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PaGouas nporpamma cocrapiena Ha ocHoBe ®I'OC BO no HanmpapieHHIO MOArOTOBKH
46.03.02 JOKYMEHTOBEJIEHUE 1 APXUBOBEJIEHUE (ypoBens GakanaBpuata) (mpuka3
Mruno6paayku Poccun ot 06.03.2015 r. Ne 176) '

PaGowass mporpaMmma paccMoTpeHa H  onoOpeHa Ha  3aceiaHMH  Kadeaphl
[legarorudyeckoro 06pa3oBaHus U JJOKYMEHTOBEICHHUS

30.01.2020, mpotoxon Ne 5 M

3aB. kadenpoit ( C.C. Benukanosa

Pabouas nporpamma o06peHa MeTOMYECKO KC vHcefe:

11.02.2020 r. mporokon Ne 5 Z
ITpencenarens {ff G o T.E. A6pam3on
Pa6ouwast nporpamma cocTasieHa:
3aB. kadeapoii [TOu/], xaux. nex. Hayx 5 : C.C.BenukanoBa
Penensenr: ﬂ >
Crapumii apxusucr apxmpa [1AO "MMK" | Erve ol CA,
beno6opoosa



JIner akryaauszanuu padoueil mporpaMmbl

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u 0100peHa s peanuzamnuu B 2021 - 2022
yueOHOM rofy Ha 3acefnanuu Kadeapsl llemarornueckoro oopa3oBaHus U TOKyMEHTOBEACHUS

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouast mporpamMmma repecMoTpena, 00CcykaeHa u 0100peHa s peanuzamnuu B 2022 - 2023
yueOHOM rofy Ha 3acenanuu kadeapsl llemarornyeckoro oopa3oBaHus U TOKyMEHTOBEACHUS

[IpoTokom o 20 r. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2023 - 2024
y4eOHOM roy Ha 3acenanuu kadeapsl [lemarornyeckoro oopa3oBaHus U JIOKyMEHTOBEICHHUSI

IIpotokom ot 20 1. Ne
3aB. kadeapoii C.C. BenukanoBa

Pabouas nmporpamma nepecMoTpeHa, 00cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM roy Ha 3acenanuu Kadeapsr [lemarornyeckoro oopa3oBaHusi U JOKYMEHTOBEICHHS

[Iporokon or 20 1. Ne
3aB. kadenpoii C.C. Benukanosa




1 Iles1u ocBOEHUS TN CHMILTHHBI (MOYJI51)

HensiMu 0CBOCHMSI TUCHUTIITUHBI (MO1YJISI) «APXHUBBI 110 JINYHOMY COCTABY» SIBJSIOTCS:

paccMoTpeHue BOIIPOCOB odopmiieHus OpraHU3aI[IOHHO - KaJIpOBOH,
pacmiopsAuTebHONW, WH-(QOPMAIIMOHHO-CIIPABOYHOM JOKYMEHTAIlMM H JOKYMEHTAIlUu 10
JUYHOMY COCTaBy B TECHOM CBSI3U C U3JIOKEHHEM PEKOMEHJAIUil 1o mnepexoay padoThl
KaJ[POBBIX CITYXKO OT TPAIUIIMOHHBIX OPM K COBPEMEHHOU CHCTEME YIPaBICHUS IEPCOHAIIOM U
OCHOBaMHU TPYJIOBBIX OTHOILIEHUI paboTonatens M pabOTHUKA B COOTBETCTBUU C TPYAOBBIM
KozekcoM Poccuiickoli eneparum.

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

JucuumiuHa ApXHBBI IO JIMYHOMY COCTaBY BXOJWUT B BapUaTUBHYIO YacTh Y4eOHOTo
11aHa 00pa30BaTeNIbHON POTrPaMMBI.

JUis  u3ydeHus  JUCUUIUIMHBI ~ HEOOXOAMMbI  3HaHMA  (YMEHUS,  BIAJCHMUS),
chOpMHUPOBAHHBIE B PE3Y/IbTATE U3YUCHHSI AUCLHUIUIUH/ IPAKTUK:

OCHOBBI JOKyMEHTOBEACHUS

JloKyMeHTalMoHHO€E 00ecIedeHre ToCyJapCTBEHHOT 0 yCTpoiicTBa B PO

OcCHOBBI apXHBOBEACHUS

Beenenue B npodeccuto

CoBpeMeHHas OpraHu3alysi rocy1apCTBEHHbIX yupexxaeHuil Poccun

JIoKyMeHTallMOHHOE 0OecrieueHre apXUBHOTI'0 Jiesia i HH(popMalMoHHO cepbl B PO

IIpaBoBeneHue

JlokyMeHTOBEICHHE

MopenupoBaHue CUCTEM JOKYMEHTAUU OpraHU3aluu

KagpoBas nonutrka

JIoKyMeHTaIlMOHHOE 00€ecIIedeHEe TPYI0BbIX OTHOILIEHUH B PO

JIOKyMEHTallMOHHOE oOecreueHne rpakJaHCKUX OTHOIEeHU B PO

JlokyMeHTalMoHHOe 00ecredeHre aIMUHUCTPATUBHBIX OTHOIIEHUH B PO

Kanposoe nenonponsBoacTBo

WHdopmanoHHbIe TEXHOJIOTUH B JOKYMEHTOBEICHUH U apXUBHOM JIeJie

Nudopmannmonnoe obecrieueHre ypaBieHHUs

OO6paloTKH 1 3a1MTa JOKYMEHTUPOBAHHOM HH(pOpMalun

WNudopmaiinoHHble pecypchl KaApOBOU CITYKObI

ApXUBOBEJIEHUE

3HaHus (YMeHHUs, BIaJIeHHs ), TOJyYeHHbIE IPU W3YUYEHUH JAaHHON JAUCHUIUIUHBI OyAyT
HEOOXOIUMBI 17151 U3YUEeHUSI AUCIUILIINH/TIPAKTHUK:

[Ipon3BOACTBEHHAS — IPEAIUIIIIOMHAS PAKTUKA

IToaroroska k caade U cada rocy1apCTBEHHOIO HK3aMeHa

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

I'ocynapcTBeHHBIE, MyHUIUIIATIBHBIE U BEJOMCTBEHHBIEC aPXUBbI

JIOKyMEHTAllMOHHOE ~ OoOecreueHre YIpaBlICHUS Ha MPEANPHUATUSAX  Pa3IHMUHBIX
OpraHU3aIMOHHO-TIPABOBBIX (POpPM

Opranuzanus paboThl ¢ 00paleHUIMHU TPaXxIaH

3 KomnereHnnu o0y4aoiierocsi, popMupyemMbie B pe3yabTaTe 0CBOEHUs

AMCHUIJIMHBI (MOYJISI) M IIJIAHUPYEMbIe pPe3yJbTAaThl 00y4eHUs

B pesynbrare OCBOEHHS IUCHUIUIMHBI (MOAYNS) «ApPXUBBI MO JMYHOMY COCTaBY»
oOyJaromuiicst ToJKeH 0071a1aTh CIEAYIONUMU KOMITETEHITUSIMU:



CtpyKTypHBII
JIEMEHT

KOMIICTCHII N

[Tnanupyemble pe3ynbTaThl 00ydeHUs

[TK-6 cr1ocoOHOCThIO aHATTM3UPOBATH CUTYALIMIO HAa PhIHKE MH()OPMALIMOHHBIX MPOIYKTOB U
YCIIyT, JaBaTh SKCHEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM 3JIEKTPOHHOTO JIOKyMEHTO000poTa
U BEICHUS 3JIEKTPOHHOTO apX1Ba

3HaTh

[] OCHOBHBIE OIPEEICHHS U TIOHATHS HH(POPMALIMOHHBIX MPOIYKTOB U
yCIIyT, 3KcnepTHoM ouenku, CO/I, 31eKTpOHHOT0 apXuBa ;

[] OCHOBHBIE METO/Ibl UCCIIEIOBAaHUM, UCII0JIb3YEMbIX B YaCTH apXUBOB 110
JTUYHOMY COCTaBY;

[] onpeneneHuss OCHOBHBIX IMOHSTHUIN B YaCTHU JOKYMEHTOB JIMUHOTO,
Ha3bIBAET X CTPYKTYPHBIC XapaKTEPUCTUKU U CBOICTBA;

(] OCHOBHBIE MOHATHSA U NPaBUJIa OpraHU3alMyi HHPOPMALIMOHHBIX
MIPOJYKTOB U YCIYT, 3KCepTHOU o1ieHKH, CO /I, 371eKTpOHHOTO apXuBa ;
(] onpeneneHus NpoLeccoB IKCIEPTHAsI OLIEHKa, HTHPOPMALIMOHHBIX
IPOJYKTOB U YCIIYT;

YmeTh

[] BBLACTATH CTPYKTYPHBIE 3IEMEHTHI HHPOPMAIIMOHHBIX TPOAYKTOB U
yCIIyT, 3KCiepTHOU orieHku, CO /], 37IeKTpOHHOTO apXUBa;

[J 06cyxnath criocoObl 3P PEeKTUBHOTO perieHns HHHOPMALTMOHHBIX
MIPOYKTOB U YCIIYT, SKCHepTHAst otieHka, COJl, 2JIeKTpOHHBII apXuB;

[] pacrio3HaBaTh 3¢(HEKTUBHOE pelIeHrne OT HedPPHEKTUBHOTO;

[} 0OBSACHATD (BBISIBJIATH U CTPOUTH) TUITMYHBIC MOACITH NH(POPMAITMOHHBIX
MPOJYKTOB U yCIYT, KCTIepTHOM o1leHKH, CO /I, 37IeKTpOHHOTO apXuBa;

] MPUMEHSTH IMOTYICHHBIE 3HAHHS B MPOPECCHOHAITBHON eATeIHbHOCTH;
MCIOJIb30BaTh UX Ha MEXIUCIUIUTMHAPHOM YPOBHE;

[ mpuoOpeTaTh 3HaHUS B 00JIACTH TPYAOBOTO U aIMUHUCTPATUBHOTO
MpaBa;

[] KOPPEKTHO BBIPAXKATh U apTyMEHTHUPOBAHHO OOOCHOBBIBATH ITOJIOKCHHS
MpeIMETHOM 00JIaCTH 3HAHMS.




Brnaners

[J MpakTUYECKUMU HABBIKAMH MCIIOJIb30BaHUS AJIEMEHTOB Ha JIPYTUX
JTUCIUIUIMHAX, HA 3aHATUSIX B ayIUTOPUHU U HA MIPAKTUKE;

[J ciocobamu IEMOHCTpAIlMK YMEHUS aHATU3UPOBATh CUTYALIHIO ;

[] MeTogaMu MpOBEICHUS SKCEePTHOM o1leHKH, CO ], 3J1IeKTpOHHOTO
apXuBa;

(] HaBBIKaMHU U METOAMKAaMU 00O0OIICHHS pe3yJIbTaTOB PELICHHUS,
SKCIEPUMEHTAILHON JCSATEIIbHOCTH;

[J crmoco6amu OLEeHUBAHUS 3HAYMMOCTH U MPAKTUYECKON MPUTOAHOCTH
MOJTyYEHHBIX PE3YJIbTATOB;

(] BOBMOHOCTBIO MEXAUCHUIIIIMHAPHOTO MPUMEHEHUS TOTYYSHHBIX
3HaHUH B 4acTH 3KCHEpTHOU onleHKH, COJ] ¥ 3JIeKTPOHHOTO apXuBa;

] OCHOBHBIMHU METOAaMHU HccienoBanus B oonactu COJI, 31eKTpOHHOTO
apXMBa U MPAKTUIECKUMU YMEHUSIMU U HaBBIKAMH MX UCIIOJIb30BaHMUS;

[] OCHOBHBIMHU METOJaMH PEIICHUS 3a/1a4 B 00JIACTH MPOBEACHHUS
sKcnepTHOM onleHKH, COJl U 3JIEKTPOHHOTO apXHBa |

[J mpodeccroHaIbHBIM SI3BIKOM MPEIMETHOM 001acTH 3HaHUs OakanaBpa
JuA;

[J crmocobamu COBEpILIEHCTBOBaHUS MPOPECCHOHANBHBIX 3HAHUIA U YMEHUN
ITyTEeM HCIOJIb30BAHUS BO3MOKHOCTEH HHPOPMAIIMOHHOM CPEJIbI,
MH(OPMALIMOHHBIX MPOTYKTOB U YCIYT, 3KCHepTHOU onieHKH, CO/],
AJIEKTPOHHOT'O apXHUBa.

ITK-8 cnocoOHOCTBIO AHAIIU3UPOBATH HECHHOCTb JOKYMCHTOB C LICJIbIO UX XPAHCHUSA

3HaTh - KPUTEPHUH LIECHHOCTHU JOKYMEHTA,

YMerb - KJIJacCU(pULIMPOBATh TOKYMEHTHI B 3aBUCUMOCTH OT CTEIIEHH LIEHHOCTH J10-
KyMEHTa

Bianers -HaBBIKAMH IIPOBEACHUS DKCIIEPTU3BI IEHHOCTH JOKYMEHTA; HaBbIKaMU

oprann3alv XpaHCHUA JOKYMCHTOB C YUCTOM CTCIICHU UX ICHHOCTU

[1K-10 BragenreM NpUHIMIIAME U METOJIaMHU CO3/IaHUS CIIPABOYHO-UH(POPMAIIMOHHBIX CPEACTB

K JOKYMCHTaM

3HaTh - IPUHIUIBI ¥ METObI CO3/1aHUS CITPAaBOYHO-UH(OPMALIMOHHBIX CPE/CTB

YMers - IPUMEHNUTh 3HAHUA O MPHUHIMIAX U METOAAX Ul CO3/1aHUsI CIIPaBOYHO-
MH(POPMAIIMOHHBIX CPEACTB K JOKYMEHTaM

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

AOKYMCHTaM

[T1K-21 BnageHneM HaBbIKAMU COCTABJICHHS OMTUCEN J1eJ1, TOATOTOBKH JIEN K Mepeiade B apXUB
OpraHu3alu, TOCYAAPCTBEHHBIN WM MYHULUITAIBHBIN apXUB

3HaTh - IpaBUJIa KJIacCU(UKALIUK apXUBHBIX JOKYMEHTOB C I€JIbIO COCTaBJICHUS
OIMCH J€J1 JOKYMEHTOB; MpaBuja MOATOTOBKH JIEN JUIsl IEPENAYU B apXUB

YMmerb - IPOU3BECTH KiIaccu(UKAIMIO apXUBHBIX TIOKYMEHTOB, O(POPMHUTH OITUCHh
JIeJ1 JOKYMEHTOB; IIOJATOTOBUTH JOKYMEHTHI JUIsl IEPEAAYN B apXUB

Bnaners - HaBbIKaMM OpTraHU3aluK JOKYMEHTHOM HH(pOpMalUU Ipy 1eperade

AOKYMCHTOB M3 OpraHU3allu B apXUB




[TK-22 ciocoOHOCThIO MPUHUMATh Y9aCTHE B padOTE 1O MIPOBEACHHUIO DKCIIEPTU3BI IIEHHOCTH




3HaTh

- OCHOBHBLIC 3Tallbl, HOPAAOK IMTPOBCACHU A SKCIICPTU3bI HEHHOCTH
JOKYMCHTOB B COOTBCTCTBHUU C HOPMATHBHBIMU NOKYMCHTAMU

YMeTh - pa3rpaHn4ruTbh JOKYMCHTEI TIOCTOAHHOI'O, BDEMCHHOI'O CPOKa XpaHCHM,
moIC)Kalue YHHYTOXKCHUIO
BJIaI[eTB - HaBbIKaMU JOKYMCHTUPOBAHUA ITPOBCACHUA SKCIICPTU3BI HECHHOCTH

JOKYMCHTOB

I1K-23 BnaseHrneM HaBbIKaMU y4deTa U 00eCleYeHUsI COXPAaHHOCTHU JOKYMEHTOB B apXHBE

3HaTh - HOPMaTUBHBIE JOKYMEHTBI, OTPAKAIOIINE IPUHIIUIIBI, METObI U HOPMBI
o0ecreyeHns: COXpaHHOCTH, yueTa JOKYMEHTOB B apXUBe

YMerb - IPUMEHUTH Ha MPAKTUKE 3HAHUA O MPABUIIAX 00ECIICUEHUSI COXPAHHOCTH,
ydeTa JOKYMEHTOB B apXHUBE

Buaners - HaBbIKaMU y4yeTa U 00€CIeUeHHs] COXPaHHOCTH JOKYMEHTOB B apXUBE

I1IK-24 BJIAACHUECM HAaBbIKaMU OpPraHu3ali CIIPaBOYHO-IIOUMCKOBLIX CPCACTB U UCITIOJIb30BAHU
APXUBHBIX TOKYMCHTOB

3HaThb - IIpaBHJIa COCTABJICHHUA CIIPABOYHO-IIOMCKOBLIX CPCACTB

YMeTh - IIPOHU3BCCTH OT60p JINTCPATYPhI, apXUBHBIX JOKYMCHTOB Ha 3aJaHHYIO
TEMY, CaMOCTOATCIBHO paGOTaTL C pas3JIM4YHbIMHA UCTOYHUKAMHU
I/IH(l)OpMaI_[I/II/I; INIOHHUMAaTb, aHAJIM3UPOBATb N U3JIaraTb I/IH(I)OpMaLII/IIO

BJIaI[eTI) - HaBbIKOM HCITIOJIb30BAaHWA U OpraHru3alunu I/IH(l)OpMaIII/IOHHI)IX TEXHOJIOT Uit

B IOKMCKE WH(POPMALIMH, HCIIOJIB30BAHHUS IPABOBBIX 0a3 JaHHBIX MPU
COCTaBJICHUH OMOIMOTpadUuecKoro U apXuBHOTO 0030pOB

[1K-27 ciocoOHOCTHIO MPUHUMATH y4acTHE B pabOTe MO MPOBEACHHUIO DKCIIEPTU3BI IIEHHOCTH

JAOKYMCHTOB

3HaThL - OCHOBHBIC OTallbl, TOPAAOK IMTPOBEACHUA SKCIICPTU3BI HEHHOCTH
JAOKYMCHTOB B COOTBCTCTBHU C HOPMATUBHBIMH JOKYMCHTAMU

YMeTh - pa3rpaHN4YruThG JOKYMCEHTBI ITIOCTOAHHOI'O, BDEMCHHOI'O CPOKa XpaHCHM,
noIC)KaUe YHUITOKCHUTIO

BJ'IaI[eTL - HaBbIKaMU JOKYMCHTUPOBAHUA ITPOBCACHUA SKCIICPTU3BI HEHHOCTH

JIOKYMEHTOB

I1K-28 BJIAAICHUCM HABBIKAMHU Y4€Ta U obecnieucHUs COXPAaHHOCTH JOKYMCHTOB B apXUBC

3HaTh - HOPMaTUBHBIE JOKYMEHTBI, OTPAKAIOIINE PUHIUIIBI, METObI 1 HOPMBI
o0ecreyeHns: COXpaHHOCTH, yueTa JOKYMEHTOB B apXHBe

YMerb - IPUMEHUTH HA MTPAKTUKE 3HAHUS O MTpaBHIIaX 00EeCTIeYeHUsI COXPAaHHOCTH,
ydeTa JOKYMEHTOB B apXHUBE

Bmanets - HaBbIKaMH y4yeTa 1 00eCTeyeHHs] COXPaHHOCTH JOKYMEHTOB B apXHBe

JITK-5 criocoOHOCTBIO K COOMIOIEHUIO TPEOOBaHUH K OpraHU3aIlii KaJpoBOTO
JEIIONPOU3BOCTBA U JOKYMEHTHPOBAHUIO TPYIOBBIX OTHOILIEHHUH, XPAaHEHUIO JOKYMEHTOB I10

JUYHOMY COCTaBYy

3HaTh - OCHOBBI Pa0OTHI C KaIpOBOIl IOKyMEHTAalMEH, B TOM YKCiIe TpeOOBaHUS K
OpTaHU3aIK KaJpOBOTO JAETIOMPON3BOICTBA M JOKYMEHTHPOBAHHUIO
TPYIOBBIX OTHOIIEHUH, a TaK K€ XPaHEHUIO JIOKyMEHTOB 0 JUYHOMY
COCTaBy

Ymerb - OpraHu30BaTh KaJpOBOE JEIONPOU3BOJICTBO, XPAHEHUE KaJIPOBOH

JOKYMEHTAIMH U OPTaHU30BaTh COOJIIOICHHE TPeOOBAHHM K OpraHu3aluu
KaJpOBOr0 AEJIONPOU3BOACTBA U JOKYMEHTUPOBAHUIO TPYAOBBIX
OTHOILIEHUH, XPAaHEHUIO JJOKYMEHTOB I10 JITYHOMY COCTaBY




Bnanets

- cI0CcOOHOCTHIO K COOIIOICHHUIO TPEOOBAHUH K OpraHU3aIuy KaapoBOTro
JEJIONPOM3BOICTBA U JOKYMEHTHPOBAHHIO TPYAOBBIX OTHOLICHHI,
XPAaHCHUIO JOKYMCHTOB 110 JINYHOMY COCTaBYy




4. CTpyKTypa, 00b€éM U colepkaHNe TUCHHUIINHBI (MOLYJI5)
OO0miast Tpy10€MKOCTh JUCHUIUIMHBI cOCTaBisieT 4 3adyeTHbIX enuuull 144 akaa. 4acoB, B TOM

HHUCJIC:

— KOHTaKTHas pabora — 51,1 akas. gyacos:
— ayauTtopHas — 48 akaj. 4acos;
— BHeayauTopHas — 3,1 akaj. yacoB

— caMmocTosTeabHas paboTta — 57,2 akaj. 4acos;

— IMOATOTOBKA K 3K3aMeHy — 35,7 akaj. Jaca

dDopMa aTTecTaguu - 3K3aMCH

AynuropHas I e
o | xonrakTHas pabota E Z DopMma TeKyILEro
=
Pasien/ Tema % (B akaz. 4acax) E > Bun 3 KOHTPOJISI Kox
2 3 © | caMoCTOATEeNBHOM | yCIIeBaeMOCTH U
JUCITUILIAHBL 3 [~ . | xommerenun
3 2 g paboTbI MPOMEXKXYTOTHON
Tlex, | 710 | mpakT. z'9 aTTeCcTaluu
3aH. 3aH. | O &
1. Pasgen 1 IIOHSTHUE
APXMBOB IIO0 JIMYHOMY
COCTABY u ux
HOPMATHBHAS
PEI'JTAMEHTAIIM A
Usysertne TK-6, [TK-8
TEOPETHYECKOTO HK-1,0 HK-,
1.1 CocTaB JOKyMEHTAIIHH, Mare-puana, Tect mo pazneny 21 HI’<-22
XpaHUMOH B apxuBax IO 2 4/11 | 8,15 | wmsnoxeHHoro B Nelwn urorosoro HK,-23 HK,-
JTUYHOMY COCTaBy JIEKIUAX K TecTa 27 HI,<-28
JIUTEPATYpPBI 110 }IHK’-S HK-’Z 4
TeMe '
7
Usydertne TK-6, [TK-8
1.2 HopmaruBHas 0a3a Te;ﬁ:i/l;;:igm Teer 1o paszeny TIK-10, ITK-
(bynxunoHMpoBat 2 4/41 | 8,15 | wu3mokeHHOTO B Nel u utorosoro 21, TIK-22,
apXMBOB 10  JIUYHOMY J— recta TIK-23, TIK-
cocrasy JIUTEPATYpPBI 110 24, [TK-27,
Tento I1K-28, AIIK-5
Wroro no pazneny 4 8/51 | 16,3
2. Pasmen 2. OTBOP U
ODPOPMIJIEHUE JEJI,
COIEPXAIINX
JJOKYMEHTBI 1o
JIMYHOMY COCTABY IS
JOJIT'OBPEMEHHOI'O
XPAHEHU S

10




Uzyuenne

TEOPETUUCCKOTO IIK-6, IIK-8,
P Brinonnenue TIK-10, IIK-
2.1 DkcnepTusa IEHHOCTH MaTepHana,
mp.3.Nel u Tect k 21, TIK-22,
JIOKYyMEHTOB MO0 JINYHOMY 4/411 | 8,15 | wm3noxeHHOTO B paseny No K-23. TIK-
cocrasy JCKITHAX H urorosoro tecra 2 | 24, I1IK-27,
JIUTEPATypPHI MO T1K-28, JIIK-5
Teme '
Msyrerie T1K-6, T1K-8
oonpenamioe xpatcine " repmarg, |  Bumomerme | TK-10, IIK-
A P P P i mp.3.Nel u Tect k 21, IIK-22,
U OIBIT apXUBOB 10 pabote| 7 4 8,15 | wu3mOXKEHHOTO B pasneny No2 K-23. TIK-
¢ AOKYMEHTaMH fo JCKITHAX H HUTOTOBOIO TeCTa 24, TIK-27,
JMYHOMY COCTaBYy JIUTEPATypPHI MO T1K-28, JITIK-5
TeMe '
Msyreriie T1K-6, T1K-8
Teigiii;ig;om Brinonnenune TIK-10, IIK-
2.3 dopmupoBaHue 441 | 815 | wsnosermoro & mp.3.Nel u Tect k 21, IIK-22,
JINYHBIX J€J1 COTPYIHUKOB HeKLMSIX 1T paznemry Ne2 TIK-23, TIK-
HHTep:TprI no | HMrorosoro recta 24, TIK-27,
Tere I1K-28, AIIK-5
Hroro no pazneny 12/8U | 24,45
3. Pasgen 3. OIIMCAHUE,
TIONCK u
HCIIOJIb3OBAHUE
APXMBOB II0 JIMYHOMY
Msynetiite TIK-6, [TK-8
3.1 Hay4uHo-cripaBOYHBII Teigi?qﬂzcnl;om Brmonnenue TIK-10, IIK-
anmapaT K apxuBaM IO P > mp.3.Ne2 u tect K 21, I1IK-22,
4 8,15 | u3m0KEHHOrO B
TUYIHOMY coctaBy. Omwch KIS 1 paznemy Ne3 TIK-24, TIK-
JIeJT 110 JINYHOMY COCTaBYy 1 HUTOTOBOTO T€CTA 27, TIK-28,
JIUTEPATypPhI MO JIIK-5, [1K-23
TEME !
Msynetiite TIK-6, [TK-8
TEOPETIHECKOTo Beinonnenne TIK-10, ITK-
3.2 Hcnonp3oBanue MaTepHana,
mp.3.Ne2 u TecT K 21, TIK-22,
apXMBOB MO  JUYHOMY| 7 4 7,15 | u3I0XXEHHOTO B paseny No3 MK-23. TIK-
cocrasy JICKIHAX 1 HWTOrOBOI'O TECTa 24, TIK-27,
JIUTEPATYpPHI MO T1K-28, JITIK-5
TEME !
Mayneriie TIK-6, T1K-8
Te;g:g‘{;:;;m Brinonnenue TIK-10, IIK-
3.3 DNeKTpOHHBIC apXUBBI P ’ mp.3.Ne2 u tecT K 21, TIK-22,
4/11 | 1,15 | u3JI0KEHHOTO B
0 INYHOMY COCTaBY OKILSIX 1 paznery Ne3 TIK-23, TIK-
1 HWTOrOBOI'O TECTa 24, TIK-27,
JIUTEPATYPHI 1O T1K-28, JITIK-5
TEME !
Uroro no pazaeny 12/11 16,45

4. KoHTpoib
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BrimonseHne

Teonzzzzggceoro ag(:);?gfg?oosoro IIK-6, IIK-8,
p p ’ TK-10, TTK-
MaTe-puana, TECTa M BCEX
4.1 KoHTpoJib 3HaHUI 7 H3JI0’)KECHHOT'O B IPOMEKYTOUHEIX 21, IIK-22,
. P JIEKIUSAX U ’ pagsT TIK-23, TIK-
mureparypsl no | IIpomexyrodnas 24, 1IK-27,
I1K-28, OIIK-5
TEME arTecTanys -
DK3aMeH
Uroro mo pazneny
HUroro 3a cemectp 16 32/141| 57,2 SK3aMeH
TIK-6,I1K-
8,IIK-10,ITK-
21,IIK-22 TIK-
Hroro no aucumruinie 16 32/141| 57,2 SK3aMeH 23 T1K-27.TIK-
28, 1I1K-5,ITK
-24
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5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

1. TpaaunuonHsie 00pa30BaTEIbHBIE TEXHOJIOTHU OPUEHTHPYIOTCS Ha OpraHU3AIMIO
00pa3oBaTeNbHOTO  MpoOLlecca, MPEANONAralilyl0 MPsIMYI0  TPaHCISALMUI 3HAHUA  OT
MIpEenoiaBaTelis K CTyJICHTY

@opMbl y4eOHBIX 3aHATHI C UCIIOJIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHI:

NudopmanmronHas nexus

CemuHap

[IpakTHueckoe 3aHSATHE, MMOCBSIIEHHOE OCBOCHUIO KOHKPETHBIX YMEHUM M HABBIKOB I10
MPEIOKEHHOMY aIrOPUTMY.

2. TexHOIIOTUH TPOOIEMHOTO O0yUYCHHUS.

®opmbl y4eOHBIX 3aHATHUI C UCIIOIB30BAHUEM TEXHOJIOTUN MPOOIEMHOI0 O0yUYEHHUS:

[TpobGnemMHuas nexus

Jlexumst «BaBoem» (OMHApHAS JICKITHS)

[IpakTrueckoe 3anaTre B popMe MPAKTUKYMA .

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

3. UrpoBble TeXHOIOTUU — OpraHHU3aIys 00pa3oBaTeNLHOrO MpOIecca, OCHOBaHHAsS Ha
PEKOHCTPYKIIMU MOJIETICH MOBEICHUSI B PAMKaX MPEAJIOKEHHBIX CIICHAPHBIX YCIIOBUM.

@opmbl y4eOHBIX 3aHATHI C UCIIOJIb30BAHUEM UTPOBBIX TEXHOJIOTHH:

VYyebnas urpa.

JlemoBas urpa.

Ponesas urpa .

4. TexHOJIOTUHU MPOEKTHOT'O O0yUYECHHUSI.

OCHOBHBIE THUIIBI IPOEKTOB:

UccnenoBaTenbCkuid IPOEKT

TBOpUECKMI1 TPOEKT.

WHbopManoHHbIN TPOEKT.

5. VHTepakTUBHBIE TEXHOJOTUH — OpPTaHHM3aIlMsa 00pa30oBaTEIHLHOTO TMpoIlecca, KoTopas
MpEeANnoaaracT akTHBHOE U HEIMHEMHOE B3aMMOJIECTBHE BCEX YUACTHUKOB, JOCTHKEHHE HA 3TON
OCHOBE JIMYHOCTHO- 3HAYUMOTO JUIsi HUX o0O0Opa3oBaTelpbHOTO pe3ynbTata. Hapsny co
CIEUMATU3UPOBAHHBIMU  TEXHOJOTHUAMHM  TakOro  pojJa  NPUHIUI  HUHTEPAKTUBHOCTH
MPOCIICKUBACTC B OOJBIIMHCTBE  COBPEMEHHBIX  O0Opa3oBaTENbHBIX  TEXHOJOTHH.
HHTepakTUBHOCTh MOAPA3YyMEBAET CYOBEKT-CyOBEKTHBIE OTHOIIICHHUS B X0Jie 00pa30BaTeIbHOTO
mpoliecca , Kak Clie/IcTBre, GOpMUPOBAHKE CaMOpa3BUBAIOIIEHCS HH(OPMAITMOHHO-PECYPCHOM
Cpenbl.

®opMbI y4eOHBIX 3aHATHH C MCIOJIB30BAHUEM CHEIUATU3UPOBAHHBIX WHTEPAKTUBHBIX
TEXHOJIOTHI:

Jlexumst «0OpaTHOM CBSI3U» — JICKIIUAS—TIPOBOKAIIUS

Cemunap-auckyccus

6. M opMaIimoHHO-KOMMYHHUKAITMOHHBIE 00pa30BaTEIIbHBIC TEXHOIOTHH

Jlexuusi-Bu3yanu3anuus — H3JI0KEHUE COJEPIKAHMS COMPOBOXKAACTCS Npe3eHTaluen
(memoHcTparuel y4eOHBIX MaTEPHAIIOB, MPECTABICHHBIX B PA3JIMYHBIX 3HAKOBBIX CHCTEMaX, B
T.4. WIUTFOCTPATUBHBIX, TpaUuecKux, ayIuo- U BUACOMATEPUATIOB).

[IpakTrueckoe 3ansTHe B opMe TPE3ESHTAIUH.

Yar-3ansaTHS.

Be6-3ansTusi.

TenexondepeHIUN.

6 YueOHO-MeTOAUYeCKOe 00ecnieueHHe CaMOCTOSITeIbHOM padoThI 00ydyaoummxcst
IIpencrasneno B npuioxenuu 1.
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7 OneHOYHBIE CPeACTBA AJIsl IPOBeICHHS POMEKYTOYHOM aTTeCTALMI
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOAHYecKOe M MHPOPMAIIMOHHOE 00ecnedyeHue JUCIUIITIMHBI (MOYJIs1)

a) OcHoBHas TUTEpaTYypa:

1. [Tonos, A. B. ApxuBoBenenue. 3apy0OexHas poccuKa : yueOHMK i OakajgaBpuaTa u
maructpatypsl / A. B. ITonoB. — Mocksa : UznatensctBo FOpaiit, 2019. — 168 ¢. — (bakanasp
1 Maructp. Moayis). — ISBN 978-5-534-06009-6. — Tekcr : anekrponnsiii // DBC HOpaiir
[caiiT]. — URL: https://www.biblio-online.ru/bcode/441487 (nara oOpamenus: 25.08.2020). -
3ari1. ¢ ’KpaHa.

2. Packun, JI. . ApxuBoBesieHHE | yUeOHUK Ui akajeMudeckoro Oakanaspuata / 1. W.
Packun, A. P. CokonoB. — Mocksa : M3gatenbctBo Opaiir, 2019. — 383 c. — (bakanasp.
Axanemuueckuii Kypc). — ISBN 978-5-534-00870-8. — Tekcr : anekrponnsiii // DBC IOpaiit
[caiir]. — URL.: https://www.biblio-online.ru/bcode/432131 (mara obpamienus: 25.08.2020). —
3ari. ¢ sKkpaHa

3. Packun, [I. 1. Meronuka M NpakTUKa apXWBOBEAEHUS : y4EOHHMK IJi CPEIHEro
npodec-cuonanbaoro oopazosanus / 1. U. Packun, A. P. CokomoB. — MockBsa : M31aTenscTBo
IOpaiir, 2019. — 339 c. — (IIpodeccuonanpHoe oopazoanue). — ISBN 978-5-534-02419-7. —
Tekcer : anekrponnsiii // DBC HOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/438495
(mara obparenwust: 25.08.2020).— 3ari1. ¢ skpaHa

4.Benukanosa, C. C. ApXuBBI 10 IHYHOMY COCTaBY : yueOHO-MeToandeckoe mocooue / C.
C. Benukanosa ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1 snektpon. ont. auck (CD-ROM). -
3arn. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/1514
334/3518.pdf&view=true  (mara oOpamenus: 25.08.2020). - MakpooObekT. - Tekcr
anekTpoHHbIH. - ISBN 978-5-9967-1154-3. - CBenenus noctynHsl Takke Ha CD-ROM.

5.BenukanoBa, C. C. KaagpoBoe 1e101pou3BOACTBO U apXUBbI JOKYMEHTOB IO JTUYHOMY
cocTaBy: NpakTukym : npaktukym [mis By3oB] / C. C. BenukanoBa, 1. B. Kamyba ;
Marnuroropckuii roc. rexunueckuit yH-T uM. I'. 1. Hocosa. - Maruuroropck : MI'TY nm. I'. U.
Hocoa, 2020. - 1 CD-ROM. - 3arm. ¢ Tturyn. o9kpama. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/1535
271/4126.pdf&view=true (mara oOpamienus: 25.08.2020). - MakpooObekT. - Tekcr
AIIEKTPOHHBIN. - CBefeHus noctynHel Takke Ha CD-ROM.

0) lomotHuTeIBLHASI TUTEPaTypa:

1.ITomos, A. B. ApxuBoBezaenue. 3apyOexHas poccuka | yueOHMK /sl OakanaBpuara u
maructpatypsl / A. B. TTonoB. — M. : U3narensctBo FOpaiit, 2018. — 168 ¢. — (Cepust : baka-
naBp u maructp. Monayne.). — ISBN 978-5-534-06009-6. — Pexxum goctyma @ www.biblio-
online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08SFAF3 .

2. loponuna, JI. A. OpraHuzanust ¥ TEXHOJOTUS JTOKYMEHTALMOHHOTO OOecredyeHus
yIPaBJICHUS | YIeOHUK U MPAKTUKYM JUTs akajeMudeckoro bakanaspuata / JI. A. Jloponuna, B. C.
HputukoBa. — M. : U3narensctBo Opaiit, 2018. — 233 ¢. — (Cepus : bakanaBp. Akanemu-
yeckmii  kypc). — ISBN 978-5-534-04568-0. — Pexwum goctyma : wWww.biblio-
online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCID .

3.0Opranu3aioHHOe U TIPaBOBOE o0ecrieueHne HHPOPMAITMOHHON 0€30MMacHOCTH | yueo-
HUK 1 npaktukyMm st CIIO / T. A. Tlonsikoa, A. A. Crpensiuos, C. I'. UyOykosa, B. A. Huecos ;
otB. pea. T. A. Tlomsxosa, A. A. CtpensiioB. — M. : U3gatensctBo FOpaiit, 2018. — 325 ¢. —
(Cepus : [IpodeccuonansHoe oopazosanne). — ISBN 978-5-534-00843-2. — Pexum nmocryna :
www.biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897 .

4. Makaposa A. K. ApxuBoBenenue [DnekTpoHHbii 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/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3
http://www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFAC0C1D
http://www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFAC0C1D
http://www.biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897

MI'TY. - Maraurtoropck : [M3garensctBo MI'TY], 2015. - 146 c. - bubmuorp.: c. 142-146. -
Pexum JO0C-TyTa:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true . - MakpooonekT. - ISBN 978-5-9967-0676-1.

5. HoxymenTts! u3 apxuBa MU/ I'epmannn 1937—1938 ronos — Mocksa : U3naTenber-
Bo [Opaiit, 2019. — 192 ¢. — (Antonorus meican). — ISBN 978-5-534-09314-8. — Tekcr
anektponHbii // DBC IOpaiir [caiit]. — URL.: https://www.biblio-online.ru/bcode/427616 (nata
obpamienns:25.08.2020).

6. CamokBacos, /[.51. LlenTpanuzanusi TOCyAapCTBEHHBIX apXUBOB 3amagHoi EBponsl B
CBsI3U C apXMBHOM pedopmoii B Poccuu : snekrponnas penpoaykius / Camoksacos J[.51. : U3na-
tenbckue apxusbl, 1899. — 211 ¢. — URL: https://book.ru/book/913461 (nmara oOpamieHus:
25.08.2020). — TekcT : 3IEKTPOHHBIH.

B) MeToan4eckune yKazaHus:
[Mpunoxenne 3

r) [Iporpammuoe o6ecneuenue u UnTepuer-pecypceni:

https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatal
0ques/1/1209678/3435.pdf&view=true . - Maxkpooobekt. - ISBN 978-5-9967-0676-1.
Makaposa A. K. ApxuBosegeHue [DnextponHbiii pecypc] / MakapoBa A. K.; MITY. -
Marawurtoropck : [M3garensctBo MI'TVY], 2015. - 146 c. - bubmuorp.: ¢. 142-146. - Pexxum noc-
Tyma:

www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B0SFAF3
1.Ilonos, A. B. ApxuBoBenenue. 3apyOexkHas poccuka . y4eOHHMK Juisl OakanaBpuaTa U
maructparypsl / A. B. TTonoB. — M. : U3natensctBo IOpaiit, 2018. — 168 ¢. — (Cepus : baka-
naaBp ¥ Maructp. Moaynb.). — ISBN 978-5-534-06009-6. — Pesxxum moctymna : www.biblio-
online.ru/book/1BDF5EDO-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 1O JIMYHOMY COCTaBY [DIEKTpOHHBIA pecypc] @ ydeOHO-
meroaundeckoe nmocobue / C. C. Benukanosa ; MI'TY. - Marautoropck : MI'TV, 2018. - 1 snek-
TPOH. OIIT. TIICK (CD-ROM). - Pexum JO0CTyMa:
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.

IIporpammHoe o0ecnieyenne

Haumenosanue 110 Ne norosopa CpoK nercTBUS JIUIEH3UU
MS Windows 7
Professional (st N-1227-18 ot 08.10.2018 11.10.2021
KJIACCOB)
MS Windows 7
Professional (st H-757-17 ot 27.06.2017 27.07.2018
KJIACCOB)
MS Office 2007 Ne 135 or 17.09.2007 Gecepouro
Professional
7Zip cB0OOIHO pacrpocTpansemoe [10 OECCPOYHO
FAR Manager cB00OTHO pacnpocTpansemoe [10 OECCPOIHO

IIpodeccnonanbHbie 0a3bl JaHHBIX U HHPOPMALMOHHbIE CIIPABOYHbIE CUCTEMbI
| HaszBanue kypca | Ccblika |



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

OnexkTpoHHass 0a3a MEPUOTUYECKUX H3IaHUH
East View Information Services, OO0O

https://dlib.eastview.com/

HanwnonansHas nH(pOpMaIIMOHHO-
aHaIMTHUYeCcKas cucrtema — Poccuiickuii HHIEKC
Hayuuoro rutuposanus (PUHII)

URL: https://elibrary.ru/project risc.asp

[TouckoBast cucrema Akamemuss  Google

(Google Scholar)

URL: https://scholar.google.ru/

Nudopmanmonnas cucrtema - EguHOoe OKHO
JIOCTyNa K HH()OPMALIMOHHBIM pecypcaM

URL: http://window.edu.ru/

ApXMB Hay4HbIX >XypHajoB «HanumoHanpHbIH
3JIEKTPOHHO-UH(POPMALIMOHHBIH KOHLIOPLIUYM»
(HIT HOUKOH)

https://archive.neicon.ru/xmlui/

MexnyHapoaHas pedeparuBHas u
IOJTHOTEKCTOBAsl CIpaBOYHAas 0a3a JaHHBIX
Hay4JHBIX M3MaHui «Springer Naturey

https://www.nature.com/siteindex

Mexnynapoanas 0a3a CHpaBOYHBIX W3JIaHUN
10 BCceM oTpacisM 3Hanuii SpringerReference

http://www.springer.com/references

M .
CANyHApOJHad KOJLITCKIIA HAYSHBIX |- vww.springerprotocols.com/
IIPOTOKOJIOB IO pa3jIN4YHbIM OTpPaCJIIM 3HAHHH
MexnayaapoaHas 68.38. ITIOJTHOTCKCTOBBIX - -
AyHApOJH http://link.springer.com/
JKypHaAJIOB Springer Journals
MexnyaapogHas edepaTuBHas u
AyHapoa pedep http://scopus.com
INOJHOTCKCTOBAsA CIIPpaBO4YHas1 68.38. JAHHBIX
MG)I(I[YHapOI[HaSI Hay'I(OMeTpI/I‘leCKaSI

pedepaTHBHAS U ITOJHOTEKCTOBAs 0a3a JaHHBIX
HayuHbIX n3ganuii «Web of sciencey

http://webofscience.com

VYHuBepcuterckas MHPOPMALMOHHAS cHCTEMa
POCCHUA

https://uisrussia.msu.ru

@denepanbHblil  00pazoBaTEIbHBIA MOPTAT
OxoHomuka. Counosiorus. MeHeKMEHT

~ |http://ecsocman.hse.ru/

DneKTpoHHbIE pecypchl Oubmumoreku MITY
uM. I'.1. HocoBa

http://magtu.ru:8085/marcweb2/Default.asp

Poccuiickas T'ocymapcTBeHHass OuOIMoTEKa.
Karasorn

https://www.rsl.ru/ru/4readers/catalogues/

®denepalibHOE TOCYJAapPCTBEHHOE OIOIKETHOE
yupexaeHue «DenepanabHbIT WHCTUTYT
IPOMBIIICHHOH COOCTBEHHOCTH)

URL: http://www1.fips.ru/

9 MaTtepuaJIbHO-TEXHHUYECKOE 00ecTedeHne TUCIUTLIHHBI (MOLYJIs1)

MaTCpI/IaJ'IBHO-TeXHI/IquKOC obecrneucHUe JUCIUIIIIMHBI BKIIFOUACT:
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Tun u HazBanue ayautopun OcHaIIEHUE ayAUTOPUHU
VYyeOHBIC ayaUTOPUU Ui TPOBEJACHUS 3aHATHH JIeKIMOHHOro tuma Jlocka,
MYJIBTUMEINIHBIE CPEJICTBA XPAHCHHUSI, TIEpEadd U TPEICTABICHUS HHPOPMAIIHH.

VY4eOHble ayTUTOPUH [Tl IPOBEACHUS TPAKTHUECKUX 3aHITHH,

TPYIIIOBBIX U UHJIUBUAYaTbHBIX KOHCYJIbTALIUMN,

TEKYIIEro KOHTPOJS M MPOMEKYTOUYHOM arrectaiuu Jlocka, MyJIbTUMEIUWHBINA
MIPOEKTOP, IKPaH

[TomereHus U1st CAMOCTOSTENBHOM padoThl 00ydaromuxcs [lepcoHanbHbIE KOMITBIOTEPBI
c nakerom MS Office, Berxoom B IHTEpHET 1 ¢ JOCTYIIOM B

AIIEKTPOHHYIO HHPOPMALOHHO-00Pa30BaTEIIbHYIO CPE/y YHHBEPCUTETA

[Momemenune 11t XpaHEeHHsI ¥ TPO(YUIAKTHYECKOTO

o0cimyxuBaHus ydyeOHOro obopynoBanust CTemiaxu Uil XpaHeHHs y4eOHO-HaTIISIHBIX
10CO-0Mii M y4eOHO-METOANIECKON JOKYMEHTAIHH.

OcHnalueHue ayiuTopuu
VY4eOHble ayIuTOpuUU s TPOBEACHUSI 3aHATUNW JIeKIUMOHHOro tuma Jlocka,
MYJIbTUMEAUMHBIE CPEICTBA XPAaHEHMUS, IIepelauu U MpeICTaBIeHUs UHPOPMALIUH.

VYyebHble ayTUTOPUH TSI TPOBEACHUS MPAKTUUECKUX 3aHITHH,

IPYIIIOBBIX U UHJIMBUAYaIbHBIX KOHCYJIbTALlUM,

TEKYIIEr0 KOHTPOJS M MPOMEKYTOUHOW arrecraiuu Jlocka, MyJbTUMEIUWHBINA
IIPOEKTOP, IKpaH

[Tomemienus 1151 caMoCTOSATENbHOM paboThl 00yyatouxcs [lepcoHanbHbie KOMIBIOTEPHI
¢ makerom MS Office, Brixogom B IHTEpHET U € TOCTYIIOM B

AIIEKTPOHHYIO HH(POPMAITMOHHO-00pa30BaTENbHYIO Cpey YHUBEPCHTETA

[Tomernienue 11 XpaHeHUs ¥ NPOPUIAKTHIECKOTO

oOcimykuBaHusi yaeOHOro 00opynoBanusi CTeutaku Il XpaHEHHs yueOHO-HATJISTHBIX
10c0-01if 1 y4eOHO-METOMUECKON TOKyMEHTALINH.
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IIpunoxenne 1

YueOHO-MeToANYEeCKOe oOfecmedyeHne CaMOCTOATEIbHOM PadoThl
0O0yUaroIINXCcA

[TpuMmepHas CTPyKTypa U coZieprKaHue pas/iesioB:

Mo ancumnanHe «ApXMBbI MO SIMYHOMY COCTaBY» NPeAyCMOTPEeHa ayauTopHasA U BHeayauTopHan
camocTonTeslbHan paboTa obyyatoLmxcs.

KoHTponbHble meponpuatua no pasgeny Nel

TecT no pasaeny Nel

Bonpoc 1
bann: 1,00

ADpXWB 10 INYHOMY COCTaBY — 3TO
Bbibepute oanH OTBET:

a. CAaMOCTOATENIbHOE YUPEXKAEHNE UK CTPYKTYPHOE NoApa3aeneHune yuperKaeHus,
OCYyLLECTBAAIOWEE KOMMNIEKTOBaHWE, XpaHeHWE, YYET M UCNONb30BaHME SOKYMEHTOB NO IMYHOMY
cocTasy

b. MmecTo XpaHeHUA rocyapCTBEHHbIX OKYMEHTOB
C. yupexXaeHue, xpaHsaLlee Kagposble 4OKYMeHTbl AD PO

d. nogpasaeneHve Kaaposol cnyKbbl NPeanpuUATMA, OTBEYAIOLLEE 33 XPaHEHWNE, YUYET U
MCNONb30BaHME AOKYMEHTOB MO IMYHOMY COCTaBY, B TOM YMC/ie B S/1EKTPOHHOM BUAE

Bompoc 2
Bann: 1,00

K JOKYMEHTaM I10 JINYHOMY COCTaBy, UMECIOIIUM HOHFOBpCMCHHBIﬁ CPOK XpaHEHHUA HE OTHOCATCSA
BbibepuTe 0AMH OTBET:
-
a. aKTbl O HECYACTHbIX C/1yYanX, CBA3aHHbIX C MPON3BOACTBOM
b. "MYHbIE AEena coTpyAHMKOB

C. pacnopaguTesibHble JOKYMEHTbI (3aI'WICKVI, pacnopﬂmeHMﬂ)

d. andaBuTbl NPUKA30B MO IMYHOMY COCTaBY
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Bonpoc 3
bann: 1,00

CpoK XpaHEHUs BBIIIE IEPEUHCICHHBIX JOKYMEHTOB B aPXHUBAaX M0 JITYHOMY COCTaBY
BbibepuTe oanH oTBET:

a. 45 net

=
b. 75 net, B peaKunx cny4yanax NOCTOAHHO

c. 75 net

d. nocTofHHO

Bompoc 4
bann: 1,00

Bepro i yrBepkaeHHe «B KOoMHUTETax, oTAenax aJIMHHHCTPALMH TOPOJOB, PallOHOB IO 0OPa30BAHUIO K

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

Bbibepute oaAnH OTBET:

-
a. BEpHO
C .
b. BEpHO An1A rocyaapCTBEHHbIX YYPEXAEHWNI
-
C. BEPHO YaCTUYHO
-
d. He BepHO
Bompoc 5
bann: 1,00

Crathst 17 Kakoro 3aKOHa YCTaHAaBIUBAeT OOy OOS3aHHOCTH IO OOECIEYEHHUIO
COXPaHHOCTH JIOKYMEHTOB, B TOM 4YHCJE€ JOKYMEHTOB IO JMYHOMY COCTaBy, AJs JIHOOOTO
CyOBbeKTa XO34WCTBEHHOM JEATENbHOCTH: TOCYJapCTBEHHBIX OPraHoB, OpPraHOB MECTHOTO
CaMOYIPABJIEHUS, OpraHuM3allMii W  TpaxJaH, 3aHUMAIOUIMECs IPEeANPUHUMATEIbCKON
JEeSTeNIbHOCThI0 0e3 00pa3oBaHMs IOPUIMYECKOTO JIMIA, B TEUEHHUE CPOKOB HX XPaHEHHUS,
YCTAQHOBJICHHBIX (hefepaibHBIMU 3aKOHAMH, HMHBIMM HOPMATHBHBIMU MPAaBOBBIMH aKTaMU
Poccutickoit @denepanuy, a TakxKe NEPEYHIMHA JOKYMEHTOB?

Bbibepute oaMH OTBET:

a. PegepanbHOro 3aKkoHa oT 26 gekabpsa 1995 r. N 208-P3 «0O6 aKuMOHepPHbIX 0bLLecTBax» ¢
n3meHeHnAaMM oT 29 mioHAa 2015 .
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b. PepepanbHOro 3akoHa ot 22 okTAbpa 2004 roaa Ne125-93 «O6 apxmBHOM aene B Poccuinckom
depepaunn»

. 3aKoHa P® «O nepcoHanbHbIX AaHHbIX» N2 152-33

d. Tpyaosoro kogekca PP

Bomnpoc 6
bann: 1,00

BI)ICOKyIO COIIMAJIbHYIO 3BHAYUMOCTDb apXHBOB I10 JIMYHOMY COCTaBy 06yCJ'IaB.]'H/IBaeT
BbibepuTe 0AMH OTBET:

a. obecnevyeHue NoBbilEeHUA 06LLECTBEHHOIO CO3HaHUA U camouaeHTUdUKAL MM COBPEMEHHOTO
coumyma

b. 6uorpaduueckan, apxeorpadmyeckas LLEHHOCTb, OHU ABNAIOTCA UCTOYHUKOM ANA CTAaTUCTUYECKMX
0606LEHNI U UCTOPUKO-COLMAJIbHBIX UCCAEA0BAHNIM

C. TOT GaKT, UTO OHM CAYKAT AOKYMEHTaIbHbIM MNOATBEPKAEHMEM NpPaB paboTHMKa Ha coumanbHoe
obecneveHue (No CTapocTU U MHBAANAHOCTU, a TaKX¥Ke NoATBEPXKAEHUEM TPYA0BOro cTaxa paboTHMKA)

d. wTpadHble caHKUMN TPYA0BbIX MHCNEKLUN

Bompoc 7
bann: 1,00

Iporenypy hOpMHUPOBAHUS 1€ B COOTBETCTBHH C YTBEPKICHHONH HOMEHKIIATYPO#l IIpeycMaTpUBacT
Bbibepute oaAnH OTBET:
a. XpaHeHWe UCNONIHEHHbIX JOKYMEHTOB
b. XpaHeHWe OKYMEHTOB B NPOLLECCE UX UCNOTHEHUA
C. nocneaytouiee xpaHeHne

d. onepaTtnBHoOe (TeKyLiee) xpaHeHue

Bonpoc 8
bann: 1,00

WzbpsaTue JOKYMCHTOB II0 JIMYHOMY COCTaBy M3 J€Jia C MOCTOAHHBIM CPOKOM XpaHCHHUSA ITOITYCKACTCA B

HCKIIOYUTEIbHBIX ClTydadX U NPOU3BOAUTCA
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BbibepuTe 04MH OTBET:

a. c 06A3aTeNbHbIM COCTaBAEHMEM B [e/ie 3aBepeHHON KONUKM AOKYMeHTa

b. Ha ocHoBaHMK pacnopaANTE/IbHOrO AOKYMEHTA PYKOBOAUTE A OpraHn3aumum

-
C. c 0bA3aTeNbHbIM COCTaBAEHMEM aKTa 06 U3bATUU NoOANNHHWUKA
d. B npucyTCTBUM apXxnBapuyca 1 3aBeaytoLLero apxmBom
Bonpoc 9
bann: 1,00

OTBCTCTBCHHOCTL 3a opranmaumo paGOTLI Jige} xpaHeHmo KajlpOBI)IX )Z[OKyMeHTOB HECET
Bbibepute oaMH OTBET:
a. 3aBeayroWMIA apXMBOM
b. HauanbHWK oTaena Kagpos
c. Apxmsapuyc

d. PaboTopartens

Bompoc 10
bann: 1,00

VKaKUTE JI0)KHOE YTBEPKIECHUE
Bbibepute ogMH OTBET:

a. AN1A OpPraHn3aunii - ICTOYHMKOB KOMMIEKTOBAHUSA - MO UCTEYEHMUM CPOKOB XPaHeHMs 06s3aTesIbHO
npoBeAeHNe COBMECTHO C YNO/JIHOMOYEHHbIM OpraHOM rocyAapCTBEHHON BNacTM cybbekTa Poccuiickoit
denepaumnn B 061acT apxmBHOro aena, FoCapXMBOM 3KCNEPTU3bl LLEHHOCTM pPAAa AOKYMEHTOB No
JIMYHOMY COCTaBY Ha NpegMeT BK/OUYEHUA B cocTaB ApxneHoro ¢poHaa Poccuitckoit degepaunm

b. ana opraHM3au,m71, KOTOpble He ABNAKTCA MCTOYHUKAMU KOMMNIEKTOBAHUA, MO UCTEYHEHNN
BPEMEHHbIX CPOKOB XpPaHEHUNA apXUBHble AOKYMEHTbI MO IMYHOMY COCTaBY NoAsieXXaT SKCNepTnU3e n
mMmoryT 6bITb YHUYTOXEHbI nmbo XPaHUTCA B apXmnBe OpraHn3auunmn

C. XpaHeHne JOKYMEHTOB Mo IMYHOMY COCTaBy, He noanexXalwunx yHUYTOXKEeHNO A0/1KHO
OCyLLecTBNATbCA TONIbKO B 6yM8)'KHOM, a HE B 3/1IEKTPOHHOM BUNae

d. apxuBHble AOKYMEHTbI N0 IMYHOMY COCTaBY, KOTOPble He 6blIM BKAKOUYEHbI B COCTAB AOKYMEHTOB
ApxusHoro ¢poHaa Poccuiickoit Pegepaumm, MO UCTEHEHMM CPOKOB XPaHEHMA NOAJIEKaT YHUUTOKEHUIO
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nmbo XPaHEeHUIO B apXmBe opraHn3aunm B COOTBETCTBUU C TpE6OBaHMﬂMVI KOpnopaTnuBHOIO
3aKOHOOaTeNbCTBa

KoHTponbHble meponpuaTtua no pasgeny No2
MpaKTnyeckoe 3agaHue 1

MN3yumTe matepman MeToauuyecknux pekomeHaaumnin «Kcneptnsa LeHHOCTM M 0T6OopP B cocTaB APXMBHOTO
doHaa Poccuiickoit Pegepaumm 4OKYMEHTOB MO IMYHOMY cocTaBy» npoeKT 2014 r., ocobeHHo pa3aena
4.5.2.4., a TaKKe NOBTOpUTE MaTepuan nekuum 3 «PopmmpoBaHMe NNYHbBIX AeN COTPYAHMKOB» Pasaena
Il «OT60p U 0popMaeHME Aen, COAEPKALLMX JOKYMEHTbI MO IMYHOMY COCTaBY AN A0NTOBPEMEHHOTO
XpaHeHus». MNonb3yack 06pasLom, COCTaBbTe BHYTPEHHIOK ONUCH JIMYHOTO AeNa COTPYAHMKA, KOTopas
OOJ/MKHA coaepKaTb He MeHee 12 NyHKTOB.

4.5.2.4. BHyTpEeHHAA ONUCb COCTAaBAAETCA AN1A IMYHbIX 4N N COLEPKUT CBEAEHNA O NOPAAKOBbLIX
HOMepax AOKYMEHTOB B HEM, UX MHAEKCAX, AaTaX, 3ar0/1I0BKax U HOMepax INCTOB AeNna, Ha KOTopbIX
PacnoN0XKeHbl 3TU AOKYMEHTbI.

K BHyTpEHHEf;I OnNnCKn CoOCTaBNAETCA UTOroBaA 3anncCb, B KOTOpOVI YKa3blBaeTCA Ll,Md)paMM M nponucbro
KOJ/IN4YECTBO BK/IIOYEHHbIX B HEE AOKYMEHTOB U KOJIMYHECTBO ZINCTOB BHYTpeHHEﬁ onucu. BHyTpeHHAA
onncb NoANUCbIBAETCA ee COCTaBUTeNIeM C YKasdaHUEM A0/TXKHOCTU U OaTbl COCTaBNEeHUA.

Mpu USMEHEeHUN COCTaBa AOKYMEHTOB Aena (M3bATUM, BKAOYEHUMN AOKYMEHTOB, 3aMEHE UX KOMUAMM)
OHW OoTpaxatotca B rpade «lMprMmeyaHmne» co CHOCKOM Ha Homepa BHyTPeHHeln onncu. MoskeT 6bITb
cocTaBneHa n ocobasn onucb 3TUX U3MEHEHU.

JIeKUMOHHBIA maTepuan
B cocTaB IMYHOTO AeNla BXOAAT c/ieaytome 4OKYMEHTbI:

e  BHYTPEHHAA ONUCb LLOKYMEHTOB, MOALIMTbIX B IMYHOM AeNe;

e pesiome;

e aBTOOMOrpadus;

e QHKEeTa WM JINYHBIN IMCTOK MO yYeTy Kaapos;

e KOMWUW JOKYMeHTOB 06 06pasoBaHuy;

e  XapaKTepPUCTUKKU HA PabOTHMKa;

e TPYyAOBOM AOrOBOP (MOXKET BXOAWUTb B COCTaB JIMYHOTO Ae/1a UIN XPaHUTLCS OTAE/NbHO);

e  KOMWW NPWMKA30B O Ha3HAYEHWUN, NEPEMELLEHUN, YBOSIbHEHUMU;

e  KOMWA CBMAETENbCTBA O MOCTAHOBKE HA YYET B HA/IOTOBOM OpraHe;

e  KOMWA CTPaxOBOro CBUAETENbCTBA FOCYAapPCTBEHHOrO MEHCMOHHOIO CTPaxoBaHus;

e [OMNOJIHEHUA K aHKETE UNMN NINYHOMY /IUCTKY MO y4YeTy Kaapos;

e  pas/iMyHble CNPaBKW, OTHOCALLMECA K AaHHOMY pabOTHMKY (KpomMe CnpaBoK C MecTa UTeNbCTBa,
0 COCTOAHWUM 340P0BbA U APYrMX AOKYMEHTOB BTOPOCTENEHHOIO 3HAaYEHUA, KOTopble
rpynnNUpyoTcA OTAeNbHO).

CocTaB AOKYMEHTOB NIMYHOrO Aena paboTHMKa:
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ok wNRE

0 o N

12.
13.

14.
15.
16.

3asAB/IeHNe 0 Npueme Ha paborTy;

TpyAoBoe cornatleHue (KOHTPaKT), A0MN0HUTENbHbIE COTNaLleHuns;

JIMYHBI INCTOK MO y4YeTy KagpoB U AOMNOJIHEHUE K HEMY;

aHKeTa (aBTobUoOrpadpus);

OOKYyMeHTbl 06 06pasoBaHUK (Konum);

OOKYMEHTbI 06 YTBEPKAEHUU B AOMKHOCTM (KOMUKU UAW BbIMUCKK), B TOM YUCAE 3TO MOTYT ObITb
BbIMUCKN M3 MPOTOKOJIOB yYpeanTesiei, akLLMOHEPOB, YYEHbIX COBETOB, AOKYMEHTbI KOHKYPCHbIX
KOMWCCUIA, pe3ynbTaTbl TECTUPOBAHMUS;

peKomeHaaTeNbHble MMCbMA MU XapaKTEPUCTUKK;

OOJ/IKHOCTHbIE MHCTPYKLMMU (pernameHThbl);

aTTecTaluMOHHbIe INCTbI, OT3bIBbI, NPEeACTaBEeHUS;

. MacnopTHble AaHHble, CBUAETENbCTBO O bpake U T.4. (Konuwm);
11.

3afB/IeEHMA U NpUKasbl (KOMMM WAW  BBLIMUCKM) O MepeBode Ha APYrylo  AO0KHOCTb,
npeacTaB/ieHUs, CNPaBKU-00bEKTUBKY;

OOKYMEHTbI O Harpa*KAeH1n, HanoXKeHNU B3bICKaHU (Konuu);

CBeAeHMA O [0X04axX, UMYLLEeCTBe M CMpPaBKM NPOBEPKM MOAHOTbI U AOCTOBEPHOCTM AAHHbIX
cBeZleHUN (AN rocyAapCTBEHHON MW MYHUUMNANBHOM CyKObl);

HeBOCTpeboBaHHbIE AOKYMEHTbI (CBUAETENbCTBA, AUNIOMbI, TPYAOBbIE KHUMXKKA U T.M.);
3aAB/IEHMA U NPUKa3bl (KONUU UM BbINUCKK) 06 YBONIbHEHMW, NEPEBOAE U T.4,.;

WMHble JOKYMEHTbl B C/ly4ae HeobXoAMMOCTWU, B YACTHOCTU ANA FOCYAAPCTBEHHOMN CAy»Kbbl —
noapobHee nocmotpute YKas MNpesuaeHta PO.

BHYTPEHHAA OITHCH
MOKYMEHTOR ef. Xp. Nv _ 05-15/110

N Mupunc Aara JAroT0B oK JOKYMeNTS Fomsy. Tprcevaume
,loq'uarn AOKYMeuTA TRCTOM Avia
1 2 3 4 5 6
I Honontesiue X AUYHOMY AUCMKY NO ydemy !
A'G("pOd
2 19.03.2012 | Jlussien AUCMOK No ywemy Kadpoe 2-3
3 19.03.2012 | Aemobuospadus 4
4 | ON827527 | 26062001 | Konus dunnoma 5
5 10/12-md 19.03.2012 | Tpydosou doeosop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste wa pabomy 12
Htoro ROKYMEHTOB.
(umpann 3 opoam e |
KOMMUeCTRO THCTOB BHYTPEHHEA ONHCH
(amgpasen w njazecwuo )
MBcnexTop Wupoxoea T.1O. llInpokona
(meoama) e

19.03.2012

TecT K pasageny No2
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Bonpoc 1
bann: 1,00

IIo KaKOMY IMPUHIOUITY CUCTCMATU3SUPYIOTCA ANOKYMCHTHI B J€JIaX, COACPKAIINX, COACPIKAIIUX IIPUKA3LbI,

pachopsHKEHUsI 1O JIMYHOMY COCTaBy?
BbibepuTe oaAnH OTBET:

a. XPOHO/IOTMYECKUI MPUHLMM: B HaYyane gena A0NXKHbI pacnofaraTbca NPUKasbl (pacnopaskeHus)
3a AeKabpb, NOTOM 33 HOAGPbL U T.A.

b. xpoHoMOrMYeCcKniA NpUHLMN: B Hayane Aefla A0/IKHbI PacnoaraTbCs NpMKasbl (pacnopaskeHusn)
3a AHBapb, NOTOM 3a peBpanb U T.4.

C. HOMEPHOMY MPUHLUMMY: OT MePBOro A0 NOC/AeAHEro

d. andaBUTHBIN NPUHLMN NO GaMUANKN COTPYAHMKA, O KOTOPOM COAEPHKUTCA MHPOpMaLUmn

Bonpoc 2
bann: 1,00

YKkaxure BapuaHT, COJCp)KALIMHA JMIIHEE B TEPEUHCICHHH «AHAJOTMYHO, MO TaKOMY >K€ HPUHIUITY

MMPpOBOAUTCA CUCTEMAaTHU3alusad JOKYMEHTOB B JICJIaX, COACPKAIIUX ...»

BbibepuTe 0AMH OTBET:
a. TapMOUKaLMOHHbIE BEAOMOCTU, Tabenn n Hapsaabl paboTHMKOB BPeAHbIX Npodeccuii
b. AOKYMEHTbI 0 NPeACTaBAEHNN K HAarPasKAeHUIo
C. aKTbl O HECYACTHbIX CNyYasX, TPYAO0BbIE KHUKKM

d. NnpoTOKO/IbI 3acefaHUii KOMUCCUIA, TPYAOBbIE AOrOBOpPbI (CcornaweHusn)

Bonpoc 3
Bann: 1,00

ITogmmBka chopMUpPOBAHHBIX JI€]T MPOU3BOIUTCS
Bbibepute oanH OTBET:
a. A0 nepenayn nx 3 otagena Kagpos B apxmsB Ha JOoAroppemeHHoe XpaHeHune
b. A0 npoBeneHunA akCcnepTmn3bl LEHHOCTU OKYMEHTOB MO TINYHOMY COCTaBYy

C. nocne yBoJibHEHUNA COTPYAHUKA
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d. nocne 3aBepweHnAa aKCnepTmn3bl LEHHOCTN OOKYMEHTOB

Bonpoc 4
bann: 1,00

BriGepute BepHOE yTBEpKICHUE
BbibepuTe oaAnH oTBET:

a. lokymeHTbI Aena NoALIMBAtOTCA, NepenneTaoTca B TPM UM YeTbIpe NMPOKO/Ia CYPOBbIMM
HUTKamu. MNpu aTOM cneayeT MCNo/Ib30BaTb KAPTOH BbICOKOTO KauecTBa, UMW CPeaHIoH
NAOTHOCTb. JOKYMEHTbI NOALWMBAOTCA, NEPENNETAIOTCA TaK, YToObI 6b110 0becneveHo cBoboaHOe
yTeHMe TeKCTa

b. [JokyMeHTbl gena NoAWnBatoTCA, NepenneTatoTcs B TpM NPOKOa CMECOBbIMU HUTKaMW. Mpn aTom
c/ienyeT UCMO/1b30BaTb KAPTOH BbICOKOTO KavecTBa, MMEHOLLMIA XOPOLUYIO NIOTHOCTb. [LlOKYMEHTbI
noALMNBAIOTCA, NepensieTaroTca Tak, YyTobbl bblno obecnevyeHo cBOBOAHOE YTEHWNE TEKCTA

. [loKkyMeHTbl Aena NoALWwmnBatoTcs, NepeneTaloTcs B TPM K YeTblpe NPoKoia CypoBbiMU
HUTKamu. Mpu 3TOM cneayer NCNo/ib30BaTh KAPTOH AOCTaTOYHOIO KayecTBa, MMEIoLWM CpeaHIo
NAOTHOCTb. [lOKYMeHTbl NoALIMBaAOTCA, NepenaeTatoTcs TakK, UTobbl 6b110 obecneyeHo ceoboaHoe
yTeHue TeKcTa

d. loKkymeHTbl Aefla NoAWNBALOTCA, MepPensieTaloTcs B YETbIPe MPOKOIa CYypPOBbIMM HUTKamMuU. Mpwn
3TOM C/leayeT UCMNO/b30BaTb KAPTOH BbICOKOrO KayecTBa, MMELOLLMIA MOBbILEHHYIO NJIOTHOCTb.
JOKyMeHTbI NoALWMBAOTCA, NepeneTatnTca Tak, YTobbl 6bl10 obecneyeHo cBO6oAHOE YTEHME TEKCTA

Bonpoc 5
bann: 1,00

HpI/I HaJInyuu B JIMYHOM J€JIC€ COTPpYAHHUKA HeBOCTp€6OBaHHHX JIMYHBIX HNOKYMCHTOB (yﬂOCTOBCpeHHﬁ,

CBUACTCIILCTB, TPYAOBBIX KHHKEK, BOCHHBIX OUJIETOB U T.H.) OHHN

BbibepuTe 0AMH OTBET:

C o

d. BK1a4bIiBalOTCA B KOHBEPT, KOTOPbIM BMECTE C APYTMMU AOKYMEHTaMUM NOoALLNBAETCA B AeN0
C o

b. XxpaHaTCca y HaYanbHWKa OoTAENA KaapoB B ceidoBOM LKAy
f" o

C. XpaHATca B GanaoBOM BapuaHTe
~

d. dopmumpytoTca B oTaebHOE Ae/10 apXMBa HEBOCTPEOOBaHHbIX AOKYMEHTOB

Bonpoc 6

bann: 1,00
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Wudopmanus smyHoro nena, rae mudpaMu M HPOIUCHIO YKa3bIBAE€TCS KOJIMYECTBO MPOHYMEPOBaHHBIX
JUCTOB B J€J€, HAJIMYHE IPOIYIIEHHBIX W JMTEPHBIX HOMEPOB, KOJIMUYECTBO JIMCTOB BHYTPEHHEW OMNNCH Jeia

IIOMEUIACTCA
BbibepuTe oaAnH oTBET:
a. BO BHYTPEHHIOO ONUCb Aena
b. Ha 060pOTHOI CTOpPOHE NoCNeAHEro AOKYMEHTA
C. Ha nocneaHuin ANCT 06N0XKKKU Aena c BHYTPeHHe! CTOPOHbI

d. B McT-3aBepuTeNb gena

Bompoc 7
bann: 1,00

Kakxoe MpaBHUJIO HE 00513aTeIbHO K HCIIOJIHCHUIO npu HU3MCHCHHUHU COCTaBa AOKYMCHTOB JIMYHOI'O JcJia

(13BsATHE, BKIIIOYEHHE TOKYMEHTOB, 3aMEHA MX KOMUAMH U T.I1.) ?
Bbibepute oaMH OTBET:

a. U3MeHeHus 0653aTe/IbHO 3aHOCATCA B rpaq)y «I'Ipmmeanme» OMNCKU CO CCbIZTKaMU Ha
cooTBeTCTBYyHOWLMNE AOKYMEHTbLI, HA OCHOBAHUWN KOTOPbLIX NMPOU30LWI0 U3bATUE, AONOJIHEHNE, 3aMEHA
Konnamm mn 1.n.

b. nsbatune AOKYMEHTOB U3 TNYHOTIO AeNna HeaonycTtmumo

C. nepecocCTaBnAeTcAa NUCT-3aBeEPUTENDb AeNa

d. nepecocrtaBnAeTCcAa NToroeand 3anncb K BHyTDEHHEﬁ onucun aena

Bonpoc 8
Bbann: 1,00

B MPUBCACHHOM MPUMEPE MOJOKCHUA O MYHUIIUIIAJIBHOM apXHB€ JOKYMEHTOB I10 JINYHOMY COCTaBY YKa3aHO
BbibepuTe 0AMH OTBET:

a. YTo yypeKaeHne NpMHUMAaET Ha OCHOBE 3aK/Il0UYEHHbIX A4OFOBOPOB U B COOTBETCTBUM C
rpadukaMu oT yuperKaeHWin, opraHu3aLmii u NPeanpPUATUIR-MCTOYHMKOB KOMIM/IEKTOBaHMUA ApX1Ba
AOKYMEHTbI MO IMYHOMY COCTaBY, 06paboTaHHbIe U YUTEHHbIE COFNACHO YCTaHOB/IEHHbIM NpaBMaaM, a
TaK »Ke LLOKYMEHTbI OT IMKBUAMPOBAHHbIX OPraHM3aLMiA, HE MMEIOLLMX NMPABONPEEMHMKOB

b. yto dpPXunB BbINOJIHAET BCE onepaunn Ha 6e3303me3,u,H01‘/'| OCHOBE
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C. apXMB BblAAET NO 3asB/IEHUAM rpaKAaH TO/IbKO apXMBHbIE CMPaBKK, MOATBEPKAAtOWME TPYLOBOM
CTaXX, pa3amep 3apaboTHOM NaaTbl U ApyrMe BONpockl, Heobxoanmole ansa obopMIEHUS NEHCUIN
rpa*kgaHam v pellueHma gpyrux coumanbHO-NPaBOBbIX BONPOCOB

d. yupexkaeHue He MMeeT npaBa 0KasblBaTb yUpeKAeHUAM, OpraHM3aLmMam, NpeanpuaTnam
METOANYECKYIO, M NPaKTUYECKYIO NMOMOLLb B MPOBeAeHNMN 3KCNepTU3bl U YyNopAA0UYEHUN JOKYMEHTOB

Bonpoc 9
bann: 1,00

B cnuckax ApXHUBOB OOKYMCEHTOB IIO JIMYHOMY COCTaBy IIpU IMPUCBOCHUU (l)OHL[OB YUYpCKIACHUAM U

NpeSANpUATUAM UCHTOJIb3YCTCS

BbibepuTe 0AMH OTBET:

-
a. YMCNoBaA Hymepauus
-
b. 6ykBeHHO-LMPpOBas
-
C. C/I0OBECHO-4YMCN0BasA
d. undpposasn
Bompoc 10
bann: 1,00

Benenue muuHbBIX 1€ 00s13aTENBHO KaAPOBOM CITYKOOH M XpaHEHHUE B OpTaHU3AIH 00s3aTENBHO

BbibepuTe 0AMH OTBET:

I~
a. ana 000 n OAO
I~
b. ona Bcex rparkgaH Ha Tepputopumn PO
f" N
C. Ans ob6pasoBaTeibHbIX yupeaeHnn PO
I~

d. Ha rocyapcTBEHHOW rpakgaHCcKol cnykbe

KoHTponbHble meponpuatua K Pasaeny Ne3
MpaKTnyecKkoe 3agaHue 2

M3yunte matepunan Mpasun opraHM3aumm XpaHeHUsa, KOMNAEKTOBaHMA, y4€Ta U UCMOIb30BaHNA
AOKYMEHTOB apXMBHOro ¢poHAa poccuiickon deaepaummn U Apyrux apXmeHbIX LOKYMEHTOB B
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rocy4apCTBEHHbIX OpPraHax, opraHax MecTHOro camoynpassieHua n opraHusaymax» ot 07.09.2015r.,
ocobeHHO pasgena 5, a Takke NoBTOpUTE MaTepuan nekunmn 2 «Mcnonb3oBaHWe apxMBOB MO IMYHOMY
coctaBy» Pasgena lll «OnucaHne, NOUCK 1 UCNOJIb30BaHME aPXMBOB MO IMYHOMY cOCTaBy». [onb3yAacb
06pa3Lom, COCTaBbTE APXMBHYIO BbIMUCKY, KOTOPaA AO/KHA COAepKaTb HE MeHee 3 MYHKTOB.

5.10. ApxuB opraH13aummn paccMaTpMBaeT U UCNOJIHAET 3aMpPoCbl, NOCTYNUBLUME B NMMCbMEHHOM

dopme.

3anpoc nosb3oBaTena AOMKEH COAEPKATb CeAyIOLLYI0 MHPOPMaLMIO:

1. HaMMeHOBaHMe IPUANYECKOTO INLLA — aBTOPa 3anpoca (A0A rparkaaH — pamuanu,
MMEHM, OTYECTBA, NPU HAIMYUKN NOCAEeLHErO);

2. NOYTOBbIN U/NM 3NEKTPOHHbBIN aApec, MO KOTOPOMY AO/KeH BbITb AaH OTBET;

3. cBeAEeHMA, MHTepecytoLWwMe NoAb30BaATENA U XPOHONOIMYECKUE PaMKM 3anpallineaemon
nHpopmaymu;

4, dbopmy nonyyeHuns nonb3osatesem nHdopmaumm (MHGOpMaLMOHHOE NMUCbMO,

apXMBHas CNpaBKa, apXMBHas BbINWCKA; apXMBHAA KOMUA, TEMATUYECKUIA NepeYeHb, TEMATUYECKUIA
0630p AOKYMEHTOB)7;

5. JIMYHYIO MOANUCH aBTOPa 3anpoca (rpaxKaaHuHa Uam AOIKHOCTHOTO NLa);

6. naTy.

Mpy NoCTyneHUN B apxmB OpraHM3aLmmn MHTepHeT-o0bpaLLeHuns (3anpoca) nosib3osaTens ¢
yKa3aHWeM aZpeca 3/1eKTPOHHOW NoYTbl U/UAM NOYTOBOTO afpeca, eMy HanpaBAseTca yBeAoMIeHMeE O
npveme obpalleHua (3anpoca) K PaCCMOTPEHUIO UAN MOTUBUPOBAHHLIM OTKa3 B PaCCMOTPEHUN.
MpuHATOE K paccMOTpeHMUIO obpalleHme (3anpoc) pacnevyaTbiBaeTca U B gasibHelilem paboTa ¢ HUM
BEAETCA B YCTAaHOB/IEHHOM NopsaKe.

Ha 3anpocbl TemaTnyeckoro xapakTepa, NOCTyNMBLUME B apXUB OpraHM3aummn no
MHPOPMALNOHHO-TENEKOMMYHUKALLMOHHOM CETU, B TOM Yncae No ceTu MHTepHeT, 0TBET MoKeT BbiTb
HanpasJ/ieH B BUAE 3NEKTPOHHOTO JOKYMEHTA N0 YKazaHHOMY aBTOPOM 3anpoca 3/1eKTPOHHOMY agpecy.

3anpoc fonkeH 6biTb 3aperncTpupoBaH B Te4eHWe Tpex paboumnx gHel ¢ MOMEHTa ero
NocTynaeHus.

3anpoc, He OTHOCALLMIACA K COCTaBY XPaHALWMXCA B OpraHM3aummn AOKYMEHTOB (HENPOPUIbHbINA
3anpoc), B Te4eHUN7 gHel co AHA PerMcTpaLMm 3anpoca HanpaBAseTca B OPraHn3aumio, rae moryTt
XPaHUTbCA HEOBX0AMMbIE AOKYMEHTbI C yBegoMaeHMeM 06 3TOM No/b30BaTens.

3anpoc, NOCTyNUBLUMI B apXMB OPraHM3aLMm, UCTIONTHAETCA B YCTAHOB/IEHHOM MOpPAAKe B
COOTBETCTBUM C TPeHOBaHNAMM 3aKOHOAATENbHbIX M MHbIX HOPMATUBHbIX MPABOBbLIX aKTOB Mo paboTe ¢
0b6palLeHMAMM FrpaXKaaH v NPeaoCTaBAEHUIO FOCYAaPCTBEHHbIX (MYHULMMNANbHBIX) YCAYT.

OTBeT Ha NOCTYNUBLLMIA B apXMB OpraHu3aLmMm 3anpoc npeaocrasnsetcs B TedeHne 30 gHel co
AHA ero peructpaummn. C paspelleHns pyKkoBoACTBa OpraHn3aLmm 3TOT CPOK MOKeT BbiTb NPoaieH He
6onee yem Ha 30 aHel, c ysegomaeHuem o6 STOM 3aaBUTENSA.

5.11. OTBeTbl Ha 3aNpOCbl N0/b30BaTEIei, B TOM YMC/NEe OTBETbI HAa 3aMpoChl rpaxaaH
COLMaNbHO-MPABOBOro xapakTepa, odopmnstoTcs B Gopme apXMBHOM CNPaBKM, apXMBHOM BbINUCKU U
apXMBHOWM KOMWK, COCTaB/EHHbIX Ha B1aHKe opraHM3auun (apxmea opraHmsaumnm), obopmaEHHbIX U
3aBEepPEHHbIX B YCTAHOB/IEHHOM MOpsAAKe.
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Mpu OTCYTCTBUMN AOKYMEHTOB, HEOBXOAMMbIX AN UCNONHEHWUA 3anpoca CoLManbHO-NPaBOBOro
XapaKTepa, COCTaB/AETCA OTBET 06 MX OTCYTCTBUM C YKazaHMEM NPUUMH Ha BaaHKe opraHusaumu. B
cnyyae oTpuuaTe/IbHOro OTBETa NMCbMO, codepKallee nHpopmauuto ob ytpate unm rubenm
HeobxoAMMbIX JOKYMEHTOB, A0/IXKHO ObITb 3aBEPEHO NeYaTbio OpraHn3aumun.

%k Kk k%

5.13. ApxuBHble BbIMUCKN 1N apXUBHbIE KONUK 0DOPMAALOTCA Ha BraHKe opraHusaumm (apxmsea
opraHusaummn) c o6os3HauyeHMem Ha3BaHMA BUAA AoKymeHTa: « APXUBHAA BbIMNCKA», «<APXMBHAA
KONnA».

B apXMBHOﬁ BbIMNCKE Ha3BaHWE AOKYMEHTa, ero HOMep n aata BOCNpPoOn3BOo4ATCA NOJIHOCTbHO.

BbInMcKa NPon3BoAMTCA TONbKO U3 OKYMEHTA, B KOTOPOM COAEPMKUTCA HECKONBbKO OTAE/bHbIX,
He cBA3aHHbIX MeXay coboit BOoNpocoB. BbiNMcKa A01KHa BOCNPOU3BOANTb NOJHbIN TEKCT YacTu
[OKYMEHTa, OTHOCSALLENCA K 3anpocy.

MN3BneyeHMemM U3 TeKCTa AOKYMEHTa A0/1XHbl BbITh McUepnaHbl BCe MMetoLLMecs AaHHble No
3anpocy. Hayano 1 KoHeL, KaXA0ro U3s/iedeHmns, a TakKe NpPonycku OTAE/bHbIX C10B B TEKCTE
JOKyMmeHTa 0603HaYaloTCA MHOTOTOUYMEM.

B apXMBHOI BbINMUCKE A0XHbI ObITb CAENAHbI COOTBETCTBYHOLLME NPUMEYAHMA U OTOBOPEHDI
YacTu TeKCTa OpUrMHana, HepasbopUMBO HANMCAHHbIE, UCMPaB/IEHHbIE aBTOPOM, He noaaatowmecs
NPOYTEHUIO BC/IeACTBUE NOBPEXKAEHUA TEKCTA U APYIMM NpUYMHam. OTaeNbHble CNOBa M BblpaXKeHuUs
OOKYMEHTA, Bbi3bIBalOLLLME COMHEHMA B UX TOYHOCTM, @ TAKXKE UCMPABAEHMUSA, NOAYNCTKY, Bbi3blBatOLME
COMHEHME B UX AOCTOBEPHOCTU, OrOBapMBatOTCA NOMeTamMu: «TaK B LLOKYMEHTEe», nau «B TekcTe
Hepa3bopunBo», UK «TaK B TEKCTE OpUrMHana». Mocae TeKCTa apXMBHOW BbINMUCKKN YKa3blBatoTcA
apPXMBHbIN WUDP M HOMEPA NCTOB €ANHULLbI XPaHEHUA apPXMBHOMO JOKYMEHTA.

Ecnu BbiNnUCKa 3aHUMaeT bonee OAHOro INCTa, apXMBHbIVI LUVId)p M HOMEpa INCTOB eaAUHULbI
XpPaHeHNA apXMUBHOIO AOKYMEHTA YKa3blBAOTCA Ha o60p0Te Kax40ro nncra.

ApXu1BHble WNdPbI M HOMEPA INCTOB eAMHML, XpPaHEeHNA AOKYMEHTa NPOCTaBaAoTcA Ha obopoTe
KaXkO0ro IMCTa apXmMBHOM KOMUM.

ApXI/IBHaFi BbIMNCKa N apXUBHaA KONMA NognucbiBaloTCA pykoBoAUTENNIEM OpPraHn3aunn nam
UHbIM YNOZTHOMOYEHHbIM UM O0/1KHOCTHbIM TIMLLOM U 3aBEPAKOTCA NEeYaTbio OPraHn3aLlunmn.

Bce anctbl apXMBHOVI BbIMUCKN U apXVIBHOﬁ KOMUn OO0NXKHbI 6bITb npownTbl, NPOHYMepPOBaHbl U
3aBepeHbl aHa/1I0T’MYHO TOMY, KaK 3aBepAeTCA MHOITOCTpaHN4YHaA apXnUBHaA CNpaBKa.

5.14. MNoAaroToB/ieHHble apXMBOM OpPraHM3aLyMmn OTBETbI Ha 3aMpPOChl (apXMBHbIE CIPABKK,
apXMBHbIE BbINMWCKM U APXMBHbIE KOMUKM) HaMNpaB/ATCA 3aABUTENAM MO NOYTE UM BblAAOTCS:
3aABUTENI0 — NPU NPEAbABNEHUN AOKYMEHTA, YA0CTOBEPAIOLLENO IMYHOCTb, €r0 NPeacTaBUTeNnamM — Npu
npeabaBNEeHUM AOKYMEHTa, YA0CTOBEPAIOLLEr0 IMYHOCTb U AOBEPEHHOCTU, OPOPMIEHHOW B
yCTaHOB/IEHHOM nopsake. MonyyaTtesib aPXMBHOM CNPABKM, aPXMBHOM BbIMUCKW MW aPXMBHOM KONUK
pacnucbiBaeTCA Ha BTOPOM 3K3eMnaspe Noslyyaemoro AOKYMeEHTa, OCTaloLWEMCA B AeflaX apXmBa
OpraHM3aLMK, C yKasaHMeM AaHHbIX NacnopTa Uau 4PYroro AOKYMEHTA, YA40CTOBEPSIOLLErO JIMYHOCTb
nonydarens.

29



5.15. ApXuBHble CNPaBKK1, apXMBHbIE BbINMNUCKU W apXMBHbIE KOMWKU, HanpaBasemble B
rocyfapcrea, noanvcaswme Faarckyto KoHBeHUMIo 1961 r., B COOTBETCTBMM C KOTOPOU He TpebyeTcs
KOHCYNbCKas fierannsauma opuumanbHbIX JOKYMEHTOB, 3aBEPAIOTCA MPOCTaBAEHMEM U 3aMOHEHMEM

cneunanbHOro wramna - anoctunA.

ANoCTMAb Ha apXMBHbIX CNPaBKaX, aPXMBHbBIX BbIMMUCKAX M apXMBHbIX KOMUSAX, NOATOTOB/IEHHbIX
deaepanbHbIMU OpraHaMM rocyAapCcTBEHHOM BNAcTU (Kpome Tex, KoMy TaKoe NpaBo NpesocTaBAeHo
HOPMaTUBHbIMW NPABOBbLIMU aKTaMW) NpocTaBaseT dpeaepanbHblil OpraH UCMONHUTENbHOM BNACTH,

YNOJHOMOYEHHbIN B chepe apxMBHOro aena.

Ha apx1BHbIX ClpaBKax, apXMBHbIX BbINMMCKAX U aPXMBHbIX KOMUAX, MOATOTOB/EHHbIX
OpraHM3aLMAMM, PACTONOKEHHbIMM Ha TeppuTopun cybbekToB Poccuiickoit Peaepaumm (Kpome Tex,
KOMY TaKoe NpaBo NpeLocTaB/eHO HOPMATUBHbLIMU NPaBOBbIMU aKTamMK), anOCTUAb NPOCTABAAETCA
opraHamMu UCMONHUTENbHOW BNAcTU cybbeKToB Poccuitickoit degepaumm, ynoaHOMOYEHHbIMU B chepe
apXvMBHOTO gena.

MpocTaBneHWe anocTUANA Ha apXMBHbIX CNPaBKaX, APXMBHbIX BbIMMCKAX U apXMBHbIX KOMUSX,
NoAroTOB/NEHHbIX aPXMBAMM OPraHM3aLMiA, OCYLLECTBAAETCA NOC/E UX MMCbMEHHOTO obpalleHuns, ¢
npeacTaBieHMEM B YNOJHOMOUYEHHDbIN MpasutenbctBom Poccnitckon ®epepaumm deaepanbHbliii opraH
NCNOIHUTENbHOM BAACTM WA OpraH UCNOJIHUTENbHOM BNacTu cybbekTa Poccuitickoit depepaumuy,
YNOJIHOMOYEHHbIN B chepe apxMBHOro Aena, 06pasuos Nnoanncein, c NOATBEPKAEHNEM MOJTHOMOYNM Ha
NpaBo NOANMUCU KOHKPETHbIX AOJI}KHOCTHbIX /1ML, @ TaKKe 06pa3LoB nevyartein.

AnocTuAb He NPOCTaBAAETCA Ha AOKYMEHTaX, NpeAHasHaYeHHbIX 414 HanpaBAeHWs B
rocyAapcrsa, C KoTopbiMu Poccuitickan deaepaums 3aKka04MAa 4OTOBOPbI O NPAaBOBOM NOMOLLM U
NPaBOBbIX OTHOLEHUAX MO FPaXKAAHCKUM, CEMEMHbIM M YrONI0BHbIM AeNaM, a TaKXKe B rocyfapcTsa -
yyacTHUKKM CHT, noanucaswme CornaweHne o NpuHUMnax n ¢opmax B3aumoaencTena B obiactu
MCMO/Ib30BaHNA apXMBHOM MHDOPMALMM, AN C KOTOPbIMU MMEIOTCA ABYCTOPOHHME COrNaLleHns o
COTpyAHMYecTBe.

B cnyyae oTKasa B NpoCTaB/ieHMM anoCcTUAA 3aABUTEI0 B TedeHUe Tpex paboumnx gHel
HanpaBAsAeTcA NMMCbMeHHoe coobLyeHMe O NPUYMHe OTKa3a.

JleKuMOHHbI maTepuan

ApXMBHble CNPaBKMK, BbIMUCKN U KOMMWM BblAAIOTCA Ha OCHOBaHMM NMCbMEHHOTO 3anpoca
$U3NYECKOTO MW HOPUANYECKOTO NINLLA, KOTOPbIN AO/MKEH COA4epKaTb HaUMeHOoBaHUe (M agpec npu
nepecbl/IKke) OpraHn3aumm (apxmBa), KOTOPOW OHWM aAPECOBaHbI; U3/1I0XKEHME CYLLECTBA BOMPOCa;
dbamuanio, Mms 1 oTYecTBO 06PaLLAIOLLErOCA; €r0 aAPeC, KOHTAKTHbIE TeniedOoHbI; A4aTy U IUYHYIO
noanuce. B 3anpoce, cogepkalliem npocbby o NOATBEPKAEHUMN TPYLOBOIO CTaXKa UM pasmepa
3apaboTHOI NNaTbl, yKa3blBalOTCA KpaliHMe AaTbl, MECTO M AO/IXKHOCTb PaboThl.

BblgaHHbIE apXMBHbIE CPABKU, KOMWUM U BbIMUCKM M3 AOKYMEHTOB PErMCTPUPYIOTCA B XKypHane
no ¢popme.
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lMpunoxeHue 3

MpumepHan dopma XypHana perucTpaLi BbIAAHHLIX CNPABOK, KONKH, BLINKCOK

KYPHAN
Perncrpauiu BblaHHbIX (NPaBok, KOﬂHﬁ, BbINWCOK
Hazsanue
Raran BbIganKore | ﬁ::': . Pacnucka
™ Asvop 3anpoca, |perucrpa- Copep- ROKYMeHTa P P: g nony-
< UMOMMBIR Npume-
i nex. N9, para, UMOMMBIA Hamue (konwua, HoMep qeHnn RahE
appec, renedon HOMep sanpoca ebinnCKa, | o Horo | WM AATA
3anpoca cnpaexa A OTNPaBKK
W Ap.) AOKyMeHTa
1 2 3 4 5 6 7 8

ObpauieHuUs 2pax0aH, 8 KOMOPLIX OMCymcmasyom amuauu, aopeca u noonucu obpauwyarouuxcs,

c4umaromcsa aHOHUMHbIMU U He rodaexam paccmompeHuro.

B cnyyae ecnu 8 o6pau4eHuu npedcmaeneHa Hernosi1HaAa UHd?OpMGqUFI O 3anpawusaemsix ceedeHusx

(Hanpumep, He yKa3aHo cmpykmypHoe noopasdesneHue uau 3a Kakue 2006l mpebyemcs

noomeepxcdeHue o mpydosom cmaxce, 3apabomHoli naame u 0p.), apxus 0b6A3aH 3arnpocums y

3aA8umesis 00rnoaHUMesbHble C8eOeHUS.

CpOK UCrosiIHeHUA 3arpocoe coyuasibHo-rMpasoeo2o xapakmepa apamdaH u Op2(1HU3GL{UU no

O0KyMeHmMam apxusa He 00xeH npessiluams 30 OHeli co OHA peaucmpauuu obpauweHus. pu

CAIOXHbIX 3ANPOCAX CPOK Morem bbimb npodseH, Ho He bosee Yem Ha 30 OHell, c 06a3amesnbHbIM
yeedomsneHuem 06 amom 3aseumens.

B cay4yae nocmynaeHus 8 apxue HerpogusabHO20 3anpoca (He No HA3HAYeHU) 3anpoc nepecvlaaemcs

110 NpuHadAexcHocmu 8 dpyaue op2aHU3auUU UaU apxusbl 8 5-OHeaHbIl CPOK ¢ MomMmeHma 0bpaujeHus, o

yem 00800uUmMcA 00 ceedeHus 3a98Umers.
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lNpunoxenue 2

Mpumep opopmneHHa apXHBHON BbINHCKH
OTKPBITOE AKUMOHEPHOE OBLLECTBO N140. Cummubivon
“MbITULUMHCKUIA XNOMOK” yn. CTpoutenen, a. 8, k6. 115,
ApPXHBHAA BHINWCKA MockoBcKkan obnacry,

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

r. Mocksa

W3 NpuKaza or 24.07.75 N2 62-k anpexropa
MBTHULMHCKOTO XNONUATOOYMAXHOro KOMOMHATA

B uenax NOBLILEHUA TBOPUECKON AKTHBHOCTH PABOUHX OCHOBHBIX NPOGECCHi, BHIABNEHNA 1 Pac-
NPOCTPRAHEHUA BHICOKONPOMUIBOANTENBHBIX METOROB PABOTH HA KOMOMHATE NPOBOANNCA KOMKYPC
padouero MacTepCcTea No NPAAUNLIIMLAM M TKAUaM (TaK 8 AOKYMeHTe), B COOTBETCTBMM C YTBEPKACH-
HBIMK YCNOBHAMK NO NPOBEEHMIO KOHKYPCA, NPUKA3BIBAK:

1. Npemuposats NobeAnTENEN KOHKYPCA PaboUero MacTepCTaa, 3aHABIWKMX NPU3OBLIe MeCTa:

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

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

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

Bepwo:

lenepanbubiit AUpeKTop obLWecTea &&((I‘ KA. Kpenetos

Nyzavesa Nlo6oss NleonudosHa
345-78-56

Tecm k pasdeny Ne3

Bompoc 1
bann: 1,00

Onwck Aem 1Mo JIMYHOMY COCTaBY BKIIIOYAET B ce0s
Bbibepute ogMH OTBET:

a. HauMeHoBaHWe opraHMsauumu; Homep GoHAA; MOPAAKOBbIN HOMEP; UHAEKC Aena (Npy HaAnYum
HOMEHKNATYpbI AieN1); 3aro/I0BOK AeNna; Aata Aefa; YMC/Io IMCTOB B Aese

b. HameHoBaHWe opraHusauun; Homep GoHAA; MOPAAKOBbIN HOMEP; MHAEKC Aena (Npu Hanuunm
HOMEHKNATYpbl AeN); 3aro/0BOK Aena; AaTa AeNa; YAC/I0 IUCTOB B Ae/ie; NpumedaHue (ecam ectb)
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C. HAMMEHOBAHME OPraHM3aLLMK; CTPYKTYPHOTO nogpasaeneHus; Homep poHAa; NOPALKOBbIN
HOMeEp; MHAEKC gena (Mpy HaNMYMM HOMEHKNATYPbI 4e); 3ar0N0BOK AeNa; AaTa Aena; YUCI0 INCTOB B
aene; npumeyaHue

d. HaumeHoBaHMe opraHmnsaumm; Homep GoHAa; NOPAAKOBLIN HOMEP; MHAEKC Aena (Npy Haanuumum
HOMEHKNATYpbl AeN); 3aro/IOBOK Aena; AaTa Aea; YNCAo IMCTOB B Aene; AaTy nepenayun doHaa

Bonpoc 2
bann: 1,00

Bribepute HEBepHOE yTBEpXKICHHE
BbibepuTe 0AMH OTBET:
a. Onucb Aen no IMYHOMY COCTaBY COCTABAAETCA B TPEX IK3eMNaaApax
b. Onucb Aen no IMYHOMY COCTaBY COCTaBASAETCA B TPEX IK3EMMIAPaAX

¢. Onucob OOKYMEHTOB MOXeT 6bITb COCTaB/IeHa No XPOHO/I0OrM4eCKoMy NN CTPYKTYPHOMY
npuHUuny, KOTopble 0bbIYHO CcoYeTaloT B OAHOVI onucu: B KaH(AOVI XpOHOJ'IOI'M‘-IECKOﬁ rpynne gena
pacnpenenAaoTcAa B COOTBETCTBUU CO CTPYKTYPHbIM noapasgeneHnem

d. Onucb Aen No AMYHOMY COCTaBY — YYETHbIN AOKYMEHT, KOTOPbIN COAEPKUT NepeyeHb
[OKYMEHTOB Aen No IMYHOMY COCTaBY C YKa3aHWeM MHAEKCOB, Ha3BaHWIA OKYMEHTOB 1 Ap.

Bonpoc 3
bann: 1,00

IIpn cocraBieHMHM OMMCH €l 10 JIMYHOMY COCTaBy II0 HOMHMHAJIBHOMY NPHHIMITY

3aroJIOBKHU J€JI B OITUCH UAYT B CJ'ICIIYIOH_ICI\;I MOoCICAOBATCIBbHOCTHU !

BbibepuTe 0aMH OTBET:

a. ivueBble cyeTa paboumx v cayKalLmx no 3apaboTHOM naaTe (pacyeTHble BEAOMOCTM Mo
3apnare); CNUCKM IMYHOTO COCTaBa; IMYHble Aena; HeBoCcTpeboBaHHbIe INYHbIE NOAJ/IMHHbIE
AOKYMEHTbI YBOJIEHHbIX PABOTHUKOB (MPUY OTCYTCTBUM OTAE/IbHOM ONUCH)

b. TPpyAOBblE O0roBoOpbI (COI'ﬂaLIJEHI/I‘r'I); dKTbl O HECHACTHbIX CNy4YaAax

C. CMUCKM INYHOTO COCTaBa; KapTOUYKM NO YUYETY IMYHOrO COCTaBa; INYHbIe Aena; TPYAOoBble
[0roBopsbl (cornaweHus)

d. NPpuUKas3bl (paCI'IOpFl)KEHVIﬂ) Nno INYHOMY COCTaBy; CMNUCKN JIMHHOTO COCTaBa, INYHbIE A€eNna,
KapPTO4YKK NO y4eTy JIMYHOIo CoCtaBa
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Bonpoc 4
bann: 1,00

KakoMy HOpMaTUBHOMY NOKYMEHTY HPHUHAJUICKUT cTaThs 24, kotopas riacut: «Coop,
XpaHEHUe, UCIOJIb30BaHUE U paclpocTpaHeHre WHGOpMalMu O YaCTHOW >KM3HU Jnla 0e3 ero
cormacusi He jomyckaercs. Opranbl TOCyJapCTBEHHOM BJIACTM M OpPraHbl MECTHOTO
CaMOYTIPaBIICHUS, WX JOJDKHOCTHBIC JIMIA O0S3aHbI O00ECHEYHTh KaXJA0OMy BO3MOXKHOCTH
03HAKOMJICHHUS C IOKYMEHTaMU U MaTepHallaMu, HEMOCPEICTBEHHO 3aTparuBaloIlMMU €ro rnpasa

¥ CBOOO/IBI, €CITM HHOE HE MPETyCMOTPEHO 3aKOHOM»?
BbibepuTe oguH OTBET:

a. TpygoBoii Kogekc PP

b. KoHcTuTyuma 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

Haiigute numnee: 3anpoc conuanbHO-MIPABOBOTO XapaKTepa ...
BbibepuTe oaAnH OTBET:

d. 3TO 3aMpocC 0 nNoATBepPHKAEHUN TPYAO0BOTO CTaXKa UM padmepax 33pa6OTHOV1 nnarthbl,
HarpaxXaeHmun, npucBoeEHN 3BaHMl7‘I, nonyyeHuA O6pa3OBaHMF| nT.n.

b. 3T0 3anpoc, cBA3aHHbIN C BOCCTAHOB/IEHWEM POACTBEHHbIX CBA3EM, UCMOTHEHNE KOTOPOTO
ABNAETCA NAATHOM YC/Yroin apxmnea

C. 9TO 3aNpPOC KOHKPETHOro nua nan opraHnsauunu, CBA3aHHbIN c obecneyeHrem npaB N 3aKOHHbIX
MHTEpecCoB rpa*xaaH

d. BblgaeTca becnnaTtHo B Gopme apXMBHOW CNPaBKKN, apXMBHOMN KONUKU U apPXUBHOM BbIMUCKK

Bonpoc 6
bann: 1,00

Cpok HCIIONHEHHs 3allpOCOB COLMAIIBHO-TIPABOBOIO XapakTepa IpakJaH M OpraHu3aluil
M0 JOKYMEHTaM apXHuBa HE JIOJDKEH IPEBBINIATh nHeil. [lpu cinoxkHBIX 3ampocax Cpok
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MOKET OBITh TIPOJIJICH, HO HE OoJiee YeM Ha JTHEH, ¢ 00s13aTeIBbHBIM YBEIOMJICHHEM 00 3TOM

3asBUTEIIA

BbibepuTe 0aMH oTBET:
a. 30 KaneHgapHbIX AHEN CO AHA perncTpauum obpateHus; 30 gHen
b. 30 aHe co gHA perncTpaummn obpalteHns; 15 gHel
c. 30 KaneHAapHbIX AHEWN co AHA perucTpaumm obpalleHumn; 15 gHei

d. 30 pabouunx gHei co AHA perncTpaumm obpaileHun; 30 gHel

Bompoc 7
bann: 1,00

Hmeromuecss B TMYIHBIX AcJlaxX JIMCTKU IO YYCTY KaApOB, AHKCTHI, aBT06I/IOI‘pa(1)I/II/I, CO6CTBCHHOpy‘IHO
COCTaBJICHHBIC 3ajABUTCJIEM, Ha KOTOPBIX OTCYTCTBYIOT OTMETKH O MPOBCPKE HUMCIOHNIUXCA B HUX CBEJICHUI Ha

OCHOBAHUWHU MPCACTABJICHHBIX MMOJAJIUHHBIX JOKYMCHTOB UJIM CIIPaABOK
Bbibepute oaAnH OTBET:

a. MOTYT CIYXXUTb OCHOBaHMEM 014 BblAa4YU aPXUBHbIX CMPABOK O TPYAOBOM CTa*Ke npu
NMNCbMEHHOM pa3pelleHnn OUPEKTOPA apxXmBa

b. MOTYT CIYXKUTb OCHOBaHUWEM ONA BblAa4YnN apPXUBHbLIX CMPAaBOK O TPYA0BOM CTaxke

C. MOTYT C/IY}KUTb OCHOBaHWEM 4/1 BblAa4YM apXMBHbIX CMPABOK O TPYAOBOM CTaxe npu
NMUCbMEHHOM paspeLleHnn ANPEKTopa opraHn3aumu, rae pabortan CoTpYAHUK

d. He MOTYyT CNIYXKUTb OCHOBaHUEM 014 BblAad4YN apPXUBHbIX CMPAaBOK O TPy40BOM CTaxKe

Bonpoc 8
Bann: 1,00

Vkaxunre HCBCpHLIfI BapHaHT: «B xadectBe JAOKYMCHTOB, MOATBCPKAAIOMINX ’I‘py).'(OBOﬁ CTax, IJd

COCTaBJICHUA Cl'[paBKI/I l'lpI/I OTCyTCTBI/II/I rlpm<a3013 110 HI/I‘IHOMY COCTaBy MOFyT GBITL HUCITIOJIB30BAHEI ...»
Bbibepute ogMH OTBET:

a. NpMKasbl N0 OCHOBHOW AEATENbHOCTU

b. aHKeTa

C. imuesble cHeTa no 3ap360THOl>ll nnarve
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d. wraTHOE pacnncaHne opraHn3sauunmn

Bomnpoc 9
bann: 1,00

HpI/I BBIIAY€ IOUIMHHOTO HOKYMEHTA W3 apXWBa MO JIMIHOMY COCTaBYy IMOJYYaTENb IOJJIMHHOTO JUIHOIO
JOKYMCHTa IOJIKEH pacrnucaTbCsa Ha 060p0Te KOIIMKU JIMYHOI'O0 OOKYMCHTA, OCTalouIecs B ApXUBE OpraHu3aluru.

HpI/I 9TOM B PACIMCKC YKa3bIBaCTCA
Bbibepute 0aMH OTBET:

a. KOHTPO/IbHaA AaTa BblAaumM JOKYMEHTa

~
b. cteneHb poAacTBa
o
C. NaCnopTHble AaHHble 3aABUTENA
d. uenb 1 CPOKK BblAAYM AOKYMEHTA
Bonpoc 10
bann: 1,00

Jlena, COACPKAIUEC JOKYMCHTBI 11O JIMYHOMY COCTaBY BbIJAIOTCA BO BPEMEHHOC IMOJIB30BAHNUE U3 XPaHUJINIIL

Ha CpOK, HE HpeBLIHIaIOHII/Iﬁi

BbibepuTe 0AMH OTBET:

f_' .
a. 3 mecsLa BO BpeMeHHOoe No/ib30BaHMe ANa APYTUX opraHM3aLumii
-
b. 3 mecaua 414 UCNONb30BaHNA AOKYMEHTOB B YMTa/IbHOM 3a/1e
-
c. 1 mecaues A1A 3KCNOHNPOBAHNA AOKYMEHTOB
-

d.2 mecAaua AnAa MCnoab3oBaHUA pa6OTHVIKaMVI OopraHmnsaunun

KonmponsHasa paboma no ducyunauHe

Apxuebl no aAUYHOMY cocmasy
OTBeTbTe Ha BbI6OP Ha 5 BONPOCOB U3 NpUaaraeMoro crnucka.
Kaxkablit oTBeT Ha 3-4 npeanoxeHua — 1 ab3au, fomKeH OblTb apryMeHTUPOBAH M AOKA3aTENEH.

1. [aliTe onpeaeneHune NOHATUIO «KagpoBas AOKYMEHTAUMUAY», « AOKYMEHTbI MO IMYHOMY COCTaBy».
2. KaKoe MecTo B KaApOoBOM AOKYMEHTaUMN 3aHUMAIOT AOKYMEHTbI N0 IMYHOMY COCTaBy?
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10.
11.
12.
13.

14.
15.
16.
17.
18.
19.
20.

21.
22.
23.
24,

25.

26.

27.
28.

Mepeuncnante BMAbI LOKYMEHTOB NO JIMHHOMY COCTaBY.

Moyemy Tak BarKHO ob6ecneynTb COXPAaHHOCTb AOKYMEHTOB MO IMYHOMY COCTaBY?

HazoBuTe fOKYMEHTbI NO IMHHOMY COCTaBy, MMEIOLLME A0ATOBPEMEHHbIN CPOK XPaHEHMA.

Kakue JOKYMEHTbI MO IMYHOMY COCTaBY MMEIOT KPAaTKOBPEMEHHbIM CPOK XPaHEHMUA?

HazoBuTe AOKYMEHT, yTBEPAMBLUNI NMPUMEPHOE NOJIOKEHUE O PaMOHHOM (ropoackom) Apxuee
OOKYMEHTOB MO IMMHOMY COCTaBy. M3 CKONbKUX YacTel OH cocTouT? MepeuncanTe umx.

Llenb cosgaHmna Apxmea LOKYMEHTOB MO IMYHOMY COCTaBY.

3a yeill cYET coaepKUTCA APXMB AOKYMEHTOB NO JIMYHOMY COCTaBy?

MoKeT 1 ApXmB SOKYMEHTOB MO JIMYHOMY COCTaBY BbINOAHATL NAATHbIE YCAYrnN?

Kakue JOKYMEHTbI BXOAAT B COCTaB ApXMBA AOKYMEHTOB NO IMMHOMY COCTaBy?

PackpoitTe ocHOBHble 3a4a4u U GYHKLMM APXMBA NO IMMHOMY COCTaBY.

MmeeT nn npaBo ApxmB NO JIMMHOMY COCTaBy LWTPadoBaTb PyKOBOAMTENEN OpraHW3aumin 3a
HecBOeBPEMEHHYO OMNaTy ero ycayr?

KTo BO3rnaBnaeT ApxuB AOKYMEHTOB MO IMYHOMY COCTaBy?

Mepeuncnnte atTanbl NPoBeAeHMA IKCNEePTU3bl LLEHHOCTU AOKYMEHTOB MO JIMYHOMY COCTaBy?
Kakue [OKYMeHTbI COCTaBAAKOTCA NPU NPOBEAEHUN SKCNEPTU3bI LLEHHOCTN?

MopnexaT M YHUUTOKEHUIO LLOKYMEHTbI MO IMMHOMY COCTaBy?

KTO MOXeT cTaTb UCTOYHUKOM KOMMIEKTOBAHMA AOKYMEHTaMM MO IMYHOMY COCTaBY?
Mepeuncante 0COHEHHOCTM NOATOTOBKM K Nepesade Ha XpaHEHWE U aPXMBHOMO XPaHEHUS:
NPWKa3oB MO JIMYHOMY COCTaBY, JIMYHbBIX A€/, JIMLEBbIX CYETOB, TPYAOBbIX KHUXKEK, JIMYHbIX
KapTOYeK, TPYAO0BbIX 40r0BOPOB, PEFMCTPALMOHHDBIX KHUT.

Mopagok odbopmaeHNa NNYHOTO fena.

B 4ém oT/IMUMeE onnCK Aen No IMYHOMY COCTaBy OT APYrMX apXMBHbIX onucen?

Kakue y4yéTHble LOKYyMeHTbI BeayTcA B ApXMBe Ha Aena no JIMYHOMY CcocTaBy?

Kakue mepbl MOXKET NPUHATbL ApXMB ANA OOHapyKeHWA Nponasliero AOKYMeHTa Mo JUYHOMY
cocTaBy?

3MMOi B MOMELLEHUN, TAe XPAHATCA AOKYMEHTbl MO JIMYHOMY COCTaBYy, HEOXMMAAHHO Ha
HECKOJ/IbKO 4acoB OTK/It0OYMAM OToNieHMe. Bawu gencrena?

HasosuTe popmbl MCNONB30BaHMA APXMBHbIX JOKYMEHTOB MO IMYHOMY COCTaBY.

KaKkol1 3aKoH peryanpyeTt A40oCTyn K apXUBHbIM SOKYMEHTaM MO IMYHOMY COCTaBy?

MpeacTaBbTe, YTO Bbl OPraHM3aLMs CO CPEAHUM AOKYMeHTOoo6opoTOoM, NpopaboTtasluan 15 ner.
Cmopenupyite cuTyaumio nepegaym B BeLOMCTBEHHbIA ApPXMB LOKYMEHTOB MO JMYHOMY
coctagy. CoctaBbTe oOnMWUCb Aen, MNPOTOKOA 3acefaHUA 3KCNEepPTHOM KOMUCCUM WM aKT Ha
YHUYTOXKEHUE aen.

MapameTpbl paboTbl: yKazaTb AUCLUNANHY, KTO BbiNoAHUA: ®.U.0. cTyaeHTa, Kypc, rpynna, oTaeneHue.

WpnoT 14, Times New Roman, MeKCTPOYHbIN MHTepBan 1,5, Hymepauusa CTpaHUL, No BepXHeEMY

npaBomy Kpato, 06bem paboTbl — 2-3 cTp. O6A3aTeNbHbI CCbIIKM Ha IMTepaTypy B TeKcTe B [], cnncok

nuTepatypbl odopmMasaTb B cooTBeTcTBUM ¢ TOCTOM, AOMYCTMMBI TOJIbKO MPOBEPEHHbIE 3/IEKTPOHHbIE

pecypcbl: oduLManbHble CalTbl U 3. Ny6ANKaAUMK.

Umozoeviii mecm no Kypcy «Apxusbl o AUYHOMY cocmagy»

Bonpoc 1
Bann: 1,00

ApXUB 110 THIHOMY COCTaBY — 3TO

BbibepuTe ogMH OTBET:
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a. CaMOCTOATENIbHOE YUpPEKAEHNE UK CTPYKTYPHOE NoapasaeeHne yupexaeHus,
ocyuwecrsnarollee KoMmnaekrosaHue, XxpaHeHue, y'—IéT M NCNOJ1Ib30BaHME AOKYMEHTOB Mo TNYHOMY
cocrasy

b. noapasaenerHue Kaaposon cay:Kbbl NpeanpUATUA, OTBEYalOLLLEE 33 XPAaHEHUE, YUYET U
MCNONb30BaHWE AOKYMEHTOB MO JIMYHOMY COCTaBY, B TOM YMC/IE B SNEKTPOHHOM BUAE

C. yUperKaeHue, XxpaHsllee Kagposble LOKYMeHTbl AD PO

d. MecTo XpaHeHMA rocyfapCTBEHHbIX JOKYMEHTOB

Bompoc 2
bann: 1,00

BepHBIM NMOPAAKOM PACIIOJOKCHUA AOKYMCHTOB IO JIMYHOMY COCTABY B HOMCHKIIATYPC A€ A OTACIA

KaapoOB ABJIACTCA
BbibepuTe 0AMH OTBET:

a. 1. HopmaTnBHO-NpaBoOBbIE aKTbl, peryavpytowme paboty otaena Kagpos. 2. LtatHoe
pacnuncaHue. 3. MNosioxkeHne 06 oTaene Kaapos

b. 6. MNpuKasbl 0 Npueme, yBoabHEHUN PAabOTHUKOB. 7. MpMKasbl 0 KOMaHAMpPoBaHWUN. 8. MpuKasbl 0
NOOLLPEHUAX, MPUMEHEHUM AUCLUNANHAPHbIX B3bICKAHWUN

c. 10. Tpygosble gorosopbl. 11. oKHOCTHbIE MHCTPYKLUN PAabOTHUKOB OpraHusaumn. 12. Npaduk
OTMNYCKOB

-
d. 19. ypHan yyeTa npnema, nepesoaa, yBoabHeHMs paboTHUKoB. 20. *ypHan yyeTa

BOEHHO06A3aHHbIX. 21. ypHan yyeTa BblAa4yM KOMaHAMPOBOYHbIX YA0CTOBEPEHMA

Bonpoc 3
Bann: 1,00

KakoMy HOpMaTHBHOMY JOKYMEHTY NPHHAJJIEkKAT pa3/eibl, ONHMCBHIBAIOIINE KAaTETOPHH JOKYMEHTOB IO
JMYHOMY COCTaBY: JOKYMEHTHI IO OpraHU3alyyi, HOPMUPOBaHHIO, TapuHKaluy, omiare 1 oxpane Tpyaa (Paszgen
Ne7), moxymentsr o pabote ¢ xaapamu (Pasmen Ne8), a Taxoke moxymeHTsl u3 Pasmena Ned «Yder u OTUETHOCTBY,

CBSI3aHHBIE C OIJIATOM TPyZAa M IPYTUMHU BBIIUIATAMH COTPYAHUKAM?
BbibepuTe oanH oTBET:

a. MepeyeHb TMNOBbIX YNPaBAEHYECKUX APXMBHbIX JOKYMEHTOB, 06pa3ytowmxca B npouecce
0eATeNbHOCTUN roCyAapCTBEHHbIX OPraHOB, OPraHOB MECTHOIO CAMOYNpPAaBAEHUA U OPraHn3auui, ¢
YKa3aHMeM CPOKOB XpaHeHus. 3apernctpmpoBaH MuHtoctom Poccum 8 ceHTabps 2010 r. Per.Ne 18380
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b. MeTogunueckne pekomeHaaLMN «IKCNepTn3a LLeHHOCTU 1 0T6op B cocTaB ApxMBHOro poHAa
Poccuitckolt Pepepaumm 4OKYMEHTOB MO IMYHOMY COCTaBy» npoekT 2014 r.

c. OcHoBHble NpaBuaa paboTbl apxMBOB OopraHusaumin 2002 r.

d. MHCTpyKLUMS NO Aenonpon3BOACTBY OpraHu3auum

Bonpoc 4
bann: 1,00

HaﬁHHTe 0HII/I60‘-IHO€ BbICKA3bIBAHUC
BbibepuTe 0AMH OTBET:

a. lna apyrux Kateropuii nonb3osaTesnieit HEOH6X0AMMO NMUCbMEHHOE HOTapuaibHO-3aBEpPeHHOE
pa3spelleHmne rpaxaaHnHa (ero HacaeaHMKa UV JOBEPEHHOrO /MLA), KOTOPOE MOKET BbITb 3aMpoLLEHO
opraHu3salmeit, HanpasmMBLLEN NO/b30BaTENA B apPXUB, NO/Ib30BaTE/IEM, €C/IM OH - YaCTHOE /ML, UK
apxXuBOM Mo npocbbe nonb3osatena. ApXMBY cleayeT BblaBaTb No/b30BaTEN0 TO/IbKO Te Aena U1
[OKYMEHTbI, KOTOpble ByayT YKa3aHbl B pa3peLieHnm

b. NMocne cmepTy rpaskaaHnHa NPaBOM Ha AOCTYM K apPXMBHbIM Ae/1aM U AOKYMEHTaM, COAEPKaLLMM
cBeAEeHMNA 0 IMYHOMN N CeMeNHOW TallHe, ero YacTHOW XU3HW 061aAatoT HacheAHUKU (A0BepeHHble AnLa
Hac/NeAHNKOB), €C/IM 3TO He MPOTMBOPEUUT 3aKoHoAaTe beTey PP

c. Apxv obecneumBaeT 4OCTYN NOb30BATENA TOLKO K TEM AOKYMEHTAM UAM MHbOPMaLUK,
KOTOpble OTHOCATCA K /IMLY B OTHOLLEHWUM KOTOPOro, 6bI10 NOyYEHO paspelleHme O AO0CTyNe, AaXKe ecu
B [le/1e HaX0AATCA SOKYMEHTbI, CoAeprKaLime KOHOUAEHLMaNbHbIE CBEAEHNA O HECKONbKUX NLLAX

d. Apx1B NpegocTaBAseT 0 OKOHYAHWA 75 /IeT CO AHA CO34aHMA LOKYMEHTA apXMBHbIe Aefa U1
AOKYMEHTbI, COAEpPKaLLMe CBEAEHUA O IMYHON U CEMENHON TalHe rpaXKAaHMHa, ero YacTHOM KU3HU No
MOTMBMPOBAHHOMY NUCbMEHHOMY 06pPaLLEHWNIO COTPYAHUKAM OpraHuM3aunin-poHaoobpasosaTenen n ux
NPYEeMHMKOB, OPraHOB rOCy4apCTBEHHOM BAACcTU, OPraHOB MECTHOIO CamMoynpaB/ieHns, CyA0B, OPraHoB
NPOKypaTypbl, OpPraHoB NpeABapuUTeIbHOrO CNeACTBUA U A03HAHMA B Npeaenax UCNoSHEHUA UMK CBOMX
cnyxebHbIx 06A3aHHOCTEM

Bompoc 5
Bann: 1,00

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

JINYHOMY COCTaBY
BbibepuTe ogMH OTBET:

a. PepepanbHbIi 3aKkoH «06 apxmsHoM aene B Poccnitckoin Pepepaummn» Ne125-P3 ot 22 oKkTAbpA
2004 r.; TpypoBoit kogekc Poccuiickoit Peapepaunmn N 197-93 30 aekabpa 2001 r.; MNpasuna
OpraH13aLmn XpaHeHUs, KOMNIEKTOBAHMA, YYETa M UCNOIb30BAHUA SOKYMEHTOB apxneHoro ¢oHaa
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poccuinckoi depepaunmn n Apyrux apxmBHbIX LLOKYMEHTOB B rOCYapCTBEHHbIX OpraHax, OpraHax
MEeCTHOro camoynpasneHuna n opraHmnsaumax» ot 07.09.2015 r.; MepeveHb TUNOBbIX YNpPaBAeHYECKNX
aPXMBHbIX JOKYMEHTOB, 06pasylowmxcs B npoLecce AeATENbHOCTM rOCYAapCTBEHHbIX OPraHOB, OPraHoB
MECTHOrO CaMOyNpaBAeHMA U OPraHN3aumit, C yKasaHMEM CPOKOB XpPaHeHUA. 3aperucTpmpoBaH
MuHtocTom Poccnm 8 ceHTabpa 2010 r. Per.Ne 18380.; MeToanuyeckue pekomeHaaumm «JKcnepTnsa
LLeHHOCTM 1 0TOOop B cocTaB ApxnBHoro ¢oHaa Poccuiickoin Peaepaumm 4OKYMEHTOB NO INYHOMY
coctaBy» npoekt 2014 .

b. Tpyaosoi kogekc Poccuitckon ®egepaumm N 197-03 30 gekabpa 2001 r.; PeaepanbHbiil 3aKOH
«06 apxusHom gene B Poccuiickoit Pepepaummn» Nel25-d3 ot 22 oktabpa 2004 r.; MNpasuna
OpraHM3aLnKn XpaHeHUA, KOMNAEKTOBAHMA, YYETA U UCMOb30BAHNA AOKYMEHTOB apXMBHOro poHAa
poccuinckon degepaumnm n Apyrux apxXmMBHbIX LOKYMEHTOB B rOCYAaPCTBEHHbIX OPraHax, opraHax
MEeCTHOro camoynpasaeHuna n opraHmsaumnax» ot 07.09.2015 r.; MepeyeHb TMNOBbIX YNPaB/iIeHYECKUX
apXMBHbIX AOKYMEHTOB, 06pasylowmxcsa B npoLecce AeATeNbHOCTM roCy1apCTBEHHbIX OPraHoB, OpraHoB
MECTHOro CamoynpaBAeHMA N OPraHn3aumni, C yKasaHMEM CPOKOB XpPaHeHUA. 3aperncTpnpoBaH
MuHtocTom Poccunm 8 ceHTabpna 2010 r. Per.Ne 18380

c. PepepanbHbli 3aKoH «O6 apxnBHoM aene B Poccuitickont degepaumm» Ne125-03 ot 22 okTAbpA
2004 r.; Tpynosoi kogekc Poccuiickon ®Pepepaumnn N 197-903 30 gekabpsa 2001 r.; Mpasuna
OpraHU3aLLmMmn XpaHeHUs, KOMNIEKTOBAHMA, YY4ETA U UCNONb30BaHMA AOKYMEHTOB apXMBHOro ¢poHaa
poccuiickol deaepaumn U apyrmx apXmMBHbIX OKYMEHTOB B FOCYAapPCTBEHHbIX OpraHax, opraHax
MeCTHOro camoynpassieHua n opraHmnsaumax» ot 07.09.2015 r.; Metogmyeckne pekomeHgaumm
«3JKCcnepTmnsa LEeHHOCTM M 0TOOP B cocTaB ApxmBHOro poHaa Poccuiickoin desepaumnm 4OKYMEHTOB NO
JIMYHOMY cocTaBy» NpoeKT 2014 r.; MHCTpYKLUMA N0 AeN0oNpon3BOACTBY OpraHM3auunm

d. Tpyaosomn Kogekc Poccuiickont Peaepaumnm N 197-03 30 aekabpa 2001 r.; PesepanbHblil 3aKOH
«06 apxuBHOm aene B Poccuiickoli ®epepaumm» Nel125-d3 ot 22 oktabps 2004 r.; Mpasuna
OpraHu3aLMn XpaHeHWA, KOMNAEKTOBaHMA, y4ETA U UCNONb30BaHMA AOKYMEHTOB apXxmMBHOIo poHaa
poccuiickol deaepaumm U Apyrux apxXmMBHbIX OKYMEHTOB B FOCYAapCTBEHHbIX OpraHax, opraHax
MeCTHOro camoynpasneHua n opraHnsaumnax» ot 07.09.2015 r.; MNepeyeHb TMNOBbLIX YNPaBAEHYECKUX
AaPXMBHbIX 4OKYMEHTOB, 06pasyoLmnxXca B Npouecce AeATeNbHOCTM roCcyAapCTBEHHbIX OPraHOB, OPraHoOB
MECTHOrO CaMOyNpaB/AeHUA U OPraHN3auUmit, C yKasaHUEM CPOKOB XpaHeHUA. 3aperncTpmpoBaH
MuHtocTom Poccnm 8 ceHTabpa 2010 r. Per.Ne 18380.; MeToanuyeckue pekomeHaaumm «KcnepTnsa
LEHHOCTM M 0TOOP B cocTaB ApxmeHoro ¢poHaa Poccuiickoi Pegepaunmn 4OKYMEHTOB NO JIMYHOMY
coctaBy» npoekT 2014 .

Bomnpoc 6
bann: 1,00

B kaxom pazznene n3 mpHUBEASHHOTO IMpUMepa HHCTPYKIMH MO KaJAPOBOMY JAEIONPOU3BOJACTBY YKa3aHO, UTO

«JInunbie Jicjia BEAYTCS Ha BCEX paGOTHI/IKOB yqpexcueﬂml»?
BbibepuTe ogMH OTBET:
a. 0bLlmMe NoNoXKeHun

b. oco6eHHOCTM 0DOPMNEHUSA JOKYMEHTOB MO OTAE/bHBIM KaApOBbIM GYHKLMUAM
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C. JOKYMEHTbI MO y4YeTy Kaapos

d. nopAafoK NOATrOTOBKM M Nepesayn AeN Ha XPaHEHME B apXmB

Bomnpoc 7
bann: 1,00

OTBETCTBEHHOCTH 332 OPTAHMU3AIMIO PAOOTHI [0 XPAHEHMIO KaIPOBBIX JTOKYMEHTOB HECET

BbibepuTe 0AMH OTBET:

I~
a. Pabotopatens
f_' o
b. 3aBeayowmin apxmsom
I~
c. Apxmsapuyc
d. HayanbHuK oTaena Kagpos
Bonpoc 8
bann: 1,00

VKaKUTE JI0)KHOE YTBEPKIECHUE
Bbibepute oaMH OTBET:

a. apXMBHblE AOKYMEHTbI N0 IMYHOMY COCTaBY, KOTOPbIe He BblAN BKIOYEHbI B COCTaB AOKYMEHTOB
ApxuHoro ¢oHaa Poccuiickoin Peaepaumm, No UCTEYEHUN CPOKOB XPaHEHMA NOANEKAT YHUUTOXKEHUIO
NMBO XpaHEHUIO B apXMBE OPraHM3aLMmM B COOTBETCTBUM C TPEBOBAHUAMM KOPMOPATUBHOIO
3aKOHOAaTeIbCTBa

b. ana opraHM3aum - UICTOYHNKOB KOMMIEKTOBAHUSA - MO UCTEYEHUM CPOKOB XpaHeHMs 06s3aTesIbHO
npoBegeHe COBMECTHO C YNO/JIHOMOYEHHbIM OPraHOM rocyapCTBEHHOM BNacTh cybbekTa Poccuiickoi
denepaumn B 061acT apxMBHOTo Aena, FocapXMBOM 3KCNEPTU3bl LLEHHOCTM PAAa AOKYMEHTOB No
JIMYHOMY COCTaBY Ha NpegMeT BK/toYeHUs B cocTaB ApxusHoro ¢poHaa Poccuiickoi depepaunm

C. onAa Opl’3HVI33LI,VIﬁ, KOTOpblE€ HE ABNAKOTCA UCTOYHUKAMWN KOMNJZIEKTOBAHNA, NO NCTEYHEHUNN
BPEMEHHbIX CPOKOB XpPaHEHUA apXMUBHble AOKYMEHTbI MO IMYHOMY COCTaBYy NoANeEXaAT SKCNepPTHU3e n
mMoryT 6bITb YHUYTOXEHDbI nmbo XPaHUTCA B apXmnBe OpraHn3sauumn

d. XpaHeHne JOKYMEHTOB NO IMYHOMY COCTaBy, HE noAaNeXalWwnx YHUYTOXKEHUIO J0/TKHO
OCyLLecTBNIATbCA TONIbKO B 6YMa)'KHOM, a HE B 3/IEKTPOHHOM BUaE

Bonpoc 9
bann: 1,00
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Ilo KaKOMY NpUHOUIY CUCTEMATU3UPYIOTCA JOKYMCHTHI B J€j1aX, COACPIKAIIUX IMPUKA3bl, paCIOPAKECHUA 11O

JMYHOMY COCTaBy?
Bbibepute 0aMH OoTBET:
a. andaBUTHbBIN NPUHLKUN MO GaMUINK COTPYAHUKA, O KOTOPOM COAEPKUTCA MHDOPMaLUA

b. xpoHONOrMYECKMIA NPUHLMN: B HAYane Aena A0JIXKHbl pacnonaraTbca NprKasbl (pacnopakeHus)
3a AeKabpb, NOTOM 33 HOAGPbL U T.A.

C. HOMEPHOMY NPUHLMMNY: OT NepPBOro A0 NocaeaHero

d. XpOoHONOrMYECKNI NPUHLLMMN: B HaYa/e Aena A0/KHbI pacnonaraTbca NpuKasbl (pacnopaskeHuns)
3a AHBapb, NOTOM 3a peBpanb U T.4.

Bompoc 10
bann: 1,00

[MommuBka chOPMHUPOBAHHBIX [IEI]T TIPOU3BOIUTCS

BbibepuTe oguH OTBET:

o
a. 40 Nepefayu UX U3 oTaena Kaapos B apxXmB Ha A0ArOBpeMEHHOe XpaHeHue
~
b. nocne 3aBepleHnAa sKCcnepTmn3bl LEHHOCTN AOKYMEHTOB
o
C. nocne yBoJibHeEHMA COTPYAHUKa
~
d. A0 npoBeageHnA sKCNepTmn3bl UEHHOCTU JOKYMEHTOB NO INYHOMY COCTaBy
Bonpoc 11
bann: 1,00

WNudopmanms amyHOTO Iena, rae nuppaMud M TPOMUCHI0 YKa3BIBAETCS KOJIMYECTBO IMPOHYMEPOBAHHBIX
JHCTOB B Jejle, HalMuue MPOIYLUIEHHBIX WM JIMTEPHBIX HOMEPOB, KOIMYECTBO JHCTOB BHYTPEHHEH OMMCH JAena
IIOMEILAETCS
Bbibepute oanH OTBET:

d. Ha O60pOTHOVI CTOpPOHe nocneaHero 4OKymeHTa

b. BO BHYTPEHHIOKO ONUCb Aena

C. Ha NocNeAHUM INCT 0610XKKKU Aena C BHYTPEHHEM CTOPOHbI
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d.B NNCT-3aBeEpPUTEIb Aena

Bonpoc 12
bann: 1,00

B MPUBCACHHOM MPUMEPEC IMOJOKCHUA O MYHUIIUIIAJIBHOM apXUBC JOKYMCHTOB I10 JIMYHOMY COCTaBy yKa3aHO
BbibepuTe 04MH OTBET:
a. YTO apXMB BbIMOJIHAET BCE Oonepauun Ha 6e3Bo3me3HOM OCHoBe

b. apx1B BblAaeT Mo 3aABNEHUAM rpaXKaaH TOIbKO apXMBHbIe CMPaBKU, NOATBEPKAatoLNe
TPY40BOM CTaxX, pa3mep 3apaboTHOM NaaTbl U ApyrMe BONpockl, Heobxoanmoble aas obopmMaeHUs
NeHCUI rpaxaaHam 1 pelleHna Apyrux colmanbHO-NPaBoBbIX BOMPOCOB

C. yuperKaeHve He MMeeT NpPaBa OKa3blBaTb yUPEXAEHMAM, OpraHn3aumMam, NPeanpuUaTUam
METOAMYECKYIO, N NPAKTUYECKYIO MOMOLLb B MPOBEAEHNMN IKCNEPTU3bI U YNOPAAOYEHUN LOKYMEHTOB

d. uTo yupexaeHe NPUHNUMAET Ha OCHOBE 3aK/IOYEHHbIX 4OTOBOPOB U B COOTBETCTBUM C
rpadukamu oT yuperKaeHWn, opraHusaumii u NpeanpPUATUII-MCTOYHMKOB KOMMIEKTOBaHMUA ApX1Ba
AOKYMEHTbI N0 IMYHOMY cocTaBy, 06paboTaHHble 1 YUYTEHHbIE COFNAacHO YCTaHOB/EHHbIM NpaBuaam, a
TaK e JlOKYMEHTbI OT JIMKBUANPOBAHHbIX OPraHmn3aLmii, He UMEIOLLUX NPaBOMNPeeMHMUKOB

Bompoc 13
bann: 1,00

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

Bbibepute oaAnH OTBET:

f'
a. Ha rocyapCTBEHHOM rpaxaaHCKOM cnyxbe
-
b. npns OO0 n OAO
f" .
C. ANnA 06pa3oBaTeNbHbIX yupexaeHuii PO
d. onA Bcex rpaxkaaH Ha Tepputopum PO
Bonpoc 14
bann: 1,00

VKaXuTe JI0KHOE YTBCPIKACHUC

BbibepuTe 0AMH OTBET:

a. JInyHble KapTOUYKKN PabOTHUKOB TaKKe GopMUpYLOTCA B Aena no andasuTy damuani
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b. MpWKasbl, pacnopsxKeHus, yKasaHna No IMYHOMY COCTaBY rPYNnNUPYIOTCA B CAMOCTOATE/IbHbIE
apXuBHble fefla Co CBOel Hymepaumen

C. Jnuesble cyeTa No 3apaboTHOM NaaTe COTPYAHUKOB GOPMUPYIOTCA B CAMOCTONATENbHbIE AeNa U
pacnonaratoTca B HUX no andasuty bammani

d. B cootBeTctBMM ¢ MNpasunamm paboTbl apXMBOB OpraHM3auUmii pacnopagnTenbHble JOKYMEHTbI
rpynnuMpytoTca B Aena no Buaam, Aonyckaerca GopMmpoBaTb B O4HO Ae/10 NPUKasbl U PACNOPAXKEHUA C
eaMHON Hymepauueit

Bonpoc 15
bann: 1,00

O0650%Ka J1eNa 1o JINYHOMY COCTaBY COAEPIKUT CIIeTYIONUe PEKBU3UTHI:
BbibepuTe 0aMH OTBET:

da. HAUMeHOBaHKeE opraHnsaunmn, Nnog4NHEHHOCTb, HAMMEHOBAHUE CTPYKTYPHOro noapa3geneHuna;
UHOEKC Aena, apXMBHbIVI LIJMd)p Aena,; 3arozioBokK Aena; KpaﬁHMQ AaTbl Aena; KoAn4ecTtso INCTOB Aena,
CPOK XpaHeHunA aena

b. HaMmeHoBaHWe opraHn3aymm, NOAYNHEHHOCTb, HAMMEHOBAHME CTPYKTYPHOrO NOAPa3AeNeHNs;
WHAEKC Aena; 3aro/IoBoK Aena; KOJMYeCcTBO IMCTOB AeNa; KpaliHue AaTbl Aena; CPOK XpaHeHus Aena;
aPXUBHbIN WNdp Aena

C. HAMMEHOBaHME OpraHN3aLmn, NOAYUHEHHOCTb, HAUMEHOBaHME CTPYKTYPHOIO NoApasAeneHus;
WHAOEKC AeNa; apXMBHbIN Wndp aena (Homep GoHAA-UHAEKC, ONUCK AeNa); 3aro/IOBOK AeNa; KpanHue
[AaTbl AeNa; KOAUYECTBO /IMCTOB AeNa; CPOK XpaHeHus gena

d. HaumeHoBaHwMe OopraHunsauunn; MHOEKC Aena, apXMBHbIﬁ umd)p Aena; 3arosoBoK aena;
KOJIN4YECTBO ZINCTOB AeNa,; CPOK XpaHeEHNA Aena; KpaﬁHme AaTbl Aena

Bonpoc 16
Bann: 1,00

Kakomy HOpMaruBHOMY MJOKYMEHTY TpPHHAIUICKHAT craThid 24, kotopas riacut: «COop, XpaHeHue,
UCTIONB30BaHUE U PACIPOCTpaHEeHHE WH(OpMALUK O YaCTHOW JKM3HM JMLA 0e3 ero corjacusi He JIOIyCKaeTcs.
Oprasbl TOCYZapCTBEHHON BJIACTH M OpraHbl MECTHOTO CaMOYIPABICHUS, WX JOJDKHOCTHBIC JHIA OOS3aHBI
00ecTeunTh KaXJOMy BO3MOXKHOCTh O3HAKOMJIGHHS C JOKYMEHTaMH M MaTepHalaMHi, HEIOCPEICTBEHHO

3aTparuBarolMMH €ro MpaBa U CBOOO/bI, €CIH HHOE HE PETyCMOTPEHO 3aKOHOM»?
BbibepuTe oaAnH oTBET:

a. 3aKoH P® «O nepcoHanbHbIX AaHHbIX» Ne 152-d3
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b. ®epepanbHbiii 3aKOH OT 22 oKTAGPA 2004 roga Ne125-d3 «06 apxusHom aene B Poccuiickol
depepaunn»

c. TpyaoBol Kogekc PO

d. KoHctutyums PO

Bonpoc 17
bann: 1,00

Wmerommecss B JWYHBIX JleNlaX JIMCTKH IO YYETy KaJpoOB, aHKETHI, aBTOOHOTpaduy, COOCTBEHHOPYIHO
COCTaBJICHHBIC 3asBUTEIEM, HAa KOTOPBIX OTCYTCTBYIOT OTMETKHM O IPOBEpKE HMMEIOIIMXCS B HHUX CBEICHUN Ha

OCHOBAaHUU Hpe}lCTaBHeHHbIX IMOJIMHHBIX I[OKyMeHTOB 200058 CHpaBOK
BbibepuTe ogMH OTBET:
a. MOTYT CY}KUTb OCHOBaHMEM A5 BblAauM apXMBHbIX CMPABOK O TPYAOBOM CTaxe

b. MOryT cnyXuTb ocHoBaHMEM A0S BblAauM apXUBHbIX CMPaBOK O TPYA0BOM CTaXke npu
NMMCbMEHHOM pa3speLleHnn AMpeKTopa apxmea

C. HE MOTYT C/IYXXUTb OCHOBaHMEM 014 BblAa4YUN apPXUBHbLIX CMPAaBOK O TPYAOBOM CTaXke

d. MOTYT CIYXXKUTb OCHOBaHUWEM ONA BblAa4YMN apPXUBHbIX CMPABOK O TPYAOBOM CTax<e npu
NMNCbMEHHOM pa3peleHnn oNpeKTopa opraHnlauunm, rae pa60Tan COTPYAHUK

Bonpoc 18
bann: 1,00

I[ena, CoACpIKaMe JOKYMCHTHI 10 JIMYHOMY COCTABYy BbIAAKOTCSA BO BPEMCEHHOC IMOJIb30BAHUEC U3 XPAaHUJINILL

Ha CPOK, HE IIPEBBIIIAOLINI:

BbibepuTe 0AMH OTBET:

~
a.”7 mecaues ANnAa sKCNOHMPOBaHMA AOKYMEHTOB

o
b.2 mecAua anAa ncnoab3oBaHUA pa6OTHVIKaMM OopraHmnsauunun

C y
c.3 mecAla BO BpeMeHHOE NoJsib30BaHUE ONA APYTMX OpraHn3aumm
d.1 mecau anAa Ncnoab3oBaHNA AOKYMEHTOB B YNTA/ZIbHOM 3a/1e

Bonpoc 19
bann: 1,00
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Vkaxunre HeBepHLIfI BAapUAHT: «B xadectBe JAOKYMCHTOB, MOATBCPKAAIOMINX T‘pyHOBOﬁ CTax, aJid

COCTaBJICHUA CIIPABKU MOTYT OBITH MCIIOJIB30BAHEI ...»

Bbibepute 0aMH OoTBET:

{ o

a. JICTOK MO y4yeTy KaZlpoB, COCTaB/IEHHbI 3aABUTENEM
-

b. npmKasbl o AMYHOMY cOCTaBy
f_' .

C. MueBble cyeTa No 3apaboTHOM nnaTte

d. np1Kasbl N0 OCHOBHOW AEATENbHOCTH

Bonpoc 20

bann: 1,00

HpeI/IMyIlIGCTBa, MOJIY4aceMbI€ OT BHEAPCHHUA DJICKTPOHHOTO apXuBa I10 JIMYHOMY COCTaBY:

BbibepuTe 0AMH OTBET:

a. ApX1B He 3aLWMLLEH OT NOXKAPOB U NPOYMX POPC-MAXKOPOB; He 0BECNEeUMBAETCA X COXPAHHOCTb
OT NOTEPU, NOPYYN, YMbILLNEHHOIO pefakTUpPOBaHMA U T.4,.

b. PaboTa c apxMBHbIM SOKYMEHTOM BO3MOXHA OAHOBPEMEHHO NULWb AR OAHOTO YeNOBEKa, YTO
co3paeT Heyao06CTBO NpU paboTe ¢ aKTUBHO UCMOAb3YEMbIMU AOKYMEHTaMM

C. Bpems oTBETOB Ha 3aMpocCbl K AaHHbIM apXMBa COCTaBASET OT OAHOIO A0 HECKOIbKUX AHEWN.
PaboTHMKam apxmnBa JOBOJILHO CNOXKHO 06pabaTbiBaTh BPYYHYH 60/1blLIOE KOANMYECTBO 3aNpPOCOB,
MHOTME U3 KOTOPbIX LOBO/IbHO CA0XHbI M TPEBYIOT ANA NOAYyYEHMA OTBETA UCNO/Ib30BaHMe 60bLIOrO
KO/IMYecTBa gen

d. MpocToit 1 6bICTPLIN AOCTYN K AOKYMEHTY Nt060ro coTpyaHMKa apxmBa B Atoboe Bpems; pocT
CKopOoCTM 06paboTKM 3aMPOCOB K apXMBY; KOHTPO/Ib CPOKa XPaHEeHMs B 3aBUCUMOCTM OT TUMNa AOKYMEHTa
nT.A.
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O1neHOYHbIE CPEACTBA 1A IPOBEACHUA IIPOMEKYTOYHON aTTeCTAIH

a) MnaHupyemble pe3ybTaTbl 06y4YeHUA 1 OLLEHOYHbIE CPEACTBA A/1A NPOBeAeHUA NPOMEXKYTOUHOM aTTecTauum:

MpumepHoe codepicaHue:

CTPYKTYpHbIM
aNemMeHT
KOMMETEH MM

MnaHupyemble pesynbTaTtbl 0byyeHus

OueHouHble cpeacTBa

IIK-6 - cioco0HOCTBIO AHAJIU3HUPOBATDL CUTYallMI0 HA PBIHKE I/IH(i)OpMaIII/IOHHI)IX NMPOAYKTOB U YCJIYI, 1aBaTh IKCHIEPTHYIO OLICHKY COBPEMECHHBIM
CUCTEMaM IJICKTPOHHOI'O IlOKyMCHTOOﬁOpOTa U BCACHHUSA IJTCKTPOHHOTO apXuBa

3HaTb

— OCHOBHble onpeageneHNAa U NOHATUA
MH(OPMALIMOHHBIX TPOYKTOB U YCIYT,
AKCIIepTHOM onleHKu, COJI, 31eKTpOHHOTO
apxuBa ;

— OCHOBHble meToApbl MCCHEAOBaHMVI,
MCNoNb3yemblX B HaCThU apXmUBOB NO INYHOMY
cocTaBy;

— onpepgeneHnAa oCHOBHbIX NOHATUIN B YaCTH
AOKYMEHTOB IMYHOIO, HAa3blBaAET UX CTPYKTYPHbIE
XapaKTePUCTUKN U CBOVICTBa;

— OCHOBHbI€ NMOHATNA N NpaBu/la OpraHM3auunn
MH(OPMALIMOHHBIX TPOTYKTOB U YCIYT,
sKCTepTHOM onleHku, CO/JI, 31eKTpOHHOTO
apxuBa ;

- onpeageneHnAa npoueccos SKCIICPpTHAA OLICHKA,
MH(OPMALIMOHHBIX TPOYKTOB U YCIYT;

IIepeyenb TeopeTHYECKUX BOIPOCOB K IK3aMEHY:

1. C3[, sNeKTpOHHbI apXx1B: onpeaeneHme, Npumepbl, Knaccupurkaums.

2. OCHOBHble NOHATUA U NPaBUIA OpraHu3auumn HHPOPMAITMOHHBIX TTPOTYKTOB U YCIIYT,
AKCIEPTHOM OIIEHKU: onpeaeneHune, npumepsbl, Knaccuduraums.

3. OcHOBHble MeTOAbl UCCNeL0BaHUM, UCMONb3YEMbIX B YHaCTU aPXMBOB MO IMYHOMY COCTaBY.
4. OnpepeneHuve npouecca DKCIIEPTHAS OICHKA.




CTPYKTYpHbIN

3/1EMEHT MnaHupyemble pesynbTaTbl 0byyeHus OueHouYHble cpeacTBa
KOMMeTeHL MK
YmeTb —  BblaenAThb CTPYKTYpPHbIE 3/1eMEHTbI

WH()OPMALIMOHHBIX ~ TPOAYKTOB H  YCHYT,
sKkcnepTHOM oneHku, COIJI, 3IeKTpOHHOTO
apxXuBa;

— 0bcyxaaTb cnocobbl 3GpdEKTUBHOIO pelleHus
UH(GOPMALIMOHHBIX ~ MPOAYKTOB M YCHYT,
skcriepTHas omeHka, COJI, 3IeKTpOHHBII
apXuB;

— pacnosHaBatb 3P¢PeKTMBHOE pelleHne oT
HeadPeKTUBHOrO;

— 06bACHATb (BbIABNATL U CTPOMUTb) TUMUYHbIE
mozenu WH(OOPMAIMOHHBIX TMPOAYKTOB H

YCHYT, AKCIEPTHOM OLICHKH, CoJ,
AIIEKTPOHHOTO ApXUBA;
— NPUMEHATb nosy4yeHHble 3HaHUA B

npodeccroHanbHON AeATENbHOCTU; UCNO/b30BaTh
UX Ha MeXAUCUMNANHAPHOM YPOBHE;

— npuobpeTaTb 3HaHMA B obnacTu TPyAOBOro U
aAMMHUCTPATUBHOTO NPaBa;

KOPPEKTHO BbIpaKaTb U apryMeHTUPOBaAHO
060CHOBbIBaTb NO/IOKEHWA NPeAMETHON 061acTH
3HaHuA.

lpumepHbie npakmu4yecKue 300aHus 0018 3K3amMeHa:

1. Coenames aHanu3 0aHHoOli cxemol

2.MpoaHanu3upylime npasuabHOCMb 0hopMaeHUs
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CTPYKTYpHbIi
3/1EMEHT
KOMMeTeHLMU

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

BHYTPEHHAA OITHCDH
JOKYMEHTOB ej1. Xp. N _ 05-15/110

Waaenc Hara Homep
e Aokysenra Xoxywenta JAroT0BOK JOKYMeNTS T AT Tpiscevamme
1 2 3 4 5 3
! Hononsesiue & AUYHOMY AUCMKY NO y4emy !
xadpoe
2 19.03.2012 | Jlusnisad AUCMOoK no ywermy Kadpoe 2-3
3 19.03.2012 | Aemobuozpadus -
4 | ON827527 | 26.062001 | Konus dunnoma 5
5| 10/12-md 19.03.2012 | Tpydosou doeoeop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste na pabomy 12
Htoro JAOKYMEHTOB.
(omdpan 3 Bpoancue)
KOnuuecreo mucTop au)'rpeunen OonucH
(Endpases w npasecyo )
MacnexTop Wupoxoea T.IO. llInpokosa
(mcaoma) (paces ppesia aoszacn)

19.032012




CTPYKTYpHbIN

3/1EMEHT MnaHupyemble pesynbTaTbl 0byyeHus OueHouYHble cpeacTBa
KOMMeTeHL MK
Bnapetb — TPaKTAYECKUMHU HaBBIKAMU

UCIIO0JIb30BaHUs 3JIEMEHTOB Ha JIPYTUX
JTUCLUIIINHAX, HA 3aHATUSAX B ayIUTOPUH U HA
...IIPaKTHKE;

— cnoco0aMu AEMOHCTPALUK YMEHHUS
AQHAJIM3UPOBATH CUTYALIMIO ;

—  MeToZamu nposeseHuA 3KCIIEPTHOM
onieHku, CO ], 3eKTpOHHOTO apXH1Ba;

— HaBBIKAMH U METOJUKAMH 0000IIECHUS
pe3yabTAaTOB PEIICHUS, SKCTIEPUMEHTAIBHON
JIeSATEIbHOCTH;

— cnoco0aMu OIEHWBAHUS 3HAYUMOCTH U
MPaKTUYECKON MTPUTOJHOCTH MOTYyIEHHBIX
pEe3ynbTaTOB;

—  BO3MOKHOCTBIO MEXIUCIUILTHHAPHOTO
MIPUMEHEHUS MTOTYyYEHHBIX 3HAHUH B YaCTH
sKcrepTHOM onleHku, COJ[ U 3JIeKTPOHHOTO
apXuBa,

—  OCHOBHbIMW METOAAMU UCCNE0BaHUA B
obnactn COJI, 2IIEKTPOHHOTO apXHBa U
MPAKTUYECKUMMU YMEHUAMM U HABbIKAMU UX
UCMONb30BaHUA;

— OCHOBHbIMW METOAAMM peLleHUs 33434 B
o61acTv NnpoBeAeHNA PKCIIEPTHOM OIICHKH,
COJl u 3IEKTPOHHOTO apXMUBA ;

— npodeccroHanbHbIM A3bIKOM NPeAMETHOM
obnactu 3HaHMA 6aKkanaspa [uA,;

1. Kakve HH(OpPMAaLIMOHHBIE TPOAYKTHI U YCIyru Bol 3HaeTe, nmpuBeauTe NpuMepbl
UCIIOJI30BaHUs UX B apXUBax I10 JIMYHOMY COCTaBYy

2. Kopobounas COJ] LanDocs - nonHoreHHas
Cucrema D1ekTpoHHOTO JIoKyMEeHTO000pOTa [ KAaKUX KOMITAHUH OHA TTOJIXOIUT B
HCIIOJIB30BaHUH
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CTPYKTYpHbIN
anemeHT
KOMMETEeHL MM

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

- cnocobamu coBepLIEHCTBOBAHMA
NpPodeccMoHanbHbIX 3HAHUA U YMEHWUI NyTEM
MCNO/Ib30BaHUA BOSMOXHOCTEN
MHGOPMaLMOHHOM cpesbl, THHOPMAITMOHHBIX
MPOAYKTOB U YCIYT, SKCIIEPTHON OLIEHKH,
CO/1, 251eKTPOHHOI'O apXUBa.

ITK-8 -cnnoco6HOCTHI0 AHAIU3HPOBATDH IIEHHOCTH JOKYMEHTOB € LeJIbI0 X XPaHeHHs

3HaTb

—  KpuUtepuun UeHHOCTU AOKYMEHTAQ;

Hepeqenb TEOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

N

9.

CoBpeMeHHOEe COCTOSIHME B CUCTEME aPXMBHOMO XPaHEHWNA AOKYMEHTOB N0 JIMYHOMY COCTaBYy.
MopAdoOK NPoBEeAEHUA 3KCNEePTM3bl LEHHOCTU AOKYMEHTOB MO /JIMYHOMY COCTaBY Ha pPasHbIX
3Tanax 4eNonpou3BOACTBa.

KomnneKkroBaHMe apxvMBOB MO JIMYHOMY COCTaBy. MICTOUHMKM KOMMIEKTOBaHWA apxvMBOB MO
NIMYHOMY COCTaBy.

MoAroToBKa AOKYMEHTOB MO IMYHOMY COCTaBY K apXMBHOMY XpaHeHuto. PopmupoBaHue gen no
JNIMYHOMY COCTaBY A1 NepeAayn B BeLOMCTBEHHbIN apXus.

OpraHusaums noaroTOBKM K apXMBHOMY XPaHEHMIO M apXMBHOE XpaHeHWe pasHbIX BUAO0B
AOKYMEHTOB MO IMYHOMY COCTaBy (MPUKasbl MO JIMYHOMY COCTaBY, JIMUHbIE KAPTOYKM, IMLEBbIE
cyeTa, PerucTpaLMoHHbIe KHUMM).

MopsafoK GOpMUPOBAHNA INYHOTO AeNa.

TpeboBaHWA K OpraHU3aunmn XpaHeH s TPYL0BbIX KHUMKEK.

Mcnonb3oBaHWe aBTOMATU3MPOBAHHbIX TEXHONOMMIA yYeTa apXMBHbIX LOKYMEHTOB MO JIMYHOMY
cocTasy.

YcTpoiicteo 1 o6opyaoBaHMe apXMBOB NO JIMYHOMY COCTaBY B OPraHM3auMax 1 apxmBax.

10. daKTopbl paspyLieHNa AOKYMEHTOB MO /IMYHOMY COCTaBY. KOHTPO/b Hannuma U GU3NYECKOro
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CTPYKTYpHbIN
anemeHT
KOMMETEeHL MM

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

COCTOAIHUA AOKYMEHTOB MO IMYHOMY COCTaBY.

11. OcobeHHOCTH yyeTa N COXPAHHOCTU AOKYMEHTOB MO JIMMHOMY COCTaBY M MOPAAOK UX Nepesaun
Ha XpaHeHue B C/lyvae IMKBUAALUU IOPUANYECKOro nua.

12. OpraHu3auma 3aWwmTbl apXMBHbIX LOKYMEHTOB MO IMYHOMY COCTaBy OT HECAHKLMOHUPOBAHHOIO
poctyna.

13. Hay4Ho-cnpaBoYHbI annapaT K apXUBHbIM JOKYMEHTaM MO JIMYHOMY COCTaBy.

14. CoctaBneHve apxMBHOM ONUCK NO INHHOMY COCTaBy.

15. ABTOMaTU3NPOBAHHbIN HayYHO-CMPABOYHbLIN anmnapaTt apXxmMBOB NO JIMYHOMY COCTaBy.

16. OpraHusaums WCMNONb30BaHUA aAPXMBHbLIX [AOKYMEHTOB MO JIM4HOMY cocTaBy. ®opmbl
MCNONb30BaHUA JOKYMEHTOB.

17. MopAaoK U CPOKM UCNOAHEHMA COLMANbHO-NPABOBbIX 3aMNpPOCOB.

18. OpraHusauma COTPyLAHMYECTBA APXMBOB C LOPUAMYECKUMU U OUSUYECKUMM NMLAMKM MO
MCNONb30BAHUIO aPXUBHbIX AOKYMEHTOB NO IMYHOMY COCTaBY.

19. YyeT ncnonb3oBaHMA apXMBHbLIX AOKYMEHTOB MO IMMHOMY COCTaBY.

YmeTtb

—  KJIAaCCU(HULIUPOBATH JOKYMEHTBI B
3aBUCHMOCTH  OT  CTENIEHU  LEHHOCTH
JIOKYMEHTa

MpumepHsie npakmuyvecKkue 3a0aHUA 044 IK3ameHa:

1.YkaxxuTe NOKyMEHT, CPOK XpaHEHHUs1 KOToporo 15 jert:

a) HEBOCTPEOOBAHHBIE TPYIOBBIE KHIKKH;

0) TUIEBhIE CUETA;

B) IIPOTOKOJIBI 3aC€AaHMM KOMMCCHUH II0 YCTAHOBJIEHMIO TPYAOBOIO CTaXka JUIsl BBIILIATHI
Ha70aBKH 3a BBICIYTY JeT (IPUKa3bl UMEIOTCS).

2.Kakue 1oKyMEHTBI HE BXOAST B COCTAaB IOKYMEHTOB ApXuBa I10 JIC;

a) JJOKYMEHThl MO JMYHOMY COCTaBY JHMKBUIMPOBAHHBIX (B OTCYTCTBHM IpaBONpEEMHHUKA U
BBIIIECTOSIETO IO MOJYMHEHHOCTH OpraHa), NPUBATH3HPYEMBIX, pPEOPraHU3yeMbIX (C
M3MeHeHHEeM (OpMbI COOCTBEHHOCTH) YUPEXKIEHUH.

0) Hay4HO-CIIPaBOYHBIN amnmapar, paCKpbIBaIOIINKA COCTaB U COJIEpKaHUe JOKYMEHTOB ApXUBa;
B) ICKOBBIE U apOUTpaKHbIE JOKYMEHTHI.
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CTPYKTYpHbIN

OueHoYHble cpeacTsa

anemMeHT MnaHnpyemble pesyabTaTbl 06yyeHus
KoOMneTeHUunn
Bnagetb — HAaBBIKAMH  TPOBEIEHHS  JKCIEPTH3BI 1. Pemuth nmpobnemuyto 3anady: IlepBas HomeHKIaTypa aen Obita cocrapieHa B 3A0 «3Be3ma»

OCHHOCTH JAOKYMCHTA, HaBbIKaMH
OopraHu3alnuu XpaHCHUA AOKYMCHTOB
Y4YC€TOM CTCIICHU UX ICHHOCTU

C

10 mer wnazam. Torma ke cekperapeM TE€HEPAIBHOTO TUPEKTOpa IO THIIOBOMY IMEPEYHIO0 OBLIH
oTpezieNieHbl CPOKU XpaHEHUs TOKyMEHTOB. CpOKH XpaHEHHUS! HEKOTOPBIX TOKYMEHTOB, KOTOpHIE HE
COZIEPIKAJIMCh B IepedHe, ObUTH YCTaHOBJIEHBI «HA TJIAa30K» W 9aCTO HE COOTBETCTBOBAIH PEaTbHOMY
3HAQUEHMIO JIOKYMEHTOB. B mociemyromye roasl HOMEHKIATypa HpPOCTO IEperuChIBaach, CPOKH
XpaHCHHA HC YTOUHAINCE.

H3menunack ma K HACTOAIIEMY BPEMCHHM HOPMATHBHO- METOAMYCCKAsA OCHOBQA, MO3BOJIAIOLIAA C ,I[OCTaTO‘IHOfI
CTEIEHbI0 OOBEKTUBHOCTHU YCTaHaBJIMBATb CPOKHU XPAHCHUA ANOKYMCHTOB B AKIHMOHCPHBIX 06H_[€CTB3X? Kakne

HOPMAaTUBHBIC TOKYMCHTBI MOKHO PEKOMCHA0BATL JAHHOMY O6H.[€CTBy JJIsL OTIPpEACIICHU S

2.Ilpu mpOBENCHUH 3KCIEPTU3BI IEHHOCTH JOKYMEHTOB B JI€JI0- IIPOMU3BOJCTBE OPraHU3aLlUH
SKCIEpPTHI 0Opalany BHUMaHUE Ha clie- Tyrolee:
a) 3HAYUMOCTb  YIpaBJIEHYECKUX  (QYHKIUH, JUId  peaju3alud  KOTOPBIX
HCIIOJIB30BAJIUCh JOKYMEHTHI;

0) B Kakod mnepuoj MOSBMIUCh WIM ObUIM HCIOJIb30BAHBI JOKYMEHTHI (CO3/1aHueE
OpraHu3aliy, €e peopraHu3allysl, BBIMOJIHEHHE 0COObIX 3aJaHUi U T. 11.), UX 3HAUEHHE JUIs
OpraHu3aluy;

B) OTPAXKAIOT JIU JOKYMEHTHI OCHOBHYIO JIEATEIHHOCTh OPTaHU3AIIH HIIN PEATU3aIIUI0
OJHON KOHKPETHOM 3aJa4d M, CIEAOBATEIbHO, MOTYT JIM MCIIOJIb30BaThCS B CIIPABOYHBIX
LEeTsIX;

T') 4TO cO0OM MpeAcTaBIseT JOKYMEHT: OPUTHHAI, JYOJIETHBIA SK3EMILIAP WX KOIHS;

1) TIOBTOpsieTcs Jiu MHQpOpMAIHs B APYruxX JoKyMeHTax. Eciu moBTopsiercs, TO B
Kakux ¢popmax u o0beMax;

e) MPaBUJIILHOCTDb O(I)OpMJICHI/I}I JOKYMCHTOB; )K) PCKBU3UTHI,
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CTPYKTYpHbIN
anemeHT
KOMMETEeHL MM

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

YAOCTOBCPAIOIHNEC NOKYMCHTHI.

[To xkakuM KpuTEpUAM B JaHHOM CIIy4ae IPOBOAMIIACH OLIEHKA JOKYMEHTOB?

K-10- BJIAJCHUEM IIPUHIUIIAMHA 1 METOAAMHU CO3AaHUSA Cl'[paBO‘{HO-I/IH(bOpMaIII/IOHHbIX CPpeaACTB K JOKYMEHTaAM

3HaTtb

- NPUHLMUIMbI 1 METO bl CO34aHUA CMPABOYHO-
MHGOPMALMOHHbIX CPEACTB

Hepeqeﬂb TECOPETUICCKHUX BOIIPOCOB K 3K3aMCHY .

KomnneKkToBaHWe apxvMBOB MO JMYHOMY COCTaBy. MICTOYHMKM KOMMIEKTOBAHWUA apXWBOB MO
NIMYHOMY COCTaBy.

OpraHu3auma yyeta OOKYMEHTOB MO JIMYHOMY COCTaBy. CUCTEMA YYETHbIX OOKYMEHTOB, WX
uenesoe HasHayeHue. OCOBEHHOCTM yyeTa AOKYMEHTOB MO /JIMYHOMY COCTaBy B apxmBax
OpraHM3auuii U rocyAapCTBEHHbIX apXMBax.

Mcnonb3oBaHMe aBTOMaTU3MPOBAHHbIX TEXHONOMMI yyeTa apXMBHbIX AOKYMEHTOB MO JNYHOMY
cocTasy.

YcTpoiicteo M o60opyaoBaHMe apXMBOB NO JIMYHOMY COCTaBY B OPraHM3auUMaAX U apxmBax.
daKkTOpbl paspywleHnsa AOKYMEHTOB MO AMYHOMY cocTaBy. KOHTPOAb Hannuua U ¢pusnyeckoro
COCTOAHMA AOKYMEHTOB MO IMYHOMY COCTaBy.

Oco6eHHOCTM yyYeTa N COXPaHHOCTU AOKYMEHTOB MO IMYHOMY COCTaBy W NOPAAOK MX Nepeaayn
Ha XpaHeHWe B C/ly4Yae IMKBUAALMM IOPUANYECKOrO nLa.

OpraHu13auma 3almTbl apPXMBHbIX AOKYMEHTOB MO JIMYHOMY COCTaBY OT HECAHKLMOHUPOBAHHOMO
aoctyna.

Hay4yHo-cnpaBoYHbIi annapaT K apXMBHbIM AOKYMEHTaM Mo IMYHOMY COCTaBy.
ABTOMaTU3MPOBAHHbIN HayYHO-CNPABOYHbIM anmnapaT apXxMBoOB N0 IMYHOMY COCTaBY.
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CTPYKTYpHbIN

3/1EMEHT MnaHupyemble pesynbTaTbl 0byyeHus OueHouYHble cpeacTBa
KOMMeTeHL MK
YmeTb - NPUMEHUTb 3HAHUA O NPUHLMNAX U MeTogax ans | MpumepHobie npakmuyecKue 3a0aHUA 018 IK3AMeEHd:

CO34,aHUA CNPABOYHO - MHPOPMALMOHHDIX
CPeAcTB K LOKYMEHTam

1. Ymo u3 nepeyucneHHo020 OMHOCUMCA K UHGOPMALUOHHO- CIPABOYHbIM OOKYMEHMAmM U Ymo euje
MOXHO omHecmu:

K MHdOpMaLMOHHO-CNPaBOYHbIM AOKYMEHTaM OTHOCATCA:
1) npoToKobl;
2) goKnafHble 3anUCKuY;

3) npeanoxkeHus;

4) 06BbACHUTENbHbIE 3aMUCKK;

5) 3anBneHus;

6) NnpeacTaBneHUs;

7) nucbma;

8) aKTbl;

9) cnpaBsky;

2. 3anonHuTe NponyueHHble mecTa: Nepenncka — 3to 0606LLEHHOE Ha3BaHME Pa3IMYHbIX MO

coaeprKaHuto nnMcem, NCNONb3yHLWMKUXCA ....HTa ONEPATUBHOTIO MH(bOpMaLJ,MOHHOFO obmeHa mexay
opraHunsauunamm.

Buabl Aenosoﬁ nepennckn n ee HasBaHMA onpeaenAarTcA cnocobamu .... VIHd)OpMaLI,VIVI, KOTOpble
B HacToALWee Bpema nogpasaenAaoTcAa Ha NOYTOBYHO CBA3b U 3/IEKTPOHHYHO.

npOTOKOI] — 3TO OOKYMEHT, ....X04 3acefaHnAa 1 nopAaAaoK NPUHATHUA pelleHnA KonermaJbHbim
opraHom ynpas/sieHua. o ctenexHmn CI)MKCVIpOBaHMFI MHd)OpMaLI,MVI N CTeneHn NONHOTbI 3aNUCK TEKCTA
NPOTOKO/ibl NOAPA3OENAKTCA Ha ... U .... KpaTKMﬁ npoToKoON ... d)aMMJ'IVIM AOKNag4YNKOB, TEMbI
AOKNagoB m BbICTyI'IJ'IEHVIﬁ N NPUHATbIE peLlleHnA. MonHbIN NPOTOKO ... 3aNUCb BCEX BblCTyFII'IEHI/Iﬁ no
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CTPYKTYpHbIN

OueHoYHble cpeacTsa

aflemMeHT MnaHupyemble pesynbTaTbl 0byyeHus
KOMMeTeHL N
Xo4y 3acefaHus. PeweHne 0 TOM, Kakylo GopMy NMPOTOKOAA BECTU Ha ... NPUHUMAET PyKOBOAUTE b
KOJINErManbHoOro opraHa ynpasjaeHus Uav PyKoBOAWUTE b OpraHn3aumu.
Bnagetb - HAaBbIKOM CO34,aHUsA CMPaBOYHO - 1. [Tpoananu3upyiTe CTPYKTYPHBIE YaCTH CITY>KOBI ISIIOMPOU3BOJICTBA B OPTaHU3AIHSIX

MHd)OpMaLI,MOHHbIX cpencts K JOKYMEHTaAM

Pa3JIMYHBIX YPOBHEN YIIPABICHHUS .
2. Ompenenute TpeOOBaHUS K CTPYKType U cocTaBy [lonoxkenus o ciyx0e 1e10nponu3BoICTBa,

K JIOJDKHOCTHOM MHCTPYKIIHH.
3. Cnemnaiite Tabmuiy «[IpuHIMIIBI 1 METOIBI CO3AaHMS UH(POPMAILIMOHHO-CIIPABOYHBIX CPEJCTB

K JOKYMCHTam».
4, OnpeneJmTe OCHOBHBIC OTAlIbI ITPOXOKACHHUA U UCITIOJIHCHUS BXOAAINX, HCXOJAIINX U

BHYTPEHHUX JIOKYMEHTOB.

5. CocraBbTe Tabnuiy «Perucrpanus 10KyMEHTOB, €€ 3HaYeHHe, 00s3aTeIbHbIN COCTaB
PEKBU3HUTOB IIPU PETUCTPALUN».

6. CocTtaBbpTe CXeMy TEXHOJIOIMH KOHTPOJIS 32 CPOKaMU MCIIOJIHEHMSI JOKYMEHTOB Ha IIPUMEpPE
KOHKPETHOI'O NPEAIPHUSITHS.

IIK-21- B1ageHneM HABBIKAMHU COCTABJIEHHS ONMCeii /1eJ1, MOATOTOBKHU JieJ K Nepe/iayde B apXUB OPraHU3aluu, rocy1apcTBeHHbI WM MYHUIIUNIAJIbHbII

apxuB

3HaTb

- Npaswnia KﬂaCCM(bMKaLI,MVI dPXUBHbIX
AOKYMEHTOB C Ue/iblo COCTaB/1eHNA onunucu gen
AOKYMEHTOB, NpaBuia NoArotoskn aen AnA
nepenadn B apxme

Hepeqeﬂb TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

1. KomnnektoBaHWe apxvBOB MO JIMMHOMY cOCTaBy. MICTOYHMKM KOMMNNEKTOBAHMA apXMBOB MO
NNYHOMY COCTaBy.

2. NopgrotoBka AOKYMEHTOB NO JINYHOMY COCTaBYy K apXMBHOMY XpPaHEHMUIO. q)OpMMpOBaHMe aen no
NMYHOMY COCTaBYy ANA nepeaayun B Be,CI,OMCTBeHHbIVI adpXuB.

3. OpFaHM3aLI,MFI NOAroTOBKN K apXMBHOMY XPaHEHUIO U apPXMBHOE XpaHEHWE pPa3HbIX BNAOOB
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CTPYKTYpHbIN
anemeHT
KOMMETEeHL MM

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

AOKYMEHTOB MO IMYHOMY COCTaBY (MPMKasbl MO IMYHOMY COCTaBY, IMYHbIE KapTOUYKM, MLEBbIE
cyeTa, PerncTpaumoHHbIe KHUIM).

Mopaaok GopmMMpPoBaHUA MYHOTO Aena.

TpeboBaHMA K OpraHM3aLUnm XpaHeHUA TPYAOBbIX KHUMKEK.

MopagoKk nepeaayn Aen no AMYHOMY COCTaBY B BEAOMCTBEHHbI apXumB.

TpeboBaHMA K COCTaBAEHMWIO ONMUCKU AeN MO ANYHOMY COCTaBy.

MopAAOK YHUUTOXEHNA aPXMBHbIX KapPOBbIX AOKYMEHTOB C MCTEKLIMM CPOKOM XpaHEeHUS.
OpraHu3auma yyeta OOKYMEHTOB MO JIMYHOMY cocTaBy. CUCTEMA YYETHbIX AOKYMEHTOB, WX
uenesoe HasHadeHue. OcobeHHOCTM y4yeTa AOKYMEHTOB MO JIMYHOMY COCTaBy B apXmBax
OpraHun3aUmii U rocyAapCTBEHHbIX apXMBaXx.

LN,k

YmeTb

- NPOMU3BECTU KNACCUUKALMIO APXUBHBIX
AOKYMEHTOB, 0pOPMUTL ONUCH AeN AOKYMEHTOB;
NOAroTOBUTL AOKYMEHTbI ANA Nepeaayn B apxus

MpumepHsbie npakmuy4ecKue 3a0aHUsA 045 IK3AMeHd:

1.3anonHume ece nponyuwjeHHoble mecma e onucu
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CTPYKTYpHbIN
anemeHT
KOMMETEeHL MM

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

BHYTPEHHAA OITUCH
JOKYMEHTOR ej1. Xp. Ne

N2 ‘ Whaeke goky- | [flara poky- | 3aronosox po- | Homepa nuc- | Npumesanue
n/n MEHTA MEHTa KyMEHTa TOB €4, XP.
1 2 3 4 - ‘ 6
| |
Hroro JNOKYMEHTOBR,

(1 paru 1 NPONKHCHIO)
KonmiecTBo JHMCTOB BHY TPeHHEl ONHCH _

(undppamu i nponuceio)

HanmenoBanne No/LKHOCTH JTNLLA,
COCTABMBILETO BHY TPEHHIOKO ONHCH
NOKYMEHTOB JieJ1a IMoanuce Pacumdposka noanucn

Hara

2. 3anoaHume ece nponyuweHHole mecma
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CTPYKTYpHbIN
3/1EMEHT
KOMMETEeHL MM

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

(Haumenonanue oprmummum)

( HAHMCHOBAHHC CTPYKTYPHOTIO NOAPA3IAC/ICHHA )

YTBEPK/IAKO
Hamnmenosanue 01KHOCTH
PYKOBOIHTEIA CTPYKTYPHOTO
noapase/ieHus

[Monmmce Pacunigponka
HOAIHCH
Hata
OITMCD Ne

he Wunekc gena | 3aronoeok Hpaisue Hon-go nuc- | Cpok xpaHe- | Mpemevanue

n/n Aena AaT™ T0B HUA

1 2 3 4 5 6 7

Haisauue paspena
B aHHYIO OIMCh BHECCHO el Xp. ¢ Ne 1o Ne » B TOM HCIe:

JIHTCPHBIC HOMCPA:

nponyimennnie noMepa:

HauMenoBanue 1TO/KHOCTH

COCTABHUTEIA ONMHUCH

JlaTa

COTI'TACOBAHO

TMoanuck

Hanmenonanie No/KHOCTH PYKOBOIHTEA

cayx0Ob JOY

IMoanuce p‘dCll”I(‘hpOBKﬂ MOJNMUCH

Hara

Pacimncpponka noanmicu

COTJIACOBAHO

[Tporokon DK crpykTypHoro
HOIPA3IE/ICHI

oT Ne
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CTPYKTYpHbIN

anemeHT MnaHupyemble pesynbTaTbl 0byyeHus OueHouYHble cpeacTBa
KOMMeTeHL MK
Bnagetb - HaBbIKaMW OPraHM3aLLMM AOKYMEHTHOM Pemuts keiic:

MHbOPMaUUK NpU Nepegaye SOKYMEHTOB U3
OpraHM3aumu B apxumB

3amaua 1. B cBsi3u ¢ npoBeieHUEM UCCIEIOBAHMS U CO3IaHUEM KOJUIEKIIMU JTOKYMEHTOB I10
TeMe «MaTepHallbHO-TEXHUYECKass OCHAIIICHHOCTh 00I11e00pa30oBaTeIbHbIX MIKOI ropoaa I1en3sr
B 90-¢ ronpl 20 B.» B apxuB YnpasieHus: o0pa3oBanus ropoja IleH3pl mocTynmim JOKyMEHTBI
ot pongoobpazosareneii: MOY COLL Ne 69 u MOY COL Ne 71. U B ToM u B apyrom ouze
os110 B Hannuuu [IMCbMO (u ero komust, otiyck) aupek- Topa MOY COIL Ne 69 ¢ mpocnboit
nepeaarh B MOCTOSIHHOE TI0JIb30BaHUE IIBEHHBIC MAIIIMH- KU U3 KabuHeTa TexHosorun MOY
COIII Ne 71 B xabunet texnonoru MOY COIL Ne 69 u AKT nepenaun BellieykazaHHBIX
IBEHHBIX MaUHOK. [Ipu poBeieHnn SKCIIEPTU3bI B apXUBE Y IIpaBeHUs 00pa30BaHUs TOpoia
[Ten3sl perie- HO OBLIIO MPUHATH B KOJJIEKIIMIO TOJIBKO MO OJTHOMY SK3EMILIAPY TOKYMEHTOB.
Kak BbI fymMaeTe, TOKyMEHTHI Kakoro (oH1000pa30BaTess BOILIN B KOJUIEKIIUIO apXUB- HBIX
JIOKYMEHTOB YTpaBieHHs 00pa3oBanusa? Jlokaxkure CBOE pelieHue.

3agayva 2. B 1998 roay, Haxo4ACb Ha CTaXXMPOBKe B [OCYyAapCTBEHHOM My3ee-3anoBegHuKe «Tap-XaHbl»
(mericteyeT ¢ 1939 roga), o4MH U3 acNUMpPaAHTOB cymesn NoaobpaTh WKdP U OTKPLITL celid (paHee HUKTO
€ro He OTKPbIBan), HaXoAMBLWUIACA B KOMHaTe E.A.ApceHbeBO. B HeM 6bl10 06HaAPYKEHO NUCbMO K
M.}0./lepMOHTOBY OT OAHOM U3 ero NATUFOPCKMX 3HAKOMbIX, KOTOPOW NocBALLeHa HebonbLuas
aKkcnosnuma B mysee M.KO.JlepmoHToBa B MaTuropcke. Kak Bbl AymaeTe, K GOHAAM KaKoro myses
(«TapxaHbl» nnn B NATUTOPCKE) HYXKHO OTHECTU HaAEHHbIW AOKYMEHT U1 NnoYyemy?

IIK-22- cnoco6HOCTbIO NpUHUMAaTL yyacTie B paboTte No NPOBEeAEHUIO IKCMEPTU3bl LLEHHOCTU AO0KYMEHTOB

3HaTb

- OCHOBHbI€e 3Tanbl, NOPAAOK NpoBeaeHNA
9KCNEepPTU3bl LEHHOCTN JOKYMEHTOB B
COOTBETCTBMUN C HOPMATUBHbIMU OOKYMEHTAMU

Hepeqeﬂb TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

1. OpraHu3auma MNOArOTOBKM K apXMBHOMY XPaHEHWIO M apXMBHOE XpaHeHWe pasHbiX BWUAOB
AOKYMEHTOB MO NIMYHOMY COCTaBy (MPUKasbl MO AMYHOMY COCTaBY, IMUHbIE KAPTOYKK, NNLEBbIE
cyeTa, permcTpaLMoHHbIe KHUMM).

2. TNopagok GopmMMpPoBaHMA MYHOIO Aena.
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anemeHT MnaHupyemble pe3ynbTaTbl 06yYeHUA OueHo4Hble cpeacTsa
KomMmneTeHuunm
3. MMopagok nepenaym gen No AMYHOMY COCTaBy B BEAOMCTBEHHbIN apxumB.
4. TpeboBaHMA K COCTAaBNEHWUIO ONUCHK AN NO INYHOMY COCTaBY.
5. TMopaaoK YHUUTOXKEHUA aPXMBHbIX KaAPOBbIX JOKYMEHTOB C UCTEKLUMM CPOKOM XPaHEHMUS.
6. OpraHusauma yyeTa LOKYMEHTOB MO JIMYHOMY cocTaBy. CMCTEMA YYETHbIX AOKYMEHTOB, MX
uenesoe HasHayeHwe. OcoBeHHOCTM y4yeTa AOKYMEHTOB MO JIMYHOMY COCTaBy B apXxmBax
OpraHM3aLmi U rocyAapCTBEHHbIX apXMBaXx.
YmeTb - Pa3rpaHNYnTb LOKYMEHTbI MOCTOSHHOTO, MprMmepHble NPaKTUYeCcKne 3agaHna 4Na SK3ameHa:
BPEMEHHOIO CPOKA XPaHEHMA, NoANENXKaLLMe
1. HasoBu1Te 3aKOHOAATENbHBIN aKT, KOTOPbIM PETYINPYIOTCA OTHOLWEHUA B chepe ynpasne- HUA
YHUMTONEHMIO A » KOTOPbIM peryampy depe ynp
apxmBHbIM aenom Poccuun B HacToAwee spema. OTBeT:
2. Ha3oBuTe 3aKoHOAaTe/IbHbIM KT, KOTOPbIM PErYIMPYIOTCA OTHOLWEHMUA B chepe opraHmnsa- Lmm
XPaHEeHUs, KOMMNIEKTOBAHWA, y4eTa U UCNONb30BaHMA apxnMBHOro ¢poHaa MeH3eHcKoi obnacTn B
HacToAwee Bpema. OTeeT:
Bnagetb - HaBblKaMW [LOKYMEHTUPOBAHWUS NPOBEAEHMUSA PelwnTb Kelic

9KCNEepPTU3bl LEHHOCTN OOKYMEHTOB

3apaua 1. 3aaHMe 061acTHOro ONepHOro TeaTpa HauMHano cTpouTtb (1996 r.) TepputopmansHoe
cTpouTenbHoe obbeauHeHue (TCO) «CTpoinoapsaa». 3akaHuMBano ctpoutensctso (2007 r.) OAO
«lnaBcTpoii», He ABAALOLLEECA ero NPaBONpPeeMHMKOM. B apxmBHbIX poHAAX KaKol opraHusauum 6yayt
HaxoAUTbCA OOKYMEHTbI NO CTPOUTENLCTBY ONEPHOro TeaTpa?

3apauva 2. CornacHo UCTopuyeckom cnpaBku MeH3eHCKMIA 061acTHON ApamaTuyecKkuii TeaTp um. A.B.
JlyHayapcKoro Hayan cBoto paboTy Kak MNeH3eHcKkui Teatp (1793), noTom 6bin OpraHn3o- BaH
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MeH3eHCKNN HapoaHbI TeaTp (1896). B 1916 roay Ha basapHow naowaam MeH3bl 6bI10 OTKPbLITO

cneumanbHO NOCTpPoeHHoe 3aaHne «HapogHoro goma nm. mnepatopa AnekcaHgpa ll». Ha ero cueHe

00 2008 roga v urpan ceou cnexkTaknu MNenseHcknin Teatp. C 1917 roga cnekTaknu B 34aHNK TeaTpa
roToBMA APaMaTUYECKUI KPYKOK MM. bennHckoro. B 1918 rogy aApamaTtuyeckmin KpyrKOK M.
BennHckoro ctan HasbiBaTbCA [APHM30HHbLIN TeaTp. B okTAbpe 1920 roaa peweHnem MeH3eHCcKoro

ry6epHCKOro MCNONHUTENBHOTO KOMUTETA [l pamaTMyeckomy TeaTpy NPMCBOEHO MMA BbiBLLErO B Ty NoOpy

HapkomMmom npocseleHnn A. B. JlyHayapckoro. C MomeHTa inkBuaaumm MNeHseHckol rybepHum B 1928

rofly TeaTp HauyMHaeT NepexXmBaTb 3HaUUTE IbHble n3MmeHeHus. B 1939 roay obpasosaHa MeH3eHcKan
obnactb, MNeH3a cTaHoBMTCA 06/1aCTHLIM FOPOAOM, a TeaTp UM. A. B. JlyHayapckoro 06,1acTHbIM
TeaTpom. OpuMuUManbHOe Ha- 3BaHUE C TOM NOPbI A0 HACTOALLErO BPEMEHU HE MEHANOCH: [eH3eHCKMI
obnacTHolt gpamaTtu- yeckuii Teatp um. A.B. JlyHauapckoro. 2 sHBapa 2008 roaa B TeaTpe NPOM30LWEN

CUNbHbIN noxap, KOTOprﬁ NPaKTU4YeCKN NONTHOCTbKO YHUYTOXWN BHYTPEHHUE KOHCTPYKUWNK €ro 34aHuA,

OCTaBMB OZHWN BHELWHWNeE CTeHbl. B dDEBpaJ'Ie-MIOHe 2008 . cropesLlee 34aHuUe TeaTpa 6b1710 NO/IHOCTbIO

cHeceHo. [epBoe BbICTYNIEHNE B HOBOM 34aHMM cocToanock 5 mapTa 2010 roga. YTouHUTe GOHA0BYIO

NPUHAANEKHOCTb aPXMBHbIX AOKYMEHTOB TeaTpa. CKo/bKo GOH- A0B HY}KHO CO3/4aBaTb B 4aHHOM
C/nyYyae: OANH OCHOBHOM, AiBa, HECKO/IbKO, 06beanHeHHble poHAbI? BO3MOXKHO, Y BacC eCTb BapMaHTbl.

JOoKaxuTe CBOK TOUKY 3peHMA, ONMPAACb HA 3HA- HUA NpPaBun (I)OHAVIpOBaHMFI APXUBHbIX AOKYMEHTOB.

IIK-23- B1ageHHeM HABBIKAMM Y4YeTa M o0ecrevyeHHs COXPAHHOCTH IOKYMEHTOB B apXuBe

62




CTPYKTYpHbIN
anemeHT
KOMMETEeHL MM

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

3HaTb

- HOPMaTMBHbIE JOKYMEHTbI, OTpaKatowme
NPUHLMMbI, METoAbl U HOPMbI 0becnevyeHus
COXPaHHOCTH, yYeTa AOKYMEHTOB B apxuBe

[IepeueHp TEOPETUUECKUX BOIIPOCOB K IK3aMEHY:

bl

3apaun n GyHKUMM ApXnBa LOKYMEHTOB MO JIMYHOMY COCTaBY.

Mpasa ApxmnBa 4OKYMEHTOB NO MYHOMY COCTaBy.

CoBpemeHHOe COCTOAIHUE B CUCTEME apXMBHOMO XPaHEeHUA AOKYMEHTOB MO JIMYHOMY COCTaBy.
MopAaaoK npoBedeHUA 3KCNepTU3bl LEHHOCTU AOKYMEHTOB MO JIMYHOMY COCTaBy Ha pasHbIX
3Tanax Aesonpon3BoacTBa.

KomnneKkroBaHWe apxvBOB NO AMYHOMY cocTaBy. NCTOUHMKM KOMNNEKTOBAaHMA apXuBOB MO
JIMYHOMY COCTaBy.

MoaroToBKa 4OKYMEHTOB MO IMYHOMY COCTaBY K apXMBHOMY XpaHeHuto. PopmumpoBaHue aen no
JINYHOMY COCTaBy ANA Nepesayn B BEAOMCTBEHHbINA apXumB.

OpraHusauma NoAroTOBKM K apXMBHOMY XPaHEHUID U apXMBHOE XpaHeHue pasHbIX BUAOB
[OKYMEHTOB MO IMYHOMY COCTaBy (MPUKasbl MO JIMYHOMY COCTaBY, JIMYHbIE KAPTOUKM, IMLEBbIE
CYeTa, PerucTpaUmMOHHbIE KHUTU).

YmeTb

- NPUMEHUTb Ha NPaKTUKE 3HaHWA 0 NpaBuaax
obecneyeHnn COXPaHHOCTH, y4eTa AOKYMEHTOB B
apxuse

MpumepHble NPaKkTUYeCKMe 3a4aHnNA A1a SK3ameHa:

1. Kakune oTHOLWEHUA ABNAIOTCA NPeAMETOM peryanposaHua PeaepanbHoro 3akoHa «06 ap- XMBHOM

nene B Poccuiickoit Pepepaummn» ot 22 oktabpa 2004r. Ne 1257

OTBeT:

2. KaKkue oTHOLWEHWSA ABASIOTCA NpeaMeToOM peryMpoBaHusa 3akoHa MNeHseHckon obaactm «06

apxusHom gene B MNeH3eHcKol obnactmu» ? OTBeT:
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OueHoYHble cpeacTsa

3/1eMEHT MnaHupyemble pe3ynbTaTbl 06yYeHus
KOMMeTeHL MK
Bnagetb - HaBblKaMK yyeTta 1 obecneyeHns COXPaHHOCTH PewwnTsb Keic

[OKYMEHTOB B apxuBe

3afaua 1. [lelicTBytollee B HacTosiLLee Bpems akumoHepHoe obulectso «MeH3actpoii» (OAO

«MeH3acTpoit») yupexageHo B 1992 roay Ha 6ase TeppUTOpPMaNbHOrO CTPOUTENLHOTO 06be-ANHEHURA

(TCO) «MNeH3acTpoli» — npaBonNpeeMHMKa raBHOro yNpaBAeHNUA No CTPOUTENLCTBY B [leH3eHCKOM
obnactu - «naBneHsactpon» MuHtoctcTposi CCCP. YTouHuTe GOHA0BYIO NPUHALANIEIKHOCTb apXmB

HbIX

AOKYMEHTOB aKUMNOHEPHOTIo O6LLI,€CT-Ba. CKoNbKO d)OHLI,OB HYXHO CO34aBaTb B aHHOM C/y4yae: OguH
OCHOBHOW, ABa, HECKOJ1bKO, O6'be,£],VIHEHHbIe d)OHLI,bI? Bo3moXHO, y Bac ecTb BapuaHTbl. [JOKa*knute cBoto

TOYKY 3peHUA, ONNPaACb Ha 3HAHNA NpPaBUn d)OH,CI,MpOBaHMFI dPXUBHbIX AOKYMEHTOB.

3afaya 2. AkumoHepHoe obuectso «lleH3acTpoi» B3s10 Ha ceba 0653aHHOCTM NO OKOHYAHULO

CTPOUTENIbCTBA MHOTOKBAPTUPHbLIX 4OMOB A/1A A0/bLUMKOB 06aHKPOTUBLLENCA FPYNMbl KOM-NAHWIA
«MoBomKbe» B T. MNeH3e. YToUHUTE GOHAO0BYIO NPUHAANEKHOCTb aPXMBHbIX LLOKYMEHTOB — HAy4YHO-
TEXHUYECKOMW, NPOEKTHON AOKYMEHTALMM HA CTPOUTENBbCTBO YNOMAHYTbIX 40MOB. OHM BOMAYT B GOHAI

APXMBHbIX JOKYMEHTOB rpynnbl KOMmnaHui «Mosonxbe» nan OAO «lMeH3acTpon»?

MK-24- BJIAICHUEM HABbIKAMMU OPraHu3alui CipaBOvYHO-IMIOMCKOBBIX CPEACTB H MCIIOJIb30BAHUA APXUBHBIX JOKYMECHTOB

3HaTb

- MpaBwna COCTaB/1EHNA CNMPaBOYHO-MOUCKOBbIX
cpeAacts

Hepeqeﬂb TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

Haquo—cnpaBqublﬁ annapaTt K apXmuBHbIM JOKYMEHTAM MO IMHHOMY COCTaBy.
CocraBneHue apXVIBHOﬁ OMNMncn No TIM4YHOMY COCTaBy.

ABTOMaTM3MpOBaHHbIﬁ HayLIHO-CI'IpaBO‘-IHbIVI annapat apxmseosB NO JIMHHOMY COCTaBy.
OpFaHM3aLI,MFI MCNONb30BaHNA aAPXUBHbIX OOKYMEHTOB MO JIMYHOMY COCTaBy.

PwwnNpeE

dopmbl
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MCNo/Ib30BaHWNA AOKYMEHTOB.
5. TMopAagoK M CPOKKU UCMOJIHEHUA COLMANbHO-MPABOBbIX 3aNPOCOB.
6. OpraHuszauma coTpyaHU4YecTBa apXMBOB C HOPUAMYECKMMU U OU3NYECKUMKU NNLAMWU O
NCMNO/Ib30BaHMIO aPXUBHbBIX AOKYMEHTOB MO AMYHOMY COCTaBY.
7. Y4eT Mcnosib30BaHUA APXUBHbBIX LOKYMEHTOB NO IMYHOMY COCTaBy.
YmeTb - NpousBecTM oTbop NUTEepPaTypbl, apXMBHbIX MpuMmepHble NpaKTUYeCKMe 3a4aHUA 414 SK3aMeHa:
OOKYMEHTOB Ha 3aZlaHHYO TEMY; CAMOCTOATENbHO
paboTaTb C Pa3ANYHBIMUN UCTOYHMKAMMU
MHGOPMaLK; NOHNMATD, aHANN3NPOBaATb U 1. YKaxute Homep ctatbn PeaepanbHoro 3akoHa «06 apxuBHom aene B Poccuiickon dege- paumm» ot
u3naraTb MHGopmaLyio 22 oKTAbpna 2004r. Ne 125, KoTopas pacKkpblBaeT NOHATUE KAPXMBHOE Ae/10 B Poccuii- CKol
depepaunn». 22 OTBeET:
2. YKaKuTe Homepa rnasbl, cTaTbM 3aKkoHa lMNeH3eHcKol obnactn «06 apxmBHOM aene B [eH- 3eHCKoM
061acTM», KOTOPas PacKpbIBaeT NOHATME «apPXMBHbI GpoHA MeH3eHCKo obaacTuy.
OTBeT:
Bnapgetb - HaBbIKOM MCMOJIb30BaHUA U OpraHM3aLLUm PewnTb Kelc

NHPOPMALMOHHBIX TEXHOIOMMIA B MOUCKE
HPOPMaLMK, UCNONb30BaAHNA NPaBOBbIX 6a3
OaHHbIX NpU coctaBaeHnn bubanorpaduyeckoro
M apXxMBHOTo 0630poB

3apava 1. O6LwecTBO € OrpaHNYEHHOM OTBETCTBEHHOCTHIO MPOM3BOACTBEHHO-KOMMepYecKaa dprupma
«Tepmogom» (000 MNOK «Tepmogom»), umeroLLan topuanyecknin agpec: MNeHseHcKkas 0b6aacTb,
MeH3eHCKM paiioH, c. 3aceyHoe, ya. PagykHas, 1-32, Kopnyc 2, 5-biit MUKpopaoH TepHOBKK, UMmeeT
¢éunman B r. 3apeyHom. 20 YTouHUTE GOHAOBYIO NPUHAANENKHOCTb aPXMBHbIX OKYMEHTOB Ppuanana
obuwectBa. CKoNbKo GOHA0B HYXKHO C034aBaTb B laHHOM C/lydae: 04MH OCHOBHOWM, ABa, 06beaMHEHHble
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¢boHAbI? BO3MOXKHO, y Bac ecTb BapMaHTbl. [lOKaXKMTe CBOI TOUYKY 3PEHUS, ONUPAACL Ha 3HAaHWA NPaBUA
$OHANPOBAHNA APXMBHDBIX JOKYMEHTOB.

3agauva 2. Ha npeanpuaTMK CKOPOMOCTMXHO CKOHYacA nepeaoBon paboTHUK MN.C.MBaHOB (paHHsASA
CMepTb B pe3ynbTaTe HENPOAOMIKUTENBbHOM 60NE3HU). Y HErO HET HUKOTO M3 POACTBEH- HMKOB. Ha
obLwem cobpaHMmM TPyL0BOro KOEKTUBA OblIO BbIHECEHO PELIEHNE COXPAHUTb LOKYMEHTDI,
ny6aunkaumm, ¢oto, BUAEO, U Ap. (AOKYMEHTbI IMYHOTO NPOUCXOXKAEHUA), T.K. OHU NPEACTaBAAIOT
HayYHYIO U KYNbTYPHYIO LLEeHHOCTb /18 npeanpuatus. Bece ato 6bii10 6epexHo cobpaHo apy3bamu
NMOKOMHOTO M NepeAaHo B apxmMB NPeanpuATUA. B KoHLe fen10onpo-n3BoACTBEHHOIO roga Ty4a e
NOCTYNWAM INYHAA KapToYKa pPaboTHMKA, ero TPyA0Bas KHUXKKA BMeCTe C APYrMMK CAaBaeMbiMU B
apXvB SOKYMEHTaMM NO IMYHOMY COCTaBy. YTo4HUTE GOHAOBYIO NPUHAAIEKHOCTb aPXMBHbIX
nokymeHToB UN.C.MBaHOBa. CKO/IbKO POHAOB HYXKHO CO34aBaTb B JaHHOM C/ly4ae: OAWH, ABa,
o6beanHeHHble GoHAbI? BO3MOXKHO, ¥ BaC eCTb BapmaHTbl. [lOKaxKunTe CBOKO TOUKY 3peHUA, ONUPaAcb Ha
3HaHUA Npasua GOHANPOBAHUA APXUBHbIX JOKYMEHTOB.

ITIK-27- ¢cnoco0HOCTHI0 NPMHUMATH y4YacTHe B padoTe 10 NPOBeIEHNI0 IKCNePTH3bl LEHHOCTH JOKYMEHTOB

3HaTtb

- OCHOBHbI€ 3Tanbl, NOPAAOK NpoBeOEHNA
9KCNEepPTU3bl LEHHOCTN JOKYMEHTOB B
COOTBETCTBMUN C HOPMATUBHbIMU OOKYMEHTAMU

Ilepeyenn TeopeTHYeCKMX BONMPOCOB K IK3aMEHY:

1. OpraHu3auma NOArOTOBKM K apPXMBHOMY XPAaHEHWIO WM apXMBHOE XpaHeHWe pasHbiX BUAOB
AOKYMEHTOB MO IMYHOMY COCTaBy (MPUKasbl MO AMYHOMY COCTaBY, IMUHbIE KAPTOUKK, INLEBbIE
cyeTa, PerucTpaLMoHHble KHUMM).

MopsaAoK GopMMPOBAHMA INYHOTO AENa.

MopAAoK nepeaayn Aen no AMYHOMY COCTaBy B BEAOMCTBEHHbIV apXuB.

TpeboBaHMA K COCTaBNEHMIO OMMUCK AeN NO AMYHOMY COCTaBYy.

MOpPAAOK YHUUTOMKEHNA apXMBHbIX KaAPOBbIX 4OKYMEHTOB C UCTEKLUMM CPOKOM XpaHeHUs.

ke wnN
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aNemeHT MnaHnpyemble pesynbTaTbl 06yYeHUn OueHouHble cpeacTsa
KomMmneTeHuunm
6. OpraHusauma yyeTa LOKYMEHTOB MO JIMYHOMY coOcCTaBy. CMCTeMa YYeTHbIX AOKYMEHTOB, MX
uenesoe HasHayeHue. OCOBEHHOCTM yyeTa AOKYMEHTOB MO JIMYHOMY COCTaBy B apxmBax
OpraHM3aLnii U rocyaapCTBEHHbIX apXmMBax.
YmeTb - Pa3rpaHNYnNTbL AOKYMEHTbI MOCTOAHHOTO, MpumepHble NpakTUYecKue 3aaaHnA ANA dK3aMeHa:
BPEMEHHOro CPOKa XpaHeHUA, nogaexalime
1. YKaxute Ha3BaHue cTaTbn PenepanbHoro 3akoHa «06 apxuBHom gene B Poccninckort ®e- aepaunn»
YHUYTOXEHUIO
OT 22 oKTA6pa 2004r. Ne 125, B KOTOpOIM onpeaensatoTca NoJHOMOUYNA cybbekToB Poc- cuiickoi
denepaunn n MyHUUMNANbHbIX 06pa3oBaHNI B 061aCTU apXMBHOTO Aena
OTserT:
2. YKaxKuTe Homep 1 HasBaHue cTaTbn GegepanbHoro 3akoHa «06 apxuBHOM aene B Poc- cUMCKo
depepauun» ot 22 okTAbpAa 2004r. Ne 125, koTopas onpenenseT coctaB ApxmsHoro ¢oH- aa
Poccuiickoit ®epepaumm OTBeT:
Bnagetb - HaBbIKAMW OOKYMEHTUPOBAHUA NPOBEAEHUA PewwnTb Kelic

9KCNEepPTU3bl LEHHOCTN OOKYMEHTOB

3agaya 1. B 2010 roagy ctpouTesibHble rpynnbl KOMNaHWi «MoBoaxkbe» ob6aHKpoTUAMCL. Ha Bpems
nposeaeHWsa npoueaypbl 6aHKPOTCTBA OblNa CO34aHA BpeMeHHaa agMUHUCTPaLMSA, BbipaboTaBsLuan
onpeaeneHHble LOKYMEHTbI. YTOUHUTE GOHAO0BYIO NPUHAANENKHOCTb aPXMBHbBIX OKYMEHTOB,
06pa30BaBLUMXCA B NpoLiecce paboTbl BpeMeHHOM aAMUHUCTPALUN. CKONbKO GOHA0B HYKHO CO34aBaTb
B 4aH- HOM Cay4yae: OguH, ABa, 06beanHeHHble POHAbI? BO3MOKHO, Yy Bac eCTb BapMaHTbl. [JoKaXu- Te
CBOIO TOYKY 3pE€HMA, ONMPAACL HA 3HAHWUA NPaBUA GOHAMPOBAHUA APXMBHbBIX LOKYMEHTOB.
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3apaua 2. K npasgHoBaHuio 300-neTus r. MeH3bl 04HO U3 BeAyLWMX NpeanpuaTuii NoAroToBuIO
KO/ITEKLUMIO AOKYMEHTOB, CBUAETE/IbCTBYIOLLMX O AOCTUNKEHUAX KONNEKTUBA. [To3aHee KoeKkuus bbina
NPUHATA Ha XpaHeHWe B rocapxus. K npasaHoBaHmio 350-neTus r. NeH3bl rocapxms NOAroTOBMA HOBYIO
KONINEKUMIO IOKYMEHTOB, CBUAETE/NbCTBYIOWMX O AOCTUHKEHMUAX KONNEKTUBOB MeH3eHCKoM obnacTy,
KyZa BOLUN HEKOTOPbIE AOKYMEHTbI N3 KOANEKLUUM YNOMAHYTOrO NpeanpuAaTna. BosmoXKHo aun
nepedoHaMpPOBaHME AOKYMEHTOB, BOLEALINX B HOBYHO KONEKUMIO? [lOKaXKUTe CBOKO TOUKY 3peHMUS,
ONMpancb Ha 3HaHUA NPaBu POHANPOBAHUA APXMBHbBIX AOKYMEHTOB.

IIK-28- BJIAJICHUEM HaBbIKaMH Y4Y€Ta U o0ecneyeHu COXPAHHOCTH TOKYMEHTOB B apXuBe€

3HaTb

- HOPMaTUBHblE AOKYMEHTbI, OTpaXatuwune
npuHUUNbl, METOAbI U HOPMbI obecneveHus
COXPaHHOCTHU, y4eTa JOKYMEHTOB B apxuse

Hepeqeﬂb TECOPETUHICCKHUX BOIIPOCOB K IK3aMCHY:

1. TMOpPAAOK YHUUTOMEHWNA apXMBHbIX KaApPOBbIX JOKYMEHTOB C UCTEKLLMM CPOKOM XpaHeHUs.

2. OpraHusauma ydyeTa OOKYMEHTOB NO AMYHOMY cocTaBy. CMCTEeMa YYeTHbIX AOKYMEHTOB, WX
uenesoe HasHayeHue. OCOBEHHOCTVM y4yeTa AOKYMEHTOB MO JIMYHOMY COCTaBy B apXmBax
OpraHuM3aLmii U rocyAapCTBEHHbIX apXMBaXx.

3. Mcnonb3oBaHWe aBTOMATU3MPOBAHHbIX TEXHOIOMUI yUYeTa apXMBHbIX AOKYMEHTOB NO ANYHOMY
cocTasy.

4. YcTpoWcTBo M 060pyaoBaHME apXMBOB MO IMYHOMY COCTaBY B OpraHM3aLMAX U apX1Bax.

5. ®dakTopbl paspylwleHrsa AOKYMEHTOB Mo ANMYHOMY cocTaBy. KOHTPOAb Hannuua U ¢GpuUsnYecKoro
COCTOAHMA AOKYMEHTOB MO IMYHOMY COCTaBy.

6. Oco6eHHOCTH yyYeTa M COXPaHHOCTU AOKYMEHTOB MO IMYHOMY COCTaBy M NOPAAOK UX Nepenaum
Ha XpaHeHWe B C/ly4Yae MKBUAALMM IOPUANYECKOrO nLa.
7. OpraHu13auma 3aWmTbl apPXMBHbIX AOKYMEHTOB MO JIMYHOMY COCTaBY OT HECAHKLMOHUPOBAHHOMO

Aoctyna.
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3/1EMEHT MnaHupyemble pesynbTaTbl 0byyeHus OueHouYHble cpeacTBa
KOMMeTeHL MK
YmeTb - NPUMEHUTb Ha NPAKTUKE 3HaHWA 0 NpaBuaax MpMMepHble NpaKTUYecKne 3a4aHnNA ANA SK3ameHa:

obecneyeHns cOXpaHHOCTH, y4eTa JOKYMEHTOB B

apxuse
1. Kakue OOKYMeHTbI BXOAAT B COCTAB apXmMBHOro poHaa MeH3eHcKol obnactn?
OTBeT:
2. locypapcTBeHHan cOBCTBEHHOCTb Ha apXMBHbIE AOKYMEHTbI nogpasaendetca Ha OTeerT:
1. 2. 3.K
cobcTBeHHOCTM MNeH3eHCcKon 061acTM OTHOCATCA apXMBHbIE AOKYMEHTbl OTBET:
1. 2.

Bnagetb - HaBblKaMM y4yeTa 1 obecneyeHns CoOXPaHHOCTU PewnTb Kelc

[OKYMEHTOB B apxuse

3anaga 1. B 90-e roael B Hamiell crpaHe pe3Ko COKpaTuiach posKJacMOCThb U KaK CJIEICTBUE
CTaJIi IyCTOBAaTh JIETCKUE Ca/ibl. A BOT ILKOJIbI OBLIN MEPENOTHEHBI (HEKOTOPHIM MPUXOIUIOCH
paboTaTh B 2-€ CMEHBI). BBIX0/10M U3 CI0XKUBIIEHCS CUTYallMM CTalId y4eOHO-BOCIIUTATEIbHbBIE
koMmrIuiekchl (YBK) — moOpoBosibHBIE (HAa OCHOBE JJOTOBOPA MEXKIY CaJIOM U IIKOJION; MEXKITY
POAUTENIMU U aIMUHHUCTpaLel cafa) 00beJMHEHUS cajla U IIKOJIbI, PACTIOIOKEHHBIE B OHOM
JKUJIOM paiioHe. JleTtu ¢ yTpa npedbIBalid B TPYIIIHI AETCKOTO Cajia, Te MIKOJbHBIN yUYUTETh
IPOBOJIMII OecIIaTHO (Kak B IIKOJIE) yueOHbIE 3aHATHA. A BTOPYIO MTOJIOBHHY JIHS peOCHOK
IIPOBOAMII KaK B JIETCKOM cajy (3a AOMOJIHUTENbHYIO IUIaTy) — CHall, KyIlaj, TyJIsul 0o
PYKOBOJCTBOM BOCIUTATENS 10 NMPUX0Ja poauteneil. ECTh 11 ocHOBaHUA Ui CO34aHMsI HOBOTO
apxuBHoro ¢onna (YBK)? Jlokaxure cBOI0 TOUKY 3pEHHUsI, ONMUPAsCh HA 3HAHUS MPABUIT
(bOHIMPOBAHUS APXUBHBIX TOKYMEHTOB

JIIK-5- ¢cioco0HOCTBIO K CO0II0AeHUI0 TPeOOBAHMI K OPraHN3aluM KA/POBOTro 1eJ10NMPOU3BOACTBA U IOKYMEHTHPOBAHUIO TPYAOBbIX OTHOLLIEHHUIA,

XPAaHEHHIO JOKYMEHTOB 110 JIHYHOMY COCTABY
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CTPYKTYpHbIN

aNemMeHT MnaHupyemble pe3ynbTaTbl 06yYeHUA OueHouHble cpeacTsa
KOMMeTeHLMn
3HaTb - 0OCHOBbI paboTbl € Kagposon AokymeHTaumen, 8 | [lepeyeHb TeopeTHYECKUX BONPOCOB K IK3aMEHY:
TOM umncie TpeOOBaHMSI K OpraHU3AINH
KaJpOBOI'O AEIONPOU3BOCTBA U 1. Kapgposas p,OKyMGvHTaLI,VIH M €€ pasHOBMAHOCTU. 3HAYEHNE AOKYMEHTOB NO JIMYHOMY COCTaBY B
. CUCTEME KapOBOWN AOKYMEHTALUM.
JOKYMEHTHPOBAHUIO TPYIOBBIX OTHOLIEHUH, &
2. [JOKyMeHTbl N0 IMYHOMY COCTaBYy 4OTOBPEMEHHOMO M KPAaTKOBPEMEHHOIO CPOKOB XpPaHEeHMUA.
TaK e XpaHCHUIO JOKYMCHTOB I10 JITTHOMY 3. [paBoBble OCHOBbI OpraHM3aLmm paboTbl Apxnea No IMYHOMY COCTaBY.
COCTaBy 4. WcTtopua popmmpoBaHMA KagpoBOM AOKYMEHTALMM N OpraHM3aLUmna eé xpaHeHuns B Poccuu.
5. CogaepxkaHue npumepHoro MonoxKeHns O paioHHOM (ropoackom) ApxvBe [LOKYMEHTOB MO
JINYHOMY COCTaBy.
6. 3agaum u PyHKUMKM ApXMBa LOKYMEHTOB NO IMYHOMY COCTaBY.
YmeTb - OpraHu3o0BaTb KaZ4poOBOE Ae/10NPOM3BOACTBO, MpumepHble NpaKTUYeCcKMe 3a4aHUA AN1A SK3aMeHa:

XpaHeHWe KaapoBOM LOKYMEHTALMUU U
opraHu3oBaTb COOTIOICHUE TPeOOBAaHUMN K
OpraHu3aIy KaJpoBOro JIEJI0NPOU3BOJICTBA U
JIOKYMEHTHPOBAHUIO TPYIOBBIX OTHOIICHHH,
XPaHEHHUIO JTOKYMEHTOB M0 JTUYHOMY COCTaBYy

1. YKaxute Homep ctatbm PegepanbHoro 3akoHa «06 apxusHom aene B Poccuiickon de- aepaymm» ot
22 okTabpna 2004r. Ne 125, B KOTOpPOW NepeyncaeHbl YYpeKAEHNA, apXMBHbIE AOKY- MEHTbI KOTOPbIX
OTHEeCEeHbl K MyHMUUMNaabHoM cobcTBeHHOCTU. OTBET:

2. KeM ocyLLecTBAAETCA pelleHne Hay4HO-MEeTOAMYECKMX M NPAKTUYECKNX BOMPOCOB, CBA- 3aHHbIX C
3KCMNepTU30M LLeHHOCTU AOKYMEHTOB U BK/IOYEHMEM UX B cOCTaB ApxnBHoOro ¢poHaa MeH3eHCKoM
obnactn? OTBeT:

3. MoryT nn 6bITb NPMBATU3NPOBAHbI aPXMBHbIE AOKYMEHTbI, HAX0AALLMECA B rOCYAaPCT- BEHHOW UAK
MYHULMNANbHOM cobcTBEHHOCTU? OTBET:

4. HazoBuTe opraHbl, KOTOpble OCYLWEeCTBAAKT rocy4apCTBEHHOe ynpaBaeHne ap- XMBHbIM Ae/10M.
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CTPYKTYpHbIN
anemeHT
KOMMETEeHL MM

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

OTBeT:
B Poccuitckon ®epepauum - B [NeH3eHCcKomn obnactm —
B MYHULMMNA/IbHbIX 06Pa30BaHMAX —

5. KakoBbl NoNHOMOYMA 3aKoHoAaTeNbHOro cobpaHus MNeHseHcKon o61acTy B chepe ap- XMBHOTO
nena? Oreet: 1.
2. 3. 6. B ybmn
NoJIHOMOYMA BXOAMT NpeacTaBneHune NeHseHcKon 061acTu B OTHOLWEHUAX € dpeae- panbHbIMM

OpraHamu rocyapcTBeHHOM BAaCTU, OCYLLECTBAEHNE MEpP MO peannsaumnm Ha Tepputopum MNeHseHcKom
0b1acT¥ rocyaapcTBEHHOM NOAUTUKM B chepe apXMBHOro gena’?
OTtBeT:

7. JokymeHTbl ApxunsHoro ¢poHaa PO, Haxoaawmecs B rocyfapcTBEHHOM cOBCTBEHHOCTU, NOCTOAHHO
XpaHaTca B 23 OTBeT: 1.
2. 3.
4.

8 . Kyaa nepefatotca OKYMEHTbI, OTHECEHHbIE K COCTaBy apxMBHOro ¢poHaa MeH3eHcKol obnactu, npu
npuBaTU3aLMM rocyAapCTBEHHbIX OpraHusaumin MeH3eHcKo obnactn?
OTtBeT:

9. YKaKuTe Homep cTaTbk GeaepanbHoro 3akoHa «06 apxmBHom aene B Poccuitckoit de-aepaumm» ot
22 oKTAbpna 2004r. Ne 125, KoTopas 3anpeLLaeT YHUUTOXEHUE AOKYMEHTOB ApxmMBHOro ¢poHaa PO.
OrtgeT:

10. MNepeuncante oCHOBHblEe KnaccudPuKaunoHHble eanHMLbl ApxmBHoro ¢poHaa Poccum OTBeT:
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CTPYKTYpHbIN
anemeHT

KomneTteHuunn

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

11. MoryT v rocyaapCTBEHHbIE OpraHbl, OpraHbl MECTHOFO CaMoynpaBAeHUs, rocy4apCcTBEHHbIE U
MYyHUUMMNaNbHbIE OpraHM3aunm nepeaasaTb ob6pasoBaBLUMECA, B MPOLLECCe UX AeATeNbHO- CTU
OOKyMeHTbl ApxmBHoro ¢oHaa PP B mysen, bubanotekn, opraHnsaumm Poccuiickom akagemmm Hayk u
HerocygapcTBeHHble opraHu3aunn? OTeeT:

12.YKaxute Homep cTtatbn PeaepanbHoro 3akoHa «06 apxnusHom aene B Poccuiickont dege- paymm» ot
22 okTabpna 2004r. Ne 125, KoTopas yCTaHaB/IMBAET CPOKU BPEMEHHOTO XpPaHEHUSA JOKYMEHTOB
ApxusHoro ¢poHga PP go ux nepesaym Ha NOCTOAHHOE XpaHeHue.

OTserT:

13. Komy nepepaatotca 4OKYMEHTbI NO IMYHOMY COCTaBYy NPU peopraHM3almmn opraHa rocy- AapCcTBEHHOM
B/1ACTU, UHbIX rOCYAapPCTBEHHbIX OpraHoB MNeH3eHcKoi ob6nacTu?
OTBeT:

14. Komy nepegatoTca 4OKYMEHTbI MO IMYHOMY COCTaBY NPU IMKBUAALMM OpraHa rocyap- CTBEHHOM
BNACTU, UHbIX FOCYAaPCTBEHHbIX OpraHoB MNeH3eHCcKol ob6nacTu?
Ortger:

15. Kakune Bnabl OTBETCTBEHHOCTW yCTaHaBAMBaeT PegepanbHblii 3akoH «O6 apxMBHOM aene B
Poccuiickoit ®epepaumm» oT 22 oKkTAbpa 2004r. Ne 125 3a HapyLweHWe 3aKoHO4aTeNbCTBA 06 apXMBHOM
nene s PO 1.
2.
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CTPYKTYpHbIN

anemeHT MnaHnpyemble pesynbTaTbl 06yYeHUn OueHo4Hble cpeacTsa
KomMmneTeHuunm
3.
Bnapetsb - CITOCOOHOCTBIO K cOOM0IeHHI0 TpeOoBanuii | OTBETUTbL Ha BONPOCH!

K OpraHu3aluy KaJpOBOro ACJIOIIPOU3BOACTBA
U JOKYMCHTHUPOBAHUTIO TPYJOBBIX OTHOMCHHﬁ,
XPAHCHUIO JOKYMCHTOB I10 JIUYHOMY COCTaBy

1.
2.
3.

Kakne AOKYyMeHTbl He0bX0AUMbI MPU KOMaHAMPOBaHUM paboTHMKa opraHmn3aunmn?
Kakue AOKYyMeHTbl HeobXxoauMbl Npu aTTecTaumm paboTHUKa?
KaKkne AOKYMeHTbl He0BX0AUMbI ANA OpraHU3aLmMmn npoueayp: HarpaxaeHna U HakasaHua?
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MCTOI[I/I‘IGCKI/IC YKa3aHusd 1o JUCHUIIIINHE «ApXI/IBBI JAOKYMCHTOB I10 JIMYHOMY COCTaBY» C UX
IIOMOIIBIO 06yqaloumec5{ oe3 Tpyada CIipaBiATCsA CO BCEMU KOHTPOJbHBIMH MECPOIIPUATHUSAMMU.

PA3JAE/J 1. IIOHATHE APXHUBOB II0 JIMYHOMY COCTABY U HX
HOPMATHUBHAA PETJIAMEHTALIUA

Tema 1. Cocmae 0oKymenmayuu, Xpanumoii 8 apxueax no JU4HOMy cocmagy

JIOKyMEHTBl 1O JUYHOMY COCTaBy - Ba)KHas COCTaBIIAIONIAs HAIMOHAIBHBIX
WH(GOPMALIMOHHBIX ~ pecypcoB cTpaHbl. [IpakTuyeckass BOCTpEOOBAaHHOCTh JTOr0 BHJA
JIOKYMEHTOB pEaJIM3yeTCs M0 IBYM OCHOBHBIM HarpaBjieHUsIM. Bo-niepBbIX, B IEJISIX COLUATBHO-
MPaBOBOM  3allUThl Tpa)kAaH IpU HUCHOJHEHHWHM COLMAIBHO-TIPABOBBIX  3alpOCOB O
MOJATBEPXKIICHUU TPYIOBOTO CTa)ka, pa3Mepax 3apabOTHOW IIIaThl, MPOXOXKICHUU CIYXKObI B
BOOPY’KEHHBIX CHJIAX, HarpaKJIECHUU TOCYJAPCTBEHHBIMH HArpajgaMyd M MPUCBOEHUU MOYETHBIX
3BaHUil U T.1. BO-BTOpBIX, NIpU NMPOBENEHUN HAy4YHBIX HMCCIEAOBAaHUN B 00JACTU COLMAIBHOU
UCTOPUHU - KYJIbTYPOJIOTHYECKHX, COLUAIbHO-IeMOrpapuuecKkux, UCTOPUKO-OHOrpaduuecKux,
TE€HEATOTHYECKUX, COLIMOJIOTUYECKUX, TTOJIUTOJIOTHYECKUX U TIP.

CornacHo @3Ne 125 2004 r. «O6 apXuBHOM Jieie» CT. 3 M.3 «IOKYMEHTHI MO JUYHOMY
COCTaBY» — 3TO apXWBHBIC JIOKYMCHTBHI, OTPA)KAIOIIME TPYAOBbIC OTHONICHHS DPAOOTHHKA C
paboToaaTeiem.

K noxymeHTam no JMYHOMY COCTABY, UMEKIIHUM [10JITOBPEMEHHBbII CPOK XpaHeHHs,
OTHOCSITCSH:

1. pacnopaguTesibHble OOKYMEHTbl (MPUKasbl, PacnopaXKeHWsA, 3arnucku, 3amMeHsowue
MpWKasbl N0 JIMYHOMY COCTaBY, MOCTAHOB/IEHUA O MPUEME, YBOJbHEHWUM, NepemMeLLeHUN, NOOLLPEHUH,
npemmnpoBaHUM paboTHUKOB U Ap.).;

2. yyeTHble [AOKYMEHTbI: CMUCKU /IMYHOTO COCTaBa, B TOM 4MCAEe CNUCKU PaboTHMKOB,
3aHATHIX HA NPOM3BOACTBE C BPpeAHbIMU YCNOBUAMM TPYAA;

3. andaBWTbl NPUKA30B MO IMYHOMY COCTaBY;

4, KapTOYKM MO y4eTy IMYHOrO COCTaBa, B TOM YMC/e BPEMEHHbIX paboTHMKOB (popma T-2);

5. NIMYHble Aena COTPYAHWKOB (B TOM uuMciae AMYHble Aena /ML, NPeACTaBAeHHbIX K

NPUCBOEHUNIKO NOYETHOro 3BaHWA, aTTeCTauMoOHHble Aena, Aesla KOMaHAHO-Ha4YanbCTByHOWEro w
NOZINTUYECKOIO COCTaBa, NePCOHa/IbHbIE p,ena);

6. NmueBble cyeTa paboTHUKOB MO 3apaboTHOW NaaTe (B TOM YMc/ie Tabynarpammbl, NpU UX
OTCYTCTBMM NOANEKAT ONUCAHMIO pacyeTHble BEAOMOCTM Mo 3apnaate);

7. aKTbl O HECYACTHbIX CAy4YasX, CBA3AHHbIX C NPOM3BOACTBOM,;

8. OOKYMeHTbI 06 aTTecTaumm u TapuduKauuy;

9. Tabenu n Hapagbl paboTHUKOB BpeaHbIX Npodeccuis;

10. TPYAOBble A0OroBOpPbl (KOHTPAKTbI), TPyAOBble COralleHus, He Bolwegline B COCTaB
JINYHbIX en, TPYLOBble A0rOBOpPbI (KOHTPAKTLI), TPYAOBbIE COrNaLLeHWs, 3aMeHsAoWME INYHbIE AeNa;

11. NPOTOKO/bI 3acefaHulii KOMUCCUIA MO YCTAaHOB/IEHUIO TPYAOBOrO CTaXKa A4S BbINAaThl
HagbaBKM 3a BbIC/YTY NET;

12. AOKYMEHTbI (MpeAcTaBaeHUs, X04aTalncTBa, XapaKTepUCTUKK, aBTobuorpadmm, BbINUCKM

n3 pELUEHVIljl, NMOCTAHOB/IEHUIN U ,u,p.) O npeacraBieHnn pa6OTHI/IKOB OpraHn3aunm K HarpaxXaeHuro
rocygapCrBeHHbiMU U BEAOMCTBEHHBIMU Harpagamum, npucBoOeEHUO 3BaHMﬁ, NPUCYXKOEHUNIO I'IpeMMﬁ,'

13. CMUCKM PAabOTHMKOB, YXOAALLMX HA IbFOTHYHO NEHCUIO;

14. LWUTaTHble PAcCTaHOBKM;

15. KHUMM (KapTO4YKK) yuyeTa npuema, nepemelleHns (nepesosa), yBosibHEHNA pabOTHMKOB.
16. HeBOCTpeboBaHHbIE NIMYHbIE [AOKYMEHTbl paboTHMKOB (TPYAOBble KHUXKKM, BOEHHble

6u1neTbl, CBUAETENLCTBA O POXKAEHUU, 06 06pa3oBaHMM, AUNIOMbI, aTTecTaTbl U A4p.).

Cpok XpaHeHUs YKa3aHHBIX JOKYMEHTOB B cOOTBETCTBUU ¢ [lepeunem — 75 ner.

Kpome Toro, K Juic Takke OTHOCST:

1. B npeacrtaBuUTE/IbHbIX OpraHax B/1aCTU U MECTHOro Camoynpas/sieHUA: nNepCoHa/ibHble
KAapPTO4YKU y4eTa AEeNYTATOB;
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2. B CE/IbCKUX aIMUHUCTPALINAX: JIOMOBbIE KHUIM /1A MPONUCKN FpaxkaaH;

3. Ha NpeanpUATUAX CENbCKOTo X03ANCTBA: KHUIMM yYeTa Tpyda U pacyeToB ¢ paboTHMKamu;

4, B HEroCyapCTBEHHbIX OpraHM3aUMaX, Ha NPeanpPUATUAX, HE ABAAIOLLMXCA UCTOYHUKAMMU
KOMMJIEKTOBAHUA: NMPOTOKOJbI 06LWMNX COBpaHnit yupexaeHnii, akUMoHepoB, PabOTHMKOB, peLuaBLInX
KagpoBble BONPOChI;

5. B KOMUTETax, oTAenax agMUHUCTPaALUUM TropoaoB, PanoHOB Mo 06pa3oBaHMIO:
AOKYMeHTbI NO NaTPOHUNPOBAHUIO U ONeKe,;
6. B UEHTpPpaxX 3aHATOCTUM HaceneHna w“nu MUrpaymnoHHbIX cny)K6ax: N4Hble Aena

6e3paboTHbIX, KAPTOUKM yyeTa N 0b6cnenoBaHNA BeXKEHLUEB U BbIHYXKAEHHbIX MepeceneHLes.

Takum 00pa3oM, apXHMB IO JHYHOMY COCTaABY — CaMOCTOSITEILHOE YUPEKACHUE WU
CTPYKTYpHOE TOJpa3efieHue YUpEeKICHUS, OCYIIECTBISIONIEE KOMIUIEKTOBAHHUE, XPAaHEHHE,
YUY€T U UCII0JIb30BAaHUE JOKYMEHTOB 110 JIMYHOMY COCTaBY.

[Ipy nUKBUAALKMK HEroCyJapCTBEHHBIX OpraHu3aluid, B TOM YHCJIE B pe3yibTare
0aHKpOTCTBA, OOpa30BaBIIMECS B IMPOLECCE HUX JEATEIbHOCTM U BKIIOYEHHBIE B COCTAaB
ApxusHoro ¢honaa PO 1o0KyMeHTHI 110 JINYHOMY COCTaBY, a TAK)KE apXUBHBIE TOKYMEHTBI, CPOKH
BPEMCHHOI'O XpaHCHHA KOTOPBIX HC HCTCKIIM, NCPCAArOTCA JII/IKBI/IIIZIHPIOHHOIZ KOMHUCCHEH
(IMKBUIATOPOM) UM KOHKYPCHBIM YIPABISIOIIUM B YHOPSAOYCHHOM COCTOSIHUU HA XpaHEHHE B
COOTBETCTBYIOIIMM TOCYJAAPCTBEHHBIM WM MYHULUIAIBHBIM apXUMB HAa OCHOBAaHHUU JOTOBOPA
MEXy JUKBUAALUWOHHOW KOMHUCCHEH (JIMKBHIATOPOM) WM KOHKYPCHBIM YIPAaBISIOLIUM U
rOCyIapCTBEHHBIM WJIM MyHHUIIMIIATIEHBIM aPXHUBOM.

[Ipu 3TOM NMKBUAALIMOHHAS KOMHCCUS (JIMKBUAATOP) WM KOHKYPCHBIN YIPABIISIOLINN
OpPraHHU3yIOT YHOPSAIOYECHUE apXUBHBIX JTOKYMEHTOB JIUKBUIUPYEMOM OpraHu3aluy, B TOM YUCIie
OpraHu3aIiy, TUKBUANPYEMOH B pe3yabTare 6ankporcTBa (4. 10 cr. 23 3akoHa 00 apxuBe).

Opranu3zanusam (He3aBUCUMO OT POpPM COOCTBEHHOCTH ) PEKOMEH/IYEeTCS BKIIIOYAaTh B CBOU
YCTaBbI (HOJ'IO)KCHI/HI) CIICIIUAJIBHBIC ITYHKTBI. B #ux JOJIDKHBI OLITH IMPOINHCaHbl BCEC BOIIPOCHI,
Kacarollyecss ydera M COXPAHHOCTH JIOKYMEHTOB IO JIMYHOMY COCTaBy M CBOEBPEMEHHOMH
nepeJavyy X Ha XpaHEeHUe B cllydae JIMKBUAALMH IOPUINYECKOro JINIIA.

Ecnu pa3zbupatb 0cOOEHHOCTH apXMBOB IO JIMYHOMY COCTaBY MPEANPHUATUN, TO CIEayeT
YKa3aTb, 4TO J[J€jJIa ITOCTOAHHOIO MW JOJTOBPEMCHHOI'O XPAaHCHHA, BKIIIOYAA IOKYMCHTBHI I10
JUYHOMY COCTaBY, NEpPEJAlOTCs B apXUB OpraHU3alliy He MO3Hee YeM Yepe3 TPU rofia mocie ux
3aBepUICHUs B JeI0Npou3BoACcTBe. Jlena nepenaBaiite no rpaguky, yCTaHOBJICHHOMY apXHBOM.
OH noymkeH OBITh COTJIACOBAH C PYKOBOJIUTENSIMU CTPYKTYPHBIX HOJpa3/eIeHUl U yTBEpXKIeH
pykoBoauTeneM opranuszanuu. CraTouHble OMUCH JeN JUId UX MEpelavyd B apXHUB COCTaBIISIET
CTPYKTYpPHOE IoJIpa3/ieieHne (KaapoBas ciayx0a) B Tpex dK3eMILIApax.

ApXuBBI 1O JIMYHOMY COCTaBy, B TOM YHCJE€ MOTYT MpEACTaBIATH co00il apXuB
AJIEKTPOHHBIX JOKYMEHTOB. J[1s1 3¢(ekTuBHOrO norcka MHGOpMaIK MPUEMIIEMBIM pEIIEHUEM
BBICTYNaeT OUM(]pOBKa, CKaHWPOBaHME OYMa)KHBIX OPUTHMHAJIOB JHYHBIX nen. [IpukazoB mo
JUYHOMY COCTaBy M T.A. B cBOl ouepenp, mepegaya B apXUB 3JIEKTPOHHBIX KaJpOBBIX
JOKYMEHTOB HMMeeT psi ocobeHHocTeil. Eciu cTpykTypHOe mojpasaeneHue mepefaer Ha
XpaHEHHE B apXUB OPraHU3ALUH JIEKTPOHHbIE TOKYMEHTHI, TO MPOLEypa Mepeadyn COCTOUT U3
CJIETYIOIINX TAIOB:
npoBepKn ¢M3VILIeCKOI'O COCTOAHUA HOCUTENEN 91IEKTPOHHbIX AOKYMEHTOB,
3aNNUCU INNEKTPOHHbIX JOKYMEHTOB Ha MallUHHble HOCUTENHN,

NnpoBepPKU KayecCTBa 3anncu,;
NPOCTaBAEHUA apXMBHbIX LUINGPOB Ha eANHULLIAX XPaHeHUsA (Ha dyTaapax);

5. ONMNCaHWA 3NTEKTPOHHbBIX AOKYMEHTOB U NOATOTOBKU KOMMNNEKTA COI'IpOBOLI,VITGI'IbHOVI
nHbopmauum (B T. Y. COCTaBIEHMA ONKUCH).

CoTpyIHUK apxuBa NPUHUMAET KaXKJI0€ [0 B IPUCYTCTBUM COTPYIHHKA KaJpOBOMH
CITYXKOBI.

[IpuMepoM crienuaau3upOBAHHOIO YUYPEKIACHUS — apXUBa 110 JIMYHOMY COCTaBY MOXKET
MOCITYXHUTh JACATEIBHOCTh ApxuBa KanpoBoil mokymeHntanuun CAO (MockBa). DTOT apxuB
KaJpOBOH JIOKyMEHTAIIMK OCYLIECTBISECT XpaHEHUE OTHOCSIIUXCS K €ro NMpo(uiIo JOKYMEHTOB
ApxuBHoro ¢onna MoOCKBBI B COOTBETCTBUU CO CPOKAaMH, YCTAHOBJIEHHBIMH JIE€HCTBYIOIIUM

PwnNE
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3aKOHOJIaTEJIbCTBOM. B cocTaB JOKYMEHTOB apxuBa KaJpOBOW JOKYMEHTAUWUH BXOJST:
JIOKYMEHTBI 110 JINYHOMY COCTaBY U JJOKYMEHTBI [0 OCHOBHOM AESATEIBHOCTH BPEMEHHOI'O CPOKA
XpaHEHHS JIMKBUJMPOBAHHBIX OPraHU3allMi B CIIy4yae OTCYTCTBUSA Yy HHUX IPABONPEEMHUKA U
BBIILIECTOSIILIET0 MO  MOJYMHEHHOCTH  OpraHa  pasiu4HblX  (OpM  COOCTBEHHOCTH,
3apPErMCTPUPOBAHHBIX B HAJOTOBOM OPraHE Ha TEPPUTOPUM AJMUHUCTPATHUBHOIO OKpyra W He
ABIISBIIUXCSI HMCTOYHMKAMU KOMIUIEKTOBAHUSA (elepaibHbIX, LEHTPATbHBIX TOPOACKHUX,
BEJIOMCTBEHHBIX U O0bETUHEHHBIX BEIOMCTBCHHBIX apXHUBOB; KOTIMH apXUBHBIX JOKYMEHTOB Ha
npaBax MOJJUHHUKOB, CTPaxoBOM (HOHA KOMUH JOKYMEHTOB MO MNpOQHII0 apxuBa, (QOHJ
MOJIb30BaHUA. ApPXHMB XPAaHUT Y4YETHBIE JIOKYMEHTBHl W apXWMBHbIC CIPABOYHUKHU (OIHUCH,
KapTOTEKH, YKa3aTelu, MyTeBOAUTENH, 0030pbl (OHIOB U JIp.), IEYATHBIE U JIPYTHe MaTepuabl,
JOTIOTHSIIOIINE CofAepk)aHue (OHIOB apxXxuBa. ApPXHMB MOXKET OCYIIECTBISATH JEMO3UTAPHOE
XpaHeHue JOKYMEHTOB ApXuBHOro (pouaa MOCKBBI B HOPSAIKE U HA YCIOBHSX, OMpEeNIeMbIX
noroBopom ['maBapxuBa MOCKBEI ¢ COOCTBEHHUKOM JTOKYMEHTOB.

Tak e ocymectBiger cBowo pabory [ocymapctBeHHoe Kazennoe VYupexiaeHue
KpacHogapckoro kpas «ApXuB JOKYMEHTOB IO JIMYHOMY cocTaBy KpacHomapckoro Kpas.
ApXHMB JOKYMEHTOB IO JUYHOMY COCTaBy ObUI CO3JaH pEIICHHUEM IJIaBbl aJIMUHUCTPALIUU
Kpacuonapckoro kpas Ne 27 ot 03.02.1993 rona, ¢ 1enpko 3aIUThI IPaB U 3aKOHHBIX HHTEPECOB
rpaxzaaH, I[PEJOTBPALLECHUS YTpaTbl JAOKYMEHTOB II0 JIMYHOMY COCTaBYy JIMKBUIAUPOBAHHBIX
YUPEKICHUM, OpraHUu3aluid U IPEAIPUATHI KPACBOTO YPOBHS.

OcCHOBHBIE 33J]a4H APXUBA:

1. obecneyeHve COXPaHHOCTU U rOCYAaPCTBEHHbIN YYET LOKYMEHTOB M0 IMYHOMY COCTaBY;

2. KOMM/IEKTOBAHWE apXMBa AOKYMEHTAMM MO IMYHOMY COCTaBY JIMKBUANPOBAHHbIX
opraHuMsauni npeanpuatTuin pegepanbHOM, KPAaeBo, CMeLIaHHON N ApYTnX Gopm COBCTBEHHOCTU He
MMeIoLLLMX NPaBONPEEMHUKOB;

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

cTpaxoBoro ¢poHAa AOKYMEHTOB.

Tema 2. Hopmamuenan 6aza pyHKYUOHUPOEAHUA APXUEOE NO TUHUHOMY COCIALY

OCHOBHBIM HOPMaTHUBHBIM aKTOM B 3Toi cepe sBisiercss DenepanbHblii 3aKOH OT 22
okTs10pst 2004 ronma Nel25-®d3 «O6 apxuBHOM nene B Poccuiickoit @eneparumny. JlaHHBIN
@enepallbHbIl  3aKOH  pPEryJaupyeT OTHOLIEHUS B cdepe OpraHu3alMd  XpaHEHUs,
KOMIUIEKTOBAaHUS, y4yeTa M HCIIOJIb30BaHMUs JIOKyMEHTOB ApxuBHOro ¢onaa Poccuiickoit
@enepallii U JPYTUX apXUBHBIX JIOKYMEHTOB, HE3aBUCUMO OT MX (OpM COOCTBEHHOCTH, a
TaKXKe OTHOIICHUS B cdepe ympaBieHHs apXuBHbIM jenoM B Poccuiickoit ®dexepanuu B
MHTEpecax rpakiaH, oOLIecTBa U rocy1apcTna.

Cratpst 17 denepanbhoro 3akoHa oT 22 oktsa0pst 2004 rona Nel25-®3 «OO6 apxuBHOM
nene B Poccuiickoit ®enepanuuy» yCTaHABIMBAET OOIIYI0 OOS3aHHOCTH IO OOECIIEYCHHIO
COXPaHHOCTH JIOKYMEHTOB, B TOM 4YHCJE JOKYMEHTOB IO JUYHOMY COCTaBY, Ul JIIOOOTO
CyOBbeKTa XO34MCTBEHHOM JEeATENbHOCTH: TOCYAapCTBEHHBIX OPraHOB, OPraHoOB MECTHOTO
CaMOYIPABJIEHUS, OpraHu3alMii W TpaxJaH, 3aHUMAIOUIMECS IPEANPUHUMATEIBCKON
JEeSTeNIbHOCThI0 0e3 00pa3oBaHMs IOPUIMYECKOTO JIMIA, B TEUEHHUE CPOKOB HX XPaHEHHUS,
YCTQHOBJICHHBIX (hefiepaibHBIMU  3aKOHAMH, HHBIMM HOPMATHBHBIMM MPAaBOBBIMU aKTaMHU
Poccuiickoit denepainuu, a Takke NEPEUHAMU TOKYMEHTOB.

B cootBercTBUM co cTaTheil 3 PenepanbHOro 3akoHa ot 22 okta6ps 2004 roga Nel25-03
«O06 apxuBHOM fene B Poccuiickoit deneparumy:

«ApxuBHblii poHa Poccuiickoit denepanyy - MCTOPUUECKU CIIOKUBIIASACSA M ITOCTOSTHHO
HOTOJIHAIOMIAACA COBOKYIHOCTb APXUBHBIX JOKYMEHTOB, OTP@KAIOLIMX MAaTEpUAIBHYIO U
JYXOBHYIO KM3Hb OOIECTBA, UMEIOUINX UCTOPHUYECKOE, HAYYHOE, COLMAIEHOE, SKOHOMUYECKOE,
HOJUTUYECKOE M KYJIbTYpHOE 3HAUCHME, SBIAIOIMXCA HEOTHEMJIEMOH 4YacTbl0 HCTOPUKO-

76



KyJBTYpHOTO Hacienusi HapoaoB Poccuiickoit @enepanuu, OTHOCAIIUXCA K MH()OPMAITMOHHBIM
pecypcaM U MOAJIEKAUTUX [IOCTOSHHOMY XPaHEHUIO.

Ilon apXHBHBIM TOKYMEHTOM IOHMMAETCH:

«MaTepHalibHbIM HOCUTENb ¢ 3a(UKCHPOBAaHHOW HAa HeM MH(OpMaIMel, KOTOPbIl UMeeT
PEKBU3UTHI, TIO3BOJIAIONINE €T0 HACHTU(DHUIIMPOBATH, U MOAJICKUT XPAHESHHUIO B CUITYy 3HAYUMOCTH
YKa3aHHBIX HOCHUTENS U MH(OpMaLMK JUIs FpaXkaaH, oOLIecTBa U FOCy1apCTBay.

B cBow ouepens, mon gokymeHTom ApxuBHoro ¢onma Poccuiickoit denepanuu
MTOHUMAETCS:

«@pXMBHBIN JOKYMEHT, IPOLIECIIINHI SKCIIEPTU3Y LIEHHOCTU JTIOKYMEHTOB, I0CTaBIEHHbII
Ha TOCYapCTBEHHBIA YUET U MOUICKAUN TOCTOSHHOMY XPaHEHHUIO.

[lopsanok opraHu3anuu XpaHEHUS JOKYMEHTOB 3aBHCUT OT CTaTyca KOMMEpYECKOH
opraHu3anuu. BaXHbIM OTJIIMYMUTENBHBIM NPHU3HAKOM SIBJIAETCS BKJIIOYEHHE KOHKPETHOU
OpraHM3alMi B CIMCKUM HCTOYHHUKOB KOMIUIEKTOBAaHUS TOCYAAPCTBEHHBIX M MYHULIMIAIbHBIX
apXMBOB apXMBHBIMHU JOKyMeHTamu (4acTh 2 cratbu 20 denepanbHOro 3akoHa oT 22 OKTIOps
2004 roma Nel25-®3 «O6 apxuBHoMm pnene B Poccuiickoit ®enepauun»). Bxirouenue
KOMMEpPYECKHX OpraHM3aliil B yKa3aHHbIE CIIMCKHU OCYIIECTBIISIETCS HA OCHOBaHUU JI0rOBOpa C
COOTBETCTBYIOILIMM T'OCYIapCTBEHHbIM WJIM MYHHUIMNAJIbHBIM apXuBOoM. B opranuzanumsax
(MCTOYHMKAX KOMIUJICKTOBAHMSI) 1O HCTEUEHUU CPOKOB XPAHEHHUS IMPOBOIUTCS COBMECTHO C
YIOJIHOMOYEHHBIM OpPraHOM TOCYAapCTBEHHOM BIacTH cyObekTa Poccuiickoit denepanuu B
o0yacTu apXMBHOTO Jena, ['ocapXuBOM SKclepTH3a IEHHOCTH psAa JOKYMEHTOB Ha MpeaMeT
BKIIIOUEHUS B cocTaB ApxuBHOTO oHIa Poccuiickoii denepamnmm.

[locne mpu3HaHUS ApXUBHBIX JOKYMEHTOB KOMMEPYECKHUX OpraHu3anuil (HMCTOYHHUKOB
KOMIUIEKTOBAaHU) JOKyMeHTaMu ApxuBHoro ¢onja Poccuiickoit denepanuu ux yHUYTOKEHHUE
HE [OMYCKAaeTcsi, a HX XPAHEHHE MOXKET OCYILIECTBISTHCS KOMMEPUYECKOW OpraHu3aunuen
CaMOCTOSITENIbHO JIMOO OHM MOTYT OBITh IM€pelaHbl [0 JIOTOBOPY Ha XpaHEHUe B
rOCyJapCTBEHHBIN WM MyHUIUNAIBHBIA apXuB, OMOIMOTEKY, My3ell, a Takke B OpraHHU3alUI0
Poccuiickoil akanemun Hayk (dacte 3 crtarbu 21 denepanbHoro 3akoHa oT 22 oktsa0psa 2004
roga Nel25-®3 «O6 apxuBHoM nene B Poccuiickoit denepariuny).

Te apxuBHBIE OKYMEHTBHI, KOTOpblE€ HE OBLIM BKJIIOUEHBI B COCTaB JIOKYMEHTOB
ApxusHoro (onna Poccuiickoit denepannu, a Takke TOKYMEHTHI, XpaHALIMECsS Y OpraHU3aIHii,
HE SBIIAIOIIMXCS HCTOYHUKAMU KOMIUIEKTOBAaHHUS, [0 HCTEUYEHUU CpOKa HUX XpaHEHus,
YCTQHOBJICHHOT'O B HOPMAaTHMBHBIX NPAaBOBBIX aKTaX, MOJUIEkKAT HKCIEPTH3E U MOTYT OBITh
YHUUTOKEHbI OpraHu3aiueil 1100 NOCTOSHHO XPaHITCS B apXMBE OPraHU3alMM B COOTBETCTBUU
C €€ BHYTPEHHHUMH IIPABUJIAMHU.

[lo BompocaMm, CBSI3aHHBIM C MOPSAJKOM OpraHM3allMd KOMIUIEKTOBAHHS apXUBHBIX
JIOKYMEHTOB, 00€cleueHUs MX COXPAaHHOCTH, IMOPSAIKOM MPOBEACHUS AKCHEPTH3bl HEHHOCTU
JOKYMEHTOB U Tepenauyd JTOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoii ®enepaunnu Ha
MIOCTOSIHHOE XpaHEHHe, MOPAIKOM OpraHU3alMMu paboThl apXHBa, KOMMEpPUYECKHUE OpraHHU3aluu
MOTYT PYKOBOACTBOBaThcs «lIpaBuiamMu opraHU3alMy XpaHEHHs, KOMIUIEKTOBaHUS, y4yéra U
UCTIOJIb30BaHUS JIOKYMEHTOB apXUBHOTO (OHIA POCCHIMCKON (enepanu U APYrHuX apXHBHBIX
JOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYINpaBiICHUS U
opraauszanusax» ot 07.09.2015 r.

XpaHeHHe KaJpOBBIX JOKYMEHTOB HECKOJIBKO BBIIEISETCS M3 OOUIMX MPaBUJI XpaHEHUS
yIpaBJIEHYECKUX JTOKYMEHTOB. [lOCKONBKY KaJapoBble JIOKYMEHTBHI OO0JIaZJal0T BBICOKOM
COLIMAJILHOW 3HAYMMOCTBIO (OCOOEHHO JOKYMEHTHI, COJIeprKallie NMepCOHANbHbIE JaHHbIE), TaK
KaK CIIyXaT JOKyMEHTAJbHBIM MOJTBEPXKIECHUEM MpaB pabOOTHUKA Ha COLMANIbHOE oOecreueHue,
HampuMep, IO CTapOCTH U HMHBAIMIHOCTH, a TakXKe IOATBEPKIACHUEM TPYAOBOTO CTaxa
pabotHuka. I[losTOMy OONBIIMHCTBO M3 HHX HMEIOT JJIMTEIbHBIA MM TMOCTOSHHBIA CPOK
XpPaHEHUsT U HCMOJb3YIOTCS B CIPABOUYHBIX LENAX Npu OOpallleHWu TpakJaH B apXHUBHBIC
YUPEXKICHUS.

I[ToMmuMo 9TOrO, KaApOBBIE JOKYMEHTHI O00JIajaloT emie U Ouorpaduyueckou,
apxeorpauueckoil IEHHOCTBIO, SIBISIOTCS WMCTOYHUKOM ISl CTATHCTUYECKUX OO0OOIICHUU U
HUCTOPUKO-COLNATIBHBIX HUCCIEA0BaHUM.
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OcoOeHHOCTH XpaHEHMs KaJIpoBOM JIOKYMEHTALMM B OPraHM3alUU OOYCIIOBJICHBI
3ajjayaMM  OIpPaHMYEHHUs] HECAaHKLMOHMPOBAHHOI'O JOCTYNA K JIOKyMEHTaM, COAEp KalluM
NepCOHAbHbIC JaHHbIE PA0OTHUKOB, U APPEKTUBHOTO IMMOUCKA HY>KHOW HHPOPMALINH.

B cucreme xpaHeHHMs KaJIpOBBIX IOKYMEHTOB MOXHO BBIACIUTHb [JBa BHMJA, CTaIUU
XpaHEHUs: TeKylllee U nocueayrouiee. XpaHEeHUE U UCIIOJIb30BAHUE JOKYMEHTOB C MOMEHTa MX
CO3JIaHMs U JI0 Nepefayu Jiena, B KOTOPOM OHM CIPYNIIHMPOBaHbl, B apXUB HA3bIBAIOT TEKYLIUM
(onepatuBHBIM). Tekymiee XpaHEHHE [€J1 OCYIIECTBISETCS IO MECTy HX (OPMHPOBAHUS.
Texyliee XxpaHeHHE TAKKe IEIUTHCS HA JBa MOJBUAA:

o XpaHeHne JOKYMEHTOB B npouecce nx NCNoJIHeEHUA;

o XpaHeHne UCMNOJIHEHHbIX AOKYMEHTOB.

JIOKYMEHTBI BO BpeMs UX UCIOJHEHUS HAXOASTCA Y UCIIOJHUTENSA, KOTOPBIM XpaHUT UX B
crienManbHbIX nankax. Ha naHHbIx mankax conepxurcs ¢ Hagnuch «Ha nonnuce», «CpouHo» u
Jpyroe, a Takxe (paMuins, MTHALKANbI, TeIe()OH UCTIOTHUTEIIS.

VcnionHeHHble JOKYMEHTHI JI0JIKHBI ITOJIIMBATHCS U XPAaHUTHCA B JI€NaX B COOTBETCTBUU
¢ HoMeHKIarypoil nen. Cpa3y OTMETHM, YTO TEKYyIlee XpaHEHHME JOKYMEHTOB MpEeIojaraer
nporenypy ux GopMUpOBaHHUs B i€a B COOTBETCTBUU C YTBEPKICHHON HOMEHKIIATYPOIl.

Texyiee xpaHeHue AOKYMEHTOB O3HAuaeT UX XpaHEHHE B NoaauHHHKaX. [loaTomy B
KaJ[pOBBIX CIIy)KOaxX OopraHu3alMii Bce MPUKa3bl XpaHATCs B MOIMHHMKaX. Konuu npukas3oB 1o
JMYHOMY COCTaBY: IpUEMYy Ha palOoTy, MOOIIPEHUSM, B3bICKAHUSM, YBOJBHEHUU M TaK Jaiee
JIOTIOJTHUTEIBHO TIOMEIAOTCS ISl XpaHEHUS B JIMYHbIE JIe)1a paOOTHUKOB (€CIIM OHU BEJLyTCH).

[Topsiokx opranu3any TEKYIIEro XpaHEHUs JINYHBIX €] CIEAYIOLIUI:

1. JMYHble Aena B 6YMaxKHOM BU/E XPaHATCA B NanKax, KOTOpble HYMePYHOT Mo CTPaHULAM
Y NPOLIMBAIOT;

2. 06/103KKM JIMYHBIX AEN TaKKe HYMEPYIOT, UM MPUCBaNBALOT NOPAAKOBbIA HOMEP Aena,
COOTBETCTBYIOLLMIA 0BLLEMY KONMYECTBY AEN;

3. TEKYLLEMY XPaHEHMIO B OTAE/E KAAPOB OPraHM3aLmmn NoA/IeKaT IMYHbIE AeNna TObKO
Ha paboTatoLLMX COTPYAHMKOB. [Toc/e yBONbHEHUA COTPYAHMKA €ro IMYHOE AEe/0 U3BNEKAETCA U3 Nanku
“ opopmaseTcs 419 Nepesaymn Ha apxXMBHOE XpaHEHWE.

4. NIVYHbIE ieNa YBONIEHHbIX COTPYAHWUKOB XPaHATCA B apXvBe B andaBUTHOM NOPAAKE.

Texyiee XpaHeHHE KaapOBbIX JIOKYMEHTOB, KapTOTE€K, KHUI Yy4eTa U Jpyrue
OCYILECTBIISICTCS, KaK IMPaBWIO, B IOMELIECHUAX KaJpOBBIX CIYXO oOpraHuzaiuii, KoTopble
JOJKHBI OBITh 00OpYZNOBaHbl CHEHHATbHBIMM IIKadaMu Wiau celdamy, 3anUparolIUMUCT U
ornevaTtbeiBaomuMucs. Konuu HOMEHKIAaTyphl /i€, pa3MelleHHble Ha mKagdax, a Ha KOpelKax
00JI0KeK e - HOMepa JIeJl B COOTBETCTBUU C HOMEHKJIATYpoi o0jeryar noucK JOKYMEHTOB.

TpynoBble KHUKKH PaOOTHUKOB XpaHATCS B celie pyKOBOIUTENS OTHeNa KaJIpoB, TaM
K€ XpaHATCS TeYaTH, IITaMIIbl, OJaHKM JOKYMEHTOB, KJtoud oT IKkadoB (ceiidoB) nis
XPaHEHUsI JOKYMEHTOB.

PaGoTHrkaMm KaapoBOil ciayxObl HE pPEKOMEHIyeTcs Mpu JI000M MPOJOHKUTEIbHOCTH
BBIX0/Ia U3 TIOMEIIEHUS OCTaBIIATh KaKHe-TM00 TOKYMEHTBI MU CITy>KEOHbIE 3a1icu Ha paboueM
CTOJIE, a TakKe paboTaromuil komnbioTep. B koHIle pabouero qHS paOOTHUKH KaJpOBOU CITYKObI
JOJIKHBI TIOMECTUTh BCE MAcCHBBI JOKYMEHTOB, HaXOJSIIUXCS B MPOLIECCE UX HCIIOIHEHHUS, B
MeTaJIIMYecKUi mKad, 3aKphITh €ro U oneyarars. Kimoun oT mKkadoB cAar0TCs pyKOBOJIUTEINIO
OTJIeNa KaJIpoB MO POCIIUCH B COOTBETCTBYIOIIEM KypHAJIE.

UepHOBUKH U peAaKIUU JTIOKYMEHTOB, HCIIOpPYEHHBbIE OJIaHKM B KOHIIE paboyero aHs
YHUYTOXKAIOTCSA, IS 3TOTO MOXKET MPUMEHSATHCS ClielualibHas Oymarope3alibHasi MallluHa.
KomneroTeps! B KoHIIE pabodero Hs OJIOKUPYIOTCS U OTKIIIOYAIOTCS OT CETH.

Kpome Toro, texHosorusi XpaHeHHs M ydyeTa KaJpOBOH IJOKYMEHTAIMM IPEIIoJaraet
00513aTeNIbHYIO0 POCIUCH PAOOTHUKOB, OATBEPKIAIOIIYIO TOTY4YE€HUE Ha PYKU KO U BBINHUCOK
U3 HUX.

OcHoBaHMEM NOCIENYIOIEro (ApXUBHOIO) XPAHEHUS TIOKYMEHTOB SIBJISIETCSA HKCIEPTH3a
UX LEHHOCTH, U Jlajiee cleayer: opopMiIeHuEe A€, COCTAaBICHUU OIUCEH, COCTaBIEHHE aKTOB O
BBIJICJICHUH K YHUUTOXEHHIO JOKYMEHTOB U CAaya JIeJl B apXUB OpraHU3alluu.
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JU11 CBOEBPEMEHHOI'O IIPUEMA APXMBHBIX TOKYMEHTOB OT CTPYKTYPHBIX MOJApa3JciIeHUN
WIA JpPYyrUX HCTOYHMKOB KOMIUIEKTOBaHMs, OOECHEeUeHHs HMX Yyd4eTa, COXPaHHOCTH,
YIOPSAOYEHHS] UX MCIONb30BaHUS U IOATOTOBKM K IEepelrade JOKYMEHTOB Ha IIOCTOSTHHOE
XPaHEHUE B OPTaHU3ALMIX CO3/1ACTCS apXUB.

B apxuBHbII (OHI OpraHn3alluy NOMAAAET JHUIIb YacTh JOKYMEHTOB, OH HE BKIIOYAET B
ce0sl TOKyMEHTBI ¢ KpaTKUM CpPOKOM XpaHeHus (10 10 jeT BKIHOYMUTENBbHO). ApXUBHBINA (HOHI
OpraHM3alMl COCTOMT M3 JOKYMEHTOB JOJTOBPEMEHHOIO XxpaHeHus (cBbime 10 ser) u
IIOCTOSIHHOTO XPaHEHMsI, BKJIKOYas JOKYMEHTBl IIO JINYHOMY COCTaBy, KOTOPBIE HMEIOT
SKOHOMUYECKOE, COLUAIBHOE, MOJIUTHUUYECKOE, KYJIbTYPHOE, MCTOPUUYECKOE W MHOE 3HAYECHHUE.
[lepenaua nen B apXMB OCYIIECTBISIETCS IO TIpaduKy, YTBEPXKIEHHOMY PYKOBOAUTEIIEM
opraHu3anu wid pabortojareneM. J{OKyMEHTBHI JOJKHBI MPHUHAMAThCA Ha XpaHEHHE
IIPEUMYIIECTBEHHO B BHJE IOJIMHHUKOB, TOJIBKO IIPM HX OTCYTCTBHUM IPUHUMAIOTCS
3aBEPEHHBIE KOINU.

B cootserctBun ¢ «lIpaBunamu opraHu3anuM XpaHEHHs, KOMIUIEKTOBAHMSA, yd€Ta U
UCTIOJIB30BaHUS JIOKYyMEHTOB apXHBHOTO (POHAA POCCHUCKOH (enmeparyiv U APYruxX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYINpAaBICHUS U
opranmzamusax» ot 07.09.2015 r., opraHuzammst JODKHA OOECIIEUUTH apXHB CIEIHAIHHO
0o0OpyJOBaHHBIM IOMELIEHHMEM U Kajapamu. OpHako B HEOOJBIIMX KOMMEPYECKHX
OpraHM3alusaX, Kak IpaBWIO, apXWB B BHUJAE CIEIHAIBLHOIO IOAPA3JEICHUS OTCYTCTBYET.
OO0s13aHHOCTH apXHMBapHyca IpPHU ATOM COBMEILIAET CEKpeTapb WJIM HHOE JIMII0, HA3HAYEHHOE
PYKOBOJUTEIIEM.

IIpu 3TOM HEOOXOAMMO MOMHMTBH, YTO JOKYMEHTBI JOJDKHBI XPAaHUTHCS B YCIOBMSIX,
o0ecneunBarOIIMX MX 3alIUTY OT MOBPEXIECHUHN, BPEIHBIX BO3JAECHCTBUN OKpYKaOIIEH Cpeabl U
UCKJIIOYAIOIIMX yTpaTy JOKyMeHTOB. Kak mpaBmio, i 3TOro0 B IOMEIIEHUM apXuBa
YCTaHABIMBAIOT METAJUIMUeCKue MKadbl, cefdpl, mKapbl-cTeNIaXU U ToMy MoaobHoe. He
JIOIyCKAeTCsl pa3MeleHHe JIOKyMEHTOB Ha IOJy, MOJOKOHHUKAX, B HE pa300paHHbIX KHIIaX.
W3bpaTe [OKyMEHTOB M3 Jiejla C IIOCTOSSHHBIM CpPOKOM XpaHEHUs JIOMYCKaeTcsi B
WCKJIIOYUTENBHBIX CIIy4asX M INPOU3BOJUTCS HAa OCHOBAaHUHU DPACIOPAIUTENBHOIO JOKYMEHTA
PYKOBOJUTENS OpraHU3aluu C 00s3aTeIbHBIM COCTABJIEHUEM B JI€JIe€ 3aBEPEHHOM KOMUHU
JIOKYMEHTa M aKTa 00 U3bATUH NMOATMHHUKA.

B nensx obecrieyeHUs] COXpaHHOCTH JOKYMEHTOB IO JMYHOMY COCTaBY YBOJIbHSEMBIX
paOOTHUKOB B pe3yJbTaTe€ pPEOpPraHU3alUud WM JUKBUAALMU FOPUAMYECKHX JIMI, a TaKxXe
COLIMAJILHOW 3alllMIIEHHOCTH Tpa)KaH, YUYPEAUTEISIM BHOBb OOpa3yIOLIMXCSI KOMMEPYECKHX U
HEKOMMEPUYECKUX OPraHU3alluid MOKHO DPEKOMEHJ0BAaTh BKIKYATh B CBOM YUYPEIUTEIIBLHBIE
JOKYMEHTBHI TpaBUjia ydyeTa U COXPAaHHOCTH JOKYMEHTOB IO JHMYHOMY COCTaBy, a TaKke
CBOEBPEMEHHOH Ilepefadye HX Ha TOCYJapCTBEHHOE XpaHEHHWE IIPU PpPEOpraHu3aluu WU
JUKBUJIALIUHU FOPUIUYECKOTO JIHIIA.

Ilopamok M CpOKM XpaHEHUS TPYAOBBIX KHIKEK pETryJIMpYyeT CIEeHHaIbHbIN
HopMaTuBHBIN akT - [loctanoBnenue IIpaButenscTBa Poccuiickoin @enepamuu ot 16 ampens
2003 roma Ne225 «O TpynoBbIX KHWXKKax». Tak, OllaHKH TPYAOBOM KHIKKHM U BKIIQJBIIIA B HEe
XpaHATCA B OpraHu3aldyd KakK JIOKYMEHTBl CTPOTOM OTYETHOCTM U BBIJAIOTCA JIUILY,
OTBETCTBEHHOMY 3a BEJIEHUE TPYIOBBIX KHUXKEK, 10 €ro 3asBKe. [10 OkoHYaHnN Kakaoro Mecsua
JAHHOE JIMILIO O0S3aHO MPEICTaBUTh B OyXTaJITEpUIO0 OpPraHU3allMd OTYET O HAJTUYMU OJIaHKOB
TPYZAOBOW KHIDKKM M BKJIajJbllla B Hee. VcropyeHHbIE MpH 3aloJHEHUHM OJIaHKU TPYIOBOH
KHIWKKH U BKJIQJIBIIIN B HEE MO/AJIEKAT YHUUTOKEHUIO C COCTABIEHUEM COOTBETCTBYIOIIETO aKTa.
HeBoctpeboBaHHbIE TPYIOBbIE KHUKKH U KHUTA yueTa TPYAOBBIX KHWKEK U BKJIAJbIIICH K HUM
XpaHATCAd B apxuBe opraHuzauuu B TeueHue 50 JeT, a 3aTeM MNOAJEKAT YHHYTOXKEHHUIO B
YCTaHOBJIEHHOM IOPSKE.

OTBETCTBEHHOCTh 3a OpPraHM3ALMI0 PabOTHl MO XPAHEHHIO KaJPOBBIX JIOKYMEHTOB,
NEPBUYHBIX YUYETHBIX JOKYMEHTOB HeceT paboronatenb. OTBETCTBEHHOCTh 3a BEJCHHE,
XPaHEHUE, y4eT WM BbIIAYy TPYAOBBIX KHIJKEK HECET CIEIHUAIBHO YIOJIHOMOYEHHOE JIHIO,
Ha3zHavyaeMoe MPUKa3oM (pacropsbkeHrneM) paboroaarens. Bece 1OKyMEHTHI IO TMYHOMY COCTaBY
JIOJDKHBI 00513aTENIBHO CIABATHCS B APXUB OPraHU3aIUH.
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Takum 00pa3oM, anropuT™M AEHCTBHI KOMMEpPYECKOH OpraHu3aluu, HE SBISIONIEHCS
rOCYyJapCTBEHHBIM WJIM MYHMLUNAIBHBIM YHUTAPHBIM HPEANPUATHEM, IO O0ECIEeYEeHUIO
XpaHEHUs JOKYMEHTOB, B TOM YMCJIE KaJIPOBBIX JOKYMEHTOB SIBIISICTCA CICAYIOLIEM:

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

. XpaHeHne JOKYMEHTOB,;

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

npoBeAeHME COBMECTHO C YNOJIHOMOYEHHbIM OPraHOM rocyAapCcTBEHHOM BacTM cybbeKTa Poccuninckol
depepaunn B 061acTn apxmBHOTo Aena, focapxMBom 3KCNepPTU3bl LLEHHOCTU pALa AOKYMEHTOB Ha
npegmeT BKAOYEHUA B cocTaB ApxmBHOro poHaa Poccuiickon deaepauuu;

o XpaHeHne AoKymMeHTOoB ApxuBHOro ¢poHaa Poccuiickon degepaumnm anbo nepegaya mx
Ha XpaHeHWe B roCyAapCTBEHHbINA AWM MyHULMNANbHbIN apXxmB, BUBANOTEKY, My3€el UAM B OpraHn3aLmio
Poccuitckolt akagemMum Hayk;

o apXMBHbIe AOKYMEHTbI, KOTOpble He Bbl/IM BKIOYEHbI B COCTaB JOKYMEHTOB APXMBHOIO
doHaa Poccuinckoit Pegepaumm, No UCTEYEHUM CPOKOB XPaHEHUS NOAJEKAT YHUUTOXKEHUIO Mbo
XPaHEHUIO B apX1Be OpraHM3aummn B COOTBETCTBUM C TpebOoBaHMAMM KOPMOPaTUBHOIO 3aKOHOAATE/IbCTBA
(Hanpumep, ANs aKUMOHEPHbIX 06LWECTB XpaHEHME AOKYMEHTOB periaMeHTMPoBaHo MocTaHoBAEHEM
denepanbHON KOMUCCUU MO PLIHKY LieHHbIX Bymar ot 16 mniona 2003 roga Ne03-33/nic «O6 yTBep»KaeHUn
MosoXKeHNA 0 NOPAAKE U CPOKAX XPaHEHUA AOKYMeHTOB» U PesiepasibHbIM 3aKOHOM OT 26 Aekabps
1995 No208-d3 «06 aKUMOHEPHbIX 06LLLECTBAXY) UAN NTOKANbHBIMWU HOPMATUBHLIMW aKTaMu;

o ANS opraHunsaLmii, KOTopble He ABAAIOTCA MCTOYHMKAaMU KOMMNIEKTOBaHMA, No
NUCTEYEHUN BPEMEHHbIX CPOKOB XPaHEeHMA apXMBHbIe AOKYMEHTbI NoaaesKaT SKCnepTuse n moryT bbiTb
YHUUTOXEHbI MO0 XPaHUTCA B apXnBe OpraHM3aLuiu.

Homenknarypa nen u QopmupoBaHue Jen Uil TEKYIIEro XpaHEeHHsl KaJIpOBbIX
JOKYMEHTOB. D¢ (EeKTHBHOCTh OpPraHHM3AIMKM TEKYIIET0 XPAaHCHUs KaJIpOBBIX JOKYMEHTOB BO
MHOTOM  OIpENENseTCs HOMEHKIATypoh Jel (3TO CHUCTEMAaTU3UpPOBAHHBIA  TEpPEUEHb
HAaUMEHOBAHWM [I€JI, 3aBOJIUMBIX B OpraHM3alyH, C YKa3aHUEM CpPOKOB WX XpaHEHUs,
0(OPMIICHHBIN B YCTAaHOBIEHHOM TOPSJIKE).

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

OCHOBHBIMU 33Jla4aMU COCTABJICHUSI HOMEHKJIATYPHhI I€TT SIBIISFOTCSI:

o ONTUMa/ibHble FPYNNUPOBKa A4OKYMEHTOB M GOpPMMpPOBaHUE Aen;

o onpeaeneHne CPOKOB XPaHEHMA LOKYMEHTOB;

o OCHOBa A/ COCTaB/IeHNA ONUCeN Aen NOCTOAHHOTO U BpeMeHHoro (cebiwe 10 nert)
XpaHeHWs, a TaKXKe A1 yuyeTa gen BpemMeHHoro (4o 10 NeT BKAKUYUTENbHO) XPaHeHUS;

o obecneuyeHue 6bicTporo 1 3pHeKTUBHOIO NONCKA AOKYMEHTOB B npouecce paboTbl ¢

HUMMN.
MOXHO BBIJIETUTH CJICAYOIUC pa3BHOBUAHOCTH HOMCHKJIATYPBI ACII:

o TUNOBbIE HOMEHKNATYPbI AeN;

o NPMMepPHbIe HOMEHKIATypbl Ae;

o WMHANBUAYANbHAA HOMEHKIATYPa e/l KOHKPETHOM opraHnsaunm;
o CBOAHAA HOMEHKNATypa Aen opraH13aumu;

o HOMEHKNaTypa AeN CTPYKTYPHOro nogpasaeneHus.

O 3Ha4YeHUU TUIOBOM, MPUMEPHOI M MHIMBUAYAILHOM HOMEHKIIATYpax e TOBOPUTCA B
«[IpaBunax opraHu3aluy XpaHEHUs, KOMIUIEKTOBAaHUS, yuy€Ta M HCIIOJIB30BaHMS JOKYMEHTOB
apxuBHOTO (QoHAA pOCCHiiCKON (denepan W JpYrMX apXUBHBIX JIOKYMEHTOB B
rOCYy/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBI€HUS M OpraHu3alusix» oOT
07.09.2015 r.:

«TumnoBass HOMEHKJIAaTypa Jiell  yCTaHaBIMBAae€T COCTaB  [JeJI, 3aBOJUMBIX B
JIEJIONPOU3BOJCTBE OJHOTUITHBIX OPTaHU3ALNMN, U SIBIISIETCS HOPMAaTUBHBIM IOKYMEHTOM.

IIpumepHass HOMEHKJIaTypa A€l yCTaHaBJIMBAaeT NMPUMEPHBIN COCTaB Jell, 3aBOJUMBIX B
JIEJIONPOU3BOJCTBE OpraHU3alUii, Ha KOTOpPbIE OHA pACHpPOCTPAHSAETCSA, C YKa3aHHEM MX
MHJIEKCOB, U HOCUT PEKOMEH/IaTEIIbHBIA XapaKTepy.
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«TunoBele W TNpPUMEpPHBIE HOMEHKJIATYphl JEJI HUCIHOJB3YIOTCS JJs COCTaBJICHMS
VH/IMBUYaJIbHOM HOMEHKJIATYphI JeI».

CBojHasi HOMEHKJIaTypa JeJl OpraHu3alluy COCTaBJISETCS HA OCHOBAaHUM HOMEHKJIATYpP
JIe]1 CTPYKTYPHBIX MOApa3AeIeHU, pa3pa00TaHHBIX 110 aHAJIOTUYHOI (opme.

Homenknarypa gen CTPYKTYpHOTO MOJpPA3AEICHUS COCTAaBISIETCS  COTPYIHUKOM
HOJpa3/leIeHusl, OTBETCTBEHHBIM 3a JIJIONPOU3BOJCTBO, COIVIACOBBIBAETCS C apXWBOM HWIIH C
HKCIEPTHOM KOMMCCHEH OpraHu3aliH, IOANNUCHIBAETCS PYKOBOIUTENIEM MOJAPA3JCIICHUs U
YTBEP)KIAETCs PYKOBOAUTEIEM OPraHU3aIUH.

CornacHo  «lIpaBuiiaM  opraHu3aluu  XpaHEHUs, KOMIUIEKTOBaHHUSA, yuéTa U
UCIIOJIb30BaHUS IOKYMEHTOB apXMBHOIO (OHIA POCCUHCKOHN (enepaluu U Apyrux apXUBHBIX
JOKyMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opranuzamusix» ot 07.09.2015 r., HOMEHKIaTypa el COCTaBJsAECTCS HAa OCHOBE M3Yy4YCHUS
COCTaBa U COJICPKAHUS JOKYMEHTOB, 00pa3yIOLIMXCS B IEATEIbHOCTH OpPraHU3aliy.

IIpu coctaBieHUH HOMEHKJIATYphI /11 CIEAYyeT PYKOBOJACTBOBATHCSA YUpeIUTEIbHBIMU
JOKYMEHTaMH, IOJIOKEHUSIMU O €€ CTPYKTYPHBIX IOJpa3fesieHUsX, IITAaTHbIM paclMCaHUEM,
HOMEHKJIATypOM /1€l OpraHu3aliy 3a MPOLUIbIA T0Jl, OMMUCAMU JIeJ1 IOCTOSSHHOTO U BPEMEHHOI0
(cBpime 10 set) XpaHeHUs, PErHCTPAlMOHHBIMU (popMamu, BEITOMCTBEHHBIMH M THIIOBBIMHU
HEepeYHsSAMU JOKYMEHTOB C YKa3aHHEM CpPOKOB MX XpPAHEHHs, TUIOBBIMU M NPUMEPHBIMU
HOMEHKJIaTypaMu Jedl.

VYuureiBas nonoxkenusi Ilpukaza MunkynsTypsl Poccuiickoit @enepanuu ot 8 HOSOps
2005 roma Ne536 «O THUMOBOW MHCTPYKLMHU IO JIEJIONPOM3BOJCTBY B (peepasibHBIX OpraHax
UCIIOJIHUTEJILHON BIacTU» Tpadbl HOMEHKIATYP /1€ 3aM0JIHAIOTCS CISAYIOIUM 00pa3oM.

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

Kaxnoe neno, BKIIOUEHHOE B HOMEHKJIATYpy, JODKHO MMETh MHJAEKC. MHnekc nena
COCTOMT M3 HHJIEKCAa CTPYKTYpHOIO TIOJAPA3ACIEHUS W IMOPAJKOBOIO HOMEpa Jeja IIo
HOMEHKJIaType B Mpefenax nojapasaenenus. Muaekcel nen o003HadaroTest apaOCKUMU LUPpaMu.
Hanpumep: 12-05, rne 12 - oGo3HaueHHe CTpyKTypHOro mozpasfeneHus, 05 - mopsaKoBbIi
HOMED 3aroJioBKa Jiesia mo HoMeHkiarype. [Ipu Hamuuuu B Jieje HeCKOJbKMX TOMOB (4YacTtei),
MHJIEKC IPOCTABIISIETCS Ha KaXK/10M TOME, C TOOABJIEHUEM «T. 1», «T. 2» U Tak jaajee.

B HoMeHKkiaType el pEeKOMEHIYeTCS COXpaHSATh OJMHAKOBBIE HWHIEKCHI JJId
OJIHOPOJAHBIX JIe] B NPEIENax Pa3HbIX CTPYKTYPHBIX MOAPA3ACIICHUM; U1 NMEPEXOMSIINX AEI
MHJEKC COXPaHsETCs.

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

3aroJioBOK Jiesa JIOJKEH 4eTKO, B 00001IeHHON (opMe OTpakaTh OCHOBHOE CO/IEpIKaHHE
Y COCTaB JOKYMEHTOB JieNa.

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

PexomMenayem aiist otziena KaJipoB BECTH CIEAYIONIYI0 HOMEHKIATYPY JIe:

1. HopmaTtuBHO-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
KBannMdMKaLMK, MONCKa KagpoB 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/IEHMIO Ha YHUUTOXKEHWNE 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 BblAeNNTb

*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 BblAaum 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 yKa3bIBae€TCS KOJIMYECTBO aen (ToMoB, dacteif). 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 JIe.

B rpagpe 5 «lIpumeuanue» yKa3pIBalOTCA Ha3BaHUE IE€peYHEH JTOKYMEHTOB,
MCIIOJIb30BAHHBIX MPHU OMNpPENEICHUH CPOKOB XpaHEHMs JeJl, B TE€YEHHE BCEro cpoka IeHCTBUS
HOMEHKJIaTyphl MPOCTABIIAIOTCS OTMETKH O 3aBEIEHUM JIeN, O MepeXoAsIuX Aenax (Harmpumep,
nepexojsmiee ¢ 2004 rona), 0 BRIIETECHUN €N K YHUUTOXXCHHUIO, O JIMIaX, OTBETCTBEHHBIX 3a
(dbopmMHpOBaHUE /1€ U ApyTHeE.

[lo okOHYaHHMM N1€TONPOU3BOJICTBEHHOTO I'0/1a B KOHIIE HOMEHKJIATYPHI €]l 3aMEHSAETCs
UTOrOBasi 3allUCh O KOJMYECTBE 3aBEJCHHBIX Jel (TOMOB), IO pa3jieiaM IOCTOSHHOTO U
BpEMEHHOT0 XpaHeHus: cblie 10 net u 10 10 JeT BKIIOYUTEIBHO.

B tom cnywae, ecnu opraHM3anus cIaeT JOKYMEHTHI Ha TOCyIapCTBEHHOE XpaHEHME,
TpeOyeTcs COrIacoBaHME HOMEHKJIATYpbl Jesl ¢ DKcnepTHo-npoBepouHot koMuccueit (DI1K)
rocyJapcTBEHHOT0 apxuBa. HomeHkiaTypa fien opranuzanuu opopmisieTcs Ha oo1eM OaHke.

Jns ynoOcTBa MCIONB30BaHMsS HOMEHKJAaTypa [ell, Kak IpaBHJIO, COCTaBIseTcs B
HECKOJIbKUX 3K3eMIUIApax, A KaKJ0ro CTPYKTYPHOIO MOAPA3/IENICHUs U JINIA, OTBETCTBEHHOTO
3a apXuB.

Homenxknarypa nen Ha mpencTosIMi KajJeHAApHBIA TOJl COCTaBISETCS B IOCIEAHEM
KBapTajie TeKYyIEero roja.

Homenxknarypa niei mepecocTaBiiieTCs U COTJIACOBBIBAETCS 3aHOBO B Cydae KOPEHHBIX
U3MEHeHUH (QYHKUMI W CTPYKTYphl OpraHU3allld, HO HE peXe OJHOro pasa B IATh JeT.
ExxeronHo oHa yTOYHSIETCS, YTBEP)KIAeTCs PYKOBOIHUTENEM OpraHU3alid W BBOJIUTCS B
neicTBue ¢ | ssHBaps CleIyroIIero roaa.

Texyiee xpaHeHHE AOKYMEHTOB OMNPEENAETCS HE TOJBKO IMOHSITHEM HOMEHKIATYpbI
Jiel1, HO 1 (G OpMUPOBAHHUEM JIE.

JIOKYyMEHTBI, KOTOpbIE HE HAaXOISATCS Ha PyKaxX y HCHOJHHUTENCH, NP HX XPaHCHUH
IPYNIUPYIOTCS TaK, YTOOBI MOXKHO OBLIO OBICTPO HAWTH HYKHBIA TOKYMEHT M HH(OpPMAIHIO.
Orta npoueaypa Ha3blBaeTCsl «(pOPMHUPOBAHUEM JIETIAN.

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

@®opMupoBaHUEM A€ B  CTPYKTYPHBIX TOApa3feiCHHUSX 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 CIETYIOIINUM 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
TOCY/IapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIMPABICHUS W OPTaHU3aIlUsaX» OT
07.09.2015 r.:

o [ OKYMEHTbI MOCTOAHHOTO M BPEMEHHOIO XpaHeHUs HeobXxoaMMO rpynnnpoBaTh B
oTaenbHble gena.

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

o lpynnMpoBaThb B Ae/10 AOKYMEHTbI O4HOI0 KaNeHAApPHOro roaa; UCKAYeHne

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

) [Jeno 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 SIOMKHbI BbITb 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 oTnpaBneHua) 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 anctos
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, KOMAaHANPOBKN M TaK Aanee), rpynnmMpoBaTh 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 JOKYMEHTbI MO UX PACCMOTPEHMIO U UCTIONHEHUIO TPYNMUPYIOTCA OTAE/bHO OT 3aABAEHWI rpaxKaaH
MO NINYHbBIM BOMPOCAM.

. Mepenucka rpynnupyeTcs, Kak NPasuo, 3a KaJeHAAPHbINA ro4 v cUCTemMaTM3mpyercs B
XPOHOJ/IOMMYECKOM NoCNe0BaTeNIbHOCTH, JOKYMEHT-OTBET NOMELLAETCA 33 LOKYMEHTOM-3anpocom. Npu
BO306HOBNEHWM NEPENUCKM MO ONpPeaesIeHHOMY BOMPOCY, HAaYaBLUelcs B MpeablayLLem roay,
DNOKYMEHTbI BK/HOYAIOTCA B A€/10 TEKYLLLErO rofa € yKasaHUeM MHAEKCa Aena NpeablAyLero roaa.

PernamenTarus paboThl apXuBa MO JUYHOMY COCTaBY MMEET CBOIO crienuduky. JIroOoi
JOKYMEHT, BHE 3aBUCHMOCTH OT II€JM €ro CO3JaHus, MecTa, BPEMEHH BO3HHUKHOBEHHS,
aBTOPCTBA COJECPKUT HMHGOPMAINIO, KOTOpas MOXET OBITh BOCTpeOOBaHA Yepe3 HEKUi
BpeMmeHHoi mepuoxa. E.B. AnekceeBa oTMewaer, 4To 0co00€ MECTO CpeIu apXHMBHBIX
JOKYMEHTOB 3aHHMAIOT JOKYMEHTHI MO JHMYHOMY COCTaBy, KOTOpbIE OTpa)kaloT TPYJOBBIE
oTHOWIeHUsT paboTHUKa ¢ padotomarenem. (P3-125 «OO6 apxuBHOM pene B Poccuiickoi
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Oeneparuny 1.3 cr.3). 3a 310l (HOPMYIHPOBKOM 3aKOHA CKPHIBAETCS KOMILJIEKC TOKYMEHTOB
Ype3BbIYAalHO B@XXHBIM s KaXIOro uesnoBeka. VIMEHHO Ha OCHOBaHMM HH(OpMaLuH,
3a(pUKCUPOBAHHON B JOKYMEHTaX IO JMYHOMY COCTaBY, BO3MOXHO, B Cllydyae HEOOXOIMMOCTH,
HNOATBEPAUTh CBOM TpyAOBOM cTax, 3apa0OTHYIO IUIATy, HHbBIE COLMAJIbHbBIE JIIOTHI,
MOJIararolnecs TPaKIaHuHY MO0 3aKOHOAATENIbCTBY PD.

OpnHako it TOro, 4yroObl MH(OpMaIus, 3aQpUKCUPOBAHHAS B JOKYMEHTaX IO JUYHOMY
COCTaBy, MMeJa IOPUINYECKYIO CHUITY, TOJDKHBI OBITh BBIIOJHEHBI, KAK MUHHUMYM, TPU YCIIOBUS:
CO3/I1aHHE U COXPAHEHHUE ATUX JOKYMEHTOB B OpPraHU3alMsIX pa3HbIX (opM 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 nmukBuaanum rocyaapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
CaMOYIIPABJICHUS, TOCYAAPCTBEHHBIX U MYHHULUIAIbHBIX OpPraHU3alyil BKJIIOYECHHBIE B COCTaB
ApxusHoro ¢onna Poccuiickoii @enepannu JOKYMEHTHI, JOKYMEHTHI 110 JIMYHOMY COCTaBy, a
TAaK)K€ apPXUBHBIE JIOKYMEHTBI, CPOKM BpPEMEHHOIO XpaHEHMsI KOTOPbIX HE MCTEKIH, B
YIOPSAIOYEHHOM COCTOSIHMM IIOCTYNAKOT Ha XPAHEHUE B COOTBETCTBYIOIIMM I'OCYIAapCTBEHHBIN
WIM MYHULIUIIAJIBHBIA apXUB.

[Ipn nukBMAALMKM HEroCylAapCTBEHHBIX OpPraHM3alui, B TOM 4YHUCJIE B pe3ylbTaTe
06aHKpoTcTBa, OOpa3oBaBLIMECS B IPOLECCE HUX JAEATEJBHOCTH M BKJIIOYEHHBIE B COCTaB
ApxuHoro ¢onaa Poccuiickoii @enepannu apxXuBHBIE JOKYMEHTHI, TOKYMEHTHI M0 JTHYHOMY
COCTaBY, a TAK)K€ apXMBHbIE JOKYMEHTBI, CDOKM BPEMEHHOI'O0 XpaHEHHsS KOTOPBIX HE MCTEKIIH,
NepeJaloTCsl TUKBUIAIMOHHON KOMUCCHH (JIMKBUJIATOPOM) MJIM KOHKYPCHBIM YIIPaBJISIIOIIMM 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. Ilpm 3TOM JUKBHIAIIMOHHAs KOMHUCCHS (JMKBMJATOpP) WJIM  KOHKYPCHBIN
YIOPAaBIAIOIUNA  OpPraHU3yeT  YHNOpPAJOYEHHE  apXMBHBIX  JOKYMEHTOB  JIMKBUIUPYEMOU
OpraHM3aIiy, B TOM YUCIIE, JUKBUAUPYEMOH B pe3yibTaTe OaHKPOTCTBAY.

Baxno ormerutrs, 4Yro B coorBerctBUM ¢ DenepanpHpiM  3akOHOM  «O
HECOCTOSITENIbHOCTH (OaHKPOTCTBE)» B peIaKIMH, JeWcTByromei ¢ 5 mapta 2012r, B cr. 129
CKa3aHO, YTO « KOHKYPCHBIH YIpPaBISIOMMNA 00s3aH ...NepelaBaThb Ha XpaHEHUE JTIOKYMEHTHI
JOJDKHHMKA, TOJUIeKaIe o00s3aTeIbHOMY XpaHEHHI0 B COOTBETCTBUU C (eaepaabHbIMU
3akoHaMu. llopsnok W ycnoBus mHepenayd  JJOKYMEHTOB JIOJDKHHMKA 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 nepBoil moioBuHe 1990-x rom0B. HeoOXoaMMOCTh TOCYAapCTBEHHOTO pEryIUpOBaHUS
BOITPOCOB O0ECTIEYCHUSI COXPAHHOCTH TOKYMEHTOB IO JUYHOMY cocTaBy B Hauajne 1990-x romos
CTOsJIa Ype3BbIYalfHO OCTpO M OblIa cBsi3aHa mnocie pacnana CCCP ¢ nukBuaanmeil opraHos
VOpaBiICHUS U HWHBIX YYPEXKIEHUH U TPEANPUATUH COIO3HOTO U  PECIyOJIMKAaHCKOIO
MOIYMHEHMS], & TAKXKE C CO3JaHMEM 3HAUNUTENBHOIO YHCIIa HETOCYAAPCTBEHHBIX OpraHu3alil BO
BCEX OTPACIISIX IKOHOMUKH U OOIECTBEHHOM *HU3HU U HE BCEeTJa COOJIOJaBIINX HOPMATHUBHbBIE
TpeOOBaHUS TO JOKYMEHTALMOHHOMY O(OPMIICHHIO TPYAOBBIX OTHOIIEHHUH C COTPYIHUKAMH,
Y, KaK CJIEACTBUE, JUIIABIIME UX BO3MOXHOCTH B JAJBHEUIIEM JOKYMEHTAJIBHO NOATBEPIUTH
TPYZAOBOM CTaX U T.J. ITO I'PO3UIIO CEPbE3HBIMU COLIMATIBHBIMU MOCIEACTBUSIMH.

Urtak, mis obecrieueHusi COMHMAIBHOM W TMPABOBOM 3alIUTHl TpaxkaaH PacropsikeHue
[TpaButensctBa P® or 23.04.92 Ne781-p 00s3bIBajio B LEISAX MPEIOTBPALICHHUS YTPAaThl
JOKYMEHTOB I10 JIMYHOMY COCTaBY, a TAKXKE YJIy4UICHHUs UX XPAaHCHUS U UCTIOJIb30BaHUA !

«l. VYcraHoBUTb, 4YTO JMKBUIUPYEMBIE MPEANPUATHS, OpPraHU3ALMH...M HHbIE
OpraHU3allMOHHBIE CTPYKTYpbl, HE3aBUCUMO OT (QOpPMBI COOCTBEHHOCTH, IEPENAIOTCs Ha
XpaHEHUE IMPABONPEEMHUKOM WJIM NPU €r0 OTCYTCTBMM BBIIIECTOSIILIEMY IO MOAYMHEHHOCTH
Oprasy JOKYMEHTBI 110 JUYHOMY COCTABY....».
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Kpowme Toro, nannoe PacnopspkeHue Bo3naraio Ha roCy1apCTBEHHYIO apXUBHYIO CITYkKOY
P® oO0s3aHHOCTM 1O 00ECHEYEHHIO COXPAHHOCTU JIOKYMEHTOB IO JIMYHOMY COCTaBY
JUKBUAMPOBAHHBIX OpraHU3aluii Bcex (OpM COOCTBEHHOCTH, HE MMEBIIMX IPaBOIPEEMHHUKA
WIA BBIIIECTOALIETO IO IOAYMHEHHOCTH oOpraHa. B opraHusanvoHHOM IulaHe ObLIO
PEKOMEH/I0BAaHO OPTaHOM HCIIOJHUTEIHHON BIACTH B HEOOXOAUMBIX CIIydasiX CO31aBaTh apXUBBI
JUIsL XPaHEHUs U UCIOJIb30BaHUs JOKYMEHTOB 110 JIUYHOMY COCTABY.

He menee 3naunmbiMm Obl10 U octaércsi Pacnopsbxkenue IlpaButensctBa Poccuiickoit
®enepanun ot 21. 03. 1994 Ne358-p, B KOTOPOM OTHOCHUTEJIBHO COXPAHHOCTH JOKYMEHTOB IO
JUYHOMY COCTaBYy « BBICBOOOXJaeMbIX  paOOTHUKOB B pe3ylbTrare  00Opa3oBaHus,
peopraHM3alnuy 1 JUKBUAALUY FOPUANYECKHX JIML OBbLJIO PEKOMEHI0BAHO:

«l.  VYypegurensM BHOBb OOpa3yIOIIMXCS  IOPUAUYECKUX  JIUIL,  SBISIOLIMXCS
IOPUAVYECKIMHA M HEKOMMEPYECKMMH OpIraHM3alMsMM, BKIIOYaTh B CBOM YYPECAUTEIbHBIC
JOKYMEHTBI IOJIOXKEHHUs, Kacaroluecss Y4€ra U COXPAaHHOCTH JIOKYMEHTOB IO JIMYHOMY
COCTaBy, a TaKKe CBOCBPEMEHHON Ilepeliade HuX Ha TOCYAAPCTBEHHOE XpAaHEHUE B
YCTaHOBJIEHHOM NOPSAJKE IPU PEOPraHU3aLUY WIN JIUKBUJALUN FOPUIUYECKOrO JIMLIA.

2 ®enepanbHBIM OpraHaM HCIOJIHUTENBHOM BiacTu cyobekToB Poccuiickoit denepanyu
OCYIIECTBIISATh FOCY/IAPCTBEHHYIO PErUCTPALIUIO YUPEAUTEIbHBIX IOKYMEHTOB Ha IPUOOpETEHNE
IIPaB IOPUAMYECKOrO JIMLA IPU HAJIUYAM B HUX IOJIOKEHUM, IPEyCMOTPEHHBIX B IIYHKTE 1
HACTOSAILETO PACIOPSIKEHUS. .. ».

Takum oOpa3zom, Obul odopMIIeH MNpPaBOBOH MeXaHM3M, I0Jpa3yMeBarOIIUl
OTBETCTBEHHOCTb OPraHU3allMU 33 CO3JaHHE U COXPAHHOCTh JOKYMEHTOB I10 JUYHOMY COCTaBY
U 00s13aTeNIbCTBA TOCYAAPCTBA MPUHATh HA JOJTOBPEMEHHOE (a OTIeNbHble KOMIUIEKChl U Ha
MIOCTOSIHHOE) XpaHEHHE 3TU COLMAIbHO-3HaYNMbI€ MaTepUalIbI.

Ba)kHO HallOMHUTb, YTO apXUBHI (MIPEKAE BCETrO roCy1apCTBEHHbIC U MyHULMIAJIBHBIE, &
TaK)K€ apXMBBl OpraHM3alMil) SBISIOTCA aTpUOYTOM TOCYAAPCTBEHHOCTH, €€ MPaBOBBIM
rapaitoM. OHHM HeCcyT 00s3aTenbCTBa  HepeA TOCYAapCcTBOM M TIPaXJaHMHOM B
JOKYMEHTaJIbHOM MOJTBEPKICHUN MX IOPUINYECKUX IpaB U COLMAIBbHBIX TapaHTH.

Bo ucnonnenne stux Pacnopspkenuit IIpaBurenscTBa ObulM cO3/1aHBl B OOJBIIMHCTBE
cyobekToB PO cnenuann3npoBaHHbIE apXUBbI JOKYMEHTOB II0 JIMYHOMY COCTaBy. B ocTanbHbIX
CyObeKTax JOKYMEHTHI IO JIMYHOMY COCTaBY MOTYT XPaHUTbCS B TOCYAapCTBEHHOM apXHBeE,
aubo B OpraHe YIpaBlI€HHS AapXUBHBIM JIEJIOM, COBMeELIAonmleM (YHKUUU YIOpaBJIEHUS
ApXUBHBIM JI€JIOM U XpaHEHHUE JIOKYMEHTOB. BakHyI0 poJIb B COXpaHEHUH JIOKYMEHTOB IIO
JMYHOMY COCTaBY JIMKBHJIMPOBAHHBIX OpPraHU3AllMi, B TOM YUCIIE U B pe3yJbTaTe 0aHKPOTCTBA,
UTPAlOT MyHULIUIIAJIbHBIE ADXUBBI.

Bun wmarepuanoB KaTteropuum JOKYMEHTOB IO JMYHOMY cocTtaBy. OOpatumcs 3a
IIOMOLIbI0 K HBIHE JEHCTBYIOIIEMY HOpPMAaTUBHOMY JOKYMeHTy «llepeuHio THIOBBIX
YIpPaBJICHYECKUX apPXMBHBIX JOKYMEHTOB, OOpa3yloluxcs B Ipolecce AeSITeIbHOCTU
rOCy/IapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaAMOYIIPABIEHUS U OpraHU3alMii, C yKa3aHUEM
cpokoB xpaneHus». (M. 2010 3apeructpupoan Munroctom Poccun 8 centsaops 2010r. Per.No
18380). IlepeueHp BKIIOYAET TOJBKO THUIIOBBIE YIPABICHUECKUE TOKYMEHTHI, 00pa3yromuecs B
npolecce JeATeNbHOCTH OpraHu3anuii Bcex ¢opM coOcTBeHHOCTH. B mepByro ouepens Hac
OyAyT HMHTEpecoBaThb pa3feiibl, COAEp)Kallhe JOKYMEHTHI 10 OpraHu3allH, HOPMHPOBAHHIO,
TapuduKanuy, omate u oxpane tpyaa (Pazgen Ne7), a Takke JOKYMEHTHI O paboTe ¢ KaJpaMu:
npuéme, epeMereHn , YBOJIbHEHUH paO0THUKOB, MOBBIIICHUN WX KBAJIM(UKAIIUH, TPOBEACHUU
aTTecTaluu, a Takke HarpaxaeHuu (PaznenNe8). Kpome toro, cneayeT npuBiedb JOKYMEHTHI U3
Pasnena Ne4d «Yder m OTYETHOCTB», CBA3aHHBIE C OIUIATOM TpyZJa M JAPYTMMHU BbIILIATaMU
COTPYIHUKAM.

HopMaTuBHbBIE CPOKM XpaHEHMsI TOKYMEHTOB IO JUYHOMY COCTaBY YUMTBIBAIOTCS MpU
COCTAaBJICHUM B KaXJOW OpraHu3allid BEIOMCTBEHHBIX (JIOKAJIbHBIX) HOPMATHUBHBIX AKTOB:
MHCTPYKLUH, IPaBUJI, OJOXKEHUI B KOTOPBIX M3JI0KEH MOPSIIOK COCTABIEHUSI HOMEHKJIATYpPHI
nen, (opMUpoBaHHMS M O(OPMIIEHHS JIeJl, COCTaBIEHHUS HAay4dyHO-CIPABOYHOIO ammapara,
IOATOTOBKU JIeN K apXHUBHOMY XpaHEHHIO. [loAroroBka JOKYMEHTOB IO JUYHOMY COCTaBy K
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JUINTEIbHOMY XpaHEHMIO HAUMHAETCS Ha CTAaJud COCTaBICHMsS HOMEHKIATypsl Jel U
(bopMHpOBaHUs A€ B JEJIONPOU3BO/ICTBE.

OCHOBHBIMM HOPMAaTHBHBIMH JOKYMEHTAaMH, B KOTOPBHIX YCTAHOBIICHBI OOIIHE
TpeGoBaHuUs 1O 3TU BompocaM sBisitorcs «IIpaBuia opraHu3anuy XpaHeHHs, KOMIIJIEKTOBAaHUS,
yuéTa W UCIOJIB30BAaHUS JIOKYMEHTOB apXMBHOTO (OHAA POCCHICKON (emepanuu U APYrux
apXUBHBIX JIOKYMEHTOB B IOCYIApCTBEHHBIX OpraHax, OpraHax MECTHOIO CAMOYIPAaBICHUS U
opranmzaiusax» ot 07.09.2015 r. u «lIpaBuna nenonpou3BojacTBa B (penepaibHBIX OpraHax
WCIIOJIHUTEIIBHOM BIIACTHY», YTBEpkKACHHbIE mnocTaHoBiIeHUeM [IpaButensctBa P® ot 15.06.
2009 r.Ne477.

KiroueBbIM ABIII€TCS BONPOC JOCTyIA IOJIb30BaTENIEd K JOKYMEHTaM [0 JIMYHOMY
COCTaBY B rOCYAApCTBEHHBIX U MyHULIMNIAJIbHBIX apxuBax P® u opranuszanuu noiab30BaHUs UMU
JIOKyMEHTBI 1O JMYHOMY COCTaBy, IO CYTH, SBISIOTCA MCTOYHHKAMM MacCOBOTO
OPOUCXOXKACHUST W uX uH(popmanus (B 00E3IMYCHHOM BHUJAE, B COOTBETCTBHHM C HOPMaMHU
JefcTByOIero 3akoHonaTenscTBa P®) wMorma Obl cTaTh OCHOBOM /ISl YHUKAJIbHBIX
UCCIICIOBaHU B 00JACTH COLMOJIOTHH, JAeMOTpaduu, TeHEAIOTUH M MHOTUX JIPYTUX HAYYHBIX
HanpaBieHui. Takum 00pa3oM, BBIXOJS 3a PAaMKU HCIIOJHEHHs TOJbKO COLMAIbHO-TPABOBBIX
3apocoB TeX TIpaxaaH, HHPoOpMalUs O KOTOPBIX 3a(UKCUpOBaHA B JIOKYMEHTAlIUH,
IIOCTYNMBIIEH HAa XpaHeHUE B apxuBbl. [IO0CKOJBKY, 4acTh 1€ U JOKYMEHTOB IO JMYHOMY
COCTaBy COJEpkKaT CBEACHUSA, O JUYHOM U CEMEWHON TallHE rpa)KJaHWHA, €r0 JUYHOM KU3HHU ,
CBEJIEHHUS , CO3/AIOLIUe Yrpo3y s ero 0e30MacHOCTH, CIeAyeT Ype3BbIYaiHO TaKTHUYHO, C
cOONIOZCHUEM HBbIHE JICHCTBYIOIIETO 3aKOHOJATEIbHBIX HOPM  MCHOJIb30BaTh JaHHbIE
JIOKYMEHTHI.

[Tomous apxuBaM UM IOJIB30BATENSIM apXUBHOW HMH(OpManMeld Mo COONIIOJIEHUI0 BCEX
TpeOOBaHUI OTHOCUTEIBHO UCIOJIb30BAHUSA TOKYMEOHTOB IO JINYHOMY COCTaBY MOT'YT OKa3aTb
Mertoanueckue pexomenpamnuu, mnoarororieHHsie BHUWIAJL B 2009r : «OO6ecneuenue
JocTyna TONb30BaTeNed K JOKYMEHTaM TOCYJapCTBEHHBIX M MYHHUIUNAIBHBIX apXHUBOB
Poccuiickoit @enepanyi M opraHu3alys IOJIL30BAHUS HMH», Oa3upyrolluecss Ha HOpPMax
POCCUICKOT0 apXUBHOI'O M CMEXHOI'0 3aKOHOAATEIIbCTB.

O6parumcs &k monpaszaeny 1.2.3. Meroaudeckux peKOMEHAAIMH , B KOTOPOM
NEePeYHCIIeHbl KaK MpaBa U 00S3aHHOCTH IOCYJapCTBEHHBIX M MYHMLMIAIBHBIX apXHUBOB, TaK U
noJib30oBateseil (IOpUANYecKuX U (PU3NYECKUX JIUI]) TI0 00ECIEUEHHUIO JOCTyNa U OpraHu3aIuu
UCIOJIb30BaHUSl JTOKYMEHTOB IO JINYHOMY cocTaBy. B coorBerctBuM ¢ 1.3 c1.25 ®3 -125 «O6
apxuBHOM zene B Poccuiickoil denepannn»- apXvB OIPAaHUYMBACT JOCTYII IOJB30BATENIEH K
apXUBHBIM JI€JlaM M JIOKYMEHTaM, COJAEpXKalllUM CBEIEHUS O JMYHOW W CEeMEHHOW TaiiHe
rpaXXAaHWHA, €r0 YacTHOM JKWU3HM, CBEACHMS, CO3/AI0IME Yrpo3y Uisl ero 0e30MacHOCTH, B
TE€YEHUH 75 JIET CO JHS CO3/aHus JOoKyMeHTa. Ilocie OkoOH4aHMs 3TOro nepuoja OrpaHUYEHUs
Ha JIOCTYI cHUMatoTcs. VckirouenneM SBstoTCa Jenna U JOKYMEHThI THYHOTO TPOUCX 0K ICHHUS,
nepefaHHble B apXMB Ha OCOOBIX YCIOBUSX AocTyna K HUM. COOCTBEHHHK MMeEET IpaBo
YCTaHOBUTH CBOM CPOKH OIPaHUYEHHS] U YCIOBHS JIOCTYIIA.

ApXUB TpenocTaBisgeT Jefa U JOKYMEHTbl 0e3 OrpaHHYeHUil caMOMy TpaKAaHUHY -
cyOBbeKTy HH(OpMALIMU, €CIIH ATO HE MPOTUBOPEUUT 3aKOHOAATENLCTBY P®D (Hanpumep, 3aKOHOM
«O rocynapctBeHHOH TaitHe», «OO0 ONepaTUBHO-PO3BICKHON MJEATENbHOCTH» M Jp.) WIH
JIOBEPEHHOMY JIMIly TpakJaHUHa (NP TPEAbABIECHUU JOKYMEHTOB, YIOCTOBEPSIOIINX
JUYHOCTH, TOBEPEHHOCTH, O()OPMIIEHHON B YCTAHOBJIEHHOM 3aKOHOM HOPSIZIKE).

[locne cmepTu rpakiaHuWHA MPaBOM Ha JOCTYN K apXUBHBIM Je€llaM U JIOKYMEHTaM,
COJepXKAlllUM CBEJCHHUS O JHWYHOM M CEeMeHHOM TaiiHe, ero 4YacTHOM J>XKU3HU O00JIaJaroT
HaCJIETHUKH ( IOBEPEHHBIE JINIIA HACIEAHUKOB), €CJIM 3TO HE MPOTUBOPEUHUT 3aKOHOATEIbCTBY
P®. ApxuB B3aUMOJEHCTBYET C HACIEAHMKAMH IIPU HAIUYUKU CBHUJETENIBCTBA O CMEPTHU
TPaXAAHUHA U JOKYMEHTOB , IOATBEPKAAIONINX UX NIPAaBO HA HACJIEICTBO.

JUiss Opyrux KaTeropwil Iosib30BaTeneil HeoOXOIUMO IMUCBMEHHOE HOTapHallbHO-
3aBEPEHHOE pa3pellieHHe TpakJaHWHA (€ro HacleJHHKa WIM JOBEPEHHOIo JuIa), KOTOopoe
MOYET OBITh 3alpOIICHO OpraHu3alMel , HapaBUBILEH MOJIH30BATENS B ApXUB, MTOJIb30BaTEIEM
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, €CIIM OH - YaCTHOE JIUIIO, WJIK apXUBOM I10 TPOCKOE MOIb30BaTENsA. APXUBY CIEAYyeT BbIIaBaTh
MOJI30BATENIO TOJIBKO T€ JIEJIa U JOKYMEHTBI, KOTOPbIC OYIyT YKa3aHbl B pa3peIicHUH.

ApXHB mpeaocTaBiIsieT 10 OKOHYaHUA 75 JIET CO AHSA CO3JaHUs JOKYMEHTAa apXHUBHBIE
Jle7ia U JIOKYMEHTHI, COJIepXKalllie CBEICHUS O JIMYHOW W CEMEWHOW TailHe rpaKJaHWHa, €ro
YAaCTHOM JKM3HU 110 MOTHBHUPOBAHHOMY MTUCBMEHHOMY OOPAIIEHUIO COTPYIHUKAM OpTaHHU3aIlHii-
dboHg000pa3oBaTENC U UX MPUEMHUKOB, OPTaHOB TOCYIapCTBEHHOM BJIACTH, OPTaHOB MECTHOTO
CaMOYIIpaB-JICHUsA, CYAOB, OPraHoB IIPOKYpaTypbl, OPraHoB IIPEABAPUTEIILHOIO CIEACTBUS U
JIO3HAHUS B TIpe/ieaxX UCIIOTHEHUS MU CBOUX CITY’)KEOHBIX 00sS3aHHOCTEH.

ApxuB 0€3 COTIIaCOBaHUS C TPAXKIAHUHOM (€ro HaclIeIHUKAMH) 00ECIIEYUBACT JOCTYII
MOJIB30BaTEJICH K JieJiaM, COJep KaIliM OCHOBHBbIE OWorpaduvecKkue MaHHbBIE JIUIA: CBEICHUS O
JaTe U MECTE €ro POKIEHHUs, CMEPTH, OOPa30BaHHUH, CIYKEOHBIX TOJDKHOCTSAX (€CIH 3TO HE
MIPOTUBOPEUYHUT (eepaIbHOMY 3aKOHOJATEIbCTBY, HAmpuUMep, 3aKOHOM «(O TrocynapCTBEHHOH
taiiHe», «O0 ONepaTUBHO-PO3BICKHON MEATEIBHOCTH» W Jp. ), MOYETHBIX YUYEHBIX 3BaHUSX,
Harpajax, BEIOOPHBIX JOJHKHOCTSX, 00 OMyOJMKOBAHHBIX PE3ylibTaTaX TBOPUECKONW U HAyYHOU
JEATENBHOCTU IPAXKIaHUHA.

ApxuB o0ecrieyuBaeT JOCTYIl TOJIb30BAaTelsl TOJIBKO K TEM JOKYMEHTaM WU
uH(pOpMaIMK, KOTOpPBIE OTHOCATCA K JIMIy B OTHOIIEHHMH KOTOPOro, OBLJIO TMOJYYEHO
paszpemienue o goctymne. Eciu B nene HaxoAsaTcsl JOKYMEHTBI, coJiepiKaliie KoHGUACHIINATbHbIC
CBEJICHUSI O HECKOJBKUX JIMIAX, TO TakHUE JieJa Ha PYKU [OJb30BATENSIM HE BBIIAIOTCA.
WuTepecyromas monb3oBatenss HWHGOpMaldsg MOXKET OBbITh BbIJaHA €My B BHJIE apXHUBHOMN
CIIPAaBKH WJIM KONHUH JOKYMEHTOB C M3BSATHIMH M3 HUX KOHQUIACHIIMATHHBIMUA CBEICHUSMH O
Ipyrux junax. Paspemenne Ha AOCTYIl BBIAAETCA PYKOBOIAUTENIEM TOCYAAPCTBEHHOIO apXuBa
WM JTUTIOM, 00J1aIal0NUM COOTBETCTBYIONTUMH MOJTHOMOYHSIMA B MMUCHMEHHOM BHJIC.

Takum 00pa3om, OCHOBHbBIE JOKYMEHTBI, COCTABIIAIOIINE HOPMAaTUBHYIO 0a3y apXHBOB 110
JINYHOMY COCTAaBY, 3TO:

1. Tpynosow Kogekc Poccuiickon deagepauum N 197-93 30 aekabps 2001 r. Bepcua ¢
M3MEHEHMAMU U agonoaHeHmnamu ot 29.06.2015.

2. depnepanbHbIn 3akoH «06 apxmBHOM aene B Poccuinckont ®epepaumm» Ne125-d3 ot 22
OKTA6pna 2004 .

3. MpaBuna opraHM3aLMmM XpaHEHUS, KOMIMJIEKTOBaHMA, Y4ETA U UCNONb30BaHMA
OOKymeHToB ApxmeHoro ®oHaa Poccuiickon degepaumnm n pyrux apxmeBHbIX JOKYMEHTOB B
rocyAapcTBEHHbIX OpraHax, opraHax MecTHOro camoynpas/ieHuA 1 opraHusaumax. Mocksa — 2015 r.

4, MepeyeHb TMNOBbIX YNPaBAEHYECKUX apXMBHbIX JOKYMEHTOB, 06pasyoLmnxca B
npouecce 4esTe/IbHOCTM rocy4apPCTBEHHbIX OPraHOB, OPraHOB MECTHOrO CaMOyNpaB/eHuA U
OpraHu3aLMi, ¢ ykasaHMeM CPOKOB XpaHeHuA. 3apernctpmpoBaH MuHioctom Poccum 8 ceHTabpa 2010 .
Per.Ne 18380.

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

6. MHCTPYKLMA MO 4enonpon3BoACTBY opraHm3auum. OauH us pasgenos UHCTPYKLUMK
MOKeT coAeprKaTb NpaBu/ia XpaHEHUA JOKYMEHTOB NO IMYHOMY COCTaBy.

7. MHCTPYKLMA MO KagpoBOMY Ae/10MPOU3BOACTBY OPraHn3aLmm.

8. MprmepoMm NOCNYKAT BblAEPHKKN U3 MHCTPYKLUMIA NO KaAPOBOMY Ae/10MPOU3BOACTBY

OA4HOro BYy3a.

4. JOKYMEHTBI I10 YUETY KAJIPOB.

4.1. TpynoBasi KHIKKa paOOTHHKA — OCHOBHOW TOKYMEHT O TPYAOBOH AESITENbHOCTH U
TPYJIOBOM cCTaxe paOOTHWKA. TpPyHOBBIE KHIDKKH BEAYTCS B TOPSAIKE, MPETYCMOTPECHHOM
«[IpaBunamu BeACHHS W XpPAaHEHUS TPYAOBBIX KHUKEK, W3TOTOBJICHUS OJAHKOB TPYAOBOM
KHIDKKM W obOecrieyeHHss UMH paboroaareneil», yTBEp>KICHHbIMH IOCTAHOBJIEHUEM
[TpaButensctBa PO ot 16 anpenst 2003 r. N 225 (¢ usmenenusimu ot 6 deBpains 2004 r.)

4.2. JInyHOE€ JE€I0 — COBOKYMHOCTH JOKYMEHTOB, COJEpKAIIUX IOJHBIE CBEACHUS O
pabOTHUKE U €T0 TPYIOBOU AesaTenbHOCTU. JINUHbIE 1ena BeayTCs ¢ Ielbl0 KOHIICHTPAIUK BCei
nHpopmaluu 06 0JHOM pabOTHHUKE B OTACIBHOM KOMILUIEKCE (JIOChE).
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4.2.1. JInunsle nena BEAYTCS HAa BCEX PAOOTHUKOB HHCTHUTYTA.

4.2.2. Jluunoe npeno odopmiseTcs IMOCAe HW3JIaHWs TpHKaza O INpueMe Ha padory,
dopmupyeTcsi B TEUEHHE BCEro Cpoka paboThl pabOTHUKA M JIOTIOJNHSAETCS JOKYMEHTaMH,
XapaKTepU3YIOIUMHI TPYAOBYIO JESATEIbHOCTb.

4.2.3. Jluunble nena paOOTHUKOB XpaHATCS 75 5T, pyKOBOAWUTENEH OpraHU3alluh —
HOCTOSIHHO.

4.2.4. Jluunple nena XpaHsTcs B YIPaBIEHUU KaK JOKYMEHTBl CTPOrOM OTYETHOCTH.
OTBETCTBEHHOCTh 3a XpaHEHHE JIMYHBIX [EJl BO3JIaraeTcsi Ha OTBETCTBEHHOIO 3a BEJEHHE
KaJpOBOT0 JEJIOMPOU3BOICTBA paOOTHUKA Y IPaBICHHUS.

4.3. XKypHaibl (KHUTH) yyeTa — JOKYMEHTUPOBAaHHE OCHOBHBIX OMNEpalUii M0 JBUKEHUIO
JUYHOTO cocTaBa. K ydeTHbIM JOKyMEHTaM OTHOCATCS:

nuyHbIe KapTouku §.T-2;

KypHaJI PETUCTPALUU IPUKA30B 110 JUYHOMY COCTaBY;

KYpHaJI pErUCTPallMU TPYIOBBIX JOTOBOPOB;

JKypHaJl PETUCTPALIUU JIUCTKOB

HETPY0CIIOCOOHOCTH;

TPYJOBbIE KHUKKHU PaOOTHHUKOB;

KHUTA y4yeTa JBM>KEHUS TPYJOBbIX KHM)KEK U BKJIAIbIIIECH K HUM.

6. [TIOPAOK ITIOATOTOBKMU U TIEPEJAYUN JAEJI HA XPAHEHUE B APXVB
NHCTUTYTA

6.1. Jlns ompeneneHuss LEHHOCTH KaJPOBBIX JOKYMEHTOB C IENbI0 OTOOpa HMX Ha
XpaHEHUE B apXHB WHCTUTYTAa M YCTAHOBJICHUS CPOKOB XPAHEHUS IMPOBOJMTCS IKCIIEPTU3A
[EHHOCTHU JOKYMEHTOB.

OT6Op KaapoOBBIX JOKYMEHTOB JJISl TIOCTOSTHHOTO XPaHEHUs! MPOBOAMTCS HAa OCHOBAHUH
NEepeYHe JOKYMEHTOB C YKa3aHMEM CPOKOB HUX XPaHEHUS M HOMEHKJIATyphl Jell IyTeM
MOJINCTHOTO MPOCMOTpa JEJI.

[lo pe3ynpTaTaM »3KCIEPTU3bl LEHHOCTH JTOKYMEHTOB COCTaBIISIFOTCS ONHMCH 1€
MOCTOSTHHOTO, BPEMEHHOTO XPAHEHHSI U TI0 JJUYHOMY COCTaBY, a TAKXKE aKThl O BBIJCICHUH JEIT K
YHUUYTOKEHUIO.

6.2. Ha 3aBepiiieHHbI€ Jie7la TOCTOSTHHOTO, BPEMEHHOT'O XpaHEHUS U TI0 INYHOMY COCTaBYy,
MPOUIeNIINEe OKCIEePTH3y IEHHOCTH, O(GOpMJICHHBIE B COOTBETCTBUM C  HACTOSIIUMHU
TpeOOBAHUSIMU, €KETOTHO COCTABIISIOTCS OIUCH.

[Ipu cocTaBieHun oMKCH JeN COOTIOAA0TCS CIEAYIONUe TPeOOBAHNUS:

3aroJIOBKH JIeJI BHOCSATCS B OMKCh B COOTBETCTBUU C MPUHSITONW CXEMOW CHCTEMaTH3aIluu
Ha OCHOBE HOMEHKJIATYPHI JIET;

rpadpl OMUCH 3aATOJHSIOTCS B TOYHOM COOTBETCTBHHM C TEMH CBEICHHUSIMH, KOTOPHIE
BBIHECEHBI Ha 00JIOXKKY Jena.

Ormrcu e COCTaBISIOTCS TI0 YCTAaHOBJICHHOU (pOopMe B TpeX IK3eMILIsIpax.

7. OCOBEHHOCTH O®OPMJIEHUA JOKYMEHTOB IIO0 OTHAEJIbHBIM
KAZIPOBbIM ®YHKIMAM
7.1. Ilpuem Ha paboty
7.1.1. IokyMeHTbI, HEOOX0IUMbIE TPpU 0(OPMIIEHUH ITpHEMa Ha paboTy
7.1.1.1. TlepeueHb TOKYMEHTOB, CO3/IaBAEMBIX OT/IEIIOM KaJIpPOB:
- TPyZIOBOM JOTOBOP
- IpUKa3 o npueMe paboTHHKA Ha padoTy
- mn4Has kapToudka (popma Ne T-2)
- IMYHOE JIeN10
- TIMCBbMO-CBEJICHUSI O Tpa)<IaHUHE, MOAJIEeKAIIEM BOMHCKOMY y4YeTy U MPHUHATUU
ero Ha paboTy (15 JIMII, TOJICKANTUX BOMHCKOMY YUETY).
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7.1.3.8. B Teuenne Ttpex pabouyMx OHEH cCO AHSA MpUeMa Ha paboTy CHELHATHUCT IO
Kajpam o(opMIISIET JINYHOE JIENI0 paOOTHHUKA.
B cocraB In4HOTO N1€1a BXOASAT CIEAYIOUINE JOKYMEHTHI:
- BHYTPCHHSS OIUCH JIOKYMEHTOB JIeJia
- IMYHBIN JIMCTOK 0 Y4YETy KaapoB ¢ ¢pororpadueit
- apToOuorpadus
- BBIIUCKA W3 pEIICHUS YYCHOrO COBETa O HA3HAYEHWH Ha JOJDKHOCThH 10
pe3yibTaTaM KOHKYPCHOTO 0TOOpa WM BEIOOPOB (11 HAYYHO-TIEIarornaecKux pabOTHUKOB)
- KOIHs ITpHKa3a o mpueMe Ha padoty
- KOTIMH JIOKYMEHTOB 00 00pa3oBaHUH
- TPyZIOBOM JOTOBOP
B Teuenue Bcero mepuoga paboOThl B JIMYHOE €TI0 PaOOTHHUKA BHOCSATCS KOIHMH
IPUKa30B O IepeBoJaX, MEPEMENICHUAX, KON JOKYMEHTOB O CMEHE (haMWIINH, O MOBBIIICHUU
KBaJTM(HUKAIIAU U TIP.

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

Tema 1. Dxcnepmu3sa yeHHocmu 0OKyMeHmMOo8 no JTUYHOMY COCHAGY

[To ucreyennn 0THOTO TOAA MOCTE 3aBEPIICHUS] OPMHUPOBAHUS JIEN B JCIONPOU3BOACTBE
OpOBOIUTCS paboTa MO MX IOArOTOBKE K Iepefaye Ha XpaHEHUE B apXuB ydpexJeHus. B
coorBercTBUM ¢ «lIpaBunamu opraHu3aluu XpaHEHHs, KOMIUIEKTOBaHUS, Yu€ra U
UCIIOJIb30BAaHUS JIOKYMEHTOB apXMBHOI'0 (OHAA pOocCHHCKOM (enepanuu u ApYrux apXHUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYINpaBICHUS U
opraamuszanusax» ot 07.09.2015 r. B apXuB NOCTYNAaOT JOKYMEHTBI, B TOM YHCJE IO JIMYHOMY
COCTaBy, HE IIO3JHEE YeM uepe3 TpU Troja Iocje 3aBeplieHuss UX (GopMHpOBaHHUS B
JIEJIONPOU3BOJICTBE.

Jlena mepenaroTcss B apXuB B YIOPSJIOYEHHOM COCTOSHUM IO CHATOYHOW OIMCH.
JIOKyMEHTBI 10 JINYHOMY COCTaBY BBIAEISIOTCA B OTAEIBHYIO TIPYIIy, CUCTEMATHU3UPYIOTCS
000COOJIEHHO U BKIIIOYAIOTCS B CAMOCTOSITEIIBHYIO OIHKCH.

ITonroToBka JOKYMEHTOB K JUIMTEIBHOMY XPAaHEHUIO BKIIIOUAET B ceOs:

1. npoBeAeHMe SKCNEePTM3bl LLIEHHOCTU AOKYMEHTOB;

2. odbopmneHune aen;

3. COCTaB/IeHME Onucel UK HayyHO-CNPaBOYHOro annapata K HuMM (yKasaTenen,
ornasneHui).

[Ipu mpoBefeHNH SKCHEPTU3HI [IEHHOCTH JOKYMEHTOB B KaJPOBOW CIyKO€ MPOBOAUTCS
oTOOp JeN C JOJITOBPEMEHHBIM CpPOKOM XpaHeHHs (cBbimre 10 Jier) s mepeaadd B apXuB
YUPEXKJICHUS, BBIJICICHNE K YHHUTOKEHUIO JOKYMEHTOB, CPOKU XPAaHEHHUS KOTOPBIX UCTEKITH.

OT1O0Op NOKYMEHTOB /Jisi JajJbHEHIIEro XpaHEHUs MPOUCXOAMUT IyTeM MPOBEICHUS
MOJIMCTHOTO MPOCMOTpa Aenl. He momyckaercss mpoBeAeHNE SKCIEPTU3bI IEHHOCTH JOKYMEHTOB
TOJIGKO TI0 3arojIoBKaM Ha OO0JIOKKax Jen. [Ipu 3ToM W3 Jel W3BIMAIOTCS JIUIIHHUE KOTIHH
HK3EMILUISIPOB JOKYMEHTOB HIIM JIOKYMEHTHI, HE OTHOCSIIHMECS K BOIMPOCaM, MO KOTOPBIM OBLIO
c(hOpMHUPOBAHO JIETI0; YUUTHIBAETCS MPABUIILHOCTH ODOPMIIEHUS JOKYMEHTOB.

Odopmrenne aen mpeaycMaTpuBaeT CUCTEMATH3AIUI0 JOKYMEHTOB B Jiefie, MOAIINBKY
WIA TIepervieT Jeia, HyMEpalHio JHCTOB Jeia, COCTaBJICHHWE JIUCTa-3aBEpPHUTENS JIeia,
cocTaBlieHHe (B HEOOXOIUMBIX CIIy4asx) BHYTPEHHEH OMHICH JOKYMEHTOB.

JIOKyMEHTBI B JeJaX, COJEpXKAIIUX TNPHUKA3bl, PACIOPSHKEHHS 0 JHYHOMY COCTaBYy,
NEpCCUCTCMATUZUPYIOTCA B XpOHOJIOFH‘-ICCKOﬁ IIOCIICA0BATCIIbHOCTHU: B Ha4daJI€ Acjia OOJIZKHBI
pacmoJiaraThCsi IPUKa3bl (PacOPsHKEHNS) 3a SHBAPh, IIOTOM 3a (heBpasib U T.JI.

AHaJIOFI/I‘-IHO, 1o XPOHOJIOTHICCKOMY IMPUHIHITY MIPOBOAUTCA cucreMaru3anus
JOKYMEHTOB B JellaX, COJCPIKANIMX aKThl O HECYACTHBIX CIy4YasX, MPOTOKOJBI 3aceqaHHi
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KOMUCCHH, JOKYMEHTBI O MPEJCTABIECHUN K HArPAKIECHUIO, TPYAOBBIE JOTOBOPHI (COTJIAIIEHHUS),
Tapru(UKAIMOHHBIE BEIOMOCTH, TaOEIH U HapsAbl pAOOTHUKOB BPEIHBIX MTPOGECCHIA.

[MommmBka cHOPMUPOBAHHBIX JIe]  MPOU3BOAUTCS TOJBKO IOCIAC 3aBEPIICHUS
9KCIEPTU3bI IEHHOCTH JTOKYMEHTOB. JJOKyMEHTHI Jiejia MOAMINBAIOTCS, IEPEIJICTAIOTCS B YETHIPE
HpOKOJIa CypOBBIMI/I HUTKaMH. HpI/I 9TOM, y‘-II/ITbIBaSI HHTCHCHUBHOCTL HCIIOJIB30BAHUS
JOKYMEHTOB TI0 JJHUYHOMY COCTaBY I10 COLMAIbHO-IIPABOBBIM 3allpOCaM IPaXKAaH U yUpExkKICHU,
HpI/I BBIITOJIHCHUHN HepeHHeTHBIX pa60T, IIOAJIINBKE ICJI cne,uyeT HCIIOJb30BATh KAPTOH BBICOKOI'O
Ka4eCcTBa, MMEIOUIMIA [MOBBIIIEHHYIO IUIOTHOCTh. JIOKYMEHTBHI IMOAIIMBAIOTCS, MEPEILICTAIOTCS
TaK, YTOOBI OBIIO 00ECIIEYEHO CBOOOJHOE YTEHHE TEKCTA.

Iepenaya et 1Mo JUYHOMY COCTaBY B apXUB OCYILECTBIISAETCS TOJIBKO IO OmucsM. [Tpuem
KaXJIOTO Jielia TMPOU3BOAMTCSA PAOOTHUKOM apxuBa (JIMIIOM, OTBETCTBEHHBIM 33 apXHUBHOE
XpaHCHHE) B MPHCYTCTBUU COTPYAHHMKA KaJApoBOM Ciy:KObl. IIpu 3TOM Ha 00eHMX 3K3eMIUIpax
OIIiuCHu €I IIOCTOAHHOIO MU JJIUTCIIBHOI'O XpaHeHI/ISI, caaBacMbIX B apXI/IB, JCJIacTCAa
COOTBETCTBYIOIIAass OTMeTKa. lluppaMu ¥ MPOMKCHI0 B KOHIE KaXIOTO SK3EMIUIApa OIKMCH
YK%BIBaeTCFI KOJINYECTBO (baKTI/I‘-IeCKI/I HpI/IHﬂTI)IX B apXI/IB pI(S) HOMepa OTCYTCTBYIOIIII/IX JCII,
Jara nmpreMa-rnepeaadn Aell, a TakKe MOAMKMCH IPUHUMAIONNX U IEPEAaloliX I0KHOCTHBIX
JIHII.

IIpy Hajmyuu B  JIMYHOM JieJ€  HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB
(ymocroBepeHui, CBHUAETENbCTB, TPYAOBBIX KHIKEK, BOCHHBIX OWJIETOB M T.I.) OHH
BKJIAJIbIBAIOTCS B KOHBEPT, KOTOPBIN BMECTE C APYTUMHU JOKYMEHTaMH IOAIINBAETCS B AEIIO.

B Hagane kaxpaoro jena BKJIAIbIBAETCS YMCTHIM JUCT Oymaru, B KOHLE — JIUCT-
3aBEpUTEIb 110 YCTAaHOBJICHHOH QopMme.

B nmcre-zaBeputrene  numppamMm M TPONKMCHIO  YKa3bIBaeTCs  KOJHMYECTBO
IIPOHYMEPOBAHHBIX JUCTOB B JI€JI€, HAIMNYUE MPOIYILIEHHBIX U JIUTEPHBIX HOMEPOB, KOJIUYECTBO
JUCTOB BHYTpPEHHEN omMcu zena. He ponmyckaercs BBIHECEHUE 3aBEPUTENIBHOM HAJIIMCH HA
00OpOTHYIO CTOPOHY MOCTIEIHET0 TIOKYMEHTa Jiefia U Ha O0JI0XKKY Jena.

[Tocne uyucrToro nucra B Haydajao Jefa MOAIMIMBAETCS BHYTPEHHSS OMNUCH JOKYMEHTOB
nena. BHyTpeHHsSsI omuCh COCTaBisieTCs K JIMYHBIM JejJaM IO YCTaHOBJEHHOH (opme.
BuyTpeHHssT omuck cocTaBiseTcss Uid ydeTa JIOKYMEHTOB [ieNa, COAEPKHUT CBEIEHUs O
MOPSIIKOBBIX HOMEpPAx JAOKYMEHTOB Jiela, UX MHIEKCaX, JaTaX, 3aroJIOBKaX W HOMEpAaX JINCTOB
nena. K BHyTpeHHEH OIUCH COCTaBIISIETCS UTOrOBasl 3alKCh, B KOTOPOM yKa3bIBAlOTCS LUppaMu
U NIPOIHCHIO KOJIMYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB U KOJMYECTBO JIMCTOB BHYTPEHHEU
onvcu. BHyTpeHHss ONHUCh MOJINKMCHIBAETCS €€ COCTABUTENEM, YKAa3bIBae€TCi JOJKHOCTh
COCTaBUTENS U paclIM(poBKa IMOANNCH.

N3menenus coctaBa JOKYMEHTOB JIMYHOTO Jena (U3bATHE, BKIIOYEHHE JIOKYMEHTOB,
3aMeHa WX KONMSAMHM M T.I1.) 3aHocarcs B rpady «lIpumedyanue» co CCbUIKAMU Ha
COOTBETCTBYIOIIME JOKYMEHTbI, HA OCHOBAHUU KOTOPBIX IMPOU3OLUIO HU3BATHE, TOMOIHEHHUE,
3aMEHa KONMSMHU U T.I. B ciyyae 3HaYMTENbHBIX U3MEHEHUN B COCTABE JINYHOTO /i€, UTOTOBast
3aMych K BHYTPEHHEH OIMKCH Jiefia ¥ 3aBepUTeIbHas HAIIUCh JIeJia IePeCcOCTaBISIOTCS.

PaccmoTpuM, Kak IpoxXoAMT nepenada A€l B apXUB OpraHu3anvu. B mepByro ouepens
BO3HHUKAET JIBa BOIPOCA — KaKKe JOKYMEHThI TpeOyeTcsl MOATOTOBUTH U 3a KaKKe TObL.

Kakue kareropuu 10KyMeHTOB MepeaatoT B apxuB. OOBIYHO B apXHMB OpraHU3alliy CIAI0T
JIOKYMEHTBI MIOCTOSIHHOTO XpaHeHus U BpeMeHHoro > 10 et xpanenus. B mocnennem ciydae,
IIPEKIE BCETO, UMEIOT B BUY JI€1a IO IMYHOMY COCTaBY.

Hena < 10 net xpaHeHus: OOBIYHO B apXMB HE IMOMNAa/Ial0T, OHU OCTAIOTCA B OTAeNax (rnue
OHM 3aBEJIEHbI) J0 MOMEHTAa MCTEUEHHS CPOKOB MX XPAHEHUS M yTpaThl IPAKTHYECKON
HagoOHocTu. Ho Bce e B OTHENBHBIX CIOy4yasX IO PELIEHUI0 PYKOBOJACTBA JOIMYCKAeTCs
nepeJaBaTh U Takue Jella B apXuB (HAaNpuUMeEp, HET MecTa JJs XPAaHEHUs B OTHAEJE). 3aTeM
MOYKHO OyZIET COCTaBUTh aKT Ha YHUYTOXKEHUE TOKYMEHTOB C BDEMEHHBIMH CPOKAMH XPAHEHMS.

3a kakue rojpl JAena nojajexar mnepefade B apxuB. CorjacHO npaBuiaM AOKYMEHTHI
clade B apxuB IOAJIEXKAT HE NO3AHEE 3-X JIET IOCNE 3aBEPIUCHUS UX B JEIONPOU3BOICTBE.
MoHO opopMHTBH Teperady Jesl B apXuB U yepe3 roi. Ho cuinpHO paHo HE pallioHalIBHO,
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MOTOMY YTO «CBEXHE» JOKYMEHTBI MOTYT MOHAOWTHCS B TEKYIIEM JAEIONpOon3BOjAcTBe. M3-3a
3TOro OyJaeT MHOTO CYEThl, YTOOBI 3alpaliuBaTh UX U3 apXHUBa.

I'padbuk mpuema-mepenaun nein. B cOOTBETCTBHM C CYIIECTBYIOIIMMH TPEOOBAHUSIMH
nepegavya Jea B apXuB JIOJDKHA MPOUCXOIUTH MO rpaduky. DTOT rpaduk cocTaBisercs B
IpOM3BOJILHON (hopMe, M3 KOTOPOTO MOXKHO TIOHSTh, KaKO€ CTPYKTYpHOE IMOJpa3/ieieHue
(MOXHO Jake yKa3aTb KOHKPETHOT'O HCIIOJIHMUTENS) UM Korja OyAeT OCYIIECTBISATH Mepeaavy
JIOKYMEHTOB B apXHB.

Cpoxk npuemMa-tiepeaauu Jiydiie ykassiBaTh He 15.10.2014, a B 6osee mMMPOKOM BapUaHTE
— OKT0pb. BO3MOXXHO, UMEHHO 15 OKTAOpS CIIy4HTCS KPHU3HUC, a TaK y Bac OyIeT BpPEMEHHOE
MIPOCTPAHCTBO JJIsi MaHEBPA.

I'padmk cocrtaBisieT OTBETCTBEHHBIM 3a apXHB, COTJIACOBBIBAET €r0 C HAYaTbHUKAMU
OTJIEJIOB, KOTOPBIM MIPEJICTOUT Iepeiada JOKYMEHTOB. 3aTeM rpauk yTBepkaaeT PyKOBOJAUTEIh
opraam3anuu. Vmm T0mycTUMO €ro YTBEPKIACHHE PYKOBOIUTENEM CIIYKOBI JI€IO0MPOU3BOJICTBA,
B COCTaB KOTOPOU OOBIYHO BXOJIUT apXHB.

[Topsimok mepemauu nen B apxuB. B pesynbrare mpoBENEHHOW SKCHEPTHU3bI IEHHOCTH
JIOKYMEHTOB OTOOpaHHbIE AJIsl IpUeMa-Tiepeladun J1eia He0OX0IMMO BKIIOYHUTh B YCTAHOBICHHOU
(bOpMBI cTATOYHYIO ONTUCH (ee 0Opa3elr HempeMeHHO OyIeT aajee).

[To HOMeHKIIaType el HeoOXOIUMO HAaMETUTh Jieda MOCTOSHHOTO M JOJITOBPEMEHHOTO
XpaHeHus (B TOM YHCJE IO JIMYHOMY COCTaBY) W BHECTH B TpaduK CBEICHHS O CpPOKax W
y4acTHUKAX Mepeaadu JOKYMEHTOB B apXUB (3apaHee Ha MPECTOSIIUN TON).

VYke BO BpeMs MOATOTOBKH JIeT K Iepenade B apXvuB HE 3a0yIbTe MOMHTEPECOBATHCS Y
UCIIOJTHUTENIE O HaJM4UU B OTAENE APYTUX JieN JaHHBIX Kareropuil. Tak Kak OHU MOTJIH
3aBECTH JIOTIOJHHUTEIBHBIC Jella B TEUCHHWE TOoAa M JaXe HE NPOUH(DOPMHPOBATH CIYKOY
JEJIONPOU3BOJCTBA 00 ATOM (IIO3TOMY MX M HET B HOMEHKJIaType). Takue nena Toxe HaI0
BKJIFOYATh B CAATOYHYIO OTHCH.

Ecnu obHapyxuBaeTcs OTCYTCTBHE KakKOro-mubo aena, TO chaykOa JAemonpon3BOACTBA
HMMeEET MPaBo 3aMPOCHUTH CIIPABKY O MIPUYHHAX.

Tema 2. Ilepeoaua den na 0o01208pemenHOe XpAHEHUE U ONbIN APXUGOE NO padome ¢
OOKYMEHmMamu no TUYHOMY COCAgy

B apxuBax opraHu3zanuii JOKYMEHTBI XpPaHATCS B TEUEHHE ONMPEIEICHHBIX CPOKOB, MOCIE
Yero OHH OOJIXKHBI ObBITH nepceaanbl Ha TOCyAapCTBCHHOC XPAHCHUC B TOCYJAPCTBCHHBIC W
MYHUIIMIIAJIBHBIC apXWBBI. q)eﬂepaHBHI)IM 3aKOHOAATCIBCTBOM OIPCACICHBI MMPEACIIBHBIC CPOKHU
XpaHEHUsl IOKYMEHTOB, BKJIIFOUEHHBIX B YCTAHOBJICHHOM MOPSJKE B COCTaB ApXUBHOTO (GoHJa
Poccuiickoit ®enepanuu:

L] AOKYMEHTOB NO JINYHOMY COCTasy, 3anucem HOTapwuaabHbIX AeﬁCTBMVI,

NMOX03AMUCTBEHHbIX KHUT U KaCaloWwunxca npmneatmndaymm XUManuHoro d)OHAa AOKYMEHTOB — 75 ner;

. NPOEKTHOW AOKYMEHTALMMN NO KanuTasbHOMY cTpoutenbctay — 20 neT;

. TEXHONIOTUYECKOW U KOHCTPYKTOPCKOM AOKYMeHTaumm — 20 neT;

. naTeHTOB Ha M30b6peTeHMe, NONE3HYIO MOAEe/b, MPOMbILLNEHHbIN 0bpasel, — 20 neT:
. Hay4yHOM AoKymeHTauun — 15 nert;

o KMHO- M $OTOAO0KYMEHTOB — 5 NET;

o BMAEO- U POTOAO0KYMEHTOB — 3 roaa.
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B cnydae nukBupanuu opraHu3anMM, TOKYMEHTBI IOCTOSSHHOTO CPOKa XpaHEHUs U IO
JUYHOMY COCTaBy II€pElaloTcs B TOCYJApCTBEHHBI (MyHHMLMINAIbHBIA) apxuB. [l
HEroCyJapCTBEHHbIX OpraHM3alMii, 4YacTh JOKYMEHTOB KOTOPBIX OTHECEHa K COCTaBy
ApxuBHoro ¢onna Poccuiickoit @enepanuu, A1 TakOM Iepeaadyd HEOOXOIMMO 3aKIIOUEHHUE
JIOTOBOpa C ydpexkaeHueM cucrembl @DenepanbHON apxuBHOW ciyxObl Poccuu. Ecmu
OpraHM3alysi CBOEBPEMEHHO HE 3aKjIl4uiia JOroBOp C apXWBOM, TO B OTOM cllydae
rOCYJapCTBEHHBIN (MYHULIMITAIbHBIN) apXUB 00513aH MPUHATH HAa XPAHEHHUE TOJIBKO JOKYMEHTHI
0 JIMYHOMY COCTaBy pPaOOTHUKOB OpraHu3aiuu. MecTo XpaHEHHUS OCTAIbHBIX JOKYMEHTOB
ONpeNEeNATCs MpeaceaaTeneM JIMKBUIALMOHHON KOMUCCUH WIIM KOHKYPCHBIM YITPABJISOLLINM.

OnpIT paGoThbl AapXHUBOB 110 JIMYHOMY COCTaABY

MyHununagpHoe OFO/DKETHOE YYPEXKICHHE 3aBETHMHCKUH apXuB JOKYMEHTOB IIO
JUYHOMY cocTaBy Obl1 co3maH B 1992 romy. OcHOBHOIM 3ajmauell apxuBa JOKYMEHTOB I10
JUYHOMY COCTaBY SBJIIETCSI XPAHEHHUE M MCIOJIb30BAaHUE JOKYMEHTOB JIMKBUIAMPOBAHHBIX H
pPEOpPraHU30BaHHbIX YUPEKICHUM, OpraHu3aluil, npeanpuaTuil 3aBETUHCKOTO pailoHa, He
MMEIOLIUX IPaBONPEEMHUKA WM HaJUIekallluX YCIOBMM XpaHeHusd. B apXxuB npuHUMaroTcs
JOKYMEHTBI, 0 KOTOPBIM YCTAHABIIMBAETCS CTaXX U pa3Mep 3apaboTka pabOTHUKA aHHOM
opraHu3aiuy (MIPUKa3bl, paCUeTHO-MIJIATEKHbBIE BEIOMOCTH TI0 3apIuiare).

B HacTosiiee Bpemsi B apXHMBE XpaHATCS JOKYMEHTbl 58 opranuzanuil (46 w3 HHUX -
JUKBUJIMpPOBaHHbIE) 3a mepuon ¢ 1943 mo 2013 roael. 3ampockl B apXHMB NPUHUMAIOTCS
NUCbMEHHO, YCTHO, TO TenegoHy, IO 3JIEeKTpOHHOM moute. B 3ampoce (3asBreHHM)
YKa3bIBAIOTCA: (paMIIIUS, UMsI, OTYECTBO 3asBUTEINS, TOJl U MECTO €r0 POXKICHUS, aJpec MecTa
JKUTEJIbCTBA, TPAXKIaHCTBO.

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/m | donna 110 01.01.2006 r.
len ICo b1 Ulen [[onwr Ylen ["omb1
1 2 3 4 5 6 7 3 9 10
1. 1. |PailoHHO€  MPOU3BOJCTBEHHOE 123 1943-1991
yIIpaBJICHHUE OBITOBOTO)
0OCITy)KMBaHUS HACCIICHUS
1. 2. 3aBeTHHCKHIT palioHHBIH 9 1944-1950
MUIEKOMOUHAT
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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 «DpyH3EHCKHIN» 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 SKHJIMIITHO-
|[komMMmyHanbHOTO X0351CTBa

10. 3aBETUHCKHMI ¢bumman 125 [1963-2000
3UMOBHUKOBCKOTO
[TPOU3BOICTBEHHOTO
00beIMHEHUST aBTOMOOHIBLHOIO]
TpaHCIIOpTa

11. 3aBeTUHCKAs 415 [1943-2008
[IEHTpaJIbHAS paiionHas|
0OJIBLHHUIIA

12. 3aBeTHHCKAS 132 [1970-2003
IMexxo3siicTBEHHAS
CTpOUTENbHAS OpraHU3aIHs

13. TOO 172 [1965-1995
«3aBETHHCKATPOPEMTEXIIPEI»

14. Konxo3s «3aBeThl 182 [1943-1957
M nsraay

15. 2-s 3aBeTuHckas MTC 52 [1952-1957

16. Konxo3 «Ilyts 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 wum.CraauHa ¥ 23 [1949-1957
€0 MPEIIICCTBCHHUKN

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- 985 [1943-2010
0OpazoBaHus 2010

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-
BIMIEMHOIOTUYECKOTO  HAA30Pa|
B 3aBETHHCKOM paiioHe

35. 3aBeTUHCKUI paiOHHBIN 5 [1982-1992
yueOHO-KYpCOBOY KOMOUHAT

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

37. Otnen CEIBCKOT0 H 10 1946-1956
|konxo3noro crpourenscTa

38. 3aBeTHHCKAasT  TOPOKHOA 33 [1995-2008
CTpoUTEIbHAS nepeBrKHasi|
[MexanusupoBannas KosoHHA

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

40. Or1el1 XJI0IKOBOACTBA 4 1950-1952

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

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

43. TOO 20 1982-1995
«3aBETUHCKArPOIIPOMIHEPTO»

44. MuIepOBCKHiA 7 11995-2000
[IPUEMHBIN MYHKT EPCTH

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. INo 41

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

5 51. CIIK «CaBpas» 532 [1943-2007
0.

5 52. Wnucneknms 30 [1990-2002
1. [MunuctepcTa PO no nanoram u

cOoopam 1m0  3aBETHHCKOMY]

paiiony PocToBckoii obmactu

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- 4897 [1943-2011

04 |2011

ApxuB B cBOEH paboTe PyKOBOJICTBYETCS CIEAYIONIIUM TOJI0KEHUEM.
ITOJIOKEHUE
0 3aBETMHCKOM MYHHIIUNAIHHOM apXUBE JOKYMEHTOB IO JIUYHOMY COCTaBY
1. OOuIue mMoJI0KEHNUA
1.1. AgmunucTpanus 3aBETHHCKOTO palioHa B IENsAX OOECHeYeHHUs COIUATbHOW U
MPaBOBOM 3alllUTHl TPaKIaH peaTU3yeT IMMOJTHOMOYHUS MO OOECIEeUEHUIO IEHTPATM30BAHHOTO
XpaHEHUs U UCIOJIb30BaHUsl JOKYMEHTOB IO JUYHOMY COCTaBY YUPEKJICHUM, OpraHu3anui 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. Jlnga pemeHus 3aiay IO peaau3ally I[OJHOMOYMN B 00JacTH apXUBHOIO Jiena
aJMUHUCTpaIMs o0pa3yeT 3aBeTMHCKUI MYHUIUMAIbHBIA apXUB JTOKYMEHTOB IO JUYHOMY
cocTaBy (nanee uMeHyercss ApxuB). KpaTkoe HauMeHOBaHUE - 3aBETUHCKUI apXUB 110 JINYHOMY
COCTaBy.

1.3. Mecro Haxoxnaenust ApxuBa: 347430 PoctoBckas o0nacTh, 3aBETMHCKUN paloH,
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 ApxXxwBe YTBEpXKAAeTCS MPABOBBIM aKTOM AJIMHHHUCTPALMH
3aBETUHCKOIr0 paiioHa ¢ ydyeToM pekomeHpaauuii Komurera 1o ynpaBieHUIO apXMBHBIM JIEJIOM
Anmunuctpan  PoctoBckoit ob6nactu. B IlonokeHuu 3akperisioTcs OpraHU3alliOHHO-
IIPaBOBOU CTaTyC ApXWBA, 3a7a4d U (PYHKIIUH TIO0 PYKOBOJCTBY apXHBHBIM JEJIOM, TOJTHOMOYHS
10 UX peajau3aluy, OTBETCTBEHHOCTD 3a COCTOSIHUE, Pa3BUTUE U COBEPILIEHCTBOBAHUE APXUBHOIO
Jena.

1.6. ApxuB B CBO€M J1eATEIbHOCTH pYKOBOACTBYeTCS: KoHCTUTYIIMER
P®, denepanbHbIME 3aKOHAMH W JPYTMMH HOPMATUBHBIMU IPABOBBIMU akTaMHu Poccuiickoi
®enepanun 1 PocTtoBckoil obnacty, YcTaBOM MYHULUIAIBHOIO 00pa3oBaHus «3aBETHHCKHM
palioH», TpaBOBBIMM aKTaMM AJMUHUCTpAallUUd pailoHAa, HOPMATUBHO-METOJIUYECKUMU
nokymeHtamu PenepanbHoi apxuBHOU ciyxkO0bl Poccun, KomureTa no ynpaBieHUIO apXUBHBIM
nenom Anvunuctpanuu PoctoBckoii o6siactu u HacTosuM [lonosxxeHuem.

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

1.8. JlonoJHUTENbHBIMA UCTOYHUKAMU (PUHAHCUPOBAHMS MOTYT OBITh:

a) LeJleBble CPeACcTBAa M3 00JacTHOro OrojkeTa (IIpH peau3alvy MPOrpaMM Pa3BUTHUS
apXMBHOTO [I€Nla, BKJIIOYAIOIIMX MEpONpUATUS B 3aBETHMHCKOM paliOHE; pealu3aluu
rOCy/IapCTBEHHBIX IOJIHOMOYMI B cdepe apXMBHOro Jena AJMHUHHUCTpAllMM paioHa, B T.4.
IOJTHOMOYMII Ha XpaHEHHWEe apXUBHBIX (OHJOB M aAPXUBHBIX JOKYMEHTOB OpraHU3alMi,
OTHECEHHBIX K TOCYJapCTBEHHOM COOCTBEHHOCTH M pACIOJIO)KEHHBIX Ha TEPPUTOPUHU
3aBETHHCKOIO paiioHa);

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

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

1.9. Homenknatypa (mpelcKypaHT) IJIaTHBIX paboT M ycinyr ApXuBa YyTBEp)KAaeTcs
MIPABOBBIM aKTOM AJMUHUCTpPALMM paiioHAa Ha OCHOBAHWU MEPEYHS IUIATHBIX padOT U yCHyT,
paspaboranHoro KomMureToM mo ympaBJieHHIO apXHMBHBIM JIeIoM AJMUHHCTpanuu PocTtoBckoi
00J1aCTH ¥ YTBEP>KJIEHHOTO OPTraHOM TOCY/IapCTBEHHOM BiiacTh PocTOBCKOI 001acTH.

1.10. AnMunucTpanus 3aBETHHCKOTO paiioHa obecneunBaeT ApXHUB IOMELICHHUSMH,
OTBEYAIOLIUMU HOPMATHBHBIM TPeOOBaHUSAM OOECIeUeHUsI COXPAHHOCTH JIOKYMEHTOB, €ro
coJiepKaHue, TEXHUUECKOe OCHAIeHUe, 000pya0BaHNe, OXpaHy, TPAHCIOPTHOE OOCITyKHUBaHHUE
U CO3/1aHr€ HEOOXOUMBIX YCIOBUN Tpyaa paOOTHUKOB.

IIpu mnepemade 31aHus (TOMEIIEHUs), B KOTOPOM pa3MelleH ApXHUB JIpyrum
opranmsainusaM, [maBa 3aBETHHCKOrO paiioHa IPUHUMAET PEIICHHE O NPEABaAPUTEIBHOM
IPEOCTaBICHNH PAaBHOLIEHHOTO MM 00Jiee MOAXOAIIEro Al pa3MELIeHHUsI TOKYMEHTOB 3/JaHUs
(momerieHus).

2. 3agaun u QyHKIMH ApXUBa

2.1. OcHOBHBIMH 3amauyaMu ApXHBa SBISIFOTCS OOECIEUEHUE COXPAHHOCTH U YYET
JIOKYMEHTOB I10 JINYHOMY COCTaBY M UX HUCIIOJIB30BAHUE B LIEAX COLMAIBHO-TIPABOBOM 3alllUTHI
TpaXKaaH.

2.2. ApX¥B B COOTBETCTBHH CO CBOMMH 33][a4aMH BBITIONHSET CIEAYIONTUE (PyHKIIHH:
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1) npuHUMaeT Ha OCHOBE 3aKJIIOYEHHBIX JIOTOBOPOB M B COOTBETCTBHH C TpadUKaMH OT
YUpEKIACHUM, OpraHu3alrid U IpeANnpUATUH-HCTOYHUKOB KOMILIEKTOBAHUS ApXHBa JOKYMEHTBI
[0 JJMYHOMY COCTaBy, 0OpabOTaHHBIC U YUTEHHBIE COTJIACHO YCTAHOBJICHHBIM IpaBUJIaM, a TaK
K€ JOKYMEHTBI OT JINKBUUPOBAHHBIX OpPraHU3allMi, HE UMEIOIINX [TPAaBOIIPEEMHHUKOB;

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

3) BemerT ydeT XpaHslIuXxcsi B ApXHBE JOKYMEHTOB, mpezacrasiser Komurery B
YCTAHOBJICHHOM TOPSIJIKE CBEJICHHS O COCTaBe U 00beMe (POHI0B ApXHBa;

4) cocTaBisieT U BEJET CIHCOK YUPEKICHUI, OpraHu3auuil ¥ MpeanpusITHii-ICTOYHUKOB
KOMIUIEKTOBaHUSI ApXHBa U KAPTOTEKY O MECTOHAXOKJIECHUH JOKYMEHTOB 110 JMYHOMY COCTaBY;

5) oka3bIBaeT YUYpPEKIACHHUSIM, OpraHU3alUsM, NPEANPUATUSM METOIUMYECKYI0, a Ha
OCHOBE COTJIAIIEHUH (JOTOBOPOB) M NPAKTUYECKYIO IOMOIIb B NPOBEACHUM 3KCIEPTU3BI U
YIOPSAOYCHUH JOKYMEHTOB, MIPOBOAUT OOpabOTKY M ONHCAaHUE OKYMEHTOB, IMOCTYMUBIIUX B
ApXUB B HEYNOPSA0YEHHOM COCTOSIHUM;

6) OCylIecTBISET  OpraHU3alMOHHO-METOJUYECKOEe  PYKOBOJACTBO  paboToil ¢
JIOKYMEHTaMU [0 JUYHOMY COCTaBY B YUPEXKACHUAX, OpraHU3alUsaX U NPEeIIpUsITHSIX paiioHa,
OKa3bIBAa€T MM IMOMOLIb M KOHTPOJUPYET COCTOSHHE M XPaHEHUE JOKYMEHTOB IO JIMYHOMY
COCTaBY;

7) y4acTByeT COBMECTHO C OpraHM3alUsMH B pa3paboTKe METOJUYECKHX MOCOOMIA,
NaMATOK, KacarolMxcsi paboThl C JIOKYMEHTaMH I10 JINYHOMY COCTaBy, B OpraHU3alud U
MPOBEJCHUN CEMUHAPOB U IPYTMX MEPOINPHUSATHI MO MOBBIIMICHUIO KBaTU(pUKAIUKU PaOOTHUKOB
YUpEXKJIEHUH, OpraHu3aluil U IpeJIpUsaTUil o BOIpocaM padoThl ¢ JOKYMEHTaMH 0 JTMYHOMY
COCTaBy;

8) co3nmaer, COBEpIICHCTBYET M IIONOJHSAET HAY4YHO-CIPABOYHBIA anmapar (Oomnucw,
KaTajoru, yKa3aTeiad U T.I.) K JOKyMEHTaM 10 JHYHOMY COCTaBY, XpaHSIIUMCS B APXUBE;

9) opraHu3yeT HCHOJIb30BaHUE JOKYMEHTOB: B YCTAHOBJICHHOM IIOpSJKE BbIJAET
YUPEXKIEHUSAM, OpraHu3alusM M NPEJUPUATHAM JIOKYMEHTBI BO BpPEMEHHOE II0Jb30BaHUE;
UCIIOJIHSET 3allpoChl YUYPEXKACHWM, OpraHu3aluil U OPEeINpHUsITHHA, BBLAAECT IO 3asBJICHUSAM
IpaKJAaH apXWBHBIE CIPAaBKH, KOIHH, BBIMHMCKH, MOATBEP)KIAIOIIME TPYIAOBOM CTaX, pa3sMep
3apa0OTHOM TUIATHI U APYTHE BOMPOCHI, HEOOXOAUMBIC IJisi ODOPMIICHHS TIEHCUU TpakJlaHaM U
pelleHuss JpYrMX COLMAJIBHO-IIPABOBBIX BOIIPOCOB, BBIJAET AapXUBHBIE CIPAaBKM O HE
COXPaHHOCTH JIOKYMEHTOB I10 JTUYHOMY COCTaBY;

10) KOHCYJAbTHpYET TpaXK[aH U OpraHu3allMd IO BOMNPOCaM MECTOHAXOXKIAECHUS
JIOKYMEHTOB 10 JIMYHOMY COCTaBY;

11) ocymecTBisieT pPO3BICK JOKYMEHTOB [0 JIMYHOMY COCTaBy, 3alpalllBaeT OT
CTPYKTYPHBIX MOApa3JeNIeHUd AJMUHUCTPALUU, BEAOMCTBEHHBIX apXHWBOB, MYHUIIUNIAJIbHBIX U
rOCyJapCTBEHHBIX apXUBOB CBE/ICHUS, HEOOXOAMMBIE Il UCTIOJHEHUS 3alPOCOB IPaXK/IaH.

2.3. ApXHB pemaeT CToAIINE Nepe] HUM 3a7a4i BO B3aUMOJICUCTBUHA ¢ MyHUIIMITAIbHBIM
apXuBOM AJMHHHUCTpAlU 3aBETHMHCKOIO paioHa, IPYIMMH CTPYKTYPHBIMHU MOJpa3JesICHUsIMU
AJIMUHUCTpALUY, YUPEXKACHUIMU, OpraHU3aIUsIMHU, IPEANPUATHIMEI palioHa.

3. CocTaB 10KyMEHTOB ApXHBa

3.1. ApxXHMB XpaHUT 3aKOHYEHHBIE JIEJIONPOU3BOJICTBOM JIOKYMEHTHI IO JIMYHOMY
COCTaBYy:

1) JUKBUAMPOBAHHBIX, PEOPraHU30BAaHHBIX, H3MEHUBIIMX (OpPMY COOCTBEHHOCTHU
YUPEXKJEHUM, OpraHu3aluil W MPEeANpHUATHI, HE HMEILIMX IPAaBONPEEMHUKOB WJIU BBIIIE
CTOSIIMX OpPraHM3alUi; YYPEKICHHM, OpPraHW3aluid, NPEANpUATHNA, IEATEIbHOCTh KOTOPBIX
OrpaHuyYeHa TeppPUTOpUEH 3aBETHHCKOIO paiioHa, HE3aBUCHUMO OT (OpM COOCTBEHHOCTH, a TaK
’Ke UX MPEIIIECTBEHHUKOB - HCTOYHUKOB KOMILJIEKTOBaHUS ApXHBa;

2) opraHu3zauuMid - MCTOYHMKOB KOMIUIEKTOBAaHMS ~ MYHUIUIIAIBHOIO  apXuBa
AnmuHuCTpan 3aBETUHCKOTO pailoHa, HE UMEIOIIUX YCJIOBHUH JJIsl XpaHEHUsI TOKYMEHTOB IO
JMYHOMY COCTaBY.

B cocraB 1okymMeHTOB ApXHBa BXOJAT CIAEAYIOIIUE KATETOPUHU TOKYMEHTOB:
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1) 1OKyMEHTHI IO IMYHOMY COCTaBY CO CPOKaMH XpaHEHHs A0 75 neT (OpraHu3aliOHHO-
pacnopsiiuTesIbHbIe JTOKYMEHTBI, JIMYHbIE JieJa, Yy4YeTHbIe JOKyMEHTBHI, OyXraiarepckue
JIOKYMEHTBI);

2) TOKYMEHTBI JOJTOBpeMeHHOTO (cBbImIe 10 j1eT) 1 BpeMeHHOTo cpoka xpaHeHus (1o 10
JIET) OpraHu3aluid - WCTOYHHUKOB KOMIUJIEKTOBaHUS (HAa JOTOBOPHOW OCHOBE), a TaK e
JMKBUIMPOBAHHBIX OpraHU3aluii IPU OTCYTCTBUU Yy HUX MPABOINPEEMHUKA WM BBIIIECTOSIIEH
OpraHM3auy (0 UCTEUYEHUS CPOKA XPAHEHUS ITUX JTOKYMEHTOB);

3) Hay4yHO-CIIPaBOYHBIM amnmapar ApXHuBa, PACKPBHIBAIOIIMI COCTaB U COJEp>KaHUE
¢onnoB ApxuBa (ONMUCH, KApTOTEKH, YKa3aTelH, WCTOPHYECKUE CIPABKU), U YYETHBIC
JIOKYMEHTHI (KHUTH Y4eTa MOCTYIUICHHS M BBIOBITHS 1€, CIUCKU (OHJIOB, Aeia (GOHI0B U Ap.).

4. ITpaBa ApxuBa

4.1. ApxuB aJis OCYIIIECTBICHUS CBOUX OCHOBHBIX (DYHKIIMI UMEET IPaBo:

1) 3anpammBaTh U MOIYy4YaTh B YCTAHOBICHHOM MOPSAKE OT YUPEKICHUN HE 00XOAUMbIE
JUISl BBITIOJIHEHHUSI BO3JIOXKEHHBIX Ha ApXMB 33]1a4 CBEACHUS O JJOKYMEHTaXx 110 JUYHOMY COCTAaBY;

2) mocewmaTh YYpEXKACHUSA, OpPraHM3alMM W TMPEANPUATHS PACIONIOKEHHBIE Ha
TEPPUTOPUU PAMOHA U NPOBEPATH YCIOBHS XPAHEHUS U COXPAHHOCTH JIOKYMEHTOB I10 JINYHOMY
COCTaBy;

3) uHPOPMUPOBATH PYKOBOIUTEICH YUPEIKIACHWH, OpraHW3aluil W TPEANPUATHNA O
COCTOSIHUM XPAaHEHUsI M COXPAaHHOCTH, JOKYMEHTOB IO JIMYHOMY COCTaBy, BHOCHUTH
IIPEIOKEHUS U 1aBaTh PEKOMEHAALMH 110 €r0 COBEPLICHCTBOBAHUIO;

4) KOHTPOJUPOBATH BBHIMOJIHEHHE YUYPESKICHUSIMH - HMCTOYHUKAMH KOMIUICKTOBAHMUS
ApXuBa H YUYPEXKACHUSMH M OPraHU3ALUSMH TOCYJAapCTBEHHOH (OPMBI COOCTBEHHOCTH
YCTaHOBJICHHBIX IIPABUJI OPTaHU3ALMU U XPAHEHUS IOKYMEHTOB 110 JINYHOMY COCTaBY;

5) B YCTaHOBJIICHHOM TOpPSAKE 3aKJI04YaTh C 3aUHTEPECOBAHHBIMHM YUPEXKJICHUSMU,
OpraHu3alsIMK M TMPEIIpPUATHIMHM, HE3aBUCUMO OT ((PopM COOCTBEHHOCTH, COTJAILICHUS
(1oroBOpBI) O LIEHTPATU30BAaHHOM XPAaHEHHH, HCIIOJIb30BAaHUM M YHNOPSAIOYEHUU TOKYMEHTOB,
OKa3bIBaTh IOPUAMYECKUM U (PU3MUECKUM JIMIIaM IJIaTHbIE YCIAYTH B paboTe ¢ JOKYMEHTaMH 110
JUYHOMY COCTABY M I10 UCIIOJIHEHHIO COLIMAIBHO-IIPABOBBIX 3aIIPOCOB;

6) UCTOJIb30BaTh MOJyYEHHbIE BHEOIO)KETHBIE CPEACTBA IS YIIYUIIEHUS OpraHU3aluu
paboTel ApXHBa U PELIEHHUs COLUATbHBIX BOIIPOCOB;

7) ydacTBOBaTh B paldOTe JMKBHUIAIIMOHHBIX KOMUCCHM YYpEXIEHHH, opraHuzalui u
HOPEIPUITHH, TOKYMEHTBl KOTOPBIX HE BXOJASIT B cocTaB ApxuBHOro ¢onna P® nns pemenus
BOIIPOCOB COXPAHHOCTU JOKYMEHTOB 10 TUYHOMY COCTABY.

5. PyxoBoncTBO ApxuBa

5.1. PykoBoacTBO ApXMBOM OCYIIECTBIIAET 3aBEAYIOIIUMN apXMBOM. 3aBEXYOLIUN
apXMBOM Ha3HayaeTcs U OCBOOOXKAAETCs OT JOJDKHOCTHU I 'aBoit 3aBeTHHCKOTo paiioHa.

5.2. 3aBenyromuii ApXuBOM:

1) ocy1iecTBiIsIET HEMOCPEICTBEHHOE PYKOBOJICTBO J€SITEIbHOCThIO APXHBA, OPraHU3yeT
ero pabory; o0ecreuynBaeT perieHrue BO3JI0KEHHBIX Ha HETO 3a/1a4;

2) u31aeT B mpeseax CBOei KOMIIETeHIINU TPUKa3hl;

3) mpuHuMaeT Ha paboTy, ompeaenseT O0SI3aHHOCTU U YTBEP)KIAeT JOKHOCTHbBIE
UHCTPYKLIUU paOOTHUKOB APXUBA;

4) ortuuthiBaeTcs o pabore ApxuBa mnepes AJMUHUCTpalMed W B YCTaHOBJICHHOM
nopsjke - nepex KomureToM no ymnpaBieHHIO apXHUBHBIM AeJIOM AJMUHUCTpau PocToBCKOM
obnacry;

5) opraHu3yer M BeleT NMpHEM TpaxkIaH, pacCMaTPUBACT MX 3aSABJICHUS M KAJIOOBI IO
BOIIPOCAM, BXOJSIIUM B KOMIIETEHIINIO APXUBA;

6) BbIIaeT B YCTAHOBJICHHOM TOPSAJKE IpakIaHaM M yUPEKIECHUSIM CIPABKU COIHMAIBHO-
IIPaBOBOIO XapaKTepa, KOIUH, BBIMUCKU U3 TOKYMEHTOB;

7) 3aKJII04aeT B YCTAHOBJICHHOM MOPSAKE TOTOBOPHI C YUPEKACHUSAMH, OpTaHU3ALUIMU U
NPENPUATHSIMU Ha BBITOJIHEHUE APXUBOM IUIATHBIX paboT U yCIIyT;
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8) obecnieunBaeT COONMIOACHIE OXPAHHOTO, TPOTUBOIIOKAPHOTO M CAHUTAPHOTO PEKUMA B
XPaHWJINILAX;

9) onpenensieT mOTpeOHOCTh ApXHBa B 000OPYJIOBAHUH U MaTepUaax.

5.3. 3aBenyromuii ApXMBOM HECET MEPCOHAIbHYIO OTBETCTBEHHOCT:

1) 3a BBIIONHEHHE BO3JOXKEHHBIX HA HEro O0O0s3aHHOCTEH C YYeTOM IIpasB,
MPEIOCTaBIEHHBIX eMy HacTosaumM [lojoxeHuem;

2) 3a COXpaHEHHE CIYKEOHOW, KOMMEPUYECKON WJIM MHON, OXpaHSAEMON 3aKOHOM TalHBI
IIPU OCYIIECTBIIEHUU CBOUX JAOKHOCTHBIX MIOJTHOMOUYUHN B pabOTe C JOKYMEHTaMH.

TI'ocynapcTBeHHbBI ApXHUB 10 JJUYHOMY COCTaBY B I.MesKkaypedeHcKe

ApxuBHbIe (OHIBI OTPAKAIOT PA3IUYHBIE ACHEKTHl COLUAIBHO-3KOHOMHUYECKO,
VCTOPUYECKON M KyJIbTYpHOM >KM3HM I. MexaypedeHcka. MIMEIOTCA KOJUIEKIMU JOKYMEHTOB
JMYHOTO MPOUCXOXKACHUS, (POTOAOKYMEHTHL. DTO MPEACTABISIET HAHOOBIIYIO IIEHHOCTb.

Jlpyrum HampasiieHHEM B paboTe ApxuBa, IOMUMO XpaHEHHs, KOMIUIEKTOBAaHUS, yueTa 1
UCIIOJIb30BAaHUsl apXUBHBIX JOKYMEHTOB, SIBJISIETCS OKa3aHME METOJMYECKOM M IMpaKTUUYECKOU
IIOMOLIY IO AEJIONPOU3BOJACTBY M XPAHEHHUIO JOKYMEHTOB B OpPraHM3aLMAX, NPEIIPUITHIAX U
JIPYTUX YUPEXKAECHHUM, BBICTYNAIOIINX HCTOYHUKAMU KOMIUIEKTOBaHUSI ApXUBa.

OnHO M3 BaXKHEHIIMX HaNpaBiIeHUH paOOThl apXuBa SBJSETCA 00ecreueHre COLaIbHbIX
npaB U morpeOHocTelt TpaxnmaH. Co 1qHS oOpazoBaHWss ApXWBa M IO HACTOSIIEE BpEeMs B
HECKOJIBKO pa3 BO3pOC IOTOK 3alPOCOB COLUAIBHO-IIPABOBOIO M TEMAaTUYECKOTO XapaKTepa.

ApXUB SBISE€TCS TOCYAAPCTBEHHBIM YUPEXKIEHUEM, IOJBEIOMCTBEHHBIM ApPXUBHOMY
ynpasieHuto KemepoBckoil 001acTu, OCYLIECTBISIOIIEMY KOOPAMHALMIO U PEryJlupoBaHHE
JesTeNIbHOCTH ApxuBa. YupenureneMm ApxuBa BelcTynaeT ApXxuBHOE ynpasieHue KemepoBckoit
obnacTu.

ApXUB SABISETCS IOPUANYECKUM JIUIIOM, UMEET CAMOCTOATEIbHBIN OanaHc, JTUILEBOI cUeT
B Ka3zHayelcTBe, 000OCOOJEHHOE HMYILIECTBO, IITaMIl M TepOOBYIO0 Ie4yaTb CO CBOUM
HAaUMEHOBAaHHUEM, OJaHKH. APXUB BBICTYNAET UCTIOM M OTBETYMKOM B CyJl€ B COOTBETCTBHH C
3aKOHOAATENbCTBOM PD.

Uctopuueckas cnpaBka 'KYKO «'ocynapcTBeHHBIH apXHB JOKYMEHTOB IO JHUYHOMY
cocraBy KemepoBckoit obmactu B r. Mexaypedencke». 30 ampenst 2004 rona B CBsi3u ¢
HEOOXOJUMOCTBIO  O0ECIEYeHHs] COXPAaHHOCTH  JOKYMEHTOB [0  JIMYHOMY  COCTaBy
JMKBUAMPOBAHHBIX YTOJIbHBIX NpeAnpusaTuii rora Kyzbacca u B COOTBETCTBUH C paclopsyKeHUEM
Anmunuctpanuun  Kemeposckoir  obmact ot 30.04.2004r. Ne 545-p mnHa Oaze
PEKOHCTPYUPOBAHHOTO MOMEIIEHUSI B aIMUHUCTPATUBHO-OBITOBOM KOMOMHATE OBbIBIIEH IIAXThI
umenu JI.J[. [lleBsikoBa, a B Hactosmee BpeMsi 3A0 Ilaxter Pacnanckas-KokcoBast B ropone
MexnaypeueHcke Obul  OTKpBIT MexaypedeHckuid  ¢unamnan  ['ocyaapcTBEHHOro  apXuBa
KemepoBckoii 06macTH.

01 wurons 2008 r. Ha ocHoBaHuM Pacnopspkenus ['ybepaaropa KemepoBckoii obmactu ot
18.05.2008r. Ne 67-pr coszmano I'ocymapcTBeHHOe yupexaeHue KemepoBckoit obmactu
«["ocymapcTBeHHBIN apXUB JIOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoil oOmacté B T.
MexypedeHckey, KOTopoMy ObUIM TepenaHbl (YHKIMU YIpa3AHEHHOro MexaypedeHCKopro
¢wmmana "['ocynapctBenHoro apxusa KemepoBckoit o0macTi.

01.06.2011r. Ha ocHoBanmu Pacnopsoxenus Kommermm Anmuuucrpanuu KemepoBckoit
obmactu ot 18.05.2011 r. Ne 380-p «O0 M3MEHEHHM THIA CYIIECTBYIOUIMX OIOKETHBIX
VUpEXKICHUNH — TOCYJapCTBEHHBIX yupexaeHuii KemepoBckoit 007acTH, MOABEIOMCTBEHHBIX
apxXUBHOMY ympaBieHuto KemepoBckoil o0macTv, B LENSIX CO3/JaHUS TOCYAApCTBEHHBIX
Ka3eHHbIX YyupexnaeHudd KemepoBckoit ob6mactu» co3gaHo ['ocynapcTBeHHOE Ka3eHHOE
yupexnaenue KemepoBckoit obnactu «l'0CyZapCTBEHHBIM apXWB JOKYMEHTOB IO JIMYHOMY
coctaBy KemepoBckoii obmactu B . MeXIypeueHCKe».

I'ocynapcTBeHHBIM Ka3eHHBIM yupexaeHuem KemepoBckoii obmactu ['ocynapcTBeHHBIH
apXWB JOKYMEHTOB IO JHYHOMY cocTaBy KemepoBckoit obmactu B T. MexaypedeHCKe
PYKOBOIUT JUPEKTOP.

OcHoBHBIMU 3a7a4aMu [ '0CyJapCTBEHHOTO apXHBa SIBJISIFOTCS:
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1. Ob6ecneyeHmne COXPaHHOCTU 1 rOCYAaPCTBEHHbIN YYET JOKYMEHTOB MO JIMYHOMY COCTaBy
ApxusHoro ¢poHaa Poccuiickon deaepauum.

2. ObecneyeHne coOLNANbHOM 1 MPABOBOM 3aLUMTbI FPaXKaaH.

3. McnonHeHMe 3anpocoB rocy4apCTBEHHbIX, MHbIX YYPEXKAEHUN, FParkaAaH Mo AOKYMEHTaM
YypeskaeHus, BblAadva UM apXMBHbIX CMPaBOK COLMaNbHO-MPaBOBOro XapakTepa O NOATBEPKAEHUN
CTaxka paboThbl, ILFOTHOIO CTaXa paboTbl, 0 3apaboTHOM NnaTe NpeaoCTaBAEHME JOKYMEHTOB MU UX
KOMnu.

B nacrosimee Bpems B ['ocynapcTBeHHOM ydpexaeHuu xpaHutcs 51 GoH mo TuaHoOMYy
coctaBy, 29033 enuHMIBI XpaHEHHSA. 3a ITHUMH JOKYMEHTAaMH CTOAT CyabObl Jroned. B
OCHOBHOM 3TO TSDKENBIM, HO IOYETHBIM Tpyx IMaxrtepa. [ ocyaapCTBEHHBIM apXUB IIOMOraeT
BOCCTAHOBUTH (PaKT TpyaoBOH Oworpaduu, I MOJyYEeHUS TPYAOBOW IEHCUH, HAYMCICHUH
PErpeCCHbIX UCKOB MHBAJIUIAM TPYJa.

CIINCOK
¢donnos ['ocynapcTBeHHOTO Ka3eHHOTO yupexaeHus KemepoBckoit oonactu
«["ocymapcTBEHHBIN apXUB TOKYMEHTOB 110 IHNYHOMY COCTaBY
KemepoBckoii o6acTu B I. MexaypedeHCcKe»

o coctosuuro Ha 01.01.2012r.

Ne HaumenoBanne ¢poHna Ne Kon-Bo Kpaitnue
@onoa OTHCH Enunun JTaThI
XpaHeHHs
P-1 /lTouepHee  OTKpBHITOE  aKIHOHEpPHOE 1 71/c 420 1978-2004
00111ECTBO
"YpaBnenue MaTepHaIbHO-
TeXHUYECKOro cHabxkeHuss OTKPBITOTO
aKIIMOHEpHOTO  obmiecTBa  "YTONBHAS
[kommanus Kys6accyrous"
r.JIenunck-Ky3Henkuii
P-2 ToBapuILECTBO C OrpaHUYCHHON 1 1/c 96 1991-2001
OTBETCTBEHHOCTHIO

HpOI/ISBOL[CTBeHHO-KOMMCp‘IeCKaﬂ

bupma "Tpuama"

r.MexypeueHck
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P-3 Kommepueckuit AKIUOHEPHBIN 1 1/c 54 1993-2000
0ank "Ky36accconbank"
r.MexaypedeHck
P-4 OTkpBbITOC aKI[MOHEPHOE 1 1/c 465 1958-2000
obmectBo "CrpouTenbHas HMHAyCTpus'
r.MexaypedeHck
P-5 OTkpbITOC AKI[HOHEPHOE 1 1/c 824 1934-2003
00111ECTBO "OnTOBO-3aKyNOYHAs
cObITOBas 6a3a"
r.Jlennnck-Ky3Henkuit
P-7 AKIMOHEpHOE 0011ecTBO 1 71/c 3009 1954-2000
oTkpeIToro tuna "lllaxra "Haropras"
r.HoBoky3Henk
P-8 TocymapcTBeHHOE — TIpeATIPHUSTHE 1 n/c 2410 1962-2003
"[1laxTa umenn JI./{.1lIeBsikoBa"
r.MexaypedeHck
P-9 OTKpEITOC aKIMOHEPHOE 1 n/c 118 1965-2004
o61mecTBo "JIoposkHUK"
r.MexaypedeHck
P-10 OTKpEITOC AKIMOHEPHOE 1 n/c 1184 1969-2003
00I1IECTBO "VronbHas KOMITaHHUS]|
"Ky3neukyroiss" r.HoBoky3Heuk
P-11 3akpeiToe aKIIMOHEPHOE 1 n/c 99 1971-2002
0011IECTBO PemoHTHO-CTpOUTENEHAS
bupma "IIpopad” r.MexmypedeHck
P-12 OTkpsbITOE AKLMOHEPHOE 1 1/c 113 1962-2005
00111ECTBO "MexaypeueHcKue
[ICHTpaJIbHBIC JJIEKTPOMEXaHUIECKHUE
MacTepckue"
r.MexzaypedeHck
P-13 OTkpsbITOE AKLMOHEPHOE 1 1/c 149 1970-2003
o61mecTBo "benoBckuii MacokomOuHAT"
r.benoso
P-14 OTkpbITOE AKLUOHEPHOE 1 1/c 1915 1960-2005

o61mectBo "Ilaxra "3pipsiHOBCKas"
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r.HoBoky3Heuk

P-15 OTKpEITOE aKIMOHEPHOE 1 n/c 1404 1956-2005
oomectro "IllaxTa "HoBoky3Herkas"
r. HoBoky3Henk
P-16 OOmecTBO € OrpaHUYEHHON 1 1/c 17 1999-2004
OTBETCTBEHHOCTHIO "OxpaHHOe
npeanpustue "["apant-Ceppuc"”
r.MexnaypeueHck
pP-17 locynapcTBeHHOE — MPEANPHUSTHE 1 1/c 2043 1949-2005
"[[Taxta "baiinaesckas"
r.HoBoky3Henk
P-18 OTkpbITOC aKIJMOHEPHOE 1 1/c 12 2003-2005
oOmectBo "IIpomcTpoit”
r. MexnypeyeHck
P-19 O011EeCcTBO C OTpaHUYCHHOU 1 a/c 9 1997-2003
OTBETCTBEHHOCTHIO "TrombIan"
r.MexaypedeHck
P-20 MyHummanpHoe YHHTapHOE 1 n/c 529 1969-2002
npennpustue "Boaokanan"
r.MexaypedyeHck
P-21 OTKpEITOC AKIMOHEPHOE 1 n/c 4296 1932-2003
oommecto "lllaxTa "Konpuyruackas"
r.JIenunck-Ky3Henkuii
P-22 Ounuan  "Jlenunckyrons" OAO 1 71/c 1965 1978-2003
"YronpHas xommanus "Kysb6accyromns"
r.JlennnckKy3neuxuit
P-23 MyHHIMIaTbHOE YHUTapHOE 1 71/c 164 2002-2004
[TPEAIIPUATHE "BononpoBogHo-
[kaHanmM3aMOHHOE XO035ICTBO"
r.MexypeueHck
P-24 AKIHOHEPHOE 00111eCTBO 1 n/c 155 1981-1995

oTkpeiToro Tuna "IllaxTompoxomueckoe
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ynpasneHue Ne 2"

r.HoBoky3Henk

P-25 OTKpEITOE aKIIMOHEPHOE 1 n/c 1225 1964-2000
o6mectBo "Ilaxra "Tomckas"
r.MexnaypedeHck
P-26 OTKpEITOE aKIMOHEPHOE 1 n/c 1681 1960-2003
00I1IECTBO "I'pamoTenHCKOE
maxToymnpasienue” r.benoso
P-27 OTKpBITOC aKIIMOHEPHOE 1 n/c 1050 1975-2005
oOmmecTBO "YIpaBieHHE IO MOHTaxy,
ITEeMOHTa)XY U PEMOHTY TOPHOIIAXTHOTO
o6opynoBanus" T.HoBoky3Henk
P-28 JouepHsis XoamuHrosasy 1 71/c 622 1955-2002
[komnannss  OTKpbITOE  AKIMOHEPHOE
oOmmectBo "Paspes JIucTBsHCKMI"
rHoBoky3Henk
P-29 OTKpBITOC AKI[HOHEPHOE 1 1/c 420 1970-1993
oOmrecTBo "JIucTBsIHCKas aBTOOa3a"
r.HoBoky3Henxk
P-30 OTKpEITOC AK1HoHepHOE 1 n/c 91 1994-2000
oO1ecTBo "HoBoKy3HeIKpeMcTpoit"
r.HoBoky3Heuk
P-31 OTKpBITOC AK1oHepHOE 1 n/c 13 1992-1997
oOmectBo "3aBon "Crpotizerans"
r.HoBoky3Heuk
P-32 OAO "OKcnepeMeHTalbHbIH 1 1/c 117 1976-2001
3aBox"
r.HoBoky3Herk
P-33 OOmiecTBO € OrpaHUYEHHON 1 71/c 8 2005-2006
OTBETCTBEHHOCTBIO "IIpomcTpoi"
r.MexypeueHck
P-34 3aKkpeITOC AKIIMOHEPHOE 1 n/c 138 1995-2005

o61ectso Ilaxra "Yrnexon"

r.MexaypedeHck
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P-35 OAO "OObenuHeHHas yrojbHas 1 n/c 373 1973-1982
[xommanus "IOxky36accyroius"
YrpaBneHHe — AETCKHX  JOIIKOJBHBIX|
YIPEXKIOCHUH,  COLKYJIbTOOBEKTOB |
CIIOPTCOOPY>KCHHH IIPON3BOJICTBEHHOTO
o0bpeanHeHNs "HOxKy30accyromns”
r.HoBoky3Heuk
P-36 OAO "KwucenesckmaxrocTpon" 1 n/c 508 1950-1998
r.Kucenesck
pP-37 OOmmecTBO € OrpaHUYEHHON 1 1/c 8 2002-2006
OTBETCTBEHHOCTBIO
PCY
r.MexaypedeHck
P-38 OOO XomnmguHrosasgs KOMITaHHUSA| 1 a/c 225 1976-2006
"TIpomiiaxTo-
cTpormMexanu3auus”
r.MexaypedyeHck
P-39 OTkpbITOE aKI[HOHEPHOE 1 1/c 946 1947-2003
0011IeCTBO CrpoutenpHas ¢bupma
"Tomycamaxtoctpon"
r.MexaypedeHck
P-40 OOmiecTBO € OrpaHUYEHHON 1 71/c 12 1992-2007
OTBETCTBEHHOCThI0 "Marazun Ne 25"
r.MexypeueHCcK
P-41 OOmecTtBo ¢ OrpaHHYCHHOM 1 n/c 10 2006-2008
OTBETCTBEHHOCTBIO "CrpoiikoHTpaKT"
r.MexrypeueHcK
P-42 3aKpeITOE AKLMOHEPHOE 1 1/c 24 1997-2004
001IecTBO "TOMyCHHCKOE IOKOMOTHBHOE
neno" r.MexaypeueHck
P-43 3aKpeITOE AKLMOHEPHOE 1 1/c 38 1994-2008
00111ECTBO
"Cubuput-1"

r.MexypeueHck
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P-44

OOmecTBO € OrpaHUYCHHON

(OTBCTCTBCHHOCTBIO

"Mex1ypeueHCKIIaXTOCTPOHMOH

"

Taxx

r.MexaypedeHck

1 /¢

10

2004-2008

P-45

O0611eCcTBO C OTpPaHUYICHHON

(OTBCTCTBCHHOCTBIO

"MexaypeueHckas Tumorpadus”

r.MexaypedeHck

1 n/c

2003-2008

P-46

O011EeCTBO C OTrpaHUYEHHOM

(OTBECTCTBECHHOCTBIO

"Ctpoit-Ac"

r.MexnaypeueHck

1 n/c

2006-2009

P-47

OO0mecTBO ¢ OrpaHMYCHHOU

(OTBCTCTBCHHOCTBIO

" TopoxHHK"

r.HoBoky3Heuk

1 n/c

2003-2009

P-48

MexnaypeueHckuit prmnan OAO|

IAKB "Ky3baccipom6baHK"

r. MexaypeueHck

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 n/c

13

1999-2009

P-51

OO0mectBO ¢ OrpaHMYCHHOU

OTBETCTBEHHOCTHIO "['panTt”

" r.MexaypedeHcK

1 n/c

15

2006-2010

P-52

O0miecTBO €  OrpaHUYCHHOMH

(OTBCTCTBCHHOCTBIO

1 n/c

2001-2009
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"Boctok-Tpansur-M"

r.MexnaypedeHck

P-53

O0611eCcTBO C OTpaHUYICHHON 1 a/c 9 2006-2009

0TBETCTBEHHOCTHIO "Tenexkom ycmyra”

r.Kemeposo

P-54

O0611eCcTBO C OTpPaHUYICHHOU 1 a/c 8 2005-2010
OTBETCTBEHHOCTBIO

"TIpomiaxTocTpOoRMOHTaXK"

r. MexaypeueHck

P-55

O011eCcTBO C OTpaHUICHHOU 1 a/c 346 1976-2000

(OTBECTCTBECHHOCTBIO

"TIpuromckas aBToOa3za"

r.MexnypeueHck

P-56

OOmmEecTBO ¢ OrpaHUYCHHOM 1 n/c 15 2001-2011

(OTBCTCTBCHHOCTBIO

HMTCH

r.MexnypeueHck

P-57

O011EeCcTBO C OTpaHUYCHHOU 1 a/c 77 2003-2010

(OTBCTCTBCHHOCTBIO

"A3I/Iﬂ"

r.MexaypedyeHck

I'KYKO «I'ocynapCTBEHHBIN apXuB JOKYMEHTOB MO JUYHOMY cocTaBy KemepoBckoit
o0nacTti B . MexX1ypeueHCKe» MPe0CTaBISAET YCIYTH IOPUANYECKIM JIHIIaM:

. MCMOJIHEHME 3aNPOCOB, MOCTYNalOLWWMX OT dpefepanbHbIX OPraHOB rocyAapCTBEHHOM
BN1aCTW, OPraHOB BNACTU CY6bEKTOB PD, 0praHOB MeCTHOrO caMoynpasaeHus, Cyaa, NPOKypaTypbl, ;

. MCMOJIHEHME 3aNPOCOB yUYpeXAeHNi-GoHA006pasoBaTeNel N0 JOKYMEHTaM UX
apXuBHbIX POHA0B AN1A CNyKeBHOro NoNb30BAHNS;

. OKa3aHWe KOHCY/IbTaTUBHO-METOAMYECKOW NOMOLLM YUPeXKAeHUAM-
doHp006pasoBaTeNAM No BONpocam paboTbl BEAOMCTBEHHbIX apXMBOB U OPraHU3aLIMK JOKYMEHTOB B
AeN0npoun3BOACTBE;

o KOHCY/IbTUPOBaHME O PUANYECKMX SINL, MO BOMPOCaM AOKYMEHTaLMOHHOro obecneyeHus
ynpaB/aeHNa U apxXMBHOIO Aena;

o npuem Ha XpaHeHWe AOKYMEHTOB MO JIMYHOMY COCTaBY /IMKBUAMPOBAHHbIX U
peopraHM30oBaHHbIX NPEANPUATUI U yUpeXKaeHUIA pa3indHbIX Gopm cobCTBEHHOCTY;

o ynopsoyeHue AOKYMeHTOB, GOpMUpPOBaHME U 0GOPMAEHNE aPXMBHbBIX A/ NO 3asiBKam
opraHusaunii;

o KOHCY/IbTUPOBaHME OPUANYECKUX U GUIUYECKUX UL, NO BONPOCAM

AOKYMEHTALMOHHOIo obecneyeHus ynpasaeHna n apxmBHOro gena.
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I'KYKO «l'ocynapcTBEHHBIH apXuB AOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoit
obsacTu B T. MeXIypeueHCKe» MPEA0CTaBIISACT YCIYrH (U3UICCKUM JTUIAM:

. NCNOJIHEHWE 3aNpPOCOB, CBA3AHHbIX C COLMAIbHOM 3aLLNTON rpa*kaaH,
npeaycmaTpuBatoLen Nx neHcMoHHoe obecrnedyeHune, a TakKe 414 NOAyYEeHUs IbFOT U KOMMEHcaLnin B
COOTBETCTBMM C 3aKoHOAAaTeNbCTBOM Poccuitickon ®egepaumm.

. Bblaaya ay6smMkata, nepeodopmaeHne apxXMBHOM CrPaBKN B3aMeH YTPaUYeHHOM,
N3roTOB/IEHNE HECKO/IbKMX 3K3EeMMIAPOB apXUBHOM CNPaBKY;

o NoAroToBKa CNpaBKN 06 OTCYTCTBMU B apXMBE 3aMnpallMBaEMbIX JOKYMEHTOB;

. KOMMpOBaHWEe AOKYMEHTOB Ha ByMarKHOM OCHOBE TEXHMYECKMMU CPeacTBamMM apXMBa Mo

3anpocam rpaxaaH.

B I'KVY KO «I'ocynapcTBeHHBII apXUB JOKYMEHTOB I10 JUYHOMY cocTaBy KemepoBckoii
o0nacTy B I. Mex1ypedeHCcKe» BeAeTCs JIMYHbIN PUEeM I'paXk/laH U MMCbMEHHBIX oOpalieHuil no
BOIIPOCAM:

1. MoaTsepAaeHVe TPYAOBOrO CTaa.

2 NMoaTsepkaeHue cTaxa paboTbl B 0COObIX YCOBUAX TPYAA (NbFOTHOrO CTaKa).

3. MpepocTassieHne cBeAeHNN O pa3mepe 3apaboTHOM NaaThi:

. ana LeHtpa 3aHATOCTH
ana MeHcnoHHoro poHAa
ans obopmaeHns 601bHUYHOTO NCTA
Ana PoHAa CoLMabHOTO CTPAXoBaHUA
MNoateepXaeHne pakTa HarpaxKaAeHUsa NN NPUCBOEHUA NMOYETHOIO 3BaHMUA.
NoaTeepkaeHWe paKTa HECYACTHOTO CNYYas Ha NPOU3BOACTBE.

MNpeaocTaBneHVe cBEAEHWI O NePEMMEHOBAHMM NPEANPUATUA.
MpeaocTasiieHNe apXMBHbIX KOMUIM JOKYMEHTOB.

O(bopMneHHe 3ampoca. 3ampochl OT TpakJaH NPUHUMAIOTCS Ha OJIaHKaX AaHKETHI-
3asBJICHUS.

JInuHO 0OpaTUTHCA MOXKHO 1O ajpecy: T. MexaypeueHck, 1. [Iupoxwuii gor

[Ipu nuyHOM OOpallileHuu He0OXOAUMO IIPU ceOe UMETH:

. nacnopt

. KOMUIO TPYA0BOM KHUKKM (C TUTYNIbHBIM IUCTOM).

IIpu oOpameHuMM MO MOYTE K aHKETE-3asBJICHHIO HEOOXOIUMO MPHJIOKHUTH KOIHUIO
TPYJAOBON KHWKKU (C TUTYJIBHBIM JIUCTOM).

B cnywae ytpaTel TpyAOBOM KHW)KKM TIpH  3alOJHEHWM  AHKETHI-3asBICHUS
HE00X0MMO MaKCUMAaJIbHO TOYHO YKa3aThb TOJ IpUeMa U TOJ] YBOJIbHEHHUS.

3anpocel OT IOPUINYECKUX JIUI JOIDKHBI ObITh 0()OpMIIeHBI Ha OaHkax opranu3anuu. [1o
tenedony, ¢akcy 3amnpocbl He npuHuMarorcs. MHdopmannio o TOTOBHOCTH CIpPaBKU MOXHO
MOJYYHUTh N0 TeNeOHYy apXuBa.

[Ipu HaIMUMM B aHKETE-3asIBJICHUU KOHTAKTHOTO TeledoHa 3asBUTENIO OyAET COOOIIEHO
0 TOTOBHOCTH CIIPABKHU.

Beimaua cnpaBok. Belmaga TroTOBBIX CHpPaBOK OCYIIECTBIISIETCS NPU  IPEABSIBICHUN
[IacIIopTa UM UHOTO JOKYMEHTA, YAO0CTOBEPSIOILErO JINYHOCTD.

B cnyuyae nmomyuyeHusi cpaBKy IMOCTOPOHHUM JIMLIOM HEOOXOAMMO HaJIMuyue NacnopTa u
IOpUINYECKH 3aBEPEHHON JOBEPEHHOCTH. Eciu 3ampoc OTHOCWICS K KaTErOpUU IJIATHBIX YCIYT,
3asgBUTENI0 HEOOXOOUMO MpPENbsSBUTh OIUIAYEHHYI0 KBHUTaHLHWIO. VHOrOpoJHUM 3asBUTENSM
CIIPaBKH OTIIPABIISAIOTCS 10 IIOYTE IPOCTHIM ITHCHMOM.

Bwn e

Tema 3. Dopmuposanue TUUHBIX 0€]l COMPYOHUKOB
B nepByto odepenr OTMETUM, UYTO BEIE€HUE JIMYHBIX JIe7 paOOTHUKOB HE 00s3aTENbHO B

OTHOILEHUH BCEX KaTeropuil paboTHUKOB. O0sA3aTeNnbHOE BEIEHHE JUYHBIX A€l MPeAyCMOTPEHO,
HarpuMep, Ha TOCYJIapCTBEHHOM Ipa)1aHCKOM CITy’k0e B COOTBETCTBHH €O CT. 42 DenepaabHOro
3akoHa oT 27.07.2004 Ne 79-@3 «O rocynapcTBeHHOH TIpakgaHckoi ciyx0e Poccuiickoii

108



Oenepanun» (magee - 3aKOH O TOCYIApCTBEHHOW cCiyxo0e). [l ocTanbHBIX paOOTHUKOB
00s13aTeIbHOCTE U MNOopAAOK BCACHHA JIMYHBIX €I MOXCT OIPCACIATBCA JIOKAJIbHBIMU
HOPMAaTUBHBIMM aKTaMu paboToaaTess.

Tak, JIMYHBIE JIeJa MOTYT BECTHCh KaK Ha BCeX paOOTHHUKOB, TaK U Ha OMPEIEICHHYI0 MX
Kateropuio. Ha mpeanpusaTusx JudHbIe Jelia 1eecoo0pa3Ho BECTH Ha CIEAYIOIINE OCHOBHBIE

KaTeropuu pabOTHUKOB:

1. pyKkoBoauTenu (rnasa npeanpusaTUA, ero 3amecTuTeNn, MOMOLHWKHN);

2. PYKOBOANUTENUN CTPYKTYPHbIX NOAPAa3AeNeHUA U UX 3aMECTUTENN;

3. rnaBHble (Begylume) cneumanmcTol;

4. PaboTHWMKK, Ha KOTOPbIX BO3/10XKEHA NOJIHAsA MmaTepuasbHas OTBETCTBEHHOCTL;

5. PaboTHWMKK, BKNOYEHHbIE B KaAPOBbIN pe3epB ANA BblABUKEHWUA HAa Hanboiee BaXKHble
OONIKHOCTY;

6. paboTHMKK, obecneunsatowme GyHKLMOHMPOBaAHWE opraHa (annapaTa) ynpasieHun

AeATENbHOCTbIO NpeaAnpuaTnA.
OIIHaKO BO MHOI'MX OpraHu3alviax JHAYHBIC [CJIa BCAYTCA Ha BCEX pa6OTHI/IKOB

HE3aBUCHMO OT CTaTyca M BBINOJHSIEMON pabOThl (BKJIKOYAsi TEXHUYECKUN MEPCOHAN), TaK Kak
JMYHOE JIeJI0 - Ype3BbIYaiiHO y100HBIH MCTOUHMK MH(OPMAIMM O KaXJIOM PabOTHUKE: B OJHOU
nanke coOpaHbl Bce KONUHU JIMYHBIX JOKYMEHTOB PaOOTHHUKA, IPUKA30B [0 3TOMY pPaOOTHUKY U
JIpyrue J0KyMEHTBI.

Tak kak B Tex ciydasx, Korja peub He UAeT 00 0pOpMIEHUH KaJpPOBHIX JOKYMEHTOB Ha
rOCYyJapCTBEHHON TIpakJaHCKOM CiIy:k0e, BOIpPOCHl C BEICHHEM JMYHBIX Ji€1 pPaOOTHHKOB
pemaroTcss Ha YCMOTpeHue paboToiarens, TO pa3paboTka M YTBEP)KACHUE JIOKAJIBbHOTO
HOPMATHUBHOTO aKTa JIMIIHUMHU COBEPIIEHHO TOYHO HE OYy/IyT.

IIpn Haymumy B Bamed opraHu3anuy MHCTpyKIHMM MO KagpOBOMY JIEIONPOU3BOJACTBY,
JIOTUYHO, €CIM OTAENbHBIM ee pasnen OylneT MOCBSAIIEH HMMEHHO BEACHHUIO JIMYHBIX el
COTPYAHHUKOB.

Takolf pa3men MoxeT OBITh BKIIOYEH M B COCTaB JPYIMX JIOKAIbHBIX aKTOB,
perJaMeHTHPYIOIUX HOPSA0K 0OPMIICHHS U XpaHEHHUs KapOBbIX JOKYMEHTOB.

HekoTtoprle pabGoTonmaTenu MNpeANnovYUTaOT pa3paboTaTh OTHENbHBIM  JTOKYMEHT,
YUUTBIBAIOIINN BCE HIOAHCHI BEICHUS JIMUHBIX /€.

HezaBucumo ot BeIOpaHHOW BaMu (GOpPMBI NPHU perjaMeHTaluu padoThl € JIMYHBIMU

JienaMy HeoOX0IMMO YTOYHUTh:

1. KaTeropmm paboTHMKOB, Ha KOTOPbIX BEAYTCA NMYHbIe Aena (byayT 3To BCe COTPYAHUKM
OpraHun3aumm Uau, Hanpumep, TObKO MEHEAMKEPbI BCEX 3BEHLEB YNpPaBieHNa);

2. cnocob GpopmMMPOBaAHUA IMYHbIX AEN;

3. COCTaB AOKYMEHTOB /INYHbIX AeN (B TOM YMC/ie C YKa3aHWEeM Ha TO, KaKue JOKYMEHTbI
NOALWMBAOTCA B OPUTMHANAX, @ KaKME B KOMKUAX);

4, nepeyeHb 1L, OTBETCTBEHHbIX 33 BEAEHWE U XpaHEeHME NNYHbIX AeN;

5. NopsAAOK BEAEHUA INYHBIX Aen;

6. NopPsAAOK 03HaKOM/IEeHNA PabOTHMKOB C AOKYMEHTaMM, XPAHALLMMUCA B IMYHbIX AENaX;
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7. NopAAOoK XpaHEHUA IMYHOTO Ae/a Noc/e yBOIbHEHNA PAabOTHUKA; APYryto
nHbopmaumio.
Knura (xypHai) ydeTa JUYHBIX T MOXKET COJIEPKaTh CICIYIONTNE CBEICHHUS:

nopAAKOBbI HOMep Aena;

dbammnma, MaA, 0TYECTBO COTPYAHUKA;

AaTa nepBoHavYanbHOro GopMmnpoBaHnA Aena;

JaTa nepefayuv Aena B apxus;

Apyrve ceeaeHMA No YCMOTPeHUio pabotoaartens.

dDopMI/IpOBaHI/Ie W BEJCHHUE JIMYHBIX JIEJ, KaK Mbl YK€ OTMETHJIM, OCYIIECTBISETCS B

vk wnN e

COOTBCTCTBUH C IIpaBWjJIaMKU BCIACHUA IOCJIONPOMU3BOJACTBA, HeﬁCTBYIOLHHMH Y KOHKPCTHOI'O
paboronarets.

[lepBoHAYaIbHO B JIMYHOE JIEJIO TPYMIUPYIOTCS JOKYMEHTBI, OQOPMIISIONINE MPOIECC
npueMa Ha paboTy, a BIOCICJACTBHHM - BCE OCHOBHBIC JOKYMEHTBI, KaCAIOIIMECS TPYIOBOU

JIeSATeTbHOCTH paOOTHHUKA.

KHHTA
y'eTa IHHBIX JIe/l COTPY/IHHKOB OAO «Caryph»

Howme; CrpykrypHoe e Aata
P @.11.0. paboTHmnka JoaxHOCTS paboTHHKA PYKTYP Jopuuponanna nepegay
Aexa I'IO.!PQ agenenne
ena aena B JP.‘HB
1 2 3 E 5 6
05-15/110 | Cemerioaa YneaHa 3amecmumens Opuduveckut | 19.03.2012
Bukmopoera HayansHuka omoena |omden

Oco0biM noxkymentom B coctraBe JJIC saBasierca Jlmunoe neno. OHO 0OBIYHO
3aBOJUTCS Ha PAaOOTHHMKA, TMOCTYMUBIIErO B OpTraHM3aluio0. JJOKYMEHTHI B JHYHBIX Jeiax
pacroiararoTcs IO Mepe UX IMOCTYIUIEHHS M CHCTEeMaTH3UPYIOTCS B  Cleayolen

OCJICAOBATCIBbHOCTHU

1. BHYTpPEHHAA ONUCb LOKYMEHTOB, UMEIOLLUXCA B IMYHOM Aene;
3anBneHMe 0 Npueme Ha paboTy, HanpaBieHUe UAKN NPeacTaB/EeHUE;
AHKeTa (IMYHbIV INCTOK MO yYeTy KaapoB);

AsTobUOrpadms;

JoKkymeHTbl 06 06pa3oBaHUM 1 T.4,;

ILOKyMeHTLI B JIMYHBIX JI€JIaX PaCIOJarakTcs 0 Mepe UX MOCTYILUIEHUS.

GoRw N

@®opMHpOBaHHE PACHOPAJMTE]BHON JOKYMEHTAIIMM 10 JHMYHOMY COCTaBy —
npukaspl. [Ipukasbl Mo TMYHOMY cocTaBy (HOPMUPYIOTCS B J€jia B 3aBUCUMOCTH OT CPOKOB HX
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xpaHenus. [lpm 3ToM cremyeT MOMHHUTb, YTO 3amlpeuiaercsd TIPyNIUpPOBaTh B OAHO JIEJIO
JIOKYMEHTBI C Pa3HBIMU CPOKAMU XPAHECHHUSI.

B cootBercTBUM ¢ TUIIOBBIM MEpEYHEM MPHUKA3BI O JIUYHOMY COCTAaBY UMEIOT JIBa CPOKa
XpaHeHus: 75 JeT u 5 jer.

K npukazam, uMeromumM 75-j1eTHUI CPOK XPaHEHMSsI, OTHOCATCS: TIPUKa3bl O IIPUEME,
YBOJIbHEHUH, MEPEMEUICHUU, MPEMHUPOBAHUM, MOOUIPEHHUH, UIMUTEIbHBIX OTIYCKax MO YXOIy,
JUIMTETIFHBIX KOoMaHaupoBkax. K mnpukazam, uMewmmMM 5-JIeTHHH CPOK XpaHeHUs,
OTHOCHATCSI: TMPUKA3bl O MPEIOCTABICHUH OYEPEIHBIX MU YUYEOHBIX OTIIYCKOB, IEKYpPCTBaX,
B3BICKAHUAX, KPATKOCPOUHBIX KOMAaHIUPOBKAX.

[IpakTuka HMCMOIB30BAHHS TOKYMEHTOB IO JIMYHOMY COCTAaBY IOKa3bIBa€T, YTO IpPHU
3HAYMUTENIbHBIX 00bEMaxX MPUKA30B MO JUYHOMY COCTaBY, UMEIOIINX 75-JIETHUN CPOK XpaHEHHUS,
nenecoodpasHee ux GopMuUpoBaTh B Jelia MO BOMpocaMm JesTenbHOCTH. Hampumep, oTaenbsHO
rpyNnupoBaTh B Jefia IMpUKa3bl O MpHEMEe, YBOJbHEHUH, MEepEeMEIIeHnd paOOTHUKOB, TO €CTh
MPUKAa3bl, CBS3aHHBIE C WX TPYAOBBIM CTaXeM, M OTACIBHO MpPHUKa3bl O IMPEMUPOBAHUHU,
MOOUIPEHUHU U T.J., TO €CTh MPUKA3bl, B KOTOPBIX COJEPXKATCS CBEJIEHUS O 3apabdOTHOH Iuiare.
[Tpu 5TOM B KaXKJI0M JIeJie TPUKA3bl HMEIOT CBOIO CAMOCTOSITENIbHYIO BaJOBYIO HyMEpAIHIO.

[Tpukasbl, pacmopspKeHHS W ApPYTrUe paclopsiAUTEIbHbIE TOKYMEHTHI MO JUYHOMY
coctaBy (OpMHUPYIOTCS B Jefia B Ipeneiax OJAHOIO KaJeHAApHOTO Toja B XPOHOJIOIMYECKOM
MOPSITKE U C OTHOCSIITUMUCS K HUM TPUITOKCHHSIMH.

B cootBerctBUn ¢ «[IpaBuiamu oOpraHu3alvM XpaHEHUs, KOMIUIEKTOBaHUA, y4€Ta H
MCIIONIb30BaHUsl JOKYMEHTOB apXHMBHOTO (DOHAA POCCUICKOHN (enepanyii U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIpaBICHUS U
opranmzarusax» ot 07.09.2015 r. pacnopsauTenbHble JOKYMEHTHI TPYHIUPYIOTCS B Jiefa IO
BUJaM, HE JomyckaeTcss (opMHUpPOBATh B OAHO JENO MPHKA3bl U PACHOPSHKEHUS C EAMHON
Hymepanueil. To ecTh mpuKasbl, paclopsKeHUs, yKa3aHUsl TPYIIHPYIOTCS B CAMOCTOSITENIbHbBIE
Jierna co CBOeH Hymepanuei.

JluneBsle cuera 1Mo 3apabOTHOM IJIaTE COTPYAHUKOB (DOPMHUPYIOTCS B CAMOCTOSITENIbHbBIE

JieNia ¥ pacIoyiaraloTcsl B HUX 10 andaBuTy (GpaMuimi.

JIMuHbIE KAPTOYKH PAOOTHUKOB TaKXke (POPMUPYIOTCS B Jiena 1o andaBUTy GaMUIHA.

[Io wucreyeHun OAHOTO TojAa TMoOcie 3aBeplieHus (GopMHpOBaHHS Jied B
JIEJIONPOU3BOJICTBE MPOBOAUTCS paboTa MO MX MOATOTOBKE K Ieperaye Ha XpaHEHHE B apXuB
yupexzaeHus. B coorsercteuu ¢ IIpaBunamu opraHuszanyy XpaHeHus, KOMIUIEKTOBaHUS, y4éTa U
UCTIOJIb30BaHUS JIOKYMEHTOB apXHBHOTO (OHAA POCCUHCKOH (eneparyiu u APYrux apXHUBHBIX

JIOKYMEHTOB B TOCYJIJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIPABIICHUS U OpTaHU3aIHIX
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ot 07.09.2015 r. B apXWB MOCTyHarOT JAOKYMEHTHI, B TOM YHCJI€ MO JIMYHOMY COCTaBy, HE
MO3HEE YeM Uepe3 TPH T'0/1a MOCIIe 3aBEPIICHUS UX (OPMUPOBAHUS B ACIOMPON3BOICTBE.

OdopmieHue nen Mo JUYHOMY COCTaBY IMPEICTaBISET COOOW KOMIUIEKC paboT Mo UX
TEXHUUYECKON 00paboTKe BKIIOYAIOUIMI: MOJIIKMBKY (IEPEIIeT) Ael, HyMepaluio JUCTOB Jena,
COCTaBJICHUE 3aBEpUTENHHOW HAJIMCH, COCTABJIEHHWE, B HEOOXOIUMBIX CIy4yasiX, BHYTpEHHEH
OTIHMCH JJOKYMEHTOB Jiej1a, 0(OpMIICHHE OOJIOKKH JIea.

Jlena moammBaroTcs B 4 TPOKOIA B TBEPAYIO OOJOXKKY, M3 Jela YTAISIOTCS BCE
MOCTOPOHHHUE MpeIMEeTh (CKPENKH, 3aKiIagku U jap.). HeBocTpeOoBaHHBIEC JIMYHBIE TOKYMEHTHI
(arrecTarhl, AMUIIOMbBI) BKJIQABIBAIOTCS B KOHBEPT M MOJIIMBAIOTCS B Aeno. B koHie nena
MOMIINBACTCSI YUCTHIA JIUCT WM OJaHK (OPMbI 3aBEPUTEIHHOM HAANMCH. B HEOOXO0IUMBIX
CIy4asX B Hadaje Jella MOMIIMBAcTCs OJIAaHK BHYTPCHHEW ONMUCH JOKYMEHTOB, TJC
MEPEYUCIIAIOTCS BUIbI IOKYMEHTOB U CTPAHUIIbI, HA KOTOPBIX HAXOSATCS IOKYMEHTHI.

Bce nmucthl nena, kpoMme OnaHka JUCTOB BHYTPEHHEW OIMUCH W JIUCTA 3aBEPUTEIHHOM
HAMKUCH, HYMEPYIOTCS B Pa3BEpHYTOM BHJIE B IMPABOM BEPXHEM YIJIy MPOCTHIM (YESPHBIM)
KapaHjamoM ik TadymsitopoM. [loammTeie B €70 KOHBEPTH TaK e HyMEpPYIOTCS (CHavasa
KOHBEPT, TOTOM IO MOPSAIKY BCE BKIIOUCHHUS).

3aBepuTeNbHAs HAAMKUCHh COCTABISETCS TOJNBKO HA OTIECIBHOM IUCTE-3aBEpPHUTENE IO
yCTaHOBJICHHOM (opme. 3ampernaercs BHIHOCUTh €€ Ha 000pOT MOCJIEIHEro JOKyMEHTa WU
00n0kKky gnema. OHa BKJIIOYAaeT CBEACHHUS O KOJMYECTBEHHBIX IMapamMeTpax Jejia M HUX
O0COOCHHOCTSIX (JIUTEPHI, MPOMYIIEHHBIE JIUCTHI, TUCTH C 000POTOM, KOHBEPTHI).

BHyTpeHHsIs OnUCh COCTaBISAETCS IS TMUHBIX JIEN U COACPIKHUT CBEJICHUS O TIOPSAKOBBIX
HOMEpaxX JIOKYMEHTOB B HEH, WX HWHJEKCax, Jarax, 3arojloBKaXx M HOMepaX JIMCTOB jJejia, Ha
KOTOPBIX PACIIOJIOKECHBI 3T JOKYMEHTHI.

K BHYTpeHHEl OMUCH COCTABISETCS UTOTOBAs 3alKCh, B KOTOPOH yKa3bIBaeTCs uppamu
U TIPOIMHUCHI0 KOJIMYECTBO BKIIOYCHHBIX B HEE JIOKYMEHTOB M KOJIMYECTBO JIUCTOB BHYTPEHHEH
onucH. BHYTpeHHSS OMKCH MOANKMCHIBACTCS €€ COCTaBUTENIEM C YKa3aHUEM JIOJDKHOCTH U JaThl
COCTABJICHHS.

[Tpu u3MeHeHnn cocTaBa JOKYMEHTOB JieNa (M3bsITHH, BKIIOUSHUH TOKYMEHTOB, 3aMEHE
UX KOIMHUSMHU) OHU oTpaxkarorcs B rpade «lIpuMedanue» co CHOCKOW Ha HOMEpa BHYTpEHHEH
onucu. MoeT OBITh COCTaBJIeHA M 0CO0ast OMHUCh ITUX U3MECHEHHIA.

O06110kKa J1ena 1o JINYHOMY COCTaBy COJEPIKUT CIIEIYIOIINE PEKBU3HUTHI:

. HaMMeHOBaHMe OpraHM3aunn, NOAYUMHEHHOCTb, HAMMEHOBAHUE CTPYKTYPHOTO
nogpasgeneHus;

. WHAEKC Aena;

. apPXUBHbIN Wndp Aena;

o 3aro/0BOK Aena;

. KpaliHue Aatbl Aena;

. KOJIYECTBO /IUCTOB AeNa;
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. CPOK XpaHeHus aena.
[Ipu 5TOM HamMEHOBAaHWE OPraHU3alMM YKA3bIBACTCS IOJHOCTHIO, B MMEHUTEIHLHOM

nagacxke, ¢ yKazaHuceM I10JIHOI'0O HAMMCHOBAHUA OPraHU3alvu, KOTOpOI‘/’I OHa HETIOCPCACTBCHHO
NOAYMHCHA, TaK X€ B HMCHHUTCIBHOM IaaCxKC. Eciu cama opraHusanysa WKW BbIIICCTOAIIASA
opraHu3anusa UMCHOT O(bI/II_[I/IaJ'ILHO IIPUHATOC COKpAIICHNEC HAUMMCHOBAHHUA, TO OHM YKAa3bIBAKOTCA

B CKOOKAaXx I1OCJIE IIOJIHOI'O HauMEHOBaHUS.

Kop roc. apxvea
Kon opraHvaacvm

|

N 3N U0

L3N "D

{HammenoBanng apxuBHROND yupex o)

QGUECTEO € OrPAHHSHHON OTBETCTHEHHOCTEIO
TEXHOTKAHbL TEKCTWIIB”

ByxranTepua
{HAMMEHOBAHHE OpTaHH3ALMH B CTOYKTYEHOMD NOGDAI0aNeHHA)

OEJTO Ne_9 TOM Ne_1_

Hasarto 01.01.2000
OkoHyene  _31,12.2000

{Kpainme gate)
@. Ne 1 Ha _ 248  nwctax
e XpawaTe 75 net
On. Me 2nfc
ONeg
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JlndHOE neno mpencTaBisieT cOOOW COBOKYIMHOCTH JTOKYMEHTOB, COJEPKAIIUX CBEICHUS
0 paboTHuke. Bce nOKyMEHTBI, OTHOCAIIMECS K JUYHOMY Jelly, [0 Mepe MOCTYIJICHUS
MOJIIUBAIOTCSA B MANKY-CKOPOCIINBATENb.

JlnuHble fena MOTYT 3aBOJUTHCSA Ha BceX PaOOTHMKOB OpPraHU3AlMH, OJHAKO, TJIABHBIM
00pa3oM, — Ha PYKOBOJSIIMI COCTaB M BEIYIIMX CIEUUATUCTOB. /{151 ocTanbHBIX paOOTHUKOB,
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 INCTOK MO y4YeTy Kaapos;

. 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;

. pasfiMyHble CNPaBKKM, OTHOCALLMECS K AaHHOMY PabOTHUKY (Kpome CnpaBoK € MecTa

YKUTENbCTBA, O COCTOAHWUM 34,0POBbA U APYrUX AOKYMEHTOB BTOPOCTENEHHOTO 3HAYeHUA, KOTopble
rPYNNUpPYIOTCA OTAE/NbHO).

[Ipy HanMuuM XapakTEPUCTHKU C MPOLLIOr0 MecTa pabdoThl M PEKOMEHAATEIHHOTO
NUCbMa, MPEJICTABICHHBIX NPU MOCTYIUIEHMH Ha padoTy, OHU TaKXKe MOJIIMBAIOTCS B JIMYHOE
Jieno pabOTHHUKA.

JInunble nena paOOTHUKOB PErMCTPUPYIOTCS B CHELMATBHOM KypHale, XpaHATCS B
ceiide U BBAAIOTCS BO BPEMEHHOE I0JIb30BAaHUE TOJIBKO ONpPEAEIECHHBIM JAOKHOCTHBIM JIMIIAM.
3anucy U U3MEHEHUS B JINYHBIE J1€1a BHOCATCS JIMIIAMH, OTBETCTBEHHBIMU 3a UX BEACHHUE.

JlnuHble fena yBOJIEHHBIX WM yMEPUIMX 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
dbopMupyeTcsi B TeUEHHE JUTUTENLHOTO Nepuoja BpeMeH! (Bce BpeMs paboThl min y4ueObl). OHU
BXOJAIT B COCTaB JOKYMEHTOB I10 JINYHOMY COCTaBY.

B Hacrosimiee Bpemsi JHMuYHBIE Jeda Ha paOOTHUKOB B 00s3aTENbHOM MOpPSAKE B
cootBeTcTBUU ¢ YkazoMm [Ipesunmenta P® ot 30.05.2005 Ne 609 nomkHbI OBITH 3aBEICHHI B
rOCy/IapCTBEHHBIX (MYHHUIMMAIbHBIX) OpraHax BiacTH. g Apyrux cdep AESITEIbHOCTH B
HOPMATHUBHBIX JOKYMEHTaX HET YIOMHMHAaHUS 00 OO0sM3aHHOCTH BEAEHUS JIMYHBIX Jell.
dakTudecku /7151 OOJNBIINHCTBA OPraHU3alUN ATO CTAHOBUTCS A€JIOM JOOPOBOIBHBIM.

Tem He MeHee, NpaKkTUKa TIOKa3bIBaeT, 4YTO (OPMHPOBAHHE 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 HUM OOecHedeH ONepaTUBHBIN JOCTYI (COCOOCTBYET
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 YyYETY 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,
. PeEKOMEHAATE/IbHbIE MUCbMA UTN XaPaKTEPUCTUKHA;
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. [OMKHOCTHbIE MHCTPYKLUK (pernameHTbl);

. aTTecTalMOHHbIe INCTbI, OT3bIBbI, NPEACTaBAEHUS;

) MacrnopTHble AaHHble, CBUAETENLCTBO O bpake U T.4. (Konuu);

o 3aABAEHUA U NPUKA3bl (KONUK UK BbIMMUCKM) O NepeBoae Ha APYryto AOKHOCTD,
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);

) HeBoCTpeboBaHHbIe AOKYMEHTbI (CBMAETENbCTBA, AUMNOMbI, TPYA0BbIE KHUXKKU 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.

dopMHUpOBaHUE JMYHBIX JIeT PaOOTHUKOB. PYKOBOACTBYIOTCS XPOHOJIOTHYECKUM
MPUHIUIIOM, T.€. JOKYMEHTBI B IMYHOE JI€JI0 PAaOOTHHKA MTOMEIIAIOTCS IO MEPE UX MOSBICHUSI.
[Tocne yBonbHEHHsS PabOTHHKA JUYHOE JIEJO CUUTACTCS 3aKOHYEHHBIM JEJIONPOU3BOJCTBOM U
TOTOBHTCS K Iepeaade B apxuB. [Ipu 3ToM jena rocciyxammx rnepeaarorcs B apxus nocie 10
JIeT XpaHEHUs B KaJpoBOH ciyxOe (HOpMaTHBHOE TpeOOBaHHME, MOCKOJBKY IPHU IEPEBOJIE
rpakAAHCKOTr'O CIYKAIEro B APYroil TOCYIapCTBEHHBINA OpPraH €ro JIMYHOE MECTO NEPEAAETCA MO
HOBOMY MeCTy pPa0OTbhl), OCTaJbHBIX PAOOTHUKOB — JKEJIATENbHO HE MO3qHee 3-X JIeT MOoclie
3aBEPILIECHUSA UX JEIOIPOU3BOICTBOM.

BBuay BaXHOCTH JOKYMEHTOB, COCTABIISIOIIUX JIMYHOE JEJ0, TPEOYeTCs COCTaBISATh
BHYTPEHHIOIO OIKCH IO ONPEISICHHON (opMe, ITpH 3TOM OHA BCEr/ia HyMepyeTcsl OTJCIBHO OT
OCTaJIbHBIX JJOKYMEHTOB J€JIa.

BHYTPEHHAA OITHCH
NOKYMEHTOR ej1. Xp. N _ 05-15/110

Ne Mupunc Aurn JAroT0BOK JOKYMENTS Pomsy. Tpistevaume
AOKYyMONTA AOKYMeuTA TRCTOM A 14
1 2 3 + 5 (3
! Hononriesiue K AUSHOMY AUCMKY NO ysemy !
Kadpoe
2 19032012 | Jlussiedl nUCmoK no ywemy xadpoe 2-3
3 19.03.2012 | Aemobuospadus 4
4 | ON827527 | 26.06.2001 | Konus dunnoma 5
5 10/12-md 19.03.2012 | Tpydosou dooeop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste xa pabomy 12
Hroro ROKYMEHTOB.
(omjpann » sposuiue |
KOnnuecTeo mucToB BHYTpPeHHEH OnHCH
(amfpases  njoazecuo )
MHcnexTop Wupoxoea T.1O. llInpokoBa
(3cooma) (paces pposia nmran)

19.03.2012
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[IpuBenemM npumep BHYTpPEHHEW OINUCH Jeja, COJEPKaIlero MPHUKas3bl MO0 JUYHOMY

COCTaBY.

BHYTPEHHAA OIUCDH
JAOKYMEHTOB efl. Xp. N¢ __ 0303
N — s 3aronoBoxX AOKyMenTa S Ipumesanne
JAOKYMEHTA | JOKyMeHTA ANCTOR €. XP.
1 2 3 B 5 6
i ix 10.01.2007 | O npueme na pabomy Xnopocmenxo K. . !
2 2 12.01.2007 | O npuene wa patomy Havunoa I E 2

97 97K 02.08.2007 | O6 ysosswenuu Kopotxo M. A. 97 Konus. [odruinux
ympavex (axm
06 ympame
om 0209.2007)
184 184x 26.122007 | O6 ynorvsenuu Edpesosoit A. A 184
185 185k 27.12.2007 | O npuese xa patomy Kopocmwaeson E Q. 185
Hroro 185 (cmo Bocemboecam nams) JOKYMEHTOB.
(ITRpPaME & RPoRaI0 )
KOMMUYeCcTBO IMCTOB BHYTPEHHER ONMCH 3 (mpu)
i W OpOEHAW )

dedoposa I.I. ®epoposa

12.02.2011

MHCIIEXTOP 10 Kajpam

BosBpamasice k nmpaBwiaMm oQpOpMIICHHSI JIMYHOTO Jiefla, OTMETHM, YTO 3aTeM B TIpOIIecce
MOJATOTOBKA K AapXMBHOMY XpaHEHHWIO 3aBEPIICHHOTO JIMYHOTO JieJa KOJIUYECTBO JIMCTOB
BHYTPEHHEH ONMHMCH OTMEYAETCs B JINCTE-3aBepUTENIE (IIOCMOTPHUTE 00pasern).
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JHUCT-ZABEPHTENE OEJA W 05-04
B meme mogInHTO H OpO0HYMepoEaHo 127 (CT0 OEAmUaThk CEME) MHCOTOE,

E TOM SHCIE!
NHTEpPHEIE HOMEpA JHCTOE 26 &,
[pOOVIIEHHEIE HOMERa THCTOR 42, 101
+ IHCTOR BEHVTREHHEH ONHCH 3

OcofeHHOCTH DHHEECKOT 0 COCTOAMHA Homepa
H QOpMHp OEAHHA OENa JIHCTOE
| 2
HepasbopuHERIE TEKCT >4
CrnefiKa s O JHCTOE a4
PaspeE 4 cknefika nHcTa 7
CeKpeTapE F A, KypournHa
25 11.2010

Ha xaxxnoro corpyaHuka (GOpMHUpPYETCs caMOCTOSTeNIbHOE JMYHOe neno. Jlomyckaercs
3aTeM B Ipoliecce MOATOTOBKH K apXMBHOMY XPAaHEHHUIO TPYNIUPOBATH JIMYHBIC JIefla B TaK
Ha3bIBa€MBbIC HAPS/IbI, T.€. TPOIIUTHh UX B 00IIEM Jiere (0COOCHHO MpH HEOOJIBIIOM KOJIHYECTBE
0o0pa3yromuxcsi TUYHBIX €T B Toa). B 3ToM cinyyae BO BHYTpeHHEH OMUCH JOKYMEHTOB Jela
JIOJDKHA COJIEpPKaThCsl MH(POPMALMIO C TIEPEYHEM BKIIOUYEHHBIX B HUX JUYHBIX nen (PUO
pabOTHMKOB M HOMEpa JIMCTOB KaXKIOTO Jeia, 4YToObl OOJIerYuTh €ro HCIOJNb30BAaHHE B
JAJIbHENIIEM).

Ho Bce-Taku 3areM He oueHb OyAeT ymOOHO HCHOIB30BaTh TaKoe «0OIIee» Jeno.
[TosTOMy 1enecooOpa3Hee MPOIMBATh Jefla KaK CaMOCTOSITeNbHbIE eMMHUIBI XpaHeHus. Ho Ha
KKIOT0 TPaKIAHCKOTO CIYKAIEro JOHKHO OBITh 3aBEACHO TONBKO OTAENbHOE nelo (3TO
HOpPMAaTHBHOE TpeOOBaHUE).

Odopmnenne nuyHOro nena. B mpoiecce odopmieHus cheayromas uHboOpMaus
JIOJDKHA B 00s3aTEILHOM TIOpPSJIKE OBITH OTpakeHa Ha OO0JIOKKE JUYHOTO Jena (oOpasern
MPUBOJIUTCS 1O CCBUIKE):

. 3aro/ioBKOM TMYHOIO Aena 6YLI,ET YKa3aHue d)aMVIﬂMM, MMEHUN N OTHECTBA KOHKPETHOrIO
pa6OTHI/IKa B UMEHUTE/IbHOM Nagexe;
. B OOKYMEHTax gesia MoryTt 6bITb BapunaHTbl HAaNMCaHUA d)aMI/IﬂMVI, MMEHN NN OTHECTBA

paboTHMKA. B 3TOM C/iyuae oHM JO/KHbI BbITb 3adMKCUPOBaAHbI B 3aro/I0BKE IMYHOTO Aena (06bluHO B
cKobkax). Hanpumep:

Axmeposa Aticny Hacumosna (Anna Hukonaesna)

Cyxopyuko (Kanununa) Bepa Onezcosna

. B ciydae GpopmMpoBaHusA B O6LIEM Jese B HAMMeHOBaHWE 3aro/oBka fo6asnsAtoTcs
BYKBbI, C KOTOPbIX HAYMHAIOTCA GaMUAUN PABOTHUKOB, YbM INYHbBIE AENA BK/IKOUEHbI B JAHHbIA TOM:

Jluunsie dena compyonuxos, ygonennvix 8 2013 200y, «An-«H»

To oce, «Iln-«A»

. COrNacHO HOPMAaTMBHLIM aKTaM KpaWHue AaTbl CleAyeT MpOCTaBAATb TaKME e Kak B
NPUKasax O MOCTYM/JIEHWM W YBOJIbHEHUM C PaboTbl, B HEKOTOPbIX OPraHWM3auuax KpanHue naTbl
onpesenstoT COracHO AaTamM MOCTYM/IEHUA U YBOJIbHEHWA € PaboTbl (MOCNEAHWIA BapMaHT BCE-TaKM He
COBCEM NPaBU/IbHBbIA);
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. B IMYHOM Aenie MoryT ObITb AOKYMEHTbI, AaTUpyeMble 6osiee paHHen AaTon, Yem Aata
npuKasa o npueme Ha paboTy (Tem He MeHee, 3TO He MPUHMMAETCA BO BHUMaHUWE MpU onpeseneHnm
KpanHMX AaT INYHOro aena paboTHMKa);

. CPOK XpaHeHUs An4HbIX aen paboTtHukos — 75 net IMK, pykoBoauTenei — Booblie
NOCTOAAHHO corflacHo cT. 656 Tunosoro nepeyHa — 2010 roaa (Npu odopmneHnn aena ANA apxXMBHOTO
XpaHeHnA HOMep CTaTbM HE NepeHOCUTCA Ha O6I'IO)KKy, YKa3blBalOT TOJ/IbKO CPOK XpaHeHUA NNYHOTO
[leNna), OH He 3aBUCUT OT BO3pacTa PAabOTHMKA U HAYMHAET OTCYUTLIBATLCA C MOMEHTA €ro YBOJIbHEHUS;

. BaYKHO 3aUKCMPOBATb KOIMYECTBO JIUCTOB AeNa.

Hrak, nepedncieHbl OCHOBHBIE BKJIKOYAEMbIE JOKYMEHTBHI B COCTaB JIMYHOIO J€Ela,
paccMOTpeHbl HamOojee BaxkHble TpeOoBaHUS K (DOPMHUPOBAHHUIO, XPAaHEHUIO JMYHOTO Jieia
paboTHUKA ¥ 0O(HOPMIICHUIO OOIOKKH.

IIpuka3pl 10 THYHOMY COCTABY I'PYNIHMPYIOTCH B OTAeJbHOE A€JI0, TP 3TOM HUMEIOT
CBOIO COOCTBEHHYIO HyMepaIuio (OTIMYHYIO OT MMPUKA30B 110 OCHOBHOM JIeATeIHHOCTH ). BHYTpH
Jiena IOKYMEHTbI CUCTEMATU3UPYIOTCS 110 XPOHOJIOTUH UX CO3JaHUs.

Hekoropsie 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  OMNpENeleHHbIX TpeOboBaHuid. B cimyuae cocraBneHuss TMpUKaza 1o
HEeYHU(DUIIMPOBAHHOK (OpME TPHUMEHSIOT T€ XK€ PEKOMEHJAIMH, YTO W Ui COCTaBICHHS
MIPUKAa3a [0 OCHOBHOM J1€ATEIbHOCTH.

®opMuUpOBaHHUE TPUKA30B MO JUYHOMY COCTaBy. [IprKa3pl 10 TMYHOMY COCTaBy CIIEAYET
CPYIIIHAPOBATH B JIeJla HA OCHOBAaHUU CPOKOB UX XPAHEHUs, IIPU ITOM HE JIOIIYCKAeTCs IOMELIATh
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 OTJEIHHO 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 OTHeNbHble nena. Hampumep, mpukassl 00 €XKEroJHBIX 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
HOMEHKJIATypYy /el OpraHu3aIiu.

[Ipy HanuuuM NPUIOKEHUS K MPUKA3y OHU (POPMUPYIOTCS BMECTE€ — CHayaja 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 3aABNeHUA PabOTHMKOB,

[OKNaAHbIe U CyKebHble 3aMnCKK,
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 MNOATOTOBKHM JJIi APXUBHOIO XpaHEHUsl TaKue 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 NPHUKAa30M C HEOONBIIMMHU CPOKaMM XpaHEHHs (Hampumep, S5 Jer)
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 OCHOBHBIE X PA3HOBHIHOCTH ).

DU e W

118



[Tpu ¢popmupoBanuu e HEOOXOAMMO MPOBEPATH MPABHIBHOCTh OQOPMIICHHS: HATUUKE
NOJINWCH, BHU3, JAaThl M HOMepa IMpukaza. HemoodopmieHHble NpUKa3bl HE JOMYCKAEeTCS
NOJLINBATh B Ji€ja.

B Tekymem nenonpou3BOACTBE OO0JIOKKA Jiela € MpHKa3aMd IO JMYHOMY COCTaBy
oopMIIsIeTCS aHAIOTUYHO TPUBEIEHHOMY 00pasiy (CM. MO CCBUIKE, YTOOBI B ITOW CTaThe HE
MOBTOPATHCS). 3/1€Ch yMECTHO OyleT MNPOCTO yKa3aTh HEKOTOPbIE MPUMEPHI 3arojOBKOB:
«[Ipukazer mupexkropa OOO «KombacHHK» TO JTHYHOMY COCTaBy (TpueM, IepeMeIleHue,
yBosibHeHUE)» Wi «IIpukasbr Ne 1-42 pykoBoauTess O MPEMUPOBAHUN COTPYAHUKOBY.

XpaHeHHe NpPUKA30B IO JUYHOMY cocTaBy. [l ompeneneHuss CpPOKOB XpaHEHMs
MIPUKA30B MOJB3YIOTCS ACHCTBYIONIMM THUIIOBBIM MepedyHeM JOKYMeHTOB. Ha cerogusmnuii 1eHb
MOCJIETHUM TUIIOBOM nepeueHb coctanieH B 2010 roxy.

OO6pamaemM BHHMaHHEe Ha cTaTbio 19 6 W mpuMeuaHue 2 K HEW YKa3aHHOTO BBIIIIE
TUIIOBOTO MEPEYHsI — JJIsl ONPEEIICHUS] XPAHEHUS Pa3IMYHbIX KaTErOpUil IPUKA30B 110 JIUUYHOMY
COCTaBY; Ha CTaThI0 665 — OCHOBaHUS K MPUKAa3aM, HE BOLIECANINE B IUYHOE JETI0, XPaHSAT 5 JIeT.

Kak BuauM, HEKOTOpBIE MPUKA3bl MO JMYHOMY COCTaBY MOTYT XpaHHThCS 5 Jer: o0
OuepelHbIX U Yy4eOHBIX OTIYCKax, O JEKYpCTBaX, B3BICKAHMIX, KPATKOCPOUHBIX
KOMaHJAMPOBKAX.

3HauuTeNbHas YacTh MPUKA30B UMEIOT JUIMTENbHBINA (75 J€T) CpOK XpaHEHUS, B TOM
YypciIe O JOJTOCPOYHBIX KOMAaHAMPOBKaX, 00 wu3MeHeHMH (aMmimmu, 00 UCIOIHEHUH
00s13aHHOCTEH, O TMOOIIPEHUH, HATPaKJIECHUU, IMOBBIIICHUN KBaTH(PHUKAIUU, aTTECTallUd, 00
oTmyckax 0e3 coiepKaHus U T.J.

Taxxe ns ompeaeneHUss CPOKOB MOKHO HCIOJNb30BaTh BEJAOMCTBEHHBIC IEPEUHU
JOKYMEHTOB, €CIIM OHU COCTaBJCHBI Ui OpraHu3anuu Bamed cdepsl nestensHOCTH. OHH
HauboJee MOJTHO OTPAXKAIOT MHOT000pa3rne 00pa3yoXcs T0KYMEHTOB OpraHU3aIui, IO3TOMY
IIPY HAJIMYUU TaKOBBIX MMEHHO MX CJIETYET UCIOJIb30BaTh B MEPBYIO OuYepelb AJis MPOBEACHUS
DKCIEPTU3BI IEHHOCTU JOKYMEHTOB.

JIoNTOBpEMEHHOIO XpaHEHUs MpHKa3bl MO JuuHOMY coctaBy (75 ner) Tpebyercs
nepenaTh B apXWB OpraHu3anmuu (MO CChUIKE MpHBeAeHa HH(opMamms, Kak 3TO CAeNnaTh
npaBwibHO). OHM BKJIIOYAIOTCS B OMMCH JIed MO JIMYHOMY cocTaBy. Ha ocranbHble IpHKa3bl
[OCJI€ UCTEYCHMsI CPOKOB MX XPAHEHHUS MOKHO COCTAaBUThH IO YCTaHOBJIEHHOW (hopme akT 00
YHUUYTOXKEHUHU JIOKYMEHTOB (00pa3ell Mo cchbulKe MpHBeAeH). JIOKyMEHThl B OpraHu3aluu, Kak
MPABHUIIO, YHUYTOXKAIOTCS LIEHTPATIM30BAaHHO, ITOATOMY UX BKIIOUYAIOT B CBOJHBIN aKT C IPYTHUMH
JIOKYMEHTaMU BCeX MOApa3IeIeHUN OpraHu3aliy.

PA3JE/J 3. OIIMCAHHME, IIOUCK U HUCIIOJIb30BAHUE APXHUBOB IIO
JINYHOMY COCTABY

Tema 1. Hayuno-cnpagounslii annapam K apxueam no audnomy cocmagy. Onucs den no
JIUYHOMY COCMagy

CocraBiieHUe OITUCH 1€/ JOKYMEHTOB 110 JJUYHOMY COCTaBY

OCHOBHBIM apXMBHBIM CIIPAaBOYHUKOM JOKYMEHTOB II0 JIMYHOMY COCTaBY BBICTYNAET
apxuBHas onuck. JlokymeHTsl o JIC hopMHUpPYIOTCS B OTACIBHYIO TPYIIITY, CUCTEMATH3UPYIOTCS
000CO0JIEHHO U BKIIIOYAIOTCS B CAMOCTOSITETILHYIO OIHCH.

Onuceb e N0 JUYHOMY COCTABY — YUETHBIM JOKYMEHT, KOTOPBI COJAEPKUT MEepPEUeHb
JOKYMEHTOB JI€JI TI0 JIMYHOMY COCTaBY C yKa3aHUEM MHJEKCOB, HA3BaHUH JOKYMEHTOB U Jip. OHa
COCTaBJISIETCS] B TPEX 3K3EMIUISIpax corjacHo ¢opme, ycraHoBiIeHHOU [IpaBunamu opranuzanuu
XpaHeHMs, KOMIUICKTOBAaHUS, Y4é€Ta M MHCIOJIb30BaHMA JIOKYMEHTOB apXHMBHOTO (oHAA
poccuiickol Qenepanyu U JIPYrHMX AapXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX OpraHax,
OopraHax MECTHOTO caMoyrpaBieHus 1 opranuzanusx» ot 07.09.2015 r. Ona BkiIro4aeT B ced:

. HauMeHOBaHWe opraHM3aLun
o Homep ¢oHAa

. NopsAKOBbIN HOMep

. WHAEKC Aena (Npy Ha YU HOMEHKAATYpbI Aen)
. 3aro/I0BOK Aena
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. [aTa fena

. YMC/I0 INCTOB B Aene

. npumevaHue (ecam ecTb)

Onucek JOKYMEHTOB MOKET OBITh COCTABIICHA MO XPOHOJIOTHYECKOMY HIIA CTPYKTYPHOMY
MPUHIINITY, KOTOpPble OOBIYHO COYETAIOT B OJHOM OMUCH: B KaXKIOM XPOHOJOTHYECKON Tpymme
Jiena paclpeessitioTcs B COOTBETCTBUU CO CTPYKTYPHBIM MojpaszaeneHuemM. [lomumo storo,
CyILIECTBYET HOMUHAJIBHBI IPHUHIIMI, COIVIACHO KOTOPOMY 3aroJIOBKM J€lI B OINHUCH HUIYT B
CIEAYIOLIEH MOCIEI0BATEIIbHOCTH:

1. NnpwuKasbl (pacnopsKeHus) no IMYHOMyY COCTaBY;

2. CMMUCKU JIMYHOTO COCTaBa;

3. ZINYHblE Aena;

4. KapTO4YKM MO YYETY IMYHOIO COCTABA;

5. TPpyAoOBble 4OroBopbl (cornaweHus);

6. NINLUEBbIE cYeTa paboumnx M cay»Kalmx no 3apaboTHoM naaTte (pacyeTHble BEAOMOCTU MO
3apnnaTe);

7. HeBoCTpeboBaHHbIE IMYHbIE NOAMHHbIE AOKYMEHTbI YBONEHHbIX PabOTHUKOB (MpK
OTCYTCTBUU OTAENbHON ONnCK);

8. aKTbl O HECYACTHbIX CIy4anX.

VYka3aHHBIC BHJBI JIOKYMEHTOB, OOpa3yIOIIMXCS B OpPraHUAIUsAX B OOJBIIMX OOBEMax,
MOTYT BBIACNATHCA B CAMOCTOSITENbHBIE pa3/iebl OMHCH, JUO0 B OTIENbHbIE ONMUCH. JInuHbIe
Jiena, JTUYHBbIE KPAaTOYKH, TPYAOBBIC JOTOBOPHI MOMEIIAIOTCS B OMHCH IO TOXY YBOJBHEHUS
pabOTHHKA.

[IpaBuya 3amogHEeHUsT OMUCH JE] MO JIMYHOMY cocTaBy. HamMeHoBaHHME OpraHu3aluu.
HeoOxonumo yka3aThb TO HAaMMEHOBAaHHE KOMITAHWU, KOTOPOE OHA HOCHJIA BO BpPEMS CO3JaHHS
JIOKYMEHTOB. B ToMm ciiyyae ecnu opraHu3anus HECKOJIBKO pa3 CMEHHWJIA HAaWMEHOBAHHUE B
YKa3aHHBIN NEepUoJ], TO Hy>KHO OCTaBUTh NOCIIEITHEE HA3BaHUE.

®onng  Ne. Jlng opraHu3anmii, SBIAIOIIMXCA HUCTOYHUKAMH  KOMIUIEKTOBAHUS
rOCYy/IapCTBEHHOTO WJIM MYHHUIIMIATBHOTO apXuBa, HOMEp (poHIa MPHCBAMBAIOT 3TH APXUBHL
Ecnu opranmzanuu He SBISIOTCS HCTOYHMKAMH KOINMJIEKTOBAHHUS TOCYIApCTBEHHOTO WIIU
MYHUIIMIIAIBHOTO apXuBa, TO HOMEp (OHJa MpHUCBaMBAaeT cama OpraHu3anus. B Tom ciydae
€CJIM B OpraHU3aIlMU XPAHUTCS TOJILKO OJMH apXWBHBIM (HOHI, TO ATa rpada HE 3arOTHSIETCS.
Ecnu Heckonbko apXWBHBIX (OHIOB, HaMpHUMeEp, MOKYMEHTBl MPEIIIECTBEHHUKOB WU
MOJABEAOMCTBEHHBIX OpraHu3aluii, TO KaXIbli (OHJ WMEeT CBOW HOMEpP COIJIACHO
MOCTYIIJIEHUIO €T0 B apXUB.

[TopsiaxoBeiii HOMep. Kaxkmoe €10 BHOCUTCS B OMTUCH MO/ OMPEACIICHHBIM MOPSIKOBBIM
HOMEPOM, KOTOPBIA SIBISIETCSl YHMKAJIbHBIM. ECIM €710 COCTOUT M3 HECKOJIbKHX TOMOB, TO
KaX]IbIH TOJKEH OBITh BHECEH B OIMHUCH IOl CAMOCTOSITEIbHBIM HOMEPOM.

Wupexkc nena. HykHO yka3zarh HMHAEKC Jella COTJIACHO HOMEHKIatype nen. [lpu
OTCYTCTBHHM HOMEHKJIATYPHI, Tpady HEOOXOIMMO OCTAaBUThH ITYCTOM.

3aroioBOK Jena. 3aroJoBOK BHOCHTCSI B OMKUCh B TOUHOM COOTBETCTBUHU C 3ar0JIOBKOM,
KOTOPBIA HaXOJIWUTCA Ha 00JIokKe nena. Hukakwme pacxokaeHust He momyckarorcs. [ms gen c
O/IMHAKOBBIMHU 3aroJIOBKaMHU CYILECTBYET CIEAYIOIIMM MOPSIOK: MOJHOCTHIO MPOMUCHIBAETCS
HAaUMEHOBAHME TOJILKO IIEPBOTO JIeJa, a BCe OCTalIbHble 0003HaYaroTCs ciioBamMu «To xe.

Kpaiinue natel. B nanHoit rpade ykaspiBatoTcsi KpalHUE J1aThI €.

UYucno nauctoB B nene. Heobxoaummo mpomucaTh KOJWYECTBO JIMCTOB, OTHOCSIITUXCS K
neny. OHU IEPEHOCSATCS ¢ 0OJIOKKH JIena.

[Ipumeuyanne. B mnpumedanun B ciaydyae HEOOXOAMMOCTH JENAIOTCS TIOMETKHA 00
0C00EHHOCTSAX (PU3NYECKOTO COCTOSTHUS TOKYMEHTOB, BHIOBITHH JET U JP.

Nrtorosas 3anucek. B KoHIIE onucH TOCe MOCIEAHEN CTaThU CIIENYET UTOTOBAasl 3aUCh, B
KOTOPOH IU(ppaMu U MPOMHCHIO YKa3bIBACTCS KOJMUYECTBO JIEJ, MEPBbIM M MOCIETHUI HOMepa
Jen corjiacHo omnucu. Kpome Toro, J0mKHBI OBITh OTOBOPEHBI OCOOCHHOCTH HyMEpaluu e B
ONUCH, HAPUMEP, HATUYUE JTUTEPHBIX U MPOIYILIEHHBIX HOMEPOB.
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OOpatuTe BHHMMaHHE, YTO HyYMEpalmus HUAET OT TEepPBOTO JOKYMEHTa, Ha TpUMEpe
HAYMHAETCS C MHOTOTOYMS;, UHJICKC JieJia OepeTcss U3 HOMEHKJIATYPHI JeJI OpraHu3aluy Ha 3TOT
roa, €Clin KpaﬁHI/IMH JaTaMM ABJIAKOTCS HadaJlo roJga u €ro KOHE1, TO IIOHYCTI/IMO yKaBaTB OJHUM
guciaoMm — 2009; KOIM4eCcTBO JTUCTOB B JIEJI€ HE JIOJDKHO TMpeBbImarh 250, mpu HE0OX0AMMOCTH
aclia TOMI/IPYIOTCSI; €CJlIn JII/ITCpHBIe nu HpOHYIJ_IGHHBIG HOMCpa OTCYTCTByIOT, TO IMHUIICTCA CIIOBO
«HEeT». BepHas XpOHOJOTHMS TPOCTABJICHHWs] AT B JOKYMEHTE: |.MHCHEKTOp IO Kaapam, 2.
HavyaJIbHUK oTAeNa, 3. mpotokoi DK, 4. nporokon DIIK, 5. yrBepxkaeHrE TUPEKTOPOM.

.; Moe s ) YTBEPA ALK
Posunura ren Aupexrop 24O « Poveauna
Dona Ne Coxon PR Coroxor
OIMUCH Ne /2001 30.01.2011
a1 110 ANYHOMY COCTaBY
a 2009
Oraen kaapos
Ne | Unnexc 2 Kpaitinte | Kommiectno
. 3ar01080K Aena [pumeuanne
n/n aena AaTH AHCTOR
1 2 3 4 5 6
(1
15.0)3 A
o B 04,9,
H m ) {2
p! ! 2 S 2009
{ ¢opreeanvua
B nanmwiii pasaen onmuc sieceno L5 (rstminaiams ) e Xp.,
(e pasar i HPOINKCLIO)
cNe no Ne (5-15 B TOM wicIe:
ANTEPHBIC HOMEpA:
MPONYUICHHBIC HOMEpa:
Hucnexrop no xaapam /\;0//1.10&1 0.1, 4 (
2801.2010

Hawanenux oraena xaapos

COIVIACOBAHO

[potokon DK oprasnsaumn

oT

XS 071 20171

»
o

o d
Cotenaie

200L2000

COTJIACOBAHO

[Mporoxoa DK (nassanue
APXHBHOTO YMPCAKICHHR)
or 27 No

| 5

Baxxno: cornacHo npaBuiaMm pabOThl apXHBOB pa3pelIeHO BHOCUTh W3MEHEHHUS B OIUCH
3aroJIOBKOB JIeJ, OOHAPYKEHHBIX JOMOIHUTENBHO. X HYXHO BKIIIOYaTh B OMHUCH JJOKYMEHTOB
M0 JMYHOMY COCTaBy IO/ JHUTEPHbIMH HOMEpPaMH B COOTBETCTBHUHM C TMPUHATOM CcXeMoi
CUCTEMATH3allMM UM B KOHEL FOJJOBOIO pa3zena.
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OCOOCHHOCTh OIKMCAHUS JJIC — HaJW4he B OMNHKCATEIbHOM CTaThe €IUHMIIBI XpaHCHUA
JJICMCHTAa ((CpOK XpaHECHUA», B KOTOpOM o0o3HayaeTcs CpPOK XpaHCHM, OTHOCSIIIUICS TOIBKO K
JAaHHBIM JOKYMCHTAaM.

I[OHYCTI/IMO YTOOBI B OIKCH IO JJMYHOMY COCTaBy A€Jia pacCrojararorcsa B CICAYIOMIEM

MOPSJKE:
. KHWra yyeta COTpyAHMKOB (ecnm oHa BedeTcsa);
. npwkasbl no n/c;
. JINYHbIE AeNa AU NNYHbIE KaPTOUKM;
. Nmuesble cyeTa no 3apaboTHoM naaTe;
. HeBoCTpeboBaHHbIE TPYA0BbIE KHUMKKMN.

B koH1e ka0l onucu ykaspiBaeTcst LH(pamMy U MPONUCHI0 KOJIMYECTBO BKIIFOUEHHBIX B
Hee zen. Kaxoe €10 B oMcH M0JIydaeT CBOM NOPSAAKOBBIN (apXUBHBIM HOMED, KOTOPBIHM 3aTEM
IPOCTAaBIISETCSA Ha 00JI0’KKE COOTBETCTBYIOLIETO JieNa.

IIpn onmcaHuM €IUHULBI XpPaHEHUs JUIC OHUM MOI'YT aHHOTHPOBATHCS, €CIU HMMEIOT
3HAYEHUE JUIsl UCTIOJIHEHUS COLIMATIbHO-ITPABOBBIX, FCHEAJIOTUYECKUX U APYTUX 3aIPOCOB.

['omoBoil paszmen CBOAHOW OMUCH JAeNl MO Jic (Kaapam), MOAJeXalux Iepeaade Ha
IIOCTOSIHHOE XpaHEHHWe, IedaTaeTcss B 3-X 3K3eMIusipax. JIOKYMEHT MOANMCHIBAET €ro
COCTaBUTENb U 3aBEPAET PYKOBOJAUTENb KaJpPOBOrO OpraHa MpeANnpUsTUsS. 3aTEM OH 3aBEpsETCs
OK npennpusarus, cornacoBbiBaeTcst ¢ JIIK cOOTBETCTBYIOIEr0 apXMBHOIO YUPEKIACHUS U
YTBEPKIAETCS PYKOBOAUTEIIEM IPEAIIPUATH.

Tema 2. Hcnonv3oeanue apxueoe no J1u4HOMYy COCAgy

[TopsaoK UCTOIB30BaHUs apXUBHBIX JOKYMEHTOB, B TOM YHCJIE€ U IO JINYHOMY COCTaBY,
ycraHaBinuBaeTcst denepanbHoil apxuBHOU cityx60ii Poccun B cootBerctBuu ¢ KoHctutynuen
Poccuiickoit ®enepanyu u apyrumu (eneparbHBIMA 3aKOHAMH M HOPMATHUBHBIMU ITPABOBBIMU
aktamu Poccuiickoii @enepanuu, OTHOCAIIMMHUCS K HHPOpPMAIIHH.

OCHOBHBIMU MPUHIUIIAMHU HCIOIb30BaHUS JOKYMEHTOB IO JUYHOMY COCTaBY SIBIISIFOTCS
3aKOHHOCTb €€ TIOHMCKA, IOJy4YeHUs M ucnoip3oBaHusa. Psanom crareit Koncruryuun PO
rapaHTUPOBAHO MPaBO I'paXk/aH Kak Ha MHPOpPMAIUIO, TaK U Ha JUYHYIO0, CEMENHYIO TaliHy. Tak,
B coorBercTBUM co cT. 24 Koncturynun PO «cOop, XpaHeHHe, HCIOIb30BaHUE U
pacnpocTpaHeHue HWH(OpMalMKU O YaCTHOW >KM3HM JMIa 0€3 €ro corjacusi He JIOIYyCKaeTcs.
Opranel rocy1apCTBEHHOW BIACTM M OpraHbl MECTHOTO CaMOYIPAaBIEHUS, MX JOJKHOCTHBIE
auna o0s3aHbl  00ECTIeYUTh KaKJOMY BO3MOXHOCTh O3HAKOMJIEHHMSI C JOKYMEHTaMu U
MaTepHajaMM, HENOCPEACTBEHHO 3aTpardBalOIlMMH €ro IpaBa M CBOOOJBI, €CIM HMHOE He
npenycMoTpeHo 3akoHom». Crates 29 Konctutynuum P® npenocraBisieT KaxaoMy IpaBo
CBOOOJTHO HCKaTh, IOJy4yaTh, IepellaBaTh, MPOM3BOJIUTH U PACIHPOCTPAHATh HHPOPMALUIO
JH0OBIM 3aKOHHBIM CIIOCOOOM.

PaccMoTpuM nopsiiok UCTIOIb30BaHUS JOKYMEHTOB 110 JUYHOMY COCTaBY, HaXOIALIMXCS
Ha XpaHEHHWH B ApXUBE OpraHU3aIiH.

Ilo 3ampocaM TpakJgaH M OpraHM3allMii apxXuB IO JIOKYMEHTaM  BBISIBIISIET
3arpamyBaeMyl0 UMH HHQPOpPMAIUIO, MOJArOTaBIMBAET U TPEJOCTaBISET COOTBETCTBYIOLIUE
UH(POPMALIMOHHBIE JOKYMEHTBl. ApXUB OPraHU3yeT IpPUeM U PacCMOTPEHHUE 3alpOCOB IpaxiaH
B YCTaHOBJICHHOM 3aKOHOJIATEIbCTBE MOPSAKE.

3anpoc COLMAIBbHO-NPABOBOTO XapaKTepa — 3TO 3alpoCc KOHKPETHOIO JIMIA WIH
OpraHM3aliy, CBA3aHHbINA ¢ 00ecredeHreM IpaB U 3aKOHHBIX MHTepecoB IrpaxaaH. K 3ampocam
COLIMAJIbHO-IIPABOBOI'O XapaKTepa OTHOCATCA 3alpoChl O MOATBEPXKIECHUU TPYAOBOTO CTaXKa U
pa3Mepax 3apabOTHOH IUIAaThl, HArpakJ€HUHU, IPUCBOEHUH 3BaHUi, ModydeHHs oOpa3oBaHus U
T.IL

Nudopmanus conuaabHO-IPAaBOBOIO XapakTepa IO 3ampocaM IpaxaaH U OpraHu3anui
BbIJIaeTCs B pOpMe apXUBHOM CIPAaBKU, apXUBHOM KOITUHM U apXUBHOM BBIITUCKH.

ApxuBHas crpaBKka — JOKYMEHT, COAEpKalUi apXHMBHYIO MH(POPMALHUIO O IpeaMeTe
3ampoca, C YKa3aHMEM IIOMCKOBBIX [AHHBIX [JOKYMEHTOB, Ha OCHOBAaHMM KOTOpPHIX OHa
COCTaBJICHA.
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Mpunoxenue |

Mpumep odopMNEHHA APXMBHONM CNPABKN
OTKPbITOE AKLUUOHEPHOE W, Cepreery
OBLUECTBO yn. Nokposckan, a. 17, k8. 6
“PYCCKUW NEC” r. Hosocnbupck, 630082
ApXHBHaR CNpasKa
30.07.05 N2 05-16/10
r. Mockea

B NOKyMeHTaxX ApXMBHOTO GOHAA OTKPHITONO AKUWOHEPHOro 00WIeCT a “PyCCKuin Nec” B pacueTHBIX
NWCTKAX MO HAUNCNEHMIO 3aPadOTHON NNaTht PaBouMM M CRYXAWMM 33 NEPHOA ¢ ANBapA 1995 r. no
despans 2000 r. umeTCA CBeieHna O patorte Cepreesa Eropa (Tak 8 fokymeHTax) MBaHOBHUA B JONK-
HOCTH MHAXEHEPA OTAENA TEXHUUECKOTO KOHTPONA,

OcHoBanue: on. 2 N/, A 123, 0 17; A 131, 0. 15: 0. 139, 0. 18; . 142,10, 17; . 149, 1. 15.

fenepansHbin aupexTop obuecTea M,% OH. Wyxos

bedosa Huwa MNempoena
229-07-15
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JEENIAPTAMEHT 3/IPABOOXPAHEHHA
FOPOJIA MOCKBbBI

HEHTPAJIbHBIH

.'.-.'1‘;_,.... .

APXHBHAS cnum

OBBEJAHHEHHBIN APXHB Jlawa  1p. Hmy Aupao
Huxonacanwy (24.03. l9S&-.p.) ntou. -no o«

109387, Mocxsa, ya. KyGancxas, 1, 25
1. (495) 350-52-10

29.04.08 r. Na 2432

l ,I : : -
CAKYLWICPCTHO M IHHEKOA0IHA» (OCHOBANIE: WW&SO&-:MN.O‘MS:‘) - UpHKas
Ne 156 or 28.08.85r.

Ysonen 01.08.86r. (mnm)lmcmwmlw,
o B nopaxe cayxeGuoro nepesoss manpanten o pacnopracuie P30 Coxoasumuecxoro
paflosa (ocrosanme: npuxas I'Y3M Ne 556-x or 10.07.86r.) ~ npuxas Ne 166 or 27.07.86r.

(Tax » Texcre). LA T
e WL ”0.:" u:s
WWQWMWWM»~
apxiea JlcnapraMeHTa 3apanooXpascHiy . Mom(mmmmw&
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BeRPAIMNOS AICHICTRO 180 ODPAIOKIHINO
DEIEPATLIOS TOCYAZPCTHENINOE Op HIOC YSIPEARCRIE BMCIUCIO

1000 O

«¥panvesnii ¢e.1epu|bm.;ﬂ yHHUBCpPCHTET
usmenn nepsoro Mpeswaenrta Pocenn B.H.Eanunnan
(PFAOY BITO «Yp®Y umcnn nepnoro Hpesenra Poconn BILE nummnas)

620002, Exarepumbype, va. Mupa, 19
Tea: 8(343) 374.03-62, danc: (343) 374-38-84 |, E-mail: rectore@mail.ustu.ru, hipe/www.ustu.ru
OKI10 02069208; OFPH 1026604939855, HHH/KIIN 6660003 190/667001001

Mﬂ# yor '/‘ 04_20;{{:.

APXHBHASN CHPABKA

B aoxkymentax apxiea suawnres, wro Msanosa Anekcaiapa Mesanosna ¢ 1976 roaa
no 1982 roa olywanacs Ha 330MMOH POpME OGYUCHHR MO CHCIELIMMOCTH « IROHOMHKA M
yuparcnue wa  npeanpusnion w o Ypaascsom  opaena  Tpyaomoro  Kpacsoro  3uasenn
noMrexuiriaecsom uucruryre um, C.M. Kuposa®.

Ho  oxomuanmn  obyuwenns  Msanosoit  Anexcapuape  HBanosne paytan  astrmom
Tocynaperscunoro  oGpasiga JIO Ne 123456, per. Ne 1234w npucsoena  xsamdixans
HIXEHEP-DKOHOMMCT.

Mpusasu: O savecaennn wa saouumil gaxyasrer No 123 o7 02.08.76 1.
OG5 orvmesienmn Ne 180 o1 24,06.82 1. 1 cuusi € YCHCHILIM OROIMANMEM,

Ocnonasie: Gors 1234, maz. Ne 4, apx. Ne 24

Crpanka BLIaNa U8 NPSIOCTARACHIA MO MeCTY Tpebosumis.

AM. Marepn

Fpsricwsmens: Pacnopracsacy Dpanoreoserad Foconionsdl O sepaimes or 11 cormdpn 1992 € N 16919 o poacomavn o ms Koemers mo
wucmel maoos or 10 soxalipe 1992 € Ne 13D woor 24 soaafipe 1092 1 Ne 1S Ypancud mossrcumes o weTeryy wvems C M Koposa
nepeavcmmn 8 YPRRNCRn OO AN TR TEUSCRI ) MemepoaTe T (rapomans Musiind SEPCTRE W K01, SOOI SR 1 TCTHIEC R D0 T
Pocomioned Sacponnm ot M acalpn 1992 ¢ Nr 1133),

Npanesose Musscrepctes ofpanains N o 12052000 1. M51397 Ypamcend TOOMEC TN 1O COmll Y MERCPC I 0K "
Ypamonnd rocypcracmail soumeecanil yummcponter - YTHE

Fipoaanos Seacpammxo e 6o olpanmannd ot § anpets 2008 © N 298 sy scpomacioon 3 Ypancom TOPCTRCHA Yo OOt
Yeracpenme « YTEH moaesm mepooro Fipe nascnts Pocom b1 avsean

Pacoopracnes Npamiremcrma Pocomdoot Sxapaem or 02 08 2010 N $01.p covum Ypancnmd Srapamimil Yusscponey B nopeoeo
Tipewocwra Poccom B I Ewaums

S~ -~

GdeDiplom
PORIrD Snaians
& NOcrer U yux dopoka

ApxuBHasI KOTIUSI — JOKYMEHT, BOCIIPOU3BOSAIINI TEKCT UM M300paKEHUE apXUBHOTO
JIOKYMEHTA, C YKa3aHUEM €ro IOUCKOBBIX TaHHBIX.

ApxuBHas BBIIUCKA — JIOKYMEHT, JIOCJIOBHO BOCHPOU3BOAAIIMII 4acTh TEKCTa
apXMBHOTO JOKYMEHTa, OTHOCAIIYIOCS K OIpeAeNeHHOMY BOMNpocy, (akTy WiId JHULy, C
yYKa3aHUEM MOMCKOBBIX JIAHHBIX JIOKYMEHTA.
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Npunoxenue 2

Mpumep ohopmneHna apxUBHON BbINHCKH
OTKPbITOE AKUWOHEPHOE OBLUECTBO NIO. Cummnybinon
“MbITULLUHCKUI XNONOK” yn. Crpoutenen, . 8, k6. 115,
ApXHBHAA BHINKUCKA Mockosckan obnacry,

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

r. Mocksa

W3 NPUKaza ot 24.07.75 N2 62-K AnpexTopa
MBETHULMHCKOTO XNONUATOOYMAXKHOrO KOMOMHATA

B uenax NOBbILEHUA TBOPUECKON AKTHBHOCTH PABOUMX OCHOBHBIX NPOGECCHi, BHIABNCHHA U Pac-
NPOCTPAHEHUA BLICOKONPOMIBOANTENLHBIX METOROB PAboThl Ha KOMOMHATE NPOBOANNCA KOMKYPC
Patouero MacTepcTea No NPAAUALIIMLAM U TKAUAM (TAK 8 JOKyMeHTe), B COOTBRTCTBMM € YTBEPKALH-
HBIMM YCNOBHAMK NO NPOBEIeHMIO KOHKYPCA, NPUKA3bIBAK:

1. Npemuposats nobeautenen KOHKYpPCa pabouero MacTepcTsa, 3aHRBWKX NPU30BLIS MEeCTa:

4. Cumnybiny /110, - npagunbvuy - 3-e mecro.

NupexTop KombuHata @ o H.A. @omnues
CornacoBano ¢ NPOPKOMOM fk?"” 0.B. Xapnamoga
Ocnosanue: on. 2 n/c, 4. 103, 0. 57

Bepuo:

lenepanbunii AMpexTop obLecTea ,g,/&{ Q" KA. Kpenertos

Nyzavesa MoGoes NleonudosHa
345-78-56

ApXUBHBIE CITPaBKH, BBIITUCKHA M KOIUH BBIAIOTCS HA OCHOBAaHWHU MHUCHMEHHOTO 3ammpoca
(U3NIECKOTO MM FOPUANYECKOTO JINIA, KOTOPBIN JTOIKEH COJepKaTh HaMMEHOBaHHE (M ajpec
IpH TIEPEChUIKE) OpraHu3aluu (apXuBa), KOTOPOH OHHU aJpecOoBaHbI; M3JOKEHHE CYIIECTBa
BOIpOca; GaMUIIHIO, UMS U OTYECTBO OOPAIIAIOIIETOCS; €T0 aJpec, KOHTAKTHBIC TeIe(hOHBI;, 1aTy
U JIMYHYIO MOAMNKCH. B 3ampoce, copepkaiieM nIpocs0y 0 MOATBEPKACHUHN TPYIOBOTO CTa)Xa HIIN
pa3mepa 3apabOTHOM TUIATHI, YKa3bIBAIOTCS KPAifHUE AaThl, MECTO U JIOJDKHOCTH PaOOTHI.

Brigannbie apXUBHBIE CIIPaBKH, KOMHHM U BBITUCKUA U3 JOKYMEHTOB PETHCTPUPYIOTCS B
JKypHaie 1o Gopme.
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Mpunoxexue 3

MpumepHas popma XypHana percTpaLii BbIAAHHBIX CIPABOK, KONKI, BLINHCOK

KYPHAN
Perncrpauiu BbiAaHHbIX CNpPaBoK, KOﬂMﬁ, BbINWCOK
Hazsanue Dara
Harawn GbIAAHHOrO A DRTRCTOE Pacnucka
No Asvop 3anpoca, perncrpa- Copep- AOKYMeHTa :uonm:il 8 nony- Npume-
nex. N2, para, UMOMMBIA Hauue (konun, qeHnn
n/n HOMep Yanue
aapec, renedon HOMep sanpoca BLINNCKA, | o Horo | MIMAATA
3anpoca cnpaexka A OTNPaBKK
wap.) AOKyMeHTa
1 2 3 4 5 6 7 8

OOpaieHusi TpakJaH,

B KOTOPBIX OTCYTCTBYIOT (1)3.MI/IJ'II/II/I,

ajapeca MU IOAIUCH

o0pallarIuXxcs, CY4UTAIOTCS. aHOHUMHBIMU M HE MTOJIJIEXKAT PACCMOTPEHUIO.

B cnyuae ecnu B oOpaiiieHHH npeacTaBieHa HEmoiMHas WH(OpMaLUs O 3alpaninBacMbIX
CBEICHMSIX (HallpUMep, HE YKa3aHO CTPYKTYPHOE MOAPA3/IEICHUE WM 3a KaKhe Tofbl TpeOyeTcs
MOJATBEPXKJIEHUE O TPYIOBOM CTaxe, 3apabOTHOM Ijare W JIp.), apXuB 0053aH 3alMpoOCUTh Y
3asiBUTEIIS JOTIOJIHUTEIbHBIE CBECHHUS.

CpoK HCIIONHEHHUS 3allpOCOB COLMAIBHO-IIPABOBOIO XapaKTepa IpaXkJaH U OpraHu3anui
10 TOKyMEHTaM apXuBa HE JOJDKEH mpeBbimaTh 30 AHel co AHA perucTpanuu odpamenus. [pu
CJIO’KHBIX 3aIlpocax CPOK MOXKeT OBbITh NMpoJUIeH, HO He Oojiee ueM Ha 30 1Hell, ¢ 00s3aTenbHbIM
YBEIOMJIEHHEM 00 3TOM 3asiBUTEIIS.

B cnywae moctynieHust B apXuB HENPOQHIBHOTO 3arpoca (He M0 Ha3HAYEHHUI0) 3aIpoc
nepechbuIaeTcsl 1Mo MPUHAJJIEKHOCTH B JPYTUe OpTraHU3alluyd WM apXUBbl B S5-THEBHBIH CpPOK C
MOMEHTa 00palleHHs, O YeM JOBOJIUTCS 1O CBEICHUS 3asBUTEIS.

ApXMBHBIE CIPAaBKH COCTaBJISIOTCS HA OCHOBAaHUU JOKYMEHTOB, XPAHSIIUXCS B apXHUBE.
Ecnun npu wucnonmHeHuu 3ampoca ObLIM HCHOJIB30BAHBI HE3aBEPEHHBIE IOKYMEHTBI, TO 3TO
OroBapHBaeTCs B TEKCTE CIpaBKU (HAampHUMep, «He3aBepeHHas Komus»). Ecim B gokymeHTe
(HampuMep, MpHKa3e) OTCYTCTBYET MOAMMCH PYKOBOJIMTENS OpPraHM3alUU WIM JlaTa U HOMeEp
IPHUKa3a, TO BCE 3TO TAK)KE OrOBAapUBAETCS B TEKCTE CIPABKHU.

ITpu oTCYTCTBUM B apXHMBE JOKYMEHTOB, COAEpXKAIIMUX CBEIEHUS IO 3alpaliMBacMOMY
BOIpPOCY (Hampumep, O Jare OOpa3oBaHUs OpPraHU3AIMH), ApPXWBHAs CIpPaBKa MOXET OBITh
BbIIaHAa [0 XpaHANIMMCA B apXuBE II€YaTHBIM MaTepuanaM, OTHOCAIIUMCS K IPEAMETY
oOpallieHus1, C TOYHBIM U MOJHBIM YKa3aHHEM HCTOYHHUKA.

B apxuBHyI0 cripaBKy 0 MOATBEPKIEHUHU TPYAOBOIO CTaXa BKIIOYAKOTCS JAHHBIE TOJIBKO
3a TO BpeMs, 3a KOTOPO€ MMEIOTCS CBeleHHUs B JOKyMeHTax apxuBa. Ilpu »ToM ykazbpiBaercs
TOYHOE Ha3BaHHE JIOJDKHOCTH, KOTOPYIO 3aHMMal 3asBUTENb, U TEPHOA €ro paboTbl B 3TOU
JTOJIKHOCTH.

Nmeromuecs B NUYHBIX JefaxX JUCTKM IO Y4YeTy KaJpoB, aHKEThl, aBToOMOrpaduwu,
COOCTBEHHOPYUYHO COCTaBJICHHBIE 3asBUTENIEM, HA KOTOPBIX OTCYTCTBYIOT OTMETKH O MPOBEPKE
UMEIOUINXCA B HUX CBEJCHUII Ha OCHOBAaHUM IPEICTABICHHBIX IMOJJIUHHBIX JOKYMEHTOB WIIU
CIIPAaBOK, HE MOTYT CIY>KUTh OCHOBAaHUEM JJIsl BbIIa4l apXUBHBIX CIPABOK O TPYAOBOM CTaxKe.
[Tpu HE06XOAUMOCTH COAEPIKAIIMECS B HUX CBECHHS MUCHbMEHHO COOOIIAIOTCS 3asBUTEIIO.

B xadecTtBe JOKYMEHTOB, OJTBEPKIAIOUINX TPYIOBOM CTaX, JIJIs1 COCTABIICHHUS CIPABKU
OpU OTCYTCTBUM MPHUKA30B IO JUYHOMY COCTaBY MOTYT OBITh HCIOJB30BaHBI NMPHUKA3bl I10
OCHOBHOMH JI€SITENIbHOCTH, JIMIIEBbIE CUYETA 110 3apabOTHOM TIaTe.

B crpaBky a5 Ha3HaYeHHs WK Niepepacuera NEHCHH BKIIIOYAIOTCS CBEACHUS B MOPSIIKE,
OTIpeNieNIIEMOM OPTaHOM, OCYILECTBIISIOLINM ITEHCHOHHOE 00eCcIIeYeHne rpax/iaH.
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Pazmep 3apaboTHOI MIaThl yKa3bIBaeTCS B CIPABKE B COOTBETCTBHH C MAcIITaOOM IICH,
JIECTBOBABILKX B TOT MEPUOJ, 32 KOTOPBII 3allpalllMBalOTCs CBEICHMUS.

Ceenenus o 3apabOTHOH MjaTre BKIIOYAIOTCS B CIPABKy TaK, KaK OHU HM3JI0KEHBI B
JOKyMEHTax apxuBa. [/laHHBIE NMPUBOAATCSA pa3lelbHO 3a KaXIbld roa 0e3 CyMMHUpOBaHHS B
npenenax roaa. Pacder CpegHEMECSMHOIO M CpPEeIHEroJoBOro 3apaboTka apXUBOM HE
IIPOU3BOJUTCSL.

[Ipr OTCYTCTBMHM JOKYMEHTOB O 3apa0OTHOW IuIaTe MOJDKHOCTHOM OKJIAJ MOXKET OBITh
YCTaHOBJIEH HA OCHOBAaHMU LITATHOIO PACHUCAaHUs OPraHM3aliy 32 COOTBETCTBYIOIIMI MEpUO,
JpYr'H€ BBIIUIATBI — HAa OCHOBaHWM IIPUKA30B 110 JIMYHOMY COCTaBy WJIM IO OCHOBHOM
JIeATEIbHOCTH.

B cmpaBky o moxarBepkaeHHWU (DAKTOB IMOJYYEHHS TPABMbI, HECUACTHOTO Clly4yas Ha
MIPOU3BOJICTBE BKJIIOYAIOTCS CBEIEHUSA, COJEpKAIMecs B AaKTaX O HECYACTHBIX CIydasx,
CBS3aHHBIX C IIPOU3BOJICTBOM, KHUI'AX Y4€Ta HECUACTHBIX CIy4aeB U JAPYTUX JOKYMEHTaX IO MX
paccie10BaHHI0

[Ipy ucnonHEHUH MOBTOPHBIX 3allPOCOB WJIM COCTAaBJIEHUU IO MPOChOE IpakaaHUHA
CIIpaBKM, aHAJOTMYHOM paHee BBbIJIAHHOW, AapXWB IMPOBEPSIET COOTBETCTBUE CBEICHUMU,
BKJIIOUEHHBIX B CIIPaBKYy, T€M, KOTOpPbIE MMEIOTCS B JOKYMEHTaxX, U B cllyyae OOHapy>KeHUus
JIOTIOJIHUTEIBHBIX CBEJICHUM BKJIOYAET UX B IIOBTOPHO BBIJABAEMYIO APXUBHYIO CIIPABKY.

B coorBerctBun c IlpaBunamu opraHu3aluy XpaHEHUs, KOMIUIEKTOBaHUS, Yy4€Tra U
WCIIOJIb30BaHUsl JOKYMEHTOB apXHMBHOTIO (DOHAA POCCUICKOHN (enepanuivi U JPYrUx apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opraam3ausax» ot 07.09.2015 r. apxuBHbIe cripaBku 0GOPMIISIIOTCS MO YCTaHOBJICHHON (opme
Ha OJaHKe apXWBHOW CHpaBKM WM O0meM OJaHKe OpraHu3alud, H3TOTOBICHHBIX
TUTIOTPAQCKUM CITOCOOOM.

W3bsatue mnommmHHUKa. B coorBerctBum ¢ IlpaBwiiaMm oOpraHuM3anuu  XpaHEHUs,
KOMIUIEKTOBaHHS, y4€Ta M HCIOIb30BaHUS JOKYMEHTOB apXWBHOTO (HOHAA POCCUHCKOM
denepanuu U Ipyrux apXMBHBIX JOKYMEHTOB B FOCYAAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasiieHus U opranuzauusax oT 07.09.2015 r. gomyckaercst U3bSATHE apXMBHBIX JI€T U
BbIJla4a BJIAJENbIIaM WJIM WX POJCTBEHHUKAM TOJJIMHHBIX JIMYHBIX JTOKYMEHTOB: TPYIOBBIX
KHUXKEK, CBUJETENbCTB 00 OKOHYAHMU Y4eOHBIX 3aBelIEeHHH, aTTecTaToB 00 0O0pa3oBaHUM,
ynoctoBepeHuil U T. 1. IlojnuHHBIE JUYHBIE JOKYMEHTBHI BBIIAIOTCS 3asBUTENAM IO HX
MUCbMEHHBIM 3aMpOcaM C Pa3pelieHHs] PYKOBOAMTEIN OpraHu3aluu noj pacnucky. [Ipu stom
3asiBUTEIIb 00s513aH MPEABbABUTD MMACIIOPT UM MHOW JIOKYMEHT, MOATBEPKAAIOIMINN €r0 JINYHOCTb.
B cnydae obOparenus 3a TOKyMEHTaMH POJCTBEHHOTO JIUIIA OHO TakkKe 00s3aHO MPEACTABUTH
JIOKYMEHTBI, TOJATBEP)KIAIOIINE CTENEeHb pPOJACTBa. J[OBEpEeHHOMY JMIly BBIJAIOTCS Ha PYKHU
MO/JIMHHBIE JOKYMEHTBI HA OCHOBAaHUHM HOTApUAIbHO 3aBEPEHHOM JI0BEPEHHOCTH.

Ha mecTto u3BsATOro AOKyMEHTa B J€JI0 TOMEMIAETCs CIpaBKa O €ro BblAaue, KOMUS
BBIJIAHHOTO JOKYMEHTAa, & B YYETHBIX JOKyMEHTax (OMHCH) JENal0TCI OTMETKH 00 H3BATHUH,
YKa3bIBAIOTCS HOMEp, JlaTa W Ha3BaHHE JOKyMEHTa - OCHOBaHUS ISl U3bATHS (3asBIEHUE,
3ampoc), a TaK)XKe paclucka nojydaresst JOKyMeHTa.

[TosryyaTenb MOATUHHOTO JUYHOTO TOKYMEHTa JOJDKEH PAclUcaThCs Ha 000pOTe KOIMUU
JUYHOTO JOKYMEHTA, OCTAIOUIEHCS B apXUBe opranu3anuu. [Ipu 3ToM B pacniucke yKa3bIBarOTCs
€ro NacrnopTHbHIE IaHHBIE.

B cootBercTBUUM € 3ak0HOIATENHCTBOM P® opraHamMu mpaBomoOpsiKa U3 apXyBa TaKkKe
MOTYT OBITh U3BATHI MOJIMHHBIE APXUBHBIC TOKYMEHTHI.

B sTOoM ciyuae Ha MeCTO U3BATOrO JOKYMEHTA B JEJIO MOMEUIAETCs CIIPaBKa O BbIJIAYE U
CHATAs C HEro KOomus. B ydeTHBIX apXWBHBIX JOKYMEHTaX OTMETKA 00 M3BSTHH, YKa3bIBAIOTCS
HOMED, J1aTa U Ha3BaHHE JIOKYMEHTa - OCHOBAHMS JJI U3BIATHS, a TAKXKE paclucKa Mojydaress
JIOoKyMeHTa (TpW JHYHOM Tiepenade). B panpHeimem paOOTHUKM apxuBa O0ECHEYMBAIOT
KOHTPOJIb BO3BpaTa U3bATHIX JOKYMEHTOB.

B cooTtBercTtBUM co cT. 12 3akoHa 00 apXWBHOM JIeJi€ U3BATHE aPXUBHBIX TOKYMEHTOB,
HE MPEyCMOTPEHHBIX (efepaTbHBIMU 3aKOHAMH, 3aTPEIIACTCS.

[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 IS JPYTHX OpPraHnu3aIiii;

T') AJIs1 IPOBEICHHS apXUBHBIX paboT ¢ TOKyMEHTaMU;

) UIsl IPOBECHUS CTPAXOBOT'O KOMMMPOBAHUS U CIIEUATIBLHON 00pabOTKN JOKYMEHTOB C
LEJBI0 yAy4IIeHUs] (PU3HUECKOTO COCTOSHUS TOKYMEHTOB.

Jlena BBIIAIOTCS BO BPEMEHHOE TTOJIb30BAHUE U3 XPAHWIIUII HAa CPOK, HE MPEBBIIIAOIINI:

1 Mecsitr U1 UCTIONB30BaHUS pAaOOTHUKAMU OpPTaHU3ALMH

1 MecsI1 U UCTIONB30BAHUS JOKYMEHTOB B YUTAIBHOM 3aJ1e

3 Mecs1a BO BpEMEHHOE MOJIb30BaHKE IS IPYTUX OpraHu3aui

6 Mecs1eB ISl SKCIIOHUPOBAHUS JOKYMEHTOB

OpranaMm cyaa U MpOKypaTyphl Jieia BBIIAIOTCS 10 MPEKpaLeHNs Jiefla UM BBIHECCHUS
cynebHoro pemenus. [IpoasieHne yCTaHOBICHHBIX CPOKOB BBIIa4M JOKYMEHTOB BO BPEMEHHOE
MOJIb30BaHME, B TOM YHCIIE OpraHaM CyJaa M TPOKYpaTyphl, a TakKe IJsl SKCIIOHMPOBAHUS
JIOIYCKAeTCsl B OCOOBIX CIIydasiX ¢ pa3pelieHus] pyKOBOIUTENS OpraHU3alMy M0 MHCEMEHHOMY
MOJTBEPIKICHUIO TTOJIB30BATENS O COXPAHHOCTH TOKYMEHTOB.

Beinaua nen u3 xpaHuiuiia ohopmisieTcs CleayIIMA JOKyMEHTaMH:

1. 3aKasamu (TpeboBaHMAMM) Ha BblAAYY A€M B YUATA/IbHbIN 331 U COTPYAHUKAM
opraHmsaumm

2. aKTamu O Bblgaye e/l BO BpeMeHHOe MoJ/1b30BaHne APYrMm OpraHn3aumam, B TOM
yuc/e opraHam cyaa v NPoKypaTypbl, UAN AN SKCNOHNPOBAHUA AOKYMEHTOB

3. 3aKasamu Ha nposeaeHne paboT Mo CTPaxoBOMY KOMUPOBAHWUIO M pecTaBpaLmm
JOKYMEHTOB.

Bpltaya JOKyMEHTOB M3 XpaHUJIMIIA PETUCTPUPYETCS B KHHUIax BbIJA4YM JOKYMEHTOB.
HcnonHenHble 3aka3bl  (TpeOOBaHUS) HCCie[oBaTeNliell  XpaHATCS B JIMYHBIX  Jejax
ucclieIoBaTesneii, a Bce MpoYHe - O UCTEYEHMs] CPOKOB MX XpaHEHHs. 3akasbl (TpeOdoBaHUsA)
1es1eco00pa3HO XPaHUTh /10 MPOBECHUS TPOBEPKH HAIWYMSI U COCTOSHUS JIEI.

Bbigaua nien Bo BpeMEHHOE IMOJIb30BaHME B JPYrHe OpraHu3anuu oQopMIIsieTcsl akToM,
KOTOpBIM COCTaBJIIETCA B JIBYX OK3EMIUIIpPAax, OJUH HUX KOTOPBIX OCTacTCs B apXUBE
OopraHu3anunu, prl"OfI BBIIACTCA  ITOJIYYATCIIIO. AKT MNOANMUCKBIBACTCA  PYKOBOJUTCIICM
OpraHM3alyy, Mepefarolled Jena, W PYKOBOAWUTEIEM OPraHU3alMM-TIONYYaTess: IMOANNUCU
CKpeIUIAIoTCsl TepOOBBIMM IMeyaTsiMu  opranuzauuid. [locie BosBpamieHus el B ABYX
DK3EMIUIIpax akTa JeNaeTcsi COOTBETCTBYIOIAs OTMETKA: OJIMUH OJK3EMIUIIP OCTacTcs B
OpraHM3alUu-ToiIyJarene, JApyrol XpaHuUTcs B Jene (¢GoHJAa B apXuBe OpraHu3allu,
BBI/IaBABILIEM JIETIA.

HanpaBnenue Ha cTpaxoBoe KONUPOBAaHUE, PECTaBPallUIO, TEperuieT odopmisiercs
3aka3oM. 3aka3 oopMIIIETCsl B apXHMBe OpraHM3aluu Mo (GopMe akTa O BbIJaue BO BPEMEHHOE
MOJIb30BaHUE JIPYTrOM OpraHU3aIuu.

Jlena BbIAAIOTCA W3 XpaHWIMINA JUIS HUCHOJb30BaHUS M MPOBEACHHS padoT 1o
CTPaxOBOMY KOINHMPOBAHHIO, pecTaBpallM, MepeIuieTy ToJbKo B oOpaboranHoM Buze. llepen
BbIJIaUeH JIeN1 U3 XpaHWIIUIIA MPOBEPSIETCS COOTBETCTBHE IMM(Pa U 3arojoBKa Jiesia Ha 00JI0kKKe
mu@py U 3aroJioBKy Jejia B ONMCH; IMepel BblAayeil ¥ Mpu BO3BpAIEHUU JeNl B XPaHUIMILE
IIPOBEPSIIOTCS HyMEpalUs JIMCTOB U COCTOSTHUE JOKYMEHTOB Ka)X0r0 BeIJaHHOTO nena. Kaxnoe
BbIJIaBa€MOE U3 XPaHWINIIA JIEJI0 JOKHO UMETh JIUCT UCIIOJIb30BAHMUS.

ITpu BeIgaue ned1 M3 XPAaHWIIMINA HAa MECTO BBIJAHHOIO Jejla MOJKJIAIbIBAECTCSA KapTa-
3aMeCTHTENb, B KOTOPOH yKa3bIBaeTCs HOMeEp Jejia, HOMEp ONUCH, HoMep (OoH[a, KOTAa U KOMY
BBIJIAaHO J€JI0, JlaTa €ro BO3BpaTa M IMOANUCh COTPYIHUKA, BBIAABIIETO JIEJIO, C yKa3aHHUEM
JOJDKHOCTH. HpI/I BO3BpalllCHUU [1€JIa B XPAHUIIHUIIC KApTa-3aMCCTUTCIIb U3bIMACTCH. Cocrosinue
JIeJ1, BO3BPAIla€MbIX B apXMB I1OCIE MCIOJIb30BaHUS, JOJKHO OBITh MPOBEPEHO B MPUCYTCTBUU
Jiaia, BO3Bpalaronero J0KyMCHThI.

IIpu oOHapyXeHMM HenocTaud Jel WM OTHEJIbHBIX JHMCTOB B HHUX, a TaKxke
MOBPEKACHUM JelI U JOKYMEHTOB COTPYJHUKAMM apXuWBa COCTaBIAETCSI AakT B JBYX

129



IK3EMILUIpaxX, OJWH M3 KOTOPBIX NPEIACTABIISIETCA HCCIIEI0BATEN0 YUTAIBHOIO 3aja WU
PYKOBOIMTEIIO OpPraHU3alliy, WCIOJIb30BABIIEH JTOKYMEHTHI, JUISl NPUBJICYECHUS BHHOBHBIX K
OTBETCTBEHHOCTH, BTOPOI1 - OCTAaeTCs B apXUBE.

[Ipu nmepemenieHnn TOKYMEHTOB 3a IpeleslaMH apXuBa JOJDKHBI COOJIIOJATbCA MEphI
IPEJOCTOPOKHOCTH, HAJESKHO OOECIEUMBAIOIIME WX COXpaHHOCTh. [lpu TpaHCcOpTHpOBKE
JIOKYMEHTOB COOJIFOAI0TCSA MEphI M0 OXPaHE U 3aIlUTE UX OT BO3ACHCTBUS BPEIAHBIX (PAaKTOPOB
OKpYXarollled Ccpeapl MyTeM NPUMEHEHHUS CIELUAIbHBIX BHUJOB YIIAKOBOK, 00ECHEYMBAIOIINX
3aIUTYy JOKYMEHTOB OT OCaJKOB, CBETA, MEXaHUYECKUX ITOBPEIKIACHUM.

Tema 3. Inekmponnvie apxuevl no TUYHOMY COCMABY

B mHactosimiee BpeMs HamOoJee aKTyallbHBIM BBICTYNAeT BOMPOC OO0 3JICKTPOHHOM
XPaHEHUU apXUBOB M0 JUYHOMY COCTaBY.

OcnosHule npobnembl, 603HUKAIOWUE NPU pabome ¢ 6YMANCHLIM APXUBOM

1. OnepaTuBHbIN JOCTYN K ByMaXHOMY apxuBy [0BOJ/IbHO 3aTpyAHWUTENEH. Bpems oTBeToB
Ha 3anpocbl K AaHHbIM apxXMBa COCTABASET OT OAHOMO A0 HECKO/bKMX AHeil. PaboTHMKam apxusa
[IOBONIbHO CNOXHO 06pabaTbiBaTh BPyYHYHO 60/bLIOE KO/MYECTBO 3aMpocoB, MHOMME W3 KOTOPbIX
[L0BO/IbHO C/IOXKHbI M TPEBYIOT 418 NONYYEHWUA OTBETA UCMO/Ib30BaHWe BONbLIOMO KONNYECTBA Ae.

2. Pabota c 6ymakHbIM [OKYMEHTOM BO3MO)HA OAHOBPEMEHHO /Wb ANA OAHOro
YyesI0BEKA, YTO COo34aeT HeyAobCTBO NpyM paboTe C aKTUBHO MCMO/b3YEMbIMU AOKYMEHTAMMU.

3. [OKYMEHT MOMHO JfIerKo NoTepATb MPM MNOMELLEHUMM He B To aeno bnaropaps
«4yenoBevyeckomy dakTopy».

4, ApXMB He 3alLMLLEH OT NOXKAPOB U NPoYMX GOPC-MarKopoB..

5. Crapble fOKYMEHTbl He 06/1a4at0T AOJIXKHBIM KaYeCcTBOM M UMK C/I0XKHO M0J/1b30BaThCA

BBUW/Y BETXOCTM, HOBblE JOKYMEHTbI HE 4,0/ITOBEYHbI, MO MPUYUHE TOFO YTO BbICTPO M3HALLMBAIOTCA.

Pemrennem naHHBIX MPOOIIEM SIBIISIETCSI CO3aHUE DIEKTPOHHOTO apXHBa JOKYMEHTOB IO
JUYHOMY COCTaBY opraHusauuu. MHdopmarus, XpaHsmascs B JaHHOM apXHUBE MO3BOJUT
MOJy4aTh CHpPaBKY 1O TPYIOBOW AEATEIBHOCTH Ka)XJIOTO COTPYTHHKA, B TOM YHUCIE 00 YpOBHE
3apa0OTHOIM IUIaThl, cTaxe pabOThl, paszauuHble Oubnuorpaduyeckue panHele. Beg ata
uHpOpManus TOATBEPKIAeTCS OYMaXHBIMH JOKYMEHTaMH apxuBa. [Ipm HEOOXOIMMOCTH,
AJIEKTPOHHBI apXHWB MOXET XpPaHUTh OLM(PPOBAHHBIE KOMHMHU OCHOBHBIX JOKYMEHTOB I10
JeSATeTLHOCTH paOOTHHUKA.

[IpeumymiecTtBa, moslyyaeMble OT BHEAPEHHsS JJIEKTPOHHOIO apxXWBa IO JUYHOMY

COCTaBy:

1. MpocToit 1 BbICTPLIN AOCTYN K LOKYMEHTY 1l060ro coTpyAHMKa apx1Ba B Ntoboe Bpems.

2. ByMarKHbIi apXMB OCTaeTCA HETPOHYTbIM, YTO MO3BO/IAET COXPAHATb €ro 3HauyMuTesbHO
fonble (0cobo xopowo 3TOT adPeKT byaeT 3ameTeH ANA OOKYMEHTOB, TPebyowWwmx AO0ATOCPOYHOro
XpaHeHus).

3. [OKYMEHT 3alLMLLEH OT USMEHEHWIA, YTO rapaHTUPYET NOAHOTY MHPOPMALMK.

4, PocT ckopocTi 06paboTKM 3aMpOCOB K apXmMBy M YMeHbLUEHME BPEMEHM Ha MOaydYeHue
apXMBHOW CNPaBKMU.

5. KOHTpONb CPOKa XpaHeHWs B 3aBUCMMOCTM OT TWUMNA AOKYMEHTa U MHOOPMMUpPOBAHME
apXMBApPUYCOB O HEOHX0AMMOCTM 06PABOTKMN LOKYMEHTOB, TPEOYIOWMX YHUUTOKEHUS.

6. PesepBHOE KOMWpPOBaHWE [JaHHbIX 3aWMUTUT BAW 3/EKTPOHHbIA apxuB OT ¢opc-
Ma’KopOoB.

Hanpumep, ¢upma «OneKTpoHHBIN apXuB YKpauHb» HMeeT cienyromuil onbit. [lo
AQHAIN3Y CIEHUAINCTOB aKTyaJIbHOCTh BHEAPEHUS 2/1€KMPOHHO20 APXUa NO JUYHOMY COCMABY
oOycrnaBinuBaeTcsl KaK YacTOTOM 3alpocoB KaJpOBOW JIOKYMEHTAllMM, TaK M JIOCTaTOYHO
IPOJOKUTEIBHBIM CPOKOM XPAHEHUS 3TOTO BUAA JOKYMEHTOB (110 75 J€eT).

Kommanuss DJIAY paspaborana dIEKTPOHHBIA apXWB IO JIMYHOMY COCTaBY IS
IPOMBIIIIEHHOTO NPEANPUATHSA, B COCTaBE KOTOPOIO HAXOAWThbCS 3 IIAXThl, a INTaT
cotpyanukoB konebaercs ot 3500 mo 5000 padoraukoB. [Ipeanpustue Gpynkuauonupyet ¢ 1973
roja.
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3aka3unk o0OpaTWiCs C 3almpoCOM O CO30aHUU DIeKMPOHHO20 apXusa KaapoBOU
JOKYMEHTAIlMH, >Kelasi COKpPaTHTh BpeMs Ha MOATOTOBKY CIPaBOK MO 3apabOTHOH maTe,
TPYZOBOMY CTaXy, IIOATBEPKIACHHUIO JIbIOT YBOJCHHBIX COTPYIHUKOB. BBHly 00bIIOrO IITATA U
cnenupuKd  JEATENbHOCTH  Opeanpustus (Hajduuue JOKyMeHTaluu, (GuKCcHpYrolei
IPOM3BOJICTBEHHO-TPYAOBOM TpaBMaTH3M, MOJATBEpKIAIOMIed pabOTy deloBeKa B YCIOBHSX
BPEIHOTO IMPOW3BOJICTBA, JAIOIIEr0 IpaBO Ha JIbFOTh) 00paboTKa 3ampocoB, KOTOPBIX
noctynano nopsiaka 200 B Mecsi, npu pabore ¢ OyMaKHBIM apXWBOM Oblla TPYJOEMKOH M
BpEMS3aTPaTHOM.

Otanbl CO3JaHMsA DIIEKTPOHHOTO apxXxuBa. BpIpaboTaB KOHKPETHOE M JETalbHOE
TEXHUYECKOE 3aJjaHhe C 3aKa3uMKOM [0 BHEIPEHUIO 3J1eKMPOHHO20 apxuéd TO JUYHOMY
coctaBy, komauHga «JJIAY» mpuctynwia K peanuszauuu npoekTta. s AOCTHXKEHUS
ONTUMAJIFHOTO ¥ HanboJjiee KaueCTBEHHOTO pe3yibTaTa Ha dTare CKaHUPOBAaHUS TOKYMEHTAIUH,
npeIBapuTebHO ObUTa TPOM3BEICHA paclIMBKa (C mocieayromed cmmBkoit) 2 190 ne;
omudpoBano 605 000 crpanun. Jlns ynoOCTBa M MPOCTOTHI PabOTHI YXKE C AJIEKTPOHHBIM
0a3rcoM JOKYMEHTAIIMH, Ha MPEINPUATHH ObUIa yCTAaHOBJICHA CHCTEMA 3JIeKTPOHHOI0 apXuBa
Folium (pa3paboTaHHBIH CHEIHATHCTAMHA KOMITAHUH «JEKTPOHHBIC apXWUBBI Y KpPAHHbD»
IPOTPAMMHBIA TMPOAYKT, TMO3BOJIIONINN OPraHW30BaTh M CTPYKTYPHUPOBATH OIM(PPOBAHHEIC
ApXUBHBIE JOKYMEHTHI).

Pabora 1o ckaHUPOBaHUIO KaJPOBOW JOKYMEHTAIlMEH NpeanpusTus Oblla 00yCIIOBJICHA
PSAAOM OCOOEHHOCTEI:

- onudporke moananamm gena nepuonoB 1973 — 2013 rr., 30 % U3 KOTOPHIX OBLIM B
OUYEHb BETXOM COCTOSIHHH;

- CYIIECTBEHHAas YacTh JIOKyMEHTAllMM WMeENa pPYKONHCHBIA ¥  HCYE3AIOUIH
MAaIIMHOMUCHBIA TEKCT

- paboTa Mo MPOEKTY OCYLIECTBIsUIach B 2 CMEHBI, HA TEPPUTOPUH 3aKa3uuka padoTana
MoOunpHas Opuraja.

PesynbTaThl BHEPEHUS SJICKTPOHHOTO apXUBa!

DONEeKTPOHHBIA apXUB MO3BOJMI: CHHU3UTh TPYyA03aTparbl Ha IMOUCK M odopMieHue
uH(pOpMallMU IO 3alpocaM B apXuB B 24 pa3a; BBIBECTH U3 MOCTOSHHOIO O0MXOJa OpPUTHMHAJIbI
OyMa)XHBIX JOKYMEHTOB (0O€CIeYMB HX COXPAaHHOCTb OT MOTEPH, IMOPYM, YMBILIUIEHHOTO
peAAKTUPOBAHUS U T.11.).

PerynspHble wuccienoBaHus, NpPOBOJAIIMECS B YKpaWHe, CBHUICTEIbCTBYIOT, 4YTO
OOJIBITMHCTBO TIOJIH30BATENICH BHIJICISAIOT TaKWE MPEUMYIIecTBa 0e30yMaKHBIX TEXHOJOTHIA KaK:
9KOHOMUSL 8PeMeHU COMPYOHUKO8, CPeOCm8 npeonpusmuil, noevlulenue 3¢pgexmusHocmu
pabomwi, U 803MONHCHOCHL COBMECMHOLU pabOmMbl ¢ OOKYMEHMAMU.

DJNEeKTPOHHBIA apXWB — TrapaHT oOOeCIeYeHHUs MOJHOLEHHOTO YyueTa W XpaHEHUs
NOKYMEeHTOB npeanpustus. Co3naHue cTpaxoBoro (oHIa yYETHOH JTOKyMEHTAaluu (3aluTa OT
noXkapa, yTparbl, XuieHus, nopuu). CokpallleHHe KOJIMYEeCTBAa YYETHBIX JOKYMEHTOB Ha
OyMa)XHBIX HOCUTENSIX (HampuMep, WHBEHTapHble KHUTH, omucH). ObecrieyeHre COXPaHHOCTU
CTapbIX, PEIKUX U 0COOO IIEHHBIX JOKYMEHTOB (HMCIIOJIb30BaHHE KOTOPBIX B OyMaKHOM BHJIE
NPUBOJUT K BETXOCTH M TIOCIEAYIONIEMY YHUUITOXXECHUIO TOKYMEHTA — PEIKHE KHUTH, apXUBHBIC
nena). Opranuzanusi XpaHeHHs 3JEKTPOHHBIX JOKYMEHTOB B KOMIAKTHOM Buze. [lomyuenue
HEOTPAaHMYEHHOTO YHCIIa KONHIA JOKYMEHTOB B OYMa)KHOM U DJIEKTPOHHOM BHjIe Oe3 oOparieHus
K OyMa)XHOMY OpWUTHHAJy (Hampumep, A BbIJAUM IO 3ampocaM TIpa)<aaH, JJIs OTIPaBKH B
MOJOTYETHRIE Tonpa3iencHus). (OOecrnedeHnss BO3MOXKHOCTH — JIOJITOCPOYHOTO — XpaHEHHUS
JIOKYMEHTOB M JIOCTYIIA K HUM.

DNEeKTPOHHBIA apXWB — CPEICTBO ONTHMH3AIMKA pabOTBl C JOKYMEHTaMH Ha
npeanpustTad. OpraHuzalys OJHOBPEMEHHOW paboThl €  3JIEKTPOHHBIMU  JTOKYMEHTaMHU
HECKOJIBKMX IOJb30BareNiell. Pasrpannuenue mpaB MOCTyIa Mojb30BaTeleld K WH(opMaIuu.
Obecneuenne nHpopMaoHHON OezomacHocTu. CokpalieHue BpeMeHH 00pabOTKM 3aIlpocoB,
MOUCK HMH(pOpPMAIMK. YBEIWYEHHUE ONMEPATHBHOCTH aocTyna K uHpopMmanuu. ObecrieueHue
ONEpaTUBHOIO TOMCKAa W JOCTyna K JOKyMEHTaM CTpaxoBOro (oHIa JOKYMEHTaluu B
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KPU3UCHBIX cuTyauusx. Co3gaHue MUPOKUX BO3MOKHOCTEH MYOJUYHOTO JOCTYNa K apXUBHBIM
JOKYMEHTaM UCTOPUYECKOIr0, KyJIbTYPHOIO U HAYYHOI'O HACIIEUS.
Peszynomam ucnonvzosanus 21eKmpoHHO20 apXu6a 6blpadcaemcs 6:

1. MoBbILWEHWNM YPOBHA MHPOPMALMOHHOTO obecneyeHns HaceneHus.

2. MoBbILWEHWNM YPOBHA KaYecTBa NPUHATUA peLleHui.

3. WICK/IIOYEHNN PUCKA, CBA3AHHOTO C «4eN0BEYECKMM GaKToOpPOM».

4, MpeemcTBEHHOCTU MOKOJIEHUI CNEeLManncToB.

5. IKOHOMMM ODUCHBIX NIOLLAAEN ANA XPAHEHUSA LOKYMEHTOB.

6. CoKpalleHUM pacxodoB Ha CoAepiKaHMe WTaTa COTPYAHWKOB, paboTarowmx C
H6YMarKHbIMWN U 3/1EKTPOHHBIMM AOKYMEHTAMMU.

7. Mpo3payHOCTH COCTOAHMUA gen B duananax u yaaneHHbix opucax.

8. Mcnonb3oBaHUN 3/1EKTPOHHONO apxvMBa KakK HemaTepuasbHOro akTMBA Mpu NpoAarke

NPeAnpUATUA, CIMAHUAX U NOTNIOLLEHMAX (0COBEHHO aKTyaNbHO AJ/1f NPOMbILINEHHOCTU, HepTe/ra3oBoro
KOMM/IEKca, KOraa B [AOKYMEHTax COAEpXaTcA CBeAEHWs ANA  CTPATernyeckoro mniaHWpOoBaHWUS,
Hanpumep, PesynbTaTbl FE0NOrMYECKOW Pa3BeAKN MECTOPOXKAEHUI, YEPTEKMN KOHCTPYKLIMIA CamMONETOB,
nT.a.).

9. BbicTpom noabope M NOUCKE JOKYMEHTOB B SKCTPEHHbIX CUTYALMSAX.

Bosmoxnoctu nposenenuss HUOKP (Tonbko u3yduMB mpeAblaylIuil ONBIT HAay4HBIX
MCCJICIOBAaHH, MOKHO YCIICIIIHO ABUTAThCS BIIEpeEN).

BHenpenue cucTembl JJIEKTPOHHOIO apXuBa JIOKYMEHTOB II0 JIMYHOMY COCTaBy
MO3BOJIIET B 3HAUUTEIbHOW CTEMEHH ONTUMH3UPOBATH U YIPOCTUTH pabOTy KaJpOBHKA.
OJNEKTPOHHBIN apXUB BBICBOOOKIAET OPUCHOE MPOCTPAHCTBO OT HAKOIMBLINXCSA JOKYMEHTOB U
oOecrieunBaeT 3amuTy MHQOpMaMK Onaromaps CO3/lIaHUI0 pe3epBHBIX Komwuil. Kpome Toro,
CHCTEMaTH3MPOBAHHAsl JJIEKTPOHHAs 0a3a JaHHBIX MMOMOTAeT COTPYAHHMKY KaJIpOBOM CITY>KOBI
OTepaTUBHO HAXOJUTh HYXKHYIO WH(GOpPMAIIMI0, MTHOBEHHO MOAOUPATh JOKYMEHTHI, OTHPABIIss
UX I10 3JIEKTPOHHOM 1oyTe, U T. 1.

Pabora ¢ mokymeHTamMu 10 IMYHOMY COCTaBy TpeOyeT, uToObl KaJpOBUK 3HAJT HE TOJIBKO
TPYZOBOE 3aKOHO/IATENBCTBO U MOPSAIOK JAEJIONPOU3BOJICTBA, HO U OCHOBHBIE NTpaBUIa XPAHEHHUS,
0o0paboTkM W mepemaud Oymar Ha apxXwBHOe XpaHeHHe. Hajjekaree BBITOTHEHHE ATHX
00s13aHHOCTEN CBSI3aHO ¢ OOJIBIIMMU BPEMEHHBIMH 3aTpaTaMM, YTO MPEMATCTBYET BBINOIHEHUIO
MEPBOCTENEHHBIX KaJIpPOBBIX 3a7ad. boiee TOro, cam CHeMUaNIUCT KAAPOBOW CIY:KOBI JIMIIEH
BO3MOXXHOCTH peain30BaTh CBOU MNpOQecCHOHaNIbHbIE aMOWILIMU, KOTOpPbIE MOTYT OKa3aThCs
HIMPE BBIMOJIHEHUS cyry0o OyMa)xkHOi paboThI.

Jlj1 cCOBpeMEHHOW KOMITAHUH ONTUMAJIbHBIM PEIIEHUEM BOIIPOCA XPAHEHUS IOKYMEHTOB
M0 JUYHOMY COCTaBy JOJDKHBI CTaThb TPaMOTHOE XpaHEHHE, CHCTeMaTh3aluus U
aMHUHHCTPUPOBAHUE C COONIOZACHMEM 3aKOHOJATENbHBIX HOpPM. B momHoil Mepe 3TO
OCYLIECTBUMO 3a CYET IMPUBIICYEHUS CTOPOHHUX ApPXMBHBIX KOMIaHuid. B 3Tol curyanuu
PYKOBOJMTENSIM OpraHU3alluii OCTAeTCs JHUIIb ONPEIEIUTh KPEIUT JOBEPHUS K TAKUM ClIy>k0aM 1
PELINTh, TOTOBBI JTU OHU UJITU B HOT'Y CO BPEMEHEM.

OnTUMalbHBIM pElIeHNEM YKa3aHHBIX IMPOOJIeM MOXKET CTaTh CHUCTeMa, pa3paboTaHHas
crenuanuctaMu kopnopauuu DJIAP, - «OnekTpoHHBIA apXUB KaAPOBOTO AEIOMPOU3BOIACTBAY -
U TpeACTaBIsiomas coOONM KOMIUIEKC JJisi JIOKYMEHTAallMOHHOIO OOECHeueHUsl KaJpOBBIX
MIPOLIECCOB U 3aIIUThI NEPCOHANBHBIX JaHHBIX (I1/]).

Cucrema aBTOMaTH3UpPYET OOJIBIIMHCTBO MPOIECCOB, C KOTOPHIMU KaJIPOBUK €XKEIHEBHO
CTaJKuBaeTcs B cBoell pabore. Tak, pemieHHe MO3BOJSET BECTU CTATUCTHKY W Y4YeT
yIpaBICHUYECKUX KaJIpoB, HaXOASIIMXCS B pe3epBe, IMOIy4aTb HCTOPUI0 DPAOOTHI C 3TUM
pe3epBOM 3a 000U MEepHo]] BPEMEHHU, a TaKKe aHAJIM3MPOBATH 3Tambl MPO(HEeCCHOHATIBLHOTO
pocTa coTpyIHHUKA. BO3MOKHOCTH OBICTPOTO MOMCKA M AOCTyNAa K HEOOX0AUMON MH(POPMAILIUH O
COTPYAHUKAX B BJICKTPOHHOM apXHWBE CHUXKAIOT TPYAO3aTparbl M BpeMs Ha COCTaBIEHUE
No0OPOK JTOKYMEHTOB [UIsl OTYETHOCTH M TMPEACTaBICHHUS MPOBEPSIOIIMM OpraHaMm, Ha
00paboTKy 3ampocoB, a TaK)Ke Ha BOCCTAHOBIICHHE U 3aBEPEHUE KOMUI yTpaueHHBIX JOKYMEHTOB
HAa OCHOBaHMHU MX DJJIEKTPOHHBIX 00pa3oB. BHeapeHue cucTeMbl MO3BOJSET OCYIIECTBISATH
KOHTPOJIb HAJ[ COCTaBJICHUEM WJIU 3allOJHEHUEM KaJpOBOM JOKYMEHTAllMd U OTCIEKHBATH
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Ka4eCTBO M CPOKHM BBIMOJHEHHUSI pabOT COTPYIHUKAMHU KaapOBBIX MOJpPA3JCICHUN B pexnuMe
pPEaJIbHOTO BPEMEHU. A XpaHEHUE JOKYMEHTOB B PEKHME BEPCHOHHOCTHU IO3BOJIET OTCICIUTD,
KOI'Zla, KEM ¥ KaKU€ U3MEHEHMS BHOCWINCH B KaXKbIi KOHKPETHBINA KaJPOBBIM JOKYMEHT.

Kpome Toro, cocraB peuieHuss «IJIEKTPOHHBIM apXHWB KaJgpOBOIO JEJIOIMPOU3BOICTBA»
MOYKHO TMOKO KOH(UTYpUPOBATh B COOTBETCTBHH C TPEOOBAHUSMH U 3aJlauaMi OPraHU3aLUH, a
TaKXe MPOCTO M OBICTPO MOJAEPHU3UPOBATH U PACIUIUPATH CUCTEMY C Pa3BUTHEM KOMIIAHUU.

CocraB pemeHus. Pemienune «OJIEKTPOHHBIM apXUB KaJpOBOrO JEJIONPOU3BOACTBA»
COCTOUT U3 HECKOJIBKMX MOJYJeH, KOTOpble B KOMIUIEKCE OPraHM3yIT OTJIaXEHHYI0 paboTy
CUCTEMBI.

MNpamon gocTyn Pa6orta yepes uHTepdenc
K 3NeKTPOHHOMY apxuBy y4yeTHoHn, ERP, HRM - cucremsl

CeTeBOW NpuHTEp

Texywuh sson . ’ Monyt_ib
AOKYMEHTOB ' 3aWWLLEHHON nevaTu

[lepBBIii U3 HUX - MOAYJb YIPABIEHUS SJICKTPOHHBIM apXUBOM, KOTOPBIA CTPOUTCS Ha
6aze cucrembl DJIAP CAITEPHMOH. Cuctema mo3BOJsi€T XpaHUTh JFOObIE THIBI JIOKYMEHTOB
(3mexTpoHHBIE 00pa3bl OyMaKHBIX JIOKYMEHTOB, JOKYMEHTBI YUETHBIX cHcTeM, (oTodailiasl u
ap.). C ee MOMOMIBIO MOXXHO IIOJy4aTh OTIEPATHBHBI MHOTOIIOJIB30BATEILCKUI  JTOCTYII,
OCYIIECTBIISATh OBICTPBIA TMOWCK JOKYMEHTAllMW B OJJIGKTPOHHOM apXWBE MO 3aJaHHBIM
napameTrpam M KiIacCH(UIMPOBATh TOKYMEHTHI MO Pa3IMYHBIM aHAIMTHYECKUM MpHU3HAKaM. A
OTpaHHYEHUE JOCTYyIa K KOHPUACHIIUATHHBIM JOKYMEHTAM WJIM YacTsM JOKYMEHTa TO3BOJISET
COOITIO/IATh 3aKOHOIATENBCTBO TI0 3aIIUTE MEPCOHATBLHBIX JTAHHBIX.

Crnenyrouuii - MOAYJb JOCTYIA K JEKTPOHHOMY apxuBy. Ero pabota ocyiiectBusieTcs
kak Hanpsamyro u3 cucteMbl DJIAP CAIIEPUOH, Ttak u yepe3 mpuBBIYHBIC IS MMOJIh30BaTENEH
POTPaMMHBIC TIPHIIOKEHHUS 332 CYET BO3MOXKHOCTH HMHTETPAIlMd C CHCTEMOH yIpaBIICHUS
AIEKTPOHHBIM apXUBOM. A /ISl IPEANIPUATHI C XOJITUHTOBOM CTPYKTYPOU OpPraHU3yeTCs TOCTYII
K JaHHBIM W3 TEPPUTOPUAIBGHO VYIAJICHHBIX MOJAPAa3ACiICHUN dYepe3 KOPIOpaTHBHBIC
WH(OPMALIMOHHBIE CETH.

[TomHOCTBIO aBTOMATH3MPOBATH MPOIECC MEpeBOia OYMaKHBIX KaJpPOBBIX JOKYMEHTOB
OPENNpUsATHs. B OSJCKTPOHHBIA BUJA TO3BOJIIET MOAYJh TeKymiero BBoma. CocTaB 3TOro
POTPaMMHO-aNNapaTHOTO KOMILUIEKCAa 3aBUCUT OT KOJMYECTBA MEpCOHaa, paboTaromero B
KOMIIAaHUM, €KETHEBHOTO IOTOKAa KaJIpOBOH JOKYMEHTallMM W OOBEMOB apXHWBOB, YTO U
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omnpenenseT TUIBl CKaHUpPYIOIIEro obOopyaoBaHus. JlaHHBIE Monynb — oOecreynBaeT
JOKYMEHTALMOHHYIO TOAJIEPKKY KaJpPOBbIX OM3HEC-TIPOLECCOB, IIOCKOJIBKY CBOEBPEMEHHOE
HAIOJHEHUE AJIEKTPOHHOI'O apXuBa TEKYIIMMHM U apXUBHBIMU KaJpPOBBIMU JIOKYMEHTAMHU H
IpPUBSA3KA 3JIEKTPOHHBIX 00pa30B peaJbHBIX KaJPOBBIX JOKYMEHTOB K YYETHBIM JIaHHBIM
rapaHTUPYIOT ONEPaTUBHBIN JOCTYII K JAHHBIM YIIOJJHOMOYEHHBIM COTPYAHHUKAM.

Monysab XpaHeHHs co3JaeT LEHTPAIM30BaHHOE XpaHWINLIE OOJIbIINX 00BEMOB JAAHHBIX
HA OCHOBE CIICIHUAIM3UPOBAHHBIX ONTHYECKUMX Hakomutened Ha DVD/BD-amckax.
OpraHM3oBaHHOE TakuUM 00pa3oM XpaHEHUE KaJpOBOW JIOKyMEHTAllMd TapaHTUPYyeT
COXpaHHOCTh W HEW3MEHHOCTh uH(popMamMu B TedyeHHe Ooixee S50 Jer corjacHo
3aKOHOJATEIbCTBY MNP MHMHHUMAJIBHBIX 3aTpaTaX Ha MOJEpPHHU3AlMI0 U O00CIyXKHBaHUE
XPaHWJIMILA.

Kpome TOro, 310 CnocoOCTBYeT CYIECTBEHHOMY CHI)KEHUIO BHYTPEHHHUX 3aTpaT Ha
JIOPOrOCTOSIIIYI0 apeHay IUIOIIAJEH IOJ apXUBbl KaJpPOBBIX JOKYMEHTOB, TaK KakK IO3BOJISET
epeMecTUTh OYMaKHbIM apXMB Ha TEPPUTOPHIO Oosiee JEIIeBBIX apeHIHbIX IUIoLaneid, a B
TEKyImer pabdoTe COTPYOHHKOB KJAPOBBIX TOAPA3JCNEHUA HCIIONB30BaTh JOKYMEHTHI
3JIEKTPOHHOT'O apXHBa.

Monynp 3alIMIIEHHOTO BBIBOJA JOKYMEHTOB Ha II€4aTh CTPOUTCS Ha OCHOBE
NOJKJIIOUEHHUSI CcepBepa Iedard, crnenuanu3upoBaHHoro IIO u pas3BepThIBaHUS CHCTEMBI
aBTOpU3ALMU IIYTEM YCTAaHOBKM HJIEHTU(UKALMOHHBIX YCTPOWCTB Ha MNpuHTEpax u MOV
npeanpusatus. Jnsg uaeHtudukanuy mnoiszoBareneil npuMenstorcs: PIN-kobl, 66CKOHTaKTHbIE
IUTACTUKOBBIE KapThl, MarHUTHBIE KapThbl, IUTPUX KOAbl MM CKaHEpPbl OTIEYATKOB IMAJIbLEB.
Cucrema aBTOpU3alMM MOXKET ObITh OOBEIUMHEHA C YK€ CYLIECTBYIOIIEH B OpraHu3aluu
3aKa3yuKa CUCTEMOM O€301acCHOCTH, HANpUMEp, Yepe3 KapTbhl, HUCIOJIb3YEMBbIE COTPYAHHUKAMU
JUIsL TIpOXOoJa 4Yepe3 CHCTEMY KOHTpOJIsL AOCTyNa Ha npennpustue. Moaynb I03BOJISET
aHAJIM3UPOBATh BCe pabOThl MEYaTH MO PA3IUYHBIM IapaMeTpaM, B TOM YHCIIE KOJIUYECTBO U
COCTaB OTHPABIIAEMBIX HA ME€YaThb JOKYMEHTOB Ul MCKJIFOUYEHUs HMCIIOJIb30BAHMS TEXHUKH JUIS
JIUYHBIX LEJEH.

3amuTa NEpPCOHANbHBIX JaHHBIX. PemeHue «OIEKTPOHHBI apxXuB  KaJpOBOIO
JIEJIONPOU3BOJICTBAY» IMOJHOCTbIO COOTBETCTBYET TPeOOBaHMSIM 3aKOHOJATENbCTBA IO 3alllUTe
NEPCOHANBHBIX JIAHHBIX, COIVIACHO KOTOPOMY KOMIIAHWHM, pabOTalolMe ¢ IepCOHATbHBIMU
JAaHHBIMHU, 00513aHbI TAPAHTUPOBATh UX HAJIEKHYIO COXPAHHOCTb.

OTOro ynaercs JOCTHYb HECKOJBKHMH crocobamu. B wacTHocTH, 3a cueT (QyHKIUH
KOAUPOBAHUS JOKYMEHTA, IPOCMOTP KOTOPBIX CTAHOBUTCS BO3MOXKHBIM TOJIbKO IOCJIE BBEJCHUS
napoiisi. Taxoke cucrema Jomyckaer ucrnoib3obanue JLIT u npu He0oOXOAUMOCTH OTpaHUYUBAET
JOCTYI K 4YacTsIM apXuBa, OTICJIBbHBIM JOKYMEHTaM WIM UX (parMeHTam JUisl pa3inydHbIX
nosip3oBarenel wiam rpynn nonb3oBatened. Kpome toro, OJIAP CAIIEPMOH xpanut
AIIEKTPOHHBIE JOKYMEHTHl B BHJE CIELHMATIBHOIO 3aKOJWPOBAHHOTO (ailna coOCTBEHHOTO
dopmara (Metadaiina) AN HCKIIOYEHUS BO3MOXKHOCTH HEMPABOMOYHOIO KOMHPOBAHHUS U
WCIIOJIb30BaHUsl Bcel MHGpoOpMaluu WM ee 4YacTh. Bce 3TH Mepbl U CcO3/1al0T HEOOXOAMMBbIE
YCIOBUS Il HAJEXKHOIO, 3alUIIEHHOTO XPAHEHUs NEPCOHAIBHBIX JAaHHBIX COTPYJHUKOB
KOMIIaHUH.

Buenpenue pemenns «IEKTPOHHBIM apXUB KaJpOBOTO JEJIONPOU3BOJCTBAY MO3BOJISIET
B CYMTAHHbBIE CEKYHJbl HAaXOJUTh HEOOXOJMMBIN JTOKYMEHT, KOHTPOJIHUPOBATH MPaBUIBHOCTh
oopmIeHHs JeT B pEKUME pealIbHOT0 BPEMEHHU U MMPOBOAUTH ayAUT KaJApOBOM TOKyMEHTALlUU B
yaajgeHHbIX (uiuuanax v mnoxapasaeneHusx. Kpome toro, cuctema obecrieunBaeTr padboTy ¢
TEKYIIUMH KaJpOBBIMU JOKYMEHTaMH, 4YTO OOJIETYaeT IMpOLECC PEerucTpalu KaapoBOH
JIOKYMEHTAIlMH, a 3a CYEeT MHTErPalliy 3JEKTPOHHOTO apXHBa C CYIIECTBYIOIIUMHU KaJpOBBIMU
cHUCTeMaMH aBTOMAaTH3UpYyeTcss paboTa Mo y4yery U cOopy cTarucTuueckoi mH(popmanuu. Bee
9TO B KOMIUIEKCE MO3BOJISIET MOJHOCThIO aBTOMATU3UPOBATh PabOTy KaJApPOBUKOB, ONTUMU3HUPYS
TEM CaMbIM JAESTEIbHOCTb KaIPOBbIX MTOAPA3AEICHUN KOMIIaHHUH.

Hcnonb3oBaHue 3JIEKTPOHHOIO apXuMBa B paboOTe CilyKObl YNPABIECHUS I[EPCOHATIOM.
Kpome kaapoBOro JOKyMEHTAIIMOHHOT'O ydyeTa B MPOLIECCE YIPABJICHUS MEPCOHAJIOM KPYIHBIX
OPEANpUATHA CO3JaeTCsI MHOYKECTBO He(OpMAIN30BaHHBIX JOKYMEHTOB: IICHXOJIOTHYECKHE
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XapaKTEePUCTHKH COTPYAHHUKOB, ydeOHBbIE MaTE€pHajbl, COLMOJIOIMYECKHE OMPOCHI, PE3YJIbTaThl
OLICHKH MPO(ECCHOHATBHBIX KauyeCTB IEpCOHala M Jp. Takue ITOKYMEHTBI TaKkKe MOXKHO
3arpy3uTh B AJIEKTPOHHOE XPAHUJIMILIE.

CDA mno3zBomnsier (OpMHPOBATh €AMHBIC MAKETHI JOKYMEHTOB, CBS3aHHBIX C O0yYCHHEM,
OLIEHKOH, aTTecTanueil nepcoHana st JOKYMEHTAIHOHHOTO OOOCHOBAHUS MPUHATHUS KaJIPOBBIX
pelIeHU.

PykoBoauTensaM nenapTaMeHTOB, HaYaJbHUKAM OTAEIIOB, CIIEIHATNCTaM M0 00Y4YEHUIO U
JIPYrUM  YIIOJTHOMOYEHHBIM COTPYAHHMKAaM HACTPAaWBAIOTCS IpaBa JOCTyHa K IOJ00HBIM
nokymeHtaM B CDA uisi COBMECTHOM ¢ KaapoBOM Ciry»k00il pabOThl MO YIpPaBICHUIO
HIEpCOHAJIOM.

MaccoBasi oun(ppoBKa JOKYMEHTOB MPOHUIBIX JIeT. s 3 PeKTHBHOrO MCIOIB30BAHUS
CHCTEMbI 3JEKTPOHHOTO apXuBa HEOOXOAWMO HAIOJHUTh €ro CKaH-KOMUAMH OyMa)kKHBIX
KaJpOBBIX JOKYMEHTOB. MUHUMaIbHO HEOOXOAMMBIM 00bEM JOKyMEHTAaluH (THUIIBL,
KOJIMYECTBO, CPOK JABHOCTH) JUIA OLM(PPOBKU ONpeaeNnsieTcss Ha dTane dKcnepTussl. OH 3aBHCUT
OT BHYTPEHHUX MOTPEOHOCTEH KaapoBOW CIIy>KOBI, YaCTOTHI 3alPOCOB CIIPABOK, BBIMUCOK WU
KON JOKYMEHTOB M Jpyrux (axkropoB. OIHOBPEMEHHO ONpPEACIACTCS KOJIHMYECTBO
MH/ICKCUPYEMBIX TOJIei, HeOOXOMMBIX 1 3((EKTUBHOTO TMOUCKA JaHHBIX. TakuM oOpa3om,
MOXHO ONTUMH3HPOBATh OOBEMBI, CPOKM M CTOMMOCTH BBIIOJHEHHs PadOT 1Mo ouu(poBke, a
TaKXe ONPEICIUTh OUYEPEAHOCTh CKAHUPYEMBIX JOKYMEHTOB U JIEI.

PaGoTbl 1O MaccoBOMy CKaHMpPOBAaHHMIO apxXWBa OyMaXXHBIX JOKYMEHTOB MOTYT
BBITIOJIHATHCS HA TIPOU3BOACTBEHHBIX TUTOMAAKax Kopropanuy mim Ha TeppuTOpUH 3aKa3duKa.
B mocnennem cirygae UCTIONB3YIOTCS MOOMIIBHBIE OpUTafIbl CIICIIMAINCTOB 110 CKAHUPOBAHHMIO.

Bcee paboThI BBITTOJTHSCT BBICOKOKBAITU(DUITUPOBAHHBIH nepCcoHal o
CIEIUATM3UPOBAHHBIM TEXHOJIOTHSIM. B YacTHOCTH, NPUMEHSIOTCS TEXHOJIOTHH II0 3alIHUTe
NEPCOHANBHBIX JTaHHBIX. HampuMmep, Ha dTarne MHISKCHPOBAHHS M300paXeHHWE paszieisiercs Ha
4acTH U (pparMeHTsl ¢ JaHHBIMH OHOTO TUMA ((haMHUINK, UMEHA, TaCTIOPTHBIE IaHHBIC HIIH JIp.)
OPUXOIAT JJIsi 00pabOTKH OJHOMY OMNEpaTopy, JaHHBIE JAPYroro TUMa — K Apyromy. Takum
o0pa3oM, HHUKTO HE BUAMT IEJOCTHYIO HMH()OPMAIMOHHYIO KapTUHY 00pabaThiBaeMoro
JOKYMEHTA.
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Bricokoe KkadecTBO pe3yiabTaToB pabOT JOCTHTaeTcs 3a CYeT MHOTOCTYICHUYATOH
CHUCTEMBl KOHTpOJIAI KadecTBa WU CHECHUAIbHBIX TexHoJorui. Hampumep, npu pydHoM
pacro3HaBaHUM JIOKYMEHTOB OJIHO M300pakKeHHE MPUXOAUT Ha 00pabOTKy JBYM OIllepaTopam, a
KOHTpOJIMpYyromasa mnporpamma CpaBHHUBACT BBCIACHHLIC MMU HJAHHBIC. B CJIydac pacxoxICHUA
NPaBUIBHOCTH JAHHBIX MOATBEPKIAET BRICOKOKBATU(UITMPOBAHHBINA COTPYIHHUK.
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B pesynbraTte MaccoBoil OUM(POBKM TMOJTY4aeTCsl AIEKTPOHHBIA HH(OPMAIIMOHHBIN
pecypc (CKaH-KOMUU JOKYMEHTOB M HWHJIEKCHas 0a3a), TOTOBBIA K 3arpy3ke B AJIEKTPOHHOE
XPaHUJIUILE.

[lepcriekTuBBl pa3BuTHs pemeHus. MojepHuzauss U MaclTaOMpPOBAaHUE pPEIICHUS
OCYIIECTBIISIETCS C POCTOM MPEAnpusTusi, ¢ BBeaeHueM OOmIero meHTpa o0padoTKH KaapoBOi
JOKYMEHTaluu (Harpumep, sl TEPPUTOPUATIBHO PACIIPEACNICHHBIX U XOJIAUHIOBBIX CTPYKTYD),
JUIL XpaHEHUs JOKYMEHTOB APYTHX CIYyKO opranu3zauuu (Oyxrairepus, JTOTOBOPHOH OTHeN,
noJipasziesieHus, 00eCreurnBaroe OCHOBHbIE OM3HEC-TIPOIIECCHI U T.1.).

[To 3ampocy 3aka3umka BO3MOXHa pa3paboTKa aBTOMATU3UPOBAHHBIX cucTeM s HR-
IIPOLIECCOB 1MOAOOpa, aTTecTalu, 00y4YeHHs IepcoHasa Ha rmiaTgopme 3JIeKTPOHHOTO apXUBa.

IIpeumyiecrsa:

. NosblweHne 3GPeKTUBHOCTM PaboTbl KaAPOBOK CNYXKObI 33 CYET COKPALLEHUA BPEMEHW
06paboTKM KaapoBoi MHGOPMALMM U CHUKEHUS 06bemMa ByMaXKHOro 4OKyMeHToobopoTa.

. CHUXKeHWe HarpysKkn Ha NnpodunbHbIX cneumanmcTos HR-nogpasaeneHuit.

o BbICTPbIN NOUCK AOKYMEHTOB MO Nt0bbiM aTpubyTam (TabenbHbii Homep, PUO
COTPYAHWKa, NoApasaeneHne, TN JOKYMEHTA, BDEMEHHOM NEPUOA U APYTUE) U B PEKUME
MONIHOTEKCTOBOIO NOUCKA, GOPMMUPOBAHME U NEYaTb NOAOOPKN KafpOBbIX LOKYMEHTOB.

. [onroBpemeHHOE XpaHeHUEe NEKTPOHHbIX JOKYMEHTOB B TEYEHUE CPOKOB,
NpeAyCMOTPEHHbIX 3aKOHOAATENBCTBOM, C aBTOMATUYECKUM YBEAOMIEHUEM OTBETCTBEHHbIX
COTPYAHMKOB 06 UCTEUEHWUMN CPOKOB XPaHEHMU.

. ObecneyeHue 3aLMTbl NEPCOHANbHbIX AAHHbIX 33 CHET MPOTrPAMMHOTO OrpaHUYEHHS
[0CTYNa K HUM, HAaCTPOWKKU NPaB No/b30BaTeNe, CNONb30BaHMA CNEeLMaAIN3UPOBAHHOTO MOAY A
3alUULLEHHONM NeyaTu.

. CHWUXXEHWE PUCKOB NOPYUN U YTEPU OPUTMHAIOB KafpOBbIX AOKYMEHTOB.

. CoKpalLleHWe 3aTpaT Ha cofepKaHne apxmBa ByMarkHOW KaapOoBO JOKYMEHTaLLMUN.

Peanuzosannvie npoexmui.

Cucrema aBTOMaTH3alMHU AeATEIbLHOCTH apxuBoB YensaOnuckoi odnacTu

I'V «O06benunenHblii rocyaapcTBeHHbIH apxuB YemsiOunckoit obmactu» (OI'AYUO) —
camMoe KpYIHOE y4YpexkJIeHHEe apXUBHOM CIYyXObl perMoHa, B KOTOPOM XpaHUTCS Oojee 2 MIH
nen, B ToM uuciie oco0o 1eHHbiXx. B ctpykrypy OI'AUO BxoasaT 10 oTnenoB u 6 CEKTOPOB,
COXPaHHOCTh U UCMOJIb30BaHUE JOKYMEHTOB obecneunBaroT 120 coTpyHUKOB.

[IpaButenscTBOM YenmsiOnHCKOM o060sacTu ObUTa TIOCTaBJICHA 3ajlada — OOECHeYUTh
MPEeIOCTaBlIEHUE B KpaTyaillne CPOKH HEOOXOJUMOW apXWBHOW HH(OpMAIMH A Mepexona
OI'B Ha oka3zaHMe TOCYJapCTBEHHBIX YCIYT B 3JIEKTPOHHOM BHJIE. DTO MO3BOJIMIO BO30OHOBUTH
paboThl o cozganuio EauHoil mHGOpMaMoOHHO-IOUCKOBOW CUCTEMBI apXMBOB YUensOMHCKOM
o0nacTH.

TpeboBanoch 0O6eceunTh:

a) BO3MOXKHOCThH ynaneHHOW mojaun oOpamenuss B OIAYO u KOHTpoJis HaJ XOJ0M U
pe3yibTaTaMH €ro HCIOJHEHUs s 00paOOTKM COIMaIbHO-NIPABOBBIX 3ampocoB YIIODP,
OpraHu3aIui 1 rpaxaaH;

6) BO3MOKHOCTh yJaJIeHHOU pabOoThI C JOKYMEHTaMM M3 cOcTaBa (OHJa MOJIb30BaHUS Ha
AIIEKTPOHHBIX HOCUTENSAX JIsl 3apETrUCTPUPOBAHHBIX T0JIb30BATEIEH YUTATLHOTO 3aJ1a apXUBA;

B) TMOMNOJHEHHE CYIIECTBYOIEH HH()OPMAIIMOHHO-TOUCKOBOW 0a3bpl apxuBa U (oHIa
M0JIb30BAHUS HA 3JIEKTPOHHBIX HOCUTENSX IEKTPOHHBIMU KOMUSIMH JOKYMEHTOB apXH1Ba.

Jns pemieHust 3TUX 3aaa4d Oblio pemeHo npoectu oOHosineHne AWC APXUB c
J00aBJICHHEM H TIOPaOOTKON TUTIOBBIX MOIYJIEH U peanu3aiueii web-cepBHCOB.

Pemenune. Ha nepBom stane B pamkax 'K NeO1.K ot 11.07.2011 Obina ycnemHo perieHa
3aJa4a ONepaTUBHON OTPabOTKU COLMAIBLHO-TIPABOBBIX 3ampocoB. KpoMe Toro, OblT pacuupex
CIIUCOK TEMAaTUYECKUX pa3/IeJIOB SJEKTPOHHOTO XpaHWIMIIA W J100aBIEHBI HOBBIE MO B
CTPYKTYpY 0a3bl JaHHBIX I HHICKCAIIUN IOKYMEHTOB JOPEBOIIOLNOHHOIO IEPUOA.

B Hacrosimmuii MOMEHT MpPOJOMKAOTCS PadOThI MO PACHIMPEHUI0 (DYHKIIMOHAIBHBIX
Bo3MokHOCcTel cuctembl AVC APXUB 1 oOcimyXuBaHUS yIaJ€HHBIX T10JIb30BaTENCH.
BropeiM 3Tanom 3artanupoBaHo cosznanue B 2012 rogy MHTepHeT-IOpTana apXuBHON CITyKObI
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o0nacTy W 3aBEpIICHHE TEKYIIUX padOT MO OOHOBJICHHUIO CYIIECTBYIOIIMX U BKJIIOYCHHUIO B
COCTaB CHCTEMBI JIONOJHHUTENBHBIX Moaylieii. CoriacHO TpPEeAbsSBICHHBIM TPEOOBAHUSIM,
TEXHOJIOTHYECKasl ~ apXHUTEKTypa CHCTEMBI IO3BOJUT  OOECIEYUTh COBMECTUMOCTH C
UH(POPMAIIMOHHBIMA CHUCTEMaMH TOCYIapCTBEHHOI'O CEKTOpa M PAa3IMYHBIX BEJOMCTB 3a CUET
MCIIOJIb30BaHUSI OTKPHITBIX CTAaHIAPTOB B3aUMO/ICHCTBUSI.

Pesynbrarel. Kommieke peann3yemMbIx MEPOIPUSATHIA TO3BOJIHT:

1. ObecneuynTb rpaxkgaHam M opraHM3auMam BO3MOXKHOCTb B NMOJIHON mepe peasiM3oBaTb
CBOM NpaBa Ha NosiydyeHne nHpopmauum, coaepKallenca B apxmsHbIx AokymeHTax OFAY0.

2. MNoBbicTb 3PpPEKTUBHOCTL AeATENbHOCTM APXMBa MO YNPABAEHUIO U NPeaoCTaBAeHMUIO
aocTtyna K poHAam B bymaxKHOM M 3/IEKTPOHHOM BUAE.

3. MoBbICMTb ONEPATUBHOCTb 06PabOTKN NOCTYNAOLLMX COLMAbHO-NPABOBbLIX 3aNPOCOB.

4, CHM3UTb HArpy3Ky Ha COTPYOHMKOB 32 CYET aBTOMATU3AUMWU TUMOBbLIX APXMBHbIX
npoueayp.

Taxxe peann3oBanbl IpoekThl B opranax 3AI'C.

JuektpoHHbiii apxuB 3AI'C KajnnuHrpaackoii odactu

3AI'C (ArentctBo) KalMHUHTPAIACKOW OOJACTH SIBJISCTCS WCIOTHUTEIBHBIM OPTraHOM
rOCyIapCTBEHHOW BJIACTHU, OCYIIECTBISIOMMM (DYHKIMHM OpraHu3alud JACSTeIbHOCTH IO
rOCy/IapCTBEHHOW  PETUCTPAllUd  aKTOB  TPAXKJAHCKOIO  COCTOSIHUSL HA  TEPPUTOpUU
Kanununrpaackoir obnactu, crienpanbHble (YHKIMU B YCTAHOBJICHHON cepe NesaTelbHOCTH U
KOOPJAMHUPYIOIIUM JesiTesnbHOCTh 25 otaenoB 3AI'C ropona KanuHuHrpaa 1 MyHUIMIAIbHBIX
oOpasoBaHuii 00IaCTH.

C momenTa obpazoBanus Kanununrpanackoit odnactu (KO) B 1946 rony apxuBbl OpraHoB

3AI'C Hakonuimu 6osee 9000 aKTOBBIX KHUT, IPH 3TOM B YYETHYIO CUCTEMY BHECEHbI CBEACHUS
00 aKTax rpa’KJaHCKOr0 COCTOSIHMSI HauMHas ¢ MOMeHTa e€ BHeapeHus — B 2004 roay. 3anucu ¢
1946 o 2003 roas! (okoJI0 2 MIIH. 3aMuceil) MpeACTaBIeHbI TOJIbKO B OyMakHOM BUJIE.
C uenplo aBTOMaTH3allMd OCHOBHOM JesaTenbHOCTH AreHTcTBa M oTaenoB 3AI'C, mepexona Ha
OKa3aHHE TOCYJapCTBEHHBIX YCIIYT B 3JIEKTPOHHOM BHJIE, @ TAK)KE JUISl MIOBBIIIEHUS COXPAaHHOCTH
JIOKYMEHTOB Ha OyMakHbIX HoOcuTensax, lIpaBurensctBom KanmuuHrpanackoit obmactu ObLI0
OPUHATO pemieHne 00 ouuppoBKe JOKYMEHTAIbHOTO (OHJA IO PErucTpalud aKToOB
TPaKIAHCKOTO COCTOSIHUS M CO3JaHUIO €IMHON MOMCKOBO-CITPABOYHON CUCTEMBI « DJIEKTPOHHBIM
apxuB 3AI'C» Kanununrpaackoi o6nacT.

Pemenune. Ha nepBom stane B 3AI'C (ArenrtctBe) Kanununrpanackoit oOiactu ObLI
pasBepHYT MpPOrpaMMHBII KOMIUIEKC B BHJI€ MakKeTa CUCTeMbl M C(OpPMUPOBAH TECTOBBII
AJIEKTPOHHBIA WH(DOpPMAIIMOHHBIN pecypc B o0beme 20 Thic. 3anuceid. B kaxaom otaene 3AI'C
KO HacTpoeHO KIIMEHTCKOE MPUIIOKEHHE I YIaJIEHHOIO JOCTYIA K AJIEKTPOHHOMY apXUBY.

Jlia opraHu3anMy 3J€KTPOHHOTO apXuBa ObUIO pemieHo ucnoib3oBaTh ECM-cucremy
CAIIEPUOH. CAIIEPMOH otHocutcs k cucreMam kiacca ECM, mpeaHa3Hauy€HHBIM st
OpraHu3alliil W YIPaBJICHUSA OHIIEKTPOHHBIMH pecypcamH 000 CIOXHOCTH, U oOiajgaer
HAaOOpPOM BCTPOEHHBIX (PYHKLIHOHAJIBHBIX BO3MOXHOCTEH, HEOOXOAUMBIX NIl OpraHu3aiun DA
3ATC:

1. XpaHeHWe JOKYMEHTOB B BUAE 3aKOAMPOBAHHOrO MeTadaiina, He JONyCcKaloLLero
dparmeHTapHOro KOMMPOBAHUA U HEPETITAMEHTUPOBAHHOTO NPOCMOTPa MHGOPMaLLMK;

2. pasrpaHMyeHne JOCTyNa K XpaHUMbIM AOKYMEHTaM Ha YPOBHE rpynn, ponei
nonb3oBaTeneil U OTAENbHbIX NO/b30BaTeNEeN;

3. ONepaTUBHbIV MOUCK XPAHALLMUXCA B CUCTEME AOKYMEHTOB, C BO3SMOMXHOCTbIO
dopmMMpPOBaHMA NPOU3BO/IBbHBIX MOABOPOK CBEAEHMIN 06 aKTOBbIX 3aMMCAX UM 3/IEKTPOHHBIX KOMUIA
[LOKYMEHTOB MO K/II04YEBbIM NapameTpam;

4, BO3MOKHOCTb MHTErpaL MmN AN JOCTYNa K 3/1EKTPOHHbBIM KOMMSAM aKTOBbIX 3anmcel
HenocpeAcTBEHHO U3 MHTepdelica y4eTHOM cUcTeMbI;
5. NpAMOe ynpaB/ieHne CKaHWpPYoLWMM 060pyA0BaHNEM 418 aBTOMATUYECKOTO

HaNoO/IHEHMA XPAHWU/MLLLA 3/TEKTPOHHbBIMM KOMUAMW AOKYMEHTOB, NOCTYMNAOLLMMM C Y4acTKOB
oundpoBKu;
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noaACp:KKa BCPCUOHHOCTH, KOrJa IIPpU HU3MCHCHUHM JOKYMCHTA HWJIM JaHHBIX OHH HC
NEPE3anrChIBaOTCA, a COXpPaHACTCA UX OUEpCaHas BEPCHUsL.

InexTposnsii apxne JAIC
Corpyapmcn INAP: o  Mudopuawsonmusi
pecypc otaena 3AIC N v

fypaescroro paiiona N
S )

HecTrwn BrOAHOR KOKTPOMS

Pacwwera

o0

pemmamenT pabor
~— Crasuposaiats pacwTux | (VKPRURI o S

Yes M CIMTIX AOKYMONTOR ‘.’

o Obpaborra obpasce u &

BLXOANON KONTPONL

o

NpotToxonmposanne  © (kzcmrpu Jarayamom m

BCeX QS ACTRA o Mepenner n soiepar & ) o Maccus 2necTpOMMsIX
8 07380 3AIC &" ’ oBpaI08 KA HOCHTENRX

A

Orgenw JAIC:

o Orbop » ynaxosxa
AXTOBLX KHr
o COCTannesme peectpa 25 Otgencs 3ATCr. KanunnuKrpaga u MyHnumnanskbix oSpasosanmit KO

o Nepegavano axry
OTRETCTBEMNOMY
cotpysy INAP

Ha BTOpOIi 3Tane B COOTBETCTBUM ¢ 1ie/IeBOM mporpamMmoil «Pa3Butue nHpopManmoHHOrO
obmecrBa B Kammaunrpazackoit obmactu wa 2011-2014 roxmpi», 6o pemeno B 2012 romy
MPOBECTH CKaHHpPOBAaHME BCero oObeMa akTOBbIX 3amucedt 3a 1946-2003 roabl u
MPOMHAEKCUPOBATh (CO3/1aTh JJIEKTPOHHBIE KAapTOUKHU) TecTOBbIM MaccuB otaena 3AIC
['ypbeBCKOro MyHUIIMIIAIIBHOTO palioHa.

Jis moaoOHBIX 3amuceil ObUIO PEIIEHO BOCIHOJIB30BAThCS BCTPOCHHBIM B CHUCTEMY
CAIIEPMOH wmexaHu3MOM BEPCHOHHOCTH, KOIZIa OJHOM aKTOBOM 3allMCH CTAaBUTCS B
COOTBETCTBUE HECKOJIBKO BEPCUHM YYETHOM KapTOUYKH, C BO3MOXKHOCTb IOHCKA MO KaKIOH U3
HUX OJHOBpeMeHHO. [lomydyeHHbI HMH(OPMAIMOHHBIN pecypc, COCTOALINM M3 3JIEKTPOHHBIX
00pa30B JOKYMEHTOB M CTPOTO COOTBETCTBYIOIIMX MM YUYETHBIX KapTOUEK, 3arpyXeH B MakKeT
MIOMCKOBO-CIPAaBOYHON crcTeMbl «DneKTpoHHbIH apxuB 3AI'Cy» Kanununrpaackoit odnactu.

Ha tpersem nstame, B 2013 roay, Havamace pabora 1o (OPMHUPOBAHUIO E€AUHOTO
uHpopmanmonHoro pecypca 3AI'C (ArentcrBa) Kanununrpaackoi o6mactu. [locne Toro kak
equnblil pecypc 3AI'C KO Oyner chopMUpOBaH U 3arpy’Ke€H B CUCTEMY, «DJIEKTPOHHBIN apXuB
3AI'C» KO Oyzner mepeBelieH B CTaJMIO0 MPOMBIIUIEHHONW SKCIUTyaTallud, U CMOXET B MOJHOMN
Mepe peau3oBaTh CBOE IMpenHa3HaueHue. Kpome Toro, B pamMkax TpeThero sramna IIaHUupyeTCs
poBecTH MHTerpanuio IJnekTpoHHoro apxuBa ¢ MAMC 3AI'C Bo Bcex TeppUTOpPHAIBHBIX
otnenax 3AI'C KO myst 6ombiiero y1o06cTBa UCTIOIB30BAHUS U COKPAIICHHS BPEMEHH Ha TIOMCK
TpedyeMoii HHpopMaluu.

Pesynbrarel. Kanununrpanckas oOnacTh craja MEpBbIM PErHOHOM, PEAN30BABIINM
IPOEKT IO MEPEeBOAY B DJEKTPOHHBIN BHJ BCEro BOCTpeOOBaHHOIO (oHAa 3amuceil 06 akrax
IPaXKAaHCKOTO COCTOSHUS.

OO6nacTp yxe Mmojgy4yusia B 3J€KTPOHHOM BHJE OJMH M3 Haubosiee COIMaIbHO 3HAUUMBIX
JIOKYMEHTHBIX PeCypcoB, a K KoHiry 2013 rona, 6marogapsi u3BJIeYSHUIO 3HAYUMBIX CBEICHUHA 1
HAIOJIHEHUIO CHUCTEMBI 3JIEKTPOHHOTO apXMBa, CMOXKET O0ECIEeUYUTh MOJHOLIEHHBIH Mepexos Ha
npenoctapienre ycayr 3AI'C B 3JEKTpOHHOM BHJ€ U HHTErpupoBarh opranbl 3AI'C B
UHPPACTPYKTYPY MEKBEIOMCTBEHHOTO JIEKTPOHHOT'O B3aUMOICHCTBUSI.

Takum oOpazom, co3manue InexkrporHoro apxuBa 3AI'C KammauHrpanackon oOmacTh
MIO3BOJIMJIO:
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1. co3patb eauMHoe MHPOPMALMOHHOE MPOCTPaAHCTBA AN  BBOAA, XPaHEHUas W
MCNONIb30BaHMUA 3/IEKTPOHHbLIX [AOKYMEHTOB UM CBeAEHMA 06 aKTax rpaxKAaHCKOro COCTOSAHWA
KanuHuHrpaackoit obnacru;

2. COKPaTUTb CPOKM NpPeaocTaBAeHMA YCayr B chepe rocyaapcTBeHHoOM permctpaumnm ArC un
OTPaboTKM MeXBELOMCTBEHHbIX 3aMpoOCOB 33 CYeT MepeBoAa B 3/IEKTPOHHbIM BMA BCEro
BocTpeboBaHHOro ¢oHAA aKTOBbIX 3anucelr M obecnevyeHUss ONepPaTUBHOIO pPEeraMeHTUPOBaHHOIO
[OoCTyna  COTPYAHMKOB  TeppuTOpuanbHbiX oTaenoB wu  AreHtctea 3AlC K nosayvyeHHoOmy
MHGOPMALMOHHOMY pecypcy;

3. obecneynTb CUCTEMATMU3ALMIO U AOFOBPEMEHHOE XPAaHEHME 31EKTPOHHbIX AOKYMEHTOB
N AaHHbIX;
4, MWHMMM3MPOBATL YNCIO 3aMPOCOB K BymMaKHOMY apXuBy M CHU3WUTb TakKMM 06pasom

PUCKKN nopyn wn yTpatbl 6YMa)-KHbIX AOOKYMEHTOB, 3a CYeT MUucCcnosb3oBaHMA U 06paLLI,EHVIF|
npenmyLecTtBEHHO K 31IEKTPOHHbLIM o6pa3aM AdKTOBbIX 3anmcel7|;

5. NOBbICUTb YPOBEHb KOHTPONA WU ayauTa KaK BHYTDEHHeﬁ AeATENIbHOCTU, TaK WU
npeanocrtasaeHnA rocyaapcCTBEHHbIX ycnyr n MeXBegJoMCTBEHHOTO B3aMMO,ﬂ,eﬁCTBMH, n
MUHUMUN3NPOBATLb, TaKMM o6pa30M, PUCKN HEWUCNONHEHUA 3aNpPoCOB TrpaxXdaH ¢ opraHmsau,Mﬁ B
YCTaHOB/IEHHbIE CPOKM.

Enunasn HH(OPMALOHHO-TIONCKOBasA cucremMa roCy/1apCTBEeHHBIX U
MYHUIUNIAJTbHBIX apxXuBoB fImasio-Henenkoro asronomuoro oxkpyra (AHAQO)

Pa3Bute  uH@oOpmamMoHHOro  ofmiecTBa M MEpPeXoJ ~ Ha  IPEAOCTaBICHUE
rOCYJapCTBEHHbIX YCIYyr B 3JEKTPOHHOM BHJE MOTPeOOBalM BKIIOYEHUS aAPXUBHBIX
YUpPEXKJIEHUN B HMHQPPACTPYKTYpy PErHOHANbHBIX 3JIEKTPOHHBIX IpaBuTeNbCcTB. HapaBHe c
rOCyJapCTBEHHBIMM  apXuUBaMH, O0OJaJalolMMU  OOJIBIIMMU MacCUBaMH  HMCTOPHYECKUX,
COLIMAJIBHO 3HAYMMBIX JTOKYMEHTOB M JOKYMEHTOB IO JUYHOMY COCTaBY, 0CO0O€ BHHMaHUE
yIeNnseTcss MyHULUIIAIbHBIM apXUBaM, XpaHALIMM B CBOMX ()OHJAX JOKYMEHTHI 110 OCHOBHOM
JESTEIIbHOCTH OpPraHOB MYHHMIIMIAJbHOM BJAacTH, CyAE€OHBIX OpPraHoOB, OOIECTBEHHBIX
OpraHM3alyil, POMBIIUIEHHBIX, CEIbCKOXO3SMCTBEHHBIX U MHBIX NPEANPHUITHH, B TOM 4YHUCIIE
BOCTPEOOBAaHHBIE PABOYCTAaHABIMBAIOIINE JOKYMEHTHl MyHUIUIAIIUTETOB.

Ceronna Hanbonee >(QQPEKTHBHBIM MOJIXOAOM K aBTOMAaTHU3allUU SIBIISETCS CO3JIaHHE
€AMHOM, IEHTPAIU30BAHHON CHCTEMbI YIpPABJICHUS apXWBHOM JAEATEIbHOCTHIO Ha YpPOBHE
cyobekra PO. YkazaHHas cuctema J0JKHA 00J1aaTh BceM HEOOXOAMMBIM (DYHKIIMOHAIOM IO
aBTOMATHU3allMM ApXMBHOM AESITEIbHOCTH U BO3MOYKHOCTbIO TMOKON HACTPOMKH JJIsi pELIeHUS
VHAVBUAYAJIBHBIX 33/1a4 Ka)KJI0Or0 apXUBHOTO YUPEKICHUS.

Jlisa noBblieHUS! 3(P(GEKTUBHOCTH TMPOIIECCOB OCHOBHBIX HAIpPaBIIEHUH AEATEIbHOCTU
TFOCYIapCTBEHHBIX M MYHHUIMNAJIBHBIX AapXWBOB, a TAaKXE IIEpPEeXoJa Ha IPEAOCTaBICHUE
apXUBHBIX YyCIyr B 3JEKTpOHHOM BHJe, [IpaButenbctBoM SIMmano-Henenkoro aBTOHOMHOIO
OKpyra ObUIO NPHUHATO PEUICHHE O CO3/JaHUM €AMHOM HH(POPMALMOHHO-TIOMCKOBOM CHCTEMBI
(EUIIC), obbenunstomeii B cBoeM koHType Cnyx0y mo nenaMm apxuBoB, ['ocynapcTBEHHBIN
apxuB (I'A) u apxuBbsl MyHUIIUTIATBLHBIX 00pa3oBanuii IHAO.

Pemenne

1.Ha nmepBom 3Tare nocTpoeHusi eIuHoN cuctemsl ¢ nomoibio moayied AUC DJIAP-
ApxuB ObUIM aBTOMAaTU3UpOBaHbI NepBoodepennble GpyHkuun CiyxObl MO JeramM apXuBOB U
['ocynapcrBennoro apxuBa SHAO 1no ynpaBieHUIO apXUBHOU JESITEIbHOCTHIO, YUeTy (POHI0B 1
00CITy’)KHUBaHUIO TOJIb30BaTENEH B YUTATIBHBIX 3aJIaX.

Jlis  BBIBEEHUS CHCTEMbl B CTAQUI0 ONBITHOM OKCIUlyatauud B He€ ObUn
UMIIOPTUPOBAHbl YUETHO-apXMBHbIE NaHHbIE U3 Beayeiics B ['A SIHAO obmeotpacieBoit b/1
«ApxuBHBIA (POHII», a TAKKE 3arpyX,eH MEepBOOUYEPEAHON MH(POPMAIIMOHHBIN PeCypc B COCTaBe
340 apxuBHBIX A€, npenocraBieHHbI Ciry>x00i 1O Jes1aM apXuBOB.

2. B 2012 romy moacucrema I'ocymapctBenHoro apxuBa SIHAO Obpuna pomonHeHa
MOJlyJIEM aBTOMAaTHU3allMM y4eTa IpUEeMa U MCIOJHEHUS 3allpoCOB M MOAYJIEM B3aUMOJEHCTBUS
EUIIC ¢ TIK «ApxuBHbIi (DOHI», peamu3ylomKuM IBYXCTOPOHHHN 0OMeH uHdopmarumend mo
pyOpukam, GpoHIaM, OUCSIM U JIETaM.
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bouna BeinonHeHa konBepTauus U 3arpy3ka B EMIIC Bcex Tematnueckux b/, Benymmxcs
B 'A SIHAO. IlapamienbHo ObLIM TPOBEACHBI PabOTHI MO CO3JaHUIO AJICKTPOHHOrO (oHA
MOJIb30BAHUS ITyTeM OIU(POBKH JONOTHUTENBHO 20 apxuBHBIX onuceil U 6onee 1000 apXUBHBIX
nen 3a nepuon ¢ 1887 mo 2000 roxpl, BkItouas 166 0co00 IEHHBIX JEIT.

OTnenbHBIM 3JIEMEHTOM, OOECHEeYMBAIOIIMM IPEIOCTABICHUE apXUBHBIX YCIYr B
3JIEKTPOHHOM BHJIE, cTaja noacucrema «MHTepHeT-nopran». BKiIIOUeHHBIN B €€ COCTaB MOAYJIb
«BupTyanbHbI YWTAIBHBIA 3aJ1» IPEJOCTABIISET II0Jb30BATENIIM BO3MOXXHOCTH IIOMCKA I10
aBromatusupoBanHomy HCA apxuBOB M cocTaBieHus TpeOOBaHMI Ha JOCTYN K apXHUBHBIM
JIOKyMEHTaM IocpecTBOM ceTh HTepHeT.

- B— AUC
CTrpykrypa EUIIC AHAO SNAP-ApXUB
Cnyx6ano genam apxusos m:;“‘y"g‘“‘f:’:‘@":ﬂ“‘\"‘" - s
RHAO ': MOJYyAe 'ONe'u»:»U.l:r'L'-"-Ac(-an AOKyMENTAUNR D

o« Moays «O6vequmenmsit HCA»

Noacucrema « Mureprer-noprans
O+ MOAYAS CBrDTYAALMBIR UNTEABHWA JAAD
O+ MOAYNL CHIMTEDNET-NPUMEMMAR S

[OCYAAPCTBEHHBIN APXHB Nopcucrema FocysapcToennoro apxssa
O+ MOZYAN XDANEWMA, BEOSS UNSODMAUMK W JO0CTYNS
YNICTOK OUEDOIKM K MHQOPMAUNOMMNOMY DRCYPCY
B S O« MORQYAS AAMMMMCTRMPOBIHMMA W I3 LAMTE
c Cranece MW O+ MOAYNS IRTOMITHIILMNN AOATEALMOCTH WHTANLMOO
ana

< MOZYND BIAMMOALACTEMA C BMEWMMMM CHCTEMAMMA

Noacncrema « MynnumnassHeit apxme s
7 MYHHUMNANBHBIX APXHBOB O~ MOZYAM XPINEMUA, BROSA MHOOPMIUMM M J0CTYN K

MM SOPMILUMOMMOMY DECYPCY

7 yeacTHOR 00N M
.‘_L__J?,_O_M-"_ O« MOZYAD FAMMMHCTRVPOBIMWA M 33 LT
4 ’:-: Gase ;.:JA',"D:’" O+« MOZQYAS SRTOMATHIAUMM YNETA NDHEMD
g MENOAMEHMA 3ANPOCOR

O+ MOZYAS ABTOMATIIALIH ACATEALMOCTI WHTINDMOIO
3ana

O« MOAYAS BIdMMOseRcTEvA ¢ NK sADxuaMmiA Sonar

3. OgnoBpemenHo ¢ >TuM B 2012 roay JlemaptrameHT WH()OPMALIMOHHBIX TEXHOJIOTUN U
cBs3u AHAO npuctynui K peann3anuy MpoeKTa Mo aBTOMAaTU3allMd MYHUILIMIAIbHBIX apXUBOB
u moarotoBku ux K BrirodeHuto B EUIIC CnyxObl 1o memaM apXwBOB B COOTBETCTBHH C
MEPONPHUATHSIMHU  1[eeBo  mporpammbl  «Pa3Butue uHpopmanuoHHOro oOmECTBAa U
dbopmupoBanue nekTporHoro npasutenbersa SHAO na 2011-2013 roabpi».

C 1uenpl0 HCKIIOUEHUS 3aTpar, CBSA3aHHBIX C JOpPA0OTKOM  pa3NUYaArOIIUXCS
aBTOMATHU3MPOBAHHBIX CHCTEM, a Takke OOecTledeHuss B IMOCICAYIOIMIEM OJHO3HAYHOU
copmectumoctT ¢ EUIIC, Obulo TpHHATO pelieHue pa3paboTaTh THUIOBYIO TMOJCHUCTEMY
«MynununanbHbeii apxuB» Ha ocHoBe Mmonyined AUMC DJIAP-ApxuB. B coorBeTcTBUM C
TOCY/IapCTBEHHBIM KOHTPAKTOM, pa3paboTaHHAas TOJCHCTEeMa OblJla YCTaHOBJICHA B 7-MH
MYHULIMTIAJIBHBIX apXUBaX U apXHUBHBIX oTHeax MyHununanuteTo AHAO.

Kaxxnprii MyHHIIMDANBHBIA apXWB TIOJYYHUJI CBOIO, ABTOHOMHYIO HH(OPMAITHOHHYIO
CHUCTEMY, MTO3BOJIUBIIYIO CO3/1aBaTh W yHpaBisaTh aBToMaruupoBaHHBIM HCA 1o noxymeHTam
apXMBa, BECTH y4deT IOCTYIUICHUS 3alPOCOB IOJb30BATENIEH M HCHOJHATHh UX B 3JIEKTPOHHOM
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BUJIE, TIOTIOJHATH JIEKTPOHHBINA (DOH[ TOJIB30BAHUS M UCIIOIB30BATh JOKYMEHTHI U3 €r0 COCTaBa,
B TOM UHCJIE PEaTn30BaTh 0OCIYKHBAHUE M0JIb30BATENICH B UNTAIILHOM 3aJI€.

[IpeumymecrBa. IlpumeHeHHE  KOHLENUMHM  LEHTPAIM30BAaHHOM  aBTOMAaTH3ALUU
apXMBHBIX  ydypexJIeHu cyOopekta P® ¢  ucnoigp3oBaHMEM — TUIOBBIX — MOAyJeH
cnenuann3upoBaHHoro nporpammuoro npoaykra AUC DJIAP-ApxuB no3BOJSET MOIYYUTh P
3HAYUMBIX [IPEUMYILIECTB!

a) TOBBICUTH J(PPEKTUBHOCTh jaedrenpbHOocTH CiykObl 1O JellaM  apXUBOB,
['ocyaapCTBEHHBIX M MYHUIMIAIBHBIX APXHMBOB PErMOHA IO YIOBJIETBOPEHMIO MOTpEOHOCTEN
MOJIb30BaTENed B PETPOCHEKTHUBHOM apXWBHOW HH(OpPMANMK, B TOM YHCIE IOCPEICTBOM
aBTOMATHU3aLMK PYTUHHBIX IPOLECCOB U IPOLEAYP apXUBHOM ACATEIbHOCTH;

0) MOBBICUTH KAa4YECTBO NMPEIOCTABISIEMbIX YUPEKICHUSAMU apXUBHOM CIyXKObI yCIyr 3a
CYeT CO3JaHMs M HAlOJIHEHHWS AaBTOMAaTU3MPOBAHHOIO HAy4YHO-CIIPABOYHOIO armmapara IIo0
JIOKYMEHTaM apXUBOB, COKpAILEHUsI CPOKOB MCIIOJIHEHMS OOpaIlleHU I'paX/1laH U OpraHu3alui,
a TaKXKe MPEeJOCTaBICHMUsS TIpakJaHaM BO3MOXKHOCTH JOCTyla K TOCYJapCTBEHHBIM U
MYHULIMIIAJIBHBIM yClIyraM 4epes ceTh HTepHerT;

B) 00ecreynTh BO3MOXKHOCTh LIEHTPAIM30BAHHOTO PA3BUTHUS U MOJEPHU3ALMU CHUCTEMBI
IIPU U3MEHEHUH HOPMAaTUBHOT'O PETYJIUPOBAHUS 1€ATEIbHOCTH;

I) MOBBICUTh 3(P(PEeKTUBHOCTH pabOTBl DKCHEPTHO-NPOBEPOUYHOM KOMHUCCHM U
IIPEIOCTaBUTh BO3MOKHOCTh aBTOMATU3HPOBAHO, B PEKUME PEAIbHOIO BPEMEHU OTCIIEKUBAThH
HoKa3aTeau JesTeIbHOCTH apXUBOB M (POPMUPOBATH OTYETHO-CTATUCTHUYECKYIO TOKYMEHTALUIO
B Pa3JIMYHBIX pPa3pe3ax;

1) o0ecreyuTh COXPaHHOCTh 0CO00 LIEHHBIX, YHUKAIBHBIX U Hanbojee BOCTPeOOBAHHBIX
JOKYMEHTOB 32 CUET U3BSATHS UX U3 000pOTa M CO3aHUs AIIEKTPOHHOTO (JOH/Ia TIOJIH30BAHUS.

Pesynpratel. YcnemmHas peanusanus npoektoB CiyxObl MO JenaM  apXMBOB U
JlenapramenTa nHGOpMaMOHHBIX TexHoJorui 1 cBsizu AHAO no3Bonuna:

B monHOlf Mepe aBTOMAaTH3MpOBATH MPOLIECCHl apXMBHOH JesTenbHOCTH CiryxObl 1O
nenam apxuBoB U ['ocynmapctBenHoro apxuBa SIHAOQO, obOecrieunTs mpenocTaBiICHUE apXHBHBIX
YCIIYT B DJIEKTPOHHOM BHJIE KaK B YacTH HMCIIOJIHEHHUs 3alpOCOB IOJIb30BaTENEN, TaK U B 4aCTU
NpEeIOCTaBIEHUsl JOCTynma K QoHJaM M OOCIy)XHBaHMS T0Jb30BaTeNell MOCPEICTBOM
BHUPTYaJIbHOI'O YUTAIBHOIO 3aJIa.

B nonHoit Mepe aBTomMaTu3npoBath 7 MyHUIIMNAIbHBIX apxuBoB AHAO c npuMmeHeHneM
TUIIOBBIX Monyined nporpammHoro mnpoaykra AUC DJIAP-ApxuB, B TOM 4HCIlIe pealn30BaTh
(G yHKIIMOHAJ UCTIOIHEHHUS 3alIPOCOB U 00CITY>KMBaHMsI 110JIb30BaTeNel B UNTAIBHOM 3alle.

Hanonuute aBromatusupoBanHblii HCA M co3naTe 37€KTpOHHBIM (OHJ MOJIb30BAHUS
['ocynapcTBeHHoro u MmyHununaibHbix apxuBoB IHAO, a Takxe o0ecrnieuyuTh €ro COTpYAHUKOB
IPOTPaMMHBIMU ¥ TEXHUYECKHMHU CPEACTBAMH JIJIsl CAMOCTOATENbHOM OI(PPOBKHU (POHIOB.
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