoBOro CBMAETENbCTBA FOCYAapCTBEHHOTO NEHCMOHHOTMO CTPaxoBaHUs;

e  [OMOJIHEHUA K aHKEeTe UKW IMYHOMY JIUCTKY NO yYeTy Kagpos;

e  pas/MyHble CNPaBKKU, OTHOCALLMECA K AaHHOMY PabOoTHUKY (Kpome CnpaBOK C MeCcTa KUTebCTBa,
0 COCTOAHWUN 340POBbA U APYrMX AOKYMEHTOB BTOPOCTEMNEHHOMO 3HAYEeHUsA, KOTopble
rpPynnuMpyoTca oTaeNbHO).

Cocras AOKYMEHTOB /INYHOIO Aena paGOTHVIKaZ

3asAB/IeHNe O Npueme Ha paborTy;

TPYAOBOE cornaleHune (KOHTPAKT), AONOHUTE/IbHbIE COrNalLeHUs;

JINYHbIV INCTOK MO y4YeTy KaApoB U AONOJHEHME K HEMY;

aHkeTa (aBTObMOrpadus);

AOKYMeHTbl 06 0b6pa3oBaHMK (Konuu);

AOKYMEHTbI 06 YTBEPKAEHUM B AOMKHOCTM (KOMMU UAK BbINMUCKK), B TOM YNCAE 3TO MOFYT BbiTb
BbIMMUCKM M3 NPOTOKO/IOB yupeanTeneil, akLLMOHEPOB, YUYeHbIX COBETOB, AOKYMEHTbI KOHKYPCHbIX
KOMMCCUI, pe3yNbTaTbl TECTUPOBAHUS;

7. pPeKoMeHAaTesIbHble MUCbMA UM XapaKTePUCTUKMY;

ok wnN R
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[OMKHOCTHbIE MHCTPYKLUK (pernameHTbl);

9. aTTecTaunOHHbIE NUCTbI, OT3bIBbl, NPeACTaB/EHUSA;
10. nacnopTHble AaHHble, CBUAETENLCTBO O bpake u T.4. (Konun);
11. 3aABNeHMA W MNpUKasbl (KOMMM WX BbIMMCKM) O MNepeBoAe Ha APYrylo AONXKHOCTb,
npeacTaBAeHUsA, CNPaBKU-0ObEKTUBKY;
12. LOKYMEHTbI O HarpaxaeHUn, HaloXKeHUN B3bICKaHUI (Konuu);
13. cBegeHMA O AOX0AAX, UMYLLECTBE U CMPaBKM NMPOBEPKM MOJAHOTblI U AOCTOBEPHOCTU AAHHbIX
cBeAeHUI (ansa rocyaapcTBEHHOM MU MYHUUMNANBHOM CYXK6bl);
14. HeBoCTpebOBaHHbIE AOKYMEHTbI (CBUAETENLCTBA, AUNIOMbI, TPYA0BbIE KHUMKKMK U T.N.);
15. 3as8BaEHUA U NPUKA3bl (KOMUU UK BbIMUCKKN) 06 YBONbHEHUN, NEPEBOAE U T.A4.;
16. MHblE OOKYMEHTbl B C/lyd4ae HeobXxoAMMOCTM, B YAaCTHOCTM AN FOCYAAPCTBEHHOM CNYyXKObl —
nogpobHee nocmoTpuTe YKas MNpesngeHTta PO.
BHYTPEHHAA OITHCDH
AOKYMEHTOR ef1. Xp. N __ 05-15/110
Haenc Hara Homep
Ne Aoxymesra XKy - 3aro10BOK JOKYMeNTA TS R Tpisceyamsme
1 2 3 4 5 6
! Hononriesiue K AUSHOMY RUCMKY NO ydemy !
xadpoe
2 19.03.2012 | Jlussienl AUCMOK No ywemy Kadpoe 2-3
3 19.03.2012 | Aemobuozpad us 4
4 | ON827527 | 26.06.2001 | Konus dunnoma 5
5 10/12-md 19.03.2012 | Tpydoeou doeosop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste xa pabomy 12
Htoro NOKYMEHTOR,
(unjpann 3 sposmiie |
KOMMUeCTBO THCTOB BHYTPEHHEA OMICH
(amfpares » njazecuo )
MHcnekTop Wupoxosa T.IO. llinpokosa
(acaama) | pacen pposia aumzan)
19.032012
TecT K pasaeny No2
Bompoc 1
bann: 1,00

Ilo xakoMy IpPHUHLUIY CHUCTEMATU3UPYIOTCS JOKYMEHTHI B JI€NaX, COAEPIKALIUX, COINEPKALIUX IPUKA3BI,

PaCIOPSIKCHUS 110 JIMYHOMY COCTaBy?

Bbibepute oaMH OTBET:

a. XPOHO/IOTMYECKMIA MPUMHUMN: B HaYane Aena A0/KHbI pacnonaraTbCs NpMKasbl (pacnoparkeHnsa)

3a Aekabpb, NOTOM 3a HOA6PbL U T.A.
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b. XpoHONOrMYECKWiA NPUHLMN: B HaYane Aefla AO/IKHbI pacnosiaraTbCs NpMKasbl (pacnopsskeHus)
3a AHBapb, NOTOM 3a dpeBpanb U T.4,

C. HOMepPpHOMY NpUHLMNY: OT NepBOro 4o nocaneaHero

i .
d. andaBUTHbLIN NPUHLUMN NO GaMUINKU COTPYAHUKA, O KOTOPOM COAEPHKUTCA MHPOPMaLUA
Bonpoc 2
bann: 1,00

YKaXuTe BapHaHT, COACPXKAIIMN IHUIIHEE B MEPEUUCICHUN «AHAJIOTHYHO, II0 TaKOMy K€ TNPHHIUITY

MMPOBOAUTCA CUCTEMATHU3alusA JOKYMECHTOB B JCJIaX, COACpKAIIUX ...»

BbibepuTe ogMH OTBET:

{ .
a. TapMdUKaLMOHHbIE BeAOMOCTU, Tabenn n Hapaabl paboTHUKOB BpeaHbIX Npodeccuin
-
b. AOKYMEHTbI 0 NPeACTaBAEHUN K HarPasKAeHUIo
-
C. aKTbl O HECYACTHbIX C/Iy4aAX, TPYAOBbIE KHUMKKN
d. npoToKobl 3aceaHnii KOMUCCUIA, TPYAOBbIE 4OrOBOpPbI (CornaweHus)
Bonpoc 3
bann: 1,00

[NoammBka chOpMUPOBAHHBIX JI€JT TIPOU3BOIUTCS

Bbibepute oaAnH OTBET:

f'

a. 40 Nepefayu UX U3 oTaena Kaapos B apxXmB Ha A0ArOBpeMEHHOe XpaHeHue
~

b. A0 npoBeaeHnA aKCnepTmn3bl UEHHOCTU OKYMEHTOB NO INHHOMY COCTaBy
P

C. nocne yBoJ/ibHEHNA COTPYAHUKaA

d. nocne 3aBepweHnAa sKCcnepTm3bl LEHHOCTN OOKYMEHTOB

Bomnpoc 4

Bann: 1,00

Bribepure BepHOE yTBEpKICHNE

BbibepuTe ogMH OTBET:

a. lokymeHTb!l Aena NoALIMBaOTCA, NepPenaeTaloTca B TPM UM YeTblpe NPOKoIa CypoBbIMU
HUTKamu. Mpu 3TOM cneayeT NCNO/b30BaTb KAPTOH BbICOKOTO KauecTBa, MMEeoLWMn CPeaHIoH

22



NA0THOCTb. [lIOKYMEHTbI NOALIMBAIOTCA, NepenseTatoTca Tak, Yytobbl 6bino obecneveHo ceoboaHoe
yTeHue TeKcTa

b. lokymeHTbl Aena NoAgLwmBatoTCA, NEPENIETAIOTCA B TPU NPOKOAA CMECOBbIMU HUTKaMU. [pu aTom
cneayeTt UCNONb30BaTbh KAPTOH BbICOKOrO KauecTBa, MMEIOLLIMI XOPOLLYHO NAOTHOCTb. JJOKYMEHTbI
NnoALLMBalOTCA, NepenaeTatoTca Tak, YTobbl 6110 obecnevyeHo cBOOOAHOE YTEHMNE TEKCTA

¢. JoKyMeHTbI gena nogwmeatoTca, NepensieTatoTca B TPU AN YETbIPe NPOKO/A CypOBbIMU
HUTKamK. Mpun 3TOM cnesyeT UCNOIb30BATb KAPTOH A0CTAaTOMHOIO KAaYecTBa, MMEIOLLNI CPeaHIo
NAOTHOCTb. [lOKYMEHTbI NOALIMBAIOTCA, NEPENAETAOTCA TaK, YTOb6bI HbIN0 0becneveHo cBoboaHOe
YTeHMe TeKCTa

d. ﬂ,OKyMEHTbI Aena noawnBakoTcAa, NepenneTanTcA B YETbIPE NMNPOKOJ/1a CypOBbIMU HUTKaMU. I'IpM
3TOM C/ieaAyeT NCNo/1b30BaTb KAPTOH BbICOKOIoO Ka4yecCTBa, MMEPOU.LMVI NOBbIWEHHYHK NNOTHOCTb.
JOKYyMeHTbl NoALWMBAKOTCA, NepenneTaroTca Tak, yTo6bI 6bINO OBECNEYEHO CBO6OAHO€ YTeHUE TEKCTA

Bompoc 5
bann: 1,00

[lpn HanM4uMu B JUYHOM Jielie COTPYAHUKA HEBOCTPEOOBAHHBIX JIMUHBIX JOKYMEHTOB (yJOCTOBEpPEHUI,

CBUACTCIILCTB, TPYAOBBIX KHHUKCK, BOCHHBIX OUJIETOB K T.H.) OHHN

BbibepuTe 0AMH OTBET:

C o

d. BK1a4blBalOTCA B KOHBEPT, KOTOPbIM BMECTE C APYTMMU AOKYMEHTaMU NOoALLNBAETCA B AEeN0
C o

b. xpaHATCA y HaYaNbHUKa OTAENA KaapoB B ceidoBom LKady
C o

C. XpaHATcA B pailoBOM BapuaHTe
~

d. popmupytoTca B oTAENbHOE 410 apXMBa HEBOCTPEHOOBAHHbIX JOKYMEHTOB

Bomnpoc 6

Bann: 1,00

I/IH(i)OpMaIII/Iﬂ JIMYHOTI'O acja, rac un(bpaMn 1 NPOIMUCHIO YKA3bIBACTCA KOJIUYECTBO NIPOHYMEPOBAHHBIX JIMCTOB

B ACJIC, HATMYNE MTPONYHICHHBIX U JIUTEPHBIX HOMEPOB, KOJITMYECTBO JIMCTOB BHyTpeHHeﬁ OIIMCH acJia IIOMEIIacTCA

BbibepuTe 0AMH OTBET:

d. BO BHYTPEHHIOKO OMNMUCb Aena

b. Ha 060pOTHOW CTOpOHE NocNeAHero 4oOKyMeHTa

C. Ha I'IOCJ'IGAHMVI INCT 0610KKM Aenac BHYTPEHHeﬁ CTOPOHDI

d.B NNCT-3aBEpPUTEIb AeNna
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Bonpoc 7
bann: 1,00

Kakoe IpaBUJIO HE 0053aTelIbHO K HCIIOJIHCHUIO IIpu U3MEHEHHUHU COCTaBa HOKYMEHTOB JIMYHOTO [O€J1a

(I/I3’L$[TI/IG, BKJIIOUCHHUC NTOKYMCHTOB, 3aMCHA UX KOIMUAMU U T.l'[.) ?
BbibepuTe 0AMH OTBET:

a. U3MeHeHus 0653aTesIbHO 3aHOCATCA B rpaq)y «I'Ipmmeanme» OMUCK CO CCbIZTKaMM Ha
cooTBeTCTBYHOWLMNE OOKYMEHTbLI, HA OCHOBAaHUK KOTOPbLIX MPOU30LW0 U3bATHUE, JOMNOSTHEHNE, 3aMEHA
KonnMamum n 1.n.

b. nsvatune AOKYMEHTOB U3 TMYHOTIO gena Heaonyctmumo
C. nepecoctaBnAeTca INCT-3aBepuTenb gena

d. nepecocTaBaseTca UTOrosas 3anmcb K BHyTPEHHEN onucu aena

Bonpoc 8
bann: 1,00

B MPUBCACHHOM MPUMEPE MOJOKCHUA O MYHUIIUIIAJIBHOM apXHUBC JOKYMCHTOB I10 JINYHOMY COCTAaBY YKa3aHO
BbibepuTe 0AMH OTBET:

a. YTO yypexaeHne NPMHMMaAET Ha OCHOBE 3aK/II0YEHHbIX JOFOBOPOB U B COOTBETCTBUM C
rpaduKamm oT yuperKaeHuIi, opraHn3aumnin n NpeanpuUATUA-UCTOYHUKOB KOMNIEKTOBAHNA ApPXM1Ba
[OKYMEHTbI N0 IMYHOMY cOCTaBy, 06paboTaHHbIe U YUYTEHHbIE COFNAaCHO YCTaHOBAEHHbIM NPaBuMaam, a
TaK e JOKYMEHTbI OT IMKBUAMPOBAHHbIX OPraHU3aLmii, He UMELLMX NPaBONPEEMHUKOB

b. 4TO apxmB BbINOAHAET BCe onepauym Ha 6e3Bo3mMe3HON OCHOoBE

C. apXMB BbIAAET NO 3aABNEHMAM rpaXK4aH TO/IbKO apXMBHbIE CNPaBKK, NOATBEPKAAIOLLNE TPYA0BOW
CTaXk, pasmep 3apaboTHOW NaaThl U Apyr1ue Bonpocsl, Heobxoaumble ANA 0POPMAEHNA NEHCUI
rparkaaHam 1 peleHuns Apyrmx coumnanbHO-NPaBoBbIX BONPOCOB

d. ydypexaeHne He MMeET NMpaBa OKa3blBaTb y4YpexXgeHUAM, OpraHn3aumnam, npeanpmnaTnam
MEeTOANYECKYIO, N MPaKTUYeCKY0 NOMOLLb B NpoBeaeHNUN SKCNEPTU3bl U ynopAao4YeEHUN JOKYMEHTOB

Bonpoc 9
Bann: 1,00

B cmmckax ApXHUBOB HOKYMEHTOB II0 JIMYHOMY COCTaBy IIpU IPUCBOCHUU (I)OHIIOB YUPCKACHUAM U

MPEINPUITUAM UCIIOIB3YETCS
BbibepuTe ogMH OTBET:

d. YncnosaAa HymepauuA
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-
b. 6ykBeHHO-LMPpOBas

C. ChoBeCHO-4ncnosan

d. umdposan

Bonpoc 10
bann: 1,00

Benenne mMIHBIX e 00s3aTeIBHO KaIpOBOH CITy>KOOH 1 XpaHEHHE B OpTaHU3aIlUH 0053aTEIBHO
Bbibepute 0aMH OoTBET:
a. ana OO0 n OAO
b. Ansa Bcex rpaxkaaH Ha Tepputopun PO
C. ANA 06pa3oBaTeNbHbIX yupeaeHui PO

d. Ha rocyaapcTBEHHOM rpa*kaaHCKOM ciy»kbe

KoHTponbHble meponpuatua K Pasaeny Ne3
MpakTHUyeckoe 3agaHue 2

N3yunTe matepuman MNMpasua opraHn3aunm XxpaHeHMA, KOMMNIEKTOBAHMA, YYETA N UCNO/b30BAHUA
OOKYMEHTOB apxMBHOTo GpoHAa poccuiickon deaepaumm n Apyrmx apxXmeBHbIX LOKYMEHTOB B
rocy4apCTBEHHbIX OpPraHax, opraHax MecTHOro camoynpassieHua n opraHunsaymax» ot 07.09.2015r.,
0cob6eHHO pa3gena 5, a TakKe NoBTOpPUTE MaTepuan nekumm 2 «Mcnosb3oBaHMe apXMBOB MO IMYHOMY
coctaBy» Pasgena lll «OnncaHune, NOUCK U UCNOIb30BaHWE apXMBOB MO IMYHOMY cOCTaBy». [lonb3yAck
06pa3L oM, COCTaBbTE APXMBHYIO BbIMUCKY, KOTOPaA AOMKHA coAepKaTb HE MeHee 3 MYHKTOB.

5.10. ApxuB opraHu3aL MM pacCMaTPMUBAET U UCMOHAET 3aNpOChbl, NOCTYNMUBLLME B MUCbMEHHOM
dopme.

3anpoc nosib3oBaTenn A0/KEH CoAepKaTb CleayoLLyo MHbopmaumio:

1. HauMeHOBaHWe PUANYECKOTO LA — aBTOPA 3anpoca (4ns rparkaaH — damunaum,
MMEHW, OTYECTBA, NPW HAIMYUU NOCNESHErO);

2. MOYTOBbIN U/UNN 3NEKTPOHHBIN aapec, N0 KOTOPOMY A0/KeH BbiTb AaH OTBET;

3. CBEAEHUSA, MHTepecyoLMe Noib30BaTe/A U XPOHOIOTMYECKME PaMKM 3anpallnBaeMon
nHbopmauuuy;

4, dopmy nonyyeHus nonb3osaTtesem MHoopmauumn (MHGOPMaLMOHHOE NMNUCbMO,

apXMBHas CNpaBKa, apXMBHas BbINWCKA; apXMBHAsA KOMUA, TEMAaTUYECKMI NepeyeHb, TeMaTUYeCcKui
0630p AOKYMeHTOB)7;

5. JIMYHYI0 NOANMCb aBTOPA 3anpoca (rparkaaHUHA UKW AO0/IKHOCTHOTO AnLaA);

6. naty.
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Mpu nocTynieHUn B apxmns opraHM3aLmm MHTepHeT-obpaLleHns (3anpoca) nob3osaTens ¢
YKasaHMeM agpeca 3/1eKTPOHHOM NoYTbl M/UAM NOYTOBOrO agpeca, eMy HanpaBaseTcs yBegomaeHue o
npueme obpalleHus (3anpoca) K PacCCMOTPEHUIO UM MOTUBUPOBAHHbII OTKa3 B PaCCMOTPEHUN.
MpuHATOE K paccMoTpeHuio obpalleHue (3anpoc) pacneyartbiBaeTca U B AafibHerwem paboTta ¢ HUm
BEAETCA B YCTaHOB/IEHHOM nopAaaKe.

Ha 3anpocbl TemaTM4YeCcKOro xapaktepa, NocTynuBLLME B apPXMB OPraHM3aLmnmn no
NHGOPMALNOHHO-TENEKOMMYHUKALMOHHOM CETU, B TOM YMCae NO ceTu MHTepHET, OTBET MOMKET ObITb
HanpaB/ieH B BUAE 3NEKTPOHHOIO AOKYMEHTA NO YKasaHHOMY aBTOPOM 3aMpoca 3/IEKTPOHHOMY agpecy.

3anpoc Ao/KeH b6bITb 3aperucTpupoBaH B TedeHMe Tpex pabounx gHeil C MOMeHTa ero

NOCTYNNEHUA.

3anpoc, He OTHOCALMIACA K COCTaBY XPaHALLMXCA B OpraHM3aumMm OKYMeHTOB (HenpoduabHbIii
3anpoc), B Te4eHNN7 AHel co AHA PerMcTpaLmm 3anpoca HanpasaseTca B OpraHn3aumio, rae moryTt
XpaHWUTbCA HeobXoAMMble AOKYMEHTbI C yBegomieHem 06 3TOM Nosib3oBaTens.

3anpoc, NOCTYNUBLLMIA B apXMB OpraHM3aLmn, UCNONHAETCA B YCTAHOB/IGHHOM MOpPAAKE B
COOTBETCTBUM C TPeHOBaHNAMM 3aKOHOAATENbHbIX M MHbIX HOPMATUBHbIX MPABOBbLIX aKTOB Mo paboTe ¢
0b6paLLeHMAMM FpaXKaaH 1 NPeaoCcTaBNEHUIO FOCYAaPCTBEHHBIX (MYHUUMNAAbHBIX) YCAYT.

OTBeT Ha NOCTYNMBLLMIA B apXMB OpraHu3aLMm 3anpoc npeaocrasaseTtcs B TedeHne 30 gHel co
AHA ero peructpaummn. C paspelleHns pyKoBoACTBa OpraHn3aLmum 3TOT CPOK MOKeT BbITb NpoaaeH He
6onee yem Ha 30 gHel, c yBeAOMAEHMEM 06 3TOM 3asBUTENS.

5.11. OTBeTbI Ha 3aNpOChbl N0/b30BaTE/Iei, B TOM YMC/Ie OTBETbI Ha 3aMpPoChl rpaxaaH
COLMaNbHO-NPaABOBOro xapakTepa, ohopmMAAOTCA B GopMe apXMBHOM CNPABKU, apXMBHOM BbIMUCKMU U
apXMBHOWM KOMWK, COCTaBNEHHbIX Ha B1aHKe opraHM3aumn (apxmea opraHusaunm), obopMaEHHbIX U
3aBepeHHbIX B YCTaHOBNEHHOM NOpPAAKeE.

MpyY OTCYTCTBUMN LOKYMEHTOB, HEOHX0AMMBIX AN UCNOJIHEHWA 3anpoca COLUMaNbHO-NPAaBOBOro
XapaKTepa, COCTaBNAETCA OTBET 06 MX OTCYTCTBMM C yKa3aHMEM NPUUYMH Ha BiaHKe opraHmsauun. B
C/lyyae oTpuLLaTeNbHOrO OTBETA MUCbMO, CoAeprKalliee MHPopmaLumio 06 yTpaTte uam rubenu
HeobX0AMMbIX AOKYMEHTOB, AO/IKHO BbiTb 3aBEPEHO NevaTbio OpraHM3aLmm.

%k k kK

5.13. ApxuBHbIe BbIMUCKN N apXUBHbIE KONUM 0DOPMAAIOTCA Ha BraHKe opraHusaumm (apxmsea
opraHusaumm) c o6osHaueHnem HasBaHMA BUAA goKymeHTa: « APXMBHASA BbIMUCKA», « APXUBHAA
KOMnA».

B apXMBHOﬁ BbIMNCKE Ha3BaHWE AOKYMEHTa, ero HOMep U 4ata BOCNpon3sBoaATCA NOJIHOCTbHO.

BbINMCKa Npon3BOAMTCA TONIbKO U3 AOKYMEHTA, B KOTOPOM COAEPHKUTCA HECKOIbKO OTAE/bHbIX,
He CBA3aHHbIX MeXXay coboi BOMPOCOB. BbINMCKa A0/1XKHA BOCNPOU3BOANTD MONHbIM TEKCT YacTn
AOKYMEHTa, OTHOCFILLI,e[;ICH K 3anpocy.

N3BneyeHnem 13 Tekcra AOKYMEHTa O0/1KHbI 6bITb ncyepnaHbl BCE Umerwmneca gaHHble no
3anpocy. Hayano u KoHew, KaXX40ro u3BsievyeHuns, a TakxKe NPonyCcKn oTAe IbHbIX C/I0B B TEKCTE
AOKYMeHTa 0603HavaTCA MHOTOTOYNEM.

B apXMBHOﬁ BbIMUCKE O0/1KHbI 6bITb cAenaHbl COOTBETCTBYHOWME NPUMeYaHNA N OroBOPEHbI
4aCTU TEKCTa OpUrnHana, Hepa36oquBo HanncaHHbIE, NCMpPaB/IEHHbIE aBTOPOM, HE nNogaatouineca
NPOYTEHUIO BCNeACTBME noBpeXaAeHNA TEKCTa U APYTMM NPUYNHAM. OTaenbHble cnoBa n Bblpa*XeHnAa
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AOKYMEHTA, BbI3blBalOLLME COMHEHMA B UX TOYHOCTU, a TaKXKe UCMpaBAeHUA, NOAUYNCTKHN, Bbi3blBatoLme
COMHEHMe B UX JOCTOBEPHOCTU, OTOBapPMBAtOTCA MOMETamMU: «TaK B JOKYMEHTE», UK «B TeKcTe
Hepa36opunBo», namn «TaK B TEKCTE opurMHana». Mocne TeKCTa apXMBHOM BbIMMCKM YKa3blBalOTCA
apXMBHbIW WNPP M HoMepa INCTOB eANHNULLBI XPaHEHWA aPXMBHOMO AOKYMEHTA.

Ecnu BbINUCKa 3aHMMaeT 60/iee 04HOrOo IMCTA, APXMBHbINM WUP M HOMEpPA JINCTOB eANHULbI
XPaHEHMUA apXMBHOIO AOKYMEHTa YKa3blBalOTCA Ha 060pOTe KaK40oro IncTa.

ApXMBHbIe LLIM(I)pr N HOMEpPa NINCTOB eAnHNL XpaHEHNA AOKYMEHTA NPOCTAaBAAKOTCA Ha 060p0Te
KaX40ro nncrta apXMBHOﬁ Konuwn.

ApPXMBHAA BbINMUCKA M apXMBHAA KONUA NOANMCLIBAOTCA PYKOBOAMTENEM OpPraHmM3auLmnm nnm
UHbIM YNOZTHOMOYEHHbIM UM A0/1KHOCTHbIM TMLLOM U 3aBEPAKOTCA NEeYaTbio OpPraHn3auUunmn.

Bce ANCTbl apXMBHOM BBIMUCKM U @apXMBHOM KONMUM A0NXKHbI ObITb MPOLWMNTLI, MPOHYMEPOBAHbI U
3aBepeHbl aHa/IOrMYHO TOMY, KaK 3aBepPAETCA MHOTOCTPaHMYHAA apXMBHAA CNpPaBKa.

5.14. NoAroToB/eHHblE aPXMBOM OpraHM3aLmMm OTBETbl Ha 3anpochl (apXMBHbIE CNPaBKM,
apXMBHbIE BbIMUCKU N apPXUBHbIE KOMWUK) HanpaBAAOTCA 3aABUTENAM NO MNOYTE AN BblAAKOTCA:
3aABUTENIO — NPU NPeabABAEHUN JOKYMEHTA, YA0CTOBEPAIOLLENO IMYHOCTb, €70 NPeACTaBUTENAM — NPU
npeabsABAEHUN OKYMEHTA, YAO0CTOBEPAIOLWErO IMYHOCTb U AO0BEPEHHOCTU, 0OPOPMIEHHON B
yCTaHOBNEHHOM nopsaake. MosyyaTesib apXMBHOM CNPaBKKU, apXUBHOM BbIMUCKU UM aPXUBHOW KONUK
pacnucbiBaeTcs Ha BTOPOM 3K3eMMNIsAPE NoJIy4aeMOoro AOKYMEHTa, OCTaloWeMca B Aeflax apxuBa
OpraHusaLmm, ¢ ykasaHMeM AaHHbIX NacnopTa Uam Apyroro AOKYMEHTa, YA0CTOBEPAIOLLErO IMYHOCTb
nosaydarens.

5.15. ApxuBHble CNpPaBKn, apXMBHbIE BbIMUCKU U apXMBHble KOMWKU, Hanpassaemble B
rocygapcrtsa, nognucaslume Maarckyto KoHBeHUUto 1961 r., B COOTBETCTBUU C KOTOPOI He TpebyeTca
KOHCYNbCKana feranmsauma opmumanbHbIX 4OKYMEHTOB, 3aBEPAOTCA NPOCTAaBAEHMEM U 3aNOJHEHMEM
CNeunanbHOro WTamna - anocTuAA.

ANOCTMAb Ha aPXMBHbIX CMPaBKax, apXMBHbIX BbIMUCKAX M aPXMBHbIX KOMMUAX, NOATOTOB/IEHHbIX
denepanbHbIMM OpraHaMM rocyaapCcTBEHHOM BAACTU (Kpome Tex, KoMy TaKoe NpaBo NpesocTaBAeHO
HOPMaTMBHbIMM NPABOBLIMM aKTaMM) NPOCTaBAAET dpeaepasbHbll OpraH UCNONHUTENbHOM BAACTH,
YNOAHOMOYEHHbIN B chepe apxXxMBHOTO aena.

Ha apx1BHbIX CMpaBKax, apXMBHbIX BbINMMCKAX U aPXMBHbIX KOMUAX, MOArOTOB/AEHHbIX
OpraHM3auMAMM, PacroNOKEeHHbIMM Ha TeppuTopun cybbekToB Poccuiickoit Peaepaumm (Kpome Tex,
KOMY TaKoe NpaBo NpeAoCcTaB/ieHO HOPMATUBHbLIMM NPaBOBbIMMW aKTaMu), aNOCTUNb NPOCTaBAAETCA
opraHaMu UCMONHUTE/IbHOW BNacTU cybbeKToB Poccuitickoii ®eaepaunn, ynoTHOMOYEHHbIMM B chepe
apXMBHOTO Aena.

MpocTaBneHne anocTMAA Ha apXUBHbIX CNPaBKax, apXMBHbIX BbIMMCKAX M apXMBHbIX KOMUSAX,
NOArOTOBNEHHbIX aPXMBAaMM OPraHM3aLLMiA, OCYLLECTBAAETCA NOC/E UX MUCbMEHHOTo 06paLlLeHus, ¢
npeacraBieHMemM B YNOJIHOMOYEHHbIV MpaButenbcTBom Poccuiickon ®epepaunn desepanbHblii opraH
NCMNONHUTENBHOW BNACTU UM OpraH UCNOHMTENbHOM BAacT cybbekTa Poccuitickoii degepaumu,
YNO/IHOMOYEHHbIV B cdepe apxMBHOTO Aea, 06pasL,oB NOANUCEN, C NOATBEPKAEHMEM NOJHOMOYUI Ha
NpaBo NOAMNMCK KOHKPETHbIX A0MKHOCTHbIX /ML, a TakKe 06pa3LoB nevyaTen.

AnNocTuAb He NPOCTaBAAETCA Ha AOKYMEHTaXx, NpeAHasHauYeHHbIX 414 HanpaBieHus B
rocyAapcrsa, C KoTopbiMu Poccuitickana deaepalms 3aka0umMna 4OroBopbl O NPaBoBOM MOMOLLM U
NPaBOBbIX OTHOLIEHUAX MO FPAXKAAHCKUM, CEMEMHbIM M YTONOBHbIM AeNaM, a TaK»Ke B rocyZapcTsa -
yyacTHUKKM CHT, noanucaswme CornaweHune o NpUHUMNAx n Gopmax B3ammogencTensa B obiactu
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MCMNOb30BaHNA apPXMBHOM MHDOPMALMM, UAKN C KOTOPbIMU UMEIOTCA ABYCTOPOHHME COrNaLleHna o
CoTpyAHuYecTse.

B C/ly4ae OTKa3a B NPOCTaBEHNN aNOCTUNA 3aABUTEJIHO B TEHEHUE TPEX pa6oqu AHEVI
HanpasaAeTCcA NCbMeHHOE COO6LLI,€HVI€ O NPUYnHe OTKasa.

JleKuMOoHHbI maTepuan

ApXMBHbIE CNPaBKU, BbIMNUCKM U KONUM BblAAKOTCA Ha OCHOBAHUU NUCbMEHHOTO 3anpoca
dU3NYECKoro Nn IPUANYECKOrO IMLLA, KOTOPbI A0NKEH COAEPKATb HAaMMeEHOBaHWe (M aapec Npu
nepecblake) opraHn3aunn (apxmsa), KOTOPON OHM aflPecoBaHbl; U310MKeHMe CyLLLecTBa BONPOCa;
damumanio, ma 1 oT4ecTBO 06PALLAIOLLErOCS; €0 aApec, KOHTaKTHble TesiedOHbl; AaTy U INYHYIO
nognuce. B 3anpoce, coaeprraliem Npocbby 0 NoATBEPKAEHUN TPYA0BOTO CTaxKa UaAn pasmepa
3apaboTHOI NAaThl, YKa3blBAKOTCA KpaliHWe AaTbl, MECTO U A0NKHOCTb PaboTbl.

BblgaHHble apXuBHble CPaBKM, KONMUU U BbIMUCKMN U3 AOKYMEHTOB PErMCTPUPYIOTCA B XKypHane

no popme.
lMpunoxeHue 3
ﬂpumepuaa ¢opma )Kypuana pervcrpali BbIAaHHBIX CNPABOK, KOIIM‘I, BbINMUCOK
KYPHAN
perncrpayiy BblAaHHbIX CNPaBokK, KOI'IH“, BbINWCOK
Hazsanue Dar
Aarawn GbIAAHHOrO " "':“': . Pacnucka
No Asvop 3anpoca, perucrpa- Copep- AOKYMeHTa cfuonn:ﬁ g nony- Npwse-
aln nex. N, para, UMOMMBIA Hamue (konua, HoMep qeHnn plpLa
appec, renedon HoMep sanpoca ebinncKa, | o oro | WTMAATA
3anpoca cnpaexa A OTNPaBKK
W Aap.) AOKyMeHTa
1 2 3 4 5 6 7 8

ObpauwieHus 2paxdaH, 8 KOMoOpPbIX omcymcmayom amuauu, adpeca u nodnucu obpauwyaroWuxcs,
cYuUMarOmMca GHOHUMHbLIMU U He 1001eXam paccMompeHuto.

B cnyyae ecnu 8 obpaweHuU npedcmasaeHa HenosaHAA UHGHOPMAayUs o 3anpauwiusaemMslix c8e0eHUAX
(Hanpumep, He YKa3aHO CMpyKmypHoe nodpasoesneHue Uau 3a Kakue 200bi mpebyemcs
nodmeepxcdeHue o mpydosom cmaxce, 3apabomHoli naame u 0p.), apxus 0643aH 3anpocums y
3asA8umesa 00nosHUMenbHole c8e0EHUS.

CpOK UCnOAHEHUA 3aMpPoCco8 CoyUasabHO-MPAsoB020 Xapakmepa 2pamc0aH U op2aHusayuli no
O0KyMeHmMam apxusa He 0oaxeH npessiiams 30 OHeli co OHA peaucmpauuu obpaweHus. Mpu
C/IOMCHBIX 3AMPOCax CPOK Moxcem bbimb NpoodneH, Ho He 6osee yem Ha 30 OHell, ¢ 06a3amesnbHbIM
ysedomseHuem 06 amom 3aa8umers.

B cayyae nocmyrineHuUs 8 apxue HerpogusabHO20 3anpoca (He Mo Ha3Ha4eHuro) 3anpoc nepecslaaemcs

1o NpuHadnexcHocmu 8 dpyaue op2aHU3aAuUU Uau apxusbl 8 5-0HeaHbIl CPOK ¢ MomMeHma 0bpawjeHus, o

yem 0o800umcAa 00 ceedeHus 3a98umers.
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lNpunoxenue 2

Mpumep odopmeHHS APXUBHON BBINHCKN
OTKPBITOE AKUMOHEPHOE OBLLECTBO 11.10. Cummubinon
“MbITULUMHCKUIA XNOMOK” yn. Crpoutenen, a. 8, k6. 115,
ApPXHBHAA BHINKCKA MocKkoBcKkan 0bnacTy,

r. Mobeputy, 140006
30.06.05 N2 05-16/8

r. Mocksa

W3 NPUKaA3a o1 24.07.75 N2 62-K AnpexTopa
MBTHLUUHCKOTO XNONUATOOYMAXHOro KOMOMHATA

B uensax NOBbULEHHA TBOPUECKON AKTMBHOCTH PAabouHX OCHOBHBIX NPOGECCHi, BHIABNEHNA K pac-
NPOCTPRAHEHUA BHICOKONPOMUIBOANTENBHBIX METOROB PAtOTH HA KOMOMHATE NPOBOANNCA KOMKYPC
padouero MacTepcTea No NPAAUNLIIMLAM M TKAUaM (TaK 8 AOKYMeHTe), B COOTBETCTBMM C YTBEPKACH-
HBIMK YCNOBHAMK NO NPOBEEHMIO KOHKYPCA, NPUKA3BIBAK:

1. Npemuposats NobeanTeNnen KOHKYPCa pabouero MacTepCTaa, 3aHABIWKMX NPU3OBLIe MeCTa:

4, Cummusiny 1110, - npaaunbmuy - 3-e MecTo.

NuperTop KombnHata @, o H.A. @omunues
COrnacoBanlo ¢ NPOGKOMOM k/ ?‘»U 0.B. Xapnamosa

Ochosanue: on. 2 n/c, 4. 103, 0. 57

Bepwo:

lenepanbumn gupexTop odlecTea % 11‘ KA. Kpenertos

Nyz2avesa NMo6oss NleonudosHa
345-78-56

Tecm k pasdeny Ne3

Bonpoc 1
bann: 1,00

Omnuch ACJI 110 JIMYHOMY COCTaBy BKJIIOYACT B ce6${
Bbibepute ogMH OTBET:

a. HauMeHoBaHWe opraHMsauumu; Homep GoHAA; MOPAAKOBbIN HOMEP; UHAEKC Aena (Npy HaAnYum
HOMEHKNATYpbI fieN1); 3aro/I0BOK AeNna; AaTa Aefa; YMC/Io IMCTOB B Aese

b. HameHoBaHWe opraHusauum; Homep GoHAA; MOPAAKOBbIN HOMEP; MHAEKC Aena (Npu Hanuunn
HOMEHKNATYpbl Ae); 3aroN0BOK Aena; AaTa AeNa; YAC/I0 IUCTOB B Aeie; NpumMmedaHue (ecnm ecTb)
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C. HAMMEHOBAHME OPraHN3aLLMK; CTPYKTYPHOTO nogpasaeneHus; Homep ¢oHAa; NopALKOBbIN
HOMep; MHAEKC Aena (MpY HaNMuMM HOMEHKNATYpbl AeN); 3aro/I0BOK Aena; AaTa AeNa; YUCIO0 IMCTOB B
Aene; npMmedaHue

d. HaumeHoBaHuKe OopraHun3sauuun, Homep CI)OH,D,a; FIOpFI,CI,KOBbIﬁ HOMepP; UHOEKC Aena (an Han4ynm
HOMEHKNATypbl ,D,EII),' 3aro210BOK Aena; gata gena; 4Ymcao 1MCToB B Aene; AaTty nepeaadm (I)OH,D,a

Bonpoc 2
bann: 1,00

BriGepute HeBepHOE yTBEPKICHNE
BbibepuTe 0AMH OTBET:
a. Onucb Aen no IMYHOMY COCTaBY COCTABAAETCA B TPEX IK3eMNAApax
b. Onucb Aen no IMYHOMY COCTaBY COCTaBASETCA B TPEX IK3EMMIAPaAX
. OnNuncb AOKYMEHTOB MOXKET BbITb COCTAB/IEHA MO XPOHO/IOTUYECKOMY WU CTPYKTYPHOMY
NPUHLMNY, KOTOPble 06bIYHO COYETAIOT B OZHOM ONUCHK: B KaXKA,0M XPOHONOrMYECKoN rpynne gena

pacnpenenAaroTcAa B COOTBETCTBUU CO CTPYKTYPHbIM noapasgeneHnem

d. Onucb Aen No AMYHOMY COCTaBY — YYETHbIN AOKYMEHT, KOTOPbIN COAEPKUT NepeyeHb
AOKYMEHTOB Aen No IMYHOMY COCTaBY C YKasaHWeM MHAEKCOB, Ha3BaHWIA OKYMEHTOB 1 Ap.

Bonpoc 3
bann: 1,00

IIpn cocraBieHMHM OMMCH €l IO JIMYHOMY COCTaBy II0 HOMHMHAJIBHOMY NPHUHIMITY

3aroJIOBKU JIE€J1 B OIIMCH UJYT B CIECAYIOLIEH MOCIEN0BATENBHOCTH:
Bbibepute oaAnH OTBET:

a. ivueBble cyeTa paboumx v cayKalLmx no 3apaboTHOM naaTe (pacyeTHble BEAOMOCTM MO
3apnsiaTte); CNUCKM IMYHOTO COCTABa; JIMYHbIE AeNa; HeBOCTPeboBaHHbIe INYHbIE NOAJ/IMHHbIE
AOKYMEHTbI YBOJIEHHbIX PABOTHUKOB (MPUY OTCYTCTBUM OTAE/IbHOM ONUCH)

b. TPpyAoOBblE 00roBOpbI (COI'ﬂaLIJEHI/I‘r'I); dKTbl O HECHACTHbIX CNy4aAax

C. CMUCKM IMYHOTO COCTaBa; KapTOUYKM NO YUYETY IMYHOrO COCTaBa; INYHbIe Aena; TPYAOoBble
O0roBopbl (cornaweHus)

d. NPpuUKas3bl (paCI'IOpFl)KEHVIﬂ) Nno INYHOMY COCTaBy; CMNUCKN JIMHHOTO COCTaBa, INYHbIE A€eNna,
KapPTO4YKK NO y4eTy JIMYHOIo CoCtaBa

Bonpoc 4
bann: 1,00
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Kakomy HOpMaTMBHOMY NOKYMEHTY NMPHUHAUICKUT CTaThsi 24, koTopas riacut: «COop,
XpaHEHWE, UCIOJIb30BaHUE M PACIIPOCTPaHEHHE MH(POPMAIIUU O YACTHOM JKU3HU Jnia 0e3 ero
cormacusi He jomyckaercs. Opranbl TOCyJapCTBEHHOM BJIACTM M OpPraHbl MECTHOTO
CaMOYIpaBJIEHUS, UX JOJKHOCTHBIE JIMIa O0S3aHbI O00€CHEeYUTh KaXKIOMY BO3MOKHOCTh
03HAKOMJICHHUS C IOKYMEHTaMU U MaTepHallaMi, HEMOCPEICTBEHHO 3aTParuBaollMMU €ro rnpana

1 CBOOO/IbI, €CITM MHOE HE MPEyCMOTPEHO 3aKOHOM»?
Bbibepute oguH oTBET:

a. TpyaoBoit Kogekc PO

b. KoHcTuTtyuma PO

C. 3aKOH P® «O nepcoHanbHbIX AaHHbIX» Ne 152-d3

d. PepepanbHbiit 3aKoH 0T 22 okTAbpA 2004 roga Ne125-d3 «0O6 apxmMBHOM aene B PoccuiicKom
depepaunn»

Bonpoc 5
bann: 1,00

Haiigure numnee: 3amnpoc conuanbHO-MPABOBOTO XapaKTepa ...
BbibepuTe oaAnH OTBET:

a. 9TO 3aNpocC 0 NOATBEPKAEHMM TPYA0BOTO CTaxKa UAN pasmepax 3apaboTHOW nnaTtol,
HarpakaeHumn, NPUCBOEHUWN 3BaHUI, NoAyYeHUsa obpa3oBaHmA 1 T.N.

b. 3T0 3anpoc, cBA3AHHbIN C BOCCTAHOB/IEHWEM POLCTBEHHbIX CBA3EM, UCMOJIHEHME KOTOPOTO
ABNAETCA NJATHOW YCNYyroi apxmea

C. 3TO 3anpPOC KOHKPETHOro nua nan opraHnsauunu, CBA3aHHbIN c obecneyeHnem npaB 1N 3aKOHHbIX
MHTEpecCoB rpa*xaaH

d. BblgaeTca becnnaTHo B Gopme apXMBHOM CNPaBKKU, apPXMBHOMN KONUKN U apPXMBHOM BbIMUCKK

Bonpoc 6
Bann: 1,00

CpoOK HCTOIHEHUS 3alIpOCOB COLUANBHO-TIPABOBOT0O XapaKTepa rpakaaH U OpraHu3anuil 1no

JOKYMEHTaM apXHBa HE JIOJHKEH MPEBHINIATh nHei. [Ipu CIoKHBIX 3ampocax CpoK MOMKET
OBITH TPOJJICH, HO He Ooyiee YeM Ha IHEH, ¢ 00sA3aTeNbHBIM yBEJOMJICHHEM 00 3TOM
3asBUTEIIA

BbibepuTe ogMH OTBET:
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a. 30 KaneHZapHbIX AHEN Co AHA perncTpaumm obpauweHms; 30 gHel

=
b. 30 aHe co gHA perncTpaummn obpalteHns; 15 gHel

i . N
c. 30 KaneHAapHbIX AHEWN co AHA perucTpaumm obpalleHmn; 15 gHei

i . N
d. 30 pabouunx gHei co aHA perncTpaumm obpalleHus; 30 gHel

Bonpoc 7
bann: 1,00

Wmerommecst B JMYHBIX JieNaxX JIMCTKH IO Y4YETy KaApoB, aHKETHI, aBTOOMOTpaduy, COOCTBEHHOPYIHO
COCTaBJICHHBIC 3asBUTEIEM, HAa KOTOPBIX OTCYTCTBYIOT OTMETKM O MNpPOBEpKE HMEIOUIMXCS B HHUX CBEICHHUH Ha

OCHOBAaHUMU Hpe}lCTaBHeHHbIX IMOJIMHHBIX I[OKyMeHTOB 201058 CHpaBOK
BbibepuTe ogMH OTBET:

a. MOTYT CNY}KMUTb OCHOBaHWEM AN BblAa4M apXMBHbIX CMPaBOK O TPYAOBOM CTaXKe npu
NMMCbMEHHOM paspeLleHnn AMpeKTopa apxmea

b. MOryT cnyunTb OCHOBaHMEM ANA BblAa4M aPXMBHbIX CMPABOK O TPYA0BOM CTaxKe

C. MOTYT C/IY}KUTb OCHOBaHWEM 4/1 Bbl4a4M apXMBHbIX CMPABOK O TPYAOBOM CTaXe npu
NMMCbMEHHOM pa3speLleHnn ANPEKToPa OpraHu3aumn, rae paboran CoTpyaHNK

d. He MOTYT CNYXKUTb OCHOBaHMEM ONA BblAa4N aPXMUBHbLIX CMNPaBOK O TPyA0BOM CTaXe

Bonpoc 8
bann: 1,00

Vxkaxure HCBCpHHﬁ BapHaHT: «B xadectBe JAOKYMCHTOB, TOATBCPKAAIOMINX prZ[OBOfI CTax, IJId

COCTaBJICHUS CITPABKH MIPHU OTCYTCTBUH IIPHUKA30B MO JIUIHOMY COCTaBY MOTYT OBITh HCIIOJIB30BAHHI ...»

BbibepuTe 0AMH OTBET:

i“‘ .

a. NpUKasbl N0 OCHOBHOW AEATENbHOCTU
-

b. aHKeTa
. .

C. IMueBble cyeTa No 3apaboTHOM nnarte
-

d. wraTHOE pacnMcaHue opraH13auum

Bonpoc 9

bann: 1,00
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IIpu BbIgaUe MOUIMHHOTO JOKYMEHTA M3 apXuBa MO JUYHOMY COCTaBy MOJydaTelb MOAIUHHOIO JIMYHOTO
JIOKYMEHTA JTOJDKEH pacHcaThCs Ha 000poTe KOMMH JTMYHOTO0 JOKYMEHTa, OCTaomIeiics B apxuBe opranmsanud. [Ipu

OTOM B paClMCKE YKa3bIBACTCA

BbibepuTe 0AMH OTBET:

-
a. KOHTPOAbHanA AaTa BblAa4M AOKYMEHTa
-
b. cteneHb poacTea
-
C. NacnopTHble AaHHble 3aABUTENA
d. uenb 1 CPoKU BblAAUM AOKYMEHTA
Bompoc 10
bann: 1,00

I[ena, COoACpIKAIINC NOKYMCHTBI 11O JINYHOMY COCTAaBYy BbLAAIOTCSA BO BPEMCHHOC ITOJIb30BAHUEC U3 XPAHUJINIIL HA

CPOK, HE IIPEBBIIIAIONIUI:

BbibepuTe oguH OTBET:

a. 3 MecALa BO BpeMeHHoe No/ib30BaHue A8 ApYrMx opraHusaunii

b.3 mecAaua anAa Mcnonb3oBaHNA AOKYMEHTOB B YNTA/ZIbHOM 3an€e

c. 1 mecaueB A1A 3KCNOHMPOBaHWA LOKYMEHTOB

d. 2 mecsAua Ana Mcnonb3oBaHUA PaboOTHMKAaMM OpraHn3aLmum

KoHmponbHasa paboma no ducyunnauHe

Apxuebl no Au4HoMy cocmasy
OTBeTbTe Ha BbIBOP Ha 5 BOMPOCOB M3 NpUIaraeMoro crnmcka.
Kaxkablin oTBeT Ha 3-4 npeanoxeHua — 1 ab3al, fo/KeH 6biTb apryMmeHTUpPOBaH M AOKa3aTe eH.

[aiTe onpepeneHve NOHATUIO «KaapOBas AOKYMEHTaUMA», « AOKYMEHTbI MO IMYHOMY COCTaBY».
Kakoe mecTo B KaZpOBOM AOKYMEHTALMM 3aHUMAIOT LOKYMEHTbI MO JIMYHOMY COCTaBy?
Mepeuyncante BUAbI LOKYMEHTOB MO JIMYHOMY COCTaBY.

Moyemy TaK BarKHO 0b6ecneynTb COXPAaHHOCTb AOKYMEHTOB MO IMYHOMY COCTaBy?

HasoBuTe JOKYMEHTbI MO IMYHOMY COCTaBY, MMetoLMe A0F0BPEMEHHbIN CPOK XpaHeHUs.
KaKkne LOKYMEHTbI Mo IMYHOMY COCTaBY MMEIOT KPAaTKOBPEMEHHbIN CPOK XpaHeHUs?

HasoBuTe AOKYMEHT, yTBEPAMBLUNI NPUMEPHOE NOJI0XKEHWE O paioHHOM (ropoackom) Apxuee
AOKYMEHTOB NO JIMMHOMY COCTaBy. M3 CKO/IbKMX YacTeli OH cocTouT? MepeyncanTe ux.

Llenb cozgaHuna Apxnea AOKYMEHTOB N0 IMYHOMY COCTaBy.

3a yeit CYET coaepKUTCA APXMB AOKYMEHTOB MO IMYHOMY COCTaBy?

NouhwNeE

© o
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10. MorKeT n ApxmB SOKYMEHTOB MO IMYHOMY COCTaBY BbIMO/HATb NAATHbIE yCAyrn?

11. KaKne AOKYMEHTbI BXOAAT B COCTaB ApXmMBa AOKYMEHTOB NO IMYHOMY COCTaBy?

12. PacKkpolitTe OCHOBHble 33341 U GyHKUMM ApXMBaA NO IMYHOMY COCTaBY.

13. UmeeT nn npaBo ApxMB MO JIMMHOMY cOCTaBy LWTpadoBaTb pPyKoBoAMTENEN OpraHM3aumnii 3a
HEeCBOEBPEMEHHYIO ONAaTy ero ycayr?

14. Kto Bo3rnasnset Apxms AOKYMEHTOB MO IMYHOMY COCTaBy?

15. NMepeuncanTe aTanbl NPOBEAEHUA SKCNEPTU3bI LEHHOCTM AOKYMEHTOB MO IMYHOMY COCTaBy?

16. Kakune fOKyMeHTbI COCTaBAAIOTCA NPY NPOBEAEHUN SKCNEPTU3bI LLEHHOCTU?

17. NMognexkat M YHUUTOXKEHUIO LOKYMEHTbI MO JIMYHOMY COCTaBy?

18. KTo MOKeT cTaTb UICTOYHMKOM KOMM/IEKTOBAHUA AOKYMEHTAMM NO IMYHOMY COCTaBy?

19. Nepeuncnnte 0cO6€HHOCTN NOAFOTOBKM K Nepesaye Ha XpaHEHME U apXMBHOFO XpaHeHUA:

20. NpMKas3oB MO NMYHOMY COCTaBYy, JIMYHbBIX AN, NUUEBbIX CYETOB, TPYAOBbIX KHUMKEK, SIMYHbIX
KapToueK, TPYAO0BbIX 4OrOBOPOB, PErMCTPALUOHHbBIX KHUT.

21. MopsagoK opopmMnenna INYHOTO Aena.

22. B 4ém oTNnuYMe onucK 4en No IMYHOMY COCTABY OT APYIMX APXMBHbIX ONUCEN?

23. KaKue y4yéTHble AOKYMEHTbI BeayTcA B ApXuBe Ha Aena no AMYHOMY COCTaBy?

24. Kakre mepbl MOXKET NPUHATL APXMB ANA OOHapy)KeHMA NPONaBLUEro AOKYMeHTa Mo JMYHOMY
cocTaBy?

25. 3umoi i B NOMELLEHUM, TAE XPAHATCA AOKYMEHTbl MO JIMYHOMY COCTaBY, HEOMWOAHHO Ha
HECKOJ/IbKO 4acoB OTK/OYMAM OToNIeHMe. Bawu gencrena?

26. HaszoBuTe ¢opMbl UCMOIb30BAHUA APXMBHbBIX OKYMEHTOB MO IMYHOMY COCTaBY.

27. KaKkoit 3aKOH peryanpyert AOoCTyn K apXMBHbIM SOKYMEHTaM MO IMYHOMY COCTaBy?

28. MpeacTaBbTe, YTO Bbl OPraHM3aLMA CO CPEAHUM AOKYMEHTOObopoTOM, NpopaboTtasluas 15 ner.
Cmopenupyite cuTyaumio nepegayrm B BeAOMCTBEHHbIA APXMB LOKYMEHTOB MO JNYHOMY
coctasy. CoctaBbTe OMWUCb A€/, MNPOTOKOA 3acedaHuna 3SKCMEPTHOM KOMMUCCMM M aKT Ha
YHUUTOXKEHUE aen.

MapameTpbl paboTbi: yKa3aTb AUCLMNANHY, KTO BbinoaHua: ®.MN.0. cTyaeHTa, Kypc, rpynna, otTaeneHue.
WpndT 14, Times New Roman, MeXXCTpOUHbI MHTepBan 1,5, Hymepaumna CTPaHUL, N0 BEPXHEMY
npaBoMy Kpato, 06bem paboTbl — 2-3 cTp. O6sA3aTeNbHbI CCbIZIKM HA INTEPaTypy B TEKCTe B [], cNMcok
nutepatypbl odopmaATb B cooTBeTcTBUKM ¢ FTOCToM, A4ONYCTUMbI TONIbKO NPOBEPEHHbIE 3/IEKTPOHHbIE
pecypcbl: odpuUManbHble CanTbl U 3. NYGANKALUN.

Umoezoeslli mecm no Kypcy «Apxuebl no AUYHOMY cOCmMagy»

Bonpoc 1
bann: 1,00

ApXI/IB I10 JIMYHOMY COCTaBy — 3TO
BbibepuTe 0AMH OTBET:

d. CaMOCTOATENIbHOE yupeXaeHne Unn CTpykTypHoOe nogpasgeneHmne yypexxageHuma,
ocyuwecrsaiaollee KOMNNEKTOBaAaHNE, XpaHeEHHUE, y‘-léT M NCNnoab30BaHNE AOKYMEHTOB NO JIMYHOMY
cocCTtasy

b. nogpasaeneHune KagpoBoi CAy:KObI NpegnNpPUATUS, OTBEYAIOLLEE 33 XPAaHEHWE, YYEeT U
MCMNO/b30BaHNE AOKYMEHTOB NO IMYHOMY COCTaBY, B TOM YMC/E B 31€KTPOHHOM BUAe

C. yuperKaeHue, XxpaHallee Kagposble AOKYMeHTbI AD PO
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d. mecTo XPaHEeHUA rocyaapCTBEHHbIX JOKYMEHTOB

Bomnpoc 2
bann: 1,00

BepHBIM NOPAIKOM pacIONOXEHHUS JOKyMEHTOB IO JMYHOMY COCTaBy B HOMEHKIAType OeN JUId OTAcia

KaapoOB ABJIACTCA
Bbibepute oaMH OoTBET:

a. 1. HopmaTuBHO-NpaBOBbIE aKTbl, peryapytowme paboTy otaena Kagpos. 2. LUtaTtHoe
pacnuncanue. 3. MNosoxxeHne o6 oTaene Kaapos

b. 6. MpunKasbl 0 Nnpueme, yBosbHEHUM PABOTHMKOB. 7. lpMKasbl 0 KOMaHANPOBaHUK. 8. MpUKasbl O
NooLW,PeHNAX, NPUMEHEHNN AUCUUNIMHAPHDBIX B3bICKAHWUM

c. 10. Tpyaosble aorosopbl. 11. JONKHOCTHbIE MHCTPYKLUUKN PabOTHUKOB opraHm3auunun. 12. Npaduk
OTMYCKOB

d. 19. XypHan yyeTa npnema, nepeBoa, yBo/bHEHUA PaboTHMKOB. 20. }KypHan yyeTa
BOEHHOO06A3aHHbIX. 21. ypHan y4eTa BblAa4yM KOMaHAMPOBOYHbIX YA0CTOBEPEHUA

Bonpoc 3
bann: 1,00

KakoMy HOpMATHBHOMY IOKYMEHTY IPHHAIJIC)KAT Pa3JeIbl, OMUCHIBAIONINE KAaTETOPHH IOKYMEHTOB IIO
JUYHOMY COCTaBY: JOKYMEHTHI M0 OpTraHU3alliy, HOPMHUPOBAHUIO, TapUpHUKaAIlUK, oTuiaTe U oxpane Tpyaa (Pazmen
Ne7), mokymentsr o padote ¢ xaapamu (Pasmen Ne8), a Taxke moxymeHTsl u3 Pasmena Ned «YdeT u OTUETHOCTEY,

CBSI3aHHBIE C OIUIATOH TpyJia U IPYTUMH BBIIUIATAMH COTPYTHHKAM?
BbibepuTe oanH OTBET:

a. MNepeyeHb TMNOBbIX YNPaBAEHYECKUX APXMBHbIX JOKYMEHTOB, 06pasytowmxca B npouecce
0eATeNbHOCTN rOCyAapCTBEHHbIX OPraHOB, OPraHOB MECTHOIO0 CAaMOYNpPaBAEHUA U OpPraHn3auui, ¢
YyKasaHMeM CpOKOB XpaHeHus. 3apernctpmpoaH MuHtoctom Poccum 8 ceHTAabpsa 2010 r. Per.Ne 18380

b. MeTogmnuyeckme pekomeHZaUNN «DKCNEPTU3a LLEHHOCTU 1 0THOp B cocTaB ApXMBHOTro poHAa
Poccuiickolt degepaumm 4OKYMEHTOB NO IMYHOMY COCTaBY» NpoeKT 2014 r.

c. OcHoBHble NpaBuna paboTbl apxMBOB opraHusaumin 2002 r.

d. MHCTpyKUMA No AeN0npon3BOACTBY OpraHu3aunm

Bonpoc 4
bann: 1,00

Hatigure ommbo4yHOEe BRICKAa3bIBAHUE
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BbibepuTe 04WH OTBET:

a. s gpyrux Kateropmii nonb3osaTtenen HeobXoAMMO NMCbMeHHOe HoTapuabHO-3aBepeHHoe
paspelleHme rparkaaHnHa (ero HacneaHWKa Uan AOBEPEHHOTO ML), KOTOPOe MOXKET BbITb 3aNpoLLeHo
opraHusalmeit, HanpaBuBLLIE NONb30BaTENS B apPXUB, NOb30BaTE/IEM, EC/IM OH - YaCTHOE UL, UK
apx1MBOM Mo nNpocbbe Nosb3oBatena. ApXusy cnedyeT BblAaBaTb N0J/b30BaTE/N0 TO/IbKO Te Aena U
OOKYMEHTbI, KOTOpble byayT yKa3aHbl B pa3peLleHnn
-

b. Nocne cmepTu rpaxkaaHnUHa NPaBoOM Ha AOCTYN K apXUBHbIM AeNaM U AOKYMEHTaM, COAEPHKalUm
CBEZEHUA O IMYHON N ceMENHOW TaliHe, ero YacTHOM ¥XU3HM 061a4atoT HacnegHUKN (40BEepPEHHbIe n1La
HacNeAHWKOB), eCAU 3TO He NPOTUBOPEYNT 3aKoHoAaTeNnbCTBy PO

C. ApXVIB obecneumnBaet AO0CTYyNn No/1b30BaATE/IA TOZIbKO K TEM AOKYMEHTAM UTU VIH(I)OpMaLI,MM,
KOTOpbleé OTHOCATCA K /1Ly B OTHOWEHWUN KOTOPOTO, 6bi10 nony4yeHo pa3peweHne o AoCTyne, gaxe ecnun
B Aene HaxoaATCA AOKYMEHTbI, coaepKalime KOHd)M[],eHLI,MaanbIe cBegeHnA O HECKOJIbKUX nnUax

d. ApxuB npeaocTaBaseT A0 OKOHYaHUA 75 NeT o AHA CO34aHMA AOKYMEeHTa apXMBHble Aena u
OOKYMEHTbI, coaepsKallime cBefleHMs O IMYHOM U CeMelHOM TaliHe rpaskAaHuHa, ero YacTHOM XKU3HU No
MOTUBUPOBAHHOMY MMCbMEHHOMY 0OpaLLEeHMI0 COTPYAHMKAM opraHusaumnii-GoHaoobpasoBaTenei n nx
NPUEMHUKOB, OPraHOB rocy/1apcTBEHHOM BAAaCTU, OpraHOB MeCTHOro caMoynpaBsieHus, CyA40B, OpraHoB
NPOKypaTypbl, OPraHoOB NpeABapuUTeNbHOro CNeACTBUA U A03HAHMA B Npeaenax UCNOAHEHNA UMUK CBOUX
cnyxKebHbIx 0bA3aHHOCTEM

Bompoc 5
bann: 1,00

PaH)KPIpOBaHHI)II‘/'I CITUCOK HOPMATUBHBIX JOKYMCHTOB IO PErjIaMCHTAIlUN @yHKHHOHI/IpOBaHI/IH ApXHBOB I10

JIMYHOMY COCTaBY
BbibepuTe 0AMH OTBET:

a. ®enepanbHblil 3aKoH «0O6 apxmBHOM aene B Poccuiickont Peapepaunn» Nel125-d3 ot 22 oKTabps
2004 r.; Tpynosol kogeKkc Poccuiickon Pepepaumnn N 197-93 30 gekabpsa 2001 r.; Mpasuna
OpraHu3aLmm XpaHeHUs, KOMNAEKTOBAHMA, YYETa U UCNOJIb30BAHUA AOKYMEHTOB apxnBHoro ¢oHaa
poccuickoi denepaunm n Apyrux apxmBHbIX LLOKYMEHTOB B rOCYapCTBEHHbIX OpraHax, OpraHax
MEeCTHOro camoynpasneHna n opraHmsaugmax» ot 07.09.2015 r.; MepeyeHb TUNOBLIX YNPaBAeHYECKNX
apPXMBHbIX JOKYMEHTOB, 06pa3yoLLMXCA B NpoLecce AeATeIbHOCTU FOCYAapCTBEHHbIX OPraHoB,

OpraHoB MeCTHOrO CaMOYyNpPaB/eHMA N OPraHU3aLLUi, C YKa3aHMEM CPOKOB XpPaHEHMA.
3apeructpmpoBaH MuHoctom Poccum 8 ceHTabpsa 2010 r. Per.Ne 18380.; MeToguyeckme pekomeHgaumm
«3KCnepTM3a LLeHHoCcTU 1 oTbop B cocTaB ApxusHoro ¢poHaa Poccuitickoin depepamm 4OKYMEHTOB MO
JIMYHOMY cocTaBy» NpoeKT 2014 .

b. Tpynosoii kogekc Poccuiickon Pepepaunn N 197-03 30 gekabps 2001 r.; PeaepasibHbIA 3aKOH
«06 apxusHom gene B Poccuiickon deaepaupnm» Nel125-d3 ot 22 okTabpa 2004 r.; Mpasuna
OpraHU3aLLmMmn XpaHeHUA, KOMNAEKTOBAHMA, Y4ETA U UCNONb30BaHMA AOKYMEHTOB apXMBHOro ¢poHaa
poccuiickol deaepaumm U opyrux apXmMBHbIX JOKYMEHTOB B rOCYAapPCTBEHHbIX OPraHax, opraHax
MECTHOr0 camoynpassieHUA n opraHmnsaumax» ot 07.09.2015 r.; NMepeveHb TUNOBbIX YNPaBAeHYECKNX
APXMBHbIX JOKYMEHTOB, 06pasytoLmMxca B NpoLecce AeATeNIbHOCTU FOCYAapCTBEHHbIX OPraHoB.,
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OpPraHoB MeCTHOIo CaMOYyNpPaB/iEHMA N OPraHU3aLNi, C YKa3aHMEM CPOKOB XpaHEHUS.
3apernctpmposaH MuHioctom Poccum 8 ceHTabps 2010 r. Per.Ne 18380

c. PepepanbHbliit 3aKOH «06 apxuBHOM aene B Poccuiickoit Pepepaummn» No125-P3 ot 22 okTabpa
2004 r.; TpygoBoit kogekc Poccuiickoint Peagepaunmn N 197-93 30 aekabpa 2001 r.; MNpasuna
OpraHM3aLUnmn XpaHeHUA, KOMNAEKTOBAHMA, YYETA U UCMOb30BAHNA AOKYMEHTOB apXMBHOro poHAa
poccuinckoi depepaunmn n Apyrmx apxXxmMBHbIX LOKYMEHTOB B rOCyapCTBEHHbIX OpraHax, OpraHax
MEeCTHOro camoynpasaeHuna n opraHmsaumnax» ot 07.09.2015 r.; Metoanyeckme pekomeHaaummn
«3JKcnepTmnsa LEeHHOCTM U 0T6op B cocTaB ApxmBHoro poHaa Poccuiickoin ®eaepaumm 4OKYMEHTOB No
AIMYHOMY cocTaBy» NpoeKT 2014 r.; MHCTPpYKLUMA NO AeN0NpOn3BOACTBY OpraHM3auunm

d. Tpyaosomn Kogekc Poccuiickon deaepauum N 197-93 30 aekabpsa 2001 r.; PeaepanbHblit 3aKOH
«06 apxuBHom aene B Poccuiickoit ®epepaummn» Ne125-d3 ot 22 oktabps 2004 r.; Mpasuna
OpraHU3aLLMmn XpaHeHUs, KOMNIEKTOBAHMA, YY4ETA U UCNONb30BaHMA AOKYMEHTOB apXMBHOro GpoHaa
poccuickoi degepaunmn n Apyrux apxmBHbIX LLOKYMEHTOB B rOCYZapCTBEHHbIX OpraHax, opraHax
MECTHOro camoynpasnieHua n opraHmnsaumax» ot 07.09.2015 r.; NMepeyeHb TMNOBbIX YNPaBAEeHYECKNX
aPXMBHbIX LOKYMEHTOB, 06pasytoLwmxca B npoLecce AeATe/IbHOCTU roCyAapCTBEHHbBIX OPraHoB.,

OpraHoB MeCTHOro CaMOyMpaB/iEHMA M OPraHU3aLLnii, C yKa3saHMEM CPOKOB XpaHeHMA.
3apeructpupoBaH MuHioctom Poccuun 8 ceHTabpa 2010 r. Per.Ne 18380.; MeToamMyeckne pekomeHaaumnm
«IKCnepTmnsa LEHHOCTM M OTOOP B cocTaB ApxnsHoro ¢oHaa Poccuiickoin Pegepaumm 4OKYMEHTOB MO
ZIMYHOMY coCTaBy» nNpoeKT 2014 r.

Bomnpoc 6
bann: 1,00

B kakom paszjene U3 npuUBEIEHHOTO MPUMepPa WHCTPYKIMHU MO KaJpOBOMY JEJONMPOU3BOACTBY yKa3aHO, YTO

«JInuHabIE JicJia BEAYTCA Ha BCEX pa6OTHI/IKOB yqpemz[eHI/m»?
Bbibepute oaAnH OTBET:

a. obLMe NooXKeHUua

-
b. ocobeHHOCTN OpopMIEHMA AOKYMEHTOB MO OTAE/NbHbIM KagpoBbiM GYyHKLMUAM
P
C. LOKYMEHTbI MO yyeTy Kaapos
d. nopAAOK NOAroToBKU M nepenayun Aen Ha XxpaHeHne B apxme
Bomnpoc 7
Bann: 1,00

OTBETCTBEHHOCTh 34 OpraHu3aiuro pa60T1)1 10 XpaHCHUIO KaAPOBBIX TOKYMEHTOB HECET

BbibepuTe ogMH OTBET:

a. Pabotopatenb

b. 3aBeaytowmnii apxmsom
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c. Apxmsapuyc

d. HayanbHUK oTAaena Kagpos

Bonpoc 8
bann: 1,00

Vkaxkure 10KHOE YTBECPIKACHUC
BbibepuTe 04MH OTBET:

a. APXMBHbIE AOKYMEHTbI MO IMYHOMY COCTaBY, KOTOPbIE He Bbl/IN BK/OYEHbI B COCTAB AOKYMEHTOB
ApxunsHoro ¢oHaa Poccuitckon ®eaepaumm, No UCTEYEHUN CPOKOB XPaHEHUA NOANEKAT YHUUTOXKEHUIO
B0 XpaHEHUIO B apXMBE OpraHM3aLumM B COOTBETCTBUN C TPeBOBAHMAMM KOPNOPATUBHOIO
3aKOHOAaTeNbCTBA

b. Ana opraHMsaumMii - UICTOYHMKOB KOMMNJIEKTOBAHMA - MO UCTEYEHNU CPOKOB XpaHeHMA 06s3aTeNIbHO
nposeAeHne COBMECTHO C YNO/IHOMOYEHHbIM OPraHOM rocy4apCcTBeHHOM BnacTh cybbekta Poccuiickol
denepaunn B 0bnactm apxmBHoro aena, FocapxmBom sKCNEpPTU3bI LLEHHOCTM PAZa A0KYMEHTOB No
NIMYHOMY COCTaBY Ha NpeameT BKAOUYeHNA B cocTas ApxusHoro ¢poHaa Poccuitickont degepaymm

C. onAa opraHmsau,m‘/’l, KOTOpble HE ABNAKOTCA UICTOYHUKAMWN KOMNZIEKTOBAHNA, NO NCTEYEHUN
BPEMEHHbIX CPDOKOB XpPaHEHUNA apXUBHbIE AOKYMEHTbI MO IMYHOMY COCTaBY NOANEXKAT 3KCNEPTU3E U
mMmoryT 6bITb YHUYTOXEHbI nmbo XPaHUTCA B apXmnBe OpraHn3sauunmn

d. XpaHeHne JOKYMEHTOB NO IMHHOMY COCTaBy, HE NoAaneXawnxX YHUHYTOXKEHUIO OO0/TKHO
OCyLeCTB/IATbCA TONIbKO B 6yMa)KHOM, d He B 2/1EKTPOHHOM BUEe

Bonpoc 9
bann: 1,00

Ilo KaKOMY NPpUHIOHUITY CUCTEMATHU3UPYIOTCA JOKYMCHTHI B I€JIaX, COACPIKAIIUX IMPHUKA3bI, pACIOPSKEHUA 110

JUYHOMY COCTaBy?
Bbibepute oaAnH OTBET:
a. andaBUTHbIN NPUHLMN NO GaMUANKN COTPYAHMKA, O KOTOPOM COAEPHKUTCA MHPOpMaLLmA

b. XpoHONOrMYECKWiA NPUHLMN: B HaYane Aefla A0/IKHbI PacnonaraTbCs NpMKasbl (pacnoparkeHnsa)
3a Aiekabpb, NOTOM 3a HOA6PbL U T.A.

C. HOMepHOMY NpUHLMNY: OT NepBOro Ao nocaeaHero

d. XpoHONOrMYECKNI NPUHLMMN: B HaYae Aena A0/KHbI pacnonaratbca NpuKasbl (pacnopakeHus)
3a AHBapb, NOTOM 3a dpeBpanb U T.4.

Bonpoc 10

bann: 1,00
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TToammBka chopMUPOBAHHBIX 1€ MPOU3BOIUTCS
BbibepuTe ogMH OTBET:
a. [0 nepenayn ux ns oTaena Kagpos B apPXMB HA A0/ITOBPEMEHHOE XpaHEHMWE
b. nocne 3aBeplueHMA 3KCNepTU3bI LEHHOCTU AOKYMEHTOB
C. NOC/Ee YBONIbHEHMA COTPYAHMUKA

d. no npoBeAeHUA 3KCNepPTU3bl LEHHOCTU AOKYMEHTOB MO JIMYHOMY COCTaBy

Bonpoc 11
bann: 1,00

I/IH(I)OpMa].[I/Iﬂ JIMYHOTIO aAcjia, rac ].[I/I(I)paMI/I 1 IIPOMUCHIO YKA3bIBACTCA KOJIMYCCTBO IIPOHYMCPOBAHHBIX JIUCTOB

B A€JIC, HAJIMYNC MPONYHICHHBIX U JIUTCPHBIX HOMEPOB, KOJINMYECCTBO JIUCTOB BHyTpeHHeﬁ OIIMCH acJia IIOMCHIaCTCA

BbibepuTe 0AMH OTBET:

i’" o

a. Ha 060POTHOI CTOPOHE NOCNeAHEro AOKYMEHTa
-

b. BO BHYTpEHHIOO onunch aena
f”‘ . .

C. Ha NocNegHUIN NUCT 06I0XKKM Aena C BHYTPEHHEW CTOPOHbI
-

d. B ancT-3aBepuTens aena

Bompoc 12

bann: 1,00

B MPUBCACHHOM MPUMEPE MOJOKCHUA O MYHUIIUIIAJIBHOM apXHBC JJOKYMCHTOB I10 JIMYHOMY COCTaBY YKa3aHO

BbibepuTe 0aMH OTBET:

d. YTO apxuB BbINOJIHAET BCE onepaunn Ha 6E3BO3M63,£I,HOI7I OCHOBe

b. apxuB BblAaeT No 3aABAEHUAM rpakAaH TONbKO apXMBHbIE CMPaBKK, NOATBEPKAAtoLmMe
TPYAOBOW CTaX, pa3mep 3apaboTHOM NaaTbl U ApyrMe BONPOChI, Heobxoanmble ans opopmaeHUs
NeHCcUiA rpakaaHam 1 peleHns ApyrMx coupmaabHO-NPaBoBbIX BONPOCOB

C. yupexgeHne He MMeeT NpaBa OKa3blBaTb y4peXXAeHNAM, OpraHn3aumam, npeanpuaATnAM
METOANYECKYIO, N NMPAKTNYECKYIO MOMOLLb B NpoBeAEHUN IKCNEPTU3bI U yNnopAAO0YHEHUN OOKYMEHTOB

d. uyTO yupexaeHve NPUHNMAET Ha OCHOBE 3aK/THOYEHHbIX 40TOBOPOB U B COOTBETCTBUM C
rpadrkamu oT yuperKaeHnin, opraHusaumii u NpeanpUATUIN-UCTOYHMKOB KOMMIEKTOBaHUA ApX1Ba
AOKYMEHTbI MO IMYHOMY COCTaBy, 06paboTaHHbIe U YUTEHHbIE COFNACHO YCTaHOB/IEHHbIM NpaBuaaM, a
TaK e JlOKYMEHTbI OT IMKBUANPOBAHHbIX OPraHn3aLnii, He UMEIOLLMX NPaBOMNPEEMHMKOB
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Bonpoc 13
bann: 1,00

Benenue nuuHBIX e 00s13aTeILHO KaﬂpOBOﬁ CHy)I(6OI>‘I 1 XpaHCHHUC B OpraHu3anun 00s13aTEILHO

BbibepuTe 04MH OTBET:

- y y
d. Ha rocy4apCcrBeHHOU rpaxKgaHCKoun cny>+<6e
o
b. pna OO0 n OAO
C o
C. Ans 06pasoBaTeNibHbIX yUYpexaeHnn PO
d. gns Bcex rpaxaaH Ha Tepputopun PO
Bomnpoc 14
bann: 1,00

VKaKUTE JI0)KHOE YTBEPXKICHUE
BbibepuTe oguH OTBET:
a. JlInyHble KapTo4Kkn paboTHUKOB TaKKe dopmMupytoTca B Aena no andasuty bamununi

b. MpuKasbl, pacnopsaKeHus, yKasaHna N0 IMYHOMY COCTaBY rPynnNUpPYHOTCA B CAMOCTOATE/IbHbIE
apXuBHble efla Co CBOel Hymepaumen

c. J/lnuesble cyeTa No 3apaboTHOW NiaTe COTPYAHUKOB GOPMUPYIOTCA B CAMOCTOATENbHbIE Aena U
pacnonaratoTca B HUX No andasuty pamunaunii

d. B cootBeTctBMM € MNpaBunamm paboTbl apXMBOB OpraHM3auUmii pacnopagnTenbHble JOKYMEHTbI
rpynnupytoTcsa B Aena No BMAam, LonyckaeTca GpopmMmnpoBaTh B OAHO A€10 NPUKasbl U PaciopsaKeEHUS C
eanHON HymepaLmen

Bonpoc 15
Bbann: 1,00

O0s10KKa J1eJ1a 1Mo JIMYHOMY COCTaBY COJICPIKHUT CJIETYIOLINE PEKBU3HUTHI:
Bbibepute oanH OTBET:

d. HAaMMeHOBaHKe opraHnsaunmn, nog4MHEHHOCTb, HAMUMEHOBAHWE CTPYKTYPHOrro noapa3sgeneHuna,;
UHOEKC Aena, apXMBHbIﬁ LUMd)p Aena,; 3arozioBoK Aena; Kpaif’lee AaTbl Aena; KoIM4ecTso INCTOB Aena,
CPOK XpaHeHuA aena

b. HaMmeHoBaHMe opraHn3aumm, NOAYNHEHHOCTb, HAMMEHOBAHME CTPYKTYPHOro NoapasaeneHus;
WHAEKC Aena; 3aro/IoBoK fena; KoJIMYecTBO IMCTOB AeNa; KpaliHue AaThl Aena; CPOK XpaHeHus aena;
apPXUBHbIN Wndp aena
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C. HAaMMeHOoBaHWe opraHn3auMm, NOAYNHEHHOCTb, HAMMEHOBaHME CTPYKTYPHOro noapasaeneHus;
WHAEKC Aena; apxusHbIi wndp aena (Homep GoHAa-UHAEKC, ONUCK Aena); 3aro/I0BOK Aena; KpanHue
OaTbl AeNa; KONNMYecTBOo INCTOB AeNa; CPOK XpaHeHus gena

d. HaumeHoBaHuKe OopraHun3auunun; MHOEKC Aena, apXMBHbIVI LLIVICbp Aena; 3aronoBokK gena;
KO/IN4eCTBO ZINCTOB AeNna; CPOK XpaHEHWNA Aena; KpaﬁHme AaTbl gena

Bonpoc 16
bann: 1,00

Kakomy HOpMaTMBHOMY MJOKYMEHTY IPHHA[UIKUT cTaTbi 24, Koropas rimacutT: «COop, XpaHEHHE,
UCTIONB30BaHUE W PACIPOCTpaHEHWE MH(OPMAIMK O YaCTHOW JKM3HM JHIa 0€3 ero coriacus He IOIyCKaeTCs.
Opranbl TOCYIapCTBEHHOH BJAaCTH W OpraHbl MECTHOTO CaMOYIPABJIEHHS, HX JODKHOCTHBIE JIMIA OOs3aHBI
00eCreynTh KaKJOMY BO3MOXHOCTh O3HAKOMJIEHHS C JOKyMEHTaMH M MaTepHalaMu, HEIOCPEICTBEHHO

3aTparuBaroLMMU €ro IpaBa U CBOOO/IBI, €CIIM HHOE HE IPEyCMOTPEHO 3aKOHOM»?
BbibepuTe ogMH OTBET:
a. 3aKoH P® «O nepcoHanbHbIX AaHHbIX» Ne 152-03

b. PepepanbHbiii 3aKOH OT 22 oKTA6PA 2004 roga Ne125-d3 «06 apxusHom aene B Poccuiickol
dPepepaunn»

c. TpyaoBoi Kogekc PO

d. KoHcTtutyumsa PO

Bompoc 17
bann: 1,00

Hmerompecs B JMYHBIX Jejax JIMCTKA MO Y4YeTy KaJIpoB, aHKEThI, aBTOOMOrpaduH, COOCTBEHHOPYUHO
COCTAaBJICHHBIEC 3asBUTEIEM, HA KOTOPBIX OTCYTCTBYKOT OTMETKU O IPOBEPKE MMEIOIIMXCS B HUX CBEJIECHUU Ha

OCHOBAHUMU MPCACTABJICHHBIX MMOJAJIMHHBIX JOKYMCEHTOB HWJIN CIIPABOK
BbibepuTe 0AMH OTBET:
a. MOTYT CNYXKUTb OCHOBaHWEM A BblAa4YM aPXMBHbIX CMPABOK O TPYLOBOM CTaxKe

b. MOTYT CNIYXKUTb OCHOBaHWEM ONA BblAa4n apPXUBHbBIX CMPABOK O TPYAOBOM CTaxKe npu
NMNCbMEHHOM pa3speleHnn QUPEKTOPaA apxmea

r
C. HE MOTYT CZIYXXUTb OCHOBaHMEM A1 BblA4a4YU apPXMUBHbIX CMPABOK O TPYA0OBOM CTaXe

d. MOryT CNYXWUTb OCHOBaHMEM A1 BblAAYM apPXMBHBIX CMPABOK O TPYAOBOM CTaxe npu
NMMCbMEHHOM paspeLleHnn ANPEKToPa OpraHM3aumu, rae paboTtan CoTPYAHUK
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Bonpoc 18
bann: 1,00

I[ena, coAepIKaAIMUE JOKYMEHTHI 110 IMYHOMY COCTaBY BBIJAIOTCA BO BDEMEHHOC I10JIB30BaAHUE U3 XPAHUIIHUIIL HA

CpPOK, HE IIPEeBBIIIAIONIUIL:

BbibepuTe 0AMH OTBET:

~
a. 7 mecAaueB anA SKCNOHNPOBaAHNUA AOKYMEHTOB

~
b.2 mecAaua anAa ncnonb3oBaHUA paﬁoTHMI-(aMVI OopraHnsauunu

. .
C. 3 mecAaua BO BpeMeHHOoe NoAb30BaHWe ANA APYyrux OpraHn3aumm
d1 mecAauy anAa ncnonb3oBaHNA AJOKYMEHTOB B YNTA/ZIbHOM 3as1€e

Bompoc 19
bann: 1,00

VKkaxxure HEBEpHBbIM BapuaHT: «B KauecTBE MNOKYMEHTOB, IOIATBEPKIAAIOUIMX TPYAOBOM CTax, Uil

COCTABJICHU: CIIPABKU MOT'YT OBITH MCIOJIL30BAHEI ...»

BbibepuTe ogMH OTBET:

. y

a. JINCTOK NO y4eTy Kagpos, COCTaB/IEHHbIN 3aAaBUTENIEM
-~

b. npuKasbl No AMYHOMY coCTaBy
C y

C. qmueBble c4eTa no 3apa6OTHOM nnarte
C y

d. NPWKa3bl NO OCHOBHOWU AeATEeNIbHOCTU

Bonpoc 20

bann: 1,00

HpeI/IMyIIICCTBa, noJryda€MbI€ OT BHEAPCHUS SJICKTPOHHOT'O apXUBa 110 JIMYHOMY COCTaBYy:

BbibepuTe 0AMH OTBET:

a. ApxuB He 3alLMLLeH OT NOXKapoB 1 NPOYNX d)opc—lv\amopos; He obecneumnBaeTca ux COXPaHHOCTb
OT NoTepUn, NOPYU, YMbILLNEHHOIO PeJaKTUPOBaHNA U T.A.

b. PaboTa c dPXUBHbIM JOKYMEHTOM BO3MOXHa OAHOBpPEeMEHHO /IULWb ANA OAHOro Ye/ioBeKa, YTo
co3paer Hey,D,OGCTBO npu pa60Te C aKTUBHO UCMOJZIb3yeMbIMN JOKYMEHTaMU

. Bpems oTBETOB Ha 3anpocbl K A4aHHbIM apX1MBa COCTaBAAET OT OAHOIO A0 HECKO/IbKUX OHEN.
PaboTHMKaM apxunBa A0BOJIbHO CNOXKHO 06pabaTbiBaTh BPyYHYO 60bLLIOE KOMYECTBO 3aMNpocos,
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MHOIrne n3 KoOTopbiX A40BOJ/IbHO C/IOXKHbI U TpE6yIOT AnAa nonyv4yeHnAa oTeeTa NCNosib3oBaHMe 6obluoro

Ko/sin4yecrtBea gen

d. MpocToit 1 BbICTPbLIN AOCTYN K AOKYMEHTY 11060ro coTpyaHMKa apxmBa B itoboe Bpems; pocT

cKopocTu 06paboTKM 3aMpPOCOB K apX1BY; KOHTPO/Ib CPOKa XpaHeHMs B 3aBUCMMOCTU OT TUMNa AOKYMEHTa

nT.A.

OIICHO‘IHI)Ie cpeacrea Ayid mpoBeacHud HpOMe)KyTOqHOﬁ aTrecrainmmn

a) NnaHupyemble pe3ynbTaTbl 06yyeHUA U OLLEHOYHbIEe CPeACTBa A4/1A NPOBeAEeHUA NPOMEXKYTOUHOM

atrecrauunn:

MpumepHoe codeprcarue:

MpunoxkeHue 2

CTpyKTyp
HbIH

anemeHt
KomneTe
HUMK

MNnaHnpyemble
pe3ynbTaThbl
0byyeHus

OueHouHble cpeacTsa

ITK-6 - cioco0HOCTHI0 AHATU3HPOBATH CUTYALMIO HA PbIHKE HH(GOPMALMOHHBIX NPOAYKTOB
U YCJIYT, 1aBaTh KCIEPTHYIO OLIEHKY COBPEMEHHbIM CHCTEeMaM 3JIEKTPOHHOI'0
JOKYMEHTO0000pO0TA 1 BeJeHHUsI JIeKTPOHHOI0 apX1Ba

3HaTb

— OCHOBHble
onpeaeneHus u
NOHATUSA
UH(HOPMAIIMOHHBIX
MPOJIYKTOB U YCIVT,
JKCIIEPTHOMN
ouenku, COJI,
3JIEKTPOHHOTO
apXxuBa ;

—  OCHOBHble
MeToAbl
nuccnenoBaHui,
NCNob3yeMbiX B
YyacTu apX1BOB MO
JINYHOMY COCTaBY;

— onpeaeneHus
OCHOBHbIX MOHATUM

Hepeqeﬂb TECOPETUICCKHUX BOINIPOCOB K IK3aMECHY

1. C3[, 3N1eKTPOHHbIN apxMB: onpeaeneHne, NpUMepbl,

Knaccudukayms.

2. OCHOBHbIe NOHATUA U npasunaa opraHmn3aunu I/IH(l)OpMaI_[I/IOHHLIX

IIPOAYKTOB U YCIIYT, DKCIIEPTHOU OLICHKU: onpe/eneHue,

npumepbl, Knaccuduraums,

3. OcHoBHble meToapl I/ICCI'IE,EI,OBaHI/If/Jl, MCcnosib3yemblX B HaCth

apXMBOB MO IMYHOMY COCTaBY.
4. OnpepeneHuve npouecca SKCIIEPTHAs OLICHKA.
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CTpyKTyp

HbIM MnaHupyemsble
anemeHT pesyabTaThl OueHouHble cpeacTsa
KomneTe 0byyeHus

HUMK

B 4aCT AOKYMEHTOB
JINYHOTO, Ha3blBaeT
WX CTPYKTYpHbIE
XapPaKTePUCTUKN U
CBOWCTBa;

—  OCHOBHble
NOHATUNA N NpPaBuia
opraHv3auum
MH(}OPMaLMOHHBIX
IPOAYKTOB H YCIIYT,
JKCIIEPTHOMN
ouenku, COJI,
AJIEKTPOHHOIO
apxuBa;

- onpegeneHus
npoueccos
AKCIIEPTHAS
OLICHKa,
MH(}OPMaLMOHHBIX

IPOAYKTOB H YCIIYT;

YmeTtb — BblaenAatb
CTPYKTYPHbIE
3N1EMEHTbI
UH(pOPMaIIMOHHBIX
MPOJYKTOB U YCIVT,
JKCIIEPTHOMN
OLIEHKH, CO/,
3JIEKTPOHHOTO
apXHuBa;

— obcyxaaTb
cnocobbl
apdpeKTUBHOrO
peleHus
MH(}OPMaILlMOHHBIX
NPOIYKTOB U YCIAYT,
3KCTIEPTHAS

OIIEHKa, CO/,
3JIEKTPOHHBIN
apXuB;

— pacnosHaBaTb
adpdeKkTMBHOE
pelweHune oT
HeapdEeKTUBHOrO;

—  0b6DbACHATL
(BbIABAATB "
CTPOUTb) TUMUYHblE
Mmoaenu

MpumepHble npakmuyecKue 3a0aHUA 07 IK3aMeHa:
1. Coenames aHanu3 0aHHOl cxemeol

2.MpoaHanusupylime npasunbHOCMb 0POPMAEHUSA




CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MNnaHnpyemble
pesynbTaThbl
0by4yeHus

OueHouHble cpeacTsa

UH(POPMALIMOHHBIX
MPOJIYKTOB U YCIYT,
JKCIIEPTHOMN
OIICHKH, CO/,
3JIEKTPOHHOTO
apXuBa;

—  NPUMEHATb
noJsiyd4eHHble

3HaHWA B8
npodeccnoHanbHOM
OeATeNbHOCTY;
MCNONb30BaTb MX Ha
MEXANCLUMNANHAPHO
M YPOBHE;

— npuobpeTaTb
3HaHMA B o0b6nactu
TPYyAoBOro n
aAMMHUCTPATUBHOTO
npasa;

KOPPEKTHO
BblpaaTb U
aprymeHTUMpoBaHoO
060CHOBbLIBATL
NoJIoXKeHUnA
npeameTHOM
obn1acTu 3HaHuA.

BHYTPEHHAA OITHCDH
NOKYMEHTOR /1. Xp. N 05-15/110

Maaenc
AOKYMONTA

HMata
AOKyMeNTA

JAroT0B oK JOKYMeNT

1 2

3

+

Hononsiesiue K AUSHOMY AUCMKY NO ysemy
Kadpoe

19.03.2012

Jlussisats nucmox no ywerny xadpoe

19.03.2012

Aemobuoepad us

4 | ON 827527

26.06.2001

Konus dunnoma

5 10/12-md

19.03.2012

Tpydosou doeosop

(] 45-x

19.03.2012

Konus npuxasa o npueste xa pabomy

Hrtoro

KO/MUeCTRO THCTOB BHYTPEHHEA ONHCH

MHcnekTop

19.03.2012

(onjpasn 3 spoancue )

(amgpases » njoazecy

Wupoxoea

(zcoam.a)

Bnagetb

— TPaKTHYECKUMU
HaBBIKAMH
HCIIOJIb30BaHUS
9JIEMEHTOB Ha
Apyrux
IUCIHIUIMHAX, Ha
3aHATHSIX B
ayIUTOPUU U HA
...TIPAKTHUKE;

— cnocobamu
JIEMOHCTpPAIHH
YMEHHUS
AHATM3UPOBATH
CUTYAIHIO ;

—  MeTogamu
nposeseHus
SKCIEPTHOM
OIICHKH, CO/l,
3JICKTPOHHOTO

1. Kakve HH(OpMAaIMOHHBIE TPOAYKTHI U YCIyru Bl 3Haere,

MNPUBCAUTEC MPUMCPBI UCITOJIB30BAHUS UX B apXUBAX 110 JINYHOMY

COCTaBy

2. Kopob6ounas COJ] LanDocs - monHoreHHas
Cucrema DnekTpoHHOTO JIoOKyMeHTO000pOTa I KaKHX
KOMITaHHH OHA MOAXOIUT B UCTIOIb30BAHUHU
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MNnaHnpyemble
pesynbTaThbl
0by4yeHus

OueHouHble cpeacTsa

apXuBa;
— HaBBIKAMHU B
METOAUKAMU
0000111eHNA
pe3ynbTaTOB
peuieHus,
HKCIIEPUMEHTAILHO
W NeATEIbHOCTH;

— cmocobamu
OLICHUBAHHUS
3HAYUMOCTH U
MPAKTUYECKOU
MIPUTOAHOCTH
MOJTYYCHHBIX
pEe3ynbTaTOB;

—  BO3MOKHOCTBIO
MEXIUCIUTIIIMHAPH
OT0 IPUMEHEHUS
MOJIYYEHHBIX
3HAHUM B YacCTHU
DKCIIEPTHOMN
onenku, COJ[ u
AIIEKTPOHHOTO
apXuBa,

—  OCHOBHbIMU
MeTo4aMuU
nccnefoBaHnA B
o6nactn CO/I,
AIIEKTPOHHOTO
apXuBa u
NPaKkTUYECKUMU
YMEHUAMM U
HaBbIKaMu NX
NCMOo/Ib30BaHWA;

—  OCHOBHbIMM
MeTo4aMU peLleHuns
3a4a4 B obnactu
nposeaeHus
JKCIIEPTHOMN
oueHku, COJl u
3JIEKTPOHHOTO
apxuBa ;

— npodeccmoHanbH
bIM A3bIKOM
npegmeTHOM
0621acTu 3HaHuA
6akanaspa AuA;

- cnocobamu
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CTpyKTyp

HbIM MnaHupyemsble
anemeHT pesyabTaThl OueHouHble cpeacTsa
KomneTe 0byyeHus
HUMK
COBEpPLUEHCTBOBAHMA

npodeccnoHanbHbIX
3HaAHWUI U YMEHWN
nytem
MCMNONb30BaHMA
BO3MOXKHOCTEWN
MHGOPMALNOHHOM
cpeabl,
nH(pOpMaITMOHHBIX
IIPOAYKTOB U YCIIYT,
SKCIEPTHOM
ouenku, COJI,
AIEKTPOHHOTO
apxuBa.

ITK-8 -cnnoco0HOCTHI0 AaHAJIN3HPOBATDH LIEHHOCTH IOKYMEHTOB € eJIbI0 X XPaHEeHHUs

3HaTb

—  KpuTepuu
LeHHOCTU
[OKYMEHTa;

Hepeqenb TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

N

10.

11.

12.

CoBpeMeHHOE COCTOAHME B CUCTEME aPXMBHOIO XPaHeHUs
AOKYMEHTOB NO IMYHOMY COCTaBY.

MopsAAOK NPOBEAEHUA SKCMEepPTU3bl LEHHOCTU AOKYMEHTOB Mo
NIMYHOMY COCTaBY Ha pasHbIX 3Tanax Ae/IoNpon3BOACTBA.
KomnnekToBaHWe apxXxMBOB MO JIMYHOMY COCTaBY. MCTOUHMKM
KOMMNNEKTOBaHMA apXMBOB NO IMYHOMY COCTaBy.

MoAroTOBKa AOKYMEHTOB MO JIMYHOMY COCTaBY K apXMBHOMY
XpaHeHuto. dopmupoBaHMe Aen Mo JIMYHOMY COCTaBy ANA
nepesauyun B BEAOMCTBEHHbIV apXuB.

OpraHusaums TMOArOTOBKM K  APXMBHOMY XPAHEHUIO U
apXMBHOE XpaHEeHWEe PasHbIX BUAOB AOKYMEHTOB MO JIMYHOMY
cocTaBy (NpuKasbl MO JIMYHOMY COCTaBY, JIMYHbIE KAPTOUKM,
JIMLEBbIE CYETA, PErUCTPALMOHHbIE KHUH).

MopsaAoK GoOpMMPOBAHMA INYHOTO AENa.

TpeboBaHMA K OpraHU3aLnmn XpaHeH A TPYAO0BbIX KHUKEK.
Mcnonb3oBaHWe aBTOMATM3MPOBAHHbLIX TEXHOMOMMI y4yeTa
apPXMBHbIX 4OKYMEHTOB MO IMYHOMY COCTaBY.

YcTpoiictBo n o6opyaoBaHMe apxXmBOB MO IMYHOMY COCTaBy B
OpraHM3aumax U apxmBax.

daKkTOpbl paspyweHns AOKYMEHTOB MO JIMYHOMY COCTaBYy.
KOHTpOAb Hanuuua M GU3MYECKOro COCTOSHMA AOKYMEHTOB
no IMYHOMY COCTaBy.

Ocob6eHHOCTM yyeTa M COXPAaHHOCTU AOKYMEHTOB MO ANYHOMY
COCTaBy M MOPAZOK MX Nepefaynm Ha XpaHeHWe B ciyyae
JIMKBUZAAUMW IOPUAMYECKOTO NLA.

OpraHusauma 3aWwmTbl apXMBHbLIX LOKYMEHTOB NO JIMMHOMY
COCTaBY OT HECAHKLMOHNPOBAHHOIO A0CTyNa.
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MNnaHnpyemble
pesynbTaThbl
0by4yeHus

OueHouHble cpeacTsa

13. Hay4Ho-cnpaBo4HbI annapaT K apXMBHbIM OOKYMeHTam no
JINYHOMY COCTaBYy.

CocTaB/ieHMe apXMBHOM ONUCK MO IMHHOMY COCTaBy.
ABTOMATU3NPOBAHHbIM HAy4YHO-CNPaBOYHbI
apXMBOB MO IMYHOMY COCTaBy.

OpraHusauma WUCNONb30BaHMA aAPXUBHbIX [AOKYMEHTOB MO
Nn4Homy coctasy. opmbl UCNONB30BAHUA OKYMEHTOB.
MopAaOK UM CPOKM  WUCNONHEHUA  COUMANbHO-MPaBOBbIX
3anpocos.

OpraHusauma coTpyAHUYECTBA apXUBOB C HOPUANYECKUMU U
dU3NYEeCKMMM  IMLAMM MO UCMNOJ/Ib30BAHUIO  APXMUBHbIX
[OKYMEHTOB NO IMYHOMY COCTaBy.

YueT MCNONb30BaHMA APXUBHbIX AOKYMEHTOB MO JIMYHOMY
cocTaBy.

14.
15.

annapat
16.
17.

18.

19.

YmeTb

— xiaccudumpo
BaTh JOKYMEHTHI B
3aBUCUMOCTH  OT
CTCTICHH IIEHHOCTH
JIOKyMEHTa

MpumepHbie npakmuyvecKkue 3a0aHUA 014 3K3ameHa:

1.Ykaxure 10KyMEHT, CPOK XpaHEHHUs1 KOToporo 15 ner:

a) HEBOCTPEeOOBaHHbBIE TPY10BbIE KHIKKHU;

0) TUIEBBIC CUETA;

B) TMpPOTOKOJBI 3acelaHuil KOMHMCCHUH TI0 YCTaHOBJIEHHUIO
TPYAOBOTO CTaXa JUIs BBIIUIATHl HaJA0aBKU 3a BBICIYTY JIET
(MpuKa3bl UMEIOTCS).

2.Kakue 1OKyMEHTHI He BXOJAT B COCTaB JOKYMEHTOB ApXHBa 110
1c;

a) JOKYMEHThl MO JIMYHOMY COCTaBY JIMKBUJIMPOBAHHBIX (B
OTCYTCTBHUM  TPaBOIPEEMHHMKA M  BBIIIECTOALIETO IO
NOJMYMHEHHOCTH OpraHa), NMPUBAaTU3UPYEMBIX, PEOPTraHU3YyEMbIX
(c n3meHeHueM (HopMbl COOCTBEHHOCTH) YUPEKICHUH.

0) Hay4yHO-CIpAaBOYHBIN ammapar, pPacKpbIBAIOLIUI COCTaB M
coJiep’KaHue TOKYMEHTOB ApXHBa;

B) UCKOBBIE U apOUTPAXKHBIE TOKYMEHTBHI.

Bnagetb

— HaBBIKAMH
IIPOBEACHUS
JKCIIEPTU3BI
LIEHHOCTHU
JTIOKYMEHTA;
HaBBIKAMU
OpraHu3aluu
XpaHeHust
JIOKYMEHTOB C
YU4ETOM CTENEHHU UX
LEHHOCTHU

1. Pemute mpobnemHyto 3amady: IlepBas HOMEHKIATypa e
ob1a cocraBiieHa B 3A0 «3Besma» 10 mer nazan. Torma ke
CeKpeTapeM TeHEPaTbHOTO IHPEKTOpa IO THUIIOBOMY TIEPEUYHIO
OBLITN OTIpECIICHBI CPOKU XpaHEHUs JOKYMEHTOB. CpOKH XpaHECHHSI
HEKOTOPBIX JOKYMEHTOB, KOTOpPHIE HE COAEPKAINCh B IEpEUHe,
OBLTM yCTAHOBIIEHBI «HA TJIA30K» M YaCTO HE COOTBETCTBOBAIH
peaTbHOMY 3HAYEHWIO JOKYMEHTOB. B Tmocheayromme Tombl
HOMEHKJIaTypa MPOCTO MEpPEeNuChIBAIaCh, CPOKU XpAaHCHUS HE
YTOUHSIJIUCK.

M3mennnace au K HACTOAIIEMY BPEMEHN HOPMATHBHO- METOAUYICCKAA OCHOBA,
IIO3BOJAOIIIass C Z[OCTaTO‘IHOfI CTCIICHBIO 06’beKTI/IBHOCTI/I yCTaHaBJIMBaTh
CPOKM XpaHEHHUs JIOKYMEHTOB B aKIMOHEpPHBIX oOmecTBax? Kakue
HOPMAaTHUBHBIC JOKYMEHTHI MOXXHO PEKOMEHA0BaTh nanHomy OOIIeCTBY IS
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MNnaHnpyemble
pesynbTaThbl
0by4yeHus

OueHouHble cpeacTsa

OTIPECTCHUS

2.1lpn mpoBeAeHHH SKCIEPTH3bl IEHHOCTH JOKYMEHTOB B JEIO-
MMPOU3BOJACTBEC OpraHu3alru SKCIICPTHI 06paman1/1 BHHUMAHHEC Ha
cie- ayromiee:
a) 3HAYUMOCTh YNPABICHYECKUX (QYHKUUH, A
peann3aniy KOTOPBIX UCIIOJIb30BAIIMCH JTOKYMEHTBI;

0) B KakoW Tmepuox TMOSIBIWIMCh WJIM  ObUIK
UCIIOJIb30BaHbl JIOKYMEHTHI (CO3/laHUE OpraHMU3alllH, ee
peopraHu3aiys, BHIIIOJIHEHUE 0COOBIX 3aaHul U T. 11.), UX
3HaYEHUE JIJIsl OPraHu3alnu;

B) OTPAXaloT JIU JOKYMEHTHI OCHOBHYIO JICSITEIIbHOCTD
OpraHu3aluy WU pealn3alnio OJHOW KOHKPETHOM 3a1aun
W, CIENOBaTeIbHO, MOIYT JM MCIOJIb30BaTbCi B
CIIPABOYHBIX LIENIAX;

r) 4TOo COOOH MpENCTaBIseT JOKYMEHT: OpPWUTHHAI,
JyOJIETHBIN SK3EMIUISP WK KOMHS;

1) TOBTOpseTCS Jid HWHPOpManus B  APYrUX
JNokyMeHTax. Eciau moBropsieTcs, TO B KakuxX ¢opmax u
o0BeMax;

€) MpaBUIBHOCTH  O(OPMIIEHUS
JOKYMEHTOB;, )  pPEKBH3HTEHI,
YIOCTOBEPSIOIINE JOKYMEHTHI.

[Io xakuM KpuTEpHUsM B JAHHOM Cilydae MpPOBOJMIIACH
OLICHKA IOKYMEHTOB?

IMK-10- Ba1ajeHneM NPUHIMNIAMU M METOJAAMU CO3IaAHHUS CIIPABOYHO-HH(POPMAIHOHHBIX

CpeaACTB K JOKYMECHTaM

3HaTb

- NPUHLMMbI U
MeToAbl CO34aHUA
cnpaBoYHO-UHPOpMa
LMOHHbIX CPeacTB

Hepeqeﬂb TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

1. KomnnektoBaHMe apXMBOB NO JIMYHOMY cCOCTaBy. MCTOUHMKM
KOMMN/IEKTOBaHMA apXMBOB N0 IMYHOMY COCTaBy.

2. OpraHusauma y4yeTa [OOKYMEHTOB MO JIMYHOMY COCTaBYy.
Cuctema y4yeTHbIX AOKYMEHTOB, WX LLe/IeBOe HasHayeHue.
OcobeHHOCTN y4yeTa AOKYMEHTOB MO JIMYHOMY COCTaBy B
apXMBAxX OpraHM3aLunii U rocyAapCTBEHHbIX apXMBaX.

3. Wcnonb3oBaHMEe aBTOMATU3MPOBAHHbLIX TEXHO/MOMMI yyeTa
aPXMBHbIX AOKYMEHTOB NO JIMMHOMY COCTaBY.

4. YcTpoicTBo 1 0bopyaoBaHME apXMBOB MO JIMYHOMY COCTaBy B
OpPraHM3aLMaAX U apX1Bax.

5. ®akTopbl paspyweHus [OKYMEHTOB MO JIMYHOMY COCTaBy.
KoHTpoNb Hanuums M GU3MYECKOTo COCTOSHUA AOKYMEHTOB
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HbIH

aNeMeHT
KomneTe
HUMM

MNnaHnpyemble
pesynbTaThbl
0by4yeHus

OueHouHble cpeacTsa

no JINYHOMY COCTaBY.
6. OcobeHHOCTM yyeTa U COXPAaHHOCTU AOKYMEHTOB MO JIMYHOMY

COCTaBy M MOPAAOK MX Nepefadnm Ha XpaHeHue B ciayyae

JIMKBUZALUK IOPUANYECKOTO L.
7. OpraHusauma 3aWmuTbl apXMBHbIX AOKYMEHTOB MO JIMYHOMY
COCTaBY OT HECAHKLMOHMPOBAHHOTO 40CTYNa.
8. HayuyHOo-cnpaBoYHbIA annapaT K apXMBHbIM AOKYMEHTaM Mo
JIMYHOMY COCTaBy.
9. ABTOMAaTU3NPOBAHHbIN Hay4YHO-CNPaBOYHbI annapat
apXMBOB MO JIMYHOMY COCTaBY.

YmeTb

- NPUMEHUTb 3HAHUA
O NPUHLMMAX U
meTozax ans
CO3/aHu1A CNPaBOYHO
- NHPOPMALMOHHbIX
CpeacTs K
OOKYMEHTam

MpumepHoie npakmuvecKkue 3a0aHUA 014 3K3ameHa:

1. Ymo u3 nepe4vyucsieHHo20 OMHOCUMCA K UHd)OpMauUOHHO-
cnpaso4vyHsbiMm 60KymeHmaM u4ymo ewje MOX¥HO omHecmu:

K MHPOPMaLMOHHO-CNPABOYHbIM AOKYMEHTaM OTHOCATCA:
1) npoToKobl;
2) AOKNaAHble 3aNUCKK;

3) npeanoxkeHus;

4) 06bACHUTENbHbIE 3aNUCKK;

5) 3aABneHus;

6) NnpeacraBneHus;

7) nucbma;

8) aKTbl;

9) cnpaBsky;

2. 3anonHuTe nponylweHHble mecTa: [lepenncka — 3To
06061eHHOe Ha3BaHWe Pas/IMYHbIX MO COAEPKAHMIO MUCEM,
MCNO/b3YIOLLMXCA ....HTA ONEePaTUBHOIO MHPOPMALMOHHOrO 06MeHa
MeXay OpraHu3auuamm.

Buabl 4en0BOM NEPENUCKM U ee Ha3BaHWA ONpeaensaoTcs
cnoco6amu .... UHGoOpMaLUK, KOTOopble B HacToALLEe BpeMsA
noApasaenatoTcA Ha MOYTOBYIO CBA3b U 3/IEKTPOHHYIO.

MPOTOKON — 3TO AOKYMEHT, ....X0/ 3acefaHus 1 Nopaaok
MPUHATUA peleHnn KoaaernaabHbiM oOpraHom ynpasaeHus. Mo
cTeneHn GUKCMPOBaHNA MHOOPMALMM U CTEMEHM NOHOTbI 3aNncK
TeKCTa NPOTOKO/bl NOAPA3AeNAOTCA Ha ... U .... KpaTKuiA NpoToKon
... DamMMANKN JOKNAAYMKOB, TEMbI AOKIAA0B U BLICTYNIEHWNI U
NPUHATbIE peleHna. MNoAHbIA NPOTOKOA ... 3aNUCb Beex
BbICTYN/IEHNI NO XOA4Y 3aceAaHuns. PelweHne o Tom, Kakyto popmy

MPOTOKO/1a BECTU HA ... NPUHUMAET PYKOBOAMTE b KOJIErMabHOIO
opraHa ynpas/ieHuUa UAN pyKoBOAUTENb OPraHMU3aLmm.
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CTpyKTyp

HbIM MnaHupyemsble
aNemeHT pesynbTaThl OueHoYHble cpeacTBa
KomneTe 0byyeHus

HLMK
Bnagetb |- HaBbikom co3ganua | 1. [Ipoananusupyiite CTPYKTYpHBIEC YaCTH CIYKOBI

CMPaBOYHO -
NHOOPMaALMOHHBIX
CPeAacTB K
AOKYMeHTam

JIEJIONPOU3BO/ICTBA B OPraHU3ALUAX PA3INYHBIX YPOBHEH
YIPaBICHUS .

2. Onpegenute TpeOOBaHUS K CTPYKTYype U cocTaBy [lonoxeHus o
ciryx0e J1e0npon3BOACTBA, K JOJKHOCTHOM HHCTPYKLIUH.

3. Cnemnaiite Tabmuny «[I[pUHIUIIBI 1 METOIBI CO3TAHUS
MH(OPMaLMOHHO-CIIPABOYHBIX CPEJICTB K JOKYMEHTaM.

4. OnpenenuTe OCHOBHBIE ITAIBI MPOXOKICHUS U UCTIOTHEHUS
BXOJISALINX, UCXOASIIUX U BHYTPEHHUX JOKYMEHTOB.

5. CoctaBbTe Tabnuny «Peructpaius JOKyMEHTOB, €€ 3HAaUCHUE,
00s3aTeNbHbIM COCTaB PEKBU3UTOB IIPU PErUCTPaLIUM.

6. CocTaBbTe cXeMy TEXHOJIOTHH KOHTPOJIS 32 CPOKAMU
UCIIOJIHEHUS IOKYMEHTOB Ha MPUMEpe KOHKPETHOTO
PETPUSITHSL.

IIK-21- B1agenneM HABbIKAMHU COCTABJIEHUS ONMCEH /eI, MOATOTOBKH /ieJI K Mepeaaye B

apXuB OPraHU3aIUH, FOCYAAPCTBEHHbII WM MYHUIIMNIAJILHBIH apXuB

3HaTb - npaBua Ilepeyenb TeopeTHYECKUX BONPOCOB K IK3aAMEHY:
KnaccudpuKaumm
aPXMBHbIX 1. KomnnektoBaHue apxmBOB NO JINYHOMY cocTasy. MCTOUHMKM
[LOKYMEHTOB C LiE/Ibio KOMMNIEKTOBaHMA apXMBOB MO JIMYHOMY COCTaBy.
2. ToprotoBKa AOKYMEHTOB MO JIMYHOMY COCTaBY K apXMBHOMY
COCTaB/IEHUA ONUCK
XpaHeHuto. PopmupoBaHMe Aen MO JIMYHOMY COCTaBy ANA
AEN AORYMEHTOB, nepesayv B Be4OMCTBEHHbI apXMB.
npasuia NOArOTOBKM 3. OpraHusauma nNoAroTOBKM K apXMBHOMY XPaHEHUIO W
Aen ona nepefayv B apPXMBHOE XpaHEeHWe Pa3HbIX BUAOB AOKYMEHTOB MO ANYHOMY
apxus coctaBy (NpWKasbl MO JIMYHOMY COCTABY, JIMUYHbIE KAPTOYKM,
JIMLEBbIE CYETA, PErUCTPALMOHHbIE KHUTH).
4. Mopanok GpopmMUPOBaAHUA NNYHOTO Aena.
5. TpeboBaHuA K OpraHU3aLmm XpaHEHNA TPYAO0BbIX KHUMKEK.
6. MNopagok nepegaus gen N0 JINYHOMY  COCTaBy B
BE4,OMCTBEHHbII apXuB.
7. TpeboBaHMWA K COCTaBAEHMIO ONUCKU AN NO ANYHOMY COCTaBY.
8. TopAgoK YHWUTOXKEHMA apXMBHBIX KaLpOBbIX AOKYMEHTOB C
WCTEKLWNM CPOKOM XPaHeHUA.
9. OpraHusauma y4yeTa [OOKYMEHTOB MO JIMYHOMY COCTaBy.
Cuctema y4yeTHbIX OOKYMEHTOB, MX Lge/feBOoe Ha3HayeHue.
OcobeHHOCTN y4yeTa [OKYMEHTOB MO JIMYHOMY COCTaBy B
apXMBax OpraHM3aunii U rocyaapCTBEHHbIX apXuBax.
YmeTb - NpOU3BECTU MpumepHbie npakmuyeckue 3a0aHus 0414 IK3AMeHa:
KnaccuduKaumto
APXMBHbIX 1.3anonHume ece nponyweHHble mecmad 8 onucu
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CTpyKTyp

HbIM MnaHupyemsble
anemeHT pesyabTaThl OueHouHble cpeacTsa
KomneTe 0byyeHus
HUMK
OOKYMEHTOB,

odopMUTb ONKUCb
OeN LOKYMEHTOB;
noAroToBUTbL
OOKYMEHTbI AnA
nepenayn B apxme

BHYTPEHHAA OITUCH
NOKYMENTOR ef1. Xp. Ne

N2 Mupeke goky- | [flara poky- | 3aronosox po- | Homepa nuc- | Npumesar
n/n MEHTA MEHTa KYMEHTa TOB efl, Xp.
1 2 3 4 5 ‘ 6
HUroro JIOKYMEH1

(1wparu 1 NPONKHCHIO)
KonngecTso AMcToB BHY TPeHHEN ONHCH _

(tmndppamu i nponuceio)

HauMeHOBaHHE NOJLKHOCTH JIMLLA,
COCTABMBILETO BHY TPEHHIOK ONHCH
NOKYMEHTOB J1eJ1a IMoanuce Pacumdpposka noan

Hara

2. 3anoaHume ece nponyweHHole mecma
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aNeMeHT
KomneTe
HUMM

MNnaHnpyemble
pesynbTaThbl
0by4yeHus

OueHouHble cpeacTsa

(Haumenonanue oprannzanun )

(HauMeEHOBAHME CTPYKTYPHOTO TOAPA3ICICHH)

YTBEPKJIAIO

Hanmenosanue AOJIAHOCTH
PYKOBOIHTENIA CTPYKTYPHOTO

NOJIpasjie/iecHuA

[Monrmce Pacimdgponka
HoaInucH
Harta
OINUCDH Ne
e HHpexc gena 3aronoBEoK Kpaitnue Hon-go auc- | Cpok xpane- | Mpumevanue
n/n Aena Aatu T0B HUR
4 5 6 7

1 2 3

Haisauwe paspena

B #aHHyIO ONHCh BHECCHO en, Xp. ¢ Ne 1o Ne » B TOM “IHCIIE:

JIHTCPHBIC HOMCPAT

nponyiennnie noMepa:

HauMeHOBaHHE TOJUKHOCTH
COCTABMTENS ONTUCH

JlaTa

COI'MMACOBAHO

Moanuce Pacimcpposka noammci

COTTTACOBAHO

HanMenonanme N0KHOCTH PYKOBOAHTENA npOTOI{O_’l DK CTPYKTYPHOTO

cayx6b1 JOY

noapasncjcHus

TMonanuces Pacindpposka noanuck oT Ne

Hara

3.Ilpu cocraBieHun

OlmMCu A€l IO JIMYHOMY COCTaBy IIO

HOMHHAJIbLHOMY IIPUHIMUITY 3aroJIOBKH [JOCJI B OIIMCHU HUAYT B

cneny}omeﬁ IMOCJICAOBATCIBHOCTH!

BbibepuTe 0aMH OTBET:

A.nuueBble cyeTa paboumnx M cay:Kalmx no 3apaboTHoM naate

(paC'-'IETHbIe B€4OMOCTH NO 3apru1aTe); CMUCKN NTMYHOTO COCTaBa,

INYHbIE Aena, HEBOCTpE6OBaHHbIe INYHbIE NOA/INHHbIE AOKYMEHTbI

YBOJIEHHbIX PaOOTHUKOB (MPU OTCYTCTBUM OTAE/IbHOM ONUCH)

E.pr,D,OBble A0rosopbl (COI'J'IaLIJeHVIﬂ),' AKTbl O HECHACTHbIX CNy4yaAax

C.CMNCKM NNYHOTO COCTaBa; KAPTOYKM MO yYeTy IMYHOMO COCTaBa;

NIMYHble Aena; TPYAOBble A40roBopbI (cornaweHuns)

[. NpyKasbl (pacnopaKeHusn) No IMYHOMY COCTaBY; CMIMCKU JINYHOTO
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CTpyKTyp

HbIM MnaHupyemsble
3NeMEHT pe3yabTaTbl OueHouYHble cpeacTsa
KomneTe 0by4yeHus
HUUK
COCTaBa; /IMYHbIE AeNa; KaPTOUYKM NO YYeTy IMYHOTO COCTaBa
Bnagetb |- HaBblkamu Pemuts kelic:
opraHusauum 3agaua 1. B cBs3u ¢ IpOBEAECHUEM UCCIIEIOBAHUS U CO3AAHUEM
[LOKYMEHTHOI KOJIJICKIIMU TOKYMEHTOB 110 TeMe «MarepualibHO-TEXHUYECKast

nHpopmauum npm
nepepaye
OOKYMEHTOB U3
opraHv3auuu B
apxuB

OCHAILEHHOCTh 0011e00pa30BaTeIbHBIX KO roposa [lenssr B
90-e roasr 20 B.» B apXxuB YHpaBJIeHHUS 00pa30BaHUs ropoja
[Ten3s! mocTynuIM JOKYMEHTHI 0T (hoHI000pa3oBareneii: MOY
COIII Ne 69 1 MOY COIII Ne 71. U1 B Tom 1 B ipyrom ¢doH e
os110 B Hannuuu [IMCbMO (u ero komnusi, OTITYCK) AUPEK- TOpa
MOY COLI Ne 69 ¢ npocs60oii iepeaTh B MOCTOSTHHOE
MOJIb30BaHKE IIIBEHHBIC MAIIMH- KU U3 KaOMHETa TEXHOJIOTHI
MOY COHI Ne 71 B kabunet texnosoruxt MOY COILI Ne 69 u
AKT nepenaun BbllleyKa3aHHBIX IIBEHHBIX MaIMHOK. [Tpu
MIPOBEICHUH SKCIIEPTHU3bI B apXUBE YIIpaBlIeHUs 00pa30oBaHUs
ropoa [lenssl pere- HO ObUTO MPUHSTH B KOJUIEKITUIO TOJIBKO 110
OJIHOMY 3K3EeMIUISIPY JOKYMEHTOB. Kak BbI 1ymMaere, JOKyMEHThI
Kakoro (oHI000pa30BaTEs BOILIN B KOJUICKIIUIO ApXUB- HBIX
JIOKYMEHTOB YTpaBieHus oOpa3oBanusa? Jlokaxkure cBoe
peueHue.

3agaya 2. B 1998 roay, Haxo4ACb Ha CTa*XKMPOBKE B
FocypapcTBEHHOM My3ee-3anoBegHuKe «Tap-xaHbl» (AeicTeyeT ¢
1939 roga), oAMH U3 acnMpaHTOB cymes nogobpaTh WKdpP U OTKPLITh
ceild (paHee HUKTO ero He OTKPbIBa/), HAXOAMBLUMIACA B KOMHaTE
E.A.ApceHbeBoli. B Hem 6b110 06HapYKEHO MUCbMO K
M.10./lepMOHTOBY OT O4HOW M3 ero NATUIOPCKUX 3HAKOMbIX, KOTOPOA
noceslieHa Heboblan akcno3unums B mysee M.KO.JlepMmoHTOBa B
NaTuropcke. Kak Bbl AymaeTte, K poHAAM Kakoro myses («TapxaHbi»
nnu B MATUrOPCKE) HYXKHO OTHECTU HANAEHHDbIA AOKYMEHT M nodYemy?

IIK-22- cnoco6HOCTbIO NPMHUMATL y4acTue B paboTe No NPOBEAEHUIO IKCNEPTU3bI LLEHHOCTH
AOKYMEHTOB

3HaTb

- OCHOBHbI€ 3Tanbl,
nopAaoK
nposeaeHnA
9KCNEPTU3bl
LEHHOCTH
AOKYMEHTOB B
COOTBETCTBUN C
HOPMAaTUBHbIMU
AOKYMEHTaMU

Hepeqeﬂb TCOPETUYCCKHUX BOIIPOCOB K IK3aMEHY:

1. OpraHusauma MOATOTOBKM K apPXMBHOMY XpPaHEeHWo U
apXMBHOE XpaHEeHWe PasHbIX BUAOB AOKYMEHTOB MO ANYHOMY
cocTaBy (NpuKasbl MO NMYHOMY COCTaBY, /IMUHbIE KApPTOUKM,
NIMLEBbIE CYETa, PErUCTPALMOHHbIE KHUMK).

2. MNopagok GopmMpoBaHMA IMYHOIO Aena.

3. Tlopagok nepegaunm Aen Mo MYHOMY
BEAOMCTBEHHbIN apXuB.

4. TpeboBaHUsA K COCTaBJAEHMIO ONMUCK e NO JIMYHOMY COCTaBy.

5. TopAgoK YHWUTOXKEHUA apXMBHbIX KagpoBbIX AOKYMEHTOB C
NCTEKLIMM CPOKOM XPaHEeHMUS.

COCTaBy B

54




CTpyKTyp

HbIM MnaHupyemsble
aNeMeHT pesynbTaThl OugeHouHble cpeacTsa
KomneTe 0byyeHus
HUMK
6. OpraHusauua yyeTa [JOKYMEHTOB MO JIMYHOMY COCTaBy.
CucteMa y4yeTHbIX [OOKYMEHTOB, MX LiefeBOe HasHayeHue.
OcobeHHOCTN y4yeTa [OKYMEHTOB MO JIMYHOMY COCTaBy B
apxMBax OpraHM3aumii 1 rocysapCTBEHHbIX apXMBaXx.
YmeTb - pasrpaHnyYnTb MpuMepHbIe NpaKTUYeCcKMe 3a4aHUA AN1A SK3aMeHa:
OOKYMEHTbI y
NOCTORHHOFO, 1. Ha3oBuTe 3aKOHOAATE/IbHbIM aKT, KOTOPbIM peryanpytoTca
BPEMEHHOTO CPOKa OTHOLLEeHUA B chepe ynpasae- HUA apxnBHbIM genom Poccun B
XDAHEHMA, HacTosLee Bpems.
noanexawue Orser:
YHUHTOXKEHWIO 2. Ha30BuTe 3aKOHOAATE/NbHbIN aKT, KOTOPbIM PEryANPYIOTCA
OTHOLWEHUSA B chepe opraHM3a- UMM XpaHeHUs, KOMMJIEKTOBaHUS,
yyeTa U UCNonb30oBaHMA apxnBHoro ¢poHaa MeH3eHcKol obnactn B
HacTosLee Bpems.
OTBerT:
Bnapgetb |- HaBblKamu PewunTb Kelic
OOKYMEHTUPOBaAHMSA
npoBeaeHMA 3apaya 1. 3gaHMe 061aCcTHOrO ONepHOro TeaTpa HauMHaNOo CTPOUTb
SKCNEpTU3LI (1996 r.) TeppuTopMranbHoe cTpoutenbHoe obbeanHeHme (TCO)
LLeHHOCTH «CTpoinogpsaa». 3akaHuMBano cTtpoutenbctso (2007 r.) OAO
[LOKYMEHTOB «lnaBcTpoii», He ABNAIOLWEECA ero NPaBoNpPeEeMHUKOM. B apXMBHbIX

doHAax Kakoi opraHmMsaummn byayT Haxo4MTbCA AOKYMEHTbI MO
CTPOUTENbCTBY ONEPHOrO TeaTpa?

3apauva 2. CorniacHo UCTOpUYECKoM cnpaBkK MeH3eHCKMIA ob1acTHOM
ApamaTunyeckuii TeaTp M. A.B. JlyHayapcKoro Hayan ceoto paboTy Kak
MeH3eHcKuii TeaTp (1793), noTom 6bin 0praHM3o- BaH MeH3eHCKuiA
HapoAHbIn TeaTp (1896). B 1916 roay Ha basapHoit naowaam MeHsbl
6b1710 OTKPLITO CNeLnanbHO NOCTPOEHHOE 34aHNe «HapoaHoro goma
um. MmnepaTtopa AnekcaHgpa lI». Ha ero cueHe o 2008 roga v urpan
cBoM cnekTaknm MNeHseHckmin Teatp. C 1917 roga cnekTaknu B 34aHUK
TeaTpa roToBW/ ApamaTUYEeCKUI KPYKOK M. bennHckoro. B 1918
rogy ApamaTuyecKuii KpyKoK Mm. benMHCKoro cTan HasbiBaTbCA
FapHM30HHbIN TeaTp. B oktabpe 1920 roaa pelueHmem MeH3eHCKOro
ry6epHCKOro UCNOAHUTENbHOFO KOMUTETA [lpamaTnyeckomy TeaTpy
NPWCBOEHO UMA BbiBLLErO B Ty NOPY HAPKOMOM npoceeLleHns A. B.
NyHauyapcKkoro. C momeHTa iMKkBuaaumnmn NeHseHcKon rybepHnn B
1928 roay TeaTp HAUMHAET NeperKMBaTb 3HaYUTENbHbIE U3MEHEeHUA. B
1939 roay obpasoBaHa MeH3eHcKan ob6nacTb, MeH3a cTaHoBUTCA
o61acTHbIM ropogom, a TeaTp M. A. B. JlyHauyapckoro o6a1acTHbIm
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MNnaHnpyemble
pesynbTaThbl

0by4yeHus

OueHouHble cpeacTsa

TeaTpom. OPuuManbHoe Ha- 3BaHME C TOM NOpPbl A0 HACTOALLErO
BPEMEHWN He MeHAN0oCh: MNeH3eHCKN 061acTHOM ApamaTu- YECKUI
TeaTp um. A.B. JlyHavapckoro. 2 aHBapa 2008 rona B Teatpe
NPOWU30LLEN CUABbHbBIN NOXKAP, KOTOPbLIN NPAKTUYECKU NOAHOCTbIO
YHUYTOXKWUA BHYTPEHHWE KOHCTPYKLMKN ero 34aHUA, OCTaBMB O4HU
BHeLWHWe cTeHbl. B deBpane-uioHe 2008 r. cropesLlee 3a4aHWe TeaTpa
6b1710 NOIHOCTBIO CHeceHO. MNepBoe BbICTyN/eHNEe B HOBOM 34aHUMU
cocTtosanock 5 mapTta 2010 roga. YTouHuTe GOHAOBYIO
NPUHASNENKHOCTb APXMBHbIX OKYMEHTOB TeaTpa. CKoNbKo GOH- A0B
HYXHO CO34aBaTb B @HHOM C/yyae: 04MH OCHOBHOW, ABa,
HECKO/IbKO, 06beaAnHeHHble GOHAbI? BO3MOXKHO, Y Bac ecTb
BapuaHTbl. [JoKaxKMTe CBOIO TOUKY 3pEHUA, ONMMPAACH Ha 3HA- HMA
npasun GOHAMPOBAHNA aPXMBHbBIX LOKYMEHTOB.

ITK-23- B1ageHneM HABBIKAMH Y4eTa U o0ecrieyeHusi COXPAHHOCTH IOKYMEHTOB B apXuBe

3HaTb - HOPMaTKBHble IIepeueHb TEOPETUUECKUX BOIPOCOB K DK3aMEHY:

AOKYMEHTbI,
oTpaxaroLme 1. 3apaum n dyHKLMM ApXMBa AOKYMEHTOB NO JIMYHOMY COCTaBY.
NPUHLMNBI, METOAbI 2. [Mpasa Apx1Ba SOKYMEHTOB MO IMYHOMY COCTaBY.

3. CoBpemeHHOe COCTOfHME B CUCTEME aPXMBHOIO XPaHEeHWA
v HOpMe! OOKYMEHTOB MO IMYHOMY COCTaBYy.
obecnedenna 4. TopAaaoK NpoBedeHNA SKCNepTM3bl LeHHOCTU AOKYMEHTOB Mo
COXPaHHOCTH, y4€eTa JIMYHOMY COCTaBY Ha pPas3HbIX 3Tanax Aesonpon3BoACTBa.
OOKYMEHTOB B 5. KomnnekToBaHue apxnBOB NO JINYHOMY COCTaBy. MICTOYHMKH
apxuBe KOMM/IEKTOBaHMA apXMBOB MO JIMYHOMY COCTaBy.

6. [loagrotoBKa AOKYMEHTOB NO /IMYHOMY COCTaBY K apXMBHOMY
XpaHeHuto. PopmuMpoBaHMe Aen MO JIMYHOMY COCTaBy AAA
nepesayun B BEAOMCTBEHHbIN apXuB.

7. OpraHusauma noAroTOBKM K apXMBHOMY XPaHEHWUIO MU
apXMBHOE XpaHeHMe pasHbIX BUAOB AOKYMEHTOB NO JIMYHOMY
cocTaBy (NpuKasbl MO NIMYHOMY COCTaBY, JIMYHbIE KAPTOUKM,
NMLEBblE CYETA, PEFUCTPALMOHHBIE KHUTN).

YmeTb - MPUMEHUTb Ha MprmepHble NpakTUYecKkne 3agaHna ANa SK3ameHa:

NpaKTUKe 3HaHUA 0
npasuaax
obecneveHus
COXPaHHOCTH, yyeTa
JOKYMEHTOB B
apxuBe

1. Kakne oTHOLEHMA ABAAIOTCA NPEAMETOM PeryiMpoBaHus
depnepanbHoro 3akoHa «06 ap- xMBHOM gene B Poccuiickomn
depepaunn» ot 22 okTabpa 2004r. Ne 1257?

OtgeT:

2. KaKkre oTHOLLEHWA ABNAIOTCA NPpeaMeToM PeryiMpoBaHma 3akoHa
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CTpyKTyp

HbIM MnaHupyemsble
anemeHT pesyabTaThl OueHouHble cpeacTsa
KomneTe 0byyeHus
HUMMK
MeH3eHcKon obnactn «06 apxmBHoOM aene B [eH3eHcKo obnactu» ?
OTBerT:
Bnapetb |- HaBblkamu yyetau | PewwnTb KeWnc

obecneyeHus
COXpPaHHOCTU
OOKYMEHTOB B
apxuse

3agaua 1. [leiicTByloWee B HacToALWEe BPEMS aKUMOHepHoe
obuectso «MNeHsacTpoin» (OAO «MeH3acTpoin») yupexaeHo B 1992
rogy Ha 6ase TeppMTOPUANIbLHOTO CTPOUTENBHOIO 06be-ANHEHNA
(TCO) «MNeH3acTpoii» — NnpaBoNpeeMHNKa rMaBHOro ynpasaeHns no
cTpouTenbcTBy B MeH3eHcKoM obaactu - «naBneH3acTpomn»
MuHtoctcTposa CCCP. YTouHUTe GOHAOBYIO NPUHAANEKHOCTD
APXUBHbIX JOKYMEHTOB aKLUMOHepHOro obuecT-8a. Ckonbko ¢poHA0B
HYXHO CO34aBaTb B @HHOM C/yyae: 04MH OCHOBHOW, ABa,
HECKO/IbKO, 06beanHeHHble poHAbI? BO3MOKHO, ¥ Bac ecTb
BapWaHTbI. [lOKaXKMTe CBOK TOYKY 3pEHMA, ONMPAACb HA 3HAHUA
npasun GoOHAMPOBAHUA aPXMUBHbIX AOKYMEHTOB.

3apaya 2. AkumoHepHoe obuectso «leH3acTpoii» B30 Ha cebs
06A3aHHOCTWN MO OKOHYAHMIO CTPOUTENLCTBA MHOTOKBAPTUPHbIX
[O0MOB AN1A A0/bLWMKOB 06aHKPOTUBLLENCA FPYNNbl KOM-MAHUA
«MNoBosKbe» B T. MNeH3e. YTouHUTe GOHA0BYIO NPUHAANEKHOCTD
aPXMBHbIX OKYMEHTOB — Hay4YHO-TEXHUUYECKOMN, MPOEKTHOM
OOKYMEHTaL MU Ha CTPOUTENbCTBO YNOMSHYTbIX 40MOB. OHM BOMAYT B
GOHAbI apPXMBHbIX ZOKYMEHTOB Ipymnnbl KOMMNaHUI «OBOMKbE» UM
OAOQ «[leH3acTpoin»?

ITK-24- B1ageHneM HABbIKAMH OPTaHU3AIUHN CIPABOYHO-TIOUCKOBBIX CPEACTB H

HUCII0JIb30BaHUS apXUBHBIX JOKYMEHTOB

3HaTb

- npasunna
CoCTaB/sieHuA
CnNpaBO4YHO-NOUCKOB
bIX CpeAacTs

ITepeyenb TeopeTHUYECKMX BONPOCOB K IK3aAMEHY:

1. Hay4yHO-CMpPaBOYHbIN annapaTt K apXMBHbIM AOKYMEHTaM Mo
JIMYHOMY COCTaBY.

2. CocTaBneHue apxmMBHOM ONUCK NO TUYHOMY COCTaBY.

3. ABTOMaTU3MpPOBaAHHbIN Hay4YHO-CNPaBOYHbIN
apX1BOB MO IMYHOMY COCTaBy.

4. OpraHu3auMs WCNO/Mb30BaHMA apPXMBHbLIX [AOKYMEHTOB MO
NmyHomy coctasy. ®opmbl UCNOb30BAHMA AOKYMEHTOB.

annapat

5. TopAagok M CPOKM UCMONAHEHUA  COLUManbHO-NPaBOBbIX
3anpocos.

6. OpraHusauma COTPyAHMYECTBA apXMBOB C HOPUANYECKMMU U
OUBNYECKMMM  AUMLUAMW MO WUCMONb30BAHUIO  APXUBHbIX

AOKYMeHTOB NO JIMYHOMY COCTaBy.
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CTpyKTyp

HbIM MnaHupyemsble
aNeMeHT pesynbTaThbl OugeHouHble cpeacTsa
KomneTe 0byyeHus
HUMK
7. YYeT MCnonb30BaHWUA aPXMBHbIX AOKYMEHTOB MO JIMYHOMY
coCTaBy.

YmeTb - npoussecti otbop | MpumepHble NpakTUYeCcKne 3ag4aHna oA SK3aMeHa:
nnTepaTypbl,
apPXMBHbIX
AOKYMEHTOB Ha 1. YKaxuTe Homep cTatbi degepanbHoro 3akoHa «O6 apxuMBHOM
3afiaHHyto TEMy; aene B Poccuiickolt Pepe- paunmn» ot 22 oktabpsa 2004r. Ne 125,
CaMOCTOATE/IBHO KOTOpasi PacKPbIBAET MOHATUE KaPXMBHOE A0 B POCCUI- CKOW
paboratb depepaumm». 22
pa3NnUYHbIMMU Otger:
NCTOYHMKaMM
nHbopmauuu; 2. YKaxKuTe Homepa rnasbl, cTaTbM 3aKoHa lMNeH3eHcKol obnactn «06
NOHMUMaTb, apxuBHOM gene B [leH- 3eHCKol 061acTn», KOTopan packpbiBaeT
aHaNM3npoBaTb n NoHATUE «apXMBHbIM GoHA MNeH3eHCcKol obacTn».
usnaraTb OTserT:
nHbopmaumto

Bnagetb |- HaBblKOM Pewntb Keic

MCNO/Ib30BaHUA U
opraHusaumm
MHPOPMALMOHHBIX
TEXHOJ/IOMNI B MOUCKe
nHpopmaymm,
NCNO/Ib30BaHUA
npasoBbix 6a3
OaHHbIX NpK
COCTaB/IeHUU
6ubnnorpaduryeckor
O M aPXMBHOTO
0630posB

3apaya 1. O6LwecTBo € OrpaHUYEHHOM OTBETCTBEHHOCTLIO
Npou3BoACTBEHHO-KOMMeEpYecKasa drpma «Tepmogom» (000 NPK
«Tepmoaom»), UMeloLLas topuandecknin agpec: NeHseHcKas obnacTb,
MeH3eHCKWI paiioH, c. 3aceyHoe, ya. PagykHada, 1-32, kopnyc 2, 5-biit
MWKpOpainoH TepHOBKM, MeeT dpmanan B r. 3apeyHom. 20 YTouHuTe
$OHA0BYIO NPUHAANEKHOCTb aPXMUBHbIX IOKYMEHTOB duanana
obuwectBa. CKosbKo GOHAOB HYXKHO CO34aBaTb B A@HHOM C/lyyae:
OAMH OCHOBHOMW, ABa, 06begnHeHHble oHAbI? BO3MOKHO, ¥ Bac ecTb
BapuaHTbl. [loKa*KnUTe CBOK TOYKY 3pEeHMA, ONMPascCh Ha 3HAHUSA
npasun GoHAMPOBAHNA aPXMUBHbIX JOKYMEHTOB.

3apava 2. Ha npeanpuATUM CKOPONOCTUXHO CKOHYaNCA NepenoBoi
paboTHMK U.C.MBaHOB (paHHAS cmepTb B pesysibTaTte
HenpoAoNKUTENIbHON 60ne3HM). Y HEro HET HUKOTO U3 POLCTBEH-
HWKOB. Ha obwem cobpaHun Tpya0BOro KonnekTnaa 66110 BbIHECEHO
pelleHme CoXpaHUTb AOKYMEHTbI, Nybankaumm, ¢poTo, BUAEO, U Ap.
(OKYMEHTbI IMYHOIO MPOUCXOXKAEHMUSA), T.K. OHM NPEACTaBAAIOT
HaY4YHYIO U KYNbTYPHYIO LLEHHOCTb A8 npeanpuatus. Bece ato 6b110
b6epexkHo cobpaHo ApYy3bAMU MOKOMHOIO U NepeaaHo B apxmB
npeanpuATMA. B KOHLe Ae10npo-n3BOACTBEHHOIO roaa Ty4a e
NOCTYNUAM INYHAA KapTOYKa PaboTHUKA, ero TPyA0Bas KHUXKKA
BMecCTe C APYrMMM CAABAEMbIMU B apXMB AOKYMEHTAMM MO ANYHOMY
coCTaBy. YTOUHUTE GOHAOBYO NPUHALNENKHOCTb APXMBHbIX
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MNnaHnpyemble
pesynbTaThbl
0by4yeHus

OueHouHble cpeacTsa

nokymeHToB U.C.MBaHoBa. CKOIbKO GOHA0B HY}KHO CO34aBaTb B
OAaHHOM Cny4yae: OAMH, ABa, 06beaAnHEHHble GOHAbI? BO3MOXKHO, Y
BaC €CTb BapuaHTbl. [JOKaXKMTe CBOIO TOUKY 3PEHMA, ONMPAACH Ha
3HaHWA Npasna GOHANPOBAHUA APXMBHbBIX LOKYMEHTOB.

IIK-27- ciocoOHOCTHI0 MPUHUMATH YUacTHe B padoTe Mo NPoBeAeHUI0 IKCIEePTH3bI
LHEHHOCTH JOKYMEHTOB

3HaTb - OCHOBHbIE 3Tanbl, IlepeyeHb TeopeTHYECKUX BOIPOCOB K IK3aMEHY:
nopazoK
npoBeAeHus 1. OpraHusauma MOATOTOBKM K aAPXMBHOMY XPaHEHUIO W
SKCMEPT3bI apXMBHOE XpaHeHWe pa3HbiX BUAO0B AOKYMEHTOB N0 AUYHOMY
coctaBy (NpWKasbl MO JIMMHOMY COCTABY, JIMUYHbIE KAPTOYKM,
HEHHOCTU JIMLLEBbIE CYETA, PETUCTPALMOHHbIE KHUTW).
AOKYMEHTOB B 2. MMopaaok GoOpMMPOBaHUA IMYHOTO Aena.
COOTBETCTBMM C 3. MNopspgok nepepgaun gen N0 JIMMHOMY  COCTaBy B
HOPMATUBHbIMM BELOMCTBEHHbIN apXUB.
JOKYMEHTaMM 4. TpeboBaHWUsA K COCTABAEHWUIO ONUCKU e NO INYHOMY COCTaBy.
5. TopAfoK YHUUTOXKEHUA AaPXMBHbBIX KAZAPOBbIX AOKYMEHTOB C
WCTEKLLUMM CPOKOM XPaHEHUA.
6. OpraHusauua yyeta [JOKYMEHTOB MO JIMMHOMY COCTaBy.
Cuctema y4yeTHbIX OOKYMEHTOB, MX LEeNeBOe Ha3HayeHwue.
OcobeHHOCTM y4yeTa AOKYMEHTOB MO J/IMYHOMY COCTaBy B
apXMBax OpraHM3aunii U rocygapCcTBEHHbIX apXMBax.
YmeTb - pasrpaHnunTb MpumepHble NpakTUYECKue 3a4aHNA ANA IK3aMeHa:
OOKYMEHTBI
NOCTOAHHOIO, 1. YKkaxunte HaUsBaHume cTaTbmn PepepanbHoro 3akoHa «O6 apxmMBHOM
BPEMEHHOrO CPOKa nene B Poccuitckolt Pe- gepaunmn» ot 22 okTabpsa 2004r. Ne 125, B
XPaHEHMA, KOTOPOW onpeaenatoTca NosHOMOoYMA cybbekToB Poc- cuiicKom
noanexaLLme depepauun U MyHUUMNANbHbIX 06pPa3oBaHMiA B 061aCTM apXMBHOIO
YHUYTOXKEHNIO Aena Oteer:
2. YKaKute HoMep u Ha3BaHue cTaTbu PesepanbHoro 3akoHa «06
apx1MBHOM gene B Poc- cuinickon ®epepaunn» ot 22 oktabpa 2004r.
Ne 125, koTopas onpegensieT coctaB ApxmBHoro ¢oH- aa Poccminckol
degepaunm OTBET:
Bnagetb |- HaBblkamu PewnTb Keinc
OOKYMEHTUPOBAHUA .
nposeaeHns 3agaya 1. B 2010 rogy ctponTenbHble rpynnbl KOMAAHUI

«MoBomKbe» 06aHKPOTUAUCL. Ha Bpems nposeaeHMsa npoueaypbi
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CTpyKTyp

HbIM MnaHupyemsble
anemeHT pesyabTaThl OueHouHble cpeacTsa
KomneTe 0byyeHus
HUMK
aKcnepTU3bl 6aHKpOoTCTBa OblNa CO34aHa BPEMEHHAA aAMUHUCTPALLUA,
LEHHOCTH BblpaboTaBLLAA onpeaenieHHble AOKYMEHTbI. YTOUHUTE GOHA0BYHO
OOKYMEHTOB NPUHASNENKHOCTb APXMBHbIX 4OKYMEHTOB, 06pa3oBaBLLMXCA B

npouecce paboTbl BpemeHHOM agMmuHUcTpaummn. Ckoibko GoHA0B
HY}XHO CO34aBaTb B AaH- HOM C/ly4Yae: oAMH, ABa, 06begMHEHHbIEe
$oHAbI? BO3MOXKHO, Y Bac ecTb BapuaHTbl. [JOKa*Kun- Te CBOK TOUKY
3pEeHUsA, ONMPaAChb Ha 3HaHWSA Npasua GOHANPOBAHUA APXMBHbBIX
[OKYMEHTOB.

3agava 2. K npasgHosaHuto 300-netuma r. MNeH3bl 04HO U3 BeAyLLNX
npeanpuATUiA NOAFOTOBUIO KOINEKLMIO AOKYMEHTOB,
CBUAETENbCTBYOLWMX O AOCTUHKEHUAX KONIeKTUBa. MNo3gHee
KoNneKkuma bblna NpMHATA Ha XpaHeHue B rocapxus. K npasaHoBaHMio
350-neTuna r. NeH3bl rocapxms NOArOTOBUA HOBYIO KONNEKLUMIO
OOKYMEHTOB, CBUAETENbCTBYIOLLMX O JOCTUNKEHUAX KONNIEKTUBOB
MeH3eHCcKoM 061acTu, KyZa BOLW/IM HEKOTOPbIE AOKYMEHTbI 13
KONNEKLMM YNIOMAHYTOFO NpeanpuaTma. Bo3amoxxHo n
nepedoHAMPOBaAHME AOKYMEHTOB, BOLIEALINX B HOBYIO KOEKLUMIO?
[ OKaXKnte cBO TOUKY 3pEHMA, ONUPAACh HA 3HAHMA NPaBUA
GOHANPOBAHUA APXMBHbIX OKYMEHTOB.

IIK-28- BJIAACHUEM HAaBbIKAMHM YUY€Ta U odecneyeHus COXPAHHOCTH JOKYMCHTOB B apXuB¢

3HaTb - HOPMaTKBHblE Ilepeyenb TeopeTHYECKUX BOIPOCOB K IK3aMEHY:
OOKYMEHTbI,
oTpaatoLpe 1. TopafoK YHUUTOXKEHMA apXMBHbIX KaZpOBbIX AOKYMEHTOB C
NPUHLANDI, MeToab! NCTEKLUMM CPOKOM XPaHEeHMA.
2. OpraHusauua y4yeTa [OKYMEHTOB MO JIMYHOMY COCTaBy.
v HOpM®! CucteMa y4yeTHbIX [OKYMEHTOB, WX Le/feBOe Ha3HayeHue.
obecneqenus OcobeHHOCTN y4yeTa [OKYMEHTOB MO JIMYHOMY COCTaBy B
COXPaHHOCTH, y4eTa apXmMBax OpraHM3aunii U rocyaapCTBEHHbIX apX1Bax.
OOKYMEHTOB B 3. Wcnonb3oBaHWe aBTOMATU3MPOBAHHbIX TEXHOIOMMI YyyeTa
apxuse APXMBHbIX 4OKYMEHTOB MO JIMYHOMY COCTaBY.
4. Yctponcteo M 060pyLoBaHME apXMBOB MO JIMYHOMY COCTaBY B
OpraHM3aumax 1 apxmBax.
5. dakTopbl paspyweHMA AOKYMEHTOB MO JIMYHOMY COCTaBy.
KOHTpoAb Hanuuma M PpU3MYECKOro COCTOAHUA LOKYMEHTOB
no IMYHOMY COCTaBy.
6. OcobeHHOCTU yyeTa M COXPAHHOCTU LOKYMEHTOB MO IMYHOMY
COCTaBY M NOPSAAOK UX Nepesayn Ha XpaHeHWe B CyyYae AMKBUOALUU
IOPUAMYECKOTO NMLA.
7. OpraHusaums 3alnTbl aPXMBHbLIX AOKYMEHTOB MO JIMYHOMY
COCTaBYy OT HECAHKLMOHMPOBAHHOTO A0CTYNA.
YmeTb - NPUMEHUTb Ha MprmepHble NpaKTUYeCKNe 3aaHNA ANA SK3aMeHa:
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CTpyKTyp

HbIM MnaHupyemsble
anemeHT pesyabTaThl OugeHouHble cpeacTsa
KomneTe 0byyeHus
HUMH
NPaKTUKe 3HAHWA O
npasunax
oBecneyeHms 1. Kakne JOKYMEHTbI BXOAAT B COCTAB apXMBHOIo poHaa MeH3eHCKoM
COXPAHHOCTK, yyeTa obnactu? Oteer:
AOKYMEHTOB B 2. TocypapcTBeHHanA COBCTBEHHOCTb HA APXMBHbIE JOKYMEHTbI
apxvee noapasgenserca Ha OTeeT:
1.
2. 3. K cobcTBEHHOCTH
MeH3eHCcKoM 061acTM OTHOCATCA apPXMBHbIE AOKYMeHTbl OTBET:
1.
2.
Bnapetb |- HaBblKamu yyeTaun | PewwnTb Kelc

obecneyeHus
COXPaHHOCTU
OOKYMEHTOB B
apxuse

3anava 1. B 90-e roapel B Hamlel crpaHe pe3ko COKpaTuiach
POXK1a€MOCTh U KaK CJIEJCTBHE CTAJIM I1yCTOBAaTh JETCKUE CaJlbl.
A BOT LIKOJIBI OBUIH NEPENOTHEHBI (HEKOTOPHIM MPUXOJHIOCH
paboTaTh B 2-¢ cMeHbI). BbIX0/10M U3 clioXkuBLIeHcs CUTyallun
cTanu yuyeOHo-BocnuTarenbHbie Komiuiekesl (YBK) —
J0OpOBOJIBHBIE (HA OCHOBE I0T0OBOpa MEX/y CaZloM M LIKOJIONH;
MEX1y POJUTENSIMU U aIMUHUCTpalMen cajja) 00beIMHEHN caia
U LIIKOJIBI, PACIOJIOKEHHBIE B OTHOM KMJIOM paiione. [letu ¢ yTpa
npeOBIBAIM B TPYIIIBI AETCKOTO Caja, T€ MIKOJIbHBIA yIUTEh
MPOBOAMII OecTiIaTHO (Kak B LIKOJIE) ydeOHbIe 3aHATHs. A
BTOPYIO MOJIOBUHY JTHS peOEHOK MPOBOAMI KaK B IETCKOM cay
(3a JOTIOTHUTENBHYIO TJIATY) — CIaJjl, KYIIa, TYJISUT O]
PYKOBOJICTBOM BOCIIUTATENs 10 puxoja poauteneil. Ecte nu
OCHOBaHWUS ISl CO3/1aHus HOBoro apxuBHOTO (houaa (YBK)?
Jlokaxxute CBOIO TOUKY 3pEHUs, ONMUpPasiCh HA 3HAHUS IPABUII
(GbOHIMPOBaHNS APXUBHBIX JOKYMEHTOB

JIIK-5- ¢cniocoGHOCTBIO K cO0/TI01eHUI0 TPeOOBaHUI K OPraHu3aliu KaIpoBoOro
J1eJIONPOM3BOICTBA U IOKYMEHTHPOBAHMIO TPYAOBbLIX OTHOLICHHUI, XPAHEHHUIO JOKYMEHTOB
10 JIMYHOMY COCTaBY

3HaTb

- oCcHOBbI paboTbl €
KagpoBoW
[OKyMeHTaLuuen, B
TOM umncne
TpeOoBaHUS K
OpraHu3aIuu
KaJpOBOTO
JIETTONPOU3BOJICTBA
u
JIOKYMEHTUPOBAaHU

ITepeyenb TeopeTHYECKMX BONPOCOB K IK3AMEHY:

1. KagpoBaa [OKyMeHTauuA M eé pasHOBUMAHOCTU. 3HayeHue
OOKYMEHTOB MO JIMYHOMY COCTaBy B CUCTEME KaZpOBOi
OOKYMEHTaLmu.

2. [JOKyMeHTbl MO JIMMHOMY COCTaBy [OJIFOBPEMEHHOMO U
KPaTKOBPEMEHHOIO CPOKOB XPaHEHMUS.

3. [paBoBble OCHOBbI OpraHM3auum paboTbl ApxmMBa NO AUHHOMY
cocCTasy.

4. Wctopua ¢opmmpoBaHUA  KagpoBoi
opraHusauma eé xpaHeHua B Poccuu.

5. CopgepkaHue npumepHoro [lonoxeHna o

AOKYMEHTauumn u

palioHHOM
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CTpyKTyp

HbIM MnaHupyemsble
anemeHT pesyabTaThl OugeHouHble cpeacTsa
KomneTe 0byyeHus
HUMH
FO TPYHAOBBIX (ropoackom) ApxmBe LOKYMEHTOB MO JIMYHOMY COCTaBy.
OTHOILICHUH, a TaK 6. 3agaum u PyHKUMKM ApXMBA LOKYMEHTOB NO ANYHOMY COCTaBY.
JKE€ XpaHEHUIO
JIOKYMEHTOB 110
JINYHOMY COCTaBY
YmeTb - OpraHusoBaTb MpuMepHble NpaKTUYeCKMe 3a4aHNA ANA SK3aMeHa:
Kagposoe
0enonpon3BoACTBO,

XpaHeHMe KaapoBoi
OOKYMEHTaLUN U
opraHu3oBarb
coOuroIeHnE
TpeOOBaHU K
OpraHu3aIu
KaJIpOBOTO
JIETIOTPOU3BOJICTBA
u
JIOKyMEHTHUPOBAHU
10 TPYIOBBIX
OTHOIIICHUH,
XPaHEHUIO
JIOKYMEHTOB TI0
JUYHOMY COCTaBY

1. YKaxute Homep ctatbn PegepanbHoro 3akoHa «06 apxmBHOM
nene B Poccuiickoit ®e- aepaunm» ot 22 oktabps 2004r. Ne 125, B
KOTOPOW NepeyvncieHbl y4peKAeHUA, apXMBHble JOKY- MEHTbI
KOTOPbIX OTHECEHbI K MYHULMNANbHOM COBCTBEHHOCTMU.

OtgeT:

2. Kem ocyliectBnaeTca peweHne Hay4yHO-MeTOANYECKMX U
NPaKTUYECKNX BOMPOCOB, CBA- 3aHHbIX C 3KCNEPTMU30M LLeHHOCTH
OOKYMEHTOB M BKtOMEHNEM UX B cOCTaB ApXMBHOro GpoHaa
MeH3eHcKon obnactn?

OTserT:

3. MoryT 1 6bITb NPMBATU3NPOBAHbI APXUBHbIE AOKYMEHTHI,
Haxo4ALWMecs B rocyaapcT- BEHHON MAN MYHULUNANbHOM
Cco6CTBEHHOCTM?

OTseT:

4. HazoBuTe opraHbl, KOTOpble OCYLLEeCTBAAIOT FOCYyAapCTBEHHOE
ynpasaeHune ap- XMBHbIM 4e/N0OM. OTserT:

B Poccuiickoii Pepepaummn - B MNeHseHcKon obnactm —
B MYHMLUMNAaNbHbIX 06pa3oBaHUAX —

5. KakoBbl NonHOMOYMA 3aKOHOAaTeIbHOro cobpaHus MNMeHseHCKon
obnactu B chepe ap- xusHoro gena? OTBeT:

1.

2.

3. 6. B 4bM nonHoMouUMA

BXOAMT NpeacTaBsieHne MNeH3eHCcKoM 061acTu B OTHOLWEHMSAX ¢ dene-
panbHbIMM OpPraHamMu roCcyAapCTBEHHOM BAACTU, OCYLLECTBIEHNE Mep
no peanunsauumn Ha TeppuTopum MNeHseHcKkoin obnactm
rocyAapcTBeHHOM NOANTUKM B chepe apxmBHOro aena?

Ortger:

7. DokymeHTbl ApxmBHoro ¢poHaa PP, Haxoaswmecn B
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CTpyKTyp
HbIH

aNeMeHT
KomneTe
HUMM

MNnaHnpyemble
pesynbTaThbl
0by4yeHus

OueHouHble cpeacTsa

rocyapcTBeHHOM cOBCTBEHHOCTU, MOCTOAHHO XpaHATcA B 23 OTBeT:
1.

2.
3.
4

8 . Kyaa nepeaatotca 4OKYMEHTbI, OTHECEHHbIE K COCTaBY apXWUBHOIO
$oHaa MNeHseHcKoM 061acTu, Npy NpUBaTU3aLMM rOCYAaPCTBEHHbIX
opraHmsaunii NMeHseHcKol obnactn?

OTserT:

9. YKaKuTe Homep cTaTbk PeaepanbHoro 3akoHa « 06 apxMBHOM
nene B Poccuiickoit ®e-aepaumm» ot 22 oktabpa 2004r. Ne 125,
KOTOpasA 3anpeLlaeT YHUUYTOKEHME fOKYMEHTOB ApXMBHOIro poHaa
P®. OTaeT:

10. MNepeuncnnte oCHOBHblE KnaccUpUKaLMOHHbIE eANHULLbI
ApxusHoro ¢poHaa Poccum OTBeET:

1.

2.

3.

11. MoryT a1 rocyaapcTBeHHble opraHbl, OpraHbl MeCTHOro
CaMOynpaB/AeHUsA, rOCYSAPCTBEHHbIE U MYHULIMNANbHbIE
opraHu3aumm nepesasatb obpasoBaBLIMECS, B MPOLLECCE UX
OEeATeNbHO- CTU AOKYMeHTbl ApxuBHoro ¢oHaa PP B mysew,
6MbAnOTEKM, OpraHM3aLMmn POCCUIMCKOMN akaZeMnn Hayk u
HerocygapcTBeHHble OpraHM3auumn?

OTBeT:

12.YKaxuTe Homep cTatbm PesepanbHoro 3akoHa «O6 apxMBHOM
nene B Poccuiickoii epe- paunmn» ot 22 oktabpsa 2004r. Ne 125,
KOTOpasA yCTaHaB/IMBAET CPOKM BPEMEHHOIO XPaHEHMA AOKYMEHTOB
ApxusHoro ¢oHAa PP oo Mx nepenaym Ha NOCTOAHHOE XPaHEHMe.
OTserT:

13. Komy nepeaatotca 4OKYMEHTbI NO IMYHOMY COCTaBY Npwu
peopraHM3aummn opraHa rocy- 4apcTBeHHOMN B/ACTH, UHbIX
rocyAapcTBeHHbIX opraHoB MeH3eHcKol obnactu?

OTserT:

14. Komy nepegatotca JOKYMEHTbI MO IMYHOMY COCTaBy Npu
JNINKBMAAUUKM OpraHa rocyaap- CTBEHHOM B1ACTU, UHbIX
rocyapcTBeHHbIX opraHoBs MNeH3eHcKoW obnactn?

OtgeT:
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CTpyKTyp

HbIM MnaHupyemsble
aNemeHT pesyabTaThl OueHouHble cpeacTBa
KomneTe 0byyeHus
HLMK
15. Kakune Buabl OTBETCTBEHHOCTU YCTaHaBAMBaeT PeaepanbHblit
3aKkoH «06 apxuBHOM aene B Poccuiickont Peaepaumm» ot 22
OoKTAGpPA 2004r. Ne 125 3a HapylleHuMe 3aKoHoA4aTe1bcTBa 06
apxmBHOM aene B PO
1.
2.
3.
Bnagetb |- crocoOOHOCTBIO K

COOJTIOICHUTO
TpeboBaHM K
OpraHu3aIu
KaJIpOBOTO
JIeTIOTPOU3BOJICTBA
u
JIOKyMEHTHUPOBAHU
10 TPYIOBBIX
OTHOIIICHUH,
XPaHEHUIO
JIOKYMEHTOB TIO
JUYHOMY COCTaBY

OTBEeTUTb Ha BOMPOCHI

1. Kaknme [OKYMeHTbl HeobXxoaumbl NpU  KOMaHAMPOBaHUK
paboTHWMKa opraHM3aumn?

2. Kakune fOoKyMeHTbl Heo6X0AMMbI MPKM aTTecTauumn paboTHMKa?
3. Kaknme  OOKYMeEHTbl  HeobxoAumbl  ONS  OpraHusaummu

npoueayp: HarpaxKAeHus 1 HakasaHmA?
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MpunoxkeHue 3

Mertoanueckue ykazaHus M0 JUCHUILTUHE «APXUBBI JOKYMEHTOB MO JUYHOMY COCTaBY» C UX
MOMOIIbI0 O0yUaromuecs 0e3 Tpyza CrpaBsATCs CO BCEMU KOHTPOJIbHBIMU MEPOTIPUSTHSIMHU.

PA3JAEJ] 1. IIOHATHE APXMBOB II0O JIMYHOMY COCTABY U HX
HOPMATHUBHAA PETJIAMEHTALIUA

Tema 1. Cocmag 0oKymenmayuu, Xpanumoii ¢ apxueax no JUYHOMY COCmagy

JIOKyMEHTbl 1O JMYHOMY COCTaBy - BaKHasg COCTaB/IOIIAS HAUMOHAIbHBIX
WH(OPMAIIMOHHBIX PecypcoB cTpaHbl. [IpakTudeckas BOCTpeOOBAaHHOCTh 3TOTO BHUJIA IOKYMEHTOB
peanu3yeTcs Mo ABYM OCHOBHBIM HampaBJICHHSAM. Bo-IepBbIX, B LEISIX COLMAIBHO-IIPABOBOM
3alUThl TPaXJaH MpPU MCHOJHEHUU COLMAIBHO-TIPABOBBIX 3alPOCOB O IOJATBEPKICHUU
TPYIOBOTO CTaXka, pa3Mepax 3apabOoTHOM IJIaThl, MPOXOKICHUU CIIY:KObI B BOOPYKEHHBIX CHIIaX,
HarpaXJIE€HUU TOCYJapCTBEHHBIMH HarpajaMd W TMPUCBOCHUU TIOYETHBIX 3BaHUM H T..I.
Bo-BTOpBIX, MpH MPOBEIEHUU HAYYHBIX HCCIECIOBAaHHN B OOJACTH COIMAIbHON HCTOpUU -
KYJIbTYpPOJIOTHYECKHUX, COIMAIbHO-/IEMOTpaUueCcKuX, UCTOPUKO-OMOTpaduIeCKuX,
TE€HEaJIOrnYeCKUX, COLIMOJIOTUYECKUX, TIOJIUTOJIOTMYECKUX U TIp.

CornacHo @3Ne 125 2004 r. «O6 apXuBHOM Jieie» CT. 3 1.3 «IOKYMEHTHI 10 JUYHOMY
COCTaBY» — 3TO apXHUBHBIC JOKYMEHTBHI, OTpa)kalollye TPYAOBbIE OTHOLICHHS pabOTHHKA C
pabotoaarenem.

K noxymeHTam mo JMYHOMY COCTABY, HMEKIIHMM /10JITOBPEMEHHbII CPOK XpaHEHMS,
OTHOCSITCS:

1. pacnopaauTenbHble AOKYMEHTbl (NPWKasbl, PacnopsMKEHWs, 3aMUCKW, 3aMeHAoLMe
MpWKasbl NO JIMYHOMY COCTaBY, MOCTAHOB/JIEHUA O MPUEME, YBOJNbHEHWUM, NEPEMELLEHUN, MOOLLPEHUN,
npemMmnpoBaHnK paboTHUKOB U Ap.).;

2. yyeTHble [AOKYMEHTbI: CMUCKU JIMYHOTO COCTaBa, B TOM 4MCAe CNUCKU pPaboTHMKOB,
3aHATbIX HA NPOU3BOACTBE C BPeAHbIMMU YCAOBUAMU TPYAA;

3. andaBuUTbl NPUKA30B MO IMYHOMY COCTaBY;

4, KapTOYKM MO YyYeTy IMYHOrO COCTaBa, B TOM YMC/e BPeMeHHbIX paboTHUKOB (popma T-2);

5. NNYHblE Aena COTPYAHWKOB (B TOM 4MCAe /IMYHble Aena /vy, NpeacTaBAeHHbIX K

MPUCBOEHUIO MOYETHOrO 3BaHMA, aTTecTauMoHHble Aena, [Aesa KOMaHAHO-Havya/bCTBYIOWEro Wu
MO/IMTMYECKOro COCTaBa, MepcoHasbHble Aena);

6. JiMueBble cyeTa PaboOTHUKOB MO 3apaboTHOW NiaTe (B TOM Ync/ie Tabyasarpammel, NpU Ux
OTCYTCTBMM NOAJ/IEKAT ONUCAHUIO PacyeTHble BEAOMOCTM MO 3apnaaTe);

7. aKTbl O HECHACTHBIX C/y4YanX, CBA3AHHbIX C NPOU3BOACTBOM;

8. [OKYMeHTbl 06 aTTectauuv n TapudmKkaumu;

0. Tabenu n Hapaapl PpaboTHWKOB BpeaHbIX Npodeccui;

10. TPYZOBble [AOroBOpbl (KOHTPaKTbl), TPYZAOBble COrNAallEHMs, He BOLIEAWWe B COCTaB
JINYHBIX AeNn, TPYAOBble AOrOBOPbI (KOHTPAKTHI), TPYA0BbIE COMNALLIEHMUS, 3aMeHAIOLLME INYHbIE AeNa;

11. NPOTOKOAbI 3acefilaHuii KOMUCCUIA NO YCTAaHOB/IEHMIO TPYZLOBOrO CTaxa ANS BbINAaThl
HanbaBKM 3a BbICAYry NET;

12. [OKYMeHTbI (NpeacTaBieHns, Xo4aTalicTBa, XapaKTEPUCTUKM, aBTobUorpadum, BbINUCKK

M3 pelleHuid, NOCTaHOBAEHUI M Ap.) O NPeACTaBNAeHUN PaBOTHMKOB OPraHU3aUMKM K HarparkaeHuto
rocyAapCTBeHHbIMU U BEAOMCTBEHHbIMW Harpagamm, NPUCBOEHWIO 3BaHMI, NPUCYKAEHUIO NPeMuUiA;

13. CNUCKN PAaBOTHUKOB, YXOAALLMX HA IbFIOTHYHO MEHCUIO;

14. LWTaTHble PACCTaHOBKMU;

15. KHUMM (KapTOYKM) yuyeTa npuema, nepemelleHma (nepesosa), yBosibHeHNA PabOTHMKOB.
16. HeBOCTpPebOBaHHblE NNYHbIE AOKYMEHTbl PabOTHWMKOB (TPYAOBble KHWUMKKKM, BOEHHbIE

6MJ'IETbI, cBnAaeTenbCTea O PoXAEHUN, 0b O6paBOBaHl/IM, ANNAOMbl, aTTeCTAaTbl N ,u,p.).

Cpok xpaHeHHs yKa3aHHbBIX JTOKYMEHTOB B cOOTBeTCTBUU ¢ [lepeunem — 75 ner.
Kpowme Toro, K AJIC TaKke OTHOCSAT:
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1. B NpeACTaBUTE/IbHbIX OpraHax B/laCTM WU MECTHOFO CamMoymnpaB/ieHUs: MepcoHasibHble
KapTOYKM yyeTa AenyTaTos;

2. B CE/IbCKUX aAMUHUCTPALLUAX: LOMOBbIE KHUIMM A8 NPONUCKU FpaxKaaH;
3. Ha NpeanpUATUAX CENIbCKOrO XO3AMCTBA: KHUIM yYeTa TpyAa U pacyeToB ¢ paboTHMKamu;
4, B HErocyAapCTBEHHbIX OpraHM3aLmaAx, Ha NPeanpPUATUAX, He ABAAIOLLMXCA UCTOYHMKAMMU

KOMMJIEKTOBAHUA: NMPOTOKOJbI 06LWMNX COBpaHnit yupexaeHnii, akuMoHepoB, PabOTHMKOB, peLuaBLUIMX
KagpoBble BONPOChI;

5. B KOMUTETax, oTAenax agMUHUCTPaALUU TropoaoB, PanoHOB Mo 06pa3oBaHMIO:
AOKYMeEHTbI NO NaTPOHUNPOBAHUIO U ONeKe,;
6. B UEHTpaxX 3aHATOCTUM HaceneHna wnu MUrpaumnoHHbIX cny>K6ax: NIN4YHble Aena

6e3paboTHbIX, KAPTOUKM y4eTa M 06cne0BaHNA BeKEHLEB 1 BbIHYKAEHHbIX NepeceeHLeB.

Takum o0pa3oM, apXuB IO JHYHOMY COCTABY — CaMOCTOSTEJIBHOE YUPEKIACHUE WU
CTPYKTYPHOE ITO/Ipa3JeJIEHUE YUPEKACHHUSI, OCYIIECTBISAIONIEE KOMIIJIEKTOBAaHUE, XpaHEHUE, YUET
Y UCIOJIb30BaHUE TIOKYMEHTOB 110 JTUYHOMY COCTaBY.

[Ipy nuKBUAALMK HEroCyJapCTBEHHbIX OpraHu3aluii, B TOM YHCIE B pe3yibTare
0aHKpOTCTBa, 00pa3oBaBIIMECS B IpOLECCE HX JEATEIbHOCTH M BKIIOYEHHBIE B COCTaB
ApxusHoro ¢onna PO 1oKkyMeHTHI 110 IMYHOMY COCTaBY, a TAK)KE apXUBHBIE JTOKYMEHTHI, CPOKH
BPEMEHHOI'O XPAaHEHHs KOTOPBIX HE HCTEKIM, MEPEeNarTcs JUKBUAALUOHHON KOMHUCCUEN
(JIMKBUIATOPOM) UM KOHKYPCHBIM YIPABJISIOLIUM B YHIOPSAOYEHHOM COCTOSIHUM HA XPaHEHHE B
COOTBETCTBYIOIIMN T'OCYIapCTBEHHBIA WJIM MYHMIMIIAJIbHBIA apXWB Ha OCHOBAaHMM JIOrOBOpa
MEXy JUKBUJALUUOHHOW KOMHUCCHEH (JIMKBHUIATOPOM) WJIM KOHKYPCHBIM YIPAaBISIOLIUM U
roCyapCTBEHHBIM WJIM MyHUIIMIIAJILHBIM apXHUBOM.

[Ipu 3TOM NMKBUAALIMOHHAS KOMHCCUS (JIMKBUAATOP) WM KOHKYPCHBIN YIPABIISIOLINN
OpPraHMU3yIOT YIOPAJOYEHUE APXUBHBIX JTOKYMEHTOB JIMKBUIUPYEMON OpPraHU3allud, B TOM YHUCIIE
OpraHu3aly, JUKBUIUpyeMoi B pe3yabpTaTe 0aHkpoTcTBa (4. 10 cT. 23 3akoHa 00 apxuse).

OpranuzanusM (He3aBUCUMO OT (GOpM COOCTBEHHOCTH) PEKOMEH/yeTCsl BKIIIOUaTh B CBOM
ycTaBbl (MOJIOKEHUSI) CHelMalbHble MYHKTHl. B HUX JOMKHBI OBITH IPOMUCAHBI BCE BOIPOCHI,
Kacaroluecss y4eTa M COXPaHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy U CBOEBPEMEHHOMN
nepesavyy X Ha XpaHEHUe B cllydae JIMKBUAALMH IOPUINYECKOro JINIIA.

Ecnu pa3zbupatb 0cOOEHHOCTH apXMBOB IO JIMYHOMY COCTaBY MPEANPHUIATUN, TO CIEIyeT
yKa3zaTh, YTO Jiela MOCTOSHHOTO U JOJTOBPEMEHHOIO XpaHEHMs, BKJIIOYas JAOKYMEHTHI IO
JUYHOMY COCTaBYy, IIEPENAIOTCS B ApXUB OPTaHMU3ALMK HE MTO3JHEE YEM Yepe3 TPH rofia Mocie Ux
3aBepLICHUs B JeI0Npou3BoACTBE. Jlena nepenasaiite no rpaguky, yCTAHOBICHHOMY apXHBOM.
OH noymkeH OBITh COTJIACOBAH C PYKOBOJAUTENSIMU CTPYKTYPHBIX HMOJpPAa3/IeIeHUl U yTBEpXKIEeH
pykoBoauTeneM opranuzanuu. CraTouHble OMMCH JeN JUId UX MEpelayd B apXHUB COCTaBIISIET
CTPYKTYpPHOE IoJIpa3/ieieHne (KaapoBas ciayx0a) B Tpex dK3eMILIApax.

ApXUBBI 1O JIMYHOMY COCTaBy, B TOM YHCJE€ MOTYT TMpEACTaBIATH CO0O0l apXxuB
AIIEKTPOHHBIX JOKYMEHTOB. {11 a¢exkTuBHOrO norcka HHMGOpMaIMK TPUEMIIEMBIM pEIIEHUEM
BBICTYNAeT OUU(]pOBKa, CKaHWPOBaHHE OYMa)KHBIX OPUTHMHAJIOB JHYHBIX nen. [Ipuka3oB mo
JUYHOMY COCTaBy M T.A4. B cBOl0O ouepenp, nepegaya B apXWB DIIEKTPOHHBIX KaJpPOBBIX
JOKYMEHTOB HMMeeT psii ocobeHHocTeil. Eciu cTpykTypHOe mojpasfeneHue mepefaer Ha
XpaHEHHUE B apXUB OPTaHU3ALNUU JIEKTPOHHBIE TOKYMEHTHI, TO IPOLEAYPA MEPEAAUN COCTOUT U3
CJIETYIOIINX TAIOB:

NpoBepKu GU3NYECKOro COCTOAHUA HOCUTENEN SNIEKTPOHHbIX JOKYMEHTOB;
3anMCK INEKTPOHHBIX AOKYMEHTOB Ha MALLMHHbIE HOCUTENN;

NPOBepPKM KayecTsa 3anucy;

NPOCTaBNEHUA apPXMUBHbIX LWUMPPOB Ha eAMHULEAX XpaHeHUA (Ha dpyTaapax);

5. OMNWCaHWUA INEKTPOHHbIX AOKYMEHTOB M MOAFOTOBKM KOMM/IEKTA CONPOBOAUTENbHOM
nHbopmauum (B T. Y. COCTaBNEHMA ONKUCH).

CoTpynHHK apxuBa NPUHUMAET KaXKIO€ [0 B IPUCYTCTBHUM COTPYIHHKA KaJpOBOU
CITYKOBI.

[IpumepoM crienMaTIN3UPOBAHHOIO YYPEXKACHUS — apXHMBa IO JINYHOMY COCTAaBY MOXKET
HOCITY)KUTh JeATeabHOCTh ApxuBa KanpoBoil gokymeHTanuu CAO (Mocka). DTOT apxuB

PwnNE
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KaJpOBOM JTOKYMEHTAIIMH OCYIIECTBIISICT XPAaHEHUE OTHOCSIIUXCS K €ro MPOQUII0 TOKYMEHTOB
ApxuBHoro ¢onna MoOCKBBI B COOTBETCTBUU CO CPOKAaMH, YCTAHOBJIEHHBIMH JI€HCTBYIOIIUM
3aKOHOJIaTEJIbCTBOM. B cocTaB JOKYMEHTOB apxuBa KaJpOBOW JOKYMEHTAlUUH BXOJST:
JIOKYMEHTBI 110 JINYHOMY COCTaBY U JTJOKYMEHTbI [0 OCHOBHOM AESATEIBHOCTH BPEMEHHOI'O CPOKA
XpaHEHHS JIMKBUJUPOBAHHBIX OPraHU3allMi B CIIy4yae OTCYTCTBUSA Yy HHUX IPABONPEEMHUKA U
BBIILIECTOSIILIETO0 MO  MOJYMHEHHOCTH  OpraHa  pasNuyHblX  (OpM  COOCTBEHHOCTH,
3apPErUCTPUPOBAHHBIX B HAJOTOBOM OPraHE Ha TEPPUTOPUM AJIMUHUCTPATHUBHOIO OKpyra W He
ABIISBIIUXCSI HMCTOYHMKAMHU KOMIUIEKTOBaHUS (helepajbHbIX, LEHTPAIbHBIX TOPOJICKUX,
BEJIOMCTBEHHBIX U O0bETUHEHHBIX BEIOMCTBCHHBIX apXHWBOB; KOTIMH aPXWBHBIX JOKYMEHTOB Ha
npaBax MOJJUHHUKOB, CTPaxoBOM (HOHA KOMUH JOKYMEHTOB IO MNpOQHI0 apxuBa, (QOHT
MOJIb30BaHUA. ApPXHMB XPAaHUT Y4YETHbIE JIOKYMEHTBHl W apXWBHBIC CIPABOYHUKHU (OIHUCH,
KapTOTEKH, YKa3aTelu, MyTeBOAUTENH, 0030pbl (OHIOB U JIp.), IEYATHBIE U JIPYTHe MaTepuabl,
JOTIOTHSIIOIINE CoAepk)aHue (OHIOB apxXxuBa. ApPXHMB MOXKET OCYIIECTBISTH JEMO3UTAPHOE
XpaHeHue JOKYMEHTOB ApxuBHOro (ponga MOCKBBI B MOPSAIKE U HAa YCIOBHUSX, OMPEICISIEMbIX
noroBopom ['maBapxuBa MOCKBEI ¢ COOCTBEHHUKOM JIOKYMEHTOB.

Tak e ocymectBiger cBoo pabory [ocymapctBeHHoe Kazennoe VYupexiaeHue
KpacHogapckoro kpas «ApXuB JOKYMEHTOB IO JIMYHOMY cocTaBy KpacHomapckoro Kpas».
ApXHMB JOKYMEHTOB IO JUYHOMY COCTaBy OBbUI CO3JaH pEIICHHUEM TIJIaBbl aJIMUHUCTPALIUU
Kpacnonapckoro kpas Ne 27 ot 03.02.1993 rona, ¢ 11enpko 3aUThl IPaB U 3aKOHHBIX HHTEPECOB
rpaxzaaH, IMPEJOTBpALLECHUS YTpaTbl JAOKYMEHTOB II0 JMYHOMY COCTaBYy JIMKBUIAUPOBAHHBIX
YUPEKIACHUM, OpraHU3aluid U MIPEAIPUATHI KPACBOTO YPOBHS.

OCHOBHBIE 33J]a4H APXUBA:

1. obecneyeHve COXPaHHOCTU U rOCYaPCTBEHHbIN YYET LOKYMEHTOB MO IMYHOMY COCTaBY;

2. KOMMN/IeKTOBaHUE apXmBa AOKYMEHTaMUN NO IMYHOMY COCTaBy TIMKBUANPOBAHHbIX
OopraHusaumin npeanpuaTnin peaepanbHOM, KPaeBoi, CMeLaHHOoM U apyrMx ¢opm cobcTBEHHOCTU He
MMeloLLLMX NPaBONPEEMHUKOB;

3. MCNOIHEHWE COLMANbHO-NPABOBbIX 3aMPOCOB OPraHM3aLunii U rpaXkaaH;
4, pecTaBpauua apXmMBHbIX AOKYMEHTOB Ha ByMarkHOM OCHOBE;
5. MUKPOdUAbMUPOBAHME JOKYMEHTOB C LieNblo CO34aHNA GOHAA NONb30BaHUA U

cTpaxoBoro ¢poHAa LOKYMEHTOB.

Tema 2. Hopmamuenan 0a3a Q)ynKUUOHUPOSAHUA AGPXUEOE NO JIULHOMY COCHAGY

OCHOBHBIM HOPMaTHUBHBIM aKTOM B 3Toi cepe sBisiercss DenepanbHblii 3aKOH OT 22
okTs10pst 2004 ronma Nel25-®d3 «O6 apxuBHOM nene B Poccuiickoit @eneparumny. JlaHHBIN
@enepalibHbIl  3aKOH  pPEryJaupyeT OTHOLIEHUS B cdepe OpraHu3alMd  XpaHEHUS,
KOMIUJICKTOBAaHUS, y4yeTa M HCIIOJIb30BaHUS JIOKyMEHTOB ApxuBHOro ¢onga Poccuiickoit
®denepaliil U JPYTrux apXUBHBIX TOKYMEHTOB, HE3aBUCUMO OT UX (OpM COOCTBEHHOCTH, a TaKKe
OTHOIIEHHs B cepe ympaBieHHs apXuUBHBIM JenoM B Poccuiickoit denepaiuu B MHTEpecax
rpaxxaaH, oOLIecTBa U roCy/1apcTBa.

Cratpst 17 denepanbroro 3akoHa oT 22 oktsa0pst 2004 rona Nel25-®3 «OO6 apxuBHOM
nene B Poccuiickoit ®enepanuu» yCTaHABIMBAET OOIIYI0 OOS3aHHOCTH IO OOECIIEYCHHIO
COXPaHHOCTH JIOKYMEHTOB, B TOM YHCJI€ JIOKYMEHTOB 110 JMYHOMY COCTaBY, JUIs IIOOOT0 CyObeKTa
XO03SUCTBEHHOM J1€ATEIbHOCTH: TOCYAaPCTBEHHBIX OPraHOB, OPIAHOB MECTHOTO CaMOYIIPaBIICHHUS,
OpraHu3aliMii M TpaxJIaH, 3aHUMAIOLIMECS MPEeANPUHUMATEIbCKOW JIeATeNbHOCThI0 0e3
o0pa3oBaHHUsl IOPUIMYECKOrO JIMIA, B TEYEHHE CPOKOB WX XPAHEHUS, YCTAaHOBIIEHHBIX
(denepadbHBIMH  3aKOHAMHM, WHBIMH HOPMAaTHBHBIMM NpPaBOBBIMH aKTamMu Poccuiickoit
Ddeneparun, a TAKKe NEPEUHIMHI TOKYMEHTOB.

B cootBercTBUM co craTheil 3 DenepanbHOro 3akoHa ot 22 oktsaops 2004 roga Nel25-03
«O06 apxuBHOM fene B Poccuiickoit deneparuny:

«ApxuBHblii pona Poccuiickoit denepanyy - MCTOPUUECKU CIIOKUBIIASACSA M ITOCTOSTHHO
HOTOJIHAIOMIAACA COBOKYIHOCTb APXUBHBIX JOKYMEHTOB, OTP@KAIOLIMX MAaTEpUAIBHYIO U
JYXOBHYIO KM3Hb OOIECTBA, UMEIOUINX UCTOPHUYECKOE, HAYYHOE, COLMAIEHOE, SKOHOMUYECKOE,
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MOJIUTUYECKOE M KYyJbTYpHOE  3HA4€HHME,  SBISIOIIUXCS  HEOTHEMJIEMOM  YacThbIO
HUCTOPUKO-KYJIBTYpHOro Hacineauss HaponoB Poccuiickon @enepanuu, OTHOCAIUXCA K
UH(POPMALIMOHHBIM pecypcaM U MOUICKAINX TOCTOSHHOMY XPaHEHHIO.

Ilon apXMBHBIM TOKYMEHTOM IIOHMMAETC:

«MaTepUANIbHBIA HOCUTENb C 3aMKCUPOBAHHONW Ha HEM MH(OpMaLUeil, KOTOPBI UMEET
PEKBU3UTHI, IO3BOJIAIOLINE €0 UACHTU(PHUIUPOBATH, U MOUICKUT XPAaHEHHUIO B CUIIY 3HAUUMOCTH
yKa3aHHBIX HOCUTEIIS U MH(OPMAINH IS TPaKIaH, OOIIECTBa U TOCYAapCTBAy.

B cBorwo ouepenp, monm mokymeHToM ApxuBHOrO ¢onma Poccuiickoit ®enepamuun
MOHUMAETCS:

«@pPXHMBHBIN JOKYMEHT, IPOIICIIINM SKCIEPTU3Y LEHHOCTH JTOKYMEHTOB, IIOCTaBICHHBIN
Ha rOCYJapCTBEHHBIN YUET U MOJIEKAIMMI TIOCTOSHHOMY XPaHEHUIO.

Ilopsanok opraHu3anuy XpaHEHUs JOKYMEHTOB 3aBHCHT OT CTaTyca KOMMEPYECKOU
opraHu3anuy. BaXHbIM OTIMYMTEIBHBIM IMPU3HAKOM SIBISETCS BKJIIOYEHHE KOHKPETHOM
OpraHM3alMy B CIMCKM HMCTOYHHUKOB KOMIUIEKTOBAaHUS TOCYAAPCTBEHHBIX M MYHULIMIAIbHBIX
apXMBOB apXWBHBIMU JOKyMeHTamu (4acth 2 crathu 20 denepanbHOro 3aKkoHa OoT 22 OKTAOps
2004 rtoma Nel25-®3 «OO6 apxuBHOM gene B Poccuiickoii ®eneparun»). BraroueHue
KOMMEPUYECKHUX OpPraHM3allUi B yKa3aHHBIE CIIMCKU OCYIIECTBIISIETCS HA OCHOBAaHHUM JIOTOBOpA C
COOTBETCTBYIOIIMM TOCYJapCTBEHHBIM WJIM MYHHULIUNAJIBHBIM apXUBOM. B opranuzanumsx
(MCTOYHMKAaX KOMIUIEKTOBAHMSI) 10 UCTEUEHUU CPOKOB XPAHEHUS IMPOBOIUTCS COBMECTHO C
YIIOJIHOMOYEHHBIM OpPraHOM TOCYIapCTBEHHOM BiacTu cyObekra Poccuiickoit ®denepaunu B
o0nacTu apXMBHOIO Jeina, ['ocapXuBOM 3KclepTH3a LIEHHOCTH psAla JOKYMEHTOB Ha IpPEIMET
BKJIIOYEHUS B cocTaB ApxuBHoro ¢onaa Poccuiickoit denepanuu.

[locne mpu3HaHMS apXUBHBIX JOKYMEHTOB KOMMEPYECKUX OpraHu3anuil (MCTOYHHUKOB
KOMILJIEKTOBAaHUs) JOKyMeHTaMu ApxuBHOro ¢onnaa Poccuiickoit @enepanuu Ux yHUUYTOXKEHUE
HE JOIYyCKAaeTcs, a HX XPaHEHHE MOXKET OCYLIECTBISITbCS KOMMEpPYECKOW OpraHuzanuei
CaMOCTOSITENIbHO JINOO OHU MOT'YT OBITh IIEpe/IaHbl 0 JOTOBOPY Ha XpaHEHHE B TOCY1apCTBEHHBIN
WIM MYHUIUNAIbHBIA apXxuB, OMOIMOTEKYy, My3eil, a Takxke B opraHuzanuioo Poccuiickoit
akajgemMuu Hayk (4acth 3 ctatbu 21 denepanbHoro 3akoHa ot 22 okTsa0ps 2004 rona Nel25-03
«O06 apxuBHOM peine B Poccuiickoit deneparuny).

Te apxuBHBIE JOKYMEHTBHI, KOTOpble HE OBLIM BKIIOUEHBl B COCTaB JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit @eaepanuu, a Takxke JOKYMEHTBI, XpaHAILIUECS y OpraHUu3alni,
HE SABJIIOIIMXCS HCTOYHUKAMU KOMIUIEKTOBAHHUS, II0 HCTEUYEHUU CpOKa HUX XpaHEHus,
YCTAaHOBJIEHHOIO B HOPMATUBHBIX IPABOBBIX AaKTaX, MOJUIEkKAT 3KCIEPTU3E U MOTYT OBITh
YHUYTOKEHbI OpraHu3aIuei 1100 MOCTOSHHO XPAHATCS B apXUBE OPraHU3aIMK B COOTBETCTBUU C
€€ BHYTPEHHUMHU NPaBUIAMH.

Ilo BompocaM, CBSI3aHHBIM C MOPSAJKOM OpraHHU3allMd KOMIUIEKTOBAHHS apPXHUBHBIX
JIOKYMEHTOB, OOECIeUeHUsI WX COXPAHHOCTH, MOPAIKOM MPOBEAEHHUS IKCHEPTHU3BI LEHHOCTH
JOKYMEHTOB M TIepeJadyd JOKyMeHTOoB ApxuBHoro ¢onna Poccuiickoii @Penepanun Ha
MIOCTOSIHHOE XpaHEHHE, MOPSAKOM OpraHMu3aliy paboThl apXHUBa, KOMMEpPUYECKHE OpraHU3aluu
MOT'yT pyKoBOAcTBOBaTbcs «llpaBuiamu opraHu3aluu XpaHEHHUs, KOMIUIEKTOBAaHUSA, y4éTa U
MCIIOJIb30BaHUsl JOKYMEHTOB apXHBHOr0 (hOHAA POCCUHCKON (enepanyi U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYINpaBIEHUS U
opranmsamusax» ot 07.09.2015 r.

XpaHeHHue KaJpOBbIX JOKYMEHTOB HECKOJIBKO BBIIEISIETCS M3 OOIIMX MPaBUJI XpaHEHUS
yIpaBiIeHYECKUX JOKYMEHTOB. [lOCKOJIBKY KaJIpoBble JIOKYMEHTHI OO0JaJaloT BBICOKOMN
COLMAIbHONW 3HAYUMOCTBIO (0COOEHHO TOKYMEHTHI, COAEpIKaIlie NMepcoHabHbIE JaHHbIE), TaK
KaK CIIy’KaT IOKYMEHTaJbHBIM MOJATBEPKACHUEM MpaB pabOTHUKA Ha COLMalIbHOE O0ecIieueHue,
HanpuMep, IO CTAapOCTH M HWHBAIMIHOCTH, a TaKXKe IOATBEPKACHUEM TPYAOBOIO CTaxa
pabotHuka. IloaTOMy OOJBIIMHCTBO M3 HHMX HUMEIOT JUIMTEIbHBIM WM IOCTOSHHBIA CPOK
XpaHEHUs W HCIONBb3YIOTCS B CIPABOYHBIX LENAX MpHU OOPALICHWH TPaXKJ1aH B apXUBHBIC
YUPEXKICHUS.
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[TomuMo 3TOrO, KajgpoOBBIE JOKYMEHTHl 00JajaloT eme U Ouorpapuyueckoi,
apxeorpaMuecKkoil LEHHOCTbIO, SABISIOTCS MCTOYHMKOM JJISi CTaTUCTUYECKHUX O00OIIEeHUH U
UCTOPUKO-COLIMATIbHBIX UCCIICAOBAHMM.

OcoOeHHOCTH XpaHEHHs KaJpoBOM JIOKYMEHTALMM B OPraHU3alUd OOYCIIOBJIEHBI
3aJauaMil  OTPAaHUYEHUS HECAHKIMOHMPOBAHHOIO JOCTyNMa K JIOKYMEHTaM, COACpKALIM
IepCOHAIbHbIE JaHHbIE PA0OTHUKOB, U A3(PPEKTUBHOIO MOUCKA HYKHOW HHPOpPMALIUH.

B cucreme XpaHeHHs KaJIpOBBIX ITOKYMEHTOB MOXHO BBIACTUTH JBa BHJIA, CTaIUU
XpaHEeHMs: TeKyllee U Hocieayrolee. XpaHeHHe U UCIOJIb30BaHUE JJOKYMEHTOB C MOMEHTa MX
CO3JIaHMs M JI0 Nepeayu Jieia, B KOTOPOM OHH CIPYIIHUPOBAHBI, B apXHMB HA3BIBAIOT TEKYIIUM
(onepatuBHbIM). Tekyllee XpaHEHHME J€J1 OCYIIECTBISAETCS IO MECTy HUX (OPMHPOBAHUS.
Tekylee XxpaHeHHE TaK)Ke IEIUTHCS HA JBa MOJIBUAA:

. XpaHeHWe JOKYMEHTOB B NPOLLECCe UX UCMONTHEHUS;

. XpaHeHWe UCMOHEHHbIX JJOKYMEHTOB.

JIOKyMEHTBI BO BpeMs UX MCIIOJIHEHHsI HAXOATCS Y UCIIOJIHUTENS], KOTOPBIA XpaHUT UX B
CHenHaNbHbIX Mankax. Ha maHHbIX mankax conepxurcs ¢ Haanuch «Ha monmuce», «CpouHo» u
Jpyroe, a Takxke (paMuins, THULKANIbL, TeJIe(OH UCTIOTHUTEIS.

VcnonHeHHbIe TOKYMEHTHI JOJDKHBI IOIIIMBATHCS U XPAaHUTHCA B JIeflaX B COOTBETCTBUU C
HOMeHKJIaTtypoil nen. Cpa3y OTMETHM, YTO TEKyllee XpaHEHHE JIOKYMEHTOB IpEAIoJaraet
nporenypy ux GopMUpOBaHHUS B JieJa B COOTBETCTBUH C YTBEP)KICHHON HOMEHKIIATYPOA.

Texymiee xpaHeHHe JOKYMEHTOB O3HA4yaeT UX XpaHEHUEe B NoJuIMHHUKaX. [losTomy B
KaJpOBBIX CIIy)KOax OpraHU3alidi BCe MPUKA3bl XPaHATCS B MONIMHHUKAX. Konmuu mpukas3oB 1mo
JUYHOMY COCTaBy: IpHUEMY Ha palboTy, MOOIIPEHUSIM, B3bICKAHUSAM, YBOJBHEHHUU M TaK Jajee
JIOTIOJTHUTEIFHO TIOMEIAIOTCS IS XPaHEHHS B JIMYHBIC JIeNla pAOOTHUKOB (€CITM OHU BEIIYTCH).

[Topsimok opraHu3aiy TEKYIEro XpaHeHHs! JIMUHBIX JIeJT CIIEAYIOLIHMMA:

1. NIMYHble Aena B 6yMaKHOM BMAE XPAHATCA B NanKax, KOTopble HYMepytoT Mo CTPaHULaM
W NPOLLMBALOT;

2. 0B6/103KKM JIMYHBIX A€/ TaKKe HYMEPYIOT, UM NPUCBaMBAIOT NOPAAKOBbIA HOMEP Aena,
COOTBETCTBYIOLLMI OOLLLEMY KONMYECTBY AEN;

3. TEKYLLEMY XPAaHEHUIO B OTAE/E Kaf,pOB OPraHWU3aLMmn Noanexar IMYHble Aena TONbKO
Ha paboTaloLLMX COTPYAHMKOB. [Toc/e yBONbHEHUsA COTPYAHMKA ero IMYHOE AEe/10 U3BIEKABTCA U3 Nanku
1 odopmafeTca ANA Nepeaayn Ha apxXMBHOE XPaHEHWE.

4. JINYHbIE AeNa YBONEHHbIX COTPYAHMKOB XPAHATCA B apxuee B andaBUTHOM NOPAAKE.

Texymee XxpaHeHME KaJpOBBIX JIOKYMEHTOB, KapTOT€K, KHMI Yyd4eTa U Jpyrue
OCYIIECTBIISIETCS, KaK TPAaBWJIO, B TOMENICHUSX KaJpOBBIX CIYKO OpraHm3aiuii, KOTOpbIE
JIOJDKHBI OBITH O0OpY/ZOBaHBI CHEIHATbHBIMU IIKadaMu WM ceiipamu, 3anuparomuMHucs U
orevaThIBAIOIUMICS. KOy HOMEHKIIATyphl JieJl, pa3MelIeHHbIe Ha mKadax, a Ha KOpeIKax
00JI0KEeK JIeJT - HoMepa Jiell B COOTBETCTBHH ¢ HOMEHKJIATYpOi 00JieryaT MmoucK JOKYMEHTOB.

TpynoBbie KHIKKH paOOTHHKOB XPaHSTCS B cefie pyKOBOIUTENS OTAeINa KaIpoB, TaM JKe
XpaHATCS MevyaTH, MTaMIIbl, OJIaHKW JOKYMEHTOB, KJII0UM OT IKadoB (ceiidoB) ans xpaHeHUs
JIOKYMEHTOB.

PaboTHHKaM KaapoBOH CIIy)XKObl HE PEKOMEHIYeTCsl MpU JII0OOWH MPOJOIKUTEILHOCTH
BBIXOJIa U3 TIOMEIICHHUS OCTABJIATh KaKHe-THOO TOKYMEHTHI WIIM CITy)KEOHBIE 3aIiCH Ha pabodeM
CTOJIE, a TaKkXKe paboTarouuii kKoMneioTep. B koHIe paboyero aHs paOOTHUKU KaIpOBOM CITYKObI
JIOJDKHBI TIOMECTHTh BCE MAaCCHBBI JJOKYMEHTOB, HaXOJSIIMXCSI B TPOIECCE UX HCIIONHEHUS, B
MeTaJUIn4ecKuid 1mKad, 3aKpbITh €ro U onedatarb. Kimroun ot mkadoB caaroTcs pyKOBOJUTEIIO
OTJIeNa KaIpOB O] POCIIACH B COOTBETCTBYIOIIEM KypHAJIE.

YepHOBUKM M pelaKUUU JOKYMEHTOB, MCHOpYEHHBbIE OJaHKM B KOHIE pabodero aHs
YHUUTOXKAIOTCA, A 3TOT0 MOXET HPHUMEHAThCS CclielualibHas OymaropesalbHas MallliHa.
KommnbroTeps! B KoHIIE pabodero JHs OJOKHPYIOTCS U OTKIIIOYAIOTCS OT CETH.

Kpome Toro, TexHoJIOTHSI XpaHEHHA M ydeTa KaJpoBOM JOKYMEHTAIMH IPEANOoJaraet
00513aTeNIbHYI0 POCIUCH PAOOTHUKOB, TOATBEPIKIAIOIIYIO TOTYYEHNE Ha PYKHA KON U BBIITHCOK
U3 HUX.
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OcHoBaHUEM TOCJEAYIOMIETO (APXUBHOIO) XPAHEHUS TOKYMEHTOB SBIISIETCS KCIIEPTHU3A
UX LIEHHOCTH, U Jajiee cleayeT: opopmiieHue Ael, COCTaBICHUU OMKCEH, COCTABICHHE aKTOB O
BBIJIEJICHUM K YHUUTOXKEHHIO JIOKYMEHTOB U C/laya /1€ B apXUB OPraHU3allH.

JI1s1 CBOEBPEMEHHOTO IIPUEMA apXUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX MOJpa3JaeieHUI
WIN IPYTUX UCTOYHUKOB KOMIUIEKTOBAHHMSI, 00ECIICUEHUS UX yUeTa, COXPAHHOCTH, YIOPSA0UCHUS
X HCIOJb30BAHMS W TOJATOTOBKM K IepeJade JOKYMEHTOB Ha IOCTOSHHOE XpPaHEHHUE B
OpraHM3aMsaX CO3JacTCs apXUB.

B apxuBHbIi (hoHA OpraHuU3alMy MOMAJACT JIUIIL YaCTh JOKYMEHTOB, OH HE BKJIIOYAET B
ce0si TOKyMEHTBI ¢ KpaTKUM CpPOKOM XpaHeHus (10 10 jmeT BKIIOUMTENbHO). ApXUBHBIN (HOHI
OpraHM3alMil COCTOMT M3 JOKYMEHTOB JOJTOBPEMEHHOro xpaHeHus (cBbimie 10 ner) u
IIOCTOSIHHOTO XpaHEHMsI, BKJIIOYas JOKYMEHTBl II0 JINYHOMY COCTaBy, KOTOpPBIE HUMEIOT
SKOHOMHYECKOE, COLHUAIBHOE, MOJUTUYECKOE, KYJIbTYPHOE, UCTOPUUYECKOE U HHOE 3HAYCHHE.
[lepenaua nen B apXWB OCYIIECTBISIETCS TO TpaduKy, YTBEPXKIECHHOMY pPYKOBOIUTEIIEM
opraHu3anu uimu paboromareneMm. JIOKYMEHTHl JOJDKHBI TPUHUMATBCS Ha XpaHEHUE
IIPEUMYIIIECTBEHHO B BUJIE [TOAJIMHHUKOB, TOJIBKO MPU UX OTCYTCTBUM IPUHUMAIOTCS 3aBEPEHHbBIE
KOIIUU.

B cootBerctBun ¢ «llpaBunamu opraHuzanv XpaHEHHs, KOMIUIEKTOBAHUS, yuéTa U
WCIIOJIb30BaHUsl JOKYMEHTOB apXHMBHOIO (DOHAA POCCUICKOHN (enepanyivi U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHbIX OpraHax, OpraHax MECTHOIO CaMOYIIpaBJICHUS W
opranmzarusax» oT 07.09.2015 r., opraHuzamus J0JDKHA OOCCIICUYHTh apXUB CICIHAIBHO
000pyIOBaHHBIM MTOMEIIEHHEM U KagpaMu. OHaKo B HEOOIBIIMX KOMMEPUYECKAX OpTaHNu3aLusIX,
KaK MpaBWJIO, apXuB B BUJEC CHEIHUAIBHOTO MOApa3JeleHus OTCyTcTByeT. OOs3aHHOCTH
apxXuBapHuyca IpH TOM COBMEILAET CEKPETaph WM MHOE JIMII0, HA3HAYEHHOE PYKOBOAUTEIIEM.

[Ipyn sTOM HEOOXOAMMO MOMHHUTH, YTO JOKYMEHTBHI JIOJDKHBI XPAaHUTHCS B YCIOBHSIX,
o0ecneunBarOIUX MX 3alUTYy OT MOBPEXIECHUHN, BPEIHBIX BO3JAEHCTBUN OKpY’KaloIeH cpeabl U
UCKIIIOYAIOIIMX yTpaTy JOKyMeHTOB. Kak mpaBuio, [uisi 3TOr0 B IOMEIIEHWM apXuBa
YCTaHABIMBAIOT METAJUIMUECKue MIKadbl, cefdbl, mKapbl-cTeIIaXU U ToMy MnoaobHoe. He
JIOMyCKAeTCsl pa3MeleHHe JIOKyMEHTOB Ha I0Jy, MOJIOKOHHUKAX, B HE pa300paHHBIX KHIIaX.
W3paTre [IOKyMEHTOB M3 Jiella C IIOCTOSHHBIM CPOKOM XpaHEHHUs JIOIyCKaeTrcs B
WCKJIIOYMTENBHBIX CIIy4asX M INPOU3BOJUTCS HAa OCHOBAaHUU PACIOPAIUTENBHOIO JOKYMEHTA
PYKOBOJUTEINSI OpraHU3aluu C 0O0s3aTeIbHBIM COCTABJIEHUEM B Jl€JIeé 3aBEPEHHOM KOMUU
TOKYMEHTA M aKTa 00 U3bSITUU MOATUHHHKA.

B nensx obecrieyeHUs] COXpaHHOCTH JOKYMEHTOB IO JMYHOMY COCTaBY YBOJIbHSIEMBIX
paOOTHUKOB B pe3yJbTaTe€ pPEOpPraHU3alUd WM JHUKBUAALMU FOPUAMYECKHX JIMI, a TaKxke
COLIMAJILHON 3alllMIIEHHOCTH T'paKIaH, YUYPEAUTEISIM BHOBb OOpa3yIOLIUMXCSI KOMMEPYECKHX U
HEKOMMEPUYECKUX OpraHu3alluid MOKHO PEKOMEHJ0BAaTh BKJIIOYAaTh B CBOM YUYPEIUTEIIbHBIE
JOKYMEHTBHI TpaBuUjia ydyeTa M COXPAHHOCTH JOKYMEHTOB IO JHMYHOMY COCTaBy, a TakKke
CBOEBPEMEHHOH Ilepefaye HX Ha TOCYJapCTBEHHOE XpaHEHHWE IIPU PpPEOpraHu3aluu WU
JMKBUJIALIUHU FOPUIUYECKOTO JIHIIA.

ITopsAI0K ¥ CPOKM XpAaHEHUS TPYAOBBIX KHUKEK PETYIUPYET ClIEUAIbHBIA HOPMATHUBHBIN
akT - [locranoBnenue IIpaButenscrBa Poccuiickont @enepanun ot 16 anpens 2003 roma No225
«O TpyInOBBIX KHWXXKax». Tak, ONaHKH TPYJOBOW KHIIKKA W BKJIAQJbBIIIA B HEE XPAHITCS B
OpraHM3aly Kak JOKYMEHTBhl CTPOrod OTYETHOCTHM M BBIJAIOTCS JIMIlY, OTBETCTBEHHOMY 3a
BEJICHUE TPYAOBBIX KHMXKEK, MO €ro 3asBke. [0 oxkoHUaHMM Kaxaoro Mecsua JaHHOE JIMLO
00s13aHO TPEACTaBUTh B OyXraJTepHI0 OpPraHu3aldyd OTYET O HAJIWYUHM OJIaHKOB TPYAOBOM
KHIDKKM ¥ BKJIaJbIa B Hee. VICOpYEHHBIE MPU 3alOJHEHUM OJAHKH TPYIOBOW KHUXKKUA U
BKJIQJBIIM B Hee TMOAJIeKAT YHUUYTOXKEHHIO C COCTABJIIEHHEM COOTBETCTBYIOIETO aKTa.
HeBocTpeboBaHHbIE TPYIOBbIC KHUKKUA M KHHUTA Y4€Ta TPYAOBBIX KHHKEK M BKJIAIBIIIEH K HUM
XpaHATCA B apXWBe opraHu3anuu B TedeHwe S50 JieT, a 3areM MOoJJIeXaT YHUYTOXKEHUIO B
YCTaHOBJIEHHOM IOPSKE.

OTBETCTBEHHOCTh 3a OpraHU3alKi0 pPadOTHl MO XPAHEHUIO KaJIpOBBIX JOKYMEHTOB,
NEPBUYHBIX YUYETHBIX JOKYMEHTOB HeceT paboronatens. OTBETCTBEHHOCTh 3a BEJCHHE,
XpaHEHUe, y4eT W BblAa4y TPYAOBBIX KHHMKEK HECET CIELUHAJIbHO YIOJIHOMOYEHHOE JHIO,
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Ha3zHavyaeMoe MpUKa3oM (pacropsbkeHneM) padboTtoaarens. Bee JOKyMEHTHI 110 JINYHOMY COCTaBY
JIOJDKHBI 0053aTENIbHO CIABATHCS B APXUB OPraHU3aIUH.

Takum 00pa3oM, anropuT™M JIEHCTBHI KOMMEPYECKOH OpraHu3aluu, HE SBISIONIEHCS
rOCYyJapCTBEHHBIM WJIM MYHMLUNAIBHBIM YHUTAPHBIM HPEANPUATHEM, IO O0ECIEeYEHUIO
XpaHEHUs JOKYMEHTOB, B TOM YMCJIE KaJAPOBBIX JTOKYMEHTOB SBIISICTCA CIEAYIOIIEM:

. npoBepKa Tpe6OBaHMﬁ HOPMATUBHbIX NPaBOBbIX aKTOB, YCTAHOBUBLUNX CPOKN XPaHEHUA
KOHKPETHbIX BUAOB AOKYMEHTOB,

. XpaHeHne JOKYMEHTOB,;

. Aana opraHM3au,m7| - AICTOYHMUKOB KOMNNIEKTOBAHUA - NO NCTEYEHUN CPOKOB XPaHEHUA

npoBeAeHME COBMECTHO C YMOJIHOMOYEHHbIM OPraHOM Frocy4apCTBEHHOM BacTh cybbekTa Poccuinckoi
depepaunn B 061acTn apxmBHOTo Aena, FocapxMBom 3KCNePTU3bI LLEHHOCTU pAAa AOKYMEHTOB Ha
npegmeT BKAOYEHUA B cocTaB ApxmBHOro poHaa Poccuiickon deaepauuu;

. XpaHeHne AoKyMeHTOoB ApxuBHoro ¢poHaa Poccuiickon Pepgepaupnm nnbo nepegava mx
Ha XpaHeHWe B roCyapCTBEHHbIN AWM MyHULMNAbHbIN apXmB, BUBANOTEKY, My3€el UNM B OpraHn3aLmio
Poccuiickolt akagemmm Hayk;

o apXMBHbIE AOKYMEHTbI, KOTOpble He BblIM BKAOYEHbI B COCTaB AOKYMEHTOB APXMBHOTO
¢doHpa Poccuiickon Pegepaunm, No UCTEYEHUN CPOKOB XPaHEHMA NOAEKAT YHUUTOXKEHUIO MO0
XPaHEHUIO B apXMBe OpPraHM3aLmMmM B COOTBETCTBUM C TpeOOBaHMAMM KOPNOPATUBHOFO 3aKOHOA4aTe1bCTBA
(Hanpumep, ANs aKUMOHEPHbIX 06LWECTB XpaHEHME AOKYMEHTOB periaMeHTMPoBaHo MocTaHoBAEHEM
denepanbHON KOMUCCUM MO PLIHKY LieHHbIX Bymar ot 16 niona 2003 roga Ne03-33/nc «O6 yTBep»KaeHUn
MosoXKeHNA 0 NOPAAKE U CPOKAX XPaHEHUA AOKYMEHTOB» U PesepasibHbIM 3aKOHOM OT 26 Aekabps
1995 No208-d3 «06 aKUMOHEPHbIX 06LLLECTBAXY) UAN NTOKANbHBIMWU HOPMATUBHLIMW aKTaMU;

o A5 OpraHnsaLmii, KOTopble He ABAAIOTCA MCTOYHMKAaMM KOMMIEKTOBAHMUSA, NO
NCTEYEHUM BPEMEHHbIX CPOKOB XPaHEHMA apXMBHbIE AOKYMEHTbI MoA/eXKaT IKCNepTnse n MoryT bbiTb
YHUYTOXKEHbI IMOO XPaHUTCA B apXMBE OpPraHM3aumiu.

Homenkmarypa nen u QopmupoBaHue Jen s TEKYIIETo XpaHEeHHsl KaJIpOBbIX
JTOKYMEHTOB. D(PPEKTUBHOCTh OpPraHU3allUUd TEKYIIETO XPAaHEHHS KaJpOBBIX JIOKYMEHTOB BO
MHOTOM  OIpENENSIeTC HOMEHKIATypoh Jel  (3TO CHUCTEMaTU3UpPOBAHHBIA  TEpEUYEHb
HAaUMEHOBAHUM [I€JI, 3aBOJIUMBIX B OpraHM3alyH, C YKa3aHUEM CpPOKOB HX XpaHEHUs,
0(OPMIICHHBIHN B YCTAHOBIEHHOM TOPSJIKE).

J1eno - COBOKYITHOCTh JOKYMEHTOB WJIM JOKYMEHT, OTHOCAIIMECS K OJJHOMY BOMIPOCY WJIU
YUaCTKy €ATeIbHOCTH, TOMEIICHHBIE B OTACIBHYIO O0JI0XKKY.

OCHOBHBIMU 33Jla4aMU COCTABJICHUSI HOMEHKJIATYPHhI 17T SIBIISTFOTCS:

o ONTUMa/ibHble FPYNNMPOBKa AOKYMEHTOB M GOpPMMpPOBaHUE Aen;

o onpeaeneHne CPOKOB XPaHEHMUA LOKYMEHTOB;

o OCHOBa A1 COCTaB/IeHNA ONUCeN Aen NOCTOAHHOTO U BpeMeHHoro (cebiwe 10 nert)
XpaHeHWs, a TaKXKe A1 yuyeTa aen spemeHHoro (4o 10 NeT BKAKUYUTENbHO) XpaHeHUs;

o obecneuyeHune 6bicTporo U 3pHeKTUBHOIO NOMCKa AOKYMEHTOB B npouecce paboTbl €
HUMM.

MOHO BBIIETUTD CICIYIOIIMNE PA3HOBUAHOCTH HOMEHKIIATYPHI JEI:

o TUNOBbIE HOMEHKNATYPbI AeN;

o NPYMepPHbIe HOMEHKIATypbl Ae;

o WMHANBUAYANbHAA HOMEHKIATYPa e/l KOHKPETHOM opraHnsaunm;

o CBOAHAA HOMEHKNaTypa Aen opraHM3auuu;

o HOMEHKNaTypa AeN CTPYKTYPHOro nogpasaeneHus.

O 3Ha4YeHUM TUIIOBOM, IPUMEPHON M MHIAUBUIYAIbHOW HOMEHKJIATypax JieJl TOBOPUTCS B
«HpaBHnax opraHu3ali XpaHCHUS, KOMILICKTOBAHUA, yqéTa 1 HUCIIOJIBb30BaHUA AOOKYMCHTOB
apxuBHOTO (hoHIa poccuiickoil henepannuu u APYrux apXuBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
OopraHax, opraHax MECTHOT'O camMOymnpaBieHus 1 opranuzanusax» ot 07.09.2015 r.:

«Tunosas HOMCHKIJIaTypa pi(SAl e YCTaHAaBJIMBACT COCTaB JACI, 3aBOAUMBIX B
JIEJIIONPOU3BOICTBE OJHOTUITHBIX OPTaHU3ALMM, U SIBJISIETCS HOPMAaTUBHBIM JIOKYMEHTOM.

IIpuMepHass HOMEHKIATypa JeJl yCTAHABJIMBAECT IPUMEPHBIA COCTaB €], 3aBOAMMBIX B
JEJIONPOU3BOJICTBE OpraHU3AIIH, Ha KOTOPbIE OHA PACIIPOCTPAHSIETCA, C YKa3aHUEM UX MH/IEKCOB,
Y HOCUT PEKOMEHIaTeNIbHbBIN XapaKTepy.
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«TunoBele W TNpPUMEpPHBIE HOMEHKJIATYphl JEJI HUCIHOJB3YIOTCS JJs COCTaBJICHMS
WMHAUBUAYaIbHON HOMEHKIIATYPBI JAeI».

CBo/Hast HOMEHKIJIATYpa JI€] OpraHU3aluy COCTABIIAETCS HA OCHOBAaHUU HOMEHKIIATYD A€
CTPYKTYPHBIX IOJIpa3ziesieHuH, pa3pab0TaHHBIX 110 aHAIOTUYHON (opMe.

Homenknarypa gen CTPYKTYpHOTO MOJpPA3AEICHUS COCTAaBISIETCS  COTPYIHUKOM
MoJIpa3/iesieHusi, OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO, COTJIACOBBIBAETCS C apXUBOM HWIIH C
HKCIEPTHOM KOMMCCHEH OpraHu3aliH, IOANNUCHIBAETCS PYKOBOIUTENIEM MOJAPA3JCIICHUs U
YTBEpKAAETCA PYKOBOJAUTENIEM OpPTaHU3aIINH.

CornacHo  «lIpaBuiiaM  opraHu3aluu  XpaHEHUs, KOMIUIEKTOBaHHUSA, yuéTa U
UCIIOJIb30BaHUsl JOKYMEHTOB apXHBHOIO (hOHAA pOCcCUUCKON denepalnuu U JIPYrHUX apXUBHBIX
JOKyMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opranuzanusax» ot 07.09.2015 r., HoMeHKIIaTypa A€ COCTABISETCS HA OCHOBE M3YyUEHHS COCTaBa
U COZICPKaHUs IOKYMEHTOB, 00pa3yIoOIUXCcs B ACATEILHOCTH OPTaHU3aIIH.

[Ipu cocraBieHHH HOMEHKJIATYPBI JI€J CIEIYeT PYKOBOJCTBOBATHCS YUPEAUTEIbHBIMU
JOKYMEHTaMH, IOJIOKEHUSIMU O €€ CTPYKTYPHBIX IOJpa3fesieHUsX, IITAaTHbIM paclMCaHUEM,
HOMEHKJIATYpO JieNl OpraHu3alyy 3a MPOILIbIA TO/, OMUCIMU JIe] MOCTOSHHOTO U BPEMEHHOTO
(cBpime 10 yer) XpaHeHUs, PETHCTPALIMOHHBIMU (popMamH, BEIOMCTBEHHBIMH U THIIOBBIMHU
NEPEeYHsIMU JIOKYMEHTOB C YKa3aHHEM CPOKOB HX XpaHEHHs, THUIOBBIMH U TMPUMEPHBIMU
HOMEHKJIaTypaMu Jedl.

VYuureiBas nonoxkenusi Ilpukaza MunkynsTypsl Poccuiickoit @enepanuu ot 8 HOSOps
2005 roma Ne536 «O THUMOBOW WMHCTPYKLIMH MO JEJIONPOU3BOJICTBY B (hefepalibHBIX OpraHax
MCIIOJTHUTENIbHOM BIacTU» rpadbl HOMEHKIIATYP /1] 3aMOIHAI0TCA CIEeIYIOIIUM 00pazoMm.

B rpage 1 HoMeHKIaTyphl Je)1 IPOCTABIAIOTCS MHAEKCHI KaKJ0r0 JeJa, BKIIFOUEHHOTO B
HOMEHKJIATYpYy.

Kaxnoe neno, BKIIOUEHHOE B HOMEHKJIATYpy, JODKHO MMETh MHJAEKC. MHnaekc nena
COCTOMT M3 HHJIEKCAa CTPYKTYpHOIO TIOJAPA3ACIEHUS W IMOPAJKOBOIO HOMEpa Jeja IIo
HOMEHKJIaType B Mpefenax nojapasaenenus. Muaekcel nen o003HadaroTest apaOCKUMU LUPpaMu.
Hanpumep: 12-05, rae 12 - 0603HaueHue CTPYKTYPHOTO noapasienenus, 05 - mopsakoBblil HoMep
3aroJIoBKa Jiena mo HoMeHkiarype. [Ipu Hamuuuu B Jieje HECKOJIBKUX TOMOB (4YacTei), HHICKC
IPOCTABISIETCS Ha KaXKIOM TOME, C I00ABIEHUEM «T. 1», «T. 2» U Tak aajee.

B HOMeHKIaType 1en peKOMEHIYeTCsl COXPaHATh OJJMHAKOBbIE MHAEKCHI JJI OJTHOPOIHBIX
Jel B IIpeienax pa3HbIX CTPYKTYPHBIX MOAPA3JEIICHUN; Ul INEPEXOAAINX Jel1 HHJIEKC
COXpaHseTCs.

B rpady 2 HoMEHKIATypBhI JIeJ1 BKIIIOYAl0TCs 3ar0JIOBKU e (TOMOB, YacTel).

3arosI0BOK Jiea JOJKEH YeTKO, B 0000IIeHHOM (hopMe OTpakaTh OCHOBHOE COZIEp>KaHNEe U
COCTaB JOKYMEHTOB JI€JIa.

B HOMeHKIaTypy Aen BKIIIOUAIOTCS 3ar0JIOBKHU JIeJl, OTpakarollue BCe TOKYMEHTHPYEMbIe
Y4acTKH paboThl CTPYKTYPHOT'O TOJpa3IeIICHHS.

PexomMenayem aiist otziena KaJipoB BECTH CIEAYIONIYI0 HOMEHKIATYPY JIe:

1. HopmaTuBHO-NpaBoBbIe aKTbl, peryimpytowme paboTy otaena Kaapos.

2. LLiTaTHoOe pacnucaHue.

3. MonoxkeHune 06 oTaene Kagpos.

4, [JOKyMeHTbI MO NOArOTOBKE M NepenoaroToBke PpaboTHMKOB, NOBbILEHMIO
KBannMdUKaLMK, NaaHbl, NPOrPamMmmbl U TaK ganee.

5. Mepenuncka c ApyrMmun opraHM3aumamm No BONPOCam NoBsblleHMA NnpodeccuoHanbHOM
KBanmMdMKaLMK, MONCKa KaapoB 1 TaK ganee.

6. MpuKa3bl 0 Nnpueme, yBOoSIbHEHUW PAaBOTHUKOB.

7. MpuKa3bl 0 NOOLWPEHMAX, NPUMEHEHWUN AUCLMNANHAPHDBIX B3bICKAHWIA.

8. MpwKasbl 0 KOMAHOUPOBAHUN.

9. MpuKa3bl 0 NnepeBoge Ha Apyryto paboTy, NOBbLIWEHMUM B AOKHOCTU.

10. lpadumK oTnycKos.

11. [ONKHOCTHbIE MHCTPYKLMM PaBOTHUKOB OpraHU3aLmm.

12. TpyAaosble JOrosop.l.
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13. [loroBopbl 0 NOSHON MaTepMaibHON OTBETCTBEHHOCTY.

14. Tabenb yyeta paboyero BpemeHu.

15. KapToTeKka AnyHbIX aen paboTHUKOB.

16. KapToTeKa TpyAoBbIX KHUXKEK.

17. KapToTeKa /IMYHbIX KapTouek paboTHMKoB (popma NeT-2, NeT-2IC(MC)).

18. KapToTeKa aKToB (K BblAe/IEHUIO Ha YHUUTOXKEHWE JOKYMEHTOB, O MPUeMKe-nepeaaye
Oen v apyrue).

19. *KypHan yyeta npMema, nepesosa, yBoJbHEHUA PAabOTHUKOB.

20. *ypHan yyeTa BblAaun KOMaHANPOBOYHbIX YA0CTOBEPEHWNIA.

21. *ypHan yyeTa BOEHHOODOA3AHHbIX.

22. KypHan yyeta npmMkasos no AM4yHomy coctaBy (MoXKHO peKoMeHA0BaTb BblAeNNUTb

*KypHan yyeTta NpMKasos 0 NpegoCcTaBAEHMM OTMYCKOB U KOMAaHANPOBAaHUM PaBOTHUKOB, KOTOPbIE
MMEIOT CPOKM XpaHeHus 3 1 5 neT u XypHan yyeta Apyrux KaZpoBbIiX NPUKA30B).

23. HKypHan yyeTta MYHbIX AN, INYHBIX KAapTOYEK, TPYAOBbIX 40r0BOPOB.

24, HKypHan yyeTa Bbl4aun TPYAOBbIX KHUMKEK U BKNAAbIWEN K HUM.

25. HKypHan yyeTta IMYHbIX 3aABNAEHMI PabOTHUKOB.

26. *KypHan yuyeTa Bblgaum cNpaBok o 3apaboTHOM NnaTe, CTaxe, mecTe paboTbl M TaK

Aanee.

B HOMeHKaTypy Jies1 He BKJIIOYAOTCs NEePUOINYECKUEe U3AaHus.

B rpade 3 HOMEHKIATYyphl AEN YKa3bIBa€TCs KOJIUYECTBO jaed (ToMoB, yacteif). OHa
3aIl0JIHAETCS IO OKOHYAHUU KaJIEHJAapHOI'o roJia.

B rpade 4 yxaspiBaroTcs Cpok XpaHEHMs Jena, Homepa crateil no nepeutto (Ilepeuenn
TUIOBBIX YIPaBJIEHYECKUX JOKYMEHTOB), a IIPU €ro0 OTCYTCTBHHM - 110 TUIIOBOM WJIM IIPUMEPHOM
HOMEHKJIaType €.

B rpagpe 5 «lIpumeuanue» yKa3pIBalOTCA Ha3BaHUE IE€peYHEH JTOKYMEHTOB,
UCTIOJIB30BaHHBIX TIPU ONpEICNICHHH CPOKOB XPAaHEHUS JIell, B TEUCHHE BCETO CpOKa JCWCTBUS
HOMEHKJIaTyphl MPOCTABIIAIOTCS OTMETKH O 3aBEIEHUM JIeN, O MepeXoAsIuX Aenax (Harmpumep,
nepexojsmiee ¢ 2004 rona), 0 BBIIETEHUN €T K YHUUTOXXCHHUIO, O JIMIaX, OTBETCTBEHHBIX 3a
(dbopmMHpOBaHUE /1€ U ApyTHeE.

[To oxoHUaHWH JENONPOU3BOACTBEHHOTO IOl B KOHIIE HOMEHKIJIATYPHI JIeT 3aMEHSETCS
UTOrOBasi 3allUCh O KOJMYECTBE 3aBEJCHHBIX Jel (TOMOB), IO pa3jieiaM IOCTOSHHOTO U
BpEMEHHOT0 XpaHeHus: colie 10 net u 1o 10 jgeT BKIIOYUTEIBHO.

B tom cnywae, ecnu opraHM3anus cIaeT JOKYMEHTHI Ha TOCyIapCTBEHHOE XpaHEHME,
TpeOyeTcs COrIacoBaHME HOMEHKJIATYpbl Jesl ¢ DKcnepTHo-npoBepouHot koMuccueit (DI1K)
rocyJapcTBeHHOro apxuBa. HomeHkatypa nen opranuzanuu opopmiisercst Ha o01eM OnaHKe.

Jns ynoOcTBa MCIONB30BaHMsS HOMEHKJAaTypa [ell, Kak IpaBHJIO, COCTaBIseTcs B
HECKOJIBKUX IK3EMIUTSIpax, sl KaKJI0T0 CTPYKTYPHOTO IOAPA3ACICHHS U JIUIA, OTBETCTBEHHOTO
3a apXuB.

Homenknarypa men Ha TpEACTOSIIMN KaJCHAAPHBIA TOJl COCTABISETCS B IOCIEIHEM
KBapTajie TeKYyIEero roja.

HomeHnkmnarypa Jenm mepecocTaBisieTcsi U COTIIaCOBBIBAETCSI 3aHOBO B CIIy4ae KOPEHHBIX
U3MEHEHUH QYHKIUI U CTPYKTYpBl OpraHU3aliy, HO He peKe OAHOT0 pas3a B IATh JieT. ExxerogHo
OHa YTOYHSIETCS, YTBEPIKIACTCSl pYKOBOJAUTEIIEM OpTraHU3aIlMH M BBOJUTCS B IeiicTBHE C | sSTHBaps
CJIEAYIOLIETO TOAa.

Tekymiee XxpaHeHHEe TOKYMEHTOB ONPECISETCS HE TOJIBKO MOHATHEM HOMEHKJIIATYPHI AT,
HO U (OPMHPOBAHUEM JIEII.

JIOKYyMEHTBI, KOTOpbIE HE HAaXOISATCS Ha PyKaxX y HCHOJHHUTENCH, NP HX XPaHCHUH
TPYNIUPYIOTCS TaK, YTOOBI MOXKHO OBLIO OBICTPO HAWTH HYKHBIA JOKYMEHT M HHPOpPMaLUIO. DTa
npolielypa Ha3bIBaeTCs «(hOPMUPOBAHUEM JETIar.

dopmMupoBaHUE JIeI - TPYNIUPOBKA UCTIOIHEHHBIX IOKYyMEHTOB B JIeJIa B COOTBETCTBUH C
HOMEHKJIATypOH Jie]1 U CUCTEeMaTH3alsl JOKYMEHTOB BHYTpPH J€ja.

@®opMupoBaHUEM A€ B  CTPYKTYPHBIX TOApa3fCiCHHUAX 3aHUMAIOTCS  JIMIIA,
OTBETCTBEHHbIE 3a JOKyMeHTauutoo. KOHTponb 3a mnpaBWiIbHBIM (OPMHPOBAHHEM J€l1 B
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OpraHu3alii ¥ €€  CTPYKTYpHBIX  TMOAPA3[ACNCHHUSIX  OCYIIECTBIISICTCS  CIY»KOOH
JOKYMEHTAIMOHHOTO 00€CIeUeH s WK JIMLIOM, OTBETCTBEHHBIM 32 JJOKYMEHTALHIO.
®opmupoBaHue A€ MPOUCXOAUT CIETYIOINUM 00pa3oM:

1. nomeuieHne JOKYMEHTOB (TOﬂbKO MCNOJIHEHHDbIX ,D,OKYMeHTOB) B AeNno, KoTopbie no
cBOeEMy coaepPaHUO COOTBETCTBYHOT 3aro/1I0BRy Aena,
2. pacnonoXxXeHne A4OKYMEHTOB BHYTPU A€Na B OﬂpeAGHEHHOﬁ nocnenoBaTeNIbHOCTU

(xpoHonornueckot unmn no andasuty).

[Ipu dopmupoBanuM 11 HEOOXOAUMO COOJIOIATh  CIAEAYIIIHUEe TpeOOBaHUS,
3aKperuieHHbIe B «[IpaBuiax opraHu3aiuy XpaHeHHs, KOMIUICKTOBAHHUS, y4€Ta U UCIIOJIb30BAHUS
JOKYMEHTOB apXHWBHOTO (poHIa POCCUICKON (eaepanuu U JIPYruxX apXUBHBIX JIOKYMEHTOB B
roCy/IapCTBEHHBIX OpraHax, opraHax MECTHOIO caMOyIpaBiieHus u opranuzanusax» ot 07.09.2015
I..

o [ OKYMEHTbI MOCTOAHHOTO M BPEMEHHOIO XpaHeHUs HeobXxoaMMO rpynnnpoBaTh B
oTAeNbHble aena.

o BKAtoYaTb B 4€/10 MO OAHOMY SK3eMMAAPY KaXKA0ro AOKYMEHTa.

o lpynnMpoBaThb B Ae/10 LOKYMEHTbI O4HOr0 KaleHAapHOoro rofa; UCKIoYeHue

COCTaBAAIOT: Nepexoasawme aena; cyaebHole gena; B TOM YMCNe NYHbIE Aena, KoTopble popmMmupytoTca B
TeyeHue Bcero nepmoa paboTbl AAHHOTO IMLA B OPraHM3aLun U gpyrue.

) [Oeno ponHo cogepatb He 6onee 250 nuctos, Npu TonwmHe He 6onee 4 cm.

) B Aeno nomewwatoT JOKYMEHTbI, KOTOpble N0 CBOeMY COAEPKAHMUI0 COOTBETCTBYIOT
3aro/IoBKy AieNa, Npy 3TOM 3anpeLlaeTca rpynnmMpoBaThb B AeN1a YHepHOBbIEe U Ay6aeTHble 3K3eMNAApbI
[OKYMEHTOB (33 UCK/tOUeHWeM 0co60 LLIeHHbIX), @ TaKKe JOKYMEHTbI, NoANexKallme BO3BPaTy.

) BHYTpW fena LOKYMEHTbI fIOKHbI ObITb PACNON0MKEHbI TaK, YTOObl OHU NO CBOEMY
cogeprkaHuio NocnefoBaTeIbHO OCBELLANM onpeaeneHHble BONpockl. Mpy 3ToOM AOKYMEHTbI
pacnonararoTca B XpOHONOIMYECKOM NopaakKe (Bxoasalme - No gatam NocTynaeHus, ucxogawme - no
JaTam oTnpaBaeHua) unum no andasuTy aBTOPOB U KOPPECNOHAEHTOB. XPOHO/OrMYecKan
nocne0BaTeNbHOCTb PACTNONOKEHUA AOKYMEHTOB HAYMHAETCA OT 6osiee paHHWUX NO AaTam AOKYMEHTOB
M 3aKaHuMBaeTca bosee NO3gHUMM JaTaMMm.

o MpunoXxeHnsa K AOKYMeHTaMm, He3aBMCUMO OT AATbl UX YTBEPKAEHMA UM COCTABNEHUA,
NPUCOeaMHAIOTCA K LOKYMEHTAM, K KOTOPbIM OHU OTHOCATCA. MpunoxkeHna obbemom cBbile 250 ancros
COCTaBAAIOT OTAE/IbHbIN TOM, O YeM B IOKYMEHTE AieNaeTca OTMeTKa.

. Mpu1Kasbl N0 OCHOBHOW AEATENbHOCTU FPYNMNMPYIOTCA OTAEbHO OT MPUKA30B No
NIMYHOMY COCTaBy.
. Mpu1Kasbl N0 AMYHOMY COCTaBY rPYNNUPYIOTCA B AeNa B COOTBETCTBUM C

YCTaHOB/IEHHbIMW CPOKaMM UX XpaHeHuA. LilenecoobpasHo npu 60ablmnx 06bemax 4OKYMEHTOB
NPUKasbl N0 IMYHOMY COCTaBY, KacatloLMeCcH PasanYHbIX CTOPOH AEeATENbHOCTM OpraHu3auum (npvem Ha
paboTy, yBO/IbHEHME U NepeMeLleHe, KOMAaHONPOBKM U TaK Aasee), rpynnMpoBaTb B OTAE/bHbIE Aena.

o [LOKYMEHTbI B IMYHBIX AeNaX PacnonaraloTca B XpOHONOMMUYECKOM MOPAAKe NO Mepe UX
nocTynaeHus.

o JNivuesble cyeTta paboumx v cayKalumx no 3apaboTHOM NaaTe rpynnuMpyroTca B
oTAeNbHble Aena 1 pacnonaratoTca B HUX No andasuty pammani.

o MpeanoxKeHua, 3aaBAEHMA U XKanobbl rpaxaaH no Bonpocam paboTbl opraHM3aLnm 1

BCE AOKYMEHTbI M0 MX PACCMOTPEHMIO M UCMIOIHEHUIO TPYNMMPYIOTCA OTAE/NbHO OT 3asiB/IEHUI rPaXaaH
MO IMYHBIM BOMNPOCAM.

. Mepenucka rpynnupyeTcs, Kak NPaBuiIo, 3a KaNeHAapHbIN ro4, U CUCTEMATU3NPYETCS B
XPOHONOrMYECKO NOC/IeA0BATENbHOCTU, AOKYMEHT-OTBET MOMELLAETCA 3a AOKYMEHTOM-3anpocom. Mpu
BO306HOB/IEHWM NEPENUCKM MO ONpPesesIEHHOMY BOMPOCY, HayaBLUeHcs B NpeablayLLem roay,
[OKYMEHTbI BK/IIOYAIOTCA B €710 TEKYLLEro roAa C yKasaHWem MHAEKCa Aena npeablayLero roaa.

PernamenTarus paboThl apXuBa MO JUYHOMY COCTaBY MMEET CBOIO crienuduky. JIroOoi
JOKYMEHT, BHE 3aBUCUMOCTH OT LI€JIH €r0 CO3/JaHusl, MECTa, BPEMEHU BO3HUKHOBEHHSI, aBTOPCTBA
COJIEPXUT MH(POPMAIIHUIO, KOTOPasi MOXKET OBITh BOCTpEOOBaHa Yepe3 HEKH BPEMEHHOM MEePHOI.
E.B. AnekceeBa oTMe4aeT, 4YTO 0CO0O€ MECTO CpEAM ApPXMUBHBIX JIOKYMEHTOB 3aHMMAIOT
JOKYMEHTHI IO JMYHOMY COCTaBYy, KOTOPBIE OTpPaXalOT TPYIOBBIE OTHOIICHUS pPaOOTHHKA C
paboronarenem. (P3-125 «O6 apxuBHOoM aene B Poccuiickoit @enepaunn» n.3 cr.3). 3a sToi
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(GOpMYITUPOBKOM 3aKOHA CKPBIBACTCS KOMIUIEKC JOKYMEHTOB YPE3BBIYAMHO BAXKHBIH IS
KaX/10ro 4ejaoBeka. MIMeHHO Ha OCHOBaHMM MH(OpMaIuK, 3apUMKCUPOBAHHOHN B JTOKyMEHTax I10
JMYHOMY COCTaBy, BO3MOXKHO, B CIy4ae HEOOXOJUMOCTH, MOATBEPAUTH CBOM TPYIOBOH CTaX,
3apa0OTHYI0 IUIaTy, UHbIE COLMANbHbIE JIBIOTHI, IIOJArarollydecss TIpakJaHUHY IO
3aKOHOAATENbCTBY PO.

OpnHako ans TOro, yToOBl MH(pOPMaLUs, 3apUKCUPOBAHHASA B JOKYMEHTaX IO JUYHOMY
COCTaBy, MMeJa IOPUINYECKYIO CUITY, TOJKHBI OBITh BBIIIOJHEHbI, KAK MUHHUMYM, TPU YCJIOBUS:
CO3/l1aHME U COXPAaHEHHE 3TUX JOKYMEHTOB B OpPraHU3ALMUAX Pa3HbIX (GopM cOOCTBEHHOCTH U, B
cllydyae JIMKBHJALMU OpraHu3auuu 0e3 MpaBoOIpeeMHHUKa- Mepeaada UX Ha rocylapCTBEHHOE
xpaHeHue. AnroputMm aedcTBuil nponucad B 1.1.8,10 cr. 23 ®3-125 «O06 apxuBHOM Jeie B
Poccniickoit @enepanun». «lIpu nmukBMaanuu rocyaapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIPABJICHUS, TOCYJAapCTBEHHBIX W MYHULUIAIbHBIX OpraHU3aluil BKIIOYCHHBIE B
coctaB ApxuBHoro ¢onna Poccuiickoit Denepanuy TOKYMEHTHI, JOKYMEHTHI 10 JIMYHOMY
COCTaBY, a TAK)KE€ apXUBHBIE JOKYMEHTBI, CPOKHM BPEMEHHOI'O XPAaHEHUSI KOTOPBIX HE UCTEKIIH, B
YIOPSA0YEHHOM COCTOSIHUM IIOCTYIAIOT Ha XPaHEHHWE B COOTBETCTBYIOIIMN TOCYAapCTBEHHBIN
WIM MYHULIUIIAJIBHBIA apXUB.

[Ipy nuKBUAALMK HEroCyJapCTBEHHbIX OpraHu3aluii, B TOM YHUCIE B pe3ylbTare
O6aHKpoTcTBa, OOpa30oBaBLIMECS B IPOLECCE HUX JAEATEJBHOCTH M BKIIOYEHHbIE B COCTaB
ApxuHoro ¢onma Poccuiickoit @enepannu apxXuBHBbIE JOKYMEHTHI, TOKYMEHTHI 10 JIMYHOMY
COCTaBY, a TAK)K€ apXMBHbIE JOKYMEHTBI, CDOKM BPEMEHHOI'O0 XpaHEHHsS KOTOPBIX HE MCTEKIIH,
NepeJaloTCsl JTUKBUIAIMOHHON KOMUCCHM (JIMKBUJIATOPOM) MJIM KOHKYPCHBIM YIIPaBJISIFOIIUM B
YIOPSAOYEHHOM COCTOSSHUM Ha XpaHEHHE B COOTBETCTBYIOLIMI TOCYJApCTBEHHBIM WM
MYHULIMNIAJbHBIA apXUB Ha OCHOBAaHUM JOrOBOpa MEXIYy JIMKBUAALWOHHOW KOMHCCUEH
(JIMKBUAATOPOM) WJIM KOHKYPCHBIM YHPABJISIFOIIMMU TOCYAapCTBEHHBIM WJIM MYHUIUNAIbHBIM
apxuBoM. [Ipu 3TOM JIMKBUAALIMOHHAS KOMHCCUS (JIMKBUAATOP) WM KOHKYPCHBIN YIPABIISIOMINN
OpPraHMU3yeT YNOPSI0YEHUE apXUBHBIX TOKYMEHTOB JIMKBUAUPYEMON OpraHU3aliy, B TOM YHCIIE,
JUKBUJIUPYEMOM B pe3ynbTaTe OaHKPOTCTBAY.

Baxno ormerutrs, 4Yro B coorBerctBUM ¢ DenepanpHpiM  3akOHOM  «O
HECOCTOSTENILHOCTH (OaHKPOTCTBE)» B pelakivu, neucTByromend ¢ 5 maprta 2012r, B ct. 129
CKa3aHO, YTO « KOHKYPCHBIH YIpPaBISIOMMNA 00s3aH ...NepelaBaThb Ha XpaHEHUE JTIOKYMEHTHI
JOJDKHHMKA, TOJUIeKaIe o00s3aTeIbHOMY XpaHEHHI0 B COOTBETCTBUU C (eaepaabHbIMU
3akoHaMu. llopsgok w®  ycnoBus mepenayd  JOKYMEHTOB JIOJDKHHMKAa Ha  XpaHEHHE
yCTaHaBIMBaOTCA (pelepalibHbIMM 3aKOHAMH M HHBIMH HOPMATHUBHBIMU IPaBOBBIMU aKTaMU
Poccuiickon Menepauumn».

CrnenyeTr moHUMaTh IOJ ONPEICIIEHUEM «MHBIE HOPMAaTUBHBIE IPaBOBbIE aKThl PD»,
pErIaMEHTHPYIOIIME Mepeady Ha TOCYJapCTBEHHOE XpaHEHHE [IOKYMEHTOB IO JIMYHOMY
cocTaBy, npexze Bcero nsa Pacnopsokenus [IpasurenscTBa Poccniickoit denepanuu, MPUHATHIX
B MepBOU IIOJIOBUHE 1990-x TOJI0B. HeobxonumocTth rOCy1apCTBEHHOIO
pPEryJlMpoBaHUsT BOIPOCOB OOECHEUEHHs COXPAHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy B
Havane 1990-x ronoB crosia ype3BbIYaifHO OocTpo M ObuTa cBsizaHa mnocie pacrnaga CCCP c
JUKBUJIALIMEH OpraHoOB YIpPABJICHHUS M HWHBIX YYPEXKAECHUH M TPEINpHUITHIH COIO3HOTO
U pecnyOJMKaHCKOrO TOJYMHEHMs, a TakkKe C CO3/JaHHeM 3HAYUTEIBHOrO YHCiIa
HEroCyJapCTBEHHBIX OpPTraHU3alMii BO BCEX OTPACISIX SKOHOMHKHU U OOIECTBEHHON KU3HU U HE
BCerJa COOJNIIOJIABIIMX HOPMAaTHBHBbIE TpPeOOBaHMA MO JOKYMEHTAI[MOHHOMY O(OPMIICHHIO
TPYJOBBIX OTHOILIEHUH C COTPYIHUKAMH, U, KaK CJIEICTBUE, JUIIABIINE UX BO3MOXHOCTH B
JAIBHENUIIEM JTOKYMEHTAIBHO MOATBEPAUTH TPYAOBOM CTaX M T.J. DTO I'PO3UJIO CEPHbE3HBIMU
COLIMAJIbHBIMU MTOCIIEACTBUSIMH.

Wtak, nns obecriedeHus COLMAIbHOM M TPAaBOBOM 3allUTHI TpakiaH PacropsikeHue
[IpaButensctBa P® ot 23.04.92 No781-p 00s3bIBaJio0 B IENSIX MPEAOTBPAIICHHUS YTPaThl
JIOKYMEHTOB I10 JIMYHOMY COCTaBY, a TAKXK€ yJIyULIEHHUs] UX XPaHEHUs] U UCTIOJIb30BaHU :

«l. VYcraHoBUTH, 4YTO JMKBHOUPYEMBIE MPEANPUATHSA, OPraHU3ALMH...M HHbBIC
OpraHU3allMOHHBIE CTPYKTYpBl, HE3aBUCUMO OT (OpPMBI COOCTBEHHOCTH, IE€pPENAIOTCS Ha

75



XpaHEHUE IMPABONPEEMHUKOM WJIM INPU €r0 OTCYTCTBHM BBIIIECTOSIILIEMY IO MOJYUHEHHOCTH
OpraHy IOKYMEHTHI 10 JUYHOMY COCTABY....».

Kpowme toro, nannoe PacniopsixeHue Bo3arajio Ha rOCyJapCTBEHHYIO apXUBHYIO CIIYXOy
P® o6s3aHHOCTH 1O O00ECIEYEHHI0 COXPAHHOCTH JIOKYMEHTOB IO JIMYHOMY COCTaBy
JUKBUAMPOBAHHBIX ~ OpraHmM3anuii  Bcex  ¢GopM  COOCTBEHHOCTH, HE  HMEBILIUX
MIPaBONPEEMHUKA WM BBIIIECTOSAIIEIO MO NOJAYMHEHHOCTH OpraHa. B opraHu3alnvoHHOM IJ1aHe
OBLJIO PEKOMEHJ0BAHO OPraHOM HCIOJIHUTEIBLHOW BIAcCTH B HEOOXOAMMBIX ClIydasix CO3aBaThb
apXHMBBI ISl XPAHEHUS U UCIIOJIb30BAaHUS IOKYMEHTOB 110 JINYHOMY COCTaBY.

He menee 3naunmbiM Obl10 U octaércsi Pacnopsbxkenue IlpaButensctBa Poccuiickoit
®enepanun ot 21. 03. 1994 Ne358-p, B KOTOPOM OTHOCUTEIIBHO COXPAHHOCTH JOKYMEHTOB IO
JUYHOMY COCTaBYy « BBICBOOOXJaeMbIX  paOOTHUKOB B pe3ylbTare  0Opa3oBaHus,
peopraHu3alyy 1 JTUKBUAALNH IOPUIUMUECKUX JIUL ObLIO pEKOMEHI0BaHO:

«l.  VYypegurensM  BHOBb OOpa3yIOIIMXCS  IOPUAUYECKUX  JIUIL,  SBISIOLIMXCS
IOPUIMYECKUMH U HEKOMMEpPYECKUMM OpraHHu3alusMH, BKIHOYATh B CBOM YUPEAUTEIbHBIC
JIOKYMEHTBI IOJIOXKEHHUs, Kacaroluecss Y4€ra U COXPAaHHOCTH JIOKYMEHTOB IO JIMYHOMY
COCTaBy, a TakKX€ CBOEBPEMEHHOM Mepenadye HX Ha TOCYJapCTBEHHOE XpaHEHUE B
YCTaHOBJIEHHOM NOPSJIKE IIPU PEOPraHU3aluY WIN JIUKBUJALUN IOPUAUYECKOTO JIHIIA.

2 @enepalbHbIM OpraHaM  HUCIOJHUTENBbHON BiacTh  cyObekToB Poccuiickoii
®enepalliil OCYIIECTBIATh TOCYAAPCTBEHHYIO PETUCTPALNIO YYPEAUTEIbHBIX JOKYMEHTOB Ha
npuoOpeTeHue TMpaB  OPUIMYECKOrO0  JIMIA MpPU  HATMYMM B HHUX  TOJOXKCHHH,
IPElyCMOTPEHHBIX B MYHKTE | HACTOSALIETO paCHIOPSKEHHUS. .. ».

Takum o0Opazom, OBLT odopmiieH MPaBOBOI MEXaHHU3M,
[0/Ipa3yMeBaroIHii OTBETCTBEHHOCTb OpraHu3alu 3a CO3/1aHuE u
COXPAaHHOCTh JOKYMEHTOB II0 JIMYHOMY COCTaBy U 00s3aTENbCTBA IrOCYJapCTBa MPHUHATH Ha
JOJTOBPEMEHHOE (@ OTHENbHbIE KOMIUJIEKCBI M Ha IIOCTOSIHHOE) XpaHEHUuEe 3TU
COLIMAJIbHO-3HAYMMBIE MaTEPUAJIB.

BaxHO HamOMHHUTB, YTO apXMBHI (IIPEX]IE BCETO TOCYJAPCTBEHHbIE U MYHHUIIMIIAJIBHBIE, a
TaKXKe apXMBbl OpraHMU3alui) SBISAIOTCS aTPUOYTOM TOCYIAapCTBEHHOCTH, €€ IPaBOBBIM
rapanToM. OHH HecyT o00s3aTeNbCcTBa  NEpe] TOCYyJapCTBOM M TpakJaHUHOM B
JIOKYMEHTAJIbHOM IOJATBEPKACHUN HX IOPUIUYECKUX IpaB U COLMANIBHBIX FapaHTUI.

Bo ucnonnenue stux Pacnopsbxenuit [lpaButenbcTBa ObUTM CO34aHBI B OOJBIIMHCTBE
cyobekToB PO crienmanu3upoBaHHbIE apXUBbI IOKYMEHTOB 10 JITYHOMY COCTaBy. B ocTanbHbIX
CcyOBbeKTaX JOKYMEHTHI IO JUYHOMY COCTAaBY MOTYT XPAaHUTBhCS B rOCYIapCTBEHHOM apXHBE,
au00 B OpraHe YyNpaBJE€HUS apXUBHBIM JIEJIOM, COBMeLIAroIleM (QYHKIUH YHIpaBICHUS
apXUBHBIM JI€JIOM U XpaHEHHUE JIOKYMEHTOB. BakHyi0 poyib B COXpaHEHUH JOKYMEHTOB IIO
JMYHOMY COCTaBY JIMKBHJIMPOBAHHBIX OpraHU3alMii, B TOM YUCIIE U B pe3yibTare OaHKPOTCTBA,
UTPaAIOT MYHULIUIIATIbHBIE APXUBBI.

Bun matepuanoB kaTeropuu JOKYMEHTOB 10 JITUHOMY cocTaBy. OOpaTUMCS 32 TOMOILBIO
K HbIHE JEHCTBYIOLIEMY HOPMAaTUBHOMY JOKYMEHTY «llepedHio THUIOBBIX YIpaBIEHYECKUX
apXUBHBIX JOKYMEHTOB, 00Pa3yIOIIMXCS B MPOIECCE NESATEIbHOCTH TOCYJapCTBEHHBIX OPTaHOB,
OpraHOB MECTHOTO CaMOYIIPaBJICHUS U OPTaHU3AlUi, C yKa3aHuEM CpOKOB XpaHeHus». (M. 2010
3apeructpupoBad Muntoctom Poccuu 8 centsiops 2010r. Per.Ne 18380). [lepeuens Bkirodaer
TOJIbKO THUIIOBBIE YIpPaBJIEHYECKHE JOKYMEHTHI, oOpasyrommecs B IpOLEcCe AeITeIbHOCTU
opranu3zaiuii Bcex popm codcTBeHHOCTH. B mepByto ouepenb Hac OyIyT HHTEPECOBAThH pa3/eibl,
coJiepKallie JOKYMEHTHI 10 OpraHM3allii, HOPMUPOBAHUIO, TapU(PHUKAIMH, OIUIaTe M OXpaHe
tpyna (Pasmen Ne7), a Takke MOKYMEHTHI O paboTe C KajapaMmu: Npuéme, NepeMeleHHH,
YBOJIbHEHUU PAa0OTHUKOB, MOBBIIIEHUHU WX KBaTU(QHUKAIMHU, POBEICHUN aTTECTAllMU, a TaKXKe
HarpaxzaeHuu (PaszgenNe®). Kpome toro, cienyer npusieusb 1oKyMeHTHI U3 Paznena Ne4 «Yuer u
OTYETHOCTBY, CBSI3aHHBIE C OIUIATON TpyAa U IPYTHUMH BBIILLIATAMU COTPYAHUKAM.

HopMaTuBHbBIE CPOKM XpaHEHMsI TOKYMEHTOB IO JUYHOMY COCTaBY YUMTBIBAIOTCS MpU
COCTaBJICHMM B KaXKJIOM OpraHu3alii BEJIOMCTBEHHBIX (JIOKAJbHBIX) HOPMATHUBHBIX AKTOB:
WHCTPYKLUH, [IpaBuIl, MIOJIOXKEHUN B KOTOPBIX U3J105KEH OPSAOK
COCTaBJICHUS HOMEHKJIATypbl nen, (dhopMupoBaHUs " odopmiieHus nen,
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COCTaBJICHUS HAy4YHO-CIPABOYHOTO ammnapara, MOATOTOBKH Jel K apXUBHOMY XPAaHEHHIO.
IToaroTroBka JOKYMEHTOB IO IMYHOMY COCTaBY K JUIMTEIbHOMY XPAHEHUIO HAUNHAETCS HA CTaIuU
COCTaBJICHUS] HOMEHKJIATYPHI J1e)1 U (POPMHUPOBAHUS /I B JICTIONPOU3BOCTBE.

OCHOBHBIMU HOPMATHUBHBIMH JOKYMEHTaMH, B KOTOPBIX YCTaHOBJICHBI 001111E TPeOOBaHUS
1o 3TU BompocaMm sBisAIOTCS «[IpaBuina opraHu3anuu XpaHEHHs, KOMIUIEKTOBaHMs, ydéra U
UCIIOJIb30BaHUsl JOKYMEHTOB apXHMBHOIO (DOHAA POCCUICKOHN (enepanyivi U JPYTUX apXUBHBIX
JOKYyMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opranmzarusax» oT 07.09.2015 r. u «lIpaBuna paemonpou3BojcTBa B (eepalibHBIX OpraHax
VCIIOJIHUTENIHOM BIIACTW», YTBEPKACHHbIE TocTaHoBIeHUeM [IpaButensctBa P® ot 15.06. 2009
r.Ned77.

KitoueBbIM sBIIIETCS BONPOC JOCTyHA MOJIb30BaTeNed K JOKYMEHTaM IO JIMYHOMY
COCTaBy B F'OCYJapCTBEHHBIX 1 MyHHMIIMNAIbHBIX apxuBax PP n opraHuzanuy nojb30BaHUs UMU
JIOKyMEHTBl 1O JMYHOMY COCTaBy, II0 CYTH, SBISIOTCA MCTOYHUKAMH MacCOBOTO
MPOUCXOXKACHUA H UX HHpopMmanus (B 00E3IMUYEHHOM BHUIE, B COOTBETCTBUUM C HOpMaMH
JIEUCTBYIOIIETO 3aKkoHojaarenbcTBa P®) mMoryma Obl cTarh OCHOBOM MJisi  YHUKaJIbHBIX
UCCJIEIOBAaHUM B 00JACTH COIMOJIOTUH, AeMorpaduu, TeHealorul 1 MHOTHX IPYTHX HAyYHBIX
HanpasyieHud. Takum 00pa3oM, BBIXOJS 32 PaMKU HCIOJHEHMS TOJBKO COLIMAIbHO-TIPABOBBIX
3alpocoB TeX TpaxaaH, HH(opMmanus O KOTOpbIX 3adUKCHpOBaHa B JOKyMEHTAllUH,
NOCTYNUBIIEH HAa XpaHeHHWE B apxuBbl. [l0oCKONBKY, YacTh J€1 U JOKYMEHTOB IO JHUYHOMY
COCTaBy COJEpPKAT CBEJICHMS, O JIMYHOM U CEMEHHOH TailHe rpakJIaHvHa, €ro JUYHOU JKU3HH ,
CBEJICHUS , CO3/AIONINE Yrpo3y JJs ero 0e30MacHOCTH, CIEAyeT Ype3BBIYAHO TaKTHYHO, C
coONIOZCHHEM HBbIHE JIHCTBYIOIIETO 3aKOHOJATENbHBIX HOPM  HCIOJb30BaTh JaHHbBIC
JIOKYMEHTHI.

[Tomoms apxuBaM U MOJIB30BATENSIM apXUBHOW HMH(OpMamMeld Mo COONIOJIEHUI0 BCEX
TpeOOBaHUI OTHOCUTEIIBHO HCIIOJIb30BAHUSA JOKYMEOHTOB 10 JIMYHOMY COCTaBy MOTYT
oka3zaTh Meroanuyeckue pekomenaanuu, noarorosiennsie BHUMJIAL B 2009r : «OGecnieuenue
JocTyna Tojib30oBaTeNedl K JOKYMEHTaM TOCYJIapCTBEHHBIX M MYHUIUNAIbHBIX apXHUBOB
Poccuiickoit ®denepanuu u opraHu3anusi MOJIB30BaHUS HMMH», Oa3UpPYIOUIMECs Ha HOpMax
POCCHUICKOI0 apXHUBHOTO M CMEKHOTO 3aKOHOJATENbCTB.

Obparumcs k mnofgpazgeny 1.2.3. Meroauueckux peKOMEHJalMi , B KOTOPOM
MEePEYMCIICHbI KaK MpaBa M 00sS3aHHOCTH TOCYJAPCTBEHHBIX U MYHUIIMIIAIBLHBIX apXUBOB, TaK U
noJb30Barenel (IOpUINUecKuX U (PU3MYECKHUX JIMI) MO 00ECHeUeHHIO I0CTYNa U OpraHU3aluu
HCIIOJIb30BaHUsl JIOKYMEHTOB IO JMYHOMY cocTaBy. B coorBerctBuum ¢ n.3 cr.25 @3 -125 «O0
apxuBHOM pene B Poccuiickoil ®@enepauun»- apXvB OIPaHUYMBAET JIOCTYI MOJIb30BaTENEeH K
apXMBHBIM J€JlaM M JIOKYMEHTAaM, COJEp)KalllMM CBEICHUS O JMYHOM M CEMEHHON TaliHe
rpaXJaHMHA, €0 YAaCTHOM >XU3HH, CBEIEHHs, CO3JAIOIIMe Yrpo3y JJs ero O0e30MacHOCTH, B
TEUEHHH 75 JEeT CO JIHS COo3JaHusl ToKyMeHTa. [locne okoHYaHus 3TOro Nepruoaa OrpaHUuYEHUs Ha
JIOCTYIl CHUMaOTCs. VICKItoueHneM SIBIISIIOTCS Jiefla U JOKYMEHTBI JIMYHOT'O MPOUCXOXKICHHUS,
nepeJaHHble B apXUB Ha OCOOBIX YCIOBHMSIX AOCTyna K HUM. COOCTBEHHUK HMEET IpaBo
YCTaHOBUTH CBOU CPOKH OTPAHUYEHMS] U YCIIOBHUS JIOCTYTIA.

ApXUB TpeoCTaBiseT Aefla U JOKYMEHTbl 0e3 OrpaHMyYeHUil caMoMy TpaKIaHHUHY -
CcyOBeKTy UH(OpPMAIIMH, €CITH ATO HE MPOTHBOPEUUT 3aKOHOAATEILCTBY PD (Hampumep, 3aKOHOM
«O TocynmapcTBeHHOU TaiiHe», «0O0 OmepaTUBHO-PO3BICKHOW JEATEIBHOCTHY» W Jp.) WIA
JIOBEPEHHOMY JIMILY TpaKIaHWHA (TIPU IPEIBIBICHUH JOKYMEHTOB, yIOCTOBEPSIONINX JTHUYHOCTD,
JIOBEPEHHOCTH, O(POPMIIEHHOM B YCTAHOBJICHHOM 3aKOHOM MOPSIAKE).

[Tocne cmeptu rpakJaHWHAa MPaBOM Ha JOCTYN K apXHMBHBIM J€laM U JOKYMEHTam,
COJIEpKAIINM CBEJICHHSI O TUYHOU M CEMEWHOM TaifHe, €ro YaCTHOM JKU3HU 00J1a/Ial0T HACIICTHUKH
( IOoBepeHHBIE JIMIIA HACIEJHUKOB), €CIIM 3TO HE NIPOTUBOPEUYUT 3aKOHOAATENLCTBY PD. Apxus
B3aUMOJICHCTBYET C HACJIEIHMKAaMU @PU HAJMYUMU CBUJAETEIBCTBA O CMEPTH TIPAXKIAHWHA U
JIOKYMEHTOB , IOJTBEPKAAIOIINX UX IIPABO HA HACTIEACTBO.

Hns JIPyTHUX KaTeropui MOJIb30BaTENeH HEO0OXO0IMMO MUCHbMEHHOE
HOTapHUAJIbHO-3aBEPEHHOE pa3pelieHue TpaxaaHrHa (ero HacJleIHHUKA WIH JIOBEPEHHOTO JIMIA),
KOTOPOE€ MOKET OBITh 3alpOIICHO OpraHu3alnuel , HampaBUBIIEH I[OJIb30BATENIsl B apXWUB,
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MOJIb30BaTEIeM , €CIU OH - YaCTHOE JIUI0, UJIM apXHWBOM IO MPOCHOE MONB30BaTENsI. APXHUBY
CJIeyeT BBbIIAaBaTh MOJB30BATENIO TOJBKO T€ JeNa W JOKYMEHTHI, KOTOphIe OyayT yKa3aHbl B
pa3peleHuH.

ApXUB MPENOCTABISAET A0 OKOHYAHUA 75 JIET CO AHS CO3/IaHMUsSl JOKYMEHTA apXHBHbIC
JleJla U JIOKYMEHTBI, COJICpXKALIME CBEICHUS O JIMYHOW W CEMEWHOW TaliHE rpa)KJaHWHA, €ro
YacTHOH JKU3HU o MOTHMBHUPOBAHHOMY MMUCbMEHHOMY oOpaleHuto
COTPpYIHUKAM opranm3anuii-poungoodpazoBareneit u AX  [PUEMHHUKOB, OpraHoB
rOCyIapCTBEHHOM BJIACTHU, OPraHOB MECTHOT'O CaMOYIIpaB-JICHUs, CyJI0B, OPraHOB MIPOKYpaTyphl,
OPraHoOB IIPEABAPUTENBHOIO CIEACTBUSA M JO3HAHUSA B IIPEleiiaX MCIIOJHEHUS HMHU CBOUX
CITY»KEOHBIX 00sI3aHHOCTEH.

ApxuB 0€3 COTIIaCOBaHUS C TPAXKIAHUHOM (€r0 HACIETHUKAMU) 00ECIIEYMBACT JOCTYII
MOJIB30BATEJICH K JieJiaM, COJIep KaIlliM OCHOBHBIE OMOrpaduyecKue JaHHBIE JIMIA: CBEICHUS O
JaTe U MECTE €ro POKICHHUs, CMEPTH, OOpa30BaHHUH, CIYKCOHBIX JOJDKHOCTSAX (€CIH 3TO HE
MIPOTUBOPEUUT benepanbHOMY 3aKOHOJATENbCTBY, HaIpuMmep, 3aKOHOM «O
roCyJapCTBEHHON TaiHe», «O0 omnepaTuBHO-PO3BICKHOW ACSATENBHOCTU» MU Ap. ), MOYETHBIX
VUEHBIX 3BaHUSX, Harpaaax, BbIOOPHBIX [OJDKHOCTAX, 00 OMyOJMKOBAaHHBIX pe3yiabTaTax
TBOPYECKOM UM HAy4YHOU JEATEIbHOCTH I'PakIaHUHA.

ApxuB o0ecrieuyuBaeT JOCTYIl TOJIb30BaTelsl TOJIBKO K TEM JOKYMEHTaM WU
nH(OpMaIK, KOTOPBIE OTHOCSTCS K JIUILY B OTHOIIEHUH KOTOPOT0, OBLJIO MOTYYEHO pa3pelieHue
o poctyne. Ecnu B gene HaXxoAsaTcsl JOKYMEHTHI, coJiepiKaliie KoHQUICHIIMATbHbIe CBEICHUS O
HECKOJIBKMX JIMIAX, TO TAKWE JeJa Ha PYKU NOJIb30BaTeNsM HE BblIaroTca. MHTepecyromas
noJnb3oBaress uH(opMmanus MOKeT ObITh BbIaHA €My B BUJE apXUBHOW CHpPaBKU WU KOMUU
JOKYMEHTOB C U3BATHIMH W3 HUX KOH(PHUICHIMAIBHBIMU CBEACHHSIMH O JPYIHX JIUIaXx.
Pazpemenne Ha nocTyn BBLAAETCA PYKOBOIAMTENIEM TOCYIAPCTBEHHOI'O apXvBa WM JIMILIOM,
00J1aaI0IUM COOTBETCTBYIOIIIMMH TTOJTHOMOYMSIMU B IIUCHbMEHHOM BUJIE.

Taxum 00pa3om, OCHOBHBIE JOKYMEHTBI, COCTABIIAIONINE HOPMATUBHYIO 0633y apXHUBOB 110
JINYHOMY COCTAaBY, 3TO:

1. Tpynosoi Kogekc Poccuiickon deagepauum N 197-903 30 aekabpsa 2001 r. Bepcua ¢
M3MEHEHMAMU U agonoaHeHmnamu ot 29.06.2015.

2. depnepanbHbI 3akoH «06 apxmBHOM aene B Poccuinckont ®egepaummn» Ne125-d3 ot 22
OKTA6pAa 2004 .

3. MpaBnaa opraHM3aLMm XpaHEHWUS, KOMMNAEKTOBAHMA, YYETA M MCNONb30BaHMUSA
OOKyMmeHToB ApxmnsHoro ®oHaa Poccuiickoi Peaepaunn n gpyrux apxXmeHbIX OKYMEHTOB B
rocyapCTBEHHbIX OpPraHax, OpraHax MecTHOro caMoynpas/ieHusa U opraHusaumax. Mockea — 2015 .

4, MepeyeHb TUNOBbIX YNPaBIEHYECKUX aPXMBHbIX 4OKYMEHTOB, 06pa3yoLLMXCA B
npouecce AeATeNbHOCTU FOCYAAPCTBEHHbIX OPraHOB, OPraHOB  MECTHOrO CaMOynpaBAeHUA U
OpraHu3aLmit, ¢ ykasaHMeM CPOKOB XpaHeHusA. 3apernctpmpoBaH MuHioctom Poccum 8 ceHTabpsa 2010 .
Per.Ne 18380.

5. MeToanyeckme pekomeHaaLmMm « DKCNepTm3a LeHHOCTU U 0T6op B COCTaB APXMBHOTO
¢doHpa Poccuniickon Pegepaumnm 4OKYMEHTOB MO IMMHOMY COCTaBy» npoekT 2014 .

6. MHCTPYKLMA MO 4enonpon3BoACTBY opraHm3auum. OauH us pasgenos UHCTPYKLUMK
MOKET CoAepKaTb MPaBWJIa XPaHEHUA JOKYMEHTOB MO JIMYHOMY COCTaBY.

7. MHCTPYKLMA MO KagpoBOMY Ae/10NMPOU3BOACTBY OPraHn3aLmm.

8. Mprmepom NOCNYKAT BbIAEPHKKN U3 MHCTPYKLUMIA MO KaAPOBOMY Ae/10MPOU3BOACTBY

OAHOro By3a.

4. JOKYMEHT®BI I10 YUETY KAJIPOB.

4.1. TpynoBasi KHWXKa paOOTHHKA — OCHOBHOW TOKYMEHT O TPYIOBOHW AESATEIBHOCTH U
TPYAOBOM cTaxe paboTHHKA. TpyHoBble KHIKKM BEAYTCS B THOpPSAKE, MPEAyCMOTPEHHOM
«[IpaBunamu BeJIeHUS U XPAHECHUS TPYTOBBIX KHIDKEK, H3TOTOBJICHUS OJJAHKOB TPYJAOBON KHIKKHU
u obecrieueHrss UMM paboToaTeNe», yTBEpKIEHHBIMU TTocTaHoBIIeHHeM [IpaButenscTBa PO ot
16 anpens 2003 r. N 225 (c usmenenusimu ot 6 deBpains 2004 r.)
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4.2. JIuuHOE [€J10 — COBOKYIIHOCTH JIOKYMEHTOB, COJAEP)KAIIUX IOJHBIE CBEICHHUS O
paboOTHHUKE U €ro TPYIOBOM AesTenbHOCTU. JIMUHbIe 1ena BeayTes ¢ 1elIbl0 KOHIICHTPAIUN BCei
uHpopManuu 06 0HOM pabOTHUKE B OTACIHLHOM KOMILIEKCE (J10Che).

4.2.1. JInunble nena BeAyTCsS Ha BCEX pAOOTHUKOB MHCTUTYTA.

4.2.2. Jlnunoe neno odopmisieTcs Mocie W3JaHHs IpHKa3a O MpuemMe Ha padoty,
dbopMupyercss B TEUYEHHE BCEro cpoka paboThl pabOTHMKAa W JOIMOJIHAETCS JOKYMEHTaMH,
XapaKTEpU3YIOIIUMH TPYIOBYIO I€ATEIbHOCTb.

4.2.3. JInunbie nena paOOTHUKOB XpaHATCA 75 JET, PYKOBOIUTEICH OpraHU3aluu —
IIOCTOSIHHO.

4.2.4. Jluynble naena XpaHATCS B YINPaBJICHUU KaK JTIOKYMEHTBI CTPOrOil OTYETHOCTH.
OTBETCTBEHHOCTh 33 XpPaHEHUE JIMYHBIX JEJ BO3JIAra€Tcs Ha OTBETCTBEHHOI'O 3a BEJIECHUE
KaJIpOBOT'0 JIEJIONIPOU3BO/ICTBA PAOOTHHUKA Y IPaBICHHUS.

4.3. XKXypHansl (KHUIM) ydyeTa — JOKYMEHTUPOBAaHUE OCHOBHBIX OINEPALMN IO JABHKEHUIO
JUYHOTO cocTaBa. K ydeTHbIM JOKyMEHTaM OTHOCSATCS:

nuaHbIe KapTouku ¢.T-2;

KYpHAJI PETUCTPALIUU TPUKA30B TI0 TUYHOMY COCTaBY;

KypHaJl PETUCTPALIUU TPYIOBbIX JOrOBOPOB;

KypHAaJl PETUCTPALIUU JIUCTKOB

HETPYI0CIOCOOHOCTH;

TPYIOBBIE KHUKKU PAOOTHHUKOB;

KHMIa y4eTa JBUKEHUS TPYIOBBIX KHUKEK U BKJIAAbIIIEH K HUM.

6. INIOPAIOK TTIOATOTOBKMU U TIEPEJAYN JAEJI HA XPAHEHUE B APXIB
NHCTUTYTA

6.1. [Ins onipeenieHust IEHHOCTH KaIPOBBIX TOKYMEHTOB C IEbI0 0TOOpa X Ha XpaHEHHE
B apXUB WHCTUTYTa M YCTAaHOBIIEHUS CPOKOB XPAaHEHHUS MPOBOAMUTCS SKCIEPTH3a IIEHHOCTH
JIOKYMEHTOB.

OT60p KaapOBBIX JTOKYMEHTOB JJIsl MOCTOSIHHOTO XpPaHEHHS MPOBOIUTCS Ha OCHOBAaHUU
MEepeyHel JIOKYMEHTOB C YKa3aHHEM CPOKOB WX XPAaHEGHUS W HOMEHKJIATYPHI JIeT TyTeM
MOJIMCTHOTO MPOCMOTpA JeT.

[To pesynpTaTaM HKCHIEPTU3BI IIEHHOCTH JOKYMEHTOB COCTaBJISIFOTCS OIMCH  JIEJ
MOCTOSTHHOTO, BPEMEHHOT'0 XPaHEHHsI ¥ TI0 TUYHOMY COCTaBY, a TaK)Ke aKThl O BBIJCICHUU JIENT K
YHHUYTOXKCHUIO.

6.2. Ha 3aBepiiieHHble Jie71a MOCTOSTHHOTO, BP€MEHHOTO XPaHEeHHsI U TI0 TUYHOMY COCTaBY,
MPOMICAIINE JIKCIEePTH3y IIEHHOCTH, O(OPMJICHHBIE B COOTBETCTBUHM C  HACTOSIIIUMHU
TpeOOBaHUSMU, €KETOJTHO COCTABIISIOTCS OTHCH.

[Ipu coctaBieHnu ONUCH e COOIOAAIOTCS CASAYIOINE TPEOOBAHUS:

3aroJIOBKU el BHOCATCS B OMUCH B COOTBETCTBUU C MPHUHATON CXeMOW CHCTeMaTH3alluu
Ha OCHOBE HOMEHKJIATYPHI JIET;

rpadbl OMUCH 3AMONHSAIOTCS B TOYHOM COOTBETCTBHU C TEMH CBEIEHHUSMH, KOTOPHIC
BBIHECEHBI Ha 00JIOXKKY JIeNa.

OmnucH 1e1 COCTaBISIOTCS IO YCTAHOBIEHHOUM pOopMe B TpeX IK3EMILIIpax.

7. OCOBEHHOCTH O®OPMJIEHUA JOKYMEHTOB IIO OTHAEJIbHBIM
KAZIPOBbIM ®YHKIHAM
7.1. Ilpuem Ha paboTy
7.1.1. JlokymMeHTbI, HEOOX0AUMBIE TTPU O(POpPMIIEHUH prueMa Ha paboTy
7.1.1.1. TlepedyeHb NOKYMEHTOB, CO3JaBAEMBbIX OTAEIIOM KaJpOB:
- TPYJOBOM JOTOBOP
- IpHUKa3 o0 puemMe paboTHUKA Ha paboTy
- nuyHas kaptouka (popma Ne T-2)
- IMYHOE /IO
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- MUCHMO-CBEJICHUS O TPa)KJIaHUHE, MOJICKAIIEM BOWHCKOMY y4YETy W NMPHHSITHU
ero Ha paboTy (15 JIMII, MTOJICIKANTUX BOMHCKOMY YYETY).

7.1.3.8. B Teuenne Tpex pabouux JHEH CO JHS IpreMa Ha paboTy CIEIUATUCT 1O Kajapam

oopmIsieT TMuHOE €710 pabOTHHKA.

B coctaB nu4HOro Aena BXOJAT CAEAYIOIUE TOKYMEHTHI:

- BHYTPEHHSS OIIUCh IOKYMEHTOB JeJia

- TMYHBIN JINCTOK MO y4YeTy KaJapoB ¢ ¢ororpadueit

- apToOuorpagus

- BBIMCKA W3 PELICHUS YYEHOTO COBETa O HAa3HAYEHUM Ha JIOJDKHOCTH IIO
pe3yJibTaTaM KOHKYPCHOTO 0TOOpa UIH BBIOOPOB (ISl HAYYHO-TIEIarOTMYECKIX PAOOTHHKOB)

- KOIUA MPHKa3a o MpuemMe Ha paboTy

- KOITUHM JOKYMEHTOB 00 00pa3oBaHUU

- TPYJOBOH JOTOBOP

B teuenue Bcero mepmoja pabOTHl B JUYHOE JENO paOOTHHUKA BHOCATCS KOIUHU
MPUKA30B O MEPEeBOaX, MePEMEIICHUIX, KOIMU JOKYMEHTOB O cMeHEe (haMUJINH, O MOBBIIICHUU
KBaJIM(DUKALMU U TIP.

PA3JEJ] 2. OTBOP U O®OPMJIEHME JEJI, COAEPKAIIUX JOKYMEHTDI
110 IMYHOMY COCTABY AJ14 JOJITOBPEMEHHOT' O XPAHEHUA

Tema 1. Ixcnepmu3sa yeHHOCMU OOKYMEHIMOG NO JIUYHOMY COCHAGY

ITo ucreyennu oJTHOTO roja Mocje 3aBeplieHust POpMUPOBAHUS J1e] B JEJIONPOU3BOCTBE
npoBoAMuTCA paboTa MO MX MOArOTOBKE K IEpejadye Ha XpaHEHHE B apXWUB YyupexjeHus. B
cooTBeTcTBUH ¢ «[IpaBuiiamu opraHu3anuy XpaHeHus1, KOMIUIEKTOBAHHUS, Y4€Ta U UCIIOIb30BaHUS
JIOKYMEHTOB apXHMBHOTIO (pOHIa pOCCUICKON (eaepanuu U JIPyrux apXUBHBIX JOKYMEHTOB B
rOCyIapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIPaBJIE€HUs U opranuzanusx» ot 07.09.2015
I. BapXWB IOCTYNAIOT JOKYMEHTBI, B TOM YHUCIIE 110 TUYHOMY COCTaBY, HE IIO3/IHEE YEM Yepes3 TpU
rojia ocje 3aBepiieHust UX GOpMHUPOBAHUS B J1€IONPOU3BO/ICTBE.

Jlena mepenaroTcss B apXuB B YIOPSJOYEHHOM COCTOSHUM IO CHATOYHOW OIMCH.
JIOKYMEHTBI 110 JINYHOMY COCTaBY BBIIEJSAIOTCS B OTIENbHYIO TIPYIIy, CUCTEMAaTH3UPYIOTCS
000COOJIEHHO U BKIIIOYAIOTCS B CAMOCTOSITEIIBHYIO OIHKCH.

ITonroToBka JOKYMEHTOB K JUIMTEIBHOMY XPAaHEHUIO BKIIIOUAET B ceOs:

1. npoBeAeHWe 3KCNepTM3bl LLEHHOCTU JOKYMEHTOB;

2. odopmneHune gen;

3. COCTaB/IEHWE OMNUCEeM UM HAy4YHO-CMPABOYHOrO annapata K HuMM  (yKasaTenew,
OrnaBAeHui).

[Ipu mpoBesieHNH SKCHEPTU3BI [IEHHOCTH JOKYMEHTOB B KaJPOBOW CIYKO€ MPOBOAUTCS
oTOOp JeN C JOJITOBPEMEHHBIM CPOKOM XpaHeHus (cBbimre 10 Jier) s mepeaadd B apXuB
YUPEXKICHUS, BBIJICICHNE K YHHUTOKEHUIO TOKYMEHTOB, CPOKH XPaHEHHS KOTOPHIX NCTEKITH.

OT1O0Op NOOKYMEHTOB /Jsi JajJbHEHIIEro XpaHEeHUs MPOUCXOAMT IyTeM MPOBEICHUS
MOJIMCTHOTO MPOCcMOTpa Aenl. He momyckaercss mpoBeAeHHE SKCIIEPTU3bI IIEHHOCTH JOKYMEHTOB
TOJIGKO TI0 3arojIoOBKaM Ha OO0JIOKKax Jen. [Ipu 3ToM W3 Jell WM3BIMAIOTCS JIMIITHWE KOITHH
HK3EMILISPOB JOKYMEHTOB HIIM IOKYMEHTBI, HE OTHOCSIIHMECS K BOIMPOCaM, MO KOTOPBIM OBLIO
c(hOpMHUPOBAHO JIETI0; YUUTHIBAETCS MPABUIILHOCTh ODOPMIIEHUS JOKYMEHTOB.

Odopmrnenne aen mpeaycMaTpuBaeT CUCTEMATH3AIUIO JOKYMEHTOB B JieJie, MOAIIUBKY
WIA TIepervieT Jeja, HyMepalHio JIHCTOB Jiela, COCTaBJICHHWE JIUCTa-3aBEpPHUTENS JIeia,
cocTaBlieHHE (B HEOOXOIUMBIX CIy4asix) BHYTPEHHEN OMUCH JOKYMEHTOB.

JIOKyMEHTBI B JeJaX, COJEpKAIIUuX TNPHUKA3bl, PACIOPSDKEHHS 0 JHYHOMY COCTaBy,
NEpCCUCTCMATUZUPYIOTCA B XpOHOJIOFH‘-ICCKOﬁ IIOCIICA0OBATCIIbHOCTHU: B HadaJIEe AC€JIa OOJI’KHBI
pacmoJyiaraThCsi IPUKa3bl (PacOPSHKEHNUS) 3a SHBAPh, IIOTOM 3a (DeBpasib U T.JI.
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AHajnoOru4yHo, MO XPOHOJIOTMYECKOMY MpPHUHIMIY MPOBOAUTCA CHCTEMATHU3ALMS
JIOKYMEHTOB B JieJaX, COJEPKallMX aKThl O HECUACTHBIX CIIydasx, MPOTOKOJBI 3aceIaHuil
KOMUCCHH, JOKYMEHTBI O MPEJCTABIEHUN K HarpaXJACHUIO, TPYAOBbIE JOIOBOPHI (COTJIAIIECHNUS),
TapU(PUKAIMOHHBIC BEJIOMOCTH, Ta0CIH U HAPsIIbl pAOOTHUKOB BPEIHBIX PO eCcCHil.

[MoxmBka chopMHUPOBAHHBIX JIE]T IPOU3BOIUTCS TOIBKO ITOCIIE 3aBEPIICHUS SKCIICPTH3BI
[IEHHOCTH JOKYMEHTOB. JIOKyMEHTHI Jieia IOIIMBAOTCS, MEPEIUICTAIOTCA B YETHIPE MPOKOJIA
CypOBBIMI/I HUTKaMU. HpI/I 3TOM, yLII/ITbIBaﬁ HNHTCHCUBHOCTHL HCIIOJIB30BAHUA Z[OKYMCHTOB 110
JUYHOMY COCTaBy TII0 COIMAJIbHO-IIPABOBBIM 3allpocaM TPaXJaH U YUYPEKJACHHH, NIpU
BBITIOJTHCHU U HepeHHeTHLIX pa60T, IIOJIINBKE IOCJI CHGI[yCT HCIIOJB30BATE KAPTOH BBICOKOI'O
Ka4eCTBa, UMEIOITUI IMOBBINIEHHYIO INIOTHOCTh. JIOKYMEHTBI MO IIIMBAIOTCS, TIEPEIIICTAFOTCS TaK,
yTOOBI OBUIO 00ECIIEUEHO CBOOOIHOE YUTEHHE TEKCTA.

[lepenaya jien 1Mo JIMYHOMY COCTaBY B apXHMB OCYILIECTBIISICTCS TOJIBKO IO onucsaM. [Ipuem
KKIOro JieJa TPOU3BOAUTCS PAOOTHHKOM apxuBa (JIUIIOM, OTBETCTBEHHBIM 3a apXHBHOE
XpaHEHHEe) B MPHUCYTCTBUU COTPYIHHMKA KaApOBOH CiyxObl. [Ipu 3TOM Ha 00eHMx IK3eMIUIsIpax
OIIMCHu €I IIOCTOAHHOIO MW JJIUTCIIBHOI'O XpaHeHI/Iﬂ, caaBacMbIX B apXI/IB, JeJIacTcsa
COOTBETCTBYIOMIAs OTMETKa. LludppamMu U TPONKMCHI0O B KOHIC Ka)JIOTr0 3K3EMIUISpPa OMUCH
YK3,3I)IB3,€TC$[ KOJIMYCCTBO (baKTI/I‘-IeCKI/I HpI/IHﬂTI)IX B apXI/IB €I, HOMepa OTCYTCTBYIOIIII/IX JCII,
JaTa nmpueMa-rnepeaadd Aell, a TaKXkKe MOIIUCH MPUHUMAIONIMX U MEPeIalouX JIODKHOCTHBIX
JINII.

[Ipu HaIMYMK B IMYHOM JieJie HEBOCTPEOOBAHHBIX JIMYHBIX JJOKYMEHTOB (yI0CTOBEpEHUIA,
CBUJIETENILCTB, TPYAOBBIX KHM)KEK, BOGHHBIX OWJIETOB U T.I.) OHU BKJIAJBIBAIOTCS B KOHBEPT,
KOTOPBIM BMECTE C IPYTrUMH JTOKYMEHTAMHU MOAIIUBAETCS B J1EO.

B Havane kaxaoro nena BKJIQAbIBAE€TCS YMCTBIM JIMCT Oymaru, B KOHLE —
JMCT-3aBEPUTEIIb IO YCTAaHOBJIEHHOM (hopme.

B nucre-3aBeputene nudppaMu 1 NpONUChio YKa3bIBAETCS KOJMYECTBO IPOHYMEPOBAHHBIX
JIMCTOB B JI€JI€, HAIMYKME MPOMYLUICHHBIX U JIUTEPHBIX HOMEPOB, KOJNYECTBO JIMCTOB BHYTPEHHEN
onucu jAena. He ponyckaercsi BHIHECEHHE 3aBEpUTENBbHOM HAIMUCH Ha OOOPOTHYIO CTOPOHY
MOCJIETHEr0 JOKYMEHTA Jiela UM Ha 00JIOKKY Jiena.

[Tocne uncToro nucTa B Ha4ajo Jejia MOIIMBAETCS BHYTPEHHSS ONKUCh JOKYMEHTOB JieNa.
BHyTpeHHsI onMch COCTaBiIseTCs K JMYHBIM JejaM IO YCTaHOBJIEHHOW (opme. BHyTpeHH:s
OIMCh COCTABJISETCS AJIs Y4eTa JIOKYMEHTOB JIeJia, COJAEPKUT CBEJCHUS O MOPSIKOBBIX HOMEpax
JIOKYMEHTOB Ji€Jla, UX HMHJIEKCax, JaTaX, 3arojoBKax M HOMepax JMCTOB aena. K BHyTpeHHel
ONMCHU COCTABJISIETCSI WTOrOBasi 3aliCh, B KOTOPOW YKa3bIBAIOTCS LU(paMH U MPOMHUCHIO
KOJIMYECTBO BKJIIOUEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JIMCTOB BHYTPEHHEW OIHCH.
BHyTpeHHSsI onUCh MOJMUCHIBAETCS €€ COCTABUTENEM, YKa3bIBAETCS JOKHOCTh COCTABUTEINS U
pacm(poBKa MOAMNKCH.

N3menenus coctaBa JOKYMEHTOB JIMYHOTO Jena (U3bATHE, BKIIOYEHHE JIOKYMEHTOB,
3aMeHa WX KONMSAMHM M T.I1.) 3aHocarcs B rpady «lIpumedanue» co CCbUIKAMU Ha
COOTBETCTBYIOIIME JOKYMEHThI, Ha OCHOBAHHWU KOTOPBIX MPOU3OIUIO HU3BIATHE, JOMOJIHEHUE,
3aMEHa KONMSMHU U T.I. B cilyyae 3HaYMTENbHBIX U3MEHEHUN B COCTABE JINYHOTO Jie€ja, UTOrOBast
3aMych K BHYTPEHHEH OIKCH JieNia ¥ 3aBepUTeIbHas HaIIUCh JieJia epecOCTaBISIOTCS.

PaccmoTpuM, Kak IpoXOAMT Iepenada Jesl B apXUB OpraHu3alnuu. B mepByro ouepens
BO3HHUKAET J[Ba BOIPOCA — KaKKe JOKYMEHThI TpeOyeTcsl MOATOTOBUTH M 3a KaKKe TOIbL.

Kakue kareropuu 10KyMeHTOB NepeAatoT B apxuB. OOBIYHO B apXUB OpraHU3ALUHU CIAIOT
JIOKYMEHTBI IIOCTOSIHHOTO XpaHeHusi U BpeMeHHoro > 10 ser xpaHeHusa. B mocnennem ciyuae,
IIPEKIE BCETO, UMEIOT B BUY JI€J1a IO JUYHOMY COCTaBY.

Hena < 10 net xpaHeHus: OOBIYHO B apXMB HE IMOMNAa/Ial0T, OHU OCTAIOTCA B OTAeNax (rnue
OHM 3aBEJIEHbI) O MOMEHTAa MCTEUEHHUS CpPOKOB MX XPAHEHUS M yTpaThl IPAKTHYECKOMN
HanoOHocTu. Ho Bce ke B OTHENBHBIX ClydasX IO PELIEHHI0 PYKOBOJCTBA IOIYCKAETCs
nepesaBaTh U TaKKUE JIeN1a B apXuB (HapuMep, HET MECTa JJIs XpaHEHUS B OTAENE). 3aTeEM MOKHO
OyZAeT COCTaBUTh aKT HA YHUUTOXKEHUE JOKYMEHTOB C BDEMEHHBIMH CPOKAMH XPAHEHHUSL.

3a Kakue rojipl Jesia nouiexar rnepenade B apxus. CoriaacHO npaBuiiaM JOKYMEHTHI cjaue
B apXuB IMOJUICKAT HE MO3JHEE 3-X JIET IIOCIE 3aBEPLICHUS MX B JIEIONPOU3BOACTBE. MOXKHO
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oopMUTH mepenavy Aell B apXuB U yepe3 roj. Ho cuiibHO paHO HE parMoOHaIbHO, IOTOMY YTO
«CBEXHE» TOKYMEHTbl MOTYT MOHAaOUThCS B TEKYyIIEeM JIeslonpou3BojcTBe. M3-3a srtoro Oyner
MHOTO CYEThI, 9TOOBI 3aIPaITNBATh UX U3 apXUBa.

I'paduk npuema-nepenaun nen. B cooTBeTcTBUM € CYIIECTBYIOIIMMH TPEOOBAHUSIMHU
nepeaaya el B apXuB JIOJDKHA TMPOUCXOAUTH MO Tpaduky. IToT rpaduk cocTaBiseTcs B
MIPOU3BOJILHON (hopMe, U3 KOTOPOrO MOXKHO MOHSTh, KAKOE CTPYKTYPHOE Mojipa3ziesieHue (MOXHO
Jake yKa3aTh KOHKPETHOTO UCTIOTHUTES) U KoTAa OYAeT OCYIIEeCTBISTE Iepeady TOKYMEHTOB B
apXuB.

Cpoxk npuema-nepeaun gyuiie ykasobieath He 15.10.2014, a B Gosiee MMpOKOM BapHaHTE —
OKTSI0pb. Bo3MOXHO, UMEHHO 15 OKTSAOpsA CIydyuTcs KpU3HC, a TaKk y Bac OyAeT BpeMEHHOe
IPOCTPAHCTBO JUIsI MAaHEBPA.

I'paduk cocrtaBisieT OTBETCTBEHHBIH 3a apXMB, COTJIACOBBIBAET €ro C HavaJbHUKAMU
OTJIEJIOB, KOTOPBIM MPEJICTONT Iepeiada JOKYMEHTOB. 3aTeM rpaduK YyTBEPKIAACT PyKOBOIUTEIb
opranu3zanuu. Uam 1omycTUMO ero yrBepk/ieHue pyKOBOJIUTEIEM CITYKObI 1eTONPOU3BOICTBA, B
COCTaB KOTOPOI OOBIYHO BXOJUT apXUB.

[Topsanox mepenayu aen B apxuB. B pesynbrare MpoBENEHHOW 3KCHEPTU3bI LEHHOCTU
JOKYMEHTOB OTOOpaHHBIE /7S IpHeMa-Tiepeaayn Jiea He00X0IMMO BKIIIOYHTh B YCTAaHOBJICHHOM
dbopMBbI craTOYHYIO0 ONUCH (ee oOpa3el HempeMeHHO OyeT najiee).

[To HOMEHKIIAaType e HEOOXOAMMO HAMETHTH JIeJia MOCTOSHHOTO U JIOJITOBPEMEHHOTO
XpaHeHus (B TOM 4HCIE MO JIMYHOMY COCTaBY) M BHECTH B rpadUK CBEACHHUS O CpPOKax W
YYaCTHUKAX Tepeaad JOKYMEHTOB B apXuB (3apaHee Ha PEICTOSIIUN TO).

VYike BO BpeMs MOATOTOBKH JIeT K Iepenadye B apXuB HE 3a0yIbTe MOMHTEPECOBATHCS Y
WCTIOJTHUTEIICH O HAJIMYWU B OTJCIIC APYTUX JIe] TAaHHBIX KaTeropuid. Tak Kak OHM MOTJIM 3aBECTH
NOTIONIHUTEIbHBIE JieJla B TEUYeHHe ToJa U Jaxke He MNPOUHPOPMHUPOBATH CIYKOY
JIEeJIONPOU3BOJICTBA 00 ATOM (IOITOMY MX M HET B HOMEHKJaType). Takue mena Toxke Haa0
BKJIIOYATh B CIATOUYHYIO OIHCh.

Ecnn obHapyxuBaeTcss OTCYTCTBHE KaKOro-In0O Jena, TO Ciiy)k0a Jeonpou3BOJICTBA
HUMEET MPaBO 3aMPOCUTH CIIPABKY O MPUUMHAX.

Tema 2. Ilepedaua den na 0on208pemennoe XpaHeHue U ONbIM APXUGOE No padome ¢
OOKYMEeHmamu no Tu4HOMYy COCHAgy

B apxuBax opraHuzanuii JOKyMEHTBI XPaHSITCS B TEUCHHUE OMPEICTICHHBIX CPOKOB, IMOCTIE
Yero OHM JOJDKHBI OBITh TepelaHbl Ha TOCYJapCTBEHHOE XpaHEHHE B TOCYIapCTBEHHbBIE WU
MyHUIUIIATIbHbIE apXuBbl. DenepanbHbIM 3aKOHOJATENIBCTBOM OIPEEIICHBI MPEACIbHbBIE CPOKU
XpaHeHI/ISI )IOKYMGHTOB, BKJIFOUCHHBIX B yCTaHOBHeHHOM HOpSI)IKe B COCTaB ApXI/IBHOFO (1)0H)1a
Poccuiickoit denepanuu:

° AOKYMEHTOB NO JINYHOMY COCTasy, 3anucew HOTapuaabHbIX AeﬁCTBMﬁ,

NOX03ANCTBEHHbIX KHUT U KaCaloWwmnxca npneatmnsaumm XUManwHoro d)OHLI,a DOKymeHTOoB — 75 neT;

. NPOEKTHOM AOKYMEHTALMKN NO KanuTanbHoMy cTpoutenbctsy — 20 neT;

. TEXHOJ/IOTMYECKOMN U KOHCTPYKTOPCKOM AoKyMeHTauun — 20 ner;

. naTeHToB Ha U3obpeTeHne, NONE3HYIO MOENb, NPOMbILLNEHHbI 0b6pasel, — 20 neT:
. Hay4yHoOM AOKymeHTauum — 15 nerT;

. KMHO- 1 pOTOA0KYMEHTOB — 5 neT;

. BUAEO- N POTOAOKYMEHTOB — 3 roaa.
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B ciayyae nukBMIanuMu OpraHu3aldH, JOKYMEHTBI IIOCTOSIHHOTO CpPOKa XpaHEHUs U 10
JUYHOMY COCTaBy II€pElaloTcs B TOCYJAapCTBEHHBI (MyHMLMNANbHBIM) apxuB. [lnd
HEroCyJapCTBEHHBIX OpraHu3aluil, 4aCTh JOKYMEHTOB KOTOPBIX OTHECEHA K COCTaBY APXHUBHOI'O
donna Poccuiickoit deneparuu, uisi TaKOH Tepeaadd HEOOXOIUMO 3aKJIIOUEHHE JI0rOBOpa C
yapexaeHueM cuctemMbl DenepanbHOi apxuBHOW ciykObl Poccum. Ecnm  opranmsanms
CBOEBPEMEHHO HE 3aKJIKYMWJa JOrOBOP C apXWBOM, TO B 3TOM CJIydae TIOCYJapCTBEHHBIN
(MyHUIIMIIAJIbHBIIN ) apXUB 00s13aH IPUHATH HA XPaHEHUE TOJIBKO JIOKYMEHTBHI 110 TUYHOMY COCTaBy
paOOTHUKOB OpraHu3alMu. MecTo XpaHEHHs OCTalbHBIX JOKYMEHTOB  ONpeAessTcs
IpeceaaTeneM JMKBUAAMOHHOW KOMUCCUH MM KOHKYPCHBIM YIIPaBIISIOIIUM.

OnpIT paGoThbl AapXHUBOB 110 JIMYHOMY COCTaABY

MyHununagpHoe OFO/DKETHOE YYPEXKICHHE 3aBETHMHCKUH apXuB JOKYMEHTOB IIO
JUYHOMY cocTaBy ObuI co3al B 1992 roay. OcHOBHOM 3a/1a4eii apxuBa JOKYMEHTOB 110 JINYHOMY
COCTaBy SBJISIETCA XPAaHEHHWE M  HCIOJIB30BAHME JOKYMEHTOB JIMKBUJIMPOBAHHBIX U
pPEOpPraHU30BaHHbIX YUPEKICHUM, OpraHu3aluil, npeanpuaTuil 3aBETUHCKOTO pailoHa, He
MMEIOLIUX IPaBONPEEMHUKA WM HaJUIekallluX YCIOBMM XpaHeHusd. B apXxuB npuHUMaroTcs
JIOKYMEHTBI, 110 KOTOPBIM YCTaHaBJIMBAeTCS CTaXX W pa3Mmep 3apaboTka paOOTHUKA JaHHOM
opraHu3aiuu (IpuKasbl, pacCyeTHO-TIJIATEXKHbIE BEJOMOCTH IO 3apIliaTe).

B nacrosimee Bpemsi B apxXuBe XpaHATCA JOKYMEHTHl 58 opraHmzauuii (46 u3 HHX
-TUKBUIMPOBaHHbIE) 3a mepuod ¢ 1943 mo 2013 roasl. 3ampockl B apXWB MPUHUMAIOTCS
NUCbMEHHO, YCTHO, 10 TeJIe(OHY, MO JIEKTPOHHOM noute. B 3anmpoce (3asBlIeHNH) yKa3bIBAIOTCS:

q)aMI/IJ'II/I}I, UM, OTYCCTBO 3adABUTCIIA, 'O U MECTO €TI0 POXKACHUA, aApeC MCECTa KUTCIILCTBA,

TpaXXJAaHCTBO.
Cgenenus o coctaBe u 0obeme GonyioB Ha 01.01.2014 rona
OO01ee
KOJIMYECTBO CIMHUI]
N Ne HazBanue donna [locTynuio Br1651 XpaHenus B oHze Ha [Ipumedanue
n/n | donna 10 01.01.2006 .
len ICo b1 Ulen [[onwr Ylen ["omb1
1 2 3 4 5 6 7 3 9 10
1. 1. [PaiionHoe TIPOU3BOJICTBEHHOE 123 1943-1991
yIIpaBJICHHUE OBITOBOTO)
0OCITy)KMBaHUs HACSIICHHS
1. 2. 3aBeTHHCKHIT paloHHBIH 9 1944-1950
MuIeKoMOrHaT

83




3. Aptens «PemMOBIT» 9 [1944-1956
4. 3aBeTHHCKAs PaKOHTOPA] 33 [1949-1963
10 3aTOTOBKAM U OTKOPMY CKOTa
5. Komxo3s «I1yTp K 25 [1951-1957
[koMMmyHIZMY» 31 €ero|
[TpE/IIIICCTBCHHUKA
6. CoBx03 «DpyH3ECHCKHII» 22 [1982-1986
7. Konxo3 um. Kuposa u ero 9 |1947-1957
[TpE/IIIICCTBCHHUKN
8. Komxo3 «Ilobema» u ero| 56 [1947-1957
[IpeIIICCTBCHHUKN
9. [IpousBoacTBeHHOE 97 [1957-2006
yIpaBiIeHHE
DKIUTHIIHO-KOMMYHAIILHOTO
X03s17icTBa
10. 3aBEeTUHCKUN ¢bunuan 125 [1963-2000
3MOBHHUKOBCKOTO
[TPOU3BOICTBEHHOTO
0OBEIMHEHUST aBTOMOOHIBLHOIO]
TpaHCIIOpTa
11. 3aBeTHHCKAS 415 [1943-2008
[IEHTpaJIbHAS paiionHas|
0OJIBLHHUIIA
12. 3aBeTHHCKAs 132 [1970-2003
IMexxo3siicTBEHHAS
CTpOUTENbHAS OpTraHU3aIHs
13. TOO 172 [1965-1995
«3aBETHHCKATPOPEMTEXIIPEI»
14. Komxo3 «3aBersr Unpnua| 182 [1943-1957
15. 2-s 3aBeTunckas MTC 52 [1952-1957
16. Konxo3 «Ilyte Ctanuna» 74 [1951-1957
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17. Konxo3s «Biacthp 45 1953-1957
CoBeTOB»

18. Komnxo3 uMm. Jlennna 133 [1943-1957

19. Knuknuckas MTC 44 [1953-1957

20. BuesemoMcTBeHHAS 3 [1986-1991
oXpaHa

21. 3aBEeTUHCKHN OTIEl 7 |1987-1995
06J1aCTHOTO TOJIOBHOIO
[IPOEKTHO-TPOU3BOICTBEHHOTO
APXUTEKTYPHO-IUTAHUPOBOYHOTO
Oropo

22. AOOT 46 [1988-1999
«3aBETHHCKArpOMPOMTPAHCH

23. 3aBETUHCKHANM Mac03aBOoJ 35 [1943-1996

24. CaBastHCKHUI CEIbCKHH - -
coBeT

25. 1-s 3aBerunckas MTC 64 [1944-1957

26. Konxo3 um.Cranuna 1 ero| 23 [1949-1957
[Tpe/IIIICCTBCHHUKN

27. Konxo3 «Poauna» 59 [1949-1957

28. Yupexnaenus CHUCTEMBI 98 [1946-2007
CelILCKOr0 XO03SHCTBA

29. Konxo3 «KpacHoe 3Hams» 15 [1953-1956

30. Otnen napoauoroj200  [2005-20 985 [1943-2010
0OpazoBaHus 10

31. Ortnen CEJILCKOTO 25 [1946-1953

X035 CTBa




32. DHUHAHCOBEBIN OTIEI 119 {1943-2009

33. AOOT 38 [1980-1998
«(3aBETHHCKArpOXUMCEPBHUCH

34. LenTp rocymapcTBEHHOTO| 39 [1991-2005
CaHUTAPHO-3TTHIEMUOIOTHIECKO
ro Ham3opa B 3aBETHHCKOM|
[palioHe

35. 3aBETUHCKUI pailOHHBIN 5 [1982-1992
yueOHO-KYpCOBOY KOMOUHAT

36. PemonTHHCKas paiioHHas 17 [1944-1963
|contopa mo 3aroroBkam  wu
0TKOpMY CKOTa

37. Otnen CEHLCKOTO )41 10 1946-1956
|konxo3noro crpourenscTa

38. 3aBeTHHCKAs JIOPOKHO-C| 33 [1995-2008
TpOHUTENbHAS nepeBrKHas|
[MexanusupoBannas KosoHHA

39. 3aBeTHHCKOE  paiOHHOE] 24 11965-1998
ornenenre «Cor3Ieuarhby

40. Or1el1 XJI0IKOBOACTBA 4 1950-1952

41. 3aBETHHCKOE OTIEJIEHUE] 10 |1988-1997
[ Arporipom6banka CCCP

42. 3aBeTHHCKAS cennckasid 2010-20 140 [1943-2011
QIMUHHUCTPALHS 11

43. TOO 20 1982-1995
«3aBETUHCKArPOIIPOMIHEPTO»

44. MuIepOBCKHiA 7 11995-2000
[IPUEMHBIN TYHKT IEPCTH

45. Xo3siicTBeHHAs 16 [1991-2005
A ccoruanus «Kupnnynsiii
3aBO1»

46. Paiionnas HHCIEKTYpa 14 [1943-1986

["occTaTUCTHKH  3aBETHHCKOTO

paiioHa
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4 47. 3aBeTUHCKAs 116 [1950-2002

6. necomenuopaTuBHas CTaHIIHS

4 48. Wuceknuss 1O  3aKymKe, 2 [1961-1962
7. CebX03MPOAYKTOB

4 49. 3aBeTnHCKas TUHOTpads| 19 1965-1998
8. INe 41

4 50. MY «Penakuus| 9 [1992-2006
9. [pailOHHOTO paaro»

5 51. CIIK «CaBpas» 532 [1943-2007
0.

5 52. Wnucneknms 30 [1990-2002
1. [MunucTepcTBa PO no Hanoram |

cOoopam 10  3aBETHHCKOMY]

[paiiony PocToBckoit ob6mactu

5 53. 3aBETUHCKHI IIOYTaMT] 100 [1944-2005
2. Ynpasnenus DenepanbHOH
mouTOBOM CBA3M  PocToBCcKOM
0O1acTH — ¢bumana
DenepabHOTO

TOCYJapCTBCHHOTO  YHHTapHOTO

pennpusaTus «Iloura Poccun»

5 55. Cosxo03 «Pomuua»
3.
5 56. CIIK «®omun» 474 11957-2012
4,
5 57. Koonepatus «Tutan» 2 |1997-2001
5.
Hroro 2005-20 4897 [1943-2011

04 J11

ApxuB B cBOEl paboTe PyKOBOJICTBYETCS CIEAYIOIIUM MOJIOKEHUEM.
ITOJIOKEHUE
0 3aBEeTMHCKOM MYHHIIUNIAIBHOM apXUBE JOKYMEHTOB IO JIUYHOMY COCTaBYy
1. OOuIue mMoJI0KEHNUA
1.1. AgmunucTpanus 3aBETHHCKOTO palioHa B IENsAX OOECHeYeHHUs COIUATbHOW U
MPaBOBOM 3allUTHl TPAKIAH peaTu3yeT IMOJTHOMOYHUS 1O OOECIEeUEeHUI0 IEHTPATM30BAHHOTO
XpaHEHUs] U UCIOJIb30BaHUSI JOKYMEHTOB IO JMYHOMY COCTaBY YUpEXACHUH, OpraHu3aluil u
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IpeapUATHI 3aBETUHCKOTO palioHa, B TOM YMCJIE JIUKBUAUPOBAHHBIX CTPYKTYp, HE3aBUCUMO OT
(GopM COOCTBEHHOCTH, HE MMEIOLIUX IPABOINPEEMHHMKA M BBIIIECTOAIIEIO MO MOAYMHEHHOCTU
oprasa.

1.2. Jlna pemeHus 3ahad IO peaau3alMM IIOJHOMOYMH B 00JacTH apXMBHOIO Jeja
aJMUHUCTpaIMs o0pa3yeT 3aBeTMHCKUI MYHUIUMAIbHBIA apXUB JTOKYMEHTOB IO JUYHOMY
cocTaBy (nanee uMeHyercss ApxuB). KpaTkoe HauMeHOBaHUE - 3aBETUHCKUI apXUB 110 JINYHOMY
COCTaBy.

1.3. Mecro naxoxnenus ApxuBa: 347430 PoctoBckas o0nacTh, 3aBETHHCKHI paiioH,
c.3aBeTHoOe, yi.JlomoHocoBa, 24.

1.4. ApxuB mMeeT IpaBa CaMOCTOSITEJIIBHOTO FOPHIMYECKOrO JIMLA, CAMOCTOATEIbHBIN
Oananc, cueT B OaHKe, Ie4aTh, GPUPMEHHBIC OJTaHKH.

1.5. Tlomoxenue o0 ApXwBe YTBEPKIACTCS IMPABOBBIM aKTOM AJIMUHHUCTpAIIU
3aBETHHCKOrO paiioHa ¢ yd4eToM pekoMmeHJanuii KoMurera mo ynpaBieHHMIO apXHUBHBIM JIEJIOM
AJMUHUCTpALIMT PocroBckoit o0JacTu. B Ilomoxxenun 3aKPETIISIOTCS
OpraHU3alMOHHO-TIPAaBOBON CTaTyc ApXHBa, 3aJa4d M (YHKIHUU 1O PYKOBOJICTBY apXUBHBIM
JIeJIOM, TIOJIHOMOYHMS II0 HX peaJu3alyy, OTBETCTBEHHOCTb 3a COCTOSHHE, Pa3BUTHE U
COBEPLICHCTBOBAHNUE apXUBHOTO JIEJa.

1.6. ApxuB B CBO€M J1eATEIbHOCTH pYKOBOACTBYeTCS: KoHCTUTYIIMER
P®, denepanbHbIME 3aKOHAMH W JPYTMMH HOPMATUBHBIMU IPABOBBIMU akTaMHu Poccuiickoi
®eneparun 1 PocToBckoil obmactv, YcTaBOM MYHUIMNAIBHOIO 00pa3oBaHUS «3aBETUHCKUH
palioH», TpaBOBBIMM aKTaMM AJMUHUCTpAallUUd pailoHAa, HOPMATUBHO-METOJIUYECKUMU
nokymeHtamu PenepanbHoi apxuBHOU ciyxkO0bl Poccun, KomureTa no ynpaBieHUIO apXUBHBIM
nenom AnMunuctpanuu PoctoBckoit o6sactu u HacTosimuM [lonosxkenuem.

1.7. ®uHaHCHpOBaHKE AEATEILHOCTH U MaTepHaIbHO-TEXHUYECKOe obecrieueHrne Apxuna
OCYIIIECTBIISIETCS 3a CUET CPEACTB Oro/1KeTa 3aBETUHCKOTO paiioHa.

1.8. JlonoJHUTENbHBIMA UCTOYHUKAMU (PUHAHCUPOBAHMS MOTYT OBITh:

a) LeJeBble CPeACcTBa M3 00JacTHOro OrojykeTa (MpH peanu3aliy MporpaMM pa3BUTHUS
apXMBHOTO [IeNIa, BKJIIOYAIOIIMX MEPOINPUATHS B 3aBETHMHCKOM paloOHE; pealu3aluu
rOCy/IapCTBEHHBIX IOJIHOMOYMI B cdepe apXMBHOro Jena AJMHUHHUCTpAllMM paioHa, B T.4.
NOJTHOMOYHMII Ha XpaHEHHWE apXUBHBIX (OHJOB M AapXMBHBIX JIOKYMEHTOB OpraHU3aIUii,
OTHECEHHBIX K TOCYJapCTBEHHOM COOCTBEHHOCTM M pACIHOJOKEHHBIX Ha TEPPUTOPUU
3aBETHHCKOIO paiioHa);

0) BHEOIJKETHBIE CPEJICTBA, B T.4. OT IMPHUHOCSIIEH TOXOJ JEATEIbHOCTH ApXUBa,
IIPElyCMOTPEHHOM €70 YUpeAUTEIbHBIMA JOKYMEHTAMU;

B) CIIOHCOPCKHE U UHBIE CPEJICTBA, TOTYYEHHbIE 3aKOHHBIM ITyTEM.

1.9. Homenknatypa (mpeWCKypaHT) IJIaTHBIX pabOT M yciayr ApxuBa YTBEpXKIaeTcs
MIPABOBBIM aKTOM AJMUHUCTpPALMM paiioHAa Ha OCHOBAHWU MEPEYHS IUIATHBIX padOT U yCHyT,
paspaboranHoro KomMureToM mo ympaBJieHHIO apXHUBHBIM JeIoM AJIMUHHCTpanuu PocToBckoii
00J1aCTH ¥ YTBEP)KJIEHHOTO OPraHOM TOCYIapCTBEHHOMN BiiacTu PocToBCKOM 00acTy.

1.10. AnMunucTpanus 3aBETHHCKOTO paiioHa obecneunBaeT ApXHUB IOMELICHHUSMH,
OTBEYAIOLIUMU HOPMATHBHBIM TPeOOBaHUSAM OOECIeUeHUsI COXPAHHOCTH JIOKYMEHTOB, €ro
coJiepKaHue, TEXHUYECKOe OCHAIleHHe, 000pyI0BaHKE, OXpaHy, TPAaHCIIOPTHOE 00CITyKUBAaHUE U
Co3/1aHHe HEOOXOIUMBIX YCIOBUM TpyAa paOOTHUKOB.

IIpu mnepemade 31aHus (TOMEIIEHUs), B KOTOPOM pa3MelleH ApXHUB JIpyrum
opraHmsanusaM, [7maBa 3aBETMHCKOrO paiioHa IPUHUMAET pEIICHHE O IIPEIBAPUTEIBHOM
IPEOCTaBICHNH PAaBHOLICHHOTO MU 00Jiee MOAXOISIIEro A pa3MeIIeHUs JOKYMEHTOB 3/1aHUS
(momerieHus).

2. 3agaun u QyHKIMH ApXUBa

2.1. OcHOBHBIMH 3amauyaMu ApXHBa SBISIFOTCS OOECIEUEHUE COXPAHHOCTH U YYET
JIOKYMEHTOB I10 JINYHOMY COCTaBY M UX HUCIIOJIb30BAHME B IIENIAX COLUAIBHO-TIPAaBOBOM 3alllUTHI
TpaXKaaH.

2.2. ApX¥B B COOTBETCTBHH CO CBOMMH 33J]Ja4aMU BBHITIOTHSET CIEAYIONTNE (PYHKIIUH:
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1) npuHUMaeT Ha OCHOBE 3aKJIIOYEHHBIX JIOTOBOPOB M B COOTBETCTBHH C TpadUKaMH OT
YUPEKACHUHN, OpraHu3aluil U NpeAnpUsITUNH-UCTOUHUKOB KOMIUIEKTOBaHUS ApPXUBa JOKYMEHTBI
10 JINYHOMY COCTaBYy, 00pa0OTaHHBIE U YUTCHHBIE COTJIACHO YCTAHOBJIEHHBIM IIPAaBHJIaM, a TakK Ke
JOKYMEHTBI OT JJMKBUAUPOBAHHBIX OpraHU3alni, He UMEIOLIUX IPaBONPEEMHUKOB;

2) XpaHHT U 00€CIeYnBaCT COXPAHHOCTh JOKYMEHTOB IIPUHATHIX B APXUB;

3) Bemer yuer XpaHsmuxcd B ApXHMBE JOKYMEHTOB, mpexacraBiser Kommurery B
YCTAHOBJICHHOM IIOPSJIKE CBEJICHHS O COCTaBe U 0ObeMe (POoHI0B ApXHBa;

4) cocTaBiseT U BEIET CIUCOK YUPEKACHUHN, OpraHu3auuil U NpeanpusTHA-UCTOYHUKOB
KOMIUIEKTOBAHUS ApXHBa U KapPTOTEKY O MECTOHAXOXKIAEHUH TOKYMEHTOB 110 JTUYHOMY COCTaBY;

5) oka3bpIBaeT yUpeKACHHUSIM, OpraHU3aLMsIM, IPEANPUIATHIM METOINYECKYIO,  HA OCHOBE
coryameHuil (A0roBOpoB) U MPAKTUUYECKYIO TOMOIb B IPOBEACHUH IKCIIEPTU3BI U YIIOPAIOUECHUU
JIOKYMEHTOB, IPOBOJUT OOpaOOTKY M ONMCAHUE JOKYMEHTOB, IIOCTYNUBIIMX B ApPXUB B
HEYIOPSI0YEHHOM COCTOSIHUM;

6) ocy1lIecTBIIsIET OpraHU3alMIOHHO-METOINYECKOE PYKOBOJICTBO pabOTON C JOKYMEHTaMU
10 JINYHOMY COCTaBY B YUPEXKJEHHUSX, OPTaHU3ALUIX U MPEANpUATUAX palioHa, OKa3bIBaeT UM
HOMOILb U KOHTPOJIUPYET COCTOSIHUE M XpPaHEHHUE JOKYMEHTOB I10 INYHOMY COCTAaBY;

7) y4acTByeT COBMECTHO C OpTraHHM3aIUsIMU B pa3pabOTKe METOIUYECKHX IOCOOHIA,
NaMsTOK, Kacaloluxcs paboThl € JOKYMEHTaMU IO JIMYHOMY COCTaBy, B OpraHu3alld M
IIPOBEJCHUN CEMUHAPOB U IPYIMX MEPOINPUATHI IO MOBBIIICHHUIO KBaJU(pUKALUK PaOOTHUKOB
YUPEKACHUHM, OpraHu3aluil u NpeInpusTUil o BollpocaM paboThl C JOKYMEHTAMH IO JINYHOMY
COCTaBY;

8) co3maer, COBEPUIEHCTBYET M IOMOJHSAET HAy4YHO-CIIPABOYHBIM amnmapar (omucw,
KaTaJjorv, yKa3aTeiau U T.I.) K JOKYMEHTaM 10 JUYHOMY COCTaBY, XpaHSIIUMCS B APXUBE;

9) opraHu3yeT HCIOJb30BaHHE JAOKYMEHTOB: B YCTAaHOBJICHHOM IOPSAKE BbIJAET
YUPEXKJEHUSAM, OpraHu3alusM M MPEANpUSTHSM JIOKYMEHTHl BO BpPEMEHHOE II0Jb30BaHUE;
WCIIOJIHAET 3allpoChl YUYPEXKACHWM, OpraHu3aluil ¥ NPEeINpUSITHH, BBIIAET IO 3asBICHUSAM
rpakJaaH apXWUBHbIE CIPAaBKH, KOMHWHU, BBIMHMCKH, MOATBEP)KIAIOIINE TPYIAOBOM CTax, pa3Mmep
3apaOOTHOI MiaThl U Jpyrue BONPOCHl, HEOOXOAUMBIE Ul O(GOPMIICHHS MEHCUI rpaXkaaHaM U
pelIeHUs APYTUX COLMATIBHO-TIPABOBBIX BOIIPOCOB, BbIIAET apXUBHBIE CIIPABKU O HE COXPAHHOCTH
JIOKYMEHTOB I10 JIMYHOMY COCTaBY;

10) KOHCYJIbTHpPYET TpakJaH M OpraHu3allid 10 BONPOCaM MECTOHAXOXKJIECHUs
JIOKYMEHTOB I10 JIMYHOMY COCTaBY;

11) ocymecTBisieT pO3bICK JOKYMEHTOB II0 JIMYHOMY COCTaBY, 3alpallluBaeT oOT
CTPYKTYPHBIX MOApAa3JEIeHUA AMUHUCTPALMU, BEAOMCTBEHHBIX apXHWBOB, MyHUIIMIIAJbHBIX U
roCy/IapCTBEHHBIX apXUBOB CBEJICHUS, HEOOXOAUMBIE /ISl HCTIOJIHEHMSI 3alPOCOB I'PaX/1aH.

2.3. ApxuB peluaeT cTosMe epel HUM 33Ja4i BO B3aUMOZAEHCTBUY ¢ MyHUIIMITAIbHBIM
apXMBOM AJMHUHHCTpAIMU 3aBETHUHCKOIO pailoHa, IPYTMMH CTPYKTYPHBIMHU MOJpa3esIeHUsIMU
AIMUHUCTpALUY, YUPEXKACHUIMHU, OPTraHU3ALMSIMHU, IPEANPUATHUAMEI palioHa.

3. CocTaB TOKYMEHTOB ApXHUBa

3.1. ApXHB XpaHHUT 3aKOHYEHHBIE JEJIONPOU3BOICTBOM JTIOKYMEHTHI 10 JMYHOMY COCTaBY:

1) JUMKBUAMPOBAHHBIX, PEOPraHU30BAHHBIX, H3MEHUBIIMX (OpPMY COOCTBEHHOCTHU
YUPEXKJEHUM, OpraHu3aluil W MNPEeANpHUATHH, HE HMEIOIIMX IPaBONPEEMHUKOB WM BBIIIE
CTOSIIIIMX OPraHHU3alUi; YYPEXKICHWM, OpPraHu3aluid, NPEANpPUATHHA, AEATEIBbHOCTh KOTOPBIX
OrpaHuyYeHa TeppUTOpUEi 3aBETUHCKOTO paiioHa, HE3aBUCUMO OT (JOPM COOCTBEHHOCTH, a TaK )K€
UX MPEAIIECTBEHHUKOB - HCTOYHUKOB KOMIUIEKTOBAaHUSI APXUBa;

2) opraHuzanMii - HMCTOYHUKOB KOMIUIEKTOBAHUS  MYHHIMIIQIBHOTO  apXuBa
AIMUHUCTpauu 3aBETUHCKOTO paiioHa, HE UMEIOIIMX YCIOBHM ISl XpaHEHUs JOKYMEHTOB I10
JMYHOMY COCTaBY.

B cocraB 1oKkyMeHTOB ApXuBa BXOJAT CIEAYIOIINE KATETOPHH JOKYMEHTOB:

1) NMOKyMEHTBI IO JMYHOMY COCTaBy CO CpOKaMHM XpaHeHuss 1o 75 user (opra-
HU3AI[MOHHO-PACIOPSIANTENbHBIE  JOKYMEHTBI, JIMYHbIE  Jl€Jla, Y4eTHble  JOKYMEHTHI,
OyXrajuTepckue JOKyMEHTHI);
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2) IOKYMEHTBI JOJITOBpeMEHHOTO0 (cBbIiie 10 jeT) 1 BpeMeHHOro cpoka xpaHeHus (1o 10
JIeT) OpraHu3alyii - UCTOYHMKOB KOMILUIEKTOBaHUS (Ha JOTOBOPHOW OCHOBE), a TaK ke
JMKBUJIMPOBAHHBIX OpraHU3aluil IpU OTCYTCTBUU Yy HUX IPABOIPEEMHUKA WIN BBIIIECTOSIIEH
OpraHu3aiyy (0 UCTEUYCHUS CPOKA XPaHEHUS ITUX JTOKYMEHTOB);

3) Hay4yHO-CIPaBOYHBIN anmapar ApXuBa, paCKphIBAIOIINI COCTAaB U cojiepkaHue (HOHIOB
ApxuBa (onucH, KapTOTEKH, YKa3aTelIH, UCTOPUYECKIE CIIPABKH), M YUETHBIE IOKYMEHTHI (KHUTU
ydeTa MOCTYIUICHUS ¥ BBIOBITUS JIEJT, CIUCKU (OHJIOB, J1ena (POHIO0B U Ap.).

4. IlpaBa ApxuBa

4.1. ApXuB AJ1 OCYIIECTBIICHUS CBOUX OCHOBHBIX ()YHKIIUA UMEET MPaBO:

1) 3anpammBaTh U NOJIy4YaTh B YCTAHOBJIEHHOM IOPSAJIKE OT YUPEXKICHUN HE 00X0aUMbIe
JUISL BBITIOJIHEHUS BO3JIOKCHHBIX Ha APXUB 3a/1a4 CBEJEHUS O JOKYMEHTaX I10 JIMYHOMY COCTaBY;

2) mocewiaTh yUpeKIE€HUS, OpraHU3aluu U IPEIIPUITHS PACIIONOKEHHbBIE HA TEPPUTOPUU
paiioHa ¥ POBEPATH YCIOBUSA XPAHEHUS U COXPAaHHOCTD JOKYMEHTOB I10 JINYHOMY COCTaBY;

3) uHPOPMUPOBATH PYKOBOIUTEICH YUPCIKIACHHUA, OPraHHM3ANMA W TMPESANPUATHH O
COCTOSIHUU XPaHEHUs U COXPAHHOCTH, JOKYMEHTOB I10 JINYHOMY COCTaBY, BHOCUTH NPEIJIOKEHHUS
U /1aBaTh PEKOMEH/IAllMU 110 €r0 COBEPIIEHCTBOBAHUIO;

4) KOHTpPOJIUPOBATh BBINOJIHEHUE YUYPEKIECHUSIMH - HCTOYHUKAMHU KOMIUIEKTOBAHHUS
ApxuBa H YUYPEXKICHUSMH W OpTraHU3AIUAMH TOCYIapCTBEHHOH (OpMbI COOCTBEHHOCTH
YCTaHOBJICHHBIX IIPAaBUJI OPraHU3aluy U XPAHEHUS JOKYMEHTOB I10 JINYHOMY COCTaBY;

5) B YCTaHOBJIICHHOM MOpPSAKE 3aKI04yaTb C 3aUHTEPECOBAHHBIMU YUPEKIACHUIMH,
OpraHu3alUsIMM U NPEANpUATHIMH, He3aBUCUMO OT ((popM COOCTBEHHOCTH, COIJIAIIEHUS
(1oroBOpBI) O LIEHTPATM30BAaHHOM XPAaHEHHH, HCIIOJIB30BAHUM M YIOPSAIOUYEHUU JOKYMEHTOB,
OKa3bIBaTh IOPUAMYECKUM U (PU3MUECKUM JIMIIaM IJIATHBIE YCIYTH B paboTe ¢ JOKYMEHTaMH 110
JMYHOMY COCTaBY U 10 UCIOJIHEHHUIO COLMAIbHO-TIPABOBBIX 3alIPOCOB;

6) MCMOJIb30BaTh MOJYYEHHbIE BHEOIOIKETHBIE CPE/ICTBA AJIS YIYUIIEHUS OpraHU3aliu
paboThl ApXHBa U PELIEHHUs COLUATbHBIX BOIIPOCOB;

7) ydacTBOBaTh B paldOTe JMKBHUIAIIMOHHBIX KOMHUCCHM YUpEXKJIEHHH, opraHuzalui u
HNPENNPUATHH, TOKYMEHThl KOTOPBIX HE BXOJAAT B cocTaB ApxuBHOro (onna PO nns pemenus
BOIIPOCOB COXPAHHOCTHU JOKYMEHTOB I10 JINYHOMY COCTaBY.

5. PyxoBoncTBO ApxuBa

5.1. PykoBoacTBO ApPXHMBOM OCYILECTBISIET 3aBEAYIOIIMH apXUBOM. 3aBeAYIOLIUM
apXMBOM Ha3HayaeTcs U OCBOOOXKAAETCs OT NOHKHOCTH I 1aBoii 3aBeTHHCKOr o paiioHa.

5.2. 3aBenyromuii ApXuBOM:

1) ocymiecTBiIsIET HEMOCPEICTBEHHOE PYKOBOJCTBO JESITEIbHOCThIO APXHBA, OPraHU3yeT
ero paboty; o0ecreuynBaeT pereHne BO3JI0KEHHBIX Ha HETO 3a/1a4;

2) u31aeT B Mpejenax CBOei KOMIIETeHIINU TPUKa3hl;

3) mpuHuMaeT Ha paboTy, ompeaenseT O0SI3aHHOCTU U YTBEP)KIACeT JOKHOCTHBIE
UHCTPYKLIUU paOOTHUKOB APXUBA;

4) otunThIBaeTCs 0 paboTe ApxuBa nepex AJIMUHUCTPALUEN U B YCTAHOBJIEHHOM MOPSIIKE
- nepes; KoMuTeTOM 10 ynpaBieHUIO apXUBHBIM JIeIoOM AJMHUHHUCTpaui PocToBckoii o0nacTy;

5) opraHm3yeT W BeIeT NMpHEM TpaKIaH, PACCMATPUBACT WX 3asBICHUS W KaJIOOBI TIO
BOIIPOCAM, BXOJISIIUM B KOMIIETEHIINIO APXHUBA;

6) BBIIaCT B YCTAHOBIICHHOM TMOPSAKE TpaXIaHaM W YYPESKICHHUSIM CIIPaBKU
COLIMAJIBHO-TIPABOBOT'0 XapaKTepa, KOMUH, BHIMUCKU U3 JOKYMEHTOB;

7) 3aKJII0YaeT B YCTAHOBJICHHOM TMOPSAKE IOTOBOPHI C YUPEIKACHUSIMHU, OPTaHH3AINASIMHI H
OPENPUATHSIMU Ha BBIMOJIHEHUE APXHUBOM IUIATHBIX paboT U yCIIyT;

8) obecrieunBaeT cOONIOCHUE OXPAHHOTO, IIPOTUBOIIOKAPHOTO U CAHUTAPHOTO PEKHUMA B
XpaHWINIIAX;

9) onpenenser mOTpeOHOCTHL ApXHUBa B 000pYJ0BaHUN U MaTepHaIax.

5.3. 3aBeayromuii ApXMBOM HECET IEPCOHAIBHYIO OTBETCTBEHHOCTb!
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1) 3a BBINOJHEHHWE BO3JNOXKEHHBIX Ha HEro OOsf3aHHOCTEH C YYeToM TIpas,
NPEJOCTABICHHBIX eMy HacTosmuM [looxeHnem;

2) 3a COXpaHEHHE CIYKEOHOW, KOMMEPUYECKON WJIM MHOW, OXPaHSIEMON 3aKOHOM TailHBI
NIPU OCYIIECTBICHHH CBOMX JIOJDKHOCTHBIX TIOJTHOMOYHIA B pa0OTe ¢ JOKYMEHTaMH.

TI'ocynapcTBeHHbBI AapXHUB 10 JJUYHOMY COCTaBY B I.MesKaypedeHcKe

ApxuBHbIe (OHIBI OTPAKAIOT pPA3JIMYHBIE ACHEKTHl COLUAIBHO-3KOHOMHUYECKOH,
VCTOPUYECKON M KyJIbTYpHOM KM3HM TI. MexnypeueHcka. MMeroTcs KOJUIEKUUH JOKYMEHTOB
JMYHOTO MPOUCXOXKACHUS, (POTOAOKYMEHTHL. ITO MPECTABIsET HAHOOIBIIYIO IIEHHOCTb.

Jlpyrum HampasjieHHEM B paboTe ApxuBa, IOMUMO XPaHEHHsI, KOMIUIEKTOBaHMs, y4eTa U
MCIIOJIb30BAaHUSl ApXMBHBIX JOKYMEHTOB, SIBJISIETCS OKa3aHME METOAMYECKONW M IPAKTHUYECKOMN
IIOMOLIY I10 AEJIONPOU3BOACTBY M XPAHEHHIO JOKYMEHTOB B OpPraHM3alUsaX, IMPEIIPUIATHAX U
JOPYTUX YUPEXKACHHUH, BBICTYNAIOIINX HCTOYHUKAMU KOMIUIEKTOBaHUS ApXUBa.

OnHO U3 BaXHEHIIMX HaNpaBlIeHUN pabOThl apXKBa SBISETCA 00ECIEeYEHUE COLUAIBHBIX
npaB U norpedHocteil rpaxnaH. Co gHsS oOpa3oBaHusi ApXuMBa M IIO HACTOSIIEE BpeMs B
HECKOJIBKO pa3 BO3pOC IOTOK 3alPOCOB COLUAIBHO-IIPABOBOIO M TEMAaTUYECKOTO XapaKTepa.

ApXUB SBISETCS TOCYAAPCTBEHHBIM YUPEXKJEHUEM, IOABEAOMCTBEHHBIM ApPXHUBHOMY
ynpasieHuto KemepoBckoil 007acTd, OCYHIECTBISIOIIEMY KOOPAMHALMIO M PEryIupoBaHUE
JesTeNIbHOCTH ApxuBa. YupenureneMm ApxuBa BeIcTynaeT ApXxuBHOe ynpasieHue KemepoBckoit
obnacTtu.

ApXUB ABISETCS FOPUAUUECKUM JIULIOM, UMEET CaMOCTOSITENIbHBIN OallaHC, TULIEBON CUET B
Ka3HayelcTBe, 000COOJEHHOE HMYIIECTBO, IUTaMI M TIepOOBYyK MedyaTb CO CBOUM
HAaUMEHOBAHMUEM, OJIaHKH. APXUB BBICTYNAET UCTIOM U OTBETYMKOM B CYyJ€ B COOTBETCTBHUHM C
3aKOHOJATEILCTBOM PD.

Uctopuueckas cnpaBka 'KYKO «locygapcTBeHHBI apXUB JOKYMEHTOB IO JIUYHOMY
cocraBy KemepoBckoit obmactu B 1. Mexaypeuencke». 30 ampens 2004 roga B cBA3M C
HEOOXOJUMOCTBIO  O0ECIEYeHHs] COXPAaHHOCTH  JOKYMEHTOB IO  JIMYHOMY  COCTaBy
JMKBUAMPOBAHHBIX YTOJIbHBIX NpeAnpusaTuii rora Kyzbacca u B COOTBETCTBUH C paclopsyKeHUEM
Anmunuctpanuun  Kemeposckoir  obmact ot 30.04.2004r. Ne 545-p mnHa Oaze
PEKOHCTPYHPOBAHHOTO MOMEIIEHUS B aJIMUHUCTPATUBHO-OBITOBOM KOMOMHATE OBbIBIIEH IIAXThI
umenu JI.J[. [lleBsikoBa, a B Hactosmee Bpems 3A0 Ilaxtel Pacnanckas-KokcoBasi B ropoje
MexaypeueHcke OblT  OTKpHIT MexaypedeHckuid  ¢unman  ['ocyaapcTBEHHOro  apXuBa
KemepoBckoii 06macTH.

01 wurons 2008 r. Ha ocHoBanuM Pacnopspkenust ['ybepnaropa KemepoBckoil o0iactu ot
18.05.2008r. Ne 67-pr co3mano I'ocynmapctBeHHOe YyupexaeHue KemepoBckoit o6sactu
«["ocymapcTBeHHBIN apXuB JIOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoil obmactu B T.
MextypedeHcke», KOToOpoMy ObUIM TepelaHbl (YHKIMH YIpPa3JIHEHHOTo MeXIypeueHCKopro
¢wmmana "'ocynapctBenHoro apxusa KemepoBckoit o0macTH.

01.06.2011r. Ha ocHoBanmu Pacnopsbxenus Kommermm AnmuHucrpanuu KemepoBckoit
obmactu ot 18.05.2011 r. Ne 380-p «O0 M3MEHEHHHM THIA CYIIECTBYIOUIMX OIOKETHBIX
VUpEXKICHUNH — TOCYJapCTBEHHBIX yupexaeHuii KemepoBckoit 007acTH, MOABEIOMCTBEHHBIX
apxXUBHOMY yrpaBieHHio KemMepoBckoii 001acTH, B LIEJSX CO3JaHUs TOCYAaPCTBEHHBIX Ka3eHHbIX
yapexaeHuii KemepoBckoit oOmactu» co3mgaHo [ocymapcTBEHHOE Ka3eHHOE YUYPEKICHUE
KemepoBckoii ob6mactu  «l'ocynapcTBEHHBIH apXUB JOKYMEHTOB IO JIMYHOMY COCTaBY
KemepoBckoii o6mactu B r. MexaypedeHCKe».

I'ocynapcTBeHHBIM Ka3eHHBIM yupexaeHueM KemepoBckoil obmactu ['ocynapcTBeHHBIIH
apXuB JIOKYMEHTOB 110 JINYHOMY cocTaBy KemepoBckoit o6sactu B I. MexaypedeHcKke pyKOBOIUT
JUPEKTOP.

OcHoBHBIMY 3a7a4aMu 1 '0CyJapCTBEHHOTO apXUBa SIBJISIOTCS:

1. ObecneyeHune COXPAHHOCTU U FOCYAAPCTBEHHDIN YYET LOKYMEHTOB MO IMYHOMY
cocTaBy ApxusHoro ¢oHaa Poccuiickoin Peaepaumu.

2. ObecneyeHne coUMaNbHOM N NPABOBOM 3aLMTbI FPaXKAaH.
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3. McnonHeHue 3anpocoB rocyAapCTBEHHbIX, MHbIX YUPEKAEHMN, rpaxKaaH no JOKyMeHTam
YypeskaeHus, BblAava UM apXMBHbIX CMPaBOK COLMAsbHO-MPaBOBOro XxapaKrepa O NOATBEPKAEHMM
CTaxka paboTbl, ILFOTHOIO CTaxa paboTbl, 0 3apaboTHOM NnaTe NpeaocTaBneHNEe AOKYMEHTOB NN UX
KOMnu.

B nacrosimee Bpemst B ['ocynapcTBeHHOM yupexaeHUH xpaHutcs 51 GoHz nmo auaHomy
coctaBry, 29033 enuHMIIBI XpaHEHUs. 3a STUMH JOKYMEHTAMH CTOST CyAbOBI JIt0/1ei. B ocHOBHOM
9TO TSKEIIbIM, HO MTOYETHBIN TPy L1axTepa. 1 oCy1apCTBEHHBIN apXUB IIOMOraeT BOCCTAaHOBUTH
dakT TpyaoBoi omorpaduu, IS MOTYICHUS TPYIOBON MEHCHH, HAYUCICHUH PETPECCHBIX UCKOB
VHBaJIUIAM Tpya.

CIINCOK
¢donmoB ['ocynapcTBeHHOT0 Ka3eHHOTo yupexaeHus: Kemeposckoii obnactu
«I"ocynapcTBEHHBIN apXUB JOKYMEHTOB I10 JIMYHOMY COCTaBY
KemepoBckoit o6nacTu B I'. MexaypedeHCcKe»

no coctosganro Ha 01.01.2012r.

No HaumenoBanue ¢onzaa Ne Koin-Bo Kpaitaue
@onoa OTHCH Enunun JTaThI
XpaHeHHs
P-1 /loyepHee  OTKpPHITOE  aKIHOHEPHOE 1 n/c 420 1978-2004
00111ECTBO
""YrpaBnenue

[MaTepuanbHO-TEXHUYIECKOTO CHAOKEHHS
OTKPBITOTO ~ aKIIMOHEPHOTO  OOIIECTBA]

"YroneHas xommnanus Kys6accyroms"

r.JIenunck-Ky3Henkuii

P-2 ToBapHIIECTBO € OrpaHUYEHHOU 1 1/c 96 1991-2001

(OTBCTCTBECHHOCTBIO

HpOI/ISBOHCTBeHHO-KOMMCp‘IGCKaﬂ

bupma "Tpuama”

r.MexypeueHck

P-3 Kommepueckuit AKIUOHEPHBIN 1 1/c 54 1993-2000

0ank "Ky30accconoank"
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r.MexypeueHck

P-4 OTKpEITOE aKIMOHEPHOE 1 n/c 465 1958-2000
oOmectBo "CrTpouTenbHas HHIYCTPHUS"
r.MexxaypedeHck
P-5 OTKpBITOE aKIMOHEPHOE 1 n/c 824 1934-2003
0011IECTBO "OnTOBO-3aKyNIOYHAS
cOpITOBas 6asza"
r.Jlenunck-Ky3Heukuii
P-7 AKunoHepHOE 00111eCTBO| 1 a/c 3009 1954-2000
oTkpbITOoro Tuna "llaxra "Haropaas"
r.HoBoky3Heuk
P-8 locynapcTBeHHOE — MPEANPHUSATHE 1 1/c 2410 1962-2003
"[IlaxTa umenu JI.[{.IlleBsikoBa"
r.MexnaypeueHck
P-9 OTkpbITOC AKIIHOHEPHOE 1 1/c 118 1965-2004
oO1recTBO "J{opoKHUK"
r.MexnypeueHck
P-10 OTkpbITOE aKI[HOHEPHOE 1 1/c 1184 1969-2003
0011IeCTBO "YronbHas KOMITaHUS
"Ky3nernkyromns" r.HoBoky3Hek
P-11 3akpbITOE aKIIMOHEPHOE OOIIECTBO 1 1/c 99 1971-2002
IPeMOHTHO-CTpOUTENbHAS ¢bupma
"TIpopad" r.MexaypeueHCK
P-12 OTKpBITOE AKI[HOHEPHOE 1 71/c 113 1962-2005
001I1ECTBO "MexaypedeHCKHe
[ICHTpAJIbHBIC 9JIEKTPOMEXaHUYECKHUE
[macTepckue"
r.MexypeueHck
P-13 OTKpBITOE AKI[HOHEPHOE 1 71/c 149 1970-2003
o61mecTBo "benoBckuii MacokomMOuHaT"
r.benoso
P-14 OTKpbITOC AKIIMOHEPHOE 1 n/c 1915 1960-2005

obmecTBo "lllaxTta "3pIpssHOBCKAS"

r.HoBoky3He1k
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P-15 OTkpbITOE AKLUOHEPHOE 1 1/c 1404 1956-2005
o6mectBo "lllaxra "HoBoky3Henxkas"
r. HoBoky3Henk
P-16 OOmecTBO € OrpaHUYEHHON 1 1/c 17 1999-2004
OTBETCTBEHHOCTHIO "OxpaHHOe
npeanpusitue ""apant-Cepsuc"
r.MexaypedeHck
P-17 locynapcTBeHHOE — TIpeaNpHsTHE 1 1/c 2043 1949-2005
"[1laxTa "baiinaeBckas"
r.HoBoky3Heuk
P-18 OTKpBITOC aKIIMOHEPHOE 1 n/c 12 2003-2005
obmmectBo "IIpomcTpoit”
r. MexaypeueHck
P-19 O011eCcTBO C OTpaHUYICHHOU 1 a/c 9 1997-2003
OTBETCTBEHHOCTHIO "Tronpnan"
r.MexaypedeHck
P-20 MyHunIMnaibpHoe YHUTapHOE 1 71/c 529 1969-2002
npennpustue "Boaokanan"
r.MexnypeueHck
P-21 OTkpbITOE aKI[HOHEPHOE 1 1/c 4296 1932-2003
obmmectso "IllaxTa "Konpuyruackas"
r.Jlennnck-Ky3nenkuit
P-22 Ounuan  "Jlenunckyrons" OAO 1 1/c 1965 1978-2003
"YroneHas xommanus "Kysb6accyromns"
r.JIennnckKy3Heuxuit
P-23 MyHHIMIaTbHOE YHUTapHOE 1 71/c 164 2002-2004
peanpusiTHe
"'BotonpoBoIHO-KaHATU3aIIMOHHOE
X03s11CTBO"
r.MexzaypedeHck
P-24 AKIHOHEpPHOE 00111eCTBO 1 n/c 155 1981-1995

oTKpbITOro Tuma "IllaxTompoxoayeckoe

ynpasineHue Ne 2"

r.HoBoky3Herk
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P-25 OTkpbITOE AKLUOHEPHOE 1 1/c 1225 1964-2000
o6mmectBo "Ilaxra "Tomckas"
r.MexaypedeHck
P-26 OTkpBbITOC aKI[MOHEPHOE 1 1/c 1681 1960-2003
00IIIECTBO "I'pamMOTEeHHCKOE
[raxtoymnpasieHue" r.benoso
P-27 OTkpbITOC AKIIMOHEPHOE 1 1/c 1050 1975-2005
001ecTBo "YnpaBlieHHE IO MOHTAXY,
ITEeMOHTa)Ky U PEMOHTY T'OPHOIIAXTHOTO
o0opynoBanus" r.HoBoky3Henk
P-28 HouepHsis XomnmuHrosasy 1 1/c 622 1955-2002
[koMmmanns ~ OTKpbITOE  aKIMOHEPHOE
obmrectBo "Paspes JlucTsiHCKHN"
rHoBoky3Heuk
P-29 OTkpbITOC AKIIHOHEPHOE 1 1/c 420 1970-1993
oOmecTso "JIncTBsaHCKasg aBToOa3a"
r.HoBoky3Henk
P-30 OTkpbITOE AXIMOHEpHOE 1 1/c 91 1994-2000
o6mecTBo "HoBoky3HenkpeMcTpoi"
r.HoBoky3Henxk
P-31 OTkpbITOE AXIHOHEpHOE 1 71/c 13 1992-1997
oOmectBo "3aBox "Crpoiinerans"
r.HoBoky3Heuk
P-32 OAO "DKcIepeMeHTATBHBIH 1 n/c 117 1976-2001
3aBox"
r.HoBoky3Heuk
P-33 OO01ecTBO C OTrpaHUYEHHOM 1 n/c 8 2005-2006
OTBETCTBEHHOCTBIO "ITpomcTpoit”
r.MexypeueHCcK
P-34 3aKphITOE aKIIMOHEPHOE 0OIIECTBO 1 n/c 138 1995-2005
[[laxTa "Yraoexon"
r.MexypeueHck
P-35 OAO "OObenuHeHHasl yrojbHas 1 n/c 373 1973-1982

[xommanus "IOxky36accyroius”

anaBneHMe JCTCKHUX JOIIKOJIbHBIX]
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YUPEXKICHUI,  COLKYJIbTOOBEKTOB U
CLIOPTCOOPY’KEHUI IPOU3BOJCTBEHHOIO

o0BpenmHeHns "HOxKy36accyromns”

r.HoBoky3neux

P-36 OAO "KuceneBckuraxroctpoit” 1 1/c 508 1950-1998
r.Kucenesck
P-37 O0611eCcTBO C OTpPaHUYICHHON 1 a/c 8 2002-2006
OTBETCTBEHHOCTHIO
PCY
r.MexnaypedeHck
P-38 OOO XonguHroBas KOMITaHHS 1 1/c 225 1976-2006
"[Ipomiaxro-
cTpoimMexanuzanus”
r.MexnaypeueHck
P-39 OTkpbITOE aKI[HOHEPHOE 1 1/c 946 1947-2003
0011IeCTBO CrpowurenbHas ¢bupmal
"TomycaraxTocTpoi”
r.MexnypeueHck
P-40 OOmmecTBO € OrpaHUYEHHON 1 71/c 12 1992-2007
OTBETCTBEHHOCThIO "Marazun Ne 25"
r.MexaypeueHck
P-41 OOmiecTBO € OrpaHUYEHHON 1 71/c 10 2006-2008
OTBETCTBEHHOCTBIO "CrpoiikoHTpaKT"
r.MexaypedeHcK
P-42 3aKpbITOE aKIIMOHEPHOE OOIIECTBO 1 71/c 24 1997-2004
"ToMycHHCKOE JIOKOMOTHBHOE  Jero"
r.MexypeueHCcK
P-43 3akpbITOE aKIIMOHEPHOE 0OILECTBO 1 71/c 38 1994-2008
"Cubuput-1"
r.MexzaypedeHck
P-44 OO0mecTB0O ¢ OrpaHHYCHHOM 1 n/c 10 2004-2008

(OTBCTCTBCHHOCTBIO

"MexypeueHCKIIaXTOCTPOHMOH
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"

Taxx

r.MexnaypedeHck

P-45

O0611eCcTBO C OTpaHUYICHHON

(OTBCTCTBCHHOCTBIO

"MexaypedeHckas Tumnorpadus”

r.MexnypedeHck

1 n/c

2003-2008

P-46

O0611eCcTBO C OTpPaHUYCHHOU

(OTBCTCTBCHHOCTBIO

"Crpoii-Ac"

r.MexnypeueHck

1 n/c

2006-2009

P-47

OO0mectBO ¢ OrpaHMYCHHOU

(OTBCTCTBCHHOCTBIO

" TopoxHuK"

r.HoBoky3Heuk

1 n/c

2003-2009

P-48

MexnaypeueHckuit prmuaan OAO|

IAKB "Ky30accipomObaHK"

r. MexxaypeueHck

1 n/c

42

1961-2000

P-49

O011EeCcTBO C OTrpaHUYEHHOM

oTBeTCTBEHHOCTEIO "Tomb-MHBecT"

r. Kemeposo

1 n/c

2006-2009

P-50

OO0mecTBO ¢ OrpaHMYCHHOU

oTBeTcTBEHHOCTEIO "[lomroc"

r. MexaypedeHck

1 /¢

13

1999-2009

P-51

OO0mecTBO ¢ OrpaHMYCHHOU

0TBETCTBEHHOCTHIO "['pant”

" r.MexaypedeHcK

1 n/c

15

2006-2010

P-52

OOmecTBO ¢ OrpaHUYEHHON

(OTBCTCTBECHHOCTBIO

"Boctok-Tpansur-M"

r.MexypeueHck

1 /¢

2001-2009
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P-53

OO0mecTB0O ¢ OrpaHHYCHHOM 1 n/c 9 2006-2009

0TBeTCTBEHHOCTHIO "Tenexom ycmyra"

r.KemepoBo

P-54

OO0mecTBO ¢ OrpaHUYCHHOM 1 n/c 8 2005-2010
OTBETCTBEHHOCTHIO

"TIpomiaxTocTpoRMOHTaXK"

r. MexaypeueHck

P-55

OO0mecTBO ¢ OrpaHUYCHHOM 1 n/c 346 1976-2000

(OTBCTCTBCHHOCTBIO

"TIpuromckas aBToOa3za"

r.MexaypedeHck

P-56

O011EeCTBO C OTpaHUYCHHOU 1 a/c 15 2001-2011

(OTBCTCTBECHHOCTBIO

"MTC"

r.MexnypeueHck

P-57

OO0mmEecTBO ¢ OrpaHUYCHHOM 1n/c 77 2003-2010

(OTBCTCTBCHHOCTBIO

"Asusg"

r.MexaypedyeHck

I'KYKO «l'ocynapcTBeHHBIH apXuB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoit
o0nacTti B I. MexypeueHCKe» MPe0CTaBISET YCIYTH IOPUANYECKIM JHIaM:

. MCMOJIHEHMe 3aNPOCoB, MOCTYNAOLWMX OT dpeAepanbHbIX OPraHOB rocy1apCTBeHHOM
BN1aCTU, OPraHOB BNACTU Cy6bEKTOB PO, opraHOB MECTHOrO CaMoyrnpaBneHus, cyaa, MpoKypaTypbl, ;

. MCMOJIHEHME 3aNPOCOB yUYpeXAeHNi-GoHA006pasoBaTeNel N0 JOKYMEHTaM UX
apXxuBHbIX POHA0B A1 CNYKeBHOro NoNb30BAHNS;

. OKa3aHWe KOHCY/bTaTUBHO-METOANYECKOW NOMOLLM
yupexaeHuam-poHaoobpasosaTensm no Bonpocam paboTbl BEAOMCTBEHHbIX apPXMBOB M OPraHU3aL UK
DOKYMEHTOB B €/10NPOU3BOACTBE;

o KOHCY/IbTUPOBaHME HOPUANYECKMX 1L, NO BONPOCaM AOKYMEHTaLMOHHOro obecneyeHus
ynpaBAeHns U apxXMBHOro Aena;

o npuem Ha XpaHeHne JOKYMEHTOB MO IMYHOMY COCTaBY MKBUAMPOBAHHbIX U
peopraHM30BaHHbIX NPEANPUATUI U yUpeXKaeHUI pa3indHbIX Gopm cobBCTBEHHOCTY;

o ynopsfoyeHue AOKYMeHTOB, GopMUpPOBaHME M 0DOPMAEHNE aPXUBHbBIX A/ NO 3asiBKam
opraHusaunii;

o KOHCY/IbTUPOBaHME OPUANYECKMX U GUINYECKUX ANL, MO BONPOCam

AOKYMEHTALMOHHOIo obecneyeHus ynpasaeHnAa n apxmBHoOro gena.
I'KYKO «l'ocynapcTBEeHHBI apXWB JIOKYMEHTOB IO JMYHOMY cocTaBy KemepoBckou
o0nacty B . MeXypeueHCKe» MPeAOCTaBIsAET YCIYyTH (PU3UUIECKUM JIUIaM:
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. WCNOJIHEHWNE 3aMPOCOB, CBA3AHHbIX C COLMANbHOM 3aLLMTON rpaxaaH,
npeaycmMmaTpuBatoLLen Nx neHCMoHHoe obecrneyeHune, a TakKe 4/1A NOJyYEeHUA 1bFoT U KOMMEHcauui B
COOTBETCTBMM C 3aKoHOAaTeNbCTBOM Poccuitckon ®egepaumm.

. Bblaaya ay6sMKkata, nepeodopmaeHne apXmMBHOM CrpPaBKN B3aMeH YTPaUYeHHOM,
N3roTOB/AIEHNE HECKO/IbKMX 3K3EMMIAPOB apXMBHOM CNPaBKY;

o NoAroToBKa CNpaBKn 06 OTCYTCTBMW B apXMBE 3anpallMBaeMbIX JOKYMEHTOB;

. KOMMpOBaHWEe AOKYMEHTOB Ha ByMarKHOM OCHOBE TEXHMYECKMMU CPeacTBamMM apXMBa Mo

3anpocam rpaxaaH.

B I'KVY KO «I'ocynapcTBeHHBII apXUB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoii
o0acTy B . MexypedeHcKe» BeeTCs JIMUHBIN PUEeM IPaXk1aH U MUCbMEHHbIX 0OpalleHu 1o
BOIIPOCAM:

1. MoaTsepXaeHVe TPYAOBOrO CTaka.

2 NMoaTsepxaeHMe cTaxa paboTbl B 0COObIX YCNOBUAX TPYAA  (NbrOTHOTO CTaxa).

3. MpepocrassieHne cBegeHMUA O pa3mepe 3apaboTHOM NaaThbl:

. ana LleHtpa 3aHATOCTH
ana MeHcnoHHoro poHAa
ana opopmneHma 60NbHNUYHOTO NCTA
Ana PoHAa CoLMabHOTO CTPAXoBaHUA
MNoateepxaeHne pakTa HarpaxKaAeHUsa Uan NPUCBOEHUA NMOYETHOIO 3BaHMUA.
NoaTeepkaeHWe GpaKTa HECYACTHOTO CNYYas Ha NPOU3BOACTBE.
MNpeaocTaBneHVe CBEAEHWIN O MePEMMEHOBAHMM NPEANPUATUA.
. MpepocTaBieHMe apXMBHbIX KOMUN AOKYMEHTOB.

Odopmnenune 3ampoca. 3ampockl OT TpaXkIaH NPUHUMAIOTCS Ha  OJIaHKax
AHKEThI-3asIBJICHUS.

JInuHO 0OpaTUTHCS MOXKHO M0 ajipecy: I. MexaypeudeHck, 1. [lupokuii nor

[Ipu nuyHOM OOpalieHuu He0OXOAUMO IIPU ceOe UMETH:!

. nacnopt

. KOMUIO TPYA0BOM KHUKKM (C TUTY/IbHBIM IUCTOM).

IIpu oOpameHnMM MO MOYTE K aHKETE-3asBJICHHIO HEOOXOIUMO MPHJIOKHUTH KOIHUIO
TPYJAOBON KHUKKU (C TUTYJIbHBIM JIUCTOM).

Bwn e

B cilyyae yTpaThl TPYZAOBOM KHHUKKH npu 3aIr0JIHEHUH
AQHKETBI-3asIBJICHUS  HEOOXOJMMO MaKCUMaJIbHO TOYHO yKa3aTb TIOJ HpHeMa U  ToJ
YBOJIBHEHHUS.

3anpocsl OT IOPUAMYECKUX JIUL AOJKHBI ObITh 0opMIIeHBI Ha OjaHkax opranuzauuu. 1o
TesneoHy, ¢akcy 3ampochl He NpuHUMarTcsa. VHpopmannio O rOTOBHOCTH CIIPaBKH MOKHO
MOJIYYHUTh 110 TeNe(OHy apXuBa.

[Tpu HaMMUMU B aHKETe-3asBJICHUN KOHTAKTHOTO TenedoHa 3asBUTEN0 Oy1eT COOOIIEHO 0
TOTOBHOCTHU CITPABKHU.

Brigaua cnpaBok. Bpigaua TOTOBBIX CIPaBOK OCYLIECTBIISIETCS IPU NPEIbSIBICHUH
[acropTa Ui UHOTO JOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTb.

B ciydae nmonydeHus cpaBKH [TOCTOPOHHUM JIMIIOM HEOOXOAMMO HAJIW4HMe Macropra u
IOPUAMYECKU 3aBEPEHHOM JoBepeHHOCTH. Ecin 3ampoc oTHOCHIICS K KaTeropuH IJIaTHBIX YCIYT,
3agBUTENI0 HEOOXOAMMO MPEIbSBUTH OIUIAYCHHYIO KBUTAHLMIO. VIHOTOPOIHUM 3asBUTENSIM
CIIPABKH OTIIPABJISIFOTCS 110 TIOYTE MPOCTHIM MHUCbMOM.

Tema 3. @opmuposanue TUYHBIX 0€Sl COMPYOHUKOE
B nmepByro ouepens oTMETHUM, YTO BEACHHE JTUYHBIX el paOOTHHKOB HE 00s3aTENILHO B

OTHOIICHUH BCEX KaTeropuili paboTHUKOB. O0s3aTenbHOE BECHUE JIMYHBIX JCI MPEIyCMOTPEHO,
HaIlpuMep, Ha TOCYIapCTBEHHOMN TPaKIaHCKON CITY»KOE B COOTBETCTBUU CO CT. 42 denepaabHOTO
3akoHa OT 27.07.2004 Ne 79-®3 «O rocynmapCTBEHHOW TpaxkJIaHCKOH ciyx0e Poccuiickoi

Oeneparuny (nanee - 3aKOH O TOCYAAapCTBEHHOW ciyx0e). s ocrainbHBIX pabOTHHUKOB
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00513aTeIbBHOCTh U MOPSA0OK BEACHMS JIMYHBIX JEI MOXKET ONpPEAENAThCS JIOKAIbHBIMU
HOPMAaTUBHBIMM aKTaMU paboToaaTes.

Taxk, TMYHBIE Aesa MOTYT BECTUChH KaK Ha BCEX paOOTHUKOB, TaK U Ha ONPEAEICHHYIO UX
Kareroputo. Ha npeanpusatusx iauuyHble Jena 1enecoo0pa3Ho BECTH Ha CIIEAyHOIUEe OCHOBHbBIE

KaTCropnuun pa6OTHI/IKOB2

1. pyKkoBoauTenu (rnasa npeanpusaTUA, ero 3amMmecTuTen, MOMOLLHUKK);

2. PYKOBOANUTENUN CTPYKTYPHbIX MOAPA3AENeHNIA U UX 3aMeCTUTENN;

3. rnaBHble (Begylume) cneumanmcTol;

4. PaboTHWMKK, Ha KOTOPbIX BO3/10XKEHA NOJIHAsA MaTepuasbHas OTBETCTBEHHOCTL;

5. PaboTHWMKK, BKNOUYEHHbIE B KaAPOBbIN pe3eps ANS BblABUKEHWA HAa Hanboee BaXKHble
[OJIKHOCTY;

6. paboTHMKMK, obecneunBatowme GpyHKLMOHMPOBAHME opraHa (annapara) ynpasaeHus

AeATe/IbHOCTbIO NPeAnpPUATUS.
OpHako BO MHOTHX OpraHM3alUsaX JHWYHBIE Jiela BEAyTCs Ha BceX pPaOOTHHUKOB

HE3aBUCHMO OT CTaTyca M BBINOJIHSAEMON paboThl (BKJIOYasi TEXHUYECKUH MEPCOHAN), TaK Kak
JMYHOE JIEJIO - YpE3BBIYAHO yIOOHBIH UCTOYHUK HH(POPMAIIUN O KaXJI0M PabOTHUKE: B OJHOU
namnke coOpaHbl BCE KOMUU JMYHBIX JOKYMEHTOB PaOOTHHKA, MPUKA30B MO ITOMY PaOOTHUKY H
JIpYTHe JOKYMEHTHI.

Tak Kak B Te€X CiIyYasX, KOTJa pedb He UAeT 00 0OpMIICHHH KaIpOBBIX JJOKYMCHTOB Ha
TOCYJAPCTBEHHON T'PaKIaHCKOW CIy»)0e, BOIMPOCHl C BEIECHUEM JIMYHBIX e PaOOTHUKOB
pemiaioTcs Ha yCMOTpeHue paboTomaTens, TO pa3paboTKa M YTBEpKIEHUE JIOKaIbHOTO
HOPMATHUBHOTO aKTa JTUIIHUMHU COBEPUICHHO TOYHO HE OYayT.

[Ipn nHanmuumu B Bameid opranuzauuu WMHCTpyKIMK 1O KaJpOBOMY JE€IONPOU3BOJICTBY,
JIOTUYHO, €CITU OTIENBHBIM €€ paszien OyaeT TOCBSIIEH HMEHHO BEIACHUIO JUYHBIX el
COTPYAHHUKOB.

Takoil pa3men MokeT OBITh BKIIOYEH H B COCTaB JPYrUX JIOKAJIbHBIX aKTOB,
pEerIaMeHTUPYIOIIUX TOPSA0K 0GOPMIICHHS U XpaHEHUS KaJpOBbIX JOKYMEHTOB.

Hekotopsie paboTtomaTenw MPEANOYUTAIOT pa3paboTaTh OTACHBHBIA  JTOKYMEHT,
y'-II/ITI)IBaIOH_[I/Iﬁ BCC€ HHOAHCHI BEICHUS JIMYHBIX OCII.

HesaBucumo ot BbIOpaHHON BamMu (OpPMBI MPHU pPErIAMEHTAIUU PabOTHl C JTUYHBIMU

JAc1aMun HCO6XO,Z[I/IMO YTOYHUTH:

1. KaTeropmm paboTHMKOB, Ha KOTOPbIX BEAYTCA NYHbIe Aena (byayT 3To BCe COTPYAHWUKM
OpraHun3aumm Uau, Hanpumep, TONbKO MEHEAMKEPbI BCEX 3BEHLEB YNPaBieHNA);

2. cnocob GpopmMMPOBaAHUA IMYHbIX AEN;

3. COCTaB AOKYMEHTOB JINYHBIX AeN (B TOM YMC/ie C YKa3aHWEM Ha TO, KaKue LOKYMEHTbI
NOALWMBAIOTCA B OPUTMHANAX, @ KaKMe B KOMUSAX);

4. nepeyeHb /1ML, OTBETCTBEHHbIX 33 BEAEHWE U XPaHEHMWE JINYHBIX 4e;

5. NopsAAOK BEAEHUA INYHBIX gen;

6. NopsAAOK 0O3HAKOMIEHUA PaBOTHMKOB C AOKYMEHTAMM, XPAHALMMUCA B IMYHBIX AENaX;

7. NOPSAAOK XPaHEHWUA IMYHOTO AeNa Noc/e YBOJIbHeHUA paboTHUKA; 4PYryto
nHbopmaumio.

KHura (kypHa) yueTta JUYHBIX JI€]1 MOXKET COJEPKATh CIEAYIOIINE CBEECHU:
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vk wN e

nopAAKOBbLIN HOMep Aena;

dbammnma, MaA, 0TYECTBO COTPYAHUKA;

JaTa nepBoHavyanbHoro GopMmmnpoBaHna Aena;
JaTa nepefayuv Aena B apxus;

Apyrve ceeaeHMA No YCMOTPeHUIo pabotoaartens.

(DOpMI/IpOBaHI/IC N BCACHUC JIMYHBIX ACJI, KaK Mbl YX€ OTMETHUIIN, OCYHICCTBIACTCA B

COOTBETCTBUH C IIpaBWJIaMKW BCIACHUA OCIIOIPOMU3BOJACTBA, HeﬁCTBYIOHIHMH Y KOHKPETHOI'O

paboronarets.

[lepBoHAUaIBHO B JIMYHOE JIEJI0 TPYNIUPYIOTCS TOKYMEHTHI, O(hOpPMIISIONINE MPOIEeCcC

npueMa Ha pa60Ty, a BIIOCICACTBHU - BCE€ OCHOBHBLIC JOKYMCHTBI, KaCarOIUCCs pr,HOBOfI

JACATCIIbHOCTH pa6OTHI/IKa.

KHHTA
yueTa IHYHEIX [Ie/1 COTPYAHHKOB OAO «CarypH»

Howme, CrpykrypHoe ghm Aata
P @.11.0. paboTHmKa JOTKHOCTE paGoTHHKA PYKTYP dopmuponanna nepegaun
Aena HO.IPJ lenenne
ena Aena e IPX)IB
1 2 3 E 5 6
05-15/110 | Cemerioga Ynea+a 3amecmumens fOpuduyeckul | 19.03.2012
BuxmoposHa HavaneHuka omoena |omden

Oco0biM nokymenToMm B coctaBe [IJIC siBasierca Jluunoe neno. OHO OOBIYHO

3aBOJHUTCA Ha pa6OTHI/IKa, IMOCTYIIMBUICTO B OpraHU3aluIo. HOKYMeHTI)I B JIMYHBIX J€JIax

pacmnojlararorca 1no Mepe HUX TIOCTYIUICHUA HU  CUCTCMATU3ZUPYIOTCSA B CJ'IC,Z[YIOH_ICﬁ

noCICA0BAaTCIBbHOCTHU!

1.

KR W

BHYTPEHHAA ONWUCb AOKYMEHTOB, UMEIOLLMXCA B IMYHOM AeNE;
3anaBneHue o npueme Ha paboTy, HanpaB/ieHNe UAK NpeacTaBAEHME;
AHKeTa (IMYHbIA INCTOK MO y4eTy Kaapos);

AsTobuorpadus;

JoKymeHTbl 06 06pa3oBaHMK U T.4.;

I[OI(YMCHTLI B JIMYHBIX ACJIaX pacCIlojiararoTcsd 1mo Mepec ux MmOoCTYIJICHU.

@®opMUpOBaHUE PACHOPAIUTE]BLHOI JOKYMEHTAIIUM 10 JIMYHOMY COCTaBy —

npukasbl. [Iprkasel Mo TMYHOMY cOCTaBy (OPMUPYIOTCS B Jiefia B 3aBUCUMOCTU OT CPOKOB UX

XPaHCHUA. HpI/I 9TOM CJICAYCT NMOMHHUTBH, YTO 3allpClIacTCsd TIpynirupoBatb B OIAHO HACIIO

JOKYMCHTHI C pa3HbIMU CPOKAMU XPAHCHUA.

101



B cootBercTBHM ¢ THITOBBIM IEpEYHEM NIPUKA3BI IO JIAYHOMY COCTAaBY UMEIOT 1B CPOKA
XpaHeHus: 75 neT u 5 jer.

K npukaszam, uMeromumM 75-1eTHUI CPOK XPaAHEHUH, OTHOCATCH: IIPUKA3bI O IIPUEME,
YBOJIbHEHUH, NEPEMELICHUH, IIPEMUPOBAHNUH, MOOLIPEHUH, IIUTEIBHBIX OTIYCKax IO yXOZy,
JUIMTEIbHBIX KOMaHAupoBKax. K npuka3am, MMeoluM S-JIeTHHH CPOK XPAHEHH S, OTHOCATCSH
IPUKa3bl O MPEAOCTaBICHUU OUYEPEIHBIX M YUEOHBIX OTIIYCKOB, JE€XKYpPCTBaX, B3bICKAHHUSX,
KpPaTKOCPOYHBIX KOMaHAUPOBKaX.

[IpakTHKa HCIIOIB30BAHMSA JOKYMEHTOB IO JIMYHOMY COCTaBy IIOKa3bIBAaeT, 4TO IIPU
3HAYUTENbHBIX 00bEMax MPHUKA30B 10 JUYHOMY COCTaBYy, UMEIOIIMUX 75-JETHUI CPOK XpaHEHMUs,
nenecoobpasHee ux (HopMHUpPOBATH B Jieia MO BOMpOcaM JesTeNbHOCTH. Hampumep, oTaenbHO
IrpyNIUpoBaTh B Jejia NpUKa3bl O IPUEME, YBOJIbHEHHUH, NEPEMELIEHUN PaOOTHUKOB, TO €CThb
IIPUKa3bl, CBA3aHHBIE C HUX TPYAOBBIM CTaXeM, M OTACIBHO IPHUKa3bl O IPEMUPOBAHUM,
HOOILPEHUH U T.J., TO €CTh IPUKA3bl, B KOTOPBIX COJIEpKATCs CBEIeHUs 0 3apaboTHOM 1uiate. [Ipu
3TOM B KaXKIOM JieJie IPUKa3bl UMEIOT CBOIO CAMOCTOSITENIbHYIO BAJIOBYIO HyMEPALUIO.

[Tpuxa3sbl, pacopspKEHUS U IPYrHe paclopsiAUTEIbHbIE JOKYMEHTHI 10 JIMYHOMY COCTaBy
(bopmupyIOTCS B Jief1a B MpeJiesiax OJJHOr0 KaJeHJapHOro rojia B XpOHOJIOTHYECKOM MOPSJIKE U C
OTHOCSILIMMUCS K HUM ITPHIIOKEHUSMH.

B cootBerctBuu ¢ «llpaBunamu opraHuszaliMM XpaHEHHUs, KOMIUIEKTOBAaHUSA, ydéra U
MCIIOJIb30BaHUsl JOKYMEHTOB apXMBHOIO (DOHAA POCCUICKON (enepanivi U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYINpAaBICHUS U
opraamzaiusax» ot 07.09.2015 r. pacnopsauTeNbHblE JOKYMEHTBI TPYNIUPYIOTCS B JA€ia IO
BUJAM, HE JoIyckaeTcss (opMHpOBaThb B OJHO JI€NO MPHUKa3bl U PACHOPSIKEHHS] C €AUHON
HyMmepanueil. To ecTb npukasbl, pacropsuKeHUs, yKa3aHusl TPYNIHPYIOTCS B CAMOCTOSITENIbHbIE
Jierna co CBOeH Hymepalue.

JIniieBple cyera mo 3apa60TH0171 jaTrc¢ COTpyAHHUKOB (I)OpMI/IpyIOTCSI B CaMOCTOATCIIbHBIC

JIeJia ¥ pacIoyiaratoTcsi B HUX 1o aingaBuTy haMuinii.

JInyHbIe KAPTOYKU PAOOTHUKOB TakKe (POPMUPYIOTCS B Jefia 1o andaBuTy (hamuimii.

I[To ucreyennn oJHOTO To/1a MOCIE 3aBepLIeHUs (POPMUPOBAHUS JIEIT B IEIOIPOU3BOJICTBE
OpOBOJIUTCS paboTa MO MX IOATOTOBKE K IEpefaye Ha XpaHEHUE B apxuB ydpexJeHus. B
cooTBeTcTBUH ¢ [IpaBuiaMu opraHU3anyy XpaHEeHUs, KOMIUIEKTOBAHHSI, YUETa U UCTIOIH30BaHUS
JOKYMEHTOB apXMBHOTO (DOHIA POCCHIICKOHN (epepanui W OPYruX apXWBHBIX JOKYMEHTOB B
rOCyJapCTBEHHBIX OpraHax, OpraHax MECTHOTO caMoymnpasieHus u opranuzamusix ot 07.09.2015
T. B ApXMB NOCTYNAIOT JOKYMEHTHI, B TOM YHCJIE 10 JMYHOMY COCTaBy, HE MO3/IHEE YEM Uepe3 TpU

rojia mocJjie 3aBepuieHus ux GOpMUPOBAHUS B IEIOIPOU3BOJICTBE.
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Odopmienue aen Mo JUYHOMY COCTaBY IPEICTABISET COOOM KOMILIEKC pabdoT Mo HX
TEXHUYECKON 00paboTKe BKIFOUYAIONIUI: TOMMIMBKY (MIEPEIUIET) NIe], HyMEpalrio JMCTOB Jea,
COCTaBJICHUE 3aBEPUTEIBHON HAANWCH, COCTaBJIEHHE, B HEOOXOAMMBIX CIy4asx, BHYTpPEHHEH
OIKCH JJOKYMEHTOB Jiena, 0popMiIeHHE 00JI0KKH Jena.

Jena moammBaroTcs B 4 TpOKOda B TBEPAYIO OOJOXKKY, W3 Jeia YJAISIOTCS BCE
MIOCTOPOHHHUE TPEAMETHI (CKpEeNKH, 3aKiIajku u jap.). HeBocTpeOGoBaHHBIE JTUYHBIE JTOKYMEHTHI
(arrectarbl, AUIUIOMBI) BKJIQJBIBAIOTCS B KOHBEPT M MOJIIMBAIOTCS B Jiejo. B koHue nena
MOJUINBACTCSl YUCTHIM JUCT WM OnaHk (OpMbl 3aBEPUTENbHOM Haamucu. B HeoOXOoauMBbIX
ClIy4yasx B Haudajge Jefla I[OJAIIMBaeTCs OJlaHK BHYTPEHHEW OIWCH JOKYMEHTOB, TJe
NEPEYUCIIAIOTCS BUJIbI JOKYMEHTOB U CTPAHUIIbl, HA KOTOPHIX HAXOJSATCS JIOKYMEHTBHI.

Bce nuctel nena, xpome OnaHKa JIMCTOB BHYTPEHHEM ONUCH U JIUCTA 3aBEPUTEIILHOMN
HAAMKUCH, HYMEPYIOTCS B Pa3BEpHYTOM BHJE B MPABOM BEPXHEM YIIy HPOCTHIM (YEPHBIM)
KapaHjaamoMm win TadymnstopoM. [loamuTeie B 1e70 KOHBEPTHI TaK € HyMEpYIOTCS (CHadana
KOHBEPT, IOTOM I10 MTOPSAJKY BCE BKIIOUECHHUS).

3aBepuTenbHAsE HAAMNKNCh COCTaBISAETCS TOJBKO HA OTAEJIIBHOM JIMCTE-3aBEpPUTENIE I10
yCTaHOBJIEHHON (opMe. 3ampeniaercss BHIHOCUTh €€ Ha 0OOPOT IMOCIETHEro JOKYMEHTa HIIU
000Ky Jnena. OHa BKJIIOYAeT CBEJIEHHS O KOJMYECTBEHHBIX IMapaMerpax Jefla U HX
OCOOEHHOCTSIX (JIUTEPHI, TPOITYIIICHHBIE JTUCTHI, TUCTHI C 000OPOTOM, KOHBEPTHI).

BHyTpeHHss onuch coCTaBIsAeTCs s JIMUHBIX JIEJI U COAEPIKUT CBEJIEHUS O MOPSAIKOBBIX
HOMEpax JOKYMEHTOB B HEHM, MX HMHJEKCax, Jarax, 3arojoBKax M HOMeEpax JIUCTOB Jeja, Ha
KOTOPBIX PACIIOJIOKEHBI 3T JOKYMEHTBHI.

K BHYTpeHHel orcH cOCTaBIIIETCS UTOTOBAs 3alKCh, B KOTOPOU yKa3bIBaeTcs UppaMu U
MPOIMKUCHI0 KOJIMYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB U KOJIMYECTBO JINCTOB BHYTPEHHEU
onvcyu. BHyTpeHHss onuch NMOANMCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM JIOJDKHOCTH U JAThl
COCTaBJICHUS.

[Tpu n3MeHeHnu cocTaBa JOKYMEHTOB Jiefia (U3bSITHH, BKIIOUEHUN TOKYMEHTOB, 3aMEHE
UX KOIHUSMHU) OHU oTpaxkarorcsa B rpade «lIpumedanue» co CHOCKOW Ha HOMepa BHYTpEHHEU
onucu. MokeT ObITh COCTaBIIEHA U 0C00asi OMUCH ITUX U3MEHEHUH.

O0noxKa AcJ1a 110 JINYHOMY COCTaBy COACPIKUT CICAYIOIUC PCKBU3UTHI:

. HauMeHOoBaHWe opraHM3aumMm, NOAYUHEHHOCTb, HAMMEHOBAHME CTPYKTYPHOrO
noApaszeneHus;

. WHAEKC Aena;

o apxuBHbIM WKdp aena;

. 3aro/I0BOK Aena;

. KpaliHuWe paTbl gena;

. KOJ/IMYECTBO INCTOB AeNa;

. CPOK XpaHeHun aena.
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HpI/I OTOM HAMMCHOBAHHUC OpraHu3allii YKa3bIBACTCA IIOJIHOCTHBIO, B MMCHHUTCIBHOM
nagacxke, ¢ yKkasaHuceM I10JIHOI'0O HAMMCHOBAHHUA OpPraHu3aluu, KOTOpOﬁ OHa HEMIOCPCACTBCHHO
NOAYHMHCHA, TaK K€ B HMMCHHUTCIIBHOM IIaaCxKC. Ecmu cama opraHu3anysa WJIW BbIIICCTOAIIAsA
opraHusanusa UMCHOT O(l)I/IHI/IaJ'II)HO IIPUHATOC COKPAICHNE HANMEHOBAHU A, TO OHH YKAa3bIBAIOTCA B

CKOOKax 1mocJje MOJHOro HauMEHOBaHHA.

Kop roc. apxvea
Kon opraHvaaumm

& oh T

g N "UD

L3N "D

{HanMBHORAHHE APXHBHOND YUDEeNeHHA)

QBGUWECTRO C OfDAHWHENHOR OTBETCTBEHHOCTEIO
TEXHOTKAHD TEKCTWNE"

Gy xrantepus
{HaumseHoBaHHME OPraHHIAUME ¥ CTRYRTYPHOMD Mogoazgenatud)

OEJTO Ne_ 9 TOM Ne_1_

Haxsarto 01.01.2000
Oxonygeno 31,12, 2000

{Kpaitnme fatel)
@ Mo 1 Ha _ 248 nicTax
e Apanate 75 net
On. Me 2nfc
ONeg
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JlmaHoe neno mpencTaBisieT co00i COBOKYITHOCTh TOKYMEHTOB, COJIEPIKAIIUX CBEICHUS O
pabotHuke. Bce IOKyMEHTBI, OTHOCSIIMECS K JIMYHOMY Jely, MO Mepe IOCTYIUICHUs
MOJIIUBAIOTCSA B MANKY-CKOPOCIINBATENb.

JlnuHble fena MOTYT 3aBOJUTHCSA Ha BceX PaOOTHMKOB OpPraHU3AlMH, OJHAKO, TJIABHBIM
00pa3oM, — Ha PYKOBOJSIIUN COCTaB U BEAYIIMX CICIHAIUCTOB. J{JI OCTaIIbHBIX paOOTHHUKOB,
KaK MpaBUjIo, OTPAHUYUBAIOTCS 0POpPMIIEHHEM JIMYHOM KapTouku 1o Gopme Ne T-2.

B cocraB nuyHOTrOo Aena BXOAAT CIEAYIONINE TOKYMEHTHI:

. BHYTPEHHSAA ONUCb AOKYMEHTOB, NOALWMUTbIX B IMYHOM AeNe;
. pestome;

o aBTobuorpadus;

. aHKeTa UM IMYHBIN IMCTOK MO y4YeTy Kagpos;

. Konuu JOKYMeHTOB 06 06pasoBaHuy;

. XapaKTEPUCTUKM Ha PaBOTHUKA;

. TPYAOBOW A0roBop (MOKET BXOAMTb B COCTAB JIMMHOIO AENa UM XPaHUTbCA OTAENbHO);
. KOMWUW NPMKA30B O Ha3HAYeHUN, NePEMELLLEHNN, YBOSIbHEHUMU;

. KONuA CBMAETENLCTBA O NOCTAHOBKE Ha YYET B HAa/IOFOBOM OPraHe;

. KonuA CTPaxoBOro CBUAETENbCTBA rOCyAapPCTBEHHOMO NEHCMOHHOIO CTPaxoBaHus;

. OOMNOJIHEHUSA K aHKEeTEe UAU IMYHOMY JIUCTKY MO Y4YEeTy KaapoB;

. pas/iMyHbIe CNPaBKKM, OTHOCALLMECA K AaHHOMY PaboTHMKY (Kpome CrpaBoK ¢ MecTa

YKUTENbCTBA, O COCTOAHWUM 34,0POBbA U APYrUX JOKYMEHTOB BTOPOCTENEHHOIO 3HAYEHMA, KOTOpbIe
rPYNNUpPYIOTCA OTAE/NbHO).

[Ipy HanMuuM XapakTEPUCTHKU C MPOLLIOr0 MecTa pabdoThl M PEKOMEHAATEIHHOTO
IUCbMa, MPEJICTaBICHHBIX NPU MOCTYIUIEHMM Ha paboTy, OHU TaKXe MOJIIMBAIOTCS B JIMYHOE
Jieno pabOTHHUKA.

JInuHble ena pabOTHUKOB PETUCTPUPYIOTCS B CHEIMATIBLHOM JKypHalle, XpaHATCs B ceilde
Y BBIJIAIOTCSI BO BPEMEHHOE M0JIb30BaHUE TOJIBKO ONPEAEICHHBIM JOKHOCTHBIM JIMIAM. 3allucu
Y U3MEHEHUS B JINYHBIE JIe]Ia BHOCATCS JIMIIAMH, OTBETCTBEHHBIMU 34 X BEJCHHUE.

JlnuHble nena yBOJEHHBIX WM YMEpPHIMX PaOOTHUKOB JOJIKHBI MepeaaBaThCsl B apXUB U
XpaHUTbCA 75 JET.

JlnuHOEe n€no BKJIIOYAET JOKYMEHTBI, OTpa)kalollue CBEAECHHUS O pPAOOTHHKE M €ro
TPYAOBOH NeSATEeIbHOCTH, JIU00 0 cTyneHTe U ero ooydenuu B BY3e. Kak npasuio, 1uuHoe aeno
(dbopMupyeTcsl B TEUEHUE ITUTENILHOTO NEpHOia BpeMeHH (Bce BpeMsi padoThl WK yueonl). OHU
BXOJAIT B COCTaB JOKYMEHTOB I10 JINYHOMY COCTaBY.

B Hacrosimiee Bpemsi JHMuYHBIE Jeda Ha paOOTHUKOB B 00s3aTENbHOM MOpPSAKE B
cootBeTcTBUU ¢ YkazoM [lpesunmenta P® ot 30.05.2005 Ne 609 nomkHbl OBITH 3aBEEHBI B
rOCy/IapCTBEHHBIX (MYHHUIMMNAIbHBIX) OpraHax BnacTH. Jlyig JOpyrux cdep AesTeIbHOCTH B
HOPMAaTHBHBIX JJOKYMEHTaX HET YIIOMUHAHUS 00 00513aHHOCTH BeIeHUS JIMYHBIX J1es. DaKkTHUeCKn
JUTst OOJIBIIMHCTBA OpraHU3alluii 3TO CTAHOBUTCS J1€J10M JOOPOBOJIBHBIM.

Tem He MeHee, NpaKkTUKa IOKa3bIBaeT, YTO (OPMHPOBAHME M CBOEBPEMEHHOE
KOMIUIEKTOBAHHUE JIMYHOTO Jiejla Ha pabOTHUKA MPUHOCUT MHOTO Mojib3bl. Ilockonbky Bce
CBEJIEHUS O PabOTHUKE CKOHIEHTPHUPOBAHBI U YMOPSAIOYEHBI B €IMHOM MecTe (CHOCOOCTBYET
Jy4lied COXpaHHOCTH JIOKYMEHTOB) M K HMM OO€CIeueH ONEepaTUBHBIM JOCTYI (CIOCOOCTBYET
OBICTpOMY MTOMCKY MH(OPMAIIUH 110 3a1pocCy).

CocTaB TOKyMEHTOB JIMYHOTO JieJia pabOTHHUKA:

. 3aABaeHue o0 npueme Ha paborty;

. TPpyAoBOe cornallueHne (KOHTPaKT), AONONHUTE IbHbIE COrNaLleHUs;

. JINYHBIA INCTOK MO YYETY KaApOoB U AOMNOIHEHUE K HEMY;

o aHkeTa (aBTobuorpadus);

. OOKYMeHTbl 06 ob6pasoBaHMK (Konuu);

. OOKYMEHTbI 06 yTBEpPKAEHUU B AOMKHOCTM (KOMMM UK BbINUCKK), B TOM YMCae 3TO

mMoryT 6bITb BbIMUCKU U3 NPOTOKO/10B yqpep,MTeneVl, AdKLMOHEPOB, Y4YEHbIX COBETOB, AOKYMEHTbI
KOHKYPCHbIX KOMMCCVIVI, pe3ynbTaTbl TECTUPOBAHUA,
. PEKOMEHAATE/IbHbIE MNCbMA UTN XaPaKTEPUCTUKUA;
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. [OMKHOCTHbIE MHCTPYKLUK (pernameHTbl);

. aTTecTauMOHHbIE INCTbI, OT3bIBbI, NPEeACTaBAEHMUS;

) MacrnopTHble AaHHble, CBUAETENLCTBO O bpake U T.4. (Konuu);

o 3aABAEHUA U NPUKaA3bl (KONMUK UK BbIMUCKM) O NepPeBoLe Ha APYIyo AOMKHOCTb,
npeAcTaB/ieHNs, CNPaBKN-00BbEKTUBKMY;

) OOKYMEHTbI O HAarparkAeHMM, HaJIOKEHUUN B3bICKaHUIA (Konun);

. cBeAEeHUn 0 A0X04axX, UMYLLECTBE M CMPaBKM NPOBEPKM NOSHOTLI U AOCTOBEPHOCTHU
OaHHbIX CBeAEeHUN (15 rocyLapCTBEHHON UM MYHULIMMANbHOM Cy»KObl);

) HeBoCTpeboBaHHblIe AOKYMEHTbI (CBUMAETENbCTBA, AUMNOMbI, TPYAOBbIE KHUMKKMK U T.M.);

) 3aABAEHUA U NPUKA3bl (KONUK UK BbIMUCKM) 06 YBOSIbHEHWUK, NEPEBOAE U T.4,;

. WHble AOKYMEHTbI B C/ly4ae HeE0BX0AMMOCTH, B YaCTHOCTU A/1A FOCYAapCTBEHHOM

Cnyx6bl — nogpobHee nocmoTpute YKas lMNpesngeHTta PO.

dopMHUpOBaHHUE JUYHBIX JIeT PaOOTHUKOB. PYKOBOICTBYIOTCS XPOHOJIOTHYESCKHUM
MPUHIUIIOM, T.€. JOKYMEHTBI B IMYHOE JI€JI0 PAaOOTHHKA MTOMEIIAIOTCS IO MEPE UX MOSBICHUSI.
[Tocne yBonbHEHHsS PabOTHHKA JUYHOE JIEJO CUUTACTCS 3aKOHYEHHBIM JEJIONPOU3BOJCTBOM U
TOTOBHTCS K mepeaye B apxuB. [Ipu aTom fiena rocciyskamux nepeaarTcs B apxus mocie 10 et
XpaHEeHUsT B KaJpoBOH ciyx0Oe (HOpMaTuBHOE TpeOOBaHUE, IOCKOJIBKY TMpU TEpPEeBOJIe
rpakAAHCKOTr'O CIYKAIEro B APYroil TOCYIapCTBEHHBINA OpPraH €ro JIMYHOE MECTO NEPEAAETCA MO
HOBOMY MeCTy pPa0OTbhl), OCTaJbHBIX PAOOTHUKOB — JKEJAaTeNbHO HE MO3qHee 3-X JIeT IMOoclie
3aBEPILIECHUSA UX JEIOIPOU3BOICTBOM.

BBuay BaXHOCTH JOKYMEHTOB, COCTABIISIOIIUX JIMYHOE JEJ0, TPEOYeTCs COCTaBISATh

BHYTPEHHIOIO OIUCH 10 ONpPEeNICHHOH (opMe, IIPU 3TOM OHA BCETZla HyMEpyeTcsl OTAEIbHO OT
OCTaJIbHBIX JIOKYMEHTOB JIeJIa.

BHYTPEHHAA OITHCDH
JIOKYMEHTOR eI Xp. Ne _ 05-15/110

Ne M Aara 3aroT0BOK JOKYMENTS POy, Tpisceyausne
AOKYyMONTA AOKYMeuTA TRCTOM Avia
1 2 3 4 5 6
! Hononriesiue K AUSHOMY AUCMKY NO ysemy I
xadpoe
2 19.03.2012 | Jlussed nUCmoK no ywemy kadpoe 2-3
3 19.03.2012 | Aemobuospadus <
4 | ON827527 | 26.06.2001 | Konus dunnoma 5
5 10/12-mad 19.03.2012 | Tpydosou doosop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste xa pabomy 12
Htoro JROKYMEHTOB,
fumjpamn 3 opoaN e |
KOnmuuecTeo MHCTOB BHYTpPeHHEH onucH
(amfpases w njazeco )
MHcnekTop Wupoxoea T.IO. llInpokona
(mcoama) (paces pposia aumzain)

19032012
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[IpuBeneM npruMep BHYTPEHHEN ONUCH Jielia, CO/IepKAIlero MPUKa3bl 110 JUYHOMY COCTaBY.

@

BHYTPEHHAA OIMUCH
AOKYMEHTOBA. Xp. N0 04-03
Mupexc Hara Homep
e 3aronoBoK OKyMenTa Hpumesanne
AOKYMEHTA | IOKYMEHTA ANCTOR &1, XP. P
1 2 3 4 5 6
1 ix 10.01.2007 | O npueme xa pabomy Xnopocmenxo K. J. 1
2 2 12.01.2007 | O npuense xa pabomy Havunod I'E 2
97 97x 02.08 2007 | O6 ysoswwenuu Kopotxo M. A. 97 Konus. IModrurinux
ympavex (axm
o6 ympame
om 0209.2007)
184 184x 26122007 | O6 yrorsnenuu Edpesosoit A. A 184
185 185k 27.12.2007 | O npuese xa patomy Kopocmmwreson E Q. 185
Hroro 185 (cmo BocembOecam nams) JOKYMEHTOB.
(O R BpOtRCA0)
KOMMuecTBO TMCTOB BHYTPEHHEH ONMCH 3 (mpu)
(W%am
MHCIeKTOP 110 KaapaM dedoposa I.I. ®enoposa

12.02.2011

Bo3Bpamasce k nmpaBuiam o(opMIIeHHs JIMYHOTO Jie7ia, OTMETHM, YTO 3aT€M B Ipolecce
HOATOTOBKH K AapXMBHOMY XPaHEHHIO 3aBEPHICHHOTO JIMYHOTO Jela KOJIMYECTBO JIHMCTOB
BHYTPEHHEH ONUCH OTMEYAeTCsl B JIMCTE-3aBepuTeIie (IOCMOTpUTe 0Opaselr).
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JJUCT-SABEPHTENLE JENA W 05-04
B meme momIneTo ¥ OpoHYMepoeaHo 127 (oTo IRAOUATE CEME) JHCTOE,

E TOM HHCIE!

NHTEPHLIE HOMEpA JHCTOE 26 a;
NpOOYIIEEHEIE HOMERa THCTOE 42, 101
+ MHCTOE BEHYTPEHHEH 0NHCH 3

OcofeHHOCTH DHHEECKOT 0 COCTOAHHA Homepa
H (OopMHD OEAHHA TEIA TMHCTOE
| P
HepasbopuHERIE TEKCT 54
Crnefia Hs 4 JHCTOE ad
PaspeE 1 cknefiKa nHcTa a7
CEeKpETapE F A Fypourmaa
25.11.2010

Ha kaxmaoro corpyaHuka (OpMHPYETCsl caMOCTOSTEIbHOE JUYHOE Jerno. [lomyckaercs
3aTeM B Ipolecce MOATOTOBKM K apXMBHOMY XPAaHEHMIO I'PYNIUPOBATh JIMYHBIE JI€la B Tak
Ha3bIBa€MBbIC HAPS/IBI, T.€. POIIUTH UX B 00IIeM fene (0COOCHHO MpH HEOONBIIOM KOJHYECTBE
00pa3yIoIMXCs JIMYHBIX JIe1 B Tof). B aToM ciydae BO BHyTpEeHHEW ONMCH JIOKYMEHTOB Jielia
JOJKHA COJIepKaThCsl MH(OpPMAlMIO € MEpeYyHEeM BKIIOYEHHBIX B HUX JHU4YHBIX nen (PUO
paOOTHUKOB M HOMEpa JIMCTOB KaXIOro Jiena, 4YTOObl OOJEerduTh €ro HCIOJIb30BaHUE B
JAJIbHENIIEM).

Ho Bce-Taku 3aTeM He 04eHb OyaeT y100HO HCII0JIb30BaTh Takoe «obiee» aeino. [Toatomy
1iesiecooOpa3Hee MPOIIMBATH JIeNa Kak CaMOCTOSITENbHbIE eIMHUIBI XpaHeHuss. Ho Ha kakmoro
IPaXXJIAHCKOTO CITY’KaIllero JOJKHO OBITh 3aBEI€HO TOJBKO OTICIBHOE /€0 (3TO HOPMATUBHOE
TpeOoBaHueE).

Odopmiienne nuyHoro nena. B mponecce ohopminenus cneayromast MHGopMarus JomKHaA
B 00s3aTE€IbHOM MOPSAJKE ObITh OTpa’keHa Ha OOJOXKKE JIMYHOTro Jena (o0pasel MpUBOIUTCS 110

CCBLIIKE):

. 3aroJ1oBKOM JIMHHOTO Aena 6YLI,ET YKa3aHue d)aMVIﬂMM, MMEHUN N OTHECTBA KOHKPETHOTIO
pa60THm<a B UMEHUTE/ZIbHOM Naaexe;

L] B AOKYMEHTax Aesnla MoryT 6bITb BapWaHTbl HaNMUCaHUA d)arv\mnmm, MMeHn Nnn oT4yecTBa

PabOoTHMKA. B 3TOM C/lydae OHM LO/KHbI BbITb 3adUKCMPOBaHbI B 3aro/I0BKE NIMYHOIO Aena (06bl4HO B
cKobkax). Hanpumep:

Axmeposa Aticny Hacumosna (Anna Hukonaesna)

Cyxopyuko (Kanununa) Bepa Onezcosna

. B cnydae dopmuposaHua B obuwiem gene B HaMmeHOBaHMe 3arosioBka fo6aBnsatoTCA
BYKBbI, C KOTOPbIX HAYMHAKOTCA GamMuUAMM PAaBOTHUKOB, YbM NINYHbBIE AeNa BKAOYEHbI B JaHHbINA TOM:

Jluunsie dena compyonuxos, ygonennvix 8 2013 200y, «A»-«H»

To oce, «Iln-«A»

. COrNAacHO HOPMATMBHbIM aKTamM KpalHWe AaTbl CieayeT MPOCTaBAATb TaKME Ke KaK B
npuMKasax O MOCTYMAEHWM W YBOJIbHEHMM C PaboTbl, B HEKOTOPbIX OPraHM3auMAaX KpaiHue AaTbl
onpeaenstoT COrNacHo Aatam MOCTYM/IEHUA U yBOJIbHEHWA C paboTbl (NOCEAHUI BapUaHT BCE-TakU He
COBCEM MpPaBW/ibHbIN);
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. B IMYHOM Aenie MoryT bbITb AOKYMEHTbI, AaTUpyeMble 6osiee paHHen AaTon, Yem Aata
npuKasa o npueme Ha paboTy (Tem He MeHee, 3TO He MPUHMMAETCA BO BHUMaHME NpU onpeseneHun
KpanHMX AaT INYHOro aena paboTHUKa);

. CPOK XpaHeHUs An4HbIX aen paboTHuKoB — 75 net IMK, pykoBoauTenei — Boobuie
NOCTOSAAHHO corflacHo cT. 656 Tunosoro nepeyHa — 2010 roaa (Nnpu obopmaeHUn aena Ana apxMBHOroO
XpaHeHnA HOMep CTaTbM HE NepeHOCUTCA Ha O6I'IO)KKy, YKa3blBalOT TOJIbKO CPOK XpaHeHWUA NNYHOro
[leNna), OH He 3aBUCUT OT BO3pacTa PabOTHUKA U HAUMHAET OTCUUTBIBATLCA C MOMEHTA €ro YBOJIbHEHUS;

. BaYKHO 3aUKCMPOBATb KOIMYECTBO JIUCTOB AeNa.

Hrak, nepedncieHbl OCHOBHBIE BKJIKOYAEMbIE JOKYMEHTBHI B COCTaB JIMYHOIO J€Ela,
paccMOTpeHbl HamOojee BaxkHble TpeOoBaHUS K (DOPMHUPOBAHMIO, XPAHEHHUIO JUYHOTO Jeja
paboTHUKA ¥ 0O(HOPMIICHUIO OOIOKKH.

IIpuka3pl M0 JMYHOMY COCTABY I'PYNIHUPYIOTCH B OTAeIbHOE /1eJ10, IPU 3TOM UMEIOT
CBOIO COOCTBEHHYIO HyMepaIuio (OTIMYHYIO OT MMPUKA30B 110 OCHOBHOM JIeATeIHHOCTH ). BHYTpH
Jiena IOKYMEHTBI CUCTEMATU3UPYIOTCA 110 XPOHOJIOTUH UX CO3JaHUs.

Hekoropsle Buapl NOpPUKA30B MO JIMYHOMY COCTaBy IPHUHATO U3AaBaTh MO
yHHPUIIIpOBaHHOU (hopme. B 3TOM citydae HEOOXOIUMO MPOCTO 3aMOTHUTH COOTBETCTBYIOIINE
rpadpl. OcCTaJIbHBIE COCTaBISIOTCS B CBOOOAHOW (opme, B TO Ke BpeMsl HEOOXOIUMO
NPUIEPKUBATBCA  OMpENeleHHbIX TpeboBaHuid. B ciiydae cocTaBieHus Tmpukaza MO
HEeYHU(DUIIMPOBAHHOHN (POpME MIPUMEHSIIOT TE K€ PEKOMEHIAIMH, YTO U JIJISl COCTABIICHUS IMPUKa3a
110 OCHOBHOU J€SATEIbHOCTH.

®opMuUpOBaHHUE TPUKA30B MO JUYHOMY COCTaBy. [IprKa3pl 10 TMYHOMY COCTaBy CIIEAYET
CPYIIIHAPOBATH B JieJla HA OCHOBAaHUU CPOKOB UX XPAHEHUs, IIPU 3TOM HE JOIYCKAETCs MOMEIIATh
BMecCTE (B OJHO J1€10) JOKYMEHTHI JO0JITOBPEMEHHOIO XpaHeHus (T.e. > 10 jieT) u BpeMeHHBIX
cpokoB < 10 ner. Hanpumep, npukassl 0 npueMe, yBOJIbHEHUH U JIp. CO CPOKOM XpaHEHHUd 75 JieT
JIOJDKHBI OBITh TIOMEIIEHBI OTAEIBHO OT MPUKA30B 00 €XKETOJHBIX OTIYCKaX, KOMaHIMPOBKAX,
KOTOpbIE XPaHATCS 5 JeT.

[Ipu »TOM MpuUKa3bl C OUHAKOBBIM CPOKOM XPAHEHHUs JOMYCKAETCs I OOJIETYEHUST UX
MOUCKa B JanpHelmeM (0COOGHHO Mpu OOJBIIOM JOKYMEHTOOOOPOTE) JIOMOJTHHUTEIBHO
MOJpa3feNiATh Ha OTAeNbHble nena. Hampumep, mpukassl 00 €XKETOAHBIX OTIYCKaX MOTYT
COCTaBJIATh CaMOCTOSITEJIBHOE [I€JI0, O KOMAaHAMPOBKAX — APYroe, XOTA BCE OHH HMEIOT
MATUIIETHUN CPOK XPaHEHUS.

Xouy elie pa3 HaTOMHUTh, YTO KaXKJ0€ CaMOCTOATEILHOE /10 JIOHKHO ObITh BHECEHO B
HOMEHKJIATypy /1]l OpraHu3aIiu.

[Ipy HanMuuM NPUIIOKEHUS K MPUKA3y OHU (POPMHUPYIOTCS BMECTE€ — CHayajia MpUKas,
3aTeM MPUIIOKEHHE.

B 10 ke Bpemsi OCHOBaHHMS K MpPHUKa3aM IO JINYHOMY COCTaBY MOMEIIAIOTCS OTJIEIbHO OT
HUX. B KauecTBe OCHOBaHUS K MPUKa3aM MOT'YT BBICTYTATh:

1. NWYHble 3aABNEeHNA PabOTHUKOB,

[OKNaAHbIE U CyKebHbIe 3aMnnCKy,
npeACTaBAEHUS,

aKTbl,

cnyebHble NMCbMa APYrMX OpraHn3aLmi,
KOMWU JINYHBIX AOKYMEHTOB U Ap.

KaK MPaBUJIO, €CJIM B TEKYIIEM JIEJIOMPOU3BOJICTBE COBMECTHO (hOPMHUPOBAIIN MPUKA3HI U
OCHOBaHUSI K HHUM, TO B IMpOIECCE MNOATOTOBKU [Jsi apXUBHOTO XpAaHEHHUS TakKue Jena
nepeopMHUPOBBIBAIOT AJIs UX paszjaeneHus. OCHOBaHUS K IMpUKa3aM CO CPOKOM XpaHeHHsl 75 JeT
(Hampumep, 3asBlieHHE pPaOOTHHKA O TpUeMe, NEepeMelIeHHWH W T.A.) OOBIYHO BXOMST B
COOTBETCTBYIOIILIEE JIMYHOE JIEJI0 paOOTHHUKA.

OcHoBaHMsI k€ K NPHUKA30M C HEOOJBIIMMH CPOKaMH XpaHeHHs (Hampumep, S5 JeT)
noryckaercsi GOpMUPOBATH OTAEIBHO OT HUX, JIJISl YEr0 B HOMEHKJIATYpe MOXKHO IIPETyCMOTPETh
JIeJI0 ¢ TPUMEPHBIM 3arojoBKOM: «J/{OKyMEHTBI, HE BOIIEIIINE B COCTAaB JMYHBIX Jen (U
00s13aTeILHO MEPEYUCIISIIOT B CKOOKaX OCHOBHBIC UX PA3HOBUTHOCTH)».

DU e W
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[Tpu ¢popmupoBanuu aen HEOOXOAUMO MPOBEPATH MPABHIBHOCTH OQOPMIICHHS: HATMYKE
NOJINWCH, BHU3, JAaThl M HOMepa IMpukaza. HemoodopmieHHble NpUKa3bl HE JOMYCKAEeTCS
NOJLINBATh B Ji€ja.

B Tekymem nenonmpou3BOACTBE OO0JIOKKA Jeja C MpUKa3aMU IO JUYHOMY COCTaBY
oopMIIsIETCS aHAJIOTUYHO TMPHBEICHHOMY 00pa3Ily (CM. MO CCBUIKE, YTOOBI B 3TOH CTaThe HE
MOBTOPATHCS). 3/1€Ch yMECTHO OyleT MNPOCTO yKa3aTh HEKOTOPbIE MPUMEPHI 3arojOBKOB:
«[Ipukazer mupexkropa OOO «KombacHHK» TO JTHYHOMY COCTaBy (TpueM, IepeMeIleHue,
yBosibHeHUE)» WK «[Iprka3br Ne 1-42 pykoBoIUTENS O MPEMUPOBAHUU COTPYAHUKOBY.

XpaHeHue IPUKa30B 10 IUYHOMY cocTaBy. [l onpeaeneHus CpoOKOB XpaHEHUs IPUKA30B
MOJIB3YIOTCSA JIEUCTBYIOINIMM THIOBBIM IEepeuyHeM JIOKyMeHTOB. Ha ceroansmHuii [neHb
MOCJICTHUM TUIIOBOM nepeueHb coctanieH B 2010 roay.

OO6pamaemM BHUMaHKE Ha cTaThio 19 6 1 mpuMeuyanue 2 K Hell yKa3aHHOTO BBIIIE THIIOBOTO
HepEeYHs — JUIsl ONIPEAEIICHUS XPaHEHUS pa3IMYHbIX KaTErOpuii IPUKa30B M0 JUYHOMY COCTaBY; Ha
CTaThio 665 — OCHOBaHMS K MPUKA3aM, HE BOILEIINE B TMYHOE JEJI0, XPAHSIT 5 JIeT.

Kak BuamM, HEKOTOpBIE MPUKA3bl MO0 JIMYHOMY COCTaBY MOTYT XpaHUTBCA S5 JieT: 00
OuUepe/IHbIX U YUeOHBIX OTITYCKaX, O JEKYPCTBAX, B3bICKAHUIX, KPATKOCPOUHBIX KOMaHIUPOBKaX.

3HauuTeNbHAS YacTh IPUKA30B UMEIOT JUINTENbHBIN (75 JI€T) CPOK XpaHEHHUs, B TOM YHUCIIE
0 JIOJITOCPOYHBIX KOMaHIMPOBKax, 00 M3MeHEeHUU (pamuiuu, 00 UCIOIHEHUU O0S3aHHOCTEH, O
MOOIIPEHNUH, HArpaXJeHHWH, TIOBBIIICHUN KBAIM(UKAIUKM, aTTecTalud, 00 oTmyckax 0e3
COJIep>KaHus U T.1.

Taxxe nus omnpeneneHuss CPOKOB MOKHO MCIOJIb30BaThb BEJAOMCTBEHHBIE IE€PEUHU
JIOKYMEHTOB, €CJIM OHHM COCTaBJICHBI JUIsl OpraHu3auuu Bamield cdepbl nesrenbHocTH. OHH
Han0oJIee TOTHO OTPAXKAIOT MHOTO00paznue 00pa3yIoMIMXCs JOKYMEHTOB OpTraHU3allH, TIOATOMY
IPU HAJIMYMU TAaKOBBIX UMEHHO MX CJIEIyeT UCIOIb30BaTh B MEPBYIO OUepelb AJIs MPOBEACHUS
9KCIEPTU3BI IEHHOCTU JOKYMEHTOB.

JlonroBpeMEeHHOT0 XpaHeHHsI TPUKA3bI 0 THUYHOMY cocTaBy (75 neT) Tpedyercs nepeaarhb
B apXUB OpraHu3aluu (10 CChUIKE MpHUBeneHa HHPOpMAIHs, KaK 3TO CAeNaTh NpaBuiIbHO). OHU
BKJIIOUAIOTCS B OINKCH JIe] IO JINYHOMY cocTaBy. Ha ocranpHble NpuKasbl MOCIIE HCTEYECHMS
CPOKOB HMX XpaHEHHMsI MOYKHO COCTaBHThb IIO YCTAaHOBJIEHHOH (opme akT 00 YHHUYTOXKEHUU
JOKYMEHTOB (0Opasell Mo cchUIKe MpuBeneH). JJOKyMEeHThI B OpraHu3aluu, Kak MpaBUIIO,
YHUUTOXKAIOTCA IIEHTPAIN30BAHHO, IO3TOMY HX BKJIIOYAIOT B CBOAHBIA aKT C JAPYTUMHU
JIOKYMEHTaMU BCEX MOAPA3/IeIECHUN OpraHu3aliu.

PA3JEJ 3. OIIMCAHHME, IIOUCK MU MHCIIOJIb3OBAHUE APXHUBOB IIO
JINYHOMY COCTABY

Tema 1. Hayuno-cnpagounulii annapam K apxueam no JuyHomy cocmasy. Onuce oen no
JUYHOMY cocmagy

CocraBJ/ieHHe ONIMCH eI JOKYMEHTOB I10 JINYHOMY COCTaBYy

OCHOBHBIM APXUBHBIM CIIPABOYHHKOM JOKYMCHTOB IIO JIMYHOMY COCTaBY BBICTYIIACT
apxuBHas onuck. JJokymeHTsl o JIC popMUpyroTcs B OTACIBHYIO TPYIITY, CHCTEMAaTU3UPYIOTCS
000C00JIEHHO U BKJIFOYAIOTCSI B CAMOCTOSITEIIBHYIO OIHCH.

Onuce e Mo JMYHOMY COCTABY — YUETHBIN JIOKYMEHT, KOTOPBIM COJEPKUT MEepeUeHb
JIOKYMEHTOB JIEJI 110 JINYHOMY COCTaBY C YKa3aHUEM WHJIEKCOB, Ha3BaHUW JOKYMEHTOB U Ap. OHa
COCTaBIISIETCS B TPEX K3EMIUIIpax coriaacHo ¢opme, ycTaHOBIeHHOU [IpaBunamu opraHuzanuu
XpaHCHUA, KOMIIJICKTOBAaHUS, yqéTa U HCIOJB30BaHHA JOOKYMCHTOB ApXHWBHOI'O CbOH)]a
poccUiCKOl (eepalviv U IPYruX apXUBHBIX TOKYMEHTOB B TOCYJapCTBEHHBIX OPTaHax, OpraHax
MECTHOTO caMoympaBiieHus u opranu3zausax» oT 07.09.2015 r. Ona BkIrO4aeT B ceOs:

o HavMeHOBaHMe opraHMn3auun
. Homep doHAa

. NnopAAKOBbIA HOMepP

o MHAEKC Aena (Npu HaIMuMM HOMEHKNaTypbl aen)
o 3aro/s10BOK gena

. AaTa gena
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. YMCI0 INCTOB B Aene

. npumevaHue (ecam ecTb)

Onucek JOKYMEHTOB MOKET OBITh COCTABIICHA MO XPOHOJIOTHYECKOMY HIIU CTPYKTYPHOMY
MPUHIINITY, KOTOPbIe OOBIYHO COYETAIOT B OJHOM OMHCU: B KaXKIOW XPOHOJOTMYECKOM TpyIie
Jiena paclpenessitoTcs B COOTBETCTBUU CO CTPYKTYPHBIM mojpaszaeneHuem. [lomumo 3toro,
CyILLIECTBYET HOMUHAJIBHBI NPHUHIIMI, COIVIACHO KOTOPOMY 3aroJIOBKM J€JI B OINHUCH HUIYT B
CIEAYIOLIEH MOCIEI0BATEIIbHOCTH:

1. NnpwWKasbl (pacnops»KeHus) no IMYHOMY COCTaBY;

2. CMMUCKU JIMYHOTO COCTaBa;

3. ZINYHblE Aena;

4. KapTO4YKM MO YYETY IMYHOIO COCTABA;

5. TPpyAoOBble 4OroBOpbI (cornaweHms);

6. NINLEBbIE cYeTa Paboumnx M cay»Kalmx no 3apaboTHoM naaTte (pacyeTHble BEAOMOCTU MO
3apnnaTe);

7. HeBOCTpebOBaHHbIE INYHbIE NOAJIMHHbIE AOKYMEHTbI YBOIEHHbIX PaOOTHUKOB (Npu
OTCYTCTBUM OTAENbHON onncK);

8. aKTbl O HECYACTHbIX CIy4anX.

YkazaHHbIe BUIBI JOKYMEHTOB, 0Opa3ylOUIMXCS B OpraHUAMsIX B OONBIINX 00BEMax,
MOTYT BBIIEISATHCS B CAMOCTOSITENIbHBIE Pa3/ieibl OMCH, JTUO0 B OTAeNbHbIE onucH. JInyHbIe fena,
JIMYHBIE KPATOUKH, TPYAOBbIE TOTOBOPHI IOMEIIAIOTCS B ONKUCH IO FOy YBOJbHEHUS paOOTHHUKA.

[TpaBuia 3amoyIHEHUsI ONKCU A€ MO JIMYHOMY cocTaBy. HammeHoBaHue opraHuzanuu.
HeobOxonnMo yka3zaTh TO HaMMEHOBaHHME KOMIIAaHMM, KOTOPOE OHA HOCHJIA BO BpEMs CO3JIaHUs
JOKYMEHTOB. B TOM ciywyae ecnu opraHmsanyss HECKOJIBKO pa3 CMEHWJIA HANMMEHOBAaHUE B
YKa3aHHBII IEpUOJI, TO HY’KHO OCTaBUTb I1OCIIETHEE Ha3BAHUE.

@®onnx  Ne. Jlnga opraHMsanuii, SBISAIOLMXCA HMCTOYHMKAMU  KOMILJIEKTOBaHMS
roCcy/1apCTBEHHOTO WJIM MyHUIIMIIAIILHOTO apXKBa, HOMep (OH/1a IPUCBAUBAIOT 3TU apXuBbl. Eciu
OpraHM3alMl HE ABIIIOTCS HMCTOYHMKAMM  KONMJIEKTOBAaHMS TOCYJApCTBEHHOTO WU
MYHUIIMIIAJILHOTO apXKBa, TO HoMep (OH1a IPUCBAUBAET caMa opranuzanus. B Tom cioyuae ecinu
B OpPraHM3ALMU XPAHUTCS TOJBKO OAMH apXUBHBIA (OHJ, TO 3Ta rpada He 3amonHserca. Eciu
HECKOJIbKO  apXMBHBIX  (OHIOB, HampuMmep, JOKYMEHTbl  MpEJIIeCTBEHHUKOB MU
MIOJIBEIOMCTBEHHBIX OpraHu3aluii, TO KaKAbIi POHI MMeeT CBOH HOMEP COTTIACHO MOCTYIUIEHUIO
€ro B apXuB.

[TopsinxoBelii HoMep. Kaxkoe 1710 BHOCUTCS B OIIMCH O] ONIPENEICHHBIM MOPSIKOBBIM
HOMEpPOM, KOTOPBIM SIBISETCS YHMKAJIbHBIM. EcCiM 11€710 COCTOMT M3 HECKOJIBKHX TOMOB, TO
KaX/IbIi{ JJ0JKeH ObITh BHECEH B OIUCH M0/ CAMOCTOSTEIbHBIM HOMEPOM.

Nunexc nenma. HyxHO yka3zaTb HMHIOEKC Jena COTJIACHO HOMEHKiarype jaen. llpum
OTCYTCTBUHM HOMEHKJIATYpBbI, rpady HE0OXOAUMO OCTaBUTh ITYCTOM.

3aroioBOK Jena. 3arojJJOBOK BHOCUTCS B OIKMCHh B TOYHOM COOTBETCTBHMM C 3arOJIOBKOM,
KOTOpPBII HaxoAuTcs Ha oOnoxke nena. Hukakue pacxoxIeHHs He nomyckarotcs. s nmen c
OJIMHAKOBBIMH 3aroJIOBKAMM CYILECTBYET CJEAYIOUIUI TMOPSIOK: MOJHOCThIO MPOMHCHIBAETCS
HalMEHOBaHUE TOJIBKO IIEPBOTO JIefia, a BCE OCTaJIbHbIE 0003Haval0TCs cioBaMu «To xey.

Kpaitnue natel. B jannoit rpade ykaspiBaroTcst KpaiiHUEe AaThl Jedl.

Yucno snuctoB B Aene. Heobxoaumo mponucaTh KOJIMYECTBO JIMCTOB, OTHOCSIIUXCS K
neny. OHU IEPEHOCATCS ¢ 00JI0KKH Jiena.

[lpumeuanue. B mnpumeyanun B ciydyae HEOOXOAMMOCTH JIENIAIOTCS TMOMETKU 00
0COOEHHOCTSX (PU3NUECKOT0 COCTOSTHUS IOKYMEHTOB, BBIOBITHH 1€ U JP.

Hrorosas 3anucek. B KOHIIe 0nUCH NOCIE TOCIAEAHEN CTaThH CJIELYET UTOTOBas 3alHCh, B
KOTOPOH LM paMu U MPOIHUCHIO YKa3bIBAETCS KOJIMUYECTBO JI€J1, IEPBBIN U MOCIEAHUN HOMEpa Jel
coryiacHo ornucH. Kpome Toro, 10KHBI OBITh OTOBOPEHBI 0COOEHHOCTH HyMEpAIMH Je B OIHUCH,
HaIpUMep, HATMYHE JTUTEPHBIX U MIPOITYIEHHBIX HOMEPOB.

OOparure BHHMaHHE, YTO HyMEpalus HIAET OT IEPBOrO JOKYMEHTa, Ha MpHUMeEpe
HAYMHAETCs C MHOIOTOYUS; MHJEKC Jiesia OepeTcss U3 HOMEHKJIATYphl JieJl OpraHU3aliyi Ha 3TOT
roJl, €CIIM KpailHUMM JJaTaMH SIBJISIFOTCS] HA4aJo IoJja U €ro KOHELl, TO JOIYCTUMO yKa3aTh OJHUM
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yrciaoM — 2009; KOJIMYeCTBO JHMCTOB B JieJie HE JOJDKHO MpeBbiath 250, mpu HEOOXOIUMOCTH
Jiesia TOMUPYIOTCS; €ClIU JIMTEPHbIE U MPOIYIIEHHbIE HOMEpPA OTCYTCTBYIOT, TO MMILIETCS CIOBO
«Het». BepHas XpoHONOTHsS TPOCTaBICHUS AT B JOKYMEHTE: |.MHCHEKTOp Mo Kajpawm, 2.
HavyaJIbHUK oTAeNa, 3. mpotokod DK, 4. nporokon DIIK, 5. yrBepxkaeHue TUPEKTOPOM.

Ja JOC ARIHONEPHOC OOUECMGD YTBEPAKIAAIO
Poxatrar (340 «lozauran) Aupexrop 34O «Povenura
Dona Ne Coxonob P.B. Cokoaon
OIMTUCH Ne 050x/2000 30.01.2010
aen 10 JANYHOMY COCTaBy
3a 2009  roa
Oraen kaapos
Ne | Unnexc 2 Kpaitinte | Kommwectno
o | 3aron080K aena [puseuanne
n/n | aena JIaTH AHCTOR
1 | 2 3 4 5 6
- flpurasw no o 10.01.2009
(15-03 Y , T [58
| ¢ Y 09
Tu ) GO1CH) 2
01.04.2000
H ( ) I TN { i ¥ o -
Y5 (X 2009
[senn Cepoed WG ~=
| | Jow t ! -
) | f) - . 20 0
B nammii pasaen omucu sneceno L5 (rstminachams) en. Xp.,
(Luedpasas i HPOINKCLIO)
c Ne 05-/ no Ne 05-15 B TOM 4HCIIC:
ANTEPHBIC HOMEPa:
MPONYUICHHBIC HOMEpa:
Hucnexrop no xaapam Ve ;,m[;a fO.H. Kpyeaosa
28.01.2010
Hauanenux ovaena xaapos il .15 I2onoaa
250122000
COIVIACOBAHO COI'JIACOBAHO
[MpoToxkon DK opranuzaunn [Mporoxoa DMK (rassanne
oT 25.01.2010 Ne 3 APXHBHOTO YUPCAKICHHA)
or 170 210 ,\".‘ /5

Baxno: cornacHo npaBuiaMm paboOThl apXMBOB pa3pelIeHO BHOCUTh W3MEHEHHUS B OIUCHh
3aroJIOBKOB JIeJl, 00HApYKEHHBIX JOMOTHUTEIbHO. VX HYKHO BKJIIOYATh B OMKCH IOKYMEHTOB TIO
JUYHOMY COCTaBy IOJ] JIUTEPHBIMH HOMEpaMHU B COOTBETCTBHM C TIPUHATON cxemoi
CHUCTEMaTH3alliu WIH B KOHEI] TOJ0BOT0 pa3jena.

Oco0OeHHOCTh OMUCaHUs JUIC — HaJM4Yhe B OMUCATEIbHOW CTAaTbe EIUHUIBI XpaHEHUS
anemeHTa «CpoK XpaHEHUs», B KOTOPOM 0003HAYAETCS CPOK XPAHEHHUSI, OTHOCSIIUICS TOJBKO K
JAHHBIM JOKYMEHTaM.
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JlomycTuMO 4YTOOBI B OMUCH MO JIMYHOMY COCTaBY JIeJIa PacIoyiaraloTcs B CIEAYIOLIEM

MOPSIAKE:
. KHMWra y4yeTa COTPYAHUKOB (ecnun oHa BeaeTca);
. npuKasbl no n/c;
. JNINYHbIE IeNa UMY INYHbIE KapTOUKK;
. nnuesble cyeTa no 3apaboTHoM naaTe;
o HeBOCTPebOoBaHHbIE TPYA0BbIE KHUMKKMU.

B koHIIe Ka)KI0H OMUCH YKa3bIBa€TCs MU(PpaMH U IPOMHUCHIO KOJIMYECTBO BKIIOUECHHBIX B
Hee nen. Kaxmoe 1e1o B OmucH MosTy4aeT CBOM MOPSIKOBBINA (apXUBHBINM HOMEP, KOTOPBINA 3aTeM
IPOCTABISETCS Ha 00JI0KKE COOTBETCTBYIOIIETO JIeTa.

[Ipy omMcaHMM €IMHULBI XPAaHEHUS MJIC OHM MOTYT aHHOTHUPOBATHCSA, €CIM HMEIOT
3HA4YECHUE JJIS UCIIOJIHEHMS COLIMAIIBHO-TIPABOBBIX, TEHEATOTMYECKUX U IPYTUX 3alIPOCOB.

['omoBoii pazzen CcBOAHOM omMcu nen 1o Jic (KagpaMm), MOUIeXKalUuX Iepenade Ha
IIOCTOSIHHOE XpaHEHHe, MedyaTaeTcss B 3-X dk3eMIunsipax. JIOKYMEHT MOANUCHIBAET €ro
COCTaBUTENb U 3aBEPAET PYKOBOAUTENb KaJpPOBOrO OpraHa NpEANpUATUS. 3aTEM OH 3aBEpSETCs
OK npennpusrtus, cornacoBbiBaeTcst ¢ OIIK cooTBeTcTBYIOLIEr0o apXMBHOTO YUPEKICHUS U
YTBEPKAACTCA PYKOBOAUTEIEM NPEATIPUATHUS.

Tema 2. Hcnonv3oeanue apxueoe no JudHoOMy cocmagy

ITopsAok UCIIOIB30BaHUS APXUBHBIX JTOKYMEHTOB, B TOM YMCJIE U II0 JINYHOMY COCTaBY,
ycranaBnuBaercsa denepanbHoil apxuBHOU ciyx00i Poccun B coorBerctBuu ¢ Koncruryiumei
Poccuiickoii denepauuu u 1pyrumu ¢eaepajbHbIMU 3aKOHAMH M HOPMAaTUBHBIMU IIPABOBBIMHU
aktamu Poccuiickoii @enepanuu, OTHOCAIIMMHECS K HHPOpPMAIIHH.

OCHOBHBIMYM IPUHIMIIAMYU HCIIOJIb30BaHUS JOKYMEHTOB II0 JUYHOMY COCTaBY SIBJISIFOTCS
3aKOHHOCTb €€ IIOMCKA, IIOJIy4eHUs M HCHojb3oBaHusA. Psanom crareit Koncturynum PO
rapaHTHPOBAHO MPABO IPaKIaH KaK Ha HH(OpPMAIIHIO, TAK U HA JIMYHYIO, ceMeiHyto TaiiHy. Tak, B
cooTBeTcTBUH cO cT. 24 Konctutyuu PO «cOop, XpaHeHue, UCIOIb30BaHUE U PACIIPOCTPAHEHUE
uHpOpMAllUM O YACTHOM KU3HM JHma Oe3 ero corjacus He jomyckaerca. Oprassl
roCy/1apCTBEHHOMU BJIACTU U OPTaHbl MECTHOT'O CaMOYTPaBIEHUS, UX JOHKHOCTHBIE JTUIA 00s3aHbI
o0ecrneunTh KaXJOMy BO3MOXKHOCTb O3HAaKOMJICHMS C JOKYMEHTaMH U MaTepHuajaMy,
HENOCPE/JICTBEHHO 3aTParMBalOlMMU €ro IpaBa U CBOOOJBI, €CIM MHOE HE MPETyCMOTPEHO
3akoHOM». Ctatbs 29 Koncturyuuum P® mpenocraBisier KakJoMy HpaBoO CBOOOJHO HCKaTh,
1oJlyyaTh, IepeaBaTh, MPOU3BOAUTH M PACIHPOCTPAHITh HHPOPMALUIO JTHOOBIM 3aKOHHBIM
CIOCOOOM.

PaccmoTpuM nopsiiok MCHOJIB30BaHUS JOKYMEHTOB 110 JUYHOMY COCTaBY, HAXOIALIUXCS
Ha XpaHEHHWH B apXHUBE OpraHU3al1u.

[To 3ampocam rpakJ1aH ¥ OpraHU3alny apXUB 10 JOKYMEHTaM BBISBIIAET 3aMPAIINBAEMYIO
UMM MH(OPMALIMIO, TOATOTaBIMBAET U IPEIOCTABISIET COOTBETCTBYIOIIME HH()OPMAIMOHHBIE
JIOKYMEHTBI. ApXUB OPTaHM3yeT MPHUEM M PACCMOTPEHHE 3aIPOCOB IPAKJIAH B YCTAHOBIEHHOM
3aKOHOJATEIIbCTBE MOPSIKE.

3anpoc COIMAIBHO-TIPABOBOTO XapaKTepa — 3TO 3alpoCc KOHKPETHOIO JIMLA WU
OpraHu3aliy, CBsI3aHHBII ¢ oOeclieueHneM MpaB U 3aKOHHBIX MHTepecoB rpaxkaaH. K 3ampocam
COIIMAIBHO-TIPABOBOTO XapaKTEPa OTHOCATCS 3alpOChl O MOATBEPKJICHUH TPYIOBOTIO CTaXKa U
pa3mepax 3apabOTHOM IUIAaThl, HATPaKJICHUHU, IPUCBOCHUHU 3BaHUMU, MOJTYUYEeHUsT 0Opa3oBaHUs U
T.IL

WNudopmanus conuaabHO-IIPaBOBOIO XapakTepa MO 3ampocaM IpaxJ1aH U OpraHu3anui
BbI1aeTcsl B GopMe apXUBHOM CIIpaBKU, apXUBHOM KOIHUU U apXUBHOW BBITHCKHU.

ApxuBHas crHpaBka — JOKYMEHT, COJEpXKalllil apXMBHYI0 HMH(POpPMALHIO O MpeaMere
3aI1poca, ¢ yKa3aHHeM IOUCKOBBIX IaHHBIX JOKYMEHTOB, HA OCHOBAHUHU KOTOPBIX OHA COCTABJICHA.
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NMpunoxenue |

Mpumep opopmneHns apXHBHON CNPaBK
OTKPbLITOE AKUMOHEPHOE W, Cepreesy
OBLUECTBO yn. NokpoBckas, A. 17, K. 6
“PYCCKUW NEC” r. Hosocwbupck, 630082
ApXWUBHAR CNPaBKa
30.07.05 N2 05-16/10
r. Mocksa

B ROKyMeHTax apXMBHOTO GOHAA OTKPHITONO AKUNOHEPHOro o0WecTsa “Pycckun nec” 8 pacueThbix
NWCTKAX NO HAYNCNSHMIO 3aPadOTHON NNaThl pabounm 1 CRYXalWKM 33 neproA ¢ ABapa 1995 r. no
despans 2000 r. umeTCA CBeienna o paborte Cepreesa Eropa (Taxk 8 fokymeHTax) MBaHOBHYA B JONK-
HOCTH MHAXEHEPA OTAENA TEXHUUECKOTO KOHTPONA,

OcHosanme: on. 2 /¢, A. 123, 0. 17; 4. 131, 0. 15; 2. 139, 0. 18; 0. 142, 0. 17; 0. 149, 0. 15.

fenepansHbin aupexTop obuecTea ,u(# l% OH. Wyxos

bedosa Huwa lNempoena
229-07-15
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b e
JETAPTAMEHT 3/IPABOOXPAHEHHS .".
I'OPOJIA MOCKBbI b
HEHTPAJIBHBIN APXHBHAS GIPABKA
OBbEJIMHEHHBIN APXHB Nm 1] Hempaieol “Auwzpero
109387, m)y;;&(m 425 Huxoaacausy (24.03.1958rp.) » tou. XTo o8
29.04.08 r. Na 2432

MHTCPHATYPH 0O i
CAKYICPCTHO H HHEKOAOHA» (OCHOBaIIC: mW&”&lm”m&'or) - pHXas
Ne 156 or 28.08.85r.

Yeonen 01.08.86r. (mum)nmcmcponoﬁywnm.
M B nopaxe cayxeGHoro nepesoss manpamiest » pacnopuacuine P30 Coxoanumeecxoro
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WeRPATMNOS AFCHICTRO 180 ODPAIOKIHING
DEIEPAILIOS TOCYARPCT Gp NOS YIPERRCHIG BMCIICIO

" ot ¢

«¥pansesnii perepannuntii ynusepenrer
umenn nepsoro Mpeswaenta Pocenn B.H.Eanunnan
(PIAOY BIIO «Yp®Y uscnw nepnoro Hpeswrenra Poccun BILEanunnas)

620002, Exarepumbype, va. Mupa, 19
Tea: 3(343) 374.03-62, anc: (343) 374-38-84 |, E-mail: rectormt@mail.ustu.ru, hitpe//www.ustu.ru
OKI10 02069208; OFPH 1026604939855, HHH/KIN 6660003 190/667001001

6324 A4, 0t » A,

APXHBHASA CHPABKA

B aoxkymenrax apxisa suaunres, wro Msanosa Anexcanapa Meanosna ¢ 1976 roma
no 1982 roa ofyuanacs Ha 3a0uMOf GOPME OGYUCHHR MO CHCIMMARMOCTH «INOHOMHKA W
yuparcnue ua  npeanpustiomn w o Ypaascsxom  opaena  Tpyaosoro  Kpacnoro  3uasenn
nosmrexuuaecsos uncruryre M, C.M. Kuposa®.

flo  oxomuanmn  ofywenns  Meanonoit  Aackcapmape  Msanonne  maytan  asrsom
Tocypaperscunoro ofpasige JIO Ne 123456, per Ne 1234w npucsocna  xeamudsxanss
HHXEHEP-DKOHOMMCT.
Mpusasu: O sasecaennm wa saouumii gaxyasrer No 123 or 02.08.76 1.

OG5 orvmesienmn Ne 180 o1 24,06.82 12 B cunsi € YCOCHILIM ORONMANMEN,

Ocnonamie: Gorwn 1234, maz. No 4, apx, Ne 24

Cropasia Buzana U NPE/I0CTARICHIA 110 MeCTY 1pebosumns.

Fpseicwsmens. Pacnoprmcsacy Dpanoreoseras Foconionsi O sopaimes or 11 commdpn 1992 ¢ N 1691-p o pooscomavn sosr s Koemers mo

wucmel maoos or 10 soxalpe 1992 € N LR woor 20 soaatipe 1092 1 Ne 1S Ypancwd sossreumesconm wereryy e CM Keposa
) Y A POy AN T 7 (rpwrmany Musiied SOPCTIE M Kt BACICH SROI H ICHINGC R DT

Pocouioned Scacponnm ot M acalpn 1992 ¢ Nr 1133),

Nipanriose Messcrepetns ofpaonains N o 12052000 ¢ Mo1397 Ypancend TOOMPCTIONNR TOURPRCONll Y MECPCHICT DCCHWON NN §

Ypamonnd rocy.p ¥ - YTHL

pnanos Seacpammo srensina 60 olpaxmannd ot 4 anpeas 2008 « N 298 wy ECPORCINNN 3 YRR SO (OCHMPTTRCHIN Touew ol

Yorncpmet « YTEH weaesn mepaoro Fipenascnts Pocom b Laasen

Pacoopracincs Npamiremcrma Pocowdowt Sxacpaue or 02 08 2010 N £01.p corum Ypaucund CHMPARIM YHARCTOITY BN BIPROrD

Uipewoacira Poccom B I B

.~

GdeDiplom
'“.V_l,v 08
8 Mocrad U Apyaur JopodT

ApxuBHasI KOTIUSI — JOKYMEHT, BOCIIPOU3BOSAIINI TEKCT UM M300paKEHUE apXUBHOTO
JIOKYMEHTA, C YKa3aHUEM €0 MOMCKOBBIX JIaHHBIX.

ApxuBHas BBIIUCKA — JOKYMEHT, JOCJIOBHO BOCITPOU3BOSAIINI YaCTh TEKCTa apXUBHOTO
JIOKYMEHTa, OTHOCSILYIOCS K ONpPEIEICeHHOMY BOIpOCy, (akTy WM ULy, C YyKa3aHHEM
MOMCKOBBIX JIAHHBIX JTOKYMEHTA.
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Npunoxenue 2

Mpumep opopmaeHHa apXUBHON BbINHCKH
OTKPbLITOE AKUMOHEPHOE OBLUECTBO NIO. Cummnybinon
“MbITULLUHCKUIA XNONOK" yn. Crpoutenen, 4. 8, k6. 115,
ApXHBHAA BHINKUCKA Mockosckan obnacry,

r. mobepusy, 140006
30.06.05 N2 05-16/8

r. Mocksa

W3 NPUKaza o1 24.07.75 N2 62-K anpexropa
MBTUULIMHCKOTO XNONUATOOYMAXKHOrO KOMOKHATA

B uenax NOBLILEHUA TBOPUECKON AKTHBHOCTH PABOUMX OCHOBHBIX NPOGECCHi, BHIABNEHNA K Pac-
NPOCTPAHEHUA BLICOKONPOMIBOANTENLHBIX METOROB PAboThl Ha KOMOMHATE NPOBOANNCA KOMKYPC
patouero MacTepcTsa No NPAAUALUIMLAM M TKAUaM (Tak B JOKYMeHTe), B COOTBRTCTBMM C YTBEPXAeH-
HBIMM YCNOBHAMKM NO NPOBEIEHMIO KOHKYPCA, NPUKA3BIBAK:

1. Npemuposats NnobeanTenen KOHKYPCa patouero MacTepcTsa, 3aHRBWKX NPU30BLIS MEeCTa:

4, Cummybiny N1.10. - npaaunbmuy - 3-e MecTo.

HuperTop KombnHata @ o H.A. @omnues
COrnacoBalo ¢ NPOGKOMOM k/ ?5,:/ 0.B. Xapnamoga
OcHosanue: on. 2 n/c, 4. 103, 0. 57

Bepmo:

lenepanbunin AupexTop oblyecTea %4 1!»‘ KA. Kpenertos

Nyzavesa MobGoes NleonudosHa
345-78-56

ApXUBHBIE CIIPaBKHU, BBIITUCKHA M KOMUU BBIAIOTCS HA OCHOBAHMM MUCHMEHHOTO 3ampoca
(U3NIECKOTO MM FOPUANYECKOTO JINIA, KOTOPBIH JIOJDKEH CONepKaTh HaMMEHOBaHHE (M ajpec
IpH TIEPEChUIKE) OpraHu3aluu (apXuBa), KOTOPOH OHHU aJpecOoBaHbI; M3JOKEHHE CYIIECTBa
BOIpoca; GaMUIINIO, UMS B OTYECTBO OOPAIIAIOIIETOCS; €T0 aJpec, KOHTAKTHBIE Tele(OHbI; 1aTy
U JIMYHYIO MOAMNKCH. B 3ampoce, copepxkaiieM mpock0y 0 MOATBEPKACHUH TPYJOBOTO CTaXKa UITN
pa3mepa 3apabOTHOM TUIATHI, YKa3bIBAIOTCS KPAifHUE AaThl, MECTO U JIOJDKHOCTH PaOOTHI.

Brigannbie apXUBHBIE CIIPaBKH, KOMHHM U BBITUCKUA U3 JOKYMEHTOB PETHCTPUPYIOTCS B
JKypHaie 1o Gopme.

117



lMpunoxeHue 3

MpumepHan popma XypHana pericTpai BbIAAHHLIX CNPABOK, KON, BLINKCOK

KYPHAN
perncrpauiu BblaHHbIX CNPaBok, KOﬂHﬁ, BbINUCOK
Haszsanue Rara
Raran BLIAANHOrO | o . Pacnucka
™ AsTop 3anpoca, perncrpa- Copep- AOKYMeHTA :uonm:ﬁ 8 nony- Npume-
nex. N9, para, UMOMMBIA Mamue (konwua, yennn
n/n HOMep qanue
aapec, renedon HOoMep sanpoca BLINMCKA, | o Horo | MM AATA
3anpoca cnpaexa A OTNPABKH
" np" AOKyMeHTa
1 2 3 4 5 6 7 8

OOpamenust TpaxkgaH, B KOTOPBIX OTCYTCTBYIOT (amMmimu, aapeca M THOIIHCH
oOpalarImuxcs, CYNTAIOTCd aHOHUMHBIMH U HE M0JUIeKaT PACCMOTPEHHUIO.

B ciydae ecnu B oOpaieHnn npeAcTaBiIeHa HEeroHas HHQOpMAIHs O 3arpaniBacMbIX
CBEJICHUSX (HampUMep, He yKa3aHO CTPYKTYpPHOE MOJpa3/ieieHne WM 3a Kakue rojsl Tpedyercs
MOJTBEPKJICHHE O TPYIOBOM CTaxe, 3apa0OTHOW IiaTe W 1p.), apXuB OOs3aH 3alpPOCHUTH Y
3asBUTEJIS JOIOJIHUTENIbHBIE CBEICHUS.

CpoOK UCTIOHEHUS 3alpOCOB COLMAIBHO-TIPABOBOTO XapaKTepa IPayKaaH M OpraHU3aIUi
[0 IOKyMEHTaM apXuBa He JOJDKEH mpeBblmaTh 30 qHel co AHA peructpanuu odpamenus. [pu
CJIOKHBIX 3aMpocax CPOK MOKET OBITh MPOJIJIEH, HO He Oosee yeM Ha 30 aHel, ¢ 00s3aTeTbHBIM
yBEJIOMJICHHEM 00 3TOM 3asiBUTEJNS.

B cnyuae nmocryruieHus B apxuB Henpo(UIBHOIO 3ampoca (He 10 Ha3HAaYeHHI0) 3aIpoc
NEePechUTIaeTCs O MPUHAUIEKHOCTH B JAPYrHe OpraHU3alMd UM apXHBHI B S5-IHEBHBIA CPOK C
MOMEHTa 00paIeH s, 0 YeM JOBOJIUTCS IO CBEICHUS 3asBUTEIIS.

ApXUBHBIE CIIPAaBKU COCTABIIAIOTCS HA OCHOBAHUU JIOKYMEHTOB, XPaHSIIIUXCS B apXUBE.
Ecnmu mpu wcnomHeHnu 3ampoca OBLTM HCIIONB30BAHBI HE3aBEPEHHBIE JOKYMEHTBHI, TO 3TO
OroBapHBaeTCsi B TEKCTE€ CHpPaBKMU (Hampumep, «He3aBepeHHas komus»). Ecim B gokymeHTe
(HampuMep, MpHKa3e) OTCYTCTBYET MOAMKCH PYKOBOJIMTEINS OpPraHM3allMU WM JaTa U HOMEp
NpHKa3a, TO BCE 3TO TAK)KE€ OTOBAPUBAETCS B TEKCTE CIIPaBKHU.

[Ipu orcyTcTBUM B apXuBe AOKYMEHTOB, COJCpPKAIIUX CBEACHUS IO 3alpamiBacMOMy
BOIIpOCY (HarpuMep, o J1aTe 00pa30BaHMs OpraHU3alluK ), apXUBHAs CIIPaBKa MOXKET ObITh BhIZJaHA
M0 XPaHSIIIUMCS B apXHWBE NEUaTHBIM MaTepualiaM, OTHOCSIIUMCS K MPEeIMeTy oOpalieHus, ¢
TOYHBIM M MTOJTHBIM YKa3aHUEM HUCTOYHHKA.

B apxuBHYyI0 cripaBKy O MOJITBEPKACHUH TPYJOBOTO CTa)Ka BKITFOUAIOTCS JaHHBIE TOIBKO
3a TO BpeMs, 3a KOTOpOE MMEIOTCS CBEJeHHs B JOKyMeHTax apxuBa. [Ipu 3Tom ykasbpiBaeTcs
TOYHOE Ha3BaHWE JIOJDKHOCTH, KOTOPYIO 3aHMMal 3asBUTENb, W TEPUOJ] €ro paboThl B 3TOH
JOJKHOCTH.

Wmeromuecst B JWYHBIX Jeax JHCTKH IO y4YETy KaJapoB, aHKETHI, aBTOOHOTpaduH,
COOCTBEHHOPYYHO COCTABJICHHBIE 3asBUTEIEM, Ha KOTOPBIX OTCYTCTBYIOT OTMETKU O NPOBEPKE
UMEIOINXCS B HUX CBEJCHHWI HAa OCHOBAHWHW TPEACTABICHHBIX TOUIMHHBIX JOKYMEHTOB WIIH
CIPABOK, HE MOT'YT CIy>KUTh OCHOBAaHHEM JUIs BbIJIaUM apXUBHBIX CIIPABOK O TPYAOBOM CTaxKe.
[Tpy HEOOXOIMMOCTH cOZlEepKAILUECs B HUX CBEACHUS IMCbMEHHO COOOLIAI0TCS 3asBUTEITIO.

B kauecTBe JOKYMEHTOB, OATBEPKIAIOIIMX TPYAOBOW CTaX, IJIs1 COCTABICHUS CIIPABKH
IpU OTCYTCTBUM IPHUKA30B IO JUYHOMY COCTaBy MOIYT OBITh HCIOJB30BaHbl MPHUKa3bl 110
OCHOBHOMH JIeSITEIbHOCTH, JIMIIEBbIE CUETA 110 3apabOTHOM TIaTe.

B cnpaBky a5 Ha3HauUSHMsI MIIM ITepepacyeTa NEHCUH BKIIIOYAIOTCS CBEACHUS B MOPSIIKE,
OTIpeNieNIsIEMOM OPTaHOM, OCYILECTBIISIOLINM IIEHCHOHHOE 00EeCTIeYeHNE TPaKIaH.
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Pazmep 3apaboTHON miaThl yKas3bIBaeTcsl B CIpPaBKE B COOTBETCTBHH C MaciITaOOM IIEH,
JIECTBOBABILKX B TOT MEPUOJ, 32 KOTOPBII 3allpalllMBalOTCs CBEICHMUS.

Ceenenus o 3apabOTHOH MjaTre BKIIOYAIOTCS B CIPABKy TaK, KaK OHU HM3JI0KEHBI B
JTOKyMEHTax apxuBa. /[aHHbIe NMPUBOASTCA pa3lielbHO 3a KaXIblii roja 0e3 CyMMHpOBaHHS B
nperenax roxaa. Pacder cpemHEMECAYHOrO M CPEAHErOZ0BOrO 3apaloTKa apXWBOM HE
IIPOU3BOJUTCSL.

[Ipr OTCYTCTBMHM JOKYMEHTOB O 3apa0OTHOW IuIaTe MOJDKHOCTHOM OKJIAJ MOXKET OBITh
YCTaHOBJIEH HA OCHOBAaHMHU LITATHOT'O PACIMCAHMs OPraHU3aLMU 32 COOTBETCTBYIOIIMI MEPUOT,
Jpyrue BBIIUIATHl — Ha OCHOBAaHUM IPUKA30B [0 JIMYHOMY COCTaBy WJIHM 110 OCHOBHOMU
JIeATEIbHOCTH.

B cmpaBky o moxarBepkaeHHWU (DAKTOB IMOJYYEHHS TPABMbI, HECUACTHOTO Clly4yas Ha
MIPOU3BOJICTBE BKJIIOYAKOTCS CBEIEHHUSA, COJEpXKallMecs B aKTax O HECYACTHBIX CllydasX,
CBSI3aHHBIX C IIPOU3BOJICTBOM, KHUI'aX Y4€Ta HECUACTHBIX CIIYy4aeB M JPYIMX JOKYMEHTAX I10 UX
paccie10BaHHI0

[Ipy ucnonHEHUH MOBTOPHBIX 3allPOCOB WJIM COCTAaBJIEHUU IO MPOChOE IpakaaHUHA
CIIpaBKM, aHAJOTMYHOM paHee BBbIIAHHOW, apXWB MPOBEPSAET COOTBETCTBHE CBEJICHHIA,
BKIIIOYCHHBIX B CIIPAaBKY, TE€M, KOTOphIE MMEIOTCS B JOKYMEHTaX, M B Cilydae OOHApyKEHHS
JIOTIOJIHUTEIBHBIX CBEJICHUM BKJIOYAET UX B IIOBTOPHO BBIJABAEMYIO APXUBHYIO CIIPABKY.

B coorBerctBun c IlpaBunamu opraHu3aluy XpaHEHUs, KOMIUIEKTOBaHUS, ydé€Tra U
WCIIOJIb30BaHUsl JOKYMEHTOB apXHMBHOTIO (DOHAA POCCUICKOHN (enepanuivi U JPYrUx apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opraamuzanusax» ot 07.09.2015 r. apxuBHbIe cripaBKu 0(OPMIISIOTCS 110 YCTAHOBJICHHON opme Ha
OyaHKe apXWUBHOW CIPaBKH WM 0oOIIeM OJaHKe OpraHW3ally, W3TOTOBICHHBIX THUMOTPAa(CKUM
CIocoooM.

WN3bsatue nommmuHMkKa. B coorBerctBum ¢ [IpaBmiiaMm opraHuM3anuu  XpaHEHUs,
KOMIUICKTOBAaHUS, Y4€Ta M UCIOJIb30BaHUS JIOKYMEHTOB AapXHBHOrO (OHAA POCCHICKON
denepanuu U Ipyrux apXMBHBIX JOKYMEHTOB B FOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasiieHus U opranuzaumusax oT 07.09.2015 r. gomyckaercst U3bSTHE apXMBHBIX JI€T U
Bbllaya BJAJEIblaM WIM MX POJCTBEHHUKAM TIOMJIMHHBIX JIMYHBIX JTOKYMEHTOB: TPYIOBBIX
KHUXKEK, CBUJETENbCTB 00 OKOHYAHMHM Y4eOHBIX 3aBe/JeHHUl, aTTectaToB 00 0Opa30BaHUH,
ynoctoBepeHudl U T. 1. IlomnuHHBIE JTUYHBIE JOKYMEHTHI BBLAAIOTCS 3asBUTENSAM IO HX
IIMCBbMEHHBIM 3aIIpOCaM € pa3pelleHUs PYKOBOIUTENSI OpraHM3aluu NoJa pacnucky. Ilpu stom
3asiBUTEIIb 00513aH MPEABABUTD MMACTIOPT UM MHOW TOKYMEHT, MOATBEPKAAOLINI €ro JMYHOCTD.
B cnydae oOpaieHus 3a JTOKyMEHTaMU POJCTBEHHOIO JIMIA OHO TaKXe 00A3aHO MpPEJCTaBUTh
JIOKYMEHTBI, TOJATBEP)KIAIOIINE CTENEeHb pPOJACTBa. J[OBEpEeHHOMY JMIly BBIJAIOTCS Ha PYKHU
MOJIJIMHHBIE TOKYMEHTHI HA OCHOBAaHMM HOTAPUAJILHO 3aBEPEHHON JTOBEPEHHOCTH.

Ha mecto u3bsATOro AOKyMEHTa B J€JI0 TOMEMIAETCS CIpaBKa O €ro BblAaue, KOMMUS
BBIJJAHHOTO JIOKYMEHTa, a B YYETHBIX JOKYMEHTaxX (OMHCH) JENaroTcsi OTMETKH 00 H3BATHH,
YKa3bIBAIOTCS HOMEp, JlaTa W Ha3BaHHE JOKyMEHTa - OCHOBaHUS ISl U3bATHS (3asBIEHUE,
3arpoc), a TAK)Ke paclucKa Moxyqaresns J0KyMeHTa.

[TosryuaTenb MOATMHHOTO JUYHOTO TOKYMEHTa JOJDKEH paclucaThesi Ha 000poTe KOMHUU
JMYHOTO JOKYMEHTA, OCTAIOIIENCs B apXuBe opranu3auuu. [Ipy 3ToM B pacnucke yKa3bIBarOTCs
€ro NacrnopTHbHIE IaHHBIE.

B cootBercTBUM ¢ 3akoHOAAaTENbCTBOM P® opraHamu mpaBonopsiaKa U3 apXuBa TaKKe
MOTYT OBITh U3BATHI MOAJIMHHBIE APXUBHBIE IOKYMEHTHI.

B »TOM ciyuae Ha MeCTO M3BATOrO JOKYMEHTA B JI€JI0 MOMELIAETCs CIpaBKa O BbIIA4Ye U
CHSITasl C HEro Komus. B y4eTHBIX apXMBHBIX JOKYMEHTaX OTMETKa 00 M3BSATHH, YKa3bIBAIOTCS
HOMED, J1aTa U Ha3BaHHUE JTIOKYMEHTA - OCHOBAHMS JJI U3BIATHS, a TAKXKE paclucKa Mojydaress
JTIOKyMeHTa (TTpU TUYHOU niepenade). B nanpHelinmeM pabOTHUKY apXuBa 00ECIIeYuBalOT KOHTPOJIb
BO3BpaTa U3bSTHIX JOKYMEHTOB.

B cootBeTrcTBUU cO cT. 12 3akoHa 00 apXUBHOM JIeJI€ U3BATHE APXUBHBIX JOKYMEHTOB, HE
IPEIYCMOTPEHHBIX (ellepalbHbIMUA 3aKOHAMH, 3aIPEIIaeTCsl.

[ena BpIIarOTCS U3 XpAHWINLL!
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a) JUIs UCTIOJIb30BaHUs paOOTHUKAMU OpPTaHU3alHH;

0) AN WCIONB30BaHMS TPAXJAaHAMH B YHUTAIBHOM 3ajJ€ JUIl HAyYHBIX M HHBIX
HCCIICIOBAHUIA;

B) BO BPEMEHHOE IT0JIb30BAaHKE ISl JPYTHX OpraHn3aIiii;

T') AJIs1 IPOBEICHHS apXUBHBIX paboT ¢ TOKyMEHTaMU;

1) UIsl IPOBEJCHUS CTPAXOBOTO KOMMMPOBAHUS M CIICIHATIBHON 00paOOTKH TOKYMEHTOB C
LEJBI0 yAy4IIeHUs] (PU3HUECKOTO COCTOSHUS TOKYMEHTOB.

Jlena BBIIAIOTCS BO BPEMEHHOE TTOJIb30BAHUE U3 XPAHWIIUII HAa CPOK, HE MPEBBIIIAOIINI:

1 Mecsitr U1 UCTIONB30BaHUS pAaOOTHUKAMU OpPTaHU3ALMH

1 Mecs1 JUIs UCTIONB30BAaHMSI JOKYMEHTOB B YUTAJILHOM 3aJie

3 Mecs1a BO BpEMEHHOE MOJIb30BaHKE IS IPYTUX OpraHu3aui

6 Mecs1eB ISl SKCIIOHUPOBAHUS JOKYMEHTOB

Opranam cyja U IpOKypaTyphl Jieia BBIIAIOTCS 10 MPEKPALICHUS JIeJla WA BHIHECCHHS
cyneOHoro pemenus. [IpoyieHne yCTaHOBICHHBIX CPOKOB BBIIAYH JJOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHME, B TOM YHCIIE OpraHaM CyJaa M TPOKYpaTyphl, a TakKe IJsl SKCIIOHMPOBAHUS
JIOIYCKAeTCsl B OCOOBIX CIIydasX ¢ pa3pelieHus] pyKOBOJIHUTENS OpraHU3alyy MO0 MHChMEHHOMY
MOJTBEPIKICHUIO TTOJIB30BATENS O COXPAHHOCTH TOKYMEHTOB.

Beinaua nen u3 xpaHuiuiia oopmisieTcs CIeTyoIIMI TOKYMEHTaMU:

1. 3aKasamu (TpeboBaHMAMM) Ha BblAAYY A€M B YUATA/IbHbIN 331 U COTPYAHUKAM
opraHmsaumm

2. aKTamMu O Bblgaye [e/l BO BpeMeHHOe MoJ/ib30BaHune APYrMM OpraHn3aumam, B TOM
yuc/e opraHam cyaa v NPoKypaTypbl, UAN AN SKCNOHNPOBAHUA AOKYMEHTOB

3. 3aKasamu Ha nposeaeHne paboT Mo CTPaxoBOMY KONUPOBAHWUIO M pecTaBpaLmm
JOKYMEHTOB.

Bpltaya JOKyMEHTOB M3 XpaHUJIMIIA PETUCTPUPYETCS B KHHUIax BbIJA4YM JOKYMEHTOB.
HcnonHenHble 3aka3bl  (TpeOOBaHUS) HCCleOBaTeNle XpaHATCA B JIMYHBIX  Jeax
ucclleIoBaTesneii, a Bce MpoYHe - O UCTEYEHMs] CPOKOB MX XpaHEHHs. 3akasbl (TpeOoBaHUsA)
1es1eco00pa3HO XPaHUTh /10 MPOBECHUS TPOBEPKH HAIWYMSI U COCTOSHUS JIEI.

Briaga ymen Bo BpeMEHHOE MOJB30BaHUE B JIPYTHE OpraHU3alMu OpOPMIISETCS aKTOM,
KOTOPBII COCTaBIISIETCS B JIBYX HK3EMIUISIpaX, OAMH UX KOTOPBIX OCTAETCs B apXMBE OPraHU3aIIH,
Ipyrol BblAAeTCA MOJy4aTento. AKT MOJNUCHIBAETCS PYKOBOJUTENEM OpTraHU3alllH,
nepefamlel aena, M PyKOBOJAUTEIEM OpraHU3alMU-NIONy4yaTess: MOIMUCH CKPEIISIOTCS
repOOBBIMU TIeuaTsiMu opraHuzanuii. [locie Bo3BpamieHHWst 7em B JBYX OJK3EMIUIIPAaX aKTa
JieNlaeTcs COOTBETCTBYIOLIAsi OTMETKA: OJMH SK3EMIUISp OCTAeTCsl B OpraHU3allMM-TIoNIydaTese,
JpYyToii XpaHUTCS B eje (GOHIa B apXUBE OPTaHU3AIMH, BBIJABABIIEM JIEIa.

HanpaBnenue Ha CcTpaxoBoe KOIUPOBaHME, PpECTaBpalMio, Mepervier odopmisercs
3aKa30M. 3aka3z opopMIISIeTCS B apXHWBE OpPTaHU3aIlMK 10 (OpMe akTa O BbIaye BO BPEMEHHOE
MOJIb30BaHKE IPYrOi OpraHu3alHH.

Jlena BbIatoTCA U3 XpaHWIMILA JJIS1 UCTIOIB30BAHUS U TPOBEAEHUS padOT MO CTPaXOBOMY
KOIMPOBAHUIO, PECTaBpaIlUy, NEPEIJIETy TOIbKO B 00paboTanHoM Buje. Ilepen Boiaaueit nen us
XpaHWININA TPOBEPSETCS COOTBETCTBHE IMHMdpa MW 3arojioBKa Jeja Ha o0Joxke mudpy u
3aroJIOBKY JieJia B ONMCH; NEpe BblJaueil U MpH BO3BPALICHUU JIEJI B XpAaHUJIHUILE TPOBEPSIOTCS
HyMepaIus JJUCTOB U COCTOSTHHE JJOKYMEHTOB Ka)KI0TO BBIAHHOTO Aemna. Kaxxmoe BegaBaeMoe n3
XpaHWINIIA JAEJI0 AOJDKHO UMETh JIMCT MCIIOJIb30BAHMS.

[lpr BBImaue pgen W3 XpaHWIHMIIA HAa MECTO BBUIAHHOTO Jefla IIO/KJIAIBIBACTCS
KapTa-3aMeCTUTElb, B KOTOPOW YKa3bIBaeTCs HOMEp Jejia, HOMep OmucH, Homep (HoHIa, Korja U
KOMY BBIJIaHO JIEJIO, JaTa ero BO3BpaTa U MOJAINUCH COTPYAHMKA, BBIAABIIETO JEJ0, C YKa3aHUEM
noixHocTU. [Ipu Bo3BpalieHnH Jiefia B XpaHUJIHILE KapTa-3aMecTUTeNNb n3biMaeTcs. CocTosHue
ACJI, BO3BpAIlaCMbIX B dApXUB ITOCJIC UCIIOJB30BaAHUA, NOJIKHO 6I>ITB MMPOBCPCHO B NPUCYTCTBHUU
JIUIIa, BO3BPALIAIOIIETO JTOKYMEHTHI.

[Tpu oOHapYy>KEHUU HETOCTAYH IS HIIM OTJICIbHBIX TUCTOB B HUX, & TAKXKE MOBPEKICHUIN
Jel U JOKYMEHTOB COTPYAHHKAMHU apXHMBa COCTABISETCS aKT B JBYX SK3EMIULSIpax, OJUH U3
KOTOPBIX NPCACTABIIACTCA UCCICAOBATCIIIO YUTAJIIBHOTO 3daJ1a WK PYKOBOAUTCIIIO OpraHu3aluu,
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MCIIOJIb30BABIIECH JTOKYMEHTHI, JUIsl NPHUBJICUEHUS] BUHOBHBIX K OTBETCTBEHHOCTH, BTOpPOH -
OCTaeTcs B apXUBeE.

[Ipu mepemenieHUn TOKYMEHTOB 3a MIpeesiaMH apXuBa JOJDKHBI COONIIOIATHCS MEpHI
IPEJOCTOPOKHOCTH, HAJEKHO OOECeUnBalOIlUe HX COXpaHHOCTb. [Ipu TpaHCHOPTHPOBKE
JOKYMEHTOB COOJIIOAI0TCS MEPHI TI0 OXpaHE U 3aIIUTE UX OT BO3JCHUCTBUS BPEAHBIX (aKTOPOB
OKpY’Karollel cpenbl IMyTeM HNPUMEHEHMs CIELUAIbHBIX BHUJOB YIAKOBOK, 00ECHEUMBAIOLIMX
3alUTy JOKYMEHTOB OT OCaJKOB, CBETA, MEXAHUUYECKUX ITOBPEXKICHUI.

Tema 3. dnexmponnsvie apxuevl NO TUYHOMY COCABY

B Hacrosimee Bpemsi HamOoJiee aKTyadbHBIM BBICTYIIA€T BOINPOC 00 3JIEKTPOHHOM
XpaHEHUH apXUBOB I10 JINYHOMY COCTaBY.

OcHosHbie npobiembl, 803HUKAIOWUE NPU pabome ¢ OYMANCHbIM aAPXUBOM

1. OnepaTMBHbIN A0CTyn K BymMaxHOMY apxmMBy A0BOJIbHO 3aTpyAHUTENEH. Bpema oTBeToB
Ha 3anpocbl K AaHHbIM apxvMBa COCTAaBAAET OT OLAHOIO A0 HECKO/IbKUX AHel. PaboTHMKam apxumBa
[0BOJIbHO C/IOXHO 06pabaTbiBaTb BPY4YHYIO 60/bLIOE KOJIMYECTBO 3ampoCOB, MHOTME W3 KOTOPbIX
[0BOJIbHO CNIOXKHbI M TPeBYOT ANA NoAyYeHMA OTBETA UCNO/Ib30BaHME HO/bLIOFO KOMYecTsa Aerl.

2. Pabota c BymaKHbIM [OKYMEHTOM BO3MOXHA OLHOBPEMEHHO /MWb AAA OAHOrO
YyesioBeEKa, YTO CO34aeT HeyA06CTBO NpU pPaboTe C aKTUBHO UCMO/Ib3yeMbIMU SOKYMEHTaMM.

3. JOKYMEHT MOXHO /Ierko MoTepATb NpU MNOMELLEHWM He B To geno 6narogaps
«yesioBeyeckomy dakTopy».

4, ApXuB He 3alMLLEH OT MOXKapPOoB U NPoYNX GOPC-MarKOPOB.

5. CTapble AOKYMEHTbl He 061a4at0T AO/IKHbIM KayecTBOM M MMM CNOXKHO NONb30BaThbCA

BBUAY BETXOCTU, HOBblE AOKYMEHTbI HE A0/21ITOBEYHbI, MO NPUYNHE TOIo 4YTO 6bICTp0 M3HallKnBakTCA.

Pemenniem naHHBIX MPOOJIEM SIBISETCS CO3/IaHUE DJIEKTPOHHOTO apXHBa IOKYMEHTOB IO
JUYHOMY COCTaBy oOpranuzanuu. MHpopmamus, XpaHsimascs B JaHHOM apXHBE IO3BOJIUT
MOJTy4aTh CHOPABKY MO TPYAOBOH AEATEIHLHOCTH KaXKIOTO COTPYAHHKA, B TOM YHclie 00 ypOBHE
3apa0OTHOM TIUIaThl, CTaxke paboThl, pasnuuHble Oubmuorpaduueckue manHwsie. Bes ata
uH(popMallisi MOATBEpKIaeTCs OyMaXHBIMU JOKYMEHTamH apxuBa. l[Ipu HeoOXoaumocTw,
BJIGKTI)OHHI)II\/'I ApXUB MOXKCT XpPaHUTH OHI/I(l)pOBaHHI)IC KOIMMK OCHOBHBIX HOOKYMCHTOB II0
JEeSTENIbHOCTH pabOTHHKA.

[IpeumymiecTBa, moaydaeMble OT BHEIPEHHUS SJIEKTPOHHOTO apXHBa IO JIMYHOMY COCTaBY:

1. MpocToit 1 BbICTPLIM AOCTYN K AOKYMEHTY 1t060ro CoTpyAHMKa apxuBa B toboe Bpems.

2. ByMarKHbI apXMB OCTaeTCA HETPOHYTbIM, YTO MO3BO/IAET COXPaAHATb €ro 3HauyMuTesbHO
fonble (0cobo xopowo 3ToT adpdeKT byaeT 3ameTeH ANA SOKYMEHTOB, TPebylowmx [0roCPOYHOro
XpaHeHus).

3. [OKYMEHT 3alLMLLEH OT USMEHEHWIA, YTO rapaHTUPYET NOAHOTY MHPOPMALMUK.

4, PocT ckopocTn 06paboTKM 3aMpOCOB K apxmMBy M YMEHbLUEHWE BPEMEHM Ha MO/ydYeHue
apXMBHOW CNPaBKMU.

5. KOHTpONb CPOKa XpaHeHWs B 3aBUCMMOCTM OT TUMa AOKYMEHTa U MHOOPMUPOBaHMWE
apXMBApPUYCOB O HEOHX0AMMOCTM 06PABOTKMN LOKYMEHTOB, TPEOYIOWMX YHUUTOKEHUS.

6. PesepBHOE KOMWpOBaHWE JaHHbIX 3aWWTUT  Ball  3/IEKTPOHHbLIM  apxuMB  OT

dopc-maxkopos.

Hanpumep, ¢upma «OneKTpoHHBIN apXuB YKpauHb» HMeeT cienyromuil onbit. [lo
AQHAIN3Y CIEIUAINCTOB aKTyaJIbHOCTh BHEAPEHUS 21€KMPOHHO20 aApXUa No JUYHOMY COCMABY
oOycraBnuBaeTcsl KaK 4YacTOTOM 3alpocoB KaJpOBOW JIOKyMEHTAllMd, TaK W JOCTATOYHO
IPOIOJDKUTEIBHBIM CPOKOM XPAaHEHUS 3TOr0 BUAA JOKYMEHTOB (10 75 Jer).

Komnanuss DJIAY pazpabGoTana 3IE€KTpPOHHBIM apXWB IO JMYHOMY COCTaBY JUIS
IIPOMBIIIIIEHHOTO IPEAIPUSTHS, B COCTaBE KOTOPOI'O0 HAXOAUTHCS 3 IIAXTHI, a IITaT COTPYJHUKOB
konebnercs ot 3500 1o 5000 pabotuukos. [Ipennpustue hbyakunonupyer ¢ 1973 rona.

3aka3uuk o0OpaTWiCs C 3almpoCOM O CO30aHUU DNIeKMPOHHO20 apXusa KaapoBOU
JOKYMEHTAIlUH, ejas COKPaTUTh BpeMs Ha MOJrOTOBKY CIpPaBOK IO 3apa0OTHOM Iuiate,
TPYZAOBOMY CTaXy, OATBEPKACHHUIO JIBIOT YBOJIEHHBIX COTPYIHUKOB. BBHY Gonbioro mraTa u
cneuu(UKu  JESITENbHOCTH  HpEeanpusaTHs  (HaJIu4yue  JOKyMEHTaluH, (UKCHUpYrolen
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IPOM3BOJICTBEHHO-TPYAOBOM TpaBMaTH3M, MOJATBEpXkAaiolieil padoTy 4YeloBeKa B YCIOBHUSX
BPEIHOTO MPOU3BOACTBA, AAIOIIETO MIPABO Ha JILIOTHI) 00paboTKa 3alpoCcoB, KOTOPHIX MTOCTYIAIO
nopsika 200 B Mecsitr, npu padoTe ¢ OyMakKHbIM apXUBOM ObLIa TPYJOEMKOH U BpeMs3aTpaTHOM.

Oranbl CcO3JaHUS  DJIEKTPOHHOTO apxuBa. BpipaboTaB KOHKpETHOE U JAETajbHOE
TEXHUUYECKOE 3a/1aHue C 3aKa3YMKOM I10 BHEJIPEHUIO 21eKMPOHHO20 apXuead 10 JTMYHOMY COCTaBY,
koMaHna «QJIAY» npuctynuna k peanuszanuu npoekrta. [ JOCTHKEHHs ONTHUMAalbHOIO U
HauOoJee KaYeCTBEHHOI'O PEe3yJibTaTa Ha 3Talle CKaHUPOBAHUS JTOKYMEHTALIUH, IPEBAPUTEIHHO
OblTa MPOM3BEICHA pacimBKa (¢ mocieayromei cimmBkoi) 2 190 men; ommdporano 605 000
crpanui. J{ns ynoOcTBa U MPOCTOTH pabOTHI YKE C 3JICKTPOHHBIM 0a3MCOM TOKYMEHTAllMH, Ha
NpeAnpUITHH OblJla YCTAaHOBJICHA CHCTeMa 3J1eKTpoHHOro apxusa Folium (paspaGoTaHHbIi
CHEIUAJINCTaMU KOMIIAHUM «OJIEKTPOHHBIE apXWBbl YKpauHbl» MPOrPAaMMHBIA MPOAYKT,
MO3BOJIAIOIINN OPraHU30BaATh U CTPYKTYPUPOBATH OLIM(PPOBAHHBIE APXUBHBIE JOKYMEHTHI).

PaboTa mo ckaHMpPOBAaHUIO KaJPOBOW JOKYMEHTAIMEH MpeanpusaThs Oblia 00yclioBieHa
PSAAOM OCOOEHHOCTEI:

- onudporke nmognanamu nena nepuoaoB 1973 — 2013 rr., 30 % U3 KOTOPHIX OBUIH B
OUYEHb BETXOM COCTOSIHHH;

- CyILIECTBEHHAass YacTh JOKYMEHTAallMM HMeJa pYKONMCHBIH M  HCYE3aI0LIUN
MaIIMHOMUCHBIA TEKCT

- paboTa 1O MPOEKTY OCYIIECTBISIACH B 2 CMEHBI, Ha TEPPUTOPHH 3aKa3uuKka paborana
MOOWIIbHAs Opurazaa.

Pe3ynbrarel BHEIPEHUS 3JIEKTPOHHOTO apXHBa:

DNEeKTPOHHBIA apXWB MO3BOJIMJI: CHU3UTH TPYAO3aTpaThl HA TMOUCK U oOdopmiieHue
UHpOpPMALIMKU TI0 3alpocaM B apXuB B 24 pasa; BBIBECTH U3 MOCTOSTHHOTO OOWMXOJa OPUTHHAIBI
OyMaxXHBIX JTOKYMEHTOB (00€CIeYMB HMX COXPAHHOCTh OT TMOTEPU, IMOPYH, YMBIIUIEHHOTO
peAAKTUPOBAHUS U T.11.).

PerynsapHele wuccienoBaHMs, NpPOBOIALIMECS B YKpaumHE, CBHIETENbCTBYIOT, 4YTO
OOJIBIIMHCTBO MOJIb30BATENEH BBIACISIOT TaKue MpeuMyllecTBa 0e30yMakHbIX TEXHOJOTUHN KaK:
9KOHOMUSL 8PeMeHU COMPYOHUKO8, CPeOCm8 npeonpusmuil, noevluleHue 3¢pgdexmusHocmu
pabomwi, U 803MOAHCHOCHL COBMECMHOL pabOmMbl ¢ OOKYMEHMAMU.

ONEeKTPOHHBIA apXMB — TrapaHT oOecleyeHHUs MOJHOLEHHOTO YyueTa W XpaHEHUs
JTOKYMEHTOB mpenmnpusatus. Co3laHue cTpaxoBoro (GpoHJa y4yeTHOW TOKYMEHTaluu (3aluTa OT
no’kapa, yTpaTsl, XHIIeHHs, nopud). CokpallleHHe KOJIMYECTBA YYETHBIX JOKYMEHTOB Ha
OyMa)XHBIX HOCUTENSX (HalpuMep, MHBEHTapHble KHUTH, omuch). ObecriedeHne COXpaHHOCTU
CTapbIX, PEIKUX U 0COO0 IIEHHBIX JOKYMEHTOB (MCIIOJIb30BaHHE KOTOPBIX B OyMaKHOM BHJIE
IPUBOJIUT K BETXOCTHU U MOCIEAYIOIIEMY YHUUTOXKEHHUIO JJOKYMEHTA — PEJIKHE KHUTH, apXUBHbIE
nena). Opranuzanusi XpaHeHUs 3JEKTPOHHBIX JOKYMEHTOB B KOMITAaKTHOM BHje. Ilomyuyenue
HEOTPaHMYEHHOTO YMCIIa KOMUN JOKYMEHTOB B OYMaXHOM U 3JIEKTPOHHOM BUJE O6€3 oOpaleHus
K OyMa)XHOMY OpUTHHATy (Hampumep, A BbIJAYM IO 3ampocaM TpaKAaH, JJIs OTIPaBKU B
MOJIOTYETHBIE mojapaszaeneHus). OOecnedyeHus BO3MOXKHOCTH JIOJITOCPOYHOTO  XpaHEHUs
JIOKYMEHTOB M JIOCTyIIa K HUM.

DNEeKTPOHHBIN apXUB — CPEACTBO ONTUMHU3ALNN PaOOThI C TOKYMEHTaMHU Ha IPEINPUSITHH.
Opranu3anus OJHOBPEMEHHOM paboThl C  BJIEKTPOHHBIMH  JIOKYMEHTAMU  HECKOJBKUX
noyib30Batesieil. Pasrpanndenne mpaB JocTymna moJib3oBateneil k mHpopmanuu. ObecrieueHne
uHpopMannoHHON Oe3onmacHocTH. CoKpalleHHe BpeMEHH OOpabdOTKH 3ampocoB, TOUCK
uHpopMalMu. YBENWYEHHE OINEpaTUBHOCTU JocTyna K uHpopmamuu. Ob6ecrnieueHue
OTIEPAaTUBHOTO MIOMCKA U IOCTYTIA K JOKYMEHTaM CTPaxoBOro (hoH/1a TOKYMEHTALUU B KPU3HCHBIX
cutyanusax. Co3gaHue NIMPOKUX BO3MOXKHOCTEN MTyOIMYHOTO AOCTYIA K apXUBHBIM JOKYMEHTaM
HCTOPUYECKOI0, KYJIbTYPHOI'O M HAYYHOI'O HaclIeausl.

Pezynomam ucnonvzosanus 21eKmpoHHO20 apxXuea 8ublpaxicaemcsi 8:

1. MoBbILEHNM YPOBHA MHPOPMALMOHHOrO obecneyeHnn HaceneHus.
2 MoBbILWEHNM YPOBHA KauecTBa NPUHATUA peLleHuiA.

3. MCKNIOYEHUN PUCKA, CBA3AHHOTO C «4e10BEYECKMM PaKTOPOM».

4 MpeemcTBEHHOCTU NOKO/IEHWIA CNeunanncTos.
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5. DKoOHOMUU OPUCHbBIX NaoLWAael AN XpaHEHUA AOKYMEHTOB.

6. CoKpalweHun pacxodoB Ha COAEeprKaHWe wWTata COTpyAHWMKoB, paboTalowmx c
6YMaXKHbIMM N 9NEKTPOHHBIMWU JOKYMEHTaMM.

7. Mpo3payHOCTM COCTOAHUA Aen B puananax n yaaneHHolx opucax.

8. Mcnonb30BaHMM 3NEKTPOHHOTO apXxMBa KaK HeMaTepUasibHOro aKTMBa MpWU Mpoaake

NpeanpuATUA, CIMAHUAX U NorAoWeHUAX (0CobeHHO aKkTyaibHO A1 NPOMbILLNEHHOCTU, HedTe/razoBoro
KOMMIEKca, KOrAa B [AOKYMEHTaX COAEPKaTCA CBEAEHWA ANA CTPaTerMyeckoro mniaHUpPOBaHWUS,
Hanpumep, pesybTaTbl FE0I0MMYECKON Pa3BeAKN MECTOPOXKAEHWUM, YEPTEKN KOHCTPYKLUNIA CaMOJIeTOB,
nT.a.).

9. BbicTpom nogbope M NoUCKe AOKYMEHTOB B SKCTPEHHbIX CUTyaLMAX.

Bo3moxxnoctu mnpoeaenuss HUOKP (Toiapko W3Y4MB NPEABIIYIIHA OIBIT HAYyYHBIX
MCCJIEJOBAHUM, MO’KHO YCIIEIIIHO ABUIaThCS BIIEPEN).

BHenpeHnue cucTeMbl 3JIEKTPOHHOTO apXHUBa JOKYMEHTOB I10 JIMYHOMY COCTaBy IIO3BOJISIET
B 3HAUUTEJIbHOM CTENEHU ONTHMHU3MPOBATh M YHPOCTUTH pabOTy KaJIpOBHKA. DJIEKTPOHHBIN
apXxuB BBICBOOOX/1aeT 0(UCHOE MPOCTPAHCTBO OT HAKOIMBIIMXCS JOKYMEHTOB U 0OecleunBaeT
3amty  uHbopMmammu  Ojaromaps — CO3JaHHMIO  pe3epBHbIX  komuil.  Kpome  Toro,
CHUCTEMaTU3MpPOBaHHAsl 3JIEKTPOHHAs 0a3a JaHHBIX IOMOIAeT COTPYIAHMKY KaJpOBOM CIIy:KObI
OIEPATUBHO HAXOAWTh HYKHYIO WH(POPMAINIO, MTHOBEHHO MOAOUPATh JOKYMEHTHI, OTIPABIISSL
UX I10 3JIEKTPOHHOM 1104Te, U T. 1.

Pabora ¢ JoKkyMeHTamMH 10 JTUYHOMY COCTaBY TpeOyeT, 4TOObI KaAPOBHK 3HAI HE TOJIBKO
TPYAOBOE 3aKOHOJATENBCTBO U MOPAJOK AEJIONPOU3BOICTBA, HO U OCHOBHBIC IIPAaBUIIA XPAHECHHUS,
o0paboTkn u mepenaun Oymar Ha apxXuBHOE XpaHeHHe. Hajamnekamiee BBIIOJHEHHE STHX
o0s13aHHOCTEH CBA3aHO ¢ OOJIBIIMMU BPEMEHHBIMH 3aTPAaTaMH, YTO MPENATCTBYET BBIMOJIHEHUIO
NEPBOCTENEHHBIX KaJIpOBbIX 3ajad. bojiee TOro, cam crenuanucT KaJapoBOW CiIy»KObl JHILIEH
BO3MOXKHOCTH PEaIM30BaTh CBOM MPOPECCHOHATIBHBIE aMOULIUHU, KOTOPBIE MOTYT OKa3aThCs LIMpe
BBITNIOJTHEHUS CYTy00 OyMa)xHOU paboThI.

JU1g COBpEMEHHON KOMITAHUH ONTUMAJIBHBIM PEIIEHUEM BOIIPOCA XPAHEHUs TOKYMEHTOB
0 JINYHOMY COCTaBy JOJUKHBI CTaTh TIPaMOTHOE XpaHEHHE, CHUCTeMaTu3alus |
aJIMUHUCTPUPOBAHUE C COOJIIOJICHHEM 3aKOHOAATENbHbIX HOpM. B monmHoi Mepe 53To
OCYLIECTBUMO 3a CYET IPUBJICYEHUS CTOPOHHMX apXMBHBIX KOMIIaHMHW. B 3TON cHTyanuun
PYKOBOJUTENSIM OpPTaHU3aIMil OCTaeTCs JIUIIb ONPENEIUTh KPEIUT J0BEpUs K TAKUM CIIy>K0am U
pEIINTb, TOTOBBI JIM OHU UJTH B HOT'Y CO BPEMEHEM.

OnTUManbHBIM pElIEHWEM YKa3aHHBIX MPOOJIEM MOXKET CTaTh CUCTeMa, pa3paboTaHHas
cnenuanucramu kopnopauu JIAP, - «nekTpoHHBIN apXUB KaAPOBOTO JAEIONPOU3BOACTBAY - U
npecTaBistomas co00i KOMIUIEKC /I IOKYMEHTALMOHHOT0 00eCTIeYeHNUs KaIPpOBBIX MTPOLIECCOB
Y 3aIIUTHI epcoHaIbHbIX qaHHBIX (IT0).

Cuctema aBTOMaTU3UPYeT OOJBIIMHCTBO MPOIECCOB, C KOTOPHIMU KaJIPOBUK €KEIHEBHO
CTalIKuBaeTcss B cBoeil pabote. Tak, pemieHre TMO3BOJSET BECTH CTAaTUCTHKY U Y4eT
yIpaBJIEHYECKUX KaJIPOB, HAXOSIIUXCS B pe3epBe, MOIy4aTh HCTOPUIO pabOTHI C ITUM PE3epPBOM
3a M000M MepuoJ BpEMEHH, a TaKKe aHAIM3HPOBaTh 3Tambl MPo(GEeCcCHOHAIBLHOTO pPOCTa
COTpyAHHKA. BO3MOXXHOCTH OBICTPOro MOHMCKa M JOCTyNa K HeoO0XoauMoW HH(pOpMalMHU O
COTPYIHUKAX B DJIEKTPOHHOM apXMBE CHIIKAIOT TPYyJO3aTpaThl M BpeMsl Ha COCTaBIICHUE
noJ00pPOK JTOKYMEHTOB [UI OTYETHOCTH U MPEJACTAaBICHHUS IPOBEPSIONIMM OpraHaM, Ha
00paboTKy 3ampoCcoB, a TAKKe Ha BOCCTAHOBJICHHUE U 3aBepEHUE KOMHUM yTpaueHHbIX JOKYMEHTOB
Ha OCHOBAaHUM HX DJIEKTPOHHBIX 00pa3oB. BHenpeHHe cHCTEMBI MO3BOJSET OCYIIECTBIATH
KOHTPOJIb HaJ COCTaBJIEHMEM WJIM 3alOJHEHHEM KaJIpOBOM JOKYMEHTAlUW M OTCIIEKHUBATh
Ka4eCTBO M CPOKHM BBIMOJIHEHUs pabOT COTPYIHUKAMHU KaIpOBBIX MOJpPA3JCICHUI B pexuMe
pPEAIbHOTO BPEMEHU. A XpaHEHHE JOKYMEHTOB B PEKHME BEPCHOHHOCTH TO3BOJISIET OTCICIUTD,
KOIrJa, KEM U KaKHe U3MEHEHUS BHOCUJIUCH B Ka)KJbIi KOHKPETHBIN KaJPOBbIA JJOKYMEHT.

Kpome Ttoro, cocraB pemieHuss «IEKTPOHHBIN apXUB KaJIpOBOIO JEJIOMPOU3BOJICTBAY
MOYKHO TMOKO KOH(UTYpHUPOBATh B COOTBETCTBHH C TPEOOBAHUSAMH U 33JauaMi OpraHU3aluy, a
TaKXke MPOCTO M OBICTPO MOJAEPHU3UPOBATH U PACIIUPATH CUCTEMY C Pa3BUTHEM KOMIIAHUU.
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CocraB peuIcHu. Pemenne ((3JICKTpOHHLIﬁ ApXUB KaApPOBOT'O ACIJIOMPOU3BOACTBA»
COCTOUT M3 HECKOJIbKHX Moz[yﬂei/i, KOTOPBIE B KOMIIJICKCE OPraHU3yIOT OTJIAKECHHYIO pa60Ty
CHUCTCMBI.

PaGora yepes wHTepdenc
yyeTHoH, ERP, HRM - cucrems!

Cucrema ynpasnesus R

CkaHep

CeTeBON NpuHTEpP

Texkywnn ssoq Moaynb

AOKYyMeHTOB 3AWWILeHHON nevyaTu

[IepBbIil U3 HUX - MOAYJb YIPaBJICHUS JIEKTPOHHBIM APXUBOM, KOTOPBIA CTPOUTCS Ha
6aze cucrembl DJIAP CAIIEPMOH. Cucrema mo3BosiseT XpaHUTh JIIOObIE THUITBI JOKYMEHTOB
(onexTpoHHBIE 00pa3bl OYMa)KHBIX JTOKYMEHTOB, TOKYMEHTHI YYETHBIX CHCTEM, (OTOdailsel u
ap.). C ee moMOIIbIO MOXXHO TMOJIy4yaTh ONEPATHBHBI MHOTIOMOJIB30BATENLCKUN JIOCTYII,
OCYIIECTBIISATh OBICTPBIA TMOUCK JIOKYMEHTALMM B JJIEKTPOHHOM apXHMBE IO 3aJaHHBIM
napameTpam M KiacCU(UIMPOBATh JTOKYMEHTHI MO Pa3IMYHbIM aHAIUTHYECKUM MpPU3HAKaM. A
OrpaHUYEHUE JI0CTYNA K KOH()UICHINAIBHBIM JOKYMEHTAM WM 4acTAM JOKYMEHTa MO3BOJISET
CO0JII0/IaTh 3aKOHOIATENBLCTBO MO 3aIIUTE MEPCOHATBHBIX JIAHHBIX.

Craenyromuii - MOy 1OCTyNA K 2JEKTPOHHOMY apxuBy. Ero pabora ocymecTBisercs
kak Hanpsamyro u3 cucreMsl DJIAP CAIIEPMOH, Tak u uepe3 npuBbIYHBIE ISl [T0JIb30BATENEH
IPOrpaMMHBIE TPWIOKEHUS] 3a CYET BO3MOKHOCTM MHTETrpallud C CHUCTEMOH yIpaBlIEHUs
JJIEKTPOHHBIM apXHUBOM. A JJIs IPEANIPUATHI C XOJIJUHIOBOI CTPYKTYpPOH OpPraHU3yeTCsl 1OCTYII
K JAaHHBIM U3 TEPPUTOPUAIBHO YJAJIEHHBIX MOApa3AeiIeHUN depe3 KOpPIOpATUBHBIE
UH(POPMAILIMOHHBIE CETH.

[TomHOCTBIO aBTOMATH3MPOBATH IPOIECC MEPEBOAa OYMaKHBIX KaJpPOBBIX JOKYMEHTOB
NPENIPUATHS. B DJIEKTPOHHBIM BUJA IO3BOJIAET MOAYNb TeKymero BBoaa. CocTaB 3TOro
IPOrpaMMHO-aNNapaTHOI0 KOMILUIEKCAa 3aBUCUT OT KOJIMYECTBA MEpCOHaa, paboTarolero B
KOMITAaHUH, €XEJHEBHOIO IOTOKAa KaJpOBOW JOKYMEHTAllMM U OOBEMOB apXUBOB, 4YTO U
onpeneNnsgeT TUIBl CKAaHUpYIOIIEro obOopynoBanus. JlaHHbIi Monyns — oOecreduBaeT
JOKYMEHTAIITMOHHYIO TIOAJIEPKKY KaJPOBBIX OH3HEC-TIPOLIECCOB, IOCKOJIBKY CBOEBPEMEHHOE
HAlOJIHEHUE HJIEKTPOHHOIO apXuBa TEKYIIUMH U apXUBHBIMH KaJpOBBIMH JOKYMEHTAMU H
NpUBSA3KA 3JIEKTPOHHBIX 00pa3oB peajbHBIX KaIPOBBIX JOKYMEHTOB K YYETHBIM JIaHHBIM
rapaHTUPYIOT ONEPATUBHBIN TOCTYI K JAaHHBIM YIIOJTHOMOYEHHBIM COTPYAHHUKAM.
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Moy XpaHeHHUs cO3JaeT HEHTPATM30BaHHOE XPAHMWINIIE OOJBIINX 0OBEMOB JaHHBIX
HAa OCHOBE CIELMAJIM3UPOBAHHBIX ONTHYECKUX Hakomurtened Ha DVD/BD-auckax.
Oprann3oBaHHOE TaKUM 00pa30M XpaHEHUE KaJPOBOW IOKyMEHTALIUU TapaHTHPYET COXPAHHOCTh
U HEW3MEHHOCTh WH(popManuu B TeueHue Oosee 50 J€T cOraacHO 3aKOHOJATENBCTBY IMPH
MHUHHMAJIbHBIX 3aTpaTax Ha MOJIEPHU3ALMUIO U 00CTY)KMBAHNE XPAHHUIIHILA.

Kpome TOro, 3to crnocoOCTBYeT CyIIECTBEHHOMY CHIKEHUIO BHYTPEHHUX 3aTpaT Ha
JIOPOrOCTOSILIYI0 apeHAy IUIOIIAJEH IOJ apXUBbl KaJpPOBBIX JOKYMEHTOB, TaK KaK IIO3BOJIET
NepPEeMeCTUTh OyMaXKHBIM apXUB HAa TEPPUTOPHUIO OoJiee ACLIEBBIX apeHIHBIX IUIOIIa/ed, a B
TEKyImel paboTe COTPYJHHKOB KaJpPOBBIX TMOAPA3JACICHUA HMCIONb30BaTh JOKYMEHTHI
3JIEKTPOHHOTO ApXUBA.

Monynp 3alMIIEHHOTO BBIBOJA JOKYMEHTOB Ha II€4aTh CTPOUTCS HA OCHOBE
MOAKJIIOYEHUs1 cepBepa IeyaTu, crneuuanuzupoBaHHoro I[IO u  pa3BepThIBaHUS CHCTEMBI
aBTOpH3AIlMM IyTEM YCTAaHOBKH HJICHTH(PHKAIMOHHBIX YCTPOWCTB Ha mpuHTepax u MOY
npennpustus. g uaentudukanuu nonb3opareneil npumensitorces: PIN-koabl, 6eCKOHTaKTHBIE
IUTACTUKOBBIE KapThl, MarHUTHBIE KapThbl, IUTPUX KOABl MM CKaHEpPbl OTIEYATKOB IMAJIbLEB.
Cucrema aBTOpU3AIMM MOXET ObITh OOBEAMHEHA C YyXKE€ CYIIECTBYIOLIEH B OpraHu3aluu
3aKa3yuKa CUCTEMOI 0€3011aCHOCTH, HallpUMEp, Yepe3 KapThl, UCIIOJIb3YEMBbIE COTPYIHUKAMU IS
MIPOX0/1a YEpEe3 CUCTEMY KOHTPOJIA AOCTyNa Ha peAnpusTue. Moayinb NO3BOJISIET aHAJTU3UPOBAThH
BCE pabOThl MMEYaTH N0 PAa3JIMYHBIM I1apaMeTpaM, B TOM 4YHCIE KOJMYECTBO M COCTaB
OTHPABIISIEMBIX HA ME€YaTh JOKYMEHTOB JUISl UCKJIFOUEHHUS WCIIOIb30BAHUS TEXHUKH ISl JIMYHBIX
Lemen.

3amura TEepCOHANbHBIX JaHHbIX. PemieHne «ONEKTPOHHBIM apXUB  KaJgpOBOIO
JIeTTOTIPOU3BOJICTBa» IOJIHOCTBIO COOTBETCTBYET TPEOOBAaHMSM 3aKOHOJATEIHCTBA IO 3aIIUTE
MEPCOHAIBHBIX JAaHHBIX, COTJIACHO KOTOPOMY KOMIIaHWHM, paboTarolue C MepPCOHATbHBIMU
JAaHHBIMHU, 00513aHbI TAPAHTUPOBATh UX HAJIEKHYIO COXPAHHOCTb.

OTOro ynaercs JOCTHYb HECKOJBKHMH crocobamu. B wacTHocTH, 3a cueT (QyHKIUH
KOJAUPOBAHUS JOKYMEHTA, IPOCMOTP KOTOPBIX CTAHOBUTCS BO3MOKHBIM TOJIBKO ITOCJIE€ BBEJICHUS
napoiisi. Taxoke cucrema Jonyckaer ucrnoib3oanue DT u npu He0OXOAUMOCTH OTpaHUYUBAET
JOCTYN K 4YacTsM apXuBa, OTACJIbHBIM JOKYMEHTaM WIM UX (parMeHTam JUisl pa3iHyuHbIX
nosip3oBarene wiam rpynn nonb3oBatened. Kpome toro, OJIAP CAIIEPMOH xpanut
AIIEKTPOHHBIE JOKYMEHTHl B BHJE CIELHMAIBHOIO 3aKOJWPOBAHHOTO (ailia coOCTBEHHOTO
dopmara (Metadaiina) AIS HCKIOYEHUS BO3MOXKHOCTU HEMPABOMOYHOIO KOMHPOBAaHUS U
UCIIOJIb30BaHUsl Bcel MHGpOpMaluu WM €€ 4YacTU. Bce 3TH Mepbl M CcO3/1al0T HEOOXOAMMBbIE
YCIOBUSL JJIl HAJEXKHOrO, 3alUINEHHOTO XPaHEHHs IEPCOHAIBHBIX JAHHBIX COTPYIHUKOB
KOMIIaHUH.

Baenpenue pemenus «JIEKTPOHHBIN apXUB KaApOBOTO JEIONPOU3BOJACTBAY MO3BOJISET B
CUMTaHHbIE CEKYHJbl HAaXOAUTb HEOOXOJUMBIH JOKYMEHT, KOHTPOJIMPOBATh MPaBUIbHOCTh
oopmieHHs JeN B peKUME PeaIbHOTO BPEMEHU U MPOBOAMTD ayJUT KaJpOBON JOKYMEHTAINU B
yaajgeHHbIX (uiuuanax u mnoapasaeneHusx. Kpome toro, cucrema obecrieuuBaeT padboTy ¢
TEKYIIUMH KaJpOBBIMU JOKYMEHTaMH, 4YTO OOJIETYaeT IMpOLECC PEerucTpalu KaapoBOH
JOKYMEHTAIlMH, a 3a CYeT MHTErpaluu 3JEKTPOHHOTO apXuBa C CYLIECTBYIOIIMMHU KaJpPOBBIMU
crcTeMaMM aBTOMaTH3UpyeTcst paboTa Mo yueTy u cOopy craTucTuueckoil napopmarmu. Bee aTo
B KOMILJIEKCE MO3BOJISET MOJHOCTHIO aBTOMATU3UPOBATh PadOTy KaJIpOBUKOB, ONITUMU3ZHUPYS TEM
CaMBbIM JIESTEIBHOCTD KaJIpOBBIX MOAPA3AEICHUI KOMIIAHUH.

Hcnonb30BaHre >IE€KTPOHHOTO apXuWBa B paboTe CIyX Obl YIpPaBIIEHUS MEPCOHATIOM.
Kpome kaapoBOro JOKyMEHTAI[MOHHOIO ydye€Ta B MPOLIECCE YIPABJIECHUS NEPCOHAJIOM KPYIHBIX
HOPENNPUATHI CO3/1aeTCsl MHOXECTBO HE(POPMAIN30BAHHBIX JIOKYMEHTOB: IICHXOJIOIMYECKHE
XapaKTEPUCTHKH COTPYIHHKOB, ydeOHbIE MaTepHalbl, COLMOJIOTHUECKUE OMPOCHI, PEe3yIbTaThl
OLICHKH Npo(eCCHOHATIBHBIX KayecTB MepcoHala W Jp. Takue TOKYMEHTBI TaKKe MOKHO
3arpy3HTh B AIEKTPOHHOE XPaHUIIMILE.

COA mno3Bosnsier GopMUPOBATH €IUHBIE TAKETHl JOKYMEHTOB, CBA3aHHBIX C OOYYCHHEM,
OLIEHKOM, aTTecTanueil nepcoHansa s JOKYMEHTAlMOHHOTO 00OOCHOBAHUS MPUHSTHS KaJPOBBIX
pelIeHU.
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PykoBomuTensM gernapTaMeHTOB, HaYallbHUKAM OTAEIIOB, CICIHATUCTaM TI0 O0YYCHHIO U
JPYTUM  yIIOJIHOMOYEHHBIM COTPYAHHMKAM HACTPauWBaIOTCS TIpaBa JOCTyNa K IOJ0OHBIM
nokymeHTaMm B COA 1711 COBMECTHOM C KaJIpoBOM CITy»)00# pabOThI IO YIIPABICHUIO TIEPCOHATIOM.

MaccoBasi onn(ppoBKa TOKyMEHTOB MPONUIBIX JIeT. it 3 PEKTUBHOTO HCIOIH30BAHUS
CUCTEMBI JJICKTPOHHOTO apXvWBa HEOOXOJAMMO HAIOJIHUTh €ro CKaH-KOMUSMHU OyMaKHBIX
KaJpOBBIX JOKYMEHTOB. MUHHMaIbHO HEOOXOAMMBIH 00hEM JOKYMEHTAIMH (THITbI, KOJIMYECTBO,
CPOK JaBHOCTH) i ONUGPPOBKH OIpeneiseTcss Ha dTtame 3KcnepTusbl. OH 3aBUCUT OT
BHYTPEHHUX MOTPEOHOCTEH KaapOBOW CITY)KOBI, YACTOTHI 3aIIPOCOB CIIPABOK, BBITUCOK U KOIUH
JOKYMEHTOB U Jpyrux (aktopoB. OTHOBPEMEHHO OMPEIENISICTCS KOJIUYECTBO MHICKCUPYEMBIX
noJjie, HeoOXOomuUMBIX Ui AS(P(PEKTUBHOIO TIOMCKA JaHHBIX. TakuMm o00pa3oM, MOXHO
ONTHUMH3UPOBATH OOBEMBI, CPOKH U CTOMMOCTH BBHITIOTHEHHUS PaboT 1o onupoBKe, a TaKKe
OIIPENIEIUTh OYEPETHOCTh CKAHUPYEMBIX JIOKYMEHTOB U JICJI.

PaGoTel MmO MaccoBOMy CKaHUPOBAaHUIO apxXWBa OyMaKHBIX JOKYMEHTOB MOTYT
BBITIOJHATHCS Ha MPOU3BOICTBEHHBIX MIomaakax Kopnopamuu wiu Ha Tepputopun 3akazuuka. B
MOCJIETHEM CITy4ae MCIIOJIb3YIOTCSI MOOMIIbHBIE OpUTaIbl CIEIIMATIMCTOB 110 CKAHUPOBAHUIO.

Bce paboThI BBIMOJTHSIET BBICOKOKBAIU(DUITUPOBAHHBIH HepCOHA o
CICIUAIM3UPOBAHHBIM TEXHOJIOTHSM. B YacTHOCTH, TPHUMEHSIOTCS TEXHOJOTHH I10 3alluTe
NIEPCOHANBHBIX JIaHHBIX. Hanmpumep, Ha JTarne WHICKCUPOBAHHUS M300paKCHUE pa3jessieTcs Ha
4acTH ¥ (PparMeHThl C JAaHHBIMHU OJHOTO TUMA ((haMUIHK, IMEHA, TACIIOPTHBIC TaHHBIC WA JIp.)
OPUXOIAT JJIsi 00pabOTKH OJHOMY OIEpaTopy, MaHHBIC APYroro THUMA — K ApyroMmy. Takum
o0pa3oM, HUKTO HE BHIUT IMEJIOCTHYIO HMH()OPMAIMOHHYIO KapTUHY 00pabaThiBaeMoro
JOKYMCHTA.

0 |
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! |
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Bricokoe kauecTBO pe3yabTaToB paboT JOCTUraeTcs 3a CYET MHOTOCTYIEHYATONH CUCTEMBI
KOHTpOJIA KayecTBAa M CHELUAJIbHBIX TeXHOJOrmi. Hampumep, mpm pyd4HOM pacro3HaBaHUU
JIOKYMEHTOB OJTHO M300pakeHHe MPUXOUT Ha 00pabOTKy IBYM oliepaTopam, a KOHTPOJIUPYIOIIas
mporpamMma CpaBHHUBACT BBEACHHBIC MU JTAHHBIC. B CJIydac paCXOoxXJACHUSA MMPAaBUJIbHOCTb JaHHBIX
MOJTBEPK/IAET BHICOKOKBATU(DUIIMPOBAHHBII COTPYIHHK.

B pesynbraTe MaccoBOil OIM(PPOBKH MOJIydaeTcs SJIEKTPOHHBIM HHG(OpPMaLMOHHBIN
pecypc (CKaH-KOMHMM JOKYMEHTOB M HWHJEKCHas 0aza), FOTOBBI K 3arpy3ke B 3JIEKTPOHHOE
XpaHUJIHILIE.

[lepcnekTuBBl pa3BUTHS pelieHus. MoaepHH3alus M MacIITaOUpOBaHUE pELICHUS
OCYIIECTBIISIETCS C POCTOM TIpeAnpusaTusi, ¢ BBeAeHueM OOmero meHTpa o0paboTKu KaapoBOH
JOKYMEHTaluu (Halpumep, UIsl TEPPUTOPUATIBHO PACIIPENEICHHBIX U XOJIJAUHIOBBIX CTPYKTYD),
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JUTSE XpPaHEHUs JOKYMEHTOB IPYTHX CIykO opraHuzanuu (OyxranTepus, AOTOBOPHOW OTIEIN,
noJipa3ziesieHus, 00eCreurnBaroe OCHOBHbIE OM3HEC-TIPOIIECCHI U T.1.).

ITo 3ampocy 3aka3uMka BO3MOXKHA pa3pabOTKa aBTOMATH3MPOBAHHBIX CHCTEM JIJIs
HR-niporieccoB moabopa, arrecranuu, oOydeHHs IIepcoHajga Ha IwiaTGopme 3JIEKTPOHHOTO
apxuBa.

[Ipeumyiecrna:

. MNoBblweHne 3pPeKTUBHOCTU PaboTbl KaaPOBOM CNYKObI 33 CHET COKPaLLEHMA BPEMEHM
06paboTKun KagpoBo MHOPMALIUKN N CHUXKEHMA 0bbema BymarKHOro 4oKymeHToobopoTa.

. CHUMKeHMe Harpy3Kkn Ha NpodunbHbIX cneumannctos HR-noapasseneHui.

. BbICTPbIN NOUCK AOKYMEHTOB MO Nt0bbiM aTpubyTam (TabenbHbii Homep, PUO
COTPYAHMWKa, NoApasaeneHne, TN AOKYMEHTa, BDEMEHHOM NepUoa 1 Apyr1e) U B pexnume
NOJIHOTEKCTOBOIO NOUCKa, pOpMMPOBaHME M NevaTb NOAOOPKN KagpOBbIX JOKYMEHTOB.

. [onroBpemeHHOE XpaHeHUe SNEKTPOHHbIX JOKYMEHTOB B TEYEHUE CPOKOB,
npeAyCMOTPEHHbIX 3aKOHOAATE/IbCTBOM, C aBTOMATUYECKUM YBeAOM/IEHUEM OTBETCTBEHHbIX
COTPYAHMKOB 06 UCTEUEHWUMN CPOKOB XPaHEHMA.

. ObecneyeHne 3aLLMTbl NEPCOHANbHBIX AAHHbIX 3@ CHET MPOrPAMMHOIO OrpaHUYEHUA
[0CTYNa K HUM, HaCTPOWKM NpaBs NoJsib30BaTe/IeN, MCNO/Ib30BAHWA CNELMANN3UPOBAHHOTO MOAYNA
3aLLMLLEHHOM nevaTy.

. CHUKEHWE PUCKOB MOPYMN U yTEPU OPUTMHANOB KaZPOBbIX JOKYMEHTOB.

. CoKpalleHue 3aTpaT Ha CoAepiKaHve apxmnBa BymarkHOM KaApOBOW AOKYMeHTaLMK.

Peanuzosannvie npoexmui.

Cucrema aBTOMaTH3alMu AeATEJIbLHOCTH apxXuBoB Yensa0nHcKkoi 0b1acTu

I'V «O0benuneHHblld rocyaapcTBeHHbIH apxuB YemsOunckoit obmactu» (OI'AYO) —
caMmoe KpYyITHOE YUpexICHUE apXUBHOU CITy»KObI pETHOHA, B KOTOPOM XpaHUTCS Ooiee 2 MITH Jel,
B TOM uuciie ocobo IeHHbX. B crpyktypy OI'AYO Bxoaar 10 oTnenoB u 6 CEKTOpOB,
COXPaHHOCTh M UCIIOJIb30BAHNE JOKYMEHTOB obecneunBatoT 120 coTpyAHUKOB.

[IpaButensctBoM YensOuHckolr obOnacTé OblIa TOCTaBiIeHAa 3afadya — O0OECIeYHTh
MPEIOCTaBICHUE B KpaTyaWIliue CPOKM HEOOXOIMMOM apXWBHOM WH(OpMaIuu s mnepexoja
OI'B Ha oka3aHHe TOCYJAapPCTBEHHBIX YCIYT B 3JIEKTPOHHOM BHJIE. DTO MO3BOJIMIO BO30OHOBUTH
pabotsl 1o co3nanuio EnnHol MHQPOPMAIMOHHO-TIOMCKOBOM CHUCTEMBI apXWBOB YensiOMHCKOM
o0nacTH.

TpebGoBanoch 0OeCIEUUTh:

a) BO3MOXKHOCTh yaaneHHoi nojaun oOpamienus B OIAYO u KOHTpost HaA XOJI0M U
pe3yapTaTaMy €ro HCHOJHEHUs] JUisi 00paOOTKU COIMAIBHO-TIPABOBHIX 3ampocoB YIIDP,
OpraHu3aluil U rpaxk/IaH;

0) BO3MOXHOCTh yJIaJIECHHON pabOTHI ¢ IOKYMEHTaMHU M3 cocTaBa (hOH/IA MOJb30BaHUS HA
ANIEKTPOHHBIX HOCUTENISIX JJIsl 3apETUCTPUPOBAHHBIX MOJIB30BATENEH YUTAIIBHOTO 3aJ1a apXHUBa;

B) NOIMOJHEHHE CYILIECTBYIOIIEH HMH(DOPMAIIMOHHO-TIOMCKOBOM 0a3bl apxuBa U (oHaa
MOJIb30BaHUS HA 3JIEKTPOHHBIX HOCUTEIIAX AJIEKTPOHHBIMU KOMUSAMH JIOKYMEHTOB apXHBa.

Jnst pemenust 3THX 3amad Obuto pemeHo mpoBectu oOHoBiIeHHe AWC APXUB c
no0aBlieHUEM U 10pabOTKOM TUIOBBIX MOJYJEH U peanu3anueil web-cepBHUCOB.

Pemenue. Ha nepBom stane B pamkax 'K NeO1.K ot 11.07.2011 6pu1a ycnemnHo peuieHa
3a/laya OMepaTUBHON OTPAOOTKU COIMALHO-TPABOBBIX 3arpocoB. KpoMe Toro, ObLT pacuiupex
CIIUMCOK TEMAaTUYECKUX pa3JieloB 3JIEKTPOHHOTO XpaHWIWINA M J100aBlI€Hbl HOBBIE MOJS B
CTPYKTYpY 0a3bl TaHHBIX JJI MHICKCAIIUN TIOKYMEHTOB JOPEBOIIOLNMOHHOTO TIEPUOA.

B Hacrosimuii MOMEHT MPOJOIKAIOTCS PabOThl MO PACHIUPEHUI0 (PYHKIIMOHAIBHBIX
Bo3MoxHocTel cuctembl AUC APXVIB miist o6cmyuBaHus yAaJeHHbBIX MoJIb30BaTeneil. Bropsim
ATaIoM 3arianupoBaHo cosnanue B 2012 roay UHTEpHET-TIOpTaNIa apXUBHOM CITY>KOBI 00JIACTH U
3aBepIleHUE TEKYIIUX paboT M0 OOHOBICHUIO CYIIECTBYIOUINX U BKIIOUYEHHUIO B COCTAB CHCTEMBI
JOTIONTHUTENBHBIX MoAayie. CoriacHo NpexbsSBICHHBIM TpPeOOBAHUAM, TEXHOJIOTHYECKas
APXUTEKTypa CUCTEMBI TIO3BOJIUT 00ECIIEUUTh COBMECTUMOCTh C HH(POPMAIIMOHHBIMUA CUCTEMAMHU
FOCYJAapCTBEHHOTO CEKTOpa M Pa3jJW4HbIX BEAOMCTB 3a CYET HCIOJIb30BAHMUS OTKPBITHIX
CTaHJapTOB B3aUMOJCHCTBUS.
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Pesynbrarel. KoMieke peaan3yemMblx MEPONPUATUI IO3BOJIUT:

1. Ob6ecneynTb rpaxkaaHam M OpraHM3auMaM BO3MOXKHOCTb B NMOJIHOW Mepe peann3oBaTtb
CBOW NpaBa Ha noJiydyeHne nHpopmaLmm, coaepRallenca B apxmBHbIX AokymeHTax OFAYO.

2. MoBbicMTb 3G PEKTUBHOCTb AeATeNbHOCTM ApXxMBa MO yNpaB/JeHUIO U NPeaoCTaBAEHUIO
Joctyna K doHAamM B ByMaxKHOM U 3N1EKTPOHHOM BUAE.

3. MoBbICUTb ONEPaTUBHOCTL 06PABOTKM NOCTYNAOLLMX COLMANbHO-NPABOBbIX 3aMPOCOB.

4, CHM3WUTb Harpy3Ky Ha COTPYAHWMKOB 33 CYeT aBTOMATM3aLMW TUMOBbLIX aAPXMBHbIX
npoueayp.

Takoxe peanin3oBanbl MpoekThl B opranax 3AIC.

JuexkTpoHHbIil apxuB 3AI'C Kanununrpajackoii odjiactu

3AI'C (ArenrctBo) KammHMHrpaackoil o07acTH SIBISETCS HCIOJHHUTEIBHBIM OpPraHOM
TOCY/IapCTBEHHOW BJIACTH, OCYIISCTBISIIOMMM (DYHKIIMM OpTraHU3alUHd JACSITEILHOCTH TIO
rOCyIapCTBEHHOW  PETUCTpPAallUd  aKTOB  TPaXKJAHCKOTO  COCTOSHUSI HA  TEPPUTOPUHU
Kamuaunarpaackoi o6macTu, crieluanbHble (YHKIIUU B YCTAaHOBJICHHOHN cdepe NesTeIIbHOCTH |
KOOPJAUHUPYIOUIUM AesTeabHOCTh 25 oTaenoB 3AI'C ropona KanuHuHrpasg 1 MyHUIUIAIBHBIX
oOpa3oBaHMii 00acTy.

C momenTa obpazoBanusi Kanununrpanackoit odiactu (KO) B 1946 roay apXuBbl OpraHoB

3AI'C nakonmmum 6osee 9000 aKTOBBIX KHUT, IIPU 3TOM B YUETHYIO CUCTEMY BHECEHBI CBEJICHUS 00
aKTaxX TPaXJIaHCKOT'O COCTOSIHUS HaunHasi ¢ MoMeHTa €€ BHeapeHus — B 2004 roay. 3anucu ¢ 1946
1o 2003 rojbl (0K0JI0 2 MIIH. 3aluceil) PEeACTaBICHBI TOJBKO B OYMa)KHOM BUJE.
C uenplo aBTOMaTH3allMd OCHOBHOM JesTenbHOCTH AreHTcTBa U otnenoB 3AI'C, nepexona Ha
OKa3aHHUEe TOCYIAPCTBEHHBIX YCIYT B 3JIEKTPOHHOM BHUJIE, @ TAKXKE ISl TIOBBIIIEHUS COXPAHHOCTH
JOKYMEHTOB Ha OyMakHbIXx HocuTensix, I[IpaBurensctBom Kammnunrpanackoit oOmactu ObLIO
NPHUHITO pelieHne 00 Oomu@poBKEe JOKYMEHTAIBHOTO (DOHAA TIO PETHCTPAIMH aKTOB
TPaKJIAHCKOTO COCTOSIHUS M CO3JaHUI0 €IMHON MMOMCKOBO-CITPABOYHON CUCTEMBI « DJIEKTPOHHBIM
apxuB 3AI'C» Kanununrpaackoi obnacru.

Pemenne. Ha mepBom stame B 3AI'C (ArenrtctBe) Kanmnunrpaackoit obGnactu ObLI
pa3BepHYT MPOTPAMMHBIA KOMIUIEKC B BHJE MaKeTa CUCTEMbl U C(OPMUPOBAH TECTOBBIM
3JIEKTPOHHBIN HHPOPMALIMOHHBIN pecypc B 00beMe 20 Thic. 3anmuceil. B kaxnom otaene 3AI'C KO
HAaCTPOCHO KIIMEHTCKOE MPUIIOKEHUE JJIsl YAJICHHOTO IOCTYyTa K JJIEKTPOHHOMY apXHUBY.

Jlns opraHu3anuu >JIEeKTPOHHOTO apXuBa ObUIO pelieHo Hcmhoib3oBaTh ECM-cuctemy
CAIIEPUOH. CAIIEPMOH otHocutcs k cucrtemMam kiiacca ECM, mpeaHazHauye€HHBIM st
OpTraHHU3aINH U YIPABIEHUS dJIEKTPOHHBIMU PECypcaMu JIF000M CI0KHOCTH, U 001aaeT HabopoM
BCTPOEHHBIX ()YHKIIMOHAJIBHBIX BO3MOXKHOCTEN, HEOOXOAUMBIX Il opranuzanuu DA 3AIC:

1. XpaHeHue JOKYMEHTOB B BUAE 3aKOAMPOBaHHOrO MeTadaiina, He 4OMYyCKaKoLWero
dparmMeHTapHOro KONMPOBaHUA U HepPer1aMeHTUPOBaHHOMO NPOCMOTPA MHPOPMaLMK;

2. pasrpaHuyeHne JOCTyNa K XpaHWMbIM AOKYMEHTaM Ha YpOBHE rpynn, posei
no/nb3oBaTenei 1 OTAENbHbIX NONb30BaTeNelk;

3. OnepaTUBHbIM NOUCK XPAHALLUXCA B CUCTEME JOKYMEHTOB, C BO3MOXHOCTbIO
bopMMPOBaHMA NPOU3BO/bHBIX NOABOPOK CBEAEHMI 06 aKTOBbIX 3aMMUCAX UK INEKTPOHHbIX KOMNWIA
[AOKYMEHTOB MO K/toYeBbIM NapameTpam;

4, BO3MOKHOCTb MHTErpaLumn AN SOCTYNa K 3/IEKTPOHHbBIM KOMMSAM aKTOBbIX 3anuMcel
HenocpeacTBEHHO U3 MHTepdelica y4eTHON cucTeMbI;
5. NpAMOe ynpaB/iieHne CKaHWpPYoLWLMM 060pyA0BaHNEM 418 aBTOMATUYECKOTO

HaNO/IHEHMA XPAHU/MLLLA 3/TEKTPOHHbBIMM KONMUAMW AOKYMEHTOB, NOCTYNAOLWUMM C Y4aCTKOB
oundpoBKY;

MOAAEP)KKAa BEPCUOHHOCTH, KOrjJa IPU U3MEHEHHHM IOKYMEHTAa WM JaHHBIX OHU HE
[EPE3aUChIBAIOTCSA, 4 COXPAHAETCS UX OUepeaHAs BEPCUs.
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InexTponnsii apxne JAIC

Corpyaromcn INAP: o Hdbopuaysornusl

WecTnwi - s pecypc otaena ;ATC N v
il o Bxogwodt xosTpON Ieastaors pasices

PeINAMENTPIBOT | o Pacumera . /.

o Cranmposamte pacwimux | U

-_—
* W CLMTIWX AOXYOHTOB ‘.’
o Obpaborea 06pazce u .
\\’\\ BLXOANOM KONTPONL -
Npotoxoanposanne  © Nposepra Jarayawom E_’

BCeX AR ACTENA o Mepenner n solepar \ : o M_accvo INECTPOMNRIX
8 0TAen 3A &‘ ’ OBPAIOB HA HOCHTNRX

ot

Orpenw JAIC:

o Orbop n ynaxosca
AXTOBEX Kl
o Cocrannesie peectpa 25 Otgencs 3ATCr. KannuuKrpaga w mynuuymnansbix obpazosanmin KO

o Nepegavano acry
OTRETCTRMMOMY
cotpyomy INAP

Ha BTOpOIi 3Tane B COOTBETCTBUM ¢ 1ieJIeBOM mporpaMmoil «Pa3zButue nHhpopManmoHHOTO
obmecrBa B Kamununrpaackoit obmactu Ha 2011-2014 rome», Obuto pemeHo B 2012 romy
MPOBECTH CKAaHUPOBaHHUE BCero oObeMa akToBbIX 3amucedd 3a 1946-2003 romel u
IIPOMHAEKCUPOBATh (CO3/1aTh JJIEKTPOHHBbIE KApTOUKHU) TecTOoBbI MaccuB otaena 3AIC
['ypbeBCKOro MyHUIIMIIAJIIBHOTO palioHa.

Jis moaoOHBIX 3amuceil ObUIO PEIHIeHO BOCIOJB30BATHCS BCTPOEHHBIM B CUCTEMY
CAIIEPMOH wMmexaHu3MOM BEPCHOHHOCTH, KOIZJa OJHOM aKTOBOM 3allMCH CTAaBUTCA B
COOTBETCTBUE HECKOJIBKO BEPCUM YUETHOM KaPTOUKH, C BOSMOXKHOCTb ITOMCKA MO KaXKA0M W3 HUX
0JIHOBpeMeHHO. [lonyueHHbIN HHPOPMALIMOHHBIN pecypc, COCTOSIIUN U3 3IEKTPOHHBIX 00pa30B
JOKYMEHTOB U CTPOTO COOTBETCTBYIOIIMX UM YYETHBIX KapTOYeK, 3arpy)keH B MakeT
MIOMCKOBO-CIPAaBOYHON crcTeMbl «DneKTpoHHbIH apxuB 3AI'Cy» Kanununrpaackoit odiactu.

Ha tperbem nsrame, B 2013 roay, Havamack pabora mo (HOPMUPOBAHUIO EIUHOTO
uHpopmannonnoro pecypca 3AI'C (ArenrtctBa) Kanununrpanackoit o6mnactu. Ilocne toro kak
equnblil pecypc 3AI'C KO 6yner chopMUpOBaH U 3arpy’KeH B CUCTEMY, «DJIEKTPOHHBIN apXuB
3AI'C» KO Oyzer nepeBelieH B CTa/iMI0 NMPOMBIIUIEHHONW 3KCIUTyaTallid, ¥ CMOXET B MOJHOMN
Mepe pean3oBaTh CBOE IpenHa3HaueHue. Kpome Toro, B pamMkax TpeThero sramna IIaHupyeTCs
npoBecTu uHTErpanuio JnekTtpoHHoro apxuBa ¢ MAMC 3AI'C Bo Bcex TeppUTOPHAIBHBIX
otnenax 3AI'C KO myst 6ombiiero y1o06cTBa UCIIOIB30BAHUS U COKPAIICHHS BPEMEHH Ha TIOMCK
TpedyemMoii nHpopMaluu.

Pesynbrarel. Kanununrpanckas oOnacTh craja MEpBbIM PErMOHOM, PEAN30BABILINM
IPOEKT IO NMEPEeBOAY B DJEKTPOHHBIM BHJ BCero BocTpeOOBaHHOrO (oHma 3amuceid 00 akTax
IPaXKAaHCKOTO COCTOSIHUS.

Ob6nactp yxe Mmosy4yusia B 3JEKTPOHHOM BHJE OJMH M3 Hanbosee COIUaIbHO 3HAYMMBbIX
JTIOKYMEHTHBIX PECypcoB, a K KoHiry 2013 rona, 6marogapsi U3BJI€YCHUIO 3HAYUMBIX CBEICHUMA 1
HAIOJIHEHUIO CHUCTEMBI JIEKTPOHHOTO apXMBa, CMOXKET OOECIEUYHUTh MOJIHOLIEHHBIN Mepexo Ha
npenocrasienne ycayr 3AI'C B 37eKTpoHHOM BuAe W uHTerpupoBarh opranel 3AI'C B
UHPPACTPYKTYPY MEKBETOMCTBEHHOTO JIEKTPOHHOT'O B3aUMOICHCTBHUSI.

Takum o0paszoMm, coznanue DnekrpoHHoro apxusa 3AI'C Kamununrpaackoi oGmactu
MIO3BOJIUJIO:

1. co3aatb  eauHoe  MHPOPMALMOHHOE MpPOCTPAHCTBA ANA  BBOAA, XPaHeHUA WU
MCMNO/Nb30BAHUA 3/IEKTPOHHbIX [JOKYMEHTOB U CBefeHU 06 aKTax rpaxAaHCKOro COCTOAHMA
KannHuHrpagckoit obnacty;

2. COKPATUTb CPOKM NPEAOCTaBNAEHUA YCAYT B chepe rocyapcTBeHHoM pernctpaummn ArC u
OTPabOTKM MeXKBELOMCTBEHHbIX 3aMpoCcoOB 3a CYET MNepeBOfA B IIEKTPOHHbLIM BUA  BCero
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BocTpeboBaHHOIO ¢OHAa aKTOBbIX 3anuceit U obecneyeHWs ONEPATUBHOIO pPernameHTUPOBAHHOIO
[OCTyna  COTPYAHMKOB  TeppuTOpuanbHbiX oTaenoB w  AreHtctea 3AIC K nosayvyeHHoOmy
MHGOPMALMOHHOMY pecypcy;

3. obecneuynTb cMcTeMaTU3aUMIO U A0NTOBPEMEHHOE XPAHEHME INEKTPOHHbIX AOKYMEHTOB
W JaHHbIX;
4, MUHUMU3IMPOBATb YUCO 3aMPOCOB K OYMaKHOMY apXMBY U CHU3UTb TakMm obpasom

PUCKM MOpUYM M yTpaTbl OyMaxKHbIX [JOKYMEHTOB, 33 CYET MCNONb30BaHMA U obpalleHun
NPeMmMyLLEeCTBEHHO K 3/IEKTPOHHbIM 06pa3am aKTOBbIX 3anucel;

5. NOBbICUTb YPOBEHb KOHTPOAS W ayaAuTa Kak BHYTPEHHeW [JeATeNbHOCTU, TaK M
npeaocTaBNeHUs  FOCYAapCTBEHHbIX  YCAYrT U MEMKBEAOMCTBEHHOIO  B3aMMOAEWNCTBUA, MU
MWHMMMUINPOBATb, TaKMM 0OpPA3OM, PUCKM HEUCMOJIHEHMA 3aMPOCOB rpa)kgaH W opraHuM3auui B
YCTAHOB/IEHHbIE CPOKM.

Enunasn HH(OPMALIOHHO-TIONCKOBasA cucremMa roCy/1apCTBeHHbIX H
MYHUIUNIAJTbHBIX apxXuBoB fImasio-Henenxoro asronomuoro oxkpyra (AIHAQO)

Pa3Bute  uH@oOpmamuoHHOro  ofmiecTBa M MEpPeXoJ ~ Ha  IPEAOCTaBIECHUE
rOCYJapCTBEHHBIX YCIYT B 3JIEKTPOHHOM BHJI€ TOTPEOOBAIN BKIOUYEHUS ApXUBHBIX YUPEKICHUN
B HH(QPACTPYKTYPY PETHOHAIBHBIX JIEKTPOHHBIX IPAaBUTENLCTB. HapaBHe ¢ rocyapCTBEHHBIMH
apxuBaMM, OO0JIAZAOIMMHU OOJNBIIMMH MAacCHUBaMU MCTOPUYECKUX, COLHUAIBHO 3HAYMMBIX
JIOKYMEHTOB U JIOKYMEHTOB I10 INYHOMY COCTaBY, 0c000€ BHUMAaHUE YENISIE€TCd MyHULIUTIATbHBIM
apxuBaM, XpaHAIIMM B CBOMX (OHAAX JOKYMEHTHl 10 OCHOBHOH JAEATENbHOCTH OpPraHoB
MYHUIUTAIBHON BIIACTH, CYA€OHBIX OPTaHOB, OOIIECTBEHHBIX OPraHHM3alWi, MPOMBIIUICHHBIX,
CEJIbCKOXO3SMCTBEHHBIX WM  MHBIX  INPEANpHUSATHH, B TOM UHCIE  BOCTpeOOBaHHbBIE
IIPABOYCTAHABIIMBAIOLIME TOKYMEHTbI MYHULIUIIATUTETOB.

Ceronna Haubonee >(PQPEKTHBHBIM MOJIXOAOM K aBTOMAaTHU3allUU SIBIISETCS CO3JIaHHE
€IMHOM, LEHTPAIN30BAHHOW CHCTEMBI YIPABJICHUS ApPXUBHOM JEATEIBHOCTBIO Ha YpPOBHE
cyobekra P®. YkazaHHas cuctema J0KHA 00J1a/1aTh BCEM HEOOXOIUMBIM (DYHKIIMOHAJIOM T10
aBTOMATHU3allMM APXMBHOM AESITEIBHOCTH UM BO3MOYKHOCTbIO TMOKON HACTPOMKH JJIsi pELIeHUs
WHAVBUAYAJIBHBIX 3a/1a4 Ka)KJI0T0 apXUBHOT'O YUPEXKICHUS.

Jlisa noBblieHUS! 3(P(GEKTUBHOCTH TMPOIIECCOB OCHOBHBIX HAIpPaBIIEHUH JEATEIbHOCTU
rOCyIapCTBEHHBIX U MyHHUIIUIIAJIBHBIX apXHUBOB, a TAK)KE IIEPEX0a Ha IPEJOCTABIEHUE apXUBHBIX
yCIIyT B 3JE€KTPOHHOM BHJE, [IpaButensctBoM SIMano-HeHenkoro aBTOHOMHOro okpyra ObLIO
OPUHATO pelIeHHe O CO3JaHMU equHON uH(opManumoHHO-ouckoBoil cucremsl (EUIIC),
oOwpeauHsIONIeH B cBoeM KoHType Ciyx0y 1o aenam apxuBoB, I'ocynapctBennsblil apxus (I'A) u
apX¥UBbl MyHUIMNATbHBIX 00pa3oBanuii IHAO.

Pemenne

1.Ha mnepBom »3rTane NOCTpOEHMs €OUHOW CHCTEMBI ¢ moMombio Moayned ANC
OJIAP-ApxuB ObUIM aBTOMATU3UPOBaHBI IepBoouepeiHbie GyHKIMU CityKOBbI 10 J1eaM apXUBOB
u I'ocynapcrBennoro apxusa IHAO no ynpaBieHHI0 apXUBHON JEeSTEIbHOCTHIO, YUeTy (poHI0B
U 00CITY’)KMBaHHIO TIOJIb30BaTeNIel B YUTAJIbHBIX 3aJIaX.

JUi1st BBIBE/IEHUS CUCTEMBI B CTAJIMIO OTBITHOM AKCIUTyaTallMy B He€ ObLIIM UMIIOPTHPOBAHBI
yueTHo-apxuBHbIe aHHbIe U3 Benyiuelcsa B ['A IHAO obueorpacneBoit B/l «ApxuBHbIN GOHIY,
a TaKKe 3arpykeH nepBoodepenHo MH(opMaMoHHBINH pecypc B cocTaBe 340 apXUBHBIX e,
npenocraBieHHbIN Ciy:xk00ii 10 J1ej1aM apXHUBOB.

2. B 2012 romy moacuctema I'ocynmapctBenHoro apxuba SJHAO Obuia jpomosnHeHa
MOJlyJIEM aBTOMAaTHU3allMK y4yeTa IpUeMa U HCIOJIHEHHs 3alpOCOB U MOJYJIEM B3aMMOECHCTBUS
EUIIC c TIK «ApxuBHBIH (hOHI», peaTu3yloluM ABYXCTOPOHHUN OoOMeH HH(oOpMaiueil mo
pyOpukam, poHIaM, OIHCAM U JCIIaM.

bouna Beinonnena kousepTanus u 3arpyska B EUIIC Bcex Tematnueckux b/I, Begymmxcs B
I'A SHAO. IlapannenpbHo OBUTHM TPOBEIEHBI PAOOTHI MO CO3AHUIO JJIEKTPOHHOTO (oHIA
MOJIb30BAHUS TyTEM OLU(PPOBKU AONOTHUTENbHO 20 apxuBHBIX onuceld u 6onee 1000 apXuBHBIX
nen 3a nepuon ¢ 1887 mo 2000 roxpl, BkItodas 166 0co00 IEHHBIX JEIT.
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OTnenbHBIM 3JIEMEHTOM, OOECHEeUMBAIOIIMM IPEIOCTABICHUE apXUBHBIX YCIYT B
JJIEKTPOHHOM BUJE, cTana noacucrema «HTepHeT-nopran». BKiItoYeHHBIN B €€ cOCTaB MOLYJIb
«BupTyanbHbI YWTAIBHBIA 3ai1» INPENOCTABILIET I10Jb30BATEISIM BO3MOXHOCTH IIOMCKA I10
aBToMaTu3upoBanHoMy HCA apXxuBoB M cocTaBiieHMs TpeOOBaHUH Ha JOCTYN K apXUBHBIM
JIOKyMEHTaM II0CpecTBOM cetu VIHTepHeT.

. p— AUC
Crpykrypa EMIIC AHAO m 3NAP-ApXHB
Cnyx6ano genamapxumeos mfo"i:“rc::‘f:: :?..:“ L
ﬂHAO : Mmoayae «Oruerw :»;Vo:u'.--«c-a- AOKYMENTALMR S

o« Mmoayns «06veammwenmsit HCA»

Noacucrema « Mureprer-noprans
O+ MOAYAS CBrpTYaAsMbR UNTEABHWA JAAD
O+ MOAYNAS CHNTEDHET-NPUEMMAR >

rocyn“pctae"“b‘ﬁ apoB f'lomnmm l’ocympﬂunuoro APXM8I
O+ MOZYAM XPDAMEWMA, BEOAS MNSOPMAUMM W JOCTYNS
YNICTOR OUEDOIKM K MMPOPMALNONNOMY PeCYPCY
[ Tr—— O« MORQYAS AAMMMMCTRMPORIHMMA W JFLMTE
= aanece NP O+ MOAYNS IRTOMITHIILMMN AOATENALMOCTH WHTANLMOIO

ana

O« MOAYNS SIAMMOALHCTINA C BMOWMMMM CHCTEMAMMA

Nogcncrema « Mymnumnassssii apxme»
O~ MOZYAM XPDINENMA, BROSA MHSOPMALMM M 0CTYNS K
MM SOPMILMOMMOMY DECYPCY

7 ysacrxoe Lt
“_L_J?,_Qi_'iﬂl-_ O« MOZYAD FAMMMHCTRDOBIMMA ¥ JALLHTE

7 MYHHUUMNANLHBIX APXMBOS

Mo lase Aranet i - .

> O« MORYAN v T N npae g
i an ORYAS SRTOMITHIALMM YUETS NDAEMD
g MENOAMEHMA 33NDOCON

O+« MOAYAD ABTOMATHIALH SQEATEALHMOCTI WHTINDMNOMO
ana

O« MOZYAS BlaumoseRcTava ¢ NK sApxuamsi Sonar

3. OgnoBpemenHo ¢ 3TuM B 2012 roay JlenmaprameHT MH()OPMALIMOHHBIX TEXHOJOTUN U
cBsa3u SIHAO npuctynun kK peain3anyy MpoeKTa 0 aBTOMAaTU3allM MyHUIMITAJIBHBIX apXUBOB U
noarotoBku ux K BrimrodeHuto B EUIIC CmyxObl 1m0 gemaM apXwBOB B COOTBETCTBUHU C
MEpONpHUATHSIMU  LieJeBOM  mporpammbl  «Pa3Butue uH(pOpMAIMOHHOTO  oOmiecTBa U
dbopmupoBanue aekTpoHHoro npasurenbcTBa IHAO Ha 2011-2013 roasi».

C menpl0 HCKIIOYEHHUS 3aTpar, CBA3AHHBIX C JIOpaOOTKOW  pa3iIMyaroIuXcs
AaBTOMATU3MPOBAHHBIX CHUCTEM, a Takxke oOecriedeHusi B TMOCIEAYIONIEM OJHO3HAYHOMN
copmectumoct ¢ EMIIC, Obuto mpuHATO pemieHHe pa3paboTaTh THIIOBYIO TOACHUCTEMY
«MyHununaneHbeiii apxuB» Ha ocHoBe Monyined AUNC DJIAP-ApxuB. B coorBercTBUHM C
rOCYJapCTBEHHBIM KOHTPAKTOM, pa3pabdOoTaHHas MOjAcHUCTeMa Obljla yCTAHOBJIEHA B 7-MH
MYHUIIMTIAJBHBIX apXUBaX U apXUBHBIX oTAenax MyHuunaiureros SHAO.

Kaxnplif MyHUIUMNATbHBI apXUB MOJYYHJI CBOI, ABTOHOMHYIO HH(OPMALUOHHYIO
CHUCTEMY, NO3BOJIMBILIYIO CO3JaBaTh U YNPaBiIATh aBToMarusupoBaHHblM HCA 1o nokymeHTam
apXuBa, BECTU YYeT IOCTYIUIEHHUs 3allpOCOB I0JIb30BATENEH U UCHOJHATh UX B AJIEKTPOHHOM
BUJIE, TIOMOJIHATD JIEKTPOHHBIN (DOH] MOIB30BaHUS U UCIOIb30BATh JOKYMEHTHI U3 €r0 COCTaBa,
B TOM YHCJIE PEaTn30BaTh 00CTYKHUBaHHUE TI0JIH30BATENIEH B UNTAILHOM 3aJle.

IIpenmymectBa. IIpuMeHeHNE KOHIIENIINY [IEHTPAJIM30BAHHON aBTOMATH3aIlMM apXUBHBIX
yupexaeHuil cyobekra P® ¢ uCmonb30BaHMEM THIIOBBIX MOJIYJIEH CIEHUAIN3UPOBAHHOTO
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nporpaMmmHoro npoxaykta AWC OJIAP-ApxuB 1O3BOJISIET TONYYUTh P 3HAUYUMBIX
IIPEUMYILECTB:

a) TOBBICUTH J(PPEKTUBHOCTh jaedrenpbHocTH CiykObl 1O JellaM  apXUBOB,
['ocyaapCTBEHHBIX M MYHULMNAJIBHBIX APXUBOB PErMOHa IO YJOBJIETBOPEHUIO NMOTpeOHOCTEH
MOJIb30BaTENe B PETPOCHEKTHUBHOM apXWBHOW HH(OpMAIMK, B TOM YHCIE IOCPEICTBOM
aBTOMATHU3aLMK PYTUHHBIX IIPOLECCOB U IPOLEAYDP apXUBHOMU ACATEIbHOCTH;

0) MOBBICUTH KA4YECTBO MPEIOCTABISIEMbIX YUPEKICHUSIMU apXUBHOU CIY>KOBI YCIyT 3a
CYeT CO3JaHMs M HAlOJIHEHHWS AaBTOMAaTU3MPOBAHHOIO HAy4YHO-CIIPABOYHOIO armmapara II0
JIOKYMEHTaM apXHBOB, COKPAILICHHUS CPOKOB MCIIOTHEHUS 0OpalleHH TpaKJaH U OpraHU3aluid, a
TAK)K€ IPENOCTABICHUSA TIPAXIAAHAM BO3MOXKHOCTH JOCTyla K TOCYJapCTBEHHBIM U
MYHULIMIIAJIBHBIM yclyraM uepes3 ceTh MHTepHerT;

B) 00€CleYnTh BO3MOXKHOCTh LIEHTPAIM30BAHHOTO PA3BUTUS U MOJEPHU3ALMU CHUCTEMBI
IIPY U3MEHEHUH HOPMATUBHOI'O PETYJIMPOBAHUS IE€ATEIbHOCTH;

I) MOBBICUTh 3(P(PEeKTUBHOCTH pabOThl DKCHEPTHO-POBEPOUYHOM KOMHUCCHM U
IIPEIOCTaBUTh BO3MOKHOCTh aBTOMATHU3HPOBAHO, B PEKUME PEAIbHOIO BPEMEHU OTCIICKHUBATh
HOKa3aTesu JesITeIbHOCTH apXUBOB M (HOPMUPOBATh OTUYETHO-CTATUCTUYECKYIO TOKYMEHTAIIUIO B
pa3IUYHbIX pa3pesax;

1) o0ecreyuTh COXPaHHOCTh 0CO00 LEHHBIX, YHUKAIBHBIX U Hanbojee BOCTPeOOBAHHBIX
JOKYMEHTOB 32 CUET U3BATHS UX U3 000pOTa ¥ CO3JaHUs DIIEKTPOHHOTO (POHIA MOTH30BAHMUS.

Pesynprartel. YcnemmHas peanusanus npoektoB CiyxObl 1Mo JenaM  apXMBOB U
JlenapramenTa nHGOPMAMOHHBIX TexHOJoTHid U cBs3u SIHAO no3Bommia:

B nonHOlf Mepe aBTOMAaTHU3MPOBaTh MPOLECCHl APXMBHOM aesTenbHOCTH CiyXObl 10
nenam apxuBoB U ['ocynapctBenHoro apxuBa SIHAOQO, oOecrnieunTs mpenocTaBiIeHUE apXHBHBIX
YCIIYT B DJIEKTPOHHOM BHJI€ KaK B YaCTH MCIIOJIHEHUS 3alpOCOB I0JIb30BATENIEH, TaK U B 4aCTU
NpEIOCTaBIeHUsl JOCTyna K QoHJaM M OOCIy)XHMBaHMS T0Jb30BaTeNell MOCPEICTBOM
BUPTYaJIbHOI'O YUTAIBHOTO 3aJIa.

B nonHoilt Mepe aBTomaTu3npoBath 7 MyHUIMNaIbHBIX apxuBoB AHAO c npuMmeHeHneM
TUIIOBBIX Moayined nporpammHoro mnpoaykra AUC DJIAP-ApxuB, B TOM 4HCIlIe pealn30BaTh
(G yHKIIMOHAJ UCTIOIHEHHUS 3alIPOCOB U 00CITY>)KMBAaHMSI T10JIb30BATENEH B UNTAIBHOM 3aJI€.

Hanonuute aBromatusupoBanHblii HCA M co3naTe 37€KTpOHHBIM (OHJ MOJIb30BAHUSA
['ocynapcTBeHHOro u MyHununaibHbix apxuBoB IHAO, a Takke 00ecrieynuTh €ro COTpyIHUKOB
IPOTPaMMHBIMU U TEXHUYECKMMHU CPEACTBAMHU JIUIsl CAMOCTOATENbHOM OIM(pPOBKHU (POHIOB.
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