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JIner akryaauszanuu padoueil mporpaMmbl

Pabouas nmporpamma nepecMoTpeHa, oocyxaeHa u ogodpena st peanmszanuu B 2021 - 2022
y4eOHOM roy Ha 3aceqanuu kageapsl Ileqarornueckoro o0pa3oBaHus U JOKYMEHTOBEICHHUS

[Ipotokom ot 20 . Ne

3aB. kadeapoii C.C. Bennkanosa

Pabouast mporpamMmma repecMoTpeHa, 00CcykaeHa u o100peHa s peanuzamnuu B 2022 - 2023
yueOHOM rofy Ha 3aceqanuu kageapsl Ilenarormueckoro o0pa3oBaHus U JOKYMEHTOBEICHHS

IIpotokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nporpamma nepecmMotpena, o0cyxaeHa u ogoopena s peanuzauuu B 2023 - 2024
y4eOHOM roy Ha 3aceqannu kadeapsr Ilemarormueckoro o0pa3oBaHUs U JOKYMEHTOBEICHUS

[Iporokom ot 20 1. Ne

3aB. kadeapoii C.C. Benukanosa

Pabouas nmporpamma nepecMoTpeHa, o0cyxaeHa u ogodpena st peanmsanuu B 2024 - 2025
y4eOHOM roy Ha 3acenanuu kadeapel Ilemarorumueckoro o0pa3oBaHus U JOKYMEHTOBEICHHSI

IIporokomor 20 . Ne
3aB. kadenpoit C.C. BenukanoBa

Pabouas mporpamma nepecMoTpeHa, 00cyxaeHa u ogoopena st peayimszanuu B 2025 - 2026
yueOHOM rojty Ha 3acenanuu kadeapsl [lemarormueckoro o0Opa3oBaHUs U JOKYMEHTOBEICHHS

IIporokomor 20 1. Ne

3aB. kadenpoit C.C. Bennkanosa




1 Iles1u ocBOCHUS TN CHMILTHHBI (MOYJI51)

LenstMu OCBOEHUS TUCHUIUTMHBI (MOJYJIs1) «APXUBBI IO JIMYHOMY COCTaBY» SIBIISIFOTCS:

paccMOTpeHue BOITPOCOB odopmiteHUS OpraHu3aIMOHHO - KaJIpOBOW,
pacrnopsiAuTeNbHONW, HWH-(POPMALIMOHHO-CIIPABOYHOM JOKYMEHTAallMd M JOKYMEHTAlluu IO
JUYHOMY COCTaBy B TECHOW CBSI3U C U3JOKEHHUEM DPEKOMEHIAIM 1o mepexoay padoThl
KaJIPOBBIX CIYXO OT TPaJIUIUOHHBIX (OPM K COBPEMEHHOI crcTeMe yIpaBiIeHUS IEPCOHAIIOM U
OCHOBaMHU TPYJIOBBIX OTHOIIEHUH paboTomaTtens U pabOTHUKA B COOTBETCTBUU C TPYAOBBIM
KoJiekcoM Poccuiickoit penepanun.

2 MecTo TMCHHMIIMHBI (MO/1YJIsI) B CTPYKTYpe 00pa3oBaTe/bHOil POrpaMMbl

JucuuiuinHa ApXUBBI 1O JITYHOMY COCTaBY BXOJUT B BapHaTHUBHYI 4acTbh y4eOHOTro
r1aHa 00pa30BaTEbHON MPOTPAMMBI.

Js  u3ydeHus  AMCUMIUIMHBL  HEOOXOAMMBI  3HaHMA  (YMEHHUs,  BIAJCHHS),
c(OpMHUPOBAHHBIC B PE3YIIbTATE U3YUCHHS JUCITUTUTUH/ IPAKTUK:

OCHOBBI TOKYMEHTOBEACHUS

JlokyMeHTallMoOHHOE 00€ecIedeHre ToCyJapCTBEHHOT 0 yCTpoiicTBa B PO

OCHOBBI apXUBOBECHUS

Beenenue B mpodeccuto

CoBpeMeHHas OpraHu3alysi rocy1apCTBEHHbIX yupekaeHuil Poccun

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

[IpaBoBeneHue

JlokyMeHTOBEeIEHHE

MopennpoBaHue CUCTEM JOKYMEHTAMN OpraHU3alluN

Kagposas nonutuka

JIOKyMEHTaIlMOHHOE 00ecrieueHue TPYI0BbIX OTHOLIEHU B PD

JlokyMeHTalMoHHOe 00ecredeHne rpakJaHCKUX OTHOLIeHU B PD

JIoKyMeHTallMOHHOE obecrieueHne aIMUHUCTPATUBHBIX OTHOIIEHUH B PD

KanpoBoe nenonponsBoacTBo

NHupopmaninoHHble TEXHOJIOTUH B JOKYMEHTOBEIEHUH U ApXUBHOM JIEjIe

WNudopmanronHoe odecrieyeHne ynpaBieHus

O06paboTkH U 3a1uTa JOKYMEHTUPOBAaHHOW HH(POpMAIUN

WNHupopmaiinoHHbIe pecypchl KaApOBOU CITyKObI

ApxuBOBeIEHUE

3HaHus (YMEHHUs], BIAJEHUs), OJYYEeHHbIE NPU U3YYEHUU NAHHOW TUCIUIUIMHBI OyIyT
HEOOXOUMBI JUISl U3yUeHUS TUCHUILTIH/TIPAKTHK:

IIpon3BocTBEHHAs — IPEIUIUIOMHAs [TPAKTUKA

[ToaroroBka k caade u cadya rocy1apCTBEHHOTO HK3aMEHa

[TonroToBka K 3alUTe U 3aIIKTa BBITYCKHON KBAIM(UKATMOHHON paboThI

I'ocynapcTBeHHbIE, MyHUIIMIIAJIbHBIE U BEJJOMCTBEHHBIE apXUBBI

JIOKyMEHTallMOHHOE ~ O0€ecliedeHHe YINpaBieHHs] Ha MPEANPUATHUAX  PA3ITUUYHBIX
OpraHu3aIMOHHO-TIPABOBBIX (hOpM

Opranu3zanus paboThl ¢ 00paleHUSIMHU TPaXIaH

3 Komnerenuun odyuarouierocs, popMupyemMbie B pe3yJabTaTe 0CBOEHUS

AUCHHUILINHBI (MOAYJIS) ¥ IJIAHUPYEMble Pe3yJIbTAThl 00y4eHHn sl

B pesynbrare OCBOEHHS IUCLMIUIMHBI (MOAYNS) «ApPXUBBI MO JUYHOMY COCTaBY»
oOyuaroImuiicst JoKeH 001a1aTh CIEAYOIIUMU KOMIETEHIIUSAMMU:



CTpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

[Tnanupyemsble pe3yabTaThl 00yUeHHs

[TK-6 crmocoOHOCTHIO aHATTM3UPOBATH CUTYAIUIO HA PHIHKE WH(GOPMAIMOHHBIX MTPOYKTOB U
YCIIYT, aBaTh SKCIIEPTHYIO OLIEHKY COBPEMEHHBIM CHCTEMaM JIEKTPOHHOTO JJOKYMEHTO000pOoTa
Y BEJICHUS JIEKTPOHHOI0 apXH1Ba

3HaTh

(] OCHOBHBIE OIPEICICHUSI U MTOHITHS HH()OPMAIIMOHHBIX MPOTYKTOB U
YCIIYT, SKCHepPTHOM orieHkH, CO ], 2JIeKTpOHHOTO apXuBa ;

[J OCHOBHBIE METO/IbI UCCIIEIOBAHUMN, UCIIOJIB3YEMBIX B YACTH apXHUBOB I10
JUYHOMY COCTaBY;

[J onpezesieHHsi OCHOBHBIX TMOHSATHM B YaCTH JOKYMEHTOB JINYHOTO,
Ha3bIBACT UX CTPYKTYpPHBIE XapaKTEPUCTUKU U CBONUCTBA;

(] OCHOBHBIE TMOHSATHS U MPaBUJIa OPraHU3anuy HHHOPMAITMOHHBIX
MPOAYKTOB U YCIIYT, SKCHEPTHOMU o1leHKH, CO ]I, 3IeKTPOHHOr0 apXuBa ;
(] onpeaesieHnst MPOIECCOB IKCIIEPTHAsS OIIEHKA, MH(POPMAIIMOHHBIX
MIPOJYKTOB U yCIYT;

YmMmern

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

[] 00cyxmath criocoOb! 3PPEeKTUBHOTO pereHus HH(HOPMAITHOHHBIX
IPOAYKTOB U YCIIYT, SKCIepTHas oueHka, CO /I, 31eKTpOHHBIN apXuB;

[] pacrio3HaBath Y3PPEKTUBHOE pelIeHHE OT HeAPPEKTHBHOTO;

] OOBSACHATH (BBISBISATH U CTPOUTH) TUIIMYHBIE MOJICIN MH()OPMAIIMOHHBIX
MPOJYKTOB U YCIYT, 3KCIepTHOU o1leHKH, CD /1, 371eKTpOHHOIO apXuBa;

(] mpUMEHSTH MOJyYeHHbIE 3HaHUS B MPO(ECCUOHANBHOM JesITeIbHOCTH;
WCTIOJIH30BATh MX HA MEXIUCIUITINHAPHOM YPOBHE;

[l npuoOpeTaTh 3HaHMsI B 00J1aCTH TPYAOBOTO U aIMUHUCTPATUBHOI'O [TPABa;
[} KOPPEKTHO BBIPAXKATh U apryMEHTHPOBAHHO 00OCHOBBIBATH MTOJIOKEHUS
IIPEeIMETHOM 007acTH 3HAHMUS.




Bnanets

(] mpakTUYECKMMH HaBBbIKAMU HCIIOJIb30BaHMsI SJIEMEHTOB Ha JPYTUX
JTMCLUUIUIMHAX, HAa 3aHATUAX B ayAUTOPUH U Ha MPAKTHKE;

(] cnocoGamu JEMOHCTpAlMM YMEHUS aHAIU3UPOBATh CUTYALUIO ;

(] MeTo/1aMu IPOBEJEHUS 3KCepTHOU orieHKu, CO /1, 311eKTpOHHOTrO
apxuBa;

(] HaBBIKAMU ¥ METOJUKAMH 0000ICHNS PE3YIbTaTOB PELICHUS,
9KCHEPUMEHTAIbHOM NeATEIbHOCTH;

[] cnocoGamu OIIEHWBAaHUS 3HAYUMOCTH U TPAKTUYECKOH MPUTOTHOCTH
MIOJTyYEHHBIX PE3yJIbTaTOB;

[] BO3MOYKHOCTBIO MEXAUCIUIIMHAPHOTO TPUMEHEHHUS TIOTYYEHHBIX
3HAHUM B YaCTH HKCHEPTHOM orleHKH, COJ] M 3IEeKTPOHHOTO apXUBa;

] OCHOBHBIMHU METOJAMH HUcciaenoBaHus B oomactu COJI, 21eKTpOHHOTO
apx¥Ba U MPaKTUYECKUMHU YMEHHUSAMHU U HaBbIKAMU UX UCIOJIb30BaHUS;

[} OCHOBHBIMH METOJIAaMH PEICHHS 33]1a4 B 00JIACTH ITPOBEACHUS
sKcnepTHOH oleHkd, COJ] M 3IEeKTPOHHOrO apxuBa ;

] mpodeccroHaNIbHBIM SI3BIKOM ITPEIMETHOM 001acTH 3HaHUs OakaaBpa
JTuA;

[J crmocobamu COBEpPILIEHCTBOBaHUS MPOPECCUOHANBHBIX 3HAHUM U yMEHUMN
IIyTeM MCII0JIb30BaHMsI BO3MOKHOCTEH HH(OPMAILIMOHHOM cpelibl,
MH(GOPMAIMOHHBIX POIYKTOB U YCIIYT, dKcrepTHOM onenku, CO/1,
JIEKTPOHHOI'O apXMBa.

ITK-8 criocoOHOCThIO aHATM3UPOBATH IEHHOCTh JOKYMEHTOB C LEJIbI0 UX XPaHEHUS

3HaTL - KpUTEPUH LIEHHOCTU JOKYMEHTA,

YMeThb - KJ1accu(UIMPOBATh JOKYMEHTHI B 3aBUCHMOCTH OT CTETIEHU [EHHOCTH
J0-KyMEHTa

Brnanets -HaBBIKAMHU MTPOBEJICHUS IKCIIEPTU3BI IICHHOCTH JTOKYMEHTA; HaBBIKAMHU

oprann3alvi XpaHCHUA JOKYMCHTOB C YUCTOM CTCIICHU UX ICHHOCTU

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

JIOKyMEHTaM

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

YMerb - IPUMEHUTDH 3HAHUA O IPUHLMIIAX U METOAAX Ul CO3/1aHUs CIIPaBOYHO-
MH(OPMALIMOHHBIX CPEACTB K IOKYMEHTaM

Buianers - HaBBIKOM CO3JJaHMsl CIIPAaBOYHO- MH(POPMALIMOHHBIX CPEJICTB K

JOKYMEHTaM

[IK-21 BnageHneM HaBbIKAMHU COCTABJICHHS OMMUCEN JIEJ, TOATOTOBKH €N K Mepeiaye B apXuB
OpraHu3alvy, TOCYAAPCTBEHHBIN WM MYHULUIIAIBHBIN apXUB

3HaTh - MpaBUJIa KJIacCU(UKALIUK apXUBHBIX JOKYMEHTOB C II€JIbIO COCTaBJICHUS
OIIMCH JIeJI JOKYMEHTOB; IIPABWJIA IIOATOTOBKU JI€] Ui [Iepefadyl B apXuB

YMerb - IPOU3BECTH KJIACCU(PUKALINIO APXUBHBIX JOKYMEHTOB, OOPMUTH OIUCH
JIeJ1 TOKYMEHTOB; ITOATOTOBUTH JOKYMEHTHI JUISl IEPEIaul B apXUB

Bunaners - HaBBIKAMU OpTaHU3aIllMK JOKYMEHTHOM HH(pOpMAaLUU IpH Tepeade

JOKYMEHTOB M3 OPTaHU3allUU B apXUB

[TK-22 criocoOHOCThIO0 MPUHUMATH y4acTHe B pabOTe MO MPOBEACHUIO SKCIIEPTH3BI IIEHHOCTH




3HaTh

- OCHOBHBIC OTallbl, IOPAAOK ITPOBEACHW A SKCIICPTU3BI HEHHOCTH
AOKYMCHTOB B COOTBCTCTBHU C HOPMATUBHBIMH JOKYMCHTAMH

Ymern - pa3rpaHN4ruTbG JOKYMEHTEI IIOCTOAHHOI'O, BDEMCHHOI'O CPOKAa XpaHCHM:I,
noIC)KAUEC YHUYTOKCHUIO
BJIaI[eTB - HaBbIKaMU JOKYMCHTUPOBAHUA IMTPOBCACHUA SKCIICPTHU3bI HCHHOCTU

JOKYMCHTOB

I1K-23 BnaseHrneM HaBbIKaMU y4yeTa U 00eCleYeHUsI COXPAaHHOCTH JOKYMEHTOB B apXHBE

3HaTh - HOPMaTHUBHBIE JJOKYMEHTHI, OTPAKAIOIINE IPUHIIMUIIBI, METOAbI 1 HOPMBI
o0ecreyeHns: COXpaHHOCTH, y4eTa JOKYMEHTOB B apXUBE

Ymerb - IPUMEHUTH Ha MPAKTUKE 3HAHMS O MTpaBUiIaX 00eCcIeYeH sl COXPaHHOCTH,
yueTa IOKyMEHTOB B apXHBE

Brnaners - HaBbIKAMHU y4yeTa U 00ecre4eHusl COXpaHHOCTH JOKYMEHTOB B apXUBE

I1IK-24 BJIAACHUCM HAaBbIKaMU OpPraHu3alii CIIPaBOYHO-IIOUMCKOBLIX CPCACTB U UCIIOJIb30BaAHUS
APXUBHBIX TOKYMCHTOB

3HaThb - IPaBUJIa COCTABJICHUS CIIPABOYHO-IIOMCKOBBIX CPEICTB

YMers - POU3BECTH OTOOP JIUTEPATYPHI, APXUBHBIX IOKYMEHTOB Ha 33JaHHYIO
TEMY; CAMOCTOSITENIHO PaboTaTh ¢ Pa3IMYHBIMU UCTOUHUKAMHU
nHpOpMAaINY; TOHUMAaTh, AHATM3UPOBATH U M3JIaraTh HH(POPMAIIIO

Buaners - HaBBIKOM HCIOJIb30BaHUS U OPraHU3aluu NHPOPMAIIMOHHBIX TEXHOIOTHH

B IOKMCKE WH(OPMALIUH, HCIIOJIB30BAHMUS IPABOBBIX 0a3 JaHHBIX MPU
COCTaBJICHUH OMOIMOTpadUuecKoro U apXuBHOTO 0030pPOB

ITK-27 cmocoOHOCTBIO IIPUHHUMATDH Y4aCTUC B pa60Te 110 IMMPOBCACHUIO OKCIICPTHU3bI HECHHOCTH

JIOKYMEHTOB

3HaTh - OCHOBHBIE 3Tarbl, HOPSIOK MPOBEAEHUS IKCIIEPTU3bI HEHHOCTH
JIOKYMEHTOB B COOTBETCTBHUU C HOPMATHBHBIMU JIOKYMEHTAMU

YMetb - pa3TpaHUYUTh JOKYMEHTHI TOCTOSTHHOTO, BPEMEHHOTO CPOKa XpaHECHHUS,
MOJIEKAITUE YHUUTOKEHHUIO

Bnaners - HaBBIKaMHU JOKYMEHTHUPOBAHUS TTPOBEACHHS YKCIIEPTU3HI IICHHOCTH

JAOKYMCHTOB

[IK-28 BixageHuem

HaBbIKaMHU y4€Ta U oOecreyeHus COXPAaHHOCTH JOKYMCHTOB B apXHBE

3HaTh - HOPMaTHUBHbIE JOKYMEHTBI, OTPaKAIOIINE PUHIIUIIBI, METOABI K HOPMBI
o0ecrnie4yeHns COXpaHHOCTH, Y4eTa JOKYMEHTOB B apXHUBE

Ymerb - IPUMEHUTH Ha MPAKTUKE 3HAHUA O MPAaBUIIaX 00ECTIEYEHUsI COXPAHHOCTH,
ydera JOKYMEHTOB B apXHBE

Brnanets - HaBbIKaMH y4yeTa U 00ecTeyeHHs] COXPaHHOCTH JOKYMEHTOB B apXUBe

JIIK-5 criocoGHOCTHIO K COOMI0IEHUI0 TpeOOBaHM K OpraHu3aIiK KaJIpoBOTO
ACIJIOIMPONU3BOJACTBA U NOKYMCHTUPOBAHUIO TPYAOBBIX 0THOHI€HPII71, XPAaHCHUIO JOKYMECHTOB I10

JIMYHOMY COCTaBy

3HaTh - OCHOBBI pa0OTHI C KaJIpOBOW JOKYMEHTAIIMEH, B TOM Yucie TpeOOBaHUS K
OpraHu3anuy KagpoBOro AEJIONPOU3BOJCTBA U JOKYMEHTUPOBAHUIO
TPYJIOBBIX OTHOLIECHHM, a TaK K€ XPAHEHUIO JOKYMEHTOB M0 JUYHOMY
COCTaBy

YMerb - OpraHu30BaTh KaJpOBOE IEIONPOU3BOACTBO, XPAHEHHUE KaJAPOBON

JOKYMEHTAIlMU ¥ OpraHUu30BaTh COOII0/IeHNE TpeOOBaHNN K OpraHU3aluu
KaJIpOBOI'0 JAEJIONPOU3BOACTBA U JOKYMEHTUPOBAHUIO TPYAOBBIX
OTHOILEHUI, XPaHEHHIO IOKYMEHTOB 110 JINYHOMY COCTaBY




Bnanets

- CIIOCOOHOCTHIO K COOJTIOICHHIO TPEOOBAaHUM K OPTaHHU3aIlMU KaJIpOBOTO
I[eJIOHPOI/I3BOI[CTBa 58 Z[OKYMGHTI/IPOBaHI/IIO TPYI[OBBIX OTHOI.HCHHfI,
XPaHEHHUIO JOKYMEHTOB I10 JIMYHOMY COCTaBY




4. CTpyKTypa, 00b€éM U colepkaHie TUCHUIINHBI (MOLYJI5)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTABISIET 4 3a4eTHBIX enuHull 144 akaa. 4acoB, B TOM

YUCJIC:

— KOHTaKTHas pabora — 8,6 akaj. yacos:

— aynuTopHas — 6 akaJi. 4acos;

— BHeayIuTOpHas — 2,6 akaJi. 4acoB

B (hopMe IPAKTHUIECKOM MOJTOTOBKH -2 Yaca
— caMocTosTenbHast pabora — 126,7 akas. 4acos;
— IMOATOTOBKA K 3K3aMeHy — 8,7 akajl. yaca
®dopma aTTecTaluy - SK3aMEH

AynuropHas ) =
KOHTaKTHas paboTa E 3 ®dopma TeKyILero
Pasnen/ Tema 2 (B axa. vacax) g5 Brn KOHTPOILA Kon
& 5 © | camocTosTenbHOI | ycreBaeMoCTH U
JUCIIUATUTAHBI R [~ . | xommeTenUM
2 £ paboThI TIPOMEKYTOYHOM
Tlex. mab. | mpaxT. zZ'9 arTecTalyy
3aH. 3aH. | O &
1. Pasgen 1 TIOHATHUE
APXHBOB II0 JIMYHOMY
COCTABY 4 ux
HOPMATHBHA
PEI'TTAMEHTAIIU A
Uzyuenue HKS;{,_I;%( 8,
11 Cocras Teﬁl;igl;f;;;) " Tect no pazneny TK-21,
ﬂOKyMeHTVaHHH’ 0,2/0,21 0,2/0,21| 17 H3JI0KEHHOTO B Nelu utorosoro TIK-22,
XpaHUMOW B apxuBax IO CKILISX 1 recra TIK-23,
JUIHOMY COCTaBY i TIK-27,
nI/ITepTaeTMygLI o TIK-28,
JIIIK-5, TIK-24
5
W3zyqenne HKS;{,_I;%( 8,
1.2 HopmaruBnas 06a3a TCOPCTHHICCKOTO TK-21,
(YHKIMOHUPOBaHHS MaTe-pHana, TecT no paznemny MK-22
0,2/0,21 0,2/0,21| 17 H3JI0KEHHOro B | Nel m mToroBoro '
apXuBOB 10 JINYHOMY [K-23,
cocTay JICKIMSAX U TecTa TK-24.
nI/ITepTe;TMng o TK-27.
I1K-28, OIIK-5
Wroro no pazneny 0,4/0,41 0,4/0,41| 34
2. Pasmen 2. OTBOP WU
ODPOPMIJIEHUE JEJI,
COIEPXAIINX
JJOKYMEHTBI 1o
JIMYHOMY COCTABY I
JOJITOBPEMEHHOI'O
XPAHEHU S




I1K-6, I1K-8,

Uzyuenne
TEOPETUYECKOTO TK-10,
Brinmonnenue TIK-21,
2.1 DkcnepTH3a IEHHOCTH MaTepHana, 99
JTOKyMEHTOB TI0 JTMYHOMY 0,2 0,4/0,21| 17 H3JI0’)KECHHOT'O B mp.3.Nel w Tect TK-22,
COCTaBy JIEKIUSAX U paszeny No TIK-23,
SUTEpATYPHI 110 WUTOTOBOTO TecTa 2 [IK-24,
Tene TK-27,
IK-28, ATIK-5
I1K-6, I1K-8,
2.2 Tlepemaua nen Ha Teogzzzzggfforo TIK-10,
JIOJITOBPEMEHHOE MaTepuana Brmonaenne TIK-21,
XpaHCHHE u OTIBIT ’ mp.3.Nel u tect k TK-22,
5 0,2 0,4 17 U3JI0)KEHHOTO B
apxuBoB 1o pabore ¢ JTEKIISX 1 pazneny Ne2 I1K-23,
JIOKYMEHTaMH o SUTEpATYPHI 110 HUTOTOBOI'O TECTa TIK-24,
JMYHOMY COCTaBy oo IK-27,
MK-28, AIIK-5
Nzyuenne HKﬁ%_l;Ig 8,
TEOPETUYECKOTO '
MATEpHATA Brmonnenue TIK-21,
2.3 dopmupoBanue 0.2 o2/ | 17 I/I3J'[0)I<€HHOF(,) s mp.3.Nel u Tect k TIK-22,
JIMYHBIX JIe]l COTPYJHUKOB ! ’ JTEKIISX 1 pazneny No2 TIK-23,
SUTEpATYPHI 110 HUTOTOBOIO TECTa TIK-24,
TEME IIK-27,
MK-28, AIIK-5
Hroro no pazneny 0,6 1/421 | 51
3. Pasmen 3. OIIMCAHMUE,
TIIOUCK nu
NCIIOJIbL3OBAHUE
APXMBOB IO JIMYHOMY
Nzyuenne HKl__é)(’_l;%f 8,
3.1 HayuHo-cripaBOuHbBIi TCOPCTHHICCKOTO Beinonuenue TIK-21,
anmapar K apxuBaM IO 02 02 17 H:ﬁgifgf:g:(’) s mp.3.Ne2 u tect TK-22,
JTUIHOMY cocTaBy. Omuch ' ' [—— paznemy Ne3 TIK-24,
JIeJT 110 JINYHOMY COCTaBYy JHTEpATYpH 110 HTOTOBOr'0 TECTA TIK-27,
TK-28,
reme JITIK-5, TIK-23
Nzyuenne HKl__é)(’_l;%f 8,
TCOPCTHHICCKOTO BeInonHeHue TIK-21,
3.2 Hcnonb3oBanue MaTepHaa, No2 MK-22
apXuBOB 10 JHYHOMY| 5 0,2 1,2 17 wsnoxennoro g | NP oo MTECTK '
COCTaBy JEKLUSIX 1 pasnexy Ne3 TTK-23,
JHTEpATYDH 110 UTOTOBOTO TECTa [1K-24,
Tere TK-27,
ITK-28, OI1K-5
Nzyuenne HKI__[%_T(I; 8,
TCOPCTHICCKOTO BeimnonHeHue TIK-21,
3.3 DNeKTpOHHBIC aPXUBBI 0.6 121 | 77 Hiig:;i?r% s mp.3.Ne2 u Tect TK-22,
0 INYHOMY COCTaBY [RE— pazmemy Ne3 TIK-23,
JHTEpaTYpH 110 UTOTOBOTO TECTa [1K-24,
Tere TK-27,
ITK-28, OI1K-5
Uroro no pazaeny 1 2,6/11 | 41,7

4. KoHTpoib
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Bremonaenne

o I1K-6, I1K-8,
Uzyuenne KOHTPOJIBHOMN MK-10
TEOPETHUYECKOr0 |paboThbl, UTOTOBOTO K-2 1’
Mare-puana, TecTa U BCeX '
N [K-22,
4.1 KoHTpoIb 3HAHUI 5 M3JI0KCHHOTO B | MPOMEKYTOUHBIX IK-23
JICKIHAX U pabor '
[IK-24,
quteparypbl o | IIpomexyTouHas [IK-27
Teme aTTecTanus - [1K-28, JITTK-5
OK3aMeH
Uroro mo pazneny
HUroro 3a cemectp 2/0,41 4/5,611 |126,7 JK3aMeH
IK-6,I1K-
8,ITK-10,I1K-
21,ITIK-22,T1K-
HTOro 1mo QJUCIUILIMHE 2/0,4 1 4/5,611 |126,7 JK3aMeH 23 TIK-27.T1K-
28, ITK-5,TTK
-24
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5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

1. TpapuuuonHsle 00pa30BaTeNbHbIE TEXHOJOIMM OPUEHTHPYIOTCS Ha OpraHHU3aluio
00pa30BaTeNbHOTO  IIpOLlEecCa, MPEANOJAralllyl0 MpPsAMYH TPaHCISALUI 3HAHUM  OT
IIpenoaaBaTeis K CTyIeHTY

@®opmbl y4eOHBIX 3aHATHI C UCTIOIB30BAHUEM TPAAUIIMOHHBIX TEXHOJIOTHIL:

WNudopmannoHHas JeKIust

CemuHap

IIpakTnueckoe 3aHsTHE, MOCBSIICHHOE OCBOCHUIO KOHKPETHBIX YMEHHUH M HABBIKOB IIO
IIPEMIOKEHHOMY JITOPUTMY.

2. TexHonoruu npo6JIeMHOTO 00YICHHUS.

®opmbl y4eOHBIX 3aHATHI C UCTIOIB30BAHUEM TEXHOJIOTHIA MMPOOIEMHOTO 00ydeHUS:

[TpobnemMHuas nexus

Jlexuus «BaBoeM» (OMHapHAas JIEKIIMS)

IIpakTryeckoe 3anaTue B popMe MpakTUKyMa .

[IpakTrueckoe 3aHATHE Ha OCHOBE Keiic-Merona. Keichl 0a3upyloTcs Ha pealbHOM
(dakTHUECKOM MaTepuase Win e NPUOIMKEHbI K peaJbHON CUTYaI|H.

3. UrpoBble TEXHOJIOrHM — OpraHu3alys 00pa30BaTEIBHOTO MpOoIlecca, OCHOBaHHAs Ha
PEKOHCTPYKIIMM MOJIEJICH TOBEICHUS B paMKax IIPEUI0KEHHBIX CLIEHAPHBIX YCIOBUH.

®opmbl y4eOHBIX 3aHATHI C UCTIOIB30BAHUEM UTPOBBIX TEXHOJIOTHI:

YyeOnas urpa.

[enosas urpa.

Ponesas urpa .

4. TexHOJIOTUH IPOEKTHOI'O O0YUYEHHUSI.

OCHOBHBIE TUIIBI IPOEKTOB!

HccnenoBaTenbCKkuid IpOEKT

TBOpUYECKUI1 TPOEKT.

NHupopmaninoHHBIN POEKT.

5. HTepakTUBHBIE TEXHOJOTUU — OpPraHu3alys 00pa30BaTENbHOIO IMpoliecca, KOTopas
IpeIoiaracT akTUBHOE U HEJIMHENHOE B3aUMO/IEHCTBUE BCEX YUACTHUKOB, JTIOCTH)KEHHE HA ITON
OCHOBE JIMYHOCTHO- 3HAUYMMOIO /s HUX oOpa3oBarenbHOro pesyiapTata. Hapsay co
CHEIUAIN3UPOBAaHHBIMUA  TEXHOJOTMSAMM  TakOro  poJa  INPUHLUIN  HUHTEPAKTUBHOCTH
IPOCJIEKUBAETC B OOJIBIIMHCTBE  COBPEMEHHBIX  00pa30BaTENbHBIX  TEXHOJIOTHH.
WHTEpakTHBHOCTH MOAPA3yMEBAET CYOBEKT-CyOBEKTHBIE OTHOLLIECHHS B X0€ 00pa30oBaTeIbHOIO
npolecca 1, Kak cieicTsre, GopMHpoBaHHE caMOpa3BUBaroLIEiics HHPOPMAIIMOHHO-PECYPCHOM
Cpenbl.

@®opMbl yueOHBIX 3aHATHI C HMCIOJB30BAaHUEM CHENMATU3UPOBAHHBIX WHTEPAKTHUBHBIX
TEXHOJIOTH:

Jlexumst «<0OpaTHOM CBSI3U» — JICKIIUAS—TIPOBOKAIIUS

CeMuHap-nuckyccus

6. MadopMaimoHHO-KOMMYHHUKAIIMOHHBIE 00pa30BaTeIbHbIE TEXHOJIOTHH !

Jlexuus-Bu3yanusanusi — HW3JI0KEHUE COJEP)KaHUs CONPOBOXKIAETCS Ipe3eHTaluen
(eMoHcCTpaleil yueOHbIX MaTepHaoB, MPEJICTABICHHBIX B Pa3IMYHBIX 3HAKOBBIX CUCTEMAX, B
T.4. WUTIOCTPATUBHBIX, IPaUUECKUX, ayH0- U BUIEOMATEPHAIIOB).

[IpakTudeckoe 3aHsATHE B POpME IPE3EHTALIUH.

Yar-3ansaTHS.

Be6-3ansTusi.

Tenexondepenunu.

«IIpakTuueckue/ 1a00paTOPHBIC 3aHATHS MPOBOAATCS B (hOpME IMPAKTHICCKOU ITOJTOTOBKH B YCIIOBHUSX
BBITIOJTHCHU S 06y‘-IaIOH_II/IMI/IC}I BUIOB pa60T, CBs3aHHBIX C 6y).'[yH.I€I>i HpO(l)eCCHOHaJ'II:HOfI JACATCIIBHOCTBIO U
HaIllpaBJICHHLIX Ha (l)OpMI/IpOBaHI/IC, 3aKpCIIJICHUC, PA3BUTUC MMPAKTUICCKUX HABBIKOB 1 KOMHGTCHI_II/Iﬁ 110
pod IO 00Pa30BATEIIBEHON IPOTPAMMED).
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6 YueOHO-MeTOAUYECKOE 00eciedeHHe CAMOCTOSITeJIbHOI PadoThl 00y4aroIIMXCst
[TpencraBneno B mpuioxeHun 1.

7 OueHoYHbIE CPeCTBA JISA MPOBeIeHUs POMEKYTOUYHOM aTTecTaluu
[IpencraBieHbl B IPUIOKEHUH 2.

8 VYueOHo-MeTOnMUYecKOe H HH(POPMANMOHHOE oO0ecneyeHHe JIUCHHUILIMHBI
a) OcHoBHas TUTEpaTypa:
1. [TonoB, A. B. ApxuBoBenenue. 3apyOexHas pOCCHKA . YUeOHUK i OakajaBpuara u

maructpatypsl / A. B. IlomoB. — MockBa : M3nmarensctBo Opaiit, 2019. — 168 c. —
(bakanap u maructp. Moayns). — ISBN 978-5-534-06009-6. — Tekcr : anekrponnsiii // DBC
IOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/441487 (mata oOpaiicHuS:

25.09.2020). - 3aru. ¢ akpaHa.

2. Packun, /1. . ApxuBoBeeHue : yueOHUK JUTs akagemudeckoro Oakanaspuata / /1. U.
Packun, A. P. CokonoB. — Mocksa : UznatensctBo FOpaiit, 2019. — 383 ¢. — (bakanasp.
Axanemuueckuii kypc). — ISBN 978-5-534-00870-8. — Tekcer : anekrponnsiii // DBC IOpaiit
[caiir]. — URL.: https://www.biblio-online.ru/bcode/432131 (nata obpamienus: 25.09.2020). —
3ari. ¢ 3KkpaHa

3. Packun, JI. 1. Meronuka M mpakTHKa apXWBOBEACHHs . YYEOHUK IJIsI CPETHEro
npodec-cuonanbHoro oopasosanus / 1. U. Packun, A. P. CokonoB. — Mocksa : M31atenscTBO
IOpaiit, 2019. — 339 ¢. — (Ilpodeccronansuoe oopazoanue). — ISBN 978-5-534-02419-7.
— Tekct : AIEKTPOHHBIN I OBC Opaiit [caiiT]. — URL:
https://www.biblio-online.ru/bcode/438495 (mata obpamienus: 25.09.2020).— 3ari. ¢ sxpaHa

4.Benukanosa, C. C. ApXHBBI 110 JINYHOMY COCTaBY . y4eOHO-METOUUECKOE mocooue /
C. C. BenukanoBa ; MITY. - Maruutoropck : MI'TY, 2018. - 1 a1eKTpoH. ONT. JHCK
(CD-ROM). - 3ari. c THTYJL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3518.pdf&show=dcatalogues/1/15
14334/3518.pdf&view=true (mara oOpamenus: 25.09.2020). - MakpooObekT. - Tekcr :
anekTpoHHbIH. - ISBN 978-5-9967-1154-3. - CBenenus noctynHsl Takke Ha CD-ROM.

5.Benukanoga, C. C. KagpoBoe 1e10npou3BoJCTBO U ApXUBBI IOKYMEHTOB 10 JTUYHOMY
cocTaBy: MpakTHKyMm : mpakTukyMm [ams By3oB] / C. C. BenukanoBa, M. B. Kamyb6a ;
Marunurtoropckuii roc. rexunueckuii yH-T uM. I'. . Hocosa. - Marautoropck : MI'TY nm. I'. W.
HocoBa, 2020. - 1 CD-ROM. - 3arn. ¢ turyn. oskpaHa. - URL
https://magtu.informsystema.ru/uploader/fileUpload?name=4126.pdf&show=dcatalogues/1/15
35271/4126.pdf&view=true (mara oOpamenus: 25.09.2020). - MakpooObekT. - Tekcrt :
AIIEKTPOHHBIN. - CBefeHus noctynHel Takke Ha CD-ROM.

0) lonoJiHMTE ILHASA JIUTEpaTypa:
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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

1.ITomog, A. B. ApxuBoBenenue. 3apy0exHasi poCcCHKa : y4eOHUK I OakanaBpuara u
maructpatypsl / A. B. ITomos. — M. : UzgarensctBo FOpaiit, 2018. — 168 ¢. — (Cepus :
baka-naBp u wmaructp. Monynbe.). — ISBN 978-5-534-06009-6. — Pexum mocryna :
www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B0O8SFAF3.

2. Jloponuna, JI. A. OpraHu3zanusi U TEXHOJOTHS JOKYMEHTAIIMOHHOTO O0OeCredeHUs
yIpaBJICHUS | YUeOHHUK M TPAKTHKYM I akageMudeckoro 6akanaspuata / JI. A. Jloponuna, B.
C. UputukoBa. — M. : UznmarensctBo IOpaiit, 2018. — 233 c¢. — (Cepus : baxanasp.
Axkagemu-yeckui  kypc). — ISBN  978-5-534-04568-0. — Pexum gocrymna
www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFACOCID .

3.0praHu3ainoHHOe W TMpaBOBOe oOecrieueHre WHPOPMALMOHHON OE30MacHOCTH !
yue0-uuk u npakrukyMm it CI1O / T. A. TlonsikoBa, A. A. Crpenbuos, C. I'. UyOykosa, B. A.
Huecos ; otB. pen. T. A. ITonskosa, A. A. CtpenbiioB. — M. : U3natensctBo FOpaiit, 2018. —
325 ¢. — (Cepus : IIpodeccuonanpaoe oopazosanne). — ISBN 978-5-534-00843-2. — Pexum
nocryna : Www.biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897 .

4. Makaposa A. K. ApxuBoBenenue [Dnektponnslii pecype] / Makaposa A. K.;

MI'TY. - Marautoropck : [M3mgarensctBo MI'TVY], 2015. - 146 c. - bubauorp.: c. 142-146. -
Pexum JIOC-TyTIA:
https://magtu.informsystema.ru/uploader/fileUpload?name=3435.pdf&show=dcatalogues/1/1209
678/3435.pdf&view=true . - MakpooosekT. - ISBN 978-5-9967-0676-1.

5. Hokymentsl u3 apxuBa MMUNJ] T'epmanmmu 1937—1938 romoB — MockBa
Wznarensct-Bo FOpaiit, 2019. — 192 ¢. — (AnTonorus meicin). — ISBN 978-5-534-09314-8. —
Tekcer : anexrponnsiii // DBC HOpaiit [caiit]. — URL: https://www.biblio-online.ru/bcode/427616
(mata obpamenus:25.09.2020).

6. CamoxBacos, J[.51. LleHTpanu3anus rocyAapcTBEHHBIX apXxMBOB 3amajgHoi EBpomnsl B
CBS3U C apxuBHOH pedopmoit B Poccuu : snekrponnas penpoaykuus / CamokBacos J[.51. :
W3z na-renbckue apxusbl, 1899. — 211 ¢. — URL: https://book.ru/book/913461 (nata oOparieHwus:
25.09.2020). — TeKcT : 2NeKTPOHHBII.

B) MeToauyeckue ykazaHus:
[Tpunoxenue 3

r) IIlporpammHuoe ob6ecnieuenune u MHTEpHET-pecypehI:

IIporpamMmmHoe oGecrieueHue

Haumenosanue [10 Ne norosopa Cpox neticTaus

JIMIIEH3UN

MS Windaws 7 J1-1227-18 ot 08.10.2018 11.10.2021

Professional(sist kimaccoB)

MS Windows 7Professional | 75717 1 27.06.2017 27.07.2018

(17151 KITaccoB)

MS Office 2007 Professional [Ne 135 ot 17.09.2007 OeccpouHo

7Zip cB00OTHO pacnpocTpansemoe [10 0OECCPOIHO

FAR Manager cB000JTHO pacnpocTpansemoe [10 0OECCPOYHO

IIpodeccnonanbHble 0a3bl JaHHBIX M MH(MOPMAIHOHHBIE CIPABOYHbIE CHCTEMbI
| HasBanue kypca | CchlIKa
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http://www.biblio-online.ru/book/1BDF5ED0-18D1-4339-A8C0-DC101B08FAF3
http://www.biblio-online.ru/book/19DADB52-959C-40DA-B18F-C955EFAC0C1D
http://www.biblio-online.ru/book/054509D0-1E35-4080-9E86-19742B336897
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

DneKkTpoHHas 0a3a NEPHOIUYECKUX HW3IaHHUM
East View Information Services, OO0 «MUIBHUC»

https://dlib.eastview.com/

Hanuonanbnas
WH(pOpPMAIMOHHO-aHAIUTUYECKAsE CHUCTEMa —
Poccuiickuii MHACKC HAYYHOI'O IIMTHPOBAHMUS

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

[Touckosas cuctema Axanemus Google (Google
Scholar)

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

Nudopmannonnas cucrema - EnnHoe OKHO
JIOCTYIa K HH(GOPMAIIMOHHBIM pecypcam

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

ApXUB HayyHBIX KypHaioB «HamumoHanbHbIN
AIIEKTPOHHO-UH(POPMAITUOHHBIN  KOHIIOPIILYM)
(HIT HOUKOH)

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

MesxTyHapoiHas pedepaTruBHas u
MOJTHOTEKCTOBAsE CIpaBo4yHas 0asza JaHHBIX
Hay4yHbIX u3ganuii «Springer Naturey

https://www.nature.com/siteindex

MesxynaponHas 6a3a CpaBOYHBIX M3AaHUMN IO
BCEM oTpacisM 3Hanuii SpringerReference

http://www.springer.com/references

Me)K HapoOJHas KOJIJICKIIUA Ha HBIX -

AyHapoZ 1l YAHBIX || in: [/www.springerprotocols.com/
IIPOTOKOJIOB IIO pa3IMYHBIM OTpaCIsAM 3HAHUU
MexnyHapoanas Oaza OJIHOTEKCTOBBIX . .

AYHApOIH http://link.springer.com/
»KypHaioB Springer Journals
Me>1< HapoJHas c(pecparTuBHaiA n

AYHApOLL pedep http://scopus.com
ITOJTHOTCKCTOBAsA CIIpaBOYHaAs1 6a3a JAHHBIX
MexnyHaponHas HayKOMETPHUYECKas

pedepaTiBHAs U TOJHOTEKCTOBast 0a3a TaHHBIX
Hayanbix n3aannii « Web of sciencey

http://webofscience.com

VYHuBepcurerckass HWH(OpMalMOHHAsI CUCTEMa
POCCHA

https://uisrussia.msu.ru

®denepanbHbIil  00pa30BaTEIbHBIN  MOPTAI
OxoHomuKa. Conposorus. MeHePKMEHT

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

DnekTpoHHbIe pecypcbl onbmuoreku MI'TY um.
I'.1. HocoBa

http://magtu.ru:8085/marcweb?2/Default.asp

Poccuiickas ounbInoTexa.

Karamoru

l'ocynapcrBenHast

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

®opym noptana «Apxmsbl Poccum»

http://forum.rusarchives.ru/

9 MaTtepuaJIbHO-TEXHHUYECKOE 00ecTedeHne TUCIUTLIHHBI (MOLYJIs1)

MaTCpI/IaJ'IBHO-TCXHI/IquKOC obecrneucHUe JUCIUIIIIMHBI BKIIFOUACT:
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https://dlib.eastview.com/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://window.edu.ru/
https://archive.neicon.ru/xmlui/
https://www.nature.com/siteindex
http://www.springer.com/references
http://www.springerprotocols.com/
http://link.springer.com/
http://scopus.com/
http://webofscience.com/
https://uisrussia.msu.ru/
http://ecsocman.hse.ru/
http://magtu.ru:8085/marcweb2/Default.asp
https://www.rsl.ru/ru/4readers/catalogues/
http://forum.rusarchives.ru/

Tun u HazBanue aynutopun  OcHaIeHUE Ay TUTOPUI

VY4eOHble ayAUTOPUH I TPOBEICHUS AUCTAHIIMOHHBIX 3aHITUN JTEKIIMOHHOTO THIIA:

CTOJI KOMITBIOTEPHBIH, CTOJI MUChMEHHBIN, CTYyNl O(UCHBIN, JOKyMeHT-Kamepa Epson,
ucrounnk Oecrepeboitnoro mnuranus POWERCOMIMD-1500AP, kamepa BBICOKOTO
pa3perieHus, KOMIbIOTEP MEePCOHATBHBIN (THI 6), mpoekTop ViewSonicPJID7526W, cniukepdon
HactosnpHbId Calisto-620 Plantronics, Be6-kamepa LogiteachC920, cucrema akyctuueckas
HACTOJIbHAS, CTepeorapHuTypa (MUKPO(QOH C IIIyMOIOJABICHHWEM), dKpaH HACTEHHBIA Digis
Optimal-C MW DSOC-11032*2

VY4eOHblE ayIWTOPUHM JUIA TPOBEACHUS TNPAKTUYECKUX 3aHATUH, TPYNIOBBIX U
WHAUBUAYAIbHBIX KOHCYJIBTAIN, TEKYIIEro KOHTPOJIS U MPOMEXKYTOUHOM aTTecTaliu:

CTOJI KOMITBIOTEPHBIH, CTOJI MUCHMEHHBIN, CTYyNl O(UCHBIN, HOKyMeHT-Kamepa Epson,
ucrounuk OecrepeboitHoro mnurtanus POWERCOMIMD-1500AP, kamepa BBICOKOTO
pa3perieHus, KOMIBIOTEP MEePCOHATBHBIN (T 6), mpoekTop ViewSonicPID7526W, cniukepdon
HactosbHbl Calisto-620 Plantronics, BeO-xkamepa LogiteachC920, cucrema akycTuuyeckas
HACTOJIbHAS, CTepeorapHuTypa (MHUKPO(OH C IIyMONOIAaBICHHEM), 3KpaH HacTeHHBINHDIQIS
Optimal-C MW DSOC-11032*2

[lomemenuss s CaMOCTOSTENBHOH — pabOTBI  OOy4aroIIUMXCS:  TEPCOHAIBHBIC
KoMmmbioTepsl ¢ maketoM MS Office, BoixogoMm B MHTEpHET M C JOCTYNIOM B 3JIEKTPOHHYIO
HH(POPMAIIMOHHO-00PA30BATEIBHYIO CPEly YHUBEPCUTETA.

[Tomemenne st XpaHeHUsT H  OPOGUIAKTHYECKOTO OOCIY)XKHBaHHUS —y4eOHOIO
000pyIOBaHUS: CTEIUIAXKH JUIA XpaHEHHUS y4eOHO-HATIIIHBIX TOCOOUH M y4eOHO-METOINIECKOI
JIOKYMEHTAIUH.
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YueOHO-MeTOANYECKOEe 00ecTieYeHre CAMOCTOAITeIbHOI padoThl 00y4yaromuxcs

[TpuMmepHas CTPyKTypa U coZieprKaHue pas/iesioB:

[To gucuunnuHe «ApPXHUBBI 1O JIMYHOMY COCTaBY» MPEIyCMOTpPEHA ayAWTOpHAas M BHEayIHTOpHAs
camocTosTenbHas paboTa 00yJIarOIIUXCsl.

KoHTponbHble meponpuatua no pasgeny Nel

Tect no pasgeny Nel

Bompoc 1
bann: 1,00

ApXUB 110 TUYHOMY COCTaBYy — 3TO
BbibepuTe ogMH OTBET:

a. CaMOCTOATE/IbHOE YUYpeXAeHME AN CTPYKTYPHOE NoapasaefieHne yupekaeHus,
oCylLEecTBAAOLWEe KOMNIEKTOBaHNE, XpaHeHMe, YYET U UCMONb30BaHNE AOKYMEHTOB MO INYHOMY
cocrasy

b. MecTo xpaHeHWA rocyaapcTBeHHbIX 4OKYMEHTOB
C. yuperKaeHue, XpaHsallee KagpoBble AOKYMEHTbI AD PO

d. nogpasaeneHne KagpoBon CnyK6bl NpeanpuUaTUS, OTBeYatoLee 3a XPaHEHME, YYET U
MCNONb30BaHNE AOKYMEHTOB MO JIMYHOMY COCTaBy, B TOM YMC/IE B 3/1EKTPOHHOM BUaE

Bonpoc 2
bann: 1,00

K JAOKYMEHTaM I10 JINYHOMY COCTaBy, UMCIOIIIUM HOHFOBpeMCHHLIﬁ CPOK XpaHEHUA HE OTHOCATCA
BbibepuTe 0AMH OTBET:
a. aKTbl O HECYACTHBbIX CyYasnX, CBA3aHHbIX C MPON3BOACTBOM
b. "nYHbIE gena coTpyaHMKOB
C. pacnopsanTebHble AOKYMEHTbI (3aNUCKK, pacnopaskeHns)

d. andaBuTbI NPMKA30B MO IMYHOMY COCTaBY
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Bonpoc 3
bann: 1,00

CpoKk XpaHEHUs BBIIIE NEPEUNCICHHBIX JOKYMEHTOB B apXHBAX IO JINYHOMY 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

Cratbss 17 Kkakoro 3akOHa YCTaHABIMBAET OOMNIYI0 OOS3aHHOCTH MO 00ECMEYCHUIO
COXPAHHOCTH JOKYMEHTOB, B TOM YHCJIE€ JOKYMEHTOB 0 INYHOMY COCTaBY, JUIsl JTFOOOTO CyOBeKTa
XO3SIICTBEHHOM JIESITEILHOCTHU: TOCYJaPCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CAMOYIIPaBIICHHS,
OpraHM3alii W TpaxgaH, 3aHUMAIOIIUECS MPEANPUHUMATENCKON JIeATeIbHOCThI0 0e3
00pa3oBaHHUsl IOPUAMYECKOTO JIMIA, B TEUEHHE CPOKOB WX XPAaHEHUs, YCTaHOBJICHHBIX
dbenepanbHBIMU  3aKOHAMH, WHBIMH HOPMATHBHBIMH TIPaBOBBIMH akTamu Poccuiickoii
denepannu, a TAKKe MEPEUHIMU 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'IaBJ'II/IBaeT
BbibepuTe 0AMH OTBET:

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

b. 6uorpaduueckan, apxeorpadmyeckas LLEHHOCTb, OHU ABNAIOTCA UCTOYHUKOM ANA CTAaTUCTUYECKMX
0606LWEHNI U UCTOPUKO-COLMAJIbHBIX UCCEA0BAHNIM

C. TOT GaKT, UTO OHM CAYKAT AOKYMEHTaIbHbIM MNOATBEPKAEHMEM NpPaB paboTHMKa Ha coumanbHoe
obecneveHue (No CTapoCcTU U MHBAANAHOCTH, a TaKXKe NoATBEPXKAEHNEM TPYA0BOro cTaxa paboTHMKa)

d. wTpadHble caHKUMN TPYA0BbIX MHCNEKLUN

Bompoc 7
bann: 1,00

[Ipouenypy bopmupoBaHUs 1e] B COOTBETCTBUU C YTBEPXKIEHHOW HOMEHKIATYPOH MpeayCMaTpUBaeT
Bbibepute oaAnH OTBET:
a. XpaHeHWe UCNOJTHEHHbIX JLOKYMEHTOB
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 0b6A3aTeNbHbIM COCTaB/IEHMEM B Ae/e 3aBEPEHHON KOMUU JOKYMEHTa

b. Ha ocHoBaHMK pacnopaANTEIbHOrO AOKYMEHTA PYKOBOAUTENA OpraHn3aumm

-
C. c 0bA3aTeNbHbIM COCTaBAEHMEM aKTa 06 U3bATUU NoOANNHHWUKA
d. B npUCyTCTBUM apXxnBapuyca 1 3aBeytoLLero 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 OpPraHn3aumii - ICTOYHMKOB KOMMIEKTOBAHUSA - MO UCTEYEHMUM CPOKOB XPaHeHWs 06s3aTesIbHO
npoBeAeHNe COBMECTHO C YNO/JIHOMOYEHHbIM OpraHOM rocyAapCTBEHHON BNacTM cybbekTa Poccuiickoit
denepaumnn B 061acT apxMBHOTo aena, FocapXMBOM 3KCNEPTU3bI LLEHHOCTU PAAA AOKYMEHTOB Mo
JIMYHOMY COCTaBY Ha NpegMeT BK/OYEHUA B cocTaB ApxneHoro ¢poHaa Poccuitckoin degepaunm

b. ana opraHM3au,m71, KOTOpble He ABNAKTCA MCTOYHUKAMU KOMMNIEKTOBAHUA, MO UCTEYHEHNN
BPEMEHHbIX CPOKOB XpPaHEHNA apXUBHble AOKYMEHTbI MO IMYHOMY COCTaBYy NoANEXAT SKCNEPTU3E U
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. apx1BHble AOKYMEHTbI MO IMYHOMY COCTaBY, KOTOPble He 6blIM BKAOUYEHbI B COCTAaB AOKYMEHTOB
ApxusHoro ¢poHaa Poccuiickoit Pegepaumm, MO UCTEHEHMM CPOKOB XPaHEHMA NOAJIEKaT YHUUTOKEHUIO
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nmbo XPaHEeHUIO B apXmBe opraHn3aunm B COOTBETCTBUN C Tpe6OBaHVIHMM KopnopaTtnBHOro
3aKOHOOaTeNbCTBa

KoHTponbHble meponpuaTtua no pasaeny No2
MpaKTnyeckoe 3agaHue 1

MN3yumTe matepman MeToauuyecknux pekomeHaaumnin «Kcneptnsa LeHHOCTM M 0T6OopP B cocTaB APXMBHOTO
doHpa Poccuniickon Pegepaunmn 4OKYMEHTOB MO IMMHOMY cocTaBy» npoekT 2014 r., ocobeHHo pa3aena
4.5.2.4., a TaKKe NOBTOpUTE MaTepuan nekuum 3 «PopmmpoBaHMe ANMYHbBIX AeN COTpyaHUKoB» Pasgena
Il «OT60p U 0popMaeHME Aen, COAEPKALLMX JOKYMEHTbI MO IMYHOMY COCTaBY AN A0NTOBPEMEHHOTO
XpaHeHuay. Monb3yacb 06pa3LoM, COCTaBbTE BHYTPEHHIOK ONUCH IMYHOTO AeNa COTPYAHMKA, KOTopas
OOJ/MKHA coaepKaTb He MeHee 12 NyHKTOB.

4.5.2.4. BHYTpeHHAA ONUCb COCTaBAAETCA ANA NINYHbBIX AN U COAEPKUT CBEAEHUA O NOPALKOBbIX
HOMepax AOKYMEHTOB B HEW, X MHAEKCAX, AaTaX, 3aro/I0BKax M HOMepax JIMCTOB Aefa, Ha KOTOPbIX
pacnonoXeHbl 3T AOKYMEHTbI.

K BHyTpEHHEf;I OnNnCKn CoOCTaBNAETCA UTOroBaA 3anncCb, B KOTOpOVI YKa3blBaeTCA Ll,Md)paMM M Nponncbro
KOJ/IN4YECTBO BK/IIOYEHHbIX B HEE AOKYMEHTOB U KOJIMYHECTBO ZINCTOB BHYTpeHHEﬁ onucu. BHyTpeHHAA
onncb NoANUCbIBaeTCA ee CoCTaBUTeIeM C YKasdaHMeEM A0/TKHOCTU U OaTbl COCTaBNeHUA.

Mpy U3MEHeHUN COCTaBa AOKYMEHTOB Zena (M3bATUM, BKAOYEHUUN AOKYMEHTOB, 3aMeEHE UX KONUAMM)
OHW OoTpaxatotca B rpade «lMprMmeyaHmne» co CHOCKOM Ha Homepa BHyTPeHHeln onncu. MoskeT 6bITb
cocTaB/nieHa 1 ocobasn onmncb 3TUX U3MEHEHWNA.

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

e  BHYTPEHHAA ONUCb LOKYMEHTOB, MOALIMTbIX B IMYHOM AEeNE;

e pesiome;

e aBTOOMOrpadus;

e QHKEeTa WM JINYHBIN IMCTOK MO yYeTy Kaapos;

e KOMWUW JOKYMeHTOB 06 06pasoBaHuy;

e  XapaKTepPUCTUKKU HA PabOTHWKa;

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

e KOMWW NPMKA30B O Ha3HAYEeHUW, NEPEMELLEHUN, YBONbHEHWMY;

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

e  KOMWA CTPaxoBOro CBUAETENbCTBA FOCYAaPCTBEHHOrO NEHCMOHHOIO CTPaxoBaHus;

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

e  pas/iMyHble CNPaBKW, OTHOCALLMECA K aHHOMY PabOoTHMKY (KpOMe CNpaBOK C MecTa KUTebCTBa,
0 COCTOAHWUM 340P0BbA U APYrMX AOKYMEHTOB BTOPOCTENEHHOIO 3HAaYEHUA, KOTopble
rpynnNUpyoTCcA 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 coralleHune (KOHTPAKT), LONOIHUTE/IbHbIE COFNALLEHNUS;

JIMYHBI INCTOK MO y4YeTy KagpoB U AOMNOJIHEHUE K HEMY;

aHKeTa (aBTobUoOrpadpus);

OOKYyMeHTbl 06 06pasoBaHUK (Konum);

OOKYMEHTbI 06 YyTBEPKAEHUUN B AOKHOCTM (KONMUKU UAW BbIMUCKK), B TOM YMCAE 3TO MOTYT BbITb
BbIMWCKN M3 MPOTOKOJIOB yYpeanTesiei, akLMOHEPOB, YYEHbIX COBETOB, AOKYMEHTbI KOHKYPCHbIX
KOMWCCUIA, pe3ynbTaTbl TECTUPOBAHMUS;

peKomeHaaTeNbHble MMCbMA MU XapaKTEPUCTUKK;

OOJ/IKHOCTHbIE MHCTPYKLMM (perfameHThbl);

aTTecTaluMOHHbIe INCTbI, OT3bIBbI, NPEeACTaBEeHUS;

. MacnopTHble AaHHble, CBUAETENbCTBO O BpaKe U T.4. (Konuu);
11.

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

OOKYMEHTbI O Harpa*KAeHnn, HanoXKeHNN B3bICKaHUI (Konuu);

CBeAeHMA O [0X04axX, UMYLLEeCTBe M CMpPaBKM NPOBEPKM MOAHOTbI U AOCTOBEPHOCTM AAHHbIX
cBeZleHUN (ANsa rocyAapCTBEHHOM UAN MYHULMNANBHOM CNyKbbl);

HeBOCTpeboBaHHbIE AOKYMEHTbI (CBUAETENbCTBA, AUNIOMbI, TPYAOBbIE KHUMXKKA U T.M.);
3anB/IEHMA U NPUKasbl (KONUM UK BbINUCKK) 06 YBOSIbHEHMM, NEPEBOAE U T.4,;

MHble JOKYMEHTbl B C/ly4ae HeobXoAMMOCTWU, B YACTHOCTU ANA FOCYAapCTBEHHOW CNy»Kbbl —
noapobHee nocmotpute YKas MNpesuaeHta PO.

BHYTPEHHAA OITHCDH
AOKYMEHTOB efI. Xp. Ne _ 05-15/110

N Mupunc Aara JAroT0BOK JOKYMENTS Py, Tprtevaume
AOKyMONTA AOKyMenTa TRCTON 291
1 2 3 4 5 6
I Hononviesiue K AUSHOMY AUCMKY NO ydemy !
A'aapOd
2 19.03.2012 | Jlusnisd nUcmok no ywemy kadpoe 2-3
3 19.03.2012 | Aemobuospadus 4
4 | ON827527 | 26062001 | Konus dunnoma 5
5 10/12-md 19.03.2012 | Tpydoeou doeoeop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste wa pabomy 12
Htoro ROKYMEHTOB.
(omjpasn 3 opoan e |
KOMMUeCTBO THCTOB BHYTPEHHEA ONHCH
(amfpases w njazecuo |
MacnexTop Wupoxoea T.1O. llinpokosa
(meaama) e e

19.03.2012

TecT K pasageny No2
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Bonpoc 1
bann: 1,00

IIo KaKOMY IMPUHIOUITY CUCTCMATU3SUPYIOTCA HJOKYMCHTBI B J€JIaX, COACPIKAIUX, COACpKAIIUX MPHKA3bI,

pachopsHKEHUsI 1O JIMYHOMY COCTaBy?
BbibepuTe oanH 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 MPUHLMMY: OT MePBOro A0 NOC/eAHEro

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, NepenneTaTca B TPM UM YeTbIpe NPOKO/Ia CYyPOBbIMM
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, NePENnIeTaloTcs B TPU NPOKOAA CMECOBLIMWU HUTKamu. Mpn aTom
c/ienyeT UCMO/1b30BaTb KAPTOH BbICOKOTO KavecTBa, MMEHOLLMIA XOPOLUYIO NIOTHOCTb. [LlOKYMEHTbI
noALMBAIOTCA, NepensieTaroTca Tak, YyTobbl bblno obecnevyeHo cBOBOAHOE YTEHME 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 Tak, YTobbl 6bino obecneveHo cBoboaHoe
YyTeHue TeKcTa

d. loKkymeHTbl Aefla NoAWNBALOTCA, MepPensieTaloTcs B YETbIPe MPOKOIa CYypPOBbIMM HUTKamMuU. Mpwn
3TOM C/leayeT UCMNO/b30BaTb KAPTOH BbICOKOrO KayecTBa, MMELOLLMIA MOBbILEHHYIO NJIOTHOCTb.
JOKYMeHTbI NoALWMBAIOTCA, NepensieTatoTca Tak, YTobbl bbl10 obecneyeHo cBO6OAHOE YTEHUNE 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. BK1a4biBalOTCA B KOHBEPT, KOTOPbIM BMECTE C APYTMMU AOKYMEHTaMKN NOALLINBAETCA B Ae/10
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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I/IH(i)OpMaI_lI/Iﬂ JIMYHOTI'O acja, rac I_II/I(l)paMI/I 1 NPOIMUCHIO YKA3bIBACTCA KOJIMYECTBO IIPOHYMEPOBAHHLIX JIUCTOB

B JI€JI€, HAJIMYHUE IPOMYIIEHHBIX U JINTEPHBIX HOMEPOB, KOJIMIECTBO JINCTOB BHyTpeHHeﬁ OITMCH A€jIa IOMCIIACTCA

Bbibepute 0aMH OoTBET:

-
a. BO BHYTPEHHIOIO ONMCh Aena
f" N
b. Ha 060pOTHOI CTOpPOHE NocneaHEro AOKYMEHTA
i . o
C. Ha nocieaHni NNCT 0610KKU Aena c BHYTPEHHEM CTOPOHbI
-
d. B McT-3aBepuTeNb Aena
Bomnpoc 7
bann: 1,00

Kakxoe MpaBHUJIO HE 00513aTeIbHO K HCIIOJIHCHUIO npu HU3MCHCHUHM COCTaBa AOKYMCHTOB JIMYHOT'O JAcjIa

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

a. U3MeHeHus 0653aTesIbHO 3aHOCATCA B rpad)y «[MpmevaHme» onncK co CCblJIKaMn Ha
cooTBeTCcTBYyHOLLMNE AOKYMEHTbLI, HA OCHOBAHMKN KOTOPbLIX MPOU30LW0 U3bATHUE, JOMNOSTHEHNE, 3aMEHA
Konnamm mn 1.n.

b. nsbatune AOKYMEHTOB U3 TNYHOIO Aena Heaonyctmumo
C. NepecocCtaBnAeTcAa INCT-3aBepuTenb gena

d. nepecocTaBnseTca UTOroBas 3anucb K BHYTPEHHEN onucK gena

Bonpoc 8
bann: 1,00

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

a. YTO yypeRAeHNe NPMHMMAET Ha OCHOBE 3aK/It0OYEHHbIX AOFOBOPOB U B COOTBETCTBUM C
rpadukaMu oT yuperKaeHWin, opraHu3aLmii u NPeanpPUATUI-MCTOYHMKOB KOMIM/IEKTOBAHMUA ApX1Ba
AOKYMEHTbI N0 IMYHOMY cOoCTaBy, 06paboTaHHble N YUTEHHbIE COFNACHO YCTaHOB/IEHHbIM NpaBMaam, a
TaK *Ke LLOKYMEHTbI OT JIMKBUANPOBAHHbIX OPraHM3aLMii, He MMEIOLLMX MPABONPEeEeMHMKOB

b. yto dpPXunB BbINOJIHAET BCE onepaunn Ha 6e3303me3,u,H01‘/'| OCHOBE

25



C. apXMB BblAAET NO 3aAB/EHUSAM rPaXKaaH TO/IbKO apXUBHbIE CPaBKK, MOATBEPKAAOLWME TPYAOBOM
CTaXX, paamep 3apaboTHOM NaaTbl U ApyrMe BONpockl, Heobxoaumble ans oGopPMAEHUA NEHCUNN
rpa*kgaHam v pellueHma gpyrux coumanbHO-NPaBOBbIX BONPOCOB

d. yupexkaeHue He MMeeT npaBa 0KasblBaTb yUPEsKAEHUAM, OpraHn3aUmnam, npeanpuaTuam
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 opraHM3aummn XxpaHeHUs, KOMMNIEKTOBaHMA, y4ETa U UCNONb30BaHMA
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 nekumn 2 «Micnonb3oBaHWe apxmMBOB NO IMYHOMY
coctaBy» Paspgena lll «OnucaHne, NOUCK 1 UCNOJIb30BaHME apPXMBOB MO IMYHOMY cOoCTaBy». [onb3yacb
06pa3Lom, COCTaBbTE APXMBHYIO BbIMUCKY, KOTOPaA AO/KHA COAepKaTb HE MeHee 3 MYHKTOB.

5.10. ApxuB opraH1saummn paccmaTpmBaeT U UCNOJTHAET 3aMNpPoChl, NOCTYNUBLLME B MMCbMEHHOW

dopme.

3anpoc nosb3oBaTena AOMKEH COAEPKATb CeAyIOLLYI0 MHPOPMaLMIO:

1. HaMMeHOBaHMe IPUANYECKOTO NLLA — aBTOPa 3anpoca (AnA rparkaaH — amuanu,
MMEHM, OTYECTBA, NPU HAIMYUKN NOCAEeLHErO);

2. NOYTOBbIN U/NM 3NEKTPOHHbIN aApec, MO KOTOPOMY A0/KEH BbiTb AaH OTBET;

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

4, dbopmy nonyyeHuns nonb3osatesem nHdopmaumm (MHGOpMaLMOHHOE NMUCbMO,

apXMBHas CNpaBKa, apXMBHas BbINWCKA; apXMBHAA KOMUA, TEMATUYECKMI NepeyeHb, TEMaTUUYECKUI
0630p AOKYMEHTOB)7;

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

6. naTy.

Mpy NoCTyneHUN B apxmB OpraHM3aLmmn MHTepHeT-o0bpaLLeHuns (3anpoca) nosib3osaTens ¢
yKa3saHWeM aZpeca 3/1eKTPOHHOW NoYTbl /MM NOYTOBOrO agapeca, eMy HanpaBaseTcA YyBegOM/IEHMWE O
npveme obpalleHua (3anpoca) K PaCCMOTPEHUIO UAN MOTUBUPOBAHHLIM OTKa3 B PaCCMOTPEHUN.
MpuHATOE K paccMoTpeHUIO obpalleHme (3anpoc) pacneyaTbiBaeTca 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, OTBET MOXKET ObITb
HanpasJ/ieH B BUAE 3NEKTPOHHOTO JOKYMEHTA N0 YKazaHHOMY aBTOPOM 3anpoca 3/1eKTPOHHOMY agpecy.

3anpoc fonkeH 6biTb 3aperncTpupoBaH B Te4eHUe Tpex paboumnx gHel ¢ MOMEHTa ero
NocTynaeHus.

3anpoc, He OTHOCALLMIACA K COCTaBY XPaHALWMXCA B OpraHM3aumm AOKYMEHTOB (HenpoduabHbIi
3anpoc), B Te4eHUN7 gHel co AHA PerMcTpaLMm 3anpoca HanpaBAseTca B OPraHn3aumio, rae moryTt
XPaHUTbCA HEOBX0AMMblE AOKYMEHTbI C yBegoMaeHMeM 06 3TOM No/b30BaTens.

3anpoc, NOCTYNUBLLMIA B apXMB OPraHM3aLm, UCNONHAETCA B YCTAaHOBIEHHOM MOpPAAKe B
COOTBETCTBUM C TPeHOBaHNAMM 3aKOHOAATENbHbIX M MHbIX HOPMATUBHbIX MPABOBbLIX aKTOB Mo paboTe ¢
0b6paLLeHMAMM rpaXKaaH 1 NPeaoCcTaBAEHMIO FOCYAAaPCTBEHHBIX (MYHUUMMNAAbHbIX) YCAYT.

OTBeT Ha NOCTYNMBLLMIA B apXMB OpraHU3aL MM 3anpoc npeaocrasaseTtcs B TedeHue 30 gHel co
AHA ero peructpaummn. C paspelleHns pyKkoBoACTBa OpraHn3aLmm 3TOT CPOK MOKeT BbiTb NPoaieH He
6onee yem Ha 30 aHelt, c yBegomieHnem o6 sTom 3anaBUTENS.

5.11. OTBeTbl Ha 3aNpOCbl N0/b30BaTEIei, B TOM YMC/NEe OTBETbI HAa 3aMpoChl rpaxaaH
COLMaNbHO-MPABOBOro XxapakTepa, opopmasatoTcs B opme apXMBHOM CNPaBKM, apXMBHOM BbINMUCKK U
apXMBHOWM KOMWK, COCTaB/EHHbIX Ha 61aHKe opraHM3aumn (apxmea opraHusaumnm), obopmMaEHHbIX 1
3aBEepPEHHbIX B YCTAHOB/IEHHOM MOpsAAKe.
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Mpu OTCYTCTBUMN AOKYMEHTOB, HEOBXOAMMbIX AN UCNONHEHWUA 3aMpoca COLMaNbHO-NPaBOBOro
XapaKTepa, COCTaB/AETCA OTBET 06 MX OTCYTCTBUM C YKazaHMEM NPUUMH Ha BaaHKe opraHusaumu. B
cnyyae oTpuuaTe/IbHOro OTBETa NMCbMO, codepKallee nHpopmauuio ob ytpate unm rnbenm
HeobxoAMMbIX JOKYMEHTOB, A0/IXKHO ObITb 3aBEPEHO NeYaTbio OpraHn3aumun.

%k k k%

5.13. ApxuBHble BbIMUCKN 1N apXUBHbIE KONUK 0DOPMAALOTCA Ha BraHKe opraHusaumm (apxmsea
opraHusaummn) c o6os3HauyeHMem Ha3BaHMA BUAa AoKymeHTa: « APXUBHASA BbIMUCKA», « APXUBHAA
KONnA».

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

BbInMcKa NPon3BoAMTCA TONbKO U3 OKYMEHTA, B KOTOPOM COAEPMKUTCA HECKONBbKO OTAE/bHbIX,
He CBA3aHHbIX MeXay coboi BonpocoB. BbiNMcKa A0KHa BOCNPOMU3BOANTb NOJHbIN TEKCT YacTu
[OKYMEHTa, OTHOCSALLENCA K 3anpocy.

MN3BneyeHMem U3 TeKCTa AOKYMEHTa A0/1XHbl 6bITb McYepnaHbl BCe MMetoLLMecs gaHHble No
3anpocy. Hayano 1 KoHeL, KaXA0ro U3s/iedeHmns, a TakKe NpPonycku OTAE/bHbIX C10B B TEKCTE
JOKyMeHTa 0603HaYaloTca MHOTOTOUYMEM.

B apXMBHOI BbINMUCKE A0XHbI ObITb CAENAHbI COOTBETCTBYHOLLME NPUMEYAHMA U OTOBOPEHDI
YacTu TeKCTa OpUrMHana, HepasbopUMBO HAMMCAHHbIE, UCNPaBAEHHbIE aBTOPOM, He noagatowmecs
NPOYTEHUIO BC/IeACTBUE NOBPEXKAEHUA TEKCTA U APYIMM NpUUYMHam. OTaeNbHbIe C/I0BA U BbIPaXKeHUs
OOKYMEHTA, Bbi3bIBalOLLLME COMHEHMA B UX TOYHOCTM, @ TAKXKE UCMPABAEHMUSA, NOAYNCTKY, Bbi3blBatOLME
COMHEHWE B UX AOCTOBEPHOCTW, OroBapMBatoTcA NoMeTamu: «Tak B LOKYMeEHTe», nan «B TekcTe
Hepa3bopunBo», UK «TaK B TEKCTE OpUrMHana». Mocae TeKCTa apXMBHOW BbINMMCKM YKa3biBatOTCA
apPXMBHbIN WUDP M HOMEPA NCTOB €ANHULLbI XPaHEHUA apPXMBHOMO JOKYMEHTA.

Ecnu BbiNnUCKa 3aHUMaeT bonee OAHOro NCTa, apXMBHbII‘a UJMd)p N HOMEpa INCTOB e JNHULLbI
XpPaHeHNA apXMUBHOIO AOKYMEHTA YKa3blBAOTCA Ha o60p0Te Kax40ro nncra.

ApXxuBHble WNdPbI M HOMEPA IUCTOB eAMHML, XpPaHEHNA AOKYMEHTa NpoCTasaAoTcA Ha obopoTe
KaXkO0ro IMCTa apXmMBHOM KOMUM.

ApXI/IBHaFi BbIMNCKa U apXUBHaA KONnA NognucbliBaloTCA pykKoBOoAUTENIEM OPraHU3aunn 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/10T’M4YHO TOMY, KaK 3aBepAeTCA MHOITOCTpaHU4YHaA apXnBHaA CnpaBKa.

5.14. MNoAaroToB/ieHHble apXMBOM OpPraHM3aLyMmn OTBETbI Ha 3aMpPOChl (apXMBHbIE CIPABKK,
apXMBHbIE BbINMUCKM U aPXMBHbIE KOMWKW) HAaNpaBAAIOTCA 3aABUTENSAM NO NOYTE UM BblAAMOTCA:
3aABUTENI0 — NPU NPEAbABNEHUN AOKYMEHTA, YA0CTOBEPAIOLLENO IMYHOCTb, €70 NPEeACTaBUTENAM — NPU
npeabaBNEeHUM AOKYMEHTa, YA0CTOBEPAIOLLEr0 IMYHOCTb U AOBEPEHHOCTU, OPOPMIEHHOW B
yCTaHOB/IEHHOM nopsake. MonyyaTesb aPXMBHOM CNPaBKM, aPXMBHOM BbINMUCKU UM apXMBHOWM KON
pacnucbiBaeTCA Ha BTOPOM 3K3eMNAspe Nosly4yaemMoro A0KYMEHTa, OCTaloLWEeMCA B Aenax apxnea
OpraHM3aLMK, C yKasaHMeM AaHHbIX NacnopTa Uau 4PYroro AOKYMEHTA, YA40CTOBEPSIOLLErO JIMYHOCTb
nonydarens.

28



5.15. ApXuBHble CNPaBKK, apXMBHbIE BbINMNCKU W apXMBHbIE KOMUKU, HanpaBasiemble B
rocyAapcrsa, noanvcaswme Faarckyto KoHBeHLMto 1961 r., B COOTBETCTBUM C KOTOPOW He TpebyeTca
KOHCYNbCKas fierannsauma opuumanbHbIX JOKYMEHTOB, 3aBEPAIOTCA MPOCTaBAEHMEM U 3aMOHEHMEM

cneunanbHOro wramnmna - anoctunA.

ANoCTMAb Ha apXMBHbIX CNPaBKaX, aPXMBHbBIX BbIMMUCKAX M apXMBHbIX KOMUSAX, NOATOTOB/IEHHbIX
deaepanbHbIMM OpraHaMM rocy4apCTBEHHOM BNAcTU (Kpome Tex, KoMy TaKoe NpaBo NpeaocTaBNeHo
HOPMAaTUBHbIMW NPABOBbIMU aKTaMM) NpocTaBaneT GpeaepanbHbli OpraH UCNOJTHUTENbHOM BNACTH,

YNOJHOMOYEHHbIN B chepe apxMBHOro aena.

Ha apxMBHbIX ClpaBKax, apXmMBHbIX BbINMMCKAX U apPXMBHbIX KOMUAX, MOATOTOBAEHHbIX
OpraHM3aLMAMM, PACTONOKEHHbIMM Ha TeppuTopun cybbekToB Poccuiickoit Peaepaumm (Kpome Tex,
KOMY TaKoe NpaBo NpefocTaBAeHO HOPMATUBHbBIMKM NPABOBLIMM aKTaMM), anOCTUAb NPOCTABAAETCS
opraHamMu UCMONHUTENbHOW BNacTU cybbekToB Poccuitickoi degepaumm, ynoaHOMOYEHHbIMU B chepe
apXvMBHOTO gena.

MpocTaBneHWe anocTUANA Ha apXMBHbIX CNPaBKaX, APXMBHbIX BbIMMCKAX U apXMBHbIX KOMUSX,
NoAroTOB/NEHHbIX aPXMBAMM OPraHM3aLLNI, OCYLLECTBAAETCA NOC/AEe UX MMCbMEHHOro obpalueHus, ¢
npeacTaBieHMEM B YNOJHOMOUYEHHDbINM MpasutenbctBom Poccninickon ®epepaumm dpegepanbHbiii opraH
NCNOIHUTENbHOM BAACTM WA OpraH UCNOJIHUTENbHOM BNacTu cybbekTa Poccuitickoit depepaumuy,
YNOJIHOMOYEHHbIN B chepe apxMBHOro Aena, 06pasyos Nnoanncein, c NOATBEPKAEHNEM MOJITHOMOYNIN Ha
NpaBo NOANMUCU KOHKPETHbIX AOJI}KHOCTHbIX /1ML, @ TaKKe 06pa3LoB nevaTen.

AnocTuAb He NPOCTaBAAETCA Ha AOKYMEHTaX, NpeAHasHaYeHHbIX 414 HanpaBAeHWs B
rocyAapcrBa, C KoTopbiMu Poccuiickan Peaepalms 3aka04MNa 4OrOBOPbI O NPaBOBOM MOMOLLM U
NPaBOBbIX OTHOLLIEHUAX MO FPAXKAAHCKUM, CEMENHBIM M YTONOBHLIM Ae/1aM, a TaKKe B rocyZapcTsa -
yyacTHUKKM CHT, noanucaswme CornaweHne o NpuHUMnax n ¢opmax B3aumoaencTena B obiactu
NCNO/Ib30BaHUA apXMBHOW MHPOPMaLUK, MU C KOTOPbIMU UMEIOTCA ABYCTOPOHHWUE COrNalleHus o
COTpyAHMYecTBe.

B cnyyae oTKasa B NpoCTaBAeHMM anoCcTUAA 3aSBUTEIO B TeYeHUe Tpex paboumnx gHe
HanpaBAsAeTcA NMMCbMeHHoe coobLyeHMe O NPUYMHe OTKa3a.

JleKuMOHHbI maTepuan

ApXMBHblEe CNPaBKK, BbIMUCKA U KOMMM BblAAIOTCA HA OCHOBAHMM MMCbMEHHOrO 3anpoca
$U3NYECKOTO MW HOPUANYECKOTO NINLLA, KOTOPbIN AO/MKEH COA4epKaTb HaUMeHOoBaHUe (M agpec npu
nepecbl/IKe) OpraHn3aunm (apxmBa), KOTOPO OHWM aAPECOBaHbI; U3/1I0XKEHME CYLLECTBA BOMPOCa;
dbamuanio, Ums 1 0TYeCTBO 06PaLLAIOLLErOCA; ero afpec, KOHTAKTHble TenedOoHbl; A4aTy U IMYHYI0
noanuce. B 3anpoce, cogepkalliem npocbby o NOATBEPKAEHUMN TPYLOBOIO CTaXKa UM pasmepa
3apaboTHOI NNaTbl, yKasblBalOTCA KpaliHMe AaTbl, MECTO M AO/KHOCTb PaboThl.

BblgaHHbIE apXMBHbIE CMIPABKU, KOMUM U BbIMUCKM U3 AOKYMEHTOB PErMCTPUPYIOTCA B KypHane
no ¢popme.
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lMpunoxeHue 3

MpumepHan popma XypHana perucTpaLi BbIAAHHLIX CNPABOK, KONKH, BLINKCOK

KYPHAN
Perncrpauiu BblAaHHbIX CNPaBok, KOﬂMﬁ, BbINWCOK
Hazsanue Rara

Aaran BbIRAKHOro | o . Pacnucka
No Asvop 3anpoca, perncrpa- Copep- AOKYMeHTa :“0"":“ 8 nony- Npwse-
aln nex. N2, para, UMOMMBIA Hauue (konua, HoMep qeHnn MaRE

aapec, renedon HoMep 3anpoca BLINNCKA, | o knoro | WM AATA

3anpoca cnpaexa A oTNpasKun

W ap.) AOKyMeHTa
1 2 3 4 5 6 7 8

ObpauieHuUs 2pax0aH, 8 KOMOPLIX OMCymcmasyom amuauu, aopeca u noonucu obpauwyarouuxcs,
cYuUMarMcsa GHOHUMHbLIMU U He 100/1e#am pacCMoOmpeHUro.

B cayyae ecnu 8 obpaweHUU npedcmassneHa HernosHAS UHGHOPMAUUSA 0 3anpauiugaemsix ceedeHusx
(Hanpumep, He yKa3aHo cmpykmypHoe noopasdesneHue uau 3a KakKue 2006l mpebyemcs
noomeepxcdeHue o mpydosom cmaxce, 3apabomHoli naame u 0p.), apxus 0b6A3aH 3arnpocums y
3as8umesns 00noaHUMesbHble c8e0eHUA.

CpOK UCnonHeHUA 3anpocoe coyuasnbHO-MPasoso20 Xapakmepa 2pamc0aH U op2aHu3ayuli no
O0KyMeHmMam apxusa He 0oaxeH npessiliams 30 OHeli co OHA peaucmpauyuu obpauwieHus. Mpu
CAIOXHbIX 3ANPOCAX CPOK Morem bbimb npodseH, Ho He bosee Yem Ha 30 OHell, c 06a3amesnbHbIM
ysedomneHuem 06 3mom 3asg8umers.

B cay4yae nocmynaeHus 8 apxue HerpogusabHO20 3anpoca (He o Ha3HaYeHUo) 3anpoc nepecylaaemcs

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

llpmep owmennu apxuanoﬁ BbINHUCKH
OTKPBITOE AKUIMOHEPHOE OBLLECTBO NIO. Cummybivon
“MbITULLUHCKUNA XNTONOK” yn. Crpoutenein, 4. 8, k6. 115,
ApPXHBHAR BHINWCKA Mockosckan obnacr,

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

r. Mocksa

W3 NPUKaza ot 24.07.75 N2 62-K AnpexTopa
MBTHUMHCKOrO XNONUATOOYMAXKHOrO KOMOMHATA

B uenax NOBLILEHUA TBOPUECKON AKTHBHOCTH PABOUHX OCHOBHBIX NPOGECCHA, BBIABNEHNA K Pac-
NPOCTPRAHEHUA BHICOKONPOMUIBOANTENLHBIX METOROB PAtOTH HA KOMOMHATE NPOBOANNCA KOMKYPC
padouero MacTepCcTaa No NPAAUABIIMLAM M TKAUaM (TaK 8 AOKYMeHTe), B COOTBETCTBMM C YTBEPKACH-
HBIMK YCNOBHAMK NO NPOBEEHMIO KOHKYPCA, NPUKA3BIBAK:

1. Npemuposats NobeanTENeN KOHKYPCa Patouero MacTepcTsa, 3aHRBWIKX NPU30BHIS MEeCTa:

4. Cumnysiny 110, - npaanunbmuy - 3-e mecro.,

AuperTop KombnHata @ o H.A. @omunues
COrnacoBanlo ¢ NPOPKOMOM k/ ?‘u/ 0.B. Xapnamosa
Ochosanue: on. 2 n/c, 4. 103, 0. 57

Bepuo:

lenepanbubii AMpeKTop oblyecTea &&{ tl‘ KA. Kpeneros

Nyz2aveea NIo6oss NleonudosHa
345-78-56

Tecm k pasdeny Ne3

Bompoc 1
bann: 1,00

Omnwch Aen Mo TMYHOMY COCTaBY BKIJIIOYAET B Ce0s
Bbibepute ogMH OTBET:

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

b. HameHoBaHWe opraHusauun; Homep GoHAA; MOPAAKOBbIN HOMEP; MHAEKC Aena (Npu Hannunn
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 ¢oHAa; NopALKOBbIN
HOMeEp; MHAEKC Aena (Mpy HaMYMKM HOMEHKNATYPbI 4E); 3ar0/N0BOK AeNa; AaTa Aena; YUCI0 INCTOB B
aene; npumeyaHue

d. HaumeHoBaHMe opraHusaumm; Homep GoHAa; NOPAAKOBLIN HOMEP; UHAEKC Aena (Npu Hann4um
HOMEHKNATYpbl AeN); 3aro/IOBOK Aena; AaTa Aea; YNCAo IMCTOB B Aene; AaTy nepenaym ¢oHaa

Bonpoc 2
bann: 1,00

Bribepute HEBepHOE yTBEpXKICHHE
BbibepuTe 0AMH OTBET:
a. Onucb Aen no IMYHOMY COCTaBY COCTABAAETCA B TPEX IK3eMNAApax
b. Onucb Aen no IMYHOMY COCTaBY COCTaBASAETCA B TPEX IK3EMMIAPaAX

¢. Onucob OOKYMEHTOB MOXeT 6bITb COCTaBAEHA MO XPOHONOTN4YECKOMY NN CTPYKTYPHOMY
npuHUuny, KOTopble 06bIYHO COYeTaloT B OAHOVI onucun: B Ka)K[],OI\;I XpOHOJ'IOI'VIHECKOVI 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 YKasaHWemM UHAEKCOB, Ha3BaHWIA JOKYMEHTOB 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 JIMYHOIro CoCtaBa
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Bonpoc 4
bann: 1,00

KakoMy HOpMaTUBHOMY NOKYMEHTY HPHUHAJUICKUT cTaThs 24, kotopas riacut: «Coop,
XpaHEHUe, UCIOJIb30BaHUE U PACIPOCTpPaHeHHE MH(POpPMAIMM O YACTHOM KU3HU JiMia 0e3 ero
cormacusi He jomyckaercs. Opranbl TroCyJapCTBEHHOM BJIACTM W OpraHbl MECTHOTO
CaMOYTIPaBIICHUS, WX JOJDKHOCTHBIC JIMIA O0S3aHbI O00ECHEYHTh KaXJA0OMy BO3MOXKHOCTH
03HAKOMJICHHUS C IOKYMEHTaMU U MaTepHallaMi, HEMOCPEICTBEHHO 3aTParuBaollMMU €ro rnpana

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

a. TpygoBoii Kogekc PP

b. KoHcTuTyuma PO

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

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

Bonpoc 5
bann: 1,00

Haiinute nummaee: 3ampoc conuaibHO-IPAaBOBOTO XapakTepa ...
BbibepuTe 0AMH 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 BOCCTAHOBNIEHNEM POACTBEHHbIX CBA3EM, UICMONHEHWE KOTOPOTO
ABNAETCA NAATHOM YC/Yyroin 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 HCTIONHEHHUS 3alIPOCOB COLMAIBHO-TIPABOBOI0 XapaKTepa rpakJjaH U OpraHu3anuil o
JIOKYMEHTaM apXHBa HE JIOJKEH IPEBBIIAThH nHel. Ilpu crnoHBIX 3ampocax CpoK MOMKET
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OBITH TIPOJIJIEH, HO HE OoJjiee yeM Ha THEH, ¢ 00s3aTeNbHBIM YBEJOMIICHHEM 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 3ajABUTCIIEM, Ha KOTOPBIX OTCYTCTBYIOT OTMETKH O HPOBCPKE HUMCIOIIUXCA B HUX CBEJICHUM Ha

OCHOBAHUWMU MPCACTABJICHHBIX MMOJAJIUHHBIX JOKYMCHTOB UJIM CIIPABOK
Bbibepute oaAnH OTBET:

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

b. MOTYT CIYXXKUTb OCHOBaHUWEM ONA Bblaa4n apPXUBHbIX CMPABOK O TPy40BOM CTaXke

C. MOTYT C/TY}KUTb OCHOBaHWEM A/ Bbl4AuM apXMBHbIX CMPABOK O TPYAOBOM CTaxe npu
NMUCbMEHHOM paspeLleHnn ANPEKTopa opraHn3aumu, rae pabortan CoTpYAHUK

d. He MOTYT CNIYXKUTb OCHOBAaHUEM 014 BblAad4YN apPXUBHbIX CMPAaBOK O TPy40BOM CTaxKe

Bonpoc 8
Bann: 1,00

Vkaxunre HCBCpHLIfI BapHaHT: «B xadectBe JAOKYMCHTOB, MOATBCPKAAIOMINX prﬂOBOﬁ CTax, I

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

Bonpoc 9
bann: 1,00

HpI/I BBIIAY€ IOUIMHHOTO HOKYMEHTA W3 apXWBa MO JIMIHOMY COCTaBYy IMOJYYaTENb IOJJIMHHOTO JUIHOIO
JOKYMCHTA JOJIKCH paclucaTbCsa Ha 060p0Te KOIMNHU JIMIHOI'O JOKYMECHTA, OCTaloIIeHCs B ApXUBE OpraHU3alluu. HpI/I

9TOM B PACIIMCKE YKA3bIBACTCs

Bbibepute oaMH oTBET:

f
a. KOHTPO/IbHAA AaTa BblAa4yn AOKYMEHTA
~
b. cteneHb poAacTBa
o
C. NaCnopTHble AaHHble 3aABUTENA
d. uenb 1 CPOKK BblAAYM AOKYMEHTA
Bonpoc 10
bann: 1,00

Jlena, coaeCpKaAUEe TOKYMEHTEI 11O INYHOMY COCTAaBY BBIJIAIOTCA BO BPEMCHHOC MMOJIb30BAHNUE U3 XPAaHUJIWIIL HA

CPOK, HE IPEBBIIIAFONIHH:

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 ab3aw, fomKeH OblTb apryMeHTUPOBAH M AOKA3aTENEH.

1. [aliTe onpeaeneHune NOHATUIO «KagpoBas AOKYMEHTAUUAY», « 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.
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18.
19.
20.

21.
22.
23.
24,

25.

26.

27.
28.

Mepeuncnante BMAbI LOKYMEHTOB NO JIMHHOMY COCTaBY.

Moyemy Tak BarKHO 0b6ecneynTb COXPAaHHOCTb AOKYMEHTOB MO IMYHOMY COCTaBy?

HazoBuTe fOKYMEHTbI NO IMHHOMY COCTaBy, MMEIOLLME A0ATOBPEMEHHbIN CPOK XPaHEHMA.
Kakue JOKYMEHTbI MO IMYHOMY COCTaBY MMEIOT KPAaTKOBPEMEHHbIM CPOK XPaHEHMUA?

HasoBuWTe AOKYMEHT, yTBEPAMBLUNI MPUMEPHOE NOJIOKEHUE O paioHHOM (ropoackom) Apxuse
OOKYMEHTOB MO IMYHOMY 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 M ApxmB OKYMEHTOB MO IMYHOMY COCTaBY BbIMO/IHATb NAATHbIE YCAYrn?

Kakue JOKYMEHTbI BXOAAT B COCTaB ApXMBA AOKYMEHTOB NO IMMHOMY COCTaBy?

PackpoitTe ocHOBHble 3a4a4u U GYHKLMM APXMBA NO IMMHOMY COCTaBY.

MmeeT nn npaBo ApxuB NO JIMMHOMY COCTaBy LWTpadoBaTb PyKoBOAMTENEN OpPraHW3aumin 3a
HecBOEBPEMEHHYIO OMNAaTy ero ycayr?

KTo BO3rnaBnaeT ApxuB AOKYMEHTOB MO JIMYHOMY COCTaBy?

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

MopnexaT M YHUUTOKEHUIO ALOKYMEHTbI MO IMYHOMY COCTaBy?

KTO MOXeT cTaTb UCTOYHUKOM KOMMIEKTOBaHMA AOKYMEHTAaMM 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 4Or0BOPOB, PETMCTPALNOHHBIX 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 NPUHATL ApXMB ANA OOHApPYKeHWs NPONaBLIEro AOKYMEHTA MO JMYHOMY
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.

KaKkoi1 3aKoH peryanpyert AoCTyn K apXUBHbIM SOKYMEHTaM MO IMYHOMY COCTaBy?

MpeacTaBbTe, YTO Bbl OPraHM3aLMs CO CPeSHUM JOKYMeHTOObopoToMm, NpopaboTasluan 15 ner.
Cmopenupyite cuTyaumio nepegaym B BeLOMCTBEHHbIA ApPXMB LOKYMEHTOB MO JMYHOMY
coctagy. CoctaBbTe OMWUCb e, MNPOTOKOA 3acefaHWA 3SKCMEpPTHOM KOMWUCCUM M 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. 06a3aTeNbHbI 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 cocmaesy»

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 NCNON1Ib30BaHNE AOKYMEHTOB NO IMYHOMY
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
pacnuncanue. 3. MNosioxkeHne 06 oTaene Kaapos

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

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

-
d. 19. ypHan yyeTa npuema, nepesoaa, yBoabHeHMsA paboTHUKoB. 20. XypHan yyeTa

BOEHHO06A3aHHbIX. 21. ypHan yyeTa BblAa4yM KOMaHAMPOBOYHbIX YA0CTOBEPEHMA

Bonpoc 3
Bann: 1,00

KakoMy HOpMATHBHOMY IOKYMEHTY INPHHAJJIC)KAT Pa3JCIbl, OMUCHIBAIOIINE KATETOPHH JIOKYMEHTOB IIO
JMYHOMY COCTaBy: JOKYMEHTHI [0 OpTaHHU3aIMH, HOPMHUPOBAHMIO, TApUPHUKAINH, OIUIaTe U oxpaHe Tpyna (Pazmen
Ne7), nokymeHTHl 0 pabote ¢ kaapamu (Pazmem Ne®), a takke nokymeHTsl u3 Pazaena Ned «YdeT m OTUETHOCTBY,

CBSI3aHHBIE C OIJIATOM TPyAa M IPYTMMH BBIIUIATAMH COTPYAHUKAM?
BbibepuTe oanH oTBET:

a. MepeyeHb TMNOBbIX YNPaBAEHYECKUX APXMBHbIX JOKYMEHTOB, 06pa3ytowmxca B npouecce
0eATeNbHOCTUN roCyAapCTBEHHbIX OPraHOB, OPraHOB MECTHOIO CAMOYNpPAaBAEHUA U OPraHn3auui, ¢
YyKa3aHMeM CpOKOB XpaHeHus. 3apernctpmposaH MuHioctom Poccum 8 ceHTabps 2010 r. Per.Ne 18380
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b. MeTogunueckne pekomeHaaLMN «IKCNepTn3a LLeHHOCTU 1 0T6op B cocTaB ApxMBHOro poHAa
Poccuitckolt Pegepaumm AOKYMEHTOB 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 AWM OBEPEHHOrO /MLA), KOTOPOE MOKET BbITb 3aMpoLLEHO
opraHu3salmeit, HanpasuMBLLEN NO/b30BaTENA B apXMB, NO/Ib30BaTe/IeM, EC/IU 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. Mocne cmepTy rpaskaaHnHa NPaBOM Ha AOCTYM K apPXMBHbIM AeslaM U IOKYMEHTaM, COAEPIKaLLUM
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 TONLKO 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 0OPaLLEHNIO COTPYAHUKAM OpraHusaunin-poHaoobpasoBaTenei n nx
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
Bbann: 1,00

PaH)KHpOBaHHLIfI CIIUCOK HOPMATUBHBIX JOKYMCHTOB IO PEriIaMCHTAallun (i)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 Peagepaunmn 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 camoynpasneHna n opraHmsauymax» ot 07.09.2015 r.; NMepeyeHb TUNOBbIX YNpPaBAeHYECKNX
APXMBHbIX LOKYMEHTOB, 06pasyoWwmMxca B npoLecce AeATeNIbHOCTU FOCYAapCTBEHHbBIX OPraHoB.,

OpraHoOB MECTHOIO CaMOyMNpPaBAEHUs U OPraHM3aLNI, C YKasaHMEM CPOKOB XPaHEHMA.
3apeructpupoBaH MuHoctom Poccum 8 ceHTabpsa 2010 r. Per.Ne 18380.; MeToauyeckne pekomeHaaumm
«IKcnepTmnsa LEHHOCTM M OTOOP B cocTaB ApxnBHoro ¢oHaa Poccuiickoin Peaepaumm 4OKYMEHTOB MO
JIMYHOMY cocTaBy» NpoeKT 2014 .

b. Tpyaosoi kogekc Poccninckon @egepaumm N 197-03 30 gekabpa 2001 r.; PeaepanbHbiil 3aKOH
«06 apxusHom gene B Poccuiickoit Pepepaummn» Ne125-d3 ot 22 oktabpa 2004 r.; MNpasuna
OpraHM3aLnKn XpaHeHUA, KOMNAEKTOBAHMA, YYETA U UCMOb30BAHNA AOKYMEHTOB apXMBHOro poHAa
poccuinckon degepaumnm n Apyrux apxXmMBHbIX LOKYMEHTOB B rOCYAapPCTBEHHbIX OPraHax, opraHax
MEeCTHOro camoynpasaeHuna un opraHmnsaumnax» ot 07.09.2015 r.; MepeyeHb TUNOBbIX YNPaBJEHYECKUX
apPXMBHbIX OKYMEHTOB, 06pasyoLmMxcsa B npoLecce AeATeNbHOCTU roCyAapCTBEHHbIX OPraHoB.,
OpraHOB MECTHOTrO CaMOynpPaB/AEHUA M OpraHU3aLUniA, C yKa3aHMEM CPOKOB XpPaHEHMUA.
3apeructpupoBaH MuHioctom Poccuun 8 ceHTabpa 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 UCNONb30BAHNA AOKYMEHTOB apXMBHOIo poHAa
poccuiickol deaepaumn U apyrmx apXmMBHbIX OKYMEHTOB B FOCYAapPCTBEHHbIX OpraHax, opraHax
MeCTHOro camoynpasseHua n opradmnsaumax» ot 07.09.2015 r.; Metogmyeckne pekomeHgaumm
«3JKcnepTmnsa LeHHOCTM U 0T6OpP B cocTaB ApxmBHoro poHaa Poccuinckoit Pepepaumm LOKYMEHTOB MO
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 oktabpsa 2004 r.; Mpasuna
OpraHu3aLmMn XpaHeHWA, KOMNAEKTOBAHMA, y4ETA U UCNONb30BaHMA AOKYMEHTOB apXMBHOro GpoHaa
poccuiickol deaepaumm U Apyrux apxXmMBHbIX OKYMEHTOB B FOCYAapCTBEHHbIX OpraHax, opraHax
MeCTHOro camoynpasneHua n opraHnsaumnax» ot 07.09.2015 r.; NepeyeHb TUMOBbIX yNpaB/ieHYECKUX
AaPXMBHbIX AOKYMEHTOB, 06pa3yoLLMXCA B NPOLLEcce AeATeIbHOCTU FOCYAapCTBEHHbIX OPraHoB,

OpraHOB MECTHOIO CaMOyMNpPaBieHUs U OPraHM3aLNi, C YKasaHUEM CPOKOB XPaHEHUA.
3apeructpmpoBaH MuHioctom Poccum 8 ceHTabpsa 2010 r. Per.Ne 18380.; MeTogmyeckne pekomeHgaumnm
«3JKcnepTmnsa LeHHOCTM U 0TOOP B cocTaB ApxmBHoro poHaa Poccuiickoin deapepaumnm 4OKYMEHTOB NO
NMYHOMY cocTaBy» npoekT 2014 r.

Bomnpoc 6
bann: 1,00

B kaxom paznene n3 NpHBEACHHOTO IMpHUMepa HHCTPYKIMH MO KaAPOBOMY AEJIONPOM3BOJACTBY YKa3aHO, YTO

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

b. oco6eHHOCTM 0DOPMNEHUSA JOKYMEHTOB MO OTAE/bHBIM KaApOBbIM GYHKLMUAM

39



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 YTBEPXKICHUE
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 TPe6OBaHNAMM KOPNOPATUBHOIO
3aKOHO4aTeIbCTBA

b. ana opraHM3aum - UICTOYHNKOB KOMMIEKTOBAHUSA - MO UCTEYEHUM CPOKOB XpaHeHMs 06s3aTesIbHO
npoBegeHe COBMECTHO C YNO/JIHOMOYEHHbIM OPraHOM rocyapCTBEHHOM BNacTh cybbekTa Poccuiickoi
denepaumnn B 061acCTM apxMBHOTro 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 KOMNJZIEKTOBAHWA, NO NCTEYEHUU
BPEMEHHbIX CPOKOB XpPaHEHUNA apXUBHble AOKYMEHTbI MO IMYHOMY COCTaBYy NoAsieXXaT SKCNePTU3E U
mMoryT 6bITb YHUYTOXEHDbI nmbo XPaHUTCA B apXmnBe OpraHn3sauumn

d. XpaHeHNEe JOKYMEHTOB NO IMMHOMY COCTaBy, HE NoanexXawnx YHUYTOXKEHUIO O0/TKHO
OCyLLecTBNIATbCA TONIbKO B 6YMa)'KHOM, a HE B 3/IEKTPOHHOM BUaE

Bonpoc 9
bann: 1,00

40



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

[TommuBka chOPMHUPOBAHHBIX JIEI]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 yBoJibHEHMA COTPYAHUKA
~
d. A0 npoBeageHnA sKCNepTmn3bl UEHHOCTU JOKYMEHTOB NO INYHOMY COCTaBy
Bonpoc 11
bann: 1,00

Wubopmanms muaHOTO AeTa, Iie TH(ppPaMHu U MPOIMHICHI0 YKa3bIBACTCA KOJTMYECTBO TPOHYMEPOBAHHBIX JIICTOB

B A€JIC, HAJIMYNEC MPONYHICHHBIX U JIUTEPHBIX HOMEPOB, KOJIUYECTBO JIMCTOB BHyTpCHHCﬁ OIIMCH acjia IMoMeIacTCAa

BbibepuTe 0AMH OTBET:

C y
d. Ha 060pOTHOI/I CTOpPOHEe nocnegHero 4OKymeHTa
r
b. BO BHYTPEHHIOKO ONUCb Aena
C y y
C. Ha nocnheaHUN NnNCT 06.10%KHN Aena C BHyTpeHHEW CTOPOHbI
r

d.B NNCT-3aBEpPUTEIb AeNna
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Bonpoc 12
bann: 1,00

B npuBeneHHOM NpHMeEpe MOJ0KEHHUSI 0 MyHHINIAIBHOM apXHUBE JOKYMEHTOB I10 JINYHOMY COCTaBY yKa3aHO
BbibepuTe oanH oTBET:
d. YTO apxuB BbINOJIHAET BCeE onepaunn Ha 6e3303me3p,H017| OCHOBe

b. apxuB BblgaeT No 3aABAEHMAM FParkAaH TO/IbKO apXUBHbIe CMPaBKK, NOATBEpPKAatoWme
TPYAOBOM CTaX, pasamep 3apaboTHOM NaaTbl U ApyrMe BONPOChl, Heobxoanmble ana opopmaeHua
MEeHCUI rpasxkaaHamM 1 peLleHus Apyrux coLmaabHO-NPaBoOBbIX BOMNPOCOB

C. yUpexaeHne He MMeeT NpaBa OKasblBaTb YUPENKAEHMAM, OPraHn3aUmnam, NpeanpuaTuam
METOAMNYECKYIO, M MPaKTUYECKYIO MOMOLIb B MPOBEAEHUMN IKCMEPTM3bl U YNOPAA0HEHUN JOKYMEHTOB

d. yTo yupexkaeHne NPUHMMaET Ha OCHOBE 3aK/IOYEHHbIX JOTOBOPOB M B COOTBETCTBUN C
rpadmKamm oT yuperKAEHWUN, OpraHM3aLnin U NpeanpPUATUIN-UCTOYHNUKOB KOMMIEKTOBAHUA ApXMUBa
OOKYMEHTbI M0 IMYHOMY COCTaBy, 06paboTaHHbIe U yYTEHHbIE COFIAaCHO YCTAHOB/IEHHbIM MpPaBuaam, a
TaK ’Ke JOKYMEHTbI OT IMKBUAMPOBAHHbIX OPraHn3aLmii, He MUMeoLWMX NPaBoNpPeEeMHMUKOB

Bompoc 13
bann: 1,00

Benenue nuuHbBIX 1€ 00s13aTENBHO KaAPOBOM CITY)KOOH M XpaHEHHUE B OpTaHU3AIH 00sI3aTENBHO

BbibepuTe 0AMH OTBET:

-
a. Ha rocy4apCcTBEHHOM rpaXkaaHCKoM cnyxbe
-
b. ana OO0 n OAO
f_’ o
C. ANA 0bpa3oBaTeNbHbIX yupexaeHui PO
d. AnA scex rpaxkaaH Ha Tepputopumn PO
Bompoc 14
bann: 1,00

VKaXuTe JI0KHOE YTBEPIKACHHUC

BbibepuTe 0AMH OTBET:

a. JIn4yHble KAaPTOYKKN PabOTHUKOB TakKe GopMUpYIOTCS B Aena no andasuTy pammuanii
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b. MpWKasbl, pacnopsxKeHus, yKasaHna No IMYHOMY COCTaBY rPYNnNUPYIOTCA B CAMOCTOATE/IbHbIE
apXuBHble fefla Co CBOel Hymepaumen

C. JInuesble cyeTa No 3apaboTHOM NaaTe COTPYAHUKOB GOPMUPYIOTCA B CAMOCTOATE/IbHbIE AeNa U
pacnonaratoTca B HUX no andasuty bammani

d. B cootBeTctBMM ¢ MNpasunamm paboTbl apXMBOB OpraHM3auUmii pacnopagnTenbHble JOKYMEHTbI
rpynnMpytoTca B Aena no Buaam, fonyckaerca GopMmmpoBaTb B O4HO Ae/10 NPUKasbl U PACiOPAXKEHUA C
eaMHON Hymepauueit

Bonpoc 15
bann: 1,00

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

da. HAMMeHOBaHKeE opraHn3saynmn, nog4NHEHHOCTb, HAMMEHOBAHUE CTPYKTYPHOro noapa3sgeneHuna;
UHOEKC Aena, apXMBHbIVI LIJMd)p Aena,; 3arozioBokK Aena; KpaﬁHMQ AaTbl Aena; KoAn4ecTtso INCTOB Aena,
CPOK XpaHeHunA aena

b. HaMmeHoBaHWe opraHn3aLmm, NOAYNHEHHOCTb, HAMMEHOBAHME CTPYKTYPHOIO NoApasaeneHus;
WHAEKC Aena; 3aro/IoBOK fena; KOJIMYECTBO IUCTOB AeNa; KpaliHue AaTbl Aena; CPOK XpaHeHWUs Aena;
aPXUBHbIN WNdp Aena

C. HAMMEHOBaHME OpraHN3aLmn, NOAYUMHEHHOCTb, HAMMEHOBAHWNE CTPYKTYPHOrO NoApasaeeHus;
WHAOEKC AeNa; apXMBHbIN Wndp aena (Homep GoOHAA-UHAEKC, ONUCK AeNa); 3aro/IOBOK AeNa; KpanHue
[AaTbl AeNa; KOAUYECTBO /IMCTOB AeNa; CPOK XpaHeHus gena

d. HaumeHoBaHwMe OopraHunsauunn; MHOEKC Aena, apXMBHbIﬁ LLIMd)p Aena; 3aroy10BOK 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 W PACIpPOCTpaHeHHe MH(OPMALUKM O YaCTHOW KM3HM JHIA 0€3 ero coriacus He IOIyCKaeTcCs.
Oprasbl TOCYZapCTBEHHOH BJACTH M OpPraHBl MECTHOTO CaMOYINpPaBIEHUS, WX JOJDKHOCTHBIC JHIA OOS3aHBI
00ecTeunTh KaXJOMy BO3MOXKHOCTh O3HAKOMJIGHHS C JOKYMEHTaMH M MaTepHalaMHi, HEIOCPEICTBEHHO

3aTparuBaroMMH €ro MpaBa U CBOOO/IbI, €CIIM HHOE HE MPEITyCMOTPEHO 3aKOHOM»?
BbibepuTe oaAnH oTBET:

a. 3aKoH P® «O nepcoHanbHbIX AaHHbIX» Ne 152-d3
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b. PepepanbHbiii 3aKOH OT 22 oKTA6PA 2004 roga Ne125-d3 «06 apxusHom aene B Poccuiickolt
depepaunn»

c. TpyaoBol Kogekc PO

d. KoHctutyums PO

Bonpoc 17
bann: 1,00

Wmerommecst B JMYHBIX JieNaxX JIMCTKH IO YYeTy KaJpoB, aHKETHI, aBTOOHOrpaduu, COOCTBEHHOPYIHO
COCTaBJICHHBIC 3asBUTEIEM, HAa KOTOPBIX OTCYTCTBYIOT OTMETKM O HpPOBEpKE HMEIOUIMXCS B HHUX CBEICHHUN Ha

OCHOBAaHUU Hpe}lCTaBHeHHbIX IMOJIMHHBIX I[OKyMeHTOB 200058 CHpaBOK
BbibepuTe ogMH OTBET:
a. MOTYT CNYXKUTb OCHOBaHMEM A5 BblAAuYM aPXMBHbIX CMPABOK O TPYAOBOM CTaxKe

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

C. HE MOTYT C/IYXXUTb OCHOBaHMEM 014 BblAa4YUN apPXUBHbIX CMPABOK O TPYAOBOM CTaXKe

d. MOTYT CIYXKUTb OCHOBaHUWEM ONA BblAa4YMN apPXUBHbLIX CMPABOK O TPYAOBOM CTaXe npu
NMNCbMEHHOM pa3peleHnn oNpeKTopa opraHnlauunm, rae pa60Tan COTPYAHUK

Bonpoc 18
bann: 1,00

I[ena, CoACprKaIMe NOKYMEHTBI 11O JINYHOMY COCTAaBY BbLAAIOTCSA BO BPEMCHHOC MTOJIb30BAHUE U3 XPAHUJIMIIL HA

CPOK, HE IPEBbIIIAIOLINII:

BbibepuTe 0AMH OTBET:

~
a.”7 mecaues ANnAa sKCNOHMPOBaHMA AOKYMEHTOB

o
b.2 mecAaua anAa Mcnoa1b3oBaHUA paﬁoTHMKaMM OopraHnsauunun

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_' o

C. MueBble cyeTa No 3apaboTHOW naaTte

d. np1Kasbl N0 OCHOBHOW AEATENbHOCTH

Bonpoc 20

bann: 1,00

HpeI/IMyIlI€CTBa, MOJIYy4aceMbI€ OT BHEAPCHHUA DJICKTPOHHOT'O apXHBa IO JINYHOMY COCTaBY:

BbibepuTe 0AMH OTBET:

a. Apx1B He 3aLMLLEH OT NOXKapPOoB U NPOUYMX POPC-MaXKOPOB; He 06eCNeYMBaETCA UX 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 3anMpocbl K AaHHbIM apX1MBa COCTaBSAET OT OAHOIO A0 HECKO/bKUX AHEN.
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 6bICTPbLIN AOCTYN K AOKYMEHTY Nto60ro coTpyaHuKa apxmsa 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 MPOBEACHUA IIPOMEKYTOYHON aTTECTAIIH

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

MpumepHoe codepicaHue:

CTPYKTYpHbIM
anemeHT MnaHnpyemble pesynbTaTbl 06yyYeHUA OueHouHble cpeacTsa
KOMMeTeHL MU

IIK-6 - cnoco0HOCTBLIO AHAJIU3UPOBATDL CUTyallUI0O HA PBIHKE I/IH(l)OpMaIIHOHHLIX MMPOAYKTOB U YCIYI', JaBATh IKCIIEPTHYIO OICHKY COBPEMECHHBIM CUCTEMaM
3JICKTPOHHOI'O Z[OKyM(?HTOOﬁOpOTEI H BEACHUA IJICKTPOHHOTO apXuBa

3HaTb —  OCHOBHble OnpeaeneHns 1 NOHATUA
WH()OPMAIMOHHBIX TTPOTYKTOB U YCIIYT,
AKCIepTHOM onleHKH, CO/I, 311eKTpOHHOTO
apXuBa ;

—  OCHOBHble MeTOoAbl UCCIeA0BaHUM,
MCMO/Ib3yEMbIX B 4aCTM apXMBOB MO IMYHOMY
cocTasy;

— onpefeneHus OCHOBHbIX MOHATUIA B YacTu
[OKYMEHTOB JINYHOTO, Ha3bIBAET MUX CTPYKTYPHbIe
XapaKTEPUCTUKU 1 CBOICTBA;

—  OCHOBHble MOHATUA M NPaBMIa OpraHM3aLnm
WH()OPMAITMOHHBIX TTPOTYKTOB U YCIIYT,
sKCTepTHOM onleHku, CO/JI, 31eKTpOHHOTO
apXuBa ;

- onpeaeneHns NPoLeccoB SKCIEPTHAS OLICHKA,

IIepeyennb TeopeTHYECKUX BOIMPOCOB K IK3aMEHY:

1. C3[, sNeKTPOHHbI apx1B: onpeaeneHmne, Npumepbl, Knaccuduraums.

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

3. OcHOBHble MeTOAbl UCCNeL0BaHUM, MCMONb3YEMbIX B YaCTU apPXMBOB NO JIMMHOMY COCTaBy.
4. OnpepeneHuve npouecca DKCIIEPTHAS OICHKA.

MH(OPMALIMOHHBIX TPOYKTOB U YCIYT;




CTPYKTYpHbIN

3/1EMEHT MnaHupyemble pesynbTaTbl 0byyeHus OueHouYHble cpeacTBa
KOMMETEHL MM
YmeTb —  BblaenAThb CTPYKTYpPHblE 3NeMeHTbI

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

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

— pacrnosHaBatb 3PPeKTMBHOE pelueHne oT
HeadPeKTUBHOrO;

— 06bACHATb (BbIABNATL U CTPOMUTL) TUMMUYHbIE
mozenu UHGOPMAIIMOHHBIX TPOAYKTOB H

YCHYT, AKCIEPTHOM OLICHKH, CoJ,
AIIEKTPOHHOTO ApXUBA;
— NPUMEHATb noJsly4yeHHble 3HaHUA B

npodeccroHanbHON AeATEeNbHOCTU; UCNO/b30BaATh
WX Ha MeXAMCUMNANHAPHOM 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.MpoaHanusupylime npasunbHOCMb 0POPMAEHUSA
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CTPYKTYpHbIi
3/1EMEHT
KOMMeTeHLMU

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

BHYTPEHHAA OITHCDH
JOKYMEHTOB ejl. Xp. No _ 05-15/110

Hamaenc Hara Hosep
N F i ot . 3AroT0BOK JOKYMeNTS Roxh Tpieeyansme
1 2 3 4 5 o
1 Hononriesiue k AUSHOMY RUCMKY NO ysemy !
xadpoe
2 19.03.2012 | Jlussisal AUCmox no ywemy kadpoe 2-3
3 19.03.2012 | Aemobuoczpadus <
4 | KON 827527 | 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 wa pabomy 12
Htoro JMOKYMEHTOB.
(umpan  sposuce !
KOnmuecreo MHCTOB BH)‘TP&HHQ“ OnucH
(Enfpases » npaseco )
Muacnexrop Wupoxoea T.IO. llInpokosa
(zcooma) L i

19.032012




CTPYKTYpHbIN

3/1EMEHT MnaHupyemble pesynbTaTbl 0byyeHus OueHouYHble cpeacTBa
KOMMETEHL MM
Bnapetb — TPaKTAYECKUMHU HaBBIKAMU

HCIIOJIb30BAHMS JIEMEHTOB Ha JIPYTHUX
JUCLUIUIMHAX, HA 3aHATUAX B AyJIUTOPUHU U HA
...lIPaKTHKE;

— cnoco0aMu AEMOHCTPALUK YMEHHUS
AQHAJIM3UPOBATH CUTYALIMIO ;

—  MeToZamu nposeseHuA 3KCIIEPTHOM
onieHku, CO ], 3IeKTpOHHOTO apXMUBa;

— HaBBIKAMH M METOJUKAMHU 0000IICHHS
pEe3yJIbTAaTOB PELICHUS, SKCIIEPUMEHTAIBHON
JIeSITeIIbHOCTH;

— cmoco0aMu OIICHUBAHUS 3HAYMMOCTH U
MPAKTUYECKOU MPUTOJHOCTHU MOTYYEHHBIX
pe3yJIbTaTOB;

—  BO3MOKHOCTBIO MEKJIUCIIUTIIIMHAPHOTO
MIPUMEHEHUS MOJYYEHHBIX 3HAHUI B YaCTH
SKCNepTHOM ouleHku, COJ[ U 3IEeKTPOHHOTO
apXuBa;

—  OCHOBHbIMM MeTOAaMU UCCNEA0BaHMA B
obnactn COJI, 2IIEKTPOHHOTO apXHBa U
NPAKTUYECKMMM YMEHUAMM U HaBbIKaMU UX
MCNONb30BaHWUA;

—  OCHOBHbIMW METOAAaMM peLleHns 3a4a4 B
obnacTu nposeseHus SKCIEPTHOM otieHKu, COJ]
MU DJIEKTPOHHOTO apXHBa ;

—  npodeccmoHanbHbIM 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
KOMMeTeHLMU

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

- cnocobamu coBepLIEHCTBOBAHMA
NpPodeccMoHanbHbIX 3HAHUA U YMEHWUI NyTEM
NCMNO/1Ib30BaHUA BO3MOXKHOCTEN
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 IK3aMEHY:

N

9.

CoBpeMeHHOEe COCTOSIHME B CUCTEME aPXMBHOMO XPaHEHWNA AOKYMEHTOB N0 JIMYHOMY COCTaBYy.
MopsAAoOK NPOBEAEHUA 3KCMEepTU3bl LEeHHOCTM AOKYMEHTOB NO /IMYHOMY COCTaBy Ha PasHbIX
3Tanax 4eNonpou3BOACTBa.

KomnneKkroBaHMe apxuBOB MO JIMYHOMY COCTaBYy. MICTOUHMKM KOMMNEKTOBAHUA apXxvMBOB MO
NIMYHOMY COCTaBy.

MoAroTOBKa AOKYMEHTOB MO IMYHOMY COCTaBY K apXMBHOMY XpaHeHuto. PopmuposaHue aen 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 GopMUPOBAHMA IMYHOTO AeNna.

TpeboBaHWA K OpraHU3aunmn XpaHeH s TPYL0BbIX KHUMKEK.

Mcnonb3oBaHWe aBTOMATU3MPOBAHHbIX TEXHONOTUIA yYeTa apXMBHbIX AOKYMEHTOB MO JIMYHOMY
cocTasy.

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

10. daKTopbl paspyLieHna AOKYMEHTOB MO JIMYHOMY COCTaBYy. KOHTPO/b HanMuma U GU3NYECKOro
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CTPYKTYpHbIN
anemeHT
KOMMeTeHLMU

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

COCTOAIHUA AOKYMEHTOB MO IMYHOMY COCTaBY.

11. OcobeHHOCTH y4eTa U COXPAHHOCTU AOKYMEHTOB NO JIMMHOMY COCTaBY M MOPAAOK UX Nepesayn
Ha XpaHeHue B C/lyvae IMKBUAALUU IOPUANYECKOro nua.

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

13. Hay4Ho-cnpaBoYHbI annapaT K apXUBHbLIM JOKYMEHTaM Mo JIMYHOMY COCTaBY.

14. CoctaBneHve apxMBHOM ONUCK NO INHHOMY COCTaBy.

15. ABTOMaTU3NPOBAHHbIN HayYHO-CMPABOYHbLIN anmnapaTt apXxmMBOB MO JINYHOMY COCTaBy.

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

17. MopAaoK U CPOKM UCMOAHEHNA COLMaIbHO-NPABOBbIX 3aMNpPOCOB.

18. OpraHusauma COTPyLAHMYECTBA APXMBOB C HOPUOUMYECKUMU W DUSUYECKUMWM SIMLL @MW MO
MCNONb30BaHUIO aPXUBHbIX AOKYMEHTOB NO IMYHOMY COCTaBY.

19. YyeT ncnonb3oBaHMA apXMBHbLIX AOKYMEHTOB MO IMMHOMY COCTaBY.

YmeTtb

— KjiaccuuuupoBarthb JIOKYMEHTBI B
3aBUCHMOCTH  OT  CTENIEHU  LEHHOCTH
JIOKYMEHTa

MpumepHsie npakmuyvecKkue 3a0aHUA 044 IK3ameHa:

1. Ykaxure TOKyMEHT, CPOK XpaHEHHUs KOTOpOro 15 yet:

a) HEBOCTPEOOBAHHBIE TPYIOBBIE KHIKKH;

0) TUIEBhIE CUETA;

B) IIPOTOKOJIBI 3aC€AaHUM KOMMCCHUN 110 YCTAHOBJIEHHIO TPYAOBOTO CTaXka JJIsl BBIIUIATHI
Ha70aBKH 3a BBICIYTY JeT (IPUKa3bl UMEIOTCS).

2.Kakue 10KyMEHTBI HE BXOIAT B COCTaB IOKYMEHTOB ApXHBa 110 JIC;

a) JJOKYMEHThl MO JMYHOMY COCTaBY JHMKBUIMPOBAHHBIX (B OTCYTCTBHM IpaBONpEEMHHUKA U
BBILIECTOSIEIO IO MOJYMHEHHOCTH OpraHa), NPUBATHU3UPYEMBIX, pEOpraHu3yeMbIX (C
M3MeHeHHEeM (OpMbI COOCTBEHHOCTH) YUPEXKIEHUH.

0) Hay4HO-CIIPaBOYHBIN amnmapar, paCKpbIBaIOIINNA COCTaB U COJEpKAHUE TOKYMEHTOB APXUBA;
B) ICKOBBIE U apOUTpaKHbIE JOKYMEHTHI.
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CTPYKTYpHbIN

3NeMeHT MnaHnpyemble pesynbraTbl 06ydeHna OueHouHble cpeacTsa
KomneTeHuunn
Bnagetb —  HaBBIKAMU NPOBEICHNUS  DKCIIEPTH3BI 1. Pemuth pobneMuyto 3aauy: [lepsas HoMmeHKaTypa jaen Obita cocrasiena B 3A0 «3Be3ma» 10
LIEeHHOCTH JOKYMEHTA; HaBbIkamy | €T Hasan. Torma e cekperapeM reHepalibHOrO IUPEKTOPa 10 THIIOBOMY MEPEYHIO OBLTH OTpeIeICHBI
2

CPOKHM XpaHEHHUs IOKyMEeHTOB. CpOKH XpaHEHHSI HEKOTOPBIX JJOKYMEHTOB, KOTOpPBIE HE COJEPKAIUCH B
nepevHe, ObUIM YCTAHOBJICHBI «HA IJIa30K» M 4YacTO HE COOTBETCTBOBAIM PEAIbHOMY 3HAUYEHHIO
JOKyMEHTOB. B mocnenyrome roasl HOMEHKIATypa MPOCTO MEpenrchiBajIach, CPOKM XPAHEHHUS HE
YTOYHSUTUCH.

H3menunack ma K HACTOAIIEMY BPEMCHHM HOPMATHBHO- METOAMYCCKAsA OCHOBQA, MO3BOJIAIOLIAA C HOCTaTOqHOP‘I
CTEIEHbI0 OOBEKTUBHOCTHU YCTaHaBJIMBATL CPOKHU XpPAHCHUA AJOKYMCHTOB B AKIHMOHCPHBIX O6H.IeCTBaX? Kakue
HOPMAaTUBHBIC TOKYMCHTBI MOKHO PEKOMCHA0BATL JAHHOMY O6H.[€CTBy JJIsL OTIPpEACIICHU S

OopraHu3alr XpaHCHUA TOKYMCHTOB C YUCTOM
CTCIICHHU UX LICHHOCTHU

2.Ilpyn TpoBeNEHHH OSKCIEPTH3bl IIEHHOCTH IOKYMEHTOB B JIEJIO- MPOM3BOJCTBE OpTaHH3AIMH
SKCHEPTHI 0Opalliaii BHUMaHKE Ha Clie- Jyroliee:
a) 3HAYMMOCTh YIPABJICHUECCKUX (DYHKITUH, JIJIS1 peaTu3alii KOTOPBIX UCTIOIb30BAIUCH
JIOKYMEHTHI;

0) B Kakod mnepuoj MOSBMIUCh WIM ObUIM HCIOJIb30BAHBI JOKYMEHTHI (CO3/1aHueE
OpraHu3alliy, €e peopraHu3aliysl, BIIOIHEHNE 0COObIX 3aJaHU U T. I1.), UX 3HAUEHUE 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 MpeACTaBIsAeT TOKYMEHT: OPUTHHAI, AYOJIETHBIM SK3EMIUISIP WIIH KOIHUS;

1) TIOBTOpsieTCs JIn HHPOPMAIIHUS B APYTUX JOKYMEHTaX. Eciu moBTOpsIETCs, TO B KAKUX
dbopmax u oobeMax;

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

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

YAOCTOBCPAIOIHNEC NOKYMCHTHI.

[To xakuM KpuTEpUsAM B JaHHOM CIIy4ae IPOBOAMIIACH OLIEHKA JOKYMEHTOB?

K-10- BJIAJCHUEM IIPUHIUIIAMHA 1 METOAaMH CO3TaHUA Cl'lpaBO'lHO-I/IH(bOpMaIII/IOHHbIX CPpeaACTB K JOKYMEHTaAM

3HaTtb

- MPUHUMMbI U METO/IbI CO3AaHNA
CNpaBOYHO-NHGOPMALIMOHHBIX CPEACTB

Hepeqeﬂb TECOPETUICCKHUX BOIIPOCOB K 3K3aMCHY .

1. KomnnektoBaHue apxvBoOB MO JIMMHOMY COCTaBy. MICTOYHMKM KOMMNAEKTOBAHWUA apPXMBOB MO
JINMHOMY COCTaBYy.

2. OpraHusauma yyeTa AOKYMEHTOB MO JIMYHOMY cocTaBy. CUCTema yYeTHbIX AOKYMEHTOB, MX
uenesoe HasHayeHwe. OCOBEHHOCTM yyeTa AOKYMEHTOB NO JIMYHOMY COCTaBYy B apxmBax
OpraHu3aLLMin N rocyAapCTBEHHbIX apXMBax.

3. Wcnonb3oBaHMe aBTOMATM3MPOBAHHbLIX TEXHONOTNI yYeTa apXMBHbIX LOKYMEHTOB MO JAMYHOMY
coCTaBy.

4. YCTpOWCTBO M 060pyA0OBaHNE apPXMBOB MO IMYHOMY COCTaBY B OPraHU3aLMaX U apXuBax.

5. @aKTtopbl pa3pylleHna AOKYMEHTOB MO JIMYHOMY cOCTaBy. KOHTPO/b HanmMuma u Gpusn4eckoro
COCTOAHUA JOKYMEHTOB NO IMYHOMY COCTaBY.

6. OcobeHHOCTU yyeTa U COXPAaHHOCTU JOKYMEHTOB MO IMYHOMY COCTaBY M MOPAAOK UX Nepeaaumn
Ha XpaHeHUe B C/ly4ae AMKBUAALMN KOPUANYECKOTO ANLLA.

7. OpraHusauma 3aWmnTbl AQPXMBHbIX AOKYMEHTOB MO JIMMHOMY COCTaBY OT HECAHKLLMOHMPOBAHHOIO
pocrtyna.

8. HayuHo-cnpaBo4HbIM annapaT K apXMBHbIM AOKYMEHTaM Mo ANYHOMY COCTaBY.

9. ABTOMAaTU3NPOBAHHbIN HAy4YHO-CMPABOYHbIN annapaTt apXmMBoB NO IMYHOMY COCTaBY.
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CTPYKTYpHbIN

3/1EMEHT MnaHupyemble pesynbTaTbl 0byyeHus OueHouYHble cpeacTBa
KOMMETEHL MM
YmeTb - NPUMEHUTb 3HAHUA O NPUHLMNAX U MeTogax ans | MpumepHobie npakmuyecKue 3a0aHUA 07 IK3ameHd:

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) npegnoxkeHus;

4) 06BbACHUTENbHbIE 3aMUCKK;

5) 3anBneHus;

6) NnpeacTaBneHUs;

7) nucbma;

8) aKTbl;

9) cnpaBsky;

2. 3anonHuTe nponyleHHble mecTa: Mepenncka — 3To 0606LWeHHOEe Ha3BaHWE PA3/IMYHbIX NO

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

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

npOTOKOI] — 3TO OOKYMEHT, ....X04 3acefaHnAa 1 nopAaAaoK NPUHATHUA pelleHnA KonernasbHblm
opraHom ynpas/sieHua. o ctenexHmn CI)MKCVIpOBaHMFI MHd)OpMaLI,MVI N CTENEHU NOZTHOTbI 3aNNUCU TEKCTA
NPOTOKO/ibl NOAPA3OENAKTCA Ha ... U .... KpaTKMﬁ npoTtokon ... d)aMMJ'IVIM AOKNag4YnNKOB, TEMbI
AOKNagoB m BbICTyI'IJ'IEHVIﬁ N NPUHATbIE peLlleHnA. MonHbIN NPOTOKO ... 3aNUCb BCEX BbICTyI'II'IEHI/Iﬁ no
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CTPYKTYpHbIN

OueHoYHble cpeacTsa

aflemMeHT MnaHupyemble pesynbTaTbl 0byyeHus
KOMMeTeHL UK
Xo4y 3acenaHus. PewweHne o TOM, Kakyto ¢opMy NPOTOKONA 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. Onpenenute TpeOOBaHUS K CTPYKTYype U cocTaBy llonoxkeHus o ciyx0e Aenonpon3BoACTBa, K

JIOJKHOCTHOM MHCTPYKLIAH.
3. Cnemnaiite Tabnuny «IIpyHIMIBI 1 METOIBI CO3JJaHNS UH(OPMAIIIOHHO-CIIPAaBOYHBIX CPE/ICTB K

JIOKYMEHTaM.
4. OnpenenuTe OCHOBHBIE ATAIbl MPOXOKIACHUS U UCIIOJIHEHUSI BXOJSAUINX, UCXOASIINX U

BHYTPEHHUX JIOKYMEHTOB.
5. CocraBbTe Tabnuiy «Perucrpanus 10KyMEHTOB, €€ 3HaYeHHe, 00s3aTeIbHbIN COCTaB

PEKBU3UTOB IIPU PETUCTPALIUI.
6. CocTaBbpTe CXE€My TEXHOJIOTMHM KOHTPOJIS 32 CPOKAMHU UCIIOJHEHHS IOKYMEHTOB Ha IIPUMEpE

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 Ueiblo COCTaB/sieHUA onnucu aen
AOKYMEHTOB, NpaBuia NoArotoskn aen AnA
nepenadn B apxme

Hepeqeﬂb TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

1. KomnnektoBaHWe apxvBOB MO JIMMHOMY cocCTaBy. MICTOYHMKM KOMMNAEKTOBAHMUA apXMBOB MO
NNYHOMY COCTaBy.

2. NopgrotoBka AOKYMEHTOB NO JINYHOMY COCTaBYy K apXUMBHOMY XpPaHEHUIO. CDOpMMpOBaHMe 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
KOMMeTeHLMU

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

AOKYMEHTOB MO /INYHOMY COCTaBY (MPMKasbl MO IMYHOMY COCTaBY, IMYHbIE KAapTOYKM, IULEBbIE
cyeTa, PerncTpaumMoHHbIe KHUIM).

Mopaaok GopmMMpPoBaHUA MYHOTO Aena.

TpeboBaHMA K OpraHM3aLUnm XpaHeHUA TPYAOBbIX KHUMKEK.

MopagoKk nepeaayn Aen no AMYHOMY COCTaBY B BEAOMCTBEHHbI apXumB.

TpeboBaHMA K COCTaBAEHMIO ONUCKU AeN MO ANYHOMY COCTaBy.

MopAAOK YHUUTOXKEHNA apXMBHbIX KaApPOBbIX AOKYMEHTOB C MCTEKLLMM CPOKOM XpaHEHMUS.
OpraHu3auma yyeta OOKYMEHTOB MO JIMYHOMY cocTaBy. CUCTEMA YYETHbIX AOKYMEHTOB, WX
uenesoe HasHadeHue. OcobeHHOCTM ydyeTa AOKYMEHTOB MO JIMYHOMY COCTaBy B apXmBax
OpraHun3aUmii U rocyAapCTBEHHbIX apXMBaXx.

LN,k

YmeTb

- NPOM3BECTU KNACCUUKALMIO AaPXMBHBIX
AOKYMEHTOB, 0pOPMUTL ONUCH AeN AOKYMEHTOB;
NOAroTOBUTL AOKYMEHTbI ANA Nepeaayn B apxus

MpumepHsbie npakmuy4ecKue 3a0aHUsA 045 IK3AMeHd:

1.3anonHume ece nponyweHHble mecmad 8 onucu
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CTPYKTYpHbIN
3/1EMEHT
KOMMeTeHLMU

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

BHYTPEHHAA OITUCH
NMOKYMENTOR ej1. Xp. Ne

| T

N2 ' WMHpeke goky- | Nava goky-  3aronosok go- Homepa nuc- | Npumesanue
n/n MEHTA ‘ MEeHTa KYMEHT3 TOB en, Xp.
1 2 3 4 5 [ 6
Uroro JIOKYMEHTOB,

(1 pasMu 1 NPONHCEHIO)
KonmiecTso JNCTOR BHY TPeHH el ONHCH

(ndppamu i nponuceio)

HanumenoBanne NOJLKHOCTH JIAILA,
COCTABMBILETO BHY TPEHHIOK OIHCH
Il()l\')'.\(C]lT()B aena I‘Iomma, I’acumd)pomca MOJANHCH

Hara

2. 3anoaHume ece nponyweHHole mecma
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CTPYKTYpHbIN
3/1EMEHT
KOMMeTeHLMU

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

(Hanmenonamie oprannsanmn)

AHMC a ¢ C Y JAPa CJIC ¥
(HAMMECHOBAHME CTPYKTYPHOTO MOAPAJICICHM )

YTBEPKJIAIO
HaumenoBanne J0JKHOCTH

PYKOBOIHTEIA CTPYKTYPHOTO
noapasfieieHus

[onrmuce Pacumigponka
HOAIHCH
Hata
OITUCDb Ne
he Wugekc gena | 3aronoeok Hpaiisue Hon-s0 auc- | Cpok xpaHe- | Mpumevanue
n/n Aena Aats T0B HUA
1 2 3 4 5 6 7
Haisauwe paspena
B aHHYIO OIHCh BHECCHO el Xp. ¢ Ne 1o Ne » B TOM HCe:
JIHTCPHBIC HOMEPa:

MpOnyenibie HoMepa:

HauMenoBanue TO/KHOCTH
COCTABUTENS OMHUCH

Jlarta

COT'TACOBAHO
Hanvenonanue No/KHOCTH PYKOBOIHTENA
cayxOb JOY

IMoanuce

Hara

TMoanuck

Pacin mhpom(a MOJMNCH

Pacincpposka nopnmcu

COTNTACOBAHO
[Mporokoa DK cTpykTypHoro
HOAPA3/ICICHI

oT Ne
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CTPYKTYpHbIN

anemeHT MnaHupyemble pesynbTaTbl 0byyeHus OueHouYHble cpeacTBa
KOMMETEHL MM
Bnagetb - HaBblKaMM OPraHM3aLLMm JOKYMEHTHOM Pemuts keiic:

MHbOPMaUUK NpU Nepegaye SOKYMEHTOB U3
OpraHM3aumu B apxumB

3amaua 1. B cBs3u ¢ mpoBe/IeHUEM UCCIEAOBAaHUS U CO3JJaHUEM KOJUICKIIMU JOKYMEHTOB 10
TeMe «MaTepruaabHO-TeXHHUECKas OCHAIIEHHOCTh 0011e00pa30BaTeabHbIX KO ropojaa [lenssl
B 90-e roael 20 B.» B apxuB Y1paBieHust 00pazoBaHus ropoaa [IeH3bl mocTynuimu JOKYMEHTHI OT
donnoodpazoparencii: MOY COLL Ne 69 u MOY COL Ne 71. U B Tom u B ipyrom (oHzae ObLI0
B Hannuuu [ IMCbMO (u ero komnus, ornyck) nupek- Topa MOY COILL Ne 69 ¢ npocb6oii
nepeaaTh B MOCTOSIHHOE TIOJb30BaHUE IIBEWHbIE MAlTMH- KU 13 KaOuHeTa TexHonoruu MOY
COIII Ne 71 B xabunet texHonoru MOY COILL Ne 69 u AKT nepenauu BolleykazaHHbIX
HIBEHHBIX MaIuHOK. [Ipy mpoBeaeHnn SKCIepTU3bl B apXuBe Y IIpaBlieHUs: 00pa3oBaHUs ropojia
[1en3sl perie- HO OBUTO MPUHSTH B KOJIJIEKIIMIO TOJIBKO IO OJHOMY 3K3EMILIAPY TOKyMEHTOB. Kak
BBI JlyMaeTe, JOKYMEHThI Kakoro (poHI000pa3oBaTelis BOILUIN B KOJUIEKIIUIO apXUB- HBIX
JIOKYMEHTOB YTpaBieHHs 00pa3oBanusa? Jlokaxkure CBOE pelieHue.

3agaya 2. B 1998 roay, Haxo4ACb Ha CTaXXMpPOBKe B [OCyaapCTBEHHOM My3ee-3anoBegHunKe
«Tap-xaHbl» (aerctByeT ¢ 1939 roga), 04MH U3 acNMpPaHTOB Cyme NogobpaTh Wndp U OTKPLITL ceid
(paHee HMKTO ero He OTKPbIBaN), HAaXOAMBLUMICA B KOMHaTe E.A.ApceHbeBoli. B Hem 6bin0 06HapyKeHo
nMcbMo K M.HO.JlepMOHTOBY OT OA4HOM U3 €ro NATUIOPCKMX 3HAKOMbIX, KOTOPO NocBALLEHa HebobLuas
3Kkcnosnuma 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 NpUHUMAaTb yyacTie B paboTte No NPoBeAEHUIO IKCNEPTM3bl LLEHHOCTU AOKYMEHTOB

3HaTb

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

Hepeqeﬂb TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

1. OpraHuM3auma NOArOTOBKM K apXMBHOMY XPaHEHWIO M apXMBHOE XpaHeHWe pasHbIX BUAOB
AOKYMEHTOB MO NIMYHOMY COCTaBy (MPUKasbl MO AMYHOMY COCTaBY, IMUHbIE KAPTOYKK, NNLEBbIE
cyeTa, perucTpaLMoHHble KHUMM).

2. TNopagok GopmMMpPoBaHMA MYHOIO Aena.
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CTPYKTYpHbIN

anemeHT MnaHupyemble pe3ynbTaTbl 06yYeHUA OueHo4Hble cpeacTsa
KomnetTeHuunmn
3. MMopagok nepenaym gen No AMYHOMY COCTaBy B BEAOMCTBEHHbIN apxumB.
4. TpeboBaHMA K COCTAaBNEHUIO ONUCK AN NO AMYHOMY COCTaBy.
5. TMopaaoK YHUUTOXKEHUA aPXMBHbIX KaAPOBbIX JOKYMEHTOB C UCTEKLUMM CPOKOM XPaHEHMUS.
6. OpraHusauma yyeTa LOKYMEHTOB MO JIMYHOMY cocTaBy. CMCTEMA YYETHbIX AOKYMEHTOB, MX
uenesoe HasHayeHue. OcoBeHHOCTM y4yeTa [AOKYMEHTOB MO JIMYHOMY COCTaBy B apXMBax
OpraHM3aLmi U rocyAapCTBEHHbIX apXMBaXx.
YmeTb - Pa3rpaHNYnTb LOKYMEHTbI MOCTOSHHOTO, MprMmepHble NPaKTUYeCcKne 3agaHna 4Na SK3ameHa:
BPEMEHHOIO CPOKA XPaHEHMA, NoANEXKaLLMe
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. HazoBuTe 3aKoHOAaTe/IbHbIM aKT, KOTOPbIM PErYIMPYIOTCA OTHOLWEHMUA B chepe opraHnsa- 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 ABAAIOLLEECA €ro NPaBoNpPeeMHMKOM. B apxmBHbIX poHAAX KaKol opraHusauum oyayTt
HaxoAUTbCA OOKYMEHTbI NO CTPOUTENLCTBY ONEPHOro TeaTpa?

3apauva 2. CornacHo UCTopuyeckom cnpaBku MeH3eHCKMIA 061acTHON ApamaTuyecKkuii TeaTp um. A.B.
JlyHayapcKoro Hayan cBoto paboTy Kak MNeH3eHckuit Teatp (1793), noTom 6bin OpraHM3o- BaH
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MeH3eHCKNN HapoaHbIi TeaTp (1896). B 1916 roay Ha basapHon nnowaam MNeHsbl 66110 OTKPLITO

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

00 2008 roga v urpan ceou cnekTakam MeHseHckmn Teatp. C 1917 roaa cnekTakau B 34aHMK TeaTpa
roToBWMA ApamMaTUYECKUIA KPYKOK MM. bennHckoro. B 1918 rogy ApamaTuyeckmnii KpyrKOK Um.
BennHckoro ctan HasbiBaTbCA [APHM30HHbLIN TeaTp. B okTAbpe 1920 roaa peweHnem MeH3eHCcKoro

ry6epHCKOro MCNONHUTENbHOTO KOMUTETA [l pamaTMyecKomy TeaTpy NPUCBOEHO MMA BblBLIErO B TY NOpY

Hapkomom npocselieHnn A. B. JlyHayapckoro. C MomeHTa nkBuaaumm MNeHseHckom rybepHum B 1928

rofly TeaTp HauyMHaeT NepexXmBaTb 3HaUUTE IbHble n3MmeHeHus. B 1939 roay obpasosaHa MeH3eHcKan
obnactb, MNeH3a cTaHOBUTCA 06/1aCTHLIM FOPOAOM, a TeaTp M. 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
CU/IbHbI NOXKap, KOTOPbIN NPAKTUYECKN NONAHOCTBIO YHUUTOXKMA BHYTPEHHNE KOHCTPYKUMM €ro 34aHu

A,

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

cHeceHo. [epBoe BbICTYN/IEHME B HOBOM 34aHWUK cocTosanocb 5 mapta 2010 roga. YTouHMTe GOHA0BYHO

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 APXNUBHbIX AOKYMEHTOB.

IIK-23- B1ageHHeM HABBIKAMM Y4YeTa U o0ecrevyeHnsi COXPAHHOCTH IOKYMEHTOB B apXHuBe
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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 npoBeAeHUA 3KCMepTU3bl LEHHOCTU AOKYMEHTOB MO /IMYHOMY COCTaBy Ha pasHbIX
3Tanax Aesonpon3BoacTBa.

KomnneKkroBaHWe apxvBOB NO NMYHOMY cocCTaBy. VCTOYHWMKM KOMNNEKTOBaHWA apXWMBOB MO
JIMYHOMY COCTaBy.

MoaroToBKa 4OKYMEHTOB MO IMYHOMY COCTaBY K apXMBHOMY XpaHeHuto. PopmumpoBaHue aen no
JINYHOMY COCTaBy 1A Nepefayn B BeLOMCTBEHHbIN apXMB.

OpraHusauma NoAroTOBKM K apXMBHOMY XPaHEHUID M apXMBHOE XpaHeHWe pasHbiX BUAO0B
[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

anIMGprIe npakTn4yeckne 3agaHnAa AnAa sKk3amMmeHa:

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

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

OTBeT:

2. KaKkre oTHOLWEHWSA ABASIOTCA NPegMeToOM peryanpoBaHua 3akoHa MNeHseHckon obnactn «06

apxusHom gene B MNeH3eHcKol obnactmu» ? OTBeT:

62




CTPYKTYpHbIN

anemeHT MnaHupyemble pesynbTaTbl 0byyeHus OueHouYHble cpeacTBa
KOMMETEHL MM
Bnagetb - HaBblKaMK yyeTta 1 obecneyeHns COXPaHHOCTH PewwnTsb Keic

[OKYMEHTOB B apxuse

3afaua 1. [lelicTBytollee B HacTosiLLee Bpems akumoHepHoe obulectso «MeH3actpoii» (OAO
«lMeH3acTpoi») yupexaeHo B 1992 roay Ha 6ase TeppUTOPUAIbHOIO CTPOUTENIbHOFO 06be-AMHEHUA
(TCO) «MNeH3acTpoii» — npaBonNpeeMHMKa raBHOro yrNpaBAeHNUA No CTPOUTENbCTBY B MNeH3eHCKon
obnactu - «nasneHsactpon» MuHtoctcTpos CCCP. YTouHUTE POHA0BYIO NPUHAANEKHOCTb aPXUBHbIX
[OOKYMEHTOB aKumMoHepHoro obuiect-sa. CKoNbKo GOHA0B HYKHO cO34aBaTb B JaHHOM Cay4Yae: OAMH
OCHOBHOW, ABa, HECKO/IbKO, 06beaANHEHHble GOHAbI? BO3MOXKHO, Yy Bac eCTb BapunaHTbl. [JOKaxKu1Te CBOIO
TOYKY 3pEeHUA, ONMPAACb HA 3HaHMA NpaBma GOHANPOBAHUA APXMBHbBIX AOKYMEHTOB.

3afaya 2. AkumoHepHoe obuectso «lleH3acTpoi» B3s10 Ha ceba 0653aHHOCTM NO OKOHYAHULO
CTPOUTENbCTBA MHOIOKBAPTUPHbIX I0OMOB A5 A0NbLINKOB 06aHKPOTUBLLENCS rpynnbl KOM-NaHWUI
«MNoBonKbey B I. MeH3e. YTouHUTe POHAO0BYIO NPUHAANEKHOCTb aPXMBHbIX IOKYMEHTOB —
HAY4YHO-TEXHUYECKOW, NPOEKTHON AOKYMEHTAL MM Ha CTPOUTENBCTBO YNOMAHYTbIX 0MOB. OHU BOMAYT B
$OoHAbI APXMBHbIX OKYMEHTOB rpynnbl KOMNaHui «Mosonxbe» nan OAO «lMeH3acTpoi»?

MK-24- BJIAICHUEM HAaBbIKAMMU OPraHu3aliuii CripaBOvYHO-NMIOMCKOBBIX CPEACTB H MCIIOJIb30BAHUA APXUBHBIX JOKYMECHTOB

3HaTb

- MpaBwna COCTaB/1EHNA CNMPaBOYHO-MOUCKOBbIX
cpeAacts

Hepeqeﬂb TCOPETUYCCKHUX BOIIPOCOB K IK3aMCHY:

Haquo—cnpaBqublﬁ annapaTt K apXmuBHbIM JOKYMEHTaM MO TMYHOMY COCTaBy.

CocraBneHue apXVIBHOﬁ OMNMncn No TIM4YHOMY COCTaBy.

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

PwwnNpeE
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MCNo/Ib30BaHWNA AOKYMEHTOB.
5. TMopAagoK M CPOKU UCNOSIHEHUA COLMANBHO-MPABOBbIX 3aNPOCOB.
6. OpraHuzauma coTpyaHU4YecTBa apXMBOB C HOPUAMYECKMMU U OU3NYECKMMKU ANLAMWU O
NCMNO/Ib30BaHMIO aPXUBHbBIX AOKYMEHTOB MO AMYHOMY COCTaBY.
7. Y4eT Mcnosib30BaHUA APXUBHbBIX LOKYMEHTOB NO IMYHOMY COCTaBy.
YmeTb - Npomn3BecTM oTbop AUTEpPaTypbl, apXUBHbIX 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 apxusHom aene B Poccuiickon deae- paumm» ot
u3naraTb MHGopmaLyio 22 oKTAbpna 2004r. Ne 125, KoTopas pacKkpblBaeT NOHATUE KAPXMBHOE Ae/10 B Poccuii- CKol
depepaunn». 22 OTBeET:
2. YKaxKuTe Homepa rnasbl, cTaTbM 3aKkoHa lMNeH3eHcKol obnactn «06 apxmBHOM aene B MNeH- 3eHCKoM
061acTM», KOTOPas PacKpbIBaeT NOHATME «apPXMBHbI GpoHA MeH3eHCKo obaacTuy.
OTBeT:
Bnapgetb - HaBbIKOM MCMOJIb30BaHWNA U OpPraHM3aLLmMn PewnTb Kelc

NHPOPMALMOHHBIX TEXHOIOMMIA B MOUCKE
NHPOPMaLMK, UCMOb30BaHMA NPaBOBbIX a3
OaHHbIX NpU coctaBaeHnn bubanorpaduyeckoro
M apXxMBHOTo 0630poB

3apava 1. O6LwecTBO € OrpaHNYEHHOM OTBETCTBEHHOCTHIO MPOM3BOACTBEHHO-KOMMepYecKaa dprupma
«Tepmogom» (000 MNOK «Tepmoaom»), umeroLLLan topuanyeckunin agpec: MNeHseHckas ob6aacTb,
MeH3eHCKW paiioH, c. 3aceyHoe, ya. Pagy»kHas, 1-32, kopnyc 2, 5-biit MUKpopaioH TepHOBKK, UMeeT
¢éunman B r. 3apeyHom. 20 YTouHUTE GOHAOBYIO NPUHAANENKHOCTb aPXMBHbIX OKYMEHTOB Ppuanana
obLwectBa. CKo/bKo GOHA0B HYXKHO CO343aBaTb B JaHHOM C/ly4Yae: OAMH OCHOBHOM, ABa, 06beAMHEHHble
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¢boHAbI? BO3MOXKHO, y Bac ecTb BapMaHTbl. [lOKaXKMTe CBOI TOUYKY 3PEHUS, ONUPAACL Ha 3HAaHWA NPaBUA
$OHANPOBAHNA APXMBHDBIX JOKYMEHTOB.

3agava 2. Ha npeanpuaTMK CKOPOMOCTUXKHO CKOHYacA nepenoBoit paboTHUK MN.C.MBaHOB (paHHsASA
CMepTb B pe3ynbTaTe HENPOAOMIKUTENBbHOM 6ONE3HK). Y HErO HET HUKOTFO M3 POACTBEH- HMKOB. Ha
obLwem cobpaHMmM TPyL0BOro KOEKTUBA OblIO BbIHECEHO PELIEHNE COXPAHUTb LOKYMEHTDI,
ny6aukaumm, ¢oTto, BUAEO, U Ap. (AOKYMEHTbI IMYHOTO NPOUCXOXKAEHUSA), T.K. OHWU NPEeACTaBAAIOT
HaYYHYIO U KYNbTYPHYIO LLEeHHOCTb A/1a npeanpusaTuna. Bece 31o 6b110 6eperkHo cobpaHo Apy3bamu
NMOKOMHOTO M NepeAaHo B apxmMB NPeanpuATUA. B KoHLe fen10onpo-n3BoACTBEHHOIO roga Ty4a e
NOCTYNWAM INYHAA KapToYKa PaboTHMKA, ero TPYAOBaA KHUXKKA BMeCTe C APYrMMU CAAaBaeEMbIMUM B
apXvMB AOKYMEHTaMM NO IMYHOMY COCTaBy. YToUHUTE GOHAO0BYIO NPUHAANEKHOCTb aPXMBHbIX
nokymeHToB UN.C.MBaHOBa. CKO/IbKO POHAOB HYXKHO CO34aBaTb B JaHHOM C/ly4ae: OAWH, ABa,
o6beanHeHHble GOoHAbI? BO3MOXKHO, y Bac ecTb BapmaHTbl. [lOKaxunTe 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 OOKYMEHTOB B
COOTBETCTBMUN C HOPMATUBHbIMU OOKYMEHTAMU

ITepeyenn TeopeTHYECKMX BONPOCOB K IK3aAMEHY:

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

MopsaAoK GopMMPOBAHMA INYHOTO AENa.

MopAAoK nepeaayn Aen no AMYHOMY COCTaBy B BEAOMCTBEHHbIN apXuB.

TpeboBaHMA K COCTaBNEHMIO OMMUCK AeN NO AMYHOMY COCTaBYy.

MOPAAOK YHUUTONKEHMNA apXMBHbIX KaAPOBbIX AOKYMEHTOB C UCTEKLUMM CPOKOM XPaHeHMUS.

ke wnN
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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 3aaaHua ANA 3K3amMmeHa:
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- CUIACKOM
denepaunn n MyHUUMNANbHbIX 06pa3oBaHNI B 061aCTU apXMBHOTO Aena
OTserT:
2. YKaxKuTe Homep 1 HasBaHue cTaTbn GegepanbHoro 3akoHa «06 apxuBHOM aene B Poc- cUMCKo
depepaunn» ot 22 okTabpa 2004r. Ne 125, KoTopan onpeaensaeT cocTaB ApxusHoro ¢poH- Aa
Poccuiickoit ®epepaumm OTBeT:
Bnagetb - HaBbIKAMW OOKYMEHTUPOBAHUA NPOBEAEHUA PewwnTb Kelic

9KCNEepPTU3bl LEHHOCTN OOKYMEHTOB

3agaya 1. B 2010 roagy cTpouTesibHbIe rpynnbl KOMNaHUi «MoBosixKbe» 06aHKPOTUAMCL. Ha Bpems
nposeaeHWsa npoueaypbl 6aHKPOTCTBA OblNa CO34aHA BpeMeHHasa agMUHUCTPaLMS, BbipaboTasLas
onpeaeneHHble LOKYMEHTbI. YTOUHUTE GOHAO0BYIO NPUHAANENKHOCTb aPXMBHbBIX OKYMEHTOB,
06pa30BaBLUMXCA B NpoLecce paboTbl BpeMeHHOM aAMUHUCTPaLUMN. CKONbKO GOHA0B HYXKHO CO343aBaTb
B 4aH- HOM Cay4Yae: 0guH, ABa, 06beanHeHHble POHAbI? BO3MOKHO, Yy Bac eCTb BapMaHTbl. JOKaXKu- Te
CBOIO TOYKY 3pE€HMA, ONMPAACL HA 3HAHWUA NPaBUA GOHAMPOBAHUA APXMBHbBIX LOKYMEHTOB.

66




CTPYKTYpHbIN
anemeHT
KOMMeTeHLMU

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

3apaua 2. K npasgHoBaHuio 300-neTus r. MeH3bl 04HO U3 BeAYLMX NpeanpuaTUi1 NoAroToBUIO
KOJITEKLUMIO AOKYMEHTOB, CBMAETE/IbCTBYIOLLMX O AOCTUNKEHUAX KONNEKTUBA. [lo3aHee Konnekums bbina
NPUHATA Ha XpaHeHWe B rocapxus. K npasaHoBaHmio 350-neTus r. NeH3bl rocapxms NOAroTOBMA HOBYIO
KONINEKUMIO IOKYMEHTOB, CBUAETE/NbCTBYIOWMX O AOCTUKEHUAX KONNEKTUBOB MNeH3eHCKon obnacTy,
KyZa BOLIIN HEKOTOPbIE AOKYMEHTbI U3 KOMNEKUMN YNIOMAHYTOTO NpeanpuaTna. BosmoXKHO nn
nepedoHaMpPOBaHME AOKYMEHTOB, BOLEALINX B HOBYHO KONEKUMIO? [lOKaXKUTe CBOKO TOUKY 3peHMUS,
ONMpPanchb Ha 3HAHUA NPaBUA OHANPOBAHUA APXMBHbIX JAOKYMEHTOB.

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. OpraHusauua yyeTa LOKYMEHTOB MO /IMYHOMY cocTaBy. CMCTEMA YYETHbIX OOKYMEHTOB, WX
uenesoe HasHayeHue. OCOBEHHOCTVM y4yeTa AOKYMEHTOB MO JIMYHOMY COCTaBy B apXmBax
OpraHM3aLmii 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 paspywleHnsa AOKYMEHTOB MO ANMYHOMY cocTaBy. KOHTPOAb Hannuma n GpUsnYecKoro
COCTOAHMA AOKYMEHTOB MO IMYHOMY COCTaBy.

6. Oco6eHHOCTM y4YeTa M COXPaHHOCTU AOKYMEHTOB MO IMYHOMY COCTaBy M MOPAAOK MUX Nepeaayn
Ha XpaHeHWe B C/ly4Yae MKBUAALMM IOPUANYECKOrO nLa.
7. OpraHu13auma 3aWuTbl apPXMBHbIX AOKYMEHTOB MO IMYHOMY COCTaBy OT HECAHKLMOHUPOBAHHOMO

Aoctyna.
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YmeTb - NPMMEHMUTb HA NPAKTUKe 3HAHMA O NpaBuaaX MprMmepHble NpakTUYeCKMe 3a4aHNA ANA SK3aMeHa:
obecrneyeHnsa COXPaHHOCTU, yyeTa JOKYMEHTOB B
apxuse
1. Kakue OOKYMeHTbI BXOAAT B COCTAB apXmMBHOro poHaa MeH3eHcKol obnactn?
OTBeT:
2. locypapcTBeHHan cobCTBEHHOCTb Ha apXMBHbIE AOKYMEHTbI Nogpasaensaetca Ha OTseT:
1. 2. 3.K
cobcTBeHHOCTHM MNeH3eHCcKon 061acTM OTHOCATCA apXMBHbIE AOKYMEeHTbl OTBET:
1. 2.
Bnagetb - HaBblKaMM y4yeTa 1 obecneyeHns CoOXPaHHOCTU PewnTb Kelc

[OKYMEHTOB B apxuse

3anaga 1. B 90-e roasl B Halel CTpaHe pe3KO COKPaTHIIACh POKIAEMOCTD U KaK CIIEICTBUE CTAIU
MyCTOBAaTh JIETCKUE CaJibl. A BOT IIKOJIbI OBLIN MEPENOTHEHB! (HEKOTOPHIM MPUXOUIOCH
paboTaTh B 2-€ CMEHBI). BBIX0/10M U3 CIOKUBIIEHCA CUTYallMM CTalI 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 mpedbIBalid B TPYIIIIBI I€TCKOTO Ca/ia, T/I€ IKOIbHBIN YIUTENb
IPOBOJIMII OecIIaTHO (Kak B IIKOJIE) yueOHbIE 3aHATHA. A BTOPYIO MTOJIOBHHY JIHS peOCHOK
IIPOBOAMII KaK B JIETCKOM cajy (3a AOMOJIHUTENbHYIO IUIaTy) — CHall, KyIlaj, TyJIsul 0]
PYKOBOJCTBOM BOCIIMTATENS 10 PUX0Ja poauTteneil. ECTh n ocHOBaHUSA A1 CO3/1aHUs HOBOTO
apxuBHoro ¢onna (YBK)? Jlokaxure cBOI0 TOUKY 3pEHHUsI, ONMUPAsCh HA 3HAHUS MPABUIT
(bOHIMPOBAHUS APXUBHBIX TOKYMEHTOB

JIIK-5- ¢cioco0HOCTBIO K CO0II0AeHHI0 TPEOOBAHMI K OPraHN3aluM KA/POBOIro 1eJ10MPOU3BOACTBA U IOKYMEHTHPOBAHUIO TPYAOBbIX OTHOIIEHH,
XPAaHEHHIO JOKYMEHTOB 110 JIHYHOMY COCTABY
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CTPYKTYpHbIN

aNemMeHT MnaHupyemble pe3ynbTaTbl 06yYeHUA OueHouHble cpeacTsa
KOMMeTeHLUN
3HaTb - OCHOBbI paboTbl € Kagposon gokymeHTaumen, 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 AOKYMEHTaLUu.
JOKYMEHTHPOBAHUIO TPYIOBBIX OTHOLIEHUH, &
2. [JOKyMeHTbl N0 IMYHOMY COCTaBYy 4OTOBPEMEHHOMO M KPAaTKOBPEMEHHOIO CPOKOB XpPaHEeHMUA.
TaK e XpaHCHUIO JOKYMCHTOB I10 JITTHOMY 3. [MpaBoBble OCHOBbI OpraHM3aLmMm paboTbl ApxmMBa NO AMYHOMY COCTaBY.
COCTaBy 4. WcTtopua popmmpoBaHMA KagpoBOM AOKYMEHTALMM N OpraHM3aLUmna eé xpaHeHuns B Poccuu.
5. CogaepxkaHue npumepHoro [MonoxKeHua O paioHHOM (ropoackom) ApxvBe LOKYMEHTOB MO
JINYHOMY COCTaBy.
6. 3agaum u PyHKUMKM ApXMBa LOKYMEHTOB NO IMYHOMY COCTaBY.
YmeTb - OpraHu30BaTb KaZpoBOe Ae/I0NPOM3BOACTBO, | MpuMepHble NpaKTUYeCcKMe 3a4aHUA ANA 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 KOTOPOW NepeymcaeHbl YYPEKAEHNSA, apXMBHbIE AOKY- MEHTbI KOTOPbIX
OTHEeCEeHbl K MyHUUuMnanbHoi cobctBeHHOCTU. OTBET:

2. KeM ocyLLecTBAAETCA pelleHme 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
MYyHUUMNaNbHON cobcTBeHHOCTU? OTBET:

4. HazoBuTe opraHbl, KOTOpble OCYLWEeCTBAAKT rocy4apCTBEHHOE ynpaBaeHne ap- XMBHbIM Ae/10M.
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CTPYKTYpHbIN
anemeHT
KOMMeTeHLMU

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

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

5. KakoBbl NoNHOMOYMA 3aKoHoAaTeNbHOro cobpaHus MNeHseHcKkoi o6n1acTu B chepe ap- XMBHOTO
nena? Oreet: 1.
2. 3. 6. B ybn
NoJIHOMOYMA BXOAMT NpeacTaBneHune NeHseHcKon 061acT B OTHOLWEHMAX € peae- panbHbIMM

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

7. JokymeHTbl ApxunsHoro ¢poHaa PP, HaxoaawmMeca B rocyaapcTBEHHOM COBCTBEHHOCTH, MOCTOAHHO
XpaHaTca B 23 OTBeT: 1.
2. 3.
4.

8 . Kyaa nepefatotca OKYMEHTbI, OTHECEHHbIE K COCTaBy apXMBHOro ¢poHaa MeH3eHcKol obnactu, npu
npuBaTU3aLMn rocyAapCTBEHHbIX OpraHunsaumin MeH3eHcKol 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 oCHOBHbIE KNaccuPuKaumoHHble eanHULbl ApxmBHoro ¢poHaa Poccum OTBeT:
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CTPYKTYpHbIN
anemeHT

KomneTeHuunn

MnaHupyemble pesynbTaTbl 0byyeHus

OueHoYHble cpeacTsa

11. MoryT v rocyaapCcTBEHHbIE OpraHbl, OpraHbl MECTHOFO CamoynpaB/ieHUs, roCy4apCTBEHHbIE U
MYyHUUMMNaNbHbIE OpraHM3aunm nepeaasaTb ob6pasoBaBLUMECA, B MPOLLECCe UX AeATeNbHO- CTU
OOKyMeHTbl ApxmBHoro ¢oHaa PP B mysen, bubinotekn, opraHnsaumm POCCMMCKON aKaZeMnmn 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 yCcTaHaB/IMBAET CPOKN BPEMEHHOTO XpaHEHUSt JOKYMEHTOB
ApxusHoro ¢poHga PP go ux nepesaym Ha NOCTOAHHOE XpaHeHMe.

OTserT:

13. Komy nepepaatotca 4OKYMEHTbI NO IMYHOMY COCTaBYy NPU peopraHM3almmn opraHa rocy- AapCcTBEHHOM
B/1aCTU, UHbIX rOCYAapCTBEHHbIX opraHoB MNeH3eHcKon obiacTu?
OTBeT:

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

15. Kakune Bnapl OTBETCTBEHHOCTM YCTaHaBnMBaeT PenepanbHbli 3akoH «O6 apxMBHOM aene B
Poccuiickoit ®epepaumm» oT 22 oKkTAbpa 2004r. Ne 125 3a HapyLweHWe 3aKoHoA4aTeIbCTBa 06 apXMBHOM
nene s PO 1.
2.
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CTPYKTYpHbIN

anemeHT MnaHnpyemble pesynbTaTbl 06yYeHUn OueHo4Hble cpeacTsa
KomnetTeHuunmn
3.
Bnapetsb - CITOCOOHOCTBIO K COOITIOICHUO TpeOoBaHMi K | OTBETUTbL Ha BONPOCH!

OpraHr3anuu KaapoBOro ACJIOIIPOU3BOACTBA U
AOKYMCHTHPOBAHUIO TPYAOBBIX 0THOH.I€HHI>1,
XPAaHCHUIO JOKYMCHTOB 110 JINYHOMY COCTaBYy

1.
2.
3.

Kakne AOKYMeHTbl He0bX0AUMbI MPU KOMaHAMPOBaHMM paboTHMKA opraHn3auumn?
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
nH(}OPMaLIMOHHBIX pecypcoB cTpaHbl. [IpakTudeckas BOCTpeOOBaHHOCTh 3TOTO BUJIA TOKYMEHTOB
peanu3yeTcsl Mo JABYM OCHOBHBIM HampaBJICHUSIM. Bo-MepBbIX, B LEISIX COLMAIBHO-TIPABOBOM
3aIATHl TPAXKIAH IPU HCIOJHEHUU COLMAIbHO-IPABOBBIX 3alpOCOB O MOATBEPKICHUU
TPYIIOBOTO CTaxa, pazMepax 3apaboTHOM IUIaThl, TPOXOXKICHUU CITY>KObI B BOOPYKEHHBIX CHUJIaX,
HarpaXJ€HUU TOCYJapCTBEHHbIMU HarpajaMd W [PUCBOCHUU IIOYETHBIX 3BAHUM M T..I.
Bo-BTOpBIX, MpU MPOBEACHUM HAYYHBIX HCCICAOBAaHUN B 0O0JACTH COLMAIBLHON HCTOPUU -
KYJIbTYpPOJIOTHYECKHUX, COLIMAJIbHO-JIEMOTpapHUUECKHUX, UCTOPUKO-OnorpaduyecKux,
TE€HEATOTHYECKUX, COLIMOJIOTUYECKUX, TTOJIUTOJIOTHYECKUX U TIP.

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

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

1. pacnopaguTesibHble OOKYMEHTbl (MPUKasbl, PacnopaXKeHWsA, 3arnucku, 3amMeHsowue
MpWKasbl NO JIMYHOMY COCTaBY, MOCTAHOB/IEHUA O MPUEME, YBOJbHEHWUM, NepemMeLLeHNI, NMOOLLPEHUH,
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, NepPCOHa/IbHbIE ,u,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 aTTecTaumu 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, npucBOEHUO 3BaHMﬁ, NPUCYXKOEHUNIO I'IpeMVIﬁ,‘

13. CMUCKM PAabOTHMKOB, YXOAALLMX HA IbFOTHYHO NEHCUIO;

14. LWUTaTHble PAcCTaHOBKM;

15. KHUMM (KapTO4YKK) yuyeTa npuema, nepemelleHns (nepesosa), yBosibHEHNA pabOTHMKOB.
16. HeBOCTpeboBaHHbIE NIMYHbIE [AOKYMEHTbl paboTHUMKOB (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 CamoynpasB/ieHUA: nNepCoHasibHble
KAapPTO4YKU y4eTa AEeNYTATOB;
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2. B CE/IbCKMX agMUHUCTPALMAX: OMOBbIE KHUIM A/1A NPOMUCKU FparkaaH;

3. Ha NpeanpUATUAX CENIbCKOrO XO3AMCTBA: KHUMM yYeTa TpyAa U pacyeToB ¢ paboTHMKamu;

4, B HErocyAapCTBEHHbIX OpraHM3aumaAx, Ha NPeAnpPUATUAX, HE ABNAIOLLMXCA MCTOYHMKAMMU
KOMMNIEKTOBaHMA: NPOTOKO/bl 0bWMX COBpaHUiA yYperKaAeHUN, akumoHepoB, PaboTHMKOB, peLuaBLInX
KaZpoBble BONPOChI;

5. B KOMUTETax, oTAenax agMUHUCTPaALUUM TropoaoB, PanoHOB Mo 06pa3oBaHMIO:
AOKYMeHTbI NO NaTPOHUNPOBAHUIO U ONeKe,;
6. B UEHTpaxX 3aHATOCTUM HaceneHna wnu MUTrpaymnoHHbIX cny)K6ax: NN4Hble Aena

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

Takum 00pa3oM, apXuB MO JHYHOMY COCTABY — CaMOCTOSITEJILHOE YUPEKICHUE WU
CTPYKTYpPHOE MOIpa3IesieHre YUPEkKACHUS, OCYIIECTBISAIONIEe KOMIIJICKTOBaHHE, XpaHEeHUe, YUET
Y UCIOJIb30BaHUE IOKYMEHTOB 110 JTUYHOMY 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
COOTBETCTBYIOIIMI T'OCYJAAPCTBEHHBIM WM MYHULUIAIBHBIM apXUMB HAa OCHOBAaHUU 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 YHUCIe
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 MMpOoNHrCaHbl BCC 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€jia IIOCTOAHHOIO MW JOJTOBPEMCHHOTO XPaHCHHA, BKIIIOYAA IOOKYMCHTBHI I10
JUYHOMY COCTaBY, NEpPEJAlOTCs B apXUB OpraHU3alliy He MO3Hee YeM Yepe3 TPU rofia mocie ux
3aBepUICHUs B JeI0Npou3BoACcTBe. Jlena nepenasaite no rpaguky, yCTAHOBJICHHOMY apXHBOM.
OH noymkeH OBITh COTJIACOBAH C PYKOBOJIUTENSIMU CTPYKTYPHBIX HOJpa3JeIeHUl 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 MpEACTaBJIATH 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 psl ocobeHHocTeil. Eciu cTpykTypHOe mojpasaeneHue Imepefaer 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 HOCUTENMN,

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 OCYILIECTBISIECT XpaHEHHE OTHOCSIIUXCS K €ro MpoduiIo 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
ABIISBILIUXCS HMCTOYHMKAMU KOMIUIEKTOBAaHUSA (elepaibHbIX, LEHTPAIbHBIX TOPOACKHUX,
BEJIOMCTBEHHBIX U O0bETUHEHHBIX BEIOMCTBCHHBIX apXHUBOB; KOTIMH apXUBHBIX JOKYMEHTOB Ha
npaBax MOJJUHHUKOB, CTPaxoBOM (HOHA KOMUH JOKYMEHTOB MO MNpOQHII0 apxuBa, (QOHJ
MOJIb30BaHUA. ApPXHMB XPAaHUT Y4YETHBIE JIOKYMEHTHl 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 (pouga MOCKBBI B MOPSAIKE 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 pELICHHUEM TIJIaBbl aJIMUHUCTpPALUU
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, OpraHU3aluid U IPEANPUATHI 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
opraHmsauui npeanpuatTuin pegepanbHOM, KPaeBol, CMeLllaHHON 1 Apyrnx 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 pyHKYUOHUPOSAHUA 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 OTHOLIEHHWs B cdepe oOpraHuzallMd  XpaHEHUS,
KOMIUIEKTOBAaHUS, y4yeTa M HCIIOJIb30BaHMUs JIOKyMEHTOB ApxuBHOro ¢onaa Poccuiickoit
®denepaliv U JpYTrux apXUBHBIX JTOKYMEHTOB, HE3aBUCUMO OT UX ()OpM COOCTBEHHOCTH, a TAaK¥Ke
OTHOILIEHHs B cepe ympaBieHHs apXuUBHBIM JenoM B Poccuiickoit denepanum B MHTEpecax
rpaxxaaH, oOLIecTBa U roCy/1apcTBa.

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 YHCJI€ JIOKYMEHTOB 110 JMYHOMY COCTaBY, JUIsl JIIOOOT0 CyObeKTa
XO03SUCTBEHHOM J1€ATEIbHOCTH: TOCYAaPCTBEHHBIX OPraHOB, OPIaHOB MECTHOTO CaMOYIIPaBIICHHUS,
OpraHu3aliiii M TpaxIaH, 3aHUMAIOLIMECS TPEeANPUHUMATEIbCKOW JIeSTeNbHOCThI0 0e3
o0pa3oBaHHUs IOPUIMYECKOrO JIMIA, B TEYEHHWE CPOKOB WX XPAHEHHUS, YCTAHOBIIEHHBIX
denepanbHBIMH  3aKOHAMHM, WHBIMH HOPMAaTHBHBIMM NpPaBOBBIMH aKkTamMu Poccuiickoit
®denepaliny, a TaKkKe MepeuHsIMU JOKYMEHTOB.

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

«ApxuBHblii o Poccuiickoit denepanyy - MCTOPUYECKU CIIOKUBIIASACSA M ITOCTOSTHHO
HOTOJIHAIOMIAACA COBOKYIHOCTb APXUBHBIX JOKYMEHTOB, OTP@KAIOLIMX MAaTEpUAIBHYIO U
JYXOBHYIO KM3Hb OOIECTBA, UMEIOUINX UCTOPHUYECKOE, HAYYHOE, COLMAIEHOE, SKOHOMUYECKOE,
NOJUTUYECKOE M KyJbTYpHOE  3HAuUCHHME,  SBISIIOIUMXCA  HEOTHEMJIEMOM  4acThbiO
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HMCTOPUKO-KYJIBTYPHOTO Hacienuss HapoaoB Poccuiickoin @Penepauuu, OTHOCAIIUXCA K
MH(OPMALIMOHHBIM pecypcaM U MOJUIeKAIIUX TOCTOSIHHOMY XPaHEHHUIOY.

Ilon apXHBHBIM TOKYMEHTOM IOHMMAETCH:

«MaTepHalibHbII HOCUTENb ¢ 3a(UKCHpPOBAaHHONW HAa HeM MH(OpMaIuUeil, KOTOPbIi 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 JTOKYMEHT, IPOIIECIIINN IKCIIEPTU3Y LIEHHOCTU I0KYMEHTOB, IOCTaBICHHBII
Ha TOCYapCTBEHHBIA YUET U MOUICKAUN TOCTOSHHOMY XPaHEHHUIO.

ITopsimok opraHuM3anuu XpaHEHUs JTOKYMEHTOB 3aBHUCHT OT CTaTyca KOMMEPYECKOHN
opraHu3anuu. BaXHbIM OTIIMYMUTEIBHBIM MPU3HAKOM SIBJIAETCS BKIIOUYEHHE KOHKPETHOMU
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
KOMMEPYECKUX OpraHM3aliil B yKa3aHHbIE CIIMCKHU OCYIIECTBIISIETCS HA OCHOBAaHUM 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 denepannu B
o0yacTu apXMBHOTO Jena, ['ocapXuBOM SKclepTH3a IEHHOCTH psAa JOKYMEHTOB Ha MpeaMeT
BKIIIOUEHUS B cocTaB ApxuBHOTO oHIa Poccuiickoii denepamnmm.

[locne mpu3HaHUS ApPXUBHBIX JOKYMEHTOB KOMMEPYECKUX OpraHu3anuil (MCTOYHHUKOB
KOMIUIEKTOBAaHU) JOKyMeHTaMu ApxuBHoro ¢onja Poccuiickoit denepanuu ux yHUYTOKEHHUE
HE [OMYCKAaeTcsi, a HX XPAHEHHE MOXKET OCYILIECTBISTHCS KOMMEPUYECKOW OpraHu3aunuen
CaMOCTOSITENILHO JTM00 OHU MOTYT OBITh ITEPEIaHbI 10 I0TOBOPY HA XPAHEHHUE B TOCYIapCTBEHHBI I
WIM MYHUUUNAIbHBIA apxuB, OMOIMOTEKYy, My3el, a Takke B opraHuzanuioo Poccuiickoit
akajgemMuu Hayk (4actb 3 ctatbu 21 denepanbHoro 3akoHa ot 22 okTa0psa 2004 rona Nel25-03
«O0 apxuBHOM Jnene B Poccuiickoit deaeparuny).

Te apxuBHBIE [OKYMEHTBHI, KOTOpblE€ HE OBLIM BKJIIOUEHBI B COCTAaB 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 OpraHu3anueil 1M00 MOCTOSIHHO XPaHATCS B apXMBE OpraHU3allii B COOTBETCTBUU C
€€ BHYTPEHHUMU IIPaBUIAMH.

[lo BompocaMm, CBSI3aHHBIM C MOPSAJKOM OpraHM3allMd KOMIUIEKTOBAHHS apXUBHBIX
JIOKYMEHTOB, 00€CleueHUs] MX COXPAaHHOCTH, MOPSAKOM IPOBEAEHUS SKCIEPTH3bl IEHHOCTH
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 apXMBHOTO (OHIa POCCHHMCKOHN (enepanu U APYrux apXHUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIPaBJI€HUA U
opraauszanusax» ot 07.09.2015 r.

XpaHeHHe KaJpOBBIX JOKYMEHTOB HECKOJIBKO BBIIEISETCS M3 OOUIMX MPaBUJI XpaHEHUS
yIpaBIEHYECKUX JTOKYMEHTOB. [lOCKOJIBKY KaapoBble JIOKYMEHTHI O0JIaZal0T BBICOKOM
COLIMAJILHOW 3HAYMMOCTBIO (OCOOEHHO JOKYMEHTHI, COJIeprKallie NMepCOHANbHbIE JaHHbIE), TaK
KaK CIIyXaT JOKyMEHTAJbHBIM MOJTBEPXKIECHUEM MpaB pabOOTHUKA Ha COLMANIbHOE oOecreueHue,
HanpuMep, IO CTapOCTH U HMHBAIMIHOCTH, a TakXKe IOATBEPXKACHUEM TPYAOBOTO CTaxa
pabotHuka. I[losTOMy OONBIIMHCTBO M3 HHX HMEIOT JJIMTEIbHBIA MM TMOCTOSHHBIA CPOK
XpPaHEHUsT U HCMOJb3YIOTCS B CIPABOUYHBIX LENAX Npu OOpallleHWu TpakJaH B apXHUBHBIC
YUPEKICHUS.

I[ToMmuMo 9TOrO, KaaApoOBBHIE JOKYMEHTHI O00JajaloT emie U Oumorpaduyueckou,
apxeorpauueckoil IEHHOCTBIO, SIBISIOTCS WMCTOYHUKOM ISl CTATHCTUYECKUX OO0OOIICHUU U
HUCTOPUKO-COLNATIBHBIX HUCCIEA0BaHUM.
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OcoOeHHOCTH XpaHEHMs KaJIpoBOM JIOKYMEHTALMM B OPraHM3alUU OOYCIIOBJICHBI
3ajjayaMM  OIpaHMYEHHMs] HECAaHKLMOHMPOBAHHOIO JOCTYNA K JIOKyMEHTaM, COAEpKalluM
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 Iepefiauu Jiea, B KOTOPOM OHM CIPYNIIMPOBaHbl, B apXMB 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 UCNOJTHEHHbIX 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 TOKYMEHTbI JOJDKHBI OIINBATHCS U XPAaHUTHCSA B JieflaX B COOTBETCTBUU C
HOMeHKIatypoi nen. Cpa3y OTMETHM, 4TO TEKYyLIEe XPAaHEHHE JOKYMEHTOB IIPEAIOJaraeTt
nporenypy ux GopMUpOBaHHUs B i€a B COOTBETCTBUU C YTBEPKICHHON HOMEHKIIATYPOIl.

Texyiee xpaHeHue AOKYMEHTOB O3HAuaeT UX XpaHEHHE B NojIMHHMKaX. [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
JIOTIOJIHUTEIBHO TIOMEIAOTCS ISl XPaHEHUS B JIMYHbIE JIeJ1a paOOTHUKOB (€CIIU OHU BEJIYTCS).

[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,
COOTBETCTBYIOLUMIA O6LLEMY 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
1 obopmafeTca ANA nepeaadn Ha apxmMBHOE XPaHEeHWe.

4. JINYHbIE AeNa YBONEHHbIX COTPYAHMKOB XPaHATCA B apxuee B andaBUTHOM NOpPAAKE.

Texyiee XpaHeHHE KaapOBbIX JIOKYMEHTOB, KapTOTE€K, KHUI Yy4eTa U Jpyrue
OCYILECTBIISICTCS, KaK IMPaBWIO, B IOMELIECHUAX KaJpOBBIX CIYXO oOpraHuzaiuii, KoTopble
JOJKHBI OBITh 00OpYZIOBaHbl CHEHHATbHBIMM IIKadaMu HIU ceidaMu, 3anUparolIUMUCT U
ornevaTtbeiBaomuMucs. Konuu HOMEHKIAaTyphl /i€, pa3MelleHHble Ha mKagdax, a Ha KOpelKax
00J102K€eK JIeJ1 - HOMepa JIe]l B COOTBETCTBUM ¢ HOMEHKJIATYpO 00JieryaT MOMCK JOKYMEHTOB.

TpynoBble KHMKKH paOOTHUKOB XpaHsTCs B ceiie pyKOBOIUTENS OT/AENA KaJIpoB, TaM Ke
XpaHATCA Me4yaTH, IITaMIlbl, OJJAHKU JIOKYMEHTOB, KJIouM OT mKagoB (ceiidoB) A XpaHEHHUs
JIOKYMEHTOB.

PaGoTHrkaMm KaapoBOil ciayxObl HE pPEKOMEHIyeTcs Mpu JI000M MPOJOHKUTEIbHOCTH
BBIX0/Ia U3 IOMEIIEHUS OCTABIATh KaKHe-TM00 TOKYMEHTBI HJIU CIIy>K€OHbIE 3alicu Ha paboyeM
CTOJIE, a TakKe paboTaromuil komnbioTep. B koHIle pabouero qHS paOOTHUKH KaJpOBOU CITYKObI
JOJIKHBI TIOMECTUTh BCE MAcCHBBI JOKYMEHTOB, HaXOJSIIUXCS B MPOLIECCE UX HCIIOIHEHHUS, B
MeTaJITTM4eCKUi 1mKkad, 3aKpbITh €ro U oneyaTtars. Kitoun oT mkagoB cIatoTcss pyKOBOJIUTETIO
OTJIeNa KaJIpoB MO/ POCIIUCH B COOTBETCTBYIOIIEM XKypHAJIE.

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 OTKIIFOYAIOTCS 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 NOCIEIYIOIEro (ApPXUBHOIO) XPAHEHUS IOKYMEHTOB SIBJISIETCS HKCIEPTH3a
UX LEHHOCTH, U Jjajiee clenyer: opopMiIeHue Aell, COCTAaBICHUU OIMUCEH, COCTaBICHHE aKTOB O
BBIJICJICHUH K YHUUTOXEHHIO JOKYMEHTOB U CAaya JIeJl B apXUB OpraHU3alluu.
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Jlnisi CBOEBPEMEHHOTO MpHUeMa apXUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX IMOJIpa3/elIeHui
WIN IPYTUX UCTOYHUKOB KOMIUIEKTOBaHMsI, 00E€CIICUEHUS UX yUeTa, COXPAHHOCTH, YIOPAA0YECHUS
UX HCIOJb30BAaHUS U MOATOTOBKM K II€peJadye JIOKYMEHTOB Ha IIOCTOSIHHOE XpaHEHHE B
OpraHu3alLUAX CO3/1aeTCs apXUB.

B apxuBHbII (OHI OpraHn3alluy NOMAAAET JHUIIb YacTh JOKYMEHTOB, OH HE BKIIOYAET B
ce0sl TOKyMEHTBI ¢ KpaTKUM CPOKOM XpaHeHus (10 10 jeT BKIHOYMUTENbHO). ApXUBHBINA (HOHI
OpraHM3alMl COCTOMT M3 JOKYMEHTOB JOJTOBPEMEHHOIO XxpaHeHus (cBbime 10 ser) u
IIOCTOSIHHOTO XPaHEHMsl, BKJIOYas JOKYMEHTbI IO JIMYHOMY COCTaBy, KOTOpPbIE MMEIOT
SKOHOMUYECKOE, COLUAIBHOE, MOJIUTHUUYECKOE, KYJIbTYPHOE, MCTOPUUYECKOE M HHOE 3HAYCHHUE.
[lepenaua nen B apXMB OCYIIECTBISIETCS IO TIpaduKy, YTBEPXKIEHHOMY PYKOBOAUTEIIEM
opraHu3anu wid pabortojareneM. J{OKyMEHTBHI JOJKHBI MPHUHAMAThCA Ha XpaHEHHE
IPEUMYILIECTBEHHO B BUJIE IIOJUIMHHUKOB, TOJIBKO IPU UX OTCYTCTBUYU PUHUMAIOTCS 3aBEPEHHBIE
KOTIHH.

B coorBerctBun ¢ «llpaBunaMu opraHuzanuM XpaHEHHs, KOMIUIEKTOBAaHUS, ydé€ra U
UCTIOJIB30BaHUS JIOKYyMEHTOB apXHBHOTO (POHAA POCCHUCKOH (enmeparyiv U APYruxX apXUBHBIX
JOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O CaMOYIpAaBJICHUS U
opranuzaiusax» ot 07.09.2015 r., opraHusanus [I0JDKHA OOECHEUYHUTh apXUB CIELUUAIBHO
000pyJOBaHHBIM MOMEIEHHEM U KagpaMu. OHaKo B HEOOJIBIINX KOMMEPUYECKUX OpraHn3aLusX,
KaKk IIpaBWJIO, apXuB B BUJE CHELHUAIBHOIO MOJApa3JelieHus OTCyTcTBYeT. OOs3aHHOCTH
apxuBapuyca Ipy 3TOM COBMEIIAET CEKpeTaph WM UHOE JIMIIO0, HA3HAYEHHOE PYKOBOAUTEIIEM.

[Ipu »TOM HEOOXOAMMO MOMHHTBH, YTO JOKYMEHTHI JOJDKHBI XPAHHUTHCS B YCIOBHSX,
o0ecrneynBaroIUX UX 3alIUTy OT MOBPEKICHUMN, BPEIHBIX BO3JEHCTBUI OKpYXKaroled cpelbl U
UCKJIIOYAIOIIMX yTpaTy JOKyMeHTOB. Kak mnpaBuio, Juisi 3TOr0 B IIOMEIEHUU apXuBa
YCTAQHaBJIMBAIOT MeTaJUIMYeckue IuKadbl, celdbl, mKadpl-cTeUIaXKH U TOMy noiobHoe. He
JIOTTYCKaeTCsl pa3MelleHHe JOKYMEHTOB Ha IOJy, MOJAOKOHHUKAX, B HE pa300paHHBIX KHUIaXx.
W3bsiTHE [TOKYMEHTOB M3 Jiela C IIOCTOSHHBIM CPOKOM XpaHEHHUs JONYyCKaercss B
UCKJIIOYMTENBHBIX CIIy4asX M IMPOU3BOJUTCS HAa OCHOBAaHUU DPACIOPSIUTENHHOIO JOKYMEHTa
PYKOBOJUTENS OpraHu3allMd ¢ OO0S3aTeNIbHBIM COCTAaBJIEHMEM B JieJieé 3aBEpPEHHOW KOMHMU
JIOKYMEHTA M aKTa 00 U3bSITUU MOJATNHHUKA.

B nensax obecrieyeHuss COXpaHHOCTH JOKYMEHTOB I10 JINYHOMY COCTaBY YBOJIBbHSIEMBIX
pabOTHUKOB B pe3yJbTaTe pEOpPraHu3alMi WU JIMKBUAALWU IOPUAMYECKUX JIML, a TaKke
COLMAIIbHON 3allMIEHHOCTU TPpaKJaH, YUPEAUTEIIM BHOBb 00pa3yloLIUXCs KOMMEPUECKUX U
HEKOMMEPUYECKHUX OpraHu3aliidi MOKHO PEKOMEHJ0BAaTh BKIIOYATh B CBOM YUYPEIUTEIIbHbBIE
JIOKYMEHTBbI TpaBWJia ydyeTa W COXPAHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy, a TaKkxke
CBOEBPEMEHHOI Ieperaye KX Ha TOCYJapCTBEHHOE XpaHEHWE IpU pEeopraHu3aluu WU
JMKBUALUY IOPUANYECKOTO JIUIIA.

[Topsimok M cpOKH XpaHEHUS TPYAOBBIX KHIDKEK PErYIHUPYET CIeIHaTbHbI HOPMAaTHBHBIN
akT - [locranoBnenue IIpaButensctBa Poccniickoit @enepanuu ot 16 anpens 2003 roma Ne225
«O TpymOBBIX KHIDKKax». Tak, ONaHKH TpPyIOBOW KHIDKKH W BKJIAJBIIIA B HEE XPAHITCA B
OpraHu3alMi KaK JOKYMEHTBI CTPOrOil OTYETHOCTH W BBIJAIOTCA JIMILY, OTBETCTBEHHOMY 3a
BEJICHHE TPYAOBBIX KHIXKEK, MO ero 3asBke. [0 oxkoHUaHMM KakJ0ro Mecsina JaHHOE JIMLO
0053aHO TPEACTAaBUTh B OyXTajJTEpPHIO OpPraHU3alMM OTYET O HAIMYUKM OJAHKOB TPYJOBOM
KHWKKH W BKJIAJbIIa B Hee. VcrmopueHHBIE NMPH 3aloIHEHWH OJAHKH TPYIOBOW KHWKKH M
BKJIQJIBIIIM B Hee TMOMJISKAT YHHUTOXKEHHIO C COCTAaBJIIEHHEM COOTBETCTBYIOIEIO aKTa.
HeBocTtpeboBaHHBIE TPYJIOBbIE KHM)KKH M KHHTA y4eTa TPYJOBBIX KHMKEK U BKJIAJBIIICH K HUM
XpaHATCSI B apXWBe OpraHu3anuu B TedeHue 50 jer, a 3aTeM MOAJEeKaT YHUYTOXKEHUIO B
YCTaHOBJIEHHOM HOPSIKE.

OTBETCTBEHHOCTh 3a OpPraHMU3aLMI0 PadOTHl MO XPAHEHUIO KaJPOBBIX JTOKYMEHTOB,
NEPBUYHBIX YUYETHBIX JOKYMEHTOB HeceT paboronarenb. OTBETCTBEHHOCTh 3a BEJCHHE,
XpaHEHHEe, YYeT W BbIaYy TPYJOBBIX KHIDKEK HECET CHEIMajIbHO YIOJIHOMOYEHHOE JIUIIO,
Ha3HavYaeMoe MpUKa3oM (pacropsbkeHrueM) padoTonarens. Bee TOKyMEHTHI 110 TMYHOMY COCTaBY
JIOJDKHBI 00513aTENIbHO CIaBAaThCS 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 JTOKYMEHTOB SIBIISICTCA CIEAYIOIIEM:

. 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 rocy4apCTBEHHOM BacTh cybbeKkTa Poccuninckol
depepaunn B 061acTn apxmBHOTo Aena, focapxMBom 3KCNepPTU3bl LLEHHOCTU pALa AOKYMEHTOB Ha
npegmeT BKAOYEHUA B cocTaB ApxmBHOro poHaa Poccuiickon deaepauuu;

o XpaHeHne AoKymeHTOoB ApxuBHoro ¢poHaa Poccuiickon Pepepaumnm nnbo nepegava 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
¢doHpa Poccuiickon Pegepaumm, No UCTEYEHUN CPOKOB XPaHEHMA NOA/EKAT YHUUTOXKEHUIO MO0
XPaHEHUIO B apX1Be OpraHM3aummn B COOTBETCTBUM C TpebOoBaHMAMM KOPMOPaTUBHOIO 3aKOHOAATE/IbCTBA
(Hanpumep, ANs aKUMOHEPHbIX 06LWECTB XpaHEHME AOKYMEHTOB periaMeHTMPoBaHo MocTaHoBAEHEM
denepanbHON KOMUCCUM MO PLIHKY LieHHbIX Bymar ot 16 mniona 2003 roga Ne03-33/nc «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 A9 OpraHM3aunii, KoTopble He ABAAOTCA UCTOYHMKAMM KOMIMIEKTOBaHMUA, NO
NCTEYEHUN BPEMEHHbBIX CPOKOB XPaHEHUA apXMBHbIe AOKYMEHTbI MOA/IeXKaT IKCNepTn3e U MoryT BbITb
YHUUTOKEHbI MO0 XPaHUTCA B apXMBE OpraHmn3auun.

Homenknarypa nen u QopmupoBaHue Jen Uil TEKYIIEro XpaHEeHHsl KaJIpOBbIX
JOKYMEHTOB. D¢ (HEKTHBHOCTh OPTaHM3AIMH TEKYIIErO0 XPaHEHUsS 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, OTHOCSAIIMECS K OJJHOMY BOMIPOCY WJIH
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 XPaHEHUA SOKYMEHTOB;

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 obecneuyeHune bbicTporo U 3¢pHeKTUBHOIO NOMUCKA AOKYMEHTOB B npouecce paboTbl ¢

HUMMN.
MOXHO BBIJIETUTH CJICAYyrOIUeC pa3HOBUAHOCTH HOMCHKJIATYPHBI 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 3HaueHuu TUNOBOM, IPUMEPHON M MHAMBHUYyaJIbHON HOMEHKJIATypax /€] FTOBOPUTCS B
«HpaBHnax opraHu3ali XpaHCHUS, KOMILJICKTOBAHUA, yqéTa 1 HUCIIOJIBb30BaHUA AOKYMCHTOB
apxuBHOTO (poHa poccuiickoi (enepaluy U Jpyrux apXUBHbIX TOKYMEHTOB B TOCYAapCTBEHHBIX
OopraHax, OpraHax MeCTHOTO CaMOYTIpaBiieHHs 1 opranuzanusax» ot 07.09.2015 r.:

«TunoBass HOMEHKJIaTypa J€J1  YCTaHABJIMBAE€T COCTaB  JI€J, 3aBOAMMBIX B
JIeJIONPOU3BOICTBE OJJHOTUIIHBIX OPTaHU3ALMM, U SBIISETCSI HOPMAaTUBHBIM JOKYMEHTOM.

IIpuMepHass HOMEHKIATypa JeJl yCTAHABJIMBACT IIPUMEPHBIA COCTaB €], 3aBOAMMBIX B
JIeNIONPOU3BOICTBE OpraHU3aLUui, Ha KOTOPbIE OHA PACIPOCTPAHAETCS, C YKa3aHUEM UX UHEKCOB,
Y HOCUT PEKOMEHATEIbHBIN XapaKTepy.

«TumnoBple W MNpPUMEPHBIE HOMEHKIATYpbl J€J MCIOJB3YIOTCSA JJIsi COCTaBICHUS
WHJVBUIyaJIbHOW HOMEHKJIATYPBI JEJI.
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CBoaHast HOMEHKIATypa /1€ OpraHU3alluy COCTABIIETCS HA OCHOBAHUY HOMEHKIIATYP A€
CTPYKTYPHBIX IOJIpa3ziesieHuH, pa3paboTaHHBIX 110 aHAIOTUYHON (opMe.

Homenknarypa gen  CTPYKTYpHOTO MOJpPA3JAEICHUS COCTAaBISIETCS  COTPYIHUKOM
MoJIpa3/iesieHusi, OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO, COTJIACOBBIBAETCS C apXUBOM HWIIH C
AKCIEPTHOM KOMMCCHEH OpraHu3aliH, IOANUCHIBAETCS PYKOBOIUTENIEM IOJAPA3JCiICHUus U
YTBEPKAAETCA PYKOBOJAUTENIEM OPTaHU3aINH.

CornacHo  «IIpaBuiiaM  opraHu3aluu  XpaHEHUs, KOMIUIEKTOBaHHUsA, yuéTa U
UCIIOJIb30BaHUsl JOKYMEHTOB apXHBHOTO (DOHIa pocCHUUCKON deaepanuu U IPYrHUX apXUBHBIX
JOKYyMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIpaBICHUS U
opranuzanusax» ot 07.09.2015 r., HoMeHKIIaTypa A€ COCTABISETCS HA OCHOBE U3YyUEHHS COCTaBa
U COZICPIKaHUs IOKyMEHTOB, 00pa3yIOIIUXCs B ACATEIbHOCTH OPraHU3aIUH.

[Ipu cocraBieHHH HOMEHKJIATYphl JI€J CIEIYeT PYKOBOJCTBOBATHCS YUpPEAUTEIbHBIMU
JOKYMEHTaMH, IOJIOKEHUSIMU O €€ CTPYKTYPHBIX INOJpa3AefieHUsX, IITATHBIM PaclMCaHUEM,
HOMEHKJIATYpO JieNl OpraHu3alyy 3a MPOILIbIA TO/, OMUCIMU JIe] MOCTOSHHOTO U BPEMEHHOTO
(cBbimie 10 JieT) XpaHEHUs], PETHCTPAIIMOHHBIMU (OpPMaMH, BEIOMCTBEHHBIMH U THUIIOBBIMHU
NEPEeYHsIMU JIOKYMEHTOB C YKa3aHHEM CPOKOB HX XpaHEHHs, THIOBBIMH W TMPUMEPHBIMU
HOMEHKJIaTypaMu Jedl.

VYuureiBas nonoxkenusi Ilpukaza MunkynsTypsl Poccuiickoit @enepanuu ot 8 HOSOps
2005 roma Ne536 «O THUIIOBOM MHCTPYKLIMM MO JEIONPOU3BOJACTBY B (helepajbHBIX OpraHax
MCIIOJTHUTENIbHOM BIacTU» Tpadbl HOMEHKIIATYP /1] 3aMOIHAI0TCA CIEeIYIOIIUM 00pazoMm.

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

Kaxnoe neno, BKIIOUEHHOE B HOMEHKJIATYpy, JAODKHO MMETh HHJAEKC. MHIekc nena
COCTOMT M3 HUHJEKCAa CTPYKTypHOTO TOJpa3feNieHUus U TMOPAJKOBOTO HOMepa Jenia IO
HOMEHKJIaType B Mpefenax nojapasaenenus. Muaekcel nen o003HadaroTest apaOCKUMU LUPpaMu.
Hanpumep: 12-05, rae 12 - 0603HaueHue CTPYKTYPHOTO Mojipasienenus, 05 - mopsakoBblil HoMep
3aroJIoBKa Jiena mo HoMeHkiarype. [Ipu Hamuuuu B Jieje HECKOIBKUX TOMOB (4YacTei), HHICKC
IPOCTABISETCS Ha KaXKIOM TOMeE, C 100ABIEHUEM «T. 1», «T. 2» U Tak aajee.

B HOMeHKIaType 1en peKOMEHIYeTCsl COXPaHATh OJJMHAKOBbIE MHAECKCHI JUIsl OTHOPOIHBIX
Jel B IIpelenax pa3HbIX CTPYKTYPHBIX MOAPA3JEIICHUN; Ul INEPEXOAAIUX Jel1 HHJIEKC
COXpaHseTCs.

B rpady 2 HoMEHKIATypBhI JIeJ1 BKIIOYAI0TCs 3ar0JIOBKHU e (TOMOB, YacTel).

3aros0BOK Jiea JOJKEH YeTKO, B 0000IIeHHOM (hopMe OTpakaTh OCHOBHOE COZIEp>KaHUEe 1
COCTaB JOKYMEHTOB JIefa.

B HOMmeHKIaTypy Aen BKIIIOUAIOTCS 3ar0JIOBKHU JI€JT, OTPaKarollue BCe JOKYMEHTHPYEMbIe
Y4acTKH paboThl CTPYKTYPHOT'O TOJpa3IeIICHHS.

PexomMenayem aiist otziena KaJipoB BECTH CIEAYIONIYI0 HOMEHKIIATYPY JIe:

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

2. LLTaTHoOe pacnucaHue.

3. MonoxkeHune 06 oTaeNe Kagpos.

4, [JOKyMEHTbI MO NOArOTOBKE M NepenoaroToBke paboTHMKOB, NOBbILEHMIO
KBannMdUKaLMK, NAaHbl, NPOrPamMmmbl U TaK ganee.

5. Mepenuncka c ApyrMmun opraHM3aumamm No BONPOCam NosblleHMA NnpodeccuoHanbHOM
KBannMdMKaLMK, MONCKa KaapoB M TaK ganee.

6. MpuKasbl 0 Nnpueme, yBOoSIbHEHUW PABOTHUKOB.

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 OPraHU3aLmu.

12. TpyAaosble JOrosop.l.

13. [oroBopbl 0 NO/IHOW MaTepuanbHO OTBETCTBEHHOCTMU.

14. Tabenb yyeta pabouero BpemeHmu.
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15. KapToTeKka AnyHbIX aen paboTHUKOB.

16. KapToTeKa TpyAoBbIX KHUXKEK.

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

18. KapToTeKa aKToB (K BblAENEHMIO Ha YHUUTOXKEHWNE JOKYMEHTOB, O MPUEMKe-nepeaaye
Oen v apyrue).

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

20. *ypHan yyeTa BblAaun KOMaHANPOBOYHbIX YA0CTOBEPEHWIA.

21. *ypHan yyeTta BOEHHOODOA3AHHbIX.

22. *ypHan yyeTta NnpmKasos No AMYHOMY cocTaBy (MOKHO peKoMeHA0BaATb BblAEAUTb

*ypHan yyeTta NpuKasoB 0 NPeaoCTaBleHUM OTNYCKOB M KOMaHANPOBaHMM PabOTHMKOB, KOTOpble
MMEIOT CPOKK XpaHeHus 3 1 5 neT u ypHan yyeta Apyrux KaZpoBbIiX NPUKA30B).

23. HKypHan yyeTta NMYHbIX AN, INYHBIX KAaPTOYEK, TPYAOBbIX 40r0BOPOB.

24, HypHan yyeTa BblZaum TPYAOBbIX KHUMKEK U BKNAAbIWEN K HUM.

25. HKypHan yyeTta IMYHbIX 3aABNEHMI PabOTHUKOB.

26. HypHan yyeTa Bblgaum cNpaBok o 3apaboTHOM NnaTe, CTaxKe, mecTe paboTbl M TaK

Aanee.

B HOMeHKIaTypy Jies1 He BKJIIOYAOTCs NEePUOINYECKUE U3AaHus.

B rpade 3 HOMEHKIATYyphl AEN yKa3bIBaeTCs KOJIUYECTBO jaed (ToMoB, dacteil). OHa
3aI0JIHACTCS IO OKOHYAHUU KaJIEHJAapHOI'0 roJia.

B rpade 4 yxaspiBaroTcs Cpok XpaHEHMs Jena, Homepa crateil no nepeutto (Ilepeuenp
TUIOBBIX YIPaBJIEHYECKUX JOKYMEHTOB), a IIPU €0 OTCYTCTBHHM - 110 TUIIOBOM WJIM IIPUMEPHOM
HOMEHKJIaType JIe.

B rpadpe 5 «lIpumeuanue» yKa3plBalOTCA Ha3BaHUE IE€peYHEH JTOKYMEHTOB,
MCIIOJIb30BAaHHBIX MPU OINPEJEICHUHU CPOKOB XpaHEHMs JeJl, B TEYEHHUE BCEro cpoka IeHCTBUS
HOMEHKJIATyphl MIPOCTABIIAIOTCS OTMETKH O 3aBEIEHUM JIeJI, O NepexXoAsIuX Aenax (Harmpumep,
nepexojsmiee ¢ 2004 rona), 0 BBIIECTCHUN /€Nl K YHUUTOXXECHHIO, O JIMIAX, OTBETCTBEHHBIX 3a
(dbopmMHpOBaHUE J1e1 U ApyTHeE.

[lo okOHYaHUM N1€JIONPOU3BOJICTBEHHOTO I'0/1a B KOHIIE HOMEHKJIATYPHI €]l 3aMEHSAETCS
UTOTOBasi 3allUCh O KOJMYECTBE 3aBEJCHHBIX Jel (TOMOB), IO pa3jieiaM IOCTOSHHOTO U
BpeMEHHOT0 XpaHeHus: colie 10 net u 1o 10 JgeT BKIIOUUTEIBHO.

B TOM cnyuwae, ecnm opraHu3anus CHAeT JOKYMEHTBI Ha TOCYAAPCTBEHHOE XpaHEHMHE,
TpeOyeTcs COrIacoBaHME HOMEHKJIATYphl Jesl ¢ DKcnepTHO-npoBepouHoit komuccueit (DI1K)
rocyIapcTBeHHOro apxuBa. HomeHkatypa fen opranuzaiuu opopmiiseTcst Ha o01eM OlaHKe.

g ynoOcTBa MCHOIB30BaHUST HOMEHKIIATypa Jiel, KakK IpaBWiIO, COCTaBIISIETCS B
HECKOJIBKUX 3K3EMIUIApax, A KaKJOT0 CTPYKTYPHOIO MOAPA3AEIICHUS U JINLA, OTBETCTBEHHOTO
3a apXuB.

Homenknarypa nen Ha HpencTosIui KaJ€HAApHBIA TOJl COCTaBISAETCS B IOCIEIHEM
KBapTaJie TeKYyILEero roja.

Homenknarypa nen nepecocTaBiieTcs M COIVIACOBBIBAETCSI 3aHOBO B CIydae KOPEHHBIX
M3MEHEHUHN (PYHKIMHA U CTPYKTYpPbI OpraHu3alliy, HO HE PeKe OJTHOTO pa3a B IATh JieT. Exeroano
OHAa YTOYHSAETCS, YTBEPKIAETCSI PYKOBOAUTEIEM OPraHU3alluK U BBOJUTCS B IelicTBUE C | sHBaps
CJIEAYIOIIEro ToAa.

Texyiee XxpaHeHHE JOKYMEHTOB ONPEIENSAETCS HE TOJIBKO OHITUEM HOMEHKJIATYpBI A€,
HO U (hOPMUPOBAHUEM JIEJI.

JIOKyMEHTBI, KOTOpble HE HaXOJATCS Ha PyKax y HCHOJHHUTENEH, MpU HX XPaHEHUH
TPYIIHUPYIOTCS TaK, YTOOBI MOKHO OBbLIO OBICTPO HANTH HYKHBIM TOKYMEHT U UH(popManuio. J1a
npolielypa Ha3bIBaeTcst «(hOpMUPOBAHUEM JETIay.

dopmupoBaHUe JIeJ1 - TPYINIUPOBKA UCTIOIHEHHBIX IOKYMEHTOB B JI€]Ia B COOTBETCTBUU C
HOMEHKJIATYpOM JIeN U CUCTEMATHU3alUs TOKYMEHTOB BHYTpH JI€Ja.

dopMupoBaHUEM A€ B CTPYKTYPHBIX MOApa3AEiCHHUAX  3aHUMAIOTCS  JIMILA,
OTBETCTBEHHbIE 3a JOKyMeHTauutoo. KOHTpomb 3a mpaBWIbHBIM (OPMHPOBAHHUEM Jel B
OpraHu3alii M €€  CTPYKTYpHBIX  MOAPA3[ACINCHMUSX  OCYILECTBISAETCS  CIyKOOH
JOKYMEHTAITMOHHOTO 00ECTIeYeHHs WIIH JIMLIOM, OTBETCTBEHHBIM 33 JOKYMEHTALHUIO.
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dopmMupoBaHUE Je] TPOUCXOIUT CIETYIOUIMM 00pa3oM:

1. nomeuieHne JOKYMEHTOB (TOﬂbKO MCNOJIHEHHDbIX ,D,OKYMeHTOB) B AeNno, KoTopbie no
cBOeEMY CcoaePHKaHUKO COOTBETCTBYHOT 3aro/1I0oBRy Aena,
2. pacnonoXxXeHne A4OKYMEHTOB BHYTPU A€Na B OﬂpeAGHEHHOﬁ nocnenoBaTeNIbHOCTU

(xpoHonornuyeckot unm no andasuty).

[Ipu dopmupoBanuu 11 HEOOXOAUMO COOJIOIATh  CIAEAYIIIHUEe TpeOOoBaHUS,
3aKperuieHHbIe B «[IpaBuiax opraHu3auy XpaHeHHs, KOMIUICKTOBAHUS, y4€Ta U UCIIOJIb30BAHUS
JIOKYMEHTOB apXHWBHOTrO (poHIa pOCCUICKON (eaepanuu U JIPYruxX apXUBHBIX JOKYMEHTOB B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMoyInpaBiieHus u opranuzanusax» ot 07.09.2015
I..

o [ OKYMEHTbI MOCTOAHHOTO M BPEMEHHOI0 XpaHeHUs HeobXxo4MMO rpynnnpoBaTh B
oTaenbHble gena.

o BKAtoYaThb B 4€/10 MO OAHOMY SK3eMMAAPY KaXKAOro AOKYMEHTa.

o lpynnMpoBaThb B Ae/10 LOKYMEHTbl OAHOIO KaleHAApHOro rofa; UCKIoYeHue

COCTaBAAOT: Nepexoaawme aena; cyaebHole gena; B TOM YMCNe NYHbIE Aena, KoTopble popmMmupytoTca B
TeyeHue Bcero nepmoa paboTbl AAHHOTO IMLA B OpraHM3aLun 1 gpyrue.

) [Oeno ponHo cogepaTb He 6onee 250 nuctos, Npu ToNWMHe He 6onee 4 cm.

) B Aeno nomewwatoT JOKYMEHTbI, KOTOpble N0 CBOeMY COAEePKAHMI0 COOTBETCTBYIOT
3aro/IoBKy AieNa, Npy 3TOM 3anpeLlaeTca rpynnmMpoBaThb B AeNa YepHOBbIe U Ay6aeTHble 3K3eMNAApbI
[OKYMEHTOB (33 UCK/tOUeHWeM 0cO60 LLIeHHbIX), @ TaKKe JOKYMEHTbI, NoANexKallme BO3BPaTy.

) BHYTpW fena LOKYMEHTbI fONKHbI ObITb PACNON0KEHbI TaK, YHTOObl OHU NO CBOEMY
cogeprkaHuio Nocaefo0BaTeIbHO OCBELLANM onpeaeneHHble BONpockl. Mpy 3ToM AOKYMEHTbI
pacnonaratoTca B XpOHONOIMYECKOM NopaaKe (Bxoaalme - No gaTam NocTynaeHus, ucxogawme - no
JaTam oTnpaBaeHua) nnum no andasuTy aBTOPOB U KOPPECNOHAEHTOB. XpOHO/I0rMYecKan
Nocne0BaTeNbHOCTb PACTNONOMKEHUA AOKYMEHTOB HaYMHAeTCA OT 6osiee paHHWUX NO AaTam AOKYMEHTOB
M 3aKaHuMBaeTca bosee NO3gHUMM JaTaMMm.

o MpunoXKeHUsa K AOKYMeHTam, He3aBMCMMO OT AATbl X YTBEPKAEHMA NN COCTABEHUA,
NPUCOeaMHAIOTCA K LOKYMEHTAM, K KOTOPbIM OHU OTHOCATCA. MpunoxkeHna obbemom cBbiwe 250 ancros
COCTaBAAIOT OTAE/IbHbIN TOM, O YeM B IOKYMEHTE AieNlaeTca OTMeTKa.

o Mpu1Kasbl N0 OCHOBHOW AEATENbHOCTU FPYNMNMPYIOTCA OTAE/bHO OT MPUKA30B No
NIMYHOMY COCTaBy.
. MpUrKasbl N0 AMYHOMY COCTaBY rPYMNNUPYIOTCA B AeNa B COOTBETCTBUM C

YCTaHOB/IEHHbIMM CPOKaMM MX XpaHeHuA. LlenecoobpasHo npu 60/bLUnX 06bemax 4OKYMEHTOB
MPMKasbl N0 IMMHOMY COCTaBY, KacatoLMecs PasINYHbIX CTOPOH AEATE/IbHOCTM OpraHusaumum (npuem Ha
paboTy, yBO/IbHEHME 1 NEepeMelleHne, KOMaHANPOBKN M TaK Aasee), rpynnMpoBaTh B OTAE/bHbIE Aena.

o [LOKYMEHTbI B IMYHBIX AeNaX PacnonaraloTcsa B XpOHONOMMYECKOM MOPAAKE N0 Mepe UX
nocTynaeHus.

o JNlvuesble cyeTta paboumx 1 cayKalumx no 3apaboTHOM NaaTe rpynnmMpyroTca B
oTAeNbHble Aena 1 pacnonaratoTca B HUX no andasuty Gamuani.

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

BCE JOKYMEHTbI MO UX PACCMOTPEHMIO U UCTIONHEHUIO FPYNMUPYIOTCA OTAE/bHO OT 3aABAEHWI rpaXKaaH
MO NINYHbBIM BOMPOCAM.

. Mepenucka rpynnupyeTcs, Kak NpaBuo, 3a KaJieHAAPHbIN ro4 U CUCTEMATU3MPYeTCs B
XPOHOJ/IOMMYECKOM NoCNe0BaTeNbHOCTH, JOKYMEHT-OTBET NOMELLAETCA 33 LOKYMEHTOM-3anpocom. Npu
BO306HOBNEHWM NEPENUCKM MO ONPeaesIEHHOMY BOMPOCY, HaYaBLUelcs B MpeablayLLem roay,
DOKYMEHTbI BK/HOYAIOTCA B A€/10 TEKYLLLErO rofa € YKasaHUeM MHAEKCa Aena npesblayLero roaa.

PernamenTarus paboThl apXuBa MO JUIYHOMY COCTaBY MMEET CBOIO crienuduky. JIroooit
JIOKYMEHT, BHE 3aBUCUMOCTH OT LI€JIM €r0 CO3/JaHUs1, MECTa, BpEMEHU BO3HUKHOBEHHSI, aBTOPCTBA
COJIEPXUT NMH(POPMAIIHUIO, KOTOPasi MOXKET OBITh BOCTpeOOBaHa Yepe3 HEKH BPEMEHHOW MEPUOI.
E.B. AnekceeBa oTMe4aeT, 4YTO 0CO0O€ MECTO CpEAM ApPXMUBHBIX JIOKYMEHTOB 3aHHMAIOT
JOKYMEHTHI IO JIMYHOMY COCTaBy, KOTOpBIE OTpPa)XarOT TPYIOBbIE OTHOLICHHUS pabOTHUKA C
paboronarenem. (P3-125 «O6 apxuBHOM aene B Poccuiickoit @enepaunn» n.3 cr.3). 3a sToi
(GOpMyIUPOBKONM 3aKOHA CKPBIBACTCSI KOMILIEKC JOKYMEHTOB YPE3BBIYAWHO BaKHBIM JIs
KaXJI0T0 4yejoBeka. FIMeHHO Ha OCHOBaHMM MH(OpMaIuy, 3aUKCUPOBAHHOHN B JTOKyMEHTax I10
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JMYHOMY COCTaBy, BO3MOXKHO, B CIy4ae HEOOXOJUMOCTH, MOATBEPAUTH CBOM TPYIOBOH CTaX,
3apa0OTHYI0 IUIaTy, UHBIE COLMAJbHBIE JIbIOTHI, IIOJAraroIluecss TpakIaHUHY 110
3aKOHOAATENbCTBY PO.

OnHako ans TOro, yToOBl MH(pOPMaLUs, 3apUKCUPOBAHHASA B JOKYMEHTaX IO JUYHOMY
COCTaBy, MMeJa IOPUINYECKYIO CUITY, TOJKHBI OBITh BBIIIOJHEHbI, KAK MUHHUMYM, TPU YCJIOBUS:
CO3/I1aHME U COXPAaHEHHE 3TUX JOKYMEHTOB B OpPraHU3ALUAX Pa3HbIX (opM cOOCTBEHHOCTH U, B
Clly4yae JIMKBUJALMU OpraHu3alnuu 0e3 MpaBOIpeeMHHUKa- Mepeaada UX Ha roCylapCTBEHHOE
xpaHeHue. AnroputMm aedctBuil nponucad B 1.1.8,10 cr. 23 ®3-125 «O06 apxuBHOM Jene B
Poccniickoit @enepanun». «lIpu JuKBHIAIMU TOCYAapCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O
CaMOYIPABJICHUS, TOCYJApCTBEHHBIX W MYHULUIAIbHBIX OpraHu3aluil BKIIOYCHHBIE B
coctaB ApxuBHoro ¢Gonna Poccuiickoit Denepanuy TOKYMEHTHI, JOKYMEHTHI 1O JIMYHOMY
COCTaBY, a TAK)KE apXUBHBIE JOKYMEHTBI, CPOKM BPEMEHHOT'O XPaHEHUsI KOTOPBIX HE UCTEKIIH, B
YIOPSA0YEHHOM COCTOSIHUM IIOCTYIAIOT Ha XpaHEHHWE B COOTBETCTBYIOLIUM IOCYIapCTBEHHBIN
WIM MYHULIUIAJIbHBIA apXUB.

[Ipy nuKBUAALMK HEroCyJapCTBEHHbIX OpraHu3alui, B TOM UYHUCJIE B pe3ylbTare
O6aHKpoTcTBa, OOpa3oBaBLIMECS B IPOLECCE HUX JAEATENbHOCTH M BKIIOYEHHBIE B COCTaB
ApxuHoro ¢onma Poccuiickoii @enepannu apxXuBHBIE JOKYMEHTHI, TOKYMEHTHI IO JIHMYHOMY
COCTaBY, a TAK)K€ apXWUBHbBIE JOKYMEHTBI, CDOKM BPEMEHHOI'O0 XpAaHEHHsS KOTOPBIX HE MCTEKIIH,
NepeJaloTCsl TUKBUIAMOHHON KOMUCCHM (JIMKBUJIATOPOM) UJIM KOHKYPCHBIM YIPAaBJISIOLIUM B
YIOPSAOYEHHOM COCTOSSHUM Ha XpaHEHHE B COOTBETCTBYIOLIMI TOCYJAapCTBEHHBIM WU
MYHULIMNIAJbHBIA apXUB Ha OCHOBAaHUM JOrOBOpa MEXIYy JIMKBUAALMOHHOW KOMHCCUEH
(JIMKBUAATOPOM) WJIM KOHKYPCHBIM YHPABJISIFOIIMMU TOCYAapCTBEHHBIM WJIM MYHUIUNAIbHBIM
apxuBoM. [Ipu 3TOM IHMKBUAALIMOHHAS KOMHUCCHS (JIMKBUAATOP) WIM KOHKYPCHBIN YIPaBIISIOINN
OpPraHMU3yeT YINOPsL0YCHUE apXUBHBIX TOKYMEHTOB JIMKBUIUPYEMON OpraHu3aliy, B TOM 4YHCIIE,
JUKBUJIUPYEMOM B pe3ysbTaTe OaHKPOTCTBAY.

Baxno ormerurs, 4Yro B coorBerctBUM ¢ DenepanpHplM  3aKkOHOM  «O
HECOCTOSTENIHOCTH (OaHKPOTCTBE)» B pelakiuu, JeucTByromend ¢ 5 mapra 2012r, B ct. 129
CKa3aHO, YTO « KOHKYPCHBIH YIpPaBISIOMIMNA 00s3aH ...NMepelaBaThb Ha XpaHEHUE JTIOKYMEHTHI
JOJDKHHMKA, TOJUIeKaIe o00s3aTeIbHOMY XpaHEHHI0 B COOTBETCTBUU C (enepaabHbIMU
3akoHaMu. llopsgok W ycnoBus nepenayd  JOKYMEHTOB JIOJDKHHMKAa Ha  XpaHEHHUE
yCTaHaBIMBAIOTCA (peepaibHbIMM 3aKOHAMH M HHBIMH HOPMATHUBHBIMU IPaBOBBIMU aKTaMU
Poccuiickon ®enepauumn».

Crnenyer moHUMaTh IOJ ONPEICIIEHUEM «MHBbIE HOPMAaTUBHBIE IPaBOBbIE aKThl PD»,
pErIaMeHTUPYIOIME Mepefady Ha TOCYJapCTBEHHOE XpaHEHHE [OKYMEHTOB IO JIMYHOMY
cocTaBy, npexze Bcero nsa Pacnopspkenus [pasurensctBa Poccniickoit denepanuu, MpUHATHIX
B MepBOU MIOJIOBUHE 1990-x TO/I0B. HeobxonumocTth rOCyIapCTBEHHOIO
PEryJlMpoBaHUs BOIPOCOB OOECHEUEHUsT COXPAHHOCTH JOKYMEHTOB IO JIMYHOMY COCTaBy B
Havane 1990-x ronoB crosia ype3BbIYAafHO ocTpo M ObuTa cBsizaHa mnocie pacrnaga CCCP c
JUKBUJIALIMEH OpraHoOB YIpPABJIEHHUS M HWHBIX YUYPEXKAECHUH M TPEINPHUITHH COIO3HOTO
U pecnyOJMKaHCKOrO TOJYMHEHMs, a TakkKe C CO3/JaHHMEM 3HAYUTEIBHOIO YHCIiIa
HEroCyJapCTBEHHBIX OpPTaHM3alli BO BCEX OTPACISIX SKOHOMHKHU U OOIECTBEHHON KU3HU U HE
BCerJa COOJNIIOJIABIIMX HOPMAaTHBHBIE TpPeOOBaHMA MO JOKYMEHTAI[HOHHOMY O(OPMIICHHIO
TPYIOBBIX OTHOILIEHUH C COTPYIHUKAMH, U, KaK CJIEJICTBUE, JUIIABIINE UX BO3MOXHOCTH B
JAIbHENUIIEM JOKYMEHTAIBHO MOATBEPAUTH TPYIOBOM CTaX W T.J. DTO I'PO3UIO CEPbE3HBIMU
COLIMAJIbHBIMHU MTOCIIEACTBUSIMHU.

Wtak, nns obecriedeHus COLMAIbHOM M TNPaBOBOM 3alUTHI TpakiaH PacropsikeHue
[TpaButensctBa P® or 23.04.92 No781-p o00s3bIBaio B IHENAX MNPENOTBPALICHUS yTpaThl
JIOKYMEHTOB I10 JIMYHOMY COCTaBY, a TAK)K€ YJIyUYIIEHHUs UX XPaHEHUS U UCIIOJIb30BaHUA :

«l. VYcraHoBUTH, 4YTO JMKBHOUPYEMBIE MPEANPUATHSA, OPraHMU3ALMH...M HHbBIC
OpraHU3allMOHHBIE CTPYKTYpBl, HE3aBUCUMO OT (OpMBI COOCTBEHHOCTH, IIE€PENAIOTCS Ha
XPaHEHUE IPABONPEEMHUKOM WM IPU €r0 OTCYTCTBMM BBIIIECTOSILEMY IO IOAYHHEHHOCTH
OpraHy JOKYMEHTBI 10 JUYHOMY COCTAaBY....».
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Kpowme Toro, nannoe PacnopspkeHue Bo3naraio Ha roCy1apCTBEHHYIO apXUBHYIO CITYkKOY
P® o6s3aHHOCTH 1O 00ECIEYEHUI0 COXPAHHOCTH JIOKYMEHTOB IO JIMYHOMY COCTaBy
JUKBUAMPOBAHHBIX  OpraHM3audii  Bcex  ¢GopM  COOCTBEHHOCTH, HE  HMEBIIUX
MIPaBONPEEMHUKA WM BBIIIECTOSALIEIO MO NOJAYMHEHHOCTH OpraHa. B opraHu3alvoHHOM IJ1aHe
OBLJIO PEKOMEHJ0BAHO OPraHOM HCIOJIHUTEIBLHOW BJIACTU B HEOOXOAMMBIX Cllydasx CO3aBaThb
apXMBBI ISl XPAHEHUS U UCIIOJIb30BAaHUS IOKYMEHTOB 110 JINYHOMY COCTaBY.

He menee 3naunmbiM Obl10 U octaércsi Pacnopsbkenue IlpaButensctBa Poccuiickoit
®enepanun ot 21. 03. 1994 Ne358-p, B KOTOPOM OTHOCUTEIIBHO COXPAHHOCTH JOKYMEHTOB IO
JUYHOMY COCTaBYy « BBICBOOOXJaeMbIX  paOOTHUKOB B pe3ylbTrare  00Opa3oBaHus,
peopraHu3alyy 1 JTUKBUAAINH IOPUIMUECKHX JIUL ObLIO pEKOMEHI0BaHO:

«l.  VYypegurensM BHOBb OOpa3yIOIIMXCS  IOPUAUYECKUX  JIUIL,  SBISIOLIMXCS
IOPUIMYECKUMH U HEKOMMEpPYECKMMM OpPraHHu3alUsMH, BKIHOYATh B CBOM YUPEAUTEIbHBIC
JOKYMEHTBI IOJIOXKEHHUs, Kacaroluecss Y4€ra U COXPAaHHOCTH JIOKYMEHTOB IO JIMYHOMY
COCTaBy, a TakK€ CBOEBPEMEHHOM MepeJade HX Ha T[OCYJapCTBEHHOE XpaHEHUE B
YCTaHOBJIEHHOM NOPSJKE IIPU PEOPraHU3alUY WIN JIUKBUJALUN IOPUAUYECKOTO JIHIIA.

2 @enepanbHbIM OpraHaM  HUCIHOJHUTENBbHOM BiacTu  cyObekToB Poccuiickoii
@enepalliil OCYIIECTBIATh TOCYAAPCTBEHHYIO PETUCTPALNIO YUPEAUTEIbHBIX JOKYMEHTOB Ha
npuoOpeTeHue TMpaB  OPUIMYECKOrOo  JIMIA MpU  HATMYMM B HHUX  TOJOXKCHHH,
IPEyCMOTPEHHBIX B MYHKTE 1 HACTOSALIETO pACHIOPSKEHHUS. .. ».

Takum o0Opazom, OBLT odopmiieH MPaBOBOI MEXaHHU3M,
[0/Ipa3yMeBaroIIHii OTBETCTBEHHOCTb OpraHu3alu 3a CO3/1aHue U
COXPAHHOCTh JOKYMEHTOB II0 JIMYHOMY COCTaBy U 00s3aTENbCTBA IrOCYJapcTBa MPHUHATH HA
JOJTOBPEMEHHOE (@  OTHENbHbIE KOMIUJIEKCBI M Ha IIOCTOSIHHOE) XpaHEHUuEe 3TU
COLIMAIbHO-3HAYMMbIE€ MAaTE€PHUAIIBI.

BayxHO HaOMHUTB, YTO apXMBHI (IIPEXK]E BCETO IOCYAAPCTBEHHbIE 1 MyHUIIMIIATIbHBIE, a
TaKXKe apXMBbl OpraHM3alui) SBISAIOTCS aTPUOYTOM TOCYIAapCTBEHHOCTH, €€ IPaBOBBIM
rapanToM. OHH HecyT o00s3aTenbCTBa  NEpe]] TOCYJapCcTBOM M TpakJaHUHOM B
JOKYMEHTAJIbHOM IOJATBEPKACHUN HUX IOPUIUYECKUX IPaB U COLMANIBHBIX FapaHTUI.

Bo ucnonnenue stux Pacnopsbxkenuit [lpaButenbcTBa ObUTH CO34aHBI B OOJBIIMHCTBE
cyobekToB PO crienmanu3upoBaHHbIE apXUBbI IOKYMEHTOB 10 JITYHOMY COCTaBy. B ocTanbHbIX
CyOBbeKTaX JOKYMEHTHI IO JUYHOMY COCTAaBY MOTYT XPAaHUThCS B rOCYIapCTBEHHOM apXHBE,
au00 B oOpraHe YyNpaBJIE€HUS apXUBHBIM JIEJIOM, COBMeLIAloIieM (QYHKIUH YIpaBICHUS
apXUBHBIM JI€JIOM U XpaHEHHUE JIOKyMEHTOB. BakHyi0 poyib B COXpaHEHUH JOKYMEHTOB IIO
JUYHOMY COCTaBY JIMKBHJMPOBAHHBIX OpPraHU3alMii, B TOM YUCIIE U B pe3yjbTare OaHKPOTCTBA,
UTPaAIOT MYHULIUIIATbHBIE APXUBBI.

Bun matepuanoB KaTeropuu JOKYMEHTOB 10 JITUHOMY cocTaBy. OOpaTUMCs 32 TOMOILBIO
K HbIHE JEHCTBYIOLIEMY HOPMAaTUBHOMY JOKYMEHTY «llepedHio THUIOBBIX YIpaBICHYECKUX
apXUBHBIX JOKYMEHTOB, 00Pa3yIOIIMXCS B MPOIIECCE AESATEIbHOCTH TOCYJapCTBEHHBIX OPTaHOB,
OpraHOB MECTHOTO CaMOYIIPaBJICHUSI U OPTaHU3AlUN, C yKa3aHUEM CPOKOB XpaHeHus». (M. 2010
3apeructpupoBadn Muntoctom Poccuu 8 centsiops 2010r. Per.Ne 18380). [lepeuens Bkimrodaer
TOJIbKO THUIIOBBIE YIpPaBJIEHYECKHE JOKYMEHTHI, oOpasyromuecs B MpOLEcce AeITeIbHOCTU
opranu3zaiuii Bcex popm codcTBeHHOCTH. B mepByto ouepeab Hac OyIyT HHTEPECOBAThH Pa3/eiibl,
coJiepsKallie JOKYMEHTHI 10 OpraHM3allii, HOPMUPOBAHUIO, TapU(PUKAIMH, OIUIaTe M OXpaHe
tpyna (Pasmen Ne7), a Takke MOKYMEHTHI O paboTe C Kajapamu: Npuéme, NepeMeleHHH,
YBOJIbHEHUU PAaOOTHUKOB, TMOBBIIIEHUH WX KBaTU(QHUKAIMHU, POBEICHUN aTTECTAllMU, a TaKXKe
Harpaxaenuu (PaznenNe®). Kpome toro, cnenyer npusneus 1oKkymMeHTs! 3 Paznena Ne4 «Yuer u
OTUYETHOCTBY», CBSA3aHHbBIE C OIUIATOMN TpyJla U IPYTUMH BBIIIJIATAMH COTPYIHUKAM.

HopMaTuBHbBIE CPOKM XpaHEHMsI TOKYMEHTOB IO JUYHOMY COCTaBY YUMTBIBAIOTCS MpU
COCTaBJICHMM B KaXKJIOM OpraHu3alii BEJIOMCTBEHHBIX (JIOKAJbHBIX) HOPMATHUBHBIX AKTOB:
WHCTPYKLUH, [IpaBuIl, MIOJIOXKEHUN B KOTOPBIX U3J105KEH OPSAOK
COCTaBJICHUS HOMEHKJIATypbl nen, (dhopMupoBaHUs " odopmiieHus nen,
COCTaBJIEHUS] HAy4HO-CIIPABOYHOI'O ammapaTa, IMOATOTOBKM [J€JI K apXWBHOMY XPaHEHUIO.
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[TonroroBKa JOKYMEHTOB M0 JUYHOMY COCTaBY K AJIMTEIILHOMY XpaHEHHUIO HAUMHAETCS Ha CTaJuu
COCTaBJICHUSI HOMEHKJIATYPHI Jesl U (OPMUPOBAHUS 1€l B ACTOMPOU3BOICTBE.

OCHOBHBIMU HOPMATHUBHBIMH JOKYMEHTaMH, B KOTOPBIX YCTaHOBJIEHBI 001111 TPeOOBaHUS
o 3TH BompocaM sBisitoTcA «lIpaBuna opraHu3anuu XpaHEHHWs, KOMIUIEKTOBaHUS, ydé€ra u
UCTIOJIb30BAaHUS JIOKyMEHTOB apXHBHOTO (POHAA POCCUHCKOH (enmeparyiv U APYruxX apXUBHBIX
JOKYMEHTOB B TOCYIAapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIPaBJI€HUA U
opranuzaiusax» ot 07.09.2015 r. u «lIpaBuna nenonpou3BojACTBa B (elepaibHBIX OpraHax
WCTIOJTHUTEIIBHOM BJIACTHY, YTBEPKAECHHbIC TOcTaHOBIeHHEM [IpaBurensctBa PD ot 15.06. 2009
r.Ned77.

KiroueBpIM sIBJISIETCS. BOIIPOC [JOCTYIA IMOJb30BATENEH K JOKYMEHTaM I10 JIMYHOMY
COCTaBY B rOCYAAapCTBEHHBIX U MyHULIMIAJIBHBIX apXxuBax P® u opranuzanuu 1nojib30BaHus MU
JIokyMeHTBl 10O JIMYHOMY COCTaBy, II0 CYyTH, SBJIIFOTCS MCTOYHUKAMH MacCOBOIO
OPOUCXOXKACHUST W uX uH(popmanus (B 00E3IMYCHHOM BHUJAE, B COOTBETCTBHHM C HOPMaMHU
JIeicTByrOIero 3akoHonaarenbctBa P®) worma Obl cTaTh OCHOBOW JJII  YHUKAJIbHBIX
UCCJIEIOBaHUM B 00JacTH COLMOJIOTUH, JAeMorpaduu, T€Healorul U MHOTMX JIPYTHX Hay4YHBIX
HanpaBieHuil. Takum 0OpazoM, BBIXOS 32 PAMKU HCIOJHEHHs TOJBKO COIHAbHO-TIPABOBBIX
3apocoB TeX TIpaxaaH, HHPoOpMalUs O KOTOPBIX 3a(UKCUpOBaHA B JIOKYMEHTAlIUH,
MOCTYNHUBILIEH Ha XpaHEHHE B apxuBbl. [I0CKONBbKY, YacTh /1€ W JOKYMEHTOB IO JINYHOMY
COCTaBy COAEpkKaT CBEICHUS, O JUYHON U CEMEUHOW TallHE IPpaKJIaHWHA, €ro JINYHOW JKU3HU ,
CBEIICHMS , CO3JAIOIINe yrpo3y JUisl ero 0e30MacHOCTH, CIeAyeT YpPe3BhIYalHO TAKTHUYHO, C
coONIOZICHUEM HBbIHE JICHCTBYIOIIETO 3aKOHOJATEIbHBIX HOPM  MCHOJb30BaTh JaHHbIE
JIOKYMEHTBHI.

[Tomous apxuBaM UM IOJIB30BATENSIM apXUBHOW HMH(OpManMeld Mo COONIIOJIEHUI0 BCEX
TpeOOBaHUII OTHOCUTENBHO HCIIOJNIB30BAHUS JOKYMEOHTOB IO JIMYHOMY COCTaBy MOTYT
okazath Mertoanueckue pekomennanuu, noarororaenusie BHUNIA B 2009r : «Ob6ecnieuenue
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 monpaszeny 1.2.3. Meroaudeckux peKOMEHIAui , B KOTOPOM
NEePeYHCIIeHbl KaK MpaBa U 00S3aHHOCTH IOCYJapCTBEHHBIX M MYHMLMIAIBHBIX apXHUBOB, TaK U
noJib30oBateseil (IOpUANYecKuX U (PU3NYECKUX JIUI]) TI0 00ECIEUEHHUIO JOCTyNa U OpraHu3aIuu
UCIMOJIb30BaHUS JOKYMEHTOB I10 JIMYHOMY cocTaBy. B coorBerctBuu ¢ n.3 cr.25 @3 -125 «O0
apxuBHOM zene B Poccuiickoii deaepanum»- apXvuB OTPAaHUYMBAET JOCTYI MOJIB30BATENIEH K
apXUBHBIM JI€JlaM M JIOKYMEHTaM, COJAEpXKalllUM CBEIEHUS O JMYHOW W CEeMEHHOW TaiiHe
rpaXAaHWHA, €r0 YacTHOM JKW3HM, CBEACHHUS, CO3/A0Ilue Yrpo3y [uisl ero 0e30MacHOCTH, B
TE€YEHHUH 75 JIET CO AHS cO3/1aHus NoKyMeHTa. [Tocie okoHYaHMsI 3TOro nepruoa OrpaHudeHHsl Ha
JIocTyn cHuMarotcs. VckimroueHneM sIBISIOTCA Jiefa U JOKYMEHTHI JIMYHOTO MPOUCXOKICHHUS,
nepefaHHble B apXMB Ha OCOOBIX YCIOBUSX AocTyna K HUM. COOCTBEHHHK MMeEET IpaBo
YCTaHOBUTH CBOM CPOKH OIPAaHUYEHMsSI U YCIOBHUS JOCTYTIA.

ApXUB TpenocTaBisgeT Jefa U JOKYMEHTbl 0e3 OrpaHHYeHUil caMOMy TpaKAaHUHY -
cyOBbeKTy HH(OpMALIMU, €CIIH ATO HE MPOTUBOPEUUT 3aKOHOAATENLCTBY P®D (Hanpumep, 3aKOHOM
«O rocynapcTBeHHON TaiiHe», «OO0 oOnepaTUBHO-PO3BICKHON MAEATENbHOCTH» W JIp.) WIH
JIOBEPEHHOMY JIMIY FpaKIaHUHA (IPU IPEIbIBICHUN JOKYMEHTOB, YIOCTOBEPSIOUINX JTUUYHOCTD,
JIOBEPEHHOCTH, O()OPMIIEHHO! B YCTAHOBJIIEHHOM 3aKOHOM TOPSIZIKE).

[locne cmepTu rpakiaHuWHA MPaBOM Ha JOCTYN K apXUBHBIM Je€llaM U JIOKYMEHTaM,
COJIep KAIM CBE/ICHUS O JINYHOM U CEMEMHOM TaiiHe, ero 4acTHOM KU3HU 00J1aJat0T HAaCIeTHUKU
( IoBepeHHbIE JIMIIa HACIEHUKOB), €CJIM 3TO HE MPOTUBOPEUHUT 3aKOHOAATENLCTBY PD. Apxus
B3aMMOJIEMCTBYET C HAacJI€JIHUKAMU IpU HAJIWYMM CBUIETEIbCTBA O CMEPTU TpakJaHUHA U
JIOKYMEHTOB , IOATBEPKAAIOIINX UX IIPABO HA HACIEACTBO.

Js Ipyrux KaTeropui I0JIb30BaTENEH HE00XO0AUMO MIUCbMEHHOE
HOTAapUAJIbHO-3aBEPEHHOE pa3pelleHne rpakAaHuHa (€ro HacleAHHUKA WK JOBEPEHHOIO JIHIA),
KOTOpPO€ MOJKET OBITh 3alpolIeHO OpraHu3alueil , HalpaBUBIICH MOJL30BATENsl B apXHB,
MOJIb30BATENEM , €CJIU OH - YaCTHOE JIMIO, UJIM apXHMBOM IO MpOochbOe MOJb30BaTeNsl. APXUBY

85



CIIeTyeT BbIIaBaTh IOJB30BATENIO TOJBKO TE JieNia M JOKYMEHTHI, KOTOphIe OYAyT yKa3aHbl B
paspelieHuu.

ApXHB mpeaocTaBiIsieT 10 OKOHYaHUA 75 JIET CO AHSA CO3JaHUs JOKYMEHTAa apXHUBHBIE
Jle7ia U JIOKYMEHTBI, COJIepXallie CBEICHUS O JIMYHOW W CEMEWHOW TailHe rpaKJaHWHA, €ro
YacCTHOM KA3HU o MOTHUBHUPOBAHHOMY IMUCBMEHHOMY oOparlieHuto
COTpPYIHUKAM opranu3zanuii-hoHm000pa3oBaTee u ux IIPUEMHHUKOB, OpraHoB
rOCYIapCTBEHHOW BJIACTH, OPTaHOB MECTHOI'O CaMOYIIPAB-JIEHUS, CYJI0B, OPTaHOB IIPOKYpPaTyphl,
OpraHoB IIPEABAPUTEIBHOIO CIEACTBUSA M JO3HAHUS B I[peaeilax HUCHOJIHEHUS HMHU CBOUX
CITy’K€OHBIX 0053aHHOCTEH.

ApxuB 0€3 COryiacoOBaHUs C TPKIAHWHOM (€ro HacJAeAHUKaMH) OOeCredyuBaeT JOCTYIl
MOJIL30BaTENCH K JesiaM, COJCpKAIIUM OCHOBHBIC OMorpaduueckue JaHHBIC JHUIA: CBEJACHUS O
JlaTe U MECTe ero pPOXKICHHS, CMEPTH, 00pa30BaHUH, CIYXKEOHBIX TOJKHOCTSIX (€CIU OSTO HE
[IPOTUBOPEYUT benepanbHOMY 3aKOHOJATEIBCTBY, HaIlpuMep, 3aKOHOM «O
rocyapcTBEHHOU TaiiHe», «O0 OmepaTUBHO-PO3BICKHON AEATEIBHOCTU» U Ip. ), MOYETHBIX
VUCHBIX 3BaHUSAX, HArpaaax, BBIOOPHBIX JIOJDKHOCTSX, 00 OIMyOJMKOBAaHHBIX pe3yibTaTax
TBOPYECKON U HAay4YHOU JEATEIbHOCTH IPakJIaHHUHA.

ApxuB o0ecrieuyuBaeT JIOCTYIl IIOJIb30BAaTEIs TOJIBKO K TEM JOKYMEHTaM WA
uH(pOpPMAaIINU, KOTOPbIE OTHOCATCA K JIUIYy B OTHOIIEHUH KOTOPOTO, OBLIIO MOYUYEHO pa3pelieHne
o goctyne. Ecnu B ene HaxoasTCsi JOKYMEHTBI, CoeprKalue KOHPUICHIIMATbHbBIE CBEACHUS O
HECKOJIBKMX JIMLAX, TO TAaKWe Jeja Ha PYKU IOJIb30BaTelNsM He BblIaroTca. MHrepecyromas
noJib30BaTessl MHGOPMAIIMS MOXET ObITh BbIIaHA €My B BUJE apXWBHOM CIPaBKH MWW KOMUU
JOKYMEHTOB C U3BATBIMH M3 HUX KOH(PHICHIUAIbHBIMU CBEACHHSIMH O JPYIHX JHUIax.
Pa3pemenne Ha 1ocTyn BBIOAETCS PYKOBOJIMUTENIEM TOCYAAPCTBEHHOIO apXHWBa WM JIMIOM,
00J12/1a101IUM COOTBETCTBYIOIIMMHU OJTHOMOYHSMH B MUCbMEHHOM BHJIE.

Takum oOpa3oM, OCHOBHBIE IOKYMEHTHI, COCTABIISIFOIIIE HOPMATUBHYIO 0a3y apXHUBOB TIO
JINYHOMY COCTaBY, 3TO:

1. Tpynosoi Kogekc Poccuiickon Pegepaumnm N 197-03 30 gekabpsa 2001 r. Bepcusa ¢
U3MeHeHMAMU N aononHeHuaAmn ot 29.06.2015.

2. depepanbHbI 3aKoH «06 apxmBHOM aene B Poccuinckoit ®epepaumm» Ne125-93 ot 22
OKTAGPA 2004 r.

3. MpaBuna opraHU3aLmMmM XpaHeHUA, KOMNAEKTOBaHUA, Y4E€Ta U NCNOb30BaHNA
AoKymeHToB ApxmeHoro ®oHga Poccuiickon Peaepaumnm n gpyrux apxmeBHbIX 4OKYMEHTOB B
rocy4apCTBEHHbIX OpPraHax, opraHax MecTHOro camoynpassieHua u opraHusaumnax. Mocksa —2015r.

4. MepeyeHb TMNOBbLIX YNPAaBAEHYECKMX apXMBHbIX LOKYMEHTOB, 06pasyoLmxca B
npouecce AeATe/IbHOCTU rOCyAapPCTBEHHbIX OPraHOB, OPraHOB  MECTHOIO CaMoynpaBAEHUA U
OpraHusaLmit, C yKkasaHMEeM CPOKOB XpaHeHuA. 3apeructpmpoBaH MuHioctom Poccumn 8 ceHTabpa 2010 .
Per.Ne 18380.

5. MeToguueckme pekomeHaaunm «KcnepTusa LEHHOCTU M 0THOP B cocTaB APXMBHOO
¢doHaa Poccuiickoit Peaepalmm AOKYMEHTOB MO AMYHOMY COCTaBy» NpoekT 2014 r.

6. MHCTPYKUMA No A4eNonpon3BoACTBY opraHm3aumm. OAuH 13 pa3aenioB MHCTPYKLMM
MOXET COAepKaTb NpaBuaa XpaHeHWA 4OKYMEHTOB MO IMYHOMY COCTaBy.

7. MHCTPYKUMA NO KaapoBOMY Ae/10NPON3BOACTBY OpraHmn3aLmm.

8. MpUMeEPOM NOCAYKAT BblAEPHKKN U3 MHCTPYKLMI NO KaApoBOMY Ae/10NPON3BOACTBY

OAHOro By3a.

4. JOKYMEHTBI I10 YUETY KAJIPOB.

4.1. TpynoBasi KHI)KKa paOOTHHKA — OCHOBHOW JTOKYMEHT O TPYAOBOH AESTENbHOCTH U
TPYZAOBOM cTake paboTHHMKa. TpymoBble KHIKKHA BEIYTCS B MOPSAIKE, MPEAyCMOTPEHHOM
«[IpaBunamu BeieHUs U XpaHEHUsI TPYJOBBIX KHIKEK, N3TOTOBJICHUS OJIAHKOB TPYJOBON KHUKKHU
U obecrieueHust IMU paboToaTeNei», yTBepKIeHHBIMU ocTaHoBienueM [Ipasurenscrsa PO ot
16 ampenst 2003 1. N 225 (¢ m3menenusimu ot 6 despans 2004 t.)
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4.2. JIuuHOE [€J10 — COBOKYIIHOCTH JIOKYMEHTOB, COJAEP)KAIIUX IOJHBIE CBEICHHUS O
paboOTHHUKE U €ro TPYIOBOM AesTenbHOCTU. JIMUHbIe 1ena BeayTes ¢ 1elIbl0 KOHIICHTPAIUN BCei
uHpopManuu 06 0HOM pabOTHUKE B OTAECITHLHOM KOMILIEKCE (J10Che).

4.2.1. JInunble nena BeAyTCsS Ha BCEX pAOOTHUKOB MHCTUTYTA.

4.2.2. Jlnunoe neno odopmisieTcs Mocie W3JaHHs IpHKa3a O MpuemMe Ha padoty,
dbopMupyeTcss B TEUEHHE BCEro Cpoka paboThl pabOTHHKA U JOIMOJIHSAETCS JOKYMEHTaMHU,
XapaKTEpU3YIOIIUMH TPYIOBYIO I€ATEIbHOCTb.

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

4.2.4. Jluynble naena XpaHATCS B YINPaBJICHUU KaK JTIOKYMEHTBI CTPOrOil OTYETHOCTH.
OTBETCTBEHHOCTh 3a XPAaHEHUE JIMYHBIX JEJ BO3JIaracTcsi Ha OTBETCTBEHHOIO 3a BEACHUE
KaJIpOBOT'0 JIEJIONIPOU3BO/ICTBA PAOOTHHUKA Y IPaBICHHUS.

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

nuaHbIe KapTouku ¢.T-2;

KypHAJI PETUCTPALIUU TPUKA30B 10 JTUYHOMY COCTaBY;

KypHaJl PETUCTPALIUU TPYIOBbIX JOrOBOPOB;

KypHAaJl PETUCTPALIUU JIUCTKOB

HETPYI0CIOCOOHOCTH;

TPYIOBBIE KHUKKU PAOOTHHUKOB;

KHMIa y4eTa JBUKEHUS TPYIOBBIX KHUKEK U BKJIAAbIIIEH K HUM.

6. TIOPAJIOK ITOAI'OTOBKHM W ITIEPEJAYM JJEJI HA XPAHEHHWE B APXIB
MHCTUTYTA

6.1. JIns onipeenieHnst IEHHOCTH KaJIpOBBIX TOKYMEHTOB C IEIbI0 0TOOpa X HAa XpaHEHHE
B apXUB WHCTUTYTa M YCTAaHOBIIEHUS CPOKOB XPAaHEHHUS MPOBOAMUTCS SKCIEPTH3a IIEHHOCTH
JIOKYMEHTOB.

OT60p KagpOBBIX JHOKYMEHTOB JJISl MIOCTOSHHOTO XpaHEHUsS! MPOBOJUTCS HAa OCHOBAHUH
MepeyHell JIOKYMEHTOB C YKa3aHHEM CpPOKOB WX XPAaHEGHUS W HOMCHKJIATYPHI JIeT IyTeM
MOJIMCTHOTO MPOCMOTpA JeT.

[To pe3ympTaTamM »dKCIEPTH3BI IIEHHOCTH JIOKYMEHTOB COCTABIISIFOTCS OIHCH eI
MOCTOSTHHOTO, BPEMEHHOT'O XPaHEHHsI ¥ TI0 THYHOMY COCTaBY, a TAaK)Ke aKThl O BBIIEICHUU JIET K
YHHUYTOXKCHUIO.

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

[Ipu coctaBieHnu ONMUCH JIE1 COOMIOAAIOTCS CASAYIONINE TPEOOBAHUS:

3aroJIOBKU €Nl BHOCATCS B OMUCh B COOTBETCTBUU C MPHUHATON CXeMOW CHCTeMaTH3allun
Ha OCHOBE HOMEHKJIATYPHI JIET;

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

OmnucH 1e1 COCTaBISIOTCS IO YCTAHOBICGHHOM JOopMe B TPEX IK3EMILIAPaX.

7. OCOBEHHOCTH O®OPMJIEHUA JOKYMEHTOB IIO OTHAEJIbHBIM
KAZIPOBbIM ®YHKIHAM
7.1. Ilpuem Ha paboTy
7.1.1. JlokymMeHTbI, HEOOX0AUMBIE TTPU O(POpPMIIEHUH prueMa Ha paboTy
7.1.1.1. TlepedyeHb NOKYMEHTOB, CO3JaBAEMBbIX OTAEIIOM KaJpOB:
- TPYJOBOM JOTOBOP
- IpHUKa3 o0 puemMe paboTHUKA Ha paboTy
- nuyHas kaptouka (popma Ne T-2)
- IMYHOE /IO
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- MUCHMO-CBEJICHUS O TPa)KJIaHUHE, MOJICKAIIEM BOWHCKOMY y4YETy W NMPHHSITHU
ero Ha paboTy (151 JIMII, TOJISKANTUX BOMHCKOMY YYETY).

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

oopmIsieT TMuHOE €710 pabOTHHKA.

B coctaB nu4HOro Aena BXOJAT CAEAYIOIUE TOKYMEHTHI:

- BHYTPEHHSS OIIUCh IOKYMEHTOB JeJia

- TUYHBIHN JINCTOK MO y4YeTy KaapoB ¢ ¢ororpadueit

- apToOuorpagus

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

- KOIUA MPHKa3a o MpuemMe Ha paboTy

- KOITUHM JJOKYMEHTOB 00 00pa3oBaHun

- TPYJOBOH JOTOBOP

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

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

Tema 1. Ixcnepmu3sa yeHHOCMU OOKYMEHIMOG NO JIUYHOMY COCHAGY

ITo ucreyennu oJTHOTO roja Mocje 3aBeplieHust POpMUPOBAHUS J1e] B JEJIONPOU3BOCTBE
npoBoAuTCA paboTa MO MX MOATOTOBKE K IEpeJadye Ha XpaHEHHE B apXuB yupexJaeHus. B
cooTBeTcTBUH ¢ «[IpaBuiiamu opraHu3anuy XpaHeHus1, KOMIUIEKTOBAHHUS, Y4€Ta U UCIIOIb30BaHUS
JIOKYMEHTOB apXHMBHOTIO (pOHIa pOCCUICKON (eaepanuu U JIPyrux apXUBHBIX JOKYMEHTOB B
rOCyIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPABIIEHUs U opraHn3anusax» ot 07.09.2015
I. BapXWB IOCTYNAIOT JOKYMEHTBI, B TOM YHUCIIE 110 TUYHOMY COCTaBY, HE IIO3/IHEE YEM Yepes3 TpU
rojia ocje 3aBepiieHust UX GOpMHUPOBAHUS B J1€IONPOU3BO/ICTBE.

Jlena mepenaroTcss B apXuB B YIOPAJOUYEHHOM COCTOSHUM IO CHATOYHOM OIHCH.
JIOKYMEHTBI 110 JINYHOMY COCTaBY BBIIEISIIOTCS B OTIENBHYIO TIPYIIY, CUCTEMATU3UPYHOTCS
000COOJIEHHO U BKIIIOYAIOTCS B CAMOCTOSITEIIBHYIO OIHKCH.

ITonroToBka JOKYMEHTOB K JUIMTEIBHOMY XPAaHEHUIO BKIIIOUAET B ceOs:

1. npoBeAeHWe 3KCNepTM3bl LLEHHOCTU JOKYMEHTOB;

2. odopmneHune gen;

3. COCTaB/IEHWE ONUCEM U HAy4yHO-CMPaABOYHOTO annapata K HuMM (yKasaTenew,
OrnaBAeHui).

[Ipu mpoBesieHNH SKCHEPTU3BI [IEHHOCTH JOKYMEHTOB B KaJPOBOW CIYKO€ MPOBOAUTCS
oTOOp JeN C JOJITOBPEMEHHBIM CPOKOM XpaHeHus (cBbimre 10 Jier) s mepeaadd B apXuB
YUPEXKIEHUS, BBIJICICHUE K YHUUTOKEHUIO TOKYMEHTOB, CPOKU XPAHEHHSI KOTOPBIX UCTEKIIH.

OT1O0Op NOOKYMEHTOB /Jsi JajJbHEHIIEro XpaHEeHUs MPOUCXOAMT IyTeM MPOBEICHUS
MOJIMCTHOTO MPOCcMOTpa Aenl. He momyckaercss mpoBeAeHHE SKCIIEPTU3bI IIEHHOCTH JOKYMEHTOB
TOJILKO TI0 3arojIoBKaM Ha O0O0JIoKKax Jen. [Ipu 3ToM W3 Jell M3BIMAIOTCS JIUIIHUE KOITHU
HK3EMILISPOB JOKYMEHTOB HIIM IOKYMEHTBI, HE OTHOCSIIHMECS K BOIMPOCaM, MO KOTOPBIM OBLIO
c(hOpMHUPOBAHO JIETI0; YUUTHIBAETCS MPABUIILHOCTh ODOPMIIEHUS JOKYMEHTOB.

Odopmrnenne aen mpeaycMaTpuBaeT CUCTEMATH3AIUIO JOKYMEHTOB B JieJie, MOAIIUBKY
WIA TIepervieT Jeia, HyMEpalHio JIMCTOB Jiela, COCTaBJICHHE JIMCTa-3aBEpPHUTENS Jieia,
cocTaBlieHHE (B HEOOXOIUMBIX CIy4asix) BHYTPEHHEN OMUCH JOKYMEHTOB.

JIOKyMEHTBI B JeJaX, COJEpKAIIUuX TNPHUKA3bl, PACIOPSDKEHHS 0 JHYHOMY COCTaBy,
NEpCCUCTCMATUZUPYIOTCA B XpOHOJIOFH‘-ICCKOﬁ IIOCJICAOBATCIBHOCTHU: B Ha4aJlI€ AC€JIa OOJI’KHBI
pacmoJyiaraThCsi IPUKa3bl (PacOPSHKEHNUS) 3a SHBAPh, IIOTOM 3a (DeBpasib U T.JI.
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AHajnoOru4yHo, MO XPOHOJIOTMYECKOMY MpPHUHIMIY MPOBOAUTCA CHCTEMATHU3ALMS
JIOKYMEHTOB B JieJaX, COJEPKallMX aKThl O HECUACTHBIX CIIydasx, MPOTOKOJBI 3aceIaHuil
KOMUCCHH, JOKYMEHTBI O MPEICTABICHUU K HAarpaXJACHUIO, TPYIOBbIE JOIOBOPHI (COTJIAlIEHNs),
TapU(PUKAIMOHHBIC BEJIOMOCTH, Ta0CIH U HAPsIIbl pAOOTHUKOB BPEIHBIX PO eCcCHil.

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

[lepenaya jien 1Mo JIMYHOMY COCTaBY B apXHMB OCYILIECTBIISICTCS TOJIBKO IO onucsaM. [Ipuem
KKIOro JieJa TPOU3BOJUTCS PAOOTHHKOM apxwBa (JIMIIOM, OTBETCTBEHHBIM 3a apXHBHOE
XpaHEHHEe) B MPHUCYTCTBUU COTPYIHHMKA KaApOBOH CiyxObl. [Ipu 3TOM Ha 00eHMx IK3eMIUIsIpax
OIIMCHu €I IIOCTOAHHOIO MW JJIUTCIIBHOI'O XpaHeHI/Iﬂ, caaBacMbIX B apXI/IB, JeJIacTcsa
COOTBETCTBYIOMIAs OTMETKa. LludppamMu W TPONMUCHI0 B KOHIE KaXKIOTO 3K3EMIUISIPA OIKMCH
YK3,3I)IB3,€TC$[ KOJIMYCCTBO (baKTI/I‘-IeCKI/I HpI/IHﬂTI)IX B apXI/IB €I, HOMepa OTCYTCTBYIOIIII/IX JCII,
JaTa nmpueMa-rnepeaadd Aell, a TaKXkKe MOIIUCH MPUHUMAIONIMX U MEPeIalouX JIODKHOCTHBIX
JINII.

[Ipu HaIM4YMK B IMYHOM JieJie HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (yI0CTOBEPEHHIH,
CBUJIETENILCTB, TPYAOBBIX KHM)KEK, BOGHHBIX OWJIETOB U T.I.) OHU BKJIAJBIBAIOTCS B KOHBEPT,
KOTOPBIM BMECTE C IPYTrUMH JTOKYMEHTAMHU MOAIIUBAETCS B J1EO.

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

B nucre-3aBeputene nudppaMu 1 NpONUChio YKa3bIBAETCS KOJMYECTBO IPOHYMEPOBAHHBIX
JIMCTOB B JI€JI€, HAIMYKME MPOMYLUICHHBIX U JIUTEPHBIX HOMEPOB, KOJNYECTBO JIMCTOB BHYTPEHHEN
onucu jAena. He ponyckaercsi BHIHECEHHE 3aBEpUTENBbHOM HAIMUCH Ha OOOPOTHYIO CTOPOHY
NOCJIETHEr0 JOKYMEHTA Jiela UM Ha 00JIOKKY Jierna.

[Tocne uncToro nucTa B Ha4ajo Jejia MOIIMBAETCS BHYTPEHHSS ONKUCh JOKYMEHTOB JieNa.
BHyTpeHHsI onMch COCTaBiIseTCs K JMYHBIM JejaM IO YCTaHOBJIEHHOW (opme. BHyTpeHH:s
OINKCh COCTABJISAETCS AJIs y4eTa JJOKYMEHTOB JIeJia, COJIEPKUT CBEJIEHUS O MOPSIIKOBBIX HOMEpax
JIOKYMEHTOB Ji€Jla, UX HMHJIEKCax, JaTaX, 3arojoBKax M HOMepax JMCTOB aena. K BHyTpeHHel
ONMCHU COCTABJISIETCSI WTOrOBasi 3aliCh, B KOTOPOW YKa3bIBAIOTCS LU(paMH U MPOMHUCHIO
KOJIMYECTBO BKJIIOUEHHBIX B HEE JOKYMEHTOB M KOJMYECTBO JIMCTOB BHYTPEHHEH OIMCH.
BHyTpeHHSsI onUCh MOJMUCHIBAETCS €€ COCTABUTENEM, YKa3bIBAETCS JOKHOCTh COCTABUTEINS U
pacm(poBKa MOAMNKCH.

N3menenus coctaBa JOKYMEHTOB JIMYHOTO Jena (U3bATHE, BKIIOYEHHE JIOKYMEHTOB,
3aMeHa WX KONMSAMH M T.I.) 3aHocarcs B rpady «lIpumeuanue» co cchulkaMH Ha
COOTBETCTBYIOIIME JOKYMEHThI, Ha OCHOBAHHWU KOTOPBIX MPOU3OIUIO HU3BIATHE, JOMOJIHEHUE,
3aMEHa KONMSMHU U T.I. B cilyyae 3HaYMTENbHBIX U3MEHEHUN B COCTABE JINYHOTO Jie€ja, UTOrOBast
3aMych K BHYTPEHHEH OIKCH JieNia ¥ 3aBepUTeIbHasi HAIIUCh JIeJia IePECOCTaBISIOTCS.

PaccmotpuM, Kak IpoxoAMT nepenada Aesl B apXUB OpraHu3alnuu. B mepByro ouepens
BO3HHUKAET J[Ba BOIPOCA — KaKKe JOKYMEHThI TpeOyeTcsl MOATOTOBUTH M 3a KaKKe TOIbL.

Kakue kareropuu 10KyMeHTOB NepeAatoT B apxuB. OOBIYHO B apXUB OpraHU3ALUHU CIAIOT
JIOKYMEHTBI IIOCTOSIHHOTO XpaHEHHUs U BpeMeHHoro > 10 yer xpaHeHus. B mocnennem ciydae,
IIPEKIE BCETO, UMEIOT B BUY JI€J1a IO JUYHOMY COCTaBY.

Hena < 10 net xpaHeHus: OOBIYHO B apXMB HE IMOMNAa/Ial0T, OHU OCTAIOTCA B OTAeNax (rnue
OHM 3aBEJIEHbI) J0 MOMEHTAa MCTEUEHHMS CpPOKOB MX XpaHEHHs M yTpaThl IMPaKTUYECKOU
HanoOHocTu. Ho Bce ke B OTHENBHBIX ClydasX IO PELIEHHI0 PYKOBOJCTBA IOIYCKAETCs
nepesaBaTh U TaKKUE JIeN1a B apXuB (HapuMep, HET MECTa JJIs XpaHEHUS B OTAENE). 3aTeEM MOKHO
OyZAeT COCTaBUTh aKT HA YHUUTOXKEHUE JOKYMEHTOB C BDEMEHHBIMH CPOKAMH XPAHEHHUSL.

3a Kakue rojipl fiena noJyiexar nepenade B apxus. CorjaacHO npaBuiaM JOKYMEHTHI cade
B apXuB IMOJUICKAT HE MO3JHEE 3-X JIET IIOCIE 3aBEPLICHUS MX B JIEIONPOU3BOACTBE. MOXKHO
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oopMUTH mepenavy Aell B apXuB U yepe3 roj. Ho cuiibHO paHO HE parMoOHaIbHO, IOTOMY YTO
«CBEXHE» OKYMEHTbl MOTYT MOHAOMTHCS B TEKyIIeM JAelonpou3BoicTse. M3-3a storo Oynuer
MHOTO CYEThI, 9TOOBI 3aIPaITNBATh UX U3 apXUBa.

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

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

I'paduk cocrtaBisieT OTBETCTBEHHBIH 3a apXMB, COTJIACOBBIBAET €ro C HavaJbHUKAMU
OTJIEJIOB, KOTOPBIM MPEICTOUT Mepeiadya JOKYMEHTOB. 3aTeM rpaguk yTBEpkKIaeT pyKOBOAUTEINb
opranu3zanuu. Uam 1omycTUMO ero yrBepk/ieHue pyKOBOJIUTEIEM CITYKObI 1eTONPOU3BOICTBA, B
COCTaB KOTOPOI OOBIYHO BXOJUT apXUB.

[Topsanox mepenayu aen B apxuB. B pesynbrare MpoBENEHHOW 3KCHEPTU3bI LEHHOCTU
JOKYMEHTOB OTOOpaHHBIE /7S IpHeMa-Tiepeiadn Jiejia He0OX0IMMO BKITIOUHUTh B YCTAHOBJICHHON
dbopMBbI craTOYHYIO0 ONUCH (ee oOpa3el HempeMeHHO OyeT najiee).

[To HOMEHKIIAaType e HEOOXOAMMO HAMETHTH JIeJia MOCTOSHHOTO U JIOJITOBPEMEHHOTO
XpaHeHus (B TOM 4HCJE MO JIMYHOMY COCTaBy) M BHECTH B IpadUK CBEICHUS O CPOKax H
YYaCTHUKAX Mepeaadu JOKYMEHTOB B apXuB (3apaHee Ha PEICTOSIIUN TO).

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

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

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

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

° AOKYMEHTOB NO JINYHOMY COCTasy, 3anucew HOTapuanbHbIX AEVICTBMﬁ,

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

. NPOEKTHOM AOKYMEHTALMKN NO KanuTanbHoMy cTpoutenbctsy — 20 neT;

. TEXHOJ/IOTMYECKOMN U KOHCTPYKTOPCKOM AoKyMeHTauun — 20 ner;

. naTeHToB Ha M3obpeTeHne, NONE3HYI0 MOAE/Nb, MPOMbILLIEHHbIV 0b6pa3sel, — 20 neT:
. Hay4yHoOM AOKymeHTauum — 15 nerT;

. KMHO- 1 pOTOA0KYMEHTOB — 5 neT;

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

OnpIT paGoThbl AapXHUBOB 110 JIMYHOMY COCTaABY

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

B nacrosimee Bpemsi B apxXuBe XpaHATCA JOKYMEHTHl 58 opraHmzauuii (46 u3 HHX
-IMKBUIMpOBaHHbIE) 3a mepuod ¢ 1943 mo 2013 rogsl. 3ampockl B apXWB MPUHUMAIOTCS
NUCbMEHHO, YCTHO, 10 TesIe(OHY, IO AJIEKTPOHHOM noute. B 3anmpoce (3asBlIeHNN) yKa3bIBAIOTCS:

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

TpaXXJAaHCTBO.
Cgenenus o coctaBe u 0obeme GonyioB Ha 01.01.2014 rona
OO01ee
KOJIMYECTBO CIMHUI]
N Ne HazBanue donna [locTynuio Br1651 XpaHenus B oHze Ha [Ipumedanue
n/n | donna 10 01.01.2006 .
len ICo b1 Ulen [[onwr Ylen ["omb1
1 2 3 4 5 6 7 3 9 10
1. 1. [PaiionHoe TIPOU3BOJICTBEHHOE 123 1943-1991
yIIpaBJICHHUE OBITOBOTO)
0OCITy)KMBaHUs HACSIICHHS
1. 2. 3aBeTHHCKHIT paloHHBIH 9 1944-1950
MuIeKoMOrHaT
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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 «DpyH3ECHCKHII» 22 [1982-1986
7. Konxo3 um. Kuposa u ero 9 |1947-1957
[TpE/IIIICCTBCHHUKN
8. Komxo3 «Ilobema» u ero| 56 [1947-1957
[IpeIIICCTBCHHUKN
9. [IpousBoacTBeHHOE 97 [1957-2006
yIpaBiIeHHE
DKIUTHIIHO-KOMMYHAIILHOTO
X03s17icTBa
10. 3aBEeTUHCKUN ¢bunuan 125 [1963-2000
3MOBHHUKOBCKOTO
[TPOU3BOICTBEHHOTO
0OBEIMHEHUST aBTOMOOHIBLHOIO]
TpaHCIIOpTa
11. 3aBeTHHCKAS 415 [1943-2008
[IEHTpaJIbHAS paiionHas|
0OJIBLHHUIIA
12. 3aBeTHHCKAs 132 [1970-2003
IMexxo3siicTBEHHAS
CTpOUTENbHAS OpTraHU3aIHs
13. TOO 172 [1965-1995
«3aBETHHCKATPOPEMTEXIIPEI»
14. Komxo3 «3aBersr Unpnua| 182 [1943-1957
15. 2-s 3aBeTunckas MTC 52 [1952-1957
16. Konxo3 «Ilyte Ctanuna» 74 [1951-1957
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17. Konxo3s «Biacthp 45 1953-1957
CoBeTOB»

18. Komnxo3 uMm. Jlennna 133 [1943-1957

19. Knuknuckas MTC 44 [1953-1957

20. BuesemoMcTBeHHAS 3 [1986-1991
oXpaHa

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

22. AOOT 46 [1988-1999
«3aBETHHCKArpOMPOMTPAHCH

23. 3aBETUHCKHANM Mac03aBOoJ 35 [1943-1996

24. CaBastHCKHUI CEIbCKHH - -
coBeT

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

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

27. Konxo3 «Poauna» 59 [1949-1957

28. Yupexnaenus CHUCTEMBI 98 [1946-2007
CelILCKOr0 XO03SHCTBA

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

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

31. Ortnen CEJILCKOTO 25 [1946-1953

X035 CTBa




32. DHUHAHCOBEBIN OTIEI 119 {1943-2009

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

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

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

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

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

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

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

40. Or1el1 XJI0IKOBOACTBA 4 1950-1952

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

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

43. TOO 20 1982-1995
«3aBETUHCKArPOIIPOMIHEPTO»

44. MuIepOBCKHiA 7 11995-2000
[IPUEMHBIN TYHKT IEPCTH

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

46. Paiionnas HHCIEKTYpa 14 [1943-1986

["occTaTUCTHKH  3aBETHHCKOTO

paiioHa
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4 47. 3aBeTUHCKAs 116 [1950-2002

6. necomenuopaTuBHas CTaHIIHS

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

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

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

5 51. CIIK «CaBpas» 532 [1943-2007
0.

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

cOoopam 10  3aBETHHCKOMY]

[paiiony PocToBckoit ob6mactu

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

TOCYJapCTBCHHOTO  YHHTapHOTO

pennpusaTus «Iloura Poccun»

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

04 J11

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

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

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

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

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

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

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

1.8. JlonoJHUTENbHBIMA UCTOYHUKAMU (PUHAHCUPOBAHMS MOTYT OBITh:

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

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

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

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

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

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

2. 3agaun u QyHKIMH ApXUBa

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

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

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

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

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

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

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

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

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

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

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

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

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

3. CocTaB TOKYMEHTOB ApXHUBa

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

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

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

B cocraB 1oKkyMeHTOB ApXuBa BXOJAT CIEAYIOIINE KATETOPHH JOKYMEHTOB:

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

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

4. IlpaBa ApxuBa

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

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

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

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

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

5) B YCTaHOBJIICHHOM MOpPSAKE 3aKI04yaTb C 3aUHTEPECOBAHHBIMU YUPEKIACHUIMH,
OpraHu3alUsIMM U NPEANpUATHIMH, He3aBUCUMO OT ((popM COOCTBEHHOCTH, COIJIAIIEHUS
(1oroBOpBI) O LIEHTPATM30BAaHHOM XPAaHEHHH, HCIIOJIB30BAHUM M YIOPSAIOUYEHUU JOKYMEHTOB,
OKa3bIBaTh IOPUAMYECKUM U (PU3MUECKUM JIMIIaM IJIATHBIE YCIYTH B paboTe ¢ JOKYMEHTaMH 110
JMYHOMY COCTaBY U 10 UCIOJIHEHHUIO COLMAIbHO-TIPABOBBIX 3alIPOCOB;

6) MCMOJIb30BaTh MOJYYEHHbIE BHEOIOIKETHBIE CPE/ICTBA AJIS YIYUIIEHUS OpraHU3aliu
paboThl ApXHBa U PELIEHHUs COLUATbHBIX BOIIPOCOB;

7) ydacTBOBaTh B paldOTe JMKBHUIAIIMOHHBIX KOMHUCCHM YUpEXKJIEHHH, opraHuzalui u
HNPENNPUATHH, TOKYMEHThl KOTOPBIX HE BXOJAAT B cocTaB ApxuBHOro (onna PO nns pemenus
BOIIPOCOB COXPAHHOCTHU JOKYMEHTOB I10 JINYHOMY COCTaBY.

5. PyxoBoncTBO ApxuBa

5.1. PykoBoacTBO ApPXHMBOM OCYILECTBISIET 3aBEAYIOIIMH apXUBOM. 3aBeAYIOLIUM
apXMBOM Ha3HayaeTcs U OCBOOOXKAAETCs OT NOHKHOCTH I 1aBoii 3aBeTHHCKOr o paiioHa.

5.2. 3aBenyromuii ApXuBOM:

1) ocymiecTBiIsIET HEMOCPEICTBEHHOE PYKOBOJCTBO JESITEIbHOCThIO APXHBA, OPraHU3yeT
ero paboty; o0ecreuynBaeT pereHne BO3JI0KEHHBIX Ha HETO 3a/1a4;

2) u31aeT B Mpejenax CBOei KOMIIETeHIINU TPUKa3hl;

3) mpuHuMaeT Ha paboTy, ompeaenseT O0SI3aHHOCTU U YTBEP)KIACeT JOKHOCTHBIE
UHCTPYKLIUU paOOTHUKOB APXUBA;

4) otunThIBaeTCs 0 paboTe ApxuBa nepex AJIMUHUCTPALUEN U B YCTAHOBJIEHHOM MOPSIIKE
- nepes; KoMuTeTOM 10 ynpaBieHUIO apXUBHBIM JIeIoOM AJMHUHHUCTpaui PocToBckoii o0nacTy;

5) opraHm3yeT W BeIeT NMpHEM TpaKIaH, PACCMATPUBACT WX 3asBICHUS W KaJIOOBI TIO
BOIIPOCAM, BXOJISIIUM B KOMIIETEHIINIO APXHUBA;

6) BBIIaCT B YCTAHOBIICHHOM TMOPSAKE TpaXIaHaM W YYPESKICHHUSIM CIIPaBKU
COLIMAJIBHO-TIPABOBOT'0 XapaKTepa, KOMUH, BHIMUCKU U3 JOKYMEHTOB;

7) 3aKJII0YaeT B YCTAHOBJICHHOM TMOPSAKE IOTOBOPHI C YUPEIKACHUSIMHU, OPTaHH3AINASIMHI H
OPENPUATHSIMU Ha BBIMOJIHEHUE APXHUBOM IUIATHBIX paboT U yCIIyT;

8) obecrieunBaeT cOONIOCHUE OXPAHHOTO, IIPOTUBOIIOKAPHOTO U CAHUTAPHOTO PEKHUMA B
XpaHWINIIAX;

9) onpenenser mOTpeOHOCTHL ApXHUBa B 000pYJ0BaHUN U MaTepHaIax.

5.3. 3aBeayromuii ApXMBOM HECET IEPCOHAIBHYIO OTBETCTBEHHOCTb!
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1) 3a BBINOJHEHHWE BO3JNOXKEHHBIX Ha HEro OOsf3aHHOCTEH C YYeToM TIpas,
NPEJOCTABICHHBIX eMy HacTosmuM [looxeHnem;

2) 3a COXpaHEHHE CIYKEOHOW, KOMMEPUYECKON WJIM MHOW, OXPaHSIEMON 3aKOHOM TailHBI
NIPU OCYIIECTBICHHH CBOMX JIOJDKHOCTHBIX TIOJTHOMOYHIA B pa0OTe ¢ JOKYMEHTaMH.

TI'ocynapcTBeHHbBI AapXHUB 10 JJUYHOMY COCTaBY B I.MesKaypedeHcKe

ApxuBHbIe (OHIBI OTPAKAIOT PA3JIUYHBIE ACHEKTHl COLMATBHO-3KOHOMHUYECKOH,
VCTOPUYECKON M KyJIbTYpHOM KM3HM TI. MexnypeueHcka. MMeroTcs KOJUIEKUUH JOKYMEHTOB
JMYHOTO MPOUCXOXKACHUS, (POTOAOKYMEHTHL. ITO MPECTABIsET HAHOOIBIIYIO IIEHHOCTb.

Jlpyrum HampasjieHHEM B paboTe ApxuBa, IOMUMO XPaHEHHsI, KOMIUIEKTOBaHMs, y4eTa U
MCIIOJIb30BAaHUSl ApXMBHBIX JOKYMEHTOB, SIBJISIETCS OKa3aHME METOAMYECKONW M IPAKTHUYECKOMN
IIOMOLIY I10 AEJIONPOU3BOACTBY M XPAHEHHIO JOKYMEHTOB B OpPraHM3alUsaX, IMPEIIPUIATHAX U
JOPYTUX YUPEXKACHHUH, BBICTYNAIOIINX HCTOYHUKAMU KOMIUIEKTOBaHUS ApXUBa.

OnHO U3 BaXKHEHWIIMX HaNpaBiIeHUH pabOThl apXKBa ABJSETCA 00€CIeYeHUE COLUAIBHBIX
npaB U norpedHocteil rpaxnaH. Co gHsS oOpa3oBaHusi ApXuMBa M IIO HACTOSIIEE BpeMs B
HECKOJIBKO pa3 BO3pOC IOTOK 3alPOCOB COLUAIBHO-IIPABOBOIO M TEMAaTUYECKOTO XapaKTepa.

ApXUB SBISETCS TOCYAAPCTBEHHBIM YUPEXKJIEHUEM, IOABEAOMCTBEHHBIM ApPXHUBHOMY
ynpasieHuto KemepoBckoil 007acTd, OCYHIECTBISIOIIEMY KOOPAMHALMIO M PEryIupoBaHUE
JesTeNIbHOCTH ApxuBa. YupenureneMm ApxuBa BeIcTynaeT ApXxuBHOe ynpasieHue KemepoBckoit
obnacTtu.

ApXUB ABISETCS FOPUAMUECKUM JIULIOM, UMEET CaMOCTOSITENIbHBIN OallaHC, TULIEBON CUET B
Ka3HayelcTBe, 000COOJEHHOE HMYIIECTBO, IUTaMI M TIepOOBYyK MedyaTb CO CBOUM
HAaUMEHOBAHMUEM, OJIaHKH. APXUB BBICTYNAET UCTIOM U OTBETYMKOM B CYyJ€ B COOTBETCTBHUHM C
3aKOHOJATEILCTBOM PD.

Uctopuueckas cnpaBka 'KYKO «locygapcTBeHHBIH apXHB JOKYMEHTOB IO JIUYHOMY
cocraBy KemepoBckoit obmactu B 1. Mexaypeuencke». 30 ampens 2004 roga B cBA3M C
HEOOXOJUMOCTBIO  O0ECIEYeHHs] COXPAaHHOCTH  JOKYMEHTOB IO  JIMYHOMY  COCTaBy
JMKBUAMPOBAHHBIX YTOJIbHBIX NpeAnpusaTuii rora Kyzbacca u B COOTBETCTBUH C paclopsyKeHUEM
Anmunuctpanuu  Kemeposckoir  obmact ot 30.04.2004r. Ne 545-p mnHa Oaze
PEKOHCTPYHPOBAHHOTO MOMEIIEHUS B aJIMUHUCTPATUBHO-OBITOBOM KOMOMHATE OBbIBIIEH IIAXThI
umenu JI.J[. [lleBsikoBa, a B Hactosmee Bpems 3A0 Ilaxtel Pacnanckas-KokcoBasi B ropoje
MexaypeueHcke OblT  OTKpHIT MexaypedueHckuid  ¢unmnan  'ocyaapcTBEHHOro — apXuBa
KemepoBckoii 06macTH.

01 wurons 2008 r. Ha ocHoBanuM Pacnopspkenust ['ybepnaropa KemepoBckoil o0iactu ot
18.05.2008r. Ne 67-pr co3mano I'ocynmapctBeHHOe YyupexaeHue KemepoBckoit o6sactu
«["ocymapcTBeHHBIN apXuB JIOKYMEHTOB IO JUYHOMY cocTtaBy KemepoBckoii obmactu B T.
MextypedeHcke», KOToOpoMy ObUIM TepelaHbl (YHKIMH YIpPa3JIHEHHOTo MeXIypeueHCKopro
¢wmmana "'ocynapctBenHoro apxusa KemepoBckoit o0macTH.

01.06.2011r. Ha ocHoBanmu Pacnopsbxenus Kommermm AnmuHucrpanuu KemepoBckoit
obmactu ot 18.05.2011 r. Ne 380-p «O0 M3MEHEHHM THIA CYIIECTBYIOUIMX OIOKETHBIX
VUpEXKICHUNH — TOCYJapCTBEHHBIX yupexaeHuii KemepoBckoit 007acTH, MOABEIOMCTBEHHBIX
apxXUBHOMY yrpaBieHHio KemMepoBckoii 001acTH, B LIEJSX CO3JaHUs TOCYAaPCTBEHHBIX Ka3eHHbIX
yapexaeHuii KemepoBckoit oOmactu» co3maHo [ocymapcTBEHHOE Ka3eHHOE YUYPEKICHUE
KemepoBckoii ob6mactu  «l'ocynapcTBEHHBIH apXUB JOKYMEHTOB IO JIMYHOMY COCTaBY
KemepoBckoii o6mactu B r. MexaypedeHCKe».

I'ocynapcTBeHHBIM Ka3eHHBIM yupexaeHueM KemepoBckoil obmactu ['ocynapcTBeHHBIIH
apXuB JIOKYMEHTOB 110 JINYHOMY cocTaBy KemepoBckoit o6sactu B I. MexaypeueHcKke pyKOBOIUT
JUPEKTOP.

OcHoBHBIMY 3a7a4aMu 1 '0CyJapCTBEHHOTO apXUBa SIBJISIOTCS:

1. ObecneyeHune COXPAHHOCTU U FOCYAAPCTBEHHDIN YYET LOKYMEHTOB MO IMYHOMY
cocTaBy ApxusHoro ¢oHaa Poccuiickoin Peaepaumu.

2. ObecneyeHne cOLNANbHOMN N NPABOBOM 3aLMTbI FPaXKaaH.
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3. McnonHeHue 3anpocoB rocyAapCTBEHHbIX, MHbIX YUPEKAEHMN, rpaxKaaH no JOKyMeHTam
YypeskaeHus, BblAava UM apXMBHbIX CMPaBOK COLMAsbHO-MPaBOBOro XxapaKrepa O NOATBEPKAEHMM
CTaxka paboTbl, ILFOTHOIO CTaXa paboTbl, 0 3apaboTHOM NnaTe NpeaoCcTaBAEHNE AOKYMEHTOB NN UX
KOMnu.

B nacrosimee Bpemst B ['ocynapcTBeHHOM yupexaeHUH xpaHutcs 51 GoHz nmo auaHomy
coctaBry, 29033 enuHMIIBI XpaHEHUs. 3a STUMH JOKYMEHTAMH CTOST CyAbOBI JIt0/1ei. B ocHOBHOM
9TO TSKEIIbIM, HO ITOYETHBIN TPy LiaxTepa. 1 oCy1apCTBEHHBINM apXHUB IIOMOTaeT BOCCTAaHOBUTH
dakT TpyaoBoi omorpaduu, IS MOTYICHUS TPYIOBON MEHCHH, HAYUCICHUH PETPECCHBIX UCKOB
VHBaJIUIAM Tpya.

CIINCOK
¢donmoB ['ocynapcTBeHHOT0 Ka3eHHOTo yupexaeHus: Kemeposckoii obnactu
«I"ocynapcTBEHHBIN apXUB JOKYMEHTOB I10 JIMYHOMY COCTaBy
KemepoBckoii o6acTu B I. MexaypedeHCcKe»

no coctosganro Ha 01.01.2012r.

No HaumenoBanue ¢onzaa Ne Koin-Bo Kpaitaue
@onoa OTHCH Enunun JTaThI
XpaHeHHs
P-1 /loyepHee  OTKpPHITOE  aKIHOHEPHOE 1 n/c 420 1978-2004
00111ECTBO
""YrpaBnenue

[MaTepHanbHO-TEXHHYECKOTO CHAOXKECHUS
(OTKPBITOTO  aKIIMOHEPHOTO  OOIIECTBA|

"YroneHas xommnanus Kys6accyroms"

r.JIenunck-Ky3Henkuii

P-2 ToBapHIIECTBO € OrpaHUYEHHOU 1 1/c 96 1991-2001

(OTBCTCTBECHHOCTBIO

HpOI/ISBOHCTBeHHO-KOMMCp‘IGCKaﬂ

bupma "Tpuama”

r.MexypeueHck

P-3 Kommepueckuit AKIUOHEPHBIN 1 1/c 54 1993-2000

0ank "Ky30acccornoank"
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r.MexypeueHck

P-4 OTKpEITOE aKIMOHEPHOE 1 n/c 465 1958-2000
oOmectBo "CrTpouTenbHas HHIYCTPHUS"
r.MexxaypedeHck
P-5 OTKpBITOE aKIMOHEPHOE 1 n/c 824 1934-2003
0011IECTBO "OnTOBO-3aKyNIOYHAS
cOpITOBas 6asza"
r.Jlenunck-Ky3Heukuii
P-7 AKunoHepHOE 00111eCTBO| 1 a/c 3009 1954-2000
oTkpbITOoro Tuna "llaxra "Haropaas"
r.HoBoky3Heuk
P-8 locynapcTBeHHOE — MPEANPHUSATHE 1 1/c 2410 1962-2003
"[IlaxTa umenu JI.[{.IlleBsikoBa"
r.MexnaypeueHck
P-9 OTkpbITOC AKIIHOHEPHOE 1 1/c 118 1965-2004
oO1recTBO "J{opoKHUK"
r.MexnypeueHck
P-10 OTkpbITOE aKI[HOHEPHOE 1 1/c 1184 1969-2003
0011IeCTBO "YronbHas KOMITaHUS
"Ky3nernkyromns" r.HoBoky3Hek
P-11 3akpbITOE aKIIMOHEPHOE OOIIECTBO 1 1/c 99 1971-2002
IPeMOHTHO-CTpOUTENbHAS ¢bupma
"TIpopad" r.MexaypeueHCK
P-12 OTKpBITOE AKI[HOHEPHOE 1 71/c 113 1962-2005
001I1ECTBO "MexaypedeHCKHe
[ICHTpAJIbHBIC 9JIEKTPOMEXaHUYECKHUE
[macTepckue"
r.MexypeueHck
P-13 OTKpBITOE AKI[HOHEPHOE 1 71/c 149 1970-2003
o61mecTBo "benoBckuii MacokomMOuHaT"
r.benoso
P-14 OTKpbITOC AKIIMOHEPHOE 1 n/c 1915 1960-2005

obmecTBo "lllaxTta "3pIpssHOBCKAS"

r.HoBoky3He1k
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P-15 OTkpbITOE AKLUOHEPHOE 1 1/c 1404 1956-2005
o6mectBo "lllaxra "HoBoky3Henxkas"
r. HoBoky3Henk
P-16 OOmecTBO € OrpaHUYEHHON 1 1/c 17 1999-2004
OTBETCTBEHHOCTHIO "OxpaHHOe
npeanpusitue ""apant-Cepsuc"
r.MexaypedeHck
P-17 locynapcTBeHHOE — TIpeaNpHsTHE 1 1/c 2043 1949-2005
"[1laxTa "baiinaeBckas"
r.HoBoky3Heuk
P-18 OTKpBITOC aKIIMOHEPHOE 1 n/c 12 2003-2005
obmmectBo "IIpomcTpoit”
r. MexaypeueHck
P-19 O011eCcTBO C OTpaHUYICHHOU 1 a/c 9 1997-2003
OTBETCTBEHHOCTHIO "Tronpnan"
r.MexaypedeHck
P-20 MyHunIMnaibpHoe YHUTapHOE 1 71/c 529 1969-2002
npennpustue "Boaokanan"
r.MexnypeueHck
P-21 OTkpbITOE aKI[HOHEPHOE 1 1/c 4296 1932-2003
obmmectso "IllaxTa "Konpuyruackas"
r.Jlennnck-Ky3nenkuit
P-22 Ounuan  "Jlenunckyrons" OAO 1 1/c 1965 1978-2003
"YroneHas xommanus "Kysb6accyromns"
r.JIennnckKy3Heuxuit
P-23 MyHHIMIaTbHOE YHUTapHOE 1 71/c 164 2002-2004
peanpusiTHe
"'BotonpoBoIHO-KaHATU3aIIMOHHOE
X03s11CTBO"
r.MexzaypedeHck
P-24 AKIHOHEpPHOE 00111eCTBO 1 n/c 155 1981-1995

oTKpbITOro Tuma "IllaxTompoxoayeckoe

ynpasineHue Ne 2"

r.HoBoky3Herk
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P-25 OTkpbITOE AKLUOHEPHOE 1 1/c 1225 1964-2000
o6mmectBo "Ilaxra "Tomckas"
r.MexaypedeHck
P-26 OTkpBbITOC aKI[MOHEPHOE 1 1/c 1681 1960-2003
00IIIECTBO "I'pamMOTEeHHCKOE
[raxtoymnpasieHue" r.benoso
P-27 OTkpbITOC AKI[HOHEPHOE 1 1/c 1050 1975-2005
001ecTBO "YHpaBieHHe MO MOHTAXY,
ITEeMOHTa)Ky U PEMOHTY T'OPHOIIAXTHOTO
o0opynoBanus" r.HoBoky3Henk
P-28 HouepHsis XomnmuHrosasy 1 1/c 622 1955-2002
[koMmmanns ~ OTKpbITOE  aKIMOHEPHOE
obmrectBo "Paspes JlucTsiHCKHN"
rHoBoky3Heuk
P-29 OTkpbITOC AKIIHOHEPHOE 1 1/c 420 1970-1993
oOmecTso "JIncTBsaHCKas aBToOaza"
r.HoBoky3Henk
P-30 OTkpbITOE AXIMOHEpHOE 1 1/c 91 1994-2000
o6mecTBo "HoBoky3HenkpeMcTpoi"
r.HoBoky3Henxk
P-31 OTkpbITOE AXIHOHEpHOE 1 71/c 13 1992-1997
oOmectBo "3aBox "Crpoiinerans"
r.HoBoky3Heuk
P-32 OAO "DKcrIepeMeHTATbHBIH 1 n/c 117 1976-2001
3aBox"
r.HoBoky3Heuk
P-33 OO01ecTBO C OTrpaHUYEHHOM 1 n/c 8 2005-2006
OTBETCTBEHHOCTBIO "ITpomcTpoit”
r.MexypeueHCcK
P-34 3aKphITOE aKIIMOHEPHOE 0OIIECTBO 1 n/c 138 1995-2005
[[laxTa "Yraoexon"
r.MexypeueHck
P-35 OAO "OObenuHeHHasl yrojbHas 1 n/c 373 1973-1982

[xommanus "IOxky36accyroius”

anaBneHMe JCTCKHUX JOIIKOJIbHBIX]
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YUPEXKICHUI,  COLKYJIbTOOBEKTOB U
CLIOPTCOOPY’KEHUI IPOU3BOJCTBEHHOIO

o0BpenmHeHns "HOxKy36accyromns”

r.HoBoky3neux

P-36 OAO "Kucenepckmraxroctpoii” 1n/c 508 1950-1998
r.Kucenesck
P-37 O0611eCcTBO C OTpPaHUYICHHON 1 a/c 8 2002-2006
OTBETCTBEHHOCTHIO
PCY
r.MexnaypedeHck
P-38 OOO XonguHroBas KOMITaHHS 1 1/c 225 1976-2006
"[Ipomiaxro-
cTpoimMexanuzanus”
r.MexnaypeueHck
P-39 OTkpbITOE aKI[HOHEPHOE 1 1/c 946 1947-2003
0011IeCTBO CrpoutensHas ¢bupmal
"TomycaraxTocTpoi”
r.MexnypeueHck
P-40 OOmmecTBO € OrpaHUYEHHON 1 71/c 12 1992-2007
OTBETCTBEHHOCThIO "Marazun Ne 25"
r.MexaypeueHck
P-41 OOmiecTBO € OrpaHUYEHHON 1 71/c 10 2006-2008
OTBETCTBEHHOCTBIO "CrpoiikoHTpaKT"
r.MexaypedeHcK
P-42 3aKpbITOE aKIIMOHEPHOE OOIIECTBO 1 71/c 24 1997-2004
"ToMycHHCKOE JIOKOMOTHBHOE  Jero"
r.MexypeueHCcK
P-43 3akpbITOE aKIIMOHEPHOE 0OILECTBO 1 71/c 38 1994-2008
"Cubuput-1"
r.MexzaypedeHck
P-44 OO0mecTB0O ¢ OrpaHHYCHHOM 1 n/c 10 2004-2008

(OTBCTCTBCHHOCTBIO

"MexypeueHCKIIaXTOCTPOHMOH
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"

Taxx

r.MexnaypedeHck

P-45

O0611eCcTBO C OTpaHUYICHHON

(OTBCTCTBCHHOCTBIO

"MexaypedeHckas Tumnorpadus”

r.MexnypedeHck

1 n/c

2003-2008

P-46

O0611eCcTBO C OTpPaHUYCHHOU

(OTBCTCTBCHHOCTBIO

"Crpoii-Ac"

r.MexnypeueHck

1 n/c

2006-2009

P-47

OO0mecTBO ¢ OrpaHUYCHHOM

(OTBCTCTBCHHOCTBIO

" TopoxHuK"

r.HoBoky3Heuk

1 n/c

2003-2009

P-48

MexnaypeueHckuit prmuaan OAO|

IAKB "Ky30accipomObaHK"

r. MexxaypeueHck

1 n/c

42

1961-2000

P-49

O011EeCcTBO C OTrpaHUYEHHOM

oTBeTCTBEHHOCTEIO "Tomb-MHBecT"

r. Kemeposo

1 n/c

2006-2009

P-50

OO0mecTBO ¢ OrpaHMYCHHOU

oTBeTcTBEHHOCTEIO "[lomroc"

r. MexaypedeHck

1 /¢

13

1999-2009

P-51

OO0mecTBO ¢ OrpaHMYCHHOU

0TBETCTBEHHOCTHIO "['pant”

" r.MexaypedeHcK

1 n/c

15

2006-2010

P-52

OOmecTBO ¢ OrpaHUYEHHON

(OTBCTCTBECHHOCTBIO

"Boctok-Tpansur-M"

r.MexypeueHck

1 /¢

2001-2009
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P-53

OO0mecTB0O ¢ OrpaHHYCHHOM 1 n/c 9 2006-2009

0TBeTCTBEHHOCTHIO "Tenexom ycmyra"

r.KemepoBo

P-54

OO0mecTBO ¢ OrpaHUYCHHOM 1 n/c 8 2005-2010
OTBETCTBEHHOCTHIO

"TIpomiaxTocTpoRMOHTaXK"

r. MexaypeueHck

P-55

OO0mecTBO ¢ OrpaHHYCHHOM| 1 n/c 346 1976-2000

(OTBCTCTBCHHOCTBIO

"TIpuromckas aBToOa3za"

r.MexaypedeHck

P-56

O011EeCTBO C OTpaHUYCHHOU 1 a/c 15 2001-2011

(OTBCTCTBECHHOCTBIO

"MTC"

r.MexnypeueHck

P-57

OO0mmEecTBO ¢ OrpaHUYCHHOM 1 n/c 77 2003-2010

(OTBCTCTBCHHOCTBIO

"Asusg"

r.MexaypedyeHck

I'KYKO «l'ocynapcTBeHHBIH apXuB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoit
o0nacTti B I. MexypeueHCKe» MPe0CTaBISET YCIYTH IOPUANYECKIM JHIaM:

. MCMOJIHEHMe 3aNPOCoB, MOCTYNAOLWMX OT dpeAepanbHbIX OPraHOB rocy1apCTBeHHOM
BN1aCTU, OPraHOB BNACTU Cy6bEKTOB PO, opraHOB MECTHOTO CaMoyrnpaBneHua, cyaa, NpoKypaTypbl, ;

. MCMOJIHEHME 3aNPOCOB yUYpeXAeHNi-GoHA006pasoBaTeNel N0 JOKYMEHTaM UX
apXxuBHbIX POHA0B A1 CNYKeBHOro NoNb30BAHNS;

. OKa3aHWe KOHCY/bTaTUBHO-METOANYECKOW NOMOLLM
yupexaeHuam-poHaoobpasosaTensm no Bonpocam paboTbl BEAOMCTBEHHbIX apXMBOB M OPraHU3aL MK
DOKYMEHTOB B €/10NPOU3BOACTBE;

o KOHCY/IbTUPOBaHME HOPUANYECKMX 1L, NO BONPOCaM AOKYMEHTaLMOHHOro obecneyeHus
ynpaBAeHns U apxXMBHOro Aena;

o npuem Ha XpaHeHne JOKYMEHTOB MO IMYHOMY COCTaBY MKBUAMPOBAHHbIX U
peopraHM30BaHHbIX NPEANPUATUI U yUpeXKaeHUIA pasindHbIX Gopm cobCTBEHHOCTY;

o ynopsfoyeHue AOKYMeHTOB, GopMUpPOBaHME M 0DOPMAEHNE aPXUBHbBIX A/ NO 3asiBKam
opraHusaunii;

o KOHCY/IbTUPOBaHME OPUANYECKMX U GUINYECKUX ANL, MO BONPOCam

AOKYMEHTALMOHHOIo obecneyeHus ynpasaeHna n apxmBHOro gena.
I'KYKO «l'ocynapcTBEeHHBI apXWB JIOKYMEHTOB IO JMYHOMY cocTaBy KemepoBckou
o0nacty B . MeXypeueHCKe» MPeAOCTaBIsAET YCIYyTH (PU3UUIECKUM JIUIaM:
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. WCNOJIHEHWNE 3aMPOCOB, CBA3AHHbIX C COLMANbHOM 3aLLMTON rpaxaaH,
npeaycmMmaTpuBatoLLen Nx neHCMoHHoe obecrneyeHne, a TaKkKe 41a NoyYeHUs IbroT U KOMMEeHcauui B
COOTBETCTBMM C 3aKoHOAaTeNbCTBOM Poccuitckon ®egepaumm.

. Bblaaya ay6sMKkata, nepeodopmaeHne apXmMBHOM CrpPaBKN B3aMeH YTPaUYeHHOM,
N3roTOB/AIEHNE HECKO/IbKMX 3K3EMMIAPOB apXMBHOM CNPaBKY;

o NoAroToBKa CNpaBKn 06 OTCYTCTBMU B apXMBe 3anpallMBaemMbliX JOKYMEHTOB;

. KOMMpOBaHWEe AOKYMEHTOB Ha ByMarKHOM OCHOBE TEXHMYECKMMU CPeacTBamMM apXMBa Mo

3anpocam rpaxaaH.

B I'KVY KO «I'ocynapcTBeHHBII apXUB JOKYMEHTOB IO JUYHOMY cocTaBy KemepoBckoii
o0nacTy B . MexypedeHcKe» BeeTCs JIMUHBIN PUEeM IpaX/laH U MMCbMEHHbIX 00palleHui 1o
BOIIPOCAM:

1. MoaTsepXaeHVe TPYAOBOrO CTaka.

2 NMoaTsepxaeHMe cTaxa paboTbl B 0COObIX YCNOBUAX TPYAA  (NbrOTHOTO CTaxa).

3. MpepocrassieHne cBegeHMUA O pa3mepe 3apaboTHOM NaaThbl:

. ana LleHtpa 3aHATOCTH
ana MeHcnoHHoro poHAa
ana opopmneHma 60NbHNUYHOTO NCTA
Ana PoHAa CoLMabHOTO CTPAXoBaHUA
MNoateepxaeHne pakTa HarpaxKaAeHUsa Uan NPUCBOEHUA NMOYETHOIO 3BaHMUA.
NoaTeepkaeHWe GpaKTa HECYACTHOTO CNYYas Ha NPOU3BOACTBE.
MNpeaocTaBneHVe CBEAEHWIN O MePEMMEHOBAHMM NPEANPUATUA.
. MpepocTaBieHMe apXMBHbIX KOMUA JOKYMEHTOB.

Odopmnenune 3ampoca. 3ampockl OT TpaXkIaH NPUHUMAIOTCS Ha  OJIaHKax
AHKEThI-3asIBJICHUS.

JInuHO 0OpaTUTHCS MOXKHO M0 ajipecy: I. MexaypeudeHck, 1. [lupokuii nor

[Ipu nuyHOM OOpalieHuu He0OXOAUMO IIPU ceOe UMETH:!

. nacnopt

. KOMUIO TPYA0BOM KHUKKM (C TUTY/IbHBIM INCTOM).

IIpu oOpameHnMM MO MOYTE K aHKETE-3asBJICHHIO HEOOXOIUMO MPHJIOKHUTH KOIHUIO
TPYJAOBON KHUKKU (C TUTYJIbHBIM JIUCTOM).

Bwn e

B cilyyae yTpaThl TPYZAOBOM KHHUKKH npu 3aIr0JIHEHUH
AQHKETBI-3asIBJICHUS  HEOOXOJMMO MaKCUMaJIbHO TOYHO yKa3aTb TIOJ HpHeMa U  ToJ
YBOJIBHEHHUS.

3anpocsl OT IOPUAMYECKUX JIML AOJKHBI ObITh 0(opMIIeHBI Ha OiaHKkax opranuzauuu. 1o
TesneoHy, ¢akcy 3ampochl He NpuHUMarTcsa. VHpopmannio O rOTOBHOCTH CIIPaBKH MOKHO
MOJIYYHUTh 110 TeNe(OHy apXuBa.

[Tpu HaMMUMU B aHKETe-3asBJICHUN KOHTAKTHOTO TenedoHa 3asBUTEN0 Oy1eT COOOIIEHO 0
TOTOBHOCTHU CITPABKHU.

Brigaua cnpaBok. Bpigaua TOTOBBIX CIPaBOK OCYLIECTBIISIETCS IPU NPEIbSIBICHUH
[acropTa Ui UHOTO JOKYMEHTA, YI0CTOBEPSIOLIETO JINYHOCTb.

B ciydae nmonydeHus cpaBKH [TOCTOPOHHUM JIMIIOM HEOOXOAMMO HAJIW4HMe Macropra u
IOPUAMYECKU 3aBEPEHHOM JoBepeHHOCTH. Ecin 3ampoc 0OTHOCHIICS K KaTeropuH IUIaTHBIX YCIYT,
3agBUTENI0 HEOOXOAMMO MPEIbSBUTH OIUIAYCHHYIO KBUTAHLMIO. VIHOTOPOIHUM 3asBUTENSIM
CIIPABKH OTIIPABJISIFOTCS 110 TIOYTE MPOCTHIM MHUCbMOM.

Tema 3. @opmuposanue TUYHBIX 0€Sl COMPYOHUKOE
B nmepByro ouepens oTMETHUM, YTO BEACHHE JTUYHBIX el paOOTHHKOB HE 00s3aTENILHO B

OTHOIICHUH BCEX KaTeropuili paboTHUKOB. O0s3aTenbHOE BECHUE JIMYHBIX JCI MPEIyCMOTPEHO,
HaIlpuMep, Ha TOCYIapCTBEHHOMN TPaKIaHCKON CITY»KOE B COOTBETCTBUU CO CT. 42 denepaabHOTO
3akoHa OT 27.07.2004 Ne 79-®3 «O rocynmapCTBEHHOW TpaxkJIaHCKOH ciyx0e Poccuiickoi

Oeneparuny (nanee - 3aKOH O TOCYAAapCTBEHHOW ciyx0e). s ocrainbHBIX pabOTHHUKOB
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00513aTeIbBHOCTh U MOPSA0OK BEACHMS JIMYHBIX JEI MOXKET ONpPEAENAThCS JIOKAIbHBIMU
HOPMAaTUBHBIMM aKTaMU paboToaaTes.

Taxk, TMYHBIE Aesa MOTYT BECTUChH KaK Ha BCEX paOOTHUKOB, TaK U Ha ONPEAEICHHYIO UX
Kareroputo. Ha npeanpusatusx iauuyHble Jena 1enecoo0pa3Ho BECTH Ha CIIEAyHOIUEe OCHOBHbBIE

KaTCropnuun pa6OTHI/IKOB2

1. pyKkoBoauTenu (rnasa npeanpusaTUA, ero 3amMmecTuTen, MOMOLLHUKK);

2. PYKOBOANUTENUN CTPYKTYPHbIX MOAPA3AENeHNIA U UX 3aMeCTUTENN;

3. rnaBHble (Begylume) cneumanmcTol;

4. PaboTHWMKK, Ha KOTOPbIX BO3/10XKEHA NOJIHAsA MaTepuasbHas OTBETCTBEHHOCTL;

5. PaboTHWMKK, BKNOUYEHHbIE B KaAPOBbIN pe3eps ANS BblABUKEHWA HAa Hanboee BaXKHble
[OJIKHOCTY;

6. paboTHMKMK, obecneunBatowme GpyHKLMOHMPOBAHME opraHa (annapara) ynpasaeHus

AeATe/IbHOCTbIO NPeAnpPUATUS.
OpHako BO MHOTHX OpraHM3alUsaX JHWYHBIE Jiela BEAyTCs Ha BceX pPaOOTHHUKOB

HE3aBUCHMO OT CTaTyca M BBINOJIHSAEMON paboThl (BKJIOYasi TEXHUYECKUH MEPCOHAN), TaK Kak
JMYHOE JIEJIO - YpE3BBIYAHO yIOOHBIH UCTOYHUK HH(POPMAIIUN O KaXJI0M PabOTHUKE: B OJHOU
namnke coOpaHbl BCE KOMUU JMYHBIX JOKYMEHTOB PaOOTHHKA, MPUKA30B MO ITOMY PaOOTHUKY H
JIpYTHe JOKYMEHTHI.

Tak Kak B Te€X CiIyYasX, KOTJa pedb He UAeT 00 0OpMIICHHH KaIpOBBIX JJOKYMCHTOB Ha
TOCYJAPCTBEHHON T'PaKIaHCKOW CIy»)0e, BOIMPOCHl C BEIECHUEM JIMYHBIX e PaOOTHUKOB
pemiaioTcs Ha yCMOTpeHue paboTomaTens, TO pa3paboTKa M YTBEpKIEHUE JIOKaIbHOTO
HOPMATHUBHOTO aKTa JTUIIHUMHU COBEPUICHHO TOYHO HE OYayT.

[Ipn nHanmuumu B Bameid opranuzauuu WMHCTpyKIMK 1O KaJpOBOMY JE€IONPOU3BOJICTBY,
JIOTUYHO, €CITU OTIENBHBIM €€ paszien OyaeT TOCBSIIEH HMEHHO BEIACHUIO JUYHBIX el
COTPYAHHUKOB.

Takoil pa3men MokeT OBITh BKIIOYEH H B COCTaB JPYrUX JIOKAJIbHBIX aKTOB,
pEerIaMeHTUPYIOIIUX TOPSA0K 0GOPMIICHHS U XpaHEHUS KaJpOBbIX JOKYMEHTOB.

Hekotopsie paboTtomaTenw MPEANOYUTAIOT pa3paboTaTh OTACHBHBIA  JTOKYMEHT,
y'-II/ITI)IBaIOH_[I/Iﬁ BCC€ HHOAHCHI BEICHUS JIMYHBIX OCII.

HesaBucumo ot BbIOpaHHON BamMu (OpPMBI MPHU pPErIAMEHTAIUU PabOTHl C JTUYHBIMU

JAc1aMun HCO6XO,Z[I/IMO YTOYHUTH:

1. KaTeropmm paboTHMKOB, Ha KOTOPbIX BEAYTCA NYHbIe Aena (byayT 3To BCe COTPYAHWUKM
OpraHun3aumm Uau, Hanpumep, TONbKO MEHEAMKEPbI BCEX 3BEHLEB YNPaBieHNA);

2. cnocob GpopmMMPOBaAHUA IMYHbIX AEN;

3. COCTaB AOKYMEHTOB JINYHBIX AeN (B TOM YMC/ie C YKa3aHWEM Ha TO, KaKue LOKYMEHTbI
NOALWMBAIOTCA B OPUTMHANAX, @ KaKMe B KOMUSAX);

4. nepeyeHb /1ML, OTBETCTBEHHbIX 33 BEAEHWE U XPaHEHMWE JINYHBIX 4e;

5. NopsAAOK BEAEHUA INYHBIX gen;

6. NopsAAOK 0O3HAKOMIEHUA PaBOTHMKOB C AOKYMEHTAMM, XPAHALMMUCA B IMYHBIX AENaX;

7. NOPSAAOK XPaHEHWUA IMYHOTO AeNa Noc/e YBOJIbHeHUA paboTHUKA; 4PYryto
nHbopmaumio.

KHura (kypHa) yueTta JUYHBIX JI€]1 MOXKET COJEPKATh CIEAYIOIINE CBEECHU:
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vk wN e

nopAAKOBbLIN HOMep Aena;

dbammnma, MaA, 0TYECTBO COTPYAHUKA;

JaTa nepBoHavyanbHoro GopMmmnpoBaHna Aena;
JaTa nepefayuv Aena B apxus;

Apyrve ceeaeHMA No YCMOTPeHUIo pabotoaartens.

(DOpMI/IpOBaHI/IC N BCACHUC JIMYHBIX ACJI, KaK Mbl YX€ OTMETHUIIN, OCYHICCTBIACTCA B

COOTBETCTBUH C IIpaBWJIaMKW BCIACHUA OCIIOIPOMU3BOJACTBA, HeﬁCTBYIOHIHMH Y KOHKPETHOI'O

paboronarets.

[lepBoHAUaIBHO B JIMYHOE JIEJI0 TPYNIUPYIOTCS TOKYMEHTHI, O(hOpPMIISIONINE MPOIEeCcC

npueMa Ha pa60Ty, a BIIOCICACTBHU - BCE€ OCHOBHBLIC JOKYMCHTBI, KaCarOIUCCs pr,HOBOfI

JACATCIIbHOCTH pa6OTHI/IKa.

KHHTA
yueTa IHYHEIX [Ie/1 COTPYAHHKOB OAO «CarypH»

Howme, CrpykrypHoe ghm Aata
P @.11.0. paboTHmKa JOTKHOCTE paGoTHHKA PYKTYP dopmuponanna nepegaun
Aena HO.IPJ lenenne
ena Aena e IPX)IB
1 2 3 E 5 6
05-15/110 | Cemerioga Ynea+a 3amecmumens fOpuduyeckul | 19.03.2012
BuxmoposHa HavaneHuka omoena |omden

Oco0biM nokymenToMm B coctaBe [IJIC siBasierca Jluunoe neno. OHO OOBIYHO

3aBOJHUTCA Ha pa6OTHI/IKa, IMOCTYIIMBUICTO B OpraHU3aluIo. HOKYMeHTI)I B JIMYHBIX J€JIax

pacmnojlararorca 1no Mepe HUX TIOCTYIUICHUA HU  CUCTCMATU3ZUPYIOTCSA B CJ'IC,Z[YIOH_ICﬁ

noCICA0BAaTCIBbHOCTHU!

1.

KR W

BHYTPEHHASA ONWUCb AOKYMEHTOB, UMEIOLLMXCA B IMYHOM AeNE;
3anaBneHue o npueme Ha paboTy, HanpaB/ieHNe UAK NpeacTaBAEHME;
AHKeTa (IMYHbIA INCTOK MO y4eTy Kaapos);

AsTobuorpadus;

JoKymeHTbl 06 06pa3oBaHMK U T.4.;

I[OI(YMCHTLI B JIMYHBIX ACJIaX pacCIlojiararoTcsd 1o Mepec ux MmOoCTYIJICHU.

@®opMUpOBaHUE PACHOPAIUTE]BLHOI JOKYMEHTAIIUM 10 JIMYHOMY COCTaBy —

npukasbl. [Iprkasel Mo TMYHOMY cOCTaBy (OPMUPYIOTCS B Jiefia B 3aBUCUMOCTU OT CPOKOB UX

XPaHCHUA. HpI/I 9TOM CJICAYCT NMOMHHUTBH, YTO 3allpClIacTCsd TIpynirupoBatb B OIAHO HACIIO

JOKYMCHTHI C pa3HbIMU CPOKAMU XPAHCHUS.
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B cootBercTBHM ¢ THITOBBIM IEpEYHEM NIPUKA3BI IO JIAYHOMY COCTAaBY UMEIOT 1B CPOKA
XpaHeHus: 75 neT u 5 jer.

K npukaszam, uMeromumM 75-1eTHUI CPOK XPaAHEHUH, OTHOCATCH: IIPUKA3bI O IIPUEME,
YBOJIbHEHUH, NEPEMELICHUH, IPEMUPOBAHNH, MOOLIPEHUH, IIUTEIBHBIX OTIYCKax IO yXOZNy,
JUIMTEIbHBIX KOMaHAupoBKax. K npuka3am, MMeoluM S-JIeTHHH CPOK XPAHEHH S, OTHOCATCSH
IPUKa3bl O MPEAOCTaBICHUU OUYEPEIHBIX M YUEOHBIX OTIIYCKOB, JE€XKYpPCTBaX, B3bICKAHHUSX,
KpPaTKOCPOYHBIX KOMaHAUPOBKaX.

[IpakThKa HCIIONB30BaHHUSA JOKYMEHTOB IO JIMYHOMY COCTaBY IIOKa3bIBA€T, YTO IIPU
3HAYUTENbHBIX 00bEMax MPHUKA30B 10 JUYHOMY COCTaBYy, UMEIOIIMUX 75-JETHUI CPOK XpaHEHMUs,
nenecoobpasHee ux (HopMHUpPOBATH B Jieia MO BOMpOcaM JesTeNbHOCTH. Hampumep, oTaenbHO
rpyNOupoBaTh B JAejia IpUKa3bl O IpUEME, YBOIbHEHHH, NEPEMELICHUN pPaOOTHUKOB, TO €CTh
IIPUKa3bl, CBA3aHHBIE C HUX TPYAOBBIM CTaXeM, M OTACIBHO IPHUKa3bl O IPEMUPOBAHUM,
HOOILPEHUH U T.J., TO €CTh IPUKA3bl, B KOTOPBIX COJIEpKATCs CBEIeHUs 0 3apaboTHOM 1uiate. [Ipu
3TOM B KaXKIOM JieJie IPUKa3bl UMEIOT CBOIO CAMOCTOSITENIbHYIO BAJIOBYIO HyMEPALUIO.

[Tpuka3sbl, pacopspKEHUS U IpYTHe paclopsiAUTEIbHbIE JOKYMEHTHI 110 JIMYHOMY COCTaBy
(bopmupyIOTCS B Jief1a B MpeJiesiax OJJHOr0 KaJeHJapHOro rojia B XpOHOJIOTHYECKOM MOPSJIKE U C
OTHOCSILIMMUCS K HUM ITPHIIOKEHUSMH.

B cootBerctBuu ¢ «llpaBunamu opraHuszalMM XpaHEHHUs, KOMIUIEKTOBaHMS, ydé€ra U
MCIIOJIb30BaHUsl JOKYMEHTOB apXMBHOIO (DOHAA POCCUICKON (enepanivi U JPYTUX apXUBHBIX
JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYINpAaBICHUS U
opraamzaiusax» ot 07.09.2015 r. pacnopsauTeNbHblE JOKYMEHTBI TPYNIUPYIOTCS B JA€ia IO
BUJaM, He JomyckaeTcss (opMHpOBaTb B OAHO JEJO IMPHUKa3bl U PACHOPSHKEHUSI C €AMHOMN
HyMmepanueil. To ecTb npukasbl, pacropsuKeHUs, yKa3aHusl TPYNIHPYIOTCS B CAMOCTOSITENIbHbIE
Jierna co CBOeH Hymepalue.

JIniieBple cyera mo 3apa60TH0171 jaTrc¢ COTpyAHHUKOB (I)OpMI/IpyIOTCSI B CaMOCTOATCIIbHBIC

JIeJIa ¥ pacIoiaratoTcsi B HUX 1o angaBuTy haMuinii.

JInyHbIe KAPTOYKU PAOOTHUKOB TakKe (POPMUPYIOTCS B Jefia 1o andaBuTy (hamuimii.

I[To ucreyennn oJHOTO To/1a MOCIE 3aBepLIeHUs (POPMUPOBAHUS JIEIT B IEIOIPOU3BOJICTBE
IpOBOJIUTCS paboTa MO MX IOATOTOBKE K IEpefaye Ha XpaHEHHE B apXuB ydpexJeHus. B
cooTBeTcTBUM ¢ [IpaBunamu opranusanuu XpaHeHHs, KOMIUIEKTOBAHUS, yu€Ta U UCTIOJIb30BaHUS
JIOKYMEHTOB apXHMBHOTro (poHIa poccuiickoil ¢eaepanuu UM JIPyrux apXUBHBIX JOKYMEHTOB B
rOCy/IapCTBEHHBIX OpPraHax, OpraHax MECTHOIO camMOylpasieHus U opranuzanuax ot 07.09.2015
T. B @pXUB IOCTYNAIOT JOKYMEHTBI, B TOM YHCJIE 10 JUYHOMY COCTaBY, HE TIO3HEE YEM UEpE3 TPU

rojia mocJjie 3aBepuieHus ux GOpMUPOBAHUS B IEIOIPOU3BOJICTBE.
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Odopmienue aen Mo JUYHOMY COCTaBY IPEICTABISET COOOM KOMILIEKC pabdoT Mo HX
TEXHUYECKON 00paboTKe BKIIIOUAIONINI: MOIMIMBKY (MIEPEIUIET) NIe, HyMepallnio JIMCTOB Jiena,
COCTaBJICHUE 3aBEPUTEIBHON HAANWCH, COCTaBJIEHHE, B HEOOXOAMMBIX CIy4asx, BHYTpPEHHEH
OIKCH JJOKYMEHTOB Jiena, 0popMiIeHHE 00JI0KKH Jena.

Jena moammBaioTcs B 4 IPOKOda B TBEPAYI OOJNOXKKY, W3 Jeja YIaIAiTCcs Bce
MIOCTOPOHHHUE TPEAMETHI (CKpPENKH, 3aKiIaaku u jp.). HeBocTpeOoBaHHBIE TUYHBIE TOKYMEHTHI
(arrectarbl, AUIUIOMBI) BKJIQJBIBAIOTCS B KOHBEPT M MOJIIMBAIOTCS B Jiejo. B koHue nena
MOJUINBACTCSl YUCTHIM JUCT WM OnaHk (OpMbl 3aBEPUTENbHOM Haamucu. B HeoOXOoauMBbIX
ClIy4yasx B Hauyaje Jefla MOJALIMBaeTcs OJlaHK BHYTPEHHEHW OIUCH JOKYMEHTOB, TJe
NEPEYUCIIAIOTCS BUJIbI JOKYMEHTOB U CTPAHUIIbl, HA KOTOPHIX HAXOJSATCS JIOKYMEHTBHI.

Bce nuctel nena, xpome OnaHKa JIMCTOB BHYTPEHHEM ONUCH U JIUCTA 3aBEPUTEIILHOMN
HAJAMKUCH, HYMEPYIOTCS B Pa3BEpHYTOM BHUJE B MPABOM BEPXHEM YIIy MPOCTHIM (UEPHBIM)
KapaHjaamoMm win TadymnstopoM. [loamuTeie B 1e70 KOHBEPTHI TaK € HyMEpYIOTCS (CHadana
KOHBEPT, IOTOM I10 MTOPSAJKY BCE BKIIOUECHHUS).

3aBepuTenbHAsE HAAMNKNCh COCTaBISAETCS TOJBKO HA OTAEJIIBHOM JIMCTE-3aBEpPUTENIE I10
yCTaHOBJIEHHON ¢opMme. 3ampeniaeTcs BBIHOCUTh €€ Ha 00OpOT IMOCIETHEro JOKyMEHTa HIIU
000Ky Jnena. OHa BKJIIOYAeT CBEJIEHHS O KOJMYECTBEHHBIX IMapaMerpax Jefla U HX
OCOOEHHOCTSIX (JIUTEPHI, TPOITYIIICHHBIE JTUCTHI, TUCTHI C 000OPOTOM, KOHBEPTHI).

BHyTpeHHSs onuch cOCTaBIsAeTCs s JIUUHBIX JIEJ1 U COAEPIKUT CBEACHUS O MOPSAIKOBBIX
HOMEpax JOKYMEHTOB B HEHM, MX HMHJEKCax, Jarax, 3arojoBKax M HOMeEpax JIUCTOB Jeja, Ha
KOTOPBIX PACIIOJIOKEHBI 3T JOKYMEHTBHI.

K BHYTpeHHel orcH cOCTaBIIIETCS UTOTOBAs 3alKCh, B KOTOPOU yKa3bIBaeTcs UppaMu U
IPOIMHUCHI0 KOJIMYECTBO BKJIOYEHHBIX B HEE JOKYMEHTOB MU KOJIMYECTBO JINCTOB BHYTPEHHEU
onvcyu. BHyTpeHHss onuch NMOANMCHIBAETCS €€ COCTABUTENEM C YKa3aHUEM JIOJDKHOCTH U JAThl
COCTaBJICHUS.

[Tpu n3MeHeHnu cocTaBa JOKYMEHTOB Jiefia (U3bSITHH, BKIIOUEHUN TOKYMEHTOB, 3aMEHE
UX KOIHUSMHU) OHU oTpaxkatorcsa B rpade «lIpumedanue» co CHOCKOW Ha HOMepa BHYTPEHHEU
onucu. MokeT ObITh COCTaBIIEHA U 0C00asi OMUCH ITUX U3MEHEHUH.

O0noxKa AcJ1a 110 JINYHOMY COCTaBy COACPIKUT CICAYIOIUC PCKBU3UTHI:

. HauMeHOoBaHWe opraHM3aumMm, NOAYUHEHHOCTb, HAMMEHOBAHME CTPYKTYPHOrO
noApaszeneHus;

. WHAEKC Aena;

o apxuBHbIM Wudp aena;

. 3aro/I0BOK Aena;

. KpaliHuWe paTbl gena;

. KOJ/IMYECTBO INCTOB AeNa;

. CPOK XpaHeHun aena.
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HpI/I OTOM HAMMCHOBAHHUC OpraHu3allii YKa3bIBACTCA IIOJIHOCTHBIO, B MMCHHUTCIBHOM
nagacxke, ¢ yKkasaHuceM I10JIHOI'0O HAMMCHOBAHHUA OpPraHu3aluu, KOTOpOﬁ OHa HEMIOCPCACTBCHHO
INOAYHMHCHA, TaK X€ B HMCHUTCIBHOM IIaaCxKC. Eciu cama opraHusalysa WKW BbIHICCTOAIIAA
opraHusanusa UMCHOT O(l)I/IHI/IaJ'II)HO IIPUHATOC COKPAICHNE HANMEHOBAHU A, TO OHH YKAa3bIBAIOTCA B

CKOOKax 1mocJje MOJHOro HauMEHOBaHHA.

Kop roc. apxvea
Kon opraHvaaumm

& oh T

g N "UD

L3N "D

{HanMBHORAHHE APXHBHOND YUDEeNeHHA)

QBGUWECTRO C OfDAHWHENHOR OTBETCTBEHHOCTEIO
TEXHOTKAHD TEKCTWNE"

Gy xrantepus
{HaumseHoBaHHME OPraHHIAUME ¥ CTRYRTYPHOMD Mogoazgenatud)

OEJTO Ne_ 9 TOM Ne_1_

Haxsarto 01.01.2000
Oxonygeno 31,12, 2000

{Kpaitnme fatel)
@ Mo 1 Ha _ 248 nicTax
e Apanate 75 net
On. Me 2nfc
ONeg
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JlmaHoe neno mpencTaBisieT co00i COBOKYITHOCTh TOKYMEHTOB, COJIEPIKAIIUX CBEICHUS O
pabotHuke. Bce IOKyMEHTBI, OTHOCSIIMECS K JIMYHOMY Jely, MO Mepe IOCTYIUICHUs
MOJIIUBAIOTCSA B MANKY-CKOPOCIINBATENb.

JlnuHble fena MOTYT 3aBOJUTHCSA Ha BceX PaOOTHMKOB OpPraHU3AlMH, OJHAKO, TJIABHBIM
00pa3oM, — Ha PYKOBOJISIIIMI COCTaB M BEAYIIMX CIEHHAIUCTOB. [l 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 IMCTOK MO y4YeTy Kagpos;

. Konuu JOKYMeHTOB 06 06pasoBaHuy;

. XapaKTEPUCTUKM Ha PaBOTHUKA;

. TPYAOBOW A0roBop (MOKET BXOAMTb B COCTAB JIMMHOIO AENa UM XPaHUTbCA OTAENbHO);
. KOMWUW NPMKA30B O Ha3HAYeHUN, NePEMELLLEHNN, YBOSIbHEHUMU;

. KONuA CBMAETENLCTBA O NOCTAHOBKE Ha YYET B HAa/IOFOBOM OPraHe;

. KonuA CTPaxoBOro CBUAETENbCTBA rOCyAapPCTBEHHOMO NEHCMOHHOIO CTPaxoBaHus;

. OOMNOJIHEHUSA K aHKEeTEe UAU IMYHOMY JIUCTKY MO Y4YEeTy KaapoB;

. pas/iMyHbIe CNPaBKKM, OTHOCALLMECA K AaHHOMY PaboTHMKY (Kpome CrpaBoK ¢ MecTa

YKUTENbCTBA, O COCTOAHWUM 34,0POBbA U APYrUX JOKYMEHTOB BTOPOCTENEHHOIO 3HAYEHMA, KOTOpbIe
rPYNNUpPYIOTCA OTAE/NbHO).

[Ipy HanMuuM XapakTEPUCTHKU C MPOLLIOr0 MecTa pabdoThl M PEKOMEHAATEIHHOTO
IUCbMa, MPEJICTaBICHHBIX NPU MOCTYIUIEHMM Ha paboTy, OHU TaKXe MOJIIMBAIOTCS B JIMYHOE
Jieno pabOTHHUKA.

JInuHble ena pabOTHUKOB PETUCTPUPYIOTCS B CHEMATIBLHOM JKypHalle, XpaHATCs B ceilde
Y BBIJIAIOTCSI BO BPEMEHHOE M0JIb30BaHUE TOJIBKO ONPEAEICHHBIM JOKHOCTHBIM JIMIAM. 3allucu
Y U3MEHEHUS B JINYHBIE JIe]Ia BHOCATCS JIMIIAMH, OTBETCTBEHHBIMU 34 X BEJCHHUE.

JlnuHble nena yBOJEHHBIX WM YMEPHIMX PaOOTHUKOB JOJIKHBI MepeaaBaThCsl B apXUB U
XpaHUTbCA 75 JET.

JlnuHOEe n€no BKJIIOYAET JOKYMEHTBI, OTpa)kalollue CBEAECHHUS O pPAOOTHHKE M €ro
TPYAOBOH NeSATEeIbHOCTH, JIU00 0 cTyneHTe U ero ooydenuu B BY3e. Kak npasuio, 1uuHoe aeno
(dbopMupyeTcsl B TEUEHUE ITUTENILHOTO NEpHoJa BpeMeHH (Bce BpeMsi padoThl WK yuedsl). OHU
BXOJAIT B COCTaB JOKYMEHTOB I10 JINYHOMY COCTaBY.

B Hacrosimiee Bpemsi JHMuYHBIE Jeda Ha paOOTHUKOB B 00s3aTENbHOM MOpPSAKE B
cootBeTcTBUU ¢ YkazoM [lpesunmenta P® ot 30.05.2005 Ne 609 nomkHbl OBITH 3aBEEHBI B
rOCy/IapCTBEHHBIX (MYHHUIMMNAIbHBIX) OpraHax BnacTH. Jlyig JOpyrux cdep AesTeIbHOCTH B
HOPMAaTHBHBIX JJOKYMEHTaX HET YIIOMUHAHUS 00 00513aHHOCTH BeIeHUS JIMYHBIX J1es. DaKkTHUeCKn
JUTst OOJIBIIMHCTBA OpraHU3alluii 3TO CTAHOBUTCS J1€J10M JOOPOBOJIBHBIM.

Tem He MeHee, NpaKkTUKa IOKa3bIBaeT, YTO (OPMHPOBAHME M CBOEBPEMEHHOE
KOMIUIEKTOBAHHUE JIMYHOTO Jiejla Ha pabOTHUKA MPUHOCUT MHOTO Mojib3bl. Ilockonbky Bce
CBEJIEHUS O PabOTHUKE CKOHIEHTPHUPOBAHBI U YMOPSAIOYEHBI B €IMHOM MecTe (CHOCOOCTBYET
Jy4lied COXpaHHOCTH JIOKYMEHTOB) M K HMM OOECIeueH ONEepaTUBHBIM JOCTYI (CIOCOOCTBYET
OBICTpOMY MTOMCKY MH(OPMAIIUH 110 3a1pocCy).

CocTaB TOKyMEHTOB JIMYHOTO JieJia pabOTHHUKA:

. 3aABaeHue o0 npueme Ha paborty;

. TPpyAoBOe cornallueHne (KOHTPaKT), AONONHUTE IbHbIE COrNaLleHUs;

. JINYHBIA INCTOK MO YYETY KaApOoB U AOMNOIHEHUE K HEMY;

o aHkeTa (aBTobuorpadus);

. OOKYMeHTbl 06 ob6pasoBaHMK (Konuu);

. OOKYMEHTbI 06 yTBEpPKAEHUU B AOMKHOCTM (KOMMM UK BbINUCKK), B TOM YMCae 3TO

mMoryT 6bITb BbIMUCKU U3 NPOTOKO/10B yqpep,MTeneVl, AdKLMOHEPOB, Y4YEHbIX COBETOB, AOKYMEHTbI
KOHKYPCHbIX KOMMCCVIVI, pe3ynbTaTbl TECTUPOBAHUA,
. PEKOMEHAATE/IbHbIE MNCbMA UTN XaPaKTEPUCTUKUA;

113



. [OMKHOCTHbIE MHCTPYKLUK (pernameHTbl);

. aTTecTauMOHHbIE INCTbI, OT3bIBbI, NPEeACTaBAEHMUS;

) MacrnopTHble AaHHble, CBUAETENLCTBO O bpake U T.4. (Konuu);

o 3aABAEHUA U NPUKaA3bl (KONMUK UK BbIMUCKM) O NepPeBoLe Ha APYIyo AOMKHOCTb,
npeAcTaB/ieHNs, CNPaBKN-00BbEKTUBKMY;

) OOKYMEHTbI O HAarparkAeHMM, HaJIOKEHUUN B3bICKaHUIA (Konun);

. cBeAEeHUn 0 A0X04axX, UMYLLECTBE M CMPaBKM NPOBEPKM NOSHOTLI U AOCTOBEPHOCTHU
OaHHbIX CBeAEeHUN (15 rocyLapCTBEHHON UM MYHULIMMANbHOM Cy»KObl);

) HeBoCTpeboBaHHblIe AOKYMEHTbI (CBUMAETENbCTBA, AUMNOMbI, TPYAOBbIE KHUMKKMK U T.M.);

) 3aABAEHUA U NPUKA3bl (KONUK UK BbIMUCKM) 06 YBOSIbHEHWUK, NEPEBOAE U T.4,;

. WHble AOKYMEHTbI B C/ly4ae HeE0BX0AMMOCTH, B YaCTHOCTU A/1A FOCYAapCTBEHHOM

Cnyx6bl — nogpobHee nocmoTpute YKas lMNpesngeHTta PO.

dopMHUpOBaHHUE JUYHBIX JIeT PaOOTHUKOB. PYKOBOICTBYIOTCS XPOHOJIOTHYESCKHUM
MPUHIUIIOM, T.€. JOKYMEHTBI B IMYHOE JI€JI0 PAaOOTHHKA MTOMEIIAIOTCS IO MEPE UX MOSBICHUSI.
[Tocne yBonbHEHHsS PabOTHHKA JUYHOE JIEJO CUUTACTCS 3aKOHYEHHBIM JEJIONPOU3BOJCTBOM U
TOTOBHTCS K mepeaye B apxuB. [Ipu aTom fiena rocciyskamux nepeaarTcs B apxus mocie 10 et
XpaHEeHUsT B KaJpoBOH ciyx0Oe (HOpMaTuBHOE TpeOOBaHUE, IOCKOJIBKY TMpU TEpPEeBOJIe
rpakAAHCKOTr'O CIYKAIEro B APYroil TOCYIapCTBEHHBINA OpPraH €ro JIMYHOE MECTO NEPEAAETCA MO
HOBOMY MeCTy pPa0OTbhl), OCTaJbHBIX PAOOTHUKOB — JKEJAaTeNbHO HE MO3qHee 3-X JIeT IMOoclie
3aBEPILIECHUSA UX JEIOIPOU3BOICTBOM.

BBuay BaXHOCTH JOKYMEHTOB, COCTABIISIOIIUX JIMYHOE JEJ0, TPEOYeTCs COCTaBISATh

BHYTPEHHIOIO OIUCH 10 ONpPEeNICHHOH (opMe, IIPU 3TOM OHA BCETZla HyMEpyeTcsl OTAEIbHO OT
OCTaJIbHBIX JIOKYMEHTOB JIeJIa.

BHYTPEHHAA OITHCDH
JIOKYMEHTOR eI Xp. Ne _ 05-15/110

Ne M Aara 3aroT0BOK JOKYMENTS POy, Tpisceyausne
AOKYyMONTA AOKYMeuTA TRCTOM Avia
1 2 3 4 5 6
! Hononriesiue K AUSHOMY AUCMKY NO ysemy I
xadpoe
2 19.03.2012 | Jlussed nUCmoK no ywemy kadpoe 2-3
3 19.03.2012 | Aemobuospadus <
4 | ON827527 | 26.06.2001 | Konus dunnoma 5
5 10/12-mad 19.03.2012 | Tpydosou doosop 6~11
6 45-x 19.03.2012 | Konus npuxasa o npueste xa pabomy 12
Htoro JROKYMEHTOB,
fumjpamn 3 opoaN e |
KOnmuuecTeo MHCTOB BHYTpPeHHEH onucH
(amfpases w njazeco )
MHcnekTop Wupoxoea T.IO. llInpokona
(mcoama) (paces pposia aumzain)

19032012
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[IpuBeneM npruMep BHYTPEHHEN ONUCH Jielia, CO/IepKAIlero MPUKa3bl 110 JUYHOMY COCTaBY.

@

BHYTPEHHAA OIMUCH
AOKYMEHTOBA. Xp. N0 04-03
Mupexc Hara Homep
e 3aronoBoK OKyMenTa Hpumesanne
AOKYMEHTA | IOKYMEHTA ANCTOR &1, XP. P
1 2 3 4 5 6
1 ix 10.01.2007 | O npueme xa pabomy Xnopocmenxo K. J. 1
2 2 12.01.2007 | O npuense xa pabomy Havunod I'E 2
97 97x 02.08 2007 | O6 ysoswwenuu Kopotxo M. A. 97 Konus. IModrurinux
ympavex (axm
o6 ympame
om 0209.2007)
184 184x 26122007 | O6 yrorsnenuu Edpesosoit A. A 184
185 185k 27.12.2007 | O npuese xa patomy Kopocmmwreson E Q. 185
Hroro 185 (cmo BocembOecam nams) JOKYMEHTOB.
(O R BpOtRCA0)
KOMMuecTBO TMCTOB BHYTPEHHEH ONMCH 3 (mpu)
(W%am
MHCIeKTOP 110 KaapaM dedoposa I.I. ®enoposa

12.02.2011

Bo3Bpamasce k nmpaBuiam o(opMIIeHHs JIMYHOTO Jie7ia, OTMETHM, YTO 3aT€M B Ipolecce
HOATOTOBKH K AapXMBHOMY XPaHEHHIO 3aBEPHICHHOTO JIMYHOTO Jela KOJIMYECTBO JIHMCTOB
BHYTPEHHEH ONUCH OTMEYAeTCsl B JIMCTE-3aBepuTeIie (IOCMOTpUTe 0Opaselr).
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JJUCT-SABEPHTENLE JENA W 05-04
B meme momIneTo ¥ OpoHYMepoeaHo 127 (oTo IRAOUATE CEME) JHCTOE,

E TOM HHCIE!

NHTEPHLIE HOMEpA JHCTOE 26 a;
NpOOYIIEEHEIE HOMERa THCTOE 42, 101
+ MHCTOE BEHYTPEHHEH 0NHCH 3

OcofeHHOCTH DHHEECKOT 0 COCTOAHHA Homepa
H (OopMHD OEAHHA TEIA TMHCTOE
| P
HepasbopuHERIE TEKCT 54
Crnefia Hs 4 JHCTOE ad
PaspeE 1 cknefiKa nHcTa a7
CEeKpETapE F A Fypourmaa
25.11.2010

Ha kaxmaoro corpyaHuka (OpMHPYETCsl caMOCTOSTEIbHOE JUYHOE Jerno. [lomyckaercs
3aTeM B Ipolecce MOATOTOBKM K apXMBHOMY XPAaHEHMIO I'PYNIUPOBATh JIMYHBIE JI€la B Tak
Ha3bIBa€MBbIC HAPS/IBI, T.€. POIIUTH UX B 00IIeM fene (0COOCHHO MpH HEOONBIIOM KOJHYECTBE
00pa3yIoIMXCs JIMYHBIX JIe1 B Tof). B aToM ciydae BO BHyTpEeHHEW ONMCH JIOKYMEHTOB Jielia
JOJKHA COJIepKaThCsl MH(OpPMAlMIO € MEpeYyHEeM BKIIOYEHHBIX B HUX JHU4YHBIX nen (PUO
paOOTHUKOB M HOMEpa JIMCTOB KaXIOro Jiena, 4YTOObl OOJEerduTh €ro HCIOJIb30BaHUE B
JAJIbHENIIEM).

Ho Bce-Taku 3aTeM He 04eHb OyaeT y100HO HCII0JIb30BaTh Takoe «obiee» aeino. [Toatomy
1iesiecooOpa3Hee MPOIIMBATH JIeNa Kak CaMOCTOSITENbHbIE eIMHUIBI XpaHeHuss. Ho Ha kakmoro
IPaXXJIAHCKOTO CITY’KaIllero JOJKHO OBITh 3aBEI€HO TOJBKO OTICIBHOE /€0 (3TO HOPMATUBHOE
TpeOoBaHueE).

Odopmiienne nuyHoro nena. B mponecce ohopminenus cneayromast MHGopMarus JomKHaA
B 00s3aTE€IbHOM MOPSAJKE ObITh OTpa’keHa Ha OOJOXKKE JIMYHOTro Jena (o0pasel MpUBOIUTCS 110

CCBLIIKE):

. 3aroJ1oBKOM JIMHHOTO Aena 6YLI,ET YKa3aHue d)aMVIﬂMM, MMEHUN N OTHECTBA KOHKPETHOTIO
pa60THm<a B UMEHUTE/ZIbHOM Naaexe;

L] B AOKYMEHTax Aesnla MoryT 6bITb BapWaHTbl HaNMUCaHUA d)arv\mnmm, MMeHn Nnn oT4yecTBa

PabOoTHMKA. B 3TOM C/lydae OHM LO/KHbI BbITb 3adUKCMPOBaHbI B 3aro/I0BKE NIMYHOIO Aena (06bl4HO B
cKobkax). Hanpumep:

Axmeposa Aticny Hacumosna (Anna Hukonaesna)

Cyxopyuko (Kanununa) Bepa Onezcosna

. B cnydae dopmuposaHua B obuwiem gene B HaMmeHOBaHMe 3arosioBka fo6aBnsatoTCA
BYKBbI, C KOTOPbIX HAYMHAKOTCA GamMuUAMM PAaBOTHUKOB, YbM NINYHbBIE AeNa BKAOYEHbI B JaHHbINA TOM:

Jluunsie dena compyonuxos, ygonennvix 8 2013 200y, «A»-«H»

To oce, «Iln-«A»

. COrNAacHO HOPMATMBHbIM aKTamM KpalHWe AaTbl CieayeT MPOCTaBAATb TaKME Ke KaK B
npuMKasax O MOCTYMAEHWM W YBOJIbHEHMM C PaboTbl, B HEKOTOPbIX OPraHM3auMAaX KpaiHue AaTbl
onpeaenstoT COrNacHo Aatam MOCTYM/IEHUA U yBOJIbHEHWA C paboTbl (NOCEAHUI BapUaHT BCE-TakU He
COBCEM MpPaBW/ibHbIN);
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. B IMYHOM Aenie MoryT bbITb AOKYMEHTbI, AaTUpyeMble 6osiee paHHen AaTon, Yem Aata
npuKasa o npueme Ha paboTy (Tem He MeHee, 3TO He MPUHMMAETCA BO BHUMaHME NpU onpeseneHun
KpanHMX AaT INYHOro aena paboTHUKa);

. CPOK XpaHeHUs An4HbIX aen paboTHuKoB — 75 net IMK, pykoBoauTenei — Boobuie
NOCTOSAAHHO corflacHo cT. 656 Tunosoro nepeyHa — 2010 roaa (Nnpu obopmaeHUn aena Ana apxMBHOroO
XpaHeHnA HOMep CTaTbM HE NepeHOCUTCA Ha O6I'IO)KKy, YKa3blBalOT TOJIbKO CPOK XpaHeHWUA NNYHOro
[leNna), OH He 3aBUCUT OT BO3pacTa PabOTHUKA U HAUMHAET OTCUUTBIBATLCA C MOMEHTA €ro YBOJIbHEHUS;

. BaYKHO 3aUKCMPOBATb KOIMYECTBO JIUCTOB AeNa.

Hrak, nepedncieHbl OCHOBHBIE BKJIKOYAEMbIE JOKYMEHTBHI B COCTaB JIMYHOIO J€Ela,
paccMOTpeHbl HamOojee BaxkHble TpeOoBaHUS K (DOPMHUPOBAHMIO, XPAHEHHUIO JUYHOTO Jeja
paboTHUKA ¥ 0O(HOPMIICHUIO OOIOKKH.

IIpuka3pl M0 JMYHOMY COCTABY I'PYNIHUPYIOTCH B OTAeIbHOE /1eJ10, IPU 3TOM UMEIOT
CBOIO COOCTBEHHYIO HyMepaIuio (OTIMYHYIO OT MMPUKA30B 110 OCHOBHOM JIeATeIHHOCTH ). BHYTpH
Jiena IOKYMEHTBI CUCTEMATU3UPYIOTCA 110 XPOHOJIOTUH UX CO3JaHUs.

Hekoropsle Buapl NOpPUKA30B MO JIMYHOMY COCTaBy IPHUHATO U3AaBaTh MO
yHHPUIIIpOBaHHOU (hopme. B 3TOM citydae HEOOXOIUMO MPOCTO 3aMOTHUTH COOTBETCTBYIOIINE
rpadpl. OcCTaJIbHBIE COCTaBISIOTCS B CBOOOAHOW (opme, B TO Ke BpeMsl HEOOXOIUMO
NPUIEPKUBATBCA  OMpENeleHHbIX TpeboBaHuid. B ciiydae cocTaBieHus Tmpukaza MO
HEeYHU(DUIIMPOBAHHOHN (POpME MIPUMEHSIIOT TE K€ PEKOMEHIAIMH, YTO U JIJISl COCTABIICHUS IMPUKa3a
110 OCHOBHOU J€SATEIbHOCTH.

®opMuUpOBaHHUE TPUKA30B MO JUYHOMY COCTaBy. [IprKa3pl 10 TMYHOMY COCTaBy CIIEAYET
CPYIIIHAPOBATH B JieJla HA OCHOBAaHUU CPOKOB UX XPAHEHUs, IIPU 3TOM HE JOIYCKAETCs MOMEIIATh
BMecCTE (B OJHO J1€10) JOKYMEHTHI JO0JITOBPEMEHHOIO XpaHeHus (T.e. > 10 jieT) u BpeMeHHBIX
cpokoB < 10 ner. Hanpumep, npukassl 0 npueMe, yBOJIbHEHUH U JIp. CO CPOKOM XpaHEHHUd 75 JieT
JIOJDKHBI OBITh TIOMEIIEHBI OTAEIBHO OT MPUKA30B 00 €XKETOJHBIX OTIYCKaX, KOMaHIMPOBKAX,
KOTOpbIE XPaHATCS 5 JeT.

[Ipu »TOM MpuUKa3bl C OUHAKOBBIM CPOKOM XPAHEHHUs JOMYCKAETCs I OOJIETYEHUST UX
MOUCKa B JanpHelmeM (0COOGHHO Mpu OOJBIIOM JOKYMEHTOOOOPOTE) JIOMOJTHHUTEIBHO
MOJpa3feNiATh Ha OTAeNbHble nena. Hampumep, mpukassl 00 €XKETOAHBIX OTIYCKaX MOTYT
COCTaBJIATh CaMOCTOSITEJIBHOE [I€JI0, O KOMAaHAMPOBKAX — APYroe, XOTA BCE OHH HMEIOT
MATUIIETHUN CPOK XPaHEHUS.

Xouy elie pa3 HaTOMHUTh, YTO KaXKJ0€ CaMOCTOATEILHOE /10 JIOHKHO ObITh BHECEHO B
HOMEHKJIATypy /1]l OpraHu3aIiu.

[Ipy HanMuuM NPUIIOKEHUS K MPUKA3y OHU (POPMHUPYIOTCS BMECTE€ — CHayajia MpUKas,
3aTeM MPUIIOKEHHE.

B 10 ke Bpemsi OCHOBaHHMS K MpPHUKa3aM IO JINYHOMY COCTaBY MOMEIIAIOTCS OTJIEIbHO OT
HUX. B KauecTBe OCHOBaHUS K MPUKa3aM MOT'YT BBICTYTATh:

1. NWYHble 3aABNEeHNA PabOTHUKOB,

[OKNaAHbIE U CyKebHbIe 3aMnnCKy,
npeACTaBAEHUS,

aKTbl,

cnyebHble NMCbMa APYrMX OpraHn3aLmi,
KOMWU JINYHBIX AOKYMEHTOB U Ap.

KaK MPaBUJIO, €CJIM B TEKYIIEM JIEJIOMPOU3BOJICTBE COBMECTHO (hOPMHUPOBAIIN MPUKA3HI U
OCHOBaHUSI K HHUM, TO B IMpOIECCE MNOATOTOBKU [Jsi apXUBHOTO XpAaHEHHUS TakKue Jena
nepeopMHUPOBBIBAIOT AJIs UX paszjaeneHus. OCHOBaHUS K IMpUKa3aM CO CPOKOM XpaHeHHsl 75 JeT
(Hampumep, 3asBlieHHE pPaOOTHHKA O TpUeMe, NEepeMelIeHHWH W T.A.) OOBIYHO BXOMST B
COOTBETCTBYIOIILIEE JIMYHOE JIEJI0 paOOTHHUKA.

OcHoBaHMsI k€ K NPHUKA30M C HEOOJBIIMMH CPOKaMH XpaHeHHs (Hampumep, S5 JeT)
noryckaercsi GOpMUPOBATH OTAEIBHO OT HUX, JIJISl YEr0 B HOMEHKJIATYpe MOXKHO IIPETyCMOTPETh
JIeJI0 ¢ TPUMEPHBIM 3arojoBKOM: «J/{OKyMEHTBI, HE BOIIEIIINE B COCTAaB JMYHBIX Jen (U
00s13aTeILHO MEPEYUCIISIIOT B CKOOKaX OCHOBHBIC UX PA3HOBUTHOCTH)».

DU e W
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[Tpu ¢popmupoBanuu aen HEOOXOAUMO MPOBEPATH MPABHIBHOCTH OQOPMIICHHS: HATMYKE
NOJINWCH, BHU3, JAaThl M HOMepa IMpukaza. HemoodopmieHHble NpUKa3bl HE JOMYCKAEeTCS
NOJLINBATh B Ji€ja.

B Tekymem nenonmpou3BOACTBE OO0JIOKKA Jeja C MpUKa3aMU IO JUYHOMY COCTaBY
oopMIIsIETCS aHAJIOTUYHO TMPHBEICHHOMY 00pa3Ily (CM. MO CCBUIKE, YTOOBI B 3TOH CTaThe HE
MOBTOPATHCS). 3/1€Ch yMECTHO OyleT MNPOCTO yKa3aTh HEKOTOPbIE MPUMEPHI 3arojOBKOB:
«[Ipukazer mupexkropa OOO «KombacHHK» TO JTHYHOMY COCTaBy (TpueM, IepeMeIleHue,
yBosibHeHUE)» WK «[Iprka3br Ne 1-42 pykoBoIUTENS O MPEMUPOBAHUU COTPYAHUKOBY.

XpaHeHue IPUKa30B 10 IUYHOMY cocTaBy. [l onpeaeneHus CpoOKOB XpaHEHUs IPUKA30B
MOJIB3YIOTCSA JIEUCTBYIOINIMM THIOBBIM IEepeuyHeM JIOKyMeHTOB. Ha ceroansmHuii [neHb
MOCJICTHUM TUIIOBOM nepeueHb coctanieH B 2010 roay.

OO6pamaemM BHUMaHKE Ha cTaThio 19 6 1 mpuMeuyanue 2 K Hell yKa3aHHOTO BBIIIE THIIOBOTO
HepEeYHs — JUIsl ONIPEAEIICHUS XPaHEHUS pa3IMYHbIX KaTErOpuii IPUKa30B M0 JUYHOMY COCTaBY; Ha
CTaThio 665 — OCHOBaHMS K MPUKA3aM, HE BOILEIINE B TMYHOE JEJI0, XPAHSIT 5 JIeT.

Kak BuamM, HEKOTOpBIE MPUKA3bl MO0 JIMYHOMY COCTaBY MOTYT XpaHUTBCA S5 JieT: 00
OuUepe/IHbIX U YUeOHBIX OTITYCKaX, O JEKYPCTBAX, B3bICKAHUIX, KPATKOCPOUHBIX KOMaHIUPOBKaX.

3HauuTeNbHAS YacTh IPUKA30B UMEIOT JUINTENbHBIN (75 JI€T) CPOK XpaHEHHUs, B TOM YHUCIIE
0 JIOJITOCPOYHBIX KOMaHIMPOBKax, 00 M3MeHEeHUU (pamuiuu, 00 UCIOIHEHUU O0S3aHHOCTEH, O
MOOIIPEHNUH, HArpaXJeHHWH, TIOBBIIICHUN KBAIM(UKAIUKM, aTTecTalud, 00 oTmyckax 0e3
COJIep>KaHus U T.1.

Taxxe nus omnpeneneHuss CPOKOB MOKHO MCIOJIb30BaThb BEJAOMCTBEHHBIE IE€PEUHU
JIOKYMEHTOB, €CJIM OHHM COCTaBJICHBI JUIsl OpraHu3auuu Bamield cdepbl nesrenbHocTH. OHH
Han0oJIee TOTHO OTPAXKAIOT MHOTO00paznue 00pa3yIoMIMXCs JOKYMEHTOB OpTraHU3allH, TIOATOMY
IPU HAJIMYMU TAaKOBBIX UMEHHO MX CJIEIyeT UCIOIb30BaTh B MEPBYIO OUepelb AJIs MPOBEACHUS
9KCIEPTU3BI IEHHOCTU JOKYMEHTOB.

JlonroBpeMEeHHOT0 XpaHeHHsI TPUKA3bI 0 THUYHOMY cocTaBy (75 neT) Tpedyercs nepeaarhb
B apXUB OpraHu3aluu (10 CChUIKE MpHUBeneHa HHPOpMAIHs, KaK 3TO CAeNaTh NpaBuiIbHO). OHU
BKJIIOUAIOTCS B OINKCH JIe] IO JINYHOMY cocTaBy. Ha ocranpHble NpuKasbl MOCIIE HCTEYECHMS
CPOKOB HMX XpaHEHHMsI MOYKHO COCTaBHThb IIO YCTAaHOBJIEHHOH (opme akT 00 YHHUYTOXKEHUU
JOKYMEHTOB (0Opasell Mo cchUIKe MpuBeneH). JJOKyMEeHThI B OpraHu3aluu, Kak MpaBUIIO,
YHUUTOXKAIOTCA IIEHTPAIN30BAHHO, IO3TOMY HX BKJIIOYAIOT B CBOAHBIA aKT C JAPYTUMHU
JIOKYMEHTaMU BCEX MOAPA3/IeIECHUN OpraHu3aliu.

PA3JEJ 3. OIIMCAHHME, IIOUCK MU MHCIIOJIb3OBAHUE APXHUBOB IIO
JINYHOMY COCTABY

Tema 1. Hayuno-cnpagounulii annapam K apxueam no JuyHomy cocmasy. Onuce oen no
JUYHOMY cocmagy

CocraBJ/ieHHe ONIMCH eI JOKYMEHTOB I10 JINYHOMY COCTaBYy

OCHOBHBIM APXUBHBIM CIIPABOYHHKOM JOKYMCHTOB IIO JIMYHOMY COCTaBY BBICTYIIACT
apxuBHas onuck. JJokymeHTsl o JIC popMUpyroTcs B OTACIBHYIO TPYIITY, CHCTEMAaTU3UPYIOTCS
000C00JIEHHO U BKJIFOYAIOTCSI B CAMOCTOSITEIIBHYIO OIHCH.

Onuce e Mo JMYHOMY COCTABY — YUETHBIN JIOKYMEHT, KOTOPBIM COJEPKUT MEepeUeHb
JIOKYMEHTOB JIJI 110 JINYHOMY COCTaBY C YKa3aHHUEM WH]IEKCOB, HA3BaHMM IOKYMEHTOB U Ap. OHa
COCTaBIISIETCS B TPEX K3EMIUIIpax coriaacHo ¢opme, ycTaHOBIeHHOU [IpaBunamu opraHuzanuu
XpaHCHUA, KOMIIJICKTOBAaHUS, yqéTa U HCIOJB30BaHUA OJOKYMCHTOB apXHBHOTO CbOH)]a
poccuiicKol eepalviv U IPYruX apXUBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHax
MECTHOTO caMoympaBiieHus u opranu3zausax» oT 07.09.2015 r. Ona BkIrO4aeT B ceOs:

o HavMeHOBaHMe opraHMn3auun
. Homep doHAa

. NnopAAKOBbIA HOMepP

o WHAEKC Aena (Npu Ha MY HOMEHKAaTypbl aen)
o 3aro/s10BOK gena

. AaTa gena
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. YMCI0 INCTOB B Aene

. npumevaHue (ecau ectb)

Onucek JOKYMEHTOB MOKET OBITh COCTABIICHA MO XPOHOJIOTHYECKOMY HIIU CTPYKTYPHOMY
MPUHIINITY, KOTOpPble OOBIYHO COYETAIOT B OJHOM OMUCH: B KaKIOM XPOHOJOTHYECKON Tpymme
Jiena paclpenessitoTcs B COOTBETCTBUU CO CTPYKTYPHBIM mojpaszaeneHuem. [lomumo 3toro,
CyILIECTBYET HOMUHAJIBHBI IPHUHIMUI, COIVIACHO KOTOPOMY 3aroJIOBKM JElI B OINKUCH HUIYT B
CIEAYIOLIEH MOCIEI0BATEIIbHOCTH:

1. NnpwWKasbl (pacnops»KeHus) no IMYHOMY COCTaBY;

2. CMMUCKU JIMYHOTO COCTaBa;

3. ZINYHblE Aena;

4. KapTO4YKM MO YYETY IMYHOIO COCTABA;

5. TPpyAoOBble 4OroBOpbI (cornaweHms);

6. NINLEBbIE cyeTa paboumnx 1 cayKalmx no 3apaboTHoM naaTte (pacyeTHble BEAOMOCTU MO
3apnnaTe);

7. HeBOCTpebOBaHHbIE INYHbIE NOAJIMHHbIE AOKYMEHTbI YBOIEHHbIX PaOOTHUKOB (Npu
OTCYTCTBUU OTAENbHON ONnCK);

8. aKTbl O HECYACTHbIX CIy4anX.

VYkazaHHble BUIBl JOKYMEHTOB, 0Opa3yOUIMXCS B OpraHHAlUSAX B OOJBIINX OOBeMax,
MOTYT BBIIEISATHCS B CAMOCTOSITENIbHBIE Pa3/ieibl OMCH, JTUO0 B OTAeNbHbIE onucH. JInyHbIe fena,
JMYHBIE KPATOUKHU, TPYJOBBIE JOTOBOPHI TOMEUIAIOTCS B OIKCH 110 TOJTy YBOJIBHEHHUS paOOTHHKA.

[TpaBuiia 3amoJIHEHUsI ONKCU A€ 10 JIMYHOMY cocTaBy. HammeHoBaHME opraHusanuu.
HeobOxonnMo yka3zaTh TO HaMMEHOBaHHME KOMIIAaHMM, KOTOPOE OHA HOCHJIA BO BpEMs CO3JIaHUs
JOKYMEHTOB. B TOM ciyuyae ecnu opraHmsanys HECKOJIBKO pa3 CMEHWJIA HAaMEHOBaHHUE B
YKa3aHHBII IEpUOJI, TO HY’KHO OCTaBUTb I1OCIIETHEE Ha3BAHUE.

@®onnx  Ne. Jlnga opraHM3anuii, SBIAIOIIUXCA  UCTOYHUKAMH  KOMIUIEKTOBAHUS
roCcy/1apCTBEHHOTO WJIM MyHUIIMIIAIILHOTO apXKBa, HOMep (OH/1a IPUCBAUBAIOT 3TU apXuBbl. Eciu
OpraHM3alMl HE ABIIOTCA HCTOYHUKAMHM  KOIMJIEKTOBAHMSI TOCYAAPCTBEHHOTO  WJIU
MYHUIIMIIAJIBHOTO apXKBa, TO HoMep (OH1a TpUCBauBaeT cama opranusanus. B Tom ciyuyae ecinu
B OpPraHM3ALMU XPAHUTCS TOJBKO OAMH apXUBHBIA (OHJ, TO 3Ta rpada He 3amonHserca. Eciu
HECKOJIbKO  apXUBHBIX  (OHJOB, HampuMmep, JOKYMEHTbl  MpEAIIECTBEHHUKOB  WIIU
MOJIBEIOMCTBEHHBIX OpraHU3aluii, TO KaKAbIi (POHI MMeeT CBOW HOMEP COIJIACHO MOCTYIIIICHUIO
€ro B apXuB.

[TopsinxoBelii HoMep. Kaxkoe 1710 BHOCUTCS B OIIMCH O] ONIPENEICHHBIM MOPSIKOBBIM
HOMEpPOM, KOTOPBIM SIBISETCS YHMKAIbHBIM. EcCiaM €710 COCTOMT M3 HECKOJIBKUX TOMOB, TO
KaX/IbIi{ JJ0JKeH ObITh BHECEH B OIUCH M0/ CAMOCTOSTEIbHBIM HOMEPOM.

Nunexc nenma. HyxkHO yka3zarh WHIEKC Jeja COTJIACHO HOMEHKiIarype jaen. llpum
OTCYTCTBUHM HOMEHKJIATYpBbI, rpady HE0OXOAUMO OCTaBUTh ITYCTOM.

3aroioBOK Jena. 3arojJJOBOK BHOCUTCSI B OIMCh B TOYHOM COOTBETCTBHH C 3ar0JIOBKOM,
KOTOpPBII HaxoauTcss Ha oOnokke nena. Hukakue pacxokaeHust He nomyckatorcs. s gen c
OJIMHAKOBBIMH 3aroJIOBKAMM CYILECTBYET CJEAYIOUIUI TMOPSIOK: MOJHOCThIO MPOMHCHIBAETCS
HalMEHOBaHUE TOJIBKO MIEPBOTO JIeNa, a BCE OCTaJIbHbIE 0003Ha4Yal0TCs ciioBaMu «To xe».

Kpaitnue natel. B jannoit rpade ykaspiBaroTcst KpaiiHUEe AaThl Jedl.

Yucno snuctoB B Aene. Heobxonumo mpomnucaTh KOJUYECTBO JHCTOB, OTHOCSIIUXCS K
neny. OHU IEPEHOCATCS ¢ 00JI0KKH Jiena.

[lpumeuanue. B mnpumeyanun B ciydyae HEOOXOAMMOCTH JIENIAIOTCS TMOMETKU 00
0COOEHHOCTSX (PU3NYECKOI0 COCTOSTHUS IOKYMEHTOB, BBIOBITHH JI€] U JAP.

Hrorosas 3anucek. B KOHIIe onucH NOCIE NOCIEAHEN CTaThU CIIEyeT UTOTOBasl 3allCh, B
KOTOPOH LM paMu U MPOIHUCHIO YKa3bIBAETCS KOJIMUYECTBO JI€J1, IEPBBIN U MOCIEAHUN HOMEpa Jel
coryiacHo ornucu. Kpome Toro, 10mKHbBI OBITH OTOBOPEHBI 0COOEHHOCTH HyMEpAIl|H Jie]l B OITUCH,
HanpyUMep, HATMYHE JTUTEPHBIX U MIPOITYILEHHBIX HOMEPOB.

OOparure BHHMaHHE, YTO HyMEpalus HIAET OT IEPBOrO JOKYMEHTa, Ha MpHUMeEpe
HAUMHAETCs C MHOTOTOYMS; MHJCKC Jiesia OepeTcss U3 HOMEHKJIATYphI JIeJl OPraHU3aliy Ha 3TOT
roJl, €CIIM KpallHUMM JJaTaMU SIBJISIFOTCS] HA4aJo ToJja U €ro KOHELl, TO JOIYCTUMO yKa3aTb OJHUM
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yrciaoM — 2009; KOJIMYeCTBO JHMCTOB B JieJie HE JOJDKHO MpeBbiath 250, mpu HEOOXOIUMOCTH
Jiesia TOMUPYIOTCS; €ClIU JIMTEPHbIE U MPOIYIIEHHbIE HOMEpPA OTCYTCTBYIOT, TO MMILIETCS CIOBO
«Het». BepHas XpoHONOTHsS TPOCTaBICHUS AT B JOKYMEHTE: |.MHCHEKTOp Mo Kajpawm, 2.
HavyaJIbHUK oTAena, 3. npotokod DK, 4. nporokon OIIK, 5. yrBepxkaeHue 1MpeKTOpOM.

Ja IKIHONEPHOC OGN YTBEPKIAAK
Posnunar (340 «Pozanuxa l:l"pe’“op $AC) «Poxecnura
Donn Ne Coxonol P.B. Cokoaor
OIMTUCH Ne 50r/2000 30.01.2010
e N0 JAMYHOMY COCTaBy
3a 2009 1oa
Oraen kaapos
Ne | Unnexc 2 Kpaitinte | Kommwectno
. 3aron080K aena [pumevuanne
wn | aena JATHE JAHCTOR
1 2 3 4 5 6
- . 1 2009 X
(15-1)3 & [5N
Tu ) e 2
M 2N
H { ) " ING ISR ol -
P IS 20019
[senen (' "inva
| { ey ¢ !
) 2 64
f i { )
B nanmiii pasaen onucH sreceno ; L3 (rsintnadyams) e Xp.,

(Luedpasas i HPOINKCLIO)
c Ne 05-1 no Ne 05-15

ANTEPHBIC HOMEpA:

B TOM 9ucace:

MPONMYUICHHBIC HOMEPA!

- o4
Hucnexrop no xaapam ?I/MOIJ(I

28.01.2010

Hauanenux ovaena xaapos il 1.1 l2oposa
27.01.2000

COIVIACOBAHO COIJIACOBAHO

[MpoToxkon DK opranuzaunn [Mporoxoa DMK (rassanne

oT 25.01.2010 Ne

APXHBHOTO YUPCAKICHHSA)
or 270120100  XNe

Baxno: cornacHo npaBuiaMm paboOThl apXMBOB pa3pelIeHO BHOCUTh W3MEHEHHUS B OIUCHh
3aroJIOBKOB JIell, 00HApYKEHHBIX JOMOTHUTEIBHO. X HY>KHO BKJIIOYATh B OMKCH IOKYMEHTOB TIO
JUYHOMY COCTaBy TMOJ] JIMTEPHBIMH HOMEpPaMH B COOTBETCTBHUHM C TIPUHATON cxemoi
CHUCTEMaTH3alliu WIH B KOHEI] TOJ0BOT0 pa3jena.

OcoOeHHOCTh OMHUCaHUsl JUIC — HAJMYHEe B OMUCATEIBHOM CTaTbe €IMHHULBI XpaHEHUS
anemeHTa «CpoK XpaHEHUs», B KOTOPOM 0003HAYAETCS CPOK XPAHEHHUSI, OTHOCSIIUICS TOJBKO K
JAHHBIM JOKYMEHTaM.
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JlomycTuMO 4YTOOBI B OMUCH MO JIMYHOMY COCTaBY JIeJIa PacIoyiaraloTcs B CIEAYIOLIEM

MOPSIAKE:
. KHMWra y4yeTa COTPYAHUKOB (ecnun oHa BeaeTca);
. npuKasbl no n/c;
. JNINYHbIE IeNa UMY INYHbIE KapTOUKK;
. nnuesble cyeTa no 3apaboTHoM naaTe;
o HeBOCTPebOBaHHbIE TPYA0BbIE KHUMKKMU.

B koHIIe Ka)KI0H OMUCH YKa3bIBa€TCs MU(PpaMH U IPOMHUCHIO KOJIMYECTBO BKIIOUECHHBIX B
Hee nen. Kaxmoe 1eino B omucH mosrydaeT CBOM MOPSIKOBBIA (apXUBHBINH HOMED, KOTOPBINA 3aTeEM
IPOCTABISETCS Ha 00JI0KKE COOTBETCTBYIOIIETO JIeTa.

[Ipy onMcaHMM €IMHULBI XPAaHEHUs JUIC OHM MOTYT aHHOTHPOBATHCS, €CIM HMEIOT
3HA4YECHUE JJIS UCIIOJIHEHMS COLIMAIIBHO-TIPABOBBIX, TEHEATOTMYECKUX U IPYTUX 3alIPOCOB.

['omoBoii pazzen cBOAHON omMcu nen mo Jic (Kagpam), MOAJEXalMX Ieperade Ha
IIOCTOSIHHOE XpaHEHHWe, IedyaTaeTcss B 3-X 3k3eMIuisipax. JIOKYMEHT MOANMCHIBAET €ro
COCTaBUTENb U 3aBEPAET PYKOBOAUTENb KaJpPOBOrO OpraHa NpEANpUATUS. 3aTEM OH 3aBEpSETCs
OK npennpustus, coriacoBbiBaeTcst ¢ JIIK cooTBeTcTBYyIOIEro apXMBHOIO YUpEXKICHUS U
YTBEPKAACTCA PYKOBOAUTEIEM NPEATIPUATHUS.

Tema 2. Hcnonv3oeanue apxueoe no JudHoOMy cocmagy

ITopsAok UCIIOIB30BaHUS APXUBHBIX JTOKYMEHTOB, B TOM YMCJIE U II0 JINYHOMY COCTaBY,
ycranaBnuBaercsa denepanbHoil apxuBHOU ciyx00i Poccun B coorBerctBuu ¢ Koncruryiumei
Poccuiickoii denepauuu u 1pyrumu ¢eaepagbHbIMU 3aKOHAMH M HOPMAaTUBHBIMU IIPaBOBBIMHU
aktamu Poccuiickoit @enepannu, OTHOCSIIUMHUCS K HH(DOpPMAIUH.

OCHOBHBIMYM IPUHIMIIAMYU HCIIOJIb30BaHUS JOKYMEHTOB II0 JUYHOMY COCTaBY SIBJISIFOTCS
3aKOHHOCTb €€ IIOMCKa, IIOJIy4eHus W ucnosib3oBanus. Psanom crarer Koncrurynum PO
rapaHTHPOBAHO MPABO IPaKIaH Kak Ha HH(OPMAIIHIO, TaK U HA JIUYHYIO, ceMelHyIo TaiiHy. Tak, B
cooTBeTcTBUH cO cT. 24 Konctutyuu PO «cOop, XpaHeHue, UCIOIb30BaHUE U PACIIPOCTPAHEHUE
uHpOpMallMM O YacTHOM KH3HM Juuma Oe3 ero coriacus He jgomyckaercs. Oprabl
roCy/1apCTBEHHOMW BJIACTU U OPTaHbl MECTHOT'O CaMOYIPaBIIE€HUS, X JOJHKHOCTHBIE JTUIA 00s13aHbI
o0ecrneunTh KaXJOMy BO3MOXKHOCTb O3HAaKOMJICHMS C JOKYMEHTaMH U MaTepHuajaMy,
HENOCPE/JICTBEHHO 3aTParMBalOlMMU €ro IpaBa U CBOOOJBI, €CIM MHOE HE MPETyCMOTPEHO
3akoHOM». Ctatbs 29 Konctutyuum P® mpenocraBiser KakJoMy HpaBO CBOOOJHO HCKaTh,
1oJlyyaTh, Ie€peJaBaTh, INPOU3BOJUTH U PACIPOCTPAHITh HHGOPMALUIO JTHOOBIM 3aKOHHBIM
CIOCOOOM.

PaccmoTpuM nopsiiok MCHOJIB30BaHUS JOKYMEHTOB 110 JUYHOMY COCTaBY, HAXOIALIUXCS
Ha XpaHEHWH B apXHBE OpraHU3aliu.

Ilo 3ampocam rpakJ1aH ¥ OpraHU3alni apXUB 10 JOKYMEHTaM BBISBIIAET 3alPalIuBAEMYO0
UMM MH(OPMALIMIO, TOATOTaBIMBAET U IPEIOCTABISIET COOTBETCTBYIOIIME HH()OPMAIMOHHBIE
JIOKYMEHTBI. ApXUB OPTaHM3yeT MPHUEM M PACCMOTPEHHE 3aIPOCOB IPAKJIAH B YCTAHOBIEHHOM
3aKOHOJATEIIbCTBE MOPSIKE.

3anpoc COIMANBHO-TIPABOBOTO XapaKTepa — 3TO 3alpoC KOHKPETHOrO JIMLA WU
OpraHu3aliy, CBsI3aHHBII ¢ oOeclieueHneM MpaB U 3aKOHHBIX MHTepecoB rpaxkaaH. K 3ampocam
COIIMAJIBHO-TIPABOBOIO XapaKTepa OTHOCATCA 3alpoChl O MOATBEPKICHUHM TPYIOBOIO CTaXKa U
pa3mepax 3apabOTHOM IUIAaThl, HATPaKJICHUHU, IPUCBOCHUHU 3BaHUMU, MOJTYUYEeHUsT 0Opa3oBaHUs U
T.IL

WNudopmanus conuaabHO-IIPaBOBOIO XapakTepa MO 3ampocaM IpaxJ1aH U OpraHu3anui
BbI1aeTcsl B GopMe apXUBHOM CIIpaBKU, apXUBHOM KOIHUU U apXUBHOW BBITHCKHU.

ApxuBHas crHpaBka — JOKYMEHT, COJEpXKalllil apXMBHYI0 HMH(POpPMALHIO O MpeaMere
3aIpoca, ¢ yKa3aHHueM IOUCKOBBIX JaHHBIX JOKYMEHTOB, HA OCHOBAHUH KOTOPBIX OHA COCTAaBJICHA.
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NMpunoxenue |

Mpumep opopmneHns apXHBHON CNPaBK
OTKPbLITOE AKUMOHEPHOE W, Cepreesy
OBLUECTBO yn. NokpoBckas, A. 17, K. 6
“PYCCKUW NEC” r. Hosocwbupck, 630082
ApXWUBHAR CNPaBKa
30.07.05 N2 05-16/10
r. Mocksa

B ROKyMeHTax apXMBHOTO GOHAA OTKPHITONO AKUNOHEPHOro o0WecTsa “Pycckun nec” 8 pacueThbix
NWCTKAX NO HAYNCNSHMIO 3aPadOTHON NNaThl pabounm 1 CRYXalWKM 33 neproA ¢ ABapa 1995 r. no
despans 2000 r. umeTCA CBeienna o paborte Cepreesa Eropa (Taxk 8 fokymeHTax) MBaHOBHYA B JONK-
HOCTH MHAXEHEPA OTAENA TEXHUUECKOTO KOHTPONA,

OcHosanme: on. 2 /¢, A. 123, 0. 17; 4. 131, 0. 15; 2. 139, 0. 18; 0. 142, 0. 17; 0. 149, 0. 15.

fenepansHbin aupexTop obuecTea ,u(# l% OH. Wyxos

bedosa Huwa lNempoena
229-07-15
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JETAPTAMEHT 3/IPABOOXPAHEHHS .".
I'OPOJIA MOCKBbI b
HEHTPAJIBHBIN APXHBHAS GIPABKA
OBbEJIMHEHHBIN APXHB Nm 1] Hempaieol “Auwzpero
109387, m)y;;&(m 425 Huxoaacausy (24.03.1958rp.) » tou. XTo o8
29.04.08 r. Na 2432

MHTCPHATYPH 0O i
CAKYICPCTHO H HHEKOAOHA» (OCHOBaIIC: mW&”&lm”m&'or) - pHXas
Ne 156 or 28.08.85r.

Yeonen 01.08.86r. (mum)nmcmcponoﬁywnm.
M B nopaxe cayxeGHoro nepesoss manpamiest » pacnopuacuine P30 Coxoanumeecxoro
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WeRPATMNOS AFCHICTRO 180 ODPAIOKIHING
DEIEPAILIOS TOCYARPCT Gp NOS YIPERRCHIG BMCIICIO

" ot ¢

«¥pansesnii perepannuntii ynusepenrer
umenn nepsoro Mpeswaenta Pocenn B.H.Eanunnan
(PIAOY BIIO «Yp®Y uscnw nepnoro Hpeswrenra Poccun BILEanunnas)

620002, Exarepumbype, va. Mupa, 19
Tea: 3(343) 374.03-62, anc: (343) 374-38-84 |, E-mail: rectormt@mail.ustu.ru, hitpe//www.ustu.ru
OKI10 02069208; OFPH 1026604939855, HHH/KIN 6660003 190/667001001

6324 A4, 0t » A,

APXHBHASA CHPABKA

B aoxkymenrax apxisa suaunres, wro Msanosa Anexcanapa Meanosna ¢ 1976 roma
no 1982 roa ofyuanacs Ha 3a0uMOf GOPME OGYUCHHR MO CHCIMMARMOCTH «INOHOMHKA W
yuparcnue ua  npeanpustiomn w o Ypaascsxom  opaena  Tpyaosoro  Kpacnoro  3uasenn
nosmrexuuaecsos uncruryre M, C.M. Kuposa®.

flo  oxomuanmn  ofywenns  Meanonoit  Aackcapmape  Msanonne  maytan  asrsom
Tocypaperscunoro ofpasige JIO Ne 123456, per Ne 1234w npucsocna  xeamudsxanss
HHXEHEP-DKOHOMMCT.
Mpusasu: O sasecaennm wa saouumii gaxyasrer No 123 or 02.08.76 1.

OG5 orvmesienmn Ne 180 o1 24,06.82 12 B cunsi € YCOCHILIM ORONMANMEN,

Ocnonamie: Gorwn 1234, maz. No 4, apx, Ne 24

Cropasia Buzana U NPE/I0CTARICHIA 110 MeCTY 1pebosumns.

Fpseicwsmens. Pacnoprmcsacy Dpanoreoseras Foconionsi O sopaimes or 11 commdpn 1992 ¢ N 1691-p o pooscomavn sosr s Koemers mo

wucmel maoos or 10 soxalpe 1992 € N LR woor 20 soaatipe 1092 1 Ne 1S Ypancwd sossreumesconm wereryy e CM Keposa
) Y A POy AN T 7 (rpwrmany Musiied SOPCTIE M Kt BACICH SROI H ICHINGC R DT

Pocouioned Scacponnm ot M acalpn 1992 ¢ Nr 1133),

Nipanriose Messcrepetns ofpaonains N o 12052000 ¢ Mo1397 Ypancend TOOMPCTIONNR TOURPRCONll Y MECPCHICT DCCHWON NN §

Ypamonnd rocy.p ¥ - YTHL

pnanos Seacpammo srensina 60 olpaxmannd ot 4 anpeas 2008 « N 298 wy ECPORCINNN 3 YRR SO (OCHMPTTRCHIN Touew ol

Yorncpmet « YTEH weaesn mepaoro Fipenascnts Pocom b Laasen

Pacoopracincs Npamiremcrma Pocowdowt Sxacpaue or 02 08 2010 N £01.p corum Ypaucund CHMPARIM YHARCTOITY BN BIPROrD

Uipewoacira Poccom B I B

.~

GdeDiplom
'“.V_l,v 08
8 Mocrad U Apyaur JopodT

ApxuBHasI KOTIUSI — JOKYMEHT, BOCIIPOU3BOSAIINI TEKCT UM M300paKEHUE apXUBHOTO
JIOKYMEHTA, C YKa3aHUEM €ro IOUCKOBBIX TaHHBIX.

ApxuBHas BBIIUCKA — JOKYMEHT, IOCJIOBHO BOCITPOU3BOSIINI YaCTh TEKCTa ApXUBHOTO
JIOKYMEHTa, OTHOCSILYIOCS K ONpPEIEICeHHOMY BOIpOCy, (akTy WM ULy, C YyKa3aHHEM
MOMCKOBBIX JIAHHBIX JTOKYMEHTA.
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Npunoxenue 2

Mpumep opopmaeHHa apXUBHON BbINHCKH
OTKPbLITOE AKUMOHEPHOE OBLUECTBO NIO. Cummnybinon
“MbITULLUHCKUIA XNONOK" yn. Crpoutenen, 4. 8, k6. 115,
ApXHBHAA BHINKUCKA Mockosckan obnacry,

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

r. Mocksa

W3 NPUKaza o1 24.07.75 N2 62-K anpexropa
MBTUULIMHCKOTO XNONUATOOYMAXKHOrO KOMOKHATA

B LenaxX NOBLULEHUA TBOPUECKON AKTHBHOCTH PABOUNX OCHOBHBIX NPOGECCHi, BHIABNEHNA W Pac-
NPOCTPAHEHUA BLICOKONPOMIBOANTENLHBIX METOROB PAboThl Ha KOMOMHATE NPOBOANNCA KOMKYPC
patouero MacTepcTsa No NPAAUALUIMLAM M TKAUaM (Tak B JOKYMeHTe), B COOTBRTCTBMM C YTBEPXAeH-
HBIMM YCNOBHAMKM NO NPOBEIEHMIO KOHKYPCA, NPUKA3BIBAK:

1. Npemuposats NnobeanTenen KOHKYPCa patouero MacTepcTsa, 3aHRBWKX NPU30BLIS MEeCTa:

4., Cummybiny 110, - npagnunbivuy - 3-e mecro.

AuperTop KombnHata @ o H.A. @omnues
COrnacoBalo ¢ NPOGKOMOM k/ ?5# 0.B. Xapnamoga
OcHosanue: on. 2 n/c, 4. 103, 0. 57

Bepmo:

lenepanbunin AupexTop oblyecTea %4 11‘ KA. Kpenertos

Nyzavesa MobGoes NleonudosHa
345-78-56

ApXUBHBIE CITPaBKH, BBIITUCKHA M KOIUH BBIAIOTCS HA OCHOBAaHWHU MHUCHMEHHOTO 3ammpoca
(U3NIECKOTO MM FOPUANIECKOTO JINIA, KOTOPBIN JIOIKEH COJepKaTh HanMEeHOBaHUE (M aapec
IpH TIEPEChUIKE) OpraHu3aluu (apXuBa), KOTOPOH OHHU aJpecOoBaHbI; M3JOKEHHE CYIIECTBa
BOIpOca; GaMUIIHIO, UMS U OTYECTBO OOPAIIAIOIIETOCS; €T0 aJpec, KOHTAKTHBIC TeIe(hOHBI;, 1aTy
U JIMYHYIO MOAMKCH. B 3ampoce, copepikaiieM Ipocs0y 0 MOATBEPKACHUH TPYJOBOTO CTaXa MU
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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lMpunoxeHue 3

MpumepHan popma XypHana pericTpai BbIAAHHLIX CNPABOK, KON, BLINKCOK

KYPHAN
perncrpauiu BblaHHbIX CNPaBok, KOﬂHﬁ, BbINUCOK
Haszsanue Rara
Raran BLIAANHOrO | o . Pacnucka
™ AsTop 3anpoca, perncrpa- Copep- AOKYMeHTA :uonm:ﬁ 8 nony- Npume-
nex. N9, para, UMOMMBIA Mamue (konwua, yennn
n/n HOMep qanue
aapec, renedon HOoMep sanpoca BLINMCKA, | o Horo | MM AATA
3anpoca cnpaexa A OTNPABKH
" np" AOKyMeHTa
1 2 3 4 5 6 7 8

OOpameHust TpakgaH, B KOTOPBIX OTCYTCTBYIOT (aMWinu, aapeca ¥ TOIIHCH
oOpalarImuxcs, CYNTAIOTCd aHOHUMHBIMH U HE M0JUIeKaT PACCMOTPEHHUIO.

B ciydae ecnu B oOpaieHnn npeAcTaBiIeHa HEeroHas HHQOpMAIHs O 3arpaniBacMbIX
CBEJICHUSX (HampUMep, He yKa3aHO CTPYKTYpPHOE IOJpa3/ieieHre WK 3a Kakue rojibl Tpedyercs
NOJTBEPXKJIEHUE O TPYIOBOM CTaxke, 3apabOTHOM Ijare W Jp.), apXUB 00s3aH 3alpOCUTh Y
3asBUTEJIS JOIOJIHUTENIbHBIE CBEICHUS.

CpoOK UCTIOHEHUS 3alpOCOB COLMAIBHO-TIPABOBOTO XapaKTepa IPayKaaH M OpraHU3aIUi
0 IOKyMEHTaM apXuBa He JOJDKEH mpeBblmaTh 30 aHel co AHA peructpanuu odpamenus. Ipu
CJIOKHBIX 3aMpocax CPOK MOXKET OBITh MPOJIJIEH, HO He Oosee yeM Ha 30 aHeH, ¢ 00s3aTeTbHBIM
yBEJIOMJICHHEM 00 3TOM 3asiBUTEJNS.

B cnydae nmoctymuieHus B apxuB HENpo(UIBLHOTO 3ampoca (He M0 Ha3HAYEeHMIO) 3aIpoc
NEePechUTIaeTCs O MPUHAUIEKHOCTH B JAPYrHMe OpraHU3alMd UM apXHBBI B S5-IHEBHBIA CPOK C
MOMEHTa 00paIeH s, 0 YeM JOBOJIUTCS IO CBEICHUS 3asBUTEIIS.

ApXUBHBIE CIIPAaBKU COCTABIIAIOTCS HA OCHOBAHUU JIOKYMEHTOB, XPaHSIIIUXCS B apXUBE.
Ecnmu mpu wcnomHeHMu 3ampoca OBUIM HCIOJB30BAHBI HE3aBEPEHHBIE IOKYMEHTBI, TO 3TO
OroBapHBaeTCsi B TEKCTE€ CHpPaBKMU (Hampumep, «He3aBepeHHas Komus»). Eciu B nokymeHTe
(HampuMep, MpHKa3e) OTCYTCTBYET MOAMKCH PYKOBOJIMTEINS OpPraHM3allMU WM JaTa U HOMEp
NpHKa3a, TO BCE 3TO TAK)KE€ OTOBAPUBAETCS B TEKCTE CIIPABKHU.

[Ipu orcyTcTBUM B apXuBe JOKYMEHTOB, COJEPIKAIIUX CBEACHUS IO 3alpaliniBaeMOMy
BOIIpOCY (HarpuMep, o J1aTe 00pa30BaHMs OpraHU3alluK ), apXUBHAs CIIPaBKa MOXKET ObITh BhIZJaHA
[0 XPaHSIIIUMCS B apXHWBE NEUaTHBIM MaTepuaiaM, OTHOCSIIAMCS K MPEeIMETy oOpalieHus, ¢
TOYHBIM M MTOJTHBIM YKa3aHUEM HUCTOYHHKA.

B apxuBHYyI0 cripaBKy 0 MOJATBEPKIACHUH TPYIAOBOTO CTa)Ka BKIFOYAIOTCS JAHHBIC TOIBKO
3a TO BpeMs, 3a KOTOpOE MMEIOTCS CBEJeHHs B JOKyMeHTax apxuBa. [Ipu 3Tom ykasbpiBaeTcs
TOYHOE Ha3BaHWE JIOJHDKHOCTH, KOTOPYIO 3aHHMMal 3asBUTENb, W TIEPHOA €ro paboThl B 3TOU
JOJKHOCTH.

Hmeromuecss B JUYHBIX Jelax JHCTKH 10 Y4YETy KaapoB, aHKEThI, aBToOMorpadwwm,
COOCTBEHHOPYYHO COCTABJICHHBIE 3asBUTEIEM, Ha KOTOPBIX OTCYTCTBYIOT OTMETKU O NPOBEPKE
UMEIOINXCS B HUX CBEJCHHWI HAa OCHOBAHWH TIPEICTABJICHHBIX TOJIUHHBIX JOKYMEHTOB WU
CIPaBOK, HE MOT'YT CIy’)KUTh OCHOBAaHUEM JUI BbIIaUM apXUBHBIX CIIPABOK O TPYAOBOM CTaxe.
[Tpy HEOOXOIMMOCTH cOZlEepKAILUECs B HUX CBEACHUS IMCbMEHHO COOOLIAI0TCS 3asBUTEITIO.

B kauecTBe JOKYMEHTOB, OATBEPKIAIOIIMX TPYAOBOW CTaX, IJIs1 COCTABICHUS CIIPABKH
IpU OTCYTCTBUM IPHUKA30B IO JHMYHOMY COCTaBy MOTYT OBITh HCIOJIB30BaHbl MPHKa3bl 110
OCHOBHOMH JI€SITEJIbHOCTH, JIMIIEBbIE CUYETa 110 3apabOTHOM TUIaTe.

B cnpaBky a5 Ha3HauUSHMsI MIIM ITepepacyeTa NEHCUH BKIIIOYAIOTCS CBEACHUS B MOPSIIKE,
OTIpeNieNIIEMOM OPTaHOM, OCYILECTBIISIOLINM ITEHCHOHHOE 00eCcIIeYeHne rpax/iaH.
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Pa3zmep 3apaboTHOI miaThl yKas3bIBaeTCsl B CIPaBKE B COOTBETCTBHH C MAacIITaOOM IIEH,
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
nperenax roxaa. Pacder cpenHeMEecSYHOrO M CPEOHEr0JIOBOTO 3apaboTKa apXHBOM HE
IIPOU3BOJUTCSL.

[Ipr OTCYTCTBMHM JOKYMEHTOB O 3apa0OTHOW IuIaTe MOJDKHOCTHOM OKJIAJ MOXKET OBITh
YCTaHOBJIEH HA OCHOBAaHMU LITATHOIO PACHUCAaHUs OPraHM3aliy 32 COOTBETCTBYIOIIMI MEpUO,
JpYrH€ BBIIUIATBI — Ha OCHOBaHWM IPUKA30B 110 JIMYHOMY COCTaBy WJIM II0 OCHOBHOM
JIeATEIbHOCTH.

B cmpaBky o moxarBepkaeHHWU (DAKTOB IMOJYYEHHS TPABMbI, HECUACTHOTO Clly4yas Ha
MIPOU3BOJICTBE BKJIIOYAIOTCS CBEIEHUSA, COJEpKAIMecs B AaKTaX O HECYACTHBIX CIydasx,
CBS3aHHBIX C IIPOU3BOJICTBOM, KHUTI'AX Y4€Ta HECUACTHBIX CIy4YaeB 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 JOKYMEHTaX, U B cllydyae 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
opraamuzanusax» ot 07.09.2015 r. apxuBHbIe cripaBKu 0(OPMIISIOTCS 110 YCTAHOBJICHHON opme Ha
OyaHKe apXMBHOW CHPaBKH WM OOIIeM OJIaHKe OpraHW3alyd, W3TOTOBIECHHBIX TUHOTPa(CKUM
CIocoooM.

W3bsatue nogmmHHuka. B coorBerctBum ¢ IlpaBwiiaMm oOpraHu3anuu  XpaHEHUs,
KOMIUICKTOBAaHUS, Y4€Ta M UCIOJIb30BaHUS JIOKYMEHTOB AapXHBHOrO (OHAA POCCHICKON
denepanuu U Ipyrux apXMBHBIX JOKYMEHTOB B FOCYAAapCTBEHHBIX OpraHax, OpraHax MECTHOTO
camoymnpasiieHus U opranuzauusax oT 07.09.2015 r. gomyckaercsi U3bSATHE apXMBHBIX JI€T U
Bbllaya BJAJEIblaM WIM MX POJCTBEHHUKAM TIOMJIMHHBIX JIMYHBIX JTOKYMEHTOB: TPYIOBBIX
KHUXKEK, CBUJETENbCTB 00 OKOHYAHMU Y4eOHBIX 3aBelIEeHHH, aTTecTaToB 00 0O0pa3oBaHUM,
ynoctoBepeHuil U T. 1. IlognuHHBIE JUYHBIE JOKYMEHTHI BBIIAIOTCS 3asBUTENSAM IO HX
IIMCBbMEHHBIM 3aIIpOCaM € pa3pelleHUs PYKOBOIUTENSI OpraHM3aluu NoJa pacnucky. Ilpu stom
3asiBUTEIIb 00s513aH MPEABbABUTD MMACIIOPT UM MHOW JIOKYMEHT, MOATBEPKAAIOIMINN €r0 JINYHOCTb.
B cnydae obOpaiienus 3a TOKyMEHTaMU POJCTBEHHOTO JIMIIA OHO TaKXke 00s3aHO MpeACTaBUThH
JIOKYMEHTBI, TOJATBEP)KIAIOIINE CTENEeHb pPOJACTBa. J[OBEpEeHHOMY JMIly BBIJAIOTCS Ha PYKHU
MOJIJIMHHBIE TOKYMEHTHI HA OCHOBAaHMM HOTAPUAJILHO 3aBEPEHHON JTOBEPEHHOCTH.

Ha mecTto u3BsATOro AOKyMEHTa B J€JI0 TOMEMIAETCs CIpaBKa O €ro BblAaue, KOMUS
BBIJJAHHOTO JIOKYMEHTa, a B YYETHBIX JOKyMEHTax (OMHCH) JENaroTcsi OTMETKH 00 H3BSATHH,
YKa3bIBAIOTCS HOMEp, JlaTa W Ha3BaHHE JOKyMEHTa - OCHOBaHUS ISl U3bATHS (3asBIEHUE,
3arpoc), a TAK)Ke paclucKa MoIyqaress J0KyMeHTa.

[TosryyaTenb MOATUHHOTO JUYHOTO TOKYMEHTa JOJDKEH PAcIUCcaThCs Ha 000pOTe KONMUU
JMYHOTO JOKYMEHTA, OCTAIOIIENCs B apXuBe opranu3auuu. [Ipy 3ToM B pacnucke yKa3bIBarOTCs
€ro NacrnopTHbHIE IaHHBIE.

B cootBercTBUM ¢ 3akoHOAaTeNbCcTBOM P® opranamu npaBomnopsiika U3 apXuBa TaKkKe
MOTYT OBITh U3BATHI MOAJIMHHBIE APXUBHBIE IOKYMEHTHI.

B »TOM ciyuae Ha MeCTO U3BATOTO JOKYMEHTA B JIEJIO TIOMEUIAeTCs CIpaBKa O Bbla4ye U
CHSITasl C HEro Komus. B y4eTHBIX apXMBHBIX JOKYMEHTaX OTMETKa 00 M3BSATHH, YKa3bIBAIOTCS
HOMED, J1aTa U Ha3BaHHE JIOKYMEHTa - OCHOBAHMS JJI U3BIATHS, a TAKXKE paclucKa Mojydaress
JIOKyMeHTa (TTpu TUYHOU niepenaye). B nanpHelineM paboTHUKH apXHBa 00€CIIeYnBaIOT KOHTPOJIb
BO3BpaTa U3bSTHIX JOKYMEHTOB.

B cootBeTrcTBUU cO cT. 12 3akoHa 00 apXUBHOM JIeJI€ U3BATHE APXUBHBIX JOKYMEHTOB, HE
IPEIYCMOTPEHHBIX (ellepalbHbIMUA 3aKOHAMH, 3aIPEIIaeTCsl.

[ena BpIIarOTCS U3 XpAHWINLL!
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a) JUIs UCTIOJIb30BaHUs paOOTHUKAMU OpPTaHU3alNH;

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 IPOBECHUSI CTPAXOBOT'O KOIMMPOBAHUS U CIIEUATIBHON 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 3aJ1€

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 oopmMisieTcs CleayIIMA J0KyMEHTaMH:

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 KONUPOBAHWUIO M pecTaBpaLmm
JOKYMEHTOB.

Bpltaya JOKyMEHTOB M3 XpaHUJIMIIA PETUCTPUPYETCS B KHHUIax BbIJA4YM JOKYMEHTOB.
HcnonHenHble 3aka3bl  (TpeOOBaHUS) HCCie[oBaTeNliell  XpaHATCS B JIMYHBIX  Jejax
ucclleIoBaTesneii, a Bce MpoYHe - O UCTEYEHMs] CPOKOB MX XpaHEHHs. 3akasbl (TpeOoBaHUsA)
1es1eco00pa3HO XPaHUTh /10 MPOBECHUS TPOBEPKH HAIWYMSI U COCTOSHUS JIEI.

Briaga men Bo BpeMEHHOE TOJB30BaHUE B JIPYTHE OPraHMU3alUu OQOPMIISIETCS aKTOM,
KOTOPBII COCTaBIISETCS B ABYX IK3EMIUIIpaX, OAMH UX KOTOPBIX OCTAETCs B apXMBE OPraHU3aIIH,
Ipyrol BblAAeTCA MOJy4aTento. AKT MOJNUCHIBAETCS PYKOBOJUTENEM OpTraHU3alllH,
nepefamlel aena, M PYKOBOAUTENIEM OpraHU3alMU-TIONyYaTess: MOJMHCH CKpPEIUISIoTCS
repOOBBIMU TIeuaTsiMH opraHuzaiuii. [locie Bo3BpamieHHs 7enm B JIBYX OSK3EMIUISIPAaX aKTa
JieNlaeTcs COOTBETCTBYIOLIAsi OTMETKA: OJMH SK3EMIUISp OCTAeTCsl B OpraHU3allMM-TIoNIydaTese,
JpYyToii XpaHUTCS B eje (GOHIa B apXUBE OPTaHU3AIMH, BBIJABABIIEM JIEIa.

HanpaBnenue Ha CTpaxoBOe€ KONUPOBaHME, PpECTaBpalMio, MeperuieT odopmisercs
3aKa30M. 3aka3z opOpMIISIETCS B apXHWBE OpPraHU3aIlH 10 (OopMe aKTa O BBIade BO BPEMEHHOE
MOJIb30BaHKE IPYrOi OpraHu3alHH.

Jlena BbIatoTCA U3 XpaHWIMILA JJIS1 UCTIOIB30BAHUS U TPOBEAEHUS padOT MO CTPaXOBOMY
KOIMPOBAHUIO, PECTaBpaIlUy, NEPEIIeTy TOIbKO B 00paboTanHoM Buje. Ilepen Boiaaueit nen us
XpaHWININA TPOBEPSETCS COOTBETCTBHE IMHMdpa M 3arojioBKa jejia Ha o0Noxke mudpy u
3aroJIOBKY JieJia B ONMCH; NEpe BblJaueil U MpH BO3BPALICHUU JIEJI B XpAaHUJIHUILE TPOBEPSIOTCS
HyMepaIus JJUCTOB U COCTOSTHHE JIOKyMEHTOB Ka)KJI0TO BBIZIAHHOTO Aema. Kaxknoe BegaBaeMoe u3
XpaHWINIIA JAEJI0 JOJDKHO UMETh JIMCT MCIIOJIb30BaHMS.

[lpr BBImaue pgen W3 XpaHWIHMIIA HAa MECTO BBUIAHHOTO Jefla IIO/KJIAIBIBACTCS
KapTa-3aMeCcTUTElb, B KOTOPOH YKa3bIBaeTCs HOMEp Jejia, HOMep OmnHcH, HoMep QoHAa, Korjaa u
KOMY BBIJIaHO JIEJIO, JaTa ero BO3BpaTa U MOAINUCH COTPYIHMKA, BBIJABILIETO J€J10, C YKa3aHHEeM
noixHocTU. [Ipu Bo3BpalieHnH Jiefia B XpaHUJIHILE KapTa-3aMecTUTeNNb n3biMaeTcs. CocTosHue
ACJI, BO3BpAIlaCMbIX B dApXUB ITOCJIC UCIIOJB30BaAHUA, NOJIKHO 6I>ITB MMPOBCPCHO B IMMPUCYTCTBUU
JIUIIa, BO3BPALIAIOIIETO JTOKYMEHTHI.

[Tpu oOHApYyKEHUU HENOCTAYH JIeJ WK OTJCIBHBIX TUCTOB B HUX, & TAKXKE MOBPEKICHUI
Jel U JOKYMEHTOB COTPYAHHKAMHU apXHMBa COCTABISETCS aKT B JBYX SK3EMIULSIpax, OJUH U3
KOTOPBIX NPCACTABIIACTCA UCCICAOBATCIIO YUTAJIBHOTIO 3ajla UJIM PYKOBOJHUTCIIIO OpraHU3alinu,
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WCIIOJIb30BABIIECH JTOKYMEHTHI, JUIsl NPHUBJICUEHUS] BUHOBHBIX K OTBETCTBEHHOCTH, BTOPOHM -
OCTaeTcs B apXUBeE.

[Ipu mepemenieHUn TOKYMEHTOB 3a MIpeesiaMH apXuBa JOJDKHBI COONIIOIATHCS MEpHI
IPEJOCTOPOKHOCTH, HAJEKHO oOecreynBarolue HUX coxpaHHocTb. Ilpu TpaHcnopTupoBke
JIOKYMEHTOB COOJIIOIat0TCS MEPHI TI0 OXpaHE U 3aIIUTE UX OT BO3ACUCTBUS BPEIHBIX (PAaKTOPOB
OKpY’Karollel cpenbl IMyTeM HNPUMEHEHMs CIELUAIbHBIX BHUJOB YIAKOBOK, 00ECHEUMBAIOLIMX
3alUTy JOKYMEHTOB OT OCaJKOB, CBETA, MEXAHUUYECKUX ITOBPEXKICHUI.

Tema 3. Inexmponnsvie apxuevl NO TUYHOMY COCABY

B Hacrosmee Bpemsi HamOoisiee aKTyaJdbHBIM BBICTYIIA€T BOIPOC OO0 3JICKTPOHHOM
XpaHEHUH apXUBOB I10 JINYHOMY COCTaBY.

OcHosHbie npobiembl, 803HUKAIOWUE NPU pabome ¢ OYMANCHbIM aAPXUBOM

1. OnepaTMBHbIN J0CTyn K BymMaxHOMY apxmBy A0BOJIbHO 3aTpyaHuTENeH. Bpems oTeeToB
Ha 3anpocbl K AaHHbIM apXxvMBa COCTaBAAET OT OAHOFO A0 HECKO/bKMX AHel. PaboTHMKam apxumsa
[0BOJIbHO C/IOXHO 06pabaTbiBaTb BPY4YHYIO 60/bLIOE KOJIMYECTBO 3ampoCOB, MHOTME W3 KOTOPbIX
[0BOJIbHO C/IOXKHbI M TPEBYIOT 414 NONYyYEeHUA OTBETA UCNO/Ib30BaHME H0/bLIOrO KOIMYecTBa gern.

2. Pabota c BymaKHbIM [OKYMEHTOM BO3MOXHA OLHOBPEMEHHO /MMUWb A1 OAHOro
YyesioBeEKa, YTO CO34aeT HeyA06CTBO NpU pPaboTe C aKTUBHO UCMO/Ib3yeMbIMU SOKYMEHTaMM.

3. JOKYMEHT MOXHO /Ierko MoTepATb NpU MNOMELLEHWM He B To geno 6narogaps
«yesioBeyeckomy dakTopy».

4, ApXuB He 3alMLLEH OT MOXKapPOoB U NPoYNX GOPC-MarKOPOB.

5. CTapble AOKYMEHTbl He 061a4at0T AOJIKHbIM KauyeCTBOM M MMM CNOXHO NOAb30BaThCA

BBUAY BETXOCTU, HOBblE AOKYMEHTbI HE A0/21ITOBEYHbI, MO NPUYNHE TOIo 4YTO 6bICTp0 M3HallKnBakTCA.

Pemenniem naHHbIX MpoOJIEeM SIBISETCS CO3/IaHUE JIEKTPOHHOTO apXHBa JOKYMEHTOB I10
JUYHOMY COCTaBy oOpraHuszanuu. MHpopmamus, XpaHsmasicss B JaHHOM apXUBE I03BOJUT
MOJTy4aTh CHOPABKY MO TPYAOBOH AEATEIHLHOCTH KaXKIOTO COTPYAHHKA, B TOM YHclie 00 ypOBHE
3apa0OTHOM TMUIaThl, CTaxke paboOThl, paznuuHble Oubmuorpaduueckue naHHeble. Bes orta
uH(popMalisg MOATBEpKIaeTcs OyMaXHBIMU JOKYMEHTamMHu apxuBa. [lpu HeoOxoaumocTH,
BJIGKTI)OHHI)II\/'I ApXUB MOXKCT XpPaHUTH OHI/I(l)pOBaHHI)IC KOIMMK OCHOBHBIX HOOKYMCHTOB II0
JEeSTENIbHOCTH pabOTHHKA.

[IpeumymiectBa, mosydaeMbie OT BHEAPEHHUS PJIEKTPOHHOTO apXUBa MO JIMNYHOMY COCTaBY:

1. MpocToit 1 BbICTPLIN AOCTYN K LOKYMEHTY 1l060ro CoTpyAHMKa apx1Ba B Ntoboe Bpems.

2. ByMarKHbI apXMB OCTaeTCA HETPOHYTbIM, YTO MO3BO/IAET COXPaAHATb €ro 3HauyMuTesbHO
fonble (0cobo xopolwo 3TOT addeKT byaeT 3ameTeH AN OOKYMEHTOB, TPebylowmx AO0ATOCPOYHOro
XpaHeHus).

3. [OKYMEHT 3alLMLLEH OT USMEHEHWIA, YTO rapaHTUPYET NOAHOTY MHPOPMALMUK.

4, PocT ckopocTi 06paboTKM 3aMpOCOB K apxXmMBy M YMEHbLUEHME BPEMEHM Ha MOydYeHue
apXMBHOW CNPaBKMU.

5. KOHTpONb CPOKa XpaHeHWs B 3aBUCMMOCTM OT TWUMA LOKYMEHTa U MHOOPMMUpPOBAHME
apXMBApPUYCOB O HEOHX0AMMOCTM 06PABOTKMN LOKYMEHTOB, TPEOYIOWMX YHUUTOKEHUS.

6. PesepBHOE KOMWpOBaHWE JaHHbIX 3aWWTUT  Ball  3/IEKTPOHHbLIM  apxuMB  OT

dopc-maxkopos.

Hanpumep, ¢upma «OneKTpoHHBIN apXuB YKpauHb» HMeeT cienyromuil onbit. [lo
QHAIN3Y CIEIUAINCTOB aKTyaJIbHOCTh BHEAPEHUS 21€KMPOHHO20 aAPXUa No JUYHOMY COCMABY
oOycnaBnuBaeTcsl KaK 4YacTOTOM 3alpocoB KaJpOBOW JIOKYMEHTAllMM, TaK M JIOCTaTOYHO
IPOIOJDKUTEIBHBIM CPOKOM XPAaHEHUS 3TOr0 BUAA JOKYMEHTOB (10 75 Jer).

Komnanuss DJIAY paspabGoTana 3JIE€KTpPOHHBIM apXUB IO JMYHOMY COCTaBy JUIS
IIPOMBIIIIIEHHOTO IPEAIPUSTHS, B COCTaBE KOTOPOI'O0 HAXOAUTHCS 3 IIAXTHI, a IITaT COTPYJHUKOB
konebsercs ot 3500 1o 5000 pabotuukos. [Ipennpustue byakuuonupyer ¢ 1973 rona.

3aka3uuk o0OpaTWiCs C 3almpoCOM O CO30aHUU DNIeKMPOHHO20 apXusa KaapoBOU
JOKYMEHTAIlUH, ejas COKpaTHUTh BpeMs Ha IOJrOTOBKY CIpPaBOK IO 3apa0OTHOM Iuiate,
TPYZAOBOMY CTaXy, OATBEPKICHUIO JIbIOT YBOJIEHHBIX COTPYIHUKOB. BBy OonbplIOro mrara u
cneuu(UKu  JESITENbHOCTH  HpEeanpusaTHs  (HaJIu4yue  JOKyMEHTaluH, (UKCHUpYrolen
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IPOM3BOJICTBEHHO-TPYAOBOM TpaBMaTH3M, MOJATBEpKIAloIeld paboTy deloBeKa B YCIOBHSIX
BPEIHOTO MPOU3BOCTBA, JAIOIIETO MPABO Ha JIbIOTHI) 00paboTKa 3apoOCcOB, KOTOPBIX MOCTYIATI0
nopsika 200 B Mecsitr, npu padoTe ¢ OyMakKHbIM apXUBOM ObLIa TPYJOEMKOH U BpeMs3aTpaTHOM.

Oranbl CcO3JaHMUS  DJIEKTPOHHOTO apxuBa. BpipaboTaB KOHKpPETHOE U JI€TAIbHOE
TEXHUUYECKOE 3a/1aHue C 3aKa3YMKOM I10 BHEJIPEHUIO 21eKMPOHHO20 apXuead 10 JTMYHOMY COCTaBY,
koMaHna «QJIAY» npuctynuna k peanuszanuu npoekrta. [ JOCTHKEHHs ONTHUMAalbHOIO U
HauboJsee KAUeCTBEHHOI'O Pe3yJibTaTa Ha JTalle CKAaHUPOBAHUS IOKYMEHTALlUHU, [IPEIBAPUTEIILHO
OblTa MPOM3BEICHA pacimBKa (¢ mocieayromei cimmBkoi) 2 190 men; ommdporano 605 000
crpanui. J{ns ynoOcTBa U MPOCTOTH pabOTHI YKE C 3JICKTPOHHBIM 0a3MCOM TOKYMEHTAllMH, Ha
NpeANpUITHH OblJla YCTAaHOBJICHA CHCTeMa 3J1eKTpoHHOro apxusa Folium (pa3paGoTaHHbIi
CHEIUAJINCTaMU KOMIIAHUM «OJIEKTPOHHBIE apXWBbl YKpauHbl» MPOrPAaMMHBIA MPOAYKT,
MO3BOJIAIOIINN OPraHU30BaATh U CTPYKTYPUPOBATH OLIM(PPOBAHHBIE APXUBHBIE JOKYMEHTHI).

PaboTa mo ckaHMpPOBAaHUIO KaJPOBOW JOKYMEHTAIMEH MpeanpusaThs Oblia 00yclioBieHa
PSAAOM OCOOEHHOCTEI:

- onudporke moananamu nena nepuoaoB 1973 — 2013 rr., 30 % U3 KOTOPHIX OBUIH B
OUYEHb BETXOM COCTOSIHHH;

- CYILIECTBEHHAas 4acThb JOKYMEHTAallMM HMeJa pYKONMCHBIH M HCUYE3aI0LIUN
MaIIMHOMUCHBIA TEKCT

- paboTa 1O MPOEKTY OCYIIECTBISLIACH B 2 CMEHBI, HA TEPPUTOPHH 3aKa3uuKka paboTana
MOOWIIbHAs Opurazaa.

Pe3ynbrarel BHEIPEHUS 3JIEKTPOHHOTO apXHBa:

DNEeKTPOHHBIA apXWB MO3BOJIMJI: CHU3UTH TPYyH03aTpaThl Ha TOUCK M OQOpMIICHHE
UHpOpPMALIMKU TI0 3alpocaM B apXuB B 24 pasa; BBIBECTH U3 MOCTOSTHHOTO OOWMXOJa OPUTHHAIBI
OyMaxXHBIX JTOKYMEHTOB (00€CleYyrMB HMX COXPaHHOCTb OT IMOTEpPH, IMOPYH, YMBIIUIEHHOTO
peAAKTUPOBAHUS U T.11.).

PerynsapHbele wucciienoBaHMs, NPOBOIALIMECS B YKpPauHe, CBUACTEIbCTBYIOT, UTO
OOJIBIIMHCTBO MOJIb30BATENEH BBIACISIOT TaKue MpeuMyllecTBa 0e30yMakHbIX TEXHOJOTUHN KaK:
9KOHOMUSL 8PeMeHU COMPYOHUKO8, CPeOCm8 npeonpusmuil, noevlulenue 3¢pgexmusHocmu
pabomwi, U 803MOAHCHOCHL COBMECMHOL pabOmMbl ¢ OOKYMEHMAMU.

DONEeKTPOHHBIA apXWB — TrapaHT oOecleYeHHs MOJHOLEHHOTO YyueTa W XpaHEHUs
JTOKYMEHTOB mpenmnpusatus. Co3laHue cTpaxoBoro (GpoHJa y4yeTHOW TOKYMEHTaluu (3aluTa OT
noXkapa, yTparbl, XuIeHus, nopuu). CokpallleHHe KOJIMYEeCTBAa YYETHBIX JOKYMEHTOB Ha
OyMa)XHBIX HOCUTENSIX (HampuMep, WHBEHTapHble KHUTH, omucH). ObecrieyeHre COXpaHHOCTU
CTapbIX, PEIKUX U 0COO0 IIEHHBIX JOKYMEHTOB (MCIIOJIb30BaHHE KOTOPBIX B OyMaKHOM BHJIE
MPUBOJIUT K BETXOCTHU U MOCIEAYIOIIEMY YHUUYTOXEHHUIO JOKYMEHTa — PeJIKHe KHUTH, apXUBHbIE
nena). Opranuzanusi XpaHeHHs 3JEKTPOHHBIX JOKYMEHTOB B KOMIAKTHOM Buze. [lomyuenue
HEOTPaHMYEHHOTO YMCIIa KOMUN JOKYMEHTOB B OYMaXHOM U 3JIEKTPOHHOM BUJE O6€3 oOpaleHus
K OyMa)XHOMY OpUTHHAJy (Hampumep, A BbIJAUM IO 3ampocaM TIpa)<aaH, A OTIPaBKH B
MOJOTUETHBIE mojpa3zaeieHus). OOecnedyeHrss BO3MOXKHOCTU JIOJITOCPOYHOTO  XPaHEHUs
JIOKYMEHTOB M JIOCTyIIa K HUM.

DNEeKTPOHHBIN apXUB — CPEACTBO ONTUMHU3ALNN PaOOThI C TOKYMEHTaMHU Ha IPEINPUSITHH.
Opranu3anus OJHOBPEMEHHOM paboThl C  3JEKTPOHHBIMM JOKYMEHTaMH HECKOJIBbKHX
nosib30BatTesieil. Pasrpanndenne mpaB AocTymna moJib3oBaTeneit k uHdopmanuu. ObecrniedeHne
uHpopMannoHHON Oe3onmacHocTH. CoKpalleHHe BpeMEHH OOpabdOTKH 3ampocoB, TOUCK
uHpopMalMu. YBEIWYEHHE OINEepaTUBHOCTU JocTyna K uHpopmanuu. OOGecrnieueHue
OTIEPAaTUBHOTO MIOMCKA U IOCTYTIA K JOKYMEHTaM CTPaxoBOro (hoH/1a TOKYMEHTALUU B KPU3HCHBIX
cutyanusax. Co3gaHue NIMPOKHUX BO3MOXKHOCTEN MyOJIMYHOTO AOCTYIA K apXUBHBIM JOKYMEHTaM
HCTOPUYECKOI0, KYJIbTYPHOI'O M HAYYHOI'O HaclIeausl.

Pezynomam ucnonvzosanus 2.1eKmpoHHO20 ApXU6a 8blpANCAEMC 8:

1. MoBbILEHNM YPOBHA MHPOPMALMOHHOrO obecneyeHnn HaceneHus.
2 MoBbILEHNM YPOBHA KayecTBa NPUHATUA peLleHui.

3. MCKNIOYEHUN PUCKA, CBA3AHHOTO C «4e10BEYECKMM PaKTOPOM».

4 MpeemcTBEHHOCTU NOKO/IEHWIA CNeunanncTos.
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5. DKoHOMUU OPUCHBIX NaoLWAael AN XpaHEHUA JOKYMEHTOB.

6. CoKpalweHun pacxodoB Ha COAEeprKaHWe wWTata COTpyAHWMKoB, paboTalowmx c
6YMaXKHbIMM N 9NEKTPOHHBIMW JOKYMEHTaMM.

7. Mpo3payHOCTM COCTOAHUA Aen B puananax n yaaneHHolx opucax.

8. Mcnonb30BaHMM 3NEKTPOHHOTO apXxMBa KaK HeMaTepUasibHOro aKTMBa MpWU Mpoaake

NpeanpuATUA, CAMAHUAX U NorAoWeHUAX (0CObeHHO aKkTyaibHO A1 NPOMbILLNEHHOCTU, HedTe/razoBoro
KOMMIEKca, KOraa B [AOKYMEHTaX COAEPXaTcA CBEAEHWA ANA CTpaTerMyeckoro mniaHWMpPOBaHWUS,
Hanpumep, pesybTaTbl FE0I0MMYECKON Pa3BeAKN MECTOPOXKAEHWUM, YEPTEKN KOHCTPYKLUNIA CaMOJIeTOB,
nT.a.).

9. BbicTpom nogbope M NoUCKe AOKYMEHTOB B SKCTPEHHbIX CUTyaLMAX.

Bo3moxxnoctu mnpoeaenuss HUOKP (Toabko WM3y4uB NPEBIIYIIMA ONBIT HAYYHBIX
MCCJIEJOBAHUM, MO’KHO YCIIEIIIHO ABUIaThCS BIIEPEN).

BHenpenue cucTeMsl 3JIEKTPOHHOTO apXHBa JOKYMEHTOB 10 JIMYHOMY COCTaBY ITO3BOJISIET
B 3HAUUTEJIbHOM CTENEHU ONTHMHU3MPOBATh M YHPOCTUTH pabOTy KaJIpOBHKA. DJIEKTPOHHBIN
apXxuB BBICBOOOXk/1aeT 0(UCHOE MPOCTPAHCTBO OT HAKONMUBIIUXCSA JOKYMEHTOB U 00ecreunBaeT
3amty  uHbopMmammu  Ojaromaps — CO3JaHHMIO  pe3epBHbIX  komuil.  Kpome  Toro,
CHUCTEMaTU3MpPOBAaHHAsl 3JIEKTPOHHAs 0a3a JaHHBIX [MOMOIAaeT COTPYAHMKY KaJIpOBOM CIIy>KObI
OTIEPATUBHO HAXOAWTH HYXHYIO WH(POPMAIMIO, MTHOBEHHO MOAOMPATh JOKYMEHTHI, OTIIPABIISS
UX I10 3JIEKTPOHHOM 1104Te, U T. 1.

Pabora ¢ JoKkyMeHTamMH 10 JTUYHOMY COCTaBY TpeOyeT, 4TOObI KaAPOBHK 3HAI HE TOJIBKO
TPYAOBOE 3aKOHOJATENBCTBO U MOPAJOK AEIONPOU3BOICTBA, HO U OCHOBHBIC IIPAaBUIIA XPAHECHHUS,
o0paboTkn u mepemaun Oymar Ha apxuBHOE XpaHeHHWe. Haanekarnee BBIOJHEHHE STHX
o0s13aHHOCTEH CBA3aHO ¢ OOJIBIIMMU BPEMEHHBIMH 3aTPAaTaMH, YTO MPENATCTBYET BBIMOJIHEHUIO
NEPBOCTENIEHHBIX KaJpOBbIX 3ajad. bojee Toro, cam crnequalucT KaJApOBOW CIIyKObl JIMILIEH
BO3MOXKHOCTH PEaIM30BaTh CBOM PO eccHOHaNbHbIE aMOMIINU, KOTOPBIE MOTYT OKa3aThCsl ILIUPE
BBITNIOJTHEHUS CYTy00 OyMa)xHOU paboThI.

JU1g COBpEMEHHON KOMITAHUH ONTUMAJIBHBIM PEIIEHUEM BOIIPOCA XPAHEHUs TOKYMEHTOB
0 JINYHOMY COCTaBy JOJDKHBI CTaTh TIPaMOTHOE XpaHEHHE, CHUCTeMaTu3alus |
aJIMUHUCTPUPOBAHME C COOJIIOJICHMEM 3aKOHOJATelIbHBIX HOpM. B momHoil Mepe 310
OCYLIECTBUMO 3a CYET IPUBJICYEHUS CTOPOHHMX apXMBHBIX KOMIIaHMHW. B 3TON cHTyanuun
PYKOBOJUTENSM OpPraHU3aIMil OCTAeTCs JIUIIb ONPEAeTUTh KPEIUT TOBEPHs K TAKUM CITy>KOaM U
pEIINTb, TOTOBBI JIM OHU UJTH B HOT'Y CO BPEMEHEM.

OnTuManbHBIM pElIEHHEM YKa3aHHBIX MPOOJIEM MOXKET CTaTh CUCTeMa, pa3paboTaHHas
cnenuanucramu kopnopauu JIAP, - «nekTpoHHBIN apXUB KaAPOBOTO JAEIONPOU3BOACTBAY - U
npezcTaBisomas co00i KOMIIIEKC U1l TOKYMEHTALMOHHOT0 00eCTIeYeHNUs KaIpOBBIX MTPOLIECCOB
Y 3aIUATHI TepCcOHANBHBIX HaHHBIX (IT1).

Cuctema aBTOMaTU3UPYeT OOJBIIMHCTBO MPOIECCOB, C KOTOPHIMU KaJIPOBUK €KEIHEBHO
CTalIKuBaeTcss B cBoeil pabote. Tak, pelieHuMe ™O3BOJISET BECTU CTATUCTHKY M y4eT
yIpaBJIEHYECKUX KaJIPOB, HAXOSIIUXCS B pe3epBe, MOIy4aTh HCTOPUIO pabOTHI C ITUM PE3epPBOM
3a M000M MepuoJ BpEMEHH, a TaKKe aHAIM3HPOBaTh 3Tambl MPo(GEeCcCHOHAIBLHOTO pPOCTa
COTpyAHHKA. BO3MOXXHOCTH OBICTPOro MOHMCKa M JOCTyNa K HeoO0XoauMoW HH(pOpMalMHU O
COTPYIHUKAaX B DJEKTPOHHOM apXMBE CHIKAIOT TPYyJO3aTpaThl M BpeMsl Ha COCTaBIIEHUE
NoJ00POK JIOKYMEHTOB JUI OTYETHOCTH W TMPEJCTaBICHHUS NPOBEPSIOUIMM OpraHam, Ha
00paboTKy 3ampoCcoB, a TAKKe Ha BOCCTAHOBJICHHUE U 3aBepEHUE KOMHUM yTpaueHHbIX JOKYMEHTOB
Ha OCHOBAaHUM HX DJEKTPOHHBIX 00pa3oB. BHelnpeHue cucTeMbl MO3BOJSET OCYIIECTBISATH
KOHTPOJIb HaJ COCTaBJIEHMEM MWJIM 3alOJHEHHEM KaJpOBOW JOKYMEHTAIlMM U OTCJIEKUBAThH
Ka4eCTBO M CPOKHM BBIMOJIHEHUs pabOT COTPYIHUKAMHU KaIpOBBIX MOJpPA3JCICHUI B pexuMe
pPEAIBHOTO BPEMEHU. A XpaHEHHUE JOKYMEHTOB B PEKMME BEPCUOHHOCTH IO3BOJISET OTCIEAMTD,
KOrJa, KEM U KaKH€ U3MEHEHUS BHOCUJIMCH B KaXKIbIi KOHKPETHBINA KaJAPOBBIA IOKYMEHT.

Kpome Ttoro, cocraB pemieHuss «IEKTPOHHBIN apXUB KaJIpOBOIO JEJIOMPOU3BOJICTBAY
MOYKHO TMOKO KOH(UTYpUPOBATh B COOTBETCTBHH C TPEOOBAHUSMH U 3aJlauaMi OpraHU3aLUH, a
TaKXe MIPOCTO M OBICTPO MOJAEPHU3UPOBATH M PACIIUPATh CUCTEMY C Pa3BUTHEM KOMITAHUH.
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CocraB peuIcHu. Pemenne ((3JICKTpOHHLIﬁ ApXUB KaApPOBOT'O ACIJIOMPOU3BOACTBA»
COCTOUT M3 HECKOJIbKHX Moz[yﬂei/i, KOTOPBIE B KOMIIJICKCE OPraHU3yIOT OTJIAKECHHYIO pa60Ty
CHUCTCMBI.

PaGora yepes wHTepdenc
yyeTHoH, ERP, HRM - cucrems!

Cucrema ynpasnesus R

CkaHep

CeTeBON NpuHTEpP

Texkywnn ssoq Moaynb

AOKYyMeHTOB 3AWWILeHHON nevyaTu

[IepBbIil U3 HUX - MOAYJb YIPaBJICHUS JIEKTPOHHBIM APXUBOM, KOTOPBIA CTPOUTCS Ha
6aze cucrembl DJIAP CAIIEPMOH. Cucrema mo3BosisieT XpaHUTh JIIOObI€ THUIIBI JOKYMEHTOB
(onexTpoHHBIE 00pa3bl OYMa)KHBIX JTOKYMEHTOB, TOKYMEHTHI YYETHBIX CHCTEM, (OTOdailsel u
ap.). C ee MOMOIIBIO MOXXHO IOJIy4yaTh ONEpPATHBHBIM MHOTIOIMOJIB30BATENbCKUI JIOCTYII,
OCYIIECTBIISATh OBICTPBIA TMOUCK JIOKYMEHTALlMM B JJEKTPOHHOM apXuBE IO 3aJaHHBIM
napameTpam M KiacCU(UIMPOBATh JTOKYMEHTHI MO Pa3IMYHbIM aHAIUTHYECKUM MpPU3HAKaM. A
OrpaHUYEHHUE JI0CTYNA K KOH(UICHINAIBHBIM JOKYMEHTaM WJIN 4acTsAM JOKYMEHTa I03BOJISIET
CO0JII0/IaTh 3aKOHOIATENBLCTBO MO 3aIIUTE MEPCOHATBHBIX JIAHHBIX.

Craenyromuii - MOy 1OCTyNA K 3JEKTPOHHOMY apxuBy. Ero pabora ocymecTBisercs
kak Hanpsamyro u3 cucreMsl DJIAP CAIIEPMOH, Tak u uepe3 npuBbIYHBIE ISl [T0JIb30BATENEH
IPOrpaMMHBIE TPHJIOKEHUS] 3a CYET BO3MOXKHOCTH MHTETrpallud C CHUCTEMOH yIpaBlIEHUs
JJIEKTPOHHBIM apXHUBOM. A JJIsl IPEANIPUATUI C XOJIUHIOBOM CTPYKTYpPOH OpPraHU3yeTCsl 1OCTYII
K JAaHHBIM U3 TEPPUTOPUAIBHO YJAJIEHHBIX MOApa3AeiIeHUN depe3 KOpPIOpATUBHBIE
UH(POPMAILIMOHHBIE CETH.

ITomHOCTBIO aBTOMAaTU3MPOBATH IPOIECC NEPeBOJa OyMa)KHBIX KaJpOBBIX JOKYMEHTOB
OPENNPUATHS. B DJIEKTPOHHBIM BUJA NO3BOJISIET MOAYJIb Tekymero BBoaa. CocTaB 3TOro
IPOrpaMMHO-aNNapaTHOI0 KOMILUIEKCAa 3aBUCUT OT KOJIMYECTBA MEpCOHaa, paboTarolero B
KOMITAaHUH, €XEIHEBHOIO IOTOKAa KaJpOBOW JOKyMEHTallUh M OOBEMOB apXHBOB, 4YTO U
ompeneNnseT TUIBl CKAHUPYIOIIEro oOopyaoBaHus. JlaHHBIE MoAynab — oOecrieuyuBaeT
JOKYMEHTAIITMOHHYIO TIOAJIEPKKY KaJPOBBIX OH3HEC-TIPOLIECCOB, IOCKOJIBKY CBOEBPEMEHHOE
HAlOJIHEHUE HJIEKTPOHHOIO apXuBa TEKYLIMMHM M apXUBHBIMH KaJpOBBIMH JOKYMEHTaMH H
NpUBSA3KA 3JIEKTPOHHBIX 00pa3oB peajbHBIX KaIPOBBIX JOKYMEHTOB K YYETHBIM JIaHHBIM
rapaHTUPYIOT ONEPATUBHBIN TOCTYII K JAHHBIM YIIOJTHOMOYEHHBIM COTPYAHUKAM.
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Moy XpaHeHHUs cO3JaeT HEHTPATM30BaHHOE XPAHMWINIIE OOJBIINX 0OBEMOB JaHHBIX
HAa OCHOBE CIEUMAJIM3UPOBAHHBIX ONTHYECKMX Hakomutened Ha DVD/BD-auckax.
Oprann3oBaHHOE TAaKUM 00pa30M XpaHEHUE KaJPOBOW JOKYMEHTAIIMH TapaHTHPYET COXPAHHOCTh
U HEW3MEHHOCTh WH(popManuu B TeueHue Oosee 50 J€T cOraacHO 3aKOHOJATENBCTBY IMPH
MHUHHMAJIbHBIX 3aTpaTax Ha MOJIEPHU3ALMUIO U 00CTYKMBAHNE XPAHUJIHIIA.

Kpome TOro, 3to crnocoOCTBYeT CyIIECTBEHHOMY CHIKEHUIO BHYTPEHHUX 3aTpaT Ha
JIOPOrOCTOSIIYI0 apeHAy IUIOIIAJed IOJ apXUBbl KaJpPOBBIX JOKYMEHTOB, TaK KaK IIO3BOJIET
NepPEeMeCTUTh OyMaXKHBIM apXUB HAa TEPPUTOPHUIO OoJiee ACLIEBBIX apeHIHBIX IUIOIIa/ed, a B
TEKylmel paboTe COTPYIHHMKOB KaJAPOBBIX TOAPA3JCNCHUNA HCIONB30BaTh JOKYMEHTHI
3JIEKTPOHHOTO ApXUBA.

Monynp 3alMIIEHHOTO BBIBOJA JOKYMEHTOB Ha II€4aTh CTPOUTCS HA OCHOBE
MOAKJIIOYEHUs1 cepBepa IeyaTu, crneuuanuzupoBaHHoro I[IO u  pa3BepThIBaHUS CHCTEMBI
aBTOpH3AIlMM IyTEM YCTAHOBKH HJICHTH(PUKALMOHHBIX YCTPOHCTB Ha mpuHTEpax U MDY
npennpustus. g uaentudukanuu nonb3opareneil npuMenstorcs: PIN-koabl, 6eCKOHTaKTHBIE
IUTACTUKOBBIE KapThl, MarHUTHBIE KapThbl, IUTPUX KOABl MM CKaHEpPbl OTIEYATKOB IMAJIbLEB.
Cucrema aBTOpU3allMM MOXET OBITh OOBEAMHEHA C YyXK€ CYILECTBYIOUIEH B OpraHU3aluu
3aKa3yuKa CUCTEMOI 0€3011aCHOCTH, HallpUMep, Yepe3 KapThl, UCIOIb3YEMbIE COTPYIHUKAMHU JJIs
MIPOX0/1a YEpEe3 CUCTEMY KOHTPOJIA AOCTyNa Ha peAnpusTue. Moayinb NO3BOJISIET aHAJTU3UPOBAThH
BCE pabOThl MMEYaTH 1O PAa3JIMYHBIM I1apaMeTpaM, B TOM YHCJIE KOJHMYECTBO W COCTaB
OTHPABIISIEMBIX HA ME€YaTh JOKYMEHTOB ISl MCKJIIOUEHHUS MCIIOJIb30BAHUS TEXHUKH JUISl JIMYHBIX
Lemen.

3amura TEepCOHANbHBIX JaHHbIX. PemieHne «ONEKTPOHHBIM apXUB  KaJgpOBOIO
JIeTTOTIPOU3BOJICTBa» IOJIHOCTBIO COOTBETCTBYET TPEOOBAaHMSM 3aKOHOJATEIHCTBA IO 3aIIUTE
MEPCOHAIBHBIX JAaHHBIX, COTJIACHO KOTOPOMY KOMIIaHWH, paboTaromue C MepPCOHAIbHBIMU
JAHHBIMHU, 00513aHbI TAPAHTUPOBATH UX HAJIEKHYIO COXPAHHOCTb.

OTOro ynaercs JOCTHYb HECKOJBKHMH crocobamu. B wacTHocTH, 3a cueT (QyHKIUH
KOAUPOBAHUS JOKYMEHTA, IPOCMOTpP KOTOPBIX CTAHOBUTCS BO3MOXKHBIM TOJILKO IOCJIE BBEJCHUS
napoiisi. Taxoke cucrema Jomyckaer ucrnosib3obanue DL u npu HeoOX0AUMOCTH OrpaHUYUBAET
JOCTYN K 4YacTsM apXuBa, OTACJIbHBIM JOKYMEHTaM WIM UX (parMeHTam JUisl pa3iHyuHbIX
nosip3oBarene wiam rpynn nonb3oBatened. Kpome toro, OJIAP CAIIEPMOH xpanut
AIIEKTPOHHBIE JOKYMEHTHl B BHJE CIELHMATIBHOIO 3aKOJWPOBAHHOTO (ailia cOOCTBEHHOTO
dopmara (Metadaiina) ANS MCKIOYEHUS BO3MOXKHOCTH HEMPABOMOYHOIO KOMHPOBAaHUS U
UCIIOJIb30BaHUsl Bcel MHGpOpMaluu WM €€ 4YacTU. Bce 3TH Mepbl M CcO3/1al0T HEOOXOAMMBbIE
YCIOBUS JJIl HAJEXKHOrO, 3alIUIIEHHOTO XPAHEHUs IEPCOHAIBHBIX JAaHHBIX COTPYJHUKOB
KOMIIaHUH.

Baenpenue pemienus «JIEKTPOHHBIN apXUB KaJpOBOrO JIEIONPOU3BOJICTBAY MO3BOJISET B
CUMTaHHbIE CEKYHJbl HAaXOAUTb HEOOXOJUMBIH JOKYMEHT, KOHTPOJIMPOBATh MPaBUIbHOCTh
oopmIeHHs JeT B peKUME peaIbHOT0 BPEMEHHU U MMPOBOAUTH ayAUT KaJApOBOM TOKyMEHTAIlUU B
ynajgeHHbIX (uiuuanax v mnoxapasaeneHusx. Kpome Ttoro, cucrema obecrneunBaer paboTy ¢
TEKYIIUMH KaJpOBBIMU JOKYMEHTaMH, 4YTO OOJIETYaeT IMpOLECC PEerucTpalu KaapoBOH
JIOKYMEHTAIlMH, a 3a CYEeT MHTErPalliy 3JEKTPOHHOTO apXHBa C CYIIECTBYIOIIUMHU KaJpOBBIMU
cUCTeMaMM aBTOMAaTH3UpyeTcsl paboTa Mo yueTy u cOopy craTuctuieckoil nadopmaruu. Bee ato
B KOMILJIEKCE MO3BOJISET MOJHOCTHIO aBTOMATU3UPOBATh PadOTy KaJIpOBUKOB, ONITUMU3ZHUPYS TEM
CaMBbIM JIESTEIBHOCTD KaJIpOBBIX MOAPA3AEICHUI KOMIIAHUH.

Hcnonb30BaHue 3IEKTPOHHOTO apXuWBa B paboTe CIyX Obl YHpaBIIEHUS MEPCOHAJIOM.
Kpome kaapoBOro JOKyMEHTAI[MOHHOTO ydeTa B MPOLECCE YIPABJIECHUS MEPCOHAIOM KPYIHBIX
HOPENNPUATHI CO3/1aeTCsl MHOXECTBO HE(POPMAIN30BAHHBIX JIOKYMEHTOB: IICHXOJIOIMYECKHE
XapaKTEePUCTHKH COTPYIHHUKOB, ydeOHBbIE MaTe€pHajbl, COLMOJIOIMYECKHE ONPOCHI, PE3YJIbTaThl
OLICHKH NpOo(eCCHOHATBHBIX KayecTB NepcoHasia M Jp. Takue MOKYMEHThl TakKe MOXKHO
3arpy3HTh B AIEKTPOHHOE XPaHUIIMILE.

COA mno3Bosnsier GopMUPOBATH €IUHBIE TAKETHl JOKYMEHTOB, CBA3aHHBIX C OOYYCHHEM,
OLIEHKOH, aTTecTanueil nepcoHana st JOKYMEHTAIHOHHOTO OOOCHOBAHUS MPUHATHUS KaJIPOBBIX
pelIeHU.
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PykoBoauTensaM nenapTaMeHTOB, Ha4aJbHUKAM OT/AEJIOB, CHEIMAINCTaM 0 00yUYeHHUIO U
JPYTUM  yIIOJIHOMOYEHHBIM COTPYAHMKAM HACTPauBalOTCS IIpaBa JOCTyHna K I0J00HBIM
nokymeHTaM B COA /1711 COBMECTHOM ¢ KaJpoBOH cTy:k001 pabOTHI 110 YIIPaBICHUIO IEPCOHATIOM.

MaccoBast oun(ppoBKa JOKYMEHTOB MPOUUIBIX JIeT. i 3 (EeKTUBHOIO HUCIOIb30BAHUSA
CHCTEMBl 3JICKTPOHHOTO apXvBa HEOOXOJMMO HAIOJHUTh €ro CKAaH-KOMHMSIMHU OyMa)KHBIX
KaJ[pOBBIX JOKYMEHTOB. MUHMMaIbHO HEOOXOUMBIH 00BEM JOKYMEHTAIMH (THUIIbI, KOJIMYECTBO,
CPOK JaBHOCTH) JUIs OIM(POBKH ONpeAensercs Ha dTamne sKcnepTu3bl. OH 3aBUCHT OT
BHYTPEHHUX MOTPEOHOCTEH KaapOBOW CIIy>KObI, YACTOTHI 3allpOCOB CIIPABOK, BBIITUCOK M KOMUH
JOKYMEHTOB U ApPYyrux (pakropoB. OTHOBPEMEHHO OIPENENIeTCs] KOJINYECTBO MHICKCHPYEMbIX
nojei, HeoOXomumblx g 3(G(EKTUBHOIO IIOMCKA JaHHBIX. Takum o00pa3oM, MOXHO
ONTUMHU3UPOBATh OOBEMBI, CPOKM U CTOMMOCTH BBINOJIHEHHUS pabdOT MO OIHM(POBKE, a TaKKe
OIPENIEIUTh OYEPEHOCTh CKAHUPYEMBIX JIOKYMEHTOB U /€.

PaboTel TO MaccoBOMy CKAaHHPOBAaHHIO apXuWBa OYMaXHBIX JIOKYMEHTOB MOTYT
BBINOJIHATHCS Ha IPOM3BOICTBEHHBIX IUIoakax Koprnopauu win Ha Tepputopun 3aka3uuka. B
MOCJIETHEM CITy4ae MCIIOJIb3YIOTCSI MOOMIIbHBIE OpUTaIbl CIEIIMATIMCTOB 110 CKAHUPOBAHUIO.

Bcee paboThI BBINOJIHSAET BBICOKOKBAJIN(hPUIIUPOBAHHBIH HepcoHal o
CHENHMATU3UPOBAHHBIM TEXHOJOTHAM. B 9acTHOCTH, MPHUMEHSIOTCS TEXHOJOTHH MO 3aluTe
HEepCOHANbHBIX JaHHbIX. Hanmpumep, Ha 3Tane MHIEKCUPOBaHMS M300pa)KeHHE paszeisercs Ha
YacTu U (pparMeHTHl ¢ JaHHBIMUA OJHOTO THIA ((haMIIINN, IMEHA, TACTIOPTHBIC JaHHBIE WU Jp.)
OPUXOIAT A7 00pabOTKM OJHOMY OIepaTopy, JaHHbIE APYroro Tuma — K ApyroMmy. Takum
o0pa3oM, HHUKTO HE BHUAWT IEJIOCTHYI0 HHPOPMALMOHHYIO KapTHHY 00padaThIBaeMOro
JIOKYMEHTA.
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Bricokoe kauecTBO pe3yabTaToB paboT JOCTUraeTcs 3a CYET MHOTOCTYIEHYATONH CUCTEMBI
KOHTpOJII KayecTBa M CIEHHAJbHBIX TeXHOJorumi. Hampumep, mpum pydHOM pacro3HaBaHUU
JTIOKYMEHTOB OJTHO M300pakeHHe MPUXOJUT Ha 00pabOTKY JIBYM OIlepaTopam, a KOHTPOJIHUPYIOIIas
mporpamMma CpaBHHUBACT BBEACHHBIC MU JTAHHBIC. B CJIydac paCXOoxXJACHUSA MMPAaBUJIbHOCTb JaHHBIX
MOJTBEPXK/IAET BHICOKOKBATH(PUIIMPOBAHHBIN COTPYTHHK.

B pesynbraTe MaccoBOil OIM(PPOBKH MOJIydaeTcs SJIEKTPOHHBIM HHG(OpPMaLMOHHBIN
pecypc (CKaH-KOMHMM JOKYMEHTOB M HWHJEKCHas 0aza), FOTOBBI K 3arpy3ke B 3JIEKTPOHHOE
XpaHUJIHILIE.

[lepcnekTuBBl pa3BUTHS pelieHus. MoaepHH3alus M MacIITaOUpOBaHUE pELICHUS
OCYIIECTBIISIETCS C POCTOM TIpeanpusatusi, ¢ BBeAeHueM OOmiero meHTpa o0paboTKH KaapoBOH
JOKYMEHTaluu (Halpumep, sl TEPPUTOPUATIBHO PACTIPEAEIEHHBIX U XOJJAUHIOBBIX CTPYKTYD),
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JUTSE XpPaHEHUs JOKYMEHTOB IPYTHX CIykO opraHuzanuu (OyxranTepus, AOTOBOPHOW OTIEIN,
noJipasziesieHus, 00eCreurnBaroe OCHOBHbIE OM3HEC-TIPOIIECCHI U T.1.).

ITo 3ampocy 3aka3uMka BO3MOXKHA pa3pabOTKa aBTOMAaTHU3MPOBAHHBIX CHUCTEM JUIS
HR-niporieccoB moabopa, arrecranuu, oOydeHHs IIepcoHajga Ha IwiaTGopme 3JIEKTPOHHOTO
apXuBa.

[Ipeumyiecrna:

. MNoBblweHne adPeKTUBHOCTU PaboTbl KagPOBOM CNYKObI 3@ CYET COKPALLEHUA BPpEMEHMU
06paboTKn KagpoBo MHOPMALIUKN N CHUXKEHMA 06bema BymarkHOro AoKymeHToobopoTa.

. CHUMKeHMe Harpy3Kkn Ha NpodunbHbIX cneumannctos HR-noapasseneHui.

. BbICTPbIN NOUCK AOKYMEHTOB MO Nt0bbiM aTpubyTam (TabenbHbii Homep, PUO
COTPYAHMWKa, NoApasaeneHne, TUN AOKYMEHTa, BPEMEHHOM Nepuog, v Apyrme) U B pexume
NOJIHOTEKCTOBOIO NOUCKa, GOpMMPOBaHME M NeYaTb NOAOOPKN KaapOBbIX JOKYMEHTOB.

. [onroBpemeHHOe XpaHeHUe 31EKTPOHHbIX OKYMEHTOB B TeYEHUE CPOKOB,
npeAyCMOTPEHHbIX 3aKOHOAATE/IbCTBOM, C aBTOMATUYECKUM YBEAOM/IEHUEM OTBETCTBEHHbIX
COTPYZAHWUKOB 06 UCTEYEHWUMN CPOKOB XPaHEHUS.

. ObecneyeHue 3aLMTbl NEPCOHA/IbHbIX AAHHbIX 33 CHET MPOrPAMMHOTO OrPaHUYEHNA
[0CTYNa K HUM, HaCTPOWKM NpaBs NoJsib30BaTe/IeN, MCNO/Ib30BAHWA CNELMANN3UPOBAHHOTO MOAYNA
3aLLMLLEHHOM nevaTy.

. CHUKEHWE PUCKOB MOPYMN U yTEPU OPUTMHANOB KafPOBbIX JOKYMEHTOB.

. CoKpalleHue 3aTpaT Ha CofepiKaHue apxnea ByMakHOM KagpOoBOM AOKYMEHTaLMN.

Peanuzosannvie npoexmui.

Cucrema aBTOMaTH3alMu AeATEJIbLHOCTH apxXuBoB Yensa0nHcKkoi 0b1acTu

I'V «O0benuneHHblld rocyaapcTBeHHbIH apxuB YemsOunckoit obmactu» (OAUO) —
camoe€ KpYyIHOE YUpeK/I€HUE apXUBHOMU CIIy>KObl perrioHa, B KOTOPOM XpaHUTCs Oosee 2 MIIH Jell,
B TOM uuciie ocobo IeHHbX. B crpyktypy OI'AYO Bxoaar 10 oTnenoB u 6 CEKTOpOB,
COXPaHHOCTh M UCIIOJIb30BAHNE JOKYMEHTOB obecneunBatoT 120 coTpyAHUKOB.

[IpaButensctBOM YensOuHckoi o6macTd ObLIa TMOCTaBieHA 3adadya — OOECIeYHTh
MPEOCTaBIEHUE B KpaTyallliue CPOKM HEOOXOIMMOM apXuBHOM WMH(OpMaIuu Ijs mepexoja
OI'B Ha oka3zaHue rocyJapCTBEHHBIX YCIIYT B 3JIEKTPOHHOM BHJE. DTO MO3BOJUIO BO30OHOBUTh
pabotsl 1o co3nanuto EnnHol MHQPOPMAIMOHHO-TIOMCKOBOM CHUCTEMBI apXWBOB YensiOMHCKOM
o0nacTH.

TpebGoBanoch 0OeCIEUHUTH:

a) BO3MOXKHOCTh yaaneHHoi nojaun oOpamienus B OIAYO u KOHTpost HaA XOJI0M U
pe3yapTaTaMy €ro HCHOJHEHUs] JUisi 00paOOTKU COIMAIBHO-TIPABOBHIX 3ampocoB YIIDP,
OpraHu3aluil U rpaxk/IaH;

0) BO3MOXKHOCTh yJIaJIEHHON pabOThI C TOKYMEHTaMHU M3 cOCTaBa (POH/IA MOJI30BaHUS HA
AJNIEKTPOHHBIX HOCUTENISIX JIJIsl 3apETUCTPUPOBAHHBIX MOJIB30BATENEH YUTAIIBHOTO 3aJ1a apXHUBa;

B) NOIMOJHEHHE CYILIECTBYIOIIEH HMH(DOPMAIIMOHHO-TIOMCKOBOM 0a3bl apxuBa U (oHaa
MOJIb30BaHUS HA 3JIEKTPOHHBIX HOCUTENSX AJIEKTPOHHBIMU KONUSMU JOKYMEHTOB apXHBa.

Jlnst pemienust 3THX 3amad Obuto pemieHo mpoBectn oOHoBiIeHne AMC APXUB c
no0aBlieHUEM U 10pabOTKOM TUIOBBIX MOJYJEH U peanu3anueil web-cepBHUCOB.

Pemenue. Ha nepsom stane B pamkax ['K NeO1.K ot 11.07.2011 6bl1a ycneniso perieHa
3aja4a ONepaTUBHONW OTPabOTKH COIMAIBHO-TPABOBBIX 3arnpocoB. Kpome Toro, Obul pacumpex
CIIUMCOK TEMAaTUYECKUX pa3JieloB 3JIEKTPOHHOTO XpaHWIWINA M J100aBlI€Hbl HOBBIE MOJS B
CTPYKTYpY 0a3bl TaHHBIX JJI MHICKCAIIUN TIOKYMEHTOB JOPEBOIIOLNMOHHOTO TIEPUOA.

B Hacrosimuii MOMEHT MpOJOJKAIOTCS PadOThl MO PACHIMPEHHUI0 (PYHKIMOHAIBHBIX
Bo3MoxHocTel cuctembl AUC APXHUB i o6cmykuBaHus yaaleHHbIX MoIb3oBaTeseil. Bropeim
ATaIoM 3arianupoBaHo cosnanue B 2012 roay UHTEpHET-TIOpTaNIa apXUBHOM CITY>KOBI 00JIACTH U
3aBepIleHNE TeKYIUX paboT Mo OOHOBICHUIO CYIIECTBYIOIINX M BKIIOUEHHIO B COCTaB CUCTEMBI
JOTIONTHUTEBHBIX MoAyjei. CoriacHo MpeabsSBICHHBIM TpeOOBaHUIM, TEXHOJIOTHYECKas
APXUTEKTypa CUCTEMBI TIO3BOJIUT 00ECIIEUUTh COBMECTUMOCTh C HH(POPMAIIMOHHBIMUA CUCTEMAMHU
rOCYJapCTBEHHOTO CEKTOpa M pPa3du4HbIX BEJAOMCTB 33 CYET MCIHOJIb30BAHUS OTKPBITHIX
CTaHJapTOB B3aUMOJCHCTBUS.
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Pesynbrarsl. KoMmeke peann3yemMblx MEPOIPUATUI TIO3BOJIUT:

1. Ob6ecneynTb rpaxkaaHam M OpraHM3auMaM BO3MOXKHOCTb B NMOJIHOW Mepe peann3oBaTtb
CBOW NpaBa Ha noJiydyeHne nHpopmaLmm, coaepRallenca B apxmBHbIX AokymeHTax OFAYO.

2. MoBbicMTb 3 EKTUBHOCTL AeATeNbHOCTM ApXxMBa MO ynNpaB/eHUIO U NPeaoCTaBAeHUIo
foctyna K doHAam B GyMaxKHOM U 3N1EKTPOHHOM BUAE.

3. MoBbICUTb ONEPaTUBHOCTL 06PABOTKM NOCTYNAOLLMX COLMANbHO-NPABOBbIX 3aMPOCOB.

4, CHM3WUTb Harpy3Ky Ha COTPYAHMKOB 33 CYeT aBTOMATM3aUMW TUMOBbIX aAPXUBHbIX
npoueayp.

Takoxe peanin3oBanbl MpoekThl B opranax 3AIC.

JuexkTpoHHbIil apxuB 3AI'C Kanununrpajackoii odjiactu

3AI'C (ArenrctBo) KammHMHrpaackoil o07acTH SIBISETCS HCIOJHHUTEIBHBIM OpPraHOM
TOCY/IapCTBEHHOW BJIACTH, OCYIISCTBISIIOMMM (DYHKIIMM OpTraHU3alUHd JACSITEILHOCTH TIO
rOCYIapCTBEHHOW  PETUCTPAllUd  aKTOB  TPaXKJIAHCKOTO  COCTOSHUSL HA  TEPPUTOPHH
Kamuaunarpaackoi o6macTu, crieluanbHble (YHKIIUU B YCTAaHOBJICHHOHN cdepe NesTeIIbHOCTH |
KOOPJAUHUPYIOUIUM AesTeabHOCTh 25 oTaenoB 3AI'C ropona KanuHuHrpasg 1 MyHUIUIAIBHBIX
oOpa3oBaHMii 00acTy.

C momenTa obpazoBanus Kanununrpaackoi obnactu (KO) B 1946 rony apxuBbl OpraHoB

3AI'C nakonmmum 6osee 9000 aKTOBBIX KHUT, IIPU 3TOM B YUETHYIO CUCTEMY BHECEHBI CBEJICHUS 00
aKTaxX TPaXJIaHCKOT'O COCTOSIHUS HaunHasi ¢ MoMeHTa €€ BHeapeHus — B 2004 roay. 3anucu ¢ 1946
1o 2003 roer (OKOJIO 2 MITH. 3amuceil) MPeCTaBICHBI TOJIBKO B OyMa)XHOM BHUJIE.
C uenplo aBTOMaTH3allMd OCHOBHOM JesTenbHOCTH AreHTcTBa U otnenoB 3AI'C, nepexona Ha
OKa3aHHUEe TOCYIAPCTBEHHBIX YCIYT B 3JIEKTPOHHOM BHUJIE, @ TAKXKE ISl TIOBBIIIEHUS COXPAHHOCTH
JOKYMEHTOB Ha OyMakHbIX HOcUTENax, lIpaBurensctBom KanuuuHrpanackoit obmactu ObLIO
NPHUHITO pelieHne 00 Oomu@poBKEe JOKYMEHTAIHHOTO (DOHAA TIO PETHCTpAMH  aKTOB
TPaKJIAHCKOTO COCTOSIHUS M CO3JaHUI0 €IMHON MMOMCKOBO-CITPABOYHON CUCTEMBI « DJIEKTPOHHBIM
apxuB 3AI'C» Kanununrpaackoi obnacru.

Pemenne. Ha nmepBom stame B 3AI'C (ArentctBe) Kammnunrpanckoit oGiactu Obul
pa3BepHYT MPOTPAMMHBIA KOMIUIEKC B BHJE MaKeTa CUCTEMbl U C(OPMUPOBAH TECTOBBIM
3JIEKTPOHHBIN HHPOPMALIMOHHBIN pecypc B 00beMe 20 Thic. 3anmuceil. B kaxnom otaene 3AI'C KO
HAaCTPOCHO KIIMEHTCKOE MPUIIOKEHUE TSl YAAICHHOTO JIOCTYTA K DJIEKTPOHHOMY apXHUBY.

Jlns opraHu3anuu 3JIE€KTPOHHOTO apXuBa ObUIO pelieHo ucrnoib3oBaTh ECM-cuctemy
CAIIEPUOH. CAIIEPMOH otHocutcs k cucrtemMam kiiacca ECM, mpeaHazHauye€HHBIM st
OpTraHM3aIH U YIIPABIEHUS dJEKTPOHHBIMH PECypcaMu JIt000i CI0XKHOCTH, U 00J1aaeT HabopoM
BCTPOEHHBIX (YHKIIMOHATIbHBIX BO3MOXKHOCTEN, HEOOXOAUMBIX JUIsl opranuzauuu DA 3AIC:

1. XpaHeHue JOKYMEHTOB B BUAE 3aKOAMPOBaHHOrO MeTadaiina, He 4OMYyCKaKoLWero
dparmMeHTapHOro KONMPOBaHUA U HepPer1aMeHTUPOBaHHOMO NPOCMOTPA MHPOPMaLMK;

2. pasrpaHuyeHne JOCTyNa K XpaHWMbIM AOKYMEHTaM Ha YPOBHE rpynn, poseit
no/nb30BaTeNiei U OTAENbHbIX NONb30BaTeNeil;

3. OnepaTUBHbIM NOUCK XPAHALLUXCA B CUCTEME JOKYMEHTOB, C BO3MOXHOCTbIO
bopMMPOBaHMA NPOU3BO/bHBIX NOABOPOK CBEAEHMI 06 aKTOBbIX 3aMMUCAX UK INEKTPOHHbIX KOMNWIA
[AOKYMEHTOB MO K/t0oYeBbIM NapameTpam;

4, BO3MOKHOCTb MHTErPaL KN AN JOCTYNA K 3/IEKTPOHHBIM KOMWUAM aKTOBbIX 3anucei
HenocpeacTBEHHO U3 MHTepdelica y4eTHON cucTeMbI;
5. NpAMOe ynpaB/iieHne CKaHWpPYoLWLMM 060pyA0BaHNEM 418 aBTOMATUYECKOTO

HaNO/IHEHMA XPAHU/MLLLA 3/TEKTPOHHbIMM KOMUAMM AOKYMEHTOB, NOCTYMNAOLLMMM C Y4aCTKOB
oundpoBKY;

MOAJEPKKA BEPCUOHHOCTH, KOrJa MpU HU3MEHEHWM JOKYMEHTA WIIHA JaHHBIX OHHU HE
[EPE3aUChIBAIOTCSA, 4 COXPAHAETCS UX OUepeaHAs BEPCUs.
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Ha BTOpOIi 3Tane B COOTBETCTBUM ¢ 1ieJIeBOM mporpaMmoil «Pa3zButue nHhpopManmoHHOTO
obmecrBa B Kamununrpazackoit obmactu Ha 2011-2014 rome», Obuto pemeHo B 2012 romy
MPOBECTH CKAaHUPOBaHHUE BCero oObeMa akToBbIX 3amucedd 3a 1946-2003 romel u
IIPOMHAEKCUPOBATh (CO3/1aTh JJIEKTPOHHBbIE KApTOUKHU) TecTOoBbI MaccuB otaena 3AIC
['ypbeBCKOro MyHUIIMIIAJIIBHOTO palioHa.

Jlia moaoOHBIX 3amuceil ObLIO PEHIeHO BOCIOJIb30BATHCS BCTPOEHHBIM B CUCTEMY
CAIIEPMOH wMmexaHu3MOM BEPCHOHHOCTH, KOIZJa OJHOM aKTOBOM 3allMCH CTAaBUTCA B
COOTBETCTBUE HECKOJIBKO BEPCUM YUETHOM KaPTOUKH, C BOSMOXKHOCTb ITOMCKA MO KaXKA0M W3 HUX
0JITHOBpeMeHHO. [lomyueHHbIi HHPOPMALIMOHHBIN pecypc, COCTOSIIMUMN U3 IEKTPOHHBIX 00pa3oB
JOKYMEHTOB U CTPOrO COOTBETCTBYIOIIMX UM YUYETHBIX KapTOYeK, 3arpy)keH B MakeT
MIOMCKOBO-CIPAaBOYHON crcTeMbl «DneKTpoHHbIH apxuB 3AI'Cy» Kanununrpaackoit odiactu.

Ha tperbem nsrtame, B 2013 romay, Havaiach pabora 1o (OPMUPOBAHUIO E€IUHOTO
uHpopmannonHoro pecypca 3AI'C (ArenrctBa) Kanununrpaackoit obnactu. Ilocne Toro xak
equnblil pecypc 3AI'C KO 6yner chopMUpOBaH U 3arpy’KeH B CUCTEMY, «DJIEKTPOHHBIN apXuB
3AI'C» KO Oyzer nepeBelieH B CTa/iMI0 NMPOMBIIUIEHHONW 3KCIUTyaTallid, ¥ CMOXET B MOJHOMN
Mepe pean30oBaTh CBOE IpenHa3HaueHue. Kpome Toro, B paMkax TpeThEro 3Tana IUIaHUpYyeTcs
npoBecTu uHTErpanuio JnekTtpoHHoro apxuBa ¢ MAMC 3AI'C Bo Bcex TeppUTOPHAIBHBIX
otnenax 3AI'C KO myst 6ombiiero y1o06cTBa UCIIOIB30BAHUS U COKPAIICHHS BPEMEHH Ha TIOMCK
TpedyeMoii nHpopMalnu.

Pesynbrarel. Kanununrpazackas oOnacTh craia MEpBBIM PETHOHOM, pEaTM30BaBIINM
IPOEKT IO NMEPEeBOAY B DJEKTPOHHBIM BHJ BCero BocTpeOOBaHHOrO (oHma 3amuceid 00 akTax
IPaXKAaHCKOTO COCTOSIHUS.

OO6nacTp yxe Mmojay4yusia B 3JEKTPOHHOM BHJE OJMH M3 Haubolsiee COIMaIbHO 3HAUUMBIX
JIOKYMEHTHBIX PecypcoB, a K KoHiy 2013 roma, Omarogapsi H3BJICUEHUIO 3HAUUMBIX CBEACHUHN H
HAIOJIHEHUIO CHUCTEMBI JIEKTPOHHOTO apXMBa, CMOXKET OOECIEUYHUTh MOJIHOLIEHHBIN Mepexo Ha
npenocrasienne ycayr 3AI'C B 37eKTpoHHOM BuAe W uHTerpupoBarh opranel 3AI'C B
UHPPACTPYKTYPY MEKBEAOMCTBEHHOTO JIEKTPOHHOT'O B3aUMOICHCTBHUSI.

Takum o6pa3zoMm, coznanue DnekrpoHHoro apxusa 3AI'C Kamununrpaackoi oGmactu
MIO3BOJIUJIO:

1. co3aatb  eauHoe  MHPOPMALMOHHOE MpPOCTPAHCTBA ANA  BBOAA, XPaHeHUA WU
MCMNONb30BAHUA 3/IEKTPOHHbIX [JOKYMEHTOB U CBefeHUM 06 aKTax rpaXAaHCKOro COCTOAHMA
KannHuHrpagckoit obnacty;

2. COKPATUTb CPOKM NPEAOCTaBNAEHUA YCAYT B chepe rocyapcTBeHHoM pernctpaummn ArC u
OTPabOTKM MeXKBELOMCTBEHHbIX 3aMpoCcoOB 3a CYET MNepeBOfA B IIEKTPOHHbLIM BUA  BCero
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BocTpeboBaHHOrO QOHAa aKTOBbIX 3anuceit U obecnedyeHWA ONEpPaTMBHONO pPer1ameHTUPOBAHHOIO
[OCTyna  COTPYAHMKOB  TeppuTOpuanbHbiX oTaenos u  AreHtctea 3AlC K noayvyeHHoOmy
MHGOPMALMOHHOMY pecypcy;

3. obecneuynTb cMcTeMaTU3aUMIO U A0NTOBPEMEHHOE XPAHEHME INEKTPOHHbIX AOKYMEHTOB
W JaHHbIX;
4, MUHUMU3IMPOBATb YMUC/IO 3aMPOCOB K DYyMa)KHOMY apXuBY M CHU3UTb TaKMM 0b6pasom

PUCKM MOpUYM M yTpaTbl OyMaKHbIX [OKYMEHTOB, 33 CYET MWCMNONAb30BaHMA U obpalleHus
NPeMmMyLLEeCTBEHHO K 3/IEKTPOHHbIM 06pa3am aKTOBbIX 3anucel;

5. NOBbICUTb YPOBEHb KOHTPOAS W ayaAuTa Kak BHYTPEHHeW [JeATeNbHOCTU, TaK M
npeaocTaBNeHUs  FOCYAapCTBEHHbIX  YCAYrT WU MEXBEAOMCTBEHHOrO  B3aMMOJEWCTBUA, MU
MWHMMMUINPOBATb, TaKMM 0OpPA3OM, PUCKM HEUCMOJIHEHMA 3aMPOCOB rpa)kgaH W opraHuM3auui B
YCTAHOB/IEHHbIE CPOKM.

Enunasn HH(OPMALIOHHO-TIONCKOBasA cucremMa roCy/1apCTBeHHbIX H
MYHUIUNIAJTbHBIX apxXuBoB fImasio-Henenkoro asronomuoro oxkpyra (AHAQO)

PasBute  uH@oOpmanMoHHOro  oOmiecTBa M MEpexoJ Ha  MPEIOCTaBICHHE
rOCYJapCTBEHHBIX YCIYT B 3JIEKTPOHHOM BHJI€ TOTPEOOBAIN BKIOUYEHUS ApXUBHBIX YUPEKICHUN
B HH(PACTPYKTYPY PETHOHAIBHBIX JIEKTPOHHBIX MPAaBUTENLCTB. HapaBHe ¢ rocynapcTBeHHBIMU
apxuBaMM, OOJIAZAOMUMH OOJBIIMMH MAacCCUBAMU HMCTOPUYECKHMX, COLMAIBHO 3HAYMMBIX
JIOKYMEHTOB U JIOKYMEHTOB I10 INYHOMY COCTaBY, 0c000€ BHUMAaHUE YENISIE€TCd MyHULIUTIATbHBIM
apxuBaM, XpaHAIIMM B CBOMX (OHAAX JOKYMEHTHl 10 OCHOBHOH JAEATENbHOCTH OpPraHoB
MYHUIIMNIAJIbHOW BJIACTH, CYAEOHBIX OpPraHOB, OOIIECTBEHHBIX OpPraHMU3alUi, MPOMBILIICHHbIX,
CEJIbCKOXO3SMCTBEHHBIX WM  MHBIX  INPEANpHUSATHH, B TOM UHCIE  BOCTpeOOBaHHbBIE
IIPABOYCTAHABIIMBAIOLIME TOKYMEHTbI MYHULIUIIATUTETOB.

Ceronna Haubonee >(PQPEKTHBHBIM MOJIXOAOM K aBTOMAaTHU3allUU SIBIISETCS CO3JIaHHE
€MHOMN, IEHTPAIM30BAHHON CHCTEMbI YIpPABJICHHUS apXWBHOM JAESITEIbHOCTHIO Ha YPOBHE
cyobekra P®. YkazaHHas cuctema J0KHA 00J1a/1aTh BCEM HEOOXOIUMBIM (DYHKIIMOHAJIOM T10
aBTOMATHU3allMM APXMBHOM AESITEIBHOCTH UM BO3MOYKHOCTbIO TMOKON HACTPOMKH JJIsi pELIeHUs
WHAVBHUAYAJIBHBIX 33/1a4 Ka)KJI0Or0 apXUBHOTO YUPEKICHUS.

Jlia noBblieHUs! 3(P(GEKTUBHOCTH MPOIECCOB OCHOBHBIX HAIIPaBICHUN AESTENBbHOCTH
rOCyIapCTBEHHBIX U MyHHUIIUIIAJIBHBIX apXHUBOB, a TAK)KE IIEPEX0a Ha IPEJOCTABIEHUE apXUBHBIX
yCIyT B 9JeKTpoHHOM Buje, [IpaBurensctBoM fmano-HeHenkoro aBTOHOMHOTO OKpyra ObLIO
OPUHATO pelIeHHe O CO3JaHuU equHON uH(opmanumoHHO-ouckoBoil cucremsl (EUIIC),
oOwpeauHsIONIeH B cBoeM KoHType Ciyx0y 1o aenam apxuBoB, I'ocynapctBennsblil apxus (I'A) u
apX¥UBbl MyHUIMNATbHBIX 00pa3oBanuii IHAO.

Pemenne

1.Ha mnepBom »3rTane mNOCTpOEHMs] €AUHONW CHCTEMBI ¢ momoupo wmonayinen AMC
OJIAP-ApxuB ObUM aBTOMATH3UPOBaHbI IepBoouepenHbie pyHkunu CayxObl 10 1e1aM apXrUBOB
u I'ocynapcrBennoro apxusa IHAO no ynpaBieHHI0 apXUBHON JEeSTEIbHOCTHIO, YUeTy (poHI0B
U 00CITY’)KMBaHHIO TIOJIb30BaTeNIel B YUTAJIbHBIX 3aJIaX.

JUi1st BBIBE/IEHUS CUCTEMBI B CTAIMIO OTBITHOM AKCIUTyaTalliy B He€ ObLIM UMIIOPTUPOBAHBI
yueTHo-apxuBHbIe aHHbIe U3 Benyiuelcsa B ['A IHAO obueorpacneBoit B/l «ApxuBHbIN GOHIY,
a TaKKe 3arpykeH nepBoodepenHo MH(opMaMoHHBINH pecypc B cocTaBe 340 apXUBHBIX e,
npenocraBieHHbIN Ciry:x00# 10 J1eJ1aM apXHUBOB.

2. B 2012 romy moacucrema I'ocynapctBenHoro apxua SHAO Obuta gomosHeHa
MOJlyJIEM aBTOMAaTHU3allMK y4yeTa IpUeMa U HCIOJIHEHHs 3alpOCOB U MOJYJIEM B3aMMOECHCTBUS
EUIIC c TIK «ApxuBHBIH (hOHI», peaTu3yloluM ABYXCTOPOHHUN OoOMeH HH(oOpMaiueil mo
pyOpukam, poHIaM, OTTUCSAM U JCIIaM.

bouna BeinonHena kousepTanus u 3arpyska B EUIIC Bcex rematnueckux b/1, Benymuxcs B
I'A SHAO. IlapannenpbHo OBUTHM TPOBEIEHBI PAOOTHI MO CO3AHUIO JJIEKTPOHHOTO (oHIA
MOJIb30BAHUS TyTEM OLU(PPOBKU AONOTHUTENbHO 20 apxuBHBIX onuceld u 6onee 1000 apXuBHBIX
nen 3a nepuon ¢ 1887 mo 2000 roxpl, BkItouas 166 0co00 IEHHBIX JEIT.
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OTnenbHBIM 3JIEMEHTOM, OOECHEeUMBAIOIIMM IPEIOCTABICHUE apXUBHBIX YCIYT B
JJIEKTPOHHOM BUJE, cTana noacucrema «HTepHeT-nopran». BKiItoYeHHBIN B €€ cOCTaB MOLYJIb
«BupTyanbHbI YWTAIBHBIA 3a]1» IPEJOCTABIISET IIOJb30BATENIIM BO3MOXXHOCTH IIOMCKA I10
aBToMaTu3upoBanHoMy HCA apXxuBoB M cocTaBiieHUs] TpeOOBaHMN Ha JOCTYN K apXHMBHBIM
JIOKyMEHTaM II0CpecTBOM cetu VIHTepHeT.

. p— AUC
Crpykrypa EMIIC AHAO m 3NAP-ApXHB
Cnyx6ano genamapxumeos mfo"i:“rc::‘f:: :?..:“ L
ﬂHAO : Mmoayae «Oruerw :»;Vo:u'.--«c-a- AOKYMENTALMR S

o« Mmoayns «06veammwenmsit HCA»

Noacucrema « Mureprer-noprans
O+ MOAYAS CBrpTYaAsMbR UNTEABHWA JAAD
O+ MOAYNAS CHNTEDHET-NPUEMMAR >

rocyn“pctae"“b‘ﬁ apoB f'lomnmm l’ocympﬂunuoro APXM8I
O+ MOZYAM XPDAMEWMA, BEOAS MNSOPMAUMM W JOCTYNS
YNICTOR OUEDOIKM K MMPOPMALNONNOMY PeCYPCY
[ Tr—— O« MORQYAS AAMMMMCTRMPORIHMMA W JFLMTE
= aanece NP O+ MOAYNS IRTOMITHIILMMN AOATENALMOCTH WHTANLMOIO

ana

O« MOAYNS SIAMMOALHCTINA C BMOWMMMM CHCTEMAMMA

Nogcncrema « Mymnumnassssii apxme»
O~ MOZYAM XPDINENMA, BROSA MHSOPMALMM M 0CTYNS K
MM SOPMILMOMMOMY DECYPCY

7 ysacrxoe Lt
“_L_J?,_Qi_'iﬂl-_ O« MOZYAD FAMMMHCTRDOBIMMA ¥ JALLHTE

7 MYHHUUMNANLHBIX APXMBOS

Mo lase Aranet i - .

> O« MORYAN v T N npae g
i an ORYAS SRTOMITHIALMM YUETS NDAEMD
g MENOAMEHMA 33NDOCON

O+« MOAYAD ABTOMATHIALH SQEATEALHMOCTI WHTINDMNOMO
ana

O« MOZYAS BlaumoseRcTava ¢ NK sApxuamsi Sonar

3. OgnoBpemenHo ¢ 3TuM B 2012 roay JlenmaprameHT MH()OPMALIMOHHBIX TEXHOJOTUN U
cBsa3u SAHAO npuctynuin Kk pean3anuy IpoeKkTa 1o aBTOMAaTU3allMd MyHULIUIIAIbHBIX apXUBOB U
noarotoBkn ux kK BrimrodeHWto B EUIIC CmyxObl 1m0 gemaM apXwBOB B COOTBETCTBUHU C
MEpONpHUATHSIMU  LieJeBOM  mporpammbl  «Pa3Butue uH(pOpMAIMOHHOTO  oOmiecTBa U
dbopmupoBanue aekTpoHHoro npasurenscTBa IHAO Ha 2011-2013 roabi».

C uenpl0 HCKIIIOYEHHUS 3aTpar, CBA3aHHBIX C JIOpPAOOTKOM  pa3inyaroluxcs
AaBTOMATU3MPOBAHHBIX CHUCTEM, a Takxke oOecriedeHusi B TMOCIEAYIONIEM OJHO3HAYHOMN
copmectumoct ¢ EMIIC, Obuto mpuHATO pemieHHe pa3paboTaTh THIIOBYIO TOACHUCTEMY
«MyHnununaneHbeiii apxuB» Ha ocHoBe Monyned AUNC 3JIAP-ApxuB. B coorBercTBUM C
rOCYJapCTBEHHBIM KOHTPAKTOM, pa3paboTaHHas TOjcHCTeMa OblUla yCTaHOBIEHa B 7-MH
MYHUIIMTIAJBHBIX apXUBaX U apXUBHBIX oTAenax MyHuunaiureros SHAO.

Kaxnplif MyHUIUMNATbHBI apXUB MOJYYHJI CBOI, ABTOHOMHYIO HH(OPMALUOHHYIO
CHUCTEMY, ITO3BOJIMBILYIO CO3JaBaTh U yNpaBisaTh aBToMaru3supoBaHHbBIM HCA mo gokymeHTam
apXMBa, BECTHU ydeT IIOCTYIUICHUS 3alpOCOB IIOJIb30BATEIEH U HUCIIOIHATh UX B JJIEKTPOHHOM
BUJIE, TIOMOJIHATD JIEKTPOHHBIN (DOH] MOIB30BaHUS U UCIOIb30BATh JOKYMEHTHI U3 €r0 COCTaBa,
B TOM YHCJIE PEaTN30BaTh 0OCIYKHBAHUE TI0JIb30BATENICH B YUTAIILHOM 3aJIe.

IIpenmymectBa. IIpuMeHeHNE KOHIIENIIINY [IEHTPAJIN30BAHHON aBTOMAaTH3allM1 apXUBHBIX
yupexaeHuil cyobekra P® ¢ uCmonb30BaHMEM THIIOBBIX MOJIYJIEH CIEHUAIN3UPOBAHHOTO
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nporpaMmmHoro npoxaykra AWMC OJIAP-ApxuB 1O3BOJNSIET NOJNYyYUTh Pl 3HAUYMMBIX
IIPEUMYILECTB:

a) TOBBICUTH J(PPEKTUBHOCTh AestenbHOCTH Ciy’)kObI MO  JellaM  apXHBOB,
['ocyaapCTBEHHBIX M MYHULMNAJIBHBIX APXUBOB PErMOHa IO YJOBJIETBOPEHUIO NMOTpeOHOCTEH
MOJIb30BaTENe B PETPOCHEKTHUBHOM apXWBHOW HH(OpMAIMK, B TOM YHCIE IOCPEICTBOM
aBTOMATH3ALMK PYTUHHBIX IIPOLECCOB U IPOLEAYP aPXUBHOM NEATEIbHOCTH;

0) MOBBICUTH KA4YECTBO MPEIOCTABISIEMbIX YUPEKICHUSIMU apXUBHOU CIY>KOBI YCIyT 3a
CYeT CO3JaHMs M HAlOJIHEHHWS AaBTOMAaTU3MPOBAHHOIO HAy4YHO-CIIPABOYHOIO armmapara II0
JIOKYMEHTaM apXHBOB, COKPAIICHUS CPOKOB MCIIOTHEHUS OOPALICHUI TPaXKaaH U OpraHu3alui, a
TAaK)K€ IPENOCTABICHUS TPAXKIAAHAM BO3MOXHOCTH JOCTyNa K TOCYyJapCTBEHHBIM U
MYHULIMIIAJIBHBIM yclyraM uepes3 ceTh MHTepHerT;

B) 00€CleYnTh BO3MOXKHOCTh LIEHTPAIM30BAHHOTO PA3BUTUS U MOJEPHU3ALMU CHUCTEMBI
IIPY U3MEHEHUH HOPMATUBHOI'O PETYJIUPOBAHUS 1€ATEINbHOCTH;

I) MOBBICUTh 3(PPEeKTUBHOCTH paboThl DKCIEPTHO-NPOBEPOUYHOM KOMHUCCHM U
IIPEIOCTaBUTh BO3MOKHOCTh aBTOMATHU3HPOBAHO, B PEKUME PEAIbHOIO BPEMEHU OTCIICKHUBATh
HOKa3aTesu JesITeIbHOCTH apXUBOB M (HOPMUPOBATh OTUYETHO-CTATUCTUYECKYIO TOKYMEHTAIIUIO B
pa3IUYHbIX pa3pesax;

1) 00ecreuuTh COXpPaHHOCTh 0CO00 LIEHHBIX, YHUKAIbHBIX M HanboJiee BOCTPEOOBaHHBIX
JOKYMEHTOB 32 CUET U3BATHS UX U3 000pOTa ¥ CO3JaHUs DIIEKTPOHHOTO (POHIA MOTH30BAHMUS.

Pesynprartel. YcnemmHas peanusanus npoektoB CiyxObl 1Mo JenaM  apXMBOB U
JlenmapramenTa HHGOPMAMOHHBIX TexHOIorui 1 cBsi3u SIHAO no3Boma:

B nonHOlf Mepe aBTOMAaTHU3MPOBaTh MPOLECCHl APXMBHOM aesTenbHOCTH CiyXObl 10
nenam apxuBoB U ['ocynapctBenHoro apxuBa SIHAOQO, oOecrnieunTs mpenocTaBiIeHUE apXHBHBIX
YCIIYT B 2JIEKTPOHHOM BHJI€ KaK B YacCTH MCIIOJIHEHHUs 3alpOCOB I0JIb30BaTENIEH, TaK U B 4aCTU
NpEeIOCTaBIEHUsT JOCTyna K (QoHJaM M OOCIy)XHBaHMS TOJb30BaTeNell MOCPEICTBOM
BUPTYaJIbHOI'O YUTAIBHOTO 3aJIa.

B nonHoilt Mepe aBTomaTu3npoBath 7 MyHUIMNaIbHBIX apxuBoB AHAO c npuMmeHeHneM
TUIOBBIX Moayined nporpammHoro mnpoaykra AUC DJIAP-ApxuB, B TOM 4HClle pealn30BaTh
(G yHKIIMOHAJ UCTIOHEHHUS 3alIpOCOB U 00CITY>)KMBaHHUsI 110JIb30BaTENe B UNTAIBHOM 3aJle.

Hanonuute aBromatusupoBanHblii HCA M co3naTe 37€KTpOHHBIM (OHJ MOJIb30BAHUSA
['ocynapcTBenHoro u MmyHununaibHbix apxuBoB IHAO, a Takxe oOecrneyuTh €ro COTpYAHUKOB
IPOTPaMMHBIMU U TEXHUYECKHMHU CPEACTBAMU JJISI CAMOCTOSITEIbHON OLU(PPOBKU (HOHIOB.
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